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1. HEJIX OCBOEHUA JUCHUIIJINHBI

K 0CHOBHBIM 1I€JISIM OCBOCHUS AUCIUILIIUHBI OTHOCHUTCS:
o MOJIyYeHHUE 3HAaHUI B 00J1aCTU pa3padOTKH CUCTEMBI 3JIEKTPOHHOTO
nokymeHToobopoTa (CO]]) u cucteMbl ynpaBieHUsS KOPITOPATUBHBIMH

nHopmarmonueiMu pecypcamu (ECM);

) oBjazieHue ob1e metoaukoi pazpadorku COJ] u ECM,;
° 3aKperyIeHUE MOTy4YaeMbIX B CEMECTPE 3HAHUIN U HABBIKOB HA MIPAKTUKE;
. dbopMupoBaHrEe B3aUMOCBS3€EH, MOJIy4aeMbIX B CEMECTpE 3HAHUM 1

HAaBBIKOB C U3YYCHHBIMH PAHCC U N3YyUACMbIX IT1apalJICIbHO C I[aHHOfI HHCHHHHHHOﬁ;
L IMOATOTOBKA CTYACHTOB K ACATCIbHOCTH B COOTBETCTBHH C

KBATM(PUKAIIMOHHON XapaKTepUCTUKON OakamaBpa.

K ocHOBHBIM 3agauyaM JUCHUIUIAHBI OTHOCSITCS:

o OBJIaJICHUE HaBbIKaMu U npuemamu pazpadotku COJl u ECM;

o M3yYE€HHE U OCBOEHHE TEOPETHYECKOIO0 Marepuala, Kak B Ipolecce
KOHTaKTHOM, TaK U B XOJI€ CAMOCTOSITEILHON PabOTHI;

o BBITIOJTHEHUE MPEJOCTABICHHBIX NPAKTUUECKUX 3aJaHUi pa3IudHBIX
¢dbopMm, Kak B MpoIlecce KOHTAKTHOM, TaK M B XOJI€ CAMOCTOSITEILHOM PabOThHI;

o camocToATeNnbHas paboTra HAA  TEMAaTUKOM  TUCHUIUIMHBL  JUIS

(dbopMHpOBaHUS KOMIETEHIIMH OCHOBHOW 00pa30BaTeNIbHOM MporpamMMmsel (Jajee,

OOTI).



2. MECTO JUCHUIIJIMHBI B CTPYKTYPE OOIl
BAKAJIABPUATA
JIMcuumirHa OTHOCUTCS K YMCITY Y4E€OHBIX AUCIUIUIMH 005S3aTeIbHOMN YacTH.
JIucuuIuIMHA B3aUMOCBSI3aHA JIOTUYECKU U COIEPKATEIBbHO-METOAUYECKH CO

CIeAYIOIIMMHU TucuuIuinHamMu 1 paktukamu OOIT:

o Kommynukarus B UT-chepe;
o HopmartuBHoOe perynupoBanue BHenpeHus U dkcruryatannu MC;
o [IucemenHas nH>xeHepHas KomMmyHukaius B UT-cdepe.

3. HIEPEYEHbD IIVIAHUPYEMBIX PE3YJIBTATOB
OBYYEHUS O JUCIHUIIJIMHE, COOTHECEHHBIE
C IINTAHUPYEMBIMMU PE3YJIbTATAMHA
OCBOEHMUS OBPA3OBATEJBHOM ITPOI'PAMMBI
B pesynpTaTe OCBOCHUS ITUCIUIUIMHBI y OOydYarmuxcs (HOPMHUPYIOTCS

CICAYIOIHNEC KOMIICTCHIINH WU JOJI’KHBI OBITh AJOCTHUTHYTBI CIICAYIOIIHNC PC3YJIbTAThI

oOy4eHus Kak dTar GOPMUPOBAHKS COOTBETCTBYIOIINX KOMIIETEHITUH.

MPOCKTaMU B
oomactu UT nHa
OCHOBE TTOJTYYEHHBIX
TUTAHOB MPOCKTOB B
yCIIOBUSX, KOT/1a
IIPOCKT HE BBIXOJIUT
3a MpeJIeIIbl
YTBEPIKIECHHBIX
napaMeTpoB

Kon HaumeHnoBanue NuaukaTopbl INIAHUPYEMbIX
KOMIIETEHIMH | KOMIIETeHIIU U pe3yJbTATOB 00Y4YeHHUs 110
AUCUMIIHHE
[1K-2 Crniocoben NIIK-2.1. 3HaTs:
OCYILIECTBIIATh METOJBI U CPEACTBA OpraHU3aluy 1
yIIpaBJICHUE ynpasienus MC Ha Bcex cTanusx

KU3HEHHOTO 1UKJIA,

MeToAbl ynpasieHus [T-npoexkramu;
MPUMEPHBIN COCTAaB KOMaH/IbI
paspadotuukos [10;

OCHOBBI peajiu3alvu MPOEKTA.
UIIK-2.2. Y™MeTh:

YTOYHSThH COJIEPKAHUE U COCTaB padoT;
IJIAHUPOBATh PA3JIMYHBIE ACIIEKTHI
npoekTa (coaepkaHue, CTPyKTypa,
Ka4yeCTBO);

OIICHUBATh TPYJOEMKOCTh U CPOKHU
paspabotku I10.




[1K-4 CnocobeH HUIIK-4.1. 35aTh:
IIPOBOJIUTH PaOOTHI METObI OITUCAHUS aJITOPUTMOB,

110 UHTETPaIuu OCHOBHBIE a0CTPAKTHBIC TUIIBI IAHHBIX U
MIPOTPaAMMHBIX WX pean3allny;
MonyJen u COBPEMCHHBIC CHCTEMBI YIIPaBICHUS
KOMITOHEHT U KoHTeHTOM caiita (CMY);
POBEPKY OCHOBBI CO3/ITaHUSI HHTEPHET-
paboTtocniocoOHOCTH | mpuiiokeHuid Ha ocHoBe ASP.NET ¢
BBIITYCKOB UCTIOJIh30BaHUE SI3bIKA
IPOrPAMMHBIX nporpammupoBanust C# (B cpeae Visual
IPOAYKTOB Studio);
OCHOBHBIC KOMaH/IbI JJIs TUTAT(HOPMBI
1C.

NIIK-4.2. Ymers:

pa3palaThIBaTh aJITOPUTMBI IS
KOHKPETHBIX 3a/1a4, YUYUTHIBAs Pa3InuHsl
B [IPEACTABICHUN HH(POPMALIMOHHBIX
00BEKTOB COBPEMEHHBIMU Opay3epamu;
TECTUPOBATH HAMMCAHHYIO NPOrpaMMy
Ha HAJIM4YMe OMHUOOK, UHTEIrPUPOBATh
pa3IuYHbIe MOAYJIU B OJIHY
UH(OPMAIIMOHHYIO CUCTEMY .

NIIK-4.3. Baangers:

HaBbIKAMH HCIIOJIb30BaHNUS A3bIKA
Pa3METKH TUIIEPTEKCTA C S3bIKaMU
IPOrPaMMHUPOBAHMSL.

B nporecce ocBoenust o0pa3oBaTeIbHON TPOrpaMMbl JJaHHBIE KOMIIETEHITNH,
B TOM YHCJI€ WX OT/AC/IbHbIE KOMIIOHEHTHI, (POPMHUPYIOTCS IMOATAIIHO B XOJI€
OCBOEHHUS OOYYalOIUMUCS TUCHUIUIMH (MOAYJiel), MPAaKTUK B COOTBETCTBUU C

y49eOHBIM TUTAHOM U KaJleHIapHBIM TpaduKoM yueOHOTO Tporiecca.

4. CTPYKTYPA U COAEP KAHUE JUCHUITJIMHbI

Ha nepBom Kypce B mepBOM CEMECTPE BbIAEISIETCS 2 3a4€THBIX €IMHULIBI,
T.€. 72 akajeMu4ecKkux 4aca (13 Hux 36 4acoB — ayIUTOPHBIX 3aHATHI CTYJEHTOB,
36 4acoB — CaMOCTOSITEIILHOM paOOThI CTYICHTOB).

dopMa NPOMEKYTOUHOU aTTEeCTALUU: 3a4eT.



Pa3geibl IMCHUIIINHBI
Tema 1 - OcHOBHBIC MOHATHUSA

[Tonsitue anekTponHoro nokymenra, Co/[, ECM.
JlaGoparopHasi pabora Ne 1 Cxema Ou3Hec-npouecca
Heab padorei: N3yuenue npaBui u ocoOeHHOCTEH pabOThl ¢ BHYTPEHHUMU
JIOKYMEHTaMH OpraHu3aiuu u OusHec-mpoieccamMu komnanuu B ECM-cucteme.
[Tonstue csazeit u otanunii 510, CO /1, ECM.
Ilopsinok BeINOIHEHHsI padOThI

[ToarotroBka K BBIMOJHEHUIO PA0OTHI, B TOM YUCJIE PACCMOTPEHUE
CIEAYIOIIUX BOIIPOCOB:

[Tonsitue anekTponHoro nokymenra, Co/1, ECM.

Texnonoruu ECM-cucrem.

Crnoco6s1 padotel ¢ ECM-cuctemoii.

[Ipumep cxembl OusHec-pouecca B Hotaiuu BPMN, kotopas
paccmaTtpuBaeT npumep pabotsl B ECM-cuctemMe ¢ BXOAAIUMU JOKyMEHTaMHU
(peructpanusi, BU3UPOBAHUE, UCTIOTHEHNE), TOCTYNAIOIIUMH B OpTaHU3aIIUIO 10
MOYTE, JIEKTPOHHOU MOYTE U MOJICKAIINUE PETUCTPAIUU;

Pa3paboTtka cxembl OusHec-nporiecca B Hotauuu BPMN 1st BHyTpeHHUX
UCXOJISIIIMNX JOKYMEHTOB (pacropsbKeHHe, MPUKas u T.11.).

3amuta 1abopaTopHOI pabOTHI.

KoHTpoJ/bHBIE BONIPOCHI:

1. UYto Takoe ANEeKTPOHHBIN JOKYMEHT U AJIEKTPOHHBIN JOKYMEHTOOOOPOT?

2. Kak pacmmdpossiBaetcs abOpeBuatypa EDMS u B ueMm ee otnnuue ot
coa?

3. B uewm cocrout npunnmunuansHas pazauia mexxay COJ1 u ECM? Yro
HY>KHO TIpeAnpuHATh, 4To0b1 COJ] ctana ECM-cuctemoit?

4. B 4deMm cocToAT NMpenumMyIiecTBa MEKTPOHHOTO JOKYMEHTO000poTa?

5. Oxapaxkrtepusyiite 3Tansl BHeApeHus: ECM-cucremsi.

6. Kakue TexHOJIOruM JiexaT B OCHOBE YIIpaBJiICHUSI KOPIOPATUBHON

uHpopmarmein?



Pe3yabTat padorsi: PaspaboTannas cxema Ou3Hec-mpoIecca B HOTAIUH
BPMN, kotopas uimoctpupyeT padoty B ECM-cucteme ¢ BHyTpeHHUMHU
UCXOJAIIMMU JOKYMEHTaMU (PErucTpalnsi, BA3UPOBAHUE, UCIIOJIHEHUE),
NOJICKAIUMU PETUCTPALINH.

Tema 2 - ®ynkuuonaa CI3/I u ECM

Oynkrmonan u kinaccupukarus C3J u ECM-cuctem. OcobeHHOCTH
XpaHEHHUsI U yIpaBICHUS JOKYMEHTaMH pazinyHoro ¢popmara. Buemnuii 9/10.
Pabota ¢ pacxoxaenusmu B 9J10. Opranu3zanus CUCTEMBbI JIEKTPOHHOTO apXHUBa.
KitoueBbie mpo0s1emMbl 1 BO3MOKHOCTH yIipaBiieHus: Ouznec-mpoieccamu. Workflow
u ero mecto B ECM-cucremax. Record Management. IIpo6iieMbl 1 TpeGoBaHus B
obnacTu ynpasieHus 3anucsaimu. Pekomennanuu no npumenennto D11 (D11IT) u
OpraHu3aluy IOPUINYECKU 3HAUUMOTO 3JIEKTPOHHOTO JOKYMEHTO000pOTa.
JIoCTOBEPHOCTH IOKYMEHTOB, 0€30M1aCHOCTb, JPYTUE CBA3aHHBIE TEPMUHBI.
Nurerpanuss ECM B BeO-cpeny: ¢hynkunonan cepsuco Google st paboTs ¢
KOPIOPATUBHBIM KOHTEHTOM, (YHKIIUU CUCTEMBI YIIPABICHUS KOHTEHTOM.

JlaGopaTopHasi pabora Ne 2 YnpaBJieHHe BH/1€0-KOHTEHTOM

Heab padorei: U3yuenue dpynkuunonana u kinaccudpukanuu CIJ] u ECM-
CUCTEM, a TAK)KE OCOOCHHOCTEW XpAHEHMSI U YIIPaBICHUS JOKYMEHTAMH Pa3IMYHOTO
dbopmara: Menna-aaHHbIE, YEPTEKHU U MTPOUNIl KOHTEHT.

IMopsiiok BbINOJHEHUS] padOTHI

[ToaroToBKa K BBINOJIHEHUIO PAOOTHI, B TOM YHCIIE PACCMOTPEHUE
CJIEIIOIUX BOIPOCOB:

OcnoBuble pynkiun ECM-cucrem;

Bunpr manHbIx;

VY1paBieHre KOHTEHTOM;

dopMaTsl JOKYMEHTOB;

NHTemeKTyanbHbIe peIIEHNUS;

KopriopaTuBHbIii TOUCK;

praBHeHI/Ie ZKHN3HCHHBIM ITMKJIOM KOHTCHTA,



Pa3paboTka cuieHapusi ynpaBiieHUs BUI€0-KOHTEHTOM JJIsl IPEANPUATUS
MIOCJI€ YYaCTHsI B OTPACIIEBOM BHICTABKE.
3amura 1abopaTopHOM pabOTHI.
KoHTpoJibHBIE BONIPOCHI:
1. Ilepeuncnure ocHoBHBIE PyHKIIMU ECM-cucremsl.
2. KaxoBbl Tambsl 0OHOBIICHHS CETEBOIO JIUCKA IpH mepexoae K ECM-
cucreme?
3. KaxoBsl 0cHOBHBIE CITOCOOBI KOPHIOpaTUBHOTO Moricka B ECM?
4. Yro Takoe KU3HEHHBIN UK KOHTEHTA U KAaKUMHU CITIOCOOAMU MOXKHO UM
YIIPaBIATH?
Pe3yabTat padoThi: Pa3paboTaHHblil clieHapuil ypaBlieHUs BHIEO-
KOHTEHTOM JIJIs IPEIIPUSATHS.
®yukuuonaa CI/l u ECM: Buemnnit /10
Buibl BHEIITHETO AJIEKTPOHHOTO JOKYMEHTO000poTa. Buibl BHEITHUX
ANIEKTPOHHBIX IOKyMeHTOB. Pabora ¢ pacxoxnenusimu B 3/10.
JlabopaTopHasi padora Ne 3 BHeniHuii 31eKTPOHHBII JOKYMEHT0000pOT
Heab padoTei: N3yuenue nopska paboThl ¢ BHEITHUMU AJIEKTPOHHBIMU
JOKyMeHTamMH. PaccMoTpeHre TakuxX BOIIPOCOB, KAK BUJIbI BHEIIHETO 3JIEKTPOHHOTO
JOKYMEHTO000pOTa, BUAbI BHEIIHUX 3JIEKTPOHHBIX JOKYMEHTOB, paboTa ¢
pacxoxaenusimu B I]10.
Ilopsi0K BbINOJHEHUS] padOTHI
[ToaroToBka K BBHIMOJIHEHUIO PabOTHI, B TOM YHCIIE PACCMOTPEHUE
CJIEIYIOLIUX BOMPOCOB:
Buel BHEIITHETO 3JIEKTPOHHOTO TIOKYMEHTO000pPOTa;
DNeKTPOHHBIN 0OMEH TOKYMEHTAMH,
Bubl BHENITHUX 3JIEKTPOHHBIX JJOKYMEHTOB;
[IpoGnemsl B citydae pacxoxaenuit B 9/10.
PazpaboTka qokyMeHTa « AKT IpUEMKH-cAa4H padoT (YCIyT)» Ha

paspabotky KHC.



3ammTa J1abopaTOpHOU PadbOTHI.
KoHTpoJbHbBIE BONIPOCHI:
1. Kakwue Bunst BOJ10 BbI 3HacTE?
2. UYewm otnuyatorcs oneparopsl D10 ot onepatopos 310 CD?
3. Uro Takoe 3IeKTPOHHASI OTYETHOCTh U KaKHM CTaHAapTaM OHa
MOTYHHSCTCS ?
4. Kaxkue BUbI BHEITHUX JICKTPOHHBIX JTJOKYMEHTOB BaM U3BECTHbI?
5. KakoBbl BO3MOXHBIE ITyTH pabOTHI ¢ pacxoxaeHussMu B 9J10?
Pe3yabTat pa6orhi: PazpaboTanHblil TOKYMEHT «AKT IPUEMKHU-CIA4YH padoT
(ycmyr)».
®ynkuuonana CI/l u ECM: YnpasJ/ieHne apxuBamMmu
N3ydenne GyHKIUI 1 BOBMOKHOCTEH 3JIEKTPOHHBIX apXUBOB
(datawarehouses). Opranu3zanusi CHCTEMbI AJIEKTPOHHOTO apXKBa. AINIMAapaTHbIE
peuieHus.
JlaGopaTopHasi pabGora Ne 4 YnpaBJieHUe apXuBamMu
Leab pa6orei: N3yuenne GyHKIMA 1 BO3MOKHOCTEHN 3JIEKTPOHHBIX apXHUBOB
(datawarehouses). Opranu3zaiusi CHCTEMbI AJIEKTPOHHOTO apXuBa. AIIMapaTHbIE
pEILICHHUS.
IHopsiiok BINOIHEHNsI PadOThI
[ToaroToBka K BBIMOJIHEHUIO PabOTHI, B TOM YHCIIE PACCMOTPEHUE
CJIEIYIOLUX BOMPOCOB:
HasznaueHue 101roBpeMEHHOT0 apXHBa U €ro 3a1auu;
OYHKIIMOHAIBHOCTh CUCTEMBI XpPaHCHUS;
BpeMeHHOE 1 10ATOBpEMEHHOE XPAHEHNUE;
ObecniedyeHre PUINIECKON 3HAUMMOCTH JTJOKYMEHTA MPHU €T0
JOJITOBPEMEHHOM XPaHEHHH;
[TpyuHIMIBI TOCTPOEHUS SJIEKTPOHHOTO apXUBa;
TpeOGoBaHus K apXUBY JIEKTPOHHBIX JOKYMEHTOB;

JloBEpEHHOE XpaHEHUE.



Pa3paboTka pernamenTa nepenayu JOKyMEHTA B JIOJITOBPEMEHHBIM
apXuB.
3amura 1abopaTopHOM pabOTHI.
KoHTpoJbHbIE BONIPOCHI:
1. Kakwue 3amaun pemnraet J0JATOBPEMEHHBIN 3JIEKTPOHHBIN apXUB?
2. B dewm pazHuIla MEXy apXUBUPOBAHUEM U PE3EPBHBIM KOTTUPOBAHUEM
JOKYMEHTOB?
3. Kakwue ocHOBHBIC aCTIEKThI HY)KHO YIUTBIBATh MPU OPTaHU3AIHH
AIIEKTPOHHOTO apXuBa?
4. Kakumu criocobaMu MOKHO 00€CTIeUUTh IOPUIUIYECKYI0 3HAYUMOCTh
JIOKyMEHTa Ha MPOTSHKEHUH BCETO CPOKA €T0 XPaHEHUs?
Pe3yabTat padorsi: Pa3paboTaHHblil periiaMeHT nepeiadn JOKyMeHTa B
JOJITOBPEMEHHBIN APXUB.
®yukauonaja CIJ/I u ECM: Workflow u ynpaByienue On3Hec-nmpoueccamMmu
KitoueBbie mpoOieMbl 1 BO3MOXKXHOCTH YIIPaBJICHUS OU3HEC-TIPOIIECCAMH.
Workflow u ero mecto B ECM-cuctemax.
JlabopaTopHnasi padora Ne 5 Workflow u ynpasienue Ou3Hec-npouneccamu
Heab paGorei: N3yueHue kitoueBbIX NPOOJIEM U BO3MOKHOCTEHN yIpaBiIeHUs
ousHec-nponeccamu. Workflow u ero mecto B ECM-cucremax.
IMopsaaoK BHINOJTHEHHUSI PA0OTHI
[ToaroToBKa K BBHITTOJHEHUIO PaOOTHI, B TOM YHCIIE PACCMOTPEHUE
CJIETYIOIIUX BOTPOCOB:
[TonsiTme 6u3HEc-Mporiecca B paboTe MpeAnpHUsTHUS;
Cucremsr Workflow: Ha3Hauenue, coctaB, QyHKIINU;
Onpenenenne BPM u BPMS;
Ormnuuns cucrem Workflow u BPMS;
Ocobennoctu aBromMaTu3anuu ¢ nomoiibio cuctem Workflow u BPM.
Pazpabotka pernamenTa 6u3Hec-mpoliecca «padora ¢ oOparieHueM

KIIMCHTa».



3ammTa J1abopaTOpHOU PadbOTHI.
KoHTpoJbHbBIE BONIPOCHI:
1. Yro Takoe 6uzHec-mporecc B paboTe MpeAnpUsTUS ?
2. Jlns gero cienyet BHeAPATH cucteMy Workflow?
3. B uewm ocHoBHbIe oTauums cuctem Workflow u BPMS?
4. Kaxkue npenmymectBa gaet BPMS?
PesyabTat padorsi: PazpaboTanHblii periiaMeHT Ou3Hec-mpoiiecca.
®yukuuonana CI/ u ECM: YnpasiieHue 3aliuCAMH U 1eJ10IPOU3BOACTBO
Paznuuus B repmunax «Kannemnspus» u «Ynpapnenue 3anucsimm», Record
Management. [IpoGaemMbl u TpeOGoBaHuUs B 0071aCTH yIIPABICHHUS 3aITUCSIMHU.
Oco0eHHOCTH apXUTEKTYPHI 15 padoThl ¢ HopMaTtuBHO-cripaBoYHOM nH(pOpMaIuen
(HCW).
JlaGoparopHasi pabora Ne 6 YupasJ/ieHue 3aIUCAMU U JAeJIONPOU3BOACTBO
Heab padorei: N3yuenue paznuuus B TepMuHax «Kanueaspus» u
«Ynpasnenue 3anucsimuy, Record Management. OcoOeHHOCTH apXUTEKTYPbI AJIs
pabotel ¢ HopmatuBHO-cipaBounoit nadopmanmeit (HCH).
IHopsinok BbINOIHEHNSI PadOThI
[ToaroroBka K BBIMOJHEHUIO PA0OTHI, B TOM YUCJIE PACCMOTPEHUE
CJIEIYIOIUX BOIPOCOB:
OcHoBHbIE OTIMYUS B TepMUHax «KaHuensapus», «Jleronpou3BoacTBo» U
«YTIpaBIICHUE 3aTUCIMUY;
CocraBnsoniye NOHIATUS « Y IPaBICHUE 3aMTUCIMUY;
AsroMaruzanusa COJI 1Jist BeIeHUsI pEECTPOB;
ABTOMaTH3aIMS C MPUMEHEHHEM PETISIIMOHHBIX 0a3 JaHHBIX.
Pa3paboTka 6J10K-CXeMbI CHCTEMBI Pa3/IeIOB peecTpa.
3amuTa 1a60paTopHOM pabOTHI.
KoHTpoJibHBIE BOIIPOCHI:
1. Yro Bxoaurt, corsacHo cranaapty ISO 15489:2001, B mousTue

«YrpaBieHue 3anucAMmu»?



2. Kak MOXHO aBTOMAaTU3UPOBATh CUCTEMY BEJICHUS PEECTPOB?
3. Kakum 06pa3zomM MOKHO YNpaBJsATh KU3ZHEHHBIM LIUKJIOM O0BEKTa yueTa?
4. Kak pewaercs npoOiema npeBpalieHus pa3po3HEHHBIX TOKYMEHTOB B
UCTOYHUK 3HAHUI?
Pe3yabTar padorsi: PaspaboTanHas cuctema pas3esioB peecTpa.
®yukuuonana CI/L u ECM: JaexkTpornHas uudpoBasi noAnuch
Pexomennanuu no npumenenuto JI1 (DII]) u opranuzanuu OPUITIECKHA
3HAYKMMOT'O EKTPOHHOI'O JOKYyMEHTO000pOoTa. [{0CTOBEpHOCTh TOKYMEHTOB,
0€30MacHOCTb, IPYTUE CBA3aHHBIC TEPMUHBI.
JlaGoparTopHasi pabora Ne 7 DuiekTpoHHasi HuPppoBasi NOANUCH
Hean padorei: U3yuenue npasui u ocobernnocret mpumenenus D11 (DLI) u
OpraHu3aluy IOPUIMYECKH 3HAUUMOTO 3JIEKTPOHHOTO JOKYMEHTO000pOTa.
JIoCTOBEPHOCTH IOKYMEHTOB, 0€30M1aCHOCTb, JPYTUE CBA3aHHBIE TEPMUHBI.
IHopsinok BeIMOIHEHNsI padoThI
[ToaroToBka K BBIMOJIHEHUIO PabOTHI, B TOM YHCIIE PACCMOTPEHUE
CIIEAYIOIIUX BOIPOCOB:
O6mme nousitus: D11, UL, ceprudukar D11, Bnanenern ceprudukara
OIl, xmrou DI, karou mposepku 11
O6nacte npumenenus JlI;
Br16op ceprudukara Il1;
OOMeH 371eKTpOHHBIMU ToKyMeHTaMu ¢ J11;
HopmatuBHo-nipaBoBoe mnoJie ucnosib3oBanus JlI;
Ocobennoctu ucnosb3oBanus 11 1715 MEKKOPIOPATUBHOTO
JTIOKyMEHTO000pOTa;
TpancrpaHU4HBIN ANEKTPOHHBIN TOKYMEHTOOOOPOT.
Pa3paboTka pernamenTta noaauu Aekiaapauuu npeanpustus B PHC.

3amura 1abopaTOpHOI pabOTHI.



KoHTpoJibHbIE BONIPOCHI:
1. Yewm oTimnyaercs 3aKpbIThIM KIFOU JIEKTPOHHOM MOJAMUCH OT OTKPBITOrO
kitoua D117
2. Kakwue BUbI 2JIEKTPOHHOM MOJIIKUCH BBl 3HAaETE?
3. B kakux cimyyasx UCIONB3YyeTCsl TOTBKO KBATU(PUIIUPOBAHHAS
AIEKTPOHHAS MMOJIUCH?
4. Kakue peKBU3UTHI IPUAAIOT IOPUANYECKYIO CHITY SJIEKTPOHHOMY
TOKYMEHTY?
Pe3yabTat padorni: Pa3paboTanHblil perfiiaMeHT moaauu AeKaapaiuu
npennpustus B ODHC.
Nurterpanuss ECM B Be6-cpeny
OynkiumonHal cepBucoB Google it paboThI C KOPIOPATUBHBIM KOHTEHTOM,
I'YIJI-CalThl, PYHKIUU CUCTEMBI YIIPABICHUS KOHTEHTOM.
JlaGopaTopHnasi padora Ne 8 Uurerpauuss ECM B BeO-cpeny
Hean padorei: M3yuenue pyHkimonana cepsucoB Google st paboThl ¢
KOPIOPATUBHBIM KOHTEHTOM, T'yTJI-CAalTOB, PYHKITUN CUCTEMBI YITPaBICHUS
KOHTEHTOM.
Ilopsiiok BbINOJHEHUS] padOTHI
[ToaroTroBka K BBIITOJHEHUIO PaOOTHI, B TOM YHUCIIE PACCMOTPEHHE
CJIEIYIOLIUX BOMPOCOB:
G Suite kak ECM-pemienue;
[Tpodunb OuszHECa, KOTOPHINA UCTIONB3YET cepBHUCHl Google;
Cepaucol Google aJig ucnonab30BaHus B OU3HECE;
[Tpusnaxu ECM B G Sulite;
ECM-3anauu, xotopsie pematotr Google cailTsr,
[TonsaTue u GyHKIIMU CUCTEMBI YIIPABICHUS KOHTEHTOM;
Mojenu npeacTaBiieHus 1aHHbIX B CMS.
Pa3paboTka permameHTa B3auMOICUCTBHS COTPYITHUKOB MPEITPUITHS

¢ Google-cepucamu.



3ammTa J1abopaTOpHOU PadbOTHI.
KoHTpoJbHbBIE BONIPOCHI:
1. Kaxk cepucel Google MOXXHO MPUCTIOCOOUTD ISl UCTIONBL30BAHUS B
ousnece?
2. Kakue npeanpusTust MOTYT UCIIONIB30BaTh B Ou3Hece cepBuckl Google?
3. Kakume ECM-3anaun pemator Google caitTei?
4. Yto takoe CMS?
5. Ha kakue kareropuu nenstca CMS?
Pe3yabTaTt padorbl: Pa3zpaboTaHHbBIN periiaMeHT B3auMOICHCTBHS
COTpYAHUKOB Tipeanpustus ¢ Google-ceprucamu.
Tema 3 - [IpaBoBbIe acneKTbI
3akoHonareabHble akThl PD, 3aTparuBatoiiiie BOIPOCHl JJIEKTPOHHOTO
JIOKyMeHTooOopoTa. HopMaTUBHO-METOAMYECKHE JOKYMEHTBI, PETYIHPYIOLINE
COBPEMEHHYIO OPTaHHU3aIMI0 3JIEKTPOHHOTO IOKYMEHT0000poTa. OTeuecTBEeHHbIE
CTaHAAPThI, KOTOPBIMU HEOOXOAMMO PYKOBOACTBOBATHCS MPH UCTIONb30BaHUU COJ]
u OJ1. MexnyHapoaHbIe CTaHIapThl B 00JIACTH 3JIEKTPOHHOTO TOKYMEHTO000pOTA.
JlabopaTopHnasi padora Ne 9 IIpaBoBble acneKThI
Hean padorei: M3yueHue Tekyliero 3aK0OHOIaTeNbCTBA B cepe
AEKTPOHHOTO JoKyMeHToobopota u CO3I/ECM
IMopsiiok BbINOJHEHUS] padOTHI
[ToaroToBKa K BBIMOJIHEHUIO PabOTHI, B TOM YHCIIE PACCMOTPEHUE
CJIEAYIOIIMX BOIPOCOB:
HOPMAaTHUBHOE PETYJIUPOBAHUE MPUMEHEHHUS FJIEKTPOHHOTO TOKYMEHTA U
3JIEKTPOHHOM TOJITUCH;
3aKoHoOAaTeNbHbIe akThl PD, 3aTparuBaroiiyre BOIpOCHl 3IEKTPOHHOTO
JTIOKYMEHTO000pOTa;
HOPMAaTHBHO-METOANYECKHUE JTOKYMEHTBI, PErYJUPYIOIIHE COBPEMEHHYIO

OpraHu3alur 3JICKTPOHHOTO ILOKYMCHTOO60pOTa;



MEXTyHAPOIHbIC CTaHIapThI B 00JIACTH 3JIEKTPOHHOTO
JOKYMEHTO00O0pOTAa.
Pa3zpaboTka pernmamenTa mpuaaHus FOPUANIECKON CHUIIbI JOKYMEHTY
cornacHo TpeboBanusam 'OCT 6.10.4-84.
3amuTa 1a00paTOpHOM PabOTHI.
KoHTpoJIbHBIE BONIPOCHI:
1. Kakue 3aKk0HOAATEIbHBIE AKTHI PETJIAMEHTUPYIOT BOIIPOCHI AJIEKTPOHHOTO
JTOKyMEHTO0O0poTa?
2. Kakumu oTe4ecTBEHHBIMHU CTaHAAPTAMU PYKOBOJICTBYIOTCSI KOMIIAHUU
npu ucnoisibzoBanuu COI u D17
3. Jlns xakux 1enei 0TeUeCTBEHHBIC TPEANPUATHSI MOTYT UCIIOIH30BATh
MEXTyHapOJIHbIE CTaHIapThI B 00JIACTH JIEKTPOHHOT'O JIOKYMEHTOO0OpOoTa?
Pe3yabTaTt pa6otbi: Pa3paboTaHHbIN periiaMeHT IpuaaHus IOPUINIECKON

CUJIBI TIOKyMeHTY corniacHo TpedoBanusM ['OCT 6.10.4-84.

5. OBPA3OBATEJIBHBIE TEXHOJIOTUHA
Metoauka npenojaBaHus AUCIUIUIMHBI U peain3aius KOMIETEHTHOCTHOTO
MOJXO0/Ia B U3JIOKEHUU U BOCTIPUATHHI MaTepualia MpelyCMaTpruBaeT UCTIOIb30BaHUE
CICAYIOIIUX AaKTUBHBIX M HWHTEPAKTUBHBIX (OPM TIPOBEACHUS TPYMNIOBBIX,
WHIMBUIYaJbHBIX, Ay IMTOPHBIX 3aHATUN B COYETAaHUHU C BHEAYIUTOPHOU paboTOM ¢
1eJIbI0 POPMHUPOBAHUS U Pa3BUTHUS MTPOGECCUOHABHBIX HABBIKOB Y 00YYarOIIUXCS:
BBITIOJIHEHKE 1a00paTOPHBIX paboT B 1ab0paTopusix By3a;

WHIVWBUAYaJIbHBIE U  T[PYNNOBBIE  KOHCYJbTAallMM  CTYAEHTOB
IpenojaBaTeyieM, B TOM YUCIIE B BUJE 3AIIUTHI BHIMIOJHEHHBIX 3aJlaHU B paMKax
CaMOCTOSITENIbHOM PaboTHhI;

noceleHue npopuiIbHbIX KoH(pepeHui u padboTa Ha MacTep-Kiaccax

OKCIICPTOB U CIICHHUAJINCTOB MHAYCTPHUH.



CamocTosTenbHas BHeay IMTOpHAas paboTa CTyAeHTOB cocTaBisieT 50% oT
o011ero o0ObeMa JUCHUIIIIMHBI U COCTOUT U3:

e TOJATOTOBKHU K BBITIOJHEHUIO U MOJATOTOBKH K 3alUTE Ja00paTOpHBIX padoT;

BBITIOJIHCHUIO IIPAKTHYCCKHUX 321,[[3HHI>1;

e YTCHUS JIMTCPATYPhI U OCBOCHUS JOIIOJHUTCIBbHOTO MAaTCpHajIa B paMKax
TCMAaTUKHU JUCHHUIIINHBI,

e IIOAI'OTOBKH K TCKYI]_Ieﬁ aTTeCTaluu,

e JIOATI'OTOBKH K HpOMe)KYTOqHOﬁ aTTeCTanuu.

6. OHEHOYHBIE CPEJACTBA AJISA TEKYIIEI'O KOHTPOJISA
YCHEBAEMOCTH, TIPOMEXKYTOYHOMN ATTECTAIIMA 11O UTOTI'AM
OCBOEHUA AUCHUAIIJIMHBI 1 YYEBHO-METO/JINYECKOE
OBECHHEYEHUE CAMOCTOSTEJIbBHOM PABOTBI CTYJIEHTOB

B mnponecce oO0ydeHHs HCHOIB3YIOTCS CIEAYIOIIUE OLEHOYHBbIE (HOPMBI
CaMOCTOSITeNTbHOM PabOThI CTYJIGHTOB, OIEHOYHBIE CPEACTBA TEKYIIETO KOHTPOJIS
YCIIEBAEMOCTH U TPOMEKYTOUYHBIX aTTECTAIUN:

BBHITIOJTHEHUE J1a00PaTOPHBIX PadboT, 3a4ET.

6.1. ®oH/1 O1IEHOYHBIX CPEICTB /JIf IPOBeIeHUsI IPOMEKYTOUHOM aTTe-
CTAlUM 00Y4aIONIUXCS MO IMCIHUIINHE

[TepeueHb KOMIIETEHIINI C YKa3aHUEM ATaIloB UX (POPMUPOBAHHMS B TIPOIIEC-

C€ OCBOCHHUSI 00Pa30BATEIHHON MTPOTPAMMBI.

B pesynbTaTe 0ocBOCHUS TUCIUTITUHBI POPMUPYIOTCS CIIETYIONTNE KOMITe-

TECHIUU:
Kon . .
B pesyabTare ocBoeHus1 00pa30BaTEJIbHON MPOrpaMMbl 00y4YarOLIHiCs
KOMIIeTeHI[UH
HAO0JIKeH 00J1a1aTh
[1K-2 Crnioco0eH ocyIecTBIATh ypaBieHue npoekramu B oonactu UT Ha ocHOBe

MIOJIyYEHHBIX IIJIaHOB IIPOEKTOB B YCIOBUAX, KOTJa IIPOEKT HE BBIXOIUT 3a
IIPEAECIIBl YTBEPKACHHBIX [TApaMETPOB

I1K-4 CnocobeH mpoBOAUTH pabOTHI IO UHTETPALIH ITPOrPAMMHBIX MOJYJIeH U
KOMIIOHEHT U NPOBEPKY pab0TOCIIOCOOHOCTH BBIITYCKOB IPOIPaMMHBIX

MIPOAYKTOB




B mporiecce ocBoeHus 00pazoBaTenbHON POTrPaMMBbI TAHHBIE
KOMITETEHIIHH,

B TOM YHCJIE UX OTAEJIbHbIE KOMIIOHEHTHI, (POPMHUPYIOTCS MO3TAITHO B X0JI€ OCBOE-

HUSL O0YYarONIMMUCS AUCIIUIUIMHBI B COOTBETCTBHH C YUYE€OHBIM IUIAHOM U KaJieH-
JTapHbIM TpaduKoM yueOHOTro mporecca.

6.1.1. Onucanue nokazarene U KPUTEPUEB OLIEHUBAHUS KOMIIETECHIINM,

(bOpPMUPYEMBIX 110 UTOTAM OCBOCHUS JUCIHUILUIMHBI, OITMCAHHUE IIIKaJI

OLICHUBAaHUA IToka3zaTenem OLICHUBAaHUA KOMHeTeHHI/Iﬁ Ha pa3JIMIHBIX

sTanax ux GOPMHUPOBAHUS SABIISICTCS TOCTUKEHUE O0yIAFOIITMMUCS

TUTAHUPYEMBIX PE3YJIHTATOB 00YUEHUS 110 JUCIHUILINHE.

IToxa3zarTean

Kpurepun oueHuBanus

3

4

5

[IK-2. CriocobeH ocymecTBIsATh yIpaBieHne npoekraMu B oonactu T Ha 0CHOBE MOTyYEHHBIX
IIJIAHOB IIPOEKTOB B YCIOBUAX, KOTJa IIPOEKT HE BBIXOAUT 3a MPEIEIbl YTBEPIKICHHBIX

apaMeTpoB

UIIK-2.1. 3uars:
METO/JIbI U CPEJICTBA
OpTraHu3aIy |
yrnpasnenus: UC na
BCEX CTaJHIX
YKU3HEHHOTO 1IHKJIIa;
METO/TBI
yrpasnenus IT-
MIPOEKTaAMU;
MPUMEPHBINA COCTaB
KOMaHIbI
paspabotunkos [10;
OCHOBBI peain3aluu
MIPOEKTA.

NIIK-2.2. Ymers:
YTOYHSTh
coJiep’KaHue U
cocTaB paboT;
MJIaHUPOBATH
pa3INyYHbIe aCTIeKThI
MpOeKTa
(comeprkanue,
CTpYKTypa,
KaueCcTBO);
OIICHUBATH
TPYJIOEMKOCTb U
CPOKH pa3paboTKu
I10.

OO0yyarommiics
JIEMOHCTpUpYE
T TOJHOE
OTCYTCTBHUE
7M1
HEIO0CTAaTOYHOE
COOTBETCTBHUE
MaTepuary
JIACTTUTUTUHBI
3HAHHMH,
yKa3aHHBIX B
HMHJIUKATOpax
KOMIIETCHITUIH
JHUCIUTLINHBI
«3HaTb» (cM.

m. 3).

OOyuarommiicst
JTEMOHCTPHUPYET
HETIOJIHOE
COOTBETCTBHUE
CJIeIYIOIINUX
3HAHHMH,
YKa3aHHBIX B
WHIUKAaTOpax
KOMIICTCHITUM
JACITMILTUHBI
«3HaTby (CM. 1.
3).
Jonyckarorest
3HAYUTEIbHBIC
OIIIOKHU,
MIPOSIBIISETCS
HEJIOCTaTOYHOCT
b 3HAHUH, 10
pany
rokasaresiei,
oOyJaromuics
HCIBITHIBACT
3HAYUTEIbHbBIE
3aTpyIHEHUS
pu
OTIepUPOBAHUU
3HAHUSIMU TIPU
HX TIEPEHOCEe Ha

OO0yuarommmiics
JIEMOHCTPHUPYET
JaCTUYHOE
COOTBETCTBHUE
CIIEAYIOIINX
3HAHWM,
YKa3aHHBIX B
WHIUKAaTOpax
KOMIICTCHITUIH
JTACITUILIAHBI
«3HaTp» (CM. 1.
3). Ho

JIOTTY CKaIOTCsI
HE3HAYUTEIIbHBI
€ OIINOKH,
HETOYHOCTH,
3aTpyHEHUS
npu
AHAJIUTHYECKHUX
omepanusx.

OOyyarormmiics
JTEMOHCTPHUPYET
IIOJIHOE
COOTBETCTBHE
CJIeIYIOIIUX
3HAHWMH,
YKa3aHHBIX B
WHIUKATOpax
KOMIICTCHITUM
JUCIMTUTHHBI
«3HaTby» (CM. 1I.
3). CBobGoaHO
onepupyeT
MPUOOPETEHHBIM
W 3HAHUSIMHU.




HOBBIE
CUTYyallHH.

[1K-4. CriocobeH mpoBOAUTH pabOTHI O MHTETPALIUH TPOTPAMMHBIX MOJTYJIEH U KOMITOHEHT U
MIPOBEPKY pabOTOCTIOCOOHOCTH BBIITYCKOB NMPOTPAMMHBIX MTPOTYKTOB

UIIK-4.1. 3uars:
METO/bI OTICAHUS
aJITOPUTMOB,
OCHOBHBIE
a0CTpPaKTHBIC TUIIBI
JAHHBIX U UX
peanu3anuu;
COBpPEMEHHbIE
CHUCTEMBI
yIpaBiIeHUs
KOHTEHTOM caiiTa
(CMS);

OCHOBBI CO3J]aHUS
WHTEpHET-
IIPWIOKEHUH Ha
ocHoBe ASP.NET ¢
HCII0JIb30BaHUE
SI3BIKA
IporpaMMHUpOBaHUS
C# (B cpene Visual
Studio);

OCHOBHBIC KOMAaH/bI

st iatgopmsl 1C.

HIIK-4.2. YMmeTs:
pa3pabaThiBaTh
AITOPUTMBI JIS
KOHKPETHBIX 3a/1a4,
YYUTHIBAS Pa3TAIHS
B TIPEICTABICHUH
MHGOPMaILIMOHHBIX
00BEKTOB
COBPEMEHHBIMH
Opay3epamu;
TECTUPOBATH
HANTMCaHHYIO
porpaMMy Ha
HaJIMYHE OIINOOK,
HHTETPUPOBATH
pazIuYHbIC MOIYJN
B OJIHY
UH(GOPMAIMOHHYIO
CUCTEMY.

HNIIK-4.3. Baangets:
HaBBIKAMH
HCIIOJIL30BaHUS

OO6yyaromuiics
JIEMOHCTPHPYE
T TIOJTHOE
OTCYTCTBHE
W
HEJ0CTATOYHOE
COOTBETCTBHUE
MaTepHuany
JUCIUTUTAHBI
3HaHUMH,
YKa3aHHBIX B
WHIKATOpaxX
KOMIIETCHIUHI
JUCTUTUTAHBI
«3HaThH» (CM.
m. 3).

OO6yyaromwmiics
JEMOHCTPHUPYET
HEIOJIHOE
COOTBETCTBHE
CJIEIYIOIINX
3HAHHMH,
yKa3aHHBIX B
WHIUKATOpax
KOMIIETEHITUI
JUCITUTUTIHBI
«3HaTh» (CM. II
3).
Jonyckarorest
3HAYUTEITbHBIC
OIIIMOKH,
MIPOSIBIISICTCS
HEJIOCTAaTOYHOCT
b 3HAHUH, 10
pany
MOKa3aTelie,
oOyuJaronuics
WCIIBITHIBACT
3HAUYUTEIbHbIE
3aTpyAHEHUS
npu
OTICPUPOBAHUU
3HAHUSIMU TIPU
WX TIEPEHOCEe Ha
HOBbIE
CUTYaITUH.

OO6yuarommwmiics
JIEMOHCTPUPYET
YaCTUYHOE
COOTBETCTBHE
CIIETYFOIINX
3HAHHIA,
YKa3aHHBIX B
WHIWKATOpaX
KOMITETEHITUH
JUCITUTUTAHBI
«3HaTh» (CM. .
3). Ho
JIOTTYCKalOTCA
HE3HAYUTEITLHBI
€ OIIMOKH,
HETOYHOCTH,
3aTpyIHEHUS
npu
AHATUTUYECKUX
oTiepaIusX.

OObyyarommiics
JIEMOHCTPHUPYET
MIOJIHOE
COOTBETCTBHE
CJIEIYIOILIUX
3HAHH,
yKa3aHHBIX B
WHIUKATOpax
KOMIIETCHIIUI
JIACIUATITUHBI
«3Hatby» (CM. 1.
3). CBobGoaHO
onepupyeT
IPHUOOPETEHHBIM
Y 3HAHUSIMU.




A3bIKA Pa3METKU
TUIIEPTEKCTA C
A3BIKAMU
IPOrpaMMUPOBAHUS

[Ikayia oreHUBaHUs PE3yIbTATOB MPOMEKYTOUYHOM aTTECTAllUU U €€ OTIHCaHUE:

®opMa IPOMEKYTOYHOM ATTECTALMM: 3a4ET.

[IpomesxyTouHas aTTectamus ooy4aromuxcs B hopme 3a4€Ta MPOBOIUTCSA
MO pe3yJIbTaTaM BBINOJHEHUS BCEX BUJIOB YUEOHOU pabOThI, MPEAyCMOTPEHHBIX
y4eOHBIM TUIAHOM MO JTaHHOW NUCHUIUIMHE (MOAYJII0), MPU 3TOM YUUTHIBAIOTCS
pe3ynbTaThl TEKYLIETO0 KOHTPOJS YCIIEBAEMOCTH B TedueHHe cemecTpa. OleHka
CTEIMEHU JIOCTUXKEHUS O0YyYaIOIUMHUCS TJIAaHUPYEMBIX PE3YJIbTaTOB O0YyUEHHUS 110
JTUCHUIUIMHE (MOJYJII0) MPOBOAMUTCS MpernojaBaresieM, BEAYIIUM 3aHATHUS IO
TUCUUIUIMHE  (MOJYJII0) METOJOM DJKCHepTHOM oueHkd. I[lo  uroram
MPOMEKYTOUYHON aTTeCTAIMU MO AUCHUILIMHE (MOJYJII0) BBHICTABIISIETCS OI[EHKA
«3a4YTEHO» WU «HE 3aYTCHO».

K npomexyTouHo#l arTecTanuu JOMYCKAIOTCS TOJBKO CTYIEHTHI,
BBITIOJTHUBIIIME BCE BU/IbI YUeOHOM pabOThl, MPeayCMOTPEHHbBIEC paboueii

IPOrpaMMON TUCLMIUINHBI.

HlIkaaa
Onucanue
OLICHUBAHUSA

JIOCTUTHYTBI TOPOTOBBIC 3HAYCHHMS 11 POPMHUPYEMBIX Ha
MOMEHT MPOBEICHHS aTTECTAIIUH YPOBHEH KOMIICTECHITHA.
BeimonHeHsI Bee BU/IbI Y4€OHOH paObOThI, MPETyCMOTPEHHBIE
y4eOHBIM M1aHOM. CTYIEHT IEMOHCTPUPYET COOTBETCTBHE
3HAHHUH, yMEHUH, HABBIKOB MTPUBEICHHBIM B TaOIHIIAX
3auTeHo ToKa3aTeNiel, OepupyeT MPUOOPETCHHBIMU 3HAHUSMH,
YMEHHUSAMH, HaBBIKAMH, IPUMEHSCT UX B CUTYAIUSIX
TIOBBIIIEHHON CIIOKHOCTH. IIpH 5TOM MOT'YT OBITH
JOMYIICHBI HE3HAYMTEIbHBIC OIIMOKH, HETOYHOCTH,
3aTPyTHEHUS MPH AHATUTUIECKUX ONEPAIUsIX, IEPEHOCE 3HAHUM
¥ YMEHHUI Ha HOBBIC, HECTAHIAPTHBIC CUTYAITHH.

He nocTurayTo nmoporoBoe 3Ha4eHUE XOTsI OBI ISl OJTHOTO
ypOoBHS (HOPMHUPYEMBIX HA MOMEHT ITPOBEJICHUS aTTECTAIlUN

He 3aureno




koMmIiieTeHmii. He BeImoiHEH oauMH win Oojiee BHUIOB
y4eOHON paboThl, MPEAYCMOTPEHHBIX YUEOHBIM IJIAHOM.
CTyIeHT IEMOHCTPUPYET HEMOIHOE COOTBETCTBUE 3HAHUM,
yYMEHUH, HAaBBIKOB IPUBEJCHHBIM B TaOIUIAX MOKAa3aTENCH,
JIOTYCKAIOTCSl 3HAUUTENbHBIE OIIUOKH, MPOSIBISETCA OTCYTCTBHUE
3HAHUM, YMEHUH, HaBBIKOB 110 PsIAY MMOKA3aTeNen, CTYAEHT
WCTIBITHIBAET 3HAYUTENBHBIE 3aTPYAHEHUS TPU ONIEPUPOBAHUU
3HAHUSIMUA U YMEHUSIMU MPU UX MIEPEHOCE HA HOBBIE CUTYAIIUHU.

7. YYHUEBHO-METOJUYECKOE U UHOOPMAIIMOHHOE
OBECIIEYEHUE JUCHUITJIMHBI
7.1. OcHoBHas JuTEpaTypa

1. boOrieBa, Mapuna [1aBnoBHa. YnpaBieHUeCKU JOKYMEHTOOOOPOT: OT
OyMa)KHOTO K 31eKTpoHHOMY [ TekcT]: Bompockl Teopun u npaktuku / M. I1.
Bboo6ruIeBa. - Mocksa: TEPMUKA.PY, 2019. - 379 c: nin., Tadi.; 22 cm.; ISBN 978-5-
6040204-6-3

2. Mexnaynaponnbiii ctanaapt ISO/IEC 26300 UndopmatninonHbie
texHosorun — dopmat Open Document 1511 0PUCHBIX TPUITOKEHUN
(OpenDocument) v1.0 [DnekTponnsiii pecypc]. — URL:
http://wiki.harlamenkov.ru/wiki/RU/document_formats/isoodf (nara o6pamienus:
29.05.2019).

3. ISO / IEC 29500-1: 2016 MubopMaIimoHHbIE TEXHOIOTHH. SI3BIKH
onucanus U 06padoTku nokymeHToB. @opmatsl paitnoB Office Open XML. YacTs 1.
OCHOBHBIE TIOJIOKEHHUS ¥ CIIPABOYHHK I10 SI3BIKY pa3MeTku. — International
Organization for Standardization, 2016. — 5036 c. ISO / IEC 29500-2: 2012
NudopmanmoHHbIe TEXHOJOTUU. A3bIKM OMHUCaHUs U 00pabOTKH JTOKYMEHTOB.
dopmarsr ¢aitior Office Open XML. Yacts 2. Cornamienust 00 OTKPBITOM
ymakoBke. — International Organization for Standardization, 2012. — 138 c.

4, ISO / IEC 29500-3: 2015 Nu(popManrnoHHBIE TEXHOJIOTHU. SI3BIKH
omrcanus U 00padboTku qokymeHToB. @opmatsl daitnoB Office Open XML. YacTs 3.
CoBMECTUMOCTD U pacIiupseMocTh pa3meTku. — International Organization for
Standardization, 2015. — 42 c.


http://wiki.harlamenkov.ru/wiki/RU/document_formats/isoodf

5. ISO / IEC 29500-4: 2016 UndopmanioHHbIE TEXHOJIOTHU. SI3bIKH
onucaHus U 00padotku nokymeHToB. ®opmarsl daitnos Office Open XML. Yacrts 4.
dyukiuu nepexogHol murpanuu. — International Organization for Standardization,
2016. — 1550 c.

6. ISO /IEC TR 29166: 2011 MHpopMaliOHHbIE TEXHOIOTUU. S3bIKH
OMHUCaHus U 00pabOTKH TOKyMEHTOB. PykoBo e yKa3aHUS 10 IEPEBOIY MEKITY
dopmatamu noxkymertos ISO / IEC 26300 u ISO / IEC 29500. — International
Organization for Standardization, 2011. — 168 c.

7. HarmoHalbHbIN rapMonu3upoBanHbiii OCT P MCO/M3K 26300-2010
«Mudpopmannonnas texnonorus. @opmar Open Document 1715t 0puCHBIX

npuioxenuit (OpenDocument) v1.0».

7.2. JlonoJIHUTEJIbHAS JINTEPATYypPa

1. XapnamenkoB A.E. bazoBrie konueniuu ¢punocopun OpenOffice.org
[DnexTponHsil pecypc]. — URL:
http://wiki.harlamenkov.ru/wiki/RU/kb/philosophy/basic_concepts_of philosophy
_openoffice_org (mata oopamienus: 29.05.2019).

2. XapmamenkoB A.E. ®unocodus OpenOffice.org [DnexTpoHHbII
pecypc]. “URL: http://wiki.harlamenkov.ru/wiki/RU/kb/philosophy (nata
obpamenus: 29.05.2019).

8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE
JANCHUITINHBI
8.1 TpeOoBaHus K 000PYIOBAHUIO U TOMEIEHUIO 1JIf1 3AHATHI

JlaGopatopHbie pabOThI U CAaMOCTOATENIbHAS Pab0Ta CTYACHTOB JOJIKHBI
IPOBOJIUTHCS B CHCIIMATU3NPOBAHHON ayIUTOPUH, OCHAIIIEHHOW COBPEMEHHOM
OPI'TEXHHUKOM M MEPCOHATBLHBIMU KOMIIBIOTEPAaMU C IPOrPaMMHBIM 00€CIIeYCHUEM B
COOTBETCTBHH C TEMAaTHKOW W3ydaeMoro marepuaia. Yucio pabounx MecT B

AyaIUTOPHUH JOJIKHO OBITH JOCTATOYHBIM JIA oOecrieyeHus HHI[HBHI[yaHBHOﬁ


http://wiki.harlamenkov.ru/wiki/RU/kb/philosophy/basic_concepts_of_philosophy_openoffice_org
http://wiki.harlamenkov.ru/wiki/RU/kb/philosophy/basic_concepts_of_philosophy_openoffice_org
http://wiki.harlamenkov.ru/wiki/RU/kb/philosophy

paboThl cTyIeHTOB. Pabouee MecTo npernoaaBaTens JODKHO ObITh OCHAIICHBI
COBPEMEHHBIM KOMITBIOTEPOM C TIOKITFOUEHHBIM K HEMY ITPOSKTOPOM HACTEHHBIN
9KpaH, WIA WHBIM aHAJIOTUYHBIM 10 QYHKIIMOHATHPHOMY HAa3HAYCHUIO
000pyTI0BaHUEM.

8.2 TpeGoBanusi K NPOrpaMMHOMY 00ecredeHH IO
J1J1s1 BBITIOTHEHUS JTA0OPATOPHBIX pabOT U CAMOCTOSTEIBHON PabOTHI
HEO0OXO0IMMO CIeAyIolIee POrpaMMHOE 00eCIICUCHHE:
o OS Linux mint;
o Apache OpenOffice;
o Be06-0paysepsi, Chrome, Firefox;
o Gimp.

9. METOANYECKHUE PEKOMEHJALIUU OJIsA
CAMOCTOSATEJBHOM PABOTHI CTYJIEHTOB

N3ydeHne TUCIUITIMHBI OCYILECTBIISIETCS B CTPOIOM COOTBETCTBUU C
IIEJICBOM YCTAaHOBKOW B TECHOM B3aMMOCBSI3M y4eOHBIM TuTtaHOM. OCHOBOM
TEOPETUYECKON MTOATOTOBKHU CTYAEHTOB SIBIISIFOTCS Ay IUTOPHBIE 3aHSTHS,
nabopaTopHbie paOOTHI.

B nporecce camocTosTenbHOM pabOThI CTYAEHTHI 3aKPETUIAIOT U YIITyOISIOT
3HaHUs, OJYYEHHbIE BO BpeMs ay JUTOPHBIX 3aHATHIA, J0pa0aThIBAIOT KOHCHIEKTHI
Y 3aIliCH, TOTOBATCA K MPOBEJICHUIO U 00pa0daThIBAIOT PE3YJIbTATHI JTA0OPATOPHBIX
paboT, TOTOBATCA K MPOMEKYTOYHON aTTECTAllMH, & TAKKE CAMOCTOSATEIHHO
U3YYaroT OT/IeJIbHBIE TEMbl yUeOHOI MPOrpaMMBl.

Ha 3aHATHSX CTyA€HTOB, B TOM YHCJIE€ IPEANOIATAOMINX TPAKTUYECKYIO
NEATENbHOCTD, OCYIIECTBISECTCS 3aKPETNICHUE TTOJIyYEHHBIX, B TOM YHCIIE U B
npolecce CaMOCTOSITeNIbHOM paboThl, 3HaHUM. Ocoboe BHUMaHuEe oOpalniaeTcs Ha
Pa3BUTHE YMEHHUI U HABBIKOB YCTAHOBIICHUS CBSI3U IOJI0KEHUN TEOPHH C

npoQecCnoHaIbHOM 1eATEIbHOCTRIO OYyAYIIEro CIelHaIucTa.



CamocrosiTenbHas paboTa OCyIIECTBISIETCS HHAUBUAYaIbHO. KOHTpOIb
CaMOCTOSITeNIbHOM paboThl OpraHu3yeTcs B IBYX (popMmax:

o CaMOKOHTPOJIb M CAMOOLICHKA CTYJICHTA;

. KOHTPOJIb CO CTOPOHBI MpenoiaBaTeseil (TeKyuil U TPOMEKYTOUHBIN ).
KpurepusiMmu o1ieHKH pe3yIbTaTOB CAaMOCTOSTENIbHOM PAOOTHI CTYIEHTA SIBIISIOTCS:

o YPOBEHb OCBOEHUS CTYIEHTOM y4eOHOTO MaTepHaa;

o YMEHUS CTYJICHTA UCMHOJIb30BaTh TEOPETUUECKUE 3HAHUS TIPU
BBINOJIHEHUHU NPAKTUYECKHUX 3a/1a4;

o c(hOpMHUPOBAHHOCTH KOMITETEHIINH;

o oopMiieHHE MaTepHalia B COOTBETCTBUU C TPEOOBAHUSMH.

10. METOAUMYECKHUE PEKOMEHJALIUN
IS TIPEITIOJABATEJIA

[Ipy NOATOTOBKE K 3aHATHSM CIEYET NPEIBAPUTEIBHO MPOPadOTATh
MaTrepua 3aHsATUs, IPELYyCMOTPEB €0 MoJa4y TOYHO B OTBEAEHHOE ISl 3TOTO
Bpems 3aHsTHs. ClenyeT NoArOTOBUTh HEOOXOIUMbIE MaTEpUATIbl —
TEOPETUYECKHUE CBEICHUS, 3a1aun U ap. [Ipu npoBeeHnn 3aHATHS CIENYET
KOHTPOJUPOBATH MOJa4y MaTepraya U pelieHre 3aaHuil ¢ y4éToM y4eOHOro
BPEMEHM, OTBEAEHHOTO IS 3aHSTHS.

[Tpu mpoBepke pabOT ¥ OTUETOB CIEAYET YUUTHIBATH HE TOJIBKO
MPaBUJILHOCTD BBIMIOJIHEHUS 3aJIaHH, HO U ONTUMAJIbHOCTh BEIOPAHHBIX METOJIOB

peuicHus, IMpaBUIJIIbBHOCTH BBITIOJTHCHUA BCCX €I'0 IIAT0B.



[Ipunoxenue 1.

CTpyKTypa u coaep:kaHue TUCHUILTHHBI «JIEKTPOHHBIH T0KYMEHT0000POT»
09.03.03 — «IIpuknaagnasi ”HGOPMATHKA

Buabl yueOHoii padoThl,
= =  [BKJIIOUAs CAMOCTOATENLHYI0 BH/bI caMmocTosiTe b HOI padoTsI DopMbI
Ne ni/m Pazgeqant 2 5 [padory odyuaouuxcs, 00yyarmmxcs aTTeCTALMU
5 S [TPY10eMKOCTh B Yacax
O = |1 [Joic| da6 [ cpc [KP | K | PTP | Pegepar [K/P| D [ 3
1 JlabopaTtopHnas pa6ora JIP-1 1 1. 4 4
Cxema 6HM3Hec-Tipoliecca
5 JlaboparopHas pabota JIP-2 1 3.4 4 4
VYnpasieHue BII€0-KOHTEHTOM
JlaboparopHas padota JIP-3
3. . . 1 5-6 4 4
BrenHuit >1eKTPOHHBIN TOKYMEHTO000pOT
n JlabopaTtopnas pabora JIP-4 1 7.8 4 4
YnpasieHue apxuBaMu
JlabopaTtopHas pabota JIP-5
5. |Workflow u ynpasienue OusHec- 1 9-10 4 4
poreccaMu
6. JlaboparopHast pabota JIP-6 1 11-12 4 4
YmpaiieHue 3anucsMu U 1eJI0MPOU3BOJICTBO
7 JlabopaTtopHas pabora JIP-7 1 13-14 4 4
DrekTpoHHas udpoBas NOANKCh
JlaboparopHas pabota JIP-8 i
8 Wurerpamus ECM B BeO-cpeny ! 15-16 4 4
9 JlaGopatopHas padota JIP-9 1 17-18 4 4
IIpaBoBbIE aCIIEKThI
Dopma npomexcymouHol ammecmayuu 3
Hmozo 6 cemecmp 36 36




[Tpunoxxenue 2

MUHUCTEPCTBO HAYKHU U BBICILIET'O OBPA3OBAHU S POCCUNICKON ®EJIEPAIIN
OEJIEPAJIBHOE 'OCY JAPCTBEHHOE ABTOHOMHOE OBPA30OBATEJIbHOE
YYPEXIAEHUE BBICILIEI'O ObPA3OBAHUMA

«MOCKOBCKHM MOJUTEXHUYECKWIT YHUBEPCUTET»
(MOCKOBCKHWI MOJIUTEX)

Hanpasnenune noarorosku 09.03.03 IIpuknagnas napopmaTuka npopuiib HOArOTOBKU
«KopnopatusHbsie nHQOpMaIMOHHBIE cucTeMBD DPopma 00yUueHUs: OUHas

®OH/I
OLIEHOYHBIX CPEJCTB

MO TUCLUTIJIVHE

DJICKTPOHHBIN TOKYMEHTO0000POT

Cocras:
1. Ioka3aTenb ypoBHA ¢(hpOPMHUPOBAHHOCTH KOMIIETCHIHI.
2. ITepeyeHb OLIEHOYHBIX CPECTB.
3. Onucanue OEHOYHBIX CPEICTB.

Mocksa, 2022



1. TOKA3ATEJIb YPOBHSI COOPMHUPOBAHHOCTU KOMIIETEHIIUI

«JIEKTPOHHBII JTOKYMEHT0000pPOT»

®IrocC BO 09.03.03 «IIpukaagnasi unpopmaTura

HpO(l)I/IJII) IIOATOTOBKH ((KOpHOpaTI/IBHbIe HH(l)OpMaIIPIOHHbIe CHUCTEMBI»

B mporiecce ocBoeHNS JAHHOW TUCIHIIINHBI CTYACHT (POPMUPYET U AEMOHCTPUPYET CIETYIOIINe
o0menpodeccnoHaIbHbIe KOMIIETEHIHUH:

Komnerenunu TexHosorus Crenenu ypoBHeii
®opMma OLIECHOYHOT' 0
IlepeyeHb KOMIIOHEHTOB (opmupoBanns x OCBOEHUS
HNHaexc HNnpexc . cpeacrsa .
KOMIIEeTCHIN i KOMIIeTeH M
[K-2 Crnocob6en ocymectsnsats | UIIK-2.1. 3naTh: JlaGopaTopHbie YO BA30OBBIN
YIIPABJICHHUE ITPOEKTAMHU B | METOJBI U CPEICTBA paboTHI, IT YPOBEHb:
obnactu UT Ha ocHOBe OpraHH3allu U caMoCTOsITeNbHAs 3auer CIIOCOOHOCTH
[TOJTyYEHHBIX TJIAHOB ynpasneans C Ha Bcex pabota BBITIOTHSTH
MIPOEKTOB B YCIIOBHSIX, CTaINAX KU3HEHHOTO [I0Jy4YE€HHOE 3aJlaHHe,
KOTI'Jla IPOEKT HE BBIXOAUT | IMKJIA; MIPUMEHSS

3a MpeJIeNbl
YTBEPKICHHBIX
rapaMeTpoB

MeToabl yrnpaiaeHus 1T-
MIPOEKTaMH; IPUMEPHBII
COCTaB KOMaH bl
paspabotuukos 110;
OCHOBBI peasTn3aliui
MIPOEKTa.

NIIK-2.2. YMmeTs:
YTOYHSTH COIEPIKaHUE U
cocras pabor;
TUTaHUPOBATH Pa3IMYHbIC
ACTIEKTHI IPOEKTa
(comeprxaHue, CTPYKTypa,
Ka4yecTBO);

OLICHUBATh TPYIOEMKOCTh
1 cpoku pazpadotku [10.

[IK-4 CrniocobeH mpoBOINTh
paboThI 10 MHTErpauU
MIPOTPaMMHBIX MOIYJIEH U
KOMIIOHEHT U IIPOBEPKY
paboTocmocobHOCTH

UIIK-4.1. 3naTs:

METO/IbI OTIHCAHUS
aJITOPUTMOB, OCHOBHBIE
a0CTpaKTHBIC TUIIBI
JaHHBIX U UX pCaiu3aliuu,

[IOJIyYEHHBIE 3HAHHUE U
YMEHUS Ha IPAKTHUKE,
BJIAJIETh
COOTBETCTBYIOIIUMHU
WHJUKAaTOPAMHU
KOMIIETCHLIUH [TPU
BBIIIOJIHCHUHU 3a/1aHHUS.

ITPOJIBUHYTHII
YPOBEHb:
CIIOCOOHOCTH
BBITIOTHSTH
MIOJTy4YE€HHOE 3aJ]aHKe
U peniarhb
CaMOCTOATEIHHO
chopMUpOBaHHEIE
3aJlauu, IPUMEHSS
MOJTyYeHHbIC 3HAHUE
" YMCHHS Ha
IIpaKTUKE. Y BEPEHHO
BIIAJIETh




BBIITYCKOB IIPOIrPAMMHBIX
MIPOAYKTOB

COBpEMEHHBIE CHCTEMBI
yIpaBJIeHHUsI KOHTEHTOM
caiita (CMS);

OCHOBBI CO3/IaHUS
MHTEPHET-NIPUIIOKEHUN
Ha ocHoBe ASP.NET ¢
WCIIOJIb30BaHUE SI3bIKA
nporpammupoBanus C# (B
cpene Visual Studio);
OCHOBHBIC KOMaH]IbI JISI
miaTdopmer 1C.
UIIK-4.2. YmeTs:
pa3pabaThiBaTh
aITOPUTMBI JIIIS
KOHKPETHBIX 32124,
YUUTBIBAs pa3inyius B
npeACcTaBICHUH
WH(POPMAITIOHHBIX
00BEKTOB COBPEMEHHBIMU
Opay3zepamu;
TECTHUPOBATh HATUCAHHYIO
MporpaMMy Ha HAJIUYHE
OImMOOK, UHTETPUPOBATH
pas3InvHbIe MOAYNHU B
o/IHy HH()OPMAaIMOHHYIO
cUCTEMY.

UIIK-4.3. Bnanets:
HaBBIKAMH
WCTIOJB30BAHUSA SI3bIKA
pa3MeTKU TUTIIEPTEKCTA C
SI3BIKAMU
MPOTPaMMHUPOBAHHUS.

COOTBETCTBYIOILUMHU
WHINKATOPaMHU
KOMIIETEHIIUH TIPH
BBINOJIHEHUU
3a/1aHus,
KOMOWHHPOBATh HX
MeXTy cO00H U ¢
HWHAUKATOPaMHU
JpYruX KOMIIETEHIUI
JUISL TOCTHKEHHS
IIPOEKTHBIX
pe3yIbTaTOB.

** - CokparreHust HOpPM OIIEHOYHBIX CPEJCTB cM. B mipriioxkeHuu 112.3 x PIT.




2. IEPEYEHDb OHEHOYHBIX CPEJICTB
HaumenoBanue IIpeacraBiaenue
Ne KpaTkasi XapakTepucTHKA OLIEHOYHOT0 Cpe/-
OIIEHOYHOT 0 OIIEHOYHOT0 CpeJi-
ocC cTBa
cpeacTBa ctBa B DOC
CpencTBO KOHTPOJISI, OPraHU30BaHHOE KaK CIie-
[MabHast 0ece/1a MeJarorndeckoro paboTHUKA
YCTHBIH onpoc | ¢ 00yYaroIuMCs Ha TEMBbI, CBSI3aHHBIC C U3y4Ya- Bompocsr o
1. | cobecenoBanue, |emMol AMCHMUILTUHON, M PACCYMTAHHOE HA BBISC- TeMam/paszzaenam
(YO) HEeHHE 00beMa 3HaHUN, 00yJaroIIerocs 1o JUCITUTUTHHBI
OTIpeIeIEHHOMY pa3Jiey, TeMe, MpodieMe u
T.11.
[TpoaykT camocTosTenpHOU paboThl 00yUaroIle-
rocsi, MPeACTaBISIOMNN COO0H CPEACTBO MPO-
Otuer no nabopa- | Bepku yMEHUH MPUMEHSTH MMOJTydYeHHbIC 3HaHus | [lepedeHb U TeMbl
2. | TopHO# pabore -
(OJIP) JUIS PeIlieHs] TOCTABIICHHOW 3a/]a4uM U U3JI0Ke- |1abopaTOpHBIX padoT
HUE B TUCBbMEHHOM BHUJIC ITOJTYYCHHBIX PE3YIIb-
TaTOB CO3JIAaHUSI IPOTPAMMHOTO MPOTYKTA
. OtyeTsl 110 J1abopa-
dopma MPOMEKyTOIHON aTTeCTAIllUU CTYICHTA,
3auer TOPHBIM paboTaM,
3. orpezensieMbie y4eOHbIM IIIAHOM TOJATOTOBKH
3) KOHTPOJIbHBIE BO-

110 HaIIpaBJICHUIO

IPOCHI 10 pa3jienam




4. OIIMCAHHUE OHEHOYHBIX CPEJICTB

1. IIpumepHble BONPOCHI IS 3alIUTHI JJA00PATOPHBIX padoT

Tema 1 - OcHOBHBIC IOHATHS

JlaGopaTopHnasi padora Ne 1 Cxema Ou3Hec-nmpouecca

KoHTpoJsbHBIE BONIPOCHI:

1. Yro Takoe 3NIEeKTPOHHBIN TOKYMEHT U JJIEKTPOHHBIN JTOKYMEHTOO00POT?

2. Kak pacmudposreiBaetcs abopeBuatypa EDMS u B uem ee otnuuune ot
coa?

3. B uewm cocrout npunnunuansHas pazauia mexxay COJ1 u ECM? Yro
HY>KHO MpeAnpuHATh, 4To0bl COJ] ctana ECM-cuctemoit?

4. B 4eMm cocToAT NMpenmMyIiecTBa MEKTPOHHOTO JOKYMEHTO000poTa?

5. Oxapakrepusyiite stansl BHenpeHuss ECM-cucreMsl.

6. Kakue TexHOIOr1H JIexKaT B OCHOBE YIIpaBJICHUSI KOPHIOPATUBHON
uHdopmarmei?

Tema 2 - @ynkuuonan CIIl u ECM

JlaGopaTopHasi pabora Ne 2 YnpaBJiieHHe BU/1€0-KOHTEHTOM

KoHTpoJbHbIEe BONIPOCHI:

1. Ilepeuncnure ocHoBHBIE PyHKIIMU ECM-cucreMsl.

2. KaxoBbl Tambsl 0OHOBIICHHS CETEBOTO JIUCKA IpH mepexoae K ECM-
cucreme?

3. KaxoBsl 0cHOBHBIE CITOCOOBI KOPHIOpPaTUBHOTO Moricka B ECM?

4. Yto Takoe KU3HEHHBIA IUKJI KOHTEHTA U KAKUMHU CITIOCOOaMHU MOXKHO UM
yIpaBJsATh?

®yukuuonaa CI/l u ECM: Buemnnit /10

JlaGopaTopHasi padora Ne 3 BHemiHuii 3J1IeKTPOHHBIA JOKYMEHTO000pOT

KoHTpoJbHBIE BONIPOCHI:

1. Kakwue Bunst BOJ10 BbI 3HacTE?

2. Yewm otnuuarorcs oneparopsl /1O ot oneparopos /10 CD?



3. UYro Takoe QJICKTPOHHAS OTUCTHOCTH U KAKHMM CTaHapTaM OHa

[MOIYUHSAETCS?

4. Kaxkue BU/JIbl BHCIIHUX JJICKTPOHHBIX TOKYMCHTOB BaM U3BECTHBHI?

5. KakoBbl BO3BMOXHBIE ITyTH PabOTHI ¢ pacxoxaeHusMU B D107

®yukuuonasa CI/I u ECM: YnpasJ/ienue apxuBamu

JlaGopaTopHasi padora Ne 4 YnpaBJiieHUe apXuBaMu

KoHTpoJibHBIE BONIPOCHI:

1. Kakue 3anaum pemaer A0ATOBPEMEHHbBIN JIEKTPOHHBIN apXuB?
2. B uem pazHuia Mexay apXMBUPOBAHUEM U PE3€PBHBIM KOIIMPOBAHUEM
JIOKYMEHTOB?

3. Kaxue ocHOBHBIE aCTIEKTHI HYKHO YYUTHIBATh IIPU OpTaHU3AIIH

AJIIEKTPOHHOTO apXuBa?

4.

Kakumu cnocobamu MOXHO 00€CIIeUUTh FPUINIECKYIO 3HAYUMOCTh

JOKYMCHTA Ha MPOTAKCHUU BCCTI'O CPpOKaA €10 XpaHCHI/IH?

®yuknuonaja CIJI u ECM: Workflow u ynpasyieHue 6usHec-

npoieccamu

Jlaboparopnasi padora Ne S Workflow un ynpas/jieHue Ou3Hec-npoueccaMmu

KoHTpoJsbHbIE BONIPOCHI:

1.
2.
3.
4.

Yrto Takoe 6u3Hec-mporiecc B paboTe MpeAnpusTUs ?
Jlnst wero cnenyet BHenpsATh cuctemy Workflow?
B 1uem ocHoBHbIe oTinuus cuctem Workflow u BPMS?

Kakne npenmymectBa qact BPMS?

®ynkuuonana CI/l u ECM: YnpasJiieHne 3allUCAMU H J1eJ10NPOU3BOICTBO

JlabopaTopHasi padora Ne 6 YnpaBiieHue 3alIUCAMH U 1eJI0NPOU3BOICTBO

KOHTpOJILHLIe BOIIPOCHI:

1.

Urto BxoauT, cornacHo ctanaaprty ISO 15489:2001, B noHsitue

«YTpaBJICHUE 3AMTUCIMU»)?

2.
3.

Kak M0kHO aBTOMaTHU3UPOBATH CUCTEMY BEJICHUS PEECTPOB?

Kakum 06p330M MOJKHO YIIPABJIATH )KU3HCHHBIM IIUKJIOM 00BeKTa yqua‘?



4. Kak pemaercs npoOiema npeBpanieHus: pa3po3HEHHBIX JOKYMEHTOB B
UCTOYHUK 3HAHUI?

®yukuuonana CI/ u ECM: JaexkrponHas uupposas noanuch

JlaGopaTopHasi padora Ne 7 JjiekTpoHHast undpoBasi MOANUCH

KoHTpoJsbHbIE BONIPOCHI:

1. Yewm oTimyaercs 3aKpbIThIM KIFOU AJIEKTPOHHON NOJAMKUCH OT OTKPBITOrO
kitoga D117

2. Kakue BUbI 2IEKTPOHHOM MOJIIKUCH Bbl 3HAaeTE?

3. B kakux cimyyasix UCIOJIb3YETCs TOJIBKO KBATU(PUIIMPOBAHHAS
AJIEKTPOHHAsS MOAINCH?

4. Kakue peKBU3HUTHI IPUAAIOT IOPUAUYECKYIO CHITY 3JIEKTPOHHOMY
JTOKYMEHTY ?

HNurerpanus ECM B Bed-cpeny

Jlabopatopnasi pa6ora Ne 8§ Unterpauns ECM B Be6-cpeny

KoHTpoJbHbIE BONIPOCHI:

1. Kak cepucel Google MOXHO NpUcocOOUTH ISl UCTIOJIB30BaHUS B
ousnece?

2. Kakwue npeanpusTisi MOTYT UCIOJB30BaTh B Ou3Hece cepBuckl Google?

3. Kaxue ECM-3anaun pemarot Google caifter?

4. Yto takoe CMS?

5. Ha kakue xareropuu aensrcs CMS?

Tema 3 - [IpaBoBbIe acneKThI

JlabGopaTopHnasi padora Ne 9 IIpaBoBble acneKThI

Heab paGorei: M3yueHue TeKyliero 3aKOHOAaTENbCTBA B chepe
AEKTPOHHOTO JoKyMeHToobopota u CO3I/ECM

IMopsiiok BbINOJHEHUS] padOTHI

KoHTpoJsbHbBIE BONIPOCHI:

1. Kaxkune 3ak0HOJaTENBHBIE AKTHI PETJIAMEHTUPYIOT BOIPOCHI 3JIEKTPOHHOIO

JIOKYMEHTO000poTa?



2. KakuMu oTe4eCcTBEHHBIMU CTaHapTaMU PYKOBOJICTBYIOTCS KOMIIAHUN
npu ucnoJibzoBanuu COI u D17
3. Jlis KakuX Mele 0TeueCTBEHHBIC IPSAIPHUATHS MOTYT MCIIOJIB30BATh

MEKTyHApOIHbIE CTAHIAPTHI B 00JIACTH 3JIEKTPOHHOTO TOKYMEHTOOOOpOoTa?

2. TunmoBble MpaKTHYECKHE 32 TAHUSA

1. Pazpaborath O1aHK 10roBopa ¢ popmMoii BBOAA TaHHBIX.

2.Pa3paboTtarh G1aHK JOTOBOpPA ¢ aBTOMATHYECKH 3aMOTHIEMbIMU MOJISIMU
0€e3 UCIOoJIb30BaHUSI MAKPOCOB.

3. Pa3paboTath amanTuBHbBIN (TO3UTUB / HETATUB) 11a0JI0OH MPE3CHTAINH

4. Pa3paboTaTh OJaHK LUPKYJSPHOrO MUChbMa C 3an0JIHeHHEM U3 b/

3. IlepeyeHb TUNIOBBIX BONPOCOB HA 3a4eT

1. TloHsTHE «3NEKTPOHHBIA JOKYMEHT» B HHPOPMALIMUOHHOMN CHCTEME
OpraHU3alLuH.

2. TepMuHOJIOTHS, UCTIONB3yEMas B CHCTEMaXx JIEKTPOHHOTO
JIOKyMEHTO000pOTA.

3. 3amaum cucTeM 3JIEKTPOHHOTO JTOKYMEHTO000pOTA.

4. JlokyMeHT Kak OOBeKT peryiaupoBanus. OyHKIIUU U BUJIBI JOKYMEHTOB,
WX YHA(DUKAIMA U CTaHJapTU3AIHS.

5. TocynmapctBeHHOE peryiupoBaHue, HOpMaTUBHAS TPaBOBast U
METOIMYEeCKasi OCHOBA JOKYMEHTAIIMOHHOTO O0ECIICYCHHS YIIPABICHUSI.

6. CymHOCTh, HANIPaBIEHUS U BUJBI TOCYIAPCTBEHHOTO PETYIMPOBAHUS
JOKYMEHTAIIMOHHOTO 00ecTieueHUsl yIpaBieHus, Ha3HauYeHUEe, 0OCOOEHHOCTH U
COOTHOILIEHHE HOPMATHUBHOTO IMPABOBOT0 M METOANYECKOTO PETYIHPOBAHUSL.

7. CocraB 1 CTpyKTypa HOPMaTUBHOM MPaBOBOIM U METOAUYECKONU OCHOBBI
JIOKYMEHTAIIMOHHOTO 00€CTICUeHUs yIIPaBICHUS.

8. Hasznauenue u 0cOOEHHOCTH MCIOJIb30BaHUs [ 0Cy1apCTBEHHON CUCTEMBI
JOKYMEHTAIIMOHHOTO 0OecrnedeHus ynpasieHuu 1 [IpaBuit qenonpoun3BoacTBa B
benepanbHbIX OpraHax UCHOJHUTEIBHOM BIACTH.

9. VYmnpaneHue 3J€KTPOHHBIMH JIOKYyMEHTAMHU.

10. Krnaccudukaius cucTeM JIEKTPOHHOTO JOKYMEHTO000pOTa.

11. Tloxxoabl K CO3JaHUIO CUCTEM AJIEKTPOHHOIO JOKYMEHTOO00pOTA.

12. TpeboBaHuUs K CUCTEMaM.

13. DTambl BEIOOpa CUCTEMBI aBTOMATU3AIINH.



14. Dramnbl BHEAPEHHS CUCTEMbI aBTOMATU3ALIMH.

15. OO6mue TpeboBaHUs K JOKYMEHTUPOBAHUIO YIIPABIEHYECKON
NS TENbHOCTH.

16. Cocra, coziep)aHue U OCOOCHHOCTH peann3alny TpeOOBaHUH K
PaCIOIOKCHHUIO U OPOPMIICHUIO PEKBU3UTOB JOKYMEHTOB.

17. CrpykTypu3anus TEKCTOB YIIPaBICHUECKUX JTOKYMEHTOB.

18. Bwuasl yHUGUIIUPOBAHHBIX TEKCTOB, 0COOEHHOCTH O(DOpMIICHUS
TpadapeTHOro TeKCTa, aHKEThI U TaOIUIIBL. |

19. CocTtaB u Ha3HAYEHUE OT/ICTHHBIX BUJIOB OPTraHU3AIIMOHHO-TIPABOBBIX,
pactopsAIUTEIHHBIX U HH(GOPMAIIMOHHO-CITPABOYHBIX JOKYMEHTOB.

20. Ocob6ennoctu ohopMIIEHUS OTJAEIBHBIX BUIOB JOKYMEHTOB,
o0Opa3yromuxcs B mpolecce AesATeIbHOCTH TOCYIapCTBEHHOTO OpraHa.

21. Ponb JOKYMEHTOBEJIEHHUS B COBEPIIICHCTBOBAHNH IIPOIECCOB
yIpaBJICHUS.

22. HopMaTHBHO-METOAMYECKHUE aKThl, PErIAMEHTUPYIOLIUE CO3AaHUE U
odopMIIeHHE TOKYMEHTOB.

23. JIoKyMEHT — 0OBEKT TOKYMEHTOBETICCKUX MCCIICIOBAHUH.

24. Tlounstue «uHpopManus». CBsa3b nHGOpMALIUU U TOKyMeHTa. Pob
nH(OPMAITUHU B COIMMAIBHBIX M SKOHOMUYECKHX TIPOIIECCax.

25. @OyHKIMH JOKYMEHTOB. JJOKyMEHT — Monmu(yHKIIMOHAIBHBIN OOBEKT.

26. TekcToBOE JOKYMEHTHPOBAHUE U ATAIbI €0 PA3BUTHSL.

27. TexHWYECKOE TOKYMEHTUPOBAHUE.

28. ®otomoxkymentupoBanue. [losBieHne, pa3BuTHE, MPUMEHCHHE.

29. Kwunomoxymentupopanue. [losiBiieHHEe, pa3BUTHE, BHICO3AITHCH.

30. ®donomoxymentupoBanue. [losBienne, pa3BuTre, MpUMEHEHNUE.

31. MarepuanbHbIe HOCUTEH HHPOPMAIIHH.

32. CpolicTBa ¥ NMPU3HAKHK JOKyMeHTa. MHpOpMaIlmoHHbIE CBOWCTBA
nokyMeHTa. OpUruHaIbHOCTh JoKyMeHTa. [lofmuHHOCTh JoKkyMeHTa. KonuitHocTh
JTOKyMEHTA.

33. Crpykrypa nokymeHTa. PekBu3uThl. @opmMysnsap mokymeHnTa @opmyisip-
obpaser. OcobernocTr GopmyJisipa TOKYMEHTOB, TIOJYYCHHBIX Pa3IMIHBIMU
criocob6amu (TEKCTOBBIMM, MAIIIMHHBIMU, KUHO-, (DOTO-, POHO-, TEXHUUECKUMHU ).

34. TpamunmonHas ¢popma mokymeHTa. @opMyIsip TEKCTOBOTO JOKYMEHTA B
€r0 UCTOPUYECKOM Pa3BUTHH.

35. T'OCT P 6.30-2003. Ero conepxkanue, 3Ha4CHHE.

36. Texkcr nokymenta. CTpyKTypa TeKCTa. JIE€MEHThI TEKCTa.
JIMHTBUCTHYECKUE OCOOCH-HOCTH JOKyMEHTA. Y HU(PUKAIIHSI TEKCTa JOKYMEHTA.

37. Knaccudukanus. OcHOBaHMS KIacCUPUKAIIHH.



38. CritagpiBaHue cucteM AoKyMeHTauuu. ColnanbHas
JOKYMEHTOKOMMYHHKAIIMOHHAS] CUCTEMA.

39. JlokymeHTHass KOMMYHHUKAUsA. [JOKyMEeHTHas eI TENbHOCTD.

40. YHu(uuupoBaHHbIE CUCTEMbI JOKyMEHTAIMH. [ ocy1apcTBEHHBIE
CTaHAApPThl HA YHU(DHUKAMOHHBIE CUCTEMBI. THUIIOBBIE ClIEUATU3UPOBAHHBIE
(hopMBI JOKYMEHTOB.

41. TpeOoBaHUA K COCTABIECHUIO U 0()OPMIICHUIO OPTaHU3ALUOHHBIX
JOKYMEHTOB.

42. TpeOoBaHUA K COCTABICHUIO U O(DOPMIICHHUIO PACTIOPSAUTEIIbHBIX
JTIOKYMEHTOB.

43. TpeOoBaHUA K COCTABIECHUIO U 0()OPMIIEHUIO HHPOPMALIMOHHO-
CHPaBOYHBIX TOKYMEHTOB.
44. OcobenHocT 0hOpMIIEHUS IEITEIBHOCTH KOJUIETUANIbHBIX OPTaHOB.

45. Odopmiterre YHUGUIIMPOBAHHON TOKYMEHTAIIUH 110 THIYHOMY
COCTaBY.

46. IIporecchl JOKyMEHTOOOpa30BaHUS.

477. llepBr4HbIE KOMIUIEKCHI TEKCTOBBIX JIOKYMEHTOB.
48. BeqOMCTBEHHBIE APXUBBI.

49. I'ocynapCTBEHHBIE APXUBHI.

4, Tect

1. Hasurarop aBToMaTnu3npoBaHHON JOKYMEHTALMOHHOW CUCTEMBI
BKJIFOYAET. ..

a) 1epeBo (Mepapxuio) Marok;

0) MHJEKCHBIN yKa3aTelb;

B) om0 OTBETCTBEHHBIN;

I') IEPCOHANIbHBIC MANKU COTPYIHUKOB.

2. WNHucTpyMeHTabHAS TTaHEeTh aBTOMATU3UPOBAHHON
JOKYMEHTAI[MOHHOIN CUCTEMBI COACPIKHUT. ..

a) 00y1acTh rPyNIHUPOBKH;

0) mento CepBuc;

B) TUIIOBBIE KAPTOUKH;

r) BKiaaky OOurue.

3. ABTOMaTI/IBI/IpOBaHHaH JOKYMCHTAlIMOHHAA CUCTEMaA COACPIKUT
IIariKu. ..

a) CBS3b PETHCTPALIMOHHBIX KapTOYEK;



0) OTBETCTBEHHBIC UCITOJTHUTEIIH;
B) IIEpCOHAJIBHBIE JIeJIa COTPYAHUKOB;
') KOHTPOJIbHBIE CPOKHU.

4. Jy1st paboOTHI C pErUCTPANIMOHHBIMU KapTOUYKaMH TIPUMCHSIOT
CJIEYIOIINE JIEMEHTHI. . .

a) web-yzen npunoxenus FrontPage;

0) kHOTIKY DOPMBI;

B) BKJIaJIKy MacTep OTBETOB;

T') MOJIE C BO3MOYKHOCTBIO BBIOOpA.

S. TumnoBasi perucTpalluOHHAs! KAPTOYKA BKIIIOUYAET. ..
a) moJie Jyisl BBOJIa JAHHBIX C TTOMOIIIbIO TPYIIbl KHOMOK;
0) nmepeBo (MepapXxuio) Marok;

B) web-y3en mpunoxxenus FrontPage;

r) BKJIaJKy Mactep oTBETOB.

6. JI7st peakTHpoBaHus JaHHBIX B aBTOMATU3UPOBAHHOMN
JOKYMEHTAI[MOHHOM cucTeMe MPUMEHSIOT. ..

a) BKJIaJiKy CBsI3U KapTOUeK;

0) kHOIKy PenakTupoBarts;

B) manky JlouepHsist pe30Tronus;

r) BKiaaky OTnpaBka JOKYMEHTA Ha JOPaOOTKY.

7. BBon nndopmanuu B paboyee noje oCyecTBISIETCS C
MOMOUIBIO. ..

a) cnucka beICTphIi MOUCK;

0) Briagku CBsI3b KapTOUEK;

B) criucka KOHTpOIBHBIN CPOK;

r) npu3Haka BHEMIHUI KOHTPOJIb.

8. JI7st peructpanui BXOASIIKUX JOKYMEHTOB/TTUCEM HEOOXOAUMO. ..

a) BEIOpaTh OTBETCTBEHHOT'O UCTIOJTHUTEIS;

0) co3/1aTh pErUCTPALIMOHHYIO KAPTOUKY BXOJSIIETO JOKYMEHTA B
MIEPCOHAILHOM T1AIKE;

B) BBISIBUTb HEUCIIOJTHEHHBIEC JOKYMEHTHI;

I') Ha)KaTh KJIaBUaTypHYI0 komouHanuto Ctrl+V.

Q. B3anMocBs3p MeX 1y TOKYMEHTAMU OCYLIECTBIISIETCS C
IIOMOUIBIO. ..



a) IEpPCOHAIbHOM ManKu;

0) onuuu OTBETCTBEHHBIN;

B) BKJIaJKu CBsI3b KapTOUEK;

r) manku J{odepHsiss pe3oronusl.

10.  IIpu yTBEepk’ACHUH PE30TIOLUU OCYIIECTBISAIOT CIETYIOIINE
JICHUCTBUA. ..

a) CO37aHNE PETUCTPALIMOHHON KAPTOUKU JJOKYMEHTA,;

0) 3aIl0JIHEHUE ITPUX-KOAA Ha OyMa)KHOM OpUTHHAJIE TOKYMEHTA,

B) 3aIIOJTHEHUE NApaMETPOB PE3OJIIOLNHY;

I') OTKPBITHE 3a/1aHUs U3 IEPCOHAIBHOM MAalKH.

11. OcHOBHBIMU 3ajad4aMH aBTOMATHU3AIlH TOKYMEHTAIMOHHOTO
obecricueHus yIpaBIeHUS U CUCTEM JOCTaBKU MH(DOPMAIIMH SBJISIOTCS. . .

a) MHTETpalus TEXHOJIOT U AETOMPOU3BOICTBA B €IMHBIN MPOIIECC;
0) MOATrOTOBKA TEKCTOBBIX IOKYMEHTOB;
B) HCIIOJIH30BaHKUE CPEICTB BHEITHIUX KOMMYHHKAIIHH;,

I') IPUMEHEHUE ayUOBU3YAJIbHBIX CPEACTB.

12. TexHOJIOrMM aBTOMATU3UPOBAHHOTO JJOKYMEHTAHOHHOTO
o0ecrniedyeHus ynpaBiIeHUs BKIIOYAIOT. ..

a) IUJIAaHUPOBAHKE U yIPABICHUE PECYPCaMH,

0) popmupoBaHUE U HAKOIUICHHE 06a3bl JIEKTPOHHBIX JOKYMEHTOB;

B) IPOTPaMMHO-AIIIAPATHYIO TUIATPOPMY;

r) IeT0BYIO rpaduKy.

13. K n1okyMeHTaIlMOHHOW CHCTEME, BBITIOJIHSIOMEH (PYHKIIUK TIOCTaBKU
uH(MOpMAIH, PEIBABISIOT CIEAYIONINE TPEOOBaHUS. . .

a) ornepatuBHOEe (OPMUPOBAHUE YKA3AHUI;

0) IOCTOBEPHOCTH MEPEABAEMBIX JOKYMEHTOB;

B) TIOJITOTOBKA TUTAHOBBIX JIOKYMEHTOB;

r) pa3paboTKa MPOrpaMMHBIX AJITOPUTMOB.

14. Texnonoruu knacca «Paboyas rpynmna» (group ware) ams
JIOKYMEHTAIIMOHHBIX CUCTEM XapaKTEPUYIOTCHL. . .

a) OTCYTCTBHEM CTPYKTYPH3allUU B OpTraHU3aIH padoT;

0) HAKOIJICHUEM BJIEKTPOHHBIX JIOKYMEHTOB B HH(POpMAIMOHHOH 0a3e;

B) TEHEpaIlUeil OTYETOB U3 0a3bl JaHHBIX;

I') HACTPOMKOI Ha TpeOOBaHUS 3aKa3uMKa.



15. Texnonoruu kiacca «Pabouunii morox» (working stream) mis
JTOKYMEHTAITMOHHBIX CHCTEM CITy>KaT IS, . .

a) aBTOMAaTHU3aIUU JOKYMEHTO000pOTa B CPETHUX U KPYITHBIX OpHrcax;

0) KOHTPOJISL BEpCUI TPOTPaMMHBIX MTPOTYKTOB;

B) OIpEJICIICHHS IPOrPaMMHO-aIapaTHOW KOHPUTYpaIlUH CUCTEMBI,

T') IPEAOCTABICHUS YCIIYT TI0 UMUTAIIMOHHOMY MOJICITHPOBAHUIO.

1 6. CpenctBa opricHON aBTOMATHU3AIMKN 00ECIIEYNBALOT. . .
a) GopMUpPOBaHUE ATOPUTMOB OOPAOOTKH JOKYMEHTOB B OpraHU3aIUu;

0) ompeneneHue MpoOrpaMMHO-aIapaTHOM KOHPUTYpaIuu
JOKYMEHTAITMOHHON CHCTEMBI;

B) OTKa30yCTOWYMBOCTH CUCTEMBI (PEe3epBUPOBAHKE PECYPCOB);
r) 00pabOTKy TaOJIUYHBIX TaHHBIX.

17. CeTeBble KOMIBIOTEPHI B JOKYMEHTAIUOHHBIX CHCTEMAX
00eCcreunBaoT. . .

a) SKCTIEUIIMOHHYI0 00pa0OTKy TOKYMEHTOB;

0) KOHTPOJIb UCTIOTHEHUS 110 CYIIECTBY MTOCTABICHHBIX 3a71a4;
B) KOJJICKTUBHBIN TOCTYI K pecypcaM CEeTH;

T') UCCIIEIOBAaHNE 3HAKOBBIX CHCTEM.

18. Anroput™ MpoXoxACHUS UCXOAIINX JOKYMEHTOB BKITIOUACT. ..
a) y4eT M IJITaHUPOBaHUE pabOYero BpeMEHH,

0) cocTaBJIeHHE TTPOCKTA JJOKYMEHTA,

B) OTKa30yCTOWYUBOCTH CUCTEMBI;

T') IPEAOCTABIICHNE BEIYUCIUTEIHLHBIX PECYPCOB.

19. B 10KyMEHTAalMOHHBIX CUCTEMAX ISl IOMCKA PErUCTPAMOHHO-
KOHTPOJIBHBIX KAPTOUYEK IPUMEHSIOT. ..

a) UHTETPaINI0 TEXHOJOTUN JeNIONPOU3BOICTBA;

0) aBTOMAaTU3AIMIO AAMUHUCTPATUBHO-YIIPABICHUYECKUX (PYHKIUH;

B) IPEIMETHO-BOIIPOCHBII NPU3HAK CHUCTEMATHU3ALUH;

I') CpeAiCTBa MaKpOIPOTPaMMUPOBAHUS.

20. KoHTpoapHas 1eIbHOCTD JIOKYMEHTAIIMOHHON CHCTEMBI
oOecrieunBaer. ..

a) CHCTeMAaTH3aIUI0 PETUCTPAIMOHHBIX (DOPM 1O CPOKAM UCTIOJTHCHHUS,

0) SKCIETUIIMOHHYIO 00Pa0OTKY BXOJSIINX JIOKYMEHTOB;



B) UCIIOJIb30BAHUE CETEBBIX TPOTOKOJIOB;
I') yopaBiieHHe nepegayel nHPpopMaluu.

21. UadopmaTuzamus JOKYMEHTAIIMOHHOM JIESITEIbHOCTH OpraHu3aIuu

o0ecIieYnBact. ..

a) YMEHBIIEHUE CKOPOCTH MPOXOXKICHHS IOKYMEHTOB IO MApLIPYyTaM;

0) TMKBUAALNIO U3TUIIHUX JOKYMEHTAIMOHHBIX MapIIPyTOB;
B) CTPYKTYPUPOBaHHE Pa0OT C yKa3aHUEM HX UEPaPXUU;
I') BBISIBJICHHE KOH(MIUKTYIOIINX PECYPCOB.

22. ABTOMaTu3alMs JOKYMEHTAlMOHHOTO 00eCIeYeHus yIPaBICHUS

o0ecreynBaer. ...
a) CBOEBPEMEHHYIO KOPPEKIIUIO UCXOIHBIX TJIaHOB;
0) pocT moTeph YacTH HHGOPMAIIUH;
B) BBIOOP ONTUMAJILHON MPOrpaMMHO-aMNMapaTHON MIaTdhOpMBbL;
I') IPEAOCTaBIEHUE YCIYT 10 UMUTAMOHHOMY MOJEIIMPOBAHUIO.

23. Jlns noBbiiieHns 3¢(HEeKTUBHOCTH OPraHU3alMOHHOTO ITPOEKTa
HEOOXOIMUMO. ..
a) YMCHBIINUTh HHTCHCUBHOCTH MH(POPMAITMOHHBIX TTOTOKOB,;

0) BEIOpAaTh MUHUMAJIBHYIO €IMHUITY U3MEPEHUS JUTUTEILHOCTH padoT;

B) 00eCIIeYnTh KOHTPOJIb BBIIIOJTHCHUS IMOCTABJICHHBIX 3a1a4,
F) KOIIUPOBATh JAHHBIC B BUAC CTATUYCCKOI'O pUCYHKA.

24. C nomorubto npuiioxxerust Microsoft Outlook moxHo. ..

a) TUKBUANPOBATH U3JIUIITHUE JOKYMEHTAITMOHHBIC MAPIIPYTHI;
0) BECTH CITMCOK 3aIlJIAaHUPOBAHHBIX 33]1a4;

B) BBISIBUTH KOH(IUKTYIOIINE U TIEPETPYKEHHBIE PECYPCHI;

') COKpaTUTh TPYJAOEMKOCTh paOOTHI C JOKYMCHTAMH.

25. IlpuMeHeHue SIEKTPOHHON MOYTHI B IOKyMEHTAIIHOHHOM
o0ecreyeHnn ynpaBJIeHUs MO3BOJISET. ..

a) YIYUYIIUTh KA4ECTBO 00paOOTKH JOKYMEHTOB UCTIOTHUTEISIMU;

0) pallMOHAJILHO PACTIPEJEIUTh MaTepUAIbHBIE PECYPCHI;

B) YIIPOCTHUT BHIOOP MPOTPAMMHO-aNMapaTHON MIaT(OPMEI;

I') YMEHBUIUTH BpEMS JJOCTABKU JOKYMEHTOB.

26. ABTOMaTU3UPOBAHHBIE CHCTEMBI TIJIAHUPOBAHMS TIPOEKTOB
ITO3BOJIAIOT. ...



a) paccunuTaTh KPUTUYECKUE Ty TH;

0) HACTPOUTDH YUETHBIC 3aIHUCH;

B) pa3paboTaTh arOPUTMBI 00pabOTKH JOKYMEHTOB;

') CUCTEMAaTU3UPOBATh PETUCTPAIIMOHHBIE ()OPMBI 110 CPOKAM
MCIIOJTHEHUS.

27. Ilpumenenne cranAapTHRIX GopM npusioxkeHus: Microsoft Project
MO3BOJISACT. ...

a) CHU3UTH BEPOATHOCTH MOTEPh YacTU UH(POPMaIUY;

0) pa3zpaboTaTrh aarOpUTMbI 00pPaOOTKH JOKYMEHTOB;

B) MPOCMATPUBATh U PEAAKTUPOBATH HHPOPMAIIHIO O Pecypcax;

I') IPEAOCTABUTh YCIYTH MO UMUTAIIMIOHHOMY MOJIETUPOBAHHUIO.

28. Haznauenue pecypcoB B mpmioxeHuu Microsoft Project mo3Bosser. ..
a) pacmpoCTpaHATh JOKYMEHTHI TIpoekTa o HTepHeTy;

0) OTCIeXUBATh 3aTpaThl HA PECYPCHI;

B) JIMKBUJIUPOBATH U3IHUIIHUE TOKYMEHTAIIMOHHBIE MAPIIPYTHI;
I') IPOCMaTPUBATh THEBHUK COOBITUH.

29. Ucnonb3oBanue cBA3M uyepe3 MHTepHeT B npuiioxkeHun Microsoft
Project no3Bosster. ..

a) T00aBIIATh COOBITHS B KaJCHIAPb;

0) OTKpBIBaTh KOHTEKCTHOEC MEHIO (haiijioB;

B) YKa3bIBaTh THII CBSI3U MEXKIy paboTaMu;

I') MOJJEP>KUBATh KOMMYHUKAIIMOHHBIE BO3MOKHOCTH KOPIOPATUBHBIX

CEeTeN.

30. C nomotpto HHPOPMAIIMOHHBIX TEXHOJIOTHI ONeparimOHHON
NEATENBbHOCTH. ..

a) BBITIOTHSIOT PAOOTHI B ABTOMATHYECKOM PEKUME C MUHUMATLHBIM
y4acTUEM YEJIOBEKa;

0) GopMHPYIOT OTUETHI HA TEKYIIUE 3aIPOCHI;

B) PEIIAIOT CTPYKTYPUPOBAHHBIE 337241, JUIsI KOTOPBIX pa3paboTaHbI
ITOPUTMBI;

T') BBISBIITIOT KOH(MIUKTYIONTUE PECYPCHI.

31. C nomotpto HHPOPMALIMOHHBIX TEXHOJIOTHH yIIpaBICHHUS. . .
a) OCYILECTBIIAIOT MOONEPALIMOHHYIO0 00pabOTKY aHHBIX;

0) aHATM3UPYIOT BO3MOXKHBIC PELICHUSI U ICUCTBUS,

B) UCIOJIB3YIOT JIETAIM3UPOBAHHbIE JAHHBIE;



I') B3aUMOJICCTBYIOT C WWW-Y3JIOM C LEJIbIO MOJyYeHUs
JOIIOJTHUTEIIBHBIX YCIIYT.

32. C noMoIiIbI0 TEXHOJIOTUH aBTOMAaTH3aluK oduca...

a) pelarT CTPYKTYpUPOBAHHBIE 33/1a4H;

0) OILIECHUBAIOT TEKYILIEE COCTOSHUE OObEKTA YIPABICHUS;
B) IIPOBOJISAT MAaTEMATUIECKOE MOJICTUPOBAHNE;

r) ohopMIIsIOT TabIMuHbBIe (POPMBI TIPEACTABICHUS TaHHBIX.

33. Bo Bpemsi KOMITBIOTEpHOI 00paObOTKH IOKYMEHTOB. . .

a) 00BEIMHSIOT PParMeHTHI JOKYMEHTOB, ITOITOTOBJICHHBIC Pa3TUYHBIMU
paboTHUKAMU;

0) OCYIIIECTBIISIOT MOOTIEPAIIMOHHYI0 00pa0OTKY JIaHHBIX;
B) OIICHUBAIOT TEKYIIEE COCTOSHUS 0OBEKTA YIIPABIICHUS;
T') IPOBOJAT MaTEeMaTHUECKOE MOICIIUPOBAHUE.

34. Bo Bpems pabOTHI ¢ TEKCTaMU Ha KOMIIBIOTEPE. ..

a) MPOBOJISAT CTATUCTUYCCKHUIA aHAJIN3 SKCIICPUMCHTAIBHBIX JIAHHBIX;
0) cO3/1ar0T JOKYMEHTHI 110 CTaHJAPTHBIM IIa0JI0HAM;

B) OIICHUBAIOT OTKJIOHCHHS OT IJIAHOBBIX TTOKAa3aTeleH;

T') MPOBOJAT MaTEeMAaTHIECKOE MOJCIIUPOBAHUE.

35. C moOMOIIBIO TEKCTOBBIX PEIAKTOPOB. ..

a) BBIOMPAIOT M1a0JIOHBI JOKYMEHTOB;

0) OIICHUBAIOT TEKYIIIEE COCTOSHUE 0OBEKTA YIPABIICHUS;

B) OPTaHU3YIOT XpPaHEHHUE IOKYMEHTOB;

T') IPEAOCTABIISIOT YCIYTH TT0 IMUTAIITHOHHOMY MO/ISITUPOBAHHUIO.

36. ®opmaTUpOBaHUE TEKCTA MTO3BOJISET. ..

a) BBIOMpaTh mpUTHI, PopMaThl U POPMBI MPECTABICHUS JOKYMEHTOB;
0) TOTOBUTH CIIPABKH O BHITIOJIHEHHBIX OIEPAIUsX;

B) OIICHUBATh COCTOSIHUE OOBbEKTA YIPABICHUS;

T') IPOBOJIUTH CTATUCTUYECKUE PACUETHI.

37. C nomol1ibio rpaguyecKux peakTopoB. ..

a) 3aMEHSIOT CUMBOJIbI HyMEPAIUU U TIEPEUUCIICHUS;

0) MPEeAOCTaBIISIOT CIPABKHU O BBHIIIOJTHEHHBIX OMEPAIUX;
B) UILYT CHHOHUMBI UCIIOIb3YEMBIX CJIOB;

I') MOBOPAYMBAIOT M300paKEHUS HA HY>KHBIA YTOJL.



38. Cuctembl aBTOMAaTHYECKOTO NEPEBOJIA TEKCTOB MO3BOJISIIOT. . .
a) co37aBaTh BEKTOPHBIE N300paXeHMUS;

0) perakTUPOBaTh NEPEBEICHHBIN TEKCT;

B) KaUE€CTBEHHO O(OPMJISITH TAOJIMYHBIE TaHHBIE;

I) epeaaBaTh JOKYMEHTBI MEXAY 0a3aMu JTaHHBIX.

39. Ilpumenenue nenoBoi rpaduky B JOKYMEHTOBEICHNU MTO3BOJISET. . .
a) MpeoOpa3oBbIBATH TEKCT B TAOIUILYy C OpMaTUPOBAHUEM MOCIEIHEN;

0) BBIpaBHUBATH TEKCT M0 YKa3aHHBIM FPAHUIIAM;
B) IPUMEHSTh BEKTOPHBIC M300pakeHUsI U N300pakeHus B popme

pactpa;

F) Co31aBaTb JOKYMCHTHEI 110 CTaHAAPTHBIM 1mabJIoHaM.

40. bnoyHoe mpeaCTaBIECHUE UCXOIHBIX TAHHBIX MO3BOJISET. . .
a) BBIABIISITH KOHQIUKTYIOUIUE PECYPCHI;
0) co3maBaTh UH(POPMAIMOHHBIE XPAHWIINIIA, 00PA3YIOIINUE EIUHOE

MH(}OPMAITMOHHOE MPOCTPAHCTRO;

B) CO3/7aBaTh JOKYMEHTHI MO CTAHIAPTHBIM IA0JIOHAM;
I') IPEIOCTABIIATH YCIYTH O UMUTAIMOHHOMY MOJICIIMPOBAHUIO.

41. I'unepTeKCTOBBIE TEXHOIOTHHU TPUMEHSIOTCS IS . .
a) BEJICHUS KaTaJOTOB JIEKTPOHHBIX OMOIUOTEK, My3€€B, BBICTABOK,

APMAapOK;

0) OLIEHKHU TEKYILETO COCTOSHUSI 00bEKTa yIIPaBICHUS;
B) BBISIBJICHUSI KOH(DJIMKTYIOIIHUX PECYPCOB;
T') IPOBEACHUSI MAaTEMAaTHIECKOTO MOICITUPOBAHMUSI.

42. I'nnepTekcToBbie 0a3bl TAHHBIX MTO3BOJISIOT. ..
a) pa3pabaThIBaTh 3alIOMUHAIOIINE YCTPOUCTBA, 00IaAarone 00IbIION

MaMSThIO;

3BYK.

0) BBISABIISATH KOH(PJIUKTYIOIINE PECYPCHI;
B) OLICHUBATh TEKYIle€ COCTOSIHIE 0ObEKTA YIPaBICHUS;
I') UCIIOJIb30BaTh OJIOKHU TaHHBIX, COACPKAIIUX TEKCT, N300paKeHHUs,

43. I'unepTeKCTOBbIN rpad mepexomaoB MO3BOJISET. . .
a) MPEJICTaBIATh CTAThU M UX B3aUMOCBSI3H;
0) CHI)KaTh CTOMMOCTB cOOpa, repeauu, XpaHeHUsI 1 00padoTKH

JaHHBIX



B) o0ecreuynBaTh HEMPOTUBOPEUYNBOCTh JOKYMEHTOB;
I') IPEIOCTABIATh YCIYTU 10 UMUTAIIMIOHHOMY MOJIEIMPOBAHUIO.

44. I'unepTeKkCcTOBast HABUT AU O3BOJISIET. . .

a) MPOU3BOJIBLHO KOMIIOHOBATh HH(POPMAIIMOHHBIE OJIOKH;

0) bopmMupoBaTh CTaThU MO TPYyMHIaM, UMEIOLIUM OJIMHAKOBOE POJICTBO;

B) BBIOMpaTh MIPUQTHI, hopMaThl U GOPMBI MPEICTABICHUN JOKYMEHTOB;

T') IPUMEHATH BEKTOPHBIE N300paKeHUs U N300pakeHust B popMme
pactpa.

45. IIporpaMmbl HABUTATOPHI B CTY>K0aX COSMHEHUN OCYIIECTBIISIOT. ..

a) peuieHre CTPYKTYPUPOBAaHHBIX 33/1a4, AJI1 KOTOPBIX pa3padoTaHbl
aJITOPUTMBI;

0) kauecTBeHHOE 0OpMIIEHNE JOKYMEHTOB TaOIMYHON (HOPMBI
B) IIPOBEJICHUE CTATUCTUYCCKOTO aHaIN3a DKCIIEPUMEHTAIbHBIX JaHHBIX;
T') B3aUMOJICHCTBUE C WWW-Y3JIOM C IEJIBIO MOTYYEHUS JOTIOTHUTEIBHBIX

YCIIYT.

46. Jlns sxcrutyataiud Www-y3J10B UCHOJIB3YIOT. . .

a) METOJIbl MATEMATHUYECKOTO MPOTPAMMUPOBAHUS;

0) MOBOPOT M300pakeHusl Ha TpeOyeMbIil yroJi; B

) MPOTOKOJIBI MIepelauu TurepTeKcTa http;

r') mpeoOpa3oBaHKe TEKCTA B TAOIUIlY ¢ (popMaTUpOBAHUEM TTOCIICTHEH.

47. ITpunoxenue Internet Explorer mo3Bosnser. ..
a) co3/laBaTh MHPOPMAIIMOHHBIE XPAHWIHIIIA;
0) mpocMmarpuBath web-ctpanuilsl B IHTepHETE;

B) 00ecrieuynBaTh HEMPOTUBOPEUUBOCTh JJOKYMEHTOB;
') KAYECTBEHHO 0(DOPMJISATh TaOJUYHBIC TaHHBIC.

48. UncTtpyMeHTanbHas nanenp npuinoxenus Internet Explorer
COJICPKHUT. ..

a) KHOTIKY yTIPaBJICHUS HABUTAIINECH;

0) sI3BIK pa3METKH runeprexcra html;

B) KaTaJIOTH 3JIEKTPOHHBIX OUOINOTEK;

T') MPOrpaMMHO-aNmnapaTHyIo miatgopmy.

49. ITpunoxenue Internet Explorer mo3BossieT aBToMaTHUe€CKH MOTy4aTh
naHHbie U3 MIHTepHETa ¢ MOMOIIBIO. ..



a) CrelMajJbHBIX KaHAJIOB;

0) TaOJIMYHBIX MTPOLIECCOPOB;

B) MEXaHU3Ma MOAIMUCKH;

') METOJI0B MaTEMAaTHYECKOTO MPOTPaMMHUPOBAHUS



