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Paboyas nmporpammMa npeaHa3HayeHa s MPEToAaBaHusl TUCIUILIMHBI YacTh, (OPMUPYEMOI
YY9acTHHUKaMH OOpa30BaTeIbHBIX OTHOIICHHWH, CTyAeHTaM HampaieHus 27.04.02 YmnpapieHue
Ka4ecTBOM O4HOM (hopMbl 00yueHHs B 3 cemecTpe.

PabGouass mnporpamma cocraBieHa ¢ ydetoM @DenepalibHOIO TrOCYJapCTBEHHOTO
00pa30BaTEeNLHOTO CTaHJAPTa BBICHICTO OOpa30BaHUs IO HAMPaBICHUIO MOAroToBKU 27.04.02
«YmpaBieHue kauecTBOM» (ypOBEHb MarucTparypbl), yTBEpKIEHHOTO MpHUKa3oM MuHHCTEpCTBA
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1. He.]II/[ H 3aJa4Y1 0CBOCHHUSA JUCHUIIJINHBI

[{enbi0 OCBOCHMS y4eOHOW MUCIHILIMHBI «DJIEKTPOHHBIA JTOKYMEHTOOOOPOT» SIBISAETCS
MOJIyueHUE 3HAHUU oOydaromuMcs O (QYHKIHUSIX COBPEMEHHBIX CHUCTEM JIIEKTPOHHOTO
nokymMeHtoobopota (manee — CO/I), o ctpykrype QpyHKIIMOHaNbHBIX KoMIToHeHToB CD/I, 3amauax
CO/1, nozunmonupoBannu COJI u cpeAcTB ee uHTerpaunu B coBpeMennoit IT ctpykrype.

3ajiaya U3y4EeHUs AUCLUILIMHBI — COEIMHUTD YNPABIEHYECKUE 3HAHUS C COBPEMEHHBIMU
MH(OPMAIIMOHHBIMU TEXHOJIOTHSIMU MPU paboTe C AIEKTPOHHBIMU JIOKYMEHTAaMHU B Ipoliecce
B3aMMOJICHCTBHS COTPYIHUKOB BHYTpU opraHu3anuu (pupmsr)

2 Mecro aucnumiauebl B ctpykrype OIIOII BO

HucuuruimHa oTHOCUTCA K OJoky 1 ydeOHoro miaHa o HampasiaeHuto 27.04.02
«YTpaBieHne KaueCTBOMY U SIBIISICTCS TUCIUTIIMHON 110 BEIOOPY CTYICHTOB.

Jucuumviza npenojaercsl MoCpeICTBOM YTEHHUS JIEKUUMUA U MPOBEICHUS MPAKTUYECKUX
3aHATUH.

3 TpeOoBaHus K pe3yJIbTATAM OCBOECHUS COAEPKAHUS JUCHHILIUHBI

[Tponiecc n3ydeHust AUCHMILIMHBI HANPaBJiIeH Ha (POPMHUPOBAHHE DIIEMEHTOB CIIEIYIOIINX
WHAUKATOPOB JOCTHKEHUA KomnereHiui B coorBeTrcTBuu ¢ ®I'OC BO u OIIOII BO mno
JAHHOMY HaIlpaBJIEHUIO MOJATOTOBKHU:

IHKC-2.1 ®dopmupyer CTPYKTYPY CHCTeMbI JOKYMEHTO00OPOTAa MEHEIKMEHTA
KayecTBAa OPraHU3alMU U KOOPAUHUPYeT pa3padoTKu J0KYMEHTOB, He00X0AMMBIX /sl ee
(pyHKIHMOHMpPOBAHMS;

IIKC-2.2 Pa3zpabarbiBaeT M OpraHusyeT MepPONpPHUATUS MO Ppe3yJbTaTaMm
rocy1apcTBeHHOI0 HaJA30pa, MeKBEJOMCTBEHHOI0 W BeJIOMCTBEHHOI0 KOHTPOJIA
BHEJIPEeHUS] U COOJIOIEeHUS] TeXHUYECKUX PerjaMeHTOB, CTAHJAAPTOB H TeXHHYECKHX
YCJI0BHI Ka4ecTBa NPOAYKIMH (padoT, yciyr)

B pe3ynbpTaTe 0CcBOCHMS NTUCUMILIMHBI O0y4alOIUICS T0TKEH:

3HaTh:

- OCHOBHBI€ MTOHATHUS JIEKTPOHHOTO IOKYMEHTO000POTa, IEPEYEHb CUCTEM 3JIEKTPOHHOTO
JIOKYMEHT0000pOTa;

- OCHOBHBIE IPUHIIMITBI OPTaHU3AIMH CITYKObI 1€JI0OMPOU3BOJICTBA;

YMmerTs:

- pa3pabaTbIBaTh JOKYMEHTHI B 3JIEKTPOHHOU (hopMe /Uil CUCTEMbl MEHEPKMEHTA KauecTBa
NpEeANPUITHS

- pactipeaenaTh QYHKIMU MEXAY NoJpa3aeeHusiMu, ydacTByromumu B CO/I.

-Bnaners HaBbIkamMu pa3pabOTKU U conpoBoxaeHus AokymeHTannun CMK B anekTpoHHOMN
dbopme

- OpPTaHU3aTOPCKUMHU HABBIKAMHU, IMO3BOJISIOMUMHI CKOOPJIMHUPOBATH PA0OTY KOJUICKTHBA
st opranuzanun COJ]



4 ConeprxkaHue U CTPYKTYPA AUCHUIVIMHBI (MOLYJISA)

4.1 Coaepxanue pa3ieoB JUCHHILTAHBI

dopmupyema
No
pasaen Haumenoanue Coxepxanue pasiena A OueHouHbIe
pasjaena KOMICTCHIIMA | cpencTBa
a (4acThb
1 2 3 4 5
1 OcHoBHbIe IOHATUS U onipenenienus. |[[IKC-2.1 KonnokBuym,
OcHoBHBIC TOHATHS [[ToHATHS JOKYMCHT, TECTUPOBAHHC
SJICKTPOHHOI'O JIEJI0IIPOU3BOJICTBO, R
JIOKYMEHTO000pOTa TOKYMEHTOO00O0POT, JIEKTPOHHBIE [IPAKTUYECKOE
TEKCTbI, JJIEKTPOHHBIN JOKYMEHT, 3aHATHE,
PICKTPOHHBIA JJOKYMEHTOOOOPOT. BOITPOCHI Ha
ATpUOYTHI TOKYMEHTOB. THIIBI 3aueT
TOKyMeHTOoOoOOopoTa. PermameHT
PaboThI ¢ JOKYMEHTaMHU
2 JlokymenToobopoT. Yuer obbema [IKC-2.2 KomnokBuywm,
Opranuzanust TOKYMEHTO000pOoTA. O6paboTka TECTUPOBAHUE
palboThl C |moKyMeHTOB (00pabOTKa BXOISIINX ,
JOKYMCHTaMH TOKYMEHTOB, 00pab0TKa UCXOISAIINX [IPAKTUYECKOE
TOKYMEHTOB, obOpaboTka BaHATHE,
BHYTPEHHUX JOKYMEHTOB). BOITPOCHI Ha
Perucrpanuss A1OKyMEHTOB. P@OpMBI 3a4€T
perucTpanuu JIOKYMEHTOB.
Perucrparnus BXOJISIIIINAX
TOKYMEHTOB. Perucrparnus
HCXOJISIIINX u BHYTPEHHUX
TOKYMEHTOB. Ucnonnenue
TOKYMEHTOB. KonTpons 3a
HCIIOTHEHUEM JOKYMEHTOB. Cpoku
3 |BuenpeHue IloAroTOBUTENBHBIN dTarl. [TKC-2.1 KoiutokBuyMm,
CUCTEMBI OO6cnenoBaHre U ONITUMHU3ALINS TECTUPOBAHUE
5IIEKTPOHHOTO moxkymeHToo0opota. [lonroroska ,
OKyMEHTO060poTa [TEXHIUECKOTO 3a/[aHHs. Oran [MPAaKTUYECKOE
BaKiroueHus qorosopa. [loaroroska BaHSTHE,
uHbpacTpykTypsl. MHCTANISATIUS BOITPOCHI Ha
cucTeMbl. DTan 00ydeHus. OnbITHAs 3a4eT
bkcrutyaTanusi. Koppektuposka. Beoa
B MMPOMBINIJICHHYIO SKCILTyaTaIHIo.




Opranuzanus
PIEKTPOHHOTO
TOKyMEHTO000pOTa

Hctopus Baenpenus COJ1. [TpaBuina
nenonpou3BoCcTBa. TpedoBaHMS K
MH()OPMAIIMOHHBIM CUCTEMaM
PIIEKTPOHHOTO JJOKYMEHTO000pOTA.
Jranbl padoThI C JIOKYMEHTAMH.
dynkuuu CO/1. Cucrema
Mapipyrusanun. FOpuanyeckas
3HAYUMOCTH JOKYMEHTA.
DJIEKTPOHHAs MOANUCH. [lonckoBbie
3arpockl. [lonoxeHue o cucreme
MEXKBEJIOMCTBEHHOTO JICKTPOHHOTO
nokymentoobopora. FOCT
«CHUCTEMBI 3JIEKTPOHHOT'O
[TOKYMEHTO000DOTAa.

[TKC-2.1
[1KC-2.2

KoyuokBuyMm,
TECTUPOBAHUE
)
[MPAKTUYECKOE
3aHsATHE,
BOIIPOCHI Ha
3ayeT

4.2 CTpyKTYypa TUCHUNIHHBI

OO6mast TpyA0eMKOCTh JUCHHUIUTMHBI COCTaBIAET 3 3aueTHbIe eaquHuIlsl (108 yacoB)

Bug pabotst TpynoeMKOCTh JUCUUTIINHBI
3 cemectp |3DO, 2 xypc

OO01mas Tpy10eMKOCTh 108 108
AyauTopHasi (KOHTaKTHas1) padoTa: 34 8
Vexyuu (J1) 17 4
I Ipaxmuyeckue sanamus (113) 17 4
Vlabopamopuwie pabomsi (J/IP)
Camocrositeabnas paéora (CP) 65 96
Kypcogoii mpoekt (KII), kypcoBas pabora (KP) - -
PacueTno-rpaduueckoe 3aganue (PI'3) - -
Pecdepar (P) 4 16
Occe (D) - -
CamMOCTOSITENTbHOE U3YUEHUE Pa3JIeI0B 30 40
KonTponbHas pabora (K) - -
CamonoAroToBka (mpopadoTka ¥ MOBTOPEHUE JIEKIIMOHHOTO 31 40
MaTepHuaia U MaTepuaia ydeOHHUKOB U y4eOHBIX TTOCOOUH,
MOJITOTOBKA K JJAOOPATOPHBIM M TIPAKTUYSCKUM 3aHITHSM,
KonTpoub ? 4
Bua uTOroBOro KOHTpoJIs (3a4eT, IK3aMeH) 3a4er 3a4eT

4.3 JlabopaTtopHbie padoThl

JlaGopatopHble pabOTHI HE MPEAYCMOTPEHBI Pa00UNM y4EOHBIM IJIAHOM




4.4 llpakTHyeckne 3aHATHS (CEMHHAPBbI)

No
3aHATHSA

Tema

Onpeznenenne o0beMa JOKYMEHTO000pOTa OpraHnu3aluu

Pa3paboTka MapuipyTa ABHKEHUS JOKYMEHTA.

Opranu3anus 10KyMeHToo0opoTa B mporpamme Outlook

Pabora ¢ mankoii KoHTakTsl

Crustaue manku KontakTel ¢ jokymeHTamu Word

Co3manue madIOHOB MUCEM

N | QAN N AW =

Opranuzanus AeJI0BOM Nepenucku 1 0ohopMiIeHHE JOKYMEHTOB I10 CIETIKe

4.5 KypcoBoii npoekT (kypcoBasi paora)
BrimonHenne KypcoBoii paboThl y4eOHBIM IIJIAHOM HE MPEAYCMOTPEHO.

S OneHo4YHBbIE CPeaCTBA U TEKYILIEr0 KOHTPOJISl yCIIeBAeMOCTH U NPOMEKYTOYHOM
aTTecTanuu
5.1. OueHo4HbIe MaTePHAJIBI AJIs1 TEKYLIET0 KOHTPOJIS yCIIeBaeMOCTH

HpaKTuquKne 3aHATHUA:

3a BBINOJIHEHHE MPAKTUYECKUX 3aHATUH CTYACHT MOKeT HaOpath 18 Gamos (o 6 6amioB
B KQXKbIH pYOEKHBIN IPOMEKYTOK).

1. Ot TOro, HaCKOJIBKO YCHEIIHO W ONEePATHBHO OCYUIECTBJSAETCH AesATeIbHOCTD
COTPYAHMKOB IO IMOATOTOBKE JOKYMEHTOB M OTBETOB Ha NMUCHbMA, OPraHM3aLMU IpPHEMa
noceTuresied 3aBUCUT 3¢ (PeKTUBHOCTH Pad0ThI NPEANPUATHS.

[Toznakomumcs ¢ uarepdeiicom nporpammel Outlook.

1. 3amycture nporpammy Outlook

2. Paccmotpure okHO nporpaMmsbl. HaiinuTe rpymnmnbl pabodyux Mmamoxk.

3. VI3MeHuTe MNOPSAOK paCHOJIOXKEHUS NarnoK (MepeMeleHNe C HaXaTOW KHOIKOM
MBIILIN) WU

®  IIEJKHUTE NPaBOM KHONKOMN MBIIIN HA JTOOOM SIPJIbIKE;

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

4. TlomeHsiiTe HACTPOMKHU Mporpammsl, Juist 3Toro BelOepute Paitn/Ilapamerpsl u B
MOSIBUBLIEMCSI OKHE HaXXMUTE J[omoiaHUTENpHO U ycTaHOBUTE - IIpm 3amycke OTKpbIBaTh MAIkKy
3agaun.

5. Teneps BeiOeputTe NMyHKT ITouTa M momeHsiTe GOH [UId COOOLIEHHNA - HAXMHTE
kHonky pudter u Onanku. Ha Bknaake Jlnunelid Giank HaxkmuTe KHONKY Tema u BbiOepure
MoHpaBuBIEecss 0hOpMIICHHE.

6. CozmaiiTe MOAMKUCH ISl TUYHBIX COOOIICHHH - JIMUHast U CITyKeOHBIX COOOIICHUIN —
CJIy)Ke6Ha$I, JUIL 3TOr0 HaxkMmuTe KHOMKY llommucu, Ha BKIIamKe DJIEKTPOHHAS TOIIMUCH HAKMHUTE
kHonKy Co3maTh W BBEIUTE MMsI JUIsl TToamucH. B mone M3MeHWUTh MOANMUCH BBEAUTE TEKCT, KOTOPBIMA
HY>XHO BKIIIOYUTH B IOAIHCH, a 3aTEM OT(bOpMaTI/Ipyf/'ITe €ro ¢ NMOMOIbKO BCTPOCHHBIX MHCTPYMCECHTOB.
[Toamucu MOTyT coaepkKaTh TEKCT, U300pakeHus, JJTOTOTHIT OpraHU3aIMH, U300pakeHUE MeYaTH U
PYKOIIMCHOM NOAIIMCH WJIM Bally DJJEKTPOHHYI0 BHM3UTHYIO KapTOYKy, COJEpXKallyl BCE
BBILICTICPEYUCIICHHBIE DJIEMEHTHI.



7. BoibepuTe MOANMNCH, HCIOAB3YEMYIO II0 YMOIYaHHIO M3 crucka HoBele coobOmienus. Ilpu
KETaHUU BBl MOJKETE BHIOPATH JPYTYIO MOIIKCH B CIIMCKE OTBET M MepeChliKa. 3arJISTHUTE B HACTPOMKHU
OCTaJIbHBIX Nanok M Haxxmute OK.

8. BroiOpare B wMeHto Hauramuu Ilouyrta. B 3Toi rpymnme pacronoKeHbl Manku
Bxonamue, Ucxonsmue, YepnoBuku, OTnpaBieHHbIC.

9. Cosznarb HOByI mnanky Jluunele B manke Bxonsiiuve, BbI3BaB Ha JAaHHOW IMamke
KOHTEKCTHOE MEHIO.

10. Cozparp nanky Jlnunsie B nanke KoHTakThI.

11. BeiGepure B maHenw HaBHTaUuu SIPIBIKMA, TIE MOXKHO COXPAaHUTh CCHUIKH Ha
MANKH, KOTOPBIE 9acTO UCIOIB3YIOTCS B paboTe. M3HadanbHO B 3TOW Mamnke HAXOAMTCS TOJBKO
apibIk K crpanune Outlook ceromnsi.

12. Jlob6aBbTe B SIpiIbIKM HOBYIO CCBUIKY Ha MNanky JIn4Hble, JUIsi 3TOrO BBI3OBUTE
KOHTEKCTHOE MEHIO Ha mamnke Spnbiku U BeiOepuTe Co3/1aTh SIPABIK U B OTKPBIBIIEMCS OKHE
BbIOEPUTE HY)KHYIO IAIKY.

13. YtoOsI co3aaTh B manke SIpiblku TPyMITy SPIBIKOB (HAIPUMEp IS MAMOK C JIMIHOU
noutoif) BeiOepute Co3garb HOBYK TIpynmy U 3amMeHuTe Ha3BaHue HoBasg rpynma Ha
HY’KHOE, Harpumep JInuHas nepenucka.

14. Uzyuute conepxkumoe crpanuibl Outlook ceroanst (unu Moit ¢aiin Outlook). Ona
COJICPKUT CBOAHYIO MH(OPMAIIHIO O MPEACTOSAINX JIeIax: BCTpeuax, 3a/1ayax, a TAakKe O HaTu4nuu
MOYTHl B OCHOBHBIX TMOYTOBBIX mankax. Kaxxmas 3amuch B Manke BBIOJIHEHA B BHIE
TUIEPCCHUTKH, MIETYOK Ha KOTOPOU OTKPBIBAET COOTBETCTBYIONIUI 00BeKT. [Ipu mepBom 3amycke
MIporpamMMBbl 3Ta CTPAHUIIA, KaK U IPyryue Manku NporpaMMbl, IyCTa.

2. Opraamszyem jaokyMmeHtoodopor ¢upmbl <«IIMOC», I 3TOr0  M3y4uM
OPraHu3alOHHYI0 CTPYKTYPY npeanpusaTHs " chopmympyem npaBuJIa
AOKYMEHTO0000poTA.

Opranu3allioHHasi CTPYKTYpa NPeINpHUSITH 110 TOApa3AeICHUSIM

PykoBoacrso: IOpuanyeckuii oTaen: IIpou3BoACTBEHHBIN OTAECT:
Hupexrop — Banos U.U. Opucr — Auuesckuii J.1. Havansuuk otaena - Kyaunos P.O.
TTomomuuk —SuHoB B.H. Havanpuuk nexa — SInos B.H.
Texnomnor - Kysnenos B.1O.

3am.upextopa — [leTpoB ILE.

3aJI0KuUM CIIeIyIOIIKe TTpaBuia JOKYMEHTO000poTa:
1. TIpousBoactBeHHBbIH, FOpuauueckuii 0T1e1bI UMEIOT COOCTBEHHBIE KapTOTEeKH. Takxke
UMEETCs KapTOTeKa MPeAnpUsTHUS.
2. Co3gaHo Tpu KaOuHeTa:
e Kabuner mnpennpustus npu Kaproreke mnpeanpusitus. Brnagenpnamu kaOuHeTa
ABIISIOTCS JOJKHOCTHBIE JIMIIA.
e KaoOuner [IpousBoacteenHoro otaena npu Kaproreke [IpousBoacTBeHHOro 0T/1€74;
e Kabuner FOpunngeckoro otaena npu Kaproreke FOpuanueckoro oraena;
3. Bnanenbuamu AByX MOC/IEIHUX KAOMHETOB SIBJIAIOTCS HAYaIbHUKH COOTBETCTBYIOIINX
OTJIEJIOB.
4. Bce TOKyMEHTHI, NOAJIEKALIUE PETUCTPALIMHN, IEIATCS HA IBE IpyIIbl: Bxoasmue n
Ucxonsmue. B cBoro ouepens JOKYMEHTHI ITpynibl Bxosiye nenstcst Ha JBe NOArPYIIbL.
e (CuyxebOHas nepenucka
[lepenucka c rpaxkaanamu
JoxymenTsl rpynns! Mcxonsmuye nenarcs Ha 4eThlpe MOArPYIIIbI.
WNHunuaTuBHBIE JOKYMEHTHI
Ucxopsue ciayxeOHbIE
[Ipukasbl, pacopsKeHUs
Hcxonsamue rpaxkaanckue

....SJI.



6. Bce moarpynmel JOKyMEHTOB — HOMEPOOOpPA3yIOIIUe, TO €CTh HyMepalus HOBBIX
JIOKYMEHTOB OCYILECTBIISIETCS BHYTPH KaXI0M noAarpynmsl. [IpuHATHI ciexyromue npasBuia
MIPUCBOCHUS JOKYMEHTY PETHCTPALMOHHOTO HOMEpA: PETUCTPALMOHHBIA HOMEP COCTOUT M3
OYKBEHHOT'O HHJEKCAa U MOPSAIKOBOTO HOMEpa, pasfesieHHbIX neducoM. BykBeHHBIN HHAECKC
OTpaXKaeT MPUHAMICKHOCTh JOKYMEHTa K OJHOM M3 BO3MOXHBIX Iiectu noarpymnmn ([Ipukassi,
pacrnopspkeHus lNp-7)

[Tyctb, Bbl 3aHMMaeTe 1OMHKHOCTD 3aM. JUPEKTOPA.

1. Coznaiite B manke [louta HE0OX0AMMBIE TAIIKH TAIIKH, PEJCTABICHHBIC B ITYHKTE 4.

2. Co3zpaiite B nanke KonTakTel manku Onoc 1 baHk.

3. Cozpgaiite 10 KOHTAKTOB B MaIke JIOC, 3 KOHTaKTa B manke bank m 3 xKoHTakTa B
nanke JInuHbIe.

J1J1s1 5TOr0 OTKPOUTE HYXKHYIO MAIKy U HIEJIKHUTE M0 KHONKe CO3/1aTh KOHTAKT HA MaHeT!
WHCTPYMEHTOB BKJIaAKU [ aBHas. OTKpOETCs] OKHO KOHTAKTA.

4. BeauTe cBeleHHMS O KOHTaKTe B IpeiJiaraeMbie mojisi Ha BiIaake Oomme. Oxoiio
HEKOTOPBIX TIOJIEH pACIIOJIOKEHBI KHOIKH, KOTOPbIE MO3BOJIAIOT BBECTH Oosiee MOAPOOHYIO
uHpopmanuro. Hanmpumep, menkauTe 1mo kHonke [To1HOE UMs 1 3aITOJTHATE TI0JIS B OTKPBIBIIEMCS
okHe. DoTorpaduro KOHTAKTa MOKHO 3arpy3UTh € MOMOIII0 KHONKU JloGaBnenue poTtorpadum.

5. [Tlepeiinure Ha Bkiaaky [lomppoOHocTH. 3amMONHUTE JONMOJHUTENBHBIE CBEICHUS O
KOHTakTe. Eciau kakue-To cBelleHUs BaM HEU3BECTHBI MIU HE HYXHBI, MOKHO OCTABJIATH MOJIS
HE3alOJIHEHHBIMU.

6. Ilocne co3manust KOHTaKTa Ha BKIaake JlelicTBUA B AanpHElIIeM OyAyT OTpaKkaThCs
BCE JICHCTBHUSI, CBI3aHHBIC C HUM: TeJe(OHHBIC 3BOHKH, OTChIJIKA COOOIICHUH U JIp.

7. Cpenenus B nanke KoHTakThl MOTYT OBITH MPEICTABICHBI IO PA3HOMY, C MIOMOIIBIO
BKIaaku ['nmaBHas m rpynnsl Texymee [IpencraBinenue paccMOTpUTE BCE BAPUAHTHI.

8. Ypamurte onuH 110001 KOHTAKT U 3aT€M BOCCTAHOBHUTE €0 U3 MAKH Y JaJICHHEIC.

9. Dkcmoprupyiite naHHble B ¢aiin ¢ pacmupenuem .pst BbeiOpaB @aiin/OTKpHITE H
skcniopTupoBath/UIMmopt(skcnopT)/Dkcnopt B daiin/dDaitn qaHHbIX, 9TOOBI TOTOM HCIIOIH30BaTh
€ro JiyIsl BOCCTAaHOBJICHHS JTAaHHBIX U3 «JInuHbIX mamok» nporpammel Microsoft Office Outlook nHa
T000M APYrOM KOMITHIOTEPE.

10. VYnanute Bce KOHTaKThl U BOCCTAHOBUTE MX U3 (haiiia TaHHBIX.

3. Ilpwm orchbuiIKe MUceM NPUXOAUTCH BPYYHYIO HAMUCHIBATH HA KOHBEPTAax ajpeca
noJjy4aresjei, a Takxke oOpatHbiii agpec. B Microsoft Outlook 3Ty palGory MokHO
BBINIOJIHUTh ABTOMATHYECKHU, NOJYYUB cBedeHuss u3 nanku Kourakrtbl. Jas 3toro
ucnoJb3yercs pe:xxum Cimsinue ¢ nporpaMmHoii cpenoit Microsoft Word.

Hayuurece  HammuceiBaTh  aapeca  Ha
TIOYTOBBIX KOHBEPTAX, HCIIOJB3YS CIUSHUC C MANKON e
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KouTakTebl. Konseprs) | Haknsicn |
1. Coznaiite HOBBIN AOoKyMeHT Word. e Bu e —496———4‘
2. BriGepure Bkiaaxy Paccbuiku ¥ KHOIKY _oes |
Konseptsl. OTKpoeTcst OkHO KOHBEPTHI M HAKJIEHKH. - e |
3. Ha  Bxmanke KoHBepTHI pacrionokeHbl Z;ﬁ:pyj o E——
TIOJIST JUTS BCTABKH aJipeca IMOJIyqaressl B 0OpaTHOTO Bomapyee | [ —— ”m
anpeca. Han kaxmpIM 1oyieM pacriono)keHa KHOTIKa bl —— . =|| 2]
BceraButs aapec. T A —

4. lenkHute Ha KHOMKe BcTaBuTh
aJipec HaJl TIOJIeM aJipeca IMOoJydaress U BEIOepUTE B
OTKPBIBILIEMCS] OKHE aJIpPECHOM KHUTHU aJipecara.



5. Illenxkaute H©Ha kHomKe BcraBuTh aapec Ham TmosieM  oOpatHoro azapeca. B
OTKpBIBIIEMCS OKHE BblOepuTe (aMHIMIO JUPEKTOpa WIM JPYroro COTPYJHHKA BaIlIero
HPEANPUATHS, OT YbeT0 UMEHHU NochlIaeTcs mucbMo. OTiimounte iaxkox He neuatats.

6. 3amaiite pa3smep KOHBEpTa, IIENKHYB Ha KHomke Ilapamerpsl m BbIOpaB B
OTKpBIBLIEMCSI OKHE HY’KHOE 3HauU€HUE B cucke Pazmep KoHBepTa.

7. Jna mpocMoTpa HAANKCH HA KOHBEPTE WICTKHUTE Ha KHOMNKe /[00aBUTH B OKHE
KOHBEpTHI ¥ HAKIIEHKH.

8. 3arpysure mporpammy Outlook um B manky Konrtaktel no0aBbTe PykoBomuteneit
0aHKOB «BOCTOK» U «AnTait», a Tak k€ B HOBYIO nanky COTpyIHUYECTBO PYKOBOJAUTENS (GUpMBI
«Kanunay.

9. Cozpmarp B Word mabmnon ¢upmenHoro OnaHka NUCbMa Bamied (UPMBI JUIS
UCIIOJIb30BaHUs B CJIEAYIOIIEH CUTYallUU:

Bam craso um3BectHo, uTo OaHku «BocTok» M «Aunraity, a Takxke ¢upma «KammHay
HY>KJAIOTCS B IPUHIMIMAIBLHO HOBO ONEpaliMOHHON CHCTEME C JOCTATOYHO BHICOKUM YPOBHEM
0€30MacHOCTH U PACCYUTAHHON Ha paboOTy B CETH.

10. Heo6xoaumo cocTaBUTh TUChMa PYKOBOJUTEISAM C MpeuiokeHneM o pazpadotke OC
Ha OCHOBE CO3/IJaHHOTO BaMH I1abjoHa (UPMEHHOTO OJIaHKa MUChMa M UCIIOJIb3Ys TEXHOJIOTHIO
CIIUSAHMS C KOHTaKTamMu mporpammbl Outlook.

11. Jlns ornpaBku nucem u3 nporpammsl Word Ha BKiIasike Pacchiiku BIOEpUTE KOMaHIY
Haiiti u 06bequauTh/OTIIPaBUTH 3JEKTPOHHBIE COOOIICHHUSI, B TOSIBUBIIEMCS OKHE yKa3aTh TEMY
coobmienus, popmar — HTML u Haxkate OK.

12. Otkpoiite nporpammy Outlook u npocmorpure nanky Mcxopsiue.

4. IloutoBble O1aHKHU

IMIporpamma  Outlook  mo3BonsieT  pa3HOOOpPa3sHTh  COOOIIEHHUS,  IPEIOCTABIISS
HOJArOTOBJIEHHbIE MOYTOBbIe OnaHku. s mpocMoTpa cHMcKa HpeylaraeMblx OJNaHKOB M UX
UCTIONb30BaHus B cooOmennn Ha Bxmanke [nmaBHas BweiOepuTe KoMaHny Cosznmath
snemeHT/CooOuienne B gopmare/[lpyrue O6manku. Ha skpaHe OTKpoeTcsl TuajloroBoe OKHO, B
KOTOpPOM IoA0epHTe ycTpauBaroluil Bac Oj1aHK M HakMuTe KHONKy OK.

Bb1 MosxeTe co3aaTh coOOCTBeHHBIE OnaHKu. /[ sToro:

Ortxkpoiite auanoroBoe okHO [lapameTpsl, BbIOpaB B MeHI0 Daiin
Bri6epute nynkr Ilouta u kHonky HlpudTs! u O1anku
YcTaHoBUTE HEOOXOIUMBIE TAPaAMETPBHI.

Cospaiite pupmenHbiii 6mank 1is [ucema.

S. Ilpwu padote ¢ 3J1IeKTPOHHOM MOYTOI NMOPO¥ BO3HUKAET NMOTPEOHOCTH OTHPABJIATH
OJHOTHIIHBbIC COOOIIECHHs], COJEeP/KAHNEe KOTOPLIX He M3MEHSAEeTCS COBCeM MJIM M3MEHSIeTCs
He3HauuTeabHO. i1 ynpomenusi noao6HbIx 3aaa4 B MS Outlook yno0Ho ucnosnb3oBarh
ma0JI0HbI MUceM. Bbl MoxkeTe €O31aTh M COXPAHUTHL COOOLIEHUE B BUe 1IA0JI0HA, a 3aTeM
MHOTOKPATHO €ro MCNoJib30BaTh. B mad/jioHe coo01eHNs] MOKHO COXPAHUTH BJIOKEHHbBIE
(aiiibl, a Tak:ke ¢aiiy WA0J0HA MOKHO NepeAaTh APYTHM COTPYAHHKAM WM BbLIOKHTH B
0o01IMid JOCTYI HA cepBepe.

JUist co3/1aHust HOBOT'O IIa0JI0HA OTKPONHTE HOBOE MMCHMO M BBEIUTE HYKHOE CO/IEPIKUMOE.
[To >xenmaHuiO MOXKHO 3aMOJHUTH NoJie «Tema» U MpUKPEeNnuTh K MuckMy (aiinel. Jlanee B okHe
coobuienus Haxmute Daitn/CoxpaHuTh Kak , ykaxure ums Qaiina u tun gaitna — [labion
Outlook

YroObl OTIIPaBUTH 3JIEKTPOHHOH COOOIIEHHE HAa OCHOBE IIa0JI0Ha B OCHOBHOM OKHE MS
Outlook na Bknanke ['maBHas BeIOpath Cosnate anement/ pyrue sanementsl/Briopars dopmy. B
NOSIBUBIIEMCS OKHE packpoiite criucok u BbiOepute nyHKT «l1labiaoHbl B (haitnoBoii cucteme» u
ykaxure nyTb C:\Users\CtynenT\AppData\Roaming\Microsoft\[Il1abmonsi\*.oft

BriOepure HyXHbIH 1a0JI0H U HAKMUTE KHONKY «OTKPBITHY.

- e e



Ocranoch TOJIBKO B OTKPBIBIIEMCSI MHCbME YyKa3aTh ajpeca MojydaTelaell WU MOXKHO
OTIIPABJIATH MHUCHMO.
1. Co3znaiite mab6non [Ipukaza o nmpueme Ha paboty B MS Outlook, 03HaKOMUBIIIHCH C
00pasIom.
Peiitunr Nel

1. O3HaKOMHTBCSI C MATEPUATIOM TI0 TIPOrPAMMHBIM TPOYKTAM MO CHCTEMaM 3JIEKTPOHHOTO
JIOKYMEHTO000pOTA.

2. IlpoBecTH CpaBHHUTEIbHBIA aHAIW3 MPOrPAMMHBIX MPOIYKTOB U 3allOJHHUTH HHUXKE
MIPUBEICHHYIO Ta0IHILY:

Haumenosa- [Paspaforunk, Tun Crommocts | Pyusumnona- | Oyusowona- |[Ipessymec- | Henoctarem
HHE Ero caiiT, MpeampHa- NEHELE MhLHBIE TEa
NPOTPAMMHO- | HATHYHE THH, 1718 MOJYIH  [BOSMOEKHOCTH
r'o OPOIYETa | AEMOBEPCHE | KOTOPOTD NPOrPaMME] | IPOrPAMME
NpeIHAHAYE
Hd CHCTEMA

Peilituar Ne2

PazpabGorare Ha pabodyeil cTaHIMM C MOMOIIBIO TEKCTOBOro pemakropa MS WORD
o(OopMIIEHHS PEKBU3UTOB JOKYMEHTOB B 3JIeKTpoHHOM Bujae B cooTBercTBUU ¢ ['OCT P 6.30-
2003 (c ucnoab30BaHUEM IMEPEUYHS] PEKBU3UTOB JOKYMEHTOB, TPEOOBaHUH K MX O(POPMIICHHUIO U
CXEMBbI UX pa3MellleHus Ha YTI0BoM Oanke popmarta A4, mpeAcTaBIeHHBIX B 3JIEKTPOHHOM BUJIE).
[I1abmoH JOKYMEHTOB BBIOMpAETCS CTYACHTOM CaMOCTOSITENIbHO IO COTJIACOBAHUIO C
npernoaaBareneM

PeiiTunr Ne3

JenoBast urpa «Opranuzanus IelOBOM Mepenuckd U OopOopMIIEHHE ITOKYMEHTOB I10
CIENKe» DTanbl MPOBEJACHUS ET0BON UTPHI:

1. Pa3zpabGorath ¢parmMeHT HoOMeHKIaTypsl nen. Ilomb3ysch «llepeuHeM THIOBBIX
YIPaBIEHYECKUX JIOKYMEHTOB, O00pa3yloIIMXCs B JAEATEIbHOCTH OpraHu3allui, ¢ yKa3aHHeM
CPOKOB XpaHEHUs», 3aMI0JIHUTH Tpady «CpoKu XpaHEeHUs TOKYMEHTOBY, IPUBE/IS B 3TOM ke rpade
HoMep cTtaTbu [lepeuHs, Ha OCHOBaHMM KOTOPOM YCTaHOBJIEH CPOK XPaHEHMSL.

2. Pazpabotars HyMepalMoHHbIN JuCT-maxmaTky ais Jena «llepenuckay

3. OOroBOpUTH C COCEIOM MO ayIUTOPHH (KaK C MOTEHIIMAIBHBIM JIEJIOBBIM TAPTHEPOM)
coepKaHue AEJI0BOM CAEIKH.

4. HOI[CJ'II/ITI) C JCJIOBBIM ITaPTHEPOM 0053aHHOCTHU IMoCTaBUIMKaA M ITOKYIIATCIIA TOBAapa.

S. Kaxnoil cTopoHe chenku pa3paborarb (DUPMEHHBIH OJIaHK M COOTBETCTBYIOIIEE
JIEJIIOBOE MHUCHMO B JIBYX 3K3E€MIUISIpax (OpUTHHAN U OTIIYCK): MPEAJIOKEHUE COBEPUINTD CHENKY U
COIIACHE Ha COCTaBJIEHHE KOMMEPUECKOIO JOr0OBOPA.

6. OCyIecTBUTh PETUCTPAIMIO HMCXOISIIETO JEJTOBOTO THChMa, C HCIOJIb30BAHHEM
JKypHaJIla pPETUCTpallid, OCTaBUTh y ceOsl OTHyCK, cJelaB OTMETKYy O HalpaBlICHUHd B
cooTBeTcTBYIOLIEE [lero.

7. . HCpCI[ElTL OpUruHaJl UCXOAAICTO MMCbMa ACJIIOBOMY IIAPTHEPY.

8. OcymiecTBUTh PErucTpannio NIuchmMa JeJI0BOro MapTHepa Kak BXOJAIIET0, 3alncaTh B
KypHan perucrpanuu BXOASIIUX MUCEM, HAIOKUTH PE3OJIIOLMIO, 3aIIOJHUTh PETHCTPALlMIOHHO-
KoHTposbHYIO KapTouky (PKK), oTmMeTuTh mocraHOBKY AOKYMEHTa Ha KOHTPOJb, OTMETUTH 3a
UCTIOJHUTENS (PaKT MCIIOTHEHUS JOKYMEHTA, HallPaBUTh €ro B COOTBETCTRYoMIEee Jerno.

9. PaspaboraTh crienuaibHOE KOMMEPUYECKOE COTJIAIICHHE TI0 CICITKE.



TecTbI:

B pamkax OambHO-pEHTHMHTOBBIX MEPONPUATUNH  CTYACHT TPWKIBl  MPOXOIUT
TCCTUPOBAHHU. B 3aBucmMoctu ot MMPpONLCHTA MPABUJIBHBIX OTBCTOB BBICTABIIACTCA OT 0 0 6
6ayutoB. OOpa3Ikl TECTOBBIX 3aaHH, PUBEICHBI HUXKE.

1. AyreHTudukKanus — 310

mpeaoCTaBJICHUC JOCTYIIA K OIIPCACIICHHBIM JaHHBIM WUJIW OIICpalusaM, IIpHu yCIIOBHUHU, YTO
H0JIb30BaTENb TOT, 332 KOI'O OH ce0sl BbIIAeT

+C1I0COGHOCTS MOATBEPINTS HIHOCTH MOTB30BATEIIS

MEXaHU3M pa3rpaHUuEHUs JOCTYIa K JaHHBIM U (PYHKIUSAM CUCTEMBbI

MIOWCK U MCCIIEJOBAHNE MaTEMATHYECKUX METOJIOB MPeoOpa3oBaHus HH(POpMALIUU

2. B o0beme 10KyMeHT0000pOTA cjieyeT YYUTHIBATh

BCC BXOOAINHUEC M HCXOOAIIUC IOOKYMCHTHI 3a OHpGI[GJICHHLIﬁ nepuoa BPEMCHHU BCC
BHYTPEHHUE JIOKYMEHTHI M BCE KOIUU 3 OIPEEICHHbII IepHO/ BPEMEHU:
BCC BXOOAIIUE U UCXOAAITNE JOKYMCHTHI 3a OI1 CI[GJIGHHBII\/'I nepuoa BpEMCHU

3. T'naBHOe MpaBWJIO OPraHU3ALUM JOKYMEHT0000pPOTa — 3TO ...
CTCPCOTUITHBIC MapIPYThl ABUKCHHUA CBOMCTBEHHEIC BXOIOAIOIUM JOKYMCHTAaM C
HAauMEHBIIMMHU 3aTpaTaMu BPEMEHU

CTaOMITLHBIN MapIIPYT JABMKCHHUS, KOTOPBIA 3aBUCHUT OT COCTAaBa U COJICPIKAHUS
JOKYMEHTOB ¥ OT MPUHATON B OpraHU3allMi TEXHOJIOTUU PA0OT C JOKYMEHTaMH
4. I'pynnbl 10CTYIA HEOOXOAUMBI ...

JUI IPEJOCTaBIICHH IIPaB KOHTPOJIEpa COTPYAHUKAM O00s3aHHBIM CIIEANUTH 3a JIeHCTBUAMU
II0JI30BATEJIEN CUCTEMBI

B Cllyyae OTCYTCTBHS COTPYAHHMKA OTBETCTBEHHOTI'O 3a paboTy HaJl TOKYMEHTOM U
HEO0OXOUMOCTBIO €€ IPOAOKEHNE B €r0 OTCYTCTBHE

S. JlesermpoBaHue NpaB JOCTYNAa HEOOXOAMMO ...

JUTSL IPEZIOCTABIICHHS TTPaB KOHTPOJIEPA COTPYAHUKAM O00S3aHHBIM CIICANUTH 32 IEHCTBHAMU
II0JIb30BATENEH CUCTEMBI

JUISL OpraHU3alluu JOCTYIa K JOKYMEHTaM JJIsl OTJEJIOB OpraHU3aliK, KOJUIEKTHBA
COTPYAHUKOB, pabOTAIOMUX Ha/l OTJAEIBHBIM IIPOEKTOM

6. JIoKyMeHT0000poT — 3TO ...
MPOIeCcC MOANMNCAHUS U TIepejaun JOKYMEHTa B OpTaHU3aIuu
JIBI)KEHUE TOKYMEHTOB B OPTaHU3AIMU OT PYKOBOAMTEINS K UCTIOTHUATEISIM

TE€XHOJOTHYECKHH MPOLIECC ApXUBHOTO XPaHEHUs JOKYMEHTOB

7. .. JOKYMEHTOIIOTOK COCTOMT M3 [OKYMEHTOB, C031aBaeMbIX B [JaHHOH
OPraHu3alyy U OTIPABJIsAEMBIX 32 ee Ipe/eJibl

Bnayrtpenunnii

Bxonsmmit

OﬁraHI/BauI/IOHHHI‘/’I

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



BXOJISIIINE U YXOISAIINE
IWaroHaiabLHbIE

napasuieJIbHbIe U TIepeceKarouecs
9. Ha 6a3e npoaykra LotusNotes ¢pupmsbi LotusDevelopmentCorporation
pa3padoTaHa cucreMa
«OfficeMedia»
«Effect Office»

«Optima Workflows

10. OO0menpuHATAs METOAUKA NOCYETAa JOKYMEHT0000pOTA NpeAycMaTpuBaeT
BbIpaKeHHe ero 00bemMa Ipo0dbio, B YHCJIUTEIe KOTOPOHl YKAa3bIBAaeTCsl KOJIUYECTBO ...

KOHHﬁ, a B 3HAMCHATCJIC — KOJIMYCCTBO BCCX NJOKYMCHTOB OpraHuU3alun

MOJIJIMHHUKOB, @ B 3HAMEHATEJIE — KOJIMYECTBO BCEX TOKYMEHTOB OpTraHU3aluu

+TIO/UIMHHHKOB, 4 B 3HAMEHATEE — KOIHIECTEO KON

KOIIUH, a B 3HAMEHATEJNE — KOJINYECTBO NOIJIMHHUKOB

11. O0bemM JOKYMEHTO0000pPOTAa BHIPAKAETCA ...

OOIIMM KOJIMYECTBOM JOKYMEHTOB, CO3/IaHHBIX B OpPraHU3alLlUH 3a ONPEAEICHHBIN Nepruos
BpEMEHU

F

OOIIMM KOJIMYECTBOM JOKYMEHTOB, IOCTYNUBLIMX B OPraHU3aLMIO 32 ONpeIeIeHHbIN
NepUoJ BpEMEHU
12. OcHOBHOIi CTPYKTYpPHOIi eiHUIeli (POPMATHPOBAHHOIO JOKYMEHTA NPH

iaCHO3HaBaHI/II/I CYHUTACTCA ...

PEKBH3UT TOKYMEHTA
CJIOBO
IpeIOKEHNE
13. [loaroToBKa 1OKYMEHTAa K CKAHHPOBAHUIO BKJIKOYAET B ce0sl ONepauui ...
MIpeABAPUTENIbHYI0 00pabOTKY N300paKEHUM, HaXO0KICHUE TIOJIEH, TPOBEPKY
pacro3HaHHON HHpOpMAaIHH

CKaHI/IIiOBaHI/Ie, KOHi IiOJ’IB KadyeCTBa U BOBMOXKHOC HOBTOIiHOG CKaHI/IliOBaHI/Ie

14. Tloa 3uaeKkTpoHHON HUGPOBO MOANMUCHI0O MOHUMAETCH ...

CPEIICTBO 3aIIUTHI OT MOJIETIOK WM TOTEPH JTAaHHBIX B PYKOMMHMCHBIX JTOKYMEHTaX
PEKBU3HUT JJICKTPOHHOI'O JOKYMCHTA, Hpe)IHaSHa‘-IeHHBII\/JI JJId OpraHvu3aly HaAJC)KHOT'O
XpaHEHUs U MOUCKA JOKYMEHTa
TpPaaUIMOHHAs PYKONHCHAs TIOANHKCH, COAep)Kamas WHPOpMAIHI0 00 OTIpaBUTENe

co00IIeH s
15. TloayuyeHue n300paxkeHusl JIOKYMEHTA BKJIIOYAET B ce0sl ONepalum ...

OTHMCAaHNUE HACTPONKH CUCTEMBI M HETIOCPECTBEHHYIO MOATOTOBKY JOKYMEHTA

npeBapuTeNbHYyI0 00paboTKy U300paKeHNH, HAXOXKIEHUE MOJIeH, TPOBEPKY
pacrno3HaHHOU nHpOpMaIuu

16. IIpouecc npuBeaeHns 4ero-aud0 K eIMHON cucTeme, popMme, eIMHOO0OPA3HI0 —
37O ...

CTaHI[aiiTI/B alus

KI1accUUKaus



cUcTeMaTu3aIus
17. PazpadoTunkom cuctembl «EBppar J[o0KyMeHTO000POT SIBJISETCH KOMIIAHUA ...

3A0 «31eKTpOoHHBIE OPUCHBIE CUCTEMBbI»

AO «JlanuT»

HTL «MuCcTuTyT pa3sButus MOCKBBI»

18. PazpabdoTuukom cucrembl «/lesio» siBasiercs pupma ...

dupma «Cognitive Technologies»

AO «JlanuT»

+3A0 «IEKTPOHIbIE ODHCHEIE CHCTEMBD

HTII «MucTuTyT pasButus MOCKBBI»

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

CKaHHPOBaHUE, KOHTPOJIb KAYECTBA U BO3MOXHOE MOBTOPHOE CKAaHUPOBAHUE
20. Cucremsl kjacca «docflow» - 310 cHCTEMBI ...

ABTOMATU3AIMH JIETOBBIX MTPOIIECCOB

HNHTCI'PUPOBAHHBIC CUCTCMBbI ABJICHUS TOK CHTOO60p0TOM

KOJIJICKTHBHOM paboThI
21. Cucrembl KJacca groupware— 3T0 CUCTEMBI ...

aBTOMAaTHU3AINHT ﬁiaBHeHHﬂ JOKYMEHT0000pOTOM

aBTOMATHU3AINH JICJIOBBIX MTPOIIECCOB
MHTETPUPOBAHHBIE CUCTEMBI YIIPABJICHUS TOKYMEHTOOOOPOTOM
22. Cucremsl kiaacca «workflow» — 3To cucreMsl ...
CUCTEMBI KOJIJIEKTUBHOM pabOTHI

I/IHTei IiI/IIiOBaHHBIe CHUCTCMBI iiiliaBJ'IeHI/Iﬂ llOKili’leHT0060pOTOM

aBTOMATH3AlMK yIIPABICHHUS TOKYMEHTOO00OPOTOM
23. Cuctema DocsVision cocTouT u3 cjieayommux MoayJiei ...

CnyxeOHas koppecnionaeHuus. Pemenus H pacniopspkenus. [Tucbma rpaxaan
Henonpoussoactso. Pemenus u pacnopsikxenus. [lucema rpaxkian

VYnpasnenue npoueccamu U Ciry)xeOHasi KOppPECTIOHICHIHS

24 ... — 3TO TEXHOJIOTMsl ONITHYECKOI0 PACIIO3HABAHUS NEYATHBIX CHMBOJIOB
+OCR (Optical Character Recognition)

ICR (Intelligent Character Recognition)

OMR (Optical Mark Recognition)

25 ... —93TO0 TeXHOJIOTUsl PACIIO3HABAHUS Pa3/leJbHbIX IEYATHBIX CHMBOJIOB,

HAIIUCAHHBIX OT iiKH.

OCR (Optical Character Recognition)

OMR (Optical Mark Recognition)
26. ... —3TO TEXHOJIOTUsl PACIIO3HABAHUSA OTMETOK.
ICR (Intelligent Character Recognition)

OCR (Oﬁtical Character Recoinition)



Tembl 111 pedeparTos

3a MOArOTOBKY M 3alIUTy pedepara CTyIEeHT MOKeT HaOpath 6 OamioB B cemecTp (1o 2
0asuta 3a TpH KOHTPOJIbHBIE PEUTHHTOBBIE TOUkH). [Ipu moaroroBke pedepara cTyIeHT JOKEH
O3HAKOMHTBCSI C OCHOBHOW H JIOTIONHHUTEIBHOM JIMTEpaTypoil, BKIIOYas CIIPABOYHBIC HW3IaHHUS,
3apy0Oe)KHbIE HCTOYHUKH, KOHCIICKT OCHOBHBIX IMOJIOKEHHH, TSPMHHOB, CBEICHUH, TPEOYIOMIMX IS
3allOMUHAHHUS H SIBJSIFOIIMXCS OCHOBONOJIATAIOIIMMH B 3TOoW Teme. HeoOXommMo COCTaBUTH
AQHHOTAIUU K POYUTAHHBIM JINTEPATYPHBIM UCTOYHUKAaM. CTPpYyKTypy pedepara CTyACHT ONpeaeseT
cam. OueHUBaHUE MPOBOAMUTCA C YYETOM KOJMYECTBA 00paOOTaHHBIX JTUTEPATYPHBIX MCTOYHUKOB,
kadecTBa odopmiieHUs pedepara, oTBeTa Ha BONPOCH! 1Mo pedepary. Temy s pedepata CTyACHT
MOJKET MPEJUIOKUTh caM, TU00 BBIOPATh U3 MPEITIOKEHHBIX.

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

2. CucteMsl yrnpaBieHHs OpraHu3alnOHHBIME (Ou3Hec) npoueccamu B PD: cocrosHue
MEPCIEKTUBBI.

3. CucTemMbl MOJENUPOBAHUS OPTraHU3AlIMOHHBIX IIPOLIECCOB: IPUMEPHI IPUMEHEHHUS.

4. Undopmaruzanus opranos IMY POD.

5. aTepHeT nmpeacTaBUTEIbCTBA OPTaHOB (eIepalibHOM BIacTH U cyObeKToB PO

6. CucCTeMbl HHTEIJUIEKTYalIbHOTO aHaN3a JaHHBIX.

7. T'eonndpopmanmonubie cuctemsl. [lepcnektussl B PO.

8. DOddexTuBHbIE OyMaxHBIH JOKYMEHTOOOOPOT: yIpaBleHHE JAOKYMEHTaMH,
KOMITAKTHOE XPAaHEHHE M COYETaHHE C CHUCTEMAaMM 3JIEKTPOHHOIO JOKYMEHTOOOOpOTa IO
texHoiorun « WALLER System-Registratureny.

9. ObecrieyeHne HEKTPOHHOTO JOKYMEHTO000POTa MEXAY OpraHaMH TOCYAapCTBEHHOM
BJIACTH.

10.«Equnoe okHOY» AJ1s1 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 AJIEKTPOHHOIO apxuBa JIOKYMEHTOB u yIpaBlieHHE
HOPMATUBHOCTIPABOYHOU MH(OpMaIMel B CHCTEMAaX JOKYMEHTO000poTa.

14.0ducHble ycTpoiicTBa 1Mo 00paboTke KOH(MHUACHIIMATHLHON WH(OpPMAIIMU: HOBBIC
BO3MOKHOCTH"

15.1IpoGneMbl  peanu3aliiii  TPOEKTOB  BHEAPEHUS  CHUCTEM  DJIEKTPOHHOTO
JTOKYMEHTO000pOTa.

16.ITpoGaeMbl Co31aHUsI CUCTEM 3aIIUIIIEHHOTO JTOKYMEHTO000pOTa.

17.Ponp ayreHTHUKANMK B OpPTraHU3alMU 3alIUTHl  JOKYMEHTOOOOpOTa TMpH
MCIIOJIb30BAHUU OTKPBITHIX CETEH CBS3H.

18.FOpuanueckue npoodaemMbl IEKTPOHHOTO JOKYMEHTO000pOTa.

5.2. OueHo4Hble MaTepUAJIbI ISl IPOMEKYTOYHOM aTTecTalluu

[TpomeskyTouHas aTTecTalus IPOXOAUT B (hopMe 3a4ueTa. 3alaHue Ha 3a4eT COCTOUT 3a/1a4u
U TeopeTHueckoro Bornpoca. Ha 3adyere cryaeHT Mmoxer HaOpaTh MakcumyM 30 GasioB.

Bomnpocs! k 3a4ery

[NonsTHE NTOKYMEHTA, TIOKyMEHTOO00POTa 1 TTOTOKA JIOKYMEHTOB.

Llenu BHEPEHUS 3IEKTPOHHOTO IOKYMEHTO000pOTA.

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

Mecto COJ] B uHPOpMAITMOHHOMN CUCTEME TIPEATIPUSATHS.

Tunmer  C3JI.  Cucrema  A€NONPOM3BOACTBA M CHCTEMa  BJIEKTPOHHOTO
JIOKyMEHTO000poTa.
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7. Knaccudukanuss aBTOMaTU3UPOBAHHBIX CHUCTEM JICTONPOU3BOJICTBA U AJICKTPOHHOTO
JIOKYMEHTO000POTA.

8. Tumbl TEXHOJIOTUH 3JEKTPOHHOIO yIpaBieHus JokyMeHTamu (DY [1).

9. JlokymeHT B MHQOpMALIMOHHOM crcTeMe. THITbI TOKyMEHTOB B MHPOPMALIMOHHOM CCTEME:
OyMaXHBII JJOKYMEHT, 00pa3 IOKYMEHTa, JJIEKTPOHHBIN JJOKYMEHT, CTPYKTYPUPOBaHHBIC JIOKYMEHTEI,
XML — npezacrapieHue.

10. Crnemmduka nokymenrta B C3/1. CroxxHbIe JOKyMEHTBI. JIOKyMEHT B JICIIONPOM3BOJICTBE.

11. Hoxyment B CO/1. Poxnenue. Ctanoienue. [Iyonukaiys. ApXuBUpOBaHHE.

12. Tlognepxka >KU3HEHHOTO IMKJIa B pazauuHbix CO/I. Xpanwuiie arpuOyToB TOKYMEHTOB.
XpaHWIHIIE CaMUX JOKYMEHTOB.

13. Konnenmumn 6e30yMa)KHOM TEXHOJIOTUH YIIPABJICHUSI.

14. TunoBsle komroHeHTh COJ1; XpaHWIHIIE KapTOUYeK (aTpHOYTOB) TOKYMEHTOB; XPaHUIIUIIIC
JOKYMEHTOB; KOMITOHEHTBI, OCYIIECTBIISIONINE OU3HEC-TIOTHKY CUCTEMB.

15. Komnonents! pyakmmonanproctd CO/I. Ypapnenne qoKkyMeHTaMu B XpaHuiuine. [lornck
JIOKYMEHTOB. MapiipyTu3zaiys 1 KOHTPOJIb UCTIONHEeHUs. OTueThl. AIMUHUCTPUPOBAHHUE.

16. Metonbl copTupoBKU JOKyMEHTOB B CO/I.

17. OcHoBuble pyHKIMu CO/1. Tunossie TpedoBanust k CO/I.

18. TlpeumyriiecTBa BHEIPEHHS CUCTEMBI AJIEKTPOHHOTO IOKYMEHTOO00pOTa.

19.  IlpuunHbl aBTOMaTH3aMU. BpIOOp cHCTEMbI aBTOMATU3ALIUH.

20.  ApXHBBI 3JEKTPOHHBIX JOKYMEHTOB

6. MerToanueckne MaTepuajbl, ONpe/essAOIIMe NpouUelypPbl OLEHUBAHHWS 3HAHWIA,
YMEHHUI, HABBIKOB H (MJIH) ONBITA AeATeIbHOCTH
6.1 Pe3yabTaThl 0CBOEHUS1 Y4eOHOM TMCUMILUIMHBI, OJIEKANUe IPOBEPKe

CTAHIAPTOB M TEXHHUYECKHX
YCJI0BHH KayecTBa
npoaykuuu (paéor, ycayr);

KOJUIEKTHBA Juist opranuzanuu CO/L;

IIKC-2.1 ®dopmupyer
CTPYKTYPY CHCTEMBbI
AOKYMEHTO000opoTa
MeHe/I)KMEeHTAa KavecTBa
OpPraHu3auuu U
KOOPAMHHMPYeET pa3padoTKu
JOKYMEHTOB, He00XO0UMbIX
IS ee
GyHKIIMOHMPOBAHMS;

- 3HaTh OCHOBHBIE  TIOHSATUS
AJEKTPOHHOTO  JOKYMEHTOO0OOpOTa,
MEePEYCHh CHUCTEM  JJIEKTPOHHOTO
JTIOKYMEHTO000pOTA;

- YMeTh pazpabaTeiBaTh TOKYMEHTHI
B DJIEKTPOHHOUW (opMe ISl CHCTEMBI
MEHE/DKMEHTA KaueCTBa MPEAPUATHS
-Bnagets HaBbIKamMu pazpaboOTKu U
conpoBokaeHUa qokyMeHTanun CMK
B DJIGKTPOHHOU opMe.

PesyabTaTnl 00yyeHus OcHoBHbBIE OKa3aTeN OueHounble

(KOMIIeTeHIUH) OLICHKM Pe3yJabTaTOB cpeacTBa
KC-2.2 - 3HaTh OCHOBHbIE IPHUHIIUIIBI IIPaKTUYECKOE

Pa3padarbiBaer U | OpraHu3anuu CILYKOBI 3aHATHE,

OpPraHu3yerT MepONPUATHUSA | ACIONPOU3BOJICTBA; TECTUPOBAHUE,

no pesyJbTaTaM | -YMeThb pacnopeleniaTh (QyHKIUU PEUTHHT, 3a4eT

rocyapcTBeHHOI0 HA/I30Pa, | MEXKIY N0/1pa3/ieNIeHUsIMH,

MEKBEIOMCTBEHHOI'0 u | yuactByromumu B CO/I.

Be/IOMCTBEHHOI0 KOHTpoOJsl | -Buagers OpraHU3aTOPCKUMHU

BHEJpPEeHUs] W COOJII0CHUsI | HABBIKAMHU, MO3BOJISIOLMMHI

TeXHUYEeCKHX perjiaMeHTOB, | CKOOPIUHHUPOBATh pabory




6.2 IlIkasa oneHMBaAHMS NJIAHUPYEMBIX PE3yJbTATOB 00yYeHHUs

6.2.1 Texyuuii u pyoe:KHbII KOHTPOJIb
B pamkax Tekymiero u py0exHOT0 KOHTPOJIS MO JUCUUILUIMHE CTYICHT MOKET Ha0paTh /10

70 6amioB
Cemectp IIIkama oreHUBaHUS
0-35 6amioB 36-50 OamoB 51-60 6amioB 61-70 OamoB
3 Yactuuaoe ITonHoe unu | IlomHoe wim | ITomHOoE

MOCEIIeHUE YacTUYHOE YaCcTUYHOE IOCeIIeHuEe
ayJIUTOPHBIX IMOCCIICHHE IMOCEIICHHE ayJIUTOPHBIX
3aHATHH. ayJAUTOPHBIX ayIUTOPHBIX 3aHSATHH.
HeynosnerBopuren | 3aHATHIA. 3aHATHIA. [Tonmuoe
pHOE BBINOJHEHHE | YacTHdHOE ITomHoe BBIIIOJTHCHHE n
MPAKTUYECKUX BBIIIOJIHCHHE U | BBIIOJIHCHHE U | 3aIura
pabor. IInoxas | 3ammra 3aImTa MPaAKTUYECKUX
IIOJITOTOBKA K | IPaKTHYECKUX MPaKTUYECKHUX 3aHATHH.
OaJITbHO- pador. pador. BrimonHenue
PEUTHHTOBBIM Bremoanenue Bremomanenue KOHTPOJIBHBIX
MEPOIPHUATHSIM. KOHTPOJIbHBIX KOHTPOJIbHBIX paboT, TECTOBBIX
Crynent He | padoT, TECTOBBIX | pabOT, TECTOBBIX | 3a/JIaHHI HA OLICHKU
JOMYCKaeTCst K | 3aJJaHUM Ha OLICHKHU | 3aJIaHui Ha | KOTJIMYHOY.
MIPOMEXKYTOUHON «YIOBJICTBOPUTEND | OLEHKH
aTTecTalyu HOY. «XOPOIIIO.

6.2.2 TIpomexxyTOUHASI ATTECTAIUA
OrneHka pe3ynbTaTOB OCBOEHUS YUeOHOW TUCIHUIUIMHBI B 3 ceMecTpe MPOBOAMTCS IO
CIEeAyIOUIeH IIKaJe, MPUMEHIEMOM Ha 3a4eTe:

CemMmect
p

[Ixana orteHnBanus

He 3aureno
(36-60 6anoB)

3aureHo

(61-100 6anyoB)

CryneHT nmeer
36-60  Gamos
o UTOram
TEKYIIEeTO "
pyOexXHOTO
KOHTPOJIS,
3a4ére HE
OTBETHII Ha
TEOPETUYECKUI
BOIIPOC © HE

Ha

pelni 3aaauy.

Crynent umeet 36-45 OanioB 10 UTOraM TEKYILET0 U pyOexKHOTro
KOHTpPOJISl, Ha 3adyeTre Jajl MOJHBIM (4acTUYHBIA) OTBET Ha
TEOPETUYECKUI BONPOC M YACTUYHO (TIOJIHOCTBHIO) BBIMOJIHUI
MIPaKTUYECKOE 3aJJaHHeE.

Crynent umeet 46-60 0anioB 1o UTOraM TEKYILETro U pyOexHOro
KOHTpOJIs, HA 3a4eTe Jall MOJHBIA OTBET Ha OAWH BOMNPOC WIH
BBITIOJIHWII ITPAKTHYECKOE 3aJaHHE.
Cryaenty, umeroriemy 61-70 6anioB mo uTOoraM TEKYIIEro H
pPYOEKHOTO KOHTPOJIS,, BBICTABIIAETCS OTMETKA «3ayTeHO» 0e3
cAa4u 3a4€ra.

7 YueOHO-MeTOANYECKOE 0O0ecneuyeHue TUCIUIINHbI

7.1 OcHoBHas JuTEparypa

1. CrenanoBa E.H. Cucrema 51eKTpOHHOTO JOKYMEHTOOOOpOTa (00JaduHOe peIIeHHE)
[DnexTponHEbIH pecypc]: yaeoHoe mocobue/ CrenanoBa E.H.— DnekTpoH. TeKCTOBBIC TaHHBIC. —




Caparos: A Ilm D3Dp Memua, 2018.— 182 c¢—  Pexum  gocryna:
http://www.iprbookshop.ru/73341.html.— 3BC «IPRbooks»

2.  KoudunennumanbHOe  IEIONMPOU3BOJICTBO W 3AIIUIICHHBIA  JJIEKTPOHHBIN
JIOKYMEHTOO000pOT [DnekTpoHHbI pecypc]|: yueOnuxk/ H.H. Kynser [u ap.].— Dnektpow.

TekcToBble  ganHbie.—  M.:  Jloroc, 2016.— 500 c.—  Pexum  gocryma:
http://www.iprbookshop.ru/66416.html.— 3BC «IPRbooks»

3. KoHduaceHmanpsHoe  JICJIOMPOU3BOJCTBO W 3AIMIIECHHBIA  3JICKTPOHHBII
JIOKYMEHTOO000pOT [DnekTpoHHbIi pecypc]|: yueOnuxk/ H.H. Kynser [u ap.].— Dnektpos.
TekcToBble  ganHbie.—  M.:  Jloroc, 2013.— 452 c.—  Pexum  gocrymna:

http://www.iprbookshop.ru/9083.html.— DbC «IPRbooks»
7.2. JlomoaHUTeJbHAs JUTEpPaTypa

1. bacakoB M.U. JIokyMeHTBHI B JOKYMEHTOOOOPOT KoMMepUecKoi opranu3aiuu /M.U.
Bbacakos ; U3x.- @ennkc, 2009. - 416 c.

2. YepnoB B.H. Cucremspl 37€KTpOHHOTO JOKyMEeHTOoOOOpoTa: yuyeb. mocobue /B.H.
UYepHnos,- M.: PAI'C, 2011. - 83 c.

7.3 UnTepHeT pecypchl

http://www.iprbookshop.ru . - anexTponHsbIii Oubanoreunslii pecype «Kuuradonm»

http://www.docflow.ru - pecypc 0 cucTreMax 3JIEKTPOHHOIO JOKyMEHTOO0OpoTa H
pa3IMYHBIX HOBOBBEJIEHUS B 1aHHOM 00J1aCTH.

http://v8. lc.ru/doc8/ Odunmansuslii caiit pupmsl 1C, TOCBIIIEHHBIH TPOTrPAMMHOMY
nponykty 1C: JlIokyMeHTO060pOT>

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

1. http://www.diss.arslru - —  3BJ  PI'B -  DnekTpoHHblE  BEpCHU  IMOJIHBIX
TEKCTOB AuccepTanuil u aBTopedeparos u3 Gponaa Poccuiickoii rocyjapcTBeHHON OMOINOTEKH

2. http://www.scopus.com — Sciverse Scopus wuznarensctBa «nb3eBUp. Hayka u
TexHoJorum». PedeparnBHas n aHanuTHyeckas 06a3a JaHHBIX

3. http://elibrary.ru — OnexTpoHHasi OMOIMOTEKa HAYYHBIX IyOIUKAIIHUA.

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

5. https://www.gost.ru/portal/gost//home/standarts - @eaepaibHOE€ AareHTCTBO IO
TEXHUYECKOMY PETyJIHpPOBAHUIO U METPOJIOTUU

6. http://www.consultant.ru/ - cipaBo4yHo-1ipaBoBas cucrema KoncynpranT [lntoc

7.5 IlporpamMmmHoOe o0ecnieyeHre COBpeMeHHbIX HHPOPMALIMOHHO-
KOMMYHHMKAIIMOHHBIX TeXHOJIOTH i

— [TporpamMmHas cuctema st 0OHapYXEHHsI TEKCTOBBIX 3aUMCTBOBAHHM B y4eOHBIX
W Hay4dHBIX paborax «AHTHIUTaruar. By3 4.0», Moaynb monucka TeKCTOBBIX 3aMMCTBOBAHUMN
“O0bennnenHas Komekus 2020

— Cucrema ontudeckoro pacmno3HaBanusa Tekcta SETERE OCR mna P3O/ OC
Cucrema ontrueckoro pacno3zHaBanus Tekcra SETERE OCR nns POJI OC

— Penaxrop uzobpaxenuii AliveColors Business

— Kaspersky Endpoint Security st 6uzneca — Crangaptasliii Russian Edition

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


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

— IIporpaMMHBI TaKeT BHYTPHOPTaHW3alMOHHOTO HWHTpaHer-moptana DeskWork
Enterprise

— [Iporpamma apxuBarop 7zip,

— Web Browser — Firefox.

8 MartepunajibHO-TEXHUYECKOE o0ecnevyeHre JUCHMIIIMHBI

3aHATHS TIO NUCIUIUIMHE MPOBOJSATCS B CHEIHAIBHBIX MOMEIICHUSX (aAyIUTOPHSIX) IS
NPOBEJCHUS  3aHITHHA  JIGKIIMOHHOTO  THUMA, NPAKTHYECKUX 3aHITHHA, TPYNIOBBIX U
WHIVBUAYAIbHBIX KOHCYJNbTAllUd, TEKYIIEr0 KOHTPOJSI M IMPOMEKYTOYHOW aTTECTAIUU.
AYIUTOPUH YKOMILJICKTOBAHBI CICIHAIU3UPOBAHHON MEOeIbl0 M TEXHHUYCCKHMH CpPEICTBA
00y4YeHHs, CITY)KAITUMHU JIJIs TIPECTABICHUS HH(GOPMAIIUU OOJIBIION ayIUTOPHH.

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

[TpakTHyeckre 3aHATHS IPOBOAATCS B KOMIBIOTEPHOM Kjlacce C COBPEMEHHBIM
KOMITBIOTEPHBIM ~ 00OpY/ZIOBAaHHEM, HCIIOJIB3YIOIIMM B Mpolecce OOydYeHUs CTYICHTOB
IIPOrpaMMHOE 00ecIIeYeHHE, MPOITMCAHHOE B II. 7.5.

Jiss  caMOCTOSATENBbHON paboOThl OOYYAIONIMXCS WMEIOTCS IOMEIIEHHs, OCHAICHHBIC
KOMITBIOTEPHON TEXHUKOW ¢ BO3MOXKHOCTBIO MOAKIIOUEHHUs K ceTh "MHTepHeT" 1 oOecreyeHreM
JIOCTYTIA B 3JICKTPOHHYIO HH()OPMAIIMOHHO-00Pa30BaTEeIbHYIO CPEy OPraHU3aIUH.

9 OcoGeHHOCTH peaju3alMu JUCHUIIIMHBI 1JIsi HHBAJIUI0B M JIHI[ C OTPAHHYEHHBIMHU
BO3MOKHOCTSIMH 3/10POBbSI

JIst CTYZIEHTOB C OTPAaHUYEHHBIMU BO3MOKHOCTSIMU 3/I0POBbSI CO3JIaHbI CIEIIUATBHBIC
YCIIOBUS 7S TOTy4YeHUs 00pa3oBaHus. B 1esix 10CTyTHOCTH OMy4eHHs BBICIIET0 00pa3oBaHus
Mo 00pa3oBaTEHLHBIM ITPOrpaMMaM MHBAIUIAMH U JIMIIAMHU C OTPAaHUYCHHBIMUA BO3MOXKHOCTSIMU
3/I0pOBbSI YHUBEPCUTETOM 00€CIIeYHBAETCS:

1. AnpTepHaTuBHAs Bepcusi 0QUIINATBLHOTO caiTa B ceTu «IHTepHeT» 1Jis CIIa00BUIAIITNX;

2. J1ns HBATUIOB C HAPYIICHUSIMHU 3peHUS (CIab0BUISAIINE, CIETIBIE)

- NPUCYTCTBHUE ACCUCTEHTA, OKa3bIBAIOLIEro OOydaroleMycss HEOOXOAUMYIO IOMOIIb,
IyOnMpoBaHUE BCIyX CIPABOYHON HMH(OpMAMKU O pacUCaHUU YYEOHBIX 3aHSATHI; HaIUM4due
CPEACTB ISl YCUJIEHHUS OCTAaTOYHOTO 3peHusi, OpalaeBCKOW KOMIIBIOTEPHOW TEXHHUKH,
BUJICOYBEIMUUTENEH, TMPOrpaMM HEBU3YallbHOTO JOCTynma K WH(OpMalUU, MpOrpaMM-
CHHTE3aTOPOB PEUM U APYTUX TEXHUUYECKUX CPEACTB MpUeMa-fiepeaadn yueoOHo nHhopMaIlii B
JOCTYMHBIX (popMax Ui CTYJIEHTOB C HAPYIICHUSIMH 3PEHHUS,

- 3a7IaHUs JUTSI BBITIOJTHEHUS HA DK3aMEHE 3aYUTHIBAIOTCS ACCUCTEHTOM;

- TMHUCHMEHHBIE 3a/IaHUs BBHITIONHSIOTCS Ha Oymare, HaJAUKTOBBIBAIOTCS ACCHUCTEHTY
00ydJaronmMmces;

3.JIn WMHBaNMIOB M JIMI] C OTPAHUYEHHBIMU BO3MOKHOCTSIMHU 3J0POBbSI IO CIYXY
(cmabocnpImamue, TIIyxue):

- Ha 3a4eTe/IK3aMeHe MPUCYTCTBYET ACCUCTEHT, OKA3BIBAIOIINMA CTYACHTY HEOOXOAUMYIO
TEXHUYECKYIO TTIOMOIIb C YY€TOM UHANBUYaTbHBIX 0COOCHHOCTEH (OH TOMOTaET 3aHITh pabouee
MECTO, IePEABUTAThCS, TPOYUTATH U 0(OPMUTH 3a/IaHKE, B TOM YUCIIE 3aMUCHIBASI IO TUKTOBKY);

- 3a4eT/3K3aMeH MPOBOJUTCS B MUCbMEHHOU (popme;

4. Jlng WHBANMAOB M JIMI C OTPAaHUYEHHBIMH BO3MOXHOCTSIMU 3/I0POBbS, UMEIOIINUX
HapyIIeHUs OMOPHO-JIBUTATEIHFHOTO ammapara, CO3/JaHbl MaTepUATbHO-TEXHUYECKHE YCIOBUS
oOecrevynBaroie BO3MOXKHOCTh OECHPENmsITCTBEHHOTO JOCTyNa oOO0yd4aroumxcs B y4ueOHbIE
MOMEIICHHS, OOBEKTY THUTAHUS, TyaJeTHhIE W JIPyrue TMOMEIICHUS YHUBEPCUTETa, a TakKkKe



npeObIBaHMS B YKa3aHHBIX MOMEUICHUAX (HaJIMYUe PAaCIIMPEHHBIX IBEPHBIX POEMOB, IOPYYHEH
U IPYTHX MPUCTTOCOOIECHUT).

- IHUCBbMCHHBIC 3aJaHUWs BBIIIOJHAKOTCA Ha KOMIIBIOTEPEC CO CHCHUAIN3UPOBAHHBIM
POTPaMMHBIM 00ECTICUCHHEM WIIA HAIMKTOBBIBAIOTCS] ACCUCTEHTY;

- 110 JKETIAaHWIO CTYACHTA YK3aMEH MPOBOIUTCS B YCTHOU (hopme.

OOyuaroniuecs: U3 4Kcia JIMI ¢ OTPaHUYEHHBIMU BO3MOXHOCTSIMU 3JI0POBbBsI 00€CIICUCHBI
AIIEKTPOHHBIMU 00pa30BaTENLHBIMU pecypcaMu B (hopMax, aIanTHPOBAHHBIX K OTPAaHHUYCHHSIM HX
3JI0POBBSI.
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