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1. ITaciopT doHIa OLEHOUHBIX CPEACTB

1.1. O6nacTh NpUMEHEHHS

@OHJ OLEHOYHBIX CPEICTB I IIPOBEIEHUS TEKYINEro KOHTPOJII U IIPOMENKYTOUHOU
arrectaiuu obydaromuxcs (naiee — MOHJ OLEHOYHBIX CPENCTB) IpeIHa3HAYEH IS POBEPKU
PE3yIBTATOB OCBOCHHS JHUCIHUILIHHEI «KOMIBIOTEPHBIE TEXHOJOTHH B JEJIOTPOU3BOIACTBENIIO
OCHOBHOHM IIporpaMMe JIONOTHUTEIBHOIO0 Mpo(hecCHOHANIBHOTO 00pa3oBaHUs 1O JOMKHOCTH
cimyxariero 21299 «Jlenonpou3BoguTens».

Jucnunmaa«KoMOpioTepHBIE TEXHOJIOTHH B JIENIONPOM3BOACTBEYH3YIAETCS B TEYECHHE
nepBoit Henenu. Gopma aTTecTaluu: 3a4eT.

@OoHJ OLEHOYHBIX CPEICTB IO3BOJIET OLICHUTH JOCTHKEHHEOOYHAIOIIMMHUCAOOIHNX U
npoeCCHOHABHBIX KOMITETCHITUH :

O6mue xomnerennuu (OK):

- OK 4. OcymecTBiaTs NOWCK, aHATH3 W OIEHKY HHpOpPMaIWu, HEOOXOMUMOM s
IIOCTAaHOBKM M pEUIeHUus NIpodecCHOHANBHBIX 3a7ad, MPOoGECCHOHATBHOIO W JIMYHOCTHOTO
pa3BUTHS;

- OK 5. Hcnonp3oBaTb HH(POPMAMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJOTHH JUIS
COBEpPILIEHCTBOBAHUS MPOPECCHOHATBHOMN JIEATSIIEHOCTH;

- OK 7. CaMOCTOSATENBHO ONpEAeITh 3aJadd IPOGECCHOHATBHOTO U JIMYHOCTHOTO
pa3sBUTHS, 3aHHMATbCA  caM0o00pa3oBaHMEM, OCO3HAHHO  IUIAHUPOBATH  ITOBBIIICHUE
KBaJIM (UKL,

- OK 8. BbITh rOTOBBIM K CMEHE TEXHOJIOTHH B IPOGECCHOHATIFHOMN e TETBHOCTH.

IIpodeccnonanbunie komnerenuun (IIK):

[IK.4 Cnoco0HOCTH HCHONB30BATH IIOTYYCHHBIC 3HAHWS B IIPaKTHUECKOH paboTe:
CHUCTEMaTH3UpOBaTh W  AHAJIM3UPOBaTh  HOPMATUBHBIE  TPeOOBaHUS K  BEICHHIO
JeJIOTIPOU3BO/ICTRA.

B pe3ynabTate  HM3yUeHHs  JUCHUIUIMHBIKKOMIIBIOTEpHBIE  TEXHOJOTHH B
JIJIONTPOU3BO/ICTBENOOYHAIOIIUECS TOJIKHBI:

HUmersr npakTHYecKHii ONBIT B BOIIPOCAX:

- BeieHre 0a3pl JaHHBIX JJOKYMEHTOB OpraHu3alluy;

- BeJleHHe HH()OPMAIIMOHHO-CIIPABOYHOM paboTEL;

- 00paboTKa U OTIpaBKa UCXOASIIUX JOKYMEHTOB.

Ymern:

- paboTaTh CO BCEH COBOKYITHOCTBHIO WH(OPMAIMOHHO-IOKYMEHTALMOHHBIX PECYpPCOB
OpraHu3aIuy;

- IIOJIb30BaThes 0a3aMH TaHHBIX, B TOM YHCIIE YIAJIEHHO;

- TIOJTE30BAThCS CIIPABOYHO-IIPABOBEIMU CUCTEMAMU;

- MOJH30BAThCs AaBTOMATU3UPOBAHHBIMU CHUCTEMaMHM ydeTa, PETUCTpAIlUH, KOHTPOIS U
HHOPMAIIMOHHO-CITPABOYHBIMHE CUCTEMAaMH ITPU paboTe ¢ JOKYMEHTaMH OpraHHU3alllH;

- TPUMEHSATH COBPEMEHHBIC WH(POPMALUOHHO-KOMMYHUKAIIMOHHBIE TEXHOIOTUH IS
paboTHI C TOKYMEHTaMH, B TOM YHCIIE IS €€ ONTUMU3AIUH U TIOBBIIEHUS 3()(HEKTHBHOCTH.
3HATh:

- CHCTEMBI JJIEKTPOHHOTO JIOKYMEHTO000pOTa;

- TpaBHJIA OTIIPABKH UCXOSIINAX JIOKYMEHTOB.

1.2. Iloka3aTeJin OLEHKH pPe3yJIbTATOB 00y4YeHHUs

HaumeHoBanue
Pe3yabTaThl
OLIEHOYHOI0
Coaep:xanue JHCUMIIIHHbBI o0y4yeHus Bun xouTpos
cpeacrBa/popma
(OK, IIK)
KOHTPOJIst
Tema 2. OK4,5,8. Texymmuit [TpoBepxa
Pabora ¢ noxymeHTaMu B BBIITOJTHEHHBIX




TEKCTOBOM IIPOIECCOPE [1K 4. 3aJaHui

Temsr 1. — 2. 0OK4,5,7,8. [IpomexyTOUHBIH 3ayer
I1K 4.

2. 3agaHus JJIsl KOHTPOJISI H OIEHKH pe3y/IbTaToB

2.1. 3aganus AJisi TEKymero KOHTPOJs
Tema 2PaboTa ¢ TOKyMEHTaMH B TEKCTOBOM IIPOIIECCOPE.

IMpaxkTudeckoe 3anaTae Ne 1.TectupoBanue 0 H3yICHHBIM TEMaM.
Iesn:3akperuieHre IpPORIEHHOI0 MaTepraa
TectupoBanue:

1. le1onpou3BoOACTBO - 3TO:

a) JOKYMEHTUPOBaHHE ¥ OpraHu3aius padoTel C JOKYMEHTaMH

0) cucteMa perucTpaliy JOKYMEHTOB

B) JOKYMEHTHI TI0 OJTHOMY BOTIPOCY, MOMAIIUTHIC B TIATIKY

I') cUCTEMA XPaHEHHs TOKyMEHTOB

1) COCTaBJIEHHE JOKYMEHTOB

2. KoMmiexkc OCHOBHBIX IOJIOJKEHMd, OMpeNeJsIOMHUX U perjaMeHTHPYIOMHX

OpraHu3alMI0 JOKYMEHTAUHOHHBIX IIPOHECCOB Ha NpeANpPHUATHH - 3TO s

OP/I::

a) ETCIT

6) 'OCT

B) J1IOY

r) OPJ1

3. HazoBuTe ABa OCHOBHBIX (opMaTa, HA KOTOPBIX O(GOPMIAKTCS JXOKYMEHTBI

a) A2; A3
0) A3; A4
B) Al; A2
r) Ad; AS
4. CKOMLKO CTAHJAPTHBIX MOJIOKECHHH Ta0yJasiTopa HCHOJB3YIOT HPH NMeYaTaHuu

NOKYMEHTOB?

a) 6.

6) 7.

B) 9

r) 10

o) 8

5. Croabko pekpu3uTos yeranosua FOCT P 6.30-2003 nas cucrempr OPIL?
a) 31

0) 28

B) 29

32

m) 30

6. Cnoco6om 3akpenieHnst HHGOPMAIUH HE SIBJISETCH:
a) BCE IIEPEUUCIICHHBIE

6) doto

B) rpaduka

T) HET NIPaBUIIBHOTO OTBETA

J1) BUJIEO3aIUCh

€) PUCYHOK

) TTHCHMO

3) 3ByKO3aIHCh




7. Opranu3auHOHHBIH JOKYMEHT AIUTEIbHOI0 HJIM MOCTOSTHHOTO CPOKA JeCTBH,
B KOTOPOM oOMpe[e]eHbl HayYHO-TeXHHYECKHe, (PHHAHCOBBIE CTOPOHBI AeATeNbHOCTH
JOKHOCTHBIX JIMIL:

a) ycras

0) DOKHOCTHASL HHCTPYKLIS

B) IOMIOKEHUE

I) IITaTHOE paclucaHue

1) CTPYKTYpa H LITaTHasi YUCTEHHOCTb

8. [Ipu popmupoBaHNH NOKYMEHTOB B [ejIa MCIOJIb3YIOTCSH ClIeAyIomue NMPU3HAKH
3aBeIeHNs e

A).aipecHbIi

b).xoppecnoHAeHTCKHH

B).HOMUHATBHEIHA

I').reorpaduyeckuit

J1).XpOHOIIOTHYECKHH

E).aBTOpCckuif

XK)mpeMeTHO-BOIPOCHBIH

9. Jlna opraHM3amuH, ee CTPYKTYpPHOIrO MOApa3/iesieHusl, J0/LKHOCTHOIO JIMIA
YCTaHABJIHMBAIOT cJIeyIoNue BBl 0JIaHKOB JOKYMEHTOB:

A).yriioBoii 6maHk

B).6mank [uist mucem

B).nmpononsubIi O1ank

I').6naHK KOHKPETHOTO BUJIA JOKyMEHTa

J1).BCe nepeyunciIeHHbIe

E).o6muit 6mank

10. B 3aBHCHMOCTH OT PACIOJIOKEHHS PEKBH3UTOB BLIJCIAIT CAEAYIONME BHIBI
0JIaHKOB.

A).OnaHK 1715 THCEM

b).6maHK KOHKPETHOTO BUAA TOKYMEHTa

B).mpononpHbIi OmaHK

I).o6mmmit 6mank

J1).yriioBo#t O6maHK

11.Cnoco6 pacnosio)keHHsi PeKBH3MTOB, KOIJa Kakaasg CTPOKAa pPEKBU3HMTOB
HAYMHAETCS OT JIEBOI I'PAHHULIbI 30HBI PACIIOJIOKEHHS PEKBH3HTOB, HA3bIBAIOT

A).LIeHTPUPOBaHHBIM

B).dnarosem

12.JTonHas KomMs MCXOASIIEro JAOKYMEHTa, OCTaBmiascsa Yy OTHPaBHTEJI,
HA3bIBAETCS

A).xomus

B).nmy6nukar

B).otmyck

I').BbImucKa U3 NpuKasa

J1). 0 ITHHHHUK

13.Bxoasimye JOKYMEHTbI PETHCTPHPYIOTCA B ...ouuee

A).JKypHaJle perHCTpalui BXOIAIHUX JOKYMEHTOB

B).xypHaie peructpaliyuy BHyTPEHHHX JOKYMEHTOB

B).JKypHaJle perucTpaiy HCXOAAIHUX JOKYMEHTOB

I').HOMeHKIIaType Aell

14.ApxuB NpeINPUATHS CO3/IAaeTcs [JIS J0JrOBPEMEHHOr0 XpaHeHUs NOKYMEHTOB.
Bri0epuTe NpaBUJIbHbIE 32Ja49H APXHBA

A).TIpuemM, y4eT, XpaHeHre TOKYMEHTOB, 3aKOHYEHHBIX JIEJIONPOU3BOICTBOM;

B).Bce nepeducieHHsIE.



B).opranuzanoHHO-METOAMYECKAs TIOMOIIb 10 BEJCHHUIO JEI0IPOU3BOICTBA;

I').uadopMaImoHHO-CIIpaBOYHAs pPad0Ta IO apXUBHBIM JOKYMEHTaM NPT PUATHS;

15. M cxoasimumMu Ha3bIBAIOT JOKYMEHTHI

A).monyyaemble OpraHu3auen

b).co3maBaemblie opranuzanuein

B).otpasnseMbie U3 Oprasu3anuu

[').BHYyTpEeHHHUE JOKYMEHTEI

16.11o cTeneny riaacHOCTH BBIACISIOT CACAYIONHE BHAbI JOKYMEHTOB:

A).mutst ciryKeOHOTO TOJIb30BaHUS

b).o0branb1E

B).ocobo cexpeTHbIe

I').cexpeTHBIE MOKYMEHTBI

17.K napopmManHoHHO-CIPABOYHBLIM JJOKYMEHTAM OTHOCSTCS

A).IIpUKa3kl, TOCTAHOBJICHUS, YKA3aHUsI, PEIIEHHUS U JIp.

b).cnpaBku, akThl, IUCHEMA, IIPOTOKOJIBI U JIP.

B).monoxenus, 10DKHOCTHBIC HHCTPYKIIMH, IITATHBIE PACIIACAHMS], YCTaBbI
IIPEAIIPUSATHHI U JIP.

18. I'pynnupoBKa HCIOTHEHHBIX JOKYMEHTOB B /ieJIa HOCHT Ha3BaHHE:

A).obopmieHue aena

b).HomeHnknarypa gein

B).bopmupoBanue nena

19. Yaudukanusa — 310

A).cucTema ToNI0KEHUH, OTPEeIEIIONINX OCHOBHbIE IpaBula paboThl ¢ JOKyMEHTaMU B
OpraHU3aIUsX;

B).bopMa IOpHINYECKOTO 3aKpeIIeH s TTPOBENCHHOM YHUHUKAIINY;

B).emuH006pasue cocraBa H GOpPM yIIPaBICHUIECKUX JOKYMEHTOB, GDHUKCUPYIOLIHX
OCYIIECTBIIEHHE OHOTHITHBIX YIIPaBIeHUSCKUX QYHKIMH U 3a/1a4.

I').COBOKYIIHOCTh B3aUMOYBSA3aHHBIX YHUGHUITMPOBAHHBIX (HOPM JTOKYMEHTOB,
obecreunBalouX JOKYMEHTUPOBAHHOE TIPEICTABICHUE JAHHBIX B OIPEACICHHEIX BUIAX
XO3SIICTBEHHOM IEATEIBHOCTH;

20. ITo ropuauyecKkoii cuie JOKYMEHThI KJIaCCHPHUIUPYIOTCH KaK:

A).00bruHBIC

b).mopnuunsie

B).momnoxue1e

I).u1st cmyxebHOT0 MONB30BaAHMUL

J1).cexpeTHBIE

21. Pasmepn! noseii 6ranka gokymenta o I'OCT P 7. 0.97-2016

A).He 6onee 20 mm — nieBoe; 10 MM — ipaBoe; 20 MM — BepxHee; 20 MM — HUJKHEE;

b).ue 6omee20 MM — seBoe; 20 MM — mpaBoe; 20 MM - BepxHee; 20 MM — HIKHEE.

B).ue menee 30 MM — teBoe; 20 MM — mipaBoe; 20 MM — BepxHee; 20 MM — HIKHEE;

I').ze mernee 20 MM — steBoe; 10 MM — paBoe; 20 MM — BepxHee; 20 MM — HUXKHEE;

J1).ze 6omee 30 MM — neBoe; 20 MM - mpaBoe; 20 MM — BepxHee; 20 MM — HUKHEE;

22. Kakue cBeieHHsI BHIHOCATCH Ha 00JI0KKY 3aBeICeHHOI0 Jiesia

A).3aromoBoK Jiena

b).na3Banue opraHuzanuu

B).cpok xpaHenus aena wiu HaaAmuch "XpaHUTh IOCTOSHHO"

I').Ha3BaHUE CTPYKTYPHOTO IIOIPa3IECICHUs] OPraHU3aluy, B KOTOPOM OHO
dbopMUpPOBAIOCH

J1).MHIeKe aerna 1o HOMEHKIIaType Jena

23. PacnoJioskuTe M0 049epeHOCTH 3TANbI IPOXO0XKACHHUS MOCTYNHBIIEr0 TOKYMEHTA:

A).MCIIOJIHEHHE TOKYMEHTOB;

B).perucrpanuro;



B).HampaBnenue Ha HUCIIOTHEHHE.

I').moamuBKa JOKYMEHTOB B JIEII0;

J1).mpenBapuTEeNbHOE PACCMOTPEHHUE;

E).KOHTPOIB 32 UCIIOTHEHUEM,

K).mepBruHyro 06paboTKy;

3).paccMOTpeHHe TOKYMEHTOB PyKOBOACTBOM

24. OT™MeTbTEe JOKYMEHTBI, OTHOCSIIHECS] K OPTaHM3allHOHHBIM

A).IPOTOKOJIBI

b).cipaBku

B).monoxenus

I').axTBI

J).pacniopsikeHus

E).mpukasst

K).urcTpyKiuu

3).mrTaTHOE pacuucaHue

W).npaBuna

25. Kakwe rpynmel JOKYMEHTOB MOKHO BBIJEJHTL B JOKYMEHTAUHOHHOM
obecrieuenun ynpasJenns (J0Y)

A).ucxosuye (OTIpaBiIieMble) JOKYMEHTEI

B).Bxoxsimue (mocTymnaroiye) J0KyMEHThI

B).BHeIIHNE TOKYMEHTEI

I).BHYTpeHHUE JOKYMEHTHI

IMpaxrudeckoe 3ansitue Ne 2.IToaroToBKa BHYTPEHHUX TOKYMEHTOB

LJenv: V3ydyenvie HHGOPMAIIMOHHON TEXHOIOTHH CO3JIaHHUs, COXPAHEHHS W TIOATOTOBKH K
neyat gokymeHToB MS Word.

OTarnbl BEIIOTHEHNUS 3alaHus:

° OdopMUTH NpUrIaIIeHUE.

1.VcraHoBUThL mapaMeTphbl cTpaHulp! (pasmep Oymaru —A4; OpHeHTaIs — KHIDKHAS,
eBOe ToNe — 3 cM; mpaBoe Iojie — 1,5¢M; BepxHee moie — 3 cM; HmkHee mone — 1,5¢m),
HCIIOB3Ys KoManxy Daitn - [Tapamerps! crpanuis! (Bknaaka [Tons u Pasmep Gymarn).

2.YCTaHOBHTD MEKCTPOYHBIM HHTEPBaI — IIOIYyTOPHBIM, BBHIDABHUBaHHE — IIO IIEHTDY,
HCIIonb3ys KoManty ®opmar — A63an (Bkimagka OTCTYIIBI B HHTEPBAIIBI).

3.Habpatp TeKCT IpUTTIAIICHHUS;

° OdopMHUTh TOKIIATHYIO 3AIIUCKY;

° OdopMHUTE peKITaMHOE TTHCHMO. BepXHIOIO 9acTh PEKIaMHOTO MHChMa 0pOPMHUTEH
B BHne Tabmumpl (3 cronbia ¥ 2 CTPOKM; THIl JTWHUHA — HET TPaHUIl, KPOME DPas/IeNUTeIbHON
JHHUM MEXITy CTpOKaMmu). IIpou3BecTy BRIpaBHUBAHKE B sUeiKax TaOIHUIBL: epBasi CTPOKa — 110
L[EHTPY; BTOpasi CTpOKa — I10 JIEBOMY Kparo.

e OdopMuTs 3asBeHRe. BEPXHIO YacTh 3asBICHUS 0QOPMHUTH B BH/le TaO/IMIIBI (2
cronbua u 1 cTpoKa; TUIl JUHWI — HET I'PAHUI) MM B BH/IE HaINUCH HHCTPYMEHTaMU ITaHENIH
Pucosanwe. [Ipon3BecTH BEIpAaBHUBAHUE B TYEHKAX I10 JIEBOMY KpArO U 11O LEHTPY

° Co3mats cIipaBKy JITUHOTO XapakTepa

° Co3smarh AKT O CITUCAaHUH UMYIIECTBA

° Co3naTh JOKJIAIHYIO 3alIHCKY.

1. CranzapTHas 3amucKa Hokianayro 3amucky (Daitn — CosznaTe — BKiIagKa 3alucku

— Cranaprras 3anicka). J[is uCrons30BaHMs MabIoHa JOKJIAHON 3alMCKK BBIIEITHUTE TEKCT,
KOTOPBIN CIIElyeT 3aMEHUTH, H BBECTH TEKCT CBOCH 3aITUCKH.

2. YTo6bl COXPaHUTD CO3AaHHBIM TOKYMEHT Kak ImabioH, BeIOpaTh komanxy Pain —
Coxpasuth kak. B cmucke Tun ¢aiina Beibpats Illabmon moxymenta. Utodbl HCIONB30BATH
coXpaHeHHbI mabnoH, BEIOpaTh komanay Paiin — Co3aate, a 3aTeM JBaXK/(bl MICIKHYTh MBIIIBIO
10 HY)KHOMY HIabIOHY

° Co31aTh KaJleHaph Ha TEKYIIHH MECSII ¢ HCIIONB30BaHUEM IIa0IOHA.



1.Co3naTh kanenaaph Ha TeKyIui mecsil. J[sg 3Toro B okHe co3naHus gokyMeHTa (Daiin

— Coszpmare) Ha BriIaake Jlpyrue HDOKyMeHTHI BbeIOpaTh MacTep co3maHHs KaJeHIapew.
[TocnemoBaTe bHO BBIOMpPAs CTHIIb, OPHEHTAIHIO JIHCTA M MECAI/TOJ, CO3[aTh KaJICHIaph Ha
TeKYIIUH MeCcs1l.

2.CoxpaHuTh JOKYMEHT B Bameii manke

2.2. Bormpoch! 1Jisi MpoMe;KyTOYHOI0 KOHTPOJISA
(3auer, TecT)

1. OcHoBHBIMH 3aJadaMHU aBTOMATHU3ALMU ﬂOWMCHTOOﬁOpOTa H JO0CTABKH

uHGOpMALMHU SIBJISIOTCH. ..

a) WHTETPaIUs TEXHOJIOTUH JIeJIOIPOU3BOICTBA B €IMHBIN NPOIIECC,

0) MOArOTOBKA TEKCTOBBIX JOKYMEHTOB;

B) UCIIOTb30BAHUE CPEJCTB BHEIIHUX KOMMYHHUKAIHH,

T') IPUMEHEHUE ayAMOBH3yaIbHBIX CPEJICTB.

2. TexHo/JI0TrHH ABTOMATH3MPOBAHHOI0 JOKYMEHT0000p0Ta BKJIKOYAKOT. ..

a) TJIAHUPOBAHHE U YIIPABJICHUE PECYpPCaMHu;

6) popMupoBaHUE U HAKOIIEHHE Oa3bl JIEKTPOHHBIX JOKYMEHTOB,

B) IPOTPaMMHO-ANIIAPATHYIO MIaTHopMY;

I') JIEJNOBYIO rpaduKy.

3. K [0KyMeHTAIMOHHOW cHcTeMe, BBINOJHSAIOMeEH QYHKIMH J0CTaBKH

uH(pOpMALMH, TPEABSIBIAIOT C/IeAyIOIMHe TpeOoBaHuS. ..

a) omepaTUBHOE (POPMHUPOBAHHUE YKA3AHUM;

6) JI0CTOBEPHOCTH NepeIaBaEMbIX TIOKYMEHTOB;

B) IMOArOTOBKA ITAHOBBIX IOKYMEHTOB;

r) pazpaboTKa IPOrpaMMHBIX aJITOPHTMOB.

4. Texnosorum Kiacca «Pafouas rpynma» s AOKYMEHTAIMOHHBIX CHCTEM

XapaKTepUu3yrTCs...

IS, ..

a) OTCYTCTBHEM CTPYKTYPH3aIlM{ B OpraHU3aIiK padoT;

6) HaKOIJICHUEM 3JIEKTPOHHBIX JOKYMEHTOB B HH(OpMaHoHHOU base;

B) reHepaliell 0TYETOB C MCIO0IE30BaHieM HHGOpManuu u3 0a3sl JaHHBIX;

I') HACTPOHKO# JEeTOMPOU3BOICTBA 10 TPEOOBAHHIO 3aKa3yMKa.

5. Texuosoruu Kiacca «PaGodunii MOTOK» ISl JOKYMEHTAIMOHHBIX CHCTEM CJIyKaT

a) aBTOMATH3alNK JIOKYMEHTOO00POTa B CPEITHUX M KPYIHBIX OpHCcaXx;

6) KOHTPOJIS BEPCHi IPOrpaMMHBIX TIPOYKTOB;

B) OIIPEJIENIEHUs [TPOrpaMMHO-aIIIapaTHOH KOHDHUTYpally CHCTEMEI,

T') IPEAOCTABIEHUS YCIYT 10 UMUTALIMOHHOMY MOJIETTMPOBAHUIO.

6. CpencrBa oucHON aBTOMATH3AIUH 00€CIeYHBAIOT. ..

a) peaTu3aIyio aIrTOPUTMOB 00PabOTKH JOKYMEHTOB B OpraHU3allH;

) olleHKY MpOrpaMMHO-anmnapaTHON! KOHPUTypaluy JOKYMEHTAIIUOHHON CUCTEMBI;
B) OTKa30yCTOHYHBOCTH CHCTEMBI (PE3EPBHPOBAHUE PECYPCOB);

I') onepaTUBHYIO0 00paboTKy TaOIMYHBIX JaHHBIX.

7. CeTeBble KOMNBIOTEPHI B TOKYMEHTANMOHHBIX CHCTeMaxX 00ecne4nBaioT...
a) SKCIEeTUITMOHHYIO 00paboTKy JOKYMEHTOB;

0) KOHTPOJIb UCIIOIHEHUS 110 CYILIECTBY IIOCTaBICHHBIX 3a/1a4;

B) KOJUIEKTUBHBIN JJOCTYII K PECYpPCaM CETH;

I') HUCCIIeIOBAaHIE 3HAKOBBIX CHCTEM.

8. AJIropuT™M NPOX0XKAEHHS HCXOAAMMUX JOKYMEHTOB BKJIIOYAeT. ..

a) y4eT U IUIaHupOBaHue paboyero BpeMeHH;

0) cocTaBieHHe MPOEKTa JOKYMEHTA,

B) OTKa30yCTOWYHBOCTH CUCTEMBL;

T') IPeIOCTABIICHUE BEIYUCIUTEIHHBIX PECYPCOB.



9. B DoKyMeHTaIMOHHBIX CHCTEMAaX JIsl TMOHMCKA PerHCTPAlHOHHBIX KapTo4eK
HPHMEHSIOT. ..

a) UHTETPALIUIO TEXHOJIOTHH JIEIOTPOU3BO/ICTBA;

6) aBTOMATHU3AIMIO aIMUHUCTPATHBHO-YIIPABIIEHYECKUX (DYHKIIHH;

B) IPEIMETHBIM MPU3HAK CHCTEMAaTU3AlIUH;

I') CpPeACTBa MaKpOIIPOrpaMMUPOBAHUS.

10. KonTposabHas 1eJIbHOCTh JOKYMEHTAIIHOHHOI cHCTeMBbI 00ecreyuBaeT...

a) KaTaJIOTW3aI[HI0 PETHCTPAIHOHHBIX (HOPM IT0 CPOKAM HUCIIOJTHEHHUS;

0) SKCIEAUIMOHHYIO 00pad0TKy BXOISIIUX JOKYMEHTOB;

B) UCIIOJIF30BaHUE CETEBBIX MIPOTOKOTIOB;

T') yIpaBleHue nepenadeit nHhopMaruu.

3.Kpurepun oneHuBanus

3.1. Kpurepuu oneHHBaHHS BBINOJHEHHS 3aJaHUI MPAKTHYECCKHUX 3aHATHH

OLIeHKAKOTIIMYHO» — 33]]aHAE BBIIOIHEHO B IIOJHOM 00BbEME, JaHbl IPABHIIBHBIE OTBETHI
Ha KOHTPOJIbHBIE BOIIPOCHL, C/IE/IaHbI JIOTHYECKH TOUHBIE BBIBOBIL.

OneHKa«Xopomoy — 3aJaHie BBIIOTHEHO B IIOJHOM 00BEME, JaHbl IPABUIIBHBIEC OTBETEI
Ha KOHTPOJBHBIE BOIIPOCHL, HE BCE BBIBOJBI JIOTUYECKH TOYHBI U IIPABUJILHEL

OleHKa«HEYA0BJIeTBOPHTEILHO» — 3aJaHHWE BBIIOJHEHO B IIONHOM O0OBEME, €CTh
OoIMOKK B OTBETAX HA KOHTPOJIBHBIE BOIIPOCHL, HE BCE BLIBOJ(BI IIPABHIILHEIE.

OneHKa«HEYA0BJETBOPHTEIbHO» — 3a[JaHUE HE BBIIIOTHEHO, OTBETOB HET, BEIBOJIOB HET.

3.2. Kpurepuu oneHHBaHHA POMEKYTOYHOH aTTeCTaluu
(TecT, 3a4eT)

«OTJHYHOY» - 33 IIPaBHJIBLHOE BEIONHEHHE Oonee 85%3ananuii;
«xopomo» -3a 70 — 85% mpaBUIBHO BBIIOJHEHHBIX 3aaHNH;
«yA0BJIETBOPUTEIBLHOY - 32 50 — 70% IpaBUIBLHO BHIIOIHEHHBIX 3a1aHHUH;
«HEY0BJETBOPHTEJIbHOY - 32 MeHee yeM 50% NpaBUIBHO BBINOIHEHHBIX 3a/IaHUH.



