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1. lTosicHuTEILHASA 3aNIMCKA

1.1. Ileab u 3aga4M AMCHUAILINHBI

Lenv Oucyunaumsl - W3yYEHHE TEOPETHMUYECKUX MPOOJEM M TNPHUKIATHBIX ACIEKTOB
MH()OPMAIIMOHHOTO 00ECIIeYeHNUS YIIPaBICHHS, KaK YaCTH MEHEPKMEHTA, aKTHBHO PUMEHAEMOH
B COBPEMEHHOM MPAKTHKE, KaK B TOCYIAapCTBEHHOM YIIPABJICHUH, TaK U B YACTHOM OH3HECE.
3aoauu:

W3yueHnne TrocyJapCTBEHHOH MONUTHKH B cdepe HHOOPMAIMOHHO - JOKYMEHTAMOHHOTO
oOecrieyeHus ynpasiieHUs B Poccun B HICTOPUYECKOM pa3BUTHH.

N3yuenune XxapakTepUCTUK WH(POPMAIIMOHHOTO OOIIecTBa.

W3yuenune ponu MHPOPMALIMU B YIPABICHUU.

N3yuenne MHPOPMALMOHHON HHPPACTPYKTYPHl OpraHHU3aINH.

N3yyeHnune peHoMeHa 3JIEKTPOHHBIX JOKYMEHTOB B HH()OPMALIMOHHOM 00ECIICUCHUH YIIPABIICHHUSI.
N3yyenne MHPOPMAIMOHHOTO 00ECIEUSHHUS JICKTPOHHOTO ITPABUTEIIHCTBA.

N3y4yeHne oOmMX BOIPOCOB aBTOMATH3AIMHU YIIPaBICHHUS JTOKYMEHTHPOBAaHHOI HHpOpMAIHei B
OpraHu3aIuHg.

N3yyeHne pomu W MecTra KIacCU(PHUKATOPOB TEXHUKO-DKOHOMHYECKOH U  COLHUAIBHOM
uHpOpMaMU M YHU(PHUIUPOBAHHBIX CUCTEM JIOKYMEHTAIIMU B MHPOPMAIIMOHHOM O0eCTIeYeHNH
yIpaBJICHUS.

I/I3yquHe I/IHq)OpMaI_II/IOHHOl"O MCHCI?)KMCHTA KaK MCTOA0JIOT NN I/IH(I)OpMaLII/IOHHOI‘O

o0ecrieyeHus ynpaBieHusl.

1.2. llepeyens NIaHMPYEMBIX Pe3yJILTATOB 00y4eHHs MO TUCHHUIIJINHE, COOTHECEHHBIX
€ HHAMKATOPAMU JA0CTHKEHHUS KOMIIeTeHINIi:

KoMnerennus

(k01 1 HAUMEHOBAaHME)

HNHaukaTopsl KOMIETEHUHH

(k01 1 HAUMEHOBAaHUE)

PesynbTaThl 00y4eHus

IIK-3. Croco0eH oCyIIecTBIATh
JOKYMEHTAITUOHHOEC
o0ecrieueHre AeITEILHOCTH
OpTraHM3aIMHA PA3TUIHBIX GOPM
COOCTBEHHOCTH,
TOCYAapCTBEHHBIX OPTaHOB 1
OpraHoB MECTHOTO
CaMOYIpaBIICHUS

[IK-3.1. [IpumensieT 3HaHUS O
KJIaccU(pUKaIMK 1 BUIOBOM COCTaBe
Pa3IMYHBIX CHCTEM JIOKYMEHTAIIUH B
npolecce J0KyMEHTHPOBaHUS
JIESITEIbHOCTH OpraHu3alui
pas3MuHBIX (GOPM COOCTBEHHOCTH,
TOCYAapCTBEHHBIX OPTaHOB U OPraHOB
MECTHOT'O CaMOYIPaBIICHHS

3HaTh: KJIACCH(HUKALINIO ¥ BUIOBOI
COCTaB pPa3jIMYHBIX CUCTEM
JIOKyMEHTaluu

YMeTh: IpUMEHATh TEOPETUUECKUE
3HAHMS MPHU paboTe C Pa3TUIHBIMU
CHCTEMaMH JIOKYMEHTAIINN

Brnanets: HaBbIKaMU UCTIOJIB30BAHUS
Pa3JIMYHBIX BUJIOB JOKYMEHTOB U
CHCTEM JIOKYMEHTAINH JUIst
o0ecredeHns AeATeNbHOCTH
OpTaHU3aIMHA PA3TNIHBIX GOpPM




COOCTBEHHOCTH, IOCY1apCTBEHHBIX
OpPraHOB U OPTaHOB MECTHOTO
caMOyTIpaBlICHUS

[IK-3.2. OcyiecTBiser
JOKyMEHTAI[MOHHOE 00ecredeHue
JeATeIbHOCTH OpraHu3alui
pa3nuyuHBIX (OPM COOCTBEHHOCTH,
TOCYAapCTBEHHBIX OPTaHax U OpraHax
MECTHOT'O CaMOYIIPABIICHUS

3HaTh: HOPMaTHBHBIE TPEOOBaHMUS K
JOKyMEHTAI[HOHHOMY 00€CIIeUeHUIO
JeATeIbHOCTH OpraHu3alui
pa3nuuHbIX (OPM COOCTBEHHOCTH,
TOCYAapCTBEHHBIX OPTaHax U OpraHax
MECTHOT'O CaMOYIIPABIICHUS

YMeTb: IPUMEHSTh 3HAaHHUE
HOPMaTHBHO-TIIPaBOBOH 0a3bl NpH
OCYIIECTBIICHUHN JOKYMEHTAIHOHHOTO
obecrieueHNs AEATEIbHOCTH
OpTaHM3aIii pa3IudHbIX (HOpM
COOCTBEHHOCTH, TOCYJapCTBEHHBIX
OpraHax M OpraHax MECTHOTO
CaMOYIpaBICHUS

Brianers: HaBbIKAMU BBISBIICHUS
COCTaBa JOKyMEHTOB,
00eCreynBaIONINX PA3THIHbIC
TPOIECCHI

[IK-3.3. PaboTaet ¢ pa3IuIHBIMH
cHCcTeMaMM JOKyMEHTalluU

3HaTh: 0COOCHHOCTH PabOTHI C
Pa3MYHBIMH CHCTEMA IOKYMEHTALUH

YMets: paboTaTh ¢ pa3sIHIHBEIMA
CHCTEMaMH JOKYMEHTAIHN

BJ'Ia,I[eTLZ HaBbIKaMH
COBCPUICHCTBOBAHUIO pa6OTBI C
JAOKYMCHTaMH, 06GCH6‘{I/IBaIOH.[I/IMI/I
Pa3JIMYIHBIC ITPOLECChI

T1K-4. Bnageet 3HaHUSIMU
COBpPEMEHHBIX
HHPOPMALMOHHBIX CHCTEM U
HABBIKAMU IPOCKTUPOBAHUS U
BHEJIPCHUS CUCTEM
3JIEKTPOHHOTO
JIOKYMEHT0000pOTa B
OpraHu3auu

[IK-4.1. [TpumeHnsieT 3HaHuE
COBPEMEHHBIX HH()OPMAIIMOHHBIX
CHCTEM, CUCTEM JJIEKTPOHHOTO
JIOKyMEHTO000pOTa, IPaBOBBIX aKTOB
B cdepe yrpapieHus HHPoOpMauei n
JIOKyMEHTalUeN B IPAKTUYECKOI
JeSITeIbHOCTH

3HaTb: COBPEMEHHBIE
WH(POPMAIMOHHBIEC CHCTEMEI,
CUCTEMBI 3JIEKTPOHHOTO
JIOKYMEHTO0000POTa, TIPAaBOBOE
peryimpoBaHue ceprl yIPaBICHHUS
uHpOpMaIKeH U TOKyMeHTaIueH

YMeTh: IPUMEHSTh 3HAaHHUE
HOPMaTHBHO-TIpaBOBOH 0a3bl B cepe
ynpaBieHus uHpopManue u
JIOKyMEHTalUeN B IPAKTHYECKON
JIESITEIIBHOCTH

BnaneTs: HaBbIkaMu BEIOOpA
HEOOXOIUMBIX TEXHOJIOTHIECKUN
pelIieHuit B rpoliiecce yrnpaBieHUst
uH(popManuen U ToKyMeHTaIuen
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[TK-4.2. ITpuMeHsIeT METO0IOTHIO
OPraHU3aI[OHHOTO MPOSKTUPOBAHHMS
MIPY aHAITU3E CUCTEMBI
JIOKYMEHTAI[MOHHOTO 00eCIIeYeHUS
YIpaBICHUS B OpPraHU3alUuK

3HaTh: METOJOJIOTHYECKHE OCHOBBI
NIOCTPOCHHS YIPABICHUYECKUX CUCTEM
U CHCTEM JOKYMEHTALIOHHOTO
obecriedeHns yIIpaBICHHS

YMeTh: IPUMEHATH PA3ITHIHbIE
METOOJIOTMIECKUE TOAXOABI IPH
MIPOEKTUPOBAHIH CHCTEM
JOKYMEHTAI[HOHHOTO 00€CIIeICHUS
yIpaBJICHUS

Bragers: HaBBIKaMM aHANIN3a U
OPTaHM3AIIIOHHOTO IPOEKTHPOBAHUS
CHCTEM JIOKYMEHTALlHOHHOTO
obecrieueHuns! ynpaBieHUs

[IK-4.3. YgacTByeT B
MPOCKTUPOBAHUU U BHEAPCHUN CUCTEM
3JIEKTPOHHOTO JOKYMEHTO000pOTa B

3HaTh: IPaBHUJIA U METOIOJIOTMICCKUE
MOAXOAbI K MMPOCKTUPOBAHUTIO CUCTEM
3IIEKTPOHHOTO JOKYMEHTO000pOTa

OpraHu3aIu
YMeTh: BHEAPATH CHCTEMBI

3JIEKTPOHHOTO TIOKYMEHTO000pOTa

BrnaneTs: HaBBIKAMH BBISBICHUS
HanboJee ONTUMAIBHBIX
ToKazaTenel, HeOOXOUMBIX ISt
IIPOEKTUPOBAHUS U HACTPOUKHU
CHCTEM 3JIEKTPOHHOTO
JIOKYMEHT0000poTa

1.3. MecTo IMCHUILINHBI B CTPYKTYPe OCHOBHOI 00pa30oBaTe/1bHOI NPOrpaMMbl
Hucuumuinza «MHpopMamonHoe olecreyeHne yrpaBlIeHUs» BXOAUT B COCTaB YacTH,
dopmMHpyeMoil ydacTHHUKaMH 00pa3oBaTelIbHBIX OTHOIIEHUH AUCHUIUIMH Y4eOHOro IjIaHa
MOATOTOBKUA CTYJEHTOB IO HampaBiieHni0 mnoarotoBku 46.03.02 «JlokymeHTOBeneHne u
apXWBOBEICHUE» TPOPMIST «AyTUOBHU3YyaIbHBIE, HAayYHO-TEXHUYECKHE W IKOHOMHUYECKHE
ApXUBBIY.
J1st OCBOEHWMSI TUCIUILIMHBI HEOOXO MBI 3HAHHSI, YMEHUS U BJIaJIeHHsI, CHOPMUPOBAHHEIC
B X0/1€ U3yUEHHs! CIEAYIOUINX AUCHUIUIMH U MPOXOXKAECHUS MPAKTHUK:
- UndopmanoHHbIe TEXHOJIOTUU
- Undpopmanmonnsie Texnonoruu B JJ0Y
- NndopmannonHoe obuiecTBo U U poBasi 3JKOHOMUKA
B pesynbrare OCBOEHUS NUCHMIUIMHBI (HOPMUPYIOTCS 3HAHUS, YMEHHS U BIIAJCHUS,
HEOOXOIMMBIE JIJISl H3YUYCHHUS CICAYIOUINX AUCIUILINH U TPOXOKIACHUS TPAKTHK:
CucTeMbl XpaHEHHSI AIIEKTPOHHBIX TOKYMEHTOB

[IpennumioMHas npakTuka
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2. CTpyKTypa JUCUMILIIHHBI

OO6mmas TpyA0€MKOCTh TUCIUIUIMHBI COCTaBISIET S 3.¢€., 180 akameMuyeckux 4acos.

CTpyKTypa IMCUMILIMHBI 1JIS 04HOI opMbI 00yUeHHsI

O0beM TUCIUIUIMHEI B ()OpME KOHTAKTHOW PaOOThI OOYYAIOMIMXCS C MEAaroru4ecKuMHU
pabOTHUKaMU U (WMJIH) JTUI[AMH, IPUBJIEKAEMBIMH K peai3alii 00pa3oBaTeIbHON MPOrpaMMbl Ha
WHBIX YCIIOBHSIX, TIPY MTPOBEJCHUH YICOHBIX 3aHATHH:

Cemectp | Tum yueOHBIX 3aHATHI KomnnuectBo
4acoB
6 Jlekuun 28
6 [TpakTrueckue 3aHATHs 28
Bcero: 56

O06beM TUCHUILIMHBL (MOTYJIs) B (hOpMe CaMOCTOSTENIbHON pabOThl O0YYAIOIIMXCS COCTABISAET
124 axanemMu4ecKux Jaca.
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3. Conep:kaHue QUCHUIIINHbBI

Haumenosanue pasoena
OUCYUNTIUHDL

Cooepoicanue

Tema 1

Brenenue 8 MOVY. Pazputne
MH()OPMAITMOHHOTO 00IIIeCTRa.

O6mee nmousTie nHbOpMAaIH. JloOKyMEHTHPOBaHHAS
nH(pOpMAaIUs KaK Pecypc yIpaBIICHUsI.
3aKOHOATENBCTBO, PErYJIUPYIOIIEe BOIPOCH
ynpasneHust uHhpopMaiueit u fokymeHranuei. [Ipasuna
u craanaptel B chepe MOY. Jluteparypa mo Borpocam
NOY. PazButre nHMHOPMAIMOHHOTO OOIIECTBA U €T0
OCHOBHBIC XapaKTEPUCTUKHU.

Tema 2

Pons nadopmanmu B
YIpaBJICHUH.

BbazoBeie nonsTHs MHQOpMAMK: TaHHEBIE, CBEICHHS,
3Hanus. MHpopManmoHHbIi mporecc.
HNudopmarnmonnas cucrema. Poias nabopManmu B
ynpasneHnu. CucreMaTruzanys HPOpMaIiy B
aIMUHUCTPATUBHOM ynpaBiieHHU. CBOKCTBA
nH(popMaruu. OTIHIUTENFHBIE CBOMCTBA
JOKYMEHTUPOBaHHON MH(OpMAIIHH.

Tema 3

HNudopmarnmonHast

UHPaACTPYKTypa OpraHU3aIHH.

WudopmanmonHas cpefja opraHu3anyy.
NudopmanmonHast ”HPpacTpyKTypa, €€ KOMIOHEHTHI.
BHyTpeHHsS 1 BHEIIHSS cpeia OpraHu3anuHm.
HNudopmanmonHoe obecnieueHne pabovero Mecra
COTpyIHHUKA opranu3anun. VHpopmMannoHHbIe pecypchl
OpraHM3alHy.

Tema 4

ONeKTpOHHBIE TOKYMEHTHI.

IloHsiTHE 2JIEKTPOHHOIO JOKYMEHTA. 3aKOHOAATEIbHOE
Y HOPMaTHBHO-METOINYECKOE PELIEHHE BOIPOCOB
MIPUMEHEHUS Ha IPAKTHKE IEKTPOHHBIX JTOKYMEHTOB.
Hocurenu nnpopmanun. bapbepsl Ha myTH BHEApEeHUs
3JIEKTPOHHBIX JOKYMEHTOB. DJIEKTPOHHAS TIOJIITUCH.
OJeKTPOHHBII JOKYMEHTO00OPOT.

Tema 5

OBOoJIOIUS MHOOPMAITHOHHOTO
obecrieyeHus yrpaBJieHusI.

Pa3Butne cuctem nenonpousBojicTBa B Poccuu xak
6azuca MOY. Opranuzanus ynpasjieHUs] JOKYMEHTaMU
B Ha4yaJIe COBETCKOI0 IIEPUOJA POCCUICKON UCTOPUHU.
Ycunenve BIUAHUS apXUBHBIX OPTaHOB Ha
roCy/apCTBEHHOE JENONPON3BOICTBO. Co3naHue
BHUWJIA. ITonrotoeka EI'CJ/l u EI'CJIOY, YC/I.
Hagano aBromarn3anuy JOKyMEHTalHOHHOTO
oOecrieyenus ynpasienus. Pazsutue MOV B
COBPEMEHHBIN MIEPUOJ POCCUICKON UCTOPUHU.

Tema 6

ABTOMAaTH3aIMs YIIPABICHUS
JIOKYMEHTHUPOBAHHOM
UHPOPMAITUEH.

HavansHerii 3Tamm aBTOMaTH3aIluHU 1EJI0MPON3BOICTBA
(1OY) na 6aze ACY. Pacimpenne pbHKa
KOMITBIOTEPHOM TEXHUKHU. Pa3BuUTHE MPOU3BOACTBA
aBToMaTu3upoBaHHbIX cucteM JOY. Bo3HukHOBEeHHE
CTIEITUATN3UPOBAHHBIX (DPHUPM — IIPOU3BOIUTEIICH
ACHIOY. Copemennniit ppiHok ACJOY.
Cucremarm3arust AC/IOY. [Ipo6iieMbl OIIEHKH U
BbI0Opa ACJIOY 111 KOHKPETHOH OpTraHu3aIiy.
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Tema 7

Kiaccudukaropsl TeXHUKO-
3KOHOMMYECKOH U COIIHAJIBHOM
nH()OpMAITIH 1

CTaHIapThl B
HH()OPMAITHOHHOM
00ecreYeHn yIpaBiIeHUs..

Lenu v 3anaun yHU(UKAIUN TOKYMEHTOB.
Hampapnenusi, npuHIKILI U MeTOAbl YHUbUKauu Y C/I.
[TpuHIHITEI KITACCUPUKAITUN TOKYMEHTHOM
nnpopmaruu. Kogupoanue nHGopMaIum.
lNocynapctBeHHas cucreMa Kinaccuukanuy 1
KomrpoBaHus nHPpopManun. KiaccubukaTopsl TEXHHKO-
SKOHOMHYECKOH M COITMAIEHON MH(MOPMAITHH.

Tema

OneKTpOHHOE
MIPABUTEILCTBO.

KoHuenmus 351eKTpOHHOT0 IPaBUTEIHCTBA B
coBpeMeHHOM obmrecTBe. CocTaBHBIC YaCTH
3JIEKTPOHHOTO IIPABUTENILCTBA: OPTaHU3ALINS
rOCYJapCTBEHHOT'O YIIPABJICHHUS Ha OCHOBE
3JICKTPOHHBIX CPEACTB 00Pa0OTKH, TIepeIadn 1
pactpoctpaHeHus HHGoOpManny, WH()OPMAITMOHHBIE
TEXHOJIOTHH B TOCYIapCTBEHHOM YIIPABICHHUH; CETEBBIE
TEXHOJIOTHH; HH(POPMAIIMOHHOE B3aUMOJICHCTBUE
OpraHOB IOCYAAapCTBEHHOH BJIACTH M 00IIeCTBa C
KCIOJIb30BaHUEM HH(OPMAITMOHHO-
TCIICKOMMYHUKAIIUOHHBIX TCXHOHOFHﬁ; C-)HGKTpOHHblf/'I
Ou3HeC, aBTOMAaTH3UPOBAHHbIE [OCYJaPCTBEHHBIE
CITYyKOBI.

OCHOBHBIE COCTaBIISIOLINE JIEKTPOHHOTO
MPaBUTENBCTBA: MOOMIIBHOE TOCYIAPCTBO, YIPABICHUE
B3aUMOOTHOIICHUAMU C I'pakiaHaMU, 3JICKTPOHHAA
neMokpatus (e-democracy, SJeKTPOHHBIE COOOIIECTBA,
OHJIaHOBEIE CITY>KOBI 1 HHPOPMAIHS, CTPYKTYpHAsI
MepecTporiKa TOCyTapCTBEHHBIX CITyK0. Pomb
roCyJapcTBa B IOCTPOCHUH HOBOTO WH(POPMALIMOHHOTO

o01ecTBa.

dopmupoBanre HHPPACTPYKTYPHI, oOecriednBaroneit
B3aMO/ICHCTBHE OPraHOB TOCYIapCTBEHHOW BIIACTH
MeXy CO0OH, a Tak)Ke ¢ OpraHU3alUsIMH U TPaXIaHaAMU
B paMKax IMPeJI0CTaBICHNUS TOCYAapCTBEHHBIX YCIIYT.
[TpoGiiemMbl, TPETATCTBYIOMINE MTOBBIIIEHHIO

3¢ GEKTUBHOCTH HCIIOIH30BaHUS HH(POPMAIIMOHHO-
KOMMYHHKAIIHOHHBIX TEXHOJIOTHH B IEATEILHOCTH
OpraHoOB rOCY/IapPCTBEHHO BIIACTH.

Enunas rocynapcTBeHHas MOTUTHKA (POPMHUPOBAHUS
JIEKTPOHHOTO IIPaBUTEIILCTRA.

Tema 9

WNudopmarmoHHsIit
MEHE/KMEHT.

[NosiBeHHe MHPOPMAIIMOHHOTO MEHEKMEHTa KaK
cepbl MPaKTHYECKOH AEATEITbHOCTH ¥ HAyIHON
JUCLIUIIJIMHEL;

dopmupoBaHHe €TUHOTO HHPOPMAITUOHHO-
KOMMYHHUKAIIMOHHOTO MPOCTPAHCTBA BHYTPH
rocy/apcTBa U B MUPOBOM MaciuTabe;
CraHOBIIEHHUE U Pa3BUTHE B 9KOHOMHUKE HOBBIX

TEXHOJIOTHYECKUX YKIIaJ0B, 0a3UpPYIOMINXCS Ha
COBPEMEHHBIX HHPOPMAIIIOHHBIX TEXHOIOTUSIX.
Co3pmanue u pa3BUTHE PbIHKA HHPOPMAIIUH U 3HAHUH
KaK TOBapoB U Mepexo 1 nHPOPMAIIOHHBIX PECYPCOB B
pa3psii OCHOBHBIX COLMAIbHO-9KOHOMUYECKUX
pecypcoB. Bo3pacranne poiau HHGOPMAIIMOHHO-
KOMMYHHUKaIIMOHHON HHPPACTPYKTYphI B CUCTEME
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00IIIeCTBEHHOTO TIPOU3BOJICTBA; pacIIupeHne chepsl
WHPOPMALMOHHON IS TETLHOCTH M YCIYT.
[NoBbIIeHVE YPOBHS 00pa30BaHUs, HAYIHO-
TEXHUYECKOT0, KYJIbTYPHOTO Pa3BUTHSA 3a CUET
pacimpenns BO3MOKHOCTEH HHPOPMATHOHHBIX CHCTEM
Pa3HOTO YPOBHS A5l 0OMeHa WH(OpMAaIHe.
Cosznanvie 3¢ (eKTUBHOM CUCTEMBI 00CCIICUCHHUS ITPaB
IpaXJaH U COIMATbHBIX HHCTHTYTOB Ha CBOOOIHOE
MOJTy4YeHUE, PACIIPOCTPaHEHHE U HCIIOIb30BaAHMS
nHPOPMALIUH KaK BaYKHEHILIETO YCIOBUS
JEMOKPATHYECKOT'O PA3BUTHSL.

CBs13b6 HHPOPMAITMOHHOTO MEHEKMEHTA 1
JOKYMEHTAIIMOHHOTO 00ECTIeYeHUs YIIPaBICHUS.
NupopMaumoHHBIA MEHEIKMEHT KaK dTall Pa3BUTHUS
JOKYMEHTAIIHOHHOTO 00eCIIeYeHUs YIIPABICHUS,
CBSI3aHHBIN ¢ BHEJJPEHHUEM HOBBIX WH(POPMAITUOHHBIX
TEXHOJIOTH B 00paboTKy TOKYMEHTHPOBAaHHOM
napopmarmn. CTpaTernyeckuii U onepaTUBHBIN
MH()OPMAITMOHHBIA MEHEHKMEHT.

4. Oopa3oBaTejibHbIE€ TEXHOJIOTHH

[Tpu peanu3aryu nporpaMmbl AUCUUTUIMHBI HCIIOIB3YIOTCS pa3IMyHble HHPOPMAIIMOHHBIC
TexHomornu. Bo BpEMA JICKIIMOHHBIX 3aHATHI HCIIOJIB3YIOTCA BJICKTPOHHBIC ITPE3CHTAUWU C
UCTIOJI30BaHUEM  TpoeKkTopa. Kilacc, OCHAIIeHHBI  COBPEMEHHBIMH  KOMIIBIOTEpPaMH,
NOJKIIOYEHHBIMH K VIHTepHEeT ¥ OOBEAMHEHHBIMH B €IWHYIO BHYTPEHHIOIO CETb.
JleMOHCTpalMOHHBIH 9KpaH, CBSI3aHHBIN ¢ KOMIIBIOTEPOM IpenojaBaTess.

JlaGopatopHble pabOTHI NPOXOJIAT B KOMIBIOTEPHOM KJacce C HCIOJIb30BaHUEM
CHELHATU3UPOBAHHOTO MPOrPaMMHOTO oOecredyeHuss 1 MH(OPMAIIMOHHBIX PECYpPCOB, a TAKKe
HE00XO0IMMOT0 TEXHUYECKOT0 00eCIeueHHs.

CamocTrosTenbHast paboTa CTYAEHTOB BKJIIOUAeT B ce0s KOHCYJbTAI[MHM INPENoJaBaTelis
Ipu TOATOTOBKE pedeparoB, a TaKkKe CaMOCTOSTEIbHYIO paboTy CTyIeHTa C pecypcamu
HHTepHeTa, I/IH(i)OpMaHI/IOHHBIMI/I IMpaBOBbIMU CHCTEMAMH, MOCCIICHHUEC CICHUAIN3UPOBAHHBIX
BBICTaBOK U KOH(EPEHIIMI, yyacThe B pad0oTe KPYIJIbIX CTOJIOB M T.II.

B nepuon BpeMeHHOTr0 MPHOCTaHOBJIEHHMSI TTOCEIIEHUS 00Yy4aIOIUMUCS TOMEIICHUN U TEPPUTOPUHU
PITY nns opranuzanuu y4eOHOTO Mpoliecca ¢ MPUMEHEHNUEM AJIEKTPOHHOTO O0YYEHUS U TUCTAHIIMOHHBIX
00pa3oBaTeIbHBIX TEXHOJIOTHI MOTYT OBITH MCIIOIB30BaHBI CIIEAYIOIINE 00pa3oBaTeIbHbIE TEXHOJIOTHH:

— BUJICO-JICKIINHU,

— OHHaﬁH-HeKHHH B PCKHUME PCAJIbHOT'O BPEMCHH,

— 3JICKTPOHHBIC y‘IeGHI/IKI/I, y‘-Ie6HBIe HOCO6I/I$I, HAyYYHBIC U3JaHUA B DJICKTPOHHOM BHUJEC U NOCTYII K
HWHBIM 3JICKTPOHHBIM O6p8,30BaTCJ'IBHBIM pecypcam;

— CUCTEMBI JJIs DJICKTPOHHOT'O TECTUPOBAHUAA,

— KOHCYJIbTAllUU C UCIIOJIb30BAHUCM TCICKOMMYHHUKAIIMOHHBIX CPCACTB.

Haumenosan Hngpopmayuonnvie u

Ne n/n Buowl yuebnoii pabomut
ue pazoena 06pazosamenvHvle MEXHON0UU
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2 3 4
Brenenue B [Jlekmus Ne 1 BBoaHas JieKuus ¢ UCNOJIb30BaHUEM
Hoy. BHJICOMATEPUAIOB
PazButue
HH(OPMALIHO CamocrosrenbHas paboTta KoncynpTupoBanue u npoBepka
HHOLO JIOMAIIHUX 33JaHUI OCPEACTBOM
001IeCTBa. JJIEKTPOHHOU IOYTHI
Jlexnusa Ne 2 Jleknus-Busyanuszanusi ¢
NPUMEHEHHUEM CJIA- IPOEKTOpA
Ponb
uHpopmanuu | CamocTosTenbHas paboTa KoHncynbTupoBanue u npoBepka
B JIOMAIITHUX 3a/1aHui TOCPEICTBOM
yIIpaBJICHUHU. 3JIEKTPOHHOU MOYTHI
Wndbopmara Jlexmus Ne 3 Jleknus-Busyanusanus ¢
MIPUMEHEHUEM CJIali/I- TPOCKT:
OHHAS PUMEHEHHEM CIIali1- IPOEKTOpa
HHOpacTpyK [Ipaktuueckoe 3ansTue Ne |3aHATHS B KOMIBIOTEPHOM KJlacce
Typa 1
OpraHu3aluu
CamocrostenbHas pabora (KoHCynabTHpOBaHHE U TPOBEPKA
JIOMAIIHUX 3a/IaHUM IOCPEICTBOM
3JIEKTPOHHOU IMOYTHI
Jlexnus Ne 4 Jleknus-Busyanusanus ¢
MIPUMEHEHUEM CJIAJI- MPOEKTOpa
DIIEKTPOHHBI
. [IpakTrueckoe 3aHsITHE 3aHATUSL B KOMITIBIOTEPHOM KJ1acce
Ne2
JIOKYMEHTBHI.
CamocrositenbHas pabota |KoHcynbTHpoBaHME U TPOBEpKa
JIOMAIIIHUX 3a/IaHUH IOCPEICTBOM
3JIEKTPOHHOU MOYTHI
Opomtorus  |Jlexuus Ne 5 Jlexums-Bu3yanusanus ¢
nH(popMaIno NPUMEHEHUEM CJaiil- MPOEKTOpa
HHOTO
o6ecmeuenus |IIPAKTHUECKOE 3aHATHE 3aHATHS B KOMITIBIOTEPHOM KJ1acce
ynpasnenns [Ne3
CamocrostenbHas pabota |KoHcynbTHpoBaHHE U TPOBEpKa
JIOMAIITHUX 3aIaHUH TTOCPEICTBOM
3JEKTPOHHOU MOYTHI
ApToMaTm3a |J1eKIms Ne 6 Jlekuus-BU3yanusanus ¢
s MIPUMEHEHUEM CIIal/I- MPOEKTOpa
yYIPaBJICHUS
[IpakTnueckoe 3ansTue Ne |3aHATHA B KOMIBIOTEPHOM KJIacce
JIOKYMEHTHUP

OBaHHOU
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uHpopmarnue [CamocrostensHas pabota |KoHcynbTHpoBaHUE U POBEPKA
H. JIOMAITHUX 3aJaHui MOCPEICTBOM
3JIEKTPOHHOU IOYTHI
Knaccuguka |Jlekuus Ne 7 Jlexuusi-BU3yaln3aIus ¢
TOPBI MPUMEHEHUEM CJIaiI- MPOEKTOpa
TEXHUKO-
skonomuuec |IIPaKTHUECKOE 3aHATHE 3aHATHS B KOMITBIOTEPHOM KJIacce
KO U No5
COLIMATIbLHON
v udopMaTIH CamocrosiTenpHas padbora KOHCYJIBTI/IpOBaHI/Ig 1 TIpOBEpKa
" JIOMAIITHUX 3va;[aH1/H/1 MIOCPEICTBOM
CTAHZAPTH B AJICKTPOHHOU MOYTHI
nHpopmaro
HHOM
obecrnieyeHnH
yIpaBICHUS.
8 OnektpoHHOo [JIexuus Ne 8 Jleknus-Busyanusanus ¢
e MIPUMEHEHUEM CJIAiiJI- MPOEKTOpa
MIPaBUTEILCT
BO. [IpakTudeckoe 3aHATHE 3aHATHS B KOMITBIOTEPHOM KJIacce
Ne6
CamocrositensHas padora |KoHcynbTUpOBaHME U MpOBEPKa
JIOMAIITHUX 33/IaHAH TOCPEICTBOM
3JIEKTPOHHOU IMOYTHI
9 Nudopmanu |Jlexmus Ne 9 Jlekuus-Busyanusanus C
OHHBIN PUMEHEHUEM CJIaiI- MPOEKTOpa
MEHEHKMEHT
[IpakTudeckoe 3aHaTue 3aHATHS B KOMITBIOTEPHOM KJlacce
Ne6
CamocrositensHast pabora |KoHcynbTHpOBaHME U TPOBEPKA
JIOMAITHUX 33JJaHUI TOCPEICTBOM
3JIEKTPOHHOU MOYTHI

B mepuon BpeMEHHOro NPUOCTAHOBJIECHUS MOCEIIEHUS OOYYaroIMMUCS MOMEIEHUH U
tepputopun PITY nanga opranmzanum ydeOHOro mpolecca ¢ HPUMEHEHHUEM JIIEKTPOHHOIO
o0yueHMs] W JAMCTAaHIMOHHBIX OOpPa30BaTENbHBIX TEXHOJIOTUH MOIYT OBITh HCIIOJIb30BaHbI

cienyromne o0pa3zoBaTesIbHbIE TEXHOJIOTUH:

— BHUJICO-JICKIIUH,

- OHJ'IaI\/JIH-J'IeKIII/II/I B PCIKUMC PCAJIbHOTO BPEMCHH,

— JJICKTPOHHBIC y‘-IC6HI/IKI/I, y‘-IC6HLIC HOCO6I/IH, HAYYHBIC U3OaHUA B 3JICKTPOHHOM BUIAC U

JOCTYT K MHBIM 3JIEKTPOHHBIM 00pa30BaTeIbHBIM PECYPCaM;
— CHCTEMBI JJIs DJIEKTPOHHOTO TECTHUPOBAHMSI,
— KOHCYJIbTAIIMH C UCTIOJIb30BaHUEM TEIEKOMMYHUKAIIMOHHBIX CPEJCTB.
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5. Ouenka njiaHUpPyeMbIX Pe3yJbTATOB 00yUeHHs

5.1. CucTeMa onleHUBaHU S

dopma KOHTPOJIS

CpOK OTYETHOCTH

Makc. KoJu4ecTBO 0alJIoB

3a ogHy Bcero
pabory
Tekymuii KOHTPOJIb:
- OIIpoC 1,2,3,4,5 Henenu 5 6amioB 25 GamioB
- KOHTpoJIbHAas paboTa (Tema 4) 4 Henens 15 6annos 15 6annos
- moaroroBka pedepara (Temsl 1-5) 2 nenens 20 6ammoB | 20 GayoB
Hrtorosas arrecranus 7 Henens 40 0ayuIoB 40 0aJyuIoB
(9x3amen)
Wroro 3a nucuuIiney 100 GannoB

IToy4yeHHBIM COBOKYIIHBIN PE3YJITAT KOHBEPTUPYETCS B TPAAULMOHHYIO KAy OLIEHOK U B

HIKaJTy OIleHOK EBpomelickoli cucTeMsl iepeHoca 1 HakoruieHus kpenutoB (European Credit

Transfer System; ganee — ECTS) B cooTBeTCTBHM ¢ TabIUIIEH:

100-6amnbHas TraTHLHOH A LKA Ixana

IKaja PaZHIHO ECTS

95-100 A
OTJINYHO

83-94 B

68 — 82 Xoporro 3a4TEHO C

56 — 67 D
YAOBIIETBOPUTEIIHEHO

50-55 E

20-49 FX
HEYJIOBIETBOPUTEIHHO HE 3aYTEHO

0-19 F
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5.2.KpuTepun BbICTaBICHHS OIICHKH MO TUCIUILIAHE

Bayuisr/
Hlxkama ECTS

OrneHka 1o
IUCLUAIIINHE

Kputepuu o1ieHKH pe3ynbTaToB 00yUeHUs O JUCIUILTHHE

100-83/
AB

«OTIAYHOY/

«3a4TCHO»

BricTaBnsercs oOyuaroiiemycs, €ciid OH IITyO0KO U IPOYHO
YCBOWJI TEOPETUYECKUM U NIPAKTUYECKUM MaTEPHUAII, MOXKET
MIPOJIEMOHCTPUPOBATh 3TO HA 3aHATUIX MU B  XOJE
IIPOMEKYTOUHOU aTTeCTaluu. OOyuatomuiics
MCYEPIBIBAIOIIE U JIOTHUYECKU CTPOHHO M3JIaraeT y4eOHBIi
Marepual, yYMEET YBA3BIBATb TEOPUI0 C IPAKTUKOM,
CIpaBIIETCS C pelleHHeM  3anad npodecCUOHANBHOM
HaIIPaBJIEHHOCTH BBICOKOT'0 YPOBHS CII0KHOCTH, IPABUIIBHO
000CHOBBIBAET MIPUHSTHIE penieHusl. CBo0601HO
OpUEHTHUpYETCS B yd4eOHOW W  mpodecCHoHATBLHOM
auteparype. OLeHKa 10 JUCUUIUIMHE BBICTABISIOTCS
oOydaromemycst ¢ Y4€TOM pe3yJbTaToB TeKylled W
MIPOMEKYTOUHOMN aTTeCTalHU. Komnerenumu,
3aKperyiéHHbIE 3a JIUCHUIUIMHON, chOopMHpOBaHBI Ha
YPOBHE — «BBICOKHUI».

82-68/

«XOpOoIIo»/
«3a4TECHO»

BeicraBnsiercss  oOywaromemycsi, €cid  OH  3HaeT
TEOPETUYECKUI U IPAKTUYECKUNA MaTepuai, paMOTHO U 10
CyLIECTBY M3JaraeT €ro Ha 3aHATHSIX M B XOAE
IIPOMEKYTOYHON aTTECTAllUH, HE TOIIyCKasl CYLIECTBEHHBIX
HeToyHocTed.  OOyuaromuiics NpaBUIbHO IMPUMEHSET
TEOPETHUYECKHUE ITOJIOKEHUS TPHU PEIICHUH MPAKTUYECKUX
3ajjay  MPO(EeCCHOHAIILHOW  HAIMpPaBIEHHOCTH  Pa3HOTO
YPOBHSI CJIOXHOCTH, BJIaJ€ET HEOOXOIWMBIMH JUJISI 3TOTO
HaBbIKAMM U TIpUEMAMH. JlocTato4HO ~ XOpOLIO
OpUEHTHpYETCS B ydeOHONH W  mpodeccHOHATBHOU
muteparype. OIleHKa @O JUCHUUIUIMHE BBICTaBIISIFOTCS
oOydaromeMycst ¢ Y4€TOM pe3yjibTaToB TeKylled H
IIPOMEKYTOUHOU aTTeCTaluu. Komnerennuu,
3aKperyIEHHbIE 3@ JIMCUUIUIMHON, chopMHpOBaHBl Ha
YPOBHE — «XOPOLIUI».

67-50/
D,E

«yJIOBJIETBOPHU-
TEIIBHOY/
«3aYTEHOY

BricraBisiercs oOyuatromieMycs, €ciii OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUYECKUHA W TMPAKTUYECKUN MaTrepual,
JIOITyCKaeT OT/eNbHble OUIMOKH HpU €ro M3JI0KEHHHM Ha
3aHATUAX W B XOJ€ MPOMEXYTOYHOM AaTTECTALMH.
OO0yuaromuiics UCIIBITHIBAET ONPEIEIEHHBIC 3aTPY/JHEHUS B
IIPUMEHEHNN TEOPETUYECKUX IOJIOKEHUN IpPU PEIICHUH
NPaKTUYECKUX 3a7a4y NpoecCHOHATbHON HApaBIeHHOCTH
CTaHJApPTHOTO YPOBHS CJI0’)KHOCTH, BJIAJIEET
HEOOXOIUMBIMU Ui 3TOro ©0a30BBIMH HaBBIKAMHU U
npuémMamMu. J[eMOHCTpUpPYET TOCTAaTOYHBIN YPOBEHb 3HAHUS
yueObHOll  auTeparypel mo aucuuruiiHe. OleHKa I0
JUCIMIUIMHE BBICTABISAIOTCS Oo0yyarouiemycs ¢ y4éTom
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Bamnel/

Ormenka 1o

Ixana ECTS | pucuumniuge

Kputepuu onieHKH pe3ynbTaToB 00yUeHHs 10 TUCIUILIHHE

pe3yabTaTOB TEKYyLIEH W NPOMEKYTOYHOM aTTeCTALMH.
Komnerenmuu, 3aKpEIUIEHHBIE 32 JUCUMIUIMHOW,
c(hOpMHUPOBaHbI HA YPOBHE — «IOCTATOYHBIN.

49-0/
FFX

«HEYIOBIIETBOPUTE
JIBHOY/

HE 3a4TCHO

BricTaBisercs oOyuaromiemycs, €Cii OH HE 3HaeT Ha
0a30BOM YpPOBHE TEOPETUYECKMH U  NPaKTHUYECKHIl
MaTepHal, JOIycKaeT rpyoble OMMUOKH MPH €ro H3JI0KEHUH
Ha 3aHATHAX M B XOAE INPOMEXKYTOYHOM arTecTaluu.
OOyuaromuiicss MCHBITHIBACT CEPbE3HBIE 3aTPyIHEHHS B
IIPUMEHEHUN TEOPETHYECKUX IIOJIOKEHUH IIPU PELICHUH
NPaKTUYECKHUX 3a7a4 Ipo(ecCHOHATBHON HAPaBIEHHOCTH
CTaHJApTHOIO  YPOBHA  CIIO)KHOCTH, HE  BJIAJEET
HEOOXOJUMBIMU U 3TOrO HAaBbIKAMHU M IpPUEMAMHU.
JlemoHCcTpHpyeT — (parMeHTapHble  3HAHUA  y4eOHOH
auTepaTypel Mo aucuuiuinHe. OLEeHKa MO0 JUCHMILIMHE
BBICTABIIAIOTCA OOydaronmieMmycss ¢ yd€ToM pe3ysbTaToB
TEKyUIIEH U TPOMEKYTOUHOU arrecTtauuu. KomriereHimuum Ha
YPOBHE «JIOCTaTOYHBIN», 3aKPEIUIEHHBIC 3a NUCLUIUIMHOM,
HEe chOpMUPOBAHBEI.

5.3. OueHouHble cpescTBa (MaTepuabl) JUIsl TEKYLIET0 KOHTPOJIS yCIIEBAEMOCTH,

HpOMe)KYTOIIHOf/'I arrecranuun 06yqa}01111/1xc;1 IO JUCLMITIIIMHE

IIpumepHbIe TeMbI KYpcoOBBIX padoT U pedepaToB 1o pasaenam IMCHHUIIJIMHbBI:

hohdPE

O0630p 3akoHOIATENBHBIX aKTOB B chepe LOY.

0O0630p HOpMaTHBHBIX aKTOB B cepe MOY

0630p cranmapToB B chepe UOY

0O0630p HOpMaTUBHO-METOINYECKUX TOKyMEHTOB B cpepe MOV (IlpaBuna,

MHCTPYKLIHHU, PETJIAMEHTHI).

0O0630p MexIyHApPOIHBIX cTaHapToB B chepe NOY.
Ponpb nndopmanuu B ynpaBieHHH.

[TonsiTue nHMOpMaILIUK U €€ CBOICTBA.

[TonsiTre nHMOPMALIMOHHOTO TpOIIEcca.

[TonsiTre nHGOPMALIMOHHON CUCTEMBI.

Knaccudukanus uagopmanuu.

Crneunduka 10KyMEeHTUPOBaHHON MHGOPMAIUH.

Nudopmanmonnas nHppacTpyKTypa opraHu3aIim.
[TonsiTre nH(pOpPMAITMOHHOTO pecypca.

[lonsiTue anexTpoHHoro qokymenTa (J/1).

HopmartuBHo-mMeToanueckas 6a3za npumenenus /1.

[TpoGems! BHenpenust /] B COBpeMEHHYIO IPAKTHKY PabOThl OpraHU3aIlHii.
OcHOBHBIE HampaBIEHUS aBTOMAaTU3alUU PabOThl ¢ UHPOpMaIHei u
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JIOKyMEHTAIleH B OpraHu3aIusIX.

18.  IlonsATHe aBTOMaTU3WPOBAHHON MH()OPMAIIMOHHON CHCTEMBI.

19.  Cucremaruzainusi aBTOMaTU3UPOBAHHBIX CUCTEM YIIPABJICHUS JOKYMEHTAMHU.

20.  Meroauka BRIOOpA aBTOMATU3HPOBAHHON CUCTEMBI YIIPABJICHUS JOKYMEHTAIUCH.
21.  MeTroauKH OLIEHKH aBTOMATU3UPOBAHHBIX CHCTEM YIPABICHHUE JOKYMEHTAIIUCH.
22.  XapaKTepuUCTUKU MH(OPMAITMOHHOTO OOIIECTRA.

23. [TonsiTne nHMOPMAITMOHHOTO MEHEPKMEHTA.

24. [IpeameT nHGOPMAITMOHHOTO MEHEIPKMEHTA.

25.  Css3b UM u OKYMEHTAIIMOHHOTO 00ECTICUCHHSI yIIPABICHUSI.

26.  Crparernueckuii UM.
27.  OnepatuBnbliii M.

28.  OpranmzanuoHHas cTpykrypa UM B ynpaBieHum.

29. CocraBHble n1eMeHTsl UM opranuszanumu.

30. Poinrn yenoseka — crienmanncTa B cucreme MUM.

31. Uctopuueckas sBomtorusa MOY

32. DNEKTPOHHOE MPABUTENBCTBO: 3a7auu, QYHKINH, CTPYKTYpa

Bonpockl K KOHTPOJILHOI padoTe:
1. TloaroroBka cxeMbl HHPPACTPYKTYPHI OpraHU3aIuN

2. ABTOMaTu3zalus ynpaBlIeHHUs JOKYMEHTHPOBAHHON HH(OpMAIIUEH.

Bomnpocsl Kk 3xk3amMeny:

e O030p 3aKOHOATENBHBIX aKTOB B chepe MOVY.

e O0630p HOpMaTUBHBIX aKTOB B chepe NOY

e (O0630p crangaptoB B chepe NOY

e (O030p HOPMATUBHO-METOANYECKUX JOKyMeHTOB B chepe MOV (IlpaBuna, MHCTPYKIHH,
periaamMeHThl).

e (O030p MEXIYHapOIHBIX cTaHIapToB B chepe MOY.

e Ponb undopmanuu B ynpaBieHUH.

e [lonsTue nHPOpMAIK U €€ CBOWCTBA.

e [lonarue nHdopMaOHHOTO Mpolecca.

e [lonarue nHHOPMAIIIOHHON CUCTEMBI.

e Knaccudpukanus nadopmarum.

e Cpemnuduka J0KyMEHTUPOBAHHOW HH(OPMALIUH.

e Uudopmannonnas uHGpacTpyKTypa OpraHu3alnm.

e [lonsTue nHMOPMAIITMOHHOTO pecypca.

e [lonsTue snekTpoHHOrO AOKyMeHTa (D/1).
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e HopwmaruBHo-MeToauveckas 6aza npuMenenus J/1.

e [IpoGnemsl BHeApeHus D/ B cOBpeMEHHYIO MPAKTUKY paOOThI OpraHU3aIUM.

e (OcCHOBHbIC HallpaBJICHUs aBTOMAaTHU3aIMHN paboThl ¢ HHGOpMaIuel 1 T0KyMEeHTaluel B
OpraHu3aLUsX.

e [lonsTHE aBTOMaTU3UPOBAHHON MH(POPMAIIMOHHON CUCTEMBI.

e (Cucremaru3zanys aBTOMATU3UPOBAHHBIX CUCTEM YNPABIICHUS TOKYMEHTAMH.

e Meroauka BIOOpa aBTOMAaTU3UPOBAHHON CHCTEMBI YIIPABIICHUS JOKYMEHTAIIHCH.

e MeTOaUKM OLEHKH aBTOMATU3UPOBAHHBIX CUCTEM YITPABICHUE JOKYMEHTALIUEN.

e XapakTepUCTUKU HHPOPMAITMOHHOTO OOIIEeCTBA.

e [lousaTue HHPOPMAIIMOHHOTO MEHEKMEHTA.

o IIpeamer nHHOpPMALIMOHHOTO MEHEIKMEHTA.

e Cs3b IM u AOKyMEHTAIIMOHHOTO 00ECTICYEHHS YITPABIICHUS.

e Crparernueckuit UM.

e Onmneparusnsbiii M.

e OpranuzanuonHas ctpykrypa UM B ympasnenun.

e (CocraBHble 351eMeHThl UM opranuzanuu.

e Poub yenoseka — cnenuanucra B cucreme M.

e Ucropuueckas sBomrorusa MOY

e DIEKTPOHHOE MPABUTEIBCTBO: 3a/1a4, PYHKIUH, CTPYKTYpa.

6. YueOHo-MeToaUYecKoe U MHPOPMALMOHHOE O0ecreyeHue TUCHUTILINHBI

6.1. Cnmcok NCTOYHUKOB H JIUTEPATYPHI
- HICTOYHUKHU (OCHOBHBIE, IOTIOJHUTENBHBIE);

a) OCHOBHBIE UCTOUHUKHU

1. Koncrutyuus Poccuiickoit @enepanuu ot 12 nexkadpst 1993 r.
2. OenepanbHblil 3ak0H OT 22 okTs0ps 2004 1. Ne 125-D3 «O6 apxusHOM gene B Poccuiickoit
Denepanumny.

3. ®enepanbublii 3ak0oH 0oT 10 sHBaps 2011 r. Ne 1-D3 «O0 311eKTPOHHOM MOAIUCHY.

4. @enepanpHblii 3akoH oT 27 nekabps 2002 1. Ne 184-d3 «O TexHUYECKOM
PETYJINPOBAHUNY.

5. @enepanpublii 3akoH oT 27 wmronas 2006 1. Ne 149-®3 «O6 wuHpopMmanuu,
UH(POPMALIMOHHBIX TEXHOJIOTUAX U O 3aLIUTE HHPOPMALIUN.

6. denepanpHbIid 3ak0H 0T 27 utoiist 2006 1. Ne152-D3 «O mepcoHaTBHBIX TaHHBIX).

7. ®enepanbublil 3akoH oT 27 utong 2010 r. N 210-03 «O6 opranuzanuu NpeaoCcTaBIeHHS
roCy/apCTBEHHBIX U MyHUIUIAIbHBIX yCIyT".

8. ®enepanbHbiii 3akoH N 227-D3 "O BHeceHUH U3MEHEHHI B OTAENbHbIC 3aKOHOIaTeIbHbIC
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akThl Poccuiickoit deneparuu B cBsizu ¢ npunatuem denepanpHoro 3akona "OO opraHu3auu
MPEIOCTABICHUS TOCYTAPCTBEHHBIX U MYHHIIUIIATHHBIX YCIYT .

9. [Toctanosnenue IlpaButenscTtBa PD ot 15 urons 2009 r. Ne 477 «O06 yTBepKIaeHUN
[TpaBun nmenonpou3BojacTBa B (heepanbHBIX OpraHax HUCHOJHUTEIBLHON BiIacTw» (pea. OT
26.04.2016) // «Cobpanue 3akoHomaTeabcTBa PDy», 22.06.2009, No 25, cT. 3060.

10. ITocranosnenue [IpaBurensctBa PO ot 10 HOs0ps 2003 1. Ne 677 «O06 001mepocCuiicKux
KJIaCCU(UKATOPAX TEXHUKO-JKOHOMHUYECKOM U COLUANbHOW HHQPOpPMAIMK B COIHMAIHHO-
SKOHOMMUECKOI 001acTu.

11. Konnenus popmupoBanus B Poccuiickoit deaepanun 3J€KTPOHHOTO MPAaBUTEILCTBA J10
2010 rona. Onobpena Pacnopsixenuem IlpasurensctBa Poccuiickoit @enepauuu ot 6 mas 2008
r. Ne 632-p.

12. Vxa3 Ilpesunenta Poccuiickoit @enepanuu ot 9 mas 2017 1. Ne 203 «O Crparerun

pasButus wHPOpMaIoHHoro obmiectBa B Poccuiickoit ®@enepanmu Ha 2017-2030 romer» //
«CoOpanue 3akoHoaarenbeTBa POy, 15.05.2017, Ne 20, ct. 2901.

13. Pacnopsixenue IlpaButensctBa Poccutickoii @enepamnuu ot 28 uross 2017 1. Ne 1632-

p «O6 yrtBepxkaenun muporpammbl "Lludposas skonommka Poccwmiickoit ®eneparm’y //
«CoOpanue 3akoHoaarenbcTBa POy, 07.08.2017, Ne 32, cr. 5138.

14. TlocranoBnenue [IpaButensctBa PO ot 25 nexabps 2014 r. N 1494 «O0 yTBepxkaeHun

npaBuJl OOMEHa JOKYMEHTaMH B 3JEKTPOHHOM BHUJE MPH OpPraHu3aluu HHQPOPMAIHOHHOTO
B3aUMOJICUCTBUSY.

15. Tlnan mepomnpusTHii 110 HanpaBieHu0 « HopMaTuBHOE peryarpoBaHue» MPOrPaMMBI
«udposas sxonomuka Poccuiickoit @enepanum» (yTB. [IpaBUTEIBCTBEHHON KOMHCCHEH O
MCIIOJIb30BaHUI0 MH(POPMAIIMOHHBIX TEXHOJIOTUN JJIsl YIyYllIE€HHs KayecTBa U3HU U YCIOBUI
BEJICHHS TIPEANPUHUMATEIbCKON AesaTenbHOCTH (mpoTokoa oT 18 mexabpst 2017 1. Ne 2))
[DneKTpOHHBII pecypc] URL:
http://static.government.ru/media/files/P7LOVHUjwVJPINCHrMZQgEEeVgXAC wXR.pdf

16. [Ipuka3 Munuctepcersa KynbTypbl PO ot 31 mapta 2015 r. Ne 526 (3apeructpupoBan
Munroctom Poccun 7 centsiopst 2015 r.) «O06 yrBepxknenun IlpaBun opranu3anuu XpaHeHUs,
KOMIUJIEKTOBAHHUS, ydeTa W HCIIOJIb30BaHUS JOKYMEHTOB apxuBHoro ¢onna Poccuiickoit
®enepaliii ¥ APYTrUX apXUBHBIX JOKYMEHTOB B OpraHax OCyJapCTBEHHOW BIJIACTH, OpraHax
MECTHOTI'O CaMOYIIPABJICHUS U OPTaHU3ALMIX».

17. IlpaBuia opraHu3aiui XpaHeHHsI, KOMIUIEKTOBAHUS, y4eTa U UCIIOIb30BAHUS
JOKyMeHTOB ApxuBHOro ¢onna Poccuiickoit denepaunn 1 Apyrux apXMBHBIX JTOKYMEHTOB B
rOCy/IJapCTBEHHBIX M MYHULUIAIbHBIX apXWBaX, My3esX W OHOIMOTEeKax, OpraHu3alMsIX
Poccniickoil akaneMuu Hayk YTBEpP)KIACHBI IPUKa30M MuHuUCTEpPCTBA KYJIBTYpbl M MAacCCOBBIX
koMMyHHKauil Poccuiickoit @enepannn ot «18» ssuBaps 2007 r. Ne 19.

18. IlepedyeHb THUMNOBBIX YNPaBIEHYECKUX AapXUBHBIX  JIOKYMEHTOB, OOpa3yoLIUXCsS B
IpoLEecCce JIEATENbHOCTH TOCYJApCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYMpaBiIEHUS U
OpraHu3zalyii, ¢ ykazaHueMm cpokoB xpaHeHus (yTB. I[Ipukazom MunkynsTypel P® 25 aBrycra
2010 r., mpuxa3z Ne558). M., BHUNA/I, 2010.

19. O6mepoccuiickmii kiraccupukarop ympasiendeckoir mokymentanuu OK 011-93 (yTB. u
BBeJIeH B JeiicTBue mocraHoBieHueM ['occranmapra Poccum ot 30 mexabps 1993 r. Ne 299,
nocienHee naMenenue — 24/2005).

20. YnpasieHnue gfokymMeHTamu. Tepmunsl u onpenenenus: Cinosaps. M.: BHUMJIAJL, 2013.
C.3l1

21. ISO/IEC 21320-1:2015 «udpopmMaroHHbIe TeXHOIOTHH - Daiia-KOHTeHep s

nokymenTa. Yacte 1: OcHoBHas yacte» (Information technology - Document Container File - Part
1: Core).
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22.TOCT P 7.0.8-2013. «CUBU/I. [denonpou3BOJACTBO M apXWBHOE neN0. TepMHUHBI U
onpenenenus» (yrB. [Ipukazom Poccranmapra ot 17.10.2013 N 1185-cT).

23.TOCT P 52292—2004. DnexTponHblii 00MeH nHpopMareid. TepMUHBI U ONIpeeIeHHs.
— (MuadopmanrionHast TEXHOJIOTHS).

24.TOCT P 52294—2004. VYmpaBiaeHue opraHuzamnueil. ODJICKTPOHHBIA perjaMeHT
aJIMUHUCTPATUBHOM U CITy>keOHOM nesiTenbHOCTH. OCHOBHBIE TTOJIOKEHUSI.

- IuTepaTypa (OCHOBHAs, JOIOJIHUTENbHAA);

a) OCHOBHAsl JIMTepaTypa:

1. Jlapun Muxaumn BacunseBuu. HWudopmanmonHoe obOecrniedeHHe yIpaBICHHS
[DnexTpoHHEIH pecypc] : yaeOHOoe mocodue / Jlapun Muxaun Bacunsesuda; M. B. Jlapus ; [M-Bo
oOpa3zoBanus u Hayku Poc. ®denepanuu, denep. roc. 610pkeTHOE 00pa30BaT. YUPEXKACHHUE BHICII.
obpa3oBanus "Poc. roc. rymanuTapHsiil yH-T"]. - D1eKTpoH. aaH. - Mocksa : PITY, 2018. - 278,
[1] c. - Pesxum moctyma : http://elib.lib.rsuh.ru/elib/000012473. - 3arux. ¢ skpana. - ISBN 978-5-
7281-2036-0.

2. Opranu3aiioHHOE MPOSKTUPOBAHKE: PEOPTaHU3aIUs, PEUHKHHUPHHT, TAPMOHHU3AIIHS
yue6. mocobue / C.A. Jlouan, JL.LM. Ansburep, @.3. Cemenona, [.C. Ilerpocsn ; nmox pen. [.C.
[Terpocsna. — M. : UHOPA-M, 2018. — 196 c. — (Bricmiee o6pa3zoBanue: Maructparypa). —
www.dx.doi.org/10.12737/19670. - Pexxum noctyna: http://znanium.com/catalog/product/969592

0) JOMOJIHUTeIbLHAS JINTepaTypa:

1. VYmpasneHnue kauecTBoM HHPpOpMaMoHHbIX cucteM / Mcaes I'.H. - M.:HUIL] UH®PA-M,
2015. - 200 c.: 60x90 1/16 ISBN 978-5-16-103583-2 (online) - Pexum mocryma:
http://znanium.com/catalog/product/521644

2. Taiim-menemxmenT. [lomnbrii kype / Apxanrensckuii ' A., bextepes C.B., Jlykamenko M.
- M.:Anpnmaa I1a6m., 2016. - 311 c.: ISBN 978-5-9614-1881-1 - Pexxum pgocryma:
http://znanium.com/catalog/product/925383

3. Tomuupra Onbra JleonnnosHa. MH(popManinoHHbie cucTemsl : yuebHoe nocodue / O. JI.
TIomuueaa, H. B. Makcumos, U. U. ITonos. — 2-e€ u3n. — M. : DOPYM : UHOPA-M,
2018. — 448 c. : un. — (Beicuiee o0Opa3oBanue). - Pexum gocryma:
http://znanium.com/catalog/product/953245

4. BapdonomeeBa Anekcanapa OneroBHa. MHpopManmoHHBIE CUCTEMBI HPEINPUITHS :

yueb. mocodue / A.O. Bapdponomeena, A.B. Kopskosckuii, B.Il. PomanoB. — 2-e u3z.,
nepepad. u gon. — M. : UH®PA-M, 2019. — 330 c. — (Briciiee obOpa3zoBaHue:
bakamaBpuar). —  www.dx.doi.org/10.12737/21505. -  Pexum  gocryma:

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

5. TI'punbepr A.C., Koponp MN.A. UHbopManmoHHbII MeHEKMEHT: Yueb. mocolue s
By30B. — M. : IOHUTU-JTAHA,2017. — 415 c. — (Cepusa «IIpodeccuonanbHblIit
yueOHuk: Madpopmatukar). - ISBN 978-5-238-00614-4. - Tekcr : snexrponHbid. - URL:
http://znanium.com/catalog/product/1028593



http://elib.lib.rsuh.ru/elib/000012473
http://znanium.com/catalog/product/969592
http://znanium.com/catalog/product/521644
http://znanium.com/catalog/product/925383
http://znanium.com/catalog/product/1002067
http://znanium.com/catalog/product/1028593
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6.2 Ilepeuyenb pecypcoB HH(POPMANMOHHO-TEJIEKOMMYHUKAIIMOHHOH CeTH

«HHTepHeT»

www.gov.ru/ - CepBep OpraHoB rocyJaapcTBEHHOM Biiactu PD

www.gosuslugi.ru/ - CripaBouHO-uH(pOpMaIIMOHHBIN TTOpTall «['0CYy1apCTBEHHBIC YCITYTH)»

www.rusarchives.ru — ApxuBHOe areHTCTBO PO

www.vniidad.ru/ - BHUNA]J] (Bcepoccuiickuii HaydHO-UCCIETOBATEIbCKUNA HHCTUTYT

JOKYMCHTOBCACHUSA U ApXHUBHOTI'O z[ena)

Www.minsvyaz.ru/ - MUHHCTEpCTBa CBSI3U U MacCOBBIX KOMMYHHKanui PO

www.consultant.ru/ - opunmansHbii caidt komnanuu Koncynasrantllmoc

Www.garant.ru/ - nabopMaIoHHO-IPaBOBOM mopTai ['apaHT

WWWw.cnews.ru/

www.ecm-journal.ru/

6.3 IIpodeccuonanbHbie 6a3bl JAHHBIX U MH()OPMAIIMOHHO-CIIPABOYHbIE CHCTEMbI

Joctyn k npodeccronanbHbIM 6a3am nanHbIX: https://liber.rsuh.ru/ru/bases

I/IH(bOpMaI_II/IOHHbIe CIIpaBOYHBLIC CUCTCMBI:

1. KoncynbranT Ilmtoc
2. Tapant

7. MatepuajibHO-TEXHHYECKOE o0ecreyeHue TMCUNIIUHbI (MO1YJIs)
Jl1ia MaTepHranbHO-TEXHUUECKOTro o0ecreyeHns TUCIUIUTMHBI UCTIOIB3YIOTCS: Jaboparopus

AJOKYMCHTOBCACHUA W  TCXHOTPOHHBLIX JOKYMCHTOB,

CIICHUAIM3UPOBAHHBIC  AyAUTOPHUU

KHHO(OTO(HOHO- U BUI€0-JOKYMEHTHPOBAHUS, KOMITBIOTEPHBIH KJlacc, pa3/laTOYHbIE MaTepHalbl,
KOJUIEKIIHS (POTOJIOKYMEHTOB, 3ByKO3auCel 1 KHHO(UIBMOB.

CocTaB MporpaMMHOro oGecreyeHust

Neri/ Haumenosanue 110 [IpousBoauTens Croco6 pacnpocTpaHeHus
b (ruyenzuonnoe unu c60600HO
pacnpocmpamnsiemoe)
1. Adobe Master Collection CS4 Adobe JUIEH3HOHHOE
2. Windows 10 Pro Microsoft JIUIIEH3HOHHOE
3. Kaspersky Endpoint Security Kaspersky JIMIIEH3UOHHOE
4. Microsoft Office 2016 Microsoft JInIeH3HOHHOE
5. Zoom Zoom JIMLIEH3UOHHOE

HpO(i)GCCI/IOHaJ'IBHBIe MOJTHOTEKCTOBBIC Oa3bl JaHHBIX:

Norr/
I

HanmeHnoBanue

1 [Ipodeccronanshbie moaHoTEKCTOBBIE B/

ouAwNE

SAGE Journals

HanuonaneHas anexrponHas 6ubnuoreka (HOB) www.rusneb.ru
ELibrary.ru Hayunas snextponnas 6ubnnoreka www.elibrary.ru
Onextponnas 6ubnmoteka Grebennikon.ru www.grebennikon.ru
Cambridge University Press

ProQuest Dissertation & Theses Global



http://www.gov.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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7.  Taylor and Francis

8. JSTOR

WudopManroHHbIE CIPAaBOYHBIE CHCTEMBI:

1 KomnbsroTepHsle clipaBo4HbIEe PABOBBIE CUCTEMBI
Koncynerant Imoc,
I'apanT

8. Olecneyenne 00pa3oBaTeIbHOIO NMpoLECca VIS JIUL ¢ OTPAHNYEHHbIMH
BO3MOKHOCTSIMM 3/10POBbSI 1 HHBAJIU/10B

B xone peanuzanuu TUCHUIUIMHBI MCIIONB3YIOTCS CIEIYIOIINE AOMOJHUTEIbHBIE METO B
00yueHMsI, TEKYIIEro KOHTPOJIsSI yCIIEBAEMOCTH U IIPOMEXYTOUYHOM aTTecTaluy o0yJaromuxcs B
3aBUCUMOCTH OT UX UHIUBUAYAIbHBIX OCOOEHHOCTEH!

oISl CIENbIX M CHa0OBUIANIMX: JIGKIMU OQOPMISIOTCS B BUIE 3JICKTPOHHOTO
JOKYMEHTa, JIOCTYIIHOIO C [IOMOILBIO KOMIIbIOTEpAa CO  CHELHATU3UPOBAHHBIM
IPOTPaMMHBIM OOECTIEYCHHEM; TUCbMEHHBIE 3a/IaHMs BBITIOJIHAIOTCS Ha KOMITBIOTEPE CO
CHeLUaTU3UPOBAHHBIM ITPOrPAMMHBIM 00€CTIE€YEHNEM HIIK MOTYT OBbITh 3aMEHEHbI YCTHBIM
OTBETOM; OOECIICUMBACTCS WHIAMBHIYyAIbHOE paBHOMEpHOE ocBemieHne He MeHee 300
JIFOKC; JUIsl BBIITOJIHEHUS 331aHUs IPH HEOOXOAUMOCTH ITPEIOCTABIISETCS yBEINYUBAIOLIECE
YCTPOMCTBO; BO3MOXKHO TaKXe HCIOJIb30BAHWE COOCTBEHHBIX YBEIMYHBAIOIINX
YCTPOMCTB; MUCbMEHHbIE 3aJlaHusl 0(QOPMIIIOTCS YBEIMUYEHHBIM MIPU(TOM; SK3aMeH U
3a4€T TPOBOIATCS B YCTHOW (hopMe WM BBHIMOJNHSAIOTCS B NMUCBMEHHOH (opme Ha
KOMITBIOTEPE.

oISl TIYXMX U CJIA0OCIHBILAIINX: JIEKIUH O(QOPMIISIIOTCS B BHUJAE 3JIEKTPOHHOIO
JOKYMEHTa, JINOO TPEJTOCTABISETCS 3BYKOYCHIIMBAIONIAs anmaparypa UHAWBUAIYIbHOTO
NOJIb30BaHUS; MHCbMEHHBIE 3a/laHUs BBIIOJHSIOTCA Ha KOMIIBIOTEpE B HMUCbMEHHOU
¢dopme; sK3aMeH U 3a4€T MPOBOAATCS B MUCbMEHHON (hopMe Ha KOMIIBIOTEPE; BO3MOKHO
npoBesieHue B (hopMe TeCTUPOBAHMUS.

el JMI C HapyWEHUsAMM OIOPHO-IBUIATEIBHOIO  ammapara: JIeKIUH
0(OpMIISIOTCS B BHJIE SJICKTPOHHOTO JOKYMEHTA, JOCTYITHOTO C MOMOIIBI0 KOMITBIOTEpa
CO CHEIMATM3UPOBAHHBIM IPOIPAaMMHBIM OOECledeHHeM; MHCbMEHHbIE 3aJjaHus
BBITTOJTHSFOTCST HA KOMITBIOTEPE CO CIIEIHATN3NPOBAHHBIM IIPOTPAMMHBIM 00ECTICUCHHEM;
9K3aMeH U 3a4€T MPOBOJATCS B YCTHOM (pOpMe MITM BBINOJIHAIOTCS B MUCBMEHHOH (opme
Ha KOMITBIOTEpE.

[Tpu HEOOXOIUMOCTH MpeTycMaTpUBAeTCs yBETMUEHUE BPEMEHH IS IOATOTOBKU OTBETA.

[Tporneypa mpoBeneHus IPOMEXYTOYHOH aTTECTAIMHU JUTSI O0YJAIOIIIXCSl YCTaHABITUBACTCS
¢ yu€TOM UX MHIUBUAYAJIbHBIX Ncuxoduznueckux ocodbeHHocTel. [IpomexyTouHas arrectanus
MOXET MPOBOANUTHCS B HECKOJIBKO 3TaTIOB.

[Tpu mpoBeneHHM HpoLETYpPHl OLEHUBAHUS PE3yJIbTATOB OOyuUeHHs IpeaycMaTpuBaeTcs
UCTIOJNIb30BAaHNE TEXHUYECKHX CPEICTB, HEOOXOAMMBIX B CBSI3W C HHIUBUAYAIbHBIMU
0COOEHHOCTSAIMH 00yYaroIuXcs. TH CPEACTBA MOTYT OBITh ITPEIOCTABIEHbl YHUBEPCUTETOM, WIH
MOTYT HCIIOJIb30BaThCSl COOCTBEHHBIE TEXHUYECKHE CPEACTBA.

[IpoBenenne mpoueAypbl OLIEHUBAHMUA  pe3ylbTaToB  OOy4deHUs JIOMyCKAaeTcss ¢
UCTIOJIb30BaHUEM JUCTAHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOIOTHH.

ObecneunBaeTcs A0CTYN K MH(MOPMAIMOHHBIM M OuOInorpaduyeckuM pecypcaMm B CETH
WuTepHer s Kaxaoro oOywaromierocst B (gopMmax, aJalTHPOBAHHBIX K OTPaHUYEHUSM HX
3JI0pOBbsI U BOCTIPUSTHS HHPOPMALIUU:

oISl CJENbIX M CIa0OBHUIAIIMX: B MEYaTHOW (opMe yBETHYEHHBIM HIpU(TOM, B
dbopmMe IEKTPOHHOTO JOKYMEHTa, B hopMme aynuodaiina.

oISl TIOyXUX U ciaabocibllalux: B HedaTtHol ¢opme, B (popme 3IEKTPOHHOIO
JOKYMEHTA.
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o s 00YYAFOIIMXCS C HAPYILICHUSIMU ONOPHO-/IBUTATEILHOTO aNlapara: B Ie4aTHON
dopme, B popme NIEKTPOHHOTO JOKYMEHTa, B (hopme ayaunodaiina.

Y4eOHbIe ayAUTOPHUH IS BCEX BUJIOB KOHTAKTHOW M CaMOCTOSITEIIBHON pa0OThI, HaydHast
OuOIMOTEeKa W MHBIC MOMEIICHUS JIJIsl OOyYeHUsS] OCHAIICHBI CIICIHAbHBIM 00O0PYAOBaHHEM U
y4eOHBIMA MECTaMH C TEXHHYECKUMHU CPEJICTBAMU O0yUCHUSI:

oISl CIEMbIX W CIA0OBUISIIMX: YCTPOMUCTBOM JUISi CKAaHUPOBAHUS W YTCHUS C
kamepoii SARA CE; mucruieem bpaitna PAC Mate 20; npuntepoM bpaiins EmBraille
ViewPlus;

oISl TIOYXUX U CIAOOCHBIIIANIUX: aBTOMATH3UPOBAHHBIM Pabo4YMM MECTOM IS
JFO/IeH C HapyIICHUEM CITyXa U cIabO0CIBIIIANINX; aKyCTUYCCKHI YCUITUTENb U KOJIOHKH;

o1l  OOydYarONIMXCS C HAPYUICHUSMHU  OIOPHO-JIBUTATEIBHOTO  alapara:
MEPEIBIKHBIMU, PETYIHPyeMbIMU 3proHomuueckumu napramu CH-1; xoMmbroTepHON
TEXHUKOH CO CHEIHAIBHBIM MPOTPAMMHBIM 00€CIICUCHUEM.

9. MeToanuyecKkne MaTepHAaJIbI
9.1 Mlnanbl nNpakTHYeCKUX 3aHATHIL. MeToAuyecKkue YyKa3aHusi MO OPraHU3alUU H
NPOBeIeHUI0

enb npakTUyecKux 3aHATHI — OOy4YUTh MPAKTUYECKUM HABBIKAM, KOTOPBIE MO3BOJIMIN
OBl cTyneHTaM CBOOOJHO M Ha BBICOKOM YPOBHE BIQJIETh NMPOTPAMMHBIMH CPEICTBAMHU JIJIS
peleHus 3a/1a4 JOKYMEHTAIMOHHOTO U HH(POPMAITMOHHOTO 00ECTICYCHHUS YIIPABICHHS.

3amauell MPaKTUYECKUX 3aHATUH SBIAETCS OCBOCHHE CTYJIEHTaMH HH(POPMAIMOHHO-
TEXHOJIOTUYECKUX BO3MOXKHOCTEH aBTOMATH3allMM JIEJIOBBIX IPOLIECCOB, OOpPabOTKH U
UCIIOJIb30BAaHUS JOKYMEHTAIbHBIX JJAHHBIX, BBISBICHHUS BO3MOXHOCTEH NMPOrpaMMHBIX CPE/ICTB
JUIs PELIeHHUs KOHKPETHBIX NPAKTHYECKUX 3aJad B OOJACTH COBPEMEHHOIO 3JIEKTPOHHOIO
JIOKYMEHTO000pOTa.

N3yyaercs KOHTEHT OQUIMAIBbHBIX CAaWTOB KOMIIAHUM, B IMPOrPAMMHBIX IMPOIYKTaX
KOTOpBIX OyayT MPOBOAUTHCS J1a0OpaTOpHBIE (IPAaKTUYECKUE) 3aHATHS.

Bennop IIporpamMMHBIii IPOAYKT Caiit
(6C)I|

DIeKTPOHHbBIC JEJIO https://www.eos.ru/

0o(UCHBIE CHCTEMBI

DocsVision DocsVision http://lwww.docsvision.com/

Directum DirectumRX http://directum.ru

1C 1C dokxymenroobopot | http://v8.1c.ru/doc8/
XOyJIMOHT Tesuc https://www.tezis-doc.ru/features

Jloruka 6uszHeca Jloruka: COJ1 http://ecm.blogic20.ru/logikaecm/docflow-

solutions

[Ipencroutr mpoaHanu3upoBaTh JTaHHBIE O Pa3pabOTAHHBIX MPOrPaMMHBIX MPOAYKTaxX U
[PENOCTABIAEMbIX  KOMIIAHHUAMM  yciyrax. Pe3ynpTaTbl  HMCCIIEOBaHUsS  3aHOCATCS B
CTPYKTYpHUPOBAaHHBIN, CO3/IaHHBIM CTyAEHTOM OTueT. OT KOJIMYEeCTBAa 4acoB, IpeNoiaBaTellb
pa3pabaTbiBaeT METOJIUKY IPOBEACHMS 3aHATHH M  JaeT PEKOMEHJALUU CTyAEHTaM JUis
CaMOCTOSITENIbHON PaOOTHI.

Takum o6pazom, 1enecooOpa3HO JeTaJbHO MOATOTOBUTH CTYAEHTOB JJIsl TeCT-IpaiiBa
CHCTEM 3JIEKTPOHHOTO JOKYMEHTO000pOTa.
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B 3akimioueHny npakTUYeCKUX 3aHATHI CTyI€HTaMHU IPOBOAUTCS CPAaBHUTEIbHBIN aHATHU3
U3YyYEHHBIX CHUCTEM YIPABICHHUS JOKYMEHTOOOOPOTOM MO MHOTHM KPHUTEPHSIM, Ha OCHOBE
NPAaKTUYECKUX HAaBBIKOB, JAHHBIX C MHTEpHET-calToB pa3paborunkoB COJl, uHTEpHET -
VCTOYHUKOB M CTaTEH MO CIEAYIOIIUM KPUTEPUSIM:

- Ha3BaHUE CUCTEMBI (Pa3pabOTIHK);

- c(hepa mpuMeHEHUS IPOTPaMMBbIL;

- HCII0JIb30BAHKUE OTEUECTBEHHBIX CTAHJAPTOB YIIPABICHUS JOKYMEHTAMU;

- YPOBEHb KOPHOPATHUBHOCTH (MaciuTad — KOJIMYECTBO aBTOMATH3WPOBAHHBIX PabO4MX
MECT, BO3MOKHOCTB Pa0OTHI ¢ (pustnanaMu, CTereHb oxBara (yHKIMN OpraHu3aluu/, Wik TOJIbBKO
o1MH y4acTok - JI0VY);

- (pyHKIMH CUCTEMBI B IIEJIOM;

- CTpPyKTypa cHUCTeMbl ((YHKIMOHATbHBIE W OOECIEYHBAIONINE MOAYIH (Y4acTH), UX
byHKIUN);

- npumensiemoe 10, ero paspadotuuk, CYb/I-mnardopma, cucremnoe I10;

- OTKPBITOCTh (MYJIBTUILIATHOPMEHHOCTH U MyIbTU(OpMaTHOCTS) [10);

- OpraHM3alii, B KOTOpPBHIX pEaJM30BaHAa CHCTEMa, JUIS PELICHUS KaKuxX HpodiiemM
OpraHH3aIyi OHA CO3/laHa, aBTOMAaTH3allksl OM3HEC-TPOIIECCOB.

[o kaxx0¥ U3 cUCTEM OTMEYAIOTCsl 0COOEHHOCTH, (POPMYIUPYIOTCS PEKOMEHAALIMHU 10 UX
IPUMEHEHHUIO JUIsl OpraHu3alui pa3indHbIX GOPM JIEATENbHOCTH.

Kaxnpiii cryseHT oQOpMIIsSieT MHOTOCTpAaHHYHBIA OTYET, 3aBEICHHBIA B Hayalie
IPAKTUYECKUX 3aHITHH, KOTOPBIN WIUIIOCTPUPYET 3TAIbl paOOTHI BO BCEX M3YYAEMbIX CHCTEMaX
3IIEKTPOHHOTO JOKYMEHTOO00pOTa U yNpaBieHus HH(popMalren u COAEP>KUT BBIBOIBI.

Ilnan npakTHYeCKUX 3aHATHI

3ansarue 1. KoMmnanus, ee IpogyKThl U YCIYyTH.

3anstue 2. Beenenue B cucremy. Madopmarus o padore B cpeae COJ1

3ansrtue 3. UccnenoBanue aBTOMaTU3MPOBAHHOTO paboyero mecta. JINuHble Manku

3anstue 4. Undopmanus o pabore ¢ nmankamu, KapToukami, aiaamu.

3anstue 5. Pabora ¢ perucTpallMOHHBIMU KapTOYKaMU BXOJSIIMX, UCXOJIALIUX U BHYTPEHHUX
JIOKYMEHTOB

3ansatue 6. Pabota ¢ npoekTamMu 10KyMeHTOB. CBsA3bIBaHHE JOKYMEHTOB

3ansatue 7. @opMupoBaHUE 3a/1a4 U 33aHuil. BeimonHeHue 3a1anuil. Yuer pabodero BpeMeHH.
3ansarue 8. CoriacoBaHue JOKyMEHTOB

3anstue 9. Ilouck mokymeHToB, 3a1a4, 3aaanuii B CO/I.

3anstue 10. dopMupoBaHe OTYETOB U aHAJIU3 JAHHBIX MOJYJIS.

9.2 MeToanyeckne peKOMeHIAIUH MO MOAr0TOBKE MUCbMEHHBIX (KYPCOBBIX) padoT

Buna camocTositenpHOM pabOTHI: TOATOTOBKA pedepara.

[ToarotoBka pedepara Mo3BOJISET 3aKPENUTh TEOPETHUECKUE 3HAHMS 0 JUCIUILIUHE,
IpUOOPECTH HABBIKM CaAMOCTOSITENILHOTO YIITyOJIEHHOrO M3y4YeHMsl OJHOTO U3 pa3lesioB Kypca.
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[Tpu moaroToBke pedepara CTyIEHTHI MTOJY4alOT HABBIKA U YMEHUE DPAa0O0TaTh C UCTOYHUKAMU U

JUTEPaTypOi, aHAIM3UPOBaTh (HAKTHI
NPOYNTAHHOE COBPEMEHHBIM NMPO()ECCHOHAIBHBIM S3BIKOM.

U JaHHBIE CIELUAJIbHOM JUTEpaTyphl,

usjgararb

Pedepat nomken 6b1Th 0POPMIICH B COOTBETCTBUU C TPEOOBAHUSIMHE, MTPEABSIBIIEMBIMHA K

MOJTOTOBKE U 0()OPMIICHUIO HAYYHBIX Pa0OT.

Pedepar Bxirouaer:

- THTynBHHfI JINCT,

- OI'JIaBJICHHUC,

- BBEJICHHUE;

- OCHOBHYIO 4acTh (TeMaTH4ECKUE Pa3eiibl);

- 3aKJIFOUYCHUC,

- CIIMCOK HUCIIOJIb30BAHHBIX UCTOYHUKOB U JIMTCPATYPHI.

O0bem pedepara - 15-20 crpanmn Tekcra (mpu Habope vepe3 1,5 wHTEpBaIa U pazMepe

mpudra 13-14). Pedepar nuiercs Ha ofHOM CTOpOHE CTaHIAPTHOTO JicTa Oymaru ¢popmarta A4

(210x197Mm).

Crpanunel pedepara HyMepyroTcs apaOCKUMM IM(paMu Ha BEPXHEM IIOJIE JIUCTA, 0e3

KaBBIYCK, ,I[e(bI/ICOB U APYTI'UX 3HAKOB IIPCTIMHAHUS. TI/ITYJ'IBHHﬁ JIMCT U OI'JIaBJICHUEC HEC HYMCPYIOT,

HO BKJIIOYAIOT B 00IIHI 00BeM pedepara.

HayuHo-cripaBouHbIii annapat pedepara BKIIOYAET CIIUCOK UCTOYHUKOB U JINTEPATYPbl U

MOJICTPOYHBIE CHOCKU. 1I0/ICTpOYHBIE CHOCKM MCIOJB3YIOTCS BO BCEX CIIydasX LIMUTUPOBAHUS B
TEKCTe pedepaTa MPaBOBHIX AKTOB, JOKYMEHTOB, MPOM3BEIECHUI aBTOPOB MOHOrpaduii, craTei,
y4eOHUKOB, y4eOHBIX TOCOOUH, a TaKKe MPU HUTUPOBAHUH CTaHIAPTHBIX ONpeAeTIeHUN TEPMUHOB
u noHsATH. Bee npuBoanMmele B pedepare (akThl, HUpPbI, 1aThl, KOHKPETHBIE JAHHBIC TAKKe

JOJIDKHBI OBLITH MOATBCPKACHBI ITOACTPOYHBIMHU CHOCKAMM.

CHOCKH HYMEpYIOT B MpefieNiaX OJHON CTpaHUIbI apadCKUMH U(paMu, TEKCT CHOCKU
pa3sMelaroT MO/ IOCIEIHEN CTPOKOU TEKCTA

9.3 MeToanyeckue yKkazaHus 1Jisl 00y4alomMXcsl M0 0CBOEHHIO U CHHUIIIMHBI

Bun pa6ortsl

Conep:xanue

(mepe4eHb BOIIPOCOB)

Tpynoemkoct
b

€aMoCTOATEN
bHOI1 padoThI

(B yacax)

PexkomMenganmun

Pa3znen 1. Beenenue. Pazputue muHGOPMAIIMOHHOTO 001I€CTBA.
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IToaroroBka k

OO0111ee TOHATHE

W3yunth MaTepranibl HCTOYHUKOB!

JICKIIAN UHPOPMAITUH.
JokymMeHTHpoBaHHas
MH(pOPMALIHS KaK Pecype Jlapun M.B. HNudopmanmonnoe
YIIPaBIICHHSL. obecrniedeHmne yIIpaBIeHUS: VYueo.
3aKOHOIATENBCTRO, mocobue. M.: PITY, 2018. 279 c.
peryaupyroiiee BOmpochl
yhpaBiieHHsI ”HPOpMaen
U TOKyMEHTaIuen
Hroro 18
Pa3nen 2. Posib uH(pOpManun B ynpaBieHUH
INoaroroBka k | bazoBsie MOHSTHSA W3yunts MaTepuaibl HCTOUHUKOB!
JEKIIH UH()OPMAIIH: JIaHHBIE,
CBe/ICHUS, 3HAHMSL
VH(bOpPMAIHOHHBII Jlapun M.B. HNudopmanmonHoe
mporecc. obecrnieueHne YIIpaBIEHUS: VYueo.
VH}popMamoHHas nocobue. M.: PITY, 2018. 279 c.
cucreMa. Posnb
Jlapun, M.B., Peickos, O.1.
uHQOpMaIIH B
OJEeKTPOHHBIC JOKYMEHTHI B YIIPABICHUH.
yIpaBJICHUH.
C Hayuno-MeTo1. mocoOue, 2-u3aHue,
ncreMmaTusanus
nonondHennoe. BHUMIA/L M., 2008. —
uHQOpMaIH B 208 o.-
aJIMUHUCTPATUBHOM €
YIPaBJICHUH. CaoiicTBa KOHCIIEKTbI KLl
UHPOPMAIUH.
OTnnunTensHBIE CBOMCTBA
JIOKYMEHTHUPOBAHHOU
WH(pOPMAITIHL.
HUroro 18
Pazpnen 3. Undopmaunonnasi uHGpPaCcTPyKTypa OpraHu3aunu

IlogroroBka k | Buapl  opraHu3alMOHHBIX WzyuuTh MaTepraibl HCTOYHHKOB!
MPaKTUYECKOM | CTPYKTYD yIpaBlICHHS.
Y 3aHATHUIO BHyTpeHHsII ©  BHEIIHSS
cpena OpraHU3aIHH. Jlapun M.B. HNudopmarnmonHoe
OpraHM3aLHH. mocodue. M.: PITY, 2018. 279 c.
WNudopmarmonnas .
KoHcnekTs neknuui
UHpaCTPyKTypa, ee
KOMITOHEHTHI.
Uroro 18

Pasznen 4. Daek

TPOHHBIC TOKYMCHTbBI

IloaroroBka x
JIEKIIUN

Tlonsitue 3JIEKTPOHHOT'O
JIOKyMEHTa. Hocurenn
UHPOPMAITUH.

SHGKTpOHHaH NOAIHCH.

I/I3y‘{I/ITL MaTepHraibl MICTOYHUKOB!

Jlapun M.B. WudopmanuonHoe
o0ecrieueHue yIpaBIICHUS: VYued.
nocodue. M.: PITY, 2018. 279 c.

WWwWw.cnews.ru/
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KoncnexTsl Jexiui

Hroro

16

Paznen 5. 9Boa

U nHGOPMAMOHHOI0 o0ecTeYeHHs YIp

ABJICHUA

IloaroroBka k

Pazputne cucrem

I/I3y‘H/ITL Mar€puralibl HCTOYHHUKOB!

JIEKINN JIEJIOTIPON3BOJICTBA B
Poccun kxak 6a3nca
HH(OPMAIIHOHHOTO Jlapun M.B. HNudopmarmontoe
0GeCIIeYCHHs YIIPABICHNUS B oOecrieyeHue yIpaBIICHUS: VYued.
COLMATBHO- mocobue. M.: PITY, 2018. 279 c.
9KOHOMHYECKHX CUCTEMaX. .
www.rusarchives.ru — ApxuBHoe
Opranuzanus ynpapieHuUs areHTcTBo PP
JIOKyMEHTaMH B HavaJe ..
COBETCKOTO MIEPHONIA www.vniidad.rv/ - BHUWUJIA /]
POCCHICKOI HCTOPHIL. (Bcepoccuiickuit HayHO-
Cosnanne BHAMIATL HCCIIeIOBATEIbCKUI WHCTHTYT
Moxrotoska ETCIL u JIOKYMEHTOBE/ICHHUS 1 apXUBHOTO JIENIa)
EFCAOY, YCI. KoncmekTs! ek
Hauano aBromaruzauuu
Hroro 20
Pa3zpnen 6. ABToMaTH3auMA yHPaBJieHUsl JOKYMEHTHPOBAaHHOM MH(popMaLuei.
IToaroroBka k | CoBpeMEHHBIN PBIHOK N3yuuTs MaTEepUaIbl HCTOYHUKOB!
npaktuueckom | ACHOVY. Amnanus
y 3aHSITHIO TeHJCHINN pa3BHUTHS https://www.eos.ru_/ _
ACJIOY. http://www.docsvision.com/
http://www.paydox.ru/
Pazpabotunkn  ACJIOV. http://directum.ru
Knaccudukanus ACZOVY. http://v8.1c.ru/doc8/
https://www.tezis-doc.ru/features
http://ecm.blogic20.ru/logikaecm/docflow
-solutions
KoHcnekTs! ek
WWWw.cnews.ru/
Hroro 16

Pazgen 7. Knac

B HH(OPMALMOHHOM o0ecredyeHUH yIIPaBJIeHUs!

CH(PUKATOPbI TEXHUKO-IKOHOMHYECKOH M COLMATbHOH HMH(pOpPMAUMU U CTAHAAPTHI

IToaroroBka k
JIEKIIUHA

Lenn u 3agaun
yHH(UKAIUHN JJOKYMEHTOB.
Hanpagnenust, puHIMITBL 1
metoabl yaudukanuu Y CJ.
KnaccugukaTopbl TeXHUKO-
3KOHOMUYECKOH U
coluansHON HH(pOpMAIINH.

N3yuuTs MaTepUaIbl HCTOYHUKOB!

www.rusarchives.ru — ApxuBHoe
are’HTcTBo PO

www.vniidad.rw/ - BHUWJIA/
(Bcepoccuiickuii HayyHO-
UCCIICA0BATEIbCKUN HHCTUTYT
JIOKYMEHTOBEJICHUS U apXUBHOTO JIeJia)

KoncnexTsl Jeximi
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Htoro

20

Paszgen 8. Duaek

TPOHHOE NPABUTEJIHCTBO

IloaroroBka k
JIEKIIUHA

KoHuenmust 351eKTpoHHOr0
NPaBUTENHCTBA B
COBPEMEHHOM  OOIIECTBE.
CocraBHble qacTu
3JIEKTPOHHOTO
IPaBUTEILCTBA!
OpraHu3anys
roCyIapCTBEHHOTO
yIOpaBleHUsT Ha
3JIEKTPOHHBIX CpeACTB
00paboTKu, Tmepeayn U
pacrpocTpaHeHus
nH()OpMAaITHH;
MHQOPMaIOHHEIE
TEXHOJIOI'nu B
rocyIapCTBEHHOM
yIpaBJICHUH;
TEXHOJIOTUH;
WH(GOPMAITMOHHOE
B3aUMOJICHCTBHE  OpPraHOB
TrOCyIapCTBEHHOM BJIACTH U
oOmrecTBa c
UCIIOJIb30BaHUEM
WH(POPMAITMOHHO-
TCJIICKOMMYHUKAIIMOHHBIX
TEXHOJIOTHI{; SJIEKTPOHHBIN
ousHec,
ABTOMATU3UPOBAHHBIC
TOCYJIAPCTBEHHBIE CITYKOBL.

OCHOBC

CCTCBBIC

I/I3y‘H/ITL Mar€puralibl MCTOYHHUKOB!

www.rusarchives.ru — ApXuBHOE
are’HTcTBo PO

www.vniidad.ru/ - BHUWJIA
(Bcepoccuiickuii HayyHO-
HCCIIEIOBATEIIbCKUI UHCTHTYT
JIOKYMEHTOBEJICHUS U apXUBHOTO JIeJIa)

KoncnekTs! Jeximi

Hroro

20

Paszpnen 9. UndpopMaliuOHHBIH MEHEAKMEHT

IToaroroBka k
MIPaKTUYECKOM
Y 3aHSATHIO

OO01ereopeTHuecKue
ACTIEKTBI MOHATUN
«MEHEKMEHTY,
«JIOKyMEHTAITMOHHOE
obecrievueHne yrpaBIeHUD,
«uH(pOPMAIIMOHHBIH
MEHEDKMEHT,
«JTOKyMEHTAIMOHHBIH
MEHEHKMEHTY,
«uH(OPMAIIMOHHO-
JIOKYMEHTAIIOHHBIN
MEHEDKMEHTY,
«yTIpaBIIEHUE
JIOKYMEHTaIuen.

N3yuuTs MaTepUaIbl HCTOYHUKOB!

Jlapun M.B. HNudopmanmonHoe
obecrnieueHune YIpaBIECHUSA: VYueb.
mocobue. M.: PITYVY, 2018. 279 c.

KoHCIEeKTEI TeKIui.

Htoro

20

Bcero:

146
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Ilpunooicenue 1

AHHOTAIIUS PABOYEN ITPOT'PAMMBI JIACIHUILIAHBI

Lenv Oucyunnunsl - W3YYCHHE TEOPETHUECKUX MPOOJIEM ¥ MPUKIAJHBIX aCTICKTOB
MH(OPMALIMOHHOTO O0ECIIeUeHHUs YIPaBIeHHs], KaK YaCTH MEHEPKMEHTa, aKTUBHO IPUMEHIEMOI
B COBPEMEHHOM NMpaKTUKe KaK B TOCYJapCTBEHHOM YIIPABJICHUHU, TaK U B YaCTHOM OHM3HECE.

3aoauu:

- U3y4YEHHE OCHOBHBIX MOHSATUH, HCIOIB3YyEMbIX B Ipolecce HHGOPMALMOHHOTO 00eCIeYeHUs
yIpaBICHUS;

- M3Y4YCHHE HCTOpUU WHGPOPMAIMOHHOTO OOECIeUeHUsl YNpaBJICHHUS B HaIICH CTpaHe U 3a
pyoexom;

- U3y4YCHHE HOPMATHBHO-TIPABOBBIX OCHOB MH(GOPMAITMOHHOTO OOECIICUCHUS YIPABICHUS;

- M3y4YeHHE TEXHUYECKOr0 W MPHUKIAJHOTO MPOTrpaMMHOrO obecredeHus: MHPOPMAIOHHOTO
oOecrieueHus ynpaBIeHUs.

AKTyalnbHOCTh, HOBH3Ha M OPHTMHAIBHOCTH Kypca oOecrnedyuBaeTcs €ro MOCTOSHHOM
MOJIEpHU3allMEel B COOTBETCTBHM C PA3BUTHEM H3YYaE€MbIX M[POrPAMMHO-TEXHOJOTHUYECKUX
peLIeHnH, UCII0JIB3YEMBIX B YIIPABICHUH OPraHU3aLUECH.

B pe3ynbprare ocBOCHUS AUCIUIUIMHBI 00YYarOUTUICS JOJIKEH:
3HaTh:
KJIACCHU(PUKAIIMIO U BUIOBOM COCTaB Pa3IMYHBIX CHCTEM JOKYMEHTAITUU
HOpPMAaTHBHBIC TPEOOBAaHUS K JIOKYMEHTAIIMOHHOMY OOECIIEUEHHUIO ACSITEIbHOCTU OpraHU3aAIHMA
pa3iauuHbIX (HOpM COOCTBEHHOCTH, TOCYJapCTBEHHBIX OpraHax W OpraHax MeECTHOTO
CaMOYTIpaBJICHUS
0COOEHHOCTH PadOTHI C Pa3TUYHBIMU CUCTEMA IOKYMEHTAIIUN
COBpEMEHHBbIE HH(POPMAIIMOHHBIE CHCTEMBI, CHCTEMBI JIIEKTPOHHOTO JTOKYMEHTOO0OpOTa,
MpaBOBOE peryipoBaHue chepsl yrpasieHus nHpopmalmen u JoOKyMEeHTaIUEH;
METO/JOJIOTUYECKHE  OCHOBBI ~ IOCTPOEHHSI  YINPABIEHYECKUX  CHUCTEM M CUCTEM
JIOKYMEHTAIIMOHHOTO 00eCTIeYeHUs yIPaBIICHHUS;
mpaBuja W METOJOJOTUYECKHE TOIXOJIbl K TMPOEKTUPOBAHUIO CHUCTEM JJIEKTPOHHOTO
JIOKyMEHTO000pOTa,;
YMETh:
MIPUMEHSATH TEOPETUUECKUE 3HAHUS MPU PabOTE C pa3IMUHBIMU CUCTEMAMHU JJOKYMEHTAIUN
MPUMEHSATh 3HAHWE HOPMATHBHO-TIPABOBOM 0a3bl MPU OCYIIECTBICHHH JOKYMEHTAIIMOHHOTO
obecrieueHns NeATeIbHOCTH OPraHu3alui pa3InIHbIX (HOpPM COOCTBEHHOCTH, TOCYJaPCTBEHHBIX
OopraHax ¥ OpraHax MECTHOT'O CaMOYTIPaBIICHUS
paboTath ¢ pa3TUIHBIMHA CUCTEMAMH IOKYMEHTAIIUH
NPUMEHSTh 3HAHHE HOPMATHUBHO-TIPABOBOM 0a3zbl B cdepe ympaBlieHUs HHPoOpMAIUed u
JIOKYMEHTAIUEN B TPAKTUYECKON JEATEIIbHOCTH;
MPUMEHATh  Pa3jIM4Hble METOJOJIOTMYECKUE TMOJXOJbl TMpPU MPOEKTUPOBAHUU CHUCTEM
JIOKYMEHTAIIMOHHOTO 00eCTIeYeHUs yIPaBIICHHUS;
BHEJIPSITH CUCTEMBI DJIEKTPOHHOTO JOKYMEHTO000pOTA.
Braners:
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HaBBIKAMH HCIIOJBb30BAHUS PA3JIMYHBIX BHUIOB JOKYMEHTOB M CHUCTEM JOKYMEHTAlUH IJIst
obecrieueHus IeITeIbHOCTH OpPraHu3aIuil pa3IunyHbIX (OPM COOCTBEHHOCTH, TOCYIaPCTBEHHBIX
OPraHoOB M OPTraHOB MECTHOI'O CaMOYMPABJICHUS

HaBBIKAMH BBISIBJICHHUS COCTaBa JIOKYMEHTOB, 00€CTICUUBAIONIUX PA3JIMYHBIC MPOIECCHI
HaBBIKAMHM COBEPIICHCTBOBAHUIO PAa0OThI C JAOKYMEHTaMH, OOECIICUHMBAIOIIMMHU Pa3INYHBIC
MPOLIECCHI

HABBIKAMHU BBIOOpPa HEOOXOJUMBIX TEXHOJOTHUSCKUN PpEIICHH B MPOIEeCcCe YIpaBIICHUS
uH(pOopManrel 1 TOKyMEHTAIUECH;

HaBBIKAMHM aHaliM3a W OPraHU3allMOHHOTO MPOEKTUPOBAHUS CUCTEM JIOKYMEHTAIIMOHHOIO
oOecrieueHnsl yIpaBiIeHUs;

HAaBBEIKAMM  BBIABJICHHS  HauOoJice ONTHMAJbHBIX  IOKa3arened, HEeOOXOIUMBIX I
MIPOCKTUPOBAHUS U HACTPOHUKH CHCTEM 3JIEKTPOHHOTO JIOKYMEHTO000pOTA.



