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1. MosicuuTeNLHAA 3alIHCKA
1.1. Heanb u 320294 AUCHUILIHHBI

Ies1b AMCHUIUINHBI - TOATOTOBUTH BBIITYCKHMKA, 00J1aJat0IEro 10CTaTOYHBIM U HEOOX0AUMBIM
YPOBHEM TEOPETUYECKUX 3HAHUKW M HABBIKOB C BO3MOXHOCTBIO MX IIPUMEHEHHMS B PpELICHUU
IIPAKTUYECKHX 3a]a4 pabOThl C IPUMEHEHUEM KOMIIBbIOTEPHBIX TEXHOJIOIMH B c(epe ynpaBIeHUECKON
NeSITEeNbHOCTH, HAY4YUTh paboTaTh C JOKYMEHTaMH B HWH()OPMALMOHHOM TIOJ€ 3JIEKTPOHHOTO
JOKYMEHTO000pOTa, 3Hasi OCHOBHOE MPOrpaMMHOE OOecIieueHHe MO3BOJIAIONIEEe pealn30BaTh paboTy
CHCTEMBI 3JIEKTPOHHOTO IOKyMEHTO000pOTA.

3aza4yy IUCUUIUIAHBIL
- HW3y4YCHHE OCHOBHBIX TIOHSTHH, HCHOJB3YyEMBIX B IMPOIECCe MPUMEHEHUS HWH(POPMALMOHHBIX
texnonoruii B JIOY;
- U3y4eHHUE UCTOPUH MTPUMEHEHHs HH(POPMAIMOHHBIX TexHoJoruii B IOV
- U3y4€HUE HOPMATHUBHO-TIPABOBBIX OCHOB NIPUMEHEHUS MH(OPMAIIMOHHBIX TexHooruil B IOV
- HM3y4YCHHME TEXHHYECKOTO W MPHUKIATHOTO MPOTPAMMHOTO OOECIEUYEHHUs, HUCIOIb3YEeMbIX IIpU
OpraHu3alK 3JIEKTPOHHOI'O JOKYMEHTOO0OpOTa, HH(POPMALMOHHOM OOECIEYEHUN YIpPaBICHHUS,
OpraHU3alyK XpaHEHUs JOKYMEHTOB Ha TPAJIULUOHHBIX U JJIEKTPOHHBIX HOCHTEIIAX;
- U3yueHHE NPUHIMIIOB BHIOOpAa M OpraHU3alMd BHEJIPEHUS M MCIIOJIB30BAaHHUS TEXHHUUYECKOTOo U
MIPOTrPaMMHOT0 00ECTICUCHHS;
- U3y4eHue UH(HOPMAIIMOHHBIX CUCTEM M OCHOBHBIX HH(OPMAIIMOHHBIX pecypcoB B IOV
- U3yYEHUE U aHAINU3 CPEACTB 3alUThl HH(OpMaluu B HHQOPMAIIMOHHBIX CUCTEMAX, UCIIOJIb3YEMBIX B
HOYV.

1.2. IlepeyeHb NJIAHUPYEMBIX Pe3yJIbTATOB 00y4YeHHUsI 10 TUCUHUIIJIMHE, COOTHECEHHBIX €
HHIMKATOPAMH JOCTHKEHUS] KOMIIeTeHIUH

Komnerenuus
(K01 1 HAUMEHOBAHUE)

Nuauxkaropsl
KOMIIeTeHI U
(K01 1 HAMMEHOBAHUE)

Pe3yabTaThl 00y4yeHus

OIIK-4. Cnocoben
HCIOJIb30BaTh 0a30BbIC
3HaHUA B 00J1aCTH
UH(pOPMAaIMOHHO-
KOMMYHUKAITHOHHBIX
TEXHOJIOTHH B chepe cBoeit
npodeccnoHanbHOM
NeSITeTbHOCTH;

OIIK 4.3. O6namaer
HaBBIKAMU UCIIOJIb30BaHUS
MH(}OPMALIMOHHO-
KOMMYHHUKAITUOHHBIX
TEXHOJIOTH B cepe
JIOKYMEHTAIHOHHOTO
oOecrieueHUs yIpaBIICHUS 1
apXHUBHOTO JIeNa;

3HaTh: OCHOBHBIE METO/IHI,
CHocoOBI U Cpe/ICTBA MOJIy4EHUS,
XpaHEHUs U nepepaboTKu
uH(pOpMalK1, OCHOBHBIE
UH(OPMAaIMOHHbIE TEXHOJIOTUH,
UCTIOJIb3yEMbIE B
JIOKYMEHTallMOHHOM 00€eCTeYeHUN
YIPaBJICHUS M apXUBHOM JIEJIe,
UCTOPHUIO UX CO3/IaHUs U
HaIpaBJICHUS Pa3BUTHUS

YMeThb: UCTO0Ib30BaATh
MOJTyYCHHBIEC 3HaHUS B O0JIACTH
paboThl ¢ THPOPMALMOHHBIMU
pecypcamu Ha TIpaKkTHKE,
IPUMEHSTh OCHOBHBIE
WH(POPMAIIMOHHBIE TEXHOJIOTHH,
UCTIOJIb3yEMbIE B
JOKYMEHTAIIMOHHOM 00eCTICUeHHH
yIpaBJICHUS U apXUBHOM JIeJIe Ha
NPaKTHUKE

BnaneTs: HaBbIKaMH MOJTyYSHHUS,
XpaHeHus U nepepaboTKu




uH(OpPMAIIUU B TENIX
npo¢eCCHOHATBHON
JCSITeTIbHOCTH, HaBBIKAMHU PaOOThI
B CHCTEMax 3JICKTPOHHOTO
JOKyMEHTO000POTa, a TAKKe
AIIEKTPOHHO-TIH(PPOBOI
00paboTKH JOKYMEHTOB B cepe
JOKYMEHTaITMOHHOTO
o0ecrieueHHs yrnpaBieHUs U
ApXHMBHOTO JIeNa

1.3. MecTO TUCUMILIMHBI B CTPYKTYpe 00pa3oBaTeibHOI MPOrpaMMbl

JuctunnuHa (Mooyas) «MHpopManronnasie TexHoaorud B JIOY» oTHOCHTCS K 00s13aTeIbHOM
yacTd OJOKa AMCUMIUIMH Y4eOHOrO IUIaHa TOATOTOBKH CTYJEHTOB IO HANPABJICHUIO TMOJATOTOBKU
46.03.02. «/IokyMEHTOBEJIECHUE U APXHUBOBEICHUE.

Jnst  OCBOGHHSI JUCHUIUTUHBI  (MOOY/is) HEOOXOAMMBI 3HAHWS, YMEHUS W BIaJICHUS,
chOpMUPOBAHHBIE B XOJI¢ H3YYEHHUS CIEAYIONIMX JTUCHUIUIMH U TMPOXOXKIEHHUS IPAKTUK:
«/lokymenroBenenue», «HHpopmannoHHble  TexHOJMOTHH», «OpraHm3anus W TEXHOJOTHUS
JOKYMEHTAIlMOHHOTO  o0ecrieueHus: ympasieHus», «KaapoBoe nenomnpousBOJCTBO», Yy4eOHOI
03HAKOMUTEJIbHOU MPaKTUKHU (AETONPOU3BOICTBEHHON).

B pesynbrare OCBOCHUS TUCHUILIUHBI (M00Y/i) (HOPMHUPYIOTCS 3HAHUS, YMEHUS U BIIAJCHUS,
HEOOXOAWMBIE ISl HM3Y4YCHHS  CIEAYIOUIMX  JUCHUIUIMH W TPOXOXKIACHUS  NPAKTUKH:
«Opranu3alioHHbIe OCHOBBI CTAHJAPTU3AIMU JTOKYMEHTAIIMOHHOTO OO0ECIEeUeHHs] YIpPaBICHUS»,
«MecTHOE caMOYIpaBJI€HME W MYHMIMIAJIbHAs Clyk0a», MpaKkTUKa: Hay4YHO-HCCIIEOBATEIbCKas
pabota (rmoyiy4eHre NepBUYHBIX HABBIKOB HAYYHO-HCCIIEA0BATEIHCKON pabOThI)

2. CTpyKTYypa AMCHUIIIHHBI
OO0m1ast TpyA0EMKOCTh IUCIUILTUHBI COCTaBIseT 3 3.¢., 108 akagemuveckux yaca (OB).

CTpyKTypa AMCHMIUIMHBI I 0YHO-32049HOI (popMBbI 00yUeHHs

O0vemM jaucuumIuMHBL B (popMe KOHTAKTHOM paboThl OOydarOMIMXCS C TMeJarorn4ecKuMu
paboTHUKaMu M (WJIK) JUIAMH, TPUBIEKaEMbIMH K peaju3aluu o0pa30BaTeIbHONW MpOrpamMMbl Ha
UHBIX YCIIOBHSIX, P ITPOBEACHUH YUEOHBIX 3aHATHIL:

Cemectp | Tun yueOHBIX 3aHATUI Konuuectso
4acoB
5 Jlexun 16
5 CemuHapbl/1ab0paTOpHbIE pa0OTHI 20
Bcero: 36

O6beM auCHUILTUHBL (MOTyJis) B hOpME CaMOCTOSITENILHON pabOoThl 00YYAIOIIUXCS COCTABIISET
72 akagemMudeckux 4aca(oB).

3. Conep:xaHue UCHUIIIMHBI

Pasnea 1. Beenenue

IIpenmer, nenp u 3amaun  Kypca. Mctounumkm wu naurepatypa mno Kypcy. Passutue
nH(popMalMoHHBIX TexHoJorui B JIOY.

OcHoBHBIE TepMHHBI U ompexaeneHus B oOmactu WUT B JIOY; aBromMatuzamus u
uHpopmaruzanus, uHpopmanuonusle TtexHosorun (UT), wundopmanuonnsie cucremsr (MC),
KOpIIOpaTHBHbIE HMH(OpMAIIMOHHBIE CHCTEMBI, aBToMaru3upoBaHHble cucteMsl JIOY (ACHOYVY),



CHUCTEMBI DJIGKTPOHHOTO JoKyMeHTooOopora (CDOJl) sIeKTpOHHBIE HOKYMEHTBI, JJICKTPOHHBIN
JTOKyMEeHTO00OpoT u ap. ComocTaBieHHE MEXIYHApOAHONH © OTEUECTBEHHOM MpPOQUIbHOM
TEPMUHOJIOTUH.

Ponp Kkypca B COBEpIIEHCTBOBAaHMM OpraHu3aluy pabOThl C JOKYMEHTaMHU B YIPABICHHM,
CO3/IaHUU ONTHUMAJIBHBIX YCIOBUN PabOThI CIIy K0 JOKYMEHTAIMOHHOTO O0ECIIeUeHUSI.

3navyenne uHpopmatmzammu JIOY u apxXuBHOro jAena Ha COBpeMeHHOM Jtare. OCHOBHBIC
uH(popMalMOHHbIE TexHoyoruu, npumensemsie B JIOY u apxuBHom nene. HMudopmanroHHbie
CBOWCTBA JIOKYMEHTOB. 3aKOHOMEPHOCTH POCTA, CTAPEHUS U pacCesHUs JOKYMEHTHOU U HpopMarum.
ABTOMaTH3UpOBaHHbIE MH(GOPMAIIMOHHO-TIOUCKOBBIE CHUCTEMbl M WX Kiaccudukauusa. OtpacieBas
cucTeMa Hay4YHO-TEXHHUYECKOH HHpOpManu B 00JAaCTH JTOKYMEHTOBEICHHS U apXWBHOTO [ela.
[TepcniextrBHbIE HanpaBieHus npuMmeHenust UT B [JOY.

Pa3nen 2. Uctopusi aBromatuzanuu J0Y

OcHoBHBIC 3TaIbl aBToMaTu3anuu JJOY.

Otanbl BHEIPEHHS] aBTOMAaTU3UPOBAHHBIX TEXHOJOTUIl 00pabOTKH, CO3aHusl, UCIIOIb30BAHUS U
XpaHEeHUsI JOKYMEHTOB. DBOJIONHS dTHX TEXHOJIOTUN M UX BIUSHHUE HA MPOLIECCHI IOKYMEHTHPOBAHHUS.
W3ydenne 0ocoOEHHOCTEH M 3aKOHOMEPHOCTEH paboThl C JOKyMEHTaMH, 3a(pUKCHpPOBaHHBIMH Ha
HOBBIX HOCUTENSIX HHPOPMAIIUH (MALTMHOYUTAEMbIE TOKYMEHTBI, YJIEKTPOHHBIE IOKYMEHTHI).

Co3nganue 0OmIErOCyIapCTBEHHON CHCTEMBI cOopa W 00paboTKM WHPOpPMALUU IS ydeTa,
IUTAHUPOBAHUS M YIpaBieHus HapoJIHbIM Xx03sicTBOM (OI'AC), aBTOMAaTU3MPOBAHHBIX OTPACIIEBBIX
cucteM ymnpasieHus (ACY). TumoBas cuctema JIOKYMEHTAIIMOHHOTO OOECIEUEHHUS YIPABICHUS
(TCHO). Co3manue aBTOMATU3MPOBAHHBIX HH(POPMAIIMOHHO-TIOMCKOBBIX CHCTEM IIO Y4YETHOW U
CTaTUCTHUYECKOW JIOKyMEHTAIIMY, aBTOMATU3UPOBAHHBIX CHUCTEM KOHTPOJIS MCIIOJHEHUS JOKYMEHTOB
(ACKHM ). Hudposas sxonomuka B Poccuiickoit deneparuu.

Pazgen 3. TpeGoBaHHUsI HOPMATHBHO-NPABOBBIX U HOPMATHBHO-METOAUYECKHX JOKYMEHTOB,
perJiaMeHTHPYIOLIUX HCI0/Ib30BaHue HHGOPMALMOHHBIX TexHooruii B JIOY

Me:xyHapoIHbIE IPAaBOBBIC AKThl. 3aKOHOAATEIbHBIE M IOA3AaKOHHBIE  aKkTel  PO.
[TocranoBnenust u pacnopsbkenus llpasurensctBa P®, (enepanbHble U pernoHalbHBIE TPOIPAMMBI,
crpateru W KoHuenmmu. CrpaTeruss pa3BuTHs uHPOpMaLMOHHOTO obmiectBa B Poccuiickoit
Oenepanun. Hammonanenas mnporpamma  «ludpoBas sxonomuka Poccuiickoit  ®Denepanumy.
HopmartuBHO-MeTOMUECKHE JTOKYMEHTBI, MEXIyHapOJHble M HAI[MOHAJIbHBIE CTaHAApPTHI B 00JacTH
nH(OPMALIUY U TOKYMEHTALUH.

Pasnen 4. OcHoBHble 00beKTHI M HNpUHOUNBI aBTomMatudanmuu JIOY wu opranuszamum
3JIECKTPOHHOI'0 JOKYMEHT0000pOoTA.

Ilenn u 3amauym, CTOSALIME NPU HCHOJB30BaHUU HHGOPMalMOHHBIX TexHojoruii B JIOVY.
Tunosblie 3amaum  aBTroMarmszaumu JIOY: cosnanue, nepenada, XpaHEHUE, IIOMCK, KOHTPOJIb
HCIIOJTHEHUS JJOKYMEHTOB.

OcHOBHBIE MH(OPMALMOHHBIE TEXHOJOIMH, Hcnoibdyemble B JIOY, u ux xiaccuduxanus.
TexHOIOrnu: BKIOYEHHs JOKYMEHTOB B CHUCTEMY YIIPABJICHUS JTOKYMEHTAaMU M PETUCTpAllUU B HEW;
yIpaBJIeHUs] JOKyMEHTaMH B CHCTeMe (paclpellelIeHHOr0 YIpaBiIeHHs JOKYMEHTaMH); JOCTYIa,
IIOMCKA W HMCIOJIb30BAaHUS JOKYMEHTOB B CHCTEME M KOHTPOJSA 32 MX HUCIOJHEHHEM; XpPaHEHUS M
YHUYTOXKEHUS TOKYMEHTOB. TE€XHOJOTMH IOTOKOBOI'O CKaHUPOBAHUSA U Pa3MHOXKEHUs TOKYMEHTOB U
T.II.

[TonsiTne  «ONEKTPOHHBIA JOKYMEHT». (OCHOBHBIE BHIbBl 3JEKTPOHHBIX JOKYMEHTOB.
DJIEKTPOHHAS MOJIIHCH.

Bunel undopmarum, copepkaiieicss B 3JIEKTPOHHOM JIOKYMEHTE: TEKCTOBas, rpaduueckas,
TaOJIMYHAS | T.I1.

[ToHsATHE «INEKTPOHHBIM TOKYMEHTOOOOPOT», €ro BO3MOXKHOCTM M IyTH HCIOJIb30BAHUS.

OCHOBBI IOPUMYECKH 3HAYMMOI0 3JEKTPOHHOTO JOKyMeHTooOopoTa. HopmaTtuBHO-ipaBoBOE
o0ecreyeHre NpoleccoB NCIOIb30BaHUS HHPOPMAITMOHHBIX TexHosoruii B /10Y.



OcHoBHbIE BUIBI GopMarToB, ucnonbzyembie B JIOY. dopmaThl npeacTaBiaeHUus U XpaHCHHS
AJIEKTPOHHBIX TOKYMEHTOB. OTKpBIThIE (hopMathl. [lepcrneKTHBBI UCTIONBb30BaHUS OTKPBITHIX (popMaToB
u cBobosHoro nporpammuoro obecneuenust (CI1IO) B Poccuu u 3a py6exxom. HopMaTuBHO-1IpaBoBbIE
U METOJUYECKHE JOKYMEHTBI, periaMeHTHpYymoliue mpouecchl ucnoyibzoBanus CIIO U OTKpBITHIX
¢dbopmaros B Poccum.

[TpuHIMOBl U 3Tanbl pa3pabOTKU U BHEAPEHUS WH(POPMAIIMOHHBIX CHCTEM B JESTEIHHOCTDH
opranuzanuu. 3agaud, (QyHKUMH U CcTpykTypa uHpopmanuonHoi cucrembl (MC) opranuzanuu.
Tepmunonorus, ucnons3yemas B C. [IpoekTHbIe pemieHnst COBpEeMEHHBIX HH(POPMAITMOHHBIX CHCTEM
B obnactu JIOY. OTkpbIThie ”HPOPMAITMOHHBIE CUCTEMBI, KDUTEPUU UX OLEHKH.

Paznen 5. Peanu3zanus 3aga4g JIOY ¢ nomombio MS Office

[TpuHIMIBI TOCTPOCHUS M PYHKIMOHUPOBaHM OQUCHBIX cucTeM B cpeae makera MS Office.
IToxroroBka, perucrpanus, o00paboTKa 1 XpaHEeHHE JOKYMEHTOB cpencTBamu nakera MS Office.

[TonsiTue peructpanuoHHas kKapTouka aokymMeHTa B ACY/l, Ha3HaueHuME M BO3MOXXHOCTH
ucnosib3oBaHus. Vcnosnb3oBaHue kiaccupukaTop U pyopukaTopoB Juist co3nanus b/l yueTHoro tumna.

Peanuzanus 3amaum  KOHTpoyis wucmonHeHus B cpene mnakera MS  Office. Crpykrypa
CTaHJAPTHBIX 3alPOCOB JIsI PELICHMs 3aJady KOHTPOJS 3a HCIOJHEHUEM JOKyMeHTOB. IIpumepsl
UHTEPQEICOoB.

[TonsaTus «oTueToB», «popm» U «mabnoHoB» B cucreme MS Office. Mcnonb3oBanue
1a0JIOHOB U 3JIEMEHTOB aBTOTEKCTA.

JlonosmHUTENbHBIE BO3MOKHOCTH paboThl ¢ oducHbiMu nporpammamu Word u Excel B MS
Office:

- CozaHue naHesei HHCTPYMEHTOB U KHOIIOK.

- ABTOMAaTH3aIMs BBITIOJIHEHUS 33/1a4 C TIOMOIIBI0 MakpocoB. CrocoObI CO3/1aHUsI MAKPOCOB.
- ABTOMaTH4€eCKO€E CO3aHUE OIJIABJICHUS U IJI0CCAPHSL.

- Pabota ¢ ¢hopmamu u TabauIIaAMH.

[Tonsatne «KOMIO3UIIMOHHBIN 3JEKTPOHHBIA JOKYMEHT» UM MPUHLMIIBI €ro CO3JaHusl.
KomOunupoBanue pa3sHOBUAHOCTEW (TEKCTOBOM, Tpaduueckod, TaONMW4YHON) uHPOpMAIMA B
JOKYMEHTE.

Poccuiickue ananorn MS Office.

Pa3gen 6. Ba3pl 1aHHbIX B HHGOPMAIIMOHHOM O0ecrie4eHHH YIPaBJIeHUS.

[Tonstue 6a3pl naHHbIX. CTpykTypa 0a3bl AaHHBIX. IloHsTHe m1abioHa 0aszbl JaHHBIX. THIBI
nosielt ¥ naHHbIX. TexHomorust o0pabOTKM AaHHBIX. MoJeny NocTpoeHus 0a3bl JaHHBIX.

Koprnopatusubie 6a3bl naHHbIX. [lonstue kopnopatuBHoM b/ u xopnoparuBhoit HC.
Tpebosanust k kopnopatuBHoi BJ] 1 UC. OcoGeHHOCTH TEXHOIOTUN «KIHEHT-CEPBEPY.

OcHoBHBIEe cBoMcTBa 0a3bl maHHbIX Lotus Notes u MS Access. Apxurekrypa Lotus Notes.
Mopenu kKoMMyHHKaIui, mnomaaepkuBaemMbix LoOtus Notes. OcHoBHBIE CBEIEHHS O CTPYKType
nporpaMMmHoro obecrniedenusi. OxonHblii uHTEpdeiic Lotus Notes, ocHoBHBIE 31eMeHTHl. BapuaHTh
MOCTpoeHUsI nHTepdeiica monp3oBarens. Mcnonb3zoBanue MS Access mpu pemiennu 3anad JJOVY.

Cucremsl ympasnenus 6azamu naHHbeix (CYBJI). Ilpodeccuonansusie CYB/I. IlepconanbHbie
CVYBJl. OnHomoJIb30BaTEeIbCKUE W MHOTOIIOJB30BaTEIIbCKUE Oa3bl JaHHBIX. llocienoBaTenbHBIA U
napajieNnbHblid JocTyn. LleHTpanu3oBaHHbIe U pacipeesieHHbIe 0a3bl JaHHbIX.

Hcnons3oBanne b/l B opranax rocy1apCTBEHHOM BJIACTH U yIIPABJICHMUS.

Paznen 7. TpeGoBaHusi K QYHKIHOHAIBHOMY M aNNapaTHO-NPOrpaMMHOMY o0ecneYyeHHIo
aBTOMATH3HPOBaHHBIX cucteM 10Y

[Tpusnaku kiaaccudukay HHOOPMALIMOHHBIX CUCTEM: YPOBEHb MHTETpAIMM JaHHBIX B PaMKax
NPEINPUATHS, OTPACIIN; MHOTO(YHKIIMOHAILHOCTh, BO3MOKHOCTH MacIITaOWPOBAaHUs CUCTEMBI, OXBAT
Pa3IMYHBIX CHCTEM JIOKyMEHTAallUd, pa3paboTuuK, OTHOIIEHUE K OTeYeCTBEHHBbIM cTaHiapram /[OVY,
MYJIbTH(QOPMATHOCTh M OTKPHITOCTD (hopMmara.

Cucremsl ympaBieHusl AOKyMeHTooOopoTroMm. KopropartuBHble WH(OPMalMOHHBIE CHUCTEMBI.



Buapr u paznougnoctrn AC JIOY. Kputepuu Beioopa komnanuun-pazpadorunka AC I0Y. Kpurepun
BeiOopa AC JIOY u WHBIX NPOTrpaMMHBIX TPOAYKTOB MPUMEHUTEIHLHO K 3aJadaM OpTraHH3aluu.
PazpaboTtka texHuueckoro 3amanus. [IpuHIuner npoexktupoBanus u 3tanbl BHeapeHuss AC JIOY B
JeSTENIbHOCTh Opranu3auuu. Kpyr pemnraeMbx 3a1ad.

IIpumepsl coBpemeHHbIX oTeuecTBeHHbIX AC JIOY.

Crienmanu3upoBaHHble  MH(QOPMALMOHHBIE  CHUCTEMBI: KaJIpOBBIE, OyxraiaTepckue,

cTaTucTUyeckue u Jp. Bo3aMoXKHOCTH TUIOBON KOH(PUTYpaLUK IPOrPAMMHBIX POAYKTOB.

CripaBo4HO-TIPaBOBbIC MH(POPMAITMOHHBIE CUCTEMBbl. OCHOBHBIC NPUHIUIBI TIOCTPOCHUS H
nonb3oBanud. CrpaBouHo-mipaBoBble cucteMbl «Koncynbrant-Ilntocy, «[apanty, «Komgekey.
«upopmanoHHo# cripaBoyHO# cuctembl apxuBHOM oTpaciu (MCCAO)».

Pa3gen 8. UHTepHeT-TEXHOJIOTHH H HH(OPMALHOHHBIE Pecypchl, Henoib3yemble B IOY

[Tonsatne «uH(pOpMaUMOHHBIA pecypc». BHyTpeHHME M BHEIIHME, JOKAJIbHBIE U TJI00aIbHBIE
nHpopMaMOHHbIE pecypchl. MHPpacTpyKkTypa HHPOPMALMOHHOHN NeSTETBHOCTH.

[Tonsitue nadopmanuonHoit cetu. I'modanpabie BeruucauTenbHbie cetn (WAN) 1 okanbHbIe
BerunciutTenbHbie cetr (LAN).

Wurepuer. Hasuratopsl u mouckoBuku (Yahoo, Yandex, Rambler u ap.) Cucrema agpecos
cetu. OcobenHoctn moncka mHpopmanuu B MHTepHeT. IIpocTbie m crokHbIe 3ampockl. Pecypcbl
Wntepuer ana cnenuanuctos cdepst JOVY.

Hcnonp3oBanue Bo3MokHOcTed MHTepHer pans oOMmMeHa uH@oOpManuei, opraHuszanuu
KOH(EpeHIHH, T0COK 00bsBIeHUH, cTpaHull WWW u T.11.

JlokasibHOE M YJAJIEHHOE COEAMHEHHE KOMIIBIOTEPOB (pabouyux MecT). Moaembl, MPUHIMIIBI
pabotbl M Bo3MOXHOCTH. CpeicTBa oOpraHu3aliM BHYTPEHHUX U BHEUIHMX ceTeil oOMeHa
nHpOpManKel B OpraHu3ainy.

Texnonorust Murepuer - Murpaner. OCHOBHBIE MOHATUS M METOAMKAa pabOTBl B CETH.

OnexktponHass mouta. OcHOBHbIE (YHKIMM W KOMIOHEHTH. HOpuaudeckue acmeKThl
ucnosb3oBanus. [loutoBbie nporpamMmbl Web-caliThl 1 METOIMKA UX TIPOCKTUPOBAHHSL.

Paznen 9. YnpaBienue 10cTynom K J0KYMeHTHPOBAHHOI HH(OpMaLMU.

HopmaTuBHO-TIpaBOBBIE U METOAMYECKHE JOKYMEHTHI, PETIaMEHTUPYIOIINE BOMPOCHI JOCTYyIIa
K UH(OPMALIMOHHBIM pPeCcypcaMm.

Kputepun 0€301acHOCTH 3JIEKTPOHHOTO JOKYMEHTO000poTa. OCHOBHBIE METOJBI 3aIUTHI
JOKYMEHTUPOBaHHON uH(popmanuu. ['pynmbl MeTomoB 3amuThl MHPOpMauu B WHGOPMAIIMOHHBIX
cucTeMax (ammaparHble, MPOrpaMMHbBIE, OpTaHU3AI[MOHHBIE).

Hoctyn, mnpaBa pgoctyma, KOHTPOJb JIOCTYNIa M HCHOJIb30BAaHUE JIOKYMEHTUPOBAHHOMN
unpopmanuu B AC J10V.

MartepuanbHble HOCUTENH HH(GOPMAIIUU U UX (U3MUYECKasi 3aluTa.

[TpuHIUIIBI XpaHEHHS] U YHUYTOXKEHUS JOKYMEHTHPOBAaHHOW MH(popMalnu, BKItoueHHONH B AC

JOV.
4. Oopa3oBaTesibHbIE TEXHOJIOTHH
No Buowt yueonoi Hngopmayuonnsie u oopazosamenpHole
Haumenoeanue pazoena
n/n padomul MexHo102uu
1 2 3 5
1 |Bgeneuune Jlexknusa Ne 1 BBoaHas jeknust ¢ UCIoIb30BaHUuEM
BHJIEOMATEPHAJIOB
CamocrosiTenpHas KoHcynpTHpOBaH#e 1 MpoBEpKa JOMAITHUX
paborta 3a/IaHUI TIOCPECTBOM BJIEKTPOHHOM MOYTHI
2 |Ucropus aBromarusanuu |Jlexmums Ne 2 Jlexuus-Bu3yanuzanus ¢ MIpUMEHEHUEM
A0Y CIIaliI- MpoeKTopa




[IpakTuyeckas pabora
Ne 1

3aHaTus B KOMIIBIOTCPHOM KJIaCCC

CamocrosTenbHas KoncynbTupoBanue u npoBepka JOMaIIHUX
paborta 3aJlaHUI TOCPEACTBOM 3JIEKTPOHHOM MOYTHI
TpeboBanus Jlekmug Ne 3 Jlekuus-Buzyanuszanus ¢ IpuMEHEHUEM
HOPMAaTUBHO-IIPABOBBIX U CIIAlJI- TPOEKTOpa
HOPMAaTHUBHO- [IpakTrueckas pabota (3aHATHS B KOMIIBIOTEPHOM KJlacce
METOAUYCCKHUX Ne 2
AOKYMCHTOB, CamocTosiTenbHas KoHcynpTHpOBaHME U IPOBEPKA JOMAIIHUX
pETIIaMCHTHPYIOIITHUX paborta 3aJlaHUM MTOCPEJCTBOM DJICKTPOHHOM MOYTHI
HCITOJIb30BaHNE
UH(POPMALIMOHHBIX
texnonoruii B JIOY
OcHOBHBIE OOBEKTHI U Jlexuus Ne 4 Jlexuus-Bu3yanusanus ¢ IPUMEHEHUEM
MPUHIIUIIBI CJIalJ1- IpOEeKTOpa
aproMatuzaumuu IOY u  |[Ipakruueckas pabora |3aHATHS B KOMIIBIOTEPHOM KJIACCe
OpraHu3aIu Ne 3
3JICKTPOHHOTO CamocrosTenbHas KoHcynpTupOBaHMe 1 MpoBEpKa JOMAIIHUX
IlOKyMeHTOOGOPOTa pa60Ta 3aJaHui IOCPEICTBOM 3neKTp0HH0ﬁ IIOYThI
Peanuzanms 3agau OV c [Jlexkmus Ne 5 Jlekuus-Bu3yanusanus ¢ IpUMEHEHUEM

nomouiero MS Office u
Ap.

CIIal]I- TPOEKTOpa

[IpakTuueckas padbora
Ne 4

3aHATHus B KOMIIBIOTCPHOM KJIACCC

CamocTrosTenbHas KoHcynpTupoBaHue u npoBepka JOMAIIHUX
pabota 3aJIaHHUN ITOCPEACTBOM DJIEKTPOHHOM IMOYTHI
baspl 1aHHBIX B Jlexuus Ne 6 Jlexuusa-Bu3yanuzanus ¢ IPUMEHEHUEM

UH()OPMAIIMOHHOM
o0ecrie4eHn! ynpaBiIeHUs

CIaiiJI- MpoeKTopa

[IpakTuueckas pabora
Ne 5

3aHsATHS B KOMIIBIOTEPHOM KJIacce

CamocrosrenbHas KoHncynpTupoBanue 1 npoBepka JOMalIHUX
pabota 3aJJaHUH MOCPEICTBOM JIEKTPOHHOM I1OYTHI
TpeboBanust k Jlexums Ne 7 Jlexuusa-Bu3yanuzanms ¢ NPUMEHEHUEM
IIPOrPaMMHOMY CIIaliJI- MPOEKTOpa
o0ecneveHuno [IpakTuueckas pabora |3aHATHS B KOMIIBIOTEPHOM Kilacce
ABTOMATU3UPOBAHHBIX Ne 6
cucrem JI0Y CamocrosTenbHast KoHCynbTHpOBaHUe U MPOBEPKA TOMAITHAX
pabota 3aJJaHUH MIOCPEICTBOM JIEKTPOHHOM IMOYTHI
WuTepuer-texnonornu u  |Jlexnums Ne 8 Jlexuus-Bu3zyanusanus ¢ (pUMEHEHUEM

MH(pOpPMallMOHHbIE
PECYPCBI, HCIIONIb3yEMbIE
B JIOY

CIIalJI- TPOEKTOpa

[IpakTuueckas pabora
Ne 6

3aHATHS B KOMIIBIOTEPHOM KJIacce

CamocrosrenbHas KoncynpTupoBanue 1 npoBepka JOMaIIHUX
pabota 3aJJaHUH MOCPEICTBOM JIEKTPOHHOM IMOYTHI
VYnpasnenne poctynom k|Jlekuust Ne 9 Jlexuus-Bu3zyanusanus ¢ IpUMEHEHUEM
JIOKYMEHTHUPOBAHHOMN crlaia- MpoeKTopa
uHpopMaun IIpakTuyeckas pabora |3aHATHSA B KOMIIBIOTEPHOM KJlacce

Ne &

CamocTrogrenpHas
paborta

KoncynsTupoBanue u npoBepka JOMaITHUX
3aJIaHAH TTOCPEICTBOM DJIEKTPOHHOM MOYTHI
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[IpakTuyeckas pabora |3aHATHA B KOMIIBIOTEPHOM KJlacce

Ne 11

CamocTosiTenbHas KoHcynpTupoBaHue u npoBepka JOMalIHUX
pabota 3aJJaHUH TIOCPEJCTBOM 3JIEKTPOHHOM MOUTHI

B nmepuon BpeMEHHOrOo NPHUOCTAHOBIEGHUS TOCEHICHHUS OOYYalOUIMMHCS TOMEIICHUH U
tepputopuu PI'TY mist opranusamnuu yqeOHOTO Mporiecca ¢ MPUMEHEHHEM JIEKTPOHHOTO O0YUICHHS U
JUCTAHIIMOHHBIX  O0Opa30BaTEJIbHBIX TEXHOJOTMH MOTYT OBITh  HCIOJB30BaHbl  CIEIYIOIIHE
00pa3oBaTeNbHbIC TEXHOJIOTHH:

— BUJICO-JICKIINH;

— OHJIAMH-JIEKI[UU B PEKMME PEATBHOTO BPEMEHU;

— DJIEKTPOHHbIE YUYEOHUKH, YdeOHbIe TOCOOUs, HAyYHbIE U3/IaHUS B 3JIEKTPOHHOM BHUJIE U JJOCTYII
K MHBIM 3JIEKTPOHHBIM 00pa30BaTeIIbHBIM pecypcam;

— CUCTEMBI JIJIs1 SJIEKTPOHHOI'O TECTUPOBAHUS;

— KOHCYJIbTallM! C UCIIOJb30BAHUEM TEJIEKOMMYHUKAMOHHBIX CPEACTB.

5. OneHka NJIaHUPYeMbIX pe3yJbTATOB 00y4eHHUs

5.1 Cucrema oneHuUBaHUSA

®opma KOHTPOJIA Makc. KOTM4ecTBO 0aJlioB
3a ogHy padboty Bcero

Texyniui KOHTPOJIb:

- oTIpoC 5 6amoB 35 GamioB

- TecThI (TeMsI 1-9) 5 Gamos 5 Gamnos

- moaroToBka pedepara (temsr 1-9) 20 GamnoB 20 GamtoB
[IpomexxyTouHas aTTecTarus 40 6amioB 40 6amioB
(ox3amen)
Wtoro 3a qucuuIiiuey 100 6amioB

[TonmyueHHBII COBOKYIHBIN PE3yIbTAaT KOHBEPTUPYETCS B TPAAULIMOHHYIO KAy OLICHOK U B IIKAITY
oreHok EBpomneiickoii cucteMsl iepeHoca u HakoruieHus kpeautos (European Credit Transfer System;
nanee — ECTS) B cooTBeTCTBUM C TaOIUIIEH:

[Ixama
100-6annpHas mkana | TpagumuoHHas mIKana
ECTS
95 -100 A
8304 OTJIMYHO B
68 — 82 XOpOIIIO 3a4TEHO C
56 — 67 D
50 _55 YJIOBJIETBOPUTEIHLHO E
20 —49 FX
HEYJIOBJICTBOPUTEIIBHO HE 3aYTCHO
0-19 F
5.2 Kputepuu BbICTABJIEHHS OI€HKH MO JUCIUTLINHE
Baaasl/ | Ouenka no Kputepun oneHKH pe3yabTaTOB 00y4eHUsI 1O JUCHUIJINHE
Hlkana | AUcUMNIIMHE
ECTS
100-83/ | otnuuno/ BrictaBisiercst o0y4aromemMycsi, €ClIi OH TIyOOKO U TIPOYHO YCBOMIT
AB 3a4TCHO TEOPETUYCCKHIA U MPAKTHUECKUI MaTepUal, MOXKET
POJIEMOHCTPUPOBATH 3TO HA 3aHATHIX M B XOJ€ TPOMEKYTOUHOM
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Banael/
HMIxana
ECTS

Onenka nmo
AUCHUILIMHE

Kpurtepun oneHkH pe3yJibTATOB 00y4eHHUsI 0 AUCHUILINHE

aTTECTAIIHH.

OOyyaronuiicst UCYEPIBIBAIOIIE U JTOTHYECKH CTPOHHO M3JIaract
y4eOHBII MaTepuall, yMEET yBSI3bIBATh TCOPHUIO C MPAKTHKOM,
CHPABJISIETCS C PEIICHHEM 3aJ1au PO(eCcCHOHATBHOIN HaIPaBICHHOCTH
BBICOKOT'O YPOBHSI CIIO)KHOCTH, TIPABUIIBHO OOOCHOBBIBACT MPUHSTHIC
peIIeHusl.

CB00OOHO OpUEHTUPYETCS B YUCOHOU U PO ECCHOHATBHON
JauTeparype.

OreHka 1o JUCHUIUIMHE BBICTABIISIOTCS 00YYaIOMEMyCs C yIETOM
pe3yabTAaTOB TEKYIIEH U MPOMEKYTOUYHOM aTTECTALINH.
KomneTeHmuun, 3akperiéHHbIe 33 JUCIUTUITHHON, CPOPMUPOBAHEI HA
YPOBHE — «BBICOKHI».

82-68/

Xopomro/
3a4TECHO

BricTaBnsercs o0yuaromemycs, €CIi OH 3HAeT TEOPETUUECKUN 1
MPaKTUYECKUI MaTepual, F[paMOTHO U M0 CYILIECTBY U3JIaraeT ero Ha
3aHATUAX U B XOC HpOMe)KyTOIIHOfI arTeCTalun, HE JOITyCKas
CYILIECTBEHHBIX HETOYHOCTEH.

OO0y4aromuiicss TpaBUIHLHO MPUMEHSIET TEOPETUUECKUE TTOJIOKEHUS TTPH
pelIeHNU IPAKTHYECKUX 3a1a4 MpodeCcCHOHaTbHON HAIIPAaBIEHHOCTH
Pa3HOT0 YPOBHS CIIO)KHOCTH, BIIaJIe€T HEOOXOAMMBIMH ISl 3TOTO
HaBbIKAMH U IpUEMaMHU.

JlocTaTouHO XOPOIIO OPHUEHTUPYETCS B yUSOHOU U PO ECCHOHATBHON
JuTepartype.

OrneHka o JUCIHUILIMHE BBICTABISAIOTCSA 00y4daroleMycst ¢ yuéToM
pe3yIbTaTOB TEKYIIEH U MPOMEKYTOYHOU aTTECTALUH.

Komnerenuu, 3akperiéHuble 3a AUCHUIUITMHON, COOPMUPOBAHBI HA
YPOBHE — «XOPOLIUI».

67-50/
D,E

yIOBJIETBO-
putensHO/
3aYTEHO

BricTaBnsercs oOyuaromeMycs, €CIi OH 3HaeT Ha 0a30BOM YPOBHE
TEOPETHUYECKUH U MPAKTUYECKUNA MaTepual, TOMyCKAeT OTIEIbHbIE
OIMOKY TMPU €T0 U3JI0KEHUHU Ha 3aHITHSIX U B XOJI€ MPOMEKYTOTHOM
aTTeCTalUU.

OO0y4armuiicss UCIIBITHIBAECT ONPEIEIEHHBIE 3aTPY/IHCHUS B
MPUMEHEHUN TEOPETUUECKHUX MOJOKEHUN MTPHU PEIIEHNUN MTPAaKTUYECKHUX
3aja4 podeccroHaIbHOM HANpPaBIEHHOCTH CTAaHJAPTHOTO YPOBHS
CJIOHOCTH, BJIaJeT HEOOXOIUMBIMH JIJIsl 3TOT0 0a30BBIMH HABBIKAMHU U
puE€MaMu.

JleMOHCTpHpYyeT TOCTaTOUHBIM YpOBEHb 3HAHUS yUeOHOU TUTEepaTyphl
M0 TUCIHUTUIMHE.

OreHka 1o JUCIUIUIMHE BBICTABISAIOTCS 00y4JaromeMycst ¢ y4éTom
pEe3yJIbTAaTOB TEKYILEH U MPOMEKYTOUYHON aTTECTALUU.

KomneTreHmuu, 3akperniéHHble 3a JUCIUTLTHHON, CPOPMUPOBAHBI HA
YPOBHE — <«JIOCTATOYHBINY.

49-0/
F,FX

HEYI0BJICT-
BOpHUTENBHO/
HE 3a4TCHO

BricraBisiercst o0yyaromemycs, €ciii OH He 3HaeT Ha 0a30BOM ypOBHE
TEOPETUYECKUI U MPaKTUUECKUI MaTepuall, 10MycKaeT rpyobie OIMOKN
IIPU €70 U3JI0KCHUU Ha 3aHATUAX U B X0J1€ IIPOMEKYTOUHON
aTTeCTalUN.

OOyuaromuiics UCIIBITHIBAET CEPbE3HbIE 3aTPYIHEHUS B IPUMEHEHUHU
TEOPETHUYECKUX MMOJIOKEHUN MTPU PEIICHUH NMPAKTHYECKUX 3a/1a4
npodecCHOHATBLHON HAMPABIECHHOCTH CTAHIAPTHOTO YPOBHSI
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Baaasl/ | Ouenka nmo Kputepun oueHkn pe3yaibTaToB 00y4eHUsI 10 JUCUUIJIMHE

HIxaga | gucuuIInHE
ECTS

CJIOHOCTH, HE BIaZiceT HEOOXOJUMBIMHU IS 3TOTO HaBBIKAMU U
IIpUEMaMHU.

JemoHcTpupyet (pparMeHTapHble 3HaHUS yUeOHOU JTUTEpaTyphl MO
JHCLUIUINHE.

OneHka 1o JUCIUILIMHE BBICTABISIOTCS 00ydaroleMycs ¢ y4éTom
pPEe3yJIbTaTOB TEKYILEW U MPOMEKYTOUYHOM aTTECTALIUU.
KoMnereHum Ha ypoBHE «JIOCTATOUHBIN», 3aKPEIUIEHHBIE 3a
JUCITUTIMHOM, HE COPMUPOBAHBI.

5.3 OueHouHble cpeacTBa (MaTepuaibl) [JIsl TEKYNIEro KOHTPOJISI YCIEeBaeMOCTH,
NMPOMEKYTOYHOM aTTeCTANNH 00yYAIOIIUXCS 10 TUCHUIIHHE

IIpumepHbie TeMbl pedepaToB Mo pasaeaam JUCHUUIIMHBI:

1. HccnenoBanre OCHOBHBIX OOBEKTOB U IIPUHLIUIIOB aBTOMATH3allUU B YIIPABJICHUU.

2. OnexkTpoHHbIH  oduc. HMccnenoBaHue COBpeMEHHBIX HMHGOPMALMOHHBIX  TEXHOJOIMH,
ucnoisb3yeMsix B JIOY.

3. Vcnonb30BaHue aBTOMATU3UPOBAHHBIX HH(OPMALIMOHHBIX CUCTEM B YIIPABICHUH.

4. AHaiau3 HOPMAaTUBHO-IPABOBBIX AaKTOB, PErJIaMEHTUPYIOIIMX IPOLIECCHl BHEIAPEHUS U
UCIOJIb30BaHUs MH(POpPMAMOHHBIX TexHosoruil B I0Y.

S. AHanau3 HOPMaTUBHO-METOINYECKUX JOKYMEHTOB, PErJIaMEHTHPYIOIIUX MPOLECCH BHEAPEHUS
U MCII0JIb30BaHMsI HHPOPMALIMOHHBIX TexHoJoruii B JIOY.

6. Hccnenoanue popmMaToB 2IEKTPOHHBIX JOKYMEHTOB, UCIOIb3yeMbIX B JJOVY.

7. Hcnonb3oBaHue  OTKPHITHIX  (OPMATOB  BJIEKTPOHHBIX  JOKYMEHTOB M  CBOOOJHOIO
IIpOrpaMMHOT0 obecrieueHus A pemenus 3agad J10Y.

8. Benymue komnanuu-pa3zpaboTUMKK MPOrpaMMHbIX IpoayKkToB i JJOY u ux pa3paboTku.

9. O0630p myOMMKanMii OTEYECTBEHHBIX aBTOPOB IO BOMPOCAM HCIIONB30BAHUS COBPEMEHHBIX
nH(pOpMalMOHHBIX TexHoiorui B JIOVY.

10. OO63op mnyOmuKanwii 3apyOeKHBIX aBTOPOB II0 BOMPOCAM HCIIOIB30BAHMS COBPEMEHHBIX
nH(pOpMalMOHHBIX TexHosorui B JIOVY.

11.  HccnenoBaHue NpakTUKU MCHOJIb30BAaHUSI COBPEMEHHBIX MHPOPMAIMOHHBIX TexHoyorui JJOY

3a pyOexxoM (IO cTpaHaMm, BBHIOpAaHHBIM CTYJEHTaMHM) U BO3MOXHOCTH INMPUMEHEHHMs MX OIbITa B
Poccun.

12. be30ymaskHast TEXHOJIOTHSI IOJTOTOBKU JOKYMEHTOB.

13. Ilpunanue pUINUECKON CHIIBI JIEKTPOHHBIM JJOKYMEHTaM.

14. Pecypcsl UnaTepHeT ans cnienuanuctoB chepsl JOY.

15. OcHOBHBIE 3Tanbl pa3BUTH HH(HOPMALIMOHHBIX TexHoorui B JIOVY.

16. OcHoBHbIe 3a1aun, crosmue nepex ACY /[ u myTu ux pemeHus.

17. AHanu3 COBpPEMEHHBIX HH(QOPMAIIMOHHBIX TEXHOJOTUH CO3JaHMs, XpaHEHHUS M OOHOBIJICHHUSA
JOKYMEHTOB.

3K3aMeHaHHOHHLIe BOIIPOCHI

1. Tlonsarue «uHGOpMaUI» U «HHDOpPMaLIMOHHBIE TeXHONOrUM» B JIOY.

2. Ha3znaueHue, MecTo, pOJb OCHOBHBIX HH()OPMAIIMOHHBIX TEXHOJOTUH, TNPUMEHSEMBIX B
YIPaBJICHUU.

3. TIoHATHS «3NEKTPOHHBIN JOKYMEHT» U «3JIEKTPOHHBIH JJOKYMEHTOOO0OPOT».

4. 3akoHonaTenpHas 0a3a, perjaMeHTHpyIollass Mpolecchl MNpUMEHEHUs UH(GOPMaIMOHHBIX
texHosoruii B JJOVY.

5. HopmaTuBHo-mipaBoBasi 0a3a, perjaMeHTHpYIOIIas MPOLECChl MPUMEHEHHs HHQOPMAIMOHHBIX
texHojoruii B J[OVY.
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6. HopmaTuBHo-MeTonnueckas 0asza, periaMeHTUPYIOLIas Mpolecchl MPUMEHEHUsI HHPOPMAIIMOHHBIX
texHosoruii B JJOVY.

7. OCHOBHBIC ATanbl U YPOBHHU aBToMaTH3anuu JJOY.

8. OcHoBHBIE 00BEKTHI U MPUHIHIEI aBToMaTu3aun J10Y.

9. llenu u 3amaun aBromatuzanuu JJOVY.

10. OcHoBHble HH(OPMAITMOHHBIE TEXHOJOTHH, HCHOJb3yeMble B paboTe ¢ HMH(OPMAIMOHHBIMU
pecypcamu OpraHu3aluu.

11.  OcnHoBHble hopMaTHI HNEKTPOHHBIX JOKYMEHTOB, UCTIOIB3yeMbIe B JJOVY.

12. ®opmarbl XpaHeHHs SJEKTPOHHBIX JOKYMEHTOB.

13.  OrtkpsiThie popmatsl D/] u cBoOOAHOE TpOorpaMMHOe obecnieueHue, ux 3nauenue st J10Y.

14. OcHoBHBIC dTaNbI pa3BUTHA HHPOPMAITMOHHBIX TexHoJoTHiA B JIOY.

15.  OcHoOBHbIE TEXHOJIOTUH, UCTIOIb3yEMBIE TIPU PAOOTE C JOKYMEHTAMH.

16. TexHonoruu co3gaHus JOKYMEHTOB.

17. Texuonoruu onudpoBanus 10KymeHToB B JI0Y.

18. OpranuzalnvoHHBIE M TEXHUYECKHE MpPOOJEMbl KOHTPOJS HUCHOJIHEHHS JIOKyMEHTOB.
Bo3MoskHocTH peanuzanuy GpyHKIHI KOHTPOJIS B COBPEMEHHBIX HH(OPMAIIMOHHBIX CHCTEMAX.

19. TexHonoruu xpaHeHusi JOKYMEHTOB.

20. TlousTme 0a3a maHHBIX, OCHOBHOE Ha3HAYECHUE.

21. Hcnonw3oBaHue 6a3 NaHHBIX B ynpaBieHuH. [Ipumepsl.

22. llonsTHEe «KOpIOpaTHBHAs 0a3a JaHHBIX» M «KOPIOpAaTUBHAas WH(POPMALMOHHAS CHCTEMay.
TexHonorus «KJInueHT-cepBep.

23. TlonsaTue «mois» B 06a3ax maHHBIX. THITBI moJei. TUIIBI JaHHBIX, UCTIONB3YeMBIX B B/I.

24. Vcnonb3oBaHUE KIACCU(PUKATOPOB U pyOpHKaTOPOB [Tt co3nanus bl yuetHoro tuma.

25. Moaenu KOMMYHUKaIUH, ojaepxxuBaembie Lotus Notes.

26. IlpukinagHoe mporpaMMHoe oOecrieyeHue AJisi aBToMaTH3upoBaHHbIX cucteM JJOVY. Ilpumepst
coBpeMeHHbIX AC JIOVY.

27. Pa3paboTku BeoymIMX KOMIIAHUK-Pa3paOOTYMKOB NPOrpaMMHBIX mpoaykrtoB mans JOY
(KoMmMaHus 1Mo BEIOOPY CTYACHTA).

28. Kpurepuu oLeHKH U BbIOOpa KOMIIAaHUHM - pa3paboTyHKa porpaMMHoro npoaykra as JJOVY.

29. CnpaBouYHO-TIPABOBBIE CHCTEMBI, X COCTaB, CTPYKTYpa M MPUHIHMITEI TocTpoeHwus. [Ipumepsr.

30. Cpenctsa u BUIbI TOMCKA HHPOPMALIUU B CIIPABOYHO-TIPABOBBIX cucTeMax. IIpumepsl.

31. HHTepHET-TEXHOJIOTHH U MHPOPMAITMOHHBIE PECypCHI, UcToib3yembie B JIOY.

HpI/IMeprle TECThI IO AUCHHUIIJINHE

CIIEU®UKAIUS TECTOBBIX 3AJIAHUM

Homep Bapuanr ®opma | Moaya | Kareropu Bpems banbl
BOIIpOCa NPaBHJIBHOIO b | BBITIOJIHEH
oTBeTa (Tema) usi (MUH)

1. 1 1:M 1 B 1 2
2. 3 1:M 1 A 1 2
3. 4 1:M 1 A 1 2
4. 3 1:M 1 B 1 2
S. 2 1:M 1 B 1 2
6. 213 Y 1 C 2 3
7. 3 1:M 1 B 1 2
8. 1 1:M 1 E 3 4
9. 1 1:M 1 C 2 3
10. 1 1:M 1 D 2 3
11. 23 M:M 2 B 1 2
12. 2 1:M 2 A 1 2
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13. 1 M:M 2 A 1 2
14. 3 1:M 2 A 1 2
15. 2 1:M 2 A 1 2
16. 123 M:M 2 B 2 3
17. 1 1:M 2 B 1 2
18. 3 1:M 2 B 1 2
19. 123 M:M 2 D 2 3
20. 2 1:M 2 B 1 2
21. 2 1:M 2 B 1 2
22. 1 1:M 2 A 1 2
23. 123 M:M 2 A 1 2
24. 123 M:M 2 A 2 3
25. 1 1:M 3 A 1 2
26. 1 1:M 3 A 1 2
217. 2413 Y 3 C 3 4
28. 34 M:M 3 E 3 4
29. 3 1:M 3 A 1 2
30. 2 1:M 3 B 1 2
31. 1 1:M 3 B 1 2
32. 1 1:M 3 D 2 3
33. 3 1:M 3 B 1 2
34. 2 1:M 3 B 1 2
35. 1 1:M 3 D 3 4
36. 3 1:M 4 D 3 4
37. 124 M:M 4 C 2 3
38. 1234 M:M 4 C 2 3
39. 1 1:M 4 C 2 3
40. 1 1:M 4 A 1 2
60 100
Oo0miee Bpemsi: 60 MUH.
YcnoBHble 0003HAUEHUS

Ne ®opma T3 O0o3HaueHnune

1. | 3akpsiTas popma - ¢ BBIOOPOM OJTHOTO 3aKIHOYECHHUS 1:M

2. | 3akpbiTas Gpopma - ¢ BBIOOPOM HECKOJIBKUX M:M

3aKJII0YeHU (MHOKECTBEHHBIN BBIOOD)
3. | Ha ynopsnouenue Y

Conep:xanue Tecra
VYkaxute HOMep MPaBUIHLHOTO OTBETA
1. ITpu mpoeKTUPOBAHUH U OTIMCAHWU MH(GOPMAITMOHHON TEXHOJIOTHUHU IHUPOKO MPUMEHSIFOTCS METO/IbI:
1. cucreMHbIl aHANMKM3, OJIOYHO-MOYIBHBIN MOIX0/T
2. TeKCTOBOH, YHCIIOBOM, CTATHCTUYCCKHUI
3. aHKETUPOBAHUSA
4. cpaBHUTENbHBIN

VYkaxute HOMep NPaBUIBLHOTO OTBETA
2. TexXHOJIOTHSI TePECHUTKH TI0 MIEKTPOHHBIM KOMMYHHKAIIHSIM aJ]PECHBIX COOOIIEHUH C BIOKCHHUSIMH
Gaiinos:

1. UnTepuer-Tenedonus

2. 5NIEKTPOHHBIN MEUIKUHT
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3. 3JIEKTpOHHAs MMOYTa
4. Bce BapyaHThI BEPHbI
Ykaxute HOMep MPaBUIBLHOTO OTBETA
3. K ycrpoiictBam BBOIa HHPOPMAILIMK B KOMMYHUKAITMOHHBIX MPOLIECC OTHOCUTCS
1. knaBuaTypa
2. MUKpPOGOH ¢ TIOJIKIFOUYEHUEM K aHATIOTO-IIU(PPOBOMY TIPeoOpa30BATEIIO
3. KOMIIBIOTEPHAS MbIIIb
4. Bce BapyaHTbI BEPHBI

YKaKuTe HOMEp MPaBUIBHOTO OTBETA
4. YcrpoiicTBo miis nepeBoja rpadpuueckor nHGopmanuu B UG poByIO:
1. KonupoBaJIBHBIN anmnapar
2. IpuUHTEP
3. ckaHep
4. Taunaz

VYkakute HOMep MPaBUIBHOTO OTBETA
5. Boigenenue tekcra u3 rpaduueckoro oopasa 10KyMeHTa
1. ckaHupoBaHue
2. pacrio3HaBaHHUe
3. Bepudukamms

PaccraBbTe B Hy’)KHOM TOPSIKE
6. DTambl nporecca CKaHUPOBAHHS

1. pacrio3naBaHue

2. CKaHMpOBaHUE

3. Bepudukamms

OrBer:

VYkakute HOMep MPaBUIBHOIO OTBETA

7. IlpoBepka pacrio3HAHHOTO TEKCTAa U KOPPEKIMS OLINOOK:
1. ckanupoBaHue
2. pacrio3HaBaHHE
3. Bepudukanus

YKaKuTe HOMEp MPaBUIBHOTO OTBETA
8. ®yHkIMoHaIbHbIE XapakTepucTuku CO ]l T0KHBI COOTBETCTBOBATH
1. 3a1a4am 1 ypOBHSM aBTOMATH3AINH
2. kBanu(pUKAIIK IEpCOHANa OPraHUu3aluu
3. puHAHCOBBIM BO3MOXKHOCTSAM OpPTaHU3aAIUN

VYkaxnute HOMEp NPaBUIBHOTO OTBETA
9. HauGonee oueBuanbIit 3¢ ekt ot BHenpenuss COJ1 cBs3aH c:
1. 5KOHOMHEN PaCXOIHBIX MAaTEpPUAJIOB
2. yCcKOpeHueM OU3Hec-TIPOLECCOB
3. COKpalieHueM nepcoHaia

VYkaxxute HOMep IPaBUIBHOIO OTBETA
10. ITpsamoit sxoHOMUYecKUi 3P PeKT 0T ucnonbp30BaHUS MHYOPMAITMOHHBIX TexHooruil B /I0Y
IIPEICTaBISAETCS:

1. B IEHEI)KHOM BBIpa)KEHUH

2. B CHUKEHHUH TPYJ0EMKOCTH 00paboTKU MHPOpMAIIN
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12.

13.

14.

15.

16.

17.

16

3. B IOBBILIEHUH KadecTBa MH(DOpMaUK
4. B COKpallleHuH IIepcoHaa

Vkaxure HOMCpa BCCX MPaBUJIbHBIX OTBETOB
ACJIIOY B cpene Lotus Notes/Domino

1. IEJIO

2. BOCC-Pedepent

3. CompanyMedia

YKaKuTe HOMEp MPaBUIBHOTO OTBETA

[Tporpammusiit mpoaykT IBM Lotus Notes Ob11 BriepBbIe BBITYIIIEH KOMITAHUEH
1. 1IBM

2. Lotus Development

3. CompanyMedia

VYkaxure HOMEp MPABUIBHOIO OTBETA
[Iporpammuslii mpoaykT Lotus Notes Beimyckaercs
1.¢c 1989 rona

2.¢ 1995 roma

3.¢ 2000 rona

YKaKuTe HOMEp MPaBUIBHOTO OTBETA

HazBanue nmporpammHoro obecrieueHnus cepsepa B Lotus Notes
1. Lotus

2. Notes

3. Domino

Ykaxure HOMep MPaBUIBHOIO OTBETA

HazBanue nmporpamMmmMHOro odecrnedeHus KIMEHTCKON padodeit cranmuu B Lotus Notes
1. Lotus

2. Notes

3. Domino

VYkaxnute HoMepa BCEeX MPAaBUIIBHBIX OTBETOB
Knunenrtckas yacts Lotus Notes cocrout u3

1. paGovee MecTO MOITB30BaTENS

2. paboyee MecTo pa3pabOTUMKa MPUIIOKEHHUH
3. pabouee MECTO CUCTEMHOIO aIMUHUCTpaTOpa

VYkaxute HoMep MPaBUIHLHOTO OTBETA
OyHKIMS CHHXPOHU3AIUU MKy TUCTAHIIMOHHO yAaJeHHBIMU dK3eMIUIsIpaMu 0a3 JaHHbIX LOtus

Notes na3eiBaercs

18.

1. penukanus
2. Bepudukanus
3. MacmTabupyeMocThb

Vkaxure HOMCDP IMPAaBUJIBHOT'O OTBETA
CoBMeECTHOE UCIIOIb30BaHNE JOKYMCHTOB Ha JIOKAJIbHBIX CEPBEPAX IMPHU COXPAHCHUHU LICJIOCTHOCTH

AOKYMCHTOB B Maciradax npeaAnpuATUL:

1. ruOKOCTh M aTaNTUBHOCTH
2. OTKPBITOCTH
3. pacnpeieIeHHOE peTaKTUPOBAHUE
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VYkaxure HoMepa BCeX MPaBUIIbHBIX OTBETOB
19. lns moucka uHpopMaiyy B ”HPOPMALIMOHHO-CITPABOYHOM CUCTEME MOXKET OBITh HCIIOJIb30BaH:
1. TeMaTUyeCcKuil MOUCK
2. IOUCK TI0 TOJISIM (aTpudyTam)
3. UHTEJUIEKTyaJIbHBINA TOUCK

VYkaxute HOMEp NPaBUIBHOTO OTBETA
20. COBOKYITHOCTh CTPYKTYPHPOBAHHBIX IAHHBIX, XPAHUMBIX B IMAMSATH BBIUMCIUTEILHOU CUCTEMBI U
0TOOpaKaKOIIUX COCTOSIHIE 00BEKTOB, M X B3aMMOCBSI3€H B pacCMaTprUBaeMOW IPEMETHOM 001acTi
1. uadopmanus
2. 0a3a JaHHBIX
3. cuctema ymnpapieHus: 6230 JaHHBIX

VYkaxute HOMep NPaBUIHLHOTO OTBETA
21. TexHonorus «KJIUEHT-CEpBEP» MpeIIoiaraeT XpaHeHue 1 00paboTKy JaHHBIX
1. B rmo0anpHOM ceTn
2. Ha cepBepe
3. Ha KOMITBIOTEPE-TI0JIb30BATEIIEC

VYkaxxute HOMep IPaBUIbLHOIO OTBETA
22. KOMILIEKC S3bIKOBBIX U MPOTPAMMHBIX CPEACTB, MIPEeIHA3HAUYCHHBIN 1JI1 CO3aHUS, BEICHUS U
COBMECTHOT'O UCIIOJIb30BaHus b/l MHOIrMMU 1I0JIB30BATEISIMU HA3bIBAIOT

1. CYB/[

2. cepsepsl b1

3. cTpykTypupoBaHHblie b/]

VYkaxure HoMepa BCeX MPaBUIIbHBIX OTBETOB
23. Bunet CYB/]
1. nonnodyukuroHanbubie CYB]]
2. cepsepsbl BJ{
3. cpeacTBa pazpaboTkH porpamm padotsl ¢ b/

VYkakuTe HoMepa BceX MPaBUIBHBIX OTBETOB
24. Bunpl 0a3 JaHHBIX

1. kopropaTuBHast

2. ceTeBas

3. pensiuoHHas

4. KOHCTPYKLIMOHHAs

VYkakute HoMep NMPaBUIbHOIO OTBETA
25. Cucrema snekTpoHHoro gokymenroobopota "E1 EBOPAT" pa3paboTrana koMraHuei:
1. Cognitive Technologies
2. DAEeKTpOHHBIE O(PHUCHBIE CUCTEMBI
3.3UT
4.1C

VYKakuTe HoOMep NpaBUIIBLHOIO OTBETA
26. «DNeKTpOoHHBIE O(PUCHBIE CHCTEMBD) - pa3pabOTUYHK MPOTyKTa
1. AEJIO
2. Jlerorpad
3. JIoOKyMeHTyM
4. DIRECTUM
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28.

29.

30.

31.

32.

33.

34.
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PaccraBbTe B HYy:)KHOM HOpsiAKE

[TocnenoBarenbHOCTH AciicTBUl Tpu BiOope ACIOVY:
1. BBIOOp KOMITAaHUH pa3pabOTUHKa (TTOCTABIIUKA)

2. ompeJesieHre 3a1a4 U ypOBHS aBTOMAaTU3AlUN

3. BeiObop ACJIOY

4. nuzyuenue poinka ACIIOY

Otser:
VYkaxute HOMepa BCeX MPaBUIbHBIX OTBETOB

[Tpu BEIOOpE KOMNaHuu-pazpadorunka AC/IOY yuuTteiBaroT
1. 3KCIUTyaTallMOHHBIE XapaKTEPUCTUKH

2. CTOUMOCTb CHCTEMBI

3. KaJIpOBBIil COCTaB KOMIIAHUU

4. HaZIe)KHOCTh KOMITAHUU

VYKakuTe HoOMep NPaBUIIBHOIO OTBETA

Komnanus «Murep-Tpact» sBisieTcst pa3paboTUMKOM MTPOIyKTa
1. DIRECTUM

2. BOCC-Pedepent

3. CompanyMedia

VYkaxute HOMEp MPaBUILHOIO OTBETA
[IpuHUHKIT OTKPHITOCTH U MACIITAOMPYEMOCTH CUCTEMBI MOAPa3yMEBaAET
1. OTKpBITBIN JOCTYH K CUCTEME

2. BO3MOXXHOCTb MOACPHU3AIIUN CUCTCMbI 0e3 CYHICCTBCHHBIX S KOHOMHWYCCKUX U

OpraHU3alMOHHBIX 3aTpaT
3. BO3MO>KHOCTbh CBOOO/IHOM MapHIpyTH3allMK JOKYMEHTOB B CUCTEME

VYkaxute HoMep MPaBUIHLHOTO OTBETA
Komnnekcnas COJ] oxBaTbiBaeT

1. Bce aTanbl )KU3HEHHOTO [UKJIa JIOKYMEHTa

2. onepaTUBHOE U apXMBHOE XpPaHEHHUE IOKYMEHTOB
3. TEXHOJIOTHIO «KJIHUEHT — CEPBEP»

VYkaxute HOMEp NPaBUIBHOTO OTBETA

Haubonpemmii 3¢ dext ot BHeApenus CO /1 nomyyarot

1. KpynHbIE TPEIIPUATHS C pacIpe/leIeHHON HHPPACTPYKTYpoi
2. MaJible IPeanpUATHS

3. TocyAapCTBEHHBIC TIPEPUSTHS

Ykaxure HOMep MPaBUIBLHOTO OTBETA

[Mpunaun noctpoennss ACJIOY, no3Bosnstoniuii 106aBIsITh HOBbIE (PyHKIIUN
1. nenTpanuzanuu

2. KOpIOPaTUBHOCTH

3. MOYJbHBIN

VYkaxxute HOMep IPaBUIBHOIO OTBETA

Monynu, oTBeUaromye 3a T0KyMeHTO000pOT, MPUHATO HA3bIBATh MOIYIISIMU
1. nenonpou3BOACTBA

2. MapuIpyTU3aluu

3. apxuBanuu
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VYkaxute HoOMEep NPaBUIBHOTO OTBETA
35. lnst ynaneHHO# paboThl B CUCTEME JIEKTPOHHOTO JTOKYMEHTOO00pOTa MOTYT IIPUMEHSThCA:
1. MOOMIIbHBIE TENEPOHBI
2. crarioHapHbIe Teae(oHbI
3. MyJIbTUMEMA IPOEKTOPBI

VYKaXuTe HOMEp MPaBUIBHOTO OTBETA
36. [ly1s1 oOecrieueHust 3aMTh CACTEMHON HH(POPMALH MOTYT HCIOJIBb30BaThCS
1. mporpaMMHBI€ CLIOCOOBI
2. anmapaTHbIe ¥ IPOrPaMMHBIE CIIOCOOBI
3. anmaparHsbie, IPOrpaMMHbBIC U OPTraHU3aIOHHBIEC CIIOCOOBI

VYkaxure HoMepa BCeX MPAaBUIIbHBIX OTBETOB
37. K unciy yrpo3 ajisi CHCTEMBI 3JIEKTPOHHOTO JIOKYyMEHTO000pOTa OTHOCST
1. yrpo3a 1enocTHOCTH
2. yrpo3a KOH(pUICHIIMATbHOCTH
3. yrpo3a nH(pOpPMHUPOBAaHHOCTH
4. yrpo3a paboTocnocoOHOCTH

VYkaxure HoMepa BCeX MPaBUIIbHBIX OTBETOB

38. K uncny cnioco0oB 3amuTsl HHOOPMAIH OTHOCST
1. pasrpaHuyeHue IpaB J0CTyNa
2. mm¢ppoBaHue
3. IPOTOKOJIMPOBAHUE ACUCTBHUI ITOJIB30BATEIICH
4. 5NeKTpOHHAs TIOANUCH

VYkaxxute HOMep IPaBUIbHOIO OTBETA
39. OCHOBHO¥ IPUHIIXII IEKTPOHHOM MONKCH OCHOBAaH Ha TEXHOJIOTHH
1. mudppoBaHus C «aCCUMETPUUHBIMY» KITIOUOM
2. mudpoBaHUs C KOTKPHITHIM» KIIHOUOM
3. pa3rpaHuyYeHuUs [IpaB 10CTyNa

VYkaxure HOMep MPaBUIBHOTO OTBETA
40. Cucrema kpuntorpadudeckoro ooecrneyeHms
1. «Kapma»
2. «KoncynpTant+»
3. «["apanT»
4. «Access»

6. YueOHo-MeToquYecKOe U MHGOPMALIMOHHOE 0O0ecreyeHue JUCIUILINHBI

6.1 CnMcok HCTOYHHMKOB U JIUTEPATYphI

OcHoBHas1 JiUuTEeparypa

1. Jlapun Muxaun BacunbeBuu. UH(popMannonHoe obecrieyeHne ynpapjeHUs: yueOHOe
nocobue / M. B. Jlapun; [M-Bo oOpa3oBanus u Hayku Poc. @enepanun, denep. roc. OropKETHOE
oOpa3oBar. ydpexaeHue Bbicll. oOpazoBanus "Poc. roc. rymanutapusiii yH-T"]. - Mocksa: PITYVY,
2018. -278 c.

2. Kynses, H.H.npopmanvoHHbIE TEXHOJOTMM B JOKYMEHTALlMOHHOM OO0€CIeYeHUHU
yopaBiieHuss W apXxuBHOM jene: yueOHMK s By3oB / H.H. Kynses, T.B. Konapamosa, E.B.
Tepentbena, A.I'. ®abpuuHoB; nox obu1. pen.n.1o.H., npod. H.H. Kynsesa. - M.: Jloroc, 2017. - 408 c.
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- (HoBas crymenueckass OuOmmoreka) - ISBN 978-5-98704-786-6. - Pexum npocryna:
http://znanium.com/catalog/product/1015021

3. AransioB Bukrop IlerpoBuu. basel nanubix: YueOHuk: B 2 knurax. - 1. - Mocksa;
Mocksa: Uznarensckuii JJom "®OPYM": OOO "Hayuno-uznarensckuii nearp MHO®PA-M", 2018. -
271 c. - ISBN 9785819907139.
http://znanium.com

4. Epnoxumona Jlrogmuina MuxaiiioBHa. DJIEKTPOHHBIN JOKYMEHTOOOOPOT M OOecredeHue
0€30MMacHOCTH CTaHAAPTHBIMU cpencTBaMu windows: YaeOHoe mocoowue. - 1. - Mocka; Mocksa: OO0
"KYPC": OO0 "Hayuno-uznatensckuii nearp MHO®PA-M", 2018. - 296 c. - ISBN 9785906923240.
http://znanium.com

5. HudopMmaioHHble TEXHOJOTHU yrpaBicHus: yucOnuk / B.B. UepHukoB. — 2-e¢ wu3f.,
nepepab. u gon. — M.: UJ] «DOPYM»: UHDOPA-M, 2017. — 368 c. — (Bsiciiee o6pa3oBanue). -
Pexxum moctyna: http://znanium.com

6. OCHOBBI MOCTPOCHHSI aBTOMATH3UPOBAHHBIX HMH(POPMAIMOHHBIX cUcTeM: YueOHuK / B.A.
I'Bozaesa, U.1O. JlaBpentseBa. - M.: ]I ®OPYM: HUILI Uudpa-M, 2013. - 320 c.: uir.; 60x90 1/16. -
(ITpoeccronanbnoe obpasoBanue). (mepervier) ISBN 978-5-8199-0315-5 - Pexum gocryma:
http://znanium.com

7. Kucenes, [I'. M. HWHdopmannoHHbIE TEXHOJOTMM B OKOHOMHKE U  YIPaBIECHUU
(>bdexTuBHas pabora B MS Office 2007) [Dnextponnsiii pecypc]: Yuebnoe mocobue / I'. M.
Kucenes, P. B. boukosa, B. 1. Cadonos. - M.: U3narenscko-Topropas kopnopanus "amkos u K",
2013. - 272 c. - ISBN 978-5-394-01755-1. - Pexxum noctyna: http://znanium.com

JonoHUTeILHAS JUTEpPaTypa

1. Pa3paboTka METOAMKH MOATOTOBKM OPTraHU3aIllMd K BHEIPEHUIO CHUCTEMBI 3JIEKTPOHHOTO
nokymeHtoobopota [Muatepuer-xypHan "Haykosenenue", Boin. 1, 2014, ctp. -] - Pexxum mocryma:
http://znanium.com/catalog/product/477586

2. DNEeKTPOHHBIM JTOKYMEHTOOOOpPOT M olecreueHue OE30MaCHOCTH  CTaHJAPTHBIMH
cpeacrBamu Windows : yuebnoe nmocodue / J.M. Epnokumona, B.B. Kopsokun, A.H. ITsutbkun, O.I.
IIIBeukoBa. - M.: KVYPC, 2019. - 296 c. - Pexxum JoCTyIa:
http://znanium.com/catalog/product/1001864

3. DJEeKTpOHHOE  MPaBUTENbCTBO.  ODJEKTPOHHBIH  JOKYMEHTOOOOPOT. TepMuHB U
ompenenenus: yue6. mocodue / C.1O. Kabamos. — M.: UH®PA-M, 2017. — 320 ¢. — (Bricuree
obpazoBanue: bakanaspuar). - Pexxum poctyma: http://znanium.com/catalog/product/809828

4. 3amura KOH (U IeHIINaIbHOI uH(popMauu pu AJIEKTPOHHOM
nokymentoobopore/Munnul.B., MuannO.B. - Hoocubupck: HI'TY, 2011. - 20 c.: ISBN 978-5-
7782-1829-1 - Tekcr: anektponnbiit. - URL: http://znanium.com/catalog/product/546492

5. Hlenenun, I'. U. lokymeHTanmuss M JOKYMEHTOOOOPOT BHEIIHETOPrOBBIX CJIIEJIOK Ha
BHYTPEHHEM BOJHOM M CMEXHBIX Buaax Ttpancnoprta: cnpaBounuk / I'. WM. Ilemenun, I1. K.
Kpxemunckuit. - M.. Anpraup MI'ABT, 2010. - 138 c. - Texkct: snextponHsii. - URL:
http://znanium.com/catalog/product/1026173 - TekcrT: SJIEKTPOHHBIN. - URL:
http://znanium.com/catalog/product/1026173

6. MudopmaimoHHbIe TEXHOIOTHH U crcTeMbl: YueOHoe mocodue / E.JI. denorosa. - M.: /]
®OPYM: HUI] UH®PA-M, 2014. - 352 c.: un.; 60x90 1/16. - (Beicuiee obpa3zoBanue). (meperier)
ISBN 978-5-8199-0376-6 - Pexxum moctyna: http://znanium.com

7. VHdopmaThka, aBTOMAaTU3MPOBAaHHBIE HMH()OPMAIIMOHHBIE TEXHOJIOTMH U  CHUCTEMBI:
VYueonuk / I'Bo3zneBa B.A. - M.: U] ®OPYM, HUI[ UHDPA-M, 2015. - 544 c.: 60x90 1/16. -
(ITpodeccuonansHoe odpazoBanue) ISBN 978-5-8199-0449-7 - Pexxum nocryna: http://znanium.com

8. Hudopmarnka, aBTOMAaTU3UPOBaHHBIE HH()DOPMAIIMOHHBIE TEXHOJIOTHA W CHCTEMBI:
yueOHuk / B.A. T'Bo3meBa. — M.: U]l «®OPYM»: UHDOPA-M, 2019. — 542 c¢. — (Cpennee
npodeccuoHaibHOE 00pa3oBaHue). - Pexxum qoctyma: http://znanium.com

9. IlpoektupoBanue u peanuszauus 6a3 qanueix B CYBJ] MySQL ¢ ucnons3oBanuem MySQL
Workbench. Metonsl u cpenctBa NpoeKTHPOBaHHS HWH(POPMAIIMOHHBIX CHCTEM W TEXHOJIOTHH.


http://znanium.com/
http://znanium.com/
http://znanium.com/
http://znanium.com/
http://znanium.com/catalog/product/1001864
http://znanium.com/catalog/product/809828
http://znanium.com/catalog/product/1026173
http://znanium.com/
http://znanium.com/
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HucTpyMeHTalbHBIE CPEeICTBA HHPOPMAIIMOHHBIX cucTeM: yueoHnoe mocobue / C.A. Maprtumwms, B.JI.
CumonoB, M.B. Xpamnuenko. — Mocksa: U/l «DOPYM»: UHOPA-M, 2020. — 160 c¢. — (Cpennee
npo¢eCCHOHAIBHOE oOpasoBaHue). - Tekcr: AJIEKTPOHHBIH. - URL.:
http://znanium.com/catalog/product/1065833

6.2 IlepeuyeHb pecypcoB HH(POPMALMOHHO-TEJIEKOMMYHUKAIIMOHHOM ceTH « AHTEepHET».

Bcepoccuiickuii Hay4HO-UCCIIEOBATEIbKUNA UHCTUTYT JOKYMEHTOBEACHUS U apXUBHOIO Jeia
(BHUMAL) [Onexrponnsiii pecypc] /BHUUJA] - Dnekrpon, nan.- M., [2001].— Pexum nocryna:
www.vniidad.ru, ceo6oaHbIi. — 3ari. ¢ KpaHa.

2. Koncantuaroas rpynna «Tepmuka». [HopmaTuBHO-paBoBast ©0a3a JaHHBIX 110
JIEIONIPOU3BOJICTBY, JOKYMEHTOOOOPOTY M apXHUBHOMY Jeny| [DnekTpoHHbIi pecypc] / «Tepmukay -
OnektpoH, nmaH. - M., [200-]— Pexum pgoctyma: http://www.termika.ru/Catalog/catalog.html,
CBOOOJIHBIN. — 3ari. ¢ dKpaHa.

3. Docflow. Bce o wmupe »nanekrpoHHoro pokymentooboporta. [[lopranm mnocsiieH
ANEKTPOHHOMY JOKYMEHTOOOOPOTY M CMEXHBIM oTpacisiM. OH Mpu3BaH MPEJOCTABUTh UYUTATENSIM
CaMylo TIOJIHYIO, CTPYKTYPHUPOBAHHYIO M TIOJIC3HYIO0 HH(POPMAIUIO O PBIHKE, TEXHOJIOTUSX, PEIICHUSX,
KOMITaHHSIX U JIMIAx]. [DJeKTpoHHbIH pecypc] - DiekTpoH, aaH. - M.,— www.docflow.ru,

4. DOC-Online. He3aBucumblii mopTaji O CHCTEMax O3JIEKTPOHHOTO JJIOKYMEHTOOOOPOTA.
www.doc-online.ru

5. Odunmanehsiii cait 1C: [pennpusitue 8. - [DnekrponHslii pecypce] - https://v8.1c.ru/.

6. OdunuanpHbli callT «DNEKTPOHHBIE O(GUCHBIE CUCTEMBD» - [DIEKTPOHHBIMA pecypc]| -

https://www.eos.ru/.

7. Odwunmanbubii  cadt kommanuu «Mutep-Tpact» - [OnekTpoHHBIH pecype] -

https://www.intertrust.ru/.

8. OdunmansHbiii caiiT kommanuu «Cognitive Technologies» - [DnekrponHslii pecypc] -

https://www.cognitive.ru/

6.3 IlIpodeccnoHaibHbIe 0a3bl JAHHBIX M HH(POPMALMOHHO-CIIPABOYHbIE CHCTEMbI
Joctym k mpodeccronanbHbiM 0a3am manubix: https://liber.rsuh.ru/ru/bases

HpO(I)CCCI/IOHaJIBHBIC [IOJIHOTEKCTOBLIE 0a3bl JaHHBbIX:

HarnwonaneHas sekrponnas oudmuorexka (HOB) www.rusneb.ru
ELibrary.ru Hayunas anektponHas Oubimorexa Www.elibrary.ru
Onekrponnas oudauoreka Grebennikon.ru www.grebennikon.ru
Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Taylor and Francis

JSTOR

ONoGa~WNE

WHudopmanoHHbIe CIIPABOYHBIE CUCTEMBI:
1. Koncynbrant Ilmoc
2. Tapanr

7. MaTepuabHO-TEXHHYECKOe o0ecnevyeHne TUCHHIIIHHBI

Jua  obecrieueHuss ~ TUCHUIUIMHBI  HCHOJB3yeTCsl  MaTepuaibHO-TEXHHYecKas  0aza
00pa30BaTEeNbHOIO  YUPESXKICHUSA:  y4deOHbIE  ayJUTOPUM,  OCHAIIEHHBIE  KOMIIBIOTEpaMHU
MOJAKIIOYeHHBIMU K UHTepHeT W OOBEAMHEHHBIMM B €IUHYIO BHYTPEHHIOIO CETh, KOMIIBIOTED


http://www.doc-online.ru/
https://v8.1c.ru/
https://www.eos.ru/
https://www.intertrust.ru/
https://ru.wikipedia.org/wiki/Cognitive_Technologies
https://www.cognitive.ru/
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MPENOIABATENSl, CBS3AHHBIA C JIEMOHCTPALMOHHBIM SKPAaHOM M IPOEKTOPOM [UIsl JEMOHCTpPALUU
y4eOHBIX MaTepraioB. Bo BpeMs JEKIIMOHHBIX 3aHSATUI HCIONB3YIOTCS DJIEKTPOHHBIE MPE3CHTAINH.
[IpakTnueckue  3aHATHS ~ OPOXONAT B KOMIIBIOTEPHOM  KJIacce€ € HCIOJIb30BAHHEM
CHEIMATM3UPOBAHHOTO MPOTPAMMHOI0 OOecTieueHus, 0a3 JaHHBIX U WH()OPMAIMOHHBIX PECYPCOB, a
TaK)ke He0OXOMMOr0 TEXHHUECKOTO 00eCIeUeHusI.

CocraB nmporpaMMHOT0 00€CTICUCHHUSI
Windows

Microsoft Office

Kaspersky Endpoint Security
Adobe Master Collection
AutoCAD

Archicad

SPSS Statisctics

OC «AnsT O6pazoBaHue»

. Visual Studio

10. Adobe Creative Cloud

CoNo~LNE

8. OdecneyeHne 06pa3o0BaTEILHOTO NMPOIECCA ISl JIMI[ ¢ OTPAHUYEHHBIMH BO3MOKHOCTSIMHU
310pPOBbSI M HHBAJIHN/I0B

B xome peanmzanuu IUCUMILIMHBI HMCHOJIB3YIOTCS CIEAYIOIIME JONOJIHUTENIBHBIE METO]IbI
00y4YeHHs, TEKYyIIero KOHTPOJS YCHEBAEMOCTH W TPOMEXKYTOYHOW AaTTeCTallud OO0yYaromuxcs B
3aBHCHUMOCTH OT UX UHIUBUAYATbHBIX OCOOEHHOCTEH:

® ISl CIIETIBIX U CHAOOBUIAMIMX: JIEKIUU O(GOPMIISIOTCS B BHUJAE JJIEKTPOHHOTO JOKYMEHTa,
JOCTYITHOI'O € TOMOUIbI0 KOMIIBIOTEPA CO CIELMAIU3UPOBAHHBIM IPOTrPaMMHBIM O00€CIIEUEHHEM;
MUCbMEHHBIE 3a/laHUsI BBIIOJIHSAIOTCS HAa KOMIIBIOTEPE CO CHEUAIM3UPOBAHHBIM IPOIPAMMHBIM
o0ecriedeHneM WM MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM; OOECIICYMBACTCS WHAMBHIYaIbHOE
paBHOMepHOe ocBelieHue He MeHee 300 JIOKC; 7S BBIMOJIHEHMs 3aJaHUsl NPU HEOOXOAUMOCTH
MIPEIOCTABIIAETCS YBEIMYMBAIOIIEE YCTPONCTBO; BO3MOXKHO TaKK€ MHCIIOJIb30BAaHHE COOCTBEHHBIX
YBEJIUYMBAIOLINX YCTPONCTB; MMCbMEHHBIE 3aJJaHNs 0(OPMIIIOTCS YBEIMUYEHHBIM HIPU(PTOM; SK3aMEH
1 3a4€T MPOBOJATCS B YCTHOM (pOpME MITH BBIMTOJIHAIOTCS B MUCbMEHHOM (pOpMe Ha KOMIBIOTEpE.

o [UIsl TIyXUX U Ciaa0OCHbIIAINX: JIEKIMH O(QOPMIISIOTCS B BHJIE 3JEKTPOHHOTO JOKYMEHTA,
aub0  TpPEeNoCTaBIseTCS  3BYKOYCHJIMBAIOLIAs — anmaparypa MHJIMBUIYaJbHOTO  IOJIb30BAHMUS,
MUCbMEHHBIE 3aJlaHUsl BBIMOJHAIOTCS Ha KOMIIBIOTEpPE B NMHUCBMEHHOM (opme; s3K3aMeH U 3auéT
MIPOBOJIATCS B MUCBMEHHOM (hopMe Ha KOMIIbIOTEPE; BO3MOKHO MTPOBEACHUE B (POpPME TECTUPOBAHMSL.

® /Ul JIMIl C HapyLIEHUSIMHU OMOPHO-JBUTATEIBHOIO ammapara: JIEKIUU Oo(GOopMIISIIOTCS B BHJIE
JJIEKTPOHHOI'O JOKYMEHTa, JOCTYIHOIO C IIOMOIIbI0 KOMIIBIOTEpPA CO CHELUUATU3UPOBAHHBIM
MIPOrpaMMHBIM ~ O0OecrieYeHHeM; MHCbMEHHbIE 3aJaHusl BBIIOJHSIOTCS HA KOMIIBIOTEPE €O
CMEeLUAIU3UPOBAHHBIM NPOIPAaMMHBIM 00€CIIEUeHUEM; FK3aMEeH U 3au€T MPOBOJATCS B YCTHOH hopme
WJIM BBITIOJIHSAIOTCS B MUCbMEHHOM (pOpMe Ha KOMIIBIOTEPE.

ITpu HEOOXOIUMOCTH MpelycMaTpUBAaeTCs yBEIMUEHUE BPEMEHH /IS OATOTOBKU OTBETA.

[Ipouenaypa npoBeneHUs MPOMEKYTOUYHOM aTrTecTaluy i OOydarolUXCsl yCTaHaBIIMBAETCS C
y4€TOM MX MHAMBHUIYAJIbHBIX MCUXO(PU3NUYECKUX 0cOOeHHOCTEH. [IpoMexyTouHas arTectanus MOXKeT
MIPOBOJUTHCS B HECKOJIBKO ITAIlOB.

IIpu mnpoBeseHMH TPOLEAYPHl OLEHUBAHUSA pPE3YJIbTaTOB OOyYeHHs IperycMaTpUBaeTCs
HCIOJIb30BaHUE TEXHUYECKUX CPENICTB, HEOOXOAMMBIX B CBS3M C MHJUBUIYaTbHBIMU OCOOEHHOCTSIMU
oOydJaroluxcs. OTH CpeicTBa MOTYT OBITh IPEJOCTABIECHBl YHUBEPCUTETOM, MIM MOTYT
HCIOJIb30BaThCsl COOCTBEHHBIE TEXHUUECKHE CPEJICTBA.

[IpoBenenue mpoueaypsl OLEHUBAHUS PE3YJIbTaTOB OOYyUYEHHsI JOMYCKACTCsl C MCIOIb30BaHHEM
JUCTAaHIIMOHHBIX 00pa30BaTeNIbHBIX TEXHOJIOTUH.
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ObecneunBaeTcss A0CTynn K HMH(POPMAIMOHHBIM M OubamorpaduyueckuMm pecypcaMm B CETH
WuTepHeT it Kaxxaoro odydaromnierocss B popMax, aJalTUPOBAHHBIX K OTPAHUYCHUSAM UX 37J0POBbS U
BOCIIPHUSATHS HHPOPMALINH:

e Uil CICNBIX W CIA0OBUISIIUX: B TEYaTHOM Qopme yBeIWYeHHbIM mIpudToM, B (opme
AJIEKTPOHHOTO JIOKyMEHTa, B (hopMme aynnodaiina.

® JIUIs TIIYXUX U CJIA0OCIBIIIAIINX: B Ie4aTHOU opMe, B GOpME AIEKTPOHHOTO JOKYMEHTA.

® U151 OOYYAIOIINXCSl C HAPYIICHUSIMU OMOPHO-IBUTATEIbHOTO armapara: B Ie4aTHoil gpopme, B
(hopMe AIIEKTPOHHOTO JOKYMEHTa, B popme ayaunodaiina.

VY4eOHble ayTUTOPHM JJIS BCEX BHJOB KOHTAKTHOM M CaMOCTOSTENbHON paboThI, Hay4yHas
OubinoTeka M HHBIE IMOMELICHMs I OOYy4YEeHHUs OCHAILEHbI CHEelUalbHBIM O00O0pYJOBaHUEM U
y4eOHBIMHU MECTaMU C TEXHUYECKUMU CPEACTBAMHU O0YUCHUSI:

® JUIsl CIIENBIX U CJIa0OBUASILUX: YCTPOHCTBOM JJIsl CKAHUPOBAHMS M uTeHUs ¢ kamepoil SARA
CE; nmucrimeem bpaiinsa PAC Mate 20; npuntepom bpaiinsg EmBraille ViewPlus;

e Ui TIYyXUX M cJabocCiplaluX: aBTOMAaTU3UPOBAaHHBIM pabodyMM MECTOM Ul JOAEH ¢
HapyIIEHHEM CIIyXa ¥ cIa00CITBIIIANINX; aKyCTUIECKUN YCUITUTENb U KOJIOHKH;

o1 OOyYarOmMXCS C HApyMIEHUSMH OIIOPHO-ABUTATEILHOTO ammapara: IepeIBHKHBIMH,
peryaupyeMbiMu 3proHomudeckumu napramu CH-1;, KOMIbIOTEpHOM TEXHUKOW €O CIIELUAIbHBIM
MIPOrPaMMHBIM 00ECTICYECHHEM.

9. MeToauuecKkue MaTepHuaJibl

9.1 Ilanbl ceMUHAPCKHUX/ MPAKTHYECKUX/ J1a00PATOPHBIX 3aHATHIA

Tema 2. Ucropus aBromatuzanuu JJOVY (2 gaca)

3agaHust:

1. [Tonb3ysach ucTOyHMKaMu VIHTEpHET WHCCIeNnoBaTh dTalbl pPa3BUTHA HHGOPMALMOHHBIX
TeXHOJIOTHH (aBTOMaTtu3aiuu) B chepe JJOV.

CHMCOK UCTOYHUKOB:

1. Jlapun Muxaun BacunseBuu. MHpopmannonHoe oOecnieueHre ynpaBieHUs: yuyeOHoe
nocodue / M. B. Jlapun; [M-Bo oOpa3zoBanust u Hayku Poc. @enepaunu, denep. roc. OromxeTHOE
oOpa3oBar. y4pexJeHue BhIcil. oOpazoBaHusi "Poc. roc. rymanutapasii yH-T"]. - MockBa: PITYVY,
2018. - 278 c.

2. KynseB, H.H. MHdopmanmoHHBIE TEXHOJIOTMH B JOKYMEHTAIMOHHOM OOECTICYeHHH
ynpaBiieHUus M apXuBHOM Jene: yuyeOHuk s By3oB / H.H. Kynses, T.B. Konnpamosa, E.B.
Tepentnena, A.I'. ®abpuunoB; o obul. pen.a.1o.H., mpod. H.H. Kynsesa. - M.: Jloroc, 2017. - 408 c.
- (Homas crynenueckas Oubmmuorexka) - ISBN 978-5-98704-786-6. - Pexum poctyma:
http://znanium.com/catalog/product/1015021

3. AranbnioB Buktop IlerpoBuu. basbl mannbix: Yuebnuk: B 2 knHurax. - 1. - Mocksa,
Mocksa: Uznatenbckuii JJom "OOPYM": OO0 "Hayuno-uznatensckuii neatp MH®PA-M", 2018. -
271 c. - ISBN 9785819907139.
http://znanium.com

4. EBpoxkumoBa Jlrogmuina MuxaitnoBHa. DIEKTPOHHBIN JOKYMEHTOOOOPOT M oOecreueHue
0€30MacHOCTH CTaHIAPTHBIMH cpeacTBaMu windows: YuebHoe mocobwue. - 1. - MockBa; Mocksa: OOO
"KYPC": OO0 "Hayuno-uzmarensckuit ientp MHOPA-M", 2018. - 296 c. - ISBN 9785906923240.
http://znanium.com

5. HHupopmanmoHHble TeXHOJOrWU ymnpasieHus: yueOnuk / B.B. UepHukoB. — 2-e¢ wm3n.,
nepepad. u gorn. — M.: U] «®OPYM»: UHOPA-M, 2017. — 368 c. — (Bricmiee obpa3oBaHue). -
Pexum noctyna: http://znanium.com

CNews.ru — uzganue o0 BRICOKHX TEXHOJOTHX. [DIeKTpoHHbIH pecype] -http://www.cnews.ru/

Docflow. Bce o mupe 31€KTpOHHOTO JTOKYyMEHTO0OO0poTa. [[lopTan mocBsIieH 3JIeKTPOHHOMY
JOKYMEHTOO0OpOTY U CMEXHBIM OoTpacisiM. OH Mpu3BaH NPEJOCTaBUTh YUTATENSIM CaMylo IOJHYIO,


http://znanium.com/
http://znanium.com/
http://znanium.com/
http://znanium.com/
http://www.cnews.ru/
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CTPYKTYPHPOBAaHHYIO U TOJIE3HYIO HH(OPMAIIUIO O PBIHKE, TEXHOJIOTHSIX, PCIICHUAX, KOMIIAHUSAX H
nunax]. [DneKTpoHHBINA pecypc] - DekTpoH, aaH. - M., — www.docflow.ru, ceobonusiit. — 3ari. ¢
JKpaHa.

4. DOC-Online. He3aBucumblii mopTaji O CHCTEMaxX O3JIEKTPOHHOIO JIOKYMEHTOOOOPOTA.
www.doc-online.ru

Tema 3. TpeOoBaHMs HOPMAaTUBHO-IIPABOBBIX M  HOPMATHBHO-METOJUYECKUX JIOKYMEHTOB,
periIaMeHTHPYIOIIUX UCTIOIb30BaHne HH(YOpMaTMOHHBIX TexHosoruil B IOV (4 vaca)

3amanus:

2. [Tonb3ysack ucrouHrkamMu MHTEpHET M3y4YUTh COCTaB U COAEPKAHUE OCHOBHBIX HOPMATHBHO-
IIPAaBOBBIX M HOPMATUBHO-METOAMYECKHUX JIOKYMEHTOB, PEIIAMEHTHPYIOIIUX HCIIOIb30BaHHE
uHpopManMOHHBIX TexHoiorud B JIOY (B COOTBETCTBHMM CO CIHCKOM, IPEIJI0KEHHBIM
IIPEIoIaBaTeseM).

Cnucox UCTOYHUKOB!

0a3bl JaHHBIX, THPOPMALIMOHHO-CIIPABOYHBIE U TIOMCKOBBIE CUCTEMBI

- «Koncynprant ITmroc»

- «["apanT»

- «Konekc»

Tema 4. OcHoBHbIE OOBEKTH W MPUHIMUIBI aBToMatu3anuu JIOY u opranuzanuu >JeKTPOHHOTO
JIOKyMeHTO00opoTa (2 yaca)
3anaHus:

1. Onpenenutb 00BEKTHI U MPUHIMIBI aBTOMaTu3anuu J10Y

2. llepeunciuTh OCHOBHBIE TPEOOBAHUS K OPTaHU3AIMH JIEKTPOHHOTO JOKyMEHTO000pOTa
CHnMCOK UCTOYHHUKOB:

1. Jlapua Muxaun BacunseBnu. MHbopManmonHoe obecriedeHne ynpaBieHUs: yaeOHOe
nocobue / M. B. Jlapun; [M-Bo oOpa3oBanus u Hayku Poc. @enepammu, denep. roc. OromKeTHOE
oOpa3oBar. y4pexaeHue BbicHI. oOpazoBanus "Poc. roc. rymanurapHsii yH-T"]. - Mocksa: PITYVY,
2018. - 278 c.

2. KynseB, H.H. MHdopmanmoHHBIE TEXHOJIOTMM B JOKYMEHTAI[HOHHOM OOECTICUYeHHH
yhnpaBjieHUus M apXuBHOM Jene: yuyeOHuk s By3oB / H.H. Kynses, T.B. Konnpamona, E.B.
Tepentnena, A.I'. ®abpuunoB; o obml. pea.a.to.H., mpod. H.H. Kynsera. - M.: Jloroc, 2017. - 408 c.
- (Homas crynenueckas Oubmmuorexka) - ISBN 978-5-98704-786-6. - Pexum poctyma:
http://znanium.com

Tewma 5. Peanuzarus 3amau JIOY ¢ nomompio MS Office (4 yaca)
3agaHust:
1. Cocrasistromue nakera MS Word, ux Hasnauenue.
2. TloaroroBka 1mabJOHOB CIyX)eOHBIX TOKYMEHTOB B cpeae MS Word.
IporpaMMHOe obecrieueHue
Hcnonb3oBanue:
- OducHbii maket npuioxenuit Microsoft Office
- ABBYY FineReader
- OpenOffice.org
- Internet Explorer, Mozilla Firefox, Google Chrome
Cnucok HCTOYHHUKOB:

1. Kucenes, I'. M. HHpopMalmoHHbIE TEXHOJOTHM B OSKOHOMHKE M YIPaBICHUHU
(>pdextuBHas padbora B MS Office 2007) [OnexTponnsii pecypc|: YueOHoe mocobue / I'. M.
Kucenes, P. B. boukoBa, B. 1. Cadonos. - M.: U3narenscko-Toprosas kopnopanus "amkos u K",
2013. - 272 c. - ISBN 978-5-394-01755-1. - Pexum JIOCTYTIA:
http://znanium.com/catalog/product/415083
6a3bl JaHHBIX, HHOOPMALIMOHHO-CITPABOYHBIE U TIOMCKOBBIE CHCTEMBI


http://www.doc-online.ru/
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- «Koncynwrant [Lmroc»
- «["apanT»
- «Konekc»

Tewma 6. ba3bl naHHBIX B HH)OPMAITMOHHOM OOECIIEYCHUH yrpaBiieHus (4 Jaca)
3anaHus:
1. Peanuzanus oducHBIX MpuiokeHu B cpene nmakera MS Office.: mpoekTrpoBaHUe U CO3/1aHHE
Tabmu1 B cpene MS Access Ha 0TOOp 1oKyMeHTOB st b1 «JlokyMeHTBD»
2. Hcnonp3oBaHue 6a3 1aHHBIX B pa0OTE € JIEKTPOHHBIMU JOKYMEHTAMH.

CHMCOK UCTOYHHKOB:

1. AramenoB Bukrtop IlerpoBuu. ba3el manHbix: YueOHuk: B 2 knHmrax. - 1. - Mocksa;
Mocksa: Uznatenbckuii JJom "®@OPYM": OOO "Hayuno-uznarensckuii nearp MHO®PA-M", 2018. -
271 c. - ISBN 9785819907139.
http://znanium.com

2.  Bce o mupe siekTpoHHOro H0KyMeHTOoOopoTa. [[lopTam mocCBAlIEeH 3IEKTPOHHOMY
JIOKYMEHTOOO0OpOTY M CMEXHBIM oTpacisiM. OH Mpu3BaH MPEIOCTABUTH YUTATEISIM CaMYIO TOJHYIO,
CTPYKTYpPUPOBAHHYIO U TOJE3HYI0 HH(OPMALMIO O PBIHKE, TEXHOJOTHSIX, PEUICHHSIX, KOMIAHUSIX M
munax].  [DnexkTpoHHBIN pecype] - DAeKTpoH, AaH. - M., — www.docflow.ru

3. 4. DOC-Online. He3aBucuMblii OpPTal O CHCTEMax SJICKTPOHHOTO TOKYMEHTOOOOPOTA.
www.doc-online.ru

Tema 7. TpeOoBanuss K (YHKIMOHATHPHOMY M  amlapaTHO-POrPAMMHOMY  OOeCHeueHUI0
aBTOMaTU3MpoBaHHbIX cucteM [IOY (4 yaca)
3anaHus:

1. Amnanu3 pelHKa aBTOMaTHU3UPOBaHHBIX cucteM JJOVY.

2. OCHOBHBIE H JIOTIOJHUTEIBHBIE MOYJIM aBTOMATU3UPOBAaHHBIX cuctem JJOY

3. Texuuyeckue TpeOOBaHUA K pabOTE aBTOMAaTU3UPOBaHHBIX cucTeM JJOY

4. XapaKTepHCTHKA CUCTEMBI JIEKTPOHHOTO JOKYMEHTO000pOoTa (Ha IpUMEPE).

COHUCcOK UCTOYHUKOB:
1. Kynses, H.H. UHdopmanuoHHbIE TEXHOJIOTHH B JOKYMEHTAllMOHHOM OOecCreYeHuH

yOpaBieHUss W apXuBHOM Jene: yueOHuk g By3oB / H.H. Kynses, T.B. Konapamosa, E.B.
Tepentbena, A.I'. ®abpuunoB; noxa odul. pexn.a.ro.H., npod. H.H. Kynsesa. - M.: Jloroc, 2017. - 408 c. -

(HoBast  crynenueckass OubOmmorexka) - ISBN  978-5-98704-786-6. - Pexum pmocryna:
http://znanium.com/catalog/product/1015021
2. HWudopmannoHHble TEXHOJIOTWU ympaeieHus: yueOnuk / b.B. UepnukoB. — 2-¢ m3n.,

nepepad. u gon. — M.: U] «®OPYM»: UHDPA-M, 2017. — 368 c. — (Bricmee o6pazoBanue). -
Pexxum noctyna: http://znanium.com/catalog/product/545268
3. CNews.ru — u3ganue 0 BBICOKHMX TEXHOJIOTHX. [DIEKTpOHHBIN pecypc] -
http://www.cnews.ru/

4. Docflow. Bce o w™upe »amekTpoHHOro JokyMeHTooOopoTa. [[lopram mocBsiieH
AJIEKTPOHHOMY JIOKyMEHTOOOOpOTY W CMEXHBIM oTpacisiMm. OH Tpu3BaH NPEIOCTABHUTH
YUTATENIIM CaMyl0 TOJHYIO, CTPYKTYPUPOBAHHYIO M TIOJE€3HYIO HMH(OpMAIMIO O pBHIHKE,
TEXHOJIOTHSIX, PEIICHUAX, KOMIAHUAX U JIMIAx|. [DJIEKTpOHHBIA pecypc| - DNEeKTPOH, JIaH.-
M.,— www.docflow.ru

5. DOC-Online. He3aBucumblii TOpPTaa O CHCTEMax OAIIEKTPOHHOTO JIOKYMEHTOOOOpPOTA.
www.doc-online.ru

6. Odurmansuerii caiit 1C: Ipeanpusitue 8. - [DnekTponnsii pecypc] - https://v8.1c.ru/.
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7. Odunmanbaplii calT «DNEKTPOHHBIE O(PHUCHBIE CHUCTEMBD» - [DIIEKTPOHHBIH pecypc] -
https://www.eos.ru/.

8. Odunmanbupiii  cait  kommanuu  «MuTep-Tpact» - [DnekTpoHHBIM  pecypc] -
https://www.intertrust.ru/

9. Odunmaneueiii caidt kommanuu «Cognitive Technologies» - [DmexkTpoHHbI pecypc] -

https://www.cognitive.ru/

Tema 8. IHTepHET-TeXHOIOTHH U HH(OPMAIIMOHHBIE peCypchl, ucrnonb3yembie B JJOY (4 yaca)
3amanus:

1. TlpaxTuka pabotsl B UHTEpHET.
HNutepHeT-TexHo0ruu, ucnoiassyemsie B JIOY.
['mo6anbubie Berunciutenbabie cetd (WAN) u nokanbHbie BerunciuTenbabie cetd (LAN).
OcoOennoctu nouicka unopmanuu B UHTEpHET.
Pecypcol UuaTteprer nns ciermanuctoB cepsl 10Y
CnucoK UCTOYHUKOB:
1. Jlapun Muxaun BacunpeBud. HMuopmanmonnoe obecrieueHHe yHpaBieHUs: ydeOHOe
nocobue / M. B. Jlapun; [M-Bo oOpa3zoBanus u Hayku Poc. ®enepauuu, denep. roc. OwomKeTHOES
oOpa3oBar. y4pexaeHue BbIcHI. oOpazoBanus "Poc. roc. rymanutapaslii yH-T"]. - Mocksa: PITYVY,
2018. - 278 c.

2. Kynses, H.H.MuadopmanmonHsie TEXHOJIOTMM B JIOKYMEHTAIIMOHHOM OOecreueHHH
yhOpaBieHus ¥ apxuBHOM nene: yueObnuk ans By3oB / H.H. Kymnses, T.B. Konmpamona, E.B.
Tepentnena, A.I'. ®abpuunoB; o obml. pexa.a.ro.H., mpod. H.H. Kynsea. - M.: Jloroc, 2017. - 408 c.
- (Homas crynenueckas Oubmuorexka) - ISBN 978-5-98704-786-6. - Pexum poctyma:
http://znanium.com/catalog/product/1015021

3. AranwnioB Bukrop IlerpoBuu. basel nannbix: YueOnuk: B 2 kaurax. - 1. - MockBa; Mocksa:
Mzparensckuit Jom "®OPYM": OOO "Hayuno-uzgarensckuit nentp MHOPA-M", 2018. - 271 c. -
ISBN 9785819907139.
http://znanium.com/go.php?id=929256.

4. EnokumoBa Jlronmuna MuxaitnoBHa. DJIeKTpOHHBIA JOKYMEHTOOOOPOT U oOOecredeHue
0€30MacHOCTH CTaHIAPTHRIMU cpeacTBaMu windows: YueOHoe mocobue. - 1. - Mocksa; Mocksa: OOO
"KYPC": OO0 "Hayuno-uznarensckuii ieatp MIHOPA-M", 2018. - 296 c. - ISBN 9785906923240.
http://znanium.com/go.php?id=939786

5. HpopmalnoHHbIE TEXHOJOIMM ynpaBieHus: ydeOHuK / b.B. UepHukoB. — 2-¢ wu3f.,
nepepad. u gorn. — M.: U] «®OPYM»: UHOPA-M, 2017. — 368 c¢. — (Bricmiee oOpa3oBanue). -
Pexxum noctyna: http://znanium.com

aprwn

CNews.ru — u3ianue o BEICOKAX TEXHOJOTUsX. [DneKTpoHHbIH pecypce] -http://www.cnews.ru/

Docflow. Bece 0 Mupe 37€KTpOHHOTO JTOKYMEHTO000poTa. [[lopTasi MOCBSIIEH dIICKTPOHHOMY
JOKYMEHTOOOOPOTY U CMEXHbIM oTpacisiM. OH Npu3BaH MPEJOCTaBUTh YUTATEISIM CaMylo IMOJIHYIO,
CTPYKTYPHUPOBAaHHYIO W TIOJE3HYIO MH(POPMALUIO O PHIHKE, TEXHOJOTHSX, PEHICHUSX, KOMITAHUSIX U
auuax].  [DnekTpoHHBIH pecype] - DneKkTpoH, aaH. - M., — www.docflow.ru

4. DOC-Online. He3aBucumblii mopTai O CHCTEMax O3JIEKTPOHHOTO JIOKYMEHTOOOOpPOTA.
www.doc-online.ru

Tema 9. YnpaBnenue J0CTyoM K JOKYMEHTHUPOBaHHOW MH(pOpMaluu (4 yaca)
3amaHus:
1. Pa3pabotka MeponpusaTHii o obecnedeHuto 3amutsl nHpopmauuu B ACHOY (anmapatHsle,

MIPOrpaMMHBbIE U OpraHU3aMOHHbBIE METO/IbI).
Cnncok UCTOYHUKOB:

1. Kynses, H.H. UndopmannoHHble TEXHOJIOTMH B JOKYMEHTAllMOHHOM OOECIeYeHU!n
yhnpaBiieHUus M apXuBHOM Jene: yuyeOHuk s By3oB / H.H. Kynses, T.B. Konnppamosa, E.B.
Tepentnena, A.I'. ®abpuunoB; o 00w, pexa.a.ro.H., mpod. H.H. Kynsera. - M.: Jloroc, 2017. - 408 c.
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https://ru.wikipedia.org/wiki/Cognitive_Technologies
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- (HoBas crymenueckass OuOmmoreka) - ISBN 978-5-98704-786-6. - Pexum npocryna:
http://znanium.com/catalog/product/1015021

CNews.ru — u3gaHue o0 BBICOKMX TEXHOJOTHSX. [DIeKTpoHHbII pecypce] -http://www.cnews.ru/

Docflow. Bece 0 Mupe 37€KTpOHHOTO J10KyMEeHT0000poTa. [[lopTai MOCBSIIEeH 3JIEKTPOHHOMY
JTOKYMEHTOO0OPOTY U CMEXHBIM OoTpacisiM. OH MPU3BaH MPEIOCTABUTH YUTATEISIM CaMylO TOJIHYIO,
CTPYKTYPHPOBAaHHYIO U TOJIE3HYIO UH(DOPMAIIUIO O PHIHKE, TEXHOJOTUAX, PCIICHUAX, KOMIAHUAX U
munax].  [DnekTpoHHbIH pecypc] - DnekTpoH, aaH.- M.,— www.docflow.ru, ceoboansiii. — 3ari. ¢
JKpaHa.

4. DOC-Online. He3aBucumblii mopTajg O CHCTEMax OBJIEKTPOHHOIO JIOKYMEHTOOOOPOTA.
www.doc-online.ru

9.2 MeTtoanyecKue peKOMeHAAUMH 110 NOAT0TOBKe NMCbMEHHbIX padoT

[TonroroBka pedepara NO3BOJISET 3aKPENHUTh TEOPETHYECKHME 3HAHMA MO AUCHUILIMHE,
IIPUOOPECTH HABBIKUM CAMOCTOSITEIBHOIO YINIyOJEHHOTO M3y4eHHUs OJHOTO W3 pas3nenoB Kypca. Ilpu
MOJrOTOBKE pedepaTa CTYACHTHI IOJYyYalOT HABBIKM M YMEHHE paboTath € HCTOYHHKAMU U
JUTEpaTypoil, aHaMU3upoBaTh (DAaKThl U JaHHBIC CIELUUAIBLHONW JIUTEPATYpHl, U3/1araTb MPOYUTAHHOE
COBPEMEHHBIM PO(PECCHOHATBHBIM SI3BIKOM.

Pedepar nomxen ObITh O0OpMIIEH B COOTBETCTBMM C TPEOOBaHMSMH, NMPEIBSABISEMBIMH K
MOJITOTOBKE U O()OPMIICHUIO HAYYHBIX PadoOT.

Pedepar Brirouaert:

- TUTYJIbHBIH JIUCT;

- OTJIaBJICHHUE;

- BBEJICHHE;

- OCHOBHYIO 4acTh (TeMaTUYECKHE pa3/ieibl);

- 3aKJII0YECHHUE;

- CIIUCOK MCIOJIb30BAHHBIX HCTOYHUKOB U JINTEPATYPHI.

O06wem pedepara — 15 cTpanun Texcra (mpu Habope yepes 1,5 uHTEpBaNa U paszMepe mpuQTa
13-14).  Pedepar mnumercs Ha OJHOW CTOpPOHE CTaHAApPTHOTrO Jucta Oymaru Qopmara A4
(210x197Mm).

Crpanunpl pedepata HyMepyloTcsi apaOCKuMH IudpaMud Ha BEpXHEM IIoJie JUCTa, 0e3
KaBbIUEK, /Ie(UCOB M APYTUX 3HAKOB MpeNuHAHHUA. TUTYIBHBIN JIMCT M OTJIABJICHHE HE HYMEPYIOT, HO
BKJIIOUAIOT B 0011l 00beM pedepara.

Hayuno-cripaBo4HBIi ammapar pedepaTa BKIIOYAET CIHCOK WCTOYHHKOB W JIUTEPATYpPhl H
MOJICTPOYHBIE CHOCKH. [locTpOUHbIE CHOCKU HCHOJB3YIOTCA BO BCEX CIIy4asX UTHPOBAHUS B TEKCTE
pedepara MpaBOBBIX aKTOB, JOKYMEHTOB, IMPOU3BEICHHUI aBTOPOB MOHOTpadwii, cTtarell, yueOHUKOB,
yueOHBIX TOCOOUH, a TaKkXkKe MPH LUTUPOBAHUN CTaHIAPTHBIX ONpE/eNeHU TEpMUHOB U OHATHI. Bee
npuBoJuMbIe B pedepare (axTbl, HUPPHI, AaThl, KOHKPETHBIE NTaHHBIE TaKXe JIOJDKHBI OBITh
MOJITBEPK/I€HBI OJICTPOYHBIMU CHOCKaMH.

CHOCKM HyMEpYIOT B Ipe/ieNax OJAHOM CTPaHUIIBI apaOCKUMHU ITUPPaMH, TEKCT CHOCKH
pa3MelaroT Mo MocieIHel cTpoKoil TekcTa.
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IIpunoxenne 1

AHHOTAIIUS PABOYEN ITPOT'PAMMBI JIACIHUILIAHBI

Huctunmmaa  «MHpopmanmonnsie TexHojmorun B JIOY» peamusyercs Ha Dakynbrere
apXWBOBEACHUS U TOKyMeHToBeZeHus Kadenpoit aBToMaTH3MPOBAHHBIX CUCTEM JOKYMEHTAI[HOHHOTO
oOecrnievyeHus ynpaBieHUsl.

Lesib AMCUUTUIMHBI - TOATOTOBUTH BBIITYCKHHKA, 00JIaJaf0IIEro 10CTaTOYHBIM M HEOOXO0AUMBIM
YPOBHEM TEOPETUYECKMX 3HAHUM M HABBIKOB C BO3MOXKHOCTHIO HMX IPUMEHEHHsS] B pELICHUU
MPAKTUYECKHX 3a]a4 pabOThl ¢ IPUMEHEHUEM KOMIBIOTEPHBIX TEXHOJIOTHIA B cepe ynpaBIeHYECKON
NEeSITeIbHOCTH, HAy4uTh paboTaTh C JAOKyYMEHTaMH B HWH(GOPMAIMOHHOM TMOJ€ 3JIEKTPOHHOTO
JOKYMEHTO000pOTa, 3Hasi OCHOBHOE MPOrpaMMHOE 00eCreueHHe MO3BOIIAIONIEEe pPeain30BaTh paboTy
CUCTEMBI 3JIEKTPOHHOTO IOKYMEHTO000POTA.

3ajayaMi  JUCLMIUIMHBL  SBJISIOTCS  M3yYEHUE TEOPUM M MPAKTUKA  IPUMEHEHUs
uHpopmannoHHbIXx TexHonoruii B JIOY, BeipaboTKa y CTYJACHTOB HaBBIKOB CAMOCTOSITENILHON paboThI
C KOMIUIEKCHBIMH WH(pOpManOHHbIME cucteMamu [JOY.

JlucuuniuHa HanpasieHa Ha GOPMUPOBAHUE CIEAYIONINX KOMIIETCHIIHIA:

OIIK-4 - CmoocobeH wuCHoNB30BaTh 0a30Bble 3HAHMSA B 00JacCTH HMH(POPMALMOHHO-

KOMMYHHKAIIMOHHBIX TEXHOJIOTHH B chepe cBoel mpodhecCuoHaNbHOM NesITeIbHOCTH

B pe3ynbrare ocBOEHUS AUCHUIIIMHBI 00yUYaOLIUICS JTO0JKEH:

3name ocHOBHble MeToAbl opraHuzanuu JIOY Ha 0aze mNpuMEHEHHs KOMIUIEKCHBIX
MH(POPMAIIMOHHBIX TEXHOJIOTHIA

Ymemsv aHanu3upoBaTh CUTYaLMIO Ha PbIHKE MH()OPMALIMOHHBIX MPOIYKTOB M yCIYT, JaBaTh
SKCIIEPTHYIO OLEHKY COBPEMEHHBIM CHCTEMaM 3JIEKTPOHHOI'O JIOKyMEHTOOOOpOTa M BEICHMS
ANEKTPOHHOTO apXUBa

Brademv 6a30BBIMU 3HAaHUSAMHU B 00JIACTH MH(POPMALMOHHBIX TEXHOJIOTHUH, NMPUMEHSEMBIX B
JIOY, HaBbIKAMH HCIOJNB30BAHUS KOMIBIOTEPHONH TEXHUKH M WH(GOPMAIMOHHBIX TEXHOJOTUH B
JIOKYMEHTAIlMOHHOM O0€CIIeUYeHUH YIIpaBJICHUS.

Paboueli mporpammoill NpeaycMOTpPEHBI CIEIyIOIIMe BHJBI KOHTPOJS: TEKYUIHMH KOHTPOJb
ycreBaeMocTd B (popme ompoca, KOHTPOJIBHOM paboThl U pedepara, MPOMEKYTOUHAsI aTTeCTallus B
dbopMe rK3aMeHa.

O61ast TpyA0€MKOCTh OCBOEHHS! IUCHUIUIMHBI COCTABIISIET 3 3a4E€THBIX €AMHUIIBI.



