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

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

OCBOCHUS NUCHUIIIINHBIL.
- TEXHOJIOTUYECKUN

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

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

O0001IeHHBIC TPYIOBBIE
(yHKUMY / TPYAOBBIC
(GyHKUMY / TPYyZOBBIC T
npohecCHOHATLHBIC
JeUcTBUs (IPU HATUYUU
npodcranaapra)

Kox u HauMeHoBanue
komreteHIIm GI'OC BO,
HeOOXOaUMOM I
(hopMHUPOBAHUS TPYOBOTO
WM podecCHOHATBHOTO
JelCTBHS

I/IH,I[I/IKaTopLI JOCTHIXXCHUSA KOMHGTGHHI/If/’I

[1K-3 Cnocoben
OCYILECTBISATH BHEJIPEHUE U
IKCILTYaTaIUI0 CHCTEM
AIIEKTPOHHOTO
TIOKyMEHTO000pOTa

Hcnonp3yer 3HaHWE BUIOB U  CTPYKTYPHI
ANIEKTPOHHOTO  JOKYMEHTOO0OpOTa B  mpoliecce
BHEJIPCHUS B IEATEILHOCTH OpraHN3aI[ui

CUCTEM
nx

1.5 CormacoBanue MCKIAUCHTUIITIMHAPHBIX CBs3eH JAWUCIMIIINH, OGCCHG‘-II/IBEIIOH_II/IX OCBOCHHC KOMHGTGHHHﬁ:

I1K-3 CnocobeH oCymecTBISTh BHEAPEHHE M JKCIUTYaTalUI0 CHCTEM HIIEKTPOHHOIO

JTOKyMEHTO00O0poTa

No
n/n

HanmenoBanme
JMCIUATUINH,
OTIPEIICIISTFOTITIX
MEKTUCITUTUTHHAPHEIE
CBSI3HU

®dopma oOyueHus

Ounas
(cemecTp)

4151617

1 |ABTOMaTU3MPOBAHHbIE
nH()OPMAITOHHEIE
CHUCTEMBI

+ |+

2 |MudopmarimonHoe
obecneuenue
YIpaBICHHS

3 | Texunueckue
CPEICTBA YIPaBICHHS

4 | Texuomoruueckas
MPaKTHKA

2. Mecto nucuuninabl B cTpykrype OIl 6akanaBpuara:

Hucuunnuna «HbopManMOHHBIE TEXHOJIOTMH B JIOKYMEHTAlIMOHHOM OOECIHeYeHUH YOpaBiICHUS W
apXUBHOM JIeJI€» OTHOCUTCS K 4YacTH, (QOPMHpPYEeMOH ydaCTHHUKaMH OOpa30BaTEIbHBIX OTHOILICHHH,
ydeonoro miana OIl mo manpasnenuto moarotoBku 46.03.02 - JlIokyMEHTOBEICHUE W apXUBOBEACHHE.
Hucuunnuna «HbopManMOHHbIE TEXHOJIOTMH B JIOKYMEHTAlIMOHHOM OOECHeYeHUH YOpaBiICHUS W
apXUBHOM JIeJIe» u3ydaeTrcs B 5, 6 cemecTpax.

3.00beM U coep:kaHMe TUCHHUILTHHBI




3.1.00beM QUCLMILTUHEL 6 3.€.
Ouynas: 6 3.¢.

Bun yueOHo# paboTh (BCSEZZEOB)

O0mast Tpy10éMKOCTb TUCHHUILIHHBI 216
KonrakTHast pabora 108
Jlexuuu (Jlexum) 48
[Tpaktuueckue (Ilpakt. pad.) 60
CamocrostensHas padota (CP) 72
OK3aMeH 36
3auer -

3.2.ConepxaHue Kypca:

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

UM | KT.

pao.
0|0 ]|O

DOpMBI TEKYILETO
KOHTPOJIS

5 cemecTp




CoBpeMeHHbIE
TEXHOJIOTUHN
yIIpaBICHUS
JOKyMEHTaMU

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

Hcnons3oBanue
JIOKyMEHTaTbHBIX
CHCTEM U 0a3
JaHHEIX B
yIIpaBICHUN

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




ABTOMaTH3aIHA

HOY

penieHue
KOHTEKCTHBIX,
CUTYalIMOHHBIX
3a1a4
(Bemmonuenue
MPaKTUYECKUX
3a/1aHuil ); perieHue
KOHTEKCTHBIX,
CUTYaIIMOHHBIX
3a1a4
(Bemmonuenue
MPaKTUYECKUX
3alaHui);
KontponbpHas
pabota; Onpoc

6 cemecTp

ApxuBHBIE
MH(POPMALIMOHHBIE
TEXHOJIOTHH Ha
COBPEMEHHOM 3Tare

12

16

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

TeXHOTpOHHBIE U
AIIEKTPOHHBIE
apXUBBI

12

16

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

DNEeKTpOHHBIN
apX¥B OpraHU3aLUU

12

16

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

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




WNudopmanmonnsle cuctemsl, ucnonb3yemble B JIOY. 3amaun onTuMu3anuu paboThl € JOKYMEHTaMHU
MOCPE/ICTBOM HCHOJIb30BaHUS MHPOPMALMOHHBIX TEXHOJIOTHHA. DYHKIUU U BO3MOXKHOCTH MPOTPAMMHOTO
nakera MSOffice u napyrux oducHeix mnakeToB. [lmaHupoBaHue JESATEIBHOCTH U TMOIJCPIKKA
KOMMYHUKAIIM TIOCPEACTBOM HWH(POPMALMOHHBIX TexHoJorud. @yHkumu u Bo3MoxHOCTH Outlook.
@ynkiun u ocobenHoctu IBM Notes.

IIpakTH4Yeckoe 3aHATHE.

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

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

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

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

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

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

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

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

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

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



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

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

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

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

IIpakTnyeckoe 3aHsATHE.
CxaHupoBaHME JOKYMEHTOB.

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

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

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

IIpakTH4eckoe 3aHATHE.

1. [TpomyKThI 7151 cO3AaHMS IEKTPOHHBIX apXUBOB Kommanuu DocsVision.

2. IIpomyKThI 1151 cO3aaHMs 3IEKTPOHHBIX apxuBoB komnanuu D0OC.

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

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

3agaHus AJ51 CAMOCTOSITEILHOI padoThI.
[ToaroroBka Kk ceMuHapy.

4. KoHTpO/Ib 3HAHUI 00yYAKOIIMXCS U THIIOBbIE OLIEHOYHbIE CPeACTBA
4.1. Pactipenenenue 6amios:

5 cemecTp
* mocemaeMocTts — 10 0auIoB
*  TeKyLMH KOHTpoJb — 60 OaoB
*  KOHTpPOJIbHBIE Cpe3bl — 3 cpe3a no 10 6amioB KakapIid
* npemuanbHble 6amiel — 20 6amIoB

Pacripenenenre 6aioB 1mo 3aJaHusIM:



TC
MbI

HasBanue TeMbl
/ BuJ yueOHOI
paboThI

Dopmbl
TEKYILETO
KOHTPOJIS

/ cpe3sl

Max.
KOJI-BO
0aJUIOB

MCTO,Z[I/IKa IMMPOBCACHUS 3aHATHA U OLICHKHU

CoBpeMeHHbIE
TEXHOJIOTUU
yIpaBICHUS

JIOKyMEHTaMH

peeHue
KOHTEKCTH
BIX,
CUTYyaluo
HHBIX
3a1a4y
(Brimonne
HUE
MpaKkTHiec
KUX
3aJTaHM )

5 0aaJoOB HAYUCIAETCS CTYACHTAaM, KOTOPBIC MPAaBUJIbHO BBLITTOJIHUIIN
3aJaHHC

3-4 Ganna — HEMOJHOE BBIMOIHEHHE 3agaHuA

1-2 6anna — HEMOJHOE U HETOYHOE BEIIOJTHEHUE 3aJaHuA

peeHue
KOHTEKCTH
BIX,
CUTYyaluo
HHBIX
3a1a4y
(Brimonne
HUE
MpaKkTHiec
KHX
3aJTaHM )

5 0aaiIoB HAYUCIAETCS CTYACHTAaM, KOTOPBIC MPAaBUJIbHO BBLITIOJIHUIIN
3aJaHHC

3-4 Ganna — HEMOJHOE BBIMOIHEHHE 3agaHuA

1-2 Ganna — HEMOJHOE U HETOYHOE BEIIOIHEHUE 3aJaHuA

peeHue
KOHTEKCTH
BIX,
CUTYyaLuo
HHBIX
3a1a4y
(Beimonne
HUE
MpaKkTHiec
KUX
3aJTaHM )

5 0anyoB HAYUCIAETCS CTYACHTAaM, KOTOPBIC NMPAaBUJIbHO BBLITTIOJIHUIIN
3aJaHHC

3-4 Ganna — HEMOJHOE BBIMOIHEHHE 3agaHuA

1-2 6anna — HEMOJHOE U HETOYHOE BEIIOIHEHUE 3aJaHuA

peeHue
KOHTEKCTH
BIX,
CUTYyalLuo
HHBIX
3a1a4y
(Beimonne
HUE
MpaKkTHiec
KHX
3aJTaHM )

5 0aaiIoB HAYUCIAETCS CTYACHTAaM, KOTOPBIC MPAaBUJIbHO BBLITIOJIHUIIN
3aJaHHC

3-4 Ganna — HEMOJHOE BBIMOIHEHHE 3agaHuA

1-2 6amna — HEMOJHOE U HETOYHOE BEIIOIHEHUE 3aJaHuA

peeHue
KOHTEKCTH
BIX,
CUTYyalLuo
HHBIX
3a1a4y
(Beimonne
HUE
MpaKkTHiec
KHX
3aJTaHM )

5 0anyoB HAYUCIAETCS CTYACHTAaM, KOTOPBIC NMPAaBUJIbHO BBLITTIOJIHUIIN
3aJaHuC

3-4 Ganna — HEMOJHOE BBIMOIHEHHE 3agaHuA

1-2 6amna — HEMOJHOE U HETOYHOE BEIIOIHEHUE 3aJaHuA

10




peeHue
KOHTEKCTH
BIX,
CUTYyaluo
HHBIX
3a1a4y
(Brimonne
HUE
MpaKkTHiec
KUX
3aJTaHMi )

5 0aaoB HAYUCIAETCS CTYACHTAaM, KOTOPBIC MPAaBUJIbHO BBLITTIOJITHUIIN
3aJaHHC

3-4 Ganna — HEMOJHOE BBIMOIHECHHE 3agaHuA

1-2 Ganna — HEMOJHOE U HETOYHOE BEIIOIHEHUE 3aJaHuA

Kontpon
bHasI
padora(x
OHTPOJIBH
blIii cpe3)

10

3a kaxneie 10% mpaBUIBHBIX OTBETOB - 1 Oa.

Hcnonws3oBanue
JIOKYMEHTAJIbHBI
X CHCTEM U 0a3
IaHHBIX B
yIPaBICHUA

peeHue
KOHTEKCTH
BIX,
CUTYyalLuo
HHBIX
3a1a4y
(Beimonne
HUE
MpaKkTHiec
KHX
3aJTaHM )

5 0aaiIoOB HAYUCIAETCS CTYACHTAaM, KOTOPBIC MPAaBUJIbHO BBLITTIOJIHUIIN
3aJaHHC

3-4 Gamnia — HEMOJHOE BBIMOIHEHHE 3agaHuA

1-2 6amna — HEMOJHOE U HETOYHOE BEIIOIHEHUE 3aJaHuA

peeHue
KOHTEKCTH
BIX,
CUTYyaluo
HHBIX
3a1a4y
(Beimonne
HUE
MpaKkTHiec
KUX
3aJTaHM )

5 0anyoB HAYUCIAETCS CTYACHTAaM, KOTOPBIC NMPAaBUJIbHO BBLITTIOJIHUIIN
3aJaHHC

3-4 Ganna — HEMOJHOE BBIMOIHEHHE 3agaHuA

1-2 6anna — HEMOJHOE U HETOYHOE BEIIOIHEHUE 3aJaHuA

TecTupon

aHue(KOoH

TPOJIBLHBI
i cpe3)

10

3a kaxneie 10% mpaBUIBHBIX OTBETOB - 1 Oa.

ABTOMaTH3anus
0Oy

peueHue
KOHTEKCTH
BIX,
CUTYyalLuo
HHBIX
3a1a4y
(Beimonne
HUE
MpaKkTuiec
KHX
3aJTaHMi )

5 0aaiIoOB HAYUCIAETCS CTYACHTAaM, KOTOPBIC MPAaBUJIbHO BBLITTIOJIHUIIN
3aJaHuC

3-4 Ganna — HEMOJHOE BBIMOIHECHHE 3agaHuA

1-2 6anna — HEMOJHOE U HETOYHOE BEIIOIHEHUE 3aJaHuA

11



peeHue 5 5 0anoB HayUCISETCA CTYIEHTaM, KOTOPbIC MPaBHILHO BBIMOTHIIN
KOHTEKCTH 3aJaHne
BIX, 3-4 Ganna — HETOIHOE BBIIIOJTHEHUE 3a/IaHUS
CUTYyaluo 1-2 Ganna — HETMOMHOE ¥ HETOUYHOE BBHIITOJTHEHUE 3alaHHS
HHBIX
3a1a4y
(Brimonne
HUE
MPaKTHYIEC
KHX
3aJaHNN)
Kontpon 10 3a kaxneie 10% mpaBUIBHBIX OTBETOB - 1 Oa.
bHaf
padora(x
OHTPOJIBH
blIii cpe3)
Ormpoc 10
10 0amioB — CTyIEHT YMEET COMOCTaBHTh MOIYYECHHYIO MpH
MOATOTOBKE K MPAKTHUYECKOMY 3aHATHIO MH(POPMAIUIO, CPaBHUBATH
pasHble TOYKH 3pEHHs Ha aHAIM3UPYEMYIO MPOOJeMy, YMETh UYETKO
(opMynHpoBaTh CBOM BOIPOCH M OTBEUaTh Ha 3a/JaBacMblec EMy
BOIPOCHI, BECTH JUCKYCCHIO C HCIOIb30BAaHHUEM TEPMUHOIOTHU
8-9 OammoB - CTyZIEHT yMeEeT MPHUMEHSITh MOMYyYCHHYIO NpH
MOATOTOBKE K MPAKTUYECKOMY 3aHSATHIO WH(POPMAIUIO, OTBEYaTh Ha
OOJIBIIMHCTBO BOMPOCOB, BECTH IUCKYCCHIO C HCIIOJIb30BaHUEM
TEPMUHOJIOTUHT
5-7 6annoB — CTyAEHT BiaJeeT TEOPETHUECKIUM MaTEpUaIOM 110 TeMe
MPaKTUYECKOTO 3aHATHS, WHOTAA 3aTPyAHSETCSl IMpH OTBETE Ha
BOMPOCHI, HE yMeeT CQOPMYIMPOBaTh CBOIO TOYKY 3pEHHUS Ha
o0cyxmaeMyto mpoonemy
3-4 Ganna - cTyOeHT ciabo BIAAEET TEOPETHUUECKIM MaTepHUajIoM IO
TeMe MPaKTUYECKOTO 3aHATHsI, 3aTPyAHSIETCS IPH OTBETE HA BOIPOCHI,
HE yMmeeT COpPMYIMPOBaTh CBOIO TOUKY 3pEHHS Ha OOCYXAaeMYyIO
npobiemy
1-2 Gamna - cTyneHT cinabdo BIaAeeT TEOPETHUCCKUM MaTepHuajIoM IO
TeMe MPAKTUIECKOTO 3aHITUS
Ecnu ctyneHt He BnazeeT mpoOieMaTHKOW MPakTHYECKOTO 3aHSTHS,
HE MOXET OTBeYaTb Ha BOINPOCHl, 3aUYUTHIBAET OTBET 110
Hale4aTaHHOMY TEKCTY — OTBET OaJlylaMH HE OLICHUBACTCH.
ITocemaeMocThb 10 10 6amnoB — crynent nocetui Bce 100% 3ausTuit
IIpemMuansHbIe OaITHI 20 CBOEBPEMEHHOE M KaU€CTBCHHOE BHITTOJITHCHHUE 32 TaHHIA
WnpuBuayansHble 3a1aHUS, 50 peleHre KOHTEKCTHBIX, CHTYAl[HOHHBIX 33134 110 Kypcy
C TMIOMOILBIO0 KOTOPBIX
MOXHO HaOpaTb
JOTIOJTHUTENIbHBIE OalTbI
HUroro 3a cemectp 100

rocemaemMocts — 10 0ayuioB

TEKYyIHi KOHTpOb — 30 6amioB

6 cemecTp

KOHTPOJIbHBIE Cpe3bl — 3 cpe3a 1mo 10 6aoB Kax bl

npeMuanbHbie 6amsl — 20 6amioB

OTBET Ha dK3ameHe: He Ooiee 30 0ayuioB

Pacrnipenenenre 6aJiioB 10 3aaHKSIM:
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No  [HaszBanue tembl | DopMbl Max. MeTtoauka mpoBeICHUS 3aHATUS U OLICHKU
Te | /BHUI y4eOHOH |TEKyLIero | KOJ-BO
MBI paboTHI KOHTpOJs | OayuioB
/ cpe3bl
1. ApXxuBHBIC perieHue 5 5 0ayuIoB HauMCISIETCS CTYIACHTAM, KOTOPhIC MPAaBUIBHO BBITIOTHIIN
WH(OPMAITOHH | KOHTEKCTH 3aJlaHue
bIC TEXHOJIOTUU BIX, 3-4 Ganna — HEMOHOE BBITIOJIHEHUE 3a/TaHUS
Ha CUTYyaIlo 1-2 Ganma — HEMOJTHOE ¥ HETOYHOE BHITIOIHCHUE 3aaHUS
COBPEMEHHOM HHBIX
JTarne 3aadq
(Brimonne
HUE
MPaKTHYIEC
KHX
3aJTaHM )
Ormpoc 10
10 GammoB — CTYIEHT yMEET CONOCTAaBUTh IIOJYYCHHYIO IMPH
MOJITOTOBKE K TMPAKTHYCCKOMY 3aHATHIO WH(OpPMAIUIO, CPaBHUBAThH
pa3HbIC TOYKU 3PCHHS HA aHAIM3UPYEMYIO MPOOJIEMY, YMETh YETKO
(hopMyTHpOBaTHL CBOM BONPOCHI M OTBEYaThb Ha 33JaBacMble €My
BONPOCHI, BECTU IUCKYCCHIO C UCIIOIb30BAHHEM TEPMUHOJIOTUU
8-9 0OamwioB - CTyIGHT yMeEeT TPUMEHATh IMOJYyYEeHHYIO TpHU
MOJITOTOBKE K TPAKTUYCCKOMY 3aHSATHIO MHPOPMAIIUIO, OTBEYATh HA
OOJNIBIIMHCTBO BOIMPOCOB, BECTH JUCKYCCHIO C HCIOJIb30BaHHEM
TEPMHHOJIOTUN
5-7 GayoB — CTYNIEHT BIa/IeeT TSOPETUUCCKUM MATEPHAIIOM IO TEME
MPAKTHYECKOTO 3aHATHS, WHOTJA 3arpylHsAETCSs TpH OTBETC Ha
BONPOCHI, HE yMeeT CGHOpPMYIHPOBAaThH CBOIO TOYKY 3pPCHHS Ha
o0cyxmaeMyto mpoonemy
3-4 Ganna - CTYAEHT CJIabo0 BIaJCeT TCOPETUICCKUM MATECPHAIIOM 1O
TEeMe MPAKTUYECKOTO 3aHATHUS, 3aTPyAHSICTCS IIPH OTBETE HA BOIMPOCHI,
HE yMmeeT ChOpMYIHPOBATh CBOIO TOUKY 3PEHHUS Ha OOCYXKIAEMYIO
npobiemy
1-2 Ganna - cTyAeHT ciiabo BIaleeT TEOPETUICCKUM MaTESPHAIIOM 10
TEME PAKTUICCKOTO 3aHATH
Ecnu cryneHt He BinazeeT mpoONIeMaTHKON MPaKTHYESCKOTO 3aHSTHS,
HE MOXET OTBeYaTh Ha BOINPOCHI, 3a4UTHIBACT OTBET IIO
HaIeyaTaHHOMY TEKCTY — OTBET OajilaMu HE OI[CHUBACTCH.
Kontpon 10 3a kaxneie 10% mpaBUIBHBIX OTBETOB - 1 Oa.
bHaf
padora(x
OHTPOJbH
bIii cpe3)
2. | TexHOoTpOHHEIE | pemicHUE 5 5 0ayuIoB HauMCISIETCS CTYACHTAM, KOTOPhIC MPaBUIHHO BBITIOTHIIN
Y 3JICKTPOHHBIC |KOHTEKCTH 3aJlaHue
APXUBBI BIX, 3-4 Ganna — HEMOHOE BBITIOJIHEHUE 3a/IaHUS
CUTYyaIlo 1-2 Ganma — HEMOJIHOE ¥ HETOYHOE BHITIOIHCHUE 3aaHUS
HHBIX
3aadq
(Brimonne
HUE
MPaKTHYIEC
KHX
3aJTaHM )
KonTpoa 10 3a kaxasie 10% npaBUIBHBIX OTBETOB - 1 Oa.
bHaf
padora(x
OHTPOJBH

blIii cpe3)
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DNeKTpOHHBIN | perieHue 5 5 0anoB HayUCISETCA CTYIEHTaM, KOTOPbIC MPaBHILHO BBIMOTHIIN
apxXuB KOHTEKCTH 3aJaHne
OpraHu3aluu BIX, 3-4 Ganna — HETOIHOE BBIIIOJTHEHUE 3a/IaHUS
CUTYyaluo 1-2 Ganna — HETMOMHOE ¥ HETOUYHOE BBHIITOJTHEHUE 3alaHHS
HHBIX
3a1a4y
(Brimonne
HUE
MpaKkTHiec
KHX
3aJaHNN)
pelieHue 5 5 0anoB HAaYUCISETCA CTYIEHTaM, KOTOPbIC MPaBHILHO BBIMOTHIIN
KOHTEKCTH 3aJaHne
BIX, 3-4 Ganna — HETOIHOE BBIIIOJTHEHUE 3a1aHUS
CUTYyaluo 1-2 Ganna — HETMOTHOE ¥ HETOUYHOE BBHIITOJTHEHUE 3a/laHHS
HHBIX
3a1a4y
(Beimonne
HUE
MpaKkTuiec
KHX
3aJTaHMi )
Ormpoc
10 0amioB — CTyIEHT YMEET COINOCTaBHTh MOJIYYECHHYIO TMpH
MOATOTOBKE K MPAKTHUYECKOMY 3aHATHIO MH(POPMALUIO, CPAaBHUBATH
pasHble TOYKH 3pEHHs Ha aHAIM3UPYEMYIO MPOOJeMy, YMETh UYETKO
(opMynHpoBaTh CBOM BOIPOCH M OTBEUaTh Ha 3a/JaBacMblec EMy
BOIPOCHI, BECTH JUCKYCCHIO C HCIOIB30BAaHHUEM TEPMHUHOIOTHN
8-9 OammoB - CTyZIEHT yMeEeT MPHUMEHSITh MOMYyYCHHYIO HpHU
MOATOTOBKE K MPAKTUYECKOMY 3aHSATHIO WH(POPMAIUIO, OTBEYaTh Ha
OOJIBIIMHCTBO BOMPOCOB, BECTH ITUCKYCCHIO C HCIIOJIb30BaHUEM
TEPMUHOJIOTUHT
5-7 6annoB — CTyACHT BiaJeeT TEOPETHUECKUM MaTEpUAIOM 110 TeMe
MPaKTUYECKOTO 3aHATHS, WHOTAA 3aTPyAHSETCSl IMpH OTBETE Ha
BONPOCHI, HE YyMeeT CQOPMYIMPOBaTh CBOIO TOYKY 3pEHHUS Ha
o0cyxmaeMyto mpoonemy
3-4 Ganna - CTyAeHT ciabo BIAAEET TEOPETHUUECKUM MaTepHUajIoM IO
TeMe MPaKTUYECKOTO 3aHATHsI, 3aTPyAHSIETCS IPH OTBETE HA BOMPOCHI,
HE yMmeeT COpPMYIHPOBAaTh CBOIO TOUKY 3pEHHS Ha O0OCYXAaeMyIO
npobiemy
1-2 Gamna - cTymeHT ciabo BIaAEeT TEOPETHUCCKUM MaTepHuajIoM IO
TeMe MPAKTUIECKOTO 3aHITUS
Ecnu ctyneHt He BnazeeT mpoOieMaTHKOW MPakTHYECKOTO 3aHSTHS,
HE MOXET OTBeYaTb Ha BOINPOCHl, 3a4YUTHIBAET OTBET 110
Hale4aTaHHOMY TEKCTY — OTBET OaJlylaMH HE OLICHUBACTCA.
KonTpoa 10 3a kaxasie 10% npaBUIBHBIX OTBETOB - 1 Oa.
bHaf
padora(x
OHTPOJIBH
blIii cpe3)
ITocemaeMocThb 10 10 6amnoB — crynent nocetui Bce 100% 3ansTuit
IIpemMuansHbIe OaITHI 20 CBOEBPEMEHHOE M KaU€CTBCHHOE BHITTOJITHCHHUE 32 TaHHIA
OTBeT Ha ’K3aMeHe 30 10-17 ©annoB — CTyAEGHT PacKpbUl OCHOBHBIE BOMPOCHI M 3aJaHus

OusieTa Ha OLICHKY «YIOBJICTBOPUTEILHO»

18-24 ©annoB — CTyAEGHT PacKpbUI OCHOBHBIE BOMPOCHI M 3aJaHUs
OusieTa Ha OLIEHKY «XOPOLIOY,

25-30 6anynoB — CTYyAEHT PacKpbll OCHOBHBIE BOMPOCH M 3aaHuUs
Ousera Ha OLIEHKY «OTIMYHO».
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7. |MnauBuOyanbHBIC 3a1aHUS, 50 peleHre KOHTEKCTHBIX, CHTYallMOHHBIX 33134 110 Kypcy
C TMIOMOILBIO0 KOTOPBIX
MOXHO HaOpaTb
JOTIOJTHUTENIbHBIE OalTbI
8. Hroro 3a cemectp 100

HtoroBas omeHka 1O »JKk3aMmeHy BeicTaBisiercss B 100-0ayibHON 1mikame W B TPaTUIIMOHHOMN

YeThIpexOasIbHONW  IIIKaJIe.

[TepeBon

100-6annbHOM  pEeHTHUHTOBOWM OICHKHM 1O JUCIHIUIMHE B

TPaIUIIMOHHYIO YETHIPEX0aNIbHYIO OCYIIECTBISETCS CIEAYIOIMM 00pa3oM:

100-6annpHas cucrema Tpagunuonnas cucrema
85 - 100 GanyoB OTnuyHO
70 - 84 Gannos Xoporio
50 - 69 6aiuioB YIOBIETBOPUTEITHHO
Memnee 50 HeynosnerBoputenbHO

4.2 TunoBsle OLICHOYHBIE CPEACTBA TEKYILIETO KOHTPOJIS

Kontponbnas padora

Tema 1. CoBpeMEHHBIE TEXHOJIOTUY YIIPABJIECHUS JOKYMEHTaMHU

TurnoBbie BOPOCHI 17151 KOHTPOJIBHBIX CPE30B

[IpuBenuTe npuMepsI IPOrpamMm JJIsd PETUCTPALMH TOKYMEHTOB.

Omnpoc

Tema 3. ABromarmzanus JJOY

. Paznmuamst Mexay omepaiimoHHOM, MPOLIECCHOM U CTpaTeruniecKkoi TpanchopmMaiuei.
. TpeGoBanus npu BeIOOpe npu BeiOOpe miardgopmer COI/ECM.

. OcHoBHBIE C(hephl BHEITHETO AIEKTPOHHOTO B3aUMOICHCTBUSI.

. OcHOBHBIE BO3MO)XHOCTH aBTOMATH3alMU U IU(PPOBU3ALMH JOKYMEHTOO00POTA.

1. Yro Takoe U(PpOBU3AIHS yIIPABICHUS?
2. Yto Takoe CIO/?

3.

4. Yro Takoe O10K4EHH?

S. ITpusenute npumepst CO/I.
1. lndpoBuszanus ynpasicHus.

2

3

4

5

6. IIpoextupoBanue BHeapenus COI,

pelleHne KOHTEKCTHBIX, CATYallMOHHBIX 32/1a4 (BbINoJiHeHNe NPaKTHYeCKHUX 3aaHMil)

Tema 1. CoBpeMEHHBIE TEXHOJIOTUH YIIPABJIECHUS JOKYMEHTaMU

Tunossie KOHTCKCTHBIC, CUTYallMUOHHBIC 3aa41

AN

Pemenne npaBoBbIx 3a1a4 ¢ ucnons3zoBanueMm CIIC Koncynsrantllntoc.
[ToaroroBka Temarnyeckoro crnucka uctouHUKoB U3 CIIC Koncynsrantlntoc.
AHanu3 caiiTa roCyIlapcTBEHHOTO apXHBa.

[TonroroBka ma61I0HOB OJJaHKOB OpraHU3AIINH.

Perucrparust JOKyMEHTOB: BXOISIINX, UCXOASIINX, BHYTPCHHHX.

TecrupoBanue
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Tema 2. Micnions30BaHNE TOKYMEHTAIbHBIX CHCTEM U 0a3 TaHHBIX B YIIPaBICHUU
1.Yto moxno Haiitu B CI1C Koncynsrantllimroc?
(!) mpaBoBbIe akThl PD
(?) mpaBOBBIE aKThI IPYTUX CTPAH
(!) HexelcTBYIONIME TPABOBbIEC aKThl PO
(!) cTaThu U3 MEPUOUYECKOM TIeUaTH
2. Yro moxno Haiitu B CIIC KoncynsranTlInroc?
(!) KOMMeHTapuu U pa3bICHEHUSI K HOPMATUBHO-IIPABOBBIM aKTam
(!) bopMBI TOKYMEHTOB
(!) anamuTHYECKHE 0030PHI
(?) mpaBOBBIE aKThl MyHULIMTIAJIEHBIX 00pa30BaHUI
3. Kakum o6pazom MmoxkHo BecTH nouck nHpopmanmu B CIIC KoncynprantlInoc?
(!) mo Buy NOKyMeHTa
(!) mo perucTpallmOHHOMY HOMEPY JTOKyMEHTa
(!) mo Ha3BaHHUIO OpraHa, MIPUHIBLIETO JOKYMEHT
(?) mo reorpaduaeckoMy IpHU3HAKY
4. Kakum o6pazom MoxHO BecTH nouck napopmanuu B CI1IC KoncynsrantlLimroc?
(!) mo Ha3BaHMIO TOKYMEHTA
(!) mo KJIFOYEBBIM CIIOBAM
(!) mo mare mpuUHATHUS
(?) mo reorpauyeckoMy MpU3HAKY
5. Jns wero ucnonb3yrores 3aknaaku B CIIC Koncynsrantlntoc?
(!) uTOOBI OTMEUaTh J1t00bIe (PArMEeHTHI TEKCTA JOKYMEHTA U COXPAHITh CBOM KOMMEHTAPHH
(?) yToOBI OTMEYATh (PPTMEHTHI TEKCTA M BBIACIATH UX JAPYTUM LIBETOM
(?) 4TOOBI KOTUPOBATH TOKYMEHT
(?) yTOOBI COXpaHSITH TOKYMEHT

4.3 IIpomexxyTouHast aTTECTAIMSA 110 AUCIUIUIMHE MPOBOIUTCS B JopMe 3adeTa, IK3aMEeHa

Tunosblie Bonpocsl 3auera (ITK-3)
1. CnpaBoyHBI€ MPABOBHIE CUCTEMBI M X TPUMEHEHHUE B MPOLIECCAX YIIPABICHUSI.
2. CIIC Kouncynpbrantlntoc.
3. Lludposuzanus ynpabieHHs.
4. DNEeKTPOHHBIN JOKYMEHTOOOOPOT.
5. Tpe6oBanus xk CI/I.

Tunosble 3axanus s 3a4era (IIK-3)
Pemenune nmpaBoBbix 3amau ¢ ucnons3oBanueM CIIC KoncynsrantlLtoc.

Tunosblie Bonpocskl 3xk3amena (I1K-3)
Wudopmaruzanms apXxuBHOTO J1ea.
ITpencraBnenue MHGOpPMALMK apXuBa U apXUBHOIO opraHa B ceTu VIHTepHeT.
[{eHTpanu30BaHHBIN TOCYJAPCTBEHHBIN YYET APXUBHBIX JIOKYMEHTOB.
XpaHEeHHE NIEKTPOHHBIX JOKYMEHTOB B OpraHU3aliu.

A

DJNEKTPOHHBIN apXUB OpraHU3aL1H.

TunoBble 3aganusa s 3k3amena (IIK-3)
1. Pemenue npaBoBbIx 3a1a4 ¢ ucnoias3zoBanreMm CIIC KoncynsranTlnroc.
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AHanu3 caiiTa roCyIlapcTBEHHOTO apXHBa.
[TonroroBka ma610HOB OJJaHKOB OpraHU3AIINH.
[ToaroToBka pacmopsiAUTENHHOTO JOKYMEHTA Ha OCHOBE I1a0I0oHa.

kb

Peructparmus 1oOKyMeHTOB.

4.4. llIkana oueHMBaHUS TPOMEKYTOUHOM aTTeCTALMK

3auer
CCKPUIITOPHI OBHH ) — OCHOBHBLIC IIPU3HAKHU OCBOCHU (I1IOKA3aTCIIN
Orenka Kommnerenmu Heckp pEL (VP ) P (
TOCTHKEHHMSI pe3ynbTaTa)
[IK-3 B menom wucmonb3dyer 3HaHWE BHJIOB M CTPYKTYPhl CHCTEM

«Ba4YTCHO»

(50 - 100 Gamios) AIIEKTPOHHOTO JOKYMEHTOOOOpOoTa B IMpOLEcCe WX BHEAPEHHUS B

ACATCIIBHOCTE OpraHu3anuu

IK-3 He ucnonp3yer 3HaHne BUAOB M CTPYKTYpPBI CUCTEM SJIEKTPOHHOIO
«HE 3a4TCHOY»

OKYMEHTOOOOpOTa B TPOIECCE WX BHEAPEHUS B JEATEIHHOCTH

(0 - 49 Gamos) AOKY p pot b a

OpraHu3alu
DK3aMeH
€CKPHIITOPHI (YPOBHU) — OCHOBHBIC TIPU3HAKU OCBOCHUS (ITOKA3aTeNN
Orenka Kommerentim Hleckp Pt (Yp ) p (
TIOCTYOKCHHSI pe3YJIbTaTa)

IK-3 Ha BbICOKOM ypOBHE UCIIOJIB3YET 3HAHUE BUIOB U CTPYKTYPbI CHCTEM

«OTIIMYHO»

(85 - 100 6a108) ANIEKTPOHHOTO JTOKYMEHTOOOOpOTa B TpOILecCe UX BHEIAPEHUS B

ACATCIIbBHOCTD OpraHu3aluu

I1K-3 Ha noctarouHo BBICOKOM YpOBHE HCIONb3YeT 3HAHHWE BHUAOB H
CTPYKTYPBl CHCTEM 3JIEKTPOHHOTO JAOKYMEHTOO0OpOTa B TMpolecce
UX BHEJIPEHUS B JEATEIBHOCTh OPraHU3alNH

«XOPOIIO»
(70 - 84 6amoB)

IK-3 B menom wucnonb3dyer 3HaHME BHIOB M CTPYKTYpPBl CHCTEM
ANIEKTPOHHOTO JTOKYMEHTOOOOpOTa B TpOILecCe UX BHEIAPEHUS B
JNeATENIbHOCTb OpraHu3aluu

«YIOBJIETBOPUTEIHHOY
(50 - 69 6amnoB)

TK-3 He wcmonb3yer 3HaHWE BHAOB M CTPYKTYPBI CHCTEM 3JIEKTPOHHOTO
e o b OKYMEHTOOOOpOTa B MPOIECCe HMX BHEAPCHHUS B JEATEIBHOCTDH
(menee 50 Gannos) HOKY p pou ap i
OpraHH3aIyH

5. Metoanueckue yKkazaHus JJisi 00y4al0UUXCsl 0 OCBOCHHMIO IMCIUILIMHBI (MOXYJIA)
5.1 Meronuueckue yKa3aHus IO OPraHU3aIlUN CaMOCTOSITEIbHOI paboThl 00yUYaromuXCs:

[Mpuctynass K W3y4YCHUIO AMCUMUILUIMHBI, B TEPBYIO OYepenb OOyJarolmMMcs HEOOXOIUMO O3HAKOMHTHCS
comepkanreM paboueii mporpammbl aucturumabl (PIT[]), koTopas ompenenseT comepskaHue, oObeM, a
TaKXKe MOPSAIOK N3yUSHHsI U TIPENOAaBaHus yIeOHOU AUCITUTUINHBI, €€ pa3/ielia, YacTH.

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

B pazmene «O0veM u copepkaHWe AWCHUILIMHBDY YKA3bIBAIOTCS BCE pa3leNbl M TEMBI U3y4aeMOM
JTUCIUIUTAHBL, @ TAK)KE BUJIBI 3aHITHIA U TUTAHUPYEMBI 00BEM B aKaJIeMUYECKHUX Yacax.

B pasmene «YdeOHo-meromuueckoe U uH(pOpManMOHHOE oOecledYeHne AUCHUIUIMHBDY — yKazaHa
peKoMeHyeMasi OCHOBHAS U IONOJTHHUTENbHAS JINTEpaTypa.

B pazmene «MarepuanbHO-TEXHUYECKOE OOECIEUCHUE ITUCIHMIUIMHBL, TMPOTPaAaMMHOE OOecreueHue,
npodeccruoHanbHble 0a3bl MaHHBIX W WH(OPMAIMOHHBIE CIPABOYHBIE CHCTEMBD) COACPKHUTCS IMEpPeUeHb
npodeccuoHaNbHBIX 0a3 JaHHBIX U HHPOPMAIMOHHBIX CIIPABOYHBIX CHCTEM, HEOOXOIUMBIX JJISi OCBOCHHUS
JTUCLIMILUINHEI.

5.2 Pexomennaruu oOy4aromumcs o padbore ¢ TEOpETHUECKUMHU MaTeprallaMy 110 TUCIUILIIMHE

[Tpu u3ydeHnn 1 MpopabOTKe TEOPETUICCKOTO MaTepralia HEOOXOIHMO:
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- IPOCMOTPETH €1lIe pa3 npe3eHTaluo Jekuu B cucteMe MOODLe, noBTOpUTh 3aKOHCIIEKTUPOBaHHBIN Ha
JEKUMOHHOM 3aHATUM MaTepual M JOMNOJIHUTh €ro € YYE€TOM PEKOMEHJOBAHHOM IOMOJIHUTEIbHOU
JIUTEPATYPBL;

- IIPA CAMOCTOATEIbHOM M3Y4YEHHH TEOPETUYECKON TEMBI CAEIaTh KOHCIIEKT, HCIOJIb3Yysl PEKOMEHIOBAHHbIE
B PITJI ucrounuku, npogeccuoHanbHble 0a3bl JaHHBIX U HHPOPMALMOHHBIE CIIPAaBOYHBIE CUCTEMBI:

- OTBETUTD Ha BOIIPOCHI JIsI CAMOCTOATEIILHON pabOoThI, TIO TeMe MpecTaBieHHbIe B myHKTe 3.2 PIT/I.

- [P IOATOTOBKE K TEKYIIEMY KOHTPOJIIO HCIIOIb30BaTh MaTepuaiibl (hoHa oreHouHbIX cpencts (POC).
5.3 Pexomenmanuu mo paboTe ¢ Hay9HOU U y4eOHOM JIUTepaTypoit

PabGoTa ¢ OCHOBHOM M JONOJIHMUTENBHOM JHMTEPAaTYpOl SBISETCS IIaBHOM (POpMOI caMOCTOATENbHOM
paboThl M HEoOXOoOMMa MPH MOATOTOBKE K YCTHOMY ONpPOCY Ha CEMUHAPCKUX 3aHATHAX, K Jebartam,
TECTHUPOBAHHUIO, 3Kk3aMeHy. OHa BKIIOYaeT MpopabOTKy JIEKIMOHHOTO MaTephalia M pPEeKOMEHIOBAHHBIX
HCTOYHHMKOB U JINTEPATYPHI 110 TEMATHKE JIEKLIUH.

KoHCHeKT JIeKInu JOJKEeH coliepKaTh peepaTuBHYIO 3alIUCh OCHOBHBIX BOIPOCOB JICKIIUH, B TOM YHUCIIE C
ornopoii Ha pa3MmeneHHble B cucteme MOODLe mpe3eHTany, OCHOBHBIX MCTOYHUKOB M JIUTEPATYpPhl IO
TeMaM, BBIBOJBI MO KaXAOMY Bompocy. KOHCIeKT MOXKeT OBITh BBITIONHEH B paMKax pacliedyaTKd BbIIa4uH
Mpe3eHTAlUi JIEKIUH WM B OTACNIbHOW TeTpaau mo mpeamery. OH JOKEH ObITh aKKypaTHBIM, XOPOIIO
YUTAaEMBbIM, HE COAEPIKaTh HE OTHOCALIYIOCS K TeMe HH(POPMAITUIO HITH PUCYHKH.

KoHcnieKkThl HayyHOW JHUTEparypbl NMPU CaMOCTOSATENbHOM IOATOTOBKE K 3aHATHUAM JOJDKHBI CONEPIKaTh
OTBETHl HA KaX/bli TOCTAaBICHHBIH B TEME BONPOC, MMETh CCHUIKY Ha HCTOYHHK WH(POpPMALUU C
00s13aTeNbHBIM YKa3aHUEM aBTOpAa, HAa3BaHMS W TOJa HU3AAHUS HCIOJNb3YeMOH HaydyHOW JHMTEpaTyphl.
KoHcniekT MoOXeT ObITh ONOpPHBIM (COAEpXkAaTh JIUIIb OCHOBHBIC KIIIOUYEBbIC MO3MIMHU), HO TPH 3TOM
MO3BOJISIIOIMM  JIaTh TIOJIHBIA OTBET IO BOINPOCY, MOXET ObITh MOAPOOHBIM. OO0beM KOHCHEKTa
OIIPENIETSAETCS CAMUM CTYIACHTOM.

B nporecce paboThl ¢ OCHOBHOM U JOTIOTHUTEIIBHON JTUTEPATYPOH CTYICHT MOXKET:

- JenaTh 3allUCU IO XOAy 4YTE€HHS B BMJIE NPOCTOr0 WIM Pa3BEPHYTOro IIaHa (co31aBaTh IEPEUYEHb
OCHOBHBIX BOIIPOCOB, PACCMOTPEHHBIX B UCTOYHHKE);

- COCTaBJATH Te3HUCHl (LMTHpOBaHHE HauOoOJee BAKHBIX MECT CTaTbu MJIM MOHOTpaduu, KOPOTKOE
U3JI0KEHUE OCHOBHBIX MBICJIEH aBTOpA);

- TOTOBUTH aHHOTAIMH (KpaTKoe 0000I1eHe OCHOBHBIX BOIIPOCOB PabOTHhI);

- CO3/1aBaTh KOHCIIEKTHI (Pa3BEPHYTHIC TE3UCHI).

5.4. PexoMeH1a1tuy MO NOATOTOBKE K OTAENIBHBIM 33aHUAM TEKYIIETO KOHTPOJISA

CoOecenoBaHue TmpeanoyaraeT OpraHU3alUI0 Oecelbl MpernojaBaTeiss €O CTYIEHTaMH II0 BOIpOcaM
IIPAKTUYECKOTO 3aHATUS C LENbl0 0ojee OOCTOATENBHOIO BBISBICHUS UX 3HAHUN IO ONPEAEICHHOMY
paszmeny, TeMe, npolieme M T.II. Bce uieHbl Ipynmbsl MOTYT ydacTBOBaTb B OOCYKICHHH, 100aBISTH
MH(POPMALUIO, TUCKYTUPOBATh, 331aBaTh BOIPOCH! U T.1.

YCTHBIA OMpOC MOXKET TMPUMEHATHCS B pa3audHbIX (Qopmax: (QpoHTaIbHBIN, WHIWBUIYAIBHBIN,
KOMOMHUPOBaHHbII. OCHOBHBIE Kau€CTBA YCTHOTO OTBETA MOJUIEXKAILETO OLICHKE:

- IPaBUJIBHOCTB OTBETA IO CONEPIKAHHUIO;

- IOJTHOTA U TIIyOuHa OTBETA;

- CO3HATEJIBHOCTh OTBETA;

- JIOTHKA U3JI0KEHUS MaTepuaa;

- PallMOHAIILHOCTD MCIIOJIb30BAHHBIX IIPUEMOB U CIIOCOOOB PELIEHUs OCTABICHHON yueOHOil 3a1auy;

- CBOEBPEMEHHOCTh M 3((EKTUBHOCTH MCIIOIB30BAHUS HATNISIHBIX MOCOOMHA M TEXHUYECKUX CPEICTB IPH
OTBETE;

- HCII0JIb30BAaHUE JIONIOJHUTEIBHOTO MaTepraa;

- PalIMOHAJILHOCTb HUCIIOJIBb30BaHUS BPEMEHH, OTBEJCHHOIO Ha 3a/laHNE.

YCTHBIM OIIPOC MOXKET CONPOBOXKAATHCS IMPE3ECHTALUEH, KOTOpas IMOATOTaBIMBAECTCA IO OAHOMY U3
BOIIPOCOB MPAKTHUYECKOTO 3aHATUSA. [Ipy BRICTYIUIEHHH ¢ Mpe3eHTalnueld HeoOXoauMo oOpamarb BHUIMaHUE
Ha TaKU€ MOMEHTBI KaK:
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- cofep)KaHUE MPE3CHTAlMN: AKTYaJIbHOCTh TEMbI, MOJHOTA €€ PACKPBITUS, CMBICIOBOE COJAEp)KaHUE,
COOTBETCTBHE 3asIBICHHOW TEMBI COJIEPKAHHUIO, COOTBETCTBHE METOAMYECKUM TPEOOBAaHUAM (IIETTH. CCHUIKU
Ha PeCypChl. COOTBETCTBHE COJEPXKAHHUS M JUTEPaTyphl), MPaKTHYECKash HAlpaBIE€HHOCTb, COOTBETCTBHE
coziepKaHus 3asiBICHHON (opMe, aleKBaTHOCTh UCIIOJIb30BaHUS TEXHHUUECKUX CPEJCTB yUEOHBIM 3a1adam,
MOCIIEIOBATEILHOCTD U JIOTHYHOCTb MPE3CHTYEMOT0 MaTrepuara;

- odopmiieHHE TMpe3eHTalMu: 00beM (ONTUMAIbHOE KOJIWYECTBO), IHM3aiiH (YMTaeMOCTb, HAJIWYHE HU
COOTBETCTBHE TpapUKd W aHUMAIMM, 3BYKOBOE OQOpMIICHHE, CTPYKTYypUpOBaHHE HWH(POpPMALUH,
COOTBETCTBHE 3asBJICHHBIM TpPEOOBAHUSIM), OPUTHHAIBHOCTH OGOPMIICHHS, 3CTETHKA, HCIIOIb30BaHHUE
BO3MO)KHOCTH ITPOTPaAaMMHOI CpeJibl, COOTBETCTBHE CTaHIapTaM 0(hOpMIICHUS;

- TMYHOCTHBIC KaueCTBa: OPATOPCKUE CIIOCOOHOCTH. COONIOIEHUE PErIaMeHTa, SMOIIMOHATLHOCTh, YMEHUE
OTBETUTH Ha BOIIPOCHI, CHCTEMATH3UPOBaHHbBIC, TITyOOKHE U TIOTHBIE 3HAHUS 110 BCEM pa3JiesiaM IMpOorpaMMBbl:
- CcoJepXaHWE BBICTYIUICHHUS: JIOTUYHOCTh W3JIOKCHHUS Marepualia, PacKpbITUE TEMBI, JIOCTYITHOCTh
m3noxkeHus, dPdexTuBHOCT npuMeHeHust cpeactB WKT, cmocoObl ©u  yClIOBHS  JTOCTHIKCHHUS
PE3yABTaTUBHOCTH M IPGEKTUBHOCTH AJIsS BBIONHEHUS 3a/ad CcBoed MpodeccHoHANbHOW WU yueOHOU
JEeSTeNbHOCTH, JOKA3aTeIbHOCTh MPUHUMAEMBIX PEIICHUHN, YMEHHE apryMEHTHPOBATh CBOM 3aKIIIOUYCHUS,
BEIBO/IBI.

6. YueOHO-MeTOnM4YecKoe 1 HHPOPMALMOHHOE o0ecriedeHre JUCHMIITHHbI

6.1 OcHoBHas UTEpaTypa:

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

6.2 JlonosHUTENbHAS IUTEpPATYpA:

1. Marsiim C. A. HHdopmanuoHHBIE TEXHOJOTUM YHpaBICHUS : Kypc Jekuuil. - Mocksa|bepnun:
Hupexr-Menua, 2014. - 537 c. - Tekct : snextpoHHbiil // OBC «YHuBepcuteTckas OMONMMOTEKa OHIIANH»
[caiiT]. - URL: http://biblioclub.ru/index.php?page=book&id=298184

2. I'punbepr, A. C., Top6aueB, H. H., bonnapenko, A. C. adopmanrioHHbIe TEXHOJOTHH yIPABICHUS :
yueOHuk. - 2020-10-10; MadopmanmonHbie TexHogaoruu yrpasieHus. - Mocksa: IOHUTU-JIAHA, 2012. -
479 c. - Tekct : anexkrponHsiii // IPR BOOKS [caiit]. - URL: http://www.iprbookshop.ru/10518.html

6.3 VHbIe NCTOUHMKMU:
1. Poccwuiickas HanmoHanbHas Oubnanoreka - http://www.nlr.ru/

7. MaTepuaibHO-TeXHHYECKOe o0ecnedeHue M CHUIIMHBI, IPOrPpaMMHOe odecrieveHne,
npodeccuoHaIbHbIe 0a3bI JAHHBIX U HHPOPMAIIMOHHBbIE CTIPABOYHbIE CHCTEMbI

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

VY4eOHble ayTUTOPUN U MIOMELICHHUS JJIS1 CAMOCTOSTEIbHON pabOThl YKOMIUIEKTOBAHBI CHICIIMATIM3UPOBAHHOM
MeOeNbI0 U TEXHUYECKUMHU CPEACTBAMH 00yUeHHUsI, CITy>KalllMMU JJIsl TIPeACTaBIeHus yueOHo nHpopManuu
OO0JIBIIION ayTUTOPHH.

[TomereHus: A1 CaMOCTOSITEIbHON PabOThl YKOMITJIEKTOBAHBI KOMIIBIOTEPHOW TEXHUKOM C BO3MOXKHOCTBIO
MOAKITFOYEHHUS K ceTn "UnTepuer” u obecrieueHnEeM JloCcTyna B AIEKTPOHHYIO
nH(pOPMAITMOHHO-00pa30BaTEILHYIO CPey YHUBEPCUTETA.

Jlnst mpoBeieHusl 3aHATHI JICKIIMOHHOTO THIIA UCTIONB3YIOTCS HA0OPBI IEMOHCTPAILIMOHHOTO 000PYI0BaHUS,
00eCIeunBarIe TEeMAaTHIECKUE WILTIOCTPAUU (TIPOEKTOP, HOYTOYK, SKpaH/ MHTEPAKTUBHAS TOCKA).
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20
JluneH3noHHOE ¥ CBOOOHO PAcIIPOCTPaHIEMOE MPOTPpaMMHOE 00eCTIeUCHHE:
Omnepammonnas cuctema Microsoft Windows XP SP3
Omnepanmonnas cucrema "Anst O6pazoBanue”

Kaspersky Endpoint Security mist 6usneca - Cranpaptasiii Russian Edition. 1500-2499 Node 1 year
Educational Renewal Licence

Adobe Photoshop CS3

1C: Ilpennpusarue 8

DNEeKTPOHHBIN nepuoanyeckui cnpaBounuk "Cuctema TAPAHT"
IBM SPSS Statistics 20

ABBYY FineReader 8.0 Professional Edition
CorelDRAW Graphics Suite X3
JAEJIO-tipeanpusitue

ApXHMBHOE A€II0

eDocLib

EOS for SharePoint

Koncynperant [lntoc

[Ipodeccuonanbubie 6a3bl JaHHBIX U MH(POPMAITMOHHBIC CITIPABOYHBIE CUCTEMBI:
1. IPR BOOKS: snextponHo-6ubnnoreunas cuctema. — URL: http://www.iprbookshop.ru

2. KoucynpranT cryneHTa. ['yMaHWTapHbIe HayKd: OJEKTpPOHHO-OMOmuoreunas cucrema. — URL:
https://www.studentlibrary.ru

3. OBC «KoHCynbTaHT cTyneHTa»: KojuleKuuu: MenunuHa. 31npaBooxpaHeHue. ['ymaHu-TapHblE HayKH
(xomrmutekt TamboBckoro I'Y) . — URL: http://www.studentlibrary.ru

4. ObC «YuuBepcuterckas ouomuoreka onnaia» . — URL: http://www.biblioclub.ru

5. DIEKTPOHHBIN Karajor DyHIaMEeHTaIbHON OnOIMOTEeKN TI'V. - URL:
http://biblio.tsutmb.ru/elektronnyij-katalog

6. FOpaiiT: anexTponHo-OnbOHoTeuHas cucrema. — URL: https://urait.ru
7. CnpaBounas mpaBoBasi cuctema "KoncynsranT mtoc". — URL: http://www.consultant.ru

JyIeKTpPOHHAs HH(POPMALIMOHHO-00pa3oBaTesIbHas cpeaa
https://auth.tsutmb.ru/authorize?response type=code&client id=moodle&state=xyz

BsaumogeiictBue mnpemnogaBarensi M CTyAEHTa B Iporecce OOy4YeHHs] OCYIIECTBISETCS MOCPEACTBOM
MYJIBTUMEIUNHBIX, THIIEPTEKCTOBBIX, CETEBBIX, TEJICKOMMYHUKALMOHHBIX TEXHOJIOTHH, MCHOIb3yEeMbIX B
AIIEKTPOHHON MH(POPMAIIMOHHO-00pa30BaTeIbHOM Cpelle YHUBEPCUTETA.



