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PaGouass mporpamma aucuuIUiMHbl «TexHUYecKHe cpencTBa B JOKYMEHTAIlMOHHOM
o0ecrieyeHn! yIpaBlIeHHsI U apXUBax» COCTABJIEHA B COOTBETCTBHHU C TPEOOBAHUAMHU:

- @enepa’abHOrO rocyIapcTBEHHOIO 00pa30BaTEIbHOIO CTAaHAApTa BBICIIETO 00pa3oBa-
HUS 10 HampaieHuio noarotoBku 46.03.02 JlokyMeHTOBEIEHHUE W apXHUBOBEACHHE (YPOBEHBb
OakanmaBpuata), yrBepxaeHHOro npukazoM Munoopuayku Poccun ot 06.03.2015 Nel76;

- Ilpukaza MunoOpHayku Poccum «OO06 yrBepxkaeHuu llopsaka opraHu3amuu U oOCy-
HIECTBJICHUSI 00Pa30BaTEIbHON AESITENLHOCTH MO 00pa30BaTeNIbHBIM MIPOrpaMMaM BBICIIETO 00-
pa3oBaHUs — MporpaMMaM OakanaBpuara, porpaMMmam CIeHUalINTeTa, IporpaMMaM Marucrpa-
Typs» 0T 05.04.2017 Ne 301;

- yuebHoro tiana ['OY BO «Komu pecmyOiMKaHCKash akaJeMus TOCYJapCTBEHHOMN
cyxObl U ympaBneHus» mno HampaBieHuro 46.03.02 JIokyMEHTOBEJACHHE W apXUBOBEICHUC
(ypoBeHb OakanaBpuara) HampaBlIeHHOCTh (Tpodwmib) «J{OKyMEeHTAIMOHHOE oOOecTeueHue
VIIPaBICHUS.

© Komu pecmyOnrkaHcKas akaaeMust
rOCyJapCTBEHHOM ciykO0bl 1 ynpasnenus, 2020



1. Leaun u 3a1a4n y4eOHOI AUCHUTIMHBI

1.1. I{enw uzyuenus yueonoii oucyuniunvl
[lenb ocBoeHUsT MUCHUIUIMHBI « TeXHUYECKHe Cpe/CTBa B JIOKYMEHTAIIMOHHOM OOecreue-
HUM YIPaBICHHUS W apXWBax» — M3yYCHHE METOJIOB BbIOOpa M 3PPEKTHBHOTO MCIOIH30BAHUS
TEXHUYECKUX CPEJICTB, IPUMEHSIEMBIX B JOKYMEHTAIIMOHHOM O0ECIICYCHUN YIIPABIICHUS U apXH-
Bax.

1.2. 3a0auu yueonoii oucyunaunut

3aagyamMy OCBOCHHSI JUCHUIUIMHBI « TeXHUYECKHe Cpe/ICTBA B JOKYMEHTAIIMOHHOM O0ec-
NICUCHUH YIIPABJICHUS U apXUBaX» SIBIISIOTCS:

— 1aTh 0030p OCHOBHBIX TPYII OPTTEXHUKH U CPEACTB CBSI3M;

— 03HAKOMHUTH C TEXHHUKO-IKOHOMHUYCCKUMH XapaKTEPUCTUKAMHU U TIOKA3aTeIsIMH HAJICK-
HOCTH U COBMECTUMOCTH TEXHHUECKHUX CPEIICTB;

— U3JI0XKHTh MPUHIIUIBI BHIOOPA U OpraHU3aIMU UCIIOJIb30BAHUS TEXHUYECKUX CPEICTB B
KOHKPETHBIX YCIIOBHUSX;

— M3Y4YHTh MpaBHJIA IKCILTyaTallUd TEXHUYECKUX CPEJICTB, MPUMEHSIEMBIX B TOKYMEHTA-
ITMOHHOM OOECTICUCHUH YIIPABJICHUS U APXUBHOM JIEJIC;

— HAYYUTh HUCIOJIb30BATh TEXHUYECKUE CPEACTBA B JOKYMEHTAIIMOHHOM OOCCICUCHHUH
YIIPaBIICHUS M ApXUBHOM JICIIC.

1.3. Buov komnemenyuit, popmupyemoie 6 pezynvmame 0C60CHUA OUCYUNTUHBL

Nzyuenne mucturminabl « TeXHUYECKHE CPEACTBa B JIOKYMEHTAIIMOHHOM OOECTIeYeHUN
yIIpaBJIEHUS M apXUBaX» HAIIPaBICHO Ha (hOPMUPOBAHHE CIEAYIOUIMX KOMITETCHIIUM]:

1) oOlIeKyIbTypHBIE:

— OK-10 — criocoGHOCTh K MCHOIb30BAHUIO OCHOBHBIX METOJIOB, CIOCOOOB U CPE/ICTB I10-
Jy4eHUsl, XpaHEeHHUs, nepepaboTku nHpopMaluy,

2) obmenpodeccCuoHaIbHBIE:

— OIIK-1 — crnocoOHOCTh HUCTIOIB30BATh TEOPETUUECKUE 3HAHUS U METOJbI MCCIICIOBAHUS
Ha TMPAKTHKE,;

3) nmpodeccuoHabHbBIE:

— [IK-16 — BnaneHue npaBujiaMH SKCIUTyaTallMd TEXHUUYECKUX CPEICTB U CIOCOOHOCTHIO
UCTIOJIb30BaTh TEXHUYECKHE CPEICTBA B JIOKyMEHTAIIMOHHOM OOECIEUeHHH YIPaBICHUS U ap-
XUBHOM JIEJIE;

— [IK-18 — BmajgeHne COBPEeMEHHBIMH CHCTEMaMH HH()OPMAIMOHHOTO M TEXHUYECKOTO
o0ecrieyeHus JOKYMEHTAIIHOHHOTO 00ECTIeYeHNs YIIPABICHHS U YIIPABICHHS apXUBaMH.

1.4. Mecmo oucuyunnunst 6 cmpykmype o0pazoeamenvHoil RPOZPAMMbL:

HucuumnnuHa «TexHuyeckue cpeacTBa B JOKYMEHTAIMOHHOM OOECTIeUeHUH YIPaBICHUS
U apXWBax» SBISICTCS 00s3amenbHOU JUIsl U3YYCHUS,, OTHOCUTCA K 8APUAMUBHOU YACMU TIPO-
rpamMMebl brioka 1 «JlucuummuHer (MOTYITN ).



2. TpeGoBaHust K pe3yJibTATaM OCBOCHHS
Y4eOHOM I CIUIIINHbBI

B pesynbrare msydeHus QUCHMIUIMHBI «TeXHHYECKHEe CpeAcTBa B JOKYMEHTAalUOHHOM
00eCIeYeHN! YIpaBJICHUS U apXUBax» 00y4aroIuecs JOJKHBI OBJIAJECTh CICIYIOIIUMH 3HAHHSI-
MU, YMEHUSIMH U HaBbIKAMU, COOTHECEHHBIMU C IJIAHUPYEMBIMHU pe3yJbTaTaMU OCBOEHHs o0pa-
30BaTEJILHON ITPOTrPaMMBI:

®opmupyeMble
KOMIIeTeHIIUH
(kox, comepxaHue
KOMITCTCHIIHH )

HnalmpyeMble pe3yJbTaThbl OCBOCHUA

Y4eOHOH TUCHUIJIMHBI

3HaTh

YMmerh

Biaajgern

Obuwekynomypusle KomMnemeHyuu

OK-10 — crioco6-
HOCTb K HCITOJIb30Ba-
HUIO OCHOBHBIX Me-
TOJIOB, CIIOCOOOB U
CPEJCTB TOTy4YeHUS,
XpaHeHWs, Tiepepa-
00TKH HHMOpPMAITIH

OCHOBHBIE METO/IbI,
crocoOBbl U cpe/icTBa
MOJIyYEHUsl, XpaHe-
HUS U epepaboTKU
uH(popMaluu Ipu
IIOMOUIN TEXHUYe-
CKUX CPEJICTB, IIPH-
MEHSIEMBIX B JIOKY-
MEHTaLMOHHOM
obecrieueHun
yIpaBJICHUS U ap-
XUBHOM JIeJIe

UCIIOJIb30BATh OCHOB-
HBIE METO/IbI, CTIOCOOBI
U CPEJCTBA IOJTyye-
HUSI, XpaHEHHUS U TIe-
pepaboTku uHpopma-
Uy Ipyu NTOMOIIU TCX-
HUYECKHUX CPEICTB,
MMPUMCHACMBIX B 10-
KYMEHTALMOHHOM
o0ecrieueHny yrpas-
JICHUS ¥ apXUBHOM
nene

CIIOCOOHOCTBIO K HUC-
M0JIb30BAHUIO OCHOB-
HBIX METOJIOB, CIIOCO-
0OB ¥ CPEICTB MOJTyUe-
HUSl, XpaHCHHUS, TIepe-
paboTku uHGOPMAITUH
TIPH ITIOMOIIY TEXHUYC-
CKUX CPEJCTB, IPUME-
HSIEMBIX B JJOKYMEHTa-
IIUOHHOM OOECIICYCHUU
YIIPABIICHUS W apXHUB-
HOM JIeJIe

Oowenpogpeccuonanvhnovie Komnemenyuu

OIIK-1 —
CIIOCOOHOCTH HC-
MOJIb30BaTh TEOPETH-
YCCKHEC 3HAHUA U MC-
TOJBI MCCIIEIOBAHUS
Ha MPaKTHUKE

MIPUHIIMIIBI 1eHCTBUS
TCXHHUYCCKHUX
CPEICTB, MpUMEHSsIe-
MBIX B I[OKYMGHTa-
IIIOHHOM olecreue-
HUU YIIPaBICHUS U
ApPXUBHOM JIETIC H
BO3MOYKHOCTH UX
HCITOJIE30BAaHUS HA
MIPAKTUKE

UCIIOJIb30BATh TEOPE-
TUYECKHE 3HAHUS 110
3P PEeKTUBHOMY IIPU-
MCHEHHIO TeXHHYEe-
CKHUX CPEJIICTB B JIOKY-
MEHTalMOHHOM o0ec-
NICUCHUU YIIPABIICHHS
Y apXMBax Ha MMPaKTH-
Ke

CITOCOOHOCTBIO UC-
M0JIb30BaTh TCOPETH-
YeCcKue 3HaHUs 110 (-
(exTHBHOMY ITpHUMe-
HEHMIO TEXHHYECKUX
CPEJICTB B JIOKYMEHTa-
IIHOHHOM OO€CIICUeHUHU
YIIPaBJIICHUS W apXUB-
HOM JIeJIe

Ilpogpeccuonanvuvie Komnemenyuu

Buo oesmenvrocmu. mexnonocuueckast

[1K-16 — Bnagenue
MpaBUJIaMHU IKCIUTya-
TallUU TEXHUYECKUX
CPEICTB U CIIOCOOHO-
CTBIO UCIIOJBE30BaTh
TEXHUUYECKUE Cpe/I-
CTBa B JIOKYMEHTa-
LIHOHHOM o0ecIieye-
HUU YIIPaBICHUS U
aApXUBHOM JIeJie

HCTOPUIO U COBpE-
MEHHOE COCTOSTHHUE
O0(HUCHBIX TEXHUYE-
CKHX CPEJICTB; OC-
HOBHBIE TPYIIITHI
OpPTTEXHUKU; PABU-
J1a MX SKCIUTyaTa-
MU, TEXHUKO-
9KOHOMHYECKHE Xa-
PaKTEPUCTUKH U TIO-
Ka3aTein HaaeKHO-
CTH U COBMECTHUMO-
CTH TEXHUYECKHUX
CPEICTB B IOKYMEH-
TaIMOHHOM O0ecIIe-

OKCILTYyaTHPOBATh TEX-
HUYECKHE CPENICTBA U
UCIIOJIb30BATh TEXHU-
YeCKHe CPeCTBa B JI0-
KYMCHTAIUOHHOM
o0ecreyeHnt ynpas-
JICHUA U apXHBHOM
nene

NpaBUJIaMHU dKCILTya-
Talluu TEXHUYECKUX
CPEICTB H CIIOCOOHO-
CTSIMHU HCIIOJIB30BaHUA
TEXHHUYECKHE CPENICTBA
B IOKYMCHTAIlTUOHHOM
o0ecreYeHnn ynpas-
JICHUA U apXHUBHOM JC-
ae




YEHHUH YIpaBIEHUS U
APXHUBHOM JIeJie

[1K-18 — Biianenue
COBPEMEHHBIMH CH-
cremMaMu nH(popma-
HUOHHOI'O ¥ TEXHU-
yecKoro obecreue-
HUS JOKYMEHTAIIH-
OHHOI'0 0OecreueHust
YIpaBJICHUS U

COBPEMEHHBIC CH-
CTEMBI TEXHUYECKO-
ro obecneueHus 10-
KYMEHTAILHOHHOTO
oOecrieyeHus
yIpaBiICHUS U
yIpaBIeHUS apXu-
BaMU

9KCILIYaTUPOBATh CO-
BPEMCHHBIE CHCTEMBI
TEXHUYECKOro o0ec-
MEYCHUS TOKYMEHTAa-
LUOHHOI0 00ecIeue-
HUS yIIPABJICHUS U ap-
XHABHOIO Aeja

HpaBHJIAMH DKCILTya-
TalllH CHCTEM COBpe-
MEHHOT'0 TEXHUYECKOTO
o0ecreyeHus J0Ky-
MEHTAI[HOHHOT'O 00ec-
[IEYCHHUS YIIPABICHUS U
apXUBHOTO JIeNa

YIIPABJICHUS apXUBa-
MU

3. O0bém yueOHOH TUCHHUIIINHBI

Ounas ¢popma 00yueHus

Buabl yueOHoii padoThI

Pacnpenesienue yueOHOIo Bpe-

MEHU
Konumaxkmmuan paboma 54,25
AynuropHsble 3aHATHS (BCETro): 54
Jlexyuu 18
Ipaxmuuyeckue 3anamus
Jlabopamopnvie 3anamus 36
[TpomexyTouHas arTecTanus 0,25
Koncynemayus nepeo sxzamenom
Ox3amen
3auem 0,25
Pyxosoocmeo kypcosoii pabomoti
Camocmoamenvnas paboma 53,75
Camocmosamenvhas paboma 8 meyeHue cemecmpa 49,75
Hanucanue xypcosoii pabomot
Tloocomoeka Kk npomescymouHol ammecmayuu 4

Bup Texymei arrecranuu

KOHTpOJIbHasI paboTa

Oowan mpyooémkocmep OUCYUNIAUHDBL:

yacwel

108

3auémmuble eOUHUYbL

3

3aouHas popma 00yyeHuUs

Buabl yueoHoii padoThI

Pacnpenesienue yue0OHOro Bpe-

MEHU

Konmaxkmmnan paboma 20,25
AyauTopHbIe 3aHATHS (BCETO): 20
Jexyuu 6

Ilpaxmuueckue 3anamus

Jlabopamopmuvie 3anamus 14

[TpomexyTouHas arTecTanus 0,25
Koncynomayus neped sxzamenom 0
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Dxzamen

3auem 0,25
Pyxosoodcmeo kypcosoii pabomoii
CamocmosamenvHnan paboma 87,75
Camocmosmenvras paboma 6 meyeHue cemecmpa 83,75
Hanucanue xypcosoii pabomot
Ilooecomoska k npomedxcymouHot ammecmayuu 4

Bup Texyiuei arrecranuu

KOHTpOJIbHast paboTa

Oowas mpyooémkocms OUCUUNTUHDBL:

yacwl 108

3ayémmvie eOUHUYbL 3

4. Copep:kaHue pa3aesioB M TeM Y4eOHOH JUCHUIIIMHBI

HanmenoBanme pasaesia yueOHOM
JTUCIHUIINHEI

Conep:xaHnue TeMbl

Beenenne (ITK-16, ITK-18)

[Ipenmer, 3agaun, cofepxaHue U METOIMKA U3yUEHUs
Kypca, €ro pojib B OJITOTOBKE CIIELIMAINCTOB, CBS3b C
JPYTMMH Y4€OHBIMU JUCIUILIMHAMMU.

Knaccudukanus TeXHUYECKUX CPEICTB yIPaBICHUS.
Knaccugukanusi cpeacTB COCTaBICHUS TEKCTOBBIX
JIOKYMEHTOB

Paznen 1. CpeacrBa cocTaBieHus U U3-
rotoBieHus TokymeHToB (OK-10,
OIIK-1, TTK-16, TTK-18)

Tema 1. [Iumryniue MamuHsI.

Hcropus co3naHus MUUIYIIMX MaIIKH.

OOmiast xapakTepucTuKa M Kiaccu(uKalus CcoBpe-
MEHHBIX MUIIYMKUX MaimuH. OCHOBHBIE TpeOOBaHMS,
IpeIbsABIsEMbIE K MUITYITUM MallliHAM.
OnexTpoHHble mumnymme Mammubl (311M). ABToma-
TH3allMs MPOILIECCOB MOJATOTOBKU, OQOPMIIEHHUS, KOp-
pEKLUN, IeYaTH TEKCTa ¢ ucnoip3oBanueM JIIM.
Tema 2. JIlukrodoHHast TEXHUKA.

Ha3nauenne u obGnacTu mpUMEHEHHMS TUKTO(POHHOMN
TexHukn. OOmas XapakTepucThka JTUKTO(POHOB U
TUKTO(MOHHBIX CTaHIMH. TexHoNornyeckue Ccxembl
MOJATOTOBKU JIOKYMEHTOB NpU JEIEHTPATU30BaHHON U
LEHTPAJIN30BaHHONW CHCTEMaxX HMCIOJIb30BAaHUS TUKTO-
($hoHOB.

Tema 3. YcTpoiicTBa BhIBOAA TEKCTOBOM HH(OpMa-
17078

[TpunTephl (OCHOBHBIE MOHATUS M KJIACCH(DUKAIIMS):
JIENIECTKOBbIE, MaTpUYHbIE, TEPMHUECKHUE, CTPYHUHBIE,
na3epHble. TexHonorus nseTHol neyatu. COBETHI IIPH
MOKYTIKE MIPUHTEPA.

Tema 4. YcrpoiicTBa BbiBoJa rpaduueckoil nHpopma-
LUN.

Knaccugukanus mmorrepoB. CoBeTsl Hpu BblOOpe
IUIOTTEpPA.

Tema 5. BeiOop TeXHHMUECKHX CPEACTB JOKYMEHTHPO-
BaHUs TEKCTOBOM MH(OpMAIIH

Pasznen 2. CpencrBa KonupoBaHus U

HpI/IHLII/IHI/IaJIbHOG OTJIMYHC CPCACTB KONHUPOBAHUA OT
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OTIEpaTUBHOTO PA3MHOKEHHUS
(OK-10, OTIK-1, TIK-16, ITK-18)

CpeZICTBAa ONEPATUBHOTO PAa3MHOKCHHSI.
Knaccugukaius cpeacTs KONUPOBaHUS U ONEPATUB-
HOT'O Pa3MHOXKECHUSI JIOKyMEHTOB.

Tema 6. CpenicTBa KONUPOBAHUS JOKYMEHTOB.
Knaccudukarusi cpecTB KOMUPOBAHUS JOKYMEHTOB:
ANIEKTpOrpaduiecKoe (anexTpodoTorpaduueckoe,
Kceporpadudeckoe); TepMorpaduueckoe (TepMorpa-
¢us); nuazorpadudeckoe (cBeToKonuposanue); Gporo-
rpaduueckoe (potorpadus); 3meKTpoHOrpaduIecKoe
(2JIEKTPOUCKPOBOE).

OCOOCHHOCTH, JOCTOMHCTBA M HEIOCTATKH Ka)IIOTO
BUJIa KOTIMPOBAHMSI IOKYMEHTOB.

[{udpoBbie TEXHOJIOTHH KOTTUPOBAHUSI.

BEIOOp TEXHHYECKHUX CPEACTB KOMMPOBAHHUS.

Tema 7. CpencrBa onepaTHBHOTO Pa3MHOXKEHHUS J0O-
KYMEHTOB.

Knaccudukaiusi cpecTB ONEPaTUBHOTO Pa3MHOXKE-
HUS JIOKYMEHTOB: TeKrorpadudeckas (rekrorpadHas)
nedaTh, opceTHas (poTanpuHTHAS) Me€4aTh, Tpadaper-
Has (poTaTopHas) TMe4arh, OJJIeKTpoHOTpadapeTHas
nevath (puzorpadus).

OCOOEHHOCTH, JOCTOMHCTBA W HEJAOCTATKH Ka)IIOTO
BHUJIa OTIEPATUBHOTO Pa3MHOKEHHUS JOKYMEHTOB.
Bbi0op cpencTB onepaTUBHOIO Pa3MHOXKEHHUS JIOKY-
MEHTOB.

Tema 8. Bb160p TEXHMUYECKUX CPENICTB JAJsl KOUPOBa-
HUS ¥ ONIEPATUBHOTO Pa3MHOKEHUS JIOKYMCHTOB

Pasnen 3. CpenctBa 00pabOTKH T0KY-
MCHTOB

(OK-10, OIIK-1, ITK-16, TIK-18)

Tema 9. Cpencta 06pabOTKH TOKYMEHTOB.
Knaccugukarus cpenctB 00pabOTKH T0KYMEHTOB.
MamuHsl 711 TIeperIeTHO-OpOIIFOPOBOYHBIX  PadoT.
Ckpemisitoniee  obopynoBaHue. bymaropesarenbHoe
o0opyznoBanue. MamuHbl Uit 0QOPMUTENBCKUX pa-
00T. MammHbl A7 3alUThl TOKYMEHTOB OT HEOpex-
HOTO XpaHCHUSI.

Br100op cpencTB 00pabOTKH JOKYMEHTOB.

Paznen 4. CpeacrTsa xpaHeHUs, TOUCKa
Y TPAHCTIOPTUPOBKHU JOKYMEHTOB

(OK-10, OTIK-1, ITK-16, TTK-18)

Tema 10. CpencrBa XpaHeHHUs M IOUCKA JOKYMEHTOB.
Knaccugukaius cpeacTB XpaHEHHs U IMOHMCKA JOKY-
MEHTOB.

IlepBuuHble cpencTBa XpaHeHMs TOKyMeHTOB. Cpen-
CTBa ONEPATHUBHOTO M JUIMTEIHLHOTO XPaHEHUsS JIOKY-
MeHTOB. OcCHOBHbIE BHABI cremtaxei. HacTonbpHble
KapTOTEKH M KapTOTeuHble mKadbl. MexaHnu3upoBaH-
HblE U aBTOMAaTU3UPOBAaHHBIE CPEACTBA XPAHEHUSA U
MOKCKA IOKYMEHTOB.

Tema 11. CpeacrBa TpaHCIOPTUPOBKU JOKYMEHTOB.
Knaccudukanus cpencTts TpaHCIOPTUPOBKH JIOKY-
MEHTOB

Paznen 5. Cpeacrsa cBsizu
(OK-10, OIIK-1, TIK-16, TIK-18)

Tema 12. O6m1ast XapakTeprUCTHUKA CHCTEM CBSI3H.

OOme cBefeHUss O cUCTeMax nepeaadn HHpopma-
uuu. Mojenb 3JIEMEHTHOM cucTteMbl cBsi3u. [IpuHIun-
nbl nepenaud MHGOpMaIu. AHAIOTOBbIE U HUDPO-
BbIE CHCTEMbI CBsi3H. Moaynsius, KOAWPOBAHHE,
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OLM(POBbIBAaHUE, MYJIbTUIIIIEKCUPOBAHUE CHUTHAJOB.
Kanane! v 1nHUM CBS3H.

MesxyHapoiHble CTaHAAPTHl B 00JIACTH TEIEKOMMY-
HuKauui. O01muye npeacTaBiIeHus] O TEIEKOMMYHHUKa-
LHUOHHBIX ceTsX. OCHOBHBbIE BUJbI TEICKOMMYHHKA-
1107078

Tema 13. Cucremsl nepenadyd HETOKYMEHTUPOBAHHOMN
uHpOpMaLUH.

CpenctBa TenedoHHON CBs3u. DOyHKIMOHAILHBIC
BO3MO>XHOCTH U JOIOJIHUTENBHBIE YCTPOIICTBA COBpE-
MEHHBIX TeJIeQOHHBIX ammapaToB. OpraHuszanus ore-
paTUBHOMU Tese(hOHHOM CBSI3U: «IUPEKTOP-
CEKpeTapby», HUPKYISpHAas, CeIeKTOpHAas, KOH(epeHII-
CBA3b, CpEACTBA 3alIUThl KOH(UIEHIMAIbHON WH-
dbopMmaruu B ceTax TenedOHHON CBS3U. YUpeKIeHYe-
ckre u MuHU-ATC, uX Ha3HAaYeHHE W OCHOBHBIC Xa-
PaKTEpUCTHUKH.

MoOunbHble cpeacTBa cBsizU.  PaguorenedonHas
cBsA3b. CUCTEMBI M CpEACTBAa ONEPAaTUBHON U BEIOM-
CTBEHHOW paJuoOCBs3H, COTOBas CBA3b. CIyTHHUKOBAas
CBSI3b.

IlouckoBo-BbI3bIBHBIE  cucTeMbl.  [leikuHroBas
cBs3b. [lenKepsl.

Buneocss3b.

Tema 14. Cucrembl nepenauv JAOKYMEHTHPOBaHHOM
uHpOpMaLUH.

Tenerpaduas cBs3b. Jleiireponnas csizb. CUCTEMBI U
anmapatypa tenerpadHoii cBs3u.

QakcuMuibHas  CBA3b. (DakCHUMUWIBHBIEC anmaparsbl.
CepBucHbIe BO3MOXXHOCTH (DaKCUMHMIIBHBIX —ammapa-
TOB

Paznen 6. Ipyrue cpeacTsa oprrexHu-
ku (OK-10, OTIK-1, ITK-16, ITK-18)

Tema 15. Ckanepbl, KOMIBIOTEPHBIE MPOEKTOPHI, Je-
MOHCTPALMOHHBIE SKPaHbl, MyJIbTUMEAUNHBIE TOCKU.
Tema 16. KomnbloTepHble akceccyapsl

Paszpnen 7. Mcropus TEXHUYECKUX
cpencts (ITK-16, TTK-18)

Tema 17. UcTopus cpecTB OPITEXHUKU

5. YueOHo-MeTOAMYeCcKOEe U MH(OPMAIITUOHHOE O0ecneyeHue Y4eOHOM TUCIMILTHHBI

5.1. Ocnosnaa numepamypa:

1. TrwokaBuna, M.A. Texuuueckue cpeacTBa B JOKyMEHTAIUOHHOM 00eCIeueHUH yIpaB-
JICHUS] U apXUBHOM Jeine : yuel.- Mmeron. nocodue / Y. A. TrokaBuna ; Komu pecny6nukanckas
akaj. roc. ciyx0sl u ynpasienus . — CeiktbiBKap : KPAI'CnY, 2013. — 103 c.

5.2. /lononnumenvuasa numepamypa:

Kyszuenos, U.H. [enonpoussoactso / M.H. Ky3nenos. — 6-¢ uza., nepepad. u gom. — M. :
N3narenscko-ToproBas koprnopanus «/lamkos u K°», 2014. — 460 c. : Tabn. — Pexxum gocryna:
no noanucke. — URL: http://biblioclub.ru/index.php?page=book&id=452846.



http://biblioclub.ru/index.php?page=book&id=452846

5.3. Dnekmponno-oudIuOMmeunan cucmema:

1. DnekTpoHHO-OMOIMOTEUHAss CHUCTeMa «YHHUBEPCUTETCKash OWOJMOTEKa OHJIANHY
(www.biblioclub.ru).

2. HanmonanbHast snekrponHas oudaunoreka (https:/m36.pb).

5.4. Ilpogpeccuonanvuvie 6azvt 0aHHbIX, UHPOPMAUUOHHO-CRPABCOUHBIE U NOUCKOBbIE
cucmemul:

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

2. CnpaBouHo-nipaBoBas cuctema «Koncymnabtant [1mrocy.

3. DNeKTpoHHO-OMONIMOTeYHast CHCTeMa «YHHBEPCUTETCKass OuOIMOoTeKa OHJAH»
(www.biblioclub.ru).

4. Hayunas anektponHas oubnmuorexa (www.e-library.ru).
5. HaumonanbHast snekrponHas 6udanoreka (https:/m36.pb).

5.5. Pecypcol ungpopmayuonno-ookymenmayuonnou cemu «Mumepnemy

1. Caiit Beepoccuiickoro HayuyHO-HCCIIE10BaTENbCKOT0 HHCTUTYTA IOKYMEHTOBEICHUS U
apxuBHOro jena http://www.vniidad.ru/

2. Poccniickas Hay4Has AJIEKTPOHHAS Ooubamoreka «Kubepnennnka»

(https://cyberleninka.ru).

6. CpencrBa obecrnieyeHnsi 0CBOCHHS Y4eOHOM THCHUTLIMHBI

B yueOHOM mporiecce npu peanuzauuu yueOHON JUCHUILINHBL « TeXHUUecKnue CpesicTBa B
JTIOKYMEHTAITMOHHOM OOECIIE€YeHUH YIPABICHHS U apXMBaX» UCHOJIb3YIOTCS CIEAYIOIINE pecyp-
CBI:

Hngpopmayuonnwvie mexnono- | Ilepeuenv npozpammnozo obecneyenus u uHGopmayuoHHbIX

2uu CRPABOUHBIX CUCHEM
OducHsrii maket st padotsl ¢ | Microsoft Office Professional
JIOKYMEHTaMHU LibreOffice

NudopmannonHo-crpaBounbie | CipaBouHo-nipaBoBas cuctema "KoncymnbranT [Imroc"

CUCTEMBbI CnpaBouHo-nipaBoBas cucrema "['apant”

DNEeKTPOHHO-OMOINOTEUHBIE OBbC «YHuBepcurerckast OnOIMoTeKa OHJIAH

CHCTEMBI Hayunas snextponHas oudianorexa (Www.e-library.ru)

HarmonanwsHnas anexkrponnas 6ubmauoreka (https://H36.pd)

SHCKTpOHHaH rnmoydra QHCKTpOHHa}I 1o4yra B JIOMCHEC kragS.rU

CpenctBa misi opranuzanuu | CepBHUCH BeO- 1 BUACOKOH(PEPEHIICBS3H, B TOM YHUCIIE
BeOuMHapoB, TenemoctoB U | BigBlueButton

KOH(epeHImit

ComnpoBoxk/IeHHEe OCBOCHHUS TUCHUIUIMHBI 00YYarOIMMCSI BO3MOXHO C HCIOJIb30BAHUEM
AIIEKTPOHHOHN MH(pOopMalMoHHO-00pa3oBareabHOl cpeasl [OY BO KPAI'CuY, B Tom uuncie 06-
pa3oBaTenbHOro noptana Ha ocHoBe Moodle (https://moodle.krags.ru).



about:blank
https://нэб.рф/
http://www.vniidad.ru/
http://www.e-library.ru/

7. MaTepnaibHO-TeXHHYECKOe o0ecrevyeHue
0CBOEHM S Y4eOHOM M CIUTINHbBI

[Ipu mpoBeneHNN y4eOHBIX 3aHATHH MO AUcHHIUTUHE «TeXHUYECKHue CpeicTBa B JIOKY-
MEHTAallUOHHOM OOECIEYCHUH YIpaBJICHUS H apXWBax» 3aJeliCTBOBaHA MaTepHAIbHO-
texuudeckas 6aza 'OY BO KPAI'CuY, B coctaB KOTOpO# BXOIAT CIEIYIONINE CPEICTBA U Pe-
CYPCHI JUIsl OPTaHU3AIMH CAMOCTOSITEILHON U COBMECTHOM PabOThI 00yJaroNuXcs ¢ MpernoaBa-
TEIEM:

— CHelUalbHbIe TOMEIICHUS IS peaju3alui JaHHON TUCHUILIUHBI MPEACTABISIIOT CO-
00i1 yueOHbIC ayIUTOPUU JIJISl IPOBEACHUS 3aHATUM JICKIIMOHHOTO THUIIA, 3aHATUNA CEMUHAPCKOTO
THUIIA, TPYIIOBBIX U WHIUBUIYAIbHBIX KOHCYJIbTAI[UM, TEKYIIETO KOHTPOJISI U MPOMEXKYTOYHOMN
aTTECTAIlMH, a TaK)KEe TTOMEIECHUS! JJISI CAMOCTOSITEIbHOW padOThl U MIOMEIIEHUS TSl XPaHEHUS U
npoUIaKTHIECKOr0 O0CIyKuBaHHUs y4deOHOro obOopynoBanus. CrenuaibHbIE MOMEIIECHUS
YKOMILIEKTOBaHbI CHEIHATM3UPOBAHHON MeOeIbl0 M TEXHUYECKUMHU CpEACTBAMU OOyuUeHUs,
CITy’KallluMU JJIs IPeJICTaBIeHUs yueOHoM nHpopMaluy O0IbIION ayTUTOPHH.

Jlist IpoBeICHUS 3aHSATHN JICKIIMOHHOTO THUIIA TPEJIararoTcsi Habopsl JIEMOHCTPAIlMOH-
HOTO O0OpYyIOBaHMS M Y4eOHO-HATISIIHBIX MMOCOOMH, 00CCIICUYMBAIONINE TEMATUYCCKUE WILTIO-
CTpaluy;

— J1abopaTopusl TEXHUYECKHX CPEICTB JOKYMECHTAIMOHHOTO O0ECIICUCHHS YIpaBIICHUS,
OCHAIIEHHAS CJICIYIOUUMU TEXHUYECKUMHU CPEACTBAMU

1. [eernoit MOY OKI MC853 (A3, ceTeBoii, IByXCTOPOHHU).
[MpunTtep HP Laser Jet P2055dn (cereBoii, AByXCTOPOHHHUIA).
[[Betnoit M@V Conika Minolta C220 (uBeTHOi, A3, ceTeBOM, TBYXCTOPOHHUN).

[[BetHOIT MDY Conika Minolta C224 (1iBeTHOM, A3, ceTeBOM, ABYXCTOPOHHHUIA).

Komnuposanbheie anmapatsl SHRP AR-5516 d (1BycTOpoHHEE KOMUpPOBaHUE) — 2 IIIT.
Pusorpad RZ 37-EP. A3

Puzorpad RZ 37-EZ. A4

Pe3ax Ideal — 2 .

. Cremnep Rapid.

10.KieeBas mammna Fastbind.

11. YTuuroxurens Oymar.

©WooNO G R~ N

12. buroBuuk.

13.3akpyrauTens yrios.

14. Pyynoii nuctononbopmuk «MaroTkay.
15. JlTamunaTop.

16. MammHa [Tt CKpeTUIeHHsI Ha KOJbIax (py4yHas) (KOoJbIla METAJUIMYECKHUE U IJIaCTH-
KOBBIE).
17.MamuHa 1715 CKperyieHusl Ha TIaCTUKOBBIX KOJIbIax (dJEKTpUUecKast).

— TIOMEIIEHHE JUIsI CaMOCTOSITETIbHOM paboThl 0OYYAIOIIMXCSl OCHAIEHO KOMIBIOTEPHOMN
TEXHUKOW C BO3MOJKHOCTBIO MOAKIIOUEHUs K ceTu «MHTepHeT» u obecrneueHueM J0CTyna B
AIIEKTPOHHYIO HHPOPMALMOHHO-00pa30BaTENbHYIO Cpelly OpraHU3aLny;

— KOMIIBIOTEPHBIE KJIACChI, OCHAIIICHHBIE COBPEMEHHBIMH IIEPCOHAIbHBIMUA KOMIIBIOTEPAMH,
paboTaIMIMMH TIO/ YIIpaBIECHUEM OIepalmoHHbIX cucteM Microsoft Windows, oObeuHeHHBI-

MH B JIOKAJIBHYIO CE€Th U UMCIOIIMMU BBIXO B I/IHTepHeT;
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— OuwbnmuoTrexka  AkamemMuu, KHWKHBIA  (OHJ  KOTOPOM  COACPKUT  HAYYHO-
UCCIIEIOBATEIbCKYIO JTUTEPATYPY, HAyYHbIE )KYPHAIIbI H TPYABl HAYYHBIX KOH(QEPEHIINH, a TaKKe
YUTATLHBIN 347,

— cepBepHOE 000pyOBaHUE, BKIIOYAIOIIEE, B TOM YHUCIIE, HECKOJIBKO cepBepoB cepuu IBM
System X, a Takke BUPTyallbHBIE cepBepa, padOTaIOMIME MO YIPABICHUEM ONEPAIlHOHHBIX CH-
creMm Calculate Linux, BximrouerHoit B Peectp Poccuiickoro 10, u Microsoft Windows Server u
CIIY’KaIllUMU JUIsL Pa3MEIeHUs] Pa3IMYHbIX CEPBUCOB M CIYXO, B TOM YHCIE Ui 00eCreueHUs
pabotel CYBJI MySQL u MS SQL Server;

— CETeBOE KOMMYTAI[MOHHOE 00O0pyJO0BaHUE, oOecreurnBaroiiee paboTy JIOKAIbHOW CETH,
npeJocTaBlieHHe 10cTyna K cetu Internet ¢ obmieil ckopocThio moakimodenuss 10 Mout/cek, a
Takke paboty OecripoBogHOrO cermenTta cet Wi-Fi B moMmenieHusx AKaJieMuu;

— MHTEPaKTUBHBIC HHPOpPMAIIMOHHBIC KHOCKH «HOY;

— MpOrpaMMHBIE U allapaTHbIE CPEACTBA I IPOBEICHUS BUICOKOH(DEPEHIICBA3H.

Kpome TOro, B 00pa3zoBaTeibHOM IMPOINECCe OOYYAIOUMMMHCS HIMPOKO HCIIOJIB3YHOTCS
CJICAYIOIIHE DIICKTPOHHBIE PECYPCHI:

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

— cait www.krags.ru;

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

KoHkpeTHbIE TOMENICHUs [UIsI OpraHu3alMi OOydeHUs Mo JUCHUILTHHE « TeXHu4YecKkue
CpeACTBa B JOKYMEHTAITMOHHOM O0ECTICUeHHIH YIIPABJICHUS U apXHUBax» MpeacTaBieHsl B Crpas-
K€ 0 MaTepUaIbHO-TEXHUYECKOM 00eCTIeYeHHH 00pa30BaTeIbHON MPOrPaMMEBI IO HAIPABJICHUIO
noarotoBku 46.03.02 JlokyMeHTOBeieHHE U apXUBOBEACHUE, CPOPMUPOBAHHON B COOTBETCTBUU
C pacnucaHueM Y4eOHBIX 3aHATUH U MPOMEXYTOYHOM aTTecTallMd U MacrnopTaMu KaOMHETOB
I'OY BO KPAI'CnuY.
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