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1. llosicHuTEILHAA 3aMUCKA

1.1. Heab u3aga4u IMCHUILINHBI

Llenv  Oucyunaumsl - WU3yUYEHHE TEOPETHUYECKUX MPOoOIeM U TPUKIAJHBIX ACIEKTOB
nH(pOpMalIMOHHOTO  OOecrieYeHuss  yOpaBlieHUs, KaK 4YacTH MEHEIKMEHTa, aKTHBHO
MIPUMEHSAEMON B COBPEMEHHOM MPAKTUKE KAaK B TOCYJaPCTBEHHOM YIPABICHHUH, TAK U B YACTHOM

ousHece.
3aoauu:

e l3yueHue rocy1apcTBEHHON MOJUTUKH B chepe HH(POPMAIIMOHHO - TOKYMEHTALMOHHOTO

obecrieueHus ynpasiieHus: B Poccun B HCTOPUYECKOM Pa3BUTHU.
e l3yueHue xapaKTEPUCTHK MHPOPMAIMOHHOTO OOIIECTBA.
e l3zyuenue posnu MHPOPMALUU B YIPABICHUU.
e l3yuenne MHPOPMALMOHHON MHPPACTPYKTYPHl OpraHU3AlUU.

e l3yuenue (eHOMEHA SJIEKTPOHHBIX JTOKYMEHTOB B HH(OPMALMOHHOM OOecreueHHH

ynpasineHus. OmuOka! 3akiaaka He onpenesieHa.
e U3yuenue uHOOPMALMOHHOTO 0OECIICUCHHUS FTCKTPOHHOTO MIPABUTEIILCTBA.

e l3yuenue oOOmMX BONPOCOB AaBTOMATHM3allUM YIPABICHHS  JTOKYMEHTHPOBAHHOM

uHpopManre B OpraHu3aluu.

e l3yuenue poiau M MecTa KiIacCU(UKATOPOB TEXHUKO-3KOHOMHYECKOH M COLMAIbHOM
uHpopMaUd U YHU(UIUPOBAHHBIX CHUCTEM JOKYMEHTAIlMM B WH(GOPMALMOHHOM

obecrieuennn ynpasneHuIOmuoka! 3akiaaka He onpeesieHa.

e l3yuenne MHPOPMALMOHHOTO MEHEIKMEHTA KaK METOAOJIOTUN HH(POPMAIIMOHHOTO

o0ecreyeHus yrpaBlieHUs..



1.2. [lepeveHpb MIaHUPYEMBIX Pe3yIbTaTOB OOYUYEHHUS MO AMCLUUILUINHE, COOTHECEHHBIX C

HHAUKATOpaMu JOCTUKCHU KOMHGTCHL{HI;’II

Konpt ConeprkaHre KOMIETEHIHHA [TepedeHb IAHUPYEMBIX PE3YJIbTATOB
KOMITETECHIINH 00y4YeHHs 10 JUCLIUTUINHE
[K-2 BJIaJICHUEM OCHOBaMHM | 3HaTh: OCHOBBI  HH(OPMAIIMOHHO-
MH(POPMALMOHHO-aHAIUTHYECKOM aHAJTUTUYECKOHN JIeATEIIbHOCTH
NESITEeIbHOCTH M CIOCOOHOCTBIO | YMETh: IIPUMEHSITh OCHOBBI
OPUMEHATh UX B NPO(ecCHOHAIBHON | MHPOPMALMOHHO-aHAIUTHIECKOM
chepe NeSTeIbHOCTH B TPOQecCHOHaTbHOM
chepe
Brnanets: TEXHOJIOTHSIMH
MH(POPMALMOHHO-aHATUTHIECKOM
JESITEIBHOCTH
I1K-5 BJIAJICHUEM TEHICHIMSIMU DPAa3BUTHA | 3HATh: TEH/ICHINH pa3BUTHA
MH(POPMALMOHHO- MH(POPMALOHHO-
JOKYMEHTAllMOHHOT O o0ecrieyeHus | JOKYMEHTAIlMOHHOTO  o0ecreyeHus
yTIpaBJICHUS] ApXUBHOTO JieNia yTpaBJICHUS
YMeTb: NIPUMEHSATh UX Ha MPAKTHKE
Brnanets: TEXHOJIOTHSIMH
MH(POPMALMOHHO-
JOKYMEHTAIMOHHOTO  oOecreueHust
yTpaBJICHUS
I1K-31 CIIOCOOHOCTBIO paspabarbiBaTh | 3HaTh: JIOKAJIbHBIE  HOPMAaTHBHBIC
JIOKAJIbHBIE HOpPMAaTHBHbIE AaKThl M | aKThl M HOPMAaTHBHO-METOIMYECKHUE
HOPMAaTHBHO-METOIMUECKUE JIOKYMEHTBI 1o BEJICHUIO
JTOKYMEHTBI 1o BE/ICHUIO | HH(POPMALIMOHHO-
nH(GOPMAIIMOHHO- JOKYMEHTAIMOHHOTO o0ecrieueHus
JOKYMEHTAllMOHHOT O oOecrieueH s | ynpaBJICHHUs U apXUBHOTO Jieia
yIpaBJICHUS U APXUBHOTO JIeJia
YMeTb: IPUMEHSATh UX Ha MPAKTUKE
Bnaners: TEXHONOTMAMHU  BEACHUS
MH(POPMALMOHHO-
JOKYMEHTAIMOHHOTO  obOecreueHust
yIpaBJICHUS U APXUBHOTO JIeJia
I1K-32 BIQJCHUEM  3aKOHOJATEIbHOM M | 3HATH: 3aKOHOJIATEIIbHYIO u
HOPMAaTUBHO-METOAUYECKON 0a30l | HOpMaTUBHO-METOANYECKYIO 6azy
MH(POPMALIMOHHO- MH(POPMALMOHHO-
JOKYMEHTAllMOHHOT O o0ecrieyeHus | JOKYMEHTAIlHOHHOTO  o0ecreyeHus
yIOpaBJIeHUs W  apXUBHOTO JeJa, | yIpaBJICHHUs U apXUBHOTO JIeNIa

CIOCOOHOCTBIO  OPUEHTHPOBATHCS B
NIPaBOBOM 0a3e CMEXHBIX 00sacTel

YMeTb: OPUEHTUPOBATHCS B IIPABOBOM
6a3e CMEeXHBIX obnacTen

Bnagers: 3aKOHOJATEIIbHON u
HOPMAaTHBHO-METOJUUECKOM 6azoi
MH(POPMALMOHHO-
JOKYMEHTAIMOHHOTO  obOecreueHust
yIOpaBJIeHUs] ¥  apXUBHOTO Jena,
CIOCOOHOCTBIO  OPUEHTHPOBATHCS B
MPaBOBOM 0a3e CMEKHBIX o0nacTen




1.3, MecTo JUCUMIUTMHBI B CTPYKTYPE OCHOBHOM 00pa30oBaTeIbHOM MPOrpaMMbl

HucuumuinHa « MTHpopMannoHHoe oOecrieueHue YIpaBiIeHHUs» OTHOCUTCS K BapUaTHBHOM
YaCTH MOJArOTOBKY CTYJIEHTOB I10 HAIIPABJICHUIO «/{OKYMEHTOBEIEHUE U aPXUBOBEICHUEN.

I[J'I}I OCBOCHUA JUCHUITIINHBI HGOGXOI[I/IMI:I 3HaHUA, YMCHUA n BJIaaACHUA,
C(bOpMI/IpOBaHHI:Ie B XO€ U3YUCHUA CJICAYIOIUX NUCHUIUIMH U MPOXOKACHUSA MPAKTHK!

- UnpopmarmonHoe obmecTBo u nugposas sxkonomuka (bazosas yacte, 1 cemectp)

-Yrpasnenue uHpopMauei u gokymeHTauueil 3a pyoexom (BapuatuBHas uyacth, 3
ceMecTp)

- Unpopmarmonnsie Texnonoruu (basosas yacts, 4 cemectp)

- Unpopmanmonnsie rexnonoruu B JIOY (bazoBas yacts, 5 cemectp).

B pesynbraTe ocBOEHHS AMCUUILUIMHBL (HOPMUPYIOTCS KOMIIETEHIIMH, HEOOXOIUMBbIE ISt
U3Yy4YEeHUs CIEAYIOMMX JUCLHUIUINH U IPOXOKIACHUS TPAKTHUK:

- VYmpaBnenue wuHpopManMed M JOKyMEHTAIMEHd SJEKTPOHHOTO IPAaBUTEIbCTBA

(BapuaruBHas yactb, 8 cemecTp);

- MudopmMannoHHO-TOKYMEHTAlMOHHOE  OOECTeYeHHe  YINpaBJICHHUS  MPOCKTaMH
(Aucuunnmza no Be10opy BapuaTtusHoii yactu, 8 cemectp);

- @opmartbl 3IEKTPOHHBIX JTOKYMEHTOB B CHCTEMaXx 3JIEKTPOHHOTO JOKYMEHTO0OOpoTa
(Aucuunumza no Be100py BapuaTtusHoii yactu, 8 cemectp);

- HopmaTuBHO-MeTOAMYECKHE OCHOBBI HCIIOJIB30BAHUS AJIEKTPOHHOM TIOJIUCH B
JOKYMEHTAIMOHHOM o0ecriedeHnu yrnpasienus (Jucuumnauaa no BeiOopy BapuatuBHOl yacTw,
8 cemectp).
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2. CTpyKTypa AMCHHUILIMHBI

CTpyKTypa JUCHUIIMHBI AJI51 04HO-3204HOI (popMBbI 00yUeHUsI
(2017 rox nadopa)
Oo6mas TpyA0€MKOCTh TUCHUIUTHHBI COCTaBseT 5 3.e., 180 4., B TOM ymMclie KOHTaKTHas paboTra

oOyuaromuxcs ¢ npenojasareieM 40 4., mpoMexxyTodyHas arrectanus 18 .,

camocTosTeNIbHas paboTa oOydatormxcst 122 4.

Bunpt yueOHO# paboTh

(B Hacax) DOpMBI TEKYILErO
KOHTAKTHAas
KOHTPOJIS
N § § yCIIeBaeMOCTH,
i Pa3nen qUCHUIITMHBY/ TEMbI ) 2 g 4 tdopma 3
§ §* S g MIPOMEKYTOUHOU
o | o =3 T4 Ex| ZF e aTTeCTalu! (10
S| E i >l %E z 5 g & cemecmpam)
5| & 3 83 S| &8 | B¢
o= O =8 S8|FE |O&
1 Beeaenue B NOY. 6 2
Pa3zButune
WHPOPMAIIMOHHOTO
oOmecTBa
2 Pois madop™Marim B 6 2 10 Koutponbnas
YIpaBICHUU pabota
3 HNudopmanronHas 6 2 4 20 Koncynpranuu
HHPPACTPYKTYpa
OpraHu3aIuI
4 DJIEKTPOHHBIE TOKYMEHTBL | 6 2 14 Koncynpranuu
5 IBoIONUS 6 2 16 Koncynpranuu
WHGPOPMAIIHOHHOTO
oOecricucHHs yIpaBICHUs
6 ABTOMaTH3aIUA 6 12 18 Koncynpranuu
YIpaBJICHUS
JIOKYMCHTHPOBAHHOM
nHdopmanuen
7 Knaccudukaropsr 6 2 14 Koutponbnas
TEXHUKO-IKOHOMUYECKOH 1 pabota
CONMANTBHON MH(POPMAITUI
U CTaHIApTH B
WHPOPMATTOHHOM
00ecTIcCUeHIH yIIPaBICHU
8 DJIEKTPOHHOE 6 2 4 14 Koncynpranuu
MIPABUTENHCTBO
9 WudopmanmoHHEIH 6 2 4 16 Koncynpranuu
MEHEIDKMEHT
10 6 18 umo208asi
KOHMPOIbHAL
Tpomesicymounas paboma/3awuma
ammecmayusl: IK3aMeH npoexma/0oKknao-
npeseHmayus u
m.n.
UTOIO: 16 24 18 122




CTpyKTypa JUCHUNIMHBI JAJ51 3204HOI (popMBbI 00yUeHUs1

(2017 rox nadopa)
OO6mmast Tpya0EMKOCTh TUCHUILTHHBI cocTaBiseT 10 3.e., 360 4., B TOM 4HCIIe KOHTAKTHAS

paboTa o0y4aronuxcs ¢ mpenoaaBareiaeM 37 4., MPOMeXyTouHas arrectamus 11 4.,
camocTosiTeNbHas paboTa 00yyaromuxcs, B T.4. KypcoBas padota, 317 u.

Bunpt yueOHO# paboTh

(B Hacax) DOpMBI TEKYILETO
KOHTAKTHAas
KOHTPOJIS
No 5 § YCIIEBAEMOCTH,
i Pa3nen qUCHUIITMHBL/ TEMBL ) 2 E 4 tdopma 3
§ §* S g MIPOMEKYTOUHOU
gl o = Ed £ 5 = S aTTeCTall! (10
S| E i €8 &E| 25 g & cemecmpam)
5| 5B 3 23 SE| 88 | 3¢
o= Q =8 =8|EF§5 | O&
1 Beexnenue B UOY. 6 4 2
Pa3zButune
WHPOPMAIIHOHHOTO
oOmecTBa
2 Pois madopmarum B 6 2 10 Koutponbnas
YIpaBICHUU pabota
3 HNudopmannonHas 6 2 20 Koncynpranuu
HHPPACTPYKTYpa
OpraHu3aIuI
IIpomexxyTouHas 6 3awuma
aTTeCTaIlws: 3a4eT npoexma/0oknao-
npeseHmayusl
4 DJIEKTPOHHBIE TOKYMEHTB | 7 2 30 Koncynpranuu
5 OBononus 7 |2 30 Koncynbsranuu
WHPOPMAIIHOHHOTO
oOecricucHHs yIpaBIICHU
6 ABTOMaTH3aIUA 7 12 54 Koncynpranuu
YIpaBJICHUS
JIOKYMCHTHPOBAHHOM
nHdpopManuen
7 Knaccudukaropsr 7 2 30 Koutponbnas
TEXHUKO-IKOHOMUYECKOH 1 pabota
CONMABHON MH(OPMAITUI
U CTaHIApTH B
WHGPOPMAITIOHHOM
00ecTIcCUeHIH yIIPaBICHU
8 DJIEKTPOHHOE 7 2 2 30 Koncynpranuu
MIPABUTENHCTBO
9 WudopmanmoHHEIH 7 2 4 40 Koncynpranuu
MEHEIDKMEHT
10 | Kypcosas pabora 7 72 3amura 1 oueHKa
KypCOBOH paboTEHI
11 7 11 Umo206asi
KOHMPOIbHA
Tpomesicymounas paboma/3awuma
ammecmayusl: IK3aMeH npoexma/0oKknao-
npeseHmayus u
m.n.
HTOrO: 14 18 11 317




CTpyKTypa JUCHUNIMHBI JJ51 3204HOI (popMBbI 00yUeHUs1
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(2018 rox nadopa)
Oo6mas TpyA0€MKOCTh TUCIUIUTHHBI COCTaBIseT 5 3.e., 180 4., B TOM yuclie KOHTaKTHas paboTa

oOyuaromuxcs ¢ npenogasareneM 20 4., MpoOMeXyTo4Has artectauus 9 d.,
camocTosTeNbHas padoTa oOydatormxcst 151 4.

Bunpt yueOHO# paboThI

(B Hacax) DOpMBI TEKYILETO
KOHTAKTHAas
KOHTPOJIS
N § § yCIIeBaeMOCTH,
i Pa3nen qUCHUIITMHBL/ TEMBL ) 2 g & tdopma 3
§ §* S g MIPOMEKYTOUHOU
o | o =3 T4 Ex| ZF e aTTeCTalu! (10
S| E i =i %E z 5 g & cemecmpam)
5| & 3 83 S| &8 | B¢
ol = Q =8 =8 |EF§5 | O&
1 Beeaenue B UOY. 6 1 2
Pa3zButune
WHPOPMAIIMOHHOTO
oOmecTBa
2 Pois nadopmarum B 6 1 10 Koutponbnas
YIpaBICHUU pabota
3 HNudopmanronHas 6 2 4 20 Koncynpranuu
HHPPACTPYKTYpa
OpraHu3aIuI
4 DJIEKTPOHHBIE TOKYMEHTBl | 7 2 20 Koncynpranuu
5 IBoIONUS 7 2 20 Koncynpranuu
WHGPOPMAIIHOHHOTO
oOecricucHHs yIpaBICHUs
6 ABTOMaTH3aIUA 7 8 19 Koncynpranuu
YIpaBJICHUS
JIOKYMCHTHPOBAHHOM
nHdopmanuen
7 Knaccudukaropsr 7 2 20 Koutponbnas
TEXHUKO-IKOHOMUYECKOH 1 pabota
CONMANTBHON MH(POPMAITUI
U CTaHIApTH B
WHPOPMATTOHHOM
00ecTIcCUCHIH YIIPaBICHU
8 DJIEKTPOHHOE 7 20 Koncynpranuu
MIPABUTENHCTBO
9 WudopmanmoHHEIH 7 2 20 Koncynpranuu
MEHEIDKMEHT
10 7 9 umo208asi
KOHMPOJIbHAS
Tpomesicymounas paboma/3awuma
ammecmayusl: IK3aMeH npoexma/0oKknao-
npeseHmayus u
m.n.
HTOrO: 12 8 9 151
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CTpyKTYypa IMCHUILUIMHBI AJ15 04HOH (popMBbI 00yUeHHs
(2019 rox nadopa)

OO6mas TpyA0EMKOCTh TUCIUIUTHHBI COCTaBIseT 6 3.€., 216 4., B TOM 4HClie KOHTaKTHas paboTta

oOyyaromuxcs ¢ npenojanareieM 84 4., MpoMeXXyTo4yHas aTrectanus 18 .,
camocTosTeNIbHas paboTa oOydatormxcst 114 4.

Bunpt yueOHO# paboThI
(B Hacax) DOpMBI TEKYILErO
KOHTAKTHAas
KOHTPOJIS
N § § yCIIeBaeMOCTH,
i Pa3nen qUCHUIITMHBL/ TEMbL ) 2 g 4 tdopma 3
§ §* S g MIPOMEKYTOUHOU
o | o =3 T4 Ewx| ZF e aTTeCTallH (10
8| & = g E %E zZ 9 2 g cemecmpam)
3| 8 3 83 S| &8 | B¢
ol = Q =8 =8|EF§5 | o8&
1 Beeaenue B UOVY. 7 2
Pa3Butune
WHPOPMAITHOHHOTO
oOmecTBa
2 Pois madopmMarum B 7 4 10 Koutponbnas
YIpaBICHUU pabota
3 HNudopmanronHas 7 4 8 20 Koncynpranuu
HHPPACTPYKTYpa
OpraHu3aIuI
4 DJIEKTPOHHBIE TOKYMEHTB | 7 4 10 Koncynpranuu
5 IBoIONUs 7 4 16 Koncynpranuu
WHGPOPMAIIHOHHOTO
oOecricucHHs yIpaBICHUs
6 ABTOMaTH3aIUA 7 8 32 18 Koncynpranuu
YIpaBJICHUS
JIOKYMCHTHPOBAHHOM
nHdpopManuen
7 Knaccudukatopsr 7 4 14 Kontponsnas
TEXHUKO-IKOHOMUYECKOH 1 pabota
CONMABHON WH(OPMAITUI
U CTaHIApTH B
WHPOPMAITMOHHOM
00ecTIcCUeHIH YIIPaBICHU
8 DJIEKTPOHHOE 7 2 4 10 Koncynpranuu
MIPABUTEIHCTBO
9 WudopmanmoHHEIH 7 4 4 16 Koncynpranuu
MEHEIDKMEHT
10 7 18 umo208asi
KOHMPOIbHAL
Tpomesicymounas paboma/3awuma
ammecmayusl: IK3aMeH npoexma/0oKknao-
npeseHmayus u
m.n.
UTOIO: 36 48 114
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CTpyKTypa JTUCHUIIMHBI AJ151 04HO-3204HOI (popMBbI 00yUeHUsI

(2019 rox nadopa)

Oo6mas TpyA0EMKOCTh TUCHUIUTHHBI COCTaBIseT 6 3.e., 216 4., B TOM 4HClie KOHTaKTHas paboTa
oOyuyaromuxcs ¢ npenojasareiem 48 4., mpoMexXyTodyHas arrectanus 18 .,
camocTosTeNbHas padoTa oOydatormxcst 150 4.

Bunpt yueOHO# paboTh

(B Hacax) DOpMBI TEKYILErO
KOHTAKTHAas
KOHTPOJIS
s i yCIIEBAEMOCTH,
Ne p / o © i =
W a3[IeIT TUCITUTLTAHBL/ TEMBI o 2 T e dhopma 3
§ §* S g MIPOMEKYTOUHOU
o | o =3 T4 Ex| ZF e aTTeCTalu! (10
S| E i >N %E z 5 g & cemecmpam)
3| 8 3 83 S| &8 | B¢
ol = Q =8 =8|EF§5 | o8&
1 Beeaenue B UOY. 8 2
Pa3Butune
WHPOPMAITHOHHOTO
oOmecTBa
2 Pois madopmarum B 8 2 18 Koutponbnas
YIpaBICHUU pabota
3 HNudopmanronHas 8 2 8 20 Koncynpranuu
HHPPACTPYKTYpa
OpraHu3aIuI
4 DJIEKTPOHHBIE TOKYMEHTHl | 8 2 18 Koncynpranuu
5 IBoIONUS 8 2 20 Koncynpranuu
WHPOPMAIIMOHHOTO
oOecricucHHs yIpaBIICHU
6 ABTOMaTH3aIUA 8 4 12 26 Koncynpranuu
YIpaBJICHUS
JIOKYMCHTHPOBAHHOM
nHdopmanuen
7 Krnaccudukaropsr 8 2 14 Koutponbnas
TEXHUKO-IKOHOMUYECKOH 1 pabota
CONMATBHON WH(OPMAITUI
U CTaHIapTH B
WHPOPMAITMOHHOM
00ecTIcCUeHIH yIIPaBICHU
8 DJIEKTPOHHOE 8 2 4 14 Koncynpranuu
MIPABHUTEIHCTBO
9 HudopmanmoHHEIH 8 2 4 20 Koncynpranuu
MEHEIDKMEHT
10 8 18 umo208asi
KOHMPOJIbHAS
Tpomesicymounas paboma/3awuma
ammecmayusl: IK3aMeH npoexma/0oknao-
npezenmayus u
m.n.
HATOrO: 20 28 150
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3. Coaep:xaHnue TUCHUIIMHBI

Haumenosanue pazoena
OUCYUNTUHDL

Cooepoicanue

Tema 1

Benenue 8 MOY. Pa3Burue
MH(OPMAITHOHHOTO O0IIECTBA.

O6uiee noHsTHE HHQOPMALIHY.

JokymeHnTrpoBaHHast ”HPOPMAIHUS KaK pecypc
yHpaBieHHs. 3aKOHOIATENBCTBO, PETYIUPYIOIIEe
BOINPOCHI yIIpaBJiieHNs1 HH(popMaIuel 1 JOKyMeHTaue.
[IpaBuna u craugaptsl B chepe MOY. Jlureparypa mo
Bonpocam MOY. Pa3zsutne nHQopManrnoHHOTO 00IIeCTBa
U €T0 OCHOBHBIE XapaKTEPUCTUKH.

Tema 2

Ponp undopmannu B
yIpaBiCHHU.

BazoBrie monsTHs HHQOpMALKNU: TaHHbIE, CBEICHHS,
3Hanus. Madopmanuonssiii npouecc. MapopmanmonHas
cucrema. Poib nHpOpMauu B yripaBieHNH.
CucremaTtn3auusi ”HQOpMaLUU B aAMUHUCTPATUBHOM
ynpasnenud. CBoiicTBa uHGopManuu. OTIHYUTENbHBIC
CBONCTBA JOKYMEHTHPOBaHHON MH(OpMALIUH.

Tema 3

HNudopmanmonHas
UHPPACTPYKTypa OpraHU3aIIH.

WudopmanmonHas cpea opraHu3alny.
WudopmanmonHas nHPpacTpyKTypa, € KOMIOHEHTHI.
BHyTpeHHsIs1 ¥ BHEIIHSS cpelia OpraHu3aIiH.
HNudopmanmonHoe obecnieueHne pabovero Mecra
COTpYyIHHKa opranu3anuu. MiHpopMannoHHbIe pecypchl
OpTaHU3alHy.

Tema 4

3HeKTpOHHBI€ JOKYMCHTEIL.

[lonsiTHe 3MEKTPOHHOrO JOKYMEHTa. 3aKOHOAATENBHOE U
HOPMaTHUBHO-METOANUYECKOE PEILICHUE BOIIPOCOB
MIPUMEHEHUS Ha MIPAKTHUKE JIEKTPOHHBIX JOKYMEHTOB.
Hocutenn napopmanun. bapbepsl Ha myTH BHEAPEHUS
3NEKTPOHHBIX JOKYMEHTOB. DJIEKTPOHHAS OIIHCH.
DNEeKTPOHHBIA JOKYMEHTOO0OPOT.

Tema 5

OBomonyst ”HPOPMATOHHOTO
o0ecrieueHus! yIpaBJICHHs.

PasBurne cucrem ACIOIIPOU3BOJACTBA B Poccun xak 6asnca
Hnoy.

Opranuzainus ynpaBiacHUsl JOKYMEHTaMU B Hayaje
COBETCKOTO NIEpUOa POCCUICKOM UCTOpUH. Y CUICHUE
BIIMSIHUS apXUBHBIX OPTaHOB Ha FOCYJapCTBEHHOE
nenomnpousBoactBo. Cozmanue BHUMJA /. [loaroroBka
EI'Cu EI'CJ0Y, YCA. Hauano apToMaTH3aIuu
JOKYMEHTAIMOHHOTO o0ecrieueH s ynpasieHus. Pazsutue
HNOYVY B coBpeMeHHBII TepHOA POCCUICKON HCTOPHUH.

Tema 6

ABTOMaTH3a1Ms YIIPaBICHUS
JOKYMEHTHPOBaHHON
nHpOpPMALTUEH.

HauanpHeiid 3Tan aBTOMaTH3aUU IETOIPOU3BOACTBA
(A0OY) na 6aze ACY. Pacumpenne pblHKa KOMITBIOTEPHON
TeXHUKHU. Pa3BuTHE MPOU3BOACTBA aBTOMATU3UPOBAHHBIX
cucreM JIOY. Bo3HMKHOBEHHE CHIENIMATU3UPOBAHHBIX
¢upm — npousBoguteneit ACJIOY. CoBpeMeHHBIH PIHOK
ACJI0Y. Cucremaruszamus ACJIOY. [IpoGaemsl orieHKH
u Bei0opa ACJIOY 11 KOHKPETHOM OpTraHU3alty.
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Tema 7

Knaccudukaropsl TeXHHKO-
SKOHOMHYECKON H COIMAJIbHOM
nHpOpPMaLUH U

CTaHOApTHl B
WHPOPMAITHOHHOM 0OecrieueHHN
YIpaBJICHUS.

Henu u 3agaun yaudurkamun JokyMmeHToB. Hampasnenus,
npuHOUIE 1 MeToasl yHuukauuu Y C/. [TpuHnms:
KJ1acCU(UKAIMU JOKYMEHTHOH HHPOPMALIHH.
Kopuposanue nadopmanuu. ['ocynapcTBenHas cucrema
KJaccu(UKalMy U KOAUPOBaHUS HHPOPMAIIHH.
Knaccugukatopbl TEXHUKO-3KOHOMHUYECKOH U
COLMaNIbHOM MH(pOPMALIUH.

Tema

ONeKTpOHHOE
MIPaBUTEILCTBO.

KoHuenmust 31eKTpOHHOT0 MPaBUTENLCTBA B
coBpeMeHHOM obmiectBe. CocTaBHBIE YaCTH
3JIEKTPOHHOT'O MPAaBUTENBCTBA: OPTaHU3ALIS
TOCYJapCTBEHHOTO YIPABICHUs HA OCHOBE DJIEKTPOHHBIX
cpeacTB 00paboTKH, epeaun 1 pacipoCTpaHeHHsI
nHpopMauy; MHGOPMAIMOHHBIE TEXHOIOTHH B
TOCYJapCTBEHHOM YIPABJICHUH; CETEBBIC TEXHOJIOTHH;
WHPOPMAIIMOHHOE B3aMMOJICHICTBHE OPTaHOB
rOCYJapCTBEHHOH BJIACTH M OOIIECTBA C UCIIOIB30BAHUEM
WHPOPMAITMOHHO-TEIEKOMMYHHUKAIMOHHBIX TEXHOJIOTHIA;
3IIEKTPOHHBIN OM3HEC, aBTOMATH3UPOBAHHEIC
TOCYIapCTBEHHBIE CITYKOBI.

OCHOBHBIE COCTaBIISIOUINE JIEKTPOHHOT'O IPAaBUTENbCTBA!
MOOHIIEHOE TOCYIapCTBO, YIPABICHUE
B3aMMOOTHOILCHHUSAMH C TPaKIaHAMH, JICKTPOHHAS
neMokpatust (e-democracy, 3eKTpPOHHBIE COOOILECTBA,
OHJIAHOBBIE CITY>KOBI U HH(pOpMAILH, CTPYKTYpHAs
NepecTpoiika rocy1apcTBEHHBIX city0. Posb rocynapcrsa
B IOCTPOEHUH HOBOTO MH(OPMALIMOHHOTO O0IIECTBA.

dopmupoBanre UHPPACTPYKTYPhI, 00ECIICUNBAIOIICH
B3aMIMOJICHCTBUE OPTaHOB TOCYAaPCTBCHHOM BIIACTH
MEXJTy COOOH, a TaK)Ke C OPTaHU3alUSIMU U TPaXKTaHAMU B
paMKax MpeIoCTaBICHYs TOCYIapCTBEHHBIX YCIYT.
[TpoGieMbl, IPEMATCTBYONINE TOBBIICHUIO
3¢ (HhEeKTUBHOCTH UCTIOIB30BaHMS HH()OPMAIMOHHO-
KOMMYHHKAIIMOHHBIX TEXHOJIOTUH B ICATEIIBHOCTH
OPraHOB TOCYJapCTBEHHOMN BJIACTH.
Enunas rocymapcTBeHHas MONUTHKA
(hopMUpPOBaHUS ICKTPOHHOTO PABUTENIHCTBA.

Tema 9

WNndopmannoHHbIIH
MEHEKMEHT.

IlosBeHue I/IH(l)OpMaLII/IOHHOFO MCHCIPKMCHTA KaK C(l)epI)I
HpaKTH‘lCCKOfI JACATCIIBHOCTHU U Haquoﬁ JAUCIUILINHBI:

dopMupoBaHre eTUHOTO HHPOPMALTUOHHO-
KOMMYHHKAIIUOHHOTO IIPOCTPAHCTBA BHYTPHU roCyAapcTBa
W B MUPOBOM MaclITade;

CraHOBIIEHUE U Pa3BUTHE B SKOHOMHUKE HOBBIX
TEXHOJIOTHYECKHX YKJIaJ0B, 0a3UpyIOIUXCS Ha
COBPEMEHHBIX MH(POPMAIIMOHHBIX TEXHOJIOTHSIX.
Co3pmanue 1 pa3BUTHE PHIHKA HHPOPMALIUH U 3HAHUHT
KaK TOBapoB U Mepexo HHPOPMAIIMOHHBIX PECYPCOB B
pa3psii OCHOBHBIX COLIMAIEHO-O)KOHOMUYECKHUX PECYPCOB.
Bospacranue poian nHGOpMAaIIOHHO-
KOMMYHHUKAIMOHHON HHPPACTPYKTYpPhI B CUCTEME
0O0ILIECTBEHHOT'O TIPOU3BO/ICTBA; paclIupeHne cepsbl
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HH(l)OpMaHHOHHOfI ACATCIIBHOCTU U YCIIYT.

[oBrImieHre ypoBHSI 00pa3oBaHus, HAYYHO-
TEXHUYECKOT0, KyJIbTYPHOI'O Pa3BUTHSA 34 CUET
pacuIpeHns BO3MOXKHOCTEH HHPOPMAIIHOHHBIX CHCTEM
pasHoro ypoBHs i1 oOMeHa nHpopManuei.

Co3pmanne > PeKTHBHOI CHCTEMBI 0OecIeueHHs paB
TpaXJaH ¥ COLUANBHBIX HHCTUTYTOB Ha CBOOOTHOE
MOJTy4YEHHE, PACTIPOCTPAHEHUE U UCIIOIb30BaHMS
WHPOPMAIUH KaK BaYKHEHILIETO YCIOBHS
JEMOKpPATHYECKOT0 pa3BUTHSI.

CBs13b MHPOPMATIOHHOTO MEHEKMEHTA U
JOKYMEHTALMOHHOTO 00ecIieueH sl yIpaBiCHHS.
NudpopMainoHHBIN MEHEKMEHT KaK 3Tar Pa3BUTHUS
JOKYMEHTAIMOHHOTO 00eCIIeYeHUs! YIPaBICHHS,
CBSI3aHHBIN C BHEPEHHEM HOBBIX HH(POPMALMOHHBIX
TEXHOJIOTH B 00pab0TKy TOKYMEHTUPOBAaHHOM
uHPOPMALTUH.

Crparernveckuii ¥ onepaTuBHBIN HHPOPMALMOHHBIH
MEHEIKMEHT.

4. Ob6pa3oBaTesIbHbIE TEXHOJIOTHH

IIpn  peamusanuu  OporpaMMsl  AUCLHUIUIMHBL  HUCIOJIB3YIOTCA — pa3ju4HbIC
MH(POPMALIMOHHbBIE TEXHOJIOTHU. BO BpeMs JIGKIIMOHHBIX 3aHATHH MCIONB3YIOTCS 3JEKTPOHHBIC
[IPE3CHTAllMM € MCIOJb30BaHUEM npoekropa. Kiacc, OCHallleHHBI COBpPEMEHHBIMU
KOMIIBIOTEpaMH, MOAKIIOYCHHBIME K HTEepHET M O00BbEIMHEHHBIMH B €IUHYIO BHYTPEHHIOIO
ceTb. JIeMOHCTpallMOHHBIN DKPaH, CBSI3aHHBIN C KOMIIBIOTEPOM IIPETIOaBATEIIs.

[IpakTnueckue 3aHATUS MPOXOAAT B KOMIIBIOTEPHOM KJacceé C MCIOJIb30BaHUEM
CMELUAIN3UPOBAHHOTO MPOTPAMMHOI0 obecrieueHus] 1 WH(POPMAIIMOHHBIX PECYpPCOB, a TAKKe
HEOOXOMMOTr0 TEXHUYECKOT0 00EeCIIeUeHHUS.

CamocrosTenbHas paboTa CTYIEHTOB BKJIIOYAET B ce0sl KOHCYJbTALUHU IMPETOAaBATEINS
IpU TOATOTOBKE pedepaTroB, a TakkKe CAMOCTOSTENbHYIO paboOTy CTylIeHTa C pecypcamu
WuTepHera, MHPOPMAIMOHHBIMUA TPAaBOBBIMH CHCTEMaMHM, IOCEIICHUE CIEHUATU3UPOBAHHBIX
BBICTABOK M KOH(EPEHIHiA, yyacTre B paboTe KPYTJIbIX CTOJIOB H T.II.

Haumenoesan Unopopmayuonnvie u
Ne n/n Buowl yuebnoii pabomut popuay

ue paadefza 06pa30661m€ﬂbel€ mexHoJjiocuu

1 2 3 4

1 Beenenue B |Jlexmus Ne 1 BBojiHas Jexims ¢ UCIoab30BaHUEM




15

Nnoy. BHUJIEOMATEPHATIOB
Passurue
undopmarmo | CamocrodrenbHas paboTa KoHncynpTupoBanue u npoBepka
HHOT'O JIOMAIIIHUX 33JIaHUI IOCPEICTBOM
obuecTsa. 3JIEKTPOHHOMU MMOYTHI
Jlexuus Ne 2 Jlexuus-Bu3yanusanys ¢ IPUMEHEHUEM
CJIaiJI- IPOEKTOpa
Ponb
MHGOPMAIHH | CamocTosTenbHAS pabora KoHncynpTupoBaHue u npoBepka
B JIOMAIIIHUX 33JIaHUI IOCPECTBOM
YHpaBJeHun. AIIEKTPOHHOM MOYTHI
Undopmarm Jlexuus Ne 3 HeKj_II/IH-BI/IByaJII/BaLII/I}I C IPUMEHEHUEM
OHHAST CJIAi - IPOEKTOpa
HHQPaCTpyKT IIpakTnueckoe 3anarue Ne |3aHATHS B KOMIIBIOTEPHOM KJ1acce
ypa 1
OpraHM3alu
CamocrosrenbHas pabora |KoHcynpTHpoBaHHE U TPOBEpKa
JIOMaITHUX 33JJaHUI IOCPECTBOM
3JIEKTPOHHOU MOYThI
Jlexuus Ne 4 Jlexuus-Bu3yanusanus ¢ IPUMEHEHUEM
CJIAiJI- IPOEKTOpa
?HGKTP OHHBL | TTpakTHueckoe 3aHsTHE 3aHATHs B KOMIIBIOTEPHOM KJ1acce
JOKYMEHTBI. Nez
CamocrosrenbHas pabora |KoHcynpTHpoBaHHE U TPOBEpKa
JIOMAaIIHUX 33JJaHUI OCPECTBOM
3JIEKTPOHHOU MOYThI
Opomtorus  |Jlexuums Ne 5 Jlexuus-Bu3yanusanus ¢ IPUMEHEHUEM
uHpOpMaILNO CJIai - IPOEKTOpa
HHOT'O
oGecrieucnns | IPAKTHICCKOE 3aHATHE 3aHATHS B KOMIIBIOTEPHOM KJ1acce
yIpaBIeHUS Ne3
CamocrosrenbHas pabora |KoHcynpTHpoBaHHE U TPOBEpKa
JIOMAalIHUX 33JJaHUI OCPEICTBOM
3JIEKTPOHHOU MOYThI
ABTomatu3a |J1ekius Ne 6 Jlekuus-Bu3yann3anusi ¢ IPUMEHEHUEM
ST CJIaiJI- IPOEKTOpa
yIpaBIeHUS
IIpakTuueckoe 3anarue Ne |3aHATHS B KOMIIBIOTEPHOM KJ1acce
JIOKYMEHTHUD

OBaHHOU

4
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uHpopmanue [CamocTosiTensHas pabota |KoHcynpTHpoBaHue U IpoBepKa
. JOMAILHKUX 3alaHUH II0CPEACTBOM
3JIEKTPOHHOU MOYThI

Knaccuduka |Jlexmus Ne 7 Jlekuus-Bu3yann3anusi ¢ IPUMEHEHUEM
TOPBI CJIAiJI- IPOEKTOpa
TEXHUKO-
skoHOMuueck || IPAKTHICCKOE 3aHATHE 3aHATHs B KOMIIBIOTEPHOM KJ1acce
ol U Ne5
COUHAIBHON 1 apocTosTenbHast pabora |KoHCynbTupOBaHHE U POBEPKA
uHpopMauu .

7 ; JOMAILHKUX 3alaHUH II0CPEACTBOM

CTaH/apThl B
uHpOpPMALINO
HHOM
obecrieyeHnn
yIIpaBJICHUSL.

3JIEKTPOHHOU MOYThI

8 OneKTpoH
HOE
[IpaBUTEN
BCTBO.

9 Wudopmanu
OHHBII
MCHEDKMEHT

Jleximg Ne 8

Jlexuus-Bu3yanusanus ¢ IPUMEHEHUEM
CJIAi - IPOEKTOpa

IIpakTrueckoe 3aHsATHE
Ne6

3anarus B KOMIIBIOTCPHOM KJIaCCC

CamocrosrenbHas pabora

KoHncynpTupoBanue u nposepka
JIOMaITHUX 33JJaHUI IOCPECTBOM
JJIEKTPOHHOM MTOYTHI

Jleximg Ne 9

Jlexuus-Bu3yanusanus ¢ IPUMEHEHUEM
CJIAiJI- IPOEKTOpa

IIpakTrueckoe 3aHsATHE
Ne6

3anarus B KOMIIBIOTCPHOM KJIaCCC

CamocrosrenbHas pabora

KoHcynpTupoBaHue u npoBepka
JIOMAalIHUX 33JJaHUI OCPEICTBOM
JJIEKTPOHHOM MTOYTHI

5. OneHka JIaHMPYeMbIX Pe3yJIbTATOB 00y4YeHHs

5.1. CucTremMa oLleHUBaHUSA

dopMa KOHTPOJIA

Cpox 0T4E€THOCTH

Makc. konnuecTBo 0aI0B
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3a oHy Bcero
paboty
Texymui KOHTPOIIb:
- OIpoC 1,2,3,4,5 Henenu 5 GamioB 25 6amnoB
- KOHTpOJbHas padora (Tema 4) 4 nepens 15 6amnos 15 6anmnos
- moATOTOBKA pedepara (Temsl 1-5) 2 "Henens 20 6amnoB 20 6aoB
Wrorosas arrecramus 7 Henens 40 6amoB 40 Ganos
(3a4eT C OLIEHKOI)
Hroro 3a qucuuniauny 100 6amnoB

ITomy4yeHHBI COBOKYIIHBIN PE3YJIbTAT KOHBEPTUPYETCS B TPAAULIMOHHYIO LKAy OLICHOK U B

IIKaly OIIeHOK EBporeiickoii cucteMsl epeHoca 1 HakoruieHus kpeautos (European Credit

Transfer System; nanee — ECTS) B cooTBeTCTBHHM ¢ TaOnuIeit:

100-6amipHas Toa . Hlkana

S paAWIIMOHHAS IIIKaJa ECTS

95 -100 A
OTIINYHO

83 -94 B

68 — 82 Xoporiio 3a4TE€HO C

56 - 67 D
yIOBJIETBOPUTEIHHO

50-55 E

20-49 FX
HEYIOBJIETBOPUTEIHHO HE 3aYTEHO

0-19 F

5.2.Kputepuu BbICTaBICHUS OLICHKU MO AUCIUILIUHE

U B X0JI€ TPOMEKYTOYHON aTTECTaLUN.

bannsl/ Onenka no Kputepun onieHKH pe3yabTaToB 00yUEHUs 10 TUCIHUILIIHE

[lxana ECTS | nucuuruinze

100-83/ «OTITUYHOY/ BricraBnsiercs oOyuaromemMycs, €ciid OH IIyOOKO U
IIPOYHO YCBOMJI TEOPETUYECKUM U NIPAKTUUECKUI

AB «3aYTECHO»

Marepuai, MOXeT IIPOJAEMOHCTPUPOBATH 3TO HA 3aHATUAX

OOyuaronuiics HCUEPIIBIBAIOIIE U JOTMYECKH CTPOIHO
u3JaraeT yueOHbIi MaTepuall, yMeeT yBSI3bIBaTh TEOPHIO C
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Bamnel/
lxkama ECTS

O1ueHka 110
NIUCLUATUINHE

Kpurepuu onieHKH pe3yabTaToB 00yUEHUs 10 TUCIHILIINHE

IIPAKTUKOM, CIIPABIISICTCA C PEIICHUEM 3aad
npo¢eCCHOHATBLHON HAMPAaBIEHHOCTH BHICOKOTO YPOBHS
CJIO’KHOCTH, ITPABHIILHO 0OOCHOBBIBACT ITPUHSATHIC
peLeHusl.

CB000/IHO OpUEHTHPYETCS B YUeOHOH U
npodeccHOHaIBHOM JIUTEepaType.

OreHKa Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYarOMEMyCs C
y4E€TOM PE3YNbTATOB TEKYILEH U IPOMEKYTOUHON
aTTeCTaluu.

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

82-68/

«XOpouIo»/
«3a4TEHO»

BricraBnsiercs o0yuaromemMycs, €ciii OH 3HaeT
TEOPETUYECKUH U IIPAKTUYECKUNA MaTepuai, IpaMOTHO U 110
CYILIECTBY M3JIaraeT €ro Ha 3aHATHUSIX U B XOJE
IIPOMEKYTOYHON aTTECTAllUU, HE JNOIYCKasl CYLIECTBEHHbIX
HETOYHOCTEH.

OOyuaronuiicsi IpaBUIBHO IPUMEHSET TEOPETHUECKHUE
IIOJIOXKEHUS IIPU PELLIEHNUHN ITPAaKTUYECKUX 3a1a4
npodeCCHOHATBLHON HAMIPABIEHHOCTH Pa3HOTO YPOBHS
CJIO’KHOCTH, BJIa/IeeT HEOOXOAMMBIMH ISl TOTO HaBbIKAMH
U IpUEMaMU.

JIOCTaTOYHO XOPOIIO OPUEHTHPYETCS B YUeOHOH U
npodeCCUOHATIBLHOM TUTepaType.

OreHKa Mo JUCHUIUIMHE BBICTABIISIOTCS 00YJarOmEMYyCs C
y4E€TOM PE3YNbTATOB TEKYILEH U IPOMEKYTOUHOU
aTTeCTalUu.

Komnerennuu, 3akpeni€Huble 3a AUCHUIIIMHOM,
c(OPMHPOBAHBI HA YPOBHE — «XOPOIIHI.

67-50/

D.E

«YIOBIETBOPH-
TEJILHOY/
«3a4TECHO»

BrictaBnsiercs o0yuaromemMycs, eciii OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUYECKUI U MPAKTUYECKUN MaTepUall,
JIOMYCKAET OTAETIbHBIC OMIUOKH MPH €ro U3JI0KEHUHU Ha
3aHATHAX U B X0JI€ IPOMEXKYTOUHOM aTTeCTalUH.

OOyuaronuiicss UCTIBITHIBACT ONpPEACIEHHBIE 3aTPYAHEHUS
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Bamnel/
lxkama ECTS

O1ueHka 110
NIUCLUATUINHE

Kpurepuu onieHKH pe3yabTaToB 00yUEHUs 10 TUCIHILIINHE

B IIPUMEHEHUU TEOPETUUECKUX TOJIOKEHUH MPU pelICHUH
MPAKTUYECKHX 33724 MPO(heCcCHOHATLHON HAIIPABICHHOCTH
CTaHJIaPTHOTO YPOBHS CII0)KHOCTH, BIIAJCET
HEOOXOIMMBIMH IJISI 3TOr0 0a30BEIMH HAaBBIKAMU U
IPUEMAMH.

JIeMOHCTpHpPYET I0CTaTOYHBIN YPOBEHb 3HAHUS yUEOHOM
JIUTEPaTyphl 10 JUCLUIIIIUHE.

OreHKa Mo JUCHUIUIMHE BBICTABIISIOTCS 00YJarOmEeMycs C
y4E€TOM PE3YNbTATOB TEKYILEH U IPOMEKYTOUHOU
aTTeCTalUu.

Komnerenmuu, 3akpeni€HHble 3a AUCHUIIIMHOM,
c(OpPMHPOBAHBI HA YPOBHE — «IOCTATOUHBIIN».

49-0/

F,FX

«HEYIOBJICTBOPHUTE
JIBHO»/

HEC 3a4TCHO

BricraBnsiercs oOyuaromemMycs, €ciii OH He 3HaeT Ha
6a30BOM ypOBHE TEOPETUYECKHI U MPAKTUUECKUI
MaTepHal, JoMycKaeT rpyOblie OUIMOKH IpU ero
U3JI0’)KEHUU Ha 3aHATHIX U B XOJ€ IPOMEXYTOUHON
aTTeCcTaluu.

OOyuaronuiicst UCTIBITHIBACT CEPbEIHBIC 3aTPYAHEHUS B
IIPUMEHEHUH TEOPETUUECKUX ITOJI0KEHUN IIPU PEILICHUN
MPAaKTUYECKHX 3a/1a4 MPO(eCCHOHAIBHON HAPaBICHHOCTH
CTaHIAPTHOI'O YPOBHS CIIOKHOCTH, HE BIIAJIEET
HEOOXOUMBIMU JIJIS1 3TOTO HaBBIKAMU U IPHUEMaMHU.

JleMOoHCTpHpYeT (pparMeHTapHbIe 3HAHUS Y4eOHOMH
JUTEPATyphl 10 TUCIUTUIHHE.

OreHKa Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYaromEeMycs C
y4E€TOM PE3YNIbTATOB TEKYILEH U IPOMEKYTOUHOU
aTTeCTalUu.

KomMmneTeH1uu Ha ypoBHE «JOCTaTOUHBII», 3aKPEIUIEHHBIE
3a AUCUUIUIMHON, HE C(OPMHUPOBAHBI.

5.3. OueHouHbIe cpeAcTBa (MaTepUabl) s TEKYLEr0 KOHTPOJI yCIIEBAEMOCTH,

HpOMeXCYTOqHOﬁ aTTeCTaluu OGy‘lﬁIOH.[I/IXCSI 110 JUCHUIIIIMHEC

IIpumepHbIe TeMbl pedepaToB 1O pa3jaeaaM AUCHUILIMHBI:
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10.
11.
12.
13.
14.
15.
16.
17.

18.
19.
20.
21.
22.
23.
24.
25.
26.
27.
28.
29.
30.
31.
32.
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O0630p 3akoHOIATENBHBIX aKTOB B chepe MOV .

O0630p HOpMaTUBHBIX aKTOB B cepe MOY

00630p crarnaptos B chepe MOY

O0630p HOpMATUBHO-METOIMYECKUX TOKYMeHTOB B cpepe MOV (IIpasuna,
MHCTPYKLUH, PETJIAMEHTHI).

0030p MexXITyHApOAHBIX cTaHAapTOB B chepe MOY.

Posne na(poOpManum B ynpaBieHuu.

[TonsaTue unopMaIy 1 ee CBOMCTBA.

[TonsaTue nH(MHOPMAIIMOHHOTO MpoLIecca.

[TonaTue nHGOPMAITMOHHON CHCTEMBI.

Knaccudukanus nadopmarum.

Crnenuduka TOKyMEHTUPOBAaHHON MH(POPMALIUH.

WNudopmanronnas HHPpaCTPyKTypa OpraHnu3aIum.

[TonsiTre nHGOPMALIMOHHOTO pecypca.

[Tonsitue anexTponHoro nokymenta (3/1).

HopmartuBHo-MeToanueckas 6a3a npumenenus /1.

[Tpo6nemsl BHenpeHus: 3] B COBPEMEHHYIO MPAKTHKY PaOOThl OpraHu3aIUil.
OcHOBHbBIE HaINpaBJIEHUs] ABTOMATU3aLUH paboThHI ¢ HHpOpMaLKe 1
JOKYMEHTAlMeN B OpraHu3alusx.

[ToHsATHE aBTOMATU3UPOBAHHON HH(POPMAITMOHHON CHCTEMBI.
CucremaTu3zanus aBTOMaTU3MPOBAaHHBIX CUCTEM YNPABJICHUS TOKyMEHTAMHU.
Metoarka BbIOOpa aBTOMATU3UPOBAHHOW CUCTEMBI YIIPaBJICHUS IOKYMEHTAlUEeH.
MeToauKy OLIEHKH aBTOMaTU3UPOBAHHBIX CUCTEM YIIPABJICHUE JOKYMEHTAIUEH.
XapaKkTepuCcTUKU MHPOPMAITMOHHOTO O0IIEeCTBA.

[TonsTne nHMHOPMAIIMOHHOTO MEHEKMEHTA.

[Tpenmer HHPOPMALIMOHHOTO MEHEIKMEHTA.

CBs3p UM 1 TOKyMEHTAallMOHHOTO 00ECTIeUeHH sl yIPaBICHUSI.
Crparernueckuit UM.

OneparusHblii M.

OpranuzanuonHas crpykrypa UM B ynpaBieHUH.

CocraBnble anemMenTsl UM opranuzanumu.

Ponb yenoBeka — cnenuanucra B cucreme M.

Hcropuueckas 3omonus MOY

DJEeKTPOHHOE MPABUTENBCTBO: 3a1aui, PYHKLIUH, CTPYKTypa
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KOHTpOJ’[LHbIe BOIIPOCHI M 3aJaHUA IJIA l'[pOMC)KyTO‘lHOﬁ aTTeCTAallMi IIO UTOraM
OCBOCHHUSA JHCHUIIINHBI

KonTponsHoe 3ananue: IloaroroBka cxeMbl HHPPaCTPYKTYpPbl OPraHU3aLUHA

KonrtponsHas pabota: ABToMaTH3alusi yNpaBJeHUsl JOKYMEHTHPOBaHHON nH(opManmeii.

dopma TpOMEKYTOUHON aTTECTALUU:
Bomnpocs! k 3k3aMeHy

e O030p 3aKOHOATENBHBIX aKTOB B chepe MOV,

e O0630p HOpMATHBHBIX aKTOB B chepe NOY

e O0630p cranaaptos B chepe UOY

e 0030p HOPMATHBHO-METOIMYECKUX TOKYMEHTOB B cepe MOV (IIpaBuina, HHCTPYKIHH,
pErIaMEHTBHI).

e 0030p MeXITyHApOIHBIX cTaHIApTOB B chepe LOY.

e Ponp na(opmMaum B ynpaBieHUH.

e [lonsaTue uH(pOpMAINK U €€ CBOMCTBA.

e [lonsTHe nH(MOPMAIIMOHHOTO MpoLIEcca.

e [lonsTue nH(pOPMAIIMOHHON CUCTEMBI.

e Knaccugukarus nahopMarym.

e Cremuduka TOKyMEHTHPOBAHHOW HH(POPMALIUH.

e HudopmanronHas HHPPACTPYKTypa OpraHu3aIUH.

e [lonsTre nHPOpPMAIIMOHHOTO pecypca.

e [lonsTue 3nmekTpoHHOr0 AO0KyMeHTa (D/]).

e HopmaruBHo-MeToauueckas 6aza npumenenus /1.

e [Ipobnemsl BHeIpeHus: D] B COBPEMEHHYIO MPAKTHKY PaOOTHI OpraHu3aIuil.

e OcCHOBHBIC HalpaBJICHUS ABTOMATHU3aLUHU paboTHI ¢ HHpOpMAIMEl 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 JOKYMEHTAIUEH.

e XapakTepUCTUKU HH()OPMAITMOHHOTO O0IIECTBA.
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e [lonsaTue nH(MHOPMAIIMOHHOTO MEHEIKMEHTA.

e [Ipeamer HHPOPMALIMOHHOTO MEHEKMEHTA.

e Cps3b UM 1 1OKYyMEHTALIMOHHOTO 00ECTIeUeHH s yIpaBICHUSI.
e Crparernueckuiit UM.

e OmneparuBHbiii M.

e OpranusanuoHHas crpykrypa VIM B ynpasieHuu.

e (CocraBHble 351eMeHTsl UM opranuzamum.

e Poub yenoBeka — cnenuanucra B cucreme M.

e Hcropuueckas 3Bomouus MOY

e DJEKTPOHHOE MPABUTENBCTBO: 3a/1a4i, QYHKLUH, CTPYKTYpa.

6. Y4eOHO-MeTOaUYecKOe U MHPOPMALTMOHHOE o0ecTeyeHue JUCIUTIMHBI

6.1. Cnucok UCTOYHMKOB U JIUTEPATYPHI
- ICTOYHUKH (OCHOBHBIE, JIOTIOJTHUTEIIbHBIC);

a) OCHOBHBIE UCTOYHUKH

1. Koucrurynus Poccuiickoii @enepanuu ot 12 gexadpst 1993 r.
2. ®@epepanpHblii 3aK0H OT 22 okTsa0ps 2004 r. Ne 125-®3 «O6 apxuBHOM Jene B
Poccuiickoit denepanumny.

3. ®enepanbublii 3akoH 0T 10 stHBaps 2011 1. Ne 1-D3 «O0 31eKTPOHHOI MOATUCH.
4. ®@epepanpHblii 3akoH OT 27 nexabps 2002 1. Ne 184-03 «O TexHHYECKOM
PETYIUPOBaAHUM.

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. ®enepanbhblit 3akoH 0T 27 utong 2010 r. N 210-d3 «O6 opranuzanu nIpeaoCTaBICHUsS
rOCy/IapCTBEHHBIX U MyHUIIUIIAIBHBIX yCIyT".

8. ®enepanbubiii 3akon N 227-O3 "O BHeceHMHM U3MEHEHUW B  OTHAEIbHBIC
3aKoHoarenbHble akThl Pocculickon denepanuu B CBsA3M ¢ npuHATHEM DenepasbHOrO 3aKOHA
"O06 opraHu3aluy NPeI0CTABICHUS TOCYJAPCTBEHHBIX M MyHULIUTIAIBHBIX YCIIYT .

9. [Mocranosnenue IlpaBurensctBa PO ot 15 utons 2009 r. Ne 477 «O0 yTBep:KIeHUN
[IpaBun pgenonpou3BojAcTBa B (enepaibHBIX OpraHax HCIOJHHUTENIbHON 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 ob1mepoccHiickux
KJaccu(ukaTropax TEXHMKO-DKOHOMHUYECKOW M COIMaJbHOM HH(GOpPMAIMM B COLMAIBHO-
HKOHOMHUECKOH 0071aCTH.

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

12. Vka3 IIpe3unenta Poccuiickoit @enepauuu ot 9 mast 2017 r. Ne 203 «O Crparerun
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pa3ButHs uMHGOpManmonHoro obmectBa B Poccuiickoit @enepaunn Ha 2017-2030 rogsn» //
«Co0Opanne 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 //
«CobOpanne 3akonogarenscTBa POy, 07.08.2017, Ne 32, ct. 5138.

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

npaBUil OOMEHa JIOKYMEHTaMH B DJIEKTPOHHOM BHUJE INPH OpPTraHU3alMH HH()OPMAIIMOHHOTO
B3aUMOJCUCTBUY.

15. Ilnan meponpusTuil no HanpasiaeHuto «HopMaTuBHOE peryaupoBaHue) MPorpaMMbl
«Hu¢posas skoHomuka Poccuiickoit @eneparum» (yTB. IIpaBUTEIHCTBEHHOW KOMHCCHEH IO
MCTOJIb30BAHUIO0 MH()OPMAIIMOHHBIX TEXHOJOTHH AJIS YIy4YlICHUs KauecTBa XU3HH U YCIIOBHM
BEJICHUS MPEANPUHUMATEIBCKON 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 yrBepxknenuu IlpaBun opraHuzanuy XpaHeHHS,
KOMIUICKTOBAaHUS, y4eTa M HCIOJb30BaHUS JIOKYMEHTOB apxuBHOro ¢ouaa Poccuiickoii
@denepalli M APYTUX apXUBHBIX JOKYMEHTOB B OpraHax rocyJapCTBEHHOM BJIACTH, OpraHax
MECTHOTO CaMOYIIPaBJIEHUS U OpraHU3aLUAX).

17. IlpaBuna opraHu3aliuy XpaHEeHUs, KOMIUIEKTOBAHUS, Y4ETa U UCIIOJIb30BAHUS
IOKyMeHTOB ApxuBHoro ¢onga Poccuiickoii @enepanuu u APYyrux apXxvBHBIX JOKYMEHTOB B
TOCYJapCTBEHHBIX W MYHHUIMIAIBHBIX apXWBax, My3esiX W OuOIMOTEeKax, OpraHu3aLuUsIX
Pocculickoil akageMuu HaykK YTBEpPXKIAEHBI IIPUKa30M MuHuCTEpPCTBA KYJIBTYpPbl M MAacCCOBBIX
koMMyHHKauil Poccuiickoit denepaunn ot «18» ausaps 2007 r. Ne 19.

18. [lepeueHb THUIOBBIX YIPABICHUECKUX APXUBHBIX  JIOKYMEHTOB, OOpa3yIOIIMXCS B
IIPOLIECCE AEATEIBbHOCTU T'OCYIAapCTBEHHBIX OPraHOB, OPraHOB MECTHOIO CaMOYIIPABIICHUS U
OpraHM3alyii, ¢ ykazaHueM cpokoB xpaHeHus (yTB. IIpuxazom Munkynetypsl PO 25 aBrycra
2010 r., mpuxa3 Ne558). M., BHUN A, 2010.

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

20. Ynpasnenue nokymeHTaMu. TepmuHsl U onpeaenenus: Cnosaps. M.: BHUMJIA/L, 2013.
C.31

21. ISO/IEC 21320-1:2015 «1udopmanmonHsie TexHOIOTHH - Dail-KoHTeHHep A1

nokymenTta. Yactb 1: OcHoBHas yactb» (Information technology - Document Container File -
Part 1: Core).

22.TOCT P 7.0.8-2013. «CUBUJI. [lenonpou3BOACTBO M apXUBHOE A€d0. TepMUHBI U
onpeneneHus» (yrB. [Ipukaszom Poccrannapra ot 17.10.2013 N 1185-c1).

23.TOCT P 52292—2004. DnexTpoHHbI 00MeH nHpopManueit. TepMUHBI U ONpeAeTICHHUS.
— (UudopmanmoHHas TEXHOIOTHSA).

24.TOCT P 52294—2004. VYmnpaBieHue opraHusalueil. OJIEKTPOHHBIM perjgamMeHT
aJIMUHUCTPATUBHOM U CITy>KeOHOM nesTenbHOCTH. OCHOBHBIE TIOJI0KEHUS.

- TuTepaTypa (OCHOBHAsI, JOIOJIHUTENbHAA);

a) OCHOBHasl JIUTepaTypa:

1. Jlappyn Muxaun BacunseBuu. HWHpopmannonHoe obecriedeHrne —yrpaBlIeHUs
[DnexkTpoHHEIH pecypc] : yueOHoe mocobue / Jlapua Muxann Bacunsesuu; M. B. Jlapun ; [M-Bo
obOpazoBanust U Hayku Poc. ®Denepanuu, dexep. roc. OrOMKETHOE 00pa30BaT. yUpE)KICHUE
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BbIcII. oOpa3oBanusi "Poc. roc. rymanutapubiii yH-T"]. - DnektpoH. naH. - Mocksa : PITY,
2018. - 278, [1] c. - Pexxum moctyna : http://elib.lib.rsuh.ru/elib/000012473. - 3aru. ¢ 3kpaHa. -
ISBN 978-5-7281-2036-0.

2. OpraHu3aliOHHOE TIPOCKTUPOBAHUE: PEOPraHU3aIlNs, PEHHKUHUPUHT, TAPMOHU3ALINS
: yue6. mocooue / C.A. Jlouan, JI.M. Ansburep, ®@.3. Cemenona, J1.C. Ilerpocsn ; mox pen. J.C.
[Terpocsna. — M. : UHDOPA-M, 2018. — 196 c. — (Bricmiee obpazoBanue: Marucrparypa). —
www.dx.doi.org/10.12737/19670. - Pexum JIOCTyTIa!
http://znanium.com/catalog/product/969592

0) 10MOJIHNTEJIbHAS JINTepaTypa:

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-menemxmenTt. Tlomnbril kype / Apxanrensckuii I.A., bextepes C.B., Jlykamenko
M. - M.:Anbnuna [1a6mn., 2016. - 311 c.: ISBN 978-5-9614-1881-1 - Pexxum nocryma:
http://znanium.com/catalog/product/925383

3. Tomuueina Onbra Jleonunosna. Mapopmanmonnsie cuctemsl : yuebnoe nocodue / O. JI.
l'omunpiaa, H. B. Makcumos, U. U. Ilonos. — 2-¢ u3a. — M. : ®OPYM : UHOPA-M,
2018. — 448 c. : wmn. — (Beicmee oOpa3oBanme). - Pexum gocryna:
http://znanium.com/catalog/product/953245

4. BapdonomeeBa Aunekcanapa OmneroBHa. VH(popMalMoOHHBIE CHCTEMBI HPEATPHUITHSA :

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

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

5. T'punbepr A.C., Koponp MN.A. MHbOpMAIIMOHHBI MEHEMKMEHT: Yuel. mocobue s
By30B. — M. : IOHUTU-TAHA,2017. — 415 c. — (Cepus «IIpodeccuonanbHblii
yuebnuk: Madopmarukar). - ISBN 978-5-238-00614-4. - Tekcr : anextponHslid. - URL:
http://znanium.com/catalog/product/1028593

Pecypcol UnTepHer

www.gov.ru/ - CepBep OpraHoB ToCyIapCcTBEHHOM BiIactu PO

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

www.rusarchives.ru — ApxuBHoe areHTcTBo PO

www.vniidad.ru/ - BHUNJIA /I (Bcepoccuiickuii HayqHO-HUCCIIEA0BaTENbCKHI HHCTUTYT

JIOKYMEHTOBEJICHUS U apXUBHOTO JIEJIa)

WwWw.minsvyaz.ru/ - MUHUCTEpCTBa CBSI3U M MACCOBBIX KOMMYHHUKaud PO

www.consultant.ru/ - opurransHbIi caidT komnanuu Koncynasrantllmoc

www.garant.ru/ - “H(popMaMoHHO-IpaBoBoM noprtai ['apant

WWW.cnews.ru/
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www.ecm-journal.ru/

NporpamMMHoe odecneyeHmne

- OducHsit maket npunoxenuit Microsoft Office

- ABBYY FineReader

CucTeMsbl 3JIeKTPOHHOTO JOKYMEHTO000pOTa!

Heno — Komnanus OnekTpoHHBIE 0(UCHBIE CHCTEMBI
DocsVision - Kommanus DocsVision

DirectumRX — Komnanus Directum

1C Joxymentoobopot — Komnanus 1C

Tesuc — Komnanus XoyiaMoHT

Jloruka: COJ1 — Kommnanus Jloruka 0usHeca

0a3bl JAHHBbIX, I/IH(l)OpMaI[I/IOHHO-CI[p‘dBO‘[HLIe H NMOUCKOBBbIC CHCTEMBbI

- «Koncynprant [lmrocy

- «['apanT»
- «Koneke»
7. MarepuaJIbHO-TeXHHYECKOe o0ecnevyeHne TUCHUILINHBI
s MAaTepUATBHO-TEXHUYECKOTO obecrniedeHus JUACLIUIITUHBI HEO0XO0 UM

KOMIIBIOTEPHBIM KJIACC, IOAKIIOYEHHBIM K ceTh VIHTepHET, OCHAIEHHBIA IIPOEKTOPOM s
3JIEKTPOHHBIX MPE3eHTALUI 1 SKpaHOM. Bce KOMIIbIOTEpBI JOIKHBI OBITH CBSI3aHBI MEXTy CO00M
B E€IUMHYI0O BHYTPEHHIOIO CETb M OCHAIIEHbl CICHUAJIM3UPOBAHHBIM  IPOIPAMMHBIM

o0ecIieueHUEM.

8. O0ecneuenne 00pa3oBaTeJbHOIO NPOLECCA IJIs1 JIMI ¢ OTPAHNYCHHBIMH

BO3MOKHOCTSAIMM 310POBbA 1 HHBAJIUI0B

B xone peanusanuu AMCHUIUIMHBI UCIIOIb3YIOTCS CIECAYIOLIIUE JOIIOTHUTEIBHBIE METObI
00y4YeHHUs, TEKYIIEro KOHTPOJIs YCIIEBAEMOCTH M IIPOMEXYTOYHOM aTTeCTallMi 00y4atolIiXCs B
3aBUCUMOCTH OT UX WHAMBHUIYaJIbHBIX 0COOEHHOCTEH:

o JUISL CJICTIBIX U CJIA0O0BUISIINX:

- JNeKIUH O(QOPMIISIIOTCA B BHJIE AJIEKTPOHHOTO JOKYMEHTA, JOCTYIMHOI'O C MOMOIIBIO
KOMITBIOTEpA CO CIEIHMATN3UPOBAHHBIM ITPOrPAMMHBIM 00eCIIeueHUEM;
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- IIUCBbMEHHBIE 3aJaHUSl BBINOJIHAIOTCS Ha KOMIIBIOTEPE CO CIELHUAIU3UPOBAHHBIM
POTPaMMHBIM 00€CTIeueHHEM, HITH MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- obecrieynBaeTCs HHIMBUYalbHOE paBHOMEpPHOE ocBemieHne He meree 300 IoKc;

- 7S BBINOJHEHUS 3aJlaHusl IPU HEOOXOJMMOCTH TPEAOCTABISAETCS yBEIMYMBAIOIICE
YCTPOHCTBO; BO3MOYKHO TaK)K€ UCIIOJIb30BaHUE COOCTBEHHBIX YBETUUNBAIOIINX YCTPOMCTB;

- MUCHbMEHHBIE 3aJ]aHNsl OPOPMIIIIOTCS YBEIIMYSHHBIM HIPUPTOM;

- DK3aMEH M 3a4€T MPOBOAATCA B YCTHOW (POpPME WM BBINOJIHSAIOTCS B IMHCbMEHHON
¢dbopme Ha KOMITBIOTEPE.

J IUISL TIIYXHMX M C1a00CIbIIAIINX

- JeKuuu O(GOpPMISIOTCS B BUIE DJIEKTPOHHOTO JOKYMEHTA, JIMOO IperoCTaBiseTCs
3BYKOYCHWJIMBAIOILAs annaparypa MHAUBUAYAIbHOTO II0JIb30BaHUS;

- MUCbMEHHBIC 3aJ[aHUs BBITIOJIHAIOTCS HA KOMITBIOTEPE B MUCbMEHHOU (opMme;

- 9K3aMEH W 3a4€T MPOBOMATCS B NHCbMEHHOW (hopMe Ha KOMIIBIOTEPE; BO3MOKHO
npoBesieHue B (hopMe TeCTUPOBAHMUS.

J TUIS JIUL ¢ HApYLIEHUSIMU OIIOPHO-JBUTATEIBHOTO aIapara:

- JNeKIuH OQOpMIISIIOTCA B BHJE AJIEKTPOHHOTO JOKYMEHTA, JOCTYIMHOI'O C MOMOIIBIO
KOMITBIOTEPA CO CIEIMATU3UPOBAHHBIM ITPOrPAMMHBIM 00eCIIeueHUEM;

- IUCHbMEHHBIE 3aJaHUS BBINOJIHAIOTCS Ha KOMIIBIOTEPE CO CIELUATU3UPOBAHHBIM
MPOTPaMMHEIM 00€CTICUeHUEM;

- DK3aMEH M 3a4€T MPOBOAATCA B YCTHOW (POpPME WM BBINOJIHSAIOTCS B HMHCbMEHHON
¢dbopme Ha KOMITBIOTEPE.

[Ipy HEOOXOAMMOCTH NPEAYCMAaTPUBACTCS YBEIMYEHHUE BPEMEHU JUISI HOATOTOBKH
OTBETA.

[lponienypa  mpoBeneHHs  MPOMEXKYTOUYHOM — arTecTalmMud  Uis  OOydalomMxcs
YCTaHABIMBAaeTCS € YYETOM UX HWHIMBUAYAIBHBIX ICUXO(DU3MUYECKUX OCOOCHHOCTEH.
IIpomexyTouyHas arTecTanusi MOXKET IPOBOIUTHCS B HECKOJIBKO ATAIlOB.

[Tpu mpoBeaeHUU TPOLEAYPHl OLICHUBAHUS PE3YJIbTaTOB OOYUYEHMS INpeyCMaTpUBaeTCs
UCTIOJIb30BaHNE TEXHUUYECKUX CPEICTB, HEOOXOAMMBIX B CBS3M C HMHIUBHIYaJbHBIMHU
0COOEHHOCTSIMU OOY4YaIOUIMXCS. DTU CPEACTBa MOTYT OBITh IPEIOCTaBICHBl YHUBEPCUTETOM,
WJIA MOTYT MCTIONIb30BAaThCSl COOCTBEHHBIE TEXHUYECKUE CPEICTBA.

[IpoBenenue mpouenypsl OLIGHUBAHHMS pPE3YyJIbTaToB OOy4YeHHs JOMYyCKaeTcsl ¢
MCTIOJIb30BaHUEM JUCTAHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOIOTHA.

ObecnieunBaeTcst 10CTyN K UH(GOPMAIIMOHHBIM U OHOIHOTpagHIECKUM pecypcaM B CETH
WuTepHer s Kaxaoro oOydaromerocss B (GopMmax, aganTUPOBAHHBIX K OTPAaHHUYEHHSIM HX
3I0POBbS U BOCIIPUATHUS HH(DOPMAIIH:

J JUISL CJICTIBIX U CJIA0O0BUISIINX

- B IeYaTHON (opMe yBETMUEHHBIM HIPUPTOM;

- B (hopMe 3IEKTPOHHOTO JJOKYMEHTA;

- B (hopme ayanodaiina.

J VISl TIIYXHX U CJIa0OCIbIIAIINX:

- B IeYaTHOH opme;

- B (hopMe 3JEKTPOHHOTO JOKYMEHTA.

o 111 00yYaroIuXxcs ¢ HApYUICHUSIMU ONOPHO-/IBUTaTEIbHOTO arapara:

- B IeYaTHOH opme;

- B (hopMe 3IEKTPOHHOTO JJOKYMEHTA;
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- B (hopme ayanodaiina.

Y4eOHbIE ayAWTOpHH JUIsi BCEX BHUIOB KOHTAKTHOM M CaMOCTOATEIHHOW pPabOTHI,
HayyHass OuONMMOTeKa W WHBIC TMOMEIICHUs [UIsi OOydYeHHs OCHAIEHBI CIEeIHATbHBIM
o0opymoBaHNEM U YIEOHBIMH MECTaMU C TEXHUYECKHUMHE CPEICTBAMU OOYUICHUS:

o JUTSL CIICTIBIX U CITa00BUISIINX

- YCTPOICTBOM I cKaHUpOoBaHMsl U uTeHus ¢ kamepoil SARA CE;

- nucrneeM bpaiins PAC Mate 20;

- npuntepoMm bpaiinsg EmBraille ViewPlus;

o JUTIS TIYXUX U CIa00CIIBIIIAITNX:

- aBTOMATH3UPOBAHHBIM pPAbOYMM MECTOM /ISl JIIOJIeH C HapylIeHHeM CciiyXa |
¢71a00CIIBIIIAIINX;

- aKyCTUYECKHUI YCUIUTENh U KOJOHKH,

o JUTsE 00YYArOIIUXCS C HAPYIIEHUSIMU OMOPHO-/IBUTATEIILHOTO ariapaTa:

- IePEIBIKHBIMHE, PETYJIUPYEMBIMH dproHoMuueckuMu napramu CU-1;

- KOMIIBIOTEPHON TEXHUKON CO CIIEHUAIbHBIM IPOTPAMMHBIM 00€CTICUCHHEM.

9. MeToanyecKkne MaTepHaJIbl
9.1. Ilnanbl NpaKTHYeCKUX 3aHATHH. MeToguyeckne yKa3aHuUsi 10 OpPraHuU3alluu H

NMPOBEIEHHIO

Llesb mMpakTUYECKUX 3aHATUN — OOYUYUTHh NMPAKTHUECKUM HABBIKaM, KOTOpPbIE MMO3BOJIWIN
Obl CTyJIeHTaM CBOOOJHO M Ha BBICOKOM YPOBHE BIIQJIETh NPOTPaMMHBIMH CPEICTBAMH ISt
peleHus 3a1a4 JOKYMEHTAIIHOHHOTO M MH()OPMAIIHOHHOTO 00ECTICYeHHUs YIIPABICHHS.

3amauell MPaKTHYECKUX 3aHATHH SBISAETCS OCBOCHHE CTyIEHTaMU HH(OpMaIMOHHO-
TEXHOJIOTUYECKUX BO3MOXXKHOCTEH aBTOMATH3allMM JICJIOBBIX IIPOLIECCOB, 00pabOTKH H
HCIIOJIB30BaHUs JOKYMEHTAJIBHBIX JAHHBIX, BBISBICHUS BO3MOXKHOCTEH IIPOrPAMMHBIX CPEICTB
JUIs pEIIEHHs KOHKPETHBIX IPAKTHYECKHX 3a1ad B O0JacTH COBPEMEHHOIO AJIEKTPOHHOI'O
JOKYMEHTO000pOTA.

N3yyaeTcss KOHTEHT OQUIMAIbHBIX CAHTOB KOMIIAHWK, B NPOTPAMMHBIX HPOJYKTax

KOTOPBIX OyAyT MPOBOIUTKCS JIA0OpAaTOPHBIC (IPAKTHUECKUE) 3aHATHSI.

Benpgop IIporpamMMHBIif IPOAYKT Caiir
CO 1

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

O(HCHBIC CUCTEMBI

DocsVision DocsVision http://www.docsvision.com/
Payboy LLC PayDox http://www.paydox.ru/

Directum DirectumRX http://directum.ru

1C 1C HJoxymentoobopot | http://v8.1c.ru/doc8/
XOyJIMOHT Tesnc https://www.tezis-doc.ru/features
Jloruka 6usneca Jloruka: CO/] http://ecm.blogic20.ru/logikaccm/docflow-

solutions

[Ipencroutr nmpoaHanu3MpOBaTh JaHHBIE O pa3paOOTaHHBIX IPOrPAMMHBIX NPOAYKTax U

npeaoCTaBIACMBIX

KOMITaHUAMH

yCiIyrax.

Pesynbrarsl

HUCCICIOBaHUA

3aHOCATCA B
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CTPYKTYPUPOBAaHHBIN, CO3MaHHBIM CTyneHTOM oT4eT. OT KOJMYecTBa YacoB, MPENoJaBaTelb
pa3pabaTbiBaeT METOAMKY TNPOBEACHHS 3aHATUH M JaeT PEKOMEHJAIMU CTYACHTaM JUIs
CaMOCTOSITENIbHOU PabOTHI.

Takum oOpa3zom, Iesecoodpa3Ho IeTalbHO MOATOTOBUTH CTYAEHTOB JJISi TECT-ApaiiBa
CHCTEM 3JICKTPOHHOTO JOKYMEHTO000pOTa.

B 3aximoueHnn NpakTUYEeCKUX 3aHATHN CTYJCHTaMH MPOBOAMTCS CPAaBHUTEIBHBIN aHATIN3
M3YYEHHBIX CHUCTEM YIPaBJICHUS OKYMEHTOOOOPOTOM IO MHOTHM KpUTEpHUSM, Ha OCHOBE
NPAaKTUYECKUX HaBBIKOB, JAHHBIX C HMHTEpPHET-caliTOB paszpaborunkoB CDJI, HUHTEpHET -
MCTOYHUKOB M CTaTeH MO CIEAYIOUIIM KPUTECPHUSIM:

- Ha3BaHUE CUCTEMBI (Pa3paboTUHK);

- cepa NpUMEHEHHUS IPOTPAMMBI;

- UCTI0JIH30BAHNE OTEUECTBEHHBIX CTAHAAPTOB YNPABICHUS TOKYMEHTAMU;

- YpOBEHb KOPIOPATUBHOCTH (MacmTa® — KOJIMYECTBO aBTOMATH3MPOBAHHBIX PabOUMX
MECT, BO3MOXXHOCTb pPabOThl C (uiIManaMu, CTENEeHb OxBaTa (YHKUWN OpraHu3aluuu/, WIH
TOJIBKO 0JIMH yuacTok - JIOY);

- (DYHKIIMM CUCTEMBI B LIEJIOM;

- CTpPYKTypa cHuCTeMbl ((QYHKIHMOHATbHBIE M OOECIEeUUBAIONINE MOAYIH (YacTH), WX
byHKIUN);

- npumensiemoe 110, ero pazpaboruuk, CYB/I-mnardopma, cucremuoe I10;

- OTKPBITOCTD (MYJIBTUIUIAT(GOPMEHHOCTh U MyJIbTU(opMaTHOCTH) 110;

- OpraHu3alMy, B KOTOPBIX pealM30BaHa CHCTEMa, JJIs PELICHHs KaKuX MpodiemM
OpraHu3aIK OHA CO3/1aHa, AaBTOMATU3AIMsI OU3HEC-TTPOIIECCOB.

[To ka0l M3 CHCTEM OTMEYaIOTCsl 0COOEHHOCTH, (POPMYIUPYIOTCS PEKOMEHIAINH 110
UX MIPUMEHEHHIO JUI OPTaHu3aluil pa3nuyHbIX (OPM IEATEIbHOCTH.

Kaxnpiii crysneHT oQOpMIsieT MHOTOCTpaHMYHBIA OTYET, 3aBelCHHBIH B Hayale
MPAaKTUYECKUX 3aHATHH, KOTOPBIA MIUTIOCTPUPYET ATAIbl pabOTHl BO BCEX M3YYaEMBIX CHCTEMaX
3JIEKTPOHHOT'0 JIOKYMEHTO000pOTa U YIIPaBIeHHU HH(POPMALIUEH U COIEPIKUT BBIBOIBI.

IL1aH npakTHYeCKUX 3aHATHI

3anstue 1. KoMmnanus, ee IpoayKThl U YCIYTH.

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

3ansartue 3. MccnenoBanue aBTOMaTU3UPOBAHHOTO pabovero Mecta. JInuHble manku

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

3ansatue 5. PaboTa ¢ perucTpalMOHHBIMU KapTOYKaMHU BXOJSIIMX, UCXOAAIIMX M BHYTPEHHUX
JOKYMEHTOB

3ansarue 6. Pabota ¢ mpoekTamMu 10KyMeHTOB. CBS3BbIBaHHE JOKYMEHTOB

3ansarue 7. PopMHupoBaHUE 3a/1a4 U 337aHUi. BeinonaHeHue 3a1anuil. Yuer pabodyero BpeMeHu.
3anstue 8. CoriacoBaHue JOKYMEHTOB

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

3anstue 10. dopMmupoBaHUe OTYETOB U aHAJIU3 AAHHBIX MOAYJISL.



29

9.2.MeToan4yecKkne peKOMEHIAMH N0 MOAT0TOBKE MMCbMEHHBIX padoT

Bun camocrosTensHO#M paboThI: MOATOTOBKA pedepara.

[TonroToBka pedepaTa MO3BOJIET 3aKPENUTh TEOPETUUECKHUE 3HAHUS MO AMCLUIUIMHE,
npuoOpecT HaBBIKM CaMOCTOSTENBHOTO YIIIyOJEHHOTO M3yYeHHs! OJHOTO M3 pa3zelioB Kypca.
[Tpu noaroToBke pedepara CTyACHTHI MOTYYAIOT HABBIKK M YMEHHE paboOTaTh ¢ HICTOUHUKAMU U
JUTEpaTypoi, aHanu3upoBaTh (AKThl M JaHHBIC CHEIHMAJIbHON JIUTEpaTyphl, H3JaraTh
MPOYHUTAHHOE COBPEMEHHBIM MPO(PECCHOHATBHBIM S3BIKOM.

Pedepar nomken 6bITh 0hOPMIICH B COOTBETCTBUU C TPEOOBAHUSMHU, NPEIBSIBIIEMBIMU K
MOJIrOTOBKE U O()OPMIICHUIO HAYYHBIX PA0OT.

Pedepar Brimrouaert:

- TUTYJIbHBIN JIUCT;

- OTJIaBJICHMUE;

- BBEJICHUE;

- OCHOBHYIO 4acCTh (TeMaTUUYECKUE pa3/ieibl);

- 3aKJIF0YEHHUE;

- CIIUCOK MCHOJIb30BaHHBIX HICTOYHUKOB U JIUTEPATYPBHI.

O6mwem pedepara - 15-20 cTpanun TekcTa (mpu Habope depe3 1,5 nHTepBana u pamepe
mpudTta 13-14). Pedepar numercst Ha 0HON CTOPOHE CTaHAAPTHOIO JHcTa Oymaru dopmara
A4 (210x197mm).

Crpanunpsl pedepata HymepyroTcs apabckuMu mudpamMu Ha BEpXHEM IoJjie JUCTa, 0e3
KaBbIUeK, Ae(UCOB W JPYIHMX 3HAKOB MpeNnuHaHWA. TUTYIbHBIA JIUCT W OIJIABJICHUE HE
HYMEpYIOT, HO BKJIIOUYAIOT B 0011Hii 00BbeM pedepara.

Hayuno-cnipaBounsblii anmapar pedepara BKIOYAET CIIMCOK UCTOYHUKOB M TUTEPATYPhI U
MOJCTPOUYHbIE CHOCKU. [ToCTpOUYHBIE CHOCKM HCHOJB3YIOTCS BO BCEX CIy4asX HUTHPOBAHUS B
TeKcTe pedepara MPaBOBBIX aKTOB, TOKYMEHTOB, MPOHM3BEACHUN aBTOPOB MOHOTrpaduii, crarei,
yu4eOHUKOB, YYEOHBIX IMOCOOMI, a TakKe NpH LUTUPOBAHHM CTAHJIAPTHBIX OMpEIeTICHHUH
TEPMUHOB M TOHATUH. Bce mpuBomumbie B pedepare (PaxTbl, HUGPHI, IaThl, KOHKPETHbIE
JaHHBIE TAKXX€ JOJDKHBI OBITh MOJITBEPKACHBI OJCTPOYHBIMU CHOCKAMH.

CHOCKM HyMEpYIOT B Ipeieiax OJHON CTpaHHUIbl apaOCKUMH HU(pPaMH, TEKCT CHOCKH
Pa3MeILAroT MO IOCJIEIHEN CTPOKOU TEKCTa
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9.3.MeToanuyeckue yKa3aHus 1Jis1 00y4arOIUXCs 0 OCBOCHUIO 1M CHUIITHHbBI

Bupn padotsl

Conep:xanue

(mepe4yeHb BOIIPOCOB)

TpynoemkocTb

CaMOCTOSATEIbHO
i padoThI

(B yacax)

Pexomenganun

Pa3znea 1.

Beenenne. PazenTne nHpopmMannoHHoro odmecrsa.

IToaroroska k
JIEKIIUNA

O6uiee noHsTHE HHQOPMAILIHY.
JloxyMeHTHpOBaHHAS
nHpOpMAaIUs Kak pecype
ynpasiieHHs. 3aKOHOAATENbCTBO,
peryaupyoiiee BOmpockl
ynpasieHus HHPOpMaIen u
JIOKyMEHTAaIeH

I/I3y‘II/ITL MaTcepualibl UCTOYHUKOB!

Jlapya M.B. HudopmanmonHoe
obecrieueHue ympapieHus: Yueo.
nmocobue. M.: PITYVY, 2018. 279 c.

Utoro

Pa3znea 2.

PoJib uH(popManyMy B ynpaBjaeHHN

IToaroroska k

BbazoBrie moHATHA WHPOpPMALIH:

I/I3y‘II/ITL Marepualibl UCTOYHUKOB!

JIEKIHH JIaHHBIC,  CBCJICHMS,  3HAHMS.
WudpopmannoHHbIH TpoLecc.
HNudopmarnmonnas cucrema. Poib Jlapur M.B. HnpopmarmonHoe
aIMUHUCTPATHBHOM YIIPaBICHUH.
o P yrip Jlapun, M.B., Prickos, O.1.
CaoiicTBa UH(POPMAITHH.
OT1nuuuTeIbHbIC CBOMCTBa ONEKTPOHHBIE IOKYMEHTHI B
JIOKYMEHTHPOBAHHOM ynpasieHud. Hayuno-metos,.
rnocobue, 2-u3gaHue
HHGOPMAIIUH. ’
$op nononHenHoe. BHUMJIAL. M.,
2008. —208 c.;
KoHcniexTr! nekimii
Hroro
Paznen 3. Undopmaunonnasi uHGpacTpyKTypa OpraHu3anuu
[MoaroToeka k | Bumsl OpTraHU3aIUOHHBIX W3yunTth MaTepuaibl HCTOYHUKOB:
MPAKTHYECKOM | CTPYKTYP YIpaBIICHUSL.
y 3aHITHIO BHyTpeHHsIT W BHEmHSS cpea
opranmzauuu. Mudopmanmonnas Jlapur M.B. HndopmarmonHoe
cpena OpraHM3aLHL. obecrieueHue ympaBieHUS: Yueo.
VHpopMaLmOHHAs nocobue. M.: PITY, 2018. 279 c.
nHPPACTPYKTYPA, ee .
KOMITOHCHTL KoHcIekTsI JeKInii
Hroro

Paznen 4. Jaex

TPOHHBbIC JOKYMECHTbI

IToaroroska k
JIEKIIUNA

ITonsatue
JIOKyMEHTA.

AJIEKTPOHHOTO
Hocurenn

I/I3y‘II/ITL MaTcepualibl UCTOYHUKOB!
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UHPOPMALTUH.
MOJTIHCE.

OneKTpoHHAas

Jlapya M.B. HudopmanmonHoe
obecrieueHue ympapieHus: Yued.
mocobue. M.: PITYVY, 2018. 279 c.

Www.cnews.ru/

KoHcniexTr! nekmii

Htoro

Paznen 5. IBoa

ouus HHPOPMAIMOHHOTO o0ecTieYeHUsl yIPaBJIeHAs

IToaroroska x

PasButue cuctem

I/I3y‘II/ITL MaTepuralibl UCTOYHUKOB!

JIEKIUU Jenonpous3BoacTBa B Poccun kak
6a3nca nH(POPMALMOHHOTO
o0ecrieueHusl ynpaBJIeHHs B Jlapur M.B. HnpopmarmonHoe
COUAIbHO-YKOHOMUYECKUX 066CH€‘16HI/I€ YHOpaBJICHUA: yqe6.
CHCTEMAX. mocobue. M.: PITY, 2018. 279 c.
OpraHH3aqu YIIPaBJICHUS www.rusarchives.ru — ApXI/IBHOC
JOKYMEHTAMU B Ha4aje areHTcTBo PO
COBETCKOTO IEpPHUOa POCCUICKOM ..

P P www.vniidad.ru/ - BHUNIA]]
ucropuu. Coznanue BHUUJIAJI. (B VR
WUCKUN Hay4HO-
[Moaroroska EI'CJI u ET'CHOY, cepocenie AyHHO
VCII HCCIIENOBATENIbCKUI HHCTUTYT
' JIOKYMEHTOBEACHUS U apXUBHOTO
Hagaio aBromaTuzanuu ziena)
KoHcniexTr! nekmii
Uroro
Pa3nen 6. ABTOMaTH3amusi yIpaBJIeHUs JOKYMEHTHPOBaHHOI nHopManuei.

IToaroroska k
MPaKTHIECKOM
y 3aHITHIO

CoBpemenHblii  ppiHOK ACJIOY.
Ananu3 TEHICHUUW  Pa3BUTHL
ACJIOVY.

Pazpaborunku ACHOY.
Knaccupuxamms ACLOY.

I/I3y‘II/ITL MaTepualibl UCTOYHUKOB!

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/logikaccm/d
ocflow-solutions

KoHcniexTr! nekmii

Www.cnews.ru/

Utoro

Paznen 7. KnaccnpukaTopbl TeXHHKO-)KOHOMHAYECKOH H COLMATIBHOM MH(OPMALMH U CTaHIAPTHI B
HHPOPMALMOHHOM O00ecIeYeHNH yIpaBJIeHUs!

IToarorosxka k
JIEKIIUNA

Henun u 3agaun yHudukamumn
nokymeHToB. Hampasnenus,
MPUHLMITEL 1 METOBI
yangukamun YC/I.
Knaccudukaropsl TeXHHKO-

I/I3y‘II/ITL MaTcepualibl UCTOYHUKOB!

www.rusarchives.ru — ApXuBHOE
areHTcTBo PO
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SKOHOMHYECKON M COLMAIbHOM
WHPOPMALTUH.

www.vniidad.ru/ - BHUNA]]
(Bcepoccuiickuii Hay4qHO-
UCCIICI0BATEIbCKUI MHCTHTYT
JOKYMEHTOBEJICHUS U apXHBHOTO
nena)

KoHcniexTr! nekmii

Htoro

Paznea 8. Diex

TPOHHOE MPABHTEIbCTBO

IToaroroska x
JIEKIIUNA

Konuenmus 3IIEKTPOHHOTO
MPaBUTENBCTBA B COBPEMEHHOM
obmecrBe.  CocraBHBIE YacTu
SIIEKTPOHHOTO  MPABHUTENILCTBA:
OpraHu3anys TroCyIapCTBEHHOTO
yIpaBleHUS Ha OCHOBE
3NIEKTPOHHBIX CpeacTB
00paboTKH, nepeaayn u
pacmpocTpaHeHusi HWHGPOPMALUH;
WHPOPMAITMOHHBIE TEXHOJIOTUH B
TOCYJapCTBEHHOM  YIpaBIICHUH;
CeTeBbIC TEXHOJIOTHH;
nHPOPMaTHOHHOE
B3aMMOJICHCTBUE OpraHoB
TOCYJapCTBEHHOH  BIacTH U
o0IIecTBa C  HCHOJBb30BAaHHEM
UHPOPMALTUOHHO-
TEIEKOMMYHHKALMOHHBIX
TEXHOJIOTHH; 3IEKTPOHHBII
Ou3HEC,  aBTOMAaTU3WPOBAHHBIC
TOCYJapCTBEHHBIE CITYKOBI.

I/I3y‘{I/ITL MaTepuralibl UCTOYHUKOB!

www.rusarchives.ru — ApXuBHOE
areHTcTBo PO

www.vniidad.ru/ - BHUNIA]]
(Bcepoccuiickuii Hay4qHO-
UCCIICI0BATEIbCKUI HHCTHTYT
JTOKYMEHTOBEJICHUS U apXHBHOTO
nena)

KoHcniexTr! nekmii

Utoro

Paszpnen 9. UndopManinoHHbI MEHETKMEHT

IToaroroska k
MPaKTHYECKOM
y 3aHITHIO

OOmmeTeopeTHYecKue  aCIeKThI
MOHSATHIH «MEHEJKMEHTY,
«TOKYMCHTAI[MOHHOE
obecrieyeHme YIpaBICHUSD»,
«H(MOPMAITHOHHBIH
MEHEDKMEHT,
«IOKYMCHTAIIMOHHBIH
MEHEDKMEHT,
«H(POPMAITHOHHO-
JOKYMCHTAIIMOHHBIN
MEHEDKMEHT,
JOKYMEHTAIIHEH».

«ynpaBicHHE

I/I3y‘{I/ITL MaTcepualibl UCTOYHUKOB!

Jlapur  M.B. Hudopmanmonnoe
obecrieueHue ympasieHus: Yued.
mocobue. M.: PITYVY, 2018. 279 c.

KoHCIeKTEI NeKIHii.

Utoro

Bcero:
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Ipunoorcenue 1

AHHOTAIMS

Hucuuruimna «MHpopManmonHoe obecriedeHrne yNpaBiIeHUS» SABISETCS AUCHUIUIMHON
BapuatuBHOW  uyactH  mpoduinst  «MHPOpMAaLMOHHO-TOKYMEHTAIMOHHOE  OOecrieueHue
yhnpaBieHus» nukiaa (0J0Ka) JUCHMIUIMH Y4eOHOTrOo IUIaHA IO HANpaBJICHUIO MOJATOTOBKH
«/lokymeHTOBeieHHe H  apXuUBOBeAeHUe». JlucHumianmHa peanu3yercs Ha  (axyJabTeTe
JIOKyMEHTOBEIEH!sI M TEXHOTPOHHBIX apXMBOB Kadeapoil ABTOMaTH3UPOBAHHBIX CHUCTEM
JOKYMEHTAIMOHHOTO 00ECTIeYeHH yIIPaBICHUSI.

CopepxaHue IUCUUIUIMHBI OXBaThIBAET KPYI BOIIPOCOB, CBA3AHHBIX C IPUMEHEHUEM
MH(POPMALIMOHHBIX CHCTEM U TEXHOJOTMH B MHPOPMAIIMOHHOM 00ECTICYCHUH YTIPABIICHUS.

Llenv Oucyunaumsl - W3YYCHHE TEOPETHUUECKHX MPOOIEM U MPUKIATHBIX ACMEKTOB
MHPOPMALIMOHHOTO  OOecCHeueHHsl  ympaBlIeHUs, KaK 4YacTH MEHEKMEHTa, aKTUBHO
IIPUMEHSAEMON B COBPEMEHHOU IPAKTUKE KAaK B FOCYJaPCTBEHHOM YIIPABJICHUH, TAK U B YACTHOM
ousHece.

3aoauu:

- U3Y4YE€HHE OCHOBHBIX MOHSATHH, UCTIONB3YEMBIX B Mpolecce HHPOPMAIMOHHOTO 00eCTeYeHus
YIIPABJICHUS;

- M3y4YeHHE HCTOpUM WH(POPMAIMOHHOTO OOECIEeUeHHUs yNpaBlICHHUS B Hallel CTpaHe W 3a
pyOexom;

- UI3YUYCHUC HOPMATUBHO-IIPABOBBIX OCHOB I/IH(i)OpMaL[I/IOHHOI‘O obecreyeHnst YHpaBJICHUA,

- W3YyYeHHE TEXHMYECKOT0 M TMPHUKIATHOTO MpPOrpaMMHOro obecreueHuss WH(OPMAIMOHHOTO
o0ecrieyeHus yrpaBlieHUs..

AKTyallbHOCTh, HOBH3Ha M OPUTHMHAIBHOCTb Kypca OOECIEYMBAETCS €ro IMOCTOSHHOM
MOJICpHM3ALMEll B COOTBETCTBUM C Pa3BUTHUEM M3Yy4aeMbIX MPOrPAMMHO-TEXHOJIOTHYECKUX
peLICHUH, UCIIOIb3YEMBIX B YIIPABICHUH OPraHU3aluei.

JlucuuiuinHa HampasieHa Ha GOPMUPOBAaHUE CIETYIOMUX KOMIIETEHIIUMA:

[IK-2 - BnageHueM OCHOBaMH WH(POPMAIIMOHHO-AHATUTHYECKONH IEATEILHOCTH U
CIOCOOHOCTBIO IPUMEHSATH UX B MpodeccuoHaIbHOH cdepe;

IIK-5 - BnajeHueM TEHACHUMSAMH pa3BUTUS WH(POPMAILMOHHO-TOKYMEHTAMOHHOTO
o0ecrieyeHns yrpaBJieHUs] apXUBHOTO JIeNa;

I1K-31 - cnocoOHOCTRIO pa3pabaThIBaTh JOKaJIbHbIE HOPMATUBHBIE aKTHl 1 HOPMATHBHO-
METOAMYECKUE JAOKYMEHTHI 1O BEJICHHIO WH(POPMALKMOHHO-TOKYMEHTAIMOHHOTO OOECTICUCHHS
yIpaBIEHUS U apXUBHOI'O JIEJIa;
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[IK-32 - BiageHWeM 3aKOHOJATENLHOM Y HOPMATUBHO-METOIUYECKOW  0a3oit
WH(OPMALIMOHHO-TOKYMEHTAIIHOHHOTO ~ OOECTICUeHUsl  yMNpaBlICHUS ¥  apXWBHOTO  JIeJa,
CIIOCOOHOCTBIO OPUEHTHPOBATHCS B IPABOBOI 0a3e CMEXKHBIX 00sacTeit

B pesynbrate 0cBOCHUS NUCIHUILINHBI, 00YyYaIOIHIACS JOIKEH:

3Hamb OCHOBHBIE METO/Ibl OpPraHU3alUU ACATEIbHOCTH yIIpaBJIeHUs Ha Oa3e MPUMEHEHUS
KOMILIEKCHBIX UH()OPMAIIMOHHBIX TEXHOJIOTHIA.

Ymemsv ananu3upoBaTh CUTYalUIO HAa PBHIHKE WH(GOPMAIMOHHBIX NMPOIYKTOB U YCIYT,
JaBaTh  JKCIEPTHYIO  OLEHKY  COBPEMEHHBIM  MH(QOPMALMOHHBIM  CHCTEMaM  JUId
MH(POPMALMOHHOTO 00ecTieueHus YIpaBICHUs

Brademv  0a30BbIMM  3HaHUSIMH B O0JIacTH  WMH(POPMALMOHHBIX  TEXHOJOTHH,
npuMmensemblx B JIOY, HaBplkaMM  HCIOJNB30BaHWS  KOMIBIOTEPHOM  TEXHUKH U
MH(POPMALIMOHHBIX TEXHOJIOTMHA B JIOKYMEHTAIIMOHHOM M HWH(POPMALMOHHOM OOecreueHHH
YIpaBJIEHUS .

Paboueld mnporpamMmoill MpexyCMOTPEHBI CIEAYIOUIME BHUAbI KOHTPOJS: TEKYLIHH
KOHTPOJIb YCIIEBAEMOCTH B (pOopMe oIpoca, KOHTPOJIBHOM paboThl U pedepara, mpoMeKyTOUHAS
arTecTanus B GopMe IK3aMeHa.

OO0miasi TpyA0eMKOCTh OCBOEHHS NUCIMUIUIMHBI COCTaBJIseT 6 3a4eTHhIX enawHwmil, 216
JacoB.
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Ipunoowcenue 2

JIUCT UBMEHEHUMHA
Ne | Tekcr akryanusanuu wim npunaraemsii Kk PITJI noxyMmeHT, [Hara Ne
COJIepKAIIMI U3MEHECHHUS IIPOTOKOJIA
1 | Ilpunoxenue Nel 22.06.2020 10

Ipunoowcenue x nucmy uzmenenuii Ne |
1. Crpykrypa nucuuniaunsbl (1.2 Ha 2020 rox)

CTpykTypa IMcUMIIMHBI 1JIs1 04HOH opMbl 00yUeHust
(2020 rox Hadopa)
Oo6mas TpyA0EMKOCTh TUCHUIUTHHBI COCTaBIsET 6 3.€., 228 4., B TOM YHCIIe KOHTaKTHas padoTa
oOyuyaromuxcs ¢ npenojasareieM 56 4., mpoMexxyTouHas arrectanus 20 4.,
camocTosTeNIbHAs paboTa oOyuatommxcs, 152 4.

Buer yueOHOI paboTHI
(B yacax) Popwer
KOHTaKTHas Tekytiero
KOHTPOJISt
Ne 3 S YCIIEBAEMOCTH,
Pa3zpen nucuIuIMHbl/ TEMBL o ) T =
n/m = E N 5 ¢dopma
o . § | § g} % E % NPOMEXYTOUHOM
3 E = E = % = g ‘5 § s aTTeCTallH (1o
= | g = S5 o329 z 3 cemecmpam)
o |5 O =8 s8|F§ |O&
1 Beenenne B UOY. Pazgurue | 6 2 12
WHGPOPMAIIMOHHOTO
oOrmecTBa
2 Pois madop™Marum B 6 2 20 Koutponbnas
YIpaBICHUU pabota
3 HNudopmanronHas 6 2 6 20 Koncynpranuu
HHPPACTPYKTYpa
OpraHu3aIuN
4 DJIEKTPOHHBIE TOKYMEHTBI 6 2 20 Koncynpranuu
5 IBoIONUS 6 2 10 Koncynpranuu
WHGPOPMAITHOHHOTO
oOecricueHHs yIpaBIICHUS
6 ABTOMaru3auus ynpasieHust | 6 6 20 20 Koncynpranuu
JIOKYMEHTHPOBAHHOMN
nHpopManuen
7 Krnaccudukaropsr TeXHIKO- 6 2 10 Koutponbnas
SKOHOMHYECKOH 1 pabota
CONMATBHON WH(OPMAITUHN U
CTaHIAPTHI B
WHPOPMAITMOHHOM
oOecTicCueHIH yTIPaBIICHUS
8 DJIEKTPOHHOE 6 2 2 20 Koncynpranuu
MIPABHUTEIBECTBO
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9 WudopmanmoHHEIH 6 4 4 20 Koncynpranuu
MEHEIDKMEHT
6 20 umo2o8asi

KOHMPOIbHAL

Tpomesicymounas paboma/3awuma

ammecmayusl: IK3aMeH npoexma/0oKknao-
npezeHmayus u
m.n.

HATOTO: 24 32 20 152

CTpyKTypa JUCHUNIMHBI JAJ51 3204HOI (popMBbI 00yUeHUs1
(2020 rox nadopa)
Oo6mas TpyA0EMKOCTh TUCIUTUTHHBI COCTaBIseT 6 3.€., 228 4., B TOM YHCIIe KOHTaKTHas paboTa

oOyuyaromuxcs ¢ npenojasareiemM 16 4., mpomexxyTouHas arrectanus 11 4.,
caMoCTOsTeNIbHAs paboTa 00ydaronMxcs, B T.4. KypcoBas padbota, 201 4.

Bunp! yueOHo# paboTh

(B yacax) Dopwer
KOHTaKTHas Texymero
KOHTPOJIS
Ne 3 3 YCIIEBAEMOCTH,
Paznen aucnummiHbL/ TeMBI N o T =
n/m = E g 5 ¢dopma
o o § | § § % E % TIPOMEIKYTOTHOM
3 E = E 5 % = g ‘5 § o aTTeCTallH (1o
= | g = S35 o329 z 3 cemecmpanm)
o |5 O =8 =s8/F§ |O &
1 Beeaenue B UOVY. Pazgurue | 7 14
WHGPOPMAITHOHHOTO
oOrmecTBa
2 Pois madopmarum B 7 2 10 Koutponbnas
YIpaBICHUU pabora
3 HNudopmanronHas 7 2 10 Koncynpranuu
HHPPACTPYKTYpa
OpraHu3aIuN
4 DJIEKTPOHHBIE TOKYMEHTBI 8 2 10 Koncynpranuu
5 IBoIIONUs 8 2 10 Koncynpranuu
WHGPOPMAIIMOHHOTO
oOecricueHHs yIpaBIICHUs
6 ABTOMaruzauus ynpasieHust | 8 8 15 Koncynpranuu
JOKYMCHTHPOBAHHOM
nHpopManuen
7 Krnaccudukaropsr TeXHIKO- 8 20 Koutponbnas
SKOHOMMUECKON U pabota
CONMATBHON MH(OPMAIUH U
CTaHIAPTHI B
WHPOPMAITMOHHOM
oOecTicCueHIH yTIpaBIICHUS
8 ONEeKTPOHHOE 8 20 Koncynbsranuu
MIPABHUTEIBECTBO
9 WudopmanmoHHEIH 8 20 Koncynpranuu
MEHEPKMEHT
10 Kypcosas pabora 8 72
Ilpomeosicymounas 8 20 umo2o8as
ammecmayus: IK3ameH KOHMPOIbHA
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paboma/3awuma
npoexma/0oKknao-
npezenmayus u
m.n.

HTOTO: 8 8 20 152

2. Oopa3oBaTeabHble TexHOM0rNH (K m.4 Ha 2020 r.)

B mepuox BpeMEHHOTO MPUOCTAHOBICHMS IMOCELICHHS OOYyYalOUMMHCS MOMEUICHUN U
teppuropun PITY s opranmsanum y4eOHOro mporecca ¢ NPUMEHEHHEM 3JIEKTPOHHOTO
o0y4YeHHs W JUCTAHLMOHHBIX OOpPa30BaTENbHBIX TEXHOJIOTUH MOTYT OBITH HCIIOJIb30BaHBI
clieAyore o0pa3oBaTesIbHbIE TEXHOIOTHHU:

— BUJICO-JICKIIUH;

— OHJIAWH-JIEKIIMY B PEKUME PEAIBHOTO BPEMEHU;

— DIIEKTPOHHBIE YUYCOHUKH, yueOHbIe TOCOOHS, HayUYHbIC U3JaHHUS B DJIEKTPOHHOM BUC U
JOCTYII K MHBIM 3JIEKTPOHHBIM 00pa30BaTEIbHBIM pPecypcam;

— CHUCTEMBI IS 3JIEKTPOHHOI'O TECTUPOBAHUS,

— KOHCYJIbTAIlUH C UCIIOJIb30BaHUEM TEIEKOMMYHUKALIMOHHBIX CPEJCTB.

3. CnincoK NCTOYHUKOB U JUTepaTypshl (k m. 6.1 Ha 2020 r.)

CnHcoK OCHOBHBIX HCTOYHHMKOB JONOJHUTD:

[Tpuka3 @enepanmbHOro apxuBHOro areHrcrsa ot 22 wmas 2019 r. Ne 71 «O6
yTBepkAcHUM [IpaBun Aenonpou3BOACTBA B T'OCYNAapCTBEHHBIX OpPraHax, OpraHax MECTHOIO
caMmoyTipaBlieHHsD» (3apeructpupoBad Munrocrom Poccun 27 nexabpst 2019 r., roc. per. Ne 57-
23) // OduumanpHelii UHTEPHET-NOPTa] MpaBoBoil uHpopMamuu (www.pravo.gov.ru), 30
nexadps 2019 r.

[Tpuka3 depepanpHOro apxuBHOro areHrcrsa ot 15 wmors 2020 1. Ne 69 «O6
yIBep)KaeHUH THUMOBBIX  (QYyHKIMOHAIBHBIX TpeOOBaHMH K CHCTEMaM  3JIEKTPOHHOTO
JOKYMEHTOO0OpOTa Y CHCTEMaM XpaHEHHsS OJJIEKTPOHHBIX JOKYMEHTOB B  apXuBax
roCy/IapCTBEHHBIX OpraHoBy» (3apeructpupoBad B Munrocte Poccun 20.10.2020, per. Ne 60484)
// O¢dunuanbHBIl MHTEPHET-TIOPTaNl MpaBOBOK MH(POpManuu (Www.pravo.gov.ru), 21 okta0ps
2020 .

I'OCT P UCO 15489-1-2019. CUBU/I. Undopmanus U JOKyMEHTaLus. YTpaBlIeHUE
nokymentamu. Yacte 1. [Tonstus u npuniunel. M.: Crangaptundopm, 2019.

[Tpuka3 denepanpHoro apxuBHoro areHTcTsa ot 20.12.2019 Ne 236 «O06 yTBepkIeHHH
[lepeyHss THUMOBBIX YHPABICHYECKHX ApPXMBHBIX TOKYMEHTOB, 00Opa3ylomuxcs B Ipolecce
JESTEIbHOCTH I'OCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CAMOYIIPABJICHMs M OPTaHU3aLNM,
C YKa3aHUEM CPOKOB MX XPaHEHUS.

Hcka04uTh U3 CNMCKA OCHOBHBIX HCTOYHHKOB:

[TocranoBnenue IlpaBurensctBa PO ot 15 urons 2009 r. Ne 477 «O6 yTBepKIeHUU
[IpaBun pgenonpou3BojAcTBa B (enepaibHBIX OpraHax HCIOJHHUTENIbHON BiacTu» (pex. ot
26.04.2016) // «Cobpanue 3akoHonatenbctBa POy, 22.06.2009, Ne 25, ct. 3060.

[lpaBuna opraHuM3aluMy XpaHEHHWs, KOMIUICKTOBAHUS, Y4e€Ta M HCIOJIb30BAHUS
IOKyMeHTOB ApxuBHoro ¢onga Poccuiickoii @enepannu u APYyrux apXvBHBIX JOKYMEHTOB B
TOCYJapCTBEHHBIX W MYHHUIMIIAIBHBIX apXWBax, My3esiX W OuOIMOTEeKax, OpraHu3alusaX
Pocculickoil akageMuu HaykK YTBEpP)KIAEHBI IIPUKa30M MuHucCTEepcTBa KYJIBTYPHI M MAacCCOBBIX
koMMyHuKauil Poccuiickoit denepaunn ot «18» aupaps 2007 r. Ne 19.

[lepeyeHb THUIIOBBIX YNPABICHYECKUX AapPXUBHBIX JOKYMEHTOB, 0O0pasymoomuxcs B
IIPOLIECCE AEATEIBbHOCTU T'OCYIAapCTBEHHBIX OPraHOB, OPraHOB MECTHOIO CaMOYIIPABJICHUS U

OpraHM3aluii, ¢ yKa3aHuEM CpPOKOB XpaHeHHs (yTB. MHHHCTEPCTBOM KyJIbTyphl Poccuiickoit
@enepanyu ot 25.08.2010 Ne 558).

4. Ilepevens B/l u UCC (k n. 6.2 na 2020 r.)
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Nent HaumenoBanue
/i
1 | Mexnynapoansie pedepaTuBHbIe HaykoMeTpuueckue b/I, mocTyrHbie B pamMKax
HauoHaILHOM noanucku B 2020 r.
Web of Science
Scopus
2 | [IpodeccuonansHble MoNMHOTEKCTOBBIE B/I, 1OCTYyNHBIE B paMKax HallMOHAJIBHON
noxamucku B 2020 r.
XKypnaner Cambridge University Press
ProQuest Dissertation & Theses Global
SAGE Journals
XKypnans! Taylor and Francis
3 | [Ipodeccuonanbubie momHOTEKCTOBBIE B]]
JSTOR
N3nanus mo oOmecTBEHHBIM U TYMAaHUTAPHBIM HayKaM
OnekrponHas 6ubnnoreka Grebennikon.ru
4 | KoMnbroTepHbIE CIIpaBOYHBIE IPAaBOBBIE CUCTEMBI
Koncynprant Ilntoc,
lapanTt
. CoctraB nporpammuoro obecnevyenus (I10) (k n. 7 na 2020 r.)
Nent Haumenosanue [10 IIpousBoaurens Crioco6
/m pacrpocTpaHeHHs
(ruyenszuonnoe unu
€80000HO
pacnpocmpausiemoe)
1 Adobe Master Collection CS4 Adobe JTUIICH3UOHHOE
2 Microsoft Office 2010 Microsoft JIMIIEH3UOHHOE
3 Windows 7 Pro Microsoft JTUIICH3UOHHOE
4 SPSS Statisctics 25 IBM JIMIIEH3UOHHOE
5 Microsoft Office 2013 Microsoft JTUTICH3NOHHOE
6 Windows 10 Pro Microsoft JTUIICH3UOHHOE
7 Kaspersky Endpoint Security Kaspersky JIMIIEH3UOHHOE
8 Microsoft Office 2016 Microsoft JTUIICH3UOHHOE
9 Zoom Zoom JIMIIEH3UOHHOE




