MHUHHUCTEPCTBO OBPA3BOBAHUS 1 HAYKHM POCCUHMCKOM ®EJEPAIIMA
DenepajbHOE TOCYIAPCTBEHHOE OI0KEeTHOE 00pa3oBaTe/ibHOE YUpek/JIeHHe BbICIIero 00pa3oBaHus

«TOMCKH TOCYJIAPCTBEHHBI YVHUBEPCUTET CUCTEM
VIIPABJIEHUS U PAJTMODJIEKTPOHUK
(TYCYP)

HTYOCYR| e sumprncera
‘1" UNIVERSITY JlupexTop nenapraMmeHTa 00pa3oBaHuUs

Moy saauT NOQMTHCES 3ASKTIOHMEOR NOINWCRH
Ceprugamar: 1obcfala-5laf-448-aef0-5584d2fd4820
Bragesey: Tpoawm Magen Edmpmosms

LeacTaatengs: ¢ 1001, 2016 no 16092010

PABOYA S ITPOI'PAMMA TMCHUITJIMHBI
denonpousBoacrso

VYpoBeHb 00pa3oBaHus: BbIcIee 00pa3oBaHue - fakajgaBpuaT

Hampasnenue noaroroBku / cneruanbHOCTh: 39.03.02 ConnajabHas padora

Hanpasnennocts (npoduip) / cnenmanuzanus: CouuaibHasi padéoTa ¢ pasjH4YHbIMU KaTeropusiMH
HaceJeHUs

®dopma 00ydeHUs: 3a09HAA

®akynpreT: 3uB®, 3204HbIN M Be4epHUil (PpaKyJIbTEeT

Kagenpa: UCP, Kagenpa ncropuu u connajbHoi padoTbl

Kypc: §

Cemectp: 9

YuebOnsrit man Habopa 2014 roma

Pacnipenenenne pabouero BpemeHu

Ne Bunsl yaeOHOI A€ATEIBHOCTH 9 cemectp Bcero Enununner
1 Jlexnuu 12 12 JacoB
2 [IpakTryeckue 3aHATHA 14 14 4acoB
3 Bcero aymuTopHbIX 3aHATHN 26 26 4acoB
4 CamocrosTenpHas paboTa 114 114 4acoB
5 Bcero (6e3 sx3amena) 140 140 4acoB
6 ITonroroBka u cgada 3adeTa 4 4 JacoB
7 OO0m1as Tpy10eMKOCTh 144 144 JacoB
4.0 3.E.

KonTtponbsHabIe paboTh: 9 cemectp - 1
3auet: 9 cemecTp

Tomck 2018
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PilCC.\l()TpCH&l 151 ()ﬂ()(’)pCHLl Ha 3aCCJaHuM Kil(i)ﬁ;{pbl
npotokosn Ne 3 OoT « 23 » 3 2018 1
JINCT COI'TTACOBAHU A

Pabouas mporpamma AUCIUIUIMHBI COCTaBJICHA C y4eTOM TpeOoBaHUHU (enepaabHOTO Trocynap-
CTBEHHOTO 00pa3oBaTeNbHOTO cTaHaapTa Bhiciiero oopazoBanus (CPI'OC BO) no HampaBiieHHIO MOATO-
toBKH (crienmanbHocTh) 39.03.02 ConmanbHas padota , yrBepskaerroro 12.01.2016 roxa, paccmorpeHa u

onoOpena Ha 3acegannu kadenpst UCP « _ » 20 rona, mpoTtokos Ne
PazpaboTunk:
noueHt kag. UCP A. B. Kypenkos

3aBenyromuii odecrieunBaroien kag.
NCp H. A. I'pux

Pabouast mporpaMMa TUCIUIIIMHBI COTJIacOBaHa ¢ (paKkyJIbTETOM U BBITyCKarolel kadenpoii:

Hexan 3uB® H. B. Ocumor
3aBenyromnuii BeITycKaroten kag.

HUCP H. A. I'pux
OKCIEPTHI:

3aBenyrouuii kageapoit HCTOpUH U
comuanbHOU padoTel (MCP) H. A. T'puk

Crapuuii npenonaBatens Kadeapbl
HCTOPHUH M COIIMAITLHON pabOTHI
(1UCP) O. E. Paguenko
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1. lean u 3aga4n AUCHUTLIHMHBI

1.1. lleau TUCUMIIAHBI
®opMHUpOBaHHE CUCTEMHOIO MPEACTABICHUS O METOJaxX, Cocobax M CpeacTBaxX CO3/AaHUS JOKY-
MEHTUPOBAaHHON MH(pOpMaILuH, ee 00pabOoTKH, CUCTEMAaTH3allud U XPAaHEHUs C UCIOJIb30BAaHUEM IIEPCO-
HaJIbHOT'O KOMIIBIOTEPA U HHPOPMAIITMOHHO-KOMMYHUKAaMOHHOM ceTH "HMHTepHet".

1.2. 3amaum AMCHUIIIMHBI

—  PACKpBITh CYIIHOCTh JIOKYMEHTa KaK COIIMOKYJIbTYPHOTO (DEHOMEHA, BUIBI U (PYHKIIUU JIOKY-
MEHTOB;

—  OXapaKTepU30BaTh HOPMATHBHYIO 0a3y COBPEMEHHOTO JICIIONPOU3BO/ICTBA;

—  W3YYHTh NPABUJIA COCTABJICHUS U OPOPMIICHHS JOKYMEHTOB;

—  OTPEACTUTH MOPSIOK IBUKCHHS JOKYMEHTOB, UX CHCTEMATHU3AIMH U XPAHCHHUS;

—  HW3YYHUTh OCHOBBI KOMIIBIOTEPHOH MOATOTOBKH JIOKYMCHTOB;

—  PacKpbITh MOPSIOK PabOThl B MHPOPMAIIMOHHO-KOMMYHUKAIIMOHHOM ceTr "MHTepHeT".

2. Mecto mucuuniuebl B ctpykrype OIIOII
Juctunnuna «Jlenonpoussoactso» (b1.5.26) otHocuTcs k 650Ky 1 (6a30Bast 4acTh).
[TpeamecTBYOIMMMU JUCHUIUIMHAME, (OPMUPYIOIIMMHU HayallbHble 3HAHUSA, SBISIOTCA: 3aHs-
TOCTh HACENeHHs U ee peryinupoBanue, MHpopmarrka, MHPOpMarmonHsie TexHonmoruu, [louck u obpa-
00TKa HHPOPMALUH.
[Tocnenyromumy TUCIMIUTMHAME SIBIISTIOTCS: BeIyckHas kBanudukannonHas padota, [ocymap-
CTBEHHBIE U MYHHIIUIIATbHBIE CITY>KOBI.

3. TpeGoBaHus K pe3yJbTATAM OCBOCHUSI JUCHUIIMHBI

[Tpouecc n3yueHus: AMCUUILIMHBI HapaBjieH Ha (JOPMUPOBAHUE CIEAYIOIIUX KOMIIETEHIUH:

— OIIK-4 cnocoOHOCTBIO HCIOJIB30BATH OCHOBHBIE METOJIBI, CLIOCOOBI M CPE/ICTBA MOIYyYEHUS,
XpaHeHus1, nepepadboTku UH(pOpMaLIMK, HaBBIKU PabOThl C KOMIIBIOTEPOM KaK CPEeICTBOM YIIPaBJICHUS UH-
dopmanueii, B ToM yucie B MHGOpMaIlMOHHO-KOMMYHHKAIMOHHO ceTn "UHTepHet";

B pe3ynbraTe u3yueHus JUCIUIUIMHBI 00Yy4aOLIUICs TOJKEH:

—  3HATh COLMAJIBHYIO CYIHOCTh, BUABI U (PYHKIIUH JTOKYMEHTOB, OCHOBHBIC HOPMAaTUBHBIE TpE-
OoBaHMA B cdepe AeTONPON3BOJICTBA;

—  yMeThb UCHOJb30BaTh OCHOBHBIE METOJIbI, CIIOCOOBI M CPEICTBA MOIYUYCHHS, XpPaHEHUS, Mepe-
paboTKM JOKYMEHTHPOBAHHOW MH(pOPMALINY;

— BJIaJleTh HAaBBbIKAMU IOJIOTOBKH HEOOXOIUMBIX JOKYMEHTOB C MCIOJIb30BAHHEM IE€PCOHAIb-
HOTO KOMITbIOTEpa U HH()OPMAITMOHHO-KOMMYHHUKAITMOHHOU ceTh "MHTepHeT".

4. O0beM JMCHUIIMHBI M BU/IbI y4eOHOH padoThl
OO01ast TpyI0EMKOCTb JUCHUILUINHBI cocTaBisieT 4.0 3aUueTHBIX eIMHUIIBI U IIPECTaBIeHa B Ta0Iu -

ed.l.

%a@mua 4.1 — TpyaoeMKOCTb JUCHUILINHBI

Bunbl yueOHOI nesTeNbHOCTH Bcero yacos CemecTpsl

9 cemecTp

AynuTtopHble 3aHATUSA (BCETO) 26 26
Jleknun 12 12
[IpakTnueckue 3aHATHS 14 14
CamocTtosTenbHas paboTa (Bcero) 114 114
Brinmonnenue noManrHux 3agaHun 26 26
[IpopaboTKa JEKIIMOHHOTO MaTepuaa 12 12
CaMocTosTenbHOE N3y4eHUE TeM (BOIIPOCOB) 58 58
TEOPETUUECKOHN YacTu Kypca
[ToaroroBka K MpakTUYECKUM 3aHATUSAM, CEMUHApaM 14 14
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BrlimotHeHHE KOHTPOJIBHBIX padoT 4 4
Bcero (0e3 ax3aMeHa) 140 140
[ToaroroBka u ciava 3auera 4 4
OO61as Tpy10eMKOCTb, 4 144 144
3aueTHnie EquHuIie 4.0
5. Conepxxanue I1MCUMILIHHBI
5.1. Pa3nenbl AMCUMILIMHBI M BUABI 3aHATHI
Pazniensl TUCIUIUTAHEI ¥ BUBI 3aHATHN PUBEACHBI B Ta0muiie 5.1.
Tabmumma 5.1 — Pa3enbl AUCIUTUIMHBI U BUBI 3aHITHI
_ 0]
= = 2 g 2 g
3 = = g3 -
Haszpanus paznenoB QuCHUIUTMHBL 5‘ ” & E’; § % %
= g s g 0 ==
o, < o M o =
= © M3 s &
9 cemectp
1 JIOKyMEHT KaK COIMOKYJIbTYpPHBII ()eHOMEH. 2 2 4 8 OIIK-4
[TonsiTne nenonpons3BoOACTBA
2 Uctopus genonpousBoactsa B Poccun 4 4 OIIK-4
3 HopmaruBHast 6a3a COBpPeMEHHOT0 J1eJ10- 14 14 OIIK-4
MIPOU3BOICTBA
4 OcHOBHBIC TpeOOBaHUS K 0(OPMIICHHUIO J10- 2 2 4 8 OIIK-4
KYMEHTOB
5 SI3bIK ¥ cTHIIb O(PULIMABHBIX TOKYMEHTOB 8 OIIK-4
6 IlpaBuia coctaBienus u 0hOpMIICHUS Opra- 4 8 OIIK-4
HU3AIMOHHBIX JOKYMEHTOB
7 IlpaBuna coctaBieHus: U 0pOPMIICHHS pac- 2 2 12 16 OIIK-4
MOPSIANTENIbHBIX IOKYMEHTOB
8 [IpaBuia coctaBieHus U 0GOPMIICHUS UH- 2 4 16 22 OIIK-4
(hopMaIMOHHO-CIIPABOYHBIX JIOKYMEHTOB
9 IlpaBuna coctaBneHus U 0hOpMIICHUS KaJl- 0 0 10 10 OIIK-4
POBBIX IOKYMEHTOB
10 IlpaBuiia coctaBieHus: U 0POPMIICHHS 0 0 8 8 OIIK-4
JUYHBIX JTOKYMEHTOB
11 Opraam3arus paboThl ¢ 0OpaIIEeHUIMHU 0 0 6 6 OIIK-4
rpaxaaH
12 [Mopsiaok ABM>KEHMSI IOKYMEHTOB B Opra- 0 0 4 4 OIIK-4
HU3alUU
13 Cucrematu3zanus U XpaHEeHUE TOKYMEHTOB 8 8 OIIK-4
14 KomnproTepHOE 1€T0NPOU3BOJICTBO U 12 16 OIIK-4
OCHOBBHI paboTsl B cetu "MHTepHeT"
Hroro 3a cemectp 12 14 114 140
Uroro 12 14 114 140
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5.2. Conep:xanue pa3aejioB IMCHUILIHHBI (110 JTEKIIASIM)

CopeprkaHue pa3aesioB TUCIUTIINH (TI0 JIEKIUSIM) PUBEICHO B TabmuIie 5.2.

Tabmuua 5.2 — ComepkaHue pa3AenaoB TUCIUILIKH (TI0 JICKITHSIM)

o L=
= 2 =
3 s 5
Z > 5
HasBanus paznenos Coneprkanue pas3enoB JUCLUILINHEI 110 JIEKIHUAM 2 &5
o S E
=3 =
e e g
= S
9 cemecTtp
1 JIokyMeHT Kak [TonsTre 1 mpoucxoxaeHue nokymeHTa. Criocoos! u 2 OIIK-4
COLIMOKYJIbTYPHBIN cpeacTBa TOKyMeHTHpOoBaHUs. DYHKIIUHN U KiIaccupu-
¢enomeH. [lonstue Kalysi JOKyMEeHTOB. Jle0npon3BOICTBO: IOHATHE,
JIEJIONPOU3BO/ICTBA KOMIIOHEHTHI, OpPTraHU3alMOHHBIE (DOPMBI.
Hroro 2
4 OcHoBuble TpeOoBanus |[lonsTue pexBus3ura gokymeHTa. [IpaBuia opopmiie- 2 OIIK-4
K opopMIiIeHHIO HUS PEKBU3UTOB OPraHU3aLMOHHO-PACTIOPSAIUTENb-
JIOKYMEHTOB HBIX JOKYMEHTOB.
Uroro
6 IIpaBuna cocraBnenus |I[loHsTHe opraHn3allMOHHBIX JOKYMEHTOB. CocCTaBiie- OIIK-4
u ohopmIiIeHUS HUE U 0opopMIICHHE YCTaBOB U MosIokeHU. [loaroTos-
OpraHU3al[MOHHBIX Ka ¥ opopmiieHre HHCTPYKIUHA. OcOOEHHOCTH MOATOo-
JOKYMEHTOB TOBKH U 0()OpMIICHUS] OpraHU3aIIMOHHBIX KaJAPOBBIX
nokymeHToB. CocTaBieHue U 0(popMIIEHHE JJOTOBO-
pOB.
Hroro 2
7 IlpaBuna coctaBnenus |[loHsTHe 1 001U TOPSAOK MOATOTOBKH pacHoOpsau- 2 OIIK-4
1 oopMIICHUS TEJIbHBIX TOKyMeHTOB. [Ipukas, pacrnopsokenue, yka-
pacnopsAUTEIbHBIX 3aHue: TpeOOBaHMS K COCTABIICHUIO U 0(hOPMIICHHIO.
JIOKYMEHTOB Pemenue u nocraHoBneHue: TpeOOBaHUS K COCTaBIIe-
HUIO U 0(pOPMIIEHHUIO.
Hroro
8 [IpaBuna coctaBnenust |[loHsaTre MHPOPMAITMOHHO-CIIPABOYHBIX TOKYMEHTOB. OIIK-4
u ohopmIiIeHUS CocTtaBnenue u 0opMIIEHHE CITY>KEOHOTO MUChMA,
MH(POPMALMOHHO- IIPOTOKOJIOB, aKTOB, JOKJIAIHBIX, O0BSICHUTEIbHBIX U
CIPaBOYHBIX JOKYMEHTOB | CIIy:Ke€OHBIX 3anucoK. CocTaBieHue u opopmieHne
CIIPaBOK, 3aKJIFOUEHUH, TenedoHorpaMM U (HaKcoB.
Hroro 2
14 KomnrorepHoe OcCHOBHBIE IPEUMYILECTBA KOMITBIOTEPHON OATOTOB- 2 OIIK-4
JIEJIONPOU3BOJICTBO U KM ToKyMeHTOB. [IpaBuiia opopmiieHns: JOKYMEHTOB B
OCHOBBI pa0OTHI B CE€TH | TEKCTOBOM peaakrope Microsoft Word. [Topsinok pa-
"UnTepuer” 00Tl B MH()OPMAITMOHHO-KOMMYHHKAIMOHHOW CETH
"Untepuer".
Hroro
Hroro 3a cemectp 12

5.3. Paznenbl AUCHUILVIMHBI U MEKIUCIMIVIMHAPHBbIE CBSI3H € 00ecneYnBAKIIMMH (TpeabIy IUMH)

H 00ecreunBaeMbIMU (HOCJIe}:[yIOIl[I/IMI/I) AUCHUIIVIMHAMHA

Paziensl AUCIIUTUIMHBI M MEKIUCITUTUIMHAPHBIC CBSI3M C 00€CTICUMBAOIIMMU (TIPEABIAYIIUMA) H
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obecreunBaeMbIMH (ITOCIETYIOMUMHI ) TUCIUTUTHHAMH MTPEICTaBICHBI B Tabmie 5.3.
Tabmuma 5.3 — Pa3aenbl AMCHUIUIMHBL U MEXIUCIIUIUIMHAPHBIE CBS3H

Ne pasnennoB JaHHOM TUCHUIUTHHEL, IS KOTOPBIX HEOOXOIUMO H3YUYCHHE
00ecrneynBaroInX U 00eCIIeYNBAEMBIX JUCIIUILUIAH

1 2 3 4 5 6 7 8 9 |10 | 11 | 12 | 13 | 14

[IpenmecTByronme qUCUUILIHHBI

HaunmenoBanue
JTACIIUILIAH

1 3ansaTocTh Hacelne-

HUS U €€ PEeTyInpo- + |+ |+
BaHME
2 Nndopmarnka + +
3 UndopmanmuoHHbie N
TEXHOJIOTHH
4 Tlouck u obOpa- n N
60TKa nHpOpMALIUU

[Tocnenyromume TUCIUITITUHBL
1 BeinyckHast KBaju- i n . N

(bukarmonHas pabota

2 T'ocymapcTBeHHbIE
Y MYHHIIUTITbHBIC + | + + |+ |+ |+
CITYXObI

5.4. CooTBeTCcTBHE KOMIIETEeHUM I, opMHUPyeMbIX TP M3YyYEeHUH TUCHUILIUHBI, 1 BU0B 3aHATHI
CootBercTBHE KOMIETEHLUH, (HOPMUPYEMBIX MPHU H3YyYECHUM AUCLUUIUIMHBI, W BHJIOB 3aHATUN
npezcTaBiIeHo B Tabmuie 5.4.
Tabmuma 5.4 — CoOTBETCTBHE KOMITETCHIINHA, ()OPMUPYEMBIX MTPU W3YYCHUU NTHUCHIUILIAHBI, U BUIAOB 3aHS -

TN

§ Bunnl zanstuit

=t .

i = S

(] < < q)

£ o rq S, OPMBbI KOHTPOJIS

= Q v .

= = < =

S = 8

~ =

OIIK-4 + + + Howmamnee 3ananne, Koncnekr

camomnoarotoBku, [IpoBepka
KOHTPOJIbHBIX pabot, Onpoc Ha
3aHATUAX, 3aueT, TecT

6. UnTepakTBHBbIE MeTOABI M (GOPMBI OPraHN3aLMU 00yYeHH s
He npenycmorpeno PVYII.

7. JIaGopaTtopHbie padoThI
He npenycmotrpeno PVYII.

8. [IpakTHYeckue 3aHATHSA (CEMUHAPHI)
HaunmeHnoBaHMe MpakTHUECKUX 3aHATUIA (CEMUHAPOB) IPUBEACHO B Tabmmiie §.1.
Tabmuia 8.1 — HauMeHOBaHUE MPAKTUYCCKUX 3aHATHI (CEMHUHAPOB)

Hazpanus pa3acioB HaumeHnoBanue MPAKTHUYCCKUX 3aHATUMN (CeMI/IHapOB)

TpynoeMKoCTb,
q
dopmupyembie
KOMIIETEHIIUT
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9 cemecTtp

1 JIokyMeHT Kak JIOKyMEHT KaK COIIMOKY/IbTYpHBIH henomen. [lonsrue 2 OIIK-4
COLMOKYJIbTYpPHBII JIeJI0TIPON3BO/ICTBA
¢denomen. [lonstue Vitoro 2
JIeJIOTIPOU3BOJICTBA
4 OcHoBHbIe TpeboBanus | OCHOBHBIE TPEOOBaHUS K OPOPMIIEHHUIO JOKYMEHTOB OIIK-4
K 0(OpMIICHHIO Hroro
JIOKYMEHTOB
6 IIpaBuna cocraBnenus |IIpaBuina coctaBieHus U 0(hOpMIIEHUS] OpraHU3alUOH- 2 OIIK-4
1 oopmiieHus HBIX JOKYMEHTOB
OpraHMU3alMOHHBIX Virtoro 2
JIOKYMEHTOB
7 IlpaBuna coctaBnenus |IlpaBuna coctaBieHus U oQpOpPMIIEHUS PACTIOPSIU- 2 OIIK-4
U 0 opMIICHUS TEJIbHBIX IOKYMEHTOB
pacnopsAUTEIbHBIX Virtoro 3
JIOKYMEHTOB
8 IlpaBuna cocraBnenus: |IIpaBuna cocraBiaenus U opopmiieHust HHPOpPMALIU- 4 OIIK-4
U oopMIICHUS OHHO-CIIPABOYHBIX JOKYMEHTOB
UH(POPMALTMOHHO- Wroro 4
CIPaBOYHBIX JOKYMEHTOB

14 KomnbrorepHoe KommnbroTepHOe 1e10npon3BOACTBO U OCHOBBI Pa0OThI 2 OIIK-4
JEJIONIPOU3BOACTBO U B cetu "MHTepHer"

HOBBI THI B CETH

f')c 0 pa(zo ce Uroro 2

HNurepHer
Hroro 3a cemectp 14

9. CamocTrosiTesqibHasi paboTa
Buzbl camocTosTenbHOI paboThl, TPYAOEMKOCTh U ()OPMUPYEMbIE KOMIIETCHIIUY TIPEICTABIICHBI B

tabmune 9.1.
Tabmuua 9.1 — Buasl caMOCTOSATENBHOM pabOThI, TPYIOEMKOCTh M JOPMHUPYEMbIE KOMIETEHIIUN
3 z 5
2 = =
) O =
Bunael camocrosTensHON = > 0
HasBanus paznenos 3 = @opMbI KOHTPOJIS
paboThI g s 2
=3 =
al o g
= S
9 cemecTp
1 JIokymMeHT Kak [ToaroroBka k mpakTuue- 2 |OIIK-4 3auet, Onpoc Ha 3aHATHUSAX,
COLIMOKYJIbTYPHBIN CKHMM 3aHSTUSAM, CEMHHA- Tect
¢denomen. [lonstue pam
ACTOTPOM3BOACTEA [TpopaboTka JIEKITMOHHOTO 2
MaTepuana
Hroro
2 Uctopus CamocrosTenbHOE U3yde- OIIK-4 3aueTt, KoHCnekT camono-
JIEJIONPOU3BO/CTBA B HHUE TeM (BOMPOCOB) Teope- TOTOBKH, TecT
Poccun TUYECKOM YacTH Kypca
Hroro
3 HopmatuBHas 6a3a BrinosiHeHre KOHTPOJIBHBIX OIIK-4 3auet, KoHcnekt camomnoi-

COBPEMEHHOTO

pabot

roroBku, [Iposepka
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JIeJIOTIPOU3BOJICTBA CamocrosTrenbHOe n3yue- 10 KOHTpPOJIBHBIX paboT, Tect
HHUE TeM (BOIPOCOB) TEOpE-
THYECKOW 4acTH Kypca
Hroro 14
4 OcHoBHble TpeOoBanus |[loaroroBka k npakTuye- OIIK-4 3auet, Onpoc Ha 3aHATUSX,
K 0()OpMIIEHHIO CKHM 3aHSATHUSAM, CEMUHA- Tect
JIOKYMEHTOB pam
[TpopaboTka JIEKITMOHHOTO 2
Marepuana
Hroro 4
5 S3BIK U CTUIIB CamocTosTenbHOE U3yye- OIIK-4  |3auert, Koncnekr camonos-
ouLmaIBbHBIX HUE TeM (BOIPOCOB) Teope- roTOBKH, Tect
JIOKYMEHTOB TUYECKOHM 4acTu Kypca
UTtoro 8
6 IIpaBwiia cocraBnenus u | [loaroroBka k mpakTuye- 2  |OIIK-4 3auet, Onpoc Ha 3aHATHUSAX,
oopmieHus CKHM 3aHATHUSM, CEMUHA- Tecr
OpraHU3allMOHHBIX pam
OKYMEHTOB
JOKYM [TpopaboTka JIEKITMOHHOTO 2
Mmarepuaia
UTtoro 4
7 IlpaBuiia cocrasiieHus U | I[lonroroska k npakruye- OIIK-4 JlomaiiHee 3agaHue, 3auer,
odopmiieHus CKHM 3aHATHUSAM, CEMUHA- Omnpoc Ha 3ansTusx, Tect
pacnopsAUTEIbHBIX pam
OKYMEHTOB
AOKYM [TpopaboTka JIEKIIMOHHOTO 2
Marepuana
Brinmonnenne noMamnrHux 8
3a1aHUI
Hroro 12
8 IIpaBuna coctaBnenus u | lloaroroeka k mpakrtuye- OIIK-4 JlomaiHee 3a1aHue, 3ader,
oopmienus CKHM 3aHATHUSIM, CEMUHA- Omnpoc Ha 3anaTHIX, Tect
MH(OPMaIMOHHO- pam
NPaBOYHBIX JOKYMEHTOB
clipaBo AOKYMEHTOB | TTh0pa6oTka TeKIHOHHOTO 2
MaTepuaina
BrinosnHeHne JOMAIIHUX 10
3aaHuN
Hroro 16
9 IlpaBuna coctaBneHus u | CaMOCTOSTENBHOE U3Yy4e- 10 |OIIK-4 3auet, KoHcniekT camonop-
odopMIICHUS KaJIpOBBIX | HUE TEM (BOMPOCOB) TEOpe- roToBKH, TecT
JIOKYMEHTOB TUYECKOHM 4acTu Kypca
Hroro 10
10 ITpaBuna cocraBnenust | CaMoCTOSATENbHOE U3yYe- OIIK-4  |3auert, Koncnekr camono-
U 0(OpMIIEHHSI IMUHBIX  |HUE TeM (BOIPOCOB) TEOpe- rOTOBKH, TecT
JIOKYMEHTOB TUYECKOM 4acTu Kypca
Hroro
11 Opranuzanus pabotsl ¢ | CaMoCTOsATENbHOE U3yYe- 6 |OIIK-4 3aueTt, KoHCnekT camono-
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oOpallleHusIMU TpakJlaH | HHE TeM (BOIIPOCOB) TeOpe- roToBku, Tect

TUYECKOM YacTH Kypca

Hroro
12 Ilopsaok nBMKEHUS CamocrosTenbHOE U3yde- OIIK-4 3aueTt, KoHCnekT camono-
JIOKYMEHTOB B HUE TeM (BOTPOCOB) Teope- rotoBku, Tect
OpraHu3aINN TUYECKOM YacTh Kypca

Hroro 4
13 Cucremarusanusa u CamocrosiTeTbHOE U3yue- OIIK-4 3adeT, KOHCIIEKT caMoIToI-
XPaHEHHE TOKYMEHTOB HUE TeM (BOIPOCOB) TeOpe- roroBku, Tect

TUYECKOM YacTu Kypca

Hroro
14 KoMmeroTepHOE IToaroroBka K mpaxkTuye- 2 |OIIK-4 JlomaiiHee 3ajaHue, 3auer,
JIETIOTIPON3BOICTBO U CKHM 3aHSATHSAM, CEMHUHA- Ompoc Ha 3aHsATHAX, TecT
OCHOBHI pa0OTHI B CETH pam
"UnTepuet"

CpHe [TpopaboTka JIEKIMOHHOTO 2

Marepuaa

Brinmonnenne noMamrHux 8

3aJaHui

Hroro 12
Hroro 3a cemectp 114

[ToaroroBka u cnava 3ayera 4 3auer
Hroro 118

10. KypcoBas padora (IpoeKT)
He npenycmorpeno PVYIIL.

11. PeiiTuHroBasi cucreMa JJisi OLlEHKHU YCIIeBaeMOCTH 00y4aroumuxcst
PeittuHroBas cucrema He UCIIOIB3YETCA.

12. YueOHO-MeTOAUYecKOe U MHGOPMANIMOHHOE 00ecnieYeHrue TUCIHIIINHBI

HUK. - M. : FOpaiir, 2012. - 576 c. (mamuuue B 6ubimoreke TYCVYP - 26 3k3.)

12.1. OcHoBHas JuTepaTypa
1. enomnpousBonactBo: YueOHoe nocodue / Kazakesuu JI. U. - 2018. 132 c. [DnexTpoHHBIH pe-
cypc] - Pexxum nocryma: https://edu.tusur.ru/publications/7542 (nara obpamenus: 18.06.2018).

12.2. lonostHUTEILHAS JIATEPATYpa
1. Ky3nenor U. H. JlokymeHTannonHoe obecrieueHrue yrpaBaeHus U JISIONPOU3BOJICTBO : yueo-

2. Makaposa H. B., Hukonaituyk I'. C., TutoBa 0. ®@. KommnbproTepHOE AEI0MPOU3BOACTBO :
yaebHoe mocobue. - CIIO. : [Turep, 2005. - 410 c. (Hanuuue B 6ubmotexke TYCYP - 10 3k3.)

12.3. YueOHO-MeTOAUYECKHE MTOCO0OU

12.3.1. O6s3aTe/ibHbIE Y4eOHO-METOAMYECKHE MOCOOUs
1. enonpou3BoAcTBO: Y4eOHO-METOMUECKOE TOCOOUE ISl IOATOTOBKH K MPAKTUYCCKUM 3aHsI-

TUSIM U caMmocTosTenbHON padoTel / KypenkoB A. B. - 2018. 15 c¢. [DnekrpoHHBI pecypc] - Pexxum no-
cryma: https://edu.tusur.ru/publications/7822 (nata oopamenus: 18.06.2018).

12.3.2. YueOHO-MeTOAMYECKHE IIOCOOMS 1JIsl JIMI € OTPAHMYCHHBIMH BO3MOKHOCTSIMH 3/10POBbS H
HHBAJIUI0B
Y4eOHO-MeToqMueCKue MaTeprabl sl CAMOCTOSTEIbHON U ayTUTOpPHOM paboThl 0Oyyaromumxcs
M3 49rcJia JuI ¢ OTpaHUYCHHBIMH BO3MOXHOCTAMU 3J0POBbA U MHBAJIIMJIOB IIPECAOCTABIIAIOTCSA B (bopMax,
a/IalITUPOBAHHBIX K OTPAaHMYEHUSIM UX 3/I0POBbsS U BOCIIPUATHUS HH(OPMAIIHH.
JLJ1s1 1ML ¢ HAPYIIEHUSIMU 3PEHUS:
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- B (hopMe IIEKTPOHHOTO TOKYMEHTA;

- B IIeYaTHOW (hopMe YBEITMUECHHBIM HIPUPTOM.

JIJ1s1 JIMI ¢ HAPYIIEeHUSIMH cJIyXa:

- B (hopMe INIEKTPOHHOTO IOKYMEHTA;

- B Ie4aTHoOU hopme.

JIJ1s1 JIMI ¢ HAPYLIEHHUSIMH OTIOPHO-IBHIaTeJILHOTO anmapara:
- B (hopMe INIEKTPOHHOTO IOKYMEHTA;

- B ITe4aTHOU hopme.

12.4. IlpodeccnonasibHbie 6a3bl JAHHBIX U HHGPOPMALNIMOHHBbIE CIIPABOYHbIE CHCTEMbI
1. CnpaBounas npaBoBas cuctema "KoncynbrantlImroc"
2. CunpaBounas npasoBas cuctema "['apant"

13. MaTtepuajibHO-TEXHUYECKOe o0ecnedyeHue NUCIUILINHBI U TPpedyeMoe MPporpaMMHoe
o0ecneueHmne

13.1. O6uue TpedGoOBaHMS K MATEPHAJBHO-TEXHUYECKOMY H IPOrPAMMHOMY 00ecrie4eHHI0
AUCHMILTUHBI

13.1.1. MaTepuaJbHO-TEXHHYECKOE H IPOrPaMMHoOe o0ecnedyeHne ISl JICKIIMOHHbIX 3aHATHH
Jlns mpoBeieHus 3aHATUH JIEKIIMOHHOTO TUIIA, TPYIIIOBBIX M MHIAWBUYaIbHBIX KOHCYJIbTALIUH, TE-
KYILEr0 KOHTPOJISL U MPOMEXKYTOUHON aTTECTALMU UCTIONb3YyeTcs yueOHasi ayTUTOpUs ¢ KOTUUECTBOM I10-
CaJIOuYHBIX MeCT He MeHee 22-24, 000pyAoBaHHAs TOCKOM M CTaHAApTHOW ydeOHO# mebenbro. Mmerores
JIEeMOHCTpaIMOHHOE 000pyI0BaHNUE U yUeOHO-HAITIIIHBIE TOCOOMS, 00ecIeunBaroIIie TeMaTHIeCKUe Uil -
JIOCTPALIMHU 10 JIEKLIMOHHBIM pa3ieiaM JTUCIUIUINHBI.

13.1.2. MaTepuaibHO-TEXHMYECKOE M IPOrpPaMMHOe o0ecreyeHne I NPAKTHYEeCKUX 3aHATHI

VYueOHast aymuTopust

yueOHas ayIuTOpus AJIs NPOBEICHHs 3aHATUI MPAKTUYECKOro THIA, yuyeOHast ayuTOpus AJIs PO -
BEJCHUSI 3aHATUI J1a0OpaTOpPHOro TUMa, yueOHas ayAuTOpus Ul MPOBEACHUS 3aHATHUH CEMHHAPCKOrO
THUIIA, TOMEILEHUE [T IPOBEICHUS TPYNIOBBIX U MHAWBUAYAIBHBIX KOHCYJIbTALIUH, OMEIEHUE I IIPO-
BEJICHUSI TEKYILIETO KOHTPOJIS ¥ IPOMEXYTOUYHON aTTeCTalluu

634050, Tomckas o6nacts, T. Tomck, Jlennna npocnexr, a. 40, 305 ayn.

Onucanune UMeroIerocs 000py10BaHUs:

- Komnetorepsr;

- Kommutekt crienmanusupoBanHoi yueOHOW Mebenu;

- Pabouee mecTo mpemnoiaBares.

[IporpamMMHoOe obecrieueHue:

— Google Chrome

— Microsoft Windows

13.1.3. MarepuajibHO-TeXHHYECKOE U MIPOrPaMMHoOe o0ecrnedyeHue 1Jisl CAMOCTOSATeIbHOW padoThI
Jiis caMoCTOsTENbHON pabOThl MCIIONB3YIOTCS y4eOHBIE ayAUTOPHH (KOMITBIOTEPHBIE KIIACCHI),
PacIoJIOKEHHBIE TI0 aJIpecaM:
- 634050, Tomckast o6macTs, r. Tomck, Jlenuna npocnexr, a. 40, 233 ayn.;
- 634045, Tomckas obmacts, T. Tomck, yin. KpacHoapmeiickas, 1. 146, 201 ayn.;
- 634034, Tomckast 06nacTh, r. Tomck, Bepmmnuna ynuua, 1. 47, 126 ayn.;
- 634034, Tomckast obmacTs, T. Tomck, Bepmmanna ymuma, 1. 74, 207 aya.

CocTtaB 000py/IOBaHUSA:

- yueOHast mebenb;

- komneroTepsl kinacca He Hke [I9BM INTEL Celeron D336 2.81'T. - 5 miT.;

- KOMOBIOTEPHI MOJIKIIOYCHBI K ceTh «/HTepHeT» U 00eCleYnBarOT JOCTYI B AJIEKTPOHHYIO HH-
(hopManMOHHO-00pa30BaTEIbHYIO Cpely YHUBEPCUTETA.
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[lepeyeHp MPOrpaMMHOTO OOECTICUCHUSI:

- Microsoft Windows;

- OpenOffice;

- Kaspersky Endpoint Security 10 ais Windows;
- 7-Zip;

- Google Chrome.

13.2. MaTepuaibHO-TeXHHYecKoe o0ecnieueHre TUCHMIIIMHBI VIS JIMI[ C OFPAHMYeHHBIMH
BO3MOKHOCTSIMH 3/10POBbSI 1 HHBAJIN/I0B

OcBoeHuE NUCHMIUIMHBI JUIAMUA C OTPAaHUYEHHBIMH BO3MOXKHOCTSIMH 3JI0POBbSI U MHBAJIUAAMU
OCYILECTBIISIETCS C UCIIOIb30BAHUEM CPEIACTB 00ydeHHs OOIIEro U CHEeUaIbHOI0 Ha3HAUYeHUS.

[Tpu 3aHATHAX ¢ O0YYAIOUIMMHUCS ¢ HAPYIIEHUAMH CJIyXa MPeyCMOTPEHO UCIIOJIb30BaHUE 3BYKO-
YCUJIMBAIOILEH anmapaTypbl, MyJIbTUMEIUHHBIX CPEICTB U JPYTUX TEXHUYECKUX CPEACTB IIpUeMa/nepena-
4yi y4yeOHOM nH(POPMALIUU B TOCTYIHBIX (PopMax, MOOMIIBHOM CHCTEMBI ITPETIoIaBaHus il 00YJatOLTHXCSI
C MHBAJIUAHOCTbIO, IOPTATUBHOM MHIYKIIMOHHOHN cCHCTEMBbl. YueOHas aynuTOpHUs, B KOTOPOH 3aHUMAIOTCS
oOydJarolyecs: ¢ HapylIEeHHEM CllyXa, 000pYy/I0BaHA KOMITBIOTEPHOW TEXHHMKOM, ayAMOTEXHUKOH, BUICO-
TEXHUKOMU, AJICKTPOHHOM JTOCKOH, MYJIbTUMEIUMHON CUCTEMOM.

[Tpu 3aHATHAX ¢ 0OYUYAIOLUIMMUCS ¢ HAPYLIEHUSIMU 3PEHUSAMM IIPETYCMOTPEHO HUCIIOJIb30BaHUE B
JIEKIIMOHHBIX U YYEOHBIX ayAUTOPHUAX BO3MOKHOCTH IPOCMOTPA YAAIEHHBIX 0OBEKTOB (HAIIpUMep, TEKCTa
Ha JIOCKE WM CJIaiijia Ha SKpaHe) P TOMOIIM BUACOYBEINIUTENEH A1 KOM(POPTHOTO IPOCMOTPA.

[Tpu 3aHATHAX ¢ O0YYarOUMMHCS ¢ HAPYLIEHUSIMM ONOPHO-ABUIaTeJbHOI0 ANNAPATA HCIOJIb-
3YIOTCS aJbTEPHATUBHBIC YCTPOHCTBA BBO/IA HH(OPMAIIMHK U IPYTHE TEXHUUECKUE CPENICTBA ITpreMa/mepe-
Jau yuyeOHOM MHpOpMaluu B AJOCTYIHBIX (opMax, MOOMIIBHOW CHCTEeMbl OOy4eHUs JUIs JIOAEH ¢ UHBa-
JIMTHOCTBIO.

14. OueHouyHble MaTepUAJIbI U METOAMYECKHE PEKOMEHAAIUH 110 OPTraHU3aluU U3yYeHHUs
AUCHUTLTHHBI

14.1. Conepmalme OLCHOYHBIX MATCPHAJIOB U METOANIECCKUEC PEKOMECHAAIIUH
I[J'ISI OLICHKHK CTCIICHU C(bOpMI/IpOBaHHOCTI/I H YPOBHA OCBOCHHA 3aKPCINNICHHBIX 3a ﬂHCHHHHHHOﬁ
KOMITC TEHITHUM HCIOJIB3YIOTCA OCHOYHBIC MaTCpHUajibl B COCTABE!

14.1.1. TecToBble 3agaHus

1. ToroBuTCS mMpHUKa3 MO OCHOBHOM JesTenbHOCTH. Kakoe neficTBue HEOOXOOMMO MPEeaNpUHSATh
JUTSL TToJTydeHus nHbopMauu o6 aBTope JOKyMeHTa?

a) 3apuKkcupoBaTh CBENIEHHUS 00 yUpEkIeHUH, KOTOPOE SBJISETCS aBTOPOM JIOKyMEHTa

0) opopMUTH PEKBU3UT "HAUMEHOBAHNE OPraHU3AINH - aBTOpA JOKyMeHTa"

B) 0(OPMHTH PEKBHU3HT "CIIpaBOYHBIE JaHHBIE 00 OpraHu3anuu’

r) obopMuUThH peKBU3UT "aapecatr"

2. OcymecTBIsieTCs MOAr0TOBKA pacnopsbkeHus. Kakoe nefictBre HEOOXOOMMO MPEeIIpUHATD IS
HOJTY4eHUs: HH()OPMAIMK O CONIACHH JOJKHOCTHOTO JIMIIA C COAEPKaHUEM IIPOEKTa JOKyMeHTa?

a) opOpMHUTH peKBU3HT "BH3a"

0) opopmMuTh pekBU3UT "anpecar"

B) 0pOPMHTH PEKBHU3UT "OTMETKA 00 HcroaHuTENE"

r) 0hOpMUTH PEKBU3UT "OTMETKA O KOHTpoJie"

3. Kakum 006pa3zoM HY>KHO UCIIOJIb30BaTh TEXHOTPOHHBIHM CIIOCO0 MOTyueHHs! TOKYMEHTHPOBAaHHOM
uHbopMam?

a) HY’KHO COCTaBJIATh U O(OPMIISATH TOKYMEHTBI ITyTeM THCHEHUS

0) HY>KHO COCTaBJISITh U OPOPMIISTH JOKYMEHTHI ITyTeM HauepTaHuUs

B) HY’KHO COCTaBIISITh U OYOPMIIATH JOKYMEHTHI ITyTeM BbICEKaHHUs

') HY’)KHO COCTaBJISATh U 0QOPMIISITh TOKYMEHThI Ha IIEPCOHAILHOM KOMITbIOTEpE

4. ToroButcs ciyxebHoe nucbMo. Kakoe neiicTBue HEOOXOOMMO NMPENNpPUHATH JUIS MOTYYESHUs
uHbopMaIuK 00 yUpexJaeHUH, B KOTOPOE HAIIPABIISAETCS JAHHBIN TOKYMEHT?

a) 0pOPMHUTH PEKBU3UT "CIIPaBOYHBIE TaHHBIE 00 OpraHu3anuu’

0) opopMUTH peKBU3UT "Tpu coriacoBaHus JOKyMeHTa"

B) 0OpMHTH PEKBHU3HT "aapecar”
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') IOMETUTH Ha JIOKYMEHTE aJpecC yUPEKICHUSI

5. Kakum 00pa3oM HYXHO OCYIIECTBIISITH XpaHEHUE JTOKYMEHTHPOBAHHOW MH(OpMAIMU B CTPYK-
TYpHOM IOJpa3AEICHUU?

a) TOKYMEHTBI JOJKHBI OBITh CTPYIIIMPOBAHBI B J€JI0, MMOMEILIEHBI B 3amUparomuecs mkapsl U
ceildnl

0) TOKYMEHTBI JJOJKHBI OBITH CTPYNITHUPOBAHBI B TOMA, TTOMEIIIEHBI B 3aIUPAIOIINAECS MKa(bI

B) JIOKYMEHTHI JIOJKHBI OBITH CTPYIIITUPOBAHKI B OJIOKH, TOMEIICHBI B 3aMUPAIOIINECS ITKA(BI

') JOKYMEHTBI JJOJKHBI ObITh pacipe/ieNieHbl 10 MankaM U MOMENIeHbI B ceidbl

6. Kakum 00pazoM HY)XHO OCYIIECTBJIATH NMEPBUUHYIO 00paOOTKY MOCTYMUBIIEH TOKYMEHTHUPO-
BaHHOUW MHMOpMAIIH?

a) IPOBEPUTH NPABUIBHOCTD JOCTABKHU, IIPOCTABUTh PEKBU3UT "OTMETKA O KOHTpose"

0) mpoBepUTh MPABWIBHOCTH JOCTaBKU, MPOCTaBUTh PEKBHU3UT "OTMETKA O MOCTYIUICHUU JIOKY-
MeHTa"

B) 3apEruCTPUPOBATH HH(HOPMAIIHIO

T) epenath MHGOPMALIHIO HA XpaHEHUE

7. HeoOxomuMo BBecTH MH(pOpPMAIUIO B KOMITbIOTEp. Kakue ycTpoicTBa NIl 9TOTO CIEAyeT HC-
MOJIb30BaTh?

a) CKaHep M MBIIIh

0) npuHTEp U TPEKOOIT

B) MBIUIb U KJIABUATYPY

I') CKaHEep U KJIaBUATypy

8. UTo HE0OX0aIMMO OCYIIIECTBUTD /IS BBIICTIEHUS a03aia TekcTa B peaakrope Microsoft Word?

a) YCTaHOBHUTH Kypcop Ha Jiro060e MecTo ab3alia v MIeNIKHYTh JICBOM KHOIIKON MBITITH

0) yCTaHOBUTH KypCOp Ha JIF000€ MECTO ad3alia v TPHK/IbI MICIKHYTh JIEBOH KHOIKON MBIIITN

B) YCTAaHOBUTH KypCOp Ha IOJIE CJIeBa OT ad3alia M IBaX/IbI IEJIKHYTh JIEBOW KHOMKOW MBIIIN

T') LEJIKHYTh JIEBOM KHOIKOM MBIIIH B Hayase ad3ala v, He OTIycKasi MBIIIH, IPOTAHYThH /10 KOHIA
ab3arna

9. Kakue neiicTBusi HEOOXOIUMO MPEANPUHATH AJISL TOTO, YTOOBI CKOMUPOBATh (PPAarMEeHT TEKCTa B
penakrope Microsoft Word?

a) BBITIOJTHUTH KOMaHy "KOMUPOBaTh'" M3 MEHIO "mpaBka"

0) BBIIOTHUTH KOMaHy "3aMEHUTH" U3 MEHIO "mpaBka"

B) BBIJICJIUTH (DparMEHT U BHITIOJTHUTH KOMaHy "KOMUPOBaTh' M3 MEHIO "mpaBka"

T') BBIIIOJHUTHh KOMaHly "BCTaBUTH" U3 MEHIO "mipaBKa"

10. Kakoe neiicTBHe HEOOXOAMMO MPEANPHHATH IS 3alycka MPOrpaMMbl Ha TMEPCOHAIBHOM
KOMIbIoTEpE?

a) LIEJKHYTh IPaBOM KHOMKON MBIILIH 110 3HAUKY Ha pabodeM cToJje

0) 1Ba pasa HIENKHYThH MPaBOM KHOIKON MBIIIH 110 3HAYKY Ha pabodeM cToje

B) /IBa pa3a IEJIKHYTh JIEBOM KHOIMKOW MBIIIN MO 3HAYKY Ha paboyeM cTojie

I') MIEJIKHYTH JIEBOM KHOIKOM MBIIIH 110 3HAYKy Ha paboyeM cTole

11. Kakoe neiicTBre HEOOXOAUMO MPEINPUHSATE JJIS TOTO, YTOOBI IEPEMECTUTh OKHO MPOTPaMMBbI
MIEPCOHAIBHOTO KOMIIbIOTEpa?

a) MOCTaBUTh KypCcop B LIEHTP OKHA M Ha)KaTh HA IPAaBYIO KHOMKY MBIIIN

0) HaBECTH MBIIIbL HA CTATYC-CTPOKY U MEPETALTUTH

B) HABECTH MBIIIb HAa TPAHUILY U NIEPETALIUTh

') HABECTH MBIIIH Ha 3aT0JIOBOK OKHA U TIEPETaIIHUTh

12. Yto HeoOXoauMo crenaTh Il CO3AaHMs TaOIUIbl B TEKCTOBOM penakrope Microsoft Word ¢
3aJIaHHBIM YUCJIOM CTPOK M CTONOIIOB?

a) BBITIOJIHUTh KOMaHAY "BCTaBUTH TaOMMIYy" w3 MeHIO "Tabnuia'", B mojie "4ucio cToyionoB" u
"qucio cTpok" 3a/1aTh HEOOXOMUMBIEC 3HAYCHHUS

0) BBITIOJTHUTH KOMaHy "BCTaBUTH TaOMUILy" U3 MeHIO "Tabmuma"

B) BBINIOJIHUTh KOMaHay "moje" u3 MeHo "BcTaBka"

T') BBIMIOJHUTH KOMaHy "OTKPHITH (haiin”

13. Kakoe neiictBue B Opayzepe HEOOXOIUMO MPEANPUHATH I TOTO, YTOOBI MOIYYUTh JOCTYII K
AIIEKTPOHHOMY pecypey?
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a) BBECTH 3JICKTPOHHBIN a/ipec pecypca B CBOOOJHOM I10JIe

0) BBect URL-anpec pecypca B mosie aapecHOi CTPOKH

B) Ha)KaTh HAa KHOTKY "0OHOBHTH"

T) IBa pa3a Ha)xaTb Ha MPaBYI0 KHOMKY MBIIIN

14. Yto HeoOXoauMO caemaTh AJ1s MoMcKa onpeieneHHol napopmanun B cetu "Uurepuer"?

a) copMynupoBaTh U BBECTH B IIOMCKOBOM CTPOKE MOMCKOBOM CUCTEMBI 3aIIPOC

0) BBeCTH nepBble OyKBHI 3apOca B TOUCKOBOM cUCTEME

B) BBECTU HECKOJIBKO CJIOB 3allpOca B MMOMCKOBOM cucTeMe

r) c(OpMyYIIMPOBaTh IOMCKOBBIN 3aIpOC

15. Kakoe aeiicTBue HEOOXOMUMO MIPEANPUHSATD Il OOHOBJICHUS CTPAHUIIBI B Opay3epe?

a) HA)KaTh Ha KHOIIKY «BIIEPEI»

0) Ha)KaTh HA KHOIIKY «Ha3aJ

B) IPOKPYTUTH CTPAHHUILY KOJIECUKOM MBILIH

') HaXaTh Ha KHOTIKY «IIepe3arpy3uTh»

16. Kakum o6pazom B cetu "MIHTEpHET" MOXKHO IIepeiaTh TEKCTOBBIE COOOIIECHHS U TPUIOKEHHBIE
K HUM (paitip1?

a) MyTeM HCIIONb30BaHus Opaysepa

0) myTeM CKauMBaHUS U YCTAHOBKHU MPOTPaMMBI Tiepeaun (aition

B) IyTE€M UCIIOJIb30BAaHHS AIEKTPOHHOMN MOYTHI

T) IyTeM CKaYMBAaHMSI U YCTAHOBKH MPOTPAMMBI BUACOCBSI3U

17. HeoO6x0aMMO BBIBECTH TEKCTOBYIO HH(OPMAIIHIO, XPAHALIYIOCS B KOMIIBIOTEPE, HA OyMaXKHBII
HOCHUTEINb. YTO I 3TOTO HYKHO CAENaTh?

a) mepeaaTh TEKCTOBBIN (hailsl o ANEKTPOHHOH 1mouTe

0) BBITIOJTHUTH KOMaHy «COXPaHUTH

B) MPOU3BECTH CKAHUPOBAHHE TEKCTA

T') BBIIIOJTHUTH KOMaH]y «I1€4aTh»

18. Yto HeoOX0aMMO IPEANPUHSTH P BO3SHUKHOBEHUH 3 deKTa "3aBucaHus" KoMmrbrorepa’?

a) mepe3arpy3uTh KOMIBIOTEP

0) nponomkaTh paboty

B) 3aIIyCTUTh MPOBEPKY HA BUPYCHI

I') IPOU3BECTH Je(pparMEeHTAIHIO TUCKOB

19. Uto HEOOX0MUMO cAenaTh I TOTO, YTOOBI MOYYUTh KOMHUIO JOKYMEHTHPOBAaHHOW MH(pOpMa-
UM CO BCEMH OCOOCHHOCTSIMM JOKYMEHTa-TIOAJIMHHUKA OT YUPEKACHUS, HAXOAALIETOCS HA 3HAYUTEIh-
HOM PacCTOSIHUM OT ajpecara’?

a) MOJTrOTOBUTH M MEpeaaTh TenedoHorpaMmmy

0) opraHM30BaTh repeaady J0KyMEHTUPOBAHHON MH(OpMAIuu 1o KaHaiaM (paKCUMUITBHOM CBSI3U

B) MOJATOTOBUTH U NEpeaTh CIy>KeOHOE MUCHMO

') OpraHu30BaTh nepeaady JOKyMEHTUPOBAaHHONW HH(GOPMAIIUH MPU TIOMOIIU ayIH03aIuCH

20. Kakum 00pa3oM ocymiecTBIsieTcsl epepadoTka HHPOpMAINK, colepxKaiieiics B oOpaieHnn
rpakAaHUHA, TOCTYHBIIEM B yUpexXIeHUE?

a) BCECTOPOHHEE N3yueHHE BOMPOCa, MPUTTIALICHUE TPaKIaHUHA B YUPESIKICHUE

0) 3anuchk HHGOPMAIMK Ha OyMaXKHBIN HOCUTEIb

B) BCECTOPOHHEE M3Y4YEHHUE BOIPOCA, TOAr0TOBKA MMCHbMEHHOTO OTBETA

T') aHaJIU3 CBEICHUHN Ha MPEJAMET UX COOTBETCTBUS 3aKOHOAATEIbCTRY

14.1.2. Tembl fOMAaIIHUX 3aaHUH

1. ITonroroBUTH NpUKa3 10 OCHOBHOM IEATEIBHOCTH.

2. IloaroroBuTh Cy’ke0HOE MHUCHMO.

3. IToaroroBUTH MPOTOKO.

4. IloAroTOBUTH CIIPABKY.

5. Co3naTh 65aHK MUChbMa OPraHU3aLUU B 3JIEKTPOHHOM BUJIE.

6. Haittu undopmanuto B cetu "MHTEpHET" 0 NPUMEHEHUH CUCTEM 3JIEKTPOHHOTO JOKYyMEHT0000-
poTa B AEATEILHOCTH OpraHU3aluil.

14.1.3. 3auér
1. [TonsTre 1 GyHKIUH TOKYMEHTA.
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2. JIenonpou3BOJCTBO: MOHATHE, KOMIIOHEHTBI, ((OPMBI OPraHU3aALHIH.

3. DTarnbl pa3BUTHUA I€T0NPOU3BOJACTBA B Poccuu.

4. IloHsATHE U CTPYKTYpa HOPMATUBHOM Oa3bl COBPEMEHHOTO JETIONPOU3BO/ICTBA.

5. OTBETCTBEHHOCTbH 32 MpaBOHAPYIIEHUS B chepe paboThl ¢ JOKYMEHTAMH.

6. IlonsiTe pexBusuTa gokymeHTa. [IpaBuna odopmieHus: peKBU3UTOB OpPraHU3allMOHHO-PACIIO-
PAAUTETBHBIX TOKYMEHTOB.

7. OcobeHHOCTH SI3bIKA U CTUIIS OPHUIUATBHBIX JOKYMEHTOB.

8. YcraB opraHu3alyu: MOHATHE U OCHOBHBIE PA3/EIbl.

9. TpeboBaHUs K COCTABICHHUIO TODKHOCTHOM MHCTPYKIIHH.

10. ITpuka3 mo OCHOBHOM EATEILHOCTHU: MOHATHE, TPEOOBAHUS K COCTABICHUIO U 0(OPMIICHHUIO.

11. IlpaBuna coctaBieHus: 1 0pOPMIICHHS PACTIOPSIKEHUH.

12. Ocobennoctu coctaBieHus U 0hOPMIICHUS PEIICHUI U TTOCTAaHOBJICHUM.

13. Cnyxe0HOe MUCbMO: TIOHSTHE, BUJIbI, TPEOOBAHUS K COCTABICHHUIO U 0(POPMIICHHIO.

14. Cocrapiienue u 0opmIICHHE TPOTOKOJIOB U aKTOB.

15. CocraBnenue u o(hoOpMIICHHE JOKIIATHBIX, OObSICHUTEIBHBIX U CITY)KEOHBIX 3aIHCOK.

16. CripaBka: moHsITHE, BUBI, TPEOOBAHUS K COCTABICHUIO U O(OPMIICHUIO.

17. TpynoBoii 1oroBop: MOHATHE, COAEPIKaHUE, TPABUIA COCTABICHUS U O()OPMIICHUSL.

18. IIpaBuia moAroTOBKM MPUKA30B M0 JUYHOMY COCTAaBY.

19. CocraBnenue u opopmiIeHnEe XapaKTEPUCTHKH.

20. 3asBnenye: NOHIATHE, 0COOCHHOCTH IOATOTOBKH.

21. ABrobuorpadus u pe3rome: TpeOOBaHUS K COCTABICHUIO H OPOPMIICHHIO.

22. IlpaBuna coctaBiaeHus: 1 0POPMIICHUS JOBEPEHHOCTH U PACTIUCKH.

23. lonaTue u BUIBI OOpAIIEHUH rpaX/iaH.

24. ITpuHIUTIEI pabOTHI C OOpAIICHUSIMU TPaXKIaH.

25. TexHonorust paboThI C 0OpaIIEHUSIMH TPaXKIaH.

26. [TonsiTne JOKYyMEHTOOOOPOTA U IPUHITUIIBI €TO OPTaHU3AIHH.

27. XapaKTepuCTUKa OCHOBHBIX 3TAIlOB JOKYMEHTO000POTA.

28. OnepaTBHOE XpaHEHHE JOKYMEHTOB. TpeboBaHus K (OPMUPOBAHMIO JIECII.

29. llonsTue, PyHKIMHU U 0COOEHHOCTH MOATOTOBKH HOMEHKJIIATYPHI JIedl.

30. DkcnepTr3a HEHHOCTH JOKYMEHTOB.

31. OcHOBHBIE IPEUMYIIECTBA KOMIIBIOTEPHOM MOATOTOBKH TOKYMEHTOB.

32. IlpaBuna opopmiteHHs TOKYMEHTOB B TEKCTOBOM peaakTope Microsoft Word.

33. Iopsimok paboThl B MH(POPMAITMOHHO-KOMMYHHUKAIIMOHHOM ceTu "MHTepHeT".

14.1.4. Bonmpocbl Ha CaMONIOATOTOBKY
1. demonpounsBoctBo B JlpeBHepycckoM rocynaperse (X—XI BB.) U B epro/1 MOTUTHIECKON pa3-
npoonenHoctu (XII-XV BB.).
. OcobennocTn npukazHoro jaenonpousoactsa (XVI-XVII Ba.).
3. Komnexxckoe u MuHucTepckoe aenornpon3BoacTo (XVII-navyano XX BB.).
4. 1enonpou3BOACTBO B COBETCKHII EPUO/I.
5. IloHsiTHE U CTPYKTYpa HOPMATUBHOMN 0a3bl 1€IONPOU3BOICTBA.
6. OCHOBHbBIE HOPMATUBHO-TIPABOBBIE U METOANYECKUE JOKYMEHTHI B chepe IeI0NpPOU3BOACTBA.
7
8

[\

. OTBETCTBEHHOCTH 3a MpaBOHApPYLIEHUs B cepe paboThl C JOKYMEHTaMHU.
. OcobeHHOCTH O(PHUITATBHO-IEIOBOTO CTHIIS.
9. Jlexcuueckue ¥ rpaMMaTHYECKUe paBuia OQpUIHMATBHO-IEI0OBOIO CTUIIS.
10. IlpaBuna cokpaiienus cioB. Mcnonab3oBaHe MPONUCHBIX U CTPOYHBIX OYKB.
11. IlonsTe 1 BUABI KAAPOBBIX JOKYMEHTOB.
12. IToaroroBka TpyaoBOro J0roBOpa, TPYAOBON KHUXKKH, JINYHON KapTOUYKH, JIMYHOIO J1€Ja, JTud-
HOTO JIMCTKA 10 YYETY KaJpOB.
13. Cocrasnenue u oopmiieHHE TPUKA30B 10 JJHYHOMY COCTaBY.
14. CocraBnenue u ohopmiIeHue XapaKTePUCTUKH.
15. IloHsiTHE W BUIBI TUYHBIX IOKYMEHTOB.
16. ITogroroBka 3asiBIIEHUS.
17. ABrobuorpadus u pe3rome: TpeOOBAHUS K COCTABICHUIO U O(OPMIIEHHUIO.
18. CocraBnenue u opopmieHue TOBEPEHHOCTH U PACITUCKH.
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19. [lonarue u BUBI oOparieHuit rpaxaad. [IpuHIUITEI paboThI ¢ OOpAIIEHUSIMH TPaXK/IaH.
20. TexHomorust paboTHI C OOpAIICHUSIMU TPaXKIaH.

21. lonstue nokymeHTooO60poTa. [IpHHIMIIBI €r0 OpraHu3aIum.

22. XapakTepuCTHKa OCHOBHBIX ATAIlOB JOKYMEHTOO0OPOTA.

23. OmnepaTUBHOE XpaHEHHE JOKYMEHTOB. TpeGoBaHus K OPMUPOBAHUIO JIEI.

24. Ilonsitue, GyHKIIMKA U 0COOCHHOCTH MTOATOTOBKA HOMEHKJIIATYPHI JIE]I.

25. DkcnepTr3a LEHHOCTH TOKYMEHTOB.

14.1.5. Tembl KOHTPOJILHBIX padoT
1. XapakTepucTrKa HOPMAaTUBHBIX aKTOB B c(pepe JeI0npou3BOICTBA.
2. OCHOBHBIE METOMUECKUE TOKYMEHTHI B chepe IeIonpon3BOICTRA.

14.1.6. Tembl 0IpOCOB HA 3aHATHAX

[TonsTe u npoucxoxaeHue JokymeHTa. CrocoObl U cpeacTBa JOKyMeHTHpoBaHUs. DyHKIMU U
KJaccu(uKanys TOKyMEHTOB. Jleonpon3BOICTBO: OHATHE, KOMIIOHEHTHI, OpraHU3allMOHHBIE (DOPMBI.

[TonsTne pexkBusuTa noKyMeHTa. [IpaBuia opopmieHHs PEKBU3UTOB OpPraHU3al[IOHHO-PACIOps-
JUTENIbHBIX JOKYMEHTOB.

[ToHsiTHE OpraHM3alMOHHBIX TOKyMeHTOB. CocTaBieHHe U O(OpPMIIEHUE YCTaBOB M IOJOXKECHHH.
[ToaroroBka u odopmieHue HHCTPYKIHH. OCOOEHHOCTH TOATOTOBKA U O()OPMIIEHUS! OpraHU3aIIMOHHBIX
KaZpoBbIX JOKyMeHTOB. CocTaBieHue 1 0popMIIEHHE JOIOBOPOB.

[TonsiTe 1 OOWIMI TTOPSAIOK TOATOTOBKU PACIIOPSIAUTENBHBIX JTOKYMEHTOB. [Ipukas, pacnopsixe-
HH€, YKa3aHue: TpeOOBaHUs K COCTaBJICHUIO U 0pOpMIICHHIO. Pellienne U noctaHoBiIeHue: TpeOOBaHUS K
COCTaBJICHUIO U 0()OPMIICHUIO.

[TonsTe MHMOPMALIMOHHO-CIIPAaBOYHBIX HOKyMeHTOB. CocTaBieHue U oopmieHue ciykeOHOro
NUChMa, MPOTOKOJIOB, AKTOB, JOKJIATHBIX, OOBSICHUTENBHBIX M CIIYy)KEOHBIX 3amucok. CocTaBieHUE |
odopmiIeHHE CIIPaBOK, 3aKIOUEHHH, TeeOHOrpaMM U (PaKcoB.

OCHOBHBIE MTPEUMYIIECTBA KOMITBIOTEPHOM MOJITOTOBKH JOKyMeHTOB. IlpaBuna odopmiueHus no-
KyMEHTOB B TekcToBOM peaakrope Microsoft Word. Ilopsinok paGoTel B HHGOPMALMOHHO-KOMM yHUKAIH -
oHHoOH ceTH "MHTepHeT".

14.2. TpeOoBaHMS K OLIEHOYHBIM MAaTepHaJIaM /sl JIUI C OTPAHNYEHHBIMH BO3MOKHOCTSIMH
310POBbSI 1 HHBAJIH/I0B
st mun; ¢ orpaHUYEHHBIMU BO3MOXKHOCTSIMU 3/I0POBbSI M1 MHBAJIHMJIOB MPEAYCMOTPEHBI JOTOTHU -
TEJbHBIC OLICHOYHBIE MaTepUaJIbl, IEPEYCHh KOTOPBIX yKa3aH B Tabmuie 14.
Tabmuma 14 — JlomoMHUTENBHBIE MaTepHallbl OIICHUBAHUS ISl JIUI C OTPAaHUYCHHBIMH BO3MOXHOCTSIMHU
3JI0pPOBbsI 1 HHBAJIMJIOB

Kareropun Bupl 10N0THUTENBHBIX OLICHOUHBIX @DOopMbI KOHTPOJIS U OLICHKU
00y4JaroLMXCsl MaTepHasoB pe3yabTaToB 00yUEHUs

TecTbl, MICEMEHHBIE CAMOCTOSTEIIbHbIE
paloThl, BONIPOCHI K 3a4eTy,
KOHTPOJIbHBIE PA0OTHI

[MpeumytecTBEHHO MUCHMEHHAS
npoBepKa

C napymeHusMu
ciyxa

C napymenusmu | CobeceroBaHue 1o BoIpocam K 3auety, | lIpenmyiiecTBeHHO yCTHas MpoBepKa

3peHus OIIPOC 110 TEPMUHAM (MHIMBUYaJIbHO)
C napymeHusMu Pemenne qucTaHIIMOHHBIX TECTOB,
OIIOPHO- KOHTPOJIbHBIE Pa0OThI, MUCbMEHHbIE | [IpenMylecTBeHHO AUCTaHIMOHHBIMU
JIBUTATEJIBHOTO CaMOCTOSITENIbHBIE PaOOTHI, BONPOCHI K METOJAMH
anmapara 3a4eTy
C orpanunuenusMu 1o | TecTsl, TUCbMEHHBIE CAMOCTOSITENIbHBIE [IpenmyniecTBEHHO IPOBEPKA
o01ieMe IMIUHCKUM paboThl, BOIIPOCHI K 3a4ETY, METOJAMH UCXOJISl U3 COCTOSTHUS
[IOKa3aHUsIM KOHTPOJIbHBIE PA0OTHI, YCTHBIE OTBETHl | 00YYarOLIErocss HA MOMEHT IPOBEPKU

14.3. MeToguueckne peKOMEeHIAIMH M0 OLEHOYHBIM MAaTEePHAJIaM JJIsl JIMI C OTPAHNYEHHBIMHU
BO3MOKHOCTSIMHU 3/10POBbSI U HHBAJIN/10B
Jnst aui ¢ orpaHUYEHHBIMH BO3MOXKHOCTSIMHM 3/IOPOBbSI 1 MHBAJMJOB IMPEAYCMATPUBACTCS J10-
ctymnHas ¢popMa NpeoCcTaBIeHUS 3aJaHH OIIEHOYHBIX CPEJICTB, @ UMEHHO:
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- B IleyatHoi (opme;

- B IIeYaTHO (hopMe ¢ YBEITHUYEHHBIM IPUPTOM;

- B (hOpMe 3NIEKTPOHHOI'O IOKYMEHTA;

- METO/IOM YTE€HUS ACCUCTEHTOM 3a/1aHUs BCIYX;

- IIPEIOCTaBJICHNE 3aJJaHUsl C UCIIOJIb30BAaHUEM CYpJIOTIEPEBOIA.

Jlumam ¢ OrpaHWYEHHBIMH BO3MOXXKHOCTSIMH 3JI0OPOBBSI M MHBAIHIAM YBEIHMYUBACTCS BpeMs Ha
HOJrOTOBKY OTBETOB Ha KOHTPOJIbHBIE BONPOCHL. [l TakKMX 00ydaromuxcs MpeycMaTpuBaeTcs: JOCTYII -
Has popMa MpeTOCTaBICHHS OTBETOB HA 3a/IaHUs, @ IMEHHO:

- MUCbMEHHO Ha Oymare;

- HabOp OTBETOB HAa KOMIIBIOTEPE;

- Ha0Op OTBETOB C HCITOJIH30BAHUEM YCIIYT aCCUCTEHTA;

- [IPEJICTaBJICHUE OTBETOB YCTHO.

[Tponienypa orieHHBaHUs PE3yIbTATOB OOYYEHHS JIMIl C OTPAaHUUYEHHBIMH BO3MOKHOCTSIMH 3/10pO-
BbsI M1 MHBAIHJIOB IO JUCIUIUIMHE TPETyCMaTPUBACT MpeIoCTaBIeHne HHpopManuy B popmax, aaarnTH -
POBaHHBIX K OTPAHUYECHHUSAM HX 370POBBS M BOCIIPUATHS HH(POpMALIUU:

JI1s1 I ¢ HAPYIIEHUSIMH 3PeHust:

- B (hopMe INIEKTPOHHOTO IOKYMEHTA;

- B [e4aTHOU (hopMe yBETNYEHHBIM HIPUPTOM.

J1s1 1M1 ¢ HAapyIIeHUsIMH CJIyXa:

- B (hopMe INIEKTPOHHOTO TOKYMEHTA;

- B reyaTHou (opme.

J1s1 1M1 ¢ HAapyIIeHUsIMHM ONIOPHO-ABUIaTeJIbHOI0 annapara:

- B (hopMe IIEKTPOHHOTO TIOKYMEHTA;

- B IeyaTHou (hopme.

[Tpy HEOOXOMUMOCTH /TS JIUI] C OTPAaHUYEHHBIMHU BO3MOXHOCTSIMU 3/I0POBbs U MHBAJIUI0B IpOILIE-
Jypa OIICHWBAHUSI PE3yIbTaTOB 00yIEHUsI MOXKET MPOBOUTHCS B HECKOIBKO ITAIOB.
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