





1. OBJACTb MNPUMEHEHMSI U MECTO JUCUUILIMHBI B YYUEBHOM
MPOLIECCE

VYyebOnass gucuumiauHa — «MHPOPMAIMOHHBIE  TEXHOJOTUHM B JIOKYMCHTAIIHOHHOM
o0ecrieueHny yIMpaBjieHUs U apXUBHOM JieJe» OTHOCHTCS K 0a30BOM 4acTH MPOQEeCcCHOHATBHOIO
Omoka. M3yueHwe MJaHHOW JMCUMIUIMHBI OCHOBBIBAaeTCS Ha 0a3e OUCHMIUIMH: HCTOPHA,
uH(popMaTuKa, UHPOPMAILIMOHHBIE TEXHOJIOTUHU, OpPraHU3alUsl U TEXHOJOTUSl TOKYMEHTAlMOHHOTO
o0ecrieueHus yrpaBlieHUs, apXUBOBEICHIE, OPTaHU3aIMsl yIIpaBieHus: 0a3aMu TaHHBIX.

Hucnunnmua  gBisgercs  0a30BOM  Uis  MOCJHEAYIOMIETO  U3YYEHHUS  JAUCLHUIUIMH
npoeCCHOHATBHOTO IMKJIA: MOJICIIMPOBAHUE YIPABICHYECKON AEATEIbHOCTH, MH(POPMALMOHHAS
JIEATEIbHOCTh B TOCYAAPCTBEHHBIX OpraHax U YUpEKICHUSX.

HopmaTuBHBIE CCBLIIKH — He npedycMompeHo

2.  CTPYKTYPA JUCHHUIIJIMHBI

Xapaxmepucmuka yuedHoll OUCYUNIUHbL

Hanpanenune noarotoBku 46.03.02 JIokyMEHTOBEICHUE U apXUBOBEJICHUE
OO6pazoBarenbHas IporpaMma OakayiaBpuat

KBamuduxanms aKaJIeMUYeCcKnid OaKkajaBpuaT
KonnuecTBo copepkaTenbHbIX MOTyIeiH 1(8)

(Tem)

JucnuriuHa 6a30B0M / BApHaTUBHON YacTH

o ba3oBas yacTb npoeccuoHabHOro 6J10Ka
00pa30BaTebHOM POrpaMMbl

®DopMBI KOHTPOJIS 1 MOAynbHBIN KOHTPOJIb U 1 dK3aMeH
ouHast popma 3ao4Has Gpopma
okasaten oOyueHus oOyueHus
HOpMAT. | YCKOp. | HOpMaAT. YCKOP.
CPOK CPOK CPOK CpOK
KonnuecTBo 3aueTHBIX eAnHUIL (KPEAUTOB) 4 4 4 4
I'ox moaroroBku 4 2 4 2
Cemectp 7 3 - -
KonndaectBo yacos 144 144 144 144
- JTEKIIHOHHBIX 36 36 6 6
- IPAKTUYECKNX, CEMHHAPCKUX - - - -
- 1a00PATOPHBIX 36 36 8 8
- CaMOCTOSITEIbHON PabOTHI 72 72 130 130
B T.4. UHAWBHIYAILHOE 3a/1aHHC
HenenpHOE KOIUYECTBO YACOB, 8 8
B T.4. AYJJUTOPHBIX 4 4

AP- akanempaszHuua
3. OINUMCAHUME JUCHUIIJINHBI

Ieau u 3agaun

Ileny usyuenus Oucyunaunvl — OOyUYE€HUE TEOPETUUYECKUM OCHOBAM M MPUKIIAJHBIM
acnektam wuHpopmaruzauuu JJOVY wu apxuBHoro zena. DopMUpoBaHHWE YMEHMSI NPUMEHSTH
uHpopmanronuslie TexHoaoruu B IOY u apxuBHOM jere.

3aoauu:

Gopmuposarue y cmyoeHmos sHanuti 06 (0):

- OCHOBHBIX TOHATHUSX, HCHOJb3YEMbIX B TpOIleCCe NPHUMEHEHUs HHPOPMAIIMOHHBIX
texHosoruil B JIOY u apxuBHOM zene;
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- OCHOBHBIX HOPMAaTHBHO-IIPABOBBIX OCHOB NPUMEHEHUS MH(POPMALMOHHBIX TEXHOJOTHH B
JOYVY u apxuBHOM J1€7€;

- COBPEMEHHBIX KOMIIBIOTEPHBIX TEXHOJOIMAX CO3JlaHMsl TEKCTOBBIX, TaOJMYHBIX,
rpadu4ecKux, MyJIbTUMEIUHHBIX JOKYMEHTOB U 0a3 JaHHBIX;

- HampaBJCHMSX,  BO3MOXKHOCTAX M  I[PEUMYILIECTBAX  aBTOMATH3MPOBAHHOIO
JIOKyMEHTO000pOTa;

- CYUIECTBYIOILMX HANpaBJIECHUSAX HCIOJIb30BAaHUS COBPEMEHHBIX HH(OPMAIIMOHHBIX
TEXHOJIOTUH B JESITEIBLHOCTH JOKYMEHTAIIMOHHBIX CIYK0O M apXUBOB;

- OCHOBHBIX  XapaKTEPUCTUKAaX  pa3IM4YHBIX I[POIPAMMHO-TEXHHUUYECKUX  CPEJICTB
aBTOMATH3AIMH JEJIONPOU3BOICTBEHHON 1 apXUBHOMN Cephl;

- COBPEMEHHOM  COCTOSHUM  MH(POPMALMOHHOTO  pPbIHKA  CHELHMAIM3HMPOBAHHOIO
nporpaMMHoro odecrieueHust B ooiactu JJOY u apxuBHOTO /1en1a;

- OCHOBHBIX JTalax BHEAPEHMsS AaBTOMATU3MPOBAHHBIX CHCTEM B pabOTy apXUBOB U
JOKYMEHTAIIMOHHBIX CITYXO0;

- MpOOJIEMHO-OPUEHTUPOBAHHBIX MAaKeTaX MPUKIAJAHBIX IPOrpaMM IO OTPacisiM U chepam
NeSITeTbHOCTH;

- CTPYKTYpE, COCTaBe U CBOWCTBaX MH(POPMALMOHHBIX MPOLIECCOB, CUCTEM M TEXHOJIOTHiA,

- HHCTPYMEHTAJIBHBIX CPEJICTBAX MHPOPMALIMOHHBIX TEXHOJIOTHH;

- knaccuukaumm  MHQOPMAIMOHHBIX  CUCTEM,  CTPYKType,  KOH(urypauuu
MH(POPMALIMOHHBIX CHCTEM, OOIIEeH XapaKTepHCTHKE IpoIiecca MPOSKTUPOBAHUS HHPOPMAITMOHHBIX
CHCTEM;

- OCHOBHBIX BHJaX U Mpoleaypax o0paboTku nHpOpMAIMU, MOAETSIX U METOJaX PEUICHHUS
3a7au 00paboTkU MHGpopMauuu (TeHepanus OTYETOB, HMOJJAEP)KKA MPHHATUS DPELICHUH, aHaIu3
JIAHHBIX, ICKYCCTBEHHBIM MHTEIUICKT, 00paboTKa n300paxKeHui).

TpeGoBanus Kk pe3yJbTaTaM OCBOCHMS AUCHUILIMHBI: [Ipouecc u3yueHus NUCLMIUIMHBI
HaIpaBJieH Ha (HOPMHUPOBAHHUE HIIEMEHTOB CIICITYIOLIMX KOMIIETEHIINI B COOTBETCTBUH C TPEOOBAHUSAMU
I'OC BIIO no nampasieHutro noaroroBku 46.03.02 JlokyMeHTOBEIE€HHE M apXHMBOBEIEHUE U
OCHOBHOM 00pa30BaTeIbHON MPOrpaMMbl BBICIIETO0 OOpa30BaHUS HAMpPABICHUS TOATOTOBKH
46.03.02 JloxyMEHTOBEEHUE U apXUBOBEJCHUE !

a) oowexynomypuuix (OK)::

CIIOCOOHOCTh UCIOJIb30BaTh OCHOBBI IIPABOBBIX 3HAHUN B Pa3IMUHBIX cepax IesTeTbHOCTH
(OK-4);

CIOCOOHOCTh pabOTaTh B KOJJICKTUBE, TOJEPAHTHO BOCIIPUHUMAs COLMANIbHBIE, ’THUYECKHUE,
KoH(eccroHaNbHbIC U KyIbTypHbIe pasnuuus (OK-6);

CMOCOOHOCTh K HCHOJIBb30BAHUIO OCHOBHBIX METOJIOB, CIIOCOOOB M CPEICTB IOJyYEHUS,
xpaHeHus, nepepadbotku uadopmaimu (OK-10);

0) oowenpogpeccuonanvuvix (OIlIK):

BJIaJICHNE HABBIKAMU HCIIONB30BAaHUS KOMITBIOTEPHOW TEXHWKH W HWH(POPMAIMOHHBIX
TEXHOJIOTUII B TOUCKE HCTOYHHMKOB W JIMTEPATyphl, HCIOJb30BAHUHU IPABOBBIX 0a3 JaHHBIX,
COCTaBJICHUH OHONMorpadrueckux u apXuBHbIX 0030poB (OITK-4);

0) npogpeccuonanvnuvix (I1K):

BJIaJICHHE 3HAHUSMH OCHOBHBIX MPOOJIEM B OOJIACTH TOKYMEHTOBEICHUS M apXHBOBEICHUS
(IIK-3);

BJIaJICHHE TEHACHIIMSAMH Pa3BUTHS WH(OPMAIIMOHHO-TOKYMEHTAIIMOHHOTO M 00eCreueHMs
yrpasienus apxusHoro nena (I1K-5);

CIMIOCOOHOCTh aHATU3UPOBATH IEHHOCTh JIOKYMEHTOB C 1enbio ux xpanenus (I1K-8);

BJIaJICHUE HABBIKAMH COCTaBIICHUs1 OnOIrorpaduyeckux u apxuBHbIx 0030poB (I1K-9);

BJIaJICHHEC HABBIKAMHU WCIOJIH30BAHUSI KOMITBIOTEPHON TEXHUKH W HWH(POPMAIIMOHHBIX
TEXHOJIOTUH B JJOKyMEHTAIIMOHHOM o0OecrieueHnH yrpasieHus u apxuHoM jene ([1K-14);

BJIaJICHNE HaBBIKAMH OpTaHU3allMH CIPABOYHO-TIOMCKOBBIX CPEICTB M HCIIOIB30BaHUS
apxuBHbBIX JokyMeHTOB (I1K-24);

CIIOCOOHOCTh ~ OPTaHM30BBIBaTH PaOOTYy CIYKOBI JOKYMEHTAIIMOHHOTO OOCCIICUYCHHS



yIpaBJIeHUs: ¥ apxXuBHOTO XpaHeHus gokymentos (ITK-30);

CIOCOOHOCTH pa3pabaThIBaTh JIOKAJIbHBIE HOPMATUBHBIEC aKThl 1 HOPMATUBHO-METOIMUECKUE
JOKYMEHTBHI MO BEIEHUI0 HH(POPMAIMOHHO-IOKYMEHTAIMOHHOTO 00ecreyeHus YIpaBiIeHUs U
apxuHoro aena (I1K-31);

BJIaJICHUE MPUHLUIIAMHU, METOJIaMU 1 HOPMaMU OpPraHU3allM, XpaHEHHs, KOMIUIEKTOBAHHUS,
ydeTa U UCIOJIb30BaHUS apXUBHBIX IOKYMEHTOB, TOKYMEHTOB JINYHOTO npoucxoxaeHus (ITK-37);

BJIaJICHUE MPUHLUIIAMU OPTraHU3allii apXUBHBIX CIYKO JOKYMEHTAllMOHHOTO OoOecreueHus
YIIPaBJICHUS U QpXMBHOTO XPaHEHHUsI JIOKYyMEHTOB B opranu3anusx ([1K-44).

B pe3yabrare uzydenusi yueOHOMH IMCHUIJIMHBI CTYJAEHT H0JIKEH
3Hamp:

v\ OCHOBHBIE IOHSTHS, HCIOJb3yeMbIE B IPOIECCE MPUMEHEHHS HH(DOPMALMOHHBIX
texuosoruit B JIOY u apxuBHOM J1€nie;

v\ B3auMOCBs3b MH(OpPMAIMOHHBIX TexHomoruid B JIOY ¢ ApyrumMu HaydyHBIMU
JTUCUUITMHAMU,

v/ 3Tansl pa3BUTHA HHPOPMAMOHHEIX TeXHOIoruid B JIOY 1 apXUBHOM €€,

v’ coBpeMeHHbIe HH(OpaIOHHbIe TexHoIoruk B JIOY 1 apXHUBHOM JIEJIE;

v\ TeopeTHYeCcKHe W HAyYHO-METOJUYECKHE OCHOBBI paboTel ¢ HH()OPMAIMOHHBIMH
texnosiorusiMu B JIOY u apxuBHOM Jene.

ymems:

v IpUMEHATH 0a30BbIE 3HAHKS B HAYYHBIX M HAYYHO-IIPAKTHYECKUX LIENIAX;

v/ CaMOCTOSTENILHO OPHEHTHPOBATHCS B HH(POPMALMOHHOM Cpee;

v/ CaMOCTOSITENIBHO OCYIIECTBJIATh MOMCK W MOAOOpP HEOOXO0AMMOM HH(pOpPMAIUKU B Cpele
uH(popManmonHou Texnonoruu B JIOY u apxuBHOM Jiene;

enademp:

v’ OCHOBHBIMH MTOHATHAMH, IPUMEHAEMBIMH B TIPOIIECCE MCIIOIb30BaHMsI HHYOPMAIIMOHHBIX

texnosioruit B JIOY u apxuBHOM jenie;

v/ HaBBIKaMM MTPUMEHEHUS MH(POPMAIMOHHBIX TEXHOJOTHI MpH pemenuu 3an1ad B IOV u

apXUBHOM JIEJIE;

v’ COBpeMEHHBIMU HH(POPAIIMOHHBIMU TexHOorussMu B JIOY 1 apXuBHOM Jiele;

4. COJAEPKAHUE JUCHUIIJIMHBI 1 ®OPMbI OPI'AHU3ALINU
YYEBHOI'O ITPOLHECCA

Kypc mucummmnabl «THGOpMaMoHHbIE TEXHOJTHH B JOKYMEHTAIIMOHHOM OO0ECIICYCHUU
yIpaBJICHUs] U apXHUBHOM JeJIe» TMpeAyCMaTpHBaeT Cleayromme GOopMbl OpraHu3anud y4eOHOro
nporiecca: JISKIIUHU, J1a00opaTOpHbIC 3aHATHS, CAMOCTOSATENIbHAS padoTa CIyIIaTes.

Marepuan n3JaraeTcs Cc HCMOJIb30BAHUEM 00BSICHUTEIIbHO-UJUTFOCTPATHUBHBIX,
IBPUCTHUECKUX U HUCCIEIOBATEIBCKUX METOJOB IperojaaBaHus. [Ipu mpoBeNeHUM JEKIMHA ISt
06CY)K,HCHI/I$I MaTcpuraia IMUPOKO UCITOJIB3YIOTCA MYHBTHMe)IHﬁHBIe npe3cHTalui, aHUMaluu.

B ydeOHOM rmpoliecce IMIUPOKO TIPUMEHSIFOTCS AaKTHBHBIC W HWHTEPAKTHBHBIC (HOPMBI
MPOBEJCHUS 3aHATHI (pa300p KOHKPETHBIX CUTYallUi, BBHIMOJHEHUE 33JJaHUM 1O COCTAaBJICHUIO U
0(hOpMJICHHIO JOKYMEHTOB, JUCKYCCHUs, IOJIEMHKA), BHEAYyIUTOPHAs CaMOCTOsTEeNbHAs pabora,
0a/UTbHO-PEUTHHTOBAsT CHCTEMa OIEHKH YCIEBAEMOCTH, JIMYHOCTHO-OPHEHTHPOBAHHOE O0yUYCHHE,
npobiieMHOe 00ydeHHe, OJII0YHO-MOyTbHOE 00yUeHHE.

[TpeaycMOTpEeHO HCIOIB30BaHHE B Y4€OHOM MPOIECCE HHTEPHET-PECYPCOB IO JTaHHOMY
KypCY JUIsl PEIICHUS IPAKTUICCKUX 3aIaHHM.

CaMmocrosiTenbHast paboTa ciaymaTeneld MpeaycMaTpUBAeT BBIIOJHEHUE WHAMBHUAYaJIbHBIX
3aJlaHuii, TOATOTOBKY K TMPAKTHYECKUM M J1a0OPaTOPHBIM 3aHSATHSM, H3yueHHE Yyd4eOHOH u
METOMYECKOMN JINTEPATYPhl, COCTABJICHHE KOHCIIEKTOB, 3aI[MTa IIPE3EHTAIMNA U TOKJIAI0B.



IHopsaakoBbIi HOMEP H
TeMa

Kparkoe cogep:xkanue TeMbl

1

2

Tema 1. OcHOBHBIC
0OBEKTBI U IPUHITUTIBI
aBromatuzanuu [0V u
OpraHu3aIu
AJIEKTPOHHOTO
JIOKYMEHTO000POTA.

Henu u 3a7a4H, CTOSIINE npu HCIIOJIb30BAaHUH
uHpopmanmonHeix TexHonoruit B JIOY TumoBbie 3amaun
aproMatusanuu JIOVY: cosnanue, nepenaya, XpaHeHUE, IMOUCK,
KOHTPOJIb HCTIIOJHEHHUS JIOKYMEHTOB. OcHoBHBIE
WH(OPMAIIMOHHBIE TEXHOJIOTHH, Hcmoib3yeMbie B JIOY u ux
kinaccudukanus. OCHOBHBIE BUIBI JJICKTPOHHBIX JOKYMEHTOB.
DJNeKTpoHHAas MOANUCh. Buasl mHpopManuu, coaepkamiencs B
AJIEKTPOHHOM JOKYMEHTE: TEKCTOBas, rpadudeckas, TaOJMdHas
u T.1. [loHATHE <OIEKTPOHHBIA JOKYMEHTOOOOpOT», €ro
BO3MOHOCTH U ITYTH UCIOJb30BAHMUS.

Tema 2. Texnomoruun
MOJATOTOBKU JJOKYMEHTOB B

cpene o(pUCHBIX MaKEeTOB
MSOffice.

[TpyuHuMnel  nocTpoeHUss U (QYHKIMOHUPOBAHMUS OQUCHBIX
cucteM B cpene nakera MS Office. [TonroroBka, perucrparus,
00paboTKka M XpaHEHHE JIOKYMEHTOB CpEICTBaMH IMaketa MS
Office. TloHsiTHE «peruCTpallMOHHAs KapTO4YKa JIOKYMEHTa B
ACY]l». Ucnonb3oBanue KIacCUPUKATOPOB U PyOPUKATOPOB
i co3nanus b/l ydaerHoro tuna. Peanmu3zariust 3a1a4u KOHTPOJISI
ucronHeHus B cpene nmakera MS Office.

Tema 3. ba3sl JaHHBIX B
MH(OPMaLIOHHOM
o0ecreueHnr yrpaBIeHHUs.

[Tonstue 6a3pl maHHbIX. CTpykTypa 0Oasbl naHHbIX. [loHsTHe
mrabiaoHa 0a3bl JaHHBIX. THIBI TIOJEH W JaHHBIX. TEeXHOJIOTHS
00paboTKkM naHHBIX. Mojenn mocTpoeHus 0a3bl  JIaHHBIX.
KopnoparusHsie 6a3el naHHbIX. [loHATHE KOpropatuBHOW B/ u
kopnoparusHoit MC.

Tema 4.
ABTOMaTH3UPOBAHHBIE
UH(POPMaLMOHHbIE
CUCTEMBI
JIEJIONPOU3BOJICTBA

[Tpuznaku  knaccupukanMu  MHOOPMAIMOHHBIX  CHCTEM.
CucreMbl  ympaBlieHUsT — JOKyMeHTooOopoToM. Buasl u
pasHoBugHocTH AC. Kputepuu BpeiGopa AC JIOY u uHBIX
IPOrpaMMHBIX ~ MPOAYKTOB  MPUMEHMTEIBHO K  33jJadam
OpraHH3aIy. ITpumepsl coBpeMeHHbIX  AC JOVY.
Crnienvanu3upoBaHHble HHOOPMAIIMOHHBIE CUCTEMBI.

Tema S. UnTepHer-
TEXHOJIOTHHU U
UH(POPMaLMOHHbIE
pecypcesl, UCTIOIBb3yEMBIE B

[TonsiTre «HPOPMAIIMOHHEIN pecypcy. BHyTpeHHUE 1 BHEIIHUE,
JIOKaJdbHblE ©  Tri00ambHble WHOOPMAIMOHHBIE  PECYPCHI.
Wudpactpykrypa uHPOpPMAIIMOHHON neaTenbHOCTH. [loHsTHE
nHpopManoHHo ceTu. ['100aabHbIEe BHIYMCIUTEIbHBIE CETH U

JOYVY u apxuBHOM Jies1e JIOKaJbHbIE BBIUKMCIUTENbHBIE ceTH. IHTepHer. Pecypchl
Wurtepuer nisa cnennanuctoB chepsl IOV u apxuBHOM nene.

Tema 6. OcHOBHbIE OObBeKThl, TMNPUHIUMBL, [EeTH, 3aJa4yd W  HampaBICHUS

0OBEKTHI U IPUHITUTIBI nHpopMaTH3aIuu aApXUBHOTO Jiena. Opranuzanus

aBTOMATH3al[MH apXUBHOTO
nena.

uHpOpMaTH3allMi Ha YpOBHE apxuBa. [ImanupoBanue paboThI 10
BHEJJPEHHIO aBTOMAaTH3aI[H B apXHUBaXx.

Tema 7. Bunbl 1 TUIIBI [TpuHIMNBl TpUMEHEHUS HMH()OPMAIIMOHHBIX TEXHOJIOTHUI B
MH(OPMaLMOHHBIX apXMBHOM Jene. Knaccudukanus MHGOPMAITMOHHBIX
TEXHOJIOTHI B apXUBHOM TEXHOJIOTUII B apXUBHOM Jejie. ApXMBHBIE TEXHOJOTMH BBOJA
Jiene. nHpopmaIuu.

Tema 8. ba3el naHHBIX B Cucrembl ympaBieHusi 0Oa3aMH JaHHBIX, IpPUMEHSEMbIE B

ApXHUBHOM JIETIE.

apxuBHOM Jene. MHTETpupoBaHHas Monaens WHGOPMAIMOHHOU
CHCTEMBI ApXHBa, OCHOBAHHOMW HA MHOTOYPOBHEBOM OIMCAHUH.




Temamuueckui nian

KoanyecTBo 4acoB

Ounas popma

3aounas popma

HopmaTuBHbIii Cpok

Y ckopeHHbIi CPOK

HopmatuBHbIi cpok 00y4ueHHst

00y4eHus 00y4eHus YcKopeHHBI CPOK 00ydeHust
B T.4. B T.4. B T.4. B T.4.
Ha3Banus coaepskaTejbHbIX
MOJAYJIeH U TeM ol ol B 5 ol o ég 5 o o 3 s o| o & 8
° S| 2| Z Z S| 2|3 | % S 3 3 z S| 3| F z
I~ T ] [~ o) = 2 o I~ o) Q o = o] = e
5 = 1] Sl 3 = 59 5 = 3} Sl o9 59 5 = 5] o 8 = | 59 5 = 3} | 8 =| 59
Y S o) o 2 gl g4 Y S ) ol &4 ¢ 9 oS S ) 1S g5l g oS = o 15 g gls o
& = =) = = @ g @ = = = w® g g & = =) = = @ g & = = = = @ g
Z = < ] EKL% Z = s| odg H¢ = = < 8 \Q© =g Z = < s9| 29
[5) = ol B S| = 5} = ol Fd 5 d 5} = aQ, = S = d O = ol g 2| 5 d
= 1 =) o & 2 d = =] ol © 9 8 4 =} = o) IS = M g = =] o) o & 2 9
g g g |5 g | |8 g ¢l ¢ |2 & gl ¢ |5
=l 5| 8§ |E = RIS | E =l S| B |E = Rl § |E
1 2 3] 4] 5 6 7 8 9 |10]11|122]|13] 14 15 | 16 | 17 18 19 20 21 | 22 | 23 24 25
Tema 1. OCHOBHEIE O6BEKTELL 1 12 | 2 1 9 12 2 11 9 17,7 ] 05 1 16,25 17,75 [ 0,5 1| 1625
5
npuHLOMNIBI aBTomMaTuzauu JI0Y u
OpTraHMU3aINA AIIEKTPOHHOTO
JTOKYyMEHT0000pOoTa.
Tema 2. TeXHOIOIMH TOATOTOBKH 18 | 4 5 18 4 519 180 | 08 1 16,25 1805 | 038 1 | 16,25
5
JIOKYMEHTOB B cpejie 0(pHCHBIX
naketoB MS Office.
Tema 3. basbl JaHHBIX B 20 | 5 6 20 5 6 |9 180 | 08 1 16,25 1805 | 038 1 | 16,25
5
HHHOOPMAITMOHHOM 00eCITCYCHIH
YHpaBICHHUSL.
Tema 4. ABTOMATH3HPOBAHHbIE 20 | 5 6 20 5 6 |9 18 [ 075 1 16,25 18 |07 1T | 1625
5
WH(GOPMAITIOHHBIE CUCTEMBI
JIEIIONPON3BOJICTBA
Tema 5. UHTepHET-TEXHOIOTUH 1 19 |5 5 19 5 519 180 | 08 1 16,25 18,05 [ 08 1 [1625
5
UHQOPMAIMOHHBIE PECYPCHI,
ucnons3yemslie B JIOY u apxuBHOM
Jiene
Tema 6. OCHOBHBIE OOBLEKTEI 1 18 | 5 4 18 5 4 |9 18 [ 0,75 1 16,25 18 [07 1 [1625
5
MPUHITUIIEI ABTOMATH3AINH
ApPXUBHOIO JEeIa




Tema 7. BUBI ¥ THITBI 18 | 5 4 18 5 419 180 |08 16,25 1805 |08 16,25
MH(OPMALIMOHHBIX TEXHOJIOTHI B °
apXUBHOM JIeTIe
Tema 8. Basbl JAHHBIX B apxuBHOM | 19 | 5 5 19 5 519 és,o 08 16,25 1805 | 08 16,25
merne.

144 | 36 36| 72 144 | 36 36 | 12 144 |6 130 144 |6 130

Bcero:




5. METOAUYECKHUE PEKOMEHJIALIUUA JJIA ITIPOBEJAEHUSA
JEKIIMOHHBIX, MIPAKTUYECKHNX U JIABOPATOPHBIX 3AHATHI

TeMbl TeKIIMOHHBIX 3AHATHI

Ne Haszeanue memui Konuuecmeo uacoe
Ounas ¢popma c | Oumnast popma ¢ 3aouHast 3aouHas popma
n/n HOPMAaTHBHBIM YCKOPEHHBIM ¢dopma C YCKOPEHHBIM
CPOKOM CPOKOM HOPMAaTHBHbBI CPOKOM
0o0y4ueHHs 0o0y4ueHHs M CPOKOM o0yueHHs
0o0y4eHust
2 2 0,5 0,5
1. | OcHOBHBIC OOBEKTHI M TPHHIIUITBI
aBTOMAaTH3alUU J0Y u
OpraHu3aluu 3JIEKTPOHHOTO
JIOKYMEHTOO0O0pOTA.
4 4 0,8 0,8
2. | Texuomoruun MMOATOTOBKH
JOKYMEHTOB B cpele O(HUCHBIX
makeroB MSOffice.
5 5 0,8 0,8
3. | ba3bl maHHEIX B
nH()OPMATMOHHOM 00eCTIeYeHUN
YIPABIICHHUSL.
5 5 0,75 0,75
4. | ABTOMaTU3UPOBAHHbBIC
nH(OPMAIMOHHBIC CHCTEMBI
JIEJIONPOU3BOJICTBA.
5 5 0,8 0,8
5. | HTepHeT-TeXHONn0ruu u
nH(pOpMaIMOHHBIE pecypchl,
ucrionszyempie B JIOY m
apXMUBHOM JIETIE.
5 5 0,75 0,75
6. | OCHOBHBIC OOBEKTHI W TPUHITUIIBI
aBTOMATHU3allMU apXUBHOI'O JIea.
5 5 0,8 0,8
7. | Bunbl u tanel ©HQOpPMAIMOHHBIX
TEXHOJIOTHI B apXHUBHOM JIEJIE.
5 5 0,8 0,8
8. | ba3bl TaHHBIX B apXMUBHOM JICIIC.
BCEI'O 36 36 6 6
Tembl J1a00PATOPHBIX 3aHATHI
Ne Ha3zeanue memot Konuuecmeo uacoes
Ounas ¢popma ¢ | Ounast popma ¢ 3aouHast 3aounas Gpopma
n/n HOPMaTHBHBIM YCKOPEHHBIM (bopma C YCKOPEHHBIM
CpPOKOM CPOKOM HOPMaTUBHBIM CPOKOM
00yJeHust 00yJeHus CPOKOM 00y4eHus
o0yueHus
1 1 1 1
1. | OcHOBHBIE OOBEKTHI M MPHUHIIUIIBI
aBTOMAaTH3alluH J0Y u
OpraHu3aIuu 3JIEKTPOHHOTO
JOKYMEHTO000pOTa.
5 5 1 1
2. | Texuomoruu MMOATOTOBKH

JOKYMEHTOB B cpele O(UCHBIX
naketoB MSOffice.
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3. | basel maHHBIX B 6 6 1 1
nH(pOpMaMOHHOM 00ecIeueHU N
yIpaBICHUS.
4 | A 6 6 1 1
. | ABTOMaTHU3UpOBaHHbBIE
nH(OpPMAIIMOHHBIS CUCTEMBI
JIeIIOTIPOU3BOJICTBA.
5 |1 3) 5 1 1
. | IHTepHeT-TeXHOIOT I "
WH(POPMAIIMOHHBIC pecypcsl,
ucrionsdyempie B JIOY u
apXMBHOM JIeJIe.
6 | o 4 4 1 1
: CHOBHBIE OOBEKTHI U TPUHITUIIBI
aBTOMATH3aIIMY apXHBHOTO JIEJIa.
7 B 4 4 1 1
. | Bugbl u Tumel HHGOPMAITMOHHBIX
TEXHOJIOTUH B ADXUBHOM JICTIC.
3 |B ) 5 1 1
. | ba3bl TaHHBIX B apXWUBHOM JICIIC.
BCEI'O 36 36 8 8

6. METOOIMYECKUE PEKOMEHJALIMUA 110 OPTAHU3ALIMHN
CAMOCTOSTEJBbHOM PABOTHI CTYJIEHTOB

CamocrosiTenbHast paboTa UMeeT 0COOEHHOE 3HAYEHUE JUIsl KPEaTUBHOIO (TBOPYECKOIO)
YCBOEHHsI OCHOBHBIX MOHATUHN U KaTeropuii apxuBoBeaeHus. CaMocTosTenbHas paboTa cTyIeHTa
SBISIETCA BaKHOW (popMoil yd4eOHOro mporecca, KOTopas MO3BOJSIET MPHOOPECTH, a TaKKe
3aKpenuTh HOBBIE 3HAaHUSA, HABBIKK M yMEHHs, copMHpOBaTh JIMYHBIE YOEXKIEHUS,
UCMOJIb30BaTh IOJyYEHHbIE 3HAHUS W YMEHUS B INpaKkTU4eckoil pedrenbHocTH. OHa
OCYIIECTBIIICTCSA Ha MPOTSHKEHUH BCETO Ipoliecca 00ydeHus: 1 UMeeT cieyromue Gopmsl:

1) THOArOTOBKA K JICKIINH;

2) TOJTrOTOBKY K JIAOOPATOPHOMY 3aHSITHIO;

3) uHIMBHAYyalbHas paboTa Mo 3aJaHUI0 MPENOoAaBaTelis B BUJIE MOATOTOBKH JOKIaa C
MYJIbTUMEIMIHON Tpe3eHTanueit (pedepara).

4) MOAroTOBKA K 9K3aMEHY.

Opranun3anus caMoCTOSATeIbHON Pad0ThI CTYICHTOB

N Konuuecmeo uacos
- Ounas popma ¢ | Ounas popma c 3aouHas 3aounas Gpopma
HOPMaTUBHBIM YCKOPEHHBIM q)opma C YCKOPECHHBIM
n/n Tema CPOKOM CPOKOM HOPMAaTUBHBIM CPOKOM
o0ydeHus o0ydeHus CPOKOM 00y4eHus
o0y4eHust
9 9 16,25 16,25
1. OcHOBHBIE OOBEKTHI U TTPUHITUIIBI
apromaru3anun JIOY u
OpraHMU3alMH JIEKTPOHHOTO
JOKYMEHTO000pOTa.
9 9 16,25 16,25
2. TexHo0rnM MOArOTOBKU
JIOKYMEHTOB B cpefie O(UCHBIX
maketoB MSOffice.
9 9 16,25 16,25
3. | ba3bl naHHBIX B HHPOPMALIMOHHOM
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o0ecTeYeHn ! yIpaBICHHSL.

9 9 16,25 16,25
4. ABTOMaTU3MPOBAHHBIE

I/IH(bOpMaI_[I/IOHHBIe CHCTCMBbI
ACJIOIMPONU3BOJACTBA

9 9 16,25 16,25

S. HNHTepHeT-TEXHOI0TUU U
MH(pOPMaLMOHHbIE PECYPCHI,
ucnons3dyemsie B JIOY u apxuBHOM
aene

9 9 16,25 16,25

6. OcHOBHBIE OOBEKTHI U TPUHITUIIBI
aBTOMATHU3aIMN apXUBHOTO JIEJIa.

9 9 16,25 16,25

7. Bunbt v Tumibl THOOPMAIMOHHBIX
TEXHOJIOTHI B apXUBHOM JI€JIC.

9 9 16,25 16,25
8. ba3pl TaHHBIX B apXUBHOM JIEJIE.

72 72 130 130

Bcero:

7. AHANBU A YAJIBHBIE 3ATAHUSA

OpHUM U3 BUJIOB MHAMBUAYAJIBHOM pabOThl CTYJIEHTOB SBISETCSA MOATOTOBKA JIOKJIAZA C
MYJIbTUMEANIHON mpe3eHTanueil. Llenp nanHONH pabOThI — OCMBICIICHHE W YTIyOJieHHe 3HAHUN
0 [JaHHOM JAWUCUMIUIMHE, pa3BUTHE HABBIKOB CaMOCTOATENBbHOM paboTel 1o  cOopy,
CHUCTEMAaTH3alMy MaTepHUalla, POBEICHUIO UCCIEA0BAHUA U aHaNU3a. SIBISISACH OJHUM U3 BHUJIOB
HAY4YHO-UCCIIEJOBATEIbCKON pPabOThl CTYAEHTOB, IOArOTOBKAa JOKJIaJa € MYJbTUMEIUIHHON
npe3eHTanued cnocoOcTByeT (OPMUPOBAHMIO Y CTYJIEHTOB aHAJIMTUYECKOTO, TBOPYECKOTO
MBIIIICHHUS.

TemMbl HHAUBUAYAJIBHBIX 3aJAHUI

1. OcHOBHBIE OOBEKTHI U IPUHITUITBEI ABTOMATH3AIIMN B YIIPABJICHHH.

2. DnexTpoHHBIM oduc. MccnemoBaHne COBPEMEHHBIX HH(POPMAIIMOHHBIX TEXHOJOTHUH,
ucnoibszyemsix B JJOY

3. ABTOMaTH3WPOBAaHHbIE HH(POPMAIIMOHHBIE CUCTEMBI B YIIPABICHHUH.

4. AHanu3 HOPMATHBHO-TIPABOBHIX aKTOB, PETJIAMEHTHPYIOUIUX TPOIECCH BHEIPEHUS U
UCIOJIb30BaHUs MH(OPMAIIMOHHBIX TexHoJoruii B JIOY.

5. AHanmu3 HOPMATHBHO-METOJAMYECKUX JIOKYMEHTOB, PETJIaMEHTHUPYIOIIHUX MPOIECCHI
BHEJIPEHUS U UCTOIb30BaHUSI HHPOPMAIIMOHHBIX TexHonoruii B JIOY.

6. HccnenoBanne ¢popMaToB 3JIEKTPOHHBIX JJOKYMEHTOB, UCTIONB3yeMbIX B JIOY.

7. Mcnonp30BaHuE OTKPBITBIX (DOPMATOB DJIEKTPOHHBIX JTOKYMEHTOB H CBOOOIHOTO
porpaMmmMHOTO obecrieueHus s pemenus 3aaad JJI0Y

8. Benymue KoMImaHWU-pa3pabOTYUKK MPOTPAMMHBIX TpoaykToB it JJOY u ux
pa3paboTKH.

9. HUccnenoBaHnne  TPAaKTHKHA  WCIOJB30BAHHUS  COBPEMEHHBIX  HMH(OPMAIMOHHBIX
texunosoruii JIOY 3a pyOexom (1o cTpaHaM, BBIOpaHHBIM CTYIEHTaMH) U BO3MOXHOCTH
MpUMEHEHU UX omnbiTa B Poccum.

10. Be30ymaxkHasi TEXHOJIOTHS TIOJITOTOBKU JOKYMEHTOB.

11. Tlpuaanue OPUANUECKON CUITBI ATEKTPOHHBIM JOKYMEHTaM.

12. WuTepHeT-pecypcsl s crieruanuctoB chepsr JOY.

13. OcHoBHBIE ATanbl Pa3BUTHS HHPOPMAITMOHHBIX TexHONoTHi B JIOY

14. Ocnogubie 3agaun, crosiue nepen ACY I u myTu ux penieHusl.



12

15. Ananu3 COBpEeMEHHBIX HWH(POPMAIMOHHBIX TEXHOJOTHUH CO3/IaHUS, XPAaHCHUS |
OOHOBJIEHUSI TOKYMEHTOB.

Kpumepuu oyenuganus unougudyaibHoil pabomel cmyoeHma.

1. Ilenb paboTHI: HACKOJIBKO YETKO CHOPMYTUPOBaHA.

2. CrpyKTypa: JIOTUYHOCTb U TOCJIE0BATEIIbHOCTD U3JI0KEHUSI MaTepHaa.

3. AprymenTanusi: 000CHOBaHHOCTb, YO€IUTEIbHOCTh, HAIMYUE MO3UTHUBHON OICHKU M
BO3MOXKHON KPUTHUKH, CEPbE3HOCTh HAYYHBIX UCTOYHHKOB.

4. HayyHbld TOUCK: HCIIOJIb30BAaHHE COOTBETCTBYIOIICH  JIMTEPATyphl, OO0BEM
MPOBEJICHHBIX HAYYHBIX UCCIIEIOBAHUI.

5. SI3bIk pabOTHI: TOHSITHOCTH, TPAMOTHOCTb.

6. TBopueckuii MOMEHT: TBOpPYECKOE OTHOIIEHHE K OTOOpYy, 00pabOTKe MaTepHalos,
HATMYUE OPUTUHATHHBIX BHIBOJIOB.

8. BOINIPOCHI K MOAYJBbHOMY KOHTPOJIIO

1. 3agaun nnpopmaruzanuu JOV.

2. lenu 3amaun napopmaruzanuu JOVY.

3. Uudopmaruzamus 10Y.

4. DNeKTpOHHBIN TOKYMEHT.

5. Knaccuduxanus nuapopmanuu.

6. Nudopmanmonnsie TexHonoruu ciyxost JJOVY.
7. ABTomaru3aruu oduca.

8. DnekTpoHHas nmouTa, 0a3a JaHHBIX, BUICOTEKCT.
9. DyeKTPOHHBIN TOKYMEHTO000pOT. DyHKIINH.
10. Dnektponnas unudpoBast MOAMKCH.

9. OBPA3EIl MOAYJBHOI'O KOHTPOJIA

IOy BIIO JIOHEIIKWI HAITMOHAJIbHBI YHUBEPCUTET» .
OAKVIIBTET MATEMATHUKHN 1 UTHOOPMAIIMOHHLIX TEXHOJIOI'MU

Hanpasnenue noocomosku:  46.03.02 /Jlokymenmosedenue u apxusogeoenue
ObpazosamenvHnas npoepamma bakanaepuam

Cemecmp 7

Yuebnasa oucyuniuna «Hugpopmayuonnvie mexnonozuu 6 00KyMeHmayuoHHOM
obecneuenuu ynpaeneHus u apXueHom oesey

MOAYJBbHAS KOHTPOJIBHAS PABOTA
Bapuanr Ne 1

1. llenu 3agaun unpopmaruzanuu JOVY.
2. DnexTpoHHas 1U(POBast MOAIUCH.

YTBepKACHO Ha 3aceqaHuH Kadenpbl HH()OPMAIMOHHBIX CHCTEM YIpPaBIEHHs, TPOTOKOI No oT
[13 2 20 r

3aB. kadenpoit H. III. [TonomMapeHko

IIpenonaBatens A .. bangeiHIOK
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Kpurtepuu oneHuBaHus MOAyJbHOT0 KOHTPOJIS

Homep 3apanus KoanuecTBo
0aJ10B
3aganue 1 5
3amanue 2 5
Bceero 10 6as10B

10. KOHTPOJIBHBIE BOITPOCHI K TIPOMEXYTOYHOM ATTECTAIIUHA

KoHTpoabHbIE BONPOCHI K IK3aMEHY

wn e

4.

Lenu u 3anaun uapopmaruzamuu JOY.

[IpenmMyiiecTBa U HEJOCTATKU 3JIEKTPOHHOTO JOKYMEHTOO00POTA.
Knaccudukanus nadopmarum.

AHanu3 CcOBpEMEHHBIX MH()OPMAIIMOHHBIX TEXHOJOTUH CO3/aHMs, XPAHCHUS H

OOHOBJIEHUS HOKYMCHTOB.

5.

© o N

10.

DJIEKTpOHHAs MOANKCH.

ABTOMaTH3UpOBaHHbIe HH(pOpManoHHbIe TexHonoruu JJ0Y.

TekcToBbIN poLeccop, MEKTPOHHAs noyTa B ciayxoe J0Y.

[IprHIMIIBI UCTIOJTB30BAHUSA AJIEKTPOHHOM MOIKCH.

DNEKTPOHHBIA KaJIeHAaph, BUACOTEKCT, 0a3a naHHbIX B JJOVY.

[loaroToBka, perucrpainus, oOpabOTKa W XpaHEHHUE JOKYMEHTOB CPEICTBAMHU

nakera MS Office.

11.
MS Office.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24,
25.

HpI/IHI_II/IHH IOCTPOCHHUA U (bYHKI_II/IOHI/IpOBaHI/IH O(I)I/ICHBIX CUCTCM B CpCAC IIaKCTa

CucteMmsl ynpaBieHus: 6a3aMu JaHHBIX.

TpeboBaHMs K cUCTEMaM 3JIEKTPOHHOTO IOKyMEHTO000pOTa.
WHpopmalinoHHbIE TEXHOJIIOTUH aBTOMATU3UPOBAHHOTO oduca.
@yHKIMH U 3G (HEKTUBHOCTH 3JIEKTPOHHOTO IOKYMEHTO000POTA.
Pucku npu BHEApEHUH 3IEKTPOHHOTO IOKYMEHTOO00pOTAa.
OcHosnble pyHkiuu CYB/I.

KopropaTtuBHble 0a3bl JaHHBIX.

CTpyKTypHBIE 3JIEMEHTHI 0a3bl TaHHBIX.

[Tonsitue n npusnaku CYB/I.

WNudopmannonnas cucrema. THIBI HHPOPMAITMOHHBIX CUCTEM.
Knaccudukanus naHhpopMamoHHbIX CUCTEM.
ABTOMaTH3UPOBAaHHbIE HH()OPMALIMOHHBIE CUCTEMBI B YIIPABJICHUU.
Cucrems! ynpaBieHUs JOKYMEHTOOOOPOTOM.

Kputepun Boidbopa AC JIOY u MHBIX NPOTrpaMMHBIX MPOJYKTOB IPUMEHUTEIHHO

K 3a/la4yaM OpraHHu3alnu.

26.
27.
pa3paboTKu.
28.
29.

CripaBo4HO-TIpaBOBbIe HH(OPMAIIMOHHBIE CUCTEMBI, UX (DYHKITHH.
Benymme xommnaHuu-pa3zpabOTUMKH MPOrpaMMHBIX MpoaykToB anst OV u ux

[TonsiTie 1 BUIbI HHPOPMAIIMOHHBIX PECYPCOB.
JloxasibHbIE BEIYMCIUTENBHBIE CETU: ONPEIEIECHUE U TOTIOJIOTHS.
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30.  I'mobGanbHbIE BBIYUCIIUTEIIbHbBIC CeTH: onpeJieseHue, 0COOCHHOCTH
(GYHKIIMOHUPOBAHUSI.

31. KonTtpons monHoTH 0XBaTta pecypcoB. Tunsl pecypcoB MHTepHeTA.

32.  Ocobennoctu npodeccuoHaaIbLHOTO orcka B IHTepHeTe.

33. be30ymakHast TEXHOJIOTHS TTOATOTOBKH JJOKYMEHTOB.

34.  UnTtepHeT-pecypcs Wi crienuanuctoB chepsl JOY.
35.  HHTepHET-pecypcChl Wi CIIESUATUCTOB apXHUBa.

36.  OOBEKTHI, NPUHIMIIBI, eI HHPOPMATU3AIMHI APXUBHOTO JeTa.

37.  3amauu ¥ HampaBJIeHUS UHPOPMATU3ALUN APXUBHOTO JeTIa.

38.  IlmanupoBaHue paOOTHI O BHEJPEHUIO aBTOMATH3AI[UHN B apXHUBaX.

39.  Opranuzanus nHGOPMATH3AIIMK HA YPOBHE apXHBa.

40.  IIpuHuunel npuMeHeHUs] UHPOPMAIIMOHHBIX TEXHOJIOTUN B apXUBHOM JIEJIE.

41.  ApxuBHBIC TEXHOJOTHH BBOJIa HH(POpPMAIIUH.

42.  ABTOMAaTHU3WPOBAaHHBIE TEXHOJOTMH B O0JACTH KOMIUIEKTOBAHUS M JKCIIEPTHU3HI
[EHHOCTH JOKYMEHTOB.

43.  ABTOMAaTHU3MpOBaHHBIC TEXHOJOTMH B 00JacTH o0OecnedeHus COXPaHHOCTH
JOKYMEHTOB.

44.  ABTOMATHU3MpPOBaHHbIE HMH(POPMAIIMOHHO-IIOMCKOBBIE CHCTEMbI U  CO3JaHHE
HAy4YHO-CIIPABOYHOTO arlrapara.

45.  ABTOMATHU3MpPOBAaHHBIE TEXHOJOTMH B O0JIACTH HCIOJNB30BAHUS M IyOIUKALIUU
JIOKYMEHTOB.

46. WuTerpupoBanHas Mojieinb HHPOPMAIIMOHHON CUCTEMBI apXHUBa.

471. OcHoBHBIE 3a/Jaud, CTOSALIME Iepel aBTOMAaTHU3UPOBAHHBIM  CUCTEMAMHU

yIpaBiIeHUsS TOKYMEHTOOOOPOTOM U IyTH UX PELICHUS.

11. OBPA3EIl 9K3AMEHAIIMOHHOI'O BUJIETA

rOYy BIIO «IOHEHKUI HAIIMOHAJIbHbII1 YHUBEPCUTET» .
OAKVYIIBTET MATEMATUKN U UTHOOPMALIMOHHBLIX TEXHOJIOI'MU

Hanpaenenue noocomosxu:  46.03.02 /lokymenmoeedenue u apxugoseoenue
Obpaszoeamenvhas npocpamma éaKanagpuam

Cemecmp 7
Yuebnas oucyunnuna «Hugpopmayuonnvie mexnonozuu ¢ 00OKyMEeHmMayuOHHOM
obecneuenuu ynpagieHus U apxXueHom oese»

BUJIET Ne 1

1. Knaccudukamus nadopmaruu.
2. TlpuHiunel mocTpoeHUs U PYHKIIMOHUPOBAHUS OUCHBIX CUCTEM B Cpefie TaKeTa
MS Office.

3. CnpaBoyHO-TIpaBOBbIE MH()OPMAITMOHHBIE CUCTEMBI, UX (QYHKIIUH.

YTBepkaeHO Ha 3aceannu kKadenapsl HHHOPMAITMOHHBIX CUCTEM YIIPABIEHUs, TPOTOKOT No
OT« » 20 r.

3aB. kadenpoii H. . ITonomapenko
DK3aMeHaTop A.U. banapiaiok




Kputepun onieHuBaHus 3K3aMeHa

Homep 3ananus Kouan4yectBo
0aJ1710B
3aganue 1 13
3amanue 2 13
3aganue 3 14
Bcero 40 6a10B

12. OBPA3ELl TECTOBOI'O 3AJIAHUSA

1. Komnelotep, moakIoYeHHbIN K ceTn MHTepHeT, 0053aTebHO UMEET:

a) IP-aapec;

6) WEB - cepsep;

B) nomainioro WEB - crpanuny;

') JOMEHHOE HMS;

J1) HA OJHO W3 BBIIIC TIEPEUYUCICHHOTO.
OTBeT: a

13. KPUTEPUHN OLNIEHUBAHUA

15

B TeueHune cemectpa oOyuarommiicss MOXeT 3apa0oTaTh Oaybl 3a CIEIYIOUIHE BUIbI
NeSITETPHOCTH: MOAYJIBHYIO KOHTPOJBHYIO pPaboTy, abopaTOpHbBIE 3aJaHMs MO AUCIUILINHE,
NPaKTUYCCKHUE 3a]aHUs TI0 JIUCIUIUINHE, WHAUBUIYAIbHbIC TBOPUYECKUE 3aJIaHUS.
Orenka 3HaHU# CTYAEHTOB PoBOAUTCs MO 100-0amIbHOM 1IKajIe COTJIACHO CIEAYIOIINM

KPHUTEPUSIM:
Ne . KoauvecTBo
Buabl KOHTPOJILHBIX MEPONIPUATHI
n/n 0a/1J10B

Tema 1

1. [TpakTHueckoe 3aganue 2

2. JlaboparopHoe 3a1aHue 2

3. OTBeTbl Ha KOHTPOJIbHBIE BOIPOCHI U TECTHI 1
Tema 2

1. [TpakTHueckoe 3aganue 2

2. JlaGopaTopHoe 3a/1aHue 2

3. OTBeThl Ha KOHTPOJIbHBIE BOIIPOCHI U TECTHI 1
Tema 3

1. [TpakTHueckoe 3aaHue 2

2. JlaGopaTopHoe 3a/1aHue 2

3. OTBeTHI Ha KOHTPOJIHHBIE BOMPOCHI H TECTHI 1
Tema 4

1. ITpakTHyeckoe 3aganue 2

2. JlaboparopHoe 3a1aHue 2

3. OTBeTbI Ha KOHTPOJIbHBIE BOIPOCHI M TECThI 1
Tema 5

1. ITpakTHyeckoe 3aganue 2

2. JlaboparopHoe 3a1aHue 2

3. OTBeTHI Ha KOHTPOJIHHBIE BOMPOCHI H TECTHI 1
Tema 6

1. [IpakTrueckoe 3a1anue 2

2. JlaGopaTopHoe 3a/1aHue 2
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3. OTBeThl HA KOHTPOJIBHBIE BOIIPOCHI U TECTHI 1
Tema 7
1. ITpakTHueckoe 3agaHue 2
2. JlaGopaTopHoe 3aanue 2
3. OTBeThl Ha KOHTPOJIbHBIE BOIIPOCHI U TECTHI 1
Tema 8
1. ITpakTHueckoe 3a1anue 2
2. JlaboparopHoe 3a1anne 2
3. OTBETHI HA KOHTPOJIBHBIE BOIPOCHI H TECTHI 1
Tema 9
1. [IpakTrueckoe 3a1anue 2
2. JlaboparopHoe 3a1anne 2
3. OTBETHI HA KOHTPOJIBHBIE BOIPOCHI M TECTHI 1
Mo tybHBII KOHTPOJIb 10
WuauBuayaibHOE 3a1aHKE 5
DK3aMeH 40
Bcero 100
LIkana coomeemcmeusn 6an106 20CyoapcmeeHHOl uIKaie
Ouenxa Cymma 0asi1oB 32& BCe Ouenka 1o rocyaiapcrBeHHoOM Onenka 1o }
ECTS BH/IbI YU4eOHOii mKaje (IK3aMeH, rocya1apcTBeHHOit
JAesiTeJIbHOCTH auddepeHunaabHbIN 3a4€T) mKaJje (3ayer)
A 90-100 5 (OTIUYHO) 3a4TCHO
B 80-89 4 (xoporio) 3a4TCHO
C 75-79 4 (xoporo) 3a4TE€HO
D 70-74 3 (yIOBIETBOPUTEIHHO) 3a4TE€HO
E 60-69 3 (YAOBJIETBOPUTEIIBHO) 3a4TEHO
EX 3559 2 (HGyI[OBJ'IGTBOpI/ITeJIBIjO) c He 3ATeHO
BO3MOYXHOCTBIO TOBTOPHOM CHAYU
2 (Hey1OBJIETBOPUTEIBHO) C
= 0-34 BO3MOYXHOCTBIO TTIOBTOPHOM CAaYU He 3aUTeHO
IIPU YCIOBUU 0053aTEIBHOIO
Habopa TOMOJHUTENBHBIX 0AJIOB

14. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE YYEBHOI'O

JlekuvOHHBIE 3aHATUS MPOBOAATCS B  AYJUTOPHH,

TEXHUKOU U JTOCKOMU.
JlaBoparopHble

MPOLIECCA

3aHATUA TOPOBOIAATCA B KOMIIBIOTCPHOM  KJaccCeE,

OCHAILICHHON MYJIbTUMEIUNHON

000pyI0BaHHOM

KOMIIBIOTEPAMH C JTULUCH3WOHHBIM IIPOTpaMMHBIM O6CCHC‘—IGHI/IGM, AOCTYIIOM K CETH I/IHTepHeT,

CTOJIaMH, JOCKOM.




15. PEKOMEHJOBAHHAS JIUTEPATYPA

17

HaumenoBanue

Koua-Bo
IK3EeMILISIPOB
B OMOJIHMOTEKE

JlonHY

Haaunuue
3JIEKTPOHHOMI
Bepcun B ObBC

OcHoBHas1 JInTEepaTypa

Muxeea, E. B. MHbopmanioHHbIE TEXHOJIOTHH B
npoeCCUOHATILHON IeATEIBHOCTH : yued. mocobue /
E. B. MuxeeBa. - Mockaa : [Ipocnekr, 2013. - 448 c.

2

NBacenko, A. I'. UHpopmanimoHHbIe TEXHOJIOTHH B
SKOHOMUKE U YIpaBJiICHUH. - 4-¢ u3f. - Mockaa :
KHOPVYC, 2013. - 154 c.

JonosHUTe/ILHAS JIUTEpPATypa

AceeB, I'. I'. DnexTpOHHBIH JOKYMEHTOOOOPOT :
yueb. s By3oB / I'. T'. Acees. - K. : Kongop, 2007. -
500 c.
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AceeB, I'. T'. DnexTpoHHBI JOKYMEHTOOOOPOT
[DnexkTpoHHbIil pecype] : Yueb. ans ByzoB / I. T.
Acees. - K. : Konnop, 2007. - 1 237eKTpOH. ONT. AUCK

(CD-ROM).

WudopmanoHHple  TEXHOJIOTMM B  OW3Hece
Ounuknonenus / [Tox pen. Munana Xenensr ; [lep. ¢
anri. A. XKenesnuuenko u ap. - CIIO. : [Tutep, 2002.
-1117c.

NudopmaninoHHbIe TEXHOIOTUU U YIIPABICHUE
npennpusitiuem / B. B. baponos, I'. H. Kansanos, 1O.
U. Ilonos, 1. H. TutoBckuii. - M. : Akan. AuTn,
2006. - 326 c.

NudopmanonHble  TEXHOIOTUU  YIPaBJICHUS
[Yueb. nns By30B Mo 3KoH. crneruanbHocTaM] / Tlon
pen. I'. A. Turopenko. - 2-e uza. - M. : JOHUTU,
2003. - 439 c.

HNudopmannoHHble TEXHOIOTUN YIpaBlIeHUs : Yueo.
nocoOue i CTYJEHTOB BY30B, OOYyYaroIml. MO HKOH.
cner. / I'. A. Turapenko, 1. A. Konomnesa, I". JL
Makaposa u ap. ; [log pen. I'. A. Tutopenko. - M. :
IOHUTU-IAHA, 2002. - 280 c.

WNudopmanoHHbIe TEXHOIOTUU YIpaBIEHU : y4eO.
nocobue sl CTYACHTOB BY30B, OOyYaroIIUXCS I10
9KkoH. cneruansHocTsiM / Ilox pen. mpod. T.A.
Turopenko. - 2-e uzn. - M. : OHUTU-/lana, 2005. -
438, [1] c.

10

KosbipeB, A. A. HMHpopMarmoHHble TEXHOJIOTHU B
skoHomuke : Koncmekt nekmuit / KoswsipeB A.A.,
IOmua ATl - CII6. : Usn-Bo Muxaiimosa B. A.,
2000. - 64 c.

11

KosbipeB, A. A. MHpOpManmoHHbIE TEXHOJIOTHU B
SKOHOMMKE U ympaBieHUH : YuyeOHuk / A. A.
Kosbipes. - 3-e u3a. - CII6. : M3n-Bo MuxaitioBa B.
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A., 2003. - 495 c.
12 | Caak, A. D. HudopManuoHHBIE TEXHOJOTHH 5 +
yIOpaBICHUS : YYEOHUK MO  CHCHHAIBLHOCTH

"T'ocynapcTBeHHOE ¥ MYHHIIMIIAIBHOE yrIpaBiieHue" /
A. D. Caak, E. B. ITaxomos, B. H. Trommuskos. - 2-¢
u3a. - Cankr-IlerepOypr [u np.] : ITutep, 2009. - 318
c. + 1 anekrpon. ont. auck (CD-ROM).

14 | ®enopoBa, I'. B. HabopmamnmoHHBIE TEXHOJIOTUH 1 -
OyXranTepckoro ydera, aHaiusa u aynuta / I'. B.
denoposa. - M. : Omera-JI, 2004. - 303, [1] c.

16. UH®OPMAIIMOHHBIE PECYPCbI

1. TIpagBo.ru: cnpaBouHo-ipaBoBast cuctema. — 2018 — Pexxum nocryma: http://pravo.ru

2. OduunanbHBIE MHTEPHET-MOPTAN MpaBoBOil mHpopMainuu: ['ocymnapcTBeHHasicUCTEMa
npaBoBoit uHpopmanuu. — 2018 — Pexxum goctyna: URL: http://pravo.gov.nl

3. ApxuBHOe  ympaBiiecHHe  JIeHMHrpajackoil  oOnacT: obULIMATBLHBIA  CcaT
Anvunuctpanuu  Jlenunrpaackoi  obmactm. — 2018 -  Pexmm  gocryma:  URL:
http://archive.lenobl.ru

17. IPOT'PAMMHOE OBECIIEYEHHE

1. Windows 7 PRO (xoprioparuBHas juten3us JJonHY Ne46484614),

2. Microsoft Office (koprioparusHas nutiensus JJonHY Ne46472919),

3. Microsoft Visual Studio ( munensus nporpammer DreamSpark mist Beiciux y4eOHbIX
3aBEICHHH ).

18. HICIIOJIb30BAHHME 3JIEKTPOHHOI'O OBYYEHUS
N JUCTAHIOUOHHBIX OBPA3OBATEJIBHBIX TEXHOJIOT'NU

DHUO npenooasamens

Jucyunauna unu opyzoi .
U 610 INEKMPOHHO20 63AUMOOETICIEUS

6u0 yueonoit pagomsr npenooagamenb-cmyO0eHm no OUCYUnJIuHe
WNudopmanvonnsie
TEXHOJITUU B banneiaiok A.M.:
JTOKYMEHTAIHOHHOM Oo6naxo (https://cloud.mail.ru/public/2DFj/DaYj1D2ee)

obecrnieuennu yrnpasienus u | e-mail (h.baldyniuk@donnu.ru)
apXHUBHOM JIEJIE
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PabGouas mporpamma paccMOoTpeHa U TepeyTBepXKAEHa Ha 3aceJaHuu Kadeapbl C
n3MeHeHusMu (0e3 n3menenunit) Ha 2020-2021 roa.
B pabouyio npocpammy oucyuniunvl 6HeceHvl cledyroujue usMeHeHus: U OONOIHEHUA.!
[Tporokon 3acenanus kadeapsl Ne oT . 3aB.kadeapou
Pabowas mporpamma paccMOTpeHa U TEpeyTBepXKIeHa Ha 3acelaHuu Kadeapbl ¢
n3MeHeHusMu (0e3 n3meHenui) Ha 2021-2022 rox.

B pabouyio npozcpammy OucCYuniuHvl 6HeceHvl cledyloujue UsMeHeHUus u OONOIHEeHUA!

[Tporokon 3acenanus kKageapnl Ne oT . 3aB.xadeapoit



