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2 [IpakTryeckue 3aHATHA 14 14 4acoB
3 Bcero aymuTopHbIX 3aHATUH 24 24 4acoB
4 CamocrosTenpHas paboTa 116 116 4acoB
5 Bcero (6e3 sx3amena) 140 140 4acoB
6 ITonroroBka u cgada 3adeTa 4 4 JacoB
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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 HACENeHHs U ee peryinupoBanue, MHpopmarrka, MHPOpMarmonHsie TexHonmoruu, [louck u obpa-
00TKa HHPOPMALUH.
[Mocnemyromumu TUCIATUTHHAMHE SBISTIOTCS: [IpeiuiuioMHas mpakTrka.

3. TpeGoBanusi K pe3yJibTaATaAM OCBOEHMS JUCHUILTUHBI

[Tporniecc n3yueHus: AUCUUILUIMHBI HAMPaBJIeH Ha (JOPMUPOBAHUE CICAYIOMUX KOMITIETCHIINH:

— OIIK-4 crmocoOHOCTBIO HUCTIONB30BaTh OCHOBHBIE METOJIbI, CIIOCOOBI U CPEACTBA MOJIYYCHHUS,
XpaHeHus1, iepepadoTku nH(pOpMaIUY, HABBIKK PabOTHI C KOMITBIOTEPOM KaK CPEICTBOM YIIPABIICHUS WH-
dbopmanmeii, B TOM ynciie B MH()OpMaITMOHHO-KOMMYHHKAITMOHHOU cetn "MHTepHeT";

B pesynbrare u3ydeHus TUCIUTUTMHBI O0YJarOIIUNACS JODKEH:

—  3HaTh COLUHUAIbHYIO CYIIHOCTh, BUABI U (PYHKIUU JOKYMEHTOB, OCHOBHbIE HOPMaTUBHbBIE TPE-
OoBaHMs B chepe AeIONPOU3BOJICTBA;

—  yMeThb UCHOJIbh30BaTh OCHOBHBIE METOJIbI, CIIOCOOBI M CPE/ICTBA MOTYUYCHHS, XPAHEHUS, Mepe-
paboOTKH JOKYMEHTHUPOBAHHON MH(OPMAIIHH;

— BJIaJieTh HABBIKAMU IOJI'OTOBKH HEOOXOMUMBIX JOKYMEHTOB C UCIOJIH30BAHHEM IEPCOHAIH-
HOTO KOMITbIOTEpa U HH()OPMAIIMOHHO-KOMMYHHKAIIMOHHOM ceTH "MHTepHeT".

4. O0beM TMCHUIIMHBI U BUAbI y4e0HOI padoThl
OO0m1ast TpyI0EMKOCTh AUCIUIUTHHBI cOCTaBIsIeT 4.0 3aU€THBIX €IMHUIIBI U TIPEJICTaBICHA B TA0JIH -

ne 4.1.
Ta6muma 4.1 — TpyioeMKOCTh TUCIUIITMHBI

Bunel yueOHoI nesTebHOCTH Bcero gacos Cemectpsl

10 cemectp

AynuTopHbIe 3aHATHS (BCETO) 24 24
Jlexuun 10 10
[IpakTrueckue 3aHATUA 14 14
CamocTosiTenbHas padboTa (Bcero) 116 116
BoinonHeHue 1oMalHuX 3a1aHui 26 26
[TpopaboTka JIEKITMOHHOTO MaTepuaia 10 10
CaMocTosTeNnbHOE N3y4eHUE TeM (BOIIPOCOB) 62 62
TEOPETUYECKOM YacTu Kypca
[ToaroroBka K MpakTUYECKUM 3aHATUAM, CEMUHApaM 14 14
BrInonHeHne KOHTPOJIBHBIX paboT
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Bcero (0e3 ax3ameHa) 140 140
[ToaroroBka u cpaya 3aueTa 4 4
OO01mast Tpy1I0eMKOCTb, 4 144 144
3avetHpie EnuHUITBI 4.0
5. Conepxanne TUCUMIIIIHMHBI
5.1. Pa3gesbl AMCHUIIMHBI 1 BUABI 3aHATHI
Paznensl AMCUMITITMHBL U BUABI 3aHATUI NpUBEICHBI B Tabmwuie 5.1.
Tabauna 5.1 — Pa3aensl AMCHMIUIMHBI U BUJIBI 3aHATUN
_ 0]
= = 2 2 2 £
3 = < g 3 o
'y S < 5o 20
Ha3Banus pa3nenoB IUCHUTIIIUHBL i © o, o 2 2 =
= = s 50 = E
Q. < O 0 =
= © A3 S 2
10 cemecTtp
1 JIoKyMEeHT KaK COLIMOKYJIbTYPHBIN (PEHOMEH. 2 2 4 8 OIIK-4
[TonsiTre nenonpou3BoACTBa
2 Uctopus aenonpousBoacTsa B Poccun 4 4 OIIK-4
3 HopmaruBHast 6a3a COBpeMEHHOTO JIeJI0- 14 14 OIIK-4
MIPOU3BOICTBA
4 OcHOBHBIC TpeOOBaHUS K OOPMIICHHUIO JI0- 2 2 4 8 OIIK-4
KYMEHTOB
5 SI3bIK ¥ CTHIIb O(PUIIMABHBIX TOKYMEHTOB 8 OIIK-4
6 IIpaBuna cocraBneHus U ohopMIIEHUS Opra- 4 8 OIIK-4
HU3ALUOHHBIX IOKYMEHTOB
7 IlpaBuna coctaBieHus U 0hOpMIIEHUS pac- 2 2 12 16 OIIK-4
MOPSIIUTENIBHBIX IOKYMEHTOB
8 [IpaBwmiia coctaBiieHUsT U OHOPMIICHUS HH- 2 4 16 22 OIIK-4
(hopMaIMOHHO-CTIPAaBOYHBIX TOKYMEHTOB
9 IpaBwmia cocTaBieHus U opopMIICHUS K- 0 0 10 10 OIIK-4
POBBIX TOKYMEHTOB
10 IpaBuna coctaBineHus 1 0HOpMIICHHS 0 0 8 8 OIIK-4
JUYHBIX JTOKYMEHTOB
11 Opranuzaius paboThl ¢ 0OpaIIEHUSIMHI 0 0 8 8 OIIK-4
rpaxaaH
12 Tlopsinok NBUKEHUS TOKYMEHTOB B Opra- 0 0 6 6 OIIK-4
HU3AIUU
13 Cucrematu3zaius U XpaHeHUE TOKYMEHTOB 8 8 OIIK-4
14 KoMmbroTepHO€E A€710IPOU3BOACTBO U 10 12 OIIK-4
OCHOBBI paboTHI B cetu "MHTepHeT"
Hroro 3a cemectp 10 14 116 140
Hroro 10 14 116 140
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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 =
Q s 5
g S 3
]
HasBanus paznenos Coneprkanue pas3enoB JUCLUILINHEI 110 JIEKIHUAM 7 &5
o S E
= o, =
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
8 [IpaBuna coctaBnenust |[loHsaTre MHPOPMAITMOHHO-CIIPABOYHBIX TOKYMEHTOB. OIIK-4
u ohopmIiIeHUS CocTtaBnenue u 0opMIIEHHE CITY>KEOHOTO MUChMA,
nH(OPMaIMOHHO- MIPOTOKOJIOB, aKTOB, TOKJIAHbBIX, OOBSICHUTEIbHBIX U
CIPaBOYHBIX JOKYMEHTOB | CIIy:Ke€OHBIX 3anucoK. CocTaBieHue u opopmieHne
CIIPaBOK, 3aKJIFOUEHUH, TenedoHorpaMM U (HaKcoB.
Hroro 2
Hroro 3a cemectp 10

5.3. Pa3nenbl JMCUMILUIMHBI M MEXKIMCUMILUIMHAPHBIE CBSA3H ¢ 00eceYuBAKIIMMH (NMpeabl Ty IIIUMHU)
U o0ecneynBaeMbIMH (NOCJASAYOMIUMHU) TUCHUATIIMHAMHA
Paznenbl quctuIIMHBl ¥ MEKIUCIUILTHHAPHBIC CBS3H C 00CCTICUMBAIOIIMMU (MIPEABIAYIIMMU) U

o0ecrieurBaeMbIMH (TIOCIIEAYIOIIMMHI) TUCIMIIMHAMU NIpe/ICTaBlIeHb! B Tabmuue 5.3.
Tabmuma 5.3 — Pa3aensl IUCIMIUIMHBI 1 MEKIMCIUTUIMHAPHBIC CBS3U

Ne paznenoB qaHHOW MUCHIUIUTAHEIL, 1711 KOTOPBIX HEOOXOUMO H3yUEHUE
0o0ecIIeunBaroIINX U 00ECIEYNBAEMBIX JUCIIUILINH

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

HaunmenoBanue
JUCIUILINH

12

13

14

[IpenmecTByronme qUCUUILIMHBI
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1 3ansaTocTh Hacele-

HHS U €€ PEryiIupo- + + +
BaHUE
2 Undopmaruka + +
3 UndopmanmoHHbIe N
TEXHOJIOTUH
4 Tlouck u oOpa- N N
60TKa HHpOpMAIIH

[Tocnenyromue TUCIUITITUHBL
1 TlpennumioMuas n N N n . N N

MIpaKTHKa

5.4. CooTBeTCcTBHE KOMIIETEeHUM I, opMHUPyeMbIX IPH M3YyYEeHUH TUCHUILIUHBI, 1 BU0B 3aHATHI
CootBercTBHE KOMIETEHLUH, (HOPMUPYEMBIX MPHU H3YyYECHUM AMCLUUIUIMHBI, W BHUJIOB 3aHATUN
npezcTaBiIeHo B Tabmuie 5.4.
Tabmuma 5.4 — CoOTBETCTBHUE KOMITETCHIINHA, ()OPMUPYEMBIX MTPU W3YYCHUU NUCHIUILIAHBI, U BUIAOB 3aHS -

TN

§ Bunnl zanstuit

=t .

i = S

(] < < q)

£ o rq S, OPMBbI KOHTPOJIS

= Y 5 ]

= = < =

S = 8

2 =

OIIK-4 + + + HNowmamnee 3ananne, Koncnekr

camomnoarotoBku, [Ipoepka
KOHTPOJIbHBIX pabot, Onpoc Ha
3aHATHAX, 3aueT, Tect

6. UnTepakTBHBIE MeTOABI M (GOPMBI OPraHU3aLMU 00yYeHH s
He npenycmorpeno PVYII.

7. JIaGopaTtopHbie padoThI
He npenycmorpeno PVYII.

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

8 Y =
I -
3 = 5
Z > 5
Ha3zBanus pa3znenos HanmeHOBaHME IPAKTUYECKHX 3aHATUH (CEMUHAPOB) | 2 & &5
5 : :
> S 2
o Q Z
= o
10 cemecTp

1 JIokyMeHT Kak JIOKyMEHT Kak COIMOKYIbTYpHBIH heHomen. [TorsTne 2 OIIK-4

COLMOKYIIbTYPHBIH JIeJIOTIPOU3BOJICTBA

¢denomen. [lonstue Virtoro 2

JIeJIOTIPOU3BOICTBA

4 OcHoBHble TpeOoBanusi | OcHOBHBIE TPeOOBAaHUS K O()OPMIIEHUIO TOKYMEHTOB 2 OIIK-4

K 0(hOpPMIICHHUIO Viroro

JIOKYMEHTOB

6 IIpaBuna cocraBnenus |[IpaBuia cocraBneHus u 0(hOpMIICHUS] OpraHU3alUOH- 2 OIIK-4

u ohopmIeHUS 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- 4 OIIK-4
u oopmiteHus OHHO-CIIPABOYHBIX JIOKYMEHTOB
UH(POPMALIMOHHO- Hroro 4
CIPAaBOYHBIX JOKYMEHTOB

14 KomnsrorepHoe KoMmbroTepHO€ A€I0MPOU3BOICTBO U OCHOBBI paOOTHI 2 OIIK-4
JIEJIONIPOU3BOACTBO U B cetu "UnTepuer"

HOBBI pabOTHI B CETH

'(')C OBBI P ?0 ce Hroro 2

HNuTtepHer
Hroro 3a cemectp 14

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
Hroro
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 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
CHpABOTHBIX NOKYMEHTOB | 1110 ha60TKa TEKIIHOHHOTO 2

Matepuaina

BrinosnHeHne JOMAIIHUX 10

3aaHuN

Hroro 16
9 IlpaBuna coctaBneHus u | CaMOCTOSTENBHOE U3Yy4de- 10 |OIIK-4 3auet, KoHcniekT camonof-
odopMIICHUS KaJIpOBBIX | HUE TEM (BOMPOCOB) TEOpe- roToBkH, TecT
JIOKYMEHTOB TUYECKOHM 4acTu Kypca

Hroro 10
10 ITpaBuina cocraBnenus: | CaMoCTOSATENbHOE U3yYe- 8 |OIIK-4 | 3auert, Koncnexr camono-
U 0(OpMIICHHSI IMUHBIX  |HUE TeM (BOIPOCOB) TeOpe- rOTOBKH, TecT
JIOKYMEHTOB TUYECKOHM 4acTu Kypca

Hroro 8
11 Opranuzanus pabotsl ¢ | CaMoCTOsATENbHOE H3yYe- 8 |OIIK-4 3aueTt, KoHCcnekT camono-
oOpalIeHus MU TPAXKAAaH  |HUE TeM (BOIPOCOB) TeOpe- TOTOBKH, TecT

TUYECKOM 4acTH Kypca

UTtoro 8
12 Tlopsaiok nBUAKEHUS CamocrosiTenbHOE U3yde- 6 OIIK-4 3adeT, KOHCITEKT caMoIToI-
JIOKYMEHTOB B HUE TeM (BOIPOCOB) Te€Ope- roroBku, Tect
OpraHu3aIu THYECKOW 4acTH Kypca

UTtoro 6
13 CucremaTtusanus u CamocTosTeNnbHOE U3yye- OIIK-4 3auet, KoHcniekT camonof-

XpaHCHUEC TOKYMCHTOB

HHE TeM (BOIIPOCOB) TEOpE-

roTOBKH, TecT
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TUYECKOHM 4acTu Kypca
Hroro
14 KoMmeroTepHOE IToaroroBka K mpaxkTuye- 2 |OIIK-4 JlomaiiHee 3ajaHue, 3auer,
JEJIONPON3BOJICTBO U CKUM 3aHSATHUSAM, CEMUHA- Omnpoc Ha 3ansTusx, Tect
OCHOBBI Pa0OTHI B CETH pam
" "
MuTeprer BoinonHenue qomMantHux 8
3aJaHuN
Hroro 10
Hroro 3a cemectp 116
IToaroroBka u crava 3auera 4 3auer
Hroro 120
10. KypcoBas pa6ora (IIpoeKT)
He npenycmorpeno PVYIIL.

11. PeliTuHrOBasi cucTeMa AJISl OHCHKHU yCII€BA€EMOCTHN oﬁyqammnxm
PetitunroBas cucreMa He HCIIOJIb3YCTCH.

12. YueOHO-MeTOAUYecKOe U MHGOPMANIMOHHOE O0ecTieyeHHue TUCIHIIINHBI

12.1. OcHoBHas1 JIMTEpaTypa
1. JenompousBoactBo: Yuebnoe nocodue / Kazakeruu JI. U. - 2018. 132 c. [DnexTpoHHBIN pe-
cypc] - Pexxum noctyna: https://edu.tusur.ru/publications/7542 (nara obpamenus: 18.06.2018).

12.2. lonoiHuTEIbHAS JIUTEpaTypa
1. Ky3nenor U. H. JlokymeHTanmonHoe obecrieueHre yrpaBaeHus U JASIONPOU3BOJICTBO : yueo-
HUK. - M. : FOpaiiT, 2012. - 576 c. (nanmuune B 6ubmmorexke TYCVYP - 26 5k3.)
2. Makaposa H. B., Hukonaituyk I'. C., TutoBa 0. ®@. KomnberoTepHOE AEIOMPOU3BOACTBO :
yaeOHoe rocobue. - CIIO. : [Turep, 2005. - 410 c. (Hanuuue B 6ubmmotexke TYCYP - 10 3k3.)

12.3. YueOHO-MeTOAHYECKHE MTOCOOUHA

12.3.1. O6s3aTe/ibHbIE Y4eOHO-METOAMYECKHE MOCOOUs
1. JlenompousBoAcTBO: Y4eOHO-METOIUUYECKOE TOCOOUE ISl MOJATOTOBKU K MPAKTUYECKUM 3aHS -
THSM U caMmocTosTeabHOU padoTel / KypenkoB A. B. - 2018. 15 c¢. [DnekrpoHHEI pecypc] - Pexxum no-
cryna: https://edu.tusur.ru/publications/7822 (mata obpamenus: 18.06.2018).

12.3.2. Y4yeOHO-MeTOAMYECKHE OCOOUS ISl JIUI] C OTPAHUYEHHBIMH BO3MOKHOCTSIMU 310POBbS U
HHBAJINI0B

Y4eOHO-METOIMYECKIE MaTepUaIbl IJIsI CAMOCTOSTEIFHOM M ayTUTOPHON pabOThl 00YJarOITUXCS
U3 YHCTia JIUI ¢ OTPAHMYEHHBIMA BO3MOYKHOCTSIMU 3JIOPOBBSI U WHBAIHJIOB MPEAOCTABISAIOTCS B PopMax,
aJJaNTUPOBAHHBIX K OTPAHUYCHHAM UX 3JI0POBBS U BOCIIPHUATHUS HH(DOPMAITHH.

Jliis1 I ¢ HApYIIeHUSIMU 3PeHust:

- B (hopMe FIIEKTPOHHOTO JIOKYMEHTA;

- B IIeYaTHOW (hopMe YBEITMUECHHBIM HIPHUPTOM.

JlJis1 JIUI ¢ HAPYIIEHUSIMHU CJIyXa:

- B (hopMe DIIEKTPOHHOTO IOKYMEHTA;

- B Ie4aTHoOU hopme.

Jlais1 I ¢ HAPYIIeHUSIMU OTIOPHO-ABUIaTeIbLHOTO aNnapara:

- B (hopMe AIIEKTPOHHOTO IOKYMEHTA;

- B Ie"yaTHOU hopme.

12.4. IlpodeccnonanibHbie 6a3bl JAHHBIX U HHGPOPMALNIMOHHBbIE CIIPABOYHbIE CHCTEMbI
1. CnpaBounas npaBoBas cuctema "KoncynbrantlIroc"
2. CunpaBounas npasoBas cuctema "['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-
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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»
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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.
[ToaroroBka u opopmieHue HHCTPYKIHH. OCOOEHHOCTH MOATOTOBKU M O(OPMIICHHS OPTaHU3aMOHHBIX
KaJpOBbIX JOKyMeHTOB. CocTaBieHue 1 opopMIIeHHE JOTOBOPOB.

[TonsiTre 1 0OMMI MOPAIOK MOATOTOBKH PAacHOPSIUTENBHBIX TOKyMeHTOB. [Ipukas, pacmopsike-
HHe, YKa3aHue: TpeOOBaHMs K COCTAaBJICHUIO U OQOpMIICHHIO. Pellienne u nocTaHoBieHUe: TpeOOBaHUS K
COCTaBJICHUIO U 0()OPMIICHHUIO.

[TonsiTne MHGOPMAIIMOHHO-CIIPABOYHBIX JOKyMeHTOB. CocTaBieHue u oopmieHue ciyxeOHoro
NHCbMa, MPOTOKOJIOB, AKTOB, NOKJIATHBIX, OOBSICHUTENBHBIX W CIYXKeOHBIX 3amucok. CocTaBieHne u
odopmIIeHHE CTIPaBOK, 3aKIIOUEHHH, TeeOHOrpaMM U (PaKcoB.

14.1.6. Tembl KOHTPOJILHBIX padoT
1. XapakTepucTrKa HOPMAaTUBHBIX aKTOB B c(pepe JeI0Nnpou3BOICTRA.
2. OCHOBHBIE METOMUECKUE TOKYMEHTHI B chepe IeI0nponu3BOICTRA.

14.2. TpeﬁoBaHnﬂ K OCHOYHBIM MaTepuajJgamM AJd JUll ¢ OrPAaHHYCHHBIMHA BO3MOKHOCTAMU
310PpOBbS U UHBAJIUA0B
I[J'IH JijI ¢ OrpaHM4YCHHBIMH BO3MOKHOCTAMU 3J0POBbSA U MHBAJIMAOB MPEAYCMOTPCHBI JOIMOJIHU -
TCJIBHBIC OLICHOYHBIC MATCPHUAJIbI, IICPCUCHD KOTOPLIX YKa3aH B Ta6J'II/II_IC 14.
Ta6mma 14 — I[OHOJ'IHI/ITeJ'II)HI)Ie MaTtepuajibl OLUCHUBAHUA AJIA JIUL C OrpaHUYCHHBIMU BO3MOXXHOCTAMU
340POBbLS U UHBAJINOB

Kareropuu Bunpl TOIIOMHUTEIBHBIX OLIEHOYHBIX @OopMBbI KOHTPOJISL U OLIEHKH
oOyJarommxcs MaTepHalioB pe3yJIbTaTOB O0y4YCHUS

TecThl, MMCEMEHHBIE CAMOCTOSTEIbHBIE
paboThI, BOIIPOCHI K 3a4E€TY,
KOHTPOIbHBIE Pa0OTHI

C HapymieHusiMu
ciyxa

[TpenmytiecTBEHHO MUCHMEHHAS
npoBepKa

C napymenussmu | CobecenioBaHme 0 BOIpocaM K 3a4eTy, | [IpenMyIiecTBeHHO yCTHas IpoBepKa

3peHus ONpOC M0 TEPMHUHAM (MHIUBUYaJIbHO)
C HapyuieHusMu Pemienne quCTaHIIMOHHBIX TECTOB,
OIIOPHO- KOHTPOJIbHBIE Pa0OTHI, MUCbMEHHbIE | [IpenMylecTBeHHO 1MCTaHIMOHHBIMU
JIBUTATEILHOTO CaMOCTOSATENIbHbIE Pa0OThI, BOIPOCHI K METO/laMH
anmapara 3a4eTy
C orpanunuenussMu 1o | TecTbl, TUCbMEHHBIE CAMOCTOSITENIbHBIE [IpenmyniecTBEHHO IPOBEPKA
o0IeMeIMIINHCKIM paloThl, BOIIPOCHI K 3a4ETy, METO/IaMH UCXOJS U3 COCTOSIHUSA
MIOKa3aHUsIM KOHTPOJIbHBIE PA0OTHI, YCTHBIE OTBETHI | 00YYaloLIerocss HA MOMEHT IPOBEPKU

14.3. MeToauueckue peKoMeHAAIMH M0 OLeHOYHBIM MaTepHAJIaM [JIsl JTUI C OTPAHUYEHHbIMHU
BO3MOKHOCTSIMU 3/10POBbSI 1 HHBAJIN/I0B

Jns muip ¢ orpaHMYEHHBIMH BO3MOXKHOCTSIMH 37I0POBbSI M MHBAIMIOB TPEIyCMAaTpPUBACTCS J0-
cTymnHas (hopMma Mpea0CTaBICHUS 3aJaHUH OIIEHOYHBIX CPEJICTB, @ IMEHHO:

— B TIEYaTHOH (hopme;

- B IIeYaTHO (hopMe ¢ YBEITHUEHHBIM MIPUPTOM;

- B (hOpMe ITEKTPOHHOTO JIOKYMEHTA;

- METO/IOM YTE€HUS ACCUCTEHTOM 33/1aHUs BCIYX;

- MPEOCTaBJICHUE 3a/IaHUs C UCTIOIb30BAaHUEM CYpPJIOTIEPEBO/IA.

Jlumam ¢ OTrpaHWYEeHHBIMH BO3MOXXKHOCTSIMH 3JIOPOBbSI I MHBAIHIIAM YBEIHMYUBACTCS BpeMs Ha
MOJI'OTOBKY OTBETOB Ha KOHTPOJIbHBIE BONPOCHL. i Takux 00ydaromuxcs mpeycMaTpuBaeTcst JOCTYII -
Hast popmMa MpeTOCTaBICHHSI OTBETOB HA 3a/IaHUs, 8 IMEHHO:

— MUCbMEHHO Ha Oymare;

- HabOp OTBETOB Ha KOMITBIOTEPE;

- Ha0Op OTBETOB C UCIIOJIH30BAaHUEM YCIYT aCCHCTECHTA;

- IPE/ICTaBICHNE OTBETOB YCTHO.

[Tponienypa orieHHBaHUS PE3yIbTATOB OOYYEHHS JIMII C OTPAaHUYEHHBIMU BO3MOKHOCTSIMH 3/10pO-
BbSl 1 MHBAIHIOB 110 TUCLUILIMHE TpPeIyCMaTpUBaeT IpenocTaBieHne nHopMauu B popMax, aaanTH-
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POBaHHBIX K OTPaHMYCHUSM HX 3[J0POBBS U BOCHPUATHS HH)OPMALIVH:
JI1s1 JIMI ¢ HAPYIIEeHUSIMH 3PeHMsI:
- B (hOpME IIIEKTPOHHOTO JIOKYMEHTA;
- B IIeYaTHOW (hopMe YBEITMUECHHBIM HIPHUPTOM.
JIJ1s1 JIMI ¢ HAPYIIEeHUSIMH cJIyXa:
- B ()OpME IIIEKTPOHHOTO JIOKYMEHTA;
- B IevaTHoOU opme.
JIJ1s1 JIMI ¢ HAPYLIEHHUSIMH OTIOPHO-AIBHIaTeJILHOTO anmapara:
- B (hopMe IIEKTPOHHOTO IOKYMEHTA;
- B ITe"YaTHOU hopme.

HpI/I H606XO,Z[I/IMOCTI/I AJIs1 JIAL € OTpaHUYCHHBIMU BO3MOKHOCTSAMU 300POBbA U NUHBAJIM0B IIPOLIC-

Aypa OLCHUBAHUS PE3YJIbTATOB 06yqu1/151 MOXET NPOBOAUTHECA B HCCKOJIBKO 3TAIlOB.
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