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1.1 eab u3ydyeHUus1 AMCUUNINHBI (MOTYJIA)

[enbro U3ydeHUs: NUCITUILIMHBI SBJISETCS U3YYEHHE TEOPETHYECKUX OCHOB,
METOJIOJIOTUN W TIPAKTUKKA HH(POPMAIIMOHHOTO OO0OECTeUeHHUsI YyMIpaBICHUYECKON
JEeATEIIbHOCTH KaK HOBOM CHCTEMBI YIpaBieHUsT HHGHOPMAIIMOHHBIMU pECypCaMH B
HOBBIX YCIIOBUSIX XO3SIMICTBOBAHUSI.

1.2 3agaun JMCOUIIHHBI (MOXYJIs).

3amayamM JAUCUUIUIMHBL SIBISIETCS BbIPA0OTKA MPAKTHUECKUX HABBIKOB Y
CTYACHTOB [0 OpraHU3alliy YIMpaBieHUS HH(POPMAIMOHHBIMU CHUCTEMaMH, HX
BHEJIPEHMS U IKCIUTyaTalluH, & IMEHHO:

- W3y4YCHUE M AaHAIU3 TEOPUM M IPAKTUKU OTECYECTBEHHOM CHUCTEMBI
JOKyMEHTAIIMOHHOT0 oOecrieueHus ynpasieHus B Poccuiickoit @enepanmu;

- PAacCMOTpPEHHUE CTAHOBJICHUS M Pa3BUTHs KOHLENLIHUA UH(POPMALIMOHHOTO
MEHE/IPKMEHTA, CJIO’KUBIIECICS HA OCHOBE OTE€UECTBEHHOTO U 3apy0ekHOIr0 OIMbITA;

- O3HaKOMJICHME CTYJIEHTOB C COBPEMEHHBIMH aBTOMAaTU3UPOBAHHBIMHU
CUCTEMaMU YNPABIICHUS JTOKYMEHTAMEN B OpraHU3alMX;

- pa3BUTUE Y CTYJEHTOB IIyOOKOIO IMOHMMAHMsS TyMAaHHUTapHBIX OCHOB
UH(POPMALIMOHHOTO MEHEIKMEHTA, €ro CHelU(pHUKU, NPABOBbIX, IKOHOMUYECKHUX,
TEXHOJIOTMUYECKUX aClEeKTOB, TEHICHUUHN pa3BUTHs B HACTOSIIEM U OyAyLIEM;

- oOydeHue mpakThke paboTel B cdepe ympaBieHUs TOKyMEHTalMed Ha
OCHOBE HCIIOJIb30BaHUS HOBBIX HH(POPMALMOHHBIX TEXHOJIOTUH.

1.3 Mecro nucuumiannabl (MoayJsi) B ctpykrype OII BO
Jucuumimea «MHpopManinoHHoe o0OecrieueHne  yImpaBJIEHYECKOU
JeATEeIbHOCTH BXOJUT B cOCTaB 0a30Boil yacTu bioka 1 Jlucuumniauuel (MOaysn).

1.4 TlepeyeHb KOMNETEHUM I, KOTOPbIE J0JIKHBI ObITH Peajin30BaHbI B X0/1€
OCBOEHUSI TUCIHUILTUHBI:

OIIK-7 — cnocoOHOCTHIO peliaTh CTaHAapTHHIE 33a/1a4u MPodecCuOHaTBLHOM
JESATETLHOCTH HAa OCHOBE MH(POPMAIIMOHHON U OuOIMorpaduyeckoi KyJIbTyphl C
npuMeHEHHEM HH(POPMAIIMOHHO-KOMMYHUKAIIMOHHBIX TEXHOJOTUA M C y4eTOM
OCHOBHBIX TpeOoBaHU MH(HOPMAIIMOHHON 0€30TTaCHOCTH.

1.5 TpynoeMkocTh TUCHHUILJIMHBI (MOLYJIS)
OO61mast Tpy1I0€MKOCTh AUCLIMIUIMHBI COCTABISET 3 3aU€THBIC €IUHULIBI WU
108 gaca. ®opma MPOMEKYTOUHON aTTECTAIINH — 3a4ET.

1.6 Conepxanue TUCUMILTUHBI (MO/1YJIs1)

Paznen 1. OOmue mnpaBuiia COCTABJICHUS OCHOBHBIX JOKYMEHTOB
YIPaBJICHUS

Tema 1.1. MeTtogomnorust ”HGOPMAITMOHHOTO O0ECTICUEHUSI.

Tema 1.2. OOmme TtpeGoBaHHs K OQOPMICHHIO YIPABICHYECKUX
JIOKyMEHTOB.

Tewma 1.3. TexHonorust pabOThI ¢ JOKyMEHTAMMU.

Paznen 2. Uundopmannonnas nundpactpykrypa



Tewma 2.1. UenoBek B nH()OPMAITMOHHON CpeJie.

Tema 2.2. CoBpemeHHBIE cpencTBa OOpaOOTKH, TEpenadyd U XpaHEHUs
nHpopMaruu.

Paznen 3. Undopmarnius B ynpaBiIeHUECKOMN 1€ATETbHOCTH

Tema 3.1. Undopmartius Kak pecypc ynpaBieHHUs.

1.7 YueOHO-MeTOAHUYECKOE O0ecTeueHre JUCIUTIITHHBI
1.7.1.0cHoBHas MTEpaTypa:

1. JlenoBoe mnHCHMO. [DHEKTPOHHBIN pecypc]: Y4yeOHO crpaBoYHOE
nocobue mus  OakanaBpoB /ABT. coct. M. H. Ky3nemoB. — 5 e uzm. — M.:
N3natenscko - ToproBas kopropanus Jlamkos u K°, 2017. — 196 c.- Pexum

nocryma: https://znanium.com/bookread2.php?book=415309

2. JIOKyMEHTUPOBAHUE YNPABICHUYECKOW JIESITEIBHOCTH. [DJIEKTPOHHBIN
pecypc]: yueb. nmocooue / A.A. Paznopoxusiit. — M.: UHOPA-M, 2017. — 304 c.
— (Briciee o0Opa3oBaHue: bakanaBpwuar).- Pexxum JIOCTyTIA:
http://znanium.com/bookread2.php?book=854774.

3. beixoBa T.A. JlokyMeHTalMOHHOE OOECIEYECHUE  YIMPaBIICHUS
(1eonpon3BOJICTBO). [DIeKTpOHHBIN pecypc]: yueOHoe mocobue / T.A. brikoBa,
T.B. Kysuenosa, JI.B. Cankuna. — 2-e u3j., nepepad. u ngon. — M.: UHOPA-M,
2017, — 304 C. — Pexum JOCTyIIA:
http://znanium.com/bookread2.php?book=762591

1.7.2.JlonoJiHUTE/IbHASA JIUTEPATYypPA:

4. Kypc aenornpou3BojicTBa: JJokyMEeHTaIIMOHHOE 00ECIICUeHHE YIIPABIICHUS:
yuebHoe nmocobue / Kupcanosa M.B., Akcenos F0.M.- M: UH®PA-M, 2008. - 367
c.- Pex. MO PO.

5. bepesuna H.M. CoBpemeHHOE ACIONMPOU3BOACTBO. - 3-¢ m3a. - CIIO.:
[Tutep, 2008. - 224 c.

6. OCHOBBI JIEJIONTPOM3BOJICTBA. [ DJIEKTPOHHBIN pecypc]: yueOHoe mocodue /
A.M. Acamues, U.1. MuponoBa, E.A. Kocapesa, I'.I'. BykoBuu. — 2-¢ u3a., ucmp.
u jgon. — M.. UHOPA-M, 2017. — 146 c¢. — (Bwicmee oOpa3oBaHue:
bakanaBpuar). — Pexum JOCTyIIa:
https://znanium.com/bookread2.php?book=782839

7. Pe3toMe, XxapaKTepUCTHKA, PEKOMEHIAINS: KaK IMOJATOTOBUTh MIPABUIIHHO H
owicTpo. [DnextponHbit pecypc]: / H.A. Jloopuna, N.B. Mycradpuna. - M.: U]
PUOP: HWHUI] HHDPA-M, 2014. - 128 c.- Pexum  nocrymna:
http://znanium.com/bookread2.php?book=445483

1.8 UudopmanuonHoe odecriedyeHre TUCHUIIMHBI (MOTYJIs)

1.8.1 OcHoBHOE nH(pOPpMALITHOHHOE O0ecTiedeHne

» e-library.kairu  —  BuOmmoreka  KasaHCkOro  HaIMOHAJIBLHOIO
MCCJIEI0OBATENLCKOTO TeXHUYeCKOTO yHIBepcuTeTa uM. A.H. Tymonesa
elibrary.ru — Hayunas snextpoHHast 0nbamoTexa
e.lanbook.ru - OBC «M3narenbcTBO «JIaHby
https://biblio-online.ru/ - Dnexkrponnas oudbmuoreka «HOpaitT»
Znanium.com — DIeKTPOHHO-O0MOIMoTeUHas cucteMa Znanium
1.8.2 Ilepeyenb MHPOPMANUOHHBIX TEXHOJIOTHH, BKJIIOYAS INepeyeHb
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NMPOrPaMMHOI0 obecnevyeHus 1 UH(POPMANMOHHBIX CIIPABOYHBIX CHCTEM
*  Microsoft® Windows Professional 7 Russian,
*  Microsoft® Office Professional Plus 2010 Russian,
* anrtuBupycHas nporpamma Kaspersky Endpoint Security 8
1.9 KagpoBoe o0ecnieueHue
1.9.1 ba3oBoe oOpa3oBaHue
Briciiee oOpazoBanwe B objactTh HMHQPOPMAIMOHHOTO oOecredyeHus
YIPABJICHUECKON NIEATETbHOCTH U /WM HAJIMYUE YUYCHON CTENEHU W/WUIU YYEHOTO
3BaHUSI B  YKa3aHHOM o00JacTM M /WO HAJIUYUE  JIOMOJHUTEIHLHOTO
npodeccuoHanbHOro 00pa3oBaHus — NPO(ECCHOHATBLHON MEepPenoAroTOBKA B
o0nact HHPOPMAITMOHHOTO OOECIICUCHHUS YIIPABICHUYECKOHN JAEITeIbHOCTH.
1.9.2 IIpodeccnoHaIbHO-IPEeAMETHAS KBAJH(PHUKALUA NpenojaBareiei
[IpodeccrnonanbHo-IpeAMETHAS IEATEIBHOCTh IMpETNoaBaTesiel CBs3aHa C
UH(GOPMAIMOHHBIM 00ECIICUeHNEM YIIPaBICHUYECKOH NesaTenbHoCTH. Hampasnenus
HAyYHBIX W TPUKIAAHBIX pabOT HMMEIT HEMOCPEACTBEHHOE OTHOIICHHE K
COJIEP>KAaHUIO U TPEOOBAHUAM JUCIIUILTAHBIL.
[IpenogaBaTenp yyacTByeT B Hay4HO-UCCIIEOBATEILCKON paboTe Kadeapsl,
B CEMHMHapax W KOH(EPEHIMsX IO HaIpaBJICHUIO HCCIEN0BaHUN Kadeapbl B
paMKax CBOEW ITUCHUIUIMHBL. PyKOBOIUT Hay4dyHO-HCCIIEIOBAaTEIbCKONM paboTOM
CTYJICHTOB, CUCTEMAaTHYECKHA BBICTYMAET HA PETUOHAIBHBIX U MEXKIYHAPOIHBIX
HAYYHBIX KOH(PEPEHIIHIX, TyOJIUKYeT Hay4YHbIe PAaOOTHI.
1.9.3 Ilenarormueckass  (y4eOHO-MeToaAM4YeCKasi)) KBaaupuKanus
npemnogasaresen
K BemeHMIO IUCHUITIMHBI JOMYCKAIOTCS KaJpbl, WUMEIOIIME CTaX HAy4IHO-
NeIaroruyeckor paboThl (He MeHee 1 roaa); MpakTUYECKH OMBIT PadoThl B 00JIACTH
UH(POPMAITMOHHOTO OOECTICUeHNsT YIPABICHUYECKOW AESTEIBHOCTH Ha JOJDKHOCTSX
PYKOBOJIUTEINEH MM BEIYIIMX CIICIIHATMCTOB OoJiee 3 TIOCIeIHUX JIeT.
OOsi3aTesibHOE  MPOXOXKJICHUE TOBBIIECHUS! KBAIM(PUKAUMKU (CTRKUPOBKU) HE
pexe 4YeM OAWH pa3 B TPH Toja COOTBETCTBYIOIIEE 00JacTH HH()OPMALMOHHOTO
oOecreueHHsI YIPaBICHUSCKON JICITEIBHOCTH, IMOO B 00JIACTH TIETarOTHKH.



