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HauMeHoBaHue yue6HOM pucuunanHbL: OpraHMsauMs M TEXHONOrUs [OKYMEHTALLMOHHOIO

obecneyeHus ynpasreHus.

U,eﬂb OCBOE€HMSA y|-|e6|-|oﬁ AUNCULUNJIUHDbL. OOCTMXKEHUE 3an/1IaHNPOBAHHbLIX Pe3y/ibTaTOB OCBOEHUS
06pa3OBaTeanoif1 nporpamMmmbl - ¢OpMMpOBaHMe YCTaHOBJ1I€HHbIX B 06pasoBaTeanoﬁ nporpamMMe

KOMMeTEeHLMN.

3apaum ocBOeHUs yYe6HOMU AUCLUIMJIMHDBI OOCTUXXEHUE 3aM/IaHMPOBaHHbIX B HacTosLLel paboyen
nporpamMme pesysibTaTOB OCBOEHUS OUCLUMNAUH - NpuobpeTeHne obyyaroLMMcs 3an1aHUPOBaHHbIX

3HaHWIA, yMEHUI, HABbIKOB.

MnaHupyemble pe3ynbTaTbl OCBOEHUS y4€6HOM AUCLLUNUHDI
O6yuatowmincs  pomkeH chopMupoBaTbh cregyloliMe pe3ynbTaTbl OCBOEHUS  OUCLUMIUHBI

«OpraH1saLmsa U TEXHONOrUsl BOKYMEHTALLMOHHOIo obecneyeHmns ynpaBneHus»:

3HaHusa: 3Haet npuHUKUNbI OpraHnsaumMm wmn TEXHONIOTMU [OOKYMEeHTAaUuMNOHHOro obecneyeHus
ynpasneHud, MeTogbl onTtuMmsaumm ﬂ,OKyMeHTOO60p0Ta, TpeGOBaHMﬂ K 3auumTe VIH(‘I)OpMaLI,MM B

O,O0KyMeHTalLMOHHOM obecnevyeHnun ynpasneHusd.

YMeHusa: BnapeeT HaBblkaMW MPOEKTUPOBAHUA CUCTEMbI OOKYMEHTALMOHHOro obecneveHus
ynpaBreHusi, BHeApeHUs coBpeMeHHbIX TexHonoruint OOY, obecnevyeHus 3awutbl MHGOPMaLUM B

npouecce paboTbl C 4OKYMEHTaMMU.

HaBbikn: YMeeT paspabartbiBaTb MHCTPYKLUM MO  OENONPOU3BOACTBY, aHalIM3NPOBaTb
5¢PEeKTUBHOCTL CUCTEMBbI AOKYMEHTOO6opoTa M npepnaraTb MyTM e€ CcoBepLUeHCTBOBaHMS,

NMPUMEHATb MeTOo4bl 3aLlLUTbI VIH(I)OpMaLl,VIVI B AOKyMeéHTaLLlMuOHHOM obecneyeHnun ynpasneHwus.

O6beM (TpyaoeMKocTb) yue6HOM AUCLUNNAUHDI: onpefenieH B y4ebHOM NnaHe o6pasoBaTesibHOM

nporpamMMmsl.

dopmMa NpoMeXyToOYHOM aTTecTauuMu No y4e6HOW AUCUMNNUHE ornpepgerneHa B y4eGHOM naHe

obpasoBaTenbHOM NPorpamMMsl.

TEKyI.IJ,VII‘;I KOHTPO/J/Ib YyCNEeBaeMOCTU OCyLLecCTBdeTCda nocpencrtBOM aHAaIMTUYECKOro oT4eTa

obyuvatouLerocs no AUCLUMNIIMHE.

CTpyKTypa u copep)XaHue y4ye6HOU AUCLLUIMJIMHDBI onpeaensaeTcs TeMaTUYeCKUM MNIaHoOM y4e6HoM

OUCLUMUMNAUHDI.

TemaTuveckuit nnaH y4e6HOMU AUCLUNMIINHDI
Tema N° 1: OcHOBHbI€ NOHATUS JOKYMEHTaLLMOHHOro obecrneyeHuns ynpasneHus
Tema N° 2: HopMmaTuBHo-npaBoBas 6asa OOY
Tema N° 3: OpraHusauusa paboTbl C BOKYMEeHTaMu
Tema N° 4: CocTtaBneHme n opopMrneHme opraHMsaLMOHHO-pPacnopsaAnUTENIbHbIX AOKYMEHTOB
Tema N° 5: CoctaBneHue n opopmneHme MHPopMaLMOHHO-CNPABOYHbIX JOKYMEHTOB
Tema N° 6: PaboTa c obpalLeHnsIMm rpaxaaH
Tema N° 7: CuctemMatmsauus gOKYMEHTOB

Tema N° 8: ApxmBupoBaHne JOKYMEHTOB



Tema N° 9: DneKTpPOHHbI AOKYMEHTOO60POT

Tema N° 10: CucteMbl 351eKTPOHHOIO A0KYMeHToo6opoTa

Tema N° 11: besonacHocTb uHpopmMauum B OY

Tema N° 12: ¥YnpaBneHne AoKyMeHTaumen B opraH1saL,mm

Tema N° 13: okyMeHTOO60OPOT B rocyfapCTBEHHbIX YHPEXAEHUSAX
Tema N° 14: JokyMeHTOO60pOT B KOMMEPHYECKMX OpraHU3aLLmax
Tema N° 15: TexHonornm o6paboTku AOKYMEHTOB

Tema N° 16: ABTOMaTM3aLMs OeNONPOU3BOACTBA

Tema N° 17: OnTMMmM3aums AoKyMeHToo6opoTa

Tema N° 18: KoHTponb MCMOMHEHNS AOKYMEHTOB

Tema N° 19: Pa6oTa c KoHUaeHuUManbHon nHpopMaLmen

Tema N° 20: 3awuTa nepcoHanbHbIX gaHHbIx B JOY

Tema N° 21: ®opMMpoOBaHME 3NIEKTPOHHOIO apXMBa

Tema N° 22: NMounck pokyMeHTOB

Tema N° 23: PaboTa c gorosopamu

Tema N° 24: PaboTa ¢ npoTokonamMu

Tema N° 25; PaboTta ¢ npukasamu

Tema N° 26: PaboTa c pacnopsieHusamu

Tema N° 27: PaboTa c akTamu

Tema N° 28: PaboTta co cnpaBkamu

Tema N° 29: Pa6oTa c nMcbMamu

Tema N° 30: PaboTa c goknagHbIMU U CryXXeBbHbIMU 3annckamm
Tema N° 31: Pa6oTa c 3asiBNeHnsiMmn

Tema N° 32: PaboTa c xano6amm

Tema N° 33: OpraHusaums genonponsBoaCcTBa B MasioM 6usHece
Tema N° 34: CoBpeMeHHble TeHAEHLL MU pa3BuTus JOY

Tema N° 35: MexxpgyHapopgHble cTaHpgapTbl JOY

Tema N° 36: D1uKa genosoro ob6weHus B OY

Tema N° 37: NpodeccrmoHanbHble KOMNETEHL UM cneumanucta JOY
Tema N° 38: AHanus adpdekTuBHoctn JOY

Copep)xaHue caMoCToATeNIbHOMU pa6oTbl O6yvalOLLMXCS MO YY4e6HOM AUCLUIN/IMHE: MOAroTOBKA K
3aHATUAM U3YyYHEeHUe TeopeTU4YeCKoro m™Martepuana, 4YTeHue y‘-leGHVIKOB n AonofHUTe1IbHbIX
UCTOYHUKOB, KOHCMEeKTUpoBaHMe; noarotToBka K I'IpOMe)KyTO'-IHOﬁ aTTectaumn; caMoctToaTesibHOe
n3yvyeHme pOonoJIHUTENbHbLIX MaTepuasnoB; aHalns U UHTepnpeTauusa AOaHHbIX — CcOCTaBieHue

QHANIMTUYECKOro oTYeTa O0by4varoLLerocs nNo AUCLMUNIMHE.

Ycnosus peanusaummu pa6éoueit nporpaMMbl AUCLLUMNJIUHDI

MaTtepuanbHo-TexHu4Yeckoe obecrneyeHMe  peanusauum  AUCLUMNIAUHbBI  COOTBETCTBYET
MaTepuanbHO-TEXHUYECKOMY obecrnevyeHuio, yKasaHHOMy B paspgene 3 obpasoBaTesibHOM

nporpamMmsil.



Yye6HOo-MeTOoaUuveckoe o6ecnevyeHue (3neKTpoHHble y4ye6HO-MeTopMUYEeCcKMEe MaTepuanbl)

OCBOEHUS y4e6HON AUCLLUMN/INHDI

DIeKTPOHHbIE yYebHble nspaHus

KyknuHa, E. H. OpraHusaums caMoctoaTenbHon pabotbl ctygeHTa / E. H. KyknuHa, M. A.
MasHuyeHko, . A. MywikuHa. — 2-e usp,, ucnp. u gon. — Mocksa : UsgaTtenbctBo HOpaiit, 2025. —
235 c. — (Bbicluee o6pasosaHue). — ISBN 978-5-534-06270-0. — TeKCT : 3MeKTPOHHbIA //
O6pasosaTenbHas nnatdopma KOpanT [cait]. — URL: https://urait.ru/bcode/562503

3opuHa, E. M. MeTanpegMeTHaa KoMneTeHuMs npenogasaTtenen n obyvatowmxcs / E. M. 3opuHa. —
Mocksa : UspaTtenbcteo FOpauT, 2025. — 130 c. — (Bbicluee o6pasosaHue). — ISBN 978-5-534-17997-

2. — TekcT : anekTpoHHbIM // O6pasosaTtenbHaa nnatdopma KOpanT [canT].

DneKTpPOHHblIE MeToAUYECKME U3[AHUS

MoTuBaLMsa CTYOEHTOB K OBYy4YeHMIO M BOCMUTaTeNnbHas gesaTenbHocTb — Mockea : MspaTenbcTBo
FOpait, 2023. — 1 c. — (FOpanT.AkagemMuns). — ISBN 978-5-534-14536-6. — TeKCT : 3/IeKTPOHHbIN //
O6pasosaTenbHas nnatdopma KOpant [canTt]. — URL: https://urait.ru/bcode/533252

MoTuBaumsa CTyAEHTOB K 0By4eHUio U npodeccuoHanbHoOMy pasBuTuio — Mocksa : U3pgatenbcTBo
FOpairt, 2022. — 5 c. — (lOpanT.AkageMus). — ISBN 978-5-534-14536-6. — TeKCT : 3NeKTPOHHbIN //
O6pasosaTenbHas nnatdopma KOpant [caitt]. — URL: https://urait.ru/bcode/509597

MHdbopMauuoHHOe obecriedyeHMe OCBOEHUSI Y4e6HOM [AUCLUNMUHbI npeacTaBnseT cobok
nepeyeHb MHPOPMALMOHHBIX TEXHOMOIMMK, UCMOJb3yEMbIX MPU OCYLLLECTBIIEHUN 06pPa30BaTENbHOro
npouecca, BK/IO4Yasi MepevyeHb MNporpaMMHoro obecneyeHuss U MHPOPMALMOHHDBIX CMPABOYHbIX

cucTem.

Kaxpgbin  obydarowmincss obecnedunmBaeTcs WHOMBUAYANbHBIM  HEOFPaAHUYEHHbIM  OOCTYNoM K
3NEeKTPOHHO-6M6MOTEYHON  cucteMe  (LmdpoBoit  (anekTpoHHOMN) 6ubnuoteke) «HOPAUT»
(https://urait.ru/), copepxawieit nspaHus yue6HO-MEeTOAUYECKON U MHOWN NUTEPaTYpPbI.

Kaxpgbit  obyvarowmincss obecneunmBaeTcs WHOMBUAYANbHBIM  HEOFPAHUYEHHbIM  OOCTYNoOM K
depepanbHoii rocypapcTBeHHOW MWHPOPMAUMOHHOM cucTteMe «HauMoHanbHAs 3NeKTPOHHas

6ubnuoteka» (https://rusneb.ru/).

CocTtaB Heo6xoAMMOro KOMMJIEKTa JIMLLEH3MOHHOTO UM CBO60AHO pacnpocTpaHsaeMoro
nporpaMMHoOro obecne4yeHus, B TOM 4YucC/ie OoTe4YecTBEHHOro npoussopcTea: AHpekc bpaysep
(peectpoBasi 3zanmcb N°3722 ot 23.07.2017 B e€AuHOM peecTpe POCCUNCKUX MporpamMMm ans
SMEeKTPOHHBIX BbIMMCMUTENbHbLIX MaWuH M 6a3 pgaHHbix); SAHpekc.Tenemoct (peectpoBasi 3anucb
N°13556 ot 20.05.2022 B eguHOM peecTpe pPOCCUNCKMX MpPOrpaMM pOfs  3MeKTPOHHbIX

BbIYMUCIUTENbHbIX MAaLLUMH U 6a3 FI,aHHbIX)

SnekTpoHHble MHPOPMaLMOHHbIE pecypcbl (pecypcbl MHPOPMALLMOHHO-TENEKOMMYHUKALMOHHOM

ceTn «MIHTepHeT»):

- CocTtaB coBpeMeHHbIXx npodeccuoHanbHbixX 6a3 JaHHbIX
depepanbHas cnyxba rocygapcTeeHHon ctatuctukm (https://rosstat.gov.ru/)

OTKpbITble gaHHble Poccun (https://data.gov.ru/)



Cratuctuueckuin Otgen OpraHusaumn O6beanHeHHbix Hauun (United Nations Statistics Division)
(http://data.un.org/)
basa gaHHbix KOHECKO (https://www.unesco.org/en/key-data)

- CocTaB MH$POPMAL,MOHHbBIX CMIPABOUHbIX CUCTEM

Basa 3HaHuM OTKpbITOro npasutenscrea (http://wiki.ac-forum.ru/)

Bbicluas aTTecTauMoHHas KOMUCCUS NP MUHUCTEPCTBE HaYKM U BbicLuero obpasoBaHust Poccriickom
depepauum (https://vak.minobrnauki.gov.ru/main)

Poccuiickuin poHp, dyHaamMeHTanbHbix uccneposannin (https://www.rfbr.ru/)

OdurumanbHbI MHTEPHET-NopTan npasoBoin MHpopmMauun (FocypgapcTBeHHas cucTeMa MpaBoOBOM
uHudopmaumm) (http://pravo.gov.ru/)

CucTtema obecrieyeHus 3akoHogaTenbHon geatenbHoctu (https://sozd.duma.gov.ru/)

CobpaHue 3akoHogaTtenbcTBa Poccuinckon Gegepauum (https://www.szrf.ru/)

locypapcTBeHHasi aBTOMATM3MpPoOBaHHAas cuctema Poccuiickont depepauun «Mpasocypgue» (FAC
«MpaBocyaue») (https://sudrf.ru/)

HopMaTuBHble npaBoBbie akTbl B Poccuiickon depepaumn. MUHUCTEPCTBO OCTUMUMM Poccuinckon

depepauuu (http://pravo.minjust.ru/)

- UHble MHPOpMaLUOHHDbIe pecypcbl - UHPOPMALLMOHHbIE Pecypcbl OPraHOB FroCyAapCTBEeHHOM
BnacTm

MpesngeHT Poccnm (http://kremlin.ru/)

MpasuTtenbcteo Poccuu (http://government.ru/)

MUHUCTEPCTBO HayKu 1 Bbiciero obpasosaHus PP (https://www.minobrnauki.gov.ru/)
MuHucTtepcteo npocseweHua PO (https://edu.gov.ru/)

MuUHUCTEPCTBO SKOHOMUYECKOro pa3Butus Poccninckon Pepepaumm (https://www.economy.gov.ru/)
MUHUCTEPCTBO LUDPOBOro pasBUTUS, CBSI3M N MACCOBbIX KOMMYHUKauuin Poccuiickon depepauum
(https://digital.gov.ru/)

- UHble MHPOPMaALMOHHDbIE pecypcCbl - NEPUOANYECKUMMU U3AAHMS
TACC (https://tass.ru/)

PUA HOBOCTM (https://ria.ru/)

KommepcaHTb (https://www.kommersant.ru/)

RT (https://rt.com/)

- UHdpopMaLMOHHbIE MOUCKOBbIE CUCTEMDI
Anpekc (https://ya.ru/)
MAIL.RU (https://www.mail.ru/)



