MMHOBPHAYKHU POCCHH

B N
% Py &
% =

DenepanbHOE FOCYAAPCTBEHHOE OFOKETHOE 00Pa30BaTEIbHOE YUPESIKICHUE
BbICLIIEr0 00pa30BaHUs
«Poccuiickuil rocy1apCcTBeHHbIN I'YMAHUTAPHbIA YHHBEPCUTET»
(PI'OY BO «PI'TY»)

UCTOPUKO-APXUBHBIN UIHCTUTYT
OAKVIIBTET APXUBOBEJAEHUA 1 JOKYMEHTOBEJEHUA

Katbeupa ABTOMATU3UPOBAHHBIX CUCTEM NJOKYMCHTAIIUOHHOT0 o0ecrneyeHUus YHpaBJICHUSA

NHOPOPMANHNOHHBIE TEXHOJIOTHU B JOKYMEHTAIIMOHHOM OBECIIEYEHUH
YIIPABJIEHU A
PABOYAS ITPOTPAMMA JJUCITUTIJIMHBI

46.03.02 JTokyMEeHTOBEICHHE U apXUBOBEICHUE

Koo u naumenosanue Hanpaejlerusl not)eomoeku/cneuuaﬂbﬂocmu

rocyﬂapCTBeHHHe W MYHHUIIUMIIAJIIbHBIC apXHBbBI

Haumenosanue nanpasnennocmu (npoguis)/ cneyuanuzayuu

YpoBeHb BEICIIEro 00pa3oBaHus: Oakanaspuam

®opma oOyuenus: Ouwnas, OYHO-3A04HAS, 3A0YHAS

PIIJI agantupoBaHa Jyis IuIL
C OTPAaHUYEHHBIMU BO3MOXKHOCTSAMH
3I0pPOBbSI U UHBAJIUIOB

Mocksa 2023



NHO®OPMALIUOHHBIE TEXHOJIOI'MU B JOKYMEHTAIIMOHHOM OBECIIEYEHUH
YIIPABJIEHUSA
PaGouas mporpamma TUCHIUTUTHHBI

CocTaBHUTEIIb:
K.1.H., 1oueHT H.I'. CypoBiieBa

OTBETCTBEHHBIN PEIAKTOP:
I.H.H., mpodeccop M.B. Jlapun

YTBEPXJ/IEHO
[TpoTokoun 3acenanus Kapeaps
Ne 5 o1 31.03.2023



OT'JIABJIEHUE
1. TIOSCHHTEITBHAS BATTHICKR .veeuvveessseeessseeesssesssssesssssessssseesssssesssssesssesssssesssssesssssesssssessssessnssessnssessnssesnnns 4
1.1, Tleab M 32JaUM TMCIHMIIITHHDBI .....oooiitiiteeiittiitesssieeesssttseessssseeesssssssessssseesesssssesesassseesssnseessas 4
1.2. llepeyeHs MIIaHNUPYEMBbIX Pe3yJIbTATOB 00yUYeHHS MO JUCIUIIHHE, COOTHECEHHBIX €
HHIUKATOPAMH JOCTUNKEHUS KOMITETEHITME .........viiitiiiiiiiitiiitieniee et ettt neee s 4
1.3. MecTO JTUCUMITIMHBI B CTPYKTYPe 00Pa30BATEIbHOM MPOTPAMMBDBI.......cccoiiiiriieriiirieeniiinneens 5
2. CTPYKTYPA IUCIIHIIITHHB. .....veuvesttestiaseesseessesseesstessesseesseassesseesse e st sse e abe e beasseab e e bt e se e s be e b e e snenneenbeannennes )
3. COHCPIKAHUE JTACIIHTIIIIIHBL. 1. .. vvveeutreesssteesssneessssessssssssssesssssesssssesssssesssssesssssesssssessnssesssssesssssssnseessnsnsens 6
4. OOpa30BATEIBHBIE TEXHOIOTHH ....eeuvviesreesrieserssreassesssseessesssneessesasneessesasseesseessneessesasneesneessneessessneees 9
5. OLeHKa IIIaHUPYEMBIX PE3YIIBTATOB OOYUCHM ... uveereriasreeieressreesiressseessnesreessesaneessnsareessesaneessnesnes 9
9.1  CHCTEMA OIEHMBAHMIL. .......eeeueiiutieieeaueeasteessteestesasseesseeasseassesasseeaseeaabeeaseeasneesneeanneeaseeenneennneennes 9
6. YueOHO-MeTOAMUYECKOE U HH(POPMAIIMOHHOE 00CCTICUCHUE TUCTIUTUTHHB ......ccvveereeeaneeesieesneeenenns 11
6.1 CHHCOK HCTOYHHUKOB M JIHTEPATYPDBI ...couvviiiirieiiiieiieeasieesssieessssesssssesssssesssssesssssesssssessnseeens 13
6.2 IlepeueHb pecypcoB HHGOPMALHOHHO-TETEKOMMYHUKANIMOHHOU ceTn « AHTEpHETY. ... 13
6.3 IIpodeccuonanbHblie 6a3bl JAHHBIX H HH(OPMAIIMOHHO-CIIPABOYHbIE CUCTEMBI ............ 14
7. MarepuanbHO-TEXHHUYECKOE 00CCTICUCHHNE TUCTIUIIITHHDBL .....vvvieiteeesuteessireessiseesssseessneesseeesnsneesneeas 14
8. O6ecneuenue 06pa30BaTEIBLHOTO MPOIIECCa AJIS JIUI] C OTPAHHYEHHBIMH BO3MOXKHOCTSIMU
K31 (001008 7 702 0T 0 02 0 () : SO PPP PR 14
LS T\Y, (5 (0117 1 (10329 (S Y F: <) 0) 7 7K1 0 S PP PUPRP 15
9.1 TLIaHBI CEMHUHAPCKUX ZAHITHI ... .ccvvitiiiiitiiiiite ettt nne s 15
9.2 Metoanyeckue peKOMeHIAMH MO MOATOTOBKE MUCHMEHHBIX PAGOT ......evvvvvvieiiiieninnnns 15

[Ipunoxxenue 1. AHHOTaLKA paO0Yel IPOIPAMMBI JUCIUIUIMHDBI ....cvvvieereeirienreesneeanreesnneeneessnesneesnneas 21



1. IMosicHuTEILHAA 3aAIMCKA

1.1. Heanb u 320294 AUCHUILIHHBI

Lenb AMCUMILTUHBL: MOATOTOBUTH BBIMTYCKHUKA, 00JIaJalONIEr0 JOCTATOYHBIM M HEOOXOIMMBIM
YPOBHEM TCOPETHUECKUX 3HAHUHN M HABBIKOB WX MPUMEHEHUS B PEIICHUH MMPAKTUICCKUX 3a/1a4 PaOOTHI
¢ uHhopMaIrmoHHBIMH TexHoJIoTHsIMU B JIOY.

3agaun:

- U3y4YE€HHE OCHOBHBIX MOHSTHUH, HCIIOJIB3YEMbIX B IMPOLIECCEe MNPUMEHEHUS HHQPOPMAIIMOHHBIX
texHojoruii B J10Y;
- U3yYCHHE UCTOPUHU TPUMEHEHUST HH(DOPMAITMOHHBIX TeXHoJorui B JIOY;

- U3y4YeHUE HOPMATHBHO-TIPABOBBIX OCHOB NMPUMEHEHHs HH(OpMAIIMOHHBIX TexHoJorui B IOV
- U3y4YEeHHE TEXHUYECKOr0 M MPHUKIATHOTO MHPOrpaMMHOr0 OOECHEUeHHMs], HCIOIb3yeMbIX NpHU
OpraHu3alK JJIEKTPOHHOTO JOKYMEHTOOO0OpOTa, WH(POPMALMOHHOM OOECIICYCHUN YIPaBICHHUS,
OpraHu3aliy XpaHEeHUs JOKYMEHTOB Ha TPAJIULMOHHBIX U JIIEKTPOHHBIX HOCUTEIISX;

- W3y4YEHHME NIPHUHLHUIIOB BBIOOpAa M OpraHM3alMM BHEIPEHMS U MCIIOJIb30BAHMSI TEXHUYECKOTO U
MIPOrPaMMHOTO OOECTIeUeHUs;
- U3y4eHue nH(HOPMAIIMOHHBIX CUCTEM M OCHOBHBIX HH(pOpMamoHHBIX pecypcoB B IOV

- U3y4eHUE U aHAINU3 CPEICTB 3alIUThl HH(OPMALIMK B MHPOPMAIIMOHHBIX CUCTEMAaX, UCIIOIb3YEMBIX B

JIOY.

1.2. IlepeyeHb NJIAHUPYEMBIX Pe3yJIbTATOB 00y4YeHHUsI N0 JUCUHUIIJIMHE, COOTHECEHHBIX €
HHIMKATOPAMH J0CTHKEHHUS KOMIIeTeHIN

Komnerenuus
(K01 ¥ HAUMEHOBAHUE)

NHaukaTopbl KOMIIeTeHIM I
(Ko ¥ HAMMEHOBAHUE)

Pe3yabTaThl 00y4yeHus

OK-4. Criocoben
MOHUMATh MIPUHITUTIBI
paboThl COBpEMEHHBIX
nH(OpPMaAIMOHHBIX
TEXHOJOTUH U
HCIOJIL30BaTh UX JIJIS
pelIeHus 3a1a4
npodeccuoHanbHOM
JIeITeIIbHOCTH

OIIK 4.3. O6mamaer HaBBIKAMU
UCTIOJIb30BaHU sl HH(POPMAITMOHHO-
KOMMYHHKAITUOHHBIX TEXHOJIOTHA
B cepe JOKYMEHTAIMOHHOTO
obecrnieueHus ynpaBieHus U
ApXUBHOTO JIeJia

3HaTh: OCHOBHbIE METO/IbI, CIIOCOOBI U
CpeICTBa MOJMYUYCHHUS, XPAHCHUS
nepepadoTKy HHPOPMALIUU

OCHOBHBIE HH(OPMAITMOHHBIE TEXHOJIOTHH,
UCIOJIb3yeMbI€ B IOKyMEHTAIllMOHHOM
00eCTIeYeHNHN yTIPaBIICHUS U ApXHUBHOM
Jieie, UCTOPHIO UX CO3JJaHUs U HaIllPaBIICHUS
pa3BUTHS

YMeTh: HCIOIB30BATh TOTYYEHHBIC 3HAHUS
B 00s1acTi paboThl ¢ MHPOPMALIMOHHBIMH
pecypcamu Ha IPaKTHUKE

IPUMEHSATh OCHOBHBIE HH(POPMAITMOHHBIE
TEXHOJIOTUH, UCTIOIb3yEeMbIC B
JIOKYMEHTallMOHHOM 00ecTeyeHnn
YIpaBJICHUS] M apXUBHOM JIeJI€ Ha MIPAKTHKE
Bnaners: HaBbIKaMU TMOJTyY€HHsI, XpaHEHUS
u TmepepaboTku uWHOpMAIMU B LETAX
poeCCHOHATILHOM 1eATeNbHOCTH
HaBBIKAMHU pabOTHI B CHCTEMAax
AJIEKTPOHHOT'0 JIOKYMEHTO000pOTa, a TaKxkKe
AIEKTPOHHO-TIU(DPOBOI 0OpabOTKH
JIOKYMEHTOB B c(pepe TOKYMEHTALMOHHOTO
o0ecrieueHns yIpaBJIeHUS H apXUBHOTO
Jena




1.3. MecTO TUCUMILIMHBI B CTPYKTYpe 00pa30BaTeIbHON NPOrpaMmmbl

Juctunmuaa «MHQOpManmoHHbIE TEXHOJOTUH B JOKYMEHTAIIMOHHOM OOECIICUCHUH YIIPABIICHUS»
OTHOCHTCSI K 00513aTeIbHON YacTH OJI0OKA JUCHIUIUIMH YIeOHOTO IJIaHa.

JIst OCBOCHMSI TUCHMIUIMHBI HEOOXOIUMBI 3HAHUS, YMEHHUS M BIIaJIeHUs, c(POPMUPOBAHHBIE B XOJE
V3YYCHHS CIICIYIOIIMX TUCHUIUIMH M TPOXOXIACHUS NpakTuk: «HpOpMalMOHHBIE TEXHOJIOTHHY,
«JIOKyMEHTOBEICHUEY.

B pesynbTare ocBOCHHS TUCHUTUTHHBI (DOPMHUPYIOTCS 3HAHUS, YMCHHSI U BIIaJICHUS, HECOOXOTUMBIC TSI
M3YYEHUS CISAYIONIMX IUCHHUIUIMH U TMPOXOXKIACHUS MpakTUK: «MHMOpMarmoHHBIE TEXHOJIOTHH B
apXuBHOM Jiesie», «CTtaHiapTU3alus apXuBHOIO Jiea.

2. CTpyKTYpa THCHUILITHHBI
O6mmast TpyA0€MKOCTh TUCIUIUIMHBI COCTaBISIET 3 3.€., 108 akameMuuecknx 4acos.

CTpyKTypa IMCUMIJIMHBI 111 04HOM GopMBbI 00ydeHust

O0beM IUCHUIUIMHBI B (OpME KOHTAKTHOM pabOoThl OOYYAIOIIUXCS C MeJarornyecKuMu
paboTHUKaMu W (WJIM) JIMIIAMH, MPUBJICKACMBIMH K pealn3alid 00pa30BaTelIbHOW MPOrpaMMBbl HA
MHBIX YCIIOBUSIX, IPU MTPOBEICHUH YICOHBIX 3aHSATHH:

Cemectp | Tum yaeOHBIX 3aHATHI KomnnuectBo
4acoB
3 Jlekuun 24
3 CeMuHapbl/1a00paTOpHBIC PaOOTHI 36
Bcero: 60

O0BeM TUCHUIUTHHBI B (POpME CaMOCTOATEIbHON paboThl 00yYarImuxces cocTapiser 48
aKaJeMUYECKHUX Yaca.

CTpyKTypa AMCHMILIMHBI I 0YHO-32049HOI (popMBbI 00yUeHH s

O0pvemM puciuIIMHBL B (popMe KOHTAKTHOM paboThl OOydarOMMXCsl C MeJarorn4ecKuMu
paboTHUKaMu M (WIK) JUIAMH, TIPUBIEKAEMBIMH K peau3aliyd 00pa30BaTeIbHOW MpOrpaMMbl Ha
UHBIX YCIIOBHSIX, P MTPOBEACHUH YUEOHBIX 3aHATHI:

Cemectp | Tun yueOHBIX 3aHATHI Konuuectso
4acoB
4 Jlexnuu 14
4 CemuHapbl/1ab0paTOpHbIE pa0OTHI 22
Bcero: 36

O0BbeM JUCIHILTUHBI B (POpME CaMOCTOSTEIIBHON paOOThl 00YYAIOIIMXCS COCTABIISET 72
aKaJleMUYECKHUH Jaca.

CTpyKTypa JUCHUIIMHBI JAJ51 3204HOI (popMBbI 00yUeHUs1

O6bemM auctUIIMHBL B (OpMe KOHTAKTHOW pPabOThl 0OyYaromuxcsi ¢ TeAarormaecKuMu
paboTHUKaMu ¥ (WIIK) JUIAMH, TPUBIEKAEMBIMH K pealu3alud o0pa30BaTeIbHOW MpOTpaMMbl Ha
WHBIX YCJIOBHSX, IPH MTPOBEICHUH YUCOHBIX 3aHITHIA:

Cemectp | Tun yueOHBIX 3aHITHIT KomnuectBo
4acoB
3 Jlexnun 8
3 Cemunapbl/1abopaTopHblie pabOThI 12
Bcero: 20




O0beM AUCHUILTUHBL B (hOpME CaMOCTOSTENEHON pabOTHl 00YYAIOIIMXCsl COcTaBsieT 88
aKaJeMHUYECKH Jaca.

3. Conep:xaHue TMCUUILTHHBI
Pa3zgen 1. Beenenue

[Ipeamer, nenp u 3amaun  Kypca. HMcrouHukum u juteparypa 1o Kypcy. Pasutue
nH(pOpMaMOHHBIX TexHoiorui B JJOVY.

OcHoBHBIE TepMHHBI W ompenenaeHus B obmactu WT B JIOY; aBromatusamuss u
uHpopmaruzauus, uHpopmaunonusie Ttexunomorun (UT), wundpopmaumonusie cucremsr (MC),
KOpIoOpaTuBHbIE HH(GOPMAIIMOHHBIE CHUCTEMBI, aBTOMaTu3upoBaHHble cuctembl J1OY (ACIOVY),
CUCTEMBI DJJIEKTPOHHOTO JoKyMeHTooOopora (C3JI) S1eKTpOHHBIE TOKYMEHTBHI, OSJICKTPOHHBIN
nokymeHtoobopor u ap. ComocTaBieHHE MEXIyHApOAHOW M OTEYECTBEHHOM MNpOQMIbHOM
TEPMHUHOJIOTHH.

Ponb kypca B COBEpIIEHCTBOBAaHMHM OpraHU3aluu pPabOTBHl C JTOKyMEHTaMHU B YIpPaBICHUH,
CO3/IaHHUHU ONTHUMAJIbHBIX YCIOBUN PabOTHI CIIy>KO JOKYMEHTAI[MOHHOTO O0eCTIeueHUs!.

3nauenue uHopmartuzaiuu JJOY u apxuBHOro aena Ha coBpeMeHHOM dTamne. OCHOBHBIE
nH(POPMAIIMOHHBIE TEXHOJIOTUH, npuMmeHsembie B JIOY u apxuBHOM nene. MHpopmannoHHBIE
CBOMCTBA IOKYMEHTOB. 3aKOHOMEPHOCTH POCTa, CTAPEHUS U PACCesHUs TOKYMEHTHON U HpopMaIuu.
ABTOMaTH3UpPOBAaHHBIE MH(OPMALMOHHO-TIONCKOBBIE CHUCTEMBI W WX Kiaccupukanusa. OrpacieBas
CHUCTeMa Hay4HO-TeXHUYEeCKOW HH(pOpMalnud B 0OJACTH [TOKYMEHTOBEICHUS U AapXUBHOTO Jeja.
[lepcniekTuBHBIE HanpasieHus npuMmenenus UT B JIOY.

Paznen 2. Uctopusi aBromatusanuu JOY

OcHoBHble 3Tanbl apromatuzanuu JJOY.

Oranbl BHEIPEHUST aBTOMATH3MPOBAHHBIX TEXHOJIOTHI 00paOOTKH, CO3aHMs, UCTIONB30BAHUS H
XpaHEeHUs JOKYMEHTOB. DBOJIOLHUS ITUX TEXHOJIOIMH U UX BIIMSHUE Ha MPOLIECCHI TOKYyMEHTHPOBAHUS.
N3yyenne ocobeHHOCTEH M 3aKOHOMEpPHOCTEH paboThl € JAOKyMEHTaMH, 3apUKCHPOBAHHBIMH Ha
HOBBIX HOCHUTEISIX HH(POPMAIHH (MAITMHOYUTACMBIE JOKYMEHTBI, JJICKTPOHHBIC TOKYMEHTBI).

Coznanue oOuIerocyJapcTBEHHON cUCTeMbl cOopa U 00paboTku MHGOpManUu Ui YYera,
IUTAHUPOBAHUS U ynpaBieHus HapoJHbIM Xo3saicTBOM (OI'AC), aBTOMaTH3MPOBAaHHBIX OTPACIEBBIX
cucteM ympasieHus (ACY). TumnoBas cucrema JOKYMEHTAallUOHHOTO OOECIEUEHUs YIIPABICHHS
(TCHO). Co3nanue aBTOMAaTHU3MPOBAHHBIX HMH(DPOPMAIIMOHHO-IOMCKOBBIX CHUCTEM IO YYETHOM U
CTaTUCTUYECKOM JOKYMEHTAIlMH, aBTOMaTU3UPOBAHHBIX CHCTEM KOHTPOJII UCIOJHEHHS JOKYMEHTOB
(ACKHM ). Hudposas sxonomuka B Poccuiickoii @enepariui.

Pazgen 3. TpeGoBaHHUsI HOPMATHBHO-NPABOBBIX U HOPMATHBHO-METOAUYECKHX TOKYMEHTOB,
perJiaMeHTHPYIOLIUX HCI0/Ib30BaHue HHGOPMAIMOHHBIX TexHoJI0ruil B JIOY

MexnyHapoaHble IPaBOBbIE aKThl. 3aKOHOJATENbHbIE M MOA3aKOHHbIE  aKThl  PO.
ITocranoBnenus u pacnopspkenus IlpaButensctBa PO, denepanbHble U peruoHaNbHbIE MPOTPAMMBL,
cTpaterun W KoHuenuuu. CrpaTteruss pa3BuUTHS HHQOpMAIMOHHOTO obmectBa B Poccuiickoit
@enepanun. HammonansHast mporpamma «llugpoBas skonomuka Poccuiickoir  ®Deneparm».
HopmaTtuBHo-MeTOAMUYECKHE JOKYMEHTBI, MEXIyHApOAHbIE U HAallMOHAJIbHBIE CTaHAApThl B 00JACTH
uHpOpMaIUU U JOKYMEHTALIUH.

Pazgen 4. OcHoBHble 00beKTHI W NpUHUMNBI aBTomMatu3anuu JIOY wu opranusanuu
3J1eKTPOHHOI0 I0KYMEHT0000poTA.



Ilenmn w 3amauu, crosuMe TPU HCIOIB30BaHUU HH(POPMANMOHHBIX TexHonoruid B JIOVY.
TunoBeie 3amaun aBTomaruzauuu JIOVY: co3nanue, mnepeaada, XpaHEHHE, TIOUCK, KOHTPOJIb
WCIIOJTHEHUS JOKYMEHTOB.

OcHoBHbIe WH(OPMALMOHHBIC TEXHOJOTHH, Hcmonb3yemble B JIOY u ux kmaccuduxarms.
TexHOnornu: BKIFOYEHHUS JOKYMEHTOB B CHCTEMY YIPABJICHHUS JOKYMEHTAaMHU U PErUCTPALMH B HEW;
yOpaBJICHUS JOKYMEHTAaMU B CHUCTEME (pacIpeiesieHHOrO0 YIMpaBlIeHUs JOKYMEHTaMu); JOCTYIIa,
MIOMCKA W MCIOJIb30BaHUS JOKYMEHTOB B CHCTEME M KOHTPOJS 32 MX HCIOJIHEHHEM; XPAaHEHUs U
YHUYTOXKEHHUS JOKYMEHTOB. TE€XHOJOTMH MOTOKOBOI'O CKAHHPOBAHUS U PA3MHOKEHUS JIOKYMEHTOB U
T.II.

[lonsiTue «OIAEKTPOHHBIA JOKYMEHT». (OCHOBHBIE BH[bBI JJEKTPOHHBIX JOKYMEHTOB.
DNeKTpOHHAs MOANKCH.

Buner undopmanmu, conepikamielics B 3JIEKTPOHHOM JIOKYMEHTE: TEKCTOBasi, rpaduyeckas,
TaOJIMYHAS | T.I1.

[ToHsITHE «INIEKTPOHHBIM JTOKYMEHTOOOOPOT», €ro BO3MOKHOCTH W ITyTH HCIIOJb30BAHMS.

OCHOBBI IOPUINYECKH 3HAYMMOI0 3JEKTPOHHOTO JOKyMeHTooOopoTa. HopmaTuBHO-ipaBoBOE
obecrieueHre mPOIECCOB UCIIOJIb30BaHUS UH(DOPMAIMOHHBIX TexHoorui B JIOVY.

OcHoBHble BuAbl GopMaToB, ucnosnb3dyembie B JIOY. dopmarel npeacTaBieHUs] U XpaHEHUS
ANEKTPOHHBIX TOKyMEHTOB. OTKpBIThIC (hopMaThl. [IepCIeKTUBBI HCITOJIB30BAHUS OTKPBITHIX (HOPMATOB
u cBobonHoro nporpammuoro obecneuenus (CI1IO) B Poccuu u 3a py6exxom. HopMaTuBHO-TIpaBoOBbIE
U METOIUYECKHE TOKYMEHTHI, periaMeHTHpYyIomue mporecchl ucnoib3oBaHusi CIIO U OTKPBHITHIX
¢dbopmaros B Poccumu.

[TpuHIMIBI 1 3Tanbl pa3pabOTKU W BHEAPEHUS HH()OPMAIMOHHBIX CHCTEM B JCSITEIHLHOCTH
opranuzanuu. 3agaud, (QyHKUMH U CTpykTypa uHpopmannoHHou cuctembsl (MC) opranusanuu.
Tepmunosnorus, ucnonszyemas B MC. IIpoekTHbIC pelieHns COBPEMEHHBIX HH()OPMAIIMOHHBIX CHCTEM
B obnactu JIOY. OTkpeIThie HHPOPMAIIMOHHBIE CUCTEMBI, KPUTEPUU UX OIICHKHU.

Pasnen 5. Peanusanus 3agau JIOY ¢ nomomnro MS Office

[TpuHIMIBI TOCTPOECHUS M (PYHKUMOHUPOBaHUS OGHUCHBIX cucTeM B cpeae nakera MS Office.
[MoaroroBka, peructpanus, 00OpaboTKa U XpaHeHHE TOKYMEHTOB cpencTBamu makera MS Office.

[TonsTne perucrpanvoHHas kaprouka JokymeHTa B ACY]/l, HazHaueHHE U BO3MOKHOCTH
ucnosib3oBanus. Vcnonbs3zoBanue kinaccudukarop u pyopuxkatopos uist coznanus b/l yuerHoro tuma.

Peanuzanus 3agaunm KOHTpoist McmonHeHus B cpene mnakera MS  Office. Crpykrypa
CTaHJIApPTHBIX 3alpOCOB JIsI PELICHMs 3a/ad KOHTPOJIA 3a HCIOJHEHHEM JTOKYMEHTOB. l[lpumepsl
uHTEepQEicoB.

[TonsTust «otueroBy, «popm» MU «mabmoHoB» B cucreme MS Office. Mcnonb3oBanue
111a0JIOHOB U 3JIEMEHTOB ABTOTEKCTA.

JlononHuTenbHBIE BO3MOKHOCTH paboThl ¢ oducHbiMU nporpammamMu Word u Excel B MS
Office:

- Co3ianue naHesell UHCTPYMEHTOB U KHOTIOK.

- ABTOMaTH3aIMs BBIIOJIHEHNUS 33/1a4 ¢ TOMOIIBI0 MakpocoB. CriocoObl CO3/1aHUSI MAKPOCOB.
- ABTOMaTH4Y€ECKOE CO3/1aHHE OTJIaBJICHUS U TII0CCapHsl.

- Pabora ¢ popmamu u Tabnunamu.

ITonsitne «KOMITO3MIIMOHHBINA AJIEKTPOHHBIA JOKYMEHT» M NPHUHLMIIBI €ro CO3/IaHHS.
KomOunupoBanue pa3sHOBUAHOCTEH (TEKCTOBOM, Tpaduueckoid, TaOnuyHON) wuHPOpMAIMU B
JTIOKYMEHTE.

Poccuiickue ananoru MS Office.

Pa3gen 6. Ba3pl 1aHHBIX B HHGOPMAIIMOHHOM O0ecrieYeHUH YIPaBJIeHHS.

[Tonstue 6a3bpl naHHbIX. CTpykTypa 0a3bl AaHHBIX. [loHsTHe mabioHa 0a3bl JaHHBIX. THIBI
nosiedt ¥ naHHbIX. TexHomorust 00pabOTKM AaHHBIX. MoJenu MocTpoeHust 6a3bl TaHHBIX.



Kopnopatuasie 6a3bl nanabix. [lonarue kopnoparuBHou bJI w xopmopatuBhoit HC.
TpeboBanus k kopnopatuBHoit b/l u UC. OcoOeHHOCTH TEXHOJIOTUHU «KIIHEHT-CEPBEPY.

OcHoBHBIE cBolicTBa 0a3pl gaHHBIX LOtus Notes m MS Access. Apxutekrypa Lotus Notes.
Mopenu koMMmyHuKanui, nojaaep:kuBaemMbix Lotus Notes. OcHoBHBIE CBeleHHS O CTPYKType
nporpaMMHoOro obecnedenus. OkoHHbIM uHTepdeiic Lotus Notes, ocHoBHBIE 31eMeHThl. BapuaHTsl
noctpoeHus naTepdeiica nomp3zoBarens. Vicnons3zoBanue MS Access npu pemennn 3agad JJ0OY.

Cuctemsnl ynpasnenus 6a3amu naHHbiX (CYBJI). IIpodeccuonanbasie CYB]I. IlepconanbHbie
CYB/Jl. OpHomonb30BaTeIbCKHE W MHOTOIIOJB30BaTCIbCKUE 0a3pl AaHHBIX. IlocliemoBaTeNbHEIA H
napajuienbHbIi qoctyn. LlenTpanu3oBanHble U pacnpeieeHHbIe 0a3bl JaHHbBIX.

Hcnons3oBanue b/l B opranax rocyaapCTBEHHOM BJIACTU U yIIPABJICHMUS.

Pasnen 7. TpeOoBaHusi kK (GYHKUMOHAJIBHOMY M aNNaPaTHO-MPOrPAaMMHOMY OOecHeYeHUIo
aBTOMATU3UPOBAHHBIX cuctem JJOY

[Tpu3naku knaccupukanuy HHPOPMALMOHHBIX CUCTEM: YPOBEHb MHTErPAllMM JIaHHBIX B paMKax
NPEINpUATHs, OTPACIHd; MHOTO(QYHKIMOHAIBHOCTh, BO3MOXKHOCTH MAacCIITaOMPOBAaHUS CHUCTEMBI,
OXBaT Pa3JIMYHBIX CHUCTEM JOKYMEHTALUH, pa3pabOTUMK, OTHOIIEHHE K OT€YECTBEHHBIM CTaHJapTaM
JOY, MynbTu(hOpMaTHOCTD U OTKPBITOCTH (popmMaTa.

Cucrtembl ympaBiieHUsI JAOKyMeHT0oOopoToM. KopropaTuBHble HH()OPMALMOHHBIE CHCTEMBI.
Bunet u pasnosunnoctu AC J10Y. Kpurepuu Boioopa komnanun-pazpadorurka AC JIOY. Kpurepuu
BbiOOpa AC JIOY M HHBIX HPOrpaMMHBIX HPOAYKTOB NPUMEHUTENBHO K 33jJadaM OpraHU3al|H.
Pazpabotka TexHmdeckoro 3amanusi. [IpuHImIel nmpoexTrupoBanus U 3tansl BHenpenus AC JI0Y B
NesTeIbHOCTh OpraHu3anuu. Kpyr pemaemsix 3a1ad.

[Tpumeprl coBpeMmeHHbIX oTeuecTBeHHBbIX AC JIOVY.

Crenpanu3upoBaHHble  MH(MOPMALMOHHBIE  CHUCTEMBI: KaJpoBble,  OyXraJlTepckKue,
CTaTUCTUYECKUE U JIp. BO3MOXKHOCTH TUIIOBOM KOHPUIYpallMl MPOTPaMMHBIX POJTYKTOB.

CripaBo4HO-TIpaBOBble HMH(OPMAIMOHHBIE CUCTeMbl. OCHOBHBIE NPUHIMIBI HOCTPOCHUS U
nosib3oBanud. CrnpaBouHo-mpaBoBble cucteMbl «Koncynbrant-Ilmtocy, «['apant», «Koaekey.
«MudopmanronHoit cripaBouHoit cuctemsl apxuBHo# otpaciu (MCCAO)».

Pa3gen 8. UHTepHeT-TEXHOJIOTMH H HH(OPMALIMOHHBbIE pecypchl, Henoib3yeMble B IOY

[Tonstne «uH(pOPMAMOHHBIA pecypc». BHyTpeHHHE M BHEIIHUE, JOKaIbHbIE U TIJ100aIbHbIE
nHpopmanronHsle pecypcebl. UHdpacTpykTypa HHGOPMaMOHHOMN 1€ATEIbHOCTH.

[Tonstue undopmarmonHoii cetu. ['mobanpHbie Berunciautensubie cetu (WAN) 1 JokanbHbIe
BerurciuTenbabie cetn (LAN).

Wutepuer. HaBurarops! u nouckoBuku (Yahoo, Yandex, Rambler u ap.) Cucrtema anpecos
cetu. OcoOenHoctu mnoucka uHGopmanuu B WHTepHer. IlpocTeie M cinoxkHble 3ampockl. Pecypcsl
Wutepuer ana cnenuanuctos cepst JOVY.

Hcnonp3oBanue Bo3MokHOcTe WMHTepHer ans oOMeHa wuH@oOpMaluei, opraHu3anuu
KoH(pepeHImit, Tocok 00bsBIeHHH, cTpanull WWW u T.1.

JlokanpHOE M yJAJ€HHOE COEAMHEHHE KOMIIbIOTEpOB (paboumx MecT). Moaembl, TpUHIUIIBI
paboTbl M Bo3MOXHOCTU. CpeicTBa OpraHu3alliM BHYTPEHHUX U BHEIIHHUX ceTed oOMeHa
nH(popmalrel B OpraHu3aiui.

Texnonoruss Wurepuer - Murpaner. OCHOBHBIE MOHATUS M METOJIMKa pabOTHI B CETH.

OnekTponHass mouta. OCHOBHBIE (YHKIMH ¥ KOMIIOHEHTHL. FOpuamdyeckue acreKThl
ucrons3oBanus. [louroseie mporpammel Web-caiiTbl 1 METOMKA UX TIPOSKTHPOBAHMUSL.

Pa3gen 9. YnpasiieHne 10CTYyNOM K 10KYMEHTHPOBAHHONH HHPOPMALIUH.

HopmatuBHO-IpaBOBBIE U METOAMYECKHUE JOKYMEHTBI, PEIVIAMEHTUPYIOLIUE BOIIPOCHI 1OCTyIa
K UH(OPMALIMOHHBIM pPECypCaM.



Kputepun 6€30MacHOCTH 3JIEKTPOHHOTO JOKYMEHT0000poTa. OCHOBHBIE METOIbI 3allUThI
JOKYMEHTHUPOBaHHON uHpopmammu. ['pynmbl MeTonoB 3ammThl HHGOpManuu B WHPOPMAIIMOHHBIX
cUCTeMax (armaparHble, IPOrpaMMHBIE, OPTaHU3aLMOHHbIE).

Hoctym, mnpaBa [gocTyna, KOHTPOJb JIOCTYNa M HCIHOJIb30BAaHUE JOKYMEHTUPOBAHHOMN
nndopmanuu B AC J1OV.

MarepuanbHbie HOcUTEIH HHDOpMaIMK U UX (PU3HUEcKast 3aIluTa.

[TpuHIIMTIBI XpaHEHHS U YHUYTOXKEHHUS JTOKYMEHTHPOBAaHHOW MH(popManuu, BKItoueHHOH B AC
JOV.

4. O0pa3oBaTe/ibHbIE TEXHOJIOTHH

Jis  mpoBeneHUss  y4eOHBIX 3aHATUH 1O  JUCIHUIUIMHE  HUCTHOJB3YIOTCS — Pa3IMYHBIC
oOpa3oBarenbHble TexHOJOruu. [ opraHu3anuu y4eOHOTO Ipolecca MOXET ObITh HCIOJIb30BAaHO
ANEKTPOHHOE 00ydeHre U (UJIH ) TUCTAHIIMOHHBIC 00Pa30BaTEIbHBIC TEXHOIOTHH.

5. OneHka NJIAaHUPYeMBbIX Pe3yJIbTATOB 00y4eHHUs

5.1 Cucrema oneHUBaHUSA

Texymuidi KOHTPOJIb OCYIIECTBISIETCS B BHJIE OLEHOK KOHTPOJIbHOM PAaOOThI M BBINOJHEHUS
3aJJaHUi Ha MpPaKTUYecKUX 3aHATHAX. KoHTponbHas paboTa MpOBOAMTCA HAa MEPBOM MPAKTHUECKOM
3aHSTHUH, BBISBJISIET TOTOBHOCTh CTYJEHTOB K IPaKTHYecKOol paboTe u oueHuBaercs a0 20 6amos.
MaxkcumasnbHast OLIeHKa BBIMOJIHEHUS KaKJ0I0 IPAaKTH4YeCKoro 3aHsaTus — 10 6amos.

[TpomMeXyTOUHBI KOHTPOJb 3HAHUWA MPOBOIUTCS B (hOpME HTOTOBOW KOHTPOJIBHOH pPadOTHI,
BKJIFOYAIOIEH TEOpeTHUeCKHue BOIPOCHl U MPaKTHUECKOe 3aJaHue, U oueHuBaercsa 1o 40 6awios. B
pe3ysbTare TEKYIIEro U MPOMEKyTOUYHOTO KOHTPOJIS 3HAHUM CTYAEHTHI MOIYYatoT 3a4€T [0 KYypCy».

®opma KOHTPOIIS Makc. KoJIM4ecTBO 0aJIoB
3a ogny pabdoty| Bcero
Texymuii KOHTPOJIb:
- OTpoC 5 GaioB 20 G6amoB
-pedepar 20 6anoB 20 6amnoB
- KOHTpoJIbHas paboTa (Tema 1, 3, 6) 20 6annoB 20 GayoB
[TpomexyTouHas aTTecTalus 40 6annos
(3a4eT C OlEHKON)
HToro 3a cemMecTp (IUCHMILIMHY) 100 6amoB

[ToyrydeHHBII COBOKYITHBIN pe3yIbTaT KOHBEPTUPYETCS B TPAJAUIIMOHHYIO IITKATY OIICHOK U B IIKATY
oreHOK EBporeiickoii crcTeMsl mepeHoca u Hakorienus kpeautos (European Credit Transfer System;
nanee — ECTS) B cooTBeTCTBUM C TaOIUIIEH:

100-6annpHas mikana | TpaauiimoHHAs HIKaIa Ixkana ECTS
gg : gl)(er OTJINYHO B

68 — 82 XOpOIIIO 324TEHO C

gg : gg YIOBIETBOPUTEIHHO E

20-49 FX

0_19 HEYJIOBIETBOPUTEIHHO HE 3a4TEHO =
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5.2.Kputepuu BbICTABICHUS OLIEHKH 0 JUCIUTUINHE

Banael/
HIkanaa
ECTS

OuneHka mo
JTUCHUILIMHE

Kpurtepun oneHkn pe3yibTaToB 00y4eHus 10
AUCHMILIAHE

100-83/
AB

«3a4YTCHO»

BricTaBnsiercs o0ydaromieMycsi, €Clii OH TITyO0KO U
IIPOYHO YCBOWJI TEOPETUYECKUM U MPAKTUYECKUI
MaTepuai, MOXeT IIPOJEMOHCTPUPOBATh 3TO HA 3aHITUSIX
U B XOJI€ IPOMEKYTOYHON aTTECTALIUU.

OO0yuaromuiicst KCYEPIBIBAIOIIE U JIOTHYECKH CTPOUHO
M3JIaraeT yueOHbIi MaTepuall, yMeeT yBsI3bIBATh TEOPHUIO C
MIPAKTUKOM, CIIpaBiIsIeTCs C PelICHUEM 3a/1a4y
npo¢eCCHOHATLHON HANPAaBIEHHOCTH BHICOKOTO YPOBHS
CJI0KHOCTH, PAaBUILHO OOOCHOBBIBACT MPUHSTHIC
pelIeHus.

CB0OOIHO OPUEHTHPYETCS B y4eOHOH U
npoeCCHOHATILHOM JINTepaType.

OneHka no JUCHUILIMHE BBICTABISAIOTCS 00ydaroleMycst ¢
yu€TOM pe3yJIbTaTOB TEKYILIeH U MPOMEXYTOUHON
aTTeCTallUU.

Komnerenuu, 3akpeniéHHble 3a JUCIUIUTUHOMN,
c(OpMHPOBAHBI HA YPOBHE — «BBICOKHI.

82-68/

«3a4YTCHO»

BricraBisiercs o0yyaromemycs, €Ciii OH 3HaeT
TEOPETHYECKUHN U MPAKTUYECKUN MaTepua, IpaMOTHO U
II0 CYIIECTBY M3J1araeT ero Ha 3aHATHUAX U B XOJI€
IIPOMEKYTOYHOU aTTECTALlNH, HE JOITyCKas
CYILLECTBEHHBIX HETOUHOCTEM.

OOyyaromuiics MpaBUJIbHO IPUMEHSET TEOPETUUECKUE
MIOJIOXKEHUS IIPU PELICHUU NTPAKTUYECKUX 3a1a4
npodeccroHalbHOM HANPaBIEHHOCTH PA3HOTO YPOBHS
CJIO’KHOCTH, BJIa/Ie€T HEOOXOAUMBIMHU Il 3TOTO
HaBBIKAMH U IPUEMAMHU.

JIOCTaTOYHO XOPOIIO OPUEHTHPYETCS B yUeOHOU U
npodeccnoHanbHOM TUTEpaType.

OneHka 1Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYaromeMycs C
Y4ETOM pE3yIbTaTOB TEKYIIEH U IPOMEKYTOYHOU
aTTeCTalUu.

Komniereniuu, 3aKkpeni€éHnble 3a JUCUUTUIMHOM,
c(OPMHPOBAHBI HA YPOBHE — «XOPOIIUM».

67-50/
D,E

«3a4YTCHO»

BricTaBnsiercs oOy4aromemMycsi, €Cii OH 3HaeT Ha 0a30BOM
YPOBHE TEOPETUUECKUI U MPAKTUYECKUI MaTepuall,
JIOTTYCKaeT OT/JENIbHbIE OMIMOKH MPH €T0 U3JI0KEHUH Ha
3aHATHUSIX U B XOJ1€ TPOMEXYTOUHOM aTTecTaluy.
OO0yyaronuiicst UCIIBITHIBAET OINpeEIEHHbBIE 3aTPYIHEHUS
B IPUMEHEHUH TEOPETUUECKUX TOJI0KEHUH NPU PELIEHUU
MPaKTUYECKUX 3a]a4 MpodeccnoHanibHON
HaIPaBJIEHHOCTH CTAaHAAPTHOTO YPOBHS CJII0XKHOCTH,
BJIaJieeT HEOOXOJUMBIMHU I TOTO 0a30BBIMH HAaBBIKAMU
U IIPpUEMaMU.

JleMOoHCTpUpYyeT JOCTaTOYHBIM YpOBEHb 3HAHUS yUEOHOU
JIUTEPATYyPhl 10 TUCLUIIINHE.
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Banasl/ Onenka mo KpuTtepun oneHkn pe3yibTaToB 00y4eHus 1O
lkana AUCHMILIAHE AUCHMILIAHE
ECTS

OneHka no JUCHUILTMHE BBICTABISIOTCS 00ydaromeMycs ¢
y4E€TOM PE3YNbTATOB TEKYILEH U IPOMEKYTOYHOU
aTTeCTalUu.

Komrniereniuu, 3aKkperiéHubie 3a JUCUUILUIMHOM,
c(hOpMHUPOBAHBI HA YPOBHE — «IOCTATOYHBIN».

49-0/ BricTaBnsiercst o0ydaromemycs, eCiiu OH He 3HaeT Ha
F.EX HE 3a4TEHO 0a30BOM ypOBHE TEOPETUYECKUN U MPAKTHUECKUI
MaTepHall, J1oMyckaeT rpy0oble oIMOKH IpU ero
W3JI0KEHUU Ha 3aHATHUAX U B XOJI€ IPOMEKYTOYHOU
aTTECTaLlUN.

OOyuaronuiics UCTIBITHIBACT CEPbE3HBIEC 3aTPYAHECHUS B
IIPUMEHEHUH TEOPETUYECKHUX IIOJIOKEHUI NPU PELICHUU
MPAaKTUYECKHX 33/1a4 MPO(HeCCHOHATLHON
HaIIPaBJIEHHOCTH CTaHAAPTHOT'O YPOBHS CII0KHOCTH, HE
BJIa/1e€T HEOOXOUMBIMU JI1 TOTO HaBbIKAMU U
MpUEMaMHU.

JleMoHCTpHpYET (pparMeHTapHbIC 3HAHUS YIeOHOH
JIUTEPATYyPBI 110 TUCLUIIIMHE.

OneHka no JUCHUILIMHE BBICTABISAIOTCS 00ydaroleMycst ¢
YYETOM PE3yIbTATOB TEKYLIEH U IPOMEKYTOUHOMU
aTTeCTaluu.

KomMmnereHiumn Ha ypoBHE «JOCTaTOUYHBIN», 3aKPEIUIEHHBIC
3a AMCUMILUIMHOW, HE CHOPMHUPOBAHBI.

5.3. OueHo4nble cpeacTBa (MaTepHAaJIbl) AJIsl TEKYIIero KOHTPOJIS yCIeBaeMOCTH,
NPOMEKYTOYHOM aTTeCTAMM 00Y4YaKOIINXCSl N0 JUCHHILIHHE
IIpumepHbie TeMbl pedepaToB Mo pazaeamM AUCHUILIMHBI:

1. HccnenoBaHre OCHOBHBIX OOBEKTOB U MPUHIIMIIOB aBTOMATH3AI[MH B YIIPaBJICHUH.

2. OnexkTpoHHbI  o¢uc. VccnenoBaHue COBpPEMEHHBIX HH(OPMALMOHHBIX  TEXHOJOTHUH,
ucnoisb3yeMslx B JIOY.

3. Hcnonp30BaHne aBTOMAaTU3WPOBAHHBIX MH()OPMALIMOHHBIX CUCTEM B YIIPABICHUH.

4. AHanu3 HOPMAaTHBHO-IIPABOBBIX AaKTOB, PETJIAMEHTUPYIOIIMX IIPOLIECCHl BHEAPEHUS U
HCIO0JIb30BaHUs HH(OPMAIMOHHBIX TexHojoruil B JIOVY.

S. AHanu3 HOpMaTUBHO-METOINYECKUX JOKYMEHTOB, PETIaMEHTUPYIOIIMX MPOLIECCH BHEAPEHUS
Y UCTOJIb30BaHUS HTHPOPMAIIMOHHBIX TexHosoruii B JIOY.

6. HccnenoBanue (opMaToB 3JEKTPOHHBIX JJOKYMEHTOB, HCHOIB3yeMbIX B JIOY.

1. Hcnonp3oBaHue  OTKPBITHIX  (OPMATOB  DJIEKTPOHHBIX  JIOKYMEHTOB U CBOOOJHOTO
IIpOrpaMMHOro obecnieueHus Juist pemeHus 3agad JJOY.

8. Benymue komnanun-pazpaboTUUKH POrpaMMHBIX PO tyKToB s JJOY u ux pa3paboTku.

9. O0630p myOiuKaMil OTEUECTBEHHBIX ABTOPOB IO BOMPOCAM HCIIOJIBb30BAaHUS COBPEMEHHBIX
nH(popManMoHHbIX TexHoorui B JIOY.

10. OO630p nyOnukamMii 3apyOeKHBIX AaBTOPOB IO BOMPOCAM HCIIOJIB30BAaHUS COBPEMEHHBIX
nH(popManMoHHBIX TexHoorui B JIOY.

11.  HccnenoBaHue NMPaKTHKU MCIOIb30BAHUS COBPEMEHHBIX MH()OPMAIMOHHBIX TexHoJorui JJOY

3a pyOexoMm (MO cTpaHaM, BBIOpaHHBIM CTYJICHTaMH) M BO3MOXXHOCTH TPHUMEHEHHS HMX OIbITa B
Poccun.

12. be30ymakHast TEXHOJIOTHS TTOATOTOBKU JJOKYMEHTOB.

13. [Ipuaanue 1OpUANYECKON CUITBI SJIEKTPOHHBIM IOKYMEHTaM.

14. Pecypcsl UnTepHer ans cnenuanuctoB cepsl JJOVY.
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15. OcHoBHBIE 3Tanbl pa3BUTHSI HHGOPMAIIMOHHBIX TexHoorui B JIOY.

16. OcHoBHbIE 3a1aun, crosmue nepex ACY]l v myTH UX penieHus..

17. AHanu3 COBpeMEHHBIX WH(OPMALMOHHBIX TEXHOJOTUN CO3/IaHUs, XpaHEHUsS U OOHOBJICHUS
JIOKYMEHTOB.

KOHTPOJILHLIG BOIIPOCHI U 3alaHUA JJIA HpOMe)KyTO'lHOﬁ aTTeCTallii I10 UTOIraM OCBOCHUSA
AUCHHUIIIMHBI

1. ITonsTue «uHbOpMaIUI» U «HHDOPMAIMOHHBIE TeXHOIOTHN» B JJOY.

2. Ha3naueHue, MecTo, pOJb OCHOBHBIX HH(OPMALMOHHBIX TEXHOJOTHHA, TPUMEHIEMBIX B
YIIPaBJICHUU.

3. TIoHATHS «3NEKTPOHHBIN JOKYMEHT» U «3JICEKTPOHHBIH JOKYMEHTOOO0OPOTY.

4. 3akoHojaTenbHass 0a3a, pErVIAaMEHTUpPYIOLIAas MpPOLECcChl MPUMEHEHHs HH(POPMALMOHHBIX
texHozoruii B JIOY.

5. HopmaruBHO-nipaBoBast 0a3a, perjiaMeHTHPYOIas MpOLEcChl NPUMEHEHHs HH(POPMALMOHHBIX
texnojoruii B J[OY.

6. HopmatuBHO-MeToanYecKas 6a3a, perjaMeHTUpYoIas MpoLecchl IPUMEHEHUsT HHPOPMALMOHHBIX
texnojoruii B J[OY.

7. OcHOBHBIE 3Tanbl M ypoBHHU aBToMatu3anuu JJOY.

8. OcHoBHBIE 00BEKTHI U IPUHIHIIEI aBToMaTu3aiun J10Y.

9. llenu u 3amaun aBromatuzanuu JJOVY.

10. OcHoBHble HH()OPMAIIMOHHBIE TEXHOJOTHH, HCIOJb3yeMble B pabore ¢ WHGOPMAIMOHHBIMH
pecypcamu OpraHu3altu.

11. OcHoBHbIE OpMATHI AIEKTPOHHBIX JTOKYMEHTOB, HcIoNb3yeMble B JJIOVY.

12.  ®opmarbl XpaHEeHHs! TEKTPOHHBIX JOKYMEHTOB.

13.  OrtkpsiTie popmatsl D[] 1 cBoOOAHOE TpOorpaMMHOE obecnieueHme, ux 3nadenue st JJOY.

14.  OcHoBHblI€ 3Tanbl pa3BUTHs UHHOPMAILIMOHHBIX TeXHOoJorHi B JIOY.

15. OcHOBHbIE TEXHOJIOTUH, UCTIONb3yEMBIE IIPU PA0OTE C TOKYMEHTAMH.

16. TexHoyoruu co3gaHus JOKyMEHTOB.

17. Texuonoruu ouudpoBanus 10kyMmeHToB B JIOV.

18. OpraHuzanoHHBIE W TEXHUYECKHE MpOOJEeMbl KOHTPOJIS HCIOJHEHHUS JJOKYMEHTOB.
Bo3moxHocTH peanu3anui GyHKIHMI KOHTPOJIS B COBPEMEHHBIX MH(POPMAIIMOHHBIX CHCTEMAX.

19. TexHomoruu XpaHeHHust JOKYMEHTOB.

20. TlousTue 6a3a TaHHBIX, OCHOBHOE Ha3HAYEHUE.

21. Hcnonbs3oBaHue 0a3 TaHHBIX B yrpaBieHUH. [Ipumepsl.

22. TlonsTHEe «KOpIOpaTHUBHAs 0a3a MaHHBIX» M «KOPIOpAaTUBHas WH(POPMALMOHHAS CHCTEMay.
TexHoIoTHsA «KIMEHT-CEPBEP.

23. TlonsTue «mois» B 0a3ax MaHHbBIX. THITBI O, TUIIBI JAaHHBIX, UCTIONB3YEMBIX B B/I.

24. Vcnonp3oBaHHe Kiaccu(UKaTopoB U pyOpHKaTOpoB Uit co3aanus bl yueTHoro tuma.

25. Moaenu KOMMYHUKaIUH, ojiep:xxuBaembie Lotus Notes.

26. IlpukinagHoe mporpaMMHoe oOecrieyeHue A aBToMaTu3upoBaHHbIX cucteM JJOVY. Ilpumepst
coBpeMeHHBIX AC JIOVY.

27. Pa3paboTku BexylUX KOMIIaHUI-pa3pabOTYMKOB NPOTpaMMHBIX MpoaykroB it OV
(KoMTIaHus 1O BEIOOPY CTYACHTA).

28. Kpurepuu olLeHKH U BbIOOpA KOMITAHUM - pa3paboTyKa nporpaMmHoro npoaykra it J10Y.

29. CnpaBo4YHO-TIPABOBBIE CHCTEMBI, X COCTaB, CTPYKTYpa M MPUHIIMITEI TocTpoeHws. [Tpumepsr.

30. Cpenctpa u BUIBI TOMCKA HHPOPMALIUU B CIIPABOYHO-TIPABOBBIX cucTeMax. [Ipumepsl.

31. VIHTepHEeT-TEeXHOJOTUU M WH(OPMAIIMOHHBIE PECYPCHI, UcTIoNb3yeMbie B JJOVY.

6. YueOHo-MeTOoqUYeCKOe M HHPOPMALMOHHOE 00ecedeHne TUCITUTITHHBI
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6.1 Cnucok HCTOYHUKOB M JIUTEPATYPHI

OcHoBHas1 InTepaTypa

1. OCHOBBI MOCTPOCHHSI ABTOMATH3MPOBAHHBIX MH(POPMAIIMOHHBIX cUcTeM: YueOHuk / B.A.
I'Boznera, N.1O. JlaBpentbesa. - M.: ]I ®OPYM: HUILI Uudpa-M, 2013. - 320 c.: ui.; 60x90 1/16. -
(ITpodeccunonanvuoe obpaszoBanme). (meperuier) ISBN 978-5-8199-0315-5 - Pexum npocryna:
http://znanium.com/catalog/product/392285

2. Kucenes, I. M. HHbopmaunoHHbIE TEXHOJOTUM B OKOHOMHKE M  YIPaBICHUU
(>ddexTuBHas padora B MS Office 2007) [DnexTponnsiii pecype] : YueObnoe mocodbme / I'. M.
Kucenes, P. B. boukoBa, B. 1. Cadonos. - M.: U3narenscko-Topropas kopnopauus "amkos u K",
2013. - 272 c. - ISBN 978-5-394-01755-1. - Pexum JIOCTYTIA:
http://znanium.com/catalog/product/415083

3. HudopmannoHHble TEXHONOTUH yrpaBieHus: YueOHoe mocodue / B.C. [Iposanos. - M.:
@®muara: MIICHU, 2008. - 376 c. (e-book) ISBN 978-5-9765-0269-7 - Pexum mgocryma:
http://znanium.com/catalog/product/320808

4. HWudopmanroHHbIC TeXHOJOTHM yrpasieHus: YueOunuk / b.B. UepuukoB. - 2-e wusf.,
nepepab. u gomn. - M.: U1 ®OPYM: HUILI Unudpa-M, 2013. - 368 c.: mi.; 60x90 1/16. - (Beiciiee
o0Opa3oBaHue). (nmeperuer) ISBN 978-5-8199-0524-1 - Pexum JocTyma:
http://znanium.com/catalog/product/373345

5. HudopmanroHHbIE TEXHOJIOIHH U CUCTEMBI: YuebHoe nmocobue / E.JI. ®denorosa. - M.: N ]I
®OPYM: HUL] Uudpa-M, 2013. - 352 c.: ur.; 60x90 1/16. - (Bricuiee obpasoBanue). (meperier)
ISBN 978-5-8199-0376-6 - Pesxum goctyma: http://znanium.com/catalog/product/374014

JlonoTHUTEIbHASI JIUTEPATypa

1. Pa3paboTka METOJHMKH TIOJATOTOBKH OpPraHW3allMd K BHEAPEHHUIO CHUCTEMBI JJICKTPOHHOTO
nokymeHtoobopota [Muatepuer-xypHan "Haykosenenue", Boin. 1, 2014, ctp. -] - Pexxum mocryma:
http://znanium.com/catalog/product/477586

2. 3amuTa KOHPUACHIUATHLHOW MH(OPMALIUU MIPHU 3JIEKTPOHHOM JOKYMEHTO000poTe/MUHHUH
N.B., Munaun O.B. - Hoocubupck : HI'TY, 2011. - 20 c.: ISBN 978-5-7782-1829-1 - Tekcr :
anekTponnsiid. - URL: http://znanium.com/catalog/product/546492

3. lemenwn, I'. W. JlokymeHTamuss W JOKYMEHTOOOOPOT BHEITHETOPTOBBIX CIIEIOK Ha
BHYTPEHHEM BOJHOM M CMEKHBIX BHAax TpaHcrnopra: crpaBounuk / I'. WM. Illenemun, I1. K.
Kpxemunckuiti. - M. : Ampraup MI'ABT, 2010. - 138 c. - Tekcrt : amekrpoHHbIH. - URL:
http://znanium.com/catalog/product/1026173 - Tekcr : DIIEKTPOHHBIH. - URL:
http://znanium.com/catalog/product/1026173

4. WHbopMaIMOHHbIC TEXHOJIOTHH U CHCTeMbl: YuebHoe mocodue / E.JI. denortosa. - M.: U]1
®OPYM: HUIl UHOPA-M, 2014. - 352 c.: un.; 60x90 1/16. - (Bsiciee o6pa3oBanue). (meperier)
ISBN 978-5-8199-0376-6 - Pesxum noctyma: http://znanium.com/catalog/product/429113

5. Hudopmarnka, aBTOMATH3UPOBAHHBIC WH()DOPMANMOHHBIC TEXHOJIOTHH W CHCTEMBI:
Vuebuuk / I'BozgeBa B.A. - M.:MJI ®OPYM, HUIL] UHOPA-M, 2015. - 544 c.. 60x90 1/16. -
(ITpodeccronanpHOoe  0OpazoBaHUE) ISBN 978-5-8199-0449-7 -  Pexum  jgocTyma:
http://znanium.com/catalog/product/492670

6. PymsaneBa Enena JIpBoBHa. MH(OpMarmoHHBIE TEXHOJIOTHU [DIEKTPOHHBIH pecypc] :
yuebHoe nocobue. - Mocksa : U3narensckuii Jom "®@OPYM" : OO0 "Hay4Ho-U3/1aTeNbCKUN LIEHTP
NHOPA-M", 2013. - 256 c. - ISBN 978-5-8199-0305-6.
URL.: http://znanium.com/go.php?id=392410.

6.2 Ilepeyens pecypcoB HH(pOPMALMOHHO-TEIeKOMMYHUKALMOHHOM ceTH «UHTepHET».
HanuonaneHas siekrponHas oudnuorexa (HOB5) www.rusneb.ru

ELibrary.ru Hay4nast anexktponnas 6udianoreka www.elibrary.ru
Onekrponnas oudianoreka Grebennikon.ru www.grebennikon.ru


http://znanium.com/catalog/product/392285
http://znanium.com/catalog/product/415083
http://znanium.com/catalog/product/320808
http://znanium.com/catalog/product/373345
http://znanium.com/catalog/product/374014
http://znanium.com/catalog/product/1026173
http://znanium.com/catalog/product/492670
http://znanium.com/go.php?id=392410
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Cambridge University Press
ProQuest Dissertation & Theses Global
SAGE Journals
Taylor and Francis
JSTOR
Bcepocculickuil  Hay4yHO-MCCIIEOBAaTEIbKAM HMHCTUTYT JOKYMEHTOBEIECHMS M apXMBHOIO Jeila
(BHUNAA) [Dnexkrponnbiii pecypc] Pexxum noctyma: www.vniidad.ru
Koncantunrosas rpynna «Tepmuka». [HopmaTuBHO-IpaBOBas 6a3a JAaHHBIX MO JEIONPOU3BOJICTBY,
JOKYMEHTOOOOPOTY W apXWBHOMY  jeny| [DnektpoHHbIi  pecypc] Pexum — pocrymna:
http://www.termika.ru/Catalog/catalog.html

3. Docflow. Bce o wmupe osnextpoHHoro npokymeHtoobopora. [[lopran mnocsiex
ANEKTPOHHOMY JOKYMEHTOOOOPOTY M CMEXHBIM oTpacisiM. OH Npu3BaH NPEIOCTaBUTh YUTATENSIM
Camylo MOJIHYI0, CTPYKTYPUPOBAHHYIO U MOJIE3HYI0 HH(POPMAIIHIO O PHIHKE, TEXHOJOTUSX, PELICHUSIX,
KOMITaHMSX U Jiuiax]. [Daexkrponnslii pecype] \ www.docflow.ru

4. DOC-Online. HezaBucuMmblii mOpTaji o CHCTEMax O3JIEKTPOHHOIO JIOKYMEHTOOOOPOTA.
www.doc-online.ru

5. TAdviser. Ilopran BpIOOpa TEXHONOTHI M TMOCTaBIIMKOB - [DIEKTPOHHBIN pecypc|
http://www.tadviser.ru/

6. Odunmanpueiii caidt 1C: Tpennpusitue 8. - [AnexkrponHslii pecypc] - https://v8.1c.ru/

7. OdunmanbHbIl caliT «DJIEeKTpOHHBIE O(UCHBIE CHCTEMBD» - [DIEKTPOHHBIA pecypc|
https://www.eos.ru/

8. Odwunmanpuenii caiit kommanuu «MHTep-Tpact» - [DJeKTpOHHBIH  pecypc]
https://www.intertrust.ru/

9. Odunmaneshbiii caiit komnanuu «Cognitive Technologies» - [DnekTpoHHbI pecypc]
https://www.cognitive.ru/

6.3 IlpodeccnonajbHble 0a3bl JAHHBIX H HH(POPMALHOHHO-CIIPABOYHbIE CHCTEMBbI

Joctyn k mpodeccuoHanbHbIM 0a3am maHHbIX: hitps://liber.rsuh.ru/ru/bases

WHubopmManoHHbIe CITPABOYHBIE CUCTEMBI:
1. Koncynsrant [liroc
2. Tapanr

7. MaTepua/jibHO-TeXHHYeCKOe obecredeHue JUCHUTINHBI

Jns  ofecriedeHus — JUCHMIUIMHBI — HCHOJB3YETCS  MaTepHalbHO-TEXHMUYecKas  0asa
00pa30BaTEeNbHOr0 YUPEKICHUS: y4eOHbIe ayAUTOPHUM, OCHAIIEHHBIE KOMIIBIOTEPOM U MPOEKTOPOM
JUIs IEMOHCTPALIUU Y4eOHBIX MaTepUaJIOB.

CocTtaB porpaMMHOTO o0ecIieueHns:
1. Windows
2. Microsoft Office
3. Kaspersky Endpoint Security

8. ObecneyeHne 00pa3oBaTeILHOIO NMpoLEcca IJIsl JUIl ¢ OTPAHNYEHHBIMH BO3MOKHOCTSIMHU
310POBbSI H HHBAJIW/I0B

B xome peanuzanuu IUCHUIUUIMHBI HCHOJIB3YIOTCS CIEAYIOIIHUE JOMOJHUTEIBHBIE METOJIbI
0o0ydYeHus, TEKYIIEro KOHTPOJISA YCIIEBAEMOCTH M TMPOMEKYTOYHOH aTTecTaluu OOyJaronIuxcs B
3aBUCHMOCTH OT UX WHIUBUAYATbHBIX OCOOCHHOCTEH:


http://www.vniidad.ru/
http://www.termika.ru/Catalog/catalog.html
http://www.docflow.ru/
http://www.doc-online.ru/
http://www.tadviser.ru/
https://v8.1c.ru/
https://www.eos.ru/
https://www.intertrust.ru/
https://ru.wikipedia.org/wiki/Cognitive_Technologies
https://www.cognitive.ru/
https://liber.rsuh.ru/ru/bases
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® Ui CJEMBIX W CIA0OBUIAIIMX: JIEKUUH O(QOPMIISIIOTCS B BHJAE JIEKTPOHHOTO JTOKYMEHTA,
JOCTYITHOTO C TIOMOLIbIO KOMITBIOTEPA CO CHELHATM3HPOBAHHBIM MPOTPAMMHBIM OOECIICUCHHEM;
IIUCbMEHHBIE 3a/1aHUSl BBINOJIHAIOTCA Ha KOMIIBIOTEpE €O CIELMATU3UPOBAHHBIM IMPOTrPAMMHBIM
o0ecriedyeHneM WM MOTYT OBITh 3aMEHEHbl YCTHBIM OTBETOM; OOECIIEYMBAETCS WHAMBHUIYaIbHOE
paBHOMepHOe ocBelieHue He MeHee 300 JtOKC; A7 BBINOJHEHUS 3aJaHus MPU HEOOXOJUMOCTH
MIPEJOCTABIISACTCS YBEIMYMBAIONIEE YCTPOWCTBO; BO3MOXKHO TaKXKE HMCIIOIb30BaHHE COOCTBEHHBIX
YBEJIMYUBAIOLIUX YCTPONUCTB; MUCHbMEHHBIE 3a1aHus O)OPMIISIFOTCS YBEIMYEHHBIM IIPU(TOM; 3K3aMEH
1 3a4€T MPOBOASATCA B YCTHON (hopMe MIIH BBITIOJIHAIOTCS B MUCbMEHHOHN (pOopMe Ha KOMIIBIOTEpE.

® Uil TIIyXUX M CIAOOCHBIIAIINX: JIGKIUHA O(QOPMIISIOTCS B BHJE AJIEKTPOHHOIO JOKYMEHTA,
a00  IpenocTaBisAeTCs  3BYKOYCHIMBAMOLIAs — anmapaTypa HWHAMBUAYAJIBHOTO  IOJb30BAHUSA;
MUCHbMEHHBIC 33JaHUs BBIMOJHSIOTCS Ha KOMIIBIOTEPE B NHCbMEHHOW (opMme; dK3aMeH H 3a4yéTr
IIPOBOJIATCS B MUCBMEHHOM (hopMe Ha KOMIIbIOTEPE; BO3MOKHO ITPOBEACHUE B (POPME TECTUPOBAHMSL.

® Ul JIMLl C HapyLIEHUSMHU OINOPHO-JBUIATEILHOIO ammapara: JIEKIUU o(GOopMIISIIOTCS B BHJIE
AJIEKTPOHHOTO JOKYMEHTa, JOCTYIHOIO C TIIOMOIIBIO KOMIIBIOTEpA CO CIELUATU3UPOBAHHBIM
IIPOrpaMMHBIM ~ OO€clieYeHHEeM; IHCbMEHHbIC 3a/laHUsl  BBINOJHAIOTCS Ha KOMIIBIOTEpE €O
CIELUAIM3UPOBAHHBIM MPOTPAMMHBIM 00ecrieueHHEeM; IK3aMeH U 3a4€T MPOBOJATCS B YCTHOH (hopme
WM BBINOJIHAIOTCS B IUCbMEHHOM (popMe Ha KOMIIbIOTEpE.

[Ipu HEOOXOIMMOCTH NPENyCMaTPUBAECTCS YBEIMUEHUE BPEMEHHU ISl IOATOTOBKU OTBETA.

IIponienypa mpoBeeHHs MPOMEKYTOUYHON aTrTecTaluu Uil OOydyaroIlMXCsl yCTaHaBIIMBAaeTCs C
y4€TOM MX MHJMBUIYaJbHBIX IMCUXO(pU3NUECKUX ocoOeHHOCcTe. [IpoMexxyTouHas arrecTalus MOXKET
IIPOBOAMTHCS B HECKOJIBKO 3TAIIOB.

[Ipy npoBeaeHMH MpoLELYpbl OLIEHUBAaHUS PE3yJIbTaTOB OOYy4YEHMsI MpeaycMaTpuBaeTCs
HCIOJIb30BaHNE TEXHUYECKUX CPEACTB, HEOOXOJUMBIX B CBSA3U C UHAMBUIYAIbHBIMU OCOOCHHOCTSIMU
oOydJarommxcsi. OTH CpeACTBA MOTYT OBITh MPEJOCTABICHBl YHUBEPCHUTETOM, WIH MOTYT
HCIOJIb30BaThCs COOCTBEHHBIE TEXHUUECKUE CPEICTBA.

[IpoBenenue npoueaypbl OLEHUBAHUS PE3YIbTaTOB OOY4YEHUsI JAOIYCKAETCs C MCIOJIb30BAHUEM
JMCTAaHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOIOTHA.

ObecneunBaeTrcs AOCTYNn K HHGOPMAIMOHHBIM W OuOmmorpaduyeckuM pecypcam B CETH
WuTepHeT it Kaxaoro odydaronierocs B popmax, alaiTUPOBAHHBIX K OTPAaHUYEHUSM UX 37I0POBbS U
BOCHPHUATHS UH(OPMALIUU:

e ISl CIIENBIX M CIHA0OBHUISANIMX: B IE€YAaTHOM ¢opMe yBeIMYEHHBIM WIpUPTOM, B ¢opme
3JIEKTPOHHOTO JIOKYMEHTa, B (hopMme aynnodaiina.

® JUUIsl TIIyXUX U CJIa0OCIBIIAIIUX: B Ie4aTHOU dopMe, B GOopMe IEKTPOHHOTO JOKYMEHTA.

® 1151 00Y4YarOLINXCSl C HApYIIEHUSIMU OMOPHO-/IBUraTeIbHOTO ammapara: B meyaTHoil ¢popme, B
(dhopme 2IEeKTPOHHOTO JOKYMEHTa, B popMme aynauodaiina.

VY4eOHble aylUTOpUU AJIi BCEX BHUJOB KOHTAKTHOM M CaMOCTOSITENIbHON paboThl, HayudHas
OubnroTeka M WHBIE TMOMELIEHHUs i OOYy4YEeHHs OCHAIllEHbl CIEHUalbHBIM O0OpYJOBaHUEM U
y4eOHBIMH MECTaMH C TEXHUYECKUMHU CPEICTBAMU O0YUEHHUS:

® sl CIIENBIX U CJIa0OBHUISIIUX: YCTPOWCTBOM JJIsi CKAHMPOBAaHMS M 4TeHUs ¢ kamepoid SARA
CE; nucruteem bpaiinst PAC Mate 20; npunrepom bpaiins EmBraille ViewPlus;

eIl TIHYXUX M CcHaboCHblIIalUX: AaBTOMAaTHU3MPOBAaHHBIM pabouynM MecTOM Ui JroAed ¢
HapyIllIeHHeM CllyXa U c1a00CIBIIIAINX; aKyCTUYECKUN YCHIIUTEINb U KOJIOHKU;

e i1 OOyYarOIIMXCs C HapyIIEHUSMH OIOPHO-ABUTATEIILHOTO ammnapaTa: IepeIBUKHBIMH,
perymupyeMbIMu 3proHoMudeckuMu naptamu CH-1;, KOMIBIOTEpHON TEXHUKOW CO CIEIHaTbHBIM
IPOrpaMMHBIM 00€CTIEYECHHEM.

9. MeToanueckue MaTepHaJIbl

9.1 MnaHbl ceMUHAPCKHUX 3aHATHIA
Tema 2. Vcropus aBromaruzanuu JJOY
3agaHust:
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1. [Monb3ysich MCTOYHHKAMH VIHTEPHET WCCIENOBaTh dTAlbl Pa3sBUTHA HH()OPMAIIMOHHBIX
TexHoJioruit (aBToMaTu3anun) B chepe 10VY.

COucoK UCTOYHUKOB:

1. OCHOBBI TOCTPOCHHUSI ABTOMATH3UPOBAHHBIX HMH(POPMAIIMOHHBIX CHUCTEM: YueOHUK /[
B.A. I'Bo3nesa, 1.1O. JlaBpentresa. - M.: U] ®OPYM: HULL Uudpa-M, 2013. - 320 c.: wr.; 60x90
1/16. - (Ilpodeccuonanpuoe obpazosanue). (neperier) ISBN 978-5-8199-0315-5 - Pexxum pocryna:
http://znanium.com/catalog/product/392285

2. Kucenes, I. M. HHbopmMaunoHHbIE TEXHOJOTUM B OKOHOMHKE M  YIPABICHUHU
(>bdextuBnas padora B MS Office 2007) [Dnexrponnsiii pecypc] : Yuebnoe mocodue / I'. M.
Kucenes, P. B. boukoBa, B. 1. Cadonos. - M.: U3narenscko-Topropas kopnopauus "amkos u K",
2013. - 272 c. - ISBN 978-5-394-01755-1. - Pexum JIOCTYTIA:
http://znanium.com/catalog/product/415083

3. HudopmannoHHble TEXHONOTUH yrpaBieHus: YueOHoe mocodue / B.C. [Iposanos. - M.:
@®muara: MIICHU, 2008. - 376 c. (e-book) ISBN 978-5-9765-0269-7 - Pexum mgocryrma:
http://znanium.com/catalog/product/320808

4. WudopmannoHHBIE TEXHOJOTHH yrpasieHus: YueOuuk / B.B. UepHukoB. - 2-€ w3,
nepepab. u gom. - M.: UJI ®OPYM: HUILIl Uudpa-M, 2013. - 368 c.: mn.; 60x90 1/16. - (Beiciiee
o0OpasoBaHue). (meperuer) ISBN 978-5-8199-0524-1 - Pexum JocTyma:
http://znanium.com/catalog/product/373345

5. HudopmanroHHbIe TEXHOJIOIHH U CUCTEMBI: YuebHoe nmocobue / E.JI. ®denorosa. - M.: N1
®OPYM: HULL Uudpa-M, 2013. - 352 c.: ur.; 60x90 1/16. - (Bricuiee obpasoBanue). (meperier)
ISBN 978-5-8199-0376-6 - Pesxum goctyma: http://znanium.com/catalog/product/374014

CNews.ru — uznanue o BBICOKUX TEXHOJIOTHSX. [DIEKTPOHHBIH pecypce] -http://www.cnews.ru/

Docflow. Bce 0 Mupe 37€KTpOHHOTO JOKYMEHTO000poTa. [I[lopTan MoCBSIIeH 3JIEKTPOHHOMY
JOKYMEHTOOOOPOTY U CMEXHbIM oTpaciasiM. OH NMpU3BaH MPEJOCTaBUTh YUTATEISIM CAMYIO IOJHYIO,
CTPYKTYPHUPOBAaHHYIO U TIOJE3HYI0O MH(POPMALHUIO O PBIHKE, TEXHOJOTHSIX, PEIICHUSX, KOMIIAHUSIX U
aunax].  [DnekTpoHHBIH pecype] - DnekTpoH, naH.- M.,— www.docflow.ru, ceoboausriii. — 3ari. ¢
9KpaHa.

4. DOC-Online. He3aBucuMblii mopTall O CHCTEMax OSICKTPOHHOIO TOKYMEHTO00OpOTa.
www.doc-online.ru

Tema 3. TpeOoBaHWs HOPMATUBHO-TIPABOBBIX W HOPMATHBHO-METOJIUYECKUX JOKYMEHTOB,
permaMeHTHPYIONINX UCTIOIb30BaHue HHPOpMAITMOHHBIX TexHonorui B IOV (4 yaca)

3anaHus:

2. [Tonb3ysack uctouHukamu MHTEpHET M3yYUTh COCTaB U COJAEpKaHHE OCHOBHBIX HOPMAaTHBHO-
MPABOBBIX M HOPMATUBHO-METOJAMYECKHX JIOKYMEHTOB, PETIAMEHTHUPYIOIIUX HCIIOb30BAHHE
uHpopmannoHHbix TexHomoruit B JIOY (B COOTBETCTBUHM CO CHHUCKOM, MPEIJIOKEHHBIM
MIPEIo/1aBaTesieM).

Crnucox UCTOYHHUKOB:

0a3bl JaHHBIX, THOOPMAIIMOHHO-CITPABOYHBIC U TIONCKOBBIC CHUCTEMBI

- «KoncynbranT [lntocy - [DnexkTpoHHBIN pecypce] -
http://www.consultant.ru/cons/cgi/online.cgi?req=home;rnd=0.43221642165766183.

- «[apanT» - [DnexTpoHHbIi pecypc] - https://www.garant.ru/.

- «Kogekcy - [Dnexkrponnslii pecypc] - https://kodeks.ru/.

Tema 4. OcHOBHBIE OOBEKTHI M TPHUHIUIEI aBToMatu3anuu JIOY u opraHuzanuu >JIEKTPOHHOTO
JOKyMEHTO000opoTa (2 yaca)
3anaHus:

1. Onpenenutb 00BEKTHI U MPUHIHIBI aBTOMaTu3anuu J10Y


http://znanium.com/catalog/product/415083
http://znanium.com/catalog/product/320808
http://znanium.com/catalog/product/373345
http://znanium.com/catalog/product/374014
http://www.cnews.ru/
http://www.doc-online.ru/
http://www.consultant.ru/cons/cgi/online.cgi?req=home;rnd=0.43221642165766183
https://www.garant.ru/
https://kodeks.ru/
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2. Tlepeuncnuth OCHOBHBIE TPEOOBAHUS K OpTraHU3AIMH JIEKTPOHHOTO TOKYMEHTO000pOoTa

CnucoK UCTOYHHUKOB:

1. OCHOBBI TIOCTPOCHHSI aBTOMATU3UPOBAHHBIX HH()OPMALMOHHBIX CHUCTEM: YueOHHK /
B.A. I'Boznesa, N.I1O. JlaBpentsesa. - M.: U] ®OPYM: HULL Uudpa-M, 2013. - 320 c.: wr.; 60x90
1/16. - (Ilpodeccuonansroe obpazosanue). (neperrer) ISBN 978-5-8199-0315-5 - Pexkum mocryma:
http://znanium.com/catalog/product/392285

2. Kucenes, I. M. HHpopManlMOHHbIE TEXHOJOTMM B OKOHOMHKE U YIIpaBICHUHU
(@pdextuBnas pabora B MS Office 2007) [Dnekrponnsiii pecypc] : Yuebnoe mocodme / I'. M.
Kucenes, P. B. boukora, B. 1. Cadonos. - M.: U3narenbcko-ToproBas koprnoparnus "Jlamkos u K",
2013. - 272 c. - ISBN 978-5-394-01755-1. - Pexum JocTymna:
http://znanium.com/catalog/product/415083

3. HudopmanroHHple TEXHOJOTHH yrpasieHus: YdeoHoe mocooue / B.C. Ilposanos. - M.:
®munra: MIICHU, 2008. - 376 c. (e-book) ISBN 978-5-9765-0269-7 - Pexum mgocryma:
http://znanium.com/catalog/product/320808

4. WudopmannmoHHBIE TEXHOJOTWUHM yrpaBicHus: YueOuuk / B.B. UepHukoB. - 2-e w3,
nepepab. u gom. - M.: UJI ®OPYM: HUILI Uudpa-M, 2013. - 368 c.: mr.; 60x90 1/16. - (Beiciiee
oOpa3oBaHme). (meperuter) ISBN 978-5-8199-0524-1 - Pexum JOCTyTA:
http://znanium.com/catalog/product/373345

5. HWudopmannoHHbIC TEXHOJIOTUU U CUCTeMbl: YdeOHoe nmocooue / E.JI. demorora. - M.: 1U]|
®OPYM: HUILI Undpa-M, 2013. - 352 c.: ui.; 60x90 1/16. - (Beicuiee obpa3oBaHme). (Meperuier)
ISBN 978-5-8199-0376-6 - Pesxum poctyma: http://znanium.com/catalog/product/374014

Tema 5. Peanmuzarus 3agau JIOY ¢ nomompio MS Office (4 yaca)
3anaHus:

1. Cocrapnsromue nakera MS Word, ux HazHaueHue.

2. Tloxroromka mabI0HOB CITy)KeOHBIX JOKYMEHTOB B cpeae MS Word.
MporpaMMHOe oOecrieyeHne
Hcnons3oBanue:
- Oduchbrii maket npuioxenuit Microsoft Office
- ABBYY FineReader
- OpenOffice.org
- Internet Explorer, Mozilla Firefox, Google Chrome
CrnucoK HCTOYHUKOB:

1. Kucenes, I'. M. HHpopManmoHHble TEXHOJIOTMM B SKOHOMHMKE U  YyHIPaBICHUH

(o dextuBnas padora B MS Office 2007) [DnexkrponHslii pecypc] : YueOHoe mocobue / I'. M.
Kucenes, P. B. boukoBa, B. 1. Cadonos. - M.: U3natenscko-Toprosas koprnopauus "Jlamkos u K°",
2013. - 272 c. - ISBN 978-5-394-01755-1. - Pexxum JOCTYyIa:
http://znanium.com/catalog/product/415083

Tema 6. ba3bl JaHHBIX B MH()OPMAITMOHHOM 00ECIIEYeHUH YTIPaBIICHUS
3anaHus:
1. Peanusaums opucHbIX npuioxeHuil B cpene nakera MS Office.: mpoekTrpoBaHue U co3laHue

Tabmu1 B cpene MS Access Ha 0TOOp JokyMeHTOB 115t B «/lokymMeHThI»

2. Hcnonp3oBanue 6a3 1aHHBIX B pabOTe C AIEKTPOHHBIMU JIOKYMEHTaMH.
Crnucok HCTOYHHUKOB:

1. Kucenes, I'. M. HHpopMalmoHHbIE TEXHOJOTHM B OSKOHOMHKE M YIpaBICHUHU
(oddexruBrHas padora B MS Office 2007) [Dnexkrponnsiii pecypc] : Yuebnoe mocodme / I'. M.
Kucenes, P. B. boukoBa, B. 1. Cadonos. - M.: U3narenscko-Toprosas kopnopauus "amkos u K°",
2013. - 272 c. - ISBN 978-5-394-01755-1. - Pexum JOCTyma:
http://znanium.com/catalog/product/415083



http://znanium.com/catalog/product/415083
http://znanium.com/catalog/product/320808
http://znanium.com/catalog/product/373345
http://znanium.com/catalog/product/374014
http://znanium.com/catalog/product/415083
http://znanium.com/catalog/product/415083
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Tema 7. TpeboBanmss K (YHKIMOHAILHOMY |  amlapaTHO-IPOTPAMMHOMY  OOECIICUCHUIO
aBTOMATHU3UPOBaHHBIX cucteM J[OY
Samanus:
1. Amnanu3 pplHKa aBTOMaTU3UPOBaHHBIX cucteM JJOVY.
2. OcHOBHBIC U IONOJHUTENbHBIE MOIYJIM aBTOMATU3UPOBAaHHBIX cuctem JOY
3. Texuuueckue TpeOOBaHUS K pabOTE aBTOMAaTU3UPOBAaHHBIX cucteM JJOY
4. XapakTepHUCTHUKa CUCTEMBI AJIEKTPOHHOIO JJOKYMEHTO000poTa (Ha mpumepe).
Cnucok UCTOYHHUKOB:
1. OCHOBBI TIOCTPOCHHSI aBTOMATU3UPOBAHHBIX HH()OPMALMOHHBIX CHUCTEM: YueOHHK /
B.A. I'Boznesa, N.I1O. JlaBpentsena. - M.: U] ®OPYM: HULL Uudpa-M, 2013. - 320 c.: wr.; 60x90
1/16. - (Ilpodeccuonanpuoe obpazosanue). (neperrer) ISBN 978-5-8199-0315-5 - Peskum mocryma:
http://znanium.com/catalog/product/392285
2. Kucenes, [I. M. HHpopMalMOHHBIE TEXHOJOTMM B OKOHOMHKE U  YIIpPaBJICHUU
(odbdexruBnas padora B MS Office 2007) [Dnexkrponnsiii pecypc] : YueOnoe mocoodue / I'. M.
Kucenes, P. B. boukora, B. 1. Cadonos. - M.: U3narenscko-ToproBas koprnopanus "Jlamkos u K°",
2013. - 272 c. - ISBN 978-5-394-01755-1. - Pexum JI0CTyma:
http://znanium.com/catalog/product/415083
3. HudopmannoHHbIe TEXHOIOTHH yIpaBieHus: Yuednoe mocodue / B.C. IIpoBanos. - M.:
@®muara: MIICHU, 2008. - 376 c. (e-book) ISBN 978-5-9765-0269-7 - Pexum mgocryma:
http://znanium.com/catalog/product/320808
4. WudopmanmoHHBIE TEXHOJOTWMHU yrpaBicHus: YueOuuk / B.B. UepHukoB. - 2-e w3,
nepepad. u gom. - M.: Ul ®OPYM: HUIL Uudpa-M, 2013. - 368 c.: ui.; 60x90 1/16. - (Beicuice
oOpa3oBaHwue). (meperuter) ISBN 978-5-8199-0524-1 - Pexum JOCTyTA:
http://znanium.com/catalog/product/373345
5. HWudopmannoHHbIE TEXHOIOIHH U cUCTeMbl: YuebHoe nocobue / E.JI. demorora. - M.: U]]
®OPYM: HUI Uudpa-M, 2013. - 352 c.: mr.; 60x90 1/16. - (Beicuice obpa3oBanue). (meperuier)
ISBN 978-5-8199-0376-6 - Pesxum goctyma: http://znanium.com/catalog/product/374014

CNews.ru — uzjanue 0 BEICOKMX TEXHOJIOTUSIX. [DIEKTPOHHBIH pecypce] -http://www.cnews.ru/

Docflow. Bce o mMupe 3ekTpoHHOTO 10KyMeHTOOOOpOTa. [[TopTan MOCBSAIIEH 3JIEKTPOHHOMY
JOKYMEHTOOOOPOTY U CMEXHBIM oTpacisiM. OH Npu3BaH MPEJOCTaBUTh YUTATEISIM CaMylo IMOJIHYIO,
CTPYKTYPHUPOBAaHHYIO W TIOJNIE3HYI0 MH()OPMAITUIO O PHIHKE, TEXHOJOTHSX, PEHICHUSIX, KOMIIAHUSIX U
aunax].  [DnekTpoHHsIH pecype] - DnekTpoH, naH.- M.,— www.docflow.ru, ceoboausrii. — 3ari. ¢
JKpaHa.

TAdviser. Ilopranm BbeIOOpa TEXHOJNOTMH M TOCTABIIMKOB - [DNEKTpoHHBIN pecype] -
http://www.tadviser.ru/.

DOC-Online. He3aBucumblii TOpTal O CHCTEMax »AIIEKTPOHHOTO JOKYMEHTO00OpOTa.

www.doc-online.ru

Odunmaneusiii caiit 1C: Tpeanpustue 8. - [DnexTpoHHbIA pecypc] - https://v8.1c.rul/.

OdunmanbHplii  calT «IJEKTPOHHBIE O(QUCHBIE CHUCTEMBD» - [DIEKTpOHHBIM pecypc] -
https://www.eos.ru/.
Odunmanpupiii  caiit  kommanuu  «MuTep-Tpact» -  [DnekTpoHHBI  pecypc] -

https://www.intertrust.ru/.
Odunmaneueiii caidit kommanuu «Cognitive Technologies» - [DmexktponHslii pecypc] -
https://www.cognitive.ru/

Tema 8. IHTepHET-TEXHOIOTUH M UH(OPMAIIMOHHBIE pecypchl, ucrnonb3yemsle B JJOY (4 daca)
3agaHus:
[Ipaktuka pabotel B UHTEpHET.
HNuTtepuer-TexHonoruu, ucnoibyemsie B JJOY.
I'mo6anbubie Beraucautenbubie cetd (WAN) u nokanbHble Berunciautenbhabie cetn (LAN).
OcobenHoctu noucka nudopmanuu B UHTEpHET.


http://znanium.com/catalog/product/415083
http://znanium.com/catalog/product/320808
http://znanium.com/catalog/product/373345
http://znanium.com/catalog/product/374014
../../РПД%202018-19/РПД%20Обновленные/ИДОУ%202018/%0dCNews.ru%20—%20издание%20о%20высоких%20технологиях
../../РПД%202018-19/РПД%20Обновленные/ИДОУ%202018/%0dCNews.ru%20—%20издание%20о%20высоких%20технологиях
http://www.cnews.ru/
http://www.tadviser.ru/
http://www.doc-online.ru/
https://v8.1c.ru/
https://www.eos.ru/
https://www.intertrust.ru/
https://ru.wikipedia.org/wiki/Cognitive_Technologies
https://www.cognitive.ru/
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Pecypcer UaTepHet miis cienuanuctoB chepor JJOY

Cnucok UCTOYHHUKOB:

1. OCHOBBI TIOCTPOCHHSI aBTOMATU3UPOBAHHBIX HH()OPMAIMOHHBIX CHUCTEM: YueOHHK /
B.A. I'Boznesa, N.I1O. JlaBpentsena. - M.: U] ®OPYM: HULL Uudpa-M, 2013. - 320 c.: wr.; 60x90
1/16. - (Ilpodeccuonansuoe obpazosanue). (neperrer) ISBN 978-5-8199-0315-5 - Peskum mocryma:
http://znanium.com/catalog/product/392285

2. Kucenes, I. M. HHpopManlMOHHbIE TEXHOJOTHMM B JKOHOMHKE M  YIPaBICHUH
(OpdextuBnas padora B MS Office 2007) [Dnekrponnsiii pecypc] : Yuebnoe mocobue / I'. M.
Kucenes, P. B. boukora, B. 1. Cadonos. - M.: U3narenscko-ToproBas koprnopanus "Jlamkos nu K",
2013. - 272 c. - ISBN 978-5-394-01755-1. - Pexum JI0CTyma:
http://znanium.com/catalog/product/415083

3. HudopmanroHHble TEXHOJOTHH yrpasieHus: YdeoHoe mocooue / B.C. Ilposanos. - M.:
®munra: MIICHU, 2008. - 376 c. (e-book) ISBN 978-5-9765-0269-7 - Pexum mgocryma:
http://znanium.com/catalog/product/320808

4. WudopmanmoHHBIE TEXHOJOTWUHM yrpaBicHus: YueOuuk / B.B. UepHukoB. - 2-e w3,
nepepab. u gom. - M.: UJI ®OPYM: HUILI Uudpa-M, 2013. - 368 c.: mr.; 60x90 1/16. - (Beiciiee
oOpa3oBaHme). (meperuter) ISBN 978-5-8199-0524-1 - Pexum JOCTyTA:
http://znanium.com/catalog/product/373345

WHbopManinoHHbIC TEXHOJOTHH U CHCTeMbI: YuebHoe nmocobue / E.JI. demorosa. - M.: U]

®OPYM: HUII Uudpa-M, 2013. - 352 c.: ui.; 60x90 1/16. - (Briciiee odpazoBanue). (neperuier) ISBN
978-5-8199-0376-6 - Pexxum moctyma: http://znanium.com/catalog/product/374014

Docflow. Bce 0 Mupe 37€KTpOHHOTO JTOKYyMEHTO0O00poTa. [[lopTan MOCBSIIEH 3JIEKTPOHHOMY
JOKYMEHTOO0OpOTY U CMEXHBIM oTpacisiM. OH MpU3BaH MPEIOCTABUTh YUTATEIISIM CaMyIO TIOJTHYIO,
CTPYKTYpUPOBAHHYIO U TOJE3HYI0 MH(POPMAIUIO O PBIHKE, TEXHOJOTHIX, PEUICHUSIX, KOMIAHUSIX U
nunax]. [DnekTpoHHbIH pecype]| - DnekTpoH, aaH.- M.,— www.docflow.ru, ceo6oansiii. — 3ari. ¢
JKpaHa.

4. DOC-Online. He3aBucumblii moOpTajg O CHCTEMax OJJIEKTPOHHOIO JIOKYMEHTOOOOpPOTA.
www.doc-online.ru

Tema 9. YnpaBnenue J0CTyoM K JOKYMEHTUPOBAHHOW HHPOPMALIUU
3anaHus:
1. Pa3pabotka MeponpusaTuii mo obecredenuto 3amuTsl nHpopmanuu B ACHOY (anmapatHsle,

MIPOTPaMMHBIE U OpPTaHU3AIMOHHBIE METOJIBI).
CrnucoK HCTOYHUKOB:

1. OCHOBBI TIOCTPOCHHSI aBTOMATHU3MPOBAHHBIX HH()OPMALMOHHBIX CUCTEM: YueOHHK /
B.A. I'BozneBa, M.1O. JlaBpentsena. - M.: ]I ®OPYM: HULL Undpa-M, 2013. - 320 c.: un.; 60x90
1/16. - (Ilpodeccuonanproe obpazosanue). (neperwier) ISBN 978-5-8199-0315-5 - Pexxum mocryna:
http://znanium.com/catalog/product/392285

2. Kucenes, [I'. M. UHdopmanroHHbIE TEXHOJOTMM B DSKOHOMHKE U  YIPaBIECHUU
(>bdexrunas pabora B MS Office 2007) [Dnekrponnsiit pecype] : YueOHoe mocobue / I'. M.
Kucenes, P. B. boukoBa, B. . Cadonos. - M.: U3natenscko-Toprosas koprnopauus "Jlamkos u K°",
2013. - 272 c. - ISBN 978-5-394-01755-1. - Pexxum JOCTyIIa:
http://znanium.com/catalog/product/415083

3. HudopmanroHHbie TEXHOJOTHH yrpaBieHus: YdeoHoe mocooue / B.C. Ilposanos. - M.:
@®muara: MIICHU, 2008. - 376 c. (e-book) ISBN 978-5-9765-0269-7 - Pexum mocryma:
http://znanium.com/catalog/product/320808

4. VudopmannmoHHBIE TEXHOJOTWUHW yrpasieHus: YueOHuk / B.B. UepHukoB. - 2-e w3,
nepepab. u gom. - M.: UJI ®OPYM: HUILIL Uudpa-M, 2013. - 368 c.: un.; 60x90 1/16. - (Beicmiee
oOpa3oBaHme). (nmepemuier) ISBN 978-5-8199-0524-1 - Pexum JOCTYyIIa:
http://znanium.com/catalog/product/373345

CNews.ru — uzanne 0 BLICOKMX TEXHOJIOTUsX. [DIEKTPOHHBIH pecypce] -http://www.cnews.ru/



http://znanium.com/catalog/product/415083
http://znanium.com/catalog/product/320808
http://znanium.com/catalog/product/373345
http://znanium.com/catalog/product/374014
http://www.doc-online.ru/
http://znanium.com/catalog/product/415083
http://znanium.com/catalog/product/320808
http://znanium.com/catalog/product/373345
../../РПД%202018-19/РПД%20Обновленные/ИДОУ%202018/%0dCNews.ru%20—%20издание%20о%20высоких%20технологиях
../../РПД%202018-19/РПД%20Обновленные/ИДОУ%202018/%0dCNews.ru%20—%20издание%20о%20высоких%20технологиях
http://www.cnews.ru/
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Docflow. Bce o mupe snekrpoHHOr0 J0KyMeHTOOOOpOTA. [[TopTai MOCBAIIEH 3JIEKTPOHHOMY
JOKYMEHTOOOOPOTY U CMEXHBIM oTpacisiM. OH Mpu3BaH MPEJOCTaBUTh YUTATEISIM CaMylo IMOJHYIO,
CTPYKTYPHUPOBAaHHYIO U TIOJIC3HYI0 MH(OPMAIIUIO O PHIHKE, TEXHOJOTHSX, PEIICHUSIX, KOMIIAHUSIX U
munax].  [DnekTpoHHBIN pecypc] - DnekTpoH, aaH.- M.,— www.docflow.ru, ceobonnsiii. — 3ari. ¢
JKpaHa.

DOC-Online. Hes3aBucumblii moptaji O CHCTEMaX 3JCKTPOHHOIO JOKYMEHTOO0OOpOTa.
www.doc-online.ru.

TAdviser. ITlopranm BbIOOpa TEXHOJOTH M TIOCTABIIUKOB - [DIEKTPOHHBIN pecypc]| -
http://www.tadviser.ru/.

9.2 MeToauuecKkue PEKOMEHAAHUH MO MOATOTOBKE NNCbMECHHBIX pa60T

[TucemeHHBIC Pa0bOTHI (pedepaThl, PELCH3UH) MPOSBISIOT KaK TEOPETUYCCKHE 3HAHUS, TaK W
MPAKTUYECKH HAaBBIKK CTYJIEHTOB. Teopusi moapa3yMeBaeT 3HAKOMCTBO C HMOHSATHUAMU «JOKYMEHT,
«MCTOPUYECKUN HMCTOYHUK», «IOKYMEHTAJIbHAs MyOJHKAWs» W JAp. U WX KIaCCU(DUKAIUSIMH.
[IpakTuyeckre HaBBIKM 3aKIIOYAIOTCS TAaKK€ B YMEHUHU IOJTOTOBUTH Ha MPAKTUKE, B KayecTBe
MPWIOKEHUS K paboTre, MOKyMEHTAIBHYIO ITYOJIMKAIMIO, OIEHUTh W IPOAHATU3UPOBATH YyKe
MMEIOIIUECS U3/IaHus, a TAK)KEe TPAMOTHO M3JIOKHUTH PE3yJIbTaThl CBOMX HAOIIO/IEHUN B COOTBETCTBUHI
C mpaBmiIaM# 0(pOpPMIICHHS KBATM(UKAITMOHHBIX PadoT.

[Ipu BBIOOpE TEMBI HCCIEAOBAaHHWA, a TakXKe IMpeaMeTa U OOBeKTa H3YUYEHHUS CIEoyeT
OpPUEHTHPOBATLCS HA YK€ MMEIOIIUICS B 3TOM Jeje ombIT. PaboTel mo apxeorpadum MOryT OBITH
MOCBSIIEHB BOMpPOCAaM TEOPUU, MCTOPUU WM METOAMKH apxeorpaduu. TeopeTHdecKue acreKThl
CBSI3aHBI, KaK NPaBWIO, C TPaHHWIIAMH apxeorpaduu Kak HAyYHOW TUCIUIUIMHBI, €€ 3aJadyaMu u
COOTHOIIEHUEM C JPYTMMH TUCIUILIMHAMYU U HAIIPaBICHUSIMH.

Hctopust apxeorpaduu BKJIIOYACT aHAIU3 HM3AAHWA WCTOYHHKOB OIPEACICHHBIX BHJIOB WU
SMOX, WM HUCTOYHUKOB, OOBETUHEHHBIX TEMaTHUeCKU. BO3MOXKHO Takke pacCMOTpeHHE BKJIajga B
apxeorpaduo OTIACIEHO B3ATOTO JIUIA WA YIPSIKICHUS.

MeTtoauueckre acmekThl MOAPA3yMEBAIOT M3YYEHHUS OTIEIbHBIX STAloB apXxeorpapuueckoit
paboThI, TaKWX, HANPUMEP, KaK IMepeaada TeKCTa MCTOYHHKOB WJIM BBIOOP TecTa IS ITyOJIMKaIvu.
[IpoGnemsbl, cBs3aHHBIE C COAEPNKAHHEM pAcCMATPUBAEMBIX H3IAHHUHA (TO €CTh OMyOJIMKOBAHHBIX
HMCTOYHUKOB), TAaK)K€ MOTY COCTAaBJISITh MPEAMET JUIsl M3ydeHWs. B onHOW BBITyCKHOW paboTe Ha
MPaKTUKE BO3MOKHO COYETaHUE CPa3y HECKOIBKUX MOAXO0/IOB.

XpOHOJIOTHYECKHE M TEMaTHYEeCKHE TPAHUIBI NPH BHIOOpE TeMbl pabOTHI MO apxeorpaduu
JOCTATOYHO IIMPOKH, YTO TMO3BOJSET JIOCTATOYHO JIETKO MPHUOIHM3UTh MX K HAyYHBIM HHTEpecam
CTYICHTA.

[Ipn wanucanum paboThl BHauaje, KaK MPaBWIO, CTYJEHT Ha OCHOBAaHUU CBOETO
MEPBOHAYAILHOTO 3HAKOMCTBA C WUCTOYHUKAMH M JIUTEPATYpOH W TPHU KOHCYJBTAIUU C HAyYHBIM
PYKOBOJUTENIEM OMpenesieT OOIIyI0 HCCIeA0BATENbCKYI0 MPOOIeMy, PELIEHUI0 KOTOpoil Oyner
MOCBSAIIEHA €ro padoTa. B TekcTe 3aKOHYEHHOT0 MCCIIeIOBAHMUS Ta MpodieMa JT0JbKHA ObITh BUJIHA U3
Ha3BaHMs paboOThHI, ee O00beKTa M mpeaMmeTa. [ yTOUHEHHs HampaBiIeHUS JAIbHEUIINX IeHCTBUI
CTYJCHTY CJIEIIyeT, C yYETOM BBIOPAHHOTO T€HEPATLHOTO IyTH, 00JIee OCHOBATEIIFHO TTO3HAKOMUTHCS C
HMCTOYHUKAMU M JUTEPATYypO MO MHTEPECYIOIIMM ero mpobiemam. Pe3ynpTaToM 3TOro 3HaAKOMCTBA
SBJIICTCS COCTABJICHWE CTYJISCHTOM IUIaHA pabOThl W MPEABAPUTEIHHOTO BapHaHTa CITHCKa
WCIOJIb30BAHHBIX HMCTOYHUKOB W JUTEepaTyphl. W mMiaH, ¥ CHHCOK COTJIACOBBIBAIOTCS C HAYYHBIM
pykoBoguTelieM. JlanbHeWme IeHCTBUSA CTYACHTa 3aKIIOYAIOTCS B PEIICHWW ITOCTaBJICHHBIX UM
3anad. [Ipu 5ToM HEOOXOAUMO YUUTHIBATH CIEIYIOIINE MOMEHTHI.

Jlrobas muchbMeHHas paboTa MMEET ONPEISIICHHBIH COCTaB: TUTYJBHBIA JIMCT, OTJIABJICHUE,
BBEJICHUE, TJIABBI, 3aKIIOYEHHE, CIIMCOK MCIOIb30BAHHBIX MCTOYHUKOB U JIUTEPATYPHI, MPUIOKCHHUS
(BO3MOKHBI).

Kaxxnas coctaBHas 4acTh pabOThl UMEET CBOKO CTPYKTYPY U CTPOHUTCS B COOTBETCTBUU C HAYYHOM
JIOTUKOW W (OopMabHBIMU TpeOoBaHUsIMU K odopmieHuto pador. Hambomnee crporo cobiromarorcs


http://www.doc-online.ru/
http://www.tadviser.ru/
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TpaJMLIAM HAIMCAHUS BBEIEHUSA, KOTOPOE TPAJULMOHHO UMEET CIEIYIOIIHAE pa3[ebl: aKTyaJlbHOCTh
TEMBbl HCCIEIOBaHMs, WCTOYHHMKH HCCIeloBaHUsA, ucTopuorpadus. PaccmoTrpenue storo 0Ojoka
BBEJICHUS ONpeAessieT OOBbEeKT, MpeIMeT, LeNn U 3ahadd paboThl, a TaKXKe METOJbl UCCIIEI0BaHMUS,
HAy4YHYI0 HOBU3HY U CTPYKTYpY paOoThl. Ilopsaok pa3nenoB B HEKOTOPBIX CIIydasX MOXKET MEHSTHCS,
HO HUX Hanmuuue oO0s3aTelbHO BO BBeA€HUM K pabore. Ilpu u3M0kKEHHH pe3ysbTaTOB CBOErO
HCCIIEIOBaHMs CTYJIEHT JOJDKEH BIIAJIeTh HEOOXOIMMOM KyJIbTYpOi HUTUPOBAHUS, KOTOpas 103BOJISIET
CTPOr0 OTHENATH BBIBOJBI aBTOpa OT HAOMIOAECHUN M (PAKTOB, 3a()MKCHPOBAHHBIX B HUCTOYHHUKAX MU
aureparype. TOJIBKO TaKOW IOAXOJ IO3BOJISIET BIIOJIHE OLICHUTH CTEIEHb HOBU3HBI M 3HAYUMOCTH
pabotsl. B 3akmtouenuu k pabote B 11eI0M (a Takke B 3aBEpILAONIMX ab3alax B KOHIIE IVIaB) JOJIKHBI
OBITH MPHUBEICHBI BBIBOBI, K KOTOPHIM CTYJCHT MPHILEI B Pe3yJIbTaTe MPOBEACHHON paOoThl. BBIBOABI
JIOJKHBI OBITh APTyMEHTUPOBAHBI.

IIpunoxenune 1. AHHOTAITHS
pabodeii mporpaMMbl JUCIUATUTHHEI

AHHOTAIIYS PABOYEH MPOT'PAMMBI JIUCHOUTIJIMHBI

Huctunmnaa  «Muadopmanmonnsie TexHomornn B JIOY»  peamusyercs Ha (akynprere
aApXUBOBEICHUS U JIOKYMEHTOBEIeHUs Kadeapoit aBTOMAaTU3UPOBAHHBIX CUCTEM JTOKYMEHTAIIMOHHOTO
oOecrnievyeHus ynpaBiIeHUsl.
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CopepxaHve IUCLUUIUIMHBI OXBaThIBAET KPYr BOIPOCOB, CBSI3aHHBIX C HCIOJIb30BAHUEM
MH(POPMAIIMOHHBIX TEXHOJIOTHHA B JOKYMEHTALMOHHOM OOECTICUYCHUH YIPABICHUSI.

Ienp aucHUIIMHBI — 00ECHEYUTh JTOCTATOYHBIM M HEOOXOJUMBIH YpOBEHb TEOPETHYECKUX
3HaHUN M TPAKTUYECKUX HABBHIKOB B PEIICHUHM 3a1a4 NPUMEHEHHS HOBBIX HH(POPMALMOHHBIX
TEXHOJIOTUH B IOKYMEHTALlMOHHOM O0€CIIeYeHUH yIpaBJICHUS.

3ajayaMi  JUCLUIUIMHBL  SBISIOTCS  M3y4YEHHE TEOPUM UM IPAKTUKU IPUMEHEHUS
nHpopManMoHHbIX TexHosnoruil B IOV, BbIpabOTKa y CTYJICHTOB HAaBBIKOB CAMOCTOSITENIbHOW pabOThI
C KOMIUIEKCHBIMH MH(pOpMaLMOHHbIMU cucteMamu JJOY.

JucuumuivHa HarpasieHa Ha (pOPMHUPOBAHUE CIASAYIOIIUX KOMIIETEHIIUM:

OIIK-4. CnocoOeH noHUMaTh IPUHLHUITBI paOOThl COBPEMEHHBIX HH(OPMAIIMOHHBIX TEXHOJIOTHH U
MCIOJIb30BATh UX JUISI PEIICHUs 33]1a4 Mpo(ecCrnoHabHOMN NeSTeTbHOCTH

B pesynbrare 0cBOCHUS TUCIHUILIMHBI O0YYaIOIIMNACS JOJKEH:

3uame ocHoBHBIe MeTonbl opraHmsanumu JIOY Ha 0aze mNpUMEHEHUS KOMIUICKCHBIX
MH(POPMAIIMOHHBIX TEXHOJIOTHIA

Vmemwb aHanm3upoBaTh CUTyalUIO Ha PhIHKE MH()OPMAIMOHHBIX MPOJYKTOB M YCIYT, JaBaTh
HKCHEPTHYIO OIICHKY COBPEMEHHBIM CHCTEMaM 3JEKTPOHHOTO JIOKYMEHTOOOOpOTa W BEICHUS
ANIEKTPOHHOTO apXHBa

Brademv 6a30BBIMU 3HAaHUSAMHU B 00JIACTH MH(POPMALMOHHBIX TEXHOJIOTHUH, MPHUMEHSEMBIX B
JIOY, HaBbIKAMU HCHOJIb30BaHUS KOMIBIOTEPHOH TEXHUKM M HMH(POPMALMOHHBIX TEXHOJOIMH B
JOKYMEHTAIMOHHOM O0OECTICYCHUH YIIPABIICHHS.

Paboueii mporpammoii mpeaycMoTpeHa IpOMEXyTOUHast aTTecTalus B (JopMe IK3aMeHa.

OOm1ast TPyA0EMKOCTh OCBOCHUS AUCIUTUIMHBI COCTABIISIET 3 3aUETHBIX €MHUIIBI.



