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PabGowas mporpamma mpenHazHaueHa JUIS  [PENOJABaHUS  JUCIHMIUIMHBI  YacTH,
dbopMHUpyeMOil ydaCTHUKaMH 00pa30BaTEeIbHBIX OTHOIICHUH, CTyIeHTaM HampaieHus 27.04.02
VYnpasieHrue Ka4uecTBOM 04HOU (opMBbl 00ydeHHUs B 3 ceMecTpe.

PaGouass mnporpamma cocraBieHa ¢ ydetoM @DenepalbHOIO TrOCYJapCTBEHHOTO
00pa30BaTEeNbHOTO CTAHIAPTA BBICIIETO OOpa30BaHUS IO HANpPAaBICHUIO MOATOTOBKH 27.04.02
«YmpaBieHue kauecTBOM» (YypOBEHb MarucTparypbl), yTBEpKIEHHOTO MpHUKa3oM MUHHCTEpCTBA
oOpa3oBanus 1 Hayku Poccuiickoii @enepaunu ot «11» aBrycra 2020 r. Ne 947
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1. He.]II/[ H 3aJa94 OCBOCHUSA JUCHHUIIJIHUHBI

[{enpl0 OCBOCHUS Y4€OHOU AUCIMILIUHBI «DIEKTPOHHBIN JOKYMEHTOOOOPOTY SIBIISCTCS
MOJIyYeHUE 3HAHUU oOydaromuMcs O (QYHKIHUSIX COBPEMEHHBIX CHUCTEM JIJIEKTPOHHOTO
nokymeHTtoobopora (manee — CDJ), o cTpykType (QyHKIHOHATBHBIX KOMIOHEHTOB COJI,
3agayax COJI, nozunumonupoBanuu COJ] m cpencrB ee uHTErpauuu B coBpeMeHHOW [T
CTPYKTYpE.

3ajaya U3y4eHHS TUCLUUILTUHBI — COCITUHUTD YNPABIEHYECKUE 3HAHUS C COBPEMEHHBIMU
WH()OPMAIIMOHHBIMUA TEXHOJIOTHSIMU TIPU pabOTe C AICKTPOHHBIMU JIOKYMEHTAMHU B IPOIIECCE
B3aUMOJICHCTBUS COTPYIHUKOB BHYTPU Opranu3zanuu (pupmbl)

2 MecTto nucuuninnbl B ctpykrype OIIOII BO

JucuunnuHa oTHocuTcss K Osnoky 1 yuyebHoro muiana mo HampasieHuto 27.04.02
«YIpaBieHHE KaYeCTBOM» U SBJIAETCS AUCLUILIMHON 110 BEIOOPY CTYAEHTOB.

JlucuuniauHa mpernoaaeTcss MOCPeICTBOM YTCHUS JIEKIUH U MPOBEACHUS MPAKTUYECKUX
3aHATUM.

3 TpeGoBaHus K pe3yJibTATAM OCBOEHHS COJAEPKAHUS JUCHUTNIHHBI

[Tpouiecc n3ydeHus: AMCUMILIMHBI HAMpaBlieH Ha GOPMUPOBAHHUE PJIEMEHTOB CIEAYIOIINX
WHJIUKATOPOB NOCTHKEHHUST kommnereHuuil B coorBerctBuu ¢ ®I'OC BO u OIIOII BO mo
JTAHHOMY HaIpaBJI€HUIO OATOTOBKHU:

IIKC-2.1 ®dopMupyer CTPYKTYpPY CHCTeMbI [OKYMEHTO000pPOTAa MeHEIKMEHTAa
Ka4eCTBa OPraHU3alMi U KOOPAUHHUPYET Pa3padoTKU J0KYMEHTOB, HeOOXO0AMMBIX ISl ee
(pYHKIIMOHMPOBAHUS;

IIKC-2.2 Pa3zpabarbiBaeT M OpPraHu3syeT MeEpPONPHUATHS MO pe3yJbTaTaM
rocyJ1apcTBeHHOI0 HaJA30pa, MeKBeJOMCTBEHHOI0 ¥ BeJIOMCTBEHHOI0 KOHTPOJIA
BHEJIPEHUS] M COOJIIOIeHHS] TEeXHHYECKHUX PerjiaMeHTOB, CTAHJAAPTOB H TeXHHYEeCKHX
YCJOBHH KauecTBa MpoAyKIuM (pador, ycjayr)

B pe3ynbpTaTe 0OCBOCHMS TUCIUIUINHBI 00Y4atOIUNACs JOKEH:

3HaTh:

- OCHOBHBIE TMOHSATHUSA DJIGKTPOHHOTO JIOKYMEHTOOOOpOTa, TEepeYeHb CHUCTEM
AJIEKTPOHHOI'0 JOKYMEHTO000pOTa;

- OCHOBHBIE MPUHIUIIBI OPTaHU3AIMU CITYXKObI J1€J0MPONU3BO/ICTBA;

YmeTs:

- pa3pabaTbIBaTh JOKYMEHTHI B 3JIEKTPOHHON (hopMe JIIsl CUCTEMbI MEHEP)KMEHTA KauyecTBa
PEIIPUITUS

- pacnipeaenaTh QYHKIMU MEXIY NoApa3eneHus MU, ydacTByromumMu B CO/.

-Branets HaBbIKaMu pa3paboTKH U conpoBoxkaeHus nokymeHTaunu CMK B anexkTpoHHOMN
dbopme

- OPTaHU3aTOPCKUMH HaBBIKAMM, IMO3BOJISIIOIIMMU CKOOPJIMHUPOBATH pabOTy KOJUIEKTHBA
nst opranuzanuu COJ]



4 Conep:kaHue M CTPYKTYPA JUCHHMILTHHBI (MOIYJIs1)

4.1 Coaepxanue pa3ie0B JUCHHILTHAHBI

No Dopmupyemas
HaumenoBanue koMmrieteHiusi | O1eHOYHbIe
paszein Coneprxanue paszena
. pazzaena (dacThb cpelcTBa
KOMITETCHIIIH )
2 3 4 5
OcHoBHbIE TOHATHUS U onpeneneHus. [[IKC-2.1 KonnokBuym,
OcHOBHBIC TOHATHS [ToHsATHS JTOKYMCHT, TECTUPOBAHUC,
DJICKTPOHHOI'O NIEJIOIPOU3BOCTBO, [IPAKTUYECKOE
JIOKYMEHTOO00POTA [10KyMEHTOOGOPOT, HIEKTPOHHBIE 3aHATHE,
TEKCTbI, SJIEKTPOHHBIN JJOKYMEHT, BOITPOCHI Ha
DIICKTPOHHBIN JOKYMEHTOOOOPOT. 3a4ueT
ATpHOYTBI JOKYMEHTOB. THIIBI
TOKyMeHTO000O0poTa. Perinament
pPaboThI C TOKYMEHTAMH
2 JlokymenToobopor. Yder oObema [[IKC-2.2 KomtokBuym,
Opranuzanus TOKyMEHTO000pOTA. O6paboTka TECTUPOBAHUE,
pPaboThI C |moKyMeHTOB (00paboTKa BXOMISIINX [MPaKTUYECKOE
JAOKYMCHTaMH TOKYMEHTOB, 00pabOTKa UCXOASIINX 3aHATHE,
TOKYMEHTOB, o0OpaboTka BOITPOCHI Ha
BHYTPEHHUX JIOKYMEHTOB). 3aueT
Perucrpanus nOKyMeHTOB. Dopmbl
perucrpauuu JOKYMEHTOB.
Perucrparus BXOJISIIINAX
TOKYMEHTOB. Perucrpanus
MCXOISIINAX u BHYTPEHHUX
TOKYMEHTOB. Ucnonnenue
TTOKYMEHTOB. KonTpob 3a
MCIIOJTHEHUEM JOKYMEHTOB. Cpoku
3 Bueapenue [loATOTOBUTENBHBIN JTAIl. [1KC-2.1 Komnoksuywm,
CHCTEMBI O0cnenoBaHNe U ONITUMHU3AIIUS TECTUPOBAHUE,
3JIEKTPOHHOTO mokymeHnToobopora. [Tonroroska MMPAKTUYECKOE
OKYMEHTO060poTa [TEXHHYECKOTO 3a1aHus. Otan 3aHATHE,
3aKiTroueHus qorosopa. [loaroroska BOITPOCHI Ha
uH(ppacTpyKkTypsl. MHCTAMISIIIS 3aueT
cuctembl. Jtan 00y4yeHus. OnbITHas
bkcrutyataius. Koppektuposka. Beoj
B IMPOMBIIIJICHHYIO SKCILTyaTaIHIo.




4 Wcropus sueapenns COJI. [Ipasuna [[IKC-2.1
Opranusanus nenonpousBoacTBa. TpeboBanus k. [[IKC-2.2
JICKTPOHHOT'O WH()OPMAIMOHHBIM CHCTEMaM
JIOKYMEHTOO00POTA [3)1eKTPOHHOTO JOKYMEHTOO00POTA.

JTtanbl paboThI C TOKYMEHTAMH.
@ynkunu CO/1. Cucrema
MapipyTtusanun. FOpuanueckas
3HAYUMOCTH JJOKYMEHTA.
DJIEKTPOHHAs NOANKCh. [TonckoBbie
3arpockl. [Tonoxenne o cucreme
MEXBEIOMCTBEHHOT'O 3JIEKTPOHHOTO
mokymeHntoobopora. 'OCT
«CHCTEeMBI 2JIEKTPOHHOTO
OKYMEHTO000DOTa.

KoimokBuym,
TECTUPOBAHUE,
[PAKTUYECKOE
3aHsATHE,
BOIIPOCHI Ha
3aueT

4.2 CTpyKTYypa IMCHUNJIHHBI

OOmas Tpya0eMKOCTh JTUCIUIUIMHBI cocTaBisieT 3 3aueTHbie eaunuiibl (108 gacos)

Bun pabotsl TpyroeMKoCTb
TUCITUTITUHBI
3 cemecTp
O0mas Tpy10eMKOCTh 108
AyauTopHasi (KOHTaKTHas1) padoTa: 34
Vexyuu (J1) 17
I Ipaxmuueckue 3auamus (113) 17
Vlabopamopuwie pabomsi (J/IP)
CamocrositeabHasi padora (CP) 65
Kypcogoii mpoekt (KII), kypcoBas pabota (KP) -
PacuetHo-Tpaduueckoe 3ananue (PI'3) -
Pedepar (P) 4
Occe (D) -
CaMOCTOATETbHOE H3yUEHHUE Pa3/IeNIOB 30
KonTponbHas padora (K) -
CamMonororoBka (mpopaboTka U MOBTOPEHUE JEKIIHOHHOTO MaTepHaia u 31
MaTepuaia yaueOHUKOB M yUeOHBIX TOCOOUH, MOATOTOBKA K Ta00paTOPHBIM U
MPAKTUYECKUM 3aHITHSIM, KOJUIOKBUYMaM, pyOeKHOMY KOHTPOJIO U T.1.),
Kontpoab ;
Bua MTOroBOro KOHTpoJIs (3a4eT, IK3aMeH) 3a4yer

4.3 JlabopaTopHbie padoThl

JlaGopatopHble pabOTHl HE MPEAYCMOTPEHBI PA0OUYUM yUEOHBIM IJIAHOM




4.4 llpakTHYecKHne 3aHITHS (CEMHHAPDI)

No
3aHATHSA

TeMma

Omnpenenenne o0beMa TOKyMEHTO000pOTa OpraHU3aIUH

Pa3paboTka MapuipyTa ABHKEHUS JOKYMEHTA.

Opranusanus 10KyMmeHToobopota B mporpamme Outlook

Pabota ¢ nmankoii KoHTakTsI

Cnusane manku Kontaktel ¢ jokymeHntamu Word

Co3anue madIOHOB MUCEM

N | | o WD |

Opranu3zanus AeJ0BON Mepenucku U 0popMiIeHHE JOKYMEHTOB I10 CIEIKe

4.5 Kypcogoii npoekT (kypcoBasi padora)
BrimonneHne KypcoBoi paboThl y4eOHBIM IIJITAHOM HE MPETyCMOTPEHO.

5 OueHouHble cpeacTBa ISl TeKYLIero KOHTPOJISI  yCIeBaeMOCTH H
NMPOMEKYTOYHOM aTTecTallun
5.1. OueHouHble MaTEepPUAJIbI VISl TEKYIEr0 KOHTPOJISI yCIeBaeMOCTH

HpaKTuquKne 3aHATHUA:

3a BBIMOJIHEHUE MPAKTUYECKUX 3aHATHH CTYAeHT MoxeT Habpath 18 OamioB (mo 6
0aJuIOB B K&KIBIH pyOESKHBIN MTPOMEKYTOK).

1. Ot TOro, HaCKOJIBKO yCHEIIHO W ONEePATHBHO OCYUIECTBJSAETCHA JAesATeIbHOCTh
COTPYAHHMKOB 10 MOATOTOBKE JOKYMEHTOB M OTBETOB Ha NMUCHbMA, OPraHM3alMU IpHeMa
noceTuresied 3aBUCUT 3G (PeKTUBHOCTH Pad0ThI NPEANPHUATHS.

[Mo3nakomumcst ¢ uaTepdeiicom mporpammer Outlook.

1. 3amycrute nporpammy Outlook

2. Paccmotpute okHO mporpammbl. Haiiaure rpynimmsl pabovmx Mmaroxk.

3. N3menute mMOpSAOK pPACMONOXKEHHS MANoOK (MEepeMeNIeHne C HaXaTol KHOIKOM
MBIILIN) WU

®  IIEJKHUTE NPaBOM KHONKOMN MBIIIN HA JTOOOM SIPIIbIKE;

®  pACIIOJIOXKUTE SAPJIBIKU B HY’)KHOM IOPsIIKE C IIOMOLIBIO KHONOK BBepx u BHus.

4. TlomeHsiiTe HACTPOMKHU Mporpammsl, Juist 3Toro BeiOepute Paitn/Ilapamerpsl u B
MOSIBUBLIEMCSI OKHE HaXXMUTE J[omoiaHUTENpHO U ycTaHOBUTE - IIpy 3amycke OTKpBIBAaTh MAIKY
3agaun.

5. Teneps BeiOeputTe MyHKT Ilouta u momensiite GoH UIg COOOLIEHHH - HaXMHUTE
kHonky pudter u Onanku. Ha Bknaake Jlnunelid 6iank Haxkmute KHONKY Tema u BbiOepure
MOHpaBuUBIEecss 0OpPMIICHHE.

6. Co3pgaiiTe TOIITUCH JUIS JIMYHBIX COOOMICHUH - JINUHAS U CITy)KEOHBIX COOOIICHUI —
CJIy)Ke6Ha$I, JUIL 3TOr0 HaXMuTe KHONKY llommucu, Ha BKJIAIKe DJIEKTPOHHAS TOJIUCH HAKMHUTE
KHOIIKY COSJIaTI) U BBCOUTC UM JJId IMMOAIKCH. B mone U3menurs IOANMCh BBECAUTEC TCKCT, KOTOpLIfI
HY>XXHO BKIIFOYUTH B IOAIHCH, a 3aTEM OT(bOpMaTI/Ipyf/'ITe €ro ¢ NOMOIIbI0 BCTPOCHHBIX MHCTPYMCECHTOB.
[Toanucu MOTyT cofepkaTh TEKCT, H300paXKeHHUs, JJOTOTUIl OPraHU3alluH, U300paKEeHHUE TeyaTu
U PYKOIIMCHOM MOMIKCH WIM Ballly DJJEKTPOHHYIO BHU3UTHYIO KAapTOUYKY, COAEPIKALIYI BCE
BBILICTICPEYUCIICHHBIE DJIEMEHTHI.



7. Bribepure MOANUCH, UCIIOAB3YEMYIO 110 YMOJIYaHHIO M3 crnucka HoBbie coobmenus. [pu
)KEJTaHUU BBl MOJKETE BHIOPATH JPYTYIO MOJIIKMCH B CIMCKE OTBET M MepeChliKa. 3arJISTHUTE B HACTPOMKH
OCTaJIbHBIX Nanok M Haxxmute OK.

8. BriOparp B MeHwo HaBuranuu Ilouyta. B 3Toil rpymme pacronoKeHbl Manku
Bxonamue, Ucxonsmue, YepHoBuku, OTnpaBieHHBIC.

9. Coznmarp HOByW manky JIuunple B manke Bxopsiiue, BhI3BaB Ha JIaHHOW IamKe
KOHTEKCTHOE MEHIO.

10. Cozpate nanky Jluuneie B manke KoHTaKTHI.

11. BeibepuTe B TaHENIW HABUTANHMH SIPIBIKU, TAC MOXKHO COXPAaHHUTh CCBUIKM Ha
MarK, KOTOPBIE YaCTO UCIOJIb3YIOTCS B pabote. M3HayanbHO B TOW Marnke HaXOAMUTCS TOJIBKO
apibIK K crpanuie Outlook ceromusi.

12. lo6aBbTe B SIpibIKM HOBYIO CCBUIKY Ha mamnky JIMdHbIe, JUISI 3TOrO BBI3OBUTE
KOHTEKCTHOE MEHIO Ha mamnke Spnbiku U BeiOepuTe CoO3/1aTh SIPIBIK U B OTKPBIBIIEMCS OKHE
BbIOEPUTE HY)KHYIO NIAIIKY.

13. YtoO6bl co3aaTh B manke SIpibIKu TPy SIPJIBIKOB (HAIpUMep AJIs ManoK ¢ JTUYHOM
noutoif) BeiOepute Co3garb HOBYK TIpynmy U 3amMeHuTe Ha3BaHue HoBasg rpynma Ha
HYKHOE, HanpuMmep JInuHas nepenucka.

14. Usyuute comepxumoe crpanuiibl Outlook ceromns (wmu Moit daiin Outlook). Ona
COJICP’KUT CBOAHYIO HMH(OpPMAIMIO O MPEACTOSANIMX JIelax: BCTpeuax, 3a/layax, a TaKke O
HaJU4MM MOYTHl B OCHOBHBIX MOYTOBBIX Namnkax. Kaxknas 3anuce B mamke BBIIOJIHEHA B BHJIE
TUIEPCCHUTKH, MIETYOK Ha KOTOPOU OTKPBIBAET COOTBETCTBYIONIUI 00BeKT. [Ipu nmepBom 3amycke
MpOrpamMMBbl 3Ta CTPAHUIIA, KaK U IPyryue Manku MporpaMMBbl, ITyCTa.

2. Opranmsyem aokymMeHTo000poT ¢upmbl <«IIMOC», I 3TOr0 M3y4uM
OPraHu3alOHHYI0 CTPYKTYPY npeanpusaTHs u chopmympyem npaBuJIa
AOKYMEHTO0000poTA.

Opranu3zalnoHHasi CTPYKTYpa IPeIIPHUSITH 110 TOAPa3AEICHUAM

PykoBoaCTBO: IOpuaunyeckuii orae: IIpousBoaCTBEHHBII 0TAC:
JHupextop — Usanos U.U. IOpuct — duuesckuit [1.1. Havanshuk otaena - Kyaunos P.O.
ITomomnuk —SInoB B.H. Havanpuuk nexa — SInos B.H.
Texnomnor - Kysnenos B.1O.

3am.qupekTtopa — [letpos ILE.

3aJI0KUM CIIeIyIOIIMe TTpaBuia JOKYMEHTO000poTa:
1. IlpousBoncTtBeHHbIH, FOpuauueckuil oTnenbl HUMEIOT COOCTBEHHbIE KapTOTEKH.
Taxxe uMeeTcss KapToTeKa MPeANpUsATHSI.
2. Co3gaHo Tpu KaOuHeTa:
e Kabuner mnpennpustus npu Kaproreke mnpeanpusitus. Bnagenbnamu kabuHeTra
ABIIIOTCS JOJKHOCTHBIE JIMIIA.
e KaoOuner [IpousBoacteenHoro otaena npu Kaproreke [IponsBoacTBeHHOro 0T/A€74;
e Kabuner FOpunnyeckoro otaena npu Kaproreke FOpuanueckoro oraena;
3. BnapmenbumamMm  AByX — mociegHUX — KaOMHETOB  SBISIIOTCS — HAYaJbHUKU
COOTBETCTBYIOIIUX OTAEIOB.
4. Bce 10oKyMeHTHI, MOIEKAIME PETUCTPALIMU, JENIATCS Ha JBE TpyMIbl: Bxosamue u
Ucxonsmue. B cBoro ouepens JOKYMEHTHI ITpynibl Bxosiye nenstcst Ha JBe NOArPYIIbL.
e (CuyxebHas nepenucka
[lepenncka ¢ rpaxnanaMu
JloxymenTsl rpynns! Mcxonsmue qendarcs Ha 4eThIpe MOArPYIIIbI.
WuunuaTuBHBIE JOKYMEHTHI
Hcxonsuue ciyxeOHble
ITpuka3sbl, pacopsKEHUS
Hcxonsmue rpaxaaHcKue

...._01.



6. Bce moarpymmbsl JOKYMEHTOB — HOMEPOOOpa3ymIlKue, TO €CTh HyMepalus HOBBIX
JIOKYMEHTOB OCYILECTBIISIETCSI BHYTPU KaXI0M noAarpynmsl. [IpuHATHI ciepyromue mnpasBuia
MIPUCBOCHUS JOKYMEHTY PETHCTPALMOHHOTO HOMEpA: PETUCTPALMOHHBIA HOMEP COCTOUT M3
OYKBEHHOI'O HHJEKCAa U MOPSAIKOBOTO HOMEpa, pasfesieHHbIX neducoM. BykBeHHBIN HHAECKC
OTpaXKaeT MPUHAMICKHOCTh JOKYMEHTa K OJJHOM M3 BO3MOXHBIX Iiectu noarpymmn ([Ipukassi,
pacrnopspkeHus lNp-7)

[Tyctb, Bbl 3aHMMaeTe 1OMKHOCTD 3aM. JUPEKTOPA.
1. Co3zpaiite B nanke Iloyra HeoOXxoauMBbIe MANKU MANKU, IPEICTABICHHbIE B MYHKTE

2. Cospaiite B manke KoHTakTs! mmanku Jmnoc u baHk.

3. Cospaiite 10 KOHTaKTOB B Mamnke DIoOC, 3 KOHTAKTa B Manke baHk u 3 KOHTakTa B
narnke JInuHele.

Jlis 3TOTO OTKPOWTE HYXKHYIO HAanKy M LIEJKHUTe Mo KHomke Co3gaTh KOHTAaKT Ha
MaHeJId HHCTPYMEHTOB BKi1aaku [ maBHas. OTKpoeTcss OKHO KOHTAKTa.

4. BsemuTe CBeIEHUS O KOHTAKTE B MIpeJiaraeMbie ol Ha Bkiagke O6mme. Oxoio
HEKOTOPBIX TIOJICH PACITOJIOKEHBI KHOIIKH, KOTOPBIE TO3BOJIAIOT BBECTH Ooyiee MOAPOOHYIO
uHpopmanuto. Hanpumep, menkauTe mo KHomke [lomHOe WMS M 3aloNHUTE TIONIA B
OTKpBIBIIEMCST  OKHe. DoTorpaduio KOHTaKTa MOXHO 3arpy3WTh C TIOMOIIbIO KHOIKH
Job6asnenue ¢pororpaduu.

5. Ilepeiinure Ha Bkianky IlonpoOHocTH. 3amIONHUTE JONOJHUTENIBHBIE CBEIEHUS O
KOHTaKkTe. Ecii Kakue-To CBEIEHUS BaM HEW3BECTHBI WJIM HE HYXXHBI, MOKHO OCTABJIATH TOJIS
HE3aIT0JITHCHHBIMH.

6. Ilocne co3manus KOHTaKTa Ha BKJIanke JlelicTBUS B JampHEHeM OyayT OTpakaThCs
BCE JICWCTBHUS, CBS3aHHBIC C HUM: TeJIC(POHHBIC 3BOHKH, OTChIJIKA COOOIIECHUH U JIp.

7. Csenenus B manke KOHTaKThI MOTYT OBITh MPEICTABICHBI 10 Pa3HOMY, C ITOMOIIBIO
BKIanku ['maBHas u rpynmnsl Tekyiee [IpenctaBinenue paccMOTpUTE BCE BAPUAHTHI.

8. VYnanurte onuH 11000M KOHTAKT U 3aT€M BOCCTAHOBUTE €T0 U3 MarKu Y IaJeHHbIC.

9. DOkcnoprupyiiTe naHHble B (ailn ¢ pacmupenueM .pst BoiOpaB Daiin/OTKpeITE U
skcnoptupoBate/UMnopr(akcnopt)/Okcniopr B dain/daiin 1aHHBIX, YTOOBI  MOTOM
UCTIOJIB30BaTh €ro JUI BOCCTAHOBJICHUsS JAaHHBIX M3 «JIMYHBIX mamok» mporpammbl Microsoft
Office Outlook Ha 1F060M APYTrOM KOMITBIOTEpE.

10. Ynanure BCce KOHTAKTHI U BOCCTAHOBUTE UX M3 (hailia JaHHBIX.

3. Ilpu orTchblIKe mnHceM NPHUXOAUTCS BPYYHYI0 HAANMUCHIBATH Ha KOHBEPTax
ajpeca moJyuareJeil, a Takxke oopaTHblii agpec. B Microsoft Outlook 3Ty pa6ory mMoxkHo
BBINOJIHUTh ABTOMATHYECKH, MOJYYNB cBeleHuss u3 mnanku Konrakrtsl. s 3Toro
ucnoJib3yercs pe:xkum Ciausinue ¢ nporpamMmHoii cpenoii Microsoft Word.

Hayuutecr  HaanmuceiBaTH  aapeca  Ha

MOYTOBBIX KOHBEPTAX, UCIIOJIb3Yys CIIMAHUEC C MaITKOM onpepTor i naneriol

3

KoHTaKTHI. TS| e
1. Coznaiite HOBBII qOoKyMeHT WOrd. Atoss nomyatansi () o 5 B ‘
BCTaBMTE aapec ﬂt‘_ﬂ:—
2. BrwiOepure BkIaaky Pacchulku v KHOTIKY =
Konseptsl. OTKpoeTcst okHO KOHBEPTHI M HaKIIEHKH. il %1
CEOHCTEA MapKH. ..
3. Ha  Bruanke KOHBEPTHI pacloiOKeHpr | /oo mmrsares
OfpatHew aapec: (Wl » | He neuatate oBoasal i
MOJIsL /U1 BCTABKH aJipeca IMoJydaressi 1 0OpaTHOTO Penapyen | =1 || B]\
agpeca. Ham kaXIbIM IOJIEM pACIOOKEeHa KHOIKA AL — - — 2
BCTaBI/ITL aﬂpec_ Mepea nedatoro nDoueDbTenannwneKonuemaur’\DnmeDe. ;

4. lllenxkaute Ha KHOMKe BcTaBuTh
aJipec HaJl MOJIEM aJipeca IMoJIydaressl U BbIOEpUTE B
OTKPBIBILIEMCSI OKHE aIpECHOM KHHUTH aJipecara.



5. Ilenxkaute H©Ha KkHoOmMKe BcraBuTh aapec Ham TmoileM oOpatHoro —azapeca. B
OTKpBIBIIEMCS OKHE BblOepuTe (aMHIMIO JUPEKTOpa WIM JPYroro COTPYJHHKA BaIlIero
OPEANPUATHS, OT Yb€T0 UMEHHU NochIIaeTcs mucbMo. OTrmounte iaxkox He meuaTats.

6. 3amaiite pa3smep KOHBEpTa, IIENKHYB Ha KkHomke Ilapamerpsl m BbIOpaB B
OTKpBIBILIEMCS OKHE HY>KHOE 3HAa4eHHUE B criucke Pa3mep koHBepra.

7. Jnsa mpocMoTpa HaANMCH Ha KOHBEpPTE MICIKHUTE Ha KHomKe /[00aBUTH B OKHE
KOHBEpTHI ¥ HAKIIEHKH.

8. 3arpysute mporpammy Outlook u B manky KonTakThl m00aBbTe PykoBomuTencit
OankoB «BocTok» M «AnTtaii», a Tak k¢ B HOBYIO nanky COTpyIHHYECTBO PYKOBOAMTEISA
dupmer «Kanunay.

9. Co3pmarp B Word mrabmon ¢upmeHHoro OnaHka NUchbMa Bamieid (UPMBL IS
UCIIOJIb30BaHUS B CIEYIOIIEH CUTyaluu:

Bam crano umsBectHo, uto OaHku «BocTok» M «Aunraity, a Takxke ¢upma «KammHay
HYX/Ial0TCSl B IPUHUUIIMAIBHO HOBOM ONEPAallMOHHON CUCTEME C I0CTaTOYHO BBICOKUM YPOBHEM
0€30I1aCHOCTH U PaCcCUUTAHHOM Ha paboTy B CETH.

10. Heo6x0nuMoO COCTaBUTh NMUCbMa PYKOBOAUTENSAM C INpPENIOKEHHEM O pa3paboTke
OC Ha OCHOBE CO3JJaHHOTO BaMu INA0JOHAa (UPMEHHOro OJaHKa IUCbMAa U MCIOJIB3YS
TEXHOJIOTHIO CIIMSHUS C KOHTakTaMu mporpammbl Outlook.

11. Jnst ornpaBku nmceM u3 mporpammbel Word Ha Bkiaake Paccbuiku BbiOepuTe
komaHay Haiith u 00bequHUTE/OTHPaBUTh 3JIEKTPOHHbIE COOOIICHHUS, B IMOSIBUBILEMCS OKHE
yKazath Temy coobmenus, popmat — HTML u naxars OK.

12. Orxkpoiite nporpammy Outlook u mpocmotpute nanky Mcxoasmiue.

4. TloutoBble O1aHKHU

IIporpamma  Outlook  mo3BonsieT  pa3HOOOpPa3sHTh  COOOIMICHHUS,  IPEIOCTABIISS
HOJrOTOBJIEHHbIE MOYTOBbIe OnaHku. s mpocMoTpa cHMcKa HpeylaraeMblx OJNaHKOB M UX
UCIoNb30BaHusg B cooOmennn Ha Bxmanke [nmaBHas BweiOepute koMaHay Cosznmath
anemeHT/Coobiienne B popmare/[pyrue Onanku. Ha skpaHe OTKpoeTCs AMAIOroBoe OKHO, B
KOTOPOM TMOAOEpUTE yCTpauBaronuii Bac OIaHK U HaxkmuTe KHONKY OK.

Bb1 MoskeTe co3aath coOCTBeHHBIE OsaHKu. /s sToro:

Ortxkpoiite auanoroBoe okHO [lapameTpsl, BbIOpaB B MeHI0 Daiin

Boi6epute nynkr Ilouta u kHonky HlpudTh! u 61anku

YcTaHoBUTE HEOOXOIUMBIE TAPaAMETPHI.

Cospaiite pupmenHbiii 6mank 1i1s [Iucema.

IIpu pabotre ¢ 3JIeKTPOHHOII MOYTOHl T1OPOil BO3HHMKAET MNOTPEOHOCTH
OTNPABJISITH OJHOTHITHBIC COOOIICHHS, CO/leP:KaHNe KOTOPbIX He M3MEHSIETCH COBCEM HJIH
u3MeHsieTcsl He3HauMTeJabHO. /st ynpomenusi nonodHbix 3axauy B MS Outlook yno0Ho
HCIOJIB30BATh IIA0JOHBI MHceM. Bbl MoskeTe €031aTh M COXPaHHTH COOOLICHHE B BH/E
malJioHa, a 3aTeM MHOIOKPATHO ero McCHojb30BaTb. B 1mad/jioHe cO00lIeHHSI MOKHO
COXPAHHMTh BJIOKEHHBbIC (alibl, a Takxke (aia mWA0J0HA MOMKHO INepelaTb APYruM
COTPYAHHKAM WJIH BbLJIOKUTH B 001IMIi 10CTYII HA cepBepe.

Jns co3naHust HOBOTO INAbjioHa OTKPOMTE HOBOE NHCbMO U BBEJUTE HYKHOE
conepxkumoe. [lo xenaHuio MOXKHO 3aMoiIHUTH nose «Tema» U MPUKPENUTh K MUChbMY (ailibl.
Janee B okHe coobmenus Haxxmute Daitn/CoxpaHUTh Kak , ykaxute uMms (aiina u tun ¢aitna —
[1a6mon Outlook

YroObl OTIIPaBUTH 3JIEKTPOHHOH COOOIIEHHE HAa OCHOBE IIa0JI0Ha B OCHOBHOM OKHE MS
Outlook na Bkianke ['maBHas BbiOpaTh Co3nare snemeHt/ pyrue snemeHTsl/Boiopats Gopmy.
B nosiBuBIIEMCSl OKHE pacKpoiiTe ciucok U BbiOepuTe MyHKT «IllabGnonsl B (aiinoBoil cucreme»
u ykaxwure myth C:\Users\Ctyneat\AppData\Roaming\Microsoft\[1la6ousn\*.0ft

BriOepure HyXHbIH 11a07I0H U HAKMUTE KHONKY «OTKPBITHY.

SJ'I!—‘...



OcTtanoch TONBKO B OTKPBIBIIEMCS MUChME YKa3aTh ajpeca MOoJydaTesed M MOXKHO
OTITPABIISITH MUCHMO.
1. Cospaiite mabon [Ipukaza o npueme Ha padoty B MS Outlook, o3HakoMuBIIHCH C
00pasIiom.
Peiitunr Nel

1. O3HaKOMUTHCS C MATEPUAIOM [0 IPOTPAMMHBIM MPOIYKTAM [0 CUCTEMaM JICKTPOHHOTO
JIOKyMEHTO000pOTA.

2. IlpoBecTH CpaBHHUTENBHBIA aHAIU3 MPOrPAMMHBIX IPOJYKTOB M 3allOJHHUTh HHUXKE
MPUBEICHHYIO Ta0IHILY:

Hanmenoea- |PaspaboTun, Tun Crommocte [ @yasumona- |Pyusgpona- ([Ipensmymec- | Heaoctaren
HHE era cafT, TP HA- MLHELE MEHELE TEa

NPOTPAMMHO- | HATHYHE THA, 118 MOAYIH — [BOSMOKHOCTH

ro NpOAYETa | JEMOBEPCHH | KOTOPOTO NPOIPAMMEL | PO PAMME]

NpEgTHATHAYME
Hid CHCTCMA

Peiitunr Neo2

PazpabGorares Ha pabodyeil cTaHIMM C MOMOIIBIO TeKcToBoro pemakropa MS WORD
o(OopMIIEHHS PEKBU3UTOB JOKYMEHTOB B 3JIeKTpoHHOM Bujae B cooTBeTcTBUU ¢ ['OCT P 6.30-
2003 (c ucnoab30BaHUEM IMEPEYHS PEKBU3UTOB JOKYMEHTOB, TPEOOBaHUH K MX O(POPMIICHHUIO U
CXEeMBbl UX pa3MellleHus Ha yrioBoM OnaHke (opmara A4, MpPeICTaBICHHBIX B 3JIEKTPOHHOM
Buje). Lla0aoH JOKyMEHTOB BBIOMpAETCS CTYJEHTOM CaMOCTOSITENIbHO IO COIJIACOBAHUIO C
npenoaaBarenemM

PeiiTunr Ne3

HenoBass urpa «OpraHuzanusi JeJIOBOWH Mepenucku U 0opOpMIIEHHE JOKYMEHTOB IIO
ceNIKe» DTalbl IPOBEACHUS 1E€I0BON UTPHI:

1. Pa3pabortatb QparmMeHT HOMeHKIaTypbl jen. llonb3ysace «llepeuyHeM THUIIOBBIX
YIPaBICHYECKUX JIOKYMEHTOB, O0pa3yloIIMXCs B JAEATEIbHOCTH OpraHu3allui, C yKa3aHHeM
CPOKOB XpaHEHUs», 3anoiHUTh rpady «CpoKH XpaHEHHs JOKYMEHTOB», NPHUBEAS B 3TOH ke
rpade Homep ctatbu [lepeuns, Ha OCHOBaHUM KOTOPOI YCTAHOBJIEH CPOK XpaHEHUSI.

2. Pa3paboTtaTh HyMepalMOHHbIN JTucT-maxmarky ais [ena «llepenuckay

3. OOroBoOpuUTH € COCEOM IO aAyIUTOPHH (KaK C MOTCHIUAIBHBIM JICJIOBBIM TTAPTHEPOM)
coepKaHue AEJI0BOM CHAEIKH.

4. TlomenuTsh C N€IOBBIM MAPTHEPOM 00SI3aHHOCTH MOCTABIIUKA U TIOKYNaTells TOBapa.

5. Kaxnoit cropoHe caenku pa3paboTath (UPMEHHBIH OJaHK M COOTBETCTBYIOLIEE
JIEJIIOBOE MHUCHMO B JIBYX 3K3E€MIUISIpax (OpUTrMHAN U OTIIYCK): MPEAJIOKEHUE COBEPIINTD CHENKY U
COIIACHE Ha COCTaBJIEHHE KOMMEPUYECKOT O JOrOBOPA.

6. OCyIIECTBUTL PETHCTPAIUI0 HMCXOJAIIETO JIEIOBOTO IHCHhMAa, C HCIOJIb30BaHUEM
JKypHaJIla pPETUCTpallid, OCTaBUTh y ceOsl OTHyCK, CJelaB OTMETKYy O HalpaBlICHUHd B
cooTBeTcTBYIOLIEE [lero.

7. . HCpCI[ElTL OpUruHajl UCXOAAIICTO MMCbMa ACJIIOBOMY ITAPTHEPY.

8. OcyIecTBUTh PETUCTPAIMIO TICbMa JIETIOBOTO MapTHepa Kak BXOJSIIETO, 3aIicaTh B
KypHan perucrpanuu BXOASIIUX MMUCEM, HAJIOKUTH PE3OJIIOLMIO, 3aII0JHUTh PETHCTPALlMOHHO-
KoHTposbHYIO KapTouky (PKK), oTmMeTuTh moctaHOBKY AOKYMEHTa Ha KOHTPOJb, OTMETUTH 3a
UCTIOJHUTENS (DaKT MCIIOTHEHUS JOKYMEHTA, HallPaBUTh €ro B COOTBETCTBYoMIEee Jerno.

9. Pa3pa60TaTL CIICHUAJIbHOC KOMMEPUYECKOC COITIAIICHUE 10 CACIIKE.



TecTbI:

B pamkax OambHO-pEHTHHTOBBIX MEPONPUATUNH  CTYACHT TPWKIbl  MPOXOJIUT
TCCTUPOBAHHU. B 3aBucmMocTu ot MMPpONCHTAa MPABUJIBHBIX OTBCTOB BBICTABIIACTCA OT 0 pa(e) 6
6ayumoB. OOpa3Ikl TECTOBBIX 3aaHH, PUBEICHBI HUXKE.

1. AyreHTudukKanus — 310

mpeaoCTaBJICHUC JOCTYIIA K OIIPCACIICHHBIM JaHHBIM WUJIW OIICpalusaM, IIpyu yCIOBHUHU, UTO
H0JIb30BaTENb TOT, 332 KOI'O OH ce0s BbIIAeT

+C1I0COGHOCTS MOATBEPINTS HIHOCTS MOTB30BATEIS

MEXaHU3M pa3rpaHUuEHUs! JOCTYMa K JaHHBIM U (QYHKIUSAM CUCTEMBbI

MIOWCK U MCCIIEJOBAHNE MaTEMATHYECKUX METOJIOB MPeoOpa3oBaHus HH(POpMALIUN

2. B o0beMe 10KYMEHT0000pOTA CileAyeT YYUTHIBATH

BCC BXOOAINHUEC M HCXOOAIIUC ITOKYMCHTHI 3a OHpGI[GJICHHLIﬁ nepuoa BPEMCHHU BCC
BHYTPEHHUE JIOKYMEHTHI M BCE KOIUU 3a OIPEEICHHbII 1epHO/l BpEMEHU:
BCC BXOOAIIUE U UCXOAAITNE JOKYMCHTHI 3a OI1 CI[GJIGHHBII\/'I nepuoa BpEMCHU

3. T'1aBHOe NpaBUJIO OPraHU3alUM JOKYMEHT0000poTa — 3TO ...
CTCPCOTUITHBIC MapIIPYThI IBUKCHHUA CBOMCTBEHHEBIC BXOIOAIIHUM JOKYMCHTAaM C
HAauMEHBIIMMHU 3aTpaTaMu BPEMEHU

CTaOMITLHBIN MapIIPYT JABMKCHUS, KOTOPBIA 3aBUCHT OT COCTAaBa U COJICPIKAHUS
JIOKYMEHTOB U OT MPUHATON B OpraHU3aIl[MU TEXHOJIOTUU PA0OT C JOKYMEHTaMH
4. I'pynnbl 10CTVIA HEOOXOAUMBI ...

JUIs IPEJOCTaBIICHH ITPaB KOHTPOJIEpa COTPYAHUKAM O00S3aHHBIM CIIEANUTH 3a IeHCTBUAMU
II0JI30BATEJIEN CUCTEMBI

B Cllyyae OTCYTCTBHS COTPYAHHMKA OTBETCTBEHHOTI'O 3a paboTy HaJl TOKYMEHTOM U
HEOOXOIMMOCTBIO €€ MPOIOIDKEHHE B €T0 OTCYTCTBUE

5. [enernpoBaHue NpaB A0CTYNAa HEOOXOAUMO ...

JUTSL IPEZIOCTABIICHHS TIPaB KOHTPOJIEPA COTPYAHUKAM O00S3aHHBIM CIICANUTH 32 IEHCTBUAMUA
MOJIb30BaTENeN CUCTEMBI

JUTS OpTaHU3aINH TOCTYTIA K JIOKYMEHTaM JUIsl OT/JIeJIOB OpTaHW3alluH, KOJUIEKTHBA
COTPYAHUKOB, pabOTAIOMUX Ha/l OTJAEIBHBIM IIPOEKTOM

6. lokyMeHT0000pOT — 3TO ...
MpoIecC MOANMMCAHUS U TIepeaun JOKYMEHTa B OpTaHu3aIuu
JABHUKCHHUEC TOK CHTOB B OpraHu3anuu OoT OBOJAUTECIIA K UCITOJTHUTCIIAM

TEXHOJIOTHYECKHH MPOLIECC ApXUBHOTO XPaHEHUS JOKYMEHTOB

7. .. JOKYMEHTOIIOTOK COCTOMT M3 [OKYMEHTOB, C031aBaeMbIX B [JaHHOH
OPraHM3alyy U OTIPABJIsIEMBIX 32 ee IpeeJibl

Bryrtpenunnii

Bxonsmmit

OﬁraHI/BauI/IOHHHI‘/’I

8. I[OKyMeHTOHOTOKI/I MO0 HANMPABJCHHUIO TCJIATCH HA ... IOTOKH



BXOJISIIINE U YXOJSLINE
IWaroHaiabHbIE

napaaijaCIbHbIC U MEPCCECKAOIINUECS

9. Ha 6a3e mpoaykra LotusNotes ¢pupmbr LotusDevelopmentCorporation
pa3padoTaHa cucreMa

«OfficeMedia»

«Effect Office»

«Optima Workflows

10. OO0menpuHATAs METOAUKA NOCYETAa JOKYMEHT0000pOTA NpeAycMaTpuBaeT
BbIpaKeHHe ero 00bemMa Ipo0dbio, B YHCJIUTEIe KOTOPOHl YKAa3bIBAeTCsl KOJIUYECTBO ...

KOHHﬁ, a B 3HAMCHATCJIC — KOJIMYCCTBO BCCX NJOKYMCHTOB OpraHU3alun

MOJIJIMHHUKOB, @ B 3HAMEHATEJIE — KOJIMYECTBO BCEX JOKYMEHTOB OpraHU3aluu

+IOUTHHHIKOB, A B 3HAMEHATEE — KOHECTBO KOt

KOIUM, a B 3HAMEHAaTeJe — KOJIMYECTBO MOITTMHHUKOB

11. O0bem JOKYMEHTO0000POTA BHIPAKAETCH ...

OOIIMM KOJIMYECTBOM JOKYMEHTOB, CO3/IaHHBIX B OpPraHU3aLlUH 3a ONPEAEICHHBIN Nepruos
BpPEMEHU

F

OOIIMM KOJINYECTBOM JOKYMEHTOB, IOCTYNUBLIMX B OPraHU3aLMIO 32 ONpeIeleHHbIN
NepUoJ BpeMEHU
12. OcHOBHOIi CTPYKTYpPHOIi eiHUIIeli (POPMATHPOBAHHOIO JOKYMEHTA NPH

iaCHO3HaBaHI/II/I CYHUTACTCA ...

PEKBH3UT TIOKYMEHTA
CJIOBO
IpeUIOKEHUE
13. loaroToBKa TOKYMEHTAa K CKAHHPOBAHUIO BKJIOYAET B ce0sl ONepauui ...
MIpeABAPUTENIbLHYI0 00pabOTKY N300paKeHUM, HAXO0KICHUE TIOJIeH, TPOBEPKY
pacro3HaHHON HHpOpMaIHH

CKaHI/IIiOBaHI/Ie, KOHi IiOJ’IB KadyeCTBa U BO3ZMOXKHOC HOBTO|iHOC CKaHI/IIiOBaHI/Ie

14. Tloa 3aekTpoHHON HUGPOBOI MOANMUCHI0O MOHUMAETCH ...

CpCACTBO 3alIUTHI OT MOAACIIOK WJIN ITOTCPH JAHHBIX B PYKOIIMCHBIX JOKYMCHTAX
PEKBU3HUT JJICKTPOHHOI'O JOKYMCHTA, Hpe)IHaSHaquHBIﬁ AJId OpraHvu3alu HAJC)KHOT'O

XPaHEHUs U MOUCKA JJOKYMEHTa
TpaaUIIMOHHAS PYKONHCHAs TIOANHKCH, COAep)Kamas WHPOpMAHI0 00 OTIpaBUTENe
cooOuieHus
15. [losryuyenune n3o0pakeHusi JOKYyMEHTAa BKJIIOYAET B ce0sl ONepaluH ...
ONMCAHNUE HACTPOMKHU CUCTEMBI M HEMTOCPEACTBEHHYIO TOATOTOBKY JOKYMEHTA

MpeBapUTENbHYIO 00pabOTKy N300paKEHHH, HAXOXKICHHE MOJIeH, TIPOBEPKY
pacrno3HaHHoOU nHpOpMaIuu

16. IMpouecc npuBeneHus 4ero-audo K eANHOI cucreme, gopme, eTMHOOOPA3UIO —
370 ...

CTaHI[aiiTI/B alus

KI1acCU(pUKaIUs



cUCTeMaTH3aIus
17. Pa3pa6oTunkom cuctembl «KEBppaT JJoKyMeHT0000pOT» SIBJISIETCS] KOMIAHHUS ...

3A0 «3neKTpoHHBIE OPUCHBIE CUCTEMBI)

AO «JlanuT»

HTL «MucTuTyT pasButus MOCKBBI»

18. Pazpa6oTunkoM cucreMsl «/les10» siBiasiercs pupma ...

dupma «Cognitive Technologies»

AO «JlanuT

+3A0 «INEKTPOHHBTE ODHCHBIE CHCTEMBD)

HTII «MucTuTyT pasButus MOCKBBI»

19. Pacno3naBaHue npeanoJiaraeT BbINOJHeHHE CJIeIYIOIIHX ONepalui ...
OIMCAHNUE HACTPOMKU CUCTEMBI M HEITOCPEACTBEHHYIO [TOATOTOBKY JOKYMEHTA

CKaHMPOBAHKE, KOHTPOJIb KAYeCTBA M BO3MOXKHOE [TIOBTOPHOE CKAHMPOBAHKE
20. Cucremsbl kiaacca «docflow» - 3To cucremsl ...

ABTOMATHU3AIMHU JICTIOBBIX MPOIIECCOB

HNHTCI'PUPOBAHHBIC CUCTCMBbI ABJICHUS TOK eHTOO60p0TOM

KOJIJICKTHBHOM paboThI
21. CucreMbl Kj1acca groupware—3To CMCTEMBI ...

aBTOMaTHU3AINHT ﬁiaBHeHH}I JOKYMEHT0000pOTOM

ABTOMATH3AINH JISTIOBBIX MTPOIIECCOB
MHTETPUPOBAHHBIE CUCTEMBI YIIPABJICHUS TOKYMEHTOOOOPOTOM
22. CucreMbl Kiacca «workflow» — 3To cHCTeMBI ...
CUCTEMBI KOJIJIEKTUBHOM pabOTHI

I/IHTei IiI/IIiOBaHHI)Ie CHUCTCMBI iiiliaBﬂeHI/Iﬂ I[OKi?eHTOO60pOTOM

ABTOMATHU3AIMH YIIPABIEHHS JOKYMEHTOOO0POTOM
23. Cucrema DOCSVisiOn cocTOMT U3 CJIEAYIOIIUX MOTYJIEN ...

CJ'IY)KC6H8.51 KOPpPECIIOHACHIIUA. PCH_ICHI/IH H paCloOpsAXKCHUS. HI/ICBMa rpaxxJiaH
Henonpoussoacteo. Pemenus u pacnopsbkenus. I[lncema rpaxkian

VYnpasnenue npoueccamu U Ciry)xeOHasi KOppeCTIOHICHIIHS

24 «oe —ITO TEXHOJIOIUSA ONMMITUYECKOI'0 PACIIOZHABAHUSA NNEIATHBIX CUMBOJIOB
+OCR (Optical Character Recognition)

ICR (Intelligent Character Recognition)

OMR (Optical Mark Recognition)

25 ... —I3TO0 TEXHOJIOTUSA pacnosHaBaHus Pa3sACJbHbLIX NEYATHBIX CHUMBOJIOB,

HAIIUCAHHBIX OT iilﬂ/l.

OCR (Optical Character Recognition)

OMR (Optical Mark Recognition)
26. ... —3TO TEXHOJIOTHsl PACIIO3HABAHUS OTMETOK.
ICR (Intelligent Character Recognition)
OCR (Optical Character Recognition)



Tembl A1 pedepaToB

3a MOArOTOBKY M 3alIUTy pedepara CTyIEeHT MOXKeT HaOpaTh 6 OamioB B cemecTp (1o 2
0ajuta 3a TpH KOHTPOJIbHBIE PEUTHHTOBBIE TOUkH). [Ipu moaroroBke pedepara CTyIeHT JOKEH
O3HAKOMHTBCSI C OCHOBHOW H JIOTIONHHTENBHOM JIMTEpaTypoil, BKIIOYAs CIIPABOYHBIC HW3IaHHUS,
3apy0Oe)KHbIE HCTOYHUKH, KOHCIICKT OCHOBHBIX MOJIOKEHHH, TSPMHHOB, CBEICHUH, TPEOYIONIHMX IS
3allOMUHAHHUS H SBJSIFOLNIMXCS OCHOBONOJIATAIOIIMMH B 3TOW Teme. HeoOXomuMmo COCTaBUTH
AHHOTAllMM K TPOYUTAHHBIM JUTEpaTypHbIM HcTOYHHMKaM. CTpykTypy pedepata CTyaeHT
onpezensier caM. OleHUBaHUE MPOBOAUTCA C YYETOM KOJIMYECTBA OOpaOOTaHHBIX JTUTEPATYPHBIX
HUCTOYHHMKOB, KadecTBa oQopmiieHUs pedeparta, OTBETa Ha BOMpPOCHl Mo pedepary. Temy st
pedepaTa CTYJASHT MOXKET MIPEIOKHUTH caM, TU00 BEIOPATh U3 MPEIOKEHHBIX.

1. CucTtembl 3J€KTPOHHOTO IOKYMEHT0000poTa B PD: cocTosIHME U MEPCIIEKTUBBI

2. CucteMbl ynpaBleHUs] OpTaHU3alMOHHBIMU (Ou3Hec) nponeccamMu B PD: cocTosHue
U TIEPCIIEKTUBBI.

3. CucTemMbl MOJEIUPOBAHUS OPTraHU3AlIMOHHBIX IIPOLIECCOB: IPUMEPHI IPUMEHEHHUS.

4. Undopmaruzanus opranoB [MY POD.

5. laTepHeT mpeCcTaBUTENbCTBA OPTAaHOB (eiepalibHOM BIacTH U cyObeKToB PO

6. CucTeMbl HHTEIUIEKTYaIbHOTO aHaN3a JaHHBIX.

7. 'eoundopmanmonnsie cuctemsl. IlepcriektuBel B PO.

8. DOddexTuBHbIE OyMaxHBIH JOKYMEHTOOOOPOT: yIpaBleHHE JAOKYMEHTAaMH,
KOMIIAaKTHOE XpaHEHHE W COYETAaHHE C CHCTEMaMH D3JIEKTPOHHOTO JOKYMEHTO00OpOTa IO
texHosiorun « WALLER System-Registratureny.

9. ObecnieueHre  AJIEKTPOHHOTO  JOKYMEHTOOOOpOTa  MEXJy  OpraHamMu
rocyaapCTBEHHOM BJIACTH.

10.«Equnoe okHOY» AJisl JOKYMEHTO000pOTa C TOCYAaPCTBEHHBIMU OpTraHaMH.

11.3auem Ham Hy)eH crangapT ISO 15489, u kak ero MOKHO UCIIOJIb30BaTh.

12.MHCcTpyMeHTBl JJIsI aBTOMAaTH3allMd CO3/aHMs, COIVIACOBAHUSI U  YTBEPKIACHUS
JOKYMEHTOB (Ha mpuMepe paboThl ¢ JOTOBOPAMH).

13.Opranusanus 3JIEKTPOHHOIO apxuBa JIOKYMEHTOB u yIpaBiieHHE
HOPMAaTUBHOCIIPABOYHOM MH(OpMaLMel B CUCTEMAaX JOKYMEHTO000poTa.

14.0ducHble ycTpoiicTBa 1Mo 00paboTkKe KOH(MHUIACHIIMATHLHON WH(OpPMAIIMU: HOBBIE
BO3MOYXHOCTH"

15.1IpoGneMbl  peanu3aliMii  TPOEKTOB  BHEAPEHUS  CHUCTEM  DJIEKTPOHHOTO
JTIOKYMEHTO000pOTA.

16.IIpoGaeMbl Co31aHUsI CUCTEM 3alIUIIIEHHOTO TOKYMEHTO000pOTa.

17.Ponp ayreHTHUKANMK B OpPTraHU3alMU  3alIUTHl  JOKYMEHTOOOOpOTa TMpH
HCII0JIb30BAaHUU OTKPBITHIX CETEN CBS3U.

18.FOpuanueckue npoodaemMbl 3JIEKTPOHHOTO JOKYMEHTO000pOTa.

5.2. OneHouHble MaTepuaJibl 1Jisd l'[pOMC)KyTO‘IHOﬁ aTTeCTallun

[TpomexyTouHasi arrecTanusi MPOXOAUT B (opme 3auyeTa. 3aJaHHEe Ha 3a4eT COCTOUT
3aJauu ¥ TeopeTuyeckoro Bonpoca. Ha 3auere cryneHT MokeT HabpaTh MakcuMyM 30 6asuios.

Bomnpocs! k 3a4ery

[NonsTHE NTOKYMEHTA, TOKyMEHTOO00POTa 1 TTOTOKA JIOKYMEHTOB.

Llenu BHEPEHUS 3IEKTPOHHOTO IOKYMEHTO000pOTA.

TenneHunn pa3BUTHS CUCTEM JIEKTPOHHOTO JOKyMeHTooOopoTa. PeiHok CO/I.
CranzapTsl B 00J1aCTH 3NIEKTPOHHOTO TIoKyMeHToobopota (EDI).

Mecto CO/] B uHPOpMAITMOHHON CUCTEME TIPEATIPUSATHS.

Tunmer  C3JI.  Cucrema  JA€NONPOM3BOACTBA M CHCTEMa  BJIEKTPOHHOTO
JIOKYMEHTO000pOoTa.

ocoukrowdrE



7. Knaccu¢ukanuss aBTOMaTH3UPOBAHHBIX CHCTEM JEJONPOU3BOACTBA U AIIEKTPOHHOTO

JIOKYMEHTO000POTA.

8. Tumbl TEXHOIOTUH 3JIEKTPOHHOTO yrpaBieHus: fokymeHTamu (OY []).

9. JlokymeHT B WH(OPMAIMOHHOM cHUCTeMe. THIMBl JOKYMEHTOB B HMH(MOPMAIMOHHOW
crcTeMe: OyMaXKHBIM JOKYMEHT, 00pa3 JOKYMEHTa, JJICKTPOHHBIA JOKYMEHT, CTPYKTYPHUPOBAaHHEIC
JnokyMeHTbl, XML — npeicraBieHue.

10. Cremuduka noxkymenta B CO/1. CiioxkHbie JOKYMEHTHI. JJOKYMEHT B JISTIONPOU3BOICTBE.

11. JToxyment B CO/I. Poxxnenune. CranoBnenue. [TyOnukarus. ApXxuBupoBaHUe.

12. Tloanepkka >KU3HEHHOTO IMKIIa B pa3nmuuHbix COJ1. XpaHumiie arpuOyToB JOKYMEHTOB.

XpaHI/IJ'II/IH_IC CaMUX JOKYMCHTOB.

13. Konnermmn 6e30yMaXHOM TEXHOJIOTHH YIIPABIICHUSL.

14. TunoBble KOMITOHEHTHI

COJL:

XpaHWIMILE KapTodyek (arpuOyToB) JIOKYMEHTOB,

XPaHUIUIIE JJOKYMEHTOB; KOMITOHEHTBI, OCYIIICCTBIISIOIINE OU3HEC-TIOTUKY CHCTEMBIL.
15. Kommonentsl ¢yHkuumonasHocTH COJI. VhpaBneHune IOKyMEHTaAMH B XPaHWIIMIIIC.
[ownck 1okyMeHTOB. MapiipyTu3aiusi 1 KOHTPOJIb UCTIONHEHUs. OTYeThl. AJIMUHUCTPUPOBAHUE.
16. Metozp! copTrpoBKH TOKyMeHTOB B CO/I.
17. Ocnosuble pynxuun CO/1. Tunossie TpedoBanus k CO/I.
18. [IpenmyiiiecTBa BHEAPEHUS CUCTEMBI DJIEKTPOHHOTO TJOKYyMEHTO000POTA.
19.  IlpuuunHbl aBTOMaTH3AIMH. BEIOOP CHCTEMBI aBTOMATH3AIHH.
20.  ApXuBBI 2JIEKTPOHHBIX JOKYMEHTOB
6. MeTonnueckne MaTepuajbl, ONpeaejsAOIINe MPOUETYPbl ONEeHUBAHHUS 3HAHWIA,
YMEHHUI, HABBIKOB H (MJIH) ONBITA AeATeIbHOCTH
6.1 Pe3yabTaThl 0CBOEHUS1 Y4eOHOM TMCUMILUIMHBI, O/JIE:KaNIHe IPOBEPKe

PesynbTaTsl 00yyeHus OcHoBHBIC NTOKa3aTeJIN OLEHKH Ouenovnsle

(KkoMIIeTeHIIUM) pe3yabTaToB cpeacTrsa
MKC-2.2 - 3HaTb OCHOBHbIE IPUHIUIIBI IIPaKTUYECKOE

Pa3padarbiBaer U | OpraHu3anuu CILYKOBI 3aHATHE,

OpPraHu3yeT MepONPpHUATHS | IEJIONPOU3BOJCTBA; TECTUPOBaHUE,

no pesyJbTaraM | -YMeThb paclpeneiasiTb  (QYHKIHUH peHTuHr, 3a4er

rocyapcTBeHHOr0 HajA30pa, | MEXAY N0/Ipa3/ieNIeHUsIMH,

MEKBEAOMCTBEHHOI 0 u | yuactBytromumu B CO/I.

BeIOMCTBEHHOI0 KOHTpoJs | -Biagers OpraHU3aTOPCKUMHU

BHEJpeHHs1 W COOJIIOJeHHUs | HaBBIKAMU, MIO3BOJIAIOIUMU

TEeXHHYECKHX PerjaMeHTOB,
CTAaHIAPTOB M TEXHHYECKHUX
YCJIOBHMH KayecTBa
npoaykuuu (paéor, yciayr);

CKOOPJIMHHUPOBATH pabOTy KOJICKTHBA
Jutst opranmzannn CO/J1;

IMIKC-2.1 ®opmupyer

CTPYKTYPY CHCTEMBI
AOKYMEHT0000poTa

MeHeI)KMEeHTa Ka4ecTBa
OpraHu3aluuu "
KOOpAMHHPpYeT Ppa3padboTku
AOKYMEHTOB, He00XOAMMBbIX

nJis1 ee yHKIIMOHMPOBAHMSA

- 3HaTh OCHOBHBIE MMOHATHSA
AJIEKTPOHHOTO JIOKYMEHTO000pOTa,
MEepPeYeHb  CHCTEM  DJICKTPOHHOTO
JTIOKYMEHTO000pOTA;

- YMmeTh pa3pabaThiBaTh JOKYMEHTHI
B DJEKTPOHHON (opMe ISl CHUCTEMBI
MEHE/DKMEHTA KaueCTBa MPEAPUATHS
-Bnanetr HaBbIKamMu pa3paboOTKu H
conpoBokaeHUd nokymeHtanun CMK
B DJIGKTPOHHOU dopMe.




6.2 llkana oneHnBaHKS IUIAHAPYEMBIX Pe3yJIbTATOB 00yYeHHs!

6.2.1 Texyuuii u pyoe:KHbII KOHTPOJIb
B pamkax Tekymiero u py0e;xHOT0 KOHTPOJIS O JUCUUILUIMHE CTYJICHT MOKET Ha0paTh /10

70 GamioB
CemecTp HIkama oneHUBaHUA
0-35 6amnos 36-50 6amioB 51-60 6amioB 61-70 GannoB

3 YactuuHoe [Tonnoe nnu | [lonnoe nnu | ITonHoe nocemenue
MOCEIICHUE YaCTUYHOE YaCTUYHOE ayJIUTOPHBIX
ayJIUTOPHBIX MOCEIICHUE MOCeIIeHue 3aHSATUH.
3aHATHUH. ayIUTOPHBIX ayJIUTOPHBIX [Tonnoe
HeynosnerBopurein | 3aHATHIA. 3aHATHIA. BBIIIOJIHEHHUE 51
bHOE BbINOJIHEHUE | YacTuuHOE [Tonnoe 3aluTa
MPAKTUYECKUX BBITIOJIHCHHE U | BBIIIOJIHEHUE U | MPAKTHYECKUX
pabor. [Inoxas | 3amura 3almTa 3aHATUH.
MOATOTOBKA K | IPaKTUYECKUX MPAKTUYECKUX Brinonnenue
OaJITbHO- pador. pabor. KOHTPOJIbHBIX
PEHTHUHTOBBIM Beinonuenue Beinonnenue paboT,  TECTOBBIX
MEPONPUSITHUSIM. KOHTPOJIbHBIX KOHTPOJIbHBIX 3a/IaHUI Ha OLIEHKHU
Crynent HEe | padoT,  TECTOBBIX | padOT, TECTOBBIX | KOTIHMYHON.
JOMYCKaeTCst K | 33JlaHUi Ha OLEHKH | 3a/laHUi Ha
MIPOMEXKYTOUHOM «YIOBJICTBOPUTEL | OIICHKH
aTTeCTalluu HOY. «XOPOLION.

6.2.2 TlpomexkyTOUHASI ATTECTAIUA
Onenka pe3ynbTaTOB OCBOCHUS YyU4e€OHOW TUCIUIUIMHBI B 3 CEMECTpe MPOBOAMTCS IO
CIEAYIOUIEH IIKaJe, MPUMEHIEMOMN Ha 3a4eTe:

Cemectp

[IIxama orieHnBaHus

He 3aureno
(36-60 6an0B)

3a4TeHo
(61-100 6ammoB)

CryaeHT wumeet
36-60  GamioB
o UTOram
TEKYIIETO u
pyOeKHOTO
KOHTPOJI,

3a4ére HE
OTBETHII Ha
TEOPETUUECKUN

BOIIPOC MW HE

Ha

peln 3aaauy.

Crynent umeet 36-45 0aioB MO UTOraM TEKYILErO U PyOeKHOTO
KOHTPOJISI, Ha 3a4yeTe Jajl TMOJHBIM (YaCTUYHBIMA) OTBET Ha
TEOPETUYECKHI BOMPOC M YAaCTUYHO (IIOJHOCTHIO) BBIIOIHUI
MIPAKTHYECKOE 3aJJaHue.

Crynent umeet 46-60 0anyoB MO UTOraM TEKYILEro U PyOeKHOTO
KOHTpOJIS, Ha 3a4eTe Jaj IMOJIHBIM OTBET Ha OJUH BONPOC WM
BBITIOJIHWII ITPAKTUYECKOE 3aJaHMeE.
Crynenty, umetomieMy 61-70 GamioB Mo WTOraM TEKYIIETO M
pPYOEKHOTO KOHTpOJIS, BBICTABIISIETCS OTMETKAa «3auTeHO» 0e3
cIa4y 3a4€Ta.

7 Y4ueOHO-MeTOANYECKOE o0ecneueHue TUCIUIINHbI

7.1 OcHoBHas JuTeparypa

1. CrenanoBa E.H. Cucrema 51eKTpOHHOTO JOKYMEHTOOOOpOTa (00JauHOe peIIeHHE)
[DnexTponHbI pecypc]: yuebHoe mocobue/ CtenanoBa E.H.— DneKTpoH. TEKCTOBBIC aHHEBIE.




— CaparoB: Al Ilm D3p Memua, 2018— 182 c— Pexum gocryma:
http://www.iprbookshop.ru/73341.html.— 3BC «IPRbooks»

2.  KoubunennumanbHOe  IENIONPOU3BOJICTBO WM 3AIIUIICHHBIA  JJIEKTPOHHBIN
JIOKYMEHTOO000pOT [DnekTpoHHbI pecypc]: yueOnuxk/ H.H. Kynser [u ap.].— Dnekrpon.

TEeKCTOBbIE  nmaHHbie.—  M.:  Jloroc, 2016.— 500 c.— Pexwmm  jgoctyma:
http://www.iprbookshop.ru/66416.html.— 3BbC «IPRbooks»

3. KondunennmanbHoe  IeIONPOU3BOJACTBO W 3AIMIIECHHBIA  AJIEKTPOHHBIN
JIOKYMEHTOO000pOT [DnekTpoHHbI pecypc]: yueOnuxk/ H.H. Kynser [u ap.].— Dnekrpon.
TEeKCTOBbIe  nmaHHbie.—  M.:  Jloroc, 2013.— 452 c— Pexum  jgocrymna:

http://www.iprbookshop.ru/9083.html.— 5BC «IPRbooks»
7.2. JlonmoJiHMTeJbHAS JUTepaTypa

1. bacakoB M.U. JIokyMeHTHI U TOKYMEHTOOOOPOT KOMMEpUYECKOH opranuzaruu /M.H.
Bbacakos ; U3x.- ®ennkc, 2009. - 416 c.

2. UepnoB B.H. Cucremsl 3JIeKTpOHHOTO JOKyMEHTOOOOpoTa: y4ed. mocobue /B.H.
UYepnos,- M.: PAI'C, 2011. - 83 c.

7.3 UnTepHeT pecypchl

http://www.iprbookshop.ru . - anexrponHsiii 6ndanoTeYHbIN pecypc «Kuuradhonm»

http://www.docflow.ru - pecypc o cuctemax 3JEKTPOHHOTO JOKYMEHTOOOOpOTa H
pa3IMYHBIX HOBOBBEJICHUS B JIAHHOM 00JIACTH.

http://v8. lc.ru/doc8/ Odurmansupiii calT Gpupmsl 1 C, MOCBAIICHHBIH TPOrPAMMHOMY
nponykty 1C: JlokyMeHTO060pOT>

7.4 llepeuenb npogeccuoHAIbHBIX 023 JAHHBIX 1 HH(OPMAUOHHO-CIIPABOYHBIX CHCTEM

1. http://www.diss.rsl.ru - — 3B PI'B -  DJeKTpOHHbIE  BEPCHU  TOJHBIX
TEKCTOB JFicCepTalnii U aBTopedeparoB u3 poHaa Poccuiickoil rocyaapcTBEHHOM OHOIMOTEKH

2. http://www.scopus.com — Sciverse Scopus wusmatenbctBa «Onb3eBup. Hayka u
texHosioruny. PedeparuBHas u ananutuueckas 6a3a JaHHBIX

3. http://elibrary.ru — DnexTpoHHas OMOIMOTEKA HAYIHBIX MTYOJHKAIHIA.

4. http://polpred.com — O630p CMU Poccuu u 3apyoexnbs. [TonHbie TEKCTHI + aHATUTHKA
u3 600 u3ganuii mo 53 otpacisim

5. https://www.gost.ru/portal/gost//home/standarts - dengepanbHOE areHTCTBO IO
TEXHHUYECKOMY PETyJIHUPOBAHUIO U METPOJIOTHH

6. http://www.consultant.ru/ - cnpaBouHo-nipaBoBas cuctema Koncynbrant [liroc

7.5 IlporpammHoe odecnieyeHre COBpeMeHHbIX HHGOPMALIMOHHO-
KOMMYHHMKAIIMOHHBIX T€XHOJIOTMii

— [IporpammMHas cucrema aJi 0OHApyKEHUSI TEKCTOBBIX 3aMMCTBOBAaHUMN B yUEOHBIX
¥ Hay4dHBIX paborax «AHTHIUTaruar. By3 4.0», Moaynb moucka TeKCTOBBIX 3aMMCTBOBAaHUMN
“O6benuneHHast koyutekius 2020

— Cucrema ontudeckoro pacmno3HaBanusg Tekcta SETERE OCR mna P3O/ OC
Cucrema ontrueckoro pacnoszHaBanus Tekcra SETERE OCR nns POJI OC

— Penaxrop nzobpaxenuii AliveColors Business

— Kaspersky Endpoint Security ans 6usneca — Cranmaptasiii Russian Edition

— ITaker oducHoro mporpammuoro obecnedennst P7-Oduc.lIpodeccronanbHblit
(deckromHast Bepcus)


http://www.iprbookshop.ru/
http://www.docflow.ru/
http://v8/
http://www.diss.rsl.ru/
http://www.scopus.com/
http://elibrary.ru/
http://polpred.com/
https://www.gost.ru/portal/gost/home/standarts

— Acrobat Pro DC for teams ALL Multiple Platforms Multi European Languages Team
Licensing Subscription Renewal Acrobat Pro DC for teams ALL Multiple Platforms Multi European
Languages Team Licensing Subscription Renewal

— IIporpaMMHBIiI HakeT BHYTPUOPraHU3aLUOHHOTO HMHTPAHET-OpTaIa DeskWork
Enterprise

— [Tporpamma apxuBartop 7zip,

— Web Browser — Firefox.

8 MartepnajibHO-TEXHUYECKOE o0ecnevyeHre JUCHUIIIMHBI

3aHATHS TO NUCIUIUIMHE MPOBOJSATCS B CHEIHAIBHBIX MOMEMICHUSX (AyIUTOPHSIX) IS
NPOBEICHUS  3aHSITHHA  JIGKIIMOHHOTO  THIMA, TMPAKTHUYECKUX 3aHATUH, TPYNNOBBIX U
WHIVBUIYAIBHBIX KOHCYJbTAllUd, TEKYIIEr0 KOHTPOJSI M IMPOMEKYTOYHOW aTTECTAIIUU.
AyYIATOPUH YKOMILJICKTOBAHBI CICIHAIM3UPOBAHHOW MEOEIbI0 U TEXHUYECKHMMH CpEACTBa
00yYeHHsI, CITY>KALTUMHU JIJIs IPEICTaBICHUS HH()OPMALUU OOJIBIION ayIUTOPHH.

Jlis  mpoBeleHUs 3aHATHH  JIGKIIMOHHOTO THIIA HMMEIOTCS  JIEMOHCTPAIMOHHOE
o0opynoBaHue U y4eOHO-HATJISIIHBIE TOCOOUSI.

[TpakTHyeckre 3aHATHS IPOBOAATCS B KOMIIBIOTEPHOM Kjacce C COBPEMEHHBIM
KOMITBIOTEPHBIM ~ 00OpY/ZIOBAaHHEM, HCIIOJB3YIOIIMM B Ipolecce OOydYeHHUs CTYICHTOB
IPOrpaMMHOE 0OecIIeYeHHE, MPOITMCaHHOoE B 1. 7.5.

Jis  caMOCTOSATENbHON pabOThl OOYYAIONIMXCS WUMEIOTCS IOMEIIEHHs, OCHAICHHBIC
KOMITBIOTEPHON TEXHUKOW ¢ BO3MOXHOCTBIO MOAKIIOUCHUS K ceTH "MHTepHeT" u o0ecrneueHueM
JIOCTYTIA B 3JICKTPOHHYIO HH()OPMAIIMOHHO-00Pa30BaTEeIbHYIO CPEy OPTaHU3aIHH.

9 Oco0eHHOCTH peaju3alUM JUCHUIVIMHBI VIS HHBAJWAOB W JHI C
OrpaHUYeHHBIMHU BO3MOKHOCTAMM 310POBbS

JUis CTYAEHTOB C OrpaHMYEHHBIMH BO3MOXKHOCTSIMH 3JI0pPOBbSl CO3[aHbl CII€LMaIbHbIC
yCIOBUA JUIs TOJIydeHHs o0pa3oBaHMsA. B 1LensxX JOCTYMHOCTH TIIOJIy4€HHsl BBICIIErO
o0Opa3oBaHus 10 00pa3zoBaTENbHBIM IMPOrpaMMaM HHBAJIWJIAMHU U JIMIAMH C OIpPaHUYEHHBIMU
BO3MOXHOCTSIMH 3/10pPOBbsI YHUBEPCUTETOM 00€CIIeUNBACTCS:

1. AnbrepHatuBHas Bepcus oduuuanbHOro caita B cetu «MHTepHeT» nmns
CIa00BUIAIINX

2. J11s MHBAMUAOB C HAPYLIEHUSAMU 3peHus (cIaboBUISAIINE, CIIETIBIE)

- NPHUCYTCTBHE ACCHUCTEHTAa, OKa3bIBAIOIIEro OOyyaromeMmycs HeOoOXOIMMYIO MOMOIIb,
nyOnupoBaHUE BCIyX CIPAaBOYHON HMH(OpPMaMKM O pACUCAHUU Y4EOHBIX 3aHATHI; Haauuue
CPEACTB JUIsl YCWIEHUS OCTATOYHOI'O 3peHUs, OpaijieBCKOW KOMIIBIOTEPHOW TEXHMKH,
BUJICOYBEIMUUTENEH, MPOrpaMM HEBHU3YaJbHOTO JOCTyNa K HWH(OpMaluu, MpOrpaMM-
CHUHTE3aTOpPOB PeYM U JPYruX TEXHUYECKHX CPEACTB IpUeMa-niepeaadn yueOHo! nHpopmanuu B
JOCTYIHBIX (popMax Jyis CTYJIEHTOB C HApYLICHUSIMH 3PEHUS;

- 3aJ1aHMsl JUIs BBITTOJIHEHHSI HA 3K3aMEHE 3aUUTHIBAIOTCS ACCUCTEHTOM;

- TNHUCHbMEHHBIE 33/1aHUS BBINOJHAIOTCA Ha Oymare, HaJMKTOBBIBAIOTCA ACCUCTEHTY
00y4JarmuMmces;

3.1n8 WHBAJIMIOB M JIMIl C OrPAaHUYEHHBIMH BO3MOXKHOCTSIMH 3JI0pPOBbSl IO CIIYXY
(cmabocnpIianiue, rIyxue):

- Ha 3ayeTe/IK3aMeHe MPUCYTCTBYET aCCUCTEHT, OKAa3bIBAIOIINN CTYAEHTY HEOOXOAUMYIO
TEXHUYECKYI0 TOMOIIb C YYETOM HHIUBUAYaJIbHBIX OCOOEHHOCTEH (OH IOMOraer 3aHATh
pabouee MeCTO, MepeABUTaThCs, MPOUYUTATh U OPOPMUTH 3a/laHUE, B TOM YHCIIE 3aIUChIBas MO
JTUKTOBKY);

- 3a4eT/7K3aMeH MMPOBOJUTCS B MUCbMEHHOH (opMe;

4. Jlnsd MHBAJIUAOB U JIMI[ C OTPAaHMYCHHBIMH BO3MOKHOCTSIMH 370POBBS, MMEIOLINX
HapyIICHHUs OMOPHO-JBUraTEeNIbHOTO amrmapaTa, CO3[aHbl MaTepHallbHO-TEXHUYECKHE YCIIOBUS



o0ecreynBaroIue BO3MOKHOCTh OECHpPEensITCTBEHHOrO J0CTyNa oOOy4aromuxcs B Yy4eOHbIE
NOMEIICHNs, OOBEKTY MHUTaHUs, TyaJeTHbIE W JpPyrHe ITOMEIIEHHsS YHHMBEPCHUTETa, a TaKxKe
npeObIBaHMS B yKa3aHHBIX MMOMELICHUAX (HAJMYUe PACIIMPEHHBIX JBEPHBIX MPOEMOB, IOPYIHEH
U APYTHX MPUCITOCOOIECHUT).

- TNHCHMEHHBIC 3aJlaHUs BBINOJHIIOTCA HA KOMIIBIOTEPE CO CIEIHAIN3UPOBAHHBIM
POTrPaMMHBIM 00eCIIeUeHHEM MM HaIUKTOBBIBAIOTCS ACCUCTEHTY;

- 10 XKEJIAHHUIO CTYJEHTa YK3aMeH MPOBOJUTCS B YCTHOM (hopme.

OOyyaromyecs: U3 YMCIIA JIUI] C OTPAHUYCHHBIMUA BO3MOXKHOCTSIMH 3/10POBbSI 00€CIICUCHBI
AIIEKTPOHHBIMU 00pa30BaTENbHBIMU pecypcaMu B (GopMax, aJalTHPOBAHHBIX K OTPAHUYCHUSM
UX 370POBBSL.



