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1. IlosicHuTebHAA 3aIIHCKA
1.1. Ileab u 3aga4u AMCHUAILINHBI

[lenb AMCUMIUIMHBL: TOJATOTOBUTH BBIMTYCKHHKA, O00JAarolIero JOCTaTOYHBIM U
HEOOXOAMMBIM YPOBHEM TEOPETUUYECKUX 3HAHMM M HABBIKOB MX NPUMEHEHHUS B PELICHUU
MPAKTUYECKHX 3a7a4 padoThl ¢ MHPOPMAIIMOHHBIMU TeXHOIOorusIMH B JJOVY.

3anauu:

- U3y4Y€HUE OCHOBHBIX MOHSTHUN, UCHOJB3YEMBIX B IMpOLECCe MPUMEHEHUs HWH(OPMALMOHHBIX
texHnojoruii B 10V

- U3yYCHHUE UCTOPUH IPUMEHEHHS HHGOPMAITMOHHBIX TexXHoorui B IOV

- I3Y4YCHHE HOPMAaTHBHO-TIPABOBBIX OCHOB IIPUMEHEHHsI HHPOPMAIIMOHHBIX TeXxHonorui B JJOVY;
- U3y4YeHUE TEXHUYECKOrO0 M TMPUKIATHOIO MPOTPAMMHOIO OOECHEUEHHUs, HCIOJb3YEMbIX MPH
OpTaHHU3AINH AICKTPOHHOTO TOKYMEHTO000pOTa, HHPOPMAIIMOHHOM 00ECIICYeHUHN YIIPaBICHUS,
OpraHHu3aly XpaHEeHUs JOKYMEHTOB Ha TPAJIMLIMOHHBIX U JIIEKTPOHHBIX HOCUTEIISX;

- U3y4YeHHUE MPUHITUIIOB BHIOOpA M OpPraHU3alliy BHEJPCHHS M UCIIOJIb30BAHUS TEXHHYECKOTO U
POrPaMMHOT0 OOeCTIeUeHUsI;

- U3y4eHHe HH()OPMAIIMOHHBIX CHCTEM U OCHOBHBIX HHPOPMAITMOHHBIX pecypcoB B JJOY;

- M3y4YeHUE M aHalu3 CpPeJICTB 3aluThl HHGOpPMALUU B HH(POPMAIMOHHBIX CHUCTEMaX,
ucnoiabszyemsix B JIOV.

1.2. [lepeyeHb MIAHUPYEMBIX P€3YJILTATOB 00YUYeHHs MO TUCHHILTHHE (MOOYI10),
COOTHECEHHBIX ¢ HHANKATOPAMM J0CTHKEHUS] KOMIIeTeHI U

0a3oBBIC 3HAHUSA B
obnactu
MH(}OPMALIMOHHO-
KOMMYHUKAITHOHHBIX
TEeXHOJIOTHI B cepe
CBOEH
npodeccnoHanbHOM
JeSATEIIEHOCTH

Kommnerenmym WHuKkaTophl KOMITETEHIHIA Pe3ynbraTsl 00y4eHus
OIIK-4. Cmnocoben | OIIK- 4.3. O06namaer HaBBIKAMA 3HaTh: UH(POPMALIMOHHBIE
UCIIOJIb30BATh UCIIOJIb30BaHUS HHPOPMAIIMOHHO- | CHCTEMBI, UCIIOJIb3yEeMbIC B

KOMMYHHKAIIMOHHBIX TEXHOIOTHI
B chepe TOKYMEHTAIlMOHHOTO
oOecrnieueHust ynpaBjieHus: U
apXUBHOTO Jieja

JOKYMEHTAIMOHHOM
o0ecreyeHnn yrpaBieHus U
apXHUBHOM JIeIie

YMeTb: UCOIb30BaATh
MH(OPMaLIMOHHO-
KOMMYHHUKAI[HIOHHbIE
TEXHOJIOTUH C LEJIBIO
OpraHu3aIiu
JIOKYMEHTalHOHHOTO
oOecrneyeHyst ynpaBjieHus: U
apXMBHOT'O XpaHEHUS
JOKYMEHTOB

Brnaners: HaBbIKaMu BbIOOpA
ONITUMAIIbHBIX HH()OPMAIIHOHHO-
KOMMYHHUKAI[HOHHBIX PELICHUN
IIPU BBITIOJIHEHUH padoT 1O
JIOKYMEHTallMOHHOMY
00ecrevyeHnIo yIpaBieHus u
apXUBHOMY JIeTy
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1.3 MecTo TUCHUIIMHBI B CTPYKTYPe OCHOBHO# 00pa3oBaTe/ibHOI MPorpaMMbl

Hucuummuna «MHpopMmanmonnsie TexHomoruu B JJOY» OTHOCHUTCS K 00s3aTeIbHBIM
JUCIUIUIMHAM Y4eOHOro TIUIaHa TIOJArOTOBKM CTYACHTOB IO HAIpPaBICHUIO MOATOTOBKU
«JlokyMeHTOBeIeHNE U apXUBOBEACHUEY.

Jlis ocBOEHMSI JMCUUIUIMHBI (MOIYJisi) HEOOXOAMMBI 3HAHUS, YMEHHUS W BIAJCHMUS,
c(OPMHPOBAHHBIE B XOJI€ M3YYCHHS CIEAYIOMNX TUCHUIUIMH W TPOXOXKACHUS IPAKTHK:
«HpopMaIIIOHHBIE TEXHOJIOTHI.

B pesynbTare OCBOCHHMS TUCHMIUIMHBI (MOIyJsi) (OPMHUPYIOTCS 3HAHUS, YMEHHS W
BJIQJICHUSA, HEOOXOAMMBIC NJISi M3yYEHUS CIEAYIOIUX IUCHUIUIMH U TPOXOXKIEHUS MPAKTHK:
«MHpopMaIIOHHBIE TEXHOJIIOTUM B apXMBHOM Jene», «CHUCTeMbl XpaHEHHS HJIECKTPOHHBIX
JIOKYMEHTOBY.
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2. CTpyKTypa JUCUMILIIHHBI
OO6mmas TpyA0€MKOCTh TUCIUIUIMHBI COCTABIISIET 3 3.€., 108 akageMHUYecKHUX 4acoB.
CTpyKTypa IMCUMILIMHBI 1JIS 04HO# opMbI 00yUeHHsI
O0beM TUCIUIUIMHEI B ()OpME KOHTAKTHOW PaOOThI OOYYAIOMIMXCS C MEAaroru4ecKuMHU

paboTHUKaMU U (WJIK) TUI[AMH, TPUBJIEKAEMBIMH K pealin3alii 00pa3oBaTeIbHON MPOrpaMMBbl Ha
MHBIX YCIIOBMSIX, IIPY IPOBEACHUM YUEOHBIX 3aHATUMI!

Cemectp | Tun yueOHBIX 3aHATHIA KonnuectBo
4acoB
3 Jlekuun 24
3 JlaboparopHbie paboThI 36
Bcero: 60

O0BeM AUCIUIUTHHBI (MOIYIIs) B GOPME CaMOCTOSTEILHON pab0Thl 00YUYAIOITUXCS
cocTaBisieT 48 akaJleMUYECKUX YacoB.
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3. Conep:kaHue QUCHUIIINHbBI
Pasnen 1. BBenenue

IIpeamer, nmenp u 3amaun Kypca. Mcrounuku u jureparypa mno Kypey. Passutue
nHpopManMoHHBIX TexHoJorui B JJOY.

OcHoBHble TepMuUHBI W omnpenencaus B obmactu UT B JIOY; aBTOMatusamus u
uHpopmaruzanus, nHpopmanmonueie TexHomorun (MUT), muabopmarmonnsie cuctemsr (MC),
KOpITOpaTHBHbIE HH(POPMALIMOHHBIE CHCTEMBI, aBToMaTtu3upoBanneie cucrtemsl JJOY (ACHOY),
CUCTEMBI 3JIEKTPOHHOTO JoKyMeHTooOopoTa (COJ]) aneKTpoHHBIE NTOKYMEHTBI, 3JIEKTPOHHBIN
TOKyMeHTooO0opoT Hu np. ComocTaBiieHHE MEXIyHApOJHOW M OTEUECTBEHHOW MNpO(UIBHOM
TEPMHUHOJIOTHH.

Ponb Kypca B COBEpIICHCTBOBAHWU OpPraHU3aIMK Pa0OTHI C JOKYMEHTAaMH B yIpaBJICHUH,
CO3IaHUH ONTUMAJIBHBIX YCIOBUM pabOThI CIIyK0 JOKYMEHTAIMOHHOTO OOECIIeUEHUSI.

3nayenue nHpopmaruzauu JJOY u apxuBHOro nena Ha coBpeMeHHOM dTane. OCHOBHbBIE
uH(pOpMallMOHHBIE TeXHOIOTUH, NpuMeHsiemble B JIOY u apxuBHom aene. HMubopmanmoHHbie
CBOICTBa JIOKYMEHTOB. 3aKOHOMEPHOCTH pOCTa, CTAPEHUS M pacCesiHUS JOKYMEHTHOH U
HpopManui.  ABTOMAaTU3HpPOBaHHbIE  WMH(MOPMAIMOHHO-TIOMCKOBBIE  CHCTEMBI M HX
knaccupukanus. OtpacneBas CHUCTEeMa HaydyHO-TEXHHYECKOW wuHQopManmuum B 00JIacTu
JIOKYMEHTOBEACHUS U apxXuBHOTO nena. [lepcniekTuBHbie Hanpasinenus npumenenust UT B JIOVY.

Paznen 2. Uctopus aBromatuzanuu J10Y

OcHoBHbIC 3Tanbl aBTOMatu3anuu JJ0Y.

Otanbl  BHEAPEHHUsS  aBTOMATU3MPOBAHHBIX  TEXHOJIOTMH  0OpabOTKM,  CO3/aHus,
UCIIOJIb30BAaHUSl U XPAHEHMsI JOKYMEHTOB. OBOJIIOIMS ATHX TEXHOJOTHMH M HX BIUSHUE Ha
npolecchl JIOKyMEHTHpoBaHUA. M3ydyeHue ocoOeHHOCTel U 3akOHOMEpHOcTed paldoThl ¢
JOKYMEHTaMH, 3a()MKCHPOBAaHHBIMH Ha HOBBIX HOCHTEISIX HH(pOpManuy (MAlIMHOYUTAEMBIC
JIOKYMEHTBI, 3JIEKTPOHHBIE IOKYMEHTBHI).

Co3nanue o0IIerocyJapcTBEHHOM cucteMbl cOopa M 00paboTKH MH(pOpPMAIUK TS ydeTa,
IUIAaHUPOBaHUsT M ympaBlieHUs HapoaHbiM Xxo3siiictBom (OI'AC), aBTOMaTH3MpPOBAaHHBIX
oTpacineBbix cucteMm yrpasieHus (ACY). TunoBas cucreMa JOKyMEHTAIIMOHHOTO OOeCreueHus
ynpasnenus (TC/1O). Co3nanue aBTOMaTU3UPOBAHHBIX MH(OOPMAIIMOHHO-IIOUCKOBBIX CUCTEM 10
YYETHOM W CTAaTUCTHMYECKOM JIOKyMEHTAallud, aBTOMAaTHU3UPOBAHHBIX CHCTEM KOHTPOJIS
ucnonHenus nokymenToB (ACKHN/). Ludposas sxonomuka B Poccuiickoit @enepanuu.

Pazgen 3. TpeGoBaHusi HOPMATHBHO-NIPABOBBIX M HOPMATHBHO-METOIHYECKMX JOKYMEHTOB,
perJiaMeHTHPYIOLUX HCI0/1b30BaHie HH(pOPMALMOHHBIX TexHoaoruil B JIOY

MexiyHapoaHbIE PAaBOBbIE aKThl. 3aKOHOJATENbHbIE U IOA3aKOHHBbIE aKkThl PO.
[TocranoBnenuss u pacnopsbkenus IlpaBurensctBa P®, denepanbHble U pervoHalbHbIE
IpOrpaMMbl, cTpaTerun U KoHuenuuu. Ctparerust pa3BUTHS HH(OPMALMOHHOIO OOIIECTBA B
Poccuiickoit ®denepaumu. Hanumonanehas nporpamma «Lludposas skoHomuka Poccuiickoit
®enepannn». HopMaTMBHO-METOAMYECKHE JOKYMEHTBI, MEXAYHAPOJHBIE W HAI[MOHAIbHBIC
CTaHJAapTHI B 00J1IaCTH HHPOPMALIUY U TOKYMEHTALIUH.

Pazgen 4. OcHoBHble 00bekTHI M NpUHUUNBI aBToMaTu3auuu JIOY u opranusanum
3J1eKTPOHHOI0 I0KYMEHT0000poTAa.

Henu u 3agauu, cTosiue IpU UCIONIb30BaHUM MHPOpPMAIMOHHBIX TexHonoruit B JIOY.
Tunossle 3amaun aBromatuzauuu [1OVY: co3ganue, mepenada, XpaHEHHE, IOUCK, KOHTPOJIb
VICITOJTHEHUS JIOKYMEHTOB.

OcHoBHbIE HTHPOPMALIMOHHBIE TEXHOJIOTHH, UcTioNb3yeMble B JIOY u ux kiaccupukanus.
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TexHonoruu: BKJIIOYEHUS JOKYMEHTOB B CHUCTEMY YIIPaBJICHUS TOKYMEHTAMHU U PETHCTpallid B
HEell; ynpaBlieHUs JOKYMEHTaMH B CHCTEME (pacHpelesIeHHOTO YMpPaBICHUS ITOKyMEHTAMH);
JOCTyTa, OUCKA W HCIIOJNb30BaHMS JJOKYMEHTOB B CUCTEME M KOHTPOJIS 32 UX HCIOJIHEHUEM;
XpaHEHHS U YHHUTOXKECHUS JOKYMEHTOB. TEeXHOIOrMM MOTOKOBOT'O CKAHUPOBAHUS U Pa3MHOKCHHUS
JIOKYMEHTOB H T.II.

[TonATHe «ANEKTPOHHBIA JOKyMEHT». OCHOBHBIE BHUJBI AJIEKTPOHHBIX JTOKYMEHTOB.
DNEeKTPOHHAs MOITUCH.

Bunst  unbopmanmu, conepxkamieiics B JIEKTPOHHOM  JOKYMEHTE: TEKCTOBas,
rpadudeckas, TabJMIHas U T.I1.

[loHsITHE «3NEKTPOHHBINA JOKYMEHTOOOOPOT», €0 BOZMOKHOCTH U IIyTH UCIIOJIb30BAHMSL.

OCHOBBI OPUJIMYECKH 3HAUYMMOTO 3JIEKTPOHHOrO JOKyMeHTooOopota. HopmaTtuBHO-
paBoOBOE 0OECTIEYeHHE MPOIIECCOB UCIIOIB30BAHUS HHPOPMALIMOHHBIX TexHonoruit B JJIOY.

OcHoBHbIe BuABI (opmaToB, ucmoiab3yemble B JIOY. ®opmarbl TpeacCTaBICHHS H
XpaHEHHUs JJIEKTPOHHBIX TOKYMEHTOB. OTKphIThie (hopMaThl. IlepcrieKTHBBI HCIIOIB30BaHUS
OTKPBITHIX (hOpPMATOB M CBOOOTHOTO MporpaMmmuoro oodecniederus (CI10) B Poccun u 3a pyoeskom.
HopmatuBHO-IpaBOBblE M METOAMYECKHE JIOKYMEHTBI, PEIVIAMEHTUPYIOLIME IPOLECCHI
ucnonszoBanusi CIIO u otkpeIThiX popmaroB B Poccun.

[TpuHIHITB! 1 dTaIBl pa3paboTKX ¥ BHEAPECHUS HHPOPMAITUOHHBIX CUCTEM B JCSITCILHOCTD
opranu3zanuu. 3agauu, GyHKIUU U CTpyKTypa uHpopmaimonHoil cucremsl (MC) opranuzanuu.
Tepmunonorus, ucnonb3yemast B MIC. [IpoekTHbIE pelieHns: COBPEMEHHBIX MH(POPMAMOHHBIX
cucteMm B obnact JJOY. OTkpbIThie HHGOPMAIIMOHHBIE CUCTEMBI, KPUTEPUU UX OLEHKU.

Paznen 5. Peanu3zanmst 3aga4q JIOY ¢ momombio MS Office

[TpuHIMOBl TOCTpOEHUS M (PYHKLIMOHUPOBAHMUS OPHUCHBIX CHCTEM B cpejae nakera MS
Office. [loaroroska, peructpauus, o0padoTka U XpaHEHUE JOKYMEHTOB cpecTBaMu nakera MS
Office.

[lonsiTue perucrpanuonHas kaprouka gokyMeHnta B ACY /I, Ha3HaueHue U BO3MOXKHOCTHU
ucnonb3oBanus. Vcnosnp3oBaHue kinaccudukarop u pyopukaropos ais co3nanus b/ yuerHoro
THUIIA.

Peanuzanus 3amaum KoHTpois ucnonHeHus B cpere makera MS Office. Crpykrypa
CTaHJAapPTHBIX 3aIPOCOB JIsl PELIEHUS 3a7ad KOHTPOJIS 3a MCIOJIHEHHEM JOKYMEHTOB. [Ipumepnl
UHTEpdEicoB.

[TonsTus «otueroBy», «hopm» u «mabnoHoB» B cucteme MS Office. Mcnonb3oBanue
11120JIOHOB M 3JIEMEHTOB aBTOTEKCTA.

JlonosHUTENbHBIE BOBMOXKHOCTH padboThl ¢ opucHbIMU nTporpammamMu Word u Excel B MS
Office:

- Co3ianue naHesnel HHCTPYMEHTOB M KHOTIOK.

- ABTOMaTH3a1Msl BBITIOJIHEHUS 3a/1a4 € TTOMOIIbI0 MaKpocoB. CIoco0bI CO3/1aHMsI MAKPOCOB.
- ABTOMaTH4YECKOE CO3/1aHKE OTJIABJIEHUS U TII0CCApHsL.

- Pabota ¢ popmamu u Tabnunamu.

[Tonsatne «KOMIO3UIIMOHHBINA SJEKTPOHHBIM JOKYMEHT» W IPUHLHIBI €r0 CO3/JIaHMS.
KomOunupoBanue pa3HOBHJIHOCTEH (TEKCTOBOM, rpaduyeckoil, TabauuHOW) MH(pOpManMMU B
JIOKYMEHTE.

Poccuiickue ananoru MS Office.

Pazgen 6. Ba3bl 1aHHBIX B HHGOPMALIMOHHOM 00ecTieYeHHH YIPaBJIeHUS.

[Tonsarue 6a3pl nanHbIX. CTpyKTYypa 6a3bl AaHHBIX. [ToHATHE m1abaoHa 6a3bl NaHHBIX. THITEI
noJielt ¥ aHHbIX. TexHomaorus o0paboTKH TaHHBIX. Mojen NocTpoeHus 6a3bl JaHHBIX.

KopriopatuBHbie 6a3bl ganHbIX. [loHsTHe kopnopatuBHOM B/l m xopmopatusaoit MC.
Tpebosanus k kopropatuBHoil B[ 1 UC. Oco0eHHOCTH TEXHOJIOTUN «KIHEHT-CEPBEPY.
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OcHoBHbIe cBoMcTBa 0a3bl manHbIX Lotus Notes m MS Access. Apxutektypa Lotus Notes.
Mopgenu koMMyHUKarui, noanepxkuBaeMbix Lotus Notes. OcHOBHbBIE CBEICHHS O CTPYKTYpe
nporpamMmmHoro obecreuenus. OxoHHbI uHTepderic Lotus Notes, oCHOBHBIC DIEMECHTHI.
BapuanTsl noctpoenusi uHTEepdeiica mons3oBatens. Mcemnonb3oBanne MS Access Mpu perieHun
3agau JJOY.

Cucrempr  ympasinenuss 6azamu  ganHbix  (CYBH). IIpodeccuonansubie CYB/I.
[Tepconanbubie CYBJl. OnHomonb30BaTeNbCKHME M MHOTOINOJIB30BaTEIbCKUE 0a3bl JIaHHBIX.
[TocnenoBarenbHbIl M MapajuledbHBIM AocTyn. lLleHTpanu3oBaHHbIE U paclpeneieHHble 0a3bl
JAHHBIX.

Hcnons3zoBanue b/l B opranax rocyjapCTBEHHOM BIACTH U yIIPaBJICHUS.

Pasznen 7. TpedoBaHusi K QYHKIMOHAJIBLHOMY H ANNAPATHO-IPOrPaAaMMHOMY O0ecrie4eHHI0
aBTOMATH3HPOBAHHBIX cuctem JJOY

[Ipu3naku kiaccupukanuu UHOOPMALIMOHHBIX CHUCTEM: YPOBEHb MHTErpallid JTaHHBIX B
paMKax MPearpHusaTHs, OTPACIH; MHOTO()YHKIIMOHAIBHOCTh, BO3MOKHOCTH MACIITa0UPOBaHUS
CUCTEMBbI, 0XBAT Pa3IMYHBIX CUCTEM JOKYMEHTAINH, Pa3pabOTYHK, OTHOLIEHHE K OT€YECTBEHHBIM
cragaaptam 1OV, MynbTHGOpPMATHOCT M OTKPBITOCTH (hopmara.

CucreMsl yripaBiieHus T0KyMeHTo000poToM. KoprnopatruBHbie HHGOPMAIIMOHHBIE CUCTEMBI.
Buast u paznoBunnoctu AC JIOY. Kpurepuu BwiOOopa kommanuu-pazpadorunka AC JIOVY.
Kputepun Boidopa AC JIOY u MHBIX NpOrpaMMHBIX HPOAYKTOB NMPUMEHHUTEIBHO K 3a/Jadam
opranusaiuu. Pa3paboTka TexHuueckoro 3amaHus. [IpUHIMIBI MPOSKTUPOBAHUS M ITAaIlbl
BHenpenuss AC JIOY B nedrenbHOCTh opranu3anuu. Kpyr pemaeMbix 3agad.

[Ipumepsl coBpemeHnHbIx oTeuecTBeHHBIX AC JIOY.

Creunanu3upoBaHHble  HMH()OPMAIIMOHHBIE CHUCTEMBI:  KaJIpOBbIE, OyXraiarepckue,
CTaTHCTUYECKHUE U JIp. BO3MOXHOCTH THIIOBOH KOHPUTYPALMK TTPOTPAMMHBIX IPOTYKTOB.

CrnpaBouHo-TIpaBOBbIe HH(DOPMALIMOHHBIE CUCTEMBI. OCHOBHBIE MPHUHIIUIIBI TOCTPOCHUS U
nosib3oBaHus. CrnpaBouHo-TipaBoBble cucteMbl «KoHcynbTant-Ilntocy, «["apant», «Komekcy.
«MudopmanonHoii cipaBouHoit cuctemsl apxuBHoi otpaciu (MCCAO)».

Pazgen 8. UHTepHeT-TeXHOJIOTHH U HH(OPMALMOHHbIE pecypchl, HCNoJIb3yeMble B JIOY

ITonatue «uHpOpMAIMOHHBIA pecypc». BHyTpeHHHE U BHELIHHE, JOKAJbHBIE U
rio6anpHble HH(popManroHHbIe pecypebl. UHdpacTpykTypa nHGOPMAIMOHHOM 1€ATEIbHOCTH.

[Tonstne wundopmarmonnoit ceru. [mobanpHbie BbrumcnautensHeie cetu (WAN) wu
JoKanbHbIe Beruucautenbhbie cetd (LAN).

Wutepuer. HaBuratopsl u nouckoBuku (Yahoo, Yandex, Rambler u np.) Cucrtema
aapecoB cetu. OcoOeHHocTH noucka uHpopmauu B MHTepHeT. [IpocThie U ClI0KHbBIE 3apOCHI.
Pecypcel UnTeprer s cnenmanuctoB cdepsl JJOVY.

Hcnonb3oBanne Bo3MmoxHOcTel MHTepHeT ans oOMeHa HMHQOpMalMel, opraHuzanuu
KOH(pepeHIUH, 10coK 00bsiBIeHUH, cTpanuy WWW u T.11.

JlokanbHOE M yJaJIEHHOE COEIMHEHHE KOMIBbIOTEpoB (pabounx wmecT). Moaemsl,
OPUHIUIBI PabOThl U BO3MOKHOCTH. CpelcTBa OpraHM3alud BHYTPEHHUX U BHEIIHUX ceTei
obmeHa nHpOpMaIHEH B OpraHU3allniH.

Texnonorus UntepHer - Mutpaner. OCHOBHbIE MOHATHS U METOJIUKA pabOTHl B CETH.

OnekTpoHHass mouyTta. OcHOBHbIE (YHKIUMU M KOMIIOHEHTHI. FOpuanmdeckue acreKThbl
ucnons3oBanus. [louroBeie mporpammel Web-caiiTbl 1 METOMKA UX TIPOSKTUPOBAHUSL.

Pazgen 9. Ynpasiienne 10CTYNOM K IOKYMEHTHPOBAHHON MHpOpMaLUu.

HopmaTtuBHO-1IpaBOBBIE M METOJMYECKHE ITOKYMEHTBI, PErIaMEHTUPYIOLIUE BOIIPOCHI
JocTyna K THPOPMAIMOHHBIM pecypcam.
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Kputepun 6e30macHOCTH IIEKTPOHHOTO TOKYMEHT0000poTa. OCHOBHBIE METO/IBI 3AIIUTHI
JOKYMEHTUPOBaHHON  wHpopManuu. [pynmel  MeTOmOB — 3amuThl  WHPOPMAIUU B
UH(POPMAIMOHHBIX CHCTEMaX (ammnapaTHbIe, IPOTPaMMHEBIE, OPTaHU3aIUOHHBIC).

Hoctym, mpaBa gocTymna, KOHTPOJIb JOCTYIa W HCIIOJB30BAaHHUE JOKYMEHTHPOBAHHOMN
unpopmanuu B AC JIOV.

MartepuanpHble HOCUTETH HHOOPMALIUY U X (U3HUYECKast 3alUTa.

[TpuHIMTIBI XpaHEHHUS U YHUYTOXKEHHSI JIOKyMEHTHPOBAHHOW MH(DOpMAIUK, BKIFOUSHHON
B AC JIOV.

4. Obpa3oBaTeibHbIE€ TEXHOJIOTHH

No Haumenosanue Buowt yueonoi Hugpopmayuonnsvie u oopazosamenvHole
n/n pazoena pabomul mexHo102uu
1 2 3 S
1 |BBenenue Jlexuns Ne 1 BBoHas JIeK1Ms ¢ NCIIOJIB30BaHUEM
BUJICOMATEPHAIIOB
CamocTrosATenbHas KoHcynpTupoBaHue u npoBepka
pabota JIOMAILIHUX 3a/1aHui TIOCPEICTBOM
IEKTPOHHOMU IIOYTHI
2 |Ucropus Jlexuus Ne 2 Jlexuus-Bu3yanuzanus ¢ IpUMEHEHUEM
apromaru3anuu JJOY Cllaiil- MpoeKTopa
JlaGopatopHas paboTa |3aHATUS B KOMIIBIOTEPHOM KJiacce
Ne 1
CamocTosTenbHas KoHncynpTupoBanue u npoepka
pabota JIOMAILIHUX 3a/laHui TIOCPENCTBOM
AJIEKTPOHHOW MOYTHI
3 | TpeGoBanwus Jlexuus Ne 3 Jlexuus-Bu3zyanusanus ¢ IpUMEHEHUEM
HOPMAaTUBHO-TIPABOBBIX crlaia- MpoeKTopa
1 HOPMaTUBHO- JlaGopatopHas paboTa |3aHATHS B KOMIIBIOTEPHOM KJ1acce
METOIUYECKUX Ne 2
MNOKYMCHTOB, CamocTrosATenbHas KoHcynpTupoBaHue u npoBepka
PETIaMCHTHPYIOMHUX pabota JIOMAIIIHKUX 3aJaHUI TOCPEICTBOM
UCIIOJIb30BaHNE AJIEKTPOHHON MOYTHI
MH(OPMALIMOHHBIX
texnonoruii B JIOY
4 |OcHoBHbIe 00BeKTHl 1 |Jlexrust Ne 4 Jlexuusa-Bu3yanuzanus ¢ IpUMEHEHUEM
ITPUHIIMIIBI CIIaliJI- MPOEKTOpa
apromarusanuu JJOY u |JlabopatopHas pabota|3aHATHS B KOMIIBIOTEPHOM KJIacce
OpraHM3aluu Ne 3
SJICKTPOHHOTO CamocrosiTenbHas KoHcynpTHpOBaHME U MpOBEPKa
JIOKyMEHT0000pOTa pabota JIOMAIIIHKUX 3aJaHUN MIOCPEICTBOM
AJIEKTPOHHOW MOYTHI
5 |Peamuzamus 3amau JJOVY |JIekmus Ne 5 Jlekuus-Bu3yanu3anus ¢ IpUMEHEHUEM
¢ nomotsio MS Office u CJIaiii- MpOeKTopa
aHAJIOTUYHBIX JlaboparopHas paboTa |3aHATHS B KOMIIBIOTEPHOM KJ1acce
IIPOrPaMMHBIX Ne 4
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IIPOYKTOB CamocTrosaTenbHas KoHcynpTupoBanue u nposepka
paboTta JIOMAIIHUX 3aJaHUI MOCPEACTBOM
AJIEKTPOHHOW MOYThI
ba3bl ja”HHEIX B Jlexiug Ne 6 Jlekuus-Buzyanuszanus ¢ IpUMEHEHUEM
UH(POPMALIMOHHOM CIIaliJ1- MpOeKTOopa
o0ecrnieueHnun JlaboparopHas paboTa |3aHATHS B KOMIIBIOTEPHOM KJIacce
yIPaBICHUS Ne 5
CamocrosiTenbHas KoHcynpTHpOBaHue 1 npoBepka
pabota JIOMAILIHUX 3a/laHui TIOCPEICTBOM
AJIEKTPOHHOM MOYTHI
TpeboBanus k Jlexuus Ne 7 Jlexuus-Bu3yanuzanus ¢ IPUMEHEHUEM
[IPOrpaMMHOMY craila- MpoeKTopa
o0ecTeYeHn o JlaboparopHas paboTa |3aHATHs B KOMIIBIOTEPHOM KJIacce
aBTOMAaTU3UPOBAHHBIX |No 6
cucrem JI0Y CamocrosiTenbHas KoHcynpTupOBaHue u npoBepka
pabota JIOMAILIHUX 3a/1aHui TIOCPEICTBOM
AJIEKTPOHHOMU MOYTHI
WNurtepuer-texnonorun |Jlexmus Ne 8 Jlekuus-Bu3yann3anus ¢ IPUMEHEHUEM

1 uHGOPMAITMOHHBIE

pecypesl,
ucnonb3yemslie B JJOY

CIaiiJI- MpoeKTopa

JlaGopaTtopHnast pabota
No 7

3aHsATHS B KOMIIBIOTEPHOM KJIacce

CamocTosTenbHas KoncynbTpoBanue u nposepka
pabota JIOMAIIHUX 3aJaHUI OCPEACTBOM
AJIEKTPOHHOMW MOYTHI
VYnpasnenue poctynom|Jlekmus Ne 9 Jlexuus-Bu3yanuzanus ¢ IpUMEHEHHEM

K JIOKYMEHTHPOBAaHHOMN
nHpopmanuu

CIIAl]I- TPOEKTOpa

JlaGopaTtopHnas pabota
Ne 8

3aHATHA B KOMIIBIOTCPHOM KJIACCC

CamocTosaTenbHas
pabora

KoncynsTupoBanue u npoBepka
JIOMAITHUX 3aJaHUI TTOCPEACTBOM
AJIEKTPOHHOMU MOYTHI

JlaGopaTtopHnast pabota
Ne 9

3aHsATHS B KOMIIBIOTEPHOM KJIacce

CamMocTosTenpHast
pabora

KoHcynpTupoBaHue u npoBepka
JIOMAIITHUX 3a/1aHui TIOCPEICTBOM
IEKTPOHHON IOYTHI

B nepuoa BpeMEHHOro MPHOCTAHOBIIEHHS MOCEIIEHHs OOYyYaroIlMMUCS MOMEIIEeHUH |
tepputopun PITY. anga opranuszamuu ydyeOHOro rmpolecca ¢ MPUMEHEHHEM 3JIEKTPOHHOIO
o0yuyeHHMsI W JAHUCTAaHIMOHHBIX OOpPa30BaTENbHBIX TEXHOJOTHH MOTYT OBITh MCIIOJIB30BaHbI
cienyroue 00pa3oBaTesIbHbIE TEXHOJIOTHH:

— BUACO-JICKIINH,

- OHHafIH-JIeKHHH B PCKUME pCaIbHOTO BPEMCHH,

— DJICKTPOHHbIE YUEOHHKH, y4eOHbIe MOCOOMs, HayYHbIE M3/aHUS B DJIEKTPOHHOM BUJE U
JOCTYT K MHBIM 3JIEKTPOHHBIM 00pa30BaTEIbHBIM PECYpCaM;

— CUCTCMBbI IJIA 3JICKTPOHHOT'O TCCTUPOBAHUS;
— KOHCYJbTalln C UCIIOJIb30BAHUEM TCIICKOMMYHUKAIITUOHHBIX CPEACTB.




5.01eHKa VIAHUPYEMBIX Pe3yJIbTATOB 00yUYeHUsI

5.1. Cucrema onleHUBaHUSA
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®opMa KOHTPOIIA Makc. KoJIM4ecTBO 0aioB
3a onmHy paboTy Bcero

Tekymuii KOHTPOJb:

- oTpocC 5 bayoB 5 bayoB

- TecTHI (TeMbl 1-9) 5 6aoB 35 OamioB

- MOATrOTOBKA pedepaTa (Tembr 1-9) 20 6amioB 20 6amioB
[IpomexyTodHas aTTecTarus 40 6ammos 40 6ammoB
(3auer ¢ o1eHKOI)
Hroro 3a muctumimHy 100 6anmoB

[TonmyyeHHBI COBOKYMHBIA pe3ynpTar (Makcumym 100 0aiioB) KOHBEpTHUpPYETCS B
TPaJUIMOHHYIO IIKaly OLIEHOK M B IIKaly OLEHOK EBpomeiickoil cucreMsl mnepeHoca u
HakoruieHus kpeautoB (European Credit Transfer System; mamee — ECTS) B cooTBeTcTBHM C

TaOJIMLIEH:
100-6annpHas mkana TpamuironHas mkaa IHkama ECTS

95 -100 A
83_94 OTIIMYHO B

68 — 82 XOPOITIO C

56— 67 OBJICTBOPUTEIILHO D

50— 55 e P E

20— 49 HEYJIOBJICTBOPUTEIHHO He 3auteno FX
0-19 i P F

5.2.Kpurepuu BHICTaBICHHS OLCHKH 0 JUCIUILUINHE

Bayuisr/ OrueHka 1o
IIxana ECTS | nucuumuinge

Kputepun onieHkH pe3yinbTaToB 00yueHHs 10 JUCIUIUIMHE

100-83/
AB

«OTJIHUYHO»

BricraBnsercst o0yuaroniemMycs, eciu OH ri1y00oKo 1
MPOYHO YCBOUJI TEOPETUYECKUHN U MPAKTUYECKUI
MaTepuaj, MOXeT MTPOJIEMOHCTPUPOBATE 3TO HA 3aHIATHIX U
B XO/JI€ MPOMEKYTOYHON aTTECTAIIUU.

OO0yuaromuiicsi HICUEPIBIBAIOIIE U JTJOTUYECKUA CTPOMHO
u3naraet yueOHbI MaTepuan, yMeeT yBsA3bIBaTh TEOPHUIO C
MIPAKTUKOMH, CIIPABIISIETCS C PEIICHUEM 3aJ1aq
npodeccnoHanbHOM HAMIPaBIEHHOCTH BHICOKOTO YPOBHS
CJIOKHOCTH, MPABUIIBHO 00OCHOBBIBACT MPUHSTHIC

pelIeHus.

CB00OIHO OpHEHTUPYETCS B YUEOHOH 1

npodeccnoHanbHOM TUTEpaType.

OreHka 1Mo JUCHHUIUIMHE BBICTABISIOTCS 00YJaromeMycs C
YYETOM PE3yIbTATOB TEKYIIEW U IPOMEKYTOUHOU

aTTeCTalnu.

Komnereniuu, 3aKkpeni€Hnble 3a JUCUUTITMHOM,
c(hOpMHUPOBAHBI HA YPOBHE — «BBICOKHIIY.




13

Bamnel/
Ixama ECTS

Ormenka 1o
IUCLIUILINHE

Kputepun onieHkH pe3yinbTaToB 00yUeHHs 110 TUCIUIUTHHE

82-68/
C

«XOopouio»

BeicraBisercs o0yuaromemycs, €Cii OH 3HaeT
TEOPETUYECKUM U MPAKTUYECKUN MaTepHUall, IPaMOTHO U 110
CYILECTBY M3JIaraeT €ro Ha 3aHATHSAX U B XOZC
IIPOMEKYTOYHON aTTECTalllU, HE JOIYCKas CYyLIECTBEHHbIX
HETOYHOCTEH.

OOyuaronuiicss IpaBUIBHO MPUMEHSET TEOPETHUECKHE
IIOJIO’KEHHUS [IPY PEIICHNUN IPAKTUYECKUX 3a1a4
npoeCCHOHATLHON HANPaBIEHHOCTH Pa3HOTO YPOBHS
CJIO’KHOCTH, BJIa/IeeT HEOOXOUMBIMHU JUI TOI'0 HABBIKAMU
U IpUEMaMU.

JIOCTaTOYHO XOPOIIO OPUEHTHPYETCS B yUeOHOH U
npoeCCUOHATILHOM JITepaType.

OneHka o JUCLHUIUIMHE BBICTABIIAIOTCS 00yYaromeMycs C
y4E€TOM PE3yNbTATOB TEKYIIEH U TPOMEKYTOUHON
aTTeCTaLlUU.

Komnereniuu, 3aKkpeniénnble 3a JUCUUILTMHOM,
c(OPMHPOBAHBI HA YPOBHE — «XOPOIIUM».

67-50/
D,E

«YIIOBJIETBOPH-
TEJILHO»

BricTaBnsiercsa oOy4aromiemMycsi, €CiIi OH 3HaeT Ha 0a30BOM
YPOBHE TEOPETUUECKUI U IPAKTUYECKUI MaTepuall,
JIOITyCKAeT OTAEIbHBIE OMNOKH MPH €r0 U3JI0KECHUHU Ha
3aHATHSX U B XOJI€ IPOMEKYTOUHOM aTTECTALUH.
OOyyaromuiics UCIBITHIBAET OIPEIECIEHHbIE 3aTPYAHEHUS
B IPUMEHEHUH TEOPETUUECKUX I0JI0KEHUH TPU PELICHUU
MPaKTUYECKHX 3a1a4 MPO(heCcCHOHANbHON HAIPABIEHHOCTH
CTaHIapTHOI'O YPOBHS CII0)KHOCTH, BJIAZICET
HEOOXOAUMBIMH JJISl 3TOTO Oa30BBIMH HABBIKAMH U
IIPUEMAMH.

JleMOoHCTpUpYyEeT JOCTaTOYHBIM YpOBEHb 3HAHUS yU4eOHOU
JIUTEPATYPHI 110 TUCLUIIIVHE.

OneHka o JUCLUIUIMHE BBICTABIISIOTCS 00Y4arOIEMYCS C
y4E€TOM PE3YNbTATOB TEKYILEH U IPOMEKYTOYHOU
aTTECTALlUN.

Komnerenuuy, 3akpenia€HHble 3a AMCUUTIIMHOM,
c(OpMHUPOBAHBI HA YPOBHE — «JIOCTATOUYHBIN.

49-0/
F,FX

«HCYAOBJICTBOPHUTC
JIBHO»

BricTaBnsiercs oOyuaromemMycs, €ciii OH He 3HaeT Ha
0a30BOM YpOBHE TEOPETUUECKHUMN M MPAKTUICCKUIN
MaTepHal, J1oMycKkaeT rpyoblie OMOKY IpU ero
M3JI0’KEHUU Ha 3aHATHSIX U B XOJ€ MPOMEXYTOUHON
aTTEeCTalLlUN.

OOyyaromuiics UCIIBITHIBAET CEPHEIHBIE 3aTPyIHEHUS B
MIPUMEHEHUH TEOPETUUECKUX TIOJI0KEHUH NPU PELIEHUH
MPaKTUYECKHX 3aj1a4 MPpo(hecCHOHAbHOM HallPaBI€HHOCTH
CTaHJIapTHOI'O YPOBHS CJI0)KHOCTH, HE BIa/IEET
HEO0OXOIMMBIMHU ISl 5TOTO HaBbIKAMHU U IPUEMaMHU.
JleMoHCTpHpYeT pparMeHTapHbIe 3HaHUS y4eOHOM
JIUTEpaTyphl 10 JUCHUILIMHE.

OreHka 1Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYaIOIEMYCs C
YYETOM PE3yIbTAaTOB TEKYIIEH M IPOMEKYTOUHOU
aTTeCTalLlUU.
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Bannsl/ Onenka no Kputepun onieHkH pe3yinbTaToB 00yUeHHs 110 TUCIUIUTHHE
Ixana ECTS | gucuuniuge

KomnereHuu Ha ypoBHE «10CTaTOYHBINY, 3aKPEIIIEHHbIE
3a AMCUMIUIMHOW, HE CHOPMHUPOBAHBI.

5.3. Ouenounble cpeacTBa (MaTepHAJIbI) JAJsl TEKYLIET0 KOHTPOJIA yCIIeBA€eMOCTH,
MPOMEKYTOYHOM aTTeCTAMU 00YYAOIIUXCS M0 JUCHUILINHE (MOYJII0)

IIpumepHbie TeMbl pedepaToB Mo pasaeaam TUCHUIIMHBI:

1. HccnenoBanre OCHOBHBIX OOBEKTOB U MPUHIIMIIOB aBTOMATU3AIlUH B YIIPABJICHUH.

2. OnexktpoHHbli o¢uc. MccnenoBaHue COBPEMEHHBIX HH(GOPMAMOHHBIX TEXHOJIOTUH,
ucnosbszyemsix B JIOV.

3. Hcnonb3oBaHue aBTOMaTU3UPOBAHHBIX MH(POPMALMOHHBIX CUCTEM B YIIPABJICHUU.

4. AHanu3 HOPMAaTHUBHO-TIPABOBBIX AaKTOB, PETJaMEHTUPYIOIIMX TPOLECCHl BHEAPEHHS U
HCITOJIH30BaHUs HHPOPMAIMOHHBIX TexHoJorHid B JIOY.

5. AHanmm3 HOPMAaTHBHO-METOJMWYECKHX JOKYMEHTOB, PpETJIaMEHTHUPYIOMIUX IPOLECCHI
BHE/IPEHUS U MCII0JIb30BaHMsI HH(POPMALlMOHHBIX TexHooruii B JIOY.

6. HccnenoBanue opMaToB 3IIEKTPOHHBIX JOKYMEHTOB, HCHIOJB3yeMbIX B JJOVY.

7. Vcnonb3oBaHue OTKPBITBIX (OPMATOB 3UIEKTPOHHBIX JOKYMEHTOB U CBOOOJHOIO
porpaMMHOT0 obecrieueH st i pemenus 3aaad JJOVY.

8. Benymue komnaHum-pa3paOOTUMKK HOpOrpaMMHBIX mpoiayktoB it JOY u ux
pa3paboTKHu.

9. O0630p nyOuuKanuii 0Te4eCTBEHHBIX aBTOPOB 110 BOIPOCAM HCIIOJIb30BaHHSI COBPEMEHHBIX
nH(pOpMalMOHHBIX TexHonorui B JJOVY.

10.  OO630p my6aukanuii 3apyOexHbIX aBTOPOB IO BOIIPOCAM MCIIOJIb30BAaHHSI COBPEMEHHBIX
nH(pOpMalMOHHBIX TexHonorui B JJOVY.

11.  HccnenoBaHue NPakTHUKU UCHOJIb30BAHUS COBPEMEHHBIX MH(POPMALMOHHBIX TEXHOJIOTUI

JIOY 3a pyOexxoM (1o cTpaHam, BBIOPAHHBIM CTYJISHTAMH) W BO3MOXXHOCTH MPUMCHCHHUS HX
onblTa B Poccun.

12. be3bymakHasi TEXHOJIOTUSI TOATOTOBKH JOKYMEHTOB.

13. Ilpunanvie OpUIMYECKON CUIIBI DJIEKTPOHHBIM JOKYMEHTaM.

14. Pecypcol UnTepuet nns cneunanuctos chepsl JOY.

15. OcHOBHBIE ATalbl pa3BUTHsI HH(POPMALIMOHHBIX TexHoorui B JIOVY.

16. OcHoBHblIe 3a1aun, crosimue nepenq ACY /I v nyTu ux pemeHus.

17. AHanu3 cOBpeMEHHBIX MH(POPMALIMOHHBIX TEXHOJOTMHA CO3JaHMsl, XpaHEHUSI U OOHOBJICHUS
JIOKYMEHTOB.

KOHTpOJII)HbIe BOIIPOCHI U 3aIaHUHA JIJIAA l'lpOMC)KyTO‘IHOﬁ aTreCcTallum 110 uToramM
OCBOCHHUSA JUCHHUIIJINHBI

1.TTonsTne «uHpOpManus» U «uHpopManoHHble TexHodorun» B JOVY. Knaccuduxanus
WH(POPMAIMOHHBIX TEXHOJIOTHH.

2.Ha3nauenue, MecTo, pojib OCHOBHBIX MH(OPMALMOHHBIX TEXHOJIOTHH, MPUMEHSIEMbIX B
yIpaBJICHUH.

3. TToHATHSA «3TEKTPOHHBINA JOKYMEHT» U «3JIEKTPOHHBIN TOKYMEHTO000POT».

4.3axoHomaTenpHas 0asza, perfJiaMeHTUPYIOIIas MPOIecChl MPUMEHEHUS HH()OPMAIMOHHBIX
texnonoruii B JIOY.

5. HopmaruBHO-TIpaBoBas 0a3a, periIaMeHTHpYoIIas TIPOIIECCHI MIPUMEHEHHS
UHPOPMaLMOHHBIX TexHoiorui B JIOVY.
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6. HopmatuBHO-MeToanueckass  0a3a, perjaMeHTHpYIOIas  MPOLECChl  IMPUMEHEHUs

UHPOPMALMOHHBIX TexHonorui B JIOVY.

7.OcHOBHBIE ATaIbl M YpoBHHU aBToMaTu3amnuu JJOY.
8. OcHOBHBIC 00BEKTHI U MPUHIHIBI aBToMaTu3anuu JJOY.
9.1lenu u 3amaum aBromaru3anuu JJOVY.

10.

11.
12.
13.

14.
15.
16.
17.
18.
19.
20.
21.
22.

23.

24,

25.

26.

27.

28.

OcHOoBHBIE ~ MH(OPMAITMOHHBIE  TEXHOJOTMH, HCHOJB3yeMble B  paboTe ¢
MH(POPMALIMOHHBIMU PECypCaMy OpraHU3aLUH.

OcHoBHBIE ()OPMATHI FITEKTPOHHBIX IOKYMEHTOB, Hcmoib3yemble B JIOY.

@DopmaTsl XpaHEHUS 3JIEKTPOHHBIX JOKYMEHTOB.

OtxpeiTeie popmatel D] U cBOOOIHOE MPOrpaMMHOE OOECIeYeHHEe, UX 3HAUYCHUE JUIA
JOYVY.

OcHOBHBIE 3TaIbl Pa3BUTHA HHPOPMALMOHHBIX TexHOoIorui B JJOVY.

OcHOBHBIE HTHPOPMALIMOHHBIE TEXHOJIOIMH, UCIIOJIb3yEMbIE NTPH paboTe ¢ TOKYMEHTAMHU.
TexHosoruu co3jaHus T0KyMEHTOB.

TexHonoruun ckaHupoBaHus 10KyMeHTOB B JJOY.

[TpuMeHeHHne TEXHOJIOTHH MITPUXKOAUPOBAHUS B paboTe C TOKyMEHTaMH.

TexHoI0rnM XpaHeHus JOKyMEHTOB B COBPEMEHHBIX yCIOBHSX.

[TonsiTe 6a3a naHHBIX, OCHOBHOE Ha3HAYCHUE.

Hcnonb3oBanue 0a3 AaHHBIX B ynpasieHuu. [Ipumepsr.

[TonsitTue «xopriopatuBHass ©0a3a JaHHBIX» U «KOPIOpAaTUBHAs WHQPOPMALMOHHAS
cuctemMa». TeXHOIOrus «KIMEHT-CEPBEPY.

Hcnonp3oBanue Kiaaccu(UKaTOPOB M CIIPABOYHUKOB B aBTOMATH3MPOBAHHBIX CHCTEMax
JIOKYMEHTALMOHHOT0 00eCIeueHHsl yIpaBIeHUsl.

[TpuxnanHoe mporpaMMHOe oOecliedeHHe MJisi aBTOMaTu3MpoBaHHBIX cuctem JIOVY.
[Ipumeps! coBpemennbix AC J1I0VY.

Pa3zpaboTkn Bemymux KOMIAHHH-Pa3paOOTUYNKOB MPOTPAMMHBIX MpoaykToB i JJOY
(KOMITaHHUS 10 BBIOOPY CTYJIEHTA).

Kpurepun oneHkd M BbIOOpa KOMIAHHH-Pa3pabOTYMKa MPOTPAMMHOTO TMPOIYKTA JUIS
J0YV.

CnpaBOYHO-TIPAaBOBBIE CHUCTEMBI, HUX COCTaB, CTPYKTypa M MPHUHIMIBI ITOCTPOECHUS.
IIpumepsl.

HHTEepHET-TEXHOJIOTUH U MTHPOPMAIIMOHHBIE pecypchl, ucnoiabszyemsie B JIOY.
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6. YueOHO-MeTOaMYECKOEe M HHPOPMALMOHHOE 00ecnedeHne TUCIUTITUHBI

6.1.CnucoOK HCTOYHUKOB H JINTEPATYPbI

OcHoBHas JuTepaTypa

1. Jlapun Muxaun BacunbeBnu. HMupopmanmonHoe oOecrneyeHne yrpaBlieHUS :
yueOHoe nocobue / M. B. Jlapun ; [M-Bo obpazoBanust u Hayku Poc. @enepannu, Denep. roc.
OromkeTHOE 00pa3oBaT. yUpeKIeHHe BhICII. oOpa3oBanus "Poc. roc. rymaHuTapHbId yH-T"]. -
Mocksa: PITYVY, 2018. — 278 c.

2. Kynses, H.H. UapopmMannoHHbIE TEXHOJIOTUU B JTIOKYMEHTAIMOHHOM OOECIIeYeHUH
yIpaBJCHUS M apXuBHOM jnene : yueOnuk s By3oB / H.H. Kynses, T.B. Konnpamosa, E.B.
TepentseBa, A.I'. ®abpudHOB ; o oomI. pen.a.to.H., npod. H.H. Kynsesa. - M.: Jloroc, 2017. -
408 c. - (HoBas crynenueckas OomoOimoreka) - ISBN 978-5-98704-786-6. - Pexxum nocrtyma:
http://znanium.com/catalog/product/1015021

3. AransnoB Bukrop I[lerpoBud. bassl nannbix : Yueonuk: B 2 kaurax. - 1. - Mocksa ;
Mocksa : U3natensckuit Jom "®OPYM" : OOO "Hayuyno-uznarensckuii nuentp MHOPA-M",
2018. - 271 c. - ISBN 9785819907139.
http://znanium.com/go.php?id=929256.

4. EpnokumoBa Jlroammia MuxaiiioBHa. OJEKTPOHHBIH  JOKYMEHTOOOOPOT U
obecrnieueHre OE30MACHOCTH CTaHIAAPTHBIME cpenctBamMu windows : YdaeOHoe mocobwme. - 1. -
Mockaa ; Mocksa : OO0 "KYPC" : OOO "Hayuno-uznarenbckuii nientp MHO®PA-M", 2018. -
296 c. - ISBN 9785906923240.
http://znanium.com/go.php?id=939786

5. HudbopmanmoHHbIE TEXHOJIOTUHU ypasieHus : yueouuk / b.B. UepHukoB. — 2-¢ u3.,
nepepad. u gon. — M. : U] «®OPYM» : UHDPA-M, 2017. — 368 c. — (Bsicuiee oOpa3oBanue).
- Pexxum noctymna: http://znanium.com/catalog/product/545268

6. OCHOBBI TIOCTPOCHHS aBTOMATH3MPOBAHHBIX MH(POPMAIIMOHHBIX CHUCTEM: YueOHUK /
B.A. I'Bo3aeBa, N.IO. JlaBpentbeBa. - M.: ]I ®OPYM: HULL Undpa-M, 2013. - 320 c.: un.;
60x90 1/16. - (ITpodeccuonansroe obpazoBanue). (nepermiet) ISBN 978-5-8199-0315-5 - Peskum
noctyna: http://znanium.com/catalog/product/392285

7. Kucenes, I'. M. HpopManiMoHHbIE TEXHOJOTHMH B DJKOHOMHKE M YIPaBICHUU
(@pdextuBnas padora B MS Office 2007) [DnexkTponnsiit pecypc] : Yuebnoe mocodbue / I'. M.
Kucenes, P. B. boukoBa, B. 1. Cadonos. - M.: U3znatenbcko-Toprosas koprnopaius "J{amkos u
Ke",  2013. - 272 c¢. - ISBN 978-5-394-01755-1. - Pexum npocryma:
http://znanium.com/catalog/product/415083

JlonoTHMTeIbHAS JIUTEpaTypa

1. Pa3paboTka METOAMKH TIOATOTOBKM OpTaHU3allMM K BHEIPEHUIO CHUCTEMEI
3IIEKTPOHHOTO JIOKyMeHTooOopoTa [MHTepHeT-kypHan "Haykosenenune", Boim. 1, 2014, ctp. -] -
Pexxum nmoctyna: http://znanium.com/catalog/product/477586

2. DJEKTPOHHBIH JOKYMEHTOOOOpOT U obecneueHne Oe30MacHOCTH CTaHIapTHBIMU
cpeactBamu Windows : yue6Hoe mocodue / JI.M. Esnokumona, B.B. Kopsokun, A.H. ITbutbKuH,
OI. [IeukoBa. - M.: KVYPC, 2019. - 296 <c - Pexum pocryna:
http://znanium.com/catalog/product/1001864

3. DIJEeKTPOHHOE MPAaBUTENBCTBO. OJIEKTPOHHBIM JOKyMeHToOOOpoT. TepMuHB U
onpenenenus : yued. mocooue / C.10. Kabamos. — M. : UHOPA-M, 2017. — 320 c. — (Bsiciiee
obpaszoBanue: bakanaspuar). - Pexxum nocryna: http://znanium.com/catalog/product/809828

4. 3amwra KOH (U IeHITNaIbHOM nH(popMauu pu AIIEKTPOHHOM
nokymentoooopore/Munnnl.B., MunnaO.B. - HoBocubupck : HI'TY, 2011. - 20 c.: ISBN 978-
5-7782-1829-1 - Tekcr : anextponnsiid. - URL: http://znanium.com/catalog/product/546492

5. Hlenenun, I'. U. JlokymMeHTanuss U JOKYMEHTOOOOPOT BHEIIHETOPTOBBIX CAEJIOK Ha
BHYTPEHHEM BOJHOM M CMEXHBIX BHIaXx TpaHcropta : crnpaBounuk / I'. W. Ilenenun, I1. K.


http://znanium.com/go.php?id=929256
http://znanium.com/go.php?id=929256
http://znanium.com/go.php?id=939786
http://znanium.com/go.php?id=939786
http://znanium.com/catalog/product/1001864
http://znanium.com/catalog/product/809828
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Kpxemunckuit. - M. : Anpraup MI'ABT, 2010. - 138 c. - Tekcr : snekrponusii. - URL:
http://znanium.com/catalog/product/1026173 -  Tekcr : osaekrtponnsiii. -  URL:
http://znanium.com/catalog/product/1026173

6. MudpopmamoHHbIe TEXHOJIOTHH 1 cucTeMbl: YueOHoe nocooue / E.JI. denorosa. - M.
NI ®OPYM: HUL] UH®PA-M, 2014. - 352 c.: win.; 60x90 1/16. - (Beiciiee oOpa3oBaHue).
(meperuter) ISBN 978-5-8199-0376-6 - Pexum JOCTyTIA:
http://znanium.com/catalog/product/429113

7. Wudopmarrka, aBTOMATU3UPOBAHHBIC WH(GOPMAIMOHHBIE TEXHOJOTUU M CUCTEMBI:
Yuebnuk / I'Bo3neBa B.A. - M.:J] ®OPYM, HUL] UHDPA-M, 2015. - 544 c.: 60x90 1/16. -
(ITlpodeccuonanproe  obOpasoanme) ISBN  978-5-8199-0449-7 - Pexum  gocryna:
http://znanium.com/catalog/product/492670

8. Hudopmaruka, aBTOMaTU3MPOBAHHBIE WH(POPMAIMOHHBIE TEXHOJIOTMU U CHCTEMBI !
yuebnuk / B.A. I'BozaeBa. — M. : U]l «®OPYM» : MHOPA-M, 2019. — 542 ¢. — (Cpennee
npodeccuoHaIbHOe o0Opa3oBaHHUe). - Pexum JocTymna:
http://znanium.com/catalog/product/999615

9. TIpoektupoBanue u peanusanus 06a3 nanaeix B CYBJ] MySQL ¢ ucnonb3oBannem
MySQL Workbench. Meronsl u cpeacTBa MPOEKTHPOBAHUS HH(POPMAIHOHHBIX CHCTEM H
TEXHOJIOTUH. UHCTpyMeHTanbHbIE CpeIcTBa MHPOPMAIIMOHHBIX CUCTEM : yueOHoe nocooue / C.A.
Maptumwns, B.JI. Cumonos, M.B. Xpamuenko. — Mockga : U] «®OPYM» : UTHOPA-M, 2020.
— 160 c. — (Cpennee mpodeccuonamsHoe obOpasoBanme). - TekcT : 3nekTpoHHbd. - URL:
http://znanium.com/catalog/product/1065833

6.2. IlepedyeHb pecypcoB HH(OPMAIHOHHO-TEJEKOMMYHHMKAUMOHHOI ceTn «HHTepHeT»,
He00XO0AUMBIH JJIf OCBOEHMS TUCHUIIIHMHBI (MOXYJIA)
pecypcbl UHTepHer

1. Bcepoccuiickuif Hay4YyHO-HUCCIENOBATENbKUM HMHCTUTYT JOKYMEHTOBEACHUS U
apxuBHoro nema (BHUMIAJ) [DOnekrponnsiii pecypc] /BHUMUJA]L - DnektpoH, maH.- M.,
[2001].— Pexxum goctyma: www.vniidad.ru, cBo6oambIi. — 3ari. ¢ KpaHa.

2. KoncantunroBass rpynna «Tepmuka». [HopmaTuBHO-TipaBOBasi 0a3a JaHHBIX IO
JIeNIOTIPOU3BOJICTBY, JOKYMEHTOOOOPOTY W apXUBHOMY Jeny| [DnekTpoHHbId pecype] /
«Tepmukay - DJIIEeKTPOH, JaH.- M., [200-].— Pexum JOCTyTIA:
http://www.termika.ru/Catalog/catalog.html, ceo6oaHbIit. — 3ari. ¢ skpaHa.

3. Docflow. Bce o mupe 3neKTpoHHOrOo JokyMeHTooOOpoTa. [[lopTanm mocBsieH
AJIEKTPOHHOMY JIOKYMEHTOOOOpOTYy M CMeXHbIM oTpacisiM. OH TMpu3BaH MNpeJI0CTaBUTh
YUTATENISIM CaMyI0 TIOJIHYIO, CTPYKTYpUPOBAaHHYIO U TIOJIE3HYIO HMH(OPMAIMIO O pHIHKE,
TEXHOJIOTUSX, PEIICHUAX, KOMIIAHUAX U JIMLAx].  [DJIEKTpOHHBIN pecypc| - DJIEKTpOH, JaH.-
M.,— www.docflow.ru, cBoboanbIi. — 3ari. ¢ 3kpaHa.

4. DOC-Online. He3aBuCHMBIH mOPTal O CHCTEMax 3JEKTPOHHOTO JOKYMEHTOOOOpOTA.
www.doc-online.ru

5. O¢unmnansueii caiir 1C: Ipeanpusitue 8. - [DnekrponHsIit pecypce] - https://v8.1c.rul.

6. OdunmanpHBI caliT «DNEKTPOHHBIC O(UCHBIC CUCTEMBD» - [DIEKTPOHHBIN pecypc] -

https://www.eos.ru/.

7. Odunmaneupii  cat kommanmu <«MuTep-Tpact» - [DnekTpoHHBIN pecypc] -

https://www.intertrust.ru/.

8. OdunmansHblil caidt komnanuu «Cognitive Technologies» - [DnekTpoHHsIid pecypc] -

https://www.cognitive.ru/

6.3 IIpogeccnonasibHbIe 02361 JAHHBIX U HHPOPMAILMOHHO-CIIPABOYHbIE CHCTEMBI

Hoctyn k mpodeccuonanpHbIM 0a3am gaHHBIX: https://liber.rsuh.ru/ru/bases


http://znanium.com/catalog/product/1026173
http://znanium.com/catalog/product/492670
http://znanium.com/catalog/product/999615
http://www.doc-online.ru/
https://v8.1c.ru/
https://www.eos.ru/
https://www.intertrust.ru/
https://ru.wikipedia.org/wiki/Cognitive_Technologies
https://www.cognitive.ru/
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WudopMalinoHHbIE CIIPABOYHBIE CUCTEMBI:
1. Koncynberant [Tmtoc
2. Tapanr

7. MaTepuajibHO-TeXHUYeCKoe o0ecneyeHue TUCHUIUIHHBI (MO1YJIA)

Jnist MaTepraaIbHO-TEXHHUECKOTo 00ecreueH s TUCIUILTMHBI HCTIONIB3YIOTCS: TabopaTopus
JIOKYMEHTOBEJICHUSI W TEXHOTPOHHBIX JIOKYMEHTOB, CIEIUAIU3UPOBAHHBIC  AyJUTOPUHU
KHHO(POTO(HOHO- U BUI€0-JOKYMEHTUPOBAHUS, KOMITBIOTEPHBII KJIacC, pa3laTOYHbIC MAaTepHAIIBL,
KOJUTICKIUS (POTOAOKYMEHTOB, 3BYKO3aIMMCEH U KHHO(PUIHMOB.

8. Olecneyenne o0pa3oBaTeIbHOIO NMpoLECca IS JIUL ¢ OTPAHNYEeHHbIMH
BO3MOKHOCTSIMM 3/10POBbSI 1 HHBAJIU/10B
B xone peanuzanuy JUCHUIUIMHBI MCIIONB3YIOTCS CIENYIOIINE AOMOJHUTEIbHBIE METOIBI
00yueHHMs], TEKYILEr0 KOHTPOJISI yCIIEBAEMOCTH U NIPOMEXYTOYHOM aTTecTalui 00ydarouxcs B
3aBUCUMOCTH OT UX UHIUBUIYATbHBIX OCOOCHHOCTEH:
oISl CIEenbIX M CIa0OBHIAIIMX: JIEKUUU O(QOPMISIOTCS B BUAE 3JIEKTPOHHOTO
JOKYMEHTa, JIOCTYIHOI'O C [IOMOIIBIO KOMIIbIOTEpa CO  CIELHaTU3UPOBAHHBIM
IPOTrpaMMHBIM OO€CIeYeHHEM; TMCbMEHHbIE 3a/laHUs BBIIOJIHSIIOTCS Ha KOMIIBIOTEPE CO
CHeLUaTU3UPOBAHHBIM IIPOrPAMMHBIM 00€CTIEYEHUEM HIIK MOTYT OBbITh 3aMEHEHbI YCTHBIM
OTBETOM; o0ecreynBaeTcsi MHIUBHUIyallbHOE paBHOMEpHOE ocBeuleHue He meHee 300
JIFOKC; JUIsI BBIITOJIHEHUS 331aHUs IPY HEOOXOAMMOCTH ITPEIOCTABIISETCS YBEINYUBAIOLIECE
YCTPOMCTBO; BO3MOXKHO TaKXe HCIOJIb30BAHUE COOCTBEHHBIX YBEIMYMBAIOIUX
YCTPOMCTB; MUCbMEHHbIE 3a/laHusl 0(QOPMIIAIOTCS YBEIMUEHHBIM LIPU(TOM; SK3aMeH U
3a4€T NPOBOJATCS B YCTHOW (opMe WIM BBINOJHSAIOTCS B IMUCbMEHHOH (opme Ha
KOMITIBIOTEPE.

oI INIyXUX U CIaOOCHBIIAIIUX: JIEKIUH O(QOPMIISIOTCS B BUIE JIEKTPOHHOIO
JIOKYMEHTa, THO0 Mpea0oCTaBiseTcs 3ByKOYCHIMBAIOIIAs anmnaparypa UHAWBUIYaIbHOTO
MOJIb30BAHUS; NMUCHbMEHHBIE 3aJaHUsl BBINOJHAIOTCS Ha KOMIIBIOTEPE B IHChMEHHOU
¢dopMe; dK3aMeH U 3a4€T MPOBOJATCS B MUCbMEHHON (pOpME HA KOMITBIOTEPE; BOZMOXKHO
poBeJeHUE B (pOpME TECTUPOBAHUS.

e/UIi JMI C HAapyUWICHWSAMU OINOPHO-ABUIATEIBHOIO  ammapara: JEKIHH
O0(QOpPMIISIFOTCS] B BUJIE 3JIEKTPOHHOTO JOKYMEHTA, JOCTYITHOTO C IMOMOIIBI0O KOMIBIOTEPA
CO CHNEUMATU3UPOBAHHBIM MPOrpPaMMHBIM OOECIeUYeHUEM; IHUChbMEHHBbIE 3aJaHMs
BBITNOJIHSIOTCS. HA KOMITBIOTEPE CO CIIEHUATN3UPOBAHHBIM MPOTPaMMHBIM 00€CTIEUEHHEM;
9K3aMEH U 3a4€T MPOBOJAATCSA B YCTHOM (hopMe UM BBINOJHSIOTCS B MUCbMEHHON (hopme
Ha KOMITBIOTEPE.

[Tpu HEOOXOIUMOCTH MpelycMaTpUBAETCs yBETNUEHUE BPEMEHH IS IOATOTOBKU OTBETA.

[Tpouenypa npoBeAeHHs IPOMEKYTOUHOM aTTeCTAIlK J11 00y4aroIIKXCsl yCTaHABINBAETCS
¢ yu€TOM UX MHIMBUAYAIBHBIX MCUX0(pu3nyeckux ocodeHHOCcTel. [IpoMexxyTouHas aTTectanus
MOKET MPOBOAUTHCS B HECKOJIBKO TAIOB.

[Tpu mpoBeneHHM HpPOLETYPHl OLEHUBAHUS PE3yJIbTATOB OOyUeHHs IpeaycMaTpuBaeTcs
UCIIOJIb30BaHME TEXHUYECKUX CPEACTB, HEOOXOAUMBIX B CBSI3M C HHIUBUAYaJIbHBIMU
0COOEHHOCTSIMH 00yYaroIUXCcs. DTH CPEACTBA MOTYT OBITh ITPEIOCTABICHBl YHUBEPCUTETOM, WIIH
MOTYT HCIIOJIb30BaThCsl COOCTBEHHbBIE TEXHUUECKHE CPEICTBA.

[IpoBenenne mpouEAypbl OLIEHUBAHHUA  pE3ylIbTaTOB  OOy4YeHMs JIONyCKaeTcs ¢
MCIIOJIb30BaHUEM JTUCTAHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOIOTHH.
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OGecneunBaeTcss AOCTyN K MH(GOPMAIIMOHHBIM M OMOIHMOrpaguvIecKuM pecypcam B CETH
WurepHer uis Kaxaoro oOywaromierocss B (opMmax, aJanTHPOBAHHBIX K OrPAaHUYCHUSIM HX
3JI0POBBSI U BOCIIPUATHUSI HHPOPMAIIUH:

oISl CJETbIX M CIa0OBHIAIIMX: B MEYaTHOW (opMe yBETHYEHHBIM IIpU(PTOM, B
dbopMe NEKTPOHHOTO JTOKYMEHTa, B (hopme aynuodaiina.

oISl TIOyXuX M ciaabocipllainmx: B nedatHoil ¢opme, B (popme 3JIEKTPOHHOrO
JIOKYMEHTA.

o JJIs 00Y4ArOIIMXCSI C HAPYIICHUSMH OMOPHO-IBUTaTEIbHOTO aIllapara: B Ie4aTHON
dbopme, B popme 3MEKTPOHHOTO JTIOKYMEHTa, B (hopMe ayauodaiia.

Y4eOHble ayAUTOPUH I BCEX BUIAOB KOHTAKTHOW M CaMOCTOSITEIbHON paboThI, HayyHas
OuOMMoOTeKa M WHBIC MMOMEINEHHS JJIsi OOy4YeHHs OCHAIIEHBI CIICIHAIBHBIM 000pYyIOBaHUEM H
y4eOHBIMH MECTaMU C TEXHUYECKHMHU CPEACTBAMU O0YUCHUSI:

oI CIIENBIX M CIA0OBUAALIMX: YCTPOHCTBOM MJISi CKAHUPOBAHUS M YTEHHS C
kamepoit SARA CE; mucrimeem bpaiinsts PAC Mate 20; npunarepom Bpaitns EmBraille
ViewPlus;

oISl TIOYXUX U cHabOCHbIIIAIUX: aBTOMAaTH3UPOBAHHBIM pPabo4YuM MECTOM MJis
JIOJIEH ¢ HapyLIEeHUEM CiIyXa U c1a0O0CIbIaINX; aKyCTUYECKUI YCUIIUTENb U KOJIOHKH;

o1 OOydarOUIMXCsl € HApPYUIEHHWSMH OIOPHO-JBUIaTE]IbHOIO  armapara:
NEePEIBUKHBIMU, PEryJIUpyeMbIMU 3proHomuueckumu napramu CH-1; xommnbroTepHOR
TEXHUKOW CO CIIeUaTbHBIM IPOrPaMMHBIM 00€CIIEUEHHUEM.

9.MeToau4eckne MaTePHAJIbI
9.1 IInanbl 1a00pATOPHBIX 3AHATHIA

Tema 3. TpeOoBaHUSI HOPMATHBHO-NIPABOBBIX 1 HOPMATHBHO-METOAUYECKHX JOKYMEHTOB,
perJiaMeHTHPYIOLUX HCI0/1b30BaHNe HH(pOPMALMOHHBIX TexHoaoruil B JIOY

3agaHus:

1. [Tonw3ysick wncrounukamMu VIHTEpHET H3Yy4UTh COCTaB M COJEPKAHME OCHOBHBIX
HOPMAaTUBHO-TIPAaBOBBIX M HOPMAaTHUBHO-METOJWYECKUX JOKYMEHTOB, pETIaMEHTHPYIOLINX
UCIIOJIb30BaHNWE HWH(POpPMAIMOHHBIX TexHonorud B JIOVY (B COOTBETCTBHM CO CIIMCKOM,
IIPEUI0KEHHBIM IIPETIOAABATEIIEM).

Cnucok UCTOYHUKOB:

0a3bl JTaHHBIX, UHPOPMALIMOHHO-CIIPABOYHbIE U TIOUCKOBBIE CHCTEMBbI

- «KoncynbranT Ilmrocy

- «["apanT»

- «Konekc»

Tema 4. OcHoBHbIe 00BeKTHI W NpUHUUNBI aBroMatu3auuu JIOY u opranusaunum
3J1eKTPOHHOI0 I0KYMEHT0000poTa

KoHTponbHbIE BONIPOCHI:
1. Ilepeuncnutb OCHOBHBIE 00BEKTHl aBTOMaTH3auu B IOV (cMm. marepuanbl JEKIUH -
Ipe3eHTaINA).
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2. llepeuncnuTh MNPUHLUIBI OpPTaHU3AMH  AJIEKTPOHHOTO JOKYMEHTOoOOpoTa (CM.
MaTepHabl JEKIUU - TPE3CHTALNSA).

3. Onpenenutb cocTaB pa3padOTYNKOB U Hanbosiee momysipHbIx kKoMmmuiekcHeix UT B JIOY
(COA/ECM cucrtemsbl) npuMeHsieMbIX sl apromatusanuu JJOY.

4. Tlonw3ysice UHTEpHET-UCTOYHUKAMU O3HAKOMHUTHCS C aHAIUTUYECKUMU MaTepuaiaMu 1o
0030py peiaka WT B JOY: http://www.cnews.ru, http://www.doc-online.ru,
http://www.tadviser.ru, caittel pazpadboruukos [10 u mp.

Bomnpoce! s n3ydeHus:
ocHOBHbIE npeacraBuTenu peinka UT B IOV,
HanOoJiee MONyJIIpHbIC MPOTPAMMHbBIE TPOTYKTHI,
CTaTHCTHKA 3a rocneaaue 5-10 jer,
AHAIUTHKA PBIHKA, XapaKTEPHUCTUKA COBPEMEHHOTO COCTOSHHUS W TEHACHIIMH, TPOOJIEMBI U
nepcrnekTuBbl pa3BuThsi coBpeMeHHbix UT B JIOY.
3. CopmynupoBaTh BBIBOJ IO UTOTAM M3yUEHUSI MaTepUaIa.

CHnucoK UCTOYHUKOB:

Jlapun Muxaun BacunweBuu. MHpopmamonHoe oOecrieueHre ympaBlieHus @ yuyeOHoe
noco6ue / M. B. Jlapun ; [M-Bo oOpa3oBanus u Hayku Poc. @enepanun, @enep. roc. 00 KETHOES
o0pa3oBart. yupexxJaeHue Boicil. oopasoBanus "Poc. roc. rymanutapusiii yu-1"]. - Mocksa: PITY,
2018. - 278 c.

KynsieB, H.H. MndopmanrionHble TEXHOJIOTUM B JOKYMEHTAlMOHHOM OO€CIeYeHHUH
yIpaBJIeHUs] U apXuBHOM jene : yueOnuk miust By3oB / H.H. Kynses, T.B. Konapamona, E.B.
Tepentnena, A.I'. ®abpuvHOB ; o 0011, pea.a.1o.H., npod. H.H. Kynsesa. - M.: Jloroc, 2017. -
408 c. - (HoBas crynmendeckas Oumbmmoreka) - ISBN 978-5-98704-786-6. - Pexxum moctyma:
http://znanium.com/catalog/product/1015021

CNews.ru — usganue o BRICOKAX TEXHOJIOTHSAX. [DIEKTPOHHBIN pecypc] -
http://www.cnews.ru/

Docflow. Bce o wmupe »aieKTpoHHOrO goKyMeHTOOOOpoTa. [[lopram mocBsiieH
JJIEKTPOHHOMY JOKYMEHTOOOOpOTY U CMEXHBIM oTpacisM. OH Mpu3BaH NPeJOCTABUTH
YUTATENIsIM CaMyl0 IIOJIHYIO, CTPYKTYPHUPOBaHHYIO M IIOJIE3HYIO HMHQOpPMAalMI0 O pPBIHKE,
TEXHOJIOTUAX, PEIICHUAX, KOMIIAHUAX U JIMLAxX].  [DNEeKTpOoHHBINA pecypc] - DJIEKTpOH, JaH.-
M.,— www.docflow.ru, cBoboanbIi. — 3ari. ¢ skpaHa.

DOC-Online. He3aBucuMblii MOpTad O CHCTEMAx BIEKTPOHHOTO TOKYMEHTOOOOPOTA.

www.doc-online.ru

Odunmaneusiii caiit 1C: [pennpustue 8. - [Inexkrponuslii pecype] - https://v8.1c.ru/.

Odunmanbapiii callT «DIEKTPOHHBIE O(UCHBIE CHCTEMBD» - [DIEKTPOHHBIN pecypc]| -

https://www.eos.ru/.

Odunmanpueiii  caiit  kommnanuu  «utep-Tpact» - [DnekTpoHHBI pecypc| -

https://www.intertrust.ru/.

OdunmaneHbril caiit komnanuu «Cognitive Technologies» - [DnekTpoHHBIH pecypc] -

https://www.cognitive.ru/

Tema 5. Peasmsanus 3agaqd JJOY ¢ nomompbio MS Office 1 aHATOrH4YHBIX NPOrPAMMHBIX
MPOAYKTOB

3amaHus:
O3zHakoMuThCs ¢ HHPOPMALMOHHBIM pecypcoM hitps://www.microsoft.com.

1. TIpoaHaaM3upoBaTh COCTaB MPOrpaMMHBIX cpeacTB Microsoft Office. Cocrasinsrorine
nakera Microsoft Office, nx nasnauennue.


file:///C:/РПД%202018-19/РПД%20Обновленные/ИДОУ%202018/%0dCNews.ru%20—%20издание%20о%20высоких%20технологиях
file:///C:/РПД%202018-19/РПД%20Обновленные/ИДОУ%202018/%0dCNews.ru%20—%20издание%20о%20высоких%20технологиях
http://www.cnews.ru/
http://www.doc-online.ru/
https://v8.1c.ru/
https://www.eos.ru/
https://www.intertrust.ru/
https://ru.wikipedia.org/wiki/Cognitive_Technologies
https://www.cognitive.ru/
https://www.microsoft.com/
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2. Ouenutb Bo3MOKHOCTH Microsoft Office B cdepe paboTel ¢ mHGOpMAIHEH 1Ist
MH/IMBUYaJIbHOTO TIOJIb30BAaHUS U JJIsl pabOThl OpraHu3anuid, oonaynble TexHoiaoruu, Microsoft

365.
3. [ToaroToBka mabI0HOB CIIyKEOHBIX TOKYMEHTOB B cpene MS Word

[IlabnoH — 3TO 0COOBI BHUJ OOKYMEHTa, COAEpXKAIIMKA HEM3MEHAEMYI0O 4acTh M CpEeACTBa
opopmienus usmeHsiemor wyactu. lllaGnoH ompesenser OCHOBHYIO CTPYKTYpY IOKYMEHTA:
napaMeTpbl CTPaHUIlbl, POPMATHUPOBAHKUE U CTHIIH.

B nporpammax makera Microsoft Office — Word, Excel u PowerPoint, m1a610HbI MOYKHO HalTH,
ucnonb3ys BKiIaaky Paiin onmuro Co3garts. B OTKphIBIIEMCS] OKHE, MOXKHO BBIOpATh HE TOJIBKO
Hospsiit nokyment, Ho u l1la6mon qokymenTa. [l1a610Hb1, pa3MenieHHbIE HE TOIBKO Ha JJOKAIIbHOM
KECTKOM JHCKe, HO M Ha BeO-caiite Office.com, mpeacTaBieHbl B BUAE CIHUCKA MO KaTETOPHSIM.
Hcnonb3ys NeByr0 KJIABUIIY MBIIIH, BBIOUPaeM HEOOXOAUMYIO KaTerOpUI0, YTOObI IPOCMOTPETh
cojepxaiecs B Hed ma0ionsl. J[ns mpocMoTpa miaGloHOB B BBHIOpAaHHOH KaTETOPHH,
yCTaHaBIMBAaEM Kypcop Ha UM IabJIOHA U €ro coAepKUMoe OTKpbiBaeTcs B OKHe mpocMoTpa
JNOKyMeHTOB. Ecnu maHHBIM 1aO0JOH COOTBETCTBYET 3ajadaM, KOTOpPbIE C €ro IMOMOILBIO
HEOOXOJUMO pEelINTh, HAXMMAeM Ha KOMaHIHYK KHOnKy Co3nmath. Ecnau maHHbI 11a0510H
pasmerned Ha moprane Office.com, B 3ToM ciyudae /Ui OTKPBITHS BBIOpAHHOTO MmIabjOHA B
penakrope MS Word ucronb3yeM KOMaHIHYIO KHOTIKY 3arpy3uTh.

Pazpabotars HOBBII BHJ I1a0JI0HA BO3MOKHO HA OCHOBE CYIIECTBYIOIIETO JOKYMEHTA MITH
mabsioHa. AJITOpUTMBI Pa3pabOTKH 11a0JI0HOB.

1. Cozoanue wabnona na ochoge nycmozo OOKyMeHma

Ortxkpoiite Bkiaaky daiin u Beidepute oniuio Co3aarth.

B otkpeiBiieMcs: okHe, BbiOepuTe HOBBIN JOKYMEHT M HAKMHUTE KOMAHIHYIO KHOIKY
Co3znars.

Baecute HeoOX0oaMMbIe H3MEHEHUS B Pa3MepHI MOJICH M CTPaHUL, OPUCHTAIMIO CTPAHHII,
CTHJIM U ApyTHUE TapaMeTpbl GopMaTHPOBAHUS.

Ecmu ectb HEOOXOAMMOCTh, MOXKHO TakkKe JOOABHTH OSJEMEHTHl  yIPaBICHUS
COJICP’)KUMBIM, TaKUE KaK: BHIOOD AAThI, MOSICHUTEIbHBIN TEKCT U rpaduyeckue 00bEKThI, KOTOPbIE
JIOJDKHBI TPUCYTCTBOBATH BO BCEX HOBBIX JJOKYMEHTAX, OCHOBAaHHBIX Ha JAHHOM IabJIoHE.

Ortxkpoiite Bkinaaky daiin u Beioepute omniuio Co3aaTh.

B oxne Co3mare BbiOepure rpynmy JlocTymHble 1m1a0noHbl, pganee onmuio U3
CYILLECTBYIOILErO JOKYMEHTA.

Bri6epute 1m1a0ioH WM JOKYMEHT, KOTOPBIH MOKET ObITh MCIOJb30BaH Kak IIa0JIOH, U
HakMuTe KHOTIKY C0371aTh HOBBIA.

Baecute HeoOX0AMMbIe H3MEHEHUS B Pa3MephI MOJIEH M CTPaHMUIl, OPUEHTAIHIO CTPAHHII,
CTHJIU U IpyTHE TapaMeTpbl GopMaTHPOBAHUS.

CoxpaHsieM H3MEHEHUs1, HCTIONB3Ysl BKIIaAKy Daiin u onmnto COXpaHUTh Kak. ..

B nuanoroBom okHe COXpaHWTh Kak... BBINOJHUTE CJIEAYIONINE JCWCTBUSA: BHIOEPHUTE
MECTO, TJI€ TOJHKEH pa3MeniaThes pazpaboTanublil ¢aitin — B pasnerne Microsoft Word Beibepute
3HaueHue [1labmoHsr;

yKaxuTe UMs (paiisia HOBOTO 111a0JI0Ha,

nosie Tun Qaiina Beidoepure 11ladion Word un Haxkmute kHONKy COXpaHUTb.

3akpoiiTe madIoH.

2. Jlobasrenue k wabiony cmanoapmuuix 010K08

CrangapTHbie OJIOKM — 3TO MHOTOKPATHO UCIOIB3yEMbIE DJIEMEHTHI COJAEPKUMOTO HITU
JPYTHE YacTH JOKYMEHTa, KOTOPBIE XPaHATCS B KOJUICKIUSAX M B JIFOOOE BpeMsl JOCTYITHBI JUIS
MOBTOPHOTO UCIMOJIE30BaHUS.

CrangapTHbIe OJIOKH TaKKe MOXKHO XPaHUTh M PACIPOCTPAHITH C TIOMOIIBIO MIa0JIOHOB.
Hampumep, MoxkHO co3aTh mabaoH 0T4eTa, COASPIKaIHi IBa THUIIA COTIPOBOAUTEIBHBIX MTHCEM,
KOTOPBIE MOJIb30BATEIIN CMOTYT BBIOPATH MPU CO3JJAHUN OTYETa HA OCHOBE JAHHOTO IIA0JIOHA.
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OTtkpoiiTe m1aba0H, K KOTOPOMY TpedyeTcs 100aBUTh CTaHIAPTHHIC OJIOKH.

Co3paiiTe craHAapTHBIE OJIOKH, KOTOPBIE HY>KHO MTPEIOCTAaBUTh MOJIb30BATEIISIM.

[Tpu BBOzE cBeficHUH B qranoroBoM okHe Co37aHne HOBOTO CTaHAapPTHOTO OJI0Ka B IOJIe
CoxpaHuTh yYKa3bIBacTe HOBOE UMSI I1a0JIOHA.

[11ab10H TOTOB K IPUMEHEHHUIO.

3. 3anpem uzmenenuii 8 wiabioue

K ornenpHBIM 3J€MEHTaM YINpaBlICHUS COJEPKUMBIM B MIA0JIOHE MOXHO J100aBUTh
3alIMTy, 4YTOOBl 3aIpPeTHTh YJaJeHHEe WIM pEelaKTUPOBAHUE OIPEJEIICHHBIX 3JIEMEHTOB
yIpaBJIEHUS COACP>KUMBIM WM TPYIIIBI DJIEMEHTOB YIIPABJICHHUS.

ANTOpUTM 3alUThI 3JIEMEHTOB 111a0JI0OHA:

OTkpoiiTe mabIoH, K 3JIEMEHTaM YIPaBICHHUS KOTOPOro HEOOXOJMMO 100aBUTH 3aIIUTY.

Bbiienure s1eMEHT yNpaBieHUS COAEPKUMBIM, HM3MEHEHHUS KOTOPOro HEOOXOIMMO
OTPAaHUYHTb.

Ha Bxnanke Pa3zpaboTuuk B rpymme D1eMeHTh! YIIpaBlIeHHs HAKMUTE KHONIKY ['pynmna

Hanee Ha Bkianke PaspaboTka B rpynme DIEMEHTHI YIPaBJICHUS BHIOEPUTE ITyHKT
CaoiicTBa.

B nmanoroBom okxHe CBOWCTBa 3JI€MEHTAa YIMPABICHUS COACPKUMBIM B pasfele
brokupoBKka BBINOIHUTE JIF000€ U3 CIEAYIOIIUX IeHCTBUH.

YcranoBute ¢uaxkok DIEMEHT YIPaBICHHS COACPKIUMBIM HEIIb3sl yIAIUTh. TO TO3BOJIHUT
U3MEHATh COJIEPKUMOE 3JIEMEHTa YNpPaBJICHHS, HO CaM 3JIEMEHT YyNpaBJIECHUS HeNb3s Oyaer
YAQIATh U3 MAOJIOHA WM CO3JaHHOTO C €r0 MOMOMIBIO TOKYMEHTA.

VYcranoBka ¢uaxka CoaepKuMoe Henlb3sl PeJaKTHPOBATh MO3BOJUT YIAIUTh 3JIEMEHT
yIpaBJICHUS, HO PEIaKTUPOBATh COJIEPKUMOE B SJIEMEHTE YIIPABJICHHUs OyA€T 3aIpeIeHO.

JlaHHBIE TapaMeTPhl MOT'YT OBITh UCTIOJIB30BAHBI JUISI 3AIUTHI TEKCTA, €CJIM OH BKJIFOYCH B
1a0JIoH.

4. Hcnonvzosanue napons 0is wlabioHa

VYcTaHoBKa 3allMThl JOKYMEHTa NIapoJIeM IO3BOJIET BBINNOJNHSTh pPEIAaKTHPOBAHUE
DJIIEMEHTOB YNPaBJICHUS COAEPKUMBIM TOJIBKO IOJIb30BATENSIM, CO3AABIINUM JaHHBIN JOKYMEHT.
Ot10 o0ecnieunBaeT rpaMOTHBIN JOKYMEHTOOOOPOT B OpraHu3aluy. AJTOPUTM YCTaHOBKH MapOJIs:

OTkpoiiTe 111a6JI0H, KOTOPOMY HYHO Ha3HAYUTH MAPOJIb.

Ha Bxianke PenensupoBanue B rpynmne 3aumuTUTh BblOepuTe KoMaHay OrpaHUuYdTh
pENaKTUPOBAHMUE.

B pa3znene BxirounTs 3amuty aeBoi KIaBUIIEH MBIIIN BEIOEPUTE KOMaHAHYIO KHONKY Jla,
BKJIFOUUTB 3aIINTY.

B oTkpsiBIIEMCS 1MaO0roBOM OKHE BKITIOunTh 3ammty BeiOepute paano kHonky [lapons

Beenute naposis B osie HoBblii maposib (Heo0s3aTenbHO), a 3aTeM MOATBEPANUTE €T0 B
HuxHeM nose [loareepxenne naposs.

Ecnu nmaposb He BBeIeH , U3MEHUTh OTPaHMUYCHUS PEJAKTUPOBAHUS MOXKET JIF000i
M0JIb30BATEb.

B cooterctBun ¢ 'OCT P 7.0.97-2016 «Cuctema cranaapToB 110 HH(GOpMaLuu, 6HOINOTEeUHOMY
U M3JaTenbcKoMy Jieny. OpraHu3alliOHHO-paclopsauTenbHas AoKyMeHTalus. TpeboBaHus K
O(OPMIICHHIO JTOKYMEHTOB» O(QOPMUTH IIA0JOHBI TOKYMEHTOB (B COOTBETCTBUU C 3a/IaHUEM,
oTpeieNsieMbIM IIPEToiaBaTeNeM. )

4. O3HaKOMUTBCS ¢ MaTepuanaMu caiita https://myoffice.ru, cocraBom u Hasnayenuem

npoayKkToB «MoitOducy.
5. CpopmynupoBaTh BbIBOJI IO HTOTaM U3y4EHHUs MaTepuaa.


https://myoffice.ru/
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porpaMMHOe o0ecrieueHue

Hcnonb3oBanue:

- Oduchsiit maker npuioxenuit Microsoft Office

- OpenOffice.org

- Internet Explorer, Mozilla Firefox, Google Chrome
CIucoK HCTOYHHMKOB:

1. Kucenes, I M. UndopmaniioHHble TEXHOJOTHH B 3KOHOMUKE U YIPABICHUU
(@dpdextuBnas padora B MS Office 2007) [DnekTpoHHbIi pecypc] : YuebHoe mocodue / I'. M.
Kucenes, P. B. boukosa, B. . Cadonos. - M.: U3narenscko-Toprosas koprnopauus "J{amkos u
Ke",  2013. - 272 c¢. - ISBN 978-5-394-01755-1. - Pexum pgocryna:
http://znanium.com/catalog/product/415083

Docflow. Bce o wmupe »aiekTpoHHOro gokymMeHTooOOpota. [[lopram mocBsiieH
JJIEKTPOHHOMY JOKYMEHTOOOOpOTY U CMEXHBIM oTpacisiM. OH mpu3BaH NpPeJOCTaBUTH
YUTATEISIM CaMyK TIOJIHYIO, CTPYKTYpPUPOBAHHYIO H TIOJE3HYI0 HH(OpPMALUIO O pHIHKE,
TEXHOJIOTHSIX, PEUICHUSAX, KOMIIAHUAX U JUUax]. [DJIeKTpOHHBIA pecypc| - DIIEKTpOH, JaH.-
M.,— www.docflow.ru, cBoboaHbIi. — 3ari. ¢ 3kpaHa.

DOC-Online. He3aBucuMmblii MoOpTajg O CHCTEMax SJICKTPOHHOIO JIOKYMEHTOOOOpOTa.

www.doc-online.ru

OdurmanbHerii caitt Microsoft Office - [Qnexrponnsiii pecype] https://myoffice.ru.

Odunuansuelii caitt Moit Oduc -[Dnexrponnsiii pecype] - https://myoffice.ru.

Tema 6. Ba3pl 1aHHBIX B HHGOPMAIIMOHHOM o0ecrie4eHHd YIpaBJIeHUs
3ajanus:
1. Peanmuzanusi opuCHBIX NpuiokeHWid B cpene makera MS Office.: mpoexTupoBanue u
co3manue Tabnui B cpeae MS Access Ha 0T00p qokymeHTOB aisi Bl «JlokyMeHThD»
2. Hcnonb3oBanue 6a3 JaHHBIX B pab0OTE C JIEKTPOHHBIMU JOKYMEHTaMHU.
CnHcoK NCTOYHUKOB:

1. Aransios Bukrop Ilerposuu. ba3el nanubix : YueOunuk: B 2 kuurax. - 1. - Mocksa ;
Mocksa : U3parensckuii Jom "®OPYM" : OOO "Hayuno-uznatensckuii nenrp MHOPA-M",
2018. - 271 C. - ISBN 9785819907139.
http://znanium.com/go.php?id=929256.

http://www.cnews.ru/

Docflow. Bce o wmupe »siekTpoHHOrO goKyMeHTOOOOpoTa. [[lopram mocBsiieH
AJIEKTPOHHOMY JIOKYMEHTOOOOpOTy M CMeXHbIM oTpacisiM. OH Tmpu3BaH MNpeI0CTaBUTh
YUTATENISIM CaMyI0 TIOJIHYIO, CTPYKTYpUPOBAaHHYIO U TIOJIE3HYIO HMH(OPMAIMIO O pHIHKE,
TEXHOJIOTUSX, PEIICHUAX, KOMIIAHUAX U JIMLAxX].  [DIEKTpOHHBIM pecypc] - DJIEKTpOH, JaH.-
M.,— www.docflow.ru, cBoboanbIi. — 3ari. ¢ skpaHa.

4. DOC-Online. He3aBucuMBIii OPTal O CUCTEMAax DJIEKTPOHHOTO JOKYMEHTOOOOPOTA.
www.doc-online.ru

Tema 7. TpeOoBanuss K QyHKUMOHAJIBHOMY H aNNAapaTHO-NPOrPAMMHOMY O0ecCIe4eHHI0
aBTOMATH3HMPOBaHHBIX cucteM 1OY

Samanus:
1. Tlepeuncnuth (YHKIHHM CHCTEM JJIEKTPOHHOIO JOKYMEHTO0OOpOTa (OCHOBHBIE,
JIOTIOTHUTEIIbHBIE)

2. OcCHOBHEIC U AOHNOJHHUTEIBHBIC MOAYJIN aBTOMATU3UPOBAHHBIX CUCTCM I[Oy


http://www.doc-online.ru/
https://myoffice.ru/
https://myoffice.ru/
http://znanium.com/go.php?id=929256
http://znanium.com/go.php?id=929256
http://www.cnews.ru/
http://www.doc-online.ru/
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Texaudeckue TpeboBaHus K paboTe aBTOMaTH3UPOBaHHBIX cucteM [JIOY

4. XapakTepuUCTHKa CHCTEMBl 3JEKTPOHHOTO JOKyMeHTooOopoTa (Ha mpumepe 1C
Hoxymentoo6opot, COJI «Jleno — BeO», E1 EBdpar, CO]I «Directum RX» u ap.)

5. AHanu3 npakTU4ecKoil peanuzanuu GpyHKIMi paboTsl ¢ tokymeHTamu B CO/] Ha mpumepe

(1C Hoxymentoobopot, COJ1 «Jleno — Beo», E1 EBdpar, CO/] «Directum RX» u mp.)

CHHMCcOK HCTOYHHUKOB:

[Tpuka3 PocapxuBa ot 22.05.2019 N 71 "O06 ytBepxaeHuu [IpaBuin nenonpou3BoicTBa B
rOCy/JapCTBEHHBIX OpraHax, OpraHax MECTHOro camoynpasieHus" (3aperucTpupoBaHo B
Muntocte Poccun 27.12.2019 N 57023);

[Tpuka3 Pocapxusa ot 15.06.2020 N 69 "OO0 yrBepxaeHuN THUMOBBIX (yHKIMOHATBHBIX
TpeOOBaHUIl K cUCTEMaM 3JIEKTPOHHOTO JOKYMEHTO000POTa M CUCTEMAaM XpaHEHUs SJIEKTPOHHBIX

JIOKYMEHTOB B apXHuBax I'OCyJapCTBEHHbIX opraHoB" (3aperucrpupoBaHo B Muniocte Poccun
20.10.2020 N 60484)

KynsieB, H.H. MudbopMaiimoHHble TEXHOJOTUM B JAOKYMEHTAIIMOHHOM 0OOecreYeHuu
yIpaBieHus U apxXuBHOM Jeine : yueOHuk st By3oB / H.H. Kynses, T.B. Kongpamosa, E.B.
Tepentnena, A.I'. ®abpuyHoB ; moa obmr. pex.a.1o.H., mpod. H.H. Kynsesa. - M.: Jloroc, 2017. -
408 c. - (HoBas crynenueckass oubnmoreka) - ISBN 978-5-98704-786-6. - Pexum mocryma:
http://znanium.com/catalog/product/1015021

Jlapun Muxaun BacuinbeBud. MHpopManmoHHOe oOeclieYeHUe YIpaBlICHUS © yueOHOe
noco6ue / M. B. Jlapun ; [M-Bo oOpa3oBanus u Hayku Poc. @enepanun, Oenep. roc. Or0KETHOES

o0pa3oBart. yupexxJeHue Boicil. oopasoBanus "Poc. roc. rymanutapusiii yu-1"]. - Mocksa: PITY,
2018. - 278 c.

HudopMaimoHHbIe TEXHOJIOTHH ynpasieHus : ydyeOHuk / b.B. UepHukoB. — 2-e m3n.,
nepepad. u gorn. — M.: U] «DOPYM» : UHOPA-M, 2017. — 368 c. — (Briciiee obpa3oBanue).
- Pexxum noctyna: http://znanium.com/catalog/product/545268

CNews.ru — u3aHue o BEICOKHX TEXHOIOTUX. [DNeKTpOHHBIN pecypc] -
http://www.cnews.ru/

Docflow. Bce o wmupe 3JeKTpoHHOrO JOKyMeHTOOOOpoTa. [[lopTam mocBsiieH
AIIEKTPOHHOMY JOKYMEHTOOOOpPOTY W CMEXHBIM oTpaciasiM. OH TMpu3BaH MNpPeAOCTaBUTh
YUTATeNsIM CaMyl0 IIOJIHYI0, CTPYKTYpUPOBaHHYI0 WU IOJIE3HYI0O HMH(OpMAIMI0 O pHIHKE,
TEXHOJIOTHSIX, PEIICHUAX, KOMIAHUAX U JUIax]. [DIeKTpoHHBIA pecypc| - DIEKTPOH, JaH.-
M.,— www.docflow.ru, cBo6oaHbIil. — 3ari. ¢ 3kpaHa.

DOC-Online. He3aBucuMblii mopTan O CHCTEMax 3JIEKTPOHHOTO JTOKYMEHTOOOOpOTA.

www.doc-online.ru

Odurmansueiii caiit 1C: Ipeanpusitre 8. - [AnekTponHsiii pecypc] - https://v8.1c.ru/.

OdunmanbHblil caliT «DIeKTpoHHbIE O(UCHBIE CUCTEMBI» - [DIEKTpOHHBIM pecypc] -

https://www.eos.ru/.

Odunmansubiii  caiit  komnanuun  «WuTep-Tpact» - [DnekrpoHHblid pecypc] -

https://www.intertrust.ru/.

OdunmanbHbiii cadt kommanuu «Cognitive Technologies» - [Dnekrponnsiii pecypc] -

https://www.cognitive.ru/

Tema 8. UHTepHET-TEXHOJIOTHN U HH()POPMAIIMOHHBIE PeCyPChl, HcNoJb3yeMblie B JIOY
3agaHus:

1. IlpakTtuka pa®otsl B UHTEpHET.

2. HuTepHeT-TexHONOruy, ucnoiaszyemsie B JIOY.


file:///C:/Users/GlotovaSA/AppData/РПД%202018-19/РПД%20Обновленные/ИДОУ%202018/%0dCNews.ru%20—%20издание%20о%20высоких%20технологиях
file:///C:/Users/GlotovaSA/AppData/РПД%202018-19/РПД%20Обновленные/ИДОУ%202018/%0dCNews.ru%20—%20издание%20о%20высоких%20технологиях
http://www.cnews.ru/
http://www.doc-online.ru/
https://v8.1c.ru/
https://www.eos.ru/
https://www.intertrust.ru/
https://ru.wikipedia.org/wiki/Cognitive_Technologies
https://www.cognitive.ru/
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I'no6ansusie Beruucnutensubie ceti (WAN) u tokanbHblie BeranciauTenabubie cetd (LAN).
Ocob6ennoctu noucka uHpopmaruu B UTHTEpHET.
5. Pecypcsl UnTepHeT s crienuanuctoB chepol JOY

CHnucoK UCTOYHUKOB:

1. Jlapua Muxawun BacunseBuu. MHpopManimonHoe obecrieueHre yrpasiaeHus : yueOHoe
nocooue / M. B. Jlapun ; [M-Bo o0pa3oBanus u Hayku Poc. @enepanun, @enep. roc. Or0KETHOE
o0OpasoBar. yupexaeHue BbIcII. o0pa3oBanus "Poc. roc. rymanutapHusiii yH-T"]. - Mocksa: PITY,
2018. - 278 c.

2. Kynses, H.H. UndopmaninoHHble TEXHOJOTUU B JOKYMEHTALlMOHHOM OOECIeueHUU
yIpaBJIeHUsI U apXuBHOM jene : yueOnuk anst By3oB / H.H. Kynses, T.B. Konapamona, E.B.
Tepentnena, A.I'. ®abpuvHOB ; Mo 0011, pea.a.to.H., npod. H.H. Kynsesa. - M.: Jloroc, 2017. -
408 c. - (HoBas crynmendeckas Oubmmoreka) - ISBN 978-5-98704-786-6. - Pexxum mocryma:
http://znanium.com/catalog/product/1015021

3. AranbuoB Buxtop IlerpoBuu. basel nannbix : Yueonuk: B 2 kuurax. - 1. - Mocksa ;
Mockga : U3patensckuit JJom "®OPYM" : OOO "Hayuno-uznarenbckuii uentp MHOPA-M",
2018. - 271 c. - ISBN 9785819907139.
http://znanium.com/go.php?id=929256.

4. EBgokumoBa JliommMuna MuxaitioBHa.  DJNEKTPOHHBIM  JJOKYMEHTOOOOPOT |
obecrieueHre 0E30MMaCHOCTH CTaHAAPTHBIMU cpeacTBamu windows : YdeOHoe mocooOwue. - 1. -
Mocksa ; Mocksa : OO0 "KYPC" : OOO "Hayuno-uznarensckuii iearp MHOPA-M", 2018. -
296 c. - ISBN 9785906923240.
http://znanium.com/go.php?id=939786

5. UndopmanronHble TEXHOJIOTHH yripaBieHus : yueouuk / b.B. UepHukoB. — 2-e u3j.,
nepepad. u gorn. — M. : UJI « DOPYM» : UHOPA-M, 2017. — 368 ¢. — (Briciiee oOpazoBanue).
- Pexxum noctyna: http://znanium.com/catalog/product/545268

Ea

CNews.ru — u3ganue 0 BBICOKHX TEXHOJIOTHSX. [DIEKTpOHHBIN pecypc] -

http://www.cnews.ru/

Docflow. Bce o0 wMupe 51IeKTpOHHOTO JoKyMeHToOoOOpoTta. [[lopram mocBsiineH
AIIEKTPOHHOMY JOKYMEHTOOOOpPOTY W CMEeXHBIM oTpaciasiM. OH TMpu3BaH MNpPeAOCTaBUTh
YUTATEIsIM CaMyl TOJIHYIO, CTPYKTYpPUPOBAHHYIO M TIOJNE3HYIO HH(OpPMALUI0O O pHIHKE,
TEXHOJIOTHSIX, PEIICHUAX, KOMIAHUAX U JUIax]. [DIeKTpOoHHBIN pecypc| - DIEKTPOH, JaH.-
M.,— www.docflow.ru, cBo6oaHbIil. — 3ari. ¢ 3kpaHa.

4. DOC-Online. He3aBucuMbIii OpTail O CUCTEMAax DJIEKTPOHHOTO JOKYMEHTOOOOPOTA.
www.doc-online.ru

Tema 9. YnpasiieHne 10CTYNOM K IOKYMEHTHPOBAHHOH HH(pOpMaINU
3agaHus:
1. Pa3pabGotka MeponpusaTHii 1o obecnedyeHuto 3amuTel uHpopmamuu B ACHOY

(anmapatHble, MPOrpaMMHbBIE M OPTaHU3ALNOHHBIE METO/IbI ).

CnHcok MCTOYHUKOB:

1. Kynses, H.H. UndopmaininoHHble TEXHOJOTUU B JOKYMEHTAllMOHHOM OOECIeueHUU
yIpaBieHuss U apXUBHOM jene : yueOHuk ans By3oB / H.H. Kynses, T.B. Kongpamosa, E.B.
Tepentnena, A.I'. ®abpuvnOB ; o 001I. pea.a.to.H., pod. H.H. Kynsesa. - M.: Jloroc, 2017. -
408 c. - (HoBas crynenueckas O6ubnmuoreka) - ISBN 978-5-98704-786-6. - Pexxum moctyma:
http://znanium.com/catalog/product/1015021

CNews.ru — usganue 0 BHICOKHX TEXHOJIOTHSX. [DIEeKTpOHHBIN pecypc] -
http://www.cnews.ru/

Docflow. Bce o wmupe »aiekTpoHHOrO goKyMeHTOOOOpoTa. [[lopram mocBsieH
DJIEKTPOHHOMY JIOKYMEHTOOOOpOTY M CMEXHbIM oTpacisM. OH mpu3BaH MPEIOCTaBUTh
YUTATENsIM CaMyl0 IMIOJIHYIO, CTPYKTYPHUPOBAaHHYIO U IIOJIE3HYIO HH(QOpPMAIMIO O pBIHKE,


http://znanium.com/go.php?id=929256
http://znanium.com/go.php?id=929256
http://znanium.com/go.php?id=939786
http://znanium.com/go.php?id=939786
file:///C:/Users/GlotovaSA/AppData/РПД%202018-19/РПД%20Обновленные/ИДОУ%202018/%0dCNews.ru%20—%20издание%20о%20высоких%20технологиях
file:///C:/Users/GlotovaSA/AppData/РПД%202018-19/РПД%20Обновленные/ИДОУ%202018/%0dCNews.ru%20—%20издание%20о%20высоких%20технологиях
http://www.cnews.ru/
http://www.doc-online.ru/
file:///C:/Users/GlotovaSA/AppData/РПД%202018-19/РПД%20Обновленные/ИДОУ%202018/%0dCNews.ru%20—%20издание%20о%20высоких%20технологиях
file:///C:/Users/GlotovaSA/AppData/РПД%202018-19/РПД%20Обновленные/ИДОУ%202018/%0dCNews.ru%20—%20издание%20о%20высоких%20технологиях
http://www.cnews.ru/

26

TEXHOJIOTHSX, PEIICHUAX, KOMIAHUIX U JUIax].  [DJIEKTpOHHBIN pecypc] - DIEKTPOH, JaH.-
M.,— www.docflow.ru, cBoboanbIi. — 3ari. ¢ 3kpaHa.

4. DOC-Online. He3aBucuMbIii mOpTan O CUCTEMAaxX JIEKTPOHHOIO JOKYMEHTOOOOPOTA.
www.doc-online.ru

9.2 MeToauuecKue PEKOMEHIAUH ITO MOATOTOBKE MUCHbMECHHBIX paﬁoT

[ToaroToBka pedepara Mo3BOJISET 3aKPENUTh TEOPETHUECKUE 3HAHMS IO JUCLUIUIMHE,
MPUOOPECTH HABBIKU CAMOCTOSITENILHOTO YIIyOJIEHHOrO M3y4YeHHUs OJHOIO M3 pa3esioB Kypca.
[Tpu moaroToBke pedepara CTYIEHTHI MOJYYalOT HABBIKA U YMEHHUE PAa00TaTh C UCTOYHUKAMU U
JUTEepaTypoil, aHanmu3upoBaTh (aKThl U JaHHBIE CIELUAJIbHOW JIUTEpaTyphbl, U3JIararhb
MPOYUTAHHOE COBPEMEHHBIM IIPO(ECCHOHATBHBIM SI3BIKOM.

Pedepar nomxen ObITh 0hOpMIIEH B COOTBETCTBUU C TPEOOBAHUSAMU, TIPEIBABISIEMBIMU K
MOJTrOTOBKE U 0O()OPMIICHUIO HAYYHBIX PA0OT.

Pedepar Bxirouaer:

- TUTYJIbHBIN JIUCT;

- OTJIaBJICHUE;

- BBCJICHUE;

- OCHOBHYIO 4acTb (TEMaTHUECKUE Pa3eiibl);

- 3aKIII0YCHUE;

- CIIUCOK MCMOJIb30BaHHBIX HCTOYHUKOB U JTUTEPATYPHIL.

O6bem pedepara - 15cTpanun; Tekcrta (mpu Habope uepe3 1,5 uHTEpBasia U pa3Mepe
mpudra 13-14). Pedepar nuinercs Ha 0fHOIM CTOPOHE CTaHIAPTHOTO JincTa Oymaru ¢popmata A4
(210x197Mm).

Crpanunsl pedepata HymMepyroTcss apabCKuMu mu@paMyd Ha BEpXHEM IOJie JIMCTa, 0e3
KaBBIYCK, NE(UCOB U IPYTUX 3HAKOB MIPEIMMHAHUS. TUTYIBHBIN JIUCT U OTJIABIICHHE HE HYMEPYIOT,
HO BKJIIOYAIOT B 00IIHI 00BeM pedepara.

Hay4Hno-cripaBouHsIif ammapar pedepara BKIFOYAeT CIIUCOK UCTOYHUKOB M JINTEPATYPhI U
MOJICTPOYHBIE CHOCKHU. [lo/ICTpOUHbIE CHOCKM HCHOJB3YIOTCS BO BCEX CIIydasX LUTUPOBAHUS B
TEKCTe pedepara MpaBOBBIX aKTOB, IOKYMEHTOB, MPOU3BEICHUI aBTOPOB MOHOTpadwuii, crarei,
y4eOHUKOB, yUeOHBIX TOCOOUH, a TAK)KE MPH IUTUPOBAHUU CTAaHJAPTHBIX OMpeIeIeHn TEPMUHOB
u nosiTuid. Bee nmpuBoauMeie B pedepare dakThl, udphl, 1aThl, KOHKPETHBIC JAHHBIC TAKXKE
JIOJIKHBI OBITH TIOATBEPKACHBI TIOJICTPOYHBIMU CHOCKaMHU.

CHOCKH HyMEpYIOT B IpejieiaX OJHON CTPaHUIIBI apaOCKUMHU ITU(pamMu, TEKCT CHOCKH
pa3MeILaroT MO/ NOCJIEIHEN CTPOKOM TEKCTa

9.3 MeTtoauyecKkue yKazaHus i1 00y4alOMIMXCS 110 OCBOEHUIO TUCHHUILINHBI (MOTYJI51)

Bua paGorsl Conep:xanue Tpynoemko Pexomenganun
(mepeyeHb BONPOCOB) CTh
CaMOCTOsITE
JbHOM
padoThI
(B yacax)

Pa3nen 2. Uctopus aBromatuzauuu J0Y

ITogroroBka | 1. OcHOBHBIE  JTambl 4 gaca 1. Jlapun Muxaunn

K JICKIINH

aBromaruzanuu JJOY. BacunbseBuu. NudopmarnmonHoe

2. Dranbl  BHEIPEHUs
ABTOMAaTU3UPOBAHHBIX
TEXHOJIOTHH  CO3JaHHs,

00paboTKH,

obecrieueHre ympaBieHHs : ydeOHOe
nocobue / M. B. Jlapun ; [M-Bo
obpazoBanmsi u  Hayku  Poc.
Odenepannn, Denep. roc. Or0HKETHOE



http://www.doc-online.ru/
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HUCIIOJIBb30BaHUA

XpaHEHUsl JOKYMEHTOB.

3. DBomonus
TEXHOJIOTHI
JIOKYMEHTHPOBAHHUS
uHpopmanuu.

o0pa3oBaT.  YYpeXJCHHE  BBICII.

oOpazoBaHms "Poc. roc.
rymMaHuTapHblii yH-T"]. - Mocksa:
PITYVY, 2018.-278 c.

2. Kymnsies,

H.H. NudopmarnmonHbie TEXHOIOTHH
B JIOKyMCHTAIIHOHHOM OO0ECIICUeHUN
yOpaBlIeHUS U apXUBHOM JeJe !
yuebnuk g By3oB / H.H. Kynses,
T.B. Konapamosa, E.B. TepenTtbena,
AI. ®abpuunoB ; mon ooOmI.
pen.nr.H., npod. H.H. Kynsesa. -
M.: Jloroc, 2017. - 408 c. - (HoBas
cTyneHueckas Oubnuoreka) - ISBN
978-5-98704-786-6. - Pexum
JocTymna:
http://znanium.com/catalog/product/1
015021

3. ArainsoB Buxkrop
[lerpoBuu. ba3bl naHHBIX : YUeOHUK:
B 2 knurax. - 1. - Mocksa ; Mocksa :
Wznarensckuit Jlom "®OPYM"
OOO "HayuyHo-u31aTeNbCKUI LIEHTP
NH®PA-M", 2018. - 271 c. - ISBN
9785819907139.
http://znanium.com/go.php?id=9292
56.

4. EBnokumoBa Jronmuna
MuxaitnoBHa. DNEeKTPOHHBIN
JIOKYMEHTOO0OpOT U obecrneueHue
0e30macHOCTH CTaHJIaPTHBIMU
cpenctBamu  windows @ YueOGHoe
mocobue. - 1. - MockBa ; Mocksa :
000 "KVYPC" : OOO "HayuHo-
uznarensckuii uentrp MHOPA-M",
2018. - 296 ¢ - ISBN
9785906923240.
http://znanium.com/go.php?id=9397
86

S5. WNudopmannronnsie
TEXHOJIOTHH yTpaBIeHUS : YIeOHUK /
b.B. UepaukoB. — 2-¢ u3., mepepao.
u gon. — M. : U «DOPYM» :

NHOPA-M, 2017. — 368 c. —
(Beicmiee obpazoBanue). - Pexum
JOCTyTIa!

http://znanium.com/catalog/product/5
45268
KoncnexT nexmuii

HUroro

4 gaca

Pa3nen 3. Tpe6oBaHHS HOPMATHBHO-NIPABOBBIX 1 HOPMATHBHO-METOHYECKUX IOKYMEHTOB,
perjiaMeHTHPYIOLIUX HUCI0JIb30BaHUe HH(PopManMOHHBIX TexHosoruii B /IOY



http://znanium.com/go.php?id=929256
http://znanium.com/go.php?id=929256
http://znanium.com/go.php?id=929256
http://znanium.com/go.php?id=939786
http://znanium.com/go.php?id=939786
http://znanium.com/go.php?id=939786
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IToaroroska | 1. 3axkoHoIareabHBIE U 4 ygaca www.jurizdat.ru/editions/official/lcrf/
K JIEKIINH MMOJ3aKOHHBIE aKTEI PO, - Cobpanue 3akoHoMarenscTBa PO
perilaMeHTUPYIOIIe www.rg.ru/ - Poccuiickas rasera
BHEJIPEHUE U www.rusarchives.ru — ®enepaabHOE
UCIIOJIb30BaHUE apXMUBHOE areHTcTBO PO
WH(}pOpPMaITMOHHBIX www.vniidad.ru/ - BHUNIOA
texHosoruit B JIOY. (Bcepoccuiickuit HAy4HO-
2. HopmarusHo- HCCIIEIOBATEIIHCKUM UHCTUTYT
METOIUYCCKUE JIOKYMEHTOBE/ICHHUS 1 apXHUBHOTO JIEJIa)
JIOKYMEHTBI U CTAaH/IaPThI. www.consultant.ru/ - odpunmaIbHBINA
3. Coser 1o cait komnanuu Koncynsrantllntoc
nH(pOpMaIMOHHOM www.garant.ru/ - uadpopmarmoHHO-
0€30MacHOCTH npu IIpaBoBOM noprai I'apant
IIpesunente PO. KoHcnekT mexknuit
4. MexnyHapoaHbie
cranaaptel MCO u MOK.
5. HanmmonansHbIC
CTaHJapTHI.
Hroro 4 gyaca

Pa3znen 4. OcHoBHbIE 00bEKTHI U MPUHIUNBI aBToMaTu3anuu J1OY u opranusamumn
3JIEKTPOHHOI'0 IOKYMEHT0000poTa

TloaroroBka
K JIEKIIUU

1. Tumossle  3amadu
apromarusanuu J1OVY.

2. OCHOBHEBIE
uH(GOPMaIMOHHBIE
TEXHOJIOTHH,

ucnoaszyemsle B J1I0Y un
UX KJIaccu(UKaIms.
3. Bunel undopmanum,

coaepKalencs B
AIIEKTPOHHOM
JTIOKYMEHTE.

4. Tepmunoorus,

ucnoins3yemas B VIC.

5. OcHOBHbIE  BHJBI
¢dbopmaToB,
ucnoiaszyemsle B JIOY.

6 yacos

1. Jlapun Muxaun
BacunseBuu. Nudopmanmonnoe
obecrieueHue yrpapiieHUs : ydeOHOe
nocobue / M. B. Jlapun ; [M-Bo
o0pazoBaHus u HayKH Poc.
Odenepanun, Denep. roc. OIOIKETHOE

obOpazoBar. yUpexIACHUE BBICIIL.
o0pa3oBaHus "Poc. roc.
rYMaHUTapHbIl  yH-T"]. Mocksa:

PITYVY, 2018.-278 c.
www.consultant.ru/ - odpunranbHBINA
caiT komnanuu Koncynerantllnroc
www.garant.ru/ - uadopmarnoHHo-
paBoOBOM noprain I'apant
www.doc-online.ru;
WwWw.CCm.CNews.ru

OdunmanbHbIf caiT 1C:
[Tpennpusitue 8. - [DneKTpOHHBIN
pecypc] - https://v8.1c.rul.
OdunmanbHbil caliT «OJNEKTPOHHBIE
0(pUCHBIE CUCTEMBI» - [DIEKTPOHHBIM
pecypc] - https://www.eos.ru/.
OdunmanbHbIT CaiT KOMITaHUH
«NHTep-Tpact» -  [DneKTpoHHBIN
pecypc] - https://www.intertrust.ru/.

OdunmanbHbIi CauT KOMITaHUH
«Cognitive Technologies» -
[DneKTpOHHBIN pecypc] -

https://www.cognitive.ru/
U Jp.



http://www.jurizdat.ru/editions/official/lcrf/
http://www.rusarchives.ru/
http://www.vniidad.ru/news1/example.php
http://www.consultant.ru/
http://www.garant.ru/
http://www.consultant.ru/
http://www.garant.ru/
http://www.ccm.cnews.ru/
https://v8.1c.ru/
https://www.eos.ru/
https://www.intertrust.ru/
https://ru.wikipedia.org/wiki/Cognitive_Technologies
https://www.cognitive.ru/
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KoncnekT nexmnuii
Htoro 6 yacos
Paznen 5. Peanu3anus 3aga4g JIOY ¢ nomombio MS Office

IloaroroBka | 1. [puHmns! 6 yacos Kucenes, I'. M. HMudopmannonusie

K JICKIIUU MOCTPOCHUS u TEXHOJIOTMM B DKOHOMHKE  H
(bYHKIMOHUPOBAHUS ynpasinenuu (3¢dexktuBnas pabora B
O(UCHBIX CHCTEM B CpeJie MS  Office 2007) [DnaeKTpOoHHBI#
nakera MS Office. pecype] : Yuebnoe mocobue / I'. M.
2. IloaroroBka, Kucenes, P. B. boukoBa, B. H.
peructpanus, oopaboTka CadonoB. - M.: MHsnarenncko-
U XpaHEHHUE TOKYMEHTOB Toprosast koprnopauus "/lamxkos u K°",
cpeactBamu maketa MS 2013. - 272 c. - ISBN 978-5-394-
Office. 01755-1. - Pexumm  pmoctyma:
3. JlomonHuTEIbHBIE http://znanium.com/catalog/product/41
BO3MOXXHOCTH pabOTHI C 5083
0(hHUCHBIMU KoHcnekT nexuuit
nporpammamu Word u
Excel B MS Office.

Htoro 6 yacoB

Paznen 6. ba3bl 1aHHBIX B MH(pOpPMaLHOHHOM O0eclieYeHNH YIIPABJICHUSA

[loaroroBka | 1. Ilonsitue u crpykrypa 6 gacos 1. AramsuoB Bukrop IlerpoBuu.
K JIEKIUU 0a3bl TaHHBIX. baspl nanubix : Yuebuuk: B 2 kHurax.
2. Mogenu TOCTpOCHUS - 1. - MockBa ; MockBa
0a3bl JaHHBIX. Wznparenasckuii Jlom "OOPYM" : OO0
3. ITonsTne "HayuHo-n31aTenbcKuit LEHTP
kopnopatuBHoir bBJl wu NH®D®PA-M", 2018. - 271 c. - ISBN
KOPITOPAaTHBHOM ncC. 9785819907139.
TpeGoBanus K http://znanium.com/go.php?id=92925
koprnopatuBHo BJl u 6.
ncC. Koncnekr nekuuit
4. OcCHOBHBIE CBOWCTBa
Oa3pl  maHHbBIX  Lotus
Notes u MS Access.
5. Cucremsbl yrpaBieHUS
6a3zamu nanHbix (CYBJ).
Hroro 6 yacoB

Pasznen 7. TpeGoBanusi K PYHKIHOHAJIBHOMY M aNNApPaTHO-NPOrPaMMHOMY o0ecrie4yeHHuIo
aBTOMATH3HPOBaHHBIX cucteM J0Y

IloaroroBka
K JIEKINHU

1. KopnoparusHsie 6 yacos
MH(pOpMallMOHHbIE

CUCTEMBI.

2. Bunanr u
Pa3HOBUIHOCTH AC

JOYV.

3. Kpurepuun BbIOOpa
KOMIIaHUHU-pa3padboTUnKa

AC 10Y.

4. Kputepuu Boidopa AC

1. Jlapyn Muxaun Bacuibesuu.
Nudopmannonnoe o0ecrnieueHue
ynpaBieHus : yuyebHoe mnocodue / M.
B. Jlapun ; [M-Bo oOpazoBanusi u
Hayku Poc. ®enepanun, denep. roc.
OrojkeTHOE 00pa3oBaT. ydpexKJeHUe
BblcI.  oOpaszoBanust "Poc. roc.
ryMaHuTapHbli  yH-T"]. - Mocksa:
PITY, 2018. -278 c.

HHTEpHET pecypcbl:



http://znanium.com/catalog/product/415083
http://znanium.com/catalog/product/415083
http://znanium.com/go.php?id=929256
http://znanium.com/go.php?id=929256
http://znanium.com/go.php?id=929256
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A0y u
MIPOTrPaMMHBIX
MPOJYKTOB
MIPUMEHUTEITHLHO K
3a/1a4yaM OpraHu3aIlHu.

5. Pa3zpaboTka
TEXHHYECKOI'0 3aJaHHUs.
6. [TpuHIMTIBI
MPOSKTUPOBAHHUSI U ITATIBI
BHeapenuss AC IOV B
JIEITEIbHOCTD
OpraHu3aIiy.

7. Hawubomee
MOMYJIIPHBIC
coBpeMenHbie AC JIOVY.

HHBIX

www.doc-online.ru;
WWW.CCM.CNEWS.ru,
WWW.COMpress.ru; WWW.business-
process.ru; WWw.eos.ru u ap.;
KoHcnekTsl neknuii.

Htoro

6 yacoB

Pa3gen 8. UHTepHET-TEXHOJIOTHH U HH(POPMALHOHHBIE

pecypcbl, ucnojibdyembie B I0Y

TloaroroBka
K JICKIIUU

l. [Tonsarue
«MH(POPMAIIUOHHBIH
pecype».

2. I'moGanbHbIE
BBIYHCITUTEILHBIC — CETH
(WAN) wu JOKalbHbIE
BBIYHCITUTEILHBIC — CETH
(LAN).

3. OcoOeHHOCTH MOMCKA
uHpopmanuu B
Nurtepuer.

4. Pecypcel HHTEepHET
TUIst CHCIIHATICTOB
chepst JIOY.

6 yaca

Jronmuna
DNEeKTPOHHBIN
obecrnieueHue

1. EBnokumoBa
MuxaioBHa.
JIOKYMEHTOO00pOT U
0e30MacHOCTH CTaHJIaPTHBIMU
cpenctBamu  windows YueOHoe
mocobue. - 1. - MockBa ; MockBa :
000 "KVYPC" 00O '"HayuHo-
m3natenbckut  1neutp MHDPA-M",
2018. - 296 c. - ISBN 9785906923240.
http://znanium.com/go.php?id=93978
6

2. WNudopmannonssle
TE€XHOJOTMH YNpaBICHUS . y4eOHUK /
b.B. UepHukoB. — 2-e u3zf., nepepao.
u gon. — M. : U] «DOPYM»
NHOPA-M, 2017. — 368 c. —
(Breictiee  obpazoBanue). - Pexum
JocTyma:
http://znanium.com/catalog/product/54
5268

HNuTtepHeT pecypcebl:
www.jurizdat.ru/editions/official/lcrf/ -
Cobpanmue 3akoHoaarenbcTBa PO
www.rg.ru/ - Poccuiickas razera

www.rusarchives.ru  —  ApxuBHOE
areHTcTBo PO

www.vniidad.ru/ - BHUNIAL
(Bcepoccuiickuit Hay4HO-
HCCIIEN0BaTEILCKUN WHCTUTYT

JIOKYMEHTOBEICHUS M apXUBHOTO JI€ja)
www.consultant.ru/ - opunnanbHbIN
caiT komnanuu Koncynsrantllntoc
www.garant.ru/ - uaopmarnoHHo-
IIpaBoBOM noprai I'apanT u ap.;



http://www.eos.ru/
http://znanium.com/go.php?id=939786
http://znanium.com/go.php?id=939786
http://znanium.com/go.php?id=939786
http://www.jurizdat.ru/editions/official/lcrf/
http://www.rusarchives.ru/
http://www.vniidad.ru/news1/example.php
http://www.consultant.ru/
http://www.garant.ru/
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KoncnekTsl JeKIuii.

Pa3nen 9. YnpaBiieHue J0CTyNOM K J{OKYMEHTHPOBAHHOI HHpOpMAIHH

IloxroroBka
K TecTaM
IloxroroBka

pedepara

4 yaca

1. Jlapun Muxaun
BacunbseBuu. Nudopmarnmonnoe
obecrieueHne yMpaBIeHUS : ydeOHOe
nocoobue/M. B. Jlapun; [M-Bo
oOpa3oBaHus u HAYKH Poc.
Oenepanun, Denep. roc. OIOIKETHOE

oOpa3oBaT.  y4YpEeKIEHHUE  BBICII.
00pa3zoBaHUs "Poc. roc.
ryMaHuTapHbii  yH-T"]. - Mocksa:
PITYVY, 2018.-278 c.

2. AraiplioB Buxrop

[TerpoBuy. ba3el qanHbIX : YueOHuUK: B
2 xaurax. - 1. - MockBa ; Mocksa :
Wznparensckuii Jom "OOPYM" : OO0
"HayuHo-u3narenbckuit LEHTP
NHOPA-M", 2018. - 271 c. - ISBN
9785819907139.
http://znanium.com/go.php?id=929256
3. EBpnoxmmoBa  Jlrogmuiia
MuxaiinoBHa. DNEeKTPOHHBIN
JIOKyMEHTOOOOpOT ®  OOecIredcHHe
0€30ITaCHOCTH CTaHJapTHBIMU
cpeactBaMun  windows @ YueOHOe
mocobue. - 1. - MockBa ; Mockaa :
000 "KVYPC" : OOO "Hayuno-
m3narensckuit  nentp MHOPA-M",
2018. - 296 c. - ISBN 9785906923240.
http://znanium.com/go.php?id=939786
4. WNupopmarnmonnsie
TEXHOJIOTMH  yHOpaBieHus:  Yueo.
nocobue st By3oB / [lon. pen. mpod.
I'A. Turopenko. 2-e usg., pom. — M.:
IOHUTU-IIAHA, 2005. 439 c.

S. JlJapupg  M.B.  VYmnpasieHue
JIOKyMEHTallued B OpraHU3aIHsIX.—
M.: Hayu. kH., 2002.

6. CarnkoB B.B.
NudopmaiinoHHble  TEXHOIOTUH U
KOMITBIOTEPHU3ALIMS JIETONIPOU3BOICTBA
/ B.B. CamnkoB. — 2-e u3f., ctep. — M.:
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Ilpunoscenue 1

AHHOTAIIUS PABOYEN ITPOT'PAMMBI JITACIUILIAHBI

Llenb TUCIMITIMHBI — 00€CTIEYUTh TOCTATOYHBIN M HEOOXOIUMBIN YPOBEHb TEOPETHUECKUX
3HAHUM M MPAKTUYECKUX HABBIKOB B PEIICHUU 33134 MPUMEHEHUS HOBBIX MH()OPMALMOHHBIX
TEXHOJIOTUH B TOKYMEHTAITMOHHOM OOECIICYCHUHN YTIPABIICHHUSL.

3amayaMy JUCLUIUIMHBL  SABJIAIOTCS HM3Y4YEHHME TEOPUHM U IPAKTUKH IPUMEHEHHS
uHpopMannoHHbIX TexHojoruid B JIOY, BbIpabOTKa y CTyIEHTOB HaBBIKOB CAMOCTOSITEILHOU
paboThI ¢ KOMILJIEKCHBIMU MH(OpMAIIMOHHBIMU cucTeMamu JJOVY.

B pesynbTare 0cBOCHUS AUCHUILTUHBI 00YYaIOUIHIACS JOIDKEH:

3uamo: ungpopmayuonuvie cucmemul, UCNOIb3YEMblE 8 OOKYMEHMAYUOHHOM 0DecnedeHuu
VAPABNEeHUs U APXUBHOM Oenle

Ymemos: ucnonvzosame unpopmayuoHHo-KOMMYHUKAYUOHHbIE MEXHONIO2UU C UYelblo
opaanuayuy OOKyMeHMayuoHHo20 0becnederHus YynpasieHus U apXusHo20 XpaneHus 0OKyMeHmos

Bnaoemv: nagvikamu 6wv100pa ONMUMANLHBIX UHGOPMAYUOHHO-KOMMYHUKAYUOHHBIX
pewenuli npu 6bINOAHEeHUU padom no OOKYMEHMAYUOHHOMY 00ecneyeHuio Ynpasienus u
aApXUBHOMY Oey



