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1 Hesn v 3a1auM U3y4YeHUs JUCUMILIHHBI (MOXYJISA)

1.1 Heab ocBOeHMs] AMCUMILUIMHBI «YTPAaBJICHUE JJICKTPOHHBIMU JIOKYMEHTAMH U
KOPIOPATUBHBIM KOHTCHTOM)» SIBJISICTCS TMOATOTOBKA CIyIIaTelied 10 OCHOBHBIM BOMpPOCaM
TEOPUHM U  TPAKTUKH TMPOEKTUPOBAHMS W  HUCIHOJIB30BAHUSA  CHUCTEM  JJIEKTPOHHOTO
JIOKYMEHTOO00pOTa U yrpaBiieHHe MU(PPOBBIMU JOKYMEHTAMH B OpraHU3AIMIX.

Hean n3yvyenus IuCHUNIHHBI:

1) hopmupoBanue Hay4HOTO MPEICTABIEHHE O CTPYKTYPE U OCHOBAX (PYHKIIMOHUPOBAHHS
CHUCTEM DJIEKTPOHHOI'O JOKYMEHTOOOOpOTa, MX COBPEMEHHOM COCTOSSHUM W TIEPCIIEKTUBAX
pa3BUTHS;

2) npuoOpeTeHye 3HAHMH O KOHIIEMIHUAX, JeKAIUX B OCHOBE HH(OPMAIMOHHBIX CHCTEM
JIOKYMEHTO000pOTa;

3) oBnajeHne HMHCTPYMEHTAMH M TEXHOJOTMSAMH CO3[AHMS, MApIIPYTH3alUUd |
apXUBHUPOBAaHMSI TOKyMEHTOB B CO/I;

4) npuobpeTeHne MPaKTHYECKUX HABBIKOB PaGOThI ¢ KOHKPETHBIMU MpEICTABUTENAMU
CHCTEM 3JICKTPOHHOTO IOKYMEHTOO00OpOTa OpTraHU3aIHH;

5) ynpasnenne KoprnopaTHBHBIM KOHTEHTOM H IE(POBEIMH JOKYMEHTAMH.

JlucuuiuinHa ~ paccMaTpuBaeT — 3BOJIIOLMIO  PA3BUTUS  CHUCTEM  BJIEKTPOHHOI'O
JIOKYyMEHTO000pOTa, METOIBI cOOpa, cHucTeMaTu3aluu M xpaHeHus uHpopmanuu B COJI, ux
IpEeuMyIecTBa B CPaBHEHUU C TPAJAMLMOHHBIMH METOJAaMH JEJONpPOU3BOJACTBA, a TaKXKe
yIpaBJIeHUE KOPIOPATHBHBIM KOHTEHTOM M IUQPPOBBIMH JOKyMeHTamMu. Oco0oe BHHMaHUE
yaeNseTcss H3Y4YEeHUIO KOoHUenuuid O0e30yMakHOro JAEJONpOM3BOJACTBA W Iepexoja K
AJIEKTPOHHOMY JIOKYMEHTALIHOHHOMY COIIPOBOK/IEHHUIO MTPOLIECCOB YIIPABIECHUSI KOPIIOPATUBHBIM
KOHTEHTOM U LIU(POBBIMU JJOKYMEHTAMHU.

1.2 3agauu AUCHMIVINHBI

Jlnist focTHKEeHUs LeJiel pelaroTesl CaelyoIue 3a1a4l U3y4eHUs TUCLUILINHbL:

Teopemuueckas KOMNOHeHmMA

1) u3ydeHre OCHOBHBIX TEXHOJOTHUIl JOKYMEHTHPOBAHUS,

2) u3y4eHHe TEPMHHOB B  OOJIACTM  3JCKTPOHHOTO  JOKYMEHTOOO0OpOTa |
JIEJIONIPOU3BO/ICTBA;

3) u3ydyeHue MeETONMK (OPMUPOBAHUS TPEOOBAHUI YIPABICHUS KOPIOPATHBHBIM
KOHTEHTOM U IIM(POBBIMU JJOKYMEHTaMH B OpraHU3alllu;

4) u3y4eHue METO/IOB aHalM3a NMU(PPOBBIX JOKYMEHTOB M MPOrPaMMHBIX TaTdopm s
UX pealln3alny.

Ilo3nasamenvras KoMnonenma

5) u3ydeHHe OBOJIOLUUHM PAa3BUTHS CHCTEM DICKTPOHHOIO JOKYMEHTOOOOpOTa U
KOHUEMNINI TOKyMEHTHPOBAHUSI YIIPABIEHYECKON JESITENbHOCTH;

6) dopmupoBaHue PEICTABICHUS O METOIOJIOTHUECKUX OCHOBAX CO3JIQHMUS TTOJICHCTEMbI
JIEJIONPOU3BO/ICTBA Ha 0a3e U POBBIX TEXHOIOTHIA;

7) wW3ydYeHWe METOAWKU YIPABICHUS KOPIOPATUBHBIM KOHTCHTOM U IU(PPOBBIMU
JIOKYMEHTaMU OpraHU3allly;

IIpaxmuyeckas komnonenma

9) ymenue chopMynupoBaTh TPeOOBaHUS K CUCTEME JIEKTPOHHOTO JIOKYMEHTOO00pOTa
KOMITaHUHY;

10) mpuoOpereHue oOmbpITa peHIeHUs NPAKTHUECKUX 3a/ad CpelCTBaMU CHCTEM
AIIEKTPOHHOT'0 IOKYyMEHTO000pOTa;

11) mpuoOpereHne HaBBIKOB pabOThl C KOPIOPATUBHBIM KOHTEHTOM M LU(POBBIMHU
JIOKYMEHTaMU OpraHHU3aliHy.

1.3 MecTo AucuuninHbl (MOAYJIs1) B CTPYKType 00pa3oBaTe/ibHOM MPOrpaMMbl

JucuumimHa  «YTpaBiIeHWE  DJIEKTPOHHBIMM  JOKYMEHTAaMHM W KOPIOPaTHUBHBIM
KOHTEHTOM» OTHOCUTCA K bioky [ucummmunael (Momynu), (opMHPYeMOil y4acTHHKOM
oOpa3oBaTenbHBIX OTHOmEHUH Monyns 4  "LludppoBble TEXHOJOTMM B  YIpPaBICHUU
JIOKyMEHTaIMen" yueOHoro riaHa.



Nzyuaercs ona B 4 cemecTpe Ha 04HOU (hopMe U Ha 2 Kypce 3a0uHOi (Popmbl 00yUeHUS,
0a3upyeTcs Ha 3HAHUSAX, YMCHUSX M HABBIKAX, OJYYEHHBIX HA TIEPBBIX TPEX KypcaxX MOJATOTOBKH.
B cBoro ouepenb oHa obecrieurBaeT U3ydeHHe CAeAyIOUNX JUCHUILIIH: DJIeKTPOHHBIE apXUBBI U
apXuBHBIN ayTtcopcuHr, L[{udpoBble TEXHOJIOTMH B JOKYMEHTOBEICHWU W apXUBOBEJICHUHU,
OCHOBBI KOHTPOJIbHOM JEATEIbHOCTH B JOKYMEHTOBEIEHHWU U apXUBOBEIEHUH, TEeXHOIOrHu
ONU(POBKH U PETPOKOHBEPCHS IOKYMEHTOB U JIP.

YueOHasi mnporpaMma AUCHUIUIMHBI «OCHOBBI 3JEKTPOHHOTO JOKYMEHTO0OOpOTa B
OpTraHHU3aIN» MPEIyCMaTPUBACT MPOBEACHHUE 3aHATUH B hopMe JIEKIIUH, TabOpaTOpHBIX padoT,
MpaKTHYeCKUX 3aHsATUI. OHA MOArOTOBIIEHA B COOTBETCTBUH TPEOOBAHUSMU, IPEABIABICHHBIMU C
tpeboBanusimu OI'OC BO 3++. [locTkeHHe LENu COMPOBOXKIACTCA PACKPBITUEM TEpes
CTyJaeHTamMH (yHIaMEHTAIbHBIX 3HAHUN B OOJACTAX CBA3AHHBIX C CHUCTEMaMH JJIEKTPOHHOIO
nokymentoobopota (CD/I), KoTopsie BCIEICTBHE HEMPEPHIBHOTO OOHOBIICHUS M M3MCHCHHUS B
anmapaTHbIX CpEeACTBaX HAXOASAT BakHOe MecTo B (opMHUpoBaHHHM HH(OPMALMOHHO-
TEXHOJOTMYECKOTO TOTCHIMANA MPEANPUATHS, YTO OO0ECIeYUT NPOYHOEC M CO3HATEIHHOE
OBJIaJICHUE CTYJEHTAaMH OCHOBaMHU 3HAHUHM O Mpoleccax MOJIY4YEHHs, XpaHEHHs, Nepeaadyu 1
npeoOpazoBanus uHpopMaruu. 3Hanus moctpoeHus COJI, pa3paboTku, aIMUHUCTPUPOBAHHS U
TEXHOJOTHMHM JOCTyHa HEOOXOJUMO AJis ycliexa Jr00ro CrenuanucTa mo WHGOpMaluOHHBIM
cuctemam. llepen cTyneHTaMu pacKpBIBAIOTCS 3HAYCHUS HH(DOPMAIMOHHBIX 0a3 JaHHBIX B
pa3BUTUHU COBPEMEHHOT0 0011ecTBa. B X0/1€ 00yUueHUs CTyA€HTHI JOHKHBI HAy4aTCsl CO3HATEIHHO
U PaMOHAIBHO UCIIOJIB30BaTh BO3MOKHOCTH, TIPEOCTABIISIEMbIC KOMITBIOTEPHOW TEXHUKOM, JIJIs
pelieHus pa3HO0Opa3HbIX YIPABICHUYECKHUX 3aa4.

1.4 Ilepevyenb MIaHMPyeMbIX Pe3yJIbTATOB O0OY4YeHHUS] MO JUCHUILIMHE (MOAYJI0),
COOTHECEHHBIX C IVIAHNPYEMbIMH Pe3yJIbTATAMH OCBOEHHS 00pa30BaTeJbHOM NPOrpaMMbl

W3ydenne naHHOM y4yeOHOM AMCLUMIUIMHBI HAalpaBlieHO Ha (OpPMHpPOBAHUE Y
00yJarouXxcs CICYIONUX KOMITETEHIIUN

PesynbTaThl 00yUeHUs 1O AUCIHILTAHE
(3Haem, ymeem, e1adeem (HABLIKU U/UTU ONbIM
oesimenbHocmu))
IIK- 4. Crioco6eH oCylIecTBJSITH PA0OTHI M0 MPOEKTHPOBAHUIO U BHEPEHUIO CHCTEMbI
3JIEKTPOHHOI0 [IOKYMEeHTOoo0opoTa B cdepe AOKYMEHTANMOHHOr0 YNPaBJIEHUSs
OpraHu3anuu

Kox u HaumenoBanue
UHAUKaTOpa™

UIIK- 4.1. YyactByeT B pabote 3HaeT CUCTEMBI JEKTPOHHOIO JOKYMEHTO000pOTa

10 MPOEKTUPOBAHUIO U Ymeer pabotath ¢ cUCTeMaMH  DJIEKTPOHHOIO

BHEJPEHUIO CUCTEMBI JOKYMEHT0000poTa

JJIEKTPOHHOIO Brnageer cucreMaMu 31€KTPOHHOTO JOKYMEHTOOOOpOTA B

JTOKyMEHTO000poTa B cdepe cdepe T0OKyMEHTAllMOHHOTO YIPaBJICHUs OpraHU3aliH

JIOKYMEHTAIlMOHHOT'O YTIPaBJICHUS

OpraHMu3aLu

UIIK- 4.2. CnocoOeH MpUMEHATh | 3HaeT MPUHIIUIIBI IPOSKTHPOBAHUS CHCTEM JIEKTPOHHOTO

CUCTEMBI 3JIEKTPOHHOTO JOKYMEHT0000poTa

JIOKyMEHTO0000poTa B chepe YwMmeer BHEZIPSATH CHUCTEMBI AJIEKTPOHHOTO

JOKYMEHTALlMOHHOTO YIIPABIEHHS | TOKYMEHTOO0OpOTa

oprannsanvn [IpumeHnsieT cucTeMbl ANEKTPOHHOTO TOKYMEHTO000pOTa B
cdepe TOKYMEHTAIMOHHOTO YIPABJICHUs OpraHu3aIiH

ITK- 9. Cioco0eH K BHEPEHHIO CHCTEMbI JJIEKTPOHHOT0 APXHBA OPraHu3aluu

UIIK- 9.1. JlemoHCTpHUpYET 3HAaeT MNPUHLMIBI CUCTEMBI DIIEKTPOHHOI'O XpaHEHUs

3HAHUS TEXHOJIOTHI CUCTEMBI JJOKYMEHTOB B OpTaHU3aLNH

AJIEKTPOHHOTO XPaHEHUs YMeeT BHeIpSATh CHCTEMBI 3JIEKTPOHHOTO XpaHEHUs

JJOKYMEHTOB B OpTaHU3alNH JOKYMEHTOB B OpTaHU3aLNH




PesynbTaThl 00yueHus 0 AUCIUILTUHE
Kox u HaumenoBanue
* (3Haem, ymeem, enadeem (HABLIKU U/UNU ONbIM
WHJIUKATOpa
oesimenbHocmu))

[IpumeHsieT  TEXHOJOTUU  CUCTEMBbl  DJIEKTPOHHOIO

XpaHEeHUs! JOKYMEHTOB B OpraHU3alluu
HIIK- 9.2. Opranusyer 3HaeT ATanbl BHEAPEHUS CUCTEMBI JIEKTPOHHOTO apXHUBa B
BHEJIPEHUE CUCTEMBbI OpraHu3aIuIo
AJNIEKTPOHHOTO apX1Ba B YMeeT BHEAPATH CHUCTEMBl JJIEKTPOHHOTO apxuBa B
OpraHu3aluu OpraHu3aIuio

BaenpsieT cucTeMbl 2JIGKTPOHHOTO apXKBa B OpraHU3aIHI0

PesynpraTel 00yueHHMs MO JUCUMIUIMHE JOCTHTAIOTCS B paMKaX OCYIIECTBIECHHUS BCeX
BUJIOB KOHTaKTHOM M CAaMOCTOSITENILHOM pabOThl 00y4arOIIKXCsl B COOTBETCTBUH C YTBEPKICHHBIM
y4eOHBIM TIJTAHOM.

Wuaukatopsl  JOCTHXKEHHS KOMIIETCHLMH  CUMTAIOTCS  C(OPMHPOBAHHBIMU  TIPU
JOCTH>KEHUH COOTBETCTBYIOIIUX UM PE3yJIbTaTOB O0YUYEHHUS.

@OyHIaMEHTAIbHOCTh  MOATOTOBKM  CTYJEHTOB IO JIUCHUUIUIMHE O00ECIeYUBaAETCS
U3y4eHHEM NOHATUH, Kateropuid COJl B NOKyMEHTalMOHHOM YINPAaBICHUM OpraHU3aluu U
IIPOU3BOJICTBA, METOAMYECKUM 000CHOBaHHEM IpuMeHeHus COJ1 B opraHu3aiuu.

[IpuknaaHas HanpaBIEHHOCTh AUCLUILIMHBI Oa3upyeTcs Ha U3y4eHUH KOHKpeTHbIX CO/I,
00eCTIeYNBAIOIINX aBTOMATH3AIMIO YIPABJICHUS TOKYMEHTOOOOPOTOM OpPraHM3alluy, PEIICHUU
TECTOB U y4aCTUH B ONITUMU3ALIUN JEIIONPOU3BOACTBA.

JUis akTUBHM3allMM [O3HABATEJIbHOM JIEATENBHOCTH CTYAEHTOB MpU IPOBEACHUU
IPAaKTUYECKUX 3aHATHI HCIOJB3YIOTCS aKTUBHBIE METOJbl OOydeHUs: MPOOJEMHBIH U METO[
KOHKPETHBIX CUTYyaIlUil.

CucTeMHO-esTeIbHOCTHBIHN OX0/1 B 00Y4EHUH CTYACHTOB pPeajln3yeTcs IyTeM PEeLICHUS
3a7a4 (cuTyaruil) Ha Mojuensx Oyaymed mnpodecCHOHaIbHOM AESITENIbHOCTH B TMpollecce
IIPAKTUYECKUX 3aHATUM.

JUis  pa3BUTHUSI HaBBIKOB CaMOCTOATEIbHOW pabOThl CTyAEHTaMH BO  BpeMs
CaMOCTOSITENIbHOW pPabOThl BBIMOJIHSIOTCS TBOpYECKHE pabOThI, 3cce, CBsi3aHHBIE ¢ Ooiee
yIIIyOJICHHBIM U3yYeHUEM WH(POPMAIMOHHBIX CUCTEM U 0a3 JaHHBIX.

YcBoenue yuyeOHOro mMarepuana CTyJIeHTaMU OCYLIECTBISIETCS MPerojaBaTesieM B
XO0/JI€ TEKYILEro ¥ UTOrOBOTO KOHTPOJIS:

- MeKywutl KoHmpoab 3HaHUW, YMEHUH U HAaBBIKOB IIPOBOAMTCS NP BBINOJIHEHUN
NPaKTUYECKUX Pa0OT Ha 3aHATUAX, a TaKKe IyTeM YCTHOIO OMNpoca, KOHTPOJIBHBIX pPadoT,
BBICTYIUICHHSI C HAyYHBIMH COOOIICHUSIMHU, pedepaTaMu 1 3cce.

- UmMo2086blti KOHMPO.Ib TIO0 TUCHUIUIMHE OCYIIECTBIISIETCA B X0O/I€ 3aueTa B 4 cemecTpe
ouHOU Gopmbl 00yueHus u Ha 2 kypce 3P0, KOTOPbII MPOBOIUTCS B YCTHOM MIIM MUCbMEHHOMN
dbopMe C y4eToM pe3yIbTaToB TEKYIIEro KOHTPOJIS B X0/1€ 00yUeHUsl.




2. CTpyKTypa U cofep:KaHHue TUCIHUIITHHBI

2.1 Pacnipenesienne TPYA0EMKOCTH IMCHUILJIMHBI 110 BUIaM padoT
OOmiast TpyJ0EMKOCTh TUCIMIUIMHBI COCTaBisieT 3 3aueTHble equuuibl (108 wac.), ux
pacripeielieH|e 1Mo BuaaM padoT MPeCTaBICHO B Ta0JIUIIE

dopma oOyueHust
Beero OYHas 3a04Has
Bupnst padot 3 4 2
4acoB
ceMecTp ceMecTp Kypc
) (108) (108)
KonTakTHas padoTa, B TOM 4ncJie:
AynuTopHbIe 3aHATHSA (BCero):
3aHSTHS JIEKLIMOHHOTO TUIA 32 10
J1a00paTOPHBIC 3aHATHUS
MIPAKTUYECKHE 3aHATHS 32 14
CEMHHAPCKHUE 3aHATH
Vkasvisaromes 6uovl pabom 6 coomeéemcmeuu ¢ yueOHbIM
NIAHOM
HMHasi KOHTaKTHas padoTa:
KonTtpons camocrogrensHoi pabotsl (KCP)
IIpomexxyTounas arrecraius (MKP) 0,2 0,2
CamocTosiTesIbHAsi pad0Ta, B TOM YHCJIE: 43,8 80
Kypcosas paboma/npoexm (KP/KII) (noocomoska)
Konmponvnas paboma 10 20
Pacuémno-epaguueckas paboma (PI'P) (noocomoska)
Pegpepam/acce (noocomoska) 10 20
Camocmosimenvrioe u3yueHue pazoenos, CAmMOno020mosKd
(npopabomka u nogmopenue AEKYUOHHO2O MAmMepuala u
mamepuana y4eOHuKo8 u y4eOHbIX Nnocodull, n0020MosKd K 10 20
1aOOPAMOPHBIM U RPAKMUYECKUM 3AHSMUSIM, KOLLOKGUYMAM U
m.o.)
[ToaroToBKa K TEKYIIEMY KOHTPOITIO 13,8 20
KontpoJsb:
[ToaroToBKa K 9K3aMEHY 3,8
O0mas qac. 108 108
TPYA0EMKOCTh B TOM 4MCJie KOHTAKTHas padora 64,2 24,2
3a4. e]1 3 3




2.2 Copep:xanuve TUCUMUIIIMHBI

Pacnpenenenue BuioB yueOHON pabOThl U UX TPYJOEMKOCTH IO pa3JienaM JAUCHUIIUHBI.
Pa3nenbl (TeMbl) TMCHMIUIMHBI, 3ydaeMbie B 4 cemectpe (ouHast popma oOyuyeHus)

KonugectBo yacos
Breaynu-
Ne HaumenoBanue pasaenos (Tem) AyRuTOpHaS Top}}llgﬂ
Bcero pabora
pabota
J 113 JIP CPC
Beenenune. OcHOBBI OpraHH3aliKU 3JEKTPOHHOTO
1. 26 8 8 10
JTOKYMEHT0000pOTa
2. CucteMsl yIpaBIIeHNs KOPIOPATHUBHBIMHU 3HAHUSMH 26 8 8 10
3. Oprasu3zaiysi CHCTEMBI DJISKTPOHHOTO JOKyMEHToo0opoTa | 26 8 8 10
4. Crenuduka Baeapenus COJ1 B kopnopanuu 298| 8 8 13,8
HUTOI'O no pasdenam oucyuniurol 108 | 32 32 43,8
Kypcoas pabora
KoHTposb camocrosTensHoil paboTsl (KCP)
ITpomesxytounas arrecrarus (MKP) 0,2
IToaroToBKa K TEKYIEMY KOHTPOJIIIO
O61mas TpyJ0€MKOCTh MO AUCIHUILTUHE 108
Pa3zenbl (TeMbl) TUCHUIUIMHBI, U3yYaeMble Ha 2 Kypce (3ao4Has popma oOydeHwHs)
KonugectBo yacos
Bueaynu-
Ne HaumenoBanue paznenos (Tem) AyRuTOpHas TOpI-}IIEZl[ﬂ
Bcero pabota
paboTa
J 13 JIP CPC
1 Bgenenue. OCHOBBI OpraHU3alluU SIEKTPOHHOTO 24 5 5 20
JTOKYMEHT0000poTa
2.|CuctemMsbl ynpaBieHHs] KOPIOPATUBHBIMH 3HAHUAMU 26 2 4 20
3.|Opranu3zanys CUCTEMBbI SJIEKTPOHHOTO IOKyMeHToobopoTa | 26 2 4 20
4.|Cnennduka Baeapenns CIJ1 B koprnopauu 28 4 4 20
HUTOI'O no pasdenam oucyuniunvl 104 | 10 14 80
Kypcogast pabota
KoHnTposb camocrosTenbHoit padoTsl (KCP)
ITpomerxytounas arrecrarus (MKP) 0,2
[ToAroToBKa K TeKylIeMy KOHTPOJIIO 3.8
OO6mas TpyJJ0€MKOCTh N0 JUCIUILTNHE 108

[Tpumeuanue: JI — nexmuu, [13 — npaktudeckue 3ausTus / cemunapol, JIP — maGoparopHbie
sanstusi, CPC — camoctosiTenpHast paboTa cTyAeHTa



2.3 Conep:xaHue pa3iesioB (TeM) TUCHUILIHHBI
2.3.1 3ausaTHd JeKINOHHOI0 THIIA

HaumenoBanue pasgena

dopMa TeKy1Lero

Ne (Tembl) Coneprxkanue paszzena (TeMbl) KoHTpOIS
1. |Beenenne. OCHOBBI Benenune. XapakTepucTrka y4eOHOW AUCIATIINHEI, €€
OpraHu3aluu MECTO H POJIb B CUCTEME 3HAHUH, CBA3 C IPYTUMHU
3JIEKTPOHHOTO mucuumimHaMu. CucTeMbl HHPOPMALMOHHOTO H P
JIOKyMEHT0000poTa JIOKYMEHTAIIMOHHOT0 o0ecrieueHus ympasineHus. O6mas
xapakrepuctuka COJ], mx 0000IIeHHAsI CTPYKTYpa
2. |Cucremsl ynpasinenust | [loHsTHE KOPIOPATUBHOTO 3HAHUS U KOPIIOPATUBHOM
KOpPIOPaTUBHBIMU namstd. OBoironus cucteM CO/] B cTopoHy yripaBieHus
3HAaHUSAMHU 3HaHUIMUA. OCHOBHBIE 3312491 U CTPYKTYpa 5
kopropatuBHbeIX CY3. [logcucrema dpopmanuzanuu
3”HaHuil. [logcucrema TMpaXUpOBaHUsI 3HAHUN U
oOyuenwus. [logcucrema momcka.
3. |Cucremsl, ABTOMaTH3aLUs XPAHEHUS 3JIEKTPOHHBIX JOKYMEHTOB.
OpUECHTUpPOBaHHBIC HA  |CHUCTEMBI YIIPaBICHUSI KOPIIOPATUBHBIM KOHTEHTOM
OM3HEC-TIPOIECCHI. (CMS). P
Cuctemsl ynpasnenuss |CUCTEMBI, OpHEHTHPOBAaHHbIE HA OM3HEC-TIPOLIECCHI.
MOTOKaMHU paboT Cucremsl yripaBieHus notokamu padbot (workflow).
(workflow)
4 ggeﬁ[ﬁ({g;i:gzig?{;ﬂ [IpenBapuTenbHbIN aHATU3 CUCTEMBI JIOYV. Bri6op C?,Z[
i1 BHeIpeHus. O0yueHue nonp30BaTesie 1 HACTPOKKa
yrpasJietue CO/1. Ouenka 3¢ (heKTUBHOCTH U BO3BpaTa HHBECTUIUI 9
KOPIOPaTUBHBIM
OT BHEJIPEHUS CUCTEMBI JJOKyMEHTO00O0POTa
KOHTEHTOM
2.3.2 3aHATHS CeMHUHAPCKOro TUNA (IPAKTHYeCKHe / CEeMUHAPCKHE 3aHATHSA)
Ne Hanvenosanne Tematuka 3anHsTuii / pabot Popwma Texymero
pa3zmena (TeMsbl) KOHTPOJIS
1. |Beenenue. OcHoBbl (BBenenue. XapakTepucTHKa y4eOHOW AUCIUTUIMHBI, €€
OpraHu3ayu MECTO U POJIb B CUCTEME 3HAHUH, CBA3b C JPYTUMH Onpoc no
3JIEKTPOHHOTO mucuuiuinHaMy. CructeMbl HHOPMAaLMOHHOTO U BOIIPOCaM TEMBI.
JIOKYyMEHT0000pOTa |JOKYMEHTAIIMOHHOTO o0ecrieueHus ynpasiieHus. O0mmas P
xapakrepuctuka COJ], ux 0000I1IeHHas CTPYKTYypa
2. |Cucremsl IToHsiTHE KOPIIOPATHBHOIO 3HAHUS M KOPIIOPATUBHON
yIIPaBIICHUS namATH. OBoironus cucteM COJ1 B CTOPOHY YIIPAaBIEHUS Omnpoc no
KOpPIOpaTUBHBIMU  [3HAHUSAMH. OCHOBHBIE 33/Ia41 U CTPYKTYpa KOPIIOPATUBHEBIX | BOPOCAM TEMBI.
3HAHUSIMU CVY3. lloacucrema dopmanuzanuu 3Hanuid. [logcucrema €]
TUPXUPOBaHMsI 3HaHUH U 00yueHus. [logcucTema moucka.
3. |Cucremsl, Haznauenwue, chepbl mpuMeHeHUsT TEXHOJIOTUH «Workflow.
opueHtupoBanHbie |[IpuHnumbl opranusaiuu Workflow-cucrem.
Ha Ou3Hec- XapakTepuCTHKa KJIACCOB CUCTEM, X Ha3HaueHHe, chepbl Onpoc 1o
TIPOLIECCHI. MIPUMEHEHUS] U 0COOEHHOCTH HCIIOIB30BAHUSI.
BOIIPOCaM TEMBI
CucreMsl ABTOMaTH3aIIUs XPaHEHHS DJIEKTPOHHBIX JIOKYMEHTOB. P
yIpaBJICHUS Cucremsl yrpapieHuUst KOpIopaTuBHBIM KoHTeHTOM (CMS).
MOTOKaMHu paboT CucTeMbl, OpHEHTUPOBaHHbBIE HA OM3HEC-TIPOILIECCHI.
(workflow) Cucremsl ynpasiieHus totokamu pabot (workflow).
4. |Crenuduka [IpenBapurensHeril ananus cucteMsl JJOY. Beioop COJ1 mst
BHeApenuss COJl B [BHeapenus. OcobenHoctu BHenpenus CO/J] Ha
KOpIOpauuu u NPEANPHUITUSIX PA3HBIX BUIOB AeaTenbHocTH. O0mme Kontponbnas
yIpaBieHue MpOOJIEMBI BHEJIPEHHUS CHCTEM JIOKyMEHTOO00pOTA. pabora.
KOPIIOPAaTUBHBIM OO0yuenue nosnb3oBateneil n Hactpoiika CO/I. Onenka T
KOHTEHTOM 3¢ $EeKTUBHOCTH U BO3BpaTa WHBECTULMH OT BHEAPEHUS
CHCTEMBI IOKYMEHT0000poTa




3ammra nmaboparoproi padotsl (JIP), Bemonnenue kypcooro npoekrta (KII), kypcosoit
pabotel (KP), pacuerno-rpaduyeckoro 3amanus (PI'3), mammcanue pedepara (P), acce (D),
koutokBuyM (K), rectupoBanue (T) u T.1.

[Ipy wW3yYyeHWUM  OUCHUIUIMHBI MOTYT TIPUMEHSTCS  JJIEKTPOHHOE  OOYyYCHHE,
JTMCTAaHIIMOHHBIE 00pa3oBaTeIbHbIC TEXHOIOTHU B cooTBeTcTBHU ¢ DI'OC BO.

2.3.3 [IpuMepHasi TeMaTHKa KYpPCOBBIX padoT (MP0EKTOB)
KypcoBbie paboTbl 10 IUCIUIITUHE HE TPEAYCMOTPEHBI

2.4 llepeyeHb y4eOHO-METOAMYECKOT0 00ecIeYeHusl AJIsl CAMOCTOATEIbHOH padoThl

00Y4YAOLIHUXCH 110 JUCHHUILINHE (MOAYJII0)

HCpe‘-ICHB y‘-IC6HO-MeTOI[PI‘-IeCKOI‘O obecreueHus JUCHUIIIINHBI 110 BBIITIOJTHCHHUIO
CaMOCTOSTENEHON pabOTHI

1 | Pegpepam, Dcce | Yuebnoe nocodoue. Mupomnuduenko M. A., MupomHndyenko A. A.

«DNEeKTpOHHOE TPAaBUTENLCTBO. lIpemocTaBieHne rocydapCTBEHHBIX U

MYHHIIATIANBHBIX YCIyT». YdeOHoe mocodue ¢ rpudom YMO. KpacHomap,

Ne Bung CPC

2014. 240 c.
2 | Koumponvnaa | Mupownuuenxo M.A. Lludposas TpanchopManus: poccUiCKUe MPUOPUTETHI
paboma (dhopmupoBanus i poBoit akoHOMUKH. Monorpadust. Kpacaonap: Kybanckuit
roc. yu-T, 2021. — 224 c.
3 Tecm Yyebnoe nocodoue. Mmupomnndenko M. A., MwupomHu4yeHKO A. A.

«DNEKTPOHHOE TMPaBUTENbCTBO. [IpemocTaBieHHE TOCYAapCTBEHHBIX U
MYHHIIUIAIBHBIX YCIyr». YdeOHoe mocobue ¢ rpudom YMO. KpacHomap,
2014. 240 c.

VY4eOHO-MeTOIUYECKHE MaTepuasbl JUIsl CaMOCTOSITENIbHOM pPabOThl 00ydaroIUXcs U3
YHCiIa MHBAIK/IOB U JIMI C OTPAHUYEHHBIMU BO3MOXHOCTSIMHU 3/10poBbst (OB3) npenocTasistoTcs
B (hopMax, aJanTHPOBAHHBIX K OTPAHUYEHUSIM UX 3/JOPOBBS U BOCIIPUITHS HH(POpMALIUU:

JUid nu1 ¢ HapyLIEHUSIMU 3pEHUS:

— B IleyaTHOU (popme yBeIMUEHHBIM HIpUPTOM,

— B (hopMe 2IIEKTPOHHOTO TOKYMEHTA,

— B ¢popMe ayauodaiina,

— B 1e4atHoi (opme Ha si3bike bpaitns.

Jljig U1 ¢ HapyLIeHUSIMU CiyXa!

— B I1e4aTHOM (opme,

— B (popMe JIEKTPOHHOTO IOKYMEHTA.

JUia au1 ¢ HapyIEeHUsIMA OIIOPHO-JBUTaTEIBbHOTO almapara:

— B TIe4aTHOM opme,

— B (popMe 2IEKTPOHHOTO TOKYMEHTA,

— B ¢popMme ayauodaiina.

JlaHHBINA TIepeyeHb MOXeT OBbITh KOHKPETH3MPOBAH B 3aBUCHMOCTH OT KOHTHHI€HTA
oOydJaronuxcs.



3. OOpa3zoBaTesibHbIe TEXHOJIOTHH, NPUMeHsieMble NMPH OCBOGHHH IHCHUILIUHBI
(Mmomyuis)

OOpa3zoBarenbHbIE TEXHOJIOTUH, WCIOJIb3yEeMbIE IPH pealu3alliil pPa3IUuYHbIX BHJOB
y4eOHOI e TeTbHOCTH:

—JIEKIIUU: HWHTEpPaKTHBHbIE (IUAJOrOBble) M NPOOJIEMHBIE C KOMIBIOTEPHBIMU
IPE3CHTALUSIMU;

— IIPaKTUYECKUE 3aHATHSL, J1TaOOpPaTOpHbIE PaOOTHI;

— KOMIIbIOTEPHAsI MOJICJIMPOBAHUE.

Tpaauumonnsie 00pa3oBaTeNbHbIC TEXHOJIOTUU: JIEKIIUHU, IPAKTHUECKUE 3aHITHS.

Texnonorus npobiaemMHOro oOyueHMs: JEKIHUs — JUCKYCCHsl, HpoOJeMHas JeKLus,
KOMITBIOTEpHAS Mpe3eHTanus. Ha iekuusx u3nararorcss OCHOBHBIE TEOPETUYECKHE TTONI0KEHUS U
KOHIIETIUS Kypca, Jaroliye CTyJeHTaM HH(OpMaIiK, COOTBETCTBYIOILYIO IPOrpaMMe.

3amada MpPaKTUYECKUX 3aHATHA — pPa3BUTHE Y CTYACHTOB HABBIKOB IO NPHUMEHEHUIO
TEOPETUYECKUX IOJIOKEHUHM K peIIeHuI0 npakThdeckux 3amad. C 3Toil menpio pazpaboTaHbl
3aJaHusl U BBIOJIHEHHS TNPakTHUeCKuX pabor. OHM COCTOAT M3 337a4 W yNpakKHEHHH,
OpPUEHTHPOBAHHBIX HAa YCBOEHHE TEOPETHUYECKOI'0 MaTepualla U YMEHHUS €ro MCIOJIb30BaTh IS
peleHus 1TabopaTopHbIX (MPAKTUYECKUX) 3aIaHHH.

Ha kaxxaoM NpakTHUECKOM 3aHATHM OTBOJAUTCS BpeMsl Ui JUCKYCCHH, B KOTOPOH
YUYacCTBYIOT JOKJIAJ4YHK, IIOATOTOBUBIINI COOOIIEHNE TI0 KaKOi — MO0 MPaKTHUECKOW Mmpobdiieme
UH(POPMALIMOHHBIX CUCTEM U 0a3 JaHHBIX, €ro onnoHeHTH! (1 mim 2 yenoBeka), MOArOTOBUBILINE
KOHTPapryMEHTHI, U APYTHE CTYJCHTHI TPYTIIIHL.

Hpyras ¢dopma opraHuzanuss paboOThl CTYJEHTOB — HalucaHue pedepaTta, KOTOpoe
Ipe/CTaBIseT CO00H HEOOIBIIOE HCCIeA0BaHNE KaKOH — JIN0O MPOOIeMbl KacaoIeecs: TCOPUU
IOPAaKTUKA MH(MOPMALMOHHBIX CUCTEM M 0a3 JaHHBIX C MPEAJOKEHUEM BApUAHTOB PEIICHUS
JAHHOW TIPOOJIEMBI.

JUis OTBETOB Ha MHIMBHUAyaJbHbIE BONPOCHI, a TaKXe JIi MOMOILIM B IOATOTOBKE
pedepaToB 1 HaMMCAHUS ACCE MPEAYCMOTPEHBI MHANBUIYIbHBIE KOHCYIJIbTAIIMH TIPETIOaBaTEIsL.

JUis A1l ¢ OrpaHMYEHHBIMH BO3MOXKHOCTSIMU 3JI0POBbsSI IPEAYCMOTPEHA OpraHU3alus
KOHCYJIBTAIMH C MCIIOJIb30BAaHHEM DIICKTPOHHOH ITOYTHI.
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4. OueHo4YHbIe CPeACTBA /ISl TEKYIIero KOHTPOJIsl yCIeBaeMOCTH U MPOMeKYyTOYHOI
arrecTaluuu

OneHouyHble CpeAcCTBa IMpeIHa3HAYeHbl AJIsi KOHTPOJS M OLEHKH 00pa30BaTENIbHBIX
JOCTIDKEHUH O00YYarolMXCsl, OCBOMBLIMX NPOTrpaMMy Y4eOHOW IHCHUIUIMHBL «YTIpaBlieHHE
3JIEKTPOHHBIMH JJOKYMEHTAaMU U KOPIOPATUBHBIM KOHTEHTOM.

OneHouyHbIE CpPEeCTBA BKIIOYAET KOHTPOJIbHBIE MaTEpUaibl JUsl IPOBEACHUS TeKylIero
KOHTPOJIA B (OpME TECTOBBIX 3a/laHUM, JNOKJIaJa-IPe3eHTallud MO MPOOJIEMHBIM BOIPOCaM,
pa3HOYPOBHEBBIX 3a/laHUii, pOJIEBOM WIPBI, CUTYallMOHHBIX 3ajgad (yka3aTb MHOE) H
NMPOMEKYTOUYHOI aTTecTalMu B (hOpME BOIIPOCOB U 3a/1aHUM K 3a4ETy.

CTpyKTypa O1l1eHOYHBIX CPEACTB A/l TeKYIleil 1 MPOMeKYTOYHOH aTTeCcTalui

HanmMeHOBaHHE OLEHOYHOTO CPEICTBA
Ne | Kon u HauMeHOBaHUE
Pe3ynbraTe! 00y4yeHus . IIpomexyTouHas
n/m HUHAMKaTOpa Texymmit KOHTpOJIB
aTTecTanus
HIIK- 4.1. Bonpocwt 0ns Bonpoc na 3aueme
VYyactByer B paboTte YCMHO20 1-4
3HaHHA CUCTEM
MO MIPOECKTHPOBAHHIO (nucvmennozco)
AJIIEKTPOHHOTO
1 BHEJPEHUIO onpoca no meme,
JIOKYyMEHT0000pOTa
CUCTEMBI pasoeny.
3IEKTPOHHOTO
1
JIOKyMeHT0000poTa | HaBbIku BiafeHust Pegpepam, ooxnad, | Bonpoc na 3aueme
B cthepe CHUCTEMaMH IIEKTPOHHOTO | coobweHue, scce 5-8
JOKYMEHTallMOHHOIO | TOKYMEHTO0O0pOoTa B
yIIpaBJICHUS chepe
OpraHM3alnN JOKYMEHTAIIHOHHOTO
YIIpaBIeHHUs] OPTaHU3AIUI
UIIK- 4.2. 3HaHUS TPUHIIUTIOB Peghepam, doxnao, Bonpoc na 3aueme
CriocobeH MIPOSKTUPOBAHUS CUCTEM | coobujeHue, scce 9-12
MIPUMEHATH CUCTEMBI | 3IIEKTPOHHOTO
AJIIEKTPOHHOTO JIOKYMEHT0000poTa
2 | mOKyMEeHTO00O0pOTa Pegpepam, ooxnao, | Bonpoc na 3aueme
B chepe HaBbiku paGoThI ¢ coobweHue, scce 13-15
JOKYMEHTAIlMOHHOT'O | CHCTEMAaMH 3JIEKTPOHHOTO
yIpaBIICHUSI JIOKYMEHT0000pOoTa
OpraHu3aIun
UIIK- 9.1. 3HaHMA TEXHOJIOTUI Peghepam, ooxnao, | Bonpoc na 3aueme
HemoHcTpUpyeT CHCTEMBI DJIEKTPOHHOIO cooduenue, scce 16 - 18
3HaHWs TEXHOJOTHH | XpaHEHHS JOKyMEHTOB B
CHCTEMBI OpraHu3alyu
3
3JIEKTPOHHOTO HaBbiku paboTsi ¢ Peghepam, ooxnao, | Bonpoc na 3aueme
XpaHEHUS CUCTEMaMH JIEKTPOHHOTO | coobweHue, scce 19-21
JIOKYMEHTOB B XpaHEHUs TOKYMEHTOB B
OpraHM3alnn OpraHusalyu
WTIK- 9.2 3HaHMS CUCTEMBI Tecm Bonpoc na 3aueme
" 3JIEKTPOHHOTO apXHBa B 22-24
Opranusyer
OpraHu3alyu
BHE/IPEHUE CHCTEMBI
4 ANEKTPOHHOTO HaBwiku BHEIpEHUS Konmpouonas Bonpoc na saeme
P P paboma Nel- no 25 - 27
apxuBa B CHCTEMBI DJIEKTPOHHOT'O
meme, pazoeny.
OpraHu3alun apxuBa B OpraHU3aLuu Teem

TunoBbie KOHTPOJIbHBIE 3aJaHUSI HJIN HHBIE MATePHAJIbI, HEOOXOAUMBbIE 1JIsl OLEHKH
3HAHMH, YMEHUH, HABBIKOB M (MJIM) ONbITA [JAEATEJbHOCTH, XapPAaKTEPHU3YIOIIHX ITANbI
(opMupoBaHHA KOMIIETEHI[HII B Mpolecce 0CBOEHUsI 00Pa30BaTe/JbHOI IPOrpaMMbl. TEMbI
scce, pedeparoB, NepeyeHb MPAKTUUECKUX 3aJaHU, TaO0paTOPHBINA MPAKTUKYM M KOHTPOJIbHBIX
pabot xpaHsTcs Ha Kadenpe.
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3ayeTHO-IK3aMeHAMOHHbIE  MaTepHadbl  (BONPOCHI) JIA  MPOMEXKYTOYHOM
aTTecTanuu (3ayver)

ABTOMaTH3UPOBAHHBIE CUCTEMBI AJIEKTPOHHOTO JOKYMEHTO000pOTA.

OcHOBHOE Ha3HaUYCHUE U 00nacTu ucoab3oBanus COJI.

CtpykTypa v QyHKIHUU CHCTEM JJIEKTPOHHOTO JOKYMEHTO000pOTA.

OyHkuuu U 3a1a4u, pemaemble COJ1 (MapmpyTu3anus, pasrpaHiueHue J0CTyIa U

Eall A

Ap.).

5. OcnoBubie kiaccel COJ[. Cucrembl ymnpaBieHHs KOPIOPATHBHBIM COJEPKHUMBIM
(CMS). CucteMsl paboOThI ¢ U300paKCHUSIMHU.

6. OcnoBubie kmaccel CDJI. Cucrempl, OpUECHTUPOBAHHBIC Ha OW3HEC-TIPOIIECCHI.
Cucremsl ynpasieHus norokamu padot (workflow).

7. OcHOBHBIE CTpYKTypHBIe 37eMeHThl COJ[ (XpaHwimia JOKYMEHTOB W KapTOYEK,
MOy OU3HEC-TIOTHKH).

8. OcHoBHble 3nemMenTsl COJ] (XpaHUIUIIa JOKYMEHTOB M KapTOueK, MOAYJIH OU3Hec-
noruku). VIX cTpykTypa u QyHKIIMOHATBHOE TPeHA3HAYCHHE.

9. Poccuiickuii ¥ 3amaJHbIi MOAXOJ K MOCTPOEHUIO JOKyMeHToobopoTa. Crneunduka
POCCHUICKOI0 JOKYMEHTO000pOTA.

10. Tennpenuuu pa3Butus peiaka CO/I.

11. T'pynnoer COJ] Ha poccuiicKOM pbIHKE (OpUTMHAJIBHBIE POCCHICKUE pa3paldoTKH,
Moau(UKaMK 3anaJHBIX MPOrpaMMHBIX MaTdopm). [IpenmyiiecTBa U HETOCTATKH OCHOBHBIX
MPEACTABUTENEN ITUX TPYIIIL.

12. OcHoBHBbIE UTPOKHU Ha poccuiickoM peiHke COJl. Tenaenunu pazutus poeiaka CO/I.

13. TIpouecc BeiOOpa COJI mist opranuzanuu. Kpurepuu Beioopa.

14. TIpouecc BwiOOopa COJl mna opraHu3zanuu. TeXHOJOTUU CPABHUTEIHLHOTO aHAIN3a
CO/.

15. Beibop CDOJI. Metoauku o0O0cneAOBaHUS TPEANPUSATHS U ONpeAeTCHUS
¢byHKIIMOHAIBHBIX TpeboBaHuit k CO/I.

16. Texuonoruu BHenpenus COJ1. bapsepbl npu BHEAPEHUU CUCTEM JOKYMEHTOOO0POTA.

17. Dranbr BHenpenus COJ[. CTOMMOCTh U MPOJOHKUTEIBHOCT MPOIECCa BHEIPEHUS.
bapbepbl npu BHEAPEHUU CHCTEM.

18. 3arpatsr u 3pdexTsl oT BHEApeHuss COJl B opranuzaium.

19. VmpaBneHue AJOKyMEHTaMH — JKCIIOPT, UMIOPT, KOHTPOJb Bepcuii, 0€30MacHOCTh U
CITY>KOBbI OMOIMOTEK IS IETOBBIX TOKYMEHTOB.

20. YnpaBienue oOpa3aMu JOKYMEHTOB — 3aXBaT, MPEOOpa3oOBaHHE W YIpaBICHUE
OyMaXHBIMU JJOKYMEHTaMHU.

21. YupasieHue 3allUCIMHU — JIOJITOCPOYHOE apXHBUPOBAHUE, aBTOMATHU3AIMS TIOTUTHK
XpaHEHUsT W COOTBETCTBUS HOPMaM PETYJIUPYIOUIUX OPraHoB, OOecleueHHEe COOTBETCTBUS
3aKOHO/IATEILHBIM U OTPACJIEBBIM HOPMaM.

22. Yupasienue motokamu padot (workflow) — momepskka Ou3HEC-IIpoIeccoB, epeaada
KOHTEHTA 110 MapIIpyTam, Ha3HaYeHHe padounX 3a7a4 U COCTOSHUMN, CO3/JaHKe )KYPHAJIOB ayUTa.

23. Yupasieane BeO-koHTeHTOM (WCM) — aBrOoMarm3amus pojiu BeO-MacTepa,
yIpaBlieHUE THHAMUYECKIM KOHTEHTOM U B3aMMOJICHCTBHEM IOJIH30BATENEH .

24. Yupasienue MmyibTuMenuakoHTeHTOM (DAM) — ynpaBneHue rpadudecKuMu, BUAECO
U aynuodaiiamMu, pa3TuIHBIMA MapKETUHTOBBIMH MaTepuajiaMu, HarpuMmep, dien-o6aHHepamu,
PEKIaMHBIMU POJTUKAMH.

25. YnpaBieHHe 3HAHUSAMH — TIOAJEP)KKA CHUCTEM /ISl HAKOIUICHWS M JOCTaBKH
peneBaHTHOM /1 Ou3Heca HHPOPMAIUH.
26. JIOKyMEHTOOPHEHTHUPOBAaHHOE B3aUMOJICWCTBUE — COBMECTHOE HCIOJIb30BAHUE

JIOKYMEHTOB TOJIb30BaTENIIMU U TOJIJIEPIKKA MTPOEKTHBIX KOMaH/I.
27. YnupaBieHrue KOpIOpaTUBHBIM KOHTEHTOM — YIIPaBJIeHHUE IIUPPOBBIMU TOKYMEHTAMHU.
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https://ru.wikipedia.org/wiki/%D0%A3%D0%BF%D1%80%D0%B0%D0%B2%D0%BB%D0%B5%D0%BD%D0%B8%D0%B5_%D0%B7%D0%B0%D0%BF%D0%B8%D1%81%D1%8F%D0%BC%D0%B8

Kpurtepun oneHuBaHus mo 3avery:

«3aumeno»: CTyICHT BJIaJIe€T TEOPETUYECKUMU 3HAHUSAMMU 110 JaHHON JUCLMIUIMHE, 3HAET
KOMILJIEKC MHCTPYMEHTOB BHEAPEHMS U Pa3BUTHUsA OEpEKIMBOIO YIpPaBIEHHUS M IPOU3BOJCTBA,
JIOTYCKaeT HE3HAUUTENbHbIE OIIMOKM; CTYIEHT yMEET MPAaBUIbHO OOBSACHATH Marepual I0
METOAMKE OLIEHKU U YJIy4lIeHUs pe3yJIbTaTUBHOCTU (DYHKIIMOHUPOBAHUS CUCTEMbl MEHEIKMEHTA
KAa4eCTBa KOMIIaHUH, WILTIOCTPUPYSI €70 IIPUMEPAMH.

«He 3aumeHOo». MaTepuajg HE YCBOEH WJIM YCBOEH 4YaCTUYHO, CTYIEHT 3aTpyIHSAETCS
IPUBECTU NPUMEPHI IO KOMIIETEHIUSAM U TEOPETHUYECKOMY MaTepuaily, y4yeOHblE 3aJaHUs He
BBINOJIHUII, IPAKTUYECKUE HABBIKK HE C(hOPMUPOBAHBI, IOBOJIBHO OTPaHUYEHHBIN 00bEM 3HAHUI
IIPOrpaMMHOI0 MaTepHuaa.

OneHouyHbIC CpEACTBA JUIsi WHBAIWAOB W JIMII C OTPAHUYCHHBIMH BO3MOXXHOCTSIMU
3JI0POBbSI BEIOUPAIOTCS C YIETOM MX UHIAWBUAYAIBHBIX MICUXO(QU3NIECKUX OCOOCHHOCTEH.

— IIpY HEOOXOJMMOCTH MHBATIUIAM | JIUIIAaM C OTPAaHUYCHHBIMU BO3MOXXHOCTSIMU 3I0POBbSI
IPEIOCTABIISCTCS TOTIOJIHUTEIILHOE BPEMs JIJIs IIOATOTOBKU OTBETA Ha 3K3aMCHE;

— IIPU MPOBEICHUU MPOIEYPhI OIICHUBAHUS PE3YyJIbTAaTOB O0yUCHHUs MHBAIUOB U JIUI] C
OTrPaHUYCHHBIMH BO3MOXHOCTSIMH 3JI0POBBS IPEIyCMATPUBACTCS MCIIOJIb30BAHUEC TEXHUYCCKIX
CPEIICTB, HEOOXOUMBIX UM B CBSI3H C UX HHIUBUIYATbHBIMA OCOOCHHOCTSIMU;

— IIpU HEOOXOJAUMOCTH JIJIsl 00YUAKOIIUXCS ¢ OTPAHMYCHHBIMH BO3MOKHOCTSIMH 37I0POBbSI
U WHBAJIWIOB TPOIEAypa OICHUBAHUS pE3YyJIbTaTOB OOYYEHHS 1O JUCHUIUIMHE MOXKET
IPOBOJIUTHCS B HECKOJIBKO ATAIIOB.

[Iponiennypa oneHMBaHUsI Pe3yJIbTATOB OOYYCHHS WHBAIWIOB U JIUI[ C OTpaHUYCHHBIMU
BO3MOXKHOCTSIMH  3JIOPOBbsSI 10 JUCHUIUITMHE (MOJIYJII0) MpeIyCMaTpUBaeT IPEIOCTABICHUE
uHpopManuu B QopMmax, aTanTHPOBAHHBIX K OTPAHUYCHHUSIM WX 3J0POBbS H BOCIPHUSITHS
uHpopMmanuu:

JUist T ¢ HApyIICHUSIMH 3PEHHS:

— B MieyaTHOU popme yBeTHMUEeHHBIM HIpUPTOM,

— B (popMe 2IIEKTPOHHOTO TOKYMEHTA.

J5ia U1 ¢ HapyIIeHUSIMH CyXa:

— B TIe4aTHOM opme,

— B (popMe 2IIEKTPOHHOT O IOKYMEHTA.

JUiist T ¢ HapyIIEHUSIMH OTIOPHO-/IBUTATEIBHOTO armapara:

— B I1e4aTHOM (opme,

— B (popMe 2IIEKTPOHHOTO TOKYMEHTA.

JlaHHBIN TepeueHb MOXET ObITh KOHKPETHU3MPOBAaH B 3aBUCUMOCTH OT KOHTHHTEHTa
oOyyJaronuxcs.
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5. IlepeyeHb y4eOHOM JJUTEPATYPbI, HHPOPMAIMOHHBIX PECYPCOB M TEXHOJIOTH A

[Teuarnsie nznanus, BriodeHHbie B PITJI, oTpakeHsl B a1ekTpoHHOM Kataiore HayuHoi
oubmmorekn KyoI'Y mo anmpecy: http://megapro.kubsu.ru/MegaPro/Web u cootBercTByIOT
HOpMaM obecrniedeHHOCTH JiuTepaTypoit corinacHo @I'OC BO 3++.

B mepedeHb BKIIOUEHBI TOJBKO HEOOXOMUMBIC M W3y4deHHs TuciuIuimabl ObC,
npodeccuoHanbHbie 0a3bl JAaHHBIX, HMH(DOPMALMOHHBIE CIPABOYHBIE CHUCTEMBI, PECYPCHI
CBOOOMHOTO JOCTyma, COOCTBEHHBIC JJICKTPOHHBIC OOpa3oBaTeNIbHBIE W HH(DOPMAIIMOHHBIC
pecypcbl KyoI'Y.

5.1 YueOnasi iuTepaTypa

1. Kokanosa P.A. KomnbrorepHsie UH(POPMALMOHHBIE TEXHOJIOTUU B
JOKYMEHTAllMOHHOM o0ecrieueHun ympasieHusi [Tekcrt]: yueOHoe mocoOue is CTYIEHTOB,
oOydaromuxcsi Mo HampasiieHuto "JoKyMeHTOBeneHHe U apxuBoBeneHue" / aBT.-cocT. P. A.
Kokanosa, A. ®. Kitumoga. - Mocksa : KHOPVYC, 2016. - 109 c. (5 mir.)

2. Myxunr, H. II. KoMmmbpiOTepHBIE CHCTEMbI YIPaBICHUS JOKYMEHTOOOOPOTOM
[Onextponnbiii  pecypc] / H. II. Myxun. M. : Jlaboparopus Kuuru, 2013.
http://biblioclub.ru/index.php?page=book&id=87235.

3. JokxymeHrtannoHHoe oOecrnedeHue ympaBieHus [TekcT|: y4eOHUK JUIsl CTYIEHTOB
By30B / [A. C. I'punbepr u np.]. - Mocksa : [FOHUTU-JTAHA], 2015. - 391 c. (10 mrT.).

4. bobObuieBa M.II. VYnopaBneHueckuii JIOKYMEHTOOOOPOT: OT OyMaXXHOTO K
anieKTpoHHOMY. M. : M3aarenbekuii jom MDU, 2012. - 295 ¢. (10 mir.).

5. Mupomanuenko M.A. Lludposas Tpanchopmaiius: poccuiicKiue NpuopUTETHI
dopmupoBanus udpoBoit skoHoMuku. Monorpadus. Kpacuomap: Kybanckuii roc. yu-T, 2021.
—224 c.

5.2. llepuoauyeckasi JuTepaTypa

Ileyamuvie nepuoduyeckue uszoanus 6xooam 6 «llepeunens neuamuvix NEPUOOUHECKUX
uso0anutl, XPAHAWUXCS 8 gonoe Hayunou oubauomexu Kyol'V»
https://www.kubsu.ru/ru/node/15554, u/unu srexmponnbie nepuoduyeckue u30aHusl, ¢ yKa3anuem
aopeca caiima 31eKmMpOHHOU 8epCcull JHCypHald, u3 0a3 OaHHblX, 0OCMYN K KOMOPbIM UMeem
Kyory:

1. Bassl nannbix komnanuu «Mer Boro» http://dlib.eastview.com
2. Dnextponnas oubmuoreka GREBENNIKON.RU https://grebennikon.ru/

5.3. HHTepHeT-pecypchbl, B TOM 4YHCJIe COBpPeMeHHbIe NpodeccHOHAIbHbIE 0a3bl
JAAHHBIX ¥ HH(POPMALIMOHHBIE CIPABOYHbIE CHCTEMBI
J1eKTPOHHO-0u0ImoTeuHbIe cucTteMbl (IBC):
3BC «HOPAMT» https://urait.ru/
2. B5C « YHUBEPCUTETCKAS BUBJIMOTEKA OHJIAVH» www.biblioclub.ru
3. BDBC «BOOK.ru» https://www.book.ru
4. OBC «ZNANIUM.COM» www.znanium.com
5. OBC «JIAHb» https://e.lanbook.com
IIpodeccnonanbubie 0a3bl JAHHBIX:
Web of Science (WoS) http://webofscience.com/
Scopus http://www.scopus.com/
ScienceDirect www.sciencedirect.com
Kypuans nzgarensctea Wiley https://onlinelibrary.wiley.com/
Hayunast snextponnas 6udiunoreka (HIB) http://www.elibrary.ru/
[TomHOTEKCTOBBIE apXUBBI BEAYIIUX 3aMaHbIX HAYYHBIX KYypHaJIoB Ha Poccuiickoit
nnaT(bopMe Hay4uHbIX xypHanoB HOMKOH http://archive.neicon.ru
7. HanumonanbHas  anekTpoHHas Oubimoreka (mocTynm K DJNEKTpOHHOW — OuOIMOTEKe
auccepTanuii Poccuiickoit rocynapcrsennoit ononuorexu (PI'B) https://rusneb.ru/

=

o ukwnE
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8. Tlpesupmentckas oubmmorexa um. b.H. Enpumna https://www.prlib.ru/
9. Dnekrponnas koyueknus Okchopackoro Poccuiickoro @onma
https://ebookcentral.proquest.com/lib/kubanstate/home.action

10. Springer Journals https://link.springer.com/

11. Nature Journals https://www.nature.com/siteindex/index.html

12. Springer Nature Protocols and Methods
https://experiments.springernature.com/sources/springer-protocols

13. Springer Materials http://materials.springer.com/

14. zbMath https://zbmath.org/

15. Nano Database https://nano.nature.com/

16. Springer eBooks: https:/link.springer.com/

17. "Jlextopuym TB" http://www.lektorium.tv/

18. VuuBepcurerckas unpopmarnronras cuctema POCCHS http://uisrussia.msu.ru

NudopmannoHHbie CIPABOYHbIE CHCTEMBI:
1. Koncynbrant [Intoc - cripaBouyHas ipaBoBasi cuCTeMa (JIOCTYII MO JIOKAJIbHOM CeTH C
KOMIThIOTEPOB OUOIMOTEKH )

Pecypchbl ¢cBOGOIHOTO 10CTYNA:

1. AmepuKkaHCKas mareHTHas 0a3a qanHbix http://www.uspto.gov/patft/

2. TlonHble TeKkcThI KaHAACKUX quccepranuii http://www.nlc-bnc.ca/thesescanada/

3. KubepJlenunka (http://cyberleninka.ru/);

4. MUHHCTEPCTBO HAayKH U BbIcLIero oopasosanus Poccuiickoit denepanuu
https://www.minobrnauki.gov.ru/;

5. ®enepanbHblii moptan "Poccuiickoe oopazoBanue” hitp://www.edu.ru/;

6. Hudopmanmonnas cucrema "EnquHoe okHO J0CTyna K 00pa3oBaTesbHBIM pecypcam”
http://window.edu.ru/;

7. Enunas xoiutekuus u(poBbIX 00pa3oBaTelbHbIX pecypcos http://school-collection.edu.ru/ .

8. ®dexaepanbHbIi IIEHTP HHOPMAIIMOHHO-00pa3oBaTenbHBIX pecypcos (http://fcior.edu.ru/);

9. Ilpoekt I'ocymapcTBEHHOTO HHCTHTYTa pyccKoro si3bika uMeHHn A.C. [Tymkuna
"Oo6pa3oBanue Ha pycckom" https://pushkininstitute.ru/;

10. CnpaBouHo-uH(pOpMannoHHbIH opTai "Pycckuii si3p1k" http://gramota.ruf/;

11. Cnyx0a TeMaTH4eCKUX TOJKOBBIX ciioBapei http://www.glossary.ru/;

12. CnoBapu u sHImKIoNexuu http://dic.academic.ru/;

13. O6pa3oBatenbHblil moptan "Yueda" http://www.ucheba.com/;

14. 3akonompoekt "O6 oOpa3zoBanuu B Poccuiickoit ®eneparn. Bonpocs! u otBets! http://xn--
273--84d1f.xn--plai/voprosy i_otvety
CoOcTBeHHBIC JJICKTPOHHBIC 00pa3oBaTe/bHbIe H HH(popManuonHbie pecypenl KyoI'y:

1. Cpena MOayJIbHOTO TMHAMHU4YECKOro ooy4deHus http://moodle.kubsu.ru

2. ba3za y4eOHBIX I1aHOB, Y4€OHO-METOAMYECKUX KOMILIEKCOB, MyOIMKai 1 KOH(EpeHINI
http://mschool.kubsu.ru/

3. bubmmoreka HHPOPMAIIMOHHBIX pecypcoB Kadeapbl HHPOPMAIIMOHHBIX 00pa30BaTEIbHBIX
texHosorui http://mschool.kubsu.ru;

4. DnextpoHHbIH apxuB gokymeHToB KyOoI'Y _http://docspace.kubsu.ru/

5. DOnexkTpoHHBIE 00pa3oBaTeNbHbIE pecypchl Kadeapbl UHHOPMAIMOHHBIX CUCTEM U TEXHOJIOTHUI
B obOpazoBanun KyOI'Y wu HayuHo-meromuueckoro >kypHana "IlIkombHble TOABI"
http://icdau.kubsu.ru/
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6. MeToauueckue yKa3aHus JJisi 00y4alomuXcsl 0 0CBOECHUIO JUCIUIJIMHBI (MOYJIs1)

OcBoeHME AUCHMIUIUHBI TPEIyCMAaTPUBACT MPOCIYUIMBAHUE JIEKUUHA M IPOBEJICHUE
NPaKTUYECKUX padoT.

Jii riryGOKOro U3y4eHus: AUCHUILTUHBI HACTOATEIbHO PEKOMEH TyeTCS:

— CHCTEMAaTHYECKH TOTOBUTHCS K TNPAKTHUYECKUM 3aHATHSAM IO Y4EOHBIM TOCOOHSIM,
HAy4YHBIM CTaThsIM B )KypHaJlaX, a TaKXkKe C UCIOJIb30BaHuEM pecypcoB MHTepHeT;

— CBOEBPEMEHHO BBIMOJIHATH MPAKTHUECKUE 3a/1aHHsI, TOTOBUTH pedepaThl U 3cce.

CaMmocrosiTenbHasi paboTa CTylIeHTa - OJMH W3 BaKHEHUIIMX 3TalloB B IOJTOTOBKE
cnernuanvcToB. OHa MPUOOIIACT CTYJEHTOB K MCCIIEA0BATEIHCKOM paboTe, 00oraiaeT OmnpITOM U
3HAHUSAMHU, HEOOXOTUMBIMU ISl AAJIbHEHIIEr0 X CTAHOBIIEHUS KAaK CHEIHAMCTOB, MPUBUBAET
HaBBIKU PAOOTHI C INTEPATYPOH, CTATUCTUIECKUMU JTAHHBIMH.

Lenp camocTosiTeNbHOM paboOThl - CUCTeMaTHu3alys, 3aKpelyIeHHe U paclIupeHHe
TEOPETUYECKUX U MPAKTHUYECKHX 3HAHUHU C MCIOIH30BAHUEM COBPEMEHHBIX MH(pOPMAIMOHHBIX
TEXHOJOTHI U JTUTEePaTyPHBIX UCTOYHHUKOB. [l pa3BUTHSI HABBHIKOB CaMOCTOSITEIbHON paboThI
CTYACHTaMH BO BPEMS CAMOCTOSITEIbHON PaOOTHI BBIITOJIHSAIOTCS:

— pedeparbl, CBs3aHHBIE C PACCMOTPEHHEM CTPYKTYpbl M MPHUHIMIIOB OpPraHU3aINH
MH(POPMALIMOHHBIX PEeCYpCOB B ceTu MHTepHET;

— pedepaThl, CBsI3aHHBIE C 0030pOM COBPEMEHHOI'O pBIHKA CIEIHATU3UPOBAHHBIX
CIPAaBOYHBIX CUCTEM, KOHKYPEHTHOM OOPBOBI MEX/Y UX CO3/IaTEIISIMU 32 BIIaJICHUE PHIHKOM;

— JIOMaIllHUE 33JaHus 10 MOUCKY B MlHTepHeTe nH(opMaIiK Ha 33JaHHYI0 HAYYHYIO TeMY
U TIOATOTOBKE JIOKJIA/a.

— pedepaTsl, CBsI3aHHBIE C MPABOBBIMHU ACIEKTAMH HCIOJIb30BaHHS MHGOPMAIIMOHHBIX
pecypcoB MHTEpHETa, OXpaHOIl HHTEILIEKTYaJIbHON COOCTBEHHOCTH;

Pedepar wunmm oscce TOTOBATCS CTYAEHTOM CaMOCTOATEIbHO, B HHUX 0000ImatoTcs
TEOPETUYECKHE MaTepHallbl IO HCCIEAYyeMOW TeMe C HCIOJIb30BAHMEM MAaTepHajoB U3
CHelManbHOM  JUTEepaTypbl, HOPMAaTHBHO-IPABOBBIX JOKYMEHTOB, CTaHAAPTU3HPYIOIIUX
paccmarpuBaemyto cdepy. B comepkanum paboT JoKEH OBITh COOCTBEHHBIM aHAU3 U
KPUTUYECKMH TMOJIXOA K pEHIeHUI0 NpoOJeMbl 10 BBIOPAaHHOW TeMe HCCIeI0BaHMs,
MOJKPETJICHHBI CTAaTUCTHYECKUMH JaHHBIMH M KOPIIOPATUBHOW OTYETHOCTHIO HM3BECTHBIX
Kopropaiuii. MaTtepuaiibl JTOJKHBI OBITh H3JIOKEHBI Ha BBICOKOM TEOPETHYECKOM YPOBHE, C
NPUMEHEHHEM TPAKTHYECKUX JaHHBIX, IPAMEPOB.

CryneHTaM peKOMEHAYeTCs HENpPEephIBHO NPOBOJUTH HAayuyHbIE HCCIIEAOBAHUS O]
PYKOBOJICTBOM TIpernogaBarens Kadeapsl o n30paHHON TeMe U TOTOBUThH COOOIICHUS Ha HAyYHbIE
KOH(pepeHIMH, cTaTbil B COOPHUK MOJIO/IBIX HCCIIeloBaTeIel U HaydHbIe XKy pHAIbI.

OOy4eHue CTyIEeHTOB C OTpaHMYEHHBIMU BO3MOXHOCTSIMHA OPTaHU3YETCS B COOTBETCTBUHU
¢ TpeboBaHUSIMHU «MeTOoIUYEeCKUX PEKOMEHAINI IO OpraHnu3alui 00pa3oBaTeIbHOIO Mpolecca
Uis  OOy4YeHHs WHBAIUAOB M JIMI] C OrPAaHUYEHHBIMH BO3MOXKHOCTSIMH 3]I0POBBSI B
00pa30BaTeNbHBIX OPraHU3alMIX BhICHIETO NMPO(ecCHOHAIBHOTrO 00pa3oBaHUs» OT «8» ampens
2014 r.

B ocBOeHHMU TUCHMIUIMHBI MHBAJIUAAMHU U JUIAMU C OFPaHUYEHHBIMH BO3MOKHOCTSIMHU
3/I0pOBbsl OOJBIIOE 3HAUEHHWE HMEET WHIUBUIyajbHas ydeOHas palboTa (KOHCYJbTal[UH) —
JIOTIOJTHUTEIbHOE pa3bsiCHEHUE Y4eOHOro MaTepuasa.

WupuBuayanpHble KOHCYJIBTAIMM IO TPEIMETY SBISIOTCS BaXKHBIM  (aKTOPOM,
CHOCOOCTBYIOLIMM MHAWBUAYAIN3ALUU O0YUYEHUS U YCTAHOBJIEHUIO BOCIUTATEIBHOTO KOHTAKTa
MEXIy IMperojaBaTesieM M OOYyYaroIIMMCs WHBAJIHIOM WM JIMIIOM C OrpaHUYCHHBIMHU
BO3MOYKHOCTSIMH 3/10POBbSI.
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7. MaTepuajbHO-TEXHUYECKOe oDecriedeHne Mo JUCHUIIHHE (MOIYJII0)

I[Io Bcem Bugam y4eOHOH [EATENBHOCTH B paMKax JUCIHUIUIMHBI HCHOJB3YIOTCS
ayJIMTOpUH, KaOMHETHI U JIA0OPATOPUH, OCHAIEHHBIE HEOOXOTUMBIM CHEIUAITU3UPOBAHHBIM U

71a00paTOPHBIM 000PYIOBAHUEM.

HaumenoBaHue crieriaabHBIX
TMOMeEILeHU I

OcCHAaIIIEHHOCTD CITEIUAIbHBIX
oOMeIIeHU I

HepequL JIMIOCH3HUOHHOI'O
MporpaMMHOTO obecreueHus

VYuebOHble ayJJUTOPHU ULt
MIPOBEACHUS 3aHATUH JEKIIMOHHOTO
THUIIA

Meo0enb: yueOHas meOeIb

Texuuueckue CpeacTBa o6yqu1/m:

9KpaH, POEKTOP, KOMIBIOTEP

Microsoft Office: Word; Excel;
PowerPoint.

YueOHbIe ayTUTOpUU s | Mebenb: yueOHas meOeIb Microsoft Office: Word; Excel,
MPOBECHUS sausTuil | TexHudyeckue cpeactsa obydenus: | PowerPoint.
CEMHUHAPCKOr0 THIA, TPYIMOBBIX M | 3KPaH, MPOEKTOP, KOMIBIOTED
HHIMBUIYAIBHBIX ~ KOHCYymbTanmit, | O6opymoBaHue:
TEKYIIETO KOHTPOJIS 5§
MIPOMEKYTOYHOM aTTECTAIUH
HJ'IH CaMOCTOSITEIbHOH pa6OTBI O6y‘laIOH_[I/IXCH npeayCMOTPCHBI IIOMCIICHU A,

YKOMILJIEKTOBAHHBIC CIEIMATN3UPOBAHHON MeOEeb0, OCHAIIICHHBIE KOMITBIOTEPHON TEXHUKOM C
BO3MOXKHOCTBIO MOAKIIOUEHUS K ceTu «HTepHeT» U obecrneueHueM J0cTyna B JIEKTPOHHYIO
UH(POPMALIMOHHO-00pa30BaTENBHYIO CPETy YHUBEPCUTETA.

HanMenoBanne nmoMemeHui OcCHaIIEHHOCTh TOMCIICHUH IS IlepedeHp NMLIEH3MOHHOTO
JUTSL CAMOCTOSATEIHHOM CaMOCTOSTENbHOM PabOTHI 00yUAIOIINXCS MPOrpaMMHOTO 00eCIeUeHHUS
paboTHl 00yYaIOIUXCS

ITomenienue i | Mebenb: yueOHas Mebenb Microsoft  Office:  Word;

camocrosaTenbHOM  pabotel | Kommekr — cneunmanusupoBaHHoi — Mmebenu: | Excel; PowerPoint.

oOyJaromuxcs (YUTaIbHBIA | KOMITBIOTCPHBIC CTOJIBI

3an HayuHoii OnbnuoTekn) O6opynoBaHre: KOMIBIOTEPHAs TEXHUKAa C

MOAKITFOUYEHUEM K HHPOPMALHOHHO-
KOMMYHHMKallMOHHON cetn  «MHTepHET» U
JIOCTYIIOM B 3JICKTPOHHYIO HH()OPMAIHOHHO-
obpa3oBaTeNbHyI0 Cpely  00pa3oBaTeIbHOM
OpraHu3alluy, BeO-Kamepsbl,
KOMMYHHUKAIIMOHHOE obopyoBaHue,
obecrieynBaroiiee JOCTyll K CETH WHTEPHET
(mpoBogHOE CcOeAMHEHHWE W OECIPOBOAHOE
coenunenue no rexuonoruu Wi-Fi)

ITomenienue i | Mebenb: yuebHas mebenb Microsoft  Office:  Word;

camocTosiTennbHON  pabotel | Kommiekt — crenmanusupoBanHoit — mebenn: | Excel; PowerPoint.

obyuyaromuxcs (ay. 417) KOMIIBIOTEPHBIE CTOJIBI

O6opynoBaHue: KOMIBIOTEPHAs TEXHUKa C
MOAKITFOUYEHUEM K HHPOPMALTHOHHO-
KOMMYHHMKallMOHHOM cetn  «MHTepHET» U
JIOCTYIIOM B 3JICKTPOHHYIO HH()OPMAIHOHHO-
00pa3oBaTeNpHYI0  Cpely  00pa3oBaTeIbHOMN
OpTaHU3aINH, BeO-KaMephl,
KOMMYHHKAIIHOHHOE o00opyoBaHue,
oOecrieunBaroImee IOCTYI K CETH HHTEPHET
(mpoBogHOE coemMHEHHWE U OECHpPOBOJHOE
coenuHenue no texuonorun Wi-Fi)
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