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1 IlosicHuTeJbLHAdA 3alIHCKA
1.1 Ilean u 3aaa49u AU CHUILIHHBI

Llenv  Oucyunaunvl - W3YYCHHE TEOPETHYCCKUX MPOOJIEM U TPHUKIAJHBIX AaCIEKTOB
WH(OPMAIIMOHHOTO O0ECTICUCHHs YIPABJICHMSI, KaK YaCTH MEHEP)KMEHTa, aKTUBHO TPUMEHSIEMOM
B COBPEMEHHOM MPaKTHUKE KaK B TOCYJapCTBEHHOM YIIPABJIICHUH, TAK M B YaCTHOM OHM3HECE.
3aoauu:

H3ydeHne rocy1apcTBEHHON ITOJUTHUKH B C(bepe I/IHd)ODMaHI/IOHHO - JOKYMCHTAIIMOHHOTI'O
o0ecneucHus ynpapieHus B Poccuy B ICTOPHUYSCKOM Pa3BUTHH.

N3yuenne xapakTepUCTUK WH(GOPMAIIMOHHOTO OOIIecTBa.

I/I3yquHe poan I/IHd)ODMaI_[I/II/I B VIIPAaBJICHHUMH.

HSy‘leHI/IC HHd)ODMaHHOHHOﬁ I/IHd)DaCTDVKTVDBI OpraHu3aluu.

I/ISY‘ICHI/IC (beHOMeHa 3JICKTPOHHBIX JOKYMCHTOB B I/IH(bODMaHI/IOHHOM O6€CHC‘ICHI/II/I
ynpasienus. Error! Bookmark not defined.
I/IayquHe I/IH(bODM&HI/IOHHOFO 06ecnequI/m QJICKTPOHHOI'O IPABUTCJIHCTBA.

N3yuenne oOmMMUX BOMPOCOB AaBTOMATH3ALUU _YIPABICHUS JIOKYMEHTUPOBAHHOM
uHbopMalvel B OpraHu3alyi.

W3ydeHre poiu M MecTa KJIAacCH(PHUKATOPOB TEXHUKO-DKOHOMHYECKOM M COIMATBLHOM
uHdOpMaLUu U yHU(GUIUPOBAHHBIX CUCTEM JOKYMEHTALUMH B HMH()OPMALMOHHOM
obecneuennn yapasiaenusError! Bookmark not defined.

Wsyuenre MHOOPMAIIMOHHOIO MEHEDKMEHTA KaK METOIOJIOTHH _MH()OPMAIIMOHHOTO
obecrieyeHust ypaBIcHHUSL.

1.2 TlepevyeHb NJAHMPYEMBIX Pe3yJIbTATOB 00yUeHUsI MO JUCHUILIHHE,

COOTHECCHHBIX ¢ UHANKATOPAMHU NOCTUKCHUSA KOMIIeTeHIIl/Iﬁ

Komnerenuus HNuaukaTopbl KOMIETEeHIU Pe3yabTaThl 00yueHus
(xom u (kKo 1 HaNMEHOBAHNE)
HaNMCHOBAHHE)
[IK-4. Bnageet [IK-4.1. [TpumeHsieT 3HaHUE COBPEMEHHBIX | 3nHamb: cospemeHnHble UHGOPMAYUOHHbLE
3HAHUSMH HHPOPMAIMOHHBIX CUCTEM, CHCTEM cucmembl, cucmemyl 1eKMPOHHO20
COBpPEMEHHBIX ANEKTPOHHOTO TOKYMEHTOO00pOTA, O00KYMeHmoobopoma, npagosoe
WH(POPMALMOHHBIX | TPABOBEIX aKTOB B cepe ympaBIeHU pezynuposarue cghepuvl ynpasieHus.
CHUCTEM U nHpOpManuei 1 JOKyMEHTAIieH B uHgopmayuel u OoKymenmayue
HABBIKAMH MIPAKTUYIECKOI IeATeTHHOCTH Ymemos: npumenams snanue HopmamugHo-
MIPOEKTUPOBAHUS U npaesosoll baswl 8 cghepe ynpasienus
BHEJIPEHUSI CUCTEM unghopmayuel u ookymenmayuell 8
3JEKTPOHHOTO npaxmu4eckol oesmenbHOCmu
JIOKYMEHTO000pOTa Braoemyw: nasvixamu evioopa HeoOX00uMvix
B OpTraHU3aAINH mexHoI02UYecKull peulenuti 8 npoyecce
ynpaegienusi ungpopmayuell u OOKyMeHmayueu
[IK-4.2. ITpuMeHseT METOJO0IOTUIO 3uams: memooonocuueckue 0CHO8bl
OpraHU3aIMOHHOTO IIPOEKTUPOBAHHUS TIPH NOCMPOEHUsL YAPABLEHYECKUX CUCTEM U
aHaJIM3€e CUCTEMBI JIOKYMEHTallMOHHOTO cucmem OOKYMEHMAYUOHHO20 0OeCneyeHUs.
obecrieueHHs yIpaBJICHHS B OpPraHU3aLUuH YIPAGieHUs.

Ymemu: npumensame paznuunvie
MemooonocuyecKue no0xXoo0bl npu
NPOEKMUPOBAHUU CUCHIEM
OOKYMEHMAYUOHHO20 0becnedenus
YnpaeneHus

Braoems: nasvikamu ananusza u
OP2AHU3AYUOHHO20 NPOEKMUPOBAHUSA CUCHIEM
OOKYMEHMAYUOHHO20 0becnedenus
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YNpasneHus

I1K-4.3. YuacTByeT B IPOEKTUPOBAHUU U 3uams: npasuna u memooonozuieckue

BHEJPECHUU CHCTEM 3JIEKTPOHHOTO NOOX00bl K NPOEKMUPOSAHUIO CUCTHEM

JOKYMEHT0000pOTa B OpraHU3aluu INIEKMPOHHO20 OOKYMEHNO060poma
Ymems: enedpame cucmemul 31eKmMpoHHO20
00KyMeHmoobopoma

Bradems: nagvikamu evissnenus naubonee
ONMUMALbHBIX NOKA3amenet, HeoOX0O0UMbIX
07151 NPOEKMUPOBAHUS U HACMPOUKU CUCTEM
9NEKMPOHHO020 OOKYMEHmMOoobopoma

1.3 MecTo TMCUMILIUHBI B CTPYKTYPE OCHOBHOM 00pa3oBaTebHOM

NMPOrpamMMblI
Juctumummza «MHpopManmonHoe obecriedeHre yrpaBlieHHUs» BXOAUT B COCTaB YaCTH,

dbopMupyeMOil y4aCTHHKaMH OOpPa30BATEIbHBIX OTHOIICHWH JUCHUIUIMH Y4eOHOTO TUIaHa
MOJArOTOBKUA CTYJEHTOB 110 HampaBieHUto mnoAroroBku 46.03.02 «JlokymMeHTOBenAeHUE U
apxuBoBeaeHue» [Ipoduns «MHDOpMaLIMOHHO-TOKYMEHTAIIMOHHOE 00€CIIEYeHHE YIIPABICHUSIY.
JucnunimHa peanusyercss Ha (akyJIbTeTe apXHBOBEIEHUS U JIOKyMEHTOBeIeHHs Kadempoit
ABTOMATU3UPOBAHHBIX CHCTEM JOKYMEHTAIMOHHOTO O0SCIICUCHUs YIIPABICHHUS.

Ji1st OCBOEHHMSI TUCIMILIMHBI HEOOXO MBI 3HAHHSI, YMEHUS U BIaJIeHHs, CHOPMUPOBAHHBIC

B X0/1€ U3yUEHHsI CJIEAYIOUIMX AUCUUIUIUH U MPOXOXKAECHUS IMPAKTUK:

- UndopmanmonHoe o01mecTBo u upoBasi 3IKOHOMUKA

- UndopmanoHHbIe TEXHOJIOTUU

- Undpopmanmonnsie Texnonoruu B JJOY

B pesynbrare OCBOEHUS NUCUMILIMHBI (HOPMUPYIOTCS 3HAHUS, YMEHHUS U BIIAJCHUSA,
HEOOXOIMMBIE /11l M3YUYCHHUS CICAYIOUINX AUCIUILINH U TPOXOKIACHUS MPAKTHK:

- YrpasieHue uHdopMauei u 10KyMeHTaluen 3JeKTpOHHOT O IPaBUTEIbCTBA
- UnopmaninoHHO-10KYMEHTAIMOHHOE 00ECTIEYeHUE YIIPaBJICHUS TPOEKTaMuU
- @opMaThl AIEKTPOHHBIX TOKYMEHTOB B CHCTEMAaX 3JIEKTPOHHOTO IOKYyMEHTO000poTa.

2 CTpyKTypa TUCHUNIHHBI

OO01mast TpyJ0eMKOCTh JTUCIUTLIINHBI cocTaBiseT 5 3.e., 180 u.

CTpyKTypa TUCHUIIMHBI JJI51 04YHOI (PpopMBbI 00yUeHUs

O6bemM nUCHMIUIUHBI B ()OpME KOHTAKTHON pabOThl OOYYArOMIMXCS C TMEJaroru4ecKuMu
paboTHUKaMU U (WIJIK) TUIIAMH, TPUBJIEKAEMBIMH K pealin3aiuy o0pa3oBaTelbHOM MPOrpaMMbl Ha
WHBIX YCIIOBHSX, IPU TIPOBEICHUN YICOHBIX 3aHATHMN:

Cemectp | Tun yueOHBIX 3aHATHIA KomnnuectBo
4acoB
2 Jlexun 24
2 Cemunapbl/mabopaTopHblie paboThI 36
Bceero: 60

O0beM TUCHUIIMHBL B (pOopMe caMOCTOSATENbHON paboThl o0yUaronmxes coctaBiser 120
aKaJIEMUICCKIX JacOoB.
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CTpyKTypa AMCUMIIMHBI JJIS 0YHO-32049HON (opMbI 00yUeHHsI

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

Cemectp | Tum yueOHBIX 3aHATHI KomnuectBo
4acoB
2 Jlexuuu 16
2 CemuHapbl/J1a00paTOpHBIE PAOOTHI 20
Bcero: 36

O0beM TUCIUIUIMHBL B (POpME caMOCTOSTENbHON paboThl 00yUaronmxcs cocrapiser 144
aKaJIeMUYECKHX YacOB.

CTpyKTypa AUCHUIIMHBI VIS 3209HOi (POpMBbI 00ydeHH s

O06beM IUCHUIUIMHBL B (JOPME KOHTAKTHOM paboOThl 0OyYaroIIMXCs ¢ MelarornyecKuMU
paboTHUKAMU U (WJIM) JIMLAMU, IPUBJIEKAEMBIMU K pealu3alii 00pa30BaTeIbHOM IpOorpaMmMbl Ha
UHBIX YCIOBUSIX, TP MTPOBEACHUH YUEOHBIX 3aHATHUI:

Cemectp | Tun y4eOHBIX 3aHATHIA KomuuectBo
4acoB
2 Jlekuun 24
2 Cemunapsl/mabopaTopHbie pabOTHI 24
Bcero: 48

O0BeM TUCIUIUTHHBI B (pOpME caMOCTOATEIbHON paboThl 00ydarwImuxcs coctapiser 132
aKaJIeMHUYECKUX YacOB.

3 Conepskanue QTUCHUTLTHHBI

Ne Haumenosanue pazoena Cooeporcanue
OUCYUNTUHBL

Tema 1 | Beeneune B UOY. Pa3zsutue OO1ee noHsATHE UHGOPMAITUH.

WHGOPMAITMOHHOTO 00IIECTBA. JlokyMeHTHpOBaHHAs HH(GOPMAIUI KaK pecypc
yIpaBieHuUs. 3aKOHOATEIbCTBO, PETYIIUPYIOIIEe
BOIIPOCHI yIpaBjieHus HH)OPMAIMEH U IOKyMEHTAIHEH.
[Ipaeuiia u crangaptel B chepe MOV, Jlureparypa o
BonpocaMm MOYVY. Pazutre nadopmMaioHHOro
00IIIeCTBA U €T0 OCHOBHBIC XaPaKTEPUCTHKH.

Tema 2 | Posb undopmarmu B bazoBbie mousTHS MHGOPMAINK: JaHHBIE,
YTIpPaBJICHWH. CBEJICHU, 3HAHUA. I/IHQ)opMauI/IOHHHIZ mpoIiecc.

Nudopmannonnas cucrema. Ponbs nnpopmaruu B
ynpasneHun. CucreMatusanus nHGOpMaIluy B
aJMUHUCTPAaTUBHOM yTipaBiieHnn. CBoiCcTBa
nHpopmanuu. OTINYUTETHHBIE CBOICTBA
JIOKYMEHTHPOBAaHHOW MH(OPMAIIHH.

Tema 3 | Uadopmarmonnas NudopmannonHas cpega opraHu3aIiiy.
uH(ppacTpyKTypa Nudopmanronnas uHPpacTpyKkTypa, ee
OpraHu3aIiu. KOMIIOHEHTHI. BHYTpeHHsIs1 U BHELIHSA cpeaa

opranusanuu. UudopmannonHoe obecneuenue
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pabouero Mecra COTpyIHUKA OPraHU3AIHH.
HNudopmanmoHHble pecypchl OpraHu3alum.

Tema 4

SHGKTpOHHbIC JOKYMCHTBI.

[TonsiTHE 3JIEKTPOHHOTO JOKYMEHTA. 3aKOHOAATEIBHOES
Y HOPMATHUBHO-METOJAMYECCKOE PEIICHHE BOITPOCOB
MPUMEHCHUS Ha TIPAKTHKE JIEKTPOHHBIX JIOKYMEHTOB.
Hocurenu nadopmanuu. bapsepbl Ha yTH BHEAPESHUS
3JIEKTPOHHBIX JIOKYMEHTOB. DJICKTPOHHASI MOIIHCh.
DJIEKTPOHHBIA TOKYMEHTOOOOPOT.

Tema 5

OBomtonus
MH()OPMAIIMOHHOTO
oOecrnieueHus ynpaBIeHUs.

PazButue cucrem nenonpousBojictsa B Poccun kak
6azuca NOY.

Opranuzanus ynpaBjieHUs JOKYMEHTaMH B Havasie
COBETCKOI'O [TEPUO0/Ia POCCUIICKON UCTOPHUH.
VYcunenue BIUsSHUS apXUBHBIX OPTaHOB Ha
rocyJapCTBEHHOE J1e0npon3BoAcTBO. Co3aanue
BHUNAUA. Tloaroroka EI'CII u ET'C/IOY,
VCJI. Hauano aBTomMaTu3anuu
JOKYMEHTAI[MOHHOTO 00ECTICUCHUS yIIPABICHHUS.
Pazsutue MOY B coBpeMeHHBI NTepro
POCCUICKON UCTOPHH.

Tema 6

ABTOMaTH3a1Us YIIPaBICHUS
JIOKyMEHTUPOBaHHOU
uHpopmaruen.

HavanpHslif 5Tan aBTOMaTH3anuu
nenornpou3spojictea (I0OY) na 6aze ACY.
Pacimpenue peiHKa KOMIBIOTEPHON TEXHUKH.
Pa3zButue npoun3BoaCcTBa aBTOMATU3HPOBAHHBIX
cuctem JIOY. Bo3HUKHOBEHME
CTHECIIMATM3UPOBAHHBIX (PHPM — MPOU3BOIUTEIICH
ACLOY. CoBpemennsiii ppiHok ACJIOY.
Cucrematuzanus ACIOY. [IpoGnembl OLeHKH U
BbIOOpa ACJIOY a1 KOHKPETHOW OpraHM3aIlHiH.

Tema 7

KnaccugukaTopsl TEXHHKO-
SKOHOMUYECKOHN U
COLIMAJIbHOM MH(OpMALUU U
CTaHapThl B
UH(POPMALIMOHHOM
o0ecrieueHny yrpaBJIeHHUsL.

Henu 1 3anaun yHU(UKAUU JOKYMEHTOB.
Hanpasnenus, npuHuumns! 1 Metoas! yaudukamun YCI.
[Tpuniumne! knaccupuKanyuy 10KyMEHTHOM
nHpopmanun. Konuposanne napopmannu.
locynapcTBenHast cuctema KiaccuuKayuy 1
koaupoBaHust nHPopmarmu. Kinaccuduxaropst
TEXHUKO-3KOHOMHYECKOH M COlMaIbHON HH(DOpMAIIHY.

Tema

DNEeKTpOHHOE
NPaBUTEILCTBO.

KoHuenmust 31eKTpOHHOTO TIPaBUTEIHCTBA B
coBpeMeHHOM oO1iectBe. CoCTaBHBIC YaCTH
AJIEKTPOHHOTO MPaBHUTENILCTBA: OPTaHU3AIIHS
TOCY/IapCTBEHHOT'O YIIPABJICHHSI Ha OCHOBE
JIEKTPOHHBIX CPEACTB 00pabOTKHU, epeiauu U
pacnpocTpaHeHust nHGOopMalui; WHPOPMAIHOHHbBIE
TEXHOJIOTHH B TOCY/IapCTBEHHOM YIIPABJICHHUH; CETEBbIC
TEXHOJIOTHH; HH(POPMAIIMOHHOE B3aUMOIEHCTBUE
OpraHoB rOCy/apCTBEHHOM BIAaCTH U 00IIECTBA C
HCTOJIb30BaHHEM MH(OPMAIIMOHHO-
TENICKOMMYHHUKAIIMOHHBIX TEXHOJIOTUIT; DJICKTPOHHBIN
OM3HeC, aBTOMAaTH3MPOBAaHHBIC FOCYapCTBEHHBIE
CITyKOBI.

OCHOBHBIE COCTaBIISIOIINE JIEKTPOHHOTO
MIPaBUTENIbCTBA: MOOUIILHOE TOCY1apCTBO,
YIIPABJICHUE B3aUMOOTHOLIEHUAMU C TPAKIAHAMMU,
JNIEKTPOHHAs JeMOKpaTus (e-democracy,
ANEKTPOHHBIE COOOIIECTBA, OHIAMHOBBIE CITYKOBI U
uHdopMalus, CTPYKTypHas IepecTpoiika
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roCyIapCTBEHHBIX cIy>k0. Ponb rocymapcTea B
MMOCTPOSHUH HOBOT'O MH(POPMAITMOHHOTO OOIIECTRA.
dopmupoBanne HHOPACTPYKTYPHI, 00ecTieunBaroen
B3aUMOJICHCTBHE OPraHOB IOCYAAPCTBEHHOMN BIACTH
MeXIy cO0OH, a TakyKe ¢ OpraHU3alUsIMH U TPaKIaHaAMU
B paMKax MPeJOCTaBICHHUS TOCYIaPCTBEHHBIX YCIIYT.

[TpoOaeMBbl, IPENSITCTBYONIHE MOBBIICHHUIO
3(PEeKTHBHOCTH MCTIOIL30BaHNS HH(DOPMAITHOHHO-
KOMMYHHKAIIMOHHBIX TEXHOJIOTHIA B JACSITEILHOCTH
OpTaHOB TOCYAapCTBEHHOH BIaCTH.

Ennnas rocyjapcTBeHHas MOTUTHKA
(hopMHpOBaHUsI HNEKTPOHHOTO MPABUTEIBCTBA.

Tema 9 | MudopmanmoHHbIi [NosiBneHre MHPOPMAIIMOHHOT'O MEHEKMEHTA KaK
MEHEKMEHT. cepbl MPaKTUIECKOH NEATENHHOCTH U HAYTHOH
NUCLIAILIINHEL:

dopmupoBaHue eIMHOr0 HHHOPMALTOHHO-
KOMMYHUKAITUOHHOTI'O ITPOCTPAHCTBA BHYTPH
roCyJapcTBa U B MUPOBOM MacIiTade;

CraHOBJICHHE U Pa3BUTHE B dKOHOMHKE HOBBIX
TEXHOJIOTUYECKUX YKJIaJ0B, 0a3UpYIOLIUXCS Ha
COBPEMEHHBIX HH(POPMAITMOHHBIX TEXHOJIOTHUSIX.
Co3znanue 1 pa3BUTHE pbIHKA MH(DOpMaLK U
3HaHUI KaK TOBapOB M Mepexo/1 NHPOPMAIMOHHBIX
PECypCoB B pa3psiJi OCHOBHBIX COLMAJIBHO-
SKOHOMMYECKUX pecypcoB. Bozpacranue ponu
UH(POPMAIIMOHHO-KOMMYHHUKALMOHHOMN
MHPPACTPYKTYPHI B CUCTEME OOIIECTBEHHOTO
IIPOU3BO/ICTBA; paciiupeHue chepsl
MH(POPMAIIMOHHON IESATEIHLHOCTH U YCIIYT.
[oBbllIeHUE ypoBHs 00pa3oBaHusl, HAYUYHO-
TEXHUYIECKOTO, KYJIbTYPHOTO Pa3BUTHUS 33 CUET
pacuIMpeHust BO3MOXKHOCTEH MH()OPMAIIMOHHBIX
CHCTEM Pa3HOT0 YPOBHS JUIsl OOMeHa
uHpopmanueit. Coznanue 3pPeKTUBHON CUCTEMbI
o0ecrieYeHns IPaB TPaKJIaH U COIUAIBHBIX
MHCTUTYTOB Ha CBOOOIHOE TMOTy4EHUE,
pacnpocTpaHeHUe U UCII0JIb30BaHUsI HH(opMauu
KaK Ba)KHEWIIETo yCIOBUS J€MOKPATHYECKOTO
pa3zButus. CBsi3b MHPOPMAIIMOHHOTO MEHEKMEHTA
U JIOKyMEHTAIlMOHHOTO 00eCIIeYeHus YIIPaBJIeHHUS.
NHpopmaninoHHBIH MEHEPKMEHT Kak dTar
Pa3BUTHS TOKYMEHTALMOHHOTO 00ecreueHHsI
YIpaBJICHUS, CBSI3aHHBIHN ¢ BHEIPEHUEM HOBBIX
MH(POPMAIIMOHHBIX TEXHOJIOTHHA B 00pabOTKy
JOKYMEHTHPOBaHHON HH(OpPMAITHIH.
Crparerndyeckuii 1 onepaTuBHBIN
WH(OPMAIIMOHHBIA MEHE/DKMEHT.

4 (Oo0pa3oBaTejibHbIE TEXHOJIOT UM
Jns npoBeieHNs y4eOHbIX 3aHATHH M0 JUCIUILIMHE UCTIONB3YIOTCS pa3indHble 00pa3oBaTeIbHbIE
TEXHOJIOTUH. {151 opraHu3anuu y4yeOHOro mpolecca MOXeT ObITh MCIIOJIB30BAaHO 3JEKTPOHHOE
o0yueHue U (WIN) AUCTAHITMOHHBIC 00pa30BaTEeIbHBIC TEXHOIOTHUH.



5.1 Cucrema oneHUBaHUA

5 OueHka IVIAHUPYEMBbIX Pe3yJbTATOB 00y4eHHUs

dopma KOHTpOIIs Cpok oT4eTHOCTH Makc. Koinu4ecTBo 0aJljIoB
3a ogHy Bcero
paboty
Tekymuii KOHTPOJIb:
- ompoc 1,2,3,4,5 uenenu 5 6amIoB 25 6amnnoB
- KOHTpoJbHas padoTa (Tema 4) 4 nenens 15 6anmoB 15 6amnos
- moJroroska pedepara (temsl 1-5) 2 Hepens 20 6ammoB | 20 GayioB
Wrorosas arrecramnus 7 venens 40 6amnoB | 40 6amioB
(9x3amen)
HToro 3a IMCHUILTUHY 100 6amioB

ITomy4yeHHBIM COBOKYIIHBIN PE3YJIbTAT KOHBEPTUPYETCS B TPAAULMOHHYIO KAy OLICHOK U B
HIKaJTy oleHOK EBpomelickoli cucteMsl nepenoca 1 HakoruieHus kpenutoB (European Credit
Transfer System; ganee — ECTS) B cOOTBETCTBHM € TaOJIULIEH:

100-6anabHas TpaionHas mkaa Ixama
IIKaja ECTS
95— 100 OTin4HO A
83-94 B

68 — 82 Xopo1io 3a4TEHO C

56 — 67 D
5055 yJIOBJICTBOPUTEIIEHO E

20 - 49 FX
0_19 HEYJIOBJICTBOPHUTEILHO HE 3a4TEHO F

5.2 Kpurtepuu BbICTABJIEHHS OLEHKH MO JUCHHUILINHE

bannsl/ Onenka 1o Kputepun onieHkH pe3ynbTaToB 00yueHHs 10 JUCIUIUIMHE
IIxana ECTS | nucuumuinge

100-83/ «OTJIIMYHO» BricTaBisiercs o0yyaromemMycs, €Ciii OH IIyO0KO U

AB IIPOYHO YCBOWJI TEOPETUYECKUN U NMPAKTHYECKUI

MaTepHall, MOKET MPOJIEMOHCTPUPOBATh 3TO HA 3aHATUAX U
B X0/I€ TPOMEKYTOUHOM aTTECTAIIHH.

OO0yuaromuiicsi HICUEPIBIBAIOIIE U JTJOTUYECKUA CTPOMHO
u3JaraeT yueOHbI MaTepuall, yMeeT yBs3bIBaTh TEOPHUIO C
MPAKTUKOH, CIIPABIISIETCS C pEIIEHUEeM 3a7ad
npogeccuOHaTbHON HANPaBIEHHOCTH BHICOKOTO YPOBHS
CIIO’KHOCTH, MPABIJILHO 00OCHOBBIBACT MTPHHSATHIC
peleHHs.

CB000OIHO OpHEHTUPYETCS B YUEOHOH 1
npo¢eCcCUOHATILHOM JIUTepaType.

OrneHka o JUCHUILTMHE BBICTABIISIOTCS 00ydaromeMycst ¢
YYETOM PE3yIbTATOB TEKYIIEH U IIPOMEKYTOUHOU
aTTeCTalluu.

Komnereniuu, 3aKkpeni€Hnble 3a TUCUUILITMHOM,
c(hOpMHUPOBAHBI HA YPOBHE — «BBICOKHIIY.
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Bamnel/
Ixama ECTS

Ormenka 1o
IUCLIUILINHE

Kputepun onieHkH pe3yinbTaToB 00yUeHHs 110 TUCIUIUTHHE

82-68/
C

«XOopouio»

BeicraBisercs o0yuaromemycs, €Cii OH 3HaeT
TEOPETUYECKUM U MPAKTUYECKUN MaTepHUall, IPaMOTHO U 110
CYILECTBY M3JIaraeT €ro Ha 3aHATHSAX U B XOZC
IIPOMEKYTOYHON aTTECTalllU, HE JOIYCKas CYyLIECTBEHHbIX
HETOYHOCTEH.

OOyuaronuiicss IpaBUIBHO MPUMEHSET TEOPETHUECKHE
IIOJIO’KEHHUS [IPY PEIICHNUN IPAKTUYECKUX 3a1a4
npoeCCHOHATLHON HANPaBIEHHOCTH Pa3HOTO YPOBHS
CJIO’KHOCTH, BJIa/IeeT HEOOXOUMBIMHU JUI TOI'0 HABBIKAMU
U IpUEMaMU.

JIOCTaTOYHO XOPOIIO OPUEHTHPYETCS B yUeOHOH U
npoeCCUOHATILHOM JITepaType.

OneHka 1o JUCLHUIUIMHE BBICTABIIAIOTCS 00Y4arOEMYyCs C
y4E€TOM PE3yNbTATOB TEKYIIEH U TPOMEKYTOUHON
aTTeCTaLlUU.

Komnereniuu, 3aKkpeniénnble 3a JUCUUILTMHOM,
c(OPMHPOBAHBI HA YPOBHE — «XOPOIIUM».

67-50/
D,E

«YIIOBJIETBOPH-
TEJILHO»

BricTaBnsiercsa oOy4aromiemMycsi, €CiIi OH 3HaeT Ha 0a30BOM
YPOBHE TEOPETUUYECKUI U PAKTUYECKUI MaTepuall,
JIOITyCKAeT OTAEIbHBIE OMNOKH MPH €r0 U3JI0KECHUHU Ha
3aHATHSX U B XOJI€ IPOMEKYTOUHOM aTTECTALUH.
OOyyaromuiicst UCIIBITHIBAET OIPEIEIEHHBIE 3aTPYHEHUS
B IPUMEHEHUH TEOPETUUECKUX I0JI0KEHUH TPU PELICHUU
MPaKTHYECKHX 3a/1a4 MPO(heCcCHOHANBHON HAIPABIEHHOCTH
CTaHIapTHOI'O YPOBHS CII0)KHOCTH, BJIAZICET
HEOOXOAUMBIMH JJISl 3TOTO Oa30BBIMH HABBIKAMH U
IIPUEMAMH.

JleMOHCTpUpYyEeT JOCTaTOYHBIA ypOBEHb 3HAHUS yUeOHOI
JIUTEPATYPHI 110 TUCLUIIIVHE.

OneHka o JUCLUIUIMHE BBICTABIISIOTCS 00Y4arOIEMYCS C
y4E€TOM PE3YJbTATOB TEKYILEH U IPOMEKYTOUHOU
aTTECTALlUN.

Komnerenuuy, 3akpenia€HHble 3a AMCUUTIIMHOM,
c(OpMHUPOBAHBI HA YPOBHE — «JIOCTATOUYHBIN.

49-0/
F,FX

«HCYAOBJICTBOPHUTC
JIBHO»

BricTaBnsiercs oOyuaromemMycs, €ciii OH He 3HaeT Ha
0a30BOM ypOBHE TEOPETUUECKHUI U MPAKTUIECCKUN
MaTepHal, J1oMycKkaeT rpyoblie OMOKY IpU ero
M3JI0’KEHUU Ha 3aHATHSIX U B XOJ€ MPOMEXYTOUHON
aTTEeCTalLlUN.

OOyyaromuiicst UCIIBITHIBAET CEPHEIHBIE 3aTPYAHEHUS B
MIPUMEHEHUH TEOPETUUECKUX TIOJI0KEHUH NPU PELIEHUH
MPaKTUYECKHX 3aj1a4 MPpo(hecCHOHAbHOM HallPaBI€HHOCTH
CTaHJIapTHOI'O YPOBHS CJI0)KHOCTH, HE BIa/IEET
HEO0OXOIMMBIMHU ISl 5TOTO HaBbIKAMHU U IPUEMaMHU.
JleMoHCTpHpYeT pparMeHTapHbIe 3HaHUS y4eOHOM
JIUTEpaTyphl 10 JUCHUILINHE.

OreHka 1Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYaIOIEMYCs C
YYETOM PE3yIbTAaTOB TEKYIIEH M IPOMEKYTOUHOU
aTTeCTalLlUU.
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Bamnel/

Ixana ECTS | gucuuniuge

Onenka no Kputepun onieHkH pe3yinbTaToB 00yUeHHs 110 TUCIUIUTHHE

KomnereHuu Ha ypoBHE «10CTaTOYHBINY, 3aKPEIIIEHHbIE
3a AMCUMIUIMHOW, HE CHOPMHUPOBAHBI.

5.3 OueHo4YHbIE cpeAcTBa (MATEPUAJIBI) IJIA TEKYIEr0 KOHTPOJIA
yCIIeBA€MOCTH, IPOMEKYTOYHOM aTTeCTAIIUM 00Y4AIOIUXCS 110

ANCIHUIIJINHE
IIpumepHbIe TeMbl pedepaToB 10 pasenaMm JIMCHHUILIMHbBI:

1.

A wn

© © N o o

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

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

0O0630p 3aKkOHOATENBHBIX aKTOB B chepe OY.

0O0630p HOpMATUBHBIX aKTOB B chepe NOY

00630p cranmapToB B chepe MOY

0030p HOPMATUBHO-METOIUYECKUX TOKyMEeHTOB B chepe MOV (IlpaBuna,
WHCTPYKIIUHU, PETJIAMEHTHI).

00630p MexIyHapOAHBIX cTaHAapTOB B chepe MOV,

Posb uHpOpManuu B ynpaBieHUH.

[TonsiTne nH(OpMAIMK U €€ CBONCTBA.

[TonsiTre nHGOPMALIMOHHOTO MpOIEcca.

[Tonsitre nHGOPMALIMOHHON CUCTEMBI.

Knaccugukanus nadopmarum.

Crienmuduixa TOKyMEHTHPOBaHHOW HH(POPMALINH.

HNudopmannonHas HHPPaCTPYKTypa OpraHU3aIUH.

[TonsiTHEe MH(OPMAIIIOHHOTO pecypca.

[Tonsitue anexTponHoro gokymenta (3 /1).

HopmaruBHo-meroanueckas 6a3za npuMmenenus /1.

[Tpo6nems! BHeapeHus: /] B COBpEMEHHYIO MPAKTHKY PabOThl OpraHu3aluil.
OcCHOBHBIE HalpaBJIeHUs] ABTOMATU3aLUU paboThl ¢ HHpOpMaLuel 1
JIOKYMEHTallMel B OpraHnu3aiusix.

[TonsiTe aBTOMaTU3MPOBAHHON HH(POPMALIMOHHONW CUCTEMBI.
CucremaTu3zanys aBTOMaTU3MPOBAHHBIX CUCTEM YIPABJICHUS TOKYyMEHTAMH.
Metoauka BbIOOpa aBTOMATU3MPOBAHHONW CUCTEMBI YIIPaBJIEHUS JIOKYMEHTalueH.
MeToauKky OLIEHKH aBTOMaTHU3WPOBAHHBIX CUCTEM YIIPABIIEHUE TOKYMEHTAIHEH.
XapakTepUCTUKH HH()OPMALIMOHHOTO 00IIECTBA.

[TonsTHe MH(OPMAIIMIOHHOTO MEHEIKMEHTA.

[Tpeamer MHPOPMALIMOHHOTO MEHEKMEHTA.

Ces13p UM 1 TOKYMEHTAaIIMOHHOTO 00€CTICUCeHUSI YITpaBICHUSI.

Crparernueckuii M.




217.
28.
29.
30.
31.
32.

12

OneparuBubiii M.

OpranuzannonHas crpykrypa UM B ynpaBieHUH.
CocraBnble 2n1eMeHTsl UM opranuszanumu.

Ponb yenoBeka — cnenuanucra B cucteme M.
Ucropuueckas sBomtorusa MOY

DJEKTPOHHOE MTPABUTENBCTBO: 331a4u, PYHKIUH, CTPYKTypa

KOHTpOJILHLIe BOIIPOCHI U 3alaHUA VI HpOMe)KyTOqHOﬁ aTTeCTalli|d I10 uTOramM
OCBOCHMA NTHUCHHUIIJIMHBI

KontponbHoe 3aanue: [loaroropka cxeMbl HHPPACTPYKTYPbI OPraHU3aLUH

KoHTponbHasg pabota: ABTOMATH3alMA YNPABJEHUS] [JOKYMEHTHPOBAHHOM

uHopMaLHeH.

dopma NpOMEKYTOYHON aTTECTALIUN:

BOHPOCBI K 3K3aMEHY

e (O030p 3aKOHOJATENbHBIX aKTOB B cepe NOVY.

e O0630p HOpMaTUBHBIX aKTOB B chepe NOY

e 0030p cranmaptoB B chepe NOY

e (O030p HOPMATUBHO-METOANYECKUX J0KyMeHTOB B chepe MOV (IlpaBuina, HHCTPYKIHNH,

periaamMeHThl).

e 0030p MEXIyHApOIHBIX cTaHIAPTOB B chepe MOV,

e Ponb udopmanuu B ynpaBieHUH.

e [lonarue undopmauu u ee cBONCTBA.

e [lonarue nHdopMaOHHOTO Mpolecca.

e [lonarue nHHOpMaAIIIOHHON CUCTEMBI.

e Knaccudukanus uapopmanu.

e Cpernuduka J0OKyMEHTHPOBAHHOW HH(OpMALIUH.

e Uudopmannonnas uHGpacTpyKTypa OpraHu3alnm.

o [lonsaTue HHPOPMAIIIOHHOTO 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 paOOThl OpraHU3aLUM.

e (OcCHOBHbIC HallpaBJICHUs aBTOMATU3AIMK pabOThI ¢ HHGOpMaIueil U JOKyMeHTalue B
OpraHu3aLUsX.

e [lonsTHE aBTOMaTU3UPOBAHHON MH(POPMAIIMOHHON CUCTEMBI.

e (Cucremaru3zanys aBTOMATU3UPOBAHHBIX CUCTEM YNPABIICHUS TOKYMEHTAMH.

e Meroauka BIOOpa aBTOMAaTU3UPOBAHHON CHCTEMBI YIIPABJICHUS JOKYMEHTAIUCH.

e MeTOoIUKM OUEHKM aBTOMATU3UPOBAHHBIX CUCTEM YIIPABIICHUE JOKYMEHTALIUEN.

e XapakTepUCTUKU HHPOPMAITMOHHOTO OOIIEeCTBA.

e [lousaTue HHPOPMAIIMOHHOTO MEHEKMEHTA.

o IIpeamer nHHOpPMALIMOHHOTO MEHEIKMEHTA.

e Cas3b IM u AOKyMEHTAIIHOHHOTO 00ECTIeYeHUs YIIPaBICHHUS.

e Crparernueckuit UM.

e Onmneparusnsbiii M.

e OpranuzanuonHas ctpykrypa UM B ynpasienuu.

e (CocraBHble 351eMeHThl UM opranuzanuu.

e Poub yenoseka — cnenuanucra B cucreme M.

e Ucropuueckas sBomrorusa MOY

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

6 YuyeOHo-MeTOAUYECKOEe U HH(pOPMALIMOHHOE O0ecTieYeHHue TUCIIUTITMHBI
6.1 Cnucoxk HCTOYHUKOB M JTUTEPATYPHI
a) OCHOBHBIE UCTOUHUKHU

1. Koncrutynus Poccuiickoit denepannu ot 12 nexadbps 1993 r.
2. DenepanbHbIN 3aK0H 0T 22 okTs10ps 2004 r. Ne 125-D3 «O06 apxuBHOM Jeine B Poccuiickoit
Denepanun».

3. ®enepanbubliit 3ak0oH OoT 10 sHBaps 2011 r. Ne 1-D3 «O0 >11eKTPOHHOH TOATIUCHY.
4. ®denepanbHblii 3ak0oH oT 27 pekabps 2002 r. Ne 184-03 «O TexHHYECKOM
PEryJIUPOBaHUNY.

5. ®enepanbHbii 3akoH oT 27 wutons 2006 1. Ne 149-®3 «O6 wuHdopmanuu,
UH(OPMALIMOHHBIX TEXHOJOTHUSIX U O 3aIUTe HHPOPMAIHI.

6. denepanpHbIid 3akoH OT 27 utoiist 2006 1. Ne152-D3 «O mepcoHaATBHBIX JTaHHBIX».

7. ®enepanbubiii 3akoH OT 27 urong 2010 r. N 210-d3 «O6 opraHu3anuu mpeaocTaBIeHus
TOCYJIaPCTBEHHBIX U MYHHUIIUTIATBHBIX YCIyT".

8. ®enepanbHbiii 3akoH N 227-D3 "O BHeceHUH U3MEHEHHI B OTAENbHbIC 3aKOHOIaTeIbHbIC
akTel Poccuiickoit ®@enepauuu B cBsi3u ¢ npunatueM PenepanpbHoro 3akona "OO6 opranuzanuu
MPEA0CTABIECHUS TOCYITAPCTBEHHBIX U MYHULIUITAJIBHBIX YCIYT .
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Q. [Toctanosnenue IlpaButensctBa PD ot 15 urons 2009 r. Ne 477 «O06 yTBepKIaeHUN
[TpaBun npenomnpousBoAcTBa B (hemepanbHBIX OpraHaXx HUCHOJHUTENBbHOM BiIacTw» (ped. OT
26.04.2016) // «Cobpanue 3akoHomarenbcTBa PDy», 22.06.2009, Ne 25, ct. 3060.

10. ITocranoBnenue [IpaBurensctBa PO ot 10 HOs0ps 2003 1. Ne 677 «O06 001mepocCHiicKux
KJIAaCCU(UKATOpAX TEXHUKO-JKOHOMHUYECKOM U COIUANbHOW WHQPOPMAIMK B COIHAIHHO-
SKOHOMMYECKOH 001acTh.

11. Konnenus popmupoBanus B Poccuiickoit denepanuu 3JI€KTPOHHOTO MTPaBUTEILCTBA JI0
2010 rona. OnobOpena Pacnopsixenuem IlpaBurensctBa Poccuiickoit @enepauuu ot 6 mas 2008
r. Ne 632-p.

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

pa3Butus wHQOpMaIoHHOro obmiectBa B Poccuiickoit @enepanuu Ha 2017-2030 roxer» //
«CoOpanue 3akoHoaarenbeTBa POy, 15.05.2017, Ne 20, ct. 2901.

13. Pacnopsixenue [paButensctBa Poccuiickoii @enepamnuu ot 28 uross 2017 1. Ne 1632-

p «O0 yrtBepxkaenuu mnporpammel "LludpoBas skonommka Poccuiickoit ®deneparyu"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 OpPraHu3alud HHPOPMAIHOHHOTO
B3aUMOJICVCTBUS.

15. Tlnan mepomnpusTHii 0 HanpaBieHuo « HopMaTuBHOE peryinpoBaHue) MPOrpaMMBbl
«udposas sxonomuka Poccuiickoit @enepanum» (yTB. [IpaBUTEIbCTBEHHON KOMHUCCHEH IO
MCIIOJIb30BaHUI0 MH(POPMAIIMOHHBIX TEXHOJIOTUN JJIsl YIyYlI€HHs KayecTBa U3HU U YCIOBUI
BEJICHUS TMPEANPUHUMATENHCKON JeaTenbHocTH (mpoTtokon ot 18 nexabps 2017 r. Ne 2))
[DneKTpOHHBII pecypc] URL:
http://static.government.ru/media/files/P7LOVHUjwVJPINCHrMZQgEEeVgXAC wXR.pdf

16. [Ipuka3 MunuctepcerBa KynbTypbl PO ot 31 mapta 2015 r. Ne 526 (3apeructpupoBan
Munroctom Poccun 7 centsiopst 2015 r.) «O06 yrBepknenun I[lpaBun opraHuzanuu XpaHeHHUs,
KOMIUIEKTOBAaHHS, y4de€Ta M HCIIOJIb30BaHUS JOKYMEHTOB apxuBHOro (ouga Poccuiickoit
@®enepalii U APYTrUX apXUBHBIX JOKYMEHTOB B OpraHax IOCyJapCTBEHHOW BIJIACTH, OpPraHax
MECTHOTO CaMOYTIPABJICHUS U OPTaHU3aLUAX).

17. TlpaBuna opraHu3anuu XpaHEeHHs!, KOMIIJIEKTOBAHHUSI, y4eTa M UCIIOJIb30BAHUS
nokyMeHTOB ApxuBHoro (onma Poccuiickoit @enepanuu u Ipyrux apXuBHBIX JTIOKYMEHTOB B
rOCy/JapCTBEHHBIX M MYHULUIAIbHBIX apXWBaX, My3esX U OHOIMOTEeKax, OpraHu3alMsIX
Poccuiickoil akageMuu HaykK YTBEpXIAEHbl MPHKAa30M MHUHHUCTEPCTBA KYJbTYpPbl U MacCCOBBIX
koMMmyHHKauil Poccuiickoit ®enepanun ot «18» ssuBaps 2007 r. Ne 19.

18. [lepeueHb TUIMOBBIX YIPABIEHYECKUX AapXUBHBIX  JIOKYMEHTOB, OOpasyloluxcs B
IpoLEecCe JIEATENbHOCTH TOCYJApPCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYMpaBJIEHUS U
OpraHu3aiyii, ¢ ykazaHueMm cpokoB xpaHeHus (yTB. [Ipukazom Munkynstypsl P® 25 aprycra
2010 r., mpuka3z Ne558). M., BHUNIA/], 2010.

19. O6mepoccuiickmii kiraccupukarop ympasiendeckoir mokymenramuu OK 011-93 (yTB. u
BBeJieH B JeiicTBue mocraHoBieHueM ['occranmapta Poccum ot 30 mexabpst 1993 r. Ne 299,
nocieanee n3MeHenue — 24/2005).

20. YnpaBienue gfokyMeHTaMH. TepMuHsbl U onpenenenus: Cinosaps. M.: BHUMJIAJL, 2013.
C.31

21. ISO/IEC 21320-1:2015 «udpopmMaroHHbIe TeXHOIOTHH - Daiia-KOHTeHHEp s
nokymenTa. Yacte 1: OcHoBHas yacte» (Information technology - Document Container File - Part
1: Core).

22.TOCT P 7.0.8-2013. «CHUBU/. Jlemompowu3BOACTBO W apXHBHOE JIe0. TepMHUHBI U
onpenenenus» (yrB. [Ipukazom Poccranaapra ot 17.10.2013 N 1185-cT).
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23.TOCT P 52292—2004. DnextpoHHbI 00MeH nHpopmarueid. TepMUHBI U ONpeeIeHus.
— (MadopmarmonHas TEXHOJIOTHUA).

24. TOCT P 52294—2004. VYmpaBieHue OpraHu3alueid. OIJICKTPOHHBIA PETIAMEHT
aJIMUHHUCTPATUBHOMU U CITy>KeOHOM JesiTeIbHOCTH. OCHOBHBIE MOJIOKEHUS.

- IuTepaTypa (OCHOBHAs, JOIOJIHUTENbHAA);
a) OCHOBHAs JIUTEepaTypa:

1. Jlapunp Muxaun BacunseBud. HUnHpopmManmonHoe oOecnevyeHue yrpaBJjeHUs
[DnexTpoHHEIH pecypc] : yueOHoe mocodue / Jlapua Muxann Bacunsesua; M. B. Jlapus ; [M-Bo
oOpa3zoBanus u Hayku Poc. denepanuu, denep. roc. 610pkeTHOE 00pa30BaT. YUPEXkKACHHUE BHICIII.
oOpasoBanus "Poc. roc. rymanuTapHbsiii yH-T"]. - DnekTpoH. aaH. - Mocksa : PITYVY, 2018. - 278,
[1] c. - Pexxum moctymna : http://elib.lib.rsuh.ru/elib/000012473. - 3ar. ¢ skpana. - ISBN 978-5-
7281-2036-0.

2. Opranu3alliOHHOE MMPOCKTHUPOBAHUE: PEOPTAHU3ALIMS, PEUHKUHUPUHT, TAPMOHU3AIIHS
yue6. mocodue / C.A. Jlouan, J.LM. Ansourep, ®@.3. Cemenona, J[.C. Ilerpocsn ; mox pen. [1.C.
ITerpocstHa. — M. : UHD®PA-M, 2018. — 196 c. — (Bricmiee oOpa3zoBanue: Marucrparypa). —
www.dx.doi.org/10.12737/19670. - Pexxum nocryna: http://znanium.com/catalog/product/969592

0) JOMOJIHUTeIbLHAS JINTEepaTypa:

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

2. Taiim-menemxmenT. [lonnbrii kype / Apxanrensckuii ' A., bextepes C.B., Jlykamenko M.
- M.:Anpnuna ITa6m., 2016. - 311 c.: ISBN 978-5-9614-1881-1 - Pexxum pocryma:
http://znanium.com/catalog/product/925383

3. Tomuupra Onbra JleonnnoBHa. MH(bOpMannoHHble cucTeMsl : yuebHoe mocodue / O. JI.
INomuneiaa, H. B. Makcumos, . U. TTonoB. — 2-¢ u3g. — M. : ®OPYM : UH®PA-M,
2018. — 448 c¢. : wmn. — (Beicmee o0Opa3oBaHme). - Pexum jgocryma:
http://znanium.com/catalog/product/953245

4. BapdonomeeBa Anekcanapa OneroBHa. MHpopManmoHHbIE CUCTEMBI HPEINPUITUS :

yueb. mocobue / A.O. Bapdponomeena, A.B. Kopsixosckuii, B.Il. PomanoB. — 2-e u3z.,
nepepad. u jon. — M. : UH®PA-M, 2019. — 330 c. — (Briciiee oOpa3zoBaHue:
bakamaBpuar). —  www.dx.doi.org/10.12737/21505. -  Pexum  gocryma:

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

I'punbepr A.C., Koponp U.A. IHpopManmoHHBII MeHEKMEHT: Yuebd. mocobue ist
By30B. — M. : JOHUTU-TAHA,2017. — 415 c. — (Cepust «IIpodeccuonanbHplii yueOHUK:
Nudopmaruka»). - ISBN 978-5-238-00614-4. - Tekcr : osnekrpoHHsldi. - URL:
http://znanium.com/catalog/product/1028593

6.2 IlepeueHb pecypcoB HH(OPMALMOHHO-TEJIEKOMMYHMKALIMOHHOM CETH

«AHTepHeT»
www.gov.ru/ - CepBep opraHoB TocyaapcTBeHHOU Biactu PO

www.gosuslugi.ru/ - CrnpaBo4HO-HH(pOpMAIIMOHHBIN TTOpTall «["0Cy1apCTBEHHBIE YCITYTH»

www.rusarchives.ru — ApxuBHoe areHTcTBo PO



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
http://www.gov.ru/
http://www.rusarchives.ru/
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www.vniidad.ru/ - BHUNJIA]J (Bcepoccuiickuii HaydHO-UCCIETOBATEIbCKUNA HHCTUTYT

JIOKyMEHTOBEJICHUS U apXUBHOTO JIEJIa)

WWWw.minsvyaz.ru/ - MUHHCTEpCTBa CBSI3M U MacCOBBIX KOMMYHUKauii PO

www.consultant.ru/ - opunmansHbeiii cailT komranuu Koncysnasrantlliroc

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

WWW.cnews.ru/

www.ecm-journal.ru/

6.3 IlpodeccuoHajbHble 6a3bl JAHHBIX M HH(POPMAIIMOHHO-CIIPABOYHbIE
CHCTEMBbI

Joctyn k mpodeccronanbHbIM 0a3am naHHbIX: https:/liber.rsuh.ru/ru/bases
WNH(popMalinoHHbIE CIIPABOYHbIE CUCTEMBI:

1. Koncynsrant [Imtoc
2. Tapanr

7 MaTepHaJIbHO-TeXHH‘IeCKOC o0ecrneueHue ANCHUIIINHBI

AynuTopuH Ui IPOBEACHUS JEKIMH U CEMUHAPCKUX 3aHATUI C TEXHUUECKUMHU CPEICTBAMU
0o0yudeHus (MyJIbTUMEIUA-TIPOEKTOP (BUAECOIPOEKTOP), IKpaH (IIEPEHOCHOM MM CTallMOHAPHBII)),
KOMITbIOTEPHBIH KJIacC [yl IPOBEAECHUS J1JAOOPATOPHBIX 3aHATHUI.

1. Mepeuens 1O

Nent Haumenosanue 10 IIpousBogurens Crioco6
/m pacnpocTpaHeHUs
(]ZML;€H3MOHHO€ uiu
c80600HO
PACNPOCMpPansiemoe)
1. Adobe Master Collection CS4 Adobe JIMIICH3HOHHOE
2. Microsoft Office 2010 Microsoft JIMIICH3HOHHOE
3. Windows 7 Pro Microsoft JULEH3UOHHOE
4, Microsoft Office 2013 Microsoft JIMIICH3HOHHOE
5. Windows 10 Pro Microsoft JIALIEH3UOHHOE
6. Kaspersky Endpoint Security Kaspersky JIMIEH3HOHHOE
7. Microsoft Office 2016 Microsoft JIuneH3noHHOE
8. Zoom Zoom JIAIICH3UOHHOE

2. Hepeyens B u UCC

Nort HaunmenoBanue
/1

1 | MexnayHaponHble pedepaTtuBHble HaykomeTpuueckue bJl, noctymHbie B paMkax
HaIlMOHAJIbHOM noamucku B 2020 1.



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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Web of Science
Scopus

2 | IIpodeccronanbubie noaHoTeKcTOBBIE B/l, MOCTYMHBIE B paMKaxX HAIlHOHATLHON
noamnucku B 2020 r.

Kypuaner Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

XKypuansr Taylor and Francis

3 | [Ipodeccnonanbubie momHOTEKCTOBBIC B/]

JSTOR

W3 1anus 1Mo o0IIeCTBEHHBIM U TYMaHHTAPHBIM HayKam
DnexkrponHas 6ubaunorexa Grebennikon.ru

4 | KoMIblOTEpHBIE CITPABOYHbBIC TPABOBBIC CUCTEMBbI
Koncynsrant Ilmtoc,
I"apant

- O¢ucHsiii maker npuioxenuii Microsoft Office

- ABBYY FineReader

CucreMsl 31EKTPOHHOTO JOKYMEHTO000pOTa:

Heno — Komnanust DneKTpoHHbIE O(DUCHBIE CUCTEMBI
DocsVision - Kommnanus DocsVision

DirectumRX — Kommanus Directum

1C Hoxymentoobopot — Komnanus 1C

Te3uc — Komnanust XoyJaMOHT

Jloruka: COJ1 — Kommanus Jloruka 6usHeca

8 ObecneuyeHue 00pa3oBaTeJIbLHOI0 MPOIECCA JIJISI JIUI] C OTPAHUYEHHBIMH

BO3MOKHOCTAMMU 3/I0POBbSI U HHBAJTHUI0B
B X0J€ peam3anu JUCHUIIIIMHBI UCIIOJIB3YIOTCA CICAYIOMUE TOITOJTHUTCIbHBIC
MCETO/AbI o6yquH${, TCKYHICTO KOHTPOJIAI YCIICBAEMOCTH U HpOMe)KYTOqHOﬁ aTTeCTalun
06yqa}0umxca B 3aBUCUMOCTH OT UX MHAWBUAYAJIbHBIX 0COOCHHOCTEH:

e IS CHENBIX U CIa0OBUIAIINX:

- JeKIuu O(OPMIAIOTCS B BHUJIE AJIEKTPOHHOTO JOKYMEHTa, IOCTYMHOTO C TOMOIIBIO
KOMITBIOTEPA CO CIIeUATN3UPOBAHHBIM IPOTPAMMHBIM 00ECTICUCHUEM;

- THChbMEHHBIE 3a/laHWs BBIMIOJHAIOTCS Ha KOMIBIOTEPE CO CIENHATU3UPOBAHHBIM
HpOFpaMMHBIM 06CCHC‘-I€HI/ICM, N MOFYT 6I)ITI> 3aMCHCHBI YCTHI)IM OTBETOM;

- obecrieunBaeTCsl MHIMBUIYaIbHOE paBHOMEpHOE ocBemleHue He MeHee 300 mokc;

- JUI BBITIOJHEHUS 33J]aHUsl TPH HEOOXOAMMOCTH TPEIOCTABIIICTCS YBEIHMYUBAIOIIEE
YCTPOMCTBO; BOZMOYKHO TaKK€ UCIIOJIb30BAHUE COOCTBEHHBIX YBETUYUBAIOIINX YCTPOUCTB;

- IUCbMEHHBIE 3a/1aHusT OPOPMIISFOTCS YBETHUEHHBIM HIPU(PTOM;

- 9K3aMEH U 3a4€T MPOBOAATCS B YCTHOU (pOpME UITH BBIMOIHIIOTCS B TUCbMEHHON (hopMe Ha
KOMIIBIOTEPE.

® IS TIIYXUX U CIa0OCTBIIIAIINX:

- Jekuuu Oo(OpMIISIOTCS B BHUAE JJICKTPOHHOTO JOKYMEHTa, IUOO0 TpPeaoCTaBIseTCs
3BYKOYCHJIMBAOIIAS anapaTypa WHIANBUIYAITBHOTO TIOJb30BaHUS;

- MIICbMEHHBIE 3a/1aHUs BHITIOTHIIOTCS HA KOMITBIOTEPE B MUCHbMEHHOH opMe;
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- 9K3aMEH U 3a4€T MPOBOJIATCS B MUCbMEHHOU (JopMe Ha KOMITBIOTEPE; BOZMOKHO NPOBEICHUE
B (hopMe TECTUPOBAHUSI.

® IS JIUL C HAPYIICHUSIMH OTIOPHO-/IBUTATEIBHOTO arlnapara:

- JeKIUH O(OPMISIIOTCA B BHJE AJIEKTPOHHOIO JOKYMEHTa, JOCTYHMHOIO C MOMOILBIO
KOMIIBIOTEpA CO CIIEeUaTIN3UPOBAHHBIM IPOTPAMMHBIM 00ECIIeUeHUEM;

- TNHCHMEHHBIC 33JaHUS BBINOJHAIOTCA HAa KOMIBIOTEPE CO CHEIHAIHM3UPOBAHHBIM
POrpaMMHBIM 00eCTIeYeHUEM;

- 9K3aMeH M 3a4€T MPOBOIATCS B yCTHOW (hOpMe MU BBITIOJIHSIOTCS B MMCBMEHHOM (hopme Ha
KOMIIBIOTEPE.

[Tpu HEOOXOIUMOCTH MpeTyCMaTPUBACTCS yBETUUYEHUE BPEMEHH /IS TIOATOTOBKU OTBETA.

[Ipouenypa  mnpoBeaeHHS  MPOMEKYTOUYHOM  arTecTaluud g 0Oydaroluxcs
YCTaHABIMBACTCS C Y4YE€TOM UX HHIUBHIYaJbHBIX IICUXO(PH3MUECKUX OCOOEHHOCTEH.
[TpomexxyTouHast aTTecTalisl MOXKET IPOBOIUTHCS B HECKOJIBKO ITAIOB.

[Tpu mpoBeneHNH TPOLEAYPHl OLEHUBAHUS PE3yIHTATOB OOyUYSHHS MpPEAyCMaTpHUBACTCS
UCIIOJIb30BaHME TEXHUYECKUX CPEACTB, HEOOXOOUMBIX B CBS3M C HWHIUBUAYaJIbHBIMU
0COOEHHOCTSIMHU 00yYarOMIMUXCs. DTH CPEACTBA MOTYT OBITh IIPEIOCTABICHBI YHUBEPCUTETOM, WIIN
MOTYT HCIIOJIb30BaThCsl COOCTBEHHbBIE TEXHIUUECKHE CPEICTBA.

[IpoBeneHne TpoUEAYPbl OLEHUBAHHUSA  PE3YIBTATOB  OOYYEHHS JIOMyCKAaeTCs C
MCTIOJIb30BaHUEM JUCTAHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOIOTHH.

ObecnieunBaeTrcs 10cTyn K MHGOOPMALMOHHBIM M OuOIHOrpaduueckuM pecypcam B CETH
WuTepHer s Kaxkaoro oOydaromierocs B ¢GopMmax, aJalTHPOBAHHBIX K OrPaHUYEHUSM HX
3JI0POBBS U BOCTIPUSTHUS HHPOPMAIUH:

® JUIS CIENbIX U CIa00BUISAIINX:

- B [Ie4aTHOM (hopMe YBETUUCHHBIM IIPUPTOM;
- B (hopMe 3IEKTPOHHOTO TOKYMEHTA;

- B popme ayauodaiina.

e IS TIIYXHX U CIa0OCIbIIIAIINX:

- B IIeYaTHOU opMme;

- B (hopme 31eKTPOHHOTO TOKYMEHTA.

e Ui 00yYaroIuXcs ¢ HApYLUIEHUsIMHU OMOPHO-ABUraTeIbHOIO arnmapara:
- B Ie4aTHou opme;

- B (hOpMe 3JIEKTPOHHOTO JOKYMEHTA;

- B (hopme ayauodaiina.

VYyeOHble ayAUTOPUH Ul BCEX BUAOB KOHTAKTHOW M CaMOCTOSITEIbHON paboThI, HayyHast
O0uOIMOTEKa W MHBIE NOMEUICHUs NIl O0y4YeHHUs OCHAIIEHbI CIelHaIbHbIM 000pyAOBaHUEM U
y4eOHBIMH MECTaMU C TEXHUYECKMMHU CPEACTBAMU O0YUEHUS:

® IS CJICIIBIX U CIA0OBUISIIUX:

- YCTPOMCTBOM Ui CKaHUpOBaHUs U uTeHus ¢ kamepoir SARA CE;

- mucruieeM bpaitna PAC Mate 20;

- npuHTepoM bpaiinsgs EmBraille ViewPlus;

® I TUIYXUX U CIA00CTBIMIANTNX:

- aBTOMATU3MPOBAHHBIM pPAOOYMM MECTOM JUIs JIIOJEH C HapylleHHeM ciyXa |
cJ1a00CIIBIIIAIINX;

- AKyCTUYECKHI YCUIIUTENb U KOJIOHKH;

e Ui 00yYaroIuXcs ¢ HAPYLICHUSIMHU OMOPHO-ABUTaTeIbHOIO arnmapara:
- IEPEABIKHBIMH, PETYINPYEMBIMH dproHoMudeckumu napramu CU-1,
- KOMIIBIOTEPHON TEXHUKOMN CO CIIeUAIIbHBIM IPOrPaMMHBIM 00ECTIEYCHUEM.

9 Metoauueckue MaTepuasbl
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9.1 IlnaHbl NPAKTHYECKUX 3AHSITHIA.

Lenb npakTUyeCKUX 3aHATHI — O0YUYUTh MPAKTUYECKUM HaBbIKaM, KOTOPbIE MO3BOJIMIN
Obl cTylneHTaM CBOOOJHO M Ha BBICOKOM YPOBHE BIIAaJIeTh NMPOIPAaMMHBIMHM CPEICTBAMHU IS
peleHns 3aa4 JOKyMEHTAIIHOHHOTO M HH(OPMAIIMOHHOTO 00ECIICUeHUs YIIPABICHHS.

3amauell NMPaKTUUYECKUX 3aHATUH SIBISETCS OCBOEHUE CTYJIEHTaMHU HH(POPMALMOHHO-
TEXHOJIOTUYECKAX BO3MOXKHOCTEH aBTOMATH3allMM JIEJIOBBIX IIPOLIECCOB, OOpabOTKH U
MCIIOJIb30BaHUs TOKYMEHTAJIbHBIX JAHHBIX, BBIABICHUSA BO3MOXXHOCTEH NMPOTrPAMMHBIX CPEICTB
JUIsL pELIeHMs] KOHKPETHBIX IPAaKTUYECKMX 3azad B 00JacTH COBPEMEHHOIO 3JIEKTPOHHOIO
JIOKYMEHTOO000pOTa.

W3ydaeTcss KOHTEHT OQHIMAIBHBIX CAHTOB KOMIIAHWH, B MPOTPAMMHBIX IMPOTYKTAX
KOTOPBIX OyayT POBOAUTHCS Ja00paTOpHbIE (IPAaKTUUYECKUE) 3aHATHUS.

Bennop IIporpammHubIi Caiir

npoaykr COJL

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

oducHbIe

CHUCTEMBbI

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

Directum DirectumRX http://directum.ru

1C 1C http://v8.1c.ru/doc8/
JlokymeHT0000pOT

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

Jloruka 6usneca | Jloruka: CDJ] http://ecm.blogic20.ru/logikaecm/docflow-

solutions

[Ipencrout npoaHaaM3UpoOBaTh JaHHbBIE O pa3pabOTaHHBIX NPOTPAMMHBIX MPOAYKTaX U
IPEOCTABIAEMbIX KOMIAHUSAMH  yciyrax. Pe3ynpTaThl  UCClI€JOBaHMsI  3aHOCATCS B
CTPYKTYPHUPOBAaHHBIN, CO3aHHBIM CTyAeHTOM oTueT. OT KOJIMYeCTBa 4YacoB, MPENOJAaBATEIb
pa3zpabaTbiBaeT METOAMKY IIPOBEIEHUS 3aHATUH W J1aeT PEKOMEHJAIMH CTYyAEHTaM JUis
CaMOCTOSITENIbHON PaOOTHI.

Takum 00pa3zoM, 1enecooOpa3HO JETaJbHO IMOATOTOBUTH CTYAEHTOB JJsl TeCT-ApaiiBa
CHCTEM 3JIEKTPOHHOTO JIOKYMEHTO000pOTa.

B 3akmtoueHnM npakTU4YeCKUX 3aHATHH CTy/I€HTaMU IPOBOAUTCS CPaBHUTENbHbBIN aHAIIN3
U3YyYEHHBIX CHUCTEM YIPaBIEHHUsSI JOKYMEHTOOOOPOTOM IO MHOTMM KpHUTEPHSIM, Ha OCHOBE
MPaKTUYECKUX HAaBBIKOB, JAHHBIX C HWHTEpHET-CaWTOB paszpabotuukoB CIJI, uHTEpHET -
VCTOYHHUKOB M CTaTEH MO CIEAYIOINUM KPUTEPUIM:

- Ha3BaHHe cUcTeMbl (pa3paboTUuK);

- c(epa NpUMEHEHUs IPOTPaMMBlI;

- HCII0JIb30BaHUE OTEUECTBEHHBIX CTAHJAPTOB YIIPABICHUS JOKYMEHTAMU;

- YpOBEHb KOPIOPATUBHOCTH (MacimITad — KOJIMYECTBO aBTOMATU3MPOBAHHBIX PabOUYMX
MECT, BOBMOXKHOCTb pabOTHI C (pusimanaMu, CTeTeHb 0XBaTa (yHKIMH OpraHnu3aluy/, Ik TOJIbKO
onuH yudactok - JIOVY);

- (pyHKIIMM CUCTEMBI B LIEJIOM;

- CTPYKTypa cucTeMbl ((pyHKUIMOHAIbHbIE M OOecreuMBarolue MOAYIH (YacTu), UX
yHKIHH);

- mpumensiemoe 110, ero pazpaboruuk, CYB/[-nardopma, cucremuoe I10;

- OTKPBITOCTH (MYJIBTUILIAT(HOPMEHHOCTH U MyJbTH(opMaTHOCTS) [10;

- OpraHu3alyy, B KOTOPBIX pEalM30BaHa CHCTEMa, JUIsl PEIHIeHUs KaKuX Mpobiem
OpraHM3ali OHa CO3/1aHa, aBTOMAaTH3allus OM3HEC-TPOIIECCOB.
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[To kaxx0¥i U3 cUcTeM OTMEYarOTCsl 0COOEHHOCTH, POPMYIUPYIOTCS PEKOMEHAAINH TI0 UX
NPUMEHEHHUIO Il OPTaHU3AIMH Pa3InYHbIX (OPM IESTETLHOCTH.

Kaxnapiii crygeHT odopmiiseT MHOTOCTPAaHMYHBIM OTYET, 3aBENEHHBIA B Hayale
NPAaKTUYECKUX 3aHATHH, KOTOPBIA MILTIOCTPUPYET 3TAlbl pabOThI BO BCEX U3YyUAEMbIX CHCTEMAax
3JIEKTPOHHOTO JOKYMEHTOO00pOTa U yNpaBieHus HH(popMaluen U COAEPKUT BHIBOIBIL.

Ilnan npakTHYeCKUX 3aHATHI

3ansarue 1. Komnanus, ee npoayKThl U YCIyTH.

3anstue 2. Beenenue B cucremy. Madopmarus o padote B cpene CO/1

3ansrtue 3. UccnenoBanue aBTOMaTU3MPOBAHHOTO pabouero mecta. JInuHble nanku

3anstue 4. Undopmanus o paboTte ¢ mankamu, KapToukami, dainamu.

3anstue 5. Pabora ¢ peructpallMOHHBIMU KapTOYKaMU BXOJSIINX, UCXOAAIIUX U BHYTPEHHUX
JIOKYMEHTOB

3anstue 6. PaboTa ¢ mpoektamMu TOKyMeHTOB. CBsI3bIBAHUE TJOKYMEHTOB

3ansatue 7. PopMupoOBaHUE 3a/1a4 U 331aHui. BeimonHenue 3ananuii. Yuet pabodero BpeMeHH.
3ansTtue 8. CormacoBaHue JT0KYMEHTOB

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

3anstue 10. dopmupoBaHye OTYETOB U aHATN3 JAHHBIX MOYJIS.

9.2 MeTtoanyeckne peKOMeHAAlMU MO MOATr0TOBKe MMCbMEHHBIX padoT

Bun camocrositensHON paboTHI: TOATOTOBKA pedepara.

[ToarotoBka pedepara Mo3BONISIET 3aKPENUTh TEOPETUUYECKUE 3HAHUS 10 TUCLMILIMHE,
nproOpecTH HaBBIKH CaMOCTOSATEIBHOTO YIIIyOJIEHHOTO M3Y4YeHHS OJHOTO M3 Pa3JelioB Kypca.
ITpu moaroroBke pedepara CTyACHTHI HOIYYalOT HaBBIKU U YMEHHE padoTaTh ¢ UCTOUHUKAMU U
JUTEPaTypoOi, aHATU3UpOBaTh (AKTBl M JaHHBIC CHENHAIBHON JUTEpaTypbl, H3JaraTh
IPOYNUTAHHOE COBPEMEHHBIM NMPO(ECCHOHAIBHBIM S3bIKOM.

Pedepar nomxen ObITh 0OPOPMIICH B COOTBETCTBUH C TPEOOBAHHUSIMHU, IPEIBSABIIEMBIMU K
HOJTrOTOBKE U O(DOPMIICHUIO HAYYHBIX Pa0OT.

Pedepat Britouaer:

- TUTYJIbHBIN JIUCT;

- OTJIABJICHHE;

- BBEJICHUE;

- OCHOBHYIO 4acTb (TEMaTHUECKUE Pa3Aebl);

- 3aKJIIOYCHUE;

- CIIICOK UCTIOJIb30BaHHBIX HCTOYHUKOB U JIUTEPATYPHI.

O6mwem pedepara - 15-20 crpanur; Tekcra (mpu Habope depe3 1,5 uHTEpBana u pazMepe
mpugra 13-14). Pedepar nuiiercs Ha 0JHON CTOpPOHE CTaHAAPTHOTO JincTa Oymaru popmara A4
(210x197Mm).

Crpanunsl pedepara HyMepyroTcs apaOCKuMu LH(paMu Ha BEpXHEM IoJie JucTa, 0e3
KaBbIUeK, 1e(HCOB U IPYyTUX 3HAKOB pEeNUHAHUSA. TUTYJIbHBIN JIUCT U OTJIaBIEHUE HE HYMEPYIOT,
HO BKJIIOYAIOT B 00IIHI 00BeM pedepara.

HayuHo-cripaBouHbIi anmapaT pedepaTa BKIIOYAET CIIUCOK UCTOYHUKOB U JIUTEPATypPhl U
MOJICTPOYHBIE CHOCKH. [10/ICTpOUHBIE CHOCKM HCIIONIB3YIOTCS BO BCEX CIIydasX MUTHPOBAHHS B
TeKCTe pedepaTa NpaBOBBIX aKTOB, TOKYMEHTOB, MPOU3BEICHUN aBTOPOB MOHOTpaduii, cTaTei,
y4eOHHUKOB, YYEOHBIX TOCOOWH, a TakKe MNpHU IMTUPOBAHWH CTAHJAPTHBIX OIPEIEICHHUH
TEPMUHOB ¥ OHATH. Bece mpuBonumbIe B pedepare hakThl, tudpsl, JaThl, KOHKPETHbIE JaHHbIE
TaKXe JJOJDKHBI OBITH TIOATBEPKACHBI MOJICTPOYHBIMU CHOCKAMH.

CHOCKM HyMepYIOT B Mpejieax OJHON CTpaHHUIbl apaOCKUMK LU(ppaMU, TEKCT CHOCKU
pasMenaroT Mo/ MOCIEHEN CTPOKOUN TeKCTa
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9.3 MeToanuyeckue yKa3aHus sl 00y4AIOMIUXCSI M0 OCBOEHUIO TUCHMILIAHBI

OO6mas Tpy10€MKOCTh AMCIUIUIMHBI COCTaBsieT 6 3.e., 228 4., B TOM YHCJIE KOHTAKTHAas
pabora oOyvaronuxcst ¢ mpenoaasareneM 80 4.,
camocTosiTenbHas padora oOyuatomumxcst 128 4. , B T.4. KypcoBas pabota 4.

OO6mas Tpy1o€MKOCTh JAUCIUIUIMHBI COCTaBsieT 6 3.e., 228 4., B TOM YHCJIE KOHTAKTHas

pabota oOydJarImUXCs ¢ mpenoaaBareiaeM 32 9., MNPOMEKYTOUYHAS aTTECTALUS

npomMexyTouHas arrecrauus 20 4.,

11 4.,

camocTosiTesbHas pabota oOyuatomuxcst 185 4., B T.4. KypcoBas pabota 4.
Tpynoem
KOCTb
CaMoCTO
Bux pa6ortsl Conep:xanue ﬂTeQLHO Pexomenganuu
(mepevyeHb BOIIPOCOB) 71
padoThI
(B
yacax)
Paznen 1. BBenenue. PazButne nnopManmoHHOro oomecrna.
[MonroroBka | OO1ee moHsATHE UHPOPMALIUH. N3yunts MaTrepHuabl
K JIEKLIUU JlokyMeHTHupOoBaHHast HHpOpMaLUs HCTOYHUKOB:
KaK pecypc yIpaBJICHUS. Jlapun M.B. Undopmanmonnoe
3aKOHOAATEIBCTBO, PETYINPYIOLIEE o0ecrieueHue yIPaBIEHUS:
BOIIPOCHI yIpaBlIeHUsI HHPOpMaIueu VYue6. mocobue. M.: PITYVY,
1 JOKYMEHTalMeu 2018. 279 c.
Hroro
Pa3znea 2. Poab nadopmannu B ynpaBjieHuu

IlonroroBka | basoBble  moHsATHA  MHGOpPMALMU: N3y4uts MaTepuaibl

K JIEKIIUU JIAaHHBIE, CBEJICHUS, 3HaHUS. HUCTOYHHKOB:
NudopmannoHHbIit polriecc. Jlapua M.B. Undopmanmonnoe
Nndpopmanuonnass cucrema. Pounb obecrnieueHue YIIPaBJICHUS:
uH(bopMauu B YIPaBJICHUH. Yue06. mocobue. M.: PITY,
Cucrematuzanuss uHpOpMauuu B 2018. 279 c.
aIMHUHUCTPATUBHOM yIIpaBJICHUH. Jlapun, M.B., Prickos, O.1.
CaoiicTBa uH(pOopMaLUH. ONEeKTPOHHbIE TOKYMEHTHI B
OTnuuuTenbHbIe CBOMCTBA yrpasieHuu. Haydyno-meron.
JIOKYMEHTHPOBaHHON MH(OpMaIy. nocoOue, 2-u3aHue,

nononHennoe. BHUMJIA /. M.,
2008. - 208 c.;
KoucnekTsl neknuit
Htoro 14/23
Pa3nea 3. UngopmannonHas HHPPACTPYKTYpa OpraHu3anuu

[TogroroBka | Buasl OpraHu3anMoOHHBIX CTPYKTYp N3yunts MaTepUalIbl

K ynpaBieHUs. BHyTpeHHA U BHEUIHAA HUCTOYHHKOB:

IIPAKTHYECKO | cpena OpraHu3aIyHy.

My 3ansaTuio | MHbopmaronHas cpena Jlapua M.B. MudopmarmonHoe
OpraHu3aIUu. Nudopmarnmonnas obecrieueHne YIIPaBIICHUS:
UHPPACTPYKTYpa, €€ KOMIOHEHTHI. VYue6. mocobue. M.: PITY,

2018. 279 c.
KoHcnekTsl nexkuui

Htoro 20/26

Pasnest 4. JneKTPOHHBIE JOKYMEHTHI

ITogroroska | IloHsATHE 3IEKTPOHHOIO JIOKYMEHTA. N3yuuts MaTepHasl

K JIEKITUU Hocurenn uH(pOpMaLUH. HMCTOYHHKOB:

SJICKTpOHHaﬂ NOAINCE.
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Jlapua M.B. MudopmarmonHoe
obecrieueHne yIIpaBJICHUS:
Vueb. mnocobme. M.: PITYVY,
2018. 279 c.

WWW.Cnews.ru/

KoucnekTr! neknuit

HUroro

14/22

Pa3znea S. IBosmonus uHGOPpMANMOHHOI0 o0ecnevyeHnsi ypaBJeHUs

[ToaroroBka | Pa3ButHe cUCTEM IETONPOU3BOICTBA
K JICKLIUU B Poccun kak 6a3zuca
UH(POPMALIMOHHOTO 00ecreueHHs
yIOpaBieHUs B COLUATBHO-
HPKOHOMUYECKUX CUCTEMAX.
Opranuzanus ynpasiaeHHs
JIOKyMEHTaMU B Ha4aJie€ COBETCKOIO
MeproJia POCCUHUCKON UCTOPUH.
Coznanne BHUMJIA/L. [ToaroroBka
EI'CAu ETCHOY, YCII.

Hauano aBromarnsanuu

N3yuuts MaTepUalIbl
HNCTOYHUKOB:

Jlapua M.B. MudopmarmonHoe
o0ecrieueHue YIPABJICHUSA:

Vueb. mnocobume. M.: PITY,
2018. 279 c.
www.rusarchives.ru —
ApxuBHoe areHTcTBO PD
www.vniidad.ru/ - BHUN AL
(Bcepoccuiickuii HayqHO-
HCCIIE0BATEIbCKU HHCTUTYT
JIOKYMEHTOBEJICHUS U
apXUBHOTO JIeNa)

KoncnekTsl nexkuuit

HUroro

16/28

Paznen 6. ABTomMaTu3anus ynpapJjeHHus JOKYMEHTHPOBAHHOM nHGopManmei.

[TogroroBka | CoBpemennsiii  peiHOK — ACJIOVY.
K Ananus TEHICHIIUH pa3BUTHS
npaktuuecko | ACI0V.

My 3aHATHIO | Pa3paboTunku ACHOY.
Knaccudpukanus ACIOY.

N3yunts MaTepUalIbl
HUCTOYHHKOB:
https://www.eos.ru/
http://www.docsvision.com/
http://www.paydox.ru/
http://directum.ru
http://v8.1c.ru/doc8/
https://www.tezis-
doc.ru/features
http://ecm.blogic20.ru/logikaec
m/docflow-solutions
Koncnekts! geknuii
WWW.cnews.ru/

Hroro

18/26

Pasnen 7. Knaccupukaropbl TEXHHKO-I)KOHOMHYECKON M COLMATIBHOI MHPOPMALNMHU U
CTaHAAPThl B MH(OPMALMOHHOM o0ecreYeHUH YIpaBJIeHUs!

[ToaroroBka | Llenu u 3agaun yHUpUKAITIT

K JIEKIIAHN noKyMeHTOB. Hampasienus,
MPUHIIUIIBEI K METOJIbI YHU(DUKALIUN
YC. KnaccuduxaTopsl TEXHUKO-
3KOHOMUYECKOM U COLIMAIbHOM
uH(pOpMaLUH.

N3yunth MaTepuabl
HMCTOYHHUKOB:
www.rusarchives.ru —
ApxuBHoe areHTcTBO PD
www.vniidad.ru/ - BHUNJIA /]
(Bcepoccwuiickuit HaydHO-
MCCIIEI0BATEIbCKUI UHCTUTYT
JIOKyMEHTOBEICHHS 1
apXUBHOTO JIeNa)

KoucnekTrl neknuit

Hroro

18/20

Paznen 8. DiekTpoHHOE NPABUTENHCTBO



http://cnews.ru/
http://www.rusarchives.ru/
http://www.vniidad.ru/news1/example.php
http://cnews.ru/
http://www.rusarchives.ru/
http://www.vniidad.ru/news1/example.php
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[MoaroroBka | Konuemnmus 3IIEKTPOHHOTO N3yuute MaTepUaJIbl
K JIEKIIMH IIPpaBUTCIILCTBA B COBpPEMCHHOM UCTOYHUKOB:
olmiecTse. CocraBuble  YacTH www.rusarchives.ru —
AJIEKTPOHHOTO MPaBHUTENILCTBA! ApXUBHOE areHTcTB0 PO
OpraHu3arys rOCYJJapCTBEHHOTO www.vniidad.ru/ - BHUMJIAJ]
VIpaBJICHUsI Ha OCHOBE 3JCKTPOHHBIX N
cpencts  o0pa0boTKu,  Tepenadyd U (Beepocciicxnil Hflquo_
pacIpocTpaHeHus uHpOpMaIUH; HCCIIENOBATEIbCKUN HHCTUTYT
MHQOPMAIIMOHHBIE ~ TEXHOIOTMH B AOKYMCHTOBCICHUSA U
rOCYJapCTBCHHOM YIPABJICHUH, CETEBbIC apXUBHOTO JIeI1a)
TEXHOJIOTUH; WHQOPMaTMOHHOE Koncnekrsl nekuui
B3aUMO/ICUCTBUE OpraHoB
TrOCYJapCTBCHHOW BIIACTH W OOIIECTBA C
UCIIOJIb30BaHUEM UH()OPMALIMOHHO-
TEJIEKOMMYHHKAIIMOHHBIX  TEXHOJOTHIA;
AJICKTPOHHBIHN ousHec,
ABTOMATH3MPOBAHHBIC T'OCYAapPCTBCHHBIC
CITyXOBI.
Htoro 12/16
Pa3znen 9. UndopmanmnoHHbIii MeHEIKMEHT
[ToaroroBka | ObmeTeopeTuuecKue ACIIEKTHI N3yuute MaTepHaJIbl
K MTOHATHI «MEHEIIKMEHTY, HWCTOYHUKOB:
MPAKTUYECKO | «JIOKYMEHTAllMOHHOE  OOeclieyeHue Jlapua M.B. HNudopmanmonHoe
MY 3aHATHIO | YIIPABJICHUSD, «uH()OPMAITMOHHBIN obecrieueHue YIIPaBIICHUS:
MEHEKMEHT», <«JIOKYMEHTALIMOHHBIN Vueb6. mocobue. M.: PITY,
MEHEDKMEHT»,  «HUH(OpPMAIIMOHHO- 2018. 279 c.
OKyMEHTAMOHHBIA ~ MEHEIDKMEHT, KOHCIIEKTbI KL
«yTIpaBJIEHUE IOKYMEHTALIUEN.
Hroro 16/24
Bcero: 128/18

5



http://www.rusarchives.ru/
http://www.vniidad.ru/news1/example.php
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Hpunoxenne 1

AnHomayus oucyunaunvl (Mooyns)

Huctumumza «HpopmanimonHoe o0ecrieyeHne YMpaBlICHHUs» BXOIUT B COCTaB YacTH,
bopMHpyeMoil yyaCTHUKaMU 00pa3oBaTeNbHbIX OTHOUIEHWH  JUCLUIUIMH Y4eOHOro IUIaHa
NOJArOTOBKU CTYAEHTOB MO HampaBieHuto noarotoBku 46.03.02 «JlokymeHTOBeneHUE U
apxuBosezieHue» [Ipopuns «MHGOpMamOHHO-I0KyMEHTAIHOHHOE 00eCTIeYeHNE YITPABICHUSD.
JucuummHa peanusyercs Ha (pakynbTeTe apXWUBOBEICHHS U JOKYMEHTOBEICHHs Kadempoit
aBTOMAaTU3UPOBAHHBIX CUCTEM JJOKYMEHTALIMOHHOI0 00ecrieueH sl yIpaBIeHHU .

CopnepxaHue JUCHUILUIMHBI OXBATHIBAET KPYI BOIPOCOB, CBA3AHHBIX C IPUMEHEHUEM
MH(POPMALIMOHHBIX CUCTEM U TEXHOJIOI'MH B MH(MOPMAIIMOHHOM 00ECIIEYEHUHN YIIPABICHHUSL.

Lenv oucyuniunvl - U3y4€HHE TEOPETHUECKHX IpoOJIeM U TNPHUKIAJHBIX ACHEKTOB
MH(POPMALIMOHHOT0 00eCIeYeHNs yIPaBICHNUs, KaK YaCTU MEHEIPKMEHTa, aKTUBHO IPUMEHAEMON
B COBPEMEHHOM MPAKTHUKE KaK B TOCYJApCTBEHHOM YIPABJICHUH, TaK U B YaCTHOM OU3HECE.

3aoauu:
- U3y4eHHe OCHOBHBIX MOHSTH, HCIIOJIb3YEMBIX B Mpolecce HH(POPMAIMOHHOTO 00eCTIeYeHHUs
yIIpaBJICHUS;
- W3y4YeHHe HCTOPUU WH(POPMAIMOHHOTO OOECIeYeHUs] YIpaBJiICHUs B HAIIed CTpaHe U 3a
pyOexoM;

- U3y4eHUE HOPMATHBHO-TIPABOBBIX OCHOB HH()OPMAIIMOHHOTO 00ECIeUeHUs YIIPaBICHHUS;
- U3y4YeHHE TEXHMUYECKOr0 M HPUKIAJHOTO MPOrpaMMHOI0 obecredeHHus HH(MOPMALUOHHOTO
oOecrnieueHus ynpaBIeHUs.

AKTyallbHOCTb, HOBU3HAa M OPUTMHAJIBHOCTh Kypca 00ecleuMBaeTCsl ero MOCTOSHHOMN
MOJIEpHU3alMel B COOTBETCTBUU C Pa3BUTHEM M3YyYaEMbIX IPOrPaMMHO-TEXHOJOTHYECKUX
pELIEHUH, UCIOIb3yEMbIX B YIIPABJIECHUU OPraHU3ALUEH.

JlucuuruiiHa HarpaBieHa Ha GOPMHUPOBAHUE CICIYIOINX KOMITETECHIIHNA:

[1K-4.1. IlpuMeHATh 3HAHHE COBPEMEHHBIX MH(OPMAIMOHHBIX CHUCTEM, CHUCTEM
AJIEKTPOHHOI'O JOKYMEHTOOOOpOTa, NMPaBOBBIX AKTOB B cdepe ymnpaBieHus HHPopMmanueil u
JOKyMEHTaluen B IpakTudeckod gesrtenbHocTH; [IK-4.2  IIpuMeHATs METOIO0JIOTHIO
OpPraHU3al[MOHHOTO IPOEKTUPOBAHHUS NPU AaHAIN3E CUCTEMBbI TOKYMEHTAIIMOHHOTO 00ecreueHus
ynpasinenus B opranusanuy; 11K-4.3. YyacTBoBaTh B NPOEKTUPOBAHMU M BHEIPEHUH CUCTEM
AJIEKTPOHHOI'O JJOKYMEHTO000pOTa B OPraHU3alHH .

B pesynbrare nzydeHus AMCUMILINHBI CTYIEHT JIOJKEH 3HATh:

COBpEMEHHbIE HMH(POPMAIIMOHHBIE CHCTEMBI, CHCTEMbI JJIEKTPOHHOTO JOKYMEHTOOOOpOTa,
IIPaBOBOE PEryJIMpoBaHuE cPephl yIpaBieHuss HHopMaluen 1 TOKyMeHTalue;
METOJIOJIOTUYECKUE  OCHOBBI ~ IOCTPOEHMSI  YIpPABJIEHYECKUX  CHUCTEM UM CHCTEM
JIOKYMEHTALMOHHOTO 00eCTieyeH!s yIpaBlIeHus;

IpaBWJa W METOJOJOTMYECKHE TMOAXOABl K IPOEKTHPOBAHMIO CHCTEM DIJIEKTPOHHOIO
JIOKYMEHTOO000pOTa.

B pesynbrare n3yueHus: AUCUUIIIMHBI CTYJEHT JOJKEH YMETh:

NPUMEHSTh 3HaHME HOPMATHUBHO-TNIPAaBOBOM 0a3bl B cdepe ympasieHUs uHPopManued u
JIOKyMEHTAIMEN B MPAKTHYECKON NEATEIbHOCTH;

NPUMEHSTh pPAa3IMYHblE METOJNOJIOTMYECKHE TOAXOAbl IpPH MNPOEKTUPOBAHUU  CHCTEM
JIOKYMEHTAIlMOHHOTO 00eCTieyeHHs yIpaBIeHus;

BHE/IPSATH CUCTEMBI SJIEKTPOHHOTO JOKYMEHTOO0O0pOTA.

B pesynbrare u3ydeHus AUCHUILUIMHBI CTYACHT JI0JIKEeH 00J1a1aTh HaBbIKAMHU:

HaBbIKAMU BbIOOpa HEOOXOAMMBIX TEXHOJOIMUECKHI peIIeHud B Ipolecce YHpaBiIeHUs
uH(popMaLren 1 T0KyMeHTaluewn;
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HaBBIKAMU aHAJIM3a W OPTaHHM3AIMOHHOTO TPOCKTHPOBAHUS CUCTEM JOKYMEHTAIMOHHOTO
obecrieueHust yrpaBIeHUs;

HaBBIKAMU  BBIABIICHHS ~ HaumOoyiee ONTHMAJIbHBIX  [OKa3aTeled, HEOOXOMUMBIX  JUIs
MPOCKTHUPOBAHUS M HACTPOUKH CUCTEM DIICKTPOHHOTO JIOKYMEHTO00O0pOTA.

Paboueli mporpaMmmoi pexycMOTPEHBI CISIYFOIINE BUIBI KOHTPOJIS: TEKYIIIHIA KOHTPOJIb
ycreBaeMocTH B (popme pedepara, MpOMEXKyTOUHBIH KOHTPOJIb B OopMe 3ayeTa.

Paboueii mporpaMMoi perycCMOTPEHBI CIIEYIONUE BUABI KOHTPOJIS: TEKYIIUH KOHTPOJIb
yCIIeBaeMOCTH B JOpME OIpoca, KOHTPOJIbHOM paboTh U pedepaTa, MPOMEKYTOYHASI ATTECTAIINS
B (popme 3K3ameHa.

OO11ast TpyJ0€MKOCTh OCBOCHUS TUCLIUILTMHBI COCTABIISICT 5 3a4ETHBIX SIUHHII.
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