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1. ITosicHuTebHAS 3aNHCKA
1.1. e u 3aga4u JUCITUTLIMHBI

Lenb AMCUUIUIMHBI - TOATOTOBUTH BBIITYCKHHMKA, YMEIOLIETO OPraHU30BaTh YIPABICHUE
3JIEKTPOHHBIMH JIOKYMEHTAMHU B CHCTEMax 3JIEKTPOHHOTO IOKYMEHTO000poTa.

3amaun AUCIUTUTUHBL:

- M3YYHUTb TEOPHUIO M TPAKTUKY NMPUMEHEHHUS CTaHIApTOB M (OPMATOB B YIpaBICHUH
JIOKYMEHTALUEH;

- copmupoBath MpodecCHOHATBbHBIE HABBIKM PadOTHI C JOKYMEHTaMH B O(QUCHBIX
penakropax;

- HAy4HTBhCS  UCIOJIb30BaTh MOJyYeHHbIE 3HAaHMA MPH  OPTraHU3ALHOHHOM
NPOCKTUPOBAHUM 33/ad [0 CO3JAaHUIO0 CHUCTEMBI 3JIEKTPOHHOTO JOKYMEHTO00OpOTa B
MH(POPMALMOHHO-TEXHOJIOTHYECKON HH(PACTPYKType OpraHU3alHH.

1.2. ®opMupyeMble KOMIIETEHIIMH, COOTHECEHHBIE C IUIAHUPYEMBIMH pe3yJibTaTaMu
00y4YeHHs 10 JUCLUIUINHE:

Koawbl Copep:xanue KoMneTeH Mt IlepeyeHs MUIAHUPYEMBIX
KOMIIeTeHI[UH pPe3yJabTaToOB 00y4eHHs 10
AUCUUIIHHE

ITIK-6 CMOCOOHOCTBIO AaHATM3UPOBATh CUTYAllMI0 | 3HaTh: (hOpPMATHI JIEKTPOHHBIX
Ha phIHKE UHPOPMALMOHHBIX MPOJYKTOB U | JIOKYMEHTOB, HCIIOJIb3YEMBIX B
yCIIYT, JaBaTh HKCHEPTHYIO OLIEHKY COBPEMEHHBIX CHUCTEMAax
COBPEMEHHBIM CUCTEMaM 3JIEKTPOHHOTO 3JIEKTPOHHOTO
JTOKYMEHTO000pOTa U BEICHUS JIOKyMEHTO000pOoTa
AJIEKTPOHHOIO apXH1Ba VYMeTb: OLIeHUBATh

NEPCIEKTUBBI CO3JIAaHUS U
XpaHEeHUs JOKYMEHTOB B
pa3nu4HbIX (hopmMaTax
Bnaners: HaBBIKaMU
KOHBEPTUPOBaHUA U3 hopmaTta

B (hopmat
[1K-29 CIIOCOOHOCTBIO CO3/1aBaTh U BECTU CHCTEMBI | 3HATh: CYIIECTBYIOIIUE
JOKYMEHTAIMOHHOTO O0ecTieueHus CUCTEMBI 3JIEKTPOHHOTO
yIpaBIeHUS B OpraHu3aluy Ha Oase JTOKYMEHTO000pOTa;
HOBEUIINX TEXHOJOTUI YMeTh: OpraHu3oBath padoTy

110 KOHBEPTUPOBAHHIO
AJIEKTPOHHBIX JOKYMEHTOB H3
¢dopmara B popmar;

Bnaners: HaBbIKaM# pabOTHI B

coa

1.3. MecTo TUCHMIUIMHBI B CTPYKTYpe 00pa30BaTeIbHOM MPOrpaMMbl

HuctmuinHa «®Popmartbl  3JEKTPOHHBIX JOKYMEHTOB B CHCTEMax 3JIEKTPOHHOTO
JOKYMEHTOO00POTa» OTHOCUTCSA K BAPUATUBHOM YacTH OJI0Ka AMCUUIUIMH MO BBIOOPY y4eOHOTrO
TUIaHa.

Jnss  OCBOGHMS ~ AMCUMIUIMHBL HEOOXOIUMBI  3HAHMS, YMEHUS M  BIaJCHUS,
c(OPMHPOBAHHBIE B XOJ€ HM3YYCHHS CIEAYIOIIMX TUCHUIUIMH M TPOXOXKICHHUA TMPAKTHK:
WNudopmaruka, Unpopmanmonnoe npaso, Mudopmanmonnsie Texnonoruu, Mapopmannonnsie
texnonoruu B J1I0Y, MHpopMalmoHHbIe TEXHOJIOTHH B ApXHUBHOM JIEJIE.




5

B pesynbraTe OCBOCHMS NUCHMIUIMHBI (HOPMUPYIOTCS 3HAHUS, YMEHHS W BIaJICHUS,
HEOOXOAMMBIE Ui U3y4YEHHs  CICNYIOIIMX JUCHUIUIMH W TPOXOXKACHUS  NPAKTUK:
HudpopManmoHHO-T0OKYMEHTAIIMOHHOE o0ecrieueHue yIpaBJICHUS POEKTaMHU,
HNudopmannonHoe odbecrieueHre ynpaBiIeHUS



2.

6

CTpyKTYypa IMCHUIIMHBI

CTpyKTypa JUCHUIJIMHBI AJ151 04HO-3204HOI (popMBbI 00yUeHUsI

(2017 rox nadopa)

O6H_Iaﬂ pr):[OéMKOCTI: JUCIHUIIIMHBI COCTABJISACT 2 3.C., 72 4., B TOM 4YHCJIC KOHTaKTHas pa60Ta
06yqa10mnxc>1 C IMperoaaBaTciicM 16 4., CaMOCTOATCIbHasA pa60Ta 06yqa}0mnxc;1 56 4.

Bunsl yueOHoi paboThI

DopMBbI
(B yacax) TeKyIero
KOHTAKTHast . KOHTPOIA
Ne Paznen o 2 O % YCIIEBAEMOCTH,
I/I1 | JTUCLHUILUINHBL/TEMBI o z g CE & dbopma
ol - | & E o % = | %8 gké IPOMEKYTOYHOM
S| S | E |EF SE|25 | 25| arrecrammm (no
3| 5 5 |83 QE| & 3 3 3 cemecmpam)
ol=e |o |58 58|F & i
1 Beenenue 9 2 cobeceoBaHue
2 1. HopmartusHo- 9 4 6
MIPaBOBOE cobeceoBaHue
peryJupoBaHue
UCTIOJIb30BaHUS
¢dopmaroB
AJIEKTPOHHBIX
nokymeHToB B COJ]
3 2. Cranmaptel Ha| 9 6
dbopMaTsI cobecenoBaHue
AJIEKTPOHHBIX
JTIOKYMEHTOB
4 3. VYmpasnenue | 9 4 6 [Tpuem
AJIEKTPOHHBIMU MPAKTUYCCKUX
JOKYMEHTaMu Ha 0aze 3aJaHuN
IPOrPaMMHOTO
obecrieyeHus, cobecenoBaHUE
HCIIOJIE3YEMOTO B
MH(POPMALIMOHHOM
UHPPACTPYKTYpe
OpraHu3aIuu
5 4. ®opwmarsl | 9 2 4 6 [Tpuem
AJIEKTPOHHBIX MPAKTUYCCKUX
JIOKYMEHTOB, 3aaHui
MPUMEHSICMBIC B
yIpaBJICHUU cobeceoBaHue
JIOKYMCHTaMH.
6 5. IlepcnektuBer u | 9 2 10 | cobecenoBanme
HaTpaBJICHUS
pasBUTHS  XPaHCHHUSI
AJIEKTPOHHBIX
nokymeHToB B COJ]
7 | IlpomesxyTouHas peghepam
aTTecTanus: 3avem
8 UTOIO: 9 8 8 56
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CTpyKTypa JUCHUIIMHBI JJI51 0YHO0-3204HOI (YCKOPEHHOI1) (hopMbI 00yUeHUs1
(2017 rox nadopa)

OO0mas TpyI0EMKOCTh JUCIUTUIMHBI COCTABISET 3 3.€., 108 4., B TOM 4ncie KOHTaKTHas paboTa
oOyJarouxcs ¢ nmpenojasarenieM 24 4., caMocTosTeIbHas padboTa oOydarommxcs 84 .

Bunsl yueOHol paboThI

DopMBbI
(B yacax)
TEKYIETO
KOHTAKTHasi . KOHTPOIA
Ne Pasnen © 2 + £ % YCIIEBaEMOCTH,
/11 | JTUCLHUILINHBL/TEMBI o z g CE =g dbopma
8| o = E o % w | 5 § gké IIPOMEXKYTOYHOMN
8| 5 | E|EQ SE|z25 | €5 | arrccrammm (no
3| 5 53 |83 QE| & o S g cemecmpam)
ol=e |o =8 58|F & =
1 Beenenue 71 2 4 cobeceoBaHue
2 1. HopmartusHo- 7 4 20
IIPaBOBOE cobeceoBaHne
peryaupoBaHue
MCTIOJIb30BAaHUS
¢dopmaroB
AIIEKTPOHHBIX
JOKyMeHTOB B CO/]
3 2. Cranpaptel Ha | 7 2 10
dbopMaTsI cobecenoBaHue
AIIEKTPOHHBIX
JOKYMEHTOB
4 3. VYmupasnenue | 7 8 20 | Ilpuem
ANIEKTPOHHBIMH MPAKTHYECKUX
JOKYMEHTaMu Ha 0aze 3aJaHuN
IPOrPaMMHOTO
obecrieyeHus, cobecenoBaHUE
UCTIOJIb3YEMOTO B
MH(POPMALIMOHHOM
UHPPACTPYKTYpe
OpraHHu3aluu
5 4. ®opmMmarts! | 7 2 4 20 | Ilpuem
AIIEKTPOHHBIX NPAKTHYECKUX
JIOKYMEHTOB, 3aaHui
NPUMCHSIEMbIC B
yIpaBJICHUU cobeceoBaHne
JOKYMEHTaMHU.
6 5. IlepcnexktuBer u | 7 2 10 | cobecenoBanme
HaTpaBJICHUS
pasBUTHS  XPaHCHHUSI
AIIEKTPOHHBIX
nokymeHToB B COJ1
7 | IIpomesxyTouHas 7 peghepam
aTTecTanus: 3avem
8 UTOTO: 7 | 12 12 84




CTpyKTypa JUCHUNIMHBI JAJ51 3204HOI (popMBbI 00yUeHUs1

8

(2017 rox nadopa)

OO0mas TpyI0EMKOCTh JUCIUTUIMHBI COCTABISET 3 3.€., 108 4., B TOM 4ncie KOHTaKTHas paboTa
00yJaronuxcs ¢ npemnojapareneM 12 4., IpoMeKyTOYHAS aTTecTanus 9 1., caMOCTOsTeNbHAs padoTa

oOyuaroruxcs 87 4.

Bunsl yueOHoI paboTh

DopMBbI
(B yacax) TeKyIero
KOHTAKTHas . KOHTPOIA
No Paznen o 2 O % YCIIEBAEMOCTH,
I/I1 | JTUCLHUILINHBL/TEMBI o z g CE - dbopma
ol - | & E o % = %8 gké IPOMEKYTOYHOI
S| S | E |EF SE|Z25 | 25| arrecrammm (no
3| 5 5 |83 QE| & 3 3 3 cemecmpam)
o5 |o |Ed 58|~ & =
1 Beenenue 8 2 cobecenoBanue
2 1. HopmartusHo- 8 4 15
MIPaBOBOE cobecenoBaHue
peryJaupoBaHue
UCTIOJIb30BaHUS
¢dopmaroB
AJIEKTPOHHBIX
NoKyMeHTOB B CO/]
3 2. Cranmaptel Ha | 8 15
dbopMaTsI cobeceoBaHue
AJIEKTPOHHBIX
JOKYMEHTOB
4 3. VYnpasnenue | 9 2 10
ANEKTPOHHBIMU cobeceoBaHue
JOKYMEHTaMu Ha 0aze
IPOrPaMMHOTO
obecrieueHus,
UCTIOJIb3YEMOTO B
MH(POPMALMOHHOM
UHPPACTPYKTYpe
OpraHu3aIuu
5 4. ®opmarsl | 9 2 4 20 | Ilpuem
AJIEKTPOHHBIX MPAKTUYCCKUX
JIOKYMEHTOB, 3aaHui
MPUMEHSICMBIC B
yIpaBIeHUN cobecenoBaHue
JOKYMCHTaMHU.
6 5. IlepcnexktuBer u | 9 10 | cobecenoBanme
HaTpaBJICHUS
pasBUTHS  XPaHCHHUSI
AJIEKTPOHHBIX
nokymeHToB B COJ1
7 [TpomexyTodHast 9 9 Hmozcosoe
aTTecTatus: DK3aMCH mecmuposarnue
8 UTOIO: 8 4 9 87




CTpyKTypa JUCHUIIMHBI JAJ51 3204HOI (popMBbI 00yUeHUs1

9

(2018 rox nadopa)

O6H.Ia)l pr):[OéMKOCTI: JUCIHUIIIMHBI COCTABJISACT 2 3.C., 72 4., B TOM 4YHCJIC KOHTaKTHas pa60Ta
o6yqa}01u1/1xc;1 C mpenoaaBaTeiieM 8 9., CaMOCTOATCIbHAA pa60Ta 06yqafoumxc;1 64 4.

Bunsl yueOHol paboThI

DopMBbI
(B yacax)
TEKYIETO
KOHTAKTHasi . KOHTPOIA
Ne Pasnen © 2 + £ % YCIIEBaEMOCTH,
/11 | JTUCLHUILINHBL/TEMBI o z g CE =g dbopma
e o = E o % w | 5 § gké IIPOMEXKYTOYHOMN
S| S | E |EF SE|25 | 25| arrecrammm (no
3| 5 53 |83 QE| & o S 3 cemecmpam)
ol=e o |8 58|F & =
1 Beenenue 7 2 cobeceoBaHue
2 1. HopmartusHo- 7 4 10
MIPaBOBOE cobecenoBaHue
peryJupoBaHHe
UCIIOJIb30BAHUSI
¢dopmaroB
AIIEKTPOHHBIX
nokymeHToB B COJ1
3 2. Cranpaptel Ha | 7 10
dbopMaTsI cobecenoBaHue
AIIEKTPOHHBIX
JOKYMEHTOB
4 3. VYmpasnenue | 7 10 | cobecenoBanme
AJIEKTPOHHBIMU
JOKyMEHTaMH Ha 0a3e
IPOrPaMMHOTO
obecrieueHus,
UCTIOJIb3YEMOT0 B
MH(POPMALIMOHHOM
UHPPACTPYKTYpe
OpraHu3aIuu
5 4. ®opmartsl | 8 4 14 | Ilpuem
AIIEKTPOHHBIX MPAKTUYCCKUX
JIOKYMEHTOB, 3aaHui
MPUMEHSICMBIC B
yIpaBIeHUN cobeceoBaHue
JOKYMEHTaMH.
6 5. IlepcmexktuBbl u | 8 18 | cobecenoBanme
HaTpaBJICHUS
pasBUTHS  XPaHCHHUSI
AIIEKTPOHHBIX
JOKyMeHTOB B COJ[
7 | lpomexyTouHas 8 peghepam
aTTecTanus: 3avem
8 UTOTO: 4 4 64




CTpyKTypa IMCUMIIMHBI [JIs1 04HOH opMbI 00yUeHUst
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(2019 rox nadopa)

O6H_Iaﬂ pr):[OéMKOCTI: JUCIHUIIIMHBI COCTABJISACT 2 3.C., 72 Y., B TOM 4YHCJIC KOHTaKTHas pa60Ta
06yqa10mnxc>1 C IMperoJaaBaTciicM 28 4., CaMOCTOATCIbHasA pa60Ta 06yqa}0mnxc;1 44 4,

Bunsl yueOHol paboThI

DopMBbI
(B yacax)
TEKYIETO
KOHTAKTHasi . KOHTPOIA
Ne Pasnen © 2 + £ % YCIIEBaEMOCTH,
/11 | JTUCLHUILINHBL/TEMBI o z g CE =g dbopma
e o = E o % w | 5 § gké IIPOMEXKYTOYHOMN
8| 5 | E |EQ S§E|z25 | €5 | arrccrammm (no
3| 5 53 |83 QE| & o S g cemecmpam)
ol=e o |58 58|F & &
1 Beenenue 8 2 2 cobeceoBaHue
2 1. HopmartusHo- 8 4 6
MIPaBOBOE cobecenoBaHue
peryIupoBaHHe
MCIIOJIb30BaHUS
¢dopmaroB
AJIEKTPOHHBIX
nokymeHToB B COJ1
3 2. Cranmaptel Ha | 8 2 6
dbopMaTsI cobecenoBaHue
AJIEKTPOHHBIX
JIOKYMEHTOB
4 3. VYupasnenue | 8 2 8 6 [Tpuem
AJIEKTPOHHBIMU MPAKTUYCCKIX
JOKYMEHTaMu Ha 0aze 3aJaHuN
IPOrPaMMHOTO
obecrieyeHus, cobecenoBaHUE
UCTIOJIb3YEMOTO B
MH(POPMALIMOHHOM
UHPPACTPYKTYpe
OpraHu3aIuu
5 4. ®opmartsl | 8 4 4 6 [Tpuem
AJIEKTPOHHBIX MPAKTUYCCKUX
JIOKYMEHTOB, 3aaHui
MPUMEHSICMBIC B
yIpaBJICHUU cobeceoBaHne
JIOKYMEHTaMHU.
6 5. TlepcmexktuBbl u | 8 2 8 cobecenoBaHue
HaTpaBJICHUS
pasBUTHS  XPaHCHHUSI
AJIEKTPOHHBIX
nokymeHToB B COJ1
7 | IIpomesxyTouHas 10 pepepam
aTTecTanus: 3avem
8 UTOTO: 8 |16 12 44




CTpyKTypa JUCHUIIMHBI AJI51 04HO-3204HOI (popMBbI 00yUeHUsI

(2019 rox nadopa)

O6H_Iaﬂ pr):[OéMKOCTI: JUCIHUIIIMHBI COCTABJISACT 2 3.C., 72 4., B TOM 4YHCJIC KOHTaKTHas pa60Ta
06yqa10mnx051 C IMperoaaBaTciicM 16 4., CaMOCTOATCIbHasA pa60Ta 06yqa}0mnxc;1 56 4.

Bunsl yueOHoi paboThI

DopMBbI
(B yacax)
TEKYIETO
KOHTAKTHasi . KOHTPOIA
Ne Paznen o 2 O % YCIIEBAEMOCTH,
/1 | JIUCUMILIAHBL/TEMBI 5 z E CE & S dopma
ol - | & E o % = %8 gké IPOMEKYTOYHO
S| S | §E |EF SE|Z25 | 25| arrecrauun (no
3| 8 53 |83 QE| & 3 3 3 cemecmpam)
o5 |o |Ed 58|~ & =
1 Beenenue 8 2 2 cobecenoBaHUE
2 1. HopmartusHo- 8 2 10
MIPaBOBOE cobeceoBaHue
pEryIupOBaHHe
MCIIOJIb30BaHUS
¢dopmaroB
ANEKTPOHHBIX
JOKyMeHTOB B CO/]
3 2. Cranmaptel Ha | 8 10
dbopMaTsI cobecenoBaHue
ANEKTPOHHBIX
JIOKYMEHTOB
4 3. VYupasnenue | 8 4 8 [Tpuem
ANEKTPOHHBIMU MPAKTUYCCKUX
JOKYMEHTaMu Ha 0aze 3aJaHuN
MIPOrPaMMHOTO
obecrieyeHus, cobecenoBaHUE
UCTIOJIb3YEMOTO B
MH(POPMALMOHHOM
UHPPACTPYKTYpe
OpraHu3aIuu
5 4. ®opmartsl | 8 2 4 6 [Tpuem
ANEKTPOHHBIX MPAKTUYCCKIX
JIOKYMEHTOB, 3aaHui
MPUMEHSICMBIC B
yIpaBJICHUU cobeceoBaHue
JOKYMEHTaMH.
6 5. IlepcmexktuBbl u | 8 2 10 | cobecenoBanme
HaTpaBJICHUS
pasBUTHS  XPaHCHHUSI
ANEKTPOHHBIX
nokymeHToB B COJ]
7 | Ilpomescymounas 10 peghepam
ammecmayus: 3avem
8 UTOTO: 8 |8 8 56
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CTpyKTypa IMCUMIIMHBI (MOOY/s) 1A 3204HOH opMbl 00ydeHus1 ¢ npuMeHenuem JJOT

O6H.Ia)l pr):[OéMKOCTI: JUCIHUIIIMHBI COCTABJISACT 2 3.C., 72 4., B TOM 4YHCJIC KOHTaKTHas pa60Ta
o6yqa}01u1/1xc;1 C mperoaaBaTeiieM 8 9., CaMOCTOATCIIbHAA pa60Ta 06yqafoumxc>1 64 4.

Bunsl yueOHoi paboThI

DopMBbI
(B yacax) TeKyIero
KOHTAKTHas . KOHTPOIA
Ne Paznen o 2 O % YCIIEBAEMOCTH,
I/I1 | JTUCLHUILINHBL/TEMBI o z g CE - dbopma
ol - | & E o % = %8 gké IPOMEKYTOYHOI
S| E | E |E8 58|28 | 22| arrecraumu (no
3| & 5 |23 €| & = 3 2 cemecmpam)
ol=e o |58 58|F & i

1 Beenenue 9 1 4 cobecenoBanue

2 1. HopmartusHo- 9 2 10
MIPaBOBOE cobecenoBaHue
pEryIHUpOBaHHE
MCIIOJIb30BaHUS
¢dopmaroB
ANEKTPOHHBIX
NoKyMeHTOB B CO/]

3 2. Cranmaptel Ha| 9 1 10
dbopMaTsI cobeceoBaHue
ANEKTPOHHBIX
JOKYMEHTOB

4 3. VYmpasnenue | 9 2 10 | [Ipuem
3JIEKTPOHHBIMU MPAKTUYCCKUX
JOKYMEHTaMu Ha 0aze 3aIaHUI
IPOrPaMMHOTO
obecrieyeHus, cobecenoBaHUE
UCTIOJIb3YEMOT0 B
MH(POPMALMOHHOM
UHPPACTPYKTYpe
OpraHu3aIuu

5 4. ®opwmarsl | 9 2 10 | [Ipuem
AJIEKTPOHHBIX MPAKTUYCCKUX
JIOKYMEHTOB, 3aaHui
MPUMEHSICMBIC B
yIpaBJICHUU cobeceoBaHne
JOKYMEHTaMH.

6 5. TlepcnexktuBer u | 9 10 | cobecenoBanme
HaTpaBJICHUS
pasBUTHS  XPaHCHHUSI
ANEKTPOHHBIX
JOKyMeHTOB B COJ[

7 10 umozoeas
IIpomedxxcymounas KOHMPOIbHASL
ammecmayus: 3avem paboma

(pepepam)




E

| uroro: (9 |4

3. Copaepsxanue IUCHUNTHHBI

Ne

HanMenoBaHue pa3aesia
JUCHUTJIMHbI

Conep:xanue

BBenenue

[Ipenmer, nenu, 3amauM, coAepKaHHE M METOAMKA
n3ydeHus Kypca «CTaHAapThl XpaHEHHs 3JIEKTPOHHBIX
JIOKYMEHTOB B cUCTEMax 3JIEKTPOHHOTO
JOKyMEHTO00OpOTa», €ro poib B  TOATOTOBKE
0akaaaBpoB, CBA3b c JIpYTUMHU yueOHBIMU
JUCLMIIMHAMU.  3aKOHOJaTelnbHass W  HOPMaTHUBHO-
mpaBoBass  0a3a, perjJaMeHTHpyollas NpPUMEHEHHUE
WHPOPMAITMOHHBIX TEXHOJIOTHH, a TAK)Ke HCIIOJIb30BaHUE
MpOrpaMMHOTO  OOeclieYeHus] ¥ CTaHIapTOB B
ynpaBiieHHuH JOKyMeHTamu. Tepmunonorus B chepe UT.
[lonsatue «Dopmar». HopMmaTtusHo-cripaBouHas,
MeToAndecKass M ydeOHas JurepaTypa. WHTepHeT —

pecypchL.

Pasgen 1.

HopmaTtuHo-1IpaBoBOC
PETyJIMPOBAaHUE UCIIONB30BAHUS
(hopMaTOB ANEKTPOHHBIX JOKYMEHTOB
B COJI

MextyHapoIHbIE TPAaBOBBIE aKThl. 3aKOHOJATENbHBIE U
MOA3aKOHHBIE aktel  PO. [locranoBnenus  u
pacnopspkenust  IlpaBurensctBa P®, nupexktuBsl u
KoHenuuu. HopMaTuBHO-MeTOOMYECKHE TOKYMEHTHI U
CTaHJApTHI.

HopmatuBHast nmokymenrtamus 1o pabore c
JJIEKTPOHHBIMM JTOKyMeHTamu: [IpaBuna s1eKTpOHHOTO
JoKyMeHTooOopoTa, MHcTpykuust mo pabore ¢
3JIEKTPOHHBIMU JOKYMEHTaMH H.T.JI.

Paznen 2. CTaHngapThl Ha (popmaTsl
AJIEKTPOHHBIX JOKYMEHTOB

[Tonstue «Crannmapm. Enunsie IpaBuiIa
¢opMHpOBaHMs,  XpaHEHHWSI M HCIIOJIb30BAHUS
JJMEKTPOHHBIX JOKYMEHTOB pa3MYHBIX THUIOB H
HazHadueHHd. [IpyHLUOBI cTaHAApPTH3ALMM  CHUCTEM
AJIEKTPOHHOTO IOKYMEHTO000pOTa.

Paznen 3. Yopasnenue
AJNICKTPOHHBIMH JJOKYMEHTaMH Ha
0aze mporpaMMHOTO 0OecIieueHus,
HCIIOJB3yEeMOT0 B HH(POPMAIIMOHHOH
MHPPACTPYKTYPE OpraHU3aIUN

Wudopmanmonnas uHPpacTpyKTypa OpraHU3alHU.
OcobenHocty ee opraHuzauuu. Vctopus ¥ MHpOBOM
OMBIT TNPHUMEHEHUS MNPOrPaMMHOrO OOECTeUYeHus] B
YIPaBIEHUH YNEKTPOHHBIMU JOKYMEHTaMH.

Paznen 4. @opmaTel dJIEKTPOHHBIX
JIOKYMEHTOB, IIPUMEHSAEMBIC B
YIIPaBJICHUU JOKYMEHTAMHU

[Monstne «®Popmat»y. XapakTepuctuka (opmaToB
3JIEKTPOHHBIX JOKYMEHTOB.

MexruiaTopMeHHBIH ¢dopmar 3JIEKTPOHHBIX
nokymentoB PDF. MexmnatdopmenHsiii  ¢opmar
JIOJITOCPOYHOTO ApXMBHOTO XPaHEHHS 3JIEKTPOHHBIX
nokymeHnToB PDF/A.

[IpobneMbl ONEpaTHBHOTO XpaHEHHS 3JICKTPOHHBIX
nokymentoB B COJI. [IpobneMsl apXUBHOTO XpaHEHHUS
3JIEKTPOHHBIX AJOKyMEHTOB B CO/I.

O0ecnieuenue LEJOCTHOCTH W HEU3MEHHOCTH
JJIEKTPOHHBIX JIOKYMEHTOB, XpPaHUMBIX B CHCTEMax
3JIEKTPOHHOTO JIOKyMEHT0000poTA. Murpanus
QJIEKTPOHHBIX  JIOKYMEHTOB Ha  JIpyroii  ¢opmar.
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VTUIHUTE JJIA apocMOTpa JOKYMCHTOB Pa3HbIX
(bOpMaTOB B CHUCTEMAX QJICKTPOHHOI'O
JIOKYMEHT0000poTa.

6 Pal[e.]'[ 5. HCpCHGKTI/IBBI nu HepCHeKTI/IBBI HUCMOJIb30BaHUA CTAHAAPTOB XPaHCHUA
HaIIpaBJICHUA Pa3BUTUA XPAHCHUA QJICKTPOHHBIX NTOKYMCHTOB B Poccuiickon d)eﬂepaum/l.
SJICKTPOHHBIX TOKYMCHTOB B CQI[ HpO6J’IeMBI OINICPAaTUBHOIO M APXHMBHOI'O0 XpPAaHCHUA

QJICKTPOHHBIX HOKYMCHTOB B CHUCTCMaxX JSJICKTPOHHOTO
JOKyMeHTooOopoTa. BaxHOoCTp  cTaHmaproB Ui
JACMOKPATUYCCKOTO TOCyAapCTBCHHOI'O  YIPAaBJICHUS.
Hanmonanbnas nporpammuas miatgopma.

PazpaboTrka  cTparernii ®  XOpOIIMX  HPaKTHK,
MNPUMCHHUMBIX K MHUPOKOMY CICKTPY 3JICKTPOHHBIX
AOKYMCHTOB TOCYHApCTBCHHOI'O M YaCTHOTO CCKTOPOB
JJIA obecrieyeHust HUX ):[OJ'IFOBpCMCHHOfI AOCTYITHOCTHU H
AYTCHTUYHOCTHU.

4. Oo0pa3oBare/jibHbIe TE€XHOJOTHH

No Buowt yueonou | Odpazosamenvuvie u ungpopmayuontvle
Haumenoeanue pazoena

n/n padomuol mexHono2uu

1 2 3 5
HopmaTtuBHo-npaBoBoe  |Jlekmus 1. BBoaHas sekuus ¢ HCNoJIb30BaHUEM
peryiMpoBaHue BHUJIEOMATEPHATIOB
1 |ucnonb3oBanus popmatos |CaMocTosTETbHAS
AJIEKTPOHHBIX JOKYMEHTOB |paboTa
B COJI
Cranpmaptel Ha ¢opmatsl|Jlekus 2. Jlexuus-Bu3zyanusanus ¢ IpUMEHEHHEM
NEKTPOHHBIX TOKYMEHTOB CIIalI-IIPOEKTOpa
2 CamocrositenbHast  |[loaroroBka K 3aHATHIO C
pabora HCII0JIb30BAHNUEM PECYPCOB UHTEPHET,
YKa3aHHBIX B METOJINYECKUX
PEKOMEHAALNAX K AUCIUTIIINHE
Yupasnenue Jlexmug 3. [TpoGnemuas nexius
ANEKTPOHHBIMU
noKyMeHTamMu Ha  Oase|lIpakThueckue 3aHATHS B CUCTEMAX 3JIEKTPOHHOTO
IIPOrPaMMHOTO 3aHATHUS. nokymenroobopota (CO/)
3 |obOecnieueHus,
HCIIOJIb3YEMOTO B|CamocTosarenbHast |KoHcynbTHpOBaHME U IPOBEPKA
MH(POPMALMOHHOM pabora JIOMAaIIHUX 33JJaHUI IOCPECTBOM
UHPPACTPYKTYpe obmayHoro cepBuca Dropbox
OpraHM3alMH
Jlexuus 4. Jlexuus-Bu3yanusanus ¢ IPUMEHEHUEM
CJIAMA-IIPOEKTOPA
@opMarbl  JIEKTPOHHBIX
JIOKYMEHTOB, IIpakTnueckue 3aHATHSI B CUCTEMAX 3JIEKTPOHHOTO
MIPUMEHSEMbIE B|3aHATHSL. nokymeHnToobopora (CO/]) u makerax
4 |ynpaBieHUU o(ucHBIX IporpamMm
JOKYMEHTaMH.
CamocrositenbHast  |[loaroroBka k 3aHATHIO C
pabota HCII0JIb30BAHUEM PECYPCOB UHTEPHET,
YKa3aHHBIX B METOJINYECKUX
PEKOMEHAALNAX K AUCIUTIIINHE
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[IepcnexTrBbl u(Jlexknus 5.
HaIpaBJICHUs pa3BUTHUS
XpaHEHHUs]  BJIEKTPOHHBIX | CamMocTosATENbHAS
JOoKyMeHTOB B COJ[ pabota

[TpoGnemuas nexius

5. OneHka JIaHMPYyeMbIX pe3yJIbTATOB 00y4YeHH s

5.1. Cucrema OLleHUBAHUA

Makc. KoJIH4ecTBO 0aJ1710B
Dopma KOHTPOJIA 3a onny Bcero
padory
Texymui KOHTPOIIb:
- onpoc 5 6annos 25 bannos
- gbInoNHeHUue npakmuyeckux 3aoanuti |10 6annos 20 b6annos
- KoHmponvHas paboma (peghepam) 15 6annos 156annos
[TpomexxyTouHas aTTeCTanus 40 6annos
3auem
HToro 3a cemectp (Oucyuniumny 100 6annos

ITosry4eHHBII COBOKYNIHBIN pe3yabTaT KOHBEPTUPYETCS B TPAAULIMOHHYIO IIKAIy OLICHOK U B
IIKaly OIIeHOK EBporeiickoii cucteMsl epeHoca 1 HakoruieHus kpeautos (European Credit
Transfer System; nanee — ECTS) B cooTBeTCTBHHM ¢ TaOnuIeit:

100-6amnpHast TpajionHas mkata IIkana
[IKaja ECTS
95 -100 A

23— 04 OTJIMYHO B

68 — 82 XOpOIIO 3a4TE€HO C

56 — 67 D
5055 yIOBJIETBOPUTEIHHO E

20 — 49 FX
0-19 HEYIOBJIETBOPUTEIHHO HE 3a4TCHO F
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5.2.Kpurtepuu BbICTaBICHUS OLICHKU MO AUCIHUILIUHE

Banael/
HIxana
ECTS

Ounenka no
MUCHUILINHE

Kputepun oneHkn pe3yibTaToB 00y4eHHs 110
AUCHUIINHE

100-83/
A.B

«OTIIHYHOY/
«3a4YTEHO
(oTIHYHO)»/
«3a4TEHO»

BricraBnsiercs oOyuaromemMycs, €ciid OH ITyOOKO U
IIPOYHO YCBOMJI TEOPETUYECKUM U IPAKTUUECKUI
Marepuai, MOXeT IIPOJAEMOHCTPUPOBAT 3TO HA 3aHATUAX
U B X0JI€ TPOMEKYTOYHON aTTECTALUU.

OOyuaronuiics HCUEPIBIBAIOIIE U JOTMYECKH CTPOIHO
u3JaraeT yueOHbIi MaTepuall, yMeeT yBSI3bIBaTh TEOPUIO C
IIPAKTUKOM, CIIPABISICTCA C PEIICHUEM 3aad
npodeCCUOHATLHON HANIPAaBIEHHOCTH BHICOKOTO YPOBHS
CJIO’KHOCTH, ITPABHIILHO 0OOCHOBBIBACT ITPUHSATHIC
peLieHusl.

CB000/IHO OpUEHTHPYETCS B YUeOHOH U
npodeCCUOHATILHOM TUTepaType.

OreHka Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYarOmEMyCs C
y4E€TOM PE3YNIbTATOB TEKYILEH U IPOMEKYTOUHOU
aTTeCTalUu.

Komnerenmnuu, 3akpeni€Huble 3a AUCHUIIIMHOM,
c(OPMHPOBAHBI HA YPOBHE — «BBICOKHUI.

82-68/

«XOpouIo»/
«3a4TEHO
(xoporo)y»/
«3a4TEHO»

BricraBnsiercst o0yuaromemMycs, €ciii OH 3HaeT
TEOPETUYECKUN U IIPAKTUYECKUNA MaTepuas, IpaMOTHO U 110
CYILECTBY M3JIaraeT €ro Ha 3aHATHUSIX U B XOJE
IIPOMEKYTOYHON aTTECTAllUU, HE JHOIYCKasl CYLIECTBEHHBIX
HETOYHOCTEH.

OOyuaronuiicsi IpaBUIBHO IPUMEHSET TEOPETHUECKHUE
IIOJIOXKEHUS IIPU PELLEHNUHU ITPAaKTUYECKUX 3a/1a4
npodeCCHOHATBLHON HAMPABIEHHOCTH Pa3HOTO YPOBHS
CJIO’KHOCTH, BJIa/IeeT HEOOXOAMMBIMH ISl TOTO HaBbIKAMH
U IpUEMaMU.

JIOCTaTOYHO XOPOIIO OPUEHTHPYETCS B YUeOHOH U
npodeCCUOHATILHOM TUTepaType.

OreHKa Mo JUCHUIUIMHE BBICTABIISIOTCS 00YJaromEeMycs C
y4E€TOM PE3yNbTATOB TEKYIIEH U IPOMEKYTOUHOU
aTTeCTalUu.

Komnereniuu, 3akperniéHuble 3a AUCITUTUTMHOMN,
c(OPMHPOBAHBI HA YPOBHE — «XOPOIIHUN».

67-50/
D.E

«YIOBIETBOPH-
TEIBLHO»/
«3a4TCHO
(ynosnerBopu-
TEJILHO)»/
«3a4YTCHO»

BricraBnsiercs o0yuaromemMycs, eciii OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUYECKUI U MPAKTUYECKUN MaTeprall,
JIOMYCKAET OTAETIbHBIC OMIMOKH MPH €ro U3JI0KEHUHU Ha
3aHATHAX U B X0J1€ IPOMEXKYTOUHOM aTTECTalUH.
OOyuaronuiicss UCTIBITHIBACT ONpPEACIEHHBIE 3aTPYAHEHUS
B IIPUMEHEHUN TEOPETUUECKUX TOJIOKEHUH NPU PELIEHUU
MPAaKTUYECKHX 3a/1a4 MPO(HEeCCHOHAIBHON HAPaBICHHOCTH
CTaHJIaPTHOI'O YPOBHS CJI0)KHOCTH, BJIAJEET
HEOOXOIUMBIMU JIJIs1 3TOTO Oa30BBIMHM HAaBBIKAMHU U
IPUEMAMH.

JIeMOHCTpHpPYET 0CTaTOYHBIN YPOBEHb 3HAHUS yUEOHOM
JUTEPATYPHI 110 TUCLHUILIIMHE.
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Banasl/ Ounenka no Kputepun oneHkn pe3yibTaToB 00y4eHHs 110
Ixana AUCHUIINHE AUCHUIINHE
ECTS

OreHKa Mo JUCHUIUIMHE BBICTABIISIOTCS 00YJarOmEeMycs C
y4E€TOM PE3YNIbTATOB TEKYILEH U IPOMEKYTOUHOM
aTTeCTaluu.

Komnerenmnuu, 3akpeni€HHble 3a AUCHUIIIMHOM,
c(OPMHPOBAHBI HA YPOBHE — «JJOCTATOUHBIIHY.

49-0/ «HEYIOBIIETBOpPHUTE | BricTaBisercs oOyydaronemMycs, eciii OH He 3HaeT Ha
F,FX JTBHOY/ 6a30BOM ypOBHE TEOPETUYECKHI U MPAKTUUECKUI
HE 3a4TEHO MaTepHal, 10MycKaeT rpyOblie OUIHMOKH IpU ero
M3JI0KEHUHU Ha 3aHATUSAX U B XOJI€ POMEKYTOUHOMN
aTTeCTallUH.

OOyuyaronuiicst UCTIBITHIBACT CEPbEIHBIC 3aTPYAHECHUS B
IIPUMEHEHNN TEOPETUUECKUX TOJI0KEHUH NPU PELIEHUH
MPAaKTUYECKHX 3a/1a4 MPO(HeCCHOHAIBHONW HAPaBICHHOCTH
CTaHJapTHOT'O YPOBHS CJIO)KHOCTH, HE BJIaJ€ET
HEOOXOIMMBIMU JIJIs1 3TOTO HAaBBIKAMU U MIPHUEMaMHU.
JleMOoHCTpHpYeT (pparMeHTapHbIe 3HAHUS YIeOHOM
JUTEPATYpPHI 110 TUCLHUIUIMHE.

O1eHKa Mo JUCHUIUIMHE BBICTABIISIOTCS 00YJaromEeMycs C
y4E€TOM PE3YNIbTATOB TEKYILEH U IPOMEKYTOUHON
aTTeCcTaluu.

KomMmneTeHuu Ha ypoBHE «JOCTaTOUHBINY, 3aKPEIUIEHHBIE
3a AMCUUIUIMHON, He C(OPMHUPOBAHBI.

5.3. OueHouHbIe cpeAcTBa (MaTepUabl) s TEKYLEr0 KOHTPOJI yCIIEBAEMOCTH,
MIPOMEKYTOYHOM aTTecTaly 00yUJaroMIUXCsl 0 TUCIUIUTHHE
IIpuMepHBIii IepeYeHb BOIIPOCOB K 3a4ETy

1.3akoHoaTeNbHAsT 1 HOPMATHUBHO-TIPAaBOBast 0a3a, perJaMeHTUPYIOIas UCTIOIb30BaHUE
Y IPUMEHEHUE CTaHapPTOB XPAaHEHUS 3JIEKTPOHHBIX JOKyMeHTOB B CO/I.

2.IlonsATHs «cTaHAAPT», «POPMAT» FNEKTPOHHOTO JOKYMEHTA.

3.0cHOBHBIE HMH(OPMAITMOHHBIE TEXHOJOTHUH, HCIOJb3yeMble B JOKYMEHTALMOHHOM
obecrieueHuu yrnpasneHus. Haznauenue, mecto, posib.

4.1Ipumepsl NpOrpaMMHBIX IPOAYKTOB JJIsl PELIEHUS 3aa4 YIIPaBICHUs JOKyMEHTaMU.

5.Peanuzanusi TUIMOBBIX 3aJad JEJIONPOM3BOJICTBA HA IpUMeEpe TMakeTa OQUCHBIX
MIPUJIOKEHUN.

6.Mcnonb3oBanue (GopMaToB AIEKTPOHHBIX JOKYMEHTOB B JOKYMEHTALMOHHOM
o0ecreyeHn! yIpaBIeHHsL.

7.CTanapThl XpaHEHUs SIEKTPOHHBIX T0KyMEHTOB B CO/I.

8.®opmaThl B3aMMOAECHCTBYS 2JIEKTPOHHBIX JOKYMEHTOB.

9.IlepcieKTUBBI U HAIPABJIEHUS Pa3BUTHS XPAHEHUS AIEKTPOHHBIX TOKyMEHTOB B COJ]

10.  OO630p 3akoHOAATENbHON 0a3bl, perJaMeHTupylomed cdepy MTpPUMEHEHHS
CTaHJIapTOB XPaHEHUS 3JIEKTPOHHBIX JOKYMeHTOB B CO/I.
11. AHanu3  HOPMAaTHUBHO-METOJMWYECKUX  JIOKYMEHTOB,  PETIAMEHTHUPYIOIIUX

nponecCbl BHCAPCHUA U HCIIOJB30BAHUA CTAHAAPTOB XPAHCHHUA JJICKTPOHHBIX JOKYMCHTOB B

CoA.

12.  AHanu3 TEpMHHOJIOTUH, UCTIOIB3YyeMOH B cepe MHHOPMAIIMOHHBIX TEXHOJIOTHI.
13.  AHanu3 CTaHIapTOB, UCIOJIb3YEMBIX IIPU YIIPABICHUH JOKYMEHTAMHU.
14.  Ananu3 ¢$opMaToOB 3IEKTPOHHBIX JOKYMEHTOB, HCIIOJIB3YEMbIX MPH YIPaBICHUH

AOKYMCHTaMH.
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15. O630p myOnuKamuii OTEYECTBEHHBIX aBTOPOB IO  BOMPOCAM  HCIIOJIB30BaHMS
CTaH/apTOB XPaHEHUs AIEKTPOHHBIX JOKYMEHTOB B CO/I.

16. O630p myOnukanuii 3apyOexHBIX aBTOPOB IO BOIPOCAM HCIIOJIb30BAaHHS CTaHIAPTOB
XpaHEHUs AIEKTPOHHBIX JOKYMEHTOB B CO/I.

17. Pemienne TUMOBBIX 3a7ay  JICJONPOM3BOJACTBA CPEACTBAMHU IaKeTa O(QUCHBIX
IIPUIOKEHUN.

6. YueOHO-MeTOAMYECKOEe M HH(POPMALMOHHOE 0O0ecneYeHHue TUCIUIIINHBI

6.1. Cnucok MCTOYHMKOB U JIUTEPATYpPhI
Hcrounuku
OcHoBHBIE

1. ®enepanbubiii 3akoH Poccuiickoit @enepanuu ot 27 nexadbps 2002 r. Ne 184-03 «O
TeXHU4YecKoM perynupoBanum» // C3 PO. - 2002. - Ne 52 . - Ct. 5140.

2. @enepanbublii 3akon Poccuiickoit @enepanun ot 27 urons 2006 r. Ne 149 - @3 «O6
uHpopManuu, HHHOPMAIIMOHHBIX TEXHOJIOTHAX U 0 3ammre uHpopmarun» // C3 PD. - 2006. -
Ne31(u.l). - Cr. 3448.

3. Tlocranosnenue [IpaBurenscrBa Poccuiickoit deneparun ot 14 centsiops 2012 r. Ne
928 «O 6a30BbIX TOCYAAPCTBEHHBIX HH(POPMAIIMOHHBIX pecypcax» // C3 PO. - 2012. - N 39. -
Cr. 5269.

4.Tlocranosnenue IlpaButensctBa Poccuiickoit @enepaunn ot 22 nekadps 2012 r. Ne
1382 «O mnpucoenuHeHUH WHDOPMAIMOHHBIX CHUCTEM OpraHu3aluid K HHPPACTPYKTYpE,
obecrieunBaromeil MHPOPMALMOHHO-TEXHOJIOTHYECKOE B3aUMOJCCTBUE HMH(POPMALIMOHHBIX
CHCTEM, HCIIOJIb3YEMBIX JJIsl MPEOCTAaBICHUS TOCYIAPCTBEHHBIX W MYHMLMIAIBHBIX YCIYT B
anekTpoHHOU dopme» // C3 PD. - 2012. - N 53 (4. 2). - Cr. 7938.

5. Pacnopsixenne IlpaBurensctBa Poccuiickoit @eaeparmu ot 20 oktsabps 2010 r. Ne
1815 «O rocynapctBenHoit nporpamme Poccuiickoit @enepannn "MHPOpMamoHHOE 0OIIECTBO
(2011—2020 romer)» // C3 PD. -2010. - Ne 46. - Ct. 6026.

6. Pacniopsbxenue IlpaButensctBa Poccuiickoit @enepauuu ot 17 nexadps 2010 roma Ne
2299-p «O muane nepexona ¢enepaabHbIX OPraHOB MUCTOJIHUTEIBHONW BIACTU U (enepaabHbIX
OIOJDKETHBIX YUYPEXKIEHUH Ha MCIOJIb30BaHUE CBOOOJHOrO mporpaMMmHoro obecneuenus» // C3
P®. - 2010. - Ne52 (4.1). - Cr. 7181.

7. Pacniopsixenue IIpaButensctBa Poccuiickoii ®eneparyu ot 12 ¢espans 2011 roma Ne
176-p «OO0 yTBepKICHMM IUIAHA MEPONPHUATHHA MO TMepexody (eaepalbHbIX OpraHoB
WCTIOJTHUTENILHOM BIAacTU Ha 0e30yMa)XHbIH JOKYMEHTOOOOPOT NMPH OpraHU3allMU BHYTpPEHHEH
nesrensHocTHY // C3 PO. - 2011. - Ne. 8 - Ct. 1151 .

8. ITpuka3z Munkomcssizu Poccun ot 02.09.2011 Ne 221 «O06 YrBepxkaenuun TpebGoBanuit
K HMH()OPMAIMOHHBIM CHCTEMaM 3JEKTPOHHOTO JOKYMEHT0000poTa (QenepajabHbIX OpraHoB
UCTIOJIHUTENILHOM ~ BJACTH, YUYMTHIBAIOUIME B TOM YHCIE HEOOXOJUMOCTh 00paboTKH
uHpoOpMalnu, AOCTYN K KOTOpOHl orpanudeH» [DnekTpoHHbIH pecypc] // Pexum nocryma:
http://minsvyaz.ru/ru/doc/index.php?id_4=637, cBOOOIHBII.

JlonoHUTEIbHEIE

9.TOCT P 13008-2015 «Mudopmanus u noxkymeHtauus. IIpomecchl KOoHBepcHH U
MUTpAIUU SJIEKTPOHHBIX JOKYMEHTOBY» - M.: Ctangaptuadopm, 2016.

10. Otuer o HHP «CpaBHutenpHbli aHamu3 (opMaToB (aiiaoB 3IEKTPOHHBIX
JOKYMEHTOB TOCTOSTHHOTO (JJOJTOBPEMEHHOT0) XpaHeHUs» [DIeKTpoHHBIH pecypc] / Mockaa.
PITY. 2013 Pexxum nocrtymna: http://archives.ru/documents/methodics.shtml

JIureparypa
OcHoBHas



19

1. Kabamos C. FO. DnekTpoHHOE MPaBUTEIbCTBO. DIEKTPOHHBIN TOKyMeHT0000poT. TepMuHs! n
ompeneneHus: Yuebnoe nocodue. - 1. - Mocksa: OOO «Hayuno-uznarensckuii nenrp MH®OPA-
My, 2017. 320 C. ISBN 9785160068350.
http://znanium.com/go.php?id=809828

2. YepnukoB b. B. MndopmanrionHsie TeXHOJIOTHH yrpaBieHus : yueOnuk / b.B. UepHukos. 2-¢
u31., nepepad. u gor. M. : U1 «®OPYM» : UTHOPA-M, 2018. 368 c. (Briciiee oOpazoBaHue:
bakanaspuart). http://znanium.com/bookread2.php?book=954481

3. Texnonorus otkpbIThix cucteM. [lox pen. A.fl. OneitnukoBa. — M.: Snyc-K, 2004. — 288 c.,
WIL.
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u3n., nor. / M.B. Jlapun, O.U. PeickoB. M.: BHUNJIA]JL, 2008.- 208 c.

3. SlranoBa A.A. OTKpBITBIE CTaHAAPTBI M OTKPBITHIE (HOPMATHl AIIEKTPOHHBIX
nokymeHToB // JlenonponsBoactso. 2009. Ne 4. C. 23 — 28.

4. SranoBa A.A. @opMaThl AEKTPOHHBIX JTOKYMEHTOB, UCIIOIb3yEMBIE B YIIPaBICHUN
nokymenrarueii // JlenonpousBonactro. 2009. Ne 3. C. 27 — 31.

5. SranoBa A.A. CBoOomHOE mporpaMMHOE OOecreueHHe M OTKPBIThIE (OpPMAaTHl B
Poccun // lenonpoussoactso. 2010. Ne 1. C. 29 — 33.

6. SranoBa A.A. OTKpBITbIE CTaHAAPTHI U JIEKTPOHHBIE JOKYMEHTHI B Poccuiickoii

@enepani Ha COBpeMEeHHOM »HTane // Tpynel TpeTbe MEXIyHapoAHOW KOH(epeHIHUn
«Crangaptu3zanus MHQOPMAIIMOHHBIX TEXHOJIOTHI U nHTeponepadenbHocTh - SITOP’2009%». 27
okt0ps 2009 r., Mockaa. C. 137 — 140.

7. SlranoBa A.A. OTKpbITBIE HH(OPMAIIMOHHBIE TEXHOJIOTUM B YIPaBICHUH
JJIEKTPOHHBIMU ~ JTOKyMeHTamu //  Tpyasl  4deTBepToil  BCEPOCCHHCKON  KOH(EpeHIHH
«CrangapTu3zanys UHPOPMALMOHHBIX TEXHOJIOTUH U UHTEponepadensHocTh Sitop 2010». — M.:
Axkanemust nHpopMannoHHbIX cucteM. C. 38-41.

8. SAranoBa A.A. OnexkTpOHHblE JOKYMEHTbI M  OTKpBITBIE CTaHAApPTHl B
rOCYJapCTBEHHOM yrpaBiieHuH // JlIokyMeHTaIus B HHGOPMAIIMOHHOM OO0IIeCTBE. DIEKTPOHHOE
MIPAaBUTENILCTBO: yIpaBieHue AoKyMeHTamu: Jlokmaabl u coobmenns Ha XVI MexayHapoaHoi
Hay4YHO-TIpaKTHUecKoi KoHpepeHuuu 26-27 nosops 2009 r. / Pocapxus. BHUMJAL. - M.,
2010. C. 148 - 151.

6.2. [Tepedens pecypcoB HH(HOPMAIIMOHHO-TEIIEKOMMYHHUKAITMOHHOM ceTu «IHTepHET».

HKT B opranax rocygapctBenHoi Biactu Poccun 2008: ananutudeckuii 0630p
[DnexTponnsrii pecypc] // ArearctBo CNews Analytics; DnektpoH. gan. M.: cop 1995 —2010
Xonguar PBK. Pexxum nocryna: http://www.cnews.ru/reviews/free/gov2008/, cBoOOTHBIH.

UT B opranax rocynapcrsenHoi Biactu Poccun 2009: ananutuueckuii 0030p
[DnexTponnslii pecypc] / ArearctBo CNews Analytics; DnektpoH. gan. M.: cop 1995 —2010
Xonpuur PBK. Pexum noctyna: http://www.cnews.ru/reviews/free/gov2009/, cBOOOTHBIIA.

UT B opranax rocynapcrsenHoi Biactu Poccun 2010: ananutuueckuii 0030p
[DnexTponnslii pecypc] / ArearctBo CNews Analytics; Dnekrpon. gan. M.: cop 1995 —2010
Xonpuur PBK. Pexum noctyna: http://www.cnews.ru/reviews/free/gov2010/, cBOOOTHBIIA.

NT B opranax rocynapcrBeHHo# Biactu Poccun 2011: ananutnueckuit 0630p
[DnexTponnslii pecypc] // ArearctBo CNews Analytics; DnexktpoH. gan. M.: cop 1995 — 2011
Xonguar PBK. Pexxum nocryna: http://www.cnews.ru/reviews/free/gov2011/, cBoO0THBIH.

UT B opranax rocynapcrBeHHoi Biactu Poccun 2012: ananutudeckuii 0030p
[DnexTponnsrii pecypc] // ArearctBo CNews Analytics; DnektpoH. gan. M.: cop 1995 — 2012
Xonguar PBK. Pexxum nocryna: http://www.cnews.ru/reviews/free/gov2012/, cBoOOTHBIH.
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UT B opranax rocynapctsenHoi Binacti Poccun 2013: ananuruueckuii 0030p
[DnexTponnslii pecypc] / ArearctBo CNews Analytics; DnexktpoH. gan. M.: cop 1995 — 2015
Xonnuur PBK. Pexum noctyna: http://www.cnews.ru/reviews/free/gov2013/, cBOOOTHBIA.

HUKT B roccekrope 2014: ananutuyeckuii 0030p [DIEKTPOHHBINA pecypc] // ATEHTCTBO
CNews Analytics; DnektpoH. gan. M.: cop 1995 — 2015 Xonaunr PBK. Pexum nocryna:
http://www.cnews.ru/reviews/new/ikt v_gossektore 2014/, cBoOOIHBIA.

Priok COJ] 2010: 0603penue [Dnexrponnslii pecypc] / ArentctBo CNews Analytics;
Onekrpon. nad. M.: cop 1995 — 2011 Xonnuur PBK. Pexxum noctyna: http:// www.cnews. ru/
reviews/free/dms2010/, cBOOOTHBIH.

Peinok COJI 2015: xopoias pyHKIMOHATBHOCTh MOKET OBITh JEIIEBOM:
o0o3penue [DnekTpoHHbii pecypc]| // ArentctBo CNews Analytics; D1eKTpoH.
naH. M.: cop 1995 — 2015 Xonauur PBK. Pexxum gocryna:

http://doc.cnews.ru/reviews/index.shtml1?2015/04/30/595437, cBoOOIHBIA.

7. MatepuajJbHO-TEXHHMYECKOe o0ecreyeHne JUCUMILITUHBI

KomMmnbroTepHslii Kiacc, NOAKIIOYEHHBIH B VIHTEpHET, OCHALLEHHBIH IPOEKTOPOM JUIsS
3JIEKTPOHHBIX MPE3eHTALUil 1 SKpaHOM. Bce KOMIIBIOTEpBI JOIKHBI OBITH CBSI3aHBI MEXTY CO00M
B E€IUMHYI0 BHYTPEHHIOIO CETb M OCHAIIEHbl CICHUAJIM3UPOBAHHBIM  IPOrPAMMHBIM
o0ecreyeHueM.

[TporpamMMHBIe CpeCTBa, 337 CTBOBAHHBIEC B IPOIlEcCe O0YUCHUS:

- CBoOoaubI# o¢pucHbIi naker LibreOffice

- O¢ucHslit maket npuinoxenuit Microsoft Office
- ABBYY FineReader

- Internet Explorer, Google Chrome

CrnipaBOYHO-NIPAaBOBBIE CUCTEMBI:
«Koncynbrant», «["apant»

[TporpamMMHBI€ TPOAYKTHI, 331€HCTBOBAHHBIE B IPOLIECCe 0OyUEHUS:
CucTeMbl 3JIEKTPOHHOTO JOKYMEHTO000pOTa

- «[IEJIO» Komnanus 30C

-« KAJIPbI» Kommanus 50C

- «E1 EB¢par» Kommanus Cognitive Technologies
- DIRECTUM Komnanus DIRECTUM

- «Docs Vision» Komnanus Docs Vision

- «1C dokymenroobopor» Kommanus 1C

- «IRM Doc» Komnanus HTI[ UPM

[Topranbuble pereHus:

EOS for SharePoint
burpuxc 24

8. O0ecneyenne 00pa3oBaTeIbHOIO NMpoOLECCA 1JISA JIML ¢ OTPAHNYCHHBIMH
BO3MOKHOCTSIMH 3/10POBbSI 1 HHBAJIN/I0B
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B xozne peanusanuu AUCHUIUIMHBL UCIIONB3YIOTCA CIEAYIOIIUE JOMOJIHUTEIBHBIE METOIbI
00y4YeHHUs1, TEKYIIEro KOHTPOJIS YCIEBAEMOCTH U MPOMEXYTOUHOM aTTecTalu o0yJaromuxcs B
3aBUCUMOCTH OT UX WHAMBHIYaJIbHBIX 0COOEHHOCTEH:

® IS CIENBIX U CITAa0OBUAAIIMX:

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

- TUCbMEHHBIE 3a/JlaHHS BBINOJHSIOTCS HA KOMIIBIOTEPE CO CHEUUAIU3UPOBAHHBIM
MPOTpaMMHBIM 00eCTieueHHEM, HIIM MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- oOecrieuynBaeTCs MHIMBUIYallbHOE paBHOMEpHOE ocBenieHne He meHee 300 IoKc;

- JUIsL BBINIOJMHEHMS 3aJaHusl NP HEOOXOTUMOCTH TPEIOCTABISACTCA YBEIWYHMBAIOLICE
YCTPOMCTBO; BO3MOKHO TAK)KE UCII0JIb30BAHNE COOCTBEHHBIX YBEINYHMBAIOIINX YCTPONCTB;

- MUCHbMEHHBIE 3aJ]aHNs OPOPMIISIOTCS YBEIIMYEHHBIM HIPUPTOM;

- 9K3aMEH U 3a4€T MPOBOIATCA B YCTHOM (hOpMeE MM BBITIOTHSAIOTCS B MUCbMEHHOM (opme Ha
KOMIIBIOTEPE.

® IS TIYXMX M CIa0O0CHbIIAIINX:

- Jekuud O(OPMIISIIOTCA B BHJIE 3JCKTPOHHOIO JOKYMEHTa, JHOO MpPEeJOCTaBIIAETCS
3BYKOYCWJIMBAIOILAs allaparypa MHANBUAYAIbHOIO IIOJIb30BaHUS;

- MUCHbMEHHBIE 33JJaHUS BBIMOJIHAIOTCS Ha KOMITBIOTEPE B MUCHBMEHHOM (hopMe;

- 9K3aMEH M 3auéT MNPOBOAATCA B NHUCbMEHHOW (opMEe Ha KOMIBIOTEPE; BO3MOXKHO
npoBesieHue B (popMe TeCTUPOBAHMUS.

e JUIsl IUI| C HAPYLIEHUSIMU OIIOPHO-/IBUTaTEILHOTO aniapara:

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

- TUCbMEHHBIE 3a/JlaHHS BBINOJHSIOTCS HA KOMIIBIOTEPE CO CHEUUAIU3UPOBAHHBIM
MPOTPaMMHEIM 00€CTICUeHUEM;

- 9K3aMEH U 3a4€T MPOBOIATCA B YCTHOM (hOpME MM BBIMTOTHAIOTCS B MUCbMEHHOHN (opme Ha
KOMIIBIOTEPE.

[Tpu HEOOXOMMMOCTH MpeyCMaTPUBACTCS YBEIIMUCHNUE BPEMEHH Il TOATOTOBKH OTBETA.

[Iponienypa  mpoBefeHHs  NPOMEXKYTOUHOH  arTecTauumu Uil OOydaromuxcs
YCTAHABIMBACTCS C Y4YETOM UX HMHIUBUIYAJbHBIX ICUXO(PHU3MUECKUX OCOOEHHOCTEH.
IIpomexyTouyHas arTecTanysi MOXKET IIPOBOIAUTHCS B HECKOJIBKO ATAIOB.

[Ipu npoBeneHNH MpoLEaypHl OLEHUBAHUS PE3yJIbTATOB OOyUEHHs IMpeaycMaTpuUBaeTCs
UCTIOJNIb30BAaHME TEXHUYECKHX CpPEACTB, HEOOXOOUMBIX B CBA3M C HWHAMBHUIYaJIbHBIMH
0COOEHHOCTSAMHU O0yYaroImuxcsi. OTH CPEACTBa MOTYT OBITh MPEIOCTABICHBI YHUBEPCUTETOM,
WJIA MOTYT HCTIONIb30BAThCSl COOCTBEHHBIE TEXHUYECKHE CPEJICTBA.

[IpoBenenue mpoueaypbl OICHHMBAHHUS  PE3yAbTaTOB  OOy4YEHHMsS  JIOMYCKaeTcs C
MCTIOJIb30BaHUEM JMCTAHIIMOHHBIX 00pa30BaTEeIbHBIX TEXHOIOTHA.

ObecneunBaeTcst A0CTyN K MH()OPMAIMOHHBIM U OMOIMOrpaduyeckuM pecypcaM B CETH
WuTepHeT Uit Kaxkaoro oOydamomerocss B (opmax, aZanTUPOBAHHBIX K OTPAHUYEHUSAM HUX
3JI0POBbSI U BOCIIPUATHUS MH(POPMALUH:

® IS CIENBIX U CITAa0OBUAAIIMNX:

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

- B (hopme ayanodaiina.

® Ui TIIYXHX U CJIA0OCIHbIIAIINX:

- B IeYaTHOH opme;

- B (hopMe 3IEKTPOHHOTO JJOKYMEHTA.

e s O0yYaroIuXcs ¢ HAPYLICHUSIMU ONOPHO-/IBUTATEIbHOTO arapara:
- B IeYaTHOH (opme;

- B (hopMe 3IEKTPOHHOTO JOKYMEHTA;

- B (hopme ayanodaiina.



22

Y4eOHble ayAUTOPUU U BCEX BUIOB KOHTAKTHOM M CAMOCTOSITENIbHON pabOThI, HAydHAs
OuOIMOTEeKa W MHBIC TIOMEIICHUS N7 O0y4YeHUs] OCHAIICHBI CHEeIHAIBLHBIM 000PYJIOBaHHEM W
y4eOHBIMUA MECTaMH ¢ TEXHHYECKUMU CPEJICTBAMHU O0yUCHUS:

® JUIS CJICIBIX U CIA00BHISIIINX:

- YCTpOMCTBOM Uil CKaHMpoBaHUs U uyTeHus ¢ kamepoil SARA CE;

- nuctuieeM bpaiins PAC Mate 20;

- mpuntepoMm bpaiis EmBraille ViewPlus;

e Uil TUIyXHX M CAOOCBIIIANINX:

- ABTOMATH3MPOBAaHHBIM pa0OYMM MECTOM /i JIOJAEH C HapylieHHeM ciiyXxa |
¢71a00CIIBIIIAIINX;

- aKyCTUYECKHUI YCUIIUTETh U KOJIOHKH,

e ISt OOYYAIOIIMXCS C HAPYIICHUSIMU OTIOPHO-/IBUTATEIILHOTO ariapara:

- IEPEIBIKHBIMU, PETYIUPYEMBIMU 3proHomMuueckumu napramu CHU-1;

- KOMITBIOTEPHOU TEXHUKOU CO CTIeUaTbHBIM IPOrPAMMHBIM 00€CTICYCHUEM.

9. MeToguyeckue MaTepHaJbl
9.1. Ilnansl npakmuueckux 3aHATAN

Tema 3 Ynpasnenue 31eKMpOHHBIMU OOKYMEHMAMUu HA 6aze NpozpammHo20 obecneyenus,
UCNOIb3YeMO20 8 UHGOPMAYUOHHOU UHGPACMPYKIMYPe Op2aHU3AYUU
Llenv 3anamus: UCCIENOBATh MEXaHU3M HCIOJIB30BaHUS (POPMATOB AIEKTPOHHBIX JIOKYMEHTOB B
oIepaTuBHON paboTe
Dopma npogedenusi — NeN0Bas Urpa
Bonpocul onsa 06cyscoenus:
PazpaGoTka JOKaJdbHBIX HOPMATUBHBIX akToB: IlpaBmna, WHcTpyknum, TpeGoBanus
OpraHM3alyy, HpeanpusaTHs W.T.J., PErJaMEHTUPYIOIIUX OINEpaTUBHOE HCIOJIb30BaHUE
(bopMaToB IEKTPOHHBIX JOKYMEHTOB.
Pemenue BonpocoB BeiOOpa opmara ONepaTUBHOIO XPaHEHHs SJIEKTPOHHBIX TOKYMEHTOB.
Pemenue BonpocoB BeiOOpa opmara IIUTEIBHOTO XPaHEHHS SJIEKTPOHHBIX TOKYMEHTOB.
Konmponvnvie éonpochwi:
CocraBbTe [IpaBuna, periaaMEeHTHPYIOIIME ONEPATUBHOE HCHOJb30BaHHE (HOpPMATOB
AJIEKTPOHHBIX JOKYMEHTOB B OpraHU3al1H.
CocraBpTe ~ MHCTpYKIMH, pETJIaMEHTHUPYIOLIHE ONEpaTUBHOE UCMOIb30BaHUE (HOopMaToB
AJIEKTPOHHBIX JOKYMEHTOB B OpraHU3al1H.
CocraBpTe TpeOoBaHUS, pETIIAMEHTHPYIOLIME OINEPATUBHOE HCIOJIb30BaHHE (HOpMaTOB
AJIEKTPOHHBIX JOKYMEHTOB B OpraHU3al1H.
[lepeuncnaure  ¢Gopmarel  ONEPATUBHOTO XpaHEHUsI  DJIEKTPOHHBIX  JOKYMEHTOB.
Oxapakrepusyire ux.
[lepeuncaure GopMaTsl ATUTETBHOTO (apXMBHOTO)  XpaHEHHs SJEKTPOHHBIX JOKYMEHTOB.
Oxapakrepusyire ux.

JIureparypa
OcHoBHas
1. Ka6amos C. FO. DnekTpoHHOE MPaBUTEIBCTBO. DIEKTPOHHBIN T0OKyMeHT0000poT. TepMuHbl n
ompeneneHus: Yuebnoe nocodue. - 1. - Mocksa: OOO «Hayuno-u3narensckuii nenrp MHOPA-
My, 2017. 320 C. ISBN 9785160068350.
http://znanium.com/go.php?id=809828
2. YepnukoB b. B. MndopmanrionHsie TeXHOJIOTHU yrpaBieHus : yueOnuk / b.B. UepHukos. 2-¢
u31., nepepad. u gom. M. : U1 «®OPYM» : UTHOPA-M, 2018. 368 c. (Briciiee oOpazoBaHue:
BbakanaBpuar). http://znanium.com/bookread2.php?book=954481
3. Texnonorus otkpbIThix cucteM. [lox pen. A.f. OneitnukoBa. — M.: Snyc-K, 2004. — 288 c.,
WL
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JOIIOJTHUTCIbHAA

1. Jlapun M.B. DnexTpoHHbBIE JOKyMEHTHI B ympasineHuu: Hayd.-meron. mocobue. 2-e
u3n., nor. / M.B. Jlapun, O.U. PeickoB. M.: BHUNJIA]JL, 2008.- 208 c.

2. SranoBa A.A. OTKpbITbIE CTaHIApThl M OTKPBITBIE (OPMATHI AIIEKTPOHHBIX
nokymeHToB // JlenonpounsBoactso. 2009. Ne 4. C. 23 — 28.

3. SranoBa A.A. @opMmaThl IEKTPOHHBIX OKYMEHTOB, UCIOJIb3yEMbIE B YIPaBICHUHU
nokymenranueii // JlenonpousBonactro. 2009. Ne 3. C. 27 — 31.

4. SranoBa A.A. CBoOojHOe mporpaMMHOe OOeCreueHHe M OTKPBIThIE (popMaThl B
Poccun // lenonpoussoactso. 2010. Ne 1. C. 29 — 33.

5. SranoBa A.A. OTKpbITbIE CTaHAAPTHl U DJIEKTPOHHBIE JOKyMEHTHI B Poccuiickoit
@enepani Ha COBpeMEHHOM HTane // Tpynel TpeTbel MeXIyHapoAHOW KOH(epeHIHUn
«CrangapTuszanus MHQOPMAIIMOHHBIX TEXHOJIOTHI U nHTeponepadenbHocTh - SITOP’2009». 27
okt0ps 2009 r., Mockaa. C. 137 — 140.

6. SlranoBa A.A. OTKpbITBIE HH(OPMAIIMOHHBIE TEXHOJIOTUM B  YIPaBICHUH
JJIEKTPOHHBIMU ~ JTOKyMeHTamu //  Tpyasl  4YeTBepToil  BCEPOCCHHCKON  KOH(EpeHIHH
«CrangapTu3zanys UHPOPMALMOHHBIX TEXHOJIOTUH U UHTeponepadensHocTh Sitop 2010». — M.:
Axkanemus nHpopmMannoHHbIX cucteM. C. 38-41

7. SAranoBa A.A. OnexkTpOHHblE JOKYMEHTbI M OTKpBITBIE CTaHAApPTHl B
rOCYJapCTBEHHOM yrpaBiieHuH // JlIokyMeHTaIus B nHGOPMAIIMOHHOM OO0IIeCTBE. DIEKTPOHHOE
MIPAaBUTENILCTBO: yIpaBieHue AoKyMeHTamu: Jlokmaabl u coobmenns Ha X VI MexayHapoaHoi
Hay4YHO-TIpaKTHUecKoi KoHpepeHuuu 26-27 nosops 2009 r. / Pocapxus. BHUMJAL. - M.,
2010. C. 148 - 151.

8. PomanoB JI.A., Wnbuna T.H., JlorunoBa A.}O. IlpaBga 00 53JIeKTpOHHOM
nokymeHnToobopore. — M. 2002. 224 c.

9. Carynuna A.E. VYmpaBneHue MNpoeKTOM KOPIOPATUBHOM HMH(OPMAITMOHHON
CHCTEMBbl TpEANnpHsATHs : yded. mocoOue Ui CTYAEGHTOB BY30B, OOYyYalomUXCs I10

cneunansHocty "[lpuknannas napopmaruka (o obnacrsam) / A. E. Carynuna, JI. A. CeicoeBa. -
M.: ®unancel u cratuctuka : Uadpa-M, 2009. - 349 c. : puc., Tadm.

CrpaBouHble U HH(POPMAIIMOHHBIC U3TAHUS

«O¢unmansHplii KHTEPHET-TIOPTAN IPABOBOKM HHPOPMALIUN
- «Koncynprant [lmrocy
- «"apanT»

[Tepeuens pecypcoB HHGOPMAITMOHHO-TEIEKOMMYHHUKAIIMOHHOM ceTn « THTepHeT

archives.ru/ - denepanbHOE ApXUBHOE ar€HTCTBO

www.gosuslugi.ru/ - CnpaBouHO-HH(pOpMaITMOHHBIN TIOpTad «l'0CyAapCTBEHHBIE YCIYTH»
pravo.gov.ru/ - O¢punuansHblii HHTEPHET-TMOPTAN IPAaBOBOW MHPOPMALIUU
http://tp-npp.ru/ - HanmonansHas nporpamMMHas miatgopma
www.gdm.ru/ - Tunpaus ynpaBisionyx J0KyMeHTanuei

www.eos.ru/ - Komnanus «neKTpoHHbIE O(UCHBIE CUCTEMbI»
http://www.directum.ru/ - Komnaaus DIRECTUM
http://www.intertrust.ru/ - Komnanus « arepTpact»
http://www.evfrat.ru/ - Kommanus Cognitive Technologies
www.consultant.ru/ - opurransabli caidT komnanuu Koncynasrantllmoc
www.garant.ru/ - “HpopMaMoHHO-IpaBoBo noptain ["apant
https://ru.libreoffice.org/ - ceo60oaHbII odpucHbI naker LibreOffice
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www.sekretary.net/ - nHpopMaMOHHBIHN nopTa s npodeccuonanbubix Cexkperapeid u
aIMIHUCTPATUBHBIX PAOOTHUKOB

http://www.mdi.ru/ - HTL] UPM

cnews.ru/

www.ecm-journal.ru/

MaTepI/IaJIBHO-TeXHI/I‘-IGCKOG o0OecricucHUEe 3aHATHS.

KomMmnbroTepHslii Kiacc, NOAKIIOYEHHBIH B VHTEpHET, OCHALEHHBIH IPOEKTOPOM JUIS
3JIEKTPOHHBIX MPE3eHTALUI 1 SKpaHOM. Bce KOMIIBIOTEpBI JOIKHBI OBITH CBSI3aHBI MEXTY CO00M
B €IUMHYI0O BHYTPEHHIOIO CETb M OCHAIIEHbl CICHUAJIU3UPOBAHHBIM  I[IPOrPAMMHBIM
obecrieueHUEM.

[TporpamMMHBIe CpeCTBa, 337€HCTBOBAHHBIEC B IPOIlEcCe O0YUCHUS:

- CBoboaubI# opucHbIi naker LibreOffice

- O¢ucHslit maket npuinoxenuit Microsoft Office
- ABBYY FineReader

- Internet Explorer, Google Chrome

CripaBouHO-1IpaBoBble cucteMbl: «KoncynbTanTy, «I'apanT»

CucTeMbl 3JIEKTPOHHOTO JOKYMEHTO000pOoTa

- «[IEJIO» Komnanus 30C

-« KAJIPbI» Kommanus 50C

- «E1 EB¢par» Kommanus Cognitive Technologies
- DIRECTUM Komnanus DIRECTUM

- «Docs Vision» Kommanus Docs Vision

- «1C dokymenroobopor» Kommanus 1C

[Mopransabie pemenus: EOS for SharePoint, butpukc 24

Tema 4 @opmamvl 21eKMPOHHBIX OOKYMEHMO8, NPUMEHAeMble 8 YNPAGIEHUU OOKYMEHMamu.

Llenv 3anAmMuA; yMETh MOJATOTOBUTH JOKYMEHTHI B Pa3HbIX O(QUCHBIX MPHIOKEHUSIX U
NPOBECTH aHaMu3 (OPMATOB DIIEKTPOHHBIX JIOKYMEHTOB, HCHOJb3yeMBIX B pabore ¢
yIpaBJIeHYECKON ToKyMeHTanuel npu padore B CO/I.

Dopma npogedenus — 1eN0Bast Urpa

Bonpocul ona 06cyscoenus:

Co3nanue (aiioB TEKCTOBBIX T0KyMeHTOB. CoXpaHeHHe UX B pa3HOOOPa3HbIX (hopMaTax.
Co3nanue QaiinoB a1eKTpoHHBIX Tabmui. CoxpaHeHue Ux B pa3HOoOOpa3HbIX (hopMaTax.
Co3nanue Qaiinos rpapuueckux nzodpaxenuit. CoxpaneHue ux B pa3HooOpa3HbIX (hopmaTax.
CpaBHeHHE XapaKTEPUCTHUK JEKTPOHHBIX JOKYMEHTOB, COXPAaHEHHBIX B pa3HBIX (opmarax.
Okenopt nokymeHTa B popmat PDF u wiki.

Koumponvhule éonpocbi:

B kxakux ¢QopmaTax SJIEKTPOHHBIX JTOKYMEHTOB BO3MOXHO COXPaHEHHE OpPraHU3alMOHHO-
MIPAaBOBOM, pacCHOPSIAUTENIHOW HMH(OPMAIIHOHHO-CIIPAaBOYHON JTOKYMEHTAIMN?

Kakue nporpamMMbl BXOJST B COCTaB MaKeTa O(PHUCHBIX MPUIIOKEHUH?

Kakue 3amaun ynpaBieHusl 2JIEKTPOHHBIMU JOKYMEHTAaMH MOXHO PELINTH C IMOMOIIbIO TaKeTa
O(UCHBIX IPUITOKEHUI?



25

Hctounuku

1. ®enepanbublit 3akoH Poccuiickoit @enepanuu ot 27 nekadps 2002 r. Ne 184-d3 «O
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nokymeHnroobopore. — M. 2002. 224 c.
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CrpaBouHble U HH(POPMAITMOHHBIC U3TAHUS

«O¢unuaneHplii KHTEPHET-TIOPTAN IPABOBOKM HHPOPMALIUN
- «Koncynprant [lmrocy
- «["apanT»

[Tepeuens pecypcoB HHGOPMAITMOHHO-TEIEKOMMYHHUKAIIMOHHOM ceTu « THTepHeT

archives.ru/ - denepanbHOE ApXUBHOE ar€HTCTBO

www.eos.ru/ - Komnauus «nekTpoHHbIE O(UCHBIE CUCTEMbBD»)
http://www.directum.ru/ - Komnaaus DIRECTUM
http://www.intertrust.ru/ - Komnanus « arepTpact»
http://www.evfrat.ru/ - Kommanus Cognitive Technologies
www.consultant.ru/ - opurransHbli caidT komnanuu Koncynasrantllmoc
www.garant.ru/ - “tHpopMaIMoHHO-IpaBoBo noptai ['apant
https://www.microsoft.com/ru-ru/default.aspx - Komnanust Microsoft
https://ru.libreoffice.org/ - ceo6oaHbII odpucHbI nakeT LibreOffice
cnews.ru/

www.ecm-journal.ru/
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MaTepI/IaJIBHO-TGXHI/I‘-IGCKOG o0OecrnicucHUEe 3aHATHS.

KomMmnbroTepHslii Kiacc, NOAKIIOYEHHBIH B VIHTEpHET, OCHALLEHHBIH IPOEKTOPOM JUIsS
3JIEKTPOHHBIX MPE3eHTALUil 1 SKpaHOM. Bce KOMIIBIOTEpBI JOIKHBI OBITH CBSI3aHBI MEXTy CO00M
B CIUMHYI0O BHYTPEHHIOIO CETb M OCHAIIEHbl CICHUAJIM3UPOBAHHBIM  IIPOIPAMMHBIM
obecrieueHUEM.

[TporpamMMHBIe CpeCTBa, 337€HCTBOBAHHBIEC B IPOIIECcCe O0YUCHUS:

- CBoOoaubI# odpucHbIi naker LibreOffice

- O¢ucHslit maket npuinoxenuit Microsoft Office

- ABBYY FineReader

- Internet Explorer, Mozilla Firefox, Google Chrome

CripaBouHoO-1IpaBoBble cucteMbl: «KoncynbTanTy, «I'apanT»

CucTeMbl 3JIEKTPOHHOTO JOKYMEHTO000pOTa

- «[IEJIO» Komnanus 30C

-« KAJIPbI» Kommanus 20C

- «E1 EB¢par» Kommanus Cognitive Technologies
- DIRECTUM Komnanus DIRECTUM

- «Docs Vision» Kommnanus Docs Vision

- «1C dokymenroobopor» Kommanus 1C

[Mopransabie pemenus: EOS for SharePoint, butpukc 24

9.2. MeTonnyecKue peKOMeH/ 1AM 10 NMOAr0TOBKe MMCbMEHHBIX padoT
Pexomenanuu no noAroToBke U oopmiieHuto pedepara

[TonroToBka pedepaTa MO3BOJIET 3aKPEMUTh TEOPETUYECKHE 3HAHUS MO TUCIMILIMHE,
npuoOpecT HaBBIKM CaMOCTOSATENIBHOTO YIIIyOJEHHOTO M3YyYeHHs! OJHOTO M3 pa3zielioB Kypca.
[Tpu moxroroBke pedepara CTYACHTHI MOTYYalOT HABBIKA U YMEHUE DPAa0OTaTh C HICTOYHUKAMH U
JUTEpaTypoi, aHanmu3upoBaTh (AKThl M JaHHBIC CHEIHMAJIbHON JIMTEpaTyphl, H3JaraTh
MPOYUTAHHOE COBPEMEHHBIM MPO(PECCHOHATBHBIM S3BIKOM.

Pedepar nomken ObITH OPOPMIICH B COOTBETCTBHH C TPEOOBAHUSMU, TPEIBSIBISIEMBIMU K
MOJIrOTOBKE U 0()OPMIICHUIO HAYYHBIX PA0OT.

Pedepart Brimouaert:

- TUTYJIbHBIN JIUCT;

- OTJIaBIICHUE;

- BBEJICHUE;

- OCHOBHYIO 4acCTh (TeMaTUUYECKUE pa3/ieibl);

- 3aKJIIOYCHUE;

- CITUCOK MCHOJIb30BAHHBIX UCTOYHUKOB U JINTEPATYPHI.

O6mwem pedepata - 15-20 crpanun tekcra (mpu Habope yepes 1,5 nHTepBana u pasmepe
mpudTa 13-14). Pedepat numiercs Ha OAHOM CTOPOHE CTAaHAAPTHOTO JUCcTa Oymaru ¢popmara A4
(210x197Mm).

Crpanunsl pedepara HyMepyroTcs apaOCKUMM IU(ppaMu Ha BEpXHEM Ioje JHcTa, 0e3
KaBbIUeK, Ae(UCOB W JAPYIHMX 3HAKOB MpeNnuHaHWA. TUTYIbHBIA JIMUCT W OIJIABJICHUE HE
HYMEpYIOT, HO BKJIIOUYAIOT B 0011Hii 00BeM pedepara.

HayuHo-cripaBouHbIi anmapar pedepara BKIIOYAET CHUCOK HCTOYHUKOB U JIUTEPATYPHI U
MOJCTPOYHBIE CHOCKU. [ToCTpOYHBIE CHOCKM HCHOJB3YIOTCS BO BCEX CIy4asX LUTHPOBAHUS B
TekcTe pedepara MpaBOBBIX aKTOB, JOKYMEHTOB, NPOHM3BEACHUI aBTOPOB MOHOTrpaduii, crarei,
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Y4eOHMKOB, Y4YeOHBIX IOCOOMI, a TakKe NpU LHUTUPOBAHHM CTAaHIAPTHBIX OIpEIeTICHHUH
TEPMUHOB U NOHATHH. Bee mpuBonumsbie B pedepare GpaxTsl, 1UdpHI, 1aThl, KOHKPETHBIE JaHHbIE
TaKXe JOJDKHBI OBITh MOATBEPKIACHBI MTOJICTPOUYHBIMU CHOCKAMH.

CHOCKHM HyMepYIOT B TIpe/iesiaX OJJHOM CTPaHMIIbI apaOCKUMH LU(pPaMHU, TEKCT CHOCKU
Pa3MeILaroT MO/ IOCJIEIHEN CTPOKOU TEKCTa.

[Ipumepnas Tematuka pedepaTon

1. O630p 3akoHOAATENBHOI 0a3bl, periIaMeHTHPYIOLIEH chepy NpUMEHEeHHs CTaHJAPTOB
XpaHEeHUs 3JIEKTPOHHBIX JOKYMeHTOB B CO/I.

2. AHanu3 HOPMAaTHBHO-METOJWYECKHUX JIOKYMEHTOB, PETJIAMEHTHUPYIOLIMX MPOIECCHI
BHEJPEHHS U MCTIOJIb30BAaHMSI CTAHIAPTOB XPAHEHUsI SJIEKTPOHHBIX TOKYMeHTOB B CO/I.

3. AHaJIu3 TEPMUHOJIOTHH, UCIIONB3YeMO B chepe HHPOPMALMOHHBIX TEXHOIOTUH.

4. AHanu3 CTaHIapTOB, UCHOJIB3YEMBIX MPH YIPABICHUU TOKYMEHTaMH.

5. Ananmu3 (opMaTOB AIIEKTPOHHBIX JOKYMEHTOB, MCIOJIb3YyEMbIX NpU YIPaBICHUH
JTOKyMEHTaMHU.

6. O0630p mnyOnMKauMii OTEYECTBEHHBIX aBTOPOB IO BONPOCAM  HCIIOJIB30BaHMSA
CTaHJIapTOB XPaHEHUS 3JIEKTPOHHBIX JOKYMeHTOB B CO/I.

7. O0630p myOnukanuii 3apyOeKHBIX aBTOPOB TI0 BOIPOCAM HMCIIOJIB30BaHMS CTaHIAPTOB
XpaHEeHUs 3JIEKTPOHHBIX JOKYMeHTOB B CO/I.

8. Pemenne THIMOBBIX 3a/1a4 JEJIONPOU3BOCTBA CPEACTBAMU MaKeTa O(PUCHBIX
MIPUJIOKEHUN.
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Ipunoocenue 1
AHHOTAIUSA JUCHUITJINHBI

Hucuumnuaa  «DopMaTel  ANEKTPOHHBIX ~ JTOKYMEHTOB B CHUCTEMaxX  AJIEKTPOHHOTO
JOKYMEHTOO0OpOTa» peanu3yercs Ha ¢haxyivmeme apxXUBOBEICHUS U JOKYMEHTOBEICHUS
Kagedpoii Aemomamuzuposannvix cucmem JJOY.

HGHL AUCHUIIIMHEBL: MTOATOTOBUTD BBIITYCKHHUKA, YMCIOIICTO OPraHU30BATh YIIPABJICHUC
SJICKTPOHHBIMH JOKYMCHTAMHU B CUCTCMAX 3JICKTPOHHOT'O ,Z[OKyMeHTOOGOpOTa.

3anauu:

- M3YYHUTb TEOPHIO M TPAKTUKY NMPUMEHEHHUS CTaHIApTOB M (OPMATOB B YIpaBICHUH
JNOKYyMEHTAlUEH;

- copmupoBath MpodecCHOHATbHBIE HABBIKM PadOThI C JOKYMEHTaMH B O(QUCHBIX
penakropax;

- HAy4HTBhCS  UCIOJIB30BaTh MOJyYCHHbIE 3HAaHMA MPH  OPTaHU3AIOHHOM

NPOCKTUPOBAHUM 33/a4 [0 CO3/AaHUIO0 CHUCTEMBI 3JIEKTPOHHOTO JOKYMEHTO00OpOTa B
MH(POPMALMOHHO-TEXHOJIIOTHYECKON HH(PACTPYKType OpraHU3alHH.

JlucuuriuHa HarmpaBiieHa Ha (OPMUPOBAHUE CICTYIOMIUX KOMITCTEHITUH:

e JIK 6 cHnocoOHOCTHIO aHANM3MPOBATH CUTYALMI0 HAa pBIHKE HH(POPMAIIMOHHBIX
OPOAYKTOB W yCIyr, JaBaTh OKCIEPTHYK OILEHKY COBPEMEHHBIM CHCTEMaM
AIIEKTPOHHOTO JOKYMEHTOO0O0POTa U BEACHUS AIEKTPOHHOTO apXUBa,

e [IK-29 ciocoOHOCTBIO CO3/1aBaTh U BECTU CHUCTEMBI JOKYMEHTAIMOHHOTO O00eCTeUeHUS
yIpaBlIeHUS B OPTaHU3alNK Ha 6a3¢ HOBEUIIIMX TEXHOJIOTUN

B pe3ynbrate 0ocBOSHUS TUCHIUTUIMHBI 00yYaIOIUICS TOKEH:

3HaTh:

— CYHIECTBYIOIIME CUCTEMBI 3JIEKTPOHHOTO IOKYMEHTO000POTA;

— (popMaThI AIEKTPOHHBIX IOKYMEHTOB, HCIIOIh3yEMbIX B COBPEMEHHBIX CUCTEMAaX
ANEKTPOHHOTO JOKYMEHTO000POTa;

— CTaHJAPTHI Ha (POPMATHI NEKTPOHHBIX JOKYMEHTOB;

— TEPMUHOJIOTHIO B c(hepe oOecTieueHus: COXPaHHOCTH JICKTPOHHBIX TOKYMEHTOB;

YMeTs:
— OLCHUBATH HCpCHeKTI/IBbI CO34aHUA U XpaHeHI/IH I[OKYMCHTOB B pa3JII/I‘-IHbIX Q)opMaTax;
— OpraHM30BaTh paboOTy O KOHBEPTHPOBAHUIO HIIEKTPOHHBIX JOKYMEHTOB U3 (popmaTa B

¢dopwmar;

Biagers:

— HaBbIKaMH KOHBEPTUPOBAHHS JOKYMEHTOB U3 opmara B popmar;
— HaBbIKamu padotsl B CO/I.

[To nucuumuIMHE MpeaycMOTpeHa MPOMEXKYTOUHAs aTTecTalus B popme 3auema.

061_[[2151 TPYAOCMKOCTb OCBOCHUS JUCHUIIJIMHBI COCTABJIACT 2 3a4E€THBIX CAUHUII.
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Ipunoowcenue 2

JIUCT UBMEHEHUHA
Ne | Tekcr akryanusanuu wim npunaraemsii Kk PITJI nokyMeHT, [Hara Ne
CoJIepKAIIMI U3MEHEHHUS IIPOTOKOJIA
1 | Ilpunoxenue Nel 22.06.2020 9

Ipunoowcenue x nucmy uzmernenuii Ne 1

1. CrpykTypa ucuuninHbl (K m. 2 Ha 2020 rox)
CTpykTypa IMcUMIIMHBI 1JIs1 04HOH opMBbl 00yUeHust
(2020 rox nHadopa)

O6H_Iaﬂ pr):[OéMKOCTI: JUCIHUIIIMHBI COCTABJISACT 2 3.€C., 76 4., B TOM 4YHCJIC KOHTaKTHas pa60Ta
06yqa10mnxc>1 C IMperoaaBaTciicM 28 4., CaMOCTOATECIbHasA pa60Ta 06y‘{aIOH.[I/IXC$I 48 4.

Bunsl yueOHoit paboThI Dopms!
(B yacax)
TEKYIETO
KOHTaKTHasI . KOHTPOIA
Ne Pasnen © 2 O % YCIIEBAEMOCTH,
/T | AUCIMIUTAHBI/ TEMBI 35 g, E CE = B bopma
ol o | & E o % = | %8 gké IPOMEKYTOYHOI
S| 5 = |E§ 2E z2 5 g = | arrecrammu (no
G 5 |89 €2| & = S 2 cemecmpam)
ol |o |58 58|FE& =
1 Beenenue 8 | 2 2 cobeceoBaHne
2 1. HopmartusHo- 8 4 6
MIPaBOBOE cobecenoBaHue
peryJaupoBaHue
UCIIOJIb30BAHUSI
¢dopmaroB
AIIEKTPOHHBIX
JOKyMeHTOB B CO/]
3 2. Cranmaptel Ha | 8 2 6
dbopMaTsI cobeceoBaHue
AIIEKTPOHHBIX
JOKYMEHTOB
4 3. VYupasnenue | 8 2 8 8 [Tpuem
AIIEKTPOHHBIMH MPAKTHYECKUX
JOKYMEHTaMu Ha 0aze 3aIaHUI
IPOrPaMMHOTO
obecrieuyeHus, cobecenoBaHUE
UCTIOJIb3YEMOTO B
MH(POPMALMOHHOM
UHPPACTPYKTYpe
OpraHHu3aluu
5 4. ®opmatsl | 8 4 4 8 [Tpuem
AIIEKTPOHHBIX PAKTHYECKHX
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JOKYMEHTOB,
IIPUMEHsIEMBbIE B
YIIPABJICHUU
JOKYMEHTaMHU.

3aIaHUN

cobecenoBanue

5. IlepcrektuBbl U
HaTpaBIICHUS
pa3BUTUS  XpaHCHHS
ANEKTPOHHBIX
nokymeHToB B COJ]

cobecenoBanue

[IpomexyTounas
aTTecTanus: 3avem

10

peghepam

HUTOTO:

16

12

48




CTpyKTypa JUCHUNIMHBI JAJ51 3204HOI (popMBbI 00yUeHUs1

(2020 rox Hadopa)

O6H.Ia)l pr):[OéMKOCTI: JUCIHUIIIMHBI COCTABJISACT 2 3.C., 76 4., B TOM 4YHCJIC KOHTaKTHas pa60Ta
o6yqa}01u1/1xc;1 C mpenoaaBaTeiieM 8 9., CaMOCTOATCIbHAA pa60Ta 06yqafoumxc;1 68 u.

Bunsl yueOHoi paboThI

DopMBbI
(B yacax)
TEKYIETO
KOHTAKTHasi . KOHTPOIA
Ne Paznen o 2 O % YCIIEBAEMOCTH,
/1 | JIUCUMILIAHBL/TEMBI 5 z E CE & S dopma
ol - | & E o % = | %8 gké IPOMEKYTOYHO
S| S | §E |EF SE|25 | 25| arrecraumm (no
3| 8 53 |83 QE| & 3 3 3 cemecmpam)
o5 |o |Ed 58|~ & =
1 Beenenue 8 2 4 cobecenoBanue
2 1. HopmartusHo- 8 2 10
MIPaBOBOE cobeceoBaHue
pEryIupOBaHHe
MCIIOJIb30BaHUS
¢dopmaroB
ANEKTPOHHBIX
JOKyMeHTOB B CO/]
3 2. Cranmaptel Ha | 8 10
dbopMaTsI cobecenoBaHue
ANEKTPOHHBIX
JIOKYMEHTOB
4 3. VYupasnenue | 8 10 | [Ipuem
JIEKTPOHHBIMU MPAKTUYCCKUX
JOKYMEHTaMu Ha 0aze 3aJaHuN
IPOrPaMMHOTO
obecrieyeHus, cobecenoBaHUE
UCTIOJIb3YEMOTO B
MH(POPMALMOHHOM
UHPPACTPYKTYpe
OpraHu3aIuu
5 4. ®opwmarsl | 9 4 10 | [Ipuem
AJIEKTPOHHBIX MPAKTUYCCKIX
JIOKYMEHTOB, 3aaHui
MPUMEHSICMBIC B
yIpaBJICHUU cobeceoBaHue
JOKYMEHTaMH.
6 5. TlepcnektuBer u | 9 12 | cobecenoBanme
HaTpaBJICHUS
pasBUTHS  XPaHCHHUSI
ANEKTPOHHBIX
nokymeHToB B COJ]
7 | Ilpomescymounas 9 10 peghepam
ammecmayus: 3avem
8 UTOTO: 4 4 68
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2. O0pa3oBaTeabHble TexHOMOrNH (K m.4 Ha 2020 r.)

B mepuox BpeMEHHOTO MPUOCTAHOBICHUS IMOCELICHHS OOYyYalOUMMHCS MOMEUICHUN U
teppuropun PITY s opranmsanum y4eOHOro mporecca ¢ NPUMEHEHHEM 3JIEKTPOHHOTO
o0y4YeHHs W JUCTAHLIMOHHBIX OOpPa30BaTENbHBIX TEXHOJIOTUH MOTYT OBITh HCIIOJIb30BaHBI
clieAyrone o0pa3oBaTesIbHbIE TEXHOIOTHHU:

— BUJICO-JICKIIUH;

— OHJIAWH-JIEKLIUY B PEKUME PEAIBHOTO BPEMEHU;

— DIIEKTPOHHBIC YUYCOHUKHU, yueOHbIe TOCOOHS, HayUYHbIC N3JaHHUS B JIEKTPOHHOM BUC U
JOCTYII K MHBIM 3JIEKTPOHHBIM 00pa30BaTEIIbHBIM pPecypcam;

— CHUCTEMBI ISl 3JIEKTPOHHOI'O TECTUPOBAHUS,

— KOHCYJIBTAllUH C UCIIOJIb30BaHUEM TEIIEKOMMYHUKALIMOHHBIX CPEJCTB.

3. CnincoK MCTOYHUKOB U JIUTepaTypshl (k m. 6.1 Ha 2020 r.)

CnHcoK OCHOBHBIX HCTOYHHMKOB JONOJHUTD:

®enepanbhblii 3akoH oT 6 ampenst 2011 r. Ne 63-D3 «O6 snexrponHoii noamucn» // C3
P®. 2011. Ne 15. Cr. 2036; 2020. Ne 24. Cr. 3755.

[Tocranosnenue IlpaButensctBa Poccuiickoit deneparmu ot 25 nekadps 2014 r. Ne 1494
«O6 yrtBepxkaenuu IlpaBun oOMeHa TOKYMEHTaMHM B 3JIGKTPOHHOM BHJE INPH OpraHU3aluu
nHpOpMaMOHHOT0 B3auMoaenucTBus» // C3 P®. 2015. Ne 1. Ct. 284; 2018. Ne 49. Cr. 7600.

Vka3 Ilpesunenra Poccuiickoit @enepaunn ot 9 Mas 2017 r. Ne 203 «O Crparerun
pa3BuTHs nHpopManMmoHHOTO obmecTBa B Poccuiickoit ®eneparuu Ha 2017-2030 rogs» // C3
P®. 2017. Ne 20. Cr. 2901.

HcKa104YMTh U3 CHHCKA OCHOBHBIX HCTOYHUKOB:

ITocranoBnenue [IpaBurtenscrBa Poccuiickoit ®denepanunn ot 14 centsadopst 2012 r. Ne 928
«O 06a30BBIX rOCyIapCTBEHHBIX MH(MOPMAIMOHHBIX pecypcax» // C3 P®. - 2012. - N 39. - Cr.
5269.

Pacnopspxenne IIpaButensctBa Poccuiickoit @enepannu ot 20 oxTs10pst 2010 1. Ne 1815
«O rocymapctBeHHoil mporpamme Poccuiickoit ®enepanyu "MHpopmaioHHOe 001IeCTBO
(2011—2020 roxsr)» // C3 P®. - 2010. - Ne 46. - Ct. 6026.

Pacnopspxenue IlpaButensctBa Poccuiickoit @eneparnun ot 12 ¢deBpans 2011 roma Ne
176-p «OO0 yTBepKICHHM IUTAHA MEPONPHUATHHA MO TMepexoay (eaepalbHbIX OpraHoB
WCTIOJTHUTENILHOW BJIAacTH Ha 0e30yMa)XHbIH JOKYMEHTOOOOPOT NMpH OpraHU3allii BHYTpPEHHEH
nesrensHOoCcTHY // C3 PO. - 2011. - Ne. 8 - Ct. 1151 .

Hckmouuts n3 Crincka 0CHOBHOM JINTepPaTypbl

Texnonorust oTkpeIThIX cucteM. Ilon pen. A.Sl. OneitnukoBa. — M.: fnyc-K, 2004. — 288
C., ML

CnucoK 10M0JHUTEIbHOI JTUTepaTyphl 10NO0JTHUTH

Texnonorust oTkpeIThiX cucteM. Ilon pen. A.Sl. OneitnukoBa. — M.: fInyc-K, 2004. — 288
C., ML

4. Ilepevens B/l u UCC (k n. 6.2 na 2020 r.)

Nenn HaunmenoBaunue
/1

1 | MexnayHaponusie pedepatuBHble HaykomeTpuueckue bJI, moctynHeie B paMkax
HauoHaILHOM noanucku B 2020 r.

Web of Science

Scopus

2 | [IpodeccuonansHble monHOTEKCTOBBIE B/I, 1OCTYyNHBIE B paMKax HallMOHAJIBHON
noxamucku B 2020 r.

XKypnaner Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals




33

XKypnans! Taylor and Francis
3 | [Ipodeccuonanbubie momHOTEKCTOBBIE B]]
JSTOR
N3nanus mo oOmecTBEHHBIM U TYMAaHUTAPHBIM HayKaM
OnekrponHas 6ubnroreka Grebennikon.ru
4 | KoMnbroTepHbIE CIIpaBOYHBIE IPAaBOBBIE CUCTEMBI
Koncynprant Ilntoc,
l"apanT
5. CocraB nporpammuoro odecnevenus (I10) (x n. 7 na 2020 r.)
Nent Haumenosanue [10 IIpousBoaurens Croco6
/m pacrpocTpaHeHHs
(nuyenzuonnoe unu
68000010
pacnpocmpansemoe)
1 Adobe Master Collection CS4 Adobe JTUTICH3NOHHOE
2 Microsoft Office 2010 Microsoft JIMIIEH3UOHHOE
3 Windows 7 Pro Microsoft JTUTICH3NOHHOE
4 SPSS Statisctics 25 IBM JIMIIEH3UOHHOE
5 Microsoft Office 2013 Microsoft JTUTICH3NOHHOE
6 Windows 10 Pro Microsoft JINIEH3UOHHOE
7 Kaspersky Endpoint Security Kaspersky JIMILIEH3UOHHOE
8 Microsoft Office 2016 Microsoft JTUTICH3NOHHOE
9 Zoom Zoom JIMIIEH3UOHHOE

6. Cniucox IuTepaTypsl K NPAKTHYECKUM 3aHATHAM (K 1.9. MeToanyeckne MaTepuaJibl HA

2020 r)

M CcKII0YMTh U3 CIUCKOB OCHOBHOM JIMTEPATYPbI K 3aHATHAM
Texnonorust oTkpeIThIX cucteM. Ilon pen. A.Sl. OneitnukoBa. — M.: fnyc-K, 2004. — 288

C., WL

CnucoK 10M0JHUTEIbHOM JUTepaTyphl K NPAKTHYECKUM 3aHATHAM JONOJTHUTD
Texnonorust oTkpsITEIX cucTeM. ITox pen. A 4. OneitnukoBa. — M.: fnyc-K, 2004. — 288

C., WL




