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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» (b1.5.29) otHocutcs k 65oky 1 (6a3oBast 4acTh).
[TpeamecTBYOIMMMU JUCHUIUIMHAME, (OPMUPYIOIIMMHU HayallbHble 3HAHUSA, SBISIOTCA: 3aHs-
TOCTh HaceJeHHs U ee perynupoBanue, Mudopmaruka, Mupopmannonnsie Texnonoruu, [louck u obpa-
00TKa HHPOPMALUH.
[TocnemyromuMu AUCIUTUTMHAME SIBJISTFOTCS: 3aIlliTa BBIMYCKHOW KBATM(PUKAIIMOHHON pPadOTHI,
BKJIIOUasl IOATOTOBKY K ITPOLEAYPE 3aIUThI U TPOLEAYPY 3aluThl, [[peaunnomuas npakTuka.

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 -

ue 4.1.
Tabmuua 4.1 — TpyaoeMKOCTh TUCITUILTAHBI

Bunbl yueOHOI nesTeNbHOCTH Bcero yacos CemecTpsl

10 cemectp

AynuTtopHble 3aHATUSA (BCETO) 20 20
Jleknun 8 8
[IpakTnueckue 3aHATHS 12 12
CamocTtosTenbHas paboTa (Bcero) 120 120
Brinmonnenue noManrHux 3agaHun 26 26
[IpopaboTKa JEKIIMOHHOTO MaTepuaa 8 8
CaMocTosTenbHOE N3y4eHUE TeM (BOIIPOCOB) 68 68
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
OO6miast Tpy1I0€MKOCTb, 4 144 144
3auetHbie EquHutb 4.0
5. Conepxxanue I1MCUMILIHHBI
5.1. Pa3nenbl AMCUMILIMHBI M BUABI 3aHATHI
Pazniensl TUCIUIUTAHEI ¥ BUBI 3aHATHN PUBEACHBI B Ta0muiie 5.1.
Tabnuna 5.1 — Pa3gensl AUCHUIUIMHBL U BUJIBI 3aHATUN
_ 0]
" = o 3 2 g
3 = = g3 -
Haszpanus paznenoB QuCHUIUTMHBL 5‘ « & E’; § % %
= = = s 0 ==
o, < o M o =
= © M3 s &
10 cemectp
1 JIOKyMEHT KaK COIMOKYJIbTYpPHBII ()eHOMEH. 2 2 4 8 OIIK-4
[TonsiTne nenonpons3BoOACTBA
2 Uctopus genonpousBoactsa B Poccun 8 8 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- 0 2 14 16 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 8 8 OIIK-4
rpaxaaH
12 [Mopsiaok ABM>KEHMSI IOKYMEHTOB B Opra- 0 0 8 8 OIIK-4
HU3alUU
13 Cucrematu3zanus U XpaHEeHUE TOKYMEHTOB 8 8 OIIK-4
14 KomnproTepHOE 1€T0NPOU3BOJICTBO U 10 12 OIIK-4
OCHOBBHI paboTsl B cetu "MHTepHeT"
Hroro 3a cemectp 8 12 120 140
Hroro 8 12 120 140
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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
2 > 5
HasBanus paznenos Coneprkanue pas3enoB JUCLUILINHEI 110 JIEKIHUAM 7 &5
o S E
= a =
& o 2
= S}
10 cemectp
1 JIokyMeHT Kak [TonsTre 1 mpoucxoxaeHue nokymeHTa. Criocoos! u 2 OIIK-4
COLIMOKYJIbTYPHBIN cpeacTBa TOKyMeHTHpOoBaHUs. DYHKIIUHN U KiIaccupu-
¢denomen. [onstue Kalus JOKYMEHTOB. Jleonpon3BOICTBO: MIOHSTHE,
JIEJIONPOU3BO/ICTBA KOMIIOHEHTHI, OpPTraHU3alMOHHBIE (DOPMBI.
Hroro 2
4 OcHoBuble TpeOoBanus |[lonsTue pexBus3ura gokymeHTa. [IpaBuia opopmiie- 2 OIIK-4
K 0()OPMIICHUIO HUSl PEKBU3UTOB OPTraHU3alMOHHO-PACTIOPSIUTENb-
JIOKYMEHTOB HBIX JOKYMEHTOB.
Uroro
6 IIpaBuna cocraBnenus |I[loHsTHe opraHn3allMOHHBIX JOKYMEHTOB. CocCTaBiie- OIIK-4
u ohopmIiIeHUS HUE U 0opopMIICHHE YCTaBOB U MosIokeHU. [loaroTos-
OpTraHMU3aIMOHHBIX Ka u opopmiieHue HHCTPYKIHil. OcOOEHHOCTH MOAro-
JOKYMEHTOB TOBKH U 0()OpMIICHUS] OpraHU3aIIMOHHBIX KaJAPOBBIX
nokymeHToB. CocTaBieHHe U 0pOpMIIEHHE T0TOBO-
pOB.
Hroro 2
7 IlpaBuna coctaBnenus |[loHsTHe 1 001U TOPSAOK MOATOTOBKH pacHoOpsau- 2 OIIK-4
u ohopmieHus TENbHBIX TOKyMeHTOB. [Ipuka3, pacropsokeHue, yka-
pacnopsAUTEIbHBIX 3aHue: TpeOOBaHMS K COCTABIICHUIO U 0(hOPMIICHHIO.
JOKYMEHTOB Pemenne u mocranoBieHue: TpeOOBAHUS K COCTaBIIEC-
HUIO U 0(pOPMIIEHHUIO.
Hroro 2
Hroro 3a cemectp 8

5.3. Pa3nenbl JMCHMILVIMHBI M MEKIMCUMILUIMHAPHBIE CBSA3H ¢ 00eceYuBAKIIMMH (PeAbl Ty IIUMH)
U o0ecnieynBaeMbIMH (MOCJIETYIONIUMH) TUCHHIIHHAMU

Paznmenpl TUCHUIUIMHBI M MEXIUCIUTUTMHAPHBIC CBSI3U C 00ECTICUMBAIOIIMMHU (TIPEABIAYIIIUMH) U
obecrnieunBaeMbIMHU (TTOCIIETYIONTUMHI ) AUCITUTUTMHAMHE TIPEICTAaBICHBI B TabuIe 5.3.
Tabmuua 5.3 — Pa3nenbl AUCIUTUTHHBI B MeXANCIUILTHNHAPHBIC CBSI3U

Ne pasaciion Z[aHHOﬁ JAUCHUIUIUHEIL, JJIST KOTOPBIX HCO6XOIII/IMO HN3YUYCHUC

Haumenosanue 00eCITeYNBAOIINX W 00€CTICYMBAEMBIX TUCITUTLINH
JMCHUTUIAH
1 2 3 4 5 6 7 8 9 10 | 11 12 | 13 14
[IpeamecTByONIME AUCHUILIHHEL
1 3angarocTh Hacene-
HHUA U €€ PETYIHpO- + + +
BaHHE
2 Undopmaruka + +
3 UndopmanmoHHbIe N
TEXHOJIOTHH
5
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4 Tlouck u obpa-
60TKa nHpOpMALIUU

[Tocnenyromuye TUCITUTIIUHBI

1 3ammTa BBITyCK-
HOM KBanupUKaIm-
OHHOMH paboTHlI,
BKJTIOYAsl IOJATOTOBKY + + + +
K MPOIIEYPE 3aIIUTHI
Y TIPOIEAYPY 3alllH-
TBI

2 IlpenaunioMHas
MpaKkTHUKa

+ |+ |+ |+ |+ - +

5.4. CooTBeTCTBHE KOMIIETEHIIHIT, (POPMUPYEMBIX NPH U3YYEeHUU THCHHIUINHBI, 1 BUI0B 3aHSI THIi
CoOTBeTCTBHE KOMITETCHIMH, (OPMUPYEMBIX IMPH W3yYCHUW IUCHUIUIMHBI, W BUAOB 3aHATHH
npeCTaBIeHo B Tabmwmie 5.4.
Tabmuua 5.4 — CooTBeTCTBHE KOMIETEHINH, POPMUPYEMBIX MPU W3yYCHUH JAUCIMIUIMHBI, ¥ BUIOB 3aHS-

THH

§ Bune! 3angTmit

=1 X

= o e,

] < < @

& . m_ S, OPMBI KOHTPOJIS

E 9 52 ;

= = < =

S o 6’

B =

OIIK-4 + + + Homamaee 3aganue, KoHcnekr

camonoaroroBku, [IpoBepka
KOHTPOJIBHBIX paboT, Onpoc Ha
3aHATUAX, 3a4eT, TecT

6. UnTepakTuBHBIC MeTOABI M (POPMBbI OPraHU3ANMHU 00yUEeHHUS
He mpenycmotpeno PVYII.

7. JlabopaTtopHble paGoThl
He mpenycmorpeno PVYII

8. [IpakTHYeckue 3aHATHS (CEMUHAPBHI)
HanmMeHnoBaHMe MpakTUUECKUX 3aHATHH (CEMHUHAPORB) MpUBeIeHO B Tadmmie 8.1.
Tabmuua 8.1 — HaumeHOBaHME MPAKTUUYECKHUX 3aHATUH (CEMHUHAPOB)

3 z §
3 = =
Z > 5
HasBanus pasnenos HaumeHoBaHMEe IPAKTUUECKUX 3aHATUHN (CEMHHAPOB) z 7 2 5
- 2 5
> Sz
e e 2
= S
10 cemectp
1 JIokyMeHT Kak JIOKyMEHT KaK COIMOKYIbTYpHBIN (heHoMeH. [TonsTre 2 OIIK-4
COLIMOKYJIbTYpPHBIN JIEJIONPOU3BO/ICTBA
(dhenomen. [Tonstue Wroro 2
JIEJIONPOU3BO/ICTBA
4 OcHoBHbIe TpeboBanusl | OCHOBHBIE TPEOOBaHUS K OPOPMIIEHHUIO JOKYMEHTOB 2 OIIK-4
K 0 OpMIICHHIO Hroro >
JIOKYMEHTOB
6 [IpaBuna coctaBnenus |[IpaBuna coctaBieHus U oQpOPMIIEHUSI OpraHU3ALIMOH- 2 OIIK-4
1 oopMIICHUS HBIX JOKYMEHTOB
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OpraHU3alMOHHBIX Uroro 2
JIOKYMEHTOB
7 IlpaBwiia cocraBnenus | [IpaBuna cocraBienust 1 0HOPMIICHHSI paCIIOPSI K- 2 OIIK-4
u ohopmiteHUS TEJIbHBIX JOKYMEHTOB
pacnopsIuTeIbHbIX Vroro 2
JIOKYMEHTOB
8 IlpaBuna cocraBnenuss |IIpaBuna cocraBiaenus u opopmieHus HHPOpMALIU- 2 OIIK-4
u oopmiteHus OHHO-CIIPABOYHBIX JIOKYMEHTOB
UH(POPMALIMOHHO- Hroro 2
CIPAaBOYHBIX JOKYMEHTOB

14 KomnsrorepHoe KoMmbroTepHO€ A€I0MPOU3BOICTBO U OCHOBBI paOOTHI 2 OIIK-4
JIEJIONIPOU3BOACTBO U B cetu "UnTepuer"
'(')CHOBBI pa?on,l BCETH | pr.o.o 2

HNuTtepHer
Hroro 3a cemectp 12

9. CamocrosiTesibHasi padora
Bunel camocTosTenbHOM paboThI, TPYIOEMKOCTh U (POPMHUpPYEMbIE KOMIIETEHIIUH IIPEICTABICHbI B

Tabimiie 9.1.
Ta6muia 9.1 — Buabl caMoCTOSITEIbHON paboThl, TPYAOEMKOCTh M (HOpMUpPYEMbIe KOMIIETECHIHH
3 @]
= z £
: i
Bunael camocrostensHON X > 0
HazBanus pa3znenos ZF &5 DopMbl KOHTPOJIS
paboTEI L s 2
X g8 =
a e g
= S
10 cemectp
1 JIoKyMeHT Kak [ToaroroBka kK mpakTuue- 2 |OIIK-4 3adet, Onpoc Ha 3aHATHUAX,
COLIMOKYJIbTYPHBIN CKHUM 3aHATUSAM, CEMHUHA- Tect
¢denomen. [lonstue pam
MIPOU3BOICTB
AACTIOTIPOH3BOACTEA [TpopaboTka JIEKITMOHHOTO 2
Marepuaia
HUtoro 4
2 Ucropus CamocTosTenbHOE U3yye- OIIK-4  |3auert, Koncnekr camomnos-
JIEJIONPOU3BO/ICTBA B HUE TeM (BOMPOCOB) Teope- TOTOBKH, TecT
Poccun THUYECKOM 4acTH Kypca
Hroro
3 HopmatuBHas 6a3a BrinosHeHre KOHTPOJIBHBIX 4 |OIIK-4 3auet, Koncnekt camono-
COBPEMEHHOTO pabot rotoBku, [IpoBepka
JIeJIONPOU3BO/ICTBA CaMOCTOATEITBHOE H3yUe- 10 KOHTPOJIBHBIX padoT, Tect
HUE TeM (BOIPOCOB) Teope-
TUYECKOM 4acTH Kypca
Hroro 14
4 OcHoBHbIe TpeOoBanus |[loaroroBka K mpaxkTHYe- OIIK-4 3adet, Onpoc Ha 3aHATHUAX,
K opopmiteHuto CKHM 3aHATHUSAM, CEMUHA- Tect
JIOKYMEHTOB pam
[TpopaboTka JIEKITMOHHOTO 2

Marepuaia
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Uroro 4
5 S3BIK U CTUIIB CamocTosiTenbHOE U3yye- OIIK-4  |3auer, Koncnekr camonon-
ouLmaIbHBIX HUE TeM (BOIPOCOB) Teope- rOTOBKH, Tect
JIOKYMEHTOB TUYECKOHM 4acTu Kypca

Hroro
6 IIpaBwiia cocraBnenus u | [lonroroBka k nmpakTuye- 2  |OIIK-4 3auet, Onpoc Ha 3aHATHUSAX,
oopmieHus CKHM 3aHATHUSIM, CEMUHA- Tecr
OpraHU3allMOHHBIX pam

KyMEHTOB

AOKYMEHTO [IpopaboTka JIeKIIMOHHOTO 2

Marepuaia

Hroro
7 IlpaBuiia cocrasiienus U | [lonroroska k npaxkruue- OIIK-4 JlomaiiHee 3ajaHue, 3auer,
odopmiieHus CKHM 3aHATHUSAM, CEMUHA- Omnpoc Ha 3ansTusx, Tect
pacnopsAUTEIbHBIX pam

KYMEHTOB

AOKYMEHTO [IpopaboTka JIeKIIHOHHOTO 2

Marepuaa

Brinmonnenne noMamrHux 8

3a1aHUI

Hroro 12
8 IIpaBuna coctaBnenus u | Iloaroroeka k mpakrtuye- OIIK-4 JlomaiHee 3a1anue, 3ader,
oopmienus CKHM 3aHATHUSIM, CEMUHA- Omnpoc Ha 3anaTHsIX, Tect
nH(OPMaIMOHHO- pam
CHpABOYHBIX NOKYMEHTOB | By rionnenne moManmHux 10

3a1aHU I

Hroro 14
9 IlpaBuna cocraBieHus u | CaMOCTOATEIIBHOE U3y4e- 10 |OIIK-4 3auet, Koncnekt camonoi-
oopMIIeHHUs KaIPOBBIX  |HHUE TeM (BOIPOCOB) TEOpe- roroBku, Tect
JIOKYMEHTOB THYECKOW 4acTH Kypca

Hroro 10
10 ITpaBuna cocraBneHus | CaMOCTOSTENBHOE U3Yy4de- g8 |OIIK-4 3auet, KoHcniekT camonof-
1 oOpMIIEHUS JINYHBIX | HHUE TeM (BOIIPOCOB) TEOpe- roToBku, Tect
JIOKYMEHTOB TUYECKOHM 4acTu Kypca

Hroro 8
11 Opranuzanus pabotsl ¢ | CaMOCTOATENFHOE U3yYe- 8 |OIIK-4 | 3auert, Koncnexr camonon-
oOpalleHUs MU TPAXKAAH  |HUE TeM (BOIPOCOB) TEOpe- roTOBKH, Tect

TUYECKOM YacTH Kypca

UTtoro 8
12 IMopsanok NBUXKEHUS CamocTosTenbHOE U3yye- 8 |OIIK-4 | 3auer, Koncnekr camono-
JIOKYMEHTOB B HHUE TeM (BOIPOCOB) Teope- TOTOBKH, TecT
OpraHu3aIuu TUYECKOU 4acTu Kypca

UTtoro 8
13 Cucremarusanusa u CamocrosiTenbHOE U3yye- 8 OIIK-4 3aueT, KOHCIIEKT caMoIIo -
XPaHEHUE TOKYMEHTOB HUE TeM (BOIPOCOB) Te€Ope- roroBku, Tect

THYECKOW 4acTH Kypca

HUtoro 8
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14 KommnbrorepHoe [ToaroroBka kK mpakTuue- 2 OIIK-4 JlomMamHee 3aganue, 3ader,
JIEIOTPOU3BOCTBO U CKHM 3aHSTHSIM, CEMHHA- Ompoc Ha 3ansTUAX, Tect
OCHOBBI pabOTHI B CETH pam
" "
Hnrepher BrimonHenue goManrsHmux 8
3aJaHuN
Htoro 10
Hroro 3a cemectp 120
TloaroroBka u cmaya 3adera 4 3auer
Hrtoro 124

10. KypcoBasi padota (mpoekr)
He nmpenycmorpeno PVYII

11. PeiiTuHroBasi cucremMa JJisi OEHKH yCIIeBAeMOCTH 00y4al0uXcsl
PeiiTuHroBas cucrema He UCIIOIb3YETCA.

12. YueOHO-MeTOAUYecKOe U MHGOPMAIMOHHOE 00ecTieyeHue TUCIHIIINHBI

12.1. OcHoBHas JUTEpaTypa
1. JenompousBoacto: YueOoHoe nocooue / KazakeBuu JI. U. - 2018. 132 c. [DnekTpoHHBIN pe-
cypc] - Pexxum noctyma: https://edu.tusur.ru/publications/7542 (nata oopamenus: 18.06.2018).

12.2. lonotHUTEILHAS JTATEPATypa
1. Ky3nenor U. H. JlokymeHnTanimonHoe obecrieueHre yrpaBaeHus U JAeTONPOU3BOJICTBO : yueo-
HUK. - M. : FOpaiiT, 2012. - 576 c. (nanuuue B 6ubmmorexke TYCVYP - 26 5k3.)
2. Makaposa H. B., Huxomaituyk I'. C., TuroBa 0. ®. KommbeoTepHOE IEIONPOU3BOACTBO :
yaeOHoe nocobue. - CIIO. : [Turep, 2005. - 410 c. (Hanuuue B 6ubmotexke TYCYP - 10 5k3.)

12.3. YueOHO-MeTOANYECKHE TOCOOHS

12.3.1. Obs3aTe/ibHbIE Y4eOHO-METOAMYEeCKHE MOCOOUs
1. JlenomnpousBoAcTBO: Y4eOHO-METOIUUECKOE TOCOOHUE ISl MOArOTOBKU K MPAKTUYECKUM 3aHS -
TUSIM U camocTosTenbHON padoTel / KypenkoB A. B. - 2018. 15 c¢. [DnekrpoHHsIit pecypc] - Pexxum no-
cryma: https://edu.tusur.ru/publications/7822 (nata o6pamenus: 18.06.2018).

12.3.2. YuyeOHO-MeTOAMYECKHUE ITOCOOHS AJIsl JIML C OTPAHMYECHHBIMHU BO3MOKHOCTSIMHU 310POBbS U
HHBAJU/10B

Y4eOHO-MeToIMUEeCKUE MaTepHalibl Il CAMOCTOSTENIbHOM U ayAUTOPHOM pabOThl 00ydaroluxcs
U3 YMCIIa JIML] C OFPAaHMYEHHBIMH BO3MOKHOCTSIMU 370POBbSI U MHBAJIMJIOB MIPEJOCTABISIOTCA B (popMax,
aJalTHPOBAHHBIX K OTPAaHUYEHUSIM UX 3/I0pPOBbS U BOCIPUATHUS UHPOPMALIIH.

JL1s1 ML ¢ HApyIIeHUSIMM 3PeHust:

- B (hopMe FJIEKTPOHHOTO IOKYMEHTA;

- B IIeYaTHO! (hopMe yBEIMUEHHBIM HIPUPTOM.

JI1s1 JIMI ¢ HApyIIeHUsIMM CJIyXa:

- B (hopMe FJIEKTPOHHOTO IOKYMEHTA;

- B Me4aTHOU (opme.

JI1s1 1M1 ¢ HApyIeHUSIMM ONIOPHO-ABUTaTeJILHOI0 annapara:

- B (hOpMeE INIEKTPOHHOI'O TIOKYMEHTA;

- B Ie4aTHOU hopme.

12.4. IIpodeccunonaibHbIe 0a3bl JaHHBIX H HH(GOPMALIMOHHBIE CIPABOYHBIC CHCTEMbI
1. CnpaBounas npasoBas cuctema "Koncynsrantlinroc"
2. CnpaBoyHas npaBoBas cucrema "["apant”
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13. MaTtepuaibHO-TEXHMYECKOE 00ecneyeHre JTUCIUILJIMHBI U TPpedyeMoe MPorpaMMHoOe
ob0ecneueHue

13.1. O0uue TpeOOBaAHUA K MATEPUAIBLHO-TEXHUYECKOMY U IIPOrPAMMHOMY 00ecrie4eHnIo
AUCHHUILIMHBI

13.1.1. MaTepuaJibHO-TeXHHUYECKOEe U IPOrPAMMHOe o0ecnevyeHue sl JIEKIIMOHHbIX 3aHATHH
Jlist mpoBeieHus 3aHATUH JIEKIIMOHHOTO TUIIA, TPYIIIOBBIX M MHIAWBUYaTbHBIX KOHCYJABTALIUH, T€-
KYIIETO KOHTPOJIS M MIPOMEKYTOYHOU aTTECTAIlUU MCIOIB3YeTCs yIeOHast ayquTOPHs ¢ KOJTUIECTBOM I10-
CaZIoYHBIX MeCT He MeHee 22-24, 00opynoBaHHAs JOCKOM M CTaHAApTHOH yueOHOIl mebenbro. MeroTes
JIEMOHCTPAIIMOHHOE 000pYIOBAaHUE U YU4€OHO-HATIIAIHBIE TTOCOOMsI, 00€CTICUNBAIOIINE TEMATHUECCKUE WJI-
JIOCTPALIMHU 0 JIEKIIMOHHBIM pa3ielaM TUCIUIUINHEI.

13.1.2. MaTepuajibHO-TEXHMYECKOE U IPOrPaMMHOe ofecredeHne I NPAKTHYEeCKUX 3aHATHI

YyeOHast aymuTopust

ydeOHast ayTuTOpus JIJIsl TPOBEICHUSI 3aHATHIN MPAKTUYECKOTO THUIIA, YdeOHast ayTuTOpUs JJIs PO -
BEJICHUS 3aHATUI J1a0OpaTOpHOro TUMa, yueOHas ayAuTOpus Ui MPOBEACHUS 3aHITHH CEMHHAPCKOTO
THUIIA, TIOMEIICHHE JIJIsl TPOBEICHUS TPYIIIOBBIX U MHIUBUAYATbHBIX KOHCY/IbTALIUN, TOMEIICHHE JIJIsl TIPO-
BEJICHUSI TEKYIIIETO KOHTPOJIS ¥ MPOMEXYTOUYHOU aTTeCcTaluu

634050, Tomckast obnactsb, 1. Tomck, Jlenuna npocnexr, a. 40, 305 ay.

Ornucanune UMerIerocs 000pyI0BaHUS:

- Komnrorepsr;

- KommuiexT cnenuaan3upoBaHHON yueOHOM MeOen;

- Pabouee mecTo npenoaBarens.

[IporpamMmmHoOe obecrieueHue:

— Google Chrome

— Microsoft Windows

13.1.3. MarepuajibHO-TEXHHYECKOE H MIPOrPaMMHoOe o0ecredyeHne JJIs1 CaMOCTOSITe IbHON padoThl
Jlnst caMoCTOSATEIbHON PabOThl MCTONB3YIOTCS y4E€OHBIE ayIUTOPUU (KOMITBIOTEPHBIE KIIAcChl),
PacCIOJIOKEHHBIE TI0 aJIpecaM:
- 634050, Tomckast obmacTs, r. Tomck, Jlennna mpocnexr, a. 40, 233 ayn.;
- 634045, Tomckas obnacts, T. Tomck, yi. Kpacnoapmeiickas, a. 146, 201 ayx.;
- 634034, Tomckast o6macTh, 1. Tomck, Bepmmanna ymuna, 1. 47, 126 ayn.;
- 634034, Tomckast o6nacTb, . Tomck, Bepimmanna ynuia, 1. 74, 207 ayxn.

CocTtaB 060pyI0BaHMS:

- yueOHast MmeOerb;

- koMnbroTepsl kKi1acca He Huke [IDBM INTEL Celeron D336 2.8 T11. - 5 mwT.;

- KOMIBIOTEPHI MOIKIIOYEHB! K ceTH «/HTepHeT» M 00ecneynBaloT IOCTYI B AJICKTPOHHYIO WH-
(opMannoHHO-00pa30BaTEIbHYIO CPEAY YHUBEPCUTETA.

[lepeyeHb MPOrpaMMHOTO OOECTICUCHUSI:

- Microsoft Windows;

- OpenOffice;

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

- Google Chrome.

13.2. MartepuajbHO-TeXHHYeCKoOe o0ecriedeHre JUCIUIIIHHBI /ISl JIMI] C OTPAHHYeHHBIMU
BO3MOKHOCTSIMH 3/10POBbSI 1 HHBAJIN/I0B
OcBoeHME NUCUUIUIMHBI JIMIAMU C OTPAHUYEHHBIMU BO3MOKHOCTSIMH 3/10pOBbS U HMHBAJIUIaMHU
OCYILECTBIISIETCS C UCIIOIb30BAHUEM CPEIACTB 00ydeHHs OOIIEro U CHEeUaIbHOI0 Ha3HAUYeHUs.
[Tpu 3aHATHAX ¢ O0YYAIOUIMMHUCS ¢ HAPYIIEHUAMH CJIyXa MPeyCMOTPEHO UCIIOJIb30BaHUE 3BYKO-

CornacoeaHa Ha noprane Ne 32035 10



YCUJIMBAIOILEH anmapaTypbl, MyJIbTUMEIUHHBIX CPEICTB U JPYTUX TEXHUUYECKHUX CPEACTB MpueMa/mepena-
yy yueOHOM HH(POPMaIUK B TOCTYIMHBIX (hOpMax, MOOUIIEHON CUCTEMBI MPEOIaBaAHUS I 00YJarOIINXCS
C MHBAJIUAHOCTbIO, TIOPTATUBHOM MHIYKIIMOHHOM CHCTEMBI. YueOHas aymuTopusi, B KOTOPOH 3aHUMAIOTCA
oOyJaromuecs: C HapylIeHUEeM Cyxa, 000pyJI0oBaHa KOMIBIOTEPHOW TEXHUKOM, aymMOTEXHUKOH, BHJIEO-
TEXHUKOMU, SJIEKTPOHHOU JOCKOU, MYJIbTUMEAUMHON CUCTEMOM.

ITpu 3aHATHAX ¢ OOYYAIOUIMMHUCS € HAPYLIEHUSIMH 3PEHUSIMH IIPEIYCMOTPEHO HCIIOJIb30BAaHUE B
JICKIIMOHHBIX U Y4EOHBIX ayAUTOPHUIX BO3MOKHOCTH IPOCMOTPA YAAICHHBIX OOBEKTOB (HAIIpUMep, TEKCTa
Ha JIOCKE WM CJIaiiia Ha SKpaHe) Py MOMOIIM BUACOYBEINIUTENEH A1 KOM(POPTHOTO IPOCMOTpA.

[Tpu 3aHATHAX ¢ O0YYaIOUIMMHCS ¢ HAPYUIEHUSIMM ONOPHO-ABUIaTeJbHOI0 aNNapaTa HCIoJib-
3yI0TCA albTEepHATUBHBIEC YCTPOHCTBA BBOJIA MH(OPMALIMK U IpYTHe TEXHUUECKUE CPENICTBA ITpreMa/nepe-
naun yuyeOHOM MHpOpMaIu B JOCTYIHBIX (popMax, MOOMIIBHOW CHCTEMbI OOYUEHUs JUIs JIIOJeH ¢ UHBaA-
JUIHOCTBIO.

14. OueHouyHble MaTepUAJIbI U METOAMYECKHE PeKOMEHIAIUH 110 OPraHU3aluu U3yYeHHUs
AUCHUTLTHHBI

14.1. Coaep:xaHue OLEHOYHBIX MATEPUAJIOB U METOANYECKUE PEKOMEH AU
Jiis onleHKH cTeneHr C(hOPMHUPOBAHHOCTH U YPOBHSI OCBOCHHS 3aKPEIUICHHBIX 32 JHCLUIUIMHON
KOMIICTCHITUI MCTIOJB3YIOTCS OLICHOYHBIE MaTepUalibl 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) 0hopMHTBH PEKBU3HT "CIpAaBOUHBIEC JaHHBIE 00 OpraHu3anuu”

r) obopMuUThH peKBU3UT "aapecatr"

2. OcymecTBisieTCs MOAr0TOBKa pacnopsbkeHus. Kakoe nefictBre HEOOXOAMMO MPEeIIpUHATD IS
MOJTyYeHUs! THPOPMAIIMK O COTTIACHU JOJHDKHOCTHOTO JIMIIA C COJepKAHUEM MPOEKTa IOKyMeHTa?

a) opOpMHUTH peKBU3HT "BH3a"

0) opopmMuTh pekBU3UT "anpecar"

B) 0pOPMHTH PEKBHU3HUT "OTMETKA 00 HcroaHuTENE"

r) 0hOpMUTH PEKBU3UT "OTMETKA O KOHTpoJie"

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

a) HY’KHO COCTaBJIATh U O(OPMIIATH IOKYMEHTBI IIyTeM THCHEHUS

0) HY>KHO COCTaBJISITh U OPOPMIIATH JOKYMEHTHI ITyTeM HauepTaHuUs

B) HY’KHO COCTaBIISITh U OOPMIIATH JOKYMEHTHI ITyTeM BbICEKaHHUs

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

4. ToroButcs ciyxebHoe nucbMo. Kakoe neiicTBue HEOOXOOMMO MPENNPUHATH JUIS MOTYYESHUs
uHbopMaIH 00 YUpexaeHUH, B KOTOPOE HAIIPABIISAETCS JAHHbIN TOKYMEHT?

a) o(hOpMUTH PEKBU3UT "CIIPaBOYHBIE JaHHBIE 00 opraHuzanuu’

0) opopMUTH peKBU3UT "Tpu coriacoBaHus JOKyMeHTa"

B) 0OpMHTH PEKBHU3HT "aapecar”

') IOMETUTH Ha IOKYMEHTE aIpecC yUpeKIeHUS

5. Kakum 00pa3oM HYKHO OCYLIECTBIISITh XpaHEHHE JTOKYMEHTHPOBaHHON MH(OpMAIMU B CTPYK-
TYPHOM MOJIpa3IeICHUU ?

a) JOKYMEHTBHI JIOJDKHBI OBITh CIPYIIIUPOBAaHbI B JEJO, MOMEUICHbI B 3amHparomuecs mkapsl U
celdml

0) JOKYMEHTBI JIOJKHBI OBITh CTPYIIIMPOBAHBI B TOMA, IOMEIIEHBI B 3alIMparOIIUecs MKadbl

B) IOKYMEHTBHI JIOJKHBI OBITH CTPYIIIIUPOBAHbI B OJIOKH, TOMEIIEHBI B 3aIUPAOIINecs HIKa(bl

I') JOKYMEHTBI JTOJKHBI ObITh PAacHpeIeIeHbI 110 MarkaM U OMEIIEHbI B ce (bl

6. Kakum 00pa3oM HY)XHO OCYIIECTBIISATh MEPBUYHYIO 00paOOTKY MOCTYMHBIIEH TOKYMEHTHPO-
BaHHOM MH(popMarn?

a) MPOBEPUTH MPABUIBLHOCTH TOCTABKHU, IPOCTAaBUTh PEKBU3UT "OTMETKA O KOHTpose"

0) MpoBEpUTh MPABMIBHOCTH JOCTaBKHU, IPOCTaBUTh PEKBU3UT "OTMETKA O MOCTYIUICHHH JOKY-
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MeHTa"

B) 3aperuCTPUPOBaTH HH(HOPMAIIHIO

r) epenath MHGOPMAIIHIO Ha XpaHEHUE

7. HeoOxomuMo BBecTH MH(pOpPMANUIO B KOMITbIOTEp. Kakue ycTpoicTBa NIl 3TOTO CIEAyeT HC-
MOJIb30BaTh?

a) CKaHep M MBIIIh

0) npuHTEp U TPEKOOIT

B) MBIUIb U KJIABUATYPY

I') CKaHEp U KJIaBUATYypy

8. Uto HE0OX0IMMO OCYIIIECTBUTD /IS BBIIETEHU a03aia TekcTa B peaakrope Microsoft Word?

a) YCTaHOBHUTH Kypcop Ha Jiro060e MecTo ab3alia v MIeIKHYTh JICBOM KHOIIKON MBITIH

0) yCTaHOBUTH KypCOp Ha JIF0O0€ MECTO ad3alia U TPUK/IbI MICIKHYTh JIEBOH KHOIKON MBIIIN

B) YCTAHOBUTH KypCOp Ha IOJIE CJIeBa OT ad3alia M IBaX/IbI IIEIKHYTh JIEBOW KHOMKOW MBIIIN

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

9. Kakue neiicTBuS HEOOXOIUMO MPEANPUHATD AJISL TOTO, YTOOBI CKOMUPOBATh (PParMEeHT TEKCTa B
penakrope Microsoft Word?

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

0) BBITOTHUTH KOMaHy "3aMEeHUTH" U3 MEHIO "mpaBka"

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

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

10. Kakoe neiicTBMe HEOOXOAMMO MPEANPHUHATH IS 3alycka MPOrpaMMbl Ha TMEPCOHAIBHOM
KOMIbIoTEpE?

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

0) IBa pasa HIENKHYTh 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 MPEINPUHATE JJIS TOTO, YTOOBI IEPEMECTUTh OKHO MPOTPaMMBbI
MIEPCOHAIBHOTO KOMIIbIOTEpa?

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

0) HaBECTH MBIIIbL HAa CTATYC-CTPOKY U MEPETALTUTH

B) HABECTH MBIIIb HAa TPAHUILY U NIEPETALIUTh

') HABECTH MBIIITH Ha 3aT0JIOBOK OKHA U TIEPETaIIHTh

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 "ducio cToyionoB" u
"qucio cTpok" 3a/1aTh HEOOXOMUMBIEC 3HAYCHHUS

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

B) BBINIOJIHUTh KOMaHay "moje" u3 MeHto "BcTaBka'

T') BBIMIOJTHUTH KOMaHy "OTKPHITH (haiin"

13. Kakoe neiictBue B Opayzepe HEOOXOIUMO MPEANPUHATH I TOTO, YTOOBI MOIYYUTh JOCTYII K
AIIEKTPOHHOMY pecypey?

a) BBECTH JJICKTPOHHBIN aipec pecypca B CBOOOIHOM TOJIe

0) BBectu URL-anpec pecypca B mosie aapecHOi CTPOKH

B) Ha)KaTh HAa KHOTKY "0OHOBHTH"

T) IBa pa3a Ha)kaTb Ha MPaBYIO KHOMKY MBIIIN

14. Yto HeoOXoauMO caemaTh AJIs MOoMCcKa onpeieneHHol napopmarnun B cetn "Uurepuer"?

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

0) BBeCTH nepBble OyKBBI 3apOca B TOUCKOBOM cUCTEMeE

B) BBECTH HECKOJIBKO CJIOB 3aIllpOca B MMOMCKOBOM cucTeMe

r) chopMymupoBaTh MOMCKOBBIH 3aIPOC

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

a) HKaTh Ha KHOTIKY «BIIEPEI»

0) Ha)KaTh HA KHOIIKY «Ha3aJ»

CornacoeaHa Ha noprane Ne 32035 12



B) IPOKPYTUTH CTPAHUILY KOJIECUKOM MBILIH

') HaXaTh Ha KHOTIKY «IIepe3arpy3uTh»

16. Kakum o6pazom B cetu "MIHTEpHET" MOXKHO IIepeaTh TEKCTOBBIE COOOIICHHS U TPUIOKEHHBIE
K HUM (paitnp1?

a) MyTeM HCII0NIb30BaHus Opaysepa

0) myTeM CKauMBaHUS U YCTAHOBKHU MPOTPaMMBI Tiepeaun (aition

B) ITyTE€M UCIIOJIb30BAaHHS AIEKTPOHHOM MOYTHI

T) IyTeM CKaYMBAaHMSI U YCTAHOBKH MPOTPAMMBI BUACOCBS3U

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

a) mepeaaTh TEKCTOBBIN (hailsl o ANEKTPOHHOM 1mouTe

0) BBITIOJTHUTH KOMaHy «COXPaHUTH

B) IPOU3BECTU 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) 3aIlyCTUTh MPOBEPKY HA BUPYCHI

I') IPOU3BECTH Je(pparMEeHTAIHIO TUCKOB

19. Uto HEOOX0MUMO cAenaTh I TOTO, YTOOBI MOYYUTh KOMHUIO JOKYMEHTHPOBAaHHOW MH(pOpMa-
UM CO BCEMH OCOOCHHOCTSIMM JOKYMEHTAa-TIOAJIMHHUKA OT YUPEKACHUS, HAXOAALIETOCS HA 3HAYUTEIh-
HOM PacCTOSIHMU 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 M3YYEHHUE BOIPOCA, TOAr0TOBKA MMCHbMEHHOTO OTBETA

T') aHaJIU3 CBEICHUHN Ha MPEJAMET UX COOTBETCTBUS 3aKOHOAATEIbCTRY

14.1.2. Tembl fOMAaIIHUX 3aaHUH

1. ITonroroBUTH NpUKa3 110 OCHOBHOM IEATEIBHOCTH.

2. I[loarotoBuThH Cily’k€0HOE MUCHMO.

3. IToaroroBUTH NPOTOKO.

4. IloAroTOBUTH CIIPABKY.

5. Co3naTh 61aHK MUChMa OPraHU3ALUU B 3JIEKTPOHHOM BUJIE.

6. Haiitu undopmanuto B cetu "MHTEpHET" 0 NPUMEHEHUH CUCTEM AJIEKTPOHHOTO JOKYyMEHT0000-
poTa B AEATEILHOCTH OpraHU3aluil.

14.1.3. 3auér

1. [TonsTre 1 GyHKIUHA TOKYMEHTA.

2. JIenonpou3BOJICTBO: MOHATHE, KOMIIOHEHTHI, (HOPMBI OPraHU3ALHH.

3. Drtansl pa3BUTHS 1€T0NPOU3BOJACTBA B Poccum.

4. IonsiTHE U CTPYKTYypa HOPMATUBHOM 0a3bl COBPEMEHHOTO JCIIOMPON3BOJICTRA.

5. OTBETCTBEHHOCTH 32 MIpaBOHAPYIIEHUS B chepe paboThl ¢ JOKYMEHTAMH.

6. [Monstre pexBu3uta AokymenTta. [IpaBuna odopmieHNs] peKBU3UTOB OPTaHU3AIMOHHO-PACIIO-
PAAUTETBHBIX TOKYMEHTOB.

7. OcoOeHHOCTH SI3bIKA U CTWIISL OUIUATBHBIX JOKYMEHTOB.

8. YcraB opraHu3aiiy: MOHSATUE U OCHOBHBIE Pa3/IEIIbl.

9. TpeboBaHUs K COCTABICHHUIO TOJDKHOCTHON MHCTPYKIIHH.

10. IIpuka3 mo 0OCHOBHOM JIEATEILHOCTH: TIOHATHE, TPEOOBAHUS K COCTABJICHUIO U OOPMIICHHIO.

11. IIpaBwuiia coctaBiieHus: ¥ 0HOPMIICHUS PACTIOPSKCHHIA.

12. Ocobennoctu coctaBieHus U 0GOPMIICHUS PEIICHUI U TTOCTAaHOBJICHUM.
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13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.
27.
28.
29.
30.
31.
32.
33.

Cnyxe0HOe MHChMO: MTOHATHE, BU/IbI, TPEOOBAHMS K COCTABICHUIO U O()OPMIICHHIO.
CocTtapnenue u 0(popMIIEHHE ITPOTOKOIOB U aKTOB.

CocraBnenne u oopMIIeHHE TOKIATHBIX, OOBICHUTENBHBIX U CIY>KEOHBIX 3aIHCOK.
CrpaBka: OHATHE, BU/IbI, TPEOOBaHUS K COCTABICHUIO U 0()OPMIICHUIO.
TpynoBoii 1oroBop: MOHATHE, COAEPIKAHUE, IPABUIA COCTABICHUS U O()OPMIICHHUSL.
[TpaBuia moAroTOBKM MPHUKA30B IO JIUYHOMY COCTaBY.

CocTtapnenue u oopmiIeHHE XapaKTEePUCTUKH.

3asBIeHUE: IOHATHE, 0OCOOEHHOCTH MOATOTOBKH.

ABtobHorpadus u pesrome: TpeOOBaHMs K COCTABICHHIO U 0()OPMIICHHIO.
[TpaBuna cocraBneHus U 0poOpMIICHHUS JOBEPEHHOCTH U PACIIMCKH.

[TonsiTHe 1 BUABI OOpaIlleHU Tpak1aH.

[TpuHIUTIEI pabOTHI C OOpAIICHUAMH TPaAXKIaH.

TexHomorust paboThl ¢ 00pALICHUAMU TPAKIAAH.

[ToHsATHE TOKYMEHTOOOOPOTA U MPUHIIMIIEI €70 OpPraHU3aLUu.

XapaKTepUCTHKA OCHOBHBIX 3TAIlOB JJOKYMEHTO000pOTA.

OnepaTuBHOE XpaHEHHE JOKYMEHTOB. TpeboBaHus K ((OPMUPOBAHUIO JEII.
[TonsiTHe, GpyHKINU U OCOOCHHOCTH MOArOTOBKH HOMEHKJIATYPHI €.

OKkcnepTu3a LEHHOCTH T0KyMEHTOB.

OCHOBHBIE TIPEUMYIIIECTBA KOMITBIOTEPHOI MOJITOTOBKH JIOKYMEHTOB.

[TpaBuna opopmieHUs: JOKYMEHTOB B TEKCTOBOM pefakTtope Microsoft Word.
[Topsinok paboTsl B MH(POPMAIIMOHHO-KOMMYHHUKAIIMOHHOH ceTu "HMHTepHeT".

14.1.4. Bonmpocbl Ha CaMONIOATOTOBKY

1. demonpounsBoctBo B JlpeBHepycckoM rocynaperse (X—XI BB.) U B epro/1 MOTUTHIECKON pa3-
npoonenHoctu (XII-XV BB.).

2. OcobenHocTH nmpukazHoro aenonpousBoiactsa (XVI-XVII Ba.).

3. Komexxckoe u MuHHucTepcKoe Aenornpon3BoacTBo (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 IeI0NPOU3BOACTBA.

7. OTBETCTBEHHOCTH 3a IIPaBOHAPYIICHHUS B chepe paboThl C JOKYMEHTaMH.

8. OcobenHocTr 0(UIUATIEHO-IETIOBOTO CTHIIA.

9. Jlexcrueckue ¥ rpaMMaTHYECKUEe MpaBuiIa OQUIMATBHO-IEI0BOIO CTUIIS.

10.
11.
12.

[TpaBuiia cokpaieHus cioB. Mcnonb30BaHne NPONUCHBIX U CTPOUYHBIX OYKB.
[lonsTHe 1 BUIBI KaAPOBBIX JOKYMEHTOB.
[ToaroroBka TpyaoBOro 10roBopa, TPYAOBOW KHUXKKH, JUYHON KapTOUYKH, JUYHOTO JIeJIa, JIU4-

HOTI'O JIMCTKA I10 YUCTY KaJApOB.

13.
14.
15.
16.
17.
18.
19.
20.

21

CocraBienue u opopmiIeHUE NPUKA30B 10 JUYHOMY COCTAaBY.

CocTtapnenue u o(hopMIIEHUE XapaKTePUCTUKH.

[ToHsiTHE ¥ BUABI TUYHBIX TOKYMEHTOB.

[ToaroroBka 3asiBiIeHUS.

ABTtoOuorpadus u pezrome: TpeOOBaHUS K COCTABIICHUIO U 0()OPMIIEHUIO.
CocTtapnenue u opopMIIeHHE JOBEPEHHOCTH U PACIIUCKH.

[Tonsitue u Buabl oOpaieHuit rpaxkaad. [IpuHunsr paboThl ¢ 0OpalIeHUSIMU FPAXKAAH.
TexHonorust paboThl ¢ 00pALICHUAMU TPAXKAAH.

. [lonsiTue nokymenToo60poTa. [IpuHIUIBI €ro OpraHu3aluy.
22.
23.
24.
25.

XapaKTepUCTUKA OCHOBHBIX 3TAIlOB JJOKYMEHTO000POTA.

OmnepatuBHOE XpaHEHHE JOKYMEHTOB. TpeboBaHus K (OPMUPOBAHHIO JIEIT.
[TonsiTie, GpyHKINU 1 OCOOEHHOCTH MOJArOTOBKM HOMEHKJIATYpPHI €.
DKcrepTH3a IEHHOCTH I0KYMEHTOB.

14.1.5. Tembl OIPOCOB HA 3aHATUAX

[TousiTne u npoucxoxaeHue nokymenta. CrocoObl U cpeacTBa JOKyMeHTHpoBaHUSA. DyHKIMU U
KJaccu(uKays TOKyMeHTOB. Jle0pon3BOICTBO: OHATHE, KOMIIOHEHTHI, OPIaHU3alMOHHBIE (DOPMBI.

[TonsiTne pexkBu3uTa JOKyMeHTa. [IpaBuia opopMieHHsS PEKBU3UTOB OPTraHU3AIMOHHO-PACIOPS-
JUTEIBHBIX JOKYMEHTOB.
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[ToHsiTHEe OpraHU3alMOHHBIX JTOKyMEHTOB. CocTaBieHHe U O(OpMIIEHHE YCTaBOB M IOJOKEHHA.
[TonroroBka m odopmieHne HHCTPYKIHH. OCOOCHHOCTH MOATOTOBKH U 0()OPMIICHHUSI OPTaHU3AIMOHHBIX
KaJpOBbIX JOKyMeHTOB. CocTaBieHrue u ohopmiieHHE TOTOBOPOB.

[ToHsiTHE M OOUIHIA MOPSAIOK MOATOTOBKH PACTIOPSIIUTEIBHBIX TOKYMEHTOB. [IpHKka3, pacmopsoke-
HUE, yKa3aHue: TpeOOBaHUS K COCTABJICHUIO M 0OpPMIICHHUIO. PellieHne u mocTtaHoBlIeHHE: TPEeOOBaHUS K
COCTaBJICHUIO U 0()OPMIICHHUIO.

14.1.6. Tembl KOHTPOJILHBIX padoT
1. XapakTepucTUKa HOPMAaTHUBHBIX aKTOB B Chepe J1eT0NpPOr3BO/ICTBA.
2. OCHOBHBIE METOMUECKUE TOKYMEHTHI B c(hepe JeI0NPOnU3BOICTBA.

14.2. TpeOoBaHMS K OLIEHOYHBIM MATEPHAJIAM /JIsl JIUL C OTPAHNYEHHBIMH BO3MOKHOCTSIMH
310pOBbS1 1 HHBAJIH/I0B
Jnst nui ¢ orpaHUYEHHBIMU BO3MOKHOCTSIMU 3/I0POBbSI 1 MHBAJIMJIOB MPEAYCMOTPEHBI JOMOIHU -
TCIIBHBIC OIICHOYHELIC MaTepI/IaJ'IBI, HepequL KOTOpBIX YKaSaH B Ta6J'II/III€ 14
Tabmuua 14 — JlonmonHUTENbHBIE MaTepHallbl OLICHUBAHUS ISl JIUIl C OTPAaHUYECHHBIMH BO3MOXHOCTSIMU
SJIOpOBLSI 1 MHBAJINI0B

Kareropun Bubl TONOTHUTETBHBIX OLIEHOYHBIX ®opMbI KOHTPOJIS M OLIEHKH
00y4JaroLXCs MaTepuaioB pe3ynbTaToB 00y4eHuUs

TecThl, MICEMEHHBIE CAMOCTOSTEIbHbIE
paboThI, BOTIPOCHI K 3a4eTy,
KOHTPOJIbHBIE Pa0OTHI

C napymeHusMu
cryxa

[Ipenmy1iieCTBEHHO MUCbMEHHAS
MpOBEpKa

C mapymenusamu | CobeceoBaHue 1Mo BOpocam K 3aueTy, | [IperumyiiecTBeHHO yCTHas TPOBEpKa

3peHus OTIPOC MO TePMUHAM (MHOUBUYaTIBHO)
C napymeHusMu Pemenue qucTaHIIMOHHBIX TECTOB,
OTIOPHO- KOHTPOJIbHBIE Pa0OTHI, MUCbMEHHbIe | [IpenMylecTBeHHO AUCTaHIIMOHHBIMU
JIBUTATEJIBHOTO CaMOCTOSITENIbHBIE Pa0OTHI, BOPOCHI K METOJaMH
amrmapata 3a4ery
C orpanunuenusiMu 1o | TecThl, TUCbMEHHBIE CAMOCTOSITENILHBIC [IpenmymiecTBEHHO POBEpKa
00IIeMEeTUITTHCKIM paboThI, BOTIPOCHI K 3a4eTy, METOJAMM UCXOJS U3 COCTOSTHUS
MOKa3aHUsIM KOHTPOJIbHBIE Pa0O0ThI, YCTHBIE OTBETHI | OOY4aIOIIErocsi Ha MOMEHT NMPOBEPKU

14.3. MeToauuecKue peKOMEHIANMNH M0 OIEHOYHBIM MATepPHAJIAM JIJIsl JIHI[ C OTPAHHYEHHBIMU
BO3MO’KHOCTSIMU 3/I0POBbsI 1 HHBAJIN/I0B

I[J'IS[ JiiL ¢ OrpaHU4YCHHBIMHW BO3MOXHOCTAMHU 3J0POBbA WU HHBAJIWAOB IMPEAYCMATPUBACTCA HO-
cTymnHas (hopMma Mpe0CTaBICHUS 3aJaHUH OIICHOYHBIX CPEJICTB, 8 UMEHHO:

- B IIe4aTHOU (hopme;

- B TIeYaTHOU (hOpMe C YBEITHUEHHBIM MIPUPTOM;

- B (hopMe AIIEKTPOHHOTO IOKYMEHTA;

- METOJIOM YTCHHS aCCUCTCHTOM 3aJIaHUs BCITYX;

- MPEIOCTABICHUE 3a/IaHUS C UCTIONB30BAaHUEM CYPJIOTIEPEBO/IA.

Jlumam ¢ OrpaHWYEeHHBIMH BO3MOXKHOCTSIMH 3JI0OPOBbsSI M MHBAIHMIAM YBEJIHMUUBACTCS BpEMs Ha
MOJITOTOBKY OTBETOB Ha KOHTPOJbHBIE BONpPOCHL. [Iiist Takux oOyuaromuxcsi npeaycMaTpuBaeTcs TOCTyI -
Has popMa mpeoCTaBICHHS OTBETOB Ha 3a/IaHUs, & UMCHHO:

- MMCbMEHHO Ha Oymare;

- Ha0Op OTBETOB Ha KOMITBIOTEPE;

- HA0Op OTBETOB C MCIIOJIb30BAHUEM YCIIYT ACCUCTCHTA;

- MIPE/ICTaBJICHUE OTBETOB YCTHO.

[Iponienypa orieHUBaHUS PE3yJIbTATOB OOYUSHHSI JIMII C OTPAaHUYECHHBIMU BO3MOKHOCTSIMH 3/10pO-
Bbsl M1 MHBAIMJOB M0 JUCLUUIUIMHE MPeTyCMaTPUBAET MpeAoCcTaBlIeHne nHpopmanuu B Gopmax, aJaarnTH-
POBaHHBIX K OTPAHUYCHUSM HX 370POBBS i BOCIIPUATHS HH(POPMAIINH:

JJ1s1 JIMI ¢ HAPYIIEHUSIMH 3PeHUsl:

- B (hopMe AIIEKTPOHHOTO IOKYMEHTA;

CornacoeaHa Ha noprane Ne 32035 15



- B IIeYaTHOW (hopMe YBEITMUECHHBIM HIPHUPTOM.

JL1s1 JIMI ¢ HApYIIEHUSIMM CJIyXa:

- B ()OpME IITEKTPOHHOTO JIOKYMEHTA;

- B Ie4aTHOU hopme.

JI1s1 1M1 ¢ HApYIIEHUSIMM ONIOPHO-ABUTaTe/ILHOI0 annapara:

— B (hOpMe DITEKTPOHHOTO JIOKYMEHTA;

- B Ie4aTHoOU hopme.

[Tpu HEOOXOAMMOCTH ISt JIUIL C OTPAHMYEHHBIMH BO3MOXKHOCTSIMH 3/I0POBbsI 1 HHBAIUIOB TIPOIIE -
Jypa OLCHUBAHMS PE3YIbTATOB O0YYCHHUSI MOXKET IPOBOIUTHCS B HECKOJIBKO JTAIOB.
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