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1 ]_[e.]'ll/l, 3aja'YiM 1 IVIAaHUPYEMBIC PE3YJIbTaThbl Oﬁy‘leHI/Iﬂ o AMCIOMIIJINHE

K ocHOBHEIM eiaaM OCBOCHUS JUCHUIIIIMHBI OTHOCUTCA:

. HOJy4YeHHEe 3HaHUH B 001acTH pa3pabOTKU CUCTEMBI AIEKTPOHHOIO JOKYMEHT0000-
pora (C3/]) u cucTeMsl yrpaBieHus] KOPIOPaTUBHEIMU HH(POpManmoHHbIMU pecypcamu (ECM);

. oBIaJieHUe 001el MeTouKoi pazpabotku COJ] u ECM;

. 3aKperyICHUE MOTy4aeMbIX B CEMECTPE 3HAHUM U HABBIKOB Ha MPAKTHKE;

. (dopMHpOBaHUE B3aUMOCBA3EH, MOIYYaeMbIX B CEMECTPE 3HAHUI M HABBIKOB C U3Y-
YEHHBIMU PaHEE U U3yYaeMbIX MapajuieIbHO C JaHHOM TUCIUILUIMHOM;

. HOJTrOTOBKA CTYJEHTOB K JESATEIbHOCTH B COOTBETCTBUU C KBAJTU(PHUKAIIMOHHOHN Xa-

paKTepuCTHKOH OakaaBpa.

K ocHOBHEIM 3aJadyaM JUCHUIIIMHBI OTHOCATCA:

. OBJIQJICHHE HaBbIKaMU U Tipuemamu paszpadbotku COJl u ECM;

. M3Y4YEHUE U OCBOCHHE TEOPETUUYECKOT0 MaTrepuania, Kak B MpoIecce KOHTAKTHOU, TaKk
U B XOJIe CAMOCTOSITEIIbHON PabOTHI;

. BBITOJIHEHUE TPEJIOCTABICHHBIX MPAKTHUECKUX 3aJaHUil pa3nuuHbIX (OopM, Kak B
MpoIIecCe KOHTAKTHOM, TaK M B XOJI€ CAMOCTOATEILHON pabOThI;

. caMOCTOsTeNIbHAs paboTa Ha/l TEeMAaTUKOW JUCUUIUIMHBL 111 (POPMHUPOBAHUS KOMIIE-

TEHIIUH OCHOBHOM 00pa3oBaTepHOM nmporpamMmsbl (1anee, OOIT).

[Tnanupyemble pe3ynbTaThl 00yUeHUs JOJKHBI COOTHECEHBI ¢ ycTanoBieHHbIMU B OITOIT nn-
JTMKATOPAMH JTIOCTHKCHUST KOMITCTCHITHIA.

COBOKYHHOCTI: 3aIlJTAaHUPOBAHHBIX PE3YJILTATOB 06yquH51 10 AUCHUIIJIMHEC OGGCHG‘{I/IBHGT
(dopMHpOBaHUE Y BHITYCKHUKOB BCEX KOMITCTCHIINH, YCTAHOBJICHHBIX 00pa30BaTEIbHON Mporpam-
MOW.

O6menpo¢>eccn0HaanHe KOMIIETCHIWH BBIITYCKHHUKOB 1 MHAUKATOPBI UX JOCTHUKCHUA

IIUOHHBIX TEXHOJIOTHH U
IPOrPaMMHBIX CPEJICTB,
B TOM YHCJIC OTCYCCTBEH-
HOTO TIPOM3BOJACTBA, U
HCIIOJIB30BaTh HUX IIpHU
pemeHnn 3amad npodgec-
CHOHAIIBHOM [JeSTeIbHO-
CTH

Kox xomne- | HammeHnoBanme NHaukaTopsbl IVIAHUPYEMBbIX pe3yJib-
TCHIUHN KOMIIETCHIINU TaToOB oﬁyqemm 0o AMCIMIIJIMHE
OIIK-2. NOIIK-2.1. 3HaeT coBpeMeHHbIe HMH(OpMALH-
OHHBIE TEXHOJIOTUU U MPOrPaMMHBIE CPE/ICTBA,
OCHOBHBIE BUJbI U MPUHIUIBI pabOTHl HH(DOP-
MAaIMOHHBIX CUCTEM M MH(OPMAIMOHHBIX TEX-
HOJIOTM; CIIOCOOBI BHEAPEHHsS] M MHTErpauu
COBPEMEHHBIX HH(POPMALIMOHHBIX CUCTEM, CIIO-
CnocobeH  mpuHUMATh
cOOBI OIIEHKM HEOOXOIMMOCTH MCIOJIb30BAHUS
OPUHIUNBL pabOThI CO-
BpeMCHHbIX  HHbOpMa- | IPOTPAMMHEIX CPEJICTB.

HOIIK-2.2. YMeer HCNONB30BATH COBPEMEH-
HbIe MH(POPMAIMOHHBIE TEXHOJIOTHH U TPO-
TpaMMHBIE CPEJICTBA, KaK B paMKax OTAEIbHOTO
NPEANPUATHsI, TaK U B paMKax KOPIOpaluid,
rOCy/IapCTBEHHBIX CUCTEM; BHEAPATH U HACTpa-
UBaTh COBpEMEHHble WH(GOPMALMOHHBIE CH-
CTEMBI, TPOBOAUTH HHTETPALIUIO PA3TUYHBIX HH-
(GOpMalMOHHBIX CHCTEM M  IPOrPaMMHBIX
CPEIICTB, OIICHUBATh HEOOXOJUMOCTh HCIIOIH30-
BaHUS MPOrPAMMHOIO CPEJICTBA AJisi PELICHUS
3azad.

NOIIK-2.3.Bnageer HaBbIKaMH HPUMEHEHHUS
COBPEMEHHBIX WMH(OPMAIIMOHHBIX TEXHOJOTHIl




U IIPOrPAMMHBIX CPEICTB, IIPU PELIECHUHU 3a1a4
B Pa3siM4YHBIX  OTPACIAX, BHEAPEHUA U
HACTPOWKH COBPEMEHHBIX HH(POPMAIIMOHHBIX
CHCTEM, OLIEHKM HEOOXOAMMOCTH MCIIOJIb30Ba-
HUSI TIPOTPAMMHBIX CPEJICTB M HH(POPMAIHOH-
HBIX CUCTEM JUIsl pELICHUs 3a1a4.

2 MecTo IMCUMIVIMHBI B CTPYKTYpe 00pa3oBaTe/IbHOM POrPaMMbl

JuctumminHa « DMEKTPOHHBIA JOKYMEHTOO0OPOT» OTHOCUTCS K 9acTH, (popMupyemMol ydacT-
HUKaMu 00pa30BaTeNbHBIX OTHOIIEHUH O6510Ka b1.

JlucuurinHa B3aMMOCBSI3aHA JIOTHYECKU U COJIEPKATEIHHO-METOANYECKH CO CIICTYIONTUMU
aucuuauHaMu u npaktukamu OITOIT:

KomMmyHuKarms B 001acti ”HGOPMAITMOHHBIX TEXHOJIOTHIA,

Pa3paboTka TeXHHUECKUX TEKCTOB U JOKYMEHTAIIHH;

[TpaBoBoe obecrneueHrne TUPPOBBIX TEXHOIOTHIA.

3 CrTpykTypa u coaepKaHue TUCHUIINHBI
OO01mast TpyA0eMKOCTh IUCHHUIUINHBI cocTaBseT 3 3adeTHbx(e) equnui(bl) (108 gaca).

3.1 Buabl yueOHOM padoThl M TPYA0EMKOCTH
(mo ¢popmam o0ydeHus)

3.1.1 Ounas dhopma obyueHus

Ne . KoanuyectBo CemecTpsl
Buj yueOHoii padoThl
n/n 4acoB S cemecTp
1 | AyautopHble 3aHATHA 36 36
B ToMm yucne:
1.1 | Jlexknuu 8 8
1.2 | CeMuHapckue/nmpakTHYeCKUe 3aHATHS 28 28

1.3 | JIaGopaTopHbI€ 3aHATHS - -

2 | CamocrosiTeqibHAs padoTa 72 72
B ToMm uncne:
2.1
2.2
3 | IIpomexxyTouHasi aTTecTalMs
3auet/aud.3auer/sK3aMeH 3a4er
Hroro: 108 108

3.1.2 OuHo-3a04Hast popma o0ydeHHUs
O06pazoBaTenbHON IpOrpaMMoi He IPeTyCMOTPEHA

3.1.3 3aounas ¢popma oOyueHus
O06pazoBaTenbHOI MPOrpaMMoOii He IPeTyCMOTPEHA

3.2 TemaTn4yecKuil MJIAH N3yYeHUS JUCHUIIMHBI
(mo ¢popmam 00y4eHU)

3.2.1 Ounas opma 00y4eHus



n/n

Pa3genbl/TeMbl
TACHUILTNHBI

TpyroeMkocThb, yac

Bcero

AyauropHasi padora

Jlexknuum

CemuHapckue/
MIPAKTUYCCKHE

3aHATUA

JlaGopaTopHbie

3aHATUSA

[IpakTuyeckas

noAroToBKa

CamocTosTe/1b-
Hasi paboTa

Tema 1 - OCHOBHBIE TOHATUSI

[S—

Jlabopartopnas pa6ora Ne 1 Cxema Ous-
Hec-Tpolecca.

Tema 2 - @ynkimonan COJ[ u ECM
JlaGopatopHnas pabora Ne 2 Yrpasie-
HHE BU/I€0-KOHTCHTOM

11

Oynknuonan C3/] u ECM: Buennuit
D/10. JIabopatopHas padora Ne 3
BHemnuii 211eKTpOHHBIN TOKYMEHTO-
obopoTt

10

Oynkumnonan COJl u ECM:
VYnpasnenue apxuBamu. JlaboparopHas
pabora Ne 4 YnpaBneHue apXxuBamu

11

Oynkuunonan COJ1 u ECM: Workflow
U ynpaBieHue 6usHec-nporneccamu. Jla-
6oparopHast padota Ne 5 Workflow u
yrpaBiieHHue OU3HEC-TIPOIECCaAMU

13

@ynkunonan COJ1 u ECM: Vnpasie-
HUE 3aIHCAMU H JEJIOTPON3BOICTBO.
JlaGopaTopHnast pabora Ne 6 Ynpanie-
HUE 3aMUCSIMHU U JAEIOMPOU3BOICTBO

13

®ynkumonan COJl u ECM:
DnexTpoHHas TU(POBast TOIIHCE.
JlaGoparophas pabota Ne 7
OnekTpoHHas nudpoBas MOAIKUCH.

11

Nurerpamus ECM B BeO-cpeny.
Jlabopartopnas pabora Ne 8 nterparus
ECM B BeO-cpeny

13

10

Tema 3 - [IpaBOBbIE ACTIEKTHI.
JlaGoparopnas pabota Ne 9 IIpaBoBbie
aCTICKTHI

13

®opma aTTecTAUMU

3a4CT

Bcero 4yacoB nmo 1uCHUIUINHE HA IEPBOM
Kypce

108

28

72

3.3 Conepxanue qUCHUNINHBI

Tema 1 - OCHOBHBIE TTOHITHUS

[Tonsitue anekTponHoro nokymenra, Co/, ECM.

Tema 2 - ®ynxkumnonan C3/] u ECM

Oynkuuronan u kinaccupuranus COJl u ECM-cuctem. OcobeHHOCTH XpaHe-

HUS ¥ yTIPaBIIeHUs JOKyMeHTaMu pa3inudHoro popmara. Buemnuit 3/10. Pabora ¢

pacxoxaenusmMu B DJ10. Opranu3zanus CUCTEMBI 3JIEKTPOHHOT0 apxuBa. KirroueBbie




po0JieMbl U BO3MOXKHOCTH yIipaBiieHus ousnec-nporeccamu. Workflow u ero mecro
B ECM-cucremax. Record Management. [TpoGnemsl u TpeboBaHus B 00JaCTH yIIpaB-
nenus 3anucsmu. Pexomenaaruu no npumenenuto D11 (SLII) u opranuzauuu 1opu-
JUYECKU 3HAYMMOTO 3JIEKTPOHHOTO TOKYyMEHT0000poTa. JJ0CTOBEpHOCTH JJOKYMEH-
TOB, 0€30MaCHOCTD, Apyrue cBsizaHHble TepMuHbl. UnTerpamus ECM B BeO-cpeny:
dbynkuuonan cepsucoB Google 15t paboThl ¢ KOPHOPATUBHBIM KOHTEHTOM, (PYHKITUN
CUCTEMBI yIIPaBJICHUS KOHTEHTOM.

®yukuuonaja CI/1l u ECM: Buemnnii /10

Buasl BHENTHET0 3JIEKTPOHHOTO IOKYMEHTO000pOoTa. BUBI BHEITHUX 2JICK-
TPOHHBIX IOKYMEHTOB. Pabora ¢ pacxoxaenusmu B D/]0.

®yuknuonaa CIJl u ECM: YnpapiieHue apxuBamMu

N3yuenune GpyHKIMI 1 BO3MOKHOCTEHN 3JIEKTPOHHBIX apXHUBOB
(datawarehouses). Opranu3zaiusi CHCTEMbI HJIEKTPOHHOTO apXuBa. AMMapaTHbIE pe-
HICHUS.

®yukunonaia CI/l u ECM: Workflow u ynpasiienue Ou3Hec-npoueccamu

KitoueBbie mpoOaeMbl 1 BO3MOKHOCTH YIIPaBIIEHUs OU3HEC-TIPOIIECCaMHU.
Workflow u ero mecro B ECM-cucremax.

@yuknuoHaa CIJl u ECM: YnpaJieHue 3anucsIMH U 1eJI0NPOU3BOACTBO

Paznmuuus B repmunax «Kanunenspusi» u «YnpaiieHue 3anucsiMmm», Record
Management. [Ipo6iiembl 1 TpeGoBaHus B 00s1acTh ynpaBienus 3anucsimMu. Ocoben-
HOCTH apXUTEKTypbl 11 paboTel ¢ HopmaTuBHo-cipaBouHoit napopmanueit (HCH).

®yukunonaja CI/l u ECM: JaexkrponHas undposasi Noanuch

Pexomenannu no npumeHenuto 11 (BII) u opranuzannu FOPpUIUIECKH 3HA-
YUMOT'0 3JIEKTPOHHOTO TI0OKYMEHT0000poTa. J[0CTOBEpHOCTh TOKYMEHTOB, Oe30mac-
HOCTb, IPYTUE CBSI3aHHBIC TCPMUHBI.

HNurterpanus ECM B Bed-cpeny

Oynkimonan cepBrucoB Google ist paboThI C KOPIIOPATUBHBIM KOHTEHTOM,
T'YIJI-CalThl, PYHKIIUU CUCTEMBI YIIPABICHUS KOHTEHTOM.

Tema 3 - [IpaBoBbIe aCIEKTHI

3akoHoaaTenbHbIe akThl PD, 3aTparuBaroiirie BOIPOCH! AIEKTPOHHOTO JOKY-
MeHTo000poTa. HopMaTuBHO-METOAMUECKHE TOKYMEHTBI, PErYJIUPYIOIIHE COBPEMEH-
HYI0 OpraHU3alMIO 3JIEKTPOHHOTO JOKYMEHTO000poTa. OTEeYeCTBEHHbIE CTAHIapPThI,
KOTOPBIMU HEOOXOAMMO PYKOBOJICTBOBATHCS MpH ucnonb3zoBanuu COI u D]1. Mex-
JTyHapOJHBIE CTAHIAPTHI B 00JIACTH 3JIEKTPOHHOTO JOKYMEHTO000POTA.

3.4 TemaTnka CEMHUHAPCKUX/TIPAKTHYECKHUX U JIA00OPATOPHBIX 3aHATHIL

3.4.1 IlpakTnyecKkue 3aHATUS

padora Ne 1 Cxema Ou3Hec-npouecca

Henab padotei: M3ydyeHue npaBusl 1 0COOEHHOCTEN pabOThl ¢ BHYTPEHHUMH JIOKyMEHTAMHU
opranu3aiuu u ousHec-nporeccamu komnanuu B ECM-cucreme. [lonstue cBsizel u OTIMYUN
2110, Co, ECM.



PesynbraT pabotsl: Paspaborannas cxema OusHec-npouecca B Hotaiuu BPMN, kotopas
wnTrocTpupyet padory B ECM-cucteme ¢ BHYyTpEHHIMH UCXOISIIMMHA JOKYMEHTaMH (perucTpa-
V51, BU3UPOBAHUE, UCTIOTHEHHUE ), TIOUICKAIUMH PETUCTPALIHH.

padora Ne 2 YnpasiieHHe BUA€0-KOHTEHTOM

Heanb padorei: N3ydenne pynknnonana u kinaccuduramuun CIOJ] u ECM-cuctem, a Takxke
0COOCHHOCTEH XpaHEeHUS U YTPaBJICHHs TOKyMEHTaMU Pa3IMyHOro opmara: Meaua-1aHHble, 4ep-
TEXHU U IPOYUN KOHTEHT.

PesynbraT paboTsl: PazpaboTaHHbli clieHapuil ynpaBieHus: BUAEO-KOHTEHTOM JUIs Ipe-
TPUSATHSL.

pa6ora Ne 3 BHemHmnii 3J1IeKTPOHHBIM JOKYMEHTO000pPOT

Henb pabdoter: 3ydenue nopsiaka paboTsl C BHEITHUMU 3JIEKTPOHHBIMH JOKyMeHTamMu. Pac-
CMOTpEHHE TaKUX BOIIPOCOB, KAK BUBI BHEITHETO AJIEKTPOHHOTO IOKYMEHTO00OPOTa, BU/IBI BHEIII-
HUX AJIEKTPOHHBIX IOKyMEHTOB, paboTa ¢ pacxoxaeHusmu B 9J10.

PesynbTar pabotsl: Pa3paboTanHblii JOKYMEHT «AKT PUEMKHU cAauu padoT (YCIyT)».
padota Ne 4 YnpaB/jieHue apXxuBaMu

Lenpb paboter: 3ydenue GpyHKIUIT 1 BO3SMOXKHOCTEH JIEKTPOHHBIX aPXUBOB
(datawarehouses). Opranuzaiusi CUCTEMBI JIEKTPOHHOTO apXUBa. ATIMAapaTHbIC PEIICHUS.

PesynbraT pabotsl: Pa3paboTaHHbIHM perinaMeHT nepegadn J0KyMeHTa B JJOJATOBPEMEHHBIH
apXuB.

padora Ne S Workflow u ynpasienune OusHec-npouneccamu

ens paboTel: M3yueHne KIIFOUYEBBIX MPOOIEM U BOZMOKHOCTEH YIIpaBIICHUS OM3HEC-TIPO-
neccamu. Workflow u ero mecto B ECM-cucremax.

Pesynbrat pabotsl: Pa3paboranHblil pernmameHT Ou3Hec-npouecca.
padora Ne 6 YnpasiieHue 3aIMCAMH U J1eJIONPOU3BOICTBO

Henb paboter: U3yuenue pazmuuust B TepMuHax «KaHuenspus» u « YIpaBIeHUE 3aUCIMN,
Record Management. OcoO€HHOCTH apXUTEKTYPHI 151 paboThl ¢ HopMmaTuBHO-CTipaBouHO# HHGOP-
manuent (HCH).

Pesynbrat pabotsl: PazpaboTanHas cucrema pa3zienoB peecTpa.
padora Ne 7 JnekTponHas nudposBasi NOANUCH

Hens paboter: M3yuenue npasmi u ocodennocreit mpumenenus D11 (DLI1) u opranuzanun
IOPUIMYECKU 3HAYUMOTO 3JIEKTPOHHOTO JOKYMEHT0000poTa. JlOCTOBEpHOCTh TOKYMEHTOB, 0€3-
OIaCHOCTh, IPYTHE CBSI3aHHBIC TEPMUHBI.

Pesynbrat pabotsl: PazpaboTanHblii pernaMeHT nojaun Aeknapauuu npeanpustus B @HC.
padora Ne 8 Unterpanusst ECM B Be0d-cpeny

Henb paboter: U3yuenue pynkimonana cepsucos Google aist paboThl ¢ KOPIIOPATUBHBIM
KOHTEHTOM, TyTJI-CAUTOB, (PYHKIMI CHCTEMBI YIIPABICHUS KOHTEHTOM.

PesynbraT paboTsl: Pa3paboTaHHbIN periaMeHT B3auMOACHCTBUS COTPYIHUKOB MTPEIIpHs-
tusa ¢ Google-cepBucamu.

padora Ne 9 IIpaBoBbIe acneKThI

Iens pabotel: M3yyeHne TeKyiero 3aKkOHOIATEIbCTBA B Chepe INMEKTPOHHOTO JTOKYMEHTO-
ob6opota u COJI/ECM.

Pesynbrar pabothl: Pa3paboTaHHbIi periiaMeHT NpUIaHus IOPUIAIECKON CUITBI JOKYMEHTY
coryiacHo TpeboBanusiM ['OCT 6.10.4-84.



3.4.2 JIaGopaTopHbIe 3aHATHS
He 3annanupoBaHbl yueOHBIM IIAHOM

3.5 TemaTnka KypcoBbIX IPOEKTOB (KypCOBBIX padoT)

He npenycmotpeno
4 Y4eOHO-MeTOAUYECKOe U HHPOPMAIIMOHHOE OOecreueHmne

4.1 HopmaTusnbie 10KyMeHTbI 1 'OCThI

1. ®enepanbublii 3akoH OT 29 nexadps 2012 roga Ne 273-03 «O6 ob6pazoanuu B Poccuiickoit
Oenepanumn» (C I3BAMEHEHUSIMU U JIOTIOJTHECHUSIMU );

2. ®epepanbHbIN rOCYJapCTBEHHBIN 00pa3oBaTeIbHbIN CTaHIAPT BRICLIET0 00pa3oBaHus - 6a-
KaJlaBpHar 1o HanpasiyieHuto noarotosku 09.03.03 IpuknagHas nuHpopMaTuKa, yTBEPKACHHbIN IPU-
Ka3oM MuHuctepcTBa o0pa3oBanus U Hayku Poccuiickoit ®@eneparun ot 19.09.2017 Ne 922.

3. Ilpuka3 MunuctepctBa oopasoBanus U Hayku P® ot 05 anpenst 2017 r. Ne 301 «O0 yTBep-
xaeHuu Ilopska opraHu3alui MU OCyILIECTBICHUs 00pa30BaTEIbHOW NESATEIbHOCTH 10 00pa3zoBa-
TEJIBHBIM MTPOTpaMMaM BBICIIIETO 00pa30BaHMS — IMpOrpaMMamM OakaraBpuara, IporpaMMam Crienra-
JUTEeTa, IporpaMMaM MarucTpaTypsbl;

4. ITopsinoK MpOBEIEHUS TOCYAAPCTBEHHOM UTOIMOBOM aTTECTallMK 110 00pa30BaTeIbHBIM IPO-
rpaMMaM BBICIIEro 00pa30BaHMs — IporpaMMmaM OakajiaBpuara, IporpaMmam clienuainTeTa u npo-
rpaMMaM MarucTpaTyphbl, YTBEpPKJIEHHBIN npuka3oM MunobpHayku Poccun ot 29 urons 2015 r. Ne
636;

5. TlonoxeHue o MPaKTUUECKON MOATOTOBKE OOyYAIOIINXCS, YTBEPKACHHOE NTPUKa30oM Mu-
HHUCTEpCTBA HAyKH M BbIcIIero oopa3oBanus Poccuiickoit denepanun 1 MUHUCTEPCTBA MPOCBELIE-
Hus Poccmiickoit @enepammu ot 5 aBrycra 2020 r. Ne 885/390;

6. YcTaB M JIOKaJbHbIE HOPMAaTUBHBIE aKThI MOCKOBCKOI'O MOJIUTEXA

Ob6nactu npohecCHOHATEHON IEeATETFHOCTH U chepbl MPoPeCCHOHATFHON NesITeTbHOCTH, B
KOTOPBIX BBITYCKHUKH, OCBOMBIINE MpOrpaMMy OakanaBpHuara (Jajee - BbITYCKHUKH), MOTYT OCY-
HIECTBIATH NPO(ECCUOHATIBHYIO IEATENbHOCTH!

06 CBs3b, MHPOPMALIMOHHBIE U KOMMYHHMKAIIMOHHbIE TEXHOJIOTUH (B cepe MpOeKTHpPOBa-
HUS, pa3pabOTKH, BHEIPESHUS M DKCIUTyaTaIlH CPEJICTB BEIYUCIUTEIFHON TEXHUKH M HHPOPMAIINOH-
HBIX CUCTEM, YIIPABICHHS UX KU3HEHHBIM LIUKIIOM)

BEITyCKHUKY MOTYT OCYIIECTBIISAT MPO()ECCHOHANBHYIO ACSITEIBHOCTD B IPYTHX 001aCTAX U
(umm) cdepax npodeccuoHaNbHOM AeSTETLHOCTH NP YCIOBUM COOTBETCTBHS YPOBHS X 00pa3oBa-
HUS U TIOJyYEHHBIX KOMIETEHIIMH TPeOOBaHUAM K KBaTU(PUKALUU PaOOTHHUKA, IPEAbSBIIEMbIM CO-
OTBETCTBYIOLIMMHU MPOPECCUOHATBHBIMU CTaHAApTaMU

4.2 OcHoBHas1 JUTEpPaTypa

1. Kysnenos, U. H. JlokymenTanmonHoe obecrneuenue ynpasienus. JJokyMeHToo00poT
U JICOTPOM3BOICTBO : yUeOHUK U mpakTuKyM 1 By3oB / M. H. Ky3nenoB. — 5-e uzn., nepepad. u
non. — Mocksa : U3znarensctBo FOpaiit, 2025. — 425 c. — (Bwiciee oobpazosanue). — ISBN 978-
5-534-20027-0. — Tekct : anektponHbIi // OOpazoBarenbHas miardopma FOpait [calit]. — URL:
https://urait.ru/bcode/581143 (nara obpamenus: 11.02.2026).

4.3 JlonmosiHMTEIbHAS JIUTEPATypa

1. Kamsrun, B. O. IIpaBo nHTemekTyanbHol coocTBeHHOCTH. [IpaBoBOE perynupoBa-
HUe 0a3 JaHHBIX : yaeOHuK a1 By30B / B. O. Kanstun. — 2-e uzn., nepepad. u gon. — Mocksa :
M3narensctBo IOpaiit, 2026. — 193 ¢. — (Bricmiee oopaszoBanme). — ISBN 978-5-534-19657-3.
— Texcr : anexTponHsbIi // O6pazoBaTenpHas miaTdopma FOpaiit [caiir]. — URL:
https://urait.ru/bcode/586129 (nara obpamenus: 11.02.2026).



2. TonctobpoB, A. I1. YnpaBnenue nanuasiMu : yueOHUK aiist By30B / A. 1. Toncto6-
poB. — 3-e u3., mepepad. u gon. — Mocksa : M3natenscTBo Opaiit, 2026. — 272 c¢. — (Bricmiee
obpaszoBanue). — ISBN 978-5-534-14162-7. — Texkct : anekrponHsbiii // OOpa3oBaTenbHas MaT-
dbopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/588522 (nata o6pamenus: 11.02.2026).

4.4 JaekTpoHHbIE 00pa3oBaTeIbHbIE PeCypPChl

1. Kypc DnekTpoHHbIH T0KyMEHTO000pOT
https://lms.mospolytech.ru/course/view.php?id=2585
2. 9BC IPR SMART (https://www.iprbookshop.ru/)
3. OBC Jlans (https://e.lanbook.com/)

4. Oo6pazoBarenpHas miatdopma FOpaiir. s By30B u ccy3oB (https://urait.ru/)

4.5 JInueH3M0HHOE ¥ CBOOOHO pacnpocTpaHsieMoe MPorpaMMHoOe odecredyeHne

1. Microsoft Windows.
2. Be6-6payzep, Chrome.

4.6 CoBpeMeHHbIE Po(ecCHOHAIbHBIE 0a3bI JAHHBIX 1 MH(OPMAIIMOHHBbIE CIIPa-
BOYHbBIE CHCTEMBI

1. denepanbHas TOCyIapCTBCHHAS HHPOPMAIMOHHAS crcTeMa - HalnoHaabHas dJiek-
TpoHHas 6ubnnoreka (HObB) https://H36.pd
2. CrnpaBouno-uH(popmanronHslii mopran ['pamoTa.py http://www. gramota.ru/

S5 MarepuajJibHO-TeXHUYECKOEe o0ecnevyeHue

JlaGopaTopHbie pabOThI U CAMOCTOSITENIbHAS pad0Ta CTYJCHTOB JIOKHBI TPOBOJIUTHCS B CIIE-
IAATM3UPOBAHHON ayIUTOPUH, OCHAIIEHHON COBPEMEHHOW OPITEXHUKOMN U MEPCOHATIBHBIMU KOMITb-
I0TEpaMH C MPOrPaMMHBIM 00€CleYeHHEeM B COOTBETCTBUHU C TEMATHKON HM3y4aeMOro MaTepuana.
Yucno pabounx MeCT B ayAUTOPUU JOJKHO OBITH TOCTATOYHBIM JIJIsl 0OeCTIeUeHUs] HHIUBUY aTbHOM
paboThl cTyeHTOB. Pabodee MecTo mpernoaaBarens J0KHO ObITh OCHAIIICHBI COBPEMEHHBIM KOMITh-
FOTEPOM C HOJAKIIOUYEHHOW K HEMY AJIEKTPOHHOU JIOCKOM.

6 MeToanuecKue peKOMEeHAALMHU

6.1 MeTtoanueckue peKoOMeHIAIUM ISl MPENoAaBaTe/is 0 OPraHu3au 00yuyeHus

[Ipu mMoATrOTOBKE K 3aHATHUSM CIEAYET MPEeIBAPUTEILHO MPOpadoTaTh MaTepuan 3aHSTHS,
IIPEyCMOTPEB €ro Mojady TOYHO B OTBEJEHHOE AJIs 3TOro BpeMs 3aHATHA. CiaenyeT NoAroTOBUTh
HE0OXO0JUMbIE MaTepHalIbl — TEOPETUYECKUE CBECHUS JUIs JIEKLIMM, 3a/1a4ul 1)1 JJaOOpaTOpHBIX pa-
6ot u ap. Ilpu npoBeneHnN 3aHATH ClIeAyeT KOHTPOJIUPOBATh [101aYy MaTepralla U pelieHue 3a1a-
HUH C y4eTOM Y4eOHOro BpeMEHH, OTBEIEHHOTO JIJISl 3aHSATHSI.

[Ipu npoBepke pabOT U OTUETOB CEAYET YUUTHIBATH HE TOJBKO MPABHIIBHOCTH BBIMOTHEHUS
3ananuit JIJabopaTopHbIX paboT, HO U ONTUMAIFHOCTH BEIOPAHHBIX METOJIOB PELICHUS, TPABUILHOCTD
BBITIOJTHEHHSI BCEX €T0 I11aroB.
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6.2 Metoanueckue yKazaHus JJs1 00y4aromuXcs M0 OCBOEHHIO M CUNILTHHBI

N3ydeHne TUCIUIUINHBI OCYIECTBISIETCS B CTPOIOM COOTBETCTBUU C 1I€JIEBOI YCTaHOBKOM B
TECHOM B3aUMOCBS3H yueOHbIM MI1aHOM. OCHOBOI TEOPETUUECKON MOATOTOBKH CTYJIEHTOB SIBJISIOTCS
ayJIUTOPHBIE 3aHATHUS U JIEKIIMU, MaTEepUaIbl JaOOPaTOPHBIX PaloT.

B npouecce camocToATeNbHOM pabOThl CTYAEHTHI 3aKPEIUISIIOT U yIITyOJIAIOT 3HAHUSA, MOJTY-
YEeHHbIE BO BpeMsl ayAUTOPHBIX 3aHATHUH, J0Pa0aThIBAIOT KOHCIIEKTHI U 3alUCH, TOTOBSTCS K IPOBE-
JICHUIO U 00palaThIBAIOT PE3yNbTaThl 1a00PaTOPHBIX PabOT, TOTOBATCS K MPOMEXKYTOYHON aTTecTa-
1M, & TAK)KE CAMOCTOSITETILHO U3Y4YaroT OT/IEJIbHbIE TeMbl Y4eOHOU POTrpaMMBl.

Ha 3aHsATUSAX CTyI€HTOB, B TOM YHUCIIE MIPEAIIOJIAraloINX IPAKTUYECKYIO AEATEIbHOCTD, OCY-
IIECTBJISAETCS 3aKPEIUICHUE MTOTYYEHHBIX, B TOM UHCJIE U B IIPOLIECCE CAMOCTOATEIbHON paboThI, 3HA-
Huit. Ocoboe BHUMaHKe 00paIiaeTcsi Ha pa3BUTHE YMEHHI 1 HABBIKOB YCTaHOBIICHUS CBSI3H TTOJIOXKE-
HUI TeOpHH ¢ MpoQeCcCHOHATBHON AeATeIbHOCTRIO OYayIero crenuanicra B oonactu Be6-rexHo-
JIOTHUH.

CamocrosTenbHas paboTa OCYIIECTBISAETCS MHAMBHUIYadbHO. KOHTPOIb caMOCTOSTEIbHOM
paboThl opranusyercs B AByX popmax:

. CaMOKOHTPOJIb U CAMOOLICHKA CTY/IECHTA;

. KOHTPOJIb CO CTOPOHBI ITpenoaBaTeliell (TEKYIUI U IPOMEKYTOUHBIN ).

Texymuii KOHTPOJIb OCYLIECTBIIECTCS HA Ay AUTOPHBIX 3aHATHSX, IPOMEKYTOUHBIA KOH-
TPOJIb OCYIIECTBIISIETCS B MUCBMEHHOM (ycTHOMN) popme.

Kpurepusimu o1leHKH pe3yIbTaTOB CAMOCTOSTEIBHON PabOThI CTYICHTA SBISIFOTCS:

. YPOBEHb OCBOEHHSI CTYJICHTOM Y4eOHOTO MaTepHara,

. YMEHUS CTYACHTA HCIIOJB30BaTh TEOPETUICCKIE 3HAHUS MPH BBITIOJTHEHUH TTPAKTH-
YEeCKHX 3a/1a4;

. c(OPMHUPOBAHHOCTh KOMITCTCHIIHIA;

. odopmIIeHHE MaTepraja B COOTBETCTBUU C TPEOOBAHUSIMH.

7 DOoHJ OLCHOYHBIX CPEACTB

7.1 MeToabl KOHTPOJISI U OLlCHUBAHMS Pe3yJbTAaTOB 00y4eHus!

B npouecce o0yueHMst HCTIONIB3YIOTCS CIIEAYIOLINE OLEHOYHbIE (POPMBI CAMOCTOSITEIBHOM pa-
OOTBI CTYJICHTOB, OLIEHOYHBIE CPEJICTBA TEKYIIET0 KOHTPOJIS YCIEBAEMOCTH U MPOMEXYTOUHBIX aT-
TECTaIlUuU:

*  Onpocsl pa3feinos.

*  KOHTpOJIbHBIE BONIPOCHI Pa3/IEIoB.

* TectupoBanue (UTOTOBBIH TECT).

* [loxaroroska k JlabopatopHbIM paboTaM U UX 3alIUTA.
» [logroroBka k 3auery.

OO0pa31pl 3a1aHul U IPOBEIEHUS TEKYIEro KOHTPOJIs, OaHKa TECTOBBIX 3aJlaHUH IpuBe-
nensl B Paznene 7.3.1.

IIpomexxyTouHas atrectanus oOydaromuxcst B popMe 3a4€ra NpOBOJUTCA MO pe3ybTaTaM
BBITOJIHEHHSI BCEX BUJIOB yU€OHOM pabOThI, MPelyCMOTPEHHBIX YUEOHBIM IIJIAHOM IO TaHHOW TUCIIH-
iMHe (MOAYIIO), IPU 3TOM YUYHUTBIBAIOTCS PE3YJIbTAThHl TEKYIIETO KOHTPOJIS YCIIEBAEMOCTH B TeUe-
HHe ceMecTpa. OIeHKa CTENeHN JOCTHKEHHUS 00yUYaroIUMUCS TNIAHUPYEMBIX PE3YIbTaTOB 00YUECHHUs
10 JUCLMILIMHE (MOAYJIIO) IPOBOAMUTCS IPENOAABATENEM, BEIYIUM 3aHATUS 10 AUCLHUIUIMHE (MO-
JTyJII0) METO/IOM 3KCIIEPTHOM olLleHKHU. [1o uToram nmpomexyTouHOM aTTecTalluy 1o JUCIUILINHE (MO-

I{y.]'IIO) BBICTABJIACTCA OLICHKA «3aYTCHO» HUJIN «HEC 3a4TCHO».
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K npomexyTouHON aTTecTanyy IOMYCKAIOTCS TOJIBKO CTYACHTHI, BHIITOJIHUBIINE BCE BUJIBI
y4eOHOI paboThl, MpeTyCMOTPEHHBIE pabovell MPOrpaMMOoil 10 AUCIUILTUHE — BBIOJHEHNUE U 3a-
muta JIabopaTopHbIX pabOT COIMACHO MOITYYEHHOMY 3aJaHUIO C JTIOCTUKEHHUEM ITOPOrOBOTO 3HaYe-
HUS OLICHKH.

OO6pa3ubl BONPOCOB AJIs MPOBENCHUS NMPOMEKYTOUHBIX aTTecTaluil MpuBeAeHbl B Pa3nerne
7.3.2.

7.2 llIkayia ¥ KPpUTEPUHU OLICHUBAHUA Pe3yJIbTATOB 00y4YeHH s

IIxana one-
HUBAHUSA

Onucanue

BrimonHeHs! Bce BUABI y4eOHON pabOThI, TPEAYCMOTPEHHBIC YICOHBIM I1J1a-
HOM. CTyIGHT IEeMOHCTPUPYET COOTBETCTBUE 3HAHUM, YMEHUMN, HABBIKOB IPU-
BEJICHHBIM B TaOJIMIIaX IMOKa3aTeleH, onmepupyeT NpuoOpEeTEHHBIMH 3HAHUSIMH,
3auyTeHo YMCHUSIMHU, HABBIKAMHU, IIPUMCHACT UX B CUTyallUIX HOBBIIICHHON CII0KHOCTHU.
[Tpu 3TOM MOTYT OBITH TOMYIICHBI HE3HAYNTENILHBIC ONTMOKH, HETOYHOCTH, 3a-
TPYAHEHHUs [IPU AaHATUTUYECKUX OIlepalusiX, [IEPEHOCe 3HAHUM U YMEHHUH Ha
HOBBIE, HECTAHIAPTHBIC CUTYAITUH.

He BoIinonHeH onuH uiau 6ojee BUIOB yueOHOM paboThI, MPeyCMOTPEHHBIX
y4eOHbIM 11aHoM. CTyIeHT AEMOHCTPUPYET HEIOIHOE COOTBETCTBUE 3HAHHH,
YMEHUH, HaBBIKOB IPUBEICHHBIM B TaOJIHIIAX IMOKa3aTelseH, JOIyCKalTCs 3Ha-
YHUTENFHBIC OINOKH, TPOSBIIETCS OTCYTCTBUE 3HAHUH, YMCHNH, HABBIKOB I10
psiLy TOKazaTelsiel, CTyICHT UCTIBITHIBACT 3HAYUTEIbHBIC 3aTPYTHEHUS TIPU
OTIEpPUPOBAHUY 3HAHUSMHU M YMEHHUSMH IIPH UX TIEPEHOCE HAa HOBBIC CUTYALHH.

He 3aureno

[IIxama oueHUBaHUSI UTOTOBOTO TECTUPOBAHHSL:

OIIK-2. Cnioco0eH NpUHUMATH NPUHIUIBI pa0oThI COBPEeMEHHbIX HH(POPMAIMOHHBIX TeX-
HOJIOTHI1 M NIPOrPAMMHBIX CPeICTB, B TOM YHCJ/Ie 0Te4eCTBEHHOI0 IPOM3BO/JACTBA, U HCII0JIb-
30BaTh UX NPH pelleHUH 32124 NPodeccHOHANBHOI 1esITeTbHOCTH

HTorosoe recrupoBanue

Kon- Kpurepun ouennBanus
TPOJIH-
KonTponupye- pye-
MBI pe3ynbTaT | MbIe
o0yueHHs TEMBI 2 3 4 5
JTUCITH-
TUTHHBI
NOIIK-2.1. OO6yuato- O6yuarommiicst | O0yuaro- OO6yuaromumiicst
3HaeT coBpe- Huiics ne- JIEMOHCTPH- Huiics ne- JEMOHCTPHUPYET
MeHHBIE HHPOP- MOHCTPUPYET | PYyeT Herimy0o- | MOHCTPUPYET | CHCTEMHBIE TEO-
MallMOHHbIE HE3HaHUe KHE TeOpeTUYe- | MPOYHBIC TEO- | PETUYECKHUE 3HA-
TEXHOJIOTHH U 1-10 | reopernue- CKHE 3HAHUA, peTHYCCKHE HUS, BIAJEeT
MPOrpaMMHBIE CKHUX OCHOB MIPOSIBIISIET 3HAHUS, BIa- | TEPMUHAMHU.
CpeacTBa, oc- npenMera, He | cinabo cpopmu- | neHue tepMu- | IIpaBUIBHBIX OT-
HOBHbBIE BUJIBI U BJIQJICET Tep- | POBAHHBIE HaMU, HO TIPU | BETOB B TECTE
9TOM JIeNaeT
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MIPUHIIMIIBI pa-
60161 HH(pOpMa-
[IMOHHBIX CU-
creM U uHpop-
MaI[MOHHBIX
TEXHOJIOTHIi;
CoCOObI BHE-
pEHUS U UHTE-
rpaluu coBpe-
MEHHBIX HH(OP-
MalMOHHBIX CH-
CTEM, CIIOCOOBI
OLIEHKH HEOOXO-
JTMMOCTH UC-
MOJIb30BaHUS
MIPOTPaMMHBIX
CPEICTB.
NOIIK-2.2.
YMeeT ucnomns-
30BaTh COBpE-
MeHHBIE HH(DOP-
MaIOHHBIE
TEXHOJIOTUH U
IpOTpaMMHEIE
CpEICTBa, KaK B
paMKax OTIelb-
HOTO MpEeANpUs-
THS, TaK U B
pamMKax KopImo-
pauuii, rocyaap-
CTBEHHBIX CH-
CTeM; BHEJIPSTH
U HacTpauBaTh
COBpPEMEHHBIC
nH(pOpPMaIIMOH-
HBIE CHCTEMBI,
MIPOBOAUTH UH-
TErparmio pas-
JUYHBIX UHDOP-
MAaIMOHHBIX CH-
CTEeM H TPO-
IPaMMHBIX
CPEICTB, OLICHU-
BaTh HEOOXOIH-
MOCTb HUCIIOJIb-
30BaHMS MIPO-
IPaMMHOTO
CpeacTBa st
pelIeHus 3aaad.
NOIIK-2.3.Bna-
JieeT HaBbIKaMU
MIPUMEHEHHS CO-

MUHaMH, Jie-
JIaeT OIIMOKH,
KOTOpBIE HE
MOKET HCIIpa-
BUTH JAXKeE
IIPU KOPpEK-
LIUY Npenoja-
BaTEJIEM.
[IpaBunpHBIX
OTBETOB B Te-
CTE MEHEE
59%.

HaBBIKU aHa-
JIn3a SIBJICHUU U
MIPOLIECCOB, TO-
Ka3bIBaeT HEJ0-
CTaTOYHO CBO-
0oxHOE Bajac-
HUE TepPMU-
Hamu. Jlenaer
OIIIMOKHU, KOTO-
pBIe MOXKET HC-
MIpaBUTh
TOJILKO TIPH
KOPPEKIHH
npernojaBaTe-
neM. [IpaBunb-
HBIX OTBETOB B
TecTe Ooiee 60
%, HO He Ooee
74%

HecyIe-
CTBEHHBIC
OIIINOKH, KO-
TOpBIC
OBICTPO HC-
IpaBJISCT Ca-
MOCTOSI-
TEHHO WIIH
P HE3HAYU-
TEJIbHOU KOp-
PEKIuU Tpe-
10/1aBaTEJICM.
[IpaBunpHBIX
OTBETOB B Te-
cTe OoJee
75% %, HO HE
6omnee 90%

ooitee 90% u 00-
JIee.

13




BPEMCHHBIX HH-
(hopMaInmOHHBIX
TEXHOJIOTUM U
MIPOTPAMMHBIX
CpE/CTB, IPU
pElICHUHN 33129
B Pa3JIUYHBIX
OTpaciisix, BHEI-
peHUS U
HaCTPOWKH CO-
BPEMCHHBIX HH-
(hopMaIMmOHHBIX
CHCTEM, OIICHKH
HEO0XOIUMOCTH
WCTIOJIb30BaHUS
MIPOTPaMMHBIX
CpPEICTB U MH-
(hopMaInmOHHBIX
CHCTEM JIJIS pe-
IICHMS 3a/1a4.

7.3 OueHo4HblIe cpeacTBa

7.3.1 Tekymmuii KOHTPOJIb

OI_IGHO‘IHBIG cpeacTBa TCKyICTO KOHTPOJIA YCIICBACMOCTH BKIIIOYAKOT OIIPOCHI, KOHTPOJIb-

HBIC BOIPOCHI U TECTUPOBAHKE (UTOTOBOE) JIJIsl KOHTPOJIS OCBOCHHUSI 00yYaIOIIUMUCS Pa3/IeToOB JIUC-

OUITJIMHBI.

1. IIpuMepHbIe BONPOCHI IS 3alIUTHI JIA00PATOPHBIX padoT

Tema 1 - OcHOBHBIE IOHATHSA

pabota Ne 1 Cxema GuzHec-porecca

KoHTposbHbIE BOIIPOCH:

1. Yro Takoe 3JEeKTPOHHBIN TOKYMEHT U 3JIEKTPOHHBIN TOKYMEHTO000pOT?

2. Kak pacmudpossiBaercs abopesuarypa EDMS u B uem ee otimune ot CO/1?

3. B uem cocrout npuHnunuaneHas pasHuna Mexay CoOJ1 u ECM? Uro HyxHO npeanpu-

HATb, 4TOOBI COJ] ctana ECM-cucremoit?

4. B ueM coCTOST MpeuMyIIeCTBa MIEKTPOHHOTO JOKyMEHTO000poTa?
5. Oxapakrepusyiite 3tanbl BHeApeHUs ECM-cucTemsl.
6. Kaxkue TexHOIOTHH JI€KAT B OCHOBE YIIPABJICHUS KOPIOPATUBHON HHpOpMaIueit?
Tewma 2 - @ynkunonan COJ/l u ECM
pabota Ne 2 YmpaBieHue BUIEO-KOHTEHTOM
KoHTposbHbIE BONIPOCHI:
1. Tlepeuncnure ocHoBHbIe PpyHKIMH ECM-crcTeMBbl.
2. KaxoBsl 3Tans1 0OHOBIEHUS CETEBOTO aucKa mpu nepexoae k ECM-cucreme?
3. KakoBbI OCHOBHBIE CITIOCOOBI KOPIIOPATUBHOTO MToncka B ECM?
4. Yro Takoe >KM3HCHHBIN ITUKJI KOHTEHTa U KaKUMHU CITOCOOaMH MOYKHO MM YIIPaBIISATH?
Oyukiumonan COJ1 u ECM: Baemnuii 910
pabota Ne 3 BHentHuii 31eKTpOHHBIN TOKYMEHTO000pOT
KoHTposibHBIE BOPOCHI:
14



I

Kaxkwue Bunpt B3J1O BbI 3HaeTe?

UYewm otnuyatorcs oneparopsl /1O ot oneparopos D10 CD?

UTto Takoe 3IEKTPOHHAS] OTYETHOCTh M KAKUM CTaHAapTaM OHa MOIYUHSAETCS?
Kakue BuIbI BHEIIHUX 3JIE€KTPOHHBIX TOKYMEHTOB BaM U3BECTHBI?

KaxoBbl BO3MOKHBIE ITyTH pabOThI ¢ pacxoxaeHussMu B 3J10?

(DyHKuHOHan CO/1 u ECM: Ynpasnenue apxuBamu
pabota Ne 4 YnpapneHue apxuBamu

KoHTponbHbIE BOIPOCHI:

1.
2.
3.
4.

Kakwue 3agaun pemaet JOAroBpeMEHHBIN JIEKTPOHHBIN apXUB?

B yem pazHulia MeXly apXUBUPOBAHUEM U PE3EPBHBIM KOITMPOBAHUEM JOKYMEHTOB?
Kakue ocHOBHbBIE acCIEKThl HY’KHO YUUTHIBATh MPU OpraHU3aIMH 3JIEKTPOHHOTO apXuBa?
Kakumu ciocobaMu MOKHO 00€CTIeUUTh IOPUINUYECKYIO 3HAUUMOCTh IOKYMEHTA Ha

MPOTSKEHUH BCETO CPOKA €ro XpaHeHus?

cIMuy»?
2.
3.
4,

HH?

Oynaknuonan COJ] u ECM: Workflow u ynpaBnenue 6usHec-nporieccamu
pabota Ne 5 Workflow u ynpasienue 6usHec-npoueccamu
KoHTponbHBIE BOIPOCH:

1.
2.
3.
4.

Uro Takoe Ou3Hec-mpoIiecc B paboTe mpeanpusTus?
Jnist uero ciemyet BHeApATH cucteMmy Workflow?

B yem ocHoBHbIe oTiuums cucteM Workflow u BPMS?
Kakue npeumyiecta naer BPMS?

Oynkimonan COJ[ u ECM: YnpapiieHne 3anucsiMu U A€IONPOU3BOACTBO
pabota Ne 6 YripaBieHue 3anmucsIMu U ACIOMPOU3BOICTBO
KoHTponbHbIe BOPOCHI:

1.

Yro Bxoaut, cornacHo cranaapry ISO 15489:2001, B nonsiTue «YnpasieHue 3amnu-

Kak MOHO aBTOMaTU3MpOBaTh CUCTEMY BEACHUS PEECTPOB?
Kakum 00pa3oM MOKHO yIpaBiATh KU3HEHHBIM LIUKIOM 00bEKTa yuera?
Kak pemaercs nmpo6iema nmpeBpaieHus pa3po3HEHHBIX JOKYMEHTOB B ICTOYHHUK 3Ha-

Oynknuonan COJ] u ECM: Dnextponnast mudpoBasi MoM1UCh
pabota Ne 7 DnextponHas udpoBasi MOAMUCH
KoHTponbHbIe BOIPOCHI:

l.
2.
3.
4.

Yem oTiinyaeTcst 3aKpbIThINA KIIFOY 3JIEKTPOHHOM MOAMNKMCH OT OTKPBITOro Kiroua D117
Kakue BUbI 37IEKTPOHHOM NOANNCH BbI 3HaeTE?

B kakux ciy4asix UCIOJIb3YyEeTCs TOIBKO KBATU(HUIIMPOBAHHAS 3JICKTPOHHAS TIOIHChH?
Kakue pekBU3UTHI IPUAIOT IOPUANYECKYIO CHITY 3JIEKTPOHHOMY JOKYMEHTY?

Nurerpamus ECM B BeO-cpeny
pabota Ne 8 MuTterpamus ECM B BeO-cpeny
KonTposabHbIie BOMPOCHL:

M NS

Kak cepsucel Google MOkHO TpUCIIOCOOUTH JUIsl HCIIOIB30BAaHUS B On3Hece?
Kakue npeanpustus MOryT HCIIOJIb30BaTh B OM3Hece cepBuckl Google?
Kakne ECM-3anaun pemator Google caifter?

Yro takoe CMS?

Ha xakue kareropuu nensitcss CMS?

Tewma 3 - [IpaBoBbIC aCIEKTHI

pabota Ne 9 TIpaBoBbIE aCIIEKThI
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Lenb pabotel: M3ydeHue TeKyIero 3aKkOHO1aTeNIbCTBA B chepe ANEKTPOHHOTO TOKYMEHTO-
obopota u COJI/ECM

[Topsiiok BeITOTHEHHUS PaOOTHI

KonTpoabHbie BOMPOCHL:

1. Kakue 3akoHOJaTeIbHbIE aKThl PETIIAMEHTHPYIOT BOIPOCHI 3JIEKTPOHHOTO JJOKYMEHTO-
obopoTa?

2. Kakumu oTedecTBEHHBIMHU CTaHAAPTaMU PYKOBOACTBYIOTCSI KOMIAHUU IIPU MCIIOJIB30-
Bauuu COJ] u D/1?

3. Jlns Kakux 1esel OTeYeCTBEHHbIE MPEINPUATHS MOTYT UCIIOIb30BATh MEKIYHAPOIHBIE
CTaHJApPTHI B 00JIACTH JIEKTPOHHOTO JOKYMEHTO000poTa?

2. TunoBble MpakTHYeCKHE 3aJaHUS

1. Pa3zpaboraTs 651aHk moroBopa ¢ ¢hopMoii BBOIa JaHHBIX.

2. Pa3pabotate 61aHK JOTOBOpa ¢ aBTOMATHYECKH 3aMOTHIEMbIMU TOJISIMU 0€3 Hc-
MOJIb30BaHUS MAaKPOCOB.

3. Pa3zpaboTtars aganTuBHEIN (MO3UTUB / HETATUB) MIA0JIOH MPE3CHTAIIUU

4. PazpaboTtars O61aHK HIUPKYISPHOTO MUChMA € 3an0JdHEeHUuEM u3 bJ]

3. IlepeyeHb THNOBBLIX BOMPOCOB HA 3a4eT

1. [ToHsiTHE «3TIEKTPOHHBIN TOKYMEHT» B HH()DOPMAIIMOHHON CHCTEME OpraHU3alliH.

2. TepMuHONOTHS, UCTIONB3YyEMAsi B CUCTEMAaX 3JIEKTPOHHOTO IOKYMEHTO000pOTA.

3. 3ama4yn cucTeM EKTPOHHOTO JOKYMEHTO000POTA.

4. JIokyMeHT Kak 00BEeKT perynupoBaHus. OyHKIUN U BUABI TOKYMEHTOB, UX YHU(DU-
Kalys ¥ CTaHIapTU3ALMSL.

5. Tl'ocynapcTBeHHOE peryimpoBaHue, HOpMaTUBHAS MMPABOBasi U METOMYECKAsi OCHOBA
JIOKYMEHTAITMOHHOTO 00eCIIeUeHUs YIIPABICHHUS.

6. CyIIHOCTh, HATPaBJIECHUS M BUJIbI TOCYIAPCTBEHHOTO PETYJIMPOBAHUS TOKYMEHTAIIU-
OHHOTO OOeCIeUeHus yIPaBJICHH, HA3HAYECHUE, 0COOCHHOCTH U COOTHOIIIEHNE HOPMATHBHOTO TIpa-
BOBOI'O U METOJAMYECKOT0 PEryJIMPOBaHUSI.

7. CocraB U CTpYKTypa HOPMAaTUBHOM IPABOBOM U METOJUYECKON OCHOBBI JJOKyMEHTa-
IIMOHHOTO 00ECTICUCHUS yIPABICHUSI.

8. Hasnauenue u 0cCOOEHHOCTH UCTIOIB30BaHUS | 0CYJapCTBEHHOM CUCTEMBI TJOKYMEH-
TallMOHHOTO o0ecreueHus ynpasiaeHuH U [IpaBui nenonpon3BocTBa B peepaabHbIX OpraHax uc-
MMOJTHUTEILHOM BIIACTH.

9. VYnpasieHue 3JeKTPOHHBIMU TOKYMEHTaMH.

10.  Knaccudukarius CUCTEM JIEKTPOHHOTO JOKYMEHTOO0OpOTA.

11.  Tloaxomsl K CO3AaHUIO CUCTEM IIEKTPOHHOTO JOKYMEHTOOO0POTA.

12.  TpeboBaHus kK cuctemMam.

13. Dransl BEIOOpa CHCTEMbI aBTOMATH3AIUH.

14. DTanbl BHEIPEHUSI CUCTEMbI aBTOMAaTU3aLIUH.

15. OOmue TpeOOBaHUS K TOKYMCHTHPOBAHHIO YITPABICHYCCKOU JIEATEITHBHOCTH.

16.  Cocra, conepx)aHnue 1 0COOCHHOCTH pealn3alinu TpeOOBaHUN K PACTIONOKEHHIO U

0(QOPMIICHHIO PEKBU3UTOB JOKYMEHTOB.
17. CtpyKTypH3alus TEKCTOB YIPABIECHYECKUX JTOKYMEHTOB.
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18.  Buasl yHU(UIIMPOBAHHBIX TEKCTOB, 0COOCHHOCTH 0(hOpMIIeHUS TpadapeTHOTrO TeK-
cTa, aHKETHI U TaOJHIEL. 1

19.  CoctaB 1 Ha3HaYEHUE OTAEIBHBIX BUIOB OpPraHNU3alMOHHO-TIPABOBBIX, PACIIOPSIU-
TEJIBHBIX U HH(POPMALIMOHHO-CIIPABOYHBIX JOKYMEHTOB.

20.  OcobeHHOCTH OOPMIICHHUS OTACIBHBIX BUAOB IOKYMEHTOB, 00pa3yIOIUXCS B MPO-
1ecce AeTeNbHOCTH TOCYJapCTBEHHOTO OpraHa.

21.  Posb n1OKyMEHTOBEIIEHHS B COBEPIIEHCTBOBAHUY IPOLIECCOB YIIPABIICHUS.

22.  HopmaTMBHO-METOJIMYECKHE aKThl, pETIaMEHTHPYIOIINE CO3aHne U 0(opMIICHUE
JIOKYMEHTOB.

23.  JIoKkyMeHT — 00BEKT TOKYMEHTOBEAUECKUX MUCCIIETOBAHHIA.

24.  Tlonsarue «uHpopmanus». CBs3b nHGOpMAIMK U ToKyMeHTa. Pons nHpOpMarum B
COLIMAJIBHBIX M 9KOHOMHUYECKHX IpoIeccax.

25. DOyHKIUUA JOKyMEHTOB. JIOKYyMEHT — Mo YHKITMOHAIbHBINH O0OBEKT.

26. TekcToBOE JOKYMEHTUPOBAHUE U ATAIbl €r0 Pa3BUTHSL.

27.  TexHu4eckoe JOKYMEHTHPOBaHHUE.

28.  ®oronokymeHTHpoBanue. [losBienue, pa3BuTue, NpUMEHEHHE.

29.  KunonmokxymeHntupoBanue. [losiBieHue, pa3BuTue, BU1€03aIUCh.

30.  ®ononoxymeHtupoBanue. IlosBineHue, pa3BuTie, IPUMEHEHHE.

31.  MarepuajibHble HOCUTENN UHPOPMALIUH.

32.  CaoiicTBa U pU3HaKu JOKyMeHTa. IHpopmaloHHbIle cBOMCTBA 1oKyMeHTa. Opuru-

HaJIbHOCTH O0KyMeHTa. [logmuHHOCTh noKymMeHTa. KonuiHOCTh TOKyMeHTa.

33. Crpykrypa nokymeHTta. PekBusutel. @opmyisip qokymenTa @opmyssip-odpaserr.
OcobenHoctu (hopMyIisipa JOKYMEHTOB, MOJYYEHHBIX PA3IMYHBIMU CIIOCOOaMH (TEKCTOBBIMU, Ma-
[IMHHBIMU, KUHO-, POTO-, (POHO-, TEXHUUECKUMH).

34, Tpamummonnas popma qokyMeHTa. DopMyIsip TEKCTOBOTO JOKYMEHTA B €70 HCTOPH-
YECKOM Pa3BUTHHU.

35. TOCT P 6.30-2003. Ero conep>xanue, 3HaUCHHE.

36. Tekct gokymeHnTa. CTpyKTypa TeKCTa. DJIE€MEHThI TeKCTa. JIMHTBUCTUYECKUE OCO-
OCHHOCTH JTIOKyMeHTa. Y HU(UKALKS TEKCTa JOKYMEHTA.

37.  Knaccudukanus. OcHoBaHUS KiacCU(DHUKAIINN.

38. CxnaapiBanue cucteM JokyMeHTanuu. ConnanbHas T0KyMEHTOKOMMYHHUKAITMOHHAS
cUCTeMa.

39. JlokyMeHTHass KOMMYyHUKalus. JJOKyMEHTHasl JeSTEIbHOCTD.

40. YHuuupoBaHHble CUCTEMBI JOKYMEHTAIMH. [ 0CyJapCTBEHHBIE CTaHAAPThI HA YHU(H-
KAaIlTUOHHBIC CUCTCMBI. Tumoseie CIICOHUAIN3UPOBAHHBIC q)OpMBI JOKYMCHTOB.

41. TpeOoBaHHS K COCTABJIICHUIO U OPOPMIICHHIO OPTraHU3aIMOHHBIX TOKYMEHTOB.

42. TpeboBaHMS K COCTaBICHUIO U 0OPMIICHHUIO PACTIOPSAUTEIBHBIX TOKYMEHTOB.

43. TpeboBaHMs K COCTaBICHUIO U 0OPMIICHUIO HHPOPMAIITMOHHO- CIIPABOYHBIX IOKYMEH-
TOB.

44. OcobenHoctr 0oOpMIICHHUS AESTENIbHOCTH KOJUIETHAIBHBIX OPTaHOB.

45. Oopmnenre yHUPUIMPOBAHHON JOKYMEHTAIMH 110 TUYHOMY COCTaBY.

46. Iporecchl JOKYMEHTOOOpa30BaHUSI.

47. HepBI/I‘IHBIe KOMIIJICKCBI TCKCTOBBIX JOKYMCHTOB.

48. BeOMCTBEHHBIE apXUBBHI.

49. I'ocynapCTBEHHBIE ApXUBBHI.
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4. Tect

1. Hasurarop aBTOMaTM3MpOBaHHON TOKYMEHTAIIMOHHON CUCTEMBI BKIIFOUYAET. . .
a) nepeBo (Mepapxuio) Marnok;

0) UHJIEKCHBINA yKa3aTelb;

B) oniuio OTBETCTBEHHBIH;

I') HepCOHAIbHbIEC MAIKU COTPYIHUKOB.

2. HNHcTtpymeHTanbHas aHeab aBTOMaTU3UPOBAHHOM JOKYMEHTALMOHHONW CUCTEMBI CO-
JEPHKUT. ..

a) 00J1aCTh TPYIIIHUPOBKH;

0) mento CepBuc;

B) THUIIOBBIC KaPTOUKH;

r) BKIaaky Oomme.

3. ABTOMaTU3UpPOBaHHAS JOKYMEHTAIMOHHAS CUCTEMA COJCPKHUT HArKH. ..
a) CBSI3b PETUCTPALIMOHHBIX KapTOUEK;

0) OTBETCTBEHHBIEC UCTIOTHUTEIH;

B) IIEPCOHAJIbHBIE JIe1a COTPYIHUKOB;

') KOHTPOJIbHBIE CPOKH.

4. Jli1s paGoThI C pErUCTPAIMOHHBIMU KapTOYKaMU IPUMEHSIOT CIIEAYIOLINE dle-
MEHTHI. ..

a) web-y3en npusnoxxenus FrontPage;

0) xHonky ®op™msr;

B) BKJIAAKy MacTtep OTBETOB;

I') [10JI€ C BO3MOKHOCTbBIO BBIOOpA.

5. TumnoBas perucTpanoHHasi KApTOYKA BKIIOYAET. ..
a) MoJie JUIsl BBOAA JAHHBIX C MOMOILBIO IPYMITbI KHOIOK;
0) nepeBo (Mepapxuio) Marnok;

B) web-y3en mpunoxxenus FrontPage;

) BKIaJAKy MacTtep OTBETOB.

6. I[J'IH PEAaKTUPOBAHUA NAHHBIX B aBTOMaTI/I?;I/IpOBaHHOﬁ Z[OKYMGHTaHI/IOHHOI\/’I CUCTEMC
HNPUMEHSIOT. ...

a) BKIaaKy CBsI3M KapTOYEK;

0) kHOTIKY PefakTupoBaTh;

B) manky JlouepHsis pe3oonus;

r) Biagky OTmpaBka JOKyMEHTa Ha 1I0paboTKYy.

7. BBog nngopmarnyu B pabodee moje OCyIIeCTBISIETCS C ITOMOIIBIO. . .
a) criicka beIcTpblil mouCk;
0) Brytagku CBsI3b KapTOYEK;
B) criucka KOHTpOJIBHBIN CPOK;
T) mpu3Haka BHENHWI KOHTPOIb.
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8. JIyist perucTpamnuy BXOIAINX JOKYMEHTOB/TTUCEM HEOOXOIUMO. . .

a) BRIOpaTh OTBETCTBEHHOT'O MCIIOJTHUTEIIS,

0) co3aaTh PErUCTPALIMOHHYIO KapPTOUKY BXOJISIIETO JOKYMEHTA B IEPCOHATIBHON MaIKe;
B) BBISIBUTH HEUCIIOJIHEHHBIE JOKYMEHTHI;

I') Ha)KaTh KJIaBUaTypHYI0 komOuHanuio Ctrl+V.

9. B3anMocBs3b MEXIY JOKYMEHTAaMH OCYIIECTBISIETCS C TOMOIIBIO. . .
a) MepCOHAJIbHON NAIKU;

0) o OTBETCTBCHHBINH;

B) BKJIaAKU CBsI3b KapTOYEK;

r) nanku JlouepHsist pe30Ironusl.

10. [Ipu yTBEpKICHUH PE30TIOLMHU OCYIIECTBIISIOT CICAYIONIUE JEHCTBUS. ..
a) CO3[JaHUE PErHCTPAIIMOHHON KapTOUKH TOKYMEHTA;

0) 3amoHeHre MTPUX-KOoJa Ha OyMa)KHOM OpUTHHAJIe JOKYMEHTA;

B) 3ar0JIHEHUE NTAPaMETPOB PE3OIIOLINN;

I') OTKPBITUE 3aJaHUsI U3 IEPCOHATIBHON MAIKH.

11. OcHOBHBIMU 337jauaMi aBTOMATU3ALMU JOKYMEHTAIIMOHHOTO 00ECIICUEeHNUs yIPaBICHUS
U CUCTEM JOCTaBKU MH()OPMALUH SBIISIOTCS. ..

a) MHTErpaLus TEXHOJIOTUH 1eJ0NPOU3BOJICTBA B €MHBIN IIpoIiece;

0) IOATrOTOBKA TEKCTOBBIX IOKYMEHTOB;

B) UCIIOJIb30BaHNUE CPECTB BHEIIIHUX KOMMYHUKAIHIA;

I') IPUMEHEHHE ayIHOBU3YaJIbHBIX CPENICTB.

12. TexHOIOTUY aBTOMATU3UPOBAHHOTO JJOKYMEHTAIIHOHHOTO 00ECTICYCHHUS YIIPABICHHSI
BKJTIOYAIOT. ...

a) TUTAHUPOBAHKE U YIPABJICHNUE PECYPCAMU;

0) popMupoBaHue U HAKOTJICHUE 0a3bl AJIEKTPOHHBIX JOKYMEHTOB;

B) MPOrpaMMHO-AIIapaTHYIO mi1aTGopmy;

T') JEJNOBYIO TpaduKy.

13. K 1oKyMeHTallMOHHOM cucTeMe, BHITOJIHSIOMEH (PYHKINU TOCTaBKU HH(POPMAIIUH,
NPEIBABISIOT CIeyIoIne TpeOOBaHHUS. . .

a) orepaTuBHOE (HOPMUPOBAHKE YKA3aHUI;

0) TOCTOBEPHOCTH TIEPEAaBAEMBIX TOKYMEHTOB;

B) MOATOTOBKA IJIAHOBBIX JI0KYMEHTOB;

I') pa3paboTKa NMPOrpaMMHBIX aITOPUTMOB.

14. Texnonoruu knacca «Pabouas rpynmay» (group ware) Uit JOKyMEHTAIIHOHHBIX CUCTEM
XapaKTepU3yIOTCH. . .
a) OTCYTCTBUEM CTPYKTYpHU3allUi B OpraHU3aliu pador;
0) HaKOIJICHWEM 3JICKTPOHHBIX JIOKYMEHTOB B MH(POPMAIIMOHHOH 0as3e;
B) Te€HEpAIMEH OTYETOB U3 Oa3bl TaHHBIX;
T') HACTPOMKOHN Ha TPeOOBAaHUS 3aKa34HKa.
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15. Texnomoruu kiacca «Pabounit moTok» (working stream) st TOKyMEHTAallMOHHBIX CH-
CTEM CITy)KaT JJIsl. ..

a) aBTOMaTH3allUH JOKYMEHTOO00POTa B CPETHUX U KPYIHBIX OHrcax;

0) KOHTPOJISI BEPCHI MPOTPAMMHBIX TPOIYKTOB;

B) ONpeCICHHS TPOrPaMMHO-AIAPATHONW KOH(PUTYpaIiy CHCTEMBI;

T') IPEJOCTABIICHUS YCIIYT IO UMHTAIIMOHHOMY MOJICITHPOBAHUIO.

1 6. Cpencra opucHON aBTOMAaTU3alMU 00ECTIEYUBAIOT. . .

a) (hopMupoOBaHHUE AITOPUTMOB 0OPAOOTKHU IOKYMEHTOB B OPTaHU3aIH;

0) ompeneneHue MPOrpaMMHO-AINIAPATHOW KOHPHUTYpaIy JOKYMEHTAIIHOHHON CHCTEMBI;
B) OTKa30yCTOMYMBOCTh CUCTEMBI (PE3EPBUPOBAHUE PECYPCOB);

') 00paboTKy TaOJIUYHBIX JAHHBIX.

17. CereBble KOMIBIOTEPHI B IOKYMEHTAIIMOHHBIX CHCTEMaX 00eCIIeUnBaloT. . .
a) SKCIEeTUIIMOHHYIO 00pabOTKy TOKYMEHTOB;

0) KOHTPOJIb UCHIOJIHEHHUS TI0 CYIIECTBY ITOCTABJICHHBIX 33/1a4;

B) KOJUIEKTUBHBIN JTOCTYH K PECYpPCaM CETH;

I') CCJIEI0BaHUE 3HAKOBBIX CHCTEM.

18. AJIrOpUT™M NPOXOKICHUS UCXOASAIIUX JOKYMEHTOB BKIIIOYAET. ..
a) y4eT M TUTaHUpOBaHHE paboyero BpEMEeHH;

0) cocTaBlieHUE MPOCKTA TOKYMEHTA,

B) OTKa30yCTOWYMBOCTb CUCTEMBI;

T') IPEOCTABJICHUE BBIUUCIUTEIBHBIX PECYPCOB.

19. B 10KyMEeHTallMOHHBIX CUCTEMAX JJIsl IOUCKA PErUCTPAllMOHHO-KOHTPOJIBHBIX KapTOUYEK
PUMEHSIOT. ..

a) MHTETPALIMIO TEXHOJIOTHI JIeTIONPOU3BOJICTBA;

0) aBTOMAaTH3aIMIO0 aIMUHUCTPATUBHO-YIPABICHUECCKUX (DYHKITUI;

B) MPEIMETHO-BOIIPOCHBIN MPU3HAK CHCTEMATH3AIINH;

T') CpeICTBa MaKpPOIPOTrPaMMHUPOBAHHSL.

20. KonTposibHas 1e1bHOCTh JOKYMEHTAIIMOHHON CHCTEMBI 00ECIIEYUBAET. . .
a) CUCTEMaTH3aIHI0 PETUCTPAIIMOHHBIX (DOPM TI0 CPOKaM HCIIOTHEHHUS;

0) SKCIEAUITMOHHYIO 00pabOTKY BXOASIINUX JOKYMEHTOB;

B) MCIIOJIb30BaHHUE CETEBBIX IPOTOKOJIOB;

I') yIpaBJeHue niepeaadeii naopmaiuu.

21. MudopmaTu3zanys JOKYMEHTALMOHHON AESITEIbHOCTH OPraHU3alui 00eCIeunBaeT. . .
a) YMEHBIIEHUE CKOPOCTH MPOXO0KIEHUS JOKYMEHTOB 10 MAPIIPYTaM;

0) TMKBUIAIMIO U3TUIIHUX JOKYMEHTAI[HOHHBIX MapIIPyTOB;

B) CTPYKTYypUpPOBaHUE padOT C yKa3aHUEM UX UEPAPXUH;

T') BBISIBIICHHE KOHQJIMKTYIOIIUX PECYPCOB.

22. ABTOMaTH3aIis JOKyMEHTAIIMOHHOTO 00ECIICUeHHUs YIIPABJICHHS 00eCIIeYnBacT. ..
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a) CBOCBPEMEHHYIO KOPPEKLIMIO UCXOIHBIX IIJIAHOB;

0) pocT moTepb YacTH UHPOpPMAIHH;

B) BBIOOP ONTUMAIBHOM MTPOrpaMMHO-AIAPATHON TIATPOPMEI;
T') IPeIOCTaBICHHUE YCIYT 110 UMUTAIIIOHHOMY MOJICINPOBAHUIO.

23. ns noBblieHus 3 PEeKTUBHOCTH OpPraHU3aliOHHOTO MPOEKTa HEOOXOIUMO. ..
a) YMEHBIINTh HHTCHCUBHOCTH MH(POPMAIIMOHHBIX ITOTOKOB;

0) BBIOpaTh MUHUMAJIBHYIO €IMHULLY U3MEPEHUS AITUTEIHHOCTH PadoT;

B) 00ecreYnTh KOHTPOJIb BHIMIOJIHEHUS TIOCTABJICHHBIX 33/1a4;

I') KOMMUPOBATH JIaHHBIE B BUJI€ CTATUYECKOTO PUCYHKA.

24. C momonipto npunoxkerust Microsoft Outlook MoxxHo. . .

a) JMKBUAWPOBATH M3IIUIIHUE JIOKYMEHTAIIHOHHBIC MaPIIPYTHI;
0) BECTH CTIHCOK 3aIlJTAHMPOBAHHBIX 33/1a4;

B) BBISIBUTH KOH(IMKTYIOIINAE U NIEPETPYKEHHBIE PECYPCHI;

') COKPaTHTh TPYIOEMKOCTh paOOTHI C JOKYMEHTaMHU.

25. IlpuMeHeHue 3IeKTPOHHON MOYTHI B TOKYMEHTALIMOHHOM 00€CTIeUeHHH yIIPaBICHUS
MO3BOJISIET. ...

a) yIy4YIINTh Ka4eCTBO 00paOOTKH JOKYMEHTOB HCIIOTHUTEISIMHU;

0) palMoHAIBHO PacIpeIeIuTh MaTepUaIbHBIE PECYPCHI;

B) YIPOCTHUT BBIOOP IIPOrPaMMHO-aNMapaTHON TIaT(OPMEI;

') YMEHBIIUTH BPEMsI IOCTaBKU JOKYMEHTOB.

26. ABTOMaTU3MPOBaHHBIE CUCTEMBI IUIAHUPOBAHUS [TPOEKTOB MO3BOJISAIOT. ..
a) pacCuUUTaTh KPUTUUYECKUE IYTHU;

0) HACTPOUTH YUETHBIC 3AITUCH;
B) pa3paboTaTh aJrOPUTMbI 00PaOOTKH TOKYMEHTOB;
T') CHCTEMaTH3HPOBATh PETHUCTPAIIMOHHBIE (DOPMBI IO CPOKAM HCITOTHEHHS.

27. llpumenenue cranaapTHIX (opM nmpuinoxxeHus Microsoft Project mo3Bosnsier. ..
a) CHU3UTh BEPOSITHOCTH MOTEPh YaCTH HH(OpMALIUH;

0) pa3paboTath alIropuTMbl 00PabOTKU JOKYMEHTOB;

B) MPOCMATPUBATh U PEIAKTUPOBATH HH(POPMALIUIO O pecypcax;

T') IPEJOCTaBUTh YCIYTH IO UMUTAIIMOHHOMY MOJICIIUPOBAHHIO.

28. Haznauenue pecypcos B nmpuiioskeHuH Microsoft Project mo3Bosser. ..
a) pacrpoCTpaHATh JOKYMEHTHI poeKkTa 1o MHTepHeTy;

0) OTCJICXKHMBATP 3aTPATHI HA PECYPCHI;

B) JIUKBUAMPOBATH U3JIUIIHUE JOKYMCHTAI[HOHHBIEC MAPIIPYTHI;

') IPOCMAaTPHUBATh JHEBHUK COOBITHIA.

29. Ucnonw3oBanue cBs3u yepe3 HTepHer B npuinoxxenuu Microsoft Project mo3Bosser. ..
a) 100aBIATH COOBITUS B KAJICHAAPB;

0) OTKpBIBATh KOHTEKCTHOE MEHIO (haliJIoOB;

B) YKa3bIBaTh THII CBSI3M MEXTy paboTamu;
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F) NoAACPIKUBATE KOMMYHUKAITMOHHBIC BO3BMOXXHOCTU KOPIIOPATUBHBIX CETeH.

30. C nomorpio HHOOPMAITMOHHBIX TEXHOJIOTUN ONIEPAIIMOHHON JAESTEIHHOCTH. ..

a) BBITIOJIHAIOT pa6OTBI B aBTOMAaTHUYCCKOM PEIKNME C MUHHUMAJIBHBIM YHYAaCTUEM YCJIOBCKA,

0) GopMHUPYIOT OTUETHI HA TEKYIIIHE 3aMPOCHI;
B) PEIIAIOT CTPYKTYPUPOBAHHBIC 3aJ1a4H, JIJIsl KOTOPBIX pa3paboTaHbl aJITOPUTMBI,
T') BBISIBIISIIOT KOH(DIUKTYIOUIHE PECYPCHI.

31. C momo1pto nHPOPMALIMOHHBIX TEXHOJIOTHNA YIIPABICHHUS. . .

a) OCYIIECTBIIAIOT OOTEPAIMOHHYIO 00pabOTKy JaHHBIX;

0) aHATM3UPYIOT BO3MOKHBIE PEIICHUS U ICHCTBUS;

B) HCIIOJIL3YIOT JIETATN3UPOBAHHEIC JaHHEIC,

I') B3aUMOJICHICTBYIOT C WWW-Y3JI0M C LIEJIbIO [TOJYyYEHHsI JOMOJHUTEIbHBIX YCIYT.

32. C noMoIIbI0 TEXHOJIOTUI aBTOMAaTHU3alUU Oduca. ..

a) pelIaloT CTPYKTYPUPOBAHHBIE 3aa4H;

0) OLIEHUBAIOT TEKYIIEE COCTOSTHIE O0OBEKTA yIPaBICHUS;
B) MIPOBOJIAT MAaTEMATHUYECKOE MOJICTUPOBAHHUE;

) 0OpMIISIOT TaOIMUHBIC (POPMBI IPEICTABICHUS JaHHBIX.

33. Bo BpeMs KOMIbIOTEPHOM 00PaOOTKH TOKYMEHTOB. . .

a) 00BeAUHSIOT (PparMeHThl IOKYMEHTOB, TTOJATOTOBIICHHBIE PA3TUMYHBIMUA PAOOTHUKAMU;
0) OCYIIECTBISAIOT MOOIMEPALIMOHHYIO 00pa0OTKY JaHHBIX;

B) OIICHHUBAIOT TEKYIIIEE COCTOSIHUSI O0OBEKTa YIIPaBIICHHUS,

I') IPOBOJAT MaTEMAaTUYECKOE MOACTHPOBAHNUE.

34. Bo BpeMs pabOThI C TEKCTaMU Ha KOMITBIOTEPE. . .

a) IPOBOJAT CTATUCTUYECKUIN aHATN3 YKCTICPUMEHTAJIbHBIX JIaHHBIX;
0) cO3/1af0T IOKYMEHTHI TI0 CTaHJAPTHBIM IA0JI0HAM;

B) OIICHUBAIOT OTKJIOHEHHUS OT TUTAHOBBIX MMOKa3aTeseH;

T') IPOBOAT MaTeMaTHYECKOE MOICTUPOBAHUE.

35. C noMouIbI0 TEKCTOBBIX PEJAKTOPOB. ..

a) BBIOMPAIOT II1a0JIOHBI IOKYMEHTOB;

0) OLIEHMBAIOT TEKYIIEE COCTOSTHIE O0BEKTA yIPABICHUS;

B) OpPraHU3yIOT XpaHEHUE IOKYMEHTOB;

T') IPEIOCTABISAIOT YCIYTH 0 IMUTAIMOHHOMY MOJETHPOBAHHMIO.

36. ®opmaTHpOBaHKE TEKCTA MO3BOJISIET. . .

a) BeIOMpaTh MPUQTHL, (opMaThl U HOPMBI PECTABICHUS JOKYMEHTOB;
0) TOTOBUTH CIIPABKH O BBHIMTOJHEHHBIX ONEPALIUIX;

B) OLICHMBATh COCTOSIHUE OOBEKTa YIPABJICHHUS;

T') IPOBOJUTH CTATUCTHYECKUE PACUECTHI.

37. C noMomibio TpauIecKux pelakKTOpOB. ..
a) 3aMEHSIOT CUMBOJIbI HyMepalluu U NepeunCcIeHHS;
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0) IpeAOCTABISAIOT CIIPABKHU O BBIITOJHEHHBIX ONEPALIUIX;
B) UIIYT CHHOHUMBI UCIIOJIb3YEMBIX CJIOB;
T') TOBOPAYHMBAIOT N300paKeHMs Ha HYKHBIH yTOJL.

38. CucremMbl aBTOMAaTUYECKOTO MEPEBO/Ia TEKCTOB MO3BOJISIOT. . .
a) co371aBaTh BEKTOPHBIE U300paKEHUS;

0) penakTHUpOBATh NEPEBEACHHBIN TEKCT;

B) KQ4eCTBEHHO O0()OPMIIATH TaOIMYHBIE TaHHBIE;

T') IepeiaBaTh JOKYMEHTBI MEXIy 0a3aMu TaHHBIX.

39. IlpumeneHue 1eI0BOM TpaduKH B JOKYMEHTOBEICHUHN TIO3BOJISCT. . .
a) mpeoOpa3oBHIBaTh TEKCT B TAOIUILY C (pOpMaTHPOBAHHUEM TTOCIICIHENH;
0) BBIpaBHUBATh TEKCT MO YKa3aHHBIM T'PaHUIIAM;

B) IPUMEHATH BEKTOPHBIE N300pakeHUsI 1 n300paxeHus B (hopme pactpa;
T') cO371aBaTh TOKYMEHTHI IO CTAaHAAPTHBIM IIa0JIOHAM.

40. biioyHoe npeacTaBICHUE UCXOHBIX JaHHBIX MO3BOJISET. . .
a) BBISIBIISATH KOH(DIIMKTYIOLINE PECYPCHI;
0) co3naBaTh HHGOPMAIIMOHHBIE XPAHUIIHUIIA, 00pa3yIOIIUE eAMHOE HH(POPMAIIMOHHOE TPO-

CTpPaHCTBO;

B) CO3/1aBaTh JOKYMEHTHI [10 CTAHJAPTHHIM I1a0JI0HaM;
T') IPEIOCTABIIATH YCIYyTH IO UMUTAIMOHHOMY MOJIETUPOBAHUIO.

41. I'mnepTeKCTOBBIE TEXHOIOTUH TPUMEHSIOTCS JUIS. . .
a) BEJICHUS KaTaJIOTOB JIEKTPOHHBIX OMOIMOTEK, My3€€B, BHICTABOK, SIPMapOK;
0) OLIEHKHU TEKYIIETO COCTOSIHUS 00bEKTa YIIPABICHHUS;

B) BBISIBJICHUS KOH(IIMKTYIOIINX PECYPCOB;
T') IPOBEJICHUSI MATEMAaTUYECKOTO MOJEIUPOBAHHSL.

42. 'mnepTekcToBbIe 0a3bl JAHHBIX MO3BOJISIOT. ..

a) pa3pabaThIBaTh 3aIOMUHAOIIIE YCTPOUCTBA, 00JIaat0IIne OOIBIION MaMSThIO;
0) BBISBIIATH KOH(PIUKTYIOIINE PECYPCHI;

B) OLICHUBATH TEKYIIEE COCTOSIHUE O0BEKTa YIIPABICHHUS,

T') UCTIOJIb30BaTh OJIOKU JAHHBIX, COJIEPKAIIUX TEKCT, N300pakeHusl, 3BYK.

43. 'mnepTekcToBBIN rpad mMepexo 0B MO3BOJISIET. ..

a) MPEACTaBIATh CTATbU U UX B3aUMOCBS3H;

0) CHIDKAaTh CTOUMOCTH cOOpa, mepeiauu, XpaHeH!us 1 00pabOTKH JaHHBIX;
B) o0ecrnieurnBaTh HEMPOTUBOPEUMBOCTH JJOKYMEHTOB;

T') IPEIOCTABIATH YCIYyTH IO UMUTAITMOHHOMY MOJIETUPOBAHUIO.

44. I'mnepTekcToBasi HABUTALIUS IO3BOJISIET. ..

a) MPOU3BOJILHO KOMIIOHOBATh MH(POPMALIMOHHBIE OJIOKH;

0) bopMHpPOBATH CTATHU 1O TPYIIAM, UMEIOIINM OHHAKOBOE POACTBO;

B) BEIOMpATh MIPUQTHI, PopMaThl U GOPMBI IPEICTABICHUNA TOKYMEHTOB;
I') IPUMEHSTHh BEKTOPHBIC N300paKeHHS M M300paKeHUs B opMe pacTpa.
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45. IlporpaMMbl HABUTaTOPBI B CITYK0aX COETUHEHUM OCYIIECTBIISIOT. ..

a) pelICHNEe CTPYKTYPUPOBAHHBIX 3a]1a4, JUTsl KOTOPBIX Pa3pabOTaHbI allTOPUTMBIL;
0) kauecTBeHHOE O(hOopMIICHUE TOKYMEHTOB TaOIMYHON (DOPMBI

B) IPOBEJICHHE CTATUCTHUECKOI0 aHAJIN3a SKCIIEPUMEHTANIbHBIX JaHHBIX;

T') B3aUMOJICHCTBUE C WWW-Y3JIOM C IIeJIbIO MOJIYYSHUS JOTIOTHUTEIBHBIX YCIIYT.

46. Jlns sKcrutyaTaliui WWWw-y3J10B UCIIOJIB3YIOT. . .

a) METOJIbl MaTEMaTHYECKOTO IPOTPaMMUPOBAHUS;

0) TOBOPOT M300paskeHMs Ha TPeOyeMBbIi yrot;

B) TIPOTOKOJIBI TIEpeIayy TUIepTeKcTa http;

T') MpeoOpa3oBaHKUEe TEKCTA B TAOIHITY C (JOPMATHPOBAHUEM ITOCIICTHEH.

47. Ilpunoxenue Internet Explorer mo3Bossier. ..

a) co3aaBaTh HH(POPMALMOHHbBIE XPaHIIHIIIA;

0) mpocMaTpuBath web-cTpanuilsl B lHTepHeTe;

B) o0ecreynBaTh HEMPOTUBOPEUNBOCTD JJOKYMEHTOB;
I') Ka4eCTBEHHO 0(hOpMIIATH TaOJIMYHBIC TaHHBIE.

48. NHcTpyMeHTanbHas manenb npuioxenns Internet Explorer cogepxur. ..
a) KHOIIKH yIpaBJIeHUs] HaBUTallUeH;

0) sI3bIK pa3MeTKH runeprekcta html;

B) KaTaJIOTH AJIEKTPOHHBIX OMOINOTEK;

T') IPOrpaMMHO-AMIapaTHYIO miaTGopmy.

49. Ilpunoxenue Internet Explorer mo3BossieT aBTOMaTH4ECKH MOIy4aTh JaHHbIE U3 VHTEp-

HETa C IOMOIIBIO. ..

a) CTICIUATBHBIX KaHAJIOB;

0) TaOJIMYHBIX MPOIECCOPOB;

B) ME€XaHH3Ma TOJIIMUCKH;

') METOZI0B MAaTeMaTHYECKOTO MPOrPaMMHPOBAHUS
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