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l IlosicHuTeIbHAS 3alIUCKA

1.1 Ieanb 1 3aaa4u JUCHUILIMHBI

Llenp AUCHMIUIMHBI: TOJTOTOBUTH BBIMYCKHHKA, OOJNAJalomero JOCTATOYHBIM U
HEOOXOJMMBIM YPOBHEM TEOPETHYECKMX 3HAHMHA W HABBIKOB MX NPUMEHEHHS B pELICHHH
MPAKTUYECKUX 3a/1a4 paboThl ¢ MH(POPMAIIMOHHBIMU TexHoJorusiMu B JIOY.

3agaun:
- W3Y4YEHHUE OCHOBHBIX MOHATHUH, MCHOJB3YEMBIX B Ipollecce MPUMEHEHUs WH(POPMAIMOHHBIX
texaonoruii B JIOY;
- U3y4eHHUe UCTOPHU MPUMEHEHUsI UH(POPMAITMOHHBIX TexHOJorHi B JIOY;
- U3y4eHHe HOPMATHBHO-IIPABOBBIX OCHOB MPUMEHEHUS WH(POPMAIIMOHHBIX TexHojorui B JI0VY;
- W3Y4YEHHUE TEXHMYECKOTO M MPHUKIAIHOTO MPOTrPaMMHOTO 0OecreueHHs], MCIOIb3yeMbIX MpU
OpraHu3aluy IEKTPOHHOTO JOKYMEHTO000pOTa, MH()OPMAITMOHHOM 00eCIIeUeHIH YIPaBICHUS,
OpraHu3alluy XpaHEHHUs JOKYMEHTOB Ha TPAJUIMOHHBIX U 3JIEKTPOHHBIX HOCUTEISX;
- W3y4eHHUe NMPHUHIIMIIOB BHIOOpA U OPraHU3allMM BHEAPEHHS] U UCHOJIb30BAHUS TEXHHUECKOTO U
IIPOrPaMMHOTO 00eCIIeUeHus;
- U3y4eHue NH(POPMAIMOHHBIX CUCTEM U OCHOBHBIX HH(OPMAIIMOHHBIX pecypcoB B JIOY;
- H3y4YeHHE M aHaIM3 CpeACTB 3aluThl HHPOpManuu B HHOOPMAIIMOHHBIX CHUCTEMAaX,
ucnoisb3yemsix B JIOY.

1.2 HepequL MJIAHUPYEMBIX peE3yJIbTaToB oﬁyqumI o IMCHHMIIINHE,
COOTHCCCHHBIX ¢ HHAUKATOPAMH JOCTHKCHHUSA KOMHeTeHHHﬁ

Komnerenuun WNHuKaTopbl KOMIIETEHIUI Pesynbrarsl 00yueHus
OIIK-4. Cnoco6en | OIIK- 4.3. O6naaeT HaBbIKAMHU 3HaTh: UHPOPMALTUOHHBIE
TIOHUMATh NPUHIMIIBL | FCTIOJIb30BaHMs MH(OPMAIIHOHHO- CHCTEMBI, HCIIOJIb3yEeMbIC B
Pa?bom COBPEMCHHBIX | g o MMYHHKAIIMOHHBIX TEXHOJIOTHI B | TIOKYyMEHTAIIHOHHOM
HUHPOPMAIIUOHHBIX
N cdepe T0KyMEHTallMOHHOTO o0ecrieyeHnH yrpaBJIeHUs U
HCTIob30BaTh ux s | OOECIICUEHHS YIPABJICHUS U apXHWBHOM Jiee
pelenus 3a1a4 apXMWBHOTO JieNa YMeThb: UCHOIB30BATh
HpO(l)GCCI/IOHaJIBHOﬁ HH(bOpMaHI/IOHHO-

ACATEILHOCTH KOMMYHHUKAIIHOHHBIE TEXHOJIOTHU

C LIEJIBIO0 OPTraHU3aIUH
JTOKYMEHTAIMOHHOTO
oOecrieyeHHs yrpaBlIeHUs U
ApXUBHOTO XPaHCHHUS
JTOKYMEHTOB

Brianers: HaBbIKamMu BBIOOpA
ONITHMAJIBHBIX HH()OPMALIMOHHO-
KOMMYHHUKAIIHOHHBIX pEIICHUN
IIPU BBITOJIHEHUH padoT 1O
JTOKYMEHTalMOHHOMY
00eCTIeYeHHIO YITPaBIICHUS U
apXUBHOMY JICITY

1.3 MecTo AUCUMILIMHBI B CTPYKTYpPe OCHOBHOM 00pa3oBaTe/IbHOM
NMPOrpaMmblI



Hucuumnna «HQOpMallMOHHBIE TEXHOJOTMH B JIOKYMEHTAI[MOHHOM OOECIeYeHUN
yIpaBJICHUs» BXOJUT B COCTaB 0a30BOM YACTH IUCHMIUIMH TOATOTOBKU CTYICHTOB IIO
HaIPaBJIEHUIO TOATOTOBKH «J[OKYMEHTOBEIEHUE U APXUBOBEICHUE.

Jlnist OCBOCHHUSI AUCIUIUIMHBI (MOIYIs1) HEOOXOAUMBI KOMIIETEHIIUH, C(OPMUPOBAHHBIEC B
X0JI€ U3YUEHUS CIEAYIOIUX TUCIUIUIMH U IPOX0XKICHUS IPAKTHK:

- UndopmarioHHbIe TEXHOIOTUN

B pesynaprare OCBOEHHMS JAUCHMIUIMHBI (MOAYJs) (OPMHPYIOTCS KOMIIETEHIUH,
HEOOXOAUMBIE JJIS1 U3YUEHUS CICAYIOMINX AUCIIUILTUH U IPOXOKJICHUS IPAKTUK:

- UndopmalrioHHbIe TEXHOJIOTHH B ApXUBHOM JIEIIe

- UndopmarronHoe obecrieueHue yrnpaBieHUs

- MudopmanmonHo-npaBoBble 0a3bl TaHHBIX, HCHOJb3yeMble B JIOKyMEHTALIMOHHOM
o0ecrieyeHnn ynpaBIeHUS

- Yrpasienue nHpopMalmei 1 JOKyMeHTaIueH AIeKTPOHHOTO PaBUTEIILCTBA

- @opMarthl AMEKTPOHHBIX JOKYMEHTOB B CUCTEMaX 3JIEKTPOHHOTO JOKYMEHTOO0O0pOTa.

2 Crpykrypa JUCUMILIMHBI

OO0mast Tpy10eMKOCTh TUCITUIUIMHEI cocTaBisier 3 3.e., 108 4.

CTpyKTypa AU CUMILIMHBI /151 04HOH (pOpMBbI 00yUeHUsI

OO0beM IUCUMIUIMHBI B ()OpMe KOHTAKTHOM paOOThl OOYYAIOUIUXCS C MEAArorHueCKUMHU
pabOTHUKAMU M (MJTH) JIMIIAMH, TIPUBJIEKAEMbIMHU K pean3aliii 00pa30BaTeIbHON MPOTrpaMMBbl Ha
MHBIX YCIIOBHSIX, IPH MPOBEACHNUHU YIEOHBIX 3aHATHI:

Cemectp | Tun y4eOHBIX 3aHATHIA KomnuectBo
9JacoB
2 Jlexuun 24
2 Cemunapsbl/mabopaTopHbIe pabOThI 36
Bcero: 60

O0beM AUCHIUTITUHBL B OPME CAMOCTOATEIHHON pabOThI 00YUAIOIIUXCS COCTABIISAET 48
aKaJIEMIYECKUX YACOB.

CTpyKTypa AUCHUNJIMHBI VIS OYHO-32049HOH opMBbI 00yUeHHnst

OO0beM IUCHMIUIUHBI B ()OpMe KOHTAKTHON paboThl OOy4aromuXcsl ¢ MeJarormyecKuMH
paOOTHHUKAMU M (MJTH) JIMIIAMH, TIPUBJIEKAEMbIMHU K pean3aliii 00pa30BaTeIbHON MPOTrpaMMBbl Ha
MHBIX YCIIOBHSIX, IPH MPOBEACHUHU YIEOHBIX 3aHSATHI:

Cemectp | Tun y4eOHBIX 3aHATHIA Komnuectso
9JacoB
2 Jlexuun 14
2 Cemunapsbl/mabopaTopHbIe pabOThI 22
Bcero: 36

O0beM AUCIUTITUHBI B OPME CAMOCTOATETHHON pabOTHI 00YUAIOIIUXCS COCTABIISET 72
aKaJeMHYECKUX YacoB.

CTpyKTypa AUCHUNJIMHBI 115 3209H0H GopMbI 00yUeHusI



O0beM mucCHUIUIMHBI B (hOpME KOHTAKTHOW pabOThI OOYYArOIIMXCS C MEAaroTHYECKUMU
paboTHUKaMHU ¥ (WIJIH) JIMIIAMU, IPUBJICKAEMBIMU K peaTh3aIiii 00pa3oBaTeIbHOMN MpOrpaMMbl Ha
WHBIX YCIOBUSX, IPH MTPOBECHUH YI€OHBIX 3aHSATHH:

Cemectp | Tun y4eOHBIX 3aHATHIA Komnuectso
4acoB
2 Jlexumn 8
2 Cemunapsbl/mabopaTopHbIe pabOThI 16
Bceero: 24

O0beM AUCUHUTITUHBI B JOPME CAMOCTOATETHbHON pabOTHI 00YUAIOIIUXCS COCTABIISAET 84
aKaJIEMIYECKAX YACOB.

3 Conpepxanve TUCHUILIAHBI
Pasnen 1. BBenenue

IIpeamer, wmenp u 3amaun Kypca. Mcerounuku u jureparypa 1o Kypey. PasButue
nH(pOpMaMOHHBIX TexHoJoruii B JIOY.

OcHoBHbIe TepMuHBI W ompeneneHuss B obmactu UT B JIOY; aBTOMarusamus u
uHpopmaTuszanus, uHpopmanunonnsie TexHonoruun (UT), mapopmaumonnsie cucremsr (MC),
KOpIOpaTHUBHBIE WH(OPMAIIMOHHbBIE CUCTEMBI, aBTOMaTH3MpoBaHHble cucteMsl JJOY (ACHOY),
CHCTEMBI 3JIEKTPOHHOTO NOKyMeHTooOopoTa (COJl) a1MeKTpOHHbIE AOKYMEHTHI, 3JEKTPOHHBIN
JTOKYMEeHT0000opoT u J1p. ComocTaBiieHHMEe MEXIyHApOAHOH M OTEUECTBEHHOW MpO(UIbHON
TEPMUHOJIOTUH.

Ponb Kypca B COBEpIICHCTBOBAaHMM OpPraHU3allMKi pabOThI C JOKYMEHTAaMH B YIPABJICHUH,
CO3/IaHUH ONITUMANIbHBIX YCIOBUI pabOTHI CIY)X0 JOKYMEHTAI[HOHHOTO O0ECTICYEeHHSI.

3nayenue uHpopmaruzauuu JJOY u apXuBHOTO /ena Ha COBpeMEeHHOM dTare. OCHOBHbBIE
MH(pOpPMAIMOHHbBIE TEXHOJOrHH, npuMensemsie B JIOY u apxuBHoM nene. MHpopmanmoHHbIe
CBOMCTBA JIOKYMEHTOB. 3aKOHOMEPHOCTH pOCTa, CTapeHUsi U paccesHus NOKYMEHTHOW U
HbopMmaiu.  ABTOMAaTU3MPOBAaHHBIE  HMH(POPMAIIMOHHO-TIOUCKOBBIE  CHCTEMBI M HX
knaccupukamusa. OtpacneBass cucTeMa HaydyHO-TEXHHYECKOM uHQopMamuun B obiacTu
JOKYMEHTOBEACHUS U apXuUBHOTO ziena. [lepcnexktuBHble HanpasieHus npuMenenus UT B JIOY.

Paznen 2. UcTtopust aTomaruzanuu 10Y

OcHoBHbIe 3Tanbl aBToMatu3anuu JOVY.

Otanbl  BHEAPEHHMS  aBTOMATU3MPOBAHHBIX  TEXHOJIOTMH  0OpabOTKM,  CO3/aHUS,
WCIOJIb30BAHNSA M XPAHEHHWsS JOKYMEHTOB. OBOJIOLMS 3THUX TEXHOJOTMH M MX BIMSHUE Ha
MPOLIECChl JJOKYMEHTUPOBaHUs. VI3ydeHne OCOOCHHOCTEH H 3aKOHOMEPHOCTEH paboThl ¢
JTOKYMEHTaMH, 3a()UKCUPOBAHHBIMH HA HOBBIX HOCHUTENSX HMHGMOpMAIMH (MalIMHOYHUTaeMble
JOKYMEHTBI, 3IIEKTPOHHBIE JOKYMEHTBHI).

Co3nanue o0IerocyJapcTBeHHOM cucTeMbl coopa U 00pabOTKKM MHPOPMALIUKU IJIs yUeTa,
IUTAHUPOBAHUS M yIpaBieHHUs HapoJaHbIM xo3siictBoM (OI'AC), aBTOMaTHM3MPOBAHHBIX
otpacieBbix cucteMm ynpasienus (ACY). TumoBas cucreMa JOKYMEHTAIIHOHHOTO OOECIICUCHHUS
yrpasienus (TCO). Co3zganue aBTOMaTU3UPOBAHHBIX HH()OPMAITTOHHO-TIOUCKOBBIX CUCTEM 1O
YU4ETHOM W CTATUCTHUYECKOW JIOKyMEHTAllMM, aBTOMATU3UPOBAHHBIX CHCTEM KOHTPOJISA
ucnonaenus fokymeHToB (ACKUJY). Ludposas sxonomuka B Poccuiickoit @enepanuu.

Pa3nen 3. TpeGoBaHusi HOpMATHBHO-NIPABOBBIX H HOPMATHBHO-METOAMYECKHX JOKYMEHTOB,
periiaMeHTHPYIOIIMX HCII0JIb30BaHNe HHPOPMALMOHHBIX TexHoaorui B /I0Y



MexayHapoaHble MPaBOBbIE AaKThl. 3aKOHOJATENbHBIE M TMOA3aKOHHBIE aKkThl PO.
[TocranoBnenus u pacnopsokenust IlpaButensctBa P®, ¢enepanbHble W peruOHaNbHBIC
porpamMMbl, CTpaTeruu M KoHuenuu. Ctpaterust pa3BUTHA HH(OPMAIIMOHHOTO OOIIecTBa B
Poccuiickoit ®eneparnuu. Hanmonanbhas mporpamma «L{udpoBas sxoHomuka Poccuiickoii
Oenepaunn». HopMaTMBHO-METOIUYECKHE JNOKYMEHTBI, MEKIYHAPOIHBIE U HALMOHAJIbHBIC
CTaHJapTHl B 001acTH HH(GOPMAIMK U TOKYMEHTALIUH.

Paznen 4. OcHoBHbIe 00beKTHI M NpUHHUNBI aBroMatu3anuu J1OY um opranmsanum
3J1EKTPOHHOI0 JOKYMEHT0000poTa.

Lenu u 3amauu, CTOSIIIKE NMPU MCHOJIH30BAHUU MH(POPMALMOHHBIX TexHoJoruii B JJOV.
Tunoseie 3amaun aBroMaruzanuu JOY: co3nanue, mnepenava, XpaHEHHE, MOUCK, KOHTPOJIb
UCIIOJIHEHUS JOKYMEHTOB.

OcHoBHBIE HH(POPMALIMOHHBIE TEXHOJIOTHH, UcTionb3yemble B JIOY u ux knaccudukarus.
TexHosornu: BKJIIOUYEHUsI JOKYMEHTOB B CUCTEMY YIIPABJIEHUS JTOKYMEHTaMU U PETUCTPALUU B
HEH; ynpaBieHUs JOKyYMEHTaMH B cUCTeME (paclpeieseHHOTO YIPABIECHUS JAOKYMEHTaMM);
J0CTyIa, TIOMCKAa U MCIIOJIb30BaHUS JOKYMEHTOB B CUCTEME M KOHTPOJISA 33 MX HCIIOJHEHUEM;
XpaHEHUS U YHUUTOKEHUS TOKYMEHTOB. TE€XHOIOIMH IOTOKOBOTO CKAHUPOBAHUS U Pa3MHOKEHHUS
JOKYMEHTOB U T.II.

IlonsiTHE <ONEKTPOHHBIM JOKYMEHT». OCHOBHBIE BHJIbl IEKTPOHHBIX JOKYMEHTOB.
DneKTpOHHAas MOITUCH.

Bunsl unbopMmanmu, coxpepKamieiicss B AJNEKTPOHHOM  JOKYMEHTE: TEKCTOBasd,
rpaduydeckas, TabIMYHAS U T.11.

[ToHsITHE «3NEKTPOHHBIA TOKYMEHTOOOOPOT», €r0 BO3MOKHOCTH M IYTH HCIIOJIb30BAHMS.

OCHOBBI IOPUIMYECKH 3HAYMMOTO D3JIEKTPOHHOTO JOKyMeHTooOopoTa. HopmatusHO-
MIPaBOBOE 0OECIIeYeHUE MPOIIECCOB HCII0JIb30BAaHNS HHPOPMALMOHHBIX TexHoJoruii B JIOY.

OcHoBHbIe BUABI (opMmaToB, ucnoisdyemble B JIOY. dopmatsl mnpencTaBieHUs u
XpaHEHUsI AIIEKTPOHHBIX JOKYMEHTOB. OTKphIThie (popMaThl. IlepcreKTHBBI HCTIONB30BAHUS
OTKPBITHIX (hopMaToOB U cBoOOHOTO nporpammuoro odecrnieuenus (CI10) B Poccun u 3a pyoexom.
HopmaTuBHO-IpaBOBbIE M METOAMYECKHUE JOKYMEHTBI, PpEIVIAMEHTUPYIOIINE IPOLECCHI
ucnonb3oBanus CI1O u oTkpeITEIX popmaToB B Poccun.

[TpuHIMTOBL ¥ ATAIBl Pa3pabOTKU U BHEIPEHUS HH(OOPMAIIMOHHBIX CUCTEM B JAEATEIBHOCTD
opranuzanuu. 3anaud, QyHKIUN U CTpyKTypa uHpopmannonHoit cuctemsl (MC) opranuzanum.
Tepmunonorus, ucnonszyemasi B VIC. IIpoekTHbIe pelieHus COBPEMEHHBIX WH(OPMAIIMOHHBIX
cucreM B obnactu JIOY. OTKpbIThIe HHPOPMALMOHHBIE CUCTEMBI, KPUTEPUU X OLIEHKH.

Pazaen 5. Peanuszaums 3agau JIOY ¢ nomombio MS Office

[TpuntMnBl TOCTpOoeHUS U (YHKIIMOHUPOBAHHS O(QHUCHBIX CHUCTEM B cpejae makera MS
Office. IlogroroBka, perucrpanus, 00padoTKa U XpaHEHHUE JOKYMEHTOB CpeACcTBaMu maketa MS
Office.

ITonsiTHe peructpannoHHas kaprouka qokymeHnTa B ACY /[, Ha3HaueHHEe U BO3MOKHOCTH
UCToJb30BaHus. Vcrnonp3oBanue Kiaccugpukarop U pyopukatopoB ais co3fanus b/l ydetHoro
THIIA.

Peanu3amnus 3amaun koHTpossi ucnonHeHus B cpene maketa MS Office. Ctpykrypa
CTaHJAPTHBIX 3aMPOCOB JIsl PEIICHUs 337a4 KOHTPOJIA 32 UCIIOJHEHUEM JTOKYMEHTOB. [Ipumepsl
uHTEp(PEHCOB.

[TonsiTust «oT4eToB», «hopm» u «madmoHoB» B cucreme MS Office. Vcnons3zoBanue
111a0JIOHOB U 3JIEMEHTOB aBTOTEKCTA.

JlonoTHUTEIbHBIE BO3MOKHOCTH paboTh ¢ opucHbIME mporpammamu Word u Excel B MS
Office:



- Coznianue maHene HHCTPYMEHTOB U KHOTIOK.

- ABTOMAaTH3aIMs BBIMOJIHEHUS 3a/1a4 C MOMOIIBI0 MaKpocoB. CriocoObl CO3TaHUS MAaKPOCOB.
- ABTOMaTH4eCKO€E CO3/1aHUE OTJIaBICHHS U ITI0CCapHsL.

- Pabora ¢ hopmamu u TabauLaMH.

ITonste «KOMIO3UIIMOHHBIN AJIEKTPOHHBIM JAOKYMEHT» W IPHUHLMIIBI €r0 CO3IAHMS.
KomOuHupoBaHue pa3sHOBUAHOCTEH (TEKCTOBOM, Tpaduueckod, TaOMU4HOM) HH(OpMaruu B
JTOKyMEHTE.

Poccuiickue ananoru MS Office.

Pa3nesn 6. ba3pl naHHBIX B MHGOPMANMOHHOM 00eclieYeHUH YIIPABJICHHS.

[Tonsitue 6a3bl nanHbIX. CTpyKTYpa 6a3bl AaHHBIX. [loHsATHE M1abioHa 6a3bl JaHHBIX. THUITBI
noJielt U JaHHBIX. TexHoyorus 06paboTKH TaHHBIX. Moenu nocTpoeH s 6a3bl JaHHBIX.

Kopropatususie 6a3bl ganHbiX. IlonsTHe kopmopatuBHoi BJ[ m kopmopatuBnoit MC.
TpeboBanus k kopnoparuBHoi b/l u UC. OcoOeHHOCTH TEXHOJIOTUHU «KIUEHT-CEPBEPY.

OcHoBHble cBolicTBa 0a3bl naHHbIX Lotus Notes u MS Access. Apxutekrypa Lotus Notes.
Mopenu koMMyHUKauui, nogaepxkuBaeMmbix Lotus Notes. OCHOBHbBIE CBEIACHHUS O CTPYKType
nporpaMmHoro obecneueHus. OxoHHblii uHTEpderic Lotus Notes, OCHOBHbBIE 3JIEMEHTHI.
BapuanTsl noctpoenust uarepderica noap3oparens. Vcnonb3oBanue MS Access pu pelieHHH
3agau JJOVY.

Cucrempr ympasinenus 0Oazamu  naHHBIX (CYB]). Ilpodeccuonansueie CYB/I.
[Tepconansasie CYBJl. OmHOMONB30BAaTENbCKUE W MHOTOIOJB30BATEIBCKUE 0a3bl JaHHBIX.
[TocnenoBarenbHBI W MapajuledbHbIN AoCcTyn. LleHTpanu3oBaHHbIE M pacrpeneneHHble 0a3bl
JTAHHBIX.

Hcnonp3oBanue b/l B opranax rocyjapCTBEHHOMU BIACTH U YIIPABICHUS.

Pa3nen 7. TpeGoBanusi K QyHKIIHOHAJIBHOMY U alllIapATHO-IPOrPaMMHOMY O0ecneYeHHI0
aBTOMATH3HPOBAHHBIX cucteM JJOY

[Tpu3naku xiaccuuranuu WHPOPMAIMOHHBIX CHUCTEM: YPOBEHb HMHTETpAalMU IAHHBIX B
paMKax MpeanpusTHs, OTPacid; MHOTO(YHKIMOHAJIBHOCTh, BO3MOXKHOCTH MacIITaOMpOBaHUS
CHCTEMBI, 0XBAT Pa3IMYHBIX CUCTEM JOKYMEHTAIMH, pa3pab0OTYNK, OTHOIIEHHE K OTE€YECTBEHHBIM
crangaptam J10Y, MynbTu(hOpMaTHOCTh U OTKPBITOCTH (opMara.

Cucremsl ynpapiieHus 10KyMeHToo0opoToM. KoprioparuBable HHPOPMAIIMOHHBIE CUCTEMBI.
Bunst u pasnosunHoctu AC JIOY. Kpurepuu BbeiOopa koMmaHuu-paspadotunka AC JIOV.
Kpurepun Bbeibopa AC JIOY u MHBIX NPOrpaMMHBIX MPOJYKTOB NPHUMEHUTENFHO K 3aJadaM
opranuzanuu. Pa3paboTka TeXHMYECKOro 3afaHus. [IpMHLIMIBI TPOEKTHPOBAHUS U 3TaIbl
BHeapeHusa AC JI0Y B pedrenbHOCTh opranuzaiuu. Kpyr peniaemsix 3aaau.

ITpumepsl coBpeMeHHbIX oTeuecTBeHHbIX AC JIOVY.

Crnenuanu3upoBaHHble  MH(OPMAIIMOHHBIE CHCTEMBI:  KaJpOBBIE, OyXralTepckue,
CTaTUCTHYECKHE U Ap. BO3MOXXHOCTH TUIIOBOW KOH(UTYpAILIUU MPOTPAMMHBIX ITPOYKTOB.

CrnpaBo4HO-TIpaBoBble MH(OPMAIIMOHHBIE cHcTeMbl. OCHOBHBIE IPUHIUIIBI TIOCTPOCHUS U
nosib3oBanus. CripaBouHo-1paBoBble cucTeMbl «KoHcynbranT-Ilntocy, «['apant», «Konmeke».
«MHpopMamOHHOH cripaBo4HO# cucteMbl apxuBHOI oTpacnu (MCCAO)».

Pa3nesn 8. UHTepHeT-TeXHOJI0TrNHM M MH(POPMAaLMOHHBIE pecypchl, HcnoJb3yemblie B /IOY

[lonste «uMHGOPMALMOHHBII pecypc». BHyTIpeHHHME | BHEUIHHME, JIOKAIbHBIE U
rio0anbHble HHpOpMaMOHHbIE pecypchl. MHppacTpykTypa HHPOPMAIIMOHHOH e TeNbHOCTH.

[Tonsitue uHpopmannoHHON cetu. ['nobanbHble BeruucauTensHble ceTH (WAN) u
JIOKaJIbHBIE BeIYucauTeabHbIe ceTh (LAN).

Wutepuer. HaBuraropsl n mouckoBuku (Yahoo, Yandex, Rambler u np.) Cucrema



anpecoB cetu. OcobenHocTu noucka nHGopmauu B MHTepHeT. IIpocThie U CIOKHBIE 3aIPOCHI.
Pecypcbt MaTepreT s cnieranuctoB chepst JOY.

Hcnonbs3oBanue Bo3MOXHOCTeH MHTepHeT s oOMeHa HMHQpOpManuei, opraHu3aluu
KOH(epeHIHi, J0cCoK 00bsBiIeHu, ctpanuy WWW u T.11.

JlokanmpHOE ¥ yHAJEHHOE COEIMHEHHWE KOMIBIOTEpOB (pabounmx MecT). Moaemsl,
OPUHLIUIOBL PabOThl M BO3MOXKHOCTU. CpelcTBa OpraHU3allid BHYTPEHHHUX M BHEIIHUX CeTeH
oOMeHa nHpopManueil B OpraHu3aluu.

Texunonorust Uarepuer - Mutpaner. OCHOBHBIE MOHATHS M METOJMKA pabOTHI B CETH.

OnexkrtponHass moura. OcHOBHbIE (DYHKIMM W KOMIIOHEHTHL IFOpuauueckue acheKThl
ucnosab3oBanus. [louroBsie mporpaMmmbl Web-caiiThl 1 METOAMKA UX MTPOEKTUPOBAHMSL.

Pa3nen 9. YnpasieHnue 10CTyNOM K JOKYMEHTHPOBAaHHON HHGOPMAaLIUH.

HopmaTuBHO-IIpaBOBBIE M METOAMYECKHE ITOKYMEHTBI, PErVIAMEHTUPYIOIIUE BOIPOCHI
J0CTyna K UHQOPMAITMOHHBIM PECYpPCaM.

Kpurepun 6€30macHOCTH 3JIEKTPOHHOTO JOKyMEHT0000poTa. OCHOBHBIE METO/IbI 3AIIUTHI
JOKYMEHTUPOBaHHOW  uHpopMmanuu. ['pynmbl  MeTomoB  3amuThl  WHGOpMAIMM B
MH(OPMAIMOHHBIX CHCTEMaXx (armapaTHble, IPOrpaMMHbIE, OPraHU3allMOHHEIE).

JlocTyn, mpaBa JOCTyIa, KOHTPOJb JOCTyIla M HCIOJIB30BAHHUE JOKYMEHTHPOBAHHOMU
unpopmaruu B AC JIOV.

MarepuanabHble HOCUTEIH HHPOPMALMK U UX (pru3nyecKas 3almra.

[TpuHIMOBI XpaHEHUS U YHHUYTOXKEHHS JOKYMEHTHPOBAHHON MH(POPMAIIUH, BKIIOUEHHON

B AC J1OV.

4 QOoOpa3oBaTe/ibHbIE TEXHOJIOTUH
Jlnist ipoBeIeHUs YUeOHBIX 3aHATHH 10 AMCHUIUIMHE UCTIONB3YIOTCS pa3iuuHble 00pa3oBaTeNbHbIC
TexHoyioruu. Jlns opraHuzanuu y4eOHOro mpolecca MOKET ObITh MCIOJIb30BAHO DJIEKTPOHHOE
oOyueHue U (MIM) JUCTAHIIMOHHBIC 00pa30BaTEeIbHBIC TEXHOJIOTHH.

5 OueHka INIAaHUPYEMBbIX Pe3yJabTATOB 00yYeHHUs

5.1 Cucrema oneHUBAHUSA
111 OYHOM (POpMBI 0OyUEeHHS:

dopma KOHTPOIIA Makc. KoIr4ecTBO 0aioB
3a ogHy paboTy Bcero

Tekymuii KOHTPOJIb:

- ompoc 5 GayioB 35 Gamnos

- TecThI (TeMbl 1-9) 5 GayioB 5 GayioB

- moroToBKa pedepara (Temsl 1-9) 20 Gamos 20 Gamos
[IpomexxyTouHas aTTecTanus 40 0amioB 40 OamoB
(9K3amen)
Uroro 3a mucuumiuny 100 GamtoB

JUIS 3209HOW C TPUMEHEHHEM JMCTAHIIMOHHBIX TEXHOJIOTUH POpMBI 00yUeHHS, 3209HOH (HOPMBI
oOy4eHus

dopma KOHTPOIIA Makc. KoJIH4ecTBO 0ayioB
3a ogHy paboTy Bcero

Tekyuuii KOHTPOIb:




- MPOBEPKa MPaAKTUIECKOHN PabOThI 5 GayioB 15 Ganmos
- TecThl (TeMbI 1-9) 25 Gamnos 25 Gamnos
[IpomexxyTouHas aTTecTalys 40 Gamos 40 Gamos
(9Kk3amMeH) moaroToBKa pedepara (Temsr 1-
9)
Uroro 3a mucuumiuny 100 GamioB

[TomydeHHBI COBOKYMHBIM pe3ynbTaT (Makcumym 100 OannoB) KOHBEPTHpPYETCS B
TPAAULMOHHYIO IIKAJIy OLEHOK M B IIKaly OLICHOK EBpONENHCKOW CHUCTEMBI IIEpeHOCa U
HakoruieHust kpeautoB (European Credit Transfer System; nanee — ECTS) B cooTBeTcTBHU C

TaOIHIIEH:
100-0amipHas mKasia TpaaunroHHas 1MIKaga Ixama ECTS

95 - 100 A
8304 OTJINYHO B

68 — 82 XOPOLIO 3a4TEHO C

56 — 67 D
5055 YIIOBIICTBOPUTEIHEHO E
20-49 FX
019 HEYJIOBJICTBOPUTEIHHO He 3aureno F

5.2 KpHTepnn BBICTABJICHHUA ONCHKH 110 JTUCHUIIJIMHE

Bamsl/
lxkama ECTS

O1eHKa 110
JIUCLIMILINHE

Kpurepun onieHKH pe3yabTaToB 00y4EHUS 110 TUCHUIUINHE

100-83/
A, B

«OTJIIMYHO»

BricraBnsercs oOyyaromemMycs, €Ciid OH IITyOOKO U
IIPOYHO YCBOWJI TEOPETUUECKUM U MPAKTUYECKUI
MaTepHal, MOKET MPOJAEMOHCTPUPOBATH ATO HA 3aHATUAX U
B XOJI€ IPOMEKYTOYHOU aTTECTALUH.

OOyuaromuiicsi UCUEPIBIBAIOIIE U JJOTHYECKH CTPOIHO
u3naraeT yuyeOHbI MaTepHual, yMeeT yBA3bIBATh TEOPUIO C
IIPAKTUKOM, CIIPaBIISIETCS C PELLICHUEM 3a/1a4
npoeccuoHaTbHON HANPaBIEHHOCTH BHICOKOTO YPOBHS
CJI0’KHOCTH, MIPaBUJILHO 00OCHOBBIBAET NPUHSTHIC
peleHus.

CB000IHO OpUEHTUPYETCS B y4eOHOH 1
npodeccuoHaNBLHON IUTEpaType.

O1eHKa MO TUCIMITIIMHE BHICTABIISIOTCS 00yJaromeMycs ¢
y4€TOM PE3yJIbTATOB TEKYILLIEH U IPOMEKYTOUHOU
aTTeCTaLlUu.

KoMmnerenium, 3akperui€HHble 3a JUCLUIIIMHOM,
c(OpMHUPOBAHBI HA YPOBHE — «BBICOKHII».

82-68/

«XOopomo»

BricraBnsiercs oOy4aromemycsi, €ciii OH 3HaeT
TEOPETUYECKUI U NPAKTUYECKUI MaTepUal, IPaMOTHO U 110
CYILECTBY U3JIaraeT €ro Ha 3aHATUSAX U B XOJE
IIPOMEKYTOYHOM aTTECTALlUH, HE JOIYCKasl CYILECTBEHHbIX
HETOYHOCTEH.

OOyuaromuiicsi MpaBUIBHO MIPUMEHSET TEOPETHUECKHE
IIOJIOXKEHHUs [IPU PELICHUH IPAKTUYECKUX 3a1a4
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Bamsl/
lxkama ECTS

O1eHKa 110
JNIUCLIMILINHE

Kpurepun onieHKH pe3yabTaToB 00y4eHUs 110 TUCIUIUTNHE

npodeccuoHaTbHON HANPaBIEHHOCTH Pa3HOTO YPOBHS
CJI0’KHOCTH, BJIaJIeeT HEOOXOJMMBIMHU JJIsl 3TOTO HABBIKAMHU
U IpUEMAMH.

JIOCTaTO4HO XOPOILIO OPUEHTUPYETCS B yUeOHOH 1
npodeccuOHANLHON JIUTEpaTypE.

O1eHKa MO TUCIMITIIMHE BHICTABIISIOTCS 00yJaromeMycs ¢
Y4€TOM PE3yJIBTATOB TEKYILIEH U IPOMEKYTOUHOU
aTTeCTaLuu.

Komnereniuu, 3akpemnyi€HHble 3a JUCIUTUITMHOM,
c(OpMHUPOBAHBI HA YPOBHE — «XOPOIIHII».

67-50/
D,E

«YZIOBIIETBOPHU-
TEIILHO»

BrictaBnsercs o0ydaronemMycsi, €Ciii OH 3HaeT Ha 0a30BOM
YPOBHE TEOPETUUYECKUI U MPAKTUYECKUN MaTepuall,
JOITYCKAET OTJENIbHBIE OMIMOKH MPH €T0 U3JI0KEHUU Ha
3aHATHAX U B XO0JI€ IPOMEKYTOYHOM aTTECTALINU.
OOy4Jaromuiicss UCTILITHIBACT ONPEACTIEHHBIC 3aTPYAHCHUS
B IPUMEHEHUU TEOPETUUYECKHUX MMOJIOKEHUN ITPU PELIEHUHN
MPAKTUYECKUX 3371a4 PO (HEeCCHOHATHLHOM HAPABICHHOCTH
CTaHJIapTHOT'O YPOBHS CJIIOKHOCTH, BIAJACET
HEOOXOIUMBIMH TSl 3TOTO 0A30BBIMH HABBIKAMU U
IpUEMaMHu.

JleMOHCTpHpYeT TOCTATOYHBIN YPOBEHB 3HAHUS yIEeOHOMH
JUTEPaTyphl O JUCIUILIIMHE.

OreHka 1Mo TUCIUTUIMHE BHICTABIISIOTCS 00yJaromeMycs ¢
y4€TOM PE3yJILTATOB TEKYILEH U IPOMEKYTOUHOU
aTTeCTalUu.

Komnereniuu, 3akpemnyi€HHble 3a JUCIUTUITMHOM,
chopMHUPOBaHBI HA YPOBHE — «IOCTATOYHBIIN.

49-0/
F, FX

«HCYOOBJICTBOPUTC
JIBHO»

BrictraBnsiercs oOydaroniemMycsi, €Clid OH He 3HaeT Ha
6a30BOM ypOBHE TEOPETUUYECKHUI U MPAKTUUECKUI
MaTepHall, JI0IycKaeT Irpyoble OMMOKH MIPH €ro
M3JI0KEHUU Ha 3aHATUAX U B XOJI€ IPOMEKYTOUHON
aTTeCTalluu.

OOyuaromuiicsi UCTIBITHIBAET CEPbE3HbIC 3aTPYAHEHUS B
IIPUMEHEHUH TEOPETUYECKUX ITOJIOKEHUN IIPU PEILICHUN
MPAaKTUYECKUX 3a7a4 Mpo(hecCHOHaTbHON HalIPaBJICHHOCTH
CTaHJAPTHOIO YPOBHS CIIOKHOCTH, HE BJIAJCET
HEOOXOAUMBIMHU JJIsl 3TOTO HAaBBIKAMU U MPUEMAMHU.
JleMoHCTpHpYeT (hparMeHTapHbIe 3HAaHUS YUeOHOM
JIUTEPaTypsl 110 JUCLUILIIMHE.

O1eHKa MO TUCIMITIIMHE BHICTABIISIOTCS 00yJaromeMycs ¢
Y4ETOM PE3yJIbTATOB TEKYILIEH U IPOMEKYTOUHOU
aTTeCTaLuu.

KoMmiereH1m Ha ypoBHE «I0CTaTOYHBIN», 3aKPETIIEHHBIE
3a JMCUUIUIMHON, HE C()OPMHUPOBAHBI.
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5.3 OueHouHble cpecTBa (MaTepPHUAJIbI) AJM TEKYIIer0 KOHTPOJIS
ycneBaeMoOCTH, IPOMEeKYTOUHOM aTTecTAllUN 00yUAIINXCSH M0

JTUCHUILINHE
IIpuMepHbIe TeMbl pedepaToB 10 pasaejaM IMCHUIIIHHBI:

1. HccnenoBanne OCHOBHBIX OOBEKTOB U IPUHITUIIOB aBTOMATU3AIIUH B YIIPABJICHHH.
2. OnexktpoHHslii o¢uc. HcciemoBaHue COBPEMEHHBIX HH(OPMAIMOHHBIX TEXHOJOTHH,
ucnoisb3yemsix B JIOY.
3. Vcnonp30BaHNE aBTOMAaTU3UPOBAHHBIX MH(POPMALIMOHHBIX CUCTEM B YIIPABICHUH.
4. AHanu3 HOPMATHBHO-NPABOBBIX AaKTOB, PETJIAMEHTHUPYIOLIUX MPOLECCHl BHEIPEHUS M
MCTOJIb30BaHus MHPOPMAITMOHHBIX TexHosorui B J/I0Y.
S. AHanu3 HOPMAaTUBHO-METOJUYECKUX JOKYMEHTOB, PpErJIaMEHTHUPYIOIIUX IPOLECCHI
BHEAPEHMSI U UCTIOJIb30BaHUs HH(OPMAIIMOHHBIX TexHoJorui B JIOY.
6. HccnenoBanue (opMaToB 3JIEKTPOHHBIX TIOKYMEHTOB, HCHOJIB3yeMbIX B JIOY.
7. Hcnonbp3oBaHue OTKPBITHIX (OPMATOB 3JEKTPOHHBIX JOKYMEHTOB M CBOOOJHOTO
IPOrpaMMHOTO obecnieueHus Ui pemeHus 3agad JJOVY.
8. Benymue xomnaHuu-pa3pabOTUYMKM OpOrpaMMHBIX mpoayktoB mius JOY u  wux
pa3paboTKH.
9. O0630p myOMKaIuii 0TeYeCTBEHHBIX aBTOPOB IO BOIIPOCAM UCTIOJIb30BAHUS COBPEMEHHBIX
nH(pOopMaMOHHbIX TexHoJoruii B JIOY.
10.  OO630p mybOnukauii 3apyOeKHBIX aBTOPOB 1O BOIPOCAM HCIIOIH30BAHMS COBPEMEHHBIX
nH(popMaMOHHBIX TexHoJoruii B IOY.
11.  HccnemoBaHue MPaKTUKU HCIIOJIb30BAHMS COBPEMEHHBIX MH(OPMAIIMOHHBIX TEXHOIOTUN

JIOY 3a pyOexxoM (o cTpaHaMm, BBIOPaHHBIM CTYJEHTAMH) M BO3MOXKHOCTH NPUMEHEHHS UX
onsITa B Poccun.

12. be30ymarkHast TEXHOJIOTUS ITOATOTOBKH JJOKYMEHTOB.

13. Ilpunanue 1OpuAMUECKON CUIIBI IEKTPOHHBIM TOKYMEHTAM.

14. Pecypcol MaTepHeT 1t cnennanuctos chepst JOY.

15. OcHoBHBIE ATaIBI Pa3BUTH HHPOPMALMOHHBIX TexHoJIorui B JIOY.

16. OcuHoBHble 3anaun, crosmue nepeg ACY /[ v myTu ux pemieHus.

17. Ananu3 coBpeMEHHBIX WH(OPMAIIMOHHBIX TEXHOJIOTUI CO3[aHMs, XpAaHEHUS U OOHOBJICHUS
JOKYMEHTOB.

KOHTpOJIbeIe BOIIPOCHI U 3aIaHUA IJIA l'lpOMG)KyTO‘lHOﬁ aTTeCTAlluM 10 UTOramM
OCBOCHHUSA JUCIUIIJIMHBI

1.IlonsiTue «uHpOpManus» U «uHpopMmanuonusie TexHojorum» B JAOY. Knaccudukanums
MH(POPMAIIMOHHBIX TEXHOJIOTHA.

2.Ha3HavyeHue, MeCTO, pojib OCHOBHBIX MH(OPMAIMOHHBIX TEXHOJOTHH, MPUMEHSIEMBIX B
YIPaBICHUU.

3. TloHATHS «ANIEKTPOHHBIN TOKYMEHT» U «3JIEKTPOHHBIN TIOKYMEHTOOOOPOT.

4.3akoHoaarenbHas 0a3a, perJaMeHTHPYIOLIas MPOIecCchl MPUMEHEHHsT WHPOPMALMOHHBIX
texHonoruii B JIOY.

5.HopmaruBHo-1ipaBoBast 0a3a, periaMeHTUpyomas MIPOIIECCHI MIPUMEHEHUS
nHpopMaMOHHbIX TexHoJoruit B JIOY.

6.HopmaruBHO-MeToqMueckass ~ 0aza,  perjaMeHTHpYIOIlas  IMPOLECcChl  MPUMEHEHUS
nHpopMaMOHHbIX TexHoJoruii B JIOY.

7.0OcHOBHBIE 3Talbl U ypoBHU aBTOMartu3anuu J[OVY.

8. OcHOBHBIE 00BEKTHI U MPUHIUIIBI aBTOMaTH3amu JJOVY.

9.1lenu u 3agaun aproMmaTtusanuu JJOVY.
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10. OcHoBHBIE ~ WMH(OPMAIIMOHHBIE  TEXHOJOTHH,  HCIOJb3yeMble B  pabore ¢
MH(OPMAIIMOHHBIMH PECYpCaMH OpraHU3aliy.

11. OcHoBHBIE (hOpMATHI ITEKTPOHHBIX JOKYMEHTOB, UCTIOIb3yeMbIe B JIOY.

12. ®opmatsl XpaHEHUs AIEKTPOHHBIX JOKYMEHTOB.

13. OtkpoiThie Gopmatel D/ U cBOOOAHOE MpOrpaMMHOE OOeCreueHHe, UX 3HAYCHHE IS
HOVY.

14. OcHoOBHBIE 3TaIbl Pa3BUTH HHPOPMALMOHHBIX TexHoJorui B JIOY.

15. OcHoBHbIE HH(OPMALMOHHBIE TEXHOJIOTHH, HCIIOJIb3YEMbIE ITPHU PadOTe C JOKYMEHTaAMH.

16. TexHonorUM CO3/1aHUS JOKYMEHTOB.

17. TexHonoruu ckaHupoBaHus JOKyMeHTOB B JIOVY.

18. [IpuMeHeHne TeXHOJIOT UM IITPUXKOIMPOBAHUS B paboTe C TIOKYMEHTaMHU.

19. TexHomoruu XxpaHeHus: JOKYMEHTOB B COBPEMEHHBIX YCIIOBUSX.

20. ITonsaTre 6a3a TaHHBIX, OCHOBHOE Ha3HAUYCHHE.

21. Ucnonb3oBanue 6a3 JaHHBIX B yrpaBieHUH. [Ipumepsl.

22. Tlonatue «kopropatuBHas 0a3za HaHHBIX» U «KOPHOPATHBHAs HMH(OPMAIMOHHAS
cucreMa». TexXHOJIOrus «KJINEHT-CEPBEPH.

23. Mcnonp30BaHKe Kiaccu(hUKaTOPOB U CIPABOYHUKOB B aBTOMATH3UPOBAHHBIX CHCTEMaxX
JOKYMEHTAIIHOHHOTO 00ECTIeYeHUs yIIPABICHHS.

24. TlpukinagHoe mporpaMMHOEe obecreueHue s aBTOMaTHU3UpoBaHHbIX cuctem JIOVY.
ITpumepsl coBpemennsix AC JI0VY.

25. Pa3paboTku BemylIMX KOMITAaHUI-pa3pabOTUMKOB MPOTrPaMMHBIX MPOAYKTOB st JJOY
(KOMITaHUS 110 BBIOOPY CTYJCHTA).

26. KpuTtepuu OIIeHKH U BBIOOpAa KOMITAHUH-Pa3padOTYMKa MPOTPAMMHOTO MPOIYKTa IS
HOVY.

27. CripaBOYHO-IIPAaBOBBIE CHCTEMBI, UX COCTaB, CTPYKTypa W MPUHLUIBI IOCTPOEHUS.
IIpumepsl.

28. VIHTepHeT-TeXHOJIOTUHU U MH(OPMAITMOHHBIE pecypChl, Hcmolib3yeMbie B JJOY.

6 VYueOHO-MeTOoaMUYECKOE M HHPOPMAIITMOHHOE o0ecniedeHUue U CIUNINHBI

6.1 CnuCOK HCTOYHHUKOB M JIUTEPATYPHI

OcHoBHas IuTeparypa

1. Jlapun Muxaun BacunbeBnu. MHpopManimonHoe odecreyeHne ynpaBieHus: yueoHoe
noco6ue / M. B. Jlapun; [M-Bo oOpa3zoBanus u Hayku Poc. deneparn, @enep. roc. 6romKeTHOE
oOpa3oBat. yupexaeHue Boicil. oopa3zoBanus "Poc. roc. rymanutapssiii yH-T"]. - Mocksa:, 2018.
—278 c.

2. HudopmanroHHBIE TEXHOJOTHH B JOKYMEHTALIMOHHOM O0ECIICUEHUH YIPABICHUS U
apxuBHOM pene : yueOHuk /i By30B / H. H. Kynsies, T. B. Konnpamosa, E. B. Tepentsena, A.
I'. ®abpuunos / mox o6ur. pea. H. H. Kynsea. - Mocksa : Jloroc, 2020. - 408 c. - ISBN 978-5-
98704-786-6. - Tekct : anexktpoHHbIi. - URL: https://znanium.com/catalog/product/1211641

3. E3spakos, A. JI. Oxcneprabie cuctembl CAIIP : yuebnoe nmocobue / A. JI. E3nakos.
— Mocksa : ®OPYM : UHOPA-M, 2022. — 160 c. : mwi1. — (Bsiciiee obpa3zoBanue). - ISBN
978-5-8199-0398-8. - Teker : AJEKTPOHHBIM. - URL:
https://znanium.com/catalog/product/1836621

4. AranbuoB Buxtop IlerpoBuu. ba3el nanubix: YueOuuk: B 2 kuurax. - 1. - Mockaa;
Mocksa: M3znarenbckuit JJom "O@OPYM»: OOO "Hayuno-uznarensckuit nieatp MHOPA-M",
2018. -271 c. - ISBN 9785819907139. http://znanium.com/go.php?id=929256.

5. EBpmokumoBa Jlrommuna MuxaiimoBHa. DIEKTPOHHBIM  JOKYMEHTOOOOpPOT |
obecrnieueHre 0E30MACHOCTH CTaHIAPTHBIMH cpencTBamMu windows : YueOHoe mocobwme. - 1. -
Mocksa; Mocksa: OOO "KYPCx»: OOO "Hayuno-uznarensckuii nentp MHOPA-M", 2018. - 296
c. - ISBN 9785906923240. http://znanium.com/go.php?id=939786


http://znanium.com/go.php?id=929256
http://znanium.com/go.php?id=939786
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6. Yepuukos, b. B. MnpopmarionHsie TeXHOJIOTHN yrpaBieHus : yueOHuk / b.B.
YepHHUKOB. — 2-¢ u3., nepepad. u gon. — Mocksa : DOPYM : UHOPA-M, 2024. — 368 c. —
(Beicmiee obpazoBanue: bakamaBpuar). - ISBN 978-5-8199-0782-5. - TekcT : 37EKTPOHHBIN. -
URL: https://znanium.com/catalog/product/2127027 (nata oOpamenus: 26.03.2024). — Pexum
JOCTYyIA: 10 TOJIHCKE.

7. WndopMaoHHbIE TEXHOJIOTUN B SKOHOMHUKE U YIPABICHHUM : YU€OHMK JUIS BY30B /
B. B. Tpodumos [u ap.] ; otBeTcTBeHHBIN penakrop B. B. Tpopumos. — 4-e u3z., nepepad. u
norn. — Mocksa : M3garensctBo FOpaiit, 2024. — 556 c¢. — (Bricmiee o0Opa3zoBaHue). —
ISBN 978-5-534-18678-9 . — Tekct : anekrponHsiii // Obpa3oBarenbHas miaardopma FOpaiit
[caiiT]. — URL: https://urait.ru/bcode/545322 (nara obpamenus: 30.03.2024).

JlonoJiHUTeIbHAA JIUTEepaTypa

1. Tomumpina, O. JI. UndopmanmnonHbie cuctemsl : yaebnoe nocobdue / O.JI. ['onuibina,
H.B. Makcumos, .1. Ilonos. — 2-¢ m31. — Mocksa : DOPYM : UHOPA-M, 2022. — 448 c. :
uin. — (Bsicmee obpazoBanue). - ISBN 978-5-91134-833-5. - Tekcr : anekrponnsiii. - URL:
https://znanium.com/catalog/product/1832410

2. Pa3paboTka METOJMKM TOJrOTOBKM OpPraHM3alMd K BHEAPEHHIO CHCTEMBI
3NIEKTPOHHOTO JIoKyMeHTooOopoTa [MuTepueT-xypHan "Haykosenenue", Boim. 1, 2014, ctp. -] -
Pexum noctyna: http://znanium.com/catalog/product/477586

3. Humarynaes, M. M. H}opMarimoHHbIe TEXHOIOTUU B IPO(PECCHOHATBHOM
nearenbHOCTH : yueOHuK / M. M. HumarynaeB. — Mocksa : UTHOPA-M, 2020. — 250 c. —
(Beicmiee oOpazoBanue: bakanaspuar). - ISBN 978-5-16-015399-5. - TekcT : 37€KTPOHHBIH. -
URL: https://znanium.com/catalog/product/1031122

4. DIeKTpOHHBIH JOKYMEHTOOOOPOT H obecredeHne Oe30TacHOCTH CTaHIAPTHBIMHU
cpenctBamu windows : yaebHoe mocodue / JLM. EBgokumoBa, B.B. Kopsiokun, A.H. [TbuibkuH,
O.I'. IlseukoBa. - M.: KVPC, 2019. - 296 ¢ - Pexum gocryna:
http://znanium.com/catalog/product/1001864

5. DNeKTpOHHOE MPABUTEIBCTBO. ODJIEKTPOHHBIM JOKYMEHTOOOOpOT. TepMuHBI U
onpenenenus: yued. mocobue / C.}O. Kabamos. — M.: UTHOPA-M, 2017. — 320 c. — (Bricmiee
oOpasoBanue: bakanaspuar). - Pexxum nocryna: http://znanium.com/catalog/product/809828

6. HudopmannonHsie cucteMsbl 1 M poBbie TexHONOTUU. YacTs 1 : yueOGHOE ocodue /
B.B. Tpodumos, M.U. bapabanosa, B.1. Kusies, E.B. Tpodumona ; mon o6mi. pen. mpod. B.B.
Tpodpumona u B.U. Kusieea. — Mocksa : UHOPA-M, 2021. — 253 ¢. — (Bsicmiee
obpazoBanue: bakanaspuar). - [SBN 978-5-16-109479-2. - Tekct : anexTpoHHbIii. - URL:
https://znanium.com/catalog/product/1370826

7. WHdopmannoHHBIE CHCTEMBI M IU(POBBIE TEXHOJIOTUH : yuebHoe nmocodue. Yacts 2 /
nox oomr. pen. nmpod. B.B. Tpodumona u B.U. KusieBa. — Mocksa : UTHOPA-M, 2021. — 270
c. — (Bpicmiee oOpazoBanue: bakanaspuar). - ISBN 978-5-16-109771-7. - Tekcr :
anekTpoHHBIN. - URL: https://znanium.com/catalog/product/1786660

8. Mudpopmartnka, aBTOMaTH3UPOBaHHbIE MH(MOPMALMOHHbIE TEXHOJOTHH U CHUCTEMBI:
yueOHuk / B.A. I'Bo3neBa. — M.: UJ| «®DOPYM»: UHDOPA-M, 2019. — 542 c. — (Cpennee
npodeccHoOHATEHOE oOpa3zoBanue). - Pexum JOCTYyTIA!
http://znanium.com/catalog/product/999615

9. TI'Bo3meBa, B. A. ba3zoBsie u nmpukiaaHbie HHGOPMAIIMOHHBIE TEXHOJIOTHH : YUeOHUK /
B.A. I'Bo3neBa. — Mocksa : ®OPYM : UHOPA-M, 2023. — 383 c. — (Bsicmiee oOpazoBaHue).
- ISBN 978-5-8199-0885-3. - Texcr : JIEKTPOHHBI. - URL:
https://znanium.com/catalog/product/1893910

10. IIpoextupoBanune u peanuzaius 6a3 nanaeix B CYBJ] MySQL ¢ ucnonbp3oBannem
MySQL Workbench. Metoasl u cpenctBa MpOSKTHPOBaHHUS HH(POPMAIMOHHBIX CHUCTEM H



http://znanium.com/catalog/product/477586
http://znanium.com/catalog/product/1001864
http://znanium.com/catalog/product/809828
http://znanium.com/catalog/product/999615
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TeXHOJIOTUH. IHCTpyMeHTalbHbIe CpeAcTBa HHPOPMALIMOHHBIX cucTeM: yueOHoe nocobue / C.A.
Maptumus, B.JI. Cumonos, M.B. Xpanuenko. — Mocksa: /] «®OPYM»: UTHOPA-M, 2020.
— 160 c. — (Cpennee mpodeccuoHanpbHOe oOpa3oBaHme). - TekcT: amekTpoHHbIH. - URL:
http://znanium.com/catalog/product/1065833

6.2 Tlepeuennb pecypcoB HH(POPMAIHOHHO-TEJIEKOMMYHUKALIMOHHOI CeTH

«AnTepuer»

1. Bcepoccuiickuii Hay4HO-UCCIEAOBATEIbKUA HHCTUTYT JIOKYMEHTOBEIEHUS U
apxuHoTro nena (BHUMIAJ) [Dnexrponnsiii pecypc] /BHUUJIA] - DnekrpoH, naH. - M., —
Pexum noctyna: www.vniidad.ru, cBoOOTHBINH. — 3aril. ¢ sKpaHa.

2. KoncantunroBas rpynna «Tepmuka». [HopmatuBHO-mpaBoBasi 0a3a JaHHBIX I10
JETIOTIPOU3BOCTBY, JOKYMEHTOOOOpOTY M apXuBHOMY jeny| [DnexTpoHHbIH pecype] /
«TepMmuka» - DNEeKTpOH, JaH. - M., [200-].— Pexxum JOCTyna:
http://www.termika.ru/Catalog/catalog.html, cBo6oanbIil. — 3ari. ¢ skpaHa.

3. Docflow. Bce o mupe 3ieKkTpoHHOrO aokKyMeHTooOopoTa. [Ilopram mnocBsiieH
AJIEKTPOHHOMY JIOKyMEHTOOOOPOTY M CMEXHBIM oTpacisiM. OH Tpu3BaH MPeIOCTaBUThH
YUTATENIIM CaMyI0 IIOJIHYI0, CTPYKTYPUPOBAaHHYI0 U IIOJIE3HYIO HMH(OPMALMIO O pBHIHKE,
TEXHOJIOTUSIX, PEIICHUIX, KOMIIAHUSIX U TUIAaX]. [DNeKTpoHHbIN pecypc] - DNeKTpoH, AaH. - M.,
— www.docflow.ru, cBo6oaHBIH. — 3ari. ¢ sKpaHa.

4. DOC-Online. He3aBucumblii mopTai 0 CUCTEMaX 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa.
www.doc-online.ru

5. Opunmansusiii caiit 1C: [lpennpusrtue 8. - [DnexTpoHHBI pecypce] - https://v8.1c.ru/.

6. OpunmanbHBIN CallT « NEKTPOHHBIE OPHUCHBIE CUCTEMBD» - [ DNEKTPOHHBIN pecypc] -

https://www.eos.ru/.

7. Odunmansueiii  caiit  kommanun «MuTep-Tpact» - [DOnexTpoHHBIN pecypc] -

https://www.intertrust.ru/.

8. O¢unmaneHbiil caiit komrnanuu «Cognitive Technologies» - [DnexTponHbIi pecypce] -

https://www.cognitive.ru/

6.3 IIpodeccuonanbHbie 62361 JaHHBIX U HHGOPMALMOHHO-CIIPABOYHbIE

CHCTEMBI

JlocTyn Kk mpodeccnoHanbHbIM 0a3am gaHHBIX: https://liber.rsuh.ru/ru/bases

WudpopmalioHHbIE CITPABOYHbBIE CUCTEMBI:
1. Koncynsrant ITmoc
2. Tapanr

z MaTepl/IaHLHO-TeXHI/I‘leCKOC odecmeyeHue AUCHHUITIINHBI

Jns  oOecrieyeHus: JUCHMIUIMHBI  UCIOJB3YeTCsl MaTepHallbHO-TEXHUYecKas 0asza
00pa30BaTENILHOTO  yUPEXKJICHHs: YueOHble ayIWTOpPHH, OCHAIIEHHBIE JOCKOH, a TaKxke
KOMIBIOTEPOM U MPOEKTOPOM ISl AEMOHCTPALIMU YU€OHBIX MaTepPHAJIOB.

CocTaB MpOrpaMMHOT0 00ECTICUCHHUS
Windows
Microsoft Office


http://znanium.com/catalog/product/1065833
http://www.vniidad.ru/
http://www.termika.ru/Catalog/catalog.html
http://www.docflow.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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8 OO0ecneyenue 00pa3oBaTeJIbHOIO MPOLECCA ISl JIUI C OTPAHUYEHHBIMH

BO3MOKHOCTAMMU 3/1I0POBbHA 1 HHBAJIHU/I10B
B xone peannzanyuy AMCUUILIMHBI UCTIOIB3YIOTCS CIEAYIOLINE TOTIOJHUTENbHBIE
METOJbl OOy4YeHHs, TEKYIIero KOHTPOJS YCHEBAeMOCTH W IMPOMEXKYTOYHOM aTTecTaluu
00y4aromuxcs B 3aBUCUMOCTH OT UX WHAMBHIYaTbHBIX 0COOCHHOCTEH:

* IS CIENBIX U CIaO0BUISIIUX:

- JeKIUH O(GOPMIISIOTCS B BHJIE SJIEKTPOHHOTO JIOKYMEHTa, JOCTYIIHOTO C TOMOIIBIO
KOMIBIOTEPA CO CIIEIUATU3UPOBAHHBIM IIPOTPAMMHBIM 00eCIIeueHUEM;

- IMCbMEHHBIE 3a/laHusl BBINOJIHAIOTCSI HAa KOMIBIOTEPE CO CHELHMATM3HPOBAHHBIM
IPOrpaMMHBIM 00eCTIieueHHEM, MIIM MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- obecnieunBaeTCs MHAMBUAYaIbHOE paBHOMEpHOE ocBeleHne He MeHee 300 J1rokc;

- JUIA BBINOJIHEHHS 3aJaHusl NMPH HEOOXOIUMOCTH MPEJOCTaBIICTCS YBEIHMUYUBAIOIIEE
YCTPOKCTBO; BO3MOYKHO TaK)K€ UCIOJIb30BAHNE COOCTBEHHBIX YBEIMUUBAIOIINX YCTPOUCTB;

- MUCBbMEHHBIE 33aJJaHUs 0(hOPMIIIOTCS YBEIIMYCHHBIM HIPUPTOM;

- DK3aMeH M 3a4€T MPOBOJIATCS B YCTHOM (hopMe MITH BBITIOIHSIOTCSA B MUCbMEHHON (opMe Ha
KOMIIBIOTEPE.

* IS TIYXUX U CIa0O0CIBIIIAIINX:

- JeKuuu o(GOpMIAIOTCS B BHUJAE 3JICKTPOHHOTO JOKYMEHTa, JHMOO MPEeNIoCTaBIseTCs
3BYKOYCHJIMBAIOIIAs allllapaTypa MHAUBUAYAJIBHOTO TIOJIb30BaHUS;

- MUCHbMEHHBIE 331aHUS BBITIOJIHIIOTCS HAa KOMIIBIOTEpPE B IMCbMEHHOH (opMme;

- 9K3aME€H M 3a4€T MPOBOATCS B MUCbMEHHOM (hopMe Ha KOMIIBIOTEpPE; BO3MOKHO ITPOBEACHUE
B (hopMe TeCTUPOBAHUSI.

* JUIsl UL C HAPYLIEHUSAMU OTIOPHO-/IBUTaTENBHOTO alapara:

- JeKIuH O(GOPMIISIOTCS B BHJIE JIEKTPOHHOTO JTOKYMEHTa, JOCTYIIHOTO C TOMOIIBIO
KOMIBIOTEPA CO CIIEUATU3UPOBAHHBIM IIPOrPAMMHBIM 00eCIIeueHUEM;

- IMCbMEHHBIE 3a/laHusl BBINOJIHAIOTCST HAa KOMIBIOTEPE CO CHELHMATM3HPOBAHHBIM
MIPOrPaMMHEIM 00eCTIeueHUEM;

- DK3aMeH M 3a4€T MPOBOJIATCS B YCTHOM (hopMe MITH BBITIOJIHSIOTCS B MUCbMEHHON (opMe Ha
KOMIIBIOTEPE.

[Tpu He0OX0AMMOCTH TPETyCMATPUBAETCS YBEIMUCHUE BPEMEHH IS TOJITOTOBKH OTBETA.

[Ipouenypa  mpoBedeHHWsS  MPOMEXKYTOYHOW — aTTecTaliud g OOydarouiuxcs
YCTAQHABJIMBACTCS C Y4€TOM MX HWHAMBUIYAJIBHBIX TCHUXO(U3MUECKHMX OCOOEHHOCTEH.
IIpomexyTouHas aTTecTalysi MOXKET IPOBOJUTHCS B HECKOJIBKO 3TAIlOB.

[Tpu mpoBeneHUH MPOLEAYPHl OLIEHUBAHUS PE3yJIbTaTOB OOYYCHHs MpeaycMaTpUBaeTCs
UCTOJb30BAHUE TEXHUYECKUX CPEJACTB, HEOOXOAMMBIX B CBSI3U C HHAMBUIYAIbHBIMH
0COOEHHOCTSMH 00yUarOIUXCs. DTHU CPEACTBA MOTYT OBITh IPEJOCTABICHBl YHUBEPCUTETOM, WITH
MOTYT MCIIOJIb30BATHCSI COOCTBEHHBIE TEXHUYECKHE CPEJICTBA.

[IpoBeneHne mpoueaypbl OLEHUBAHHUS  pe3yJIbTaTOB OOY4EHHUS JOMYyCKaeTcs ¢
UCIOJIb30BAHNEM TUCTAHIMOHHBIX 00pa30BaTEIbHbBIX TEXHOJIOT HA.

ObecnieunBaercs 10CTyN K MH(QOPMAIMOHHBIM M OuOIMorpadguyeckuM pecypcaMm B CETH
WuTepHer mis Kaxjaoro oOydaromierocst B (opmax, agalnTHPOBAHHBIX K OTPAHMYEHUSAM HUX
3JI0POBBSI U BOCTIPHUATHUS HH(POPMAIUH:

* IS CIENBIX U CIaO0BUISIIUX:

- B IeYaTHON (opMe YBEITMUYCHHBIM HIPUPTOM;

- B (hopMe 37eKTPOHHOTO JOKYMEHTA;

- B hopme ayamodaiina.

* IS TIYXUX U CIa00CIBIIIAIINX:

- B Ie4aTHOH (opme;

- B (hopMe 37eKTPOHHOTO JOKyMEHTA.

* s 00y4aIOIIMXCsl ¢ HAPYIICHUSIMU ONIOPHO-/IBUTATEIBHOTO anrapara:
- B Ie4aTHOH opme;
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- B (hopMe 37IeKTPOHHOTO JOKYMEHTA;
- B hopme ayamnodaiina.

VYueOHble ayIUTOPHH JUISI BCEX BUIOB KOHTAKTHOW M CAMOCTOSITEIBHOM pabOTHI, HayyHas
OubIMoTeKa W MHbIE MOMEIUICHUS Il 0OYUYeHHUs OCHAILEHBI CIEelUaTbHBIM 000pYJOBAHUEM H
y4eOHBIMH MECTaMU C TEXHUYECKUMHU CPEACTBAMU O0yUEHUSI:

* IS CIENBIX U CIaO0BUIIIUX:

- YCTPOICTBOM Ul CKaHUpOBaHUs U uTeHus ¢ kamepoil SARA CE;

- nucrneeM bpaitns PAC Mate 20;

- mpuntepoM bpaits EmBraille ViewPlus;

* IS TIYXUX U CIa0O0CIBIIIAIINX:

- aBTOMATU3MPOBAHHBIM pabOYMM MECTOM JUIi JIIOJEH C HapylleHHeM Cciyxa u
¢1a00CIIBIIIAIINX;

- aKyCTUYECKHUN YCHIIUTEINb U KOJIOHKH;

* s 00y4aIOIIMXCsl ¢ HAPYIICHUSIMU ONIOPHO-/IBUTATEILHOTO aniapara:
- IEPEBMKHBIMHU, PETYIHPYEMBIMH S)proHOMU4YeckuMu napramu CH-1;
- KOMIIBIOTEPHON TEXHUKOH CO CIEIMATIBHBIM ITPOrPAMMHBIM 00€CIICYEHHEM.

2 MeToaudeckue MaTepHuajbl

9.1 IlnaHbl NPAKTHYECKUX 3aHATHIA.

Tema 3. TpeGoBaHUsI HOpMATHBHO-NIPABOBBIX 1 HOPMATHBHO-METOANYECKNX JOKYMEHTOB,
perJiaMeHTHPYIOIIMX HCII0JIb30BaHNe HHPOPMALMOHHBIX TexHoaorui B /I0Y

3aganusd:

1. Ilonp3ysice ucroyHMKaMu IIHTEpHET H3y4UTh COCTaB U COACPKAHUE OCHOBHBIX
HOPMAaTUBHO-IIPABOBBIX M HOPMATUBHO-METOAUYECKUX JOKYMEHTOB, PErJIaMEHTHUPYIOLIUX
ucrnojb3oBaHue HHpopManoHHbIX TexHoJoruii B JIOY (B COOTBETCTBHH CO CIIUCKOM,
MIPEJI0KEHHBIM MIPENOIaBATEIIEM ).

Criucox MCTOYHUKOB:

0a3bl JaHHBIX, UHHOPMAITMOHHO-CIIPABOYHBIE U TIOMCKOBBIE CHCTEMBI

- «Koncynsrant Ilnrocy

- «["apanT»

- «Konmeke»

Tema 4. OcHoBHbIe 00beKTbl M NpuHHUNbI aromMatuzaunu AOY u opranusanum
3JIEKTPOHHOI'0 IOKYMEHT0000poTa

KoHTposbHBIE BOIIPOCHI:

1. TlepeuncnuTh OCHOBHbIE 00BEKTHI aBToMarm3amuu B JIOY (cM. mMarepuasbl JEKIUH -
IIPE3EHTALMS).

2. TlepeyucnuTh TNPUHLUIBI OPraHU3ALMH  AJIEKTPOHHOTO JOKyMEHTO00OpoTa (CM.
MaTepHaIbl JCKIHH - TPE3CHTALHS ).

3. OmnpenenuTh cocTaB pa3pabOTUMKOB U HarboJiee momysipHbIX KomiuiekcHbix UT B IOY
(CO/ECM cuctembl) mpuMeHsieMbIX a5 aBToMatusanuu JJOY.

4. Tlonb3ysice THTEpHET-UCTOUHUKAMHU O3HAKOMUTHCS C aHAJMUTUYECKUMU MaTepUallaMH 110
o030py peiaka WT B JIOY: http://www.cnews.ru, http://www.doc-online.ru,
http://www.tadviser.ru, caiitel pazpabotunkos [10 u ap.

Bomnpocer i usydeHus:
ocHOBHbIe mpenacraButenu poiHka WUT B JIOVY,
HaunboJIee Moy sipHbIe TPOTPAMMHBIE TIPOTYKTHI,


http://www.cnews.ru/
http://www.doc-online.ru/
http://www.tadviser.ru/
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CTaTHUCTHKA 3a nociieaune 5-10 ner,
aHAJIMTUKA PBIHKA, XapaKTePUCTUKA COBPEMEHHOTO COCTOSIHUS U TEHIECHIIUH, MPOOJIEMBI U
nepcneKkTuBsl pazButusa coBpeMenHblx UT B JIOVY.

3. CpopmynupoBaTh BBIBOJ 10 UTOTAM U3YUEHUS MaTepHaa.

Tema 5. Peanuszanus 3axau 1OY ¢ nomomnbio MS Office m aHAJIOrHYHBIX POrPaMMHBIX
NPOYKTOB

3aganusd:
O3HaKOMHUTBCS ¢ HTHPOPMALMOHHBIM pecypcoM https://www.microsoft.com.

1. IlpoananusupoBarh coctaB nporpamMmHbIx cpeacts Microsoft Office. CocraBnstomue
makera Microsoft Office, ux HazHaueHue.

2. Ouenutsb Bo3MoxxkHOCTH Microsoft Office B cdepe paGotsl ¢ uHbopmamnmeint s
WH/IMBUYAJILHOTO TIOJIB30BAHUSA U JUIs pabOThl OpraHu3aiuii, oo1auynsie TexHoyoruu, Microsoft
365.

3. IloaroToBka 1mabIoHOB CIyKEOHBIX JOKYMEHTOB B cpene MS Word

[ITabmoH — 3TO OCOOBI BHJ TOKYMEHTa, COJCPXKAIMA HEHM3MEHIEMYI0 YacTh M CpPEICTBa
opopmienus uzMeHsiemMoi uyactu. lllabmoH ompenenseT OCHOBHYIO CTPYKTYPY AOKYMEHTA:
napamMeTpsl CTPaHUIIbl, OPMATUPOBAHHUE U CTHIIH.

B mporpammax nakera Microsoft Office — Word, Excel u PowerPoint, ma6ioHs1 MOXXHO HATH,
ucnonb3ys BkiIaaky Paitn onuuio Co3nath. B OTKphIBIIEMCS OKHE, MOXKHO BBIOpATh HE TOJIBKO
Hogprlit nokyment, Ho u lllabnon noxymenTa. [11aG10HbI, pa3MelieHHbIE HE TOJIBKO Ha JTIOKATHHOM
KECTKOM JIUCKe, HO U Ha BeO-caiite Office.com, mpencraBieHbl B BUJE CHUCKA MO0 KaTETOPHUSIM.
Vcnonb3ys NeBYyI0 KIABUIY MBIIIH, BEIOUpaeM HE00X0AUMYIO KaTeropuIio, YTOObI IPOCMOTPETh
cojepxaiuecss B Hel mabmoHsl. J[ng mpocmoTpa maGloHOB B BBIOpAaHHOM KaTETrOpHH,
yCTaHaBIIMBAaEM KypcOp Ha MMs IIa0JIOHA U €ro COAEpKUMOe OTKphIBaeTcsi B OKHE MpocMoTpa
TOKYMEeHTOB. Ecimu JaHHBIM I1a0JOH COOTBETCTBYET 3a7ayaM, KOTOPHIE C €ro IMOMOIIbBIO
HEOOXO/MMO peIINTh, HaXHMaeM Ha KoMaHAHyio KHomky Co3mare. Ecnu naHHBIN 1m1a0ioH
pasmemieH Ha moprtaie Office.com, B 3ToM cilyyae Ui OTKpBITUS BBIOpAHHOTO IIA0JOHA B
penaktope MS Word ucnosib3yeM KOMaHAHYIO KHOIIKY 3arpy3UTh.

PazpaboTarh HOBBII BHJ I1a0JI0HA BO3MOYXKHO Ha OCHOBE CYIIIECTBYIOIIETO JOKyMEHTa WIIN
mradioHa. AJTOPUTMBI pa3pabOTKHU I1A0JIOHOB.

1. Co3zoanue wabnona Ha ocHoge nycmo2o OOKyMeHma

Ortxkpoiite Bknaaky daiin u Beioepute onmuto Co3aars.

B otkpbiBmiemcst okHe, BbiOepuTe HOBBIN JOKYMEHT M HOKMUTE KOMAHIHYIO KHOTIKY
Cosnarts.

Baecute HeoOXoaMMble H3MEHEHHUS B pa3Mephl MOJICH U CTpaHMIL, OPUEHTALINIO CTPAHMUIL,
CTUJIM U Jpyrue napaMmeTpsl popMaTHpOBaHHUSL.

Ecimu  ecth HEOOXOIUMOCTb, MOXKHO Takke J100AaBUTh DIEMEHTHI YIpaBJICHUS
COJICPKUMBIM, TaKHE KakK: BEIOOP aThl, HOSCHUTEIbHBIN TEKCT U rpaduyeckre 00beKThI, KOTOpbIE
JOJKHBI IPUCYTCTBOBATH BO BCEX HOBBIX JJOKYMEHTAX, OCHOBAHHBIX Ha JAHHOM IIa0JIOHE.

Ortxkpoiite Bknaaky daiin u Beioepute onuto Co3aars.

B oxne cosmare BeiOepure rpymmy JlocTymHble I1Ia0NIOHBI, Janee OINLHUI0 U3
CYIIECTBYIOLIETO JOKYMEHTA.

Bribepure 1m1abnoH UM JOKYMEHT, KOTOPBIM MOXKET OBITh MCIOJIb30BaH Kak IIa0JIOH, U
HaXMUTE KHONIKY Co371aTh HOBBIH.

Baecute HeoOXoaMMble H3MEHEHHUS B pa3Mephl MOJICH U CTpaHMIL, OPUEHTALINIO CTPAHMUIL,
CTUJIM U ApYyTrUe napaMeTpbl popMaTHpOBaHHUSL.

CoxpaHsieM U3MEHEHUs, UCTIONb3Ys BKIaAKy Daiin u onumio COXpaHUTh Kak. ..


https://www.microsoft.com/
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B nmumanoroBom okxHe COXpaHUTHh Kak... BBINOJHUTE CIEAYIOIIUE ICWCTBUS: BBHIOEpPHTE
MECTO, IJie JOJDKEH pa3MeIiaThes pazpabotanHblil paiin — B pazzaene Microsoft Word BeiGepuTte
3naucHue [11aGnoHbI;

yKakuTe UM (aitnia HoBoro madioHa,

nosie Tun gaiina Beroepure ladrnon Word u Hasxkmute kHONKY COXpaHUTb.

3akpoiite mabdIoH.

2. Jlobasnenue Kk wiabioHy cmanoapmusix O10K08

CrangapTHbIe OJOKM — 3TO MHOTOKPATHO UCIIOJIB3YEMbIE JIEMEHTHI COJCPKUMOTO WIIN
ApYrue 4acTH JOKYMEHTa, KOTOpPhIC XPAaHATCS B KOJUICKIMAX U B JHO00E BpEeMs JOCTYITHBI IS
MOBTOPHOTO HCIOJIb30BaHUSI.

CrangapTHbIe OJIOKM TaK)K€ MOYKHO XPAaHHTh M PACIpOCTPAHATH C MOMOIIBIO Ia0JIOHOB.
Hanpumep, MOXHO cO3/aTh MA0IOH OTYETA, COACPIKAILUIT IBA TUIIA COTIPOBOIUTEIBHBIX ITHCEM,
KOTOPBIE TI0JIb30BATEIN CMOTYT BHIOPATH MPH CO3JIaHMU OTYETa HA OCHOBE JJaHHOTO HI1a0JIOHA.

OtkpoiiTe mabnoH, K KOTOpoMy TpeOyercss NOOaBUTh CTAaHAAPTHbHIE OJIOKH.

Co3spaiite cranapTHBIC OJIOKH, KOTOPBIE HYXKHO MPEAOCTaBUTH MOJIb30BATEIISIM.

[Tpu BBONIE CBeneHMIT B qranoroBoM okHe Co3/laHue HOBOTO CTaHAApPTHOTO OJ0Ka B TIOJIe
CoxpaHHTh yKa3bIBaeTe HOBOE UM IIa0JIOHA.

[11a6710H TOTOB K MPUMEHEHHUIO.

3. 3anpem uzmenenuil 6 wabnone

K oTnensHBIM »1€MEHTaM yIpaBJICHUS COACPKUMBIM B IIA0JOHE MOXKHO JOOaBUTH
3alIUTy, 4YTOOBI 3alpeTUTh YyAaJeHHE WIM pPEAaKTUPOBAHUE OINPEACICHHBIX 3JIEMEHTOB
YIIpaBJICHUS COACP>KUMBIM WJIM TPYIIIBI SJIEMEHTOB YIPABJICHHUS.

AJNTOPUTM 3aIUTHI JJIEMEHTOB 11a0I0HA:

OTkpoiiTe mabaoH, K 3JIeMEHTaM yIPaBICHHUsI KOTOPOro HEOOX0MMO 100aBUTH 3aIUTY.

Bbienure s1eMEHT YNpaBJiCHUS COJACPKHMBIM, H3MEHEHHSI KOTOPOTo HEOOXO0IUMO
OTPaHUYHTh.

Ha Bruagke Pazpa®oTumk B rpymme DIIeMEHTHI yIpaBIeHUS HAXMHUTE KHOMNKY I 'pymma

Jlanee Ha BKkianke Pa3paboTka B rpynme DJIEMEHTHI YIpaBJCHUS BHIOEPUTE IyHKT
Cgoiictsa.

B mmanoroBom okxne CBoiicTBa 3J€MEHTa YIPABJICHUS COACPKUMBIM B pasJelne
BbrokupoBKa BBIIOJIHHUTE JII000€ U3 CIEAYIOIUX JCHCTBUH.

YcranoBute ¢uiaxkok DIeMEHT yIPaBICHHS COACPKUMBIM HEJb3sl yAATUTh. DTO TO3BOJIUT
U3MEHATH COJEPKMMOE DJIEMEHTa YNpPaBJICHHS, HO caM 3JEMEHT YIpaBJICHUS HeNb3s Oyaer
YIQIATH U3 MA0J0HA WM CO3JaHHOTO C €ro MOMOIIBIO JOKYMEHTA.

VYcranoBka ¢naxkka ConepKuMoe HeNb3sl pelaKTUPOBATh MO3BOJIUT YAATUTh 3JIEMEHT
yIIpaBJIEHUS, HO PEIaKTUPOBAThH COJIEPKUMOE B DJIEMEHTE YIpPaBJICHUS Oy/IeT 3alpeIieHo.

I[aHHBIe HapaMeTpH MOFy’I‘ 6]:ITI> HUCIIOJIB30BaHbI JJIA 3alllUTHI TCKCTA, €CJIM OH BKJIFOYCH B
1a0JI0H.

4. HUcnonvsosanue napons 01 wiabniona

YcraHOBKa 3alUTBl JOKYMEHTA I1ApOJIEM IIO3BOJISET BBINOJHATH PENAKTUPOBAHUE
DJEMEHTOB YIIPAaBJICHUS COAEPKUMBIM TOJIBKO I0JIb30BATENSAM, CO3ABIINM JAHHBIN TOKYMEHT.
310 06ecneunBaeT rpaMOTHBIN JOKyMEHTOOO0POT B OpraHu3auu. AITOPUTM yCTaHOBKH ITapOJIs:

OTkpoiiTe madaoH, KOTOPOMY HY>KHO Ha3HAYUTh MAPOJIb.

Ha Bknanke PenensupoBanue B rpymne 3allUTUTh BbIOepUTe KoMaHay OrpaHu4uTh
peoaKTUPOBAHUE.

B paznene BximiounTh 3aIIMTy JI€BOM KIIABMINEH MBI BHIOEPUTE KOMAHAHYIO KHOTIKY
Jla, BKIIIOUNTH 3aLIHUTY.

B oTkpsiBIIEMCS AMAT0roBOM OKHE BKITIOUMTE 3amiuTy BeIOEpUTE paauo KHONKy [lapons
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Beenure naposis B mosie HoBblil maposs (He0Os3aTeNnbHO), a 3aTeM MOITBEPIUTE €T0 B
HkHeM nose [loarsepxaenue naposs.

Ecnu maposs He BBeJIeH, U3MEHUTD OTpaHHUCHHS PEJaKTUPOBAHUS MOXKET JII000H
I10JIb30BATEIb.

B cootBerctBum ¢ 'OCT P 7.0.97-2016 «Cuctema cranaapToB 1o HHGOpPMAaLUU, OUOINOTEIHOMY
U HM3AaTeNbcKoMy Jfeny. OpraHu3allMOHHO-PAcopSaUTeIbHas JOKyMEHTalus. TpeboBaHus K
0(pOPMIICHHIO JTOKYMEHTOB» O(GOPMUTH ITA0JIOHBI JOKYMEHTOB (B COOTBETCTBHM C 3aJaHUEM,
OTIpeNieNIIeMbIM TPEToIaBaTeNIeM. )

4. O3HaKOMHUTBCS ¢ Marepuanamu caifta https://myoffice.ru, cocraBom 1 HazHaueHHEM
npoaykToB «MoiOducy.
5. ChopmynupoBath BBIBOJ [T0 UTOTaM M3Y4YEHHUS MaTepuaa.

IporpaMMHO€ 0OecrieueHne

Hcnonb3oBanue:

- O¢ucHerit maketr npuioxenuit Microsoft Office

- OpenOffice.org

- Internet Explorer, Mozilla Firefox, Google Chrome

Tema 6. ba3bl 1aHHBIX B MHPOPMALHMOHHOM O0ecliedeHUH yIPaBJIeHHUA
3aganusd:
1. Peammzanusa oducHbIx mpunoxenuid B cpene makera MS Office.: mpoektupoBanue u
co3nanue Tabmuil B cpeae MS Access Ha 0T60p nokymeHToB 1 B/ «/lokymMeHThD»
2. Hcnonp3oBanue 6a3 JaHHBIX B paboTe C AIEKTPOHHBIMU JIOKYMEHTAMHU.

Tema 7. TpeOoBanns K (pyHKIMOHAJILHOMY H aNNAPAaTHO-NPOrPaMMHOMY oO0ecleYeHHI0
aBTOMATH3HPOBAHHBIX cucteM JJOY

3aganusd:
1. Tlepeuncnuts (GYHKIMH CHCTEM JJIEKTPOHHOTO  JOKYMEHTOooOOpoTa (OCHOBHEIE,
JIOTIOTHUTEIIHHBIE)

2. OCHOBHBIE U IOIIOJIHUTENIBHBIE MOLYJIN aBTOMATU3UPOBaHHbIX cucteM /JOY

Texuunueckue TpebOBaHuUs K paboTe aBTOMATH3UPOBAHHBIX cuctem JIOY

4. XapaKTepUCTHKAa CHUCTEMBI 3JEKTPOHHOTO JOKyMeHTooOopora (Ha mpumepe 1C
Hokymentoobopot, CO/1 «Jleno — Be6», E1 EBdpar, CO/] «Directum RX» u ap.)

5. AHanmu3 npakTHYECKOW peanu3anuu GyHKIUH paboThl ¢ fokymeHTamu B COJ] Ha mpumepe
(1C HokymenTtoobopot, COJI «leno — Be6», E1 EBdpar, CO/] «Directum RX» u ap.)

W

Tema 8. UHTepHeT-TEeXHOIO0TMH U HH(POPMALIMOHHBbIE Pecypchl, Hcnoyb3yemble B JIOY
3aganusd:
1. TlIpaxtuka pabotsl B IHTEpHET.

2. HnTepHeT-TexHOJIO0TUH, HcTob3yemble B JIOVY.

3. T'nobGanpHbIe Beranciaurenbhble cet (WAN) u nokansHble Berancnutenbabie ceT (LAN).
4. OcobenHocTH noucka nHGopmanuu B IHTEpHET.

5. Pecypcol MnTepuet mis cneunanuctos chepsl JOY

Tema 9. YnpasJieHne 10CTyNOM K IOKYMEHTHPOBAHHOI HH(pOpManun

3aganusd:
Pazpabotka Meponpustuii mo obecneueHuto 3amuthl uHpopmammun B ACHOY
(anmapaTHbI€, IPOrPaMMHBIE U OPraHU3ALIMIOHHBIE METO/IBI).


https://myoffice.ru/
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9.2 MeToaudeckue PEKOMEHIAIIUMA 110 NOATOTOBKE NHNCbMECHHBIX paﬁoT

[TonrotoBka pedepata MO3BOJISIET 3aKPEMHUTh TEOPETHUYECKHE 3HAHUS MO TUCHMILIMHE,
pUOOPECTH HABBIKM CaMOCTOSITEIILHOTO YIIIyOJIEHHOTO M3YYeHHsI OJHOTO M3 pa3ziesioB Kypca.
[Tpu nmoaroroBke pedepara CTyIEHTHI MMOJIy4alOT HABBIKK M YMEHHE paboTaTh ¢ HCTOYHUKAMHU U
JUTEpaTypoil, aHanM3upoBaTh (AaKThl M JaHHBIC CHEIHMAJIBHOM JMTEpaTypbl, U3JaraTh
MPOYUTAHHOE COBPEMEHHBIM MPO(PECCHOHATBHBIM SI3BIKOM.

Pedepar nomkeH ObITH OPOPMIICH B COOTBETCTBHUU C TPEOOBAHHUSIMU, MIPEABSIBISIEMBIMH K
MOJITOTOBKE U O(hOPMIICHHIO HAYYHBIX padoT.

Pedepart Brimoyaer:

- TUTYJIBHBIN JIUCT;

- OTJIaBJICHUE;

- BBEJICHUE;

- OCHOBHYIO 4YacTh (TE€MAaTHUYECKHUE Pa3JIeIibl);

- 3aKJIIOYEHHE;

- CIIUCOK UCTIOJIb30BaHHBIX HCTOYHHUKOB U JINTEPATYPHL.

O6bem pedepara — 15 crpanun Tekcra (mpu Habope uepe3 1,5 mHTEpBana U pazMepe
mpudTa 13-14). Pedepar numiercs Ha 0JJHOI CTOpOHE cTaHAApTHOTO Jucta Oymaru hopmata A4
(210x197Mmm).

Crpanuns! pedepata HyMepyroTcss apaOCKUMHU IdpamMu Ha BepXHEM I0JIe JIMCTa, Oe3
KaBbIUEK, 1e(DUCOB U JPYTrUX 3HAKOB MpenuHaHus. TUTYIbHBIN JUCT U OTJIaBlIeHHE HE HYMEpYIOT,
HO BKJIIOYAIOT B 001mMii 00beM pedepara.

HayuHo-cripaBouHblii anmapat pedepara BKIIIOYAET CHHMCOK UCTOYHUKOB U JIMTEPATYphl U
MOJICTPOUYHBIE CHOCKH. [10JICTpOUHBIE CHOCKM HCIOJIB3YIOTCS BO BCEX CIy4asX HUTHPOBAHHS B
TEKCTe pedepaTa MPaBOBBIX aKTOB, JOKYMEHTOB, IPOU3BEACHUI aBTOpPOB MOHOTpadHii, cTaTe,
y4eOHHKOB, Y4€OHbBIX TOCOOMIA, a TaKKe IPH LIMTHPOBAHUU CTAHAAPTHBIX ONPEICICHHI TEPMHHOB
u noHsTHi. Bee mpuBoauMbie B pedepare GakTvl, HUQPHI, AaThl, KOHKPETHBIC JTAHHBIC TaKXKe
JOJKHBI OBITH TIOATBEPKACHBI ITOICTPOYHBIMU CHOCKAMH.

CHOCKHM HyMEpYIOT B Mpeeiax OJHON CTpaHULbI apaOCKUMHU [TU(ppaMu, TEKCT CHOCKH
Pa3MEILaroT MO MOCIEIHEH CTPOKOM TEKCTa

9.3 MeToanuecKkue YKa3aHUs IJIs1 00y4AUIMXCH 110 OCBOCHHUIO M CHUIINHBI
(Mmoxy.Jis1)

Bupa padorsi Conep:xxanmne Tpynoemko Pexomenganuu
(mepevyeHb BONPOCOB) CTh
CaMOCTOSITE
JbHOM
padoThI
(B yacax)

Paznen 2. UcTtopust abTomaruzanuu 10Y

IlonrotoBka | 1. OcHOBHBIE  3Tambl 4 gaca 1. Jlapun Muxann
K JIEKLUU aBTomarusanuu JOVY. BacunbeBuu. HNudopmannonHoe
2. OJrtambl  BHEJPEHUS oOecrieyeHre yrpapiieHUs: ydeOHoe
aBTOMAaTU3UPOBAHHBIX nocoobue / M. B. Jlapun; [M-Bo
TEXHOJIOTUH  CO3J1aHus, oOpasoBanuss u  Hayku  Poc.
00paboTKHy, @Oenepannn, |. - Mocksa:
UCIIOJIb30BAHUS U
XpaHEHUs JOKYMEHTOB.
3. DOBomronus
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TEXHOJIOTHI
JOKYMEHTHUPOBAHUS
MH(POPMAIHH.

PITYVY, 2018. - 278 c.

2. Kynses,

H.H. Un¢popmanrioHHbIe TEXHOIOTUN
B JIOKyMEHTALlMOHHOM O0€ecreueHUun
yIpaBJIeHUs] W apXUBHOM JieJie:
yuebnuk s By3oB / H.H. Kynses,
T.B. Kongpamosa, E.B. Tepentnena,
AI.  ®abpuyHoB; mox OO
pen.n.ro.H., npod. H.H. Kynsesa. -
M.: Jloroc, 2017. - 408 c. - (HoBas
cTyneHdeckas Oubmmoteka) - ISBN
978-5-98704-786-6. - Pexxum
JOCTYyTa:
http://znanium.com/catalog/product/1
015021

3. Araib1oB Buktop
[TerpoBuu. ba3bl naHHBIX: YUeOHUK:
B 2 knwurax. - 1. - MockBa; MockBa:
M3natensckuit  Jlom  "®OOPYMy:
OO0 "HayyHO-u31aTENbCKUNA LIEHTP
NHOPA-M", 2018. - 271 c. - ISBN
97858199071309.
http://znanium.com/go.php?id=9292
56.

4. EBnoxnmoBa Jronmuna
MuxaitsioBHa. DNEeKTPOHHBII
JOKYMEHTOO0OpOT U obecredyeHue
6e30macHOCTH CTaHAAPTHBIMHU
cpenctBamu  Windows:  YueOHoe
mocobue. - 1. - MockBa; Mockaa:
OO0 "KVYPC»: OOO "Hayuno-
n3narenbekuit nentp MHOPA-M",
2018. - 296 c¢. - ISBN
9785906923240.
http://znanium.com/go.php?id=9397
86

5. WudopmarrioHHble
TEXHOJIOTUU YIPABJICHUSA: y4eOHUK /
b.B. UepHukoB. — 2-¢ u3., mepepaod.
u jgon. — M.: U] «DOPYM» :
NHOPA-M, 2017. — 368 c. —
(Beiciee obOpaszoBanue). - Pexum
JOCTYyTa:
http://znanium.com/catalog/product/5
45268

KoucmexT nexuuii

Hroro

4 gaca

Pa3nen 3. TpeGoBanust HOpMATHBHO-NIPABOBBIX © HOPMATHBHO-METOAMYECKHX JOKYMEHTOB,
OIIMX HCI0JIb30BaHNe HHPOPMaLMOHHBIX TexHoJoruii B JIOY

perjamMeHTHp

TloaroroBka
K JIEKIIAHU

1. 3akoHOJATEIBHBIE U
MMOJ3aKOHHBIE aKThI PO,
perjiiaMeHTUPYIOIINe

4 gaca

www.jurizdat.ru/editions/official/lcrf/
- CoOpanue 3akoHo1aTenbcTBa PO
www.rg.ru/ - Poccuiickas razera



http://znanium.com/catalog/product/1
http://znanium.com/go.php?id=929256
http://znanium.com/go.php?id=929256
http://znanium.com/go.php?id=939786
http://znanium.com/go.php?id=939786
http://znanium.com/catalog/product/5
http://www.jurizdat.ru/editions/official/lcrf/
http://www.rg.ru/

22

BHEJIpEHUE U

UCIIOJIb30BaHUE
MH(POPMAITMOHHBIX
texaonoruii B IOV,

2. Hopmarusno-
METOANYECKUE
JTOKYMEHTBI M CTaHAAPTHI.
3. Coser (0]
UH(POPMAIIMOHHOM
6e30macHOCTH npu
[Ipe3unenrte PO.

4. MexnyHapoaHbie
crangaptel UCO u MOK.
S. HanumonansHeie
CTaHAAPTHL

www.rusarchives.ru — ®enepanabHoe
apXUBHOE areHrcrso PO

www.vniidad.ru/ - BHUNIAL
(Bcepoccuiickuit Hay4YHO-
HCCIIEI0BATENIbCKUI UHCTUTYT
JOKYMEHTOBEACHUS UM  apXUBHOIO
nena)

www.consultant.ru/ - opunmanbHbINH
caiit komnanuu Koncynsrantlloroc
www.garant.ru/ - ”HPOPMAaLIMOHHO-
mpaBoBoy noprai I'apant
Koucmexr nexiuii

Hroro

4 yaca

Pa3nen 4. OcHoBHBIEe 00beKTHI M NPUHIUINIBI aBTOMaTH3anuK JIOY n opranuzanuun
3J1eKTPOHHOI0 JOKYMEHT0000poTa

IlogrotoBka | 1.  Tunoble  3amaun 6 yacoB 1. Jlapun Muxann
K JIEKIIUU apromaruzaiuu J[OVY. BacunbeBuu. NudopmarmonHoe
2. OcHoOBHBIE oOecrieyeHrne yNpaBieHUs: YydeOHOe
uH(pOPMAIMOHHbIE nocobue / M. B. Jlapun; [M-Bo
TEXHOJIOTHH, o0Opa3oBaHUs " HayK{ Poc.
ucnonszyemsie B JIOY u ®epepauun, "]. - Mocka: PITYVY,
UX KJacCu(UKaIHSL. 2018.-278 c.
3. Buael urdpopmaiuw, www.consultant.ru/ - odpuIanTbEHbII
coJeprKalencs B cailtr komnanuu Koncynsrantllnroc
AJIEKTPOHHOM www.garant.ru/ - “HGOPMALUOHHO-
JOKYMEHTE. npaBoBoy noprai I'apanr
4. Tepmunonorus, www.doc-online.ru;
ucnoss3yemas B UC. WWW.CCM.CNEWS.Iu
5. OcCHOBHBIE  BHJBI OdunmansHbIi cauT 1C:
¢dopmaros, IIpennmpustue 8. - [DIEKTPOHHBIN
ucnosb3yembie B IOV, pecypc] - https://v8.1c.ru/.
OdunmanbHbl callT «OJNEKTPOHHBIE
OpUCHBIE CUCTEMBD» - [DIEKTPOHHBIH
pecypc] - https://www.eos.ru/.
OdwunmanbHbII CauT KOMIIaHUH
«UnTep-Tpact» -  [DneKTpoHHBIN
pecypc] - https://www.intertrust.ru/.
OdurmanbHbIi CauT KOMIIaHUH
«Cognitive Technologies» -
[DneKTpOHHBII pecypc] -
https://www.cognitive.ru/
u JIp.
KoucmexT nexuuii
Hroro 6 yacoB



http://www.rusarchives.ru/
http://www.vniidad.ru/news1/example.php
http://www.consultant.ru/
http://www.garant.ru/
http://www.consultant.ru/
http://www.garant.ru/
http://www.doc-online.ru/
http://www.ccm.cnews.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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Paznen S. Peanuzaums 3aga4u JIOY ¢ nomombio MS Office

IloaroroBka | 1. ITpuHiumns! 6 yacoB Kucenes, I M. Wudpopmannonusie

K JICKIHH MIOCTPOCHUS " TEXHOJIOTUM B  OKOHOMHKE |
(yHKIMOHUPOBAHUS yrpasieHun (3¢ ¢pexTuBHas pabora B
O(UCHBIX CHCTEM B CpeJie MS Office 2007) [DneKkTpoHHBII
nakera MS Office. pecypc]: YuebHoe mocobue / I'. M.
2. IloaroroBka, Kucenes, P. B. boukoBa, B. M.
peructparus, oOpaboTka CagponoB. - M.: MU3parenbcko-
U XpaHEHHE JIOKYMEHTOB tToprosas kopnopanus "Jlamkos u K ",
cpenctBamu makera MS 2013. - 272 c¢. - ISBN 978-5-394-
Office. 01755-1. -  Pexum  nocryna:
3. JlormoaHUTEILHBIC http://znanium.com/catalog/product/41
BO3MOXHOCTH PabOTHI C 5083
Oo(pHCHBIMU Koncrexr nekrmii
nporpammamMu = Word u
Excel B MS Office.

Hroro 6 yacoB

Pa3nesn 6. ba3pl naHHBIX B MHGOPMALMOHHOM o0ecliedYeHUH YIPaBJIeHHUS

IlonroroBka | 1. IlonsTHe u cTpykTypa 6 yacoB 1.  ArampuoB Bukrop Ilerposuu.
K JIEKIIUU 0a3bl JTaHHBIX. ba3er nqannbpix: YueOuuk: B 2 xkHurax.
2. Mogenu nocTpoeHus - 1. - MockBa; Mocksa: M3narenbckuii
0a3bl JTaHHBIX. Hom "®OPYM" 00O "Hayuno-
3. Ilonstue n3narenbekuit  nentp HMHOPA-M",
koprnopatuBHo B/ u 2018. - 271 c. - ISBN 9785819907139.
KOPHOPaTUBHOM ncC. http://znanium.com/go.php?id=92925
TpeboBanus K 6.
KoproparuBHol b/l wu KoHcnekr nekuuit
ncC.
4. OcHOBHbBIE CBOWCTBa
Oasel maHHBIX  Lotus
Notes u MS Access.
5. Cuctemsl ynpaBieHHUs
6azamu nanueix (CYBJD).
Hroro 6 yacoB

Pa3znen 7. TpeboBanus k (PyHKIHMOHAJbHOMY M aNNIapaTHO-NPOrpaMMHOMY 00ecrie4eHHI0
aBTOMATH3HPOBAHHBIX cucteM JJOY

TloaroroBka
K JIEKIIAHU

1. KopropatusHsle
UH(pOPMAIMOHHBIE
CHCTEMBI.

2. Bunnl u
Pa3HOBUHOCTHU AC
HOV.

3. Kpurepun BbIOOpa

KOMITaHHH-Pa3pabOTIMKa
AC J10Y.

4. Kputepuu Boioopa AC
0y u HMHBIX
IPOTPaMMHBIX
IPOJYKTOB

6 yacos

1. Jlapyn Muxaun Bacunbesuu.
Wudopmaririonnoe oOecrieueHue
yIpaBiieHUs: ydeOHoe mocobue / M.
B. Jlapun; [M-Bo oO0Opa3zoBaHus Hu
Hayku Poc. ®@enepanumy, |. - Mocksa:
PITYVY, 2018. -278 c.
HNuTepHeT pecypcsl:
www.doc-online.
WWW.CCIN.CNEWS.IU,
WWW.COmpress.ru;

ru;

www.business-



http://znanium.com/catalog/product/415083
http://znanium.com/catalog/product/415083
http://znanium.com/go.php?id=929256
http://znanium.com/go.php?id=929256
http://www.ccm.cnews.ru/
http://www.compress.ru/
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IPUMEHUTEIHHO K
3aJjauaM OpraHu3alHy.

3. PazpaboTka
TEXHUYECKOTO 33/1aHusl.
6. [TpuHIMIIBI
MPOEKTUPOBAHUS U TAIIbI
BHeapenus AC IOV B
JeATeIbHOCTD
OpraHHu3aLuy.

7. HauGounee
HOMYJISIPHBIE
coBpeMmenHbie AC JIOY.

process.ru; Www.eos.ru v Jip.;
KoncrekTsl JeKIuii.

Hroro

6 yacos

Pa3nesn 8. UHTepHeT-TeXHOJI0TrNM M MH(POPMAaLMOHHBIE pecypchl, HcnoJb3yemble B /IOY

IloaroroBka
K JIEKITAHU

1. IlonsaTne
«H(POPMAITOHHBIH
pecypey.

2. I'moGanbHbIe
BBIUMCIIUTENBHBIE  CETH
(WAN) wu 7noxanbHble
BBIUMCIIUTENBHBIE — CETH
(LAN).

3. OcobeHHOCTH TIOMCKA
uHpOpMaIH B
HNurepHer.

4. Pecypcel HHTepHeT
1S CTIEIIUAIIICTOB
cdepsr JIOY.

6 gaca

1. EBnoxumosa JIrommuiia
MuxaitsioBHa. ONEeKTPOHHBII
JOKYMEHTOO0OpOT U  obecreueHue
6e30macHOCTH CTaHAAPTHBIMHU
cpenctBamu  windows:  YueOHoe
nmocobue. - 1. - MockBa; Mocksa: OOO
"KYPC»: 000 "Hayuno-

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

2. WudopmarioHasle
TEXHOJIOTUU YIPaBJICHUS: Y4eOHUK /
b.B. UepnukoB. — 2-¢ u3j., nepepad.

u jgon. — M.. HUI «DOPYMx:
NHOPA-M, 2017. — 368 c. —
(Boiciee  ob6pazoBanue). - Pexum

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

HNuTepHeT pecypcebl:
www.jurizdat.ru/editions/official/lcrf/
- CobOpanue 3akoHOAaTEIHCTBA PD
www.rg.ru/ - Poccuiickas razera

www.rusarchives.ru  —  ApXuBHOE
areHTcTBO PO

www.vniidad.ru/ - BHUNIAL
(Bcepoccuiickuit Hay4YHO-
HCCIIEI0BATENIbCKUI UHCTUTYT
JOKYMEHTOBEACHUS U  apXUBHOTO
nena)

www.consultant.ru/ - opumanbHbINH
caiit komnanuu Koncynsrantlloroc
www.garant.ru/ - ”HPOPMAaLMOHHO-
IIpaBoBOM noprain ['apanT u ap.;
KoncrekTsl JeKIuii.



http://www.eos.ru/
http://znanium.com/go.php?id=939786
http://znanium.com/go.php?id=939786
http://znanium.com/catalog/product/54
http://www.jurizdat.ru/editions/official/lcrf/
http://www.rg.ru/
http://www.rusarchives.ru/
http://www.vniidad.ru/news1/example.php
http://www.consultant.ru/
http://www.garant.ru/

25

Pa3nen 9. YnpasieHue 10CTyNIOM K JOKyMEHTUPOBaHHON HHpOpMAUH

TloaroroBka
K TecTaM
IloaroroBka

pedepara

4 yaca

1. Jlapun Muxann
BacunbeBuu. Wudopmarrionnoe
oOecrieyeHre yrpaBieHHUs: YydeOHOe
nocobue/M. B. Jlapun; [M-Bo
o0Opa3zoBaHUs u HayKH Poc.
®epnepauun,]. - Mocksa: PITY, 2018.
—278 c.

2. Aranb1ioB Buxkrop
[TerpoBuu. ba3sl nanubix: YuebHuk: B
2 kHurax. - 1. - MockBa; MockBa:
Uznparensckuii JJom "®OPYM»: OO0
"Hay4yHO-M31aT€nbCKU LIEHTP
NHOPA-M", 2018. - 271 c. - ISBN
9785819907139.
http://znanium.com/go.php?id=929256

3. EBnokumoBa  Jlrogmuna
MuxaitsioBHa. DNEeKTPOHHBII
JOKYMEHTOOO0OpOT u  oOecredeHue
6e30macHOCTH CTaHAAPTHBIMHU

cpenctBamu  Windows:  YueOHoe
mocob6ue. - 1. - Mocksa; Mocksa: OOO
"KYPC»: 000 "Hay4no-
m3narensckuit  nentp MHOPA-M",
2018. - 296 c. - ISBN 9785906923240.
http://znanium.com/go.php?id=939786
4. WudopmarrioHHsle
TEXHOJIOTMUM  yOpaBJeHus:  YueOl.
noco6ue ays By3oB / [Tox. pen. mpod.
I'.A.Tutopenko. 2-e u3a., mom. — M.:
IOHUTU-AAHA, 2005. 439 c.

S. Jlapupg  M.B.  Vnpasienue
JOKYMEHTAIlMel B OpraHu3anusx. —
M.: Hayu. kH., 2002.

6. CarmnkoB B.B.
NudopmanioHHbIe  TEXHOJOTHH |
KOMITLIOTEPHU3AIHS ISTOIPOU3BOICTBA
/ B.B. CamnkoB. — 2-e u3j., crep. — M.:
WM3parenbckuii  LeHTp «AKaaeMHs»,
2007. 288 c.

7. Mesenuen K.H.
ABTOMaTHU3UPOBAHHEIE
uHdopMaIMOHHbIE  cucTeMbl, M3.:
Axkagemus, 2012, 176 c.

HNuTepHeT pecypcebl:
www.jurizdat.ru/editions/official/lcrf/

- CoOpanue 3akoHo1aTenbcTBa PO
www.rg.ru/ - Poccuiickas razera



http://znanium.com/go.php?id=929256
http://znanium.com/go.php?id=939786
http://www.jurizdat.ru/editions/official/lcrf/
http://www.rg.ru/
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www.rusarchives.ru  —  ApXHUBHOE
areHTcTBO PO

www.vniidad.ru/ - BHUNIA
(Bcepoccuiickuit Hay4YHO-
HCCIIEI0BATENIbCKUI UHCTUTYT

JOKYMEHTOBEACHUSI U apXUBHOIO
Jiena)

www.consultant.ru/ - opunmanbHbINH
caiit komnanuu Koncynsrantlloroc
www.garant.ru/ - ”HPOPMAaLMOHHO-
paBoBOM noprain ['apanT u ap.;
KoncrekTsl JeKIuii.



http://www.rusarchives.ru/
http://www.vniidad.ru/news1/example.php
http://www.consultant.ru/
http://www.garant.ru/
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puioxenue 1

Annomauusa oucyunaunsl (Mooyns)

Juctumumna «MHOpMalmoHHBIE TEXHOJIOTUU B JOKYMEHTAIIMOHHOM O0ecreueHun
yIpaBJICHUS» BXOAUT B COCTaB 0a30BOM 4YacTH MAWUCHUIUIMH TOJATOTOBKH CTYACHTOB IO
HaIIpaBJICHUIO ITOATOTOBKH «/[OKyMEHTOBECHUE U apXUBOBEACHUEY. JIUCIMILIMHA PeaIu3yeTCs
Ha PakynbTeTe apXUBOBEACHUS U JOKyMeHTOBeaeHus Kadenpoit aBTOMaTH3MPOBAHHBIX CUCTEM
JOKYMEHTAIIMOHHOTO 00ECTIeYeHUS yIIPABICHHS.

CopnepxaHue NUCLHUIIMHBI OXBATHIBAET KPYI' BOIPOCOB, CBSA3AHHBIX C MCIIOJIb30BAaHUEM
MH(POPMAIIMOHHBIX TEXHOJOTHH B JOKYMEHTAIIMOHHOM 00ECTIE€YeHUH YIPABICHHUS.

Lesb TUCIUIITUHBI — 00eCTIEYUTh T0CTaTOYHBIN U HEOOXOAUMBIH YPOBEHb TEOPETUIECKUX
3HaHUM M TPAKTHYECKUX HABBIKOB B PELICHMM 3a7ay MPUMEHEHHS HOBBIX HMH(OPMAIIMOHHBIX
TEXHOJIOTUH B IOKYMEHTAIIMOHHOM 00€CIICUCHUH yIIPaBICHUSI.

3ajayaMM JUCUUIUIMHBI SIBJSIIOTCS M3YyYEHME TEOPUM W NPAKTUKUA IPUMEHEHUs
nHpopManMoHHbIX TexHoJorui B JIOY, BeIpaboTKa y CTYIEHTOB HaBBIKOB CaMOCTOSTEIbHOM
paboThI C KOMIUIEKCHBIMU MH(OopMamoHHbIMU cuctemamu JIOY.

JlucuumuivHa HanpaBjieHa Ha (JOPMHUPOBAHUE CISTYIOIIUX KOMITETCHIIMIA:

OIIK-4. CrnocobeH mNOHMUMATh MNPHHLUUIBI PAaOOTBI COBPEMEHHBIX HH(OPMAIIHOHHBIX
TEXHOJIOTUI M UCTIOJIB30BATh MX JUIS pEIIeHUs 3a/1a4 POo(HeCcCHOHATBHON AeATEIIbHOCTH

B pe3ynbraTe 0CBOEHHS JUCHUIUIMHBI 00YYaIOUTHICS JODKEH:

3namo. ungopmayuonHsie cucmemsl, UCNOIL3YEMbLE 8 OOKYMEHMAYUOHHOM 0becnedeHuu
VAPAGNIeHus U apxueHom oeie.

Ymems: ucnonvzoeamv uH@dOpMAYUOHHO-KOMMYHUKAYUOHHBIE MEXHOLO2UU C UYelblO
opeanuzayuu OOKYMEeHMAayuoHHO20 0becnedeHus ynpasieHus u apxXueHo20 XpaHeHust OOKYMeHMos

Braoems: nagvikamu 66160pa onmumManbHbIX UHGOPMAYUOHHO-KOMMYHUKAYUOHHBIX
peulenull npu  8bINOIHEHUU pabom no OOKYMEHMAYUOHHOMY 0becnedeHuio ynpaeieHus u
apxugHomy oeny

Paboueii mporpamMMoii peryCMOTPEHBI CIEAYIONINE BUAbI KOHTPOJIS: TEKYIIUNH KOHTPOJIb
ycrieBaeMocTH B (hopMe ompoca, KOHTPOJIbHOM paboTel 1 pedepara, MpOMEeKyTOUHAsl aTTECTaIH
B (hopMme K3aMeHa.

OO11ast Tpy10€MKOCTh OCBOCHUS TUCIUITIIMHBI COCTABIIAET 3 3aU€THBIX €IMHHIIBL.
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