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1. IosicHuTEILHAA 32T CKA
1.1. Heap u 3a1a4u TUCUUILIMHBI

Lenv oucyuniunvl: NO020MOBUMb BbINYCKHUKA, O0IAAIONIETO HEOOXOIUMBIM M JJOCTATOYHBIM
YPOBHEM TEOPETHYCCKUX 3HAHMA W HABBIKOB MX NPHUMEHCHHUS B PEHICHUM NPAKTHUYCCKHUX 3a/a4
MH()OPMAIMOHHO-IOKYMEHTAIMOHHOTO O0ECTICUeHUs AeITETbHOCTA OpTaHU3aIlHH.

3aoavuu oucyuniunol:

- H3y4eHUE TCOPUH U MPAKTUKH YIpaBleHUs WH(OpMaIiel U JOKYMEHTAIEeH B COBPEMEHHBIX
YCIIOBUSAX;

- BBIpaOOTKA y CTYJICHTOB HABBIKOB CAMOCTOSITENILHON paboThl ¢ MH(OPMAIIMOHHBIMU PeCypcaMu
OpTaHM3aIHH.

1.2. llepevyeHs MIIaHNUPYeMbIX Pe3yJIbTATOB 00yUYeHHS M0 JUCIUIIUHE, COOTHECEHHBIX €

HHIMKATOPAMH JOCTUKEHHS] KOMIIETEeHIUH

KoMnereHuun

HNuaukaropsl
KOMIIeTeHIH I

PesyabTaTsl 00yyeHus

YK-2 CnocoGeH ynpaBisiTh
MPOEKTOM Ha BCEX JTamax
€ro KU3HEHHOTO IIHKJIA

VK-2.1 obecnieunBaeT
yIIpaBJIEHUE IIPOEKTOM B
OpTraHM3aIMK Ha BCEX
JTamnax ero YKU3HEeHHOIO
[HUKJIa

3HaTh: METO/BI MPOEKTHOM
JeSITeIbHOCTH B MH(OPMALIMOHHOM
MEHEKMEHTE

YMGTBI aHaJII/IBI/IpOBaTI: COIIMAJIBHO
3HAYUMBIE TTPOCKTHI U MPOIIECCHI C
HUCIIOJIB30BAHUEM METOJOJIOTNN
WH(POPMAITMOHHOTO MEHEHKMEHTA
Bitagers: HaBbIKaMu yIIPaBIICHUS
JTIOKyMEHTAIlMel OpraHu3aIuy Ha
OCHOBE METOJ0JI0T MU
WH()OPMAITMOHHOTO MEHEHPKMEHTA

OIlK-1
MPUMEHSTh
¢byHIaMeHTalbHBIE 3HAHUS,
MOJTyYCHHBIC TIPH OCBOCHHHU
IIpOrpaMMbl MarucTpaTrypsl,
npu pazpaboTke u
OCYILLIECTBICHUHA
COIMATbHO-3HAYMMBbIX
MIPOEKTOB

Crocoben

OIIK-1.1 ananu3upyer
COLMAJIBHO 3HaYMMBbIE
IIPOEKTHI U MTPOLIECCHI

3HaTh: METOIOJIOTHIO
WH(pOPMAITMOHHOTO MEHEHKMEHTA
YMeTh: aHAIU3UPOBATH COLIUATIBHO
3HAYUMBIE TTPOCKTHI U MPOIIECCHI C
HCITOJIb30BAaHUEM METO0JI0TMH
WH(pOPMAITMOHHOTO MEHEHKMEHTA
Bianers: HaBbIKaMu yrpaBlieHUS
JTIOKyMEHTAIlMel OpraHu3aIuy Ha
OCHOBE METOJ0JI0T MU
WH()OPMAITMOHHOTO MEHEHPKMEHTA

OIIK-2 Cnocoben
CaMOCTOATEIILHO paboTaTh
C HICTOYHUKaMU
nH(popMaIuu, HEMPEPHIBHO

OIIK-2.2 ciocoben
OCYIIECTBIISTh
yIpaBJieHUE
HH(POPMAITMOHHBIMHU

3HaTh: COCTaB UH(OPMAIIMOHHBIX
PECYPCOB OpraHH3aIHH;

YMeTh: aHAIU3UPOBATh CTPYKTYPY
WH()OPMAITMOHHBIX PECYPCOB

COBEpILICHCTBOBATh pecypcamMu OpraHu3aluyd | OpraHU3aluu
YpOBEHb Bragers: MeTogaMu ynpaBieHHs
npogeccuoHaTbHON UH(POPMALIMOHHBIMU PECypcaMu
MOJITOTOBKH OpTaHM3aLUH

OIIK-4 Cnocoben OIIK-4.1 coBepuieHCTBYeT | 3HATh: MH(OOPMAIIMOHHBIC TEXHOJIOTUN
UCTIOJIB30BATh TEXHOJIOTUU yIIpaBJICHUS,

CrelhaibHbIe JOKYMEHTAI[HOHHOTO YMmeTb: BEIOUpaTh HHPOPMAITUOHHYIO

npodecCuoHAIbHBIC 3HAHUS
B o0nacTu

oOecrieueHus yrpaBieHUs
Y apXMBHOTO Jiesia Ha Oase

CUCTEMY JUJIS YIIPABJICHUS
UH(OPMALIMOHHBIMU PECypcaMu




WH(pOPMaITMOHHBIX
TGXHOJ'IOI‘I/II\/'I, MPHUMCHACMBIX
B po¢eCCHOHATHHOM

HCITIOJIb30BAaHHUA CPEACTB
aBTOMaTu3alnun

BraneTts: MeTonamu yrpaBieHuUs
WH(OPMAIIMOHHBIMU PECypcamMu B
YIPABICHUU

ACATCIIbHOCTHU

[TIK-3 Cnioco6en ynpasnsate | [1K-3.1 pazpabaTeiBaeT 3HaTh: COCTaB TOKYMEHTAJILHOTO (OHIa
HOKYMGHTaHHeﬁ MOJIMTUKY OpraHrU3allun B OopraHu3alnuunu

OpTaHu3aIH 00JIacTH yIpaBJICHUS YMeTh: yrnpaBisiTh JOKYMEHTAIbHBIM

JOKYMEHTaMH 1
OCYIIECTBISATH KOHTPOJIb
3a IeSITEIIbHOCTHIO
COTPYIHUKOB
OpraHM3aIfy B 00JIaCTH
paboTHI C TOKYMEHTaMH B
YIpaBICHUU U aPXHBE

(OHIIOM C IPUMEHEHUEM
UH()OPMAIIMOHHBIX TEXHOJIOTH
Brnaners: HaBbIKaMu pa3pabOTKU
JIOKYMEHTOB CTPATETHYECKOT0
TUTAHUPOBAHUS B cepe
UH()OPMAIIMOHHOTO MEHEKMEHTA

1.3. MecTO 1MCUMIJIMHBI B CTPYKTYpe 00pa30BaTe/JIbHOM MPOrpaMMbl

Hucrunmuaa «HDOpMAITMOHHBIM MEHEKMEHT)» BXOJUT B COCTaB JIUCIUIUIMH 0a30BOM YacTH
IporpaMMbl MarucTpatypbl «Teopuss M TpakTHKa paboOTBHl C AIIEKTPOHHBIMH JOKYMEHTAaMH B
YIOpaBJICHUU M apxXuBax» IO HampablieHUuto moAarotoBku 46.04.02. JlokymeHTOBEeIEHUE U
apXUBOBE/ICHHUE.

JIist OcBOEHUS TUCHUTIIMHBI (MOYJIs1) HEOOXOAMMBI KOMIIETCHIINH, CHOPMUPOBAHHBIE B XOJI€
HU3YUCHUS CICAYIOIINUX NUCHHUIIINH U MMPOXOKACHUA IMPAKTHK!

- Metomoorus uCCiieI0oBaTeIbCKON ASATEIFHOCTH U aKaJeMHUYeCKas KyIbTypa

- Ucropuorpadus u MeTog0I0TUsI JOKYMEHTOBEICHUS;

- OcHOBBI TU(PPOBOI IKOHOMUKH;

- DJIEKTPOHHBIE IOKYMEHTHI B YIIPaBJICHUH U apXUBax

B pesynbrare ocBOCHMSI AUCIUIUIMHBI (MOAYJsA) (POPMUPYIOTCS KOMIIETEHIIMH, HEOOXOIUMBIC
AJI1 U3YUYCHUS CICAYIOIMNX JUCHUIIIINH U IMTPOXOKACHUS ITPAKTUK:

- Metomoorus 37IeKTPOHHOTO JOKYMEHTO000pOTa;

- YHpaBHeHI/Ie JOKYMCHTAaMH B OpraHU3alluaX.

2. CTpyKTYypa IMCHHUIIHHBI
OO6m1ast Tpy10EMKOCTh TUCIMIUIMHBI cocTaBimsier 3 3.e., 108 akamemMuueckux yaca (OB).

CTpyKTypa IMCUMIIMHBI 1JIS 04HOI GopMbI 00yUeHHsI

O0beM IUCHUIUIMHBI B (opMe KOHTAKTHOM paboThl OOydYarOImMUXCS C MeJaroruyecKuMu
paboTHHKaMU W (WJIM) JUIAMH, TPUBJICKAEMBIMU K peaju3aiii 00pa30BaTEIIbHOM MpOTrpaMMbl Ha
WHBIX YCJIOBHSIX, IPU MPOBEICHUH YICOHBIX 3aHATHH:

Cemectp | Tum yueOHBIX 3aHATHI KonuuecTBo
4acoB
Jlexun 24
CeMuHapbl/1ab0paTtopHble paboThI 36
Bcero: 60

O0beM JUCHHILTUHEL B (POpME CaMOCTOSATEIEHON pabOTHl 00YJAIOMIMXCs cocTaBnsieT 48
aKaJeMUIeCKnX Jaca(oB).

3. Copepxanue I CUMILIMHBI



6
Tema 1. UndopManmoHHBIN MEHEIKMEHT: TIOHITHE U UCTOPHUS BOSHUKHOBEHHS

WNupopMalMoOHHbBII MEHEKMEHT Kak chepa HaydHO-NIPAKTHUECKOH AEATENbHOCTH U €r0 POJb
B 3(Q(dEeKTUBHOCTH  JEATENbHOCTH  opraHuzauuu. OOleTeopeTHyeckue acheKThl — MOHSITHIM
«MEHEDKMEHT»,  «MHPOPMAIMOHHBIA  MEHEKMEHT»,  «IOKYMEHTAIIMOHHBIA  MEHEIKMEHT,
«yIpaBJIEHUE JIOKyYMEHTaluemn», «TOKYMEHTallHOHHOE o0ecrnieueHue YIPABICHUS».
NudopmannoHHBIH MEHEDKMEHT KaK MEXIUCHUIIMHAPHAS METOAONOTHs yrpaBieHus. CBs3b
MH(OPMALIMOHHOTO MEHEIP)KMEHTA U YIPaBIeHUS JOKYMEHTaMH B OpraHU3aLlUu.

[IpennochlIki  BO3HUKHOBEHHS WH()OPMANMOHHOTO MEHEIKMEHTa. BO3HUKHOBEHHE W
pasBuTHE HMH(POPMAIMOHHOTO  OOMIeCTBA, pOCT 00BEeMOB HWHGOPMAMK B  yIPABICHUH.
Pacmipoctpanenne HMHPOPMAIIMOHHO-KOMMYHHUKAIMOHHBIX TEXHOJIOTUNA. DIEKTPOHHBINA JOKYMEHT.
HuTtepHer.

OcHOBHBIE TMOAXOABl K OIPEACICHUIO TIMOHATUS <«WMHMDOPMAMOHHBIA MeHemKkMeHT» (JI.
Xaitupux, I'. Bonbbpawm, I'. Bepsur, 1. Xenrue u A. Xaitneke, M. Artuamkep, D. ®orens, U Xeprera
u ap.).

PazButne nadopmannonnoro MmenexmMenTa B Poccun.

Tema 2. Ilpenmer, nenu, 3amadd, OCHOBHBbIC (YHKIMH HMH(OPMAITMOHHOTO MEHEIKMEHTA B
OpraHusanuu

[Ipenmer nH(pOPMAIIIOHHOTO MEHEKMEHTA: MHTErpalis HHPOPMAaLUU, TEXHUYECKHX CPEJCTB
1 MHPOPMAIIMOHHO-KOMMYHHUKAIIMOHHBIX TeXHONOrHi. MHbOpMalmoHHbI MEHEI)KMEHT Kak 4YacTb
CHCTEMBl yNpaBieHUs opraHuzauuedt. CTpaTernyeckuié W ONEpPaTHBHBIM  MH()OPMAIIMOHHBIN
MEHEKMEHT.

Wudopmannonnas  uHQpacTpykTypa  opraHuzanuu  (MHQOpMAIMOHHBIE  CHUCTEMBI,
nH(OpMAaLIMOHHBIE PECypChl, TEXHUYECKUE CPEACTBA YIPaBICHHsS]) — OCHOBA (YHKIIMOHUPOBAHUS
MH(POPMALIMOHHOTO MEHEKMEHTA.

Coznanne 3¢ PeKTUBHON CUCTEMBI HH()OPMAITMOHHOTO 00ECTICUCHHSI TTPOIIECCOB YIPABIICHHS —
1eJ1b UHPOPMALIMOHHOTO MEHEKMEHTA.

3anaun HHPOPMALIMOHHOTO MEHE)KMEHTA.

OyHKIMU UHPOPMATMOHHOTO MEHEKMEHTA 10 IUIAHWPOBAHUIO, OPraHU3allli, MOTUBAIMU U
KOHTPOJIIO ~ ympaBiieHus HWHoOpMalMeln W JOKyMEHTalMed B OpraHu3alnud. YTpaBleHUE
KOMMYHHUKAIHSIMH YYaCTHHUKOB UH(POPMALIMOHHOTO B3aMMOJEHCTBUSL. VYnpasnenue
MHQOPMAllMOHHBIMU ~ pecypcaMyd  OpTaHM3alid.  YIpaBieHHe  o00paboTkod  mH(opManuu
(uH(pOPMAITMOHHBIMU CUCTEMAMHU ).

Tema 3. Tunonorust OpraHU3alluOHHBIX CTPYKTYP HH(POPMALIMOHHOTO MEHEKMEHTA

CrpykTypa HHPOPMALMOHHOTO MEHE)KMEHTA U €€ BIHMSIHME Ha OPraHU3alMOHHYIO CTPYKTYPY
CHCTEMBI YIIPABICHHUS.

Jlunupytomas poib PYKOBOJACTBa B oOecrneuyeHHH (YHKIHMOHHPOBAHUS HH(POPMALMOHHOTO
MEHE)KMEHTa B OpPraHU3aLl1u.

TumoBo#ii cocTaB mMmoApa3[eNeHuii OpraHu3alyy, OO0eCHeUnBaIUX (HYHKIMOHUPOBAHUE
MH(POPMALIMOHHOTO MEHEIKMEHTA.

OCHOBHBIE ~ THUIIBI ~ OPraHU3ALMOHHBIX  CTPYKTYp,  HCHOJB3YIOUIUX  METOAOJIOTHIO
MH(GOPMALIMOHHOTO MEHEIPKMEHTA B YIIPABICHUH.

OyHKIIMOHATBHO-OpPUEHTUPOBAHHA OpPraHU3allMOHHAsL CTPYKTYpA.

OpraHu3anroHHas CTPYKTypa, OPUEHTUPOBAHHAs Ha MPOIYKT.

PbIHOYHO-OpUEHTHPOBAaHHAS OpPraHU3allMOHHAS CTPYKTYDPA.

Tema 4. VnTerpanust MHPOPMALMOHHBIX M JOKYMEHTAIIMOHHBIX (B T.4. apXMBHBIX) PECYpCOB
OpraHu3anyuu



[TonsiTre nHpOpMaLIMOHHOTO pecypca OpraHUu3alnu.

Busl ”HPOPMALIMOHHBIX PECYPCOB.

JlokymMeHTaIbHBIN (POH]T OpraHU3aIKi Kak HHPOPMaIMOHHBIN pecypc.

ApxuBHBIN (POHJ OpraHu3auy Kak HHPOPMAIMOHHEIH pecypc.

ba3bl jaHHBIX B OpraHu3aluu: TUIIOBOM COCTaB, MPUHLUIIBI OpraHU3alui HHPOPMAITIH.

ObecneueHne XpaHeHHUS U COXPAHHOCTH MH(OPMALIMOHHBIX PECYpPCOB OpraHU3aIUH.

Hcnonb3oBanre nHGOPMAIIMOHHBIX PECYPCOB OpraHU3aIUH.

VYnpasienne nHOPMAIMOHHBIME PECYpCaMu OpraHMU3alliid HAa OCHOBE €IWHOW METOJIOJIOTHH
MH(OPMALIMOHHOTO MEHEIKMEHTA.

Tema S. [IpoekTupoBaHUE U BHEIPEHUE CHCTEM HH(GOPMAIITMOHHOTO MEHEPKMEHTA

Mopnenu xu3HeHHOTro LuKJIa. OCHOBHBIE ATambl KU3HEHHOTO LHKIA JOKYMEHTHPOBaHHOU
uHpopmanuu. Teopus u rpapudeckas MOAEIb KOHTUHYYMa JOKYMEHTOB.

KopnoparusHsie CUCTEMBI MH(OPMALIHOHHOTO MEHEIKMEHTA. Knaccudukanus
KOPIIOPaTUBHBIX WH(POPMALIMOHHBIX CUCTEM

Cucrema yrpaBiaeHUs JOKYMEHTUPOBAHHOW HH(POPMAIIHECH.

CucteMmsl ynpasieHus pecypcamu npeanpustis. CUCTEeMbl YIpaBiIeHHUs B3aUMOOTHOIICHUSIMHU
C KJIMEHTaMU. DKCIepTHbIE cucTeMbl. CHcTeMbl OM3HEC-aHATUTHKH.

CucTeMsbl 3IEKTPOHHOTO JJOKYMEHTO000pOTAa.

Br160op u BHEnpeHne nHOOPMAITMOHHBIX CHCTEM.

MeTtoabl TEXHUKO-3KOHOMHYECKHMX pPacyeToB U OOOCHOBaHMs pEIIEHWH B 00JIacTH
nHpopMalMoHHOTO  MeHelkMeHTa. (CocTosHHE pbIHKa HMH(QOPMAIMOHHO-TOKYMEHTAlMOHHBIX
TexHosnoruil. OpraHu3anuu-pa3paboTUMKK pelieHnid B oOiactu. PexomeHpauuu 1O  BBIOOpY
MHOOPMALIMOHHBIX ~ TEXHOJOTMH U NPOrpaMMHO-TEXHHUYECKHX  CpeACcTB  oOecredeHus
MH(POPMALIMOHHOTO MEHEKMEHTAa. JTambl BHEIPEHUS IMPOEKTOB ONTUMH3AIMHU HH(POPMALMOHHO-
JOKYMEHTAI[MOHHOT0 o0ecrieueHus ynpapieHus. CXeMbl peanu3aliy U COMPOBOXKICHUS MPOEKTOB.

Tema 6. OnbIT 1 IEPCIEKTUBBI PAa3BUTHS WH(OOPMAITMOHHOTO MEHEDKMEHTa B Poccun

Hayuno-npaktudeckue npoGieMbl HH(POPMALIMOHHOIO MEHEPKMEHTA.

PazButue 3akoHONATENPHOW M HOPMAaTHBHO-METOIUYECKOM  0a3pl, oOecredynBarouIei
(GyHKIMOHMpPOBaHHWE  MH(POPMALIMOHHOTO  MEHEKMEHTa.  llepCrekTHBBI ~ MEXIyHapOJHOIO
COTPYAHUYECTBA B 00J1aCTH HHPOPMALIMOHHOTO MEHEXKMEHTA.

AyTCOpPCHHT B MH()OPMAITMOHHO-A0KYMEHTAI[HIOHHOM O00ECIIE€YEHNN YIIPABICHHUSL.

KoncanTtusr B 061actv ”HPOPMALMOHHOTO MEHEKMEHTA.

MHHOoBanuu 1 npo0aeMbl BHEAPEHUS METOI0JIOTUN HH(OPMAIIMOHHOTO MeHEPKMeHTa. [1oBbIeHue
KBAJTM(HUKAIMHA PYKOBOJUTEICH U CIIEHMAINCTOB OpraHU3aIuil.

4. O6pa3oBare/ibHbIe TEXHOJIOTHH

Ne . HNupopmanuoHHbIE H
HaunmenoBanue pasaeina Buabl yueOHoii padoThI
n/n oOpa3oBaTe/ibHbI€ TEXHOJOTUH
1 2 3 4
1 |MuadopmarmoHHbIi Jlexuus Ne 1 Jlexuus-Busyanusanus ¢
MEHE)KMEHT: MIOHATHE U IPUMEHEHHUEM ClIaiiI-IPOEeKTOpa

UCTOPUS BOSHUKHOBEHUS Cemunap Ne 1 3aHATUS B KOMIIBIOTEPHOM KJlacce
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CamocrosiTenpHas padbora

KoncynbrupoBanue

2 |Ilpeamer, 1ieiu, 3a1a4H,
OCHOBHBIE (DYHKIIUHU
nH(}pOPMAITMOHHOTO
MEHEKMCHTA B
OpraHu3aIu

Jlexusg Ne 2 Jlekuus-Bu3yanusanus ¢
MPUMEHEHUEM CIalA-MPOEKTOpa
Cemunap Ne 2 3aHATHS B KOMITBIOTEPHOM KJIacce

CamocrosrenbHas pabora

KoncyneTuposanune

3 |Tumonorus
OpPTaHU3AIMOHHBIX CTPYKTYP
nH()OPMAITMOHHOTO
MEHE[KMEHTa

JIexims Ne 3 Jlekuus-Bu3yanusanus ¢
IPUMEHEHHUEM CIIalI-TIPOEKTOpa
Cemunap Ne 3 3aHATHS B KOMIIBIOTEPHOM KJ1acce

CamocrosiTenpHas padbora

KoncynbrupoBanue

4 |MuTerpamus
UH(POPMALIMOHHBIX U
JOKYMEHTAIIMOHHBIX (B T..
apXUBHBIX) PECYPCOB
OpTaHHU3aLUH

Jlexmug Ne 4 Jlekuus-Bu3yanusanus ¢
IPUMEHEHHUEM CIIalI-TIPOEKTOpa
Cemunap Ne 4 3aHATHS B KOMIIBIOTEPHOM KJ1acce

CamocrosrenbHas pabora

KoncyneTuposanune

5 |lIpoexTupoBanue n
BHEJIPEHUE CHCTEM
nH(pOPMAITMOHHOTO
MCHCIKMCHTA

JIexius Ne 5

Jlekuus-Bu3yanusanus ¢
MPUMEHEHUEM CIalA-TIPOEKTOpa

CemuHap Ne 5

3aHATHA B KOMIILIOTCPHOM KJIaCCC

CamocrosiTenpHas padbora

KoncynbrupoBanue

6 |OneIT U MEepCHEKTUBBI
pasBUTHSA
UH(POPMALIMOHHOTO
MeHekMeHTa B Poccun

Jlextusg Ne 6

Jlekuus-Busyanusanus ¢
MIPUMEHEHUEM CIIANA-TIPOEKTOpA

Cemunap Ne 6

3aHATHA B KOMIIBIOTCPHOM KJIaCCC

CamocrosiTenpHas padbora

KoncynbrupoBanue

B nmepwon BpeMEHHOTO TPHOCTAHOBIEHUS TIOCEHICHHS] OOYYAlONIMMHKCS TOMEIICHUH U
tepputopun PI'TY mist opranusamnuum yaeOHOTO mporiecca ¢ MpUMEHEHUEM dJIEKTPOHHOTO 00YUYCHUS U

TUCTAHIIMOHHBIX
o0pa3oBaTeNbHBIEC TEXHOJIOTHH:
— BUJCO-JICKIIUH,

00pa30BaTeNbHBIX

TEXHOJIOTUH

— OHJIAWH-JIEKIIUH B PEKUME PEAIIBHOTO BPEMEHH;
— 3JICKTPOHHbIE YUeOHUKH, yueOHbIe TOCOOMS, HAyUHbIC U3/IaHUS B JICKTPOHHOM BHJIE U IOCTYII
K MHBIM 3JIEKTPOHHBIM 00pa30BaTeNIbHBIM pecypcam;
— CHCTEMBI JUIsl 3JIEKTPOHHOT'O TECTUPOBAHMS,
— KOHCYJIBTALIUU C UCTIOJIb30BAHUEM TEJIEKOMMYHUKAIIMOHHBIX CPEJCTB.

5. OneHka IJIAHMPYEMBbIX Pe3yJbTaTOB 00y4eHHs

5.1 CucremMa olleHUBaHHUA

MOTyT  OBIThH

HCIIOJIB30BaHbl  CICAYIOMINC

dopma KOHTPOJIS Makc. KOTU9IeCcTBO 0aIoB
3a omgHy padorty Bcero

Texkymui KOHTPOIIb:

- O1IpoC 5 6aioB 30 6amtoB

- KOHTPOJIbHAs paboTa (TeMsl 6) 10 6amtoB 10 6amioB

- MOATOTOBKA pedepaTa (Temsl 1-6) 20 6amioB 20 6amioB
Dx3ameH 40 6amtoB 40 6amtoB
HToro 3a quCITUTUINHY 100 GastoB




[ToydeHHBI COBOKYIHBIIN Pe3ybTaT KOHBEPTUPYETCS B TPAAUIIMOHHYIO IIIKATy OLEHOK H B
IIKally olleHOK EBporieiickoii cucteMsl nepeHoca u HakoruieHus kpeautoB (European Credit Transfer
System; nanee — ECTS) B COOTBETCTBUU € TAOJIHIICH:

IMxana
100-6ammpHas mkana | TpaguimoHHas mkaia ECTS
95-100 A
83_904 OTJINYHO B
68 — 82 XOpOIIIO 3a4TEHO C
56 - 67 D
50_55 YIIOBJICTBOPUTEIIEHO E
20-49 FX
0-19 HEY/IOBJICTBOPHTEILHO HE 3a4TEHO F

5.2 Kputepun BbICTABJIEHUS OLIEHKH 1O JUCIHUNINHE

Banapl/
Ixana
ECTS

Onenka no
TUCHUILIUHE

Kputepnu onieHKH pe3y1bTaTOB 00y4eHHUsI N0 TUCHHILIAHE

100-83/
AB

OTJIMYHO/
3a4TEHO

BeicTaBnsercs oOy4aromeMycs, €Clu OH ITyOOKO U MPOYHO YCBOWII TEOPETUIECKUH 1
HNpaKTHIECKUI MaTepHall, MOKET IIPOJEMOHCTPHPOBATH ATO HA 3aHATHAX U B XOJIE
IIPOMEXYTOUHOM aTTeCTally.

OO0y4aronuiicst HICYEPITBIBAIONIE W JIOTHIECKH CTPOMHO M3JIaraeT y4eOHbIN MaTepual,
YMeEeT yBS3bIBATh TEOPHIO C IPAKTHKOMH, CIIPABISIETCS C PEILICHUEM 33/1a4
npodeccroHaIbHON HANPaBJIEHHOCTH BBICOKOTO YPOBHSI CII0O)KHOCTH, IIPABUIIEHO
000CHOBBIBAET IIPHHSTHIE PELICHUS.

CB00OHO OpUEHTHPYETCS B yueOHOH 1 NpodeccHoHaNBHOM IuTepaType.

O1eHKa Mo AUCIMIUINHE BBICTABISIFOTCS 00yYaromeMycst ¢ y4éToM pe3yIbTaToB
TEKYLIEH U IPOMEXYTOUHOM aTTECTALIUH.

Kommerentum, 3akperi€HHbIe 32 TUCITUIUTMHOMW, C(hOPMHUPOBAHBI HA YPOBHE —
«BBICOKHI».

82-68/

xoporro/
3a4TCHO

BricTaBnseTcst 00yJaromemycs, €Clid OH 3HaeT TEOPETHUECKUN U TIPAKTHIECKUAN
MaTepHajl, IPaMOTHO U 10 CYIIECTBY M3JIaraeT ero Ha 3aHATHAX U B XOJIe
MPOMEKYTOYHON aTTEeCTAlNH, HE OITYCKas CYIIECTBEHHBIX HETOUHOCTEH.
OO6yJaronuiicss IPaBUIIBHO IPUMEHIET TEOPETUIECKUE TTON0KEHUS TIPH PEIICHUN
MPaKTUYECKUX 3a]1a4 MPOPECCUOHANTBHOM HATIPABICHHOCTH PAa3HOTO YPOBHS
CJIOKHOCTH, BJIaJICCT HEOOXOAUMBIMU JIJISl 3TOT'O HABBIKAMU M MPUEMAMH.
JlocTaTo4HO XOPOIIO OPUEHTHPYETCSI B yUeOHOM U MPo(eCcCHOHALHOW JIUTEPAType.
Or1ieHKa MO JUCIHUIUIMHE BBICTABISIOTCS 00yUaroeMycs ¢ y46TOM pe3yIbTaToB
TEKYIIeH U MPOMEKYTOUHOM aTTECTAIUH.

Kommerentum, 3akperi€HHbIe 32 TUCITUIUTMHOMW, C(OOPMHUPOBAHBI HA YPOBHE —
«XOPOIINH»,

67-50/
D,E

YAOBJIETBO-
putenbHO/
3a4TCHO

BeicTaBnsercst oOyuaromeMycs, €Clu OH 3HAaeT Ha 6a30BOM YPOBHE TEOPETHUCCKHN U
HpaKTHYIECKUI MaTepHal, JOITyCKaeT OTACIbHBIC OIINOKHN MIPH €T0 U3JI0KCHNH Ha
3aHATUAX U B XOJI€ MPOMEKYTOUHOH aTTECTALHH.

OOy4aronuiicst NCTIBITBIBAET ONIPECIEHHBIE 3aTPyHEHUSI B IPHMCEHCHUH
TEOPETHUYECKUX MOIOKEHHH NPH PEIICHUHN MMPAKTUYECKHX 3a/1ad MPO(eCCHOHATLHON
HaIpaBJIeHHOCTH CTaHJapTHOTO YPOBHSI CJIOKHOCTH, BJIaJIeeT HEOOXOUMBIMH IS
9TOro 0a30BBIMH HaBBIKAMU M IPUEMAMH.

JleMOHCTpHUpYET AOCTATOUHBIN YPOBEHb 3HAHHS YYEOHOM JINTEPATYPHI 110 AUCIUILINHE.
OreHKa 1Mo AUCIMIUINHE BBICTABISIFOTCS 00yYaromeMycst ¢ y4éToM pe3yIbTaToB
TEKyLIEH U IPOMEXYTOUHOM aTTECTALIUM.

KommeTeHiuu, 3akperui€HHbIe 3a TUCIUILTHHON, c(hOPMHUPOBAHEI HA YPOBHE —
«IIOCTATOYHBIN».

49-0/
F,FX

HEYIOBJIET-
BOPHUTEIHHO/

BricTaBnseTcs o0y4aromemycs, €ClIi OH He 3HaeT Ha 0a30BOM YpOBHE TEOPETUIECKHUN
W TIPaKTHYECKUI MaTepHuall, IOIyCcKaeT IpyOble OITMOKH TIPH €r0 U3JI0KEHUH Ha
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Baitianl/ Ouenka no Kputepuu oueHku pe3yJibTaTOB 00yUeHHsI 10 TUCHUILINHE

Ixana | AUcOMILIMHE
ECTS

HE 3a4TEHO 3aHATHAX U B XOJI€ TPOMEXYTOIHON aTTeCTalNH.

OOy4aronuiicst NCTIBITBIBAET CEPHE3HBIC 3aTPYAHEHNS B IPUMEHEHUH TEOPETHIECKUX
HOJIOXKEHUH IIPU PElIeHUH NPaKTUUeCKUX 3a4a4 Ipo(ecCHOHAIBHON HAIPaBIEHHOCTH
CTAHJAPTHOTO YPOBHS CJIOXKHOCTH, HE BJIajieeT HEOOXOAUMBIMU AJI 3TOrO HABBIKAMU U
npUEMaMH.

JeMoHcTpUpyeT pparMeHTapHble 3HaHUS y4eOHOU IUTepaTypshl 0 JUCIUIIINHE.
OueHKa [0 AUCHUILIMHE BBICTaBILIOTCA 00yJaroIeMycs ¢ y4€TOM Pe3yIbTaToB
TEeKyIIeH U IPOMEKYTOYHOH aTTeCTalUu.

KommeTeHny Ha ypoBHE «IOCTATOUHBII», 3aKPETIEHHBIC 33 AUCIUILUTHHON, HE
c(OPMHUPOBAHEL.

5.3 OueHouHble cpeaAcTBa (MaTepUaJbl) Ui TEKYIIero KOHTPOJsI YCIHeBaeMOCTH,
NMPOMEKYTOYHOM aTTeCTAlNH 00y4AIOIINXCH MO IUCHUIIIHHE

[TpumepHnbie TeMbl pedepaToB 1o pasaenam TUCIHUILIHHBL:

1. AHanm3 3aKOHOJATEIbHONW W HOPMAaTUBHO-TIPABOBOM 0a3bl B chepe MHbopmarmoHHoro
MEHEKMEHTA.

2. [TpuMeHeHne MEKIYHAPOIHBIX M HAITMOHAIBHBIX CTAaHAAPTOB B 00acTu MHPpOpMamoOHHOTO
MEHEKMEHTA.

3. VYnpasieHne )XKU3HEHHBIM IIHKJIOM JOKYMEHTHPOBaHHOW MH(OPMAIIUN B COBPEMEHHBIX
OpraHH3aIHsIX.

4, [TpoGnembl BHEAPEeHUsI HHHOBAIUH B 06sacT MHDOpMaImoOHHOTO MEHEKMEHTA.

5. [MnanupoBaHue ¥ MPOTHO3ZUPOBAHUE B HHPOPMAITMOHHO-TOKYMEHTAIIMOHHOM MEHEKMEHTE.
6. dopMupOBaHUE MOJIMTHKHU YIPABICHUS JOKYMECHTAIEH B OpraHU3aIUH.

7. KoHTpons B HHPOpMAIIMOHHO-TOKYMEHTAITMOHHOM MEHEIKMEHTE.

8. [lepcnekTHBHBIE HANIPAaBICHHUS pa3BUTHI VHPOPMAIIMOHHOTO MEHEIKMEHTA

9. Hctopuueckuii acnekT pazsutust MHGOpMaImOHHOTO MEHEHKMEHTA.

10. [TpoGnemsbl pazButus MHPpOpMaIMOHHOTO MEHEKMEHTA.

11.  TlpumeHeHUE aAMUHUCTPATUBHBIX, IKOHOMUYECKUX U COLUATBHO-TICUXOJIOTHYECKUX METOJIOB
B UH(POPMAIIMOHHO-TOKYMEHTAIIMOHHOM MEHEIKMEHTE.

12. KoncantunroBsle yciayru B chepe MHpopManmoHHOro MEHeKMEHTA.

13. [IpoGnembr onpenenenust 3pdekTuBHOCTH MeponpusaTuii B chepe MudopmarmonHoro
MEHEKMEHTA.

KOHTpO.HI:HI:Ie BOIIPOCHI U 3alaHUA JJIA 9K3aMCHA 10 UTOraM OCBOCHUSA JUCIHHUTIIINHBI

CBs13b MH()OPMAITIOHHOTO MEHEPKMEHTA U YIIPABICHHS TOKYMEHTaMHU B OpraHU3alHu.
[Tpenmnochbuiku BOSHUKHOBEHHUS HHPOPMAIITMOHHOTO MEHE)KMEHTA.

OCHOBHBIE TIOJIXO/IbI K OIPEACTICHUIO MOHATUS «MH(POPMAIIMOHHBIN MEHEKMEHT»
PazButne nadopmanmonHoro MmeHepKkMeHTa B Poccum.

[Ipenmer nHGOPMALIMOHHOTO MEHEKMEHTA.

NudopManinoHHbIi MEHEIKMEHT KaK 4aCTh CUCTEMBI YIIPABIICHUS OpTaHU3aIueH.
Crparernyeckuii v onepaTuBHbBIN HHPOPMAIMOHHBIA MEHEKMEHT.

Nudopmanmonnas nHPpacTpyKTypa OpraHu3aIiu

Henp 1 3amaun H”HPOPMALIMOHHOTO MEHEKMEHTA.

0. OyHKIIUA HHPOPMAITMOHHOTO MEHE/HKMEHTA

11. CrpykTypa nH()OPMAIIMOHHOTO MEHEPKMEHTA U €€ BIUSIHIE HAa OPraHU3alMOHHYIO CTPYKTYPY
CUCTEMBI YIIPaBJICHHUS.

12.  Jlugupyromasi pojb pyKOBOJACTBA B 0OecrieueHu (PyHKIIMOHUPOBAHUS HH(OPMAIIMOHHOTO
MEHEP)KMEHTA B OpraHU3alliH.

BOoo~NoOR~WNE
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13. TunoBoii coctaB noapasaesieHuil OpraHu3alnny, 00eceunBaOUX GYHKIIMOHUPOBAHUE
MH(POPMALIMOHHOTO MEHEIKMEHTA.

14. OcHOBHBIE TUIIBI OPTAaHU3ALMOHHBIX CTPYKTYP, UCHIOIB3YIOUIMX METOI0JIOTHIO HH(POPMALIMOHHOTO
MEHEKMEHTA B YIIPaBJICHHUH.

15. [onsiTre ¥ BUBI THPOPMALMOHHBIX PECYPCOB.

16. JlokyMeHTaIbHBIN (DOH]T OpraHU3aINK KaK HHPOPMAIIMOHHBIN pecypc.

17. ApxuBHBI# (POHJ OpraHU3alMU KaKk HHPOPMALMOHHBINA pecypc.

18. ba3el TaHHBIX B OpraHU3allMN: TUIIOBOW COCTaB, IPUHIIUITBI OpTaHU3aIuy HH(OPMAITUH.

19. OcHOBHBIE 3TAlbI )KU3HEHHOTO IMKJIA JOKYMEHTUPOBAHHOM HH(OpMAIHH.

20. Teopust u rpaduyeckas MOJEITh KOHTUHYYMa JOKYMEHTOB.

21. KopnopatuBHbie cCHCTEMBI HHPOPMAITMOHHOTO MEHE)KMEHTA.

22. CuCTeMBI 3JIEKTPOHHOTO IOKYMEHTO000pOTA.

23. Bo16op 1 BHeIpeHnEe NHPOPMALMOHHBIX CHCTEM.

24. Dranbl BHEAPEHHs TPOEKTOB ONTUMHU3ALUN HH(POPMALIMOHHO-T0KYMEHTAlIMOHHOTO 00ecredeHus
yIpaBIEHUS.

25. Pa3BuTHe 3aK0HOAATEILHON 1 HOPMAaTHBHO-METOAMYECKOM 0a3bl HH()OPMAITMOHHOTO
MEHEI)KMEHTA.

6. YueOHo-MeTOoqMYecKOe M HHPOPMALIMOHHOE 00ecnedeHne TUCIUTITUHBI
6.1 CnHMcOK HCTOYHHMKOB U JIUTEPATYPHI

JIureparypa
OcHoBHas

1. Jlapun M.B., CypoBueBa H.I'., TepentbeBa E.B., fnkoBas B.®. VYmnpasneHue
JTOKYMEHTaMH B LIU(POBOI IKOHOMHKE: OpTaHU3aIMsl, peraaMenTanus, peanusamus. M.: PITY, 2021.
242 c.

2. Jlapur M. B. MnadopmanmonHoe obecrieueHUe yrIpaBlieHUs: [ DIEKTPOHHBIN pecypc] :
yaebHoe mocobue / Jlapun Muxaun BacunweBuu; M. B. Jlapun ; [M-Bo oOpa3zoBanus u Hayku Poc.
Oenepannu, Denep. roc. OOHKETHOE 00pa3oBaT. ydpekaeHHE BbICHI. oOpazoBanus '"Poc. roc.
ryMaHUTAapHBIA YH-T"]. - OnekTpoH. AaH. - Mocksa : PITY, 2018. - 278, [1] c. - Pexxum nmocryna
- http://elib.lib.rsuh.ru/elib/000012473. - 3aru. ¢ sxpana. - ISBN 978-5-7281-2036-0.

3. I'punbepr A.C., Koponp N.A. UHbopMaimoHHBI MEHEIKMEHT: Y4eb. mocodue s
By30B. M. : FOHUTU-TAHA,2017. 415 c. (Cepus «I[Ipodeccronanbueiii yueoHuk: MupopmaTuka).
- ISBN 978-5-238-00614-4. - Tekcr : AJICKTPOHHBIN. - URL:
http://znanium.com/catalog/product/1028593

4. I'punbepr Amnaromuit  ConmomonoBud. WHpopMmanuoHHbIi  MeHemxkMmeHT. - 1. -

[OnexTponHsbIii pecypc] Mocksa : M3narenscteo "FOHUTU-JJAHA", 2015. - 415 c. - ISBN 5-238-
00614-4. Ccrunka Ha pecypc: http://znanium.com/go.php?id=872151

JOIIOJIHUTCIIbHAsA

1. Uadopmanmonnsiii Mmenemxment / I[log Hayd. pen. H.M. A6nukeeBa. - M.: UHOPA-M,
2009. - 400 c.: 60x88 1/16 + CD-ROM. - (Hayunas mbicab). (o06moxka, cd rom) ISBN 978-5-16-
003940-4 - Pexxum mocryma: http://znanium.com/catalog/product/182722

2. UadopmarmoHHelii  MeHemkMeHT: YueObnuk / H.M.AGaukeeB, B.M.bonnapenko,
A.l.Kucenes; Ilox nayu. pen. HM.A6aukees - M.: HUI] UH®PA-M, 2014. - 400 c.: 60x90 1/16 + (
Hom. mar. znanium.com). - (Yue6. ans nporpam. MBA). () ISBN 978-5-16-003814-8 - Pexum
noctyna: http://znanium.com/catalog/product/429111


http://znanium.com/catalog/product/1028593�
http://znanium.com/go.php?id=872151�
http://znanium.com/catalog/product/182722�
http://znanium.com/catalog/product/429111�
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3. Nndopmanunonnsiii menemxment / [Ipeodpaxkenckas T.B. - HoBocubupck :HI'TY, 2011. -
244 c.: ISBN 978-5-7782-1771-3 - Tekcr : AJICKTPOHHBIH. - URL:
http://znanium.com/catalog/product/556720

4. npopMaloHHBIM MEHEDKMEHT. MeToAnYecKre yKa3aHusl 10 BBIOJIHEHUIO KOHTPOJIbHBIX
pabot / AJIL. Diinuc, C.A. IlerpoBa. - Mocksa : HUI[ UH®PA-M, 2015. - 35 c.: 60x90 1/16 ISBN
978-5-16-103037-0 (online) - Tekcr : 3JIEKTPOHHBIN. - URL:
http://znanium.com/catalog/product/508980

5. Baronckuit Aunapeir Bragumuposwd. HMHpOpManMOHHBIE TEXHOJIOTHH: pa3padoTKa
MH(GOPMALIMOHHBIX MOJIENIEH U CUCTEM [DNEeKTPOHHBIN pecypc] : yueOHoe nmocobue / A. B. 3aToHCKuil.
- Mocksa: PHUOP: MUudpa-M, 2014. - 344 c. - ISBN 978-5-369-01183-6.
http://znanium.com/go.php?id=400563

6. MHpopManmOHHbIE TEXHOJIOTHU B SKOHOMHKE M yIpaBieHUH B 2 4. YacTe 1 : yueOHUK 11t
cpenHero mpodeccuoHnanbHoro obpaszoBanusi / B. B. Tpodumos [u ap.] ; mox pemakiueir B. B.
TpodumoBa. — 3-e m3x., mepepad. u gon. — Mocksa : MUznarenscTBo HOpaiit, 2019. — 269 c. —
(ITlpodeccuonanpHoe  oOpa3oBaHme).  — ISBN 978-5-534-09137-3. — URL
urait.ru/book/informacionnye-tehnologii-v-ekonomike-i-upravlenii-v-2-ch-chast-1-442381

7. YupapieHue npoekTamu (MMPOeKTHBIA MEHEKMEHT) : yuebHoe nocobue / I'.A. [loramesa. —

Mockpa : UH®PA-M, 2020. — 224 c. + Jlon. marepuansl [DneKTpoHHBIH pecypc]. — (Bricmiee
obpaszoBanue: bakanaBpuat). — DOl 10.12737/17508. - Tekcr : osaekrtponnsii. - URL:
http://znanium.com/catalog/product/1055100

6.2 IlepeueHb pecypcoB HH(POPMALMOHHO-TEJIEKOMMYHUKAIIMOHHOU ceTH « AHTEpHET».

Harnwonansnas snekrponnas oudmunorexa (HOB) www.rusneb.ru

ELibrary.ru Haydnas snekrponnas 6udianoreka www.elibrary.ru

Dnekrponnas oubmuorexa Grebennikon.ru www.grebennikon.ru

Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Taylor and Francis

JSTOR

Koncantunrosas rpynmna «Tepmuka». [HopmaTuBHO-TIpaBoBasi 6a3a MaHHBIX IO JAEIONPOU3BOJICTRBY,
JTOKYMEHTOO0OPOTY M apXUBHOMY Jneny]| [DnekrpoHHbi pecypce] / «Tepmuka» - DIEKTpOH, NaH.-
M.,— Pexxum nocryma: http://www.termika.ru/Catalog/catalog.html, ceo6oaubrit. — 3ari. ¢ skpaHa.
Docflow. Bce o mupe sieKTpoHHOro HOKyMeHTOOOOpoTa. [[lopTan MOCBAIIEH AICKTPOHHOMY
JOKYMEHTOOOOPOTY U CMEXHBIM oTpacisiM. OH Mpu3BaH NPEJOCTaBUTh YUTATENSIM CaMylo MOJHYIO,
CTPYKTYPUPOBAHHYIO U TIOJIE3HYIO HH(POPMAIUIO O PBIHKE, TEXHOJOTHSIX, PEUICHHUSIX, KOMIAHUSIX U
aunax].  [DnexkTpoHHBIH pecypc] - DnekTpoH, aaH.- M.,— www.docflow.ru, ceoboamsrii. — 3ari. ¢
JKpaHa.

DOC-Online. HesaBucuMblii mopTajl O CHCTEMax OSJIEKTPOHHOIO JOKyMEHTOOOOpoTa. Www.doc-
online.ru

6.3 IlpodeccuonasbHblie 6a3bl JAHHBIX H MH(OPMAIIMOHHO-CIIPABOYHbIE CHCTEMBI
Jloctyn k mpodeccruonanbHbM 0a3am ganubix: https://liber.rsuh.ru/ru/bases
WNudopmaninoHHble ClIpaBOYHBIE CUCTEMBI:

1. KoncynpranT Ilmtoc
2. l"apant


http://znanium.com/catalog/product/556720�
http://znanium.com/go.php?id=400563�
http://znanium.com/go.php?id=400563�
http://www.doc-online.ru/�
http://www.doc-online.ru/�
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7. MaTepuaJIbHO-TeXHHYeCKOe o0ecnevyeHue TUCIHUIINHBI

Jist obecnedyeHWs  NUCHMIUIMHBI  HMCHOJB3yeTCS  MaTepuadbHO-TEXHHUUYECKass  0asa
00pa30BaTENBLHOTO YUPEKICHUS: yU4eOHBIC ayAUTOPHH, OCHAIIEHHBIE KOMIBIOTEPOM U MPOCKTOPOM
JUTSl IEMOHCTPAIIMU y4eOHBIX MaTepHasIoB.

CocraB mporpaMMHOT0 00€CTICUCHHUSI
1. Windows

2. Microsoft Office

3. Adobe Creative Cloud

4. Kaspersky Endpoint Security

[TpodeccnonanbHbIC TOTHOTEKCTOBBIE 0a3bl JaHHBIX:

HarnuonaneHas snekrponHas oudnuorexa (HOB) www.rusneb.ru
ELibrary.ru Hayunas snextponHas 6ubamotexa Www.elibrary.ru
OnekrponHas oudianorexa Grebennikon.ru www.grebennikon.ru
Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Taylor and Francis

JSTOR

N~ wWNE

WHpopManoHHbIE CIIPABOYHBIE CUCTEMBI:
1. Koncynbsrant Ilmoc
2. Tapanr

8. Ob6ecneuenue 00pa3oBaTeILHOIO MpoIecca AJsl JUIl ¢ OrPAHUYEHHBIMH BO3MOKHOCTSIMHU
3110POBbSI H HHBAJINI0B

B xome peammzanuy JUCHUIUIMHBL MCIOJNB3YIOTCS CIEAYIOLIUE JONOJHUTENBHBIE METObI
00y4eHHMs, TEKYIIEro KOHTPOJS YCHEBAEMOCTH M TNPOMEXYTOYHOM aTrTecTaluu oO0ydaromuxcs B
3aBHCUMOCTH OT UX MHMBHYaTbHBIX 0COOEHHOCTEH:

® Ul CJENBbIX U CINA0OBUIAIIMX: JIEKUUU O(GOPMISIIOTCS B BHJAE IEKTPOHHOIO OKYMEHTA,
JOCTYIHOTO C IOMOLIbI0 KOMIIBIOTEPA CO CHELHATU3UPOBAHHBIM IPOrPAMMHBIM OOECIIEUCHHEM;
IIICbMEHHBIE 3aJaHMs BBINOJHAIOTCA Ha KOMIIBIOTEPE CO CIEHUAIM3UPOBAHHBIM IPOIPaMMHBIM
o0ecrneyeHneM WIM MOTYT ObITh 3aMEHEHbl YCTHBIM OTBETOM; OOECIEUMBAETCS WHIMBHyaIbHOE
paBHOMepHOE ocBemieHue He MeHee 300 JIOKC; A BBIMOJHEHHUS 3aJaHus MPH HEOOXOIUMOCTH
IIPEJOCTABIIAETCS yBEIMUYMBAIOLIEE YCTPONWCTBO; BO3MOXKHO TaKXKe MCIOJIb30BaHME COOCTBEHHBIX
YBEJIMYMBAIOIIUX YCTPOWUCTB; MUCHMEHHBIE 3a/1aHUs O(POPMIISIOTCS YBEIMYCHHBIM IIPU(PTOM; IK3aMEH
1 3a4€T MPOBOASATCA B YCTHON (hOpME MM BBINOJIHAIOTCS B IUCbMEHHOM (popMe Ha KOMIIbIOTEpE.

® Uil TIIYXUX M CIA0OCIHBIIIAIINX: JIEKIUU OQOPMIISIOTCS B BHUIE DJIEKTPOHHOTO JOKYMEHTa,
00  MpeaocTaBisAeTCs  3BYKOYCWJIMBAIOLIAsl — ammapaTypa MHAWBUAYAIBHOTO  TMOJb30BAHUS;
IIUCbMEHHBIE 3aJjaHUs BBINOJIHAIOTCS Ha KOMIBIOTEPE B MHCBMEHHOW (opMe; HK3aMeH M 3a4ér
MPOBOJISATCS B MUCBMEHHOM (hopMe Ha KOMIIBIOTEPE; BOZMOXKHO MTPOBEACHUE B (DOpME TECTUPOBAHMSL.

® Ul JIMIl C HapyLIEHUSMH OIIOPHO-IBUIATEIBHOIO ammapara: JIEKIUU Oo(GOopMIISIIOTCS B BHJIE
AJIEKTPOHHOTO JOKYMEHTA, JOCTYIIHOIO C IIOMOIIBIO KOMIIBIOTEPA CO CIEHUAIM3UPOBAHHBIM
IPOrpaMMHBIM ~ O0€CHeYeHUEM; TMHCbMEHHBIE 33/JaHUs  BBINOJHAIOTCS HAa KOMIIBIOTEpE CO
CIELUANTU3UPOBAHHBIM NPOTPaMMHBIM OOecrieueHHeM; YK3aMeH U 3a4€T IMPOBOJATCS B YCTHOM (opme
WM BBINOJIHAIOTCS B IUCBMEHHOM (popMe Ha KOMIIBbIOTEpE.

[Tpu HEOOXOIUMOCTH MpeyCMaTPUBACTCS YBEITNUYEHUE BPEMEHHU IS TIOATOTOBKU OTBETA.

ITponienypa npoBefeHHUs MPOMEKYTOYHOM aTrTeCTalMM Ul OOy4yaroIUXCs yCTAHABIMBACTCS C
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yu€TOM UX MHIUBHIYaJbHBIX Ncuxoduizndecknx ocodbenHocreil. [Ipomexxyrounas artecTausi MOXKeT
MIPOBOAMTHCS B HECKOJIBKO ITAIIOB.

[Ipu mnpoBeseHWMH TPOLEAYPHl OLEHUBAHMUA pPE3YJIbTaTOB OOyUYeHHs IpeIycMaTpUBaeTCS
UCTIOJIb30BaHNE TEXHUYECKHUX CPEICTB, HEOOXOMUMBIX B CBS3HM C WHAMBHIYATbHBIMH OCOOCHHOCTSIMHU
oOydJaromuxcsi. OTH CpeACTBA MOTYT OBITh MPEJOCTABICHBl YHUBEPCUTETOM, WM MOTYT
WCTIOJTB30BaThCsI COOCTBEHHBIC TEXHHUECKUE CPEIICTRA.

[TpoBenenune mpoueaypsl OLEHUBAHUS PE3YAbTaTOB OOYyYEHHs JOMYCKACTCSI C MCIOIb30BaHHEM
JTMCTaHIIMOHHBIX 00pPa30BaTEIbHBIX TEXHOJIOTHIA.

ObecneunBaercs AOCTYN K HHGOpPMAIMOHHBIM U OubimorpaduyeckuM pecypcam B CETH
WuTepHeT uist Kakaoro odydaronierocst B popMax, alaiTHPOBAHHBIX K OTPAHUYCHHUSIM HX 37I0POBbS U
BOCTIPUATHS UHPOPMALIUU:

oIl CIEMbIX M CHA0OBHISIIIMX: B TIedaTHOM (opme yBeaudeHHBIM IpudTom, B Qopme
3JIEKTPOHHOTO JIOKYMEHTa, B (hopMme aynnoddaiina.

® JUISI TIIyXUX M CJIA0OCIBIIIAIINX: B TeYaTHON opme, B (hopMe JIEKTPOHHOTO TOKYMEHTA.

® U151 0OYJAIOIINXCsl C HAPYIICHUSIMU OMOPHO-BUTATEIBHOTO armapara: B IeYaTHOH gopme, B
(dhopme IEeKTPOHHOTO JOKYMEHTa, B (hopme aynuodaiina.

Y4eOHbIC ayIUTOPUU IS BCEX BHJIOB KOHTAKTHOHM M CaMOCTOSTEIBHOH pa0OThI, HaydHas
OubIMoTeka W WHBIC TOMEIICHHUS Ui OOYYEeHHS OCHAIEHBI CHEIUAIBHBIM O0OpPYJOBaHHEM U
y4eOHBIMH MECTaMH ¢ TEXHUYCCKHMH CPEICTBAMU OO YUCHUS:

® ISl CIIENIBIX U CIIA0OBUJISIIIMX: YCTPOMCTBOM JIJisi CKAHMPOBAHMS M YTEHUs ¢ Kamepord SARA
CE; nucruteem bpaiinst PAC Mate 20; npunarepom bpaitns EmBraille ViewPlus;

o UIsl TJIYXUX M CIa0OCIHBIMAININX: aBTOMATH3UPOBAHHBIM pPa0OYUM MECTOM JUIsS JIIOJEH C
HapYIICHHEM CJTyXa U CI1a0O0CIIBIIIANINX; aKYCTUICCKHH YCHIIUTEb B KOJIOHKH;

o Uisi OOYYarOIIMXCS C HAPYIICHUSMH OIMOPHO-IBUTATEILHOTO ammapaTa: TMepeaBUKHBIMH,
perynupyeMbiMu  dproHomudeckumu napramu CH-1; KOMIBIOTEPHON TEXHUKOW CO CIHEIUAIBHBIM
MIPOrPaMMHBIM 00€CIICYCHUEM.

9. Metoanueckue MaTepHaJIbl

9.1 IInanbl ceMUHAPCKUX/ MPAKTHYECKUX/ JJA0OPATOPHBIX 3aHATHIA

Paznen 1. UndopmannoHHbI MeHEIKMEHT: MOHSAITHE M UCTOPUS BO3HUKHOBEHHS

Tema cemunapa: HpopMarimoHHBI MEHEPKMEHT: TIOHATHE U HCTOPHUS BOSHUKHOBEHHS
KoHTpoJibHBIE BOPOCHI:

1. PaccmoTtpets MIOHSATHUS «MEHEIKMEHT, «H(OPMATMOHHBIN MEHEKMEHT,
«TOKyMEHTALlMOHHBIH ~ MEHEDKMEHT», «YIpaBJIeHHE JIOKyMEHTalUeW», <«IOKYMEHTalHOHHOE
o0ecriedeHre ynpaBIeHHUs» U YCTAHOBUTD CBSI3U MEXIY HUMHU.

2. Bo3HuKHOBeHWE W pa3BUTHE HMHPOPMAIMOHHOTO OOIIECTBa, POCT O0OBEMOB HWH(MOpMaAIUu B
yYIpaBJICHUHU.

3. ChopmynupyiTe BEIBO IO UTOTaM H3YyUCHHUS.

Paszpnea 2. [lpenmer, neiu, 3a1a4u, OCHOBHbIE (PYHKIMH UHPOPMALMOHHOIO MEHE)KMEHTA B
OpPraHu3aNuu

Tema cemunapa: Pa3zpaboTrka Mojenu HHGOpMaMOHHONW HHPPACTPYKTYPbl OpraHU3alun
KoHTpoJibHbIE BOPOCHI:

[TocTpoenne moaeny HHPOPMALMOHHAS UH(PPACTPYKTYpa opraHu3anuu (MHGOpMaIIMOHHBIE CUCTEMBI,
MH(QOPMAIIMOHHBIE PECYpPChl, TEXHHUYECKHE CPEICTBAa YIPABIEHHS), COOTBETCTBYIOIIEH OCHOBHBIM
¢GbyHKIMAM WHPOPMALMOHHOTO MEHEIKMEHTa M0 IUJIAHWPOBAHUIO, OPraHW3allld, MOTHBAIMUA U
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KOHTPOJIIO YIIpaBiIeHUs nHPOpMaLKel 1 JOKYMEHTAIlUeH B OpraHn3aluy.
Pa3nes 3. TunoJiorusi OpraHu3alMOHHBIX CTPYKTYP MHGOPMAIMOHHOTO MEHEIKMEHTA

Tema cemunapa: IIpoekTHpOBaHUE CTPYKTYPHI CIYKOBbl HHPOPMAIIMOHHO-TOKYMEHTAIIMOHHOTO
obecrieueHrs opraHu3anuy (o KOHKPETHBIM UCXOAHBIM JTAHHBIM)

KoHTpoJsbHbIE BONIPOCHI:

1. Kakumu JOKyMEHTaMH  pErjJaMEeHTUPYETCS  JIeATENbHOCTh  CIYKObl  MH(POPMAIMOHHO-
AOKYMCHTAIIMOHHOTO OGCCHC‘ICHI/IH OpraHu3aluu.

2. Kakue ¢yHKIMM M 3a7adu BO3JaraloTcs Ha CiIyx0y HH(POPMAIMOHHO-IOKYMEHTALIHOHHOTO
o0ecrieyeHrs: OpraHu3aIim.

3. Kakoe mecto ciyx0a HMHPOPMAIMOHHO-TOKYMEHTAIIUOHHOTO OOECIEUYCHHSI MOXXET 3aHUMaTh B
CTPYKTypE OpraHU3aIIHH.

4. Kakue (akTopbl BIUAIOT Ha CTPYKTYPY U YHMCIEHHOCTb COTPYIAHHKOB CIY>KOBbI MH(POPMAIMOHHO-
JOKYMEHTAI[HOHHOTO 00ECTICYCHHUSI.

Pazgen 4. UuTerpanust HHGOPMAIMOHHBIX U IOKYMEHTAIMOHHBIX (B T.Y4. apXHBHBIX) pecypcoB
OpraHu3anuu

Tema cemunapa: Pa3pabGorka cxembl IBHXKEHHS HWH(OPMALMOHHO-IOKYMEHTAIIMOHHBIX TOTOKOB B
opraHu3aiuu (Mo KOHKPETHBIM UCXOIHBIM JaHHBIM)

KoHTpoJibHbIE BOPOCHI:

1. OnummuTe OCHOBHBIE 3TAIBI )KU3HEHHOTO IIMKJIA JOKYMEHTUPOBAaHHON MH(OpMAIIHH.

2. Ot xakux (akTOpOB 3aBUCUT pa3padOTKa MapUIpyTa JBUKEHHS IOKYMEHTA B OpraHU3aIiu.

3. Pazpabotath cxemy ABMKEHUS HHPOPMAITMOHHO-T0OKYMEHTAIIHOHHBIX IOTOKOB B OPTaHU3aIMK (17151
BXOJIAIIUX, UCXOASIINX U BHYTPEHHUX IOKYMEHTOB).

Paszpnea S. [IpoekTupoBaHue U BHepeHHEe cUCTeM HH(POPMALMOHHOI0 MEHEIKMEHTAa

Tema  cemmnapa: Pacuer dkoHOMHYeckOW  A()PPEKTUBHOCTH  TMPOEKTOB  ONTHMH3AIUH
NudopmannoHHOT0 MEHEKMEHTA (110 KOHKPETHBIM HCXOIHBIM TaHHBIM)

KoHTpoJibHBbIE BOPOCHI:

1. B ueM cOCTOUT CyTh IPOEKTOB ONTUMHU3AUN MH(OPMAIIMOHHOTO MEHEPKMEHTA.

2. Kakue moka3arenu yYuThIBAIOTCS MPU PacdyeTe SKOHOMUYECKON 3(h(PEKTUBHOCTH TTPOCKTOB.

3. KakoBbI ipsiMbIe 1 KOCBEHHBIE TTOKa3aTeNn dPPEKTUBHOCTH TPOESKTOB.

HNuTepHer-pecypcbl

Pa3znes 6. OnbIT ¥ epCHeKTUBBI Pa3BUTUS HHPOPMAIIMOHHOT0 MeHea)kMeHTa B Poccun

Tema cemuuapa: l3ydyeHue BO3MOXKHOCTEH ayTCOpCHHTa B WH()OPMaIMOHHO-IOKYMEHTAIIHOHHOM
obecrnieueHnn

KoHTpoJibHbIE BOIPOCHI:

1. KakoBbI OCHOBHBIE ITPOOJIEMBI B pa3BUTUN MH(POPMAITMOHHOTO MEHEHKMEHTA.

2. B 4yeM cOCTOUT CyTh ayTCOPCUHTA, €r0 BUIbI.

3. Kakue yciayru u Ha Kakux yCJIOBMSIX NPEAJAraloT OpraHu3allii, 3aHUMAIOLIUECs] ayTCOPCUHIOM B
obnactu nHOOPMAITMOHHO-JOKYMEHTAITMOHHOTO 00eCIICYCHUSI.

9.2 MeTtoanyeckue peKOMeHIAIMH 0 MOATOTOBKE MHCbMEHHBIX PadoT
Bun camocrosTensHO#M paboThI: MOATOTOBKA pedepara.
[TonroroBka pedepara TO3BOISAET 3aKPEMHUTh TEOPETUYECKUE 3HAHHMSA MO IHCIUILIMHE,
MPUOOPECTH HABBIKM CAMOCTOSATEIHHOTO YIIyOJIEHHOTO M3YYEHHUs OJHOTO W3 pasnuenoB kypca. [Ipu
MOJTOTOBKE pedepaTa CTYACHTHI IOJNyYalOT HABBIKM M YMEHHE padoTaTh € HCTOYHHKAMH U
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TUTEPATypOi, aHATU3UPOBATh (AKTHl U JaHHBIC CHCIHATBLHON JTUTEPATyphl, U3JIaraTh MPOYUTAHHOE
COBpPEMEHHBIM MPO(PECCUOHAIBHBIM SI3bIKOM.

Pedepar nmomxeH ObITh OoOpMIIeH B COOTBETCTBUU C TPEOOBAHUSMHU, NPEIBIBISIEMBIMU K
MOATOTOBKE U 0(hOPMIICHUIO HAyYHBIX PadoT.

Pedepart Brimrouaert:

- TUTYJIBHBIH JIUCT;

- OTJIaBJICHHE;

- BBEJICHUE;

- OCHOBHYIO 4acTh (TeMaTUYECKUE pa3/Ieibl);

- 3aKJII0YCHHE;

- CIIUCOK MCTOJIb30BAHHBIX HCTOYHUKOB U JINTEPATYPHI.

O6bem pedepara - 15-20 crpanun Tekcra (mpu Habope uepes 1,5 WHTEpBaja W pasMepe
mpudta 13-14). Pedepar numercs Ha OAHON CTOpOHE CTaHAAPTHOrO JUcTa Oymaru ¢opmara A4
(210x197mm).

Crpanunpsl pedepata HyMepyloTcst apaOCKuMH LuppaMd Ha BEpXHEM II0JIe JUCTa, 0e3
KaBbIYEK, Ne(UCOB U APYTUX 3HAKOB NMpENUHAHUs. TUTYNIbHBIN JUCT U OIVIaBlIEHUE HE HyMEPYIOT, HO
BKIIIOYAIOT B 0011t 00beM pedepara.

HayuHno-cripaBouHblif anmapaT pedepara BKJIIOYAET CIHUCOK HWCTOYHHWKOB M JIUTEPATYyphl U
MOJICTPOYHBIE CHOCKH. [10CTpOYHbIE CHOCKH UCHOJB3YIOTCS BO BCEX CIIy4asX LHUTHPOBAHUS B TEKCTE
pedepaTa MpaBOBBIX aKTOB, JOKYMEHTOB, MPOU3BEACHUN aBTOPOB MOHOTpaduii, cTaTeil, yueOHUKOB,
y4eOHBIX TOCOOUH, a TaKXKe MPHU [IUTUPOBAHUH CTAHIAPTHBIX OIPEIEICHU TEPMUHOB U MOHATUHN. Bee
npuBoauMbIe B pedepare ¢akThl, MU(PHI, AaThl, KOHKPETHBIC ITaHHBIE TAaKXE JOJKHBI OBITh
MOJITBEPKICHBI TOJICTPOYHBIMU CHOCKaMH.

CHOCKM HyMEpYIOT B IIpe/iesiax OJHON CTpaHHUIbl apaOCKUMHU HudpamMu, TEKCT CHOCKH pa3MelaloT
IO/, OCIEAHEN CTPOKOM TEKCTa



17

[Tpunoxenune 1. AHHOTAIHS
paboueii mporpaMMsbl AUCITUTLTHHEI

AHHOTAIIUSI PABOYEH ITPOTPAMMBI JIJUCHUATLIAHBI

Jucuummna «MHpopMaMOHHBIN MEHEKMEHT» peanusyeTcs Ha DakyabTeTe apXUBOBEICHUS
u JokymeHroBeneHus Kadenpoll aBTOMaTU3MPOBAaHHBIX CHUCTEM JIOKYMEHTAllMOHHOIO OOECIeYeHMs
yIpaBJICHUS.

Ienp aucoUmIMHBL — 00€CHeUnTh HEOOXOAMMBIM M OCTATOYHBIN YpOBEHb TEOPETUYECKUX
3HaHUIl W HAaBBIKOB HUX TNPUMEHEHHS B PEIICHHM NPAKTUYECKUX 3a7ad HMH()OPMAIMOHHOTO
o0ecreyeHus AeATeNbHOCTH OpraHU3aIiH.

3anaum Kypca:

- U3y4EHUE TEOPUH U MIPAKTUKU YIIPABICHUS JOKYMEHTALMEHl B COBPEMEHHBIX YCIOBUSX;

- BBIpa0OTKa y CTYAECHTOB HAaBBIKOB CaMOCTOATENBbHON pPabOThl ¢ WH(POPMALMOHHBIMU
pecypcamu opraHu3alyu.

JlucuuIuinHa HarpasieHa Ha pOPMUPOBAHUE CIEIYIOIUX KOMIETECHIIHA:

YK-2 Crioco6eH yrpaBisTh MPOSKTOM Ha BCEX 3TAIax €ro XKU3HEHHOTO MUK

OIIK-1 CrmocobeH npuMeHATh (QyHAAMEHTANbHbIC 3HAHUS, IOJyYECHHBIE IPU OCBOCHHUHU
IIPOrpaMMbl MarMCTPATyphl, IpU pa3pabOTKe U OCYLIECTBICHUH COLMATbHO-3HAYMMBIX ITPOCKTOB

OIIK-2 CnocobeH caMOCTOSTENbHO padoTaTh C MCTOYHMKAMU HMH(GOpPMAIMH, HENPEPHIBHO
COBEPILIEHCTBOBATh YPOBEHb MPO(ECCHOHAIBHON OTOTOBKU

OIIK-4 CriocobeH uCHOab30BaTh CIEIHMaIbHBIE NpPO(ecCHOHaNbHbIE 3HAHUA B O0JIACTH
MH(GOPMALIMOHHBIX TEXHOJIOTHH, IPUMEHSIEMBIX B IPO(ECCHOHANBHON NeSITEIbHOCTH

I1K-3 Criocob6eH yrpaBisiTh JOKyMEHTalUEH OpraHu3aliu

B pe3ynbrare 0CBOCHUS AUCLUILIUHBI O0YYaIOUICS JOKEH:

3HaTh:

METO0JIOTHI0 HHPOPMALIMOHHOTO MEHEIKMEHTA

cocTaB MH()OPMAIIMOHHBIX PECYPCOB OpraHU3allNY;

YMmers:

aHAJM3UPOBATh COLMAIBHO 3HAYMMBIE MPOEKTHI M MPOLECCHI C UCIIOIB30BAHUEM METOO0IOTUU
MH(GOPMALIMOHHOTO MEHEIKMEHTA

aHAJM3UPOBATh CTPYKTYPY HHPOPMALMOHHBIX PECYPCOB OPTaHU3AIMH

Bnaners:

HaBbIKAMU  YOpABJICHUSA  JOKyMEHTAallMel  OpraHu3allid Ha  OCHOBE  METOJOJIOTHH
MH(GOPMALIMOHHOTO MEHEIKMEHTA

METOJaMH YIpaBIeHHs HH(POPMAIIMOHHBIMH peCypcaMy OpraHU3altu.

[To nucuurunHe (MOOyt0) MPEeAYCMOTPEHA IPOMEKYTOUHAS aTTeCTAlMs B (hOpME dK3aMeHa.

OO1m1ast TPyA0EMKOCTh OCBOCHHUS AUCLUUIUIMHBI COCTABIIACT 3 3a4ETHBIX €UHHII.
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