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PABOYASA TIPOI'PAMMA JJUCHUIIVIMHBI (MOYJISA)
1. IlosicHuTeILHAS 3aNIMCKA

1.1. Ileab u 327244 AMCHUNIHHBI

Lenp AMCUMIUIMHBI: TOATOTOBUTH BBIMYCKHHKA, OOJAAIOMIEro JOCTaTOYHBIM U
HEOOXOJUMBIM YPOBHEM TEOPETHUYECKHX 3HAHUW W HABBIKOB UX TMPUMEHEHHS B pELICHUH
MPAKTHYECKUX 33729 paboThl ¢ HHPOPMAIIMOHHBIME TeXHOIOTHsIME B JIOVY.

3amaun:

- U3y4YeHHE OCHOBHBIX MOHSATHH, UCIOJIb3yEeMBIX B MpOIECCe MPUMEHEHUS HH(POPMAIIMOHHBIX
texHonoruii B JJOVY;
- U3y4eHHUE UCTOPHH MPUMEHEHUsI MHPOPMALMOHHBIX TexHonorui B JJOVY;
- U3y4YeHHE HOPMATHUBHO-TIPABOBBIX OCHOB MpUMEHEHUsI HHPOPMAIIMOHHBIX TexHonoruii B IOV
- U3y4YCHHE TEXHHYECKOTO W MPHUKIATHOTO MPOTrPaMMHOTO 00ECIeUeHHUs, MUCTOIb3YEMbIX IPH
OpraHM3alMH IEKTPOHHOTO JOKYMEHTO000pOoTa, MH(POPMAIIMOHHOM OOECIICUeHUH YIIpaBlIeHUS,
OpraHu3aluM XpaHEHUs! JOKYMEHTOB Ha TPATUIIMOHHBIX U JJIEKTPOHHBIX HOCUTEISIX;
- U3y4YeHHE MPUHIUIIOB BHIOOpA M OpraHU3allii BHEAPEHUS U UCIOJIb30BAHUS TEXHUYECKOTO U
MIPOrpaMMHOTO 00€CTICUCHNS;
- U3y4eHre UH(POPMAIIMOHHBIX CHCTEM U OCHOBHBIX HH(POPMAIIMOHHBIX pecypcoB B JIOY;
- W3y4YeHWE W aHaJIU3 CpPEICTB 3alUThl WHGOpMANUU B WHOOPMAIMOHHBIX CHCTEMAaX,
ucnoib3dyemoix B JIOY.

1.2. Ilepeyenb MJIAHUPYEMBIX Pe3yJbTATOB 00y4YeHMsI 10 TUCHUIIINHE (M0O0Y110),
COOTHECEHHBIX ¢ HHAMKATOPAMHU JOCTHKEHUS] KOMIIeTeHIIUIi

Komnerenunn NHaukaTopsl KOMIETEHIIMI Pe3ynbTarel 00yueHus
OIIK-4  Cmnoco0en | OIIK- 4.3. OGnanaer HaBbIKAMH 3HaTh: HH(OPMALMOHHbBIE
[IOHUMATh UCIMOJIb30BaHUS MH()OPMAITMOHHO- CUCTEMBI, UCIIOIb3YEMBIE B
MPUHLUIBL  PabOThl | KOMMYHHUKAI[MOHHBIX TEXHOJIOTHH B | JOKYMEHTAlMOHHOM
COBPEMEHHBIX cdepe T0KyMEHTallMOHHOTO o0ecreyeHn yrpaBieHus U
MH(pOPMaLMOHHBIX o0ecrnieueHus ynpaBiaeHUs U apXHUBHOM JIeJIe
TEXHOJIOTUH U | apXUBHOTO J€eia YMeTb: UCIOIB30BATh
HCIIOJIB30BaTh 170:¢ MH(POPMaLMOHHO-

JUId pelleHus 3aaad KOMMYHMKAIIMOHHbIE TEXHOJIOTMHU
npodeCCUOHAIBHON C LICJIBIO OpraHu3aluu
JEATEIbHOCTH JOKYMEHTAllMOHHOT'O

oOecrieueHus ynpaBieHUs U
aApXMBHOI'O XpaHEHUS
JOKYMEHTOB

Bnanets: HaBbIkamu BbIOOpa
ONITUMAJIEHBIX HH()OPMAIIHOHHO-
KOMMYHHKAIIMOHHBIX PELICHUN
IIPU BBIIIOJTHEHUH padoT 1O
JIOKYMEHTAllUOHHOMY
00€eCreveHnI0 YIpaBIECHUs U
apXUBHOMY JIeTy
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1.2. MecTo AMCIMIIMHBI B CTPYKTYPe OCHOBHOI 00pa30BaTe/IbHOM NIPOrPaMMBbI

Huctummuna «MapopMmarnonnsie TexHomorud B JJOY» oTHOCHTCS K 00s3aTelbHBIM
OUCHUIUTMHAM ~y4eOHOro TIlaHa TMOATOTOBKH CTYJIEHTOB [0 HAMpaBICHUIO TOATOTOBKH
«/lokyMeHTOBeieHE U apXUBOBEICHUE.

Jlns ocBOeHHsS] AMCUMIUIMHBI (MOIyINs) HEOOXOAUMBI 3HAHMS, YMEHHUS W BIAJCHUSA,
cOpMHPOBAaHHBIE B XOJI€ M3YYCHHS CIEAYIOMNX IUCHUIUIMH W TPOXOXKICHUS TPAKTHK:
«MHpopMalMoHHbIE TEXHOIOTHIY.

B pesynpTare OCBOSHHMS TUCHMIUIMHBI (MOIyJsi) (OPMUPYIOTCS 3HAHHSA, YMEHUS U
BJIQJICHUS, HEOOXOAMMBbIE NJISi M3YyYEHHUS CIEAYIOIUX TUCIHUIUIMH U TMPOXOXKICHHUS TMPaKTUK:
«H(popMaMOHHbIE TEXHOJIOTHH B apXMBHOM jeje», «DopMaThl 3JIEKTPOHHBIX JTOKYMEHTOB B
CUCTEMaXx 3JIEKTPOHHOTO JTOKYMEHTO000POTay.
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2. CTpyKTYypa AUCHHUILIMHBI
Oo6mas TpyA0EMKOCTh TUCIUIUIMHEI cOcTaBiseT 3 3.e., 108 akameMudecKux 4acoB.

CTpyKTypa IMCUMIJIMHBI JI151 04HOH (popMbI 00yUeHusI

O6bemM AUCIUIUITHHBI B ()OpME KOHTAKTHOW PabOThI 0OyYaromuxcsl ¢ MeAaroruaecKuMu
paboTHUKaMU U (WJIH) JTUIAMH, TPUBIEKAEMBIMH K pealn3alu 00pa30BaTeIbHONU MPOTPaMMBbl
Ha WHBIX YCJIIOBUSX, P MPOBEJICHUN YUCOHBIX 3aHITHIA:

Cemect | Tun yuyeOHBIX 3aHATHIA KonnuectBo
p 4acoB
5 Jlekuu 24
5 [TpakTuueckue 3aHsATUS 36
Bcero: 60

O0bem nucuUIUIMHEBL (MOYJIs) B (hOpME CaMOCTOSITEAbHON paboThl 00YUAIOIIUXCS
COCTaBJIsIET 48 aKaJeMUYECKUX YacoB.
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3. Conepsxkanue IUCHUITTHHBI
Pasznen 1. BBenenne

IIpeamer, nenp u 3amaum Kypca. Mcrounmku m smrepatrypa mo Kypcy. PasButue
MH(POPMALIMOHHBIX TEXHOJIOTUH B IOKyMEHTAIIMOHHOM 00ECIIeYeHUH YIIPABICHHUS.

OcHoBHBIE TepMHUHBI W ompeneneHuss B obmactm UT B JIOY; aBromaTmzamms u
uHpopmartuzanus, uHpopmanuonusle texHosnoruu (UT), mrdopmanumonnsie cuctemsl (MC),
KOpIOpaTUBHbIE HMH(POPMAIIMOHHBIE CUCTEMBI, aBToMaTH3upoBaHHblie cuctemsl JJOY (ACLOY),
CHCTEMBI 3JIEKTPOHHOTO JOKyMeHTooOopoTa (COJl) 3/eKTpOHHBIE JOKYMEHTHI, 3JICKTPOHHBIH
TOKyMeHTOo00opoT U ap. ComocTaBlieHHEe MEXIYHAPOIHONM W OTEUYECTBEHHOM MpO(HILHON
TEPMHUHOJIOTHH.

Ponp kypca B cOBepIIEHCTBOBAaHMM OpraHu3alu paboThl C TOKyMEHTaMU B yIpPaBlIECHUH,
CO3JITaHMH ONITUMAJIBHBIX YCIIOBHM pabOThI CiTyK0 JOKYMEHTAIIMOHHOTO 00ecieueHusl.

3unauenune nHpopmatuzanuu JOVY u apxuBHOro /ena Ha cOBpeMEeHHOM 3T1are. OCHOBHbIE
MH(POPMALIMOHHBIE TEXHOJIOTUH, puMeHsiemble B JIOY u apxuHoM aene. WHpopmannoHHbIE
CBOMCTBA JOKYMEHTOB. 3aKOHOMEPHOCTH pOCTa, CTApeHHUs U paCCEesIHUS TOKYMEHTHOU H
HpopMmanuu.  ABTOMAaTU3UPOBAaHHbIE  HMH(OPMAIIMOHHO-TIOMCKOBBIE ~ CHUCTEMBI U HX
knaccudukanus. OtpaciieBas CcHUCTeMa HAyYHO-TEXHMUYECKOW WHGOpManuu B 00JacTu
JIOKYMEHTOBE/IEHUS U apXUBHOrO Jiena. [lepcniektuBHble HanpasiaeHus npuMenenus UT B JIOVY.

Pa3znen 2. UcTopusi aBTOMATH3ALMU TOKYMEHTAIIMOHHOM O0ecrnieYeHUH YIpaBJIeHH s

OcHoOBHBIE 3Tallbl ABTOMATH3AUHU TOKYMEHTAIIUOHHOM 00€CIIeYeHUH YIPaBICHUSI.

Otanbl  BHEAPEHHS  aBTOMATHU3UPOBAHHBIX  TEXHOJOTUH  0OpabOTKM,  CO3/1aHUs,
WCIIOJIb30BAHNSA W XPAaHEHWS JTOKYMEHTOB. OBOJIOLMSA ITHUX TEXHOJOTMH M UX BIMSHHUE Ha
MPOLIECCHl JTOKYMEHTHpOBaHUsS. M3ydeHne OCOOCHHOCTE U 3aKOHOMEPHOCTEH paboThl C
JOKYMEHTaMH, 3a(pUKCUPOBAaHHBIMH Ha HOBBIX HOCHUTENSX HHGOpManuu (MalIMHOYMTAaEeMble
JOKYMEHTBI, JJIEKTPOHHBIE IOKyMEHTBHI).

Coznmanne o0IIerocy1apCTBEHHONW CHCTeMBl cOopa U 00paboTKku MH(pOpMaUu sl ydeTa,
IUIAHUPOBAaHMsSI U yINpaBieHHs HapoAHbIM xozdaiicTBoM (OI'AC), aBTOMaTM3MpOBaHHBIX
otpacieBbix cucteM ympasieHus (ACY). TunoBas cuctema JOKYMEHTAIIHOHHOTO OOECIICUCHHS
ynpasienus (TCO). Co3nanue aBTOMaTU3UPOBAHHBIX UH(OPMAIIMOHHO-TIOMCKOBBIX CUCTEM IO
YYETHOW W CTaTUCTHUYECKOW JOKyMEHTaluW, aBTOMATU3WPOBAHHBIX CHUCTEM KOHTPOJSA
ucnonaenus nokymenToB (ACKHN/). Ludposas sxonomuka B Poccuiickoii @enepanuu.

Pasznen 3. TpeOoBaHuss HOPMATHBHO-TIPABOBBIX W  HOPMAaTHBHO-METOJHYECKHX
AOKYMEHTOB, perjaMeHTHPYIOIIUX HCH0JIb30BaHMEe HH(OPMAIMOHHBIX TEXHOJIOTHH B
AOKYMEHTAIIMOHHOM O0ecre4eHuH yIpaBJIeHus!

MexxnyHapoaHble IPaBOBbIE aKThl. 3aKOHOAATENbHbIE M IOJ3aKOHHbIE aKThl PO.
[ToctanoBnennss u pacnopsbkenus I[lpaButensctBa PO, denepanbHbie W pernoHAIBHBIC
MpOrpaMMBbI, CTpaTerud W KoHmenuuu. CTpaterus pa3BUTHs WHOOPMAIMOHHOTO OOINECTBA B
Poccuiickoit ®enepanmu. HanmonampHast mporpamma «lludpoBas skoHommka Poccuiickoit
Oenepauun». HopMaTUBHO-METOAMYECKUE JOKYMEHTBI, MEXIYHApPOJHbIE M HAIlMOHAJIbHbIE
CTaHJApThI B 001acTH HHPOPMAIIUHU U TOKYMEHTAIUH.

Pasnen 4. OcHoBHble 00beKTbI W NPHUHUMIBI ABTOMATH3ANUM JOKYMEHTAIMOHHOIO
o0ecrnieyeHNs yNpaBJeHUs U OPraHU3ANMHU JIEKTPOHHOI0 JOKYMEHT0000poTa.

Henu u 3agaum, cTosIye NMPH HCIOIB30BaHUK WH(POPMAIMOHHBIX TexHoJorui B JJOVY.
TunoBsle 3amaun aBTomatuzanuu [OVY: co3ganue, mnepenaya, XpaHEHUE, MOMCK, KOHTPOJb
HCIIOJTHEHUSI IOKyMEHTOB.
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OcHoBHBIE UH(POPMAITMOHHBIE TEXHOJIOTHH, Hcnionb3yemble B JIOY u ux kinaccupukarms.
TexHonoruu: BKJIIOYEHUSI JOKYMEHTOB B CHCTEMY YIIPABJICHUS JOKYMEHTaMHU M perucTpalyy B
HEel; ynpaBleHUs JOKYMEHTaMH B CHCTEME (pacHpelesIEHHOTO YNPaBICHHUS IOKYMEHTaMH);
JOCTYIIa, TIONCKA W HCIIOJIb30BAaHNSA JOKYMEHTOB B CHCTEME M KOHTPOJS 332 MX HCIIOJIHEHHEM;
XpaHEHUs M YHUYTOXKEHHS JOKYMEHTOB. TEXHOJIOTMH TIOTOKOBOTO CKAaHUPOBAHUA U
Pa3MHOXKEHHUS JOKYMEHTOB H T.II.

[lonsTe «3MEKTPOHHBIM NOKyMEHT». (OCHOBHBIE BHJbI 3JIEKTPOHHBIX JIOKYMEHTOB.
DJIEKTPOHHAS MOJIUCH.

Bunsl  unpopmanmu, conepxaimieiics B AJIEKTPOHHOM  JIOKYMEHTE: TEKCTOBas,
rpadudeckas, TaOJIMIHAs U T.11.

[TonsATHE «3NEKTPOHHBIN JOKYMEHTOOOOPOT», €ro BO3MOXHOCTH U IMyTH UCHOIH30BAHUS.

OCHOBBI OPUJIMYECKH 3HAUYMMOTO DJEKTPOHHOTO JOKyMeHTooOopoTa. HopmaTuBHO-
paBoBo€ 00ecreyeHne MPOoIeCcCOB UCIOIB30BAHNS HHPOPMALIMOHHBIX TexHonoruii B JJOY.

OcHoBHble BUAbl (opmaroB, wucnonb3dyembie B JIOY. ®opmaTsl mHpeacTaBieHUs U
XpaHEeHUsI AJIEKTPOHHBIX JOKYMEHTOB. OTKpbIThIe (opMmatbl. [lepcreKTHBBI HCMIONIb30BaHUSL
OTKpBITHIX (popmaToB U cBoOoaHoro mnporpammuHoro obecredenuss (CIIO) B Poccuun u 3a
pyoexxom. HopmaTHBHO-TIpaBOBbIE H  METOAMYECKHE JIOKYMEHTBHI, perjaMeHTHpYIOIue
npoueccsl ucnonb3oBanus CIIO u oTkpbIThIX popmaToB B Poccun.

[Mpuniunel U 3Tanbl  pa3pabOTKM M BHEAPEHHS HWH(POPMALMOHHBIX CHUCTEM B
NeSATEHPHOCTh OpraHu3anuu. 3agadn, PyHKIUU U cTpykTypa nHpopmarmonHou cuctemsl (MC)
opranuzaumu. TepmuHosorus, ucnonszyemas B MC. IIpoekTHble perieHHs COBPEMEHHBIX
nH(popMalmoHHbIX cucTeM B obnactu JJOY. OTkpbIThie HHGOPMAIIMOHHBIE CUCTEMBI, KPUTEPUH
UX OLICHKH.

Paznen 5. Peanuzaums 3aga4q JIOY ¢ nomombio MS Office

[TpuHunel TOCTpoeHUS M (QPYHKIMOHUPOBAHUA O(PHUCHBIX CHCTEM B cpene makera MS
Office. [loaroroska, perucrpanus, 00paboTka 1 XpaHeHHE TOKyMEHTOB cpe/icTBaMu nakera MS
Office.

[TonsTne peructpannoHHas kaprouka qokymeHnTta B ACY/], Ha3HaueHHe U BO3MOKHOCTH
ucnonb3oBanus. Vcnosip3oBaHue kinaccudukarop u pyopukaropos ais co3nanus b/ yuerHoro
THUIA.

Peanuzanus 3amaum KOHTpoJs ucnonHeHus B cpene makera MS Office. Crtpykrypa
CTaHJIAPTHBIX 3alpOCOB JIsl PELIeHUs 3a/1a4 KOHTPOJIS 3a UCIOJHEHUEM JOKyMeHTOB. [IpumMepsl
UHTEpPEcoB.

[Tonsitus «otueroB», «hopm» U «madioHoB» B cucteMe MS Office. Mcnons3oBanue
11a0JIOHOB M 3JIEMEHTOB ABTOTEKCTA.

JlonomHUTENBHBIE BO3MOXKHOCTH paboThl ¢ opucHbiME Tiporpammamu Word u Excel B
MS Office:

- Co3nanue naHenei THCTPYMEHTOB U KHOIIOK.

- ABTOMaTH3aIMs BBITIOJTHEHUS 33/1a4 ¢ TOMOIIBI0 MakpocoB. CocoObI CO3/1aHUsI MAKPOCOB.
- ABTOMaTHUYECKOE CO3/IaHuE OTJIABJICHUS U III0CCapHsL.

- Pabora ¢ opmamu u TabIuaMH.

[TonsiTne «KOMITO3MIIMOHHBIN 3JEKTPOHHBIA JTOKYMEHT» W INPUHLUIIBI €r0 CO3/IaHHUS.
KomOunupoBanue pa3HOBHIHOCTEH (TeKCTOBOW, rpaduyeckoi, TabmuuHOW) HMH(pOpMANMU B
JIOKYMEHTE.

Poccuiickue ananoru MS Office.

Pa3nea 6. ba3bl 1aHHBIX B HH(POPMAIIMOHHOM O0eclle4YeHNH YIIPABJICHHUS.

[onsarue 6a3pl nanHbIX. CTpyKTYpa 6a3bl AaHHBIX. [loHATHE MmabM0HA 6a3bl JaHHBIX. THITEI
noJielt ¥ aHHbIX. TexHomaorus oOpabOTKM HaHHBIX. Mojenu nocTpoeHus: 6a3bl JaHHbBIX.
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Koprnopatusnbsie 6a3bl ganHbIx. [lonstne kopmnopatuBHoi BJ] um xopmoparusnoit MC.
Tpebosanus k kopnopatuBHoi BJ] 1 IC. OcO6eHHOCTH TEXHOJIOTHH «KIINEHT-CEPBEPY.

OcHoBHble cBolicTBa 0a3bl qaHHBIX Lotus Notes u MS Access. Apxutektypa Lotus Notes.
Mopaenn koMMyHHKanui, nogaepkuBaemMbix Lotus Notes. OCHOBHBIE CBEIAEHUS O CTPYKType
nporpaMMmHoro obOecrneuenus. OxonHbId uHTep(deiic Lotus Notes, OCHOBHBIE 3JIEMEHTHI.
Bapuanter moctpoenus uHTepdeiica momp3oBatens. Mcnonb3oBanue MS Access mpu penieHun
3agau JJOVY.

Cuctemsr ympaBnenus ©60azamu  naHHbiXx  (CYBJl). IIpodeccuonampasie  CYB/I.
[Tepconansubie CYBJl. OngHOMONIB30BaTENbCKME M MHOTOINOJIB30BATENLCKUE 0a3bl JaHHBIX.
[TocnenoBarenbHBI M MapajuleNbHBIH A0CTyM. lleHTpanu3oBaHHbIE U pachpeieleHHbIe 0a3bl
JTAaHHBIX.

Hcnons3oBanne b/l B opranax rocyaapCTBEHHOW BJIACTH U YIIPABJICHMUS.

Pa3znen 7. TpeGoBanus Kk QyHKIMOHAILHOMY M aNNapaTHO-NPOrpaMMHOMY oGecriedeHHI0
aBTOMaTH3MPOBaHHBIX cucteMm 10Y

[Ipu3naku kinaccudukanum UHPOPMALMOHHBIX CHCTEM: YPOBEHb MHTErpallMM JaHHBIX B
pamKax MpearnpHusITHs, OTPacid; MHOTO(YHKIMOHAIBHOCTh, BO3MOKHOCTH MacIITaOUpOBaHUS
CHCTEMBI, OXBAaT pPAa3JUYHBIX CHCTEM JIOKYMEHTAallUH, pa3pabOTYMK, OTHOIIEHHE K
oteyecTBeHHbIM cTaHaapTaM 10V, MynbTu(opMaTHOCT U OTKPHITOCTH (hopMara.

Cuctembl  ympaBieHHs —JIOKyMeHTooOopoTroMm. KopmopaTuBHble HH(POpPMALMOHHBIE
cuctembl. Buzst u pasHosunHoctu AC JIOY. Kputepun Bbibopa komnanuu-paspadorunka AC
JOY. Kpurepuu Bbi6opa AC JIOY u UHBIX NPOrpaMMHBIX HPOJYKTOB NPUMEHUTEIBHO K
3ajayaM opraHuzanuu. Pa3paOoTka TexHuyeckoro 3ajgaHus. [IpHHIMIBI MPOEKTHPOBAHUS U
stansl BHeApeHuss AC JIOY B nestenbHOCTh opranuzanuu. Kpyr pemnraeMsix 3a1ad.

[Tpumeps! coBpemeHHbIX oTedecTBeHHBIX AC JIOY.

Criennanu3upoBaHHble  MH(GOpPMAIMOHHBIE CHUCTEMBI: KaJpOBble, OyXrajirepckue,
CTaTUCTUYECKHe U Ip. BO3aMOXXHOCTH TUIIOBOM KOH(PUTypaliui MPOTrPaMMHBIX TPOTYKTOB.

CripaBo4HO-TIpaBOBbIe MH(GOPMALMOHHBIE cUCTeMbl. OCHOBHbIE MPUHLUIIBI TOCTPOCHUS U
nosb3oBaHusA. CripaBouHO-1IpaBoBble cucTteMbl «KoncynbranT-Ilmocy, «['apanm», «Komeko».
«upopmanonHoii cripaBoyHoi cuctemsl apxuBHoi otpaciu (MCCAO)».

Pa3pnen 8. UnTepHeT-TeXHOI0TUM U MHGOPMAIIMOHHBIE PeCypPChl, HcNoJb3yeMblie B IOY

[onatue «uHMOPMAIMOHHBINH pecypc». BHyTpeHHHEe U BHEIIHHE, JOKalbHBIE U
robanbpHbIe HH(pOpMaIMoHHBIE pecypcehl. MHbpacTpykTypa nHGOPMAIIMOHHON JeSTETHHOCTH.

[Monstne wundopmarmonHoit ceru. [mobanpHble BbMHcauTEeNnbHBIE ceTd (WAN) u
JIOKaJabHBIC BeruncauTenbpHbie cetn (LAN).

WNurepner. HaBuratopsl u nouckoBuku (Yahoo, Yandex, Rambler wu ap.) Cucrema
anpecos cetd. Oco6eHHocTu noucka uupopmanuu B MHTepHeT. [IpocThie U CIOKHBIE 3alIPOCHI.
Pecypcol MuaTepreT 11 cnenuanucto chepst JJOVY.

Hcnons3oBanue Bo3MoxHOCTel WHTepHeT misi oOMeHa uHboOpmanuen, opraHHU3aluu
KOH(epeHIUH, 10COK 00bsiBIeHUH, cTpanuy WWW u T.11.

JlokanmpHOE M yJallEHHOE COEJIMHEHHE KOMIBIOTEpoB (pabouux wmecT). Moaemsl,
NPUHIUIBI pabOThl U BO3MOXKHOCTH. CpeacTBa OpraHM3allii BHYTPEHHUX W BHEIIHUX CeTeH
oOMeHa nH(pOpMaIMe B OpraHU3aI1H.

Texnonorusa Murepuer - Untpaner. OCHOBHbIE MOHATHS U METOAMKA PabOTHI B CETH.

OnektpoHHas mnouyTa. OCHOBHbIE (YHKIMU M KOMIIOHEHTHI. FOpuandeckue acreKTbl
ucnonb3oBanus. [loutoBrie nporpammsl Web-caiiTbl 1 METOAMKA UX MTPOEKTUPOBAHMUS.

Pa3nean 9. Ynpasienue 10CcTynoM K J10KyMeHTHPOBAHHOM HHGOpPMAaLHH.
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J0CTyTNa K UH(POPMAIIMOHHBIM PECYPCaM.

Kpurepun 0e30MacHOCTH  3JIEKTPOHHOIO JTOKYMEHTOOOOpOTA.
3alIUTBHl  JOKYMEHTHPOBAaHHOW uHH(popMauuu. ['pynmel MeTONOB 3alUThl HHQOpPMAIUH B

I/IH(I)OpMaI_II/IOHHLIX CHUCTEMAX (annapaTHHe, MMpOrpaMMHEIC, OpFaHI/IBaI_II/IOHHBIC).

Hoctym, mpaBa gocTymna, KOHTPOJIb JOCTyNa W HCIOJIb30BaHHE JOKYMEHTHPOBAHHOU

unpopmanuu B AC JIOV.
MarepuaibpHble HOCUTENN HHPOPMAIIUH U UX (HU3NIECKas 3alluTa.

[TpuHIUMBI XpaHEHNUS U YHUUTOXKEHHS TOKYMEHTHPOBAHHOM MH(OpMAINK, BKIIOUCHHOMN

B AC Z10V.
4. O0pa3oBaTe/ibHbI€ TEXHOJIOTHHU
No Haumenosanue Buowt yueonoi Hugpopmayuonnwie u
n/n paszoena padomul o0pazoseamenvHble MEXHOI02UU
1 2 3 5
1 |BBenenue Jlexmmsa Ne 1 BBojHas neknust ¢ HCoJIb30BaHUEM
BHJIEOMATEPHAJIOB
CamocrosiTenbHas KoHcynbTupoBanue u npoBepka
paboTta JIOMAIIHUX 3aIaHUI IOCPEACTBOM
AJIEKTPOHHOW MOYTHI
2 |Ucropus Jlexknmsa Ne 2 Jleknus-Bu3yanuzanus ¢ IpUMEHEHHEM

apromaru3anuu JJOY

CIalJ- TPOEKTOpa

[TpakTrueckas padoTa
Ne 1

3aHATHA B KOMITBIOTCPHOM KJIaCCEe

CamocTosTenbHas KoHncynpTupoBaHue u nposepka
pabota JIOMAIIHUX 33JJaHUH IIOCPEICTBOM
AJIEKTPOHHOW MOYTHI
3 |TpeboBanus Jlexus Ne 3 Jlexuus-Bu3yanusanus ¢ IpUMEHEHUEM
HOPMAaTHUBHO-TIPABOBBIX Claili- MPOEKTOpa
1 HOPMaTUBHO- [IpakTuueckas pabota |3aHATHSA B KOMIIBIOTEPHOM KJIacce
METOIUYECKUX Ne 2
MNOKYMCHTOB, CamocTosTenbHas KoHcynpTHpOBaHKE U IPOBEPKA
periIaMeHTHpYIomuX  |pabora JIOMAIIHUX 33JJaHUH TIOCPEICTBOM
HCIIOJIb30BaHUE AJIEKTPOHHOM MOYTHI
HMH(OPMaLMOHHBIX
texHosorui B JJOY
4 |OcHoBHble 00bekThl U |Jlexuus Ne 4 Jlexuus-Bu3yanuzanus ¢ IPUMEHEHUEM
MIPUHLIMIIBI ClIaliJI- MPOEKTOpa
apromarusanuu JIOY u (IIpaktudeckas pabora|3aHATHS B KOMIIBIOTEPHOM KJlacce
OpraHM3aluu Ne 3
3JICKTPOHHOI'O CamocTosiTenpbHast KoncynbTHpoBaHue 1 npoBepka
JOKyMEHT0000poTa pabota JIOMAIIIHUX 3aJaHui OCPEICTBOM
SJIEKTPOHHOMW MOYTHI
5 |Peanuzauus 3agau OV |Jlexus Ne 5 Jlexuus-Bu3yanusanus ¢ IpUMEHEHUEM

¢ nomouisro MS Office
H AHAJIOTUYHBIX

claili- MpoeKTopa

[TpakTrueckas pabota

3aHATHS B KOMIIBIOTEPHOM KJ1acce

OCHOBHBIE METOIBI
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IIPOrpaMMHBIX Ne 4
IIPOJSYKTOB CamocTrosTenbHas KoHncynpTHpOBaHue U npoBepka
pabota JIOMAIIIHUX 33JIaHUI [IOCPEICTBOM
JJIEKTPOHHOU ITOYTBI
ba3pl TaHHBIX B Jlexumst Ne 6 Jlexuus-Bu3yanu3anus ¢ IPUMEHEHUEM
MH(POPMALMOHHOM ClIaliJI- MPOEKTOpa
obecrieueHn [IpakTrueckas paboTa|3aHATHS B KOMIIBIOTEPHOM KJIacce
yIpaBiIeHUs Ne 5
CamocTrosTenbHas KoHncynpTHpOBaHue U poBepKa
pabota JIOMAIIIHUX 33JIaHUI [IOCPEICTBOM
JJIEKTPOHHOMU ITOYTHI
TpeboBanus k Jlexumst Ne 7 Jlexuus-Busyanusanus ¢ IPUMEHEHUEM
IIPOrPaMMHOMY CIIaliJI- MPOEKTOpa
00ecTeYeHnIo [IpakTudeckas pabota |3aHATHSA B KOMIIBIOTEPHOM KJIacce
ABTOMATU3UPOBAHHBIX [Ne 6
cucrem JI0Y CamocrosTenbHast KoHcynsTHpOBaHHE U POBEPKa
pabota JIOMAIIHUX 33JJaHUH TIOCPEICTBOM
AJIEKTPOHHOW MOYTHI
Nurepuer-texnonorun |Jlexuums Ne 8 Jleknus-Bu3yanusauus ¢ HPUMEHEHUEM

1 nH()OpMAITMOHHBIE

pecypchl,
ucnospzyemeie B JJOY

CJIalI- TpOeKTopa

[IpakTuueckas pabota
Ne 6

3aHATHA B KOMITBIOTCPHOM KJIaCCe

CamocrosTenbHas
pabora

KoncynpTupoBanue u npoBepka
JIOMAIIHUX 3aIaHUI TOCPEACTBOM
AJIEKTPOHHON MOYTHI

VYmpasneHue JOCTyIIOM
K JIOKyMEHTHPOBAHHOMN
nH(popMann

B mnepuon BpeMeHHOro MPHOCTAHOBIEHHUS IMOCEIIEHUS OO0yJarolmMMHCS TOMEUICHUH U
tepputopun PITY. mns opranuzanuu y4eOHOro mpolecca ¢ NPUMEHEHHEM 3JIEKTPOHHOTO
oOydeHusT W JAMCTAHIMOHHBIX OOpA30BaTENbHBIX TEXHOJOTHMH MOTYT OBITh HCIOJIb30BaHBI
clieayronme o0pa3oBaTebHbIC TEXHOIOTHUH:

— BHUACO-JICKIINH,

Jlextust Ne 9

Jlexuusi-Bu3yanu3anus ¢ mpuMeHEeHUEeM
claili- MpoeKTopa

[IpakTuueckas pabota
Neo 8

3aHATHA B KOMITBIOTEPHOM KJIaCCEe

CamocrosTenbHas
pabora

KoncynpTupoBanue u npoepka
JIOMAIIHUX 3a/IaHUI TOCPEACTBOM
AJIEKTPOHHON MOYTHI

[TpakTuueckas pabora
Ne 11

3aHATHS B KOMIIBIOTEPHOM KJ1acce

CaMocTosTeIbHas
pabora

KoHcynsTHpOBaHKE U IPOBEPKA
JIOMAIIHUX 33JJaHUH TIOCPEICTBOM
AJIEKTPOHHOW MOYTHI

— OHJIAMH-JICKIIUU B PECKUME PCAJIbHOT'O BPCMCHU

— JJICKTPOHHBIC y‘-Ie6HI/IKI/I, yqe6HLIe HOCO6I/I$I, HAYYHBIC U3JIaHUA B 3JICKTPOHHOM BUAC U
AOCTYII K UHBIM 3JICKTPOHHBIM O6p330BaTeHLHHM pecypcam;

— CUCTEMBI IJIs SJICKTPOHHOT'O TECTUPOBAHUAA,
— KOHCYJIbTallUU C UCIIOJIb30BAHUCM TCIICKOMMYHUKAIITUOHHBIX CPCACTB.
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5.0neHKa IIIAaHUPYEMBIX Pe3yJ1bTATOB 00y4eHus!

5.1. Cucrema orleHUBaHUA

JUISL OYHOM, OYHO-3a04HOM (POpMBI O0yUEHUSI:

dopma KOHTPOIIS Makc. KoJIm4ecTBo 0aioB
3a ogHy paboty Bcero

Texymuii KOHTPOJIb:

- oTpoc 5 batoB 35 GaioB

- TecTHI (TeMsbI 1-9) 5 6annos 5 Gamos

- moaroToBKa pedepara (temsr 1-9) 20 6amioB 20 6amioB
[IpomexyTouHas arTecTanus 40 6amroB 40 6ammoB
(’K3aMeH)
Wroro 3a MTUCHUILIMHY 100 6ayutoB

IUISL 3209HOM C TMPUMEHEHHEM JMCTAHIIMOHHBIX TEXHOJOTHH (OpMBI OOydYeHHs, 3a0YHOMN
(ycxkopeHHOE 00y4eHHE) ¢ TPUMEHEHUEM TUCTAHIIMOHHBIX TEXHOJIOTUH (POPMBI 00ydeHUs

dopma KOHTPOIIS Makc. Komu4ecTBo 0aioB
3a ogHy paboty Bcero

Texymii KOHTPOJIb:

- IpOBEpKa MPaKTHYECKOH paboThI 5 6annos 15 6ayioB

- TecThI (TeMbI 1-9) 25 Gamios 25 GamioB
[IpomexxyTouHas aTTecTalus 40 6amnoB 40 6amnoB
(3x3ameH) moroToBKa pedepara (Temsl 1-
9
Wroro 3a MTUCHUILIMHY 100 6ayutoB

[lonyuennblii coBokynHbI pe3ynbraT (MakcuMyMm 100 OamioB) KOHBEpPTHpPYETCS B
TPaJULMOHHYIO IIKaly OLIGHOK W B INKaIy OLEHOK EBpomeiickoll cuctembl MNepeHoca Hu
Hakorutenus kpeautoB (European Credit Transfer System; mamee — ECTS) B cooTBeTcTBHU C
TaOJIULIEN:

100-0a1pHAs MIKaIa TpaauimonHas mkajia Ixama ECTS
9853_ 19040 OTJIUYHO g
68 — 82 XOpOIIIo 3a4TEHO C
56 — 67 D
5055 YIOBIIETBOPUTEIHEHO E
20-49 FX
0-19 HEYJIOBIETBOPUTEIHHO He 3aureno F

5.2 . Kputepuu BBICTaBJICHHUS OIICHKH 110 JUCIUTLINHE

bamnel/ Onenka 1o Kputepuu onieHkH pe3ynbTaToB 00yUYeHUs MO AUCIUILIMHE

[lxana ECTS | nucuurniune

100-83/ «OTIIUNYHO» BrictaBisiercst o0yyaromemycs, €Cii OH TITyO0Ko 1

A,B MIPOYHO YCBOMJI TEOPETUYECKHUI U MPAKTHUECKUI
MaTepuai, MOXKET IIPOJEMOHCTPUPOBATh 3TO HA 3aHATUAX U
B XOJI€ MPOMEKYTOYHON aTTeCTallUU.
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Bamnel/
Ixama ECTS

Orwenka 1o
IUCLUITINHE

Kpurepun onieHkr pe3ynbTaToB 00yUeHHS M0 TUCIUTUIMHE

OOyuaromuiicss KICUEPIBIBAIOIIE U JIOTHYECKH CTPOMHO
u3naraeT yueOHbINH MaTepuall, yMeeT yBSI3bIBATh TCOPHIO C
MIPAKTUKOM, CIIPABIIAETCS C pEUICHUEM 3aj]ay
pohecCHOHATBLHOM HAMIPABICHHOCTH BEICOKOTO YPOBHS
CJI0HOCTH, MPAaBUILHO 00OCHOBHIBAET MPUHSITHIC
perieHusl.

CB0OOIHO OPUEHTHPYETCS B yUeOHOH U
npodeCCUOHATILHOM JINTepaType.

OreHka 1o JUCIUILTAHE BBICTABIISIOTCS 00yUJaIOMIeMyCsl C
y4€TOM pe3yIbTaTOB TEKYIIEH U MPOMEKYTOUHON
aTTecTaluu.

Komnerenuuu, 3akperuiéHHble 3a AUCIUTUTMHOM,
c(hopMHUPOBAHBI HA YPOBHE — «BBICOKHIAY.

82-68/

«XOpoHIo»

BeicraBnsiercs oOyuaromemMycs, €Ciii OH 3HaeT
TEOPETHUYECKUHN U IIPAKTUYECKUI MaTeprall, PAMOTHO U 110
CYILIECTBY M3JIaracT €ro Ha 3aHATHSAX U B X0
IIPOMEKYTOUYHOM aTTECTAllUH, HE IOITyCKasl CYLIECTBEHHBIX
HETOYHOCTEH.

OOyuaronuiicsi IpaBWIBHO MPUMEHSET TEOPETHUECKHUE
IIOJIO’KEHUS IIPU PEIICHNN NIPAKTHYECKUX 3a1a4
npodeCCHOHATBHON HANPAaBIEHHOCTH Pa3HOTO YPOBHS
CJIO)KHOCTH, BJIaJIeeT HEOOXOJUMBIMHU JUI 3TOTO HaBbIKAMH
U IpUEMaMHU.

JlocTaTouHO XOPOIIO OPUEHTHPYETCS B ydeOHOU U
npodeCCHOHATBLHOM JINTepaType.

OneHkKa o JUCHUIUIMHE BBICTABIISAIOTCS 00Yy4atOEMyCs C
Y4ETOM pE3yJIbTaTOB TEKYIIEH U IPOMEKYTOUHOM
aTTecTaluu.

Komnerenuuu, 3akpeniéHubie 3a JUCUUIIIIMHOM,
c(OpMHPOBAHBI HA YPOBHE — «XOPOLIMIA».

67-50/
D.E

«YIIOBJIETBOPH-
TEIbHO»

BeicraBnsiercst o0y4aromemMycsi, €Clii OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUUECKUIN U IIPAKTUYECKUI MaTepHUall,
JIOTTYCKaeT OTJEJIbHbIE OIIMOKH MPH €T0 U3JI0KEHUHU Ha
3aHATHUAX U B XOJI€ IPOMEKYTOUYHOM aTTECTALNH.
OOyu4aronmiicst UCTIBITHIBACT ONPEIEIEHHBIC 3aTPy THEHHS
B IIPUMEHEHUHU TEOPETUUECKUX MOJI0KEHUM IIPU PELICHUH
NPaKTUYECKUX 3a/1a4 MPO(HEeCCHOHATFHON HANPaBIEHHOCTH
CTaHIapTHOT'O YPOBHS CII0)KHOCTH, BJIAJCET
HEOOXOUMBIMHU I 3TOT0 0a30BBIMU HAaBbIKAMU U
pUEMamHu.

JleMoHCTpHpyeT 1OCTaTOUHBIM ypOBEHb 3HAHUS yueOHOU
JUTEPaTypsl 110 TUCLHUILINHE.

OreHkKa MO JUCLUILUINHE BBICTABIISIOTCS 00Y4aIOIEMYCs C
YYETOM PE3YIbTATOB TEKYLIEN U IIPOMEKYTOUHOMN
aTTeCTaluH.

Komnerenuuu, 3akperui€HHble 3a AMCIUTUIMHOM,
c(hOpMHPOBAHBI HA YPOBHE — «JOCTATOUHBIN.

49-0/

«HCYAOBJICTBOPUTC

BricTaBnsercs o6yqalomeMy05{, €CJIM OH HC 3HACT Ha




14

Bbannsl/ OueHka no Kputepuu onieHKH pe3ynbTaToB 00yUeHUS MO AUCIUILINHE
Ixama ECTS | nucuuminae

F,FX JILHO» 0a30BOM ypOBHE TEOPETUYECKUM M MPAKTHUCCKUI
MaTepHal, JI0IycKaeT rpyObie OIHOKH IPU €To
U3JI0’KEHUU Ha 3aHATHUSIX U B XOJ€ MPOMEKYTOUHON
aTTeCTaluy.

OOyyaromuiics UCIIBITBIBAET CEPhE3HBIE 3aTPYIHEHUS B
NPUMEHEHUN TEOPETUYECKUX MOJIOKEHHI MIPU PELICHUN
MPAKTHYECKUX 3aja4 MpodeccrnoHanbHOM HAlIPaBIEHHOCTH
CTaHJIAPTHOT'O YPOBHS CJIOKHOCTH, HE BIIAJEET
HEOOXOJUMBIMU I TOTO HABbIKAMU U MPUEMAMH.
JlemoHCTpHpYeT parMeHTapHbIe 3HAHUS YIeOHOMH
JUTEPaTypPhl M0 TUCIUILINHE.

O1eHKa Mo JUCHUIUIMHE BBICTABISIOTCS 00YyJaoIeMycCs C
Y4ETOM pe3yIbTaTOB TEKYIIEH U MPOMEKYTOUHON
aTTeCTaluy.

KomneTenuuu Ha ypoBHE «IOCTaTOYHBINY, 3aKpETIEHHBIE
3a IUCLUILIMHOM, He COPMHUPOBAHBI.

5.3. OueHouHbIe cpeacTBa (MATEPUAJIBI) VISl TEKYILIET0 KOHTPOJIS YCIIeBaeMOCTH,
NMPOMEKYTOYHOM aTTeCTAIUU 00yYAOIIMXCS MO IUCHUIIMHE (MOLYJII0)

IIpumepHbIe TemMbl pedepaToB MO pa3aejaamM IUCIUILIMHBI:

1. NccnenoBanne 0OCHOBHBIX OOBEKTOB U PUHILUIIOB aBTOMATU3allMU B YIIPaBJICHUH.

2. OnexkTpoHHBI oduc. McciaenoBaHne COBpeMEHHBIX HMH(GOPMAIMOHHBIX TEXHOJOIHH,
ucnoiaszyemsix B JJOV.

3. Mcnonb30BaHue aBTOMATH3MPOBAHHBIX MH(MOPMALIMOHHBIX CUCTEM B YIPaBJICHUH.

4. AHanu3 HOPMAaTUBHO-IIPABOBBIX aKTOB, PETJIAMEHTHUPYIOIIUX IPOLECCHl BHEJIPEHUS U
UCTOJIb30BaHUs MHQOPMAIIMOHHBIX TexHooruil B /I0Y.

5. AHanu3 HOPMAaTUBHO-METOJWYECKUX JIOKYMEHTOB, PErJaMEHTUPYIOIIUX MPOLECCH
BHEPEHMS U MCII0JIb30BaHMsl HH(OPMAIIMOHHBIX TexHoJoruii B JIOY.

6. UccnenoBanue GpopMaToB 3IIEKTPOHHBIX JOKYMEHTOB, UCHIOIB3yeMbIX B JIOY.

7. Hcnonb30BaHuEe OTKPHITHIX (OPMATOB 3JIEKTPOHHBIX JOKYMEHTOB M CBOOOJHOIO
IIpOrpaMMHOro obecrnieueHus A pemenus 3agad J10Y.

8. Benymue kommaHuM-pa3paOOTYMKM HPOrpaMMHBIX mpoaykroB it JIOY u ux
pa3paboTKHu.

9. O0630p myOnMKaMH OTEYECTBEHHBIX AaBTOPOB IO BOIIPOCAM  HCIOJIb30BAaHUS
COBPEMEHHBIX MH(OpMAIIMOHHBIX TexHoJoruii B JIOY.

10. 0O0630p nyOauKanuii 3apyOeKHBIX aBTOPOB MO BOIPOCAM HCIOIb30BaHUS COBPEMEHHBIX
MHPOPMALMOHHBIX TexHonoruil B JJOVY.

11. HccnenoBaHue  MpPakTUKM — WUCHOJb30BAHUS  COBPEMEHHBIX  HMH(OPMAlMOHHBIX

texaonoruii JIOY 3a pyOexkoM (Io cTpaHam, BBEIOpAaHHBIM CTYJACHTaMH) W BO3MOXXHOCTH
MPUMEHEHHUs X omnbiTa B Poccun.

12. be3bymarkHasi TEXHOJIOTHS ITOATOTOBKH JOKYMEHTOB.

13. Ilpunanvie OPUINUECKON CHIIBI 3JIEKTPOHHBIM JJOKYMEHTaM.

14. Pecypcst UnaTepHeT mms crieranuctoB cdepst JOY.

15. OcHOBHBIE 3Tanbl pa3BUTH HHGOPMAIIMOHHBIX TexHoorui B JIOY.

16. OcHoBHbIe 3a1aun, crosimue nepen ACY /I v nyTu ux pemeHus.

17. AHanu3 coBpeMEHHbBIX WH(OPMALIMOHHBIX TEXHOJOTUH CO3/IaHUs, XpaHEHUSI U OOHOBJICHUS
JTIOKYMEHTOB.
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KOHTpOJIbeIe BOIIPOCHI X 3aIaHUA TJIA HpOMe)KyTO‘lHOﬁ aTTeCTallui II0 U TOramM
OCBOCHHUSA NUCIUIIJIMHBI

1.[lonstue «uHpopmanusa» u «uHPOpManuoHHsle TexHojorun» B JOVY. Kiaccuduxanms
MH(POPMALIMOHHBIX TEXHOJIOTUH.

2.Ha3HnavyeHnue, MeCTO, pOJib OCHOBHBIX WH(OPMAIMOHHBIX TEXHOJIOTUH, NPUMEHIEMbIX B
YIPaBIICHUM.

3. TloHATHUS «INEKTPOHHBIN TOKYMEHT» U «3JIEKTPOHHBIH JOKYMEHTOO0OPOTY.

4.3akoHonaTenbHas 0a3a, perjlaMeHTUpYIOIIas MpoLecchl NMPUMEHEHUs] MH(OPMAIOHHBIX
texnonoruii B JIOVY.

5.HopmartuBHO-nIpaBoBas 6a3a, perIaMeHTHPYOIIAs IIPOLIECCHI IIPUMEHEHUS
MHPOPMALMOHHBIX TexHonorui B JJOVY.

6.HopmaTtuBHO-MeTOMueckass  0a3a,  perjlaMeHTUpYIOIlas  MPOLECChl  MPUMEHEHMs
MHPOPMALMOHHBIX TexHonorui B JJOVY.

7.0OcHOBHBIE 3Tanbl U YpoBHHU aBToMatu3auuu JJOVY.

8.OcHOBHBIC 00BEKTHI U MIPUHIIUIIEI aBToMaTu3anuu JJOY.

9.llenu u 3agaun aBTromaTuzanuu JJOVY.

10. OcHoBHble ~ WH(POPMALIMOHHBIE  TEXHOJOTMM,  HCIOJIb3yeMble B  pabore C
MH(POPMALIMOHHBIMU PECypCaMH OpraHU3alUH.

11. OcHoBHbIE (hOpMaTHI IEKTPOHHBIX JTOKYMEHTOB, UcToyb3yembie B JJOY.

12. ®opMathl XpaHEHHUS 3JIEKTPOHHBIX TOKYMEHTOB.

13. OtkpeiThie opMatel DJ] U cBOOOAHOE MpOrpaMMHOE OOECredeHre, UX 3HAYCHHE IS
JOY.

14. OcHoBHbI€ 3Tanbl pa3BUTHI HHPOPMAIIMOHHBIX TexHoJoruii B JIOY.

15. OcHoBHbIE HH(OPMALIMOHHBIE TEXHOJIOTUH, UCIIOIb3yEMBbIE IPU pabOTE ¢ JOKYMEHTaMHU.

16. TexHonoruu co3aHusi JOKYMEHTOB.

17. TexHonoruM CKaHUPOBaHUA TOKYyMeHTOB B JIOVY.

18. [IpMeHeHne TeXHOJOTHH ITPUXKOAUPOBAHUS B paboTe C TOKyMEHTaMH.

19. TexHonOorNM XpaHeHUsI TOKYMEHTOB B COBPEMEHHBIX YCIIOBHSX.

20. ITousiTue 6a3a JaHHBIX, OCHOBHOE Ha3HAYECHHE.

21. Ucnonw3oBanue 0a3 JaHHBIX B yrpaBieHUU. [Ipumepsr.

22. Tlonstue «KopriopaTHBHass 0a3a MJAaHHBIX» M «KOPHOpAaTUBHAs WH(OPMAIIMOHHAS
cucTeMa». TeXHOJIOrus «KINEHT-CEPBEPY.

23. Mcnonp30BaHue KIAacCU(UKATOPOB M CIPABOYHHKOB B aBTOMATH3MPOBAHHBIX CHCTEMax
JOKYMEHTAI[HOHHOTO 00EeCIeYeHUs yIIPaBICHHSL.

24. TlpuxyagHoe mporpaMMmHoe oOecreueHue sl aBTOMaTH3MpoBaHHBIX cuctem JIOVY.
[Tpumepst coBpemennbix AC JIOV.

25. Pa3paboTKky BeAyIIMX KOMITAHHH-Pa3paOO0TUYMKOB MPOTPaMMHBIX MpoaykToB st JJOY
(komMmaHUs IO BBIOOPY CTYICHTA).

26. Kputepun oLeHKH M BBIOOpa KOMIIAHHUH-Pa3padOTYMKa MPOTrPAMMHOIO MPOIYKTa JUIs
JOY.

27. CripaBOYHO-IIPaBOBBIE CHCTEMBI, UX COCTaB, CTPYKTypa M NPHUHLUIBLI OCTPOCHUS.
[Tpumepsi.

28. IHTepHET-TEXHOIOTHH U UHPOPMALIMOHHBIE PeCypCHl, Hcmob3yemble B JIOY.
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6. YueOHO-MeTOqUYecKOe U MHPOPMAIIMOHHOE o0ecTiedeHune JUCIUTITIHHBI

6.1. Cnmcoxk HCTOYHUKOB M JIMTEPATYPbI

OcHoBHast iuTEpaTypa

1. Jlapynp Muxaun BacunseBuu. HWHpopmannoHHoe obOecrieueHUe yHpaBiIEHUS :
yaebHoe nocobue / M. B. Jlapun ; [M-Bo oOpa3oBanus u Hayku Poc. @enepanuu, Deaep. roc.
O0ro/pKeTHOE 00paszoBar. yupekaeHHue BbIcII. oOpazoBanus "Poc. roc. rymanuTapHeiii yH-T"]. -
Mocksa: PITY, 2018. — 278 c.

2. Kynses, H.H. UndopmanmonHbie TEXHOJIOTUN B JTOKyMEHTAlIMOHHOM OOecreYeHUn
yIpaBJIeHUs] U apXuBHOM jene : yueOHuk ais By3oB / H.H. Kynses, T.B. Konnpamosa, E.B.
TepentbeBa, A.I'. ®abpuanoB ; Mo o6m. pea.a.ro.H., mpod. H.H. Kynsesa. - M.: Jloroc, 2017. -
408 c. - (HoBas crynmenueckas Oubmmoreka) - ISBN 978-5-98704-786-6. - Pexxum poctyma:
http://znanium.com/catalog/product/1015021

3. AranbnoB Buxtop IlerpoBuu. ba3el nanubIx : YueOnuk: B 2 kuurax. - 1. - Mocksa ;
Mockga : U3pgatensckuit JJom "®OPYM" : OOO "Hayuno-uznarensckuid nieatp MHOPA-M",
2018. - 271 c. - ISBN 9785819907139.
http://znanium.com/go.php?1d=929256.

4. EBmokumoBa Jlrogmuna MuxaiaoBHa. DIEKTPOHHBIA — JTOKYyMEHTOOOOPOT H
oOecrieueHne 0E30MacCHOCTH CTaHAAPTHBIMU cpencTBamu windows : YueOHoe mocobue. - 1. -
Mocksa ; Mocksa : OOO "KYPC" : OOO "Hayuno-uznarensckuii nentp MHOPA-M", 2018. -
296 c. - ISBN 9785906923240.
http://znanium.com/go.php?id=939786

5. HWHdopmannoHHble TEXHONOTUU yrpaBieHus : yueOHuk / b.B. UepHukoB. — 2-e u3z.,
nepepab. u jgon. — M. : U] «DOPYM» : UHOPA-M, 2017. — 368 c. — (Bsicuiee
oOpazoBanme). - Pexxum goctyna: http://znanium.com/catalog/product/545268

6. OCHOBBI TIOCTPOCHHUSI ABTOMATU3UPOBAHHBIX MH(POPMALMOHHBIX CUCTEM: YUYeOHUK /
B.A. I'Boznesa, .10. JlaBpentneBa. - M.: UJI ®OPYM: HULL Undpa-M, 2013. - 320 c.: w;
60x90 1/16. - (IIpodeccuonanbHoe obOpazoBanue). (mepemier) ISBN 978-5-8199-0315-5 -
Pesxxum noctyna: http://znanium.com/catalog/product/392285

7. Kucenes, I'. M. MHpopmanrioHHble TEXHOJIOTUM B SKOHOMHKE U YIIPaBJICHUHU
(@ dextuBHas padora B MS Office 2007) [DnekTponHslii pecypc] : Yuebnoe mocobue / I'. M.
Kucenes, P. B. boukoBa, B. 1. Cadonos. - M.: M3natenscko-Toprosasi koprioparus "Jlamkos u
Ke",  2013. - 272 c¢. - ISBN 978-5-394-01755-1. - Pexum  goctymna:
http://znanium.com/catalog/product/415083

JlonoiHUTe IbHASI JIUTEpPaTypa

1. Pa3paboTka METOAWKH TIOATOTOBKM OpTaHU3allMM K BHEJIPCHUIO CHUCTEMBI
AJIEKTPOHHOTO ToOKyMeHTooOopoTa [MHTepHeT-xypHan "Haykosenenue", Bomm. 1, 2014, ctp. -] -
Pexxum nmoctyma: http://znanium.com/catalog/product/477586

2. DNEeKTPOHHBIH JOKYMEHTOOOOPOT M oOecredeHue O€30MacHOCTU CTaHIapPTHBIMU
cpenctBamu windows : yueobnoe nmocooue / JL.M. EBnokumoBa, B.B. Kopsokun, A.H. IIsbkuH,
O.I. [IlBeukoBa. - M.: KVYPC, 2019. - 296 <c - Pexum pgocrymna:
http://znanium.com/catalog/product/1001864

3. DNeKTpOHHOE TPABUTEIBCTBO. OJEKTPOHHBIA JOKYMEHTOOOOpOT. TepMHUHBI |
onpeneneHus : yueb. mocodbue / C.}O. Kabamos. — M. : UH®PA-M, 2017. — 320 c¢. —

(Beicuiee obOpa3oBanue: bakanaspuar). - Pexum JIOCTYTIA:
http://znanium.com/catalog/product/809828
4. 3ammra KOH(UICHIINATEHOM uHpOpMAITUU npu AIIEKTPOHHOM

nokymeHToobopote/Munnal.B., MuannO.B. - HoBocubupck : HI'TY, 2011. - 20 c.: ISBN 978-
5-7782-1829-1 - Tekct : anekrponHsiid. - URL: http://znanium.com/catalog/product/546492
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5. llenenun, I'. U. JlokymeHTaIust U JOKyMEHTOOOOPOT BHEIIHETOPTOBBIX CJIIEJIOK Ha
BHYTPEHHEM BOJHOM U CMEXHBIX BHJax TpaHcmopTta : cnpaBounuk / I'. W. enenun, I1. K.
Kpxemunckuit. - M. : Ansraup MI'ABT, 2010. - 138 c. - Tekct : snexrpoHHblid. - URL:
http://znanium.com/catalog/product/1026173 -  Texkcr :  osaektponnsid. -  URL:
http://znanium.com/catalog/product/1026173

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

7. WudopmaTrka, aBTOMaTH3MPOBAHHbIE WH(POPMAIMOHHBIE TEXHOJIOTHMH M CHUCTEMBI:
VYueonuk / I'Bo3aeBa B.A. - M.:1Jl ®OPYM, HUL| UTHDPA-M, 2015. - 544 c.: 60x90 1/16. -
(ITlpodeccuonanboe  obpazoBanue) ISBN  978-5-8199-0449-7 - Pexum pgocrymna:
http://znanium.com/catalog/product/492670

8. HMHubopmaTnka, aBTOMaTH3UPOBaHHbIE HH()OPMAIIOHHBIE TEXHOJIOTHMH U CHUCTEMBI :
yuebHuk / B.A. I'Bo3neBa. — M. : U] «®OPYM» : UTHOPA-M, 2019. — 542 c. — (Cpennee
npodeccuoHanbHOe oOpa3oBaHuUe). - Pexum JOCTyTa:
http://znanium.com/catalog/product/999615

9. IIpoektupoBanue u peanuzanus 6a3 nanusix B CYBJl MySQL ¢ ucnonszoBaHuem
MySQL Workbench. Metoasl u cpeacTBa NpOEKTHPOBAHUS WH(POPMALMOHHBIX CHCTEM U
TexHoioruil. MHcTpymMeHTanpHble cpefcTBa MH(GOPMALMOHHBIX CHUCTEM : ydeOHoe mocobue /
C.A. Maptumms, B.JI. Cumonos, M.B. Xpanuenko. — Mocksa : UJ[ « DOPYM» : UHOPA-M,
2020. — 160 c. — (Cpennee nmpodeccroHanbHOe 00pa3zoBanue). - TekcT : anmekTponHsbIit. - URL:
http://znanium.com/catalog/product/1065833

6.2. IlepedyeHb pecypcoB MH(OPMALNMOHHO-TEJEKOMMYHHKANMOHHON ceTn «VHTepHeT»,
HEO00XO0AMMBbIH VISl OCBOCHUS M CHUIJIMHBI (MOLYJIs1)
pecypcbl UaTepHeT

1. Bcepoccuiickuii Hay4YHO-HCCIEIOBATEIbKUN HWHCTUTYT JIOKyMEHTOBEACHHS W
apxuHoro nena (BHUMIAH) [Dnexkrponnsiii pecypc] /BHUNIAAL - Dnekrpon, naH.- M.,
[2001].— Pexxum moctymna: www.vniidad.ru, cBOO0HBINH. — 3ari. ¢ skpaHa.

2. KoncantunroBass tpynmna «Tepmuka». [HopmaTtuBHO-mpaBoBasi 0a3a JaHHBIX IO
JIeTIOTIPOU3BO/ICTBY, JIOKYMEHTOOOOpPOTY U apXUBHOMY Jeiny| [DnekTpoHHbIH pecype] /
«Tepmukay - DNEeKTpOH, JIaH.- M., [200-].— Pexum JOCTYTIA:
http://www.termika.ru/Catalog/catalog.html, cBo6oansIif. — 3ariu. ¢ skpana.

3. Docflow. Bce o mupe snexkTpoHHOTo aoKyMeHTooOopota. [[lopTanm mocesiieH
AJIEKTPOHHOMY JIOKYMEHTOOOOpOTY M CMEXHbIM oTpacisiM. OH mpu3BaH TNPEeIOCTaBUTh
YUTATENSIM CaMyl0 TIOJIHYI0, CTPYKTYPHPOBAHHYIO U TIOJE3HYI HWH(POPMAIMIO O pHIHKE,
TEXHOJIOTHSIX, PEUICHUSAX, KOMIAHUAX U JUIax]. [DJIEKTpOHHBIN pecypc| - DIEKTpOH, AaH.-
M.,— www.docflow.ru, cBoOoaHBINH. — 3ari. ¢ 3KpaHa.

4. DOC-Online. He3aBucuMbIii mopTan o cUCTeMax JJIEKTPOHHOTO JTOKyMEHTOO0OpOoTa.
www.doc-online.ru

5. Opunumanshsii caiir 1C: Ipeanpusarue 8. - [DnexkTpoHHbIH pecypce] - https://v8.1c.ru/.

6. OdunmanbHbIi callT «IeKTpoHHbIE OQUCHBIE CUCTEMBI» - [DIEKTPOHHBINH pecypc] -

https://www.eos.ru/.

7. OduumanpHplii caiit kommanuu «HuTep-Tpact» - [DnekTpoHHBIH pecypc] -

https://www.intertrust.ru/.

8. Odunmansuerii cadT komnanuu «Cognitive Technologies» - [OnexTponnslit pecypc] -

https://www.cognitive.ru/



https://www.cognitive.ru/
http://www.doc-online.ru/
http://znanium.com/catalog/product/999615
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6.3 IIpoeccuonabHbIC 0a3bl JAaHHBIX U MH(POPMAIMOHHO-CIIPABOYHbIE CHCTEMbI
Joctyn x npodeccuonanbHbIM 6a3am naHHbIX: https://liber.rsuh.ru/ru/bases

WHudopmanroHHbIe CIIPAaBOYHBIE CUCTEMBI:
1. Koncynsrant [limroc
2. Tapant

7. MaTepuajibHO-TeXHHYeCKOe o0ecrieyeHne JMCIUIIIMHbBI (MOYJIsA)

Jl1s MaTepranbHO-TEXHUYECKOTO 00ecrieYeH s TUCIUILINHBI HCTIONb3YIOTCS: J1a00opaTOpus
JOKYMEHTOBEJICHUSI M  TEXHOTPOHHBIX JOKYMEHTOB, CHEIHAIU3UPOBAHHBIC ayJAUTOPUHU
KMHOGOTO(DOHO- U BUACO-AOKYMEHTHPOBAHHS, KOMIBIOTEPHBIM  KJIacC, pa3/laTOuYHbIe
MaTepHalbl, KOJUIEKIUs (POTOTOKYMEHTOB, 3ByKO3aNuceil 1 KUHO(PHUIHLMOB.

CocTaB mporpaMMHOro odecne4eHus

Nen/ Haumenoranue [10 IIpouzBonurens Crroco6 pacrpocTpaHeHUs
o (auyensuonuoe uau c60600HO
pacnpocmpansemoe)
1. Adobe Master Collection CS4 Adobe JINLIEH3UOHHOE
2. Windows 10 Pro Microsoft JIUTIEH3NOHHOE
3. Kaspersky Endpoint Security Kaspersky JIMLEH3UOHHO®
4. Microsoft Office 2016 Microsoft JIuuieH3nOHHOE
5. Zoom Zoom JILIEH3UOHHOE

[TpodeccrnonanbpHBIC TOJTHOTEKCTOBBIC 0a3bl JAaHHBIX:

Nert/ HaunmenoBanue
II

1 IIpodeccronanbHble MOJTHOTEKCTOBEIE B/I,
1.  HammonansHas snektpoHHas 6ndmmnorexa (HOb) www.rusneb.ru

2. ELibrary.ru Hayunas snextponnas 6ubimoreka www.elibrary.ru

3. DmnekrponHas 6ubnroreka Grebennikon.ru www.grebennikon.ru
4. Cambridge University Press

5. ProQuest Dissertation & Theses Global

6. SAGE Journals

7.  Taylor and Francis

8. JSTOR

8. Obecneuenue 00pa3oBaTeJLHOIO MpoLECCA ISl JIUI ¢ OTPAHUYEHHBIMU
BO3MOYKHOCTSIMHU 3/I0POBbSI U HHBAJIU/I0B

B xoxme peanmzanuu JUCHUTUIMHBI UCTIONB3YIOTCS CIEAYIONIUE JOMOJHUTEITBHBIE METOIBI
oOydeHusi, TeKyIIero KOHTPOJS YCIEBAEMOCTH U MPOMEKYTOUHOM aTTeCTalli 00y4aroIuxcs B
3aBUCUMOCTH OT UX UHAUBUIYATBHBIX OCOOCHHOCTEH:
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® IS CTIETBIX U CIa00BUASIINX: JEKIIMH OQOPMIIIOTCS B BUJIE AJIEKTPOHHOTO TOKYMEHTA,
JOCTYIHOTO C MOMOIIBI0 KOMITBIOTEPA CO CTIeUATH3UPOBAHHBIM MPOTPAMMHBIM 00eCTIeYeHUEM;
MMCbMEHHBIE 33/IaHUSI BBIMOJIHSAIOTCS HA KOMIBIOTEPE CO CIELMAIM3UPOBAHHBIM MTPOTPAMMHBIM
obecrieueHrneM UM MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM; 00€CIIeYMBACTCS] MHAUBH Iy alIbHOE
paBHOMepHOe ocBerieHrue He MeHee 300 JIFOKC; ISl BBIMOJHEHUS 3aaHusl IPU HEOOXOAUMOCTH
MIPEOCTABIISCTCS YBEINYUBAIOIIEE YCTPOUCTBO; BOBMOXKHO TAaKXKe MCIIOJIb30BaHUE COOCTBEHHBIX
YBEIMUUBAIONIUX YCTPOWCTB; MUChMEHHBIC 3alaHusi O(OPMIISIOTCS YBEIHUYCHHBIM MIPpUDTOM;
9K3aMEH M 3a4€T MPOBOJATCS B YCTHOW (POpME WM BBIMOJHSIOTCS B IMHCHMEHHOW (opme Ha
KOMITBIOTEPE.

o Ul TIYXUX M CIa0OCHBINIANINX: JICKIMA O(OPMISIOTCS B BHJAE DICKTPOHHOIO
JOKyMEHTa, JIMOO TIPEIOCTABIACTCA 3BYKOYCHJIMBAIOIIAS —AamMapatypa WHAWBUIYaIbHOTO
MO0JIb30BaHMs; MHCHMEHHBIC 3aaHUsl BBIMIOJHSAIOTCS HA KOMIBIOTEpE B MHUCBMEHHOW (hopme;
9K3aMEH M 3a4€T MPOBOIATCS B MUCbMEHHON (opMe Ha KOMITBIOTEPE; BO3MOKHO MPOBEJCHUE B
(dbopMe TecTUpOBaHHUS.

® IS JIMI] C HApPYLICHUSIMU OIOPHO-JABUraTeJIbHOTO ammapara: JEeKIUH OQOpPMIISIOTCS B
BHJE  JJIGKTPOHHOIO  JOKYMEHTa,  JOCTYIHOTO C  IIOMOLIBIO  KOMIIBIOTEpA  CO
CHELMATM3UPOBAHHBIM IIPOIPaMMHBIM O00€CIIEYEHUEM; NMHCbMEHHBIE 3a/1aHUS BBIIIOJIHAIOTCS Ha
KOMIIBIOTEPE CO CHENMAIU3UPOBAHHBIM IPOTPAMMHBIM O00€CIIEYeHHEM; JK3aMEH M 3a4éT
IIPOBOASATCS B YCTHOM (hOpMe MIIM BBIIOJHSIOTCS B TUCBbMEHHON (hopMe Ha KOMIIbIOTEPE.

[Tpn HEOOXOMUMOCTH TPETyCMaTPHUBACTCS YBEINYECHUE BPEMEHH /ISl TOATOTOBKHU OTBETA.

[Iponienypa  mpoBeneHHS  NPOMEXKYTOUHOW  aTTeCTallik  JUIsl  OOydarolIMXcs
YCTaHABIMBACTCA C YYETOM WX WHAUBUAYAIBHBIX ICUXO(PU3MUECKUX OCOOCHHOCTEH.
[TpomexxyToUdHast aTTeCTAIMs MOXKET POBOAUTHCS B HECKOJIBKO 3TATIOB.

[Ipu mpoBeneHHU TNPOIEAYPHl OIEHHBAHUS PE3YJbTaTOB OOYyUEHHS NpEILyCcMaTpHUBACTCS
UCTIOJIb30BAaHNE TEXHUYECKHX CpEACTB, HEOOXOAMMBIX B CBSI3M C HWHIUBUAYAJIbHBIMU
0COOCHHOCTSIMH O0YyYaroIIMXCsS. JTH CPEICTBA MOTYT OBITh NPEIOCTABICHBI YHUBEPCHTETOM,
WJIA MOTYT HCIIONIb30BaThCSl COOCTBEHHBIE TEXHUYECKHE CPEICTBA.

[lpoBenenne mponenypbl OLCHUWBAHMS — PE3yJbTaroB  OOy4YeHHWs]  JIOMyCKaeTcs ¢
WCTIOJIb30BaHUEM JUCTAHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOIOTHH.

ObecneunBaetcs 10CTyn K MHGOOPMAIMOHHBIM U OMOIMOrpaMuecKuM pecypcaMm B CETH
WuTepHer s Kaxaoro oOydaromierocs B (oOpMax, aJanTHPOBAHHBIX K OTPAHUYCHUSM WX
3JI0POBBSI ¥ BOCIIPUSATHS HH()OPMALIUH:

® [ CIIENIBIX W CIA0OBUASAIIMX: B TedaTHOW (hopMe yBENWYEHHBIM mpudtom, B dhopme
AJIEKTPOHHOTO JOKYMEHTa, B popme ayauodaiina.

® JIUIS TITYXHX U CJIa0OCIBIIAIINX: B Ie9aTHOU (hopme, B (hOpMe IEKTPOHHOTO JJOKYMEHTA.

e i oOydaroluxcs € HapyLICHUSMU OMNOPHO-ABUTATENbHOIO ammapara: B MeYaTHOU
¢dopme, B popme IEKTPOHHOTO JOKYMEHTa, B (hopMme ayanodaiina.

Y4eOHble ayAUTOPUU AJI BCEX BHUJIOB KOHTAKTHOW M CAMOCTOATEIHHOW PabOThI, HAy4YHAS
OMOIMOTEKAa W WHBIC MOMEIIEHUS JUIsl OOyYEeHUSI OCHAIIEHBI CIECIHAIBHBIM 000PY/IOBaHUEM U
y4eOHBIMU MECTaMH C TEXHUYECKUMU CPECTBAMHU O0YUYCHHUS:

® ISl CIIETIBIX W CIa0OBHIAIIMX: YCTPOMCTBOM JIJIsI CKAHHUPOBAHUS M UYTCHUS C KaMepoi
SARA CE; nucrineem bpaiins PAC Mate 20; npuntepom bpaitnsg EmBraille ViewPlus;

® [ TUIYXUX U CJIIa0OCTBIMIAIINX: aBTOMATH3UPOBAHHBIM PA0OYMM MECTOM IS JIOACH C
HapyIICHUEM CITyXa U CIa00CITBIMIANTNX; aKyCTHISCKUN YCHIIUTENb U KOJIOHKU;
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17151 00yUaKOIIUXCsl ¢ HApYIIEHUSIMHU ONOPHO-ABUIaTEeIbHOIO anmnapara: nepeBKHbIMY,
peryaupyeMbIMu  3proHomuueckumu  mapramu  CH-1;  KOMIOBIOTEpHOM  TEXHUKOM  cO
CMEeLUAIbHBIM [IPOTPAMMHBIM 00€CTIEYeHUEM.

9. MeToanueckne MaTepHaJIbl
9.1 Il;1aHBI NPAKTHYECKUX 3aHATHI

Tema 3. TpeGoBaHus HOPMATHUBHO-TIPABOBBIX 1 HOPMATHBHO-METOAMYECKHX IOKYMEHTOB,
perJiaMeHTHPYIOIIHMX HCI0JIb30BaHNe HHPOPMANHMOHHBIX TexHoJ0rui B 1I0Y

3anaHus:

1. [Tonp3ysice ucTOYHMKamMu IIHTEpHET H3y4MTh COCTaB M COJEPKAHUE OCHOBHBIX
HOPMAaTUBHO-TIPABOBBIX M HOPMAaTUBHO-METOAMYECKUX JOKYMEHTOB, pErJIaMEHTUPYIOIIHNX
UCMOJIb30BaHUEe HH(GOpPMALMOHHBIX TexHoinorud B JIOY (B COOTBETCTBMM CO CIIMCKOM,
MIPEAJIOKEHHBIM TPETIOAABATEIIEM ).

Cnucok UCTOYHMKOB:

0a3bl TaHHBIX, HTHPOPMALMOHHO-CIIPABOYHBIE U TIOMCKOBBIE CUCTEMBI

- «Koncynprant [1mroc»

- «T'apanT»

- «Komexc»

Tema 4. OcHoBHble 00beKTbI W nNpuHOUNBLI aBroMatm3anuu 1OY u opranmszanum
3JIEKTPOHHOI0 I0KYMEHT0000poTa

KoHTposibHBIE BOITPOCHL:

1. Tlepeuncnuth OCHOBHBIE 00BeKThl aBToMatu3anuu B JIOY (cM. MaTepuanbl JEKIUH -
MIpEe3EHTALINS).

2. IlepeuucnuTh MNPUHLMUMBI OpraHU3allMd  BJIEKTPOHHOTO JIOKYMEHTooOopoTa (CM.
MaTepuaibl JEKIUH - IPE3eHTALs).

3. OmnpenenuTb cOCTaB pa3pabOTYMKOB M Hanbosee nomysipHbIX KoMmiiekcHbx UT B JIOY
(COI/ECM cucteMsbl) MpuUMeHsIeMbIX JU1si apToMaTu3auu JJOY.

4. Ilonw3ysice HTEpHET-UCTOYHUKAMH O3HAKOMUTHCS C aHAIMTUYECKMMH MaTepUalaMH 10
0o030py peirka HWT B JIOY: http://www.cnews.ru, http://www.doc-online.ru,
http://www.tadviser.ru, caiitsl pazpabotunkos [10 u ap.

Bonpocs! uist uzydenus:
ocHOBHBIE npencrasuteny peiaka UT B IOV,
HauOoJ1ee MOMyJIsipHbIE MPOrPpaMMHbIE IPOAYKTHI,
CTaTHUCTHKA 3a mociiequne 5-10 mer,
aHAJMTHAKA PBIHKA, XapaKTePHCTUKAa COBPEMEHHOTO COCTOSHHS W TEHACHIMH, TPOOIEMBbI U
nepcneKkTuBsl pa3BuTus coppemenHsix UT B JIOY.
3. ChopmynrpoBaTh BEIBOJ IO UTOTAM W3YyYEHUS MaTepraa.

Crrcox UCTOYHHMKOB:

Jlapun Muxaun BacunbeBuu. MHbopmannoHHoe obecrieueHue yIrpaBieHHs : yueOHoe
nmocoone / M. B. Jlapun ; [M-Bo oOpa3oBanus u Hayku Poc. Depepamum, dDenep. roc.
Oro/pKeTHOE 00pas3oBarT. yupexkaeHue BhICII. oOpa3zoBaHus "Poc. roc. ryMaHuTapHbIi yH-T"]. -
Mocksa: PITYVY, 2018. - 278 c.

KynsieB, H.H. UndopmannoHHble TEXHOJOTMH B JOKYMEHTAllMOHHOM OOECIeYeHUn
yIpaBJICHUs] U apXuBHOM Jene : yueOnuk misi By3oB / H.H. Kynses, T.B. Konapamosa, E.B.
TepentneBa, A.I'. ®abpuunos ; moa obul. pea.na.ro.H., npod. H.H. Kynsesa. - M.: Jloroc, 2017. -
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408 c. - (HoBas crynmenueckas Oubnmoreka) - ISBN 978-5-98704-786-6. - Pexum pocryma:
http://znanium.com/catalog/product/1015021

CNews.ru — H3/1aHHE O BRICOKMX TEXHOJIOTHUAX. [DIEKTPOHHBIN pecypc]
-http://www.cnews.ru/

Docflow. Bce 0 wMwupe 531IeKTpOHHOTO JOKyMmMeHTooOopoTa. [Ilopranm mocssiieH
AIIEKTPOHHOMY JTOKYMEHTOOOOpPOTY ¥ CMEXHBIM oTpacisiM. OH TpH3BaH TPEIOCTaBUThH
YUTATEsIM CaMyl0 TIOJIHYIO, CTPYKTYpPUPOBAHHYI0 M TIOJE3HYH HWH(OPMAIMI0O O pPHIHKE,
TEXHOJIOTHSIX, PEIICHUSAX, KOMIAHUAX U JUIAaX]. [DIEeKTpOHHBIN pecypc| - DIEKTpOH, AaH.-
M.,— www.docflow.ru, cBo60HBINA. — 3ari. ¢ sKpaHa.

DOC-Online. He3zaBucuMmblii mopTaji 0 CHUCTEMax 5SJEKTPOHHOTO JTOKYMEHTOOO0OpOTa.

www.doc-online.ru

Odummansnerii cait 1C: [peanpusrtue 8. - [DnekTpoHHBIN pecypc] - https://v8.1c.ru/.

OdunuanbHelil callT «IJIeKTpOHHBIE O(HCHBIE CHUCTEMBDy - [DIEKTPOHHBINA pecypc]| -

https://www.eos.ru/.

Odunmanbupiii  caiit  kommanun  «MHTep-Tpact» - [DnekTpoHHBI pecypce] -

https://www.intertrust.ru/.

Odwurmaneuerii caiit komnanun «Cognitive Technologies» - [Dnexkrponnsiit pecype] -

https://www.cognitive.ru/

Tema 5. Peasmmzanus 3agau JJOY ¢ nomombro MS Office 1 aHAJIOIrMYHBIX IPOrPaAaMMHBIX
NPOAYKTOB

3agaHus:
O3HakoMuThCsI ¢ HHDOpMAMOHHBIM pecypcom https://www.microsoft.com.
1. IIpoananu3upoBaTh coctaB nporpammubix cpeacts Microsoft Office. Cocrapnstoniue
nakera Microsoft Office, ux Ha3zHaueHue.

2. Ouenuts BO3MOkHOCTH Microsoft Office B cdepe pabotsl ¢ uHbopmanmenn s
WH/IMBUAYAIBHOTO TIOJIB30BAaHUS U JIJIs1 paOOTHl OpraHu3aluii, 00JIauHbIe TEXHOJIOTHH, Microsoft
365.

3. IloaroroBka 1m1a0I0HOB CITy>K€OHBIX TOKyMEHTOB B cpese MS Word

[[TabnoH — 3T0 0OCOOBI BHJ JAOKyMEHTa, COJEpXKalUil HEU3MEHSEMYI0 4acTb U CpeICTBa
opopmienuss u3zmensemoil uyactu. IllabrmoH ompenensieT OCHOBHYIO CTPYKTYpY JOKyMEHTa:
napaMeTphbl CTPaHUIlbl, HOPMATUPOBAHNE U CTUIIH.

B nporpammax makera Microsoft Office — Word, Excel u PowerPoint, ma6ioHbl MOXHO
HalTH, ucnob3ys BkiIaaky Pain onmuio Co3nars. B oTKpbIBIIEMCS OKHE, MOKHO BBIOpaTh HE
Tonbko HoBeli nokymeHT, HO U [llabnon nokymenra. I11abnoHbl, pa3MelieHHbIE HE TOJIBKO Ha
JIOKQJIbHOM YKECTKOM JIMCKe, HO U Ha BeO-caiite Office.com, mpencraBieHbl B BUAE CIIHCKA 1O
KareropusiM. Vcnosp3ys JI€BYIO KJIABUIILY MBI, BEIOUpaeM HEOOXOJUMYIO KaTETOPHIO, YTOObI
MPOCMOTPETh COACpIKalecss B Hed madsonsl. (s mpocmoTpa mabioHOB B BBIOpaHHOU
KaTeropuy, yCTaHABIMBAEM Kypcop Ha MMS IIA0JIOHA U €ro COJACPKUMOE OTKpbIBaeTcs B OKHe
pocMOTpa JOKyMeHTOB. Eciau naHHbIM 1ma0IOH COOTBETCTBYET 3ajadyaM, KOTOpBIE C €ro
MIOMOIILIBI0 HEOOXOMMO pPEellUTh, HA)KUMaeM Ha KoMaHJIHyt KHOmNKy Coznarb. Ecnu naHHbIN
m1a0s0H pa3MmenieH Ha nopraie Office.com, B 3ToM ciyyae A1t OTKPBITHSI BBIOPAHHOTO 111a0JI0Ha
B penaktope MS Word ncnosnb3yeM KOMaHHYIO KHOTIKY 3arpy3HTh.

Pa3paboraTe HOBBIN BUJ 11a0JIOHA BO3MOKHO Ha OCHOBE CYILECTBYIOIIETO JTIOKyMEHTa
WK a0I0Ha. ANTOPUTMBI pa3pabOTKH M1a0JI0HOB.

1. Co3z0anue wabnona Ha ocHoge nycmo2o OOKyMeHma

Ortkpoiite Bkiaaky ®aiin u Beioepute onuuio Co3aats.

B otkpeiBmieMcs okHe, BbiOepuTe HOBBIN JOKYMEHT M HaXMHUTE€ KOMAHJHYIO KHOIKY
Cosnarts.


https://www.cognitive.ru/
http://www.doc-online.ru/
http://www.cnews.ru/
./C:%5C%5C%D0%A0%D0%9F%D0%94%202018-19%5C%5C%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%5C%5C%D0%98%D0%94%D0%9E%D0%A3%202018%5C%5C%0ACNews.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
./C:%5C%5C%D0%A0%D0%9F%D0%94%202018-19%5C%5C%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%5C%5C%D0%98%D0%94%D0%9E%D0%A3%202018%5C%5C%0ACNews.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
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Baecute HeoOX0aMMble U3MEHEHUS B pa3Mephl MOJIEH U CTPaHUL], OPUEHTALIUIO CTPAHUII,
CTHJIM U JIpyTHE MapaMeTpbl popMaTHPOBAHUSI.

Ecnmu ectb HeE0OXOAMMOCTb, MOMKHO TakXke J0OABUTh JJIEMEHTHI  YIIPaBICHUS
COJIEP’)KUMBIM, TaKUe Kak: BbIOOp JaThl, MOACHUTENBHBIN TEKCT M Trpaduueckue OOBEKTHI,
KOTOpBIE JOJDKHBI INPUCYTCTBOBAaTH BO BCEX HOBBIX JIOKYMEHTAaX, OCHOBAHHBIX HA JaHHOM
11a0JIoHe.

OrTkpoiite Bkiaaky ®aiin u Beioepute onuuio Co3aats.

B okxne Co3mare BwiOeputTe Trpynmy JlocTymHble mma0bnoHbl, nganee ommmio M3
CYILLECTBYIOILErO JOKYMEHTA.

Bri6epute 1mabioH WM JOKYMEHT, KOTOPbII MOXET ObITh MCIIOJIb30BAaH Kak IIA0JIOH, U
HakmMuTe KHONIKY Co31aTh HOBBIIA.

BaecuTe HeoOX0oMble H3MEHEHUS B pa3Mephl TOJIeH U CTpaHUL], OPUEHTAIIUIO CTPAHUII,
CTWJIM U IpYTHE NapaMeTpsl (hOpMaTUPOBAHUS.

CoxpansieM U3MeHEeHUs, UCTIoNb3Ys BKIaaKy Daiin u onuuto CoXxpaHUTh Kak...

B numanoroBom oxHe COXpaHUTh Kak... BBINOJHUTE CIEIyIOIIUE ACUCTBHS: BhIOCpUTE
MECTO, TJIe TOJHKEH pa3MenIaThes pazpaboTanublil daiiin — B pazaene Microsoft Word BeiGepuTe
3Hauenue [11aGnonsr;

yKaxuTe uMs (aiisa HOBOTO 111a0JI0Ha,

nose Tun ¢aiina Beidepure [1la6ion Word u Haxkmute kHonky COXpaHUTb.

3akpoiiTe madIoH.

2. Jobasnenue xk wabiony cmanoapmmuwix 610K08

CrangapTHbie OJIOKM — 3TO MHOTOKPATHO UCTIOJIb3yeMbIe DJIEMEHTHI COJAEPKUMOTO UITH
JPYTHE YacTH JIOKYMEHTA, KOTOPhIC XPAHATCS B KOJUICKIUSAX W B JIIO0OE BpeMs JTOCTYITHBI IS
MOBTOPHOT'O UCIIOJIE30BaHUSI.

CraHgapTHbIC OJIOKH TaK)Ke MOXKHO XPaHUTh M PACIPOCTPAHATH C MIOMOIIBIO IA0JIOHOB.
Hanpumep, MOXKHO co3aTh 1a0JI0H OTYETa, COJACPIKAIIUN /1B THUTIA COTIPOBOTUTENHHBIX MHCEM,
KOTOPBIE MOJIL30BATEIN CMOTYT BBIOPATh TPU CO3JJAaHUM OTYETa HA OCHOBE JTAHHOTO IIA0JIOHA.

OrTxkpoliTe M1adiIoH, K KOTOPOMY TpeOyeTcst 100aBUTh CTaHAAPTHBIC OJIOKU.

CospnaiiTe craHIapTHBIC OJIOKH, KOTOPBIC HY)KHO MPEIOCTABUTH TTOTH30BATEIISM.

[Ipu BBOAE cBeneHuil B quanoroBoMm okHe Co31aHrue HOBOTO CTAaHJAPTHOTO OJIOKA B TOJIE
CoxpaHUTh yKa3bIBaeTe HOBOE UMS II1A0JIOHA.

[11a6y10H TOTOB K MPUMEHEHHIO.

3. 3anpem uzmeHnenuu 6 wiabione

K oTaensHBIM 31€MeHTaM YIpaBIICHHS COJCPKHMBIM B IIa0JIOHE MOXHO 00aBUTH
3alIMTy, 4YTOOBI 3ampeTUTh YyJaJEeHHWEe WIM PEAAKTUPOBAHHE OIPENEICHHBIX 3JIEMEHTOB
YIPaBJICHUS COACP)KUMBIM WIIA TPYIIITBI DJIEMEHTOB YITPABIICHHS.

AJNTOpPUTM 3alUTHI 3JIEMEHTOB I1a0JIOHA:

Ortkpoiite 1m1a0I0H, K 3JIeMEHTaM YIIPaBJIEHUsI KOTOPOTo HEOOX0IMMO T00aBUTH 3AIUTY.

Boiienure 31eMEHT yHpaBieHUS COAEP)KUMBIM, M3MEHEHHs KOTOPOro HEOOXOIMMO
OTPaHUYHUTh.

Ha Bxiagke Pa3zpaboTuuk B rpymmne D1eMeHThl YIIpaBleHHs HaXMUTe KHONKY ['pymnma

JHanee Ha Briagke PaspaboTka B rTpymme DieMEHThl YIpaBlieHHUS BHIOEPUTE IyHKT
CaoiicTBa.

B numanoroBom oxHe CBOWCTBAa »3JIEeMEHTa YIIPABICHUS COJCPKUMBIM B pasielie
brokupoBKa BBINOIHUTE JIH000€ U3 CIeIyIOMUX AeHCTBUI.

VYcranoBute (rakok OJIEMEHT YNpaBiCHUS COACPKHUMBIM HENb3s YJIaIUTh. IJTO
MO3BOJIMT U3MEHATH COAEP)KUMOE 3JIEMEHTa YIPABJICHUS, HO caM 3JEMEHT YIPABICHHUS HENb3s
OyZeT yAanuTh U3 adJioHa UK CO3/IaHHOTO C €r0 MOMOUIbIO JOKYMEHTA.

VYcranoBka ¢naxka CopepkuMoe Helb3sl PeJaKTHPOBATH MO3BOJIUT YIATUTh JIEMEHT
yIpaBlIeHUs, HO PeJaKTUPOBATh COJIEPKUMOE B 3JIEMEHTE yIpaBieHUs OyAeT 3arpelieHo.
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ﬂaHHI—;Ie napaMeTpLI MOFYT 6I)ITI) HCIIOJIB30BAHBI IJI 3aIIUThI TeKCTa, €CJIN OH BKJIFOYCH B
11a0JIoH.

4. HUcnonvzosanue napons 0 wiabiona

VYcraHOBKa 3alIUThl JOKYMEHTa MApojeM TO3BOJISIET BBINOJIHATh PEIAKTUPOBAHHE
DJEMEHTOB YIIPaBJIEHUS COJEPKUMBIM TOJIBKO MOJIb30BATENSAM, CO3IaBLIIMM JAHHBIA JTOKYMEHT.
Orto obecrieynBaeT TIpPaMOTHBIA JIOKYMEHTOOOOPOT B OpraHu3auuu. AJTOPUTM YCTaHOBKU
apoJs:

OTkpoiite 1m1a0b10H, KOTOPOMY HYKHO HA3HAYUTh MapOJIb.

Ha Bknanke PenensupoBanue B rpynne 3alluTUTh BbiOepuTe KoMaHay OrpaHUYUTbH
penaKkTHpOBaHUE.

B paznene BximounTh 3amuTy JeBOW KIaBHUILEH MBIIIM BbIOEPUTE KOMAaHAHYIO KHOMKY
Jla, BKJIIOYUTH 3alIUTYy.

B oTkpeIBIIEMCS THaTOTOBOM OKHE BKIIIOUNTH 3a1uTy BeIOepuTe paano kHonky [laposs

Beeaute maposs B mosie HoBbIN maposb (HE00sS3aTebHO), a 3aTeM TIOJITBEPIUTE €T0 B
HkHeM nosie [lonreep:xienue napois.

Ecnu naponb He BBeJIeH , U3MEHUTh OTPaHUUYEHUS PelaKTHPOBAHUS MOXKET JH000MH
I10JIb30BATENb.

B coorBerctBun ¢ I'OCT P 7.0.97-2016 «Cucrema craHaaproB 1o HH(OpMaIuH,
OMOIMOTEUHOMY M M3JaTeNbCcKoMy jeny. OpraHu3allMoOHHO-pacTIOPSIAUTENbHASL JOKYMEHTAIIMS.
TpeboBanus k 0(pOpMIICHUIO TOKYMEHTOB» 0(hOPMUTH 1Ia0JIOHBI JOKYMEHTOB (B COOTBETCTBUU C
3aJJaHUEM, ONPEAEIIAEMbIM MIPETOAABATENIEM. )

4. O3nakoMuThCs ¢ MaTepuaiamu caiita https://myoffice.ru, cocraBom n Ha3HaueHuem
npoayKToB «MoitOducy.
5. ChopmynrpoBaTh BBIBOJ [0 UTOTAM U3YYEHUS] MaTEpHaa.

MPOrpaMMHOE 00ECIICUCHIE
Hcnonb3oBanue:
- O¢ucHsrit maket npunoxxenuit Microsoft Office
- OpenOffice.org
- Internet Explorer, Mozilla Firefox, Google Chrome
Cnucok UCTOYHHUKOB:

1. Kucenes, I'. M. MHpOpMaMOHHBIE TEXHOJOTUM B DSKOHOMUKE M YIPaBICHUU
(@ dextuBHas padora B MS Office 2007) [DnekTponHslit pecypc] : Yuebnoe mocobue / I'. M.
Kucenes, P. B. boukosa, B. 1. Cadonos. - M.: M3natenscko-Toprosasi koproparus "Jamkos u
Ke",  2013. - 272 c¢. - ISBN 978-5-394-01755-1. - Pexum  jgoctymna:
http://znanium.com/catalog/product/415083

Docflow. Bce o wmpe »dieKTpoHHOTO JOKyMeHTooOopoTa. [[lopTanm mocBsIeH
AJIEKTPOHHOMY JOKYMEHTOOOOPOTY M CMEXHBIM oTpaciasiM. OH mpu3BaH IMPeIOCTaBUTH
YUTATENSIM CaMyl0 TIOJIHYI0, CTPYKTYPHPOBAHHYIO U TIOJE3HYI0 HH(POpPMAIMIO O pBHIHKE,
TEXHOJIOTHUSIX, PEIICHUSAX, KOMIAHUAX U JUIax].  [DJIEKTpOHHBIN pecypc] - DIEKTPOH, JaH.-
M.,— www.docflow.ru, cBo6OHBINH. — 3ari. ¢ FKpaHa.

DOC-Online. He3aBucumsplii mopTajl 0 cHCTeMax 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa.

www.doc-online.ru

Odunmanehsiii caiit Microsoft Office - [Dnekrponnsiii pecypc] https://myoffice.ru.

Odurmaneusiii caiit Moit Oduc -[DnexrporHslii pecypce] - https://myoffice.ru.


http://www.doc-online.ru/
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Tema 6. ba3bl JaHHBIX B HHPOPMALIMOHHOM O0ecrie4eHU! yIpaBJIeHus!
3agaHus:
1. Peanusauusa oducHbx npuiioxkeHuil B cpene makera MS Office.: mpoektupoBanue u
coznanue Tabaui B cpeae MS Access Ha oT60p qokyMeHTOB Ut BJ] «JlokyMeHThI»
2. Hcnonw3oBanue 0a3 JaHHBIX B paboOTe C 3JIEKTPOHHBIMU JJOKYMEHTaMHU.
Cnucoxk UCTOYHMKOB:

1. AransnoB Bukrop [lerpoBuu. ba3el gnannbix : YueOnuk: B 2 kuurax. - 1. - Mocksa ;
Mocksa : Uzparensckuit Jom "®OPYM" : OOO "Hayuno-usnarensckuii ientp MHOPA-M",
2018. - 271 C. - ISBN 9785819907139.
http://znanium.com/go.php?id=929256.

http://www.cnews.ru/

Docflow. Bce o wwmpe smekTpoHHOTO HOKyMeHTooOoporta. [[lopram mocssieH
AJIEKTPOHHOMY JOKYMEHTOOOOPOTY M CMEXHBIM oOTpaciasiM. OH TpH3BaH MPEIOCTABHUTH
YUTATEIsIM CaMyl0 IIOJIHYI0, CTPYKTYpPUPOBAHHYIO M TOJE€3HYI0 HWH(OPMAaLMI0O O pPhIHKE,
TEXHOJIOTHSIX, PEIICHUSIX, KOMIAHUAX U JUIAaxX]. [DJIEKTpOHHBIN pecypc| - DIEKTpOH, AaH.-
M.,— www.docflow.ru, cBoOoaHbBINH. — 3ari. ¢ 3KpaHa.

4. DOC-Online. He3aBucuMBbIi MOpTa 0 CHCTEMax JJIEKTPOHHOTO JIOKyMEHTOOOOpOTa.
www.doc-online.ru

Tema 7. TpeOooBanusi K GYHKIMOHAJIBLHOMY W aNNapaTHO-NPOrPAMMHOMY o0Oecle4YeHnIo
aBTOMATHU3UPOBaHHBIX cucteM JOY

3amanud:
1. TlepeuncnuTh (QYHKIMM CHCTEM JJIEKTPOHHOTO JOKYMEHTOOOOpOoTa (OCHOBHBIE,
JIOTIOJTHUTEIIHHBIC)

2. OCHOBHBIE U JIOTIOJIHUTEIBHBIE MOAYJIM aBTOMAaTH3UPOBAaHHBIX cucteM JJOY

Texauueckue TpeOOBaHUA K pab0OTe aBTOMATH3WPOBaHHBIX cucteM JIOY

4. XapakTepHCTUKa CHCTEMBI 3JIEKTPOHHOTO JOKyMeHTooOopora (Ha mpumepe 1C
HoxymenTtoobopot, COJI «Jlemo — BeO», E1 EBdpar, COJI «Directum RX» u n1p.)

5. AHaiu3 MpakTUYecKoW peanu3auuu (GyHKOUKA paboTel ¢ gokymentamu B CDJ] Ha
npumepe (1C Hokymentoobopot, COJI «Ileno — Be6», E1 EBdpar, COJ] «Directum RX»

uap.)

98]

COHUCOK MCTOYHUKOB:

[Tpukas Pocapxusa ot 22.05.2019 N 71 "O06 yrBepxaenuu [IpaBun nenonpou3BoacTBa B
rOCy/IapCTBEHHBIX OpraHax, OpraHax MECTHOro camMoymnpasieHus" (3aperucTpupoBaHo B
Muntocte Poccun 27.12.2019 N 57023);

[Tpuka3 Pocapxusa ot 15.06.2020 N 69 "O06 ytBepkaeHun TUNOBBIX (yHKIIMOHATBHBIX
TpeOOBaHUII K CHCTeMaM JJIEKTPOHHOTO JIOKyMEHTOOOOpOTa M CHUCTeMaM XpaHEHUSs
AJIEKTPOHHBIX JIOKYMEHTOB B apXuBaX TOCYAapCTBEHHBIX OpraHoB" (3aperucTpupoBaHO B
Muntocte Poccun 20.10.2020 N 60484)

Kynsie, H.H. MHdopmanmoHHbIe TEXHOJOTUH B JIOKYMEHTALIMOHHOM OOECIeYeHUU
yOpaBlieHUus U apXuBHOM jene : yueOHuk g By3oB / H.H. Kynses, T.B. Konnpamona, E.B.
Tepentsena, A.I'. ®abpuuHoB ; moa obul. pea.a.ro.H., npod. H.H. Kynsesa. - M.: Jloroc, 2017. -
408 c. - (HoBas cryaenueckass Oubnuoteka) - ISBN 978-5-98704-786-6. - Pexxum pocrymna:
http://znanium.com/catalog/product/1015021


http://www.doc-online.ru/
http://www.cnews.ru/
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Jlapun Muxaun BacunseBuu. MHpopmannoHHoe obecriedeHue yrpaBieHHs : yueOHoe
nocobue / M. B. Jlapun ; [M-Bo oOpaszoBanuss u Hayku Poc. ®enepamum, denmep. roc.
010/KeTHOE 00pa3zoBaT. yUpexJIeHHEe BbICII. oOpa3oBaHus "Poc. roc. rymaHuTapHeiid yH-T"]. -
Mocksa: PITY, 2018. — 278 c.

WNudpopmanmonabie TEXHOIOTUHN ynpasieHus : yuyeOnuk / b.B. YUeprukoB. — 2-e u3f.,
nepepab. u gon. — M.: U] «DOPYM» : MHDPA-M, 2017. — 368 c. — (Bsicuee
obpazoBanme). - Pexxum moctyma: http://znanium.com/catalog/product/545268

CNews.ru — u3/1aHu€ O BBICOKMX TEXHOJIOTUAX. [DIIEKTPOHHBIN pecypc]
-http://www.cnews.ru/

Docflow. Bce o wwmpe »dieKTpoHHOTO JHoKymMeHTooOopota. [[loptanm mocBsiieH
AJIEKTPOHHOMY JOKYMEHTOOOOPOTY M CMEXHbIM oTpaciasiM. OH npu3BaH MPeIOCTaBUTH
YUTATESIM CaMyI0 TIOJIHYI0, CTPYKTYpPUPOBAHHYIO H TIOJE3HYH HWH(OPMAIMIO O pPHIHKE,
TEXHOJIOTHUSIX, PEIICHUSAX, KOMIAHUAX U JUIax].  [DJIEKTpOHHBIM pecypc] - DIEKTpPOH, JaH.-
M.,— www.docflow.ru, cBo60HBINA. — 3ari. ¢ FKpaHa.

DOC-Online. He3zaBucuMbIii mopTayi 0 CHUCTEMax 3JEKTPOHHOTO JOKYMEHTOOOOpOTa.

www.doc-online.ru

Odummaneueiii cait 1C: [peanpusrue 8. - [DnekTpoHHBIN pecypc] - https://v8.1c.ru/.

OdunuanbHbIi calT «JIEKTPOHHBIE O(HCHBIE CHUCTEMBDy - [DIEKTPOHHBIA pecypc]| -

https://www.eos.ru/.

Odwurnmanbueiii  caiit  kommnanuum  «HuTep-Tpact» - [DnekrpoHHbIl  pecypc] -

https://www.intertrust.ru/.

Odwurnmanererii caiit komnanun «Cognitive Technologiesy» - [Dnekrponnsiit pecypce] -

https://www.cognitive.ru/

Tema 8. UHTepHeT-TEXHOJI0TUU U HHPOPMALIMOHHbIE PecypPChl, HCNOJIb3yeMble B JOY
3anaHus:

1. Ilpaktuka pabotsl B UHTEpHET.

2. HHTepHeT-TexHOI0ruH, uctoiib3yemsie B JIOVY.

3. T'moGanbubie BbruuciautenbHbie cetu (WAN) U JOKaldbHbIE BBIYUCIUTENIBHBIE CETU

(LAN).

4. Ocobennoctu noucka napopmanuu B uTEpHET.
5. Pecypcol UuaTepret mist crienpanuctos chepst JOY

Crnucok UCTOYHHUKOB:

1. Jlapun Muxaun Bacunsesnu. MHpopmanmonHoe obecnieueHne ynpasieHus | yaeOHoe
nocobue / M. B. Jlapun ; [M-Bo oOpazoBanus u Hayku Poc. ®eneparmum, denep. roc.
Oro/PKETHOE 00pa30Bar. yUpexAeHHEe BBICII. oOpa3zoBaHus "Poc. Toc. ryMaHuUTapHbI yH-T"]. -
Mocksa: PITY, 2018. — 278 c.

2. Kynses, H.H. UndopmannoHHble TEXHOJIOTUU B JOKYMEHTAI[MOHHOM OOECTICUCHUU
yIpaBjieHUsT M apXxuBHOM jene : yueOnuk s By3oB / H.H. Kynses, T.B. Konngpamosa, E.B.
Tepentnena, A.I'. ®abpuunoB ; moa obm1. pea.a.ro.H., npod. H.H. Kynsesa. - M.: Jloroc, 2017. -
408 c. - (HoBas crynmenueckas Ooubmuoreka) - ISBN 978-5-98704-786-6. - Pexxum nmoctyma:
http://znanium.com/catalog/product/1015021

3. AransioB Bukrop IlerpoBuu. ba3el nannpix : YueOnuk: B 2 kaurax. - 1. - Mocksa ;
Mocksa : U3narensckuit Jom "®OPYM" : OOO "Hayuno-uznarensckuit neatp MHOPA-M",
2018. - 271 c. - ISBN 9785819907139.
http://znanium.com/go.php?1d=929256.

4. EBgokumoBa Jlrommuna  MuxaitioBHa.  DJIEKTPOHHBIM  JOKYMEHTOOOOPOT |
obecrniedyeHne 0€30MAaCHOCTH CTaHAAPTHBIMU cpenacTBamu windows : YdeOHoe mocobue. - 1. -
Mockaa ; Mocksa : OO0 "KYPC" : OOO "Hayuno-uzgarensckuii nentp MHO®PA-M", 2018. -


https://www.cognitive.ru/
http://www.doc-online.ru/
http://www.cnews.ru/
./C:%5C%5CUsers%5C%5CGlotovaSA%5C%5CAppData%5C%5C%D0%A0%D0%9F%D0%94%202018-19%5C%5C%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%5C%5C%D0%98%D0%94%D0%9E%D0%A3%202018%5C%5C%0ACNews.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
./C:%5C%5CUsers%5C%5CGlotovaSA%5C%5CAppData%5C%5C%D0%A0%D0%9F%D0%94%202018-19%5C%5C%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%5C%5C%D0%98%D0%94%D0%9E%D0%A3%202018%5C%5C%0ACNews.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
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296 c. - ISBN 9785906923240.
http://znanium.com/go.php?1d=939786

5. VHdopmManmoHHble TEXHOIOTHH yIipaBieHus : yueOHuk / b.B. UepHukoB. — 2-e u3n.,
nepepad. u jgon. — M. : Ul «DOPYM» : UHOPA-M, 2017. — 368 c. — (Bsicmee
oOpazoBanue). - Pexxum moctymna: http://znanium.com/catalog/product/545268

CNews.ru — u3/1aHue 0 BBICOKUX TEXHOJIOTUAX. [ DIEKTPOHHBIN pecypc]
-http://www.cnews.ru/

Docflow. Bce o wmwupe smekTpoHHOTO HOKyMeHTooOoporta. [[lopTam mocssieH
ANIEKTPOHHOMY JOKYMEHTOOOOPOTY M CMEXHBIM oOTpaciasiM. OH Tpu3BaH MPEIOCTABHUTH
YUTATEIsIM CaMyl0 [OJIHYIO, CTPYKTYpPUPOBAHHYIO M TOJE€3HYI0 HWH(OPMAaLHI0 O pHIHKE,
TEXHOJIOTHSIX, PEIICHUSAX, KOMIAHUAX U JUIax]. [DJIEeKTpOHHBIN pecypc| - DIEKTpOH, AaH.-
M.,— www.docflow.ru, cBoOoaHbBINH. — 3ari. ¢ 3KpaHa.

4. DOC-Online. He3aBucuMbIii MOpTan 0 CHCTEMax AJIEKTPOHHOTO JTOKyMEHTOOOOpOTa.
www.doc-online.ru

Tema 9. YnpaBJieHne J0CTYNIOM K JOKYMEHTHPOBAHHOM MH(popMaunu
3aganus:
1. Pa3paboTka wmepompusTuii 1o obOecnedenuro 3amuThl uHpopMmanuu B ACIHOY

(ammmapatHbIe, MPOTPaMMHBIE M OPTaHU3AIMOHHBIE METOJIBI).

CnHcoK HCTOYHUKOB:

1. Kynses, H.H. IndopmanionHpie TEXHOJIOTUN B JOKYMEHTAIIMOHHOM 00ecreueHUH
yIpaBjieHUsT U apxuBHOM jene : yueOnuk s By3oB / H.H. Kynses, T.B. Konngpamosa, E.B.
Tepentsena, A.I'. ®abpuyHoB ; o ob1. pex.a.1o.H., npod. H.H. Kynsesa. - M.: Jloroc, 2017. -
408 c. - (HoBas crynmenueckas Ooubmuoteka) - ISBN 978-5-98704-786-6. - Pexxum nmocryma:
http://znanium.com/catalog/product/1015021

CNews.ru — u3/1aHue 0 BBICOKUX TEXHOJIOTUAX. [ DIEKTPOHHBIN pecypc]
-http://www.cnews.ru/

Docflow. Bce o wwupe smekTpoHHOTO JOKyMeHTooOoporta. [[lopram mocssieH
AJIEKTPOHHOMY JOKYMEHTOOOOPOTY M CMEXHBIM oOTpaciasiM. OH Tpu3BaH MPEIOCTABHUTH
YUTATEISIM CaMyl0 IIOJIHYI0, CTPYKTYpPUPOBAHHYI0 M TOJE€3HYI0 HWH(OPMALHI0O O phIHKE,
TEXHOJIOTHSIX, PEIICHUSAX, KOMIAHUAX U JUIAaX]. [DJIEKTpOHHBIN pecypc| - DIEKTpOH, AaH.-
M.,— www.docflow.ru, cBoOoaHbBINH. — 3ari. ¢ 3KpaHa.

4. DOC-Online. He3aBucuMbIii MOpTain 0 CHCTEMax JJIEKTPOHHOTO JIOKyMEHTOOOOpOTa.
www.doc-online.ru

9.2 Metoauyeckue peKOMEHIAIMHU 110 MOAr0TOBKE MUCHbMEHHBIX PadoT

[ToaroroBka pedepara MO3BOJSIET 3aKPEMUTh TCOPETHYSCKUE 3HAHUSA MO JUCIMIUINHE,
NpUOOPECTH HABBIKM CAMOCTOSITEILHOTO YIITyOJCHHOTO M3y4YCHHUsl OJHOTO M3 pa3felioB Kypca.
I[Tpu moaroToBke pedepara CTYCHTHI MOTYyYAlOT HABBIKA M YMEHHE PabOTaTh ¢ HCTOUHMKAMH H
JUTEPATypOi, aHaIM3UPOBaTh (AaKThl W JaHHBIC CICIHMAIBHOW JIMTEpATyphl, W3Jarath
MPOYUTAHHOE COBPEMEHHBIM MPO(ECCHOHATBHBIM S3bIKOM.

Pedepar nomken Ob1Th 0hOpMIIEH B COOTBETCTBUH C TPEOOBAHUSMU, IPEIBIBISIEMBIMU K
MOJIrOTOBKE U O(OPMIICHUIO HAYYHBIX padoT.

Pedepar Brimrouaer:

- TUTYJIbHBIH JIUCT;

- OTJIABJICHHE;

- BBEJICHHE;

- OCHOBHYIO 4acTb (TEMaTHUUECKUE Pa3AEIIbl);

- 3aKJIFOUCHHE;


http://www.doc-online.ru/
http://www.cnews.ru/
./C:%5C%5CUsers%5C%5CGlotovaSA%5C%5CAppData%5C%5C%D0%A0%D0%9F%D0%94%202018-19%5C%5C%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%5C%5C%D0%98%D0%94%D0%9E%D0%A3%202018%5C%5C%0ACNews.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
./C:%5C%5CUsers%5C%5CGlotovaSA%5C%5CAppData%5C%5C%D0%A0%D0%9F%D0%94%202018-19%5C%5C%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%5C%5C%D0%98%D0%94%D0%9E%D0%A3%202018%5C%5C%0ACNews.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:%5C%5CUsers%5C%5CGlotovaSA%5C%5CAppData%5C%5C%D0%A0%D0%9F%D0%94%202018-19%5C%5C%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%5C%5C%D0%98%D0%94%D0%9E%D0%A3%202018%5C%5C%0ACNews.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
./C:%5C%5CUsers%5C%5CGlotovaSA%5C%5CAppData%5C%5C%D0%A0%D0%9F%D0%94%202018-19%5C%5C%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%5C%5C%D0%98%D0%94%D0%9E%D0%A3%202018%5C%5C%0ACNews.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
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- CIIUCOK MCIIOJIb30BaHHBIX UCTOYHUKOB U JIUTEPATYPHI.

O6bem pedepara - 15cTtpanunr Tekcra (mpu Habope depe3 1,5 mHTEepBama u pasmepe
mpudTa 13-14). Pedepar numercs Ha 0JHONH CTOPOHE CTAHAAPTHOTO JicTa Oymaru (opmata
A4 (210x197mm).

Crpanuipl pedepata HyMepyroTcss apaOCKuMHU LuppaMyd Ha BEpXHEM MoJje JHcTa, 0e3
KaBbIUeK, Ne()UCOB W [PYrHMX 3HAKOB NpENUHAHWSA. TUTYJIBHBIA JHCT W OTJaBIICHHE HE
HYMEpYIOT, HO BKJIIOYAIOT B 0011Mii 00BeM pedepara.

HayuHo-cripaBo4HbIii anmapat pedepara BKIFOYAET CIIMCOK HCTOYHMKOB M JIUTEPATYPHI U
MOJCTPOYHBIE CHOCKHU. I10oJCTpOYHBIE CHOCKM MCHOJB3YIOTCS BO BCEX CIIydasX IMTUPOBAHHS B
TEKCTe pedepara MpaBOBBIX aKTOB, TOKYMEHTOB, MPOU3BEJCHUN aBTOPOB MOHOTrpadui, cTaTeH,
yueOHUKOB, Y4eOHBIX IMOCOOMH, a TakkKe IpH LUTHPOBAHWU CTAHAAPTHBIX OIpe/eleHui

TepMHHOB U TMOHATHH. Bce mpuBoaumbie B pedeparte ¢akThl, nudpsl, aThl,

KOHKPCTHBIC

JaHHBIE TaKXXe TOJKHBI OBITh TOATBEPIKIACHBI TIOJICTPOYHBIMU CHOCKAMHU.
CHOCKHM HYMEpYIOT B IIpeiesiax OJTHON CTPAHMIIBI apaOCKUMU U(PpaMu, TEKCT CHOCKH
pa3MeIaroT o/l MOCJIeIHENH CTPOKOM TeKCTa

MeToanyeckue yKazaHus i 00y4al0UIUXCH 10 OCBOEHUIO JUCHUIIIHHBI (MOIYJIS)

Bup pa6otsi Coaepxanue Tpynoemko Pexomennauuu
(mepeyeHb BONPOCOB) CTh
caMOCTOSITE
JbHOI

padoThI

(B yacax)
Paznen 2. Uctopus aBromatuszauuu J0Y
IlonroroBka | 1. OcHOBHBIE  3Talbl 4 yaca 1. Jlapun Muxaun
K JIEKINHN apromaru3aiuu JIOVY. BacnnbeBuu. HNudopmanmronnoe

2. Oranbl
aBTOMATU3UPOBAHHBIX
TEXHOJIOTHI
00paboTKH,
HCIIOJIb30BaHUS
XpaHEHHS TOKYMEHTOB.
3. Dpomonus
TEXHOJIOTHI
JTOKYMEHTHUPOBAHUS
nHpopManuu.

BHEJIPEHUS

CO3/IaHus,

n

obecrieueHue yrpaBJeHus . ydeOHOe
nmocoobue / M. B. Jlapur ; [M-Bo

oOpazoBanuss u  Hayku  Poc.
®Denepanuu, ODenep. roc.
O10/DKETHOE 00pa3oBaT. yUpEKICHHE
BBICII. oOpa3oBanusi "Poc. roc.
ryMaHuTapHbeii yH-T"]. - Mocksa:
PITYVY, 2018.-278 c.

2. KyHnsies,

H.H. NudopmarnmoHHbie TEXHOJIOTHH
B JIOKYMEHTAIIUOHHOM OO0ECIECYCHUH
yOpaBiI€HUS M apXUBHOM JIEJI€ :
yueOHuk s By3oB / H.H. Kynses,
T.B. Konapamosa, E.B. Tepentbena,
AI. ®@abpuyHoB ; mox oOwI.
pen.n.ro.H., npod. H.H. Kynsesa. -
M.: Jloroc, 2017. - 408 c. - (HoBas
cTyneHueckas OubOnmoreka) - ISBN
978-5-98704-786-6. - Pexum
JIOCTYyIIa:
http://znanium.com/catalog/product/1
015021

3. ArainploB Buxtop
ITerpoBud. ba3el TaHHBIX | YUEeOHUK:
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B 2 knwmrax. - 1. - MockBa ; Mocksa :
Uznparensckuii Jlom "®OPYM"
OOO "HayuyHo-u37aTelbCKUM IIEHTP
NH®PA-M", 2018. - 271 c. - ISBN
9785819907139.
http://znanium.com/go.php?
1d=929256.

4. EsnokxumoBa JIronMuia
MuxainoBHa. ONEeKTPOHHBIN
JIOKyMEHTOOOOPOT M o0ecredeHue
6e3omacHOCTH CTaHJapTHBIMU
cpeacrBamu  windows Yyebuoe
mocobue. - 1. - MockBa ; Mocksa :
OO0 "KYPC" OOO "HayuHo-
nznatensckuii nenrp MHOPA-M",
2018. - 296 c. - ISBN
9785906923240.
http://znanium.com/go.php?
1d=939786

5. Nudopmarnmonnsie
TEXHOJIOTUH YTIPaBJICHUS : yUeOHUK /
b.B. YepHukoB. — 2-e¢ wu3Qd.,
nepepadb. u gom. — M. : U/
«DOPYM» : UHOPA-M, 2017. —
368 c. — (Bricmiee obpazoBanue). -
Pexum JIOCTyna:
http://znanium.com/catalog/product/5
45268

Koncnexr nexmui

Hroro 4 yaca
Pa3nen 3. TpeboBaHUsI HOPMATUBHO-NIPABOBBIX H HOPMATUBHO-METOAUYECKHX JOKYMEHTOB,
perJaMeHTHPYIOIUX UCN0JIb30BaHNEe HH(POPMAIIMOHHBIX TexHoJ0oruii B /IOY
[TogrotoBka | 1. 3akoHOnmaTenbHBIE U 4 gaca www.jurizdat.ru/editions/official/lcrf/
K JEKIIUH MOoJ3aKOHHbBIE aKThl PD, - CoOpanue 3akoHonarenbcTBa PO
perilaMeHTHpYIOLIe www.rg.ru/ - Poccuiickas razera
BHEJIpEHUE U www.rusarchives.ru — ®ezgepanbHOe
HCIIOJIb30BAHUE apXMBHOE areHTCTBO PO
MH(GOPMaILIMOHHBIX www.vniidad.rw/ -  BHUWIAJL
texnosoruii B JIOY. (Bcepoccuiickuit Hay4HO-
2. HopmatusHo- MCCIIEI0BATEIbCKUM WHCTUTYT
METOANYECKHE JTOKYMEHTOBEJIECHUSI W apXHUBHOTO
JIOKYMEHTBI u nena)
CTaHIAPTHI. www.consultant.ru/ - opurmanTsHeINH
3. Coser o cait komnanuu Koncynsrantliroc
MHPOPMALMOHHOM www.garant.ru/ - "HQOpPMaIMOHHO-
0e30macHOCTH npu paBoBOM noptai ['apaHT
[Ipesunente PO. Koucnekr geximii
4. MexnyHapoaHbie
cranaaptel UCO u MOK.
5. HammonanbHble
CTaHAAPTHI.
Hroro 4 yaca



http://www.garant.ru/
http://www.consultant.ru/
http://www.vniidad.ru/news1/example.php
http://www.rusarchives.ru/
http://www.jurizdat.ru/editions/official/lcrf/
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Pa3nea 4. OcHoBHBIe 00beKTHI U NPUHIMNBI aBTOMaTH3auuu 1OY u opranusanumn
3J1eKTPOHHOI0 I0KYMEHT0000poTa

IToaroroska 1. TumnoBrle 3agauu 6 JacosB 1. Jlapun Muxaun
K JIEKI[UU aBromatuzanuu JJOY. BacunbseBuu. NudopmannonHoe
2. OcHoBHbIE o0ecrieueHre ympaBieHUs : ydeOHOe
MH(POPMALIMOHHBIE nocobue / M. B. Jlapun ; [M-Bo
TEXHOJIOTHH, o0Opa3oBaHUs u HAyKU Poc.
ucnonb3dyemeie B JIOY u Oenepanyn, Deaep. roc. OOHKETHOES
UX KJIaccu(UKalus. oOpa3oBar. YUpPEXKIEHUE  BBICII.
3. Buael wunpopmanmu, o0Opa3oBaHHs "Poc. roc.
cojieprKaleuncs B rymMaHuTapubli  yH-T"]. - Mocksa:
3JEKTPOHHOM PITY, 2018.-278 c.
JIOKyMEHTE. www.consultant.ru/ - opunmaIbHBINA
4. TepmunoOrHs, cait xomnanuu Koncynsrantllnroc
ucnonszyemas B UC. www.garant.ru/ - “H(pOpMaMOHHO-
5. OcHoBHbIE  BUIBI paBoBOM noprai I'apant
dhopmaros, www.doc-online.ru;
ucnoiasizyemsie B JIOY. WWW.CCIM.CNEWS.Iu
OdunmanbHpIT CaliT 1C:
[Ipennpustue 8. - [DAEKTPOHHBIN
pecypc] - https://v8.1c.ru/.
OdunmanbHblil  callT «ONEKTPOHHBIE
O(pHUCHBIE CUCTEMBD» - [DJICKTPOHHBIN
pecypc] - https://www.eos.ru/.
OdunmanbHpIT CalT KOMIIaHUU
«Uurep-Tpact» -  [DneKTpOHHBIN
pecypce] - https://www.intertrust.ru/.
OdurmanbHbIi Cairt KOMITAaHUHU
«Cognitive Technologies» -
[DneKTpOHHBIM pecypc] -
https://www.cognitive.ru/
u Jp.
Koucnekr gexnmii
Htoro 6 yacoB
Pa3nen S. Peaauszanus 3aga4g JIOY ¢ nomombio MS Office
Iloaroroska 1. ITpuHLIMIIBI 6 Jacos Kucenes, I'. M. UHpopmanmonHbIe
K JICKITUH MMOCTPOCHUS u TEXHOJIOTMM B  DKOHOMHKE |
(GyHKITMOHUPOBAHHUS yrpasieHuu (3ddexTuBHas padborta B
O(HMCHBIX CHCTEM B Cpelie MS  Office  2007) [DneKTpoHHBIN
nakera MS Office. pecypc] : YueGHoe mocobue / I'. M.
2. IToxroroBka, Kwucenes, P. B. boukxoBa, B. .
peructpanus, oOpaboTka CagponoB. - M.: MUzparenbcko-
U XpaHEHHE TOKYMEHTOB ToproBasi koprnopauust "JlamkoB wu

cpeactBamMu makera MS
Office.

3. JlonoJaHUTENbHbIE
BO3MOXXHOCTH paboThl ¢
oducHBIMU
nporpammamMu = Word u

K°", 2013. - 272 c. - ISBN 978-5-394-
01755-1. - Pexum  gocryna:

http://znanium.com/catalog/product/41
5083

Koncnekr nexkmui



http://znanium.com/catalog/product/415083
http://znanium.com/catalog/product/415083
https://www.cognitive.ru/
http://www.ccm.cnews.ru/
http://www.garant.ru/
http://www.consultant.ru/
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Excel B MS Office.

Htoro

6 JacosB

Paznea 6. ba3bl 1aHHBIX B HH()OPMALIMOHHOM O0eclie4eHUH YIIPaBJIeHHSs

[lonroroBka | 1. IloHatue u cTpykrypa 6 yacoB 1. AramsuoB Buxtop IlerpoBuu.
K JIEKIIUU 0a3bl TaHHBIX. ba3bl nanHbIX : YuebHuk: B 2 kHurax.
2. Mopnenu mocTpoeHus - 1. - MockBa ; Mocksa
0a3bl JaHHBIX. WUzparensckuit  Jlom "®OPYM"
3. [lonsTue OO0 "Hay4yHO-u31aTeNbCKUM LEHTP
kopnopatuBHo BJl u NHOPA-M", 2018. - 271 c. - ISBN
KOPIOpaTUBHOMN ncC. 9785819907139.
TpeboBanus K http://znanium.com/go.php?
kopriopatuBHOit B/ m 1d=929256.
HcC. Koncnekr nekmuit
4. OcHoOBHBIE CBOICTBa
6a3pl  nmaHHbIX  Lotus
Notes u MS Access.
5. Cucremsl ynpaBieHUs
6azamu manubix (CYB/).
Hroro 6 yacoB

Pasznen 7. TpeGoBanus K (P)yHKIHOHAJBLHOMY M ANIAPATHO-IIPOrPAMMHOMY O0ecIe4eHHI0
aBTOMaTH3MPOBaHHBIX cucteMm 10Y

[logroroBka | 1. Kopnoparusnbie 6 yacoB I. Jlapun Muxawni
K JICKIIUN nH(pOpMallMOHHbIE BacunbeBuuy. HNudopmanmonnoe
CUCTEMBEI. obecrieueHre YIIpaBJICHUsS : ydeOHOe
2. Buner u nmocobue / M. B. Jlapur ; [M-Bo
Pa3HOBUIHOCTHU AC o0pa3zoBaHUs 51 HayKH Poc.
JOVY. Oenepanun, Deaep. roc. OIOHKETHOE
3. Kpurepuun BbIOOpa o0pa3oBaT.  yUpEXJEHHE  BBICIIL
KOMITAaHHH-Pa3pad0oTInKa oOpazoBaHUs "Poc. roc.
AC J10VY. ryMaHuTapHbiii yH-T"]. - Mocksa:
4. Kpurepuu Beibopa AC PITY, 2018.-278 c.
A0y 5 WHBIX WNHTepHeT pecypcsl:
MIPOTpaMMHBIX www.doc-online.ru;
MIPOJYKTOB WWW.CCIM.CNEWS.IU,
MIPUMEHUTETHHO K WWW.COmpress.ru; www.business-
3ajjauaM OpraHu3aluu. process.ru; Www.eos.ru u Jp.;
5. Pa3zpaboTtka KoHcnekTs! JeKnuii.
TEXHUYECKOTO 3a[aHMs.
6. [TpuHIMTIBI
MIPOEKTUPOBAHUS u
stanbl  BHenpeHus AC
JIOY B [eATENBHOCTH
OpraHH3aIliH.
7. Haubonee
MOMYJIsIPHbIE
coBpemennsie AC JIOY.
Htoro 6 4acoB

Pa3nen 8. UnTepHeT-TexHOJ0TUN U MHGOPMAIMOHHBbIE PeCYPChl, HCoIb3yeMble B IOY

[ToaroroBka | 1.

[TonsiTne |

6 yaca

| 1. EBnoknMoBa Jlronmuna



http://www.eos.ru/
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K JICKIIUU

«uH(pOPMAIIMOHHBIH
pecypo».
2. I'moGanbHbIE

BBIYHCIINTCIIBHBIC CETH

(WAN) wu noxanbHbBIC
BBIYHMCIUTENbHBIE — CETU
(LAN).

3. OcobOeHHOCTH MOHUCKA
uHpOpMaLUU B
HuTtepner.

4. Pecypcsl Hutepuer
TUISE CHEIHATUCTOB
cdepsr J1OY.

MuxannoBHa. ONEeKTPOHHBIN
JOKyMEHTOOOOpOT ©  OOecTeueHue
0e30macHOCTH CTaHJapTHBIMHU

cpenctBamu  windows YyebHoe
mocobue. - 1. - MockBa ; MockBsa :

000 "KVYPC" 00O '"HayuHo-
n3natensckuit  nentp MHOPA-M",
2018. - 296 c¢. - ISBN
9785906923240.
http://znanium.com/go.php?
1d=939786

2. Nudopmarnmonusie

TEXHOJIOTUH YTIPaBJICHUS : y4eOHUK /
b.B. UepnankoB. — 2-e u3sf., nepepad.

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

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

HutepHeT pecypcesl:
www.]jurizdat.ru/editions/official/lcrf/ -
Cobpanue 3akoHOgaTeNbCTBA PD
www.rg.ru/ - Poccuiickas razera

www.rusarchives.ru —  ApxHUBHOE
areHTcTBo PO

www.vniidad.ru/ - BHUUJIA/
(Bcepoccutickmit Hay4YHO-
HCCIIEN0BATEIbCKUN UHCTUTYT
JNOKYMEHTOBEJICHUSI W apXUBHOTO
nena)

www.consultant.ru/ - odpunuanbHeIH
caiit komnanuu Koncynsrantllotoc
wWww.garant.ru/ - ”HGOpMalMOHHO-
paBoBOM nopran ['apant u 1p.;
KoHCHEeKTEI TeKIumii.

Pa3znen 9. YnpasJjieHue 10CTYIIOM K JOKYMEHTHPOBAHHOI HH(poOpMauu

Iloaroroska
K TecTaM
Iloaroroska

pedepara

4 yaca

1. Jlapun Muxawnn
BacunibeBuu. Hudopmanmornnoe
oOecrieueHre ympaBieHHs : y4deOHOe
mocoone/M. B. Jlapun; [M-Bo
o0Opa3oBaHUs u HAyKU Poc.
®enepanyu, Peaep. roc. OHOHKETHOE

oOpa3oBar. YUpPEXKIEHUE  BBICII.
o0Opa3oBaHHs "Poc. roc.
TyMaHUTApHBIA  YH-T"]. Mockaa:
PITYVY, 2018.-278 c.

2. AranplioB Buxkrop
[lerpoBuu. ba3pl naHHBIX : YueOHUHK:

B 2 xnurax. - 1. - Mocksa ; Mocksa :



http://www.garant.ru/
http://www.consultant.ru/
http://www.vniidad.ru/news1/example.php
http://www.rusarchives.ru/
http://www.jurizdat.ru/editions/official/lcrf/
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Nznarensckuit Jom "OOPYM" : OO0
"Hay4uHo-n3aaTeNbCKUI LIEHTP
NH®OPA-M", 2018. - 271 c. - ISBN
9785819907139.
http://znanium.com/go.php?id=929256
3. EBmoxkuMoBa JIronmuia
MuxainoBHa. ONEeKTPOHHBIN
JIOKyMEHTOOOOPOT U  oOecreueHue
6e30macHoOCTH CTaHJapTHBIMU
cpenctBamu  windows @ VYdeOHoe
mocobue. - 1. - MockBa ; Mocksa :
000 "KVYPC" : OOO '"Hayuno-
n3natensekuit  neHtp WH®OPA-M",
2018. - 296 c. - ISBN 9785906923240.
http://znanium.com/go.php?id=939786
4. Nudopmarmonnsie
TEXHOIIOTUM  ympaBieHus:  YueO.
nocobue nist By30B / [lox. pen. mpod.
I'A.Turopenko. 2-e u3a., gom. — M.:
IOHUTHU-AAHA, 2005. 439 c.

S. Jlapyn M.B. VYmnpasieHue
JOKYMEHTaIleil B OpraHu3aiusix.—
M.: Hayu. kH., 2002.

6. CanxoB B.B.
NubopMaiimoHHple  TEXHOJIOTUH U
KOMITbIOTEPHU3aIUs JIEIONPOU3BO/ICTBA
/ B.B. CankoB. — 2-¢ u3n., crep. — M.:
N3parenbckuii  1EHTp «AKaaemus,
2007. 288 c.

7. Me3eHneB K.H.
ABTOMaTH3UPOBAaHHBIE
nH(popMallMOHHbIE cucTeMbl, W3n.:
Axanemns, 2012, 176 c.

HNuTtepHeT pecypcebl:
www.jurizdat.ru/editions/official/lcrf/
- Cobpanue 3akoHoaTeabcTBa PO
www.rg.ru/ - Poccuiickas razera

www.rusarchives.ru —  ApXHUBHOE
areHTcTBO PO

www.vniidad.ru/ - BHUUJIAL
(Bcepoccuiickuit Hay4YHO-
HCCIIeI0BATENbCKUI WHCTUTYT

JOKYMEHTOBEJICHUsI M apXHBHOTO
nena)

www.consultant.ru/ - opuransHbeINR
caiit komrnanuu Koncynerantl Inroc
www.garant.ru/ - ”HQOPMAaLMOHHO-
npaBoBoil moptai ['apaHT u 1p.;
KoncnekTs! Jexmnuii.



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=929256
http://znanium.com/go.php?id=929256
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Ilpunosicenue 1

AHHOTAIUA

JlucuumimHa ~— JOKYMEHTAllMOHHOE  OOECTeYeHHe  YIpaBlICHHs — peau3yercss Ha
dakynpTeTe apXMBOBEICHMS M JTOKyMeHTOBeaeHUs Kadenpoil aBTOMaTH3MPOBAaHHBIX CHUCTEM
JOKYMEHTAIIHOHHOTO 00ECIICYCHHUs yIIPABIICHHS.

CopneprkaHre TUCHUIUIMHBI OXBAaTBIBAET KPYT BOIPOCOB, CBS3aHHBIX C MCIIOJIb30BAaHHEM
MH(POPMALMOHHBIX TEXHOJIOTUH B JIOKYMEHTAI[MOHHOM OOECTICYCHHUH YTIPABIICHHUS.

Llenp jaucuMIUIMHBI — OOECIEYHTh JOCTATOYHBIH W HEOOXOAMMBIN  YPOBEHB
TEOPETUYECKUX 3HAHWNA M TNPAKTUYECKUX HABHIKOB B PEIICHUH 3a/a4 NPUMEHEHHS HOBBIX
MH()OPMAIMOHHBIX TEXHOJIOTHH B JOKYMEHTAIIHOHHOM O0SCIICYEeHUH YIIPABICHUS.

3amayaMyl  TUCHMIUIMHBL  SIBJSIFOTCS W3yY€HHE TEOPHUH U TPAKTUKH NPUMEHEHUS
nHopmanmoHHbIX TexHonoruit B JIOY, BeIpaboTKa y CTyJICHTOB HaBBIKOB CAaMOCTOSTEIBHOU
paboThI ¢ KOMILIEKCHBIMU HH(OpMAIIOHHBIMH cucTteMamu J[OVY.

JlucuuruiiHa HampasiieHa Ha (POPMHUPOBAHKE CICTYIONIMX KOMITCTCHIIHHA:

OIIK-4. CmocobeH wucmonb30BaTh 0a30Bble 3HAHUS B 00JacTH HMH(OPMAIOHHO-
KOMMYHHUKAIIMOHHBIX TEXHOJOTHH B cepe cBoel MpodhecCHOHANBHON e TeTbHOCTH

B pesynbraTe 0OCBOCHUS NUCIHUIUIMHBI OOYYaOUIHIACS JODKEH:

3uams:  ungopmayuonmvie  cucmemvl,  UCNOTB3YEMblE 6  OOKYMEHMAYUOHHOM
obecneueHuu YnpasgeHust u apXusHoM oeie

Ymems: ucnonvzoeamv uHpoOpmMayuoHHO-KOMMYHUKAYUOHHbIE MEXHOIOSUU C UYelblo
opeanuzayuy  OOKYMEHMAayuoHHO20 —obecnedeHusi ynpaeienus U apXueHo20 XPaHeHUs
O0OKYMEHMO8

Bnaoems: nasvikamu 6vl60pa ONMUMANLHBIX UHGOPMAYUOHHO-KOMMYHUKAYUOHHBIX
peuleHull npu  bINOAHEHUU pabom no OOKYMEHMAYUOHHOMY 00ecneueHuro YnpasieHus u
apxXusHoOMy Oeny

Paboueit mporpamMmoil TpPEeTyCMOTPEHBI CIEAYIOIIME BUIBI KOHTPOJS: TEKYIIUH
KOHTPOJIb YCIIEBAEMOCTH B ()OpMe OIpoca, KOHTPOJIBLHON paboThl U pedepara, MPOMEKyTOUHAS
aTrecranus B opMe 3K3aMeHa.

OO6mIast TPyJI0EMKOCTh OCBOCHHUS AUCITUIUIMHBI COCTaBIIACT 3 3a4eTHBIX eIuHMIbI, 108
YacoB.
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