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Pabouast mporpamma auctumuinHbl «OpraHu3alinOHHO-UH(GOPMAIIMOHHOE 00eCTICUeHNE
JeSITeIbHOCTH PYKOBOJUTENS» COCTaBIIEHA B COOTBETCTBHHU C TPEOOBAHUAMMU:

- @enepa’abHOrO roCyIapCTBEHHOTO 00pa30BaTeIbHOIO CTAaHAApPTa BBICHIETO 00pa3oBa-
HUS 10 HampasieHuio noarotoBku 46.03.02 JlokyMeHTOBEIEHHUE W apXHWBOBEACHHE (YPOBEHB
OakanmaBpuaTa), yTBEp»KaeHHOro nmprukazoM Munobpuayku Poccun ot 06.03.2015 Ne 176;

- Ilpukaza MunoOpHayku Poccum «OO06 yrBepxkaeHuu llopsaka opraHu3amud U OCy-
HIECTBJICHUSI 00Pa30BaTEIbHON JESATEILHOCTH MO 00pa30BaTEIbHBIM MPOTrpaMMaM BBICIIETO 00-
pa3oBaHUs — MporpaMMaM OakanaBpuaTa, MporpaMMmam CIeUalIuTeTa, IporpaMmmaM MarucTpa-
Typs» 0T 05.04.2017 Ne 301;

- yuebHoro miana ['OY BO «Komu pecmyOinMKaHCKash akaJeMus TOCYJapCTBEHHOMN
cyxObl U ympaBneHus» mno HampaieHuro 46.03.02 JIokyMEHTOBEJACHHE W apXUBOBEICHHC
(ypoBeHb OakamaBpuara) HaIlpaBIeHHOCTh (NMpodmiib) «JlOKyMEeHTalMOHHOE o0ecreyeHne
yIIPaBJICHUS.

© Komu pecrybnukaHcKasi akaieMust
rocyaapCcTBeHHOM ciTy>k0bI 1 yripaBnenus, 2020
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1. Leaun u 3a1a4n y4eOHOI AUCHUTIMHBI

1.1. I{enw uzyuenus yueonoii oucyuniunvl
[lenp ocBoeHUs MUCHUIUIMHBI «OpraHu3alMOHHO-HH(POPMAIIMOHHOE O0OecreueHnue Jes-
TEJILHOCTH PYKOBOIMTENS» — U3y4EHHE OCHOBHBIX INPHHIIUIIOB OPraHU3alud ¥ COBPEMEHHBIX
TEXHOJOTHH 3(h(HEKTHBHOTO OPTaHU3AIMOHHOTO U WH()OPMAIIMOHHOTO 00ECTICUeHUs ICATEIHHO-
CTH PYKOBOJHTEIIS €ro ceKkperapeM (IIOMOIITHHKOM).

1.2. 3a0auu yueoHot Oucyuniunsl

3anayn OCBOCHUS AUCUHUILTHHBI «OpraHn3alnoHHO-MH(GOPMAIIMOHHOE 0OecliedeHune aesi-
TETHHOCTU PYKOBOIUTEIISI.

— paccMOTPETh UCTOPHUIO PA3BUTUS U MPABOBBIEC ACTIEKTHI CEKPETAPCKOTO AEIOMPOU3BO/I-
ctBa B Poccum,

— BBISIBUTh OCHOBHBIEC (DYHKIIMU U JOKHOCTHBIE 00SI3aHHOCTH MOMOIIHUKA PYKOBOIUTE-
7,

— JaTh 3HAHUS B O0JIACTH JOKYMEHTHOTO COIMPOBOXKJIEHUS NIEATEIHHOCTH MOMOIIHHKA
PYKOBOJUTEIIS U €r0 0€3I0KYMEHTHONH KOMMYHUKAIIHH;

— U3y4YUTh TPEOOBAHUS K OPraHU3ALMU CEKPETAPCKOTO OO0CITYKUBAHMUS,

— 00y4YUTh HaBbIKAM OPTraHU3aLUU CEKPETAPCKOT0 0OCIYKUBAHUS .

1.3. Buowi komnemenuuii, hopmupyemolie 6 pe3yibmame 0C60eHUA OUCUUNTIUH DL

Nzyuenne aucuumiuabl «OpraHu3aliioOHHO-HH(POPMAIIHOHHOE 00ecIiedeHre AesTebHO-
CTH PYKOBOJUTEIISD» HAMNPaBICHO HA (POPMUPOBAHUE CIETYIOIINX KOMIIETEHIINMN:

1) o6menpodeccroHanbHbIE:

— OIIK-6 — criocoOHOCTh pemaTh CTaHIAPTHBIC 3aa9u MPO(ECCUOHATBLHONU e TeIIbHO-
CTH Ha OCHOBE MH(pOpPMAIMOHHON U OubIHorpaduyeckoil KynbTyphl ¢ IpUMEHEeHHEM HHpOpMa-
[IHOHHO-KOMMYHHMKAIIMOHHBIX TEXHOJOTUH M C YYETOM OCHOBHBIX TpeOoBaHUN HHGPOpPMAIIMOH-
HOI 0€30ITaCHOCTH;

2) mpodeccuoHaNbHEIE:

— IIK-14 — BrnajeHne HaBBIKAMHM UCIOJIB30BaHUS KOMIBIOTEPHOW TEXHUKU U HH(POpMa-
[IMOHHBIX TEXHOJOIHH B TOKYMEHTAlMOHHOM 00ECIICUEHUH YIIPaBJICHUS U apXUBHOM JIETIE;

— [IK-16 — BnajmeHue mpaBWIaMH JKCIUTyaTallUd TE€XHUYECKUX CPEACTB U CIIOCOOHOCTH
UCIIOJIb30BaTh TEXHUYECKHE CPEACTBA B JOKYMEHTAIIMOHHOM OOECIEeUEHUU YIPaBICHUS U ap-
XUBHOM JIEJIE;

— T1K-19 — cniocoOHOCTB UCTIONB30BaTh MPaBUIIa MOITOTOBKH YIPABICHYECKUX JOKYMEH-
TOB U BEJICHUS JIEJIOBOM MEPENUCKH;

— [IK-25 — BmajseHne HaBBIKAMU MOATOTOBKH YIIPABICHUYCCKUX JIOKYMEHTOB W BEJICHUS
JIEJIOBOM IIEPEIUCKHU.

1.4. Mecmo oucyunnunst ¢ cmpykmype 00pazoeamenbHoll RPOZPAMMBbL:

JuctmmumHa «OpraHn3alinoHHO-HH(OPMAIIMOHHOE O0ecrieueHue IesTeIbHOCTH PYKO-
BOJIUTENIS» SBISETCS 00s3amenbHoll s U3y4eHUs, OTHOCUTCS K 8apuUamuéHol 9acTu mporpam-
MbI brioka 1 «/lucuurmmmab! (MOTYIH)».



2. TpeGoBaHusi K pe3yJibTaTaM OCBOCHHA

Y4eOHOM I CIUIIINHbBI

B pesynpraTe nzydeHus aucuuiuiHbl «OpraHu3aimoHHO-UHGOPMAMOHHOE obecrieye-
HUE JEATEIbHOCTH PYKOBOIUTENS» 00yUYaOIIUecs TOHKHBI OBIAACTh CICAYIOIIMMU 3HAHUSIMH,
YMEHHUSIMH U HaBBIKH, COOTHECEHHBIMH C IUITAHUPYEMBIMU pPE3yJbTaTaMH OCBOCHMsI 0Opa3oBa-

TEJILHO! IIPOIPAMMBI:

®opmupyeMble
KOMIIeTeHIUH
(kox, comepxaHue
KOMITCTCHIIHH )

I[lnanupyemsble pe3yabTaThbl 0CBOCHUS
Y4eOHOM TUCHUNJIMHBI

3HATH

YMmernb

Biaagern

Oowenpogpeccuonanvnovle KOMnemeHyuu

OIIK-6 — crioco0-
HOCTh peliaTh CTaH-
JapTHBIE 3a/1a4U
npodecCuOHAIbHON
JESITEIbBHOCTH Ha OC-
HOBE UH(POPMALIMOH-
HOU u Oubamorpadu-
YECKOM KYJIBTYpHI C
MPUMEHEHUEM WH-
dbopmMaroHHO-
KOMMYHHKAIIHOHHBIX
TEXHOJIOTHH U C y4de-
TOM OCHOBHBIX Tpe-
6oBaHuii nHpoOpMa-
IIMOHHOM Oe30macHo-
CTH

pelieHus CTaHaapT-
HBIX 3a/1a4 mpodec-
CHUOHAJILHOU Jies-
TEJBHOCTH TTOMOII-
HUKA PYKOBOJUTENS
C IPUMEHEHUEM WH-
(dhopMaIMoHHO-
KOMMYHHKAITHOHHBIX
TEXHOJIOTHi1, B TOM
4yucie paboTarthb ¢
pa3IMYHBIMH UCTOY-
HUKaMU HH(pOpMa-
iy a7 3QHEeKTuB-
HOTO OpTaHu3aIu-
OHHOTO U UHpOpMa-
LIMOHHOT O o0ecre-
YEeHUsI IeATEITHbHOCTH
pykoBoauTens (co-
CTaBJISITh aHAJUTH-
YeCKHe CIpaBKH, Op-
TaHU30BBIBATH JEIO-
BYIO KOMMYHHKAIIHIO
U JIp.), OPTaHU30BBI-
BaTh KOMaHIHPOBKU
pykoBoauTtens (6po-
HUPOBaHUE OUIIETOB,
TOCTHUHHII U T.]I.)

HCIIO0JIb30BaTh pe-
IICHUS CTAaHIAPTHBIX
3aa4 npodeccuo-
HaJIbHOM JIeATEIILHO-
CTH ITIOMOIIHUKA
PYKOBOJIUTEIS C
MPUMEHEHHUEM UH-
(dhopmarmoHHO-
KOMMYHHUKAIIMOHHBIX
TEXHOJIOTHH

CIOCOOHOCTBIO PeIIaTh
CTaHJapTHbIE 3a7jaun
npogeccuoHaIbHOM Jes-
TEJIbHOCTH ITOMOIIHUKA
PYKOBOAMTEIS C IpUMeE-
HEHUEM MH(OpMaIOH-
HO-KOMMYHMKAIlMOHHBIX
TEXHOJIOTUH

Hp0¢€CCMOHaJ1bele KomnemeHnuuu

Buo oesmenvnocmu.: mexnonocuueckas

[1K-14 — Bnanenue
HaBbIKAMH UCIIOJIb-
30BaHUS KOMITbIO-
TEPHOU TEXHUKU U
WH(OpPMaAITMOHHBIX
TEXHOJIOTUM B JOKY-
MEHTallHOHHOM
00eCTeYeHnn ynpaB-
JICHUS U apXUBHOM

CIocoObI OpraHun3a-
LMY TOBCEHEBHOM
JIeATETLHOCTH PYKO-
BOJUTEJISI C UCTIONb-
30BaHUEM KOMIIBIO-
TEPHOU TEXHUKU U
WH(}pOpPMaAITMOHHBIX
TEXHOJIOTHI, B TOM
Yuclie AJis BeJCHUS

OpraHU30BBIBATH T10-
BCEJIHEBHYIO JIesl-
TEITBHOCTh PYKOBO-
JIUTENS C UCTIOJIB30-
BAHMEM KOMIIBIO-
TEPHOU TEXHUKU U
WH(pOpPMaAITMOHHBIX
TEXHOJIOTHUH, B TOM
YuCIIe ISl BEACHUS

HaBBIKAMH OpTaHU3AINH
MOBCEHEBHOM J€SATENb-
HOCTH PYKOBOJUTEIS C
UCIIOJIb30BAHUEM KOM-
MbIOTEPHON TEXHUKHU U
UH(POPMALIMOHHBIX TEX-
HOJIOTHI, B TOM YHCIIE
JJIA BEJICHUS NCIIOBOMU
NEPENUCKH, OPraHn3alun
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Ieiie

JIETTOBOM MEPENHCKH,
OpraHu3aluu Jeio-
BBIX MOE3/10K PYKO-
BOJIUTEJISI, IpUEMa
MOCETUTEJICH U JAP.

JIETTIOBOM MEPETUCKH,
OpraHu3aIu Jeno-
BBIX MOE3I0K PYKO-
BOJIUTEJIS, IPUEMa
MOCETUTEJICH U JAp.

JIETIOBBIX TIOE3I0K PYKO-
BOJIUTEIS, IpHUEMa Toce-
TUTEJICH U Jp.

[1K-16 — Binanenue
MPaBUJIAMH DKCIUTya-
Talolu TEXHUYCCKUX
CPEJICTB M CIIOCOOHO-
CTBIO UCIIOJIL30BaTh
TEXHHYECKUE CPe/I-
CTBa B IIOKYMCHTa-
[IHOHHOM o0ecIieue-
HUMU YIIPABIICHUA U
aApXHUBHOM JIejIe

OCHOBHBI€E I'PYIIIIbI
OPI'TEXHUKH; ITPaBU-
J1a DKCILTyaTaluu
TEXHUYECKUX
CPENCTB, UCIOJb3Y-
€MBIX B I€ATEIbHO-
CTH IIOMOILIHUKA PY-
KOBOJUTES

UCII0JIb30BaTh TEX-
HUYECKHUE CpeACTBa
B JICATEILHOCTH TO-
MOIIHUKA PYKOBO-
AT

IIpaBWJIaMU dKCIUTyaTa-
UM TEXHUYECKUX
CPEICTB, HUCIIOJIb3yEMbIX
B 1€ATEJIBHOCTH IIOMOIII-
HUKA PYKOBOJUTENS

ITK-19 — crioco0-
HOCTb MCII0JIb30BaTh
HpaBI/IJIa IIOATOTOBKHU
YIPaBJICHYECKUX J10-
KYMGHTOB 1 BCACHUA
JICIIOBOM MEePEUCKU

MpaBUJIa MOJATOTOBKH
1 COCTaB PEKBU3UTOB
YIPaBJICHYECKHUX
JIOKYMEHTOB, HEOO-
XOAUMBIX JIA Opra-
HHU3alLMU IIOBCE-
JHEBHOHU JEeATEILHO-
CTU PYKOBOJUTENS,
npreMa noceTUuTe-
JIel, TOATOTOBKHU
COBELIaHUH, OpraHu-
3alluy JAEI0BOH IO-
€3/IKU PYKOBOJUTE-
JIs, BEIGHUS JIEIO-
BOU MEPENUCKH U JIP.

UCIIOJIB30BaTh Ipa-
BUJIA TOATOTOBKHU
YIPaBICHUYECKUX
JIOKYMEHTOB U BeJie-
HUS JICJIOBOM Tepe-
MUCKH

CITOCOOHOCTBIO UCITOJIb-
30BaTh MPaBHUIIA MO0~
TOBKH yIPABICHYECKUX
JOKYMEHTOB U BEJICHUS
JIEJIOBO MEPENUCKHU

[IK-25 — Bnanenue
HaBBIKAMH IIOATO-
TOBKHU yTIpaBJeHYE-
CKHX JIOKYMEHTOB U
BEAECHMS JETOBOM
TIEPETTHCKU

BUJIbI, PA3HOBU/THO-
CTH, 0COOEHHOCTH U
npaBuia opopmie-
HUS yIpaBJieHYe-
CKUX JIOKYMEHTOB,;
NpaBUjIa BEJCHUS
JIEJIOBOM NEPENUCKHU

COCTAaBJIATh Pa3JINy-
HBIE BUJIbI YIIPAB-
JIEHYECKUX JOKY-
MEHTOB U JE€JIOBBIX
IIHACEM

HaBBIKAMMU IOJATOTOBKHU
YIPABJIEHYECKUX JTOKY-
MEHTOB U BEJEHUS JEJ0-
BOM NIEPENUCKH




3. O0béM yueOHOI THCIIUNTHHBI

Ounasn gopma o0yueHus
JlucuumuinHa peanusyercs B 2-X ceMecTpax:
1 cemecmp peanuzayuu

Buabl yuedHoii padoThI

Pacnpenesienne yue0HoOro

BpeMeHH
Konmakmmnasa paboma 36,3
AyIuTOpHBIE 3aHATHUS (BCETO): 36
Jexyuu 18
Ilpakmuueckue 3anamus 18
Jlabopamopnule 3ansmus
[TpomexxyTouHasi aTTecTanus 0,3
Kouncynomayus nepeo sxsamenom 0
Ox3zamen
3auem
Koumponvnas paboma 0,3
Pyxosoocmeo kypcosoil pabomoii
Camocmoamenvnasn paboma 35,7
Camocmosmenvras paboma 6 meyeHue cemecmpa 32,7
Tloocomoska kKoHmMpoaLHOU pabomoi 3

Hanucanue xypcosoii pabomot

Ilooeomoska x npomeofcymouﬂoﬁ ammecmayuu

Bup Tekyiei arrecranuu

KOHTpOJIbHAs paboTa

Oowan mpyooémkocmop OUCYUNIAUHDBL:

qacwel

72

3ayémmvie eOUHUYbL

2 cemecmp peanuzayuu

Buabl yuedHoi1 padoThI

Pacnpenesienne yueonoro

BpeMeHH
Konmaxmmnasn paboma 20,35
AynutopHbI€ 3aHATHS (BCETO): 18
Jlexyuu 10
Ilpakxmuueckue 3anamusl 8
Jlabopamopnule 3ansmus
[TpomexyTouHas aTTecTanus 2,35
Koncynemayus nepeo sxzamenom 2
Dx3amen 0,35
3auem
Pyxosoocmeo kypcosoii pabomoii
Camocmosmenvnas paboma 87,65
Camocmosmenvras paboma 8 meyeHue cemecmpa 51,65
Hanucanue xypcosoii pabomot
Iloocomoska k npomexcymoyrou ammecmayuu 36
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Bun Texyiuen arrecranuu

KOHTpOJIbHAsA paboTa

Oowas mpyooémkocmes OUCUUNTUHDBL:

qacwol

108

3ayémmbvie eOUHUYbL

3aounas popma 00yyeHUs
Jucnuminza peanu3yercs B 2-X CECCHUSIX

1 ceccun
Buabl yueoHoii padorhi Pacnpenesienne yue0HoOro
BpeMeHH
Konumaxkmmnan paboma 18,3
AynuropHble 3aHATHS (BCETO): 18
Jlexyuu 8
IIpakmuyeckue 3ansamus 10
Jlabopamopnuvle 3anamus
[TpomexyTouHas arTecTanus 0,3
Koncynemayus nepeo sxzamenom 0
Oxzamen
3auem
Konmponvnas paboma 0,3
Pyxosoocmeo kypcosoii pabomoii
Camocmoamenvnas paboma 89,7
Camocmosmenvras paboma 8 meyeHue cemecmpa 86,7
Iloozomoska koHmponbHOU pabomul 3

Hanucanue xypcosoii pabomot

Tlooeomoska k npOM@.?nymOllHOIZ ammecmayuu

Bup texymen arrecranuu

KOHTpOJIbHast paboTa

Oowan mpyooémkocmop OUCYUNIAUHDBL:

yacwl 108
3auémHule eOUHULYbL 3
2 ceccus
Buabl yuebnoii pacorsi Pacnpenesienue yue0HoOro
BpeMeHH
Konmaxkmmnan paboma 2,35
AynuropHble 3aHATHS (BCETO): 0
Jlexyuu
IIpakmuyeckue 3ansimus
Jlabopamopnule 3anamus
[TpomexyTouHas aTTecTanus 2,35
Koncynomayus nepeo sxzamernom 2
Oxzamen 0,35
3auem
Pyxosoocmeo kypcosoii pabomoii
CamocmoamensHnan paboma 69,65




Camocmosmenvras paboma 6 meyeHue cemecmpa 60,65
Hanucanue xypcosoii pabomol
Iloocomoeka Kk npomedcymouHol ammecmayuu 9
Bup Texymiei arrecranuu
Oowas mpyooémkocms OUCUUNTUHDBL:
yacwl 72
3a4émHvle eOUHUYbL 2

4. Conepsxkanue TeM y4eOHOW TUCUMIIIMHBI

HanmenoBanue TeMbl y4eOHOM
JAUCHHUILIMHBI

Conep:xanue TeMbl

Tema 1. OpraHuzaluoHHO-
MIPaBOBBIC ACIMEKTHl JIEATEIbHOCTH
MOMOITHHUKA PYKOBOIUTEIS
(TIK-19, TIK-25)

JIOJPKHOCTHAST UHCTPYKIIMSI TOMOIIIHUKA PYKOBOAUTEIS.
OcHOBHbIE NPUHLUIIBI COCTABJIEHUS J0JKHOCTHON MH-
CTPYKLIMU COTPYAHUKA C PYHKIHMOHATBHBIMH 00S3aHHO-
CTSIMH CEKpeTapsl

Tema 2. Kpanudukanuonsasie Tpe-
OoBaHUs, IPEABIBIIEMBIC K CEKpe-
Tapro, MOMOIIHUKY PYKOBOJUTEIS,
ouc-menemxepy (OITK-6)

Cekperapckas cinyx6a B Poccuu nepuoja npukasHoro Jie-
Jonpou3BojicTBa. Pa3Butue cexkperapckoit ciyx0Osl B Poc-
cun XIX — nauane XX Beka. Opranuzanusi CEeKpeTapcKoro
nena B CCCP. Kpanmudukanuonnsie TpedoBanus. JlenoBsie
U JINYHBbIE KAa4eCcTBa, HEOOXOAMMBIE MOMOIIHUKY PYKOBO-
autens. O0mue yepTsl U pazauyusi B PYHKIUAX CEKpeTa-
psi, MTOMOIIIHUKA-PYKOBOAMTENS, Ohric-MEeHEeKEepa.

Tema 3. Opranuzanus NOBCEIHEB-
HOM NI TEIbBHOCTH PYKOBOJUTENS
(OIIK-6, TIK-14, TIK-19, TIK-25)

OO0s13aHHOCTH CceKpeTaps 1O OpraHu3aluu padoThl PYKO-
BoauTena. CocTaBieHUe IUIaHa JTHS PYKOBOAMTEINS, B TOM
YHUCJIC B IPUMCHCHHUEM I/IH(l)OpMaIII/IOHHI)IX TEXHOJIOTHH

Tema 4. Opranuzanus npuema mo-
ceTuresnein
(OIIK-6, ITK-14, TIK-19, I1K-25)

Benenne >xypnHana ydera mocetuTeseii B OyMakKHOH U
anekTpoHHou (opme. [IpaBuia BcTpeuw, mojmayu yas u
Kode

Tema S. [IpoBeneHue coBellaHni
(OIIK-6, TTK-14, TTK-19, [TK-25)

OpraHI/I3aHI/I${ COBCIIaHHA. CocraBiicHHE TOBECTKH JHA.
Benenne KpaTKOro u noJIHOTO MPOTOKOJIa COBCACHUA

Tema 6. [JokyMEHTHpOBaHHE IIO-
BCEJIHEBHOMU JI€ATETbHOCTH
(OIIK-6, T1K-14, TIK-16, TTK-19,
[1K-25)

ITogroroBka nenoBeIX muceM, Tenerpamm. Iloaroroska u
pa3MHOXEHHE HEOOXOAUMBIX JOKYMEHTOB. JKypHanbHas U
aBTOMATHU3MPOBAaHHAs pPETUCTpalus JTOKyMEHTOB. KoH-
TPOJIb 32 CPOKAMM HCITOJIHEHUS TOKYMEHTOB M MTOPYYEHUN
PYKOBOAMTEIIS

Tema 7. Opranuzanus IeJIOBBIX
M0E30K PYKOBOJUTENS
(OIIK-6, TTK-14)

BrisBieHne Tuma NETOBOM TMOE3NKH, MOKYMKa OWIIETOB,
3aKa3 TOCTUHHIIBI yepes MH(OPMAIIMOHHO-
KOMMYHHUKAIMOHHBIE ceTH. OdopmileHne ITOKyMEHTOB,
HE0OXOIMMBIX JJI1 KOMaHAUPOBKU

Tema 8. be3nokymeHTHass KOMMY-
HUKAIHS
(OIIK-6, I1K-16)

[IpaBuna Benenus TeneGoHHBIX pa3roBopoB. OdopmiieHne
Tes1e(hOHOTpaMMBbI

Tema 9. [IpuMeHeHre HOBBIX TeX-
HOJIOTUU OpraHu3aluOHHO-
UH(POPMALIMOHHOTO  O0eCIeYeHuUs
JEeSITEIbBHOCTH PYKOBOAUTENS
(OIIK-6, I1K-14, IT1K-16)

OneKTpOHHbIE OpraHaizepbl. ABTOMATU3UPOBAaHHBIE CH-
CTEMBI JEJIONPOU3BO/ICTBA, TEXHUUECKUE CPENCTBA, HEOO-
XOJIMMBbIE€ TOMOUTHUKY PYKOBOJUTES




5. Y4eOHo-MeTOAMYeCKOEe U HH(POPMALIMOHHOE o0ecTiedeHre Y4eOHOH TUCIMIINHBI

5.1. Ocnosnaa rumepamypa:

1. JIykam, FO.A. BeiTh cekperapem pykoBomutens ¢pupmsl / FO.A. Jlykam. — 2-e u3f.,
crep. — Mocksa : M3narensctBo «@nuHTtan, 2017. — 98 ¢. — Pexxum octyna: no moimnucke. —
URL: http://biblioclub.ru/index.php?page=book&id=114956.

2. Canek, M.O. Opraau3aiiioHHO-HH(POPMAIIMOHHOE 00eCTIeYeHUE JAEITeIbHOCTH PYKO-
BoauTeNs : yueo.-meto. mocodue / M. O. Canek ; Komu pecnyOaukaHckas akaji. roc. Cly>XObl 1
ynpasnenus . — CeikTbiBKap : U3n-so KPAI'CuY, 2014. — 72 c.

5.2. /lononnumenvnas numepamypa:

1. T'anycroBa, O.B. Cekperapckoe aeno: Koncnekr neknuii / O.B. 'anycroBa. — M. : A-
[Tpuop, 2011. — 127 c. — (Koncnekt nexkuuil. B nomouns crynenty). — Pexxum noctyna: mno noa-
nucke. — URL: http://biblioclub.ru/index.php?page=book&id=72702.

2. lemun, FO.M. Cexkperapckoe nenno: yHHBepcainbHbIN cripaBounuk / FO.M. [lemun. —
M. ; bepnun : lupexr-Menua, 2014. — 321 c. : puc., Tabn. — Pexxum gocTymna: mo moamnucke. —
URL: http://biblioclub.ru/index.php?page=book&id=253658.

3. Jlazapes, K. IIpodeccuss — MOMOIIHUK PYKOBOAUTENS: MPUEMbI «BBICIIETO MHJIOTA-
xa» / K. JIazapes ; pen. H. HapuuccoBa. — M. : Anbnimaa [Tabmumiep, 2016. — 144 c. — Pexxum
nocryna: o noamucke. — URL: http://biblioclub.ru/index.php?page=book&id=279825.

4. Poroxun, M.}O. HacrompHas KHUTA CEKpeTapsi: IOATOTOBKAa JOKYMEHTOB /
M.IO. Poroxun. — M. ; bepaun : upekr-Menua, 2014. — 363 c. : wn. — Pexxum gocryna: mno
noxamnucke. — URL: http://biblioclub.ru/index.php?page=book&id=253707.

5.3. Dnekmponno-oubauomeunan cucmema:

1. DnexTpoHHO-OMOMMOTEYHAsT cucTeMa «YHUBEPCUTETCKas OuONMOTeKa OHIIAMHY
(www.biblioclub.ru).

2. HarnmonanbHas snektpoHHas oudanoreka (https:/H30.pd).

5.4. Ilpogpeccuonanvhnvie 6a3vl OAHHBIX, UHPOPMAUUOHHO-CRPAGOUHDLE U NOUCKOBbIE
cucmemol:

1. CopaBouHo-nipaBoBas cucteMa «l'apanT».

2. CmpaBouHo-nipaBoBas cucteMa «Koncynbrant [lnrocy.

3. DNeKTpOHHO-OMONMOTeYHast CHCTeMa «YHHBEPCHTETCKas OHOIMOTeKa OHJIAH»
(wwwe.biblioclub.ru).

4. Hayunas snektponHast oudanoreka (www.e-library.ru).
5. HanmonanbHast anektponHas oudmuoreka (https://H36.pb).

5.5. Pecypcol ungpopmayuonno-meneKOMMyHuUKauuonnou cemu «Mnmepuemy:
IToptan PRO-genonpousBoactBo. XXypHan /Ui pyKOBOAUTENEH, CEKpeTapen, Aeonpo-
usBomureneit (https://www.sekretariat.ru/)
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6. CpencrBa ofecrnieyeHHsi 0CBOCHHS Y4eOHOM THCIUTIMHBI

B yueGHOM mporecce mpu peanuzanuu yuyeOHOH auciumiuHbl «OpraHu3alnnoHHO-
UHPOPMAIIMOHHOE 00ECTICUCHHE JICATEIIbHOCTH PYKOBOJUTEIIS» UCIOIB3YIOTCS CICAYIONINE UH-
(dbopMaImoOHHBIE TEXHOJIOTHH, IIPOTPAMMHOE o0ecrieueHrne U HHPOPMAITMOHHO-CIIPABOYHBIC!

Hugpopmayuonnvie mexnono-
2uu

Ilepeuens npozpammnozo obecneyenus u UHGoOpMayuoHHbIX
CHPAGOYHBIX CUCHEM

OducHelil maker i paboThI C
JOKYMEHTaMHU

Microsoft Office Professional
LibreOffice

HNHudopManinoHHO-CIIPaBOYHbIE
CHCTEMBI

CrnpaBouHno-nipaBoBas cucrema "Koncynbrant [Tnroc"

CnpaBoyHo-nipaBoBas cuctema "l"apant"

DNEeKTPOHHO-OMOINOTEUHbIE
CHCTEMBI

OBbC «YHuBepcurerckas OMOIMOTeKa OHIAIH

Hayu4nast snexktponHas 6ubianorexa (Www.e-library.ru)

HarmonanwsHas anmekrponnas ounbdmuoreka (https://H36.pd)

DJNeKTpOHHas MouTa DJeKTpoHHas 1mo4Ta B jomeHe Krags.ru

CepBucHI BeO- ¥ BUIACOKOH(PEPECHIICBS3HU, B TOM YHCIIC
BigBlueButton

CpeactBa uisi OpraHu3alldd
BeOMHApPOB,
KOH(epeHIHi

TCIEMOCTOB n

ComnpoBOXkIeHHE OCBOCHHUS TUCIMIUIMHBI 00YYaIOIUMCS BO3MOXHO C HCIOJIb30BAHUEM
IeKTpOHHON HH(pOpManmoHHO0-00pa3zoBatenbHOl cpenbl [OY BO KPAI'CuY, B ToMm yncie 00-
pasoBarenbHOro noptana Ha ocHoBe Moodle (https://moodle.krags.ru).

7. MaTepuaibHO-TeXHHYeCKOe o0ecrieueHne
OCBOCHUS Y4eOHOM IMCUUILTTHHBI

IIpu 3aHATUM  TI0

MHpOpPMAaIIMOHHOE O00ecrieueHUe NESITEIbHOCTH PYKOBOJIUTENS» 3aJeiiCTBOBaHA MaTepUAlIbHO-

MPOBEJCHUN  yUEOHBIX muciuruinae  «OpraHu3aloHHO-
texHudeckas 6aza 'OY BO KPAI'CuY, B cocTaB KOTOpPOI BXOJAT CIEIYIOIINE CPEACTBA U PeCyp-
CBI JIIsl OpraHU3aIlK CaMOCTOSATENILHOM U COBMECTHOM pab0ThI 00YJaOIIUXCs C MPETo1aBaTeNIeM:

— CHelUalbHble TOMEIICHHS IS pealnu3alud JaHHOW JUCHUIIMHBI MPEACTABISIOT CO-
0ol yueOHbIe ayTUTOPUH JUIS TIPOBEACHHUS 3aHATUI JEKIIMOHHOTO TUIIA, 3aHATUI CEMHHAPCKOTO
THUIIA, TPYIIIOBBIX U WHIWBUIYAIBHBIX KOHCYJIBTAIIUH, TEKYIIETO KOHTPOJISI U MTPOMEKYTOUHON
aTTECTAIlMH, a TaKKe TTOMEIICHHS JJISI CAMOCTOATEILHON padOTHI U MOMEIIEHUS I XpaHEHUS U
MPOPUITAKTHIECKOTO OOCTyXKHUBaHHUS y4eOHOro oOopynoBaHus. CrenuaabHbIE MTOMEIMICHUS
YKOMITJIEKTOBAHbI CHEIUATH3UPOBAHHON MEOENbI0 M TEXHUYECKUMU CPEICTBAaMHU OOydYeHHS,
CITyKaIlluMU JJIs1 TPEJICTaBICHHs yaeOHOM nH(OpMalUK OOJBIION ayAUTOPHH.

Jliis mpoBeieHUs 3aHATUN JIEKIIMOHHOTO THIA MpEeAiararoTcsl HabOphl IEMOHCTPAIMOH-
HOTO O0OpYyIOBaHMS M Y4eOHO-HATIISIIHBIX MOCOOMH, 0OecleunBarone TeMaTuuecKue UILTIo-
CTpaluy;

— TMOMEILEHUE JJIi CaMOCTOSITENbHON padOThl 0OydYaroIIUXCsl OCHAIIEHO KOMITbIOTEPHOM
TEXHUKOW C BO3MOXKHOCTHIO MOAKIIOUEHUs K ceTu «VHTepHeT» M oOecrmeueHueM JOCTyma B
AEKTPOHHYIO HH(DOPMALIMOHHO-00pa30BaTENIbHYIO CPEy OpraHU3aIUy;

— KOMIIBIOTEPHbIE KJIACChl, OCHAILICHHbIE COBPEMEHHBIMU NEPCOHATBHBIMUA KOMITBIOTEPAMH,

paboTaronMMu 10| yIpaBJICHUEM ONepalnoHHBIX cucteM Microsoft Windows, o0benMHEHHBI-
MU B JIOKaJbHYIO CETh U IMEIOIIUMHU BbIX0J B IHTEpHET;
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— OuwbnmuoTrexka  AkamemMuu, KHWKHBIA — (OHJ  KOTOPOM  COACPKUT  HAYYHO-
UCCIIEIOBATEIbCKYIO JIUTEPATYPY, HayYHbIE )KYPHAIIbI H TPYABl HAYYHBIX KOH(QEPEHIINH, a TaKKe
YUTAILHBIN 347,

— cepBepHOE 000pyOBaHUE, BKIIOYAIOIIEE, B TOM YHUCIIE, HECKOJIBKO cepBepoB cepuu IBM
System X, a Take BUPTyaJlbHbIE cepBepa, padOTalOMIMe MO YIPABICHHEM ONEPAMOHHBIX CH-
creM Calculate Linux, BxirouenHoit B Peectp Poccuiickoro 10, u Microsoft Windows Server u
CIIy)KalllUMU ISl pa3MeIlleHus] pa3IM4YHbIX CEPBUCOB U CIYX O, B TOM uucie A oOecreyeHus
pabotel CYBJI MySQL u MS SQL Server;

— CeTeBOe KOMMYTAI[MOHHOE 00O0pyJoBaHMe, oOecreunBaroliee padoTy JIOKaJbHOU ceTH,
npeJocTaBlieHHe 0CTyna K cetu Internet ¢ obmieii ckopocThio moakmodenus 10 Mout/cek, a
Takke paboty OecripoBogHOrO cerMenTta cet Wi-Fi B moMmenieHusx AKaJieMuu;

— UHTEPaKTUBHBIC MHPOPMAIIMOHHBIE KHOCKH «HDO»;

— MpOrpaMMHBIE U allapaTHBIe CPECTBA I IPOBEACHUS BUICOKOH(DEPEHIICBA3H.

Kpome Ttoro, B o0Opa3oBaTelbHOM MpoIEcCe OOYYAIOMIMMHUCS MIMPOKO HCHOJIB3YIOTCS
CJIETYIOIINE AIIEKTPOHHBIE PECYPCHI:

— cuctema Internet (ckopocTh oAKIIOYEHUS — S MOUT/CEK);

— cait www.krags.ru;

— OecripoBonHas cetb Wi-Fi (B OTKpBITOM JOCTYTIE).

KoHkpeTHble MOMENIeHHs sl OpraHn3anuu o0ydeHus 1o aucuumuinHe «OpraHu3aim-
OHHO-WH(OPMAIIMOHHOE 00ECTICYeHHE JISITEIFHOCTH PYKOBOJUTENS» TpeAcTaBieHbl B CripaBke
0 MaTepHaIbHO-TEXHUYECKOM obecrieueHnH 00pa30BaTEeNIbHOW MPOTPaMMBI 0 HAIpPaBJICHUIO
noarotoBku 46.03.02 JlokymeHTOBeieHHE U apXMBOBEACHUE, CPOPMUPOBAHHONW B COOTBETCTBUU
C pacnucaHueM Y4eOHBIX 3aHATUH U MPOMEXYTOYHOM aTTecTallMud U MacrnopTaMu KaOMHETOB
I'OY BO KPAI'CnuY.
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