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JIner akTyanusanuu padoyeil nporpaMmsl

PaGouas mporpamma nepecmMoTpeHa, oocyxieHa u ogoopena s peanusanuu B 2026 - 2027
yueOHOM rojy Ha 3aceganuu kageapsl llemarorndeckoro o0pa3oBaHus U

[Iporokom ot 20 . Ne
3aB. kadenpoii C.C. Benukanona

PaGouas mporpamma nepecMoTpeHa, oocyxieHa u ogoopena s peanusanuu B 2027 - 2028
y4eOHOM rojy Ha 3aceqanuu kageapel Ilenarormueckoro oOpa3oBaHus 1

[Iporokonm ot 20 1. Ne

3aB. kadeapoii C.C. Benukanosa

PaGouas mporpamma nepecmMoTpeHa, oocyxieHa u ogoopena s peanusanuu B 2028 - 2029
y4eOHOM rojy Ha 3acenanuu kadeapel Ilemarormueckoro o0Opa3oBaHus U

IIporokom or 20 . Ne
3aB. kadeapoii C.C. BenukanoBa

Pabouas mporpamma nepecMoTpeHa, oocyxieHa u ogoopena s peanusanuu B 2029 - 2030
yueOHOM ro1y Ha 3acenanuu kagenpel Ilemaroruueckoro oOpa3oBaHus 1

IIporokom or 20 . Ne
3aB. kadeapoii C.C. BenukanoBa




1 Leau ocBOeHMS TUCHUNIIMHBI (MOIYJIA)

[enbro kypca «Texunueckue cpeactpa ynpasieHus B JIOY u apxuBax» siBIseTCs
MOJITOTOBKA CIIEIUANINCTA K ACSITeIbHOCTH, CBA3aHHOM C SKCILTyaTalueil anmnapaTrypsl U
000pynOBaHUs IPU JOCTUKEHUH CIYKEOHBIX L[eel B pa3IMuHbIX MOIpa3AeeHUsIX U
yupexaeHusX. JJuciuumimHa uMeeT ellbio 00y4UTh CTYACHTOB OCHOBaM OOpallleHus co
CJIO)KHBIMU TEXHUYECKUMH YCTPOICTBAMH.

2 MecTo JTUCUMILIMHBI (MOXYJIs]) B CTPYKTYpe 00pa3oBaTeibHOI MPOrpaMMbl

Jucuummna Texauyeckue CpeacTBa yrnpaBieHHs B JOKYMEHTAIMOHHOM
o0ecreYeHnn yIpaBIeHHUs U apXUBaxX BXOJIUT B YacTh y4eOHOTO IJIaHa (OPMHUPYEMYIO
y4aCTHUKaMHU 00pa3oBaTeIbHBIX OTHOIIEHHIH 00pa30BaTeIbHON MPOTPaAMMBI.

Jns u3ydeHus AUCIUIUTMHBI He0OX0MMBI 3HaHUS (YMEHHS, BIIAJICHHSA),
copMUpPOBaHHBIE B PE3YJIbTATE H3YUYCHHS AUCHUILINH/ TPAKTHK:

OCHOBBI yIpaBJIeHUS] OpraHu3anuei

[IpoexkTupoBaHue yrpaBIeHYECKOH JOKYMEHTAMH OpTaHH3aluH

AJMHHUCTpUpPOBaHKE PaOOTHI C TEPCOHAIBHBIMU JTAHHBIMU

MexyHapoIHbIE CTaHJAPTHI YIIPABICHUS TOKYMEHTAIIMEH U apXUBaMH

3HaHus (yMEHUs, BIIAICHUS ), OJYyYEHHbIE IPU U3yYEHUH JAHHOM JTUCLUIUIMHBI
OyyT HEOOXOAUMBI JUTSL U3YYCHUS TUCIUTUINH/TIPAKTHK:

[ToaroroBka K crade  cjavya rocy1apCTBEHHOTO dK3aMeHa

3 Komnerennun ody4yaronierocsi, opmupyemMbie B pe3yJbTaTe 0CBOEHMSI

AUCHUILIMHBI (MOAYJIs1) M IUIAHUPYeMble Pe3yJIbTAThI 00y4eHHUs

B pesynbrare ocBoeHus aucuuiuinebl (Moayis) «TexHuyeckue cpeacTa
YIIpaBJICHUS B TOKYMEHTAIIMOHHOM 00ECIICUEHUH YIIPABICHUS M apXUBaX» 00yJarOIUiics
JOJKEH 00J1a1aTh CIeyIOIMMH KOMITETEHIUSAMMU:

KO,[[ HHAUKATOpa I/IHI[I/IKaTop JAOCTHIKCHUA KOMIICTCHIINN

[1IK-1 Cnoco6eH ocyliecTBISATh OpraHM3alMOHHOE, JOKYMEHTAllMOHHOE U
“H(pOpPMaAITMOHHOE 00ECTIEYeHHUE ICSITEIIbHOCTH PYKOBOIUTEIISI OpraHu3aIuu

IK-1.1 Opranuzyet 1 00ecreynBaeT JOKyMEHTAllMOHHOE COITPOBOXK/IECHNE
ACATCIIBHOCTH PYKOBOJUTEIIA HAa OCHOBC BHCIITHUX U JIOKAJIbHBIX
HOPMATUBHBIX aAKTOB

I1K-1.2 OpranusyeT HH(YOPMAIIMOHHOE M JOKYMEHTAIMOHHOE B3aUMO/IeiiCTBHE
PYKOBOIMTES C OCETUTENSAMH, OAPA3ACICHUAMH, JOJKHOCTHBIMU
JMIIAMU TApTHEPAMHU

IK-1.3 Opranuzyet pabodee BpeMs, GyHKIIMOHATIBLHOE IPOCTPAHCTBO CBOE U
PYKOBOJUTEIS], OPraHU3ALMOHHO COMPOBOXKIAET pabouue MpoLecchl
PYKOBOAUTENSA

[TK-2 Crioco6eH ocymecTBIsATh JOKYMEHTAIIMOHHOE 00ECTICUCHHE YITPaBICHUS
OpraHu3anuen

[1K-2.1 Opranu3syeT 1 periiaMeHTUPYET JOKYMEHTUPOBAHUE YIIPABICHUYECKOU
JIeSITETIHbHOCTH B OPTaHU3aIIH

I1K-2.2 OpraHuzyeT U perJsaMeHTHpPYeT JOKYMEHTOOOOPOT B OpraHu3aluu

[1K-2.3 Opranusyer, perjiaMeHTHPYeT OllepaTUBHOE XpaHEHUE U

HCIIOJIb30BAHUEC JOKYMCHTOB B OpraHu3alun

[1K-3 Cnocoben opraHu3oBaTh U aIMUHUCTPUPOBATH AESITEILHOCTD [0 OpraHU3alluu Tpyaa
Y OIUIAThl NEPCOHANIA

IK-3.1 O0GecneynBaeT JOKYMEHTAITMOHHOE U OPTaHU3aI[MOHHOE
COINPOBOKACHHE CUCTEMbI OpPraHU3aI[MH U OIUIAThl TpyJa MepcoHasa

[TIK-4 CriocobeH pyKoBOIUTH ITPOLIECCOM CKAaHMPOBAHMSI, BBOJIA U 00paOOTKH JaHHBIX B
CHCTEME JICKTPOHHOTO apX1Ba




I1K-4.1

VYnpasisieT AeATeIbHOCTBIO 0 KOHTPOIIO (YHKIIMOHUPOBAHUS, BBOA U
00pabOTKM AAHHBIX B CUCTEME DJICKTPOHHOT'O apXKBa

[1K-4.2 Pa3pabarbIBaeT 10KanbHbIE HOPMATUBHBIE aKThI [10 BOIIPOCAM
OpraHu3alyUy POLECcCca CKAHUPOBAHUS B CUCTEME JIEKTPOHHOI'O apXuBa
I1K-4.3 OcymiecTBiIsIET CTpPATErMueCcKOe IIAaHUPOBAHUE U IIOCTPOECHUE

IIponeCcCOB CKaHNUPOBAaHMA, BBOJA U 06pa6OTKI/I JaHHBIX B CUCTEME
QJICKTPOHHOI'O apXKWBa




4. CTpyKTYypa, 00bEM U COJEpKAHNE TUCUUIIIMHBI (MOXYJIs)

OO6mias TpyA0€MKOCTh JUCIHUIUIMHBI COCTABIISIET 2  3a4€THBIX €IMHMI] 72 aKaj. 4acoB, B TOM

HHUCJIIC:

— KOHTaKTHas pabora — 56,9 akaj. 4acos:

— ayauTopHas — 48 akaj. 4acos;
— BHeayauTopHas — 8,9 akaj. 4acos;
— camocTosTenpHas padora — 15,1 akaz. gacos;
— B (popme npakTudeckoil moaroroBku — 0 akai. yac;

@dopma arTecTaluy - 3a4eT

AynuropHas g =
o KOHTaKTHas paboTa E z Dopma TeKyIero
Pasen/ Tema § (B akan. 4acax) E E‘ Bun § KOHTPOJISI Ko
N — : g © | camocTOATENBHO |  yeneBaeMOCTH 1 KOMITETEHIIHH
O g g paboTHI MIPOMEKYTOYHOM
Tex. mab. | mpaxr. Z2'S aTTeCTaluu
3aH. 3aH. | O &
1. KTACCUD®UKALIA TCY.
NCTOPUA PASBUTHUSA TCY
IK-1.1, TTK-
CamMmocTosgTeaIbHOoe 1.2, IIK-1.3,
1.1 Drans! pa3Butus M3y4eHUe TIK-2.1, TIK-
TEXHUYECKUX CPEJICTB U 2 2/21 yueOHO# 1 TECT 2.2, TIK-2.3,
UH(POPMAIOHHBIX PECYPCOB HayJHOU TIK-3.1, TIK-
JTUTEPATYPBI 4.1, T1K-4.2,
TK-4.3
TK-1.1, TTK-
CaMocCTOITEIBLHOE 1.2, IIK-1.3,
W3y4eHne TIK-2.1, TIK-
;fﬂﬁjf;;;f:g:gi%mecma 0,3 2 yueOHO 1 TECT 2.2, IIK-2.3,
Hay4YHOM IK-3.1, IIK-
JIUTEepaTyphl 4.1, TIK-4.2,
TK-4.3
MK-1.1, IK-
CaMoCTOSITENbHOE 1.2, TIK-1.3,
1.3 XapakrepucTuka 7 H3y4eHUE TIK-2.1, TIK-
MH()OPMAIIIOHHOTO 4 4/41 yueOHOIt n TecT 2.2, TIK-2.3,
ob1ecTBa Hay4HOH MK-3.1, IIK-
JUTEepaTyphl 4.1, TIK-4.2,
IK-4.3
MK-1.1, IK-
CamocrosaTensHOe 1.2, TIK-1.3,
1.4 TloHATHE TEXHUYECKUX H3y4EHHE IK-2.1, TIK-
CPEJICTB YIIPaBJICHUS U UX 4 8/0,91 yueOHOI 1 TECcT 2.2, TIK-2.3,
K1accupuKanus Hay4HOU IK-3.1, TIK-
JIUTEPATYPBI 4.1, TIK-4.2,
IK-4.3
CamocrosTenpHOE
1.5 Ucropus nosiBneHust H3y4eHue
MEPCOHABHBIX yueOHOI TECT
KOMIIBIOTEPOB HayJHOU

JIUTEPATypPbI




MK-1.1, ITK-

CamocrosTenpHOe 1.2, TIK-1.3
1.6 XpoHoorust pa3BuTHUs H3y4eHue H'K’_z ) HK
cucreM o0paboTKU 7 5 8/0,31 yueOHOM U TECT 29 HK,3 1
UHpOpMAIH HAyYHOH HK, 41 HK
JUTEPATYypPhL 49 HI,(- 43
HWroro no pazaeny 15,3 221/1 2 2
2. CPEACTBA
COCTABJIEHUA U
M3IOTOBJIEHUA
TEKCTOBBIX TOKYMEHTOB.
CPEJACTBA KOITMPOBAHNA
N PASMHOXEHUA
JOKYMEHTOB
MK-1.1, ITK-
CamocrosTensHoe 12 TK-1.3
U3y4YeHHE H.K,-Z 1 HK,-
(2).1 Texaudeckue cpencTaa 01 8/0.211 y‘le6HOI/IuI/I et 2.2, TIK-2.3,
PITEXHUKH Hay4IHOH TIK-3.1, TTK-
JUTEPATYPHI 41. TIK-4.2
Bel T1K-4.3
MK-1.1, IK-
Brmonnenne 1.2, TIK-1.3,
2.2 CpezcTBa COCTaBIEHHS U 0,2/0, 0,2/0,2 MIPAKTHIECKUX U oraer o TIK-2.1, TIK-
MIPaKTUYECKOU 2.2,1IK-2.3,
W3TOTOBJICHUS IOKyMEHTOB 21 )41 TEOPETUYECKUX aGoTe K3 1. K-
i 1, K42
; IK-4.3
IK-1.1, TIK-
CamMmocTosgTeaIbHOoe 1.2, IIK-1.3,
H3y4eHHE MK-2.1, IIK-
2.3 Komuposasbro- 2 yueOHOM U TECT 2.2, 1IK-2.3
MHOXHTEJBHBIE CPENICTBA HayuHOf TK-3.1, TIK-
JIUTEPATYPbI 4.1, TIK-4.2,
IK-4.3
IK-1.1, TIK-
CaMocCTOosATENBHOE 1.2, [IK-1.3,
2.4 Tlepudepuiinbie 02/0 M3y4eHUe [K-2.1, TIK-
YCTpOICTBa BBOIa—BbIBO/IA 121/1 ! yueOHOM U TECT 2.2, TIK-2.3,
KOMITBIOTEPHBIX JaHHBIX HayqHOU IK-3.1, TIK-
JUTEpaTyphl 4.1, TIK-4.2,
IK-4.3
Wroro no pazne 0.5/, 8,2/04 2
pasaery 4n "
3. CPEACTBA U CUCTEMA
CBJ3U. CPEJCTBA
OBPABOTKU TOKYMEHTOB
MK-1.1, IK-
CaMoCTOSITENbHOE 1.2, TIK-1.3,
3.1 Beenenue. [lepBbie 0.2/0 H3y4eHHE [K-2.1, TIK-
uHTepceTH. TeHIeHIIUHN B ’21/1 ! yueOHOI U TECT 2.2, IIK-2.3,
pa3BUTHUN UHTEpCeTeH Hay4YHOU [IK-3.1, T1K-
JUTEpaTyphl 4.1, TIK-4.2,
7 IK-4.3
IK-1.1, TIK-
CamocrosTenpHOE 12 1IK-1.3
3.2 VH(OopMALHOHHO — 1 “%‘e;‘?e TecT TK-2.1, TIK-
BBIYHCIIUTENBHBIE CETH ! yHcoH HvH 2.2, 1IK-2.3,
HayHmon TK-3.1, TK-
JTUTEPaTypHI i

4.1,1IK-4.2,




TIK-4.3
CaMoCTOATEILHOS
3.3 CereBble yCTPOHCTBA U HsygerI N
CpeCTBa KOMMYHHUKAIU yae HOHVH et
HAYYHOM
JIUTEPATYPBI
TIK-1.1, ITK-
1.2, IIK-1.3,
Brimonaenne MK-2.1. [IK-
3.4 Tonoornu 0,2/0,2 MPAaKTUICCKUX U MPaKTHYECKHE 29 ﬁK’-Z 3
BBEIYHMCIIMTEIHLHOM CETH 4 TCO[S);)T:‘IESKI/IX padoThI TK-3.1, TIK-
At 4.1, TIK-4.2,
TIK-4.3
CaMOCTOATEILHOS
H3yUCHHE
3.5 Mouem yueOHO# 1 TECT
Hay4HOU
JTUTEPATYPHI
TIK-1.1, ITK-
Brinonnenue 1.2, [IK-1.3,
TIK-2.1, TIK-
Ea - p TK-3.1, TIK-
At 4.1, TIK-4.2,
TIK-4.3
CaMoCTOATEIEHOE
H3yUCHHE
3.7 O pa3zHooOpa3uu cereit yueOHO# 1 TECT
Hay4HOU
JIUTEPATYpPbI
CaMoCTOATEIEHOE
U3y4YeHHE
2£;aﬁ1;oo6opyu01sa}me yaeBHOf 1 rect
penavyn JaHHBIX o
HAYYHOM
JTUTEPATYPBI
3.9 Hekotopsie poOieMsl, CamocrosTenbroe
U3y4YeHHE
CTOSIIINE TIepeT .
KOMITBIOTE yueOHOI 1 TECT
PHBIMHU CETSMH B N
Poccun HayTHOH
JTUTEPATYPBI
TIK-1.1, ITK-
Brinosninenue 1.2, [IK-1.3,
3.10 Knaccuduxanus TK-2.1, TIK-
0,5/0,5 MPAKTHYECKUX U MPaKTUYECKHE
cpencTB 00paboTKH " TCODETHICCKIX AGOTLL 2.2, IK-2.3,
JIOKYMEHTOB pa AR p TIK-3.1, TIK-
3l 4.1, TIK-4.2,
TIK-4.3
3.11 Maumse: s CaMOoCTOSITEIbHOE
U3y4YCHHE
YHHUUYTOKEHHST CEKPETHBIX U .
KOH(HICHIIUATLHBIX yaeGHOi u Teer
Hay4HOU
JIOKYMEHTOB
JIUTEPATYPBI
0,2/0, 0,9/0,9
Wroro no pazneny M " 1,2
4. CPEJICTBA XPAHEHU A
JOKYMEHTOB
Brinmonnenne TecT TIK-1.1, TIK-
AKTHYECKUX K 1.2, I1IK-1.3
4.1 Opranusauust apXuBHOTO 0,5/0,5 P 3aJIaHNC U3 ’ !
XPaHEHUs JTOKYMEHTOB " TEOpETITICCIIX KOHTPOJIbHOU TIK-2.1, TTK
3aIaHMH IS AGOTI 2.2, IIK-2.3,
KOHTPOJIBHOH p I1K-3.1, I1K-




4.1, TIK-4.2,

paboThI HK-4.3
Brimonnenue IIK-1.1, TIK-
MIPAKTUYECKUX U TecT llﬁ%-zn FI%H:Z’,-
4.2 YcrpoiicTBa XpaHeHHUs 0,4/0,4 TEOPETUIECKUX 3aJIaHNC U3 29 l'.IK’-Z 3
uHpOpMaIH u 3aJIaHUN IS KOHTPOJIBHOI H'K’_3 1 HK,-
KOHTPOJILHOU paboTbI 41 HK’- 4.2
padoThI ’ fIK- 4 3' '
0,9/0,9
Wroro no paszneny "
5. 3auer
TIK-1.1, ITK-
TToaroroBska k 1.2, IIK-1.3,
51 3auer. KOHTPOIbHAs 3a4ery. Kontponbnas [K-2.1, IK-
;':160Ta ’ p 6 IonroroBka pabora. 2.2, IK-3.1,
p KOHTPOJIBHOU Tect I1K-4.1, I1K-
paboTsl 4.2, T1IK-4.3,
TIK-2.3
HWroro no pazaeny 9,9
16/0, 32/9,4 .
Hroro 3a cemectp 611 " 11,2 3a4éT
16/0, 32/9,4
HToro no nucuuIuinHe 611 " 15,1 3a4eT




5 O0pa3oBaTesibHbIE TEXHOJIOTHH

B pamkax nucuunimssl « Texunueckue cpencrsa ynpasienus B JIOY u apxuBax»
OCYIIECTBISETCS JUCTAHIIMOHHOE O0YUYEeHHE U IJIAHUPYETCS IPOBEICHUE OH-JIAlH 3aHATHH.

JlucTaHIIMOHHOE 00YYEHHE - ATO CIIOCO0 MOTyYeHHsI 3HaHUH, (HPOpPMUPOBAHHS
HABBIKOB M YMEHUH, OCHOBaHHBIH HAa HMHTEPAKTUBHOM B3aUMOJICHCTBUU 00y4aeMoro ¢
KOMIIBIOTEPOM.

B xo7e oH-naifH-JIeKIINU MPEATIONAaraeTCsl TPAHCISIINS IPE3EHTAIMU C 00CYKICHHEM
B yaTe TEKYIIHUX BOIPOCOB.

B xoze oH-naifH-nipakTHKa — BCE MOJIyYalOT 33/1aHUe U TOTOBAT JJIs1 O0CYKJICHHSI KaK
B 4aTe, TaK U B pexuUMe BeOKOH(epeHIUH.

B yuebHOM 11aHE IO AMCHUIUIMHE 3aIJTAHUPOBAHBI 3aHATHS B UHTEPAKTUBHON
¢dopme. B cBsi3u ¢ uem, IIIaHUPyETCA UCTIONB30BAHNE TAKUX MHTEPAKTUBHBIX (POPM pabOTHI,
Kak paboTa B 00CyXkIeHHE TUCKYCCUOHHBIX BOPOCOB.

Texkyumuil, IpoMeXyTOUHBINA U pyOEKHBIM KOHTPOJIb poBoauTcs B TectoBoil CJ1O
YHHUBEPCUTETA.

6 YueOHO-MeTOAMYECKOE 00ecTieyeHre CaMOCTOATEeIbLHOI padoThl 00y4ar0IHXCH

[IpencraBieHo B npusaoxeHuu 1.

7 OueHO4YHbIE CPeACTBA ISl IPOBEIeHUsI POMEKYTOYHOM aTTecTAllUuN
[IpencraBieHbl B IPUIOKEHUU 2.

8 YueOHo-MeTOAM4YEeCKOEe M HH(pOPMALIMOHHOE 00ecTieYeHHe U CHMILTUHBI

a) OcHoBHas JuTEpaTypa:

1. I'aBpunios, M. B. HMudopmaruka 1 nH(popMaIMOHHbIE TEXHOJIOTUH | YUeOHUK JUIs
By30B / M. B. I'aBpunios, B. A. KinumoB. — 4-e u3z., nepepab. u non. — Mocksa :
WznarensctBo FOpaiit, 2022. — 383 ¢. — (Briciiee obpazoBanue). — ISBN 978-5-534-
00814-2. — Texct : anexkTpoHHbIH // OOpa3oBaTenbHas miardopma FOpait [caiit]. — URL:
https://urait.ru/bcode/488708 (mata obparenus: 06.04.2025).— Pexum goctyma: mo
MIOJIITUCKE.

2. ndpopmMalinoHHbIe TEXHOJIOTHH B JJOKYMEHTAIMOHHOM O0ECIIEYeHUHN YIPABICHUS
U apXMBHOM Jiente : yueOHuk juist By3oB / H. H. Kynaes, T. B. Kongpaimosa, E. B.
Tepentbena, A. I'. ®abpuunos / nox obm. pen. H. H. Kynsesa. - Mocksa : Jloroc, 2020. -
408 c. - ISBN 978-5-98704-786-6. - Tekcr : anekTpoHHsbIi. - URL:
https://znanium.com/catalog/product/1211641 (nata obparienus:06.04.2025). — Pexxum
JOCTYTIA: 110 TOJIHUCKE.

0) /lomoJiHUTE IbHAA JIUTEpaTypa:

1. Ky3uenos, . H. lokymeHTarimoHHOE 0OECTICUCHHE YITPaBICHUS TEPCOHAIIOM :
yueOHHK 1 TipakTukyM it By3oB / M. H. Ky3neroB. — 2-e u3a1. — Mocksa : U3naTenscTBo
IOpaiit, 2022. — 393 ¢. — (Bsicmee oopazoBanue). — ISBN 978-5-534-14830-5. —
Texcr : anexTponHHsbI / Obpa3oBarenbHas miatdopma KOpaiir [caiit]. — URL:
https://urait.ru/bcode/489305 (mara obpamienus: 06.04.2025). — Pexxum goctyna: mo
TIOJIITUCKE.

2. Tpodpumos, B. B. Hudopmarmonnsie TexHoa0oruu B 2 T. Tom | : yaeOHUK ams
By30B / B. B. TpodumoB. — Mocksa : M3garensctBo IOpaiit, 2022. — 238 c. — (Briciiee
obpazoBanue). — ISBN 978-5-534-01935-3. — TekcT : anekrponHbiit // O6pazoBaTenbHast
wiargopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/490721 (nara obparieHus:
06.04.2025). — Pexxum nocTyna: mo MOAIHUCKE.

3. Tpodumos, B. B. Mupopmarmonnsie TexHonoruu B 2 T. Tom 2 : ydeOHUK A7



By30B / B. B. TpodumoB. — Mocksa : M3garenscTBo FOpaiit, 2022. — 390 c. — (Bricmiee
obpazoBanue). — ISBN 978-5-534-01937-7. — TexkcT : anekrponHsiit // O6pazoBaTenbHast
wiargopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/490722 (nara obpaiieHus:
06.04.2025). — Pexxum nocTyna: mo MOAIKUCKE.

B) MeToauuyecKue yKa3aHus:

1. Pomanos, E. II. DieKkTpOHHO-BBIYMCIUTENbHAS TEXHUKA W IPOIPaMMHUPOBAHUE :
yuebHo-MeToaudeckoe mocobue / E. I1. Pomanos ; MI'TY. - Marautoropck : MI'TVY, 2017. - 1
anekTpoH. onr. jguck (CD-ROM). -  3Barm. ¢ Turyn. o9kpana. - URL:
https://host.megaprolib.net/MP0109/Download/MObject/20825 (nara obpamenus: 07.04.2025).
- MakpooOBbeKT. - TeKcT : aneKTpoHHBIN. - CBeeHus ocTynHbl Takke Ha CD-ROM.

r) [Iporpammuoe odecneyenne u UHTepHer-pecypcebi:

IIporpamMHoe odecnevenue

HaumenoBanue .
10 Ne norosopa Cpoxk nelicTBUS TUIIEH3UH
7Zip cB00OoaHO pactpocTpansemoe [10 6eccpouHO
FAR Manager cB0oOoaHO pactpocTpansemoe [10 6eccpouHO
bpaysep Yandex |cBoGonHo pacnpoctpansemoe [10 6eccpoyHO

HpO(l)eCCI/IOHaJ'IbHI)Ie 0a3bl JAHHBIX U I/IH(])OpMaIIHOHHI)Ie CIIPaBOYHBLIC CUCTEMbI

HasBaHue Kypca Cchuika
https://www.rsl.ru/ru/4readers
/catalogues/

Poccuiickas ['ocynapctBennas 6ubnuoreka. Karamoru

HarmonansHas mHGOpPMaAIIMOHHO-aHATUTHYECKAST URL:
cuctema — Poccuiickuit nHaeke HayuHoro nutupoBanus | https://elibrary.ru/project_risc.
(PUHII) asp

DnekTpoHHas 0a3a nepuoauueckux u3nanuii East View
Information Services, OOO «11BUC»
DiekTpoHHbIe pecypchl onbmmorekn MI'TY um. I'.1. https://host.megaprolib.net/M
Hocoga P0109/Web

9 MaTepuajibHO-TeXHHYeCKOe o0ecrneyeHue JUCHUIIMHBI (MO1yJIs1)

https://dlib.eastview.com/

MaTepI/IaJ'[BHO-TCXHI/IqGCKOC obecrieucHue JUCIMITIIIMHBI BKIIIOYACT:



Y4eOHbIe ayIUTOPUH IS CTon KOMITBIOTEPHBIN, CTOJI TUCbMEHHBIHN, CTYJ O(UCHBIH,
MIPOBEICHUS TUCTAHIIMOHHBIX IoKyMeHT-Kamepa Epson, ncrounuk 6ecriepedoitHoro
3aHATHH JIEKIIMOHHOI'O TUIIA nutaauss POWERCOMIMD-1500AP , kamepa BBICOKOTO
paspeleHus, KOMIbIOTEP MEPCOHANBHBIN (TUIIO),
npoekTop ViewSonicPJD7526W, criukepoH HaCTONBHBINA
Calisto-620 Plantronics, Be6-kamepa LogiteachC920,
CUCTEeMa aKyCTHYecKasl HACTOJIbHAsA, CTEPEOTapHUTYPA

(MHKpPO(]OH C ITyMOITO/IaBJICHUEM ), SKPaHHACTEHHBINDigiS
Optimal-C MW DSOC-11032*2

VY4eOHble ayAUTOpUHU I CTon KOMITBIOTEPHBIN, CTOJI TUCbMEHHBIHN, CTYJ O(UCHBIH,
IIPOBECHUS IPAKTUUECKUX nokyMeHT-Kamepa Epson, ucrounuk 0ecriepe0oitHoro
3aHATUH, TPYNIOBBIX U nutanust POWERCOMIMD-1500AP , kamepa BbICOKOTO
WHIUBUAYAIbHBIX KOHCYJIbTAIUN, | pa3pelieHus, KOMIBbIOTEp MepCOHAIBHBIN (THIO),
TEKYILETO KOHTPOIA U npoektop ViewSonicPJD7526W, crinkephoH HaCTONBHBIIM
MIPOMEXYTOUHOM aTTecTaluu Calisto-620 Plantronics, Be0-kamepa LogiteachC920,

CHCTeMa aKyCTHYeCcKasi HACTOJIbHAsSI, CTEPEOTapHUTYypa
(MHKpPO(]OH C ITyMOIIOIaBJICHUEM ), IKpaHHACTEHHBIHDigis
Optimal-C MW DSOC-11032*2

[Tomemenus 11 camocrosTenbHoi | [lepcoHanbHbIe KOMITBIOTEPHI € makeToM MS Office,

paboThl 0OyyaroIIMXCs BBIXOZIOM B MIHTEpHET U C JOCTYIIOM B JJIEKTPOHHYIO
MH(POPMaIMOHHO-00pa30BaTENbHYIO Cpe/ly YHUBEPCUTETA

[Tomemenune s XxpaHEeHUs U Crennaxxu 17151 XpaHeHHs! yueOHO-HAIIIAHBIX TOCOOUH 1

po(UIAKTUIECKOTO y4e0HO-METOINYECKON TOKYMEHTALUH.

o0ciTyk1BaHUs y4eOHOTO

o0opyoBaHUs

IIpniaoxenune 1

Y4eOHO-MeTOoAHYEeCKOe 00ecTIeYeHHe CAMOCTOAITEILHOH Pa0doThI CTY/ICHTOB

AynuropHas caMoCTOsITeNIbHas paboTa CTy/IEHTOB Ha JaHHOM Kypce He IPelyCMOTpEHa.

BueaynutopHas camocrosiTenbHas padoTa CTYAGHTOB OCYIIECTBISETCS B BUJE U3YyUCHHUS
JIEKIIMOHHOTO Kypca U JIUTEPaTyphl 10 COOTBETCTBYIOLIEMY pa3/iely ¢ MpopaboTKON Marepuala
(BBITIOJTHEHUE TECTOB U MPAKTUYECKUX 3aJIaHH).

[Tpumep mpakTHUECKUX 3aJaHUN MO0 KYpCy:

1. Ucropus passutusa TCY. Knaccupukauusa TCY.

IIpakTnyeckoe 3aHATHE

AHanu3 BUJ0B MarHUTHBIX HocuTened mHpopMmaiuu. Mcnonp3oBaHue npuHTepa AJs
BBIBOJIa HH(OPMAIIUY HA M€YaTh U JJISl pa3MHOKEHUS JOKYMEHTOB

[{enb paboTHI: U3yYUTH BUABI MAarHUTHBIX HOcUTeNnel nHbopManuu. M3yunts npasuina
[0 MOJrOTOBKE TEKCTOBOM MOKyMeHTaruu ¢ BBOAOM €€ B IIK ¢ MarHMTHOro HOCUTENS U
Pa3MHOXEHHUE MOCPEACTBOM MIPUHTEPA.

1 Kpamkue meopemuueckue céedenus

MaFHI/ITHbIe HOCHUTCIIN I/IH(I)OpMaI_[I/II/I, HaHeCéHHI:Ie Ha JUCKH, HA3bIBAXOT MarHUTHBIMU



JMICKaMH, Ha KAPTOYKH - MArHUTHBIMU KapTaMH, Ha [IMJIMHIPHI - MATHUTHBIMU OapabaHamu.
Brinensirot dem-nakonuTenu (KapThl TaMsITH).

MarnutHble HOCHTENHW WH(GOPMALMU HCIOJNB3YIOTCS B COBpeMEeHHBIX OBM s
3alOMUHAHMSA, XPAHEHUs] 3HAYUTEIbHBIX O0BbEMOB WMH(OPMALMHU NPH PEIICHUH 3a7ad B
o0nacTH y4éra, IJIaHUPOBaHUS, SKOHOMUKH, HAYKH ¥ TEXHUKH. K HUM OTHOCSITCS MarHUTHbIE
JICHTBI, TUCKH, OapabaHbl, KAPTHI, KAPTHI AMSITH.

[ HOCWUTENH UHDOPMALIMA J

o »
MATHUTHBIE | ONTUYECKHME | [
HAKOMWTENK | HAKOMWUTENK SJIELW - HAKONUTEN ‘
. , / I
- # L f » Y .-"ll ]
AWCKETbI CD - ANCKH ] | OVD - AWCKH | / [ KAPTHI
N J . . NAMATH
&
BHELUHHE P [
HOD - QWCKW BD- OMCKH ] GEW-APARBI
L (dhnewiu)

Pucynok 1- Knaccudukaumns Hocureneii nndopmamu

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

Ipeumywecmsa:

Mautblii Bec, 6€CIIyMHOCTb Pa0OTHI i TOPTATUBHOCT.

YHUuBepCcaIbHOCTh: COBPEMEHHBbIE KOMIBIOTEphI, TeneBuzopsl, DVD- u menma-
npourpseiBareau umeroT USB-mopThl.

Huskoe »sHepromorpednenune (Omaromapsi OTCYTCTBHIO MEXAaHWYCCKHUX CHUCTEM, B
otimume ot CD, DVD, BD u &cTkux THCKOB)

PaborocniocoOHOCTh B IMPOKOM J1Mania3oHe TeMIeparyp.

bonee ycToiunBbl K MEXaHUYECKUM BO3IEHCTBUAM (BHOpalMU U yAapaM), a TakkKe K
BO3/IECTBUIO MAarHUTHBIX IOJIEH 110 CPABHEHUIO C XKECTKUMH JJUCKAMHU.

He monBepeHbI BO3AEHCTBUIO IapalvH U TBUIH, KOTOPBIE OBUTH MPOOIEMOM Jist
ONTUYECKUX HOCUTENEN U TUCKET.

CriocoOHBI CpPaBHUTENBHO JUIMTENIBHO XPAaHUTh JaHHbIE B aBTOHOMHOM peXHMe (He
TpeOys murtanus), or exuHun Ao 10 mer. B xynmem cinydae (JemeBblii HAKOMUTENb C
OOJIBIIIMM U3HOCOM) XpaHEHHE TAaHHBIX 00ECIIEYNBACTCS B TCUCHHE 3—6 MECSIIEB.

Heoocmamxku.

Orpann4eHHOE YMCJIO LMKIIOB 3allUCU-CTUPAHUs HEpPEe]] BBIXOAOM U3 CTpos. Yumsl
namsTH, caenaHabie mo TexHonorud MLC (6ombmMHCTBO), Yalie BCero BBIICPKUBAIOT HE
6onee 5000 mmkinoB mepesanucu. Kpome storo orpanuuen pecypc USB-konHekropa —
okouio 1500 noxkiroueHni

CKOpOCTh 3amucH M YTEHHMS OTrpaHUYeHbl NMPOITYCKHOH crmocobHocThio USB, uro
0coOeHHO cuitbHO TiposiBisiercs it USB 2.0 (ae 6omee 35 Mb/c)

Cpasuenue pa3mepoB 3,5-atoiimoBoit aucketsl u USB- dem-nakonurens
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PucyHok 2 - CpaBHeHHe pa3MepoB HocuTeneil HHpopmanuu

USB Flash Drive wiun USB-nakomurtens Ha ocHoBe (uienr-namstu ((iem-apaiis,
USB-npaiiB mimn «diemka») - HOCUTENb UHPOPMAIIH, UCIIONB3YIOMUI (em-maMaTh Uis
XpaHEeHUs1 J@HHBIX M MOJK/IIOYAaeMbI K KOMIIBIOTEpY WJIM MHOMY CUMTBHIBAIOLIEMY
YCTPOMCTBY uepe3 craHmapTHei pazbeM USB. MMeHHO mocieaHee OTIMYaeT 3TOT THIT
HOCUTeJNeH HHPOPMaIUK OT KapT NaMsTH.

2 Ilopsoox evinonnenus pabomi:
1. .Ha ocHoBaHuM M3y4eHHBIX 10 y4eOHOI nuciuminHe JJOY akta u mpoTokona, co3aarh
PYKOTIMCHBIE BAPUAHTHI STUX TEKCTOBBIX JOKYMEHTOB;
BBectu pykonucHblie TekcTbl JoOKyMeHTOB B [IK uepe3 knaBuarypy;
Pa3MHOXXHUTH TEKCTOBBIE TOKYMEHTHI IIOCPEICTBOM MIPUHTEPA;
[Tomyuute y mpemnonaBarens (Kak BapHaHT, BBIIIOIHUTE TO 33/1aHUE CAMOCTOSTEIHHO)
JTUCKETY U (JIen-KapTy ¢ JOKYMEHTOM U nepeHecute JokyMmeHT Ha [1K:

— IS TOTO YTOOBI OTKPBITh JUCK WM (DIEMIKY Ha KOMITBIOTEPE, HY)KHO CHayalla X
BcTraBuTh. Haunem ¢ CD u DVD nuckoB: mocMoTpuTe Ha CUCTEMHBIN OJIOK: IS
JIMCKOB Ha KOMITHIOTEPE €CTh CHelHalibHas BbIe3Karomas ruiargopma, KoTopas
Ha3bIBAETCS OHA JUCKOBO. YTOOBI MBI MOTJTI B HETO BCTaBUTh JTUCK, HY’)KHO UYTOOBI
JTMCKOBOJ] «BBIEXa» U3 KOMITbIOTEpA. {151 3TOr0 HaXMHUTE MO HUM MaJCHBKYIO
KHONKy. Korma 1uckoBOJ BBIIBUHETCS, MOJIOXKUTE Ha Hero Bam aumck ¢
nokymeHToM. Kiacte ero HykHO Osectsiiel cTopoHO BHU3. s TOro 4TOOBI
JIMCKOBOJ] «3aeXxaih» 00paTHO, CHOBA HAKMHUTE MaJICHbKYIO KHOIIKY IO/ HUM.

ITocne Toro, kak Bbl BCTaBuiIM IUCK, MOJOXKAUTE CEKYHA 15: OH MOXKET camM OTKPBIThCS

Ha KOMIIbIOTEpE (Tak ObIBACT C JUCKaMH, Ha KOTOPBIX 3amucaHbl puibMbl 1 My3bika). Ecin
3TOTO HE MPOU3OILIO, TO OTKpoWTe 3Ha4oK «Moit kommbloTepy. OH HaxoAuTcs JTUOO Ha
PabGouem crosne, To ecTh Ha IKpaHe, TUOO0 €ro MOKHO OTKPBITh U3 KHONKH «ITycK».

3areM IIETKHUTE 1B pa3a JIEBOM KHOMKOM MBITIKH 10 3HauKy «CD-auckoBomy (Takxke
o MoxkeT Ha3siBaThess CD-RW, DVD, DVD-RW nuckoBon).

OTKpoOEeTCs TO, UTO 3aIIUCaHO Ha JUCKE, T.€. aKT WM MPOTOKOJ.

J1y1st TOro 4TOOBI OTKPHITH (IICHIKY Ha KOMIIBIOTEPE, HY’KHO BCTaBUTH €€ B CIICIIMATILHOE
OTBEpCTHE B CUCTEMHOM OJIOKe.

Heckonpko Takux orBepctuii Bbl Bcerna Haiinere ¢ Ipyrod CTOPOHBI CUCTEMHOIO
0JI0Ka - TaM, KyJa BCTAaBJICHBI ITHYPHI OT KOMIIBIOTEPA. A Ha COBPEMEHHBIX KOMITBIOTEPAX
TaKhe OTBEPCTHS €CTh U CIIEPENIH.

[locne Toro, xak Bbl BcraBuTe (remKky B OAHO M3 OTBEPCTUH, OTKpoite «Moi
KOMITbIOTEP» (HAIOMHI0, OH HaxoauTcs oo B «Ilycke», mubo Ha Pabodem croie).

o



Tam o KEeH MOSIBUTHCS HOBBIM 3HAYOK.

OOBIUHO ATOT 3HAYOK HaszbiBaeTcsa «CheMHBIA AWCK». lllenkHuTe O HEMy /Ba pasza
7eBoil KHOMKOW MbImkHu. Ilepen Bamu mMOMmKHBI OTKPBITBCA (hailyibl M TANKHA, KOTOpPHIS
3arMcanbl Ha (pIerke.

[Tepen Tem kak qoctaTh (ICMIKY U3 KOMIBIOTEPA, HAKMHUTE HA CIEUAIbHBIN 3HAYOK
cripaBa BHU3Y (PsJIOM C yacaMu) OJUH pa3 JIEBOM KHOMKOMN MBIIIH.

[TosiBuTCs coobmienne "be3onacHoe H3BJICUECHHE. 3allOMHUHAIONIEE YCTPOWCTBO ISt
USB". IllenkHUTE 1O HEMY OJWH pa3 JIEBOM KHOMKON MBIIMIKH. BBICBETUTCS COOOIICHHE
"Ob6opynoBanue Moxer ObITh ymaneno". Temepp Bbl Moxere pocrath (¢uiemiky u3
KOMIIBIOTEPA.

PacneuaraiiTe JOKyMEHTBI NOCPEICTBOM PUHTEPA.

OTBeTUTH HA KOHTPOJIHHBIE BOIIPOCHI.

Crnenartp BbIBOJBI IO padoTe.

3 Koumponwvhvie 60npocwl:

1. HazoBure ciocoObI cO3aHUS TEKCTOBOTO JJOKYMEHTA.
2.  Onumwre MOpsIOK BBOJA TeKCTOBOro AokymeHnta B [IK ¢ marHuTHOrO HOCUTENs
(CD wnu sro60ro (oxk€cTkuit mim ruOKUil) MArHUTHOTO IMCKA) M (JICIIKAPTHI.

2. CpencrBa cocTaBjieHHS] M H3TOTOBJIEHHS TEKCTOBBIX JOKyMeHTOB. CpeacTBa
KONUPOBAHMS U PAa3MHOKEeHHS

MO)ICJII/IpyeMaﬂ CUTyalusi: BaC Ha3HAYWJIM OTBCTCTBCHHBIM JIMIIOM 34 IIOKYIIKY

KOIIMPOBAJILHOTO aIlliapaTta, KOTOPbIH OyAeT MCIOJIb30BaThCS UCKITFOUUTEIFHO B KOMMEPYECKHX
nemsix. [locne mpeaBapuTENbHOrO aHalW3a NPEAJIOKEHW B MarasMHax ropojia OCTaJIOCh J[Ba
OJIM3KHX IO XapaKTepuCTUKaM armapara — Xerox 5915 u Xerox 5921.

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

IPEJOCTaBUTh PYKOBOJCTBY OTYET C PEKOMEHIAIMSIMU IO MPUOOPETEHUIO0 TOr0 WJIM HHOTO
KONUPOBaJIbHOrO anmapaTta. OT4eT ToJKeH ObITh MAKCHUMAaJIbHO HArJIsHBIM, PEKOMEHIALUN —
MaKCUMaJIbHO yOenuTenbHbIMU. [[ns oOecrieueHMs HarsiIHOCTH PEKOMEHIYeTCsl MOCTPOMTH
rpaguKku NpudbLIN B 3aBHCUMOCTH OT MeCSIYHOI HArPY3KH 32 BeCh CPOK CJIYKOBbI.

Hcxonnbie naHHbIC: CM. IPUIIOKEHUE .
PacueTHble JaHHBIE: CM. IPUIIOKEHUE 2.
Ykazanusd 1o pacyeram:
CraTtega qoxoma
® KOJMYECTBO OTIEYATKOB PACCUMUTBHIBAETCS MCXOAS M3 0OLIero pecypca u
MIPOIIEHTA NleYyaTH COOTBETCTBYIOIIEro opmara;
® KOJMYECTBO OyMaru pacCUMTHIBAETCS MCXOJs U3 KOJIMYECTBA OTIEYATKOB U
JIOJIA OJTHOCTOPOHHEH MeyaTH COOTBETCTBYIOIIETO opmara;
® J0XOJ IO KaXJOMy BMJly IE€YaTH PACCUMTBHIBAECTCA MCXOIS U3 KOJIUYECTBA
OyMaru Kaxjoro ¢gopmaTa ¥ COOTBETCTBYIOIIEH 1IEHBI KCEPOKOTTHH.
Crarbs pacxona
e aMoOpTHU3alKA 3a Bce BpeMsi pabOTHI allnapara paBHa ero CTOMMOCTH;
® CTOMMOCTb TOHEP-KapTPHUJKEH pacCUUTHIBACTCS MCXOMs W3 LIEHBI U pecypca
OJIHOTO KapTpHUIKa, a TaK e 00ILIero pecypca anmapara;
® CTOMMOCTb NPUHT-KapTPHUIKEN PACCUUTHIBAETCS UCXOJS U3 LIEHBI U pecypca
OJTHOT'O KapTpHJIXka, a Tak e 0o0IIero pecypca anmnapara;
® CTOMMOCTb PEMOHTA PACCUUTHIBAETCS UCXOS U3 Cpe/lHEH 1IeHbI peMoHTa (3a 1
nepuoa paboThl armapaTta), BEPOSTHOCTH TIOJOMKH (B 3aBUCHUMOCTH OT
Harpy3KkH) ¥ oOIIero pecypca anmapara;
e Bpems neyaTd | KOMUU pacCUUTHIBACTCS UCXO/I U3 CKOPOCTH TeyUaTH;
e Bpems paboThl amnmapaTa PacCYUTHIBAETCS UCXOAS M3 BpeMeHH medatd |
KOIIMH U OOILEro pecypca anmapara;



® CTOMMOCTH 4aca paboThl pacCUMTHIBACTCS MCXOHS M3 3apIUIaThl U BPEMEHU
paboThI onepaTopa;
e 3apmara 3a KCEPOKOIMU pACCUMTHIBACTCS HCXOIS M3 BpPEMEHHU palbOoThI
armapaTa ¥ CTOUMOCTb 4aca padoThl;
e [uUIaTa 3a JJIEKTPHUYECTBO PACCUMTHIBACTCS HCXOAS M3 BpPEMEHU pabOTHI
anmapara ¥ CTOMMOCTH 3JICKTPUYECTBA,;
® CTOMMOCTh TNPOQWIAKTHKH  pPACCUMTBIBACTCS HUCXOIS W3 LEHBI W
NEPUOAMYHOCTH MPODUIAKTHKH;
® CTOMMOCTHh OyMaru pacCUMTHIBACTCS MCXOJs U3 KOJIMYECTBA JINCTOB U IICHBI
Oymaru xaxjaoro ¢opmara;
® CyMMapHBIH pacxo]] pacCUMTHIBACTCS MCXOIS M3 BCEX IyHKTOB pacxoia B
3aBHCUMOCTH OT Harpy3KH.
Cratbs npuObLTH
e 00mas mpuOBLIH 32 Bce BpeMs pabOTHI armapaTta pacCUUTHIBACTCS UCXOMS U3
CYMMapHOTO JI0X0J[a U CYMMapHOTO PacXoja B 3aBUCUMOCTH OT HAarpy3KH.
B pe3ynbraTte oT4eT 1OHKEH UMETh CIICTYFOLTHIA BUI:
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ITpunoxxenune 2

OueHoYHBIE CpPeCTBa VIS POBEACHHUS MPOMEKYTOYHOMN aTTecTANMHA

«TexHnuyeckue cpeacrsa ynpasJjeHusi B /JOY u apxuBax»

a) Ilnanupyemble pe3yabTaTbl O0y4YeHHMSl M OLICHOYHbIC CPEACTBA /IS NPOBEJACHHSA
NPOMEKYTOYHOM aTTeCTALMHU:

Kon
WHJIUKaTOpa

Nupukarop
JOCTH>KECHUS
KOMITETEHIINHT

OueHoYHbIE CPEACTBA

ITK-1: CniocoGeH oCyIIeCTBIATh OpraHu3allMOHHOE, JOKYMEHTAIIMOHHOE U HH()OPMAITMOHHOE
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WHJIUKATOpa

Nupukarop
JOCTHKEHUS
KOMIICTCHIINN

OueHoYHbIE CPEeACTBA

obecrcucHue ACATCIIBHOCTH PYKOBOJUTCIIA OpraHu3aluu

I1K-1.3:

Opranusyet pabouee
BpeMs,
(yHKIMOHATBHOE
IIPOCTPAHCTBO CBOE U
PYKOBOAWTEIS,
OpraHU3alMOHHO
COIPOBOXKAET
paboune mporeccs
PYKOBOIHTEILS

Ilpumepnuiii nepeuenv 60npocos K 3auemy
1. Cpencrtpa BHYTpU- u BHEO(HUCHOU

TPAHCIIOPTUPOBKU JIOKYMEHTOB, CBA3U u
KOMMYHUKaui. CpesicTBa U CUCTEMBI CTAIlMOHAPHOU U
MOOWIBHOM TeNe()OHHOM CBA3H.

BHYTpH- u

JOKYMCHTOB,

2. Cpenctsa BHEO(HUCHOU

TPaHCHIOPTUPOBKU CBSI3U u
KoMMYyHHKaluii. CpeiacTBa M CUCTEMBI TenerpagHoi
CBSI3H.

3. JlokasibHble (OUCHBIE) BBIYMCINUTENbHbBIE CETH.
4, Cpenctsa u CHUCTEMBI

OHepaTI/IBHO-III/ICHeT‘{epCKOfI CBA3U.

IIpumeproe npaxmuueckoe 3a0amnue

[IpoBecTn aHanm3 He MEHee 5 CHCTEM yIalIeHHOH paboThI
PYKOBOAUTEIA KOMIIAHUH. HpeI{BapI/ITGHLHO BbIJICJIUB
KPUTEPHH IJIs1 aHAJIM3a UCXOAS U3 00J1acTy IPEANIPUATHSL, Ha
KOTOPOM BEI IIPOXOJAUIHN IIPAKTUKY.

Otuer npeacTaBuTh B Buae pedepara.

[TK-2: Cioco6eH oCymecTBIATh JOKYMEHTAIIMOHHOE 00eCTIeueHre YIPaBICHHS OpraHu3aIuei

IIK-2.2:

Opranuzyert u
periIaMeHTHPYeT
TOKYMEHTOO00O0pOT B
OpraHu3aIH

IIpumepnsiii nepeyenv 60npocos K 3auemy

1. OcHoOBHBIEC MPUHITUIIEI ABTOMATH3AIIUU B cdepe
JIOKYMEHTAIlMOHHO-UH(OPMAIIMOHHOT O
oOecrnieueHus yrnpaBIeHUs.

2. Ilpenmoceiiku aBTOMaTH3alHUU
YIIPABJIEHYECKOU I€ATEIBHOCTH.

3. OO0mas xapakTepuCTUKA U CTPYKTYpa CHCTEMBI
JIOKYMEHTallMOHHOTO o0ecrnieueHus
yIpaBJIeHUs.

prwepHoe npakmuiecxkoe 3a0anue

BbipaGoTka HaBBIKOB PadoOThI
JOKYMEHTOB

¢ perucrpaunuei

Ynpaosicnenue 1. Pecucmpayus 0oKymenmos.
Henp ympakHeHUsT — TOJYyYEHUE TBEPABIX
HABbIKOB PErHCTPAIlUU TOKYMEHTOB.

3aoanue 1. Co3oanue ¢aiinos

Co3mate 4 (aiima, c¢ xortopeiMu Bbl B
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Nupukarop
JOCTHKEHUS
KOMIICTCHIINN

OueHoYHbIE CPEeACTBA

nocJyenyroieM oynere padoTarh:

e B Word (3asBineHue B JeKaHaT O JIOMYCKE K
3aHATUAM 10 JlokymeHtoobopory. ®opma —
CTaHJapTHOE 3asBlICHUE),

e B OnokHoTre (OOBsCHUTENBHAS O MPOITYCKE
3aHsaTuss. @opma cBOOOIHAS),

e B Excel (pe3ynbTaThl c1auu mocieHENH CECCUn),

® HaWTHU B KOMIIBIOTEPE WJIM MEPEHECTU C HOCUTEIS,
WIM CO3JaTh JIIOOBIM  CPEICTBOM  KapTHUHKY
pa3MepoM PHUOITU3UTEIBHO 4X5CM.

KommenTapmuii. Co3nanubie Gaiiabl KaxXapIM U3
VYaCTHUKOB TPYIIBI HA 3aHATHM  HEOOXOIUMO
coxpanutb. KOHKpeTHOe MecTO He UMeeT 3HAYCHMS,
mo0oi U3 (ailyioB, MPUCOEAMHEHHBIX K JIOKYMEHTY,
3aperucTpUpOBaHHOMY B 0asze, COXPAaHUTCS BMECTE C
JOKYMEHTOM B 0a3e M B TIOCIEACTBHU OYyAET JIETKO
HAWJICH OPOrpPaMMOHM.

3aoanue 2. Pecucmpayus 0okymenmos
3apeructpupoBarh 4 JOKyMEHTa:

e CCO31aHHBIMU B | 3amannu QaiiaMu 1Mo pa3HbIMA
natamu B nuanasone 1-30 oktsOpst 2005r. s
perucTpalui  JOKYMEHTOB  BbIOpaTh  IMOTOK
JOKYMEHTOB CBOEH TpyNIbl. 3aloJHUTH TI0JIe
npepukca: 3a, 06, Ot, I'p, COOTBETCTBEHHO;
BbIOpaTh rpu¢ KonpuaeHuuaibHo.

KommenTapum.

1. He cneayer nyrare JlaTy perucrpauuu
AIIEKTPOHHOIO JOKyMeHTa W JlaTy co3gaHusl ero
(bymaxkHoro) mpenka. B cmywae Bxomsiiero
MOTOKA TOKyMEHTOB noJie ¢ "/laToi perucrpauun”
JIOKyMEHTa DACIOJIIOKEHO B IIEPBOM CTpPOUKE
noJsiel, a mose ¢ "JlaToi" co3ganusi mpapoauTens
JIOKyMEHTa pacloyiaraeTcss B TPETbEH CTPOKE,
MOCBSIIEHHOM OpraHnu3aluu-0TIPaBUTEIO.

2. AHaJOrMYyHO, HOMEp pETUCTpalluHd JIOKyMEHTa
(ckenTtoe mose B NEPBOM psANy) T€HEpUpyeTcs
CHCTEMOW, a HCXOAAIIMA HOMEp OOBIUHO YXkKe
MPOCTaBJIEH MpPHU OTIPaBKE OT KOPPECIOHJEHTa B
Bamry opranuzanuio, oH 3al0JHIETCS BPYUHYIO (C
OyMa)XHOI'O HOCHUTENSl WIM 3TO — JlaTa OTIPaBKU
AJIEKTPOHHOI'O  mHuchMa) B Oemoe  mone
(HeoOs13aTeNnbHOE /IS 3aMIOJIHEHUS ).

3. Bce momg, B TOM 4HCIe TPOTrPaMMHO He
KOHTPOJINPYEMBIE (Oemnbrit ¢don), B
JNEHCTBUTENIFHOCTH  HEOOXOIUMO  3aIlOJIHSATh.
Bo-nepBbIX, 3TO NpeANHCHIBAECTCS NpaBUIIAMU
JOKYMEHTOO0OpOTa, BO-BTOPBIX, CYLIECTBEHHO
o0J1eryaeT NoMcK JOKYMEHTA.
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JOCTHKEHUS
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OueHoYHbIE CPEeACTBA

4. dopmoit perucTpanuu MOTYT OBITH
NPEIYyCMOTPEHBI Kak MpeduKkc K HOMepy, Tak U
rpud OOKyMEeHTa. DTU MOJId B JaHHOM Cllydae
CIIy’KaT Juld TPYNIUPOBKM U YCKOPEHMS IIOMCKa
JIOKYMEHTOB.

5. 3HayeHuss B TOJSIX MOTYT Kak BBIOMpAThCS U3
ciloBaps, TaK W 3aloJIHATBCS IPOHM3BOJIBHO.
[Ipennourenue crnenyer oTAaBaThb BBIOOPY U3
cioBapel, Tak KakK HCIIOJIb30BaHHE CTaHAAPTHBIX
3HAYEHUI YMEHbILAET BEPOSTHOCTh PErUCTPALIH C
OIHOKOM.

6. Ilpm ommOOYHON perucTpamuu JOKYMEHTa B
OTOK, B  oOmeM ciy4ae  HEeAOCTYIHBIH
10JIb30BATENI0, 3TOT JIOKYMEHT OyJIeT AOCTYIEH
TOJIBKO 3TOMY IOJIb30BATENI0 KaK PErucTpaTopy
3TOr0 JIOKYMEHTa, HO He Oy/eT BUJIEH U JIOCTYIIEH
JPYTUM Y4aCTHUKAM TPYIIIbI.

Ynpaoicnenue 2. Ilouck 0okymenmos.

[enp ynpaxHeHHMs — 3aKpEIUICHHE HAaBBIKOB
MIOMCKA JOKYMEHTOB B  Pa3iMYHBIX CHUTyalHUsX,
BbIpa0OTKa yMEHMs cJesaTh BBIOOPKY JIOKYMEHTOB B
Pa3IMYHBIX pa3pe3ax pa3IuYHbIMU CLIOCOOAMH.

CymecTByeT YeTblpe BO3MOXKHBIX BapHaHTa
ITOMCKA JOKYMEHTOB!

® IIOMCK JOKYMEHTOB;
® IOMCK ITIOPYYEHUH;

® [IOUCK 10 QopMe;

®  PACIIMPEHHBIN MIOUCK.

3aoanue 1. Havmu OOKyMeHmbl,
3apezucmpupogantvle 8 baze

e Haiitu Bce HOOKyMEHTHI, cocTaBi€HHble Bamu
BCEMHU BO3MOKHBIMH CIIOCOOAMHU.

KommenTapuii. Kak Bsl moMHHTE, TOKYyMEHTOB
obut0 yethipe. Eciu Bel mpu peructpanuu 3anoqHIIN
nosie Kro moamucaJ, To y Bac ve Oyzaet mpobiiem.

e Haiitu 7OKyMEHT Mo HOMEpY (ABa-TPH BapUaHTA).

e HaiiTu TOKYMEHTHI 110 1aTe PETUCTpalnu (ABa-TpU
BapHaHTa).

e Halitu nOKymMeHTHl B IIOTOKE Bamren rpymmsl co
cinoBoM "nmomyck" B moisie Kparkoe coxpepxkanue,
3aperucTprpOBaHHbIE BammMu cocemsiMu ciieBa u
crpaBa (TIocne0BaTeNbHO).

e HaliTu AOKyMEHTHI Ballero IOTOKA, HMEIOIINE
"3aH4" B KpaTKOM COAEPKAaHUH U PA3HBIMU JaTaMU
B nuanaszone 10-20 mapra Tekyuiero roja.

e HaiitTmu MakcHMMajdbHOE YHCIO JOKYMEHTOB B
nuanazone nar 10-30 mapra Tekymiero roga B
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KOMIIETEHIIUU

MIOTOKE CBOEH IPYIIIIHI.

e HaiiTu nOKyMeHTHI C cojaepxaHueM 'nekan" u
natamu ¢ 5 o 20MapTa TeKyIero roja.

e Haittu pgokymeHntsl ¢ "3aHAT' B KpaTKOM
coaepxanuu u "2*" B HOMepe.
3aoanue 2. Havtimu OOKyMeHmMbl UCNOIb3YSL

Pacwupennviii nouck.

e Hailtu nokymeHnTsl, 3apeructpupoBaHHbie ¢ 10
MapTa TeKyIero roja.

e Halitu Bce JOKYMEHTBI, 3aperuCTPUPOBAHHBIC
J00BIM M3 JBYX MPHUCYTCTBYIOIIMX Ha 3aHATUU
CTyIeHTOB(K) mociie 15 mapTa Tekyiero roja.

e lcnosnb3ys npeaplayniui 3ampoc Cy3uThb ITOMCK
IyT€M YTOYHEHUsI KOHTEKcTa "eKan".

e Haiitu BCe JOKYMEHTBHI, MOANKMCAHHbIE
(KOppecnoHACHT) JIFOOBIM M3 JIBYX COCEIEH(0K),
MPUCYTCTBYIOIIMX HAa 3aHIATHHM, COJEp Kallue
OOBSCHUTEIIbHBIE.

KommenTapuii. lcnons3yercs 3HaueHue B
nosne Perucrparop.
[1K-2.3 Opranusyer, IIpumepnuiii nepeuenv 60npocog K 3auemy
peraMeHTHpPYeT 1. TloHsiTHE TOKYyMEHTAJIbHBIE CUCTEMbI

OTIEpPaTUBHOE XPaHEHUE
1 UCIIOJIb30BaHUE
ITOKYMEHTOB B
OpraHu3aIuu

2. CnpaBOYHO-TIpaBOBbIE CUCTEMBI «I apaHT»,
«KoncynpranT». CxolcTBa M pazauyusl.
JlocTOMHCTBA U HENOCTATKU

3. Poub noKyMeHTaBHBIX CHCTEM U 0a3 JTaHHBIX B
JIOKYMEHTAllUOHHOM YIIPaBICHUU

IIpumepnoe npakmuyeckoe 3adanue
®opmMupoBaHue, XpPAHEHHE U YHUYTOKEHHUE /1e]1
OTarnsl BHIIOIHEHUS PAOOTHI:

1. CocraBbre (popmynsap-oOpaszer; HOMEHKIATYPHI
nen CTPYKTYPHOTO HOpa3/IeIeHUs
(Oyxranrepun).

2. CocraBUTb JHCT-3aBEPUTEIIB AeTa 1o popme

JIHCT-3ABEPHTEITh JIEJTAN:

B ae1e nomunTo B npoHy MEpOBaHn NHCTOR
B TOM 4HCE

SMTEPHEIE HOMEPA THCTOR

NPONY UK HHEIE HOMEPA THCTOR

+ ANCTOR My TPenned ommen

Muenexrop no kaapas
(moannek) (pacumdponra
TIOHCH)

3. 3amoigHuTE OMHCh JOKYMEHTOB Jiena 1mo hopme
4. CocraBbTe 00JIOXKKY JeIa.
5. 3amoJHUTH aKT O BBIJACICHUH K YHUYTOXXEHUIO
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JOCTHKEHUS
KOMIICTCHIINN

O1ieHOYHBIE CpENICTBA

JOKYMCEHTOB 1 J€JI, HC NOAJICKAIINX XPAHCHUTIO

o popme
TIOTHOE HAMMEBOBANIE OPraNNIALLINY YTBEPAAKO
(COXPAEHHO? HANMEHOBANIE OPCARNIANIG) HaMenoBaR#e TOTRROCTH
AKT PYROBODITETR OPCAHNIAUMM
N Mlodnuce PacioidpoBra ROANICH
MecTo cocTantenns HAama

O BRASNCHNN K YHRNTOARHNIO IOKYMEHTOS,
Ne NORTeAIMMN XPIHEHH 0O

Ha oCHOBaNMM

T e N T
OTOOPANM K YRNSTOACANIO KK He WMOIOUDIE HAYNAO-NCTOPHYGRCKON NEHAOCTH i YTPATHROIE
NPAXTRYECKOE JHAUCHIE ROKYMENTH GOHILA W

(R ot
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HalMexosane 20 UAHOCTI MU,

NPOBOIMBINLTO MCTIEPTHIY UENKOCTH JOKYMEATOR Nodnucy ;‘J(KH(Q“OIRJ noamICH
Jama

COIMACOBAHO

Mporoxon LI3K (3K)

or N __

JIOKYMENTH B KOTHYCTRE e Xp., BXOM K
TRGEem PR aconn

1AW B Ha NEPEPIGOTRY NO NPHEHO-CAITOIHOMN HaKNALKOR

o IR

or w

HAMENOBARNE TOTAHOCTH PAOOTNIKS,
CIABLIETO JOKYMEHTH Nodnuce Pacuiedporxa noamucy

IAMEHENIA B YYeTHME AONYMERTH BHECEHM

HaMeNOBAHNE JOTANOCTH PAOOTHIKD apXMBa,
BHECICO HIMCHOHEA B YUeTHRE JOKYMENTM Nodnuce pl\lﬂi(i:“\)li)\l oA

[IK-3: Criocoben oprann3oBaTh U aIMUHUCTPUPOBATH JAESATENbHOCTD 110 OPraHU3alluy TPyAa U

OIIIaThI MICPCOHAIA

T1K-3.1: OO0ecrieynBacT

MOKYMCHTAIITUOHHOC U
OpraHU3aIMOHHOE
COTPOBOX/ICHUE
CHCTEMbI OpTraHH3aIuu
W OTIATHI TpyJa
nepcoHaja

Ilpumepnbiii nepeyenv 60npocoes k 3auemy
1. Yro mpexncraBiser coboii  (uHAHCOBas U

Oyxrantepckas JOKyMEHTaIus?

2. Yto BXOAMT B cocTaB (MHAHCOBOM U OyXTanTepCcKOn
JIOKyMeHTanuu?

3. Ilepeuncnute  OCHOBHblE  TpeOOBaHUA IO
obopmiieHHIO  (PUHAHCOBBIX U OYXTaJITEPCKHUX
JIOKyMEHTOB B COOTBETCTBUU C 3aKOHOAATEIHCTBOM
P®?

4. Kak odopmisercs akT O mNpueMKe-Tiepenade
TOBAapHO-MAaTEepUAIbHBIX LIEHHOCTEN HA XpaHEHHE?

5. Kak odopmisieTcss mpuxogHO-KacCOBBIi opaep?

8. Jlyis wero coctamisieT cuer-paktypa?

9. B kakux ciuydasx cocTaBisgercss AKT O
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Nupukarop
JOCTHKEHUS
KOMIICTCHIINN

OueHoYHbIE CPEeACTBA

IpueMe-Iiepeiaue TOBapHO-MaTepUalIbHbIX LIEHHOCTEN?

IlpumepHnoe npakmuueckoe 3a0anue
s BbINOJHEHUS J1a0OpaTOpHOM paboThl HEOOXOAMMO
oQOpMUTH OTAETbHBIE (UHAHCOBBIE M OyXralaTepcKHe
JNOKyMeHThl.  Kaxkzapli  TOKyYMEHT  COCTaBIS€TCS  Ha
OTJENBPHOM JIUCTE, JOJDKEH HMETh BCEe HEOOXOIMMBbIe
PEKBU3UTHI.

B oT4ere mo nmaboparopHoii paboTe ciemyeT oTpa3uTh:

- HalMeHoBaHue paboThI, 1eTb paboThI;
- OCHOBHBIE TEOPETUUECKHUE MOJIOKEHUS;

- BBIMTOJIHEHHOE 33JJaHHE.

1. Odopmuts mnaTexHOoE TOpydeHHE (Ha OJlaHKE THITOBOW
¢dopmel ¢ ucrionb3oBanneM CIIC KoncynpranT [lnroc) Nel73
oT 22 suBaps 2017 roma Ha MEpEUUCIICHUE EHENKHBIX
CPEICTB NOCTABLIMKY 3a IMOJIydeHHble Marepuansl. OmaTa
npou3sBeieHa 1o cuety Ne 687, mororop Ne54 ot 14 nexabpst
2016 roma OO0 «Cnagay. [Tonyuarens OO0 «Cnasay, MTHH
7802152412, KIIIT 780201001, P/cu
40702810802000003675, B [IAO «Anbda bank» r. CankT
[erepOypr, K/c 30101810600000000809, BUK 044030809.
Henocraroniye 1aHHbIE B3STh POU3BOJIBLHO.

2. C ucnonszoBanne CIIC Koncynerant I[lmtoc odhopmuth
cueT-(hakTypy, HCIOJB3YS CIEAYIOIINE CBEACHUS:

— cuer-(aktypa Ne 412 ot 24 arycra 2017 r.;

— nponasel; — OO0 «DneKTpoH»;

— aapec npoaasima: 426000, r. MxeBck, yia. MeapHUYHAS, 1.
71. HH — 1833012378, KIIIT

—183301001. I'py300THpaBUTENHL — OH KE;

— mokynatesnb — OO0 «Arpomomy;

—anpec  nokymarens: 426000, r.  Ixkesck, @ yi.
MexanuzaropoB, . 44. MHH - 1833015259, KIIII —
1833011001. I'py3omony4yaTens — OH Ke;

— HauMEHOBaHHE ToBapa — kommbioTep Excilon Intel
Pentium D524 3.06/512/80/i B xomuuectBe 1 mT.
croumocthio 17 936 py6uneii, B Tom unciie HIC 18% — 2 736
pyOuet.

— pykoBogutens OO0 «3nexktpor» — Crmpumonos K.M.,
rnaBHbIN Oyxranrep — Mopo3zosa O.A.

[1K-4: CniocoGeH pyKOBOJHUTH MPOLIECCOM CKaHUPOBAHMsI, BBOJA U 00paOOTKU TaHHBIX B CUCTEME

9JICKTPOHHOT'O apXuBa

[IK-4.1:

'Yrpasisier
NEATENBHOCTBIO 110
KOHTPOJIIO

(G YHKIIMOHUPOBAHUS,

IIpumepHuiti nepeuenv 80npocos K 3auemy
1. CpeactBa cocTaBieHHSI M  HM3TOTOBJIICHUSA
TEKCTOBBIX M TaONWYHBIX  JOKYMEHTOB.
[Inmympe MammHKy.
2. CpenctBa KONUPOBAaHMS M TUPAKUPOBAHUS
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BBOJIa U 00pabOTKH
JMAQHHBIX B CUCTEME
DIICKTPOHHOIO apXHBa

nokyMmeHToB. CpecTBa MUKporpaduu.

3. CpencrBa ¢uszmueckoii 00pabOTKM HOCHUTENEH

JOKYMEHTOB. MalMHbl  JUIsl  YHUYTOXKEHUS
JIOKYMEHTOB (LIPEEPHI).

4. CpenctBa BHYTpH- u BHEO(UCHON

TPAaHCHOPTUPOBKH  JOKYMEHTOB, CBSI3U U
KOMMYHUKAaIWN. CpencrtBa u CUCTEMEI
¢dakcumMuIbHOW — Tepenaun  MHPOpPMALUU |
MOJIEMHOM CBSI3U.

5. OcHoBBl  Oe3omacHOCTH mpu  padbore ¢

TCXHUYCCKHUMU CPpCACTBAMU YIIPABJICHUS.

IIpumeproe npakmuueckoe 3a0anue

Vnpaxnenue. [IocranoBka nokymeHTOB Ha KoHTpOib
10 PE30JIIOIIHH.

3aoanue 1. O3naxomumvcsi co C8OUMU YCNeXamu 8
ceccuu. Ilonyyums noomeepxcoerue 03HAKOMIEHUs. U
peKoMeHOayuu.

B34Tb AOKYMEHT CO CBOMMH pe3yjbTaTaMHU Cllauu
CECCUU Ha PEeIaKTUPOBAHHUE.

Coznars pesomtonuio [Ipenogasarens "O3HaKOMUTH
¢ Bammmm  pesynpraTamMm  cIauM  CeCCUM
cocena(ky)".

Coznartpb Mopy4eHue cebe "03HaKOMHTH
OJIHOTPYITHUKA CO CBOMMH YCII€XaMHU M CO3/aTh
otuet".

Ha3nauuts cpok ucnonHeHus 1 1eHb.

Haznaunth ce0s U KOHTPOJIEPOM U UCIOJHUTEIEM
JIOKYMEHTA.

CoxpaHUTb JOKYMEHT M BBIUTH H3 pexuMa
pEAAKTUPOBAHUSL.

[lepeiiTn B TJIaBHOE OKHO CHUCTEMBI U TMOJYYUTh
YBEIOMIICHHUSL.

Pazocmate  JOKyMEHT  KOpPPECHOHJIEHTaM  C
MPEIOKEHUEM O03HAKOMHUTHCS, TTOATBEPAUTH (haKT
O03HAKOMJICHUSI U TPEJIOKUTh PEKOMEHAALMH 10
yuaeoe.

[TonyuuTh NOATBEPKAECHUS 03HAKOMIICHHUS.
Co31arh OTYET KaK HCIOJMHUTENI0 JOKYMEHTa M
OTHPABUTH €TI0 KOHTPOJIEPY.

[TonyuuTs OTYET W TO €ro TMOJYYCHHUIO CHSTh
JIOKYMEHT C KOHTPOJIS.

3aoanue 2. O3naxomumvcsi co ycnexamu 6 ceccuu
00HO2PYNHUKA

Co3naTh HOBBIN IOKYMEHT.

Co31aTthb PE30ITIOLUIO [IpenonaBarens
"O3HaKOMHUTBCA C YycHexaMmHu cocelna(ku) crpasa
JOKYMEHTOM M CO3/1aTh OTYET C COBETOM 10 y4ebe'".




Nupukarop

Kon
JOCTHKEHUS OrneHoyHbIE CpeaCTBA
MHIMKaTOpa
KOMIIETCHITNH

Haznauuth cpok ucnonsenus 1 genb(4ac).
Ha3znauute  cocema(ky) ciieBa  KOHTPOJIEPOM
JIOKYMEHTA, a ce0sl - UCIIOJTHUTEIJIEM.
BprriiTu 3 10KymMeHTa.
[Tonyuuts yBEgOMIICHHE.
Otocnate coolmieHne ¢ TPOcbOOW mepeciarhb
JOKYMEHThl €  IPHUCOEAMHEHHBIMH  (ailnamu
pe3yJIbTaTOB CBOEH CECCUH.
[lonyuuTs HOKYMEHTBI OT KOPPECIOH/IECHTOB,
O3HAKOMHUTBCSI C pe3yJbTaTaMH, CBsA3aThb CBOM
JOKYMEHT C MOJTY4YEHHbIMU JTOKYMEHTAMH.
CozmaTh  OTYET  KOHTPOJEPY U TMPUIOKHUTH
MOJTYYUBIIUICS TOKYMEHT.
[TosnyunTh MOATBEPKAEHUE O CHIATHM JOKYMEHTa C
KOHTPOJISI

[1K-4.2: PazpabarbiBaet IIpumepHnuiii nepeuensv 6onpocos K 3auemy

TOKATbHBIC 1. Baenpenue aBTOMATHU3MPOBAaHHBIX CUCTEM B

HOPMAaTUBHBIC AKTHI 110
BOIIPOCAM OpraHU3aLNUH
rporecca
CKAaHUPOBAHHUS B
CHUCTEME DJIIEKTPOHHOTO
apXxuBa

cdepe yrnpapieHusl.

2. Baeapenue aBTOMaTH3UpOBaHHBIX cucteMm D10

3. DOranbl BHeapeHHsA. OCHOBHBIE CIIOXHOCTH
BHE/IPEHHS U IIYTH UX pa3pelIcHUs.

4. Dxcruryartalys aBTOMaTHU3MPOBAHHBIX CUCTEM B
chepe ynpapieHuUs.

IIpumepnoe npakmuyeckoe 3adanue
1. Ha ocHOBaHMM pEKJIaMHBIX HPOCHEKTOB H3yYUTh

KJIacCU(UKALUIO AJEKTporpapMuecKux anmnaparos,
KpUTEpUHU UX BBIOOpA.

3anoJHUTh TAOJIHILY.

I'pymna | Cxkopocts | Pexomenn | OntumanbHble

KOMUPOBA | YEMBbIi YCIIOBHUS
HUA 00BEM MIPUMEHEHHUS
KOITHH

[Ipoananu3upoBaTh JaHHBIE U ONPEACTUTH, Kakue
XapaKTEPUCTHKH OTIUYAIOT IIU(PPOBBIE aImapaThl.
[Ipoananu3upoBaTh JaHHBIE U ONPEACTUTH, Kakue
ANeKTporpadUvecKre anmaparsl TOAXOMAT  JUIs
paboThI B OpraHu3aIusIx c MaJIbIM
JTOKYMEHTOOOOPOTOM, CpEIHUM, 3HAUYUTEIHHBIM.
O60ocHOBaHHBIE BHIBOJIBI OPOPMHUTE.

[Tpoananu3upoBaTh JaHHBIE M OINpPEACIUTh, KaKue
alIeKTporpapuuecKue annapaTsl MOAXOIAT Ui paboThI
B OpPraHu3ally, B KOTOPOH BBl NMPOXOJMIN MPAKTHKY.
O6ocHOBaHHbIE BHIBOJBI O(POPMUTE.




K Nupukarop
on
TOCTHIKEHUS OueHoYHbIE CPEeACTBA
WHJIMKaTopa
KOMIIETEHIIUH
[1K-4.3: OcyliecTBIsSIET IIpumepHnuwiii nepeuensv 6onpocos K 3auemy
CTparermueckoe 1. UYro Takoe orudposka?
TMIAHUPOBAHHE U 2. Kaxkue sTamnsl BKItouaeT B ce0s mporecc
[MOCTPOEHUE MPOLIECCOB onu(ppoBKu?
CKaHUPOBAaHUs, BBOJA U 3 3aqu HYKHBI ITPOTpaMMBbI paCIIO3HABAHUA
00pabOTKH JaHHBIX B TeKcra’?
CUCTEME JJIEKTPOHHOT'O 4, Kak MMPOUCXOAUT paClIO3HABAHUC TekcTa?
apxuBa 5. Kaxkue mporpammsbl pacrio3HaHHs TEKCTa BbI

3Haere? Kakumu mosap30Banice?
Kakoe paspeliieHue sIBISETCS ONTHMAIbHBIM IS
CKaHHPOBAHHMS TEKCTa, H300paKCHUI?

IIpumeproe npaxmuueckoe 3a0amnue

1. OtckaHupoBaTh JIOOOH JIMCT yueOHHMKA C
MOMOIIBIO YCTAaHOBJICHHOTO CKaHEepa

2. BeImonHHUTE pacno3HaBaHWE OTCKaHUPOBAHHOTO
Tekcta B mporpamme Microsoft Office Document
Imaging.

3. BeimonHuTh pacno3HaBaHne OTCKAaHUPOBAHHOTO
tekcta B mporpamme ABBYY FineReader (wm
UCIIOJIB3YIO0 JIF000M TOCTYITHBII aHAJIOT TPOTPAMMBI).

4. Bemonnute  mpoBepky — opdorpapuu U
o(opMIIeHHs PacIIO3HAHHOTO TEKCTA.
5. CoxpaHUTb NPOBEPEHHBIN TOKYMEHT B hopMaTe
*

1tf.

COSI[&TB apXuB * rar AJi1 COXpPAaHCHHOTO

JToKyMeHTa U otripaButh ero Ha CZIO MI'TY.

0) Ilopsanox mnpoBegeHMs TNPOMEKYTOYHOM AaTTECTAMH, IOKA3aTeJM H KPHTEPHH
OLICHMBAHMSA:

PC3YJ'ILT3.TBI BBITIOJIHCHU A O6yanOIJ_II/IMC}I 3aJlaHdil Ha 3a4eTe OLICHMBAIOTCA IIO IIKaJle
<Ga4YTCHO» — «HEC 3a4YTCHO».

B ocHOBe oOLeHMBaHUSA JIe)KaT KPUTEPUM IOPOTOBOTO M IOBBIIIEHHOTO YPOBHS
XapaKTEePUCTUK KOMIIETEHIIMA MM MX COCTaBJSAIOIIMX YacTed, (GopMUpyeMbIX Ha Yy4eOHBIX
3aHATUAX MO AucuuIuinHe « HpOpMalmOHHbBIE TEXHOJIOTHH B 00pa30BaHUI

«3auTeHo» COOTBCTCTBYCT:

— MOBBIIIEHHOMY YPOBHIO M BBICTABJISIETCS 00Y4aIOLIEMYCsl, €CIIM OH TIIyOOKO U MPOYHO
YCBOWJI TPOTPAMMHBIN MaTepHall, HWCUEPHBIBAKOLIE, IOCIEIOBATEIbHO, YETKO M JIOTUYECKH
CTPOMHO €ro u3jaraer, yMeeT TeCHO YBS3bIBaTh TEOPUIO C MPAKTHUKOW, CBOOOIHO CIpaBIISETCS C
3a/layaMy, BOIIPOCAMM M APYTMMH BHJAMH NPUMEHEHHUS 3HAHWM, MpUYEM HE 3aTPYIHSETCS C
OTBETOM NpPU BUIOU3MEHEHMHU 33JaHUH, UCHOJB3YEeT B OTBETE MaTepHal MOHOTrpaduyecKkoi
JUTEpaTyphl, NPAaBUJIBHO OOOCHOBBIBAET NPHUHATOE pEIICHHE, BJIaJeeT Pa3HOCTOPOHHUMU
HAaBBIKAMH U MIPUEMAMHU BBINOJIHEHUS TPAKTUYECKUX 3a/1a4;




— TOBBIIICHHOMY YPOBHIO M BBICTAaBIISIETCS OOYy4aromeMyCs, €CIT OH TBEpPAO 3HAeT
MaTepuai, TpaMOTHO U IO CYHIECTBY M3JIaraeT ero, He JAOIMYyCKas CyIeCTBEHHBIX HETOUHOCTEH B
OTBETE Ha BOMPOC WJIH BBITTOJIHEHUH 33IaHHH, TPABUIILHO IPUMEHSET TEOPETUUECKUE TTOJIOKEHUS
IIPU pEeUICHUH IPAKTHYECKUX BOIIPOCOB U 33]1a4, BiIaJiceT HEOOXOMMbIMU HaBBIKAMHU U IIPUEMaMU
UX BBIIOJTHEHUS;

— MOPOTOBOMY YPOBHIO U BBICTaBJISIETCS OOYUYAIOIIEMYCsl, €CIM OH UMEET 3HAHUS TOJIbKO
OCHOBHOIO Marepuaia, HO HE YCBOWJ €ro JeTalied, JONMYCKaeT HETOYHOCTH, JIEMOHCTPUPYET
HEJOCTAaTOYHO TPaBUIbHBIC (POPMYTUPOBKH, HAPYIICHUS JIOTUYECKOW TMOCIIECIOBATEILHOCTH B
W3JIOKEHUU MPOrpaMMHOIO MaTepuald, HWCIbITBIBAET 3aTPYJHEHHS NPU  BBIIOJHEHUHU
MPAKTUYECKUX padoT.

«He 3aureHo» BBICTABIAETCS OO0y4arOLIEMyCs, KOTOPBIH HE JIOCTUIaeT MOPOroBOIO
YPOBHS, IEMOHCTPUPYET HEMOHUMaHUE MPOOJIEeMbI, HE 3HAET 3HAUUTEIBHON YaCTH MPOTPaAaMMHOI0
MaTepuaia, JOMYCKAaeT CYIIECTBEHHbIE OIMIMOKH, HEYBEPEHHO, C OOJBIIMMHU 3aTPyJHEHUSIMU
BBITOJIHSET PAKTUYECKHE PAOOTHI.



