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PaGouas  mporpamma  aucuumiauHbl  «MHpOpMAnMOHHBIE ~ TEXHOJOTUU B
JOKYMEHTAITMOHHOM OOECIICYCHUH YIPABICHUS M apXHUBHOM JIEJI€» COCTAaBJIEHA B COOTBETCTBHH
C TpeOOBAHUSIMH:

- @enepanbHOTO  TOCYJApPCTBEHHOTO  00pa3oBaTENBbHOTO  CTaHAApTa  BBICIIETO
oOpa3zoBaHusi MO HampaBiieHWt0 noArotoBku 46.03.02 JloxymeHTOBEJAEHUE U apXWBOBEIICHUE
(ypoBeHb OakamaBpmara), yTBEp)KIEeHHOTO mpukazoM MunoOpHayku Poccum ot 06.03.2015
Nel76;

- Ilpukaza MwunHoOpHayku Poccum «O06 yrBepxkaeHuu Ilopsinka opraHuzanue |
OCYIIIEeCTBIICHUSI 00pa30BaTeNIbHOM AESITEILHOCTU MO 00pa30BaTEeIbHBIM MPOTPAMMAaM BBICIIETO
oOpa3oBaHusi — TmporpamMmmaMm 0OakajaBpuaTa, MpOrpaMMaM CIEHUAINTETa, MporpaMmMaM
maructpatyps» oT 05.04.2017 Ne 301;

- yuebHoro miaHa ['OY BO «Komu pecnyOnukaHckas akaieMuss TOCyJapCTBEHHOMN
CIyXOBl W ympaBieHus» 1o HampasieHuto 46.03.02 JlokyMEHTOBEICHHE W apXUBOBEICHUE
(ypoBeHb OakanaBpuara) HampaBieHHOCTh (mpoduib) «JloKyMeHTaIlMOHHOEe oOecrneueHue
yIpaBICHUS.

© Komu pecriybnukaHckas akaieMust
roCyAapCTBEHHOM CITYy>KOBI M yripaBieHus1, 2020
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1. ey u 3a5a4n y4eOHOM M CIHIIIMHBI

1.1. I{enw uzyuenus yueonoii oucyuniunsl

Lenbto ocBoeHMs TUCHUTUTHHBI «HPOPMAIMOHHBIE TEXHOJIOTHH B JOKYMEHTAITHOHHOM
o0ecrieyeHnn YIpaBJICHHUS M apXUBHOM JIeNie» SIBISETCS MOATOTOBKA Oaxkanaeépos K Oynayuien
npopEeCCUOHATBPHON JICATEIPHOCTH HAa OCHOBE HM3YYCHHUS TEOPETUYECKHX NpoOJIeM H
NPUKIAJHBIX ACHEeKTOB HMH(OpMATH3alMK JTOKYMEHTALIMOHHOTO OOECIICYECHHUsl YNPABJICHUS H
aApXUBHOTO JIeTa.

1.2. 3a0auu yueonoii oucyunaunut

3anagamu OCBOCHHUS  JIUCIUTUIMHBI «UHpopmanoHHbIC TEXHOJIOTHH B
JOKYMEHTAITMOHHOM O0ECIICYCHUHN YITPABIICHHS U APXUBHOM JIEJIC) SIBJISTIOTCS:

—  paccMOTPeTh OCHOBHBIE TIOHSTHS, WCIIOJIB3YEMBIX B IIpolecce MPUMCHCHUS
WH(POPMAIMOHHBIX TEXHOJIOTUH B JIOKyMEHTAIIMOHHOM OOCCIICYCHUU YIIPABJICHUS U apXHUBHOM
nerne;

— W3YYUTh TEXHUYECKOE U MPHUKIIAJIHOEC IPOrPAMMHOE OOECIICYCHHE, UCTIOIh3yeMOE TPU
OpraHu3aIiy JIEKTPOHHOTO JOKYMEHTO000pOTa, HH()OPMAITMOHHOM 00eCIICUeHIH YIPaBICHHUS,
OpraHu3allii APXUBHOTO XPAaHCHHUS JIOKYMEHTOB Ha TPAJUIIMOHHBIX U DJICKTPOHHBIX HOCUTEIISX;

— HW3y4YUTh TPUHIMUIB BBIOOpA W OPTraHMU3ANMH BHEIAPCHUS W HCIOJIb30BaHUS
TEXHUYECKOTO M MTPOrPAMMHOTO 00eCIIeUeHUS;

— mnpuobOpectm 3HaHHMA 00  WCIOJB30BAHMHM  aBTOMATH3UPOBAHHBIX  CHCTEM
JIOKYMEHTAITMOHHOTO 00ECTICUCHHS YIIPABJICHUS (3JICKTPOHHOTO JJOKYMEHTO000POTA).

1.3. Buowvl komnemenyuii, hopmupyemoie é pezyibmame 0C80EHUA OUCUUNTIUHDBL

Nzyuenne puctuiummebl  «MHQOpPMAaMOHHBIE TEXHOJIOTMH B JIOKYMEHTAI[HOHHOM
oOecrieyeHU! YyNpaBleHUsT U apXUBHOM JleJie» HaIpaBlIeHO Ha (OPMHUPOBAHUE CIETYIOLINX
KOMIETEHIIHI:

1) oO1meKynbTypHbIE:

— OK-10 — cnocoOHOCTh K HCIOJIB30BAHUIO OCHOBHBIX METOOB, CIIOCOOOB M CPEICTB
NOJIy4eHUs1, XpaHEeHUs, epepaboTKu nHpopMaluy,

2) obmenpodeccuoHaIbHBIC:

— OIIK-2 — BrnageHue 6a30BBIMHM 3HAHMSMM B 00J71aCTH MHGOPMALMOHHBIX TEXHOJIOTUH
(mporpaMMHBIE  TPOAYKTBHI, HCIIOJIB3yeMble B  YIOPaBICHHH JOKYMEHTAMH, CHCTEMBI
3JIEKTPOHHOI'0 IOKYMEHTO000pOTa, TEXHOJIOTMH CKAaHUPOBAHHUS JOKYMEHTOB);

3) nmpodeccuoHabHbBIE:

— IIK-2 — BnageHue ocHOBaMH HWH(POPMALMOHHO-AaHAIUTUYECKON MEATETbHOCTH U
CIIOCOOHOCTH PUMEHSATH UX B MpodeccroHabHoi chepe;
— ITIK-6 — cmocoOHOCTh aHaNM3MPOBATh CHUTYAllMI0O HA pPHIHKE HH()OPMAIIMOHHBIX

MIPOJYKTOB W YCIYT, JaBaThb SKCIEPTHYK OLEHKY COBPEMEHHBIM CHCTEMaM 3JIEKTPOHHOIO
JIOKYMEHTO000pOTa U BEJCHHUS HJIEKTPOHHOTO apX1Ba,

— IIK-14 — BnajgeHue HaBbIKAMHM HCIOJB30BAaHUS KOMIBIOTEPHON TEXHUKH U
UH(POPMALIMOHHBIX TEXHOJOTHI B JOKYMEHTAIIMOHHOM OOECIEUYEeHUH YIPaBICHHUS U apXHUBHOM
nene;

— IIK-15 — cmocoOHOCTh COBEPILICHCTBOBATh TEXHOJOTMM JAOKYMEHTAIIHOHHOTO
o0ecreueHts yrpaBJIeHUs] U apXUBHOTO JieJia Ha 0a3e UCIOJIb30BaHUs CPEJICTB ABTOMATU3ALINY;

— IIK-18 — BnajgeHue COBpEeMEHHBIMH CHCTEMaMU MH()OPMAITMOHHOTO M TEXHUYECKOTO
o0ecreyeHns JOKYMEHTAMOHHOTO 00eCIIeYeHHs YIIPABICHHS U YIIPaBJICHUS apXUBaMHU.



1.4. Mecmo oucuyunaunsl ¢ cmpykmype o0pazo6amenvHoll nPOZPaAMMbL:

Hucuunnuna «HHbopMalMOHHBIE TEXHOJIIOTUH B JIOKYMEHTALIMOHHOM 00ecledeHuH
VIOpaBICHUS W apXUBHOM JIeJe» SIBISETCS 00s3amenvbHoll i W3Y4eHUs, OTHOCHTCS K
sapuamuenou wacmu nporpammsl biioka 1 «/lucuurummasl (Moxyin)y,

2. TpeOoBaHuUs K pe3yJibTATAM OCBOCHUS
Y4eOHOM M CIUILINHbBI

B pe3yiabTaTre HN3YyUYCHUA JUCHUITIIMHBI «HH(bOpMaI_[I/IOHHBIC TE€XHOJIOI'NH B
JAOKYMCHTAIITUOHHOM obecneueHUH YIpaBJICHUA W APXHUBHOM JOCJICH» 06y11a10Lu1/1ecsi JOJIDKHBI
OBJIAZICTH CICAYIOIIUMU 3HAHUAMU, YMCHUSAMH W HaBbIKaMH, COOTHECECHHBIMU C IIAHUPYCMBIMHA

pe3yabTaTaMu OCBOEHUS 00pa30BaTEIbHON IPOrPAMMBIL:

®opmupyemble IInanupyembie pe3ybTaThl OCBOCHHSA
KOMIIeTeHIINH y4eOHOH THCHMILINHBI
(xon, 3HATH YMeTh Baagern
coJiep>KaHue
KOMITCTCHITIH)
Obuiexynomyprole KomMnemeHyuu
OK-10 - TEXHOJIOTHU UCIIOJIB30BATh CIIOCOOHOCTBIO K
CIIOCOOHOCTH K Co31aHus, MIPUKJIaTHOE HMCIIOJIb30BaHHIO
HCIIOJIb30BaHUIO XpaHeHus, [IPOrPaMMHOE IPUKJIAIHOTO
OCHOBHBIX obHOBIIEHHS obecrieueHue u POrPaMMHOTO
METONOB, AOKYMCHTOB, MH(OPMAIMOHHBIE obecrieyeHus u
crocobos 1 COBPCMCHHBIC TEXHOJIOTUU MH(OPMALIMOHHBIX
cpecTn TeXHOJIoTHH MOJIy4EHHUs], XPAHEHUS], | TEXHOJOTHH
MOJTy4EeHUS, 00paboTKu
XpaHeH, JIOKYMEHTAJIBHO nepepadoTKu MOJTy4YEHHUs], XpaHEHUs,
nepepaboTk HEGOpMAIIH B uHpopMaLnu B nepepadoTKu
uH(OpMAIHH MPUITOKEHHH K oOnactu uHpopMaluu B 00JIaCTH
3a71a9aM JIOKYMEHTAIUOHHOTO JOKYMEHTAI[HOHHOTO
JOKyMEHTALHOHHOT obecrnieueHus o0ecrnieueHus
0 obecIeueHus yIpaBiIeHUs U yIIpaBJICHUS U
YIPaBJICHUS U APXUBHOI'O Aciia APXUBHOI'O Acjia
ApXUBHOTIO JIeJia
Oowenpogpeccuonanvhnovie Komnemenyuu
OIIK-2 — OCHOBHBIE HCIIOJIh30BaTh 0a30BbIe | 0A30BHIMU 3HAHUSIMU B
BJIaJICHHE KOMIIBIOTEPHBIE U | 3HAHMS B 001aCTH obsactu
06a30BBIMU MH(OPMaLMOHHBIE | HHPOPMAIIMOHHBIX MH(OPMaLIMOHHBIX
3HAHUSIMH B TEXHOJIOTUH B TEXHOJIOTUI TEXHOJIOTUH
obnactu obnactu (mporpamMMHbIE (mporpamMmHbIe
UH(POPMALMOHHBIX | JOKYMEHTAIMOHHOT | IPOAYKTHI, MPOAYKTHI,
TEXHOJOTHI 0 obecrieueHus HCIIOJIb3yEMBIE B HCIIOJIb3yEMBIE B
(mporpamMMHbIe yIpaBlIeHUs U yIpaBIeHUU yIpaBJICHUH
MPOJYKTHI, apXMBHOTO Jiefna JIOKyMEHTaMH, JOKYMEHTaMH, CUCTEMBI
UCTIOJIb3yeMbIE B (mporpammHbIe CUCTEMBI JIEKTPOHHOT'O | IEKTPOHHOTO
yIpaBICHUN MIPOJTYKTHI, JIOKYMEHTOO000POTa, JIOKYMEHTOO00pOTa,
JOKYMEHTaMH, UCTIOJIb3yeMbIE B TEXHOJIOTUU TEXHOJIOTUU
CUCTEMBI yIpaBlIeHUU CKaHHUPOBAHMUS CKaHUPOBAHUS
AIEKTPOHHOTO JIOKYMEHTaMH, JIOKYMEHTOB) JIOKYMEHTOB)
JIOKYMEHTOOOOPOT | CUCTEMBI




a, TEXHOJIOTUH
CKaHUPOBAHHUS
JIOKYMEHTOB)

AIIEKTPOHHOTO
JIOKYMEHTO-
obopora,
TEXHOJIOTUU
CKaHHUPOBAHMUS
JIOKYMEHTOB)

Ilpogheccuonanvnvie kKomnemenyuu

Buo oeasmenvrnocmu:

Hay'iHO'MCCJZQOOGCZme]leKaﬂ

[1K-2 — Bnanenue OCHOBBI UCTIOJIB30BaTh OCHOBBI | OCHOBaMH
OCHOBaMU UHPOPMALIMOHHO- | HTHPOPMALMOHHO- MH(POPMAITMOHHO-
UHPOPMALIMOHHO- | aHAIUTHYECKOM AHATTUTHYECKON AHATTUTHYECKOU
AHATUTUICCKOM JIESITEIIbHOCTH B JeSITEIIbHOCTH cepe nesTenbHOCTH chepe
NEeSITETILHOCTH U chepe UH(POPMAIIMOHHBIX UH(POPMAIIMOHHBIX
CIOCOOHOCTh MH(POPMAIIMOHHBIX | TEXHOJOTHH U TEXHOJIOTHI U
NPUMEHSTh UX B TEXHOJIOTUI CHOCOOHOCTh CIIOCOOHOCTHIO
npodeccuoHab- NPUMEHUTEIHHO K | IPUMEHSTH UX B MPUMCHSITh UX B
HOU cdepe npoECCUOHATILHOM | JIeTIONPOU3BOJICTBE JETIOTIPOU3BOJICTBE U
cepe apXHBHOM JIeJIe apXHBHOM JIeNIe
[1K-6 — KOMITBIOTEPHBIC U | aHAJM3UPOBATh CIIOCOOHOCTHIO
CIIOCOOHOCTh WH(POPMALIMOHHBIE | CHTYallMIO Ha PHIHKE aHAJN3UPOBATH
aHAJTM3UPOBATh TEXHOJIOTUH U WH(POPMAIIMOHHBIX CUTYAIIHIO Ha PHIHKE
CUTYaIlHIO Ha YCIIyTH B MPOAYKTOB U YCIIYT, MH(POPMAIIMOHHBIX
pBIHKE JIOKYMECHTAIIMOHHO | COBPEMEHHBIX CHCTEM | IPOAYKTOB U YCIIYT,
UH(POPMALIMOHHBIX | M 00€CIIeYeHUN AIIEKTPOHHOTO COBPEMEHHBIX CHCTEM
MPOIYKTOB U yIpaBJIeHUS U JIOKYMEHTO0000pOTa, 3JIEKTPOHHOT'O
yCIIyT, 1aBaTh aApXUBHOM JIETIC; BEJICHUS DJIEKTPOHHOTO | JOKYMEHT0000pOTa,

HKCHEPTHYIO
OLICHKY
COBPEMEHHBIM
cucTeMam
3JIEKTPOHHOT O
JIOKYMEHTO000pOT
a 1 BeJIeHUs
AIIEKTPOHHOTO
apxuBa

OCHOBHBIE
TpeOOBaHUS K
cucTeMam
AIIEKTPOHHOTO
JOKYMEHTOO00pOTa
Y 3JIEKTPOHHBIM
apXxHBam,
CTaHAapTHBIE
(byHKIIOHATIbHbIE
337124, peraeMple
UMH; BUJIBI U
OCHOBaHHUS
KJaccu(puKauu
CHCTEM
AIIEKTPOHHOTO
JIOKYyMEHTO000pOT

apxuBa

BEJICHUs DJIEKTPOHHOI'O
apxuBa

Buo oesmenvnocmu.: mexnonocuueckas

I1K-14 — Bmamenne
HaBBIKAMH
HCIIOJTb30BaHMS
KOMITBIOTEPHOU
TeXHHUKHU U
UH(POPMALIMOHHBIX
TEXHOJIOTHH B
JIOKYMEHTALlMOHHO
M 00CCITeUCHHH

BO3MO>KHOCTH
HCIIOJIb30BaHUS
KOMITBIOTEPHOU
TEXHUKU U
WH(pOpPMaAITMOHHBIX
TEXHOJIOTUH B
JIOKYMEHTaIlMOHHO
M o0ecrieueHnn
yrpaBiIeHUs: 1

UCTIOJTb30BaTh
KOMITBIOTEPHYIO
TEXHUKY U
UH(POPMAIMOHHbIE
TEXHOJIOTHH B
JOKYMEHTaIlMOHHOM
o0ecrieyeHun
yIpaBJICHUS U
apXMBHOM JIeie

3HAHUSMU T10
WCIIO0JIb30BAHUIO
KOMITBIOTEPHOU
TEXHUKH U
WH(pOpPMaAITMOHHBIX
TEXHOJIOTHH B
JOKYMEHTAI[MOHHOM
obecrnieueHnn
yHpaBiIeHUs U
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yIpaBiIeHUs U
ApXUBHOM JIEJIe

APXUBHOM JICJIC

APXUBHOM JCJIC

ITK-15 —
CHOCOOHOCTD
COBEPIIICHCTBOBATH
TCXHOJIOI'MN
JIOKYMEHTAIMOHHO
ro obecrieyeHus

TEXHOJOTMYECKHE
orepanuu
JIOKYMEHTAIlHOH-
HOTO o0ecreyeHus
yIpaBJICHUS U
ApXUBHOTO JIeTa,

COBEPILIECHCTBOBATH
TCXHOJOI'nn
JOKYMEHTAI[HOHHOTO
obecrieueHns
yIpaBJICHUS U
apXMBHOTO JiejIa Ha

CITIOCOOHOCTBIO
COBEPIICHCTBOBATH
TEXHOJOTHH
JOKYMEHTAI[HOHHOTO
obecrieueHus
yIpaBIeHUS U

YIpaBJICHUS U OCYIIIECTBIIIEMbIC 0a3e MCI0JIL30BAHUS apXUBHOTO JiejIa Ha 0a3e
apXUBHOTO JieNia Ha | Ha 0a3e cpe/icTB CPEICTB WCIIOJIb30BAHUS CPEICTB
Oaze aBTOMAaTHU3AIUH aBTOMAaTH3aIu1 aBTOMAaTH3aIu1
HCIIOIB30BaHUS

CPEICTB

aBTOMAaTH3allAN

[1K-18 — BnazieHre | COBpEeMEHHBIC HCIIOJB30BaTh 3HAHMS 3HAHUSIMU
COBPEMEHHBIMH CHCTEMBI COBPEMEHHBIX CUCTEM | COBPEMEHHBIX
CHCTEMaMH HH(OPMAIIMOHHOTO | HH(POPMAIHOHHOTO H cUcTEMaM
WH(OPMAIMOHOTO | ¥ TEXHUYIECKOTO TEXHUYECKOTO WH(OPMAIMOHHOTO U

1 TEXHUYECKOI'O obecreyeHust obecreueHust TEXHUYECKOIO
o0ecrieyeHus JIOKYMEHTAIMOHHOT | TOKYMEHTAIIMOHHOT'O obecrieueHust
JOKYMEHTAIMOHHO | O 0OecIeueHust obecreueHust JOKYMEHTAIHOHHOTO

ro obecreyeHust yIpaBIeHUS U yIpaBICHUS U obecrieueHust

YIpaBJICHUS U YIpaBJICHUA YHIpaBJICHUA apXUBaAMU YHIpaBJICHUA U
YIIpaBJICHUA apxuBamMu YIpaBJICHUA apXUBaMU
dpXuBaMu

3. O0bém yueOHOH TUCHMIINHBI

Ounasn gopma o0yueHus

Buabl yuedHoi1 padoThI

Pacnpeneﬂeﬂl/le yqeﬁﬂoro

BpeMeHU
Konmaxmmnas paboma 54,25
AynuTOpHBIE 3aHATHUS (BCETO0): 54
Jlexyuu 18
IIpaxmuyeckue 3ansimus 18
Jlabopamopuvie 3auamus 18
[TpomexyTouHas aTTecTanus 0,25
Koncynemayus nepeo sxzamenom 0
Ox3amen
3auem 0,25
Pyxosoocmeo kypcosoii pabomoii
Camocmoamenvnas paboma 53,75
Camocmosmenvhas paboma 8 meyeHue cemecmpa 49,75
Hanucanue xypcosoii pabomot
Iloozomoeka Kk npomescymouHol ammecmayuu 4

Bun Tekyiuei arrecranuu

KOHTpOJIbHAsA paboTa

Oowan mpyooémkocmep OUCUUNTUHDBL:

yacwel

108

3ayémHbvie eOUHUYbL
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3aounas popma oOyueHust

Bujant yuebnoii paorsi Pacnpenesienune yue0HOro
BpeMeHH
Konmaxmmuasn paboma 16,25
AynutopHble 3aHATHS (BCETO): 16
Jexyuu 8
IIpakmuyeckue 3anusimus
Jlabopamopnvie 3auamus 8
[TpomexxyTodHas aTTecTarus 0,25
Koncynemayus nepeo sxzamenom
Ox3zamen
3auem 0,25
Pyxosoocmeo kypcosoil pabomoii
Camocmoamenvnasn paboma 91,75
Camocmosmenvras paboma 6 meyeHue cemecmpa 87,75
Hanucanue xypcosoti pabomoi
Iloocomoeka Kk npomedicymouHol ammecmayuu 4
Bup Texyiuei arrecranuu KOHTpPOJIbHAs paboTa
Oobuwan mpyooémkocmep OUCUUNTUHBL:
yacwl 108
3ayémmvie eOUHUYbL 3

4. Conep:xkanue pa3aejioB M TeM Y4eOHOH JUCIUNIMHBI

HaumenoBanue pazoena / memol
Y4eOHOM IMCUMILINHBI

Conep:xanue pasjiesa/TemMsl

Paszgea 1. [Ipumenenne MHPOPMAIMOHHBIX TEXHOJIOTHIl B YIIPABJIEHUH OpraHu3anuei

Tema 1. Co3nanue nHOpMaIMOHHBIX
CUCTEM U IPUMEHEHNE
UH(POPMALIMOHHBIX TEXHOJIOTUH B
OpraHu3aluu

(OK-10, OIIK-2)

OcobenHoctu MH(pOpMAIK Kak pecypca
ynpasnenus. [loustue «Mudpopmanronnas
cucremay. Knaccudukanms nHpopMamoHHbIX
cucteMm. [lonstue «HbopManinoHHast TEXHOJIOTUS.
Knaccugukarus nHGOpMaIIMOHHBIX TEXHOIOTHIA.
HNnpopmaninoHHoe, JIMHIBUCTHYECKOE, TEXHUUYECKOE,
IIPOrpaMMHO€E, MaTEMaTHYECKOE, OPraHN3allHOHHOE,
IIPaBOBOE M 3PrOHOMHUECKOE 00ecIeyeHne
MHpOPMaLMOHHBIX cucTeM. [IpuHIuIBI co3TaHus
MH(OPMALIMOHHBIX CUCTEM U PUMEHEHHS
MH(OPMAIIMOHHBIX TEXHOJIOTUN B OpraHu3aluu

Tema 2. UndopmanrionHoe,
TEXHUYECKOE U IPOrPaMMHOE
obecrnieyeHrne nHGHOPMaLMOHHON
CHUCTCMbI

(OK-10, OTIK-2)

[onstue «HpopmanmonHoe obecrieueHue.
BHeMarmHHOe 1 BHYTPHUMAIIUHHOE
nHpopmanmonHoe obecneyerune. OpraHuzamus
uH(popManuu B Bue 0a3bl TaHHBIX, OaHKA JaHHBIX,
0a3bl 3HAHWN, XPAaHWIUI TaHHBIX. Persiimonnas,
uepapxuueckas 1 00beKTHO-OPHEHTHPOBAHHAS
mozenu 0a3 maHHeIXx. HazHaueHne u 0COOEHHOCTH
sKcnepTHbIX cucreM. Ilonsarue «lIporpammuoe
obecrieueHne». YPOBHH MPOTPAMMHOTO
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obecrieueHust: 6a30BBIA, CHCTEMHBIN, CITYKEOHBIH,
MIPUKIIAJHON. TeXHOJIOrMY CKaHUPOBAHUS
JIOKYMEHTOB

Tema 3. Mcnonb3oBaHue
KOMITBIOTEPHBIX CeTeH JIs Tiepeaun
uHpopManun

(OK-10, OIIK-2, TTK-15)

Co3nanne KOMIBbIOTEPHOM CETU B OPTaHU3alIUU.
[Tonsitusa «Cepsep» u «Knuent». JIokanbHbie 1
rio0anpHbBIe KOMIBIOTEPHBIE ceTh. [IporpamMmMHoe 1
TEXHHUYECKOE oOecrneueHne KOMIBbIOTEPHBIX CeTei

Pa3nes 2. OcHOBBI BHepeHUs!

CHCTEM JIEKTPOHHOI'0 IOKYMEHT0000poTa B
OpraHu3auuu

Tema 4. DneKTpOHHBIN
JTIOKYMEHTOO0OPOT KaK 3 (hEeKTUBHBII
WHCTPYMEHT YIPaBICHUS

(OK-10, OIIK-2, TIK-6, I1K-14,
[TK-15, ITK-18)

[Ipenmnocsuiku pacrpocTpaHEHUs CUCTEM
3JIEKTPOHHOI'0 I0KyMeHT0000poTa. dakTopsl,
o0y /IA0IIHe K TPUMEHEHHIO SJIEKTPOHHBIX
HocuTenel nHdopMauu (CTOMMOCTb XPaHEHHs
nH(pOpMaLMU, CTOUMOCTD (BpeMsl) IOUCKa
HE00X0AMMOW HH(pOPMALIUU, CTOUMOCTh
KOJIJICKTHBHOTO MCITOJIb30BaHUS HHPOPMALINH,
CTOMMOCTb (BpeMsl) Ilepeiadl JOKYMEHTa OT OJJHOT'O
pabouero mMecra K Apyromy). Ilpenmyiiecrsa npu
UCIOJIb30BAaHUU JEKTPOHHOTO JOKYMEHTOO00POTAa.
CriocoObI O1IeHKH 3P PEKTUBHOCTH OT BHEIPCHUS
CHCTEM 3JICKTPOHHOI'0 IOKYMEHTO000pOoTa

Tema 5. OcobenHoctu
OCYILIECTBIICHHS JJIEKTPOHHOTO
JIOKyMEHTO000poTa

(OK-10, OIIK-2, I1K-6, I1K-14,
[K-15, TIK-18)

[TousTHS «DAEKTPOHHBIM JOKYMEHT» U
«DNEKTPOHHBIN JOKYMEHTO000pOT». COOTHOIICHUS
TEpMUHOB «MalIMHOYNTAEMBII IOKYMEHT,
«JIOKyMEHT Ha MYIIMHOM HOCHUTEIE)» U
«INEKTPOHHBIN JOKyMEHT». OCcOOeHHOCTH
AJIEKTPOHHOI0 J0KyMeHTa. CriocoObl yA0CTOBEPEHNUS
IOPUAMYECKOMN CUIIBI 3JIEKTPOHHOTO JOKYMEHTA.
ITonsiTve «nEeKTpOHHAs MOANKUCH». AITOPUTM
MIPUMEHEHHUS MEKTPOHHOM noanucu. OcoOeHHOCTH
IIPUMEHEHHS YIEKTPOHHON NOJITUCH

Tema 6. 3agauu, perraemble
CHCTEMaMH 3JIEKTPOHHOTO
JIOKyMEHTO000poTa

(OK-10, OIIK-2, I1K-6, I1K-14,
[TK-15, TIK-18)

CBoiicTBa cHCTEM JIEKTPOHHOTO
JIOKYMEeHT000opoTa: MacitabupyemMocTh,
pacIpeielIeHHOCTb, MO1YJIbHOCTh, OTKPBITOCTb.
3aaqu, permaeMble CUCTEMaMH JIEKTPOHHOTO
JOKYMEHTOO0O0pOTa: CO3aHNE U PETUCTPALIHS
JIOKyMEHTOB, BEJICHUE CIIOBApPEN U CIIPABOYHHUKOB,
CIPaBOYHO-aHAJIMTUYECKas paboTa, OpraHu3anus
XpaHEHUs 3JIEKTPOHHBIX JOKYMEHTOB, OpraHu3anus
yuera OyMakKHbIX 1 MUKpPOTpapu4eCcKuX
JIOKyMEHTOB, OpraHu3alus OMCKa JI0KyMEHTOB,
MOAJEPKKA 3alIUThHl JOKYMEHTOB OT yIpo3 U ayJuT
paboThI, moJAEpPIKKa TPOCMOTPA TOKYyMEHTOB 0e3
3arpy3KH MPUIOKEHHH, KOTOPBIE MOPOXKIAIOT
JIOKYMEHT, OJAECpKKa aHHOTUPOBAHUS JOKYMEHTAa,
MOJJIEP’KKA KOJUIEKTUBHOM pabOThI C JOKYMEHTaMH,
MOJEPIKKA COCTABHBIX TOKYMEHTOB, MOAEPIKKA
OIyOJIMKOBAHUS M PaclpoOCTPaHEHHs JOKYMEHTOB,
Ha3Ha4Y€HHE PoJIeH MOJIb30BATENSIM CUCTEMBI,
nepeBol OyMaKHBIX JOKYMEHTOB B 3JIEKTPOHHYIO
dbopmy, 3a1a4 MapLUIPyTU3ALIUH, CO3TaHNE
THIIEPCBSI3e MEXy JOKYMEHTaMH, KOHTPOJIb
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WCIIOTHEHUS, IPUMEHEHHE JIEKTPOHHOM ITU(BPOBOIA
HOJIIMCH

Tema 7. Kimaccudukamnus cuctem
AJIEKTPOHHOI'O JOKYMEHTO000pOTA.
(OK-10, OIIK-2, TIK-6, I1K-14,
[TK-15, ITK-18)

Knaccudukanus no KOMIIJIEKCHOCTH BHEJPEHUS.
Knaccudukanus, ucXoas U3 OpUEHTAIIUN HA
OTEUYECTBEHHOE WJIM 3alaTHOE JEIOIPOU3BOJICTBO.
Knaccudukanus no npennasaadenuto. Otnudre
CUCTEM aBTOMAaTH3allMU JIeJIONPOU3BOJICTBA OT
CHCTEM DJICKTPOHHOT'O IOKyMEHTO000pOTa.

Tema 8. Opranuzanusi BHEIPEHUS
CHUCTEMBI 3JIEKTPOHHOTO
JIOKyMEHTO000poTa

(OK-10, OIIK-2, [1K-6, IT1K-14,
[TK-15, TIK-18)

[IpennpoexktHbie neiictBus. [Ipunarue pemeHus o
BHEJIPEHUU CUCTEMBI 3JIEKTPOHHOTO
JIOKyMeHT000opoTa. Pa3paboTka TeXHUYECKOTO
3a/1aHMsl Ha IPOEKTUPOBAHUE CUCTEMBI
AIIEKTPOHHOTO JOKyMeHTooOopoTa. [IpoBenenue
OTKPBITOT'O0 KOHKYpCa CPeH pa3pabOTUUKOB CUCTEM
AIIEKTPOHHOTO JOKyMeHToobopoTa. CorjacoBanue
TEXHUUYECKOT'0 3aJjaHusl. 3aKII0YEeHHE JOroBopa
MEXy 3aKa34UKOM U pa3padOTYHKOM Ha
MIPOCKTUPOBAHUE CUCTEMBI SJIEKTPOHHOTO
ToKyMeHTooOopoTa. HemocpeacTsennoe
MIPOCKTUPOBAHUE CUCTEMBI SJIEKTPOHHOTO
JIOKYyMEHT0000pOoTa. DKCIIEpUMEHTAILHOE
BHEJIPEHUE CUCTEMBI SJIEKTPOHHOTO
JIOKyMEHTO000pOoTa. Y COBEPIIEHCTBOBAHUE CHCTEMBbI
AIIEKTPOHHOT0 JOKyMeHTooOopoTa. [Ipuem u BBOI
CHUCTEMBI JJIEKTPOHHOTO JOKYMEHTO000pOTa B
sKcIuTyataruio. [IpoBeaeHne MeponpusTuii mo
00y4EHHUIO0 COTPYIHUKOB paboTe B CUCTEME.
[TonsiTue, Ha3HAYEHUE U COCTAB TEXHUYECKOTO
3a/1aHMsL.

Tema 9. Poccuiickue u 3apyOexHbIe
CHCTEMBI JIEKTPOHHOTO
JIOKyMEHTO000poTa

(OK-10, OIIK-2, ITIK-2, IIK-6, [IK-14,
[K-15, TIK-18)

1C:lokyMeHT0060pOT . OCHOBHBIE XapaKTEPUCTUKH.
FossDoc. OcHoBHBIE XapaKTepUCTHKH.

KpaTkuit 0030p OCHOBHBIX CHCTEM 3JIEKTPOHHOTO
nokymenTtoobopota: BOCC-Pedepent (AiiTn).
Kogexc. lokymenroobopot (KoHncopunym
"Konekc"). I'pan-nok (I'panut). EBdpat (Cognitive
Technologies). LanDocs (JlauuTt). Kpon (AHkei).
OfficeMedia (InterTrust). Effect Office (I"apant
Wurepnaitman). N.System (Llentp KoMmbroTepHbix
Texuomnorwii). LS Flow (Jlonus-Codt). Ontuma
(Optima Workflow). 3CKA1O (UaTepnpokomJlan).
Hupkynsip u VisualDOC (LlertpHUuBecT Codr).
Hoxyment-2000 (TelcomService). Upuna (IBS). RS-
Document (R-Style Software Lab). ApxusHoe aeno
(®0C). Documentum. DOCS Open/Fusion.
Staffware. Panagon. DocuL.ive. Lotus Notes.
1C:Apxus (1C)

Pazgen 3. UH¢opManoHHbIe TEXHOJIOTHH B ADXHBHOM JieJie

Tema 10. UadopmaTuzammst
APXUBHOT'O JcJIa

(OK-10, OTIK-2, TTK-6)

OcHognble e nHpopMatuzauu. CocTostHIE
uHpOpMaTHU3aluu apXuBHOU oTpaciau. OCHOBHBIE
HanpasiieHus: uHpopmaTuzanuu. [Iporpammuoe
06€CH6‘-IGHI/IG II0 OCHOBHBIM BUJaM ACATCIBbHOCTHU
ApXUBHBIX yUpEKICHUN. JIMHTBUCTHYECKOE
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oOecrnieueHre. ApXUBHbIE JOKYMEHTHI Ha
HETPATUIIMOHHBIX HOCUTEISIX. MEXTyHapoIHOE
corpynuudectBo. Opranuzanus pabor 1o
nHpOpMaTU3aLUU
Tema 11. OcHOBHBIE OOBEKTEL U ba3bl nanHbIX B apxuBHOM Jienie. UHTepHeT-
MIPUHIIAITE ABTOMATU3AIlMN APXUBHOTO | TEXHOJOTUH U WH()OPMAIIMOHHBIC PECYPCHI,
nena HCIIOJIb3YEMbIE B apXUBHOM Jiejie. TeXHOI0rus
(OK-10, OIIK-2, TIK-6, TTK-14, ITK- XpaHEHUs 3JIEKTPOHHBIX JOKYMEHTOB U 3alllUTa
15, IIK-18) nHpopManuu B UHPOPMAITMOHHBIX CUCTEMaX.

5. YueOHo-MeTOAMUYECKOE U HH(POPMALIMOHHOE 00ecnedyeHue YUeOHOM 1 CIUIITTHHbI

5.1. Ocnosnaa numepamypa:

1. MudopmanmoHHbIE CHCTEMBI U TEXHOJIOTHH yripaBieHus / pea. [.A. Tutoperko. — 3-¢
u3., nepepad. u jgom. — M. : FOuuTu-/lana, 2015. — 591 c. : wi., Tab:1., cxemsl — (30710TOM POHIT
POCCUICKUX Y4EOHUKOB). — Pexnm JOCTYyIIa: 1o IIOJTIHCKE. —
URL: http://biblioclub.ru/index.php?page=book&id=115159.

2. Canmek, M.O. MHapopManimoHHbIE TEXHOJIOTHH B JIOKYMEHTAIIMOHHOM OOECIICYCHUHN
VIpaBICHUS U B apXUBHOM Jeie : yde0.-meron. mocobue / M. O. Canek, . A. MapTiomies ;
Komu pecniyOnmkanckast akaj. roc. ciykO0bl u ynpasienus .— CoikTbiBKap : M31-80 KPAI'CnV,
2013. - 78 c.

5.2. /lononnumenvnan numepamypa:

1. I'punbepr, A.C. Hndopmanuonnsie TexHosnorun ynpasineHuss / A.C. I'punOepr,
A.C. bonnapenko, H.H. I'op6aués. — M. : FOuutu-Zlana, 2015. — 479 c. — Pexxum pocryna: mo
noxmucke. — URL: http://biblioclub.ru/index.php?page=book&id=119135.

2. I'ymun, A.H. Uudopmanmonnsie TexHosoruu B ympasineHuun / A.H. I'ymun. — 2-¢
u3a., nomn. u nepepadb. — M. ; bepnun : dupext-Meaua, 2014. — 112 c. : un., tabn. — Pexxum
nocryna: o moanucke. — URL: http://biblioclub.ru/index.php?page=book&id=482517.

3. Ilpogamnos, B.C. Unpopmanmonnsie Texnonoruu ynpasnenus / B.C. IIpoanos. — 4-¢
u3l., crep. — M. : UsnatensctBo «®nunTtayn, 2018. — 374 ¢. — (OKkOHOMHKA U yIpaBleHUE). —
Pexxum noctyna: mo moamucke. — URL: http://biblioclub.ru/index.php?page=book&id=69111.

5.3. Dnekmponno-oubauomeunan cucmema:

1. DnexTpoHHO-OMOMMOTEYHAsT cucTeMa «YHUBEPCUTETCKas OMOIMOTEeKa OHIIAWH»
(wwwe.biblioclub.ru).

2. HanmonanbHast snektponHas oudmunoreka (https:/H36.pb).

5.4. Ilpogheccuonanvnvie 6a3vt OanHHBIX, UHPOPMAYUOHHO-CRPABOUHDBIE U HOUCKOBBLE
cucmemol:

1. CopaBouHno-npaBoBas cucteMa «['apanTy.

2. CnpaBouHo-mipaBoBas cuctema «KoncynpTant [Tmrocy.

3. DNneKTpOoHHO-OMONMHOTeUHass cHucTeMa «YHHUBEPCUTETCKass OuONIMOTeKa OHJAH»
(www.biblioclub.ru).

4. Hayunas snekTpoHHast oudmuoreka (www.e-library.ru).

5. HanmonanbHast sekrponHas oudmunoreka (https:/mH36.pb).
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5.5. Pecypcol ungpopmayuonno-ookymenmayuonnou cemu «Mumepuemy

1. Caiit Bcepoccuiickoro Hay4HO-MCCIEA0BATEIbCKOTO MHCTUTYTA IOKYMEHTOBEICHUS U
apxuBHOTrO jena http://www.vniidad.ru/

2. EnuHoe oKHO JocTymna K oOpa3oBaTelbHBIM pecypcam. Karajgor ydeOHBIX MPOIYKTOB
(http://window.edu.ru/window).

3. Poccuiickas Hay4Has 3JIEKTPOHHAs OoubIMoTeKa «KubepneHnHka
(https://cyberleninka.ru).
4. Cucrema 3JIEKTPOHHOTO JIOKYMEHTO0000pOTa «1C-n10KyMeHTO000pOT»

(https://v8.1c.ru/doc8/demonstratsionnye-konfiguracii/).
5. Cucrema 31eKTpOHHOTO JoKyMeHTooOopoTa FossDoc (https://fossdoc.com/).

6. CpeacrBa obecneyeHUs1 0CBOECHHs
y4eOHOM TUCUMILINHBI

B yueOnoMm mpormecce mpu peanuzanuu y4eOHON aucuuruivHbl «MHpOpMaIOHHbIE
TEXHOJIOTUM B JOKYMEHTAI[MOHHOM OOECIEeYeHHH YIpPaBICHUS M apPXUBHOM  JIEJe»
WCIIOJIB3YIOTCS CIIEAYIOIINE PECYPCHI:

Ilepeuens npozpammnozo obecnewenus u UHGHOPMAYUOHHBIX

Hugpopmayuonnvie mexnonozuu
CRPAGOUHBIX CUCHIEM

OducHbrii maker mast pabotsr ¢ | Microsoft Office Professional

JOKyMEHTaMH LibreOffice

HNudopmaimoHHO-CITPaBOYHBIE CnpaBouno-nipaBoBas cuctema "Koncynbrant [Imroc"

CHUCTEMBI CnpaBouHo-nipaBoBas cuctema "["apant”

ONeKTPOHHO-OMOINOTEUHBIE OBC «YHuBepcurerckas OMONIMOTEKa OHIANHY

CHCTEMBI Hayunas snexktporHas 6ubmunorteka (Www.e-library.ru)
HarmonansHast snexrponnas oubirorexa (https://H30.pd)

OJeKTpoHHas oYTa DneKTpoHHasl 1oYTa B JJoMeHe Krags.ru

CpenctBa ans  opranuzanuu | CepBucH BeO- U BUICOKOH(EPEHIICBSA3H, B TOM YHCIIE

BeOuHapoB,  TtenemoctoB  u | BigBlueButton

KOH(epeHIni

ComnpoBOXKJEHHE OCBOCHHUS AUCLMIUIMHBI OOydYaroIMMCS BO3MOXKHO C HCIOJIb30BaHHEM
3NIEKTPOHHOM uH(pOpMannoHHO-00pa3zoBarenbHoil cpensl [OY BO  KPAI'CuY, B Tom uucne
obpa3zoBarenpHOro TopTana Ha ocHoBe Moodle (https://moodle.krags.ru).

7. MaTepuajibHO-TEXHUYECKOe o0ecneyeHmne
OCBOCHUS Y4eOHOM IMCUUIITTHHBI

[Tpu poBeieHNN yIeOHBIX 3aHATHHA 10 AUCIHILTHHE «HpOpMAaIMOHHBIE TEXHOJIOTHH B
JIOKYMEHTAIlMOHHOM  OOECIIEYeHHH  YIpaBIE€HWS W apXWBHOM JeJie»  3aJeHCTBOBaHA
MaTepuaibHo-TexHuuyeckas 6aza [OY BO KPAI'CuY, B coctaB KOTOPOH BXOJISAT CIEAYIOLIHE
CPEICTBA U PECYPCHI JJIsl OPTaHU3alUN CAMOCTOSATEIHLHOW U COBMECTHOM pabOThl 00yJarOIIUXCS
C TIpero/iaBaTeeM:

— CHeIUallbHbIe TIOMEIICHHs 7S pealu3allid JaHHOW JUCIUIUIMHBI TPEACTaBISIOT
coboii ydeOHbIE ayIUTOPUHM [UJII TIPOBEICHUS 3aHATUW JICKIIMOHHOTO THMA, 3aHATUN
CEMHUHApPCKOT0 THIIA, TPYNIOBBIX W HHAWBUIYaJbHBIX KOHCYJbTAI[Ul, TEKYIIEro KOHTPOJS U
MPOMEXKYTOUHOM aTTecTaly, a TakKe TOMEIIeHHUsI [UIsl CaMOCTOATEIbHOW paboThl U
MOMEIICHUS I XPaHCHWs] U MPOQPHIAKTHISCKOTO OOCTY)KMBaHHUSI y4eOHOTO OO0OpYHAOBaHUSI.
CrienranabHbIe TIOMEIICHHS] YKOMIUIEKTOBAHBI CIIEIUATH3UPOBAHHON MEOENbI0 U TEXHUIECKUMU
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cpencTBaMu OOYYEHHs, CIYKAIlUMU JJIs TpeACTaBiIeHUs y4eOHOW wuHpopManuu OOIbIION
ayJIUTOPHUH.

JUia  mpoBeneHuss — 3aHATUH  JIEKUOHHOTO  THUMA  IpeajaramTcs  Habopsl
JEMOHCTPAIIMOHHOTO O0OpYyIOBaHHUS M y4eOHO-HATMSAHBIX MOCcOoOMi, oOecrednBaroIue
TEMaTUYECKHE WILTIOCTPALIH;

— J1abopaTOpHIO, OCHAIICHHYIO JIA0OPAaTOPHBIM 000PYIOBAHUEM;

— TIOMEIIEHHUE JUIsI CaMOCTOSITEIbHON paboThl 00yYarOMIMXCsl OCHAIIEHO KOMIBIOTEPHOMH
TEXHUKOW C BO3MOXKHOCTBIO MOAKIIOUEHHUs K ceTu «MHTepHeT» M obecrneueHueM JOoCTyna B
AIIEKTPOHHYIO HHPOPMALMOHHO-00pa30BaTEIbHYIO Cpely OpraHU3allny;

— KOMIIBIOTEPHBIE KIIACChI, OCHAIIICHHBIE COBPEMEHHBIMU MTEPCOHATBHBIMU KOMIIBIOTEPAMH,

paboTaromMMKu  TOJ]  YIPaBJIICHHEM  OMEpalMOHHBIX  cucreM  Microsoft ~ Windows,
00BEIMHCHHBIMY B JIOKATBHYIO CETh M HMCIOIIUMH BbIX0J B UHTEpHET;

— Oubnuoreka  AKaneMHM, KHIDKHBIH  (OHI  KOTOPOH  COJNCPKHT  HAYYHO-
UCCIIEIOBATEIIbCKYIO JIUTEPATYPY, HAyYHbIE )KYPHAIbI M TPY/Abl HAYYHBIX KOHPEPEHIINHN, a TAKIKE
YUTAIBLHBIN 3471,

— cepBepHOE 000pyI0BaHKE, BKIIIOYAKOIIEE, B TOM YHCIIe, HECKOJIBKO cepBepoB cepun IBM
System X, a Takke BUPTYyaJIbHBIE CEpBEpa, paboTalomIue IO YIPABICHUEM OICPAIIMOHHBIX
cuctem Calculate Linux, BxirouenHo# B Peectp Poccutiickoro 10, u Microsoft Windows Server
U CITYXAIIUMH JIJIsl pa3MEIICHUS Pa3IMYHbIX CEPBUCOB U CIYXKO, B TOM YHUCIIE IS 00CCIICUCHIMS
pabotel CYBJl MySQL u MS SQL Server;

— CETeBOE KOMMYTAIIMOHHOE 00O0pyJI0BaHUE, oOecrieunBaroiiee padoTy JIOKAIbHOH CETH,
MpeocTaBlIeHue JocTyma K ceTu Internet ¢ obmielt ckopocThio moakmoueHus 10 Mout/cek, a
Takke paboty OecripoBogHOrO cermenTta ceT Wi-Fi B moMeneHusx AkajieMuu;

— UHTEPaKTUBHBIE MHPOPMAIMOHHBIE KHOCKH «H(OY;

— [IPOrpaMMHBIC U allllapaTHbIC CPEACTBA AJIs IPOBCACHUS BI/I,[[COKOH(l)epeHLICBHSI/I.

Kpome Toro, B 00pa3oBaTeIbHOM TpOIECCe OOYYAIONIMMHUCS IMHPOKO HCIOJIB3YIOTCS
CIIETYIOIINE DIIEKTPOHHBIE PECYPCHI:
— cucrema Internet (ckopocTs moakIrOYeHUS — S MOUT/CEK);

— cait www.krags.ru;
— OecnpoBosHas ceTb Wi-Fi (B OTKpBITOM J0CTYyIIE).

KonkperHsle  momemieHuss JUisi  OpraHu3anuu  oOydeHus 10  JAUCHUILIMHE
«MH(popMaliMOHHBIE TEXHOJIOTHH B JJOKYMEHTAITMOHHOM O0ECIIEUEHUH YIPaBICHUS U apXUBHOM
neney» npeactapieHsl B CripaBke 0 MaTepUaIbHO-TEXHUUECKOM OOecreueHnn o0pa3oBaTeabHON
IIPOrpaMMBbl 1O HalpaBiieHHI0 NMoAroToBku 46.03.02 JoKyMEHTOBENEHHE M apXUBOBEJICHUE,
c(OpMUPOBAHHON B COOTBETCTBHHM C pAaclHCAHUEM YYEOHBIX 3aHATHI U MPOMENKYTOUHOM
aTTecranuu u nacnopramu kabunetos ['OY BO KPAI'CuV.
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