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1. IlosicHuTeIbHAA 3aIUCKA
1.1 Heab u 3a1aun TUCHUILTHHBI

Ienp auCHMIUIMHBI COOTHeceHa ¢ pe3yiabTaroM ocBoeHuss OIl BO  (dhopmupyembivu
KOMITCTCHIIHSIMHU ).

Legb AUCHMIVIMHBI — TOATOTOBUTH BBIMYCKHUKA, OOJAgaroIIero JOCTaTOYHBIM |
HEOOXOJUMBIM YPOBHEM TEOPETHUECKMX 3HAHMW U HaBBIKOB MX MPHUMEHEHUS B peEIICHUU
MPAKTUYECKHX 3a/1a4 paboThl ¢ UHPOPMALIMOHHBIMU TeXHoJorusAMHU B JIOVY.

3agaun:

- HW3y4YCHHE OCHOBHBIX TIOHSATHH, HCHOJB3YEMBIX B IIpolecce MPUMEHEHHs HH(POPMAIIMOHHBIX
texHoyiorui B JIOVY;

- U3y4eHHUE UCTOPHH MTPUMEHEHHs WH(POPMAIMOHHBIX TexHoiorui B JI0VY;

- U3y4YeHHe HOPMATHUBHO-IPABOBBIX OCHOB IPUMEHEHUSI HH(POPMAIMOHHBIX TexHonorui B IOV

- M3y4YeHHME TEXHHYECKOT0 W MPUKIAJHOTO MPOTPAMMHOIO OOECleueHus, HCIOJIb3YeMbIX IpH
OpraHM3allMM AJIEKTPOHHOTO JIOKYMEHTO000poTa, HH(GOPMALMOHHOM OOECIEeUeHUN YIpaBIICHUS,
OpraHu3alvy XpaHEHUs JOKYMEHTOB Ha TPAJULIMOHHBIX U JIEKTPOHHBIX HOCUTEIISX;

- W3y4YeHHME NPUHLHUIIOB BBHIOOpAa M OpraHM3allMM BHEJPEHUS M HCIOJIb30BAHUS TEXHUYECKOTO U
MIPOrPaMMHOT0 0OecreueHus;

- U3y4yeHre UH(POPMAIIMOHHBIX CUCTEM U OCHOBHBIX HHPOPMAIIMOHHBIX pecypcoB B JIOY;

- U3yYCHHUE U aHaJIM3 CPEACTB 3alUThl HHPOPMAIUK B MHPOPMAITMOHHBIX CUCTEMAaX, UCIIOJIb3YEMbIX B
JOY.

1.2. IlepeyeHb IVIAHMPYEMBbIX Pe3yJabTATOB 00y4YeHUSs MO AUCHUILINHE, COOTHECEHHBIX C
HHAUKATOPAMU JOCTHKEHHUS KOMIIECTEHIMH

Komnerennus NHauKkaTopsl KoMIeTeHI NI PesyabTaTbl 00yuyeHus

(Kom ¥ HauMeHOBaHNUe) (Kom ¥ HaMMeHOBaHue)
OIIK-4. Cnoco6en | OIIK 4.3. O6iagaeT HaBpIKAMU 3HaTh:
IIOHUMAaThb HCIIOJIB30BaHU o OCHOBHBIC MCTOAbI, CIOCOOBI U
OPUHIHIB paboThl | HHYOPMAITOHHO- CpeACTBa  IIONYyYEHHUSA, XpAHCHUA U
COBpPEMEHHBIX KOMMYHUKaIMOHHBIX nepepadoTku HHPOpMaInu;
MH(POPMALIMOHHBIX | TEXHOJIOTUH B cepe o OCHOBHBIE UH(POPMALIMOHHBIE
TEXHOJIOTHI U | IOKYMCHTAIUOHHOI'O TCXHOJIOTHH, HCIIOJIB3YCMbIC B
HUCIIOJIB30BaTh ux O6eCHe‘-IeHI/ISI YHOpaBJICHUA U AOKYMCHTAIIMOHHOM 06CCHCLIGHI/II/I
I pCIICHHUA 3a4a4 | apXHUBHOI'O Je€ja; YOpaBJI€HUA WU apXUBHOM JO€JIE€, HCTOPHUIO
npodeccuoHaIbHON UX CO3/1aHMs U HAIIPABIICHUSA Pa3BUTHSL.
JACATCIIBHOCTH, VYMeTh:

L4 HUCIIOJIB30BaTh IMMOJTY4YCHHBIC

3HAHUA B o0OJactu paboThI C
nH(GOPMAIMOHHBIMU pecypcamu Ha

IIPAKTHUKE,
i IMPUMCHSATDH OCHOBHBIC
I/IH(i)OpMaI_II/IOHHBIC TCXHOJIOT'HH,

UCIIONIb3YEMBbIE B JIOKYMEHTAIIHOHHOM
00CCIIEYCHUN YIPABICHUS M apXHUBHOM
Jielie Ha TMPAKTUKE.

Bnaners:

. HABBIKAMU TIOJIYYCHUS, XPAHCHHS
u repepaboTku WHGOpPMAIMU B IEIAX
poecCHOHANLHOM IS TEIILHOCTH,

. HaBBIKAMU PAa0OThI B CHCTEMax




AJIEKTPOHHOTO  JIOKYMEHTooOopoTa, a
TaKKe JIEKTPOHHO-IIMPPOBOH 00pabOTKH
JOKYMEHTOB B chepe
JOKYMEHTAIHOHHOTO o0ecrieyeHust
YIIPABJICHUSA U ADXUBHOI'O JEJIa.

1.3. MecTo AucuuMnJIMHbI B CTPYKTYpe 00pa3oBaTe/IbHOI IPOrpaMMbl

Huctunnuna « Mapopmannonnsie TexHonoruu B JIOY» BX0oIuT B cocTaB 00s3aTeNbHOM YacTu
JUCLUUIUINH ~ TOATOTOBKM CTYAEHTOB IO HAIpAaBJICHUIO IOATOTOBKH «/loKymMeHTOBeneHue u

APXUBOBCACHUCY .
Z[J'Iﬂ OCBOCHU JHUCHUIIIINHBI HeO6XOI[I/IMBI KOMIICTCHLIMH, C(bOpMHpOBaHHHC B X0€ N3YUCHUA
CICAyrOmux  OUCHUILIAH U MPOXOKACHUA IMPAKTHK: <<OpraH1/I3au1/1;1 N TCXHOJIOI'HA

JOKYMEHTAIIMOHHOIO o0ecreyeHus ynpasieHus», « THpopMalnoOHHbIE TEXHOIOTHI».

B pesynbTare OCBOCHHMS IUCHUIUIMHBI — (POPMHUPYIOTCS KOMIIETCHIIWH, HEOOXOTUMBIE IS
U3yYEHUs CIEAYIOUMX AMCUUIUIMH M HPOXOXKIEHUs NMpakTuk: «MH}opManuoHHbIE TEXHOJOTMHU B
apXUBHOM Jiese», «CHCTeMbl XpaHEHHUS AIEKTPOHHBIX IOKYMEHTOBY, «lIpeqaunaoMHas npakTuka.

2. CTpyKTYypa JTUCHUIINHBI
OO6mas TpyA0€MKOCTh JUCIMIUIMHBI COCTABISIET 3 3.€., 108 akaJeMUYeCKUX 4acoB.

CTpyKTypa JUCUMILIMHBI JJIA 04HOI opMbI 00yUeHMsI

O6veM auciumIuHBI B (OopMe KOHTAKTHOM paboThl O00ydalomMXCs C IeJaroru4ecKuMu
paboTHMKaMu W (W) JHLAMHM, MPUBJIEKAEMBIMH K peanu3alii oOpa3oBaTelIbHOW NPOrpaMMbl Ha
UHBIX YCIIOBHSIX, P MTPOBEACHNUN YUSOHBIX 3aHATHI:

Cemectp | Tum yueOHBIX 3aHITHIA KonnuectBo
4acoB
5 Jlekun 24
5 CemuHapbl/1abopaTopHbie pabOThI 38
Bcero: 60

OO0beM JUCHUIUIMHBI B (OpME CaMOCTOSTENBHOW pabOThl OO0ydYaroImMXcs cocTaBiseT 48
aKaJeMHYECKHIX 9acoB.

3. Conepxanue QIMCUMILINHBI

Ne | HammenoBanue pasjesia Copep:xanne
AUCIHUTIHHBI
1 Beenenue [Ipeamer, unens w 3amaum  Kypca. HcTouHukn u

aurepatypa mo Kypcy. Pa3zButme MH(POpPMaLMOHHBIX
texHojoruii B JI0OY.

OcHoBHbIE TepMHUHBI U omnpenenenus B obnactu UT B
JOY; aBTOMAaTHU3ALM 51 uHpopMaTu3aLus,
nH(pOpPMaIlMOHHBIE TEXHOJIOTUU (1),
unpopmannonusie cuctembl (MC), xoprnopaTUBHBIE
MH(POPMALIMOHHBIE CUCTEMBl, aBTOMATU3UPOBAHHbIE
cucrembl JIOY (ACHAOY), cucremsl 3JI€KTPOHHOTO
nokymentoobopora (C3JI) a1meKTpOHHBIE JOKYMEHTHI,
ANEKTPOHHBIN TOKYyMEHTO000poT U Jp. ComnocTaBieHue
MEXJIYHApOAHOM W  OTEYECTBEHHOM  MPOpUIBbHOM
TEPMUHOJIOTHH.




Pomp Kypca B COBEpIICHCTBOBAaHHUHM OpTraHU3AIUH
paboOThl C JOKyMEHTaMHM B YIIPaBICHHUH, CO3/aHUU
ONTUMAJTHHBIX YCIIOBUH paboThI ciryx0
JOKYMEHTAI[HOHHOI'0 00eCIeUeHHU.

3navyenue napopmaruzanmu 1OV u apxuBHOro aena
Ha COBpeMEeHHOM 3Tane. OCHOBHbIE HHPOPMALIMOHHBIE
TexHoJioruu, npumensiembie B IOV u apxuBHOM fene.
WNudopmannoHHble CBOMCTBA 10KYMEHTOB.
3aKOHOMEPHOCTH POCTA, CTAPCHUS U PACCESTHUS
JOKYMEHTHOU U HpopManu. ABTOMaTU3MPOBAHHBIE
MH(POPMALIMOHHO-TIONCKOBBIE CUCTEMBI U X
kinaccupukanus. OtpacieBas CUCTEMa HAY4YHO-
TEXHUYECKON nH(pOpMaIUU B 00JIaCTH
JOKYMEHTOBEJICHHsI ¥ apXUBHOTO JeJa.
IIepcniekTuBHBIE HanpasiieHus npuMeHenus UT B

JIOY.

Ucrtopus aBromatuzanuu JJOY

OcHoBHBIC 3Tanbl aBToMatr3anuu JJOVY.

Oranbl BHEAPEHUS aBTOMATH3UPOBAHHBIX TEXHOJOTHUI
00pabOTKH, CO3/IaHWsA, HCIOJB30BAaHUS M XPAHCHUS
JOKYMEHTOB. OBONIONMA OSTUX TEXHOJOTHUH M WX
BIIUSTHUE Ha TPOIECCHI TOKYMEHTUpOBaHUs. 3ydenune

0COOEHHOCTEM W  3aKOHOMEpPHOCTeH  paboThl ¢
JIOKyMEHTaMH,  3a(UKCHPOBaHHBIMH  Ha  HOBBIX
HOCHUTEISAX UHpOpMaLUU (MamMHOYNTaEMBbIE

JIOKYMEHTBI, SJIEKTPOHHBIE JOKYMEHTHI).

Coznanue o01ierocyapcTBEHHOM cucTeMbl cOopa
1 00paboTKK MHPOPMAITUH JIJIS yUeTa, INTAHUPOBAHUS U
yhnpaBieHus  HapoaHeM  XxossiictBom  (OI'AC),
ABTOMATU3MPOBAHHBIX OTPACJIEBBIX CUCTEM YIIPABICHUS
(ACY). TwumnoBas cucTeMa JOKYMEHTAI[MOHHOTO
obecrieuenus  ynpasinenuss  (TCHO).  Co3nanue
ABTOMATHU3UPOBAHHBIX  MH(POPMAIIMOHHO-TIOMCKOBBIX
CHUCTEM M0 YYETHOW M CTATUCTUYECKOW TOKYMEHTALWH,
ABTOMATU3MPOBAHHBIX CUCTEM KOHTPOJISI HCIIOJHEHUS
nokymentoB (ACKUJ). Iludposas skoHOMHUKA B
Poccuiickoit deneparnuu.

TpeboBanus HOPMAaTHBHO-
IIPABOBBIX u HOpPMaTHBHO-
METOJINYECKUX JIOKYMEHTOB,
pernaMeHTHPYOIINX

WCIIOJIb30BaHNE HH()OPMAIIMOHHBIX
texHosorui B JJOY

MexnyHapoaHbIe TPaBOBBIE aKThl. 3aKOHOJATEIbHbIE
U mnoa3akoHHele akTel P®. [locraHoBneHuss U
pacniopsokenusi [IpaButensctBa P®, denepanbubie u
pETMOHAJIBHBIE MPOTPaMMBbl, CTPATETHMH W KOHLEIILUU.
Crparerust pa3BuTHsi MH()OpPMAIIMOHHOTO O0IIECTBA B
Poccuiickoit ®enepanuu. HanumonanbHas mporpamma
«IudpoBas skoHomuka Poccuiickoii dDenepanum».
HopmaTtuBHO-MeTOIMYECKHE JIOKYMEHTBI,
MEXIyHApOAHbIE W HAllMOHAJIbHBIE CTaHIApTHl B
obsiacTi “HGOpPMAIMU U TOKYMEHTALIUH.

OcCHOBHBIE OOBEKTHI U IMPHUHIUIIBI

aBTOMAaTHU3AIUU A0y u
OpraHu3aIHNH 3JICKTPOHHOTO
JIOKYMEHT0000pOTa

emn w 3amayu, CTOSIIME TPU HCHOJb30BAHUH
uHpopMmannoHHeix TexHonmoruit B JIOY. Tunossie
3agaun aBroMatu3anuu JOY: cosnmanue, nepenaya,
XpaHEeHHE, MMOUCK, KOHTPOJIb UCTIOJTHEHUS JOKYMEHTOB.

OcHOBHbIE ~ HMH(POPMALIMOHHBIE  TEXHOJOTHH,
ucnonb3yembie B JIOY wm  wux kiaccubukaims.




TexHONOrMU: BKIIOUEHUS JIOKYMEHTOB B CHUCTEMY
YOPABJICHUS JTOKYMEHTAaMHU M PETUCTpAllMM B HEW;
YIPABJICHUS JIOKyMEHTaMu B cucreme
(pacmpeienieHHOTO yIIpaBICHUS JIOKYMEHTaMH);
JIOCTyIA, TOMCKA M HCIIOJIb30BAaHUS JIOKYMEHTOB B
CUCTEME M KOHTPOJIS 32 UX UCIIOJIHEHHEM; XPaHEHUS U
YHUUTOXEHUSI JOKYMEHTOB. TE€XHOJIOTMH IOTOKOBOTO
CKAaHMPOBAHHUA U PA3MHOKEHUS TOKYMEHTOB U T.II.

IlonsTue «DIIEKTPOHHBIN JOKYMEHT».
OcCHOBHBIE ~ BHUABI  JJIGKTPOHHBIX  JOKYMEHTOB.
DNeKTpOHHAs MOANKCH.

Buner nHdopmarumy, cojepKalieics B
JJNIEKTPOHHOM JIOKYMEHTE: TEKCTOBas, rpaduueckas,
TabIUYHAS U T.IL.

[ToHsAITHE «DIIEKTPOHHBIN JTOKYMEHTOO0OpOTY,
€ro BO3MOKHOCTH M IYTH KUCIIOIb30BaHUsA. OCHOBBI

IOpUIUYECKU 3HAYUMOTO 3JIEKTPOHHOI'O
JIOKYMEHTO000poTa. HopmartusHo-npaBoBoe
obecrieyeHue IIPOLIECCOB HCIIOJIb30BAHUS

nH(popManMoOHHBIX TexHoJorui B JIOY.

OcHoBHbIE BUIBI (HOPMATOB, UCTOIB3yeMbIC B
JOY. @opmarbl NOpeACTaBICHUS U XpPaHCHHUS
JNEKTPOHHBIX  JOKYMEHTOB. OTKpBITEIE (OPMATHI.
[lepcriekTHBBI UCHOIB30BAHUS OTKPBITHIX (OPMATOB U
cBobomHOro mporpammuoro obtecredenus (CIIO) B
Poccun u 3a pybGexxom. HopmartuBHO-mpaBOBbIE U
METOAMYECKUE  JIOKYMEHTBI,  pErjlaMEeHTUPYIOIINE
npoueccsl  ucnonb3zoBanua CIIO U OTKPBITBIX
¢dopmatoB B Poccum.

[TpunHuMnBl ¥ 3Tanbl pa3paboTKU U BHEAPEHUS
MH(OPMAITMOHHBIX CUCTEM B JIeSATEeIbHOCTh
opranmzanMu. 3ajgaud, (QyHKIMH HW  CTPYKTypa
uHpopmannonnoit  cucremel (MC)  opranmzanum.
Tepmunonorusi, ucnonszyemas B UC. IlpoektHbie
pElIeHUsT COBPEMEHHBIX HH()OPMAIMOHHBIX CHCTEM B
obnactu JIOY. OTKpeIThIE HHGOPMAITMOHHBIE CUCTEMBI,
KPUTEPUU UX OLICHKH.

Peanmzanms
ITOMOIIILIO
AHAJIOTHUYHBIX
MPOIYKTOB

3amay A0V c

MS

Office u

IIPOrpaMMHBIX

[MpuHIBl ~ MOCTpOEHUST W (QYHKIMOHUPOBAHHUS
opucHeix cucteMm B cpeae mnaketa MS Office.
[lonroroBka, peructparus, oOpaboTka M  XpaHEHHE
JIOKyMeHTOB cpenctBamu nakera MS Office.

[TonsiTne perucTpanoHHast KapTouKa
nokymenta B ACYVY]l, Ha3HaueHHE M BO3MOXKHOCTH
ucnonp3oBaHus. Mcnonp3oBaHue KiacCU(pUKATOp U
pyOpukatopoB /i co3nanus b/l ydetHoro tumna.

Peanmzanust 3amaun KOHTPOJS WCIIONHEHHS B
cpene makera MS Office. Ctpykrypa CTaHIapTHBIX
3allpoCcOB  JIA  pelIeHWs  3aJad  KOHTpoJss — 3a
UCTIOJIHEHUEM JOKyMeHTOB. [Ipumeps! nHTEepdencos.

[ToHATHS «OTYETOBY, «(HOPM» U «IIAOJIOHOBY B
cucreMme MS Office. Mcnonb3oBanue 1mabIOHOB U




9JIEMEHTOB aBTOTEKCTA.

JlononHuTenbHbIE BO3MOXHOCTH  PabOTHI  C
oucueiMu nporpammamu Word u Excel 8 MS Office:
- Co3yanue naHeneil MHCTPYMEHTOB U KHOTIOK.

- ABTOMAaTH3alysl BBIIOJIHEHUS 33724 C MOMOILKIO
MakpocoB. CriocoObl CO3AaHUSI MAKPOCOB.

- ABTOMaTHYECKOE CO3/1aHUE OTJIABJICHUS U TIIOCCAPHUSL.
- Pabora ¢ opmamu u Tabaunamu.

IlonsiTne «KOMIO3ULIMOHHBIMN  3JIEKTPOHHBIN
JOKYMEHT) u MPUHLUIIBI ero CO3/IaHUA.
KomOunmpoBanue Pa3HOBUIHOCTEM (TeKCTOBOM,
rpadguvecKoi, TaOIMIHON) HH(GOPMAITUU B JOKYMEHTE.

Poccuiickue ananoru MS Office.

ba3bl maHHBIX B MHPOPMAIIMOHHOM
o0ecrieueHnn yrnpaBJIeHHUsL.

[Tonsitne 6Ga3pl gaHHbIX. CrTpykTypa 06a3bl
naHabIX. [loHsTre mrabinoHa Oa3pl JaHHBIX. THIBI
nojel u naHHbIX. TexHosnoruss oOpaOOTKM JaHHBIX.
Mopenu noctpoeHus 0a3bl JaHHBIX.

KopriopatuBubie ~ 0a3pl  naHHbIX.  [loHsTHe
kopnopatruBHo  BJ[ u  kopmoparuBnoit  UC.
TpeboBanus k koprnopatusHoit B[ u IC. OcoGennoctu
TEXHOJIOTMH «KJIIMEHT-CEPBEPY.

OcHoBHBIE cBO¥icTBa 0a3bl JaHHBIX Lotus Notes u
MS Access. Apxurekrypa Lotus Notes. Monenu
KOMMYyHUKauui, mnogaepxkuBaemeix Lotus  Notes.
OcCHOBHbBIE CBEAEHUS O CTPYKType IpPOrpaMMHOIO
obecnieuenus. OxonHbli uHTepdeiic Lotus Notes,
OCHOBHBIE  JJIEMEHTBHI.  BapumaHTbl  NOCTPOEHMS
uHTepdeiica mnonb3oBarend. Mcmonb3oBanne MS
Access nipu pemienuu 3anau JJI0VY.

Cuctemsl ynpasnenus 6azamu jnaHHbIX (CYBJ).
[Mpodeccnonansupie CYB. Ilepconamsusie CYB/I.
OnHOMOJIB30BATENBCKUE W MHOIOIOJIB30BATEIBCKUE
0a3pl maHHbIX. [locnenoBaTenbHBI W MapasienbHbBIN
noctyn. LleHTpanu3oBaHHbIE M pacIpeesieHHbIe 0a3bl
JAHHBIX.

Hcnonb3osanue b/ B opranax rocyapCcTBEHHOU
BJIACTH U YIIPABJICHHUS.

TpeboBanust K (QPyHKIMOHAIEHOMY
u anmapaTHO-IIPOTPAMMHOMY
obecreueHHIo

aBTOMAaTU3HMPOBaHHBIX cucteM JJOY

[Tpu3Haku kIaccuPUKAUU  HHOOPMAITMOHHBIX
CHUCTEM: YypOBEHb MWHTETPAIlMH JAHHBIX B paMKax
MNPENNpUsITHS, OTPacivd;  MHOTO(YHKIIMOHATHHOCTb,
BO3MOXXHOCTH MAacIITaOMpPOBAaHUSI CUCTEMBI, OXBaT
pa3IMYHBIX CHCTEM JOKYMEHTAIluu, pa3paboTyuK,
OTHOIIICHWE K OTEYEeCTBEHHBbIM cTaHaaptam JIOVY,
MyJIbTH(HOPMATHOCTD U OTKPHITOCTH (hopMaTa.

Cucrembl  ynpaBieHUS  JTOKYMEHTOOOOpPOTOM.
KopnopatuBabie nHGOPMAIIMOHHBIE CUCTEMBI. Bubl u
paznoBuaHoctt  AC  JIOY. Kpurepun BbiOOpa
koMmmnanun-pazpadorunka AC JI0Y. Kpurtepuu Beibopa
AC JIOY wu wuHBIX NOPOrpaMMHBIX HPOLYKTOB
MPUMEHUTENBHO K 3a/ladaM opraHuzanuu. PaszpaboTka
TEXHUYECKOTO 3a7aHus. [[pHHIHUIBI TPOESKTUPOBAHUS U
sranbl  BHeapeHuss AC JIOY B nedTrenbHOCTh




opranuszauuu. Kpyr pemaemsix 3agau.

[Ipumepbl coBpeMeHHBIX oOTeuecTBeHHbIX AC
JOV.

Cnenuanu3upoBaHHbIE nHGOpPMaLMOHHbBIE
CHCTEMBI: KaJpOBbIe, OyXraJlTepCKue, CTaTUCTUYECKHE
u gap. Bo3MmoxHOCTM  THUNOBOW  KOH(UTypauuu
MIPOTrPaMMHBIX MPOJTYKTOB.

CnpaBoYHO-NIPaBOBbIE nH(GOpPMaLMOHHbBIE
cucteMbl. OCHOBHBIE NPUHLUIBI IOCTPOCHUA U
M0JIb30BaHUS. CnpaBoYHO-NIPaBOBbIE CHUCTEMBI
«Koncynprant-Ilntocy, «["apanT», «Konekcey.
«MHbOpMaIIMOHHON CIPAaBOYHONH CHUCTEMBI apXUBHOM
orpaciau (MCCAO)».

I/IHTCpHCT—TeXHOHOFI/II/I

UH(pOpPMaILMOHHbIE

ucnosbzyemsie B JIOY

[TonsTHe «nHpOpMaLMOHHBIN pecypc». BHyTpeHHue u
BHELIHHE, JIOKaJIbHbIE u rio0abHbIC
MH(pOPMaLMOHHBIE PECYPCBL. WudpactpykTypa
MH(OPMAaLIMOHHOM 1€ATEIbHOCTH.

[Tonsitue uHpopMmanmonHoii cetu. ['modanpHbIE
BbruuciautensHele  cetu (WAN) u  jokanbHbIE
BeruncuTenbHble ceTu (LAN).

Wutepuer. HaBuraropsr n nmouckosuku (Yahoo,
Yandex, Rambler wu ap.) Cucrema aapecoB ceTu.
OcoOenHoctu mnoucka wuHpopManuu B HHTepHeT.
IIpocTeie u cnoxHele 3anpocsl. Pecyperel MHTEpHET Ni1st
cnernramucToB chepsr JOY.

Hcnonb3oBanne Bo3MOKHOCTEW MHTEpHET M
oOmeHa wuH(]OpMaIMe, opraHu3anuyd KOH(DEpEeHIHH,
J0coK 00BsiBNIeHHM, cTpanul WWW U T.1.

JlokanpHOE WM yJAJIEHHOE  COCIHMHEHHE
KOMIIBIOTEPOB (pabounux mecT). MoJeMbl, MPUHIIHITBI
pabotel M Bo3MOXHOCTH. CpencTBa oOpraHusalnuu
BHYTPEHHUX U BHEIIHUX ceTell oOMeHa nHpopmanueil B
OpraHu3alNH.

Texnonorusa Unutepuer - MHTpaner. OcHOBHBIE
MOHATUSA W MeToAMKa  paboTbl B CETH.

OnexktpoHHass mouyta. OCHOBHbIE (QYHKUUU U
KoMIOHEHThI. Opuanueckue acrekTbl UCIOIb30BaHMUS.
[TouroBsie mporpammbl Web-caiiThl U MeTOAMKA HX
IIPOEKTHPOBAHUS.

Ynpasnenue

u
pecypchl,
JOCTYTIOM K

JIOKYMEHTUPOBAaHHOI HH(pOpMaIH

HOpMaTI/IBHO-HpaBOBBIe U MCTOAUYCCKUC HNOKYMCHTHI,

peraamMeHTHpyolme BOIPOCHI JocTyna K
MH(POPMALIMOHHBIM pecypcam.
Kputepun 0e30MmacHOCTH 3JIEKTPOHHOTO

JTOKyMEHT0000poTa. OCHOBHBIE METOJbl  3aIIMUTHI
JOKYMEHTUpOBaHHOW uHpopManuu. ['pynmbl MeTo/10B
3amMThl MH(pOpMau B MHPOPMALMOHHBIX CHUCTEMax
(anmapaTHble, MPOrpaMMHbIE, OPraHU3aLMOHHbIE).

Hoctyn, npaBa 10CTymna, KOHTPOJIb AOCTyNa U
UCIOJIb30BaHUE JIOKYMEHTHPOBAHHON HMH(OpManuu B
AC 10V.

MatepuanbHble HOCUTENU HHQOpPMAIMM U HX
¢buznueckas 3almra.
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[lpuHnunel  XpaHeHHsT W YHUYTOXKEHUSA
JTIOKyMEHTUPOBAHHOU MHpOpMaIiK, BKIroYeHHOU B AC
JIOV.

4. O0pa3oBaTe/ibHbIe TEXHOJIOTUH

B pasnene ykazaHsl 00pa30oBaTeIbHbIE TEXHOJIOTUH, HCIIOIb3YEMbIE IIPU PEATH3ALNUN PA3IUUHBIX
BUJI0B Y4eOHBIX 3aHATUH 17151 Haubosee 3pPeKTUBHOro OCBOEHUs TUCHMIUIMHEL [Ipu npoBeneHnu
y4eOHBIX 3aHATHI 00ecreuynBaeTcs pa3BUTHE Y O0YUaIOUINXCs HABBIKOB KOMAaHIHOM paboThl,
MEXJIMYHOCTHOW KOMMYHHKAIIUY, IPUHSITUS PELICHUH, TUAEPCKUX KauecTB (BKIItOYast pH
HEOOXOIMMOCTH TIPOBEICHHE MHTEPAKTHBHBIX JICKIIUH, TPYIIIOBBIX TUCKYCCUH, POJIEBBIX UTD,
TPEHUHI'OB, aHAJIN3 CUTyallMi U UIMUTAIIMOHHBIX MOJIENIEH, MpenojaBaHue TUCIUIUIMH (MOAyIel) B
(hopme KypcoB, COCTaBJICHHBIX Ha OCHOBE PE3yJIbTATOB HAYYHBIX HCCIICOBAHUH, B TOM YHCIIE C
y4€TOM perMoHaJIbHBIX 0COOEHHOCTEH NMPOodhecCHOHANBHON JEsITeNbHOCTH BBIITYCKHUKOB U
notrpeOHOCTEH paboTomarenei.

Jlnis mpoBeieHust 3aHATHH JIEKIIMOHHOTO THIA MO AUCLHUIUIMHE IPUMEHSIOTCS TaKHe
oOpa3oBaTeNbHbIE TEXHOJIOIMH KaK UHTEPAaKTUBHBIE JIEKIIUU, IPoOIeMHOe 00ydeHue. [l mpoBeaeHUs
3aHATUI CEMHUHAPCKOTO THIA UCTIONb3YIOTCS TPYIIIOBbIE JUCKYCCHH, POJIEBbIE UTPBI, aHATIU3 CUTYallUi
Y UMUTALIMOHHBIX MOJIENIEH.

Ne Buowt yueonoii Hngpopmayuonnwvie u oopazosamenvnule
Haumenosanue pazoena
n/n padomul mexHono02uu
1 2 3 5
1 |BBenenue Jlekus Ne 1 BBogHas nekuus ¢ HCIOJIb30BAHUEM
BHJIEOMATEPHAJIOB
CamocrosiTenbHas KoHcynbpTupoBaHue u npoBepKa JOMAIIHUX
pabota 3alaHUM IOCPEACTBOM SJIEKTPOHHOM MOYTHI
2 |Hcropus apromatuzamuu |Jlexums Ne 2 Jlekuus-Bu3yanuzanys ¢ IpUMEHEHHEM
0y crlaia- IpoeKTopa
[IpakTudeckast pabota |3aHATHS B KOMIBIOTEPHOM Kjlacce
No 1
CamocrosiTenpHas KoHcynbpTHpoBanue u mpoBepKa JOMAIITHUX
pabota 3a/IaHUi TIOCPEACTBOM DJIEKTPOHHOM MOYTHI
3 |TpeboBanus Jlexuus Ne 3 Jlexuus-Bu3yanusanus ¢ IpUMEHEHUEM
HOPMATUBHO-IIPABOBBIX U CJIaiiJI- MPOEKTOopa
HOPMAaTHBHO- [IpakTuueckast pabora |3aHATHS B KOMIBIOTEPHOM Kjlacce
METOAMYECKUX No 2
AOKYMCHTOB, CaMocTosgTensrHas KoncynbpTupoBanue u npoBepka JOMaITHUX
PErIaMCeHTHPYOIIHMX pabota 3alaHUN ITOCPEACTBOM DIIEKTPOHHOU IOYTHI
HCMOJIb30BAHUE
UHGOPMAIIMOHHBIX
texHonoruii B JIOY
4 |OcHoBHble 00bekThl U |Jlexius Ne 4 Jlexuus-Bu3yanusanus ¢ IPUMEHEHUEM
PUHIUIIBI CJIaiiJI- IPOEKTOpa
apromaru3anuu JIOY u  |[Ipaktudeckas pabota |3aHATHS B KOMIIBIOTEPHOM KJlacce
OpraHu3aluu No 3
3JICKTPOHHOT'O CamocrosrenbHas KoncynbTpoBaHue u npoBepka JOMalIHUX
IlOKyMeHT0060p0Ta pa60Ta 3aJaHui NOCPEACTBOM 3JIeKTp0HH0171 I10YThI
5 |Peanmuzanms 3agau JJIOY c|[Jlexmus Ne 5 Jlekuus-Bu3yanusanys ¢ IPUMEHEHHEM
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nomoipsio MS Office u
zp.

clana- IpoeKTopa

ITpakTudeckas padbota
Ne 4

3aHATHA B KOMIIBIOTCPHOM KJIaCCC

CamocTosiTenbHast KoHcynpTupoBaHue 1 NpoBepka JOMAIITHUX
pabora 3aJIaHUM MMOCPEJCTBOM DJIEKTPOHHOM MOYTHI
6 |ba3bl 1aHHBIX B Jlexus Ne 6 Jlexuus-Bu3yanusanus ¢ IpUMEHEHUEM
MH(OPMALIMOHHOM CJIAMJI- TPOEKTOpa
obecreyeHnn [IpakTnueckast pabora |3aHATUS B KOMIBIOTEPHOM Kjlacce
YIPABJICHUS Ne 5
CamocTosiTenbHast KoHncynpTupoBanue 1 npoBepka JOMaIIHUX
pabota 3aJJaHUI MOCPEICTBOM JIEKTPOHHOM IOYTHI
7 |TpebGoBanus k Jlexus Ne 7 Jlekuus-Bu3yanuzanys ¢ IpUMEHEHHEM
IIPOrpaMMHOMY ClIaliI- MPOEKTOpa
o0ecreyeHunto [IpakTnueckast pabota |3aHATHS B KOMIBIOTEPHOM Kjlacce
aBTOMaTH3UPOBaHHBIX Ne 6
cucrem J1I0Y CamocrosiTenbHas KoHcynpTupoBaHue 1 NpoBepka JOMAIIHUX
pabora 3aJJaHUI IOCPEICTBOM 3JEKTPOHHOM MOYTHI
8 |HMurepHer-TexHonoruu u |Jlexums Ne 8 Jlexuus-Bu3yanusanys ¢ IpUMEHEHUEM
MH(pOpPMaIIMOHHbIE CJIAlJI- IPOEKTOpa
pecypchl, ucnonb3yeMbie ([IpakTuyeckas pabora |3aHSITHS B KOMIIBIOTEPHOM KJIacce
B IOV Ne 6
CamocrosiTenbHas KoHcynpTupoBaHue 1 npoBepka JOMAIIHUX
pabora 3aJJaHUI IOCPEICTBOM BJIEKTPOHHOM MOYTHI
9 |Ynpasnenue nocrynom k|JIexmms Ne 9 Jlexuus-Bu3yannusanys ¢ IpUMEHEHUEM
JOKYMEHTUPOBAHHOU CJIAlJI- IPOEKTOpa
UHpOpMaLUU [TpakTyeckas pabora |3aHATHS B KOMIBIOTEPHOM Kilacce

Ne 8

CamocrogrenbpHas
pabora

KoncynsTupoBanue u npoBepka JOMAaITHUX
3aJIaHUH TIOCPEACTBOM DJIEKTPOHHOM MOYTHI

[IpakTnueckas pabora
Nell

3aHsATUSI B KOMIIBIOTEPHOM KJlacce

CaMocTosTenbHas
pabora

KOHCYJIBTI/IpOBaHI/Ie " IPpOBCpKa JOMAITHUX
Sa,I[aHI/Iﬁ IOCPCACTBOM 3JI€KTpOHHOI>i IIOYThI

Kaxnplii oOyuaromuiicss B Te4eHHE BCEero mnepuojaa oOydeHHs oOecreueH WHIMBHIYaJbHBIM
HEOTPaHUYEHHBIM JIOCTYIIOM K 3JIEKTpOHHOW uWH(OopMaImoHHooOpa3oBaTenbHol cpene PITY w3
1000 TOUYKHM, B KOTOPOW HMeeTcs AOCTYHn K HH()OPMAIMOHHO-TENEKOMMYHHKAIIMOHHON CeTH
"Unarepuer", kak Ha Tepputopuun PITY, Tak u BHe ee. DnexkTpoHHas WH(POPMAIIMOHHO-
oOpa3oBatenbHast cpena PITY obecrneunBaer: JOCTYN K y4eOHBIM IUIaHaM, pabouyuM IporpaMmam
JTUCHMIUTUH (MOZYyJeil), mporpaMMaM MNpPaKTHK, 3JEKTPOHHBIM Y4Y€OHBIM W3/IaHUSM U DJIEKTPOHHBIM
o0Opa3oBaTeNbHBIM pecypcaM, YKa3aHHbIM B pabouuMx MporpamMmax JIUCHMIUIMH (MOAaynei),
nporpaMMax TpaKTUK; (GOPMHUPOBAHUE 3JICKTPOHHOTO MOPTHOIMO OOYyYaromerocs, B TOM YHCIIE
COXpaHeHHe ero padoT M OIEHOK 3a 3TH paboThl. B ciyuae peanuzanuu mporpammbl OakanaBpuara C
MPUMEHEHHEM  JJIGKTPOHHOTO  OOydYeHHus, JHUCTAaHIMOHHBIX  00pa3oBaTeNbHBIX  TEXHOJIOTUH
aNeKTpoHHass HMH(popMarmonHooOpa3oBarenbHas cpena PITY obecneunBaeT: ¢ukcanuo xona
00pa3oBaTeNbHOrO MPOLIECCa, Pe3yIbTaTOB MPOMEXKYTOYHOW aTTECTAllMd M PEe3yJbTaTOB OCBOCHUS
nporpaMMbl OakangaBpuara; IpoBeIeHUE YUeOHBIX 3aHATHH, IPOIETyp OLEHKH pe3yIbTaToB O0yUYeHHs,
peanuzanusi KOTOPhIX NPEIyCMOTPEHa C MPUMEHEHHEM 3JIEKTPOHHOrO OOy4eHHS, AMCTAHIIMOHHBIX
00pa3oBaTeNbHBIX TEXHOJIOTHI; B3aUMOJICHCTBUE MEXAY yYaCTHUKAaMHU 00pazoBaTeIbHOIO Ipoliecca,
B TOM YHCJIE CHHXPOHHOE W (WMJIM) aCHHXPOHHOE B3aMMOJIEHCTBUS TOCpeACTBOM ceTu "MHTepHet".
OyHKIIMOHUPOBAHUE AJIEKTPOHHOM HMH(POPMAIIMOHHO-00pa30BaTeNbHON CpeAbl  00ecreYnBaeTCs



12

COOTBETCTBYIOLIUMU cpeacTBaMu  WHGOPMAIMOHHO-KOMMYHUKAIIMOHHBIX ~ TEXHOJIOTHHA |
kBanuduKanueil pabOTHUKOB, €€ WCIMOJB3YIONMX | MOJIEpKUBAOMUX. DYHKIIMOHUPOBAHUE
AMEKTPOHHONH WH(POPMAIMOHHO-00pa3oBarenbHON cpeasl PITY COOTBETCTBYeT 3aKOHOIATENBCTBY
Poccuiickoit ®exneparum.

B nmepuon BpeMEHHOrO MPHOCTAHOBIEHUS TOCEHICHHS] OOYYalONIMMHCS TOMEIICHUA |
tepputropuu PI'TY mis opranuzanum yueOHOTO mporiecca ¢ MPUMEHEHUEM JJICKTPOHHOTO 00yUYeHHUs U
JTUCTAHIIMOHHBIX ~ O0pa30BaTEIbHBIX TEXHOJNOTUH MOTYT OBITh HCIIOJIB30BAHBI  CIIEAYIOIINE
o0OpazoBarenbHbIE TEXHOJIOTHH:

— BUJICO-JIEKIUU;

— OHJIAH-JIEKIIUU B PEKUME PEATbHOTO BPEMEHHU;

— DIIGKTPOHHBIE YUEOHUKH, YIeOHBIC TOCOOUS, HAYYHBIC U3JaHUS B AJIEKTPOHHOM BUJIE U IOCTYII
K MHBIM 3JICKTPOHHBIM 00pa30BaTEIIbHBIM PECypCaM;

— CHCTEMBI I DJIEKTPOHHOI'O TECTUPOBAHMUS;

— KOHCYJIbTAIIUU C UCTOJIb30BAHUEM TEIEKOMMYHHUKAIIMOHHBIX CPE/ICTB.

5. OuneHka JIAHMPYEMBIX Pe3yabTATOB 00y4eHHs
5.1 Cucrema oueHMBaHUs

CuctemMa olleHUBaHMS BBICTPOEHA B COOTBETCTBUU C YUEOHBIM IIIIAHOM, TJI€ Ope/ieseHbl (hOpMbI
MIPOMEXYTOUHOH aTTecTauu (3a4€T/3a4€T ¢ OLIEHKOW/3K3aMeH), U CTPYKTYpPOU TUCIUIUINHBIL, T/1e
orpeJiesieHbl (POPMBI TEKYIIIETO KOHTPOJIS. YKasbIBaeTcsl pacupezeseHre 6auioB no popmam
TEKYIEro KOHTPOJISI U TPOMEXYTOYHOM aTTecTalli, CPOKH OTYETHOCTU. MOXKET MPOBOIUTHCS KaK B
TPaJULIMOHHOM, TaK ¥ B UHHOBAIIMOHHOW (hopMe (3aluTa MPOEKTOB, JICJIOBast UTPa, KEUCHI U T.11.).

Cucmema ouenusanus Modicem Oblms nNPe0Ccmasiend KaKk 6 meKCcmosoul, mak u 8 madiu4Hou

dopume.
Hanpumep:

dopma KOHTPOJIA Makc. KoJIH4ecTBO 0a/1710B
3a onny Bcero
padoty

Texynmii KOHTPOJIb:

- onpoc 5 bannos 30 bannos

- yyacmue 8 OUCKYCCUU HA CeMUHape 5 bannos 10 bannos

- KoHmpoavHasn paboma (memwl 1-3) 10 bannos 10 bannos

- KOHmpoavHasn paboma (memwl 4-5) 10 bannos 10 bannos

[IpoMexxyTouHast aTTecTalus — IK3aMeH 40 6amioB

HToro 3a cemecTp 100 6amioB

[Tony4yeHHBIH COBOKYMHBIN pe3yabTaT KOHBEPTUPYETCS B TPAAULMOHHYIO IIKATy OLIEHOK U B
HIKaTy OIIeHOK EBporeiickoii cucteMsl iepeHoca 1 HakoruieHust kpeautos (European Credit Transfer
System; nanee — ECTS) B coOTBETCTBUM C TaOIULICH:

100-6annpHas TpazuonHas mKkana [xana
IKasa ECTS
95 -100 A
2304 OTIIUYHO B
68 — 82 XOPOIIO 3a4TEHO C
56 — 67 D
50_55 yJIOBJICTBOPUTEILHO E
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20-49 FX
0-19 HEYJI0BJIETBOPUTEILHO HE 3a4TEHO

5.2 KpurTepuu BbICTABJIEHHSI OLIEHKH IO JUCHUILIHHE

Bamwaesl/ | Ouenka nmo Kputepuu oneHku pe3yjbTaToB 00y4eHUsI 10 AUCUMUILIMHE

HOIxana | aucoMniInHe
ECTS

100-83/ OTJINYHO/ BricTraBisercss 00y4aromeMycs, eCii OH TITyOOKO M MIPOYHO YCBOMII TEOPETUICCKUH H
A.B 3aYTEHO MPaKTUYECKUI I\iIaTepI/IaJ'I, MOXET IPOJEMOHCTPUPOBATH 3TO HA 3aHATHUAX U B XOAE
NPOMEXKYTOUYHOU aTTECTALMU.

OO0y4Jarouuiics UCUCPITHIBAIOIIE U JIOTHIESCKH CTPOWHO M3JIaracT yucOHBI MaTepua,
YMEET yBSA3BIBaTh TEOPHUIO C MPAKTUKOM, CIPABIISIETCS C PELLIEHUEM 3a7a4
poheCCUOHATBPHOIN HAMPABICHHOCTH BBICOKOT'O YPOBHS CJIOKHOCTH, IPABUIIBHO
000CHOBBIBAET MIPUHATHIC PEIICHUSI.

CB0OOOIHO OpHEHTHPYETCS B yUeOHOH 1 Tpo(ecCHOHATBHON IUTEpaType.

Or1eHKa 1Mo JUCIUTUIAHE BRICTABIIIOTCS 00yYaIoeMycs ¢ YIETOM pe3yIbTaToB
TEKYLIEH U MPOMEXYTOUHOH aTTecTaluy.

Komnerenmmu, 3aKperIéHHbIC 32 TUCIUILIHHON, COPMHPOBAHBI HA YPOBHE —
«BBICOKHID.

82-68/ XOpOIHO/ BeicraBisiercst 00y4aronieMycsi, €CJid OH 3HAeT TEOPETUUECKUN 1 MPAKTHYECKUI
C 3aUTEHO MaTepuaJl, FpaMoTHO H IO CYIIECTBY U3/IaraeT ero Ha SaHATUAX U B X0Ne
IIPOMEKYTOUHOM aTTECTALNH, HE NOITYCKasl CyILlECTBEHHBIX HETOUHOCTEH.
OOyuaronuics MpaBWILHO IIPUMEHSIET TEOPETHYECKUE TTOJI0KEHHS IPH PELICHUH
MIPaKTHYECKUX 3a1a4 Mpo(ecCHOHANTFHON HAPaBICHHOCTH PAa3HOTO YPOBHS
CJIO’KHOCTH, BJIaJIe€T HEOOXOJUMBIMH ISl 5TOTO HAaBBIKAMH U ITPUEMaMH.
JlocTaTo4YHO XOPOIIO OPUEHTHPYETCS B Y4eOHOW 1 MpodeccnoHabHOM IuTepaType.
Or11eHKa 1Mo JUCHUIUIMHE BBICTABIISIOTCS 00ydaromeMycs ¢ y4ETOM pe3yIbTaToB
TEKYLIEH U IPOMEKYTOUYHOH aTTeCcTaluy.

Komnerenmmn, 3akperi€éHHbIC 3a TUCIUTIINHON, COPMHUPOBAHEI HA YPOBHE —
«XOPOIIUNY.

67-50/ YIOBJICTBO- BricraBnsercst oOy4aronieMycsi, €ClId OH 3HaeT Ha 06a30BOM ypOBHE TEOPETHUYECKHUI U
MIPaKTHYECKUI MaTepHal, IOITyCKaeT OTAEIbHBIC OIIMOKH MPH ero U3JI0KEHUH Ha
3aHATHAX U B X0JI€ IPOMEKYTOUYHON aTTeCTalUH.

OOyuaronuiicst UCIBITHIBAET ONPE/CIEHHBIE 3aTPyTHEHHS B IPHMEHEHUH
TEOPETHUYECKHX TOJI0KESHUI MTPH PELICHUH IPAKTHUECKUX 3a7ad MpodecCHoHaIFHON
HaIPaBICHHOCTH CTaHIAPTHOTO YPOBHSA CIIOKHOCTH, BJaJIeeT HEOOXOIUMBIMH IS
9TOr0 0230BBIMH HABBIKAMH U TIPHEMaMHU.

JleMOHCTpHpYyeT HOCTaTOYHBIN YPOBEHD 3HAHUS YICOHOH TUTEPaTyphI IO JUCIUTUINHE.
Or1ieHKa 10 JUCHMIUIMHE BBICTABISIIOTCS 00ydaronieMycs ¢ y4éToM pe3yIbTaToB
TEKyIleH U MPOMEKYTOUHON aTTeCTaluu.

KomrmereHnuu, 3akperui€HHbIe 3a TUCHUILIMHON, C(hOPMUPOBAHBI HA YPOBHE —
«J10CTATOYHBIHY.

D,E puUTEIbHO/
3a4TECHO

49-0/ HEYJIOBJICT- BricTaBisiercss o0y4aromeMycs, i OH He 3HaeT Ha 06a30BOM yPOBHE TEOPETHUECKHUI
F,FX BOPHTE/IbHO/ | Y NIPAKTHHECKHIi MaTepHal, 0MycKaeT rpyObIe OmMOKH IPH ero N3TI0KESHUN Ha
3aHATHUSIX U B XO/1€ IPOMEXYTOUHOM aTTecTalu.

OOydJaronyiicss UCTIFITHIBACT CEPhEIHBIC 3aTPYTHCHUS B IPUMECHEHUH TEOPETUICCKUX
MIOJI0)KEHHUH TIPH PELICHUHN IPAKTUYECKHX 3a/1a4 MPOohecCHOHaIbHON HallPaBIEHHOCTH
CTaHAAPTHOTO YPOBHS CJIOXKHOCTH, HE BJIa/IeeT HEOOXOANMBIMH JJIsl TOT'O HaBbIKAMH H
IpUEMAMHU.

JleMoHCTpHpYeT (hparMeHTapHbIe 3HaHHsI y4eOHOI JIUTepaTyphl 10 JUCHUILIMHE.
OreHKa 1Mo JUCHUIUIAHE BRICTABIIIOTCS 00ydaromeMycs ¢ Y4ETOM pe3yIbTaToB
TEKYLIEN U IPOMEXKYTOUYHOHN aTTecTaluy.

KomrmiereHiun Ha ypoBHE «JOCTaTOUHBIN», 3aKPEIUIEHHBIE 32 TUCUUIUIMHOMN, HE
chopMHpOBaHEL.

HC 3a4TCHO

5.3 OueHounble cpeacTBa (MaTepuajbl) IS TEKYyllero KOHTPOJSI YCHEeBAeMOCTH,
NPOMEKYTOUYHOM aTTecTanuu o0yvaromuxcs no aucuuminude (OIIK-4)
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B nanHomMm pasaciic MpuBOAATCA IMPUMCEPBI OIICHOYHBIX CPCACTB B COOTBECTCTBUU CO CprKTypOﬁ

JTUCITUTUTMHBI U CHCTEMOW KOHTPOJIS: BAPUAHTHI TECTOB, TEMAaTHKA MTUCEMEHHBIX paboT, MPUMEPHI
9K3aMEHAIMOHHBIX OUJIETOB, TUTIOBBIE 33/1a4H, KEUCHI U T.1. OTIEHOYHBIMU CPEJICTBA JOJKHBI OBITH
obecrieueHbl Bce (hOPMBI TEKYIIIETO KOHTPOJIS U MTPOMEXKYTOUHOM aTTecTanuu. OHU JOHKHBI OBITH
OpPUEHTHPOBAHBI HE TOJIBKO HA MPOBEPKY CPOPMUPOBAHHOCTH 3HAHUMN, HO TAKXKE YMEHUH U BIIaJICHHA.

IIpumepHbIe TeMbl pedepaToB MO pasaesaM JUCHUIIIHHbI:

1. HccnenoBaHne OCHOBHBIX OOBEKTOB M MPUHIMIIOB aBTOMATHU3AIIMH B YIIPABJICHUH.

2. DnekTpoHHbI o¢uc. MHccnenoBanue COBpeMEHHBIX HH(GOPMAIMOHHBIX TEXHOJOTHA,
ucrnonb3yemeix B JJOVY.

3. Hcnonp3oBaHue aBTOMAaTU3MPOBAHHBIX MH(POPMALMOHHBIX CHCTEM B YIPABJICHUU.

4. Ananu3 HOPMAaTHBHO-IIPABOBBIX AaKTOB, PETJaMEHTUPYIOIIUX MPOLECCHl BHEIPEHUS W
UCTIOJIb30BaHUs MH(OPMAIIMOHHBIX TexHooruil B JI0Y.

5. AHanu3  HOPMAaTHUBHO-METOJIMYECKHUX  JOKYMEHTOB, PErJaMEHTHPYIOIIUX  MPOILECChH
BHE/IPEHUS U MCIIOJIb30BaHUs WH(POPMAIMOHHBIX TexHoorui B JJOVY.

6. HccnenoBanne popMaToB AIEKTPOHHBIX IOKYMEHTOB, UCTIOJIb3yeMbIX B JIOY.

7. Wcnonbp3oBaHuWEe OTKPHITBIX (OPMATOB  HIEKTPOHHBIX JIOKYMEHTOB M  CBOOOJHOIO

porpaMmmMHOTO obecrieueHus s pemenus 3aaa4d JJOVY.

Benymume koMnanun-pa3zpaboTUUKH IPOrpaMMHBIX TPoXyKToB st JJOY u ux pa3paboTku.

9. O0630p myOnHMKaNUi OTEYECTBEHHBIX aBTOPOB IO BOMPOCAM HCIIOIH30BAHUS COBPEMEHHBIX
MH(POPMALMOHHBIX TexHosnorui B JJOVY.

10. O630p myOnuKanuii 3apyOeKHBIX aBTOPOB IO BOIPOCAM HCIOIB30BAHUS COBPEMEHHBIX
MH(POPMALMOHHBIX TexHosnorui B JIOVY.

11. MccnenoBanue MpakTHUKU HCHOJIB30BAaHUS COBPEMEHHBIX HH(OPMALMOHHBIX TEXHOJOTUMN
J1OY 3a py6exxom (Mo cTpaHam, BEIOpaHHBIM CTYAEHTaMH) M BO3MOXXHOCTH MPUMEHEHHUS HX
onsITa B Poccun.

*®

12. be30ymarkHast TEXHOJIOTUS TIOATOTOBKHU JIOKYMEHTOB.

13. IIpuaanue FOpUANYECKON CHUIIBI JIEKTPOHHBIM JIOKYMEHTaM.

14. Pecypcsl UaTepHeT A crienmanuctoB cdepsl 10OY.

15. OcHoBHbIE 3Tanbl pa3BUTUs HHGOPMAIIMOHHBIX TexHoorui B JIOVY.

16. OcHoBHbI€ 3a1aun, crosimue nepex ACY /I v myTH Ux pemieHusl.

17. AHanu3 COBpeMEHHbIX WH(GOPMAIMOHHBIX TEXHOJOTMHM CO3JAaHMs, XpaHEHHs W OOHOBIICHUS
JIOKYMEHTOB.

KOHTpOJ’IbHLIe BOIIPOCHI M 3alaHUA JIA l'lpOMG)KyTO‘-lHOﬁ aTTeCTAallMi 110 UTOraM OCBOCHUHA
JAUCHHUIIINHbI

1.Tlonstue «undopmanus» u «uHbpopMamoHHbIE TeXHOJIOoTUN» B JIOVY.

2.Ha3nayenue, MecTo, poOjb OCHOBHBIX HWH(OPMALMOHHBIX TEXHOJIOIMH, NPUMEHSIEMBIX B
YIpaBJICHUH.

3. T1oHATHUS «3NEKTPOHHBIN JOKYMEHT» U «3JIEKTPOHHBII TOKYMEHTOO00POTY.

4.3akoHonarenbHast 0a3a, perylaMEeHTUpYIOLash MpPOLECChl NPUMEHEHHUs HH(GOPMAalMOHHBIX
texHosorui B JJOVY.

5.HopmatuBHO-TIpaBoBasi 6a3a, perjaMeHTHUPYIOIIas MPOIEeCChl MPUMEHEHUS MH(POPMAIMOHHBIX
texHosorui B JJOVY.

6. HopmatuBHO-MeTOAMUECKAS 6asa, peraaMeHTHpYoIIas MIPOLIECCHI PUMEHEHUS
nHpOpMalMOHHBIX TexHoiorui B JIOVY.

7.OcHOBHBIE 3Tanbl ¥ ypoBHU aBToMaTu3anuu JJOY.

8. OcHOBHBIE 00BEKTHI M IPUHIUIBI aBToMaTu3anuu JJOY.

9.1lenu u 3agaun aBToMaTuzanuu JJOVY.



10.

11.
12.
13.
14.
15.
16.
17.
18.

19.
20.
21.
22.

23.
24.
25.
26.

27.

28.
29.
30.
31.

15

OcHoBHbIE WH(POPMALIMOHHBIE TEXHOJIOTUH, HCIIOJb3yeMble B paboTe ¢ MH(POPMAIMOHHBIMU
pecypcaMy OpraHU3aluu.

OcHoBHBIE (OpMATHI ITEKTPOHHBIX TOKYMEHTOB, Hcmoib3yemble B JIOY.

®opmaTsl XpaHEHUSI JIEKTPOHHBIX JOKYMEHTOB.

OTkpeiThie popmaTsl D1 1 cBOOOHOE TporpaMMHOe obecriedenue, ux 3Hayenue 1 JOVY.
OcHOBHBIE 3Tarbl pa3BUTHA HH()OPMALIMOHHBIX TexHoJoruil B JIOVY.

OCHOBHBIE TEXHOJIOTUH, HUCIIONIB3yEeMbIe P padoTe C JOKYMEHTaMHU.

TexHonornm co3anus JOKyMEHTOB.

TexHonoruu oungpoBanus 10kyMmeHToB B JJOVY.

OpraHuzalluOHHbIE M TEXHUYECKHME MpoOJIeMbl KOHTPOJII HCIHOJIHEHHS JOKYMEHTOB.
Bo3MmoskHOCTH peanu3anuy GpyHKIMI KOHTPOJIS B COBPEMEHHBIX HH(POPMAIIMOHHBIX CHCTEMAX.
TexHonoruu XxpaHeHusi JOKyMEHTOB.

[Tonsatue 6a3a 1aHHBIX, OCHOBHOE Ha3HAYCHUE.

Hcnonb3oBanue 6a3 naHHBIX B ynpaBieHuU. [Iprumepsl.

[lonatue «xopnopaTtuBHas 0a3a JAHHBIX» U «KOPIOpATHBHAs HH(OPMAIMOHHAs CHUCTEMAay.
TexHOIorns «KINEHT-CEPBEPY.

[Tonsarue «noss» B 6a3ax naHHBIX. Turiel mosjei. TUIbI JaHHBIX, UCTIONB3YyeMbIX B B/1.
Hcnonb3oBanue kiaccuPpUKaTopoB U pyOpUKaTOpoB it cozaanus b/l yueTHoro tuma.
Monenu koMMyHUKaui, noaaepxxusaemsle Lotus Notes.

[IpuknanHoe nmporpaMmHoe oOecrieyeHue g aBToMaTu3nupoBaHHbIX cucteM [1OVY. [Ipumepst
coBpeMeHHBIX AC JIOY.

Pa3paboTku Benymux KOMIaHU-pa3pabOTYMKOB MPOrpaMMHBIX NpoaykToB s IOV
(KoMIaHHs 10 BEIOOPY CTYJICHTA).

Kputepuu onieHku 1 BbIOOpa KOMITAHUU - pa3paboTyrKa MporpaMMHOro npoaykra st JJ0VY.
CripaBOYHO-IIPaBOBBIE CUCTEMBI, MX COCTaB, CTPYKTypa U MPUHIUIBI ocTpoeHus. [Ipumepsi.
CpenctBa 1 Bubl oMcKa MH(OpPMAIIMK B CITPAaBOYHO-MIPABOBBIX cucTeMax. [Ipumepsl.
HHTepHeT-TeXHOIOTHH U MH(POPMAITMOHHBIE pecypcChl, ucnoib3yembie B JIOY.

IIpumepHBIe TECTHI 0 JMCHHUIIIHHE

CHEIIM®UKAIIUS TECTOBBIX 3AIAHUM
Homep Bapuant ®opma | Moaya | Kareropu Bpemst Banabl
BOIIpOCca NMPaBUJIBHOTO b | BbITIOJIHEH
oTBeTAa (Tema) usi (MHUH)
1. 1 1:M 1 B 1 2
2. 3 1:M 1 A 1 2
3. 4 1:M 1 A 1 2
4. 3 1:M | B 1 2
5. 2 1:M 1 B 1 2
6. 213 Y 1 C 2 3
7. 3 1:M 1 B 1 2
8. 1 1:M 1 E 3 4
0. | 1:M 1 C 2 3
10. 1 1:M 1 D 2 3
11. 23 M:M 2 B 1 2
12. 2 1:M 2 A 1 2
13. 1 M:M 2 A 1 2
14. 3 1:M 2 A 1 2
15. 2 1:M 2 A 1 2
16. 123 M:M 2 B 2 3
17. 1 1:M 2 B 1 2




16

18. 3 1:M 2 B 1 2
19. 123 M:M 2 D 2 3
20. 2 1:M 2 B 1 2
21. 2 1:M 2 B 1 2
22. 1 1:M 2 A 1 2
23. 123 M:M 2 A 1 2
24. 12 M:M 2 A 2 3
25. 1 1:M 3 A 1 2
26. 1 1:M 3 A 1 2
217. 2413 Y 3 C 3 4
28. 34 M:M 3 E 3 4
29. 3 1:M 3 A 1 2
30. 2 1:M 3 B 1 2
31. 1 1:M 3 B 1 2
32. 1 1:M 3 D 2 3
33. 3 1:M 3 B 1 2
34. 2 1:M 3 B 1 2
35. 1 1:M 3 D 3 4
36. 3 1:M 4 D 3 4
37. 124 M:M 4 C 2 3
38. 1234 M:M 4 C 2 3
39. 1 1:M 4 C 2 3
40. 1 1:M 4 A 1 2
60 100
Oo6uree Bpems: 60 MuH.
YcnoBHble 06003HaYEHUS
Ne ®opma T3 O6o3HavyeHHUe
1. | 3akpsiTas opma - ¢ BBIOOPOM OJTHOTO 3aKITHOUYCHUS 1:M
2. | 3akpsitas ¢popma - ¢ BEIOOPOM HECKOIBKUX M:M
3aKII0YEHUH (MHOKECTBEHHBIN BBIOOD)
3. | Ha ynopsinouenue Y
1. COAEP) KAHUE TECTA

YkaxxuTe HOMep MPaBUIHHOTO OTBETA
1. [Ipu MpOEKTHPOBAHUH M ONTUCAHUH WH()OPMAIIMOHHON TEXHOJIOTHH THPOKO MPUMEHSIOTCS METO/TBI:
1. cucTemMHbIN aHANN3, OJIOYHO-MOYIBHBIN MTOAXOT
2. TEKCTOBOM, YUCIIOBOM, CTATUCTUYCCKHI
3. aHKETUPOBaHUsA
4. cpaBHHUTEIIbHBIN

VYkaxnute HOMEp NPaBUIBHOTO OTBETA
2. TeXHONOTHsI MEPECHITIKU IO AIEKTPOHHBIM KOMMYHHKAIIUSIM aIPECHBIX COOOIICHUH C BIOKCHUSIMH
(haiinos:

1. UnTepHeT-Tenegonus

2. 3JIEKTPOHHBIN TEUIKUHT

3. 3JIEeKTpOHHAs MoYTa

4. Bce BapHaHTBI BEPHBI

VYKkaxxute HOMep IPABUIBHOTO OTBETA
3. K ycTpoiicTBam BBOJIa MHPOPMAIIUN B KOMMYHUKAIIMOHHBIX MPOIIECC OTHOCUTCS
1. kmaBuaTypa
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2. MUKpO(OH ¢ MOAKIIOYCHUEM K aHAJIOTO-IIU(PPOBOMY ITPeoOpa3zoBaTEIIo
3. KOMIBIOTEPHAs! MBIIIIb
4. Bce BapuaHThI BEPHBI

VYkaxxute HOMep NPaBUIBLHOTO OTBETA
4. YcrpoiicTBo i niepeBoja rpadudeckor nHdopmaiuu B upoByio:
1. KonMpoOBaIBHBIN anmapar
2. mpuHTEp
3. ckaHep
4. Taumnan

VYKkaxxute HOMep IPABUIBHOTO OTBETA

5. Brigenenue TekcTa U3 rpaguueckoro oopasa J10KyMeHTa
1. ckanupoBaHue
2. pacrio3HaBaHHE
3. Bepudukanus

PaccraBbTe B HY)KHOM ITOPSIJIKE

6. DTamnbl npoiiecca CKaHUPOBAHUS
1. pacno3HaBaHue
2. CKaHMpOBaHUE
3. Bepudukanus

Orser:

VYKkaxxute HOMep IPABUIBHOTO OTBETA

7. IlpoBepka paclio3HAHHOTO TEKCTAa U KOPPEKIIHS OIIHOOK:
1. ckanupoBaHue
2. pacrio3HaBaHHE
3. Bepudukanus

VYkaxxute HOMep IPABUIBHOTO OTBETA

8. @yHKIMOHAJIBbHbIE XapakTepucTuku COJl 1OKHBI COOTBETCTBOBATH
1. 3a1a4aM 1 ypOBHSIM aBTOMaTU3ALNH
2. KBaJM(pUKAIUU IepPCOHANA OpraHU3aI|H
3. (hvHAHCOBBIM BO3MOKHOCTSIM OpraHu3alun

VYKkaxxute HOMep IPABUIBHOTO OTBETA

9. HaunGonee oueBuanbIif 3¢ ekt ot BHeApeHus COJ1 cBs3aH c:
1. 5KOHOMHEN PACXOHBIX MATEPHAJIOB
2. yCKOpeHueM Ou3HEeC-IPOIECCOB
3. COKpalieHueM nepcoHaia

VYKkaxxute HOMep IPABUIBHOTO OTBETA
10. IIpsimoit s3koHOMUYECKUH APPEKT OT UCIIOTB30BAHUS HHPOPMALIMOHHBIX TexHosorui B JJOY
MIPEACTABIISIETCS:

1. B IEHEI)KHOM BBIpa>KEHUN

2. B CHWKEHHH TPYJ0EMKOCTH 00paboTKu nHpOopMauu

3. B MIOBBILLICHUH KayecTBa MH(OpMAITUH

4. B COKpAIlICHUH TIepcoHaia
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YkaxxuTe HOMepa BceX MPaBUIBHBIX OTBETOB
11. ACHOY B cpene Lotus Notes/Domino

1. AEJIO

2. BOCC-Pedepent

3. CompanyMedia

VYkaxuTe HOMEp NPaBUIBHOIO OTBETA

12. Ilporpammusiii mpoaykt IBM Lotus Notes Ob11 BriepBbI€ BBITYIIIEH KOMIaHUEH
1. IBM
2. Lotus Development
3. CompanyMedia

VYkaxxute HOMep NPaBUIBLHOTO OTBETA

13. IlporpamMmuslii mpoaykT Lotus Notes BeimyckaeTcst
1. ¢ 1989 rona
2.¢ 1995 rona
3.¢ 2000 roga

VYkakute HOMEp NNPaBUIBHOIO OTBETA
14. Ha3Banue nporpammHoro obecrieueHus cepsepa B Lotus Notes
1. Lotus
2. Notes
3. Domino

VYkakuTe HOMEp NPaBUIBHOIO OTBETA

15. Ha3zBanue nporpaMMHOro obecreyeHus KIMeHTCKoN padoueit ctanuuu B Lotus Notes
1. Lotus
2. Notes
3. Domino

YkaxxuTe HOMepa BceX MPaBUIBHBIX OTBETOB

16. Knuentckas gacte Lotus Notes cocTout u3
1. pabodee MeCTO MOIL30BATENS
2. pabouee MecTo pa3paboTUMKa MPUITOKEHUN
3. pabodee MECTO CUCTEMHOTO aIMHHHUCTPATOPA

VYkakuTe HOMEp NPaBUIBHOIO OTBETA
17. ®yHKIMA CHHXPOHU3AIMHN MEKY JUCTAHLIMOHHO yAaJeHHBIMU dK3eMIUIsipaMu 0a3 gaHHbIX Lotus
Notes Ha3bIBaeTCs

1. perunkanus

2. Bepuukanus

3. MacmTabupyemMocThb

VYKkaxxute HOMep IPABUIBHOTO OTBETA
18. CoBMECTHOE UCTIOIB30BAHUE TIOKYMEHTOB Ha JIOKAJIBHBIX CEPBEPAX IIPU COXPAHEHUH LIETOCTHOCTH
JIOKYMEHTOB B MacIliTabax mpeanpusThs:

1. TMOKOCTh M aJaNITUBHOCTh

2. OTKpBITOCTH

3. pacnpeieIeHHOE PENaKTUPOBaHKE

VYkaxxute HoMepa BCeX IPABUWIBHBIX OTBETOB
19. Jlns noucka nHpopmanuy B ”HGOPMAITMOHHO-CIIPABOYHOI cHCTEME MOKET ObITh MCIIOJIb30BAH:
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1. TemaTHYECKH TOUCK
2. MOMCK MO MoJiAM (aTpudyTam)
3. MHTEIJIEKTYaJbHBINA TOUCK

VYkaxxute HOMep NPaBUIBLHOTO OTBETA
20. COBOKYMHOCTb CTPYKTYPUPOBAHHBIX TAHHBIX, XPAHUMBIX B TTAMATH BBIYUCITUTEILHON CHCTEMBI
0TOOpaXKAIOIIUX COCTOSIHIE 0OBEKTOB U X B3aMMOCBS3EH B pacCMaTpUBaeMOU MpeAMETHOM 00acTu
1. undopmanus
2. 6a3a JaHHBIX
3. cucteMa yrpaBJeHus1 0a30i JaHHBIX

Ykaxute HOMep MPaBUIHLHOTO OTBETA

21. TexHONMOTHS «KIHEHT-CEPBEP» MPEANOIAracT XpaHeHHe U 00pabOTKy JaHHBIX
1. B rmo0anpHO¥ ceTH
2. Ha cepBepe
3. Ha KOMITBIOTEPE-MOIb30BaTENIE

VYkaxute HOMep IPABUIBHOTO OTBETA
22. KOMIUIEKC S3BIKOBBIX U IPOIPAMMHBIX CPEJCTB, IPEAHA3HAUYECHHBIN ISl CO3JJaHMsl, BEICHUS U
COBMECTHOTO MCITOJIb30BaHus b/l MHOrMMU NOJIb30BaTENIIMU HA3bIBAIOT

1. CYBJ

2. cepepsbl b/]

3. cTpykTypupoBaHHbie b/l

VYkaxure HoMepa BCeX MPaBUIIbHBIX OTBETOB
23. Bunet CYB/]
1. nonHo¢pyukunonansHsle CYB/I
2. cepepsbl b/]
3. cpeactBa pa3paboTkH nporpamm padoTsl ¢ B/

YkaxxuTe HOMepa BceX MPaBUIBHBIX OTBETOB
24. Bunel 60a3 JaHHBIX

1. kopropaTuBHas

2. cereBas

3. pensiuoHHast

4. KOHCTPYKIIMOHHAs

VYkaxnure HOMEp NPaBUIHHOTO OTBETA
25. Cucrema 3nekTpoHHoro qokymeHroobopora "E1 EBOPAT" pa3paboTana kommnaHueii:
1. Cognitive Technologies
2. DAEeKTpOHHBIE O(PHUCHBIE CUCTEMBI
3.3UT
4.1C

VYkakute HOMEp NPaBUIBHOTO OTBETA
26. «OneKTpoHHbIE O(PUCHBIE CUCTEMBI» - pa3pabOTUHK MPOIYKTa
1. AEJIO
2. Jlerorpad
3. IOKyMeHTyM
4. DIRECTUM
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PaccraBbTe B HY)KHOM TOPSIIIKE
27. IlocnenoBarenbHOCTH AciicTBUi pu BeIOOpe ACIOY:
1. BeIOOp KOMITAaHUM pa3paboTUnKa (TIOCTABIIMKA)
2. ompenieNieHue 3a/1a4 U YPOBHS aBTOMATH3AIHA
3. Be1bop ACZIOY
4. uzyuenue peiaka ACJIOY

Otser:

VYkaxkuTe HOMepa BceX MPaBUIbHBIX OTBETOB
28. IIpu BbIOOpe KoMmanuu-pazpadorunka AC/IOY yuuTsBatoT
1. BKCIUTyaTalMOHHbIE XapaKTePUCTUKU
2. CTOMMOCTb CUCTEMBI
3. KaJpOBBIN COCTAaB KOMITAHUH
4. HafIe)KHOCTh KOMITAHUU

VYkaxure HOMep NMPaBUIBHOTIO OTBETA

29. Kommanus «MaTep-Tpact» sBiseTcs pa3pabOTINKOM MPOAYKTA
1. DIRECTUM
2. BOCC-Pedepent
3. CompanyMedia

VYkaxxute HOMep IIPABUIBHOTO OTBETA
30. IIpuHIUO OTKPBITOCTH U MAaCIITAOUPYEMOCTH CUCTEMBI TIOJIpa3yMeBaeT
1. OTKpBITBIN JOCTYI K CUCTEME
2. BOBMOHOCTh MOJIEPHU3AIIMH CUCTEMBI 0€3 CYIIECTBEHHBIX SKOHOMHUECKUX U
OpraHU3alMOHHBIX 3aTpaT
3. BO3BMOKHOCTh CBOOOJIHOM MapHIpyTHU3alMK JOKYMEHTOB B CUCTEME

YKaXuTe HOMEp MPaBUIBHOTO OTBETA

31. KommnekcHas COJl oxBaTbiBaeT
1. Bce ATarbl )KH3HECHHOTO ITUKJIA JIOKYMECHTA
2. omepaTUBHOE U aPXHWBHOE XpPaHEHHE JOKYMEHTOB
3. TEXHOJIOTHIO «KIIUEHT — CEPBEP»

VYkaxnre HOMEp NPaBUIHHOTO OTBETA

32. Haubonbmmii a3¢dext ot BHeaApenus CO /L momyyaroT
1. KpynHbIE NPENPUATHUS C paclipeieIeHHON HHPPACTPYKTYypoi
2. MaJible IPEANPUATHS
3. TOCYAapCTBEHHBIC TIPEIITPUSITHS

VYkaxnute HOMEp NPaBUIBHOTO OTBETA

33. [punuun nocrpoenuss ACLOVY, no3Bosstomuii 1006aBIsSTh HOBbIE PYHKIUU
1. nenTpanuzanu
2. KOpIIOPaTUBHOCTH
3. MOYJIbHBIN

VYKkaxxute HOMep IPABUIBHOTO OTBETA

34. Mopaynu, OTBEYaroIIne 32 JOKYMEHTOOOOPOT, MPUHATO HA3BIBATH MOYISIMU
1. nenonpou3BoaACTBa
2. MapuIpyTU3anuu
3. apxuBanuu
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VYkaxxute HOMep MPaBUIIBLHOIO OTBETA

35. s ynaneHHOH paboThl B CHCTEME JIEKTPOHHOTO JOKYMEHTO000pOTa MOTYT MPUMEHSTHCS:
1. MoOUIBHBIE TENEPOHBI
2. cTalMOHapHbIe TenedOHbI
3. MyJIbTUMEAUATIPOEKTOPBI

VYkaxknure HOMEp MPaBUIBHOTO OTBETA

36. [l obGecriedeHus 3alMThl CHCTEMHONW HH(POPMALIUU MOTYT UCIIOJIb30BAThCS
1. mporpaMMHBbI€ CIIOCOOBI
2. anmaparHble U IPOTrpaMMHBIE CIIOCOOBI
3. ammapartHeIe, TPOTPaMMHBIE M OPTaHU3aIMOHHBIE CIIOCOOBI

Vkaxure HOMCEpa BCEX NMpaBUJIBHBIX OTBETOB
37. K unciy yrpo3 ajisi CHCTEMBI 3JICKTPOHHOTO JOKYMEHTOO0OPOTa OTHOCST
1. yrpo3a menocTHoCTH
2. yrpo3a KOH(pUICHIINATBHOCTH
3. yrpo3a uH(pOPMUPOBAaHHOCTH
4. yrpo3a paboTocnocoOHOCTH

VYkaxuTe HOMEpa BCEX MPABUIbHBIX OTBETOB

38. K unciy crnoco6oB 3amuThl HHGOPMALIUKA OTHOCST
1. pasrpanndeHue pas 10CcTyna
2. mmmdpoBaHue
3. IPOTOKOJIMPOBAHUE JACHCTBUI MOJIb30BaTENIEH
4. 3JIeKTpOHHAs MOJIMHUCH

VYkaxxute HOMep IPABUIBHOTO OTBETA

39. OCHOBHOI NPUHIMI JEKTPOHHOU MOANNUCH OCHOBAH Ha TEXHOJIOTUHU
1. mmdpoBaHus ¢ «aCCUMETPUUHBIMY» KITIOUOM
2. mudpOBaHUS C KOTKPHITHIM» KIHOUOM
3. pasrpaHu4eHMs IpaB JOCTyna

Ykaxute HOMep MPaBUIHLHOTO OTBETA
40. Cucrema Kpunrorpaduaeckoro ooecreyeHus
1. «Kapma»
2. «KoncynpTant+»
3. «'apanT»
4. «Access»

6. YueOHO-MeTOAN4YecKOe U HH(pOPMaLIHOHHOE 00ecTieyeHHne TN CUMILTHHBI
6.1 Cnucoxk HCTOYHHUKOB M JINTEPaTypbl

[Tpu pazpaboTke cuCcKa UCTOYHUKOB M TUTEPATYPhl ObLITH YUTCHBI TPEOOBAHUS
o0pa30BaTeNbHBIX CTAHIAPTOB MO KHUTOOOECTIEUEHHOCTH.

OcHoBHas JiuTepaTypa
1. Jlapun Muxaun BacunbeBund. MHdopmanmonHoe oOecrieyeHHe yNpaBICHUS :
yuebHoe mocobue / M. B. Jlapun ; [M-Bo oOpa3oBanus u Hayku Poc. @enepanun, Oenep.
roc. OwJpkeTHOe 00pa3oBat. yupexaeHue Bhicll. oOpa3zoBaHus "Poc. roc. ryMaHuTapHbIN
yH-T"]. - Mocksa: PITY, 2018. — 278 c.
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2. Kynses, H.H.HpopmanoHHble  TEXHOJOTMM B  JOKYMEHTAI[HOHHOM
oOecnieyeHrn ympaBieHUs U apXWBHOM jene : yuyeOHuk s By3oB / H.H. Kynses, T.B.
Konnpamosa, E.B. TepentseBa, A.I'. ®abpuunoB ; mox oOumi. pex.n.ro.H., npod. H.H.
Kynsiea. - M.: Jloroc, 2017. - 408 c. - (HoBas ctynenueckas oubnumoreka) - ISBN 978-5-
98704-786-6. - Pexxum noctyna: http://znanium.com/catalog/product/1015021

3. AransioB Bukrop IlerpoBuu. basel manspix : YueOnuk: B 2 knHmrax. - 1. -
Mocksa ; Mocksa : M3narensckuii Jom "®@OPYM" : OOO "Hay4HO-U31aTeNbCKUN LIEHTP
NH®PA-M", 2018. - 271 C. - ISBN 9785819907139.
http://znanium.com/go.php?id=929256.

4. EmokumoBa Jlrogmmia MuxaitioBHa. DJIEKTPOHHBINM JTOKYMEHTOOOOPOT U
obecrnieueHre 0€30MacHOCTH CTaHIAPTHBIMU cpeacTBamMu windows : YueOHoe mocobue. - 1.
- Mocksa ; Mocksa : OOO "KVYPC" : OOO "Hayuno-u3narensckuii neatp MHOPA-M",
2018. - 296 c. - ISBN 9785906923240.
http://znanium.com/go.php?id=939786

5. HHbopmairoHHble TEXHOJIOTUU yrpaBieHus : yueOnuk / b.B. UepHukoB. — 2-¢
u3., nepepad. u gon. — M. : U] « DOPYM» : UHOPA-M, 2017. — 368 c. — (Bsicmiee
oOpaszoBanmue). - Pexxum goctymna: http://znanium.com/catalog/product/545268

6. OCHOBBI TOCTPOCHHUS ABTOMATH3UPOBAHHBIX HH(MOPMALMOHHBIX CHUCTEM:
VYuebnuk / B.A. I'Bo3neBa, W.1O. JlaBpentrsena. - M.: U] ®OPYM: HULL Uudpa-M, 2013.
- 320 c.: mn.; 60x90 1/16. - (IlpodheccuonansHoe obpazoBanue). (neperier) ISBN 978-5-
8199-0315-5 - Pexxum poctyma: http://znanium.com/catalog/product/392285

7. Kucenes, I'. M. UnpopmManmoHHbIE TEXHOJOTUM B SKOHOMHUKE U YIPaBICHUH
(3¢ dpexruBnas padora B MS Office 2007) [Dnexrponnsiii pecype] : YueOnoe nmocodue / I'.
M. Kucenes, P. B. boukoBa, B. 1. Cadonon. - M.: N3gaTenbcko-ToproBast KOpHopamus
"HamkoB u K°", 2013. - 272 c. - ISBN 978-5-394-01755-1. - Pexum pocryna:
http://znanium.com/catalog/product/415083

JlonotHUTEIbLHAS JTUTEPaTypa

1. Pa3paboTka METOAMKH TMOATOTOBKH OpraHU3alMl K BHEIPEHUIO CHUCTEMBI
AJIEKTPOHHOTO JOKyMeHTooOopoTa [MHTepHeT-xypHan "Haykoenenue", Beim. 1, 2014,
cTp. -] - Pexxum moctyma: http://znanium.com/catalog/product/477586

2. DNEeKTPOHHBIN TOKYMEHTOOO0OpOT U obecreueHrne 6e30MacHOCTH CTaHAAPTHBIMU
cpenctBamu windows : ydyebHoe mocoouwe / JI.M. EBmokumona, B.B. Kops6Gkun, A.H.
[Mebkun, O.I. IBeukoBa. - M.: KYPC, 2019. - 296 c. - Pexum pocryna:
http://znanium.com/catalog/product/1001864

3. DJEeKTpOHHOE NPABUTENBCTBO. DJIEKTPOHHBIN JOKYMEHTOOOOPOT. TepMHUHBI U
onpeneneHus : yaed. mocodbue / C.}O. Kabamos. — M. : UHOPA-M, 2017. — 320 ¢. —

(Bricuee oOpa3oBaHHe: bakanaspmuar). - Pexum JOCTYyIIA:
http://znanium.com/catalog/product/809828

4. 3amura KOH(HICHIIATBHOM uHpopManun pu JJIEKTPOHHOM
nokymeHToooopore/Munual.B., MuannO.B. - HoBocubupck : HI'TY, 2011. - 20 c.: ISBN
978-5-7782-1829-1 - Teker : AJIEKTPOHHBIH. - URL:

http://znanium.com/catalog/product/546492

5. Hlenenun, I'. U. JlokymeHTalust 1 TOKyMEHTOOOOPOT BHEIIHETOPTOBBIX CIIEJIOK
Ha BHYTPEHHEM BOJTHOM M CMEXHBIX BHJIaX TpaHcmopTa : cnpaBouHuk / . W. [llenenun, I1.
K. Kpxemunckuii. - M. : Anpranp MI'ABT, 2010. - 138 c. - Tekct : anekrponHsIil. - URL:
http://znanium.com/catalog/product/1026173 - Tekcr : osnektponasid. - URL:
http://znanium.com/catalog/product/1026173

6. MudopmarmoHHple TEXHOJOTMH M CHUCTeMBI: YdeOHoe mocobue / E.JL
®enoroBa. - M.: U] ®OPYM: HUIL| UHOPA-M, 2014. - 352 c.: mr.; 60x90 1/16. -
(Beicriee obpasoBanme). (meperier) ISBN  978-5-8199-0376-6 - Pexum noctyma:
http://znanium.com/catalog/product/429113


http://znanium.com/catalog/product/1026173
http://znanium.com/catalog/product/809828
http://znanium.com/catalog/product/1001864
http://znanium.com/go.php?id=939786
http://znanium.com/go.php?id=939786
http://znanium.com/go.php?id=929256
http://znanium.com/go.php?id=929256
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7. Undopmaruka, aBTOMATU3UPOBaHHBIE HMH(DOPMAIIMOHHBIE TEXHOJIOTUU U
cuctembl: YueOnuk / I'Bo3aeBa B.A. - M.:1J| ®OPYM, HUL] UH®PA-M, 2015. - 544 c.:
60x90 1/16. - (IlpodeccuonanpHoe obOpazoBanue) ISBN 978-5-8199-0449-7 - Pexum
nocrytma: http://znanium.com/catalog/product/492670

8. Undopmarnka, aBTOMaTU3UPOBAHHbIE WH(MOPMAIMOHHBIE TEXHOJIOTHH U
cuctemsl : yueOHuk / B.A. I'Bo3nea. — M. : U]l « ®OPYM» : UHOPA-M, 2019. — 542 c.
— (Cpennee npodeccuoHambHOe oOpa3oBaHmue). - Pexum JOCTyTa:
http://znanium.com/catalog/product/999615

9. IlpoexktupoBanne u peanuzamuss 6a3 ganHeix B CYBJl MySQL ¢
ucnons3oBanueM MySQL  Workbench. Metoasl u  cpeactBa  HpOEKTUPOBAHUS
WHOPMALIMOHHBIX ~ CHUCTEeM W TEXHOJNOTWid.  VIHCTpyMeHTalbHBIE  Cpe/ICTBa
MH(OPMALIMOHHBIX cUcTeM : yuebHoe mocobue / C.A. Maptumun, B.JI. Cumonos, M.B.
Xpamuenko. — Mocksa : Ul «®OPYM» : UHOPA-M, 2020. — 160 c. — (Cpennee
npodeccuoHaibHOe ~ obOpaszoBanme). -  Tekct @  onekrpoHHeid. -  URL:
http://znanium.com/catalog/product/1065833

6.2 IlepeuyeHb pecypcoB HH(POPMALMOHHO-TEJIEKOMMYHUKAIIMOHHOM ceTH «AHTepHET».

1. Bcepoccuiickuif HayyHO-MCCIEIOBATEIbKIUI MHCTUTYT JTOKYMEHTOBEACHUS W apXUBHOTO
nena (BHUUJA) [Dnextponnsiii pecype| /BHUUAL - Dnexrpon, man.- M., [2001].— Pexum
noctyna: www.vniidad.ru, cBoOOIHBINA. — 3ari. ¢ sKpaHa.

2. KoncantuuroBas rpymma «Tepmuka». [HopmartuBHO-TipaBoBass ©0a3a JaHHBIX IO
JIeNTOTIPOU3BOICTBY, TOKYMEHTOOOOPOTY M apXUBHOMY jeny| [DnekTpoHHbIH pecypc] / «Tepmuxay -
OnektpoH, maH.- M., [200-]— Pexum noctyma: http://www.termika.ru/Catalog/catalog.html,
CBOOOJHBIN. — 3aril. ¢ FKpaHa.

3. Docflow. Bce o wmupe oanektponHoro gokymeHTooOopota. [Ilopranm mocBsiieH
3JIEKTPOHHOMY JIOKYMEHTOOOOpPOTY M CMEXHBIM OTpaciisiM. OH NpU3BaH NMPEIOCTaBUTh YUTATEISIM
caMmylo TOJIHY0, CTPYKTYPUPOBAHHYIO U MOJIE3HYIO WH(POPMAIIUIO O PHIHKE, TEXHOJOTHSIX, PEIICHUSX,
KOMIIAHUSX W JIMLAX]. [OnexTpoHHBI pecypc] - DnektpoH, aaH.- M.,— www.docflow.ru,
CBOOOJTHBIN. — 3ari. ¢ SKpaHa.

4. DOC-Online. He3aBucuMbIii mOpTam O CHCTEMax OJIIEKTPOHHOTO JOKYMEHTO0OOpOTa.
www.doc-online.ru

5. Odwurmaneheiii caiit 1C: Ipennpusrtue 8. - [DnekTpoHHBIH pecypc] - https://v8.1¢c.ru/.

6. OdunnanbHbll callT «DJIeKTpOHHBIE OQUCHBIE CUCTEMBI» - [DJIEKTPOHHBIH pecypc]| -

https://www.eos.ru/.

7. Odunmanpupiii  cadt kommanuu «UWuTep-Tpact» - [DnekTpoHHbIl pecypc] -

https://www.intertrust.ru/.

8. Odwunmaneuerii caiit xkommnanun «Cognitive Technologies» - [OnexTponnsiii pecypc] -

https://www.cognitive.ru/

6.3 IlpodeccnonasbHbie 0a3bl JAHHBIX U MHGOPMALHMOHHO-CIIPABOYHbIE CHCTEMbI
Joctyn k npodeccuonanbHbIM 6a3am naHHbIX: https://liber.rsuh.ru/ru/bases
WndopmanroHHble CIIpaBOYHbIE CUCTEMBI:

1. Koncynsrant Ilmroc
2. Tapanr

Ne Haunmenosanue
/11



https://www.cognitive.ru/
https://ru.wikipedia.org/wiki/Cognitive_Technologies
https://www.intertrust.ru/
https://www.eos.ru/
https://v8.1c.ru/
http://www.doc-online.ru/
http://znanium.com/catalog/product/999615
http://znanium.com/catalog/product/492670
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1 | MexnyHnapoanblie pedepaTuBHbIe HayKoMeTpuueckue bJl, 1ocTymHbIe B paMKax
HaIlMOHAJLHOU MOAIUCKH B 2022 T.
WebofScience
Scopus
2 | IIpoeccuonanbupie moaHoTeKCTOBBIE B/I, TOCTYyITHBIE B paMKaxX HAI[MOHAJIEHOU
noanucky B 2022 r.
KypnansiCambridge University Press
ProQuest Dissertation & Theses Global
SAGE Journals
Kypnansr Taylor and Francis
3 | [Ipodeccuonanbubie moHOTEKCTOBBIE B/
JSTOR
N3nanust 1o 0OMIECTBEHHBIM U TYMAaHUTAPHBIM HAyKam
OnektpoHHas 6mbamoTexka Grebennikon.ru
4 | KomnbroTepHbl€ CIPaBOYHbIE IPABOBBIE CUCTEMBI
Koncynwrant [lntoc,
l"apant

7. MarepuaJIibHO-TeXHHYECKOe o0ecredyeHue U CIUIIINHbI

B pasnene ykazansl He0OXxoauMoe sl 00y4eHHs! JIMIIEH3NOHHOE MMPOTpaMMHOE o0ecrieueHne
(M3 peKOMEH0BAaHHOI'O CIMCKA), 000py0BaHKE, IEMOHCTPALIMOHHBIE TPUOOPHI, MyJIbTUMEIUIHbIC
cpeAcTBa, yueOHbIE (PIIIBMBI, TPEHAXKEPHI, TPEOOBAHUS K ayAUTOPHSIM — KOMITBIOTEPHBIE KITaCCHI,
aKaJeMUYeCKHe WU CIIeHUaIbHO 000pYyIOBaHHBIE ay TUTOPUU U Ta00OpaTOPUU, HAJTMUUE TOCKH U T.[.

Jist obecriedeHust IUCIUILTHHBI HCIIONIB3YETCsl MaTepHaIbHO-TEXHIUECKas 0a3a
00pa30BaTENBHOIO YUPEXKACHUS: YUeOHbIE ayAUTOPUH, OCHAIIIEHHBIE KOMIIBIOTEPOM U ITPOEKTOPOM
JUTSL IGMOHCTPALUHU YYEOHBIX MAaTEPHAIIOB.

Jiist mpoBeieHHsl ay IMTOPHBIX 3aHATHI HEOOXOAUM CTaHAAPTHBIM HAOOP CHEMAaTU3UPOBAHHOM
ydueOHON MeOenu U y4deOHOro o0OOpyIOBaHHWsA, B TOM YHCIIE ayJIWTOpHas JOCKa (C MarHUTHOM
MOBEPXHOCTBIO U HAOOPOM IPUCTIOCOOIEHUH [Tl KpEIUIeHHsI IEMOHCTPAIIMOHHBIX MAaTepHAIIOB), SKpaH
(Ha mwtaTmBe WM HaBecHOW). s TmpoBemeHMs MPAaKTUYECKUX 3aHITHH, a TaKKe OpraHU3alud
CaMOCTOSITENIbHOW pabOThl CTYAEHTOB HEOOXOIUM KOMIIBIOTEPHBIH KiIacc ¢ padOYMMU MecTami,
obecrieunBaromMu BeIXo B MIHTEpHET. Kpome Toro, it nHPOPMAaMOHHO-PECYPCHOTO 00ECIIeYeHUs
MPAKTUYECKUX 3aHATUH HEOOXOIUM JIOCTYII K CKaHEepy, KOIMMPOBAJIBHOMY alapary U pUHTEPY.

Peanuzanus yuyeOHOW mpoOTrpaMMBbl JTOJDKHA OOECTIEYMBATHCS JOCTYIOM KaXKIIOTO CTYJCHTa K
MH(GOPMALIMOHHBIM pecypcaM — YHHUBEPCUTETCKOMY OHOIMOTEYHOMY (OHIY M CETEBBIM pecypcam
Wurepner. [ns ucnonszoBanuss MKT B yyeOHOM mpoiecce HEOOXOAMMO HajJUuue MPOTrpaMMHOIO
oOecreyeHus, IMO3BOJSIONIETO  OCYIIECTBIATh MOMCK HMH(popmanuun B cetu  VHTepHer,
CUCTEMAaTH3allMI0, AHAIW3 M NpPE3eHTalri0 HH(pOpMaluu, 3KCIopT HHPoOpMauuu Ha LUPPOBHIE
HOCHUTEIH.

Jnst obecnedeHust ydeOHOro mporecca ucmoib3yercs JuieHsnonnoe [0 Microsoft
(onepanonnas cuctema WindowsXP Professional Bepcus 2002 ServicePack 3, Word, PowerPoint).

CocTaB nporpaMMHOTro 00eCreYeHHS :
1. Windows

2.  Microsoft Office

3. Adobe Master Collection

4. Kaspersky Endpoint Security
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8. O0ecnieuenne 00pa3oBaTeIbHOIO MpoLecca IS JUI ¢ OTPAHMYEHHBIMU BO3MOKHOCTAMM
310POBbSl U HHBAJIU/I0B

B xonme peamuzanuu AMCHUIUIMHBI HCHOJB3YIOTCS CJEIYIONIME JIOTOJIHUTEIbHBIE METOIbI
0o0y4yeHMs, TEKYIIEro KOHTPOJS YCHEBAaeMOCTH M IPOMEXKYTOUYHOM arTecTanuu OOydaromMxcs B
3aBUCUMOCTH OT UX UHAUBUIYATBHBIX OCOOCHHOCTEH:

® Ui CJENbIX W CIAa0OBUIAIIUX: JIEKIUH O(GOPMIIIOTCS B BUJE 3JCKTPOHHOTO JIOKYMEHTA,
JIOCTYIIHOTO C TIOMOIIbIO KOMIbIOTEpA CO CHEHUAIU3HUPOBAHHBIM IMPOrPAMMHBIM OOECIeUeHUEM;
MIMCbMEHHBIE 33JaHMs BBINOJHAIOTCA HA KOMIBIOTEPE CO CHEIUATM3UPOBAHHBIM IPOTrPAMMHBIM
o0OecrieyeHreM WM MOTYT OBITh 3aMEHEHbl YCTHBIM OTBETOM; OOECIEeUMBACTCS WHAUBHAYaIbHOE
paBHOMepHOe ocBemieHue He MeHee 300 JOKC; JUIsl BBIOJHEHMS 3aJaHHsl NpU HEOOXOAWMOCTH
MIPEIOCTABIIACTCS YBEJIMUMBAIOIIEE YCTPOIMCTBO; BO3MOXKHO TaKXKe HCIOJIb30BaHUE COOCTBEHHBIX
YBEJIMYMBAIOLINX YCTPONUCTB; MUCbMEHHBIE 3aJjaHNsl 0(OPMIISIOTCS YBETUUYEHHBIM HIPUPTOM; IK3aMEH
1 3a4€T MPOBOJATCS B YCTHOU (pOpME MIIH BBITIOJIHAIOTCSA B MUCbMEHHON (hopMe Ha KOMIbIOTEPE.

® Ui TIIyXHX M CIA0OCHBIIAIUX: JIEKIUH O(GOPMISIIOTCS B BUJAE JJIEKTPOHHOIO JIOKYMEHTA,
anbo  mpefocTaBiseTcsl  3BYKOYCWIMBAIOIIAs — ammaparypa HHIUBUAYAIbHOTO  IOJIb30BAHUS;
MUCbMEHHBIE 33JaHUSl BBINOJIHAIOTCS HAa KOMIIBIOTEpE B INHUCHBMEHHOM (opme; sK3aMeH U 3auéT
MIPOBOJSATCS B MUCbMEHHOM (pOpMe Ha KOMIIBIOTEPE; BO3MOXKHO MPOBEIEHUE B JOPME TECTUPOBAHUS.

® Ui JIMIl C HapyLIICHUSAMHU OIOPHO-IBUTATENIFHOIO ammapaTa: JIeKIHMH O(pOpMIIIOTCS B BUJE
JMIEKTPOHHOTO JOKYMEHTa, JOCTYIHOIO C TIIOMOIIBI0 KOMIIBIOTEpPA CO CHEIHATU3UPOBAHHBIM
IpOrpaMMHBIM ~ OOecrieueHHEeM; THChbMEHHbIE 3a/laHUsl  BBIOJMHSIOTCS Ha KOMIIBIOTEpPE  CO
CHEIHATM3UPOBAHHBIM MPOTPAMMHBIM OOECIIeYeHUEM; SK3aMEH U 3a4€T MPOBOJATCS B YCTHOU (opme
WM BBITIOJIHAIOTCS B MIUCbMEHHOM (popMe Ha KOMIBIOTEpE.

[Tpu He0OXOTUMOCTH IMpeyCMaTPUBACTCS YBEIMUEHNUE BPEMEHHU ISl TOITOTOBKH OTBETA.

[Tponienypa mpoBeAeHUsT MPOMEXKYTOUHON arTecTaluu i OOy4arolIUXCsl YCTaHABIMBAETCS C
y4€TOM MX MHIUBUAYaJbHBIX MCcUX0(pu3nyeckux ocodeHHocreil. [IpoMexyTouHas arrectanus MOXKET
IIPOBOJIUTHCS B HECKOJIBKO ATAIlOB.

[Ipu mnpoBeneHHMH TMpoOLEAYPHl OLEHUBAHUS pPE3YJIbTAaTOB OOyuUeHHUs IperycMaTpUBaeTCs
HCIOJIb30BaHUE TEXHUYECKHX CPEICTB, HEOOXOJUMBIX B CBS3U C MHIUBUAYAJILHBIMU OCOOEHHOCTMHU
oOyyaromuxcsi. OTH CpeACTBA MOTYT ObITh TPEIOCTaBICHBl YHUBEPCUTETOM, WJIH MOTYT
MCIOJIb30BaThCsl COOCTBEHHBIE TEXHUUECKUE CPENICTBA.

[TpoBenenue nmpouenypbl OLEHUBAHMS PE3YJIbTATOB OOYy4EHHUs JOMYCKAETCS C HCIOIb30BaHUEM
JMCTAaHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOIOTUH.

ObecnieuynBaeTcss IOCTYNn K HMHPOPMAIMOHHBIM U OuOIMorpadguyueckuM pecypcaM B CETH
WuTepHeT Ui Kak0ro odydaronierocs B popMax, aJaiTUPOBAHHBIX K OTPAHUYEHUSAM UX 3/10pPOBbS U
BOCHPUATHS HH(POPMALIUU:

® I CJEMbIX W CIA0OBUASIIMX: B Ie4YaTHOW (opMe yBeTHMUeHHBIM IIpHUdTOM, B (Qopme
3JICKTPOHHOTO IOKyMEHTA, B (hopme ayanodaiina.

® U1 TIYyXUX U cIa0OoCTbIIIalMX: B IeYaTHOH popme, B popmMe 37IeKTPOHHOTO TOKYMEHTA.

® ;17151 00y4aloOUIMXCs ¢ HapyLICHUSIMH ONOPHO-JBUTATEIBHOIO ammapara: B neyaTHoi ¢opme, B
(bopMe 3IEeKTPOHHOTO JOKYMEHTa, B (hopMe ayanodaiina.

VY4eOHble ayaUTOpUU A BCEX BUJOB KOHTAaKTHOM M CaMOCTOSITENbHOW paboThl, HAay4Has
O6ubiroTeka W WHBIE TMOMEIIEHHUsS Ui OOY4YEeHHs OCHAIEHBI CIEHUaTbHBIM O00O0pYZOBaHUEM U
y4eOHBIMH MECTaMH C TEXHUYECKUMHU CPEJICTBAMU O0yUEHUSI:

® I CJIETBIX M cIa0OBUIAIIMX: YCTPOMCTBOM Ul CKAaHUPOBaHMSA M YTEHUs ¢ kamepoil SARA
CE; nucnineem bpaiinsg PAC Mate 20; npuntepom bpaitigs EmBraille ViewPlus;

® [UIg TIYyXUX M cHaboCHblIaluX: aBTOMAaTU3MPOBAaHHBIM pabodYMM MECTOM Ui JIOJeH C
HapyUIeHUEM CIyXa U cIaboCIHbIIIaNX; aKyCTUYECKHIM YCUIIUTENb U KOJIOHKH;

® g oOyyaromuXcs € HapyUICHUSMHU OIOPHO-ABUraTelIbHOTO ammapara: IepeIBUKHBIMH,
perynupyeMbpiMu 3proHoMuueckumu maptamMmu CHU-1; KOMIBIOTEpHOM TEXHHKOW CO CIEIHATbHBIM
IPOrpaMMHBIM 00eCTIeUeHHEM.
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9. MeToan4yecKkne MaTepHaJIbl

9.1 IlnaHbl NPaKTHYECKUX 3aHATHH

Tewma 2. Uctopus aBromatuzanuu JJOY (2 yaca)
3agaHusd:
1. Tlomw3ysick MCTOYHMKAMHU MHTEpHET WCCIen0BaTh ATAlbl PAa3BUTHS HHPOPMAITMOHHBIX
TeXHoNoruii (aBromarusanun) B chepe JOV.
CHnucok HCTOYHHUKOB:

1. Jlappun Muxaun BacunbeBud. MudopmarmonHnoe obecrieueHne YIpPaBICHUS &
yuebnoe nocobue / M. B. Jlapun ; [M-Bo oOpa3oBanus u Hayku Poc. Denepanmu, Denep.

roc. 0rmKeTHOEe 00pa3oBaT. YUpEKACHUE BBICIIL. 00pazoBanud "Poc. roc. ryMaHUTAPHBIN
vH-T"]. - MockBa: PITYVY. 2018. — 278 c.

Kvusesn H.H. UudopManinoHHple  TEXHOJOTHUH B OKYMEHTAIIMOHHOM
obeclieueHnn VIIpaBJIeHUud W apXuBHOM Jeie : vueOnuk juid Bv3oB / H.H. Kyuses, T.B.
Konnpamosa, E.B. TepentseBa, A.I'. ®abpuudoB ; mmom o0 en.J.10.H., opod. H.H.

Kyusena. - M.: Jloroc, 2017. - 408 c. - (HoBas cryeHyeckas 6H6J1H0Te1<a) ISBN 978 5-

98704-786-6. - Pesxum poctyna: http://znanium.com/catalog/product/1015021
3. AraneioB Bukrop [lerpouu. ba3el manspix : YueOnuk: B 2 kHmrax. - 1. -
Mocksa ; Mocksa : U3natensckuit Jlom "@OPYM" : OOO "HayuHO-U31aTENbCKUNA LIEHTP
HUHOPA-M", 2018. - 271 C. - ISBN 9785819907139.
http://znanium.com/go.php?id=929256.
4. EmokumoBa Jlrogmmia MuxaitioBHa. DJIEKTPOHHBINM JTOKYMEHTOOOOPOT U
obecrnieueHre 0€30MacHOCTH CTaHIAPTHBIMU cpeacTBamMu windows : YueOHoe mocobue. - 1.
- Mocksa ; Mocksa : OOO "KVYPC" : OOO "Hayuno-u3narensckuii neatp MHOPA-M",
2018. - 296 C. - ISBN 9785906923240.
http://znanium.com/go.php?id=939786
5. HHbopmairoHHble TEXHOJIOTUU yrpaBieHus : yueOnuk / b.B. UepHukoB. — 2-¢
u3., nepepad. u gon. — M. : U] « DOPYM» : UHOPA-M, 2017. — 368 c. — (Bsicmiee
oOpaszoBanmue). - Pexxum goctymna: http://znanium.com/catalog/product/545268
CNews.ru — u37aHHE O BBICOKUX TEXHOJOTHAX. [ DNEKTpOHHBIN pecypc] -http:/ www.cnews.ru/
Docflow. Bce 0 Mupe 35eKTpoHHOTO J10KyMeHTooOopoTa. [IlopTan mocBsieH 3JIeKTPOHHOMY
JOKYMEHTOOOOPOTY M CMEXHBIM oTpaciisasM. OH MPHU3BaH MPEJOCTABUTh YUTATEISAM CAMYIO ITOJHYIO,
CTPYKTYPUPOBAHHYIO U TIOJE3HYI0 MH(POPMAIMIO O PBIHKE, TEXHOJOTHSX, PEUICHHUIX, KOMIAHUIX U
munax].  [DnekTpoHHBIN pecypc| - DnekTpoH, aaH.- M.,— www.docflow.ru, cBoGoHbII. — 3ari. ¢
JKpaHa.
4. DOC-Online. HezaBucumplli MOpPTaJI O CHCTEMaxX »DJIEKTPOHHOTO JOKYMEHTOOOOpOTa.
www.doc-online.ru

Tema 3. TpeGoBaHMS HOPMATHUBHO-IPABOBBIX M HOPMAaTUBHO-METOAWYECKHX JOKYMEHTOB,
peraaMeHTHPYIOIIMX UCTOIb30BaHNe HHPOpMaIMOHHBIX TexHosoruil B JIOY (4 yaca)
3ananus:

2. Ilonw3ysice wucrouyHukamu HWHTEpHET H3y4UTh COCTaB M  COAEPKAHHWE OCHOBHBIX
HOPMAaTHUBHO-TIPABOBBIX U HOPMATHBHO-METOAMYECKUX JIOKYMEHTOB, PErJaMEHTUPYIOIINX
WCIIONIh30BaHWe WH(POPMAIMOHHBIX TexHonoruit B JIOY (B COOTBETCTBUM CO CIIHCKOM,
IIPEIOKEHHBIM [IPETIOAABATEIIEM).

CHnucoK HCTOYHUKOB:

0a3bl TaHHBIX, THPOPMALIMOHHO-CIIPABOYHBIE U TIOMCKOBBIE CUCTEMBI
- «Koncynprant I[Limroc»

- «Il"apanT»

- «Konekc»


http://www.doc-online.ru/
http://www.cnews.ru/
http://znanium.com/go.php?id=939786
http://znanium.com/go.php?id=939786
http://znanium.com/go.php?id=929256
http://znanium.com/go.php?id=929256
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Tema 4. OcHOBHblE OOBEKTHI M HpUHIMNBI aBToMatu3anuu J{OY u opraHuzanuu 3JeKTPOHHOTO
JTIOKyMEHTO0000poTa (2 yaca)
3agaHus:

1. Omnpenenuts 00BEKTHI U MPUHLIUIIBI aBTOMaTH3auu JJOY

2. IlepeuucnuTb OCHOBHBIE TPEOOBAHMS K OPraHU3ALUHU 3JIEKTPOHHOTO JOKYMEHTO000pOTa
CnHCcoK UCTOYHUKOB:

1. Jlapun Muxaun BacunbeBnd. MHdopmanmonHoe oOecrieyeHHe YNpaBICHUS :
yuebHoe nocobue / M. B. Jlapun ; [M-Bo oOpa3oBanus u Hayku Poc. @enepanun, Dexep.
roc. OwJpkeTHOe 00pa3oBat. yupexaeHue Beicll. oOpa3zoBaHus "Poc. roc. ryMaHuTapHBIN
yH-T"]. - Mocksa: PITY, 2018. — 278 c.

2. Kynses, H.H.HpopmanoHHble  TEXHOJOTMM B  JOKYMEHTAI[HOHHOM
oOecnieyeHnn ympaBieHUs U apXWBHOM jene : yuyeOHuk s By3oB / H.H. Kynses, T.B.
Kongpamosa, E.B. TepentbeBa, A.I'. ®abpuunoB ; mox oOmi. pen.n.ro.H., npod. H.H.
Kynsiea. - M.: Jloroc, 2017. - 408 c. - (HoBas ctynenueckas oubnumoreka) - ISBN 978-5-
98704-786-6. - Pexxum goctyna: http://znanium.com/catalog/product/1015021

Tewma 5. Peanuzanus 3anau JIOY ¢ momoinsio MS Office (4 gaca)
3aganus:
1. Cocrasnstonue nakera MS Word, ux HazHaueHHe.
2. IloaroroBka maOiOHOB CITY>KEOHBIX TOKyMEHTOB B cpene MS Word.

porpaMMHoe oOecrieueHue

Hcnons3oBanue:

- O¢ucHslit maker npuinoxenuit Microsoft Office

- ABBYY FineReader

- OpenOffice.org

- Internet Explorer, Mozilla Firefox, Google Chrome

CruCcoK UCTOYHUKOB:

1. Kucenes, I'. M. UndopMalinoHHbIE TEXHOJIOTHMH B SKOHOMHKE W YIPaBICHUH

(3¢ pextuBnas padora B MS Office 2007) [Dnexkrponnsiit pecype] : YueOHoe nocodue / I'.
M. Kucenes, P. B. boukoBa, B. . CadonoB. - M.: M3narenscko-Toprosasi Koprnopamus
"Mamkos u K°", 2013. - 272 c. - ISBN 978-5-394-01755-1. - Pexum pocrymna:
http://znanium.com/catalog/product/415083

0a3bl TaHHBIX, THPOPMALIMOHHO-CIIPABOYHBIE U TIOMCKOBBIE CUCTEMBI

- «Koncynprant [Lmroc»

- «Il"apanT»

- «Konekc»

Tewma 6. ba3bl 1aHHBIX B HHOOPMAITMOHHOM OOCCTICUCHUH YIIpaBiieHus (4 Jaca)
3anaHus:
1. Peanuzauus oducHbIX npuioxeHuil B cpeae nakera MS Office.: mpoekTupoBaHue U co3/1aHue
tabaui B cpeae MS Access Ha oT60p qokyMeHTOB Ut B/] «JlokyMeHTB»
2. Hcnonws3zoBanue 0a3 JaHHBIX B padOTE C 3JEKTPOHHBIMU JJOKYMEHTaMHU.
Cnncox UCTOYHMKOB:
1. AransiioB Buktop IlerpoBudu. baser manpix : YueOnuk: B 2 kaumrax. - 1. -
Mocksa ; Mocksa : M3narensckuii Jom "®@OPYM" : OOO "Hay4HO-U31aTeNbCKUNA LIEHTP
NHOPA-M", 2018. - 271 C. - ISBN 9785819907139.

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

http://www.cnews.ru/

Docflow. Bce o mupe 351eKTpOHHOTO JOKyMeHTooOopoTa. [[lopTanm mocBsIeH IeKTPOHHOMY
JIOKYMEHTOOOOPOTY U CMEXHBIM oTpaciisiM. OH MPU3BaH MPEJOCTABUTh YUTATENSIM CaMyIO TOJHYIO,
CTPYKTYPUPOBAHHYIO U TIOJIE3HYIO MH(GOPMAIMIO O PHIHKE, TEXHOJIOTHSX, PEHICHUSIX, KOMIaHUSIX M



http://www.cnews.ru/
http://znanium.com/go.php?id=929256
http://znanium.com/go.php?id=929256
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muax].  [DnexTpoHHbIN pecype] - DnekTpoH, aaH.- M.,— www.docflow.ru, cBoGoHbIH. — 3ari. ¢
JKpaHa.

4. DOC-Online. He3aBucuMblii mopTam O CHCTEMax OJJIEKTPOHHOTO JOKYMEHTO0OOpOTa.
www.doc-online.ru

Tema 7. TpeOoBanuss K (YHKIMOHAIBHOMY U  alllapaTHO-NPOTPAMMHOMY  00ECIIEYEHHIO
aBToMaTu3npoBaHHbIX cucteM JJOY (4 yaca)
3aganus:
1. Amnanu3 pelHKa aBTOMaTU3UpOBaHHBIX cucteM JJOVY.
2. OCHOBHBIE U JOTIOJHUTENIBHBIE MOAYJIN aBTOMaTU3NPOBaHHbIX cucteM [JOY
3. Texuuueckue TpeboBaHMs K paboTe aBTOMAaTH3HPOBAaHHBIX cucteM JJOY
4. XapaKTepUCTHKA CHCTEMBI AJIEKTPOHHOTO IOKYMEHTOO0OpOTa (Ha mpumMepe).
Cnncox UCTOYHMKOB:

1. Kynses, H.H.ndpopmanuoHHble TEXHOJOTUUM B JOKYMEHTAIUOHHOM 0O€cledeHUH
yrpaBieHUs W apXuBHOM Jene : ydeOHuk ans By3oB / H.H. Kynses, T.B. Kongpamona, E.B.
TepentneBa, A.I'. ®abpuuHoB ; o o6mI. pea.a.to.H., mpod. H.H. Kynsera. - M.: Jloroc, 2017. - 408 c. -
(HoBass  crynmenueckass Oubnmorexka) - ISBN  978-5-98704-786-6. - Pexum  pgocryma:
http://znanium.com/catalog/product/1015021

2. WndopmanroHHble TEXHOJIOTUU ypaBieHus : yueOHuk / b.B. UepHukoB. — 2-e
3., nepepabd. u gom. — M. : Ul « DOPYM» : UHOPA-M, 2017. — 368 c. — (Bricmiee
oOpaszoBanmue). - Pexxum goctymna: http://znanium.com/catalog/product/545268

CNews.ru — W37aHUE O BBICOKUX TEXHOJOTUAX. [ DNEKTPOHHBIN pecypc] -http:// www.cnews.ru/

Docflow. Bce 0 Mupe a5eKTpoHHOTO JOKyMEeHT0000poTa. [IlopTan mocBsieH 3JIeKTPOHHOMY
JOKYMEHTOO0OPOTY M CMEXHbIM oTpaciasiM. OH NMpHu3BaH NPEAOCTABUTh YUTATENSAM CaMyO IOJHYIO,
CTPYKTYPHUPOBAaHHYIO U TIOJIE3HYI0 MH()OPMAIIUIO O PBIHKE, TEXHOJOTHSX, PEIICHUSIX, KOMIIAHUIX U
muax].  [DnexTpoHHsIM pecype] - DnekTpoH, aAaH.- M.,— www.docflow.ru, cBoGoHbIN. — 3ari. ¢
9KpaHa.

DOC-Online. He3aBucumblii mnopTam O CHCTEMax 3JEKTPOHHOIO JOKYMEHTOOOOpOTa.

www.doc-online.ru

Odurmansusiii caitt 1C: Ipeanpustue 8. - [DnekTpoHHbI pecypc] - https:/v8.1c.ru/.

OdunmanbHbl  caiT «OJNEKTPOHHBIE O(HCHBIE CHCTEMBI» - [DJIEKTPOHHBIA pecypc] -
https://www.eos.ru/.
Odummaneupiit  caéit  kommnanuu — «MuTtep-Tpact» -  [DnexkrtpoHHbld  pecype] -

https://www.intertrust.ru/.
Odunmaneupiii  caiit kommnanuu «Cognitive Technologies» - [DnekTpoHHBII pecypc| -
https://www.cognitive.ru/

Tema 8. IHTepHET-TEXHONOTHU M HH(OPMALIMOHHBIE pecypchl, ucnonb3yemsie B JJOY (4 yaca)
3aganus:
1. Tlpaktuka pabotsl B UHTEpHET.
WHuTepHeT-TexHonoruu, ucnonb3yemsie B JIOY.
I'moGanbuble Beruncutenbubie ceT (WAN) 1 jJokanpHbIe BeIYucuTelbHble ceTu (LAN).
Ocobennoctu noucka uHpopmarun B THTEpHET.
Pecypcsl UnaTepreT nms cnenupanuctoB cdepsl JOY
Crnrcoxk UCTOYHHMKOB:

1. Jlapyg  Muxaun BacunbseBuu. HubopmanmonHoe oOecrieueHue
yTmpasieHus : yuaeOHoe nmocooue / M. B. Jlapun ; [M-Bo oOpa3oBanus u Hayku Poc.
Oeneparun, Deaep. roc. OroaKeTHOE 00pa30BaT. YUPEKICHHE BBICII. 00pa30BaHUS
"Poc. roc. rymanuTapusiii yH-1"]. - Mocksa: PITY, 2018. — 278 c.

2. Kynses, H.H. UnpopmannoHHble TEXHOJIOIMH B JOKYMEHTAllMOHHOM
o0ecTieYeHn yTIpaBIIeHHUsI U apXUBHOM jene : yueOHuk it By30oB / H.H. Kynses,

kWD


https://www.cognitive.ru/
https://ru.wikipedia.org/wiki/Cognitive_Technologies
https://www.intertrust.ru/
https://www.eos.ru/
https://v8.1c.ru/
http://www.doc-online.ru/
http://www.cnews.ru/
../../../../../../../../C:/Users/%D0%A0%D0%9F%D0%94%202018-19/%D0%A0%D0%9F%D0%94%20%D0%9E%D0%B1%D0%BD%D0%BE%D0%B2%D0%BB%D0%B5%D0%BD%D0%BD%D1%8B%D0%B5/%D0%98%D0%94%D0%9E%D0%A3%202018/%0DCNews.ru%20%E2%80%94%20%D0%B8%D0%B7%D0%B4%D0%B0%D0%BD%D0%B8%D0%B5%20%D0%BE%20%D0%B2%D1%8B%D1%81%D0%BE%D0%BA%D0%B8%D1%85%20%D1%82%D0%B5%D1%85%D0%BD%D0%BE%D0%BB%D0%BE%D0%B3%D0%B8%D1%8F%D1%85
http://www.doc-online.ru/
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T.B. Konnpamosa, E.B. TepentseBa, A.I'. ®abpuynoB ; mox oOmi. pen.n.ro.H.,
mpodp. H.H. Kynsesa. - M.: Jloroc, 2017. - 408 c. - (HoBas cryneHueckas
OoubaroTeka) - ISBN 978-5-98704-786-6. - Pexum JIOCTyTa:
http://znanium.com/catalog/product/1015021

3. Aranbios Bukrop IlerpoBuu. ba3sl nannbIx : YuebHuk: B 2 kaurax. - 1.
- MockBa ; MockBa : WM3marensckuii Jlom "®OOPYM" : OOO "Hayuno-
nm3narensekuit neHrp UH®PA-M", 2018. - 271 c. - ISBN 9785819907139.
http://znanium.com/go.php?id=929256.

4. EpnoxumoBa Jlronmuia MuxaitnoBHa. DJ1eKTPOHHBIA JOKYMEHTOOOOPOT
n obecrnieueHre O€30MaCHOCTH CTaHIAPTHBIMH cpeacTBamu windows : YdeOHOE
nocodue. - 1. - Mocksa ; Mocksa : OOO "KYPC" : OOO "HayuyHo-u3aaTelbCKUN
nenrp MUHOPA-M", 2018. - 296 c¢. - ISBN  9785906923240.
http://znanium.com/go.php?id=939786

5. VHdopmaioHHble TEXHOJIOTHH yIipaBieHus : yueOHuk / b.B. UepHukos.
— 2-e u3n., nepepad. u gon. — M. : UJI «DOPYM» : UHOPA-M, 2017. — 368 c.
— (Bpicuee oOpa3oBaHue). - Pexum JOCTyTa:
http://znanium.com/catalog/product/545268

CNews.ru — M3/1aHUE O BBICOKHMX TEXHOJIOTHUIX. [DIEeKTPOHHBIN pecypc] -http:/www.cnews.ru/

Docflow. Bce o Mupe aekTpoHHOTO ToKyMeHTooOopoTa. [[TopTanm mocBsiieH 31eKTPOHHOMY
JOKYMEHTOOOOPOTY U CMEXHBIM oTpaciisiM. OH MPU3BaH MPEJOCTABUTh YUTATENSM CaMyIO TOJHYIO,
CTPYKTYPUPOBAHHYIO U TIOJIC3HYIO MH(OPMAIMIO O PBIHKE, TEXHOJIOTHSX, PEHICHHUIX, KOMIAHHUIX U
muax].  [DnexTpoHHbIH pecype] - DnekTpoH, aaH.- M.,— www.docflow.ru, cBoGoaHbIH. — 3ari. ¢
9KpaHa.

4. DOC-Online. He3aBucuMmblii mopTram o cHCTEMaxX DSJIEKTPOHHOTO JOKYMEHTOOOOpOTa.
www.doc-online.ru

Tema 9. YnpaBienue J0cTynoM K JOKYMEHTUPOBaHHOUM uH(opmanmu (4 yaca)
3anaHus:
1. PazpabGoTka meponpusituii mo odecnedenuro 3amuTsl nHGopmanuu B ACIIOY (ammapatHsle,
IIPOrpaMMHBIE U OPraHU3aIIMOHHbIE METOIbI).
CnHcoK UCTOYHUKOB:
1. Kynses, H.H. UndopmannoHHble TEXHOJIOTMH B JOKYMEHTAIIMOHHOM
oOecrnieueHrn ymnpaBieHUs U apXUBHOM Jene : yueOHuk st By3oB / H.H. Kynses,
T.B. Konnpamosa, E.B. TepentseBa, A.I'. ®abpuynoB ; mox oOmi. pei.n.ro.H.,
mpod. H.H. KynseBa. - M.: Jloroc, 2017. - 408 c. - (HoBas cryneHdeckas
6ubsmorexa) - ISBN 978-5-98704-786-6. - Pexum  nocryma:
http://znanium.com/catalog/product/1015021

CNews.ru — #M371aHUE O BRICOKUX TEXHOJOTUAX. [ DINEKTPOHHBIN pecypc] -http:// www.cnews.ru/

Docflow. Bce 0 Mupe 35eKTpoHHOTO J10KyMeHTooOopoTa. [IlopTan mocBsiieH 3J1eKTPOHHOMY
JOKYMEHTOOOOPOTY M CMEXHBIM oTpaciisasM. OH MPHU3BaH MPEJOCTABUTh YUTATEISAM CAMYIO ITOJTHYIO,
CTPYKTYPUPOBAHHYIO U TIOJE3HYI0 MH(POPMAIMIO O PBIHKE, TEXHOJOTHSX, PEUICHHUIX, KOMIAHUIX U
munax].  [DnekTpoHHBIN pecypc]| - DnekTpoH, aaH.- M.,— www.docflow.ru, cBoGoHbII. — 3ari. ¢
JKpaHa.

4. DOC-Online. HezaBucuMplli MOpPTaJI O CHCTEMax »DJIEKTPOHHOTO JOKYMEHTOOOOpOTA.
www.doc-online.ru

9.2 MeToan4yecKkne peKOMEHIANMH 10 MOAT0TOBKEe NMUCbMEHHBIX padoT

B paznen BitoueHsl TpeOOBaHUS K IOJTOTOBKE, COJCPIKAHUIO, M 0(OPMIICHHIO THCHhMEHHBIX
paboT npeayCMOTPEHHBIX YUeOHBIM TUTAaHOM WM pabodeit mporpamMmoii (KypcoBast paboTta, 3cce,


http://www.doc-online.ru/
http://www.cnews.ru/
../../../../../../../../C:/Users/%D0%A0%D0%9F%D0%94%202018-19/%D0%A0%D0%9F%D0%94%20%D0%9E%D0%B1%D0%BD%D0%BE%D0%B2%D0%BB%D0%B5%D0%BD%D0%BD%D1%8B%D0%B5/%D0%98%D0%94%D0%9E%D0%A3%202018/%0DCNews.ru%20%E2%80%94%20%D0%B8%D0%B7%D0%B4%D0%B0%D0%BD%D0%B8%D0%B5%20%D0%BE%20%D0%B2%D1%8B%D1%81%D0%BE%D0%BA%D0%B8%D1%85%20%D1%82%D0%B5%D1%85%D0%BD%D0%BE%D0%BB%D0%BE%D0%B3%D0%B8%D1%8F%D1%85
http://www.doc-online.ru/
http://www.cnews.ru/
../../../../../../../../C:/Users/%D0%A0%D0%9F%D0%94%202018-19/%D0%A0%D0%9F%D0%94%20%D0%9E%D0%B1%D0%BD%D0%BE%D0%B2%D0%BB%D0%B5%D0%BD%D0%BD%D1%8B%D0%B5/%D0%98%D0%94%D0%9E%D0%A3%202018/%0DCNews.ru%20%E2%80%94%20%D0%B8%D0%B7%D0%B4%D0%B0%D0%BD%D0%B8%D0%B5%20%D0%BE%20%D0%B2%D1%8B%D1%81%D0%BE%D0%BA%D0%B8%D1%85%20%D1%82%D0%B5%D1%85%D0%BD%D0%BE%D0%BB%D0%BE%D0%B3%D0%B8%D1%8F%D1%85
http://znanium.com/go.php?id=939786
http://znanium.com/go.php?id=939786
http://znanium.com/go.php?id=929256
http://znanium.com/go.php?id=929256
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pedepart, noknan u 1.11.). [lpu Hammuun kadeapaibHbIX WK (aKyJIbTEeTCKUX PEKOMEHAALUH 110
MOATOTOBKE MUCHbMEHHBIX PabOT pazzaen BkimrodaeTcs B PI1J] mo ycMoTpenuro mpemnoaBarens -
COCTaBUTEJS.

B nanHbIil pa3aen Mbl BKIIIOYWIM PEKOMEHIAIUHU K TIOJITOTOBKE, COAEPXKaHUIO U 0)OPMIICHUIO
MUCbMEHHBIX paboT, MPEIYCMOTPEHHBIX YUeOHBIM IJIAHOM MU paboueit mporpaMmmoi (KypcoBas
pabora, acce, pedepar, JokIaa U T.11.). Takum 00pa3oM, peKOMEHIAINH OTPaKaroT 001Ire
TpeOOBaHUs K MUCbMEHHOH paboTe, TpeOoBaHMS K €€ COACPKaHUI0, 00bEeMY U CTPYKTYpE.

[TuceMenHas pabota siBisieTcs: pOopMO OpraHU3alMi HAYYHOTO MaTepuaia, OTpaxaromien
JIOTUKY MCCIIeI0OBaHUs, 00eCTIeYNBAIOICH €JMHCTBO U B3aUMOCBA3aHHOCTh BCEX AJIEMEHTOB
conepkanus. CTpyKTypa MarucTepckoil paboThl JOJIKHA COOTBETCTBOBATh KPUTEPHSIM IIEIOCTHOCTH,
CHCTEMHOCTH, CBS3HOCTH M COPAa3MEPHOCTH (COOTBETCTBHS 00BbeMa (hparMeHTa TEKCTa €ro Hay4uHOU
€MKOCTH).

IIpu BeIOOpE Ha3BaHUs PaOOTHI CIIEAYET MOMHUTh, YTO OHO JIOJDKHO OBITh SICHBIM,
6ubarorpadUyecKu TOUHBIM, COJIEPKATEIBHO ONPEAEICHHBIM, TPOOIEMHBIM, KOMIAKTHBIM U
JUTEPATYPHBIM.

OO0s3aTeNbHBIMH CTPYKTYPHBIMH SJIEMEHTaMHU TTHCEMEHHOHN paOOTHI SBIISIOTCS BBEACHUE,
OCHOBHAs 4aCTh, 3aKJIF0YCHUE U OMOIHOrpaduuecKuil CUCOK/CIIUCOK HCTOYHUKOB U JINTEPATYPHI.

PaGoTbl MOTYT BBINONHATHCS B pa3HbIX KaHpax. U cienyer n3HayanbHO ONpeAeTUuTh 3TOT
xaHp. OIHO /1e710, €CIM TOTOBUTCS Y4eOHbIN TekcT. OH JOJDKEH NMPOAEeMOHCTPUPOBATH HAITy
KBaJIM(UKAINIO, COOCTBEHHO MCCIIEA0BATENbCKUE PE3YIbTATHI TaM KeJIaTelbHbl, HO HE 0053aTEIbHBI.
Jlpyroe - eciu peyb UJET O CaMOCTOSTEIBHOM HCCIIe0BaTEeNIbCKOM padoTe, KoTopas oOpalieHa K
npodeccuonanam. TpeThe - eciy Mbl 3alyMalid TaKk Ha3bIBA€MbI HayUYHO-TIONMYJISIPHBIN TEKCT,
KOTOPBII apecoBaH He TOJBKO NMpodhecCHoHaIbHON, HO U 0oJiee IIMPOKON ayAUTOPHUH.

OO0yuaromuiicst T0KEH MPOJEMOHCTPUPOBATH B KOHTPOJIBHOM padoTe BiIaIcHNUE
TEPMHUHOJIOTMYECKUM aIapaToM MEKIUCIUIUIMHAPHOCTH, 3HAHUE METO/I0B COLIMATIBHBIX,
TYMaHHTapHBIX, €CTECTBEHHOHAYYHBIX TUCIUILUINH, TIPUMEHIEMBIX B HICTOPHOTpahUIECKON 1
UCTOYHHUKOBEIUECKON MpakTuke. [Ipy 3TOM aKTUBHO MCTIOJIb3YIOTCS MOJIyUYEHHBIE B X0/I€ OCBOCHUS
JVCIIMTUTAHBI 3HAHUSI MK TUCIUTIMHAPHBIX MTOIX0I0B, HCIIOIB3yEMbIX B HICTOPUOTpadUH H3ydaeMOi
TEMbI ¥ POJICTBEHHOM eil mpobiiemaTuke.

Ctpykrypa paboThl JOKHA COOTBETCTBOBATh YTBEpKAeHHOMY pykoBoauTenem BKP many u,
KaK MPaBUJIO, COCTOSATh U3 CIEIYIOIUX YacTeil: TUTYIBHOTO JIUCTA, OTJIABJICHHUS, BBEICHUS,
0003Ha4YeHUI U COKpalleHuH (Tpu He0OX0IMMOCTH), OCHOBHOMU YacTu (T1aB U nmaparpagos),
3aKIIIOYEHUS, CIIMCKA UCTIOJIb30BAaHHOM JINTEPaTypbl U UCTOYHUKOB, MPHIIOKEHHUN, BCIOMOTaTeIbHbBIX
yKazareneil (mpu Heo6X0AUMOCTH), TpadudecKoi YacT (MILTIOCTPAIMOHHBIN
MaTepuai/npesentanus). O0muit 06beM AUIIOMHON paboThl 6e3 mpunoxenuit —100 cTpanu.

[ToaroroBka pedepara mo3BoOJISET 3aKPENUTh TEOPETUUECKUE 3HAHUS 110 JUCLMILIINHE,
npuoOpecTy HaBBIKU CAMOCTOSITEIIFHOTO YIITyOJIEHHOTO U3YUYEHHUS OJJHOTO U3 pa3zenoB Kypca. [Ipu
MOJATOTOBKE pedepaTa CTyACHTHI MOTY4YatoT HABBIKK U YMEHHE PaboTaTh ¢ ICTOYHUKAMH U
JUTEPATypOi, aHATU3UPOBATh (HAKTHI U TAHHBIE CIICIUATILHON JIUTEPaTyphl, U3J1araTh MPOYUTAHHOE
COBPEMEHHBIM NMPO(PECCUOHATBHBIM SI3BIKOM.

Pedepar nomxen 6b6I1Th 0(OpMIIEH B COOTBETCTBUHU C TPEOOBAHUSAMHU, NPEIBIBIIEMBIMU K
MOJITOTOBKE U OPOPMIICHHUIO HAyYHBIX paloT.

Pedepar Brimrouaer:

- TUTYJIbHBIN JIUCT;

- OTJIaBJICHUE;

- BBEJICHUE;

- OCHOBHYIO 4acTh (TeMaTH4YeCcKHe pa3ziebl);

- 3aKJIIOYEHUE;

- CITUCOK MCTIOJIb30BaHHBIX UCTOYHUKOB U JIUTEPATYPHI.

O6nem pedepara — 15 cTpanuir Tekcta (mpu Habope dyepes 1,5 uaTepBana u pazmepe mpudra
13-14). Pedepar numercs Ha OAHOI CTOPOHE CTaHAAPTHOTO JIUcTa Oymaru ¢popmara A4
(210x197Mm).
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Crpanutpsl pedepara HyMepyroTcs apadCKUMU HU(ppaMu Ha BEpXHEM I0JIe JIUcTa, 0e3

KaBBbIYEK, 1€(DUCOB U IPYTUX 3HAKOB NMPENUHAHUS. TUTYIbHBIN JIMCT U OIJIaBJIEHUE HE HyMEPYIOT, HO

BKJIIOYAIOT B 001IMi 00beM pedepara.
HaydHo-cripaBouHBIi ammapar pedepara BKIIOYACT CIIUCOK UCTOYHHKOB M JTUTEPATYPhI U

MIOACTPOYHBbIE CHOCKU. [10ACTpOYHBIE CHOCKH UCIIOIB3YIOTCS BO BCEX CIIydasX LUTUPOBAHUS B TEKCTE
pedepara mpaBoOBBIX aKTOB, JOKYMEHTOB, IPOU3BEIEHUI aBTOPOB MOHOrpaduii, cTarel, yueOHUKOB,
y4eOHBIX TOCOOU, a TaKk)Ke MPU LIUTUPOBAHUN CTAHIAPTHBIX ONpPE/IEICHNI TEPMUHOB U MOHATHI. Bee

MpUBOJUMBIE B pedepare GakThl, HU(DPHI, AaThl, KOHKPETHbBIE JaHHbIE TAK)Ke JOKHBI ObITh
MOATBEP>KIEHBI ITOACTPOYHBIMU CHOCKAMH.

CHOCKHM HYMEpYIOT B Mpeeiiax OJTHON CTPAHHIIBI apaOCKUMU U(PpaMu, TEKCT CHOCKH
pa3MenIaroT MO/ MOCIEIHEN CTPOKON TEKCTa

9.3 HUuble MaTepHabl

MeToanuyecKkue YKazaHud 1Js oﬁyqamumxcsl 0 OCBOCHHIO JUCHMUIIJIMHBI

Bua padorsl Conep:xanue Tpynoemko Pexomenpanmuu
(mepeyeHb BONPOCOB) CTh
caMoCTosiTe
JbHOM
padoThI
(B yacax)
Paznen 2. Uctopust apromatuzauuu 10Y
Iloaroroska 1. OcHOBHEIE 24aca 1 Jlapun Muxaun BacunneBuu.
K JICKIIUU JTarnbl Nudopmanmonnoe oOecrieueHue
aBTOMaTHU3AINHI ympaBJieHus : yaeOHoe mocodue / M.
JOY. B. Jlapun ; [M-Bo oOpa3oBaHus u
2. Jrarbl Hayku Poc. ®@enepanun, Oenep. roc.
BHEJPEHUS Oro/KeTHOE 00pa30BaT. yupexkIeHUe
aBTOMATHU3HpPOBA BeIcII. oOpaszoBanust "Poc. roc.
HHBIX ryMaHUTapHbIA yH-T"]. - MockBa:
TEXHOJIOT U PITY, 2018.-278 c.
CO3/1aHusl, 2. Kynsies, H.H. Nudopmarmonnsie
00paboTKH, TEXHOJIOTUM B JOKYMEHTAIIHOHHOM
WCIOJIb30BaHUS U obecrnieueHnn yOpaBlIeHUs u
XpaHECHUS apXUBHOM  Jiejie : y4eOHHUK 1St
JIOKYMEHTOB. By3oB / H.H. Kynses, T.B.
3. DBOIOIUS Kongpamosa, E.B. TepentneBa, A.T.
TEXHOJIOTHA ®abpuyHOB ; Moja OOMI. pem.a.l0.H.,
JTOKYMEHTUPOBaH mpod. H.H. Kynsesa. - M.: Jloroc,
us nHpopmaIuu. 2017. - 408 c¢. - (Hosas
cTyleHueckass Oubnuoteka) - ISBN
978-5-98704-786-6. - Pexum
JIO0CTyTa:
http://znanium.com/catalog/product/1
015021
3| AranbiioB Bukrtop IletpoBuu. bassbi

MaHHBIX | YueOHuk: B 2 xuurax. - 1.
- MockBa ; Mocksa : M3garensckmii
Hom "®OOPYM" : OOO "Hayuno-
m3natenbckui 1earp  MHOPA-M",
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o

9]

2018. - 271 ¢ -
9785819907139.
http://znanium.com/go.php?
1d=929256.

. EBnoxumosa JIromMuiaa MuxaitjioBHa.
DONEeKTPOHHBIA JOKYMEHTOOOOPOT |
obecrnieucHue 0e30IMacHOCTH
CTaHAAPTHBIMHU cpeAcTBaMU windows
: YuebHoe mmocobue. - 1. - Mocksa ;
Mockaa 000 "KVYPC" 000
"HayuyHno-u3znarenbckuit LEHTP
HNH®PA-M", 2018. - 296 c. - ISBN
9785906923240.
http://znanium.com/go.php?

ISBN

1d=939786

. Undopmanmonseie TEXHOJIOTHH
ynpaBinenus :  y4eOnuk / B.B.
UepHukoB. — 2-¢ u31., niepepad. u
qon. — M. Na «dOPYM»
NHOPA-M, 2017. — 368 c. —
(Beicmiee obOpazoBanue). - Pexum
JOCTyTa:

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

Hroro

2 Jaca

Pa3nen 3. TpeOGoBaHUsI HOPMATHBHO-NIPABOBBHIX U HOPMATHBHO-METOAUYECKUX TOKYMEHTOB,
perjaMeHTHPYIONIUX MCNI0JIb30BAHUE HH(POPMALIMOHHBIX TexHo0ruii B JIOY

[MonroroBka | 1. 3akoHOmATENBHBIC U 2 yaca www.jurizdat.ru/editions/official/lcrf/ -
K JICKIIUH MoJ3aKOHHBIE aKThl PD, Cobpanue 3akoHOoaTeNnbCTBa PO
perilaMeHTHpYIoIue www.rg.ru/ - Poccuiickas razera
BHEJ[PEHUE U www.rusarchives.ru — ®@enepaibHoe
HCIIOJIb30BAaHUE apXHUBHOE areHTCTBO PO
MH(GOPMAIIMOHHBIX www.vniidad.ru/ - BHUMJAL
texHosoruii B JIOY. (Bcepoccutickuit Hay4HO-
2. HopmatusHo- UCCIIEZIOBATENbCKHI WHCTUTYT
METOJINYECKUE JOKYMEHTOBEJICHUSI UM apXHUBHOI'O
JIOKYMEHTBI u nena)
CTaHIAPTHI. www.consultant.ru/ - opuranTbHbIH
3. Coser 1o cait komnanuu Koncynsrantllntoc
MH(POPMALMOHHOM www.garant.ru/ - "H(pOpMaImoHHO-
0e3omacHOCTH npu npaBoBoO# mopTtan ['apant
[Ipe3unnente PO. Koncnekr nexumit
4. MexnyHapoaHbIe
cranaaptel MCO u MOK.
5. HammonanbHele
CTaHJaPTBHI.
Hroro 2 Jaca

Pazgen 4. OcHoBHBIe 00beKThI U NPUHIUNBI aBToMaTu3auuu JOY u opranuzauuu

3J1eKTPOHHOT0 JOKYMEHT0000poTa

[ToaroroBka |1. Turnossie

3a1a4u |

4 yacoB

| 1.

Jlapun Muxani



http://www.garant.ru/
http://www.consultant.ru/
http://www.vniidad.ru/news1/example.php
http://www.rusarchives.ru/
http://www.jurizdat.ru/editions/official/lcrf/
http://znanium.com/go.php?id=939786
http://znanium.com/go.php?id=939786
http://znanium.com/go.php?id=939786
http://znanium.com/go.php?id=929256
http://znanium.com/go.php?id=929256
http://znanium.com/go.php?id=929256
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K JIEKLIUU apromatuzauuu JOY. BacunbeBuu. HNudopmanmonnoe
2. OcHOBHBIE obecrieueHre ympaBlIeHUs : ydeOHOe
MH(POPMALIMOHHBIE nocobue / M. B. Jlapun ; [M-Bo
TEXHOJIOTHH, o0Opa3oBaHUs u HayKU Poc.
ucnonb3dyemsie B JIOY u Oeneparun, denep. roc. OIOHKETHOE
WX KiaccuuKarms. obOpazoBar. YUpEKICHUE BBICIII.
3. Buasl wunbOpmanmu, o0Opa3oBaHUs "Poc. roc.
cojepKaliencs B TyYMaHUTApHBIA  YH-T"]. Mockaa:
AJIEKTPOHHOM PITYVY, 2018.-278 c.

JIOKyMEHTE. www.consultant.ru/ - odpunmanbHbIH

4. Tepmunoorus, caiit komnanuu Koncynsrantllmoc

ucnonp3yemas B C. www.garant.ru/ - ”HGOpPMaLMOHHO-

5. OcHoBHbIE  BUIBI IIpaBoOBOM nopran ['apant

dbopmaros, www.doc-online.ru;

ucnoias3yemsie B JIOY. WWW.CCIM.CNEWS.TU
OdunmanbHbIH calT 1C:
ITpenmpusitue 8. - [DIEKTPOHHBIN
pecypc] - https://v8.1c.1u/.
OdunmanbHblii callT «DJIEKTPOHHBIE
OpHUCHBIE CUCTEMBI» - [DIIEKTPOHHBIN
pecypc] - https://www.eos.ru/.
OdunmanbHbIH CauT KOMIaHUU
«utep-Tpact» -  [DneKTpOHHBIN
pecypce] - https://www.intertrust.ru/.
OdurnmanbHbII cairt KOMITAaHUHU
«Cognitive Technologies» -
[OneKTpOHHBIN pecypc] -
https://www.cognitive.ru/
U JIp.
Koncnekr nexui

Hroro 4 gacoB

Paznen 5. Peanuszaums 3aga4g JIOY ¢ nomombio MS Office

ITogroroska | 1. [TpuHIMIIEL 6 yacos Kucenes, I'. M. MudopmanmonHbie

K JICKIIUU MOCTPOCHUS u TEXHOJIOTMM B OJKOHOMHKE U
(bYHKIMOHUPOBAHUS ynpasienun (3¢pdexkruBHas pabora B
O(HICHBIX CUCTEM B cpeie MS  Office 2007) [DnekTpoHHBII
nmakera MS Office. pecypc] : YuebHoe mocodbue / I'. M.
2. IToaroroBka, Kucenmes, P. B. boukoBa, B. MN.
peructpanus, oOpaboTka CagponoB. - M.: Hsparenbcko-
U XpaHEHHE JOKYMEHTOB ToproBas kopmopamust "JlamkoB u
cpenctBaMu makera MS K°", 2013. - 272 c. - ISBN 978-5-394-
Office. 01755-1. - Pexum JOCTYTIA:
3. JlonoOTHUTEIbHBIC http://znanium.com/catalog/product/41
BO3MOXXHOCTH pabOThl C 5083
oucHBIMUI KoHncnekr mexnmi
nporpamMmamMu Word u
Excel B MS Office.

Hroro 6 yacoB

Pa3nes 6. ba3pl JaHHBIX B HHPOPMALIMOHHOM O0ecrie4eHUH yNpPaBJIeHUs!



http://znanium.com/catalog/product/415083
http://znanium.com/catalog/product/415083
https://www.cognitive.ru/
https://ru.wikipedia.org/wiki/Cognitive_Technologies
https://www.intertrust.ru/
https://www.eos.ru/
https://v8.1c.ru/
http://www.ccm.cnews.ru/
http://www.garant.ru/
http://www.consultant.ru/
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[TogroroBka | 1. Ilonsatue u cTpykTypa 6 yacoB 1. AranbioB Buktop

K JIEKIIU 0a3bl JaHHBIX. [TerpoBuu. ba3zml
2. Mopenu mnocTpoeHus TaHHBIX | YYeOHUK:
0a3bl JaHHBIX. B 2 xuwmrax. - 1. -
3. ITonsTue MockBa ; Mocksa :
KopriopatuBHOol BJ[ wu N3parensckuit Jlom
KOPIIOPAaTHBHOMN ncC. "®OPYM" : OO0
TpeboBanwms K "Hay4uno-
KopriopatuBHoi B/ wu W31aTeIIbCKUI
ncC. uentp MUHOPA-M",
4. OcHOBHbBIE CBOWCTBa 2018. - 271 c. -
Oa3el maHHBIX  Lotus ISBN
Notes u MS Access. 9785819907139.
5. CucremMsl yrnpaBieHUs http://znanium.com/
0azamu nanHbIX (CYB/). g0.php?id=929256.

Koucnekr jgeximii
Hroro 6 yacoB

Paznen 7. TpeGoBanus K PyHKIMOHAJIBLHOMY U aNNapPaTHO-NPOrPAMMHOMY o0ecrnedeHuIo
aBTOMATH3HPOBAaHHBIX cucTtem J10Y

[Mogroroska | 1. KopnoparusHubie 6 yacoB 1. Jlapun Muxann
K JICKIIUU nH(pOpMalMOHHbBIE BacunbeBuu.
CUCTEMBI. Nupopmanmonnoe
2. Buner u obecrieyeHre yrpaBieHuUs :
Pa3HOBUIHOCTH AC yaeOHoe mocobue / M. B.
JOY. Jlapun ; [M-Bo
3. Kpurepuun BbIOOpa oOpa3zoBanust 1 Hayku Poc.
KOMIaHUH-pa3paboTIrka Oenepannun, Denep. roC.
AC 10V. O10KETHOE o0OpasoBar.
4. Kpurepuu Boidbopa AC y4pexICHUE BBICII.
A0V " WHBIX obpazoBanusi  "Poc. TroC.
MIPOrpaMMHBIX TyYMaHUTApHBIA  YH-T"].
IIPOJYKTOB Mocksa: PITY, 2018. —
MIPUMEHUTENBHO K 278 c.
3aJa4aM OpraHU3aluu. WuTepuer pecypcebr:
5. Pa3pabotka www.doc-online.ru;
TEXHUYECKOTO 3aJaHHUS. WWW.CCM.CNEWS.IU,
6. [TpunIIMTIBI WWW.COmpress.ru; www.business-
IIPOEKTUPOBAHUS u process.ru; Www.eos.ru u ap.;
stanel  BHenpeHuss AC Koncnekrs! gekiumii.
JAOY B n#esATenbHOCTH
OpraHM3aIHH.
7. Haubonee
MOMYJISIPHBIE
coBpeMenHble AC JIOV.
Hroro 6 yacoB

Pazgen 8. UnTepHeT-TeXHOJI0TUM U HHPOPMALIMOHHBbIE pecypchl, HCNOJb3yeMble B JIOY

ITonroroska
K JEKIIUHU

1. [TonsiTne
«H(POPMAIIMOHHBIH
pecypey.

2. I'moGasibHbBIC

6 gaca

1. EBnmoxumosa
JIromMuia
MuxaiinoBHa.
DNEeKTPOHHBIN



http://www.eos.ru/
http://znanium.com/go.php?id=929256
http://znanium.com/go.php?id=929256
http://znanium.com/go.php?id=929256
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BBIYHCIUTENBHBIE  CETH
(WAN) wu JOKaJbHBIE
BBIUHCIUTENBHBIE  CETH

(LAN).

3. OcobeHHOCTH TIOHMCKA
nHpopmanuu B
Nurtepuer.

4. Pecypcsl HHTepHeT
JUTST CHETHAITUCTOB
chepsr J1OY.

JOKYMEHTO000POT
n obecneyenne
0e30IMacHOCTH
CTaHJIAPTHBIMHU
CpeacTBaMu
windows : YueOHoe
mocoobme. - 1. -
Mocksa ; Mocksa :
000 "KYPpC"
000 "HayuHno-
U31ATEIbCKUM
nentp MHO®PA-M",
2018. - 296 c. -
ISBN
9785906923240.
http://znanium.com/
g0.php?id=939786
2. Hndopmanmonn

blE TEXHOJIOTHH
yHOpaBiIeHUS :

yuebnuk / B.B.
YepHukoB. — 2-¢

u3a., Tnepepad.
momn. — M. : U
«DOPYM» :
NH®PA-M, 2017.
— 368 c¢. —
(Bricmiee
oOpa3oBaHmUe). -
Pexxum JIOCTyTa:
http://znanium.com/
catalog/product/545
268
HNHTepHeT pecypcehl:
www.jurizdat.ru/editions/official/lcrf/ -
CobOpanue 3akoHoAaTeNnbCcTBA PO
www.rg.ru/ - Poccuiickas razera

www.rusarchives.ru —  ApXUBHOE
areHTcTBO PO

www.vniidad.ru/ - BHUUJIAL
(Bcepoccuiickuit Hay4HO-
UCCIIEIOBATEIbCKUAN UHCTUTYT
AOKYMCHTOBCACHUA )41 APXUBHOI'O
niena)

www.consultant.ru/ - opuranbHbIN
caiit komnanuu Koncynerantlnroc
www.garant.ru/ - “HGOpPMAITMOHHO-
npaBoBoil noptan ["apanT u ap.;
KoHcrnekTs! aeKIuii.

Pa3nen 9. YnpasieHnue 10CTynioM K JOKYMEHTHPOBAHHOH MH(popManun



http://www.garant.ru/
http://www.consultant.ru/
http://www.vniidad.ru/news1/example.php
http://www.rusarchives.ru/
http://www.jurizdat.ru/editions/official/lcrf/
http://znanium.com/go.php?id=939786
http://znanium.com/go.php?id=939786
http://znanium.com/go.php?id=939786
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IToaroroska
K TeCTaM
IToaroroska

pedepara

4 yaca

1. Jlapun Muxann
BacuibeBu. Nudopmanmnonnoe
obOecrieueHre ymIpaBleHUs : ydeOHOe
nocooue/M. B. Jlapun; [M-Bo
o0Opa3oBaHUs u HAYKHU Poc.
Oenepannn, denep. roc. OHOKETHOE

oOpa3oBar. VUpEXKIEHUE  BBICIIL
o0pazoBaHMs "Poc. roc.
ryMaHuTapHbeii yH-T"]. - Mocksa:
PITY, 2018.-278 c.

2. AraiploB Buxrop

[TerpoBuu. baspl naHHBIX : Y4eOHUK:
B 2 knwmrax. - 1. - MockBa ; Mocksa :
Nznparensckuii Jlom "OOPYM" : OO0
"HayuHo-u3narenbckuit LEHTP
HUH®PA-M", 2018. - 271 ¢. - ISBN
9785819907139.
http://znanium.com/go.php?id=929256
3. EBnoknmoBa JIronmuna
MuxaiisioBHa. DJIEKTPOHHBIN
JOKYMEHTOO0OpOT M obecrieueHue
0e30macHOCTH CTaHJAAPTHBIMU
cpenctBamu  windows @ YdeOHoe
nmocobwue. - 1. - MockBa ; Mocksa :
000 "KYPC" : OOO "HayuHo-
m3natenbckuii  neHtp HWHOPA-M",
2018. - 296 c. - ISBN 9785906923240.
http://znanium.com/g20.php?id=939786
4. WNndopmannonnsie
TEXHOJIOTUM  yIpaBieHus:  YueO.
nocobue amns By3oB / [lox. pexn. mpod.
[A.Turopenko. 2-e¢ uzn., nomn. — M.:
IOHUTU-TAHA, 2005. 439 c.

5. Jlapun M.B. VYmnpasneHue
JOKYMEHTAIleil B OpraHU3alusIX.—
M.: Hayu. kH., 2002.

6. CankoB B.B.
NudopmarmoHnHsie  TEXHOJIOTUH U
KOMHBIOTepI/ISaI_II/IH
nenonpounsBoacTa / B.B. Camnkos. — 2-
e u3a., crep. — M.: Hznmarenbckuit
neHTp «Axagemusi», 2007. 288 c.

7. Me3zeHi1ieB K.H.
ABTOMaTU3UPOBAHHbBIC

UH(POPMALIMOHHBIE CUCTeMBI, M3m.:
Axamemus, 2012, 176 c.

HuTepHeT pecypcesl:
www.jurizdat.ru/editions/official/lcrf/ -
Cobpanue 3akoHOIaTENbCTBA PD
www.rg.ru/ - Poccuiickas razera
www.rusarchives.ru —  ApXHBHOE
areHTcTBo PO



http://www.rusarchives.ru/
http://www.jurizdat.ru/editions/official/lcrf/
http://znanium.com/go.php?id=939786
http://znanium.com/go.php?id=939786
http://znanium.com/go.php?id=929256
http://znanium.com/go.php?id=929256
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www.vniidad.rw/ - BHUWJAL
(Bcepoccuiickmii Hay4YHO-
UCCIIEI0BATEIbCKAN UHCTUTYT

JOKyMEHTOBEJIEHUI U  ApPXUBHOIO
Jiena)

www.consultant.ru/ - odpunmanbHeIH
caiit komnanuu Koncynsrantllmoc
www.garant.ru/ - ”HGOpPMaLIMOHHO-
IpaBoBOM nopran ['apant u 1p.;
KoHcnekTsl eKiuil.



http://www.garant.ru/
http://www.consultant.ru/
http://www.vniidad.ru/news1/example.php
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[Ipunoxxenue 1. AHHOTaLUA
paboueii mporpaMmsbl AUCIUIUIAHBL

AHHOTAIIAA PABOYEH ITPOT'PAMMBI JIJUCIIUILIUHBI

HuctummuHa «MapopMmanmonnsie TexHosornn B JIOY»  peanm3yercs Ha QakyybreTe
apXMBOBECHUS U TOKyMeHToBeAeHus: Kadenpoii aBTOMaTU3MPOBAHHBIX CUCTEM JIOKYMEHTALIMOHHOTO
oOecrnieueHus ynpaBieHusl.

CopepxaHue IUCLUUIUIMHBI OXBaTbIBAET KPYr BOIPOCOB, CBSI3aHHBIX C MCIOJIb30BaHUEM
MH(OPMALIMOHHBIX TEXHOJIOTHH B JOKYMEHTAI[MOHHOM OOECIeUeHUH YIIpaBJICHNUS.

Heab AMCHUIUIMHBI — 00ECIIEUNUTh JOCTATOYHBI M HEOOXOIUMBIN YPOBEHb TEOPETHUYECKUX
3HaHUM M TPAKTUYECKUX HABBIKOB B pEIICHWH 33Jad NPUMEHEHHS HOBBIX HH(OPMALIMOHHBIX
TEXHOJIOTHH B JOKYMEHTAI[HIOHHOM OOECII€YeHNUH YIIPABICHHUS.

3agayaMu JMCHMIVIMHBI  SIBJIIIOTCS M3y4Y€HUE TEOPUUM U TPAKTUKU TPHUMEHEHUS
nHpopMannoHHbIX TexHosnoruit B JIOY, BbpaboTKa y CTYJEHTOB HAaBBIKOB CAMOCTOSITEIILHON paboThI
C KOMIUIEKCHBIMU MH(OpMaIMOHHBIMU cucTteMamu JJOVY.

JMcuuIUInHA HANIPABJIeHA HA (POPMHPOBaHHeE CIEAYIOIIUX KOMIICTeHIMIA:

OIIK-4. CmocobeH MOHUMATh MPUHIMITEI PAOOTHI COBPEMEHHBIX WH(POPMALIMOHHBIX TEXHOJOTHHA H
UCMOJIb30BaTh MX JJIs pelleHus 3a/1a4 Mpo(hecCHOHATbHON AeATEIbHOCTH.

B pesyabTate ocBOeHUS] AUCHUILUIMHBI 00Y4AKOUIUICH JOJKEH:

3uamv ocHoBHble MeToabl opranuzanuu JIOY Ha 0a3ze NpUMEHEHUS KOMILIEKCHBIX
MH(OPMALIMOHHBIX TEXHOJIOTUI

Ymems ananuznpoBaTh CUTYallMIO HAa phIHKE MH(OPMAIMOHHBIX NMPOIYKTOB U YCIYT, J1aBaTh
9KCIIEPTHYIO OLIEHKY COBPEMEHHBIM CHCTEMaM 3JIEKTPOHHOIO JOKYMEHTOOOOpOTa U BEAEHUs
JJIEKTPOHHOI'O apXMBa

Bnaoemv 6a30BbIMH 3HAaHUSAMHU B 00JacTH MH(OPMALMOHHBIX TEXHOJOTHH, NMPUMEHSIEMBIX B
JIOY, HaBBIKAMH HCIIOJIb30BAaHUSI KOMITBIOTEPHOM TEXHUKM M WHGPOPMALMOHHBIX TEXHOJOTHH B
JOKYMEHTAI[MOHHOM O0ECIIeUeHUH YIIPaBJICHUS.

Paboueit mporpamMMoii mpeycMoTpeHa NpoMeKyTOouHasi aTTecTalus B (hopMe 3K3aMeHa.

OO6mias TpyA0EMKOCTh AUCIMIUIUHBI COCTABIISIET 3 3.€.
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