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1. OBLLIASI XAPAKTEPUCTUKA PABOYEI TIPOT'PAMMBI YUEBHOI
JNCIHATTJINHBI

OI1.B.16 TexHo.10rusi 32IMIIIEHHOT0 JIOKYMEHTO000POTA
(HaumeHosanUe OUCYUNTUHDL)

1.1. MecTo AMCUMIIMHBI B CTPYKTYPE OCHOBHOM 00pa30BaTe/IbHOM MPOrpaMMBbI

Vueonas gucimiuinga OI1.B.16 TexHoaorus 3alMIIeHHOro JOKYMEHTO000pOoTa
ABJISIETCS 00sS3aTEJIbHOM YacThI0 00A3aTEJILHOM 4YacThI I[MKJIa OCHOBHOH
oOpa3zoBatenbHOU porpamMmel B cooTBeTcTBUM PI'OC 1o cnenuanbHOoCcTH JlaHHbIE HE
Halijiensl (PI'OC) . Ocoboe 3HaUeHUE TUCIUIIINHA UMEET NpU GOPMUPOBAHUU H
pazButun obmux komnereHu (OK), npodeccuonanbabix komnereHuu (I1IK) u
JUYHOCTHBIX pe3ynbTaTtoB (JIP):

1. IIK 3.1. OcymiecTBlIsATh YCTAaHOBKY, MOHTa»X, HAaCTPOUKY M TEXHUUYECKOE
00CIyKMBaHUE TEXHUYECKUX CPEJICTB 3alUThl MHPOpPMAIIUU B COOTBETCTBUU C
TpeOOBAHUSIMU SKCIUTYaTAIMOHHONW JOKYMEHTAIIHUH.

1.2. ]_leJIb N IVIAHUPYEMBIC PE3YJIbTAThl OCBOCHHUSA NUCHHUIIITHHBI

B pamkax mporpaMmbl y4eOHON AUMCHHUIUIMHBI OOY4YaIOMIMMUCA OCBAUBAIOTCS
YMEHHSI U 3HAHUSA

Kon OK, Ymenns 3nanus
I1K, JIP
K 3.1. HCIOJB30BaTh CPEACTBA 3al[UTHl MHPOPMAIUU HPH[OCHOBHBIC CIIOCOOBI OMUCAHMS M XPaHEHHS IOKYMEHTOB, ;

9JIEKTPOHHOM XPaHEHHH MOKYMEHTOB,;
comepKaHHEe OCHOBHBIX MOHATHH obOecmedeHus
OIpeNelsiTh COCTaB yrpo3 0e30MacHOCTH MHPOPMAIMK B|HHPOPMAIIMOHHON O€30IaCHOCTH,;

CHCTEMaX EKTPOHHOTO TOKYMEHTO000POTA, ;
HCTOYHHKH YIpo3 6e30MacHOCTH HHPOPMALINH,;
OLICHHBATh YPOBCHb 3AIIUIICHHOCTH HH(OOpPMAaLUH B
CHCTEeMaX EKTPOHHOTO TOKYMEHTO000POTA, ; METO/IbI OLICHKH YSI3BUMOCTH HH(OPMALINH,;

OpraHu30BbBIBATh 3ALIUIIEHHOE JJICKTPOHHOE IMOYTOBOC|METOABI CO3daHUA, OpraHu3aluu U obecmeueHUs

B3aHMOJICHCTBHE,; (GYHKIMOHUPOBAHUS CHCTEM KOMIIIEKCHOH 3al[UThI
nHpopmaImu;

NPUMEHSATh CPEJCTBA 3alIUThl HHYOPMAIMU B CHCTEMax

3JIEKTPOHHOT'O JIOKyMEHT0000pOTa; OCHOBHBIC MNPUHLHUINBI (GOPMUPOBAHUSA BICKTPOHHOTO
JOKyMEHT0000pOTa

OPUMEHATh IeHCTBYIOIYIO 3aKOHOZATEIbHYI0 0a3y B
oGacti HHGOPMAIMOHHO 6€30MacHOCTH,




2. CTPYKTYPA U COAEPKAHUE YYEBHOM JJUCUUILIVMHBI

2.1. O0béM yueOHOM TUCHMIIINHBI U BUAbI Y4€OHOI UCIUNIMHBI

Bun yueGHoii padoThI O061Bém B yacax
JIeKIMOHHBIE 3aHATHS 16
JlaGopaTopHEIe 3aHATHS 6
[IpakTuueckue 3aHATUSA 6
[IpakTuueckast noAroToBKa 20
OO0umit 066EM 00pazoBaTenbHON MPOrpaMMbl y4eOHON TUCIUIUIMHEL, B TOM YHCie B popme 48
MIPAaKTUIECKOI MOATOTOBKH

®opma(-b1) kouTpoas: Iuddepenunpopannpiii 3auet




2.2. TemaTuuyeckmii niian u coaep:xkanue yueono aucuuminibl OI1.B.16 TexHo/i0rusi 3ammiieHHOro 10KyMeHT0000poTa

HaunmeHnoBanue
pa3zesioB U TeEM

Coaep:xanue yueGHOro Marepuaia 1 GopMbl OPraHua3aLMH AesATeIbHOCTH 00y4aI0MUXCS

O0béM B
yacax

YpoBenb
OCBOEHHUs

Koapl koMneTeHnuii 1
JIMYHOCTHBIX
pe3y/IbTaToB,

(opMHPOBaHHMIO KOTOPBIX

CIOCOOCTBYET JIeMeHT

NpOrpaMMsbl

Tema 1
TexHnonorus
3aMUIEHHOT O
JOKYyMEeHTooOopoTa

ConepxaHue yueOHOTO MaTepuana

Jlannple He HalaeHbl (K

1

Jlekunonnpie 3ansitust Nel [Monstue u ocobenHoctn KoHuaeHnnanpHoi Mupopmannn. O6mmas xapakTepucTHKa
HopMaTuBHOM [IpaBoBoif 62361

TEMaM B pa3jaejie HeE

Jlexunonnnie 3austust Ne2 JlokymeHnTrpoBanue KoHduaennuaipHoi Mudopmarmn

Jleknmonnsie 3ansTus Ne3 Opranusaius KoHuaeHIManpHOTO JJoKyMeHTO000pOTa

Jlexunonnnie 3ausitust Ne4 PaspemnrensHas cucteMa JOCTyIa K KOHQHICHIMATBHOW HHpOpMAIIH

.HeKllﬂOl-lele 3ansitust Ne5 Cocrasiienue HOMCEHKIJIaTYpPBbI I€]1, (1)0pMPIpOBaHI/Ie u O(bopMJ'IeHI/Ie KOH(l)I/IZ[eHHI/IaJ'[LHBIX pi(SAl ¢

J]eKl.lHOHHbIe 3ansiTust Ne6 nO)Z[FOTOBKa KOH(I)I/II[GHLII/IZU[BHBIX JOKYMCHTOB K APXUBHOMY XPaHCHUIO WIN YHUYTOXKCHUIO

Jlexnnonnsie 3ausitust Ne7 Pexxum koHpuaeHIIMATBHOCTH JJOKYMEHTHPOBAaHHON HH(OPMALN

[e<N IEN N e W LU, ) N SN OV |l (9]

Jlekumonnsie 3ansaTus Ne§ CructeMa 3anHIICHHOTO 3JICKTPOHHOTO JOKYMEHTO000pOoTa

JlaGopaTtopnbie 3anstust Nel Hauano pa6otst ¢ VipNet Coordinator

10

JlaGopaTtopnbie 3ansTust Ne2 KoHTpOJIb ceTeBOW aKTUBHOCTH MPHIIOKEHUIH

11

JlaGopatopnbie 3ansTis Ne3 [IpocMOTp CTaTUCTHKH U XKypHaIa COOBITHIH

12

IIpakTuyeckue 3ausitust Nel Hacrpoiika nporpammel ViPNet KoHTponb npuioxeHuii

13

IIpakTuyeckast moaroroska Nel Ycranoska ViPNet Administrator u Hauano paboTsl

14

IIpakTuyeckue 3austust Ne2 O0HoBeHKe ¢ Bepcun 3.2.X 10 Bepcun 4.x

15

ITpakTnyeckas noaroroBka Ne2 Cosnanue HOBoM cetn ViPNet

16

ITpakTnyeckas noaroroska Ne3 Co3naHue U M3MEHCHHE CETEBBIX 0OBEKTOB

17

IIpakTudeckasi noaroroka Ned Co3naHue v H3MEHEHHE CETEBBIX 00BEKTOB (IIPOJOIKEHHE)

18

IIpakTnyeckas noaroroBka NeS Ympasnenue cetsto ViPNet

19

IIpakTudeckue 3anstust Ne3 Yrpasnenue cerpio ViPNet (mpogomkeHue)
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st xapakmepucmuku ypoeHsi 0C80€HUsL Y4eOH020 MAMePUaNd UCNOb3VIOMCSL CLe0yIoujue 0003HAYeHUSA.
1 - o3nakomumenvHulil (03HAKOMACHUE C PaAHee U3YHEHHLIMU 00beKMaMU, C8OUCMBAMU);
2 - penpodykmugnvlil (8binoaHeHue 0esimeibHOCMU No 00pa3yy, UHCMPYKYUU Uil N00 PYKOBOOCEOM);
3 - npodyKmueHblil (NIAHUPOBAHUE U CAMOCNOSMETLHOE BbINOTHEHUE 0eSIMEIbHOCHIU, Petetue NPoOIeMHbIX 3a0ay ).




3. YCJIOBUS PEAJIU3ALUU TPOTPAMMBI YYEBHOM
JTUCLMUIIJIUHDBI

3.1. /s peanu3anuud NporpaMmbl y4eOHOH AMCHMIJIMHBI J0JKHBI OBITh
NpelyCMOTPeHbI CJIeAyIoIIHe MOMelleHuUs :

Kabuner nndopmartuku;
JlaGoparopust uHpopMaTUKH U HHGHOPMAIITMOHHBIX TEXHOJOTHI
bubnmoreka, YnTanbHBIN 3aJ1 C BEIXOJIOM B ceTh VIHTepHET:

Mpis (20 mT.)
Kommnsrotepusiii ctom (20 miT.)
[Tapra 6e3 ckampH (2 1IT.)
[Tnakat (3 mmiT.)
Ornerymwmrens (1 mrT.)
MounwuTop (20 mrT.)

[TapTta co ckambei (26 mT.)
Cucremnsbiit 6510k (20 11T.)

A AN o S

Knasuarypa (20 mr.)
10. Hocka (1 mt.)

3.2. UndopmanmonHoe odecnevyeHne pean3auuy nporpaMmmbl
3.2.1. OcHOBHbBIE NEYATHBIEC U3JAHUA

1. DIIeKTPOHHBIN JOKYMEHTOO0OPOT U oOecreueHre 6e30MacHOCTH CTaHAapTHBIMU
cpeacteamu WINDOWS : yyeOnoe nocobue / JI.M. EBnokumoBa, B.B. Kops6kuH,
A.H. Ilemnekun, O.I'. IlIBeukoBa. - MockBa : KYPC, 2023. - 296 c. - ISBN
978-5-906923-24-0. - Texkct : DIEKTPOHHBIN. - URL:
https://znanium.com/catalog/product/1902497

3.2.2. /lonoiHUTEe/IbHbIE HCTOYHUKH

1. [Manbrun, B. ®. UadopmanimonHas 6€301MacHOCTh KOMIBIOTEPHBIX CUCTEM H
cerelt : yueoHoe nocodue / B.®. [llanbrun. — Mocksa : DOPYM : UHOPA-M, 2023.
— 416 c. — (Cpennee npodeccruonaibHoe oopazoBanue). - ISBN 978-5-8199-0754-2. -
Texcr : anextponnsbiit. - URL: https://znanium.com/catalog/product/1910870



3.2.3. AutepHeT-pecypchl

DIeKTPOHHO-OMONIMOTEeYHAs CUCTEMa Znanium.com
DnekTpoHHo- 6ubnnoreunas cucrema BOOK.RU



4. KOHTPOJIb U1 OLIEHKA PE3YJIbTATOB OCBOEHUSA YUEBHON

JANCIHATTIMHBI

4.1. O0pa3oBaTe/ibHbIE Pe3yJIbTATHI OCBOEHHUSI 00PA30BaTE/ILHOI MPOrpaMMbI
y4eOHOM AUCHUIIIMHBI, MOAJIeKallie MPoBepKe

Pe3yabTaThl 00yueHns

Kputepun ouenku

|MeTOIlbl OLIEHKH

Ymenue
HCIIONB30BaTh CPEACTBA 3alIMThl WH(DOPMAIMH HPH|yMETh UCIOIB30BATh CPEACTBA 3aIluThl HHopManuu npu|TecTHpoBanue
JNIEKTPOHHOM XpaHEHHHU JOKYMEHTOB, JNIEKTPOHHOM XpaHEHHH JOKYMEHTOB,
OTIPEIENSITh COCTAB Yyrpo3 GE30MacCHOCTH HHPOPMAILMK B[yMETh ONpENeIsaTh COCcTaB yrpo3 OesomacHocTu|TectupoBanue
CHCTEMAX JJIEKTPOHHOTO IOKyMEHTO000pOTa, HHbpOpMAaNMU B CHCTEMaXx DJIEKTPOHHOTO
JTOKYyMEeHTOoO0OopoTa,
OIICHMBATh YPOBEHb 3AIIUIICHHOCTH MH()OPMAIMK B|yMETh OIIEHMBATh YPOBEHbD 3aIIMIIEHHOCTH HHpOpManuu B| TecTHpoBanue
CHCTeMax 3JIEKTPOHHOTO TOKyMEHTO0000pOTa, CHCTEMaXx JIIEKTPOHHOTO JOKYMEHTO000pOTa,
OpraHW30BBIBATH 3AIIMICHHOE AJIEKTPOHHOE MOYTOBOE|YMETh OPTraHH30BBIBATH 3allHIeHHOEe 3JeKkTpoHHOoe|TectupoBanue
B3aUMO/ICHCTBUE, IMOYTOBOE B3aMMOJICHCTBUE,
MIPUMEHSATH CPEJICTBA 3AIUTHl HHPOPMAIMU B CHCTEMaX|yMeTh IPUMEHSATh CpeACTBa 3amuThl WHpopmanuu B|TecTHpoBaHUe
JJIEKTPOHHOTO JIOKYMEHTO000pOTa CHCTEMaXx JIICKTPOHHOTO JJOKYMEHTO000pOTa
MPUMEHSATh [eHCTBYIONIYIO 3aKOHOAATEIbHYI0 0a3y B|yMeTh HPUMEHSTH AEHCTBYIOUIYIO 3aKOHOAATeIbHY 0 0a3y|TecTipoBanue
obnacTi HHPOPMAIIMOHHOW 0€30ITaCHOCTH, B oOacTu MH(pOpMaMOHHOK 6€30MacHOCTH,
3HaHue
OCHOBHBIE CIIOCOOBI OMMUCAHMS M XPAHEHHS JIOKYMEHTOB, [3HATh OCHOBHBIE CHOCOOBI omucanus u xpaneHwus|KomiokBuym
JIOKYMEHTOB,
coxepKaHHE OCHOBHBIX MOHITHH oOecmedyeHHUs|[3HATh COAEp)KaHHE OCHOBHBIX MOHATHI obOecneuenwus|KommokBuym
“HPOPMAIIOHHOM 0Ge30MacHOCTH, nH(OPMAIMOHHOW 6e30MmacHOCTH,
HCTOYHUKH yrpo3 6e30MacHOCTH HH(OPMAIHH, 3HATh UCTOYHHMKHU YTrpo3 0€30MACHOCTH HH(POPMAIIUH, KostokBuym
METO/IbI OLIEHKH YSI3BUMOCTH HH(POPMALIUH, 3HATh METO/IbI OLIEHKH ySI3BUMOCTH HH(OpMAIHH, Konmoksuym
METOJbl CO3aaHMHI, oprax—nﬂaunu u O6eCl’le'—l€HHﬂ 3HATh MCTOJbI CO3JaHHA, OpFaHI/ISaLlI/II/I 51 O6eCHe‘leHl/Iﬂ KOJ’IJ’IOKBI/I}'M
(GYHKIMOHMPOBAHUSA CHCTEM KOMIUIEKCHOH 3amuThI|{QyHKIMOHUPOBAHUSA CHCTEM KOMIUIEKCHOH 3amiuThl
HHpOpMaLUK HHpOpMaLUH
OCHOBHBIE TPUHIMITB (OPMHPOBAHUS 3JIEKTPOHHOTO[3HATH OCHOBHBIE MPUHIIUTIBI POPMHUPOBAHUS 31eKTpOHHOT0|KoiokBuym
JIOKYMEHTO000pOoTa JIOKYMEHTO000pOoTa
4.2. Marpuua CcOOTBETCTBHS KOHTPOJbHO-OLEHOYHBIX CPEACTB

oOpa3oBaTeJbHBIM pPe3yJbTaTaM Y4YeOHOW JAMCUHUNIHHBI

Pe3yabTaThl 00yuenus |

Koapl koMneTeHnuii |

(I)Oﬂ}lbl OILICHOYHBIX CpPeICTB

HCTIONB30BaTh CPEACTBA 3AIUTHI HHPOPMAIUU TIPH

JJIEKTPOHHOM XPaHEHHH JOKYMEHTOB,

Ymenue
[lannbie He HalineHbl (He yka3aHbl|Bompocst
KOMIIeTEeHIUH) Ned8-50

K nu¢GepuHINPOBAHHOMY 3a4ETY

ompeneNsTh cocTaB yrpo3 Oe3onacHocTH|/laHHble He HalileHbl (He ykazanbl|Bonpocst
nHOpPMAaUU B CHUCTEMaX »3JIEKTPOHHOTO|KOMIETeHLUHN) Ne45-47
JOKyMEHTOO00pOTa,

Kk nuddepunnupoBanHOMy 3a4éTy

OLICHUBATh YPOBCHb 3allIUIIIEHHOCTH I/IH(bOpMaHI/II/I B
CUCTEMAX JJICKTPOHHOI'O )IOKyMeHTOO60pOTa,

JlanHble He HaiijeHbl (He yka3aHbl|Bornpocs
KOMIIETCHIINH) Ne35-39

Kk nuddepunnupoBaHHOMy 3a4éTy

OpraHM30BBIBATh 3alUIICHHOE 3JeKTpoHHOe|laHHbIe He Hali/leHbl (He yka3zaHbl|Bomnpocsl k anddeprHINpOBaHHOMY 3a4ETy
IMOYTOBOE B3aWMOJICHCTBUE, KOMIIeTEeHLIMH) Ne30-34
NPUMEHSITh CpeacTBa 3amuThl nHpopMauunu B|[lanHble He Haiiensbl (He ykazaubl|Bompock k auddepuHIHpOBaHHOMY 3a4ETy
CHCTEMaXx 3JEKTPOHHOTO JOKyMEHTOO00poTa KOMIEeTEeHIINH) Ne25-29
MIPUMEHSATH JeHCTBYIOLIYIO 3aKOHOAaTeNbHYI0 0a3y|/lanHble He HaiileHbl (He yka3aubl|Bonpock k auddepuHIupoBaHHOMY 3a4ETy
B obsiacTu MH(OpManNOHHOH 6€30MmacHoCTH, KOMIICTCHIIMU) Ne40-44

3HaHue




Pe3yabTaThl 00yuenust

Koapbl koMneTeHuuii

DoH/IbI OLEHOYHBIX Cpeacrs

OCHOBHBIE CIIOCOOBI OMHUCAHHS H XpaHEHUA
JOKYMCHTOB,

Jlannple He HalAeHbI (He YKa3aHbI

KOMIIeTeHIIUM )

Bomnpockr k nuddepunnupoBanHoMy 3a4ETy
Ne20-25

COJIEpP)KAaHHE OCHOBHBIX IMOHATHH OOecIeYeHHs
“HPOPMAIIOHHON 0€30MacHOCTH,

JlaHHble He Hali/IeHbI (He YKA3aHbI

Bompocsr k nu¢dpepuHInpOBaHHOMY 3a4ETY

KOMIECTCHIIUN

Ne21-23

HCTOYHHUKH Yrpo3 Oe30macHoCcTH HH(OpPMALHH,

JlaHHbIe He HAl/IeHbI (He YKA3aHbI

Bomnpock! k auddepuHpoBaHHOMY 3a4ETy

KOMIIEeTEHIINH)

Nel7-20

METO/Ibl OLICHKU YSA3BUMOCTU I/IH(l)OpMaL[I/II/I,

JlaHHbIe He HaiiJIeHbl (He YKA3aHbI

Bomnpockr k nuddepunnupoBanHoMy 3a4éTy

KOMIIETeHIINH)

Ne5-12

METO/Ibl CO3/aHus, OPraHU3alMu U 00eCIeYCHUs
(GYHKLIHOHUPOBAHHS CHCTEM KOMILIEKCHOM 3aIlUThI
“HPOPMAIHH

Jlannple He HalAeHbI (He YKa3aHbI

Bomnpock k nuddepunnupoBanHoMy 3a4ETy

KOMIIeTeHIIUM )

Nel-4

OCHOBHBIE TNPUHIOUNB (GOPMUPOBAHHS
3NIEeKTPOHHOTO JOKYMEHTO0OOpOTa

JlaHHble He Hali/IeHbI (He YKA3aHbI

Bompocsr k nu¢dpepuHInpOBaHHOMY 3a4ETY

KOMIECTCHIIUN

Nel3-16

3amaHus K MPaKTUYECKOMY 3aHSITHIO U BOMPOCHI K CaMOCTOSITEIbHON padoTe B

MeTtoaudecknx yKa3aHUSAX K MPAKTHYCCKUM 3aHATHUSIM M CaMOCTOSITEIbHON padoTe 1o
nucHuminiHe «TeXHOoJorus 3alUIIeHHOTO JOKYMEHTO00OpOoTa» JJisl CTYJIEHTOB

CIICHHNAaJIbHOCTH.

10.02.05 Oo6ecneuyenne uUHPOPMAIMOHHONW OE30IMAaCHOCTH

aBTOMAaTU3UPOBAHHBIX cucTteM - CraBpomnojib, 2023 3amaHus K Ja0opaTOpPHBIM
3aHSITUSIM U BOIIPOCHI K CAMOCTOSATEILHON paboTe B MEeTOAMYECKUX YKa3aHUSAX K

nabopaTopHbBIM paboTaM IO JIUCHHUIIJIUHE

«TexHOJIOrusa 3amHUIEHHOTO

JTOKYMEHTO000poTa» s CcTylaeHTOoB crenuaibHoctu: 10.02.05 Obecneuenue
MH(}OpMaMOHHONW 0€30MaCHOCTH aBTOMAaTU3UPOBAaHHBIX cucTeM - CtaBponois, 2023
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