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1. He.ﬂb H 3a1a4YM OCBOCHUSA JUCIHHUIIINHBI

obmmenpodeccuoHaIbHOM
moarorosku  38.03.04

¢dbopmupoBanue
HAaIpaBJICHUIO

[lenpf0 OCBOGHHUS JUCHUIUIMHBI  SIBISIETCS
komnereniuu  (OIIK-5) Oyamymero OakamaBpa 110
«["ocymapcTBEHHOE U MYHUIIUIIATHHOE YIIPABICHUE.

[lenbto M3ydeHUs IUCHUIUIUHBI «JlelOnpou3BOACTBO U JIOKYMEHTAllMOHHOE OOecreyeHue
TOCY/IapCTBEHHOW W MYHHIIMITAILHOW CIYXKOBI»  SBISETCS OCBOCHUE CTYIACHTAMH TEOPETUYECKUX
3HaHUU B OOJIACTU JEJONPOM3BOJCTBA B OpraHU3allMd U NMPUOOPETEHHE MPAKTUUYECKHX HABHIKOB B
obnactu odopMIICHHS TOKYMEHTAIUUA, HEOOXOJUMOW JUIsi MPUHSATHS TPAMOTHBIX YIIPABICHUYESCKHX
peLICHHUIA.

K 3amauam u3ydeHus TUCIUTUIMHBI OTHOCSTCS: TTOJYYCHHE 3HAHHUMA 110 OCHOBHBIM IPUHITUTIAM
U MEXaHU3MaM OpraHu3alMy JOKYMEHTO000pOTa Ha MpeAnpUsTUr; GOPMUPOBAHUS YIIPaBICHUYECKON
" WHOU OpTraHU3aIMOHHO-PACTIOPS AU TSI LHOM JOKYMEHTAITNH; BEJICHUE KaJpOBOTO
JOKYMEHTO00O0pOTa; CTPYKTYpPY IOCTPOCHHUS JIOKYMEHTOOOOpOTa B opraHu3auuu; (HopMUpOBaHHE
YMEHHUI MPUMEHSTH TOJTYYCHHBIC 3HAHUS K PEIICHUIO BOTIPOCOB 10 OPTaHU3AIMOHHBIM TpOIleccaM Ha
NOPEeNNpUSATHH  OBJIAJEHUE  OCHOBHBIMH  MPHUHIMIAMHU  (OPMHUPOBAHUA  JOKYMEHTHPOBAHUS
VIPaBIEHYCCKON JCSITCIILHOCTH, 3aKOHAMU OpTaHHM3aIl¥, HABBIKAMU COCTABJICHHS HEOOXOJIMMBIX
yIPaBICHUYECKUX JOKYMEHTOB.

2. MecTo AUCUMIIUHBI B CTPYKTYpe 00pa3oBaTe/IbHOI MPOrpaMMbl

JucnurminHa «/lenonpou3BoJACTBO M JOKYMCHTAIIMOHHOE OOECIICYCHUE T'OCYIapCTBCHHOW H
MYHHUIMTAIBHON CIIy’KObI» BXOOUT B o0s3arenpHyto — 4acte pucuuruimH OIl BO moxroroBkm
OakanaBpa HanpasieHus 38.03.04 ['ocynapcTBeHHOE M MYHHIIMIIAIBHOE YIIPABICHUE W PEaTH3yeTCs
Ha IPOMEKYTOUHOI CTaJuu MOAr0TOBKU OakajiaBpa B 4 cemecTpe.

3. llepeyeHb MNJIAHHPYEMBIX Pe3yJbTATOB O0Y4YeHHS MO JAUCHHUILVIMHE (MOIYJIIO),
COOTHECEHHBIX C IMJIAHUPYEMBIMH Pe3yJIbTATAMHU OCBOEHHS 00Pa30BaTEeIbHONH MPOrpaMMBbl

Kon, dopmynmpoBka Konx, popmynupoBka nHAMKAaTOpa [Tmanupyemble pe3yabTaThl
KOMIIETEHINH 00y4YeHMs 10 JUCLUIUINHE
(MOTyITI0), XapaKTEePU3YIOIINe
3Tanbl HOpMUPOBAHUS
KOMIIETEHIIMI, NTHINKAaTOPOB

OIIK-5. V-1 onks Hcmonssyer [lpuauMaer  00OCHOBaHHBIE

CnocobeH MCHoNb30BaTh B | meto JIOJIOTHIO MH(OPMALHOHHO- perieHus u HCTIONB3YET

PO eCCUOHATLHOM KOMMYHUKAIMOHHBIX TEXHOJIOTUH, MH(OPMAIMOHHO-

JeSITeTbHOCTH TEOPETHUECKHE OCHOBBI KOMMYHHUKAIIHOHHBIE

MH(pOPMaIMOHHO- hopMUpOBaHHUS MHYOPMALIOHHOTO TEXHOJIOTUM BO BceX cdepax

KOMMYHHKaIlHOHHBIC oOecrieueHns npouecca ynpasienus; | ACATCIBHOCTH

TCXHOIIOTHH, MHCTPYMEHTAJIbHBIE CPENICTBA

IoCy1apCTBCHHEBIC U | KOMIBIOTEPHBIX TEXHOJIOTUI

MYyHHUIIMITAIbHBIC MH(OPMALIMOHHOTO 00CTYKHUBaHUS

MH(OPMAIOHHEIC YIIPABJIICHUYECKOU IEATEIIBHOCTH;

CHCTEMBI; UPUMCHATE | TeHeHIIMA M TIEPCTIEKTUBBI Pa3BUTHS

TCXHOJIOTHU 3JICKTPOHHOTO | i1 yconb30BaHUs HHOPMAITHOHHO-

NpaBUTCIILCTBA U | KOMMYHUKAIIHOHHBIX TEXHOJIOTHI B

HPEAOCTABIICHHA npodeccHoHaIbHON A TETPHOCTH

rOCyJIapCTBEHHBIX V-2 oms Tpnviensier

(MyHUIIUTIANBHBIX ) YCIYT HHAOPMAIHOHHO-

KOMMYHHUKAIIMOHHBIE TEXHOJIOTUHU JIJIs




pELICHUS YIIpaBICHYECKHUX 3a/1a4;
oTpenieNsieT HarpaBJIeHUs
UCTIOJIb30BAHUS U TEH/ICHIINU
pa3BUTHs HH(POPMAIIMOHHO-
KOMMYHHUKAIIMOHHBIX TEXHOJIOTHH B
HKOHOMHKE U yIIPABICHUH

NI-3 onk-5 [IpuMeHsIeT TeXHOIOTHI
AIIEKTPOHHOTO TIPABUTEIILCTBA U
IPEOCTAaBIICHUS TOCY1aPCTBEHHBIX
(MYHUIIMTTAJIBHBIX ) YCITYT

4, O0beM y4eOHOI TUCHUNIHHBI (MOAYJIs) U (POPMBbI KOHTPOJIS *

O0neM 3ausathii: Beero: 5 3.e. 180 akan.u. ODO, 0300,

B aKaJ. 4acax B aKaJ. gacax
KounTakTHasi pa6ora: 64 16
JleK1Mu/u3 HUX MPaKTHYECKask OATOTOBKA 32 8
JlabopaTopHBIX pabOT/H3 HUX MPAKTHYECKAs TIOJATOTOBKA - -
[IpakTHveckux 3aHATHI/W3 HUX MIPAKTHYECKask OATOTOBKA 32 8
CamocTosiTeIbHast padoTa 80 116
®opMBbI KOHTPOJISI
DK3aMeH 36 48

* JucuumianHa (MOAYJNB) MpeaycMaTprBaeT NPUMEHEHHE JIIEKTPOHHOTO OOYUYeHHMS, AUCTAHLUOHHBIX

00pa3oBaTeIbHBIX TEXHOJIOTHH

5. Coaep:xkaHue TUCHUILINHBI (MOYJIs1), CTPYKTYPHPOBAaHHOE 110 TeMaM (pa3iesiaM) ¢ yKa3aHueM

KOJIMYECTBA YaCOB U BHA0B 3aHATHH
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CamocrosiTenbHas padboTa, 4acoB




Tema 1. Pomp wunbopmamuu wu
JOKyMEHTOB B YIPaBJICHYECKOH
JeATEIIBHOCTH.

1. MoxymeHTHpOBaHHE
HHPOPMAIIIH.

2. OcHOBHBIE TTOHATHSA
JOKyMEHTHUPOBAHUS
roCyAapCTBEHHOM u
MYHHUIUIAJIBHON CITYKOBI

3. ABTOMaTH3MpOBaHHBIE
TEXHOJIOTUH
JIOKyMEHTHUPOBAHUS u
JIOKYMEHTO000pOTa KaK
KOMITOHEHT CHCTEMEI
KOMIUIEKCHOH aBTOMAaTH3AILUH
JeATEILHOCTH

OIIK-5 NJI-1
OIIK-5 NJI-2
OIIK-5 N/1-3

Tema 2. JIOKyMEHT W CHCTEMEI
JIOKYMEHTAIIH
1. Pa3ButHe cioco6oB
CO3/1aHMs TOKYMCHTOB
2. OnpenesneHus MOHATHS
«Joxymenr». @ynkuuu
JIOKyMEHTa.
3. Tumosorust JOKYMEHTOB.
4. TpeOoBaHHMs K KAYECTBY
JIOKYMEHTA.

OIIK-5 NJI-1
OIIK-5 NJI-2
OIIK-5 N/1-3

32

Tema 3. HopmaruBHO-npaBoBas
6aza JOKYMEHTAI[HOHHOTO
obecrieueHns yIpaBIeHNSA

1. ®enepansHOE
3aKOHOJIATENbCTBO B cepe
paboTHI C TOKYMEHTHPOBAHHOU
nHpopmanuei.

2. HopmaTtnBHO-METOIMYECKHE
JOKYMEHTBI 110
JIeTIONIPOU3BOJICTBY U
OpraHu3aliy apXUBHOTO
XpaHeHHs JOKYMEHTOB.

3. Knaccuduxarnms, yHUPUKAIHS
u CTaHAaPTH3aLNS B
JIeTIOIIPON3BOJICTBE.

4. MexnyHapoIHble CTaHIapThl B
o0acTé pabOTHI ¢ JOKYMEHTAMH.

OIIK-5 NJI-1
OIIK-5 NJI-2
OIIK-5 NJ1-3

Tema 4. VYnpasnenueckas
MOKYMEHTAIlMs: TpeOOBaHUSA K
COCTaBIICHUIO ©  O(GOPMIICHHIO,
dbopmymsip-oOpaszen, coctaB U
PacIoyIOKCHUE PEKBU3UTOB.

1. YHubunupoBaHHbIE CHCTEMBI

OIIK-5 NJI-1
OIIK-5 NJI-2
OIIK-5 NJ1-3

32




JIOKyMEHTAIUH.
2. VYHudummpoBaHHas cHUCTEMa
OpraHU3alHOHHO-
pacnopsAUTEIbHON
JOKYMEHTAIHH.

3. TpeboBaHus K OQGOPMICHHIO
JOKYMEHTOB. BilaHKH TOKYMEHTOB
4. IOpuanueckas cua
JIOKyMEHTOB.

5. OdopmieHue PEKBU3UTOB,
ONPECIAIONNX  IOPUANYECKYIO
CHJTY IOKYMEHTOB.

6. TpeboBanumsi K  TEKCTy
YIPABJICHYECKOTO JOKYMEHTA.

7. OdopmieHne pEeKBH3HUTOB,
ONPeNeISIFOIINX ~ JIBIDKCHHE |
oTpaxalomux  obpaboTky U
UCIIOJIHEHNUE TOKYMEHTa

8. Tabenp u amp00M
YHUOGHULIHPOBaHHBIX (hopm
JIOKYMEHTOB

Tema 5. Co3naHue 3MeKTPOHHBIX

JIOKyMEHTOB

1. CymHocTts u dhopmathl
JNEKTPOHHBIX JIOKYMEHTOB.

2. DnekTpoHHas mudpoBas
HOJHChH Kak PEKBU3UT
9JIEKTPOHHOTO JOKYMEHTA.

3. MeragaHHbIE TOKYMEHTOB.

4.0OmudpoBanne Kak  CcHocod
CO3IaHHus JNIEKTPOHHBIX
JIOKyMEHTOB

OIIK-5 UJI-1
OIIK-5 UJI-2
OIIK-5 UJI-3

Tema 6.  OpraHu3zaiiOHHbIE
JIOKYMCHTBI, HUX COCTaBJCHUE U
odopmieHne

1. Hasnauenwune " BUJIBI
OpraHU3aI[HOHHBIX
JIOKYMCHTOB.

2. Muccus. Konexkc
KOPITIOPATHBHOM THKH.

3. VYcras, TIOJIOXKCHHE 00

OpPTraHU3aINH, TIOJIOKEHUE O

CTPYKTYPHOM

HOJIpa3/ieNIeHHN.

JI0JKHOCTHAS. UHCTPYKLUSL.

5. Crpykrypa u HITaTHas
YHCJIEHHOCTD, HITAaTHO®
pacrucaHue.

6. WucTpykumun
OpTraHU3AIOHHO-
METOAMYCCKOTO HA3HAYCHUS H
MpaBuIIa.

7. IlpoueccHbie perIaMeHTHI
MPEIIPUITHS.

8. orosop.

Ea

OIIK-5 UJI-1
OIIK-5 UJI-2
OITK-5 1/I-3

32




Tema 7. CocraB u co3naHue

PacHOPSIAUTENBHBIX TOKYMEHTOB

1. Pouss pacropsuTensHBIX
JOKYMEHTOB B A€ATCIBHOCTH
rOCYAApCTBEHHOU U
MYHHUIUIIATbHON CITyKOBI

2. Bwunsl pacniopsIuTeNbHBIX
JIOKyMEHTOB, CO3/JaBaeMbIX
NPY €AMHOJIMYHOM U
KOJUIETHAJILHOM CIOCO0ax
TPUHSATHS PELICHHS.

3. DTamnbl MOArOTOBKH
pacnopsUTeNbHBIX
JOKyMEHTOB.

4. CocraBieHne IprKasa,
MPOTOKOJIA.

OIIK-5 NJI-1
OIIK-5 NJI-2
OIIK-5 N/1-3

Tema 8. WudopmannonHO-
CIPaBOYHbBIE JOKYMEHTBI
1. Hasnauyenwue u BUIBI
HHPOPMAMOHHO-
CIIPAaBOYHBIX JOKYMCHTOB.
2. OYHKIHU U BHIBI IETOBBIX
ITACEM.

3. TlpaBmia cocTaBicHHUS TEKCTa
1 0(hOpMIICHHUS PCKBU3UTOB
JIEJIOBOrO IMUCHMA.
DJIeKTPOHHBIE MUCHMA.
VYupasneHue JOKyMEHTAMH
JNIEKTPOHHOM MOYTHI.

6. BeO-moxyMeHTHI.

7. JoxmamHbIC, CITyKeOHBIC T
OOBSICHUTENBHBIE 3AIIUCKHI

8. AKTEL

o ks

OIIK-5 NJI-1
OIIK-5 NJI-2
OIIK-5 N/1-3

Tema 9. Opranmuszanus paboThl C

JOKyMEHTaMH

1. XapakTepucTHKH u
MPUHLUIIBI OpraHHU3aliK
JIOKyMEHTO000pOTa.

2. JlBmxeHue BXOZSIINX,

UCXOAAIIMX W BHYTPEHHHX

JIOKyMEHTOB.

Perucrpanus 1OKyMeHTOB.

4. VuadopManmoHHO-CIIpaBOYHAS
pabora.

5. Konrpons WCTIOJTHEHUS
JIOKYMEHTOB.

6. ABTOMarM3anusi ~ OCHOBHBIX
JIeTIONPON3BOICTBEHHBIX
onepanui

w

OIIK-5 UJI-1
OIIK-5 UJI-2
OITK-5 1/I-3

10

Tema 10. XpaHeHne JOKyMEHTOB

1. OmneparuBHOE XpaHeHue
JIOKYMEHTOB.

2. Dkcneptuza LIEHHOCTH
JIOKyMEHTOB.

3. Odopmienue nen u nepegaya
JIOKyMEHTOB B apXxuB
OpraHHU3aI|H.

4. OcobeHHOCTH XpaHEHHS
AIIEKTPOHHBIX IOKYMEHTOB

OIK-5 NJI-1
OIIK-5 NJI-2
OIIK-5 NJ1-3

20




Tema 11. ApToMaru3anus OIIK-5 NJ-1 2 2 4

JIOKYMECHTAIIHOHHOTO OIIK-5 NJI-2

obecrieueHHs yIIpaBICHUS OIIK-5 U/I-3

1. Cuctemsl aBTOMAaTH3aIH
JIeIIONPOU3BOJICTBA u

11 JOKyMEHTO000pOTa.

2. ABTOMAaTH3MPOBaHHEIE
CUCTEMBI u byHKIUH
JIOKYMEHTAIUOHHOTO
00eCTICUCHHS YIIPABIICHHUS.

Tema 12. Cucrema ympasnenus | OIIK-5 U/I-1 2 2 4
JIOKYMEHTaMH Ha TPEATIPUATHH OIIK-5 UJ-2
1. TOCT P UCO 15489-1-2007 | OIIK-5 U1-3

«CUBU/. Ymupasnenue

JIOKYMEHTaMHU. Oo6mmue

TpeOOBaHUM»: TpPeOOBaHUI K

JOKyMEHTaM, byHKIIH

JOKYMEHTOB  HPEeNNpPUSTH,

OTBETCTBEHHOCTh Pa0OTHHUKOB

B obnactu

12 JIOKYMEHTHPOBaHUS
JeATEeIbHOCTH NPEONPHATHS U
OpraHu3allyd Ha HeM paboThI
¢ JOKYMCHTaMH.

2. Coszpmanme CHCTEMBI
YIOpaBJIeHUsT  JTOKYMEHTaMHU
KaKk omHa W3  (QyHKOWi
YIPaBJICHUsI  COBPEMEHHBIM
NPEeANPUSTHEM.

3. TpebGoBanus Kk  cucreme
YIPaBJICHUS JOKyMEHTaMH.

Hroro 3a 4 cemecTp 32 32 - 80 8 8 - | 116
UTOrO 32 | 32 | 80 8 s | - | 116
OK3aMeH 36 48

6. ®oHI OLIEHOYHBIX CPEACTB M0 AMCHHUILIMHE (MOLY.TI0)

®onp onieHouHbIX cpenctB (POC) no aucHumInHe «/{enonpon3BoACTBO U TOKYMEHTALMOHHOE
o0ecrnieueHre TocyJapcTBEHHON M MYHHUIIMIAIBbHOM cIy)Ob» Oazupyercs Ha MepeyHe OCBAaMBAEMBIX
KOMIETEHIMH ¢ ykazaHueM uHaAukatopoB. POC obecnieunBaeT 00BEKTUBHBIN KOHTPOJIb TOCTUKEHUS
3aIlIaHUPOBAHHBIX pe3ynbTaToB o0yueHus. @OC BkIto4aeT B ceOsi:

- OIMCaHME TOKa3aTesiell U KpUTepUeB OLICHWBAHUS KOMIIETEHIMH Ha paziIMYHBIX dTarnax HUX
(hopMHpOBaHUsl, ONIMCAHNE KAl OLICHUBAHMUS;

- METOJUYECKHEe MaTepHalibl, ONpeNeNsiolue MpOoLUeAypbl OLEHUBAaHMUA 3HAHUN, YMEHMH,
HaBBIKOB U (WJI) OMBITA JIESTEITLHOCTH, XapaKTePU3YIOIIUX dTaIbl (JOpMUPOBaHHS KOMIIETECHITHIA,

- TUIIOBBIE OLIEHOYHBIE CPEACTBA, HEOOXOAWMBIE Ul OLCHKM 3HAHUM, YMEHMH U YpOBHS
c(hOpPMHUPOBAHHOCTH KOMITETCHITHH.

DOC sBrsieTcs MPUIOKEHUEM K JAHHOW MPOTpaMMe JTUCIUTITUHBI.

7. MeToauyeckue yKazaHus 1Jisi 00y4alOUIUXCs 10 0CBOEHUIO UCIUNIHMHBI

[Mpucrynas x paboTe, KaXIblii CTYIEHT JODKEH MNPHHUMATh BO BHUMAaHUE CIEAYIOIIUE
MTOJIOKEHUS.

JucuummuHa «Jlenonpou3BoACTBO M JOKYMEHTAIMOHHOE OO0ECTeueHUue TOoCYAapCTBEHHOW U

7




MYHUIIUTATBHON CITyXKObI» IOCTPOEHA MO TEMAaTHYECKOMY NMPHUHIMITY, KaXJIas TeMa IMpeICTaBIIseT
co00¥ JTOTHYECKU 3aBEPIICHHBIN pa3/ien.

JIeKIIMOHHBIN MaTepuai MOCBSIIEH PACCMOTPEHUIO KITIOUEBBIX, 0A30BBIX MOJIOKEHUI KYypCOB U
Pa3bsCHEHUIO YUeOHBIX 3aJaHUH, BBIHOCUMBIX Ha CAMOCTOSITENIbHYIO Pa0OTy CTYICHTOB.

[IpakTuyeckne 3aHATUS TPOBOIATCA C IENBI0 3aKPEIUIEHUS YCBOCHHOW WH(pOpMaIuu,
IPUOOPETEHUST HABBIKOB €€ IPUMEHEHHUs INPHU PEIIeHUHM MPAKTUYECKUX 3a/7ad B COOTBETCTBYIOLICH
MPEeIMETHOM 00JIaCTH.

CamocrosarenbHass paboTa CTyIEHTOB HAlpaBiIeHAa Ha CaMOCTOSTENbHOE  M3YydEeHUE
JOTIOJTHUTEIBHOTO MaTepHaia, MOATOTOBKY K MPAKTHYECKUM U JIa0OPATOPHBIM 3aHATHUSM, a TaKkKe
BBINOJIHEHUS BCEX BUJIOB CAMOCTOSATENIbHOM pabOoThI.

Jlnist yCHemHoro 0OCBOCHHS JUCIUIUIMHBI, HEOOXOJMMO BBIIIOJIHUTH BCE BHJIBI CAMOCTOSATEIBHOM
paloThl, UCIOIB3Ysl PEKOMEHIyeMble HCTOYHUKHU HH(POPMALIUH.

8. YueOHo-MeTOoAuYecKoe 1 MH(OPMAIITUOHHOE 00ecTiedyeHue U CIIUTIITUHbI

8.1. ITlepeueHb OCHOBHON U JOMOJHUTEIBHOW JIUTEpPATyphl, HEOOXOIUMON JUIsI OCBOCHUS
JUCIUTUTUHBI
8.1.1. IlepeueHb OCHOBHOM JIUTEPATYPHI:

l. Kysneunoa W.B. [lokymMeHTHpOBaHHE YIPABICHUYECKOW MAESATEIBHOCTU [DIEKTPOHHBIN
pecypc]: yueObHOe mocobue musi OakamaBpoB / WM.B. Kysuernoma, I''A. XauatpssH. — DJIEKTpOH.
TeKcToBBIC JaHHble. — MockBa: [lamkoB u K, A [Tu Op Menua, 2021. — 240 c. — ISBN 978-5-394-
03274-5 — Pexum nocrtyna: http://www.iprbookshop.ru.

8.1.2. IlepeueHb JOMONHUTEILHON IUTEPATYPBI:

1. Kaypman H.IO. JlokyMeHTHpOBaHUE YIPABICHYCCKOW MACSITEILHOCTH [DIEKTPOHHBIN
pecypc]: yue6Hoe mocobue/ Kaypman H.KO.— Dnektpon. TexcroBble manHble.— Owmck: Omckuit
rOCY/IapCTBEHHBI HHCTUTYT cepBuca, 2014.— 177 ¢.— Pexwum nocryna: http://www.iprbookshop.ru.

8.2. IlepeueHb yueOHO-METOAMUYECKOTO 00ECIEYEHHs CaMOCTOATENbHOM paboThl 00yJaroIUXCs

M0 JTMCIUTUTAHE

1. KoBasnenko A.A. Meroandeckue yka3zaHHs 11O BBIIOJIHEHHUIO MPAKTHUYECKUX paboOT MO JUCHUIUIMHE
«/lenonpon3BOACTBO U JOKYMEHTALMOHHOE OOecredyeHne rocyJapCTBEHHON M MYHHIMIAILHOM
cIykOb» s cTyAaeHToB HampasieHus noarotoBku 38.03.04 «l'ocynmapcTBeHHOE H
MyHHUIHNATBHOE yrpasierue» [lsturopek: [T CK®Y, 2024 (anekTpoHHas Bepcus)

2. Koamenko A.A. Meroauyeckue peKOMEHIAMM JUIsl  CTYJEHTOB IO  OpraHU3aluu
CaMOCTOSITENIbHON ~ PabOTBl 1O JAWCHUIUIMHE  «J[enompom3BOACTBO U JOKYMEHTAIMOHHOE
o0ecrieyeHne TOCYAAPCTBEHHOM M MYHUIMNAIBHOM CIyXObl» Ui CTYACHTOB HAaIlpaBICHUS
nonrotoBkn  38.03.04 «locymapcTBeHHOE W MyHHIMNanbHOE Yynpasienue» [lsruropck: ITA
CK®YV, 2024 (aneKTpOHHAs BEPCHS)

8.3. Ilepeuenr pecypcoB HH(POPMAIIMOHHO-TEIEKOMMYHUKAIIMOHHONW cetu «HTepHETY,
HEOOXOUMBIX ISl OCBOSHUS TUCITATIITHHBI

http://biblioclub.ru (Caiit 9bC «YHuBepcuteTckas 6uOIMOTEKa OHIIANHY)
http://www.economicus.ru/nfpk/pe.php (O6pazoBatenbHblii mopran «Economicus.ru»)
http://www.consultant.ru/ (Opunuansuelii caiit komnanuu «Koncynbrant- [Tnrocy).
http:///www.garant.ru/ (CaiiT nua(popMaIiMOHHO-TIPaBOBOTo noprana «l apanT»).
http://fcior.edu.ru/ (Caiitr  ¢denepanpbHOr0 1HEHTpa WH(DOPMAITMOHHO-00PA30BATEIHHBIX

pecypcoB).

agkrownE


http://www.iprbookshop.ru/
http://www.iprbookshop.ru/

9. TlepeyeHbr HHPOPMANMOHHBIX TEXHOJIOTHiIl, HCHOJb3YeMbIX NPH OCYLIECTBJICHHH
00pa3oBaTeILHOTO MpPoLecca M0 JHCHHUILINHE, BKJI0Yasi epeYyeHb NPOrpaMMHOro odecnevyeHust
1 MTHPOPMAINMOHHBIX CIPABOYHBIX CHCTEM

[lpy  9reHWH  JCKIMHA  HUCMOJB3YyeTCS  KOMIBIOTEPHAs  TEXHHKA,  JIEMOHCTpAIUu
OPE3CHTAIMOHHBIX ~ MYJIBTUMEIUUHBIX —MaTrepuaaoB. Ha MpakTHYECKUX 3aHSITUSAX — CTYACHTBI
NPEICTABISAIOT KOMIUICKT MPAKTHYSCKUX paboT, Mpe3eHTAlUH, MOJrOTOBICHHbIE HMH B 4Yachl
CaMOCTOSITENTLHON PaOOTHI.

WudopMmarnoHHbIe CITPAaBOYHBIC CUCTEMBI:

NudopmannoHHO-CrIpaBo4Hbie U HH()OPMALMOHHO-TIPABOBBIE CUCTEMbI, UCIIOJIB3YEMbIC IMPH
U3yYCHUU TUCUIUTUTHHBIL

1 | http://catalog.ncstu.ru|cataloq — Odunmansueiii caiit 6udarorexkn ®I'AOY BIIO CKDY.
2 | http://www.consultant.ru — Odunmanbhslii caiit KoHcynbTaHT mtoc
3 | https://www.garant.ru/ — MudopmannoHHO-11paBoBoii moprai «I'apaHt»
4 | http:// www.gks.ru — Odunmansusiii caiit derepanbHON CIy) OBl TOCYIAPCTBEHHOW CTaTHCTHKH
Poccuiickoit denepannu

ITporpammuoOe obecrieueHue:

1 | Onepanmonnas cucrema: Microsoft Windows 8: beccpounast muniensus. JloroBop Ne 01-3a/13 ot
25.02.2013.
2 | OnepanmonHnas cucrema: Microsoft Windows 10: Beccpounas nmunensusi. Jlorosop Ne 544-21 ot
08.06.2021.
3 | bazoseiii  maker mporpamm  Microsoft Office (Word, Excel, PowerPoint). Microsoft
OfficeStandard 2013: noroBop Ne 01-3a/13 ot 25.02.2013r., Jlunensus Microsoft Office
https://support.microsoft.com/ru-ru/lifecycle/search/16674

10. Onucanue MaTepHaJIbHO-TeXHHMYeCKOH 0a3bl, HeOOXOAUMOIl AJIs OCyHIeCTBJICHUS
00pa3oBaTe/ILHOIO NMpouecca Mo AMCHHUILINHE (MOTYJII0)

JIeK1IMOHHBIE YuebOHas ayauTopust sl MPOBCACHUA yqe6Hbe BaHﬂTHﬁ, OCHalllCHHAasA

3aHATUA MYHBTHMeﬂHﬁHBIM O6OPYI[OBaHI/IeM n TEXHUYCCKUMU cpeacTrBaMu
o0OyueHusl.

[TpakTnueckue |YueOHas aynuTopus [UIsl NPOBEACHMS] Y4YEOHBIX 3aHATHM, OCHAIllEHHas

3aHATUS MYyJIbTHMEIUHHBIM ~ 00OpYIOBaHMEM ¥  TEXHMYECKHMMH CpPEICTBaMHU
oOy4eHus.

CamocrosarenbHas [[loMmerienue a1 caMOCTOSATENbHOM PabOThl OOYYAIOMIMXCSl OCHAIlEHHOE

pabota KOMITBIOTEPHOW TEXHUKOM C BO3MOXKHOCTBIO TIOJKIIOUEHUS K CETU
"MHTepHET" U BO3MOKHOCTBIO JIOCTYIA K 3JIEKTPOHHON HMH(pOpPMaIMOHHO-
00pa3oBaTENbHON Cpeie YHUBEPCUTETA

11. OcobeHHOCTH OCBOEHHS M CUUILIUHBI (MOYJIs1) JIMIAMHU C OTPAHUYEHHBIMU
BO3MOKHOCTSIMM 310POBbS

OOyyaromumMcs ¢ OrpaHMYEHHBIMH BO3MOXHOCTSMU 3/I0POBbSI MIPEIOCTABIISAIOTCS CIIEUaTbHbIE
y4eOHUKH, y4eOHbIe MOCOOMS U TUAAKTUYECKHE MaTepuallbl, CIelHabHble TEXHUYECKUE CpPEeACTBa
o0yueHHusl KOJIJIEKTUBHOTO W HHJIWBHUIYaJbHOTO MOJIb30BAHUSA, YCIYI'M AacCCHUCTEHTa (IIOMOILIHUKA),
OKa3bIBAIOUIETO  OOyYaromMMCs HEOOXOAMMYIO TEXHHYECKYI0 IOMOIIb, a TakXe YCIYyrH
CYPJIONIEPEBOAUMKOB U TU(IIOCYPIOTIEPEBOAUNKOB.

OcBoeHne AMCUUIUIMHBI (MOAYJNs) OOYHYaIOIMIMMHUCA C OrPAaHUYEHHBIMH BO3MOKHOCTSIMHU
3JI0pOBbSI MOKET OBITh OPTaHW30BAaHO COBMECTHO C JAPYTUMHU OOYYaIOUIUMHUCS, a TAaKXKE B OTAEIbHBIX
rpymnmnax.


https://support.microsoft.com/ru-ru/lifecycle/search/16674

OcBoeHne AMCUUIUIMHBI (MOAYJNsl) OOYYAIONIMMHUCA C OrPAaHUYEHHBIMH BO3MOXKHOCTSIMHU
3JIOPOBBS OCYIIECTBIIETCS C YI€TOM OCOOEHHOCTEH NMCUXO(HU3NIEeCKOro pa3BUTHS, HHANBUAYATbHBIX
BO3MOYKHOCTEH U COCTOSIHUS 370POBBSI.

B mensix IOCTYHMHOCTH TOJIydeHHsl BBICIIETO OOpa30BaHUS IO 00pPa30BATENBLHOM IMPOTrpaMMme
JUIIAMUA C OTPAaHWYEHHBIMH BO3MOXKHOCTSIMHU 370pPOBbSI IPU OCBOCHHMM IHCUUIUIMHBI (MOMIYIIS)
o0ecrnieunBaeTcs:

1) st U1 ¢ OrpaHUYEHHBIMU BO3MOYKHOCTSMU 37I0POBBS TI0 3PEHHUIO:

- TIPUCYTCTBUE aCCHUCTEHTA, OKA3bIBAIOMIMN CTYACHTY HEOOXOIMMYIO TEXHHYECKYIO IOMOILb C
YU4ETOM HWHAMBHIYaJIbHBIX OCOOCHHOCTEH (IOMOraer 3aHsATh pabodee MeECTO, IepeBHraThCs,
OpPOYUTATh U OQOPMHTH 3aJIaHKE, B TOM YHCIIE, 3aIMChIBas IO/ AUKTOBKY),

- TUCbMEHHBIC 3a/laHMs, a TaKKe HMHCTPYKIUH O TOPSJIKE HMX BBIIOIHEHUS OQOPMIISIOTCS
YBEJIMYCHHBIM IPUPTOM,

- chenuanbHble y4eOHUKH, Y4yeOHBbIe TOCOOMS M JIUAAKTHYECKHE MaTepualibl (MMEroIue
KPYIHBIA mpUdT Wiau ay 1o anss),

- UHIUBUYyalbHOE paBHOMEpHOE ocBelieHue He MeHee 300 mrokce,

- IIp¥ HEOOXOAMMOCTH CTYAEHTY JJIsl BBIMOJHEHUS 331aHUsI MIPEIOCTABISIETCS YBEIMUUBAOIICEe
YCTPOMCTBO;

2) U1t AL C OTPAaHMYCHHBIMHU BO3MOKHOCTSIMH 3JJOPOBBSI 10 CIIYXY:

- TIPUCYTCTBUE ACCHCTEHTA, OKA3BIBAIOUIMNA CTYACHTY HEOOXOAMMYIO TEXHHYECKYIO MOMOIIb C
y4eTOM WHAWBUAYAJIbHBIX OCOOCHHOCTEH (IOMOraeT 3aHATh pabodee MeCTO, IIepeIBUraThes,
pOYUTaATh U 0POPMUTH 3a/1aHKE, B TOM YHUCIIE, 3AITMCHIBAS MTOJT IUKTOBKY),

- o0ecrieunBaeTcsl HATMYKME 3BYKOYCHIIMBAIOIICH anmapaTypbl KOJUIEKTHBHOTO TOJIb30BaHUs, TIPH
HEO0X0AUMOCTH oOyyaromemycs MPEOCTABISACTCS 3BYKOYCHJIMBAIOIAS ammaparypa
MHIUBHUIyaJIHOTO TI0JIb30BaHNUS;

- oOecnieunBaeTCs HaIJICKAIIMMHU 3BYKOBBIMH CPEJICTBAMH BOCIIPOU3BEICHHSI HH(POPMAIIHUH;

3) i MM ¢ OrpaHMYCHHBIMH BO3MOXKHOCTSIMH 3JIOPOBBSl, MMEIOIIMX HapyIIEHHsS OIOpPHO-
JBUTATENILHOTO anmapara (B TOM YHCJe ¢ TSHKEIBIMUA HapyIICHUSMHU JBUTATENbHBIX (QYHKIIUH BEPXHUX
KOHEYHOCTEH MJIM OTCYTCTBHEM BEPXHUX KOHEYHOCTEH):

- MUCHMEHHBIE 33JJaHUS BHITTOJIHSAIOTCS HA KOMITBIOTEPE CO CIIEIHATU3UPOBAHHBIM IPOTPAMMHBIM
o0ecrieyeHneM WM HaJUKTOBBIBAIOTCS ACCUCTEHTY;

- 10 YKEJIAHWIO CTYJICHTA 33aJJaHHUsI MOTYT BBITTOJIHATHCS B YCTHOU (hopMme.

12. OcoGenHocTH peaau3auuy JHCHHUIJIMHBI ¢ MPUMEeHEeHUEeM AUCTAHIHOHHBIX
00pa3oBaTeIbHBIX TEXHOJIOTHH M 3JIEKTPOHHOI0 00y4eHH

Cornacno yvactu 1 crateu 16 ®enepanbHoro 3akoHa ot 29 nexadbps 2012 r. Ne 273-d3 «O6
oOpazoBannu B Poccuiickoii denepanumny» MoJ 21eKMPOHHbIM 00)yYeHuemM TIOHUMAETCS OpraHU3aIlus
00pa3oBaTeNbHON JIEATETBHOCTH C MPUMEHEHHEM cojieprKalleiicss B 0a3ax JaHHBIX U HUCIOIb3yeMOM
MpU peanu3aiui o0pa3oBaTeIbHBIX MporpaMM HH(MOpManMu U obecreuuBaronmx ee o0paboTKy
MHPOPMALIMOHHBIX  TEXHOJIOTHH,  TEXHMYECKHMX  CpeICTB, a  Takke  HH(OPMAIMOHHO-
TEJIEKOMMYHHUKAIIMOHHBIX ~CETeH, OOECIeUnBAOIMX TNepeaadyy IO JIMHUSAM CBS3M YKa3aHHON
uHbopMalnuy, B3auMoJelicTBUe  oOydaroImuxcs U [ejaroruueckux — pabotHukoB.  Ilog
OUCMAHYUOHHBIMU 00PA308AMENbHBIMU MEXHOI02UAMY TIOHUMAIOTCS 00pa30BaTE/IbHbIE TEXHOJIOTHH,
peanu3yeMble B OCHOBHOM C HpPHUMEHEHHEM HH(OPMAIIMOHHO-TEJIEKOMMYHHUKAIIMOHHBIX CEeTeH IpH
OTIOCPEIOBAaHHOM (Ha PacCTOSIHUM) B3aUMOICUCTBUN O0YUaIOIIUXCSl U NEAarorndeckux paboTHUKOB.

Peanu3anus OUCHMIUIMHBI MOXKET OBITh OCYIIECTBICHA C IMPUMEHEHHEM TUCTAHIIMOHHBIX
00pa30BaTeNbHbIX TEXHOJIOTHH U AJIEKTPOHHOTO OOY4YEeHMs TOJHOCTHIO MM YacTHUYHO. KoMIOHEHTHI
YMK mucuumuieel (paGouast mporpamMma JUCIHMIUIMHBI, OLEHOYHBIE M METOAMYECKHE MaTepualbl,
(OpMBI aTTECTANNN ), peaTU3yeMOii C IPUMEHEHUEM TUCTAHITMOHHBIX 00pa30BaTEIbHBIX TEXHOJIOTHIA U
3JIEKTPOHHOT'0 O0YYEHHs, COAEPIKAT YKa3aHUe Ha UX UCIIOJIb30BaHUE.

[lpu opraHmzamuu 0Opa30BATEIbHON JEATEIFHOCTH C TMPUMEHEHHUEM JIUCTAHIIMOHHBIX
00pa3oBaTEeNbHBIX TEXHOJIOTUH U 3JIEKTPOHHOIO O0yYeHHs MOTYT MpPEeayCMaTpUBATHCS aCHHXPOHHBIN
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U CUHXPOHHBI CIOCOOBI OCYIIECTBICHHSI B3aUMOJICHCTBUS yYaCTHUKOB 00pa3oBaTelbHBIX
OTHOIIECHUH OCPEACTBOM MH(POPMAIITMOHHO-TEIEKOMMYHUKAIIMOHHOM ceTu «IHTepHET».

[Tpr mprMEHEHUN NTHUCTAHIIMOHHBIX 00Pa30BaTEIbHBIX TEXHOJOTHA U JICKTPOHHOTO 00 Yy4YCHHUS
B PaCHHUCAHMHU MO JUCIHUILIMHE YKa3bIBAIOTCS: CIIOCOOBI OCYIIECTBICHUS B3aUMOICUCTBUS YUaCTHUKOB
00pa3oBaTEeNbHBIX OTHOUICHWH IOCPEICTBOM  HH(OPMAIIMOHHO-TEICKOMMYHUKAIIMOHHON — CeTH
«Uuatepuer» (BKC-BumeoxondepenucBsizb, DT — dJIEKTPOHHOE TECTUPOBAHHUE); CCHUIKM Ha
ANEKTPOHHYI0 HHPOPMAIIMOHHO-00pazoBarenbayto cpeny CKDY, Ha obpazoBarenbHble TIATHOPMBI U
pecypchl MHBIX OpraHM3alfii, K KOTOPbIM TPEIOCTaBIsCTCS OTKPBITBI  JOCTYH  4epes
MH(OPMAIIMOHHO-TEIICKOMMYHHKAITHOHHYIO CeTh «HTepHET»; M CHHXPOHHOTO OOyUeHUS - BpeMs
MIPOBEJICHUSI OHJIAMH-3aHATUN M TpPENoAaBaTeNy; JUIsl aCHHXPOHHOIO OOy4YeHHUsS - aBTOPHI OHJIAMH-
KYpCOB.

[Ipu opraHuzanuu MPOMEKYTOYHOM aTTeCTallMd C [PUMEHEHHEM JAMCTaHLIMOHHBIX
00pa3oBaTEeNbHBIX TEXHOJOTMA M  3JEKTPOHHOTO OOYYEeHHs HCHOJB3YIOTCA MeToauueckue
pPEKOMEHJAlMM 10 TMPUMEHEHUI0 TEXHUYECKUX CpPEICTB, 00ecrneynBaloumMX OOBEKTUBHOCTD
pPE3yNbTaTOB MPHU TMPOBEACHUU TMPOMEKYTOYHOM W TOCYJAPCTBEHHOW WTOTOBOW aTTECTAllMU IIO
o0Opa3oBaTeNbHbIM MPOrpaMMaM BBICILIETO 0Opa3oBaHHs - MporpaMMaM OakaliaBpuaTa, MporpaMMam
CHEIMAIUTETa U MPOrpaMMaM MarucTparypbl C TMPUMEHEHUEM JHCTAHIIMOHHBIX 00pa30BaTENbHBIX
texnonoruii (ITucemo Muno6puaku Poccuu ot 07.12.2020 r. Ne MH-19/1573-AH "O namnpaBieHuH
METOJAMYECKUX peKOMEHIanui'").

Peanuzanus AMCUUIUIMHBI C TPUMEHEHHEM DJIEKTPOHHOTO OOy4YeHHS M JHUCTAaHIIMOHHBIX
00pa3oBaTENbHBIX TEXHOJIOTHIA OCYIIECTBISIETCS ¢ MCIOJIB30BAaHUEM 3JIEKTPOHHONW MH(OPMAIOHHO-
obOpazoBarensHoil cpenpl CKO®Y, k Kkoropoil obecriedeH JOCTyn OOYyYalOIIUXCS — uepes
WH()OPMAMOHHO-TEIICKOMMYHHKAITUOHHYIO CeTh «VHTEpHET», WM C HCIOJb30BAHUEM PECYPCOB
WHBIX OpraHu3aluid, B TOM 4HCIE MJIaTQopM, MPEAOCTABIAIOMIUX CEPBUCHI MJS TMPOBEICHUS
BUJICOKOH(EPCHIINII, OHJIAiH-BCTPEY M AUCTaHIIMOHHOTO 00yueHus (Bigbluebutton, Microsoft Teams,
a TaKXXe C MCIIOJIb30BAHUEM BO3MOKHOCTEH COLIMATBHBIX CETEeU Ui OCYIIECTBICHUS KOMMYHHKAIIUU
00yYaromuxcs 1 MpernoaBaTeieH.

Y4eOHO-MeTOIMYeCKOEe  OOecreueHrue  JUCIHUIUIMHBI, peanu3yeModl ¢  MpUMEHEHHEM
AJIEKTPOHHOTO  OOyYeHWs ¥  JWCTAHIMOHHBIX  OOpa30BaTEIbHBIX  TEXHOJIOTWH, BKIOYACT
MIPEJICTABJICHHBIE B AJIIEKTPOHHOM BHJE padouyi0 Imporpammy, y4eOHO-METOAMYECKHE MOCOOUS WU
Kypc JISKIIHA, METOJWYCCKUE yKa3aHWs K BBHITIOJHCHHWIO PA3IMYHBIX BUIOB YYCOHOH JESITETHLHOCTH
oOyJaromuxcsi, MPeAyCMOTPEHHBIX MUCIUILTUHONW, U TMpoure y4eOHO-METOAMYECKHE MaTepHalbl,
pa3MelieHHbIe B nH(popManmonHo-o0pa3oBaTenbHoi cpene CKOY.
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