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JIner akryaauszanuu padoueil mporpaMmbl

PaGouast mporpamMmma repecMoTpeHa, 00CykaeHa u 0100peHa s peanusamnuu B 2024 - 2025
yueOHOM rofy Ha 3acefnanuu Kadeapsl llemarornueckoro oopa3oBaHus U TOKyMEHTOBEACHUS

IIpotokom ot 20 1. Ne
3aB. kadeapoii C.C. BenukanoBa

PaGouast mporpamMma repecMoTpeHa, 00CyKaeHa u 0100peHa s peanuzamnuu B 2025 - 2026
yueOHOM rofy Ha 3acenanuu kadeapsl llemarornyeckoro oopa3oBaHus U TOKyMEHTOBEACHUS

[IpoTokom o 20 r. Ne
3aB. kadeapoii C.C. BenukanoBa

Pabouas mporpamma nepecMoTpeHa, 00cyxaeHa u ogoopena st peanmszanuu B 2026 - 2027
y4eOHOM roy Ha 3acenanuu Kadeapsl [lemarornyeckoro o0pa3oBaHus U JIOKyMEHTOBEICHHUSI

IIpotokom ot 20 1. Ne
3aB. kadeapoii C.C. BenukanoBa

Pabouas mporpamma nepecMoTpeHa, 00cyxaeHa u ogodpena st peanmsanuu B 2027 - 2028
y4eOHOM roy Ha 3acenanuu kadeapsl Ilegarorndeckoro o0pa3oBaHus U JOKYMEHTOBEICHHUS

[IpoTtokom oT 20 . Ne
3aB. kadenpoii C.C. Benukanona

Pabouas mporpamma nepecmMoTpeHa, o0cyxaeHa u ogoopena st peanusanuu B 2028 - 2029
y4eOHOM roy Ha 3acenannu kadeapsr Ilemarornyeckoro o0pazoBaHus U JOKYMEHTOBEICHHS

[Iporokon ot 20 1. Ne
3aB. kadenpoii C.C. Benukanosa




1 Iles1u ocBOEHUS TN CUMILTHHBI (MOYJI51)

Henbto kypca «Texnuueckue cpencrBa ymnpasieHuss B JIOY u apxuBax» sBiseTCS
HOJArOTOBKA CIHELMalIMCTa K JEATEIbHOCTH, CBS3aHHOM ¢ OSKCIUlyaTaluei ammapaTypbl U
00OpyIOBaHUSI TPU JOCTHKCHHM CIIY)KEOHBIX IeJied B PasiIHuYHBIX TOAPA3ACICHUAX H
yupexaeHusax. JucuumimHa uMeeT Lelblo OO0y4YMTh CTYACHTOB OCHOBaM OOpallleHHs co
CJIOKHBIMU TEXHUYECKUMHU YCTPONCTBAMM.

2 MecTo THCHHMIIMHBI (MOYJISAA) B CTPYKTYpPe 00pa30BaTe/IbHOI MporpaMMal

JuctumuimHa TexHuyeckre cpelcTBa YIpaBiICHUS B JOKYMEHTAIIMOHHOM OOecreueHUH
YIpaBICHUS W apXuBaX BXOJUT B YacThb y4eOHOro IutaHa (HOPMHPYEMYyIO YdYaCTHUKaMHU
00pa3oBaTeNbHBIX OTHOLICHHUI 00pa30BaTEIbHOIN IPOTPAMMBI.

Jins  w3ydeHWs ~ TUCHUIUIMHBI ~ HEoOXOoxuMbl  3HaHWS  (YMEHUS,  BIAJICHHSA),
c(OpMHUPOBAHHBIC B PE3Y/IbTATE U3YUCHHSI JUCIUTUTUH/ IPAKTUK:

OCHOBBI yIIpaBJIeHHS OpTraHU3aIHen

[IpoexTrpoBaHue ypaBIeHYECKON JOKYMEHTAIIUN OPTaHU3aIIH

AMUHHCTpUpPOBaHUE PAOOTHI C HEPCOHATBLHBIMU JAHHBIMU

VYnpasieHue IeKTPOHHBIMU apXUBAMH

MexyHapoIHbIE CTaHAAPTHI YIPABICHHS JOKYMEHTAIMEH U apXUBaMH

3HaHus (YMEHHUs, BIaJIeHHs), IOJIYYEeHHbIe MIPU U3YYEHUHU AAHHOW TUCLUIUIMHBI OyayT
HEOOXOAUMBI ISl U3yUSHHS TUCIUTLTIH/TIPAKTHK:

[ToaroroBka K caave u caya rocy1apCTBEHHOTO 9K3aMEeHa

3 Komnerenuun ody4aromierocs, (popMupyemMbie B pe3y/ibTaTe 0CBOCHUS

AUCHUILIMHBI (MOAYJIS) ¥ IJIAHUPYeMble Pe3yJIbTAThl 00y4eHust

B pesynbTare ocBoeHus qucuuIuIMHbI (Moayis) « TexHuyeckue cpecTBa ynpaBieHus B
JIOKYMEHTAITMOHHOM OOECTI€YeHNHU YMNPABJICHUS M apXUBax» OOy4aroIluics JOJDKEH 00JanaTh
CJIETYIOIIUMU KOMIIETEHIIUSIMHU:

KOI[ HHJUKATOpa I/IH,I[I/IKaTOp JOCTHIXKXCHHUA KOMIICTCHIIMH

IIK-1 Cnocoben OCYHICCTBJIATH OPTaHU3AlIMOHHOC, JOKYMCHTAIIMOHHOC U I/IHCI)OpMaI_II/IOHHOG
obecreyeHue JCATCIIBHOCTH PYKOBOJUTECIISA OPraHu3allin

IK-1.1 Opranuzyer u obecreyuBaeT JIOKYMEHTAllUOHHOE COMPOBOXKIECHHUE
NEeSTEIbHOCTH PYKOBOJAMUTEIS Ha OCHOBE BHEUIHMX M  JIOKAJbHBIX
HOPMAaTUBHBIX aKTOB

I1K-1.2 Opranuszyer WHGOpPMAIMOHHOE M JOKYMEHTAllMOHHOE B3aUMOCHCTBUE
PYKOBOJUTENS C TOCETUTENSMHU, MOAPA3AEICHUSIMH, JOJKHOCTHBIMU
JUIIAMU [TAPTHEPAMHU

I1K-1.3 Opranusyer pabouee Bpewms, (YHKIHOHAIBHOE IPOCTPAHCTBO CBOE H
PYKOBOJUTENS, OpPraHU3allMOHHO COMPOBOXKIAeT paboyue MpOIECCHI
PYKOBOJIUTEIS

[1K-2 Cioco0eH 0oCcyIIeCTBISTh JOKYMEHTAIIMOHHOE obecnieueHe ypaBIeHHs OpraHu3auen

[TK-2.1 Opranuzyer W perijiaMeHTUPYeT JIOKYMEHTUPOBAHHUE YIPABICHUYECKOMN
JEeSITeIbHOCTH B OPraHU3aINH

[1K-2.2 OpraHu3yeT U perJiaMeHTUPYeT JOKYMEHTOOOOPOT B OpraHu3aluu

[1K-2.3 Opranusyer, perJsaMeHTHPYET ONEPATHBHOE XPaHEHUE WM HCIIOJIb30BaHUE

JOKYMCHTOB B OpraHu3aninn

[1K-3 CnocobGeH opraHu3oBath U aJMHUHUCTPUPOBATH JAEATEIBHOCTh 110 OpPraHU3alMM Tpyda U
OILJIaThI IEPCOHAIA

[1K-3.1 ObecneynBaeT JOKYMEHTAIIMOHHOE W OPTaHHW3aIlMOHHOE COIMPOBOXKICHUE
CUCTEMBI OPraHu3allMuy U OILUIATHI TPYAA IEPCOHANIA

[1K-4 Crioco6eH pyKOBOIUTH IIPOLIECCOM CKAaHMPOBAHMUSI, BBO/IA U 00OPaOOTKU JAHHBIX B CUCTEME
AJICKTPOHHOTO apXHBa




I1K-4.1

VYnpasisier IesTeNbHOCTBIO 10 KOHTPOJIO (DYHKIIMOHUPOBAHMS, BBOJA U
00pabOTKHU JIAHHBIX B CUCTEME HJIEKTPOHHOI'O apXUBa

[1K-4.2 Pa3pabatbiBaeT I0KaabHBIE HOPMATUBHBIE AKTHI [0 BOIPOCAM OpraHU3alUN
poliecca CKaHUPOBAaHMsSI B CHCTEME JIEKTPOHHOI'O apXuBa
[1K-4.3 OcyiecTBiseT cTpaTernueckoe IUIAHUPOBAHUE U MOCTPOCHUE IMPOLIECCOB

CKaHWPOBAaHHUS, BBOJAA W OOPAaOOTKH [AaHHBIX B CHUCTEME 3JICKTPOHHOTO
apxmBa




4. CTpyKTypa, 00b€EM U colepkaHie TUCHUIINHBI (MOLYJI5)
OO0mast TpyA0eMKOCTh AUCIMILIAHBI COCTABISCT 2 3a4eTHBIX CIUHUI] /2 aKaJa. 9acoB, B TOM
qHCIe:
— KOHTaKTHas pabora — 24,4 akaJ. 4acoB:
— ayTUTOpHas — 4 akajl. 4acoB;
— paeayautopHas — 20,4 akaJ1. 4acos;
— camocTosTeabHas paboTta — 43,7 akaj. 4acos;
— B (hopMe npakTudeckoit moaroroBku — 0 akaj. yac;

— MOJTOTOBKA K 3a4éTy — 3,9 akaj. yac
®dopma aTTeCcTaluu - 3a4ET

AynuropHas s
KOHTaKTHas paboTa E z ®Dopma TEKyILETo
=
Pa3znen/ Tema 2 (B axaz. wacax) & Brx y KOHTPOIIA Kox
> & © | caMOCTOSTENBHON | YCIIeBaeMOCTH U
JACIATUTAHBL =z £ . | kommereHnMM
o & paboThI MPOMEKYTOIHON
na6. | mpaxt. | £ 8
Tex. s aTTeCcTalnu
3aH. 3aH. | &
1. KITACCUOUKALIUA TCY.
NCTOPU PABBUTHUS TCY
1.1 Drtamel  pa3BUTHSA CaMocTosTeNnbHOe
TEXHUYECKUX CPEICTB U u3ydeHne yaeOHOM
e 0,3/0,31 2 el e Tect MK-2.3
MH()OPMALITOHHBIX Y HAy4IHOU
pecypcos JIUTEPATyPhI
CaMocToATenbHOE
1.2 XapakTepucTuka H3VICHIE VIeGHOT
HHIyCTPHUATBEHOTO 0,3/0,31 2 v yHee TECT TIK-2.3
Y HAYYHOH
ob1ecTBa
JIUTEPATyPhI
CamocToATeNnbHOE
13 XapakTeprucTrka svieHie VaeOHoi
UH()OPMAIHOHHOTO 0,2/0,21 1,7 v yHee TECT TK-2.3
Y HAYYHOH
obmecTBa
JUTEPATyPhI
5
14 [lonsTre CamocrosTensHoe
TEXHHYCCKHUX CpeacTB HU3YUYCHUC ‘{C6H0ﬁ
pea 0,4/0.411 2 "™ yaes Tect TK-2.3
YIIpaBJICHUS " nx W HAy4YHOU
KIaccupuKanus JIUTEPATYPBI
CamocTosTenbHOe
1.5 Hcropus mnosBieHUs HBVACHIC VICGHOI
MEPCOHATBHBIX 2 M yHes TECT TIK-2.3
W HAy4YHOU
KOMIIBIOTEPOB
JIUTEPATYPHI
CamocrosTensHoe
1.6 XpoHomorust pa3BUTHA MBVUCHIEG VICOHOI
CHUCTEM 00paboTku 2 v yHee TECT
1 HAy4YHOH
UHpOpMAIH
JIUTEPATypPbI
Uroro no pazaeny 1,2/1,21 11,7




2. CPEJICTBA
COCTABJIEHHA nu

N3TrOTOBJIEHUA
TEKCTOBBIX
JOKYMEHTOB. CPEICTBA
KOIMMPOBAHUA u
PA3SMHOXEHNMA
CaMmocrosTensHoe
21 TexHuyeckue 0.2/0 21 myq;ize y;(;fHon Tect TK-4.1, TIK-
CPEICTBA OPITEXHUKHU = v 4.2
JIUTEPATyphI
Brr
2.2 CpencrBa Brinonnenue oTHeT 110
COCTABICHHA " 0,2/0,21 0,2/0,21 TPAKTHICCKHX 1 MIPAKTUYECKOH T1IK-4.1
W3TOTOBJICHUS TEOPETUYECKUX aGoTe
JIOKyMEHTOB 5 3alaHui P
CaMmocrosTensHoe
2.3 KonwupoBanbHo- U3ydeHHEe y4eOHOM Trect K-4.1
MHOXHTEJbHBIE CPE/ICTBA U Hay4YHOH '
JIUTEPATyPHI
2.4 Iepudepuitasie CaMoCTOATETLHOE
yCTpoOHCTBa BBOJIA— 0.2/0 21 u3yueHue y4eOHOH Trect K-4.1
BEIBOJIa  KOMITBIOTEPHBIX - Y HAYIHOH '
JTAaHHBIX JIUTEPATypPhI
Hroro no pazneny 0,6/0,611 0,2/0,21
3. CPEJJCTBA 1 CUCTEMA
CBA3U. CPEACTBA
OBPABOTKU
3.1 Bsenenue. IlepBeie iaﬁZiizﬁnggig;
uHTEepceTH. TeHICHIUN B 0,2/0,21 Y o Ha yHOﬁ TECT TIK-1.3
pa3BUTHUU MHTEpCETEN v
JIUTEPATYpPhI
CamocToATeNnbHOE
3.2 HWudopmanuonuo - u3ydeHue yueOHon TECT K-1.3
BBIYMCIIUTENIbHBIE CETU U Hay4YHOH '
JIUTEPATYpPhI
3.3 CereBble ycTpoiicTBa PiaMZEL(;ﬂTengg;
u cpencrTa qu Ha 13,:0171 TECT TIK-1.3
KOMMYHHKaIun Y
5 JIUTEPATypPHI
Brimonnenue
34 Tonosnoruu MIPAKTUYECKUX U MIPAKTUIECKUE
BBIYMCIIUTEIBHON ceTH 0,2/0,21 TEOPETUYECKUX paboTHI MK-1.3
3aJlaHUI
CamocrosTensHoe
3.5 Mogem HsyHetrue ylm? Hon TECT TK-1.3
U Hay4yHOH
JIUTEPATypPHI
Brimonnenue
3.6 Veryru 0.2/0.211 MIPAKTUYECKUX U MIPAKTUUECKUE K-1.3
TEOPETUYECKUX paboTHI

3aJIaHUuN




CaMOCTOSITEIbHOE

3.7 O pa3HooOpazuu o [m3yuernme yueOHOM Trect K-1.3
ceTen U Hay4HOH '
JIUTEPaTyphl
CamocrosTensHoe
3.8 PammooGopynoBanue o [m3ynenme yueOHOI Trect K-1.3
ceTeil mepenayn TaHHBIX Y HAYIHOH '
JIUTEPATypPhI
3.9 Hexkotopsie CaMocTosTeNnbHOe
IpoOJIEMBL, CTOALINE o |usyueHue yueOHO rect K-1.3
mepel  KOMITBIOTEPHBIMU Y HAYIHOH '
cetsiMu B Poccun JIUTEPATypPhI
Brimonnenue
3.10 Knaccnpuiarns NPaKTUYECKHX U MIPaKTUIECKUE TIK-1.3, TIK-
Cpe/ICTB 00paboTku 0,5/0,51
TEOPETUYCCKUX paboThI 3.1
JIOKYMEHTOB N
3aJlaHul
3.11 MammHbt TUTSt CamocTrosTenbHoe
YHUYTOXEHHS CEKPETHBIX o [m3ynenme yueOHO rect K-1.3
" KOH(HICHIIUATBHBIX U Hay4HOUH '
JIOKYMEHTOB JIUTEPATYpPhI
HWroro no pazaeny 0,2/0,21 0,9/0,91| 20
4. CPEACTBA XPAHEHUA
JJOKYMEHTOB
Brinonnenue
MIPAKTUYECKUX U TECT TIK-1.3, TIK-
4.1 OpraHu3zanus
TEOPETUUECKUX 3aJlaHue U3 3.1, T1IK-4.1,
ApPXUBHOTO XpaHEeHUS 0,5/0,51 . N
OKVMCHTOB 3aaHuil s KOHTPOJIBHOH TIK-4.2, TIK-
ALOKY KOHTPOJILHOM paboThI 43
paboThI
Brinmonsenue
4.2 YcTpolicTBa XpaHEHHS HTE?)K?;;?;I::?:I;; 33, zflcl:/ITe u3 [IK-2.3, TIK-
-c Y OIP P 0,4/0,411 peTi A .| 3.1, TK-4.2,
I/IH(i)OpMaL[I/II/I 3aaHUN OJIs1 KOHTPOJIbHON IK-4 3
KOHTPOJBHOMN paboTsr '
paboThI
HWroro no pazngeny 0,9/0,91
5. 3ager
IToaroroBka k
5.1 3auer. KonrpoubHas 3aueTy. Kontpoubias
6 IMoaroToBka paborta.
pabora .
KOHTPOJIBHON Tecr
paboTsI
Hroro mo pazaeny 6
Uroro 3a cemectp 221 2121 | 43,7 3a4€T
HToro no gucLUIINHE 221 221 | 43,7 3a4eT




5 O0pa3oBaTte/ibHbIE TEXHOJIOTHH

B pamkax gucnumuinnbel «TexHuueckue cpeacta ympasieHus B JOY u apxuBax»
OCYIIIECTBIISICTCS TUCTAHIIMOHHOE O0yUeHHUE U TNIAHUPYETCS TPOBEICHUE OH-TIAiH 3aHATUH.

JlMcTaHIIMOHHOE 00YYEHHE - ATO CIIOCO0 MONyYeHHs 3HaHUH, HOPMUPOBAHHS HABBIKOB U
YMEHHM, OCHOBaHHBIN HA MHTEPAKTUBHOM B3aUMOJICHCTBUU 00Y4aeMOT0 ¢ KOMIIBIOTEPOM.

B xoze oH-naifH-IeKIMU MPEANoNaraeTcsl TPAaHCIAHS MPE3CHTAUN ¢ 00CYXK/ICHUEM B
YyaTe TEKYIUX BOIIPOCOB.

B xoze oH-nmaiiH-IpakTHKa — BCE MOJYYarOT 33JJaHHe M TOTOBST JJIsl 0OCYKICHUS KaK B
yaTe, Tak U B pSKUME BEOKOH(PEPECHITIH.

B ydeOHOM M1aHe MO TUCIUIUIMHE 3allJIaHUPOBAHBI 3aHATHS B MHTEpaKTHBHOU (hopme. B
CBSI3M C YeM, TUIaHUPYETCS MCIOJIb30BaHHE TaKUX MHTEPAKTUBHBIX (opM paboThl, Kak padboTa B
00CyX1€HUE TUCKYCCUOHHBIX BOIIPOCOB.

Texyuii, TpOMeKYTOUHBI M PYOEKHBIM KOHTpoJb mpoBoauTcs B TectoBoir CIO
YHUBEPCUTETA.

6 YueGHO-MeTOoANMYeCcKOe o0ecriedeHUue CAMOCTOSITeJIbHOI PadoThI 00y4aKoIMXCs
[IpencraBneno B mpuioxenuu 1.

7 OueHOYHBIE CPeACTBA /1Jisl IPOBeeHHs POMEKYTOUHOI aTTecTAlMH
[IpencraBieHbl B IPUIOKEHUU 2.

8 YueOHo-MeTOAMYeCKOEe H HH(POPMALIMOHHOE O0ecneYeHrue TUCIUIIHHbBI (MOTYJIs1)

a) OcHoBHas TUTEpaTYypAa:

1. I'aBpunos, M. B. Mndpopmatuka n mHpOpMalMOHHBIE TEXHOJIOTUU . YUYEOHUK IS
By30B / M. B. T'aBpunos, B. A. KiiumoB. — 4-e u3f., nepepad. u gomn. — MockBa : M3aaTenbpcTBo
FOpaiit, 2022. — 383 ¢. — (Bsicmee oOpazoBanue). — ISBN 978-5-534-00814-2. — Tekcr :
snektponnslii /| OOpasoBarenvHass  mmardpopma  FOpaiit  [caiit]. —  URL:
https://urait.ru/bcode/488708 (nata obparenus: 26.04.2023).— Pexxum gocTyma: 1o MmoArnucKe.

2. ndopmanoHHbIE TEXHOIOTUU B JOKYMEHTALlMOHHOM O0€CIEYEeHUH YIPABICHUS U
apxuBHOM Jienie : yueOHuk /uisi By30B / H. H. Kynaes, T. B. Konapamiosa, E. B. Tepentbena, A. T'.
®abdpuynos / mog obmr. pea. H. H. Kynsiea. - Mockaa : Jloroc, 2020. - 408 c. - ISBN 978-5-
98704-786-6. - Tekct : anmextponnsid. - URL: https://znanium.com/catalog/product/1211641
(mata obpamenus:26.04.2023). — Pexxum goctyna: 1o nojamnucke.

0) lonoJiHMTE ILHASA JIUTEpaTypa:
1. Ky3uenoB, M. H. JlokymeHTaIlmoHHOE OOECTICUCHHE YIpPaBICHUS TMEPCOHAJIOM !

y4eOHUK U mpakTtukyMm Juist By3oB / . H. Ky3nenoB. — 2-e u3n. — Mocksa : M3naTenbcTBo
FOpaiit, 2022. — 393 ¢. — (Bsicmiee oOpazoBanue). — ISBN 978-5-534-14830-5. — Tekcr :
anekTpoHHbli /[ OOpasoBarenmpHas  miarpopma  FOpaiit  [caiit]. —  URL:

https://urait.ru/bcode/489305 (mara obparenus: 26.04.2023). — Peskum gocTyma: mo moAmucKe.
2. Tpopumos, B. B. Unpopmanmonnsie Texnonoruu B 2 T. Tom 1 : yueOHUK 1151 BY30B /

B. B. TpopumoB. — MockBa : WUzmarensctBo [Opaiit, 2022. — 238 c. — (Bricmiee
obpazoBanue). — ISBN 978-5-534-01935-3. — Tekct : anmextponHsiii // OOpa3zoBarenbHast
mwiathpopma IOpait [caiit]. — URL: https://urait.ru/bcode/490721 (mata oOpaieHus:

26.04.2023). — Pexxum gocTtyma: 1o moAIucKe.
3. Tpodpumos, B. B. Undopmarmonusie TexHOI0THH B 2 T. ToM 2 © yueOHUK 1 BYy30B /
B. B. Tpodumos. — Mocksa : U3narensctBo FOpaiit, 2022. — 390 c. — (Bricmee



obpazoBanue). — ISBN 978-5-534-01937-7. — Tekcr : anextponnsid // OOpa3oBarenbHas
mwiatrhpopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/490722 (mata oGpamicHHS:
26.04.2023). — Pexxum J1ocTyma: 1Mo MoImUCKe.

B) MeToauyeckue ykazaHusi:

1. PomanoB E. II. DnekTpoHHO-BBIYMCIUTENbHAS TEXHUKA W MPOrPaMMHPOBAHUE
[DnexTponnblii pecypc] @ ydebHO-merommueckoe mocobwe / E. II. PomanoB ; MITY. -
Marnuroropck : MI'TY, 2017. - 1 snekrpon. ont. auck (CD-ROM). - Pexum pocryma:
https://magtu.informsystema.ru/uploader/fileUpload?name=3068.pdf&show=dcatalogues/1/1135

r) [Iporpammuoe obecneuenue u UnTepuer-pecypcebi:

IIporpammHoe o0ecnieuenmne

HanmenoBanue .
1o Ne noroBopa Cpox 1eCcTBUS JIMLICH3UU
MS Office 2007 |y, 135 1 17.09.2007 GeccpouHo
Professional
7Zip CBOOOIHO 0OECCPOUHO
GIMP cBOOOIHO 0ECCPOYHO
FAR Manager  |cBo6o1HO 0eccpouHO
JASP cBOOOIHO OECCPOUHO
Kaspersky
Endpoint J1-165-23 oT
Security uin  |27.03.2023 27.03.2025
om3Heca-
MS Windows 10 |K-79-21 oT GeccpodHO
Pro 22.11.2021
IIpodeccnonanbubie 0a3bl JaHHBIX H MH(POPMAIMOHHBIEC CIPABOYHbIE CHCTEMbI
HasBanue xypca Cchuika

DNEeKTPOHHBIE pecypchbl OUOIMOTEKH
MI'TVY um. I'.'11. HocoBa
WNnpopmanvonnas cucrema - Exnnoe
OKHO _JIoCTyna K _HMH(OPMAIIMOHHBIM
DOnexTpoHHass 0a3a TEPUOAUYECKUX
w3nanuii  East  View  Information
Hannonanshas MH(pOpPMaAITUOHHO-
ananuThyeckas cucrema — Poccuiickuit|URL: https://elibrary.ru/project_risc.asp
WHJIEKC Hay49HOTO IIUTUPOBAHUS
[TouckoBas cuctema Akamemust Google
(Google Scholar)
Poccuiickas I'ocynapcrBeHHas
oubnuoreka. Karaigorn
YHuBepcutrerckas — MH(pOpMaIMOHHAS
cucrema POCCHA

9 MartepHaJIbHO-TEXHHYECKOE o0ecneyeHne TUCIUTILIHHBI (MOLYJIs1)

https://magtu.informsystema.ru/Marc.html?locale=ru

URL.: http://window.edu.ru/

https://dlib.eastview.com/

URL.: https://scholar.google.ru/

https://www.rsl.ru/ru/4readers/catalogues/

https://uisrussia.msu.ru

MaTepI/IaJ'IBHO-TeXHI/I'-IeCKOe oOecrieueHue JUCHHUIIIIMHBI BKJIIFOYACT:

YueOHbIC ayAUTOPUH IS CTOJ KOMIIBIOTEPHBIN, CTOJ MTUCHMEHHBIHN, CTYJ O(PUCHBIH,
MIPOBEACHUS AUCTAHITMOHHBIX JTOKyMEHT-Kamepa Epson, ncrounnk 6ecriepedoitHoro
3aHATHUH JIEKIIMOHHOT'O THUIIA nutaaust POWERCOMIMD-1500AP , kamepa BBICOKOTO




paspeleHus, KOMIbIOTEP EPCOHANBHBIN (TUIIO),
npoekrop ViewSonicPID7526W, ciiukepdon
HactonbHbIi Calisto-620 Plantronics, Be6-kamepa
LogiteachC920, cucrema akycTHUeCKasi HACTOJIbHAS,
cTepeorapHuTypa (MUKPOQOH C IIyMOIIOAaBJICHUEM),
skpannactenusniiDigis Optimal-C MW DSOC-11032*2

VYuebHble ayIUTOPUH IS
IIPOBEACHUS IIPAKTUYECKUX
3aHATUH, TPYNIIOBBIX U
VHJIMBUYQJIbHBIX KOHCYJIBTALIMM,
TEKYLIEro KOHTPOJIA U
MMPOMEKYTOUYHOM aTTECTALUU

CTOJ KOMIIBIOTEPHBIN, CTOJ MTUChMEHHBIHN, CTYJ O(PUCHBIH,
JIOKyMeHT-Kamepa Epson, ucrounuk 6ecriepedoitHoro
nutanuss POWERCOMIMD-1500AP , kamepa BBICOKOTO
paspelieHus, KOMIbIOTEP IEPCOHANBHBIN (TUIIO),
npoekrop ViewSonicPID7526W, ciiukepdon
HactonbHbIi Calisto-620 Plantronics, Be6-kamepa
LogiteachC920, cuctema akycTu4eckasi HaCTOJIbHas,
cTepeorapHuTypa (MUKpO(OH C IIyMOIOIaBICHUEM),
skpannactennsniiDigis Optimal-C MW DSOC-11032*2

IToMemmenust 1j1g caMOCTOSTEILHONU
paboThI 0OyJAOIINXCS

[Mepconanbhbie KomIblOTepsl ¢ Takerom MS Office,
BBIX0JIOM B IHTE€PHET U C JIOCTYIOM B 3JICKTPOHHYIO
UH(OPMAITOHHO-00Pa30BaTENBHYIO CpEely YHHBEPCUTETA

[Tomenienue i XpaHeHus U
pOopUIAKTUIECKOTO
oOcitykuBaHHs y4eOHOTO
o0opynoBaHus

Crennaxu 17151 XpaHeHUs] y4eOHO-HAIISIIHBIX TTOCOOUH 1
y4e0HO-METOINYECKON JOKYMEHTAIIH.

IIpuiaoxenne 1

Y4edHo-MeTOIMYECKOe 00ecTiedeHHe CAMOCTOATEIbHOI PadoThI CTY/IEHTOB

AyIuTOpHas caMOCTOsITeNIbHAs paboTa CTYJEHTOB Ha JaHHOM Kypce He IIPeyCMOTpEHa.

Bueayauropnas camocrosiTeNibHas paboTa CTY/I€HTOB OCYILIECTBIISIETCS B BHJI€ U3yUCHUS
JIEKIIMOHHOTO Kypca M JIUTEPaTyphl 0 COOTBETCTBYIOIIEMY pa3Jielly ¢ MpopaboTKoN mMarepuana
(BBITIOJIHEHUE TECTOB U MPAKTUYECKUX 33/1aHUN).

[TprMep NpakTUYECKUX 3aAaHUN IO KypCy:

1. Uctopus pazsutus TCY. Knaccudpuxauus TCY.

IIpakTHuyeckoe 3ansTHE

AHanu3 BUJOB MarHUTHBIX HocuTened mHpopMmarmu. Vcrnons30BaHue NpuHTEepa AJs
BBIBOJIA I/IH(i)OpMaHI/II/I Ha ne4yaTb U JJIA pa3MHOXCHUA TOKYMCHTOB

[{enb paboTHI: U3YYUTH BUABI MATHUTHBIX HOCHUTENEH nHpopMaru. U3ydunTh npasuiia
M0 MOATOTOBKE TEKCTOBOW AoKyMeHTauuu ¢ BBoaoM e€ B IIK ¢ mMarmuTHOro Hocurtens u
pa3MHOKEHHE MTOCPEACTBOM MPUHTEPA.

1 Kpamxue meopemuueckue céedenus

MarautHbsle HOCUTEIH I/IH(i)OpMaHI/II/I, HaHecEHHEBIE Ha JUCKH, HA3bIBAIOT MarHUTHBIMHA
JUCKaMH, Ha KapTOYKU - MAarHUTHBIMU KapTaMH, Ha MUJIWHAPBI - MAarHUTHBIMU 6apa6aHaM1/I.
Brigenstor ¢ien-HakonmuTeNn (KapThl TaMSITH).

MarauTHbple HOCUTETH HMH(POPMAIIMK WCIOJB3YIOTCI B COBpPeMEHHBIX OBM mis
3alIOMUHAHMSA, XPAHEHUs] 3HAYMTEIbHBIX O0BbEMOB WMH(OPMALMU MPH pEIICHUH 337ad B
oOnactu yuéra, IUIAHUPOBAHUS, DKOHOMHUKH, HAyku M TexHUKU. K HHMM oTHOcATCS
MarHUTHBIC JICHTHI, JUCKH, OapaOaHbl, KapThl, KAPTHI TAMSITH.



l HOCUTENH UHDOPMALIMK J

o ; »
MAMHWTHBLIE ' ONTUYECKME | ' ‘
HAKOMNMWTENK | | HAKOMNMWUTENM | BIIEIL - HAROIMTENN

. . / I
- i W i L 4 % III.-'IlI - . 5
AWCKEThI CO - AWCKW ] | DVD - ANCKK J [ KAPTHI
A 4| NAMATH
F e
BHELWUHHE 7= [
HDD - QHCKH BD- [MCKH ] SNEL-APARBLI
L (chnewicm)

Pucynok 1- Knaccudurkauus Hocuteneil uHpopmauuu

@reni-HaKOMUTeNH, KapThl TAMSTH, IEPEHOCHBIE KECTKUE TUCKU:

Ipeumywecmsa:

Mautslii Bec, 6€CIIyMHOCTb Pa0OTHI i TOPTATUBHOCTb.

YHuBEpCaIbHOCTh: COBPEMEHHBIE KOMIIbIOTEpPHI, TeneBu3opsl, DVD- u menua-
npourpseiBareau umeroT USB-mopThl.

Huskoe »sHepromorpebnenune (Omaromapsi OTCYTCTBHUIO MEXAHWYCCKUX CHUCTEM, B
otmuuaue ot CD, DVD, BD u kécTkux TUCKOB)

PaGotocrnocoOHOCTh B IMPOKOM JHana3oHe TeMIepaTyp.

Bornee ycTOMUYMBBI K MEXaHUYECKUM BO3ACUCTBUSIM (BHOpAIlMK U yIapaMm), a TaKxkKe K
BO3/ICMCTBHIO MAarHUTHBIX TOJIEH 110 CPAaBHEHUIO C KECTKUMHU JUCKAMH.

He mopBepxeHbl BO3AEHCTBHIO LApaliMH U IMbUIM, KOTOpPbIE ObUTM MpOOIeMOil asis
ONTUYECKUX HOCUTENEN U TUCKET.

CriocoOHBI CpaBHUTENBHO JUIMTENBHO XPAaHUTh JaHHbIE B aBTOHOMHOM peXume (He
TpeOys murtaHus), or exuHun a0 10 mer. B Xynmem cinydae (JemeBblii HaKOMUTENb C
OOJIBIITM U3HOCOM) XpaHEHUE JaHHBIX 00ECTIEYNBACTCS B TeUeHHUE 3—6 MECSIICB.

Heoocmamxu:

Orpann4eHHOE YMCJIO LMKIOB 3alUCU-CTUPAHUs NEpe]] BBIXOAOM U3 CTpos. Yumbl
namsITH, caenaHapie mo TexHonorud MLC (6ombmMHCTBO), Yalie BCero BBIICPKUBAIOT HE
6onee 5000 mukinoB mepesanucu. Kpome storo orpanuuer pecypc USB-konHekTopa —
oxoJio 1500 noakmroueHni

CKOpoCTh 3almucy M YTEHHMsS OTrpaHHUYeHbl NMPOITYCKHOHM crnocobHocTeio USB, uro
ocobeHHo cuibHO TiposiBisiercs st USB 2.0 (ae 6omee 35 Mb/c)

Cpasuenue pazmepoB 3,5-atoiimoBoit aucketsl u USB- diem-nakonurens
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PucyHok 2 - CpaBHeHHe pa3MepoB HocuTenei HHdopmauun

USB Flash Drive wiun USB-nakomurtens Ha ocHOBe (uienr-amstu (Qiem-apaiis,
USB-apaiiB unu «hiemka») - Hocutelab UH()OpPMAaLIMU, UCTIONB3YIOUINI (Ien-naMaTh A
XpaHEeHUsl JAHHBIX M TOJKIIOYAeMbIi K KOMITBIOTEPY WJIM HMHOMY CYHTHIBAIOIIEMY
YCTPOUCTBY Yepe3 craHaapTHbid pazbem USB. MIMeHHO mocnenHee OTIMYAET 3TOT THII
HOCHUTENeH HHPOPMAITUH OT KapT MaMsTH.

2 Ilopsoox evinonnenus pabomi:

1. .Ha ocHoBanuu u3y4eHHBIX 10 yueOHoU nucturuinde JJIOY akta v mpoTokonia, co3/iaTh

PYKOTIMCHBIE BAPUAHTHI STUX TEKCTOBBIX JOKYMEHTOB;

BBectu pykonucHblie TekcTsl JoKyMeHTOB B [IK uepe3 knaBuarypy;

Pa3MHOXXHUTH TEKCTOBBIE TOKYMEHTHI IOCPEICTBOM IIPUHTEPA;

[Tomyuute y mpemnoaaBarens (Kak BapHaHT, BBIIIOIHUTE TO 33JJaHUE CAMOCTOSITENHLHO)

JUCKETY U (JIen-KapTy ¢ JOKYMEHTOM U TiepeHecuTe JokyMmeHT Ha [1K:

— IS TOTO YTOOBI OTKPBITh JUCK WU (PIIEMIKy Ha KOMIBIOTEPE, HY)KHO CHayalla X
BcraBuTh. Haunem ¢ CD u DVD nuckoB: mocMOTpUTEe Ha CHCTEMHBINA OJIOK: IS
JMCKOB Ha KOMIIBIOTEPE €CTh CHeluaibHas BblekKarolas miuatdopma, KOTopas
Ha3bIBACTCS OHA JUCKOBOJA. UTOOBI MBI MOTJIM B HErOo BCTABUTH JUCK, HYKHO
9TOOBl JMCKOBOJ «BBIEXall» W3 KoMIbloTepa. JlJis 3TOro HaXMHUTE TOJ HHUM
MaJIeHbKYI0 KHONKY. Korjga muckoBoj BBIIBUHETCS, MOJOXKUTE HAa HEro Bam quck
¢ nokymeHToM. Kiacte ero Hy>KHO OyiecTsiei cTOpoHOW BHU3. {11 TOTO 4TOOBI
JIMCKOBOJ] «3aeXxail» 00paTHO, CHOBA HAKMHUTE MaJICHbKYIO KHOIIKY IO/ HUM.

ITocne Toro, xak Bbl BCcTaBWIM [WCK, MOAOXKIUTE CEKYHI 15: OH MOXET cam

OTKpBIThCS Ha KOMITbIOTEpE (Tak ObIBA€T C JUCKAMH, Ha KOTOPBIX 3aluCaHbl (pUIBMBI U

My3bika). Ecnu storo He mpowusounuio, To OTKpoWTe 3Hauok «Moil xommbroTep». OH

HaxoauTcss nubo Ha Pabodem crone, TO €CThb Ha JKpaHe, JIMOO €ro MOXKHO OTKDPBHITh W3

kHOMKHU «ITyck».

3areM MIENKHHUTE JBa pasza JIeBOM KHOMKOW MBINIKKM MO 3HaukKy «CD-muckoBom»
(Taxxe oH MokeT HazbiBaTbess CD-RW, DVD, DVD-RW nuckoBop).

OTKpOETCs TO, UTO 3aIMCaHO Ha JUCKE, T.€. aKT WJIH MPOTOKOJ.

Jnst Toro 4ToOBl OTKPBITH (PIEMIKy HAa KOMIBIOTEpE, HYXKHO BCTaBUTH €€ B
CIEIHMAIbFHOE OTBEPCTHE B CUCTEMHOM OJIOKE.

Heckonbko Takux oTBepcTuil Bbl Bcerga Haiiere ¢ Apyroil CTOPOHBI CUCTEMHOIO
0JI0Ka - TaM, KyJa BCTAaBJICHBI ITHYPHI OT KOMIIBIOTEPA. A Ha COBPEMEHHBIX KOMITBIOTEPAX
TaKhe OTBEPCTHS €CTh U CIIEPENIH.

[Mocne Toro, xak Bbl BcraBuTe (iemKky B OAHO W3 OTBEPCTUH, OTKpoite «Moi

o



KOMITbIOTEP» (HAIOMHIO, OH HaxoauTcs oo B «Ilyckey, mubo na PaGouem ctorne).

Tam OJDKEH MOSIBUTHCS HOBBIN 3HAYOK.

OObIuHO ATOT 3HAYOK HasbiBaeTcad «CheMHBIA aAuck». lllenknure mo Hemy JBa pasa
JeBoi KHOmKOW MbImkH. [lepen Bamu mOMKHBI OTKPBITBCS (ailfibl UM MANKd, KOTOPHIE
3anucaHbl Ha (Iienike.

[Tepen Tem kak AOCTaTh (HIICUIKY U3 KOMIIBIOTEPA, HAKMHUTE HA CIICIHATIBHBIN 3HAYO0K
CIpaBa BHU3Y (PSAAOM C YacaMH) OJJUH pa3 JIEBOM KHOIKOW MBIIIH.

[TosiButcst coobmenue "be3onacHoe u3BIeYeHHE. 3alIOMUHAIONIEE YCTPOMCTBO ISt
USB". IllenkHute MO0 HEMY OAMH pa3 JIEBOM KHOIKOW MBIIIKU. BbICBEeTHUTCS COOOIIEHHE
"OOGopynoBanne MokeT ObITh ymanmeHo". Temeps Bbl Mokere nmoctath (iemky wu3
KOMIIBIOTEDA.

PacneuaraiitTe TOKyMEHTBI IOCPEICTBOM MIPUHTEPA.

OTBeTUTH HAa KOHTPOJIbHBIE BOIIPOCHI.

Crenarp BbIBOJBI IO padoTe.

3 Konmponvhusie 6onpocwi:

1. HazoBure cnocoObl cO3AaHUS TEKCTOBOTO TOKYMEHTA.
2.  Onwummure MOPsSI0K BBOJA TEKCTOBOTO JoKyMeHTa B I1IK ¢ MarHuTHOTO HOCHTENS
(CD wnnu mro60ro (KECTKUM Wik TMOKUI) MArHUTHOTO AMCKA) U ()JIEIIKAPTHI.

2. CpencTBa cocTaBjIeHHS] M H3TOTOBJIEHHS TEKCTOBBIX JOKyMeHTOB. CpeacTBa
KONUPOBAHMS U PA3MHOKEHUS

MO)ICJII/IpyeMaﬂ CUTyalnusi: BaC Ha3HAYWJIM OTBCTCTBCHHBIM JIMIIOM 3a IOKYIIKY

KOIMPOBAJILHOTO amIiapara, KOTOPBIH OY/AET MCIIOJIb30BaThCS UCKIIOYUTEIFHO B KOMMEPYECKUX
nemsx. Ilocne mpenBapuTenbHOrO aHaiuM3a MPEJIOKEHUI B MaraspHax ropoja OCTaloCh IBa
OJIM3KUX 10 XapaKTepUCTHKaM ammapara — Xerox 5915 u Xerox 5921.

3agaya: Ha OCHOBE HCXOJHBIX JIaHHBIX MPOBECTH aHAIM3 CYMMapHON NpUOBLIM U

IPEOCTaBUTh PYKOBOJCTBY OTYET C PEKOMEHIAIMSIMU IO MPUOOPETEHUIO0 TOr0 WM HHOTO
KONUPOBaJIbHOro anmapaTta. OT4eT MoJKeH ObITh MAKCHUMaJIbHO HArJIsiJHBIM, PEKOMEHIAUN —
MaKCUMaJIbHO yOenuTenbHbIMU. [[ns oOecrieueHMs HarsiIHOCTH PEKOMEHIYeTCsl MOCTPOMTH
rpaguKu NpudbLIN B 3aBHCUMOCTH OT MeCSIYHOI HArPY3KH 32 BeCh CPOK CJIYKOBI.

Hcxoanbie aHHbIE: CM. TpUIIOKEHUE 1.
PacueTHble JaHHBIE: CM. IPUIIOKEHUE 2.
Ykazanusd 1o pacyeram:
Crartbs joxona
® KOJMYECTBO OTIEYATKOB PACCUMUTHIBACTCS HCXOJS M3 OOILIEro pecypca u
MPOLIEHTA TMeYaTH COOTBETCTBYIONIETO opMaTa;
® KOJMYECTBO OyMaru pacCUMTHIBAETCS MCXOJS U3 KOJIMYECTBA OTIEYATKOB U
JIOJIA OHOCTOPOHHEH MeYaTH COOTBETCTBYIONIETO hopmMara;
® JIOXOJ IO KaXIOMY BHUAY I€YAaTH PACCUUTHIBAETCS MCXOMSl U3 KOJIWYECTBA
OyMmaru Kaxxoro popmara v COOTBETCTBYIOIIEH IIEHBI KCEPOKOIIUH.
CraTp4 pacxona
e aMoOpTHU3allKA 32 Bce BpeMsi paOOTHI arlnapara paBHa ero CTOMMOCTH;
® CTOMMOCTh TOHEP-KApTPUIKEH pacCUUTHIBACTCS MCXOJA U3 IIEHBl U pecypca
OJTHOTO KapTPHUKa, a TaK ke 00IIero pecypca anmnapara;
® CTOMMOCTh MPUHT-KaAPTPUKEH PAaCCUUTHIBACTCS MCXOJs U3 IIEHBI H pecypca
OJIHOTO KapTpHUIKa, a TaK e 00ILero pecypca anmnapara;
® CTOMMOCTH PEMOHTAa PACCUUTHIBACTCS UCXOS U3 CpelHEH 1IeHbI peMOHTa (3a
1 mepuon paboTHI ammapara), BEPOATHOCTH TOJIOMKH (B 3aBHCHMOCTH OT
Harpy3Ku) ¥ 00IIero pecypca anmnapara;
e BpeMs NedaTy | KOMUU PacCUMTHIBAETCS NCXOs U3 CKOPOCTH IT€YaTH;
e Bpems paboThl amnmapaTa PacCYUTHIBAETCS UCXOAS M3 BpeMeHH medatd |
KOIMU M 00ILIero pecypca anmnapara;



® CTOMMOCTH 4yaca pabOThl PACCUMTHIBACTCS MCXOMAS W3 3apIUIaThl U BPEMECHH
paboTHI omeparopa;
e 3aprurata 3a KCEPOKONHUHU PACCUMTHIBACTCS HCXOJs W3 BPEMEHU pPabOTHI
ammapara ¥ CTOMMOCTb 4aca paboThI;
e [uUIaTa 3a JJIGKTPHUYECTBO PACCUMTHIBACTCS HCXOIsl W3 BPEMEHH pabOThHI
anrmapara ¥ CTOMMOCTH DJICKTPUYECTBA;
® CTOMMOCTh TNPOPHUIAKTUKH PACCUUTHIBACTCSA HWCXOJS W3 IECHBI W
MIEPUOUIHOCTH MPOPHIAKTUKH;
® CTOMMOCTh OyMarw pacCUMTHIBACTCS MCXOJIs U3 KOJIMYECTBA JINCTOB U IICHBI
Oymaru kaxmoro ¢opmara;
® CyMMAapHBIA pPacxoj] pacCYMTHIBACTCS MCXOJS U3 BCEX IMYHKTOB pacxoja B
3aBUCHMOCTH OT Harpy3KHu.
Cratbs npuObLTH
e 0oOmas mpuOBLTb 32 Bce BpeMsl pa0OTHI anmapara pacCUUThIBACTCS UCXOMIS U3
CYMMapHOTO JI0X0J[a U CYMMapHOTO PacXojia B 3aBUCUMOCTH OT Harpy3KH.
B pe3ynbrare oT4eT M0IKEH UMETh CIICTYFOIIHA BH/I;
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OneHoYHBIE CpeaCTBa VIS POBEACHHUS MPOMEKYTOYHOMN aTTecTANMA

a) Ilnanupyemble pe3yabTaTbl O00y4YeHHMSl M OLICHOYHbIC CPEACTBA /IS NPOBEJACHHSA

NPOMEKYTOYHOM aTTeCTALMH:

ITpunoxxenne 2

«TexHnuyeckue cpeacrsa ynpasJjeHusi B /JOY u apxuBax»

Kon
WHJIUKaTOpa

Nupukarop
JOCTH>KECHUS
KOMITETEHIINT

OueHoYHbIE CPEACTBA

[TK-1: CniocoGeH oCyIeCTBIATh OpraHU3allMOHHOE, JOKYMEHTAIIMOHHOE U HH()OPMAITMOHHOE




Kon
WHJIUKATOpa

Nupukarop
JOCTHKEHUS
KOMIIETEHIIUHN

OneHouyHble CpeaCcTBa

obecneyeHne ACATCIIBHOCTH PYKOBOJUTEIIA OpraHu3aluu

I1K-1.3:

Opranusyet pabouee
BpeMs,
(YHKIIMOHATILHOE
MPOCTPAHCTBO CBOE U
PYKOBOJUTEIIS,
OpraHu3aIMOHHO
COIIPOBOKIAET
pabouune mpoLeccsl
PYKOBOJUTES

IIpumepnwiii nepeuerb 60npPOCO8 K 3auemy
1. Cpencrsa BHYTpU- U BHEO(DUCHOM
TPaHCIOPTHPOBKH JOKYMEHTOB, CBSI3U "
KOMMYHHKaIHi. CpelicTBa U CUCTEMBbI CTAIIMOHAPHOU U
MOOWIIBHOU TeIe(OHHOM CBS3H.
2. Cpenctsa BHYTpPH- u

JIOKYMEHTOB,

BHEO(HUCHOU
TPaHCIIOPTUPOBKHU CBSI3U u
KoMMyHHKarmii. CpeacTBa M CUCTEMBI TenerpagHoi
CBSI3H.

3. JlokasibHbIe (OUCHBIE) BBIYMCINUTENbHbBIE CETH.
4. CpenctBa u

HHCHGT‘IepCKOﬁ CBA3H.

CHCTCMbI OIICPAaTUBHO-

IIpumeproe npaxmuueckoe 3a0amnue

[TpoBectn aHanu3 He MeHEe 5 CHCTEM yAalIeHHON paboThI
pYKOBOIUTENSI KOMITaHUH. 1IpeBapuTenbHO BEIACTUB
KpUTCpHHU [JI aHAJIM3a UCXOOA U3 obnact MpeaAIpuATUA, Ha
KOTOPOM BbI ITPOXOIMIIN TIPAKTHKY.

OTuer npeaCcTaBUTh B BUJE pedepara.

[TK-2: CriocobeH oCylecTBIATh JOKYM

CHTAllMOHHOC obOecreueHue YIIPpABJICHUA OpFaHHSaHHeﬁ

[IK-2.2:

Opranusyer u
pErIaMeHTUpYET
NTOKyMEHTOO00pOT B
OpraHu3aluu

IIpumepnulii nepeuenv 60npocos K 3auemy

1. OcHOBHBIC MPHUHIIMITEI aBTOMATH3alNHU B chepe
JIOKYMEHTAIMOHHO-UH(POPMAIIMOHHOTO
oOecrieueHus yrpaBiIeHUs.

2. Tlpeamoceutku aBTOMAaTHU3alluHA
YIPaBICHYECKOH JeITEILHOCTH.

3. OOmias xapakTepUCTHKA U CTPYKTYpa CHCTEMBI
JOKYMEHTAIMOHHOTO obecreueHus
YIIPaBJICHUS.

HpuMepHoe npakmudecxkoe 3a0anue

BbipaGoTka HaBBIKOB PpPaldoThI
JOKYMEHTOB

¢ perucrpaunmen

Ynpaoicnenue 1. Pecucmpayus 00KymeHmos.
Lens ympakHeHUST — TOJIyYEHHUE TBEPABIX
HAaBBIKOB PErUCTPALIMH TIOKYMEHTOB.

3aoanue 1. Coz0anue gaiinos

Cozmatb 4 (aiima, Cc KOTOprIMH BBl B
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nocneayriem Oyaere paboTarh:
) B Word (3asBieHne B JacKaHaT O
JIONTyCKEe K 3aHATUSAM 10 J[oKyMeHTOoOOopoTY.
®dopma — cTraHapTHOE 3asiBICHUE),

. B OnokHoTe (OOBSACHUTENBHAS O
nponycke 3aHsatus. ®opma cBoOOHAS),

J B Excel (pesymprarel  cpaum
MOCJIETHEN Ceccun),

o HAMTH B KOMITBIOTEPE W NIEPEHECTH

C HOCHUTENs, WJIM CO03J1aTh JIIOOBIM CpPEICTBOM
KapTUHKY pa3MepoM IPUOIU3UTENIBHO 4X5CM.
KommenTapuii. Co3nannbie Gaiiabl KaxXapIM U3

YYaCTHUKOB TIpYINIbl Ha 3aHATHM  HE0OXOJUMO
coxpaHuTb. KOHKpeTHOe MeCTO He HMMEeT 3Ha4yeHHs,
mo00i U3 (ailyioB, MPUCOEAMHEHHBIX K JIOKYMEHTY,
3aperUCTPUPOBAHHOMY B 0a3e, COXpaHUTCS BMECTE C
JOKYMEHTOM B 0a3e M B TIOCIEACTBUU OYyAET JIETKO
HaWJIEH OPOrpPaMMOHu.

3aoanue 2. Pecucmpayus 0okymenmos

3apeructpupoBarb 4 JOKyMEHTa:

. C CO3/1aHHBbIMU B 1 3amanuu ¢aitnamu
M0/l pa3HbIMM JlaTaMH B auana3oHe 1-30 okTsa0ps
2005r. [na peructpanu JAOKYMEHTOB BBIOpATh
MOTOK JOKYMEHTOB CBOE€H Tpynmbl. 3aloJIHUTh
noje npedukca: 3a, 00, OT, I'p, COOTBETCTBEHHO;
BbIOpaTh rpu¢ KonpuaeHuuaibHo.

KommenTapum.

1. He ciaenyer IIyTaTh Haty
perucTpalnum >JeKTPOHHOTO JOKyMeHTa u Jlaty
co3nanus ero (OymaxkHoro) mpenaka. B ciyuae
BXOJISIIIIETO TOTOKAa JOKYMEHTOB moje ¢ "Jlaroi
perucrpanyu’ JOKyMEHTa paclojokKeHO B IEPBOU
cTpouke moJied, a mone ¢ "latoi" co3manus
npapoauTenss  JIOKYMEHTa  pacrojaraercs B
TPETbEl CTPOKE, IMOCBSIIEHHOW OpraHu3alyu-
OTIIPABUTEIIO.

2. AHaJOTMYHO, HOMEp perucTpanuu
JOKYMEeHTa (KenToe TIoJie B TMEpPBOM  psay)
TEHEPUPYETCST CUCTEMOM, a HUCXOMAIINNA HOMED
OOBIYHO yXe€ TMPOCTaBJIIEH TMpH OTIpPaBKE OT
KOppecnoH/ieHTa B Bamry opranuszanuio, OH
3aMoNHACTCA BPYYHYIO (C OyMa)KHOTO HOCHTEIS
WIHM 3TO — JaTa OTHPABKH 3JEKTPOHHOTO MHChMa)
B Oernoe nose (HeoOs3aTeabHOoe IS 3aOTHEHHUS ).

3. Bce nosns, B TOM yucie nporpaMMHO
HE  KoOHTponupyemble  (Oembrii  ¢oH), B
NENCTBUTEIILHOCTH HEOOXOIUMO 3aIloHATh. Bo-
MEPBbIX, OTO MPEINUCHIBACTCS  IpaBUIAMHU
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JOKYMEHTOO0OpOTa, BO-BTOPBIX, CYLIECTBEHHO
o0JierdaeT noucK JOKyMEHTA.

4. ®opmoii perucTpanii MOryT OBITh
IPEIyCMOTPEHbl Kak Ipedukc K HOMepy, Tak U
rpud OOKyMEHTa. DTH MOJIA B JAHHOM CiIydae
CIIy’KaT Ul TPYNIHUPOBKH U YCKOPEHMs IOMCKa
JIOKYMEHTOB.

o. 3HaueHuss B INOJMAX MOIYT Kak
BbIOMpPATbCS M3 CIIOBaps, TaK U 3alOJIHATHCS
npou3BoiibHO. IIpenmodrenue cienyer oTnaBaTh
BbIOOpY W3 cJOBapel, Tak Kak HCIOJIb30BAHUE
CTaH/JIApPTHBIX 3HAUYEHUN YMEHbILIAET BEPOSTHOCTH
perucTpanuu ¢ OmmuOKOoM.

6. [Ipu  ommbOoOYHONW  perucrpanuu
JOKYMEHTa B IMOTOK, B 00IeM ciydae
HEIOCTYIHBIM I0/Ib30BaTEN0, 3TOT JOKYMEHT
OyzeT AOCTYIEH TOJIBKO 3TOMY I0JIb30BATEII0 Kak
perucTpaTopy 3TOro JIOKYMEHTa, HO He Oyaer
BUJIEH U JOCTYIEH IPYTMM Y4aCTHUKAM IPYIIIIBL.

Ynpaoicnenue 2. Ilouck 0okymenmos.

[enp ynpaxkHeHHMs — 3aKpEIUICHHE HAaBBIKOB
IIOMCKa JOKYMEHTOB B  pa3M4HbIX CHUTyalusX,
BbIpa0OTKa yMEHHMs cJesaTh BBIOOPKY JIOKYMEHTOB B
Pa3IMYHBIX pa3pe3ax pasIuYHbIMU CLIOCOOAMH.

CymecTByeT ueThlpe BO3MOXKHBIX BapHaHTa
IIOMCKA JOKYMEHTOB!

® TIOMCK JOKYMEHTOB;
® IIOMCK ITOPYYECHUH;

® [OMCK 10 hopme;

®  paCHIMPEHHBIN MOKCK.

3aoanue 1. Haimu O0OKyMeHmbl,
3apezucmpuposarntvie 6 base

e HaliTu Bce JOKYMEHTHI, COCTaBJICHHbIE Bamnu
BCEMHU BO3MOKHBIMH CIIOCOOAMHU.

KommenTtapuii. Kak Bbl nomMHuTE, JOKYMEHTOB
obu10 yerbipe. Eciu Bel npu peructpanuu 3anogHuIN
nonie KTo moanucasn, To y Bac He Oyner mpobiiem.

e Haiitu 7OKyMeHT o0 HOMepY (ABa-TPH BapUaHTa).

e HaiiTu TOKYMEHTHI 110 1aTe perucTpauuu (ABa-Tpu
BapHaHTa).

e Halitu nOKymMeHTHl B IOTOKE Bamren rpymnmsl co
cnoBoM "momyck" B mosie KpaTkoe coxmepikanue,
3aperucTpupoBaHHble Bamumu cocenssMu cieBa u
cripaBa (TIoCIIeI0OBaTENBHO).

e HailTu nQOKyMEHTHI Ballero IOTOKAa, WMEKOIIUE
"3aH4" B KpaTKOM COAEpX aHUM M pa3HbIMU
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natamu B quanaszone 10-20 mapra Tekymiero roja.

e HailTu MakcUMaJbHOE 4YHUCIO JOKYMEHTOB B
nuana3zone nar 10-30 mapra Tekymiero roga B
IIOTOKE CBOEH TPYIIIIBIL.

e Hailtu noxkyMeHTHl C coaepxkaHuem '"nekan" u
naramu ¢ 5 nmo 20MapTa TEeKyIlero roja.

e Haiitu pgokyMeHtsl ¢ "3aHAT" B KpaTKOM
conepxanuu u "2*" B HOMepe.
3aoanue 2. Haumu O0OKymMeHmMbl UCHOIb3YSL

Pacwupennwiii nouck.

e Haiitu nokymeHTbl, 3apeructpupoBaHHbie ¢ 10
MapTa TeKyIIero roja.

e HaiiTu Bce JOKYMEHTHI, 3apEerUCTPUPOBAHHBIC
T00BIM M3 JBYX MPHUCYTCTBYIOIIMX HAa 3aHITUU
CTYJEHTOB(K) nociie 15 mapra Tekyiero roja.

e lcnonb3ys npeaplaynIuii 3ampoc Cy3uTb IOMCK
IyTeM YTOYHEHUsI KOHTEKCTa "nexan".

e Haiitu BCE JTOKYMEHTBHI, HOAITMCAaHHbIC
(KOppecroHAeHT) JI00BIM U3 JBYX COCeei (oK),
MPUCYTCTBYIOIIMX HAa 3aHATHH, COJEpIKallue
O0O0BSCHUTENBHEIE.

KommenTapuii. Hcnons3yercs 3HaueHue B
nosie Perucrparop.
[1K-2.3 Opranusyer, Ilpumepnuiii nepeyensv 80npocos K 3auemy
[pETIIaMEHTUPYET 1. Ilousartue JAOKYMCHTAJIbHBIC CUCTCMBI

ONEPATUBHOE XPaHEHUE
1 KCIIOJIb30BaHUE
ITOKYMEHTOB B
OpraHu3aIu

2. CrpaBOYHO-TIPAaBOBEIE CUCTEMBI «I apaHT»,
«KoHcynbranT». CxoIcTBa M pa3Inydus.
JlocToMHCTBA U HEJOCTATKH

3. Ponb TOKyMEHTAIBHBIX CUCTEM U 0a3 JTaHHBIX B
JIOKyMEHTAllMOHHOM YIIPaBJICHUH

IIpumepnoe npakmuueckoe 3a0aHue
®opmMupoBaHHe, XpPAaHEHHE U YHHYTOKEHHE J1eJT
DTanbl BBITOTHEHHUS PAOOTHI:

1. CocraBbTe (QopmyIsip-oOpazer] HOMEHKIATYPbI
nen CTPYKTYPHOTO MOJIpa3/IeICHUs
(Oyxranrepun).

2. CocTaBUTBH JIUCT-3aBEPUTEIIb Jielia 1o hopme




Kon
HHIUKATOpa

Nupukarop
JIOCTHKECHUS
KOMIIETEHIINHU

OneHouHBIE CpesicTBA

JIHCT-3ABEPHTEND JIENIAN:

B aeae nomunTo n nposy:
B TOM 4HCE

NHCTOR

JMTEPHEIE HOMEPA IMCTOR
NPONYUEHHLIE HOMEPD IHCTOR
+ ANCTOR BAYTPEHned onHeH

Hucnexrop no kaapas
(moanmck)

(pacumdponra

TIOHCH)

3aroyHUTE OMUCH JTOKYMEHTOB Jiefia 1o Gpopme
CocrtaBbTe 00JI0KKY Jiela.

3anoaHUThL aKT O BBIACIICHUU K YHHUYTOXCHUIO
JJOKYMEHTOB U JIeJl, He MOAJISKAIINX XPAaHCHHIO
o popme

o~ w

TIOTHOE HAMMEBOBANIE OPranNIALLINY YTBEPAIAKO
{CQ\}\I!}:(HKO«‘ HARMEHOBANNE OPCaEN BaNum) Haumenosanue JOTAHOCTH
AKT PYXOBODITENR OPCAHIIANIR
N Mlodnuxce PacioidpoBra ROaMICH

MecTo CocTantenns Aama

O BRASNCHNN K YHRUTOARHNIO I0KYMEHTOB,
He DORTCAIMMN XPAHEHH O

Ha ocHoBamui

TR ST R S0RN e Db B et 108 ¢ J% 830t ([ T e
OTOOPANM K YHNSTOARRINO KAK He WMOOUNE HIYNAO-NCTOPHGRCKON MEHAOCTH & YTPaTHBONIE
NPAXTHYECKOE JHAUCHIE ROKYMEN T POHIA W

(e onsn

200080k Be1a Huaexc aena Kos. Cpoxn
w WK rpyRsonoft Kpatune | Hostepa | no mosenk sarype sy Ipanenns Tipise-
nn OB O onmwen LATRS T E) " mmomepa cravedt | wamme
AOKYMENTOR N0 omNcH » BO BEPeINIo
1 2 3 4 s o 7 8
Hroro L XP. R roau

TUnppems WP e

Onscy 31 DOCTORHROND XPAHEANS 34
COCTABY COMNACOBANM ¢ ITTK

TOAK YTBePAIEHM, [T0 IMTHONY

THANMERORAR RE ALNAROT0 Y SRR ENA |
(nporoxot oy W )
HAMeROBANNE 20TAHOCTH ANUA,

MPOBOXMBINETO INCTIEPTHIY UENHOCTH JOKYMEATOR Nodnucy PJ\'KH(Q"OIKI noanucn

fama
COIMACOBAHO
Mporoxon LI3K (3K)
or N
JIOKYMENTH B KOTHYOCTRE e Xp.. BXOM K

e o poRaans

AN B HA MEPEPABOTRY NO MPHEMO-CAITOIHOMN Nk A HOR

e BRI RS

or W

HaMeK0BAMIE JOTAHOCTH PAGOTNIK,

CHABLUETO TOKYMEHTH Nodnuce Pacuiedporxa noamucy
Mama

VIAMEHENIR B YYETHME JONYMERTH BHECEHN

HalMENOBAHIE TOTANOCTH PAOOTHIK IPXNDA,

BHECILIETO SIMCHOHIA B YUeTHBIE BOKYMENTM Nodnuce Pacisedporka ROAMICH
Hfama

[1K-3: CniocobeH oprann3oBaTh U aIMUHHUCTPUPOBATH JIEATEIILHOCTh M0 OPraHU3alMU TPy U

OIIIaThI ICPCOHAIA

T1IK-3.1:

O0OecrieunBaer
TOKYMCHTAIHOHHOE 1
OpraHu3aIMOHHOE

COIIPOBOXIACHUEC

IIpumepnwiil nepeuerb 60NPOCO8 K 3auemy
1. Yro mnpencraBmser coOoii  (¢uHAHCOBasS U

Oyxranrepckas JOKyMEHTaIus?
2. Yto BXOAMT B cOCcTaB (PMHAHCOBOUM U OyXTanTepCcKOn
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CHUCTEMBI OpTraHHu3allun
M OIJIaThI TpyJda
repcoHajia

JIOKYMEHTAIUK?

3. Ilepeuucnute  OCHOBHbIE  TpeOOBaHUA IO
obopmiieHHIO  (PUHAHCOBBIX M OYXTalTEpPCKUX
JIOKyMEHTOB B COOTBETCTBUU C 3aKOHOIATEIHCTBOM
P®?

4. Kak odopmisercs akT O mNpuUEeMKe-Tiepenade
TOBapHO-MAaTEepUAIbHBIX LICHHOCTEN HA XpaHeHue?

5. Kak odopmisieTcss mpuxoHO-KacCOBBI opaep?

8. Jlnst gero cocrapisieT cueT-pakrypa’?

9. B kakux ciydasx cocTaBisieTcs AKT O IpHeMe-
nepeaaye TOBapHO-MaTepPUAIbHBIX IEHHOCTEN?

IIpumeproe npaxmuueckoe 3a0amnue

Jiis  BBINOJHEHUS J1a0OpaTOpHOH paboThl HEOOXOAMMO
opOpMUTHh OTHENbHbIE ()MHAHCOBBIE W OyXTraiTepcKue
JOKyMeHThl.  Kakaplii  TOKYMEHT  COCTaBIIsieTCS  Ha
OTIENBHOM JIUCTE, JOJDKEH MMETh BCE HEOOXOIOUMBbIe
PEKBU3UTBHI.

B oTuete no 1abopatopHoil paboTe CieIyeT 0OTpa3uTh:

- HaMeHOBaHue paldoThl, 1IeTb paboThI;

- OCHOBHBIE TEOPETHUECKHUE TTOJIOKEHUS;

- BBIIIOJIHEHHOE 3aJlaHHE.

1. OdopMuTh MmiarexxHoe nopydyeHue (Ha OJIaHKE TUIIOBOM
¢opmbl ¢ wmcnoip3oBanueM CIIC Koncynsrant [liroc)
Nel73 ot 22 suBaps 2017 roga Ha IEpeYUCIEHUE TEHEKHBIX
CpEJICTB TOCTaBIIMKY 3a MOJy4deHHble Marepuaisl. OrmaTta
npou3sBeieHa 1o cuety Ne 687, mororop Ne54 ot 14 nexabpst
2016 roma OOO «Cnapay. Ilonmyuarene OOO «Cnapay,
WHH 7802152412, KIIIT 780201001, P/cu
40702810802000003675, B I[TAO «Anbda bank» r. CaHkT
[erepbypr, K/c 30101810600000000809, BUK 044030809.
Henocraroniye 1aHHbIE B3STh IPOU3BOJILHO.

2. C ucnons3oBanue CIIC Koncynerant Ilmoc odopmurs
cuer-hakTypy, HCIIOIB3YS CIEAYIOIINE CBEIACHUS:

— cuet-¢aktypa Ne 412 ot 24 aBrycra 2017 r.;

—mponasetr — OO0 «DmeKTponHy;

— aapec npoxaasma: 426000, r. MxeBck, yia. MeapHUYHAS, 1.
71. UHH — 1833012378, KIIII

—183301001. I'py300TIIpaBUTETH — OH JKE;

—nokynatens — OO0 «Arponomy»;

—aapec  mokymarens: 426000, r.  MxeBck, yi.
Mexanuzaropos, . 44. MHH - 1833015259, KIIII —
1833011001. I'pyzonony4arens — OH XKe;

— HaWMEHOBaHHWE ToBapa — KommbioTep EXcilon Intel
Pentium D524 3.06/512/80/i B xomuyectBe 1 1mT.
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crouMocThio 17 936 pybnelt, B Tom wuciae HJAC 18% — 2
736 pyOuiei.

— pyxoBogutens OO0 «Onekrpon» — Crupunono K.M.,
TJIaBHEIN Oyxrantep — Mopososa O.A.

[1K-4: CriocobeH pyKOBOAMTH IMPOIIECCOM CKaHUPOBAHUSA, BBOJIA K 00paOOTKH JaHHBIX B
CHCTEME 3JIEKTPOHHOTO apXUBa

[1K-4.1:

Ynpasmiser
IEeITEIbHOCTRIO 110
KOHTPOJTIO
(yHKIIMOHUPOBAHMUSI,
BBOJIa 1 00paObOTKH
ITAaHHBIX B CHCTEME
DIIGKTPOHHOT'O apXHBa

Ilpumepnuiii nepeuenv 60npocos K 3auemy

1. CpeactBa cocTaBieHMSI M  HM3TFOTOBJICHUSA
TEKCTOBBIX M  TaONWYHBIX  JOKYMEHTOB.
[Inmrymue MammHKy.

2. CpenctBa KOMNUPOBAaHMS M TUPAKUPOBAHUS
nokyMeHTOB. CpeicTBa MUKporpaduu.

3. CpencrBa ¢uszmueckoir 00OpabOTKM HOCUTENEH
JOKYMEHTOB. MalmHbl  UIS  YHUYTOXCHHS
JIOKYMEHTOB (LIpeaephI).

4. CpexactBa BHYTpH- u BHEO(UCHOM
TPaHCIOPTUPOBKM  JOKYMEHTOB, CBSI3U U
koMMyHuKanuil.  CpenctBa UM CHUCTEMBI

(dakcuMuIpHONM  mepenayn  MHPOpPMAIMH U
MOJEMHOU CBSI3H.

5. OcHoBbl  0Oe3zomacHOCTH  mpu  pabore ¢
TEXHHUYECKUMHU CPEJICTBAMU YITPABICHHUS.

Ilpumeproe npakmuueckoe 3a0anue

VYnpaxnenue. [loctanoBka n1okymeHTOB Ha KoHTpoIb

10 PE30JIIOIIHIH.

3aodanue 1. O3nHakomMumuvcs co c8OUMU YCnexamu 6

ceccuu. Ilonyyums noomeepcoenue 03HAKOMIEHUS U

PeKOMeHOayuuU.

e B3arh JOKYMEHT CO CBOMMHU pe3yjbTaTaMHU Cllauu
CECCHU Ha PEeIaKTUPOBAHHUE.

e Co3spgats pezomonuto [Ipenonasarens "O3HaKOMUTH
¢ Bammmu  pe3ynpTaTaMm  cIauM  CECCUU
cocena(ky)".

e Co3nath Mopy4eHue cebe "03HAKOMUTH
OJTHOTPYITHUKA CO CBOMMH YyCIeXaMd U CO37aTh
oT4eT".

e Hasznauutk cpok vcnoaHeHus |1 1eHb.

e HasHauuTh ce0s U KOHTPOJIEPOM U HCIOTHHUTEIEM
JIOKYMEHTA.

e CoxpaHUTh JIOKYMEHT M BBIUTH U3 peKUMa
pEIaKTUPOBAHUS.

e JlepeiiTh B TJIaBHOE OKHO CHCTEMBI M MOJYYUTh
YBEIIOMJICHHS.

e Pa3ociaThb JOKYMEHT KOpPPECIIOHIEHTaM c
MIPETIOKEHUEM O3HAKOMHTHCS, MOATBEPAUTH (DaKT
O3HAKOMJICHHSI M TPEIJIOKUTh PEKOMEHIAIUU 10
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yue0e.
e [loay4nTh NOATBEPIKACHUS O3HAKOMIICHHUS.
e Co3marek OTYET KaK MCHOJHUTENIO JIOKyMEHTa MU
OTIIPABUTH €r0 KOHTPOJIEPY.
e [loday4uuTs OTYET M TO €ro MOJYyYCHHIO CHATH
JOKYMEHT C KOHTPOJISL.
3aodanue 2. O3HaKoOMumuvcs co ycnexamu 6 ceccuu
00HO2PYNHUKA
e (Co3/aTh HOBBIH IOKYMEHT.
e Coznath PE30IIIOLINIO [TpenonaBaTens
"O3HaKOMHUTBCA C Yycmexamu cocena(ku) crpasa
JIOKYMEHTOM U CO3/1aTh OTUET C COBETOM 10 yuebe".
e Hasznauuts cpok ucnonHenus 1 nenn(yac).
e Haznmauute cocema(ky) cieBa  KOHTPOJEPOM
JIOKYMEHTA, a ce0sl - HCIIOTHUTEIIEM.
e BpIiTH U3 JOKYMEHTA.
e [lomyuuTs yBEAOMIICHHE.
e Ortocnath cooOmieHHE C Mpocb0Oi mepeciarhb
JOKYMEHTBl €  TPHCOCIWHEHHBIMH  (ailamu
pEe3y/bTaTOB CBOEH CECCUU.
e [loayunTe JOKYMEHTBHI OT KOPPECIIOH/ICHTOB,
O3HAKOMHUTBCSI C pe3yJbTaTaMH, CBS3aTh CBOM
JOKYMEHT C IOJIyY€HHBIMHU JIOKyMEHTaMHU.
e Co3mate OTYET KOHTPOJIEPY U  TPHIIOKHUTH
MOJTYYMBIIUACS TOKYMEHT.
e [loayunuTh MOATBEPXKAECHUE O CHATHUU JOKYMEHTa C
KOHTPOJIS
[1K-4.2: Pa3pabaTsiBaeT IIpumepnuiii nepeuenv 60npocog K 3auemy
TOKaThbHBIC 1. BHenpeHme aBTOMAaTH3MPOBAaHHBIX CHCTEM B

HOPMAaTUBHBIE AKTHI 110
BOIIPOCAM
OpraHu3aluu npouecca
CKAaHUPOBAaHHUs B
CHUCTEME DIIEKTPOHHOTO
apXxuBa

cdepe ynpaBieHHs.

2. BHenpenme  aBTOMATH3UPOBAaHHBIX  CHCTEM
2]10

3. Drtambl BHeApeHus. OCHOBHBIC CIIOKHOCTH
BHEJIPEHUS U MIYTH UX pa3pelieHusl.

4. DKcruryatanusi aBTOMaTH3UPOBAHHBIX CHCTEM B
cdepe ynpaBieHHs.

IIpumepnoe npakmuyeckoe 3adanue

1. Ha ocHOBaHHMH pEKJIAMHBIX MPOCIIEKTOB H3YYHThH
KJIacCU(UKALUIO 3JIEeKTporpaduuecKux ammnaparos,
KpUTEpHUHU UX BBIOOpA.

3anoJHUTh TAOHILY.




Nupukarop

Kon
JIOCTHKCHUS OueHouHbIe CpeicTBa
WHJIMKaTOpa
KOMIIETECHIINHU
I'pynna | Cxopocts | Pexomenn | OnrtumanbHble
KOIUPOBa | YEMbIH YCJIOBUS
HUs 00BEM IIPUMEHEHHUS
KOMUI
2. llpoananu3upoBaTh AaHHBIC W ONPEACIUTH, KaKHE
XapaKTePUCTUKHU OTIMYAIOT ITU(POBHIE armapaTsl.
3. Ilpoananmu3upoBaTh JaHHBIE W OINPEACIUTH, KaKUE
aNeKTporpaduyecKue ammapaTbl MOIXOIAT s
paboThI B OpraHu3aIUIX c MaJibIM
JOKYMEHTOOOOPOTOM, CpPEAHHMM, 3HAYUTEIHHBIM.
O06ocHOBaHHBIEC BBIBOIbI O(DOPMUTE.
[Ipoananu3upoBarh JaHHBIE W OMNPEACIUTh, KaKue
anekTporpaduyecKue armapaThbl MOAXOAAT I pabOThI
B OpraHu3aluy, B KOTOPOW Bbl IPOXOJAWUIIN MPAKTHUKY.
O6ocHOBaHHBIE BEIBOJIBI O(OPMUTE.
I1K-4.3: Ocy1iecTBIsieT IIpumepHnuwiii nepeuensv 6onpocos K 3auemy
CTpaTermueckoe 1. Yro Takoe onudposka?
TJIAHUPOBAHKE U 2. Kaxkue sTansl BKItouaeT B ceOs mporecc
IOCTpOEHH e MporieccoB| OLM(PoBKA?
CKaHUpOBaHUs, BBOJA U 3. 3auem HYXXHBI IPOIrpaMMBbI paCliO3HaBAHU A
00pabOTKH JaHHBIX B TekcTa’?
CUCTEME JIEKTPOHHOTO 4, Kak MMPOUCXOAUT paCliO3HABAHUC TexcTa?
apXuBa 5. Kaxkue mporpammsbl pacrio3HaHHs TEKCTa BbI

3Haere? Kakumu mosap30Bainice?
Kakoe pazpeiieHue siBiseTcss ONTUMATbHBIM IS
CKaHHUPOBAHUS TEKCTa, N300pakeHU?

IIpumepnoe npakmuyeckoe 3adanue

1. OTtckaHupoBaTh JIO00H JHCT yuyeOHMKa C
ITOMOUIBIO YCTAaHOBJIEHHOTO CKaHEpa
2. BbIOMHUTE pacrno3HaBaHUe OTCKaHUPOBAHHOTO

tekcta B mporpamme Microsoft Office Document
Imaging.

3. BeInonHuTh pacno3HaBaHue OTCKAaHUPOBAHHOTO
tekcta B nporpamme ABBYY FineReader (wiu
UCIIOJIB3YIO JIF000H TOCTYITHBIIM aHAJIOT TPOTPAMMBI).

4, Bremmonmaute  mpoBepky  opdorpadbum  u
o(opmIIeHHs PacIIO3HAHHOTO TEKCTA.

S. CoxpaHUTh MPOBEPEHHBIIN TOKYMEHT B hopMaTe
*.rtf.

Coznmath apxuB *.rar JUisl COXpPaHEHHOTO
JIOKyMeHTa 1 oTipaButh ero Ha CJIO MI'TY.




0) Ilopsanox mnpoBeaeHMs TMPOMEKYTOYHOHM aTTeCTALMH, MOKA3aTeJH M KPHTEPHH
OLICHMBAHMSA:

PesynbTaThl BBITOMHEHHUS OOYdYalOUIMMCS 3a/laHU Ha 3a4yeTe OLCHMBAIOTCS MO IIKaie
«3a4YTCHO» — «HE 3aUYTCHO».

B ocHOBe oneHUBaHUA JI€XKAT KPUTEPUU IIOPOTOBOTO U IIOBBIIIEHHOTO YPOBHSA
XapaKTEPUCTHK KOMIIETCHIIMA MM MX COCTaBJSIOIIMX YacTed, (HOpPMUPYEMbIX Ha Y4eOHBIX
3aHATUAX N0 AucuuIuinHe « M HpOpMalmOHHbBIE TEXHOJIOTHH B 00Pa30BaHUI

«3auTeHo» COOTBCTCTBYCT:

— MOBBIIICHHOMY YPOBHIO M BBICTaBIIIETCS 00YyYaOLIEMYCsl, €CJIM OH IITyOOKO U MPOYHO
YCBOWJI IPOrpaMMHBIN MaTrepua, HCUEpIbIBAIOIIE, IOCIEJOBAaTEIbHO, YETKO U JIOTMYECKU
CTPOMHO €ro M3jaraer, yMeeT TECHO YBS3bIBaTh TEOPHUIO C NMPAKTHKOW, CBOOOIHO CIIPaBIISETCS C
3ajjayaMM, BOIPOCAaMHU M JPYTMMH BUJAaMU IPUMEHEHHUs 3HAHUM, IpUYeM He 3aTpyJaHseTcs ¢
OTBETOM IIPHU BMJIOM3MEHEHUM 33JaHUN, UCIOJb3YEeT B OTBETE MaTepual MOHOTrpadHuuecKoi
JUTEpATyphl, NPaBWIBHO OOOCHOBBIBAET IPHUHATOE pELICHUE, BIaJeeT Pa3HOCTOPOHHUMHU
HaBBIKAMU U [IPHEMaMH BBIIIOJIHEHUS IPAKTUUECKUX 3a]1a4;

— TIOBBIIIEHHOMY YPOBHIO U BBICTaBIISIETCS OOYy4aroLUleMycs, €CId OH TBEPAO 3HAeT
MaTepHal, TpaMOTHO U IO CYILECTBY M3JIaraeT ero, He JIOMycKas CyIIeCTBEHHbIX HETOUHOCTEH B
OTBET€ Ha BONPOC WJIM BBINOJIHEHUU 3a/JaHui, MPaBWIbHO NPUMEHSET TEOPETHUECKUE
IOJIOKEHHUS NpU PpEIIeHUH MPAKTHUYECKMX BOIPOCOB M 3ajad, BIAJeeT HEOOXOIUMBIMU
HaBBIKAMU M IPHEMaMH UX BBIIOJHEHHUS;

— [I0POrOBOMY YPOBHIO U BBICTaBJISI€TCSl 00Y4arOIIEMYCsl, €CIM OH UMEET 3HAaHUS TOJIbKO
OCHOBHOI'O Marepuajia, HO H€ YCBOWJ €ro JeTalled, JOIyCKaeT HETOYHOCTH, JAEMOHCTPUPYET
HEJ0CTAaTOYHO NpaBUJIbHBbIE (OPMYIUPOBKH, HAPYIIEHUS JIOTUYECKOW IOCIEN0BATEIbHOCTH B
W3JI0)KEHUU TPOrPAMMHOIO Marepualia, HWCHBITHIBAET 3aTPYJHEHUS MPU  BBIIOJIHEHUU
MPAKTUYECKUX padoT.

«He 3auteHO0» BBICTaBISIETCA OOydYarOIIEMYCs, KOTOPBIH HE JOCTHUTaeT MOPOTOBOTO
YpOBHsI, JEMOHCTPUPYET HEMOHWMAaHHME TPOOJEeMbl, HE 3HACT 3HAYUTEIBHOW YacTu
MPOrpaMMHOTO MaTepHalna, JIOMYyCKaeT CYHIECTBEHHBbIE OLIMOKH, HEYBEPEHHO, C OONbIIUMU
3aTpyJHEHUSMU BBINOTHSET MIPAKTUUYECKHE PAOOTHI.



