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PABOYAS NTIPOT'PAMMA JUCHHUIIJIMHBI (MOJY JIS)
1. [losicHuTEILHAA 3aIMCKA

1.1. Ileab u 3axa4u AU CHUNINHBI

Ilenb MUCHMIUIMHBI: TOATOTOBUTH BBIMNYCKHHKA, OOJIAZAIOMIETO JOCTATOYHBIM H
HEOOXOJMMBIM YpPOBHEM TEOPETUYECKHX 3HAHMHA W HABBIKOB UX MPUMEHEHHS B pEIICHUH
MPAaKTUYECKHX 3a/1a4 paboThl ¢ MHPOPMALMOHHBIMU TexHoJorusiMu B JIOY.

3agaun:

- M3Y4YECHHE OCHOBHBIX MOHATHUH, MCHOJB3YyEMBIX B MpoIlecce MPUMEHEHUs MH(POPMALMOHHBIX
texnonoruii B JIOVY;
- U3yYEHHUE UCTOPHH IPUMEHEHHs WH(POPMALMOHHBIX TexHojoruii B JIOY;
- U3y4eHUE HOPMATHBHO-TIPABOBBIX OCHOB NPUMEHEHHs HH(OpMAIIMOHHBIX TexHonoruii B IOV
- M3Y4YECHHE TEXHHUYECKOTO0 M MPHUKIATHOTO MPOTPaMMHOIO O0OECHeueHHs], UCIOIb3yEeMbIX HpU
OpTaHU3aIMH JIEKTPOHHOTO JOKYMEHTO000pOTa, HH(HOPMAIIHOHHOM 00eCIIeUeHIH YIIPABICHHUS,
OpraHU3aIK XpaHEHHUS JOKYMEHTOB Ha TPAJAULMOHHBIX U 3JIEKTPOHHBIX HOCUTEIISX;
- M3yYEHHUE NMPHUHIIUIIOB BHIOOPA W OPraHU3AIMM BHEAPEHUS U MCIOJIb30BAHUS TEXHHUYECKOTO U
MIPOTPaMMHOTO 00eCTIeUeHus;
- U3y4eHue nH(HOPMAIIMOHHBIX CUCTEM M OCHOBHBIX HH(OPMAIIMOHHBIX pecypcoB B IOV
- H3y4YeHHE M aHaJIW3 CPEACTB 3alUThl HH(popManmuun B HH(POPMAIMOHHBIX CHUCTEMAX,
ucnoiabszyemsix B JIOV.

1.2. IlepedyeHb MJIAHMPYEMBIX Pe3yJbTAaTOB 00y4eHHs 10 TUCHHUILINHE (M00YJ110),
COOTHECEHHBIX ¢ HHANKATOPAMM JO0CTHKEHUSI KOMIIEeTeHI Ui

Kozsl
KOMITETEHIIN U

ConepxaHue KOMIIETEHIUI Ilepedens mIaHUpyEMBIX
pe3yNbTaTOB O0yUYEHUS TI0

JUCLUIIINHE

OK-10 CnocoOHOCTh K
OCHOBHBIX MECTOAOB,
Cp CICTB HOHy‘ICHI/ISI,

nepepadoTKu HHPOPMALUU

HCIIOJIB30BAaHHUIO
cnocoboB U
XpaHEHMUS,

3HaTh: OCHOBHbIE METO/IbI, CIIOCOOBI
U CpPE/ICTBA MOIY4EHUS], XpaHEHHS U
nepepaboTKu HHPOPMALUU

YMeTh: NCTIONB30BATh MOTYICHHBIE
3HaHUsA B 00nacTu paboThI C
nH(OPMAIIMOHHBIMU pecypcaMu Ha
MIPAKTUKE
Brnageth: HaBBIKAMU  TOJYYCHHUS,
XpaHeHus u nepepaboTKu
uH(popManuu B LHEIIX
podecCHOHALHOM IeATETbHOCTH

OIIK-2

BrmanenneM 0a30BBIMM  3HAHHUSIMH B

obnacTu MH(POPMALIMOHHBIX
TEXHOJIOTUH (TpOorpaMMHBIE MPOIYKTHI,
UCTIOJIb3yEeMBbIe B yIpaBJICHUU

JOKYMEHTaMH, CHCTEMBI 3JIEKTPOHHOIO
JOKYMEHT0000poTa, TEXHOJIOTHH
CKaHUPOBAHUS JOKYMEHTOB)

3HaTh: OCHOBHbIE HH(OPMAIIMOHHbIE
TEXHOJIOI'MH, UCIIOJIb3YEMBIE B
JOKYMEHTAIIMOHHOM 00€CTIeYeHUN
YIIPABJICHUS U apXUBHOM JEJIE,
HCTOPHIO UX CO3/IaHUS U
HaIlpaBJICHUS Pa3BUTUA

VYMeTh: NPUMCHATH OCHOBHBIC




MH(POPMALOHHbIE TEXHOJIOTUH,
HCIIOJIb3yEMBIE B
JOKYMEHTAIMOHHOM 00€CTIeYeHUN
YIIPABJICHUS U ApXUBHOM JI€JI€ HA
IIPaKTHUKE

Brianets: HaBbIKamMu paboTHI B
cucTeMax 3JEKTPOHHOTO
JOKYMEHTO000pOTa, a TAKKe
AJIEKTPOHHO-IIM(PPOBOIT 06pabOTKH
JOKYMEHTOB B cepe
JOKYMEHTAIMOHHOTO 00ECTIeUeHHS
yIpaBJICHUS] M APXUBHOTO JIeJia

1.2.  MecTo JUCHMIUTMHBI B CTPYKTYPE OCHOBHOM 00pa30oBaTeIbHOM MPOrpaMMbl

Jucuumnuna « MTapopmannonnsie Texnonoruu B JJOY» Bxoaut B coctaB 6a30Boif yacTu
JUCLMIUIMH TIOJTOTOBKU CTYJEHTOB IO HAIPABJICHUIO IOATOTOBKH «JlOKyMEHTOBENEHUE U
apXUBOBEACHUEY.

JUiss 0OCBOGHMS AUCLUIUIMHBI (MO/YJIsI) HEOOXOIMMBI KOMIIETEHIIUH, C(HOPMUPOBAHHBIEC B
XOJI€ U3yUEHUS CIEAYIOLUX TUCLUIUINH U POXOKIACHUS INPAKTUK:

- Undpopmannonnsie Texnonoruu (bazosas uacts 4 cemectp)

B pesynprare oOCBOCHMS JUCHMIUIMHBI (MOIyJs) (QOPMUPYIOTCS KOMIIETEHIIMH,
HEO0XOUMBIE ISl M3YUYECHHUS CICAYIOUINX TUCIUILIMH U POXO0XKACHUS MPAKTHK:

- UndopmannonHbie TeXHOIOTUH B apxuBHOM jene (bazoBas uacts, 6 cemectp)

- Undpopmanmonnoe obecnieuenue ynpasienus (Bapuatusnas yacts 7 cemectp);

- MudopmanmonHo-npaBoBele 0a3bl JaHHBIX, HCIOJb3YyEeMbIe B JIOKYMEHTAIIMOHHOM
obecnieuenun yrpasnenus (Aucrumnnuna mo Beidopy BapuatusHoii yactu, 7 ceMecTp)

- VYmpaBnenue wuHbopManmued M JOKyMEHTAIMEeHd SJIEKTPOHHOTO MPAaBUTEIbCTBA
(BapuaTtuBHas yactb § cemecTp);

- @opmarbl 3JEKTPOHHBIX JOKYMEHTOB B CHUCTEMax 3JEKTPOHHOTO JOKYMEHTOOOOpOTa
([ucuunnmza o Bei0opy BapuaTusHoii yactu, 8 cemectp)

- HopmaTuBHO-MeTOAMYECKHE OCHOBBI HCIIOJIB30BAHMS DJIEKTPOHHOW MOJINUCU B
JOKYMEHTAIIMOHHOM o0ecriedeHuu ynpasienus (Jucuumanaa no BeiOopy BapuaTtuBHON yacTw,
8 cemectp).

2. CTpyKTYypa TUCHUILINHBI

CTpyKTypa JTUCHUIIMHBI JJI51 04HO0-3204HOI popmbl 00yueHus (2017 roa nadopa)
OO0mmast TpyI0eMKOCTh TUCIUIUTHHBI COCTaBIsET 3 3.€., 108 1., B TOM yuciie KOHTAaKTHas

pabota oO0yd4aromuxcs C mpernojaaBaresneM 24 4., camocTosTeNlbHas pabora oOydarommxcs 66
4., KOHTPOJIb 9 .

Bunast yueOHoii paboTh DopMbl
(B yacax) TEKYLIETO
KOHTaKTHas KOHTPOJIS
1
2 CIIEBAEMOCT
Ne Paznen Q 2 0 E 5 M "
)
/Il | AUCHUILUIUHBI/TEMBI 35 g, &8 | &8 ’
el |5 2. S.|EB|28 | O
= | S = = |l o=
5 = o = S = 029 = 3 g, MPOMEKYTOUH
Q = = S oK |ow S = oii
= = = © T O I o = S
v | o (5} &5 Ss s | O=
olElo ]l E8 =8 = aTTeCTalluu




(mo
cemMecTpam)

BBenenue

0,5

12

UcTopus
aBToMaru3anuu JJOY

0,5

12

Ompoc

TpeOGoBanus
HOPMaTHUBHO-
MPaBOBBIX u
HOPMaTHUBHO-
METOANYCCKHUX
JIOKYMEHTOB,
pETIaMEeHTUPYIOIIUX
HCITOJIb30BaHUE
MH(OPMAITUOHHBIX
texnonoruii B JJOY

12

Ompoc

OCHOBHBIE OOBCKTHI H
MPUHIHITBI
aBToMaru3anuu JJOY
U OpTraHU3aIHN
AJNIEKTPOHHOTO
JIOKYMEHT0000pOoTa

12

Ompoc

Peanusanus 3a1a4
J1OY ¢ momonrpio MS
Office 1 aHAJIOTMYHBIX
MPOrPaMMHBIX
MPOAYKTOB

12

Ompoc

Basmr JaHHBIX B
MH(OPMAITHOHHOM
obecneueHuN
YIPABJICHHSL.

12

Ompoc

TpeboBanus K
(GYHKIHOHANEHOMY |
anmaparHo-
MPOTPAMMHOMY
o0ecITeueHUIO
ABTOMATHU3UPOBAHHBIX
cucteM JJOY

12

Ompoc

Wnrepner-
TEXHOJIOTHH u
WHPOPMAIIIOHHBIE

pecypceel,
ucnoas3zyemsie B JIOY

12

Ompoc

VYmpasnenue
JOCTYTIOM K
JOKYMEHTHPOBaHHON
nHpOpMaLIUH

12

Pegepar
Tectnl

10

DK3aMeH

ITo Guietam

Utoro

10

14

66

CTpyKTypa JUCHHUIIMHBI JJ51 3204HOi popmbl 00yueHus (2017 roa nHadopa)
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OO0mmast TpyI0eMKOCTh TUCIUIUTHHBI COCTaBIseT 3 3.€., 108 1., B TOM yuciie KOHTAaKTHAast
pabota oOywaromuxcs ¢ rnpenojaasaresneM 12 4., camocTosTenbHas pabora oOydaromuxcs 87
4., KOHTPOJIb 9 .

Bunbt yueOHOI pabOThI dopmbl
(B yacax) TEKYLIETO
KOHTaKTHast KOHTPOJIA
YCIIEBAEMOCT
. 3 n

Ne Paznen s o ’

o = 2 dopma

/I | UCLUILINHBL/ TEMBI 2 = 0 5

S = o Q NPOMEKYTOYH
5} o £ w = .
o o & e ? 5 | g on
= g E§ &% S = | 3 s aTTecTaluu
2| 5 | E| 58| &5 |88 | z2¢ (110
3|85 |3 £&5] S |&2E | S¢g
Sl2 |8 58 =8 |5k 5 | cemecrpam)

1 Bsenenue 2/310,5 7

2 Uctopus 2/3 10,5 10
aBToMaru3anuu JJOY

3 TpeboBanus 2/3 1 10 MIpOBEpKa
HOPMaTHUBHO- BBIMOJTHCHUS
MPaBOBBIX u MPAKTHYECKOTO
HOPMaTHUBHO- 3aaHus
METOTUIECKIX
JIOKYMEHTOB,
pETrIaMeHTUPYIONIUX
WCTIOJIb30BaHUE
HHPOPMAITUOHHBIX
texnonoruii B JJOY

4 OcHoBHBIE 00BEKTH | | 2/3 1 10 MIpOBEpKa
MPUHIHITBI BBIMOJTHCHUS
apromatuzanuu J[OY MPaKTUYECKOTO
u OpraHu3aIuu 3aaHus
AJIEKTPOHHOTO
JIOKYMEHT0000poTa

5 Peanmuzanus 3agay | 2/3 10
J1OY ¢ momompio MS
Office 1 aHATOTMYHBIX
MPOTPAMMHBIX
MPOAYKTOB

6 Basmr JTAaHHBIX B | 2/3 10
MH(OPMAITHOHHOM
obecrnieueHUn
yIpaBJIcHHS.

7 TpeboBanus K|2/3 2 10 MIpOBEpKa
(GYHKIMOHANTEHOMY | BBIMOJTHCHUS
armaparHo- MPaKTHYECKOTO
MPOrpaMMHOMY 3aaHus
o0ecreyeHuIo
ABTOMATU3UPOBAHHBIX
cucteM JJOY

8 WNurepueT- 2/3 10
TEXHOJIOTHH "
nH(OPMAITMOHHBIC
pecypcesl,
ucnoas3yemsie B JIOY




9 VYmpasnenue 2/3 |1 10 Tectel  (TeMbI
JOCTYTIOM K 1-9)
JOKYMEHTHPOBaHHON
nHpOpMaLIUH

10 | Ox3amen 2/3 9 Pegepat (Tembl

1-9)

Htoro 8 6 87

CTpyKTypa JUCHUIIMHBI JJ51 3204HOi popmbl 00yueHus (2018 rox nadopa)

OO0mast TpyI0eMKOCTh TUCIUIUTHHBI COCTaBIsET 3 3.€., 108 1., B TOM yuciie KOHTAaKTHAas
pabota oOydwaromuxcs ¢ mnpenojaasaresneM 12 4., camocTosiTenbHas pabora oOydaromuxcs 87
4., KOHTPOJIb 9 .

Bunast yueOHoii paboTh ®Dopmbl
(B yacax) TEKYLIETO
KOHTaKTHas KOHTPOJIA
YCIIEBAEMOCT
. 2 u
Ne Paznen 2 o ’
o = 2 dopma
/I | JUCLUILINHBL/ TEMBI 2 = 0 5
S = o Q NPOMEKYTOYH
) o, H =® = w
o o g e ? S = on
= g E§ &% S| 3 s aTTecTaluu
S| 5 |5 25 fEl2s| 28 (1o
5|5 |8 &2 % |28 |S¢E
Sl12 |8 58 =8 |55 |95 | cemectpaw)
1 Bsenenue 2/310,5 7
2 Uctopus 2/3 10,5 10
aBroMaru3anuu JJOY
3 TpeboBanus 2/3 |1 1 10 MIpOBEpKa
HOPMAaTHUBHO- BEIIOIHEHHS
MPaBOBBIX u MPaKTHYECKOTO
HOPMAaTHUBHO- 3aJaHus
METOAMYCCKHUX
JIOKYMEHTOB,
pErIaMeHTUPYIONIUX
HCITOJIb30BaHUE
HHPOPMAITHOHHBIX
texnonoruii B JJOY
4 OcHoBHBIE 00BEKTH | | 2/3 1 10 MIpOBEpKa
MPUHIHITBI BBIIOIHEHHS
apromatuzanuu J[OY MPaKTUYECKOTO
u OpraHu3aIuu 3aJaHus
AJNIEKTPOHHOTO
JIOKYMEHT0000pOoTa
5 Peanmuzanus 3agay | 2/3 10
J1OY ¢ momompio MS
Office u aHATOTHYHBIX
MPOTPAMMHBIX
MPOAYKTOB
6 Basmr JTAaHHBIX B | 2/3 10
MH(OPMAITHOHHOM
obecrieueHuH
yIpaBJIcHHS.




TpeboBanus K
(GYHKIMOHANEHOMY |
anmaparHo-
MPOTPaMMHOMY
o0ecIIeueHUIO
ABTOMATHU3UPOBAHHBIX
cucteM JJOY

2/3

10

MIpOBEpKa
BBITIOJTHEHHUS
MIPaKTHYECKOTO
3aJaHus

Wnrepner-
TEXHOJIOTHH u
WHPOPMAIIIOHHEIE

pecypeel,
ucnoas3yemsie B JIOY

2/3

10

VYmpasnenue
JOCTYTIOM K
JOKYMEHTHPOBaHHON
nHpOpMaLIUH

2/3

10

TecTrl
1-9)

(TeMbr

10

DK3aMeH

2/3

Pegepat (Tembl
1-9)

Htoro

87

CTpyKTypa AUCHUNIMHBI 1 04HOH (popmbl 00ydenust (2019 rog nadopa)

OO0mmast TpyJ0eMKOCTh JUCIUILTUHBI COCTABISET 3 3. €., 108 4., B TOM uncie KOHTaKTHAast
paboTta oOydJarommxcs c mpenojaBareneM 42 4., caMoCTOsITeNIbHas paboTta oOydaromuxcs 48 4.

Bunast yueOHoii paboTh ®opMbl
(B yacax) TEKYLIETO
KOHTaKTHast KOHTPOJIS
yCIIEBAEMOCT
. 3 n
Ne Paznen a3 o ’
o = 2 dopma
/I | JUCLUILINHBL/ TEMBI 2 = 0 5
2 o} S 2 HpOMe)I\(JYTOLIH
o o g e ? 5 | g on
S| S| E| E8| &5 |88 8 g aTTeCTaluN
S| 2|5 €5 88|38 z2¢ (o
5| | b| =& s I é“ =l O &
(O 20 =~ I O T I =1 N < cemecTpam)
1 Baenenue 5 1 4
2 UcTopus 5 1 2 4 Omnpoc
aBroMaru3anuu JJOY
3 TpeboBanus 5 2 4 6 Omnpoc
HOPMAaTHUBHO-
MPaBOBBIX u
HOPMAaTHUBHO-
METOANYCCKHUX
JOKYMEHTOB,
peraMeHTHPYIOIINX
HCTIONb30BaHKe
HHPOPMAITUOHHBIX
texnonoruii B JJOY
4 OcHOBHBIE OOBEKTH H | 5 1 4 6 Omnpoc
MPUHIHITBI
aBToMaru3anuu  JJOY
" OpraHu3aIuu
JJICKTPOHHOTO
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Z[OKYMCHTOO60p0Ta

5 Peanuzanus 3amay | 5 2 4 6 Ompoc
J1OY ¢ momompro MS
Office u aHATOTHYHBIX
MPOrPaMMHBIX
MPOAYKTOB

6 bazei  pmamHBIX B | 5 2 2 6 Ompoc
MH(OPMAITHOHHOM
obecrnieueHUn
yhpaBJIcHHS.

7 TpeboBanus K|S 2 4 6 Omnpoc
(GYHKIHOHANEHOMY |
anmaparHo-
MPOTPAMMHOMY
o0ecIeueHUIO
ABTOMATHU3UPOBAHHBIX
cucteM JJOY

8 Wnrepner- 5 2 4 6 Omnpoc
TEXHOJIOTHH u
WHPOPMAIIOHHEIE

pecypceel,
ucnoas3zyemsie B JIOY

9 VYnpasnenue 5 1 4 4 Pegepar
JOCTYTIOM K Tecto
JOKYMEHTHPOBaHHON
nHpOpMaLIUH

10 | Ox3ameH 5 18 ITo Gunetam

Utoro 14 28 48

CTpyKTypa JTUCHUIIMHBI JJI51 04HO0-3204HOI (popmbl 00yueHus (2019 rox nadopa)

OO0mmast TpyI0eMKOCTh TUCIUIUTHHBI COCTaBIsET 3 3.€., 108 1., B TOM Yuciie KOHTAaKTHAast
paboTta oOyyarommxcs ¢ mpernojaaBarenem 24 4., caMmocTosTenbHas padora oOyuaronuxcs 66 d,
KOHTpOJIb 18 u.

Bunast yueOHoii paboTh ®opMbl
(B yacax) TEKYLIETO
KOHTaKTHast KOHTPOJIS
w yCIIEBAEMOCT
% s U,
Ne Paznen < =
0 & A dopma
/T | JAUCIUILTUHBI/ TEMBI 2 2 o =
> = o p MPOMEKYTOYH
) Q, £ 5 ® >
o ol = 2 ? 5 | g on
S| E|E| EE| gE|¢8 |88 arrecTanuu
) = = Y B o |8 @ =8
S| 2| 3| 25 @5 |88 | 3% (o
S| B =5 =3 E | O &
olElo| =8 =8 |F§ cemMecTpam)
1 Baenenue 5 0,5 6
2 UcTopus 5 0,5 6 Omnpoc
aBroMaru3anuu JJOY
3 TpeboBanus 5 1 2 6 Omnpoc
HOPMAaTHBHO-
MPaBOBBIX 7
HOPMAaTHBHO-
METOANYECKUX
JOKYMEHTOB,
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pErIaMeHTUPYIOIIUX
HCIIOJIB30BaHUE
MH(OPMAITMOHHBIX
texnonoruii B JJOY

OCHOBHBIC OOBCKTHI H
MPUHIHITBI
aBToMaru3anuu  JJOY
U OpTraHU3aIHN
AJIEKTPOHHOTO
JIOKYMEHT0000pOoTa

Ompoc

Peanusanus 3a1a4
J1OY ¢ momompio MS
Office u aHAJIOrMYHBIX
MPOrPaMMHBIX
MPOAYKTOB

Ompoc

Basmr JaHHBIX B
MH(OPMAITHOHHOM
obecneueHuN
YIPABJICHHSL.

Ompoc

TpeboBanus K
(YHKIMOHANTEHOMY |
armaparHo-
MPOTPAMMHOMY
o0ecCIIeueHUIO
ABTOMATHU3UPOBAHHBIX
cucteM JJOY

Ompoc

Wnrepner-
TEXHOJIOTHH u
WHPOPMAIIIOHHEIE

pecypceel,
ucnoas3yemsie B JIOY

Ompoc

VYnpasnenue
JOCTYTIOM K
JOKYMEHTHPOBaHHON
uHpOpMaLIUH

18

Pegepar
Tectrl

10

DK3aMeH

18

ITo Guietam

Utoro

10

14

66

CTpykTypa AUCHUILUIMHBI (MOIYJIs) 1JIs1 3204HOM ¢ MPUMEeHEeHHeM THUCTAHIMOHHBIX

TeXHOJI0rui GopmMbl 00y4eHHUs1, 3209HOH (YCKOPeHHOe 00y4eHHe) ¢ IPUMeHeHHeM
AUCTAHIMOHHBIX TEXHOJIOTHi GopmMbI 00yUeHUs!

OO0mmast TpyI0eMKOCTh TUCIUIUTHHBI COCTaBIsET 3 3.€., 108 1., B TOM yuciie KOHTAaKTHAas
pabora oOyd4aromuxcs ¢ mnpenojaasaresneM 12 4., camocTosTeNnbHas pabora oOydaromuxcs 87

4., KOHTPOJIb 9 .

(3a04yHasi ¢ MPUMEHEHHEM IMCTAHIIMOHHBIX TEXHOJOrHi (opmbl oOyueHus - 3 Kypc,
32049HON (yCKOpEHHOE OO0ydYeHHe) C MPUMEHEHHEM JHUCTAHIIMOHHBIX TEXHOJOTUH (Hopmbl

o0y4eHus — 2 Kypc)

Ne
/o

Paznen
IUCLUATUINHBI/ TEMBI

CeMecT

Bunast yueOHoii paboTh
(B yacax)

KOHTaKTHas

‘Ucst

Dopmsbl
TEKYIIETO
KOHTPOJIA




Jlexun

JlaboparopHbie
[IpomexyTou-Has
aTTeCTAIUS

[IpakTueckue
BaHATUS

CeMuHap
3aHSATHUS

yCIeBaEMOCT
u,
dopma
IIPOMEXKYTOYH
o
aTTecTaluu
(mo
cemMecTpam)

BBenenue

2/3

UcTopus
aBroMaru3anuu JJOY

2/3

o|lo
D n

-

TpeOGoBanus
HOPMaTHUBHO-
MPaBOBBIX u
HOPMaTHUBHO-
METOANYCCKHUX
JIOKYMEHTOB,
pETIaMEeHTUPYIOIIUX
HCITOJIb30BaHUE
MH(OPMAITUOHHBIX
texnonoruii B JJOY

2/3

10

MIpOBEpKa
BBITIOJTHEHHUS
MIPaKTHYECKOTO
3aJaHus

OCHOBHBIC OOBCKTHI H
MPUHIHITBI
aBToMaru3anuu  JJOY
U OpTraHU3aIHN
AJIEKTPOHHOTO
JIOKYMEHT0000pOoTa

2/3

10

MIpOBEpKa
BBITIOJTHEHHUS
MIPaKTHYECKOTO
3aJaHus

Peanusanus 3a1a4
J1OY ¢ momompio MS
Office u aHAJIOrMYHBIX
MPOrPaMMHBIX
MPOAYKTOB

2/3

0,5

10

Basmr JaHHBIX B
MH(OPMAITHOHHOM
obecneueHUU
YIPABJICHHSL.

2/3

0,5

10

TpeboBanus K
(YHKIMOHANTEHOMY |
anmaparHo-
MPOTPAMMHOMY
o0ecCITeueHUIO
ABTOMATHU3UPOBAHHBIX
cucteM JJOY

2/3

10

MIpOBEpKa
BBITIOJTHEHHUS
MIPaKTHYECKOTO
3aJaHus

Wnrepner-
TEXHOJIOTHH u
WHPOPMAIIIOHHBIE

pecypceel,
ucnoas3yemsie B JIOY

2/3

0,5

10

VYnpasnenue
JOCTYTIOM K
JOKYMEHTHPOBaHHON
nHpOpMaLIUH

2/3

0,5

10

Tectel  (TeMbI
1-9)

10

DK3aMeH

2/3

Pegepat (Tembl
1-9)

Utoro

96
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3. Coaep:xaHnue TUCHUIIMHBI
Pa3nen 1. BBenenne

IIpeamer, menp u 3amaun Kypca. Mcerounuku u jureparypa mno Kypcy. Passurtue
MH(POPMaMOHHBIX TexHojoruii B JJOVY.

OcHoBHble TepMuHBI W omnpeneneHuss B obmactu UT B JOVY; aBToMarusamus u
uHpopmaruzanus, uHPpopmanuonnsle texHonoruu (UT), mrdopmanmonnsie cuctemsl (MC),
KOpIIOpaTHBHbIE WH(POPMAIIMOHHbIE CUCTEMBI, aBTOMaTu3upoBanHbie cuctemsl JJOY (ACHOY),
CHCTEMBI 3JIEKTPOHHOTO AOKyMeHTooOopoTa (C3Jl) 37eKTpOHHBIE JOKYMEHTHI, 3JIEKTPOHHBIN
JTOKyMEeHTO000poT u ap. ComocTaBieHHE MEXIyHAPOIHOH M OTEYECTBEHHOW MPOQMIbHON
TEPMHUHOJIOTHH.

Ponb Kypca B COBEpIICHCTBOBAHUM OpPTaHU3AIMK PabOThI ¢ JOKYMEHTaMHU B YIPaBJICHUHU,
CO3JIaHUH ONITUMAJIBHBIX YCIOBHUH pabOThI CIyX 0 JOKYMEHTAIHOHHOT'O O0ECTICYCHHUS.

3navyenue nHGopmaruzanuu JJOY u apXMBHOTO Jiena Ha COBpeMeHHOM 3Tare. OCHOBHBIC
MH(POPMALIMOHHbBIE TEXHOJIOTUH, TpuMeHseMblie B JIOY u apxuBHoM nene. MHpopmanunoHHbIe
CBOMCTBA JTOKYMEHTOB. 3aKOHOMEPHOCTH pOCTa, CTAPEHUS M paccesHusl AOKYMEHTHOW U
HbopManuu.  ABTOMAaTH3UPOBAaHHBIE  HMH()OPMAIIMOHHO-TIOMCKOBBIE ~ CHCTEMBI M HUX
knaccudukanus. OtpacneBas cHcCTeMa Hay4HO-TEXHHYECKOH wuHpopMamuu B 00iacTu
JOKYMEHTOBE/IEHUS U apXUBHOTO Jiena. [lepcniektuBHble HanpasineHus npuMenenus UT B JIOVY.

Pazpnen 2. Uctopus aBromatuszannu J0Y

OcHoBHbIC dTambl aBToMaTu3anuu JOY.

Oranbl  BHEAPEHHMS  aBTOMATHU3MPOBAHHBIX  TEXHOJNOTWH  00paboTKM,  CcO3/1aHus,
UCIOJIb30BaHUsl M XpPaHEHMs] JOKYMEHTOB. OBOJIOLMS ITHUX TEXHOJOTMH M MX BIUSHUE Ha
MPOLIECCHl JOKYMEHTHUpOBaHUs. M3yueHHe OCOOCHHOCTEH M 3aKOHOMEpPHOCTEW paloThl ¢
JOKyMEHTaMH, 3a(UKCUPOBAaHHBIMH Ha HOBBIX HOCHUTEISIX HH(pOpManMu (MAlIMHOYUTAEMBIE
JOKYMEHTBI, JJIEKTPOHHBIE TOKYMEHTHI).

Co3naHue o0Ierocy1apcTBEHHOM cuctemMbl cOopa U 00paboTKu MH(OpMAIUK [T ydeTa,
IUIAHUPOBAaHWsI U yIlpaBieHHs HapoAHbsIM xozdiictBoM (OI'AC), aBTOoMaTH3MpOBaHHBIX
otpaciieBbix cucteM ympasienus (ACY). TunoBas cucreMa JOKYMEHTAI[MOHHOTO O0ecTieueHust
ynpasnenus (TCHO). Co3nanue aBTOMaTU3UPOBAHHBIX UH(OPMAIIMOHHO-TIOUCKOBBIX CUCTEM IO
YUYETHOM M CTAaTUCTMYECKOM JOKYMEHTAallu¥, aBTOMAaTHU3UPOBAHHBIX CHCTEM KOHTPOJA
ucnonaenus nokymentos (ACKN). Ludposas sxonomuka B Poccuiickoit @enepannu.

Pasznen 3. TpeGoBaHnsi HOPMATHBHO-NIPABOBBIX W  HOPMATHBHO-METOIHYECKHX
AOKYMEHTOB, PerJaMeHTHPYIOLIHUX HCII0JIb30BaHHe MHPOPMALMOHHBIX TexHoaorui B JIOY

MexxnyHapoaHbI€ IPABOBLIE aKThl. 3aKOHOAATENIbHbIE U TMOJ3aKOHHBbIE aKkThl PO.
[TocranoBnenuss u pacnopsokenus IIpaBurensctBa P®, ¢exnepanpHble W perHOHANbHBIC
IporpaMMbl, cTpaterud M KoHueniuu. Ctparerus pa3BUTUS WH(POPMAIMOHHOTO OOIIEeCTBA B
Poccuiickoit ®enepanyuu. Hamumonanbhas mporpamma «L{udpoBas skonHomuka Poccuiickoii
O®enepauun»y. HopMaTMBHO-METOOUYECKHE JOKYMEHTBI, MEXIAYHAPOAHBIE U HAUUOHAJIbHBIC
CTaHJApTHI B 00JIaCTH WHPOPMAIIUU U TOKYMEHTALINH.

Pasnen 4. OcHoBHbIe 00beKTHI M NpUHHUNBI aBToMatu3auuu JJOY wum opranmszanum
3J1eKTPOHHOI0 J0KYMEHT0000pOoTA.

Henu u 3agaum, cTosIME NPU UCTOIB30BaHUM HMH(OpMaMOHHBIX TexHonoruid B JI0Y.
Tunoseie 3amaun aBromatuzauuu J[OVY: co3nmanue, mnepenaya, XpaHeHHE, MOUCK, KOHTPOJIb
HCIIOJIHEHUS JOKYMEHTOB.
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OcHoBHBIE HHPOPMALIMOHHBIE TEXHOJIOTHH, UcTob3yeMble B JIOY 1 ux kiaccuduxamnus.
TexHooTUK: BKJIIOUYEHUS JOKYMEHTOB B CHCTEMY YIIPaBJICHHUS JOKYMEHTAMU U PETHCTpALuU B
HEH; ynpaBlieHUs TOKyMEHTaMHU B CUCTEME (pacIpeleleHHOIO YIPABJIECHUS IOKYMEHTAMH);
J0CTyTa, TIOUCKA U HCIIOJIBb30BaHMs JOKYMEHTOB B CUCTEME M KOHTPOJISA 32 UX HCIIOJIHEHUEM;
XpaHEHUsI M YHHUUYTOXKEHHUS [OKYMEHTOB. TEXHOJOIMM IOTOKOBOTO CKAHMpPOBAaHWS U
Pa3MHOXKEHHUS JOKYMEHTOB H T.II.

[lonsTHEe «3NIEKTPOHHBIN NOKyMEHT». OCHOBHBIE BHJBI 3JEKTPOHHBIX JOKYMEHTOB.
DNeKTpOHHAs MOAMNKCH.

Bunsl  unbopmanmu, conepkamieiicss B AJIEKTPOHHOM  JOKYMEHTE: TEKCTOBasd,
rpaduydeckas, TabJIMYHAs U T.11.

[TonsATHE «3MEKTPOHHBIA JOKYMEHTOOOOPOT», €r0 BO3MOXXHOCTH H ITyTH MCIIOJIb30BaHMUS.

OCHOBBI IOPUIMYECKH 3HAYUMOIO 3JEKTPOHHOTO JOKyMeHTooOopoTa. HopmaruBHO-
IpaBoBOE 00ECTIEYCHHE MPOIIECCOB UCIOIB30BaHUS HHPOPMALMOHHBIX TexHonoruii B JJOVY.

OcHoBHbIe BHUIBI (opMmaToB, ucnoibdyembie B JIOY. dopmaTbl mnpenctaBieHUs u
XpaHEHUsI SJIEKTPOHHBIX TOKYMEHTOB. OTKphIThIe (hopMaThl. IlepcrieKTHBBI HMCIIONB30BaHUSA
OTKPBITBIX (popmaToB U cBoOogHOro mnporpammuoro obOecmneuenus (CIIO) B Poccum u 3a
pyoexxom. HopmaTHBHO-TIpaBOBbIE M METOJUYECKHE JOKYMEHTHI, pPErIaMEHTHPYIOIIUe
nporecchl ucnoib3zoanus CI1O u oTkpeIThIX popmaToB B Poccun.

[punuunsl u  3Tanel  pa3pabOTKM W BHEApPEHUs WHQPOPMAIMOHHBIX CHCTEM B
JesITeIbHOCTh OpraHM3aluu. 3aaa4yn, GYHKIUHU U CTPYKTypa uHpopmannoHHoit cucremsl (MC)
opranuzanuu. TepmuHonorus, ucnonas3yemas B MC. IlpoekTHble pelieHuss COBPEMEHHBIX
uHpopMaMOHHBIX cucteM B obmactu JJOY. OTkpeiThie HHPOPMALIMOHHBIE CUCTEMBI, KPUTEPHH
UX OLIEHKHU.

Paznen 5. Peanuzanus 3aga4q JIOY ¢ nomombio MS Office

[IpuHIMOBl TOCTpOCHUS U (PYHKUMOHHUPOBAHUS O(QHUCHBIX CHUCTEM B cpeae makera MS
Office. [Tonroroska, peructpanus, 00paboTKa 1 XpaHEHHE JOKYMEHTOB CpeJICTBaMH makera MS
Office.

[TonsTue peructpannonHas kaprouka qokymeHTa B ACY /I, Ha3HaueHHEe U BO3MOKHOCTH
ucnonb3oBanus. Vcnonbs3zoBanue kinaccudukarop u pyOpukaropoB st co3faanus b/l yuetHoro
THUIIA.

Peanu3zanust 3amaum KoHTpossi ucnonHeHus B cpeae makera MS Office. Crpykrypa
CTaHJApPTHBIX 3aIPOCOB JIsl PEIIEHUs 3a/1a4 KOHTPOJIS 32 MCIIOJIHEHHEM JOKyMEHTOB. [Ipumepsl
uHTEpPEcoB.

[onsarus «otueroB», «hopm» u «madnoHoB» B cucreMe MS Office. McnonszoBanue
111a0JIOHOB U 3JIEMEHTOB aBTOTEKCTA.

JlonomHHUTENbHBIE BO3MOXXHOCTH paboThl ¢ oducHbiMu nporpammamMu Word u Excel B
MS Office:

- CozaHue naHesnei HHCTPYMEHTOB U KHOTIOK.

- ABTOMAaTH3aIMsl BBHITIOJTHEHUS 33124 C TOMOILBI0 MaKpocoB. CriocoObl co3AaHNsT MaKpOCOB.
- ABTOMaTH4€eCKOE CO3aHUE OTJIABJICHUS U TJIOCCAPHSL.

- Pabora ¢ popmamu u Tabnunamu.

[onartne «KOMNO3ULIMOHHBINA 3NEKTPOHHBIA JOKYMEHT» WM MPUHLUIBI €r0 CO3JaHMA.
KomOunupoBanue pa3HOBUIHOCTEH (TEKCTOBOM, rpaduueckod, Tabmu4HOM) HH(POpMaruu B
TOKyMEHTE.

Poccuiickue ananoru MS Office.

Pasnen 6. ba3pl 1aHHBIX B HH(POPMAILIHOHHOM O0eclieYeHUHN YIIPABJICHHSA.

[Tonsarue 6a3pl nanHbIX. CTpyKTypa 6a3bl AaHHBIX. [loHsTHE MabM0Ha 6a3bl JaHHBIX. THITBI
noJiei u ganHbIX. TexHomorus 06paboTKH JaHHBIX. MoaeaH MocTpoeHHst 0a3bl JaHHBIX.
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Kopriopatusnsie 6a3bl ganubix. [lonstHe kopmopatuBHoi BJ[ m kopmopatusnoit MC.
TpeboBanus k koprnopatuBHoit b/l 1 UC. OcoO0eHHOCTH TEXHOJIIOTUHN «KIHEHT-CEPBEPY.

OcHoBHble cBoiicTBa 0a3bl manHbIXx Lotus Notes u MS Access. Apxutektypa Lotus Notes.
Mopenu xkomMMmyHuKanuii, noanepxuBaeMbix Lotus Notes. OCHOBHBIE CBEIEHHSI O CTPYKTYype
nporpaMMmHoro obtecneuenus. OxonHblii uHTepdeiic Lotus Notes, OCHOBHbBIE 3IIEMEHTBHI.
Bapuantel noctpoenust uarepdetica nonp3osarens. Mcenonb3oBanue MS Access mpu pemieHHH
3agaq JJOVY.

Cucrembr ympasnenus 0Oazamu  jgaHHBIX (CYBJ). Ilpodeccuonanpaprie CYB/I.
[Tepconanpapie CYBJl. OmHOMONB30BAaTENBCKHE W MHOTOIOIB30BATENBCKUE 0a3bl JIaHHBIX.
[TocnenoBarenbHBI U MapajuleNbHbIM gocTyn. LleHTpanu3oBaHHbIE M paclpeesieHHbIe 0a3bl
JAHHBIX.

Hcnonws3zoBanue b/l B opranax rocy1apCTBEHHOHN BIACTH U YIIPaBJICHUS.

Pasznen 7. TpeOoBaHusl K (yHKIMOHAJILHOMY H aNINAPATHO-NMPOrPaAaMMHOMY 00ecle4eHHI0
aBTOMATH3HPOBaHHBIX cucteM JO0Y

[IpuzHaku xiaccupukanuy WHPOPMAIMOHHBIX CHUCTEM: YPOBEHb MHTETpAllid JAHHBIX B
paMKax MpearpuATusi, OTpaciu; MHOTO(QYHKIHOHAIBLHOCTb, BO3MOXHOCTH MacIITaOUpOBaHUS
CHCTEMBI, OXBAaT pAa3IMYHBIX CHUCTEM JOKyMEHTAllMM, pa3pabOTUMK, OTHOUICHHE K
oredecTBeHHBIM cTagaapTaM J{OY, MynbTu(hOPMATHOCTD U OTKPHITOCTH (popmara.

Cucrtembl  ympaBieHHs JIOKymMeHTooOopoTroMm. KoprnopartuBHbele HH(pOpMaIMOHHbIE
cucrembl. Buapl u paznosugHoctd AC JIOY. Kputepun Bei6opa komnanuu-pazpadorunka AC
JOY. Kpurepun Bboibopa AC JIOY M HMHBIX HPOrPaMMHBIX MPOAYKTOB HPUMEHHTEIBHO K
3ajjauaM opraHu3anui. Pa3paboTka TexHHYecKoro 3afgaHus. [IpHHIUOBI MPOEKTUPOBAHHUA H
stansl BHeApenust AC IOV B aesTenbHOCTh opranuzanuu. Kpyr pemraemsix 3a1ad.

[Ipumepsl coBpemenHbIX oTeduecTBeHHBIX AC JIOY.

Crienmanu3upoBaHHble  MH(GOPMAIIMOHHBIE CHUCTEMBI:  KaJpOBble, OyXraJlTepckue,
CTaTUCTHYECKHE U Ap. BO3AMOXXHOCTH TUITOBON KOH(UTYpallMK MPOrpaMMHBIX TPOAYKTOB.

CripaBo4HO-TIpaBoBble UH(MOPMAIIMOHHBIE cUcTeMbl. OCHOBHBIC NMPUHIIUIIBI IIOCTPOCHUS U
nosib3oBaHusa. CrnpaBouHO-nipaBoBble cucteMmbl «KoHcynbrant-Ilmtocy, «['apant», «Komekcy.
«upopmanonHo# cripaBoyHO# cuctembl apxuBHOM otpaciu (MCCAO)».

Pasnen 8. UHTepHeT-TeXHOO0IMU U HH(OPMALIHOHHBIE pecypchl, HcnoJb3yemble B IOY

[onarue «uHOPMAIIMOHHBIA pecypc». BHyTpeHHHE U BHEIIHHE, JOKaJlbHBIE U
rino0anbHble HHPOPMALMOHHBIE pecypchl. MHpacTpykTypa HHPOPMALMOHHON eI TETbHOCTH.

[onarue wundopmanmonHoir cetu. I['nmoGanpHble BhuUcHuTenbHbIE cetd (WAN) u
JIoKaJIbHBIC BeIuucauTeabHbIe ceTh (LAN).

Wntepuer. HaBuraropel u mouckoBuku (Yahoo, Yandex, Rambler u ap.) Cucrtema
anpecoB cetd. Ocobennoctu noucka nHpopmaru B Mntepuet. IIpocThie U CIOXKHBIE 3aMIPOCHL.
Pecypcol MnaTepret st cnienpanuctoB chepst JOVY.

Hcnonp3oBanue Bo3MoxkHOCTeH MHTepHeT mnsi oOMeHa MH(OpManuel, opraHu3anuu
KOH(pepeHIHA, T0COK 00bsiBIIeHUH, cTpanuy WWW u T.11.

JlokaapbHOE M YyNAJICHHOE COCJMHEHHE KOMIIBIOTEpOB (paboumx MecT). MopaeMsl,
NPUHIUIBL PabOThl U BO3MOKHOCTU. CpelacTBa OpraHu3allMd BHYTPEHHMX M BHEIIHUX CETeH
oOMeHa uHpopManueil B OpraHu3aluu.

Texnonorus Untepuer - Mutpaner. OCHOBHbBIE MOHATHS U METOJIMKA PaOOTHI B CETH.

OnexTpoHHass mouta. OCHOBHbIE (DYHKIIMM W KOMITOHEHTHL. FOpuamueckue acmeKThl
ucnonb3oBanus. [louroBsie nporpammbl Web-cailTbl 1 METOAMKA UX MTPOSKTUPOBAHMUS.

Pasnen 9. Ynpaienue 10cTynom K J10KyMeHTHPOBaHHON HHPOPMAaLMH.



16

HopmaTuBHO-IIpaBOBBIE M METOAMYECKUE ITOKYMEHTBI, PEIVIAMEHTHPYIOLIHUE BOIIPOCHI
J0CTyIa K HH()OPMAITMOHHBIM PEeCypcam.

Kputepun 06e30macHOCTH 3JIEKTPOHHOTO JTOKYMEHTOOOOpOTA.

OCHOBHBIE METOIBI

3alIUThl JJOKYMEHTHpPOBaHHOW wuH(popMaruu. ['pynmbsl MeTomoB 3amuThl HHGOpManuu B
MH(POPMALIMOHHBIX CHCTEMaXx (armnapaTHble, IPOrpaMMHbIE, OPraHU3alUOHHBIE).

JocTyn, mpaBa J0CTyIa, KOHTPOJb JOCTyNa M HCIOJIb30BaHHE JOKYMEHTHPOBAHHON
unpopmanuu B AC JIOV.
MarepuanbHble HOCUTEIH HH(POPMAIMK U UX (U3HUECKas 3aIuTa.

[IpuHIMOBI XpaHEeHUS ¥ YHUUTOXKEHHS JOKYMEHTUPOBAaHHON MH(POPMALIMH, BKIIOUEHHON

B AC J10V.
4. O0pa3oBaTe/ibHbIE TEXHOJIOTHH
No Haumenoeanue Buowt yueonoi Hughopmayuonnsvie u oopazoseamenvhole
n/n paszoena padomol mexHon02uu
1 2 3 5
1 |BBenenue Jlexmus Ne 1 BBoaHas jeknus ¢ HICIOJIb30BaHUEM
BHUJIEOMATEPHATIOB
CamocTosTenbHas KoHcynpTupoBaHue u npoBepka
pabora JIOMAalTHUX 33JJaHUI IOCPEICTBOM
3JIEKTPOHHOU MMOYTHI
2 |Ucropus Jlexuus Ne 2 Jlexuus-Bu3yanusanus ¢ IPUMEHEHUEM

apromaru3anuu JJOY

CJIAiJI- IPOEKTOpa

[TpakTuyeckas padora
Ne 1

3anarus B KOMIIBIOTCPHOM KJIACCC

CamocTosTenbHas KoHcynpTupoBaHue u npoBepka
pabora JIOMAaITHUX 33JJaHUI IOCPEICTBOM
3JIEKTPOHHOW MOYTHI
3 |TpeboBanus Jlexuus Ne 3 Jlexuus-Bu3yanusanus ¢ IPUMEHEHUEM
HOPMAaTUBHO-IIPaBOBBIX ClIaliI- MPOEKTOpa
1 HOPMaTUBHO- [TpakTudeckas paborta |3aHATUS B KOMIIBIOTEPHOM KJlacce
METOINYECKUX Ne2
JAOKYMCHTOB, CamocTosTenbHas KoHcynpTupoBaHue u npoBepka
PETIaMCHTUPYIOIMNUX paborta JIOMAIHUX 3aJaHUl MOCPEICTBOM
HCIIOJIb30BaHUE AJIEKTPOHHON MOYTHI
MH(POPMALIMOHHBIX
texnonoruii B JIOY
4 |OcHoBHble 00bekThl U |Jlexuus Ne 4 Jlexuus-Bu3yanusanus ¢ IPUMEHEHUEM
MIPUHLIUIIBI Clana- IpoeKTopa
aproMarusauuu IOV u |I[IpakTndeckas padora |3aHATHS B KOMIIBIOTEPHOM KJlacce
OpraHM3aluu Ne 3
3JIEKTPOHHOI'O CamocTosTenbHas KoHncynpTupoBaHue u npoBepka
JIOKyMEHT0000poTa paborta JIOMAIHUX 3aJaHUl MOCPEICTBOM
AJIEKTPOHHOW MOYTHI
5 |Peanuzamus 3agau OV |Jlekus Ne 5 Jlekuus-Bu3yann3anusi ¢ IPUMEHEHUEM

¢ momompo MS Office
nu AHAJIOTUYHBIX
IIPOrpaMMHBIX
IIPOAYKTOB

CJIAiJI- IPOEKTOpa

[TpakTruyeckas padora
Ne 4

3aHarus B KOMIIBIOTCPHOM KJIaCCC

CamMocrosTenpHas
pabota

KoHcynpTupoBanue u npoBepka
JOMalTHUX 33JJaHUI OCPEICTBOM
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3JIEKTPOHHOU MOYThI

1 HH(pOpMaITMOHHBIE

pecypcsl,
ucnoiubs3zyemsele B /IOY

ba3bl naHHBIX B Jlexuus Ne 6 Jlekuus-Bu3yannu3anusi ¢ IPUMEHEHUEM
MH(POPMALIMOHHOM CJIAiJI- IPOEKTOpa
obecrieyeHnn [TpakTudeckas pabota |3aHATUS B KOMIIBIOTEPHOM KJlacce
yIpaBICHU Ne 5
CamocTosTenbHas KoHcynpTupoBaHue u nposepka
pabora JOMAILHKUX 3alaHUH II0CPEACTBOM
AJIEKTPOHHOW MOYTHI
TpeboBanus k Jlexuus Ne 7 Jlexuus-Bu3yanusanus ¢ IPUMEHEHUEM
IIPOrpaMMHOMY CJIaiJI- IPOEKTOpa
o0ecTeYeHnIo [TpakTudeckas pabota |3aHATUS B KOMIIBIOTEPHOM KJlacce
aBTOMAaTU3UPOBAaHHBEIX [No 6
cucrem JI0Y CamocrosTenbHas KoncynbTupoBaHue 1 IpoBepKa
pabora JOMAILHKUX 3alaHUH II0CPEACTBOM
AJIEKTPOHHOW MOYTHI
WNurepuer-texnonorun |Jlekmus Ne 8 Jlekuus-Bu3yann3anusi ¢ IPUMEHEHUEM

CJIai - IPOEKTOpa

[TpakTuyeckas padora
Ne 6

3anarus B KOMIIBIOTCPHOM KJIaCCC

K JIOKYMEHTHPOBAaHHOM
uHpopManuu

CamocTtosTenbHas KoHcynpTupoBaHue u npoBepka
pabora JOMAILHKUX 3alaHUH II0CPEACTBOM
3JIEKTPOHHOW MOYTHI
VYnopasnenue poctynom|Jlexkuusa Ne 9 Jlexuus-Bu3yanusanus ¢ IPUMEHEHUEM

CJIAiJI- IPOEKTOpa

[TpakTuyeckas padora
Ne 8

3anarus B KOMIIBIOTCPHOM KJIaCCC

CamocrosTenpHas
pabora

KoHcynpTupoBaHue u npoBepka
JIOMAaITHUX 33JJaHUI IOCPECTBOM
JJIEKTPOHHOU MOYTHI

[TpakTuyeckas padora
Ne 11

3anarus B KOMIIBIOTCPHOM KJIaCCC

CamMocrosTenpHas
pabora

KoHncynpTupoBanue u npoBepka
JIOMAalTHUX 33JJaHUI OCPEICTBOM
JJIEKTPOHHOM MOYTHI

5.0neHka IIaHUPYEMBIX Pe3yJIbTATOB 00y4eHuUs!

5.1. Cucrema oneHUBaHUS
JUTSL OYHOM, OYHO-3209HOM POPMBI O0yICHUS:

dopma KOHTpOJIS Makc. KoJIM4ecTBO 0aJIJIoB
3a onHy paboTy Bcero

Texkymuit KOHTPOJIb:

- ompoc 5 bayoB 35 6amioB

- TecThI (TeMbI 1-9) 5 baioB 5 6ayoB

- moarotoBka pedepara (temsr 1-9) 20 GamioB 20 6amnoB
[IpomexxyTouHas aTTecTanus 40 6amioB 40 6amioB
(3Kx3ameH)
Wroro 3a mucumniangy 100 6annoB
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JUISE 3a0YHOM C TPUMEHEHHWEM JUCTAHIIMOHHBIX TEXHOJIOTUH (OpMBI OOydYEHHsS, 3a0YHOM
(yckopeHHOE 00yueHUe) ¢ MPUMEHEHUEM JAUCTAHIIMOHHBIX TEXHOJIOTUI (POPMBI 00yICHHUS

dopma KOHTpOIIS Makc. KoJIM4ecTBO 0aJIJIOB
3a onHy paboTy Bcero

Texymuii KOHTPOIIb:

- MPOBEpKa MPaKTUIECKOU PabOTHI 5 bayoB 15 6amioB

- TecThI (TeMbI 1-9) 25 Gamnos 25 Gamnos
[IpomexxyTouHas aTTecTanus 40 6amioB 40 6amioB
(3Kx3amMeH) oIroTOBKA pedepara (TeMsr 1-
9
Wroro 3a quciuminnay 100 6ayut0B

[Tonmy4yeHHBIM COBOKYMHBIA pe3ynbTaT (MakcumMym 100 OamioB) KOHBEpTHUpYETCS B
TPAJULMOHHYIO IIKAJy OLEHOK U B IIKaly OLICHOK EBpONENHCKONW CUCTEMBI IIEpeHOCa U
HakorieHus kpenutoB (European Credit Transfer System; namee — ECTS) B cooTBeTcTBUU €

TaOJINAIEN:
100-0aypHas 1IKaia TpagunuoHHas MIKaza IIIxana ECTS

95— 100 OTJINYHO A

83 -94 B

68 — 82 XOPpOIIO 3a4TEHO C

36— 67 OBJIETBOPUTEIILHO D
5055 YA p E
20-49 FX
0-19 HEYJTOBJICTBOPUTEIILHO He 3auteno F

5.2 Kputepuu BBICTaBIICHHUS OIICHKH 110 TUCIUTUIIHHE

Bamnel/ O1ueHka 1o
Hlkana ECTS | qucuuruinae

Kpurepun onieHKH pe3yabTaToB 00yUEHUs 10 TUCIHILIINHE

100-83/ COTIIMYHO
AB

BricraBnsiercs oOyuaromemMycs, €ciid OH IITyO0KO U
IIPOYHO YCBOMJI TEOPETUYECKUM U IPAKTUUECKUI
Marepua, MOXET IIPOAEMOHCTPUPOBAT ITO HA 3aHATUAX U
B X0JI¢ IPOMEKYTOYHON aTTECTALUU.

OOyuaronuiics HCUEPIBIBAIOIIE U JOTMYECKH CTPOIHO
u3JaraeT yueOHbIi MaTepuall, yMeeT yBSI3bIBaTh TEOPUIO C
IIPAKTUKOM, CIIPABIISICTCA C PEIICHUEM 3aad
npodeCCUOHATILHON HAMPAaBIEHHOCTH BHICOKOTO YPOBHS
CJIO’KHOCTH, NTPABHIILHO 0OOCHOBBIBACT MIPUHSATHIC
peleHusl.

CB000/IHO OpUEHTHPYETCS B YUeOHOH U
npodeCCUOHATILHOM TUTepaType.

OreHKa Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYaromEeMycs C
y4E€TOM PE3YNbTATOB TEKYILEH U IPOMEKYTOUHOU
aTTeCTaluu.

Komnerennuu, 3akpeni€Huble 3a AUCHUIIIMHOM,
c(OpPMHPOBAHBI HA YPOBHE — «BBICOKHUI.
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Bamnel/
lxkama ECTS

O1ueHka 1o
JNIUCIUATUINHE

Kputepun onieHKH pe3yabTaToB 00yUEHUs 110 TUCIHUILIINHE

82-68/
C

«XOopouo»

BricraBnsiercs o0yuaromemMycs, €ciii OH 3HaeT
TEOPETUYECKUH U IIPAKTUYECKUNA MaTepuai, IpaMOTHO U 110
CYILECTBY M3JIaraeT €ro Ha 3aHATHUSAX U B XOJE
IIPOMEKYTOYHON aTTECTAllUU, HE JHOIYCKasl CYLIECTBEHHBIX
HETOYHOCTEH.

OOyuaromuiicsi IpaBUIBHO NPUMEHSIET TEOPETHUECKHUE
IIOJIOXKEHUS IIPU PELLICHUHN ITPAKTUYECKUX 3a1a4
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 TEKYILEH U IPOMEKYTOUHOU
aTTeCTaluu.

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

67-50/
D.E

«yIOBJIETBOPU-
TEIILHO

BricraBnsiercs o0yuaromemMycs, eciii OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUYECKUI U MPAKTUYECKUN MaTepUall,
JIOMYCKAET OTAEIbHBIC OMIMOKH MPH €ro U3JI0KEHUHU Ha
3aHATHUAX U B XOJE IIPOMEXYTOYHOU aTTECTALUH.
OOyuaronuiicss UCTIBITHIBACT ONpPEACIEHHBIE 3aTPYAHEHUS
B IPUMEHEHUH TEOPETUYECKUX ITOJI0KEHUN IIPU PEILICHUN
MPAaKTUYECKHX 3a/1a4 MPO(eCCHOHAIBHONW HAPaBICHHOCTH
CTaHZAPTHOI'O YPOBHS CIIOKHOCTH, BJIaJIEET
HEOOXOUMBIMU JIJIs1 3TOTO Oa30BBIMHM HAaBBIKAMHU U
IPUEMAMH.

JIeMOHCTpHpPYET I0CTaTOYHBIN YPOBEHb 3HAHUS yUEOHOM
JIUTEPaTyphl 10 JUCLUIIIIUHE.

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

Komnereniuu, 3akpeniéHuble 3a AUCIUITUITMHOMN,
c(OPMHPOBAHBI HA YPOBHE — «IOCTATOUHBINY.

49-0/
F,FX

«HCYHOOBJICTBOPUTC
JIBHO»

BricraBnsiercs oOyuaromemMycs, €ciii OH He 3HaeT Ha
6a30BOM ypOBHE TEOPETUYECKHI U MPAKTUUECKUI
MaTepHal, 10MmycKaeT rpyOblie OUIOKH IpU ero
U3JI0’)KEHUU Ha 3aHATHSIX U B XOJ€ IPOMEXKYTOUHON
aTTeCcTaluu.

OOyuaronuiicst UCTIBITHIBACT CEPbEIHBIC 3aTPYAHEHUS B
IIPUMEHEHUN TEOPETUUECKUX TOJIOKEHUI NPU pPELIEHUH
MPAaKTUYECKHX 3a/1a4 MPO(HeCCHOHAIBHON HAPaBICHHOCTH
CTaHJapTHOT'O YPOBHS CJIO)KHOCTH, HE BJIaJI€eT
HEOOXOUMBIMU JIJISl 3TOTO HAaBBIKAMU U MIPHUEMaMHU.
JleMOoHCTpHpYeT (pparMeHTapHbIe 3HAHUS YIeOHOM
JUTEPATYpPHI 110 TUCLHUIUIMHE.

OreHKa Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYaromEeMycs C
y4E€TOM PE3YNIbTATOB TEKYILEH U IPOMEKYTOUHOU
aTTeCTallUu.
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Bamnel/ O1ueHka 1o Kputepuu onieHKH pe3ynbTaToB 00yUeHUs O JUCIUILTAHE
Hlkana ECTS | qucuuruinae

KomMmneTeHuu Ha ypoBHE «JOCTaTOUHBIN», 3aKPEIUIEHHBIE
3a AMCUUIUIMHON, He C(OPMHPOBAHBI.

5.3. OueHouHbIe cpeAcTBa (MaTepUabl) s TEKYILEr0 KOHTPOJI yCIIEBAEMOCTH,
MIPOMEKYTOYHOM aTTecTaly 00yJaroMIUXCsl 0 TUCIUIUTMHE (MO/YIIIO)

IIpumepHbIe TeMbl pedepaToB 1O pa3jaesaam AUCHUILIMHBI:

1. HccnenoBanne OCHOBHBIX OOBEKTOB U MPUHIIMIIOB aBTOMATHU3ALMU B YIPABJICHUU.

2. OnexTpoHHbld o¢uc. MccrnenoBaHue COBPEMEHHBIX HH(GOPMAIMOHHBIX TEXHOJIOTHH,
ucnoiabszyemsix B JIOV.

3. Hcnonp3oBanne aBTOMAaTU3MPOBAHHBIX MH(POPMALMOHHBIX CHCTEM B YIPABJICHUU.

4. AHanau3 HOPMAaTUBHO-TIPABOBBIX AKTOB, PETVIAMEHTUPYIOLIMX IMPOLECCHl BHEAPEHUS U
MCTOJIb30BaHUS HH(POPMAITMOHHBIX TexHosorui B JIOY.

S. AHanu3 HOPMAaTHBHO-METOAMYECKUX JOKYMEHTOB, PETJIaMEHTUPYIOIIUX IPOLECCHI
BHEAPEHHS U MCTIOJIb30BaHMsI HH(POPMAIIMOHHBIX TexHoJoruii B JIOY.

6. HccnenoBanue popMaToB 3JIEKTPOHHBIX JOKYMEHTOB, HCIIONB3yeMbIX B JJOVY.

7. Hcnonp3oBaHue OTKPHITHIX (OPMATOB 3JIEKTPOHHBIX JOKYMEHTOB M CBOOOJHOTO
IpOTrpaMMHOTr0 obecnieueHus Ui pemeHus 3agad JJOY.

8. Benymme komnaHuu-pa3pabOTYMKM NOpOrpaMMHBIX mponayktoB mii JAOY u wux
pa3paboTKu.

9. O630p myOnuKamuii OTEYECTBEHHBIX aBTOPOB IO  BOMNPOCAM  HCIOJIb30BAHUS
COBPEMEHHBIX MH(OpMAIIMOHHBIX TexHonoruii B /10Y.

10.  OO630p mybnukanuii 3apyOeKHBIX aBTOPOB IO BOIPOCAM HCIIOJB30BAHHSI COBPEMEHHBIX
nH(POPMaMOHHBIX TexHoJoruii B JJOVY.

11.  HccrnenoBanue NpakTUKU MCIIOIB30BaHHUS COBPEMEHHBIX MH(MOPMAIIMOHHBIX TEXHOIOTUN

JIOY 3a pyGexxom (10 cTpaHaM, BBIOpaHHBIM CTYZCHTAaMH) U BO3MOXKHOCTH NPUMEHEHHUS UX
onsiTa B Poccun.

12. be30ymakHasi TEXHOJIOTUS IOATOTOBKU JTOKYMEHTOB.

13. Ilpunanue OpUINUECKON CHIIBI 3JIEKTPOHHBIM TOKYMEHTAM.

14. Pecypcst UaTepHeT ans cnenuanuctoB cdepsl 10OY.

15. OcHoBHbI€ 3Tanbl pa3BUTHs HH(OPMAIIMOHHBIX TexHoJoruii B JIOY.

16. OcHoBHbIe 3a1aun, crosimue nepen ACY ]l v myTH Ux penieHus.

17. AHanu3 cOBpeMEHHBIX WH(POPMALMOHHBIX TEXHOJOTHH CO3/IaHMs, XpPAaHEHUS U OOHOBJICHUS
JOKYMEHTOB.

KOHTpOJ’[I)HbIe BOIIPOCHI M 3aJaHUA AJIA l'[pOMC)KyTO‘lHOfI aTTeCTAallMi IIO UTOraM
OCBOCHHUSA JHCHUIIINHBI

1. INousTne «uHPOpPMALUI» U «MHPOPMALMOHHBIE TeXHOIOTHI» B JJOVY.

2. Ha3naueHue, MeCTO, pOJb OCHOBHBIX WH(OPMAIIMOHHBIX TEXHOJIOTUH, NMPUMEHSIEMBIX B
YIIPABJICHUHU.

3. TIoHATHS «3TEKTPOHHBIN JOKYMEHT» U «3JIEKTPOHHBIN JOKYMEHTOO00POT».

4. 3akoHonaTenbHass 0a3a, periJaMeHTUpPYIOIIas MPOLECChl NPUMEHEHUs HH(OPMAIIMOHHBIX
texnonoruii B JIOY.

5. HopmartuBHO-IIpaBoBast 6a3a, periIaMeHTHpYIoLIas IPOIIECCHI IPUMEHEHHS
nH(pOPMaMOHHBIX TexHoJorui B JIOVY.
6. HopmatuBHO-MeToAMYeckast ~ 0a3a,  perylaMeHTHUpYIOLas  NpPOLECChl  IPUMEHEHUs

MH(POPMaMOHHBIX TexHoJoruii B JIOVY.



21

7. OcHOBHBIE 3Talbl U ypoBHU aBTOMaTtu3auuu JJ0OVY.

8. OcHOBHBIE OOBEKTHI U MPUHITUTIBI aBTOMaTH3amu JJOVY.

9. Lemu u 3agauu aBroMaTuzanuu JOVY.

10. OcHoBHBIE  HMH()OPMALMOHHBIE  TEXHOJOTHM,  HCIOJNb3yeMble B  pabore ¢
MH(POPMALMOHHBIMH PECYpCaMH OpraHU3alllu.

11.  OcHoBHBIE POPMATHI FNMEKTPOHHBIX TOKYMEHTOB, Hcmonb3yemble B JIOY.

12.  ®opmaTel XpaHEHUs HJIEKTPOHHBIX JOKYMEHTOB.

13.  Ortkpeitie popmarel D[ U cBOOOAHOE MPOrpaMMHOE OOECTieueHUe, WX 3HAYCHUE s
HOV.

14.  OcHoBHBIE 3Tanbl Pa3BUTHS HHPOPMALMOHHBIX TexHONorui B JIOVY.

15. OcHOBHBIE TEXHOJIOTHH, UCIIONB3yEeMbIE ITPH padoTe C TOKYMEHTAMHU.

16. TexHonoruu cozgaHus 10KyMEHTOB.

17. Texuonoruu ouudpoBaHus JOKyMeHTOB B JJOVY.

18. OpraHu3anuoOHHBIE M TEXHUYECKHE MPOOJIEMBbl KOHTPOJISA HCIIOJHEHHUS JIOKYMEHTOB.
Bo3MmoskHOCTH peanuzaiuy pyHKINI KOHTPOJIS B COBPEMEHHBIX HH(POPMAIIMOHHBIX CHCTEMAX.
19. TexHONOrMM XpaHEHUS JOKYMEHTOB.

20. TlousTue 6a3a mJaHHBIX, OCHOBHOE Ha3HAYCHHE.

21. Hcnonb3oBanue 0a3 JaHHBIX B yrnpaBieHuu. [Ipumepsl.

22. TlousTHE «KOpHOpaTHBHAs 0a3a JaHHBIX» U «KOPIOpAaTUBHAs HH(OPMAIIMOHHASI CUCTEMa.
TexHooTHs «KIMEHT-CEPBEPY.

23. Tlonstue «mons» B 6a3ax NaHHbIX. Turbl ojied. TUIBI TaHHBIX, UCTIONB3yeMbIX B B/I.

24. Hcnonb3oBaHue KJIacCH(PUKATOPOB U pyOpUKATOPOB A coznanus b/l yuetHoro Tuma.

25. Mopenu koMMyHUKauui, nogaepxuBaemsie Lotus Notes.

26. llpuknangHoe mporpaMMHOE oOOecCIeYeHue Jjisi aBTOMATU3UpOBaHHBIX cucteM JIOV.
ITpumepsl coBpemennbix AC JI0VY.

27. Pa3palboTku BexymUX KOMIIAHHH-Pa3paOOTUYMKOB MPOrpaMMHBIX MPOAYKTOB it JJOY
(KOMIIaHHSI 110 BEIOOPY CTYJICHTA).

28. Kpurepuu OLEHKH W BbIOOpa KOMIIAHUM - Pa3pabOTYMKa MPOrPaMMHOTO MPOIYKTa IS
HOYV.

29. CnpaBOYHO-IIPaBOBBIE CUCTEMBI, MX COCTaB, CTPYKTypa W NPUHLUIBI HOCTPOEHUS.
IIpumepsl.

30. CpenctBa u BUABI TOMCKA HHPOPMALIMU B CIIPABOYHO-TIPABOBBIX cUcTeMax. [Ipumepsl.

31. VIHTepHEeT-TEeXHOJIOTUU 1 WH(POPMALIMOHHbIE PeCypChl, UcTionb3yembie B JJOY.

IIpumepHbIe TECTHI 10 JUCHUIITTHHE

CHEIM®UKALINSA TECTOBBIX 3AJAHUI

Homep Bapuanrt ®opma | Moayn | Kareropu Bpems banbl
BOIIpOca NPaBHJILHOIO b | BBINOJTHEH
0TBETa (Tema) usi (MHH)

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
3. 2 1:M 1 B 1 2
6. 213 M 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
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12. 2 1:M 2 A 1 2
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
27. 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
Oo0uree Bpems: 60 MUH.
YcnoBHbIe 0003HAUYECHUS

Ne Dopma T3 Oo6o3HaueHne

1. | 3akpeitas ¢popma - ¢ BHIOOPOM OJTHOTO 3aKJIIOYCHHUS I:M

2. | 3akpsitas ¢popma - ¢ BHIOOPOM HECKOJIBKUX M:M

3aKJII0YEHUH (MHOXKECTBEHHBIN BHIOOD)
3. | Ha ynopsinouenue Y

1. COAEP)KXAHUE TECTA

Ykaxure HOMEp MPaBUIBHOIO OTBETA
1. ITpu IpOEKTUPOBAHUH M ONTUCAHUH WH()OPMAIIMOHHOW TEXHOJIOTHH ITUPOKO MPUMEHSIOTCS
METO/IbI:

1. cucTemHbIi aHANN3, OJIOYHO-MOYIBHBIN MTOIX0T

2. TEKCTOBOH, YUCIIOBOM, CTATUCTHYCCKUI

3. aHKETUpPOBaHUs

4. cpaBHUTENBHBIN

VYkaxkure HOMEp NPaBUIBHOTO OTBETA
2. TexHOJOTHs IEPECHUIKHU 10 3JIEKTPOHHBIM KOMMYHUKAILIUSAM aJpECHBIX COOOIEHUH ¢
BJIOXKEHUSAMU (aiioB:
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1. UntepHer-Teneonus

2. 3NEKTPOHHBIN MEUHKUHT
3. 3JIEeKTpOHHAs MoYTa

4. Bce BapyuaHTbI BEPHBI

YkaxuTe HOMEp MPaBUIHHOTO OTBETA

3. K ycrpoiictBam BBOJIa MHPOPMAIIUU B KOMMYHUKAIIMOHHBIX MPOIIECC OTHOCUTCS
. KIITaBUaTypa

. MUKPO(OH C TOJKITIOYCHHEM K aHaJIoro-udpoBoMy mpeoOpa3zoBaTelto

. KOMIIBIOTEPHAS MBITIIH

. BCE BapHAHTHI BEPHBI

AW N —

VYkaxkure HOMEp NPaBUIBHOTO OTBETA
4. YcrpolcTBo AJis mepeBoja rpadudeckoit nHGopMaIuu B UppoByIO:
1. konupoBaIbHBIN anmnapar
2. IpUHTEP
3. ckaHep
4. Taunang

VYkaxkure HOMEp NPaBUIBHOTO OTBETA

5. Beigenenue TekcTa U3 rpaguueckoro oopasa J10KyMeHTa
1. ckaHnupoBaHue
2. pacrio3HaBaHUE
3. Bepudukanus

PaccraBpTe B HYy:)KHOM NOpPsAKE

6. Drarsl npolecca CKaHUPOBaHUs
1. pacnio3HaBaHue
2. CKaHMpOBaHUE
3. Bepudukanus

OrBer:

VYkaxuTe HOMEp MPaBUIBHOIO OTBETA

7. IlpoBepka pacro3HAHHOTO TEKCTa U KOPPEKIHS OIIHOOK:
1. ckanupoBaHue
2. pacrio3HaBaHUe
3. Bepudukanus

VYkaxuTe HOMEp MPaBUIIBHOIO OTBETA

8. ®yHKUMOHAIbHBIE XapakTepucTuku COJl 1OIKHBI COOTBETCTBOBATD
1. 3aa4aM U ypOBHSIM aBTOMATHU3aLMH
2. KBaJM(pHUKAIMU TIEPCOHAIA OPTaHU3AIIH
3. ¢MHAHCOBBIM BO3MOKHOCTSM OpPTaHU3AIIH

VYkaxkure HOMEp NPaBUIBHOTO OTBETA

9. Haubonee oueBuanblii 3¢ ekt ot BHenpenus CI/] cBs3aH c:
1. 5KOHOMHMEHN PAaCXOJHBIX MaTEPHUAJTIOB
2. yckopeHueM OM3HEC-IIPOLIECCOB
3. COKpallleHUEM IIepcoHaa
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VYkakute HOMEp NPaBUIBHOTO OTBETA
10. Ipsimoit s3koHOMUYECKH APPEKT OT UCTIOTB30BaHUS HHPOPMALIMOHHBIX TexHooruii B JJOY
MIPEICTABISACTCS:

1. B IEHEI)KHOM BBIpa)KEHUU

2. B CHIDKEHHHU TPYI0EMKOCTH 00paboTKH HH(pOpMaIu

3. B MOBBIIICHUH KayecTBa HHPOPMALIUU

4. B COKpallleHUH TIepcoHaa

VKaxure HOMCpa BCCX NPaBUJIBHBIX OTBECTOB
11. ACAOY B cpene Lotus Notes/Domino

1. IEJIO

2. BOCC-Pedepent

3. CompanyMedia

VYkaxuTe HOMEp MPaBUIBHOIO OTBETA

12. IIporpammustii npoaykt IBM Lotus Notes Ob1 BriepBbI€ BBITYIIIEH KOMIIaHUEH
1. IBM
2. Lotus Development
3. CompanyMedia

VYkaxuTe HOMEp MPaBUIBHOIO OTBETA

13. Ilporpammusiii mpoaykt Lotus Notes Bbimyckaercs
1. ¢ 1989 rona
2.¢ 1995 rona
3.¢ 2000 rona

VYkaxuTe HOMEp MPaBUIBHOIO OTBETA
14. Ha3zBanue nporpammHoro obecnieuenus cepsepa B Lotus Notes
1. Lotus
2. Notes
3. Domino

VYkaxxute HOMep IIPABUIBHOIO OTBETA

15. Ha3zanue nmporpaMMHOro o0ecrieyeHus KIMeHTCKoM padoueii cranimu B Lotus Notes
1. Lotus
2. Notes
3. Domino

VKaxure HOMCpa BCCX NPaBUJIbHBIX OTBCTOB

16. Knuenrtckas yacts Lotus Notes cocTout u3
1. pabodee MecTO MOJIL30BATENS
2. paboyee MecTO pa3pabOTUNKa MPUIIOKEHHUH
3. pabodee MECTO CUCTEMHOTO aIMHHUCTPATOpa

VYkaxkure HoOMep NPaBUIHHOTO OTBETA
17. @yHKUMSA CHHXPOHHU3AIMN MEKIY AUCTAaHIIMOHHO YAAJCHHBIMH SK3eMIUIIpaMu 0a3 TaHHBIX
Lotus Notes Ha3bIBaeTCst

1. peruukanust

2. Bepuukanus

3. MacmTabupyemMocThb
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VYkakute HOMEp NPaBUIBHOTO OTBETA
18. CoBMECTHOE UCTIOIB30BAHUE TOKYMEHTOB Ha JIOKAJIbHBIX CEPBEpaX IPHU COXPaHEHUU
LEJIOCTHOCTHU JIOKYyMEHTOB B MacIuTabax mpeanpusTus:

1. TMOKOCTh M aJaNITUBHOCTh

2. OTKPBITOCTh

3. pacnpezieeHHOE peIaKTHPOBaHUE

VYkaxkure HoMepa BCeX MPaBUIIbHBIX OTBETOB
19. Jlna noucka nHGpOpMaLuu B UHHOPMAIIMOHHO-CIIPABOYHON CHCTEME MOKET OBITh
MCTIOJIb30BaH:

1. TemaTHYECKU TOUCK

2. IOUCK TI0 NOJIsIM (aTpudyTam)

3. MHTEJIEKTYaJIbHbII MOMCK

YkaxuTe HOMEp MPaBUIHHOTO OTBETA
20. COBOKYIMHOCTh CTPYKTYPUPOBAHHBIX JAHHBIX, XPAHUMBIX B ITAMSITH BEIYHCIUTEIILHON
CUCTEMBI M OTOOPaKAIOIINX COCTOSIHUE OOBEKTOB M UX B3aUMOCBSI3EH B pacCMaTPUBAEMOA
MpPeIMETHOM 00TacTH

1. uadopmanus

2. 6a3a JaHHBIX

3. cuctema ympaBlieHus1 6a30i JaHHBIX

YkaxuTe HOMEp MPaBUIHHOTO OTBETA

21. TexHOMOTHUS «KIHEHT-CEPBEP» MPEANOIAraeT XpaHEHHE U 00pabOTKY JTaHHBIX
1. B rmo6anpHOM ceTn
2. Ha cepBepe
3. Ha KOMIIBIOTEPE-TIOJIL30BaTENE

VYkaxkure HOMEp NPaBUIHHOTO OTBETA
22. KOMIUIEKC SI3BIKOBBIX U TIPOTPAMMHBIX CPEJICTB, NIPeIHa3HAYECHHBIN ISl CO3AaHNUs, BEICHUS U
COBMECTHOT'O MCIIONIb30BaHMs b/] MHOrMMU 1OJIb30BaTENs MU Ha3bIBAIOT

1. CYB/]

2. cepsepsl b/1

3. cTpykTypupoBaHHble b/l

VYkaxure HoMepa BCeX MPaBUIIbHBIX OTBETOB
23. Bunst CYB/]
1. nomaopyukumnonansable CYB/]
2. cepsepsl b1
3. cpeactBa pa3paboTku nporpamm padoTsl ¢ B/]

YkaxuTe HOMEpa BCeX MPaBUIBHBIX OTBETOB
24. Bujsl 6a3 JaHHBIX

1. kopniopaTtuBHas

2. cereBas

3. pensiuoHHas

4. KOHCTPYKIIMOHHAs

VYkaxkure HOMEp NPaBUIBHOTO OTBETA

25. Cucrema 31ekTpoHHOr0 JokyMeHToobopota "E1 EBOPAT" pa3paborana koMmnaHuei:
1. Cognitive Technologies
2. DAEKTPOHHBIE OPHCHBIE CUCTEMBI
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3.3 UT
4.1C

VYkaxuTe HOMEp MPaBUIBHOIO OTBETA
26. «D1eKTpOHHBIE O(PHUCHBIE CUCTEMBI» - Pa3pabOTUUK IPOIYKTa
1. AEJIO
2. Jlerorpad
3. JIOKyMeHTyM
4. DIRECTUM

PaccraBpTe B HYy:)KHOM NOPsiAKE
27. IlocnenoBaTenbHOCTS AeicTBuid ipu Beioope ACJIOY:
1. BBIOOp KOMITAaHUH pa3pabOTUHKa (TTOCTABIIUKA)
2. ompenieNieHue 3a/1a4 U YPOBHS aBTOMAaTH3aIMU
3. Be1OOp ACJIOY
4. n3yuyenue peinka ACILOY

OrBer:

YkaxuTe HOMepa BCeX MPaBUIBHBIX OTBETOB
28. IIpu Bb1OOpe KoMmanuu-pa3padorunka AC/IOY yunTsiBatoT
1. BKCIUTyaTaIMOHHBIE XapaKTePUCTUKU
2. CTOUMOCTb CUCTEMBI
3. KaJIpOBBIi COCTaB KOMIIAHUU
4. HaIe)KHOCTh KOMITAaHUH

VYkaxuTe HOMEp MPaBUIBHOIO OTBETA

29. Komnanus «Mutep-TpacT» sBisercs pa3pabOTYMKOM IPOAYKTa
1. DIRECTUM
2. BOCC-Pedepent
3. CompanyMedia

VYkaxkure HoOMep NPaBUIHHOTO OTBETA
30. [IpyHIUT OTKPHITOCTH U MaCIITAOMPYyEMOCTH CUCTEMBI IOPa3yMeBaeT
1. OTKPBITHIN AOCTYH K CUCTEME
2. BO3MOXHOCTbh MOJIEPHU3ALIUU CHCTEMBI 0€3 CYIIECTBEHHBIX 3KOHOMUYECKHUX H
OpraHU3aIMOHHBIX 3aTpaT
3. BO3MOXKHOCTH CBOOOIHOM MapUIpyTU3aLUU IOKYyMEHTOB B CHCTEME

YkaxuTe HOMEp MPaBUIHHOTO OTBETA

31. Kommnekcnas COJl oxBaTbiBaeT
1. Bce ATambl )KU3HEHHOTO ITUKJIA IOKyMEHTA
2. omiepaTUBHOE U APXHMBHOE XPAHEHHUE JOKYMEHTOB
3. TEXHOJIOTHIO «KIIUEHT — CEPBEP»

VYkaxuTe HOMEp MPaBUIBHOIO OTBETA

32. Haubonpmmii 3¢ dext ot BHeaApenus CO ] momyyaroT
1. KpyIiHBIE PEATIPUSATHS C pacTIpeIeTICHHON HHPPACTPYKTYpPOr
2. Majble IpeIIpUITHS
3. rocy1apCTBEHHbIE NPEAIPUATHS
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VYkakute HOMEp NPaBUIBHOTO OTBETA

33. lpunuun noctpoenuss ACJIOVY, nmo3Bomnsiomuii 106aBIsSTh HOBbIC (PYHKIIUU
1. nenTpanuzauuun
2. KOpHOpaTUBHOCTHU
3. MOZyJIbHBII

VYkaxkure HOMep NPaBUIBHOTO OTBETA

34. Moaynu, oTBeHaroIue 3a JOKyMEHTO000pOT, MPUHSTO HAa3bIBATh MOLYJIIMU
1. nenonpou3BoICTBA
2. MapupyTH3aluu
3. apxuBanuu

VYkaxkure HOMep NPaBUIBHOTO OTBETA

35. Ans ynaneHHOH pabOThl B CHCTEME JIEKTPOHHOTO JOKYMEHTO000POTa MOTYT IPUMEHSTHCS:
1. MOOHMITBHBIE TETEePOHBI
2. cTauMoOHapHbIE Tene(OoHbI
3. MyJIbTUMEAUATIPOEKTOPHI

VYkaxkure HOMEp NPaBUIBHOTO OTBETA

36. [l obGecrieyeHus 3alMThl CHCTEMHOM HH(POPMALIUU MOTYT HCIIONIb30BaThCs
1. mporpamMMHBI€ CLIOCOOBI
2. anmaparHble U IPOTrpaMMHBIE CIIOCOOBI
3. anmapatHsle, IPOrPaMMHBIE 1 OpPraHU3ALMOHHBIE CIIOCOOBI

VYKaxure HOMCpa BCCX NPaBUJIBHBIX OTBECTOB
37. K unciy yrpo3 Asist CUCTEMBI 3JICKTPOHHOTO IOKYMEHTO000pOTa OTHOCAT
1. yrpo3a nenocTHOCTH
2. yrpo3a KOH(QHUICHIINATHbHOCTH
3. yrpo3a uH()OPMUPOBAHHOCTH
4. yrpo3a paboTocIOCOOHOCTH

VYkaxuTe HOMEpa BCEX MPABUIIBHBIX OTBETOB

38. K uncny cnoco0oB 3amuTsl HHOOPMAITMH OTHOCST
1. pasrpanudeHue npas 10CTyna
2. mmdpoBanue
3. IPOTOKOJIMPOBAHUE ACHCTBUH MOJIb30BATENCH
4. aneKTpoHHas MOANNCH

VYkaxkure HOMep NPaBUIBHOTO OTBETA

39. OCHOBHOH NPUHIUI 3JEKTPOHHON MOANNCH OCHOBAaH Ha TEXHOJOTUU
1. muppoBaHUs ¢ «ACCUMETPUUHBIMY» KIIFOUOM
2. mudpoBaHUS C KOTKPHITHIM» KIFOUOM
3. pasrpaHuyYeHUs MpaB JI0CTYTa

VYkaxkure HOMep NPaBUIBHOTO OTBETA
40. Cucrema Kpuntorpadudeckoro ooecreueHus
1. «Kapma»
2. «KoncynpTant+»
3. «I"apanT»
4. «Access»

6. YueOHO-MeTOAM4YecKOe U MHPOPMAIMOHHOE O00ecTedeHne TN CIUTITHHBI
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6.1. Crncok UCTOYHUKOB U JIUTEPATYPHI

OcHoBHas TuTepaTypa

1. Jlapup Muxaun BacunseBnu. HWMHpopmannonHoe obecneueHHe YIpPaBICHUS :
yaebHoe ocobue / M. B. Jlapun ; [M-Bo obpa3zoBanusi u Hayku Poc. @enepanuu, @enep. roc.
O10/KeTHOE 00pa3zoBaT. yUpekJeHHe BbIcHl. oOpa3zoBanus "Poc. roc. rymanuTapHblii yH-T"]. -
Mocksa: PITY, 2018. — 278 c.

2. Kynses, H.H. UnpopmarioHHble TEXHOJIOTHH B JOKYMEHTAIIHOHHOM OOecreueHHH
yIpaBJIeHUs] U apXUBHOM jene : yueOonuk ans By3oB / H.H. Kynses, T.B. Konapamona, E.B.
Tepentbena, A.I'. ®abpuunoB ; nmox obu1. pen.a.xo.H., npod. H.H. Kynsesa. - M.: Jloroc, 2017. -
408 c. - (HoBas crymenueckass Oubmuoreka) - ISBN 978-5-98704-786-6. - Pexxum nmocryma:
http://znanium.com/catalog/product/1015021

3. AransuoB Bukrop IlerpoBuy. ba3sl nannbix : YueOnuk: B 2 kuurax. - 1. - Mocksa ;
Mocksa : U3parensckuit Jom "OOPYM" : OOO "Hayuno-uznarensckuid nentp MHOPA-M",
2018. - 271 C. - ISBN 9785819907139.
http://znanium.com/go.php?id=929256.

4. EBpmoxkumoBa Jlrogmmna MuxaitioBHa. DIEKTPOHHBIM  JOKYMEHTOOOOPOT |
obecrieyeHre 0€30MacCHOCTU CTaHAAPTHBIMH cpeacTBamu windows : YueOHnoe mocoOue. - 1. -
Mocksa ; Mocksa : OOO "KVYPC" : OOO "Hayuno-usnarensckuii nearp MHO®PA-M", 2018. -
296 c. - ISBN 9785906923240.
http://znanium.com/go.php?id=939786

5. HWudopmannoHHbIe TEXHOJOTHH yrpaBieHus : yueOHuk / b.B. UepaukoB. — 2-e u3.,
nepepad. u gon. — M. : U «DOPYM» : UHDPA-M, 2017. — 368 c. — (Bsicmiee
oOpaszoBanue). - Pexxum goctyma: http://znanium.com/catalog/product/545268

6. OCHOBBI IOCTPOCHUSI aBTOMATU3MPOBAHHBIX WH(POPMAIIMOHHBIX CHCTEM: YUeOHHK /
B.A. I'BozneBa, N.IO. JlaBpentheBa. - M.: ]I ®OPYM: HUILL Uudpa-M, 2013. - 320 c.: wir;
60x90 1/16. - (IlpodeccuonansHoe oOpa3oBanue). (meperuier) ISBN 978-5-8199-0315-5 -
Pexxum noctyna: http://znanium.com/catalog/product/392285

7. Kucenes, I'. M. MHpopmManmoHHble TEXHOJOTUU B SKOHOMUKE M YIPABICHUU
(O dextuBnas padbora B8 MS Office 2007) [DnexkTponHbIit pecype] : Yuebnoe nmocodbue / I'. M.
Kucenes, P. B. boukosa, B. UI. Cadonos. - M.: Uznatenscko-ToproBasi kopnopauus "Jlamkos u
Ke",  2013. - 272 c. - ISBN 978-5-394-01755-1. - Pexum pocrymna:
http://znanium.com/catalog/product/415083

JlonoIHUTEIbHAS JIUTEpPaTypa

1. Pa3paboTka METOOMKH TMOArOTOBKM OpPraHU3allMd K BHEIPEHHIO CHCTEMBI
3JIEKTPOHHOTO JJOKyMeHTooOopoTa [MHTepHeT-xypHan "HaykoBeaenue", Beim. 1, 2014, ctp. -] -
Pexum noctyna: http://znanium.com/catalog/product/477586

2. DIeKTPOHHBIN JOKyMEHTOOOOpOT u obecredeHne Oe30MacHOCTH CTaHAAPTHBIMU
cpenctBamu windows : yueOHoe nocooue / J.M. EBnokumona, B.B. Kopsokun, A.H. ITsubKuH,
O.J. [IlBeukoBa. - M.:. KVYPC, 2019. - 296 <c - Pexum pocryna:
http://znanium.com/catalog/product/1001864

3. DNeKTpOHHOE NPABUTEIBCTBO. OJEKTPOHHBIA JOKYMEHTOOOOPOT. TepMuHB U
ompenenenus : yued. mocobue / C.JO. Kabamos. — M. : UHOPA-M, 2017. — 320 c. —

(Bricmiee oOpa3oBaHue: bakanaBpuar). - Pexum JIOCTyIa:
http://znanium.com/catalog/product/809828
4. 3amura KOH(HICHIIMATHHON uHpopMaUu pu AIIEKTPOHHOM

nokymentoobopore/Mununll.B., MunnnO.B. - HoBocubupck : HI'TY, 2011. - 20 c.: ISBN 978-
5-7782-1829-1 - Tekcrt : anextponHsbIid. - URL: http://znanium.com/catalog/product/546492

5. Wlenenun, I'. U. JlokymeHTanuss 1 JOKyMEHTOOOOPOT BHEIIHETOPTOBBIX CHEIOK Ha
BHYTPEHHEM BOJIHOM W CMEXHBIX BHJIax TpaHcrmopTa : cmnpaBounuk / I'. W. Illenenwun, I1. K.
Kpxemunckuii. - M. : Ansranp MI'ABT, 2010. - 138 c. - Tekcr : anextpoHHbld. - URL:
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http://znanium.com/catalog/product/1026173 -  Texct :  osnmekrtpoHHsii. -  URL:
http://znanium.com/catalog/product/1026173

6. HudopmamoHHbIe TEXHOJIOTUU U CUCTeMbl: YuebHoe nocobue / E.JI. ®denotona. -
M.: Ul ®OPYM: HUIL] UHDPA-M, 2014. - 352 c.: un.; 60x90 1/16. - (Beiciee oOpa3oBaHue).
(nmepemuier) ISBN 978-5-8199-0376-6 - Pexum JOCTYyTIa:
http://znanium.com/catalog/product/429113

7. WudopmaTtrka, aBTOMaTH3MPOBAaHHbIE HMH()OPMALMOHHBIC TEXHOJOTUH U CHCTEMBI:
VYueonuk / I'BozneBa B.A. - M.:11J| ®OPYM, HUIL UTHDPA-M, 2015. - 544 c.: 60x90 1/16. -
(ITpopeccuonansnoe  obpazoBanue) ISBN  978-5-8199-0449-7 - Pexum  gocryma:
http://znanium.com/catalog/product/492670

8. Hudopmarrka, aBTOMaTH3MPOBAaHHBIC WH(POPMAIIMOHHBIC TEXHOJOTUH U CHCTEMBI :
yuebHuk / B.A. I'Bo3neBa. — M. : Ul «®OPYM» : UHOPA-M, 2019. — 542 c¢. — (Cpennee
npodeccuoHaNbHOE oOpa3oBaHme). - Pexum JoCTyTa:
http://znanium.com/catalog/product/999615

9. IlpoextupoBanue u peanuzanus 6a3 panusix B CYB/] MySQL ¢ ucnonb3oBanuem
MySQL Workbench. Metoasl u cpenctBa NpOeKTUPOBaHHS HH(DOPMAIIMOHHBIX CHUCTEM H
TexHonoruil. lHCTpyMeHTaNbHbIe CpefcTBa MH(OPMAIIMOHHBIX CHCTEM : ydyeOHOoe rocobue /
C.A. Maprumun, B.JI. Cumonos, M.B. Xpamuenko. — Mocksa : U] « DOPYM» : UHOPA-M,
2020. — 160 c¢. — (Cpennee npodeccuonanbHoe obpazoBanue). - Teker : anexTpoHHsbIi. - URL:
http://znanium.com/catalog/product/1065833

6.2. [lepeuens pecypcoB HH(DOPMANMOHHO-TEICKOMMYHUKAIIMOHHONH cetn «WHTepHETY,
HEOOXOIUMBIH JUISI OCBOCHHSI TUCITUTUIMHBI (MOJTYJIS)
pecypcbl UHTepHET

1. Bcepoccuiickuii Hay4HO-MCCIEAOBATEIbKUNA HWHCTUTYT JIOKYMEHTOBEIEHHUS U
apxuHoro nena (BHUMIA) [Onexrponnsiii pecypc] /BHUUIAA]L - DnextpoH, aan.- M.,
[2001].— Pexxum moctymna: www.vniidad.ru, cBOOOJHBINA. — 3ari. ¢ SKpaHa.

2. KoncantunroBas rpymmna «Tepmuka». [HopmartuBHo-mpaBoBas 0a3a HaHHBIX I10
JIeTIOTIPOU3BO/ICTBY, JIOKYMEHTOOOOPOTY W apXuBHOMY Jeny| [OnekrpoHHbli pecype] /
«Tepmukay» - DIIEKTPOH, JIaH.- M., [200-].— Pexum JIOCTyma:
http://www.termika.ru/Catalog/catalog.html, cBoboansIif. — 3ari. ¢ skpaHa.

3. Docflow. Bce o Mupe snekrpoHHOro ngokymeHTooOopora. [[lopram mocssmieH
AJIEKTPOHHOMY JIOKYMEHTOOOOpOTY M CMEXHBIM oTpacisiM. OH mnpu3BaH NpPEIOCTaBUTH
YUTATENIIM CaMyl0 TIOJIHYI0, CTPYKTypUPOBaHHYIO U IOJIE3HYI0O HMH(OpMAIMIO O pBIHKE,
TEXHOJIOTUSIX, PEUICHUSAX, KOMIIAHUSIX U JuUax].  [DJeKTpoHHBIA pecypc] - DIEKTpOH, JaH.-
M.,— www.docflow.ru, cBoOOJHBINH. — 3ari. ¢ FKpaHa.

4. DOC-Online. He3aBucumplii mopTajg 0 CUCTEMax 3JICKTPOHHOTO JOKYMEHTOOOOpOTa.
www.doc-online.ru

5. Opunmanshsiii caiit 1C: Ipeanpustue 8. - [DnekTpoHHBIN pecypc] - https://v8.1c.ru/.

6. OpunmanbHbI caliT «NEKTPOHHBIE OPHUCHBIE CUCTEMBD - [DIEKTPOHHBINH pecypc] -

https://www.eos.ru/.

7. Odwunmaneublii  caiit komnanuu «MHTep-Tpact» - [DnekTpoHHBIH pecypc] -

https://www.intertrust.ru/.

8. O¢unmansubiil caiit kommnanun «Cognitive Technologies» - [DnexkTponHsIii pecypce] -

https://www.cognitive.ru/

NporpamMMHoe odecneyeHmne

- O¢ucHslit maket npuinoxenuit Microsoft Office

- ABBYY FineReader

- OpenOffice.org

- Internet Explorer, Mozilla Firefox, Google Chrome
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0a3bl JaHHBIX, HTHPOPMALMOHHO-CIIPABOYHBIEC H IIOMCKOBBIE CHCTEMbI
- «Koncynprant [lmrocy

- «['apanT»

- «Koneke»

7. MartepuaJIbHO-TeXHHYECKOe ofecnevyeHne TUCHUILINHBI

[Ipn  peanmusammu  TporpaMMbl  AWCHUIUIMHBL  WCIONB3YIOTCS  pa3jH4YHBIC
nH(OPMALIMOHHBIE TEXHOIOTHH. Bo BpeMs JNEKIIMOHHBIX 3aHATUN WCHOIB3YIOTCS JJICKTPOHHBIC
MPEe3eHTAMA C MCTOJIh30BAaHUEM MPOEKTOpPa, a TakKe KJIacca, OCHAIIEHHOTO COBPEMEHHBIMHU
KOMITBIOTEPaMH, MOAKIIOUYEHHBIME K IHTepHET 1 00beTUHECHHBIMU B €IMHYIO BHYTPEHHIOKO CETh
Y JICMOHCTPAIMOHHBIM YKPAHOM, CBSI3aHHBIM C KOMITBIOTEPOM IPETOJaBaTells.

[IpakTudeckune 3aHATUS MPOXOISAT B KOMIBIOTEPHOM KJacce C HCIOJIb30BAaHUEM
CHEIMAIM3UPOBAHHOTO MPOrPaMMHOTO o0ecrieueHusi, 0a3 JaHHBIX W HH(POPMAIMOHHBIX
PECYPCOB, a TaKkKe HEOOXOAUMOTO TEXHUIECKOTO 00eCTIeUeHUSI.

CaMocTtosiTenbHasi paboTa CTYJICHTOB BKIIIOUAET B ce0s KOHCYJbTAI[UU MPENOIaBaTeNs
IpH TOJATOTOBKE pedepaToB, a TaKkKe CaMOCTOSTEIBHYIO pabdoTy CTylIeHTa C pecypcaMu
WNuTeprnera, MHPOPMAIMOHHBIMU TPAaBOBBIMH CHCTEMaMH, TOCEHICHHE CIeUaTH3UPOBAHHBIX
BBICTaBOK M KOH()EPEHIIHiA, ydacTUe B padoTe KPYIJIBIX CTOJIOB H T.II.

CocraB nporpammuoro odecnevyenusi (I10), coBpemeHHbIX NpogecCHOHATBHBIX 0a3 TaHHBIX
(b)) n nugopmaumonHo-cnpasounbie cucrem (MCC) (2017 r.)

1. Ilepeuens 11O

Tabauya 1
Nen Haumenosanue 110 ITpoussopurens | Crnoco0 pacnpocTpaHeHUs
/i (quyensuonmoe uau
c80000HO
pacnpocmpanaemoe)
1 Adobe Master Collection CS4 Adobe JINLEH3UOHHOE
2 Microsoft Office 2010 Microsoft JIMLIEH3UOHHOE
3 Windows 7 Pro Microsoft JIMLIEH3UOHHOE
7 Microsoft Share Point 2010 Microsoft JIMLIEH3UOHHOE
9 Microsoft Office 2013 Microsoft JIMLIEH3UOHHOE
11 | Kaspersky Endpoint Security Kaspersky JIMLIEH3MOHHOE
2. Ilepeyens B u UCC
Tabauya 2

Nen/nn HaumenoBanue
MexnyHapopsblie pedepatuBHble HayKoMeTpuieckue B, focTynHble B pamkax
HaloHaJIbHON noamicku B 2017 r.

Web of Science

Scopus
ITpopeccuonanbHble NogHOTEKCTOBBIE b1, MOCTYNHbIE B paMKax HalMOHAJILHON
nognucku B 2017 1.

Kypnanb! Oxford University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Kypnainel Taylor and Francis
[TpodeccuonanbHbie nojHOTEKCTOBbIE BT

JSTOR

W3pnanust no oOeCTBEHHbIM U TYMaHUTAPHBbIM HayKam
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KoMnbroTepHble CripaBoYHbIE MPABOBbIE CUCTEMBI
Koncyabrant [1ntoc,
I'apanT

CocraB nporpammuoro odecnevyenusi (I10), coBpemeHHbIX NpogecCHOHATBHBIX 0a3 TaHHBIX

(b)) n nngopmaumonHo-cnpasounbie cucrem (MCC) (2018 r.)

1. Ilepeuens 11O

Tabauya 1
Nen Haumenosanue 110 ITpoussopurens | CrnocoO pacnpocTpaHeHUs
/i (uyensuonmoe uiu
c80000HO
pacnpocmpanaemoe)
1 Adobe Master Collection CS4 Adobe JINLEH3UOHHOE
2 Microsoft Office 2010 Microsoft JIMLIEH3UOHHOE
3 Windows 7 Pro Microsoft JIMLIEH3UOHHOE
7 Microsoft Share Point 2010 Microsoft JIMLIEH3UOHHOE
9 Microsoft Office 2013 Microsoft JIMLIEH3UOHHOE
11 | Kaspersky Endpoint Security Kaspersky JIMLIEH3MOHHOE
2. Ilepeyens B u UCC
Tabauya 2
Neri/im HaumenoBanue

MexnyHapossblie pedpepatuBHble HayKoMeTpudeckue B, focTynHble B pamKax
HalMoOHaJIbHON noamicku B 2018 r.

Web of Science

Scopus

[TpopeccuonanbHble NogHOTEKCTOBBIE b1, MOCTYNHBIE B paMKax HalMOHAILHON
nopgnucku B 2018 r.

Kypnanb! Oxford University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Kypnainel Taylor and Francis

[TpodeccuonanbHbie nosiHOoTEKCTOBbIE BT
JSTOR
M3pnanus 1o oOeCTBEHHbIM U T'YMAHUTAPHBIM HayKaMm

KoMnbroTepHblie CripaBoYHbIE MPABOBbIE CUCTEMBI
Koncyabrant [Tntoc,
I'apanT

CocraB nporpammuoro odecnevyenusi (I10), coBpemeHHbIX NpogecCHOHATBHBIX 0a3 TaHHBIX

(b)) n nugopmanmonHo-cnpasounbie cucrem (MCC) (2019 r.)

1. Ilepeyens 11O

Tabauya 1
Neni/ Haunmenosanue I10 ITpoussopuTens Cnoco6 pacrpocTpaHeHHs
n (auyensuonnoe uau c60600HO
pacnpocmpanaemoe)
1 Adobe Master Collection CS4 Adobe JINLEH3UOHHOE
2 Microsoft Office 2010 Microsoft JIMLIEH3UOHHOE
3 Windows 7 Pro Microsoft JIMLIEH3UOHHOE
7 Microsoft Share Point 2010 Microsoft JIMLIEH3UOHHOE
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9 Microsoft Office 2013 Microsoft JIMLIEH3UOHHOE
12 Windows 10 Pro Microsoft JIMLIEH3UOHHOE
13 | Kaspersky Endpoint Security Kaspersky JIMLIEH3MOHHOE

2. Ilepeyens B u UCC
Tabauya 2

Nen/n Hanmenosanue
Me:xnyHapopsblie pedepatuBHble HayKoMeTpuieckue B, focTynHble B pamKax
HalMOHaJIbHON noamicku B 2019 r.
Web of Science
Scopus
[TpopeccuonanbHble NosHOTEKCTOBBIE b1, MOCTYNHBIE B paMKax HalMOHAJILHON
nognucku B 2019 r.
Kypnanbel Cambridge University Press
ProQuest Dissertation & Theses Global
SAGE Journals
Kypnaine! Taylor and Francis
DJIEKTPOHHbIE U3[laHKs U3/IaTeIbCTBA Springer
[TpodeccuonanbHbie nosiHOTEKCTOBbIE BT
JSTOR
W3panus no o0111eCTBEHHBIM ¥ TYMaHUTAPHBIM HAyKaM
KomnbloTepHble cripaBOYHbIE TPABOBbIE CUCTEMBbI
Koncynbsrant Iimoc,
I'apanT

8. O0ecneuyenne 00pa3oBaTeJbHOI0 NPOLECCA JJIs1 JIMI ¢ OTPAHNYCHHBIMH
BO3MOKHOCTSIMH 3/10POBbSI 1 HHBAJIN/I0B

B xone peanuzanuy IUCHUIUIMHBI UCTIOIB3YHOTCS CIEAYIONINE TONOJHUTENIBHbIE

METOBI 00YUYEHHS, TEKYIIEr0 KOHTPOJIS YCIEBAEMOCTH U MPOMEKYTOUHOW aTTeCTaIlH
o0yyJaromuxcs B 3aBUCUMOCTH OT WX WHAMBHUIYaJIbHBIX 0COOEHHOCTEH:

JUISL CJICTIBIX U CITA0OBUIAIINX

- JeKuuu o(pOpMIIIOTCS B BUJAE 3JCKTPOHHOTO JOKYMEHTA, AOCTYIHOI'O C TOMOIIbIO
KOMIIBIOTEpA CO CHELMATN3UPOBAHHBIM IIPOTPAMMHBIM 00€CIIEUEHUEM;

- THMCbMEHHbBIE 3aJaHUSl BBINOJHAIOTCS HA KOMIBIOTEPE CO CIELHUATU3UPOBAHHBIM
IPOTPaMMHBIM 00€CTieueHHEM, HITH MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- o0ecrieunBaeTCsl MHAUBHIyallbHOE paBHOMEpHOE ocBenieHne He MmeHee 300 JIroKc;

- JUIS BBIMIOJIHEHUS 33/1aHUSl TMPU HEOOXOJMMOCTH MPEIOCTABIACTCS YBEIMYUBAIOIIEES
YCTPOMCTBO; BO3MOKHO TAK)KE UCII0JIb30BAHNE COOCTBEHHBIX YBEJINYHMBAIOIINX YCTPONUCTB;

- MIUCbMEHHBIE 3aJaHUs OPOPMIISIOTCS YBEINYSHHBIM HIPUPTOM;

- 9K3aMeH M 3a4€T MPOBOJATCA B YCTHOM (OpME WIIM BBIOJIHSIOTCS B MHCbMEHHON
(dbopme Ha KOMITBIOTEPE.

JUISL TITYXUX M CIa00CTBIIIATHX:

- Jekiuu o(OpMISIIOTCS B BHJAE SJCKTPOHHOTO JOKYMEHTa, OO MperoCTaBisIeTcs
3BYKOYCWJIMBAIOIasl alnaparypa MHANBUAYAIbHOIO TI0JIb30BaHUS;

- MIMCHbMEHHBIE 3aJaHHs BBIMOJIHSAIOTCS HA KOMIIBIOTEpPE B MMCBMEHHOM (hopme;

- DK3aMeH M 3a4€T MPOBOJAATCS B NMHCBMEHHOH (hopMe Ha KOMIBIOTEPE; BO3MOXKHO
npoBesieHue B (popMe TeCTUPOBAHMUS.

JUISL JIUL] C HApYLIEHUSIMH ONIOPHO-BUTaTEIBHOTO amnmapara:

- JeKuuu o(pOpMIIIOTCS B BUJAE 3JCKTPOHHOTO JOKYMEHTA, AOCTYIHOI'O C TOMOIIbIO
KOMIIBIOTEpA CO CHELMATU3UPOBAHHBIM IIPOTPAMMHBIM 00€CIIEUEHUEM;
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- TNHUCHMCHHBIC 3a/IaHUS BBIMOMHAIOTCS HAa KOMIBIOTEPE CO CIEHUAIN3UPOBAHHBIM
MIPOTPaMMHEIM 00€CTICUeHUEM;

- 9K3aMEH U 3a4€T MPOBOATCA B YCTHOM (hOpMeE MM BBIMIOTHSAIOTCS B MUCbMEHHOH (opme Ha
KOMIIBIOTEpE.

[Ipy HEOOXOTUMOCTH MpPEoYyCMATPUBACTCA YBEIHMUEHHE BPEMEHHU Uil TOATOTOBKU
OTBETA.

[Iponienypa  mpoBeleHHs  NPOMEXKYTOYHOH  arTecTallid Uil OOyYaromuxcs
YCTAQHABJIMBACTCS C Y4YETOM HMX HMHIUBUAYAIBHBIX TCHUXO(U3UYECKHX OCOOEHHOCTEH.
[TpomesxyTouHast aTTeCTalusl MOXKET IPOBOJUTHCS B HECKOJIBKO ITAIOB.

[Ipu npoBeneHUH MpOLEAYPbI OLIEHUBAHUS PE3yJIbTaTOB OOyUeHHs MpeaycMaTprUBacTCs
UCTOJb30BAHUE TEXHUYECKHX CPEACTB, HEOOXOIMMBIX B CBS3M C HWHAWBUIYaJIbHBIMH
0COOEHHOCTSIMH O00ydYaroImuxcs. DTH CPEJICTBAa MOTYT OBITh HPEIOCTaBIICHBl YHHBEPCHUTETOM,
WJIA MOTYT HCIIOJIb30BaThCsl COOCTBEHHbIE TEXHUYECKHUE CPECTBA.

[IpoBenenne mpoueaypsl OLEHUBaHHMS PE3yJbTaTOB OOY4YEHHs JOIMYCKAETCs C
UCTOJIb30BAHUEM TUCTAHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOJIOTHHA.

ObecneunBaeTcst A0CTyN K MH(POPMAITMOHHBIM U OMOIMOrpaduyeckuM pecypcaM B CETH
WuTepHeT Ui Kaxkaoro oOydvamomerocss B (opMmax, aganTUPOBAHHBIX K OTPAHUYEHUSAM HUX
3JI0POBbSI U BOCIIPUATHUS MH(POPMALTUH:

® IS CIENBIX U CITAa00BUAAIIMX:

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

- B (hopme ayanoddaiina.

® Ui TIIYXHX U CJIA0OCIHbIIAIINX:

- B IeYaTHOH opme;

- B (hopMe 3IEKTPOHHOTO JOKYMEHTA.

e s O0yYaroIuXcs ¢ HAPYIICHUSIMU ONOPHO-/IBUTATEIBHOTO arlnapara:
- B IeYaTHOM (opme;

- B (hopMe 3IEKTPOHHOTO JOKYMEHTA;

- B (hopme ayanodaiina.

VY4eOHble ayIUTOPHH Ui BCEX BUIOB KOHTAKTHOW M CaMOCTOSATENbHOM paboThl, HAy4YHAs
O6ubIMOTEeKa UM MHBIE MOMEIICHUS IJIs1 0Oy4eHHUs! OCHAIICHBI CIECUATbHBIM 00OPYOBaHUEM U
y4eOHBIMH MECTaMU C TEXHUYECKUMHU CPEACTBAMHU O0YUCHUS:

® IS CIENBIX U CITAa00BUASAIINX:

- YCTpOMCTBOM Uil cCKaHMpoBaHUs U uTeHus ¢ kamepoil SARA CE;

- nuctuieeM bpaiinsa PAC Mate 20;

- mpunTepoM bpaitis EmBraille ViewPlus;

® Ui TIIYXHX U CJIA0OCIHbIIAIINX:

- aBTOMATH3MPOBAHHBIM pabouMM MECTOM s JIIOJEH C HapylmeHHEeM CciyXa H
¢71a00CIIBIIIAIINX;

- aKyCTHYECKHH yCUIIUTENbh U KOJIOHKH;

e s O0yYaroIuXcs ¢ HAPYIICHUSIMU ONOPHO-/IBUTATEIBHOTO arapara:
- IePEIBMKHBIMHU, PEryJIUPYEMbIMHU 3proHOMUu4eckuMu nmapramu CHU-1;
- KOMIIBIOTEPHON TEXHUKOW CO CHELUATbHBIM ITPOrPaMMHBIM 00€CIICUEHUEM.

9. MeToanyeckne MaTepHaJIbI
9.1. IInaHbl MPaKTUYECKUX 3aHATUN
Tema 2. Mcropus aBromatuzanuu JOY
3aganust:

1. [Monb3ysch ucrounnkamMu VHTEpHET HMCCIENOBaTh ATalbl Pa3BUTHS WHGOPMAIIMOHHBIX
TexHoJorui (aBromatu3zaun) B chepe JOVY.
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Cnucok MCTOYHUKOB:

1. Jlapun Muxaun BacunbeBnu. HuHopmanmonHoe obecrieueHue YIpaBlICHUS :
yaebHoe ocobue / M. B. Jlapun ; [M-Bo obpa3zoBanusi u Hayku Poc. @enepanuu, @enep. roc.
O10/KeTHOE 00pa3zoBaT. yUpekJeHHe BbIcHl. oOpa3zoBanus "Poc. roc. rymanuTapHblii yH-T"]. -
Mocksa: PITY, 2018. — 278 c.

2. Kynses, H.H. UndopmarioHHble TEXHOJIOTUU B JTOKYMEHTALIMOHHOM OOecreueHHH
yIpaBJIeHUs] U apXUBHOM jene : yueOonuk ans By3oB / H.H. Kynses, T.B. Konapamona, E.B.
Tepentbena, A.I'. ®abpuunoB ; nmox obu1. pen.a.xo.H., npod. H.H. Kynsesa. - M.: Jloroc, 2017. -
408 c. - (HoBas crymenueckass Oubmuoreka) - ISBN 978-5-98704-786-6. - Pexxum nmoctyma:
http://znanium.com/catalog/product/1015021

3. Aransuos Bukrop IlerpoBuu. ba3el nansbix : YueOnuk: B 2 kaurax. - 1. - Mocksa ;
Mocksa : U3parensckuit Jom "OOPYM" : OOO "Hayuno-uznarensckuid nentp MHOPA-M",
2018. - 271 c. - ISBN 9785819907139.
http://znanium.com/go.php?id=929256.

4. EBmokumoBa Jlrogmmna MuxainoBHa. DIEKTPOHHBIM  JTOKyMEHTOOOOPOT |
obecrieyeHre 0€30MacCHOCTU CTaHAAPTHBIMH cpeacTBamu windows : YuyeOHoe mocoOue. - 1. -
Mocksa ; Mocksa : OOO "KVYPC" : OOO "Hayuno-usgarensckuii neurp MHO®PA-M", 2018. -
296 c. - ISBN 9785906923240.
http://znanium.com/go.php?id=939786

5. HWudopmannoHHbIe TEXHOJOTHH yrpaBieHus : yueOHuk / b.B. UepHukoB. — 2-e u3.,
nepepad. u gon. — M. : U «DPOPYM» : UHDPA-M, 2017. — 368 c. — (Bsicmiee
oOpaszoBanue). - Pexxum goctyma: http://znanium.com/catalog/product/545268

CNews.ru — u3aHue 0 BBICOKMX TEXHOJOTUSIX. [ DJIEKTPOHHBIN pecypc] -

http://www.cnews.ru/

Docflow. Bce o wmupe »31nekTpoHHOro AokymMeHTtoobopota. [[lopram mnocBsmieH
AJIEKTPOHHOMY JIOKYMEHTOOOOpOTY M CMEXHBIM oTpacisiM. OH mnpu3BaH NPEIOCTaBHUTH
YUTATENIIM CaMyl0 TIOJIHYI0, CTPYKTYpUPOBaHHYIO U TMOJIE3HYI0O HH(OpMAIMIO O pBIHKE,
TEXHOJIOTUSX, PEIICHUAX, KOMIIAHUAX U JMLIAx]. [DIEKTpOHHBIN pecypc| - DJIEKTpPOH, JaH.-
M.,— www.docflow.ru, cBoOOHBINH. — 3ari. ¢ SKpaHa.

4. DOC-Online. He3aBucHMBIH MOpTaI O CUCTEMAax 3JIEKTPOHHOTO JOKYMEHTOOOOpPOTa.
www.doc-online.ru

Tema 3. TpeOGoBaHUS HOPMATUBHO-NIPABOBBIX M HOPMATHBHO-METOIMWYECKHUX JIOKYMEHTOB,
periIaMeHTHPYIOIUX UCTIONb30BaHue HH(OpMAIIMOHHBIX TexHonorui B IOV (4 vaca)

3anaHus:

2. [lonb3ysch uctouHmkamu MHTEpHET W3y4UTh COCTAaB M COACpPKAHUE OCHOBHBIX
HOPMAaTUBHO-TIPAaBOBBIX M HOPMAaTHUBHO-METOJWYECKUX JOKYMEHTOB, pETrJIaMEHTHPYIOIINX
UCTIONb30BaHuEe HH(pOpMaAMOHHBIX TexHojoruii B JIOY (B COOTBETCTBUH CO CIIMCKOM,
IIPETIOKEHHBIM IIPETIOaBaTENIEM).

Crnncox UCTOYHMKOB:

0a3bl TaHHBIX, THPOPMALIMOHHO-CIIPABOYHBIEC U TIOUCKOBBIE CUCTEMBI

- «Koncynprant [lmrocy

- «["apanT»

- «Koneke»

Tema 4. OcHoBHBIE 0O0BEKTHI U HMpUHIHILI aBToMaTH3auuu J1OY 1 opraHu3anuu 3J1eKTpOHHOTO
JTOKyMEHT0000poTa

KoHTponbHbIE BOIPOCHI:
1. Omnpenenuthb coctaB pa3pabOTYMKOB M Hanbosee nomyssipHbIx KomruiekcHbix UT B JIOY
(COI/ECM cucrembl) Ha pPOCCUHCKOM PBIHKE
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2. Tlonb3ysce UHTEpHET-UCTOUHUKAMK O3HAKOMUTBCS C aHAIUTUYECKUMHU MaTepHaaMu 110
o03opy pemka UWT B JIOY: http://www.cnews.ru, http://www.doc-online.ru,
http://www.tadviser.ru, caiiTel pazpadotunkos [10 u np.

Bonpocs! it uzydenus:
ocHOBHBbIE IpencraButeny peiika UT B IOV,
HaunOoJee MoMmyJIsipHbIE POTrPaMMHBIE TIPOTYKTHI,
CTaTUCTHUKA 3a nocyueguue 5-10 ner,
aHAJIMTHKA pbIHKA, XapaKTEPUCTHKAa COBPEMEHHOI'O COCTOSHUS W TEHACHLUH, NpoOJIeMbl U
nepcneKkTuBsl pa3Butus coppemeHHsix UT B JIOY.
3. ChopmynupoBaTh BBIBOJ [0 UTOTAM M3YUYEHHUS MaTepHaa.

Crnucox UCTOYHMKOB:

1. Jlapun Muxaun BacunbeBnu. MuHopmanmonHoe obecrieueHue YIpaBlICHUS :
yaebHoe ocobue / M. B. Jlapun ; [M-Bo obpa3zoBanusi u Hayku Poc. @enepanuu, enep. roc.
O10/KeTHOE 00pa3zoBaT. yUpexkJeHHe BbIcHI. oOpa3zoBanusa "Poc. roc. rymanuTapHblii yH-T"]. -
Mocksa: PITY, 2018. — 278 c.

2. Kynses, H.H. UndopmariioHHble TEXHOJIOTUU B JTOKYMEHTALIMOHHOM OOecreueHUH
yIpaBJIeHUs] U apXUBHOM jene : yueOonuk ans By3oB / H.H. Kynses, T.B. Konapamona, E.B.
Tepentbena, A.I'. ®abpuunoB ; nmox obu1. pen.a.xo.H., npod. H.H. Kynsesa. - M.: Jloroc, 2017. -
408 c. - (HoBas crymenueckass Omubmuoreka) - ISBN 978-5-98704-786-6. - Pexxum nmocryma:
http://znanium.com/catalog/product/1015021

Tema 5. Peanuzarus 3amau JIOY ¢ momomipio MS Office
3aganust:
1. Cocrapmsromue nakera MS Word, ux Ha3HaueHHE.
2. ToaroroBka mabI0HOB CITy)eOHBIX JOKYMEHTOB B cpeae MS Word.

porpaMMHOe oOecrieueHue
Hcnons3zoBanue:
- O¢ucHslit maket npunoxenuit Microsoft Office
- ABBYY FineReader
- OpenOffice.org
- Internet Explorer, Mozilla Firefox, Google Chrome
Crnucox UCTOYHMKOB:

1. Kucenes, I'. M. UndopManiioHHble TEXHOJOTHH B 3KOHOMMKE M YIPaBICHUU
(@ dextuBnas pabora B8 MS Office 2007) [DnexkTponHsIit pecype] : Yuebnoe nmocodbue / I'. M.
Kucenes, P. B. boukosa, B. UI. Cadonos. - M.: Uznatenscko-Toprosast kopnopanus "Jlamkos u
Ke",  2013. - 272 c¢. - ISBN 978-5-394-01755-1. - Pexum  nocryna:
http://znanium.com/catalog/product/415083
0a3bl TaHHBIX, THPOPMALIMOHHO-CIIPABOYHBIEC U TIOUCKOBBIE CUCTEMBI
- «Koncynprant [lmrocy
- «[apanT»
- «Koneke»

Tema 6. ba3bl JaHHBIX B HH()OPMAITMOHHOM 00ECIIEYEHUHN YITPABICHHUS
3aganust:
1. Peanmuzamust oucHbIX npuioxkeHuid B cpene makera MS Office.: mpoektupoBanue u
coznanue Tabaui B cpeae MS Access Ha oT60p nokyMeHTOB It BJ] «JlokyMeHThD»
2. Hcnonb3oBanue 60a3 1aHHBIX B pabOTe C 3JIEKTPOHHBIMU JTOKYMEHTaMH.
Crnucox UCTOYHMKOB:

1. AranbuoB Bukrop IlerpoBuu. ba3er nanusix : YueOnuk: B 2 kuurax. - 1. - Mocksa ;
Mocksa : U3narensckuit Jlom "O@OPYM" : OOO "HayuHno-u3narensckuii nenrp MHO®PA-M",
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2018. - 271 C. - ISBN 9785819907139.
http://znanium.com/go.php?id=929256.

http://www.cnews.ru/

Docflow. Bce o wmwupe »31ekTpoHHOro AokymMeHTooOopota. [[lopTam mnocBsmieH
AJIEKTPOHHOMY JIOKYMEHTOOOOpOTY M CMEXHBIM oTpacisiM. OH mnpu3BaH NpPEIOCTaBHUTH
YUTATENIIM CaMyl0 T[IOJIHYI0, CTPYKTypPUPOBaHHYIO U TOJIE3HYI0O HH(OpMAIMIO O pBIHKE,
TEXHOJIOTUSIX, PEUICHUAX, KOMIIAHUIX U JUUax].  [DJeKTpoHHBIA pecypc] - DIEKTpOH, JaH.-
M.,— www.docflow.ru, cBoOOHBINH. — 3ari. ¢ FKpaHa.

4. DOC-Online. He3aBucHMBIH MOpTaI O CUCTEMAax 3JIEKTPOHHOTO JOKYMEHTOOOOpPOTA.
www.doc-online.ru

Tema 7. TpeOoBanus K (YHKIMOHAJIBHOMY U alapaTHO-IPOTPAMMHOMY 00€CICUEeHUIO
aBTOMAaTHU3MpOBaHHBIX cucteM J1OY
3aganust:
1. OcHOBHBIE U IONIOJHUTEIBHBIE MOAYJIM aBTOMaTU3UPOBaHHbIX cuctem /JOY
2. Texuuueckue TpeOOBaHUS K pabOTe aBTOMATU3UPOBaHHBIX cuctem J1OY
3. XapakTepucTHKa CUCTEMBI AIEKTPOHHOTO JOKYMEHTO000pOTa (Ha puMepe).
Crnucox UCTOYHMKOB:

1. Kynses, H.H. UnpopmMannoHHble TEXHOJIOTHMH B JOKYMEHTALIMOHHOM OOECTICYCHUU
yhpaBieHuss U apxuBHOM jene : yueOHuk s By3oB / H.H. Kynses, T.B. Konapamona, E.B.
TepentbeBa, A.I'. ®abpuuHoB ; mox obmi. pexa.n.ro.H., npod. H.H. Kynsesa. - M.: Jloroc, 2017. -
408 c. - (HoBas crynendeckass O6ubnmoreka) - ISBN 978-5-98704-786-6. - Pexxum mocryna:
http://znanium.com/catalog/product/1015021

2. HWudpopmanroHHbIe TEXHOJIOTUH ympaBieHus : yueOHuk / b.B. UepHukoB. — 2-e

u3n., nepepad. u gon. — M. : Ul «®OPYM» : UHOPA-M, 2017. — 368 c. — (Beicuiee
oOpaszoBanue). - Pexxum goctyma: http://znanium.com/catalog/product/545268

CNews.ru — u3aHue 0 BBICOKMX TEXHOJOTUSIX. [ DJIEKTPOHHBIN pecypc] -
http://www.cnews.ru/

Docflow. Bce o0 wmwupe »3rnekTpoHHOro mAokymMeHTtoobopota. [[lopram mnocssmieH
ANEKTPOHHOMY JOKYMEHTOOOOPOTY W CMEXHBIM oTpacisM. OH Tpu3BaH TNPEJOCTABUTH
YUTATENSIM CaMyl0 IMIOJIHYIO, CTPYKTYPHPOBAaHHYIO M TIOJIE3HYI0 HH(OpPMAIMIO O pPBIHKE,
TEXHOJIOTHSIX, PEUICHUSAX, KOMIIAHUSIX U JUUax].  [DJeKTpoHHBIA pecypc] - DIEKTpOH, JaH.-
M.,— www.docflow.ru, cBoOOHBINH. — 3ari. ¢ FKpaHa.

DOC-Online. He3aBucuMmsblii mopTajl 0 CHCTEMax 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa.

www.doc-online.ru

Odwunmaneueiit caiit 1C: [pennpustue 8. - [DnekTpoHHbBIN pecypce] - https://v8.1c.ru/.

OdunuanbHpil calT «DIEKTPOHHBIE O(PUCHBIE CUCTEMBD» - [DIIEKTPOHHBIN pecypc| -

https://www.eos.ru/.

Odummansupiii  caiit  kommanuu  «MuHTep-Tpact» - [OnekrponHbIi pecypc] -

https://www.intertrust.ru/.

Odunmaneaeiii caiit komnanuu «Cognitive Technologies» - [DnekTpoHHBIH pecype] -

https://www.cognitive.ru/

Tema 8. IHTEepHET-TEXHOIOTUU M HH(POPMAIIMOHHBIE PECYPChI, HCToNb3yeMble B JJOY
3aganust:
1. Ilpaktuka pabotsl B IHTEpHET.
2. HWHrepHer-TeXHONOIUH, UcOab3yemble B JIOY.
3. I'moGanbuble BbruucautenvHble cetd (WAN) U JOKaJdbHBIE BBIYUCIUTEIBHBIE CETH

(LAN).
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4. Ocobennoctu noucka uapopmaruu B UHTEpHET.
5. Pecypcel UnTepHet s cneunanuctos chepsl JJOY

Crnucox UCTOYHMKOB:

1. Jlapun Muxaun BacunseBuu. MHpoOpManmonHoe obecreueHue yrnpasieHus : yaueOHoe
nmocobue / M. B. Jlapun ; [M-Bo oOpasoBanusi u Hayku Poc. ®Denepanuu, denmep. roc.
O10/KeTHOE 00pa3zoBaT. yUpekJeHHe BbIcHl. oOpa3zoBanus "Poc. roc. rymanuTapHblii yH-T"]. -
Mocksa: PITY, 2018. — 278 c.

2. Kynses, H.H. MaudopmanimonHsie TEXHOJIOTUH B JOKYMEHTAMOHHOM OOECIIeYeHUN
yIpaBJIeHUs] U apXUBHOM jene : yueOonuk ans By3oB / H.H. Kynses, T.B. Konapamona, E.B.
Tepentbena, A.I'. ®abpuunoB ; nmox obu1. pen.a.xo.H., npod. H.H. Kynsesa. - M.: Jloroc, 2017. -
408 c. - (HoBas crymenueckass Oubmuoreka) - ISBN 978-5-98704-786-6. - Pexxum nmoctyma:
http://znanium.com/catalog/product/1015021

3. AranbuoB Bukrtop IlerpoBuu. basel nannbix : Yuebnuk: B 2 kuurax. - 1. - Mocksa ;
Mocksa : U3parensckuit Jom "OOPYM" : OOO "Hayuno-uznarensckuid nentp MHOPA-M",
2018. - 271 c. - ISBN 9785819907139.
http://znanium.com/go.php?id=929256.

4. EpmokumoBa Jlrommuna  MuxaiiioBHa.  DIEKTPOHHBIM  TOKyMEHTOOOOPOT W
obecrieyeHre 0€30MacHOCTU CTaHAAPTHBIMH cpeacTBamu windows : YueOHnoe mocoOue. - 1. -
Mocksa ; Mocksa : OOO "KVYPC" : OOO "Hayuno-usnarensckuii nearp MHOPA-M", 2018. -
296 c. - ISBN 9785906923240.
http://znanium.com/go.php?id=939786

5. MHdopmManmoHHble TEXHOJIIOTUH yripaBieHus : yueOHuk / b.B. UepHukos. — 2-e u3z.,
nepepad. u gon. — M. : U «DPOPYM» : UHDPA-M, 2017. — 368 c. — (Bsicmiee
oOpaszoBanue). - Pexxum goctyma: http://znanium.com/catalog/product/545268

CNews.ru — u3aHue 0 BICOKMX TEXHOJOTUSIX. [ DJIEKTPOHHBIN pecypc] -

http://www.cnews.ru/

Docflow. Bce o wmupe »3rnekTpoHHOro gokymMeHtoobopota. [[lopram mnocssmieH
AJIEKTPOHHOMY JIOKYMEHTOOOOpOTY M CMEXHBIM oTpacisiM. OH mnpu3BaH NpPEIOCTaBUTH
YUTATENIIM CaMyl0 TIOJIHYI0, CTPYKTypUPOBaHHYIO U TOJIE3HYI0O HH(OPMAIMIO O pBIHKE,
TEXHOJIOTUSX, PEIICHUAX, KOMIIAHUAX U JMLAax]. [DIEKTpOHHBIN pecypc| - DJIEKTpPOH, JaH.-
M.,— www.docflow.ru, cBoOOHBINH. — 3ari. ¢ SKpaHa.

4. DOC-Online. He3aBucHMBIH MOPTaI O CUCTEMAaxX 3JIEKTPOHHOTO JOKYMEHTOOOOPOTA.
www.doc-online.ru

Tema 9. YnpaBiienue 10CTyoM K JOKYMEHTHUPOBaHHOW MH(POPMALIUU
3aganust:
1. Pa3pabGorka MeponpusiTHii 1o obecredeHuto 3ammTbl uHpopMamuu B ACJIOY

(anmapaTHbl€, IPOrpaMMHBIE U OPTaHNU3ALIMOHHBIE METOIBI).

Crnncox UCTOYHMKOB:

1. Kynses, H.H. IndopmanonHble TEXHOJIOTUH B JOKYMEHTAI[HOHHOM O0€CIeYeHUHN
yIpaBJIeHUsI U apXUBHOM jene : yueOonuk ans By3oB / H.H. Kynses, T.B. Konapamona, E.B.
TepentbeBa, A.I'. ®abpuuHoB ; nmox obu1. pen.a.xo.H., npod. H.H. Kynsesa. - M.: Jloroc, 2017. -
408 c. - (HoBas crymenueckass Omubmuoreka) - ISBN 978-5-98704-786-6. - Pexxum nmocryma:
http://znanium.com/catalog/product/1015021

CNews.ru — u3aHue 0 BICOKMX TEXHOJOTUSIX. [ DJIEKTPOHHBIN pecypc] -
http://www.cnews.ru/

Docflow. Bce o wmwupe »3rmekTpoHHOro AokymMeHTtoobopota. [[lopTam mnocssmieH
AJIEKTPOHHOMY JIOKYMEHTOOOOpOTY M CMEXHBIM oTpacisiM. OH mnpu3BaH NpPeIOCTaBHUTH
YUTATENIIM CaMyl0 TMIOJIHYI0, CTPYKTYpUPOBaHHYIO U TMOJIE3HYI0O HH(OpMAIMIO O pBIHKE,
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TEXHOJIOTUSX, PEIICHUAX, KOMIIAHUAX U JMLAax]. [DIEKTpOHHBIM pecypc| - DJIEKTpPOH, JaH.-
M.,— www.docflow.ru, cBoOOJHBINH. — 3ari. ¢ FKpaHa.

4. DOC-Online. He3aBuCHMBIH MOPTaI O CUCTEMAax 3JIEKTPOHHOTO JOKYMEHTOOOOPOTA.
www.doc-online.ru

9.2 MeToanuyeckne peKOMEHIANMH 10 MOAT0TOBKEe MMCbMEHHBIX padoT

[TonroToBka pedepaTa MO3BOJIET 3aKPENUTh TEOPETUUECKHUE 3HAHUS MO AMCLUIUIMHE,
npuoOpecT HaBBIKM CaMOCTOSATENIBHOTO YIIIyOJEHHOTO M3YyYeHHs! OJHOTO M3 pa3zelioB Kypca.
[Tpu noaroToBke pedepara CTyACHTHI MOTYYAIOT HABBIKK M YMEHHUE pabOTaTh ¢ HICTOUHUKAMU U
JUTEpaTypoi, aHanu3upoBaTh (AKThl M JaHHBIE CHEIHMAJIbHON JIUTEpaTyphl, H3JaraTh
MIPOYHUTAHHOE COBPEMEHHBIM MPO(PECCHOHATBHBIM S3BIKOM.

Pedepat nomken 66T 0pOpMIIEH B COOTBETCTBUU C TPEOOBAHUSIMH, MTPEIBIBISIEMBIMHA K
MOJIrOTOBKE U 0O()OPMIICHUIO HAYYHBIX Pa0OT.

Pedepar Brimrouaert:

- TUTYJIbHBIN JIUCT;

- OTJIaBJICHUE;

- BBEJICHHE;

- OCHOBHYIO 4acCTh (TeMaTUYECKUE pa3/ieibl);

- 3aKJIIOYCHUE;

- CITUCOK MCHOJIb30BAHHBIX HCTOYHUKOB U JINTEPATYPHI.

O6wem pedepata - 15cTpanun; Tekcra (mpu Habope depe3 1,5 mHTepBana U pazMepe
mpudTta 13-14). Pedepar nmumercst Ha 0HON CTOPOHE CTaHAAPTHOIO JHcTa Oymaru dopmara
A4 (210x197mm).

Crpanunpsl pedepata HymepyroTcss apabckuMu mudpamu Ha BEpXHEM IoJie JUCTa, 0e3
KaBbIueK, Ae(UCOB W JAPYIHMX 3HAKOB MpeNnuHaHWA. TUTYIbHBIA JIUCT W OIJIABJICHUE HE
HYMEpYIOT, HO BKJIIOUYAIOT B 0011Hii 00BbeM pedepara.

Hayuno-cnipaBounsblii anmapar pedepara BKIIOYAET CIIMCOK UCTOUHUKOB M JIUTEPATYPhI U
MOJCTPOYHbIE CHOCKU. [ToCTpOUYHBIE CHOCKM HCHOJB3YIOTCS BO BCEX CIy4asX HUTHPOBAHUS B
TeKcTe pedepara MPaBOBBIX aKTOB, TOKYMEHTOB, MPOHM3BEACHUN aBTOPOB MOHOTrpaduii, crarei,
yu4eOHUKOB, YYEOHBIX IMOCOOMH, a TakKe NpH LUTUPOBAHHM CTAHJAPTHBIX OMpEIeTICHHH
TEPMUHOB M TOHATUH. Bce mpuBoaumbie B pedepate (PaxTbl, HUpPHI, NaThl, KOHKPETHbIC
JaHHBIE TAKXX€ JOJDKHBI OBITH MOJITBEPKACHBI TOJCTPOYHBIMU CHOCKAMH.

CHOCKM HyMEpYIOT B Ipeieiax OJHON CTpaHUIbl apaOCKUMH HU(PPaMH, TEKCT CHOCKH
Pa3MeILAroT MO IOCJIEIHEN CTPOKOU TEKCTa

6.1. MeToanyeckne ykazaHusi Uil O0y4alOIIUXCS MO OCBOCHUIO JMCHMILIMHBI
(Mmoxyis)

Bua padorsl Conepxanue Tpynoemko Pexomenganuu
(mepeveHb BONPOCOB) CTh
CaMOCTOsITe
JbLHOM
padoThI
(B yacax)

Pazpnen 2. Uctopus aBromatuszannu J0Y

IlonroroBka | 1. OcHOBHBIE  3Tambl 4 yaca 1. Jlapun Muxaun
K JIEKIIUU aBromatuzamuu JOY. BacunbseBuu. HNudopmanronHoe
2. Drtanbl  BHEAPEHUS o0ecrieueHre yrpaBJeHHs : yaeOHOe
aBTOMATHU3UPOBAHHBIX nocobue / M. B. Jlapun ; [M-Bo

TEXHOJIOTMM  CO3/IaHHs, obpazoBanust u  Hayku  Poc.
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00paboTKH,
HCIIOJIb30BaHMS
XpaHeHUs JOKYMEHTOB.
3. DOpomonus
TEXHOJIOT Uit
JTOKYMEHTUPOBaHUS
uHpOpMaLUH.

u

®enepanuy, Denep. roc.
O10/KeTHOE 00pa30BaT. yUpexKIeHHE
BbIclI. oOpaszoBanust "Poc. rocC.
ryMaHuTapHbiii yH-T"]. - Mocksa:
PITY, 2018.-278 c.

2. Kymnses,

H.H. NadopmanrioHHbie TEXHOJIOTHI
B JIOKYMEHTAIlMOHHOM OOecreueHNH
yOpaBJICHUS W ApXUBHOM JElie :
yuebnuk s By3oB / H.H. Kynses,
T.B. Konapamoga, E.B. Tepenrbena,
AI. ®abpuuHoB ; mox OO
pen.n.ro.H., npodp. H.H. Kynsesa. -
M.: Jloroc, 2017. - 408 c. - (HoBas
cTyneHdeckass OuOmmoteka) - ISBN
978-5-98704-786-6. - Pexum
JOCTyTIa:
http://znanium.com/catalog/product/1
015021

3. AranboB Buktop
[TerpoBuu. ba3bl naHHBIX ;| YUEOHUK:
B 2 knwurax. - 1. - Mocksa ; Mocksa :
Wzparenwckuin Jlom "®OOPYM"
OO0 "HayuyHO-u31aTENbCKUN LEHTP
NHO®PA-M", 2018. - 271 c. - ISBN
9785819907139.
http://znanium.com/go.php?id=9292
56.

4. EBnokumoBa Jronmuna
MuxannoBHa. ONEeKTPOHHBIN
JOKYMEHTOOOOpOT U obecredyeHue
0e3omacHoOCTH CTaHJApTHBIMHU
cpenctBamu  windows :  VYueOHoe
mocobue. - 1. - MockBa ; Mockaa :
OO0 "KYPC" : OOO "HayuHo-
nznarensckuit nentp MHOPA-M",
2018. - 296 c. - ISBN
9785906923240.
http://znanium.com/go.php?id=9397
86

5. WudopmannoHHsle
TEXHOJIOTUH yNPaBJICHUS ;| yUeOHUK /
b.B. UYepHukoB. — 2-¢ wu3Q,
nepepadb. u gom. — M. : W]
«DPOPYM» : UHOPA-M, 2017. —
368 c. — (Bricmiee obpazoBanue). -
Pexum Jocryna:
http://znanium.com/catalog/product/5
45268

Koncnexr nexkmuit

HUroro

4 gaca

Pasnea 3. TpeOoBaHHMsI HOPMATHBHO-TIPABOBBIX H HOPMAaTHBHO-METOAHYECKHUX TOKYMEHTOB,
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perJiIaMeHTHPYIOIIHMX HC0JIb30BaHNe HHGOPMAIMOHHBIX TexHoJorui B 1I0Y

ITogroroska | 1. 3akoHOmaTeIbHBIE U 4 yaca www.jurizdat.ru/editions/official/lcrf/
K JIEKILUHU MoJ3aKOHHBIC aKThl PD, - CoOpanue 3akoHOAaTeIHCTBA PD
perIaMeHTHpYOIINe www.rg.ru/ - Poccuiickas razera
BHEPEHHE U www.rusarchives.ru — ®enepanbHoe
HCIIOJIb30BaHUE apXMUBHOE areHTCTBO PO
UH(OPMALIMOHHBIX www.vniidad.ru/ - BHUNIAL
TexHozoruii B JIOVY. (Bcepoccuiickuii Hay4YHO-
2. HopmatusHo- HCCIIEN0BATEIbCKAN UHCTUTYT
METOINYECKUE JTOKYMEHTOBEACHUS U  apXHUBHOTO
JOKYMEHTBI 51 7ena)
CTaHJapTHI. www.consultant.ru/ - opuranTbHbIN
3. Coser 1o caiit komnanuu Koncynsrantllntoc
MH(POPMALMOHHOM www.garant.ru/ - “”H(pOpMaImoHHO-
0e30macHOCTH npu IIpaBoBOM noprain I'apant
[Ipesunenrte PO. Koncnexr nekmuit
4. MexayHaponssie
crangaptel UCO u MOK.
S. HaunonansHb1e
CTaHIAPTHI.
Hroro 4 yaca

Pasnen 4. OcHoBHBIe 00beKTHI M NPpUHIMNBI aBToMaTu3auuu I0Y n opranmzanuu
3J1eKTPOHHOI0 I0KYMEHT0000poTa

IloaroroBka
K JIEK[IUU

1. Tunoswsle 3agaun
apromarusanuu JJOVY.

2. OcHoBHbIE
MH(pOPMAaIMOHHbIE
TEXHOJIOTUH,

ucnoaszyemele B JIOVY u
uX Kiaccuukanus.
3. Bugsl undopmarmu,

cozepIKalencs B
AJIEKTPOHHOM
JOKYMEHTE.

4. Tepmunosorus,

ucnoaszyemas B UC.

5. OcHoBHBIE  BUIBI
¢dopmaros,
ucnoiabszyemsle B JIOY.

6 4acoB

1. Jlapun Muxaunn
Bacunbesuu. HNudopmannonnoe
oOecrieueHre ymIpaBleHUs : ydeOHOe
nocobue / M. B. Jlapun ; [M-Bo
o0pa3oBaHUs u HayKu Poc.
Oeneparun, Penep. roc. OIOIKETHOE

oOpa3oBaT.  y4YpeKIEHHE  BBICIIL
o0Opa3oBaHUs "Poc. roc.
ryMaHuTapHeli yH-T"]. - Mocksa:

PITYVY, 2018.-278 c.
www.consultant.ru/ - opuamTbHBIN
cait komnanuu Koncynsrantllotoc
www.garant.ru/ - ”H(pOpMaImoHHO-
paBoBOM noprai I'apant
www.doc-online.ru;
WWW.CCIM.CNEWS.TU

OdurnmanbHbII calT 1C:
[Ipennpusitue 8. - [DIEKTPOHHBIN
pecypc] - https://v8.1c.ru/.
OdunmanbHplil caliT «ONEKTPOHHBIE
O(UCHBIE CHUCTEMBI» - [DIEKTPOHHBIN
pecypc] - https://www.eos.ru/.
OdurmanbHbII cauT KOMITaHUU
«urep-Tpact» -  [OneKTpOHHBIN
pecypc] - https://www.intertrust.ru/.

OdurnmanbHbII cauT KOMITaHUU
«Cognitive Technologies» -
[D51eKTpOHHBII pecypc] -
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https://www.cognitive.ru/
u Jip.
Koncnexr nekmuit
Hroro 6 yacos
Paznen 5. Peanuzanus 3aga4q JIOY ¢ nomombio MS Office
IlonroroBka | 1. ITpuHIUIIBL 6 yacos Kucenes, I'. M. Mudopmarmonnsie
K JICKIIUU MTOCTPOCHHUS u TEXHOJOTUM B DKOHOMHKE U
(bYHKIIMOHMPOBAHUS ynpasinenun (3¢p¢dexktuBHas padora B
O(HICHBIX CHCTEM B Cpelie MS  Office  2007) [DneKTpOHHBIA
nakera MS Office. pecypc] : YueGHnoe mocodue / I'. M.
2. IloaroroBka, Kucenes, P. B. boukosa, B. U.
peructpanus, o0paboTka CagponoB. - M.: MUzparenbcko-
U XpaHEHUE TOKYMEHTOB ToproBasi Kopmnopauus "JlamkoB u
cpeactBamu mnakera MS K°", 2013. - 272 c. - ISBN 978-5-394-
Office. 01755-1. -  Pexum  gocryma:
3. JloImOJIHNTEILHBIC http://znanium.com/catalog/product/41
BO3MOXXHOCTH pabOTHI ¢ 5083
oducHBIMU KoHcriexT nexuumii
nporpammamMu Word u
Excel B MS Office.
Hroro 6 yacos

Pasnen 6. ba3pl 1aHHBIX B HH(POPMALIHOHHOM O0eclieYeHNH YIIPABJICHHUS

IlonroroBka | 1. IloHsiTe U CTpyKTypa 6 yacos 1.  AramsuoB Buxrtop Ilerposuu.
K JIEKIIUU 0a3bl JaHHBIX. ba3el nanubx : YueOnuk: B 2 kHurax.
2. Monenu mnoCTpOeHUs - 1. - MockBa ; Mocksa
0a3bl JTaHHBIX. M3narensckuii  lom "OOPYM"
3. ITonsiTue OOO "HayuyHO-M31aTENbCKUII LEHTP
KopriopatuBHol bBJ[ u NH®PA-M", 2018. - 271 c. - ISBN
KOpIOpaTUBHOM nc. 9785819907139.
TpeboBanus K http://znanium.com/go.php?id=92925
koprnoparuBHoii B/l u 6.
nc. Koncnexr nexnuit
4. OcHOBHbBIE CBOWCTBa
0a3el  maHHBIX  Lotus
Notes u MS Access.
5. Cuctemsl ynpaBlieHUs
6azamu nanueix (CYB]).
Hroro 6 yacos

Pasznen 7. TpeGoBanns K (yHKIMOHAJIBHOMY M ANNapaTHO-NPOrPaMMHOMY o0ecle4yeHHI0
aBTOMATH3HPOBaHHBIX cucteM JO0Y

IloaroroBka
K JIEKIIUU

l. KopnopatusHbie 6 yacos
MH(pOPMAaIMOHHbIE

CHCTEMBI.

2. Bunnl u
Pa3HOBUIHOCTHU AC

HOYV.

3. Kpurepun BbiOOpa
KOMIIaHHUHU-pa3paboTynKa

1. Jlapyn Muxaun BacwuibeBuu.
WNudopmannonnoe obecrieueHue
ympasiieHus : yuebHoe mnocoodbue / M.
B. Jlapun ; [M-Bo oOpa3oBaHusi u
Hayku Poc. ®enepauun, denep. roc.
Or0/KeTHOE 00pa30BaT. yUpeKICHHE
BbIcI.  oOpaszoBanust "Poc. roc.

I'YMaHUTapHbIA  yH-T"]. Mocksa:
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AC 10V.

4. Kpurepuu Boibopa AC
J0Y i HMHBIX
MIPOTPaMMHBIX
MIPOAYKTOB
PUMEHHUTEIHHO K
3ajjauaM OpraHHu3alyu.

5. Pa3pabotka
TEXHUYECKOTO 3a/1aHUsl.
6. ITpuHUIMIIBI
MIPOCKTHUPOBAHUS "
stansl BHenpenus AC
JOY B pOearenbHOCTH
OpraHu3aIHH.

7. Haubonee
MIOITYJISIPHBIE
coBpeMeHHble AC JIOVY.

PITY, 2018.-278 c.

HNuTtepHeT pecypcesl:
www.doc-online.ru;
WWW.CCM.CNEWS.IU,
WWW.COmpress.ru; www.business-
process.ru; Www.eos.ru u Jip.;
KoHcrnekTs! eKIuid.

HUroro

6 4acoB

Pasnen 8. UHTepHeT-TeXHOI0IMU U HH(OPMALIHOHHBIE pecypchl, HcnoJb3yemble B IOY

IloaroroBka
K JIEK[TUU

I. [TonsaTtue
«H(pOPMAITMOHHBIT
pecype».

2. ['mobanbHBIC
BBIUUCIIUTENIFHBIE — CETH
(WAN) wu noxanbHble
BBIUMCIIUTENIFHBIE  CETH
(LAN).

3. OcobeHHOCTH TOHMCKA
uHpopManuu B
HNuTtepHer.

4. Pecypcsl Hutepuer
TUTSE CTELIUATHNCTOB

cdepst JIOY.

6 gaca

JIrommuiia
DNEeKTPOHHBIN
JTOKYMEHTOOOOpPOT U  o0ecreyeHue
0e30macHOCTH CTaHJApTHBIMHU
cpeactBamu  windows VYyebHoe
mocobue. - 1. - MockBa ; Mocksa :

1. EBnokumoBa
MuxaiinoBHa.

00O "KYPC" OOO "Hayuno-
m3narensckuit  uentp HMHOPA-M",
2018. - 296 c. - ISBN
9785906923240.

http://znanium.com/go.php?id=93978
6

2. WNudopmannoHHble
TEXHOJIOTUHU YTIPABJICHUS : y4yeOHUK /
b.B. YepnukoB. — 2-e u3f., nepepao.

u gon. — M. : U] «DOPYM» :
NHOPA-M, 2017. — 368 c. —
(Boiciuee oOpasoBanue). - Pexum
JO0CTyMa:

http://znanium.com/catalog/product/54
5268

HuTepHeT pecypcsl:
www.jurizdat.ru/editions/official/lcrf/
- CoOpanue 3akoHOHaTEIHCTBA PD
www.rg.ru/ - Poccuiickas razera

www.rusarchives.ru  —  ApxuBHOE
areHTcTBO PO

www.vniidad.ru/ - BHUNIAL
(Bcepoccuiickuii Hay4HO-
UCCIIEIOBATEIbCKUN UHCTUTYT
JNOKYMEHTOBEICHUS U  apXHUBHOTO

Jiena)
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www.consultant.ru/ - opuIanTbHbIN
caiit komnanuu Koncynsrantllntoc
www.garant.ru/ - ”HGpOpMaIMOHHO-
IIpaBoBOM noprai ['apanT u 1p.;
KoncnexTsl JIeKiuii.

Pa3znen 9. YnpasiieHue 10CTYNIOM K JI0OKYMEHTHPOBAHHOI HH(OPMAIHH

IloxroroBka
K TeCcTaM
IloaroroBka

pedepata

4 gaca

1. Jlapun Muxaunn
Bacunbesuu. HNudopmannonnoe
obecrieueHrne ympaBieHUs : ydeOHoe
nmocobue/M. B. Jlapun; [M-Bo
o0pa3oBaHUs u HayKu Poc.
Oeneparun, dPenep. roc. OIOIKETHOE

oOpa3oBaT.  y4YpeKIEHHE  BBICIIL
o0Opa3oBaHUs "Poc. roc.
ryMaHuTapHeli yH-T"]. - Mocksa:
PITYVY, 2018.-278 c.

2. AranbioB Buxkrop

[letpoBuu. ba3el gaHHBIX : Y4eOHUK:
B 2 kuwmrax. - 1. - MockBa ; MockBa :
Uz nmarensckuii Jom "OOPYM" : OO0
"Hayuno-uzgatenbckuit LEHTP
NH®PA-M", 2018. - 271 c. - ISBN
9785819907139.
http://znanium.com/go.php?id=929256
3. EBnokumoBa  Jlronmuia
MuxainoBHa. DNEeKTPOHHBIN
JOKYMEHTOOOOpOT U olecreyeHue
0e30macHOCTH CTaHJAPTHBIMHU
cpeactBamu  windows :  YueOHOe
mocobue. - 1. - MockBa ; Mocksa :
OO0 "KYPC" : OOO "Hayuno-
n3narensbckuit  nentp HWHOPA-M",
2018. - 296 c. - ISBN 9785906923240.
http://znanium.com/go.php?id=939786
4. WNndpopmannonnsie
TEXHOJIIOTMH  ympaBieHus::  YueO.
nocobue ains By3oB / [lon. pen. mpod.
I'A. Turopenko. 2-e u3n., non. — M.:
IOHUTU-TAHA, 2005. 439 c.

S. JlJapug  M.B.  VYmnpasienue
JOKYMEHTAIlueil B OpraHu3aIusaX.—
M.: Hayu. kH., 2002.

6. CankoB B.B.
NudopmaninoHHple  TEXHOJIOTHH |
KOMITBIOTEPHU3aIUs JIEIOMPOU3BOICTBA
/ B.B. CankoB. — 2-¢ u3l., cTep. — M.:
W3narensckuii LEHTp «AKaaeMUs»,
2007. 288 c.

7. Mesennes K.H.
ABTOMaTH3UPOBAHHBIE
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WHPOPMAIIMOHHBIE CUCTeMbI, 3.
Axanemns, 2012, 176 c.

HNuTtepHeT pecypcesl:
www.jurizdat.ru/editions/official/lcrf/
- CoOpanue 3akoHOAaTEIHCTBA PD
www.rg.ru/ - Poccuiickas razera

www.rusarchives.ru —  ApxuBHOE
areHTcTBO PO

www.vniidad.ru/ - BHUNIAL
(Bcepoccuiickuii Hay4HO-
UCCIIeI0BATEIbCKUN UHCTUTYT

JOKYMEHTOBEJIEHUSI M apXUBHOIO
nena)

www.consultant.ru/ - opuranTbHBIN
cait komnanuu Koncynwsrantllotoc
www.garant.ru/ - H”H(pOpMaImoHHO-
[IpaBoOBOY noprai ['apanT u 1p.;
KoHcnekTsl nexuui.
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AHHOTAIMS

Huctumuza « Mapopmannonnsie Texnonoruu B /IOY» BXoauT B cocTaB 6a30Boi yacTH
JUCLMIUIMH TIOJTOTOBKU CTYJEHTOB IO HAIPABJICHUIO IOATOTOBKH «JlOKyMEHTOBENEHUE U
apxuBoBeneHHE». JlucuuimHa peanusyerca Ha  DakynpTeTe  TOKyMEHTOBEIEHUS U
TEXHOTPOHHBIX apxuBoB Kadenpoii aBTOMATU3MPOBAHHBIX CHCTEM JIOKYMEHTALIMOHHOTO
o0ecreyeHus yrpaBlieHUs..

CopepxaHue TUCHUIUIMHBI OXBATHIBAET KPYT BOIIPOCOB, CBSA3AHHBIX C MCIOJIb30BAaHUEM
MH(POPMALIMOHHBIX TEXHOJIOTHH B JOKYMEHTALIMOHHOM O0ECIeUeHHH yIpaBICHUS.

enp muCHMIUIMHBI — OOECTEYUTh JIOCTATOYHBI W HEOOXOAWMBIA  YPOBEHb
TEOPETUYECKMX 3HAHMH M INPAKTUYECKUX HABBIKOB B PELICHUM 3a/Jad NPUMEHEHHUS HOBBIX
MH(POPMALMOHHBIX TEXHOJIOTMH B IOKyMEHTAIIMOHHOM 00ECIICYeHUH YIIPaBICHHUS.

3ajayamMy JUCUUIUIMHBI SIBJISFOTCSL M3YYEHUE TEOPUHM U TMPAKTUKU IPUMEHEHUS
uHpopManroHHbIX TexHojorui B JIOY, BeIpabOTKa y CTYyIEHTOB HABBIKOB CaMOCTOSTEIHbHOM
paboThI ¢ KOMIUIEKCHBIMU HH(OpMAIIMOHHBIMU cucTtemamu JJOVY.

JlucuuiuinHa HampasieHa Ha GOPMUPOBAHUE CIETYIOMUX KOMIIETECHIIUMA:

CriocoOHOCTh K UCIOJIb30BAaHUIO OCHOBHBIX METOJIOB, CIIOCOOOB U CPEJCTB MOIYUCHUS,
xpaHeHus, nepepadbotku napopmarmu (OK-10);

Brnagennem 06a30BbIMH  3HAaHUSMU B oOjmacT WHGOPMAIMOHHBIX  TEXHOJIOTHIA
(mporpamMmHbl€  TPOAYKTHI, HCIIOJB3YEMbIE B  YIPABIECHUU JIOKYMEHTAMM, CHUCTEMBI
3JIEKTPOHHOTO JIOKYMEHTO0000pOTa, TEXHOJIOIMH CKaHUpoBaHus JoKyMeHTOB) (OIIK-2);

B pesynbraTe 0CBOGHUS NUCHUILIMHBI 00YYaIOIMIACS JOJKEH:

3namv ocHoBHBIe MeTonbl opranuzanuu JIOY Ha 0a3e NpUMEHEHHs KOMIUIEKCHBIX
MH(POPMALIMOHHBIX TEXHOJIOTHIA

Ymemsv ananu3upoBaTh CUTYalMI0 Ha PBHIHKE WH(GOPMAIMOHHBIX NMPOIYKTOB U YCIYT,
JaBaTh 3KCIEPTHYIO OIIEHKY COBPEMEHHBIM CHCTEMaM 3JIEKTPOHHOIO JIOKYMEHTO00OpoTa H
BEJICHUS 3JIEKTPOHHOIO apXHBa

Brademv  6a30BbIMM  3HaHUSIMH B 0O0JIacTH  WMH(POPMALMOHHBIX  TEXHOJOTHH,
npuMmensemblx B JIOY, HaBplkaMM  HCIOJNB30BaHUS  KOMIBIOTEPHOM  TEXHUKH U
MH(POPMALMOHHBIX TEXHOJIOTHH B JIOKyMEHTAIIMOHHOM 00€CIICYeHNH YIIPaBICHHUS.

Paboueld mporpamMmoill IMpexyCMOTPEHBI CIEAYIOUIME BHUAbI KOHTPOJS: TEKYILIHHA
KOHTPOJIb YCIIEBAEMOCTH B (pOopMe oIpoca, KOHTPOJIBHOM paboThl U pedepara, mpoMeKyTOUHAS
arTecTanus B opMe IK3aMeHa B 5 cemecTpe.

OO0mmast TPyI0EMKOCTh OCBOSHUS JUCIUIUTMHBI COCTaBISAET 3 3a4eTHBIX enuHUIpl, 108
4acoB.
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JIUCT UBMEHEHUM

IIpunioxenne 2

TexkcT akryanusauuu uiam npunaraembiii K PIIJL jokymeHr,
Coiep>Kallyii U3MEHEHUS

Hara

Ne

1. OGHOBEH CIMCOK UCTOYHUKOB U JIMTEPATYPbI
2. O6HOBIIEHA CTPYKTYpa JUCUUIUIMHBI

3. O6HOBNEH cocTaB nporpamMmHoro ooecneuenus (I10),
COBPEMEHHbIX NpodeccuoHaNbHbIX 6a3 faHHbIX (B]1) u
nH(pOopMauroHHO-cnipaBoyHble cuctem (MCC)

13.09.2017 e.

Ne 1

1. OGHOBIEH CIMCOK UCTOYHUKOB U JIMTEPATYPbI
2. O6HOBNIEHA CTPYKTYPA JUCLMIUIMHBI 711 3a04HOM (pOpMBbI
00yYeHust

3. OGHOoBIIEH cocTaB nporpammHoro odecnevenusi (I10),
COBPEMEHHbIX NpodeccuoHaNbHbIX 0a3 faHHbIX (B]1) u
nH(pOopMaoHHO-cnipaBoyHble cuctem (MCC)

05.09.2018 2.

Ne 1

1. OGHOBEH CIMCOK UCTOYHUKOB U JIMTEPATYPbI
2.O0HOBJIEHO COfIep>KaHUE JUCLUIUIAHbI 111 OYHOI, OYHO-
3204HO¥ (pOpM 00yUEeHUS

3. O6HOBnEH cocTaB nporpamMmmHoro ooecnevenus (I10),
COBPEMEHHbIX NpodeccuoHaNbHbIX 0a3 faHHbIX (B]1) u
nH(popMaroHHO-cnipaBoyHble cuctem (MCC)

23.06.2020

Ne 13

[Ipunoxxenue k aucty uamenenuit Ne 2.1

2. CTpyKTYypa TUCHUILINHBI

CTpyKTypa AUCHUNIMHBI 1J1s 04HOH (popmbl 00ydenus (2020 rog Hadopa)
OO0mmast TpyJ0eMKOCTh JUCIHUILTUHBI COCTABISET 3 3. €., 108 4., B TOM uncie KOHTaKTHAast
paboTta oOydarommxcs c mpenojaBarenem 42 4., caMoCTOsITeNIbHas paboTta oOydaromuxcs 54 4.

Bunast yueOHoii paboTh ®opMbl
(B yacax) TEKYLIETO
KOHTaKTHast KOHTPOJIS
m yCIIEBAEMOCT
% s U,
Ne Paznen 2 o
o |E |2 dopma
/I | UCLUILINHBL/ TEMBI 2 2 o =]
> 5 © p IPOMEKYTOYH
= .
e o| & ICERR: on
E|E|E| EE é S 128 |8 s aTTecTaluu
S| E| 5|25 SEl2s |28 (110
= 4 = < = |\e] = Q. o S <
v | o (5} &5 s = 1O &
olElo| =8 =8 |F§ cemMecTpam)
1 Baenenue 5 1 4
2 UcTopus 5 1 4 Omnpoc
aBToMaru3anuu JJOY
3 TpeboBanus 5 2 4 6 Omnpoc

POTOKOJIA
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HOPMaTHUBHO-
MTPaBOBBIX u
HOPMaTHUBHO-
METOIUYECKUX
JIOKYMEHTOB,
pErIaMeHTUPYIOIIUX
HCIOJIB30BaHHE
MH(OPMAITUOHHBIX
Texnonoruii B JJOY

4 OcHOBHBIE OOBEKTH H | 5 1 4 6 Omnpoc
TPUHIIUIIBI
aBToMaru3anuu  JJOY
u OpraHu3aluuu
3IIEKTPOHHOTO
JOKyMEeHTo00opoTa

5 Peanuzanus 3amay | 5 2 4 6 Ompoc
J1OY ¢ momonrpio MS
Office u aHATOTMYHBIX
MPOrPaMMHBIX
MPOAYKTOB

6 bazei  pmamHBIX B | 5 2 2 6 Ompoc
MH(OPMAITHOHHOM
obecrnieueHUN
yIpaBJIcHHS.

7 TpeboBanus K|S 2 8 6 Omnpoc
(GYHKIMOHANEHOMY |
anmaparHo-
MPOTPAMMHOMY
o0ecIeueHUIO
ABTOMATHU3UPOBAHHBIX
cucteM JJOY

8 Wnrepner- 5 2 4 6 Omnpoc
TEXHOJIOTHH u
WHPOPMAIIIOHHEIE

pecypceel,
ucnoas3zyemsie B JIOY

9 VYnpasnenue 5 1 2 10 Pegepar
JOCTYTIOM K Tecto
JOKYMEHTHPOBaHHON
nHpOpMaLIUH

10 | Ox3ameH 5 18 ITo Gutetam

Utoro 14 28 54

CTpyKTypa JUCHUIIMHBI JJ51 3204HOi (popmbl 00yueHus (2020 rox nHadopa)

OO0mmast TpyI0eMKOCTh TUCIUIUTHHBI COCTaBIsET 3 3.€., 108 1., B TOM yuciie KOHTAaKTHast
pabota oOyuwaromuxcs ¢ mpenojaasateneM 12 4., camocrosiTensHas pabora oOydarommxcs 93
4., KOHTPOJIb 9 u.

e Bunsr yueOHOIT pabOThI Dopmbl
Ne Paznen 5 Y P p

S (B yacax) TEKYLIETO
/I | JUCLUILINHBL/ TEMBI by O = =

O KOHTAKTHAs ‘ KOHTPOJIS




JlaboparopHbie
[IpomexyTou-Has
aTTeCTAIUS

[IpakTueckue
BaHATUS

Jlexun
CeMuHap
3aHATHA

yCIeBaEMOCT
u,
dopma
IIPOMEXKYTOYH
o
aTTecTaluu
(mo
cemMecTpam)

BBenenue

2/3

>

UcTopus
aBroMaru3anuu JJOY

2/3

OO

-

WD |

TpeOGoBanus
HOPMaTHUBHO-
MPaBOBBIX u
HOPMaTHUBHO-
METOANYCCKHUX
JIOKYMEHTOB,
pETIaMEeHTUPYIOIIUX
HCITOJIb30BaHUE
MH(OPMAITUOHHBIX
texnonoruii B JJOY

2/3

10

MIpoOBepKa
BBITIOJTHEHHUS
MIPaKTHYECKOTO
3aJaHus

OCHOBHBIC OOBCKTHI H
MPUHIHITBI
aBToMaru3anuu  JJOY
U OpTraHU3aIHN
AJIEKTPOHHOTO
JIOKYMEHT0000pOoTa

2/3

10

MIpOBEpKa
BBITIOJTHEHHUS
MIPaKTHYECKOTO
3aJaHus

Peanusanus 3a1a4
J1OY ¢ momompio MS
Office 1 aHAJIOTMYHBIX
MPOrPaMMHBIX
MPOAYKTOB

2/3

10

Basmr JaHHBIX B
MH(OPMAITHOHHOM
obecneueHUU
YIPABJICHHSL.

2/3

10

TpeboBanus K
(YHKIMOHANTEHOMY |
anmaparHo-
MPOTPAMMHOMY
o0ecCITeueHUIO
ABTOMATHU3UPOBAHHBIX
cucteM JJOY

2/3

10

MIpOBEpKa
BBITIOJTHEHHUS
MIPaKTHYECKOTO
3aJaHus

Wnrepner-
TEXHOJIOTHH u
WHPOPMAIIIOHHBIE

pecypceel,
ucnoas3yemsie B JIOY

2/3

10

VYnpasnenue
JOCTYTIOM K
JOKYMEHTHPOBaHHON
nHpOpMaLIUH

2/3

16

Tectel  (TeMbI
1-9)

10

DK3aMeH

2/3

Pegepat (Tembl
1-9)

Utoro

93
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[Ipunoxxenue k aucty u3meHeHuit Ne 2.2
2. O0pa3oBaTesabHble TexHOMOrNH (K 1.4 Ha 2020 r.)

B mepuox BpeMEHHOTO MPUOCTAHOBICHUS IMOCEUICHUS OOYyYalOUIMMHCS MOMEUICHUN U
teppuropun PITY. mus opranuzanum ydeOHOro mporecca ¢ HPUMEHEHHEM 3JIEKTPOHHOTO
o0y4YeHHs W JUCTAHLIMOHHBIX OOpPa30BaTENbHBIX TEXHOJIOTUH MOTYT OBITH HCIIOJIb30BaHBI
clieAyomme o0pa3oBaTesIbHbIE TEXHOIOTHHU:

— BUJICO-JICKIIUH;

— OHJIAWH-JIEKLIMY B PEKUME PEAIBHOTO BPEMEHU;

— DIIEKTPOHHBIE YUYECOHUKHU, yueOHbIe TOCOOHS, HayUHbIC N3JaHHUS B JIEKTPOHHOM BUC U
JOCTYTI K MHBIM 3JIEKTPOHHBIM 00pa30BaTEIIbHBIM pPecypcam;

— CHUCTEMBI IS 3JIEKTPOHHOI'O TECTUPOBAHUS,

— KOHCYJIbTAIlUH C UCIIOJIb30BaHUEM TEIEKOMMYHHUKALIMOHHBIX CPECTB.

3. llepevens B/l u UCC (k n. 6.2 na 2020 r.)

Nenn HaunmenoBanue
/1

1 | MexayHaponusie pedepatuBHble HaykomeTpuueckue b/I, moctynHeie B paMkax
HauoHaILHOM noanucku B 2020 T.

Web of Science

Scopus

2 | [IpodeccuonanpHble MoNMHOTEKCTOBBIE B/I, 1OCTYyNHBIE B paMKax HallMOHAJIBHON
noxamucku B 2020 r.

XKypnaner Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

XKypnans! Taylor and Francis

3 | [Ipodeccronanbubie momHOTEKCTOBBIE B]]

JSTOR

N3nanus mo oOmecTBEHHBIM U TYMAaHUTAPHBIM HayKaM
OnekrponHas 6ubnmoreka Grebennikon.ru

4 | KoMnbroTepHbIE CIIpaBOYHBIE IPAaBOBBIE CUCTEMBI
Koncynprant Ilntoc,
l'apanT

4. CoctaB nporpammuoro obecnevyenus (I1O) (x n. 7 na 2020 r.)

Nent Haumenosanue [10 IIpousBoaurens Crioco6
/m pacrpocTpaHeHHs
(ruyensuonnoe unu
6000010
pacnpocmpaunsemoe)

1| Adobe Master Collection CS4 Adobe JINLIEH3UOHHOE

2| Windows 10 Pro Microsoft JIALIEH3UOHHOE

3] Kaspersky Endpoint Security Kaspersky JIMILIEH3UOHHOE

4| Microsoft Office 2016 Microsoft JINICH3UOHHOE
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5] Visual Studio 2019 Microsoft JIMLIEH3UOHHOE
6/ Adobe Creative Cloud Adobe JIMLIEH3UOHHOE
7] Zoom Zoom JINLIEH3UOHHOE

[Ipunoxxenue k aucty uzmeHenuit Ne 2.3

5.3. OueHouHbIe cpeAcTBa (MaTepUabl) s TEKYLEr0 KOHTPOJIA yCIIEBAEMOCTH,
MIPOMEKYTOYHOM aTTecTali 00yJaroMIUXCsl 0 TUCIUIUTMHE (MO/IYIIIO)

KOHTpOJ’[I)HbIe BOIIPOCHI M 3aJaHUA IJIA l'[pOMC)KyTO‘lHOfI aTTeCTAallMl IIO UTOraM
OCBOCHHUSA JHCHUIIINHBI

1. Ionstne «uHOpManus» u «uHPopMaunoHHble TexHomorum» B JIOVY. Knaccudukanms
MH(POPMALMOHHBIX TEXHOJIOTHH.

2. Ha3znaueHue, MeCTO, pOJb OCHOBHBIX HH(OPMAIIMOHHBIX TEXHOJIOTHUH, NPUMEHSIEMBIX B

yTIpaBJICHUH.

3. ToHATHS «3TEKTPOHHBIN JOKYMEHT» U «3JICKTPOHHBIN JOKYMEHTOO00POT».

4. 3akoHonaTenbHass 0a3a, periJaMeHTUpPYIOIIas MPOLECChl NMPUMEHEHUS HH(OPMAIIMOHHBIX

texnonoruii B JIOY.

5. HopmartuBHO-IIpaBoBast 6a3a, periaMeHTHpYIoas IPOIIECCHI IPUMEHEHUS
nHPOPMaMOHHBIX TexHoJorui B JJIOVY.
6. HopmatuBHO-MeToaMueckast ~ 0a3a,  perylaMeHTHUpYIOLIas  IpPOLECChl  IPUMEHEHHUs

nH(POPMaMOHHBIX TexHoJoruii B JJOVY.

7. OcHOBHBIE 3TaNbl U ypoBHU aBTOMaTtu3auuu JJ0VY.

8. OcHOBHBIE OOBEKTHI U MPUHIUTIBI aBTOMaTH3auu JJOVY.

9. Lemu u 3agauu aBroMatuzanuu JOVY.

10. OcHoBHBIE  HMH)OPMALMOHHBIE  TEXHOJOTHM,  HCIOJNb3yeMble B  pabore ¢
MH(POPMALMOHHBIMH PECYpCaMH OpraHU3alllu.

11.  OcHoBHBIE (POPMATHI FNEKTPOHHBIX TOKYMEHTOB, Hcmonb3yemble B JIOY.

12.  ®opmaTel XpaHEHUs HJIEKTPOHHBIX JOKYMEHTOB.

13.  Ortkpeitie popmarel D[ U cBOOOAHOE MPOrpaMMHOE OOECTieueHHe, WX 3HAYCHUE s
HOYV.

14.  OcHoBHBIE 3TaNbl Pa3BUTUS HHPOPMALMOHHBIX TexHONOorui B JIOVY.

15. OcHoBHBIE HH(POPMAITMOHHBIE TEXHOJIOTHH, HCIIONIB3YyEeMbIE NP paboTe ¢ TOKYMEHTaMHU.
16. TexHonoruu cozgaHus 10KyMEHTOB.

17. TexHonoruu ckaHupoBaHHs 10KyMeHTOB B JIOY.

18. IlpumMeHEHHE TEeXHOIOTUHU IITPUXKOIUPOBAHHS B pabOTe C TOKYMEHTAMHU.

19. TexHonoruu XxpaHeHus: JOKYMEHTOB B COBPEMEHHBIX YCIOBHUSX.

20. TIlousTue 6a3a mJaHHBIX, OCHOBHOE Ha3HAUYCHHE.

21. Hcnonb3oBanue 0a3 JaHHBIX B yrnpaBieHuu. [Ipumepsl.

22. TlousTHE «KOpHOpaTHBHAs 0a3a JaHHBIX» U «KOPIOpAaTUBHAS HH(OPMAIIMOHHASI CUCTEMa.
TexHoI0THs «KIMEHT-CEPBEPY.

23. Hcnonb3oBaHue Kiaccu(UKATOPOB M CHPABOUYHHUKOB B ABTOMATHU3MPOBAHHBIX CHCTEMaXx
JOKYMEHTAIMOHHOTO 00ECTIeYeHHS yIIPaBICHUS.

24. TllpuknangHoe NpOrpaMMHOE oOOecleYeHue Jjisi aBTOMATU3UpOBaHHBIX cucteM JIOV.
ITpumepsl coBpemennbix AC JI0V.

25. Pa3paloTku BenylmMX KOMIIAHHH-Pa3pabOTUYMKOB MPOrpaMMHBIX MPOAYKTOB i J1OY
(KOMIaHMsI 110 BEIOOPY CTYICHTA).

26. Kpurepuu OIEHKHM U BbIOOpa KOMIAHHMU-Pa3pabOTUMKa MPOTPAMMHOIO MPOAYKTA IS
HOV.
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27. CnpaBOYHO-IIPaBOBBIE CUCTEMBI, MX COCTaB, CTPYKTypa W THPUHLUIBI HOCTPOEHUS.
IIpumepsl.
28. HHTepHeT-TeXHOJIOrnu U MH(OPMAIIMOHHBIE peCypchl, ucnoib3yemMeie B JIOY.

6.1. IL1aHbI NPAKTHYECKHUX 3aHATHH

Tema 2. UcTtopus aromatuzanun 10Y — ynaanre.

Crnucox UCTOYHMKOB:

Jlapun Muxaun BacunseBuu. MHpopmannmonHoe oOecriedeHre ympaBiieHHs : yueOHoe
nocobue / M. B. Jlapun ; [M-Bo oOpasoBanusi u Hayku Poc. ®Denepanuu, Denmep. roc.
O10/KeTHOE 00pa3zoBaT. yUpekJeHHe BbIcl. oOpa3zoBanusa "Poc. roc. rymanuTapHblii yH-T"]. -
Mocksa: PITY, 2018. — 278 c.

Kynsie, H.H. UnpopmanoHHble TEXHOJIOTMHM B JOKYMEHTAIMOHHOM OOecreueHHH
yIpaBJIeHUs] U apXUBHOM jene : yueOonuk ans By3oB / H.H. Kynses, T.B. Konapamona, E.B.
Tepentbena, A.I'. ®abpuunoB ; nmox obu1. pen.a.xo.H., npod. H.H. Kynsesa. - M.: Jloroc, 2017. -
408 c. - (HoBas crymenueckass Oubmuoreka) - ISBN 978-5-98704-786-6. - Pexxum nmoctyma:
http://znanium.com/catalog/product/1015021

Tema 4. OcHoBHble 00beKTHI W NpUHHUNBI aBToMaTu3auuu JOY u opranuzanum
3JIEKTPOHHOI0 IOKYMEHT0000poTa (2 yaca)

KoHTponbHbIE BOIPOCHI:

1. Tlepeuncnuth OCHOBHBIE O0BEKTHI aBromMaTu3anuu B JOY (cM. MaTepuanbl JEKIHUU -
IIpE3EHTALINS).

2. IlepeuncnauTh NPUHIMIBI OPraHU3alMU  DIEKTPOHHOTO JIOKyMEHTooOopoTa (CM.
MaTepUaIbl JIEKIUH - IPE3CHTALINS).

3. Ompenenuthb cocTaB pa3pabOTUMKOB U Hanbosee nomysipHbIx KomriekcHbx UT B JIOY
(CO/ECM cuctemsbl) npuMeHsieMbIX a7 aBTomatusanuu OV,

4. Tlonb3ysch IHTEpHET-UCTOUHUKAMK O3HAKOMUTBCS C AaHAIUTUYECKUMHU MaTepHagaMu 1o
o030py pemka UWT B JIOY: http://www.cnews.ru, http://www.doc-online.ru,
http://www.tadviser.ru, caiitel pazpadotunkos [10 u np.

Bonpocs! it uzydenus:
ocHOBHBIE IpencraButeny peiika UT B IOV,
HaunOoJsiee MoMmyJsipHbIe POTrPaMMHBIE TIPOTYKTHI,
CTaTUCTHKA 3a nocyueguue 5-10 ner,
aHAJMTHKA pbIHKA, XapaKTePUCTHKAa COBPEMEHHOIO COCTOSHHUS W TEHACHUUH, NpoOJIeMbl U
nepcneKkTuBsl pa3Butus coppemeHHsix UT B JIOY.
3. ChopmynrpoBath BBIBOJ I10 UTOTAM M3YUYEHHUSI MaTepHaa.

Crnucox UCTOYHMKOB:

Jlapun Muxaun BacunbeBuu. MHpopmanmonHoe oOecriedeHre ynpaBlieHHs : yueOHoe
nmocobue / M. B. Jlapun ; [M-Bo oOpa3oBanusi u Hayku Poc. ®Denepanuu, Denmep. roc.
O10/KeTHOE 00pa3zoBaT. yUpexkJeHHe BbIcHI. oOpa3zoBanus "Poc. roc. rymanuTapHblii yH-T"]. -
Mocksa: PITY, 2018. — 278 c.

Kynsie, H.H. UnpopmanoHHble TEXHOJIOTMHM B JOKYMEHTAIMOHHOM OOecreueHHH
yIpaBJIeHUsI U apXUBHOM jene : yueOonuk ans By3oB / H.H. Kynses, T.B. Konapamona, E.B.
TepentbeBa, A.I'. ®abpuuHoB ; nmox obu1. pen.a.xo.H., npod. H.H. Kynsesa. - M.: Jloroc, 2017. -
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408 c. - (HoBas crymenueckass Omubmuoreka) - ISBN 978-5-98704-786-6. - Pexxum nmoctyma:
http://znanium.com/catalog/product/1015021

CNews.ru — u3aHue 0 BICOKMX TEXHOJOTUSIX. [ DJIEKTPOHHBIN pecypc] -
http://www.cnews.ru/

Docflow. Bce o wmwupe »3rnekTpoHHOro mgokymMeHtoobopota. [[lopTam mnocssmieH
AJIEKTPOHHOMY JIOKYMEHTOOOOpOTY M CMEXHBIM oTpacisiM. OH mnpu3BaH NPEIOCTaBUTH
YUTATENIIM CaMyl0 TMIOJIHYI0, CTPYKTYpPUPOBaHHYIO U TOJIE3HYI0O HH(OpMAIMIO O pBIHKE,
TEXHOJIOTUSIX, PEUICHUAX, KOMIIAHUSX U Juuax].  [DJIeKTpoHHBIA pecypc] - DIEKTpOH, JaH.-
M.,— www.docflow.ru, cBoOOJHBINH. — 3ari. ¢ SKpaHa.

DOC-Online. He3aBucuMmsblii mopTajl O CHCTEMax 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa.

www.doc-online.ru

Odunmaneueiit caiit 1C: [pennpusitue 8. - [DnekTpoHHBIN pecypce] - https://v8.1c.ru/.

OdunmanbHblil caiT «DIeKTpPOHHBIE O(UCHBIE CUCTEMBI» - [DIEKTPOHHBIM pecypc] -

https://www.eos.ru/.

Odummansupiii  caiit  kommanuu  «MuHTep-Tpact» - [OnekrpoHHbI pecypc] -

https://www.intertrust.ru/.

Odunmaneueiii caiit komnanuu «Cognitive Technologies» - [DnekTpoHHBIH pecype] -

https://www.cognitive.ru/

Tema 5. Peammsanus 3aga4d JOY ¢ nomombro MS Office 1 aHaJOrHYHBIX NPOrpaMMHBIX
NPOAYKTOB (4 4yaca)

3aganust:
OsHakomHThCS ¢ HHQOpMALMOHHBIM pecypcoM https://www.microsoft.com.

1. Ilpoananu3upoBathk cocTaB nporpaMmubix cpeactB Microsoft Office. Cocramstomue
nmakera Microsoft Office, ux HazHaueHue.

2. Ouenutb Bo3MoxkHocTH Microsoft Office B cdepe pabotbl ¢ mHpOpmanment s
WH/IMBUYaIbHOTO TOJIb30BAHUS U AJIsl pabOThl OpraHu3anuii, o0mayHble TexHojaoruu, Microsoft
365.

3. IloaroroBka 1mabI0HOB CIY>KEOHBIX TOKyMEHTOB B cpeae MS Word

[IlabmoH — 3TO 0COOBI BHJ OOKYMEHTa, COACPXKAIIMKA HEU3MEHSEMYI0O 4acTh M CpEeACTBa
opopmienuss mzMeHsemor dactu. [llabmoH ompenensieT OCHOBHYIO CTPYKTYPY JOKyMEHTa:
napaMeTpsl CTpaHUIbI, (pOpMaTUPOBAHKUE U CTUIIH.

B mporpammax makera Microsoft Office — Word, Excel u PowerPoint, mabnoHsl MOXHO
HaiiTu, ucnone3ys Bkiaaky Paiin onmuro Co3nath. B oTKphIBIIEMCS OKHE, MOXKHO BBIOpATh HE
tonbko HoBelii mokyment, Ho u 1llabnon nokymenTta. I11abnoHbl, pa3MelieHHbIE HE TOJIBKO Ha
JIOKQJIbHOM KECTKOM JIMCKe, HO M Ha BeO-caiite Office.com, mpeacraBieHbl B BUAE CIHCKA TIO
KareropusM. Vcromb3yst J€ByIO KIaBHIIY MBIIIH, BHIOMpAaeM HEOOXOAUMYIO KaT€rOpHI0, YTOOBI
IIPOCMOTPETh CofepKaliiecs B Hel mabmoHbl. s mpocMoTpa IIa0IOHOB B BBIOpaHHOM
KaTeropuu, yCTaHABIMBAEM Kypcop Ha MMs IIa0JIOHAa U ero COoIep:KuMoe OTKpbiBaeTcst B OkHe
IpOCMOTpa AOKyMeHTOB. Ecnu maHHBIi 1m1a0J0H COOTBETCTBYET 3aJayaM, KOTOpBIE C €ro
MIOMOIIIbI0 HEOOXOAUMO PEIINTh, HAXKMMaeM Ha KoMaHaHyio kHomky Cosnate. Ecnu mansbii
mrabsoH pa3mernneH Ha nmoptane Office.com, B 3ToM citydae At OTKPBITHS BBIOPAHHOTO I1a0JI0HA
B penaktope MS Word ncnosnbp3yeM KOMaHIHYIO KHOTIKY 3arpy3uTh.

Pa3pabotaTe HOBBIN Buj m1a0JI0Ha BO3MOXKHO Ha OCHOBE CYIIECTBYIOIIETO JOKYMEHTA
WK 1a0JI0HA. AJITOPUTMBI Pa3pabOTKH MAOIOHOB.

1. Co3z0anue wabnona Ha 0CHOBe NYyCmoco OOKYMeHma

Ortxkpoiite Bkiaaky Daiin u Beioepute omnmuio Co3naTh.

B otkpbiBmiemcs okHe, BbiOepure HOBBII TOKYMEHT M Ha)KMHUTE KOMAHAHYIO KHOIIKY
Co3pars.
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Baecute HeoOXoaMMble U3MEHEHUS B pa3Mephl MOJIEH U CTpaHULl, OPHEHTAIMIO CTPAHHLI,
CTUJIM U ApYTHE MapaMeTpbl (popMaTHPOBAHUS.

Ecnmu ectb HEOOXOOMMOCTb, MOXKHO TaKkkKe JOOABUTHb 3JEMEHTHl YIPABICHUS
COZICPKMMBIM, TaKUe Kak: BBIOOp MaTbhl, MOSICHUTENBHBIA TEKCT U TpauuecKue OOBEKTHI,
KOTOpbIE JOJDKHBI HPUCYTCTBOBATH BO BCEX HOBBIX JTOKYMEHTAaX, OCHOBaHHBIX Ha JaHHOM
mabJIoHe.

Ortxkpoiite Bkianaky Daiin u Beioepute omniuio Co3naTh.

B okue Co3nmate BbiOeputre rpymnmy JlocTymHble maOioHbl, fanee omuuioo U3
CYIIECTBYIOILETO TOKYMEHTA.

Bribepure mabnoH Wi JOKYMEHT, KOTOPbI MOKET OBITh MCIOJIB30BaH Kak IIA0JIOH, U
HaXxMuTe KHONKY Co3/1aTh HOBBIH.

Baecute HeoOXoaMMble U3MEHEHUS B pa3Mephl MOJIEH U CTpaHULl, OPHEHTAIMIO CTPAHHII,
CTUJIM U ApYTHE MapaMeTpbl (opMaTHPOBAHUS.

CoxpanseM U3MEHEHUs, UCTIONb3Ys BKIAAKy Daiin u onuuto COXpaHUTh Kak...

B nmuanoroBom oxHe COXpaHUTHh Kak... BBIMOJHUTE CIEAYIOIINE JeHcTBUS: BblIOEepUTe
MECTO, I/Ie JOJDKEH pa3MelnaThes pazpadoTaHHbli (aiin — B paznene Microsoft Word Beibepure
3naucHue [11aGaoHbI,

yKakute uMs (aitsia HoBoro madsioHa,

nosne Tun ¢aiina Beidoepure [1labion Word u Haxxmure kHonky COXpaHUTb.

3akpoiite mabdIIoH.

2. Jlobasnenue Kk wabioHy cmaHOapmHuuix 0J10K08

CraHgapTHbIe OJOKM — 3TO MHOTOKPATHO UCIIOJIb3yEeMbIC 3JIEMEHTHI COACPKUMOTO WIIN
ApYTHe YacTH JOKYMEHTa, KOTOpPBIE XPAaHATCS B KOJUICKIHMSAX U B JIF000E BPEMs JOCTYIHBI IS
MOBTOPHOT'O UCIIOJIb30BAHUSL.

CraHgapTHbIe OJOKM TaK)K€ MOKHO XPaHHTh M PACIPOCTPAHATH C MOMOIIBIO MIA0JIOHOB.
Hanpumep, MOXXHO co3/1aTh MA0IOH O0TYETa, COACPIKAIMIA JIBA THUIIA COPOBOJUTEIBHBIX ITUCEM,
KOTOPBIE IT0JIb30BATENIM CMOTYT BBHIOPATH MPH CO3JJaHUU OTYETa HA OCHOBE TAHHOTO MIa0JIOHA.

OTkpoiiTe m1a6sI0H, K KOTOpOMY TpeOyeTcst J0OaBUTh CTaHJapTHBIE OJIOKH.

Co3paiite crannapTHbIC OJIOKH, KOTOPBIE HY)KHO MPEIOCTABHUTH IOJIb30BATEIISM.

[1pu BBOJE cBeneHMid B qranoroBoM okHe Co3aHue HOBOTO CTaHAapTHOTO OJ0Ka B TOJIE
CoxpaHHTh yKa3bIBacTe HOBOE UMsI IIA0JIOHA.

[I1ab710H TOTOB K NPUMEHEHHIO.

3. 3anpem uzmenenuil 6 wadbnioHe

K oTaenbHBIM 3J€MEHTaM YINpaBJICHUS CONEPKUMBIM B MIa0JIOHE MOXHO J100aBUTh
3alIMTy, 4YTOOBI 3ampeTUTh YyJNAJIEHHE WIM PEAAKTHUPOBAHUE OIPEACICHHBIX 3JIEMEHTOB
YIPaBIEHUS COAEPKUMBIM WM TPYIIIBI JJIEMEHTOB YIIPaBICHHUS.

AJTOPUTM 3aLIUTHI 3JIEMEHTOB Ia0JIOHA:

OTkpoiiTe 11a6IIoH, K 3JIEMEHTaM YIIPaBJIEHHsI KOTOPOr0 HEOOXOIUMO J0OABUTH 3aIIIUTY.

Bbinenure 31€MEHT yNpaBICHUS COACPKUMBIM, M3MEHEHHUS KOTOPOro HEOOXOIMMO
OTPaHUYUTH.

Ha Bxnagke Pa3paboTuuk B rpymme 3ieMeHTsl YIIpaBIeHHs HAXXMUTE KHONIKY [ pymma

Hanee na Bkiaake PaspaboTka B rpymnme ONeMEHTHl YIpaBlCHHS BHIOEPUTE IYHKT
CgoiicTBa.

B nuanoroBom okxHe CBoiicTBa 3J€MEHTa YNPABICHUS COAEPKUMBIM B pasfeiie
bnokupoBKa BBIIOIHUTE JII000E U3 CIEAYIOMUX JSHCTBUH.

YcranoBute (iaaxkok ODJIEMEHT YNpaBICHUS COACP)KUMBIM HENb3sl YAAIUTh. ITO
MIO3BOJIUT U3MEHSATH COAECPKUMOE 3JIEMEHTA YIPABJIEHUS, HO CaM 3JIEMEHT YIPABJIECHUS HENb3s
OyzeT ynanuTh U3 malioHa WM CO3AaHHOTO C €0 MOMOIIBIO JOKYMEHTA.

VYcranoBka (naxkka ComepkKUMoe HeJb3sl PeJaKTHPOBATh MO3BOJIUT YIAIUTh JIEMEHT
yTIpaBJICHUS, HO PEIaKTUPOBATh COJEPKUMOE B 3JIEMEHTE YIPaBJICHHUs OyAET 3alpeIIeHO.
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I[aHHBIC HapaMeTpBI MOI‘YT 6BITB HUCIIOJB30BAaHbI JJIA 3alllUTHI TCKCTA, €CJIM OH BKIIFOYCH B
1abJIoH.

4. Hcnonvzosanue napous 0 wabiona

VYceraHoBKa 3amUThl JOKYMEHTa IIAapOJEeM II03BOJISET BBINOJIHATH PEAAKTUPOBAHUE
DNEMEHTOB YNPaBJICHUSI COAEP)KUMBIM TOJIBKO IOJIb30BATENSIM, CO3AABIINM JAHHBIN JOKYMEHT.
Ot1o ofbecrneynBaeT TPaMOTHBIM JOKYMEHTOOOOPOT B OpraHu3alUH. AJITOPUTM YCTaHOBKU
apoJIs:

OTkpoiiTe 111a6I0H, KOTOPOMY HYXKHO Ha3HAYUTH MAPOJIb.

Ha Bkianke PenensupoBanue B rpynne 3alluTHTh BbiOepuTe KOMaHIy OrpaHUYHUTh
penaKkTUpOBaHUE.

B paznene BxitounTh 3aIiuTy JIEBOW KJIABUIIEW MBIIIM BbIOEpUTE KOMAHIHYIO KHOIIKY
Jla, BKIIOYNTD 3aLIUTY.

B oTkprIBIIEMCS TMaIOTOBOM OKHE BKITIOUMTSH 3a1uTy BeIOepuTe paano kHonky [laposs

Beenure naposis B mosie HoBbii maposib (He00s3aTebHO), a 3aTeM MOATBEPANTE €ro B
HrokHeM note [loareepxaenue naposns.

Ecnu maposb He BBEIEH , U3MEHUTH OTPAaHUYCHHUS PEJAKTHPOBAHUS MOXKET JTI000M
10JIb30BATENb.

B coorBerctBun ¢ T'OCT P 7.0.97-2016 «Cucrema craHaapToB 10 HH(OpMAIHH,
OUOINOTEeYHOMY M M3JATeNbCKOMY Aeny. OpraHu3alMOHHO-PACTIOPSIUTENbHAS TOKYMEHTAIIHS.
TpeboBanust k 0(OPMIICHUIO JOKYMEHTOB» 0()OPMUTH MAOIOHBI JOKYMEHTOB (B COOTBETCTBHHU C
3aJJaHUEM, ONPEIIIIEMBIM MPENOaBaATEIIEM. )

4. O3nakomMuThcs ¢ MaTepuanamu caiita https://myoffice.ru, coctaBom u Ha3zHaucHHEeM

npoayKkToB «MoitOducy.
5. ChopmynupoBaTh BBIBOJ I10 UTOTAM M3YUEHHUS MaTepHaa.

porpaMMHOe oOecrieueHue
Hcnons3oBanue:
- O¢ucHslit maket npuinoxenuit Microsoft Office
- OpenOffice.org
- Internet Explorer, Mozilla Firefox, Google Chrome
Crnucox UCTOYHMKOB:

2. Kucenes, I'. M. UndopManiioHHble TEXHOJOTHH B 3KOHOMMKE M YIPABICHUU
(@ dextuBnas padbora B8 MS Office 2007) [DnexTponHslit pecype] : Yuebnoe nmocodue / I'. M.
Kucenes, P. B. boukosa, B. U. Cadonos. - M.: Uznatenscko-Toprosast kopnopanus "Jlamkos u
Ke",  2013. - 272 c. - ISBN 978-5-394-01755-1. - Pexum pocrymna:
http://znanium.com/catalog/product/415083

Docflow. Bce o wmwupe »31nekTpoHHOro mAokymMeHTooOopota. [[lopTam mnocBsmieH
AJIEKTPOHHOMY JIOKYMEHTOOOOpOTY M CMEXHBIM oTpacisiM. OH mnpu3BaH NpPeIOCTaBHUTH
YUTATENIIM CaMyl0 TMIOJIHYI0, CTPYKTYpPUPOBaHHYIO U IOJIE3HYI0O HH(OpMAIMIO O pBIHKE,
TEXHOJIOTUSX, PEIICHUAX, KOMIIAHUAX U JMLAax]. [DIEKTpOHHBIM pecypc| - DJIEKTpOH, JaH.-
M.,— www.docflow.ru, cBoOOHBINH. — 3ari. ¢ FKpaHa.

DOC-Online. He3aBucuMmblii mopTajl 0 CHCTEMax 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa.

www.doc-online.ru

Odunmanbuelii caiit Microsoft Office - [Dnexkrponnsiii pecypce] https://myoffice.ru.

Odunmanbhelii caiit Moit Oduc -[ InekrponHslii pecypce] - hitps://myoffice.ru.
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Tema 7. TpeGoBannss K (PYyHKIHMOHAJBLHOMY M aNNAPATHO-NPOrpaMMHOMY OOecle4eHHI0
apToMaTtu3upoBaHHbix cucrtem JJOY (10 yacos)

3aganust:
1. Tlepeuncnuth (QYHKIMH CHCTEM DJIEKTPOHHOTO JOKYMEHTOOOOpOTa (OCHOBHEIE,
JOTIOJTHUTEBHBIC)

2. OcCHOBHBIE U JOTOTHUTEIBHBIE MOTYJIM aBTOMATU3UPOBAHHBIX cucteM [I0Y

Texuuueckue TpeOoBaHUs K paboTe aBTOMAaTU3UPOBaHHBIX cuctem J1OY

4. XapakTepuCTHKa CHUCTEMbI JJIGKTPOHHOTO JIOKyMeHTooOopora (Ha mpumepe 1C
Hokymenroobopot, COJI «/leno — Be6», E1 EBdpat, COJ] «Directum RX» u ap.)

5. AHanu3 npakTU4ecKoil peanuszaumu ¢GyHKUMHA paboTel ¢ gokymMeHTamMu B COJ] Ha
npumepe (1C Joxymentoobopot, CO/] «/lemno — Bed», E1 EBdpat, CO/I «Directum RX»

uap.)

(98]

COHUCOK UCTOYHUKOB:

[Tpuka3 Pocapxusa ot 22.05.2019 N 71 "OG6 ytBepxxknenun [IpaBun neaonpou3BoacTsa B
rOCy/IapCTBEHHBIX OpraHax, OpraHax MECTHOro camoymnpasieHus" (3aperucTpupoBaHo B
Muntocte Poccun 27.12.2019 N 57023);

[Tpuka3 Pocapxusa ot 15.06.2020 N 69 "OO0 yTBepxaeHur THUNOBBIX (PyHKIMOHATBHBIX
TpeOOBaHMH K CHCTEMaM 3JIEKTPOHHOTO JIOKYMEHTOOOOpOTa M CHCTEMaM XpaHEHHSA

JIEKTPOHHBIX JIOKYMEHTOB B apXHMBax TIOCYJapCTBEHHBIX OpraHoB" (3aperucTpupoBaHO B
Muntocte Poccun 20.10.2020 N 60484)

Kynsie, H.H. MHdopmanmonHbsie TEXHOIOTMH B JIOKYMEHTALIMOHHOM OOECIICYCHUU
yIpaBiIeHUs] U apxXuBHOM Jeine : yueOHuk it By3oB / H.H. Kynses, T.B. Kongpamosa, E.B.
Tepentbena, A.I'. ®abpuunoB ; Moz oo6mI. pex.a.ro.H., npod. H.H. Kynsesa. - M.: Jloroc, 2017. -
408 c. - (HoBas crtynendeckass o6ubnmoreka) - ISBN 978-5-98704-786-6. - Pexum pgocryma:
http://znanium.com/catalog/product/1015021

Jlapun Muxaun BacunseBuu. VHpopmanmonHoe oOecriedeHre yNpaBlieHHs : yueOHoe
nocobue / M. B. Jlapun ; [M-Bo oOpa3oBanusi u Hayku Poc. Denepanuu, Denmep. roc.
O10/KeTHOE 00pa3zoBaT. yUpexkJeHHe BbIcHI. oOpa3zoBanus "Poc. roc. rymanuTapHbii yH-T"]. -
Mocksa: PITY, 2018. — 278 c.

WNudopmanvoHHbIe TEXHOIOTHH yrpaBieHus : yueOHuk / b.B. UepHukoB. — 2-e usf.,
nepepad. u gon. — M.: U «DOPYM» : MUHDPA-M, 2017. — 368 c. — (Beicuee
oOpaszoBanue). - Pexxum goctyma: http://znanium.com/catalog/product/545268

CNews.ru — u3aHue 0 BBICOKMX TEXHOJOTUSIX. [ DJIEKTPOHHBIN pecypc] -
http://www.cnews.ru/

Docflow. Bce o wmwupe »3inekTpoHHOro AokymMeHTooOopota. [[lopTanm mnocBsmieH
ANEKTPOHHOMY JOKYMEHTOOOOPOTY W CMEXHBIM oTpacissM. OH Mpu3BaH TNPEJOCTABUTH
YUTATENSIM CaMyl0 IMIOJIHYIO, CTPYKTYPHPOBAHHYIO M TIOJIE3HYI0 HH(OpPMAIMIO O pPBIHKE,
TEXHOJIOTUSIX, PEUICHUSAX, KOMIIAHUSX U JuUax].  [DJAeKTpoHHBIA pecypc] - DIEKTpOH, JaH.-
M.,— www.docflow.ru, cBoOOHBINH. — 3ari. ¢ FKpaHa.

DOC-Online. He3aBucuMmblii mopTajl O CHCTEMax 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa.

www.doc-online.ru

Odunmaneueii caiit 1C: [pennpustue 8. - [DnekTpoHHBIN pecypce] - https://v8.1c.ru/.

OdunuanbHpIil calT «DIEKTPOHHBIE O(PUCHBIE CUCTEMBD» - [DIEKTPOHHBIN pecypc| -

https://www.eos.ru/.
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Odunmaneapii  caiit  kommanuu  «Uutep-Tpact» - [DnekTpoHHBIH pecype] -
https://www.intertrust.ru/.
Odunmaneueiii caiit komnanuu «Cognitive Technologies» - [DnekTpoHHBIN pecype] -

https://www.cognitive.ru/




