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BBEJAEHUE

JlonmomauTenpHas mpodecCHOHANbHAS TPOrpaMMa TOBBIICHUS KBaTH(PUKAIIAN
«ONEKTPOHHBIN JOKYMEHTOOOOPOT B JIEATEILHOCTH HAJOTOBBIX OPTaHOBY PEATU3YyETCS B
COOTBETCTBHHU CO CJICIYIOIMMH HOPMATUBHO-TIPABOBBIMU AKTAMM:

— ®enepanbubiM 3akoHOM OT 29.12.2012 Ne 273-®3 (¢ usMm. u jgom.) «O0
obpazoBanuu B Poccutickoit deneparumny;

— @epgepanbHbiM  3akoHOM 0T 27.07.2004 Ne 79-®3 (¢ w3m. u jgom.) «O
roCyJIapCTBEHHOM IpakIaHCKON ciry)0e Poccuiickoit deneparumy;

— VYkazom [Ipesunenta PO ot 21.02.2019 Ne 68 «O mpodeccnoHanrsHOM pa3BUTHH
rOCyapCTBEHHBIX TPAXKIAHCKUX CIyKamux Poccuiickoit @enepannmny;

— IIpukazom Munoopnayku Poccun ot 01.07.2013 Ne 499 (¢ u3m. u gomn.) «O0
yTrBepkeHnu [lopsinka opranu3aiyy U OCyIIeCTBICHUS 00pa30BaTEIbHOM EATETLHOCTH
0 JIOMOJIHUTEIBHBIM MPO(HECCUOHATBFHBIM MPOTPAMMaM)).

Bri6op TeM mporpamMmbl U €ro OCHOBHOTO COJEp:KaHMS IMPOU3BENEH C yYETOM
o0ecrieyeHrss IMPEeMCTBEHHOCTH TOCYAapCTBEHHOTO 00pa30BaTEIbHOTO CTaHAapTa
BBICIIETO 1po(heCCUOHATIBHOTO o0Opa3oBaHMsI HaIpaBJICHUI MOATOTOBKHU
«['ocynapcTBeHHOE M MYHMILIMIIAJIBHOE YIpaBieHHe», yTB. lIpukazom MunHoOpHayku
Poccun ot 13.08.2020 Ne 1016 «O06 yTrBepxkaeHuu (enepaibHOro rocyaapCTBEHHOTO
00pa30BaTeNbHOrO CTaHAapTa BBICHIETO 00Opa3oBaHUs - OakajaBpHaT MO HAIPaBJICHUIO
noarotroBku 38.03.04 ['ocygapCTBEHHOE U MYHHLIMTIIATBHOE YIIPABICHUE).

B cBs3u ¢ noBbIIeHHEM TpeOOBaHUN K YPOBHIO KBATM(PUKALUUA IOCYIapCTBEHHBIX
IPAKIAHCKUX CITY>KAIIUX U HEOOXOAMMOCTBIO OCBOEHUSI COBPEMEHHBIX METO/I0B PEIICHHUS
npodeCCUOHANIBHBIX  3a7a4  mOporpamMma  «IJEKTPOHHBIM  JOKYMEHTOOOOPOT B
NEeSATEIbHOCTH HAJIOTOBBIX OPraHOB» SABIISIETCS BECbMA aKTyaJIbHOM U 3aHUMAET BAXKHOE
MECTO B Tpolecce OOHOBIECHHUS U 3aKpEIUICHUs NPO(PECCHOHATBHBIX 3HAHHUM
roCyJAapCTBEHHBIX TPAXKAAHCKUX CITYKAILIKX.

[Iporpamma npenHa3HaueHa Ui MOJYYEHHs M COBEPUICHCTBOBAHUS 3HAHUW 110
BOITPOCAM BEJICHUS AIIEKTPOHHOIO JOKYMEHT0000pOTa, OCYLIECTBJICHUS
JIEJIONTPOU3BOCTBA COTPYJHUKAMH HAJIOTOBBIX OPraHOB, OCBOEHWS HOBOW KOHILIENIIMH
AJIEKTPOHHOIO JIOKYMEHTOO00pOTa, MPOTPAaMMHBIX MPOAYKTOB, MCIONb3YyEMbIX MpU
BEJICHUH JIOKyMEHTOO0OpOTa U MOJATOTOBKE JOKYMEHTAIUH.

B cBs3U C 3TUM uenv npozpammsl nOGbIUIEHUA KEANUPUKAUUU COCTOUT B
Pa3BUTHU KOMIIETCHIIMH CHEIUANINCTOB B 00JIACTU 3JIEKTPOHHOTO JOKYMEHTO0OOpOTa B
CTPYKTYpEe HAJOTOBbIX OPIraHOB, YCBOCHHHM TEOPETUYECKUX U MPAKTUUYECKUX OCHOB
MOATOTOBKY U METOJMKH BEJIEHUS JIEIONPOU3BOICTBA, & TAKkKE OTPAOOTKE MPAKTUYECKUX
HaBBIKOB Pa0OTHI C MPOrPAMMHBIM 00ECTIEUCHUEM.

B pamkax o0pa3oBaTeNbHOW MNPOrpaMMbl JOJKHBI OBITh PEIICHBI CIIETYIOIINE
3a0auu:

— O3HAaKOMHUTH CIylIaTeJed C HOBaUSAMU 3aKOHOJATENBHOTO PEryJIMpPOBaAHUSA
NEeATENBbHOCTH FOCYAAPCTBEHHBIX TPAXAAHCKUX CIIy KalllMX HAJOTOBBIX OPTraHOB;

— M3YYHUTh OCHOBHBIE IOJIOKEHHSI HAJIOTOBOI'O TPABa, & TAKKE aKTyaJbHbIE N3MEHEHUS
3aKOHO/ATEIbCTBA, IPABOBbIE OCHOBBI 3aIIUTHI MH(OPMALIUH;

— PpaccMOTpeTh OCOOEHHOCTH BEIEHHs JEJONPOM3BOACTBA B COOTBETCTBHE C
pErIaMeHTOM;



—  W3YYHATh TPHUHIUIBI U (HOPMBI DJIEKTPOHHOTO JOKYMEHTOOOOpPOTa B ACSATEIHHOCTH
HaJIOTOBBIX OPTraHOB;

— OOHOBUTH 3HAaHUA OOYYAOIIMXCS O HOBOM  KOHIICTIIMH  3JICKTPOHHOTO
JOKYMEHTO000pOTa;

— OOHOBUTH HABBIKM PadOTHl C MPOTPAMMHBIMU TPOAYKTaMH, UCIOJIb3YEMBIMHU MpPU
BEJICHUU JEJIONPOU3BOICTBA.

B pesynbTaTe OCBOEHMSI NaHHOW MPOTrpamMMbl TOCYJAPCTBEHHBIE TpaXKIaHCKUE
ciyxamue uHcenekuud u ynpasiennit ®HC Poccun nosydar oOHOBJIEHHE 3HAHUM IO
BOIIPOCAaM 3JIEKTPOHHOTO JOKYMEHTO000pOTa, CHOPMUPYIOT MNPAKTUUYECKUE HABBIKU
paboTel ¢ OQGUCHBIMH MPOJAYKTaMH, YTO OOECHEYUT MOBBIMICHHE 3(PHEKTUBHOCTH
npodeccuoHanbHOM NeSITeIbHOCTH PAOOTHUKOB HAJIOTOBBIX OPTraHOB.

IINTIAHUPYEMBIE PE3YJIBTATBI OBYYEHMUSA

['ocynapcTBeHHbIE TpaXIAHCKUE CIy)Kalllue, MpoIIeauIe 0O0ydeHue Mo JaHHON
porpaMmme, T0HKHBI 001aAaTh CIASAYIOIMIMMU KOMIETEHIIUSIMU:

® CIIOCOOHOCTHIO JIEMCTBOBaTh B cooTBeTCTBUU ¢ KoHcTuTyrumeir Poccuiickoi
®denepanuu, GpeaepaibHBIMU KOHCTUTYIITMOHHBIMU 3aKOHaMU, (eJiepaibHbIMU 3aKOHAMU,
WHBIMU HOPMaTUBHBIMU MPAaBOBbIMU akTaMu Poccuiickoit denepainu, od0ecrneuynBaTh UxX
WCIIOJTHEHUE;

® BBICOKMM YPOBHEM MPABOCO3HAHUSA U NMPABOBOU KYJIBTYPHI;

® 3HAHHEM HOPMATHUBHO-IIPABOBBIX AaKTOB B c(pepe CBOUX KOMIETEHIIUH;

® CIIOCOOHOCTBIO TOJJICPKUBATh YPOBEHb KBAIM(UKAIIUU, HEOOXOIUMBIM IS
HAJJISKAIEr0 UCTIOJTHEHHS IOJDKHOCTHBIX 00s13aHHOCTEH.

B pe3ynbprare OCBOEHHS HaHHOM MPOrpaMMbl TOCYHAPCTBEHHBIA T'Pa)KJaHCKUN
CITyKallluH1 JT0JKEH

3HAamMy:

— OCHOBHBICE  HM3MEHEHHS B  MPABOBOM  OOECHEYCHHH  JACSATEIHHOCTU
rOCYJIapCTBEHHBIX IPAXKIAHCKUX CITYKAIIMX HAJIOTOBBIX OPraHoOB;

— CHocOOBI XpaHEHUs, TOJy4YeHHs, IepepaboTKu HHPOPMAIUU B CHCTEMax
ANEKTPOHHOTO JJOKyMEHTOO0O0POTa;

— OpUHIUOBL U (OPMBI DIIEKTPOHHOTO JIOKYMEHTOOOOpOTa B AESTENbHOCTU
HaJIOTOBBIX OPTaHOB;

— OCHOBHbIE HaIlpaBJIeHUs] KOHUEMIUHU AIEKTPOHHOTO JOKYMEHTO000POTa;

ymemn:

— ONepupoOBaTh OCHOBHBIMU MOHATUSAMU AJIEKTPOHHOTO JOKYMEHTO000pOTa (Ja1ee
—3J10) B n€ATEIbHOCTH HAJIOTOBBIX OPTaHOB,;

— OpraHU30BBIBATH COONIOJICHUE CPOKOB MEXBEJOMCTBEHHOTO W MEKYPOBHEBOTO
ANEKTPOHHOTO B3aUMO/JICUCTBUS B HAJIOTOBBIX OpPraHax;

— TPUMEHSTh MPAKTUYECKHE HABBIKM PaOOTHI C MPOrPAaMMHBIMH KOMIUJIEKCAMU
B/10 B cBoeli MpodeCcCHOHATBHOMN ACSITEIBHOCTH;

— aHAJIM3UPOBATh U TMPABWIHHO MPHUMEHSTH MOJOXKEHUS HOPMATUBHO-TIPABOBBIX
aKTOB MO BOMPOCaM JIeIONPOU3BO/ICTBA,;

671a0emb HABLIKAMU.
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— TIOJITOTOBKH CITY>KEOHBIX IOKYMEHTOB, COOpa, CHCTEMAaTHU3AIH U UCTIOTH30BAHUS
aKTyalnpHOM HH(pOpMannu;

— B3aUMOJECHUCTBUS C TOCYJApPCTBEHHBIMM OpraHamMM W OpPraHu3alusIMu
MOCPEACTBOM CHUCTEMbI MEKXBEIOMCTBEHHOT'O JIEKTPOHHOTO-JOKYMEHTO000pOTA;

— opraHu3amuu pabOTBI € JOKYMEHTaMH, COIEpKAIMUMH  WH(OpMAaIHio
OIrpaHUYCHHOI'O JOCTYyIIA B A€ATCILHOCTH HAJIOI'OBBIX OPIraHOB;

— paboTel ¢ mporpaMMHBIMH KoMmiwiekcamMmu OJIO u apyrumMu  0hUCHBIMH
MIPUITIOKECHUSIMHU.

YYEBHBIA VIAH
JOTOTHUTEIBHOHN MPOo(hecCHOHAIBHON TPOTPaMMBI
«DJ1eKTPOHHBII JOKYMEHTO000POT B /1eSITeJIbHOCTH HAJIOTOBBIX OPraHOB»

110 MOBBIIIEHNI0 KBaTU(puKanuu ¢eaepajbHbIX FOCYIAPCTBEHHBIX IPAXKIAHCKUX CJY/KALUX
®egepanbHON HAJIOTOBOM CJIIYKObI

Hean: Cosepuiencmeosanue u (unu) noayueHue Ho8ou KOMNemeHyuu,
He0OX00UMOUL 0J151 NPOPeCCUOHANbHOU OesIMEeNbHOCIU, C YY4emoM
U3MeHeHUll 8 3aKOHO0AMeNbCHee, HOPMAMUBHBIX AKMAX U NPOSPAMMHOM
obecneyenuu, ucnonvsyemom 6 ®HC Poccuu, u (uiu) nogvliuenue
npogheccuoHaIbHO20 YPOBHS 8 PAMKAX UMEIOWeUCs K8ATUpuKayuy no
B0NPOCAM INEKMPOHHO2O0 OOKYMEHMO0O0POMA 6 HAI0208bIX OP2AHAX

Kareropus, rpynna seoywas, cmapuias, Maaouwlds 2pynna 00alCHocmell,

JMOJKHOCTEH: Kamezopusi. pyKogooumeinu, CReyuaniiucmol, obecneuugaroujue
cneyuanucmul

®opma o0yueHHst: OYHas nymem HenocpeoCcmeeHHo20 83aUMOOEUCMBUs.

neodazoeuyeckoe0 pabomHuKa ¢ 00yYauumcs ¢ Ompbi8oM Om

UCNOTHEHUs OOJICHOCMHBIX 00SI3aHHOCMEl N0 3aMeuaemon

00JIHCHOCIU 20CYO0APCMBEHHOU 2PAHCOAHCKOU CTLYHCOLL
IponokuTeabHOCTH 00yUeHusi: 54 vaca

Pexxum 3aHATHIA: 6-8 uacos 6 oenwv

KoanuecTBo yacoB

HaunmenoBanue 10 BUIAM 3aHATHU ®opma

pa3saejaoB u NMPAKTUYCCKHUE 3aHATUSA l'IpOMe?KyTO‘lHOﬁ

n/n
JUCIHUIIINH Beero aTTecTalluNi

JIEKIIMH Ay HTODHLIE caMoCToATeJIbHAasA
y P paGora

AKTyaJlbHbIE BOIIPOCHI
AJIEKTPOHHOTO

1 JOKyMEeHT0000poTa B 24 8 16 0 3a4eT
JIeSITETBHOCTH
HAJIOTOBBIX OPTaHOB
Ucnonws3zoBanue
IUPPOBBIX
WHCTPYMEHTOB U

2 | uHpOPMAIOHHBIX 20 2 18 0 3a4er
TEXHOJIOTHI B
NEeSITENbHOCTI
HaJIOTOBBIX OPTaHOB




IIcuxonorus
3 npodeccnoHaNbHON 8 0 8 0 3a4ueT
JeSITENIbHOCTH
HUrorosas 2 5 3K3aMeH B hopme
aTTecTanus TECTUPOBAHUS
HUTOI'O 54 10 42 2

KAJIEHJIAPHBIN YYEBHBINA I'PA®UK

Cpok 00y4eHHs 110 IPOrpaMMe MOBBIIICHHS
KBaIM(DUKAITIH, HEJCIN

Cpok 00y4eHHs 110 IPOrpaMMe TOBBIIICHHS
KBaJIM(DUKAIVH, THH

Bunel 3aHTHE, TPEYCMOTPEHHBIE TPOTPAMMOMN
MTOBBIIICHUS KBATH(UKAIITU

A- ayuTopHas U caMOCTOsITeNbHas padorTa,
K — xaHukyusl,
N — urorosas arrecranus

PABOUYME MPOTPAMMBI JUCLUATIIAH (MOAYJIEN)
PABOYAS ITPOT'PAMMA JIUCIHTAIIJIMHBI

AKTyaJIbHLIe BOIIPOCHI 3JICKTPOHHOTO I[OKyMGHTOOﬁOpOTa B 1€ATCJIbHOCTH
HAJIOIOBLIX OPraHoB

(HaMeHOBaHHe yIeOHOH AUCIUILTHHEL/pa3zerna)

BBenenue

VYyeOHast MUCHUIIINHA «AKTYyallbHbIE BOMPOCHI AJIEKTPOHHOTO JOKYMEHTOO0OpOTa
B JICATEILHOCTH HAJOTOBBIX OPraHOB» TIpeNNojaraerT He TOJbKO OOHOBJIEHUE
ciaymareasMu 0a30BbIX 3HAHWUM, HO M O3HAKOMJIGHME WX ¢ HauOojee BaKHBIMHU
M3MEHECHUSIMU 3aKOHOAATEIhCTBA, COBPEMEHHBIMU CIOCOOAMH BEJEHUS DJECKTPOHHOTO
JOKYMEHTOO0OpOTa, OCHOBAaMM  JI€JOMPOU3BOJCTBA, OpraHu3aluu  paboOThl  C
JOKYMEHTaMH, COJepKalluMu HWHOOPMALUI0 OrPaHUYEHHOTO JOCTYINa, a TakkKe
3aTparuBaeT BOIPOCHI KOPPYMIIMOHHBIX PUCKOB, YTO HE MEHEE BaXKHO ISl TOJHOTHI
3HAHUU COTPYTHUKOB FOCYIapCTBEHHOM CITy»ObI B HAJIOTOBBIX OpraHax.

Hapsiny ¢ dyHaamMeHTanpbHBIMU 3HAHUSIMHA  YPE3BBIUAWHO BAXHO, YTOOBI
roCcyZapCTBEHHBIE CITY>KAIllUe TBEPIO 3HAIM CBOM 33/1a4uH, (DYHKIIUH, TIpaBa U 005I3aHHOCTH
10 3aMEIIAEMOM JOJKHOCTH.

PaboTta ¢ TpeHakepoM, MOATOTOBJICHHBIM IO TAHHOMY HAIPaBJICHUIO, MTO3BOJISET
Oonee JETAJIbHO O3HAKOMHTHCS C TporpaMMHBIM  Komruiekcom Lotus  Notes,
MCIIOJI3yEMOM TPHU JOKYMEHTOOOOPOTE B HAJIOTOBBIX OpPTaHaXx.



Hean, 3aqaun U MecTO Y4e0HOH TUCUMILIMHBI B POLiecce MOBbINICHUS
KBaJIMpUuKaALNU.

Llenvio W3yd4eHHs  AUCHUIUIMHBL  «AKTyaJgbHbIE  BONPOCHI  AJIEKTPOHHOTO
JOKYMEHTOO0O0pOTa B JIEATEIbHOCTH HAJOTOBBIX OPraHOBY SIBISETCS ITyOOKOE OCBOEHUE
CITyLIaTEJISIMU:

1. HopMaTuBHBIX MPaBOBBIX aKTOB, PETJIAMEHTUPYIOMIMX BOMPOCHI 3JIEKTPOHHOTO
JOKYMEHTO000pOTa U 3aIUThl HTHPOPMALIHH.

2. TeopeTruecKrX BOIIPOCOB OCYIIECTBICHHUS JIETONPOU3BO/ICTBA.

3. IlpakTuKM NPUMEHEHHUS CHUCTEMbI 3JIEKTPOHHOrO JOKyMeHTooOopora «Lotus
Notes» B paboTe HAJIOTOBBIX OPTaHOB.

4. TeopeTHueCKMX OCHOB OpraHU3alUd PabOTHI C IOKYMEHTaMH, COJEpKaIUMHU
HH(}OpMAIMIO OTPAHUYEHHOTO JIOCTYyTMa Ha MEeCTax.

B pamkax 3asiBIeHHON T€MbI JOJIKHBI OBITh PELICHBI CIACAYIOIINE 3a/1aUu:

— U3Yy4YEHHE OCOOEHHOCTEW BEACHHMS IETONPOU3BOJICTBA;

— U3Y4YEHHE HOPM U OCHOB 3JIEKTPOHHOTO OKyMeHTooOopoTa (2/10), B ToM uucie
koHmenuu 1o J/10;

— pa300p akTyaJbHBIX BOIIPOCOB MpU pabOTe C OOpalEHUSIMH TPaXK/IaH;

— o0cyxneHre npoOJIEMHBIX BOIPOCOB, BO3HHUKAIOLIMX IMPU padOTe B CHCTEME
210, ucrnosib3yeMoil B HaJIOTOBBIX OpraHax.

Ilnanupyembie pe3yJbTAThI 00yUeHUSA

['ocynapcTBeHHbIE TpakIaHCKUE CIyKalllyde, MpoIlennne o0ydyeHue Mo JaHHOU
JTUCITUTUINHE, TOJDKHBI 001a1aTh CAEAYIOMUME KOMIIETEHITUSMU:

— CHOCOOHOCTBIO JeiicTBOBaTh B cooTBeTcTBUU ¢ KoHcturymmeinn Poccuiickoit
®denepanuu, GpeaepaabHBIMI KOHCTUTYIIMOHHBIMU 3aKkoHaMu, Hanorossim Kogexcom
Poccuiickoii  ®eneparuu, denepanibHbIMU 3aKOHAMHU, WHBIMA HOPMATHUBHBIMU
npaBoBbIMH akTamu Poccuiickoit denepaiuy, 3aKkOHAMA U UHBIMA HOPMAaTHUBHBIMU
MpaBOBbIMU akTaMH cyObekTOB Poccuiickoii ®denepaliii M OpPraHOB MECTHOTO
caMoymnpaBiieHHus,  oOecreyuBaTh WX  MCIOJHEHHWE  TPU  BBINOJHEHUU
(GYHKIIMOHATBHBIX 0053aHHOCTEH;

— CHOCOOHOCTBIO K aHAJTUTUYECKON 00paboTKe HHPpOpMaLIUU;

— CIIOCOOHOCTHIO paboTaTh B MH(OOPMAIIMOHHO-TIPOTPAMMHBIX KOMILIEKCaX HAJIOTOBBIX
OpPTaHoOB;

— CHOCOOHOCTBIO TOJJIEPKUBATh YPOBEHb KBaTU(UKAIIMK, HEOOXOAUMBIA IS
HaJJIS)KAIET0 UCTIOTHEHHS IOJDKHOCTHBIX 00s13aHHOCTEH.

B pe3ynbprare OCBOEHHSI NAHHOW AMCHMIUIMHBI TOCYIAPCTBEHHBIM TPAXKIAHCKUU
CIIyKalIuW JTOJKEH

3HAMb:
- OCHOBHBIE M3MEHEHHUS B IPAaBOBOM OOECHEYEHUU ACATEILHOCTH TOCYAapCTBEHHBIX
rPaXJaHCKUX CITY>KalMX HAJIOTOBBIX OPTaHOB,;
- MPUHUUIIBI 1 HOPMBI 3JIEKTPOHHOTO JIOKYMEHTOOOOpOTa B ACSTEIBHOCTU HAJOTOBBIX
OpTraHoB;

ymems:
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- ONepUPOBaTh TOHATHUSAMHU DJICKTPOHHOTO JIOKYMEHTOOOOpOTa, NPUMEHSIEMBIMUA B
JCSATSIIEHOCTH HAJIOTOBBIX OPTraHOB,;
- NPUMCHSATH MPAKTUYCCKUE HABBIKK PabOTHI ¢ MporpaMMHbIMH KoMminiekcamu D10 B
cBOEH podhecCHOHaTBHON eATeTbHOCTH;
- OpPraHM30BBIBATH COOJIIOJICHHE CPOKOB MEKBEIOMCTBEHHOTO W MEKYPOBHEBOTO
AJIEKTPOHHOIO B3aUMO/ICHCTBHS B HAJIOTOBBIX OpraHax;

611a0emb HABLIKAMIU:

- paboTsI ¢ cuctemoit 3/10;
- OpraHu3anuy padoThl ¢ JOKYMEHTAMH, COJACPKAIIUMH HH(POPMAIUIO OIPaHHYECHHOTO
J0CTyIIa B JCATEIHLHOCTH HAJIOTOBBIX OPTraHOB.

AKTYyaJIbHbIE BONPOCHI JIEKTPOHHOI0 JOKYMEHT0000pOTa

Bua 3ansarus

1

B /IeATEJIbHOCTH HAJIOTOBbIX OPTaHOB
11 [IpaBOBbIE OCHOBBI 3aIIUTHI HHGOPMAITTT Jleknusa

Kontenius 37eKTpOHHOTO IOKYMEHTO000pOTa B Jlekuust
1.2 JeATEIbHOCTH HAJIOTOBBIX OPraHOB

[IpumMeHeHne cucTeMbl AIEKTPOHHOTO IOKYMEHTOO00pOTa B [IpakTuka
1.3 | paGore HamOroBEIX OPraHoOB

[TopsiioK UCOB30BaHUS 3JIEKTPOHHOM MOJNKUCH B HAJIOTOBBIX [IpakTuka
14 opraHax

AKTyalbHbIE BOIPOCHI OPTaHU3aIMK PabOThI ¢ OOpaLIEHUSIMU Jlexuus
15 rpakJIaH

Opranuzanus paboTsl ¢ TOKYMEHTaMHU, COJIEPKAIUMU [IpakTuka
1.6 WH(OpMAIHIO OTPaHUUYEHHOTO JOCTYyIa

[Tpouenypubie BOPOCHI B3aUMOICHCTBHS C [IpakTuka
17 rOCyJapCTBEHHBIMHU OpraHaMH U C BHELITHUMHU PECYPCAMU.

CMDOB.

AKTyalibHbI€ BOITPOCHI IPOXOKIEHUS TOCYIapPCTBEHHOM [TpakTuka
1.8 TPaXXTAHCKOU CITYKObI

TpeGoBanus K TOBEJCHUIO TOCYAPCTBEHHBIX TPaKIaHCKUX [TpakTuka
1.9

CIIy’Kalux

PedeparuBHOE oncanue Tem

1.1. [IpaBoBbI€e OCHOBBI 32U THI HHPOPMaIUH
ITpaBoBoe pEryIupoBaHue BOIIPOCOB obecniedyeHus

O06bem 3ansTUi 1o nucuuriuHe — 24 gaca (44% ot Bcero ooObema nporpaMmal).

ACATCIIBHOCTHU

rOCYJJapCTBEHHBIX TPAXKIAHCKUX CITy>KAIllMX HAJOTOBBIX OPraHOB. AHalIu3 pa3jIMyHbIX
CUTYyallui, BOSHUKAIONINX NPU peann3auud GyHKIUN IpakJaHCKUX CIY>KaIlIuX. 3aliuTa
uH(GOPMAIIUU C YIE€TOM HOPM U 3aKOHOB.



1.2. KoHuenmusi 3J1eKTPOHHOI0 JOKYMEHTO000pPOoTa B JIeATeJbHOCTH
HAJIOTOBBIX OPraHOB

HopmaTthBHOE peryinvpoBaHHE 3IIEKTPOHHOTO J0KyMeHTooOopoTta. Konuenmms
ANIEKTPOHHOI'O JOKYMEHTOOOOpOTa, OCHOBHBIE HampasieHHs. [IOHATHS M NPUHLIHIIBI
noctpoenus cucremsl I10.

1.3. IllpumeHeHne cUCTEMBI JIEKTPOHHOT0 J0KYMeHTooOopoTa '"Lotus Notes"
B pa0oTe HAJIOTOBBIX OPraHoOB

Opranuzaiust paboTel ¢ TokymMmeHTaMu B cucteme /10 B xoae uHbOpMaImOHHO-
aHAIUTHYECKOW paboThl 1O OOpallleHusM TpaxaaH, B T. Y. OpraHu3anus
JOKYMEHTO000pOTa, MOPSAJOK OOpabOTKHM M PETUCTPAIMHU MOCTYMAIOIIUX JTIOKYMEHTOB,
paboTa ¢ opraHu3alMOHHO-PACTIOPSAUTEIBHBIMU JOKYyMEHTaMu. TeHIeHIIMN Pa3BUTHS.

1.4. llopsAAOK UCIOJIH30BAHUSA JIEKTPOHHOI MOJANMKUCH B HAJIOTOBBIX OPraHax

JIOKyMEHTBI, pErJaMEHTUPYIOIINE HCIIOJIb30BAaHUE JJIEKTPOHHOM  IOIIMCH.
[ToHsiTHE SIEKTPOHHOM MNOANUCHA W €€ Ha3HA4YeHWEe. TUIbl PHUCKOB HCIIOJIb30BAHMS
ANIEKTPOHHOM MOANMCH. BUIBI 3JIEKTPOHHBIX MNOANMCEN (MpocTas, YyCHIIEHHAs
HEKBaIM(pUUMpPOBaHHAs, YCWIEHHas KaluduiupoBanHas). Kommpomeramus Kiroda
AIEKTPOHHOM MOAMMCH, YCIIOBHS XPaHEHUS KIIFOUA 3JIEKTPOHHOU IOIHCH.

1.5. AKTya/ibHbI€ BONIPOCHI OPraHU3alMU PAdOTHI C 0OpPALICHUSIMHU TPAKIAH

[IpaBoBOE pETyIMpPOBaHHE NPABOOTHOLICHHUW, CBSA3aHHBIX C PacCMOTPEHUEM
oOpamieHuii  rpaxknaad. AJMHUHUCTPATUBHbIE  TPOLEAYpbl IO  OOECIEUEHUIO
CBOEBPEMEHHOTO M MOJHOIO PAacCCMOTPEHMsI OOpaleHUM TpakJaH, MNPUHATUIO MO HUM
pElICHU U HANpPaBJIEHUIO 3asSBUTEISIM OTBETOB B YCTAHOBJIEHHBIN 3aKOHOJATEIHCTBOM
Poccuiickon denepanuu Cpok.

1.6. Opranmusanusi padoTbl € JOKYMEHTAMH, COAEP:KAIMMH HH(OPMALHIO
OrPAHMYEHHOI0 A0CTYyIA

W3yyeHne HOpPMATHBHO-IPABOBOM 0a3pl mpu pabore ¢  JOKyMEHTaMu
OrpaHUYEeHHOro J1oCcTymna. OCBOEHHUE MPUHIUIIOB PAOOTHI C IOKYMEHTAMHU, COAECPKAIIMMHU
MH(}OpMAIUIO OTPAHUYEHHOTO IOCTYTIA.

1.7. IlpouexypHble BONPOCHI B3aUMOJEHCTBHUA C TOCYAAPCTBEHHBIMHU
OpPraHaMH W ¢ BHeIIHUMH pecypcamu. CMIB.

[Topsimox opraHuzaiud M OCOOCHHOCTU OOECHEeYeHUs MEKBEIOMCTBEHHOTO W
MEXXYPOBHEBOI'O 3JIEKTPOHHOTO B3aUMOJICHCTBUS MOCPEACTBOM OOMeHa HHpopmanuen
BHYTPHU HaJIOTOBBIX OPTraHOB.

1.8. AKTyajibHble BONPOCHI MPOXOXKIAEHUS] TOCYJAPCTBEHHOH I'PaKIaHCKOM
CIIYKOBI

[IpaBoBOe  perynupoBaHHEe TOCYJAPCTBEHHOW  TPaXIAHCKOW  CIYXOBI U
HarpasJeHus ee pehopMUpOBaHUs. AKTyaIbHbIC U3MEHEHUS, BHECEHHBIC B HOPMATHBHBIS
MIPABOBbIE AKThI, KACAIOIIKEC MPOXOXKIECHUSI TOCYAapCTBEHHOM TI'pa)IaHCKOW CITY>KOBI.
KoH}UKT nHTEpECOB HAa TOCYIAPCTBEHHON IPaKIaHCKOU cy:k0bl. CIipaBKU O JOXO0/aX,
pacxojax, HMMYIIECTBE M 00s3aTeIbCTBAX HMYIIECTBEHHOTO XapakTepa. AHanu3
Pa3IMYHBIX CUTyallMi, BOSHUKAIOIIKX MTPU IPOXOKIEHUU TOCYJaPCTBEHHOM IpasKIaHCKON
CITYKOBI.

1.9. TpeGoBanus K MOBEJEHNIO rOCYIAPCTBEHHBIX IPAKIAHCKUX CJIYKAIMX

CnyxeOHas AMCHMIUIMHA Ha TOCYAApCTBEHHOW TpaxaaHckoil ciyxoOe. [lopsimok
MPUBJIEYECHHUS] K IUCLUUIUIMHAPHOW OTBETCTBEHHOCTH T'OCYJAPCTBEHHBIX TI'PaXXAAHCKUX



cioyxamux. CmyxebHast mposepka. llopsaok mpuBieyeHHs] K OTBETCTBEHHOCTH
rOCYJapCTBEHHBIX TPAXKIAHCKUX CIyKAIUMX 34 KOPPYNIMOHHBIE IPABOHAPYIIECHUS.
PaccmoTpenue ciry:>keOHbIX CIIOPOB.

MeTozmqecKne PERKOMEHIAUNA

B yuebOnoit pabote OombIIOoe BHUMaHHE HEOOXOAMMO VYAETATh MPUMEHEHHIO
COBpPEMEHHBIX (opM U MeToJI0B oOyueHus. [lpu mpoBeneHun Jekuuii 00s3aTEIHHO
HaJW4YUE NPE3CHTALMU M HCIOJb30BAHUE MYJIbTUMEIMNHON TEXHUKU. B copep:kaHumn
0oOy4eHHs IPUOPUTET OTAACTCS MPAKTUUECKON HAMPABICHHOCTH O0YUYEHUS: aKTyaJIbHbIM
npobiiemMam 3akoHoAaTeNbcTBa PD; aHam3y mpaBOMEPHOro MPUMEHEHHUs HOPM IpaBa B
TUMUYHBIX CUTYalHX [MOBCEIHEBHOM AEATEIbHOCTH FOCYIApCTBEHHOTO CITYKAILIETO.

JUis mpoBeneHUs 3aHATHM HMCHOJB3YIOTCS AKTHUBHBIE METOJBl OOy4YeHUS,
CTUMYJIUPYIOIIIME  TO3HABATEIbHYI  JACATENBHOCTh  CIyIIATENeH, ONUpPasACh Ha
METO/JIMYECKHE OCHOBBI IEIarornyeckod TexHoioruum «Pa3BUTHE KPUTUYECKOTO
MBIIIICHUSD.

TexXHOJOrMYECKYI0 OCHOBY COCTaBIISIET 0a30Basi MOJENb TPEX CTaAUil «BBI3OB —
peanuzaius cMbiciia (ocMbICiIeHUE) — peduiekcust (pa3MBIILICHHE)», KOTOpask MO3BOJISIET
MIOMOYb CIIyLIaTeNIsIM CaMHUM ONPENEIATh LEIu OOy4YeHHUs, OCYLIECTBISATh AKTHUBHBIN
MOMCK HH(OpMaMU W Pa3MBIIUIATH O TOM, YTO OHM Yy3Hanu. Ha crangum BbI30Ba
(evocation) B CO3HAHUU CyHIaTeNed MPOUCXOJUT MPOLECC aKTyaIn3allud UMEIOIINXCS
3HAHUM W OPEICTaBICHUNA O INpeaMeTe Hu3ydeHus. IIoCKONBbKY NpH 3TOM COYETAIOTCSH
WHJUBUTyalIbHAS U TPYMIoBasi GopMbl pabOThI, yuyacTue cliyliaresieid B 00pa3oBaTeIbHOM
IpoLecce aKTUBH3UpYyeTcs, (opMHupyeTcs IO3HaBaTeNlbHbIM uHTepec. PesympTaToM
JAHHBIX IPOLIECCOB SIBISIETCA CAMOCTOSTEIBHOE OINPENECICHUE UMHU LEIW JalbHEHIIeH
y4eOHOM JeSTEIHHOCTH.

Ha cramuu ocmeicienus (realization) ciymiaTenb BCTYHaeT B HEMOCPEACTBEHHBIM
KOHTAaKT C HOBOM HH(popManuel — HocuTeleM HOBbIX wuaeil. Ilpoucxomut ee
cuctematuzauus. Cranusa peduekcun (reflection) xapakrepusyercs Tem, YTO CIyIIATENN
3aKPEIUISIIOT HOBbIE 3HAHMS U AKTUBHO MEPECTPAUBAIOT COOCTBEHHBIE MPEACTABICHHUS C
T€M, 4YTOOBbl BKIIOUUTh B HHUX HOBbIE MOHATUA. TakuM oO0pa3oM, NPOUCXOIUT
“npucBO€HHE” HOBOTO 3HaHUs M (OPMUPOBAHME HA €ro OCHOBE CBOErO
apryMEHTHUPOBAHHOTO MPEJICTaBICHUSI 00 U3ydyaeMoM 00beKkTe. B Xoe paboThl Mo Takou
MOJIETIH Y4allecs OBJIAACBAIOT Pa3IMYHBIMU CIIOCO0aMU MHTETPUPOBAHUS MHPOPMALIHH,
ydatcsi BbIpadaThIBaTh COOCTBEHHOE MHEHHE Ha OCHOBE OCMBICIICHHSI PAa3JIMYHOTO OTIbITA,
UJEN U TPENCTABICHUNA, CTPOUTh YMO3AKIIOUEHHUS! U JOTUYECKUE LIENU 0Ka3aTeNIbCTB,
BBIPAKAaTh CBOM MBICIIM YETKO, MOHATHO Uil APYIMX, YBEPEHHO M KOPPEKTHO IO
OTHOLIEHUIO K OKPY>KAIOIIIM.

C nenbro ompeneneHuss KadecTBa YCBOEHHUS Marepuana IPOBOIUTCS NPOBEpKa
3HAHWM CIIYLIATEJIE C WCHOJIb30BAHUEM COBOKYIIHOCTHM KOHTPOJIBHBIX 33aJaHUNA U
BOITPOCOB B BUJI€ TEKYLIETO XU UTOTOBOI'O KOHTPOJIS.

Texymuii KOHTPOJIb OCYIECTBIISECTCA Ha JEKIUAX B CAMBIX pa3HOOOpa3HbIX (popmax
— orpoca ciyliaresieid Mo U3y4YeHHbIM BOMpPOCaM, AHAJIOra ¢ MpernojaBaresieM BO Bpems
JEKIUH, IPOMEKYTOUHOIO TECTUPOBAHUSI, BBIIIOJHEHUS CIIYIIATENIMA UHANBUTYaIbHbIX
3aIaHUM IO TEMaM M3y4aeMOW TUCIUIIINHBI.

[Ipu BeIMONMHEHUU TpakTHueckux 3amanuii mo COJ[ «Lotus Notesy 00s3aTebHO



UCIOJIb30BAHUE BUIEO TPEHAXKEPA 110 JIEKTPOHHOMY JOKYMEHTOOOOPOTY.
IIpakTnyeckue 3aganus (MpUMepsbI).

3ananme 1.

Boiitn B unTepner-cepsuc ®HC Poccun «Jlnunbiii kabuHer mis (hU3HUECKOTrO
JIML@», UCITOJB3YS MMPOCTYIO ANEKTPOHHYIO ITOINCH.

3aganue 2.

Ha ocHoBanum  Buieonekuuu (TpeHaxepa) M TeXIpolecca  OINUCATh
[OCJIEI0BATENbHOCTh ACUCTBUM Npu paboTe C OpPraHU3allMOHHO-PACHOPSAUTEIbHBIMU
nokymenTtamu (OPJI) B cucreme 2/10.

Bonpocsl 1J11 CAMOKOHTPOJIs

1. JlaiiTe onpeneneHue 3JIEKTPOHHOTO TOKyMEHTO000pOoTa.

2. Kakas cucrema DJ10 ucnonb3yercs B paboTe HaJOTOBBIX OpPTraHOB?

3. B kaxoit moacucreme npoucxoaut peructpanus OP/1?

4. B ueM 3aKkit0yaeTCs MOPSIIOK MCIIOIB30BaHUS IIEKTPOHHOM MOIICH?

5. Uro obecnieunBaeT 3A€KTPOHHAS MOJAMUCH HA TOKYMEHTE?

6. Kakue BUBI 37€KTPOHHBIX Toanuceil onpeaeneHsl denepanbHbIM 3aKOHOM OT
06.04. 2011 Ne 63-®3 «O0 351€KTPOHHOMN NOATUCK»?

7. HazoBuTte Tpu 6a30BbIe CBOMCTBA 0€301IaCHOCTH MH(POPMAITHH.

Cnucok aureparypsl

1. ®enepanbubiii  3akoH ot  27.07.2006 Ne 149-®3 «0O6 wundopmaruwy,

UHOOPMAITMOHHBIX TEXHOJIOTHUSAX U O 3aIUTe HH(HOPMAITII

®denepanpbii 3akoH 0T 06.04.2011 roga Ne 63-D3 «O0 371€KTPOHHON ITOITACHY

3. ®enepanbubiii 3akoH oT 02.05.2006 Ne 59-®3 «O mopsnke paccMOTpEeHHS
oOpallieHui rpaxkaaH pOCCUMCKOM (emeparinm

4. ®enepanbubii 3akoH oT 09.02.2009 Ne §-®3 «OO6 obecnedyeHHH OOCTyNma K
uHpOpMaIIK O JIESITEIBHOCTH TOCYJapCTBEHHBIX OPraHOB M OPraHOB MECTHOTO
caMOyTpaBJICHUSD)

5. Tlpukaz ®HC Poccuu ot 18.11.2009 No MM-7-4/558@ «PernameHT BemeHuUs
JIeJIOTIPOU3BOICTBA MOJB30BATEISIMUA CUCTEMBI 3JIEKTPOHHOTO JIOKYMEHTOO00POTa)

6. Ilpukaz ®HC Poccum ot 21.07.2011 No MMB-7-10/459@ «OG6 yTBepkaeHuu
nopsiika ~ oOMeHa  JOKyMEHTaMH,  COJEpKalluMU  KOH(HUICHIIUATHHYIO
uHbOPMAITHION»

7. Ilpuka3z ®HC Poccun ot 21.04.2021 Ne EJI-7-24/391@ «O pabote ¢ HECEKPETHOI
uH(dopMaImen, TOCTyIl K KOTOPOil orpaHnyeH (eaepaabHbIM 3aKOHOIaTeITLCTBOM,
a Takke CiayxeOHoW wuH(Dopmaluen, orpaHuYeHHE Ha PACTPOCTPAHCHHE
KOTOPOH AUKTYETCS CIIY)KEOHOU HE0OXOIMMOCTHIOY

8. Ilpukaz ®HC Poccum ot 29.12.2022 N EJI-7-10/1289@ «O6 yTBepKaeHUU
TUNOBOW HMHCTPYKIMM TI0 AEJIOINPOU3BOACTBY B ympasieHuu DenepaibHOU
HAJIOTOBOM CITY>KOBbI 110 cyOBekTy Poccuiickoit denepanyiu U B MeXPErHOHAIBHOM
uHcnekuu denepanbHON HATOTOBOM CITYKOBI»

N



9. Cucrema »snektponHoro pokymeHtooobopora MPHC Poccum (COIA-UDHC).
PykoBoactBo nosb3oBaresns. @I'YIT 'THUBI MHC Poccun
10.Hammonansusiit ctangapt Poccuiickoit @eaepanuu. 'OCT P 7.0.97-2016

PABOYAS ITPOI'PAMMA IUCIUIIJIMHBI

Hcnoan3oBanue IIH(I)pOBbIX HHCTPYMEHTOB A I/IH(l)OpMa]_[I/IOHHLIX TEXHOJIOTUH B
ACATCIBbHOCTH HAJIOTOBbBIX OPraHoB

BBenenue

AKTHBHOE pa3BUTHE HH(OPMALMOHHBIX TEXHOJOTHH, a TaKXe CYIIECTBEHHBIE
U3MEHEHUs B HOPMAaTHBHOW 0a3e NpU HAJIOTOBOM aJIMUHUCTPUPOBAHUU MPUBEIU K
HEO0OXOMMOCTH CUCTEMHOIO aHaJN3a CYIIECTBYIOIIEH aBTOMAaTU3UPOBAHHON CUCTEMBI U
nepexoja Ha HOBBIM ypoBeHb uHcnonb3oBaHus AWC «Hamor-3», oTBedaronieit
COBpEMEHHBIM TpeboBaHMsIM. M3ydyaemas B JaHHOM JUCHMIUIMHE TEMa paccMaTpUBAETCs
C TO3UIIMH O01IeH TUPPOBOM IKOCUCTEMBI.

3HaKOMCTBO C 35eKTpOoHHBIMU cepBucamu @HC Poccum no3Bosnsier coTpyiHUKaM
IMPUHUMATh AKTHBHOE YYacTHE B TNIEPEXOJE€ Ha DBJIEKTPOHHOE B3aWMOJEHCTBUE C
HaJIOTOILIATEIIbIIUKAMMU.

Hesn, 32024 1 MeCTO Y4eOHOM TUCUMILIMHBI B POLecce NMOBbILICHUS
KBAJIH(PUKALUH.

Heab v3yyeHus JaHHOW NUCIMIUIMHBI COCTOUT B (POPMUPOBAHUHM HOBBIX U PA3BUTUU
paHee  NpUOOpPETEHHBIX  MNPO(ECCUOHATBHBIX  KOMIETEHIIMH  TOCydapCTBEHHBIX
TPAKIAHCKUX CIY)KAIIUX HAJIOTOBBIX OPraHOB B YAaCTH HCIIOJIb30BAHUS COBPEMEHHBIX
MHO)OPMAIIMOHHBIX TEXHOJIOTHMM TIPU BBIMOJIHEHUH MPOPECCHOHANBHBIX 3a/1ad  T0
AJIEKTPOHHOMY JIOKYMEHTOOOOPOTY.

B pamMkax 3asBIeHHOM TeMbI JOJKHBI OBITh PEIICHBI CISAYIONINE 3a/1a49H

1) co3nanue ycaoBuii st TpaHchopMaliy ya4eOHO-T03HABATEIbHOMN e TEILHOCTH
clymiatesnei B mpoecCHOHANBHYIO AESITEFHOCTD CIYXKAIUX HAIOTOBBIX OPTaHOB;

2) JOTOJHEHHE UMEIONIMXCS 0a30BBIX 3HAHWU IO UCIIOJIB30BAHUIO COBPEMEHHBIX
WH()OPMAITMOHHBIX TEXHOJIOTHIA TIPH BHIMIOJTHEHUHN MPOPECCUOHATBHBIX 33]1a4 TTO BEJICHHIO
JOKYMEHTO000pOTa.

Ilnanupyembie pe3yabTaThbl 00y4eHUs

[Ipomecc wm3ydeHHWs TeMbl AUCIUIUIMHBI HAIpaBJICH Ha pPa3BUTHC CJICAYIOIINX
KOMITETEHIIHM:
1. OGIIEeKyIbTYpHBIE KOMIICTCHITHH:
— CIHOCOOHOCTH ¥ TOTOBHOCTH MOBBICUTH KQ4€CTBO M TIPOU3BOIUTEIHLHOCTH PAOOTHI B
chepe TOKyMEeHTO000POTa HAJIOTOBBIX OPTaHOB;
— CHOCOOHOCTh  CaMOCTOSITEIPHO — AHAJIM3WPOBATh  HM3MEHEHHUS  HOPMATHUBHO-
3aKOHOJIaTEITHLHOU 0a3bl.
2. IIpodeccroHanbHbBIC KOMITCTCHITAHN:



3HaHHWE M HCIIOJIb30BAHUE MNPO(ECCHOHATBHBIX MPOTPAMMHBIX IMPOIYKTOB MpPH
BEJICHUH 3JIEKTPOHHOTO TOKYyMEHTOO0O0pOTa;

3HaHWE METOJMYECKHX YKa3aHUil mpu paboTe ¢ CHUCTEeMON HSJIEKTPOHHOTO
nokymeHnToobopora (CO]I);

npuHLIUIEI U QyHKIMK paboTsl B CO/I;

MCIIOJIb30BaHuE U(POBBIX HHCTPYMEHTOB,;

OpPHEHTUPOBAHHE B OCOOCHHOCTSX MPOrPAMMHOI0 OOECIICYCHHUS;

UCIIOJIb30BaHUE TEKCTOBBIX PEAAKTOPOB JUISI CO3/MaHUS IUCEM U  BEICHHS
JEeNOTIPOU3BOCTBA.

B PE3YIIbTATC OCBOCHMUA I[&HHOﬁ JAUCITHUITIINHBI FOCYI[&pCTBGHHLIﬁ Fpa}KI[aHCKI/Iﬁ

CITY KaIllui T0JHKEH

3HamMb.

- ocHOBHbI€ pUHIUIKI paboThl B AUC «Hanor-3»;

- (DyHKIMOHAJIbHYIO YacTh 3JIEKTpOoHHBIX cepBucoB @PHC Poccuu;

- IPOrpaMMHBbIE NPOAYKTHI IIPU BEAEHUU IJIEKTPOHHOTO JOKYMEHTO000POTa;

- OCHOBBI ITIPABOBOTO PETYJIUPOBAHUS IJIEKTPOHHOM MTOAIUCH;

- OCHOBBI IPUMEHEHU HUHPOPMALIMOHHBIX TEXHOJIOTUH;

ymems:

- IPOU3BOJUTH MUHUMAJIbHBIE HACTPOMKU Ha CBOEM paboueM MeECTe;

- ACII0JIB30BaTh NHTEpaKTUBHBIE cepBUCH U peecTpsl PHC Poccuy;

- OCYUIIECTBJIATH ONIEPATUBHBIN MOMCK HEOOXOAMMON HHPOpMaIUH 1o Oase;

- IPUMEHSTH ITapaMeTPbl TUIIOBOU MHCTPYKLMHU IIPU CO31aHUU JOKYMEHTOB;

- BUSYyQJIIM3UPOBATH IAHHBIE U MPEJICTABIATh UX B BUJE CIIAWI0B IPE3CHTALNM;
8nadems HABbLIKAMU.

- paboThI ¢ snekTpoHHbiMU cepBucamu ®HC Poccuy;

- CO3aHUs MPE3EHTAUNN U MMOATOTOBKU K CAMOCTOSITEIbHOMY BBICTYIUICHUIO;
- 00pabOTKM U MOJTOTOBKH JTOMOJHUTEILHON JOKYMEHTAIIMH, PUMEHUTEIBHO K

IEKTPOHHOMY TOKYMEHTOOOOPOTY.

2 Hcnonb3zoBanne unugpoBbIX HHCTPYMEHTOB M HH(OPMAIMOHHBIX Bun

TEXHOJIOTHH B 1eATEJbHOCTH HAJTOTOBbIX OPTraHOB
3aHATHA

ABromarusupoBanHas nHpopmanronnas cucrema ®HC Poccun AUC

2.1 [IpakTuka
Hanor-3 xak uudponas s3xocucrema
[Tpununs! paboThl U GpyHKIMOHAN 1eKTpoHHBIX cepBrucoB PHC Poccun

2.2 PHHI P (bynxu P P ITpakTuka
Hcnonb30BaHne 0QPUCHBIX IPOTPaMM B YCIIOBUSAX UMIIOPTO3AMELICHUS

2.3 ¢ porp y P 1 [IpakTuka
CoBpeMeHHbIE (OPMBI U METO/BI AaHAJIN3A JAHHBIX

2.4 P (op Al 1l ITpakTuka
Henanorosslie peecTpbl HATOTOBOM CITYX ObI

2.5 peectp YK Jlexmsa
[IpakTiueckast Bu3yanuzauus: ciaiapl, nadorpaduka, TabIus 1

2.6 P y 1 et HHGorpaguxa, H [IpakTuka
JOKYMEHTBI

O6bem 3ansatuii no nucuurinHe — 20 yacoB (33% oT Bcero ooObema NporpaMmbl).



PedepaTuBHoe onucanue reM

2.1. ABromatusupoBanHas nHpopmauuonHasa cucrema ®HC Poccun (AUC
Hauor - 3) kak nugposasi 3kocucrema.

N3yyeHne OCHOBHBIX MOJIOKEHHI HOPMATUBHO-TIPABOBBIX AKTOB IO HAIPABJICHUIO
Konnenmuss paGoThl HANOTOBBIX OPraHOB B COBPEMEHHBIX YCIOBUAX LU(POBOU
SKOHOMUKU. PaboTa 1Mo MpUMEHEHHIO MPOrPAMMHBIX KOMIUIEKCOB HAJIOTOBBIX OPraHOB
npu padote ¢ /1O Ha paboyux MecTax B HaJOTOBBIX OpraHax.

2.2. llpuHumunel padoTsl M GyHKIHOHAJ 31eKTPOHHBIX cepBucOB @PHC Poccun.

[IpaBoBOE peryiupoBaHUE BOIPOCOB, KAacAlOUIUXCS CEPBUCHOTO OOCTY>KWBAHUS
HAJIOTOIUIATEIIBIIMKOB C HMCIOJIb30BaHUEM HWH(MOPMAIMOHHBIX TeXHOJOrui. Pa3Butue
CEPBUCHOTO OOCITY)KMBaHUSl HAJOTOIUIATENBIIUKOB C HCIOJb30BAaHUEM HWHTEPHET-
cepBucoB ®HC Poccun «JIndunbiii kKaOMHET HAJIOTOIUIATENbIIUKA JIJI1 (PU3UICCKUX JIUID,
«JInynplii kaOWHET HaJOroIUIaTeNbIIMKA WHIUBUIYAIBHOTO MIPEIIPUHUMATENS .
ITopsnok MCNONB30BAHUSA JIEKTPOHHOW NMOANMUCH. AHAIW3 MPAKTUYECKUX CUTyalud MO
paccMaTpuBaEMbIM BOIIPOCAM.

2.3. Ucnoab3oBanue 0UCHBIX POrpaMM B YCJIOBHUSIX MMIIOPTO3aMeIlleHHUs.

OcHoBHble nporpamMmMubie TpoayKThl [T "MoitO¢uc". Pa3BuTue HaBBIKOB paOOTHI
¢ npoaykramu «MonOduc Texct» u «MoitOduc Tadbnuuay.

2.4. CoBpemeHnHbl€e (opMbI M METObI AHATNU3A JAHHBIX.

Bo3MokHOCTH 35eKTpOoHHBIX Tabmurn MS Excel mns ananutudeckoit paboOThI
HaJIOTOBBIX OPraHOB: ABTO3AIIOJIHEHHE, IOJICYET POMEKYTOUHBIX UTOIOB, KOHCOIUIALIHS
JAHHBIX, CO3J]aHUE CBOJIHBIX TAa0IMI], OopMaTHPOBAHUE TAOIIHII.

2.5. Henasorosblie peecTpbl HAJIOTOBO CJIY:KObI

OnTtumuzanuss paboOThl € peecTpaMy HaJIOTOBOM ciayxObl. PopMupoBaHue,
NOpsOK paboOThl W MPEAOCTaBICHMS] CBeAeHUN U3 peecTpoB. OTKpBITBIE U
o0LIEA0CTYTHBIE CBEACHUS. DKCTEPPUTOPUATBHOCTD B OOCITYKUBAHHH.

[IpakTryeckne acnekTbl padOThl HAJIOTOBOM CITYKObI C HEHAJIOTOBBIMU PEECTPAMH.

2.6. IlpakTuyeckass Bu3yaJuzanus: cjaaiapl, uHporpaduka, TadaIUUbI H
JOKYMEHTBI.

[Tpumenenne nporpamMmmuoro npoaykra MS PowerPoint mist co3nanus Bu3yanbHbIX
Mpe3eHTAMOHHbIX MaTtepuasioB. Co3ganue npe3eHtanuu ¢ «0». OCHOBHbBIE OIIUOKHU MpU
co3maHuu TyOnuuHBIX Tpe3eHTtanuii. Uudorpaduka: moHsTHe, MpUMEpPHI, BapUAHTHI
COCTaBJICHUS.

MeTtoauveckue peKOMEHIANU

B yueGHoit pabore O0ibIIOe BHUMaHHE HEOOXOIUMO YACISITH MPUMEHEHHUIO
COBpPEMEHHBIX (hOpM U METO/0B 00yueHus. [Ipu mpoBeeHUN JEKIIUUA 110 BO3MOKHOCTH
WCMOJIb30BaTh MPE3CHTAUM C TMOJAKIOYECHUEM K MYJbTUMEIUNHONW TEXHUKE. B
coJiepKaHUM 00YUYEHUS PUOPUTET OTIACTCS MPAKTUUECKOW HAMPABICHHOCTH O0YYECHUS:
paccMOTpEHUE TPAKTHUYECKUX MPUMEPOB PaOOThI € IJICEKTPOHHBIMU JIOKYMEHTaMHU,
noAroroBka mabsiaoHa gokymenta nmo 'OCTy, a Takxke paccMaTpUBaeTCsl BO3MOKHOCTH
nepexoa Ha MPOYKThl OTEUECTBEHHOTO MPOU3BOICTBA B YACTU UMITIOPTO3AMELICHMUS.

Jlns  mpoBeneHWs 3aHATHH KCIOJB3YIOTCS aKTUBHBIE METOAbI 00yuYeHWs,
CTUMYJIMPYIOIIME  TO3HABATEIbHYIO  JEATEIBHOCTh  CIylIaTesie, oOmupasch Ha



METOJMYECKHUE OCHOBBI MENArOrMYecKOd TEXHOJOrnu «Pa3BUTHE KPUTHYECKOTO
MBIIIICHUS.

TexHOIOTUYECKYI0 OCHOBY COCTaBIsieT 0a30Basi MOJENb TPeX CTaIHil «BBI30OB —
peanuzaiusi cMbiciia (ocMbICIeHUE) — peduiekcust (pa3MBIILICHHE)», KOTOpasi MO3BOJISIET
IIOMOYb CIIyLIATEeNIIM CaMUM ONPEIENATh LEId OO0Y4YEHHUs, OCYIIECTBIIATh AKTUBHBIN
NOUCK HMH(pOpPMALMM W PA3MBILUIATH O TOM, YTO OHM Yy3Hanu. Ha craaum BbI30Ba
(evocation) B CO3HAHUU CylIaTeNed MPOUCXOJUT MPOLECC AKTyaIn3allMd UMEIOIINXCS
3HaHUW W TpeJCTaBICHUH O mpeameTre u3ydeHus. [IocKoJpKy MpH 3TOM COUYETArOTCS
MHIMBUlyalIbHAs U TpynnoBas (opMbl paboThl, yuacThe clyliaTenel B 00pa30BaTeIbHOM
IpoLecce aKTUBHU3UpYETCs, (OpMHUPYETCsS [O3HaBaTEIbHBIH HHTEpec. Pesynbrarom
JaHHBIX MPOIIECCOB SABJIAETCS CaMOCTOSATENbHOE ONPENECICHUE MMHU LEIN AajbHEHIen
y4eOHOMU JesITeIbHOCTH.

Ha craguu ocmeicienus (realization) ciymatenb BCTyHaeT B HEMOCPEACTBEHHBIM
KOHTAaKT C HOBOM HH(popManuel — HocuTeleM HOBbIX wuaeil. Ilpoucxomut ee
cucrtematuzanus. Cranusa peduekcun (reflection) xapakrepusyercs TeM, YTO CIyIIATENN
3aKPEIUISIIOT HOBBIE 3HAHMS W aKTUBHO NMEPECTPAaUBAOT COOCTBEHHBIE MPEICTABICHUS C
T€M, 4YTOOBl BKIIOUYUTh B HHUX HOBbIE MOHATUA. TakuM o0pa3oM, NPOUCXOIUT
“npucBOEHHE” HOBOTO 3HaHUs M (OPMUPOBAHME HA €ro OCHOBE CBOErO
apryMEHTHPOBAHHOTO MPEACTABICHUS 00 U3y4aeMOM OOBEKTE.

B xone paboThl MO Takoil MOAENIN yyalluecs OBIaJIeBal0T Pa3IMUYHbIMU CIIOCOOaMU
MHTETPUPOBaHUSI UHPOPMAIIH, y4aTcs BbIpaOaThIBaTh COOCTBEHHOE MHEHHME HAa OCHOBE
OCMBICJICHUSI PA3JIMYHOIO ONBITA, UAEH M MPEICTABICHUN, CTPOUTh YMO3AaKIIOUEHUS U
JIOTUYECKHE LIENH JI0KA3aTENbCTB, BBIPAKAaTh CBOW MBICIN YETKO, MOHATHO IS IPYTHUX,
YBEPEHHO U KOPPEKTHO 110 OTHOILIEHUIO K OKPYKAIOILUM.

BueaynutopHas camocrosiTeNibHash pa0oTa BBIMNOJHAETCA CIYIIATEISIMH 10
3aJIaHUIO TIPEToAaBaTesi, HO 0€3 ero HeMmoCPEACTBEHHOTO YYacTHsl.

C nenbto ompeneneHusi KayecTBa YCBOEHHUS Marepuasa MPOBOJIUTCA MPOBEpKa
3HAHUM CiylmaTenel C HUCMOJb30BAHUEM COBOKYMHOCTH KOHTPOJIBHBIX 3aJaHUi U
BOITPOCOB B BUJI€ TEKYLIETO U UTOTOBOTO KOHTPOJISI.

Texymuii KOHTPOJIb OCYIIECTBIISIETCA Ha JIEKIUAX B CAMBIX pa3HOOOpa3HbIX (popmax
— ompoca ciyliareyield Mo U3y4YeHHbIM BOIpPOcaM, AHAJIOra ¢ MPernoaBareyieM BO BpeMs
JIEKLHH, POMEXYTOYHOTO TECTUPOBAHMSI, BBIIIOJHEHUS CIYIIATEIIMU HHINBHTyaIbHBIX
3a1aHUM 110 TEMaM U3y4aeMOW TUCLUIUIMHBI.

IIpakTn4yeckune 3a1aHusA

3apanue 1.

[TocMOTpeTh M TPOBEPUTH MPABHUIBLHOCTH CBOMX OOBEKTOB HAIOTOOOJOXKCHHUS B
unrepHet-ceppuce ®HC Poccun «JInunbiii kabuner st dusmyeckoro ymima». Kak
3aIOJIHSIOTCS JIaHHBIC, COJIEpIKAIlle CBEICHHS MO OAHKOBCKMM CUETaM: POCCHHUCKHUM,
3apyOeKHbIM?

3aganmue 2.

[TpoBepuTh OTCYTCTBHE 3a0JKEHHOCTH 110 YIIJIATE HAJIOTOB yepe3 nHTepHeT-cepsuc ®HC
Poccun «JInunblit kaOUHET AJ11 PU3UUECKOTO JTUIAY.
3aganmue 3.



HacTtpouth mapameTrpsl CTpaHULBI C HCHOdb30BaHHEM HHCTpYMEHTOB [10 «MoitOduc
TexcT» cormacHo TUNOBOM MHCTPYKUMH 10 JETONPOU3BOACTBY.

Bomnpocs! 1151 caMOKOHTPOJISE
1. Ha ocHoBe 3nanmii HarmonanbHOTO cTanmapta poccuiickon pemepanuu ['OCT P
7.0.97-2016 moaroToBbTe IIA0JIOH HMCXOJSIIETO MHUChMa B APYrodl HAJIOTOBBIM
OpraH.
2. C nomompto kakod Braagku I10 «MoiOduc Tekct» MOKHO HACTPOUTH
KOMITAaKTHBIN BHJI MTAHEIN HHCTPYMEHTORB?
3. Kakwue nenanorossie peectpbl Beqer ®PHC Poccun?

Cnucok aureparypsl

=

Hanuonanshsiii crangapt poccuiickoit dhenepamuu. 'OCT P 7.0.97-2016

2. KamnrepeB Anekceii. MactepcTBo npe3enTanuii: Kak co3gaBath npe3eHTaIum,
KoTopble MOryT u3MeHuTh Mup/A.Kantepes. - M.: OKCMO, 2013. - 336 c.

3. Kapneesa, H. M. Hcnons3zoBanue Microsoft Excel B paboTe HaJOroBBIX OpraHOB:
yueOHo-MeTonuueckoe nocodue / H.M. Kapneesa; coast. H.A. IlanoBa. — H.
Hogsropona: IlpuBomxckuii nH-T nossimenus kBanupukanun GHC, 2018. — 58 c.

4. CoBpemeHHble MH(OPMAIIMOHHBIE TEXHOJIOTMH KaK OCHOBA COBEPILIEHCTBOBAHMS
HAJIOTOBOM CHCTEMBI: MaTepHalibl Hay4YHO-NpakTUYecKol KoHpepeHmu (HuxHuit
Hosropox 22 mas 2018 r). — H. HoBropoa: IIpuBOKCKHIT MH-T TMOBBIIICHUS
kBamukanuu GHC, 2018. — 246 c.

5. Hanensu, T.5. UadopMaliioHHbIE TEXHOJIOTUH B HAIOTOBOM aIMUHUCTPUPOBAHUU:
yueOnoe nocooue / T.A. Janensu. — M.: IEHAH/I, 2019. — 264 c.

6. [udpoBbie TEXHOJIOTUU HAJIOTOBOTO aIMUHUCTPUPOBAHUS: MOHOTPAa(U /IO Pel.
N.A. Maiibyposa. — M..IOHUTU-ITAHA, 2019. — 263 c.

/. I'punea E.T". [Iporpammuoe obecnieuenue «MoiOduc craniapTHBIN.

«MoitOduc Texkct»: yuebHo-meToauueckoe nocodue/ - H. HoBropo:

[IpuBosmkckuit THCTUTYT noBbIeHus kBanupukaun ®HC Poccun, 2020. - 85 c.

PABOYAS ITPOTPAMMA JTUCHUITJIMHBI

IIcuxosnorust npogeccuoHaAIBLHOU AeATEIbHOCTH

(HanMeHOBaHUE Y4eOHOU TUCIIUTUINHEI)

Beenenue

HanoroBasi nesTeabHOCTh MPOTEKAEeT B 00JIACTH OOIIECTBEHHBIX OTHOIICHUW U
OTJIMYAETCSl pa3HOOOpa3veM pelIaeMbIX 3a7ad M OCOOEHHOCTBIO TpyHa: HANpPsHKECHHOU
MHOTOYaCOBOM JCSATEIBHOCTHIO MPHU JeUIINTE BPEMEHU Ha OOJyMBIBAHHE aJCKBATHBIX
neucTBui, paboTo ¢ OodbIIMMH  OOBEMaMU  OyXTanTepckoil  WHGOpMAIHH,
HEOOXOJAMMOCTBIO OBICTPOTO TEPEKIIOYEHUsT € OJHOW MpoOJieMbl Ha JpPYTYIO,
HECOBITaJICHUEM HMHTEPECOB C MapTHEpaMH IO JI€JIOBOMY B3amMojelcTBhio. Paborta
COTPYIHUKOB C TpakJaHaMH CBsi3aHA C HEMOCPEACTBEHHBIM B3aMMOJICHCTBHEM C
HAJIOTOIUTATEIIbIIUKAMH, OOpAIIAIOIIMMUCS B MHCIICKIIMIO ¢ BO3HUKIIUMHU TPOOIEMaMHu.



D10 TpebyeT OT COTPYAHUKOB NPO(ECCHOHATHHBIX 3HAHWUW B OOJACTH TICUXOJIOTHH.
Bricokuil ypoBeHb pa3BUTHS MCUXOJIOTUYECKON KOMIETEHTHOCTH TO3BOJIUT COTPYIAHUKY
3¢ (HEeKTUBHO BBIMOIHITH CBOM (YHKIIMOHATIbHBIE 00SA3aHHOCTH.

esu, 32124 1 MeCTO Y4eOHOM JUCUUILIMHBI B IIPOLecCe NMOBBILICHUS
KBaJIMpuKaAIUU

I]ens nzydeHus NaHHOM TUCHUIUIMHBI COCTOUT B (DOPMHUPOBAHUH HOBBIX U Pa3BUTHH
paHee  NPUOOPETEHHBIX  NPO(PECCHOHAIBHBIX  KOMIIETEHIUH  TOCYJapCTBEHHBIX
IPaXJIaHCKUX CIYXallMX B YacTU 3HAHUN BOIIPOCOB ICUXOJOTMH HPO(EeCCHOHATBLHOU
JESITEIbBHOCTH COTPYIHUKOB HAJIOIOBBIX OPTaHOB.

B pamkax 3asBJI€HHON TEMBI JOJKHBI ObITh PEILIEHBI CIEAYIOUINE 3a/1a4u:

1) coznanue ycnoBuil 1js TpaHChopMaui yueOHO-T1I03HAaBATEIbHON 1€ATEIbHOCTH
cllyliaresnei B mpoecCUOHANBHYIO AESITEIbHOCTh FOCCIYKAIIUX HAJIOTOBBIX OPIaHOB;

2) pa3BUTHE CITIOCOOHOCTH M TOTOBHOCTH HMCIIOJIb30BaTh 3HAHUE METOJIOB U TCOPHIA
MICUXOJIOTUYECKOM HAyKHU B MTPAKTUKE NPOo(heCcCUOHATBHOU NeATEIbHOCTH;

3) oOyuenue mnpuemaM 3(PQPEKTHUBHOTO  B3aUMOJEHCTBUS B  IpoIlecce
PO ECCUOHATIBHOM IESITEIbHOCTH.

Ilnanupyembie pe3yJbTaThl 00yUeHUs

B pe3ynprare OCBOCHMS NAHHOW IPOTIPAMMBbI TOCYJAAPCTBEHHBIM T'PaKIaHCKUU
CITyKaIllUi TI0JDKEeH
3HamMb.

— OCHOBHBIE TPUHITUIIBI KIIMEHTOIEHTPUYHOTO B3aUMOICHCTBUS;

— npuembl 3GPEKTUBHON KOMMYHUKAIIHH,

— TEXHOJIOTUU YINpaBleHUs KOH(IUKTaMU;
ymemn:

— OTCTauBaTh CBOIO TMO3UIMIO, 0OOCHOBAHHO MPHUHUMATh PEIICHHUS M COBEPIIATH
JEHUCTBUSA B TOYHOM COOTBETCTBUU C 3aKOHOJATEIHCTBOM;

— TPHUMEHSTh IICUXOJIOTMYECKUE 3HaHUs [Js obecnedeHus MpodecCHuOHaIbHON
CITyK€OHOU eATEIbHOCTH IOCYJAPCTBEHHBIX MPAXKIAHCKHUX CITYXKaIUX;

— 3(h@eKTUBHO B3aMMOJICUCTBOBATh B XOJI€ CIYKEOHOM JESATETbHOCTH B
COOTBETCTBMM C D3THYECKUMU M TPABOBBIMH TPEOOBAHUSIMHU K CIy>KEOHOMY
MOBEACHUIO;

— TPUMEHSTh METONbI MPODUIAKTHKU CTpecca, MPoheCcCHOHATBHOTO BBITOPAHUS H
Pa3BUTHUS CTPECCOYCTOMUMBOCTH B MPAKTUKE MPO(HECCHOHAIBHOM 1eATEeIbHOCTH.
enadems HAGLIKAMU.

— paboThl B KOMaH/E, BBICTPAWBAHHS MEXJIMYHOCTHBIX OTHOIICHHUM, pEIICHUS
MPOOJIEMHBIX BOMTPOCOB, TUTAHUPOBAHUS IMIYHOTO BPEMEHH;

— 3¢ (}EeKTUBHOTO B3aMMOJICUCTBUS, MPEIYNPEKACHUS U Pa3pelIeHus] KOHMIMKTHBIX
CUTYaLUH.



. Bun
3 | Icuxosiorusi npogeccHOHAIbHOM 1eTeIbHOCTH .
3aHATHI
31 TpeHUHT pa3BUTHA KOMIICTEHIIUN BHEIIHEW U BHYTPEHHEN
" | KIIMEHTOLEHTPUYHOCTH [TpakTuka
BapuaTruBHas yactb
3.2 | Ilcuxonorus >3pPpeKTUBHBIX KOMMYHHUKALIUN
b YHHKAL [IpakTuka
3.3 | TpenuHroBasi MOATOTOBKA 110 aBJICHUIO KOH(IMKTaMU
p A M b IIpakTuka
3.4 | JImunas 3¢ppeKTUBHOCTH TOCYAAPCTBEHHOTO I'PAXKIAHCKOTO CIIY’KaIIEeTo TpaxTuxa

O0Obem 3ansTuil o aucuminHe — 8 yacos (15% ot Bcero o0bema mporpammai).
PedepaTuBHOE oncanue Tem

3.1. TpeHuHr pa3BuUTHSl KOMIETEeHUMH BHelIHed W BHYTpPeHHeil
KJIMEHTOLCHTPUYHOCTH.

Komnerenuust 3¢phekTuBHON KIMEHTOOpUEHTHpOBaHHOCTU. OOyueHue npuemam
YCTaHOBJICHHSI KOHTAaKTa C HAJIOTOIUIATEIBIIUKOM. ITpuembl CHATUSA
MICUXO3MOLMOHANIBHOIO HampsbkeHus. Pa3BuThe HaBbIKOB 3((PEKTUBHOrO mpHEMa,
00paboOTKM U nepeaadn nHpopManuu B npouecce KOMMyHUKauu. OBiaieHHe HaBbIKaMu
s dexTuBHOTO cnymanug. HaBplku mosiydeHust M nepenayu oOpaTHou cBsizu. Pa3zBurtue
HAaBBIKOB apryMEHTAIlMU U KOHTPAPryMEHTALMK. BOpOCkl HaoromiareabuuKa 1 OTBETHI
Ha HuX. OsnageHne >3PQPEKTUBHBIMH CTPATETUSAMH KIMEHTOOPUEHTUPOBAHHOIO
MOBEJEHUS IPU B3aUMOJEHCTBUU.

3.2. llcuxoJuiorusi 3¢pPeKTUHBHBIX KOMMYHHKAIUIA

[Tonsitue nenoBoro oOmeHus. [lcuxonmormyeckue mpUEMbl BIUSHUS —Ha
cobecennuka. IlcuxorexHonoruun yoOexaaromero BozaedcTBus. OtrpaboTka MpaBUIl
yoexnenus. Buasl manunymsinuii. [IpreMbl TpoTUBOICHCTBYSI MAHUTTYJIAIUAM. TEeXHUKU
cnymanus. Ilomyuenue oOpatHOM cBsizm oT cobOecemnuka. OrneHka 3¢h(EKTUBHOCTH
KOMMYHUKAaI1H.

3.3. TpeHHHIrOBasi NOATOTOBKA MO YNPABJEHUI0 KOH(PINKTAMH.

TexHonorun ynpaBieHUs KOH(MIUKTAMH Ha TOCYJIapCTBEHHOM TIpaKIaHCKON
cinyx0e. AHanu3 M NPOTHO3UPOBAHME TMOBEACHMS HAJOrOIIaTeNbUIMKOB. OBiajeHue
HaBbIKAMH 3()PEKTUBHOrO MOBEACHUS B KOHQIMKTHOM cuTyaunuu. B3aumopeiicTBue c
KOH(JIMKTHBIMU TUYHOCTAMHU. Pa3BuTHE HABBIKOB pa3penieHusl KOH(MIUKTHBIX CUTYalUH.

3.4. JIuuHast 3PpPeKTHBHOCTH rOCYAAPCTBEHHOT0 IPAaXKIAAHCKOIr0 CJIyKalIero.

dopMUpOBaHUE U PaA3BUTUE KIIOUYEBBIX KOMIETEHIIMI COTPYAHHKOB HAJOTOBBIX
opraHoB. Co3maHue HWHIWBUAYAJIbHOW JOPOKHOW KapThl pa3BUTHUS. ['OTOBHOCTH K
U3MEHEHUsIM, (OpMUpOBaHME yMEHHUS paboThl B KomaHzae. [IpakTuueckue acmekTbl
paboThl B KOJUIEKTHUBE (HABBIKH, CIOKHOCTH, MOTUBALIUA U T.1I.)



IIpakTuyeckue 3aJaHUus

3ananme 1.

Ha nuyHplM nmpueM B HAJIOrOBYIO HHCHEKLIMIO IIPUIIEN arpeCcCUBHO HACTPOCHHBIN
HaJiororiarenpuk. Ha npemioxkenne cOTpyaHUMKA WHCIEKIUU IPUCECTb, OH OTBETHII
OTKa30M M OCTaJICS CTOSITh, BO3BBIIASACH HaJ HUM. [IpaBuibHbIE NEUCTBUSA COTPYIHUKA B
JAHHOW CHTyaluu:

1. BCTaTh M pa3roBapuBaTh ¢ HUM Ha OJTHOM YPOBHE;

2. MOBTOPSATH MPEIOKEHHUE MMPUCECTh, ITOKA HE COTVIACUTCS;

3. NonbITaThCs ycrokouTh: «He BonnylTecs! He kpuunte!»

4, IyCTh CTOUT, a BBl OyieTe cHaeTh 3a CTOJI0M, MPOI0JIKas pa3roBOP C HUM.
3aganue 2.

Boznukia konduukTHas cutyaius Mexxy Bamu u koieroit uz-3a Barmeit ommOku. Baim
JNEUCTBUS

1. «3BUHHTE, ceilyac BCE UCIPABITIO»
2. «HukTO He 3acTpaxoBaH OT OLIUOOK!»
3. «Bbl uTO caMu HUKOT/1a HE OIIMOamuch?!»
4. «1 Hu ipu yem, 370 cOOM IPOrpPAMMBD»Y
3aganue 3.
Ecnu xonnera Haunnaet ¢ Bamu cioputs, 0osiee 3pdextuBHOM OyeT dhpaza
1. «BpI ommbaeTech, Ha caMOM JieJie BCE OOCTOUT HE TaK»»
2. «He HyHO cO MHO# CIIOPUTB, 51 B ’TOM pa3OUparOCh JIyUIle
3. «Bb1 3Haere, y MeHs apyras WHGOpMaIUs, HO BO3MOXHO sI OLIMOAIOCh.
JlaBaiiTe jydiiie BMECTe IpOBEpUM (HAKThD)
4, «Y CIIOKOMTECH, HE HY’KHO HEPBHUYATHY
3ananmue 4.

[Ipn B3auMOJEWCTBUM C MAPTHEPOM MO OOILIEHWIO, ISl TMOHMMAHHUS CMBIC]IA €ro
BBICKA3bIBaHUH, 3P(HEKTUBHBIM PUEMOM CITYLIAHUS SBIISCTCA:

1. nepedpazupoBanue ¢ pacuPpoBKOi CMbICIa COOOIIEHNUS;
2. COUYYBCTBHE U COTICPESIKUBAHUE EMY;
3. UTHOPHUPOBAHHUE €TO BHICKA3BIBAHMIA,
4, MOJTYAJIUBOE CIIYIIAHWE ¥ KHBAHUE TOJIOBOM
3aganme S.

3anummre 5 « ThI-BRICKa3bIBAaHUI IO PE3YJIbTaTaM CaMOHAOIIOJCHUS M HAOIIOCHUS 3a
koJuieramu. IIpoananu3upyiTe NMOCHEACTBUS MX HMCIOJIB30BaHUS (KaKM€ YyBCTBA OHU
BBI3BIBAIOT). [lepedpasupyiite ux B «SI-BhICKa3bIBaHUS» B COOTBETCTBUH C MPABWIIAMU UX
dbopmynupoBanus. Pe3ynbpratel mpencTaBbTe B BUIE TAaOIUITHI.

TreI-BBICKA3BIBAHUE IlocnencTBus SI-BBICKA3bIBAHUE

GIENTRI TP
1©




3aganue 6. Ilpogymaiite ©W HamumuTe S5  MEpPONPUSATHIL Ha  ypOBHE
OT/IeTIa/MHCTICKIINY, HANpPABJICHHBIX Ha MPOPUIAKTUKY MPOGECCHOHATBHOTO CTpecca
COTPYIHHMKOB. YKaXHUTE 1EJIb KAXKI0I0 MEPONPUATHS.

MeTozmqecKne PEKOMEHIAIUNA

B yuebnoit pabore OompIIOoe BHMUMAaHHE HEOOXOAUMO YAETSATh MPUMEHEHHIO
COBpEMEHHBIX (popM 1 MeTO10B 00yueHus. B conepkannn 00ydeHMst IpUOPUTET OTAETCS
IPAaKTHYECKOI HAIPaBICHHOCTH O0YUYEHMUS.

JUis TnpoBeneHUs 3aHATHM MCHOJIB3YIOTCS AKTHUBHBIE METOJBl OOy4YeHUS,
CTUMYJIMPYIOIIME [O3HABATEIbHYIO  JACSATENBHOCTh  CylIaTeNed, Onupasch Ha
METOJUYECKHE OCHOBBI IE€JAarorMyeckoil TexHonoruu «Pa3Butue KpUTUYECKOTO
MBILLIICHUSI.

TexHoIOrMYeCKyl0 OCHOBY COCTaBJsieT 0a30Basi MOJENb TPEX CTaIUil «BBI3OB —
peanuzaius cMbiciia (ocMbICiIeHUE) — peduiekcust (pa3MBIILICHHE)», KOTOpasi MO3BOJISIET
MIOMOYb CIyIIATeNIIM CaMUM ONPEIENSATh LETu O0y4YeHHUs, OCYIIECTBISTh AKTHBHBIN
MOMCK MH(OpMaMU W Pa3MBIIUIATH O TOM, YTO OHM Yy3Hanu. Ha crangum BbI30Ba
(evocation) B CO3HAHMM CIyLIATENEH MPOUCXOAUT MPOLECC AKTYaTU3ALNN WMEIOIIHUXCS
3HAHUW W TPEACTABICHUN O NpeaMeTe n3ydeHus. [IOoCKOIpKy Ipu 3TOM COYETaroTCs
WHIUBUyalIbHAS U TPYyNNoBas (popMbl pabOThI, yHacTHE CllylIaTesield B 00pa3oBaTEIbHOM
IpoLecce aKTUBH3UpYyeTcs, (opMHpyeTcs IO3HaBaTeNlbHbIM uHTEepec. PesynpTaToM
JAHHBIX IPOLIECCOB SBIISIETCA CAMOCTOSATEIBHOE ONPEICICHUE MMH LIEJIA JajJbHeHnen
y4eOHOM! JesITeIbHOCTH.

Ha cramuu ocmeicienus (realization) ciymiaTenb BCTYHaeT B HEMOCPEACTBEHHBIM
KOHTAaKT C HOBOM wuHpopManmer — HocuteneM HOBbIX wuzaeil. Ilpoucxomut ee
cuctematuzanus. Cranus peduexcuu (reflection) xapakrepusyercst TeM, YTO CIYIIATEIH
3aKpEIUISIIOT HOBBbIE 3HAHUS M aKTUBHO NEPECTpauBalOT COOCTBEHHBIEC MPEICTABICHUS C
T€M, 4YTOOBbl BKIIOUUTh B HHUX HOBbIE MOHATUA. TakuM o0pa3oM, NPOUCXOIUT
“npucBOeHHE” HOBOTO 3HaHUs M (OPMUPOBAHME HA €ro OCHOBE CBOErO
apryMEHTUPOBAHHOTO MPEACTaBIEHUsS 00 N3y4yaeMOM OOBEKTE.

B xoze paboThl O TaKOW MOJENH yYalllMecs OBIAAEBAIOT PA3IMYHBIMU CIIOCOOAMHU
MHTErpUPOBaHUS MH(OpPMALIMK, y4aTCsl BbIpadAThIBATh COOCTBEHHOE MHEHUE HA OCHOBE
OCMBICTICHUSI PA3JIMYHOrO ONBITA, WAEH M MPEICTABICHUN, CTPOUTh YMO3AKIIOUEHUS U
JIOTUYECKHE LIENH JI0KA3aTENbCTB, BBIPAKATh CBOU MBICIU YETKO, MOHATHO ISl IPYTHUX,
YBEPEHHO U KOPPEKTHO MO OTHOIIEHUIO K OKPYKAIOLIUM.

C nenbto ompeneneHuss KayecTBa YCBOEHHUS Marepuaia IPOBOAUTCS MPOBEPKa
3HAHWM CIIYIIATEJIE C WCHOJIb30BAHUEM COBOKYIHOCTHM KOHTPOJBHBIX 3aJaHUN U
BOITPOCOB B BUJIE TEKYLIETO U UTOTOBOTO KOHTPOJIS.

Texyiuit KOHTPOJIb OCYIIECTBIISIETCSI B CAMBIX pa3HOOOpa3HbIX (popmax — ompoca
CIlylIaTesIeld 10 M3YYEHHBIM BOMpPOCaM, AHAJIOra C MPENoAaBaTEIeM BO BPEMS 3aHATHUH,
MIPOMEKYTOUHOT'O TECTUPOBAHUS, BBIMOJHEHUS CITYIIATEISIMU MHIUBUTYAJIbHBIX 3aJaHUI
M0 TeMaM U3y4aeMOu JUCIUTIINHBIL.
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OPTAHU3AIIMOHHO-IEJAT'OT'NMYECKHE YCJIOBUSA

[ToBbIieHre KBaMM(pUKANK TPAKIAHCKUX CIYXKAIIUX OCYIIECTBIACTCS ITyTEM
HEIMOCPEICTBEHHOTO OOIIEeHMs CIymaTenss ¢ TpernojaBareieM B o4yHOM ¢opme. B
coJiepKaHUU O0yUCHHUSI PUOPHUTET OTAACTCS MPAKTHICCKOW HAMMPABICHHOCTH O0yUCHHUS.

[Ipu npoBeieHNN 3aHATUNA 00s3aTEIBLHO YUUTHIBAETCS paclpeielieHne BpEMEHH Ha
JEKIIMOHHBI MaTephal W BBIIOJHEHUE MNPAKTUYECKUX 3aHATUM B COOTBETCTBUM C
YTBEPKJICHHBIM Y4eOHO-TEeMaTUYECKUM IIaHoM. [IpakTuueckue 3ailanus MpeanoaaraloT
paz00p CHOPHBIX U MPOOJIEMHBIX CUTYAIM U3 MPAKTUYECKON pabOThl, CAMOCTOSATEIHLHOE
pElLIECHNE MPAKTUYECKUI 3aJaHUM CITyIIaTEISIMH.

Ha neKkiMoHHbIX 3aHATHSIX U3JararoTcsi HauboJiee BaKHBIE U CIIOMXHBIE BOMPOCHI,
ABJISIFOIIMECS] TEOPETUYECKOW OCHOBOM HOPMATHMBHBIX [IOKYMEHTOB W MPAKTUYECKHUX
nercTBui. YacTh JEKIMA MOXKET M3Jaratbesi MpoOJIEMHBIM METOJOM C MPHUBJICUCHHUEM
CiymaTtenen sl perieHus chopMyIupOBaHHBIX MPenoiaBaTeeM MpooIeM.

Ha npaktruueckue 3aHATHSI BBIHOCATCSI BOIIPOCHI, YCBOCHHE KOTOPBIX TpeOyeTcs Ha
YpPOBHE HABBIKOB M yMeHUW. [Ipu mpoBeAeHUM MPaKTUYECKUX 3aHITUH HEOOXOIUMO
OoTpalaThiBaTh 3aJIaHMs], YUUTHIBAIONIME CHEUU(PUKY BBIMOJHAEMBIX (DYHKIIMOHAIBHBIX
00sI3aHHOCTEN CITylaTeNs MU KypcoB 0 CBOEMY NMPpo(deCCHOHATBLHOMY MpeIHaA3HAUYCHHUIO,
B TOM 4YHCJIC TpeaycMaTpuBaTh 3aJlaHusl ¢ MPOBEICHUEM JEJIOBBIX UTp (PMU30JI0B) U
CO3/IaHUEM CUTYaALUM, MOJAEIUPYIOLINX TUIIOBbIC HAPYILICHUSI.

B mnpomecce mpakrtuueckoro oOydeHHs 0cO00€ BHUMAHUE CIEAYET VYACNATh
(GOpPMHUPOBAHUIO W PA3BUTHIO Y CIHylIaTeled MPaKTUYECKUX YMEHHH, HABBIKOB U
KOMITIETEHLIUM.

JIns mpoBeeHUS MPAKTUYECKUX 3aHATUI JTOJKHBI UCIIOJIb30BAaThCSI METOANYECKUE
pa3pabOTKH, TO3BOJISIONINE UHIMBUIYAIM3UPOBATh 3a/1aHUs 00y4aeMbIM B 3aBUCUMOCTHU
OT WX JIOJDKHOCTHBIX Kareropuid. Takue 3amaHusi MPEACTaBISAIOT coO0M MpoOJIeMHbBIE
CUTYyallMOHHBIE BapHaHThI, pa3IUYaromuecs: MOJCIIMU HH(OPMAIIMOHHBIX CHUCTEM, U
Ha0OpOM KOHKPETHBIX JEHUCTBUHM, CYIIECTBEHHBIX ISl OMNpEAeIEHHBIX KaTeropui
00y4yaeMbIX, OOBEIMHEHHBIX B COOTBETCTBYIOIIYIO MOATPYIIITY.

B xone camocTosiTenbHOM pabOTHI chymiatesnn 0ojiee EeTaIbHO paccMaTpUBAIOT
BOINPOCHI, U3yYAEMBIE B X0JI€ JIEKIIMOHHBIX 3aHATUM, TOTOBSATCS K 3aHATUSIM U 3aKPETLUIAIOT
YMEHHSI W HAaBBIKU, MOJYUYECHHBIC MPU OTPabOTKE HA MPAKTHUUYECKUX 3aHATUSIX. B Xxome
CaMOCTOSTEIILHON pa0OThl CIYIIATENSIM MPEIOCTABISIETCS BO3MOKHOCTD TOJIH30BAHUS
WHTEpPHET pecypcaMu y4eOHOTO 3aBEJICHMs, Ha KOTOPBIX pPa3MEIIEHBI JJIEKTPOHHBIC
y4eOHHUKH, TPOOHBIE TECThI, a TaKXKE IMOJy4aTh KOHCYJIbTAI[MOHHBIC YCIYyTH OT
MPENO/IaBaTENIe HHCTUTYTA.

VYyebnas 6a3a MHcTUTyTa OCHAIlEHA COBPEMEHHBIMU TEXHUUECKHUMH CPEJICTBAMHU
JUTsl oOecniedeHusl yaeOHoro mporiecca. JISKIMu 1 MpakTHYeCKUe 3aHATUS POBOJATCS B
ayAUTOPUAX, OCHAILICHHBIX KOMITBIOTEPOM, MYJIbTUMEIUNHBIM ITPOEKTOPOM, SIKPAHOM M
JIOCKOM.

KomneloTepHusie  kiacchl  000OpYJIOBaHBl aBTOMATU3WPOBAHHBIMU  PaObOUYMMHU
MecTaMu JIsl IPOBEACHUS 3aHATUM 10 YUEOHBIM AUCITUIIMHAM U3 pacdyéTa OJIHO pabouee
MECTO Ha OJJHOTO 00YyYaroIIerocs Mnpy MPOBEICHUN 3aHATHI B JAHHBIX KJIaccax.

dopMupoBaHuEe MNPOPECCUOHAIBHBIX KOMIIETEHLIUH O0eCreuynBaeTcs IIUPOKUM
UCIIOJIb30BAaHUEM B y4eOHOM MPOLECCe aKTUBHBIX U MHTEPAKTUBHBIX (DOPM MpPOBECHUS



3aHATHI (KOMITBIOTEPHBIX CUMYJISITUH, IETOBBIX UTP, Pa300pa KOHKPETHBIX CUTYaIluii) B
COUCTAaHWU C BHEAYIUTOPHOU paboToil ¢ T1enplo (GOPMHUPOBAHUS U  Pa3BUTHUSA
po(eCCHOHATTEHBIX HABBIKOB 00yYarOIIHXCA.

Peanuzamms mporpaMMbl  oOecriedMBaeTCsl KaK INTATHBIMH IPENO aBaTeIISIMU
CIeIUaIN3upOBaHHBIX Kadenp AKageMuu, TaK W PYKOBOIAIIMMH H HAy4YHO-
NeJarornyeckuMu pabOTHUKAMHM oOpraHu3anui u BeAymux BY3oB, mpuBiekaeMbIMU
K peaju3aiuy MporpaMmMbl Ha YCIOBHUSAX IPaKIaHCKO-TIPAaBOBOIO JIOTOBOPA (KOHTPAKTA).

[Iporpamma noBbIIIICHUS KBATU(DUKALIMK MPETyCMaTPUBAET IIPOBEACHUE 3aHATHUIN B
COOTBETCTBHM C II€JIEBBIMM YCTAHOBKAaMM IPOTPAMMbI, KOTOpbIE OOCCIEYUBAIOT
TpeOyeMbIil ypOBEHb YCBOEHUS Y4YeOHOTro MaTepuana. 3HaHHS TPUOOpETaroTCs B
OCHOBHOM MPOBEJICHUEM JICKIIUH, TPAKTUUECKUX 3aHSATUM U CAMOCTOSITEILHON PabOTHI.
YMeHHUsT M HaBBIKM JOCTUTAIOTCS MPOBEICHUEM Psijia B3aUMOCBS3aHHBIX MPAKTHYECKUX
3aHATHH, IEJTOBBIX M POJICBBIX UTP, pa300POM KOHKPETHBIX CUTYyaIlHil, TPEHUHTOB H JIp.

Jlns  oOecnieueHus: ydeOHOM, y4eOHO-METOIMYECKOH, Hay4yHOM, CIPaBOYHOMN
JUTEPATYPOH, JOCTYIAa K COBPEMEHHBIM NpodecCHOHATbHBIM 0a3aM TaHHBIX, CIIPABOYHO-
MIPaBOBBIM CHCTEMaM U K IJI00albHOU ceTh AkajeMuu, uMmeeTcs: onbnuoreka. Kaxmomy
oOyuaroniemycsi 00ecrneunBaeTcst JOCTyI K OMOIMOTeYHOMY (POH]Y, YKOMIUJIEKTOBAHHOMY
MEYaTHBIMH U AJICKTPOHHBIMHU W3JIaHUSIMH OCHOBHOW Y4eOHOW JHTEpaTyphl, H3TaHHBIMH
3a nocnenuue 10 yer, u3 pacuéra HE MEHEE OJHOTO IK3EeMILIIpa Ha 4-5 00yJaromuxcs.

®OPMbBI ATTECTAIIUA

OneHka KadecTBa OCBOCHMSI IPOTPAaMMBl  BKJIFOYAE€T BXOJHOW, TEKYIIMM
W/WIM IPOMEKYTOUYHBIN KOHTPOJIU, a TAK)KE UTOTOBYIO aTTECTALIMIO O0YYaIOIINXCS.

BXo/nHOM KOHTpPOJIb JOKEH OXBaThIBATh BCEX OOYYAIOIIUMXCS W TMPOBOJUTHCS
B (popme TecTHpoBaHUsI B NEPBBIN JeHb 00yueHus. L{eabio BXOAHOTO KOHTPOJIS SIBISETCS
oTpesieNieHUE YPOBHS 3HAHUN 00y4arOIIUXCs 1151 KOPPEKTUPOBKH U aJanTalnuy y4eOHOro
MpoI1iecca Moji KOHKPETHbIE MOTPEOHOCTH 00YUYarOITUXCSI.

Texkymuii KOHTpPOJb W/WIM TPOMEXYTOYHAsE aTTecTaldsg MPOBOJUTCS B
cooTBeTcTBUM C [l0N0KeHNEM, YTBEPKIEHHBIM PEKTOPOM AKaJIeMHH.

[lopsnoxk  mpoBeneHUss HMTOTOBOM — arrectauuu — onpeneneH  [lomoxeHuem
00 UTOTrOBOM aTTECTALIMH, YTBEPKACHHBIM PEKTOPOM AKaJEMUH.

OLHEHOYHBIE MATEPHUAJIBI

OrneHOYHBIE MaTepHaibl pa3padaTHIBAIOTCS B COOTBETCTBHHM C IlomokeHHMEM O
pa3pabOTKE TECTOBBIX BOIPOCOB IS II€JIEd OIEHKW CTENEHW W YPOBHS OCBOCHHS
OOyYaroIMMUCS JTOTIOJHUTEIBHBIX MPOPECCHOHAIBHBIX MPOTPaMM, YTBEPKICHHBIM
peKTopoM AKaJIeMHU.

IHNEPEYEHDB BOITPOCOB, BBIHOCUMBIX HA 9K3AMEH

=

Ha yem ocHOBaH NMPUHITUIT AIEKTPOHHOTO JOKYMEHTO0O0poTa?

Uro sBnsercs «equuuiiei nadopmarun» B COJ1?

3. Kakas cucrema «C3OJl-pernon» HampapiieHa Ha oOecleueHrne BO3MOKHOCTU
dbopMHpoBaHUS PEITIOKEHUN OT pAOOTHUKOB HAJIOTOBBIX OPIaHOB MO MOBBIILIEHUIO
KauecTBa 1o BceM HarpasieHusiM aesitenbHoctd @HC Poccun?

no



4. Kakue BuAbI AJIEKTPOHHBIX MOANUCEN omnpeneneHsl PenaepanbHbIM 3aKOHOM OT

06.04. 2011 Ne 63-D3 «O06 s>mekTpoHHOM moamUcu"?

Yrto obecrnieunBaeT 3JIEKTPOHHAS TOMUCH HAa IOKyMEeHTE?

OcHOBHBIC TIpUEMBI PabOTBI B CHCTEME DJJIEKTPOHHOTO JOKYMEHTOOOOpOTa

HanorosbIx opraHoB Lotus Notes.

7. B kakoi 0aze manubix COJI Lotus Notes MpoMCXOIUT perucTpaiys BXOJSIICH
KOppECIIOHAEHINN?

8. Uto siBnsercst 6a30BbIMU CBOMCTBaMH 0€30MacHOCTH HH(popMaryu?

9. Kakoit  HOpMATHUBHBIA  JOKYMEHT MPEIOCTAaBIsCT TMEpeueHb  CBEICHUM
KOH(HUIEHIIUAIBHOTO XapakTepa PD?

10.ITo xkakuM ypoBHsIM pazjieseHbl Bonpockl B unTepHeT-cepBuce ®HC Poccun «Yacto
3a/1aBa€MbI€ BOIIPOCHI»?

11.Kakas opraHu3aiiysi OCyHIECTBIISIET BblJauy KBAIM(PUIUPOBAHHOTO cepTU(dUKATa
(Bermauy YKOII)?

12. K kakoit kareropuu uHGOPMAIMU OTHOCUTCS ajapecHas uHopMaIus,
conepxamascs Ha Hurepuer-caiitte ®HC Poccum B cepBuce «®PenepanpHon
uHpopmanmonHoi agpecHon cucreme (PUAC)»?

13.AUC Haor-3. Kakue cerMeHTBhl BXOAAT B cocTaB DeaepalbHOTO XPaHHMIWIIA
naHHbIx (OX]I)?

o o

IPUMEPBI TECTOBBIX BOITPOCOB

1. Yro aBnsercsa «eauuuiet nadopmanumn» B COJ?
a. JlokymeHT
b. daiin
c. Ilpukas
d. ITucemo

2. Lotus Notes. Perucrparnus Bxosmieit KOppeCOHISHIINN MPOUCXOIUT B baze
JTAHHBIX
a. «Kanuemsapus»
b. «Peructparop»
c. «KommytaTop»
d. «IlopyueHus»

3. Lotus Notes. Kakyro komaHay Ha MaHeId HHCTPYMEHTOB IPOTPAMMBI
HEOOXOJMMO HCHOJb30BaTh s JO0OABICHUS CBS3H PETUCTPUPYEMOTO
JIOKYMEHTA C IPYTUMH BXOASIIUMU JOKYMEHTaMH?

a. /JleiictBue /J1060aBUTH CBS3H
b. Heiicteue /[lokymeHT

c. IIpaBka/BcraButh

d. IlpaBka/ JIo0aBUTH CBSI3b

4, AUC Hamor-3. Kakue M3 mepedyucICHHBIX CEIrMEHTOB BXOJAT B COCTaB
denepanbHOro XpaHwinina 1aHHbIX (DX]1)?
a. TpaH3aKIMOHHBIN U AHAIIUTUYECKUN CETMEHTBI



b. MHbopMaImOHHO-aHATMTUICCKUI CErMEHT
c. ObecneynBarOUUi CETMEHT
d. IMTomcucTeMbl HAJTOTOBOTO AIMHHUCTPUPOBAHUS

JluaMm, ycrienrHo OCBOMBIINM JIOMOJHUTENBHYIO TPO(ECCUOHATBHYIO TPOrpaMMy
MOBBIIICHUS KBAIM(UKAMK ¢ TPOUISANIMM HMTOTOBYIO aTTECTAllMI0, BBIJIAETCA
yJIOCTOBEPEHHE O MOBBIICHUN KBaTU(UKAIIMN YCTAHOBIEHHOTO 00pasiia.

[TpopexTop no yuebHoM paboTe U"cﬂ/f’ul/ N.B. Koxanosa
|
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