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JIner akryanuzanuu paéodeii mporpaMmbl

PaGouast mporpamMmma repecMoTpeHa, 00CyKaeHa u ogo0peHa s peanusaruu B 2023 - 2024
yueOHOM roy Ha 3acefaHuu kadeapsl I[lemarormdeckoro oOpa3oBaHus U JOKYMEHTOBEICHUS

IIporokomor 20 1. Ne

3aB. xadenpoit C.C. Benukanosa

PaGouast mporpamMmma repecMoTpeHa, 00CyKaeHa u o100peHa s peanuzaruu B 2024 - 2025
yueOHOM roay Ha 3aceqannu kadeapsl Ilemarormueckoro oOpa3oBaHus M JOKYMEHTOBEICHUS

IIporokomor 20 1. Ne

3aB. kadenpoit C.C. Benukanosa

Pabouas mporpamma nepecMoTpeHa, oocykaeHa u ooopeHa Juist peanuzanuu B 2025 - 2026
ydeOHOM roxy Ha 3acenanuu kadgenpsl Ilemarormueckoro o6pa3oBaHHs U JOKYMEHTOBEICHHS

[IpoTrokonm oT 20 1. Ne

3aB. kadenpoii C.C. BenukanoBa

Pabouas mporpamma nepecMoTpeHa, o0cykaeHa u oJoopeHa Juist peanuzanuu B 2026 - 2027
ydeOHOM roxy Ha 3acenanuu kagenpsl Ilemarormueckoro o6pa3oBaHHs U JOKYMEHTOBEICHHS

[IpoTrokonm oT 20 1. Ne

3aB. kadenpoii C.C. Bennkanosa

PaGouast mporpamMmma repecMoTpeHa, 00CcyKaeHa u o100peHa s peanuzaruu B 2027 - 2028
yueOHOM roy Ha 3acefaHuu kadeapsl [lemarormdeckoro oOpa3oBaHus U JOKYMEHTOBEICHUS

IIporokomor 20 1. Ne

3aB. xadenpoit C.C. BenukanoBa




1 Iles1u ocBOECHUS TN CHUNIMHBI (MOYJIs1)

enpto xypca «TexHuueckue cpeactBa ymnpasieHus B JIOY u apxuBax» sBISeTCS
MOATOTOBKA CIELHMAIMCTAa K JEATEIbHOCTH, CBA3AHHOM C OSKCIUTyaTalMedl anmaparypsl U
0o00Opy/lOBaHUsl TpPH JOCTHKEHUU CIY)KEOHBIX IeJied B Ppa3IM4YHBbIX MOApPA3IEICHUSIX U
yupexaeHusx. JucuumiamHa HWMeeT IeNbl0 OOYyYHUTh CTYJSHTOB OCHOBaM OOpaimieHus co
CJIOKHBIMU TEXHUYECKUMHU YCTPOHCTBAMHU.

2 MecTo TMCHHUIIMHBI (MO1YJIsI) B CTPYKTYpe 00pa3oBaTe/bHOM MPOorpaMMsbl

Juctmrumaa TexHu4Yeckne cpeacTBa ynpaBieHHs B JOKYMEHTAIIHOHHOM OOECTICYCHUN
yIpaBJIeHUS M apXMBax BXOJUT B YacTb y4eOHOro IuiaHa (HOPMHUPYEMYIO YYaCTHHKAMH
00pa3oBaTeNbHBIX OTHOIICHUH 00pa30BaTEeIbHON MPOTPAMMBEI.

Jnis  w3ydeHUs  TUCHUIUIMHBI ~ HEOOXOMuUMBI  3HAaHUS  (YMEHHUsSA,  BIIAJCHHS),
c(hOpPMHUPOBAHHBIC B PE3YIIBTATE U3YUCHHSI TUCITUTUTAH/ IPAKTHK:

OcCHOBBI yIIpaBJI€HUs1 OpraHu3anuen

[TpoexTrpoBaHue yrpaBIeHYECKON JOKYMEHTAIIUN OPTaHU3aIIH

AJIMHHHCTpUPOBaHHUE pabOTHI C TEPCOHATLHBIMU JAHHBIMH

VYnpaBieHue AIeKTPOHHBIMU apXUBAMH

MesxayHapoIHbIe CTaHAAPTHI YIIPABJICHUS JOKYMEHTAIIUEH 1 apXHUBaMU

3HaHus (YMEHUs, BIAJCHU), TIOJyUYCHHBIC PU MU3yYCHUN AAHHOW JUCLUUIUIMHBI OyIyT
HEOOXOAUMBI TSl U3yUCHHS TUCIUTLTIH/TIPAKTHK:

[ToxroToBka K cade u caada rocyaapCTBEHHOTO IK3aMeHa

3 Komnerenuun odyuaromuierocs, popMupyemMbie B pe3y/ibTaTe 0CBOEHUS

AMCHUIJIMHBI (MOYJIS) M IIJIAHUPYEMbIE Pe3yJbTAThl 00y4eHUs

B pesynbTare ocBoeHUs AucHUIIUHbL (Moayns) « TexHuueckue cpencTBa yrnpaBieHHs B
JOKYMEHTAITMOHHOM O0ECIICUEeHUH YIpaBICHHUS U apXUBax» O0ydaroluiics JOMKeH o0sagarh
CJICAYIOUIMMHU KOMIIETEHIUAMU:

Kon nanukaTtopa NHaukaTop JOCTHKEHUS KOMITETCHITIH

[MIK-1 CnocobeH ocCymecTBIsATh OpraHU3alMOHHOE, JOKYMEHTAIIMOHHOE U WH(OpManoOHHOE
o0ecrneuyeHne 1eTeIbHOCTH PYKOBOAMTESI OpraHu3aluu

[K-1.1 Opranm3yer u oOecnevynBaeT JOKYMEHTAIMOHHOE COMPOBOXKICHUE
NESITEIbHOCTH PYKOBOJIUTENSI HAa OCHOBE BHEIIHUX H JIOKAJbHBIX
HOPMAaTUBHBIX aKTOB

[1K-1.2 Opraam3yer WHPOPMAIMOHHOE W JOKYMEHTAI[MOHHOE B3aUMOJICHCTBUE
PYKOBOIUTENSI C TOCETUTEISIMK, TOAPa3ACICHUSIMHU, JOHKHOCTHBIMU
JUIIAMU TapTHEPaMH

IK-1.3 Opranusyer pabouee BpeMs, (PYHKIIMOHAIBHOE NPOCTPAHCTBO CBOE H
PYKOBOIIUTENS, OPTraHU3AalMOHHO COMPOBOXAAeT pabouue MPOIECcChl
PYKOBOIMTEIS

ITK-2 CriocoOeH OCYIIECTBIISATh JOKYMEHTAIIMOHHOE 00CCIICUCHHE YIIPABJICHHUS OpraHu3aIiei

[1K-2.1 Opranuzyer M pErIaMeHTUPYET JAOKYMEHTUPOBAHUE YINPABICHYECKOU
JIeSITEIbHOCTH B OPraHu3alluu

[1K-2.2 OpraHu3yeT ¥ perJaMeHTHPYeT TIOKYMEHTOO00POT B OPraHU3aINH

[1K-2.3 Opranusyer, periiaMeHTUPYET ONEpPATUBHOE XPAHEHUE M HCIIOJIb30BAaHUE

JOKYMCHTOB B OpraHu3annn

[IK-3 CnocoGeH opraHu3oBaTh U aJMUHUCTPHPOBATH JESITEIBHOCTH 110 OpPraHU3alMH TPYAa U
OILIATHI IEPCOHAIA

[1K-3.1 ObecnieurBaeT TOKYMEHTAIIMOHHOE W OPraHU3allMOHHOE COMPOBOXKICHUE
CHCTEMBI OPTaHU3aIlMU U OIJIATHI TPY/IA IEPCOHAIa

[1K-4 CriocobeH pyKOBOAMTH MPOLIECCOM CKaHUPOBAHUS, BBOAA U 0OpAaOOTKH JAHHBIX B CUCTEME
JIEKTPOHHOTO apXUBA




[1K-4.1

Yrpapiser IeATeIbHOCTBIO M0 KOHTPOIIO (YHKIIMOHMPOBAHMS, BBOJA H
00pabOTKH JIAHHBIX B CUCTEME JICKTPOHHOT'O apXHBa

[1K-4.2 PaspabatpiBaeT n10KaIbHBIE HOPMATHBHBIE aKThI [0 BOIIPOCAM OpraHU3aIuu
polecca CKaHHPOBAHUSI B CUCTEME AJIEKTPOHHOTO apXHBa
[1K-4.3 OcCylecTBISIET CTPATErMYeCKOe MJIAHUPOBAHUE U TTOCTPOCHUE MPOIIECCOB

CKaHI/IpOBaHI/IH, BBOJIla U O6p2160TKI/I JAHHBIX B CHCTEMC BHCKTpOHHOFO
apxuBa




4. CTpyKTypa, 00b€EM U coiepkaHue TUCHUTIUHBI (MOLY 1)
OO61mas TpyA0€MKOCTh JUCITUTUIMHBI COCTABIISET 2 3a4ETHBIX SIUHUIL /2 aKaJI. 4aCOB, B TOM YHCIIE:

— KOHTaKTHas pabota — 24,4 akaz. 4acoB:

— ayauTopHas — 4 akaJl. 4acoB;

— BaeayautopHas — 20,4 akaj. 4yacos;

— camocTosiTenpHas pabota — 43,7 akaj. 4acos;

— B popMe npaxTHuecKoi moarotoBku — 0 akas. 4yac;

— MOJTOTOBKA K 3auéTy — 3,9 aKkaj. yac
dopma arTecTaluy - 3a4ET

AynutopHas I =
= =
KOHTaKTHas pabora o 5 ®dopma TeKyIIero
=¢
Pasnen/ Tema & (B axan. wacax) E e Bun y KOHTPOIT Kox
> & ©| caMOCTOSITEIbHOM | yCIIeBAEMOCTH U
JCIUTUTAHBI = [~ . | xomnereHH
o = paboThI MIPOMEKYTOYHOMN
na6. | npakr. | & &
Tex. Z2'Q aTTeCcTalluu
3aH. 3aH. | QO &
1. KTACCU®UKAIIUA TCY.
HNCTOPUA PABBUTUSA TCY
1.1 Orambl  pa3BuTUs CamocTosTenbHoe
TEeXHUYECKUX CPEICTB H n3ydeHue yueOHon
pei 0,3/0,31 o |MeYynemHe yuCh Tect MK-2.3
MHPOPMALTHOHHBIX Y HAyYHOU
pecypcoB JUTEPaTypHI
CamMocTosTenbHOe
1.2 XapakTepucTrka MBVUCHIE VICOHOI
HHIyCTPUATIBHOIO 0,3/0,31 2 v yiet TecT IK-2.3
1 HAy9HOH
ob1mecTBa
JUTEPaTypbl
CamMocTosTenbHOe
13 XapaKTepucTHKa MBVICHHE VaeOHO
UHPOPMAIHOHHOTO 0,2/0,21 1,7 A yuet TECT [K-2.3
1 HAy4YHOH
o01ecTBa
JUTEPaTypbl
5
CaMoCTOsITeNIbHOE
1.4 TIoHATHE TEXHUYECKUX M3VHeHHe VIeOHOi
CPEICTB YIPABICHHUS U UX 0,4/0,41 2 v yHee TECT [K-2.3
Y HAyYHOU
KkIaccuuKanus
JUTEPaTypHI
CamMocTosTenbHOe
1.5 Hcropusi mnosBICHUS MBVUCHIE VICOHOI
TIePCOHAIBHBIX 2 i yHet TeCT IK-2.3
1 HAy9HOH
KOMITBIOTEPOB
JUTEPaTypbl
CamMocTosTenbHOe
1.6 XpoHouorust pa3BUTH HBVICHHE VIeOHO
cucTeM 00OpaboTku 2 i yHet TeCT
1 HAy9HOH
uHpOpMAIH
JUTEPaTypbl
HWroro no pazaeny 1,2/1,21 11,7




2. CPEJICTBA
COCTABJIEHHA n

N3IrOTOBJIEHUA
TEKCTOBBIX
JOKYMEHTOB. CPEJICTBA
KOITMPOBAHUA u
PA3BMHOXXEHU
CamocTosiTeNbHOe
21 TexHuyeckue H3yHeHne yqe? ron I1K-4.1, TIK-
0,2/0,21 Y HAYYHOU TECT
CpeICcTBa OPITEXHUKH 4.2
JIUTEPaTypbl
Bl
2.2 Cpencrsa Brinonnenue OTHeT 110
COCTABTICHILT 1 |o202m 0,2/0,21 MIPAITIHECIIX 11 pakruaeckoit TK-4.1
HU3TOTOBIICHUS TEOPETHYECKUX aGoTe
JIOKyMEHTOB 5 3a1aHui p
CamocTosTenbHoe
2.3 KonuposasnbHo- u3yueHue yueOHou rect K-4.1
MHOJHTEJIbHBIE CPEICTBA Y HAyYHOU ’
JUTEPaTypHI
24 Tlepudepuiinbie CaMoCTOSITEeNBHOE
yCTpoicTBa BBOJIa— 0.2/0. 21 u3ydeHue yueOHoM rect K-4.1
BBIBOJIa KOMITBIOTEPHBIX - Y HAyIHOH ’
JIAHHBIX JUTEPaTypbl
HWroro no pazneny 0,6/0,611 0,2/0,21
3. CPEACTBA U CUCTEMA
CBA3U. CPEJICTBA
OBPABOTKU
3.1 Beexpenue. IlepBbie ;aMZEI;(;ﬂTeggigeﬁ
uHTepceTH. TeHIeHINN B 0,2/0,21 qu Ha y};{oﬁ TECT I1K-1.3
Pa3BUTHU UHTEpCETEN i
JUTEPaTypbl
CamocTosTenbHOe
3.2 UudopMamuoHHO — u3ydeHue yueOHoM TecT IK-1.3
BBIYHCIIUTENBHBIE CETH 1 HAy9HOH '
JUTEPaTypbl
CamocTosTenbHoe
3.3 CereBble yCTpOUCTBA U u3yueHue yueOHOU
CpeIcTBa KOMMYHHKALUH Y Hay4HOU reet [K-1.3
5 JUTEPaTypHI
Brimonnenne
34 Tonosoruu MPaKTUYECKUX U MPAaKTUYECKUE
BBIYUCIIUTEIBHON CETH 0,2/0.21 TEOPETUYECKUX paboTbl [K-1.3
3aJaHui
CamocTosTenbHoe
3.5 Moznem myqne}:lg;{y;sg}mﬂ TecT IK-1.3
JUTEPaTypHI
Brimonnenne
3.6 Venyru 0.2/0.211 HPaKTUIECKUX U MPAKTHIECKHUE TK-1.3
TEOPETHYECKUX paboTbl

3aJJaHUI




CamocTosTenpHOoe
u3yueHue yueOHOu

3.7 O pa3HOOOpa3uu cereif 2 N TecT IK-1.3
Y HAyYHOU
JUTEPaTypHI
CamMocrosTenbHoe
3.8 PammoobGopynoBanue o |n3ynenme yueOHOI rect TK-1.3
ceTei mepenayn TaHHBIX Y HAyIHOH ’
JIUTEPaTypbl
3.9 Hexortopsie CaMoCTOsITENBHOE
po0eMsl, CTOALINE o |usyueHue yueOHOI rect K-1.3
nepes; KOMITBIOTEPHBIMU Y HAyIHOH ’
cetsimu B Poccuu JIUTEPaTypbl
Brimonnenue
3.10 Knacenpukars MIPAKTUYECKUX U IIPAKTUYECKUE ITK-1.3, IK-
CpeICTB 00paboTku 0,5/0,51
TEOPETHYCCKHUX paboTsl 3.1
JIOKyMEHTOB .
3aJaHui
3.11 MammHbl ULt CaMocCTOsITeNIbHOE
YHUUYTOXKEHHS CEKPETHBIX o [usyuenne yueOHOMH Tect TK-1.3
U KOH(UICHIUATBHBIX Y HAyYHOU '
JIOKyMEHTOB JIUTEPaTypbl
HWroro no pazaeny 0,2/0,21 0,9/0,91| 20
4. CPEACTBA XPAHEHUA
JOKYMEHTOB
Brimonnenne
MPaKTUYCCKUX U TECT I1K-1.3, TIK-
41 Opranuzanus
TEOPETUYECKUX 3aJIaHNC U3 3.1, TIK-4.1,
ApXMBHOTO XpaHCHUs 0,5/0,51 . N
OKVMCHTOB 3alaHUI IS KOHTPOJIBHOM I1K-4.2, TIK-
AOKY KOHTPOJIbHOU paboTbl 4.3
paboThI
Brimonnenue
4.2 YcrpoiicTBa XpaHeHHs ?::ZKTEEIITIZZIS;I;; 3a ;f:;e u3 [IK-2.3, TTK-
2 > C1P P 0,4/0,41 peTits . | 3.1, K42,
nHpopMaIUH 3aJaHui IS KOHTPOJIbHOU LIK-4.3
KOHTPOJIBHOM padoThI '
paboThI
Hroro no pazaery 0,9/0,91
5. 3auer
IToaroroBka k
5.1 3ager. KonrpombHas ety Konrporbras
aGora 6 IMonroroBka pabora.
P KOHTPOJIbHOU Tecr
paboThI
HWroro no pazaeny 6
Hroro 3a cemectp 221 221 | 43,7 3a4éT
Hroro nmo gucuuiuinHe 221 2211 | 43,7 3a4eT




5 O0pa3oBaTeibHbIE TEXHOJIOTUH

B pamkax gucuumimabel «TexHuueckue cpencrBa ynpasienus B JIOY u apxuBax»
OCYILECTBIISICTCS AUCTAHIIMOHHOE 00yUeHHE U TUIAHUPYETCS TPOBEACHUE OH-JTaliH 3aHATHH.

JlucTaHIIMOHHOE 00y4YEHHE - ATO CIIOCO0 MOTydeHUs 3HAHUH, (POPMHUPOBAHUS HaBBIKOB H
YMEHUH, OCHOBaHHBIM HA HHTEPAKTUBHOM B3aUMOJICHCTBUU 00y4aeMOro ¢ KOMIIBIOTEPOM.

B xone oH-naifH-71eKIUU NpeArnoaaraeTcsi TPAHCISIMS MPE3eHTAuu ¢ 00CYK/ICHUEM B
yaTe TEKYIUX BOIIPOCOB.

B xone oH-naiiH-npakTHKa — BCe MOJIYYaroT 33JaHUe M TOTOBAT JJIs1 0OCYXK/IECHUS KaK B
4are, TaK U B peKUMe BeOKOH(DEPECHITHH.

B yueOGHOM 1u1aHe Mo JUCHUIUIMHE 3aIUIAHUPOBAHbI 3aHATUSL B MHTEPaKTUBHOM (opme. B
CBSI3U C YeM, IUIAHUPYETCs UCTIOIb30BaHUE TAKMX MHTEPAKTUBHBIX ()OpM paboThI, Kak padoTa B
o0cyKJIeHUE TUCKYCCUOHHBIX BOIIPOCOB.

Texymmii, TPOMEXYTOUHBIA U PYOEXKHBIH KOHTpOJIb mpoBoautTcss B TectoBod CJ/1O
YHUBEPCUTETA.

6 YueOHO-MeTOAUYECKOE 00eciedeHHEe CAMOCTOSITeJIbHOI PadoThl 00y4aroImmMXcst
[TpencraBneno B nmpuioxeHun 1.

7 OueHOYHBIE CPeACTBA AJIsl HPOBeIeHHSs MPOMEKYTOYHOI aTTeCTAMI
[IpencraBieHbl B PUIOKEHUU 2.

8 YueOHo-MeTOAMYecKOe H HH(POPMALIMOHHOE O0ecTieYeHUe TUCIIUILTHHBI (MOTYJIs1)

a) OcHoBHas TUTEpaTypa:

1. 'aBpunos, M. B. UndopmaTuka n nHGOpMAITMOHHBIC TEXHOJIOTHH : YICOHUK sl BY30B
/ M. B. T'aBpuiios, B. A. KnmumoB. — 4-¢ u3 ., nepepad. u gorn. — Mocksa : MU3narensctBo FOpaiir,
2022. — 383 c. — (Bricmiee oOpazoanme). — ISBN 978-5-534-00814-2. — Tekcr
anekTpoHHbli /[ OOpasoBarenmbHas  tatpopma  IOpaiir  [caiit]. —  URL:
https://urait.ru/bcode/488708 (mara obparenus: 26.01.2022).— Pexxim g0cTyIa: 1Mo MOAMUCKE.

2. adopmanmoHHbIe TEXHOJIOTUU B JOKYMEHTAI[HOHHOM OOECIICYEHHH YIpaBJICHUS U
apxuBHOM Jente : yueOnuk it By30oB / H. H. Kynaes, T. B. Konaparosa, E. B. Tepentnepa, A. T'.
®abpuunos / o oour. pea. H. H. Kynsiesa. - Mockaa : Jloroc, 2020. - 408 c. - ISBN 978-5-98704-
786-6. - Tekcr : smektponHbii. - URL: https://znanium.com/catalog/product/1211641 (mara
obpamienns:07.01.2022). — Pexxum noctyna: mo moAmnucKe.

0) lonoJiHMTE IbLHASA JIATEpaTypa:
1. Kysuenos, M. H. JlokymMeHTanmoHHOE oOecleueHrne YIpPaBICHUS TMEPCOHAIOM !

y4eOHUK U mpaktukyMm s By3oB / 1. H. Ky3nernoB. — 2-e u3zg. — Mocksa : M3narenbcTBo
FOpaiir, 2022. — 393 ¢. — (Bricmiee o6pazoBanue). — ISBN 978-5-534-14830-5. — Teker :
anekTpoHHbli /[ OOpasoBarenmbHas  tatpopma  IOpaiir  [caiit]. —  URL:

https://urait.ru/bcode/489305 (mara obparuenus: 07.01.2022). — Pesxum qocTyma: mo moImrcKe.

2. Tpotdumos, B. B. Unpopmarronnsie TexHoaoruu B 2 T. Tom 1 | yaeOHuK 1151 By30B / B.
B. TpodumoB. — Mocksa : MznarensctBo FOpaiit, 2022. — 238 ¢. — (Bricmiee o6pa3oBanue). —
ISBN 978-5-534-01935-3. — Tekcr : anekrponsslii // OOpa3oBarenbHas miatgopma KOpaidt
[caitr]. — URL.: https://urait.ru/bcode/490721 (nata obparmienus: 07.01.2022). — Pexxum gocryma:
TI0 MTOJIITHCKE.

3. Tpodumos, B. B. MUudopmannonnbie TeXHOIOTHU B 2 T. ToMm 2 : yueOHUK 1151 By30B / B.
B. Tpodumo. — Mocksa : U3natensctBo KOpaiit, 2022. — 390 c. — (Bricmiee



obpazoBanue). — ISBN 978-5-534-01937-7. — Tekcr : snekrponHblii // OOpazoBarenbHast
mwiarpopma IOpaiit [caiir]. — URL: https://urait.ru/bcode/490722 (mara oOGpamieHus:
07.01.2022). — Pexxum gocTyma: 1o MmonucKe.

B) MeToan4eckue yKazaHusi:

1. PomanoB E. II. DnekTpoHHO-BBIUMCIUTENbHAS TEXHUKA M IMPOTPAMMHUPOBAHUE
[DnekTponHbIid pecype] : ydeOHO-Merommueckoe mnocodoue / E. II. PomanoB ; MITY. -
Marnutoropck : MI'TY, 2017. - 1 snekrtpon. onrt. auck (CD-ROM). - Pexum mocryma:
https://magtu.informsystema.ru/uploader/fileUpload?name=3068.pdf&show=dcatalogues/1/113

r) [Iporpammuoe odecieuenne u UHTepHeT-pecypcehl:

IIporpammHoe o0ecnieueHue

Haumenosanue .

1o Ne norosopa Cpoxk neficTBuUS TULIEH3UU
MS Off_lce 2007 Ne 135 ot 17.09.2007 0eccpouHo
Professional
7Zip CBOOOJTHO 0eccpoUHO

IIpodeccnonanbHbie 0a3bl JaHHBIX U HHPOPMALMOHHbIE CTIPABOYHbIE CHCTEMbI
HasBaHue xkypca CchlaKa

Nudopmanmonnas cucrema - EquHoe okHO URL: http://window.edu.ru/
JIOCTYNa K HH(OOPMALIMOHHBIM pecypcaM
DnexTponHbie pecypesl oudanorexku MI'TY [https://magtu.informsystema.ru/Marc.html?local
uMm. ['.11. HocoBa e=ru

9 MaTepHaJbLHO-TEXHHYECKOE o0ecneueHne JUCIUIIHHBI (MOAYJIA)

MaTepI/IaJ'IBHO'TCXHI/ILICCKOC obOecrieueHue JUCHHUIIIIMHBI BKIIFOYACT:



L{eHTp qUCTAHITMOHHBIX 00PAa30BaATEILHBIX TEXHOIOTHI

MybTHMEANITHBIC CPEICTBA XPAHSHHUS, ITEPEIauH U MPEICTaBICHIS HHPOPMALIUH.

Komruieke TECTOBBIX 3aJaHUN Uil TPOBEACHUS TPOMEKYTOUHBIX M PYOEKHBIX
KOHTPOJICH.

[Tepconanbubie KoMmbIOTEpHI ¢ makeTrom MS Office, Beixonom B IHTEpHET 1 ¢ ToCTyIOM
B 2JICKTPOHHYIO HHPOPMAIIMOHHO-00pa30BaTEbHYIO CPEy YHUBEPCHTETA.

O6opynoBaHue AJisl MPOBEICHUS OH-JIAWH 3aHSITHIA:

Hacronbhsriii cimkepdon PlantronocsCalistro 620

JHoxyment kamepa AverMediaAverVisionU15, Epson

I'paduueckuii mmanmer WacomIntuosPTH

Beb-kamepa Logitech HD Pro C920 Lod-960-000769

Cucrema HacToOJIbHaAs akycTHueckas GeniusSW-S2/1 200RMS

Buneoxamepa kynonbsnas PraxisPP-2010L 4-9

AyauocucreMa ¢ meTInYHbIM paguoMukpodorom ArthurFortyU-960B

Cucrema nntepaktuBHas SmartBoard480 (sxpan+mpoekTop)

[ToBopoTHas BeO-Kamepa ¢ motosounbiM moasecomLogitechBCC950 10G-960-000867

KomrmuiekT yis mepeaun curaasia

[MynasT ynpaBnenus npesenranueii LogitechWirelessPresenterR400

Crepeorapuutypa (MUKPO(OH C IITyMOITOIaBICHUEM )

Hcrounnk 6ecriepedoitnoro nurtanus POWERCOMIMD-1500AP

[TomereHus 11t CAaMOCTOSTENLHON pabOTHI 00yYarOIIUXCsI

[epconanbubic KoMIbIOTEPHI ¢ TakeTroM MS Office, Berxogom B IHTEpHET 1 ¢ 1OCTYIIOM
B JIEKTPOHHYIO HH()OPMALIMOHHO-00pa30BaTEIbHYIO CPEly YHUBEPCUTETA

[Tomemenne nans XpaHeHHss W NPODHIAKTHYECKOTO OOCITYXKHUBaHUS Y4eOHOTO
obopyoBaHus

[xadb! 17151 XpaHeHU y4eOHO-METOINYECKON TOKYMEHTAIINH, Y9eOHOTO 000pYI0BaHUS
U yueOHO-HATJISAHBIX TTOCOOHIA.



[Mpuiaoxenne 1

Y4eOHO-MeTOAMYECKOE O0ecTIeYeHre CAMOCTOSITEIbHOM Pa0doThI CTYIEHTOB

AyIuTOpHAas cCaMOCTOsTENIbHAs paboTa CTYJCHTOB Ha JAHHOM Kypce He MPeyCMOTpeHa.

BueaynuropHas camocTosiTenbHasi paboTa CTyIEHTOB OCYIIECTBIIIETCS B BUJIE U3YUCHUS
JIEKIIMOHHOTO Kypca M JIMUTEPaTyphl IO COOTBETCTBYIOIIEMY pa3zeiy ¢ MpopaboTKoi mMarepuasia
(BBITIOJTHEHHUE TECTOB U MIPAKTUYECKHUX 3a/IaHHH ).

[IpuMep npakTUYECKUX 3aJaHUN 10 KypCY:

1. Uctopus passutus TCY. Knaccnpuxanus TCY.

IIpakTHyeckoe 3aHATHE

AHanu3 BUJIOB MarHUTHBIX HocuTened mHpopMmarmu. Vcrnons30BaHue MpuHTEpa IS
BbIBOJIa MH(OPMALIUY HA MeYaTh U AJIS pa3MHOKEHHUS JOKYMEHTOB

Lenp paboThI: U3Y4UTH BUIBI MATHUTHBIX HOCUTeNEH nHpopmanuu. M3yunTs mpaBuia
MO MOATOTOBKE TEKCTOBOM JokyMeHTauuu ¢ BBoAoM e B IIK ¢ MarHuTHOrO HOCUTENs U
Pa3MHOKEHHE IOCPEACTBOM IIPUHTEPA.

1 Kpamxue meopemuueckue ceedenus

MaruuTHble HOCUTENH UHPOpPMALUK, HAaHECEHHBIE HA IMCKU, HA3bIBAIOT MAarHUTHBIMU
JTUCKaMH, Ha KapTOYKU - MarHUTHBIMU KapTaMH, Ha HWIMHIPHI - MATHUTHBIMHU OapabaHamu.
Brienstior ¢uien-nakonuTenu (KapThl aMsITH).

MarauTHple HOCHUTETH HH(POPMAIIMU WCIOJB3YIOTCI B COBpeMEHHBIX OBM mis
3aMIOMUHAHUS, XPaHEHUS 3HAYUTEIBHBIX OO0BEMOB HH(OpPMAMU TIPH PENICHUW 337a4 B
o0ractu yuéra, IUIaHWPOBAHUs1, )KOHOMUKHU, HAYKH U TEXHUKH. K HUM OTHOCSITCSI MAarHUTHBIE
JICHTHI, TUCKH, 0apadaHbl, KApThl, KAPTHI MTAMSITH.

P

HOCUTENH UHDOPMALIMKH ]

%,

L [
MAITHATHBLIE | ONTUYECKME | . |
HAKONMWUTENM | HAKOMWTENKH PNEIL - HAKOIMTESH

' h ! |
. / . . » . /— %\
MNCKEThI CD - AWCKI 1 | DVD - AHCKH | / [ KAPTHI AN
I, JIL J ! MNAMATH \,
. I S — g

BHELUHHE -

HDD - QWCKH ' ) GNEW-APARBLI 88D -
L BD- AMCKH ] (dnewn) AWCKM

Pucynok 1- Knacendukauus nocureneii undopmanmu

@renr-HakONUTeNH, KapThl TaMSTH, IEPEHOCHBIE KECTKUE TUCKU:

llpeumywecmsa:

Mautslii Bec, 6€CIIyMHOCTb PaOOThI i TOPTATUBHOCTD.

YHUBEpCaTbHOCTh: COBPEMEHHBIE KOMIIBIOTEpHI, TeneBu3opel, DVD- u wmenua-
npourpeiBarenn umetor USB-nopTsl.

Huskoe »sHepromotpebieHue (Omaromgaps OTCYTCTBHIO MEXAaHMUYECKHX CHCTEM, B
otimume ot CD, DVD, BD u x)&cTKkux THCKOB)

PabGoTocrmocoOHOCTh B IMPOKOM JTHAIIa30HE TEMIIEPATYD.

bosee ycTOMUMBBI K MEXaHMYECKUM BO3JICUCTBHSIM (BUOpaIlMK U yaapaMm), a TakkKe K
BO3JICMICTBUIO MarHUTHBIX ITOJIEH IO CPABHEHHUIO C )KECTKUMH JUCKAMH.

He monBepskeHBI BO3ACHCTBHUIO IApalliH M TBUIA, KOTOPBIC OBUTM TPOOIEMON s
ONTUYECKUX HOCUTENEH U IUCKET.

CrocoOHBI CPaBHUTENBHO JUIMTETHFHO XPAaHHUTh JAHHBIE B aBTOHOMHOM pEXUME (He
TpeOyss muTaHus), oT eauHuil 10 10 mer. B Xyamem cinydae (memeBbli HAKOMHUTENb C
0O0JIBIIIMM U3HOCOM) XpaHEHHE TaHHBIX 00ECTIEYNBACTCS B TeUCHUE 3—6 MECSIIIEB.

Heoocmamxu:

OrpaHnyeHHOE YMCJIO LMKIIOB 3alUCU-CTUPAHMs MEepel] BBIXOAOM U3 CTpos. Yurmbl



namsTH, caenannble mo TexHonorud MLC (GonbIIMHCTBO), Yalle BCEro BHIICPKUBAIOT HE
6osee 5000 mukmoB mepesanucu. Kpome storo orpanumyeH pecypc USB-konnekropa —
okosio 1500 noakimoueHuit

CKOpOCTh 3amMCH W YTEHHWs OTPAaHHYEHBI MPOIyCKHOW crmocobHocTeio USB, uyto
ocobenHo cunbHO Tposiisiercs it USB 2.0 (ue 6omee 35 Mb/c)

CpaBaenue pazmepoB 3,5-mroiimMoBoi auckeTsl 1 USB- durem-nakonurens

PucyHok 2 - CpaBHeHHe pa3MepoB HOCHTeNIeH HH(OPMALHH

USB Flash Drive unu USB-HakonuTens Ha ocHOBe ¢ureri-iamsity (¢urem-npais, USB-
IpaiiB Wik «(pIenika») - HOCUTEIh WHOOPMAIMK, HCIOIB3YIONUH (Ien-nmaMsaTh s
XpaHEHUS JaHHBIX M TOJKIIOYaeMbId K KOMIBIOTEPY WJIM HWHOMY CUUTHIBAIOIIEMY
YCTPOMCTBY uepe3 craHaapTHbIi pasbem USB. MmeHHO mocnenHee OTIWYAET 3TOT THII
HOCHUTENeH HHPOPMAIIUH OT KapT NaMsTH.

2 Ilopsoox evinonnenus pabomol:

1. .Ha ocHoBaHMHM M3y4eHHBIX N0 yyeOHOW mucuumuiuHe /JIOY akrta u mpoTokona, co3aarh

PYKOIUCHBIE BAPUAHTHI 3TUX TEKCTOBBIX IOKYMEHTOB;

BBectu pykonucHble TeKCThI TOKyMeHTOB B 1K uepes knaBuarypy;

Pa3MHOXUTH TEKCTOBBIE IOKYMEHTHI IOCPEACTBOM IIPUHTEPA;

[ToryuuTe y npenonaBarens (Kak BapHaHT, BBIIIOJIHUTE 3TO 3aJaHUE CAMOCTOSITEIIBHO)

JUCKETy U (Iien-KapTy ¢ TOKyMEHTOM H IepeHecuTe JokyMmeHT Ha [1K:

— 171 TOrO YTOOBI OTKPBITh JUCK WM (PIIEMIKY Ha KOMIBIOTEPE, HY)KHO CHayasla ux
BctaBuTh. Haunem ¢ CD u DVD nuckoB: mocMOTpUTE Ha CHCTEMHBINA OJIOK: IS
JMCKOB Ha KOMIIBIOTEPE €CTh CIElMalbHas BbleKarollas miardopma, KoTopas
Ha3bIBACTCS OHA JUCKOBOA. YTOOBI MBI MOTJIM B HETO BCTaBUTh JUCK, HY’)KHO UYTOOBI
JUCKOBOJ| «BbIEXa» U3 KOoMIbloTepa. [Ig 3TOro Ha)XKMUTE NOJ HUM MAaJIEHBKYIO
KHONKy. Korma nauckoBoj BBIIIBUHETCS, ITOJIOKUTE Ha Hero Bam nauck c
nokymeHTOM. Kiacte ero HyXHO OnecTsiield cTopoHOW BHU3. [Jis TOro 4TOOBI
JMCKOBOJ] «3aexail» 00paTHO, CHOBA HAKMHUTE MaJICHbKYIO KHOIKY IO/ HUM.

[Tocne Toro, kak Bsl BCTaBUIM JUCK, TOJ0XKIUTE CEKYH 15: OH MOXKET caM OTKPBIThCS

Ha KOMMbIoTepe (Tak ObIBAaET ¢ AMCKAaMH, Ha KOTOPBIX 3amucaHbl (GUIBMBI U My3bika). Eciu

ATOTO HE MPOU3OILIO, TO OTKpOiTEe 3Ha4oK «Moi KommbioTep». OH HaxomuTcs TUOO0 Ha

Pabouem croie, To ecTh Ha SKpaHe, TMO0O0 €ro MOKHO OTKPBITh U3 KHONKHU «ITyck».

3areM IIETKHUTE JBA pa3a JICBOM KHOMKON MBIIIKH 10 3HauKy «CD-mauckoBoay (Takxke
oH MoxeT Ha3biBaThest CD-RW, DVD, DVD-RW auckoBon).

OTKpoeTCs TO, UTO 3aIIMCaHO HA JUCKE, T.€. aKT WM MPOTOKOJ.

J11st TOrO 94TOOBI OTKPHITH (MJICIIKY HAa KOMIIBIOTEPE, HY)KHO BCTABHUTH €€ B CIICIIHAIILHOE
OTBEPCTHUE B CUCTEMHOM OJIOKE.

Heckonbko Takux oTBepcTuil Bbl Bcerga Haiinere ¢ Ipyroil CTOPOHBI CHCTEMHOTO
0JI0Ka - TaM, KyJa BCTAaBJICHBI ITHYPHI OT KOMIBIOTEPA. A Ha COBPEMEHHBIX KOMITHIOTEpaX
TaKhe OTBEPCTHS €CTh U CIIEPEH.

Ilocne Toro, xak Bbl BcraBuTe (remky B OAHO W3 OTBEPCTUH, OTKpoiTte «Moi
KOMITbIOTEP» (HAIIOMHIO, OH HaxoauTcs oo B «Ilyckey, mubo Ha PaGouem ctorne).

TaMm A0mKEH MOSABUTHCS. HOBBIN 3HAYOK.

OObIUHO 3TOT 3HAYOK HazbiBaeTcsi «CheMHBIN aucky». lllenkHute mo Hemy jBa pasza
neBoil kHomKkoW MbImkH. [lepen Bamu momKHBI OTKpBITBCA (ailyibl M Ak, KOTOpHIE

Hown



3anucaHbl Ha (hIerke.

[lepen Tem kak noctaTh (premKy U3 KOMIBIOTEPA, HAKMUTE Ha CHEIMATbHBIA 3HAUOK
CIpaBa BHU3Y (PSAAOM C YacaMH) OJIUH pa3 JICBON KHOMKOW MBIIITH.

[TosiBuTCs coobmienne "be3onacHoe W3BJICUECHHE. 3alOMUHAIONIEE YCTPOWCTBO IS
USB". lllenkHUTE 1O HEMY OJWH pa3 JIEBOM KHOMKOW MBIIMIKH. BBICBETHUTCS COOOIICHHE
"Ob6opynoBanue MoxeT ObITh yaaneHo". Temeps Bwl Moxere goctate (iemky u3
KOMIIBIOTEPA.

Pacnieuaraiite JOKyMEHTBI IIOCPEICTBOM IIPUHTEPA.

OTBeTUTH HAa KOHTPOJIbHBIE BOIIPOCHI.

Crenartp BbIBOJBI IO padoTe.

3 Koumponvusie 6onpocowi:

1. HazoBure cnocoObI cO3aHNs TEKCTOBOTO JOKYMEHTA.

2.  Onmmmre MOPSAIOK BBOAA TEKCTOBOTO JokyMeHTa B [IK ¢ MarHuTHOrO HOCUTEINS
(CD wn mo60ro (KECTKUI Wik THOKWI ) MAarHUTHOTO JMCKA) U (JICIITIKAPTHI.

3.
2. CpencrBa cocTaBJIeHUS] M H3TOTOBJIEHHS TEKCTOBBIX TOKyMeHTOB. CpeacTBa
KONMPOBAHMS M PA3MHOKEHU S

Mone.lmpyeMaﬂ CUTyalnusi: BaC Ha3HAYWJIM OTBCTCTBCHHBIM JIMIIOM 3a IIOKYIIKY

KOMHMPOBAJILHOTO aIapara, KOTOPbIi Oy/JeT MCIOIb30BaThCS UCKIIOYUTEIBHO B KOMMEPUECKUX
nensx. Ilocne mpenBapuTenbHOro aHaiuM3a MPEIOKEHUI B MarasuHax Iropoja OCTanoch JBa
ONMU3KUX 110 XapaKTepUCTUKaM ammapara — Xerox 5915 n Xerox 5921.

3agaya: Ha OCHOBE HCXOJHBIX JaHHBIX MPOBECTH aHaIM3 CYMMapHOW NpUOBLIU U

npeaoCTaBUTh PYKOBOACTBY OTUYCT C PCKOMCHIAALUAMH I10 HpHOGpeTGHI/IIO TOTO HWJIIX HHOIO
KONUPOBaJIbHOrO ammapaTta. OT4eT IOJKeH OBbITh MaKCUMAJIbHO HArJIAIHBIM, PEKOMEHAALNN —
MaKCHUMaJbHO yOenuTenbHbIMU. s oOecrieueHHst HArJsAHOCTH PEKOMEHIYETCS MOCTPOUTH
rpaguku NpuoObLIM B 3aBUCUMOCTH OT MECSIYHOI HATPY3KH 32 BEChb CPOK CJIYKOBI.

Hcxoanble naHHbIe: CM. IpUIOKeHue 1.
PacuerHble 1aHHBIE: CM. TIPUIIOKEHUE 2.
Yka3aHnus 1o pacyeram:
CraTbs noxoma
® KOJMYECTBO OTIECUATKOB PACCUUTHIBACTCS HCXOAS M3 OOILIEro pecypca u
MPOIIEHTA TIeYaTH COOTBETCTBYIOMIETO (popmara;
® KOJMYECTBO OyMaru pacCUMTHIBAETCS MCXOJ M3 KOJMYECTBA OTIEYATKOB U
JI0JIM OJTHOCTOPOHHEH MeyaTh COOTBETCTBYIOIIETO Gopmara;
® JI0XOJ MO KaKIOMY BHJIY IEYaTH PACCUUTHIBACTCS MCXOIS M3 KOJIMYECTBA
Oymaru Kaxjaoro (popmaTa u COOTBETCTBYIOIICH IIEHBI KCEPOKOIUH.
CraTbs pacxoaa
® amMopTHu3aIus 3a Bce BpeMs pabOTHI anmapara paBHa €ro CTOMMOCTH;
® CTOMMOCTb TOHEP-KApTPUKEH pacCUMTHIBACTCS MCXOAS U3 LIEHBI U pecypca
OJTHOT'O KapTpHJIXka, a TaK e 00IIero pecypca anmnapara;
® CTOUMOCTb NMPUHT-KAPTPHUIKEH pacCUUTHIBACTCS UCXOJS U3 IIEHbl U pecypca
OJTHOTO KapTPpHUIKa, a TaK ke 00ILero pecypca anmnapara;
® CTOMMOCTb PEMOHTA PAaCCUMTHIBACTCS HCXO/S U3 CPEAHEN IIeHbI peMoHTa (3a 1
nepuoa paboThl armapara), BEPOSTHOCTH TIOJOMKH (B 3aBUCHUMOCTH OT
Harpy3KH) ¥ oOIIEero pecypca anrnapara;
e Bpems nevyaTH 1 KOMUU pacCUUTHIBACTCSI UCXO/I U3 CKOPOCTH MeUaTH;
e Bpems padoTHI anmapara pacCUUTHIBACTCS HCXO/sI U3 BpEMEHH NedaTu | Konuu
1 o011ero pecypca anmnapara,
® CTOMMOCTH 4aca paboThl paCCUMTHIBACTCS MCXOMS M3 3apIUIaThl M BPEMEHU
paboThI onepaTopa;
e 3aprulata 3a KCEPOKOMHUHU PACCUUTHIBAETCS HCXONS HM3 BPEMEHH pabOThI
amnmaparta U CTOMMOCTb 4aca paboThl;



Iiata 3a S3JEKTPUYECTBO PACCUUTHIBACTCA HCXOIS W3 BPEMEHH pPabOThI
amrmapara ¥ CTOMMOCTH JIEKTPHYECTBA;

CTOUMOCTDH HpO(bI/IJIaKTI/IKI/I PaCCUUTBIBACTCA ncexoada nu3 IICHBbI )41
NEPUOTUIHOCTH TPOPHIAKTUKY;

CTOMMOCTh OyMaru pacCUMTBHIBAETCS UCXOMS M3 KOJHYECTBA JICTOB M IICHBI
Oymaru kaxmaoro ¢hopmara;

CYMMapHBIﬁ pacxon pacCHUTHIBACTCA UCXOASA M3 BCCX IIYHKTOB pacxoa B
3aBUCUMOCTH OT Harpy3KH.

Cratbst mpuOBLTH

o01mast mpuObLTE 32 Bce BpeMsi pabOThI ammapara pacCUUTHIBACTCS UCXOS U3
CYMMapHOT0 JI0X0Jla U CYMMapHOTO Pacxojia B 3aBUCUMOCTH OT HArpy3KH.

B pe3ynbTaTe 0TYET HOJMAKEH UMETh CICAYIOIUNA BUL;
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[Ipunoxenue 2

OuneHoYHBIE cpecTBa VISl POBeAeHHUS MPOMEKYTOYHOMN aTTecCTANMU

«Texnunueckue cpeacrpa ynpasJjenus B JIOY u apxuBax»

a) Ilnanupyemble pe3yabTaTbl O00y4YeHHS] M OLICHOYHBIC CpeACTBAa /JJsi NPOBeIeHHS
NPOMEKYTOYHOM aTTeCTAlNHU:

Kon
WUHUKATOP
a

Nunukarop
JOCTH)KEHUS
KOMIICTCHIINN

O1ieHOYHBIE CpECTBA

[TK-1: CrtocoOeH oCyIIeCTBISITh OPraHU3allMOHHOE, TOKYMEHTAIIMOHHOE U NH(POPMAITMOHHOE
obecrniedeHre AeITeTbHOCTH PYKOBOAUTENS OPTaHU3aIHH

I1K-1.3:

Opranuzyer
pabouee Bpems,
(byHKIMOHATBHOE
MPOCTPAHCTBO CBOE
W PYKOBOJIHTEIS,
OpTraHU3aIIOHHO
COITPOBOKIAET
paboune mporecchl
PYKOBOJIUTES

IIpumepnwiii nepeueHb 60NPOCO8 K 3auemy
1. CpenctBa BHYTpU- U BHEO(DUCHOU TPAHCIIOPTUPOBKH
JIOKYMEHTOB, CBSI3M M KOMMYHUKanud. CpeacTBa U CHCTEMBI
CTaIlMOHAPHON U MOOWIIBHOM Tene()OHHON CBSI3H.
2. CperncTtBa BHYTpH- U BHEOPHCHOI TPaHCTIOPTUPOBKU
JIOKYMEHTOB, CBSI3M M KOMMYHUKanud. CpeacTBa U CUCTEMBI
TenerpadHON CBSI3U.

3. JlokanwpHbIe (0(UCHBIE) BEIYUCIUTEIHHBIC CETH.
4, CpencrBa U CHCTEMBI OINEPATUBHO-AUCIETYEPCKOU
CBSI3H.

Ilpumepnoe npakmuueckoe 3adanue

[IpoBectr aHanu3 He MEHee 5 CUCTEM YAAJICHHOW paOdOTHI
pykoBoauTeNs KoMmrnaHuu. [IpenBapuTensHO BBIIEINB KPUTEPUN
JUTSL aHAJTM3a UCXOS U3 00JIaCTH MPENPHUATHS, HA KOTOPOM BBI
MPOXOJIWIIN TIPAKTHKY.

OtueT nmpeacTaBuTh B Buae pedepara.

[TK-2: CriocoGeH oCyIIeCTBIATh JOKYMEHTAITMOHHOE 00ECTICUCHHE YITPaBICHUS OpraHu3aiuen

[1K-2.2:

Opranusyer u
permaMeHTHpyeT
NOKYMEHTOOOOPOT B
OpraHu3aluu

Ipumepnwiii nepeyenv 60nPocos Kk 3auemy

1. OcHOBHBIE TPHHIMIBI aBTOMATH3AIMK B cdepe
JOKYMEHTAIIMOHHO-UH(POPMALIMOHHOTO
obecrieueHus yrnpaBicHUsI.

2. Ilpenmnoceuiku  aBTOMATH3aIMH  YIPABICHUECKOM
NESITETbHOCTH.

3. OOmas XxapakTepucTHKa M CTPYKTypa CHCTEMBI
JOKYMEHTAIMOHHOT0 00eCIeueH sl yIpaBIeHuUs.

IIpumepnoe npaxmuueckoe 3a0anue

BbipaGboTka HaBBIKOB  padoThl ¢ perucrpanmeit




JOKYMEHTOB

Ynpascnenue 1. Pecucmpayus 0okymeHmos.
Lenbp ynpakHeHUS — MOJIy4YEHHE TBEPABIX HABBIKOB
pPErucTpalyu J0KYMEHTOB.

3aoanue 1. Cozoanue ¢atinos

Coznarp 4 (daitna, ¢ koTopeiMu Bel B mocnenyromiem
Oynere paboTaTh:

e B Word (3asBiieHue B IeKaHAT O JOMYCKE K 3aHATHSIM 110
JlokymMeHTOO00pOTY. ®dopma - CTaHJIApTHOE
3asBieHuUE),

e B OnokHOTe (OOBSICHUTENBHAS O MPOMYCKE 3aHSATHS.
®dopma cBoOOIHAS),

e B EXcel (pe3ysbTarhl c1auu MocieaHel CECCUn),

® HalTH B KOMIBIOTEPE WA MIEPEHECTH C HOCHUTENS, UITU
co3MaTh JIOOBIM CpPEIACTBOM KAPTUHKY pazMepoM
MPUOIU3UTENHHO 4X5CM.

Kommenrtapuii. Co3gannple (ailibl KaKIbIM U3
YYaCTHUKOB T'PYNIbl HAa 3aHATUU HEOOXOJIUMO COXPAHHUTH.
KoHkpeTHOE MECTO HE MMeEeT 3Ha4YeHHUs, JTH000H U3 (aiios,
MPUCOEAMHEHHBIX K JOKYMEHTY, 3aperucTpUpOBaHHOMY B
0a3e, COXpaHUTCS BMeCT€ C JOKYMEHTOM B 0a3e U B
MOCJICICTBHH OY/ET JIETKO HalIeH POrPaMMO.

3adanue 2. Pecucmpayus 00KymMeHmos
3aperucTpupoBaTh 4 JOKyMEHTA:

e ¢ co3maHHbMH B | 3amanum (aiimamu TOI pa3HBIMHU
natamu B gauanazone 1-30 oktsa6ps 2005r. s
perucTpaiyy J0KyMEHTOB BBIOPATh MOTOK JOKYMEHTOB
CBOEH rpymnmbl. 3amoaHuTh noJie npedukca: 3a, 00, OT,
I'p, COOTBETCTBEHHO; BbIOpATh rpud
KonduaenuuaabHo.

KommenTapumn.

1. He cnenyer nmyrare [aTy perucrpanuu 371€KTPOHHOTO
nokyMmeHTa u Jlaty co3ganus ero (0yMa)xHOTO) MpeJka.
B cinydae Bxoasmiero moTtoka JAOKYMEHTOB IoJie C
"IlaToll perucrpanuu” JOKYMEHTa pacIOIOKEHO B
MepBOM CTpoUke moJiei, a moje ¢ "JlaToil" co3zmanus
OpapoAMTENsl TOKYMEHTa pachojiaraercs B TpeThei
CTpOKeE, TOCBSIIIEHHOW OpraHN3aluu-OTIPABUTEIIIO.

2. AHaJIOrMYHO, HOMEp PETUCTPALH JOKYMEHTa (KeIToe
nojie B TEPBOM psly) T€HEPUPYETCsl CHCTEMOH, a
UCXOIAUIMA HOMEp OOBIYHO YXKe TPOCTaBJICH IpU
OTIIpaBKe OT KOppecnoHieHTa B Bairy opranusanuto, on
3aMoIHAETCS BPYUHYIO (¢ OyMaXHOTO HOCUTEISI WIIH 3TO
— J1aTa OTHPABKU AJIEKTPOHHOTO MHUChMa) B Oetoe moje
(HEeoOs13aTeIbHOE MIJIS 3aMTOJTHEHUS ).

3. Bce nmoma, B TOM uyucie MPOrpaMMHO  HE
KOHTpoupyemblie (Oenblii (OH), B EHCTBUTEILHOCTH
HE00X0MMO 3aMONHSTh. Bo-nepBbIx, 3TO
IPENHUChIBACTCS MPaBHJIAMH JOKYMEHTOO0OpOTa, BO-
BTOPBIX, CYIIECTBEHHO 00JIer4aeT MOMCK JOKyMEHTA.

4. @DopMmoii perucTpaluy MOTyT ObITh IPETYCMOTPEHBI KaK




Kon
AHIAKATOP
a

Nupukarop
IOCTHKEHUS
KOMIIETEHITNHN

OneHouHble cpencTBa

npedukc K HoMepy, Tak ¥ rpud T0KyMeHTa. DTH OIS B
JTAHHOM CJTy4ae CIIY)KaT JJIsl TPYIITHPOBKH M YCKOPCHUS
MIOUCKA JOKYMEHTOB.

5. 3HaveHUs B MOJSIX MOTYT KaK BBIOMPATHCS U3 CIOBApS,
TaK MW 3alOJHATHCS TNPOM3BOIBLHO. Ilpeamourenue
ClIeAyeT OTIaBaTh BBHIOOPY W3 CJOBapei, TaKk Kak
UCTIOJIb30BaHUE CTAHIAPTHBIX 3HAUCHHWH yMEHBIIIAeT
BEPOSTHOCTH PETUCTPAIIMHU C OIINOKOM.

6. Ilpu ommOGOYHON perucTparuu JTOKyMEHTa B MOTOK, B
o0meM ciy4yae HEAOCTYMHBIH MOJB30BATENIO, STOT
JOKYMEHT  OymeT  JOCTYNeH  TOJBKO  JITOMY
MIOJIb30BATENIO KaK PETUCTPATOPY 3TOTO TOKYMEHTA, HO
He OyJeT BHIEH W JOCTYNEH IPYI'MM YYacTHUKAM
TPYIIIBIL.

Ynpaoscnenue 2. Ilouck 0okymenmos.
enp ynmpaxHeHUsI — 3aKpEIJICHUE HABBIKOB IOUCKA
JOKYMEHTOB B pa3IMYHBIX CUTYAIMsIX, BHIPAOOTKAa yMEHUS
clenaTh BBIOOPKY JIOKYMEHTOB B Ppa3JIMYHBIX paszpe3ax
Pa3ITUYHBIMU CIIOCOOAMHU.
CymiecTByeT 4eTblpe BO3MOXKHBIX BapUaHTa MOMCKa
JIOKYMEHTOB:
® TIOMCK JOKYMEHTOB;
® IIOMCK ITIOPYYCHUH;
® TOHCK 10 (hopme;
®  paCIIMPEHHBIN MTOHUCK.

3aoanue 1. Haiimu ookymenmul, 3apecucmpuposanuvie
8 base
e Haiitu Bce NOKyMeHTHI, cocTaBlieHHble Bamu Bcemu
BO3MOXKHBIMH CIIOCOOaMHU.

Kommenrtapuii. Kak Bl noMHUTE, TOKYMEHTOB OBLIO
yetbipe. Ecnu Boel nipu peructpaunu 3anonHuian noje Kro
noamucal, To y Bac e 6yner npoGiem.

e HaiiTu 1oOKyMEeHT Mo HOMEPY (ABa-TpU BapUaHTA).
e HailiTu NOKYMEHTHI IO JaTe perucTparuu (IBa-Tpu

BapHaHTA).
e HaliTu 1OKyMEHTHI B IOTOKE Bariei rpynmsl co ¢10BOM
"momyck" B rnojue Kpartkoe coaepKaHue,

3aperucTpupoBaHHbie Bammumu cocensiMu  cieBa U
cripaBa (TIocIe0BaTENbHO).

e HaiiTu 1OKyMEHTHI Ballero MoToka, uMeroue "3ans" B
KpaTKOM COJIEp>KaHUU U pa3HBIMH JaTaMU B AUara3oHe
10-20 mapra Tekymiero roja.

e  HaliTh MakCUMaJIbHOE YUCJIO JOKYMEHTOB B JUAIIa30HE
mat 10-30 mapra Tekymiero rojga B IIOTOKE CBOEH

IpYIIIBIL.
e Haiitu 1OKyMEHTHI ¢ cofepkaHueM "nekan" u jaTaMu ¢




Kon Nupukarop
WHJUKATOP JOCTHOKCHUS OneHouHble cpencTBa
a KOMITETEHIINHT

5 o 20mapTa TeKyLIero roja.

e HaiiTu 1oKyMeHTBI ¢ "3aHAT" B KPAaTKOM COJICPKAHUU U
"2*" B HOMEDE.
3aoanue 2.  Hatimu  OOKyMeHmMbl  UCNONb3YA

Pacwupennuviii nouck.

e Haiitu noxymeHTsl, 3apeructpupoBansbie ¢ 10 mapra
TEKYILEro roja.

e Haiitu Bce TOKYMEHTBI, 3apETUCTPUPOBAHHBIE JIFOOBIM
U3 JBYX MPHUCYTCTBYIOIIMX HA 3aHSATHH CTYIEHTOB(K)
nocie 15 mapra Tekymiero roja.

e lcnosb3ys mpeapl Ayl 3apoc Cy3UTh IOUCK IIyTEM
YTOYHEHMsI KOHTEKCTa "nekaH".

e Haiitu BCE JIOKYMEHTBI, IO CAHHEBIE
(koppecrioHaeHT) JIOOBIM W3 ABYX cocefeii(ok),
NPUCYTCTBYIOIIMX  HA  3aHSITHH, coJieprKaliue
OO0BSICHUTEIIbHBIE.

KommenTapuii. lcnons3yercs 3HaueHue B I0JI€
Peructparop.
I1K-2.3 Opranusyer, Ilpumepnsiii nepeuenv 60npocos K 3auemy
[periiaMeHTHPYET 1. Tlousartue AOKYMCHTAJIbHBIC CUCTCMBI
OTIePaTHBHOE 2. CnpaBOYHO-TIPABOBEIE CHCTEMBI «I apaHTy,

XpaHECHHUE U
MCIIOJIb30BAaHHUE
ITOKYMEHTOB B
OpraHu3au

«KoncynbranT». CxoAcTBa U pa3Inyusl.
JlocTonmHCTBA U HEOCTATKH

3. Poinb JOKYMEHTAIBHBIX CUCTEM U 0a3 JaHHBIX B
JIOKYMEHTAIMOHHOM YyIIPaBICHUH

IIpumepnoe npakmuyeckoe 3adanue
®opMupoBaHUe, XPAHEHHE M YHHYTOXKEHHe e
Oransl BBITOJHEHUS PaOOTHI:
1. CocraBbTe (Qopmynsap-oOpazer] HOMEHKIATYPHl AeT
CTPYKTYPHOTO Tofipa3ienieHus (OyXranTepun).
2. CocTaBuUTH JUCT-3aBEPUTEINH Jieiia 1o Gopme

JIHCT-3ABEPHTENE JIETTAN:

B ae1¢ nomunTo B npoHy MepoBaHn JIHCTOR
B TOM HHCE

JMTEPHEIC HOMEPA IHCTOR

NPONYUIEHHEIE HOMEPA IHCTOR

+ AwcToR ByTpennei onuen

Hucnexrop no kaapas

(noanuce) (pacumdponka
MOUITICH)

20 T

3. 3amoyHHTE ONMUCh JOKYMEHTOB Jieja 1o ¢popme

CocraBbTe 00JI0XKKY Jena.

5. 3amnofHUTh AaKT O BBIACICEHUM K YHUYTOKEHUIO
JIOKYMEHTOB M JIeJ, HE MOJUIeKAIINX XPAHEHHUIO T10

>




Kon
AHIAKATOP
a

Nupukarop
JIOCTHKECHUS
KOMITETEHIINHT

OneHouHble cpencTBa

dbopme

TIoTAGE BAMMEBOBAMIE OPradHIALn
(CoxpameHHO? HARMEHOBINIE OPCAHNIANIN)
AKRT

Ne

MecTo cocTaRTenNa

YTBEPARIAK
HMMEHOBIHME NOTEROCTH
PYNOROTNTETR OPCARIALNR
Modnuce PacinpoBra ROZIIKCE

fama

O BROSMEHNN K YHUYTORLHIIO TOKYMEHTOB,
He NOLTEAIMMN XPIHEHH K

Ha oCHOBAHIN
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HaiMeRosanNe J0TAHOCTI AL,

MPOROTMBIETD SNCTIEPTHIY NEHHOS TH ROKYMEHTOR Modnucs Pacumiponka moamICH
HAama

COTMACOBAHO

Mporokon LI3K (3K)
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JIOKYMENTH B KOTHYECTRE €1 Xp.. BeCOM s

Tarpy e o g RaiaRn

VI3 B Ha NepepadoTRyY NO MPREMo-CAATOTHON Haknagof
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HalMeROBIANE JOTAHOCTH PatoTHIKL,

CTABLIETO BOKYMEHTH Nodnuce Pacuedponka nognicu
Adama

M3MeHeNIE B Y9eTHE TORYMEHTI) BHOCEHM

HalMeoBanie J0TANOCTH PAOOTHIKS aPXIHa,

BHECIINTO MIMEHEHIL B Ve THINE BOKYMENTM Nodnuce Pacuniedpouka ROAMICH
fema

ITK-3: CnocoGeH oprann3oBaTh ¥ aIMUHICTPUPOBATH ACATEIHHOCTD 110 OpraHU3AINH TPyAa U

OIlNIaThI IEPCOHAJIa

T1K-3.1:

OOecneunBaeT
TOKYMEHTAI[MOHHOE
W OPTaHU3AIOHHOE
COIPOBOXICHUE
CUCTCMBbI
OpraHu3alnuy u
OILIATHI TPyAQ
repcoHaa

Ilpumepnwiii nepeyens 60npocos k 3auemy
1. YUro mpencrasisier coboii puHAHCOBAas U OyxranTepcKast
JOKyMEeHTanus?
2. Yro BXOIUT B cocTaB (MHAHCOBOW W OyXTajaTepCKOi
JIOKYMEHTAIUH?
3. Tlepeunciaute OCHOBHBIE TpeOOBaHUSA MO OGOPMIICHUIO
(UHAHCOBBIX U OYXTaNTePCKUX JOKYMEHTOB B COOTBETCTBUU
C 3aKOHOJATEILCTBOM PD?
4. Kak odopmisieTcss akT O IpUEMKe-Tiepeiaye TOBapHO-
MaTepuaIbHBIX IICHHOCTEH Ha XpaHeHue?
5. Kak odopmisieTcst mpuxogHO-KacCOBBIN opaep?
8. Jlnst uero cocrapisier cuer-pakrypa?
9. B kakux ciy4asix COCTaBIsAeTCs AKT O mpueme-nepeaaye
TOBAPHO-MATEPHUATBHBIX [IEHHOCTEH?




Kon
AHIAKATOP
a

Nupukarop
IOCTHKEHUS
KOMIIETEHITNHN

OneHouHble cpencTBa

IIpumepnoe npaxmuueckoe 3a0anue
[l BBIMONIHEHHUS 1a00paTOPHOH pabOThl HEOOXOIUMO O0(hOPMHUTH
oTJenbHbIe (PUHAHCOBBIE M OyXranTepckue TOKYMEHThI. Kaxmpiid
JOKYMEHT COCTaBJII€TCS HA OTIEIbHOM JIUCTE, JOJKEH UMETh BCE
HEOOXOIUMBbIE PEKBU3HTHI.

B otyere nmo naboparopHoii paboTe clieayeT OTpa3uTh:

- HANMEHOBaHME PaOOTHI, 11T PabOTHI;
- OCHOBHBIE TEOPETUUECKHUE MTOJIOKCHUS;

- BBITIOJIHEHHOE 3aJJaHHe.

1. OhopMHUTh TIATSIKHOE MOpYyUeHUE (Ha OJJaHKE THITOBOH (OPMBI
¢ ucnonp3oBanueM CIIC Koncynprant [lnroc) Nel73 ot 22 ssHBaps
2017 roma Ha mepedrciIeHHEe ACHEKHBIX CPEJCTB MOCTABIIHUKY 3a
MoJTydyeHHble MaTepHainsl. Ormiara npoussesaeHa no cuetry Ne 687,
moroBop Ne54 or 14 pekabps 2016 toma OOO «Cnasay.
ITonygatens OOO «Cnasa», MHH 7802152412, KIIIT 780201001,
P/cu 40702810802000003675, B ITAO «Anbpa Bank» r. CaHkT
IMerepOypr, K/c 30101810600000000809, BUK 044030809.
Henocratoniue nanHble B3STh IPOU3BOJIBHO.

2. C ucnonszoanue CIIC Koncynprant Ilmoc opopMuts cuert-
(baxTypy, UCTIONIB3YS CIEeIYIOMINE CBEICHHUS:

— cuet-¢paktypa Ne 412 ot 24 aBrycra 2017 1.;

—mpoaasers — OO0 «DmeKTpoH»;

— anpec mpogasia: 426000, r. Mxesck, yn. MenpanyHas, 1. 71.
WHH - 1833012378, KIIIT

—183301001. I'py3o0TIIpaBUTEIH — OH XK€

— nokynatens — OO0 «Arporom»;

—aapec nokynatens: 426000, r. MxeBck, yn. MexaHu3aTopos, A.
44. IHH - 1833015259, KIIIT - 1833011001. I'py3onony4arens —
OH K€

— HamMeHOBaHHMEe ToBapa — kommbioTep Excilon Intel Pentium
D524 3.06/512/80/i B xonmuectBe 1 mT. croumocteio 17 936
py6uieii, B Tom uucne HAC 18% — 2 736 pyOneii.

— pykoBogutenb OO0 «Onektpon» — Croupumonor K.M.,
riaBHBIN Oyxranrep — Mopo3zosa O.A.

[1K-4: Criocob6eH pyKOBOIHMTH MPOIIECCOM CKaHUPOBAHMs, BBOJIa M 00pabOTKH JaHHBIX B

CHUCTCMC JJICKTPOHHOT'O apXUBa

I1K-4.1:

Yrpasser
NEesTeIbHOCTHIO TI0
KOHTPOJIIO

(b yHKIITMOHUPOBAHUS
, BBOJIa U
00pabOTKHU TaHHBIX
B CUCTEME

IIpumepnwiii nepeueHb 60NPOCO8 K 3auemy

1. CpeacrBa cocTaBieHUsS U U3TOTOBJICHUS TEKCTOBBIX U
TaOJMYHBIX TOKYMEHTOB. [IHIITyIre MammHKy.

2. CpencTtBa  KOMHPOBAaHUS M TUPAKUPOBAHHS
nokymMeHToB. CpencTBa MUKporpaduu.

3. CpencrBa  Qusuyeckoii  00pabOTKHM  HOCHTENEH
JTOKYMEHTOB. MamuHs TUTst YHUYTOXXCHUS
JOKYMEHTOB (LIPEEPHI).

4. CpenctBa BHYTpH- U BHEO(DHCHON TPaHCIIOPTHPOBKHU




Kon WNunukatop
UHKATOP JIOCTYDKCHUS OreHOYHBIE CpeNICTBA
a KOMIICTCHITNH
DIICKTPOHHOTO JOKYMEHTOB, CBSI3W U KOMMYyHHKanui. Cpencra u
apXHBa cucteMbl (aKCUMWIBHOW Tiepenadyd HHPOpMalud H

MOJEMHOM CBS3H.
5. OcHOBBI 0€301TaCHOCTH MPU PadOTE C TEXHUUCCKUMH
CpEICTBaMU YIIPABJICHHUS.

IIpumepnoe npaxmuueckoe 3a0anue

VYopaxuenue. [loctanoBka nokymMeHTOB Ha KoHTposib 1O

PE30IIOLHH.

3aoanue 1. O3nakomMumvcs co C80UMU YCNeXamu 6 CecCull.

Tonyuumo noomeepacoeHue O3HAKOMJIEHUS u

PpeKoMeHOayuuU.

e B34Tbh T0KYMEHT CO CBOMMHU PE3yJbTaTaAMH CIaYU CECCUU
Ha peIaKTUPOBAHUE.

e Cozmars pezomounto IlpenogaBarens "O3HAKOMUTH C
Bammmu pesynpTaTamu caaum ceccun cocena(ky)".

e (Co3pnare nopyuyenue cede "03HaKOMUTH OJHOTPYITHHKA CO
CBOMMHM YCIIEXaMHU U CO3/1aTh OTUET".

e HazHauuTh cpok UcnoSHEeHUS | 1eHb.

e HasHauuth ce0d U KOHTPOJEPOM U UCHOJHUTEIEM
JTOKYMEHTA.

e CoxpaHuTh JOKYMEHT MW  BBIUTH U3  pexuMa
peaaKTUPOBAHUS.

e JlepeiiTh B TJIABHOE OKHO CHCTEMbl M TOJYYUTh
YBEJOMJICHHUSI.

e Paszocnars JOKYMEHT KOPPECTIOHIEHTaM c
MPEIIOKEHUEM  O3HAKOMUTBCS, MMOATBEPAUTH  (HaKT
03HAKOMJICHUS U TIPEUIOKHUTHh PEKOMEH/IAIINH TI0 y4ueoe.

e [lonyuuTh NOATBEPKACHUS O3HAKOMIICHHUS.

e Co3gaTh OTYET KaK HCIOJIHUTENIO JIOKYMEHTa |
OTIPABUTH €TI0 KOHTPOJIEPY.

e [lonyyuTh OTUET U O €0 MOJIYYEHHIO CHATh IOKYMEHT C
KOHTPOJISL.

3adanue 2. O3Hakomumvbcs co ycnexamu 68 ceccuu

00HO2PYNHUKA

e (Co3zaTh HOBBIN TIOKYMEHT.

e Cozpgats pe3omonuto [IpenogaBarens "O3HaKOMUTBCS C
ycmexaMu cocena(ku) crpaBa JOKYMEHTOM M CO31aTh
OTYET C COBETOM I10 yuebe".

e Hasznauuts cpok ucnonHeHus 1 neHn(yac).

e Hasznauuts cocena(ky) cieBa KOHTPOJIEPOM JOKYMEHTa, a
ce0s - UCTIOJTHUTEIIEM.

e BpIiTH U3 JOKYMEHTA.

e [lomyuuts yBEgOMIICHUE.

e OrocnaTh cooOIIeHHE C TPOCKOOH MepecaaTh TOKyMEHTHI
C TPHUCOCTUHEHHBIMH (aillaMu pe3ylbTaTOB CBOEH
CECCHH.




Kon Nupukarop
UHKATOP TOCTHKEHUS OueHouHbIE CpeICTBa
a KOMIETEHIIUH
o [lomyunts JIOKYMEHTBI oT KOPPECIIOH/ICHTOB,
03HAKOMUTHCSI C Pe3yIbTaTaMU, CBA3aTh CBOUM JOKYMEHT C
MOJIyYEHHBIMH TOKYMEHTaMHU.
e Co3gath OTYEeT KOHTpOJIEpY U MPHUIIOKUTH
MOJIYYHBIITUHCS TOKYMEHT.
e [lomyuynuThs NONTBEPKIECHUE O CHATUM JIOKYMEHTa C
KOHTPOJIS
[1K-4.2: Pa3pabarpiBaet IlpumepHnsiii nepeuenv 60npocos K 3auemy
MOKaIbHbBIE 1. BueapeHue aBTOMaTHU3MPOBAHHBIX CHUCTEM B cdepe
HOPMAaTUBHBIE aKThI YIPaBJICHHA.
o BOpoOCaM 2. BHenmpenue aBTOMaTU3UPOBaHHBIX cucTeM D10
3. DOransl  BHenpeHus.  OCHOBHBIE  CIOXHOCTH
Opratisatii BHEJIPEHUS U MIyTU UX pa3pelieHusl.
rporecca 4. DKcrulyarands aBTOMATH3MPOBAHHBIX CHCTEM B
CKaHHMPOBaHU: B c(l)epe YIpaBJICHHUS.
cUCTEME
PIIEKTPOHHOTO IIpumepnoe npaxmuueckoe 3a0anue
apxuBa 1. Ha ocHOBaHMHM pEKJIAMHBIX TPOCIEKTOB HU3YYUTh
KJIacCU(PUKALIUIO  DJIEKTpOrpapuueckux  ammapaTos,
KpUTEPUU UX BBIOOpA.
3amnoJHUTh TaOIHILY.
I'pynnn | CkopocTb Pexomenayemsbl | OnTrMaibHbI
a KOMHMPOBAaHU | i 00BEM KomUi | yCI10BUsA
s MIPUMEHECHHUSI
2. Ilpoananu3upoBaTh [aHHbIE U OMNPEICIUTH, KaKHe
XapaKTePUCTUKHU OTIMYAIOT IU(POBBIE almapaThl.
3. Ilpoananu3upoBaTh [aHHbIE U OMNPEICIUTH, KaKHe
aneKkTporpaduyeckue anmapaThl MOAXOAST 71 pabOTHI B
OpraHU3aIHsIX C MAIBIM JOKYMEHTOOOOPOTOM, CPEIHUM,
3HauuTeNbHBIM. OO0CHOBAaHHBIE BHIBOJIBI ODOPMHUTb.
[Ipoananu3upoBath JaHHBIE W  ONPENCITUTh, KaKUE
anexkTporpaduyeckue anmaparbl HOIXOIAT Uis paboThl B
OpraHM3ali, B KOTOPOW BBl NPOXOJWIM MPAKTUKY.
O06ocHOBaHHBIEC BHIBOJBI O(DOPMUTH.
I1K-4.3: Ocy1iecTBisieT IlpumepHnwiii nepeuenv 60npocos K 3auemy
CTpaTern4ecKoe 1. Uro Takoe onudpoBka?
MJIIaHUPOBaHUEC U 2. Kaxkue srans! BKIrouaeT B ce0st mponecc
[MOCTPOEHUE o poBKu?
IPOLIECCOB 3. 3adeM HYXHBI IPOTPAMMBbI PACTIO3HABAHUSI TEKCTA?
CKaHUPOBAHUS, 4. Kak npoucxonut pacro3zHaBaHue Tekcra?
BBO/IA U 0OpabOTKH | O. Kakwue mporpaMmMbl pacrio3HaHUs TEKCTA Bbl 3HAETE?

JTaHHBIX B CUCTEMC

Kaxknmu mons3oBanuce?




Kon Nupukarop
WHJUKATOP JOCTHOKCHUS OueHouHbIE CpeICTBa
a KOMIETEHIIUH
BIIEKTPOHHOTO Kakoe pa3perienue siBiseTcs ONTUMAIbHBIM JUISI
apXuBa CKaHMPOBAHMSI TEKCTa, N300paKeHU?

IIpumepnoe npaxmuueckoe 3a0anue

1. OTckaHUPOBATH JIFOOOW JTUCT ydeOHHKA C TTOMOIIBIO
YCTaHOBJIEHHOT'O CKaHepa

2. BrimoaauTs pacrno3HaBaHUC OTCKAHUPOBAHHOT'O
tekcTa B mporpamme Microsoft Office Document Imaging.

3. BrimoaauTh pacro3HaBaHuC OTCKAHUPOBAHHOT'O
tekcTa B mporpamme ABBYY FineReader (viu ucmons3yio
1100011 TOCTYIHBINM aHAJIOT IPOTPAMMBI).

4, BeimonanTs npoBepky opdorpaduu u odhopmieHus
pacmo3HaHHOTO TEKCTa.
5. CoxpaHHTh POBEPEHHBIH JOKYMEHT B (hopmare *.rtf.

Co3gatp apxuB *.rar JAnd  COXPaHEHHOTO
JOKyMeHTa 1 oTnpaButh ero Ha CZIO MI'TYVY.

0) Ilopsanoxk mnpoBeaeHMs TPOMEKYTOYHOM aTTeCTallMH, IOKa3aTeJd M KPHUTEPHH
OLICHMBAHUSA:

Pe?)y.]II:TaTI:I BBITNIOJTHCHU A 06yqa101u1/1Mc;1 3aI[aHHﬁ Ha 3a4€TC OLCHHBAIOTCA IIO HIKaAJIC
GBadYTCHO» — «HC 3a4TCHO».

B ocHOBe oneHuBaHUA JIEXKAT KPUTEPUM IOPOrOBOIO M IOBBILICHHOIO YPOBHS
XapaKTEePUCTHK KOMIIETEHIIMA WM MX COCTaBJSIOMIMX YacTel, (GopMupyembIXx Ha Yy4eOHBIX
3aHATUAX N0 AucuuIuinHe « HpOpMalMOHHbBIE TEXHOJIOTHH B 00Pa30BaHUI

«3auTeHo» COOTBCTCTBYCT:

— TOBBIIIEHHOMY YPOBHIO M BBICTaBIIsIeTCs 00y4darommeMycsi, €CiIi OH IIyOOKO U IMPOYHO
YCBOMJI IIPOIpPaMMHBIM MaTepuall, HCYEpIbIBAIOLIE, IOCIEJ0BATEIbHO, YETKO M JIOTMYECKH
CTPOIHO €ro M3Jaraer, yMeeT TECHO YBA3bIBATh TEOPHIO C MPAKTUKON, CBOOOHO CHpPABISETCS C
3a7ladyaMM, BOIIPOCAMHU U APYTMMHU BHUJAaMHU IPUMEHEHUs 3HAHUN, IPUUYEM HE 3aTPyAHSETCA C
OTBETOM NpPHU BHJIOM3MEHEHUM 3aJaHM, UCIOJB3YeT B OTBETE MaTepuan MOHOTpapuiecKon
JUTEpATyphl, NPABWIBHO OOOCHOBBIBACT MPHHATOE pEUICHHWE, BIAJEET Pa3HOCTOPOHHUMHU
HaBBIKAMH U MPUEMaMH BBIMOJHEHHUS MPAKTHUYECKUX 3a7a4;

— TMOBBIIIEHHOMY YPOBHIO U BBICTaBISIETCS OOydalomeMycs, €CId OH TBEpPJO 3HAET
MaTepuai, TpaMOTHO U IO CYLIECTBY M3J1araeT ero, He JOIMycKas CYIIECTBEHHBIX HETOYHOCTEH B
OTBETE Ha BOMPOC WJIM BBIIOJIHEHUH 3aJaHU, IPAaBUILHO MPUMEHSIET TEOPETUUECKHE MOTO0KEHUS
IIPU pEeUICHUH TPAKTHYECKUX BOIIPOCOB U 3a/1a4, BiIaJieeT HEOOXOJMMBbIMU HABBIKAMU U IPUEMaMU
UX BBIIOJTHEHUS;

— [MOPOroBOMY YPOBHIO U BBICTABJIACTCSA 06yqa10meMyc;1, €CJIM OH UMECT 3HaHUA TOJIBKO
OCHOBHOTO MaTepHalia, HO HE YCBOWJI €ro JeTajei, MOIyCKaeT HETOYHOCTH, NEMOHCTPUPYET
HEJIOCTaTOYHO MpaBHJIbHBIE (HOPMYIUPOBKH, HApYyLICHHUS JIOTUYECKOH MOCIIEI0BAaTEILHOCTH B
U3JI0KCHUW TPOTPaMMHOTO MaTepHaja, WCIBITBIBACT 3aTPYIHEHHS TPH  BBIOJHECHUH
MPaKTUYECKUX PadoT.



«He 3a4TeHO0» BBICTABIIAETCS OOYYaIOUIEMYCs, KOTOPBIA HE JOCTUTAET IMOPOTOBOTIO
YPOBHSI, IEMOHCTPUPYET HEMOHUMaHUE IPOOIEMBI, HE 3HAET 3HAYUTEIBHON YaCTH IPOTPAaMMHOTO
MarepHaia, JOMYCKaeT CYIIECTBEHHBIC OIIMOKH, HEYBEPEHHO, C OONBIIMMHU 3aTPyIHEHHUSIMH
BBITIOJIHSICT MPAKTHUECKUE PabOTHI.
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