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l IlosicHuTeIbHAS 3alIUCKA

1.1 Ileap v 32724l JTUCHUTINHBI
Ue]lb OMCI/{MI’UZMHbl - HU3YUYCHUC TCOPCTUYCCKUX HpOGHeM U T[OPUKIAJHBIX  ACTICKTOB
MH(POPMAIIMOHHOTO ~ OOecHeueHHs]  yrnpaBJIEHUs, KaK 4YacTH MEHEIKMEHTa, aKTHUBHO
IIPUMEHSEMOU B COBPEMEHHOM IIPAKTUKE KAaK B TOCYJapCTBEHHOM YIIPABJICHUH, TaK U B YACTHOM
ousHece.
3aoauu:
® HBV‘ICHI/IC FOCVHaDCTBeHHOﬁ IIOJIMTUKHU B cd)epe I/IHd)ODMaI_[I/IOHHO - JOKYMCHTAIIMOHHOT'O

obecnieueHust yrpaBjieHHus B POCCHU B HCTOPHUYECKOM PAa3BUTHUH.

* U3ydeHne xapaKkTepUCTUK UH(DOPMAITMOHHOTO OOIIECTBA. _
e Usydenue ponu uHOOpPMALUY B YIPABICHHH.

*  H3zyuenne nHPOpMaMOHHON HHPPACTPYKTYPBI OPraHU3AIHH.

* U3ydenne (heHOMEHA SICKTPOHHBIX JIOKYMEHTOB B WHGMOPMAIMOHHOM O0ECIIeuYeHUN
ynpasienus. Ommoka! 3akaaaka He onpe/esieHa.

hd I/I3yquHe I/IHd)ODMaI_[I/IOHHOFO obecneueHust QJICKTPOHHOI'O IPABUTCJILCTBA.

hd I/I3yquHe 06H_II/IX BOIIPOCOB, AaBTOMATHU3AIIUW  YITPABJIICHUA JJOKYMEHTHPOBAHHOM

nadbopMalel B OpraHu3alyu.

* U3ydenwme ponu U MecTa KIaccH()PUKATOPOB TEXHUKO-DKOHOMHUYECKOW W COIMAIBLHOU

nabopMallMd W YHU(DUIMUPOBAHHBIX CHUCTEM JOKYMEHTAMU B HWHGOOPMAIIMOHHOM
obOecneuennu yopasicHugaOmmoka! 3akjIaaKa He onpeaesaeHa.

* U3ydenne uHDOPMAIMOHHOTO MEHEIKMEHTA KaK METOJOJOTHH MH()OPMAIIHOHHOTO

oOecrieyeHus yrpaBIeHHUs.

1.2 HepequL MJIAHUPYEMBIX peE3yJIbTaToB oﬁyquml o IMCHMIIINHE,
COOTHECCCHHBIX ¢ HHAUKATOPAMHU JOCTHKCHHUSA KOMHeTeH]_lI/Iﬁ

Komnerennus HNapnkaropsl KoMneTeH Ui PesynbraTsl 00yuenus
(xom u (ko1 v HaNMEHOBAaHHUE)
HAUMCHOBAHHC)
IIK-4. Bnaneer I1K-4.1. IIpumeHsieT 3HaHUE COBPEMEHHBIX 3HaTh: COBpeMEHHbIE HH(OpMaIOHHbIE
3HAHUAMU nH(pOPMAMOHHBIX CHCTEM, CUCTEM CUCTEMBI, CUCTEMBI DJIEKTPOHHOTO
COBPEMEHHBIX JIEKTPOHHOT'O JOKyMEHTO000pOTa, JIOKyMEHTO0000pOTa, TPaBOBOE
MH(OPMAIIMOHHBIX | MPABOBBIX aKTOB B Chepe yNpaBICHUS perynupoBanue cepsl ynpaBIeHHs
CUCTEM U nHpopmanuel 1 JOKyMEHTaIeH B nHpopmanuen 1 JOKyMeHTaen
HaBBIKaMU MIPAKTUYECKOHN EATENbHOCTH YMeTh: NpUMEHATh 3HaHHE HOPMATHBHO-
IIPOEKTUPOBAHUS U NIPaBOBO 0a3bl B chepe ynpaBiIeHHs
BHEIPEHUS CUCTEM nHpopmanmen 1 JOKyMEHTaIeH B
JJIEKTPOHHOTO MPAKTUYECKOH NEATEIbHOCTH
JIOKyMEHTO000pOTa Brraners: HaBBIKaMU BEIOOpA HEOOXOIUMBIX
B OpraHU3aLUN TEXHOJIOTUYECKUI pellIeHHil B Ipolecce
yrpaBiieHust HHpOopMaIien 1 ToOKyMeHTaluen
[IK-4.2. [IpuMeHseT MeTOA0I0TUIO 3HaTh: METOIOJIOTHYCCKHIE OCHOBEI
OpPraHU3alUOHHOIO IPOEKTUPOBAHHUS IIPH MIOCTPOECHHUS YIIPABICHUYECKUX CUCTEM U
aHAJIN3€E CUCTEMBI JOKYMEHTAlMOHHOIO CHCTEM JIOKyMEHTAI[HIOHHOTI'0 00eCIIey eHHU S
obecrieueHunst yIpaBIeHHs B OpraHU3aluH YIIpaBJICHUS
YMeTb: NIpUMEHSTh PAa3INYHbIE
METOAOJIOIMYECKHE IOJXOAbI IPU
IIPOEKTUPOBAHUYU CUCTEM
JIOKYM EHTAI[IOHHOT'0 00€eCIIeY CHUS
yIpaBlICHUS
Brnaners: HaBbIKaMM aHAIN3a U
OpPraHU3alMOHHOIO IPOEKTUPOBAHUS CUCTEM
JIOKYMEHTAIIHOHHOT 0 00eCIeYeHNUS




YIIpaBIICHUS
I1K-4.3. YuacTByeT B IPOEKTUPOBAHHUU U 3HaTh: NpaBUWIa U METOAOJIOTNYECKHE
BHEIPEHHUU CHCTEM JIEKTPOHHOIO MOJXO/BI K IPOEKTUPOBAHUIO CHCTEM
JIOKyMEHTO0000pOTa B OpraHU3aluH 3JIEKTPOHHOI'0 JOKYMEHT0000poTa Y METh!
BHEJIPSTH CUCTEMBI JJIEKTPOHHOTO
JOKYMEHTO000pOoTa

BJIa,HeTBZ HaBBIKAMH BBISBJICHUS HaubOolee
OIITUMAJIBHBIX HOKaBaTeJ’ICﬁ, HCO6XO,HI/IMBIX
JJIL IPOCKTUPOBAHUA U HaCT‘pOfIKI/I CHUCTEM
QJICKTPOHHOI'O I[OKyMeHTOO60pOTa

1.3 MecTo AUCUMILIMHBI B CTPYKTYpPe OCHOBHOM 00pa3oBaTe/ibHOM

NporpaMMmblI
Juctumunna «MHpopmannoHHoe obecrieueHue ynpaBJiICHUs» BXOJIUT B COCTaB YacCTH,

dbopMupyeMOil y4daCTHHKAMU O0Opa30BaTENbHBIX OTHONICHWH IUCIHMILIMH Y4eOHOTO IUIaHa
IIOATOTOBKM CTYJEHTOB IO HampasiieHUuI0 noarotoBku 46.03.02 «J/lokymeHToBeneHHEe U
apxuBoBeieHue» [Ipodpunes «HPOpMALIMOHHO-TOKYMEHTAIIHOHHOE 00eCIIeYeHUE YIpaBICHU.
JlucuuruinHa peanusyercs Ha (akylbTeTe apXWBOBEICHUS U JOKYMEHTOBEAEHHUS Kadeapoii
aBTOMATH3UPOBAHHBIX CUCTEM JIOKYMEHTALIMOHHOTO 00eCIIeueHHs! YIPaBICHHUS.

Jlnist OCBOGHHSI TUCIIUILTMHBI HEOOXOJUMBI 3HAHUS, YMEHHUS U BIIaJIeHUs, chopMUpOBaHHbBIE

B XO/JIE€ U3YUEHUS CIEAYIOIUX TUCIUIUIMH U IPOXO0XKACHUS IPAKTHK:

- UndpopmarrionHoe o611ecTBo U u(ppoBas 3KOHOMHKA

- UndopmarioHHbIe TEXHOIOTUU

- Undpopmarronnsie Texnosoruu B JJOY

B pesynbraTe oCBOEHMS MUCHUIUIMHBI (JOPMHUPYIOTCS 3HAHMS, YMEHHS U BIIAJCHUS,
HEOOXOAUMBIE JJIS1 U3YUEHUS CICAYIOMINX AUCIUILTUH U IPOXOKJICHUS IPAKTUK:

- Ynpasnenue uHpopMaiuei 1 JOKyMeHTaIeH AIeKTPOHHOTO PaBUTEIILCTBA
- UndopmaiiioHHO-10KyMEHTallMOHHOE 00ECTIEYeHNE YIIPABICHUS TPOCKTaMHU
- @opMarthl AMEKTPOHHBIX JOKYMEHTOB B CUCTEMaX 3JIEKTPOHHOTO JOKYMEHTOO0OpOTa.

2 Crpykrypa JUCUMILIMHBI

OO0mast Tpy10eMKOCTh TUCITUTUIMHBI COCTaBIsIeT S 3.€., 180 1.

CTpyKTypa AU CUMILIMHBI /151 04HOH (pOpMBbI 00yUeHUsI

O0beM AUCHUIIIUHBI B ()OpME KOHTAKTHOW PAaOOTHI 0OYYAIONIUXCS ¢ TIEAaroTHYECKUMU
paboTHUKaMU ¥ (WUJTH) JIMIIAMH, TIPUBJIEKAEMBIMHU K pean3anuu 00pa3oBaTeIbHOW MPOTpaMMbI
Ha UHBIX YCIIOBUSX, MIPU IPOBEJCHUH YUCOHBIX 3aHSATHH:

Cemectp | Tun yueOHbIX 3aHATHI Komnuectso
9JacoB
2 Jlexuun 24
2 Cemunapsbl/mabopaTopHbIe pabOThI 36
Bcero: 60

O0beM AUCIUTITUHBL B OpPME CaMOCTOSTENbHOU paboThI 0Oydaromuxcs coctasisier 120
aKaJeMHYECKUX YacoB.




CTpyKTypa AUCHUNJIMHBI VIS OYHO-32049HOH opMBbI 00yUeHHnst

O0beM mucHUIUIMHBI B (hOpME KOHTAKTHOW pabOThI OOYYArOIIMXCS C MEAaroTHYeCKUMU
paboTHUKaMU ¥ (UJTH) JIMIIAMH, TIPUBJIEKAEMBIMHU K pean3aiuu 00pa3oBaTebHOW MPOTpaMMbI
Ha UHBIX YCIIOBUSX, MPU IPOBEJCHUH YUCOHBIX 3aHATHH:

Cemectp | Tun yaeOHBIX 3aHSATHIA Kommuaecto
4acoB
2 Jlexuun 16
2 Cemunapsbl/mabopaTopHbIe pabOThI 20
Bcero: 36

O0beM AUCIUTITUHBL B OpPME CaMOCTOSTENbHOU pabOThI 00ydaromuxcs cocTaBiser 144
aKaJeMHYECKUX YacoB.

CTpyKTypa AUCHUNJIMHBI 115 3209H0H GopMBbI 00yUeHusI

O0beM muCHUIUIMHBI B (hOpME KOHTAKTHOW pPabOThI OOYYArOIIMXCS C MEAaroTHYECKUMU
paboTHUKaMU ¥ (WITH) JIMIIAMH, TIPUBJIEKAEMBIMHU K pean3anuu 00pa3oBaTeIbHOW MPOTpaMMbI
Ha UHBIX YCIIOBUSX, MIPU POBEJCHUH YUCOHBIX 3aHATHH:

Cemectp | Tun yueOHbIX 3aHATHI Komnuectso
4acoB
2 Jlexuun 24
2 Cemunapsl/mabopaTopHbIe pabOThI 24
Bcero: 48

O0beM AUCIUTITUHBL B OPME CaMOCTOSTEIbHOU pabOThI 00ydaromuxcs cocTaBsier 132
aKaJeMHYECKUX YacoB.

3 Copepxanve TUCHUIIIHHBI

Ne Haumenosanue pasoena Cooeporcanue
OUCYUNTUHDL
Tema | Beemenue B MOY. PazButue Oomee norsiTre WHMHOPMAITUH.
1 uH(pOpMaMOHHOro o0mecTBa. | JlokyMeHTHpOBaHHas HH(pOpMAaLHs Kak pecypc

yIpaBIeHHS. 3aKOHOATENbCTBO, PETYIHPYIOLIEe
BOIPOCHI YIIpaBJieHUs1 HH(popMaIien 1 JOKyMeHTalueH.
[IpaBuia u crannaptel B chepe LOY. Jluteparypa mo
Bonpocam MOV . Pazsutre nHpOpMamOHHOT0 001IeCTBa
1 €r0 OCHOBHBIE XapaKTEPHCTUKU.

Tema | Pomb uadopmarum B
2 YIpPaBJICHUU.

bazoBbie moHsTHA MHPOPMAIUK: JaHHBIE, CBEACHUS,
3HaHus. MH(opMaIMoHHBIH mporLecc.
WNudopmanmonnas cucrtema. Ponb nadopmariu B
yrpasieHun. Cucremaruzanust HHGpOpMaIuu B
aJIMUHUCTPATUBHOM yrpaBiieHuu. CBOHCTBa
uHpopmanuu. OTIMYUTETHHBIE CBOHCTBA
JOKYMEHTUPOBAaHHON HH(OpPMAITUH.

Tema

WNudopmarmonnas

UHpaCTPyKTypa
OpraHHu3aLuy.

WudopmanrionHas cpea opraHu3aluu.
WNudopmanrionnas nHPpacTpyKkTypa, ee
KOMIOHEHTHI. BHYTpeHHsI 1 BHELIHSA cpenia
opranu3zanun. MadopmarrionHoe odecrieyenne




pabouero MecTa COTpyAHHUKA OpraHU3aIHH.
WHudopmaloHHbIE pecypCchl OpraHu3aI|H.

Tema

BHCKTp OHHBIC JTOKYMCHTHI.

[loHsATHE 27EKTPOHHOTO AOKYMEHTA. 3aKOHOAATENBHOE U
HOPMaTHUBHO-METOANYECKOE PELIEHHE BOIIPOCOB
MIPUMEHEHHS Ha IPAKTHKE 3JIEKTPOHHBIX JOKYMEHTOB.
Hocurenun nadopmarnmu. bapbepbl Ha My TH BHEIPCHUS
3NEKTPOHHBIX JOKYMEHTOB. DJIEKTPOHHAS OJIHCH.
ONeKTPOHHBIN JOKYMEHTOO0OPOT.

Tema

OBonronus
MH(POPMAIIIOHHOTO
oOecrieyeHus yrpaBieHusl.

PazButue cucrem nenonponsBojictsa B Poccuu kak
6azuca OY.

Opranuzanus yrnpaBjaeHus: JOKYMEHTaMH B HavaJie
COBETCKOI'0 MEPUOIA POCCUMCKON UCTOPHUH.
VYcuiieHue BIUSIHUS ApXUBHBIX OPTaHOB Ha
rocyapcTBEHHOE Aenonpon3BoacTBo. Co3nanue
BHUNJIAL, ITogroroska EI'CI u ET'COY, YCII.
Hauano aBromaruszannu JOKyMEHTALHOHHOTO
oOecnieuenus ympasnenus. Pazsurue LOY B
COBPEMEHHBIN NEPUOJ POCCUNCKON UCTOPHH.

Tema

ABTOMAaTH3aLus YIIPaBICHUS
JOKYMEHTHPOBAHHOMN
uHpOpMaIHeH.

Hauanpnblil 3Tan aBTOMaTU3aluy JEIOIPOU3BOICTBA
(10Y) na 6aze ACY. Pacmupenue pplHKa
KOMIIBIOTEPHOU TeXHUKU. PazBurne npousBoacraa
aBTOMaTU3upoBaHHbIX cucteM J{OY. Bo3HuKkHOBEHNE
CTELUATU3UPOBAHHBIX (UPM — IIPOU3BOIUTETICH
ACJ10Y. CoBpemennsiii ppiHOk AC/IOY.
Cucremaruzaus AC/IOY. [Tpo6nembl OLeHKH 1
Bb100pa ACJIOY 11 KOHKPETHOM OpraHu3aIui.

Tema

KnaccugukaTopsl TEXHUKO-
9KOHOMUYECKOHN U
coLMaNbHOM HH(OPMAITIH U
CTaH/IapTHI B
MH(POPMAITIOHHOM
o0ecrieyeHn! yrpaBIeHHs.

Lenwn u 3amaun yHUpUKaImu 10KyMeHToB. HanpaBneHnus,
NpUHIHITEI 1 MeToabl yHUuukanuu Y CJ1. [TpuHunes
KJIAaCCU(UKAIIUH TOKYMEHTHON MH(POPMAIIHH.
KoaupoBanwue nadopmaruu. ['ocynapcTBeHHas cucrema
KJIacCU(UKAIIUK U KOAUPOBaHUS MH(POPMAIIHH.
Knaccudukatopsl TeXHUKO-3KOHOMUYECKOH U
CoIMaNbHON HHPOPMAITUH.

Tema

BHCKTp OHHOC IMPABUTCIILCTBO.

KoHuenuust 31eKTpoHHOr0 IPaBUTEIbCTBA B
coBpeMeHHOM obmecTBe. CocTaBHbIC YacTH
3IIEKTPOHHOIO MIPABUTEIBCTBA: OpPraHHU3aLHs
rOCY/IapCTBEHHOT'O YIIPABJICHHS HAa OCHOBE AJICKTPOHHBIX
cpeacTs 00paboTKu, Iepeqadu U pacipocTpaHEHHS
uH(popManuK; HHOOPMAIIMOHHBIC TEXHOIOTHH B
rOCY/IapCTBEHHOM YIIPABJICHUH; CETEBbIC TEXHOIOTHH;
MH(POPMAIMOHHOE B3aUMOJCHCTBIE OPraHOB
roCy/IapCTBEHHOM BIACTH M 00IIECTBA C UCIIOIb30BAHUEM
UH(POPMAIINOHHO-TEIEKOMMYHUKAIIMOHHBIX TEXHOJIOTHIA;
SJIEKTPOHHBIN OM3HEC, aBTOMATHU3UPOBAHHbIC
rOCyIapCTBEHHBIE CITYXKOBI.

OCHOBHBIE COCTaBIISAIOUIUE 3JIEKTPOHHOTO
MPAaBUTENBCTBA: MOOMIIBHOE TOCY1apCTBO,
yIpaBlieHUE B3aUMOOTHOIICHHUSIMHU C TPaXKIaHAMH,
ANIEKTpOHHas ieMokpaTus (e-democracy,
3IIEKTPOHHBIE COOOIIECTBA, OHIAWHOBBIE CITY>KOBI U
nH(pOpMaIUs, CTPYKTypHAsI IepecTpoiika
roCyJIapCTBeHHBIX ciyx0. Poib rocymapcTsa B
MOCTPOCHUH HOBOTO MH(OPMAIIMOHHOTO 00IIECTBA.
dopmupoBanue HHPPaCTPYKTypbl, 0OecIednBaroIIei




B3aUMOJICHCTBHE OPTaHOB TOCYIapCTBEHHOM BJIACTH
MEXKITy 000, a TAK)KE C OPTaHU3AIUSIMU U TPaKJaHAMH B
paMKax MpenoCcTaBICHUS TOCYIapCTBEHHBIX YCIYT.
[TpobemMbl, MPETATCTBYIOIINE TOBBITIICHUTO
3¢ (HEeKTUBHOCTH NCTIOIB30BaHMS HH()OPMAITMOHHO-
KOMMYHUKAIIMOHHBIX TEXHOJIOTHI B IEATEILHOCTH
OPTaHOB TOCYAapCTBEHHON BJIACTH.
Enunas rocymapcTBeHHas TOMUTHKA
(hopMUpPOBaHUS DIICKTPOHHOTO ITPABUTEILCTRA.

Tema | MudopmanmoHHbIit [NosiBneHne MHPOPMALIIOHHOTO MEHEIKMEHTA KaK chephl
9 MEHEKMEHT. MPaKTUIECKON JEeATENbHOCTH U HAYyYHOHW JUCIMITIMHBIL

dopmupoBaHUE EAMHOTO WHPOPMAITHOHHO-
KOMMYHUKaIIMOHHOTO TPOCTPAHCTBA BHYTPH IOCYyAapCTBa
U B MHPOBOM MacITaoe;

CraHOBNIEHHE U Pa3BUTHE B SKOHOMHUKE HOBBIX
TEXHOJIOTUYECKUX YKJIAJI0B, 0a3UPYIOMIMUXCS Ha
COBPEMEHHBIX HH(OPMAIIIOHHBIX TEXHOJIOTHSIX.
Co3naHue U pa3BUTHE PbIHKA HHPOPMAIIH U
3HaHUH KaK TOBApOB U Mepexo]l UH(HOPMAITHOHHBIX
PECypCcoB B pa3psii OCHOBHBIX COLIMATBHO-
HSKOHOMHYECKUX pecypcoB. Bo3zpacranue ponu
MH(POPMAITMOHHO-KOMMYHHUKALMOHHOM
MHPPACTPYKTYPHI B CUCTEME OOIIIECTBEHHOTO
MIPOU3BO/ICTBA; pacIIUpEeHUe Cephl
MH(POPMAIIMOHHOM 1S TENFHOCTH U YCIIYT.
[ToBbIIeHne ypoBHS 00pa30BaHMs, HAYYHO-
TEXHUYECKOTO, KYIbTYPHOTO Pa3BUTHS 3a CUET
pacuImpeHus: BO3MOKHOCTEH HH(POPMAITMOHHBIX
CHCTEM Pa3HOTO YPOBHs [t 0OMeHa nH(popMaIue.
Coznanue 3¢ (heKTUBHON cUCTEMbI 00ECTICUeHUS IPaB
rpaXkJlaH 1 COLMAIBHBIX MHCTUTYTOB Ha CBOOOHOE
MOJIy4EeHUE, pACIIPOCTPAHEHUE U UCTIOIb30BAHUS
nH(pOpMAIINU KaK Ba)KHEHIIIETO YCIOBUS
JIeMOKpaTU4ecKoro pa3Butus. CBsizb
MH(POPMAIIMOHHOTO MEHEKMEHTA U
JOKYMEHTAI[MOHHOTO 00ECTIeYeHUs yIIPABICHHS.
WupopMaiMoHHbBII MEHEDKMEHT KaK 3Tarl pa3BUTUS
JOKYMEHTAIIMOHHOTO 00eCTieyeHHs yIpaBlIeHUs,
CBSI3aHHBIN C BHEJJPEHUEM HOBBIX HH(OPMAIIMOHHBIX
TEXHOJIOTUH B 00pabOTKy JOKYMEHTHPOBAHHOM
uHpopmanuu. CTpaTeruuecKuil 1 onepaTuBHBIN
MH(GOPMAMOHHBIN MEHEKMEHT.

4 QOoOpa3oBaTe/ibHbIE TEXHOJIOTUH
JIns  mpoBeneHMss y4eOHBIX 3aHATHH MO  JWUCHMIUIMHE  HUCIIOJIB3YIOTCS  Pa3iIUuHbIC
oOpa3oBaTesbHble TEXHOJOTMH. JIyii opraHm3amuu y4eOHOro Impolecca MOXKEeT ObITh
UCIIOJIb30BAHO AIICKTPOHHOE 00YyueHHE 1 (WIIH) AUCTAHIIHOHHBIC 00pa30BaTEIIbHbIC TEXHOJIOTHH.

5 OueHka IIAHMPYEMbIX Pe3yJbTATOB 00y4eHH s
5.1 Cucrema oueHUBAHUSA

dopma KOHTPOISA Cpok oTueTHOCTH Makc. KoIM4ecTBO 0aioB

Baomy | Bcero




paborty
Texymuil KOHTPOJIb:
- OIpoC 1,2,3,4,5 nenenu 5 OaioB 25 OamnoB
- KOHTpoJIbHast paboTa (Tema 4) 4 nenens 15 6amioB 15 6amnoB
- moAroToBKa pedepara (Temsl 1-5) 2 "Henensd 20 6anoB 20 6anoB
Hrorosas arrecrauus 7 Henens 40 6annoB 40 6annoB
(’K3aMeH)
Wroro 3a tucuuIuimHy 100 GamioB

Ilony4eHHBIM COBOKYIIHBIN PE3YJIBTAT KOHBEPTUPYETCS B TPAJULIMOHHYIO LKAy OLICHOK U B
mIKany oneHok EBpomneiickoii cucremsl epeHoca 1 HakoruieHus: kpeautoB (European Credit
Transfer System; nanee — ECTS) B cooTBeTcTBUM ¢ TabIuIeil:

100-0anapHast Toa IIkamna
kaa paguIIMOHHAS KA ECTS
95 -100 0 A
3304 TIIMYIHO B

68 — 82 Xoporio 3a4TEHO C

56 — 67 D

50— 35 yJIOBJICTBOPUTEIHLHO E
20-49 FX
0-19 HEYJOBIIETBOPHUTEIHHO HE 3a4TE€HO F

5.2 KpHTepnn BBICTABJICHHUA OHCHKH 110 JUCHUIIJIMHE

bamnnsl/ Orenka 1o Kpurepun onieHKH pe3yabTaToB 00y4eHUs 110 TUCIUIUINHE
[lkana ECTS | nucuuniause

100-83/ «OTJINYHO» BrictraBnsercs oOy4aromemMycs, €Ciid OH IITyOOKO U

A B IIPOYHO YCBOWJI TEOPETUUECKUM U MPAKTUYECKUI

MaTepHal, MOKET POJAEMOHCTPUPOBATH ATO HA 3aHATUAX U
B XO/JI€ IPOMEXYTOYHOM aTTECTALNH.

OOyuaromuiicsi UCUEPIBIBAIOIIE U JJOTHYECKH CTPOIHO
u3naraeT yuyeOHbI MaTepHuai, yMeeT yBA3bIBaTh TEOPUIO C
IIPAKTUKOM, CIIPaBIISIETCS C PELLICHUEM 3a/1a4
npoeccuoHaTbHON HANPaBIEHHOCTH BHICOKOTO YPOBHS
CJI0’KHOCTH, MIPaBUJILHO 00OCHOBBIBAET NPUHSTHIC
pelIcHus.

CB000IHO OpUEHTUPYETCS B y4eOHOH 1
npodeccuoHaNBLHON IUTEpaType.

O1eHKa MO TUCIMITIIMHE BHICTABIISIOTCS 00yJaromeMycs ¢
y4€TOM PE3yJIbTATOB TEKYILIEH U IPOMEKYTOUHOU
aTTeCTaLuu.

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




Bamsl/
lkama ECTS

O1eHKa 110
JNIUCLIMILINHE

Kpurepun onieHKH pe3yabTaToB 00y4eHUS 110 TUCIUIUTNHE

82-68/
C

«XOpomo»

BrictraBnsiercs oOy4aromemycs, €ciii OH 3HaeT
TEOPETUYECKUI U PAKTUYECKUI MaTepUal, IPaMOTHO U 110
CYILECTBY U3JIaraeT €ro Ha 3aHATUAX U B XOJE
IIPOMEKYTOYHOU aTTECTAllUH, HE JOIYCKasl CYILIECTBEHHBIX
HETOYHOCTEH.

OOyuaromuiicsi IpaBUIBHO MPUMEHSET TEOPETHUECKHE
IIOJIOKEHHUS IIPU PELICHUH NIPAKTUYECKUX 3a1a4
npodeccuoHaTBbHON HANPaBIEHHOCTH Pa3HOTO YPOBHS
CJI0’KHOCTH, BJIaJIeeT HEOOXOIMMBIMHU JJIsl 3TOTO HABBIKAMHU
U IpUEMAMH.

JIOCTaTO4HO XOPOILIO OPUEHTUPYETCS B yUEOHOH 1
npodeccuoHaNBLHON IUTEpaTypE.

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

Komnereniuu, 3akpemnyi€HHble 3a JUCIUTUTMHOM,
c(OpMHPOBAHBI HA YPOBHE — «XOPOIIHIi».

67-50/
D,E

«YZIOBIIETBOPUTEID
HO»

BrictaBnsiercs oOydaromiemMycsi, €Ciii OH 3HaeT Ha 0a30BOM
YPOBHE TEOPETUUYECKUI U MPAKTUYECKUN MaTepHall,
JOITYCKAET OTJENbHBIE OMIMOKH MPH €T0 U3JI0KEHUU Ha
3aHATHAX U B XOJI€ IPOMEKYTOYHOM aTTECTALINH.
OOy4Jaromuiics UCTILITHIBACT ONPEACTIEHHBIC 3aTPYAHCHUS
B IPUMEHEHUU TEOPETUUECKHUX MMOJIOKEHUN ITPU PELIEHUHT
MPAKTUYECKUX 33]1a4 PO (HEeCCHOHATHLHOM HAPABICHHOCTH
CTaHJIapTHOT'O YPOBHS CJIIOKHOCTH, BIAJCET
HEOOXOIUMBIMH TSl 3TOTO 0A30BBIMH HABBIKAMU U
IpUEMaMHU.

JleMOHCTpHpYeT TOCTATOYHBIN YPOBEHB 3HAHUS yIeOHOMH
JUTEPaTyphl 10 JUCIUILIIMHE.

OreHka 1Mo TUCIUTUIMHE BHICTABIISIOTCS 00YJaromeMycs ¢
Y4€TOM PE3yJIbTATOB TEKYIEH U IPOMEKYTOUHOU
aTTeCTallUu.

Komnereniuu, 3akpemnyi€éHHble 3a JUCIUTUITMHOM,
chopMHUPOBaAHBI HA YPOBHE — «IOCTATOYHBIN.

49-0/
F, FX

«HCYOOBJICTBOPUTC
JIBHO»

BrictraBnsiercs oOydaroniemMycsi, €Clid OH He 3HaeT Ha
6a30BOM ypOBHE TEOPETUYECKHUIA U MPAKTUUECKUI
MaTepHall, JI0IycKaeT rpyoble OMMOKH MPH €ro
W3JI0KEHUU Ha 3aHATUAX U B XOJI€ IPOMEKYTOYHON
aTTeCTalluu.

OOyuaromuiicsi UCTIBITHIBACT CEPbE3HbIE 3aTPYAHEHUS B
IIPUMEHEHUH TEOPETUUECKUX ITOJIOKEHUN IIPU PEILICHUN
MPAaKTUYECKUX 3a7a4 Mpo(hecCHOHaTbHON HAlIPaBJICHHOCTH
CTaHJAPTHOIO YPOBHS CIIOKHOCTH, HE BIIAJCET
HEOOXOAUMBIMHU JJIsl 3TOTO HAaBBIKAMU U MIPUEMAMHU.
JleMoHCTpHpYeT (hparMeHTapHbIe 3HAaHUS YUeOHOH
JUTEPATypBI 110 AUCLUIIIIMHE.

O1eHKa Mo TUCIMITIIMHE BHICTABIISIOTCS 00yJaromeMycs ¢
y4€TOM PE3yJITATOB TEKYILEH U IPOMEKYTOUHOU
aTTeCTalluu.
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Bamsl/
lkama ECTS

Onenka 1o Kpurepun onieHKH pe3yabTaToB 00y4eHUS 110 TUCIUIUTNHE
JUCLIUILINHE

KoMmiereH1m Ha ypoBHE «1I0CTaTOYHBINY, 3aKPETIIEHHBIE
3a MCUUIUIMHON, He C()OPMHUPOBAHBI.

5.3 OueHouHble cpecTBAa (MaTePHUAJIbI) AJ TEKYIIer0 KOHTPOJIS

ycneBa

€MOCTH, HpOMe)I(yTO‘lHOﬁ arTrecCcraliuu oﬁyqamumxcn o

JUCHHUILINHE
IIpuMmepHbIe TeMbl pedepaToB 1O pasaejaM IMCHUIIIHHBI:

1.

2
3.
4

© =N oW

10.
11.
12.
13.
14.
15.
16.
17.

18.
19.
20.
21.
22.
23.
24.
25.
26.

O0630p 3aKoOHOIATETBHBIX aKTOB B cepe MOY.

O0630p HOpMaTHUBHBIX akTOB B chepe NOY

00630p crannaptoB B chepe UOY

O0630p HOPMATUBHO-METOJMUECKUX IOKyMeHTOB B chepe MOV (IIpaBuna,
MHCTPYKLUH, PETIIAMEHTHI).

O0630p MexIyHAPOAHBIX cTaHAApPTOB B chepe NOY.

Pounb na(pOpMaIiK B ypaBIeHUH.

[TonsiTne nHOpMAIMHK U €€ CBOICTBA.

[TonsiTne nHMGOPMAIIMOHHOTO MpOIIecca.

[TonsiTne nHMOPMAITMOHHOHN CHCTEMBI.

Knaccudukarus nxpopmarum.

Crnenuduka JTOKyMEHTUPOBAHHON HH(POPMALHH.

WNudopmanronnas nHppacTpykTypa opraHu3aluu.

[TonsiTue nHGOPMAIIMOHHOTO pecypca.

[Tonsartue snekTpoHHOTO AOKyMeHTa (D /]).

HopmatuBHO-MeTo1ueckas 6a3a npuMeneHus J/1.

[Tpo6nemsl BHEApeHU D/ B COBpEMEHHYIO MPAKTHKY paOOThl OpraHU3aLUi.
OcCHOBHBIE HAIIPaBJICHHSI aBTOMATH3aIMK pabOThl ¢ HHPOpMaLUe 1
JOKYMEHTAIMEN B OpraHU3alusIX.

[ToHsiTHE aBTOMATU3UPOBAHHOM MHPOPMALIMOHHOM CUCTEMBI.
CucremaTu3zaius aBTOMaTU3UPOBAHHBIX CUCTEM YIIPaBJIEHUSI JOKYMEHTAMHU.
Metoanka BbIOOpa aBTOMaTHU3UPOBAHHOM CHCTEMBI YIIPABJICHUS JOKyMEHTAIHEH.
MeToIMKH OLIEHKH aBTOMAaTU3UPOBAaHHBIX CUCTEM YIPABIECHUE TOKyMEHTAIUEN.
XapakTepuCTUKU HH(POPMAITMOHHOTO 00IIeCTBa.

[TonsTue nHMGOPMAIIMOHHOTO MEHEDKMEHTA.

[Tpenmer MHPOPMALTMOHHOTO MEHEPKMEHTA.

Cesi3p UM 1 JOKYMEHTAIIMOHHOTO 00ECTICYeHUS YIIPABICHHUS.

Crparernueckuit UM.




27.
28.
29.
30.
31.
32.
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OneparuBHbiii IM.

OpranuzannonHas ctpykrypa MIM B ynpaBnenun.
CocraBnbie anemeHTsl UM opranuzarum.

Ponb yenoseka — cneruanucra B cucreme M.
Hcropuueckas 3omtonus MOY

DNEeKTPOHHOE PABUTENILCTBO: 3a1a4H, GYHKLUH, CTPYKTypa

KOHTpOJIbeIe BOIIPOCHI U 3aiaHUA AJIA l'lpOMe)KyTO‘lHOﬁ aTTeCTAlluM 10 UTOramM
OCBOCHHUSA JUCIUIIJIMHBI

KonTponsHoe 3aganue: IloaroroBka cxeMbl HHPPaCTPYKTYPbl OPraHU3alUH

KOHTpOJ'H)HaSI pa60Ta: ABTOMaTI/ISaHI/Iﬂ YpaBJ/ICHUA I[OKyMeHTHPOBaHHOﬁ

uHdopmManmei.

®opMa IPOMEKYTOUHOM aTTeCTaLUU:

Bonpocsl k 3k3aMeny

*  O0630p 3aKoHOIATENBHBIX aKTOB B cepe NOY.

* O030p HOpMATHBHBIX aKTOB B cepe MOY

* 00630p cranaapToB B chepe MOY

*  O030p HOpMATHBHO-METOIMUECKUX T0KyMeHTOB B chepe MOV (IlpaBumia, HHCTpYyKLIUH,

perIaMeHThl).

*  O030p MEeXKIYHAPOIAHBIX CTaHAAPTOB B chepe MOY.

*  Pousb nuH(op™MaIiu B ynpaBIeHUH.

* Ilonsarue nnpopmaIiy 1 ee CBOICTBA.

* [Tlonsarue nHHOPMAIIMOHHOTO MPOIIECCa.

* Ilonsarue nHMOPMAITMOHHOMN CHCTEMBI.

* Krnaccuduxkarys nHpopMaIum.

* Crenuduka 10KyMEHTUPOBAHHON HH(POPMALHH.

*  Hudopmannonnas uHGpacTpyKTypa OpraHu3aLuu.

* Ilonarue nH(pOpMAIMOHHOTO pecypca.

* Tlonsitue snekTpoHHOTO HoKymMeHTa (D /1).

* HopmartuBHO-MeToquueckas 6a3a npuMeneHus /1.
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[Tpo6nemsl BHEApeHU D/ B COBpEMEHHYIO MTPAKTHKY paOOThl OpraHU3aLUi.
OcHOBHBIE HAINIPaBJIEHUS AaBTOMATH3AI[MK Pa0OThI ¢ MHPOpMaLIUE U TOKyMEHTalueH B
OpraHu3aLusXx.

[ToHsiTHE aBTOMATU3UPOBAHHOM MHPOPMALIMOHHOM CUCTEMBI.

CucremaTu3zaiys aBTOMaTU3UPOBAHHBIX CUCTEM YIIPaBJIEHUSI JOKYMEHTAMHU.
Mertoanka BbIOOpa aBTOMaTH3UPOBAHHOM CHCTEMBI YIIPABJICHUS JOKyMEHTAIHEH.
MeTroauKky OLICHKM aBTOMaTU3UPOBAHHBIX CUCTEM YIIPABICHUE JOKYMEHTALUEH.
XapakTepuCTUKU HH(POPMAITMOHHOTO 00IIecTBa.

[TonsiTue nHGOPMAIIMOHHOTO MEHEDKMEHTA.

[Tpenqmer MHPOPMALIMOHHOTO MEHEPKMEHTA.

CBs3p UM 1 1OKyMEHTAIIMOHHOTO 00eCIIeUeHUs YIIPaBICHHS.

Crparernueckuit UM.

OneparuBHbiii IM.

OpranuzannonHas ctpykrypa MIM B ynpaBnenun.

CocraBnbie anemeHTsl UM opranuzarum.

Ponb yenoseka — cnenuanucra B cucreme M.

Hcropuueckas 3omtonus MOY

DJEeKTPOHHOE MPABUTENILCTBO: 3a7a4H, QYHKLIUHU, CTPYKTYpa.

6 VYueOHO-MeTOoaMUYECKOE M HHPOPMAIITMOHHOE o0ecliedeHUue U CIUNINHBI

6.1 CnuCOK HCTOYHHUKOB M JIUTEPATYPHI

a) OCHOBHBIC UICTOUYHUKHU

—

(98]

Koncrurymus Poccuiickoit denepanuu ot 12 nexabpst 1993 r.
®enepanbHblil 3ak0H 0T 22 oKTA0ps 2004 1. Ne 125-D3 «O06 apxuBHOM Jiene B
Poccniickoit denepanum».

®enepanbublii 3akoH oT 10 ssaBaps 2011 r. Ne 1-D3 «O06 371€KTPOHHOM NOTHUCHY.
®enepanbhblii 3akoH 0T 27 nexadps 2002 r. Ne 184-D3 «O TexHU4IeCKOM
PEryIupOBaHUI.

®enepanbHblii 3akoH oT 27 uroiist 2006 1. Ne 149-D3 «O6 unpopmanu,
MH(POPMAIIMOHHBIX TEXHOJIOTHAX U O 3aIUTe HH(POPMAIII».
®enepanbHblit 3ak0H 0T 27 utoist 2006 1. Nel152-D3 «O nepcoHanbHBIX JAHHBIXY.
®enepanbhbiii 3akoH oT 27 uroiist 2010 1. N 210-D3 «O06 opranuzanuu nperocTaBiIeHus
rOCyIapCTBEHHBIX U MYHUIIMTIIAIBHBIX yCIyT".
®enepanbublit 3ak0H N 227-03 "O BHECEHUU U3MEHEHUN B OT/JCIIbHBIC
3aKoHoAarenbHbIe akTel Poccuiickoit @enepannu B ¢Bs13U ¢ npuHATHEM DenepanbHOro
3akoHa "OO0 opraHm3anuy NpeoCTaBICHUS TOCYIaPCTBEHHBIX M MYHUITUTIATBHBIX
YCIIyI».

[Tocranosnenue [IpaBurensctBa P® ot 15 urons 2009 r. Ne 477 «O6 yTBepKIeHHH
[IpaBun nenonpousBoCTBa B (pefiepalibHBIX OpraHax UCTIOIHUTENBHOM BIacTu» (pea. oT
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26.04.2016) // «Cobpanue 3akoHOmaTenbeTBa POy, 22.06.2009, Ne 25, ct. 3060.

10. ITocranosnenue [IpaBurenscrBa PO ot 10 HOs6pst 2003 1. Ne 677 «O06 olmepoccuiickux
KJIacCH(PUKAaTOPaxX TEXHUKO-IKOHOMUYECKOW M COLMATbHON HHPOPMAIIMU B COLUAIBHO-
HKOHOMHUYECKOH 007IacTh.

11. Konuenmus ¢popmupoBanus B Poccuiickoit deneparyiy 31eKTpOHHOTO MTPABUTENHCTBA JI0
2010 roma. Omobpena Pacnopsoxkenuem [paBurensctBa Poccuiickoit @enepamuu oT 6
Mmast 2008 r. Ne 632-p.

12. Vka3 Ilpesunenta Poccuiickoit @enepanuu ot 9 mas 2017 r. Ne 203 «O Crparerun

13. pazButus uadopmammonHoro odmiectsa B Poccuiickoit @eneparuu va 2017-2030 roasny
/I «Cobpanue 3akoHOHaTenscTBa POy, 15.05.2017, Ne 20, cT. 2901.

14. Pacnopsbxenue [IpaButensctBa Poccuiickoit @enepanunn ot 28 urons 2017 r. Ne 1632-

15. p «O0 yrBepxaenun nporpammsl "Ludposas skonomuka Poccuiickoit @eneparuun' //
«Co0panue 3akoHoaarenscTBa POy, 07.08.2017, Ne 32, ct. 5138.

16. Ilocranosnenue [IpaBurensctBa PO ot 25 nexadpst 2021 1. N 1494 «O06 yrBepx)aeHIH

17. mpaBus1 oOMeHa TOKYMEHTaMU B SJIEKTPOHHOM BH/JIE TIPH OPTaHU3aIIuN
MH(GOPMALIMOHHOTO B3aUMOICHCTBUS.

18. Tlocranosnenwue [IpaBurensctBa PO ot 15 despans 2022 r. Ne 172 «O
rocynapcTBeHHOU MHGOPMAIMOHHOH cucTeme "TurmoBoe 00a4HOE PEIICHUE CHCTEMBI
3JIEKTPOHHOTO JOKyMEHTO060poTa"

19. Ilnan meponpusTHii o HanpasieHUIo «HopMaTUBHOE peryaupoBaHue» MpOrpaMMbl

20. «Iudponas sxoHomuka Poccuiickoit @eneparm» (yrB. [IpaBurenscTBeHHON
KOMHCCHEH 110 MCIIOJIb30BaHUIO MH(OPMAIIMOHHBIX TEXHOJIOTHIA VIS YITYqIICHUS
Ka4yecTBa JKU3HU U YCIOBUH BEICHUS PEANPUHUMATEICKOM AEATEIbHOCTH (ITPOTOKOIT
ot 18 nexabps 2017 r. Ne 2)) [Dnextponnsrii pecypc| URL:
http://static.government.ru/media/files/P7LOVHUjwVIPINcHrMZQqEEeVqXAC
wXR.pdf

21. Tlocranosnenue [IpaBurensctBa PO ot 25 nexkabps 2021 r. N 1494 «O06 yrBepxaeHun
MpaBUI OOMEHA IOKyMEHTaMU B AJIEKTPOHHOM BHJIE TIPH OpraHU3alyu
MH(POPMAIIMOHHOTO B3aUMOICHCTBUS

22. IlpaBuia AeIONPOU3BOACTBA B TOCYAAPCTBEHHBIX OpraHax, OpraHax MECTHOTO
camoymnpasiieHus (yTBepKaeHb!I IprkazoM Pocapxusa ot 22.05.2019 Ne 71)
http://archives.gov.ru/documents/rules.shtml

23. TlpaBuia opraHu3aluy XpaHEHHsI, KOMIUICKTOBAHUS, YUeTa U UCTIOIb30BAHUS
IOKyMeHTOB ApxuBHOTO (ponaa Poccuiickoii @enepariu U APYyrux apXuBHbIX JOKYMEHTOB B
rOCyJapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIPABIICHUS U OPraHU3alMIX. Y TBEPIKICHBI
npuka3zoMm Pocapxusa ot 31.07.2023 Ne 77. 3apeructpuposansl Munrocrom Poccun 06.09.2023.
Per. Ne 75119. http://archives.gov.ru/documents/rules.shtml.

24. O6mmepoccuiickuii knaccudukarop ynpasiendeckoit qokymenrtauu OK 011-93 (yrB.

BBeJICH B JieiicTBUe nocTaHoBieHueM ['occtanmapra Poccun ot 30 gexabps 1993 r. Ne 299,

nocieanee uamenenue — 24/2005).

23. Ynpasnenue fokyMmeHTamu. Tepmunsl ¥ onpenenenus: Cnosaps. M.: BHUNJIA/L, 2013.
C31

24. ISO/IEC 21320-1:2015 «MHpopmanmonHslie TexHONIOTHH - Daiin-KOHTEHHep A
nokymenta. Yacte 1: OcHoBHas yacTh» (Information technology - Document Container
File - Part 1: Core).

25.TOCT P 7.0.8-2013. «CUBM 1. lenonpou3BOACTBO U apXUBHOE A€0. TepMUHBI U
onpeneneHus» (yrB. [Ipukaszom Poccranmapra ot 17.10.2013 N 1185-cr).

26. TOCT P 52292—2004. DnexTpoHHbIi 00MeH nHpopmarmeit. TepMuHbI U OTIpeIeNeHH S
— (MuadopmariioHHast TEXHOIOTHS).


http://static.government.ru/media/files/P7L0vHUjwVJPlNcHrMZQqEEeVqXAC
http://archives.gov.ru/documents/rules.shtml
http://archives.gov.ru/documents/rules.shtml
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27.TOCT P 52294—2004. YnpasneHue opranu3anueil. IeKTpOHHBIN periaMeHT
aJIMUHUCTPATUBHOM U CiTyxeOHOM nesTenbHOCTH. OCHOBHBIE TTOJIOKEHUSI.

- quTepaTypa (OCHOBHas, IOTIOJIHUTENbHAS);
a) OCHOBHAafl JINTepaTypa:

1. Jlapup Muxaun Bacunseuu. HHpopManmoHHoe obOecrnedeHHe YNpaBJIeHHSA
[DnexkTpoHHBIH pecypc]: yueOHoe mocodue / Jlapun Muxaun BacunseBuy; M. B. Jlapun; [M-Bo
obOpa3oBanus u Hayku Poc. @enepanuy, |. - DnekTpoH. AaH. - Mocksa: PITY, 2018.

- 278, [1] c. - Pexxum moctyna: http://elib.lib.rsuh.ru/elib/000012473. - 3arn. ¢ skpana. - [SBN
978-5-7281-2036-0.

2. JlBopoBenko, O. B. HMuHdopmanmonHoe oOecredeHrne YNpaBICHHS: MPAKTHKYM :

yueOHOe mocobue / O. B. [IBopoBeHko ; cocrtaButens O. B. JIBopoBeHko. — Kemeposo :
KemI'HK, 2020. — 123 ¢. — ISBN 978-5-8154-0537-0. — TekcT : anexTpoHHbIi // JlaHb :
ANeKTpOHHO-OuOmmoteynas cuctema. — URL:  https://e.lanbook.com/book/174714 (nata

oOpamtenus: 28.03.2024). — Pexxum goctymna: s aBTOPH3. MOJIb30BATEICH.

0) 10NOJIHNTEIbHAS JIUTepaTypa:

1. VYnpasnenue kauecTBoM MH(popmanmoHHsix cucrem / Mcaes I'.H. - M.: HUL| UH®PA-
M, 2015. - 200 c.: 60x90 1/16 ISBN 978-5-16-103583-2 (online) - Pexxum noctyma:
http://znanium.com/catalog/product/521644

2. Taitm-menemxment. [lomublit kype / Apxanrensckuii I.A., bextepes C.B., Jlykamenko
M. - M.:AnpriuHa I1a6m., 2016. - 311 c.: ISBN 978-5-9614-1881-1 - Pexxum moctyna:
http://znanium.com/catalog/product/925383

3. Tonmupiaa Onbra JleonnnoBHa. MHpopmannonnsie cucremMsl: ydebHnoe nocooue / O. JI.
I'omuneina, H. B. Makcumos, U. U. Tlonos. — 2-¢ uzg. — M.: DOPYM: UHDPA-M,
2018. — 448 «c.: w1 — (Boicmee o6pa3oBanme). - Pexum goctyna:
http://znanium.com/catalog/product/953245

4. BapdonomeeBa Anekcanapa OmneroBHa. MHpopMalMOHHbIE CHUCTEMBI MPEATIPHUITHL:
yueb. mocobue / A.O. Bapdonomeena, A.B. Kopskosckuii, B.Il. Pomanos. — 2-e u3n.,
nepepad. u gon. — M.: UH®PA-M, 2019. — 330 c. — (Bricmee obpa3oBanue:
bakanaBpuar). —  www.dx.doi.org/10.12737/21505. -  Pexum  pgoctyna:
http://znanium.com/catalog/product/1002067

5. Acramuyk, B. A. KopmnopartuBusie HHPOPMALMOHHBIE CHUCTEMBI: TpeOOBaHUS MpU
MIPOEKTUPOBAHMH : yueOHOE mocobue iyt By30B / B. A. Acramuyk, I1. B. Tepemienko. —
3-e u3x., nepepabd. u gon. — MockBa : UzmarensctBo IOpaiit, 2024. — 175 c. —
(Beicmiee ob6pazoBanue). — ISBN 978-5-534-16715-3. — Tekct : 31eKTpOHHBIA //
ObpazoBarenpHas miardgopma HOpaiit [caiit]. — URL: https://urait.ru/bcode/531569
(mata obOpamenus: 28.03.2024).

banakuna, E. I1. MapopmannonHoe obecriedeHne CUCTEM YIpaBieHus. MeToauuecKkue
yKa3aHuss K KypCOBOMY IPOEKTHPOBaHHIO : ydeOHo-MeToauueckoe mocodue / E. IL
banakuna, M. A. BacunbseBa, K. M. ®Oununuenko. — 2-e u3fl., ucnp. u gomn. — MockBsa :
PYT (MUUT), 2023. — 102 ¢. — Tekct : anekTpoHHBIA // JlaHb : 3IEKTPOHHO-
oubnmmoreunas cucrema. — URL: https://e.lanbook.com/book/367544 (nara oOpamieHus:
28.03.2024). — PexxuM noctyna: 1jig aBTOPU3. 110JIb30BaTeNEN.


http://elib.lib.rsuh.ru/elib/000012473
https://e.lanbook.com/book/174714
http://znanium.com/catalog/product/521644
http://znanium.com/catalog/product/925383
http://znanium.com/catalog/product/953245
http://www.dx.doi.org/10.12737/21505
http://znanium.com/catalog/product/1002067

15

bannun, K. B. Mudopmannonnsie cucreMbl B 3KOHOMHKE : yuyeOHoe mocobue / K.B.
bangua. — Mocksa : UTHOPA-M, 2024. — 218 ¢. — (Bsiciiee ob6pazoBanue). - ISBN
978-5-16-019321-2. - Texcr : JIEKTPOHHBIN. - URL:
https://znanium.com/catalog/product/2108502 (nata oOpamienus: 26.03.2024). — Pexxum
JOCTYyTA: 10 TOJIHCKE.

8. boObuiea M. II. VmpaBneHueckuil JOKYMEHTOOOOPOT: OT OYMaXHOTO K

anekTpoHHOMY. M.: M3natenbckuii tom MOU. 2016.

6.2 TlepeueHnb pecypcoB HH(POPMAIMOHHO-TEJIEKOMMYHUKALIMOHHOI CeTH

«AnTepuer»
www.gov.ru/ - CepBep OpraHoB rocyJapCTBEHHOH Biiactu PD

www.gosuslugi.ru/ - CnpaBouHO-UH(POPMALMOHHBIN MTOpTaN «I 0CyAapCTBEHHBIE YCITYTH»

www.rusarchives.ru — ApxuBHoe areHTcTBo PO

www.vniidad.ru/ - BHUMJIAJL (Becepoccuiickuii HaydHO-HCCIeI0BATENbCKHI HHCTUTYT
JOKYMEHTOBE/ICHHS I apXHBHOTO JIeya)

WWW.minsvyaz.ru/ - MUHUCTEpPCTBa CBSI3U M MAaCCOBBIX KOMMYHHKaUi PO

www.consultant.ru/ - opurransabIi cailT komnanuu Koncynsrantlmoc

www.garant.ru/ - ”HPOpPMaIMOHHO-TPaBOBOM nopTtain ["apaHT

WWW.cnews.ru/

www.ecm-journal.ru/

6.3 IIpodeccuonanbubie 6a3b1 JaHHBIX U HHGOPMALMOHHO-CIIPABOYHbIE
CHCTEMBI

JlocTyn K mpodeccnoHanbHbIM 0a3am gaHHBIX: https://liber.rsuh.ru/ru/bases
WupopmalioHHbIE CITPABOYHbBIE CUCTEMBI:

1. KoncynpranT Ilmtoc
2. Tapant

z MaTepl/IaHLHO-TeXHI/I‘leCKOC odecmeyeHue AUCHHUITIINHBI
Aynurtopun Ans8 HPOBENEHMS JIEKIUMH M CEMMHAPCKUX 3aHATUH C TEXHUUYECKUMU
cpeacTBaMu OOydeHHS (MYJIbTHMEIUA-TIPOEKTOp (BUACOMPOEKTOP), AKpaH (MEPEHOCHON WM

CTAaLlMOHAPHBIN)), KOMITBIOTEPHBIN KJIacc JJIsl MPOBEJCHUS 1a00PATOPHBIX 3aHATHH.

1. Ilepedens IIO

Nent Haumenosanue [10 [Ipoussonurens Cnoco6
/m pacrpocTpaHeHHs
(nuyensuonnoe unu
€80000HO
pacnpocmparsiemoe)



http://www.gov.ru/
http://www.gosuslugi.ru/
http://www.rusarchives.ru/
http://www.vniidad.ru/news1/example.php
http://www.minsvyaz.ru/
http://www.consultant.ru/
http://www.garant.ru/
http://cnews.ru/
http://www.ecm-journal.ru/
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1. Adobe Master Collection CS4 Adobe JIALIEH3UOHHOE
2. Microsoft Office 2010 Microsoft JIALIEH3UOHHOE
3. Windows 7 Pro Microsoft JIALIEH3UOHHOE
4. Microsoft Office 2013 Microsoft JIALIEH3UOHHOE
5. Windows 10 Pro Microsoft JIALIEH3UOHHOE
6. Kaspersky Endpoint Security Kaspersky JUIEH3UOHHOE
7. Microsoft Office 2016 Microsoft JIneH3noHHoe
8. Zoom Zoom JIMLIEH3UOHHOE
Ilepeuyens B/l u UCC

Nomr HaumenoBanue

/i

1 | MexnayHapoaHble pedepaTuBHbIE HaykoMeTpuieckue b/l, mocTymHbie B paMkax
HanuoHaILHOH moanucku B 2020 r.

Web of Science

Scopus

2 | IlpodeccuonanbHble NOTHOTEKCTOBBIE b/, TOCTynHBIE B paMKax HAIlHOHAIBHOM
noanucku B 2020 T.

Kypnaner Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Kypnans! Taylor and Francis

3 | IIpodeccuonansubie moaHOTEKCTOBBIC b /]

JSTOR

W3nanus no oO1eCTBEHHBIM U TYMaHUTAPHBIM HayKaM
OnexkrponHas bubnuoreka Grebennikon.ru

4 | KoMmnbroTepHble CIpaBOYHBIE IPABOBBIE CUCTEMBI
Koncynsrant [lroc,
lapant

- O¢ucHerit maketr npuioxenuit Microsoft Office

- ABBYY FineReader

CucTeMsbl 3IeKTPOHHOTO JOKyMEHTO000poTa:!

Heno — Komnanust D1eKTpoHHBIE 0(DMCHBIE CUCTEMBI
DocsVision - Kommnanust DocsVision

DirectumRX — Kommnanus Directum

1C dokymentoobopoT — Kommanus 1C

Tesuc — Komnanus XoyaMoHT

Jloruka: COJ1 — Komnanus Jloruka Ouszneca

8 OO0ecneyenue 00pa3oBaTeJIbHOIO MPOLECCA ISl JIUI[ C OTPAHUYEHHBIMH

BO3MOKHOCTAMM 3/10POBbHA 1 HHBAJIHU/I10B
B X0AC pcain3allu AUCHUIITIMHBI UCIIOJIB3YIOTCA CICAYIOMUC NOTTOJIHUTCIBHBIC
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METOJbl OOy4YeHHs, TEKYIIEro KOHTPOJS YCHEBAeMOCTH M IMPOMEXKYTOYHOM aTTecTaluu
o0yJaromuxcs B 3aBUCUMOCTH OT UX WHAMBHIYyaTbHBIX 0COOCHHOCTEH:

* IS CIENBIX U CIAaO0BUIIIUX:

- JeKIuH O(GOPMIISIOTCS B BHJIE AJIEKTPOHHOTO TOKYMEHTA, JIOCTYITHOTO C IOMOIIBIO
KOMIBIOTEPA CO CIIEUATU3UPOBAHHBIM IIPOrPaMMHBIM 00ecIIeueHIEM;

- IMCbMEHHBIE 3a/laHusl BBIIOJHSIOTCS HAa KOMIBIOTEPE CO  CHELHUATM3HPOBAHHBIM
IPOrpaMMHBIM 00ecTieueHHEM, MIIK MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- obecrieunBaeTCs MHANBUAYyAIbHOE paBHOMEpPHOE ocBerieHne He MeHee 300 Jirokc;

- JUIA BBINOJIHEHHS 3aJaHusl NMPH HEOOXOIUMOCTH MPEJOCTAaBIICTCS YBEIHMUYUBAIOIIEE
YCTPOKCTBO; BO3MOYKHO TaK)K€ MCIOJIb30BaHNE COOCTBEHHBIX YBEIMUUBAIOIINX YCTPOUCTB;

- TUCbMEHHBIE 331aHUs 0(OPMIISIOTCS YBETUUEHHBIM IIPU(TOM;

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

* IS TIYXUX U CIa0O0CIBIIIAIIHX:

- JeKuuu Oo(GOpPMIIAIOTCS B BHUJAE 3JCKTPOHHOTO JOKYMEHTa, JHMOO MPEerIoCTaBIseTCs
3BYKOYCHJIMBAIOIIAs alllapaTypa MHAUBUAYAJIbHOTO MOJIb30BaHUS;

- TUCbMEHHBIE 3a/IaHU BHITIOIHIIOTCS Ha KOMITBIOTEPE B MUCBMEHHOI (hopme;

- 9K3aMeH M 3a4€T MPOBOJATCS B MHCbMEHHON (hopMe Ha KOMIBIOTEpPE; BO3MOKHO
npoBeaeHue B popMe TECTUPOBAHMSL.

*  JUIsl UL C HAPYLIEHUSMU ONIOPHO-/IBUTaTENIBHOTO alnapara:

- JeKIMH O(GOPMIISIOTCS B BHUJIE AJIEKTPOHHOTO JOKYMEHTA, JIOCTYITHOTO C IOMOIIBIO
KOMIBIOTEPA CO CIIEUATU3UPOBAHHBIM IIPOTPAMMHBIM 00ecIIeueHUEM;

- IMCbMEHHBIE 3a/laHusl BBINOJHSIOTCS HAa KOMIBIOTEPE CO  CHELHMATM3HPOBAHHBIM
MIPOrPAMMHEIM 00eCTIeUeHUEM;

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

IIpy HEOOXOIUMOCTH MpeayCMaTPUBAETCs YBEJIMUEHHE BPEMEHH JUIS TOJTOTOBKU
OTBETA.

[Ipouenypa  mpoBeAcHHsS  MPOMEXKYTOYHOHW  artectaiuu s OOydaronuxcs
YCTAQHABJIMBACTCS C Y4€TOM MX HWHAMBUIYAIbHBIX TCHXO(HU3MUECKHMX OCOOCHHOCTEH.
IIpomexyTouHas aTTecTalysi MOXKET IPOBOJUTHCS B HECKOJIBKO 3TAIlOB.

[Tpu mpoBeneHUH MPOLEAYPHl OLIEHUBAHMS PE3yJIbTaTOB OOYyYEHHs MpeaycMaTpUBaeTCs
UCTOJb30BAHME TEXHUYECKUX CPEJACTB, HEOOXOIMMBIX B CBS3U C HHAMBUIYAIbHBIMH
0COOEHHOCTSIMH O0YyYaroIUXCs. DTU CPEACTBA MOTYT OBITh HPEAOCTAaBIICHBl YHUBEPCUTETOM,
WJIM MOTYT MCIIOJIb30BaThCsl COOCTBEHHbBIE TEXHUYECKUE CPE/ICTBA.

[IpoBeneHne mpouenypbl OLEHUBAHHWS  pe3yJIbTaTOB OOY4EHHUS JOMYyCKaeTcs ¢
MCIOJIb30BAHNEM TUCTAHIMOHHBIX 00pa30BaTEIbHbBIX TEXHOJIOT HA.

ObecnieunBaercs 10CTyNn K MH(QOPMAIMOHHBIM M OuOIMorpadguyeckuM pecypcaMm B CETH
WuTepHer mis Kaxjaoro oOydaromierocsi B (opmax, agalnTHPOBAaHHBIX K OTPAHMYEHUSAM HUX
3JI0POBBSI U BOCIIPHUSTHUS HH(POpPMAITUH:

* IS CIENbIX U CIaO0BUIAIIUX:

- B TIeYaTHOH (popMe yBEIIMUEHHBIM MIPHPTOM;
- B (hopMe IIEKTPOHHOTO JOKYMEHTA;

- B (hopme ayauodaiina.

* IS TIYXUX U CIa0O0CIBIIIAIINX:

- B IeyaTHOH (opme;

- B (hopMe 3IEKTPOHHOTO JOKYMEHTA.

* s 00y4aIOIIMXCsl ¢ HAPYIICHUSIMU ONIOPHO-/IBUTATEILHOTO aniapara:
- B IeyaTHOH (opme;

- B (hopMe 3IEKTPOHHOTO JOKYMEHTA;

- B (hopme ayauodaiina.
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VYueOHble ayIUTOPHH JUIS BCEX BUIOB KOHTAKTHOW M CAMOCTOSITEIBHOM pabOTHI, HayyHas
OubIMoTeKa W MHbIE MOMEIICHUS Il 0OY4YeHHUs] OCHAILEHBI CIEelUaTbHBIM 000pYJOBAHUEM H
y4eOHBIMH MECTaMHU C TEXHUYECKUMU CPEACTBAMU O0yUEHUSI:

* IS CIETbIX ¥ cIa00BUIAIINX:

- YCTPOICTBOM JUIsl CKaHUpOBaHUs U uTeHus ¢ kamepoil SARA CE;

- nucrneeM bpaitns PAC Mate 20;

- mpuntepoM bpaitns EmBraille ViewPlus;

* IS TIYXUX U C1a00CIBIIIAIIHX:

- aBTOMAaTH3MPOBAaHHBIM pPAa0OYMM MECTOM Ui JIIOJEW C HapylleHHeM clyxa |
¢1a00CIIBIIIAIINX;

- aKyCTUYECKUN YCHIIUTEINb U KOJIOHKH;

* s 00y4aIOIIMXCsl ¢ HAPYIICHUSIMU ONIOPHO-/IBUTATEILHOTO aniapara:
- IEPEBM>KHBIMHU, PETYIHPYEMbIMH S)proHOMu4YeckuMu napramu CH-1;
- KOMIIBIOTEPHON TEXHUKOH CO CHEIMATIBHBIM ITPOrPAMMHBIM 00€CIICYEHHEM.

2 MeToaudeckue MaTepHuajbl

9.1 IlnaHbl NPAKTHYECKUX 3aHATHIA.

Lenb MpakTUYECKUX 3aHATUNA — OOYYHUTh MPAKTUYECKUM HABBIKAM, KOTOPbIE TO3BOJIMIH
Obl cTyaeHTaM CBOOOJHO M Ha BBICOKOM YPOBHE BJIQJIETh MPOTPAMMHBIMU CPEACTBAMH JUIS
pereHus 3a/1a4 JOKYMEHTAI[HOHHOTO ¥ MH()OPMAIIMOHHOTO 00ecIieYeHus YIPaBICHHUS.

3amaueil MPAaKTUYECKUX 3aHATUH SBISAETCS OCBOCHUE CTYAEHTaMHU HH(POPMALUOHHO-
TEXHOJIOTUYECKUX BO3MOXHOCTEH aBTOMATH3allMM JEJOBBIX MPOIECCOB, OOpabOTKH U
HCII0JIb30BAHUS JTOKYMEHTAIBHBIX JaHHBIX, BBIIBICHHUS BO3MO>KHOCTEM IPOrPAaMMHBIX CPEICTB
IVl peUIeHUs KOHKPETHBIX NPAKTHYECKUX 3aJad B 0O0JACTH COBPEMEHHOTO 3JEKTPOHHOTO
JTOKyMEHTOO00pOTA.

N3yuaercs KOHTEHT OQHIMAIbHBIX CAWTOB KOMIIAHUH, B IMPOTPaAaMMHBIX HPOJYKTaxX
KOTOPBIX OYAYT MPOBOJIUTHCS JIaOOpaTOpHBIE (MIPAKTUYECKHE) 3aHATHSL.

Benpnop IIporpamMHubIi Caiir

npoaykt CIJ]

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

oducHbIe

CHUCTEMBbI

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

Directum DirectumRX http://directum.ru

1C 1C http://v8.1c.ru/doc8/
JIoKyMeHTO000pOT

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

Jloruka 6mneca | Jloruka: COJ] http://ecm.blogic20.ru/logikaecm/docflow-

solutions

[IpencrouT mpoaHanTU3upOBaTh AAHHBIE O Pa3pabOTaHHBIX MPOTPAMMHBIX MPOIYKTaX U
NPEJOCTaBIIEMbIX ~ KOMIAHHMSMU  yciyraXx. Pe3ynbTaTel  HCCIEOBaHHMsS  3aHOCATCS B
CTPYKTYpUPOBAaHHBIN, CO3JaHHBII CTyIeHTOM oT4eT. OT KOJMYeCTBAa 4YacoB, IPEINoJaBaTelb
pa3pabaTbiBaeT METOAMKY IPOBEACHUS 3aHATHUH M JaeT PEKOMEHAALWU CTyJeHTaM JUIs
CaMOCTOSITEIIbHON PaOOTHI.

Takum oOpaszom, 1enecooOpa3sHo JAeTalbHO MOJATOTOBUTH CTYAEHTOB ISl TECT-ApaiiBa
CHCTEM 3JIEKTPOHHOIO JIOKYMEHTO00O0pOTAa.


http://www.eos.ru/
http://www.docsvision.com/
http://directum.ru/
http://v8.1c.ru/doc8/
http://www.tezis-doc.ru/features
http://ecm.blogic20.ru/logikaecm/docflow-
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B 3axitoueHnn MpakTUYECKUX 3aHATHH CTYICHTAaMU POBOIUTCS CPABHUTEIBHBINA aHAIIN3
M3YUEHHBIX CHCTEM YIpPaBJICHUS JTOKYMEHTOOOOPOTOM IO MHOTHUM KpPUTEpHUSM, Ha OCHOBE
NPAKTUYECKUX HAaBBIKOB, IaHHBIX C HWHTEpPHET-CaiTOB pazpaboTumkoB CDJI, uHTEpHET -
HCTOYHHUKOB U CTaTEH MO CIEAYIOIIUM KPUTEPHUSIM:

- Ha3BaHUE CUCTEMBI (pa3paboTUHK);

- chepa mpuMEHEHUS TPOTPAMMBI;

- UCTIOJIb30BAHNE OTEYECTBEHHBIX CTAHIAPTOB YIPABIICHUS JJOKYMEHTAMHU;

- YpOBEHb KOPHOPATUBHOCTU (MacimTad — KOJMYECTBO ABTOMATH3MPOBAHHBIX PabOYMX
MECT, BO3MOXHOCTb pPa0OTHl C (puiaMamaMu, CTENEeHb OXBaTa (YHKIUI OpraHu3auuu/, WM
TOJIBKO OJIMH y4acTok - J1I0VY);

- (yHKIIMU CHCTEMBI B IIEJIOM;

- CTpyKTypa cuctembl ((yHKIHOHAJIbHBIE W OOCCIICUYUBAIONIME MOIYIH (YacTH), HUX
bynKimn);

- mpumensiemoe 10, ero paszpadotuuk, CYb/I-nardopma, cuctemuoe I10;

- OTKPBITOCTb (MYJABTHILIAT(GOPMEHHOCTH U MyIbTH(GOpMaTHOCTD) [10;

- OpraHu3alii, B KOTOPBIX peaJM30BaHa CUCTEMA, IS PEUICHHS KakuxX MpolieM
OpraHu3aliuy OHa CO3/1aHa, aBTOMATU3aIMs OU3HEC-TIPOIECCOB.

[To xaxI0¥ U3 CHCTEM OTMEYAIOTCS OCOOCHHOCTH, (POPMYIUPYIOTCS PEKOMEHAAIUH TI0
UX IPUMEHEHHIO JUI OPraHu3alil pa3InyHbIX (JOPM AEATEILHOCTH.

Kaxnplif cryneHT oQopMisieT MHOTOCTPAaHMYHBIA OTYET, 3aBEJACHHBIH B Hauaie
MPAKTUYECKUX 3aHATUH, KOTOPBIH MIUTIOCTPUPYET 3Tarbl pabOThl BO BCEX M3Yy4aeMbIX CHCTEMax
AIIEKTPOHHOTO JOKYMEHTO000pOTa U yIpaBieHHUs HH(POPMALIUEH U COIEPKUT BBHIBOIBI.

IL1aH npakTHYeCKUX 3aHATHI

3anstue 1. Komnanus, ee npogyKThl U yCIyTH.

3anstue 2. Beenenue B cucremy. Mudopmarms o padore B cpeae CO/J

3ansarue 3. MccnenoBanue aBTOMaTU3MPOBAHHOTO pabovero Mecra. JIMuHbIe Manku

3ansartue 4. Mudopmarus o paboTe ¢ mankaMmu, KapToukamu, (paitimamu.

3ansatue 5. PaboTa ¢ perucTpallMiOHHBIMUA KapTOUYKaMU BXOASAIIUX, HCXOSIIUX U BHYTPEHHUX
JOKYMEHTOB

3ansatue 6. Pabota c mpoektamu JOKYMEHTOB. CBSI3bIBaHUE IOKYMEHTOB

3ansarue 7. PopMHupOBaHUE 3a/1a4 U 3ajaHUii. BrimonHenue 3a1anuil. Yuet pabouero BpeMeHH.
3anstue 8. CoryiacoBaHue J0KyMEHTOB

3anstue 9. Ilouck noKymMeHTOB, 3a/1a4, 3aganuii B CO/1.

3anstue 10. dopmupoBaHUE OTUETOB U aHAJIN3 JAHHBIX MOYJIS.

9.2 MeToaudeckue PEKOMEHIAIIUMA 110 NOATOTOBKE NHNCbMECHHBIX paﬁoT

Bun camocrosTensHOM paboThI: IOArOTOBKA pedepara.

[TonroroBka pedepara MO3BOJSAET 3aKPENUTh TEOPETHUECKUE 3HAHUS 1O AUCIHUILIUHE,
nproOpPEeCTH HABBIKM CAMOCTOSITETIBHOTO YIIIyOJIEHHOTO M3Y4YEeHHs OIHOTO M3 pa3lesioB Kypca.
[Tpu moaroroBke pedepara CTYACHTHI MOIYyYalOT HABBIKM U YMEHUE pabOTaTh C UCTOYHUKAMH U
TUTEPaTypOil, aHaTU3UpOBaTh (AaKThl W JaHHBIE CHEIHAIBLHON JIMTEpaTyphl, H3JIaraTh
MPOYUTAHHOE COBPEMEHHBIM MPO(PECCHOHATBHBIM S3BIKOM.

Pedepar momxeH ObITh 0POPMIIEH B COOTBETCTBUH C TPEOOBAHUSIMHU, MPEABSIBISIEMBIMU
K ITOJATOTOBKE U 0(hOPMIICHHIO HAyYHBIX padoT.

Pedepart Brimoyaer:

- TUTYJIBHBIN JIUCT;

- OTJIaBJICHUE;

- BBEJICHUE;

- OCHOBHYIO 4acTh (TE€MAaTHUYECKHE Pa3JIeIibl);
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- 3aKJIIOYEHHE;

- CIIUCOK UCIIOJIb30BaHHBIX HCTOYHHUKOB U JINTEPATYPHL.

O6wem pedepara - 15-20 crpanur Tekcta (mpu Habope yepe3 1,5 uHTEpBana U pazmepe
mpudTta 13-14). Pedepar numercst Ha 0THONW CTOPOHE CTaHAAPTHOTO JncTa Oymaru ¢opmara
A4 (210x197mm).

Crpanunpsl pedepata HyMepyroTcs apaObCKUMU HU(ppaMu Ha BEpXHEM I0Jie JHcTa, 0e3
KaBbIUeK, JAe(UCOB M JAPYrMX 3HAKOB NpPENUHAHUSA. THUTYIBHBIA JIUCT W OIJIABICHUE HE
HYMEPYIOT, HO BKJIIOUAIOT B 001111 00BeM pedepara.

HayuHo-cripaBouHblii anmapar pedepara BKIIOYAET CIUCOK UCTOUHUKOB M JHMTEPATYPHI
Y TIOJICTPOYHBIE CHOCKH. [10/ICTpOUHBIE CHOCKU UCTIOJB3YIOTCS BO BCEX CIy4asX [IUTUPOBAHUS B
TekcTe pedepara MpaBOBBIX aKTOB, TOKYMEHTOB, IPOU3BECHUN aBTOPOB MOHOTpadwuii, craTei,
y4eOHUKOB, Y4eOHBIX MOCOOMH, a Takke MpHU IUTUPOBAHUHM CTAaHJAPTHBIX OIpeeIeHUI
TEPMUHOB W TOHATHH. Bce mpuBomumbie B pedepaTte ¢axTbl, HUpPbI, AaThl, KOHKPETHBIC
JaHHBIE TAKXK€E JOJKHBI OBITH MTOATBEPKACHBI MOJICTPOUYHBIMU CHOCKaMH.

CHOCKHM HyMEpYIOT B Mpeeiax OJHON CTPaHUIb apaOCKUMHU ITU(ppPaMu, TEKCT CHOCKH
Pa3MEILAroT MO MOCIEIHEH CTPOKOM TEKCTa

9.3 MeTtoauueckue YKazaHudA 1JidA oﬁyqamumxcn 110 OCBOCHHIO JUCHUII/IMHBI

OObmast Tpyao€MKOCTh TUCIUILUIMHBI COCTaBiseT 6 3.e., 228 4., B TOM YMCJI€ KOHTAKTHAS
pabora oOyuaromuxcsi ¢ mnpenogaBareneM 80 d., mpomexyrouHas arrecraius 20 4.,
caMmocTosTeNbHas paboTa oOyyatomuxcs 128 4., B T.4. KypcoBas paboTa __ 4.

OObmas Tpyao€MKOCTh TUCIUILUIMHEI COCTaBiseT 6 3.e., 228 4., B TOM YHCJI€ KOHTAKTHAS
pabora oOyJarommxcsi C MpenojaaBareileM 32 4., MPOMEKYTOYHas arrectamus 11 4.
caMocCTosTeNIbHAs paboTa oOyyatomuxcs 185 4., B T.4. KypcoBas pabora 4.

Tpyaoem
KOCTb
CaMoCTO
Bua padorbi Conepzanne ﬂTeﬂubHO Pexkomenganmun
(mepedeHb BONPOCOB) 71
padoThI
(B
4acax)
Pasnen 1. Beenenne. PazButue ungpopmanuonHoro odmuiecrna.
[MogroroBka | O6miee moHsATHE HHPOPMALIKH. N3yunts MaTepHuabl
K JIEKLUU JlokyMeHTHUpOBaHHast MH(opMaIs HCTOYHHUKOB:
KaK peCypcC yIIpaBIIEHUS. Jlapun M.B. UndopmammonHoe
3aKOHOJATENbCTBO, PETYIUPYIOLIEE oOecrieueHue yIpaBJICHUS:
BOTMPOCHI yIpaBJieHus HH(opMarei VYueb. nocodbue. M.:, 2018. 279
Y TOKYMEHTalUen C.
Hroro
Pa3nea 2. Pois nHgopManyu B ynpaBjieHUH
IlogroroBka | basoBble  moHsATHA  WHGOpPMALMU: H3yunts MaTepuabl
K JIEKLUU JaHHBIE, CBEJICHUS, 3HAHUSL. HCTOYHHKOB:
WHubopMariioHHbIH IIpo1IecC. Jlapun M.B. Undopmarmonnoe
Wudopmanmonnas cucrema. Poib oOecrieueHue YIIPaBICHUS:
uHpopMalun B YIPaBICHUH. VYueb. nocodbue. M.:, 2018. 279
Cucremaruzanuss  uHGOpManuu B c.
aIMUHUCTPAaTUBHOM YIIPaBJICHUH. Jlapun, M.B., PsickoB, O.1.
CaoiicTBa MH(POPMAIHH. DNEKTPOHHBIE JOKYMEHTHI B
OTnuuuTenbHbIE CBOMCTBA ynpasiaenu. Hayano-meron.
JOKYMEHTUPOBAaHHON MH(OpPMAIIUH. nocobue, 2-u3aHue,




21

nonotHeHnoe. BHUMIAL. M.,
2008. -208 c.;
KoucrexTs! 1eKui

Wtoro 14/23
Pa3nea 3. Undopmannonnas nHppacTpyKTypa Opranuzanumn

IlogroroBka | Buabl OpraHu3anuOHHBIX CTPYKTYp N3yuuts MaTepuaisl

K ylpaBjeHUs. BHyTpeHHsIs1 U BHELIHSAA HCTOYHHUKOB:

IIPaKTUYECKO | cpefa OpraHu3aLuu.

My 3aHATUIO | MH(DOopManmonHas cpena Jlapun M.B. Undopmarmonnoe
OpraHu3aIuu. Nudopmanmnonnas obecrieueHne yIpaBJICHUS:
UHPPACTPYKTYpa, €€ KOMIOHEHTHI. VYueb. nocodbue. M.:, 2018. 279

c.
KoucrexTsl aeKui

Htoro 20/26

Paznen 4. DeKTpOHHBIE TOKYMEHTHI

IlogroroBka | IloHATHE DSIEKTPOHHOIO AOKYMEHTA. N3yuuts MaTepuaisl

K JIEKLUU Hocuremn MH(POPMAIHH. HCTOYHHUKOB:

DneKTpOHHAas MOAMHKCH. Jlapun M.B. UndopmammonHoe
oOecrieueHue yIIpaBIICHHUS:
Vueb. mocobue. M.:, 2018. 279
C.
www.cnews.ru/
KoucrexTs! ek

Wtoro 14/22

Pa3nes 5. IBosonusi HHPOPMALMOHHOI0 00ecTeYeHUs1 YIIPABJICHUS

IlogroroBka | Pa3BurHe cucteM AeI0NPOU3BOACTBA N3yuuTts MaTepuaisl

K JIEKLUU B Poccun kxak 6azuca HCTOYHHUKOB:
UH(OPMAIIMOHHOTO 00ECTICYCHUS Jlapun M.B. UndopmammonHoe
YIIpPaBJIEHUS B COLMAIBHO- oOecrieueHue yIpaBJICHUS:
SKOHOMHYECKUX CHCTEMAX. Vueb. mocobue. M.:, 2018. 279
Opranu3zanus ynpaBieHUs C.

JOKYMEHTaMH B Ha4aJie COBETCKOTO www.rusarchives.ru —

MEepUO0J1a POCCUICKON UCTOPUHU. ApxuBHoe areHTcTBO PO

Cosznanue BHUNJIA /L. TloaroToBka www.vniidad.ru/ - BHUNJIAJ]

EI'CIau ETCHAOY, YCA. (Bcepoccuiickuii Hay4HO-

Haugano aBromaruzanuu HCCIIEIOBATENBCKUI UHCTUTYT
JOKYMEHTOBEACHUS U
apXUBHOTO JIeJ1a)
KoucrexTs! aeKuui

Htoro 16/28
Pa3nes 6. ABTOMaTu3anus ynpasJjieHusi JOKYMEHTHPOBAHHON HHPOPMAIHEH.

IlonrotoBka | CoBpemenHbiii  peiHOK — ACJIOV. N3yuuts MaTepHabl

K Ananus TEHJCHINN pa3BUTHSA HCTOYHHUKOB:

npaktuuecko | ACAOY. https://www.eos.ru/

My 3aHsATHIO | PazpaboTumku ACIOY. http://www.docsvision.com/
Knaccudukamus ACOVY. http://www.paydox.ru/

http://directum.ru
http://v8.1c.ru/doc8/
https://www.tezis-
doc.ru/features
http://ecm.blogic20.ru/logikaec
m/docflow-solutions



http://cnews.ru/
http://www.rusarchives.ru/
http://www.vniidad.ru/news1/example.php
http://www.eos.ru/
http://www.docsvision.com/
http://www.paydox.ru/
http://directum.ru/
http://v8.1c.ru/doc8/
http://ecm.blogic20.ru/logikaec
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KoucrexTs! TeKkui
WWW.cnews.ru/

Hroro

18/26

Pa3nen 7. KnaccngukaTopbl TEXHHKO0-I)KOHOMHYECKOI 1 CONMAILHOI HHpOpManuy 1
CTAHAAPTHI B MHPOPMALMOHHOM o0ecrieYeHNH YIIPABJICHHUS

[Mogroroka | Llenu u 3anaun yHuuKaum N3y4uts MaTepuaisl
K JIEKLIUHU nokymeHToB. Hanpasienus, HWCTOYHUKOB:
MPUHLUIIBI U METO/Ibl YHU(HUKAITIH www.rusarchives.ru —
YC/. Knaccudukaropsl TEXHUKO- ApxuBHoe areHTcTBO PO
SKOHOMHUYECKOU M COIMATbLHOMN www.vniidad.ru/ - BHUMWJIA L
MH(POPMAIHH. (Bcepoccuiickuii Hay4HO-
HCCIIEN0BATEIILCKUN HHCTUTYT
JOKYMEHTOBEJICHUS U
apXUBHOTO JieNa)
KoncrexTsl JeKui
Utoro 18/20
Paznen 8. DyekTpoHHOE NPABUTEIBCTBO
IToaroroBka Konnemms 3JEKTPOHHOTO N3yunts MaTepHUabl
K JICKITHH MPaBUTENIbCTBA B COBPEMEHHOM HCTOYHUKOB:
06H.ICCTBC. CocraBHEIC yacTu WWW.I'usaI'ChiVeS.I'U. —_
SJICKTPOHHOI'O MMpaBUTCIILCTBA: ApXI/IBHOC areuTcTeo PD
OopraHm3anusi rocyaJapCTBEHHOI'O Wwwvnudadru/ _ BHI/II/IHAIL
YIIpaBJICHUA Ha OCHOBC JJICKTPOHHBIX o o
cpeactB  o0paboTku, — mepegaud U (Beepocemiickii HilquO-
PACIPOCTpAHCHHS WHOpMAITHEL HCCIEA0BATEIbCKUNA UHCTUTYT
MH(OpMAIMOHHEIC TEXHOJIOT U B AOKYMCHTOBCIACHUA 1
rOCyJapCTBEHHOM YIPaBIICHUU; CETEBbIE apXMBHOTO Jie/1a)
TEXHOJIOTUU; MH(POPMALTMOHHOE KoHcneKTsI JeKIui
B3aMOJACUCTBUC OpraHoB
FOCYZLapCTBeHHOﬁ BJIaCTU H 06H.[eCTBa C
HCITIOJIb30BAHHUEM I/IH(i)OpMaLII/IOHHO—
TCIICKOMMYHHUKAIIUOHHBIX TCXHOJIOI'UH,
3JIEKTPOHHBIA OusHec,
ABTOMATU3UPOBAHHBIC TOCYAAPCTBCHHBIC
CITyXKOBL
Uroro 12/16
Paznen 9. UndopMauMoHHBII MeHEIKMEHT
[TogroroBka | O6mereopeTnyeckue ACITEKThI N3yunTtsb MaTrepHabl
K MOHSATHI «MEHEKMEHT, HWCTOYHUKOB:
MPAKTUYECKO | «IOKYMEHTAI[MOHHOE  0OecleYeHHe Jlapun M.B. HNudopmannonHoe
MY 3aHSTHIO | YIIPABICHUS, «H()OPMAITMOHHBIHA obecrieueHne YIIPABJICHUS:
MEHEDKMEHT», <«TOKyMEHTAIlMOHHBIN Vueb. mocobue. M.:, 2018. 279
MEHEKMEHT), «H()OPMAITMOHHO- C.
AOKYMEHTALMOHHBIH  MEHE/DKMEHT?, KOHCIEKTBI JTeKLil.
«yIpaBJIeHUE TIOKyMEHTAIUE».
Uroro 16/24
Bcero: 128/18

5
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Hpuioxenue 1

AnHomayusa oucyunaunsl (M0o0yns)

Juctumunna «HpopManmonHoe o0ecriedeHne yIpaBieHUs» BXOJUT B COCTAaB YacTH,
dbopMupyeMOil y4acTHUKaMH OOpa30BaTENbHBIX OTHOIICHUH IUCIUIUIMH Yy4eOHOTO IUTaHa
IIOATOTOBKM CTYJAEHTOB IO HampasiieHUI0 noArotoBku 46.03.02 «/lokymeHTOBEneHUE U
apxuBoBenienne» [Ipopuns «MHDOpMAITMOHHO-TOKYMEHTALIMOHHOE 00eCTIeYeHNE YIIPABICHUSD).
JlucuuruinHa peanusyercss Ha (DaKkyJIbTeTe apXHBOBEICHHS M JIOKYMEHTOBeIeHHs Kadempoit
aBTOMATH3UPOBAHHBIX CUCTEM JIOKYMEHTALIMOHHOTO 00eCIeueH s YIPaBICHHUS.

CopnepxaHue IUCHUUIUIMHBI OXBAaTHIBACT KPYI BOIPOCOB, CBSI3aHHBIX C MPUMEHEHHEM
MH(POPMAIIMOHHBIX CHCTEM M TEXHOJIOTHH B HH(OPMAIIMOHHOM 00ECIIeYeHNH YIPABICHHUS.

Llenv Oucyunaumel - M3y4eHHE TEOPETHMUYECKHX MNpPOOJIEeM M TMPHUKIAJHBIX ACIEKTOB
MH(POPMAIIMOHHOTO  OOECTIEYEeHUsI  YNpaBJICHUS, KaK 4YacTh MEHEKMEHTa, aKTHUBHO
IIPUMEHSEMON B COBPEMEHHO! MPAKTUKE KaK B TOCYIaPCTBEHHOM YIIPaBJIEHUH, TaK U B YaCTHOM
OusHece.

3aoauu:

- M3Y4YEHHE OCHOBHBIX MOHATHH, UCTIOJIB3YEMBIX B Mpoliecce MHPOPMAITMOHHOTO 00eCTIeYeHHS
YIIPaBIICHHUS;

- M3y4YeHUE HUCTOPUHU MH(POPMAIMOHHOTO OOECHeueHHs yIpaBJIeHUS B HAIIeld CTpaHe W 3a
pyoexoMm;

- U3y4eHHe HOPMATUBHO-IIPABOBBIX OCHOB HH()OPMAIIHOHHOTO 00eCIIeYeHus YIIPaBICHHUS;

- U3y4YCHHE TEXHHUYECKOTO U MPHUKIATHOTO MPOrpaMMHOr0o obecriedeHus: MHHOPMAIMOHHOTO
oOecrieyeHus yrpaBaeHHUs.

AKTyaJbHOCTh, HOBM3HA M OPUTMHAIBHOCTHh Kypca OOECIIeUMBAETCsS €ro MOCTOSIHHOM
MOJIEpHU3ALMEN B COOTBETCTBHM C DPa3BUTHEM H3y4aeMbIX HPOTPAMMHO-TEXHOJIOTUYECKUX
pellIeHH, UCTIONb3YeMbIX B YIIPABJICHUH OpraHU3alne.

JlucuumuivHa HanpaBjieHa Ha (JOPMHUPOBAHUE CISTYIOIIUX KOMITETCHIIMA:

[1K-4.1. TIpuMeHATh 3HaHUE COBPEMEHHBIX HMH()POPMAIIMOHHBIX CHCTEM, CHCTEM
AJIEKTPOHHOTO JIOKyMEHTO000OPOTa, MPABOBBIX aKTOB B cdepe ymnpaBieHus HHpopmanuei u
JOKyMEHTanueil B mpaktuueckod gesartenpbHocTH; [IK-4.2  IIpuMeHATH METOAOJIOTHIO
OpraHU3aIMOHHOTO MTPOEKTUPOBAHUS MPH aHAIHM3€ CUCTEMbI JOKYMEHTAIIMOHHOTO 00ecTieyeHHs
ynpasinenusi B opranmzanuu; [1K-4.3. YyacTBoBarh B MPOEKTHPOBAHUHM M BHEIPEHUH CHUCTEM
ANIEKTPOHHOTO JOKYMEHTO000POTa B OpraHU3aIUH.

B pe3ynbprare u3yueHus JUCUUIUIMHBI CTYACHT JIOJDKEH 3HATh!

COBpEMEHHbIE HH()OPMAIMOHHBIE CHUCTEMbI, CHUCTEMBl 3JEKTPOHHOTO JOKYMEHTO00OpOTa,
MIPaBOBOE PETYIMPOBaHME Cephl yIpaBIeHHUs HHPOpMAIEH U TOKYMEHTaIUeH;
METOJIOJIOTHYECKHE  OCHOBBI ~ TIOCTPOCHMSI  YIPABJIEHYECKUX  CHUCTEM U CHUCTEM
JOKYMEHTAI[MOHHOTO OOECTIeYeHHUs yIPABICHHUS;

NpaBWIa W METOJIOJOTUYECKUE TOAXOIbl K IPOECKTUPOBAHUIO CHUCTEM 3JIEKTPOHHOTO
JTOKyMEHTOO00pOTA.

B pesynbprare n3y4eHus JUCUUIUIMHBI CTYIEHT JOJDKEH YMETh!

IPUMEHATh 3HAHUE HOPMATHBHO-TIPABOBOM 0a3bl B cdepe ympaBieHHs WHPoOpManuend u
JNOKYMEHTAIUeH B IPAKTUUECKOU IEATEIbHOCTH;

NPUMEHATh  PA3IMYHbIE METOAOJIOTHUECKHE TIOAXOAbl IpPU  TMPOEKTHPOBAHUM  CHUCTEM
JOKYMEHTAI[MOHHOTO OOECTIeYeHHUs yIIPABICHHUS;

BHEPSATH CUCTEMBI 3JIEKTPOHHOTO JOKYMEHTO000pOTA.

B pesynbrare n3yueHus JUCUUIUIMHBI CTYACHT JIOJDKEH 00J1aaTh HaBbIKAMU:

HaBBIKAMM BBIOOpa HEOOXOIUMBIX TEXHOJOIMUYECKHH pEIIeHHH B TpOIecce YIpaBJICHUS
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nHpopManuen U TOKyMEHTalueH;
HaBbIKAMU aHalW3a M OPraHU3aLMOHHOTO NPOEKTHUPOBAHUS CHCTEM JOKYMEHTALlHOHHOTO
oOecrieyeHus yrpaBiIeHHUS;
HaBbIKAMHM  BBISBJICHHSI HauOoJiee  ONTHUMAIBHBIX  [OKa3arened, HEeoOXOOUMBIX Ui
MIPOEKTUPOBAHUS U HACTPOUKHU CUCTEM JIEKTPOHHOTO JJOKYMEHTOO00pOTA.
Paboueii mporpamMmoil TPEAYCMOTPEHBI CJIEAYIOUIHE BHUAbI KOHTPOJIS: TEKYIIHH
KOHTPOJIb YCIIEBAEMOCTHU B (hopMe pedepaTa, IPOMEKYTOUHBIH KOHTPOJIb B (hopMme 3aueTa.
Paboueii mporpamMmoil TNpeayCMOTpPEHBI CIEAYIOUIME BHUIBl KOHTPOJSA: TEKYIIUN
KOHTPOJIb YCIIEBAEMOCTH B (hOpMe OIpoca, KOHTPOJIBHOM paboThl U pedepara, MPoOMeKyTOUHas
arTrecTanus B opMe dK3aMeHa.
OOmast TpPyIOEMKOCTh OCBOCHHMS  JUCIMIUIMHBI ~ COCTaBISeT S5  3a4eTHBIX  €UHUI]



25



	Б1.В.09 Информационное обеспечение управления
	1 Пояснительная записка
	1.1 Цель и задачи дисциплины
	1.2 Перечень планируемых результатов обучения по дисциплине, соотнесенных с индикаторами достижения компетенций
	2 Структура дисциплины
	Структура дисциплины для очной формы обучения
	Структура дисциплины для очно-заочной формы обучения
	Структура дисциплины для заочной формы обучения

	3 Содержание дисциплины
	4 Образовательные технологии
	5 Оценка планируемых результатов обучения
	5.1 Система оценивания
	5.2 Критерии выставления оценки по дисциплине
	5.3 Оценочные средства (материалы) для текущего контроля успеваемости, промежуточной аттестации обучающихся по дисциплине
	Примерные темы рефератов по разделам дисциплины:
	Контрольные вопросы и задания для промежуточной аттестации по итогам освоения дисциплины
	Вопросы к экзамену

	6 Учебно-методическое и информационное обеспечение дисциплины
	6.1 Список источников и литературы
	а) основная литература:
	б) дополнительная литература:

	6.2 Перечень ресурсов информационно-телекоммуникационной сети
	6.3 Профессиональные базы данных и информационно-справочные системы
	7 Материально-техническое обеспечение дисциплины
	1. Перечень ПО

	8 Обеспечение образовательного процесса для лиц с ограниченными возможностями здоровья и инвалидов
	9 Методические материалы
	9.1 Планы практических занятий.
	План практических занятий

	9.2 Методические рекомендации по подготовке письменных работ
	9.3 Методические указания для обучающихся по освоению дисциплины
	Приложение 1
	Аннотация дисциплины (модуля)


