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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 1 HABBIKOB Ha MPAKTHKE;

. (dopMHpoBaHUE B3aUMOCBA3EH, MOIYYa€MbIX B CEMECTPE 3HAHUI M HABBIKOB C U3Y-
YEHHBIMU PaHEE U U3yYaeMbIX MapajuieIbHO C JaHHOM TUCIUIUINHOM;

. HOJTrOTOBKA CTYJIEHTOB K JESITEIbHOCTH B COOTBETCTBUU C KBAJTU(PHUKAIIMOHHOHN Xa-

paKTepuCTHKON OakaaBpa.

K ocHOBHEIM 3aJadyaM JUCHUIIIMHBI OTHOCATCA:

. OBJIQJICHHE HaBbIKaMU U Tipuemamu pa3zpadotku COJl u ECM;

. M3YUYEHUE U OCBOCHHE TEOPETUUECKOr0 MaTrepuania, Kak B MpoIecce KOHTAKTHOU, TaK
U B XOJIe CAMOCTOSITEIIbHON PabOTHI;

. BBINOJIHEHUE TPEJIOCTABICHHBIX MPAKTHYECKUX 3a/JaHUil pasnuyHbIX (opM, Kak B
MpoIIecCce KOHTAKTHOM, TaK M B XOJI€ CAMOCTOSATEILHON paOOThI;

. caMOCTOsITeNIbHAs paboTa Ha/l TeMAaTUKOW JUCUUIUIMHBL A1 (POPMHUPOBAHUS KOMIIE-

TEHIIUH OCHOBHOM 00pa3oBaTeapHOM nmporpamMmsl (1anee, OOIT).

[Tmanupyemble pe3ynbTaThl 00yUeHUs JOJKHBI COOTHECEHBI ¢ ycTanoBieHHbIMU B OITOIT nn-
JTMKATOPAMH JIOCTHKCHUST KOMITCTECHITHIA.

COBOKYHHOCTI: 3aIlJTAaHUPOBAHHBIX PE3YJIbTATOB 06yquH51 10 AUCHUIIIIMHEC 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 HCIOJIb30BAHUS
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 HEOOXOIUMOCTh HCIIOTH30-
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
HACTPOWKM 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.

JucuuminHa B3aMMOCBSA3aHa JIOTUYECKH M COAEPKATENBHO-METOAUYECKH CO CIEAYIOUUMHU
aucuuauHaMu u npaktukamu OITOIT:

KomMmyHuKarms B 001acti ”HGOPMAITMOHHBIX TEXHOJIOTHIA,

Pa3paboTka TeXHHUECKUX TEKCTOB U JOKYMEHTAIIHH;

HopmaTtuBHoe perynupoBanue BHenpeHus u skcrutyaTanuu UC.

3 CrTpykTypa u coaepKaHue TUCHUIINHBI

OO01mast TpyA0eMKOCTh IUCHHUIUINHBI cOcTaBseT 3 3adeTHbix(e) equnui(bl) (108 gaca).

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

3.1.1 Ounas dhopma obyueHus

Ne . KoanuectBo CemecTpsl
Buj yueOHoii padoThl
n/n 4acoB 5
1 | AyautopHble 3aHATHA 54 54
B ToMm yucne:
1.1 | Jlexknuu 18 18
1.2 | CeMuHapckue/nmpakTHYeCKUe 3aHATHS 18 18
1.3 | JIaGopaTopHbI€ 3aHATHS 18 18
2 | CamocrosiTeqibHAs padoTa 54 54
B ToMm uncrne:
2.1
2.2
3 | IIpomexxyTouHasi aTTecTalMs
3auet/aud.3auer/sK3aMeH 3a4er 3a4eTr
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

AyauTopHas padora

Jlexuun

CemuHapckue/
MIPAKTUYCCKHE
3aHATHUS
JlaGopaTopHbie
3aHATHS
[IpakTuyeckas

noAroToBKa

CamocTosTe/1b-
Hasi paboTa

Tema 1 - OCHOBHBIE TOHATUSI

Jlabopartopnas pa6ora Ne 1 Cxema Ous-
Hec-Tpolecca.

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

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

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

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

@ynkunonan COJ1 u ECM: Vnpasie-
HUE 3aIHCAMU H JEJIOTPON3BOICTBO.
JlaGopaTopHnast pabora Ne 6 Ynpanie-
HUE 3aMUCSIMU U JEIONPOU3BOICTBO

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

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

10

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

dopma aTTecTAUMU

3a-
4qeT

Bcero 4acoB 1o JuCHUIINHE HA TIEPBOM
Kypce

10

18

18 18

54

3.3 Conepxanue U CHUANINHBI

Tema 1 - OCHOBHBIE TOHATHS

[Tousarue snekrponHoro aokymenta, C3J[, ECM.

Tema 2 - ®ynknmonan CO/l u ECM

Oyukuuonain u kinaccupukanusa C3J u ECM-cuctem. OcoO0eHHOCTH XpaHe-

HUS U yNpaBJIeHUs JOKyMEHTaMu pa3iaudHoro popmara. Buemnuit 3/10. Pabora ¢




pacxoxaerusaMu B 3/10. Opranusanus CHCTEMBI DJIEKTPOHHOTO apxuBa. KiroueBbie
npo0IeMbl U BOBMOXHOCTH yIipaBieHus: ousnec-npoueccamu. Workflow u ero mecro
B ECM-cucremax. Record Management. [TpoGnemsl u TpeOoBaHus B 00JaCTH yIIpaB-
nenus 3anucsamu. Pexomenaaruu no npumenenuto I (3LI1) u opranuzanuu opu-
JUYECKU 3HAYMMOTO 3JIEKTPOHHOIO TOKYyMEHT0000poTa. JJ0CTOBEpHOCTH JOKYMEH-
TOB, 6€30MaCHOCTD, ApyTrUe cBsi3aHHbIe TepMuHbL. UHTerpamus ECM B BeO-cpeny:
dbynknuonan cepsucoB Google 1y paboThI ¢ KOPIOPATUBHBIM KOHTEHTOM, (PYHKITUN
CHUCTEMBbI YIIPaBICHUSI KOHTEHTOM.

®yukuuonaa CI/l u ECM: Buemrnuit /10

Buael BHENTHETO 3JIEKTPOHHOTO IOKYMEHT0000pOoTa. BUABI BHEITHUX 2JICK-
TPOHHBIX IOKYMEHTOB. PaboTa ¢ pacxoxaenusimu B D/]0.

®yuknuonaa CIJl u ECM: YnpaiieHue apxuBamMu

N3ydenne GyHKIUN 1 BO3MOKHOCTEH 2JICKTPOHHBIX apXHUBOB
(datawarehouses). Opranuzaiusi CHCTEMbI AJIEKTPOHHOTO apXuBa. AMMNapaTHbIE pe-
HICHUS.

®yukuuonaja CIl u ECM: Workflow u ynpasienue Ou3Hec-npoueccamMmu

KiroueBbie mpoOieMbl 1 BO3MOKHOCTH YIPaBICHUSI OU3HEC-TTPOIIECCAMU.
Workflow u ero mecro 8 ECM-cucremax.

@®ynknuoHaa CIl u ECM: YnpasJieHue 3anIMCAMHU U 1eJI0NPOU3BOACTBO

Paznmuuus B repmunax «Kannenspusi» u «Ynpasienue 3anucsimmn», Record
Management. [Ipo6iemsbl 1 TpeOGoBaHus B o0actu yrpasieHus 3anucsimu. OcoOeH-
HOCTH apXUTEKTypbl 11 paboTel ¢ HopmaTuBHO-cipaBouHo# nHpopManuein (HCH).

®yukuuonaja CI/l u ECM: Jaexkrponnas undposasi Noanuch

Pexomenannu no npumenenuto 11 (DII]) u opranuzanuu OPUINIECKH 3HA-
YUMOTO 3JIEKTPOHHOTO TOKYMEeHT0000poTa. J[0CTOBEpHOCTh TOKYMEHTOB, Oe301ac-
HOCTb, APYTUE CBSI3aHHBIC TCPMUHBI.

HNurerpauus ECM B Bed-cpeny

Oynkimonan cepBrucoB Google /st paboThI C KOPIIOPATUBHBIM KOHTEHTOM,
TyTJI-CalThl, PYHKIIMU CUCTEMBI yIIPABICHUS KOHTEHTOM.

Tema 3 - [IpaBoBbIe aCHIEKTHI

3akoHoAaTenbHbIe akThl PD, 3aTparuBaroiiye BOIPOCH! AIEKTPOHHOTO JOKY-
MeHTO00opoTa. HopMaTUBHO-METOIMUECKUE JOKYMEHTHI, PETYyJIUPYIOIIINE COBPEMEH-
HYI0 OpraHU3alMIo 3JIEKTPOHHOTO JOKYMEHTO000poTa. OTe4eCTBEHHbIE CTaHIapPThI,
KOTOPBIMU HEOOXOMMO PYKOBOJICTBOBATHCS Mpu uctonb3zoBanuu COMl u D]1. Mex-
JTyHApOJHBIE CTAHAAPTHI B 00JIACTH DJIEKTPOHHOTO JOKYMEHTO000POTA.

3.4 TemaTnka cCeMMHAPCKUX/NIPAKTHYECKHUX M JIa0OPaTOPHBIX 3aHATHIA.

3.4.1 JIaGopaTopHbIe 3aHATHS
JlabopaTtopnasi padora Ne 1 Cxema Ou3Hec-nmpouecca



Heas padoThli: M3yueHne npaBui 1 0coOEHHOCTEH pabOThI ¢ BHYTPEHHUMH TOKYMEHTAMU
opranu3aiuu u ousHec-nporeccamu komnanuu B ECM-cucreme. [lonstue cBsizel u OTIMYUN
210, CO, ECM.

Pesynbrar pabotel: PaspaboTannas cxema 6usHec-miporiecca B Hotaiiuu BPMN, koTopas
wittoctpupyet paboty B ECM-cucteme ¢ BHyTpeHHUMHU UCXOASIIUMU JOKYMEHTaMH (perucTpa-
1S, BA3MPOBAHUE, UCTIOTHEHHE), TOJICKAIIUMH PETUCTPALIUH.

JlabopaTropHnasi padota Ne 2 YnpaBJ/jieHue BH/1€0-KOHTEHTOM

Heasn padorsl: M3yuenne ¢pynknuonana u knaccudukanuun COJ] 1 ECM-cucrem, a Takxke
0COOEHHOCTEH XpaHEHHS U YIIPABICHHS JOKYMEHTaMU pa3InyHoOro ¢popmara: Menua-1aHHble, yep-
TEXH U MPOYUNA KOHTEHT.

PesynbraT paboTsl: PaspaboTaHHbli clieHapuil ynpaBieHUs: BUACO-KOHTEHTOM JUIs TIpe/-
IIPUATHA.

JlaGopaTopHasi paGora Ne 3 BHeniHMii 3/1eKTPOHHBIN J0KYMEHTO000pPOT

Lens pabotel: M3yuenue nopsiika paboThl ¢ BHEIIHUMHU JIEKTPOHHBIMU JO0KyMeHTamHu. Pac-
CMOTPCHUC TAKUX BOIMPOCOB, KaAK BU/Ibl BHCIIHCTO 3JICKTPOHHOI'O IIOKYMGHTOOGOPOTEI, BHU/bI BHCIII-
HUX DJICKTPOHHBIX JJOKYMEHTOB, paboTa ¢ pacxoxxaeHusmu B 3/10.

PesynbraT pabotsl: Pa3paboTaHHbIi JOKYMEHT «AKT IPUEMKHU C1adH padoT (YCIIyT)».
JlaGopatopnas padora Ne 4 YnpaBiieHue apXxuBaMu

Hens paboTer: M3yuenne QyHKIMIA 1 BO3MOKHOCTEH IIEKTPOHHBIX ApXHBOB
(datawarehouses). Opranuzaiusi CUCTEMBI JIEKTPOHHOTO apXWBa. ATIMapaTHBIC PEIICHUS.

PesynbraT pabotsl: Pa3paboTaHHbIM perinaMeHT nepeaadn J0KyMEHTa B JJOJATOBPEMEHHBIH
apXuB.

JlaGopaTopHas paGora Ne 5 Workflow n ynpasienue 0u3Hec-npouneccamu

ens paboTer: M3ydyeHune KIr0ueBbIX MPOOJIEM U BO3MOKHOCTEH yIpaBiieHHs OU3HEC-TIPO-
neccamu. Workflow u ero mecto B ECM-cucremax.

Pesynbrar pabothl: PazpaboTaHHbIi periiaMeHT Ou3Hec-mpoIiecca.
JlaGopaTopHasi paGora Ne 6 YnpaBJ/ieHHe 3alIUCSIMH H 1eJIONPOU3BOJACTBO

ens paboter: M3yuenue pasnuuus B TepMuHax «KaHuenspus» u «YIpaBiIeHUE 3aMUCSIMI,
Record Management. Oco6eHHOCTH apXUTEKTYyphI AJist paboTsl ¢ HopMaTuBHO-cripaBouHO# HH()OP-
manueir (HCH).

Pesynbrat pabotsl: PazpaboTanHas cucrema pa3zenoB peectpa.
JlaGopatopnas padora Ne 7 JiaexkrpoHHasi undponasi Nnoanuch

Lens paboter: M3yuenue npasun u ocodeHHocteit mpumenenus D11 (DLII1) u opranuzanumn
IOPUIMYECKH 3HAYUMOTO 3JIEKTPOHHOTO JOKYMEHT0000poTa. JIOCTOBEpHOCTh TOKYMEHTOB, 0€3-
OMacCHOCTb, IPYTUE CBSI3aHHbBIC TEPMUHBI.

Pesynbrar pabothl: PaspaboTanHblil periiaMeHT nmojgadu aexinapanuu npeanpustas B @HC.
JlaGopaTopHas padora Ne 8§ UnTerpauus ECM B Be6-cpeny

ens paboter: M3yuenue ¢pynkunonansa ceppuco Google s paboThl C KOPIIOPATUBHBIM
KOHTEHTOM, T'yTJI-CaiiTOB, (PyHKIINI CUCTEMBI YIIPaBICHUSI KOHTEHTOM.

Pesynbrar pabothl: Pa3zpaboTaHHBIM periiaMeHT B3aUMOJICHCTBUS COTPYIHUKOB MPEITPHSI-
tus ¢ Google-cepBucamu.

JlaGopaTtopnas padora Ne 9 [IpaBoBble acneKTbI

Lens paboTer: M3yueHne TeKyIiero 3ak0HOIaTENbCTBA B chepe MEKTPOHHOTO IOKYMEHTO-
ob6opora u COJI/ECM.



PesynbraT paboThl: Pa3paboTaHHbIN perimaMeHT NpUIaHus IOPUANYECKON CHITBI JOKYMEHTY
cornacHo TpebdoBanusam ['OCT 6.10.4-84.

3.4.2 CemnHapckue/paKTHYECKUE 3AaHATHS
He 3anmnanupoBanbl yueOHBIM TTAHOM

3.5 TemaTnka KypcoBBIX IPOEKTOB (KypPCOBBIX PadoT)

He npenycmotpeno
4 YyeOHO-MeTOAMYECKOE U MH(OPMALMOHHOE O0ecIeYeHne

4.1 HopmaTuBHbie 1okymMeHTbl 1 'OCTbI

1. ®enepanpHbIii 3aK0H OT 29 nekadps 2012 roga Ne 273-D3 «O6 obpazoBanuu B Poccuiickoit
denepanum» (¢ U3BMEHEHUSAMU U JOTIOJTHEHUSMN);

2. ®epepanibHBIN TOCYJAPCTBEHHBIN 00pa30BaTEeIbHBIN CTAHIAPT BBICIIETO 00pa30BaHuUs - Oa-
KajaBpHar rno HanpasneHuto noarotosku 09.03.03 IpuknagHas uHbopMaTUKa, yTBEPKACHHBIN IPU-
Ka3oM MuHuctepcTBa oOpa3oBanus u Hayku Poccuiickoii @eneparuut ot 19.09.2017 Ne 922.

3. IIpuxa3 MunucrepctBa oopazoanus 1 Hayku P® ot 05 anpenst 2017 r. Ne 301 «O0 yTBep-
xnaeHun Ilopsika opraHu3anuy U OCYIIECTBICHUs 00pa30BaTEIbHON NEATETLHOCTH 1O 00pa3oBa-
TEJIbHBIM ITPOrpaMMaM BBICILIET0 00pa3oBaHUs — IporpaMmamM OakanaBpuara, IporpaMMam crienua-
JUTETa, IporpaMMaM MarucTparypsbl;

4. ITopsiioK MpOBEAECHUS FOCYIapCTBEHHOM HTOTOBOM aTTecTaluy 1o 00pa3oBaTeIbHBIM MPO-
rpaMMaM BBICIIIEro 00pa30BaHUs — MporpaMMaM OakaliaBpuara, porpaMmmMam ClieualInTeTa u Ipo-
rpaMMaM MarucTparypsbl, yTBepkKIeHHbIH npuka3zoM MunoopHayku Poccun ot 29 urons 2015 r. Ne
636;

5. [lonoxeHue 0 MPaKTUUECKOM MOATOTOBKE 0OYYaOLINXCsl, YTBEP)KICHHOE NpruKa3zoM Mu-
HUCTEPCTBA HAayKu U BbIcuIiero oOpazoBanus Poccuiickoit denepannn u MuHucTepcTBa npocBeliie-
Hus Poccuiickoit @enepanuu ot 5 aBrycta 2020 r. Ne 885/390;

6. YcTaB U JTOKaJbHbIE HOPMAaTUBHbBIE aKThl MOCKOBCKOTO MOJIUTEXA

Ob6nactu npohecCHOHAILHON J1eATENBHOCTH U chepbl MPohecCUOHATLHON NesTeIbHOCTH, B
KOTOPBIX BBITYCKHUKH, OCBOMBILINE IporpamMmy OakajaBpuara (J1ajgee - BbIITYCKHUKH), MOTYT OCY-
IIECTBIATh TPOPECCHOHATBHYIO 1EATEIIbHOCTB!

06 Cs13b, MHPOPMALIMOHHBIE U KOMMYHHKAIIMOHHBIE TEXHOJIOTUH (B cepe MpOeKTHPOBa-
HUSL, pa3pabOTKH, BHEIPEHUS M HKCIUTyaTallMK CPEJCTB BEIYMCIUTENbHON TEXHUKHU U HHPOPMAILIUOH-
HBIX CUCTEM, YNPABJICHUSI UX )KU3HEHHBIM IIUKIOM)

BhIMyCKHUKN MOTYT OCYILECTBIISAT MPO(ECCHOHAIBHYIO AESITENbHOCTD B IPYTUX 0071acTAX U
(mmn) chepax mpodeccnoHaNbHOM NeATENFHOCTH MPU YCIOBUU COOTBETCTBHS YPOBHS MX 00pa3oBa-
HUS U TT0JTy4YEHHBIX KOMIETEHIUI TpeOOoBaHUAM K KBaIM(UKALUN paOOTHHUKA, IPEIBSIBIAEMbIM CO-
OTBETCTBYIOLIMMH NPOPECCHOHATBHBIMHU CTaHAAPTaMHU

4.2 OcHoBHasi IMTEPaATYpa

1. bo6riieBa, Mapuna I1aBnoBHa. YpaBiaeHUECKHUH TOKYMEHTOOOOPOT: OT OyMa)KHOTO
K anektpoHHoMy [Tekct]: Bompockl Teopun u mpaktuku / M. Il. boOsineBa. - MockBa: TEP-
MUKA.PVY, 2019. - 379 c: un., Ta6n.; 22 cm.; ISBN 978-5-6040204-6-3

2. Mesxnynapoansiii cranaapt ISO/IEC 26300 Mudopmarmonsslie TexHonoruu — Pop-
mat Open Document mst oducHbIX npuioxkenuii (OpenDocument) v1.0 [DnekTpoHHBIH pecypc]. —
URL: http://wiki.harlamenkov.ru/wiki/RU/document formats/isoodf (mata oOparueHus:
29.05.2019).

3. ISO /IEC 29500-1: 2016 NndopmanoHHbIE TEXHOIOTHH. SI3bIKK onMcaHus U oOpa-
6otku nokymeHToB. ®opmatsl aitnoB Office Open XML. YHacte 1. OCHOBHBIC TOJIOKEHHS U CIIpa-
BOYHUK I10 SI3bIKY pa3MeTkH. — International Organization for Standardization, 2016. — 5036 c. ISO /
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IEC 29500-2: 2012 NudpopMarOHHbIE TEXHOJOTHH. SI3BIKHA ONMUCAHHUS U 00paOOTKU JTOKYMEHTOB.
®opmatsl daitnoB Office Open XML. Hacts 2. Cornamienust o0 OTKpBITOH ynakoBke. — International
Organization for Standardization, 2012. — 138 c.

4. ISO /IEC 29500-3: 2015 UndopmanoHHbIe TEXHOIOTHH. SI3bIKK onKcaHus U oopa-
60oTtku nokymeHToB. @opmartsl daitnos Office Open XML. Yacte 3. CoBMECTUMOCTh U paciiupsie-
MOCTb pa3MeTku. — International Organization for Standardization, 2015. — 42 c.

5. ISO / 1IEC 29500-4: 2016 UudpopmannoHHbIe TEXHOJIOTUH. SI3bIKH ONMCaHUs U 00pa-
6otku nokymeHTOB. @opMmatel daitnoB Office Open XML. Yactp 4. @yHkunu nepexoaHon MUrpa-
uu. — International Organization for Standardization, 2016. — 1550 c.

6. ISO / IEC TR 29166: 2011 MudopmanioHHble TEXHOJIOTUU. SI3bIKK OMMCAHUS U 00-
paboTKM TOKyMEHTOB. PykoBoasimuye yka3aHus 1o nepeBoay Mexay Gpopmaramu 1okyMeHToB ISO /
IEC 26300 u ISO / IEC 29500. — International Organization for Standardization, 2011. — 168 c.

7. HalMoHanbHBIN rapmMonusupoBanuelii 'OCT P UICO/M3K 26300-2010 «Mudopma-
nmoHHas Texnosiorus. @opmar Open Document i1t opucHbIx npunoxennii (OpenDocument) v1.0».

4.3 JlonoTHUTEJIbHAA JIUTEPATypa

1. XapnamenkoB A.E. Ba3ossie konnenmmu ¢punocopuu OpenOffice.org [DnekTpoH-
HbIi1 pecypc]. — URL:
http://wiki.harlamenkov.ru/wiki/RU/kb/philosophy/basic_concepts of philosophy openoffice org
(marta oOpamenus: 29.05.2019).

2. XapiamenkoB A.E. @unocodus OpenOffice.org [Dnexrponnsriii pecypc]. —URL:
http://wiki.harlamenkov.ru/wiki/RU/kb/philosophy (nata o6pamenus: 29.05.2019). AkTuBHBIC U
UHTEPAKTHBHBIC 00pa30BaTEIbHBIC TEXHOJOTHH ((DOPMBI IPOBEICHUS 3aHIATHI ) B BBICIICH HIKOJIC:
yaeOHoe mocobue. — H. Hosropog, HHI'ACY, 2013
https://nngasu.ru/education/high _education/education_manual.pdf?ysclid=116h1upnz0471799586&
utm_source=ya.ru&utm_medium=referral&utm_campaign=ya.ru&utm_referrer=ya.ru

4.4 DyieKTpOHHBIE 00pa30BaTe/IbHbIC PECYPChI

1. Kypc DnekTpoHHbIH T0KyMEHTO000pOT
https://Ims.mospolytech.ru/course/view.php?id=2585
2. OBC 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 JInueH3nOHHOE M CBOGOIHO PAcIpoCTPaHsieMoe NPOrpaMMHOe odecredeHne

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

4.6 CoBpeMeHHbIE IPo(ecCHOHAJIbHBIE 0a3bI JAHHBIX 1 MH(OPMAIIMOHHBbIE CIIPa-
BOYHbBIE CHCTEMBI

1. denepanbHas ToCyIapCTBCHHAS HHPOPMAIIMOHHAS crcTeMa - HalnoHaabHas dJek-
TpoHHasi 6ubnnorexka (HOB) https://H36.pd
2. Crpaouno-uH(popmanmonHslii mopran ['pamoTta.py http://www. gramota.ru/
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https://nngasu.ru/education/high_education/education_manual.pdf?ysclid=ll6h1upnz0471799586&utm_source=ya.ru&utm_medium=referral&utm_campaign=ya.ru&utm_referrer=ya.ru
https://nngasu.ru/education/high_education/education_manual.pdf?ysclid=ll6h1upnz0471799586&utm_source=ya.ru&utm_medium=referral&utm_campaign=ya.ru&utm_referrer=ya.ru
https://lms.mospolytech.ru/course/view.php?id=2585
https://%D0%BD%D1%8D%D0%B1.%D1%80%D1%84/

5 MarepuajJbHO-TEXHUYECKOE o0ecrneyeHue

JlaGopatopHble pabOThI U CAaMOCTOSITENbHAS paboTa CTYIEHTOB JJOJKHBI IIPOBOJIUTHLCS B CIIe-
LUAJIU3UPOBAHHON ayJUTOPUHN, OCHAILIEHHON COBPEMEHHON OPITEXHUKOU U IIEPCOHAIIbHBIMU KOMIIb-
I0TEpaMU C MPOrpaMMHBIM OOECIIEYEHUEM B COOTBETCTBMU C TEMATHKOW M3y4aeMOro Marepuaa.
Yucno pabounx MecT B ay IMTOPUH J0JIKHO OBITh IOCTaTOYHBIM Ul OO€CIIeYeHNs] MHIUBU Y aJIbHON
paboThl cTyIeHTOB. Pabouee MecTo nmpernoiaBaTens JOKHO ObITh OCHAIIEHBI COBPEMEHHBIM KOMIIb-
I0TEPOM C MOJKIIOYEHHON K HEMY 3JIEKTPOHHON JOCKOM.

6 MeToanuecKkue peKOMeHAAlUU

6.1 MeTtoanueckue peKoOMeHIAIUM ISl MPENoAaBaTelis 0 OPraHu3alu 00yuyeHus

IIpy moAroTOBKE K 3aHATHAM CJelyeT NpeABapUTeNbHO NpopaboTaTh MaTepuall 3aHATHA,
IIPEyCMOTPEB €ro Mojady TOYHO B OTBEJEHHOE AJIs 3TOro BpeMs 3aHATHA. CiaenyeT NoAroTOBUTh
HE00XO0IMMbIE MaTepHallbl — TEOPETUYECKUE CBEICHUS IS JISKIUH, 3a0a4u JJIs 1a00paTOpHBIX pa-
6ot u ap. Ilpu npoBeneHNM 3aHATH ClIeAyeT KOHTPOJIUPOBATh [101a4y MaTepralla U peleHue 3a1a-
HUH ¢ y4eTOM y4eOHOTO BpEeMEHH, OTBEICHHOTO JUUIsl 3aHATHSI.

[Ipu npoBepke pabOT U OTYETOB CEAYET YUUTHIBATH HE TOJBKO MPABHIIBHOCTD BBIMOTHEHUS
3aganuii JlJabopaTopHbIX paboT, HO M ONITUMAJIBLHOCTh BHIOPAHHBIX METO/I0B PEICHHUS, TPABUIHLHOCTh
BBITMIOJTHEHMSI BCEX €T I11aroB.

6.2 MeToanueckue yKa3aHus sl 00yYAKOIIUXCA M0 OCBOCHUIO TUCIUIIINHBI

N3ydeHne TUCIUIUIMHBI OCYIIECTBISIETCS B CTPOTOM COOTBETCTBHUU C IIENIEBOM YCTAaHOBKOM B
TECHOW B3aUMOCBSI3H yueOHbBIM 11aHOM. OCHOBOM TEOPETUIECKON MOATOTOBKH CTYICHTOB SIBIISIOTCS
ayIUTOPHBIC 3aHITHS U JICKITUH, MaTEPHAITBI Ta00PaTOPHBIX PaboT.

B mportecce caMocTosATENBHON paObOThI CTYJACHTHI 3aKPETUISIOT U YIIyOsSIOT 3HAHUS, TTOITY-
YeHHbIE BO BPEMS ayIUTOPHBIX 3aHATHIA, TOpabaThIBalOT KOHCIIEKTHI U 3alUCH, TOTOBSITCS K MPOBe-
JIEHUIO ¥ 00padaThIBAIOT PE3YJIbTAThl JA0OOPATOPHBIX pabOT, TOTOBSTCS K IPOMEKYTOUHOM aTTeCTa-
IIUH, a TAKKE CAMOCTOSITETTFHO U3YYarOT OTAEIbHBIE TEMbI Y4€OHOM MPOTrpaMMBI.

Ha 3aHATHSAX CTy/I€HTOB, B TOM YHUCIIE MPEANOIAralolInX MPaKTUYECKYIO AeITeIbHOCTh, OCY-
HIECTBIISIETCS 3aKPETUICHUE MTOTYYSHHBIX, B TOM YHCJIE U B IIPOLIECCE CAMOCTOATEIHLHOU pabOThI, 3HA-
Huil. Oco0oe BHUMaHKe oOpalaeTcst Ha pa3BUTHE YMEHUH U HABBIKOB YCTAHOBJICHHS CBSI3H MOJIOKE-
HUI Teopuu ¢ Mpo(hecCHOHANBHON eATEIFHOCTRIO Oy IyIIETo crennaiucTa B oomactu Bed-TexHo-
JIOTHA.

CamocTtosTenbHas paboTa OCYLIECTBISIETCS MHAMBUAYaIbHO. KOHTPOIL caMOCTOATENbHON
paboThl OpraHu3yeTrcs B IByX GopMax:

. CaMOKOHTPOJIb M CAMOOIICHKA CTY/ICHTA;

. KOHTPOJIb CO CTOPOHBI MIpernoaBaTeniell (TEeKyIuil U MPOMEKYTOUHBIH ).

Texymuii KOHTPOJIb OCYIIECTBIISICTCS HA AYUTOPHBIX 3aHITHIX, TIPOMEXKYTOUHBIA KOH-
TPOJIb OCYIIECTBISAETCS B MUCHMEHHOM (YCTHOH) opme.

KputepusiMmu O1IeHKH pe3yIbTaTOB CAMOCTOSITEIIEHON paOOThI CTYICHTA SBIISIOTCS:

. YPOBEHBb OCBOCHUS CTYJICHTOM yU4eOHOr0 MaTepHara;

. YMEHHS CTYACHTA UCIIOJIB30BaTh TEOPETUUECKHE 3HAHUS ITPH BBHIIOJTHEHUH MPAKTHU-
YECKHUX 3a/1ay;
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. c(hOpMHUPOBAHHOCTH KOMIIETCHIINI;
. oopMmIIeHHE MaTeprasa B COOTBETCTBUU C TPEOOBAHUSIMH.

7 @oHJ OLEHOYHBIX CPEACTB

7.1 MeToabl KOHTPOJISI U OLlEHUBAHMS Pe3yJbTATOB 00y4eHus!

B nporecce 00y4deHus HCTIONB3YIOTCS CIIEIYIOIINE OLIEHOUHbIE (POPMBI CAMOCTOSITENBHOM pa-
OOTHI CTYJICHTOB, OIIEHOYHBIE CPEJICTBA TEKYIIETO0 KOHTPOJIS YCIIEBAEMOCTH M MIPOMEKYTOUHBIX aT-
TECTALUI:
=  Omnpocsl pa3zesnos.
=  KOHTpOJIbHBIE BOIIPOCHI Pa3AENIOB.

* TectupoBaHue (UTOrOBBIN TECT).
» [loarororka k JlabopatopHbIM paboTaM M UX 3aIIUTA.
= JloaroroBka k 3ayery.

OO6pa3ubl 3a1aHUi AJI TPOBEACHHS TEKYIIET0 KOHTPOJIsl, OaHKa TECTOBBIX 3aJaHUM MpHBe-
nensl B Paznene 7.3.1.

[IpomexyTounas arrectanus o0yyaronmxcsa B Gpopme 3auéra MPOBOAUTCS MO pe3yabTaTam
BBITIOJTHEHHSI BCEX BUIOB yUeOHOM pabOoThI, IPeyCMOTPEHHBIX Y4EOHBIM IIJIAHOM 10 TAHHOM JTUCIIN-
IMHE (MOYIIO), TIPY STOM YUYUTBIBAIOTCS PE3yIbTaThl TEKYIIETO KOHTPOJIS YCIIEBAEMOCTH B TEYE-
Hue cemecTpa. OLeHKa CTETIEHU TIOCTHKEHUS 00YUYalOIUMHKCS TUTAHUPYEMBIX pe3yJIbTaTOB 00yUeHUS
10 JUCIUILTAHE (MOJIYIIIO) TPOBOJAMTCS MPEIOAaBaTeNIeM, BEIyIIUM 3aHATHUS 110 JUCIUTUIHHE (MO-
JyJII0) METO/IOM SKCIIepTHOM olleHKH. [1o uToram mpomexyTouHOM aTTecTalluy 1Mo JUCIUILINHE (MO-
JTyJTI0) BBICTABIISIETCS OLIEHKA «3aYTEHO» UJIM «HE 3aYTCHOY.

K mpomexyToyHOW aTTecTanuu IOMYCKAIOTCS TOIbKO CTYACHTHI, BHIMOJIHUBILINE BCE BUIIBI
y4eOHOM paboThl, MPEeLyCMOTPEHHBIE pabouell TPOrpaMMoOil Mo AUCIMILTUHE — BHITIOJHEHHE U 3a-
mmTa JJabopaTopHBIX padOT COTNIACHO MOMYYEHHOMY 33/IaHUI0 C JOCTH)KEHHEM IMOPOTOBOT0O 3HaUe-
HUS OLICHKH.

OO6pa3sibl BOMPOCOB /I MPOBEICHUS] TPOMEKYTOUHBIX aTTECTallui MpuBeNeHbl B Pazierne
7.3.2.

7.2 llkajsa u KpUTEPUHU OLICHUBAHUS PE3YJIbTATOB 00y4YeHUA

Ikanaa one-
HUBAaHUA

Onucanue

BoinonHeHs! Bce BUbI yueOHOM paboThl, IPEyCMOTPEHHbIE YUeOHBIM I1J1a-
HOM. CTyZ€HT JEMOHCTPUPYET COOTBETCTBUE 3HAHUM, YMEHUH, HABBIKOB IIPH-
BEJICHHBIM B TaOJMIIaX MMOKa3aTesei, onepupyeT NpuoOpeTEHHBIMH 3HAHUSMH,
3auTeHO YMEHMSIMH, HaBBIKAMU, IIPUMEHSET UX B CUTYallUsAX MOBBIIIEHHOHN CJI0KHOCTH.
[Tpu 3TOM MOTYT OBITH TOMYIIEHBI HE3HAUYNTENIFHBIEC OTMOKN, HETOYHOCTH, 3a-
TPYAHEHUS NIPH aHATUTUYECKUX ONepaltsix, epeHoce 3HaHUH U yMEHHI Ha
HOBBI€, HECTAHIAPTHHIE CUTYAI[UH.
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He 3auteno

He BbinonHeH oxuH uiau 6ojee BUIOB yueOHOM paboThl, MPeayCMOTPEHHBIX
y4eOHBIM M1aHOM. CTYJIEHT IEMOHCTPUPYET HEMOJIHOE COOTBETCTBUE 3HAHUI,
YMEHUH, HaBBIKOB IPUBEICHHBIM B TaOJIHMIIAaX MMOKa3aTesel, JOIyCcKatoTCs 3Ha-
YUTENbHbIE OIINOKH, IPOSABISETCS OTCYTCTBUE 3HAHUN, YMEHUHN, HABBIKOB 110
psAny NmoKa3aTeNneu, CTyJ€HT HUCIIBITHIBAET 3HAYUTEIbHBIC 3aTPYIHEHUS TIPU
ONEpUPOBAHUY 3HAHUSMHU U YMEHUSIMU MPU UX [IEPEHOCE Ha HOBBIE CUTYALIHH.

[ITxana oueHUBaHUSI UTOTOBOT'O TECTUPOBAHHSL:

OIIK-2. Cnioco0eH NpUHUMATH NPUHIHIBI Pa00ThI COBPEMEHHbIX HH(POPMAIMOHHBIX TeX-
HOJIOTHI M IPOrPAMMHBIX CPEACTB, B TOM YHCJIe 0Te4YeCTBEHHOr0 MPOM3BO/ICTBA, H UCIOJIb-
30BaTh HX NPHU PellIeHUH 32124 NPo(ecCHOHATBLHOM AesITeIbHOCTH

HTorosoe rectrupoBanue

Kon- Kpurepun onenuBanus
TPOJIH-
Kontponupye- pye-
MBbIU PE3yJIbTaT MbIE
o0yueHHs TEMBI 2 3 4 5
JTUCIIH-
TUTHHBI
NOIIK-2.1. O06yuato- Ob6yuatonmiica | OOyuaro- OO6yuaronmiics
3HaeT coBpe- 110505 (3 i (o= JIEMOHCTPHU- 110505 (3 i (o= JIEMOHCTPHUPYET
MeHHBIE HH(DOP- MOHCTPUPYET | PYyeT Hermy0o- | MOHCTPUPYET | CHCTEMHBIE T€O-
MalMOHHbIE HE3HaHUe KM€ TeOpeTHye- | MPOYHBIE T€O- | PETUYECKHUE 3HA-
TEXHOJIOTUH U TEOopeTHYe- CKHUe 3HaHUS, peTHYecKue HUS, BIaJIeeT
MIPOrpaMMHBbIE CKHUX OCHOB MIPOSIBIISET 3HaHUS, Bla- | TEPMUHAMH.
CpeacTBa, oc- npeamera, He | ciabo copmu- | aeHue TepMmu- | [IpaBUIbHBIX OT-
HOBHbBIE BUJIBI U BJIQJICET Tep- | POBAHHBIE HaMU, HO TIpH | BETOB B TECTE
MIPUHITUIIBI pa- MHUHAMH, JIe- | HaBBIKM aHa- 3TOM nienaer | 6omnee 90% u 60-
00TbI HHpOpMa- JIaeT OMMOKH, | JIM3a SBJICHUHA U | HECYIIIEe- uee.
[IMOHHBIX CH- KOTOpbIE HE MIPOIIECCOB, ITO- | CTBEHHBIE
cTeM u uHpOop- MOXKET MCTIpa- | Ka3bIBaeT HEJIO- | OIIMOKH, KO-
MaI[MOHHBIX BUTH JaXKe CTaTOYHO CBO- | TOpBIE
TEXHOJIOTHA; 1-10 | TP KOppeK- OomHOe Biajge- | OBICTPO UC-
CTIIOCOOBI BHE/I- ) [[UY TPEMNoJia- | HUe TePMHU- MpaBIIseT Cca-
pEHUS U UHTe- BaTeJIeM. Hamu. [lenaer | MocTOs-
rpalyu coBpe- [IpaBubHBIX | OIMIMOKH, KOTO- | TEIBHO WU
MEHHBIX HH(OP- OTBETOB B T€- | pbl€ MOXKET UC- | MPU HE3HAUH-
MAaIlMOHHBIX CH- CTEe MEHEe MPaBUTh TETBHON KOP-
CTEM, CIIOCOOBI 59%. TOJIBKO IIPU peKLuH npe-
OLIEHKU HE00XO0- KOPPEKIUH M0/1aBaTeJIeM.
JMMOCTH HC- npenogaBate- | [IpaBunbHbBIX
MOJIb30BaHUS nem. [IpaBuib- | OTBETOB B Te-
MIPOrPaMMHBIX HBIX OTBETOB B | cTe Oosee
CPEICTB. tecte 6oinee 60 | 75% %, HO He
HOIIK-2.2. %, HO He Oonee | 6omee 90%

YMeeT uCnoJin-
30BaTh COBpE-

74%
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MeHHBIE HH(DOP-
MAaIOHHBIE
TEXHOJIOTUH U
MIPOTpaMMHEIE
CpEeICTBa, KaK B
paMKax OTIelb-
HOTO MPEeANpUs-
THS, TaK U B
pamMKax KopImo-
paumii, rocyaap-
CTBEHHBIX CH-
CTEeM; BHEAPSTH
Y HacTpauBaTh
COBpPEMEHHBIC
nH(pOpPMaIINOH-
HBIE CHCTEMBI,
MIPOBOAUTH UH-
TErparmio pas-
JUYHBIX UHDOP-
MAaIOHHBIX CH-
CTEM H TPO-
IPaMMHBIX
CPEICTB, OLICHU-
BaTh HEOOXOU-
MOCTb HUCIIOJIb-
30BaHMS MPO-
rPaMMHOTO
CpeacTBa st
pelIeHus 3a1ad.
NOIIK-2.3.Bna-
JieeT HaBbIKaMU
MIPUMEHEHHS CO-
BPEMEHHBIX MH-
(hopMaImOHHBIX
TEXHOJIOTUM U
MIPOTPaMMHBIX
CPEICTB, IpH
peleHnn 3a1a4
B Pa3IMYHBIX
OTpacisx, BHEI-
peHUs U
HaCTPOWKH CO-
BPEMEHHBIX MH-
(hopMaIMmOHHBIX
CUCTEM, OIICHKHU
HEOOXOIUMOCTH
UCIOJIb30BaHUS
MIPOTPaMMHBIX
CPEICTB U UH-
(hopMaInmOHHBIX
CUCTEM JUJIs pe-
IICHUS 3a/1a4.
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7.3 OneHo4HbIe CPeICTBA

7.3.1 Tekymmii KOHTPOJIb

OreHOUHBIE CPENCTBA TEKYILETO KOHTPOJIS YCIIEBAEMOCTH BKIIIOYAIOT ONPOCHI, KOHTPOJIb-
HbI€ BOIIPOCHI U TECTUPOBAHKE (UTOTOBOE) [l KOHTPOJISI OCBOEHUS 00Yy4arOIMMHUCS Pa3/IeIoB AUC-
LUITUHBI.

l. IIpumepHbIe BONPOCHI VISl 31U THI JIA0OPATOPHBIX PadoT

Tema 1 - OcHOBHBIE TOHATHS
JlabopaTtopHnas padota Ne 1 Cxema OuszHec-mporiecca
KoHTposibHBIE BOIIPOCHL:
1. Yo Takoe 3JIeKTPOHHBIA JOKYMEHT U 3JICKTPOHHBIA JOKYMEHTOO00pOT?
2. Kak pacmmdposreiBaetcs abopeBuatypa EDMS u B uem ee otiimune ot CO/1?
3. B dewm coctout npuHuunuansHasg pasauna mexay COJ1 u ECM? Uto Hy»kHO npeanpu-
HATb, 4T0OBI CDJ] ctana ECM-cuctemoii?
4. B d4eM cOCTOST MpenMyIIecTBa AIEKTPOHHOTO JOKYMEHT00O0opoTa?
5. Oxapakrepusyiite 3tamnsl BHeApeHuss ECM-cucreMsl.
6. Kakue TeXHOJIOrHH JIekKaT B OCHOBE YIPABJICHUSI KOPIOPATUBHOM HHpopMaruei?
Tewma 2 - @ynkuuonan COJl u ECM
JlabopaTtopHnas pabota Ne 2 YnpapieHrue BU1€0-KOHTEHTOM
KonTpoabHbie BOMPOCHL:
1. Tlepeuncnure ocHoBHBIE PyHKIIMH ECM-cucTemsl.
2. KaxkoBsl 3Tanbsl 0OHOBJIEHHS CETEBOTO AucKa mpH nepexoae k ECM-cucteme?
3. KakoBbl OCHOBHBIE CIIOCOOBI KOPHOpAaTUBHOTO Moucka B ECM?
4. Yro Takoe *KU3HEHHbIM UK KOHTEHTA U KAKUMH CIIOCO0AMHU MO>KHO UM YIIPABIISATH?
Oynkuuonan COJ] u ECM: Buemnuit 310
JlaboparopHnas pabota Ne 3 BHenrHuii 371€KTpOHHBINA JOKYMEHTOOOOPOT
KoHTposbHBIE BOIIPOCHI:
Kakue Buapt BOJ1O BBI 3HaeTE?
Uem oTimmyarorcs onepatopsl /1O ot oneparopos 10 CD?
Uto Takoe MEeKTPOHHAsI OTYETHOCTh U KAKUM CTaHJapTaM OHA MOJAYUHSIETCS?
Kakue BUIbI BHEIIHUX JIEKTPOHHBIX TOKYMEHTOB BaM U3BECTHBI?
KakoBbl BO3MOKHBIE IyTH paboThI ¢ pacxoxaeHussMu B 3107
CDyHKI_II/IOHaH CO/1 u ECM: Ynpasnenue apxuBamu

R N

JlaboparopHas pabota Ne 4 YnpaprneHue apxuBaMu

KoHTposibHBIE BOIIPOCHL:

1. Kaxkue 3aaun pemaeT 10JIroOBpEMEHHBIN AIEKTPOHHBIN apXUB?

2. B 4eM pa3HuIa MEXKy apXUBUPOBAHUEM U PE3EPBHBIM KOMMPOBAHUEM JTOKYMEHTOB?

3. Kakue oCHOBHbIE aCHIEKThl HY’KHO YUUTBIBATh P OPTaHU3AMH IEKTPOHHOIO apXxuBa?

4. Kakumu cnocobamMu MOKHO 00€CIeUnTh IOPUANYECKYIO 3HAUUMOCTb JOKYMEHTA Ha
HPOTSKEHUH BCErO CPOKA €ro XpaHEeHUs?

Oynkuuonan COJ] u ECM: Workflow u ynpaBnenue 6u3Hec-mporeccaMu

JIaGopatopHas padota Ne 5 Workflow u ynpaBnenue 6usHec-nporeccamu

KoHTposibHBIE BOIIPOCHL:

1. UYro Takoe Ou3Hec-mpouecc B pabore npeanpusTus?

2. Jlns gero cinenyet BHeApsATh cuctemy Workflow?

3. B uyem ocHoBHbIe oTinnuus cucteM Workflow u BPMS?
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4. Kaxkue npeumymiectsa gaet BPMS?
Oyukuuonan COJl u ECM: YipapneHue 3anucsiMu U J1€10IPOU3BOJCTBO
JlabopaTopHnas padota Ne 6 YnpapieHue 3anucsiMu U AJIOMPOU3BOICTBO
KonTposibHbIE BOPOCHL:
1. Yo Bxoaur, cornacHo ctanaapty ISO 15489:2001, B monsiTue «YpaBiieHUE 3aMU-
caMm»?
2. Kak MOXHO aBTOMAaTHU3UPOBATh CUCTEMY BeJIEHUS peecTpoB?
3. Kakum 00pa3om MOKHO yIpaBJIsATh KHU3HEHHBIM LUKIOM 00beKTa yyera?
4. Kak pemaetcs nmpobiaema mpeBpalieHus pa3po3HEeHHbIX JOKYMEHTOB B HCTOYHMK 3Ha-
HUN?
Oynknuonan COJ] u ECM: Dnexrponnast g poBasi MoMUCh
JlabopatopHas padota Ne 7 DnekrponHas nudpoBasi OAMHCH
KonTposibHBIE BOMPOCHL:
1. UYem oTimyaeTcs 3aKpbITHIN KIIOY 3JIEKTPOHHON MOAMUCH OT OTKPBITOro kitova J11?
2. Kaxkue BUJIbI 37IEKTPOHHOM MOJIUCH BbI 3HAaETE?
3. B kakux cimyyasx HCIOIb3yeTcs TOJIbKO KBaNU(UIIMPOBAHHAS JIEKTPOHHAS TOAHCH?
4. Kakue peKBU3UTHI IPUAAIOT IOPUINUECKYIO CUITY FIEKTPOHHOMY TOKYMEHTY?
Nurerpamus ECM B Beb-cpeny
JlabopaTtopHnas padota Ne 8 Mnrerpamus ECM B BeO-cpeny
KoHTposibHBIE BOIIPOCHI:
Kax cepsucet Google MOXHO TPUCTIOCOOUTSH ISl HCTIONB30BaHMS B On3Hece?
Kaxkue mpeanpusitisi MOTYT HCTIONB30BaTh B On3Hece cepBuchl Google?
Kakne ECM-3anaun pemator Google caifter?
UYro takoe CMS?
. Ha kaxue xareropun aensarcs CMS?
Tema 3 - [IpaBoBbI€ aCIEKTHI
JlabopaTtopHas padota Ne 9 [IpaBoBbie acrieKThI

T

Lenb paboter: M3ydeHue TeKyIero 3aKkOHOIaTENNbCTBA B c(hepe AIMEKTPOHHOTO TOKYMEHTO-
ob6opora u COJI/ECM

[Topsinox BeIMONHEHUS PabOTHI

KonTposabHbIe BONPOCHL:

1. Kaxkue 3akoHOIATENbHBIE aKTHl PETIIAMEHTHUPYIOT BOIIPOCHI AIEKTPOHHOTO JOKYMEHTO-
obopota?

2. Kakumu 0TeUeCTBEHHBIMU CTaHAAPTAMH PYKOBOJCTBYIOTCS KOMITAHUU TTPH UCIIONIB30-
Banuu COJ] u D/1?

3. Jlst KakuX meJieil OTeYeCTBEHHBIC MPEANPHUSATHS MOTYT UCTIOIB30BaTh MEXKTyHAPOIHEIC
CTaHIAPTHI B 00JIACTH JIEKTPOHHOTO JOKYMEHTO0O0pOoTa?

2. TunoBble NpakTHYECKHE 3aJaAHUS

1. Pazpaborate O1aHk moroBopa ¢ (opMoil BBOIA TaHHBIX.

2. Pa3paboTtats 61aHK TOrOBOpa ¢ aBTOMATUYECKH 3aIMIOTHAEMBIMH MOJIIMU 0€3 uc-
M0JIb30BAHUSI MaKPOCOB.

3. PaspaboTtars ananTHBHBIN (IO3UTHB / HETATHB) MAOJIOH MPE3CHTAIIN

4. Pa3paborats O611aHK IUPKYJISIPHOTO MUChMA C 3amoiaHeHueM u3 b1

3. IlepeyeHb THIIOBBIX BONIPOCOB HA 3a4eT
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[ToHsTHE «IIIEKTPOHHBIN TOKYMEHT» B HHPOPMAIIMOHHON CUCTEME OpraHU3aIiy.
TepMuHosIOTHS, UCIIONB3YyEMAsi B CUCTEMAX 3JIEKTPOHHOTO IOKYMEHTOO00POTA.

woN =

3ama4yn cucTeM 3JIEKTPOHHOTO TOKYyMEHTO000POTA.
4. JIoKyMeHT Kak 00beKT perynupoBanusi. OyHKIIMN U BUJbI JOKYMEHTOB, UX YHU(DHU-
Kallys U CTaHIapTH3aIusl.

5. lNocynapcTBeHHOE peryivpoBaHue, HOpMaTUBHAS MPABOBask U METOIMYECKAsi OCHOBA
JIOKYMEHTAIMOHHOTO 00ECTICYCHUS YIIPABICHUSI.

6. CylIHoCTb, HAMPAaBIICHUS U BUJIbl TOCYAAPCTBEHHOTO PETYJIUPOBAHUSA JOKYMEHTAIU-
OHHOTO 00ECIIeUCHHS YIPaBIICHUS, HA3HAYCHNE, OCOOCHHOCTH U COOTHOIIICHHE HOPMATUBHOTO TIpa-
BOBOT'O U METOJMYECKOTO PEryJIUPOBAHUSI.

7. CocTaB 1 CTpyKTypa HOPMAaTUBHOM MPABOBOM M METOAMYECKOW OCHOBBI JOKYMEHTA-
IIUOHHOTO 00eCIIeUYeH s yIPaBICHUSI.

8. Hasnauenue 1 0coO€HHOCTH UCTIOIB30BaHUS | 0CyJapCTBEHHOM CUCTEMBI TOKYMEH-
TAIMOHHOTO o0ecrnieueHus ynpasieHuu u [IpaBui qenonpon3BoacTBa B penepanbHbIX OpraHax Hc-
MTOJTHUTEIILHOW BIIACTH.

9. VYpaiieHne 3J1€eKTPOHHBIMH IOKyMEHTAMHU.

10.  Krnaccudukarus cucTeM JIEKTPOHHOTO JOKYMEHTO000pOTa.

11. [Toax0IbI K CO3IaHUIO CUCTEM 3JICKTPOHHOTO IOKYMEHTOO000pOTA.

12. TpeboBaHus K cucTemMam.

13. DTarbl BEIOOpA CUCTEMBI aBTOMATH3AIINH.

14. OTanbl BHEIPEHUSI CUCTEMBI aBTOMAaTU3aLIUH.

15.  OOume TpeboBaHUs K JOKYMEHTUPOBAHUIO YIPABIECHUYECKON ACSITENbHOCTH.

16.  Cocta, cogepx’aHue 1 0COOCHHOCTH pealn3alnu TpeOOBaHUN K PACIIOIOKEHHIO U
0(opMIICHHIO PEKBU3UTOB JOKYMEHTOB.

17.  Crpykrypu3amus TEKCTOB yIPaBICHUYECKUX JOKYMEHTOB.

18.  Buasl yHU(UIIPOBAHHBIX TEKCTOB, 0COOCHHOCTH 0(hOpMIICHHUS TpadapeTHOTO TEK-
CTa, aHKETbI ¥ TaOJIULBI. |

19. CocTaB 1 Ha3HAYCHHE OTICJbHBIX BUIOB OPraHU3allMOHHO-IPABOBBIX, PACIIOPSIU-
TEJIbHBIX U HH(OPMALIMOHHO-CIPABOYHBIX TOKYMEHTOB.

20.  OcoGenHocTH OPOPMIICHHUS OTEIBHBIX BHIOB JOKYMEHTOB, 00pa3yIOIINXCs B TIPO-
1[ecce JIeATENbHOCTH TOCYJapCTBEHHOTO OpraHa.

21.  Posb JOKYMEHTOBEIEHHUS B COBEPLIEHCTBOBAHUHU ITPOLIECCOB YIIPABJICHHUS.

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

23. JIoKyMeHT — 0OBEKT JOKYMEHTOBEIUECKUX UCCIEIOBAaHUM.

24. [Tonsitne «uHbOpMarusy. CBsa3p nHGOpMAIUU U JoKyMeHTa. Poias nabopmaruu B
COLIMAJIBHBIX M 9KOHOMHUYECKHX IpoIleccax.

25. OYHKIUHA JOKYMEHTOB. JJOKyMEeHT — MONMU(YHKIIMOHAIBHBIN OOBEKT.

26.  TekcToBOe JOKYMEHTHUPOBAHHUE M STAIbI €T0 Pa3BUTHSI.

27. TexHndeckoe TOKyMEHTUPOBAHUE.

28.  @oronoxkymeHTHpoBaHue. [losBieHME, pa3BUTHE, IPUMEHEHHE.

29.  KunonmokxymentupoBanue. [losiBienue, pa3BuTue, BU1€03aUCh.

30.  ®ononoxymeHtuponanue. [losiBnenue, pa3BuTie, IpUMEHEHHE.

31. MartepuanbHble HOCUTEH HHPOPMAIIHH.
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32.  CoiicTBa u npu3Haku 1oKyMmeHTa. MHpopmannoHHblie cBoiicTBa foKymMeHTa. Opuru-
HaJIbHOCTh TOKyMeHTa. [lognmuHHOCTh foKymMeHTa. KOonuiHOCTh TOKyMEHTa.

33. Crpykrypa nokymenta. PekBusutsl. @opmyisip qokymenta @opmysisip-odpasetl.
Ocob6enHoctr popMyIsipa TOKyMEHTOB, MIOTYUYCHHBIX PAa3IMYHBIMU CIIOCO0aMHU (TEKCTOBBIMH, Ma-
IIMHHBIMH, KHHO-, (DOTO-, POHO-, TEXHUYECKUMH ).

34.  TpaaguumonHas ¢popma gokyMeHTa. DOpMyIIsIp TEKCTOBOTO JOKYMEHTa B €T0 UCTOPH-
YECKOM Pa3BUTHUHU.

35. TOCT P 6.30-2003. Ero conep:xanue, 3HaU€HHE.

36.  Tekct noxkymeHnra. CTpyKTypa TEKCTa. DIEMEHTHI TeKCTa. JINHIBUCTUYECKHE OCO-
OCHHOCTH JIOKyMEHTa. Y HU(HUKAIMs TeKCTa IOKYMEHTA.

37.  Knaccudurkarms. OcHOBaHUS KiIacCH(DHUKAIIH.

38. CxJiaipIBaHue CUCTEM JOKyMeHTanuu. CounaibHas JOKYMEHTOKOMMYHHUKAIIMOHHAS
cucTeMa.

39. JlokyMeHTHasi KOMMYyHUKalus. JJokyMeHTHas 1eITebHOCTb.

40. YaudunupoBaHHbIE CUCTEMBI JOKYMEHTAIMU. [ 0Cy1apcTBEeHHBIE CTaHIAPTHI HA YHU(H-
KallMOHHBIC CUCTEMBI. THUIIOBBIC CIICITUATU3HUPOBAHHBIC (DOPMBI IOKYMEHTOB.

41. TpeboBaHUS K COCTABJICHUIO U OPOPMIICHUIO OPTaHU3AIMOHHBIX TOKYMEHTOB.

42. TpeboBaHHS K COCTABJICHHUIO U O(OPMIICHHIO PACTIOPSAIUTEIBHBIX JOKYMEHTOB.

43. TpeOoBaHUs K COCTABICHUIO  OPOPMIICHHIO HH(OPMAIIMOHHO- CITPABOYHBIX JTOKYMEH-
TOB.

44. OcobenHocTH 0(DOPMIICHHS ACSITSIBHOCTH KOJUIETUABHBIX OPTaHOB.

45. Odopminenne yHUPUITUPOBAHHON JOKYMEHTAIIUH 110 TUYHOMY COCTaBY.

46. Ilponecchl JOKYMEHTOOOpa30BaHUSI.

47. IlepBUuHbIE KOMIUIEKCHI TEKCTOBBIX JJOKYMEHTOB.

48. BenOMCTBEHHBIE apXUBBI.

49. IN'ocynapcTBEHHBIE apXUBHI.

4. Tect

1. HaBuraTop aBTOMaTu3MpOBAHHOM IOKYMEHTAIIMOHHOW CUCTEMBI BKJIIOYAET. ..
a) IepeBo (Mepapxuio) Mmamnok;

0) UHACKCHBIN yKa3aTelb;

B) omnuuio OTBETCTBEHHBIN;

T') IePCOHATBHBIE TTAKU COTPYIHUKOB.

2. HNHcTpymeHTanbpHas NaHeab aBTOMaTU3UPOBAHHOM JOKYMEHTALMOHHONW CHCTEMBI CO-
JEPKUT. ..

a) 001acTh TPYNITUPOBKH;

6) mento CepBuc;

B) TUIIOBbIE KAPTOUKH;

r) BKIaaky OoOmiue.

3. ABTOMaTI/IBI/IpOBaHHaH AOKYMCHTAlITMOHHAs CUCTEMA COACPIKUT IIAIIKH. ..
a) CBSI3b PETUCTPALIMOHHBIX KapTOUEK;

0) OTBETCTBEHHBIC UCIIOTHUTEIIH;

B) TMIEPCOHANIBHBIC JIeIa COTPY/THHKOB;
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') KOHTPOJIbHBIE CPOKHU.

4.
MEHTHL. ...

Jli1s paboThI ¢ perucTpallMOHHBIMHU KapTOUYKaMH MPUMEHSIOT CJIETYIOIINE Jle-

a) web-y3en npunoxenus: FrontPage;

0) kHonky DopMmBbI;
B) BKJIaJIKy MacTtep OTBETOB;

T') [0JIe C BO3MOKHOCTBIO BBIOOpA.

5.

Tunosast peructpaliioHHas KAPTOUYKA BKIIIOYAET. ..

a) IoJIC IJ1d BBOAA AAHHBIX C MIOMOIIBIO I'PYIIIBI KHOIIOK;

0) IepeBo (MepapXxuio) Mamnok;
B) web-y3en npunoxxenus FrontPage;

I') BKJIaJIKy MacTtep oTBETOB.

6.

IIPUMEHSIOT. ..

s pelakTUpOBaHUsl TaHHBIX B ABTOMaTU3UPOBAHHOMN JTOKYMEHTALIMOHHON CUCTEME

a) BKIaaky CBsi3u KapTOYEK;

0) kHOTIKY PefakTupoBaTh;

B) manky J{ouepHsist pe3oronus;
r) BKIaaky OTnpaBka JOKyMEHTa Ha JOPaOOTKY.

7.

BBojg HH(bOpMaHHH B pa60qee MoJIC OCYHICCTBJIACTCA C IIOMOLIBIO. ..

a) criicka beICTpbIil OUCK;

0) Bkianku CBA3b KapTOUEK;

B) cicka KOHTpoJbHBIH CpOK;

I) npu3Haka BHenHui KOHTPOIIb.

8.

Jlnst perucTpariii BXOIAIIUX JTOKYMEHTOB/TICEM HEOOXO0IUMO. . .

a) BRIOpaTh OTBETCTBEHHOTO MCITOTHUTEIIS,
0) co3aTh PErUCTPAIIMOHHYIO KAPTOUKY BXOJSIIETO JOKYMEHTA B TICPCOHAIBHOM MAaIKe;

B) BbBISIBUTH HCUCIIOJIHCHHBIC JOKYMCHTHI,

I') HaKaTh KJIaBUaTypHYyI0 komOuHamumio Ctrl+V.

9.

BzanMocBs3b MCXKAY JOKYMCHTAMU OCYHICCTBIIAACTCA C IOMOIIBIO. ..

a) IepCOHAJILHOM MaIKu;

0) oniun OTBETCTBEHHBIN;
B) BKJIaku CBsI3b KAPTOUCK;
r) manku JlouepHss pe3oonus.

10.

[Ipu yTBepK1€HUMN PE30IIOLUH OCYIIECTBIISIIOT CAEAYIOIINE NEUCTBUS. . .

a) CO3/1aHUE PETUCTPALIIOHHON KapTOUKU JOKYMEHTA;
0) 3amoyHeHNe MTPUX-KOJa Ha OyMaXHOM OpUTHMHAJIE JOKYMEHTA;

B) 3aIIOJTHCHUE MAPaMETPOB PE30JIOLIINH;

') OTKPBITUE 33JaHUSI U3 IEPCOHATIBLHON MAIKH.
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11. OcHOBHBIMH 33aJJauaMi aBTOMATHU3aLIUHU JIOKYMEHTAIIMOHHOTO 00ECIICUeHNUs YIIPABICHHS
¥ CHCTEM JIOCTaBKU MH(DOPMAIIUH SBIISIOTCS. ..

a) UHTEerpalus TEXHOJIIOTUN JeJIONPON3BOACTBA B €AUHBIN MPOLECC;

0) MOATrOTOBKA TEKCTOBBIX JOKYMEHTOB;

B) MCII0JIb30BaHHUE CPEJICTB BHEIIIHUX KOMMYHUKAIHIA;

I') IpUMEHEHNE ayHOBU3YalIbHBIX CPEJICTB.

12. TexHOMOTMY aBTOMAaTU3HPOBAHHOTO JOKYMEHTAITMOHHOTO O0ECTICUCHUS YIIPaBICHHUS
BKITIOYAIOT. ...

a) TUTAHUPOBAHKE U YIIPABJICHUE PECYPCAMU;

0) hopMupoBaHKE U HAKOTUICHHUE 0a3bI AIICKTPOHHBIX JOKYMECHTOB;

B) IIPOrpaMMHO-aNMNapaTHyIo miaThopmy;

T) IeT0BYIO TpaduKy.

13. K 1OKyMEHTaIMOHHOM CUCTEME, BBITIOHSIONIEH (PYHKIIUN JOCTaBKU HH(DOpMAIUH,
NPEIbABISIOT CIeNyIoIue TpeOOBaHuUS. . .

a) onepaTtuBHOE (POPMUPOBAHUE YKAZAHUI;

0) TOCTOBEPHOCTH MEPEAaBAEMBIX IOKYMEHTOB;

B) IMOATOTOBKA IIJIAHOBLIX TOKYMCHTOB,

T') pa3paboTKa MPOrpaMMHBIX aJITOPUTMOB.

14. Texnonoruu knacca «Pabouas rpynmna» (group ware) Aisi JOKYMEHTAIIHOHHBIX CUCTEM
XapaKTepU3YIOTCH. . .

a) OTCYTCTBUEM CTPYKTYpHU3allMH B OpraHNU3aluu padoT;

0) HAKOIUICHUEM DJICKTPOHHBIX JOKYMEHTOB B MH(POPMAITMOHHOH 0ase;

B) TeHepaIeil 0T4eToB 13 0a3bl JaHHBIX;

') HACTPOMKOM Ha TpeOOBaHUS 3aKa34yMKa.

15. Texnonmoruu kinacca «Padounii motok» (working stream) aJyist TOKyMEHTAITMOHHBIX CH-
CTEM CITy)KaT JIJISl. ..

a) aBTOMaTHU3aIlK JOKYMEHTOO00POTa B CPETHUX M KPYIHBIX O(ucax;

0) KOHTPOJISI BEPCHIA IPOTPAMMHBIX TPOIYKTOB;

B) OIpeeNIeHHs] TPOrpaMMHO-aNIapaTHOW KOH(PUTYpaluy CHCTEMBI;

I') IPEIOCTABIICHUS YCIYT 110 UMUTALIMOHHOMY MOJEINPOBAHUIO.

1 6. Cpencra opucHON aBTOMATH3aUN 00ECTICYNBAIOT. . .

a) GopMHpPOBaHUE ATOPUTMOB 0OPAOOTKHU JOKYMEHTOB B OPTaHU3aIINH;

0) ompeeneHre MporpaMMHO-aNnapaTHON KOH(PHUTypari TOKYMEHTAIIMOHHON CUCTEMBI,
B) OTKa30yCTOHYHMBOCTb CUCTEMBI (PE3ePBUPOBAHKE PECYPCOB);

) 00paboTKy TaOIHYHBIX JAHHBIX.

17. CereBble KOMIBIOTEPHI B JOKYMEHTAIIHOHHBIX CUCTEMaxX 00€CIeUnBaIOT. ..
a) SKCIEIUIUOHHYI0 00pabOTKy TOKYMEHTOB;
6) KOHTPOJIb UCITOJTHCHHA 11O CYIICCTBY IMOCTABJICHHBIX 3a4a4,
B) KOJJIEKTUBHBIN TOCTYI K pecypcam CeTH;
T') MCCIIEZIOBAaHHUE 3HAKOBBIX CHCTEM.
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18. AITOpUTM TIPOXOKIEHUS UCXOISIINX JOKYMEHTOB BKITIOUYAET. ..
a) y4eT M TUIaHUpOBaHKE paboyero BpeMeHH;

0) cocTaBlieHHE TTPOCKTA TOKYMEHTA,

B) OTKa30yCTOMYUBOCTb CHUCTEMBI;

T') IPEIOCTABICHNE BIUNCIUTEIBHBIX PECYPCOB.

19. B 1oOKyMEHTallMOHHBIX CHCTEMAaX JJIs IOMCKa PErUCTPALIMIOHHO-KOHTPOJIBHBIX KapTOUeK
IPUMEHSIOT. ..

a) UHTErpallMIo TEXHOJIOTHH EI0NPOU3BO/ICTBA;

0) aBTOMATH3AIMIO AAMUHUCTPATHBHO-YIPABICHUECKUX (YHKIIUI;

B) MIPEIMETHO-BONPOCHBIN MPU3HAK CHCTEMATU3AINY;

T') CpeICTBAa MaKpOIIPOTPAMMHUPOBAHHUSL.

20. KoHTposibHas 1€1bHOCTh JOKYMEHTAIMOHHON CHCTEMbl 00ECTIEUUBAET. . .
a) CUCTeMaTH3aIHI0 PETUCTPALIMOHHBIX (DOPM TI0 CPOKaM UCIIOTHEHHUS;

0) SKCIETUIIMOHHYIO0 00pa0OTKy BXOJSIIUX TOKYMEHTOB;

B) HCIIOJIb30BAHHE CETEBBIX MIPOTOKOJIOB;

I') yIpaBJiieHUe nepeaadeii HHPopMariH.

21. Undopmartuzarust JOKyMEHTAITMOHHON JEATEILHOCTH OPraHU3allud 00CCTICUHBAET. . .
a) YMEHBIICHUE CKOPOCTH MPOXOKIEHUS JOKYMEHTOB M0 MApIIPyTaM;

0) TUKBUJAIMIO U3IHUIIHUX JOKYMEHTAIMOHHBIX MapIIPyTOB;

B) CTPYKTypUpOBaHUE PabOT ¢ yKa3aHUEM UX UEPAPXHH;

T') BBISIBJICHHE KOH(MDIUKTYIOMINX PECypCOB.

22. ABTOMaTH3aIus JOKyMEHTAIIMOHHOTO 00ECIIeUeHUs YIIPABICHHS 00ECIIeYUBaET. ..
a) CBOEBPEMEHHYIO KOPPEKIIMIO UCXOIHBIX TIAHOB;

0) pocT MoTeph YacTH UHPOPMAIINH;

B) BBIOOp ONTUMAILHOM MPOTPAaMMHO-ANIapaTHON MIaT(HOPMBI;

T') IPEIOCTABICHUE YCIYT IO UMUTAIIMIOHHOMY MOJIETHPOBAHUIO.

23. JInsa nosbltenus 3 GpeKTUBHOCTH OPraHU3AIMOHHOTO IIPOEKTa HEOOXOAUMO. . .
a) YMEHBUINTh HHTEHCUBHOCTh MH()OPMAITMOHHBIX ITOTOKOB;

0) BBIOpaTh MUHUMAIIBHYIO €IMHUILY U3MEPEHUS JITUTEIHLHOCTH PadoT;

B) 00€CIIeYnTh KOHTPOJIb BHIIOJIHEHUS ITOCTABJICHHBIX 33/1a4;

I') KOIMPOBATH JIaHHBIE B BUJI€ CTATUYECKOTO PUCYHKA.

24. C nomomuipto npumnoxxenus: Microsoft Outlook MoxHoO...

a) TUKBUIMPOBATH UBIHUIIHUE JOKYMEHTAIIMOHHBIE MAPIIPYTHI;
0) BeCTH CIHCOK 3aIlJIaHUPOBAHHBIX 33]1aY;

B) BBISIBUTH KOH(JIUKTYIOUINE U TIEPETPYKEHHBIE PECYPCHI;

T') COKPaTUTh TPYJIOEMKOCTb Pa0OTHI C IOKYMEHTAMH.

25. [IpuMeHeHne >IEKTPOHHOM MOYTHI B JOKYMEHTAITMOHHOM O0ECIIEYCHUH YIIPABIICHUS
MO3BOJISIET. ...
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a) yJIy4IIUTh Ka4eCTBO 00pabOTKU JOKYMEHTOB UCIIOTHUTEISIMU;
0) pallMOHAIBHO PaCIpeNeINTh MaTepHaIbHBIE PECYPCHI;

B) YIIPOCTHT BBIOOD MPOTPaMMHO-AIMIapaTHON TUIaTHOPMBI;

') YMCHBIINTH BPeMs JOCTABKU TOKYMEHTOB.

26. ABTOMaTI/ISI/IpOBaHHLIe CUCTCMBI IINTAHUPOBAHUSA ITPOCKTOB ITO3BOJIAIOT. . .
a) pacCcuuTaTb KPUTHYCCKUC ITYTH,

0) HACTPOUTH YUETHBIC 3AIHCH;
B) pa3palboTaTh anropuTMbl 00pabOTKU TOKYMEHTOB;
') CHCTEMaTH3HPOBATh PETHUCTPALIMOHHBIE (DOPMBI IO CPOKAM HCITOTHEHHS.

27. Ilpumenenne cranmapTHBIX Ghopm npuioxkenust Microsoft Project mo3Bosser. ..
a) CHU3UTH BEPOSTHOCTH MOTEPh YaCTH HHPOPMAIIHH;

0) pa3paboTaTh aNropuTMbI 0OPaOOTKH JOKYMEHTOB;

B) MPOCMATPUBATh U PEIAKTHPOBATH HHPOPMAIIUIO O Pecypcax;

T') IPEJOCTaBUTh YCIYTH M0 UMUTALIMOHHOMY MOJIEIIMPOBAHHIO.

28. Haznauenue pecypcos B npuiiokeHnu Microsoft Project mo3sousier. ..
a) pacIpOCTpaHATh JOKYMEHTHI IpoekTa o HTepHery;

0) OTCIEKHMBATh 3aTPAThl HA PECYPCHI;

B) JIMKBHIUPOBATH M3JIMIITHUE TOKYMEHTAIIHOHHBIE MapIIPYTHI;

T') IPOCMaTPHUBATh THEBHUK COOBITHI.

29. Ucnonw3oBanue cBs3u uepe3 MHTepHeT B mpunoxernnn Microsoft Project mo3Bonser. ..
a) 100aBIATH COOBITHS B KaJICHAAPh;

0) OTKPBIBATh KOHTEKCTHOE MEHIO (haiiiioB;

B) YKa3bIBaTh THUII CBSA3H MEXIY paboTamu;

I') HOJIEP>)KUBAaTh KOMMYHHKALIMOHHBIE BO3MOXHOCTH KOPIIOPATUBHBIX CETEH.

30. C nomoripio HHOOPMAITMOHHBIX TEXHOJOTUN OTIEPAIIMOHHON JAESTETHHOCTH. ..

a) BBITIOJHSAIOT PaOOTHl B aBTOMATUYECKOM PEXHME C MUHUMATbHBIM YYaCTHEM YEJIOBEKa;
0) GopMUPYIOT OTYETHI Ha TEKYIIKE 3aMPOCHI;

B) PEIIAIOT CTPYKTYPUPOBAHHBIC 3a/1a4H, JIsl KOTOPBIX Pa3pabOTaHbI allTOPUTMBI;

T') BBISIBISIOT KOHQIIMKTYIONIUE PECYPCHI.

31. C momomibto HHPOPMAIMOHHBIX TEXHOJIOTHIA YIIPABICHHUS. . .

a) OCYIIECTBIISIOT MOOTIEPAIMOHHYI0 00pa0OTKY JIaHHBIX;

0) aHAIM3UPYIOT BO3MOKHBIE PEIICHUSI U ICHCTBHS;

B) HCIONB3YIOT JIETATU3UPOBAHHBIC JAHHBIE;

T') B3aUMOJICHCTBYIOT C WWW-Y3JIOM C LIE€JIbIO TIOMyUEHUs JOMOTHUTEIBHBIX YCIIYT.

32. C nOMOIIbIO TEXHOJIOTHUI aBTOMATHU3aIUU Oduca. ..

a) pemaroT CTPYKTYPHPOBAHHBIC 3aJ1a4H;

0) OLIEHMBAIOT TEKYIIEE COCTOSTHIE O0OBEKTA yIPABICHUS;
B) IPOBOJST MaTeMaTHYECKOE MOJIEIUPOBAHHUE;

) ohopMIIsIOT TaOIMuHbIE (POPMBI TIPEACTABICHUS JTaHHBIX.
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33. Bo BpeMst KOMIILIOTEPHOW 00pabOTKH JTOKYMEHTOB. . .

a) 00BeANHSIOT (PparMeHThl IOKYMEHTOB, TOJATOTOBJICHHBIE PA3IMYHBIMUA PAOOTHUKAMU;
0) OCYIIECTBIISIOT TIOOTIEPAITMOHHYIO 00paOOTKY JaHHBIX;

B) OIICHUBAIOT TEKYIIIEE COCTOSHUS 0ObEKTA YIPABIICHNUS,

T') IPOBOIAT MaTEMaTHYECKOE MOICTUPOBAHUE.

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

a) MPOBOJIST CTATUCTUYCCKHUI aHATN3 IKCIICPUMEHTAIBHBIX JTaHHBIX;
0) cO3/1al0T IOKYMEHTHI 10 CTaHJAPTHBIM I1a0JI0HAM;

B) OIICHUBAIOT OTKJIOHEHHUS OT TUIAHOBBIX MOKa3aTeleH;

T') IPOBOJAT MAaTEMaTUYECKOE MOIETUPOBAHUE.

35. C moMOI11bI0 TEKCTOBBIX PEJAKTOPOB. ..

a) BBIOMPAIOT M1a0JOHBI IOKYyMEHTOB;

0) OLIEHMBAIOT TEKYIIEE COCTOSTHIE O0OBEKTA yIPABICHUS;

B) OPraHU3yIOT XpaHEHUE TOKYMEHTOB;

T') IPEJOCTABIISAIOT YCIYTH IO UMUTALIMOHHOMY MOJETHUPOBAHUIO.

36. ®opMaTHUpPOBAHUE TEKCTA MTO3BOJISIET. . .

a) BeIOUpaTh pUdTHI, HhopMaThl U (HOPMBI IPEIACTABICHUS JOKYMEHTOB;
0) TOTOBUTH CTIPABKH O BBIIIOJIHEHHBIX OMEpaIsX;

B) OLIEHUBATh COCTOSIHHE 00BEKTa yIpPaBICHUS;

') MPOBOAUTH CTATUCTUYECKUE PACUETHI.

37. C noMomipio rpaiaecKix pe1akTopoB. ..

a) 3aMEHSIOT CUMBOJIbI HyMEpaLUU U NEPEUUCIICHHUS;

0) IPEAOCTABISIOT CIIPABKHU O BBIITOJHEHHBIX ONEPAIUSIX;
B) HMII[yT CHHOHHMBI HCIIOJIb3yEMBIX CIIOB;

T') MIOBOPAYHMBAIOT U300paKeHMS HA HY>KHBIN YTOJI.

38. CuctemMbl aBTOMATUYECKOTO NEPEBO/IA TEKCTOB MO3BOJISIOT. . .
a) CO3/1aBaTh BEKTOPHbIC N300paKEeHUS;

0) peIaKTHpPOBATh MEPEBEICHHBIN TEKCT;

B) KaUYECTBEHHO OPOPMIISITh TaOJINYHBIE JAHHBIE;

I') IepeiaBaTh JOKYMEHTBI MEX 1y 0a3aMu 1aHHBIX.

39. Ilpumenenue nenoBoi rpauKy B TOKyMEHTOBEACHUH TTO3BOJISIET. ..
a) MpeoOpa3oBBIBATH TEKCT B TAOIHILY ¢ (OpMATUPOBAHUEM MOCIIEAHEH;
0) BBIPAaBHUBATh TEKCT MO YKAa3aHHBIM IPaHUIIAM;

B) MPUMEHATH BEKTOPHBIE H300paKeHUsI M U300pakeHust B popme pacTpa;
I') CO3/1aBaTh JJOKYMEHTHI 110 CTAaHAAPTHBIM [Ia0JI0HAM.

40. biioyHoe npeacTaBIeHUE UCXOHBIX JaHHBIX MTO3BOJISIET. . .
a) BBISIBJISITH KOH(DIIUKTYIOIIHE PECYPCHI;
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0) co3naBaTh HH(OPMAIIMOHHBIE XPaHMWINIIA, 00pa3yIoIIKe eInHOEe HHPOPMALIMOHHOE MTPO-

CTpPaHCTBO;

B) CO3/1aBaTh JIOKYMEHTHI 0 CTAaHJAPTHBIM IIA0JIOHAM;
T') IPEIOCTABIIATH YCIYyTH IO UMUTAIMOHHOMY MOJIETUPOBAHUIO.

41. I'MnepTeKCTOBBIE TEXHOIOTUH TPUMEHSIOTCS JUIS. . .
a) Be/ICHHS KaTaJIOTOB 3JIEKTPOHHBIX OMOJIMOTEK, My3€€B, BEICTABOK, SPMAPOK;
0) OLIEHKHU TEKYIIETO COCTOSIHUS 00bEKTa YIIPABICHHUS;

B) BBISIBJICHUS KOH(IUKTYIOIIUX PECYPCOB;
T') IPOBEJICHUSI MATEMATUYECKOTO MOJEIUPOBAHMSL.

42. 'mnepTekcToBbIe 0a3bl JAHHBIX MO3BOJISIOT. ..

a) pa3pabaTbIBaTh 3alIOMHHAIOIINE YCTPOICTBA, 00Iagaronue OOIBIION MaMIThIO;
0) BBISBIIATH KOH(PIUKTYIOIINE PECYPCHL;

B) OLICHUBATh TEKYIIIEE COCTOSIHIE 00BEKTa yIpaBICHUS;

T') UCIIOJIb30BaTh OJIOKU JAHHBIX, COJIEPIKAIINX TEKCT, H300paKEHUs, 3BYK.

43. 'mnepTeKkcToBBIM rpad Mepexo 0B MO3BOJISIET. ..

a) MNPpEACTABIATL CTATHU U UX B3aMMOCBA3H,

0) CHIDKAaTh CTOMMOCTH cOOpa, mepeiauu, XpaHeH!s U 00pabOTKH JaHHBIX;
B) oOecrieunBaTh HEMPOTUBOPEYMBOCTH JIOKYMEHTOB;

T') IPEIOCTABIATH YCIYyTH IO UMUTAIMOHHOMY MOJIETTUPOBAHUIO.

44. I'mnepTekcToBasi HABUT AU IO3BOJISIET. ..

a) MPOU3BOJILHO KOMIIOHOBATh MH(POPMALIMOHHBIE OJIOKH;

0) hopMHpPOBATH CTATHU TIO TPYIIAM, UMEIOIINM OHMHAKOBOE POACTBO;

B) BBIOMpATh MIPUQTHI, POPMATHI U POPMBI TIPEICTABICHUH TOKYMEHTOB;
I') IPUMEHSTHh BEKTOPHBIC N300pakKeHHS U U300paKeHus B popMe pacTpa.

45. IIporpaMMbl HAaBUTATOPHI B CIIYKOaX COSAMHEHUN OCYIIECTBIISIOT. ..

a) pelIeHne CTPYKTYPHUPOBAHHBIX 3a/1a4, ISl KOTOPBIX pa3paboTaHbl aJlTOPUTMBI;
0) kauecTBEeHHOE O(pOPMIICHHE JOKYMEHTOB TaOIHMUHOUN POpMBI

B) MPOBEJICHHE CTATUCTHYECKOTO aHAJIN3a YKCIIEPUMEHTAIBHBIX TaHHBIX;

I') B3aUMOJICHICTBHE C WWW-Y3JIOM C IIEJIbIO TOIyYEHUS TOTIOJIHUTENBHBIX YCITYT.

46. 111 oKCIUTyaTallii WWW-Y3JI0B UCTIOJB3YIOT. ..

a) METOJIbI MATEMAaTHIECKOTO IIPOrPaMMHUPOBAHNS;

0) MOBOPOT M300pakeHUs HA TPEOYyEMBIH yToJT;

B) NIPOTOKOJIBI NEpeaayn runeprekcra http;

T') mpeoOpa3oBaHue TEKCTa B TAOIHILY C (OpMATHPOBAHUEM MOCTIETHEH.

47. Ilpunoxxenue Internet Explorer mo3Bosisier. ..

a) co3aBaTh HHGOOPMAITMOHHBIC XPAHUIIUIIA;

0) npocmatpuBath web-ctpanuiisl B IHTEpHETE;

B) oOecrieunBaTh HEMPOTUBOPEYMBOCTH JTOKYMEHTOB;
') KAYeCTBEHHO O(POPMIIATH TaOJIMYHBIC TaHHBIC.
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48. NHcTpyMeHTanbHas anenb npuioxenus Internet Explorer cogepxur. ..
a) KHOTIKH YIPaBJICHUS HAaBUTAIHEH;

0) s3bIK pa3MeTKH runeprekcta html;

B) KaTaJIOTH JIEKTPOHHBIX OMOJINOTEK;

T') IPOrpaMMHO-AMIMapaTHYO iaTGopmy.

49. TTIpunosxenue Internet Explorer mo3BosseT aBTOMaTHYECKH MOJTydaTh JaHHbIE U3 HTEp-
HETa C IOMOUIBIO. ..

a) CTeIHATbHBIX KaHAJIOB;

0) TaOIMYHBIX MTPOIIECCOPOB;

B) ME€XaHH3Ma TOJIIMUCKH;

') METOZ0B MaTeMaTHYECKOr0 IPOrpaMMHUPOBAHUS
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