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1 IlosicHuTeJbHas 3aMIMCKA
1.1 Ileap u 3aga4y AUMCHUILIMHBI

Llenv  Oucyunaumvbt - WU3ydEHHE TEOPETHUECKUX MPOOJIEM U TPUKIAJHBIX aCIEKTOB
MHPOPMAIIMOHHOTO 00ECIICUCHUS YIIPABJICHHUS, KAK YaCTH MCHE/DKMEHTA, aKTHBHO MPUMEHSIEMOM
B COBPEMCHHOM MPAKTHUKE KaK B TOCYIapPCTBEHHOM YIIPABJICHHUHU, TaK U B YaCTHOM OU3HECE.
3aoavu:

H3ydeHne rocy1apCTBEHHON MOJIMTUKH B cd)epe I/IHd)ODMaI_II/IOHHO - JOKYMCHTAITMOHHOI'O

obecneueHus yhapasJjieHHs B PoccHi B HICTOPUYSCKOM Pa3BUTHH.

W3ydenune xapakTepuCTHK WH(OPMAIIMOHHOIO OOIIECTBA.

H3y‘ICHI/IC POJIN I/IHd)ODMaHI/II/I B YIIpaBJICHHUH.

N3zyuenne MHPOpPMALMOHHON HHMPACTPYKTYPHl OpraHU3alllu.

Nzydyenne (eHomMeHa SICKTPOHHBIX JOKYMEHTOB B HH()OPMAIIMOHHOM OOECIeueHUN

yrpasiaeHus. Omuodka! 3akaaaka He onpeesieHa.
HBy‘IeHI/IC I/IHd)ODMaLII/IOHHOFO 06eCHe‘-I€HI/ISI JJICKTPOHHOI'O ITPABUTCIIHCTBA.

HBy‘IeHI/IC O6H.[I/IX BOIIPOCOB aBTOMATU3AlMU  YITPABJICHUA JOKYMEHTUPOBAHHOM

nadopMalie B OpraHu3aliu.

N3ydyenne ponmu u Mecta KiIacCH(DUKATOPOB TEXHHKO-d)KOHOMHUYECKOW M COIMAILHOMN

I/IHd)ODMaHI/II/I 41 VHI/Id)I/IHI/IDOBaHHBIX CHUCTCM JOKYMCHTAIIMM B I/IHd)ODMaI_[I/IOHHOM
obecnevennu ynpasiaeHusiOmuoka! 3akaaaka He onpeaeseHa.

HSy‘ICHI/IC I/IHd)ODMaLII/IOHHOFO MCHCUKMCHTA KaK METOAOJIOTIUHN I/IHq)OpMaLII/IOHHOFO

o0ecreyeHus yrpaBlieHUs..

1.2 HepequL IJIAHUPYEMBIX pPE3yJIbTaTOB oﬁyquml o IMCIOMIlJIMHE,

COOTHECCCHHbBIX ¢ HHAUKATOPAMH NOCTHU/KCHHUSA KOMHETCHIII/Iﬁ

Komvmnerennus HNuaukaTopbl KOMIeTeHUHIA Pe3yabTaTsl 00yyenus
(xom m (Kox 1 HANMEHOBAHHME)
HAMCHOBAHHC)
[IK-4. Bnaneer [IK-4.1. [TpumeHsIeT 3HAHUE COBPEMECHHBIX | 3Hamb: cospemeHHble UHDOPMAYUOHHbLE
3HAHUSIMHU HH(OPMAIIMOHHBIX CHCTEM, CUCTEM cucmembl, CUCHEMbL INEKMPOHHOZO
COBPEMEHHBIX JIEKTPOHHOT'O JOKyMEHTO000pOTa, 00KyMeHmoobopoma, npasosoe
WH(OPMAIMOHHBIX | MPaBOBBIX aKTOB B c(hepe yIpaBICHHs pezyuposanue cgepol ynpagieHus
CHCTEM H uHpopMalKel 1 TOKyMEHTalueH B ungopmayueti u OoOKymeHmayuetl
HaBBIKAMU MPAKTUYECKOH JICSTEIIbHOCTH Ymemu: npumensame 3nanue nopmamusHo-
MIPOSKTUPOBAHUS 1 npaeogoll basvl 6 cghepe ynpasienus
BHEJIPCHUSI CHCTEM uHgopmayuel u OOKymeHmayuetl 8
3IIEKTPOHHOT'O NPaKmu4ecKol 0esamenbHoCmu
JIOKyMEHTO000poTa Bradems: nagvikamu 6vibopa neobxo0umuvix
B OpraHu3aiuu MeXHON02UYeCKULl peuleHUll 8 npoyecce
ynpasneHus. ungopmayueti u dokymenmayueu
I1K-4.2. [TpumeHsIeT METOAOJIOTUIO 3uame: memodonocuyeckue ocHo8bi
OpraHM3alMOHHOTO MPOCKTHPOBAHHUS MPU HOCMPOEHUs YNPAGIEHYECKUX CUCTEM U
aHaJIN3e CHCTEMbI JOKYMEHTALIOHHOTO cucmem OOKYMeHMAaAyuoHHO20 0becnedeHus.
obecrieYeH s YIIPaBJICHHs B OPraHU3aLiN VIpaeneHus.

Ymemn: npumensimo paznuunvie
Memoodoaozuyeckie no0xoovl npu
NPOEKMUPOBSAHUL CUCTIEM
OOKYMEHMAYUOHHO20 0Decneverus
VAPAsIeHUs.

Braoemo: nasvixamu ananusa u
OPeAHU3AYUOHHO20 NPOEKMUPOBAHUSL CUCTEM
OOKYMEHMAYUOHHO20 0Decneyerust




VHpasneHus.

[1K-4.3. YuacTByeT B IPOCKTUPOBAHUU U 3uamo: npasuna u memooonozuieckue

BHEJPEHUH CUCTEM JIEKTPOHHOTO NOOX00bL K NPOEKMUPOBAHUIO CUCTHEM

JIOKyMEHTO000pOTa B OpTaHU3ALIH NEKMPOHHO20 OOKYMEHMOo0bopoma
Ymemu: enedpsims cucmemvt snexkmponnoco
00KyMeHmoobopoma

Brademw: nasvikamu evisenenus naubonee
ONMUMATLHBIX NOKa3ameinet, HeoOX0OUMbIX
OJ151 NPOEKMUPOBAHUSL U HACIPOUKU CUCTEM
2IeKMPOHHO20 QOKYMeHmoobopoma

1.3 MecTO0 AMCHUILUIMHBI B CTPYKTYPe OCHOBHOM 00pa30BaTe/IbHOM
MPOrpamMmabl
Hucuuruinna «MHpopManmonHoe oOecrieyeHne yMpaBJIeHUs» BXOAUT B COCTaB YaCTH,

¢dopmHupyeMoil ydacTHHKaMH 0O0pa3oBaTENbHBIX OTHOWICHWHA JHCHUUIUIMH Y4eOHOro IjiaHa
MIOATOTOBKM CTYJIEHTOB MO HamnpasieHuto noaroroBku 46.03.02 «J/lokymeHTOBEeAeHHE U
apxuBoBezieHue» [Ipoduns «HPOpMALIMOHHO-IOKYMEHTAIIMOHHOE 00ECIICUEHUE YIIPABICHUS.
JlucuuiuinHa peanusyeTcss Ha (pakynbTeTe apXMBOBEACHUS W JOKYMEHTOBEACHUS Kadeapoid
aBTOMATH3MPOBAHHBIX CHCTEM JIOKYMEHTALIMOHHOTO 00eCTIeUeHUs YIIPaBICHHUS.

Jlnist OCBOSHMSI TUCIMITIIMHBI HEOOXOJUMBI 3HAHHSI, YMEHHUS U BiaJIeHUs, C(HOPMUPOBAHHbIE

B XOJI€ U3yUEHUS CIEAYIOUX TUCLHUIUINH U POXOKIACHUS INPAKTUK:

- UndopmarmonHoe o61ecTBo U nudpoBas SIKOHOMHUKA

- UnopmarioHHbIe TEXHOJIOTUU

- Unpopmarmonnsie Texnosnoruu B JIOY

B pesynbprare OCBOCHHUS AUCHUILIUHBI (POPMUPYIOTCS 3HAHUSA, YMEHHS U BIAJCHHA,
HEOO0XOIUMBIE ISl M3YUYECHHUS CICAYIOUINX TUCIUILINH U POXO0XKACHUS MPAKTHK:

- YnpaBienue nHpopMaluei u 10KyMeHTalen 3IeKTPOHHOTO NPaBUTEIbCTBA
- UndopmanimoHHO-T0KyMEHTAllMOHHOE 00ecIieueHUe YIPaBICHUS IPOCKTaMU
- @opMarthl IEKTPOHHBIX JOKYMEHTOB B CHCTEMax 3JIEKTPOHHOTO IOKYMEHTO000pOTA.

2  CrpyKTypa JUCUHMILJIMHBI

OO01mast TpyA0€MKOCTh TUCIUTUTHHBI COCTaBisIeT 6 3.e., 216 .

CTpykTypa AUCHHUILIMHBI 1)1 04HO (OpMBI 00yYeHH

O0beM AUCHUILTUHBI B (OpME KOHTAKTHOW PabOTHI OOYYAIOMIMXCS C MeJaroru4ecKuMu
paboTHUKaMU ¥ (WJIH) TUIIAMU, TPUBJICKAEMBIMHU K pean3aliii 00pa30BaTEIbHOMN MPOrpaMMbl Ha
WHBIX YCIIOBHSIX, TIPU IPOBEICHUH YICOHBIX 3aHSATHH:

Cemectp | Tum yaeOHBIX 3aHATUI KonuuectBo
4acoB
2 Jlekuun 32
2 Cemunapsl/mabopaTopHbie pabOThI 48
Bcero: 80

O0beM TUCIHILTUHBI B (DOPME CaAMOCTOSTENBHON pabOTHI 00YYAIOIIMXCs COCTaBIsAeT 136
aKaJIEMUYECKUX YaCOB.




CTpyKTypa JTUCHUIIMHBI JJI51 3204HO (PopMBbI 00yUeHUs1

OO0beM IUCHMIUIMHBI B (pOpME KOHTAKTHON paboThl 00yYaromuxcs ¢ MelIarormyecKuMH
pabOTHHUKAaMU U (UJIH) IMIIAMH, IPUBJIEKAEMBIMHU K peau3aliii 00pa30BaTeIbHON MPOrpaMMBbl Ha
MHBIX YCIOBHSX, IIPH MIPOBEACHNUU YUCOHBIX 3aHATHIL:

Cemectp | Tum yaeOHBIX 3aHATUI KonuuectBo
4acoB
2 Jlexkumn 16
2 Cemunapsl/mabopaTopHbie pabOThI 16
Bcero: 32

O0beM TUCHHILTUHBL B (DOPME CaMOCTOSATENbHON pabOThI 00yYaromxcs coctapiseT 184

aKaaCMH4YC

CKHX YaCOB.

3 Coaepxanue TMCHHUIINHBI

Haumenosanue pazoena
OUCYUNTIUHDBL

Cooeporcanue

Tema 1

Benenue 8 MOY. Pa3Burue
MH(OPMAITMOHHOTO 00IIECTBA.

O6miee noHsTHE HHQOPMALIHY.

JloxymMeHTHpOBaHHAsA HHPOPMAIHS KaK pecypc
yHpaBieHHs. 3aKOHOIATENBCTBO, PETYIUPYIOIIEe
BOIPOCHI yIIpaBJieHNs1 HH(popMaIuel 1 JOKyMeHTanue.
[IpaBuna u crangaptsl B chepe MOY. Jluteparypa mo
Bonpocam MOY. Pa3zsutre nadopmMaioHHOro
00IIIECTBA U €0 OCHOBHBIC XaPAaKTEPUCTHKH.

Tema 2

Ponp undopmannu B
yIpaBiCHHU.

bazoBbie noHsATHS MHDOPMAINH: JTaHHBIE,
cBeneHus, 3Hanus. MHpopMaIioHHbI# mporecc.
Wudopmannonnas cucrema. Poss uHpopmanuu B
ynpasienun. Cucremaruzanus HHGOpMaIy B
aMMHHUCTPATUBHOM ymnpaBieHuH. CBoOWCcTBa
uHpopmanuu. OTAMYUTETBHBIE CBONCTBA
JOKYMEHTHPOBAaHHON MH(OpMaIUH.

Tema 3

Wudopmanronnas

UHPPACTPYKTYpa
OpraHU3aIHH.

WudopmanronHas cpeaa OpraHu3alii.
WNudopmannonnas uHPpacTpyKTypa, ee
KOMIIOHEHTHI. BHYTpeHHSIsI 1 BHEIIHSS cpenia
opranuzanun. Mapopmannonnoe odecneueHue
pabouero mMecra COTpyIHUKA OpraHU3aIHH.
WudopmanroHHbIe pecypchl OpraHnu3alum.

Tema 4

3HeKTpOHHBI€ JOKYMCHTEIL.

[TonsiTHE 3MIEKTPOHHOTO JOKYMEHTA. 3aKOHOATENIBHOE
1 HOPMaTHBHO-METOINYECKOE PELIEHHE BOIIPOCOB
MIPUMEHEHUS Ha MIPAKTHUKE JIEKTPOHHBIX JOKYMEHTOB.
Hocurenn nnpopmanun. bapbepsl Ha myTH BHEApEHUS
3NEKTPOHHBIX JOKYMEHTOB. DJIEKTPOHHAS OIIHCH.
DNEeKTPOHHBIA JOKYMEHTOO0OPOT.

Tema 5

OBonronus
MHPOPMAIIMOHHOTO
o0ecreyeHus yrpaBlieHUs..

PazButue cucrem aenonpousBoactesa B Poccun kak
0asuca MOY.

Opranuzanus ynpaBjieHUs JOKYMEHTaMH B HavaJie
COBETCKOTI'0O IEPHOJIa POCCUKUCKON UCTOPUHU.
VYcuiieHue BIUsAHUSA apXUBHBIX OPraHOB Ha
rocyJapCTBEHHOE J1e0npon3BoAcTBO. Co3nanue
BHUUJIA. Ioaroroska EI'CJl u ET'CJIOY,
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VCJI. Hauano aBToMaTH3aIun
JOKYMEHTAIMOHHOTO 00ECTIeYeHHS yIIPaBICHUS.
Pa3sutie MOV B coBpeMeHHBII Neproj
POCCUICKON UCTOPHH.

Tema 6

ABTOMAaTH3a1Us YIIPaBICHUS
JOKYMEHTUPOBAHHOU
uHpopManuen.

HauanbHbIil 3Tall aBTOMAaTU3al[ud
nenonpousBozactsa (IOY) na 6aze ACY.
Pacummpenue pslHKa KOMIIBIOTEPHON TEXHUKHU.
Pa3BuTHe nponsBocTBa aBTOMATU3HUPOBAHHBIX
cuctem JIOY. Bo3HukHOBEeHHE
CTEeLUANTN3UPOBAHHBIX (PUPM — IPOU3BOAMUTENICH
ACJIOY. CoBpemennsliii ppiHok ACJIOVY.
Cuctremaruzanust AC/IOY. [1pobaembl OLIEHKH U
BbIO0Opa ACJIOVY 11t KOHKPETHOM OpraHu3aIiH.

Tema 7

KnaccugukaTopsl TeXHHKO-
SKOHOMUYECKOU U
COLMaJIbHOW HMH(OpMaIuu 1
CTaHJapThl B
MHPOPMALIMOHHOM
o0ecreyeHn! yIpaBIeHHs.

Henu u 3agaun yHu(UKAUH JOKYMEHTOB.
Hanpasnenust, npuHuuns! 1 Metoas! yHudukamun Y CI.
[TpuHnune! knaccupuKauyu JOKyMEHTHOH
nHpopmanun. Konguposanue nHpopmanum.
l'ocymapcTBeHHas cuctemMa KiacCu(pUKaUU U
koaupoBanus uHopmammu. Kiaccudukatopsr
TEXHUKO-9KOHOMUYECKOH U COLMaIbHON MHPOPMAIIH.

Tema

ONEeKTpOHHOE
MIPaBUTEILCTBO.

KoHIenus 31eKTpOHHOTO PABUTEIBCTBA B
coBpeMeHHOM o01ecTBe. COCTaBHBIC YacTh
ANIEKTPOHHOTO TIPAaBUTEIBLCTBA: OPTaHU3AIHS
rOCY/IapCTBEHHOT'O YIIPABJICHHS HA OCHOBE
ANEKTPOHHBIX CPEACTB 00pabOTKH, Iepeauu u
pacnpocTpaHeHHs: HHOpMaIMU; UHHOPMAIIOHHBIC
TEXHOJIOTHH B TOCYAapPCTBEHHOM YIIPABJICHHUH; CETCBbIC
TEXHOJIOTHH; HH(POPMAIIHOHHOE B3aUMOJICHCTBUE
OpraHoOB TOCY/IAPCTBEHHO BIIACTH M OOIIECTBA C
UCIIONIb30BaHUEM UH()OPMALTIOHHO-
TEJICKOMMYHHKAIIHOHHBIX TEXHOJIOTHI; JJIEKTPOHHBIH
Ou3Hec, aBTOMaTH3MPOBAHHBIC TOCYIAPCTBEHHbIC
CITy>KOBI.
OCHOBHBIE COCTAaBIISIONINE JIEKTPOHHOTO
MPABUTENLCTBA: MOOUIILHOE TOCYAaPCTBO,
YIIPABJICHUE B3aUMOOTHOLIEHUAMU C TPAXKIAHAMU,
ANEKTpOHHAS IeMoKpartus (e-democracy,
3JIEKTPOHHBIE COOOIIECTBA, OHJIAITHOBBIE CITY>KOBI U
nH(pOpMaIs, CTPYKTypHAas IepecTpoika
rOCy/IapCTBEHHBIX cyk0. Poib rocygapcrea B
MMOCTPOCHUU HOBOTO MH()OPMAIIMOHHOTO OOIIECTBA.
dopmupoBanue HHPPACTPYKTYPHI, 00ECIICYHBAIOIICH
B3aUMOJICHCTBHE OPraHOB TOCYIapPCTBEHHOW BIIACTH
MEK/Ty CO0Oii, a TaKKe ¢ OPraHU3aLUSIMA U TPaXKIaHAMH
B paMKax MpPeJI0CTaBICHUS TOCYAapCTBEHHBIX YCIIYT.

[TpoGieMBl, PENATCTBYIOMINE MOBBIIICHHIO
3¢ (HEeKTUBHOCTH UCTIOIB30BaHMS HH()OPMAIMOHHO-
KOMMYHHUKAIMOHHBIX TEXHOJIOTHI B ESITEIILHOCTH
OpraHoOB TOCY/IapPCTBEHHOM BIIACTH.

Enunas rocyaapcTBeHHas MOJUTHKA
(OopMHUpOBaHHS JICKTPOHHOTO NMPABUTEIIBCTBA.

Tema 9

WudpopmannoHHBIH
MEHEKMEHT.

[NosBeHne MHPOPMAIIMOHHOTO MEHEKMEHTA KaK
cepbl MPaKTUIECKOH NEATSIIEHOCTH U HAYYHOM
JUCIIUTLINHEL
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q)OpMI/IpOBaHI/IC CAUHOTO I/IH(l)OpMaL[I/IOHHO-
KOMMYHUKAIIMOHHOT'O MMPOCTPAHCTBA BHYTPU
rocyaapCtsa u B MUPOBOM MacmTa6e;

CraHOBJICHUE U Pa3BUTHE B SKOHOMHKE HOBBIX
TEXHOJIOTUYECKUX YKJIa0B, 0a3UPYIOIUXCs Ha
COBPEMEHHBIX MH()OPMAITMOHHBIX TEXHOJIOTHUSIX.
Co3naHue 1 pa3BUTHE pbIHKA HH(OpMAIUK U
3HaHUI KaK TOBapOB U Mepexo HH(POPMAIIMOHHBIX
PECypCoB B pa3psiJi OCHOBHBIX COLIHAIIBHO-
HSKOHOMHUECKUX pecypcoB. Bospacranue pomu
MH(POPMAIIMOHHO-KOMMYHHUKAITHOHHOM
MH(PPACTPYKTYpPhI B CUCTEME OOILECTBEHHOTO
MIPOM3BOJICTBA; paciiupeHue cheps
MH(POPMALMOHHOM NEeSITETLHOCTH U YCIIYT.
[ToBbllieHue ypoBHS 00pa30BaHMs, HAYYHO-
TEXHUYECKOT'0, KYJIbTYPHOTO Pa3BUTHS 33 CUET
pacumpeHust BO3MOKHOCTEH HH(OPMAIIHOHHBIX
CHCTEM Pa3HOTO YpOBHs 11 0OOMeHa
uHpopmanueit. Coznanue 3pPeKTUBHON CUCTEMBI
o0ecreyeHns IpaB TPakJaH U COLUATBHBIX
MHCTUTYTOB Ha CBOOOTHOE TIOTy4EHHE,
pacrpocTpaHeHHe U HCIIOb30BaHMs HH(POpMaLUU
KaK BXHEWIIETO yCIOBHS JeMOKPATHYECKOTO
pa3BuTHs. CBs3b HHOOPMAITHOHHOT'O MEHEDKMEHTA
U JIOKyMEHTAIlMOHHOTO 00eCIIeUeHUs YIIPaBICHHUS.
NubopMannoHHBIH MEHEKMEHT KaK dTarl
Pa3BUTHSI JOKYMEHTALMOHHOTO 00eCTIeueHHS
yTpaBJICHUS, CBA3aHHBIN C BHEIPEHUEM HOBBIX
MH(POPMALIMOHHBIX TEXHOJIOTHH B 00pabOTKy
JOKYMEHTHPOBAaHHON MH(DOpMAIUH.
Crparernyeckuii U onepaTuBHbIN
MH(QOPMAIIMOHHBIH MEHEPKMEHT.

4 OOpa3oBaTejibHbIEC TEXHOJIOTHH

[Tpu peanu3zaruu nporpaMMbl JUCIHUIUTMHBI HCTIONB3YIOTCS pa3InuHble HH(POPMAIIMOHHbIE
TEXHOJOrMU. Bo BpeMs JEKIMOHHBIX 3aHATUN HUCIOJIB3YIOTCS IEKTPOHHBIE IPE3EHTALUU C
UCIOJIb30BaHUEM  MpoekTropa. Kilacc, OCHaleHHBIH  COBPEMEHHBIMH  KOMIIBIOTEPAMH,
NOJKIIOYEHHBIMU K VHTepHET W OOBEAMHEHHBIMH B €OUHYIO BHYTPEHHIOIO CETb.
JIeMOHCTPAaLIMOHHBIN KpaH, CBA3aHHBIM C KOMIIBIOTEPOM IIPENOAaBaTEs.

JlaGopaTtopHble paboOTBl TPOXOAAT B KOMIBIOTEPHOM KJIacce C HCIOJIb30BAHUEM
CMELUAIN3UPOBAHHOTO MPOTPAMMHOT0 obecrieueHus] 1 WH(POPMAIIMOHHBIX PECYpCOB, a TaKKe
HEOOXOMMOTr0 TEXHUYECKOT0 00ECIIeUeHHUS.

CamocrosTenbHas paboTa CTYIEHTOB BKJIIOYAET B ce0sl KOHCYJIbTALUHU INPETOAaBATEIS
IpU TOATOTOBKE pedepaTroB, a TakkKe CAMOCTOSTENbHYIO paboTy CTylIeHTa C pecypcamu
WuTepHera, MHPOPMAIMOHHBIMUA TPAaBOBBIMU CHCTEMaMHM, IOCEIICHUE CIEHUATU3UPOBAHHBIX
BBICTABOK M KOH(EPEHIHiA, yyacTre B paboTe KPYIJIbIX CTOJIOB H T.II.

B mepuox BpeMEHHOTO MPUOCTAHOBICHUS IMOCEUICHHS OOYyYalOUMMHCS MOMEUICHUN U
teppuropun PITY s opranmsanuu ydeOHOro mporecca ¢ NPUMEHEHHEM 3JIEKTPOHHOTO
o0y4YeHHs W JUCTAHLMOHHBIX OOpPa30BaTENbHBIX TEXHOJIOTUH MOTYT OBITH HCIIOJIb30BaHBI
clieayolre o0pa3oBaTesIbHbIE TEXHOIOTHHU:

— BUJEO-JIEKIINH;

— OHJIAIH-JIEKLIUU B PEKUME PEaJIbHOTO BPEMEHU;



— DIIEKTPOHHBIE YUYECOHUKHU, yueOHbIe TOCOOHS, HAyYHbIEC N3JaHHUS B JIEKTPOHHOM BUC U
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JOCTYTI K MHBIM 3JIEKTPOHHBIM 00pa30BaTEIIbHBIM pPecypcam;
— CHUCTEMBI IS 3JIEKTPOHHOI'O TECTUPOBAHNS,
— KOHCYJIbTALlUH C UCIIOJIb30BaHUEM TEIIEKOMMYHHUKALIMOHHBIX CPECTB.

JOKYMEHTUD

4

Ne n/n Haumenosan Buowl yuebnvix 3anamuii Hngpopmayuonnsie u
ue pasoena 0bpazosamenbHble MexHON02UU
1 2 3 4
1 Beenenue |Jlexuus Ne 1 BBopgHas 1ekius ¢ UCIOJIb30BaHUEM
B OV. BHUJIEOMATEPHAIIOB
PasBuTHE CamocrostenbHas padora KoHncynpTupoBanue u nposepka
JIOMAIITHUX 33JIaHUI IOCPENCTBOM
uHopman JNEKTPOHHOU HO‘-IF"I)“BI
HMOHHOTI'O
obmiecTna.
2 Jlexmus Ne 2 Jlekuus-Busyanu3anus ¢
Pons IIPUMEHEHHUEM CIIaliJI- MPOEKTOopa
nHpOpMaIl CamocrosTenbHas pabora KOHchII:TI/IpOBaHI/IUC U IIPOBEpKa
W B JIOMAIIHUX 33JIaHUI IOCPENCTBOM
AJEKTPOHHON MOYTHI
yIIpaBJICHU
.
Nudopmarm |Jlexmus Ne 3 Jlexuus-Busyanuzanus ¢
OHHas IIPUMEHEHHUEM CJIaliJI- IPOEKTOpa
undpactpyk |[Ipakruyeckoe 3ansTre Ne [3aHATHS B KOMIIBIOTEPHOM Ki1acce
3 Typa 1
opranusanuu | CamocrosrtenbHas pabora |KoHCynbTHpOBaHUE U IPOBEpKa
JIOMAalTHUX 33JJaHUI OCPEICTBOM
AJIEKTPOHHOW MOYTHI
Jlexmus Ne 4 Jlekuus-Busyanu3anus ¢
IIPUMEHEHHUEM CJIaliJI- IPOEKTOpa
ONEKTPOHHBI
[IpakTuueckoe 3anaTue 3aHATHs B KOMIIBIOTEPHOM KJ1acce
4 Ne2
JOKYMEHTHI.
CamocrosrenbHas pabora |KoHCynpTHpOBaHUE U IPOBEpKa
JIOMAalTHUX 33JJaHUI OCPEICTBOM
3JIEKTPOHHOW MOYTHI
Opomonust |Jlekmust Ne 5 Jlekuus-Busyanu3anus ¢
uHpOpMAIINO IIPUMEHEHHUEM CJIAlJI- IPOEKTOpa
HHOTO [IpakTuueckoe 3anaTue 3aHATHs B KOMIIBIOTEPHOM KJ1acce
5 obecrieuenus | Ne3
ynpasieHus |CamocTosiTenbHas pabota |KoHCynbTUpOBaHME U MPOBEPKA
JIOMAaITHUX 33JJaHUI IOCPEICTBOM
3JIEKTPOHHOW MOYTHI
Asromaru3a |JIekuus Ne 6 Jlexuus-Busyanuzanus ¢
6 s IIPUMEHEHHUEM CIIalJI- MPOEKTOopa
ynpasnenus |[Ipaktnueckoe 3ansatie Ne |3aHATHS B KOMIIBIOTEPHOM KJ1acce
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oBanHoi |CamocTosiTensHas pabota |KoHCynbTHpOBaHME U IPOBEPKA
uHpopmanue JIOMAalTHUX 33JJaHUI IOCPEICTBOM
1. 9JIEKTPOHHOU MOYTHI
Knaccuduxka |Jlekius Ne 7 Jlekuus-Busyanu3anus ¢
TOPBI IIPUMEHEHHUEM CJIaliJI- IPOEKTOpa
TEXHHUKO- [IpakTuueckoe 3anaTue 3aHATHs B KOMIIBIOTEPHOM KJ1acce
9KoHOMHYEC |No5
KOH U CamocrosrenbHas pabora |KoHCynpTHpOBaHUE U IpOBEpKa
COLMAIbHOU JIOMAIIIHKUX 3aaHui TI0CPEICTBOM
7 uH(popManuu 3JIEKTPOHHOM MOYTHI
u
CTaHIapThl B
uHpOpPMALINO
HHOM
obecrieyeHnn
yIpaBJIEHUSI.
8 OnektpoH |Jlekuus Ne 8 Jlekuus-Busyanu3anus ¢
HOE IIPUMEHEHHUEM CIIAlJI- MPOEKTOpa
npasureln |[IpakTuyeckoe 3aHsTHE 3aHATHs B KOMIIBIOTEPHOM KJ1acce
BCTBO. Neb
CamocrosrenbHas pabora |KoHcynpTHpoBaHUE U IpOBEpKa
JIOMAaITHUX 33JJaHUI IOCPEICTBOM
AJIEKTPOHHOW MOYTHI
9 Nudopmanu |Jlekius Ne 9 Jlekuus-Busyanu3anus ¢
OHHBIN IIPUMEHEHUEM CIIai- IPOEKTOPA
MEHEIKMEHT
[IpakTuueckoe 3anarue 3aHATHs B KOMIIBIOTEPHOM KJ1acce
Neb
CamocrosrenbHas pabora |KoHCynpTHpOBaHUE U IpOBEpKa
JIOMaIIHUX 33JJaHUI IOCPECTBOM
AJIEKTPOHHOW MOYTHI

5 OwueHka IIaHUPYEMBbIX Pe3yJIbTATOB 00y4eHHs

5.1 Cucrema onieHUBaHHUSA

dopMa KOHTPOJIA Cpok OT4ETHOCTH Makc. Konu4yecTBo 0aJIjioB
3a oqHy Bcero
paboty
Texymui KOHTPOIIb:
- OIpocC 1,2,3,4,5 Henenu 5 OamioB 25 OamioB
- KOHTpoJIbHast paboTa (Tema 4) 4 nenens 15 Gannos 15 Gannos
- MOJITOTOBKA pedepata (TeMsl 1-5) 2 Henens 20 6ammoB | 20 Gansios
Hrorosas arrecranus 7 Henens 40 6anmoB | 40 Ganos
(7K3ameHn)
Hroro 3a qucuuIiauny 100 6amnoB

ITosy4eHHBII COBOKYNIHBIN pe3yabTaT KOHBEPTUPYETCS B TPAAULIMOHHYIO IIKATy OLICHOK U B
IIKaly OIleHOK EBporieiickoii cucteMsl epenoca u HakoruieHus kpeautos (European Credit
Transfer System; nanee — ECTS) B cooTBeTCTBHHM ¢ TaOnuIeit:




11

100-6aymipHas TpaionHas mkana Ixana
[IKaJia ECTS
95— 100 OTan4HO A

83 -94 B

68 — 82 Xopo1io 3a4TE€HO C

56 - 67 D
5055 yIOBJIETBOPUTEIHHO E
20-49 FX
0-19 HEYJIOBJIETBOPUTEIHHO HE 3a4TEHO F

5.2 KpnTepml BBICTABJICHHUA OLICHKH 110 JUCIHHUIIJINHE

Bamnel/
lxkama ECTS

O1ueHka 1o
NIUCIUATUINHE

Kputepun onieHKH pe3yiabTaToB 00yUEHUs 10 TUCIHUILIINHE

100-83/
A.B

«OTJIUYHO»

BricraBnsiercs o0yuaromemMycs, €ciid OH IITyOOKO U
IIPOYHO YCBOMJI TEOPETUYECKUM U IPAKTUUECKUI
MaTrepua, MOXET IIPOAEMOHCTPUPOBATh ITO HA 3aHATUAX U
B X0JI¢ IPOMEKYTOYHON aTTECTaLUU.

OOyuaronuiics HCUEPIIBIBAIOIIE U JOTMYECKH CTPOIHO
u3JaraeT yueOHbIi MaTepuall, yMeeT yBSI3bIBaTh TEOPUIO C
IIPAaKTUKOM, CIIPABIISICTCA C PEIICHUEM 3aad
npodeCCUOHATLHON HANPAaBICHHOCTH BHICOKOTO YPOBHS
CJIO’KHOCTH, NTPABHIILHO OOOCHOBBIBACT MTPUHSATHIC
peleHusl.

CB000/IHO OpUEHTHPYETCS B YUEOHOH U
npodeCCUOHATBLHOM TUTepaType.

O1eHKa Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYarOmEMyCs C
y4E€TOM PE3YNbTATOB TEKYILEH U IPOMEKYTOUHOU
aTTeCTalUu.

Komnerenmuu, 3akpeni€Huble 3a AUCHUIIIMHOM,
c(OpPMHPOBAHBI HA YPOBHE — «BBICOKHUI.

82-68/

«XOopouio»

BricraBnsiercs oOyuaromemMycs, €ciii OH 3HaeT
TEOPETUYECKUH U IIPAKTUYECKUNA MaTepuai, IpaMOTHO U 110
CYILIECTBY M3JIaraeT €ro Ha 3aHATHUSIX U B XOJE
IIPOMEKYTOYHON aTTECTALUH, HE JOIYyCKasl CYLIECTBEHHbIX
HETOYHOCTEH.

OOyuaromnuiicss IpaBUIBHO IPUMEHSIET TEOPETHUECKHUE
IOJIOXKEHUS IIPU PELLIEHNUHN ITPAaKTUYECKUX 3a/1a4
npodeCCHOHATBLHON HAMIPABICHHOCTH Pa3HOTO YPOBHS
CJIO’KHOCTH, BJIa/IeeT HEOOXOAMMBIMH ISl TOTO HaBbIKAMH
U IpUEMaMU.

JIOCTaTOYHO XOPOIIO OPUEHTHPYETCS B YUeOHOH U
npodeCCUOHATILHOM TUTepaType.

OreHKa Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYarOmEeMycs C
y4E€TOM PE3yNIbTATOB TEKYILEH U IPOMEKYTOUHOU
aTTeCTalUu.

Komnereniuu, 3akpeniaéHuble 3a AUCIUITUITMHOMN,
c(OPMHPOBAHBI HA YPOBHE — «XOPOIIHUI.
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Bamnel/

O1ueHka 1o

Hlkana ECTS | qucouruinge

Kpurepun onieHKH pe3yabTaToB 00yUEHUs 10 TUCIHUILIIHNHE

67-50/
D.E

«yIOBJIETBOPU-
TEIILHO

BrictaBnsiercs o0yuaromemMycs, eciii OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUYECKUI U MPAKTUYECKUN MaTepHall,
JIOIYCKAET OTAETIbHBIC OMIUOKH MPH €ro U3JI0KEHUU Ha
3aHATHUAX U B XOZE IIPOMEXKYTOYHOU aTTECTALIUH.
OOyuaronuiicss UCTIBITHIBACT ONpPEACIEHHBIE 3aTPYAHEHUS
B IPUMEHEHHUH TEOPETUYECKUX ITOJI0KEHUN IIPU PEILICHUH
MPAaKTUYECKHX 3a/1a4 MPO(HeCCHOHAIBHON HAPaBICHHOCTH
CTaHZAPTHOI'O YPOBHS CIIOKHOCTH, BJIaJI€ET
HEOOXOUMBIMU JIJIs1 3TOTO Oa30BBIMHM HAaBBIKAMHU U
IPUEMAMH.

JIeMOHCTpHpPYET A0CTaTOYHBIN YPOBEHb 3HAHUS yUEOHOM
JIUTEPaTyphl 10 JUCLUIIIIUHE.

OreHKa Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYaromEeMycs C
y4E€TOM PE3YNbTATOB TEKYIEH U IPOMEKYTOUHOU
aTTeCTaluu.

Komnereniuu, 3akperiéHnble 3a AUCIUTUTMHOMN,
c(OPMHPOBAHBI HA YPOBHE — «IOCTATOUHBINY.

49-0/
F,FX

«HCYHOOBJICTBOPUTC
JIBHO»

BricraBnsiercs oOyuaromemMycs, €ciii OH He 3HaeT Ha
06a30BOM ypOBHE TEOPETUYECKHI U MPAKTUUECKUI
MaTepHal, JoMycKaeT rpyOblie OUIMOKY IpU ero
U3JI0’KEHUU Ha 3aHATHSX U B XOJ€ IPOMEXYTOUHON
aTTeCTalUu.

OOyuaronuiicst UCTIBITHIBACT CEPbEIHBIC 3aTPYAHEHUS B
IIPUMEHEHUH TEOPETUUECKUX ITOJI0KEHUN IIPU PEILICHUH
MPAaKTUYECKHX 3a/1a4 MPO(eCCHOHAIBHONW HAPaBICHHOCTH
CTaHIAPTHOI'O YPOBHS CIIOKHOCTH, HE BIIAJIEET
HEOOXOIMMBIMU JIJISl 3TOTO HAaBBIKAMU U MIPHUEMaMHU.
JleMOoHCTpHpYeT (pparMeHTapHbIe 3HAHUS YIeOHOM
JUTEPATYpPHI 110 TUCLHUIUIMHE.

O1eHKa Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYaromeMycs C
y4E€TOM PE3YNbTATOB TEKYIIEH U IPOMEKYTOUHON
aTTeCTalUu.

KomMmnereHuu Ha ypoBHE «JOCTaTOUHBII», 3aKPEIUIEHHBIE
3a AMCUUIUIMHON, He C(OPMHPOBAHBI.

5.3 OueHo4HbIe cpeacTBa (MAaTEPHUAJIBbI) ISl TEKYLIEro KOHTPOJIS
ycneBaeMocCTH, HpOMe)I(yTO‘IHOﬁ arrecranmmmu oﬁyqammnxcsl o
JUCHHUILJINHE

IIpumepHbIe TeMbl pedepaToB 1O pa3aesaam AUCHUILIMHBI:

O0630p 3akoHOATENBHBIX aKTOB B chepe MOV .

1.

2
3.
4

O0630p HOpMaTUBHBIX aKTOB B cepe MOY

00630p crarnaptos B chepe MOY

O0630p HOpMATUBHO-METOIMYECKUX TOKYMeHTOB B cpepe MOV (IIpasuna,

MHCTPYKLUH, PETJIAMEHTHI).

00630p MexXITyHApOAHBIX cTaHAapTOB B chepe MOY.




18.
19.
20.
21.
22.
23.
24.
25.
26.
27.
28.
29.
30.
31.
32.
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Pone naopmManum B ynpaBieHuu.

[TonsaTue unopMaIy 1 ee CBOMCTBA.

[TonsaTne nHMHOPMAIIMOHHOTO MpoLIecca.

[TonaTue nHGOPMAITMOHHON CHCTEMBI.

Knaccudukanus nadopmarum.

Crnenuduka TOKyMEHTUPOBaHHON MH(POPMAIIUH.

WNudopmanronnas HHPPaCTPyKTypa OpraHu3aIum.

[TonsiTre nHGOPMALIMOHHOTO pecypca.

[Tonsitue s3nexTponHoro nokymenta (3/1).

HopmaruBHo-MeToanueckas 6a3a npumenenus /1.

[Tpo6nemsl BHenpeHus: 3] B COBPEMEHHYIO MPAKTHKY PaOOThl OpraHu3aIfil.
OcHOBHbBIE HaINpaBJICHUs] ABTOMATU3ALUH paboTHI ¢ HHpOpMaLKe 1
JOKYMEHTAlMeN B OpraHu3alusx.

[ToHsATHE aBTOMATU3UPOBAHHON HH(POPMAITMOHHON CHCTEMBI.
CucremaTu3zanus aBTOMaTU3MPOBAHHBIX CUCTEM YNPABJICHUS TOKyMEHTAMHU.
Mertoarka BbIOOpa aBTOMATU3UPOBAHHONW CUCTEMBI YIIPaBJICHUS IOKYMEHTAlUEeH.
MeToauKy OLIEHKH aBTOMaTU3UPOBAHHBIX CUCTEM YIIPABJICHUE JOKYMEHTAIUEH.
XapaKkTepucTUKU MHPOPMAITMOHHOTO O0IIIEeCTBA.

[TonsTne nHMHOPMAIIMOHHOTO MEHEIKMEHTA.

[Tpenmer HHPOPMALIMOHHOTO MEHEIKMEHTA.

CBs3p UM 1 1OKYMEHTallMOHHOTO 00ECTIeUeHH sl yIIPaBICHUSI.
Crparernueckuit UM.

OneparusHblii M.

OpranuzannonHas crpykrypa UM B ynpaBieHuH.

CocraBnble anemMeHTsl UM opranuzanumu.

Ponb yenoBeka — cnenuanucra B cucreme M.

Hcropuueckas 3omonus MOY

DJEeKTPOHHOE MPABUTENBCTBO: 3a1aui, PYHKLUH, CTPYKTypa

KOHTpOJ’[LHbIe BOIIPOCHI M 3aJaHUA JIA l'[pOMC)KyTO‘lHOﬁ aTTeCTAallMi IIO UTOraM
OCBOCHHUSA JHCHUIIINHBI

KonTponsHoe 3ananue: IloaroroBka cxeMbl HHPPaCTPYKTYPbl OPraHU3AIUHA

KOHTpOJII)HaSI pa60Ta: ABTOMaTHI}aIII/Iﬂ YHupaBJjeHUsA IlOKyMeHTHpOBaHHOﬁ

uHopManHeH.
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®opMa NpOMEKYTOYHOU aTTECTALUN:

Bomnpocs! Kk 3k3aMeHy

e O030p 3aKOHOATENBHBIX aKTOB B cepe MOV,

e O0630p HOpMATHBHBIX aKTOB B chepe NOY

e O0630p cranaaptos B chepe UOY

e 0030p HOPMATHBHO-METOIMYECKUX TOKYMeHTOB B cepe MOV (IIpaBuna, HHCTPYKIHH,
pErIaMEHTBHI).

e 0030p MeXITyHApOIHBIX cTaHIApTOB B chepe LOY.

e Ponp nadopmMaium B ynpaBieHUH.

e [lonsaTue uH(pOpMAINK U €€ CBOMCTBA.

e [lonsTHe nH(pOPMAIIMOHHOTO MpoLIecca.

e [lonsTue nH(pOPMAIIMOHHON CUCTEMBI.

e Knaccugukarus nahopMarym.

e Cremuduka TOKyMEHTHPOBAHHOW HH(POPMALIUH.

e HudopmanronHas HHPPACTPYKTypa OpraHU3aIUH.

e [lonsTue nHPOpPMAIIMOHHOTO pecypca.

e [lonsTue 3nmekTpoHHOr0 Ao0KyMeHTa (D/1).

e HopmaruBHo-MeToauueckas 6aza npumenenus /1.

e [Ipobnemsl BHeIpeHus: /] B COBPEMEHHYIO MPAKTHKY PaOOThI OpraHu3aIuil.

e OcCHOBHBIC HalpaBJICHUS aBTOMATHU3aLUHU paboTHl ¢ HH(pOpMAIMEl 1 JOKyMEHTalueH B
OpraHM3alMsIX.

e [loHsATHEe aBTOMAaTU3NPOBAHHON HH(POPMAITMOHHON CHCTEMBI.

e (Cucremaru3anys aBTOMaTU3UPOBAHHBIX CUCTEM YIIPABIEHUS JOKYMEHTaMH.

e Meroanka BbIOOpa aBTOMATU3UPOBAHHOW CUCTEMBI YIIPaBJICHUS TOKYMEHTAlUEH.

e MeToaMKH OLIEHKH aBTOMAaTU3MPOBaHHBIX CUCTEM YIIPaBJICHHUE JOKYMEHTALUEH.

e XapakTepUCTUKU HH()OPMAITMOHHOTO O0IIEeCTBA.

e [lonsaTue nH(MHOPMAIIMOHHOTO MEHEIKMEHTA.

e [Ipeamer HHPOPMALIMOHHOTO MEHEKMEHTA.

e CBs3b UM 1 1OKYMEHTALIMOHHOTO 00ECTIeUeHH sl yIpaBICHUSI.

e Crparernueckuiit UM.



15

e OmneparusHbiii M.

e OpranusanuoHHas crpykrypa MIM B ynpasieHumu.
e (CocraBHble 351eMeHTsl UM opranuzanum.

e Poub yenoBeka — cnenuanucra B cucreme M.

e Hcropuueckas 3somouus MOY

e DJEKTPOHHOE MPABUTENBCTBO: 3a/1a4l, QYHKLUH, CTPYKTYpa.

6 YueOHo-MeTOoaM4YecKOe U HH(POPMAIMOHHOE O0ecTiedeHUEe TUCHUIITIMHBI
6.1 CnucOK HCTOYHHUKOB M JIUTEPATYPHI

a) OCHOBHBIE UCTOYHUKH

1. Koucrurynus Poccuiickoii @enepanuu ot 12 gexadpst 1993 r.
2. ®epepanbHbli 3aK0H 0T 22 okTA0ps 2004 1. Ne 125-D3 «O06 apxuBHOM nene B Poccuiickoit
Denepanumy.

3. ®enepanbublii 3akoH 0T 10 stHBaps 2011 1. Ne 1-DO3 «O0 31eKTPOHHOI MOATTUCH.

4. ®@epepanpHblii 3akoH OT 27 nexabps 2002 1. Ne 184-03 «O TexHHYECKOM
PETYIMPOBAHUM.

5. ®epepanbHblii 3akoH oT 27 wmionst 2006 1. Ne 149-®3 «O6 wuHbpopmanuy,
MH(POPMALMOHHBIX TEXHOJOTHX U O 3aIUTe HHPOPMALIUN.

6. ®enepanbhblii 3akoH OT 27 utoiist 2006 r. Ne152-D3 «O nepcoHanbHBIX JaHHBIX).

7. ®enepanbhbiit 3akoH 0T 27 utong 2010 r. N 210-d3 «O6 opranuzanuy npeaoCcTaBICHUs
rOCy/IapCTBEHHBIX U MyHUIIMIIAIBHBIX yCIyT".

8. ®denepanbubiii 3akoH N 227-03 "O BHECEHUU U3MEHEHU B OT/IETbHbIE 3aKOHOIATENbHbIE
akThl Poccuiickoii ®@enepanuu B cBsi3u ¢ npuaiatueM denepanbHoro 3akona "OO6 opraHuzanuu
IIPEIOCTABIIEHNUS TOCYIaPCTBEHHBIX U MyHULIMIIAJIBHBIX YCIYT) .

9. [Mocranosnenue IlpaBurensctBa PO ot 15 utons 2009 r. Ne 477 «OO6 yTBepKIeHUN
[IpaBun genonpou3BojAcTBa B (enepalabHBIX OpraHax MCIOJHHUTENbHON BiacTu» (pex. ot
26.04.2016) // «Cobpanue 3akononatenbctBa POy, 22.06.2009, Ne 25, ct. 3060.

10. [Tocranosnenue [IpasurensctBa PO ot 10 Hos16pst 2003 1. Ne 677 «O6 o61mepoccHiickux
KJaccu(ukaTropax TEXHMKO-DKOHOMHUYECKOW W COIMAJbHOM HH(pOpMAIMM B COLMAIBHO-
HKOHOMHUECKOH 0071aCTH.

11. Konnenuus popmupoBanus B Poccuiickoit denepariyiy 31€KTPOHHOTO MTPABUTENBCTBA 10
2010 roga. Ono6pena Pacnopsikenuem IlpaButensctBa Poccuiickoit @enepanuu ot 6 mas 2008
r. Ne 632-p.

12. Vka3 IIpe3unenta Poccuiickoit @enepauuu ot 9 mast 2017 r. Ne 203 «O Crparerun

pa3ButHs uMHGOpManmonHoro obmectBa B Poccuiickoir @enepauun Ha 2017-2030 rogsn» //
«CobOpanne 3akoHogarenscTBa POy, 15.05.2017, Ne 20, ct. 2901.

13.  Pacnopsixenue IIpaButenscrBa Poccuiickoit @enepanun ot 28 urons 2017 r. Ne 1632-

p «O06 yrtBepxkaenuu nporpammbl "Lludposas skonommka Poccuiickoit ®eneparuu’y //
«CobOpanune 3akonogarenscTBa POy, 07.08.2017, Ne 32, ct. 5138.

14. Tlocranosnenue [IpaBurenscra PO ot 25 nexkadbps 2014 r. N 1494 «O06 yTBepkIeHIH

mpaBwJI OOMEHa JOKYMEHTAaMHU B JJIEKTPOHHOM BHJIE TMPH OpPraHU3aluu WHEGOPMAIMOHHOTO
B3aUMOIEHCTBU.

15. Ilnan meponpusTuil no HanpasiaeHuto «HopmMaTuBHOE peryanpoBaHue) MporpaMmMbl
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«Hu¢posas skoHomuka Poccuiickoit @eneparum» (yTB. IIpaBUTEIHCTBEHHOW KOMHCCHENH IO
MCTOJIb30BAHUIO0 MH()OPMAIIMOHHBIX TEXHOJOTHH JJIS YIy4YlIeHUs KAauecTBa XU3HH U YCIIOBHM
BEJICHUS MPEANPUHUMATEIBCKONW AesTenbHOCTH (TpoTokon oT 18 nexabps 2017 1. Ne 2))
[DneKTpOHHBII pecypc] URL:
http://static.government.ru/media/files/P7LOVHUjwVJPINcHrMZQqEEeVqXAC wXR.pdf

16. Ilpuka3 MunucrepcrBa KyapTypsl P® ot 31 mapra 2015 r. Ne 526 (3apeructpupoBan
Muntoctom Poccun 7 centsiops 2015 r.) «O0 yrBepxknenun IlpaBun opraHuzanuy XpaHeHHS,
KOMIUICKTOBAHUS, y4eTa M HCIOJb30BaHUS JIOKYMEHTOB apxuBHOro ¢ouaa Poccuiickoii
@denepalli M APYTUX apXUBHBIX JOKYMEHTOB B OpraHax rocyJdapCTBEHHOM BJIACTH, OpraHax
MECTHOT'O CaMOYIIPaBJICHUS U OpraHU3aLUIX).

17. IlpaBuna opraHu3aliy XpaHEeHUs, KOMIUIEKTOBAHUS, Y4ETa U UCIIOJIb30BaHUS
IOKyMeHTOB ApxuBHoro ¢onga Poccuiickoit @enepanuu u APYyrux apXvBHBIX JOKYMEHTOB B
TOCYJapCTBEHHBIX W MYHHUIMIAIBHBIX apXWBax, My3esiX W OuOIMOoTeKax, OpraHu3aLusX
Pocculickoil akageMuu HaykK YTBEpP)KIAEHBI IIPUKa30M MuHucCTEpCTBa KYJIBTYPHI M MAaCCOBBIX
koMMyHuKanuil Poccuiickoit denepaunn ot «18» aupaps 2007 r. Ne 19.

18. [lepeueHb THUIIOBBIX YIPABICHUECKUX APXMBHBIX  JOKYMEHTOB, OOpa3yIOIIMXCS B
IIPOLIECCE AEATEIBbHOCTU T'OCYIAapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIPABIICHUS U
OpraHM3alyii, ¢ ykazaHueM cpokoB xpaHeHus (yTB. IIpuxazom Munkynetypsl PO 25 aBrycra
2010 r., mpuxa3 Ne558). M., BHUNIA, 2010.

19. O6mepoccuiickuii kinaccupukatop ynpasieHueckoi nokymentamuun OK 011-93 (ytB. u
BBelleH B JieiicTBue mocraHoBieHueM [occranmapra Poccum ot 30 gexabps 1993 r. Ne 299,
nociennee usmeHenue — 24/2005).

20. Ynpasnenue nokymMmeHTaMH. TepmuHsl U onpeaenenus: Cnosaps. M.: BHUMIA/L, 2013.
C.31

21. ISO/IEC 21320-1:2015 «Mudopmanmonnsie TexHOIOTHH - Dail-KoOHTeHHep AT
nokymenta. Yacts 1: OcHoBHas yacte» (Information technology - Document Container File - Part
1: Core).

22.TOCT P 7.0.8-2013. «CUBUJI. [lenonpou3BOACTBO M apXUBHOE A€a0. TepMUHBI U
onpeaenenus» (yrB. [Ipukazom Poccrangapra ot 17.10.2013 N 1185-c1).

23.TOCT P 52292—2004. DnexTpoHHbII 00MeH nHpopManueil. TepMUHBI U ONpeAeTIeHHUS.
— (UudopmanmoHHast TEXHOIOTHSA).

24.TOCT P 52294—2004. VYmnpaBieHue opraHusalueil. OIEKTPOHHBIM perjgamMeHT
aJIMUHUCTPATUBHOM U CITy>Ke€OHOM nesTeabHOCTH. OCHOBHBIE TIOJIOKEHUSI.

- TuTepaTypa (OCHOBHasl, JOIOJIHUTENbHAA);
a) OCHOBHasl JINTepaTypa:

1. Jlapyp Muxaun BacunbseBuu. HHpopMannoHHoe oOecnedyeHue ynpabJIeHUSsI
[DnexkTpoHHEIH pecypc] : yueOHoe mocodue / Jlapua Muxann BacunseBuu; M. B. Jlapun ; [M-Bo
obpazoBanus U Hayku Poc. @enepannu, Oenep. roc. 6101KeTHOE 00pa30BaT. YUPEIKICHNUE BBICIIL
obpasoBanus "Poc. roc. ryMaHuTapHbIN YH-T"]. - DnekTpoH. naH. - Mocksa : PITY, 2018. - 278,
[1] c. - Pexxum moctymna : http://elib.lib.rsuh.ru/elib/000012473. - 3arn. ¢ skpana. - [ISBN 978-5-
7281-2036-0.

2. Opranu3anoHHOE MPOESKTUPOBAHHUE: PEOPTaHNU3ALUS, PEUHKHHUPHHT, TAPMOHU3AIHS
yuae6. mocooue / C.A. Jlouan, JLM. Ansburep, ®@.3. Cemenona, J[.C. Ilerpocsa ; mox pen. [.C.
[Terpocsna. — M. : UHDOPA-M, 2018. — 196 c. — (Bricmiee obpazoBanue: Marucrparypa). —
www.dx.doi.org/10.12737/19670. - Pexxum noctyna: http://znanium.com/catalog/product/969592

0) 10MOJIHNTEJIbHAS JINTepaTypa:
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1. Ympasnenue kauecTBoM HMH(popmMarmonHsix cucreM / Mcaes I H. - M.:HUIL] UTHOPA-M,
2015. - 200 c.: 60x90 1/16 ISBN 978-5-16-103583-2 (online) - Pexxum nocryma:
http://znanium.com/catalog/product/521644

2. Taitm-menemxment. [Tomuslit kype / Apxanrensckuii I.A., bextepes C.B., Jlykamenko M.
- M.:Anpnimna [1a6a., 2016. - 311 c.: ISBN 978-5-9614-1881-1 - Pexum nocrtymna:
http://znanium.com/catalog/product/925383

3. Tomuueina Onbra Jleonunosna. Mapopmanmonnsle cuctemsl : yuebnoe nocoodue / O. JI.
l'omunpiaa, H. B. Makcumos, U. U. [Tonos. — 2-¢ u3g. — M. : ®OPYM : UHOPA-M,
2018. — 448 c. : wmn. — (Beicmiee oOpa3oBanme). - Pexum gocryna:
http://znanium.com/catalog/product/953245

4. BapdonomeeBa Aunekcanapa OmneroBHa. VHpopManMoHHBIE CHCTEMBI HPEANPHUITHSA :

yueb. mocodue / A.O. Bapdonomeena, A.B. Kopsakosckuii, B.Il. PomanoB. — 2-e u3n.,
nepepad. u gorn. — M. : MHOPA-M, 2019. — 330 c. — (Beicmee oOpazoBaHue:
bakanaBpuar). —  www.dx.doi.org/10.12737/21505. -  Pexum  nmocryma:

http://znanium.com/catalog/product/1002067

I'punbepr A.C., Kopons N.A. MHpOpMaLMOHHBI MEHEIKMEHT: Yueb. mocobue s
By30B. — M. : FOHUTU-JTIAHA,2017. — 415 c. — (Cepust «IIpodeccuonanbHplii yueOHUK:
Wudopmaruka»). - ISBN 978-5-238-00614-4. - Tekctr : onekrponnslidi. - URL:
http://znanium.com/catalog/product/1028593

6.2 IlepeueHs pecypcoB HHGPOPMALMOHHO-TEJIEKOMMYHHUKALMOHHOMN CeTH
«AnTepHeT»
www.gov.ru/ - CepBep OpraHoB ToCyaapcTBEHHOM BiIactu PO

www.gosuslugi.ru/ - CnpaBouHO-HH(pOpMaITMOHHBIN TIOpTai «l'0CyAapCTBEHHBIE YCIYTH»

www.rusarchives.ru — ApxuBHOE areHTcTBO PO

www.vniidad.ru/ - BHUUJIA L (Bcepoccuiickuii HayuyHO-HUCCIEN0BATEIbCKUNA HHCTUTYT

JIOKYMEHTOBEJICHUS U apXUBHOTO JIETIA)

WWW.minsvyaz.ru/ - MUHHCTEpCTBa CBS3H U MaCCOBBIX KOMMYHHUKaIuii PO

www.consultant.ru/ - opurransHbIi caidT komnanuu Koncynasrantllmoc

www.garant.ru/ - “H(popMarmoHHO-IpaBoBoi noptai ['apant

WWW.cnews.ru/

www.ecm-journal.ru/

6.3 IIpodeccnonanbHble 0a3bl JAHHBIX U HHPOPMALIMOHHO-CIIPABOYHbIE
CUCTEMbI

Hoctyn k npodeccuonanbHbIM 0a3am naHHbIX: https://liber.rsuh.ru/ru/bases
WudopmanroHHbIe CIIPaBOYHbBIE CUCTEMBI:

1. Koncynsrant Ilntoc
2. Tapanr
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7 MaTepI/IaJILHO-TeXHI/I‘IeCKOG o0ecmeueHue ANCIHHUIIINHBI

Aynuropun Juisi pOBEACHUS JIEKIIMA U CEMUHAPCKUX 3aHATUI C TEXHUYECKUMU CPEJICTBAMU
o0yuyeHus (MyJIbTUMEIUA-TTPOSKTOP (BUICONPOEKTOP), 3KpaH (IIEPEHOCHOM MM CTAI[HOHAPHBIN)),
KOMIIBIOTEPHBIH KJIACC [T TPOBEACHUS JIAOOPATOPHBIX 3aHATHH.

1. Ilepeuens ITO

Nent Haumenosanue [10 [IpousBoaurens Crioco6
/m pacrpocTpaHeHHs
(ruyensuonnoe unu
6000010
pacnpocmpausemoe)
1. Adobe Master Collection CS4 Adobe JINLIEH3MOHHOE
2. Microsoft Office 2010 Microsoft JIMIIEH3UOHHOE
3. Windows 7 Pro Microsoft JINIEH3UOHHOE
4. Microsoft Office 2013 Microsoft JIMIIEH3UOHHOE
5. Windows 10 Pro Microsoft JILIEH3MOHHOE
6. Kaspersky Endpoint Security Kaspersky JIMIEH3UOHHOE
7. Microsoft Office 2016 Microsoft JInuensuonHoe
8. Zoom Zoom JINICH3UOHHOE

2. Ilepeyens Bl m UCC

Nenn HaunmenoBaunue
/1

1 | MexayHaponusie pedepatuBHble HaykomeTpuueckue b/I, moctynHeie B paMkax
HanuoHaILHOM noanucku B 2020 T.

Web of Science

Scopus

2 | [IpodeccuonanpHble MoNMHOTEKCTOBBIE B/I, 1OCTYyNHBIE B paMKax HallMOHAJIBHON
noxamucku B 2020 r.

XKypnaner Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

XKypnansl Taylor and Francis

3 | [Ipodeccruonanbubie momHOTEKCTOBBIE B]]

JSTOR

N3nanus mo oOmecTBEHHBIM U TYMAaHUTAPHBIM HayKaM
DnekrponHas 6ubnroreka Grebennikon.ru

4 | KoMnbroTepHbIE CIIpaBOYHBIE IPAaBOBBIE CUCTEMBI
Koncynprant Ilntoc,
lapanTt

- OducHsit maket npunoxenuit Microsoft Office
- ABBYY FineReader
CucTeMsbl 3JIeKTPOHHOTO JOKYMEHTO000pOTa!

Heno — Komnanus OneKkTpoHHBIE 0O(DUCHBIE CHCTEMBI
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DocsVision - Kommanus DocsVision
DirectumRX — Kommanwust Directum
1C Joxymentoobopot — Komnanus 1C
Tesuc — Komnanus XoyaMoHT

Jloruka: COJ1 — Kommnanus Jloruka 0usHeca

8 Oobecneuenue 00pa3oBaTEJIBLHOIO MpPoOLECCA AJIS JIAL C OTPAHNYECHHBIMH

BO3MOKHOCTHAMH 310POBbHA U HHBAJIUAO0OB
B xoze peanuzanyy IUCHMILIMHBI UCIIOJIB3YOTCS CIEAYIOIINE JOIOJIHUTEIbHBIC
METOJbl O00YYEHMsI, TEKYIIEro KOHTPOJIS YCHEBAEMOCTH M IPOMEXYTOUYHOM aTTECTallMU
00yyYaromuxcs B 3aBUCUMOCTH OT WX WHAMBHUIYaJIbHBIX 0COOEHHOCTEH:

® IS CIENBIX U CITAa0OBUAAIIMNX:

- JeKuuu O(OpMISIOTCS B BHUAE 3JIEKTPOHHOTO JOKYMEHTA, JOCTYIHOTO C IOMOIIBIO
KOMIIBIOTEPA CO CIEIHATN3UPOBAHHBIM ITPOrPAMMHBIM 00€CTICUeHUEM;

- TMCbMEHHBIE 3a/JlaHHS BBINOJIHSIOTCS HA KOMIIBIOTEPE CO CHEHUAIU3UPOBAHHBIM
MPOTPaMMHBIM 00eCTieueHHEM, HIIM MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- oOecrieuynBaeTCs MHIMBUYallbHOE paBHOMEpHOE ocBenieHrne He MmeHee 300 IoKc;

- JUIs BBIOJHEHMS 3aJaHHsl NP HEOOXOTUMOCTH TPEIOCTABISACTCS YBEIWYHMBAIOLICE
YCTPOMCTBO; BO3MOKHO TAK)KE UCII0JIb30BAHNE COOCTBEHHBIX YBEINYHMBAIOIINX YCTPONCTB;

- MUCBbMEHHBIE 3aJ]aHNsl OPOPMIISIOTCS YBEIMUSHHBIM HIPUPTOM;

- 9K3aMEH U 3a4€T MPOBOIATCA B YCTHOM (hOpMe MM BBIMIOTHAIOTCS B MUCbMEHHOH (opme Ha
KOMIIBIOTEPE.

® IS TIYXMX M CIa0O0CIbIIAIINX:

- Jekuud O(OPMIISIIOTCS B BHJIE 3JCKTPOHHOIO JOKYMEHTa, JHOO MpPEeJOCTaBIISETCS
3BYKOYCWJIMBAIOILAsl alnaparypa MHANBUAYAIbHOIO TI0Jb30BaHUS;

- MUCHbMEHHBIE 33JJaHUS BBITOJIHAIOTCS Ha KOMITBIOTEPE B MUCBMEHHOM (hopMe;

- 9K3aMEH M 3a4€T MPOBOJISATCS B MUCbMEHHOM (hopMe Ha KOMITBIOTEPE; BO3MOXKHO IIPOBE/ICHUE
B (hopMe TECTHPOBAHUSI.

e JUIsl JIUI C HAPYLIEHUSIMU OIIOPHO-/IBUTaTEILHOTO aniapara:

- JeKuuu O(OpMISIOTCS B BHUJAE 3JIEKTPOHHOTO JOKYMEHTA, JOCTYIHOTO C IOMOIIBIO
KOMIIBIOTEpA CO CIEIHMATN3UPOBAHHBIM ITPOrPAMMHBIM 00€CTICUeHUEM;

- TMCbMECHHBIE 3a/JlaHHS BBINOJHSIOTCS HA KOMIIBIOTEPE CO CHEHUAIU3UPOBAHHBIM
MPOTPaMMHEIM 00€CTICUeHUEM;

- 9K3aMEH U 3a4€T MPOBOATCA B YCTHOM (hOpMe MM BBIMIOTHSAIOTCS B MUCbMEHHOH (opme Ha
KOMIIBIOTEPE.

[Tpu HEOOXOIMMOCTH MPeyCMaTPUBACTCS YBEIIMUCHNUE BPEMEHH Il TOATOTOBKH OTBETA.

[Iponienypa  mpoBefeHHs  HPOMEXKYTOUHOH  arTectanuu  JUIsl  OOyYaromuxcs
YCTAHABIMBACTCS C Y4YETOM UX HMHIUBUIYAJbHBIX TCUXO(PHU3HMUECKUX OCOOEHHOCTEH.
IIpomexyTouHast arTecTanusi MOXKET IIPOBOIUTHCS B HECKOJIBKO ATAIOB.

[Ipu npoBeneHNH MpoLEaypHl OLEHUBAHUS PE3yJIbTATOB OOyUEHHs IMpeaycMaTpuBaeTCs
UCTIOJNIb30BAaHME TEXHUYECKHX CpPEACTB, HEOOXOOUMBIX B CBA3M C HWHAMBHUIYaJIbHBIMH
0COOEHHOCTSAMH 00yYarOMUXCs. DTH CPEICTBA MOTYT OBITh ITPEOCTABICHBl YHUBEPCUTETOM, WIIN
MOTYT UCIIOJIb30BaThCsl COOCTBEHHBIE TEXHUYECKUE CPEICTBA.

[IpoBenenue mpoueqypbl OICHHWBAHHUS  PE3yJAbTaTOB  OOy4YeHHMs JIOMYCKaeTcs C
MCTIOJIb30BaHUEM JMCTAHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOIOTHA.

ObecneunBaeTcs A0CTYN K MH()OPMAIMOHHBIM U OnOIMOrpaduyeckuM pecypcaM B CETH
WuTepHeT Ui Kaxkaoro oOydamomerocss B (opmax, aZanTUPOBAHHBIX K OTPAHUYEHUSM HUX
3JI0POBbS U BOCIIPUATHUS MH(POPMALUH:
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® IS CIENBIX U CIAa0OBUAAIIMNX:

- B Ie4aTHON (opMe yBEIIMUECHHBIM HIPUPTOM;
- B (hopMe 3IEKTPOHHOTO JOKYMEHTA;

- B (hopme ayanodaiina.

® Ui TIIYXHX U CJIA0OCIHbIIAIINX:

- B IIeYaTHOM (opme;

- B (hopMe 3IEKTPOHHOTO JJOKYMEHTA.

e s O0yYaroIuXcs ¢ HAPYIICHUSIMU ONOPHO-/IBUTATEIBHOTO arapara:
- B IeYaTHOH opme;

- B (hopMe 3IEKTPOHHOTO JOKYMEHTA;

- B (hopme ayanodaiina.

VY4eOHble ayIUTOPHH Ui BCEX BUIOB KOHTAKTHOW M CaMOCTOSATENbHOM paboThl, HAyYHAs
O6ubIMOTEeKa UM MHBIE MOMEIICHUS sl 0Oy4eHUs! OCHAIICHBI CIEUATbHBIM 00OPYIOBaHUEM U
y4eOHBIMH MECTaMHU C TEXHUYECKHMHU CPEACTBAMHU O0YUCHUS:

® IS CIENBIX U CAa00BUASAIINX:

- YCTpOMCTBOM Ul cCKaHMpoBaHUs U uTeHus ¢ kamepoil SARA CE;

- nuctuieeM bpaiinsg PAC Mate 20;

- mpuntepoMm bpaiis EmBraille ViewPlus;

® Ui TIIYXHX U CJIA0OCIHbIIAIINX:

- aBTOMATHU3MPOBAHHBIM pabouMM MECTOM s JIIOJEH C HapylmeHHEeM CciyXa H
¢71a00CIIBIIIAIINX;

- aKyCTHYECKHH yCUIIUTENb U KOJIOHKH;

e s O0yYaroIuXcs ¢ HAPYIICHUSIMU ONOPHO-/IBUTATEIBHOTO arapara:
- IePEIBIKHBIMHU, PEryJIUPYEMbIMU 3proHOMu4eckuMu nmapramu CHU-1;
- KOMIIBIOTEPHON TEXHUKOW CO CHEUATbHBIM ITPOrPaMMHBIM 00€CIICUEHUEM.

9 MeTtoanueckne MaTepuaJibl

9.1 IlnaHbl NPAKTHYECKUX 3aAHATHIA.

Llenb MpaKTUYECKUX 3aHATHNA — OOYYHUTh MPAKTUUYECKUM HaBBIKaM, KOTOPBIE MMO3BOJIWIN
Obl CTyJIeHTaM CBOOOJHO M Ha BBICOKOM YPOBHE BIIQJIETh NPOTPaMMHBIMH CPEICTBAMH IS
peleHus 3a1a4 JOKYMEHTAIIHOHHOTO M HH()OPMAIIHOHHOTO 00EeCTICYeHHUs YIIPABICHHS.

3amauell MPaKTHUECKUX 3aHATUI SBISETCS OCBOEHHE CTYJICHTaMU HH(OpMaIMOHHO-
TEXHOJIOTUYECKUX BO3MOXXKHOCTEH aBTOMATH3allMM JICJIOBBIX IIPOLIECCOB, 00pabOTKH H
UCIIOJIB30BAaHUs JOKYMEHTAJIBHBIX JAHHBIX, BBISBICHUS BO3MOXKHOCTEH IPOrPAMMHBIX CPEICTB
JUI pELIEHHs KOHKPETHBIX IPAKTUYECKHX 3a1ad B O0JacTH COBPEMEHHOIO AJIEKTPOHHOIO
JOKYMEHTO000pOTA.

W3yyaeTcss KOHTEHT OQUIMAIbHBIX CAHTOB KOMIIAHWK, B NPOTPAMMHBIX HPOJYKTax
KOTOPBIX OyayT MPOBOIUTHCS JabopaTOpHbIe (PAaKTUUYECKUE) 3aHATHUSI.

Benpop IIporpamMmmHubIi Caiir

npoaykr CIJI

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

oucHble

CHUCTEMbI

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

Directum DirectumRX http://directum.ru

1C 1C http://v8.1c.ru/doc8/
JloKyMeHT0000pOT




21

XOYJIMOHT Tesuc https://www.tezis-doc.ru/features
Jloruka 6usneca | Jloruka: CO/] http://ecm.blogic20.ru/logikaecm/docflow-
solutions

[Tpencrout nmpoaHaaM3UpPOBaTh JaHHBIE O pa3pabOTaHHBIX MPOTPAMMHBIX MPOIYKTAX U
NPEJOCTaBIAEMBIX ~KOMIAHMAMHU  yciyraXx. Pe3ynbpTaTel  HCCIEOBaHMSA  3aHOCATCS B
CTPYKTYPUPOBAaHHBIN, CO3MaHHBIM CTyneHTOM oT4eT. OT KOJMYecTBa YacoB, MPENoJaBaTelb
pa3pabaTbiBaeT METOAMKY TNPOBEACHHS 3aHATUH M JaeT PEKOMEHJAIMU CTYACHTaM JUIs
CaMOCTOSITENIbHON PaOOTHI.

Takum oOpa3zom, Iesnecoodpa3Ho IeTalbHO MOATOTOBUTH CTYAEHTOB ISl TECT-ApaiiBa
CHCTEM 3JICKTPOHHOTO JOKYMEHTO00O0pOTa.

B 3axiioueHnn NpakTUYEeCKUX 3aHATHN CTYJCHTaMH MPOBOAMTCS CPAaBHUTEIbHBIN aHATIN3
M3YYEHHBIX CHUCTEM YIIPaBJICHUS JTOKYMEHTOOOOPOTOM IO MHOTHM KpUTEpHUSM, Ha OCHOBE
NPAaKTUYECKUX HaBBIKOB, JAaHHBIX C HMHTEpPHET-caliTOB paszpaborunkoB COJI, HMHTEpHET -
MCTOYHUKOB M CTaTeH MO CIEAYIOUIIM KPUTECPHUSIM:

- Ha3BaHUE CUCTEMBI (Pa3paboTUUK);

- cepa NpUMEHEHHUS IPOTPAMMBI;

- UCTI0JIb30BAHNE OTEUECTBEHHBIX CTAHAAPTOB YNPABICHUS TOKYMEHTAMU;

- YpOBEHb KOPIOPATUBHOCTH (MacmiTad — KOJIMYECTBO aBTOMATH3MPOBAHHBIX PabOUMX
MECT, BO3MOXXHOCTb paboThI ¢ puiinanaMu, CTENeHb 0XBaTa (DYHKIMIA OpraHu3aIiuy/, WK TOJIBKO
oJ1uH y4actok - J1I0VY);

- (DYHKIIMM CUCTEMBI B LIEJIOM;

- CTpPYKTypa cHuCTeMbl ((QYHKIMOHATbHBIE M OOECIEeYUBAIONINE MOAYIH (YacTH), HX
yHKIMN);

- mpumensiemoe 110, ero pazpaboruuk, CYB/I-nnardopma, cucremuoe I10;

- OTKPBITOCTD (MYJIBTUILIAT(GOPMEHHOCTh U MyJIbTU(OopMaTHOCTH) 110;

- OpraHu3alMy, B KOTOPBIX pealM30BaHa CHCTEMa, IJIs PELICHUs KaKUX MpodiemM
OpraHu3aIK OHA CO3/1aHa, AaBTOMATU3AIMsI OU3HEC-TTPOIIECCOB.

[To kax 101 M3 CUCTEM OTMEYAIOTCSI OCOOCHHOCTH, (POPMYITUPYIOTCS PEKOMEHIAITUH IO X
MPUMEHEHMIO [Tl OpTaHU3aUi pa3nuIHbIX (JOPM EATEILHOCTH.

Kaxnpiii cryneHT oQoOpMiIsieT MHOTOCTpAaHMYHBIA OTYET, 3aBelCHHBIH B Hayale
MPAaKTUYECKHUX 3aHATHH, KOTOPBIA MIUTIOCTPUPYET ATaIlbl pabOTH BO BCEX M3YYaEMBIX CHCTEMaXx
3JIEKTPOHHOT'0 JIOKYMEHT0000pOTa U YIIpaBIeHHU WH(POPMALIUEH U COIEPKUT BBIBOIBI.

IL1aH npakTHYeCKUX 3aHATHI

3anstue 1. KoMnanus, ee IpoayKThl U YCIYTH.

3anstue 2. Benenue B cuctemy. Madopmarus o padote B cpene CO/1

3ansartue 3. MccnenoBanue aBTOMaTU3UPOBAHHOTO pabovero Mecta. JInuHble nanku

3ansartue 4. Undopmanus o paboTte ¢ mankaMmu, KapToukam, (aiiamu.

3anatue 5. PaboTa ¢ perucTpaliOHHBIMU KapTOYKaMHU BXOJSIIMX, UCXOAAIIMX M BHYTPEHHUX
JOKYMEHTOB

3ansatue 6. Pabota ¢ mpoekTamMu 10KyMeHTOB. CBSA3BbIBaHHE JOKYMEHTOB

3ansarue 7. PopMHupoBaHuUE 3a/1a4 U 33aHNi. BreinonaHeHue 3a1anuil. Yuer pabodyero BpeMeHHu.
3anstue 8. CoriacoBaHue JOKYMEHTOB

3anstue 9. Ilouck nokymMeHTOB, 3a1a4, 3aganuii B CO/I.

3anstue 10. dopmupoBaHHE OTUETOB U aHAJIU3 AAHHBIX MOAYJISL.

9.2 MeToanyeckue PECKOMEHIAIIHUHA 110 ITOATOTOBKE IMCHbMECHHBIX paﬁoT

Bun camoctosTensHO#M paboThI: MOATOTOBKA pedepara.
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[TonrotoBka pedepara MO3BONSAET 3aKPENUTh TEOPETHUECKUE 3HAHUS IO TUCIMILUIMHE,
nproOpecT HaBBIKM CaMOCTOSITEIBHOTO YIIIyOJEHHOTO M3Y4YeHHs OJHOTO M3 Pa3lesioB Kypca.
[Tpu moarotroBke pedepaTa CTYJACHTHI OTYYarOT HABBIKK U YMEHHE paboTaTh C UCTOYHUKAMHU U
JUTEpaTypoi, aHaTU3UpoBaTh (AKTBl M JaHHbIE CIHEIHAIBHOM JIUTEpaTyphbl, H3Jarath
MPOYUTAHHOE COBPEMEHHBIM NMPO(PECCHOHATBHBIM S3BIKOM.

Pedepar nomxen ObITh 0POPMIICH B COOTBETCTBUH C TPEOOBAHUAMH, MPEIBSIBIIEMBIMU K
MOJrOTOBKE U O()OPMIICHUIO HAYYHBIX Pa0OT.

Pedepart Brimrouaert:

- TUTYJIbHBIN JIUCT;

- OTJIaBIICHUE;

- BBEJICHUE;

- OCHOBHYIO 4acTh (TeMaTUYECKUE pa3/ieibl);

- 3aKJIIOYCHUE;

- CIIUCOK MCTIOJIb30BaHHBIX UCTOYHUKOB U JINTEPATYPHI.

O06mwem pedepara - 15-20 cTpanur; Tekcra (mpu Habope yepe3 1,5 uHTEepBana u pasmepe
mpudTa 13-14). Pedepar nuiercs Ha 0HOM CTOPOHE CTaHAAPTHOTO JKcTa Oymaru gpopmara A4
(210x197Mm).

Crpanunpsl pedepata HyMepyroTcs apabckuMu nudpaMu Ha BEepXHEM IoJie JHcTa, 0e3
KaBbIUeK, 1e(PHCOB U IPYTUX 3HAKOB NPENUHAHUSA. TUTYJIBHBIN JIUCT U OTJIABJICHUE HE HYMEPYIOT,
HO BKJIIOYAIOT B 00mmuit 00beM pedepara.

HayuHo-cripaBouHbI# anmapaT pedepaTa BKIOYAET CIIUCOK UCTOYHUKOB U JIUTEPATypPhl U
MOJCTPOYHBIE CHOCKH. [10/ICTpOUHBIE CHOCKM MCHONB3YIOTCS BO BCEX CIyYasX IIUTUPOBAHUS B
TEKCTe pedepaTa MPaBOBBIX AKTOB, TOKYMEHTOB, MPOU3BEICHUN aBTOPOB MOHOTpaduii, cTaTel,
y4eOHMKOB, Y4eOHBIX NOCOOMH, a TakXke MNpPU IMTUPOBAHUM CTAHJAPTHBIX OIpeeIeHUi
TEPMUHOB U OHATHH. Bee nmpuBoanMele B pedepare GpaxTol, HUPPHL, 1aThl, KOHKPETHBIE TaHHbIC
TaKXe JOJDKHBI OBITh MOATBEPKACHBI MOICTPOUYHBIMU CHOCKAMH.

CHOCKM HYMEpYIOT B Ipeieiax OIHON CTpaHUIbl apaOCKUMH U(pPaMu, TEKCT CHOCKH
pa3MeINaroT MO/ IOCJIEIHEN CTPOKOU TEKCTa

9.3 MeToauueckue YKazaHusd AJas oﬁyqamumxcn IO 0OCBOCHHUIO JUCHHUIIJINHBI

OO6mas Tpy10EMKOCTh AUCHUIUIMHBI COCTaBIsIeT 6 3.e., 228 4., B TOM YHCIIe KOHTAKTHas
pabora oOywarommxcsi ¢ mnpenoaaBareneM 80 d., mpoMmexytodyHas arrecranus 20 4.,
caMmocTosiTeNbHas paboTa oOyuatormuxcst 128 4., B T.4. KypcoBasi pabora 4.

OO6mas Tpy10EMKOCTh NUCHUIUIMHBI COCTaBIsIeT 6 3.e., 228 4., B TOM YHCIIe KOHTAaKTHas
pabora oOywarommxcsi ¢ MpernogaBareneM 32 4., NPOMeXyTodHas arrtecranus 11 4.,
camocTosiTeNibHas paboTa oOyyatommxcst 185 4. , B T.4. KypcoBas pabora 4.

Tpynoem
KOCTb
CaMoCTO
Bua padotsl Conep:xanne HTeT’HO Pexomenaganun
(mepe4eHb BOIPOCOB) "
padoThI
(B
yacax)
Pasnen 1. Beenenne. Pazsurue nungopmaniuoHHoro odmecrsa.
[ToaroroBka | OOmiee moHsATHE HHPOPMAIIHH. N3yuute MaTepHUaJIbl
K JICKUIUH JlokyMeHTupoBaHHasi HHGOpMAIUs HWCTOYHUKOB:
KaK pecypc yIpaBiICHUs. Jlapua M.B. MudopmarmonHoe
3aKOHO/IATENbCTBO, PETYIHPYIOIIEEe obecrnieueHue YIIPaBJICHHUS:
BONPOCHI yIPaBIEHUS HHPOPMAITHEH Yu4eb6. mocobme. M.: PITY,
U JOKyMEHTaluen 2018. 279 c.
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Hroro ‘

Pa3nea 2. Ponb nHgopManuu B ynpaBJeHUH

[TonroroBka | basoBble  MOHATHA  WHPOPMALUU: N3yuuts MaTepHalIbl

K JIEKLIUU JaHHBbIE, CBEICHMS, 3HAHMUS. HCTOYHUKOB:
WudopmannoHHbIH IpoLecc. Jlapua M.B. MudopmarmonHoe
Wndopmanmonnas cucrema. Pomb obecrieyeHne yIpaBICHUS:
uHpopManuu B yIpaBJICHUU. VYue6. mocobue. M.: PITYVY,
Cuctemaruzanusi  vHQOpManu B 2018. 279 c.
aIMUHUCTPATUBHOM yIIpaBJICHUMU. Jlapun, M.B., Prickos, O.1.
CaoiicTBa uHpOpMaLIUH. ONEKTPOHHBIE JOKYMEHTHI B
OTinunTenpHble CBOICTBa ynpasineHuu. Hayuno-meron.
JOKYMEHTHUPOBAaHHOM HH(OpMAIIHH. nocobue, 2-u3aaHue,

nonostHeHHOe. BHUNJIAT. M.,
2008. -208 c.;
Koncnexrs! geknuii
Htoro 14/23
Pa3nea 3. UngopmannoHHast HHPPACTPYKTYpa OpraHu3anuu

ITogroroBka | Buabl OpraHu3anuoOHHBIX CTPYKTYp N3yuuts MaTepHalIbl

K ynpasieHus. BHyTpeHHs U BHEUIHSA HCTOYHUKOB!

IIPaKTHUYECKO | cpeaa OpraHH3alyH.

My 3aHsaTuio0 | MH(popMmarmonHas cpena Jlapua M.B. MudopmarmonHoe
OpraHM3aliy. WNudopmannonnas obecrieyeHne yIpaBICHUS:
UHPPACTPYKTYpa, €€ KOMIOHEHTHI. VYue6. mocobue. M.: PITYVY,

2018. 279 c.
Koncnexrs! gexnuii

Htoro 20/26

Pa3nes 4. D1eKTpOHHBIE JOKYMEHTHI

ITogroroBka | I[loHsATHE BIEKTPOHHOIO [OKYMEHTA. N3yuuts MaTepHalIbl

K JIEKLIUU Hocurenn uHpOpMaLIUH. HCTOYHUKOB!

DNEeKTpOHHAs MOAMNKCH. Jlapun M.B. Nadopmarimonnoe
obecrieyeHne yTpaBJICHUS:
VYueb6. mocobume. M.. PITY,
2018. 279 c.
WWW.cnews.ru/
Koncnexrs! geknuii

Htoro 14/22

Pasnea 5. DBosonusi HHPOPMANMOHHOIO 00ecnieYeHHs] YIIPaBJICHUS

ITogroroska | Pa3Burtue cucreM Aen0npoU3BOJACTBA N3yuuts MaTepHalIbl

K JIEKLIUU B Poccum kak 6asuca HCTOYHUKOB!

nH(OPMALIMOHHOTO 00eCTIeYCHHUS
yIpaBICHUS B COIUATBHO-
YKOHOMHUYECKUX CHCTEMaX.
Opranu3zaius yrnpaBicHHS
JOKYMEHTaMH B Hadaje COBETCKOTO
MEepUOJa POCCUNCKON UCTOPHUHU.
Coznanne BHUMUJA/L IToaroroBka
EI'Cu ETCHOY, YC/I.

Hauano aBromaTuzanuu

Jlapua M.B. MudopmarmonHoe

obecrieyeHne yTpaBJICHUS:
VYue6. mocobume. M.. PITY,
2018.279 c.

www.rusarchives.ru —
ApxuBHOE areHTcTBo PO
www.vniidad.ru/ - BHUNJAL
(Bcepoccuiickuii HayqHO-
UCCIIEIOBATEILCKUN HHCTUTYT
JOKYMEHTOBEJICHUS U
apXUBHOTO JIeNa)

Koncnexrs! gexnuii

HUroro

16/28
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Pa3nes 6. ABToMaTH3a1usi YIPABJICHUS JOKYMEHTHPOBAHHOMH MH(opManueii.

IToaroroska
K
MPaKTUYECKO
MY 3aHATHIO

CoBpemennbiii  peiHOK  AC/IOV.
Ananus TEH/ICHINH pa3BUTHS
ACLIOVY.

Pazpabotunku ACHOY.
Knaccugpukanus ACJIOV.

N3yuuts
MCTOYHHKOB!
https://www.eos.ru/
http://www.docsvision.com/
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
Koncnexrs! geknuii
WWW.cnews.ru/

MaTepHuabl

HUroro

18/26

Paznen 7. Knaccupukaropbl TeXHHKO-3KOHOMHYECKON M CONMAJIBbHOI MHpOpMAIMH U

CTaHAApPThBI B

HH(OPMALMOHHOM o0ecnedeHHH YIIPaBJICHHUS

[TonrotoBka | Llenu u 3apaun yaudukanuu N3yuuts MaTepHalIbl
K JIEKLIUU nokyMeHToB. HampaBnenus, HCTOYHUKOB:
MPUHIUIB K METO/Ibl YHU(UKAITIH www.rusarchives.ru —
YCUA. KnaccupukaTtopbl TEXHHKO- ApxuBHOE areHTcTBo PO
SKOHOMMYCCKON 1 COIMaIbHOMN www.vniidad.ru/ - BHUMJIA ]
uHpOpMaLUH. (Bcepoccuiickuii HayqHO-
UCCIIE0BATENbCKUI HUHCTUTYT
JOKYMEHTOBEJICHUS U
aApXUBHOTO JI€N1a)
Koncnexrs! geknuii
Htoro 18/20
Pa3nes 8. DyekTpoHHOE NPABHTEIHCTBO
[ToaroroBka | Konnenmms 3IIEKTPOHHOTO N3yuuth MaTepuabl
K JIEKIIUH HPaBHUTEIHCTBA B COBPEMEHHOM HMCTOYHHUKOB:
o01iecTse. CocraBHBlE  YacTH www.rusarchives.ru —
3JIEKTPOHHOTO HPaBUTEIIbCTBA: ApXUBHOE areHTcTBO PO
OpraHu3aIys rOCYIapCTBEHHOTO www.vniidad.ru/ - BHUHJIAJ]
YIpaBICHUs Ha OCHOBE OJICKTPOHHBIX o .
CpeAcTB  0o0paboOTKHM,  mepenadd | (Beepocemiicknii HayHHOo-
pacrpocTpaHeHUs UHpOpPMALIUH; HCCIIEN0BATEIbCKUM HHCTUTYT
MH(OPMALNOHHBIC TEXHOJIOTUH B AOKYMCHTOBCACHHUA 1
rOCYy/IapCTBEHHOM YIPaBIICHUU, CETCBBIC apXUBHOTO JIeI1a)
TEXHOJIOTHH; nHPOPMALTUOHHOE KoncnekTs nekiuit
B3auMo/eiicTBre OpraHoB
roCyIapCTBEHHOI BJIACTH M OOLIECTBA C
HCIIOJIb30BaHUEM MH(POPMALMOHHO-
TEJICKOMMYHUKAL[HOHHBIX ~ TEXHOJIOTHIA;
AIIEKTPOHHBIH OusHec,
aBTOMATU3MPOBAHHbIC T'OCYJapCTBEHHBIC
CITY>KOBI.
Htoro 12/16
Pa3znen 9. UndopmannoHHbIi MEHEIKMEHT
[TonrotoBka | O6meTeopeTHUecKre aCIIeKThI N3yuuts MaTepHuabl
K MOHSATUH «MEHEJKMEHTY, HCTOYHUKOB!
MPAKTUYECKO | «JOKYMEHTAllMOHHOE  O0OecleyeHue Jlapur M.B. Hudopmarmonnoe
MY 3aHSTHIO | YIIPaBJICHUSD, «uH(OPMAITMOHHBIN obecrieyeHue yIpaBICHUSL:
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MEHEJDKMEHT», «IO0KYMEHTAI[HOHHBIN
MEHEJDKMEHT»,  «HH(OpMAIIMOHHO-
JOKYMEHTAIIMOHHBIH ~ MEHEIKMEHT,
«yIpaBJIEHUE TOKyMEHTALIUEN».

VYueb6. mocobume. M.:. PITY,
2018. 279 c.

KoHCHEKTEI JIEKIHIA.

Hroro 16/24
Bcero: 128/18
5

IHpuioxenue 1

AHHOmMayua oucyunaunvl (Mooyns)

Hucuuruinna «MH(popMalimoHHoe obecrieueHne YIpaBIeHHUs» BXOIUT B COCTaB YacTH,
dopmHpyeMoil ydyaCTHHKaMu 00pa30BaTEIbHBIX OTHOLICHUN
MOArOTOBKHM CTYJEHTOB IO HampaBieHH0 noaArotoBku 46.03.02 «JlokyMeHTOBeneHUE H

JUCITUITIINH y‘IGGHOFO IJ1aHa
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apxuBoBeaeHue» [Ipopmis «MHbOpMaIIIOHHO-T0KyMEHTAIIMOHHOE 00ECIICUeHUE YIPABICHUS.
JucuumnnuHa peanusyercs Ha (pakynbTeTe apXWBOBEIEHHUS M JOKyMEHTOBeIeHHs Kadenpoit
aBTOMATH3MPOBAHHBIX CUCTEM JIOKYMEHTALIMOHHOTO 00eCIeueHus YIIPaBIICHHUS.

ConepkaHue AMCUUIUIMHBI OXBAThIBAET KPYI BONPOCOB, CBSA3aHHBIX C MPUMEHEHUEM
MH(POPMALMOHHBIX CUCTEM U TEXHOJOTMH B MH(POPMAITMOHHOM O0ECIICYCHUH YTIPABIICHUS.

Llenv Oucyunaunel - U3y4EHUE TEOPETUUYECKUX NpoOJIeM ¥ MPUKIAIHBIX aCIEKTOB
MH(POPMALIMOHHOTO 00ECTIeYeHN YIPABJICHHUS, KK YaCTH MEHEDKMEHTA, aKTUBHO IPUMEHSIEMO
B COBPEMEHHOM MPAKTHUKE KaK B TOCYJapCTBEHHOM YIIPABJICHHUH, TaK U B YaCTHOM OU3HEce.

3aoauu:

- U3y4eHHE OCHOBHBIX MOHATHUH, UCIOIB3YEMBIX B Tpolecce MHPOPMALMOHHOTO 00ECTICUYeHHS
yIpaBJICHUS;

- U3yueHHe HUCTOpUU HH(OPMAIIMOHHOTO OOECIeUeHHs YIpaBJICHHUs B Hallled CTpaHe U 3a
pyOexoM;

- U3y4eHUE HOPMATHBHO-TIPABOBBIX OCHOB MH(OPMAIIMOHHOTO 00eCIeUeHus YIPaBICHHUS;

- U3y4YeHHE TEXHHYECKOTOo M MPUKIAJHOTO MPOTPaMMHOr0 oOecreyeHHus HH()OPMAIMOHHOTO
o0ecrieyeHus yrpaBlIeHUs..

AKTyalbHOCTb, HOBH3HAa M OPUTHMHAIBHOCTH Kypca OOECIIEUMBAETCS €ro MOCTOSHHON
MOJICPHU3AIIMEH B COOTBETCTBHM C PAa3BUTHUEM H3y4YaeMbIX IPOrPAMMHO-TEXHOJIOTHYECKUX
pELICHUH, UCIIOIb3YEMBIX B YIIPABICHUN OpPraHU3aluei.

Jucuumnirza HarpasiieHa Ha (OPMHUPOBAHUE CIEAYIOMINUX KOMIIETEHIIHIMA:

[IK-4.1. TIpuMeHATh 3HAaHUE COBPEMEHHBIX HMH()POPMAIIMOHHBIX CHCTEM, CHCTEM
AJIEKTPOHHOTO JIOKYMEHTOO0OpOTa, MPaBOBHIX aKTOB B cdepe ympamieHuss uHopMamein u
JOKyMEHTaluend B mpakTtudyeckond gestenbHocTH; [IK-4.2  IlpuMeHATP METO0JIOTHIO
OPTraHU3aI[IOHHOTO MTPOSKTUPOBAHHUS MIPH AHAIN3€E CUCTEMbI JOKYMEHTAIIHOHHOTO 00eCTICYeHHS
ynpasienusi B opranuzauuy; [1K-4.3. YuacTBOBaTh B MPOEKTUPOBAHUN M BHEAPCHUU CHCTEM
3JIEKTPOHHOT0 JIOKYMEHTO000pOTa B OpPraHU3aIUH .

B pesynbrare u3ydeHus AUCHUILUIMHBI CTYACHT IOJIKECH 3HATh:

COBpPEMEHHBIE WH(POPMAIIMOHHBIE CHCTEMBI, CHCTEMBI 3JIEKTPOHHOI'O JOKYMEHTOOOOpOTa,
IIPaBOBOE PEryJIMpOoBaHuE cepsl yrpasieHus nHPOpMaIMEnd 1 TOKYMEHTaLUEH;
METOAOJOTMYECKHE  OCHOBBI  IIOCTPOCHHUS  YIPABICHYECKMX  CHCTEM U CHCTEM
JOKYMEHTALMOHHOTO 00eCTieueH sl yIpaBICHUS;

npaBUjla W METOMOJIOTUYECKHE TOAXOAbl K MPOCKTHPOBAHUIO CHCTEM 3JIEKTPOHHOTO
JOKYMEHTOO000pOTAa.

B pesynbrare u3ydeHus AUCUUIUIMHBI CTYACHT JO0JKEH YMETh!

NPUMEHATh 3HAHUE HOPMATHBHO-TNIPABOBOM 0a3zbl B cdepe ympaBieHUs HH(poOpMaIuend u
JIOKyMEHTalUEH B IPAKTUUECKOU EATEIbHOCTH;

NPUMEHATh  PA3IMYHBIE METOJOJOTMYECKHE IOAXOAbl IPH TNPOEKTUPOBAHUH CHCTEM
JOKYMEHTALMOHHOTO 00eCTIeueH sl yIpaBICHUS;

BHE/IPSATH CUCTEMBI 3JICKTPOHHOTO JOKYMEHTOO0O0pOTA.

B pesynbrare u3ydeHus AMCUUILUIMHBI CTYACHT J0JDKEH 001a1aTh HAaBbIKAMHU:
HaBBIKAMU BBIOOpa HEOOXOAMMBIX TEXHOJOTHYECKUN pEIICHUH B TPOLECCe YNpaBlICHUs
uH(popMaIel U TOKyMEHTAIUeH;

HaBbIKAMU aHAJIM3a M OPraHU3allMOHHOTO NPOCKTHPOBAHUS CUCTEM JIOKYMEHTAIIMOHHOTO
o0ecrieyeHus yrpaBieHHUs;

HaBbIKAMU  BBIABICHHS  Hamboyiee ONTUMANbHBIX  IOKa3aTeneidl, HEOoOXOAMMBIX  JJIs
MPOSKTHUPOBAHUS U HACTPOUKH CUCTEM AJIEKTPOHHOTO JIOKYyMEHTO000pOTA.

PaGoueii mporpamMmoii mpeyCMOTPEHBI CIIETYIONINE BUIBI KOHTPOIIS: TEKYIIUH KOHTPOIh
ycreBaeMocTu B popme pedepara, mpoMeKyTOUHBII KOHTPOJIb B JOpME 3a4eTa.
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Paboueii mporpaMmmoii mpe1ycCMOTPEHBI eIy IOIINE BUIBI KOHTPOJIS: TEKYIINH KOHTPOIIb
ycIreBaeMocTH B (hopMe Onpoca, KOHTPOJIBHOU paboThl U pedepara, IPOMEKYTOUHAs aTTeCTaIUs
B (hopMe dK3aMeHa.

OO11ast TPyA0EMKOCTh OCBOCHHUS JUCIUIUIMHBI COCTABIISICT 6 3a4ETHBIX €IMHULI.
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