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1. lean u 3agaun AUCHUATIHMHBI
1.1 Henp qucuuruivHel — GopMUpOBaHUE KOMIIETEHIIHIA:
[TK-3 CriocoGeH oCyIecTBIATh BHEAPEHUE U IKCIUTYaTAIlAI0 CHCTEM JIEKTPOHHOTO JOKYyMEHTO000pOoTa

1.2 Tumel 3aga4 npoQecCHOHANBHOU NeATeNbHOCTH, K KOTOPBIM TOTOBSTCS OOydYaroluecsi B paMKax

OCBOCHUS NUCHUIIIINHBIL.
- TEXHOJIOTUYECKUN

1.3 JIucuurniauHa OpHEHTHPOBAaHA HA MOATOTOBKY OOydYaromuxcs K MpodeCCHOHAIBLHON JesSTEIhHOCTH B
cthepe: 07 AIMUHHUCTPATUBHO-YIpaBieHYeCKast U oUCHAS JAeATENBHOCTh (B chepe OpraHu3allmOHHOTO U
JOKYMEHTAI[MOHHOTO 00eCIeYeH sl YIIPABICHUS OPTaHU3aLMSIMHI )

1.4 B pe3ynbrare 0CBOCHHSI TUCIUILUIUHBI Y 00YYaromMUXCsl TOJKHBI ObITH CHOPMUPOBAHBI:

O0001IeHHBIC TPYIOBBIE

KO,I[ 1 HAUMCHOBAHUC

(yHKUMY / TPYAOBBIC komriereHiu @I'OC BO,
(GyHKUMY / TPYyZOBBIC T HEOOXOIUMOM ISt .
WuankaTopbl JOCTHXKEHHSI KOMIIETEHIHHA
npodeccroHaIbHbIE (hopMHupOBaHUS TPYAOBOTO
JeicTBus (py HATUIUU WK IpoecCHOHATBHOTO
npodcranaapra) nefcTBUS
- A loxymernranmonnoe  |[IK-3 Crnocoben Hcnonp3yer 3HAaHWE BHAOB W CTPYKTYPBl CHCTEM
o0ecrieueHue ynpaBlieHUsT  |OCYLIECTBISITh BHEAPEHUE U [JIEKTPOHHOIO  JOKyMEHTOOOOpOTa B  IIpolecce X
opraHusanuein 9KCIUTyaTalHI0 CUCTEM BHEJIPEHUS B IS TEIILHOCTh OpraHNU3alluu

- A/04.6 OcymiecTBiieHue
paboT 10 MPOSKTUPOBAHUIO
W BHEJJPEHHUIO CUCTEMBI
AIIEKTPOHHOTO
TIOKyMEeHTO000poTa B cepe
JOKYMEHTAIIHOHHOTO
yIpaBJICHUS OpraHU3aIuH

AIIEKTPOHHOTO
TIOKyMEHTO000pOTa

1.5 CormacoBanue MCKIUCHTUIITIMHAPHBIX CBsI3eH JAWUCIMIIINH, OGCCHG‘-II/IBEIIOH_II/IX OCBOCHHC KOMHGTGHHHﬁ:

I1K-3 CnocobeH oCymecTBISTh BHEAPEHHE M JKCILTYaTallMI0 CHCTEM HIIEKTPOHHOIO

JTOKyMEHTO00OpoTa

No
n/n

HanmenoBanme
JMCIUATUINH,
OTIPEIICIISTFOTITIX
MEKTUCITUTUTHHAPHEIE
CBSI3U

®opma oOyueHus

3aouHas
(cemecTp)

416178

1 |ABTOMaTU3MPOBAHHbIE
nH()OpPMAITOHHEIE
CUCTEMBI

+ |+ |+

2 |TocymapcTBeHHBIE
nH()OPMAITOHHEIE
CUCTEMBI

3 |MudopmanrioHHbIe
CHCTEMBI

4 | Texuomoruueckas
MPaKTHKA

2. Mecto nucuuninHbl B cTpykrype OIl 6akanaBpuara:

Hucuunnuna «HbopManMOHHbIE TEXHOJIOTMH B JIOKYMEHTAllMOHHOM OOECHeYeHUH YIpaBiICHUS W
apXUBHOM JIeJI€» OTHOCUTCS K 4YacTH, (QOPMHpPYEeMOH YydyaCcTHHUKAaMH OOpa30BaTEIbHBIX OTHOILICHHH,
ydeonoro miana OIl mo manpasnenuto moarotoBku 46.03.02 - JlIokyMEHTOBEICHUE W apXUBOBEACHHE.




Huctunmaa  «MHQOpMaMOHHBIE TEXHOJOTHH B

apXMBHOM JIeJIe» U3ydaeTcs B 6, 7 ceMecTpax.

3.00beM U coep:kaHMe TUCHUILTHHBI
3.1.00beM QUCLUILUIMHEL: 6 3.€.
3aounas: 6 3.e.

Bun yueOHo# paboTh 3aounas
(Bcero 4yacoB)

O0mast Tpy10éMKOCTb TUCHHUILIHHBI 216
KonrakTHast pabora 52
Jlexuuu (Jlexum) 20
[Tpaktuueckue (Ilpakt. pad.) 32
CamocrostensHas padota (CP) 151
OK3aMeH 9
3auer 4

3.2.ConepxaHue Kypca:

No Hassanue Bun yuebHoM
TEMBI paszena/TeMsbl pabortsl, yac.
Jlex |IIpa| CP

IIUH | KT.

pao.
31313

DOpMBI TEKYILETO
KOHTPOJIS

6 cemecTp

JOKYMEHTAaIlHOHHOM 00€CTIeYeHUH YTPaBICHUS U




CoBpeMeHHbIE
TEXHOJIOTUHN
yIIpaBICHUS
JOKyMEHTaMU

18

pelieHue
KOHTEKCTHBIX,
CUTYaL[MOHHBIX
3aj1a4
(Bemmonuenue
IPAKTHYECKUX
3aJlaHui); pelIeHne
KOHTEKCTHBIX,
CUTYaL[MOHHBIX
3aj1a4
(Bemmonuenue
IPAKTHYECKUX
3aJlaHul); pelIeHne
KOHTEKCTHBIX,
CUTYaL[MOHHBIX
3aj1a4
(Bemmonuenue
IPAKTHYECKUX
3aJlaHui); pelIeHne
KOHTEKCTHBIX,
CUTYaL[MOHHBIX
3aj1a4
(Bemmonuenue
IPAKTHYECKHUX
3aJlaHui); pelIeHne
KOHTEKCTHBIX,
CUTYaL[MOHHBIX
3aj1a4
(Bemmonuenue
IPAKTHYECKUX
3aJlaHui); pelIeHne
KOHTEKCTHBIX,
CUTYaL[MOHHBIX
3aj1a4
(Bemmonuenue
IPAKTHYECKUX
3a/1aHui);
KontponpHas
pabora

Hcnons3oBanue
JIOKyMEHTaTbHBIX
CHCTEM U 0a3
JaHHEIX B
yIIpaBICHUN

16

pelieHue
KOHTEKCTHBIX,
CUTYaI[MOHHBIX
3a1a4y
(Bemomnuenue
MPAKTHYECKUX
3aJIaHNM ); pereHue
KOHTEKCTHBIX,
CUTYaI[MOHHBIX
3a1a4y
(Bemomnuenue
MPAKTHYECKUX
3a/IaHHM ),
TecTtupoBanue




3 ABTOMaTH3aIHA

HOY

16

penieHue
KOHTEKCTHBIX,
CUTYalIMOHHBIX
3a1a4
(Bemmonuenue
MPaKTUYECKUX
3a/1aHuil ); perieHue
KOHTEKCTHBIX,
CUTYaIIMOHHBIX
3a1a4
(Bemmonuenue
MPaKTUYECKUX
3alaHui);
Tectuposanue;
Ompoc

7 cemecTp

4 ApxuBHBIE
MH(POPMALIMOHHBIE
TEXHOJIOTHH Ha
COBPEMEHHOM 3Tare

33

pelieHne
KOHTEKCTHBIX,
CUTYaI[MOHHBIX
3aad
(Bemmonuenue
MPAKTHYECKUX
3ananuii); Onpoc;
KontponpHas
pabora

5 TeXHOTpOHHBIE U
AIIEKTPOHHBIE
apXUBBI

34

pelieHue
KOHTEKCTHBIX,
CUTYaI[MOHHBIX
3aja4y
(Bemonuenue
MPAKTHYECKUX
3a/IaHHM ),
KonTtponbHas
pabora

6 DNEeKTpOHHBIN
apX¥B OpraHU3aLUU

34

penieHue
KOHTEKCTHBIX,
CUTYaIIMOHHBIX
3a1a4
(Bemmonuenue
MPaKTUYECKUX
3a/1aHui ); perieHue
KOHTEKCTHBIX,
CUTYalIMOHHBIX
3a1a4
(Bemmonuenue
MPaKTUYECKUX
3ananuii); Onpoc;

TectupoBanue

Tema 1. CoBpeMeHHBIe TeXHOJIOTHH ynpasJieHust fokymenTtamu (I1K-3)

Jlexknus.




YcenoBus Tpyna, TeXHUKa Oe30macHOCTH pu padore B opuce. MHPOpMaAIIMOHHBIE CUCTEMBI, HCIIOIb3YEMbIE
B JIOV. 3ajaun ontumuzanuu paboOThl C JOKyMEHTaMH IOCPEICTBOM HCIOJIb30BAaHHUS MH(POPMAITMOHHBIX
TeXHOJOTHH. DYHKIUN U BO3MOXKHOCTH Iporpammuoro nakera MSOffice u npyrux oQHCHBIX MaKeTOB.
[TnanupoBaHue AESITEIBLHOCTH U MOJAEPKKa KOMMYHHUKAIUI MTOCPEICTBOM MH(OPMAIIMOHHBIX TEXHOIOTHA.
@Oyukiun 1 Bo3mokHoct Outlook. @ynkuuu u ocobennoctu IBM Notes.

IIpakTH4Yeckoe 3aHATHE.

1. [TonroroBka 1ma610HOB OJTaHKOB OPTaHHU3AIUH.
2. [TonroroBka Ha OCHOBE IIA0JIOHOB OJIAHKOB MPOTOKOJIOB U PACTIOPSIIUTEIBHBIX TOKYMEHTOB.
3. [TonroroBka Ha OCHOBE 11a0JI0HOB OJIAHKOB MH(POPMAITMOHHO-CIIPABOYHBIX JIOKYMEHTOB.
4. Co3nanue mrarHoro pacnucanus B MS Excel.
5. IToaroToBKa KOHBEPTOB.
6. [TonroToBka agpecHO KHUTH U BEeACHHE 3amucHON KHIKKHN B Outlook.
3ajaHus 1J151 CAMOCTOSITEIbHOM PadoThlI.
1. [TonroToBka Ha OCHOBE ITa0IOHA MPUKA3a.
2. [ToaroroBka Ha OCHOBE IIA0JIOHA JOKJIAAHON 3alUCKH.
3. [TonroToBka Ha OCHOBE IIa0IOHA aKTa.
4. dopmaTupoBaHUE JOKYMEHTOB.

Tema 2. Ucnosib30BaHue TOKYMEHTAJIBHBIX CUCTeM U 0a3 naHHbIX B ynpasJjenuu (I1K-3)
Jlekumus.

CrnpaBovHbBIC TIPABOBBIC CUCTEMBI B paboTe nokymMeHToBema. CocTaB M CTPYKTypa CIPABOYHOW MPABOBOU
cuctembl Koncymerantllmoc. Mudopmanmonnsiit 6ank cuctembl (MBC). Ipunnuner nmocrpoenuss MBC.
[Touck B mHpoOpManmonHom Oanke. KapTouku pekBuU3WTOB. [loWICK MO pEeKBHU3UTAM M IOJHOTEKCTOBBIM
mouck. OcobenHoctn "ObicTporo moucka". Ha3snadeHue mpaBoBoro HaBuratopa. HasHaueHnwue
nyteBonuteneit. Texnomorus TOIIL: TBoo#t ontumanbhbiii mpodmib. Cuctema MCCAO. Crpykrypa,
Ha3Ha4YeHUe, BUIbI TIOMCKA.

IIpakTH4eckoe 3aHATHE.
1. ITouck nokymentoB B CIIC KoncymnbsranTlimoc ¢ ucnonb30BaHUEM KapTOUYKU IMOUCKA.

2. INouck npasosoit nadopmaru B CIIC Koncynsrantllinroc ¢ ucrnons3oBaHueM CpeicTB ObICTPOro
IIOMCKa, TyTEBOAUTENEHN U TPAaBOBOIO HABUTaTOPA.

3anaHus AJ51 CAMOCTOSITEILHOI padoThI.
1. Pemenune nmpaBoBbix 3amay ¢ ucnonszoBanueM CIIC KoncynprantlLtoc.
2. [TonroroBka Temaruyeckoro crnrcka uctouHukoB u3 CIIC Koncynsrantllmtoc.

Tema 3. Apromaruzauus J10Y (ITK-3)
Jlexknus.

[Mudposast Tpanchopmanus ymnpasieHus. [JOKyMEHTOOOOpOT B YCIOBHSX LU(POBU3ALUHN, OCHOBHBIE
GyHKIMU paboOTHl C YIpPaBICHYECKUMH JTOKYMEHTaMU B Ipoliecce JoKyMeHToobopota. IIporpammsr mmst
peructpanuu qokymenToB. Murerpamnus COJl B Poccuu u 3a pyOesxom.

IIpakTnyeckoe 3ansATHE.
I.PGFI/ICTpaHI/Iﬂ ,Z[OKyMeHTOBZ BXOAAIINX, UCXOOAIIUX, BHyTpeHHI/IX.
2. KoHTposb 3a HCTIOTHEHUEM JOKYMEHTOB, ITOJITOTOBKA OTYETOB.
3ananus AJ51 CAMOCTOSITEILHOI padoThI.
[TonroroBka K MpakTHYECKOMY 3aHSATHIO.

Tema 4. ApxuBHbIe HH(OPMANIMOHHBIE TEXHOJIOTHHM HA coBpeMeHHoM JTamne (ITK-3)
Jlekumus.



Hctopus nnpopmaruzanuu apxuBHoro nena. Pazpaborku ®denepanbHOro apxXMBHOTO areHTCTBa B cdepe
aBTOMAaTH3allMd KOMIUIEKTOBAHUS, y4eTa, XPaHEHUs M HCIOJb30BAaHUS ApPXMBHBIX JOKYMEHTOB. ba3zbl
JaHHBIX B apxuBax. TpeOoBaHMs K NPEACTaBICHUIO MHPOpPMaUU 00 apXuBE M OpraHe YIpPaBJICHHUS
apXuBHBIM JesioM cyobekTa PO B cetn MHTepHeT. OCOOEHHOCTH MOUCKa apXUBHOU MH(OpMaiu B 6azax
TAHHBIX.

IIpakTH4Yeckoe 3aHATHE.
1. Ananu3 caiiTa rocygapCTBEHHOTO apXHBa.
2. AHanu3 NOMCKOBBIX BO3MOXKHOCTEH 0a3 JaHHBIX apXHUBOB.
3aganus AJ151 CAMOCTOSITEJIbHOM PadoThlI.
1.Ananu3 caiita oprana ynpaBJieHHs apXUBHBIM JieJIoM cyObekTa PO.
2. IloaroroBka nokiana o 6azax JaHHBIX B apXHBaX.

Tema 5. TexnoTrpoHHble U iekTpoHHbIe apxuBbl (ITK-3)

Jlekuus.
TpeboBanusi k 00ecleUeHHIO COXPAHHOCTM U OPraHMU3allMM TEXHOTPOHHBIX JOKYMEHTOB. YCIIOBHUS
XpaHeHUus! TOKyMEHTOB Ha HeOyMa)kHbIX HocTensix. HopmaruBHble TpeOOBaHUS K XpaHEHUIO 3JIEKTPOHHBIX
JOKyMEHTOB Ha 000co0ieHHBIX HocuTensx. l[lonstue "3amemaromee ckanupoBanue". IloTeHrman
OJTOKYCHH-PEIICHUH.

IIpakTnyeckoe 3aHsATHE.
CxaHupoBaHME JOKYMEHTOB.

3aganus 1J151 CAMOCTOSITEJIbHOM PadoThlI.
[ToaroroBka K MpakTHUYECKOMY 3aHATHIO.

Tema 6. DuexTpoHHbIil apxus opranuzanuu (ITK-3)
Jlexknus.

@OyHKIUHN U BUJBI SIEKTPOHHBIX apXUBOB. OCOOCHHOCTH CHUCTEM 3JIEKTPOHHBIX apXUBOB. DTaIlbl CO3aHUS
SNIEKTPOHHOTO apXMBa. YUACTHHUKH PBIHKA AIIEKTPOHHBIX apXxuBoB B Poccum. IIporpammuoe obGecnieueHue
IV CO3JaHMsI SJIEKTPOHHBIX apXWBOB opraHuzanuid. ObecneyeHne COXpaHHOCTH 3JEKTPOHHOTO apXHBa.
[Tnarpopma «LleHTp XpaHEHHUs HIEKTPOHHBIX JOKYMEHTOB.

IIpakTH4eckoe 3aHATHE.

1. [TpomyKThI 7151 cO3AaHMS IEKTPOHHBIX apXUBOB Kommanuu DocsVision.

2. IIpomyKThI 1151 cO3aaHMs 3IEKTPOHHBIX apxuBoB komnanuu D0OC.

3. OO6opynoBaHue 151 CO3AaHUS IEKTPOHHBIX apXUBOB GUPM «DJIEKTPOHHBIN ApxuBy, [Tupwr,
Canon, Kodak.

4. OnbIT co3anus IEKTPOHHBIX apXUBOB B Poccum u 3a pyOekoM.

3agaHus AJ51 CAMOCTOSITEILHOI padoThI.
[ToaroroBka Kk ceMuHapy.

4. KoHTpO/Ib 3HAHUI 00yYAKOIIMXCS U THIIOBbIE OLIEHOYHbIE CPeACTBA
4.1. Pactipenenenue 6amios:
baniabHO-peHTHHTOBBIE MEPOTIPUSATHS HE MPETyCMOTPEHBI

4.2 TunoBsie OLIEHOYHBIE CPEACTBA TEKYIIIETO KOHTPOJIS
KounrtpoJsbHnasi padora
Tema 1. CoBpeMeHHBIE TEXHOJOTUU YIIPABICHUS TOKYMEHTaMU
Tumnossle BOIIPOCHI JJIs1 KOHTPOJILHBIX CPE30B

1. Urto Takoe mudpoBu3anys yrpapieHus?
2. Yro Takoe CO/1?



(98]

[IpuBenuTe npuMepsI IPOrpamMm JJIsd PErUCTPALMH TOKYMEHTOB.
4. Yro Takoe OJOKIEHH?

N

ITpusenute npumepst CO/I.
Omnpoc

Tema 3. ABromarmzanus JJOY
. udpoBuzanus yrnpasieHuUs.
. Paznmuamst Mex Iy omeparimoHHOM, MPOLIECCHOM U CTpaTeruniecKkoi TpanchopmMaiuei.
. TpeGoBanus nipu BeIOOpe npu BeiOOpe miardopmer COI/ECM.
. OcHoBHBIE C(hepbl BHEITHETO IEKTPOHHOTO B3aUMOICHCTBUSI.
. OcHOBHBIE BO3MO)XHOCTH aBTOMATH3alMU U UPPOBU3ALMH JOKYMEHTOO00POTA.

AN N kW -

. IIpoektupoBanue BHeApenus CO/,

pelleHne KOHTEKCTHBIX, CATYallMOHHBIX 32/1a4 (BbINnoJiHeHNe NPaKTHYeCKUX 3aaHMil)

Tema 1. CoBpeMEHHBIC TEXHOJIOTHH YIIPABJICHUS JOKYMEHTaMHU
TunoBbie KOHTEKCTHBIC, CUTYAITMOHHBIC 33]1a4H
Pemenne npaBoBbIx 3a1a4 ¢ ucnonbs3zoBanrueMm CIIC Koncynsrantllntoc.
[ToaroroBka Temarnyeckoro crnucka uctouHUKoB U3 CIIC Koncynsrantlntoc.
AHanu3 caiiTa roCyIlapcTBEHHOTO apXHBa.
[TonroroBka ma610HOB OJJaHKOB OpraHU3AIINH.

AN

PeFI/ICTpaI_II/IH AOKYMCHTOB: BXOAANIUX, UCXOAAIIUX, BHYTPCHHUX.
TecrupoBanue

Tema 2. Micnions30BaHNE TOKYMEHTAIbHBIX CHCTEM U 0a3 TaHHBIX B YIIPaBICHUU
1.Yto moxno Haiitu B CI1C Koncynsrantllmroc?
(!) mpaBoBbIe akThl PO
(?) mpaBOBBIE aKThI IPYTUX CTPAH
(!) HenelcTBYIONIME MPABOBbIE aKThl PO
(!) cTaThu U3 MEPUOTUYECKON TIeUaTH
2. Yro moxno Haiitu B CIIC KoncynsranTlInroc?
(!) KOMMeHTapuu U pa3bICHEHUSI K HOPMATUBHO-IIPABOBBIM aKTam
(!) bopMBI TOKYMEHTOB
(!) anamuTHYECKHE 0030PHI
(?) mpaBOBBIE aKTHI BCEX MyHULIMTIAILHBIX 00pa30BaHUI
3. Kakum o6pazom MmoxxHo BecTH nouck nHpopmanmu B CIIC KoncynprantlInoc?
(!) mo Buy nOKyMeHTa
(!) mo perucTpallmOHHOMY HOMEPY JTOKyMEHTa
(!) mo Ha3BaHHUIO OpraHa, MIPUHABLIETO JOKYMEHT
(?) mo reorpaduaeckoMy pHU3HAKY
4. Kakum o6pazom MoxHO BecTH nouck napopmanuu B CI1IC KoncynsrantlLimoc?
(!) Mo Ha3BaHMIO TOKYMEHTA
(!) mo KJIFOYEBBIM CIIOBaAM
(!) mo mare mpuHATHUS
(?) mo reorpauyeckoMy MpU3HAKY
5. Jns wero ucnonb3yrores 3aknaaku B CIIC Koncynsrantlntoc?
(!) uTOOBI OTMEUaTh J1t00bIe (PAarMEeHTHI TEKCTA JOKYMEHTA U COXPAHITh CBOM KOMMEHTAPHH

10



11
(?) uTOoOBI OTMEUaTh (PPrMEHTHI TEKCTA U BBIACIATH UX IPYTUM I[BETOM
(?) yTOOBI KOTTUPOBATH IOKYMEHT
(?) 4TOOBI COXpPaHATh JOKYMEHT
6. Kakoit Tunt cuctem Koncynerantlntoc paccuntan Ha Heckonbko 11K, HO ¢ moctynom o ouepeaun?
(!) ceTeBbIEe OIHOMOIL30BATEIILCKHE,
(?) noxanpHBIC
(?) ceTeBBIC MHOTOTIOJIB30BATEILCKUE
7. Yto Takoe KomnproTepHas cripaBoyHas MmpaBoBasi cucrema’?

(!) mporpaMMHBII KOMITJIEKC, BKIIOUAIOMINK B ce0s1 MacCUB MPaBOBOI MH(OpMAIIUK U IPOTPaMMHBIE
MHCTPYMEHTBHI, TO3BOJISIOIINE CIIEHUAINCTY paboTaTh C 3TUM MAaCCUBOM MH(OpMaIu

(?) COBOKYIMHOCTH IPABOBBIX aKTOB

(?) mporpaMMHBIN KOMILTEKC, OOBEAMHSIONMINN CBEICHUS O TIPABOBBIX aKTaX U HAyYHOU MH(OpMAIUn
IOPUINYECKON HAIPaBICHHOCTH

8. B ueMm cyth pazpadotku "KoncynsrantlIntoc: Texnomorus TOIT"?

(1)OHa no3BoJsieT HaCTPOUTh CUCTEMY I0J1 33/1a4H CIEI[UATUCTOB.

(?) Omna sBnETCS Y3KOCTICITUATU3UPOBAHHOM (/151 FOPUCTOB) U TIJIATHOM.

(?) Ona npeaHa3zHavyeHa JJIsl TOTI-MEHEIKEPOB.

9. Kakoe yTBepxaeHue BEPHO?

(1) cucrema «KoncynbranT [Imroc» conepKUT pETPOCIEKTUBY PENAKIIMNA BCEX U3MEHEHHBIX JOKYMEHTOB
(?) cucrema «KoncynsranT [limtoc» He npepocTaBiseT JOCTYI K peJakUsIM U3MEHEHHBIX T0KyMEHTOB
(?) cucrema «KoncynbranT I11r0C» COOEPKUT TOJIBKO MOCIEIHUE PEAAKIIUN TOKYMEHTOB

10. B xakoMm paznene CIIC MOXHO HallTH aapeca HOTapUyCOB?

(?)AHanuTHYECKHE 0030

(?) Konmexcnr

(1)CnpaBounast uapopmanus

(?) IIpecca u kHUTH

Tema 3. ABromaruzanus JJOY
1. K xakomy Buay Tpancgopmanui oTHocuTcs BHeaApeHre COJ] BMecTo TpaIuIIMOHHON KaHLIEISpUu?
(?) oneparmonHas
(!) mpoueccHas
(?) crparernueckas
2. BeiOepuTe BepHBIE YTBEPKIACHUS:
(1) "Kopobounoe» pemenne COJ] He moMokeT TpaHCHOPMHUPOBATH OTIEPAIIMOHHYIO MOJIEITb

(1) IIpoueccHas Tpanchopmaryst — uaeanbHas mousa A npuMeHeHus miargopmsl CIJ1 u nomydyeHus
MaKCUMaJTHHOTO YKOHOMUYECKOTO A deKTa.

(?) DxoHomuueckoro 3¢ dexra ot mpumeHneHus: COJ] OBITH HE MOXKET.
3. BeiOepute BepHbIC yTBEPXKACHHUS 00 aBTOMATH3AI[UH JIOKYMEHTAIIMOHHOTO 00CCIICUCHUS YIIPABICHHUS

(!) Ha ocHoBe popmann3oBaHHOM, CTPYKTYpPUPOBaHHON MH(POPMAIIH B COCTaBE HHPOPMAITMOHHON
CHCTEMBbI BO3MO)KHA aBTOMAaTHYeCKasi TeHepalys KOHKPETHBIX BUI0B JIOKYMEHTOB (COOOILIECHHIA).

(1) B CO1 mpumenstoTcs mabIOHBI C TUIIOBBIMH 3JIEMEHTaMU 0()OPMIICHUS TOKYMEHTOB.

(?) CO/] He umeeT HUYETO OOIIETO C TPATUITMOHHBIMH TEXHOJIOTHSIMU JCIIOMPOU3BOJICTBA.

4. B kakux omeparusix JeKTPOHHOTO JOKyMEHTOO00pOTa ydacTue YejaoBeka He Tpedyercs?
(1) yuer

(!) cocTaBneHue CTaTUCTUYECKUX OTUETOB

(?) cornmacoBanmue

5. C dero nomxHO HaYMHaThCs BHeApenue CIJ1?

(!) onmpeneneHue 3a1a4n ¥ ypOBHEHW aBTOMAaTH3aIlUN

(?) 3aKkymka mporpaMMHOTO 0OeCTICYCHHUS



(?) ckaHUpOBaHUE TOKYMEHTOB

6. Kakne CO]] pa3paboransr Ha 6aze CYB/1?
(V) I'pan-/ox

(1) Aeno

(1) DIRECTUM

(?) Bce COJ1

7. Kakue cuctemsl pa3paboTaHbl ¢ HCIIONb30BaHUEM TexHonoruii LotusNotes?
(1) "BOCC-Pedepent"

(7) Heno

(1) CompanyMedia

8. B uem cyTtb 00me0cTynHOrO 0bnaka?

(!) mocTaBImUK yCIayT pa3MenaeT pecypchl Ha CBOSH TEPPUTOPHUHU, HO K HUIM MOTYT TOJIyYUTh TOCTYII
KOMIIaHUH U3 JTI000T0 MecTa B JII000 MOMEHT BPEMEHH

(?) mocTaBIIMK YCIyT pa3MeliaeT pecypchl Ha CBOEH TEPPUTOPHH, U OHU CTAHOBSITCS TOCTYITHBI BCEM
KEJAIoLUM

(?) mocTaBMIMK HE TapaHTHUPYET obecTieueHne KOHPUIECHITNATLHOCTH HH(OpMAITIH
9. Kakoe yTBepKI€HNE BEPHO?

(1) JlokanbHbIe pecypchl pa3BepThiBatoTcs B UT-uHbpacTpykType npeanpusaTus (BHyTpH KOMIIAHUH) B
JIOKAJIBHOM cperie.

(?) OGnaynbie BRIYMUCICHUS JOCTYITHBI B HECKOJIBKUX THIAX, BKJIFOUAs OOIIEIOCTYITHOE 00JIaKO U 3aKPHITOE
o0nako.

(?) CTOMMOCTD JTOKaJIBHOTO PEIICHUS BCET/Ia 3HAYUTEIHLHO HIDKE 001a4HOTO.
10. Kakue mopenu yaudukanuu COJ1 cymiecTByIOT Ha JaHHOM 3Tare B Mupe?
(1) mpenmonararomias SKCIUTyaTaruio pa3Heix permenuit s COJ]

(!) mpennonararomas co3gaHue €AUMHOTO 0OJAYHOTO XPAHWIIMIIA AIEKTPOHHBIX JOKYMEHTOB BCEX OPTaHOB
BJIACTH HAa OCHOBE UCHOJIb30BaHMs equHoro 10

(?) yaudpurmmpytromas [10 Bcex opranu3zaiuii, BKIO4Yasi KOMMEpUYECKHE.

Tema 6. DNEKTPOHHBIN apXUB OpraHU3aLUU
1. Kakue yTBepkIeHHUs O CKAaHUPOBAHUM APXUBHBIX IOKYMEHTOB BEPHBI?
(1) OcHOoBHOE NpeHA3HAUEHUE TPOEKIIMOHHOIO CKaHEpa — CKAHWPOBAHNE KHUT B TOJICTBIX IEpeIlIeTax
(1) st ckaHUpOBaHUS apXUBHBIX JTOKYMEHTOB PEKOMEHIyETCS UCIIOIB30BaTh MPOECKIIMOHHbIE CKAaHEPHI
(?) Ans ckaHUpOBaHUs JOKYMEHTOB JOCTATOYHO PyYHOI'O CKaHepa
2. Kakue yTBEepKIECHHS O CKAHUPOBAHUM JJOKYMEHTOB B apXMBAaX OpPraHU3aI[Mi BEpHbI?
(!) CkanupoBaHUe TIO3BOJISIET OCBOOOANTH APXHUBHBIE TIOIIA TN
() CxanupoBanue o0erdaeT TaJbHEUIINN TOUCK TOKYMEHTOB.
(?) CxannpoBaTh MOXKHO TOJIBKO HanOoJee IIeHHbIE JJOKYMEHTHI |
3. Kakue dhopmarbsl peKOMEHIYIOTCS 11 OIM(PPOBAHHBIX TPAPUISCKUX JOKYMEHTOB?
() JPEG
(1) TIFF
(?) PDF
4. Kakue cnocoObl UCHOJB3YIOTCS JUIsl CO3[aHUS JOJTOBEYHBIX KOMHM JOKYMEHTOB Ha HEOyMa)KHOM
HOocuTene?
() boToxonmupoBaHue
(!) ckannpoBaHue
(?) kcepokoMpOBaHUE
5. J1ast XpaHeHHsI KaKUX JIOKYMEHTOB HanbOosee noaxonut gopmar PDF?
(!) TekcToBBIE
(!) mpe3enranuu
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(?) BUI€OTOKYMEHTBI
6. Kakue HOCUTETN PEKOMEHIYIOTCS IIsl XpaHEHHsI apXUBHBIX TOKYMEHTOB, TOMUMO Oymaru?
(1) CD-nucku
(1) mneHkn
(?) xacceTsl
7.Kakue BbICKa3bIBaHUS 00 PJIEKTPOHHBIX JIOKYMEHTAX BEPHBI?
(1) HudpoBuzanus npeamnogaraeT UCIOIb30BaHUE 0€30yMaXXHBIX TEXHOJIOTHIA JOKyMEHTO00O0pOTA.

(1) Tompko B 2MeKTpOHHOUW (HOpME PEKOMEHIIYETCS XpaHUTh T€ JOKYMEHTHI, Y KOTOPBIX HEOONBIIONH CPOK
XpaHCHHS

(?) Bce co3naBaemMbie Ha COBPEMEHHOM JTare JOKYMEHTHI IOJDKHBI OBITh AJIEKTPOHHBIMU }

8. Kakue BbICKa3bIBaHUS 00 IEKTPOHHBIX JJOKYMEHTAX BEPHBI?

() OGnaynHble XpaHUIUIIA HE PEKOMEHAYETCSl MCIIOJIb30BaTh ISl XPAHEHHUS JOKYMEHTOB OIPaHUYEHHOTO
J0CTyTa.

(1) OuudpoBaHHbIE JOKYMEHTHI SIBJISIOTCS KOMUSMH, & HE OpUTHHAJIAMHU.

(?) ObnauHbIe XpaHUIIHUINA BETHBI

9. Kakue BbICKa3bIBaHUS O MPOTPAMMHOM 00€CTICYCHUN BEPHBI?

() Cucrembl 3JIEKTPOHHOTO JAOKYMEHTOOOOpPOTa MOTYT MOJAECPKUBATh (DYHKLMHU CO3/IaHUS SJIEKTPOHHBIX
apXH1BOB

(') Cucrtembl »3JIEKTPOHHBIX AapPXUBOB IMO3BOJSIOT OCYIIECTBIATh KOMIUIEKTOBAHUE 3JIEKTPOHHBIMHU
JOKYMEHTaMU U UX YHUUTOKECHUE

(? CucreMsbl 3IEKTPOHHBIX apXUBOB B Poccuy nmoka He cO3/1aHbl

10. K mporpaMMHOMY OO€CIIEUCHHIO, TTO3BOJISIFOIIIEMY CO3/1aBaTh AIEKTPOHHBIE apXUBBI, OTHOCATCS:
() ApxuBHOE €710

() ApxuBapuyc

(?) Upbuc

11. Kakue BbICKa3bIBaHUS BEPHBI?

(!) YacTp onnppoBaHHBIX JOKYMEHTOB MOXKHO YBUJIETh Ha CaliTaX rOCyJapCTBEHHBIX apXUBOB.
(1) dyist uTeHuss MUKPOKOTTMH HY>KHBIE CIIEIIMAIbHbIC YATAIbHBIE arnmnaparhkl.

(?) Ha caifrax rocygapCTBEHHBIX apXHBOB MPECTABIEHBI 3JIEKTPOHHBIE KOITUU BCEX IOKYMEHTOB
12. KakoBbI 0COOEHHOCTH OMHCEHN dJIEKTPOHHBIX JOKYMEHTOB?

(!) Yka3bIBaeTcst HE KOTUYECTBO JINCTOB B IOKYMEHTAaxX, a 00beM B MO

(1) K omnucu mpumararotcsi peecTpbl JOKYMEHTOB AJICKTPOHHOTO JIeiia

(?) Onuce He umeeT YHUDUIIUPOBAHHOW (HOPMBI M BBIIATUT MO-Pa3sHOMY B Pa3HBIX MH(OPMAIIMOHHBIX
CUCTEMAX

13. HPGI/IMYIJ_IGCTBOM HCIIOJIb30BAHUA JICKTPOHHBIX JOKYMCHTOB SABJIACTCA:

(1) 6omnee omepaTuBHAsI O CPAaBHEHUIO C OyMa)KHBIMHU JOKYMEHTaMH KOMITbIOTEpHAast 00paboTka
ANIEKTPOHHBIX JOKYMEHTOB

(?) yBenmu4yeHHE CPOKOB XpaHEHUS IOKyMEHTOB

(?) camxenune 3(ppeKTUBHOCTH TEXHOIOTUU PaOOTHI C JOKYMEHTAMH Ha Ka)XKJIOM y4acTKe
14. HegocTaTkoM MCIIOJIB30BAHUS SJIEKTPOHHBIX JOKYMEHTOM SIBIISIETCSA:

(!) HEMONTOBEYHOCTH XPAaHEHHUS 10 CPABHEHUIO ¢ OYMasKHBIMH IOKYMEHTaMU

(?) oTcyTCTBHE TEXHHUUECKHUX CPEJCTB AJISl IPOUTEHUS TOKyMEHTa

(?) HEBO3MOXHOCTh BHECEHUSI HECAHKIIMOHUPOBAHHBIX U3MEHEHUM

15. DnekTpoHHOE COOOIIEHNE COCTOUT H3:

(!) ampeca miIM HECKONIBKUX aJpecoB MOJTyyaTeseil; 3arojioBKa, COJePIKAIIEro CIIy:KeOHyI0 HH(OpMaIHIO;
TEKCTa

(!) Ipon3BOJILHOTO YKCIIa PEKBU3UTOB JOKYMEHTA
(?)anpeca UM HECKOJIBKUX aIpeCOB MOTyYaTesel, TEKCTa U Pe30JIFOLUN
16. IlogIMHHOCTD NEKTPOHHOIO JOKYMEHTA CUMTAETCS MTOATBEPKACHHOMN, €CIIN:
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(!) B pe3ysbTare BBIIOIHEHUS [10JIy4aTeNIEM MNIEKTPOHHOIO TOKYMEHTa IPOLEAYD, ITPELYCMOTPEHHBIX
cpenctBamu nposepku D111, ycTaHaBIuBaeTcss HEU3MEHHOCTD BCEX €T0 PEKBU3UTOB

(?) mpenocTaBnseTcst IyOnuKaT JOKyMEHTa Ha OyMa)XHOM HOCHTEJe

(?) aBTOp TOKYMEHTa IIPEJOCTABUT MOATBEPHKACHUE B BUJIE COMPOBOANUTENILHOTO MUChMa
17. OcHOBHOI1 MOCTABIIMK 00OPYIOBAHUS IS CO3AaHUS SJICKTPOHHBIX apXUBOB B Poccum:
() Koprioparus "OnexkTpoHHbIN ApXuB"

(?) Canon

(?) DnexTpoHHbIE OPUCHBIE CUCTEMBI

18. Jlns1 BeneHus: aBTOMaTU3MPOBAHHOTO TOCYIapCTBEHHOIO YUETa B TOCYJapCTBEHHBIX U MYHULIUIIATIbHBIX
apXMBaX UCIOJIb3YETCS:

(!) mporpammubIit KomIuieke "ApxuBHbIi GoHx"

(?7) Co "Heno"

(?) 1C: doxymeHTOOO0OpOT

19. Kakoe [10 moryT ucnonbs30BaTh rocyJapCcTBEHHbIE opranu3anuu B Poccun?

(1) BrimroueHHOC B EMHBIN peecTp POCCUHCKUX IPOTPaMM ISl SJICKTPOHHBIX BBIYUCIUTEIbHBIX MAIIUH U
0a3 JaHHBIX

(?) coznannoe He no3zanee 2022 roma

(?) TO, KOTOpPOE OMPEACIICHO PETUOHATIBLHBIM 3aKOHOAATEIHCTBOM
20. /Ing 4ero MOTYT MCIIOTIb30BAThCS OIOKYCHH-pereHns?

(1) st BemeHuu JI0OBIX PEeCTPOB, PETUCTPOB, KATACTPOB

(?) nug XpaHeHUs! apXUBHBIX JOKYMEHTOB

(?) nst co3manust KOPIMOPATUBHBIX MOPTAJIOB

4.3 IIpomexxyTouHast aTTECTAIMSA 110 AUCIUIUIMHE MPOBOIUTCS B JopMe 3adeTa, IK3aMeHa

Tunosbie Bonpocsl 3auera (ITK-3)
1. CnpaBoyHBI€ MPABOBBIE CUCTEMBI M X TPUMEHEHHUE B MPOLIECCaX YIIPABICHUSI.
2. CIIC Koncynpbrantlntoc.
3. LludpoBuzanus ynpasieHHs.
4. DNEeKTPOHHBIN JOKYMEHTOOOOPOT.
5. Tpe6oBanus xk CI/I.

Tunosble 3axanus s 3a4era (IIK-3)
Pemenune nmpaBoBbix 3amau ¢ ucnonbs3oBanueM CIIC KoncynprantlLtoc.

Tunosblie Bonpocskl 3xk3amena (ITK-3)
Wudopmaruzanms apXxuBHOTO J1ea.
ITpencraBnenue MHGOpPMALMK apXUBa U apXUBHOIO opraHa B ceTu VIHTepHeT.
[{eHTpanu30BaHHbIN TOCYJAPCTBEHHBIN YYET APXUBHBIX JIOKYMEHTOB.
XpaHeHHE NIEKTPOHHBIX JOKYMEHTOB B OpraHU3aliu.

AN

OJNEKTPOHHBIN apXUB OpraHU3aL1H.

Tunosble 3aganusa s 3k3amena (IIK-3)
Pemenue npaBoBbIx 3a1a4 ¢ ucnoias3zoBanreMm CIIC KoncynsranTlnroc.
AHanu3 caiiTa rocy1apCTBEHHOTO apXuBa.
[TonroroBka mabi10HOB OTAHKOB OPTaHHU3AIIHH.
[ToaroroBka pacnopsiAUTENHHOTO JOKYMEHTA Ha OCHOBE I1a0JI0Ha.

A

Perucrpanus 10KyMEHTOB.



4.4. llIkana oueHMBaHUS TPOMEKYTOUHOM aTTeCTALMKI

3auer

Onenka

Kommnerenmu

Heckpuntops! (ypOBHH) — OCHOBHBIE TIPU3HAKH OCBOCHUS (ITOKA3aTeNn
JTOCTHKCHHUSI pE3yJIbTaTa)

«Ba4YTCHO»

I1K-3

B memom wucnons3yer 3HaHME BUIOB U CTPYKTYphl CHCTEM
AIIEKTPOHHOTO JOKYMEHTOOOOpOoTa B MpOLIECCe WX BHEAPEHHUS B
JesITeIbHOCTh OPraHu3alun

«HEC 3a4YTCHO»

[IK-3

He ucnonb3yer 3HaHMe BUIOB U CTPYKTYpPBI CUCTEM JJIEKTPOHHOIO
JOKyMEHTOO00OpOTa B TMpOLECCe MX BHEAPEHHS B JAEATEIbHOCTD

OpraHu3alu

DK3aMeH

Jeckpuntops! (ypOBHN) — OCHOBHBIC PU3HAKKA OCBOCHUS (TIOKa3aTeIH

Komnerenuun
TOCTYKCHHSI pe3YJIbTaTa)

Orenka

I1K-3 Ha BbICOKOM ypOBHE UCIIOJIB3YET 3HAHUE BUIOB U CTPYKTYPbI CUCTEM
ANIEKTPOHHOTO JTOKYMEHTOOOOpOTa B TpOILecCe UX BHEIAPEHUS B

ACATCIIbBHOCTD OpPraHu3aluu

«OTIIMYHO»

IIK-3 Ha noctarouHo BBICOKOM YpOBHE HCIONb3YeT 3HAHHUE BHUAOB H
CTPYKTYPBl CHCTEM 3JIEKTPOHHOTO JAOKYMEHTOOOOpOTa B Mpolecce

HUX BHCAPCHUA B ACATCIbHOCTh OpraHnu3alun

«Xopommo»

IK-3 B menom wucnonb3dyer 3HaHME BHIOB M CTPYKTYpPhl CHCTEM
ANIEKTPOHHOTO JTOKYMEHTOOOOpOTa B TpOILecCe UX BHEIAPEHUS B

ACATCIIbBHOCTD OpPraHu3anuu

«YIOBIETBOPUTEIHHOY

I1K-3 He ucnonb3yer 3HaHHe BUIOB U CTPYKTYPBI CHUCTEM 3JIEKTPOHHOTO
JOKYMEHTOO00OpOTa B TMpollecCe MX BHEIPEHHS B JEATEIbHOCTH

OpraHu3aINH

«HCYAOBJICTBOPUTCIILHO»

5. Metoanueckue yKkazaHus JJisi 00y4al0UUXCsl IO OCBOEHHM IO TMCIUILIMHBI (MOXYJIA)

5.1 Meroauueckue yKa3aHus IO OPraHU3alUN CaMOCTOSITEIbHOM paboThl 00yUYaromUXCs:

[Tpuctynas x M3y4EHUIO AMCLUIUIMHBI, B NEPBYIO odepelb OOydarolMMcs HEOOXOIUMO O3HAKOMMTBCS
comepkanreM padoueii mporpammbl aucturumabl (PIT[]), koTopas ompenensieT comaepskaHue, oObem, a
TaKXKe MMOPAJO0K N3yUeHHsI U IIPENoAaBaHus yueOHON AUCIUILINHBI, €€ Pa3/elia, YacTH.

Jlnist caMOCTOSTENbHON pabOThl BAKHOE 3HaUECHUE UMEIOT paszieibl «O0beM U copepikaHue TUCIUILTHHBDY,
«Y4eOHO-MeToauuecKkoe U HH(popMaIlMoHHOE 00ecIedeHne TUCIUILTMHBD U «MarepruanbHO-TEXHUIECKOe
o0ecriedeHre TUCIUILINHEI, IPOrpaMMHOE obecrieueHue, mpodeccHoHaIbHbIe 0a3bl TaHHBIX U
MH(POPMALMOHHBIE CIIPABOYHBIC CUCTEMBI.

B pasgene «O0beM U conepkaHWe IUCIMIUIMHBD) YKa3bIBAIOTCS BCE pasfelibl M TEMbl H3y4aeMoil
JTMCLUIUIMHBIL, @ TAKXKEe BUJbI 3aHATHH U TNIAHUPYEMBI 00bEM B aKaJeMHUYECKUX Yacax.

B pasgene «YuebHO-MeTommyeckoe W HMH(OpMAIMOHHOE oOecreueHre AUCHUIUIMHBDY —yKa3aHa
pPEKOMEHIyeMasi OCHOBHAs M IOTIOJTHUTEIbHAS JTUTEPATYPA.

B pasgene «MarepuaabHO-TEXHUYECKOE oOOECIeYeHne IUCLUUIUIMHBL, MPOrpaMMHOE OOecCIeyYeHue,
npodeccruoHabHble 0a3bl JaHHBIX U MH()OPMAIOHHBIE CIPABOYHBIC CHUCTEMBD» COAEPKUTCS MEpeueHb
npo¢eCCHOHANIBHBIX 0a3 TaHHBIX U MH()OPMAIIMOHHBIX CIPABOYHBIX CHCTEM, HEOOXOAUMBIX Il OCBOCHUS
JTUCUUTUIAHBL.

5.2 Pexomennaruu o0y4aromumcs 1o padbore ¢ TeOpeTHUECKUMHU MaTepHallaMu 110 TUCIUILIIMHE

[Tpu n3yuennu u npopaboTKe TEOPETUUECKOTO MaTepraia HeoOX0IUMO:

- IPOCMOTPETH €IlIe pa3 npe3eHTaluo Jekuuu B cucteMe MOODLe, noBTOpUTh 3aKOHCIIEKTUPOBaHHBIN Ha
JCKIIMOHHOM 3aHSATHM Marepuajg M JOMOJHHUTh €ro € Yy4YeTOM PEKOMEHIOBAHHOW JIOMOJIHUTEIbHOM

JIUTEPaTypsl;
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- IIPU CAMOCTOATEILHOM U3YYEHUH TEOPETUYECKONW TEMBI CAENATh KOHCIIEKT, UCIIOJIb3Yysl PEKOMEH/I0BAaHHbIE
B PIT/] ucrounuku, npodeccuoHanbHbie 0a3bl JAHHBIX U HHPOPMALIMOHHBIE CIIPABOYHbBIE CUCTEMBI:

- OTBETUTH HA BOIIPOCHI JJIsi CAMOCTOSATEIILHON PabOTHI, 10 TeMe MpeAcTaBIeHHbIe B myHKTe 3.2 PI1/I.

- TP MOATOTOBKE K TEKYILIEMY KOHTPOJIIO UCIIOIb30BaTh MaTepuaibl (poHna oueHouHbix cpeacts (POC).
5.3 Pexomennaruu 1o pabore ¢ Hay4HOU U yueOHOM IuTepaTypoit

PaGota ¢ OCHOBHOW M JOTOJHUTEIBHOW JIUTEPATYpPOM SIBISICTCS TJIaBHOM (OPMON CaMOCTOSTEIBHOU
paboTel U HeoOXoAMMa MPU TMOATOTOBKE K YCTHOMY OMNPOCY Ha CEMUHApCKUX 3aHATHAX, K Jebaram,
TECTUPOBaHHUIO, dK3aMeHy. OHa BKIIOYAaeT NMPOpPabOTKy JIEKIIMOHHOTO Marepuaja U PEKOMEHIOBAaHHBIX
HMCTOYHUKOB U JINTEPATYPHI 10 TEMATUKE JICKIIUN.

Koncnekr nekuuu 1omkeH coaepxarb pedepaTuBHy 0 3alIMCh OCHOBHBIX BOIIPOCOB JIEKIIMH, B TOM YHCIIE C
onopoii Ha paszMemieHHble B cucteMe MOODLe mpe3eHTany, OCHOBHBIX MCTOYHUKOB W JIUTEPATYpbl IO
Te€MaM, BBIBOJIbI MO KaXKIOMY Bompocy. KoHCIEKT MOXeT ObITh BBHIMOJIHEH B paMKaX pacleyaTKd BbLAAYH
MIPE3CHTAIMI JIEKIINI WKW B OTAEIbHOW TeTpanu mo mpeamery. OH JOKEH OBITh aKKypaTHBIM, XOPOIIO
YUTAeMbIM, HE COJIEPKaTh HE OTHOCAIIYIOCS K TeMe HH(OPMAIIMIO UIH PUCYHKH.

KoHcnekTsl Hay4yHON JIHUTEpaTyphl MPU CAMOCTOATENBHOM MOATOTOBKE K 3aHATHUAM JOJKHBI COAEPKaTh
OTBEThl HAa Kbl TMOCTaBIEHHBIH B TEME BOIPOC, MMETh CCBUIKY Ha MCTOYHUK HHYOpPMALUU C
00si3aTeNIbHBIM yKa3aHUEM aBTOpa, Ha3BaHUS U rofla M3JaHMsl HMCHOJIb3yeMOIl HaydyHOH JHUTepaTyphl.
Koncniekt MoOXeT OBbITh OMOPHBIM (COXEP)KaTh JIMIIb OCHOBHBIE KIIIOUEBBIE IO3UIIMK), HO TPU 3TOM
MO3BOJIIONIMM JaTh TIOJHBIA OTBET IO BOMPOCY, MOXET ObITh NOAPOOHBIM. OOBEM KOHCIEKTa
ONPENEISETCS CAMUM CTYIEHTOM.

B nporniecce paGoThl ¢ OCHOBHOM M JIOTIOJHUTENBHOM JTUTEPATypOl CTYACHT MOXKET:

- JenaTh 3allMCU IO XOIy YTEHHSA B BHJIE NMPOCTOr0 WJIM pPa3BEPHYTOro IIaHa (co3gaBaTh INEpEUYEHb
OCHOBHBIX BOIPOCOB, PACCMOTPEHHBIX B UCTOUHHKE);

- COCTaBJIATHh TE3UCHl (LUTHpPOBaHHE HamOOIee BaXKHBIX MECT CTaTbd MM MOHOTpaduu, KOPOTKOE
U3JI0KEHHE OCHOBHBIX MBICJICH aBTOpa);

- TOTOBUTDH aHHOTAITUH (KpaTKoe 0000IIeHHE OCHOBHBIX BOIIPOCOB PadOTHI);

- co37/aBaTh KOHCIIEKTHI (pa3BEPHYTHIE TE3HUCHI).

5.4. PexoMeH1alilny 110 OATOTOBKE K OTJEIBHBIM 33JJaHUSAM TEKYILEro KOHTPOJIS

ColecenoBanue TpeAnonaraeT OpraHU3aluio Oecelbl IMpernojaBaTesss cO CTYIEHTaMH IO BOIpPOCaM
MPAKTUYECKOTO 3aHATUS C LENbl0 0ojiee OOCTOATENBHOTO BBISBICHUS MX 3HAHUN MO ONpEACICHHOMY
paszmeny, Teme, mpoOieme M T.II. Bce uieHBl Tpynmbl MOTYT y4YacTBOBaTb B OOCYXKICHHH, 100aBIATH
MH(POPMALIUIO, TUCKYTUPOBATh, 331aBaTh BOIPOCH! U T.1.

VYCTHBIE ONMPOC MOXKET TNPUMEHATHCS B pasinyHbIX (opmax: (POHTANbHBIA, WHAWBUIYAIbHBIH,
KOMOMHUPOBaHHbII. OCHOBHBIE KaU€CTBA YCTHOTO OTBETA MOJIIEXKAILETO OICHKE:

- IPaBUJIBHOCTH OTBETA 110 COZIEPIKAHHUIO;

- IOJIHOTA U TITyOMHA OTBETA;

- CO3HATEJIbHOCTh OTBETA;

- JIOTHKA U3JI0’KEHUSI MaTepuana;

- PallMOHAIBLHOCTH MCTIONB30BAHHBIX IIPUEMOB U CIIOCOOOB PELIeHNs TOCTAaBICHHON yueOHOil 3a1auu;

- CBOEBPEMEHHOCTh U 3((HEKTUBHOCTH UCIOIH30BaHUS HAMISAIHBIX MOCOOHMM U TEXHUYECKUX CPEACTB MpHU
OTBETE;

- HCTIOJIb30BaHUE JOTOJHUTEIBHOIO MaTEpUaa;

- pPalMOHAJIBHOCTD UCIIOJIB30BAaHUS BPEMEHH, OTBEJICHHOIO Ha 3a/1aHNE.

YCTHBIM ONPOC MOXKET COMPOBOXKAATHCS MPE3ECHTALMEH, KOTOpas MOATOTABIMBACTCA IO OAHOMY U3
BOIPOCOB MPAKTUUECKOro 3aHATHs. [Ipy BBICTYIUIEHHH C Mpe3eHTaluell HeoOXxonuMo oOpaliaTe BHUMaHKUE
Ha TaKM€ MOMEHTHI KaK:

- COJEp)KaHUE TMPE3CHTALUU: aKTyaJlbHOCTb TEMBI, IOJIHOTA €€ PACKPBITHSA, CMBICIOBOE COAEP)KAHUE,
COOTBETCTBHE 3asIBICHHON TEMBI COJIEPKAHHUIO, COOTBETCTBHE METOAMYECKUM TPEOOBAaHUAM (IIETTH. CCHUIKU
Ha PECYPCBl. COOTBETCTBUE COAECPXAHUS U JIMTEPATyphl), IpaKTUUECKass HApPaBICHHOCTb, COOTBETCTBUE
CoZiepKaHus 3asiBICHHON (opMe, aleKBaTHOCTb UCIIOJIb30BaHUS TEXHHUUECKUX CPEJCTB yUEOHBIM 3a1adam,
IIOCJIEJOBATENBHOCTD U JIOTUYHOCTD IIPE3EHTYEMOT0 MaTepHara;
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- odopmiieHHE Tpe3eHTalMu: 00beM (ONTUMAIbHOE KOJIMYECTBO), IM3aiH (YMUTaeMOCTb, HAJIWYHE WU
COOTBETCTBHE TpapUKd W aHUMAIMM, 3BYKOBOE OQOpMIICHHE, CTPYKTYypUpOBaHHE HWH(POpPMALUH,
COOTBETCTBHE 3asBJICHHBIM TpPEOOBAHUSIM), OPUIHHAIBHOCTH OGOPMIICHHS, 3CTETHKA, HCIIOJIb30BaHHUE
BO3MO)KHOCTH ITPOTPaAaMMHOI Cpe/ibl, COOTBETCTBHE CTaHIapTaM 0(hOpMIICHUS;

- IMYHOCTHBIC Ka4eCTBa: OPATOPCKUE CIIOCOOHOCTH. COOMIONEHHE PErIaMEeHTa, SMOLMOHAIBHOCTD, YMEHHE
OTBETHTb Ha BOIPOCHI, CHCTEMAaTU3UPOBAHHBIE, TITyOOKHE 1 TIOIHbIE 3HAHUS 110 BCEM pa3JiesiaM IpOrpaMMBbl:
- COIep)KaHHE BBICTYIUICHUS: JIOTMYHOCTh H3JIOKEHUS Marepuasna, pacKpbITHE TEeMbl, JOCTYIHOCTb
u3noxkeHus, dPpdexTuBHOCT npuMeHeHus cpeactB  WKT, cmocoObl W  yCIOBHS  JTOCTHIKECHHUS
PE3yABTaTUBHOCTH M I(PGEKTUBHOCTH AJIsS BBIOTHEHUS 3a/ad CcBOed MpodeccHoHaTbHOW WU yueOHOU
JeSITeIbHOCTH, J0KA3aTeIbHOCTh NMPUHUMAEMBIX PELICHUH, YMEHHE apryMEHTHUPOBATh CBOM 3aKJIIOUYCHUS,
BBIBOJIBI.

6. YueOHO-MeTOnM4YecKoe 1 HHPOPMALIMOHHOE o0ecriedeHre JUCHUITTHHbI

6.1 OcHoBHas UTEpaTYypa:

1. Konugpamosa, T. B., Kynses, H. H., TepentseBa, E. B., ®abpuunoB, A. I. NuHpopmanmoHHbIe
TEXHOJIOTMH B JJOKYMEHTAI[MOHHOM OO€CIICUCHUHYIIPABICHUS U apXUBHOM Jelie : Y4eOHUK JUIsl BYy3O0B. -
2021-09-20; MadopManiMoOHHbIE TEXHOJOTUH B JIOKYMEHTAIIMOHHOM 00€CTICUCHUUYIIPABICHUS U apXHUBHOM
nene. - Mocksa: Jloroc, 2016. - 408 c. - Tekct : snmekrponusii // IPR BOOKS [caiit]. - URL:
http://www.iprbookshop.ru/70714.html

6.2 JlonosHUTENBHAS IUTEpATYpA:

1. Marsim C. A. HHdopmannoHHBIE TEXHOJOTMM YHpaBICHUS :@ Kypc Jnekuuil. - Mocksa|bepnun:
Hupext-Menua, 2014. - 537 c. - Tekct : snextponHbIil // OBC «YHuBepcuterckas OMOMMOTEKa OHIIANH»
[caiiT]. - URL: http://biblioclub.ru/index.php?page=book&id=298184

2. I'punbepr, A. C., Topbauer, H. H., bonnapenko, A. C. MadopmanrioHHbIe TEXHOJOTHH yIPABICHUS :
yueOHuk. - 2020-10-10; MadopmanmonHbie TexHojaoruu yrpasieHus. - Mocksa: IOHUTU-JIAHA, 2012. -
479 c. - Tekct : anexkrponHsiii // IPR BOOKS [caiit]. - URL: http://www.iprbookshop.ru/10518.html

6.3 VHbpIe NICTOUHMKMU:
1. Poccwuiickas HanmoHanbHas Oubnuoreka - http://www.nlr.ru/

7. MaTepuaibHO-TeXHHYECKOe o0ecnedeHue T CHUILIMHBI, IPOrPpaMMHOe odecrieveHne,
npodeccuoHaIbHbIE 0a3bI JAHHBIX U HHPOPMAIIMOHHBbIE CTIPABOYHbIE CHCTEMbI

I[JIH MMPOBCACHUA 3aHATHN 110 JUCHUITIINHE HGOGXO,Z[I/IMO CJICAYIOIICC MAaTCpUAJIbHO-TCXHUYCCKOC
OGCCHC‘-IGHI/ICZ yqe6HHe ayauToOpruun Jid TIPOBCACHUA 3aHATUN JICKIUOHHOI'O M CCMHUHAPCKOT0 THIIA,
IPYIIIOBbIX M HHIUBHUIYaJIbHBIX KOHCYJIBTALMM, TEKYyLIEr0 KOHTPOJIA M IIPOMEXKYTOYHOM arrecTalud,
IIOMCIICHUSA OJIs1 CaMOCTOSITEIILHOU pa6OTI:I.

VY4eOHble ayTUTOPUN U MIOMELICHHUS ISl CAMOCTOSTEIbHON pabOThl YKOMIUIEKTOBAHBI CHICIIMATIM3UPOBAHHOM
MeOeNbl0 U TEXHUYECKUMHU CPEACTBAMH 00yUeHHUsI, CITy>KalllMMU JJIsl TIPEACTaBIeHUs yueOHoM nHpopManuu
OO0JIBIION ayTUTOPHH.

[TomereHus: A1 CaMOCTOSITEIbHON PabOThl YKOMITJIEKTOBAHBI KOMIIBIOTEPHOW TEXHUKOM C BO3MOXKHOCTBIO
MOAKITFOYEHHUS K ceTn "UnTepuer” u obecrieueHreM JloCTyna B AIEKTPOHHYIO
HH(pOPMAITMOHHO-00pa30BaTEILHYIO CPENy YHUBEPCUTETA.

Jlnst mpoBeieHusl 3aHATHI JICKIIMOHHOTO THIIA UCTIONB3YIOTCS HA0OPBI IEMOHCTPAILIMOHHOTO 000PYI0BaHUS,
o0ecreYnBarole TEMaTHYECKHE WILTIOCTPAIH (TIPOEKTOP, HOYTOYK, SKpaH/ MHTEPaKTUBHAS JOCKA).

Jlunien3nonHoe U cBOOOJHO paclpoCTpaHsIeMOe MPOrpaMMHOE 0OecTiedeHHe:
Onepanmonnas cucrema Microsoft Windows XP SP3
Omneparnmonnas cuctema "Anst O6pazoBanue"

Kaspersky Endpoint Security ans OusHeca - Cranmaptasiii Russian Edition. 1500-2499 Node 1 year
Educational Renewal Licence



18
Adobe Photoshop CS3
1C: Ilpennpusitue 8
OneKTpOoHHBIN nepuoanyeckuii cnpaBoyHuk "Cucrema TAPAHT"
IBM SPSS Statistics 20
ABBYY FineReader 8.0 Professional Edition
CorelDRAW Graphics Suite X3
JEJIO-npeanpusitue
ApXUBHOE A€J0
eDocLib
EOS for SharePoint
Koncynsrant Ilmtoc

ITpodeccronanbhpie 6a3bl JaHHBIX U UHPOPMAITMOHHBIE CIIPABOYHBIE CUCTEMBI:
1. Lndposoii obpazoBarensHbiil pecypc IPR SMART. — URL: http://www.iprbookshop.ru

2. KoHncynpranT ctymeHta. ['ymaHuTapHble HayKd: 3JICKTPOHHO-OMOMuoreuHas cucrema. — URL:
https://www.studentlibrary.ru

3. ObC «KoHCyNnbTaHT CTyIeHTa»: KOUIeKUMH: MenuiuHa. 31paBooXpaHeHue. ['yMaHU-TapHble HayKH
(xomrext Tam6oBckoro I'Y) . — URL: http://www.studentlibrary.ru

4. OBC «YuuBepcurerckas Oubianoreka onnaitn» . — URL: http://www.biblioclub.ru

5. DNEeKTpOHHBIN KaTajor @yHIaMEHTaIbHON OoubmuoTeKn TTV. — URL:
http://biblio.tsutmb.ru/elektronnyij-katalog

6. IOpaiit: anexkrpoHHO-OnOMMOTeUHas cuctema. — URL: https://urait.ru
7. CnpaBounast mpaBoBas cuctema "Koncynsrant miroc". — URL: http://www.consultant.ru

JJIeKTPOHHasi HH(POPMALIMOHHO-00pa30BaTe/IbHAA Cpeaa
https://auth.tsutmb.ru/authorize?response type=code&client id=moodle&state=xyz

B3aumoneiicTBue mpernopaBaTenss M CTy[JEHTa B Ipolecce OOy4eHHUs OCYLIECTBISETCS MOCPEICTBOM
MYJIBTUMEMMHBIX, THIIEPTEKCTOBBIX, CETEBBIX, TEICKOMMYHHUKAIIMOHHBIX TEXHOJOTHUH, HUCHOJIb3YEMBIX B
ANIEKTPOHHOH MH()OPMAIIMOHHO-00PA30BATEILHON CPEie YHUBEPCUTETA.



