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PaGouass mporpamma nucUUIUIMHBI «TeXHHMYECKHE CpelCTBa B JOKYMEHTAI[MOHHOM
o0ecrieyeHn! yIpaBieHHs U aQpXHBax» COCTABJICHA B COOTBETCTBHH C TPEOOBAHHSIMHU:

- @enepa’abHOrO roCyIapCTBEHHOTO 00pa30BaTeIbHOIO CTAaHAApPTa BBICHIETO 00pa3oBa-
HUS 10 HampasieHuio noarotoBku 46.03.02 JlokyMeHTOBEIECHHUE W apXUBOBEACHHE (YPOBEHB
OakanmaBpuata), yrBepKAeHHOro rpukazoM Munoopuayku Poccun ot 06.03.2015 Nel76;

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

- yuebHoro miana ['OY BO «Komu pecmyOinMKaHCKash akaJeMus TOCYJapCTBEHHOMN
cyxObl U ympaBneHus» mno HampaBieHuro 46.03.02 JIokyMEHTOBEJACHHE W apXUBOBEICHHC
(ypoBeHb OakanaBpuara) HampaBlIeHHOCTh (TIpoduib) «JlOKyMeHTAaIMOHHOE oOOecTieueHue
VIIPaBICHUS.

© Komu pecmyOnmrkaHcKast akaeMust
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 JTIOKYMEHTAIIMOHHOM oOecreue-
HUM YIPaBICHHUS W apXWBax» — M3yYCHHE METOJIOB BbIOOpa M 3PPEKTHBHOTO MCIOIH30BAHUS
TEXHUYECKUX CPEJICTB, IPUMEHSIEMBIX B JOKYMEHTAIIMOHHOM O0ECIICYCHUH YIIPABIICHUS U apXH-
Bax.

1.2. 3a0auu yueonoii oucyunaunut

3aayamMy OCBOCHHSI JTUCHUIUIMHBI « TeXHUYECKHe Cpe/ICTBA B JOKYMEHTAIIMOHHOM 00ec-
NICUCHUH YIIPABJICHUS U apXUBaX» SIBIISIOTCS:

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

— 03HAKOMHUTH C TEXHUKO-IKOHOMHUCCKUMH XapaKTEPUCTUKAMHU U TTOKA3aTeISIMH HAJICK-
HOCTH U COBMECTUMOCTH TEXHHYECKHUX CPEIICTB;

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

— M3YYHTh MpaBHJIA IKCILTyaTallUd TEXHUYECKUX CPEICTB, MIPUMEHSIEMBIX B TOKYMEHTA-
ITMOHHOM OOECTICUCHUH YIIPABJICHUS U APXUBHOM JIEJIC;

— HAYYUTh HUCIOJIB30BATh TEXHUYECKUE CPEACTBA B JOKYMEHTAIIMOHHOM OOECICUCHUH
YIIPaBIICHUS M ApXUBHOM JICIIC.

1.3. Buov komnemenyuit, popmupyemoie 6 pezynvmame 0C60CHUA OUCYUNTUHBL

Nzyuenne mucturminabl « TeXHUYECKHE CPEACTBa B JIOKYMEHTAIIMOHHOM OOECTIeYCHUN
yIIpaBJIEHUS M apXUBaX» HAIIPaBICHO Ha (HOPMUPOBAHHE CIEAYIOUIMX KOMIIETEHIIUM]:

1) oOlIeKyIbTypHBIE:

— OK-10 — criocoGHOCTh K MCHOJIB30BAHUIO OCHOBHBIX METOJIOB, CLIOCOOOB U CPE/ICTB I10-
Jy4eHUsl, XpaHEeHHUs, nepepaboTku nHpopMaluy,

2) obmenpodeccuoHambHBIE:

— OIIK-1 — crnocoOHOCTh UCTIOIB30BATh TEOPETUUECKUE 3HAHUS U METOJbI MCCIICIOBAHUS
Ha TMPAKTHKE,;

3) nmpodeccuoHabHbBIE:

— [IK-16 — BnaneHue npaBujaMH SKCIUTyaTallud TEXHUUYECKUX CPEICTB U CIOCOOHOCTHIO
UCTIOJIF30BaTh TEXHUYECKHE CPEICTBAa B JIOKYMEHTAIIMOHHOM OOECIEUEHUH YIPaBICHUS U ap-
XUBHOM JIEJIE;

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

1.4. Mecmo oucuyunnunst 6 cmpykmype o0pazoeamenvHoil RPOZPAMMBbL:

HucuumnnuHa «TexHuyeckue cpeacTBa B JOKYMEHTAIIMOHHOM OOECTICUeHUH YIIPaBICHUS
U apXuBax» SBISICTCS 00s3amenbHOU JUIsl U3YYCHUS,, OTHOCUTCS K 8ApUAMUBHOU YACMU TIPO-
rpamMMebl brioka 1 «JlucuummuHer (MOTYITN ).



2. TpeGoBaHusi K pe3yJibTaTaM OCBOCHHS
Y4eOHOM I CIUIIINHbBI

B pesynbrare m3ydeHus QUCHMIUIMHBI «TeXHHYECKUE CpeicTBa B JOKYMEHTAalMOHHOM
00eCIIeYeHNN YIPABJICHUS U apXUBax» 00y4aroIuecs JOJDKHBI OBJIAJCTh CICIYIOIIUMH 3HAHHS-
MU, YMEHUSIMH U HaBbIKAMU, COOTHECEHHBIMU C IJIAHUPYEMBIMHU pe3yJbTaTaMu OCBOEHHs 00pa-
30BaTEJILHON ITPOTPaMMBI:

®opmupyeMble
KOMIIeTeHIIUH
(kox, comepxaHue
KOMITCTCHITHH )

HnalmpyeMble pe3yJbTaThbl OCBOCHUA

Y4eOHOH TUCHUIJIMHBI

3HaTh

YMmerh

Biaajgern

Obuwekynomypusle KomMnemeHyuu

OK-10 — crioco6-
HOCTbh K HCITIOJIb30Ba-
HUIO OCHOBHBIX Me-
TOJIOB, CIIOCOOOB U
CPEJCTB TIOTy4YeHUS,
XpaHeHWs, Tiepepa-
00TKH HHMOpPMAITIH

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

UCIIOJIb30BATh OCHOB-
HBIE METO/IbI, CTIOCOOBI
U CPEJCTBA MOJTyye-
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 —
CIIOCOOHOCTB 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
MIPAKTHKE

UCIIOJIb30BATh TEOpE-
THUYECKHE 3HAHUS 110
3P PEeKTUBHOMY IIPU-
MCHEHHIO TeXHHYEe-
CKHUX CPEJIICTB B JIOKY-
MEHTallMOHHOM o0ec-
NICUCHUU YIIPABIICHHS
Y apXMBax Ha MMPaKTH-
Ke

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

Ilpogpeccuonanvuvie Komnemenyuu

Buo oesmenvrocmu. mexnonocuueckast

[1K-16 — Bnagenue
MpaBUJIaMHU IKCIUTya-
TallUY TEXHUYECKUX
CPEICTB U CIIOCOOHO-
CTBIO HCIIOJBE30BaTh
TEXHUUYECKUE Cpe/I-
CTBa B JIOKYMEHTa-
LIHOHHOM o0ecIieye-
HUU YIIPaBICHUS U
aApXUBHOM JIeJie

HCTOPHUIO U COBpE-
MEHHOE COCTOSTHHUE
O0(HUCHBIX TEXHUYE-
CKHX CPEJICTB; OC-
HOBHBIE TPYIIITHI
OPTTEXHUKU; PABU-
J1a MX SKCIUTyaTa-
[IUH;, TEXHUKO-
9KOHOMHYECKHE Xa-
PaKTEPUCTUKH U TIO-
Ka3aTein Hage:KHO-
CTH U COBMECTHMO-
CTH TEXHHYECKHX
CPEICTB B IOKYMEH-
TalIMOHHOM O0e€cIIe-

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

NpaBUJIaMHU dKCILTya-
Talluu TEXHUYCCKUX
CPEICTB M CIIOCOOHO-
CTSIMHU HCIIOJIB30BaHUsA
TEXHHUYECKHE CPENICTBA
B IOKYMCHTAIlTUOHHOM
o0ecreYeHnn ynpas-
JICHUA U apXHUBHOM JC-
ae




YEHHUH YIpaBIEHUS U
APXHUBHOM JIeJie

[1K-18 — Biianenue
COBPEMEHHBIMH CH-
creMaMu nH(popMma-
[UOHHOI'O ¥ TEXHU-
yecKoro obecreue-
HUS JOKYMEHTAIH-
OHHOI'0 0OecIeueHHus
YIpaBJICHUS U

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

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

HpaBHJIAMH DKCILTya-
TalllH CHCTEM COBpe-
MEHHOT'0 TEXHUYECKOTO
o0ecreyeHus J0Ky-
MEHTAI[HIOHHOT'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
Camocmosmenvras paboma 8 meyenue cemecmpa 49,75
Hanucanue xypcosoii pabomot
Tloocomoeka Kk npomescymouHol ammecmayuu 4

Bup Texymei arrecranuu

KOHTpOJIbHas paboTa

Oowan mpyooémkocmep OUCYUNIAUHDBL:

yacwel

108

3auémmuble eOUHUYbL

3

3aouHas popma 00yyeHuUs

Buabl yueoHoii padoThI

Pacnpenesienue yuedOHoro

BpeMeHHU

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

Ipakxmuueckue 3anamus

Jlabopamopmuvie 3anamus 14

[TpomexyTouHas arTecTanus 0,25
Koncynomayus neped sxzamenom 0
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Dxzamen

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

Bun Texyiuei arrecranuu

KOHTpOJIbHast paboTa

Oowas mpyooémkocms OUCUUNTUHDBL:

yacwl 108

3ayémmvie eOUHUYbL 3

4. Copep:kaHue pa3aesioB M TeM y4eOHON JUCHUIIIMHBI

HanmenoBanme pasaesia yuyeOHOM
JTUCIHUIINHEI

Conep:xaHnue TeMbl

Beenenune (ITK-16, ITK-18)

[Ipenmer, 3amaun, cofepaHue U METOIMKA U3yUEHUs
Kypca, €ro poJjib B OJITOTOBKE CIIELIMAINCTOB, CBS3b C
JOPYTUMH Y9€OHBIMH TUCIUILTHHAMHU.

Knaccugukaius TeXHUYECKHX CPEICTB YIPABICHUS.
Knaccudukanus cpeacTB COCTaBIE€HHS TEKCTOBBIX
JIOKYMEHTOB

Paznen 1. CpencTsa coctaBieHus U U3-
roroBienus 1okymeHToB (OK-10,
OIIK-1, TTIK-16, TIK-18)

Tema 1. [Inmryniue MamuHsbL.

HcTopus co3naHus MULIYIIUX MaIlIXH.

OOmiast xapakTepucTUKa M Kiaccu(uKalus CcoBpe-
MEHHBIX MUIIYMKUX MaimuH. OCHOBHBIE TpeOOBaHMS,
IpeIbsABIsEMbIE K MUUTYITUM MallliHAM.
OnexTpoHHble munynme Mammuabl (3I1M). ABToma-
TU3alMs MPOILECCOB MOJATOTOBKU, OQOPMIIEHHUS, KOp-
pEKLUN, TeYaTH TEKCTa ¢ ucnoap3oBanuemM JIIM.
Tema 2. JIlukrodoHHAst TEXHUKA.

Ha3nauenme u ob6inacTu NMpUMEHEHHs TUKTOPOHHOU
TexHukn. OOmas XapakTepucThka JITUKTO(POHOB U
TUKTO(QOHHBIX CTaHIMH. TexHomornyeckue Ccxembl
MOJATOTOBKU JIOKYMEHTOB IpU JELEHTPATU30BaHHON U
LEHTPAJIN30BaHHOW CHCTEMaxX MCIOJIb30BaHUS TUKTO-
($hoHOB.

Tema 3. YcTpoiicTBa BbIBOAA TEKCTOBOM HH(OpMa-
U,

[TpunTephl (OCHOBHBIE MOHATUS M KJIACCH(DUKAIINS):
JIENIECTKOBbIE, MaTpUYHbIE, TEPMHUUECKHE, CTPYWUHBIE,
na3epHble. TexHosorus uBeTHoi neyatu. CoBETHI U
MOKYIIKE TIPUHTEpA.

Tema 4. YcrpoiicTBa BbIBoJa rpaduueckoil nHpopma-
U,

Knaccudukanmss mmorrepoB. CoBeTbl Tpu  BbIOOpE
IUIOTTEpPA.
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Tema 5. BeiOop TeXHHMUECKUX CPEICTB JOKYMEHTHPO-
BaHUs TEKCTOBOM MH(OpMaIiu

Paznen 2. CpencrBa konupoBaHus U
OIIEPAaTHBHOTO PA3MHOXKECHUS
(OK-10, OIIK-1, IIK-16, TIK-18)

[TpuHIMNIHATBFHOE OTJIMYUE CPEICTB KOMHUPOBAHHS OT
CpPEZCTBA ONEPATUBHOTO PAa3MHOKECHHUS.
Krnaccudukanus cpencts KONMUPOBaHHS M ONEpaTHUB-
HOTO Pa3MHOXKEHUS JIOKYMEHTOB.

Tema 6. CpencTBa KOMUPOBAHUS IOKYMEHTOB.
Knaccugukamusi cpencTB KOMUPOBaHHUS JOKYMEHTOB:
aneKTporpaduyeckoe (anmexTpodoTorpaduyeckoe,
Kceporpaduueckoe); TepMmorpapuueckoe (Tepmorpa-
¢bus); nnazorpaduyueckoe (CBEeTOKOMupoBaHue); Gporo-
rpaduueckoe (pororpadus); smekTpoHorpaduIeckoe
(3JIEKTPOUCKPOBOE).

Oco0eHHOCTH, TOCTOMHCTBA M HEIOCTATKH KaXKIOTO
BUJIa KOTIMPOBAHHUSI IOKYMEHTOB.

[{udpoBbie TEXHOJIOTUN KOTUPOBAHUS.

Bb160p TeXHHUYECKUX CPEACTB KOMPOBAHHUS.

Tema 7. CpencrBa OmepaTMBHOTO PAa3MHOXKEHHUS JO-
KYMEHTOB.

Knaccugukanusi cpencTB OmepaTuBHOTO Pa3MHOXKeE-
HUS TIOKYMEHTOB: rektorpadudeckas (rekrorpadHas)
nevarb, ocerHas (poTanpuHTHAsA) 1evyaTh, Tpadapert-
Hasi (poTaTtopHas) medYaTb, SJIEKTpoHOTpadapeTHas
nevath (puzorpadus).

OcoOeHHOCTH, JOCTOMHCTBA M HEIOCTaTKH KaXJ0ro
BH/JIA OTIEPATHBHOTO Pa3MHOKEHUS JOKYMEHTOB.
Bre16op cpeAcTB OmepaTHBHOTO Pa3MHOMXKEHUS JIOKY-
MEHTOB.

Tema 8. Bb1OOp TEXHMUECKUX CPENICTB Ml KOMPOBa-
HUS ¥ ONIEPATUBHOTO Pa3MHOKEHUS JIOKYMCHTOB

Paznen 3. CpeacrBa oOpabOTKHU AOKY-
MEHTOB
(OK-10, OIIK-1, ITK-16, TTK-18)

Tema 9. CpenctBa 06pabOTKH TOKYMEHTOB.
Knaccugukanus cpencts o0pabOTKH JOKYMEHTOB.
MamuHsl A1 HeperieTHO-OpOIIIOpOBOYHBIX PadoT.
Ckpemuisiroriiee - obopynoBanue. bymaropesarensHoe
oOopynoBanue. MamuHbl A1 0QOPMHUTEIBCKUX pa-
00T. MamuHbl 715 3alIUTHl TOKYMEHTOB OT HEOpek-
HOT'O XpaHEHHUSI.

Br160p cpenctB 06pabOTKH JOKYMEHTOB.

Pa3znen 4. CpencrBa XpaHeHus, IOUCKA
U TPAHCIOPTUPOBKH JTOKYMEHTOB

(OK-10, OIIK-1, ITIK-16, I1K-18)

Tema 10. CpencrBa xpaHeHHsI ¥ IOMCKA IOKYMEHTOB.
Knaccudukanus cpeactB XpaHeHHs] M TIOHUCKA JTOKY-
MEHTOB.

[lepBuuHble cpeacTBa XpaHeHHs JHOKymMeHTOB. Cpen-
CTBA ONEPATUBHOIO M JUIMTEJIBHOIO XPaHEHMs JIOKY-
MeHTOB. OCHOBHbIE BHABI cTesutaxed. HactonbHble
KapTOTeKH M KapTOTeuHble MKa(bl. MexaHU3UpOBaH-
Hbl€ U aBTOMAaTH3UPOBAHHBIE CPEACTBA XPAHEHUS U
IIOMCKA IOKYMEHTOB.

Tema 11. Cpencra TpaHCIOPTUPOBKH TOKYMEHTOB.
Knaccugukanus cpencTBs TpaHCIOPTHPOBKH JIOKY-
MEHTOB

Paznen 5. Cpencra cBsizu
(OK-10, OTIK-1, TIK-16, IT1K-18)

Tema 12. O06mas XapakTepuCcTUKa CHCTEM CBSI3H.
OO6mme cBeJeHUsT O CHCTEMax TMepenayn uHbopma-
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uuu. MoJenb 3JI€MEHTHOM cucTteMbl cBsi3u. [IpuHIu-
nbl mepenaud uHGOpMaIu. AHAIOTOBBIE U HUDPO-
BbIE CHCTEMBl CBA3U. Moaynanus, KOJIWpPOBAHUE,
oun(poBbIBaHUE, MYJIBTUIUIEKCHPOBAHHE CHUTHAJIOB.
Kanasbl u 1uHMM CBSI3H.

MexayHapoaHble CTaHAAPTHl B 00JIACTH TEIEKOMMY-
Hukauui. OO01mue npeacTaBiIeHus] O TeIEKOMMYHHKa-
LMOHHBIX ceTAX. OCHOBHbIE BH[bBl TEJIEKOMMYHHKa-
WM.

Tema 13. Cuctembl nepeaud HEAOKYMEHTUPOBAHHOM
uHpopmauu.

CpenctBa TenedoHHOU cBsizu. DYyHKIIMOHATHHBIC
BO3MO’KHOCTH U JIONOJIHUTEIIBHBIE YCTPOMCTBA COBpE-
MEHHBIX TeJIeQOHHBIX ammapaToB. OpraHuzanus ore-
paTUBHOM TeneoHHOM CBSI3U: «IUPEKTOP-
CeKpeTapby, HUPKYISAPHAs, CENEKTOpHAst, KOH(EpeHII-
CBs3b, CpEACTBA 3alIUThl KOH(MUIEHIMAIBbHON WH-
dbopMaruu B ceTsax TelneOHHON CBS3H. YUPEeKIeHIC-
ckre u MuHU-ATC, uX Ha3HAYeHUE M OCHOBHBIC Xa-
PaKTEpUCTUKH.

MoOunbHble cpeacTBa cBsizu.  PanuorenedonHas
cBs3b. CHCTEMBI U CpPEACTBA ONEPATUBHOU U BEIOM-
CTBEHHOM paJnOCBsA3M, COTOBasi CBA3b. CIyTHHUKOBAs
CBS3b.

ITonckoOBO-BEIBBIBHBIE  cHCTEMBI.  IlelmKuHTOBAs
cBs3b. [lenKepsl.

Buneocssi3b.

Tema 14. Cucremsl nepenauv AOKYMEHTHUPOBAaHHOM
MH(pOpMaLINH.

Tenerpadnas cBs3b. JlelitehonHas cBsi3b. CUCTEMBI U
anmnapatypa tenerpadHoil CBs3u.

@dakcumMmiIbHasg ~ cBs3b. (DaKCUMWIBHBIE alIaparsl.
CepBucHble BO3MOXXHOCTH (DaKCUMMJIBHBIX —amnmapa-
TOB

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

Tema 15. CkaHepbl, KOMIIBIOTEPHBIE MTPOEKTOPHI, J€-
MOHCTPALIMOHHBIE YKPAHbI, MYJIbTUMEIUINHBIE JOCKHU.
Tema 16. KoMmnbroTepHbIe aKcecCyapbl

Paznen 7. UcTopust TEXHUYECKUX
cpeacts (ITK-16, TTK-18)

Tema 17. UcTopust CpeicCTB OPITEXHUKHU

5. Y4eOHo-MeTOAMYeCKOEe M HH(POPMALMOHHOE o0ecnieuyeHre YUeOHOH TUCHMIIUHBI

5.1. Ocnosnaa rumepamypa:

1. TrwoxkaBuna, U.A. TexHudeckue Cpe/icTBa B TOKYMEHTAIIMOHHOM OOECIIEYeHUHN yIpaB-
JICHUS M apXUBHOM Jienie : yueb.- mero. mocodue / M. A. TiokaBuna ; Komu pecryOnnkaHckas
akaJi. Toc. CIIy»O0sI u ynpasieHus . — CoeikThiBKap : KPAI'CuY, 2013. — 103 c.




5.2. /lononnumensnas numepamypa:

Kysnenos, 1.H. Jlenonpoussoacteo / .H. Ky3nenos. — 6-¢ u3z., nepepad. u gom. — M. :
N3 natenbcko-Toprosas kopropauus «lamkos u K°», 2014. — 460 c. : tabs. — Pexxum nocryna:
o nmoamucke. — URL: http://biblioclub.ru/index.php?page=book&id=452846.

5.3. Dnekmponno-oudIUOMEUnan cucmema:

1. DiekTpoHHO-OMOIMOTEUHAsT CHCTEMa

(www.biblioclub.ru).

«YHuBepcuTeTcKas OuOIMOTeKa OHJIANHY

2. HanmonanbHast snekrponHas oudaunoreka (https:/mH36.pb).

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

cucmemol.

1. CnpaBouHo-nipaBoBas cucteMa «l'apanT».
2. CrmpaBouHo-nipaBoBas cucrema «KoHcynbrant [Lnrocy.

3. DIEeKTpOHHO-OMOIMOTeUHAs CHCTEMa

(www.biblioclub.ru).

«YHUBEpCUTETCKAasT OWOIMOTEKa OHJIAWHY

4. Hayunas siektponHast oudanoreka (www.e-library.ru).
5. HaumonanbHast snekrponHas 6udanoreka (https:/mH36.pb).

5.5. Pecypcuvl ungpopmayuonno-ookymenmayuonnoii cemu «Mnmepnemy
1. Caiit Beepoccuiickoro HayuyHO-HCCIIE10BaTENbCKOT0 HHCTUTYTA IOKYMEHTOBEICHUS U
apxuBHOro jena http://www.vniidad.ru/

2. Poccuiickas

(https://cyberleninka.ru).

Hay4Has

AJIEKTPOHHAS Ooubamoreka «Kubepnennnka»

6. CpencrBa obecriedeHusi 0CBOCHHS Y4eOHO# THCHUNINHBI

B yueOHOM mporiecce npu peanuzaluuu yueOHON JUCHUILINHBI « TeXHUUecKrue CpesicTBa B
JIOKYMEHTAIIMOHHOM OOECIIEYeHUH YIPABICHUS U apXMBaxX» UCIOJIb3YIOTCS CIEAYIOIINE pecyp-

CHI.

Hngpopmayuonnsvie mexunono-
2uu

Ilepeuenv npozpammmnozo obecneyenus u uHGoOpmMayuoOHHbIX
CHPAGOYHBIX cUCmeM

OducHslil maker i paboOThI C
JIOKYMEHTaMH1

Microsoft Office Professional
LibreOffice

HNHdopManinoHHO-CIIPaBOYHbIE
CUCTEMBI

CrnpaBouHo-npaBoBas cucrema "Koncynbrant [Tnroc"

CnpaBouyHo-nipaBoBas cucrtema "["apant"

DNeKTPOHHO-OUOINOTEUHBIE
CHUCTEMBI

OBbC «YHuBepcurerckas OuOIMOTEKa OHIIANH

Hayunas snexktponnas Oudnanorexa (Www.e-library.ru)

HarmonanwsHnas anekrponnas 6ubnuoreka (https://H36.pd)

SHCKTpOHHaH modyra

DJeKkTpoHHas movTa B jomMeHe Krags.ru

CpencrBa 11 OpraHu3auu
BeOMHApOB,
KOH(epeHImit

TCJIEMOCTOB )51

CepBucsl BeO- 1 BUJICOKOH(EPEHIICBSA3H, B TOM YHUCIIE
BigBlueButton

ComnpoBoxk/IeHHE OCBOCHUS TUCHUIUIMHBI 00YYalOIIUMCST BO3MOXKHO C HCIOJIb30BAHUEM
AIIEKTPOHHOHN MH(pOopMaoHHO-00pa3oBarenbHOl cpeasl [OY BO KPAI'CuY, B Tom uuncie 06-
pa3oBaTenbHOro nmopTana Ha ocHoBe Moodle (https://moodle.krags.ru).



http://biblioclub.ru/index.php?page=book&id=452846
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-
MEHTAallHOHHOM OOECIEYCHUH YIpaBJICHUS HM apXWBax» 3aJeldCTBOBaHA MaTepHAIbHO-
texuudeckas 6aza 'OY BO KPAI'CuY, B coctaB KOTOpO# BXOIAT CIEIYIONINE CPEICTBA U Pe-
CYpCHI JUIsl OPTaHU3AIMH CAMOCTOSITEILHON U COBMECTHOM PabOThl 00yJaronuXxcs ¢ mpernoaBa-
TEIEM:

— CHelUalbHbIe MOMEIICHUS IS peaan3alui JaHHOW JUCHUIUIMHBI MPEACTABISIOT CO-
00i1 yueOHbIC ayIUTOPUU JIJIsl IPOBEACHUS 3aHATUM JICKIIMOHHOTO THUIIA, 3aHATUNA CEMUHAPCKOTO
THUIIA, TPYIIOBBIX U WHIUBUIYAIbHBIX KOHCYJbTAI[UN, TEKYIIETrO0 KOHTPOJISI U MPOMEXKYTOUYHOMN
aTTECTaIlMH, a TaK)Ke TTOMEIICHHS JJIsI CAMOCTOATENLHON paObOThI U MOMEIICHUS JIJISl XpaHEHUS U
npoUIaKTHYeCKOro oO0CIyXuBaHus y4deOHOro obOopynoBanus. CrHenuanbHbIE MOMEIECHUS
YKOMILIEKTOBaHbI CIHEIHATM3UPOBAHHON MeOeIbl0 M TEXHUYECKUMHU CpEACTBAMHU OOyuYeHUs,
CITy’KaIllMMU JJIs IPeJICTaBIeHHs yueOHOM nHpopManuu OOJIbIION ayAUTOPHH.

Jlist IpoBeICHUS 3aHSATHN JICKIIMOHHOTO THUIIA MPEIJiararoTcs HaOOphl JEMOHCTPAIIMOH-
HOTO O0OpYyIOBaHMS M Y4eOHO-HATISIIHBIX MMOCOOMH, 00CCIICUYMBAIONINE TEMATUYCCKUE WILTIO-
CTpaluy;

— J1abopaTopusl TEXHUYECKUX CPEICTB JOKYMECHTAIIMOHHOTO O0ECIICUCHHS YIpaBIICHUS,
OCHAIIEHHAS CJICIYIOUUMU TEXHUYECKUMHU CPEACTBAMU

1. [eernoit MY OKI MC853 (A3, ceTeBoii, AByXCTOPOHHUI).
[MpunTtep HP Laser Jet P2055dn (cereBoii, AByXCTOPOHHHUIA).
[[Betnoit M®Y Conika Minolta C220 (uBeTHOI, A3, CETeBOM, TBYXCTOPOHHUM).

[[BeTtHOIT MDY Conika Minolta C224 (uBeTHOM, A3, ceTeBOM, IBYXCTOPOHHUIA).

Komnuposanbheie anmapatsl SHRP AR-5516 d (1BycTOpoHHEE KOMTUpOBaHUE) — 2 IIT.
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.

13.3akpyraurens yrios.

14. Pyynoii nuctononbopmuk «MaroTkay.
15. JlTamunaTop.

16. MammHa [Tt CKpeTUIeHHsI Ha KOJTbIax (py4yHas) (KOJbIla METaUIMYECKHUE U IJIACTH-
KOBBIE).
17.MamuHa 1715 CKperyieHusl Ha TUIaCTUKOBBIX KOJIbIax (dJEeKTpHuecKast).

— TIOMEIIEHHE JUIsI CaMOCTOSITEIbHON paboThl 00yYarOMIMXCsl OCHAIEHO KOMIIBbIOTEPHOM
TEXHUKOW C BO3MOXKHOCTHIO MOAKIIOUEHUs K ceTu «MHTepHeT» u obecrneueHueM JOoCTyna B
AIIEKTPOHHYIO HHPOPMALMOHHO-00pa30BaTEIbHYIO Cpely OpraHU3alny;

— KOMIIBIOTEPHBIE KJIACChI, OCHAIIICHHBIE COBPEMEHHBIMU IIEPCOHAIBHBIMU KOMIIBIOTEPAMH,
paboTaIMIMMH TI0/ YIIpaBJIEHHUEM OIeparmoHHbIX cucteM Microsoft Windows, oObeuHEeHHBI-

MU B JIOKAJIBHYIO CE€Th U UMCIOIIMMU BBIXO B HHTepHeT;
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— OuwbnmuoTrexka  AkamemMuu, KHWKHBIA — (OHJ  KOTOPOM  COACPKUT  HAYYHO-
UCCIIEIOBATEIbCKYIO JTUTEPATYPY, HAyYHbIC )KYPHAIIBI M TPYAbl HAYYHBIX KOH(PEPEHIIHA, a TaKxKe
YUTAILHBIN 347,

— cepBepHOE 000pyOBaHUE, BKIIOYAIOIIEE, B TOM YHUCIIE, HECKOJIBKO cepBepoB cepuu IBM
System X, a Take BUPTyaJlbHbIE cepBepa, padOTalOMIMe MO YIPABICHHEM ONEPAMOHHBIX CH-
creMm Calculate Linux, Bkirouennoi 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;

— CceTeBOe KOMMYTAI[MOHHOE 000pyJoBaHME, OO0ecreurBaoliee padoTy JIOKaIbHON CETH,
npeocCTaBlIeHNe 0CcTymna K ceTu Internet ¢ obmieii ckopocteio moakmoueHus 10 Mout/cek, a
Takke paboty OecripoBogHOrO cerMenTta cet Wi-Fi B moMmenieHusx AKaJieMuu;

— UHTEPaKTUBHBIC MHPOPMAIIMOHHBIE KHOCKH «HDO»;

— MPOrpaMMHBIE U allapaTHbIe CPECTBA I IPOBEICHUS BHICOKOH(EPEHIICBSI3H.

Kpome Ttoro, B oOpa3oBaTenbHOM Mpolecce OO0yYarOUIMMUCS IIUPOKO HCIOJB3YIOTCS
CJIETYIOIINE AIIEKTPOHHBIE PECYPCHI:

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

— cait www.krags.ru;

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

KoHkpeTHbIE TOMEIICHUS [UI OpraHu3alMd OOydeHHUs MO IUCHHUILTNHE «TeXHu4YecKue
CpeACTBa B JOKYMEHTAITMOHHOM 00ECIICUCHHUH YIIPABICHUS U apXHUBax» mpeacTaBieHsl B Crpas-
K€ 0 MaTepHaIbHO-TEXHUYECKOM 00eCTIeueHHH 00pa30BaTeIbHON MPOrPaMMEBI MO0 HAIPaBJICHUIO
noarotoBku 46.03.02 JlokyMeHTOBeIeHHE U apXUBOBEACHNE, CPOPMHUPOBAHHON B COOTBETCTBUU
C pacnucaHueM Y4eOHBIX 3aHATUH U MPOMEXYTOYHOM aTTecTallMud U MacrnopTaMu KaOMHETOB
I'OY BO KPAI'CnuY.
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