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1.1. JucuunimHa «ABTOMATU3alMs  JEJIONPOU3BOJCTBAY o0ecIIeunBaeT OBJIAJEHUE
CJICAYIOIIUMHU KOMIICTCHIIUAMM:
Kon HaumeHoBaHMe KOMIIETEHIIUT Kon srana | HanmeHoBaHue
KOMIETeHI[HU OCBOEHHSI JTama OCBOEHHsI
KOMIIETEH U U KOMIETeHIHU
IK-13 YMEHHE MPOEKTHPOBATh M BHeAPATh KommoHeHTHl | [IK-OC 13.3 CIOCOOHOCTH
UT-undpactpykrypbl MPEANPUATHS, MPOEKTUPOBATh U
obecrieunBamNIe JOCTHKEHHE CTPaTerHYecKuX BHEJIPSATH
Heneit v moIepkKy OU3HEeC-TIPOIIECCOB KoMIIOHeHTsl UT-
uH(PaCTPyKTYpHI
MPEANPUSITHS,
oOecrieuynBaroIue
JIOCTHKEHUE
CTpaTern4ecKux
neneu u
MOJIIEPIKKY
Ou3Hec-
MPOLIECCOB
TIK-15 yMEHHE MIPOEKTUPOBATh apxutektypy | I[IK-OC 15.2
ANEKTPOHHOTO MPEATIPUATHS

MeHe)mcep MMpOAYKTOB B o0J1acT I/IH(l)OpMalII/IOHHI)IX TEeXHOJIOT’il.

IIpukas

Muntpyna Poccun ot 20.11.2014 N 9151 (3apeructpupoBano B Muntocre Poccun 18.12.2014

N 35273)
1.2,

B PE3YJIbTATC OCBOCHU S NTUCIHUIIJIMHBL

CTYACHTOB JOJI?KHBI OBITE C(bOpMI/IPOBaHLI:

OTD/TD Kox srana | PesyabTaTsl 00yyeHus
OCBOEHHS

(npu HaIn4Yuu npodcranaapra) | xommereHMH

C - Ynpasienue cepueit npoaykros| 11K-13.3 Ha ypoBHe 3HaHMii: 3HATH:

1 TPYIIION UX MEHEIKEPOB.

3aka3 W aHaIM3  pPEe3yNbTaToB
TeXHOJIOTUUECKUX HCCIIEOBaHUN B
MHTEpecax  CepuM  MPOAYKTOB
(C/01.6)

PaspaboTka OM3HEC-TUTaHOB,
[ICHOBOW TIOMUTHUKH W CTPATEruu
[pa3BUTHS cepuu HPOJYKTOB
(C/02.6)

BakimoueHue MapTHEPCKUX
coryaleHui u pasBuTHE
oTHOMIeHMI ¢ apTHepamu (C/01.3)
Ynpasnenne OrooKeToM — cepHud

mpoaykToB (C/01.4)

[YripaBneHue rpymnmoil MeHeIKepoB
mpoxykros (C/01.5)

[Tponsmkenne npoxykToB(C/016)
3aka3 W KOHTPOIb BBIMOJIHCHUS
[TpOTpaMMEBI MIPOEKTOB o
CO31aHUI0, Pa3BUTHIO, BBIBOAY HAa
[PBIHOK H IPOJaXaM IPOAYKTOB
cepun (C/01.7)

YnpasneHue NaTeHTaMu Ha
TeXHOJIOTHH, CO3/1aBacMbIe B
[pamkax npoaykros (C/01.8)

PaspaboTka  MpemioKEHUH 0|
MPHUOOPETEHUIO u TPOJIaXKe]
TEXHOJIOTHIECKUX, TMPOIYKTOBBIX H
IPOYHX HWHTCIUICKTYalIbHbBIX|

aKTUBOB U opranm3anuii (C/01.9)

- colepaHME  JOKYMEHTAllMOHHOTO  O0ecredYeHus
yIpaBlieHus (J1€JI0MPOU3BOJICTBA);

- coAepKaHWE W MOPAAOK O(OPMIICHHS OCHOBHBIX
OpPraHru3arMOHHO-PACHOPAIUTEIIbHBIX TOKYMCHTOB,

- OCHOBBl  OpraHM3alMl  JOKyMEHT000OpoTa
MPEANPUSATHH, B OPraHU3AIMHU, YUPEKICHUY;

- METOJIBI M CPEJICTBA AaBTOMATH3ALUS JICJIONPOU3BOJICTBA;
KIacCU(UKAIMIO W BHIBl  CHUCTEM  YOpaBIICHHS
JJIEKTPOHHBIM JIOKyMEHTOOO0POTOM;

- COCTOSIHME U MEPCIEKTHBbI PA3BUTHUSI CHCTEM YIIPABICHUS
JJIEKTPOHHBIM JOKYyMEHTOOOOPOTOM.

Ha

Ha ypoBHe ymenmuii: ymers

- oTpabaThIBaTh OCHOBHEBIE OpraHU3aIOHHO-
pacropsiouTeNbHbIE  JOKYMEHTBI C  HCIIOJIB30BAaHHEM
CPEICTB aBTOMATH3AIINN;

- HCTIOJIH30BaTh WHCTPYMEHTAJIbHEIC cpencTaa
KOMIIBIOTEPHBIX TEXHOJIOT U JUIs 3¢ PEeKTUBHOM
OpraHU3alUY U BEJIEHUs JeIONPOU3BOICTBA;

- paspabaTbiBaTh  OTAEIbHBIE NPOTOTHUIIEI  CPEICTB

ABTOMATU3AMU ACJIONPONU3BOJACTBA

Ha ypoBHE HaBBHIKOB:

- HaBBIKAaMH pa3pabOTKH OCHOBHBIX OPTraHH3aIlMOHHO-
PaCHOPSAUTENbHBIX  JIOKYMEHTOB C  HCIOJIb30BaHUEM
CpEeJICTB aBTOMATH3AIINH;

- HaBBIKAMU pa3pabOTKU OTAEIbHBIX MPOTOTHIIOB CPENICTB
ABTOMATH3AINH JCJIONPON3BOICTBRA.

- BIIAJICTh HaBBIKAMU pa3paboTku OCHOBHBIX
OPTaHM3AIOHHO-PACTIOPSIIUTEIBHBIX ~ JOKYMEHTOB  C
HCTIOIb30BaHUEM CPEJCTB ABTOMATH3AIHH;




- HaBbIKaMH pa3pa60TK1/I OTACJIBHBIX MPOTOTUIIOB CPCACTB
ABTOMATHU3AIINN JCJIONPONU3BOJICTBA.

[1K-15.2

Ha ypoBHe 3HaHMii 3HaTH:

- couepKaHWE  JOKYMEHTAallHOHHOTO  O0ECHeYeHUs
yHpaBieHus (IeToNpON3BOICTBA);

- coumepKaHHME W MOPSIOOK OGOPMIECHHS OCHOBHBIX
OPTaHHU3aIOHHO-PACTIOPSAUTENBHBIX JOKYMEHTOB;

- OCHOBBI  OpraHM3alM  JOKyMEHTOOOOpOTa  Ha
NPEANPUSTHHN, B OPraHNU3aIMH1, YUPEXKICHUY;

- METObI U CPEJCTBA aBTOMATH3aIHs JAETONPOU3BO/ICTBA;

- KraccupuKauMi0 M BUIBl CHCTEM  YIPaBICHUS
AIIEKTPOHHBIM JTOKYMEHTO00OPOTOM;

- COCTOSIHME U NEPCIEKTHBbI PA3BUTHUSI CHCTEM YIIPABICHUS
AJIEKTPOHHBIM JOKYMEHTOOOOPOTOM.

Ha ypoBHe ymenmii: ymeTs

- 0TpabaThIBaTh OCHOBHBIE OpTaHMU3aIOHHO-
pacropsiauTeNbHBIE  JOKYMEHTBI € HCIOJIB30BAHHEM
CpPEZACTB aBTOMATH3aIINY;

- HCTIOJIb30BATh WHCTPYMEHTAJIbHBIE cpeacTBa
KOMITBIOTEPHBIX TEXHOJIOTUH JUIs 3¢ PEeKTUBHOM
OpraHU3aINK U BeJICHUs JIeIONPOU3BO/ICTRA,;
pa3pa6aTbIBaTL OTACIBHBIC MPOTOTHUIIBL CpCaACTB
aBTOMAaTH3aLUH JEI0NPOU3BOICTBA

Ha ypoBHE HaBBIKOB:

- BIIAZICTh HaBbIKaMU pa3paboTku OCHOBHBIX
OpraHU3allMOHHO-PACIOPSAUTEIBHBIX  JOKYMEHTOB  C
UCTIONB30BaHUEM CPEJCTB aBTOMATU3ALMH;

- HaBBIKAaMH DPa3pabOTKH OTIENBHBIX NIPOTOTUIIOB CPEACTB
ABTOMATH3AlUU AE€TIONPOH3BOICTBA.

2.  O0bem u MecTO TUCHUILINHBI (MoayJisi) B ctpykType OI1 BO

JuctunnuHa «ABTOMaTU3aIMs Jeionpon3BoacTBa» umeer unjaekc b1.B.O/1.8, oorem

aKkaJeMU4YecKuX 4YacoB /2. 2 3.e., u3ydaercss Ha 4 Kypce B 7 ceMecTpe B COOTBETCTBHM C
y4eOHBIM TuTaHOM. KoJM4ecTBO akaeMHYecKHX YacoB, BBIJICIICHHBIX Ha KOHTAKTHYIO PadoOTy ¢
npernojiaBareneM - 28 4acoB, Ha CaMOCTOATENbHYIO paboTy oOydvarommuxcs - 44 yacos; Gopma
IPOMEKYTOYHOU aTTECTAIINH — 3a4eT.

Z[J'ISI N3YUCHUA JaHHOM HOUCIIUILINHBI HeO6XO,Z[I/IMLI 3HaHWsA, YMCHUSA W HABLIKU,

(dbopMupyeMble MPEAIIECTBYIOIMMH JUcHUIUIMHAMU: «TeopeTnueckue OCHOBBI MH(OPMATUKN»,
«[TporpammupoBanue», «OObEKTHO-OPUEHTUPOBAHHBIN aHAJIM3 U TPOTrPaMMHUPOBAHHE.

HanmenoBanus MOCICAYHOIINX y‘~I€6HBIX JUCHUIIIINH XpaHI/IJ'II/IHIa JaHHBIX)», «TeOpI/H[

HKOHOMHUYECKUX MH(POPMAIMOHHBIX CUCTEM», «YTIpaBieHHe pa3paborkoit C».

3. Copep:xanue H CTPYKTYpPa AUCHUTIMHBI (MOTYJIs1)

O0BbeM TUCHUIIMHBI, YacC. ®opma
TeKYIIEro
KounrakTHasi padora yumt
KOHTPOJIS
HaumeHnoBanue Tem odyualommxcsi ¢ 4
Ne n/n (pa3aenoB) npernoaaBareieM yenesaemocty
pasa Bcero penon . Cp ,
10 BHJIAM Y4YeOHbIX 3aHATHIl
MPOMEKYTOYH
I 7P 3 KCP oii aTTecTanuu
Tema 1 Conepxanne 14 2 4 8 3
JOKYMEHTAITUOHHOT'O
oOecrieucHHs yIpaBICHUS
(menonpousBoCTBA)




O0beM JUCHHUILIMHBI, Yac. ®opma
KonrakrHas padora reiymero
HaumeHnoBanue Tem odyuaoImxcs ¢ KOHTPO.IS 4
Nen/n (pa3nesioB) npenogaparteseM yenesaemocTh
Bcero . CP ,
MO BU/AAM Y4YeOHBIX 3aHATHI
NMPOMEKYTOYH
1 1P m3 KCP oii aTTecTaluu
Tema 2 Odopmenne 14 4 2 8 a3
OpraHU3aIIOHHO-
PpacIopsIIUTENbHBIX
JOKYMEHTOB
Tema 3 Opranuzanys 12 2 2 8 3
JOKYMEHT0000poTa
Tewma 4 ABTOMaTH3AIHS 16 4 2 10 I3
JICJIONPON3BOJICTBA
Tema 5 CucteMsl ynpasienus | 16 2 4 10 13
DJIEKTPOHHBIM
JIOKyMEHTO000pOTOM
[TpomexyTouHast aTTecTanus 3a4er
Bcero mo gucuunianae 12 14 14 44

* - npu npumeHeHuu 3J1eKmpOoHHO2O 06y'{€lel}i, OucmquuOHHbzx 06pa306ame/szblx

MEXHONI02ULL 8 COOMBEMCMBUL C YYEOHBIM NIAHOM,
** — gopmul mexkywezo Kommpoas ycneeaemocmu. onpoc (0), mecmuposanue (1),
koHmpoavuas paboma (KP), konnokeuym (K), acce (3), pegpepam (P), oucnym (/) u op.

Conepxanue TMCUMILUIUHBI (MOTYJIs1)

Tema 1. Coep:kaHue T0OKYMEHTAMOHHOIO o0ecnieyeHusl ypaBJieHus (1eJJ0NPOM3BOCTBA)
Beenenne B nucuuniuHy. Llenb, 3amaum, mpeaMeT H3Y4eHHS W OCHOBHOE COJIEp)KaHHE
JVICIIATUTHHBL.

CogepxaHue JOKyMEeHTallMOHHOro obecrneuenus ympasinenus (HOVY). Llenu wu 3amaum
nemonpousBoacTBa.  Comepxanne W (QyHKOMM — JOKyMeHTa.  HopmaruBHas — 0aza
nenonpou3BojicTBa. OpraHbl TOCYJapCTBEHHON BIAacTH M ympasieHus, opranusyronme JOVY.
OcCHOBHBIE JIOKYMEHTBI, periaMeHTHpylonue padoTy ¢ HH(opMmanued U JTOKyMEHTalUew.
['ocynapcTBeHHBIE CTaHIAPTHI HA JIOKYMEHTALMI0, HOPMaTUBHbIE TOKYMEHTBHI, KIIAaCCU(PUKATOPHI.
OCHOBHBIC TIOJIO)KEHUSI TOCYJApPCTBEHHOH CHUCTEMBI JOKYMEHTAIHOHHOTO OO0eCTIeUeHHS
ynpasnenus (I'CAOY).

Tema 2. OdopmiieHne OPraHN3aANMOHHO-PACTIOPAANTEIbHbIX JIOKYMEHTOB

Vuudukanus w  craHgapTuzauusg JAokyMeHTauuu. OpraHu3alMoOHHO-PACOpsAIUTENbHAS
ylpaBiieHYeCKass  JeATeIbHOCTb,  CBOWCTBA  YNpaBJIeHYECKOW  WHGPOpMAlUH,  S3BIK
yIOpaBICHUYECKUX  JOKYMEHTOB,  KJacCHU(pHUKalUsig  OpraHU3alMOHHO-PACIOPSIUTENbHBIX
nokymentoB (OPJI). ®opmynsapsl, Onanku, ¢opmatst OPJI. CocraB pexBusutoB OPJI.
CopepxaHue, COCTaB PEKBU3UTOB W TOPSAIAOK OGOPMIICHHS OCHOBHBIX PaCHOPSAUTENbHBIX,
UH(POPMALIMOHHO-CIIPABOYHBIX M OPTaHU3alMOHHBIX IOKyMeHTOB. Pa3paborka OP/I.

Tema 3. Opranusanus JOKYMEHT0000poTa

JIoKyMeHTOOOOPOT MPEANpHUSATHS, OpPTaHHW3alus JOKYMEHTOOOOpoTa. JIBMXKEHWE BXOAIINX,
HCXOJSIIMX U BHYTPEHHUX JOKYMEHTOB. Perucrpaius, KOHTPOJIb UCIIOIHEHUS, CUCTEMAaTU3aIUs
nokymeHToB. dopmupoBanue u HOMeHKiarypa nen. [[oaroroBka JTOKYMEHTOB K apXMBHOMY
xpaHeHuto. TexHnyeckas 6as3a IeIonpoOru3BOJICTRA.

Tema 4. ABTOMAaTH3AINA JIeJTONPOU3BOJACTBA




OYHKIUM U BUABl CHCTEM aBTOMATH3AIMU ACIOMPON3BOACTBA. DYHKIIMUA CHUCTEM YIIPABICHUS
AJIEKTPOHHBIMUA apXHBaMH, CHUCTEM YIIPaBJICHMsI AJIEKTPOHHBIM JOKymMeHTooOopoToM (ECM-
cuctem - Enterprise content management). Opranuzanust JJOY ¢ uCHIoNb30BaHUEM CPEICTB
MakeTa MNPUKIAIHBIX mporpamMMm Microsoft Office: pabota ¢ HOKyMEHTaMHM B TEKCTOBOM
penakrope Word; miaHupoBaHue W OpraHU3alMs AEATEIbHOCTH YaCTHBIX JIUI] M OpraHU3aluil ¢
UCIIONIb30BaHueM dyekTpoHHoro oduca Outlook, pabora ¢ goKyMeHTamMu B TaOJIUYHOM
nporeccope Excel, coszmanue mpesenrtanuii B cpeae Power Point, pazpaboTka 0a3pl JaHHBIX
JOY. IlpakTrueckue 3aHATHA 110 pa3zpadboTke nmpototunnoB ECM-cucrem.

Tema 5. CucreMbl YIIPaBJIEHHS 3JIEKTPOHHBLIM JIOKYMEHT0000POTOM

Kpatkass xapakTepucTHKa OTEYECTBEHHBIX U 3apyOeXKHBIX CHCTEM JIOKYMEHTAIIHOHHOTO
obecrieuenust ympabiieHus. COBpEMEHHOE COCTOSSHHE U IEPCIEKTHBBI PAa3BUTHUS CUCTEM
aBTOMATU3AIMH TJOKyMEHTO00opoTa 1 Aenomnpon3Boactsa (ECM-cucrem)

3aRJa4YeHue
O030p H3YYEHHOrO MaTrepuaina, MEePCHEKTHUBBI PAa3BUTHUS IJUCHMILIUHBI, MYTH JalbHEHUIIEro
CaMOCTOSITEIILHOTO COBEPIICHCTBOBAHUS 3HAHUH, PEKOMEH/IAIUH 110 MOJATOTOBKE K 3a4eTy.

IIpakTH4yeckue 3aHATHS

Ne TeMbl | TeMaTHKa NPaKTHYECKUX 3aHATHI Texnooruu Tpynoémkocts B

AUCHHUTLIUHBI MpoBeIeHUsl yacax

2 Conepxanme, cocTaB pekBH3HTOB u | Paspaborka
TOPSIIOK odopmiteHHs OCHOBHBIX | OpPTaHHW3aILMOHHO- 4
OPraHU3aMOHHO-PACTIOPSAUTEIBHBIX PpacIopsIIUTENbHBIX
JOKYMEHTOB. JOKYMEHTOB.

3 Opranuzanuss JOKyMeHTooOopoTa Ha | M3ydyeHue  OCHOBHBIX
npeanpusTuu. [[BrxeHue BXOASIIMX, | 3TAloOB 2
UCXOJSIIUX U BHYTPEHHHUX TOKYMEHTOB. | JIOKYMEHTOOOOpOoTa

NPEINPHATHSA.

4 Opranuzanys JOKyMeHTaImoHHoro | [IpakTtuueckas
obecrnieueHus yIpaBIeHUs ¢ | pa3paboTka
HCIIOIb30BAHUEM CpeNCTB MaKeTa | MPOTOTHUIIOB ECM- 8
NpUKIaAHBIX  mporpamm  Microsoft | cucrem (Enterprise
Office: Word, Outlook, Excel Power | content management)
Point u ap.

5 CpaBHHTEIBHAS XapakTepucTuka | M3yueHne cocTosiHuS U
OTEYECTBEHHBIX M 3apyOEeKHBIX CHCTEM | TMEPCHEKTHB Pa3BUTHA 4
JOKYMEHTAIHOHHOT O obecrieueHnst | CHCTEM aBTOMAaTH3ALNH
YIIpaBICHUS MPEAIIPUATHS JIeTIONPON3BOJICTBA.

Hroro 18

4.  MarepuaJibl TeKylIero KOHTPOJS yCIeBaAeMOCTH 00ydarommxcs U (POH OLEeHOYHBIX
CpPeACTB MPOMEKYTOYHOM aTTeCTAUMHU M0 JUCHUIINHE (MOIYJIIO)

4.1. ®opMbl U METOBI TEKYILIETO KOHTPOJISI YCTIEBAEMOCTH M MIPOMEKYTOYHOM aTTECTAIIUU.

B Xoae peannsam/m JUCIHUITIINHBI I/ICHOJ’IBSYIOTCS[ CJ'I@)IYIOH_[I/IC METOIbI TGKYHICFO KOHTpO.]'IH
yCIIEBaEMOCTH 00YYaIOLTUXCS:
- IPY TIPOBEICHUH 3aHATUHN JIEKIIMOHHOTO THTA: Oecena (Iuajior) ¢ 00yJaromMucs,

- HpI/I HpOBeI[eHI/II/I SaHHTI/Iﬁ CCMI/IHapCKOFO THUIIA: JOMAIIHUC paGOTBI 10 TCMaM HpaKTI/I‘ICCKI/IX

3aJaHui

4.2. Marepuaiibl TEKYIIETO KOHTPOJIS yCIIEBAEMOCTH.



B Teuenwe cemecTpa BBINOJNHSAIOTCS JOMAIIHHE PAaOOTHI MO TEMaM MPAKTUYECKHX
3aHATUNA. Pe3ynbTaThl BBINOJHEHHUS ATHX pabOT SBISIOTCS OCHOBAaHHUEM JUISl BBICTABIICHUS
OLIGHOK TEKYLIer0 KOHTPOJs. BbimomHeHHe Bcex paloT sBiseTCs 00sS3aTeNbHBIM JUIS BCEX
CTYJEHTOB. YUHUTHIBAIOTCS TAKXKE PE3yNbTaThl paOOThHI Ha MPAKTHUECKUX 3aHATHUSX.

Cnucok BONPOCOB M MPAKTUYECKHUX 3aJaHUI I MOATOTOBKHU K 3a4eTy

TeopeTuveckue BONpPOCHI

1. Conepxxanue JOKyMEHTAlMOHHOTO obOecrieueHus ympasinenus ([JOVY). llenmn u 3amaum
JIEJIONPOU3BO/ICTBA.

2. Copepxanue U QyHKIIUU JTOKYMEHTA.

3. HopmatuBHnas 6a3a nenonpousBojactBa. Opranbl rocy/1apCTBEHHON BJIACTU U YIIPABIICHMUS,
opranusytomue J0VY.

4. OcHOBHbIE TOKYMEHTBI, periiaMeHTHpYIoIIre padboTy ¢ nHbopMaueil 1 TOKyMeHTallueH.

5. TocynapcTBeHHble  CTaHZApThl HAa  JOKYMEHTAI[MI0, HOPMATUBHBIE  JIOKYMEHTHI,
KJIaCCU(UKATOPHI.

6. OCHOBHBIE NOJOXEHHS TOCYZAPCTBEHHOW CHCTEMBI JOKYMEHTAIIMOHHOTO oO0ecredeHus
ynpasnenus (I'CAOY).

7.  OpraHu3alOHHO-PACHOPSINTEIbHAS yIIpaBlieHYeCKast NeSITeTTbHOCTD, CBOICTBa
yrpaBieH4YeCKON HH(POPMAIUH, SI3bIK YIIPABICHUYECKUX JOKYMEHTOB.

8. XapakrepucTuka M KJIaCCH(PHUKAIMSI OPTraHU3AIMOHHO-PACIOPSAUTENBHBIX TOKYMEHTOB
(OPJI).

9. ®opmysipel, 6manku u popmarsl OP/I.

10. CocraB pexBusutos OP/I.

11. Conepxanue, cocTaB peKBU3UTOB U MOPSAOK O(POPMIIEHUS OCHOBHBIX PACIOPSAIUTEIBHBIX
JIOKYMEHTOB.

12. Copeprkanmue, COCTaB PEKBH3UTOB M TOPSIOK O(POPMIICHHS OCHOBHBIX HH()OPMAIMOHHO-
CIPaBOYHBIX JOKYMEHTOB.

13. Copeprkanue, cocTaB PEKBH3UTOB U TOPSIOK O(OPMIIEHUS OCHOBHBIX OpPTaHU3aIlMOHHBIX
JIOKYMEHTOB.

14. JloxyMeHTOOOOpOT MpEeanpUsITHS, OpraHu3aLus J0KyMEHTo000poTa. J[BUkeHNEe BXOASIINX,
UCXOJSAUIMX U BHYTPEHHUX TOKYMEHTOB.

15. Perucrpanusi, KOHTPOJIb UCIIOJHEHUS U CUCTEMAaTH3aIHs JOKYMEHTOB.

16. ®opmupoBaHue U HOMEHKJIaTypa Jien. IloaroToBka JOKyMEHTOB K apXHBHOMY XPaHEHHUIO.
17. Texuuueckas 6a3a AeIONMPOU3BOACTBA.

18. dyHKIMU ¥ BUABI CHCTEM aBTOMaTu3auu aenonpousboactsa (ECM-cuctem).

19. OyHKIMM CHCTEM  YIpaABICHUS ODICKTPOHHBIMH  apXUBaMH, CHCTEM  YIIPaBICHHS
AIIEKTPOHHBIM JOKyMeHTooOopoToM (ECM-cuctem).

20. OCcHOBHBIE OTEUECTBEHHBIE M 3apyOeXHbIE CHCTEMBI IOKYMEHTAIMOHHOTO O0ecredeHus
ynpasienust (ECM-cucrem).

IIpakTnyeckue 3agaHus

OdopMUTh 00BACHUTENBHYIO 3aITUCKY.

OdopMuTts pesrome.

OdopMuUTh CIIPaBKYy.

Co3narp 6JaHK NPEANPUATHUS C SMOJIEMON.

[ToaroToBUTE KOHBEPT, HAKIEHKY, BUSUTKY.

Odopmuts gokia.

Co3znaTh MMCHbMO Ha OCHOBE 1IA0JIOHA.

Co3aarh npukas Ha OCHOBE IIA0JIOHA.
. OdpopmMuTh NPOTOKO.
10. BBectu cBenieHHs O COTPYAHUKAX M OPTraHU3ALMUSAX U CINITAHUPOBATH BCTPEUY.
11. BBecTu cBeAicHUS O COTPYIHUKAX U OPTaHU3AIUAX U CIUIAHUPOBATH COOBITHE.
12. BBecTu cBeeHHS O COTPYIHHMKAX U CO3aTh 3aauy.
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13. Co3natp 3aMeTKH, OCYIIECTBUTH y4YET BBIOJHEHHOH palbOThI M MepeciaTh COOOLICHUE MO0
3JIEKTPOHHOM MoUTe.

14. Co3spatb pacueTHyro TabuMLy U Juarpammy Juis BeneHus ordyetHoctu J(OVY.

15. OcymiecTBUTh COPTUPOBKY, (UIBTPAIMI0O M CTAaTHCTHYECKYI0 OOpaOOTKYy MaHHBIX B
AJIEKTPOHHOMU Ta0JIHIIE.

16. Coznatb u 0OpPMHUTH MPE3CHTAIUIO.

17. Co3patp 6a3y ganHbx 110 JIOY ¢ UCTIOIB30BaHNEM HECKOJIBKHUX CBSI3aHHBIX TAOJIHII.

18. Coznatb GopMbl aj1s BBOJIa M 0TOOpakeHHs HHGopManuu B 6a3e ganHbx JJOVY.

19. Cozpnatp 3ampocsl Ha BEIOOpKY nH(popMarmu u3 6a3sl naHHbix JOY.

20. Cozpatb OTYETHI IS TOKYMEHTHpOBaHUs nH(popMaluu B 6aze nanueix JJOVY.

21. Pemmth (opManu3oBaHHYIO 3a7ady o0pa®OTKM HH(pOpPMAIMHM MO Kaapam B TaOIMYHOM
IIPOLIECCOpe.

22. Pemmth (opMamM30BaHHYIO 3a7ady CTATUCTMYECKOTO aHaliM3a JAHHBIX B TAaOIUYHOM
IPOILIECCOpeE.

23. BBIUUCIHATH MPOMEKYTOYHBIE HTOTH B CpPeie TAOJIUIHOTO MIPOIECCcopa.

24. TlocTpouTh CBOJIHYIO TaOIHILY B Cpeie TAOIMYHOTO MPOIeccopa.

25. Pemmth 3aa4y MOMCKA ONTHMAIILHOTO PEHICHHS B Cpejie TAOIMIHOTO IIpoIieccopa.

26. Co31aTh MOJHBIN MOJB30BATEILCKUN (popMaT BBOAA U OTOOPaKEHUS YMCIIOBBIX JaHHBIX B
cpelie TabJIMYHOTO TpoIeccopa.

27. BeimonmauTs UMNopt naHHbiX B MS Excel u3 TekcToBoro ¢aiina, 6a3sl naHHBIX MS Access u
C BEO-CTpaHHULIBI.

28. Vcnonw3ys ycinoBHOe (opmaTupoBaHHe B cpelne TaOJIMYHOTO MPOIEccOpa, BBIICITHUTD
HY)KHBIM IIBETOM SYCUKH, YIOBICTBOPSIONINE OMPEICICHHBIM YCIOBHSIM.

29. BpimonHuTh 0TOOP TaOJMYHBIX JAHHBIX B cpelie TaOIMYHOrO Mpoleccopa ¢ MPUMEHEHHEM
pacimmpeHHoro GUIbTPa ¢ BEIYUCISIEMBIM KPUTEPHUEM.

30. C wucnonb3oBaHue Moabdopa MapaMeTpa W AUCIETYepa CIEHAPHUEB CO3/aTh pPa3IUYHbIC
MOJIeTH pacdeToB «UTo, eciu...» B cpejie TAOJIMIHOTO TPoIieccopa.

IIIxana omeHUBAHUSA TEKYLIEIr0 KOHTPOJIsA

10-6anpnas | Tpaguumonnas «3aureHo»/ Onpenenenne
IKaJjaa IKaJjaa «He 3aureno»
10 O1iIn4HO 3auTeHo [Momuple, TrTyOOKME W  CHCTEMaTHYECKHE  3HAHUA,

3HAKOMCTBO C JOIOJHUTEJIBHON JINTEPATYpOH, MOJNHBIA U
HpaBI/IHLHLIﬁ OTBCT, TBOp‘IeCKI/Iﬁ oaxoa B IIOHMMAaHUH U
U3JIOKEHUH Y4eOHOro Marepuaja, MOJHOE BBINOJIHEHHE
MEPONPUSITHI TEKYIIEr0 KOHTPOJIS.

9 OTnuyHO 3a4yTeHo [MonHbIe, TITyOOKHEe W CUCTEMATHYCCKHE 3HAHUS, IMONHBIA U
MPaBUIBHBIA OTBET, IIOJHOE BBITOJHCHUE MEPOIPUATHI
TEKYIIET0 KOHTPOJIS.

8 OTnu4aHO 3auTeHo [lomHple ™  cucTeMaTH4YeCKWe 3HAHUS, OTCYTCTBHE
CyIIECTBEHHBIX ~ HETOYHOCTEH B  OTBETE,  IIOJIHOE
BBINOJIHEHNE MEPONPHUITUN TEKYILEro KOHTPOJIS.

7 XOpOHIO 3auTeHo I[OCTEITO‘IHO IIOJIHBIC u CUCTEMATUYCCKUC 3HaHUs,
OTCYTCTBUC  CYHICCTBCHHBIX HETOYHOCTEH B OTBCTC,
HUMCHOTCSI TOIpCHIHOCTU TPU BBINIOJHECHUN MepOHpI/IﬂTI/Iﬁ
TEKYIIETO KOHTPOJIA.

6 Xopouio 3auyTeHo JlocTaTOYHO  TOJNHBIE W CHUCTEMAaTHYSCKHUe  3HAHUS,
OTCYTCTBHE CYIIECTBEHHBIX HETOYHOCTEH B  OTBETE,
AMEIOTCSl TIOTPEITHOCTH TIPH BBITOJIHEHUH MEPOTIPHUATHI
TEKYIIET0 KOHTPOJIS.




10-6anpnas | TpagunuoHHast | «3auTeHO»/ Onpenenenue
IKaja IKaia «He 3auTeno»
5 Ynosnersopute | 3auTeHO 3HaHWE OCHOBHOIO Y4eOHOro Marepuana B oOBeEMe,
JIBHO HEOOXOIMMOM TS JambHeHnIe yae0sl n paboThl, HMEIOTCS
MOTPENIHOCTH TIPH BBINOJIHEHUH MEPONPHATHH TEKYIIEeTo
KOHTPOJISI U TIPH OTBETE.
4 VYnosnerBopure | 3aduTeHO 3HaHME OCHOBHOTO y4eOHOro marepuajga B MHUHUMAaJbHOM
JIBHO o0BpeMe, HeoOXOMMOM Il anbHeimeil yaeOs u paboTHl,
MUMEIOTCS TOTPEIIHOCTH TPH BBHINOJHEHUH MEPONPUATHH
MPOMEXXYTOYHOTO KOHTPOJISI M TIPH OTBETE.
3 HeynoenerBopu | He 3aureno HmeroTcst cyniecTBEeHHBIE TOTPELIHOCTH MPU BBINOJIHEHUN
TEIBHO MEpOIPUSITHI TEKYLIET0o KOHTpOJIS, JOMYIIEHBI
CYIIECTBEHHbIE OIIMOKM MpU  OTBETe, HeoOXoauMma
HEKOTOpast ONOJTHUTEIbHAS padoTa.
2 Heynosnersopu | He 3aureHo HNmetorcs mpoOenbl B 3HAHMAX 10 3HAYNTEIBHOM 4YacTH
TENBHO y4eOHOTro MarepHuaina, AOMYIICHbl CYIIECTBEHHBIC OMINOKH
IpU OTBETE, HEOOXOIUMa 3HAYMTENbHAS JOMOJHHUTEIIbHAS
ydebHas paboTa.
1 Heynosnersopu | He 3aureno He BbINOJIHEHBI IPEJyCMOTPEHHBIE IPOrpaMMON 3ajaHusl,
TEJNBHO He 0TpabOoTaHbl IPaKTHYECKUE WIIH JIADOpaTOpHBIEC 3aHSTHS,
HeO6XO,Z[I/IMLI JOIIOJTHUTCIIbHBIC 3aHATUA 1o
COOTBETCTBYIOLIEN JUCIUILINHE.
0 HeynosnerBopu | He 3auteHo Hapymenue akageMu4yeckux HOpM (IU1aruar u T.11.)
TENBHO

4.3. ®opMbl, MeTOABI (CPeacTBA) MPOMEKYTOUYHOM aTTeCTALMM.

4.3.1. lnsi KOHTPOJISI YCBOEHHUS HAaHHOW IUCHUIUIMHBI YYeOHBIM IUTAHOM MPETYCMOTPEHBI
3a4eT (8 coomeemcmeuu ¢ y4eOHbIM HAAHOM), KOTOPBIH NPOBOJUTCA B YCTHOW (opme.
3amaHus colep:kaT BOIPOCHL, B KOTOPHIX HEOOXOJUMO MCIIONIb30BaTh TEOPETUUECKUE 3HAHUS U
IIpaKTHYecKoe 3ajanue. Ha 3aueT BEIHOCSTCS OCHOBHBIE BOIIPOCHI, pACCMaTPUBAEMBIE B PaMKax
Bcero Kypca. OCHOBOM [UIsl ONpPENENECHHs OLIEHKH CIYXUT OObEM U YPOBEHb YCBOEHUS
CTYJEHTAMHM MaTepuaya, NPeJyCMOTPEHHOIO IIPOrpaMMOM JAaHHOIO Kypca WM IOJBEICHUS
UTOTOB I10 Pe3yJIbTaTaM BBIIOJHEHHS 33JaHUI TEKYILEr0 KOHTPOJIS YCIIEBAEMOCTH

4.4. Metoanyeckre MaTepHaibl O MPOBEACHUIO POMEXYTOUHOM aTTeCTalluu

3aueT NpOBOJUTCSA B COOTBETCTBUU C TpaMKOM y4yeOHOro mpolecca y4eTOM IpOBEJIEHUs
MOHHMTOPHHIA YPOBHSI OCBOCHMSI KOMIIETEHIIMH TI0 PE3YJIbTaTaM BBIIIOJIHEHUSI CaMOCTOSITEIIbHBIX
3amannii. OTIeHUBaHUE OCYIIIECTBIISIETCS B COOTBETCTBUM CO IIKajIoW oneHuBaHUsA. CTyaeHTaMm,
HE BBIMOJIHUBIIMM JOMAIIHUE 33aJaHusd M (WIM) KOHTPOJBHBIC 3aJaHHsl 1O YBaKUTEIbHBIM
IPUYMHAM, IPEAOCTABISIETCS BOZMOKHOCTh X BBITIOJHEHUS U CIAuu.

BapuaHThI BOIPOCOB M 32IaHUH K 3a4eTy N0 JMCUHUILIHHE

Bapmuanr 1

1. ConeprxaHue, 11/ 1 HOpMATUBHAs 0a3a JOKYMEHTAI[MOHHOTO OOECTIeUeHus YIpaBIeHuUs
(AOY).

2. BBIUMCIUTh TIPOMEXKYTOUHBIE MTOTH 1O JBYM YPOBHSM TPYIIUPOBKH MO TabIUIlE Ha
mucte Tabn 3 daiina Ucxoansie Tabn mist Beex 3aganuii. [locTaHOBKY 3a1a4n OCYIIECTBUTH
CaMOCTOSTEIIBHO.

3. Pemmuth ¢popmanuzoBaHHyIO 3a1a9y 00pabOTKH JaHHBIX (CM. JIUCT 3apruiaTa 3a4deT ¢aina
Hcxomubie TaOII A1 BCeX 3aaHUMN).

Bapuanr 2
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1. Knaccudukanus u cTpyKTypa OpraHu3aliOHHO-PACIOPIIUTENbHBIX JoKyMeHTOB (OP/I).
2. BerunucnuTh mMpOMEXyTOYHBIE MTOTH C HCHoJjib3oBaHueM omepanuii Cymma, Cpemnee,
Makcumym 1o tabnuie Ha nucte Tada 4 ¢aitma Ucxoanbie Tada i BcexX 3aJaHUIA.
[TocTaHOBKY 3a/1a4¥ OCYIIECTBUTH CAMOCTOSITEIIBHO.

3. Pemmuth (opmanuzoBaHHyIO 3amady oOpaboTku naHHbIX (cM. jmct Ilepconan daiina
Hcxoanbie TabdJ AJ1s1 Beex 3ajaHMii). Y CIOBHE HAMpaBlICHUs] HA O0yYEHHE: CIICITUATUCTHI
Otaena pexiamMbl WM JKOHOMHYECKOT0 0TAe/a, He cTapiue 50 Jer.

Bapuant 3

1. Knaccuduxanus, GyHKIUN 1 TPUMEPHI 3JIEKTPOHHBIX cucTeM aenonpoussozactsa (OC/).
2. IToctpoutk cBOmHYIO Tabmuity. Mcnonb3oBats auct Taoua S ¢aiina Mcxoaubie Tada s
Bcex 3aaanuii. [loctanoBKy 3aaun OCYIIECTBUTH CAMOCTOSITEIBHO.

3. Pemmts 3a1a4y ONTHMAILHOTO PaCIpeACIICHHs] TPAHCTIOPTHBIX PECYPCOB MPEANPUATHS C
ucnonp3oBanueMm Hajctpoiikun [louck pemenuss Excel. HWcnmomezoBare suct Iliaan
nepeBo30ok (aitia Ucxoanbie Ta0J 11 BCeX 3aaHMid.

Bapuanr 4

1. OcHOBHBIE JOKYMEHTBI, periaMeHTHPYIOIIHe padoTy ¢ nHopManuend U JOKyMEHTaIHeH
B cepe IeI0IpOr3BO/ICTBA.

2. Pemmth 3a7ady ONTHMAJBHOTO pAaCHpelleleHHs] TPYIOBBIX PECYpCOB MPENNPHUITHS C
ucnoiib3oBanueM HanctTpoiiku Ilouck pemenus Excel. Mcnonp3oBath muct UHCIeHHOCTH
nepcoHaJa daiina Mcxoanbie Ta0 1j1s1 BeeX 3aJaHUM.

3. Pemmuth 3amady TPOTHO3MPOBAHWS 3HAYCHHWA C TOMOINBIO Tporeaypbl Ilombopa
napameTrpa (amanmm3a "Uto-Eciau"). Hcnonb3oBate nuct Ilogbop mapamerpa (aiina
Hcxoanbie Ta0J 1J15 BCeX 3aaHUIA.

Bapuanr S

1. Opranuzanus paboThl ¢ TOKyMeHTaMU. JJOKyMEHTOOOOPOT YUPEKICHHUS.

2. Pemmth opmanuszoBaHHyIO 3aaauy oOpaboTku AaHHbIX (cM. nucT K BbImjare daiina
Hcxomnble Tad 1151 BCeX 3aIaHUi).

3. IlpuMeHNUTh pacIIMpEeHHBIH (WIBTP MO MOATOTOBIEHHOMY JHMAana3oHy KPUTEPHUEB U IO
BbIUKcCIsieMoMy kputeputo. Mcnonb3oBars auct Tada 2 ¢aiina Mexoanbie Tada a1 Beex
3aaaHuii. [locTaHOBKY 3a1a4M OCYIIECTBUTH CAMOCTOSTENBHO.

BaJubl
TpeboBaHus K pe3yJbTATaM 0CBOECHMSA Ouenka niam N
(pediTUHrOBasN
AUCHUTLTHHBI 3ayer
OLIEHKA)
CTyIeHT TBepIO 3HAeT MaTepHal, 'PaMOTHO M3JIaraeT ero, He JOMyCKas | 3aumeHo 50-100
CYIIECTBEHHBIX HETOYHOCTCH B OTBETE Ha BOIIPOC, NIPABUJIBHO NIPUMECHSICT
3HAaHUA W BJIAJACCT HCO6XOJII/IMI)IMI/I HaBBIKaMW TIPpW  BBINIOJHCHUU
NPaKTHYECKUX 3aJjaHuH 1o paspabotke OpTaHHU3aIIOHHO-
pacnopsIUTENIbHBIX IOKYMEHTOB.
CryneHT He 3HAaeT 3HAYMTENIBHOM YacTH NPOrpaMMHOTO MaTepualla, | He3aumeHo. Menee 50
JIONIYCKaeT CYIIECTBEHHBIC OINMOKM, HEYBEPEeHHO, C  OOJBIIMMHU
3aTpyJHEHUSIMH BBINOJHAET IPaKTHYECKHE 3aJaHuii 1Mo pa3paboTke
OpTaHHU3aIIOHHO-PACTIOPSANTEIBHBIX JOKYMEHTOB.

5. Meroauueckue ykazanus AJs 00y4YarOLIUXCH M0 OCBOCHHUIO M CHUTIHMHbI
CamocrosTenbHas padoTa IUIAHUPYETCS B BUAE CAMOIIOATOTOBKH, T.€. CAMOCTOSTEIBHOTO
U3yYeHHs] Pa3/elioB, MOBTOPEHHUS JIEKIIMOHHOTO MaTepuala W MaTepuana y4eOHHKOB,
MOJITOTOBKH K MPAKTHYECKUM 3aHATHUSM, TEKYIIEeMy KOHTPOIO | T.I. B Xome camocTosTensHON
paboThl, a TakKe NpPU MOATOTOBKE K JK3aMEHY, CTYICHTBHI, Hapsay C pPEKOMEHJIOBAHHOM
JUTEPAaTypOi, MOTYT HCIOJB30BaTh JIIEKTPOHHYIO Tpe3eHTanmuu «OQUCHBIE CHUCTEMBI», H
«Komnanus Onektponnbie Od¢ucHsie Cucremsl», pa3paboTaHHBIE aBTOPOM  Y4eOHOM
mporpamMmsbl B cpezie mporpamMmmHoro naketa Microsoft Office PowerPoint. B Teuenue cemectpa
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IUTAHUPYETCS TPOBEJCHHE 3 KOHTPOJIBHO-CAMOCTOSITEIbHBIX pPa0OT, BBIMOJHEHHE KOTOPBIX
OCYLIECTBIIAETCA BO BHEYPOYHOE BPEMs, & KOHTPOJIb, aHAIU3 U MOJABEIECHUE TEKYIIUX UTOIOB —
BO BpEMs IIPOBEICHUsA O4YepedaHOoro 3aHATuA. Ha npoBeneHue KOHTPOIBHO-CAMOCTOSTEIbHBIX
pabot oTBOAMTCA 6 akazemMuyeckux yacoB. Ilo uroram m3yudeHus! IUCLUILIMHBI IPEAYCMOTPEH
3a4er.

Ne TeMBbI . Tpynoemkocts B
®opma caMoCTOATEILHOI PadoThI

AUCIMIUIMHBI yacax

2 W3ydyeHne  OCHOB  s3bIKa  YIPABJICHYECKHX  JOKYMCHTOB,
tdopmynspoB, OmaHKOB M (OpMATOB  OpTaHU3AIMOHHO- 8
PacIOpsIIUTENbHBIX TOKYMEHTOB. COCTaB PEKBU3HUTOB JOKYMEHTOB.

4 [lnaHupoBaHWe W OpraHW3alMsA IEATEIBHOCTH YacTHBIX JIHI H

OpraHu3alMil ¢ HCHOJBb30BaHHEM B3JeKTpoHHOro oduca Outlook, | g
CO3JaHME  IPO(ECCHOHANIBHBIX JOKYMEHTOB B  TaOIMYHOM
npoueccope Excel.

4 PacmmpenHsle BO3MOXKHOCTH TEKCTOBOTO mpoueccopa Word mis
pa3paboTKu  OpraHU3alMOHHO-PACTIOPSIUTENBHBIX  TOKYMEHTOB.
Co3nanue npeseHTanuii B cpeae Power Point.

Hroro: 24

6. VYueOHasi JuTepaTypa M pecypchl MH(POPMAUMOHHO-TEJEKOMMYHHKAIMOHHON ceTH

«HTepHeT», BKJIKWYAsE  NepedeHb  y4eOHO-MeTOAUYECKOr0  oOecreYyeHHsl  JJIs

CaMOCTOSITeIbHOM PadoThl 00y4YaroIuXcs M0 JUCIUIITIHHE

6.1. OcHoBHas nuTEpaTypa.

1. I'pomos E.C., bakanoB M.B., Ileuepckux 1.A. KoMmpioTepHOE JeTONPON3BOACTBO. Y 4eOHO-
crpaBouHoe nocooue. — KTUIIII, 2010

2. MakapoBa H.B., Huxomaituyx I'.C., TuroBa 10.®. KommbproTepHOe Iemonpou3BOJCTBO:
yuebHsIit kype. — CII6.: ITutep, 2009.

3. TOCT P 6.30-2003 YHuubumupoBaHHble CHUCTEMBI JIOKyMeHTanuu 'YHuUDUIIMpOBaHHAS
cucTeMa OpraHU3allMOHHO-PACTIOPAIUTEIbHON TOKyMeHTauuu. TpeboBaHus K 0(OPMIICHHIO
JIOKYMEHTOB).

6.2. JlomotHATEIBHAS TUTEPATYPA.

1. Makaposa H.B. MndopmaTuka: yueOHUK — 4-¢ u3n. — M: @unaHchl u cratuctuka, 2005.

2. MakapoBa H.B. Uadopmaruka: [IpakTukym mo TexHOJIOTHH pabOTHI Ha KOMIbIOTEpe — 4-¢
u31., nepepad. — M: ®duHaHcwl U cTatucTrka, 2005.

6.3. YueOHo-MeToAnueCKOE 00eCcTIeueHuEe CaMOCTOATEIbHOM PabOTHI.

6.4. HopmaTuBHBIE IPAaBOBBIE TOKYMEHTHI.

1. ®enepanpubiii 3akoH oT 29.12.2012 N 273-®3 (pea. ot 13.07.2015) "O6 obOpazoBanuu B
Poccwuiickoit ®deaeparuu" (¢ U3M. U JO1L.).

2. OenepaiabHBIH roCyJapCTBEHHBIN o0pa3oBaTeNbHbII CTaHJapT BBICILIETO

npodeccHOHaIbHOrO 00pa3oBaHMsl 1O HampasieHuto mnoarotoBku 38.03.05 busnec-

uHpopmatuka (kBamudukauus (CTeNneHb) «OakanaBp»), YTBEPKACHHBIH MPUKA30M

MunucrepctBa o0pazoBanus u Hayku Poccuiickoit ®enepanum ot «11»asrycra 2016 r. Ne

1002.

HopmaruBHO-MeToIMUeCKHE TOKyMEeHThl MuHOOpHayKku Poccun.

4. VYcrap @enepalbHOrO TOCYJapCTBEHHOTO OOJKETHOrO 0OOpa30BATEIbHOTO YUPEKIEHUS
BBICHIETO IMpogeccuoHanbHOro o0pa3oBanus «Poccuiickas akajeMusi HAPOJHOTO XO3HCTBA
U TOCyAapCcTBeHHOM ciry>x0Ob1 ipu [Ipesuaenre POy,

w

6.5. UaTepHeT-pecypchl, CpPaBOYHBIE CHCTEMBI.
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7. MartepnainbHO-TeXHHYeCKOe H POrpPaMMHOe o0ecredyeHne JMCHUIIIMHbBI (MOAYJIsA)

Jlia peanu3anuy JaHHOM NHUCUUIUIMHBI (MOIYJIsl), HEOOXOAMMBI CIEUAIN3HUPOBAHHbBIC
KOMIIBIOTEPHBIC AYJAUTOPHH JJIsi TPOBEACHUS BCEX BUIOB KOHTAKTHOM M CaMOCTOSITEIBHOMN
paboThl. AyAUTOpPHHM JOJKHBI OBITh 000pYHOBaHBI KOMIIBIOTEPAMH B COOTBETCTBHH C
MUHUMAJIBHBIMU TEXHUYCCKUMH TpeOoBanmsiMu. KomudecTBo pabodmx MecT 00ydaembIx
JIOJKHO OBITh HE MEHee KOJIMYecTBa CTYIEHTOB B yuyeOHoM rpymnme. [Ipu ucnonb3oBaHuu
BUPTYAIbHBIX MAIIUH JIOJDKEH OBITh €IWHBIA 3allUIICHHBIH CETeBOW pecypc, Ha KOTOPOM
oOydaeMble CMOTYT COXpaHATh pe3yjibTaThl cBoel padoThl. B ob6s3arenbHOM mopsake B
ayJIUTOpUHN JIOJDKHA TPUCYTCTBOBATh NMPOCKIMOHHAS amnmaparypa, odecrednBaronias Kak mokas
Ipe3eHTalMii MO TeMe 3aHSITHH, TaKk U JAEMOHCTpaluio padoThl MpenojaBaTeNs B Cpele
pa3paboTKu B peaqbHOM pexkume Bpemend. OOopynoBaHME Kiacca JODKHO OOeCIeYrBaTh
BBIXOJ IpernoaBaresiss 1 o0yuyaeMbIX B INI00abHYIO ceTh MIHTepHeT JUisi BHIOTHEHUS Y4eOHBIX
3anaTuil. K 00s3arenbHOMY MPOTpaMMHOMY OOECHICUEHUIO IS MOAJCPKKH 00pa30BaTeIbHOTO
npoiiecca Heobxoaumo otHectr: MS EXcelmaker mporpamm Microsoft Office. Tlpu perenuu
3a/a4 JISIONPOU3BOJICTBA HCIIONB3YIOTCS MporpaMMHbie maketel Microsoft Word, Outlook,
Excel, PowerPoint, Publisher, InfoPath, Access. MoryTr ucnoib30BaThCsi AEMOHCTpPaLlMOHHBIE
Bepcuu oreuectBeHHBIX ECM-cucrem (Enterprise content management). CTyIeHTBI HCTIONB3YIOT
TaK)Ke PEKOMEHIOBAHHYIO OCHOBHYIO M JIOTIOJHUTEIBHYIO TUTEPATYPY
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