





1. OBJACTb MPUMEHEHUSI U MECTO JUCHUILIMHBI B VYYEBHOM
MPOLIECCE

VYueOnass mucruruinHa «MHQOpMAIMOHHBIE TEXHOJIOTMH B JIOKYMEHTAIIMOHHOM
00eCreYeHUH YIIPABIICHUS H apXUBHOM JIEJIC» OTHOCHUTCS K 0a30BOM 4acTH MPOQEeCCHOHATBHOTO
Oimoka. l3ydeHue MaHHOW AWCHUIUIMHBI OCHOBBIBacTCs Ha Oasze auctumuinH: Hceropwus,
Hudpopmaruka, HudopMarimoHHbie TEXHOJIOTHH, Opranuzanus u TEXHOJIOTHS
JIOKYMEHTAITMOHHOTO oOecreueHust yrpaBieHus, ApxuBoBeneHue, OpraHu3anus yrpaBJICHUS
0Oa3zaMu TaHHBIX.

3HaHWS W yMEHUs, TMOJYYCHHBIE B XOJI€ M3ydeHHUs AUCUUIUIHHBI «MHpOpManmoHHbIe
TEXHOJIOTHH B JOKYMEHTAI[MOHHOM OOECIICYCHHH YIIPABJICHHUS W apXMBHOM JIEJIC» SBISIOTCS
OCHOBOHM Il W3y4eHUs nociedyiowux maucUUIIH: OpraHu3aluoHHO-T0KYMEHTAIIMOHHOE
oOecrieueHne JACSITEILHOCTH PYKOBOAMTENS, JloKyMeHTHpoBaHHE (DUHAHCOBO-XO3SHCTBEHHOU
JESTEIIbHOCTH OpPraHu3allnu.

2. CTPYKTYPA JUCHUIIJIMHBI

. dopma 00ydeHus
XapakTepucTruka y4eOHOM TUCIUTLTUHBI
Ounas 3aouHas
Hanpasnenue moaroToBku 46.03.02 JIokyMEHTOBEICHUE U apXHUBOBEJICHHE
ITpodwmib JIOKyMEHTOBEICHUE U apXUBOBEJICHHUE
OO6pazoBaTenpHas mporpamma bakanaBpuar
KBanudukamnus AxkaneMudecKkuii OakaiaBp
KonuuecTBO conepkarenbHbIX MOYJIEH U 1(8)
TEM

JucuuninuHa 0a30BoH / BapuaTUBHOM YacTH

. ba3oBas yacTb npoeccroHaibHOro 6J10Ka
00pa3oBaTebHONU NPOTrPAMMBI

1 MOAYIbHBINA KOHTPOJIb,
9K3aMeH B 5-M cemecTpe Ui OYHOU (HOpMBbI

dopMBI KOHTPOIA o
P ™ oOydeHus1, Ha 3 Kypce Ui 3a09HOH (hOPMBI

o0y4yeHHs

I'ox monroToBkn 2
Cemectp 3
KomnuecTBO 3a4€THBIX €IHMHUIL 35 3,5
KosmmuecTBo yacoB Bcero 126 8
B T.4.:
- JIGKITMOHHBIX 18
- PAKTUYECKUX WJIM CEMUHAPCKUX x
- 1a00PaTOPHBIX 36
- CAMOCTOATENbHOM paboThI 7?2 118

B T.4. MHJIUBUIyaJIbHOE 3aJaHNE x x
HenenpHoe KoMMuecTBO 9acoB 7 x
B T. 4. - QyIUTOPHBIX 3 x

- CaMOCTOSITEILHOM pabOTHI CTy/IEHTA 4 x

3. OIMUCAHME JUCHUIIJIMHBI

He.ﬂb H3YyYCHUA JUCHHUIIMHBI — 06yquI/Ie TECOPETUYCCKNUM OCHOBaM H IPUKJIAAHBIM
acnektaM wuHpopmarmzanmu JIOY u apxuBHOrO nena. @OpMHUpOBAHUE YMEHHS MPUMEHSITH
nHpopmarnmonHsie Texnosnoruu B JIOY u apxuBHOM fee.



Sagaun:

Gopmuposarue y cmyodenmos sHanuti 00 (0):

- OCHOBHBIX IOHSTHSX, UCIOJIb3YEMbIX B IpOLECCe MPUMEHEHUs HH(OPMAIMOHHBIX
texnosioruit B JIOY u apxuBHOM J1enie;

- OCHOBHBIX HOPMATHUBHO-IIPAaBOBBIX OCHOB IPUMEHEHHsI HHPOPMALMOHHBIX TEXHOJIOTHUI
B JIOY u apxuBHOM Ji€J€;

- COBPEMEHHBIX KOMIBIOTEPHBIX TEXHOJIOTUSAX CO3[AHUSA TEKCTOBBIX, TaOJIMYHBIX,
rpadu4ecKux, MyJIbTUMEIUHHBIX JOKYMEHTOB U 0a3 JaHHBIX;

- HampaBJICHUSIX, BO3MOXKHOCTAX M  IPEUMYLIECTBaX  ABTOMAaTHU3UPOBAHHOI'O
JIOKyMEHTO000pOTa;

- CYILIECTBYIOUIMX HAalpaBJICHUSIX HCIOJIb30BAHUS COBPEMEHHBIX HH()OPMAIIMOHHBIX
TEXHOJIOTUH B JESATEIBHOCTH JOKYMEHTAI[HOHHBIX CITY>KO M apXUBOB;

- OCHOBHBIX XapaKTePUCTUKaX Pa3JIUYHBIX IPOrpaMMHO-TEXHMUYECKHX CpEICTB
aBTOMATH3AIMH JEJIONPOU3BOICTBEHHON 1 apXUBHOHN Cephl;

- COBPEMEHHOM COCTOSHUM HH(OPMAIMOHHOTO pbIHKA  CHELHMAIM3UPOBAHHOTO
nporpaMMmHoro odecnieueHust B ooiactu JJOY u apxuBHOTO N1ena;

- OCHOBHBIX 3Talax BHEIPEHHUS aBTOMATHU3MPOBAHHBIX CHUCTEM B pabOTy apXHMBOB U
JOKYMEHTAIMOHHBIX CITYXkO0;

- IpoOJEMHO-OPUEHTHUPOBAHHBIX IIaKETaX MPUKIAJHBIX MPOrpaMM IO OTpacisiM H
chepam AesSTEIBLHOCTH;

- CTPYKType, COCTaBé M CBOMCTBaX HWH()POPMALIMOHHBIX IPOLIECCOB, CHCTEM H
TEXHOJIOTHIA,

- HHCTPYMEHTAJIbHBIX CPEJICTBAX MH(POPMALMOHHBIX TEXHOJIOTUH;

- naccupukanuu  UHOOPMAIMOHHBIX  CHCTEM,  CTPYKType, KoH(purypauuu
UHPOPMALIMOHHBIX ~ CHUCTEM,  OOIlell  XapakTepUCTHUKE  Ipolecca  IPOEKTHPOBAHUS
UH(POPMALIMOHHBIX CHCTEM;

- OCHOBHBIX BMJAaX U IMpoueaypax oOpaboTKH HHPOpPMALUHU, MOJIENAX M MeTojaax
pemenus 3agad 00paboTku nHGOPMAIMK (TeHEepansi OTYETOB, MOAJIEPIKKA TPUHATHUS PEIICHUH,
aHaJIu3 JaHHBIX, HICKYCCTBEHHBIN MHTEIJIEKT, 00paboTKa H300paKeHUIA).

TpeGoBanuss K pe3yjJbTaTaM OCBOeHUsI AucHMIIMHBI: [Ipomecc wm3ydeHus
qucuuIuineel - «MHQOpManMoHHBIE  TEXHOJOTMM B JOKYMEHTAlMOHHOM  OOecreyeHuu
yIpaBJICHUS] W apXUBHOM JIelie» HampaBlieH Ha (OPMHUPOBAHHE DIIEMEHTOB CIEIYIOIIUX
komneteHuuii B coorserctBuu ¢ ®I'OC BO PO, 'OC BO JIHP (mpoekT) 1mo HampaBieHHUIO
noarotoBku 46.03.02 JlokyMeHTOBeleHHE U apXHBOBEACHUE W OCHOBHOW MPOQECCHOHAIBHON
o0pa3oBaTeNbHOW MPOrpaMMBbl BhICHIET0 0Opa30BaHUS HampasieHus mnoarotoBku 46.03.02
JlokyMeHTOBeIeHNE U apXUBOBEACHUE, MPOodUst: «/[oKyMEeHTOBEIeHHE 1 apXHUBOBEICHUEY!

Oowenpogeccuonanvnvie komnemenyuu (OIIK):

Crnoco0eH wucnonb30BaTh 0a30BbI€ 3HAHUS B 00J1aCTH MH()OPMAIIMOHHO-
OIIK-4 | KOMMYHUKallMOHHBIX TEXHOJIOTUH B chepe cBoeil nmpodheccuoHanIbHON
JESITEIbHOCTH.

NHaukaTopbl TOCTHKEHHS KOMIIETEHUHMH U pe3y/bTaThl 06yqe}mﬂl. Joctuxxenue
KOMIIETCHIIMM OLICHMBACTCS HA OCHOBE TAKUX MHAUKATOPOB M COOTBETCTBYIOIIUX UM
pe3ynbTaTOB OOyUCHHUS:




Oo6menpodgeccuoHaJIbHbIE

HNnauxaTopbl Pe3yabTaThbl 00yueHus1
KOMIETEHIINH
3HaeT OCHOBHBIC O0BCKTHI, IPUHITUITHI 1
rcropus aproMarmzanuu JJOY
3HaeT HampaBleHUS B chepe cBOCH
po(heCCUOHATBHOMN IEATEIEHOCTH, B
KOTOPBIX HCITOJIB3YIOTCS MH(POPMAIIMOHHO-
KOMMYHHKAIIMOHHBIE TEXHOJIOTHH
3HaeT crocoOkl 3amUThl JOKYMEHTOB
OIIK-4 U-1. 3HaeT OCHOBHBIE OOBEKTHI, IIPHUHITHIIHI
OIIK-4. Criocoben Ucnonszyet aBTOMAaTH3AIlNH, BUJBI M THUIIBI
HCIIOJIb30BaTh 0A30BbIC 0a30Bble 3HAHUA B | MH(OPMAIMOHHBIX TEXHOJIOTHI apXUBHOTO
3HAaHHA B 00J1aCTH obnactu Jiena
nH(OPMAITUOHHO- WHPOPMALIMOHHO- | YMEET MCITOIB30BaTh TEXHOIOTHH
KOMMYHHUKAIIMOHHBIX KOMMYHHKALIUOHHBIX | MOJTOTOBKU JIOKYMEHTORB B CpeJic OPUCHBIX
TEXHOJIOTHH B chepe CBOoeH TexHonorui B chepe | makeroB MSOffice aist perienus
npoeccnoHaIbHON CBOEH MOCTaBJICHHBIX 3324
JIEeATEIIbHOCTU npo(ecCHOHANBHOM | YMeeT aHaIu3upOBaTh PHIHOK
ACATCITPHOCTH COBPEMCHHBIX aBTOMAaTU3MPOBAHHBIX

WHPOPMALTUOHHBIXCUCTEM
JIENIONPOU3BOICTBA

Ywmeer ucnonb3zoBaTs HTEpHET-
TEXHOJIOTUMHA U PECYPCHI, UCTIOJIb3YEMEIC B
JOY u apxuBHOM jerne

YmMmeer CTPOUTH aBTOMATU3UPOBAHHOC
pabodee MECTO apXHBHCTa

4. ®OPMbI OP'AHU3ALIIMU YYEBHOI'O ITPOLHECCA U COAEP KAHUE

JUCHUTINHBI

I[I/ICIII/IHJ'H/IHEI ((HH(bOpMaHI/IOHHBIe TEXHOJIOTMKM B JOKYMCHTAOIWMOHHOM obecreueHnu
yIIpaBJIEHUS U apXUBHOM JIeJie» TMpeaycMaTpUBaET Cieayrole (GopMbl OpraHu3alul yaeOHOro
nporecca: JIEKINH, J1abopaTOpHbIE 3aHATHS, CAMOCTOSTEIbHAS paboTa CIIymIaTens.

Marepuan  u3naraeTcss € MCIOJB30BAaHHEM  OOBSICHUTENIbHO-UIUTIOCTPATUBHBIX,
IBPHUCTUYCCKUX WU HUCCICAOBATCIBCKUX MCETOJA0B IMPCIIOAaBaHUAA. HpI/I IMPOBCACHNN J'ICKIII/IfI JIIsL
00CYX/IeHUs MaTepuaa HIMPOKO UCTIONIb3YIOTCS MyJIbTUMEIUIHbBIE TPE3CHTALIUH, AaHUMAIIHUH.

B yueGHOM mpoliecce IMHMPOKO MPUMEHSIIOTCS AKTHUBHBIE M HHTEPAKTUBHBIE (POPMBI
IPOBE/ICHUS 3aHATHH (pa300p KOHKPETHBIX CUTYallUid, BBIMOJIHEHHE 3alaHUH 110 COCTaBICHUIO U
0(pOpMIICHHIO JTOKYMEHTOB, TUCKYCCHS, TIOJIEMUKA), BHEAYAUTOPHAS CaMOCTOsTENbHas padoTa,
0aJUIbHO-pEUTUHTOBasl ~ CHCTEMa OLEHKHM  YCIIEBA€MOCTH, JIMYHOCTHO-OPUEHTHPOBAHHOE
oOyudeHnue, mnpobOiremMHoe oOyuyeHue, Ono4yHO-MonaylbHOe oOyuyenue. [IpemycmorpeHo
UCIOJIb30BaHUE B Y4eOHOM IpOLIECCe MHTEPHET-PECYpPCOB MO JAHHOMY KYypCy ISl pelIeHHs
3aJaHuH.

CamocrosTenbHas pabota ciymaTenei npeaycMaTpuBaeT BBITTOJIHEHHE
WHAUBUAYAJIbHBIX 33JaHUN, MOATOTOBKY K J1a0OpaTOPHBIM 3aHATHUSAM, HU3ydeHHE Y4eOHOH u
METOAMYECKOHN JINTEPATYPhl, COCTABJICHUE KOHCIIEKTOB, 3aI1Ta IPE3EHTAIMN U IOKJIAJI0B.



Temaruueckuii mian «MHpopManmoHHbIe TEXHOJIOTUH B JOKYMEHTAIMOHHOM
o0ecrnieyeHUM yNPaBJIEHUSI M APXMBHOM JIej1e»

Tembl

Bonpocel Tembl

1. OcHOBHEIE OOBEKTHI,
MPUHIIAITBI © UCTOPUS
apromarusanuu JIOY.

11 Iemm w 3amadd,  CTOSIIHE
uHPOPMaMOHHBIX TexHonorui B JJOVY.
1.2 Tunossie 3amaun aBToMaru3anuu JIOY: co3manue, nepenaya,
XpaHEeHHE, MOUCK, KOHTPOJIb UCTIOTHEHUS JOKYMEHTOB.

1.3 OOBbeKThI, MPUHIUIIBI U HCTOPpHUs aBToMaTu3aiuu JJOY.

1.4 OcHoBHBIE MH(POPMALMOHHBIE TEXHOJOTHH, UCIOJIb3yeMble B
OV u ux xnaccudukamms.

Ipu HCII0JIb30BaHNH

2. Texnomoruu
MOJIFOTOBKH JJOKYMEHTOB
B cpezie OPHUCHBIX

1.1 TpunHuunsl nocTpoeHHs W (HYHKIMOHUPOBAHUS O(PHCHBIX
cucreM B cpeze makera MS Office.
1.2 lloxroroBka, peructpanus, o0padoTka U XpaHeHHE JOKYMEHTOB

maxketoB MSOffice. cpenctBamu nakera MS Office.
1.3 TlonsiTHE «perucTpamonHas kaprouka jokymenta B ACY I».
1.4 Peanu3zanus 3ajauu KOHTPOJISA UCIIOJHEHUS B cpele nakera MS
Office.
3. 1.1 Ilpu3naku ki1accuuKaruu HHHOPMAITMOHHBIX CUCTEM.
ABTOMaTU3UPOBAHHBIE 1.2 Cucremsl ynpaBieHHS JOKyMeHTOOOOpoToM. Buabl u
UH(pOPMaLIMOHHbIE pasHoBuaHOCTH AC.
CHUCTEMBI 1.3 Kpurepuu Beibopa AC IOY 1 HHBIX IPOrPaMMHBIX MTPOIYKTOB
JIeJIOTIPOU3BOICTBA. IPUMEHUTEIBHO K 3a/1a4aM opraHuzanuu. [Ipumepsl coBpeMeHHbIX

AC J10Y. CnenunanuszupoBaHHble ”HYOPMAIIMOHHBIE CHCTEMBI.

4. Cr1ocoOBI 3aIUThI
JIOKYMEHTOB.

1.1 OcHOBHBIE BU/IbI 3JIEKTPOHHBIX TOKYMEHTOB.

1.2 Bunger wunbopMammm, coxepKamieidcss B AIEKTPOHHOM
JOKYMEHTEe: TeKCToBasi, rpaduueckas, TabmuyHas ¥  T.II.
DJIeKTPOHHAs TTO/ATHKCH.

5. MHTepHer-
TEXHOJIOTMH U PECYPCHI,
ucnoaszyemsie B JIOY n
ApXHUBHOM JIEJIE.

1.1 Undpactpykrypa uHPOpMaLUMOHHON AedrenbHOCTU. [loHsTHE
MH(OPMALIMOHHON CETH.

1.2 T'noGanbHble  BBIYMCIUTEIbHBIE
BBIUUCITUTENbHBIE CeTH. IHTEpHET.

1.3 Pecypcel Hurepner ans cnenuamuctoB cdepel JOY u
ApXMBHOM JIeJIe.

CCTHU n JIOKAJIbHBIC

6. OcHOBHBIE OOBEKTHI U
TIPUHITAITHI
aBTOMAaTH3alluU
apXMBHOTO JIeTa.

1.1 OOBeKThl, NPUHIUIMBI, IIENH,
WHPOpPMATH3ALUU APXUBHOTO JIeTa.
1.2 Opranuzamus wuHbOpMaTH3aLMU Ha ypoBHe apxuBa. 1.3
[TmanupoBaHue pabOTHI IO BHEAPESHUIO aBTOMATHU3AIlMHN B apXUBaX.
1.4  Dranel  BHeJApeHUs  aBTOMATU3MPOBAHHBIX  apXMBHBIX
TEXHOJIOTHI B apXUBE.

3alayi U HaAIlIPpaBJICHUA

7. Buasl 1 TUIBI
MH(OPMaLMOHHBIX
TEXHOJIOTHI B apXUBHOM
Jiene.

1.1 Ilpunnuns! npuMeHeHHs WH(GOPMAIMOHHBIX TEXHOJOTHHA B
apXWBHOM JIeJIe.

1.2 Knaccuduxanms MHOOPMAIMOHHBIX TEXHOJOTHMH B apXHUBHOM
Jene.

1.3 ApxuBHBIE TEXHOJIOTUHU BBOJA HH(OPMAIIHH.

8. ABTOMaTH3UPOBAHHOE
pabouee MecTo
ApXUBHCTA.

1.1 KoMMOHEHTHl aBTOMAaTH3LUIMPOBAHHOTO
apXUBHCTA.
1.2 UaTerpupoBanHast MoJIe)Ib WH(GOPMAIIMOHHOMN CHCTEMBI apXHUBa.

pabouero Mecra




Crpykrypa aucuuniinibl « AHGopManuoHHbIE TEXHOJOTHH B JOKYMEHTAIIHOHHOM
o0ecrneyeHUM yNPABJIEHUSI M APXMBHOM JieJjie» 0 BUIaM y4eOHOM AeATeJIbHOCTH

KounuecTBO 4acoB
Ounas popma 3aounas popma
o0y4eHus o0y4eHus
B T.4. B T.4.
Ha3Banusi coaep:kaTejbHBIX MOAYJIeH H 8 8
TeM 2 % E = % E
2 B2 | £ |8
Q o R Q o) N
=& § € 4 = |E| § |€ 4
o | E1E| 5|88 2| 5|E| & |38
S| 5|18 %l2g 8| B8 |& ¢ |2¢
aa] S [[E B |Oa M =5 | E H O a
1. OcHOBHBIE OOBEKTHI ¥ IPHHIIUIIBI 2 2 14,9
aBroMatu3anuu JIOY 13 9 5 0,2 0,75 14
2. TeXHOJIOTUH TTOATOTOBKH JOKYMEHTOB B 2 4 9 | 15,0 |0,3 0,75 |14
cpene opucueix makeroB MS Office. 15 5
3. Ba3bl JaHHBIX B HH(GOPMALMOHHOM 2 4 9 | 149 0,2 0,75 | 14
o0ecrieYeHu ! yIpaBieHHS. 15 5
4. ABTOMAaTH3MPOBaHHbIC HH()OPMAIIHOHHBIE 4 6 9 | 190103 0,75 | 18
CHCTEMBI JIEJIONPOM3BOICTBA | opranu3arms | 19 ’
3IIEKTPOHHOTO JIOKYMEHTOO00POTA. 5
5. IHTEepHET-TEXHOJIOT U U 2 5 9 14.9 0,2 0,75 | 14
nH(pOpMaLMOHHBIE PECYpChI, UCTIONb3yeMble B | 16 5’
JOY u apxuBHOM jemne
6. OCHOBHbIE O0BEKTHI U TIPHHIIHITBI 16 2 5 9 15.05 0,3 0,75 | 14
ABTOMATH3aI[MH apXMBHOTO JIelia ’
7. Buzibl ¥ THIIBI MHGOPMALMOHHBIX 17 2 6 9 16.95 0,3 0,75 |16
TEXHOJIOTHI B apXUBHOM JICJIe '
8. basbl JaHHBIX B ApXUBHOM JICJIC 15| 2 4 9 |14,95|0,2 0,75 | 14
Bcero yacon 126 | 18 36 | 72 | 126 | 2 6 118

5. TEMATHUKA JIEKIHUOHHBIX, IIPAKTHYECKHUX U JIABOPATOPHBIX

3AHATUN

Tembl JeKIIMOHHBIX 3aHATHH

Ne KosanuecTBo 4yacoB
w/n Ha3Banue Tembl Ounas | 3aounas
¢opma dopma
1. | OcHoBHbIe 00BEKTHI ¥ TPUHLIMIIBI aBTOMaTu3auu JOY 2 0,2
2. | TexHONOrMH MOJATOTOBKH JIOKYMEHTOB B cpejie 0pHCHBIX makeToB MS 2 0,3
Office.
3. | basbl naHHBIX B MHPOPMAITMOHHOM 00ECTICUeHUH YITPABIICHUSI. 2 0,2
4. | ABTOMaTH3MPOBAaHHBIE HH(GOPMALMOHHBIE CUCTEMBI AEJIONPOU3BOACTBA U 4 0,3
OpraHu3alys dIEKTPOHHOTO JOKYMEHTO000pOTa.
5. | MHTEepHET-TeXHOJIOTHMH U HHPOPMAIIMOHHBIE PECYPCHI, HCIIOJIb3yEMbIC B 2 0,2
JOY u apxuBHOM fene
6. | OcHOBHBIE OOBEKTHI M IPUHIIMITBEI ABTOMATH3aLUHN apXUBHOTO J€J1a 2 0,3
7. | Buapl 1 THIIBI HHPOPMAITUOHHBIX TEXHOJIOTUH B apXUBHOM JIelie 2 0,3
8. | ba3bl TaHHBIX B ApXHBHOM JIEJe 2 0,2
Bcero 18 2
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Tekctol gexuuii npuBeaensl B: Moodle ynusepcumema no ccoinxe http://dl-test.donnu-
support.ru/course/view.php?id=561

Tembl J1abopaTOpHBIX padoT

e KosanuecTBo 4yacoB
Ha3Banue Tembl Ounas | 3aouHas
n/n
(opma (popma
1. OcHoBHBIE 00BEKTHI U TPUHIIUTIBI aBTOMaTu3anuu JOY 2 0,75
2. TexHOIOrHU MOArOTOBKH JIOKYMEHTOB B cpejie opucHbIX maketoB MS Office. 4 0,75
3. basp1 qanHbBIX B HHPOPMAIIMOHHOM OOECTIeYeHUH YIPaBICHHS. 4 0,75
4. ABTOMAaTH3WPOBAaHHEIC HHPOPMAIIMOHHBIE CHCTEMBI ISJIOTPON3BOACTBA U 6 0,75
OpraHu3alys JIEKTPOHHOTO JOKYMEHTO000pOTa.
5. WHTepHeT-TexHON0TnH U HH(OPMAIIMOHHBIE PECYPCHI, UCTIONIb3yEeMbIC B 5 0,75
JOYVY u apxuBHOM zene
6. OcHOBHBIE 00BEKTHI U TPUHITUIIBI AaBTOMATHU3AIlUN apXUBHOTO JIeTia 5 0,75
7. | Buasl u tamns iHGOPMAIIMOHHBIX TEXHOJIOTHI B apXHBHOM JIEJIe 6 0,75
8. ba3bl qaHHBIX B apXWBHOM JIeTie 4 0,75
Bcero 36 6
Conepsxanue 1a00paTOpHBIX pabOT U METOIUYECKHE PEKOMEHIAIMHA K UX BBIMOJIHEHUIO
[PHUBEICHBI B! Moodle YHUSepcumema no cevlike http://dl-test.donnu-

support.ru/course/view.php?id=561

6. OPTAHU3AIIUSI CAMOCTOSTEJABHOM PABOTHI CTYJIEHTOB

e KoaunyecTBO 9acoB
a/n Ha3Banue Tembl Ounas | 3aouHasn
¢opma dopma

1. OcCHOBHBIC 00BEKTHI M IPUHITUIIBI aBTOMaTu3auu JJOY 9 14

2. TexXHOJIOTHHU MOrOTOBKH JIOKYMEHTOB B cpejie oducHbIx makeTtoB MS Office. 9 14

3. Ba3bl qaHHBIX B HHPOPMAIIMOHHOM O0CCIICUECHUH YIPABICHHMSL. 9 14

4., ABTOMAaTH3UPOBAaHHBIE HH()OPMAIMOHHBIE CUCTEMBI IEIIONPOU3BOJICTBA U 9 14
OpTraHM3aIHUs IEKTPOHHOTO JOKYMEHTO000pOoTAa.

5. WuTepHeT-TexHoN0rnH 1 HH(OPMAIIMOHHBIE PECYPCHI, UCTIONIb3yEeMbIE B 9 14
JOY u apxuBHOM jemne

0. OcHOBHBIE 00BEKTHI U TIPUHITUIIBI aBTOMATU3AI[UN ApPXUBHOTO Jiea 9 14

7. Buibl 1 THIIBI THPOPMAIIMOHHBIX TEXHOJIOTHUI B apXUBHOM JICjIC 9 14

8. basbl TaHHBIX B apXUBHOM JIENIE 9 14

Bcero 72 118

ConepkaHue CaMOCTOSATENBbHOM (B T.4. WHAWBUIYAIbHOW) pabOThI MO TeMaM |
MCETOANYCCKHUEC PECKOMCHIANUN IO €€ BBIIIOJHCHHUIO IMPUBCIACHBI B. Moodle YHUeepcumena no
cevuke http://dl-test.donnu-support.ru/course/view.php?id=561

7. KOHTPOJIBHBIE BOITPOCHI K TPOMEKYTOYHOM ATTECTAIIUA

1. Henu u 3agaun nnpopmaruzanuu JOVY.
2. IpenmyniecTBa ¥ HEAOCTATKH AJIEKTPOHHOTO JIOKYMEHTOO00POTA.
3. Knaccudukanus nadopmanuu.

4. AHanu3 COBPEMEHHBIX HMH(POPMAIMOHHBIX TEXHOJOTHMM CO3/laHus, XpaHEHUus u
OOHOBIICHHSI TOKYMEHTOB.



http://dl-test.donnu-support.ru/course/view.php?id=561
http://dl-test.donnu-support.ru/course/view.php?id=561

DJIEKTPOHHAS MOJIIKC.
ABToMaTH3upoBaHHbIe HHpOpMaroHHbIe TexHomorHu JJOY.
TekcToBBIN TIpoLIecCcOp, dIEKTPOHHAs 1ouTa B ciyxoe JIOY.
[TprHIMITBI UCITOIB30BAHUS SJIEKTPOHHOM MOAIMHUCH.
. DJIEKTPOHHBIN KaJleHaph, BUJICOTEKCT, 0a3a naHHbIX B JJOY.

10 [ToaroroBka, perucrpanus, o0opaboTka 1 XpaHEeHUE JOKYMEHTOB CPEICTBAMH MaKeTa
MS Office.

11. Tpunnunel nmocTpoeHuss U (QYHKIIMOHUPOBAHUS OPUCHBIX CHCTEM B Cpeje MaKeTa
MS Office.

12. Cucrems! yripaBiieHus 0a3aMu JTaHHBIX.

13. TpeGoBaHus K cCHCTEMaM JIEKTPOHHOTO JJOKYMEHTOO0OpOTAa.

14. NudopmanmoHHbIC TEXHOJIOTHH aBTOMATH3UPOBAHHOTO o(uca.

15. ®yskuu u 3¢HEKTUBHOCTH JIEKTPOHHOTO JOKYMEHTO00O0pOTA.

16. Pucku mpu BHEAPEHUU IEKTPOHHOTO JJOKYMEHTOOO0POTA.

17. Ocuousie pynkuuu CYB/I.

18. KopnopaTuBHbie 0a3bl JaHHBIX.

19. CtpykTypHBI€ 2I€MEHTHI 0a3bl JTaHHBIX.

20. Tlonsarue u npusznaku CYB/I.

21. WudopmarmonHas cuctema. Tumbl HHPOPMAITMOHHBIX CHCTEM.

22. Knaccudukarms nHOOPMAIIMOHHBIX CHCTEM.

23. ABTOMaTU3UPOBaHHbBIC HHPOPMAIIMOHHBIE CUCTEMBI B YIIPABICHHH.

24. Cuctembl yIpaBJICHHS TOKYMEHTOO0OPOTOM.

25. Kpurepun Boibopa AC JIOY u HHBIX NPOTpaMMHBIX TPOAYKTOB MPUMEHHUTEIHHO K
3aJa4aM OpraHU3aIHH.

26. CrnpaBOYHO-TIPaBOBbIE HHPOPMAIIMOHHBIE CUCTEMBI, UX (DYHKIIUU.

27. Benymme KOMIaHHHM-Pa3paOOTYMKKA TMPOrpaMMHBIX mpoAaykroB miust JAOY wu wux
pa3paboTKu.

28. TlonsTHe M BUIBI HHPOPMAIIMOHHBIX PECYPCOB.

29. JlokanbHble BEIYUCIUTEIHHBIC CETH: ONPEIEICHUE U TOMOIOTHS.

30. T'moGanbHBIC BBIYHCIIUTEIIbHBIE CeTH: ompeJiesieHue, 0COOEHHOCTH
(GyHKIIMOHUPOBAHHUS.

31. KoHTpoib MOIHOTHI 0XBaTa pecypcoB. Tumsl pecypcoB MHTepHeTa.

32. OcobenHocTH npodeccHoHanbHOro norcka B MIHTepHeTe.

33. be3OymaxkHast TEXHOJIOTHUS TIOATOTOBKHU JIOKYMEHTOB.

34. HutepHeT-pecypchl A crienuanuctoB cdepsl JOVY.

35. UnTepHeT-pecypchl A CIIENUAINCTOB apXHBa.

36. OOBEKTHI, MPUHIIMIIBI, [IETH HHPOPMATH3AIUN apXUBHOTO JENa.

37. 3amauu u HampaBlIeHUS HHPOPMATHU3ALUN APXUBHOTO JeTa.

38. IlnanupoBaHue pabOTHI MO BHEAPECHUIO aBTOMATH3AIUHN B apXHUBaX.

39. Opranuzanust ”HGOPMATHU3ALNU HA YPOBHE apXHBA.

40. ITpuHOUIBI TPUMEHEHHS] HHPOPMAIIMOHHBIX TEXHOJIOTUN B apXUBHOM JIEJIE.

41. ApxuBHbIE TEXHOJIOTHH BBOJIA HH(POPMAIUH.

42. ABTOMATH3MpPOBAaHHBIC TEXHOJOTUU B O0JIACTH KOMIUICKTOBAHHMS M DKCHEPTU3BI
[IEHHOCTH JJOKYMEHTOB.

43. ABTOMATH3MpOBAaHHBIE TEXHOJOTMHM B 00JacTU OOECHeueHUs COXPAHHOCTH
JIOKYMEHTOB.

44. ABromaru3upoBaHHBIC WH()OPMAIMOHHO-TIOMCKOBBIE CUCTEMBI U CO3/IaHUE HAYYHO-
CIPaBOYHOTO arIapara.

45. ABTOMATHM3MpOBAaHHBICE TEXHOJOTHMH B OOJACTU HCIOJIB30BAHUA U MyOIUKALIUU
JIOKYMEHTOB.

46. HWaTterpupoBaHHast MOAENh HHGOPMAITMOHHON CHCTEMBI apXHBa.

© oo
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47. OCHOBHBIE 3aJ]au, CTOSIIKE Iepe]l aBTOMaTU3UPOBAHHBIM CUCTEMaMU YIIPaBIICHUS
JOKYMEHTOOOOPOTOM U ITyTH UX PEIICHHS.

8. OBPA3EL 3AJAHUA MOJAYJIBHOI'O KOHTPOJIA

I'OY BIIO «JIOHELIKMIT HAITMOHAJIbHBIN YHUBEPCUTET

OO0pa3zoBarenbHas IporpaMmMa: OakagaBpuaT

Hampasnenne nonrorosku: 46.03.02 «/lokyMEHTOBEIEHUE U apXUBOBEICHUE)»

[Tpodwis: JlokyMEHTOBEJCHUE U ApPXUBOBEICHHUE

Ounas ¢popma oOyuenus. Cemectp: 5

3aounas popma odyuenus. ['ox: 3

VYuebnast qucuurunaa: MHpopMalmoHHbIe TEXHOJIOTHH B JOKYMEHTAIIHOHHOM 00eCIIe4eHnN
yIpaBJIEHUS U ApPXUBHOM JIeJie

Mopny/ibHasi KOHTPOJIbHAsA padoTa

Bapuant Ne 1
1. lenwu 3apaun unpopmarusamuu JJOV.
2. DnexTpoHHas HUGPOBas MOITUCH.

9. KPUTEPUU OLHEHUBAHUA 3ATAHUS MOAYJIBHOI'O KOHTPOJISA

Homep 3ananusi KoauuecTBo 02108
3aganue 1 5
3amanue 2 5

Bcero 10 6as10B

10. OBPA3EILl 9K3AMEHALIMOHHOI'O BUJIETA

T'OY BITO «TOHELIKUI HALIMOHAJILHBIN YHUBEPCUTET»

OO6pa3zoBarenpHas Mporpamma; OakaaaBpuaT

Hanpasnenue noarorosku: 46.03.02 JJokyMeHTOBEICHUE U apXUBOBEACHHE

[Tpoduns: JlokymeHTOBEIEHUE U apXUBOBEJCHHUE

Ounas ¢popma oOyuenus. Cemectp: 5

3aounas popma oOyuenus. ['ox: 3

VYuebHast qucuuiuivHa: MHpopMalmoHHble TEXHOJIOTMH B JOKYMEHTAIIMOHHOM 00ecIie4eHnn
yIpaBJICHUS U apXUBHOM JIeJie

IK3aMeHANOHHBIN Omiaer Ne 3

1. Knaccudukanust napopManum.

2. [TpuHIMIIBI TOCTPOCHUS U (PYHKIIMOHUPOBAHUS O(QUCHBIX CUCTEM B cpene mnakera MS
Office.

3. CrnpaBo4HO-TIpaBOBbIe HH(DOPMAIIMOHHBIE CUCTEMBI, UX (DYHKITUH.

YTBepkeHO Ha 3acefaHnu Kadeapsl HHHOPMAIIMOHHBIX CUCTEM YITPABJICHUS
MPOTOKOI Ne OT « » 20 1.

3aBeayromuit kadeapoit H. . [Toromapenko
DK3aMeHaTop A. W. banabiHIOK
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11. KPUTEPUU ONEHUBAHUSA SK3AMEHALIMOHHOI'O 3AJIAHUSA

Homep 3apanus Kouun4yecTBo 6a/110B
3aganue 1 13
3aganue 2 13
3anganue 3 14

Bcero 40 6as10B

12. KPUTEPUU OLIEHUBAHUS CAMOCTOSTEJBHOM PABOTHI
Camocmosmenvhas paboma (sxkaouas evinoanenue CPC oneHuBaercsa B 5 OamioB. B
paspese OTIeNbHBIX TeM OLEHUBAHUE OCYIIECTBISIETCS CIEAYIOIIMM 00pa3oM.

OuenuBanne CPC u UPC no nucuumiune « MnpopmManmoHHble TEXHOJIOTHH B
AOKYMEHTAIHOHHOM O0ecne4yeHU! YNpPaBJIeHUs1 1 APXHMBHOM JIej1e»

HasBanmus coaep:xkatejibHbIX MOAYJICH U TeM CPC
1.OcHoBHBIE 00BEKTHI M TPUHIUIBI aBToMaTu3anu JOY 0,5
2. TexHOIOTHY OATOTOBKY JJOKYMEHTOB B cpefie O(HCHBIX MakeToB MS 0,5
Office.
3.ba3bl naHHBIX B MHPOPMAITUOHHOM 00ECTICUECHUH YITPABIICHHSI. 1
4. ABroMaTH3MpOBaHHBIE HH(POPMAIIMOHHBIE CHCTEMBI JIEIOTPOU3BOJICTBA | 0,5
OpraHu3alys JeKTPOHHOIO JOKYMEHTO000pOTa.
5.MlHTepHET-TeXHOJIOT MK U UHPOPMAIIMOHHBIE PECYPCHI, UCIIOIB3yEeMbIC B 0,5
JOYVY u apxuBHOM jemne
6.0OcHOBHBIE OOBEKTHI M MPUHIIUIIEI ABTOMATH3AINY apXUBHOTO Jela 0,5
7.Buppl v THITB THPOPMAITMOHHBIX TEXHOJIOTUH B apXHUBHOM JIelie 0,5
8.ba3bI TaHHBIX B apXUBHOM JIEJIE 1
Bcero 6a,10B S

13. KPUTEPUU OLIEHUBAHUA OBIIEN YCIIEBAEMOCTH

OO6m1as orieHKa 3HAaHUHM CTYJIEHTOB MO JUCHUILIINHE TTpoBoauTes 1o 100-6aybHOM 1IKasne
COTJIACHO TaKWM KpUTEpHsIM, TMPUBEICHHBIM B Talnuie Huwke. Opeanu3ayuoHHo-yueoHas
paboma cmyoenma B ayTUTOPUH OIIEHUBAETCS HA OCHOBE TAaKMX KPUTEPHEB KaK MOCEIIAEMOCTh
3aHITHI, aKTUBHOCTh BO BpPEMS MPOBEACHUS JIEKIIMOHHBIX U JaOOPAaTOPHBIX 3aHATHI (BOMPOCHI
JIEKTOPY MO TEeME JICKIIMOHHOTO MaTepuaia, ydacTue B OOCYXKICHUHU MPOMJACHHOTO MaTepHuaa,
pelIeHue 3a1a4 U CUTyalluid y IOCKH U T.I1.).

JKaTeJTbHbI
Conep ¢ ¢ Buna padorsl Baniabl
MOy !
Opranu3annoHHO-yueOHas paboTa CTy/IeHTa B 45
5 ayJIUTOPUN
ConepxarenpHeIii CamocrosrenbHas pabora 5)
Monyib 1
MonysnbpHas KOHTpoJIbHas padoTta 10
Hroro 60
JK3amMeH 40
OO0wmmii uror 100
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Iopsinok oneHUBAHUS Y4eOHBIX TOCTHKEHUH 00yYarOIUXCS

OneHka o Onenka 1o 100- OneHka 1o rocyapCTBEHHOM MIKaJe
wkane ECTS | GannbHol mikane | sk3ameH, quddepeHInpOBaHHbINA 3a4eT 3auyeT
A 90-100 5 (OTIMYHO) 3a4TEHO
B 80-89 4 (xopor1io) 3a4TEHO
C 75-79 4 (xoporto) 3a4TEHO
D 70-74 3 (yOBIETBOPUTEIHHO) 3a4TEHO
E 60-69 3 (YIOBJIETBOPHUTEIHHO) 3a4TEHO
FX 35-59 2 (HEeyIOBJICTBOPUTEIILHO) C HE 3a4TEHO
BO3MOYXHOCTBIO ITOBTOPHON aTTeCTAlUN
F 0-34 2 (HeyIOBJICTBOPUTEIILHO) C HE 3a4TEHO
BO3MO’KHOCTBIO IIOBTOPHOM ClIa4yH IIPH
yCIIOBUU 00513aTeIbHOr0 Habopa
JIOTIOJTHUTEIIHHBIX 0aJIOB

16. MATEPHAJILHO-TEXHUYECKOE OBECTIEYEHUE YYEBHOT O
MPOLIECCA

VY4eOHble 3aHTHS TPOBOJATCS B 8-M yueOHOM Kopmyce (r. JJoneuk, yin. YearockuHLEB,
1. 198 a) ynuBepcureta. [l npoBefeHUs JIGKLIMOHHBIX M MPAKTUYECKUX 3aHATUN TpeOyercs
ayauropus, 00OpyJOBaHHAs MEJIOBON WMJIM MapKEpHOM IOCKOW, MYIbTUMEAUWHBIA MPOEKTOp U
9KpaH, HOYTOYK, KOMIUIEKT y4eOHOW MeOenu Al CTYJeHTOB, pabouee MECTO INpEeroaaBaTels.
Brixon B lHTepHET MpOoBOAHOM MK ¢ ucnonb3oBanueM Wi-Fi.

JUis caMOCTOSITENIbHOM pabOThl HCIOJIB3YIOTCS TEKCTOBBIE U 3JIEKTPOHHBIE PECYPCHI
Hayunoii O6uOIMOTEKH YHUBEpPCHTETAa U JPYIHMX DIEKTPOHHBIX OMOIMOTEYHBIX 0a3 JaHHBIX,
MaTepuaibHO-TeXHUYEeCKass 0a3a yueOHoOW nabopaTopuu Kadeapbl MHPOPMALMOHHBIX CHCTEM
ynpasneHus (ayn. 206 a).

B mnpomecce oOyueHuss CTyA€HTBI HMEIOT BO3MOXKHOCTb HCHOJIb30BaTh ydeOHbBIE
Mmartepuainbl 1o jaucuumuimHe  «MH(poOpManMoOHHBIE TEXHOJIOTMH B JOKYMEHTAllMOHHOM
oOecrieueHUH YIpaBlICHUS W apXWBHOM Jieliey, pa3MelieHHbie Ha miardpopme Moodle Ilentpa
muctanimonHoro o6paszoBanus ['OY BIIO «/lonHY». C wucnonb3oBaHueM pecypcoB
m1aT(GOpPMBbI JUCTAHIIMOHHOTO 00Pa30BaHMSI TAKKE OCYIECTBIISIETCS TEKYIMN KOHTPOJIb 3HAHUI
CTYZICHTOB Ha OCHOBE TECTUPOBAHUS U MPOBEPKH PE3YIHTATOB CAMOCTOATENBHOM paboThI.

17. PEKOMEHJIOBAHHAS JIMTEPATYPA

Ne HaunmeHoBaHue Koa-Bo Hannune
n/n IK3EMILISIPOB 3JICKTPOHHOM
B OuO/IHOTEKE Bepcun B JBC
JdouHY

OcHoBHas1 JIUuTEpaTypa

1 | MuxeeBa, E. B. UnpopmanoHHble TEXHOIOTUU B 2 -
npodeccnoHanbHOM AesITeNbHOCTH : yuel. mocodue /
E. B. Muxeesa. - Mocksa : [Ipocnekr, 2013. - 448 c.

2 | UBacenko, A. I'. UTHpOpMaImOHHBIE TEXHOJIOTHH B 2 -
HSKOHOMHKE U yIpaBIeHHUH. - 4-€ u31. - MockBa :
KHOPYC, 2013. - 154 c.

JonmosHuTEIbHAS JIUTEPATypPa

3 | AceeB, I'. I'. DaeKTpoHHBI JOKYMEHTOOOOPOT : 29 -
yue0. s By30B / I'. I'. Acees. - K. : Konnop, 2007. -
500 c.
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AceeB, [. T. DuekTpoHHBIH ITOKYMEHTOOOOPOT
[DnexTponnbiii pecype] : Yueb. mis By3oB / I'. T
Acees. - K. : Kongop, 2007. - 1 351eKTpoH. ONT. AUCK
(CD-ROM).

Wudopmannonnple TEeXHOJIOrMM B  Ou3Hece
Ounukionenus / [lox pen. Munana XKenensr ; I[lep. ¢
anrn. A. XKenesanuenko u ap. - CII6. : [Tutep, 2002.
-1117c.

NudopmannoHHbIe TEXHOJIIOTUH U YIIPABJICHUE
npeanpusitiem / B. B. baponos, I'. H. Kansnos, 1O.
. Ilonos, U. H. TutoBckuii. - M. : Akazn. AT,
2006. - 326 c.

WudopmanioHHble  TEXHOJOTMH  YHPaBJICHHUS
[YueO. ansa By30B 1o 3koH. cnernuanbHocTsM] / [lox
pen. I'. A. Turopenko. - 2-e u3n. - M. : JOHUTU,
2003. - 439 c.

WudopmanroHHbIe TEXHOJOTHH yIpaBieHus : YueO.
mocodue A CTYIEHTOB BY30B, OOYYalolll. MO DKOH.
cuner. / I'. A. Turapenko, 1. A. Konomnena, I'. JL
Makaposa u ap. ; [lox pen. I'. A. Tutopenko. - M. :
IOHUTU-TAHA, 2002. - 280 c.

HubopMaloHHbIE TEXHOJIOITHU YIIPABICHUS : y4eO.
nocobue sl CTYACHTOB BY30B, OOYYArOMIUXCS II0
9KoH. crenuanpHocTssM / Ilog pen. mpod. T.A.
Turoperko. - 2-¢ u3a. - M. : KOHUTU-/lana, 2005. -
438, [1] c.

10

KoswipeB, A. A. NudopmarmoHHbie TEXHOJOTHH B
skoHomuke : Koucmekt nekumit / Koswipe A.A.,
IOmun Al - CII6. : U3a-Bo Muxaiinosa B. A.,
2000. - 64 c.

11

KoswipeB, A. A. NudopmanmoHHbie TEXHOJOTHH B
SKOHOMHMKE U YIpaBieHUH : YueOHUK / A. A.
Kossipes. - 3-¢ uzn. - CII6. : M3n-Bo Muxaiinosa B.
A., 2003. - 495 c.

12

Caak, A. D. HudpopmanMoHHBIE TEXHOJOTUU
yOpaBieHUs : Y4eOHHMK 1O  CHEIUAIbHOCTH
"T"ocynapcTBeHHOE U MyHULIUTIAIBHOE yIIpaBieHue" /
A. D. Caak, E. B. ITaxomos, B. H. TromHuskoB. - 2-¢
u3n. - Cankr-IletepOypr [u ap.] : [Tutep, 2009. - 318
c. + 1 anektpown. onr. quck (CD-ROM).

14

®enoposa, I'. B. HupopmanroHHbIE TEXHOJIOTUU
Oyxraiarepckoro yuera, aHainuza u ayauta / I'. B.
denoposa. - M. : Omera-JI, 2004. - 303, [1] c.

18. ”TH®OPMAIIMOHHBIE PECYPCbI

1. TpaBo.ru: cipaBouHo-tpaBoBas cucrema. — 2018 — Pexxum mocryna: http://pravo.ru
2. OdunuanbHBli HHTEPHET-OPTA MPaBOBOi MHpOpManuu: [ocymapcTBeHHasICHCTEMA
npaBoBoii nHpopmarmu. — 2018 — Pexxum nocryna: URL: http://pravo.gov.nl

3. ApxuBHoe  ympaBieHue  JIeHWHTpaacKoii

Anvuauctpamuu  JlenuHrpanckoit  obmactm. — 2018
http://archive.lenobl.ru

o0OJacrtu:

Pexum

ouIuaTbHbII

JIOCTYTIA:

cCauT
URL:



http://pravo.ru/
http://pravo.gov.nl/
http://archive.lenobi.ru/
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19. NIPOTPAMMHOE OBECIIEYEHUE

1. Windows 7 PRO (xoprioparusnas aunensust JJOHHY Ne 46484614).

2. Microsoft Office (kopnoparuBnas nuuen3us JOHHY munenzus Ne 46472919).

3. Microsoft Visual Studio (yiumensus nporpammbl DreamSpark nmst BeIcInX ydeOHBIX
3aBEJICHUIN).

4. Adobe Acrobat Reader, xPDF, R Studio, Scilab (munen3uun GPL, Apache, BSD s
CBOOOIHOTO TPOTPAMMHOTO O0CCIICUSHUS).



