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1. MosicuuTeNLHAA 3aNIHCKA
1.1. Heanb u 320294 AUCHUILIHHBI

Lenv oucyuniunvl: nOO20MOBUNMb BbINYCKHUKA, 00JIaIAI0MIET0 HEOOXOIUMBIM U JJOCTATOYHBIM
YPOBHEM TEOPETUUYCCKUX 3HAHWW W HABBHIKOB WX TMPUMEHEHHS B PEIICHUU MPAKTUYCCKUX 3a7ad
MH()OPMAMOHHO-I0KYMEHTAIMOHHOTO 00CCIICUEHUS IeITeIbHOCTH OpraHU3alliH.

3aoauu oucyuniunol:

- U3yYCHUE TCOPHH M NMPAKTUKH YIpaBJIeHUs HHPOpMAIUEH U JOKYMCHTAIIMEH B COBPEMEHHBIX
YCIIOBUSIX;

- BBIpa0OTKa y CTYJICHTOB HaBBIKOB CAMOCTOSITEIILHOM pab0oThl ¢ HH(GOPMAITMOHHBIMHU pecypcamMu
OpraHH3aIHH.

1.2. IlepeyeHb NJIAHUPYEMBIX Pe3yJILTATOB 00y4YeHHUsI 0 TUCHHUIIJIMHE, COOTHECEHHBIX ¢

HHIMKATOPAMH JI0CTHKEHHUs KOMIIeTeHIU i

KomMnerennuu

HNuagukaropbl
KOMIIeTeHINH

Pe3yabTarsl 00yueHus

YK-2 CnocobeH ympaBisiTh
IPOEKTOM Ha BCEX ITamax
€ro )KM3HEHHOTO ITUKJIA

VK-2.1 obecnieunBaer
yIpaBJICHUE ITPOCKTOM B
OpraHH3aIfK Ha BCEX
JTanax ero >KU3HEHHOI'0
LUKJIa

3HaTh: METO/IbI IPOEKTHOU
JeSTEIbHOCTH B HH(OPMALIIOHHOM
MEHEI)KMEHTE

VYMeTh: aHaM3UpOBaTh COLIUAJIEHO
3HAYUMBIE IPOEKTHI U MPOLIECCHI C
MCII0JIb30BAaHUEM METOZ0JIOTUN
MH(OPMALIMOHHOI'O MEHEIKMEHTa
Brnaners: HaBbIKaMU yIIpaBJICHHUS
JIOKyMEHTalMel OpraHn3aluy Ha
OCHOBE METOJ0JIOTUN
MH(OPMALIMOHHOTO MEHEIKMEHTa

OIlK-1
IIPHUMCHATH
(dyHIaMeHTalIbHbIE 3HAHUS,
IMOJIYYCHHBIC IIPU OCBOCHUU
MPOrpaMMbl MarucTpaTyphl,
npu pa3zpaboTke u
OCYILECTBICHUU
COMAJIBHO-3HAYNMBIX
MIPOEKTOB

Crocobexn

OIIK-1.1 ananu3upyer
COLIMAJIbHO 3HAYMMBIE
IIPOEKTHI U MTPOLIECCHI

3HaTh: METOA0JIOTHIO
MH(POPMAIIMOHHOTO MEHEIKMEHTA
YMeTb: aHaNM3UPOBATH COLUATIBHO
3HAYUMBbIE TTPOEKTHI U MPOIIECCHI C
KCTIOJIb30BAHUEM METOI0JI0THH
MH(POPMAITMOHHOTO MEHEIKMEHTA
BnageTs: HaBbIKaMH yIpaBieHUS
JIOKyYMEHTallMel OpraHn3aluy Ha
OCHOBE METOJI0JIOTUH
WH()OPMAITMOHHOTO MEHEKMEHTA

OIIK-2 Cniocoben
CaMOCTOSITENIbHO paboTaTh
C UCTOYHHKAMHU
nH(pOpMaLUU, HETIPEPHIBHO

OIIK-2.2 cnocoben
OCYILIECTBIISTh
yIipaBlieHHE
MH(}OPMaLIMOHHBIMU

3HaTh: cOCTaB MHPOPMAIIMOHHBIX
pPECYpCOB OpraHU3alllu;

YMeThb: aHaNM3UPOBATH CTPYKTYPY
WH(OPMAITMOHHBIX PECYPCOB

COBEpPILIEHCTBOBATh pecypcaMu OpraHu3alid | OpraHU3aluu
YPOBEHB BrnaneTs: MeTomamu ynpaBieHUs
npogeccuoHaTbHON MH(POPMALIMOHHBIMU PeCypcaMu
IOJITOTOBKH OpraHu3aIH

OIIK-4 Cnocoben OIIK-4.1 coBepuieHCTBYeT | 3HaTh: MH()OPMAIIMOHHBIE TEXHOJIOTUU
WCTIOJTH30BATh TEXHOJIOTHH yIIpaBJICHUS,

crielManbHbIe JOKYMEHTAI[HOHHOT'O YMeTb: BEIOUpaTh HH(POPMAIIIOHHYIO

npodeCcCuoHATbHBIC 3HAHUS
B o0nacTu

oOecrnieueHus yrnpaBaeHUs
U apXMBHOTO Jiesia Ha Oase

CHUCTEMY JUJI YIIPABJICHUS
MH(OPMALIMOHHBIMU PECypcaMu




MH(POPMALIMOHHBIX
TEXHOJIOTUH, IPUMEHSIEMBIX
B IpoeCcCHOHATBHOMN

HCIIOJIb30BaHHUA CPCACTB
aBTOMaTu3alnuu

Bnanets: MeTogamu yripaBiieHuUs
MH(OPMaLIMOHHBIMU pecypcamMu B
YIIPaBJICHUHU

AeSATEIBHOCTH
[1K-3 Cnioco6en ynpasnsats | I1K-3.1 paspabatsiBaet 3HaTh: COCTaB JOKYMEHTAJIBHOTO (OHIA
JTOKYMEHTaLeH HOJIMTHKY OPTaHU3alUU B | OpraHu3aIuu

OpraHu3anuu 00JIacTH ympaBJIeHUs YMeTb: yIpaBisaTh JOKYMEHTAIbHBIM

JTOKYMEHTaMH U
OCYUIECTBIISITH KOHTPOJIb
3a JIeITeIbHOCTHIO
COTPYAHHUKOB
OpraHu3anuy B 00J1acTH
paboThI ¢ JOKYMEHTaMH B
YIPaBJICHUU U apXHBE

(boHIOM C IPUMEHEHHEM
MH(POPMALMOHHBIX TEXHOJIOTUN
Brnaners: HaBbIKaMu pa3pabOTKH
JIOKYMEHTOB CTPAaTErMYECKOTO
IUTAaHUPOBAHUS B cepe
MH(POPMALIMOHHOTO MEHEKMEHTA

1.3. MecTO AUCHUIJIMHBI B CTPYKTYpe 00pa30BaTeIbHON MPOrpaMMbl

Huctmmummza «MHbOpMaMOHHBII MEHEPKMEHT» BXOJHUT B COCTAaB JUCIMILIMH 0a30BOW 4YacTu
IIporpaMMbl MaructpaTtypbl «Teopuss UM HpakThKa pabOThl C 3JIEKTPOHHBIMH JOKYMEHTaMH B
YOpaBICHUHM W apxuBax» Mo HampapieHuto mnoArotoBku 46.04.02. JlokymeHTOBeneHUE U
apXUBOBE/ICHHUE.

Jl1st ocBOEHUS TUCHUILTUHBI (MOAYJIs1) HEOOXOAUMBI KOMIIETEHIIUH, CPOPMUPOBAHHBIE B XOJI€
U3Y4EHHUs CIEAYIOUMX JUCIMILINH U IPOXOKIACHUS NPAKTUK:

- Merononorust uccienoBaTeNIbCKON AESITEIbHOCTY U aKaJeMHUecKas KylIbTypa

- Uctopuorpadust 1 METOA0I0TUS JOKYMEHTOBEICHHS;

- OcHOBBI U (POBOI SKOHOMUKH;

- DJIEKTPOHHBIE TIOKYMEHTHI B YIIPABJIICHUN U apXUBax

B pesynbrare ocBO€HMSI NUCHUIUIMHBI (MOIYJsl) (GOPMUPYIOTCS KOMIIETEHLUH, HEOOXOIUMbIE
JUIS U3YYEHMSI CIEAYIOUIUX JUCLUILINH U MPOXO0KACHUS MPAKTHK:

- MeTtonionorust 371€KTpOHHOTO JOKYMEHTO000pOTa;

- YpaBieHue JOKYMEHTaMHU B OPraHU3aLUAX.

2. CTpyKTYypa TUCHHILTHHBI
OO0mmas TpyI0€MKOCTh TUCIUIUTHHEI cocTaBiusier 3 3.e., 108  akamemuveckux 4aca (OB).

CTpyKTypa AMCUMILIMHBI 1JIs1 04HOH GopMBbI 00yUeHust

Ob0vem naucuumiIuHBl B (popMe KOHTAKTHOM paboThl OOYy4arOMMXCS C MeJarorn4eckKuMu
paboTHUKaMu M (WJIK) JUIAMM, TPUBJIEKaEMBIMH K peaju3aluu o0pa3oBaTEbHOM MporpamMmbl Ha
UHBIX YCIIOBHSX, IPH TPOBEACHUHU YUEOHBIX 3aHATHI:

Cemectp | Tun yuaeOHBIX 3aHATHIA KomuuectBo
9acoB
Jlexnun 24
CemuHapsl/1abopaTopHbIe PabOTHI 36
Bcero: 60

O0beM AUCIUILTUHBL B (hOpME CaMOCTOSTENLHON pabOThl 00YJarOMIMXCs cocTaBnsieT 48
aKaJieMUIeCKnX Jaca(oB).

CTpyKTypa TUCHUIIMHBI 1JIsl 04HO-3204HOIi opMBbI 00yUeHU



O6bemM guctuIIMHBI B (GOpME KOHTAKTHOW pPAabOThI OOyYaromuxcsi ¢ TeAaroruuecKuMu
paOoTHHKaMu M (WIM) JMIAMH, TIPUBJIEKAEMbIMH K peaiu3alii 00pa3oBaTeIbHON MpOrpaMMbl Ha
MHBIX YCJIOBHSX, IIPH MIPOBEICHUH YICOHBIX 3aHATH:

Cemectp | Tum yueOHBIX 3aHATHI KonnuectBo
4acoB
Jlexumn 16
CeMuHapbl/1ab0paTopHble paboThI 16
Bcero: 32

O0beM AUCHHILTUHBL B (POpME CAMOCTOSTEIEHON pa0OThl O0YJAIOIIMXCS COCTABIsAET 76
aKaJIeMUYECKHX Jaca(oB).

3. CoeprxaHue U CUUILIMHBI
Tema 1. UHDOpMaIMOHHBIN MEHEPKMEHT: TIOHSATHE U UCTOPHSI BOSHUKHOBCHHUS

WNudopmannoHHbII MEHEDKMEHT Kak chepa HaydHO-TIPAKTHIECKON AEATENbHOCTH U €r0 POJIb
B 3(dexkTuBHOCTH  neATENBHOCTH  opraHu3auuu. OOLIeTeopeTHYecKUe  acleKThbl  MOHATUH
«MEHE/DKMEHT»,  «MHQOPMALlMOHHBIA  MEHEIKMEHT»,  <«JOKYMEHTAllMOHHBIH  MEHEIKMEHTY,
«yIIpaBJICHUE JOKYMEHTaLEeNn», «OKyMEHTaLlHOHHOE o0ecrieueHue YIIPaBICHUS .
WupopManvoHHBII MEHEKMEHT KaK MEXIUCUUIUIMHAPHAS METOA0JIOTUsl yrpasieHus. CBs3b
MH(POPMALIMOHHOTO MEHE/IKMEHTA U YIIPaBJICHUS T0KyMEHTaMU B OpraHU3aI1H.

[Ipennoceliku  BO3HUKHOBEHHUS WH(GOPMAIMOHHOTO MEHEDKMEHTAa. BO3HHKHOBEHHE U
pa3BuTHEe MH(GOPMALMOHHOIO  OOILECTBa, POCT 00beMOB HH(pOpMALUKU B  YIPaBICHUH.
Pacnipoctpanenre HMHPOPMALIMOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJOTUN. OJEKTPOHHBIM JOKYMEHT.
HuTepner.

OcHOBHbIE TMOAXOABI K OIpPENETICHUIO TOHATUS <«MH(POPMaUUOHHBIH MeHemxMeHT» (JI.
Xaitupux, I'. Bomsgpam, T'. Bepsur, . Xentne u A. Xaiineke, M. Artunmkep, J. ®orens, M Xeprera
U 1p.).

PazButue nadopmanronHoro MmeHepkMeHTa B Pocennu.

Tema 2. Ilpenmer, uenu, 3a7a4d, OCHOBHbIE (DYHKIIMH WH(QOPMAIIMOHHOTO MEHEXKMEHTa B
OpraHu3aIu

[Ipenmer nH(pOpPMaLIMOHHOTO MEHEKMEHTA: UHTErpalus nHGOpMaluy, TEXHUYECKUX CPEICTB
U MH(OPMAIIMOHHO-KOMMYHUKALIMOHHBIX TeXHONOTui. MH(popMalMOHHBI MEHEDKMEHT KaK 4acTh
CUCTEMBbl yIpaBlieHusi opraHuzauuen. CrpaTernyeckuid U ONEpaTUBHBIM  HMH(DOPMALIMOHHBIN
MEHEIKMEHT.

Nudopmanvonnas  uH@pacTpykTypa  opraHuzauuud  (MHQOpPMAlMOHHBIE  CHUCTEMBI,
MH(POPMAIIMOHHBIE PECYpPChl, TEXHUYECKHE CPEJCTBA YIpPaBJICHUs) — OCHOBa ()YHKIIMOHHUPOBAHUS
MH(OPMALIMOHHOTO MEHEI)KMEHTA.

Co3znanue 3¢ (eKTUBHON CUCTEMbI HHPOPMALMOHHOTO 00ECTIE€YEeHHUs TPOLIECCOB YIPABICHUS —
1e1b UH(POPMAIIMOHHOTO MEHEPKMEHTA.

3anaun MHPOPMAITMOHHOTO MEHEKMEHTA.

OYHKIMY UHPOPMAIIMOHHOTO MEHEKMEHTA I0 TUIAHUPOBAHUIO, OPraHU3allui, MOTHBAIUH U
KOHTPOJIIO  yIpaBieHus HUHPoOpManuedl W JOKyMEHTalued B OpraHuM3aluu. YTpaBieHUE
KOMMYHHKAIUSIMU YYaCTHUKOB MH(OPMaLIOHHOTO B3aMMOJICHCTBHUSL. VYnpasienue
MHOOPMALIMOHHBIMM ~ pecypcaMy  OpraHu3aluu.  YIpaBleHHe  o0paboTkoil — uH(pOpmanuu
(MHpOPMAIIMOHHBIMH CHCTEMAaMH).



Tema 3. Tumnosorust opraHU3alMOHHBIX CTPYKTYP HHPOPMAIIMOHHOTO MEHEHKMEHTA

CtpykTypa HHGOPMAIIMOHHOTO MEHEPKMEHTA U €€ BIMSHHE Ha OPraHU3alMOHHYIO CTPYKTYpPY
CHCTEMBI yIIPaBICHHS.

JIugupyromas poib PyKOBOJACTBA B oOecnedyeHHH (yHKIMOHHPOBAHUS HH()OPMAIMOHHOTO
MEHE)KMEHTa B OpraHU3al1H.

TumnoBoit coctaB moApa3AeieHUil OpraHuM3anyy, OOECICUYNBAIOIINX (HYHKIMOHUPOBAHUE
MH(POPMALIMOHHOTO MEHEKMEHTA.

OCHOBHBIE ~ THUIBl  OPraHU3ALMOHHBIX  CTPYKTYpP,  HCIIOJB3YIOIIMX  METOOJIOTHIO
MH(GOPMALIMOHHOTO MEHEKMEHTA B YIPABJICHUU.

@OyHKIMOHATBHO-OPHEHTHPOBAHHAS OPraHNU3aI[IOHHAs CTPYKTYpa.

OpraHu3anroHHas CTPYKTYpa, OpPUEHTHPOBAHHAS HA IPOIYKT.

PrIHOYHO-OpHEHTHPOBAaHHAS OPTaHU3ALMOHHAS CTPYKTYpA.

Tema 4. MuTerpanus MHPOPMAIIMOHHBIX U TOKYMEHTAIIMOHHBIX (B T.4. apXUBHBIX) PECypCOB
OpraHu3aIuu

[TonsaTne nHHOPMAIIMOHHOTO pecypca OpraHnu3aIug.

Busl ”HPOPMALMOHHBIX PEeCypCoB.

JIOKyMEHTaJIbHBIN (HOH]T OpraHu3aMK Kak HHPOPMALMOHHBINA pecypc.

ApxuBHBIN (OH OpraHU3aLUU KaK MH(MOPMALMOHHBIN pecypc.

ba3pl TaHHBIX B OpraHU3aIllii: TUTIOBOM COCTaB, MPUHIIMITBEI OpraHU3aluy HH(pOpMaIuu.

ObecneueHne XpaHEeHHUs U COXPAHHOCTH UH(POPMALMOHHBIX PECYPCOB OpraHU3alHH.

Hcnonp3oBanne nHOOPMAIIMOHHBIX PECYPCOB OpraHU3aIINH.

VYnpasienne nHGOPMALMOHHBIMU PECypcaMu OpPraHU3alMi Ha OCHOBE €IUHOM METOIOJOIMU
MH(POPMAIIMOHHOTO MEHEKMEHTA.

Tema S. [IpoexkTupoBaHue U BHEIPEHUE CUCTEM MH(OPMAITMOHHOTO MEHEIPKMEHTA

Mopnenn xu3HeHHOro nukiaa. OCHOBHBIE 3Tallbl XU3HEHHOTO IUKJIA JOKYMEHTHPOBAHHOM
uHpopmanuu. Teopus u rpapuueckas MOAEIb KOHTUHYYMa JTOKYMEHTOB.

KopnoparusHsbie CUCTEMBI MH(OPMaLIMOHHOTO MEHEIKMEHTA. Knaccudukanus
KOPIIOPAaTHUBHBIX HH(POPMALMOHHBIX CHCTEM

Cucrema ympaBieHUs JOKYMEHTUPOBAHHON HHPOpMaILHE.

Cucremsl ynpasieHus pecypcamu npeanpuarus. CucTeMsl ynpaBiaeHUs B3aUMOOTHOILIEHUSIMU
C KJIMEHTaMU. DKcIepTHbIE cucTeMbl. CHCTeMbI OU3HEC-aHATUTHKH.

CucTeMsbl 31eKTPOHHOTO JJOKYMEHTO000pOTa.

Br160p 1 BHeapeHNne HHOPMALIMOHHBIX CUCTEM.

MeTtoabl TEXHUKO-3KOHOMHUYECKHMX pacyeToB U OOOCHOBaHMS pelleHud B  obiacTtu
nH(pOpMaLIMOHHOTO  MeHeIkMeHTa. (CocTOosHME pbIHKa HMH()OPMAIlMOHHO-T0KYMEHTALMOHHBIX
TexHosoruil. OpraHuzanuu-pa3pabOTUMKK pelleHud B obOinacTu. PexoMeHganuu 10  BBIOOpY
MHOOPMALIMOHHBIX ~ TEXHOJOTHMM WM NPOrpaMMHO-TEXHHUYECKHX  CpPeACTB  oOecredeHHs
MH(POPMAIIMOHHOTO MEHE/KMEHTa. JTambl BHEJPEHHUS IMPOEKTOB ONTUMH3AIMU HH()OPMAIIMOHHO-
JOKYMEHTAI[MOHHOT 0 o0ecrieueHus yrnpanieHus. CXeMbl peajin3aliy U COTPOBOXKACHUS TPOEKTOB.

Tema 6. OnbIT U EpCHEKTUBHI Pa3BUTHS MH(POPMALIMOHHOTO MEHEKMeHTa B Poccun

Hayuno-npaktuyeckue npobiaembl HHHOPMALMOHHOTO MEHEIKMEHTA.

PazButue 3akoHONATENPHOW M HOPMATHBHO-METOJIMYECKOM  0a3bl, oOecreuynBarolei
(GyHKIMOHUpOBaHHE  WH(GOPMALMOHHOTO  MEHeKMeHTa.  [lepcrekTuBbl  MeXAyHapOAHOIO
COTPY/ZHUYECTBA B 00J1aCTH HHPOPMALIMOHHOTO MEHEKMEHTA.

AyTcopcuHT B M”HPOPMAIIMOHHO-T0KYMEHTAIIMOHHOM 00€CII€YeHUH YIIPaBICHUSI.



Koncantunr B o6mactu nHGOPMAITMOHHOTO MEHEIPKMEHTA.

WuHoBaum 1 npo0aeMbl BHEPEHUS METOI0JIOTHH HH(POPMAIIMOHHOTO MEHEPKMeHTa. [1oBbIeHne

KBaJ'II/I(bI/IKaI_II/II/I pYKOBOﬂHTeHeﬁ H CrICOuajancCToB OpFaHHSaHI/Iﬁ.

4. Oopa3oBaTesibHbIe TEXHOJIOTHH

Ne N NudopmanuoHHbIE H
HaumenoBanme pa3jaesna Buabl yueOHo# padoThl
n/n 0o0pa3oBaTe/ibHbIEe TEXHOJOTHH
1 2 3 4

1 |MuadopmarmoHHbIH
MEHEKMEHT: TIOHATHE U
UCTOPHSI BOSHUKHOBEHUS

Jlexnusa Ne 1

Jlexuus-Bu3zyanuzaius c
MIPUMEHEHUEM CIIANA-TIPOEKTOPA

Cemunap Ne 1

3aHATHA B KOMIIBIOTCPHOM KJIACCC

CamocrosTenbHas padboTa

KoncynsTupoBanue

2 |[Ipenmer, nenwu, 3a1a4u,
OCHOBHBIE (PYHKIIUU
MH()OPMAIIMOHHOTO
MEHE)KMEHTA B
OpraHHU3aLuH

Jlexmus Ne 2 Jlekuus-Busyanusanus ¢
MIPUMEHEHUEM CIIANA-TIPOEKTOpA
Cemunap Ne 2 3aHATUS B KOMIIBIOTEPHOM KJlacce

CamocrosiTenbHas padoTa

KoncynsTupoBanue

3 |Tumonorus
OPraHU3aIMOHHBIX CTPYKTYP
UHGOPMALIMOHHOIO
MEHEIKMEHTA

Jlexmus Ne 3 Jlekuus-Bu3yanusanus ¢
MIPUMEHEHUEM CIIANA-TIPOEKTOpA
Cemunap Ne 3 3aHATUS B KOMIIBIOTEPHOM KJlacce

CamocrosTenbHas pa60Ta

KOHCYJ'IBTI/IpOBaHI/IC

4 |MnTrerparnus
MH(OPMALIMOHHBIX U
JIOKYMEHTAIIUOHHBIX (B T.Y.
apXUBHBIX) PECYPCOB
OpraHu3aIluu

Jlexmus Ne 4 Jlekuus-Buszyanusanus ¢
MIPUMEHEHUEM CIIANA-TIPOEKTOpA
Cemunap Ne 4 3aHATHs B KOMIIBIOTEPHOM KJIAcce

CamocrosiTenbHas paboTa

KoHcynsTupOoBanue

5 |[IpoextupoBanue u
BHEJJPEHUE CUCTEM
UHPOPMALIMOHHOTO
MEHEIKMEHTa

Jlexmusg Ne 5 Jlekuus-Buzyanusanus ¢
MIPUMEHEHUEM CIIANA-TIPOEKTOpA
CemuHap Ne 5 3aHsTHs B KOMIIBIOTEPHOM KJIACCE

CaMocTrosTenbHas pa60Ta

KoHncynpTupoBanue

6 |OneIT M MEepCHEeKTUBBI
pa3BUTHSA
MH(OPMaLMOHHOTO
MeHeIKMeHTa B Poccun

Jlexnusa Ne 6

Jlekuus-Bu3yanuszanus ¢
IIPUMEHEHHUEM CIIANA-TIPOEKTOPA

Cemunap Ne 6

3aHsATHS B KOMIIBIOTEPHOM KJIacce

CaMocTosTenbHas pa60Ta

KoHcynpTupoBanue

B nmepwon BpeMEHHOTO MPHOCTAHOBIEHUS TIOCEHICHHUS OOYYArOIIMMUCS TOMEIICHUH U
tepputopuu PI'TY mist opranuzanuu yueOHOTO mporiecca ¢ MPUMEHEHHEM JJIEKTPOHHOTO OOYYeHHS U

JTUCTaHIIMOHHBIX
o0pa3oBaTeNbHbIE TEXHOJIOTHH:
— BUJICO-JICKIIHH,

00pa3oBaTeIbHBIX

TEXHOJIOTUN

— OHJIAMH-JIEKLIMU B PEKUME pEalbHOTO BPEMEHH;

— DJIEKTPOHHbIE YUeOHUKH, yueOHbIe TOCOOUs, HayUYHbIE U3/IaHHs B 3JIEKTPOHHOM BHJIE U IOCTYII
K MHBIM 3JIEKTPOHHBIM 00pa30oBaTelIbHbIM pecypcam;

— CHCTEMBI JUISl 3JIEKTPOHHOTO TECTUPOBAHHS;

MOTyT  OBITh

HCIIOJIB30BAaHbl  CICAYIOMIUC




— KOHCYJIbTallhuU C UCITIOJIb30BAHHUEM TCICKOMMYHUKAIIMOHHBIX CPEACTB.

5. OnleHKAa JIAHKUPYEMBIX Pe3yJIbTATOB 00y4YeHUs

5.1 CucreMa oleHUBAHUSA

dopma KOHTPOJISt Makc. KOTHIeCTBO 0aJIOB
3a omgHy paboty Bcero
Texymuii KOHTPOJIb:
- BBITIOJTHCHUE 3aJaHI Ha CEMUHApe 5 6amioB 40 6amioB
- MOATOTOBKA pedepaTa (Tembl 1-6) 20 6ayos 20 6ayioB
DKk3aMeH 40 G6aynos 40 6ayioB
Wtoro 3a qucuuruingy 100 6autoB

[Tonmy4yeHHBIN COBOKYITHBIN PE3yJIbTAT KOHBEPTHPYETCS B TPAAUIIMOHHYIO IITKAJTy OLICHOK U B
HIKaJIy olleHOK EBpomerickoli cucteMsl iepeHoca 1 HakoruieHus kpenutoB (European Credit Transfer
System; nanee — ECTS) B cOOTBETCTBUM C TaOIUIICH:

IIxama
100-6amnpHast mkana | TpagumuoHHas IIKaia
ECTS
95— 100 OTJINYHO A
83-94 B
68 — 82 XOPOIIIO 3a4TEHO C
56 — 67 JOBJICTBOPUTEIIHHO D
50 — 55 Y P E
20— 49 FX
HEYJIOBJIETBOPUTEIBHO HE 3a4TCHO
0-19 F
5.2 Kpurepuu BbICTABJEHHS ONEHKH MO TUCIUILINHE
Baaasl/ | Ouenka mo Kpurepuu oueHku pe3yabTaToB 00y4eHuUsl 10 AMCUMIJIMHE
IIxana | AACHUILIMHE
ECTS
100-83/ OTJINYHO/ BricTaBnsiercs oby4daromemMycsi, €Cii OH TITyOOKO U TPOYHO YCBOWI TEOPETUUECKUN 1
AB 3349TeHO IIPAKTUYECKUH MaTepHal, MOXKeET IIPOJEMOHCTPUPOBATh 3TO HA 3aHATUAX U B XOJI€

IIPOMEXKYTOYHOM aTTeCTallUU.

OO0yuaromuiicss HCUEPIIBIBAIONIE U JIOTHYECKH CTPOHHO M31araeT y4eOHbI MaTepua,
yMeeT YBA3bIBATb TEOPHIO C IPAKTUKOW, CIIPABIISIETCS C PELICHUEM 3a1a4
npodeccroHaIFHOM HANPaBIEeHHOCTH BBICOKOTO YPOBHSI CIIO’KHOCTH, MIPABUIILHO
000CHOBBIBAET IPHHSTHIE PELICHHS.

CB000OHO OpHEHTHPYETCS B yueOHOH 1 MpoecCHOHANIbHOM InTepaType.

Or1eHKa 1o AUCIMIUIMHE BBICTABISIFOTCS 00yJaronieMycs ¢ y4éToM pe3yIbTaToB
TEKyLIeW U IPOMEXYTOUHOM aTTECTALUH.

Komnerenmum, 3akpeniéHHble 3a JUCIUTUTMHON, cOPMHUPOBAHBI HA YPOBHE —
«BBICOKHI».

82-68/ XOpOI_HO/ BricTaBnseTcst 00yJaronemycs, €Clii OH 3HaeT TEOPETHUECKUN U TIPaKTHIECKUAN
MaTepHal, TPaMOTHO U TI0 CYIIECTBY M3JIaraeT ero Ha 3aHATHIX U B X0
MIPOMEXYTOYHOH aTTECTAI[NH, HE JOMyCKas CYIIECTBEHHBIX HETOUHOCTEMH.
OO0yyaroniuiicst MpaBUILHO MPUMEHSET TEOPETHUECKUE TIOJOKEHHUS TIPU PEIIEHUN
MPAaKTUYIECKUX 33a]1a4 MPO(PECCHOHANBEHON HAPABICHHOCTH Pa3HOTO YPOBHS
CJIO)KHOCTH, BJIaJICCT HEOOXOAUMBIMH JUUIsl 3TOTO HABBIKAMH U TIPUEMAMHU.
JlocTaTo4HO XOPOIIO OPUEHTHPYETCS B y4eOHOM U TpodecCHOHABHON JIUTepaType.
OI1eHKa 0 JUCIUILUIHHE BBICTABISIOTCS 00yJaromeMycsi ¢ Y46TOM Pe3yIbTaToB
TEKYIIeH U NPOMEKYTOUHOM aTTECTALIMH.

C 3a4TEHO
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Banasl/ | Ouenka no Kputepuu oueHku pe3yjbTaToB 00y4eHUsl 10 JUCUUIJIMHE

HMIxana | gucHUIIAHE
ECTS

KomnereHuny, 3aKperui€HHbIe 32 JUCHUILIMHON, COPMUPOBAHBI HA YPOBHE —
«XOPOIINIIY.

67-50/ YIOBJICTBO- BricTaBnsercs o0y4aromemMycs, €CIH OH 3HaeT Ha 0a30BOM YPOBHE TEOPETHUESCKIHA 1
D.E putensHo/ NPAKTHYECKHI MaTepHaJL, OMYCKACT OTACIbHEIC OLIMOKH MPU €r0 M3JI0KESHHH Ha
3aHATHAX U B XOJI€ TPOMEKYTOUHON aTTECTALIUH.

OOy4aroUHiics UCTIBITHIBACT ONPEICIEHHBIC 3aTPYTHCHUS B MPUMCHCHUH
TEOPETHYCCKUX MOJIOKEHHI MPH PEIICHUHU MPAKTHYCCKHUX 33134 MPOoheCcCHOHATBHON
HATPABJICHHOCTH CTAHIAPTHOTO YPOBHS CIIOKHOCTH, BIaJICCT HCOOXOIUMBIMU IS
3TOro 0a30BBIMU HABBIKAMH U MPHUEMaMHU.

JleMOHCTpHpyeT N0CTaTOYHBII YpOBEHb 3HAHUs Y4e€OHOM TUTEepaTyphl 10 JUCIUIUINHE.
O1ieHKa M0 AUCIMIUINHE BBICTABISIFOTCS 00yJaronieMycs ¢ yu4éToM pe3yIbTaToB
TEKyUIeH U MPOMEKYTOYHOM aTTeCTaINH.

KomrmeteHnuu, 3aKperui€HHbIe 3a JUCHUILTHHON, COPMUPOBAHBI HA YPOBHE —
«IOCTATOYHBINY.

3a4TCHO

49-0/ HEY/IOBJICT- BericraBnsercs oOyqaromeMycs, €l OH He 3HaeT Ha 0a30BOM YPOBHE TEOPETHUECKUI
FFX BopuTebHO/ | M PAKTHYCCKH MaTepual, 1omycKaet rpyOble OIIMOKH IIPH €TO U3JI0KECHUH Ha
3aHATUAX U B XOJI€ IPOMEXXYTOYHOH aTTECTAIHH.

OOyyarouMics UCTIBITHIBAET CEPhE3HBIC 3aTPYAHEHHS B IPUMEHEHHN TEOPETUUECKUX
TIOJIOKEHHH MPH PEIICHUH MTPAKTUUECKHUX 3a1a4 MPOPeCCHOHANBHON HAllPaBICHHOCTH
CTaH/IapTHOT'O YPOBHS CII0KHOCTH, HE BlaJieeT HEOOXOIUMBIMU JUIsl 3TOTO HaBBIKAMH U
IpUEMAMH.

JleMoHCTpHpYeT (parMeHTapHbIe 3HAHHS y4eOHOIl JIUTEpaTyphl 10 TUCLUIIIHHE.
O1ieHKa 10 AMCIMIUIMHE BBICTABISIFOTCS 00yYaronieMycs ¢ y4éToM pe3yIbTaToB
TEKyIIeH W IPOMEKYTOIHON aTTeCTallHu.

KomrmereHnnm Ha ypoBHE «I0CTaTOYHBII», 3aKPETUIEHHbIC 32 TUCIUILIMHON, HE
c(OPMHUPOBAHEL.

HEC 3a4TCHO

5.3 OueHouyHble cpeacTBa (MaTepuHaabl) IJsl TeKyHIero KOHTPOJS YyCIeBaeMOCTH,
NPOMEKYTOYHOM aTTecTAMHU 00y4YaroIUXCs M0 MCIUIITTHHE

[TpumepHBIe TeMBI pedepaToB MO pa3zesaM AUCHUILINHBL:

1. AHanu3 3aKOHOJATeIbHON U HOPMATHBHO-TIPaBOBOM 0a3bl B cepe MHpopmarmonHOro
MEHE[KMEHTA.

2. [TpuMeHeHNEe MEeXIYHAPOIHBIX M HAI[MOHAIBHBIX CTaHIAapTOB B 061acTu MHpopMannoHHoro
MEHEKMEHTA.

3. VYnpaBieHne )KU3HEHHBIM [IUKJIOM JOKYMEHTHPOBAaHHON MH(OPMAIIUU B COBPEMEHHBIX
OpTaHu3aIsIX.

4. [TpoGnembl BHEApEHUSI HHHOBALMH B o06sacTi MH(pOpMalMOHHOTO MEHEPKMEHTA.

5. [TmanupoBaHwe U MPOTHO3UPOBAaHUE B WH(OPMAIIMOHHO-TOKYMEHTAIIHOHHOM MEHEKMEHTE.
6. dopMHUpOBaHUE MOJIUTHKH YIPABICHUS JOKYMEHTAIMEeNH B OpraHU3alHH.

7. KoHTpomas B nH(OpMAIIMOHHO-TOKYyMEHTAIIMOHHOM MEHEKMEHTE.

8. [TepcnexTrBHBIE HanIpaBiIeHUs pa3BUTHA VH(POPMAlIMOHHOTO MEHEIKMEHTa

9. UcTtopuueckuii acriekt pazsutus MH(opMalilnoHHOTO MEHEI)KMEHTA.

10.  IIpoGaems! pa3zButus MH(pOpMAIIMOHHOTO MEHEPKMEHTA.

11.  TlpumeHEeHHE aIMUHHUCTPATUBHBIX, dKOHOMHUECKUX U COIHATBHO-TICHXOJIOTHUECKUX METOIOB
B UH(OPMALIMOHHO-TOKYMEHTAIIMOHHOM MEHEKMEHTE.

12. KoncantuHroBbie yciuyru B chepe MHDopMarmmoHHOTro MEHEIKMEHTA.

13.  IIpoGaems! onpeneneHus 3¢pGeKTUBHOCTH MeponpusTuii B chpepe Mupopmannonuoro

MEHEHKMEHTA.
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KOHTpOJIBHbIe BOIIPOCHI U 3alaHUA JJIA 9K3aMCHA 110 UTOraM OCBOCHUSA JUCHUTIIINHBI

CBs13b MH()OPMAITIOHHOTO MEHEPKMEHTA U YIPABICHHUS JOKYMEHTAaMH B OpTraHU3aIHH.
[TpeanocelIku BO3HUKHOBEHHS MH(POPMALIMOHHOTO MEHEIKMEHTA.

OcCHOBHBIE TIOJIXO/IbI K ONPEACTICHUIO MTOHATHUS «MH(POPMALIMOHHBI MEHEHKMEHT)
Pa3Burtue napopmaioHHOro MeHepKkMenTa B Poccun.

[Tpeamer MHPOPMALIMOHHOTO MEHEKMEHTA.

HNHpopMannOHHBIN MEHEKMEHT KaK 4aCTh CUCTEMbI YIPABIECHUs OpraHU3alleH.
Crparernyeckuii u onepaTUBHBINA HHPOPMAITUOHHBI MEHEPKMEHT.

HNudopmannonHas HHPPaCTPyKTypa OpraHu3aluu

Llens u 3agaun HHGOPMAITMOHHOTO MEHEHKMEHTA.

0.  ®ysxiuu HHGOPMALMOHHOTO MEHEKMEHTA

11.  Crpykrypa nH(MOPMAIMOHHOTO MEHEPKMEHTA U €€ BIMSHUE Ha OPTaHU3aLUOHHYIO CTPYKTYPY
CHCTEMBI YIIPABICHHUS.

12.  Jlugupyromasi pojb pyKOBOJCTBA B o0ecnieueHNH (pyHKIIMOHUPOBAHHUS HHPOPMALIMOHHOTO
MEHE)KMEHTa B OpraHU3aL1u.

13. TumoBoii cocTaB Moapa3IeICHI OpraHu3aIui, 00eCIIeYNBAIONINX (DYHKIIMOHUPOBAHUE
MH(POPMALIMOHHOTO MEHEKMEHTA.

14. OcHOBHBIE THUIIBI OPTAaHU3AIMOHHBIX CTPYKTYP, UCIIOIB3YIOMIUX METOI0JIOTHIO HH()OPMAITHOHHOTO
MEHEJKMEHTA B YIPaBJICHUU.

15. IonsiTue 1 BUIBI THPOPMALTMOHHBIX PECYPCOB.

16. JlokymMeHTanbHbIH (HOHT OpraHu3aly Kak HHGOPMALMOHHBIHN pecypc.

17. ApxuBHblii HoHI OpraHU3aIuy Kak HHYOPMAITMOHHBIN pecypc.

18. ba3bl 1aHHBIX B OpPraHU3alluK: TUIIOBOM COCTaB, MPUHIIMIIBI OpPraHU3aLUN UH(OPMALIHH.

19. OcHOBHEIE 3TaIbl )KU3HEHHOTO IHKJIA JOKYMEHTHPOBAHHON HH(pOpMaIHH.

20. Teopus u rpadudeckas MOjeIb KOHTUHYYMa JOKYMEHTOB.

21. KopriopatuBHble cucTeMbl HH()OPMALIMOHHOTO MEHEIKMEHTA.

22. CucTeMsl 3JIEKTPOHHOTO IOKyMEHTO000pOTa.

23. BeiOop u BHeApeHne NHPOPMALITMOHHBIX CUCTEM.

24. Drtanbl BHEAPEHHsI TPOEKTOB ONTUMHU3ALUHN HH(POPMAIMOHHO-T0KYMEHTAIIMOHHOTO 00ecTIedeHus
yIpaBIeHUS.

25. Pa3BuTHe 3aKOHOAATENbHOM 1 HOPMATUBHO-METOANYECKON 6a3bl HH()OPMAIIMOHHOTO
MEHEI)KMEHTA.

BOoo~NoOR~WNE

6. YueOHo-MeTOANYeCKOE U HH(POPMAIMOHHOE 00ecniedeHHe T CIUTLTHHBI
6.1 CnHcOK HCTOYHHKOB H JIUTEPATYPHI

Jluteparypa
OcHoBHas

1. Jlapua M.B., CyposueBa H.I'., TepentbeBa E.B., fuxoBas B.D. VYmnpasnenue
JOKYMEHTaMH B IIU(POBOI AKOHOMUKE: OpraHMu3allus, periaMenTanus, peanusauud. M.: PITY, 2021.
242 c.

2. Jlapua M. B. Nudopmarnmonnoe obecrieueHrne ympaBieHus [DIEKTPOHHBIA pecypc] :
yuebHoe nocobue / Jlapun Muxaun BacunseBuu; M. B. Jlapun ; [M-Bo obpazoBanusi u Hayku Poc.
Oenepanun, denep. roc. OKETHOE 00pa3oBaT. ydpekaeHHE BhICHI. oOpa3zoBanus "Poc. roc.
TyMaHUTapHbIA yH-T"]. - DnekTpoH. naH. - Mocksa : PITY, 2018. - 278, [1] c. - Pexxum nmoctymna
- http://elib.lib.rsuh.ru/elib/000012473. - 3aru. ¢ sxpana. - ISBN 978-5-7281-2036-0.

3. I'punbepr A.C., Kopons U.A. UndopmanoHHbI MeHEKMEHT: Y4eO. mocolue ams
By30B. M. : IOHUTU-IAAHA,2017. 415 c. (Cepus «lIpodeccnonanpubiii yueonuk: MaGOpMaTHKaY).
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- ISBN 978-5-238-00614-4. - Teker : AIIEKTPOHHBIH. - URL:
http://znanium.com/catalog/product/1028593
4, T'punOepr Amnaronuii  ConomoHoBud. MHbopmanmoHHbld  MeHemMKkMeHT. - 1. -

[OnexTponnsbIii pecypc] Mocksa : M3narensctBo "FOHUTU-JAHA", 2015. - 415 c. - ISBN 5-238-
00614-4. Ccruika Ha pecypc: http://znanium.com/go.php?id=872151

JOITIOJIHUTCIIbHAsA

1. Nudopmanuonnsiii Mmenemxment / [lox nayd. pen. H.M. A6nukeesa. - M.: UHDOPA-M,
2009. - 400 c.: 60x88 1/16 + CD-ROM. - (Hayunast mbicib). (o6moxka, cd rom) ISBN 978-5-16-
003940-4 - Pexxum mocryma: http://znanium.com/catalog/product/182722

2. Uadopmanmonnslii  MeHemkMeHT: YueObnuk / H.M.AGaukees, B.M.bonnapenko,
A.l.Kucenes; Ilox vayu. pen. H.M.A6nukees - M.: HUL[ MH®PA-M, 2014. - 400 c.: 60x90 1/16 + (
Hom. mar. znanium.com). - (Yue6. ans nporpam. MBA). () ISBN 978-5-16-003814-8 - Pexum
noctyna: http://znanium.com/catalog/product/429111

3. Nndopmannonnsiii menemxment / [Ipeodpaxkenckas T.B. - HoBocubupck :HI'TY, 2011. -
244 c.. ISBN 978-5-7782-1771-3 - Teker : AJICKTPOHHBIH. - URL:
http://znanium.com/catalog/product/556720

4. VHpOpMalMOHHBIH MEHEDKMEHT. METOIMUECKUE YKAa3aHUs 110 BBITOJHEHUIO KOHTPOJIBHBIX
pabot / A.JI. Diimuc, C.A. IlerpoBa. - Mocksa : HUI[ UH®PA-M, 2015. - 35 c.: 60x90 1/16 ISBN
978-5-16-103037-0 (online) - Tekcr : 9JIEKTPOHHBIN. - URL.:
http://znanium.com/catalog/product/508980

5. 3aronckuii Anzapeit BnamumupoBud. MHpOpPMAaIMOHHBIE TEXHOJOTMH: pa3padOTKa
MH()OPMAIMOHHBIX MOJICIICH B CHCTEeM [ DIEKTPOHHBIN pecypc] : yueOHoe mocobue / A. B. 3aToHCKUI.
- MockBa: PUOP: HWndpa-M, 2014. - 344 ¢ - ISBN 978-5-369-01183-6.
http://znanium.com/go.php?id=400563

6. MHdopMalmoHHbIC TEXHOJIOTUU B YKOHOMHKE U yrpaBieHud B 2 4. Yacte 1 : ydeOHUK JUIst
cpenHero npodeccuoHaapbHoro obpaszosanusi / B. B. Tpodumos [u nmp.] ; monm penmakmmeir B. B.
TpodpumoBa. — 3-e u3z., nepepad. u gon. — Mocksa : U3narensctBo FOpaiit, 2019. — 269 c. —
(ITlpodeccnonanbHoe  oOpa3oBaHHE).  — ISBN 978-5-534-09137-3. — URL
urait.ru/book/informacionnye-tehnologii-v-ekonomike-i-upravlenii-v-2-ch-chast-1-442381

7. YnpaBieHue npoektamu (IpOeKTHBIM MEHEKMEHT) : yueOHoe nocobue / I'.A. [Toramesa. —

MockBa : UHOPA-M, 2020. — 224 c. + Jlon. maTepuanbl [DJIeKTpoHHBINH pecypc]. — (Bsiciiee
obpaszoBanue: bakanmaBpuat). — DOl 10.12737/17508. - Tekcr : oanekrponnsni. - URL:
http://znanium.com/catalog/product/1055100

6.2 IlepeyeHns pecypcoB HH(POPMALHOHHO-TEIeKOMMYHUKALIMOHHOM ceTH «MHTepHET».

HanumonanesHnast snextponHnas 6ubnmmorexa (HOB) www.rusneb.ru

ELibrary.ru Hayunast anexktponnas 6ubiamoreka www.elibrary.ru

Onekrponnas oudianorexa Grebennikon.ru www.grebennikon.ru

Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Taylor and Francis

JSTOR

Koncantunrosas rpynmna «Tepmukay. [HopmatuBHO-TIpaBoBasi 6a3a JaHHBIX 1O JETIONPOU3BOJICTBY,
JIOKYMEHTOOOOpOTY M apXWBHOMY Jneny]| [DnexktpoHHbIM pecypc| / «Tepmukay - DIEKTpoOH, AaH.-
M.,— Pexxum nocryma: http://www.termika.ru/Catalog/catalog.html, ceo6oaubIit. — 3ari. ¢ skpaHa.


http://znanium.com/catalog/product/1028593
http://znanium.com/go.php?id=872151
http://znanium.com/catalog/product/182722
http://znanium.com/catalog/product/429111
http://znanium.com/catalog/product/556720
http://znanium.com/go.php?id=400563
http://znanium.com/go.php?id=400563
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Docflow. Bce o mupe snekrpoHHOro mokymeHTooOopota. [Ilopran MOCBSIIEH 3JICKTPOHHOMY
JOKYMEHTOO0OPOTY U CMEXHBIM oTpacisiM. OH NMpU3BaH MPEJOCTaBUTh YUTATESIM CAMYIO IMOJHYIO,
CTPYKTYPUPOBAaHHYIO U TIOJEC3HYI0 HH()OPMAIUIO O PHIHKE, TEXHOJOTHSIX, PEIICHUSIX, KOMIIAHUSIX U
munax].  [DnextpoHHbI pecypc] - DnektpoH, aaH.- M.,— www.docflow.ru, cBoboansiit. — 3ari. ¢
JKpaHa.

DOC-Online. He3aBucuMblii Mmoptaji O CHCTeMax A3JEKTPOHHOIO JI0KyMEHTOooOopoTa. Www.doc-
online.ru

6.3 IIpodeccuoHaibHbIe 6a3bl JAHHBIX H HHPOPMANHOHHO-CIIPABOYHbIE CHCTEMBI
Joctyn k npodeccuonanbubiM 0a3am qanubix: https://liber.rsuh.ru/ru/bases

WNudopmannoHHbIe CTIPABOYHBIE CHCTEMBI:
1. KoncynbranT [1mroc
2. I'apanT

7. MaTepua/jibHO-TeXHHYeCKOe ofecneyeHHe TUCHUTITUHBI

Jus  obecrieueHuss  TUCHUIUIMHBI  HUCIOJB3YeTCS  MaTepUANTBHO-TEXHHYECKas  0asa
00pa30BaTEeNbHOTO YUPEKICHUS: yueOHbIe ayAUTOPHUM, OCHAIIEHHBIE KOMIIBIOTEPOM U MPOEKTOPOM
JUTSL IEMOHCTPAIMH YI€OHBIX MaTCPUAIIOB.

CocTtaB mporpaMMHOT0 00eCIICUCHHUS !
1. Windows

2. Microsoft Office

3. Adobe Creative Cloud

4. Kaspersky Endpoint Security

[TpodeccuonanbHbIE TOTHOTEKCTOBBIE 0a3bl JAHHBIX:
HanunonaneHast snextponnas 6ubnmmoreka (HOB) www.rusneb.ru
ELibrary.ru Hayunast anexktponnas 6uodiamnoreka www.elibrary.ru
DnekTponHas 6ubnuoreka Grebennikon.ru www.grebennikon.ru
Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Taylor and Francis

JSTOR

NGO~ wWdE

WubopmanroHHbIe CITPABOYHBIE CUCTEMBI:
1. Koncynbsrant [Liroc
2. Tapanr

8. Obecneuenne 006pa3oBaTEJLHOIO MPOIECCA JIsl JIMI ¢ OTPAHUYEHHBIMH BO3MOKHOCTSIMH
310POBbSI H HHBAJIW/I0B

B xome peanuzanuu JIHUCUUIUIMHBI HKCIOJB3YIOTCS CIEAYIOLIME JIOMOJHUTEIBHBIE METOJIbI
0oOy4eHMs, TEKYIIETO KOHTPOJIS YCIEBAEMOCTH W TMPOMEKYTOYHOW aTTeCTallud OOYy4YaIoIUXCS B
3aBHUCHMOCTH OT UX WHIUBUAYAIbHBIX OCOOEHHOCTEH:

® ISl CIIETIBIX U CIA0OBHUIAIIMX: JIEKIUU O(GOPMISIOTCS B BHUAE DJIEKTPOHHOTO JTOKYMEHTA,
JOCTYITHOTO C TOMOIIBI0 KOMITHIOTEpPA CO CIEIHAIU3UPOBAHHBIM TMPOTPAMMHBIM 00€CTICUCHUEM;
MMMCbMEHHBIE 3aJaHUs BBINOJHIIOTCS HAa KOMIIBIOTEPE CO CIEHHAIM3UPOBAHHBIM MPOTrPaMMHBIM


http://www.doc-online.ru/
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o0ecreyeHneM WIM MOTYT OBbITh 3aMEHEHbl YCTHBIM OTBETOM; OOECIEeUMBAETCS WHIMBHyaIbHOE
paBHOMepHOe ocBemieHue He MeHee 300 JIOKC; sl BBIMOJHEHHMS 33JaHUS NPU HEOOXOAMMOCTH
IIPEJOCTABIIAETCS YBEIMUYMBAIOLIEE YCTPOWCTBO; BO3MOXKHO TaK)K€ HCIOJIb30BaHUE COOCTBEHHBIX
YBEIMYMBAIOUINX YCTPONCTB; MUCbMEHHBIC 3aJaHUs 0(OPMIIIOTCS YBETUYEHHBIM HIPU(PTOM; SK3aMeH
1 3a4€T NPOBOAATCA B YCTHON (hOpMe MM BBINOJIHAIOTCS B MUCbMEHHOH (popMe Ha KOMIIbIOTEpE.

® Ui IVIyXUX M CJIA0OCHBIIAIUX: JIEKUUU O(QOPMIISIOTCS B BUJAE 3JIEKTPOHHOTO JOKYMEHTa,
au00  IpenocTaBiseTcss  3BYKOYCWIIMBAIOLIAs — ammapaTypa  MHAMBUIYAJIBHOTO  IOJb30BaHMUS;
MUCHbMEHHBIC 33JaHUsl BBIMOMHSIOTCS HAa KOMIIBIOTEpE B NMUCBMEHHOH (opme; sk3aMeH U 3auéT
IIPOBOJIATCS B MUCBMEHHOM (hopMe Ha KOMIIbIOTEPE; BO3MOKHO IIPOBE/IEHUE B (DOpME TECTUPOBAHHUS.

® Ul JIMIl C HapyLIEHUSMU OIOPHO-JBUIATEIBHOIO ammapara: JIEKIUU o(GOopMIISIIOTCS B BHJIE
ANEKTPOHHOIO JOKYMEHTA, JOCTYIIHOIO C IIOMOLIbI0 KOMIBIOTEPA CO CHELHAIN3HPOBAHHBIM
IIPOrpaMMHBIM ~ OOeCHeYeHUEeM; [HCbMEHHbIC 3a/laHUsl  BBIOJHSIOTCS Ha KOMIIBIOTEPE CO
CIELUAITM3UPOBAHHBIM MPOTPAMMHBIM 00ecrieueHHEeM; IK3aMeH U 3a4€T MPOBOJSATCS B YCTHOH (hopme
WIH BBINOJIHAIOTCS B MUCbMEHHOM (popMe Ha KoMIbrOTEpe.

[Ipu HEOOXOIMMOCTH NPENYCMAaTPUBAETCS YBEIMUEHNE BPEMEHH IS ITOJTOTOBKH OTBETA.

IIponienypa npoBefeHUs MPOMEKYTOYHON arTecTaluy JUid OOy4aroLUXCsl YCTaHABIMBAETCS C
y4€TOM MX MHJIMBUIYAIbHBIX ICUXO(pU3HUECKUX ocoOeHHOcTel. [IpoMexxyTouHas arrectalus MOXKET
IIPOBOAMTHCS B HECKOJIBKO 3TAIIOB.

IIpy npoBeaeHMHM MpoOLEAYpPhl OLEHUBAHUS PE3YIbTATOB OOYy4EHHUs [pPEAyCMaTpUBaECTCS
UCIOJIb30BaHNE TEXHUYECKHUX CPEACTB, HEOOXOJUMBIX B CBS3M C MHAMBUIYaJbHBIMH OCOOEHHOCTSMU
oOydJarommxcsi. OTH CpEACTBA MOTYT OBITh MPEJOCTABICHBI YHUBEPCHUTETOM, WIM MOTYT
HCIOJIb30BaTbCsl COOCTBEHHBIE TEXHUUECKUE CPEJCTBA.

[IpoBenenue npoueaypbl OLEHUBAHUS PE3YNbTAaTOB OOYYEHMsI JOIMYCKAETCsl ¢ MCIIOJIb30BAHUEM
JMCTAHIIMOHHBIX 00pa30BaTeIbHbIX TEXHOJIOIHH.

ObecneunBaercs AOCTYN K HH(MOPMAIMOHHBIM W OuOmmorpaduyeckuM pecypcam B CETH
WuTepHer [uist Kaxoro odyyaronierocs B popmax, alaiTUPOBAHHBIX K OTPAHUYEHUSAM UX 3/10pPOBbS U
BOCTIPHUATHS HHPOPMALIUH:

® Uil CIENBIX W CIA0OBUISIIMX: B TEYaTHOM (opme yBenTu4eHHBIM MpupTOoM, B (hopme
3JIEKTPOHHOTO IOKYMEHTa, B (hopMme aynnodaiina.

® JUUIsl TIIYXUX U CJIa0OCIBIIAIUX: B Ie4aTHOU dopme, B GopMe IEKTPOHHOTO JOKYMEHTA.

® 1151 00Y4JaIOLINXCsl C HapyIIEHUSIMH ONIOPHO-/IBUraTeIbHOTO ammapara: B IeyaTHoil gopme, B
(dhopme 2IeKTPOHHOTO JOKYMEHTa, B (popme aynuodaiina.

VY4eOHble ayIUTOpUU AJI1 BCEX BHJIOB KOHTAKTHOM M CaMOCTOSITENbHOM paboThl, Hay4yHas
OubnuoTeka M WHBIE TMOMENIEHHs Ui OOY4YEeHHs OCHAIEHbl CIENUaTbHBIM O0OpYAOBAaHHEM U
y4eOHBIMU MECTaMH C TEXHUUECKUMHU CPEJICTBAMU O0yUEHUSI:

® ISl CIIENBIX U CIa0OBUASIIUX: YCTPOMCTBOM JJIsi CKAHUPOBAHUS M 4TeHUs ¢ kamepoid SARA
CE; nucnuieem bpaitniga PAC Mate 20; npuntepom bpaiinsg EmBraille ViewPlus;

oIl TIHYyXUX M CHabOCHBIIIAIUX: aBTOMAaTU3MPOBAaHHBIM pabouynM MecTOM Ui JroAed ¢
HapyLIEHUEM CiTyXa U c1a0O0CIbIIalINX; aKyCTUYECKUI YCUIIUTEIb U KOJIOHKH;

o isi OOyYarolmMXCs C HapyLIEHUSMH OINOPHO-IBUTATENIBLHOTO ammapaTa: MepeBUKHBIMHU,
peryaupyeMbpiMa 3proHoMuueckumu maptamMmu CH-1; KOMIBIOTEpHON TEXHUKOW CO CIEeIHATIBHBIM
IPOrpaMMHBIM 00€CTIEYECHHEM.

9. Metoanuyeckue MaTepHAJIbI

9.1 Inanbl ceMUHAPCKUX/ MPAKTHYECKHUX/ JIA0OPATOPHBIX 3aHATHIA

Paznen 1. UndpopmanmoHHbIi MEeHEIKMEHT: MOHSITHE M HCTOPHUSI BOSHUKHOBEHUS

Tema ceMHuHapa: I/IH(I)OpMaL[I/IOHHHﬁ MCHC/’KMCHT: ITIOHATUC U UCTOPHA BOSHUKHOBCHHA
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KoHTpoJibHbIE BOPOCHI:

1. Paccmotpets MOHSATHUSA «MEHEIIKMEHT, «H(OPMAITMOHHBIN MEHEKMEHT,
«TOKyMEHTALIMOHHBIH ~ MEHEDKMEHT», «YIpaBJeHHE JOKyMEHTAlMeW», <« IOKYMEHTAallMOHHOE
obecrieueHre yrpaBICHHs» U YCTAHOBUTH CBSI3U MEX]Ty HUMHU.

2. Bo3HukHOBeHHME U pa3BUTHE HH(OPMALMOHHOIO OOIIECTBa, pPocT 00BEMOB HH(pOpManUU B
YIIPaBICHUH.

3. ChopmynupyiiTe BBIBOJ IO UTOTaM HU3YyYCHHS.

Pasznea 2. [Ipenmer, ueiu, 3a1a4u, OCHOBHbIe PYHKUMHU HHGPOPMALMOHHOI0 MEHEKMEHTA B
OpPraHu3anuu

Tema cemunapa: Pa3pabotka Moaenu nHGOpMaIIMOHHON HH(PPACTPYKTYpPhI OpraHU3aLuN
KoHTpoJibHbIE BOIPOCHI:

[Toctpoenne moaeny MHPOPMALIMOHHAS HHPPACTPYKTYpa OpraHu3anuu (MHPOPMAIMOHHBIE CHCTEMBI,
MH(QOPMAIIMOHHBIE PECYpPChl, TEXHHUYECKHE CPEICTBA YIPABICHHS), COOTBETCTBYIOLIEH OCHOBHBIM
GbyHKIMAM WHPOPMALMOHHOTO MEHEKMEHTA MO IUIAHWPOBAHUIO, OpPraHM3alld, MOTHBAIMUA U
KOHTPOJIIO yIpaBJIeHHs HHPOPMAIMEH U JOKyMEHTAIMeH B OpraHU3alny.

Paspnen 3. Tunosiorusi OpraHu3anMOHHBIX CTPYKTYP HHGOPMAIIMOHHOTO MEHEIKMEHTA

Tema cemunapa: IIpoekTHpoBaHUE CTPYKTYpPHI CIYX)Obl HH(POPMAIMOHHO-IOKYMEHTAMOHHOTO
o0ecrieyeHrs: OpraHu3aiy (0 KOHKPETHBIM HCXOIHBIM JTAHHBIM )

KoHTpoJibHbIE BOIPOCHI:

1. Kakumm [IOKyMEHTaMH pETIaMEHTHPYETCS  JAEATENbHOCTh  CIYXKObl  MH(POPMALMOHHO-
JOKYMEHTAI[MOHHOTO O0ECTIeUeHUsI OPraHU3aIlHiH.

2. Kakue ¢yHKIMM ¥ 3aJaud BO3JAralOTCs Ha CiOyxO0y HH(OPMAIOHHO-JOKYMEHTAIHOHHOTO
o0ecrnieueHrs OpraHu3aIiy.

3. Kakoe mecto ciyx06a MH(POPMANMOHHO-TOKYMEHTAIMOHHOTO OOECIICUeHHs] MOXKET 3aHMMAaTb B
CTPYKTYp€ OpTaHU3aI1H.

4. Kakue (akTopbl BIUSAIOT Ha CTPYKTYPY U YHUCIECHHOCTb COTPYAHHMKOB CIYXObl MH()OpPMAaIOHHO-
JOKYMEHTAI[MOHHOTO 00ECTIeYEeHHUSI.

Pazgen 4. UuTerpanust nHGOPMALMOHHBIX U TOKYMEHTALMOHHBIX (B T.Y. apXHBHBIX) pecypcoB
OpraHu3anuu

Tema cemunapa: Pa3pabGorka cxembl IBHXKEHHUS WH(OPMALMOHHO-JOKYMEHTAI[MOHHBIX TOTOKOB B
OpraHu3ayu (0 KOHKPETHBIM UCXOJHBIM JJAHHBIM)

KoHTpoJsibHbIE BONIPOCHI:

1. OnuumTe OCHOBHBIE 3TAMbl )KU3HEHHOT'O IIMKJIA IOKYMEHTHPOBAHHOM HH(pOpMaILHH.

2. Ot xakux (pakTOpOB 3aBUCUT pa3pabOTKa MapIIpyTa ABMKEHUS TOKYMEHTA B OpraHU3aluu.

3. Pazpabotath cxemy ABMKEHUS MH()OPMAIIMOHHO-I0KYMEHTAIIMOHHBIX TOTOKOB B OPraHU3aMu (171
BXOJIAIIUX, UCXOASIINX U BHYTPEHHUX JIOKYMEHTOB).

Pasznea S. IlpoexkTupoBaHue U BHepPeHUE cMCTeM HHGPOPMALIMOHHOI0 MeHEe/I>KMEHTa

Tema  cemmnapa: Pacyer 9SkoHOMHMUYecKOH  3(QQPEKTUBHOCTH  HPOEKTOB  ONTUMHU3ALUU
WNHpopMallMoHHOTO MEHEIKMEHTA (110 KOHKPETHBIM UCXOIHBIM JTaHHBIM)

KoHTpoJibHBIE BONIPOCHI:

1. B ueM coCTOUT cyTh IPOEKTOB onTUMHU3aui MH(POpMaAIIMOHHOTO MEHEIKMEHTA.

2. Kakue nokaszaTenu y4YuTBHIBAIOTCS IPU pacyeTe SIKOHOMUYECKOHN 3()PEeKTUBHOCTH MTPOEKTOB.

3. KakoBbI psiMble 1 KOCBEHHBIE MTOKa3aTeNn 3P PEKTUBHOCTH IPOEKTOB.

NHTepHeT-pecypcesl
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Pa3nes 6. OnbIT ¥ NepcneKTUBHI pa3BUTHA HHGOPMAIMOHHOTO MeHeIkMeHTa B Poccun

Tema cemuHapa: l3yueHue BO3MOXXHOCTEH ayTCOpCHMHTa B HMH(OPMAIMOHHO-IOKYMEHTAI[HOHHOM
o0ecrnieueHnn

KoHTpoabHbIE BONPOCHI:

1. KakoBbI OCHOBHBIE NTPOOIIEMBI B pa3BuTUU MHPOPMAITMOHHOTO MEHEKMEHTA.

2. B ueM coCTOUT CyTh ayTCOPCHUHIA, €O BUJIBL.

3. Kakue ycinyru U Ha KakuX YCIOBHSX MPEAIAraloT OpraHU3aliy, 3aHUMAIOIIUECS ayTCOPCUHTOM B
o0act HH()OPMALIMOHHO-TOKYMEHTAIIHOHHOTO 00CCIICUYCHHUSI.

9.2 MeTtoanyeckue peKOMeHAAMH 0 MOAT0TOBKe MMCbMEHHBIX padoT

Bup camocrositenbHON paboThl: MOATOTOBKA pedepara.

[TonroroBka pedepara NO3BOISIET 3aKPENHUTh TEOPETHUECKUE 3HAHUS IO JAUCHUILIUHE,
IIPUOOPECTH HABBIKUM CAMOCTOSITEIBHOIO YIIyOJIEHHOrO0 M3y4eHHUsl OJHOTO W3 pas3zaenoB Kypca. [Ipu
MIOArOTOBKE pedepaTa CTYIAEHTHl IOJY4alOT HABBIKMU WU yYMEHUE paboTaTb C HCTOYHUKAMU H
JUTEpaTypoi, aHAIU3UpPOBaTh (DAKThl U JaHHBIE CIIEIUAIBLHON JINTEPaTypbl, U3JlaraTh MPOYUTAHHOE
COBPEMEHHBIM IPOPECCHOHATIBHBIM SI3BIKOM.

Pedepar nomxen ObITh O0(OpMIIEH B COOTBETCTBHM C TPEOOBaHMSMHU, NPEABABISIEMBIMU K
MOJITOTOBKE U 0()OPMIICHNIO HAYYHBIX PadOT.

Pedepar Brirouaer:

- TUTYJIbHBIN JIUCT;

- OTJIaBJICHHUE;

- BBEJICHUE;

- OCHOBHYIO 4acTh (TeMaTHUYECKHUE pa3/esbl);

- 3aKJII0YECHHUE;

- CIIUCOK MCIOJIb30BaHHBIX MCTOYHUKOB U JINTEPATYPBI.

O0beM pedepara - 15-20 crpanmn Tekcra (mpu Habope yepe3 1,5 wmHTEepBasa M pasmepe
mpudta 13-14). Pedepar numercs Ha OAHON cTOpOHE CTaHAAPTHOrO JucTta Oymaru ¢gopmara A4
(210x197Mm).

Crpanunpl pedepaTa HyMEpyrOTCs apaOCKUMM IM(ppaMd Ha BEpXHEM IIoJie JMCTa, 0e3
KaBbIYEK, 1e(UCOB U APYTUX 3HAKOB MPENUHAHUA. TUTYIbHBIN JUCT U OIVIaBIEHUE HE HYMEPYIOT, HO
BKJIIOUAIOT B 00111 00beM pedepara.

HayuHno-cripaBouHbIif anmapaT pedepaTa BKJIIOYAET CHUCOK HMCTOYHUKOB U JIUTEPATyphl U
MIOJICTPOYHBIE CHOCKHU. [loACTpOUHBIE CHOCKM MCHOJIB3YIOTCS BO BCEX CIIydasX LIUTUPOBAHHUS B TEKCTE
pedepara nMpaBOBBIX aKTOB, JOKYMEHTOB, IIPOM3BE/IEHUN aBTOPOB MOHOrpaduii, crareid, yueOHUKOB,
y4eOHBIX TOCOOUH, a TaKkXKe MPU LUTUPOBAHUU CTAHIAPTHBIX OMpEeAEICHUN TEpPMUHOB U MOHATHIH. Bee
npuBoJIMMbIE B pedepare (akTbl, HUPPHI, 1aThl, KOHKPETHbIE IaHHbIE TaKXKe JOJKHBI OBITH
MIOATBEP>KIEHBI TOACTPOYHBIMU CHOCKAMH.

CHoOCKH HyMepYIOT B IIpesiesiax 0JHOM CTpaHUIlbl apaOCKUMU U paMH, TEKCT CHOCKH Pa3MeIIaoT
IO, OCTIEAHEN CTPOKOM TEKCTa
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