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JIner akryaauszanuu padoueil mporpaMmbl

PaGouast mporpamMmma repecMoTpeHa, 00CykaeHa u 0100peHa s peanusamnuu B 2024 - 2025
yueOHOM rofy Ha 3acefnanuu Kadeapsl llemarornueckoro oopa3oBaHus U TOKyMEHTOBEACHUS

IIpotokom ot 20 1. Ne
3aB. kadeapoii C.C. BenukanoBa

PaGouast mporpamMma repecMoTpeHa, 00CyKaeHa u 0100peHa s peanuzamnuu B 2025 - 2026
yueOHOM rofy Ha 3acenanuu kadeapsl llemarornyeckoro oopa3oBaHus U TOKyMEHTOBEACHUS

[IpoTokom o 20 r. Ne
3aB. kadeapoii C.C. BenukanoBa

Pabouas mporpamma nepecMoTpeHa, 00cyxaeHa u ogoopena st peanmszanuu B 2026 - 2027
y4eOHOM roy Ha 3acenanuu Kadeapsl [lemarornyeckoro o0pa3oBaHus U JIOKyMEHTOBEICHHUSI

IIpotokom ot 20 1. Ne
3aB. kadeapoii C.C. BenukanoBa

Pabouas mporpamma nepecMoTpeHa, 00cyxaeHa u ogodpena st peanmsanuu B 2027 - 2028
y4eOHOM roy Ha 3acenanuu kadeapsl Ilegarorndeckoro o0pa3oBaHus U JOKYMEHTOBEICHHUS

[IpoTtokom oT 20 . Ne
3aB. kadenpoii C.C. Benukanona




1 Iles1u ocBOEHUS TN CUMILTHHBI (MOYJI51)

Henbto kypca «Texnuueckue cpencrBa ymnpasieHuss B JIOY u apxuBax» sBiseTCS
IOJArOTOBKA CIELMaIMCTa K JEATEIbHOCTH, CBS3aHHOM ¢ OSKCIUlyaTtaluei ammapaTypbl U
00OpyIOBaHUSI TPU JOCTHKCHHM CIIY)KEOHBIX IeJied B PasiIHuYHBIX TOAPA3ACICHUAX H
yupexaeHusax. JucuumimHa uMeeT Lelblo OO0y4YMTh CTYACHTOB OCHOBaM OOpallleHHs co
CJIOKHBIMU TEXHUYECKUMHU YCTPONCTBAMM.

2 MecTo THCHHMIIMHBI (MOYJIAA) B CTPYKTYpPe 00pa30BaTe/IbHOI MporpaMMal

JuctumuimHa TexHuyeckre cpelcTBa YIpaBiICHUS B JOKYMEHTAIIMOHHOM OOecreueHUH
YIpaBICHUS W apXuBaX BXOJUT B YacThb y4eOHOro IutaHa (HOPMHPYEMYyIO YdYaCTHUKaMHU
00pa3oBaTeNbHBIX OTHOIICHHUH 00pa30BaTeIbHOIN IPOTPaAMMBI.

Jins  w3ydeHWs ~ TUCHUIUIMHBI ~ HEoOXOoxuMbl  3HaHWS  (YMEHUS,  BIAJICHHSA),
c(OpMHUPOBAHHBIC B PE3Y/IbTATE U3YUCHHSI JUCIUTUTUH/ IPAKTUK:

OCHOBBI yIIpaBJIeHHS OpTraHU3aIHen

[IpoexTrpoBaHue ypaBIeHYECKON JOKYMEHTAIIUN OPTaHU3aIIH

AMUHHCTpUPOBaHUE PAOOTHI C HEPCOHATBLHBIMU JAHHBIMU

MesxayHapoIHbIE CTaHAAPTHI YIIPABJICHUS JOKYMEHTAUEH U apXHUBaMHU

3HaHus (YMEHHUs, BIaJIeHHs), OJIYYEeHHbIE MIPU U3YYEHUU AAHHOW TUCLUIUIMHBI OyayT
HEOOXOAUMBI JUISl U3yUSHUS TUCIUTLTIH/TIPAKTHK:

IToaroroska K caade u cjada rocy1apCTBEHHOTO 9K3aMEHA

3 Komnerenuuu odyuarouierocs, (popMupyemMbie B pe3y/ibTaTe 0CBOEHUS

AUCHMILIMHBI (MOAYJIS) U IVIAHUPYeMbIe pPe3y/IbTaThbl 00y4eHHUs

B pesynbrare ocBoeHus JUCUMIUIMHBI (Moayiisi) « TexHuueckue cpeacTBa yrnpaBieHUs B
JOKYMEHTAITMOHHOM OOECTICYCHUHU YTPABJICHUS M apXHBax» OOyYaroIIMICS JOJDKEH 00JanaTh
CJIEYIOIIMMHU KOMIIETEHIUSIMU:

KO)I HHJUKaTopa I/IHILI/IKaTOp JOCTHIXXCHUA KOMIICTCHIIN

IIK-1 Cnocoben OCYHICCTBJIATH OPTaHU3AlIMOHHOC, NOKYMCHTAIIMOHHOC U I/IHCI)OpMaI_II/IOHHOG
obecreyeHue JCATCIIBHOCTH PYKOBOJUTECISA OPraHru3aliin

IK-1.1 Opranuzyer u o0OecrneyuBaeT JIOKYMEHTAlUOHHOE COIPOBOXKJEHUE
JEATEIBHOCTH PYKOBOJAMTEIS Ha OCHOBE BHEIIHUX M JIOKAJbHBIX
HOPMAaTUBHBIX aKTOB

[1K-1.2 Opranusyer HMH(QOPMAIIMOHHOE U JOKYMEHTAIlMOHHOE B3aUMOJECHCTBUE
PYKOBOIOUTENS C TIOCETUTENSAMHU, MOAPA3ACICHUSIMH, JOJKHOCTHBIMU
JUIAMH TapTHEPAMHU

[1K-1.3 Opranuzyer pabodee BpeMms, (PYHKIIMOHAIbHOE HPOCTPAHCTBO CBOE U
PYKOBOJIUTENS, OPraHU3al[MOHHO COMPOBOXKJIaeT padouyue MpOLEcChl
PYKOBOJMTES

ITK-2 Crioco06eH OCyNIeCTBIIATh JOKYMEHTAIIMOHHOE 00SCIICUeHUE YIIPABIICHUS OpraHu3aIei

[1K-2.1 Opranuszyer U perlaMEeHTUPYET JOKYMEHTHUPOBAHUE YIPaBIECHUECKON
JIeSITeJIbHOCTH B OpraHu3aluu

[1K-2.2 OpraHu3yeT U perJiaMeHTUPYeET TOKYMEHTOO00pOT B OpraHU3aluU

[1K-2.3 Opranusyer, perJlaMeHTUPYET ONEPATUBHOE XPAHEHUE M HUCIOJIb30BAaHUE

JOKYMCHTOB B OpraHu3annuiu

[1K-3 CriocobGen opraHu3oBaTh W aJMHHUACTPUPOBATH JACATEIHHOCTh 10 OPTaHU3AIMH Tpyda H
OILJIAThI IEPCOHATIA

[1K-3.1 ObecneynBaeT JOKYMEHTAIIMOHHOE W OPTaHHW3aIlMOHHOE COIMPOBOXKICHUE
CHCTEMBI OpraHM3allMy 1 OIJIATHI TPY/Ia MEPCOHaIa

[TK-4 CriocobeH pyKOBOAMTH MPOIIECCOM CKaHUPOBAHUSA, BBOJIA M 00paOOTKH JaHHBIX B CHCTEME
JIEKTPOHHOTO apXUBA

[1K-4.1 VYrpaBisieT 1eaTebHOCThIO TTO KOHTPOJIO0 (DYHKIIMOHUPOBAHUS, BBOJA U




00pabOTKH TaHHBIX B CHCTEME SJICKTPOHHOTO apXHBa

[1K-4.2 Pa3pabatbiBaeT I0KagbHbIE HOPMAaTUBHBIE AKTHI [0 BOIIPOCAM OpraHU3aluN
Ipolecca CKaHUPOBaHMsI B CHCTEME 3JIEKTPOHHOIO apXuBa
[1K-4.3 OcyiecTBiseT CTpaTeruueckoe IUIAHUPOBAHUE U ITOCTPOECHUE IPOLIECCOB

CKaHMPOBaHMsI, BBOJA W OOpaOOTKM JAaHHBIX B CHUCTEME JJICKTPOHHOIO
apxmBa




4. CTpyKTypa, 00b€EM U colepkaHie TUCHUIINHBI (MOLYJI5)
OO0mast TpyA0eMKOCTh JUCIHILIAHBI COCTABISCT 2 3a4eTHBIX CIUHHI] /2 aKaJa. 9acoB, B TOM

HHUCJIC:

— KOHTaKTHas pabora — 56,9 akaj. 4yacos:
— ayauTtopHas — 48 akaJ. 4acos;
— BHeayauTopHas — 8,9 akaj. 4acos;

— camocTosTeapHas padorta — 15,1 akaz. 4acos;

— B (popme npakTHuecKoii moaroroBku — 0 akan. yac;

®dopma aTTeCcTalMU - 3a4ET

AynuropHas s
o KOHTaKTHas paboTa E Z ®Dopma TEKyILETo
=
Pazzen/ Tema 3 (B axaz. yacax) £ Brg . KOHTPOIIA Kon
2 3 ©| caMOCTOSITEeNBHOW | yCIIeBaeMOCTH U
JIACITATIINHEL 5 [ 6 . | xommeTeHIuN
@) g £ paboTsl MPOMEKYTOIHON
Tlex. J;:g- HS:}I:T- 5 % aTTeCcTalHH
1. KITACCUDOUKALIMSA TCY.
HNCTOPUA PASBUTUA TCY
TIK-1.1, TIK-
11 Dramel  pa3BuTHI CaMOCTOSITEIbHOE éé’_? f _l:_lﬂ?é’_
TEXHUYECKUX CpEACTB H 2 291 u3yueHue y4eOHOH Tect 29 l_.lK’-Z 3
UH(POPMAIOHHBIX Y HAYIHOH H.K’-3 1 HK’-
pecypcoB JIUTEPATyPhI 4.1, TIK-4.2,
TIK-4.3
TIK-1.1, TIK-
CamocCToATenbHOE 1.2, TIK-1.3,
1.2 XapakTepucTuka HBVICHIE VIeGHOI IK-2.1, TIK-
HHIYCTPUATBEHOTO 7 0,3 2 qu Hayz:oﬁ TECT 2.2, T1IK-2.3,
ob1recTna HTepaTYpHI T1K-3.1, TIK-
4.1, TIK-4.2,
TIK-4.3
TIK-1.1, TIK-
CamocrosTensHoe 1.2, TIK-1.3,
13 XapakTepucTuka MBVECHIE VICOHOI TK-2.1, IK-
HH(POPMAITHOHHOTO 4 4/41 yqn Hayz:ofz'l TECT 2.2, TIK-2.3,
oO1ecTBa HTepaTYpHI TIK-3.1, TIK-
4.1, TIK-4.2,
TIK-4.3




MK-1.1, TIK-

1.4 Ionsitue CaMOCTOATETHHOE 1.2, TIK-1.3,
TCXHMHYCCKHX CpencTs u3ydeHue yueGHON IIK-2.1, TIK-
YIpaBJICHUS u HX 4 8/0,91 Y HAY4IHOH recr 2.2, TIK-2.3,
KJacCU(pHUKaIUs JIUTEPATYPBI TIK-3.1, TIK-
4.1, 1IK-4.2,
T1K-4.3
CamocTosaTensHOe
1.5 Hcropus mnosBieHUs o
HEPCOHATBHBIX H3yICHUS lee?mn Tect
KOMITBIOTEPOB 1 Hay"HOU
JIUTEPATyPbI
TIK-1.1, TIK-
CaMocTosITenpHOE 1.2, TIK-1.3,
1.6 XpoHoiorust pa3BUTHA o
CHCTeM 06paboTKH 5 8/0.31 U3y4EeHHE yqev6H01/1 Tect TIK-2.1, TIK-
uHpOpMAIH H HaAyYHOH 2.2, T1IK-3.1,
JIUTEePaTyphl TIK-4.1, TIK-
4.2, TIK-4.3
Hroro no pazneny 15,3 22/7,21
2. CPEICTBA
COCTABJIEHUA n
MN3TOTOBJIEHUA
TEKCTOBBIX
JOKYMEHTOB. CPEJCTBA
KOITMPOBAHUS u
PA3SMHOXXEHU A
TIK-1.1, TIK-
CaMoCTOATETHLHOE 1.2, T1IK-1.3,
2.1 TexHIUIECKHE u3yueHue y4eOHOH TIK-2.1, TIK-
CPEICTBA OPITEXHHUKH 01 8/0,21 ¥ HAYqHOH TECT 2.2, TIK-2.3,
ped P JIUTEepaTyphl TIK-3.1, TIK-
Brr 4.1, TIK-4.2,
T1IK-4.3
TIK-1.1, TIK-
1.2, TIK-1.3,
22 Cpencrse Beimozerne OTYET IO TK-2.1, IK-
Ezsziigizziﬂ 17 0,2/0,21 0,2/0,21 112?)1;21‘::{2;?:1:3 MPAKTHIECKOMN 2.2, TIK-2.3,
JOKYMEHTOB 3aILaHI/II71 pa60Te HK-B.]., TIK-
4.1, 1IK-4.2,
T1IK-4.3
TIK-1.1, IIK-
CaMoCTOATENbHOE 1.2, TIK-1.3,
2.3 Kommuposanbro- M3yYeHHE yI4eOHOU TIK-2.1, TIK-
MHOXKHTENbHBIE CPEICTBA ¥ Hay4HOI TeCT 2.2, TIK-2.3,
JIUTEPATYPHI TIK-3.1, TIK-
4.1, TIK-4.2,

I1K-4.3




MK-1.1, TIK-

2.4 [epudepuitabie CaMocTosITeNpHOE 1.2, TIK-1.3,
. - TIK-2.1, TIK-
yCTpoicTBa BBOJA— 0.2/0211 U3y4yeHHe We?HOH Trect 2.2 TIK-2.3,
BBIBOJIA  KOMITBIOTEPHBIX Y HAY4IHOH TK-3.1, TIK-
JTAHHBIX JIUTEPATYPBI 4.1, TIK-4.2,
TIK-4.3
Uroro no pazaeny 0,5/0,41 8,2/0,41| 2
3. CPEJICTBA U CUCTEMA
CBsI3U. CPEJICTBA
OBPABOTKH
TIK-1.1, TIK-
CaMocTosITenpHOE 1.2, IIK-1.3,
3.1 Bsenenue. IlepBrie o TIK-2.1, IIK-
uHTEepceTH. TeHICHIIUN B 0,2/0,21 H3YHCHHC y'{ev6 Hou TECT 2.2, T1IK-2.3,
pa3BUTUU UHTEpCETEN ;;::g;;;(;il TIK-3.1, IIK-
4.1, TIK-4.2,
TIK-4.3
TIK-1.1, TIK-
CaMoCTOSITEIBLHOE 1.2, IIK-1.3,
3.2 MadopMmamuoHHO — H3ydeHHe yueOHOM TecT IIK-2.1, IIK-
BBIYMCIIMTEIBLHEIC CETH 1.2 1 HAy49HOH 2.2, 1IK-2.3,
TUTEePaTypHI IIK-3.1, ITK-
4.1, TIK-4.2,
TIK-4.3
. CaMoCTOATEIEHOE
3.3 CereBble yCTpOHCTBa o
51 cpencTaa H3yHenne ytw? Hon TECT
KOMMYHHKaIUK H HayTHOH
JIUTEPATYPBI
TIK-1.1, TIK-
Brimonnenue 1.2, TIK-1.3,
3.4 Tomonorun TIPaKTUYECKUX H MPaKTHIECKHE TK-2.1, TK-
BBIUUCIIUTEIIBHON CETH 0,2/0,21 TEOPETUUECKUX paboThI 2.2, TK-2.3,
3aaHui IK-3.1, IIK-
4.1, TIK-4.2,
TIK-4.3
CaMoCTOATETBLHOE
3.5 Mogem H3yHCeHHE yqev6 HO# TECT
U Hay4yHOH
JIUTEPATYPBI
TIK-1.1, TIK-
Brimonnenue 1.2, TIK-1.3,
TIK-2.1, TIK-
3.6 Venyru 0.2/0.211 TPAKTUIECKUX U npamgqecxne 2.2 TIK-2.3,
TeogaeT:;;;KMX paboTh TK-3.1, TIK-
A 4.1, TIK-4.2,

I1K-4.3




CaMOCTOSITEIbHOE

3.7 O pa3HooOpazuu U3yucHHe y4eOHOMH Trect
cerel Y HAY4IHOH
JIUTEPATYPBI
CaMOCTOSITEIbHOE
3.8 PammooGopynoBanue u3ydeHue y4eOHOH Trect
ceTeil mepenayn TaHHBIX Y HAYIHOH
JIUTEPATypPhI
3.9 Hexkotopsie CaMocTosTeNnbHOe
IpoOJIEMBL, CTOALINE u3ydeHue yueOHon rect
nepea  KOMIbIOTEPHBIMH U Hay4yHOH
cetssmu B Poccun JIUTEPATypPhI
TIK-1.1, TIK-
Brimonaenue 1.2, IIK-1.3,
3.10 Knaccuguxanms TIK-2.1, TIK-
Cpe/ICTB 00paboTku 0,5/0,51 TPaKTHHCCKHX 1 npaKquecxne 2.2, IIK-2.3,
JIOKYMEHTOB Teo;s);:mqegmx paboThI TK-3.1, TIK-
i 4.1, TIK-4.2,
TIK-4.3
3.11 MaruHel TSt CaMoCTOATEIEHOE
YHUYTOXKEHHS CEKPETHBIX U3ydeHHEe y4eOHOM
u KOH(UICHIUATBHBIX U HAY4HOMH eer
JIOKYMEHTOB JTUTEPATYPHI
Wroro no pazneny 0,2/0,21 0,9/091| 1,2
4. CPEACTBA XPAHEHUSA
JJOKYMEHTOB
Brmonnenne IIK-1.1, IIK-
1.2, T1IK-1.3,
4.1 Opranuszanus TPaKTHHCCKHX 1 reet TIK-2.1, TIK-
aApPXUBHOTO XpaHCHUS 0,5/0,51 Ti:p Zzi;ecigx Kf)?éalj)?li:(?ﬁ 2.2, T1IK-2.3,
AOKYMCHTOB KOﬁTpOHbi[IOf/'I pa%on)l TK-3.1, TIK-
paboThI 4.1, IIK-4.2,
TIK-4.3
Brmonnenne IIK-1.1, IIK-
IIPAaKTUYECKUX U TecT 1.2, TIK-1.3,
4.2 YcTpolicTBa XpaHeHHS TEOPETUYCCKUX 3a/1aHKe U3 TK-2.1, TIK-
UHpOpMaIH 0,4/0,41 3aJaHuM 11 KOHTPOJIBHOMH 2.2, IIK-2.3,
KOHTPOJIBHON paboThl TIK-3.1, TIK-
pabots! 4.1, TIK-4.2,
TIK-4.3
Wroro no pazneny 0,9/0,91

5. 3auer




MK-1.1, TIK-

TToaroroBka k 1.2, TIK-1.3,
3a4ery. KonrtponbHas TK-2.1, TIK-
5;% izqu' Kontposbras 6 IToaroroska pabora. 2.2, TIK-3.1,
pabo KOHTPOJIBHOM Tect T1K-4.1, TIK-
paboThl 4.2, TIK-4.3,
TIK-2.3
HUroro no pazaeny 9,9
HUroro 3a cemectp 16/0,611 32/9,411 11,2 3a4€T
HTOro mo QUCIUILUIMHE 16/0, 611 32/9,4 1| 15,1 3a4€eT




5 O0pa3oBaTte/ibHbIE TEXHOJIOTHH

B pamkax gucnumuinnbel «TexHuueckue cpeacta ympasieHus B JOY u apxuBax»
OCYIIIECTBIISICTCS TUCTAHIIMOHHOE 00yUeHHUE U TNIAHUPYETCs TPOBEICHUE OH-TIAiH 3aHATUH.

JlMcTaHIIMOHHOE 00YYEHHE - ATO CIIOCO0 MONyYeHHs 3HaHUH, HOPMUPOBAHHS HABBIKOB U
YMEHHM, OCHOBaHHBIN HA MHTEPAKTUBHOM B3aUMOJICHCTBUU 00Y4aeMOT0 ¢ KOMIIBIOTEPOM.

B xoze oH-naifH-IeKIMU TPEANoaraeTcsi TPAaHCIAIMS MPE3CHTAUN ¢ 00CYXK/ICHUEM B
YyaTe TEKYIUX BOIIPOCOB.

B xoze oH-nmaiiH-IpakTHKa — BCE MOJYYarOT 33JJaHHe M TOTOBST JJIsl 0OCYKICHUS KaK B
yaTe, Tak U B pSKUME BEOKOH(PEPECHITIH.

B ydeOHOM M1aHe MO TUCIUIUIMHE 3allJIaHUPOBAHBI 3aHATHS B MHTEpaKTHBHOU (hopme. B
CBSI3M C YeM, TUIaHUPYETCS MCIOJIb30BaHHE TaKUX MHTEPAKTUBHBIX (opM paboThl, Kak padboTa B
00CyX1€HUE TUCKYCCUOHHBIX BOIIPOCOB.

Texyuii, TpOMeKYTOUHBI M PYOEKHBIM KOHTpoJb mpoBoauTcs B TectoBoir CIO
YHUBEPCUTETA.

6 YueGHO-MeTOoANMYecKOe o0ecriedeHUe CAMOCTOSITeJIbHOI PadoThI 00y4aKoIuXCcs
[IpencraBneno B mpuioxenuu 1.

7 OueHOYHBIE CPeACTBA /1Jisl IPOBeeHHs POMEKYTOUHOI aTTecTAlMH
[IpencraBieHbl B IPUIOKEHUU 2.

8 YueOHo-MeTOAMYeCKOEe H HH(POPMALIMOHHOE O0ecneYeHrue TUCIUIIHHbBI (MOTYJIs1)

a) OcHoBHas TUTEpaTYypAa:

1. I'aBpunos, M. B. Mndpopmatuka n nHpOpMalMOHHBIE TEXHOJIOTUU . YUYEOHUK IS
By30B / M. B. T'aBpunos, B. A. KiiumoB. — 4-e u3f., nepepad. u gomn. — MockBa : M3aaTenbpcTBo
FOpaiit, 2022. — 383 ¢. — (Bsicmee oOpazoBanue). — ISBN 978-5-534-00814-2. — Tekcr :
snektponnslii /| OOpasoBarenpHas  mmarpopma  FOpaiit  [caiit]. —  URL:
https://urait.ru/bcode/488708 (nata obparenus: 26.04.2023).— Pexxum gocTyma: 1o MmoArnucKe.

2. ndopmanoHHbIE TEXHOIOTUU B JOKYMEHTALlMOHHOM O0€CIEYEeHUH YIPABICHUS U
apxuBHOM Jienie : yueOHuk /st By30B / H. H. Kynaes, T. B. Konapamiosa, E. B. Tepentbena, A. T'.
®abdpuynos / mog obmr. pea. H. H. Kynsiea. - Mockaa : Jloroc, 2020. - 408 c. - ISBN 978-5-
98704-786-6. - Tekct : anmextponnsid. - URL: https://znanium.com/catalog/product/1211641
(mata obpamenus:26.04.2023). — Pexxum goctyna: 1o nojamucke.

0) lonoJiHMTE ILHASA JIUTEpaTypa:
1. Ky3uenoB, M. H. JlokymeHTaIlmoHHOE OOECTICUCHHE YIpPaBICHUS TMEPCOHAJIOM !

y4eOHUK U mpakTtukyMm Juist By3oB / . H. Ky3nenoB. — 2-e u3n. — Mocksa : M3naTenbcTBo
FOpaiit, 2022. — 393 ¢. — (Bsicmiee oOpa3zoBanue). — ISBN 978-5-534-14830-5. — Tekcr :
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[TomeriieHus AJIst CaMOCTOSITEIbHOM
paboThI 0OyJAOIINXCS

Iepconanbubie komubioTepsl ¢ makerom MS Office,
BBIXOZIOM B IHTEpHET U C JOCTYIIOM B JICKTPOHHYIO
MH(POPMAIIMOHHO-00pa30BATENBHYIO CPEely YHHBEPCUTETA
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Crennaxu 7151 XpaHeHUs] y4eOHO-HATISITHBIX TTOCOOUH 1
y4e0HO-METOINYECKON JOKYMEHTAIIH.

IIpuiaoxenne 1

Y4edHOo-MeTOIMYECKOe 00ecTiedeHHe CAMOCTOATEIbHOI PadoThI CTY/IEHTOB

AyIuTOpHas caMOCTOsATENIbHAs paboTa CTYJJeHTOB Ha JAHHOM Kypce He IPeyCMOTpeHa.

BueaynuropHas camocTosiTenpHas paboTa CTYJI€HTOB OCYIIECTBIISETCS B BUIE U3YUCHHUS
JIEKIIMOHHOTO Kypca M JIMTEPaTyphl 0 COOTBETCTBYIOIIEMY pa3Jiely ¢ MpopaboTKoW mMarepuana
(BBITIOJIHEHUE TECTOB U MPAKTUYECKUX 3a/1aHUN).

[Tpumep NpakTUUECKUX 3aAaHUN 110 KypCy:

1. Ucropus passutus TCY. Knaccupukanusa TCY.

HpaKTI/I‘{eCKOC 3aHATHE

AHanu3 BUJOB MarHUTHBIX HocuTened mHdopmaimu. Mcnons3oBanue npuHTepa JUis
BbIBOJIa MH(OPMALIUY Ha MeYaTh U AJIS pa3MHOKEHHUS JOKYMEHTOB

Llenp pabOTHI: M3YYHUTH BUIBI MATHUTHBIX HOCHTENEH HH(opMaru. M3yunTs npaBuia
[0 TIOJrOTOBKE TEKCTOBOW JOKyMeHTauuu ¢ BBoJAoM €€ B IIK ¢ marmutHOro Hocurens u
pa3sMHOXKEHHE [TOCPEICTBOM IIPUHTEPA.

1 Kpamkue meopemuueckue ceedenus

MarnutHele HocuTenu UH(GOpMaIMY, HAHECEHHbIE HA AUCKU, Ha3bIBAalOT MArHUTHBIMU
JMCKaMH, Ha KAPTOYKH - MarHUTHBIMU KapTaMH, Ha [IWJIMHPbI - MATHUTHBIMU OapabaHaMu.
Brienstior ¢ueni-nakonuTeny (KapThl aMsITH).




MarauTHbple HOCHUTETH HMH(POPMAIIMK WCIOJIB3YIOTCI B COBpPeMEHHBIX OBM mis
3alIOMHHAHUSA, XPAaHEHMsI 3HAUUTENIbHBIX O0BEMOB MH(MOpPMALMU TpPU pElIeHUH 337ad B
obsactu yu€ra, IUIAHUPOBAHMS, HKOHOMHKH, Hayku M TexHUKH. K HHUM oOTHOCSTCS
MarHUTHBIE JICHTHI, JUCKH, OapabaHbl, KapThl, KAPThI TAMSTH.

[ HOCUTENH UHDOPMALIMA J

. .
MAMHWTHBLIE ' ONTUYECKHME | '
HAKOMNWTENK | HAKOMNWTENM | G - HAROMMTEAN ‘
. . /
. , = ; . . / 1|i
AWCKEThI €O - AWCKW ] | DVD - ANCKK J / [ KAPTHI
L. 4| ; NAMATH
il o
BHELUHHE Fa i
HDD - QHCKM BD- [MCKH ] mnf&ﬁ:ﬂﬂbl

Pucynok 1- Knaccudukauus Hocureneil nHpopMalnu

@ienI-HaKONUTENH, KapThl HaMSTH, IEPEHOCHBIE KECTKUE TUCKU:

Ipeumywecmsa:

Maunblit Bec, 6eciryMHOCTb pabOThI U MOPTATUBHOCTD.

YHUuBEpCaIbHOCTh: COBPEMEHHBIE KOMIBIOTEpPHI, TeneBu3opsl, DVD- u menua-
npourpeiBaren umetoT USB-mopTsrl.

Huskoe »sHepromorpebnenue (6marogapsi OTCYTCTBUIO MEXAaHWYECKHUX CHUCTEM, B
otmuuaue ot CD, DVD, BD u k&cTkux TUCKOB)

PaGotocrnocoOHOCTh B IMPOKOM JHaNa30He TeMIepaTyp.

bonee ycToiunBBl K MEXaHUYECKUM BO3AEHCTBUAM (BUOpAllMM U ylapaM), a Takxke K
BO3/ICMCTBHIO MAarHUTHBIX TOJIEH [0 CPAaBHEHMIO C KECTKUMHU JUCKAMH.

He monBepxeHbl BO3JEHCTBUIO L@palmiH M MbUIM, KOTOpPbIE OBLIM MpoOsieMon uis
ONTUYECKUX HOCUTENIEH U TUCKET.

CrocoGHBI CpaBHUTENIBHO JUIMTEIbHO XPAHWUThH JAaHHbIE B aBTOHOMHOM peXuMe (He
TpeOys murtaHus), or exuHun a0 10 mer. B Xynmem cinydae (JemeBblii HAKONUTENb C
OOJIBIITM U3HOCOM) XpaHEHUE JaHHBIX 00ECTIEYNBACTCS B TeUeHHUE 3—6 MECSIICB.

Heoocmamxu:

OrpaHn4eHHOE 4YMCIO LMKIOB 3allUCU-CTUPAHMs NEPE] BBIXOAOM U3 CTpos. Yurmsl
namsTH, caenaHHbie mo TexHonorud MLC (6ombmmMHCTBO), Yalie BCero BBIICPKUBAIOT HE
6onee 5000 mukinoB mepesanucu. Kpome storo orpanuuer pecypc USB-konHekTopa —
oxoJio 1500 noakmroueHni

CKOpOCTh 3amucH M YTEHHMS OTrpaHUYeHbl NMPOITYCKHOH crmocobHocThio USB, uro
ocobenHo cunbHO Tposiisiercs it USB 2.0 (ue 6omee 35 Mb/c)

CpasHenue pa3mepoB 3,5-aroiiMoBoi aucketsl u USB- duem-makomuTers
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PucyHok 2 - CpaBHeHHe pa3MepoB HocuTenei HHdopmauun

USB Flash Drive wiun USB-nakomurtens Ha ocHOBe (uienr-amstu (Qiem-apaiis,
USB-apaiiB unu «hiemka») - Hocutelab UH()OpPMAaLIMU, UCTIONB3YIOUINI (Ien-naMaTh A
XpaHEHUsl JaHHBIX M MOJKIIOYAEMBIi K KOMIIBIOTEPY WJIM HMHOMY CYHTHIBAIOIIEMY
YCTPOUCTBY Yepe3 craHaapTHbid pazbem USB. MIMeHHO mocnenHee OTIMYAET 3TOT THII
HOCHUTENeH HHPOPMAITUH OT KapT MaMsTH.

2 Ilopsoox evinonnenus pabomi:

1. .Ha ocHoBanuu u3ydeHHBIX 10 yueOHou nucturuinde JIOY akTa U mpoTokonia, co3/1aTh

PYKOTIMCHBIE BAPUAHTHI STUX TEKCTOBBIX JOKYMEHTOB;

BBectu pykonucHblie TekcTsl JoKyMeHTOB B [IK uepe3 knaBuarypy;

Pa3MHOXXHUTH TEKCTOBBIE TOKYMEHTHI IOCPEICTBOM IIPUHTEPA;

[Tomyuute y mpemnonaBarens (Kak BapHaHT, BBIIIOIHUTE ITO 33/aHUE CAMOCTOSATEIHHO)

JUCKETY U (JIen-KapTy ¢ JOKYMEHTOM U TiepeHecuTe JokyMmeHT Ha [1K:

— IS TOTO YTOOBI OTKPBITh JUCK WU (PIIEMIKy Ha KOMIBIOTEPE, HY)KHO CHayalla X
BcraBuTh. Haunem ¢ CD u DVD nuckoB: mocMOTpUTEe Ha CHCTEMHBINA OJIOK: IS
JMCKOB Ha KOMIIBIOTEPE €CTh CHeluaibHas Bblekaromas miaatdopma, KOTopas
Ha3bIBACTCS OHA JUCKOBOJA. UTOOBI MBI MOTJIM B HErOo BCTABUTH JUCK, HYKHO
9TOOBl JMCKOBOJ «BBIEXal» W3 KOMIbloTepa. JlJis 3TOro HaXXMUTE TOJ HUM
MaJIeHbKYI0 KHONKY. Korjga muckoBoj BBIIBUHETCS, MOJOXKUTE HAa HEro Bam quck
¢ nokymeHToM. Kiacte ero Hy»kHO OnecTsiieii ctopoHoi BHU3. [[1s1 TOro 9To0sh!
JIMCKOBOJ] «3aeXxail» 00paTHO, CHOBA HAKMHUTE MaJICHbKYIO KHOIIKY IO/ HUM.

[Tocne Toro, xak Bbl BCTaBWIM IHCK, MOAOXKIUTE CEKyHA 15: OH MOXET cam

OTKpBIThCS Ha KOMITbIOTEpE (Tak ObIBA€T C JUCKAMH, Ha KOTOPBIX 3aluCaHbl (pUIBMBI U

My3bika). Ecnu sToro He mpowusonuio, To OTKpoWTe 3Hauok «Moil xommbroTep». OH

HaxoauTcss nubo Ha Pabodem crone, TO €CThb Ha JKpaHe, JIMOO €ro MOXKHO OTKDPBHITh W3

kHOMKHU «ITyck».

3areM MIENKHHUTE JBa pasza JIeBOM KHOMKOW MBINIKKM MO 3HaukKy «CD-muckoBom»
(Taxxe oH MokeT HazbiBaTbess CD-RW, DVD, DVD-RW nuckoBop).

OTKpOETCs TO, UTO 3aIMCaHO Ha JUCKE, T.€. aKT WJIH MPOTOKOJ.

Jnst Toro 4ToOBl OTKPBITH (PIEMIKy Ha KOMIBIOTEpE, HYXKHO BCTaBHTh €€ B
CIEIHMAIbFHOE OTBEPCTHE B CUCTEMHOM OJIOKE.

Heckonbko Takux oTBepcTuMid BBl Bcerpa Haijere ¢ Apyroil CTOPOHBI CUCTEMHOIO
0JI0Ka - TaM, KyJa BCTAaBJICHBI ITHYPHI OT KOMIIBIOTEPA. A Ha COBPEMEHHBIX KOMITBIOTEPAX
TaKhe OTBEPCTHS €CTh U CIIEPENIH.

[Tocne Toro, xak Bbl BcraBuTE (premky B OJHO W3 OTBEPCTUH, OTKpoite « Mok

o



KOMITbIOTEP» (HAIOMHIO, OH HaxoauTcs oo B «Ilycke», mubo Ha Pabouyem crosne).

TaMm A0mKEH MOSABUTHCS HOBBIN 3HAYOK.

OObIuHO ATOT 3HAYOK HasbiBaeTcad «CheMHBIA aAuck». lllenknure mo Hemy JBa pasa
JeBoil kHomKoW MbimkH. [lepen Bamu AOmKHBI OTKpBITBCA (ailyibl W TManku, KOTOPHIE
3anucaHbl Ha (Iienike.

[Tepen Tem kak gocTath (HICHIKY U3 KOMIIBIOTEPA, HAKMHUTE HA CIIEIHAIbHBIN 3HAUOK
CIpaBa BHU3Y (PSAAOM C YacaMH) OJJUH pa3 JIEBOM KHOIKOW MBIIIH.

[TostBuTCst coobmienne "be3zomacHoe u3BIeYeHHE. 3allOMUHAIONIECE YCTPOMCTBO st
USB". Illenkaute Mo HEMY OIHMH pa3 JIEBOW KHOIKOM MBIIIKU. BvicBeTHTCS cooOmieHue
"OOGopynoBanne MokeT ObITh ymanmeHo". Temeps Bbl Mokere nmoctath (iemky wu3
KOMIIBIOTEDA.

PacneuaraiitTe TOKyMEHTBI IOCPEICTBOM MIPUHTEPA.

OTBeTUTH HAa KOHTPOJIbHBIE BOIIPOCHI.

Crenarp BbIBOJbI IO padoTe.

3 Konmponvhusie 6onpocwi:

1. Hazosure cnocoObl co3aHNs TEKCTOBOTO JOKYMEHTA.
2.  Onwummure MOPsSI0K BBOJA TEKCTOBOTO JoKyMeHTa B I1IK ¢ MarHuTHOTO HOCHTENS
(CD wnnu mro60ro (KECTKUM Wik TMOKUI) MArHUTHOTO AMCKA) U ()JIEIIKAPTHI.

2. CpencTBa cocTaBjIeHHS] M H3TOTOBJIEHHS TEKCTOBBIX JOKyMeHTOB. CpeacTBa
KONUPOBAHMS U PA3MHOKEHUS

MO)ICJII/IpyeMaﬂ CUTyanusi: BaC Ha3HAYWJIM OTBCTCTBCHHBIM JIMIIOM 3a IOKYIIKY

KOIMPOBAJILHOTO amIiapara, KOTOPBIH OY/AET MCIIOJIb30BaThCS UCKIIOYUTEIFHO B KOMMEPYECKUX
nensx. Ilocne mpenBapuTenbHOro aHaimM3a MPEUIOKEHWH B MarasMHax ropojia OCTaloch JBa
OJIM3KUX 10 XapaKTepUCTHKaM ammnaparta — Xerox 5915 u Xerox 5921.

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

IPEOCTaBUTh PYKOBOJCTBY OTYET C PEKOMEHIAIMSIMU IO MPUOOPETEHUIO0 TOr0 WM HHOTO
KONUPOBaJIbHOrO amnmapaTta. OT4eT TOJKEeH ObITh MAKCHUMAaJIbHO HArJIsJHBIM, PEKOMEHIALUN —
MaKCUMaJIbHO yOenuTenbHbIMU. [[ns oOecrieueHMs HarsiIHOCTH PEKOMEHIYeTCsl MOCTPOMTH
rpaguKu NpudbLIN B 3aBHCUMOCTH OT MeCSIYHOI HArPY3KH 32 BeCh CPOK CJIYKOBI.

Hcxoanble aHHbIE: CM. IPUIIOKEHUE 1.
PacueTHble JaHHBIE: CM. IPUIIOKEHUE 2.
Ykazanusd 1o pacyeram:
CraTtega qoxoma
® KOJMYECTBO OTIEYATKOB PACCUMUTHIBACTCS HCXOJS M3 OOILIEro pecypca u
MPOLIEHTA TMeYaTH COOTBETCTBYIONIETO opMaTa;
® KOJMYECTBO OyMaru pacCUMTHIBAETCS MCXOJS U3 KOJIMYECTBA OTIEYATKOB U
JIOJIA OHOCTOPOHHEH MeYaTH COOTBETCTBYIONIETO hopmara;
® JIOXOJ IO KaXIOMY BHUAY I€YAaTH PACCUUTHIBAETCS MCXOJS M3 KOJIUYECTBA
OyMmaru Kaxxoro popmara v COOTBETCTBYIOIIEH IIEHBI KCEPOKOIIUH.
CraTp4 pacxona
e aMoOpTHU3allKA 32 Bce BpeMsi paOOTHI arlnapara paBHa ero CTOMMOCTH;
® CTOMMOCTh TOHEP-KapTPUIKEH pacCUMTHIBACTCS MCXOJA U3 IIEHBl U pecypca
OJTHOTO KapTPHUIKa, a TaK ke 00IIero pecypca anmapara;
® CTOMMOCTh MPUHT-KaAPTPUKEH PAaCCUUTHIBACTCS MCXOJs U3 IIEHBI H pecypca
OJIHOTO KapTpHUIKa, a TaK e 00ILero pecypca anmnapara;
® CTOMMOCTh PEMOHTA PACCUUTHIBAETCS UCXOJS U3 CpeIHEN IIeHbl PeMOHTA (32
1 mepuon paboThI ammaparta), BEPOATHOCTH TOJIOMKH (B 3aBHCHMOCTH OT
Harpy3Ku) ¥ 00IIero pecypca anmnapara;
e BpeMs NedaTy | KOMUU PacCUMTHIBAETCS NCXOs U3 CKOPOCTH IT€YaTH;
e Bpems paboTHl amnmapaTa pacCYUTHIBAETCS UCXOAS U3 BpeMeHU mnedatu |
KOIMU M 00ILIero pecypca anmnapara;



® CTOMMOCTH yaca pabOThl PACCUMTHIBACTCS MCXOMAS W3 3apIUIaThl U BPEMEHH
paboTHI omeparopa;
e 3aprurata 3a KCEPOKONHUHU PACCUMTHIBACTCS HCXOJs W3 BPEMEHU pPabOTHI
ammapara ¥ CTOMMOCTb 4aca paboThI;
e [uUIaTa 3a JJIGKTPHUYECTBO PACCUMTHIBACTCS HCXOJS W3 BPEMEHH pPaOOTHI
anrmapara ¥ CTOMMOCTH JICKTPUYECTBA;
® CTOMMOCTh TNPOPHUIAKTUKH PACCUUTHIBACTCSA HWCXOJS W3 IECHBI W
MIEPUOUIHOCTH MPOPHIAKTUKH;
® CTOMMOCTh OyMarw pacCUMTHIBACTCS MCXOJIs U3 KOJIMYECTBA JINCTOB U IICHBI
Oymaru kaxmoro ¢opmara;
® CyMMAapHBIA pPacXxoji PaCCYUTHIBACTCS MCXOJS W3 BCEX IMYHKTOB pacxojia B
3aBUCHMOCTH OT Harpy3KHu.
Cratbs npuObLTH
e 0oOmas mpuOBLTb 32 Bce BpeMsl pa0OTHI anmapara pacCUUThIBACTCS UCXOMIS U3
CYMMapHOTO JI0X0J[a U CYMMapHOTO PacXojia B 3aBUCUMOCTH OT Harpy3KH.
B pesynbrare oT4eT JOMIKSH UMETh CIICTYFOIIHIA BH/I;:
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OueHoYHBIE CpPeCTBa VIS POBEACHHUS MPOMEKYTOYHON aTTecTANMI

a) Ilnanupyemble pe3yabTaTbl O00y4YeHHMSl M OLICHOYHbIC CPEACTBA /IS NPOBEJACHHSA

NPOMEKYTOYHOM aTTeCTALMH:

ITpunoxxenne 2

«TexHnuyeckue cpeacrsa ynpasJjeHusi B /JOY u apxuBax»
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Nupukarop
JOCTH>KECHUS
KOMITETEHIINT

OueHoYHbIE CPEACTBA

[TK-1: CnnocoGeH oCyIeCTBIATh OpraHU3allMOHHOE, JOKYMEHTAIIMOHHOE U HH()OPMAITMOHHOE
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OneHouyHble CpeaCcTBa

obecneyeHne ACATCIIBHOCTH PYKOBOJUTEIIA OpraHu3aluu

I1K-1.3:

Opranusyet pabouee
BpeMs,
(YHKIIMOHATILHOE
MPOCTPAHCTBO CBOE U
PYKOBOJUTEIIS,
OpraHu3aIMOHHO
COIIPOBOKIAET
pabouune mpoLeccsl
PYKOBOJUTEIS

IIpumepnwiii nepeuerb 60npPOCO8 K 3auemy
1. Cpencrsa BHYTpU- U BHEO(DUCHOM
TPaHCIOPTHPOBKH JOKYMEHTOB, CBSI3U "
KOMMYHHKaIHi. CpelicTBa U CUCTEMBbI CTAIIMOHAPHOU U
MOOWIIBHOU TeIe(OHHOM CBS3H.
2. Cpenctsa BHYTpPH- u

JIOKYMEHTOB,

BHEO(HUCHOU
TPaHCIIOPTUPOBKHU CBSI3U u
KoMMyHHKarmii. CpeacTBa M CUCTEMBI TenerpagHoi
CBSI3H.

3. JlokasibHbIe (OUCHBIE) BBIYMCINUTENbHbBIE CETH.
4. CpenctBa u

HHCHGT‘IepCKOﬁ CBA3H.

CHCTCMbI OIICPAaTUBHO-

IIpumeproe npaxmuueckoe 3a0amnue

[TpoBectn aHanu3 He MeHEE 5 CHCTEM yAaleHHOH paboThI
pyKoBOIUTENS KOMIIaHuH. 1IpenBapurensHO BbIACTUB
KpUTCpHHU [JI aHAJIM3a UCXOOA U3 obnact MpeaAIpuATUA, Ha
KOTOPOM BbI ITPOXOIMIIN TIPAKTHKY.

OTuer npeaCcTaBUTh B BUJE pedepara.

[TK-2: CriocobeH oCylecTBIATh JOKYM

CHTAllMOHHOC obecrieuecHue YIIPpaBJICHUA Opl"aHI/I3aI_II/IeI71

[IK-2.2:

Opranusyer u
perIaMeHTHpYET
NTOKyMEHTOO00pOT B
OpraHu3aluu

IIpumepnulii nepeuenv 60npocos K 3auemy

1. OcHOBHBIC MPHUHIIMITEI aBTOMATH3alNHU B chepe
JIOKYMEHTAIMOHHO-UH(POPMAIIMOHHOTO
oOecrieueHus yrpaBiIeHUs.

2. Tlpeamoceutku aBTOMAaTH3alNH
YIPaBICHYECKOH JeITEILHOCTH.

3. OOrmas xapakTepUCTUKA U CTPYKTYpa CUCTEMBI
JOKYMEHTAIMOHHOTO obecreueHus
YIIPaBJICHUS.

HpuMepHoe npakmudecxkoe 3a0anue

BbipaGoTka HaBBIKOB PpPaldoThI
JOKYMEHTOB

¢ perucrpaunmen

Ynpaoicnenue 1. Pecucmpayus 00KymeHmos.
Lens ympakHeHUST — TOJIyYEHHUE TBEPABIX
HAaBBIKOB PErUCTPALIMH TIOKYMEHTOB.

3aoanue 1. Cozoanue ¢atinos

Cozmatb 4 (aiima, Cc KOTOprIMH BBl B
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nocneayriem Oyaere paboTarh:
) B Word (3asBieHne B JacKaHaT O
JIONTyCKEe K 3aHATUSAM 10 J[oKyMeHTOoOOopoTY.
®dopma — cTraHapTHOE 3asiBICHUE),

. B OnokHoTe (OOBSCHUTENBHAS O
nponycke 3aHsatus. ®opma cBoOOHAS),

J B Excel (pesymprarel  cpaum
MOCJIETHEN Ceccun),

o HAMTH B KOMITBIOTEPE W NIEPEHECTH

C HOCHUTENs, WJIM CO03J1aTh JIIOOBIM CpPEICTBOM
KapTUHKY pa3MepoM IPUOIU3UTENIBHO 4X5CM.
KommenTapuii. Co3nannbie Gaiiabl KaxXapIM U3

YYaCTHUKOB TpYyNIbl Ha 3aHATHM  HEO0OXOJIUMO
coxpaHuTb. KOHKpeTHOe MeCTO He HMMeeT 3HaueHus,
mo00i U3 (ailyioB, MPUCOEAMHEHHBIX K JIOKYMEHTY,
3aperUCTPUPOBAHHOMY B 0a3e, COXpaHUTCS BMECTE C
JOKYMEHTOM B 0a3e M B TIOCIEACTBUU OYyAET JIETKO
HaWJIEH OPOrpPaMMOHu.

3aoanue 2. Pecucmpayus 00Kkymenmos

3apeructpupoBarb 4 JOKyMEHTa:

o C Co3MaHHbIMU B 1 3amanuu Qaimamu
M0/l pa3HbIMM JlaTaMH B auana3oHe 1-30 okTsa0ps
2005r. [na peructpanu JAOKYMEHTOB BBIOpATh
MOTOK JOKYMEHTOB CBOE€H Tpynmbl. 3aloJIHUTh
noje npedukca: 3a, 00, OT, I'p, COOTBETCTBEHHO;
BbIOpaTh rpu¢ KonpuaeHuuaibHo.

KommenTapum.

1. He ciaenyer IIyTaTh Haty
perucTpalnum >JeKTPOHHOTO JOKyMeHTa u Jlaty
co3nanus ero (OymaxkHoro) mpenaka. B ciyuae
BXOJISIIIIETO TOTOKAa JOKYMEHTOB moje ¢ "Jlaroi
perucrpanyu’ JOKyMEHTa paclojokKeHO B IEPBOU
cTpouke mnoJieid, a mone c¢ "JlaTton" cozmaHus
npapoauTenss  JIOKYMEHTa  pacrojaraercs B
TPETbEl CTPOKE, TMOCBSIIEHHOW OpraHu3alyu-
OTIIPABUTEIIO.

2. AHaJOTMYHO, HOMEp perucTpanuu
JOKYMEeHTa (KenToe TIoJie B TMEpPBOM  psay)
TEHEPUPYETCST CUCTEMOM, a HUCXOMAIINNA HOMED
OOBIYHO yX€ TMPOCTAaBJIIEH TIpPU OTIpPaBKE OT
KOppecnoH/ieHTa B Bamry opranuszanuio, OH
3aMoNHAeTCA BPYUYHYIO (C OyMa)KHOTO HOCHUTENsS
WIHM 3TO — JaTa OTHPABKH 3JEKTPOHHOTO MHChMa)
B Oernoe nose (HeoOs3aTeabHOoe IS 3aOTHEHHUS ).

3. Bce nosns, B TOM yucie nporpaMMHO
HE  KoOHTponupyemble  (Oembrii  ¢oH), B
NENCTBUTEIILHOCTH HEOOXOMUMO 3allONHATh. Bo-
MEPBbIX, OTO MPEINUCHIBACTCS  IpaBUIAMHU
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JOKYMEHTOO0OpOTa, BO-BTOPBIX, CYLIECTBEHHO
o0JierdaeT noucK JOKyMEHTA.

4. ®opmoii perucTpanii MOryT OBITh
IPEIyCMOTPEHbl Kak Ipedukc K HOMepy, Tak U
rpud OOKyMEHTa. DTH MOJIA B JAHHOM CiIydae
CIIy’KaT Ul TPYNIMPOBKH U YCKOPEHMs ITOMCKa
JIOKYMEHTOB.

o. 3HaueHuss B IOJAX MOTYT Kak
BbIOMpPATbCS M3 CIIOBaps, TaK U 3alOJIHATHCS
npou3BoiibHO. IIpenmodrenue cienyer oTnaBaTh
BbIOOpY W3 cJOBapel, Tak Kak HCIOJIb30BAHUE
CTaH/JIApPTHBIX 3HAUYEHUN YMEHbILIAET BEPOSTHOCTH
perucTpanuu ¢ ounoKoil.

6. [Ipu  ommbOoOYHONW  perucrpanuu
JOKYMEHTa B IMOTOK, B 00IeM ciydae
HEIOCTYNHBIM I0JIb30BaTEN0, 3TOT JOKYMEHT
OyzeT AOCTYIEH TOJIBKO 3TOMY I0JIb30BATEII0 Kak
perucTpaTopy 3TOro JIOKYMEHTa, HO He Oyaer
BUJIEH U JOCTYIEH IPYTMM Y4aCTHUKAM IPYIIIIBL.

Ynpaoscnenue 2. [louck 0okymenmos.

[enp ynpaxkHeHHMs — 3aKpEIUICHHE HAaBBIKOB
IIOMCKa JOKYMEHTOB B  pa3lM4HBIX CHUTyalusXx,
BbIpa0OTKa yMEHHMs cJesaTh BBIOOPKY JIOKYMEHTOB B
Pa3IMYHBIX pa3pe3ax pasIuYHbIMU CLIOCOOAMH.

CymecTByeT ueThlpe BO3MOXKHBIX BapHaHTa
IIOMCKA JOKYMEHTOB!

® TIOMCK JOKYMEHTOB;
® IIOMCK ITOPYYEHUH;

® [OMCK 10 hopme;

®  paCHIMPEHHBIN MOKCK.

3aoanue 1. Haimu O0OKyMeHmbl,
3apezucmpuposarntvie 6 base

e HaliTu Bce JOKYMEHTHI, COCTaBJICHHbIE Bamnu
BCEMHU BO3MOKHBIMH CIIOCOOAMHU.

KommenTtapuii. Kak Bbl nomMHuTE, JOKYMEHTOB
obu10 yerbipe. Eciiu Bel npu peructpanuu 3anoaHuIM
nonie KTo moanucasn, To y Bac He Oyner mpobiiem.

e Haiitu 7OKyMeHT 0 HOMepY (ABa-TPH BapUaHTa).

e HaiiTu TOKYMEHTHI 110 1aTe perucTpauuu (ABa-Tpu
BapHaHTa).

e Halitu nOKymMeHTHl B IOTOKE Bamren rpymnmsl co
cnoBoM "momyck" B mosie KpaTkoe coxmepikanue,
3aperucTpupoBaHHble Bammmu cocensMu cieBa u
cripaBa (TIoCIIeI0OBaTENBHO).

e HailTu nQOKyMEHTHI Ballero IMOTOKA, HMEOIIHE
"3aH4" B KpaTKOM COAEpX aHUM M pa3HbIMU
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WHJIMKaTOpa
KOMIIETEHIIUH

natamu B quanaszone 10-20 mapra Tekymiero roja.

e HailTu MakcUMaJbHOE 4YHUCIO JOKYMEHTOB B
nuana3zone nar 10-30 mapra Tekymiero roga B
IIOTOKE CBOEH IPYIIIHIL.

e Hailtu noxkyMeHTHl C coaepxkaHuem '"nekan" u
naramu ¢ 5 o 20MapTa TEeKyIlero roja.

e Haiitu pgokyMeHtsl ¢ "3aHAT" B KpaTKOM
conepxanuu u "2*" B HOMepe.
3aoanue 2. Haumu O0OKymMeHmMbl UCHOIb3YSL

Pacwupennwiii nouck.

e Haiitu nokymeHTbl, 3apeructpupoBaHHbie ¢ 10
MapTa TeKyIIero roja.

e HaiiTu Bce JOKYMEHTHI, 3apEerUCTPUPOBAHHBIC
T00BIM M3 JBYX MPHUCYTCTBYIOIIMX Ha 3aHATUU
CTYJEHTOB(K) nociie 15 mapra Tekyiero roja.

e lcnonb3ys npeaplaynIuii 3ampoc Cy3uTb IOMCK
IyTeM YTOYHEHUsI KOHTEKCTa "nexan".

e Haiitu BCE JTOKYMEHTBHI, HOAITMCAaHHbIC
(koppecrioHieHT) JIIOOBIM M3 JIBYX coceiei(ok),
MPUCYTCTBYIOIIMX HAa 3aHITHH, COJIepIKallne
O0O0BSCHUTENBHEIE.

KommenTapuii. Hcnons3yercs 3HaueHue B
nosie Perucrparop.
[1K-2.3 Opranusyer, Ilpumepnuiii nepeuensv 80npocos K 3auemy
[pETIIaMEHTUPYET 1. Ilousartue JAOKYMCHTAJIbHBIC CUCTCMBI

ONEPATUBHOE XPaHEHUE
1 KCIIOJIb30BaHUE
ITOKYMEHTOB B
OpraHu3aIu

2. CrpaBOYHO-TIPAaBOBEIE CUCTEMBI «I apaHT»,
«KoHcynbranT». CxoIcTBa M pa3Inydus.
JlocToMHCTBA U HEJOCTATKH

3. Ponb TOKyMEHTAIBHBIX CUCTEM U 0a3 JTaHHBIX B
JIOKyMEHTAllMOHHOM YIIPaBJICHUH

IIpumepnoe npakmuueckoe 3a0aHue
®opmMupoBaHHe, XpPAaHEHHE U YHHYTOKEHHE J1eJT
Dranbl BBITOTHEHHS PaOOTHI:

1. CocraBbTe (QopmyIsip-oOpazer] HOMEHKIATYPbI
nen CTPYKTYPHOTO MOJIpa3/IeICHUs
(Oyxranrepun).

2. CocTaBUTBH JIUCT-3aBEPUTEIIb Jielia 1o hopme
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JIHCT-3ABEPHTEND JIENIAN:

B aeae nomunTo n nposy:
B TOM 4HCE

NHCTOR

JMTEPHEIE HOMEPA IMCTOR
NPONYUEHHLIE HOMEPD IHCTOR
+ ANCTOR BAYTPEHned onHeH

Hucnexrop no kaapas
(moanmck)

(pacumdponra

TIOHCH)

3aroyHUTE OMUCH JTOKYMEHTOB Jiefia 1o Gpopme
CocrtaBbTe 00JI0KKY Jiena.

3anoaHUThL aKT O BBIACIICHUU K YHHUYTOXCHUIO
JIOKYMEHTOB U JIeJl, HE MOAJIEKAIINX XPAaHEHUIO
o popme

o~ w

TIOTHOE HAMMEBOBANIE OPranNIALLINY YTBEPAIAKO
{CQ\}\I!}:(HKO«‘ HARMEHOBANNE OPCaEN BaNum) Haumenosanue JOTAHOCTH
AKT PYXOBODITENR OPCAHIIANIR
N Mlodnuxce PacioidpoBra ROaMICH

MecTo CocTantenns Aama

O BRASNCHNN K YHRUTOARHNIO I0KYMEHTOB,
He DORTCAIMMN XPAHEHH O

Ha ocHoBamui

TR ST R S0RN e Db B et 108 ¢ J% 830t ([ T e
OTOOPANM K YHNSTOARRINO KAK He WMOOUNE HIYNAO-NCTOPHGRCKON MEHAOCTH & YTPaTHBONIE
NPAXTHYECKOE JHAUCHIE ROKYMEN T POHIA W

(e onsn

200080k Be1a Huaexc aena Kos. Cpoxn
w WK rpyRsonoft Kpatune | Hostepa | no mosenk sarype sy Ipanenns Tipise-
nn OB O onmwen LATRS T E) " mmomepa cravedt | wamme
AOKYMENTOR N0 omNcH » BO BEPeINIo
1 2 3 4 s o 7 8
Hroro L XP. R roau

TUnppems WP e

Onscy 31 DOCTORHROND XPAHEANS 34
COCTABY COMNACOBANM ¢ ITTK

TOAK YTBePAIEHM, [T0 IMTHONY

THANMERORAR RE ALNAROT0 Y SRR ENA |
(nporoxot oy W )
HAMeROBANNE 20TAHOCTH ANUA,

MPOBOXMBINETO INCTIEPTHIY UENHOCTH JOKYMEATOR Nodnucy PJ\'KH(Q"OIKI noanucn

fama
COIMACOBAHO
Mporoxon LI3K (3K)
or N
JIOKYMENTH B KOTHYOCTRE e Xp.. BXOM K

e o poRaans

AN B HA MEPEPABOTRY NO MPHEMO-CAITOIHOMN Nk A HOR

e BRI RS

or W

HaMeK0BAMIE JOTAHOCTH PAGOTNIK,

CHABLUETO TOKYMEHTH Nodnuce Pacuiedporxa noamucy
Mama

VIAMEHENIR B YYETHME JONYMERTH BHECEHN

HalMENOBAHIE TOTANOCTH PAOOTHIK IPXNDA,

BHECILIETO SIMCHOHIA B YUeTHBIE BOKYMENTM Nodnuce Pacisedporka ROAMICH
Hfama

[1K-3: CniocobeH oprann3oBaTh U aIMUHHUCTPUPOBATH JIEATEIILHOCTh M0 OPraHU3alMU TPy U

OIIIaThI ICPCOHAIA

T1IK-3.1:

O0OecrieunBaer
TOKYMCHTAIHOHHOE 1
OpraHu3aIHOHHOE

COIIPOBOXIACHUEC

IIpumepnwiil nepeuerb 60NPOCO8 K 3auemy
1. Yro mnpencraBmser coOoii  (¢uHAHCOBasS U

Oyxranrepckas JOKyMEHTaIus?
2. Yto BXOAMT B cOCcTaB (PMHAHCOBOUM U OyXTanTepCcKOn
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CHUCTEMBI OpTraHHu3allun
M OIJIaThI TpyJda
repcoHajia

JIOKYMEHTAIUK?

3. Ilepeuucnute  OCHOBHbIE  TpeOOBaHMUS  TIO
obopmiieHHIO  (PUHAHCOBBIX M OYXTalTEpPCKUX
JIOKyMEHTOB B COOTBETCTBUU C 3aKOHOAATEIHCTBOM
P®?

4. Kak odopmisercs akT O mNpuUEeMKe-Tiepenade
TOBapHO-MAaTEepUAIbHBIX LICHHOCTEN HA XpaHeHue?

5. Kak odopmisieTcss mpuxoHO-KacCOBBI opaep?

8. Jlnst gero cocrapisieT cueT-pakrypa’?

9. B kakux ciydasx cocTaBisieTcs AKT O IpHeMe-
nepeaavye TOBapHO-MaTepUAIbHBIX IEHHOCTEN?

IIpumeproe npaxmuueckoe 3a0amnue

Jiis  BBINOJHEHUS J1a0OpaTOpHOH paboThl HEOOXOAMMO
opOpMUTHh OTHENbHbIE ()MHAHCOBBIE W OyXTraiTepcKue
JOKyMeHThl.  Kakaplii  TOKYMEHT  COCTaBisieTcs  Ha
OTIENBHOM JIUCTE, JOJDKEH MMETh BCE HEOOXOIOUMBbIe
PEKBU3UTBI.

B oTuete no 1abopatopHoil paboTe CieIyeT 0OTpa3uTh:

- HaMeHOBaHue paldoThl, 1IeTb paboThI;

- OCHOBHBIE TEOPETHUECKHE TTOJOKECHHUS;

- BBIIIOJIHEHHOE 3aJlaHHE.

1. OdopMuTh mnatexHoe MopyyeHue (Ha OJIAHKE THUIIOBON
¢opmbl ¢ wmcnoip3oBanueM CIIC Koncynsrant [liroc)
Nel73 ot 22 suBaps 2017 roga Ha IEpEeYUCICHUE TEHEKHBIX
CpEJICTB TOCTaBIIMKY 3a MOJy4deHHble Marepuaisl. OrmaTta
npou3sBeieHa 1o cuety Ne 687, mororop Ne54 ot 14 nexabpst
2016 roma OOO «Cnapay. Ilonmyuarene OOO «Cnaay,
WHH 7802152412, KIIIT 780201001, P/cu
40702810802000003675, B IIAO «Anbda bank» r. CaHkr
[erepbypr, K/c 30101810600000000809, BUK 044030809.
Hepnocraromme gannblie B3STh MPOU3BOIBHO.

2. C ucnons3oBanue CIIC Koncynerant Ilmoc odopmurs
cuer-hakTypy, HCIIOIB3YS CIEAYIONINE CBEJCHUS:

— cuet-¢aktypa Ne 412 ot 24 aBrycra 2017 r.;

—mponasetr — OO0 «DmeKTponHy;

— aapec npoxaasma: 426000, r. MxeBck, yia. MeapHUYHAS, 1.
71. UHH — 1833012378, KIIII

—183301001. I'py300TIIpaBUTETH — OH JKE;

—nokynatens — OO0 «Arponomy»;

—aapec  mokymarens: 426000, r.  MxeBck, yi.
Mexanuzaropos, . 44. MHH - 1833015259, KIIII —
1833011001. I'pyzonony4arens — OH XKe;

— HaWMEHOBaHHWE ToBapa — KommbioTep EXcilon Intel
Pentium D524 3.06/512/80/i B xomuyectBe 1 1mT.
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crouMocTbio 17 936 pybnelt, B Tom wuciae HJAC 18% — 2
736 pyOuiei.

— pyxoBogutens OO0 «3Onexrporn» — CrnupumonoB K.M.,
TJIaBHEIN Oyxrantep — Mopososa O.A.

[1K-4: CriocobeH pyKOBOAMTH IMPOIIECCOM CKaHUPOBAHUSA, BBOJIA K 00paOOTKH JaHHBIX B

CHCTEME 2JIEKTPOHHOI'O apXUBa

[1K-4.1:

Ynpasmiser
IEeITEIbHOCTRIO 110
KOHTPOJTIO
(yHKIIMOHUPOBAHMUSI,
BBOJIa 1 00paObOTKH
ITAaHHBIX B CHCTEME
DIIGKTPOHHOT'O apXHBa

Ilpumepnuiii nepeuenv 60npocos K 3auemy

1. CpeactBa cocTaBieHMSI M  HM3TFOTOBJICHUSA
TEKCTOBBIX M  TaONWYHBIX  JOKYMEHTOB.
[Inmrymue MammHKy.

2. CpenctBa KOMNUPOBAaHMS M TUPAKUPOBAHUS
NOKyMeHTOB. CpeicTBa MUKpOrpaduH.

3. CpencrBa ¢uszmueckoir 00OpabOTKM HOCUTENEH
JOKYMEHTOB. MalluHbl I8 YHUYTOXKCHHS
JIOKYMEHTOB (LIpeaephI).

4. CpexactBa BHYTpH- u BHEO(UCHOM
TPaHCIOPTUPOBKM  JOKYMEHTOB, CBSI3U U
koMMyHuKanuil.  CpenctBa UM CHUCTEMBI

(dakcuMuIpHONM  mepenayn  MHPOpPMAIMH U
MOJEMHOU CBSI3H.

5. OcHoBbl  0Oe3zomacHOCTH  mpu  pabore ¢
TEXHHYECKUMHU CPEJICTBAMH YITPABJICHUS.

Ilpumeproe npakmuueckoe 3a0anue

VYnpaxnenue. [loctanoBka n1okymeHTOB Ha KoHTpoIb

10 PE30JIIOIIHIH.

3aodanue 1. O3nHakomMumuvcs co c8OUMU YCnexamu 6

ceccuu. Ilonyyums noomeepcoenue 03HAKOMIEHUS U

PeKOMeHOayuuU.

e B3arh JOKYMEHT CO CBOMMHU pe3yjbTaTaMHU Cllauu
CECCHU Ha PEeIaKTUPOBAHHE.

e Co3spgats pezomonuto [Ipenonasarens "O3HaKOMUTH
¢ Bammmu  pe3ynpTaTaMm  cIauM  CECCUU
cocena(ky)".

e Co3nath Mopy4eHue cebe "03HAKOMUTH
OJTHOTPYITHUKA CO CBOMMH YyCIeXaMd U CO37aTh
oT4eT".

e Hasznauutk cpok vcnoaHeHus |1 1eHb.

e HasHauuTh ce0s U KOHTPOJIEPOM U HCIIOJHUTEIEM
JIOKYMEHTA.

e CoxpaHUTh JIOKYMEHT M BBIUTH U3 peKUMa
pEIaKTUPOBAHUS.

e JlepeiiTh B TJIaBHOE OKHO CHCTEMBI M MOJYYUTh
YBEIIOMJICHHS.

e Pa3ociaThb JOKYMEHT KOpPPECIIOHIEHTaM c
MIPETIOKEHUEM O3HAKOMHTHCS, MOATBEPAUTH (PaKT
O3HAKOMJICHHSI M TPEIJIOKUTh PEKOMEHIAIMU T10




Nupukarop

Kon
JOCTHXKEHUS OrneHouHBIE CPEACTBA
WHIUKATOpa
KOMIIETEHIIUH
yue0e.
e [loay4nTh NOATBEPIKACHUS O3HAKOMIICHHUS.
e Co3marek OTYET KaK MCHOJHUTENIO JIOKyMEHTa MU
OTIIPABUTH €r0 KOHTPOJIEPY.
e [loday4uuTs OTYET M TO €ro MOJYyYCHHIO CHATH
JOKYMEHT C KOHTPOJISL.
3aodanue 2. O3HakomMumuvcs cO ycnexamu 6 ceccuu
00HO2PYNHUKA
e (Co3zzaTh HOBBIN JIOKYMEHT.
e Coznath PE30IIIOLINIO [TpenonaBaTens
"O3HaKOMHUTBCA C Yycmexamu cocena(ku) crpasa
JIOKYMEHTOM U CO3/1aTh OTUET C COBETOM 10 yuebe".
e Hasznauuts cpok ucnonHenus 1 nenn(yac).
e Hazmauuter cocema(ky) clieBa  KOHTPOJEPOM
JIOKYMEHTA, a ce0sl - HCIIOTHUTEIIEM.
e BpIiTH U3 JOKYMEHTA.
e [lomyuuTs yBEAOMIICHHE.
e Ortocnath cooOmieHHE C Mpocb0Oi mepeciarhb
JOKYMEHTBl €  TPHCOCIWHEHHBIMH  (ailamu
pEe3y/bTaTOB CBOEH CECCUU.
e [loayunTe JOKYMEHTBHI OT KOPPECIIOH/ICHTOB,
O3HAKOMHUTBCSI C pe3yJbTaTaMH, CBS3aTh CBOM
JOKYMEHT C IOJIyY€HHBIMHU JIOKyMEHTaMHU.
e Co3mate OTYET KOHTPOJIEPY U  TPHUIIOKHTH
MOJTYYMBIIUACS TOKYMEHT.
e [loayunuTh MOATBEPXKAECHUE O CHATHUU JOKYMEHTa C
KOHTPOJIS
[1K-4.2: Pa3pabaTsiBaeT IIpumepnuiii nepeuenv 60npocog K 3auemy
TOKaThbHBIC 1. BHenpeHme aBTOMAaTH3MPOBAaHHBIX CHCTEM B

HOPMAaTUBHBIE AKTHI 110
BOIIPOCAM
OpraHu3aluu npouecca
CKAaHUPOBAHUS B
CHUCTEME DIIEKTPOHHOTO
apXxuBa

cdepe ynpaBieHHs.

2. BHenpenme  aBTOMATH3UPOBAaHHBIX  CHCTEM
2]10

3. Drtambl BHeApeHus. OCHOBHBIC CIIOKHOCTH
BHEJIPEHUS U MIYTH UX pa3pelieHusl.

4. Dkcruryatanusi aBTOMaTU3UPOBAHHBIX CUCTEM B
cdepe ynpaBieHHs.

IIpumepnoe npakmuyeckoe 3adanue

1. Ha ocHOBaHHMH pEKJIAMHBIX MPOCIIEKTOB H3YYHThH
KJIacCU(UKALUIO 3JIEeKTporpaduuecKux ammnaparos,
KpUTEpHUHU UX BBIOOpA.

3anoJHUTh TAOHILY.




Nupukarop

Kon
JIOCTHKCHUS OueHouHbIe CpeicTBa
WHJIMKaTOpa
KOMIIETECHIINHU
I'pynna | Cxopocts | Pexomenn | OnrtumanbHble
KOIUPOBa | YEMbIH YCJIOBUS
HUs 00BEM IIPUMEHEHHUS
KOMUI
2. llpoananu3upoBaTh AaHHBICE W OIPEACIUTH, KaKUE
XapaKTePUCTUKHU OTIMYAIOT ITU(POBHIE armapaTsl.
3. Ilpoananmu3upoBaTh JaHHBIE W OINPEACIUTH, KaKUE
aNeKTporpaduyecKue ammapaTbl MOIXOIAT s
paboThI B OpraHu3aIUIX c MaJibIM
JOKYMEHTOOOOPOTOM, CpEIHHM, 3HAYUTEIHHBIM.
O06ocHOBaHHBIEC BBIBOIbI O(DOPMUTE.
[Ipoananu3upoBaTh JaHHbBIE W ONPEACIUTH, KaKue
anekTporpaduyecKue armapaThbl MOAXOAAT I pabOThI
B OpraHu3aluy, B KOTOPOW Bbl IPOXOJAWUIIN MPAKTHUKY.
O6ocHOBaHHBIE BEIBOJIBI O(OPMUTE.
I1K-4.3: Ocy1iecTBIsieT IIpumepHnuwiii nepeuensv 6onpocos K 3auemy
CTpaTermueckoe 1. Yro Takoe onudposka?
TJIAHUPOBAHKE U 2. Kaxkue sTansl BKItouaeT B ceOs mporecc
IOCTpOEHH e MporieccoB| OLM(PoBKA?
CKaHUpOBaHUs, BBOJA U 3. 3auem HYXXHBI IPOIrpaMMBbI paCliO3HaBAHU A
00pabOTKH JaHHBIX B TekcTa’?
CUCTEME JIEKTPOHHOTO 4, Kak MMPOUCXOAUT paCliO3HABAHUC TexcTa?
apXuBa 5. Kaxkue mporpammsbl pacrio3HaHMs TEKCTa BbI

3Haere? Kakumu mosap30Bainice?
Kakoe pazpeiieHue siBiseTcss ONTUMATbHBIM IS
CKaHHUPOBAHUS TEKCTa, N300pakeHU?

IIpumepnoe npakmuyeckoe 3adanue

1. OTtckaHupoBaTh JIO00H JHCT yuyeOHMKa C
IIOMOUIBIO YCTAaHOBJIEHHOTO CKaHEpa
2. BhImonHuTh pacno3HaBaHne OTCKaHUPOBAHHOTO

tekcta B mporpamme Microsoft Office Document
Imaging.

3. BeInonHuTh pacno3HaBaHue OTCKAaHUPOBAHHOTO
tekcta B nporpamme ABBYY FineReader (wiu
UCIIOJIB3YIO JIF000H TOCTYITHBIIM aHAJIOT TPOTPAMMBI).

4, BremmonmauTe mpoBepky — opdorpadum U
o(opmIIeHHs PacIIO3HAHHOTO TEKCTA.

S. CoxpaHUTh MPOBEPEHHBIN TOKYMEHT B hopMaTe
*.rtf.

Coznmath apxuB *.rar JUisl COXpPaHEHHOTO
JIOKyMeHTa 1 oTipaButh ero Ha CJIO MI'TY.




0) Ilopsanoxk mnpoBeaeHMs TMPOMEKYTOYHOH AaTTeCTALMH, IOKA3aTeJM W KPUTEpPUH
OLICHMBAHMSA:

Pe3ynbTaThl BBIOMHEHHUS OOydYalOUIMMCS 3aJaHU Ha 3a4eTe OLICHWBAIOTCS IO IIKaje
«3a4YTCHO» — «HE 3aUYTCHO».

B ocHOBe oneHUBaHUA JI€XKAT KPUTEPUU IIOPOTOBOTO U IIOBBIIIEHHOTO YPOBHSA
XapaKTEPUCTHK KOMIIETCHIIMA MM HMX COCTaBJISIOIIMX YacTed, (POPMUPYEMBIX Ha Y4eOHBIX
3aHATUAX N0 AucuuIuinHe « M HpOpMalmOHHbBIE TEXHOJIOTHH B 00Pa30BaHUI

«3auTeHo» COOTBCTCTBYCT:

— MOBBIIICHHOMY YPOBHIO M BBICTaBIIIETCS 00YyYaOLIEMYCsl, €CJIM OH IITyOOKO U MPOYHO
YCBOWJI IPOrPAMMHBIM MaTepHUall, HWCUEPHBIBAIOLIE, IOCIEI0BATEIbHO, YETKO M JIOTUYECKU
CTPOMHO €ro M3Jaraer, yMeeT TeCHO YBS3bIBaTh TEOPHUIO C MPAKTUKOW, CBOOOIHO CIPABIISAETCS C
3a/layaMu, BOIIPOCAMM M APYTMMH BUJAMU IPUMEHEHMsI 3HAHWUM, NPUYEM HE 3aTPYAHSIETCS C
OTBETOM IIPHU BMJIOM3MEHEHUM 33JaHUN, UCIOJb3YEeT B OTBETE MaTepual MOHOTrpadHuuecKoi
JUTEpaTyphbl, NPAaBUILHO OOOCHOBBIBAET NPHUHATOE pEIICHHE, BIaJIeeT Pa3HOCTOPOHHUMU
HAaBbIKAMM U MIPUEMAMHU BBIIOJHEHUS IPAKTUUECKUX 3a/1a4;

— TIOBBIIIEHHOMY YPOBHIO U BBICTaBIISIETCS OOYy4aroLUleMycs, €CId OH TBEPAO 3HAeT
MaTepHall, TPaMOTHO U IO CYIIECTBY M3JIaraeT €ro, He JIOIycCKasi CylIeCTBEHHbIX HETOYHOCTEH B
OTBET€ Ha BOMNPOC WJIM BBINOJIHEHUU 3a/JaHU, MpPaBWIbHO MPUMEHSET TEOPETUUYECKUE
IOJIOKEHHUS NpU PpEIIeHUH MPAKTHUYECKMX BOIPOCOB M 3ajad, BIAJeeT HEOOXOIUMBIMU
HaBBIKAMU M IPHEMaMH UX BBIIOJHEHHUS;

— [IOPOrOBOMY YPOBHIO U BBICTaBJISIETCSI 00Y4aIOIIEMYCsl, €CIIM OH UMEET 3HAHUS TOJBKO
OCHOBHOI'O Marepuaia, HO HE YCBOWJ €ro JIeTalied, JOIyCKAaeT HETOYHOCTH, IEMOHCTPUPYET
HEJ0CTAaTOYHO NpaBUJIbHBbIE (OPMYIUPOBKH, HAPYIIEHUS JIOTUYECKOW IOCIEN0BATEIbHOCTH B
W3JI0)KEHUU TPOrPAMMHOIO Marepualia, HWCHBITHIBAET 3aTPYJHEHUS MPU  BBIIOJIHEHUU
MPAKTUYECKUX PadoT.

«He 3auTeHO0» BBICTABISIETCS OOYYarOIIEMYCs, KOTOPBIH HE JOCTHUTaeT MOPOTOBOTO
YpOBHsI, JEMOHCTPUPYET HEMOHWMAaHHME TPOOJEeMbl, HE 3HACT 3HAYUTEIBHOW YacTu
MPOrpaMMHOTO MaTepHalna, JIOMYyCKaeT CYHIECTBEHHBbIE OLIMOKH, HEYBEPEHHO, C OONbIIUMU
3aTpyJHEHUSMU BBIMOIHSIET MIPAKTUYECKHE PAOOTHI.



