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1. TACIIOPT PABOYEM MPOT'PAMMBI JJUCHUILJIAHBI
OI1.05 UTH®OPMAIIMOHHBIE U KOMMYHUKAIIMOHHBIE TEXHOJIOI'MHU

1.1. OobsaacTh NpuMeHeHNsI MPOTrPAMMbI

Pabouas mporpamma JUCHMIUIMHBI SBISICTCS YacThiO OCHOBHOW NpOQecCHOHATBHOMN
oOpazoBarenbHON TporpamMmbl B cootBeTcTBUU ¢ DPI'OC mo cnenumansHocTH 46.02.01
JIOKyMEHTaIlMOHHOE 00ecTeYeHne YIpaBIeHNs U apXUBOBEICHUE.

PaGouass mporpamMma AMCHUIUIMHBI MOKET OBITh HCIOJB30BaHA B JIONOJHUTEIHHOM
npodeccHOHaIbHOM  00pa3oBaHMM (B MpOrpamMmax — MOBBIIMICHUS  KBaJTU(PHUKAIMU U
MEPEernoAroToBKM) U MpodecCHOHANbHOM MOATOTOBKE IO HAMpaBICHHUSIM IOATOTOBKH,
crienuanbHOCTAM U pabouum npodeccusm CIIO, BXoAsmuM B cocTaB YKPYIMHEHHOW TpyIIIbI
46.00.00 McTopus n apxeonorusi.

Pabouas mnporpamMMa IUCHMIUIMHBI MOXET OBITh aJalnTUpOBaHa MaIs OOy4eHUs
MHBAJIUJIOB U JIUI C OTPAaHUYEHHBIMU BO3MOXKHOCTSMH 3/10POBBSI.

1.2. MecTo AMcIMILIMHBI B CTPYKTYPe OCHOBHOI 00pa30BaTe/IbHOM IPOrPaMMBbI:

Jucuunnuna «WHbopMalnoHHbIE W KOMMYHHUKAIIMOHHBIE TEXHOJOTHUW»  SBISETCS
00s13aTeNbHONM  4YacThi0 OO0IIENPO(dECCHOHATBPHOIO LHUKIa 00pa30BaTeNbHONW MPOrpaMMbl B
cootBeTcTBUM ¢ PI'OC CIIO mo cnenuansHocT 46.02.01 JlokyMeHTallMOHHOE oOecreueHue
yIPaBIEHUS U apXUBOBEJICHUE.

Oco0oe 3HayeHHe AMCUUIUIMHA UMEET IpU (GOPMUPOBAHUU U PA3BUTHH KOMIETCHLIUN
OK 01,0K 02, IIK 1.1, IIK 1.3, IIK 1.4, IIK 1.6, IIK 1.7.

1.3. lless ¥ miIaHUpyeMblIe Pe3yJIbTaThl OCBOCHUS AUCHUILIMHBI:

1.3.1. leab AUCHUIIHHBI

Ilen paucuMmauHBl 3akioyaeTcss B (QOpMHpOBaHMM y OOydYaromIMXCS YMEHUU
OCYLIECTBIISITh IMOMCK W HCIOJIb30BaHHE HWHPOpMaLuU, HeoOxoauMoi ans 3¢ddexkTuBHOrO
BBITIOJTHEHMSI TPOPECCHOHANBHBIX 3a/1a4, TPO(hecCHOHATBHOTO U TUYHOCTHOT'O Pa3BUTHSI.

JlucuymimHa  OpexycMaTpuBaeT  M3yYEHHE  KOMILIEKCA BONPOCOB  TaKMX  Kak,
dbopmupoBanre y  OOydalOmMXCA  MPEACTAaBIEHUA O  poid  HHGPOPMAIMOHHO-
koMMyHUKaMoHHbIX TexHosoruil (MKT) B JOY wu apxuBoBeneHMH, MOHMMaHUE OCHOB
IIPABOBBIX ACIIEKTOB UCMOJIb30BaHUS KOMIIBIOTEPHBIX IPOrpaMM U paboThl B MIHTEepHeTE.

1.3.2. Tlnanupyemble pe3yJIbTAThbl OCBOCHHSI M CHMIIIMHbBI

B pamkax mporpaMMbl JUCHUIUIMHBI OOYYAIOIIMMHCS OCBAaWBAIOTCS  YMEHHSI
Y 3HAHUS:
Koxa
YMmenust 3nanus
IIK, OK
OK 01 pacro3HaBaTh 3a7a4y W/ Uiu aKTYyaJIbHBIN

BriOupats cioco6st
peuieHus 3aaa4y
pohecCHOHATBLHOM
NCATCIIbHOCTU
MMPUMCHHUTCIIBHO K
pa3IUYHBIM
KOHTCKCTaM

pobsieMy B MpoQeCCHOHATHHOM
W/WJIM COITUAIbHOM KOHTEKCTE;
aHATM3UPOBATh 3a7auy W/WIH
po0JIeMy | BBIACIATH €€ COCTaBHBIC
qJacTH;

OTIPECIISATE ATAIBI PEIICHUS 3a/1a4H;
BBISBIIATH U 9()PEKTUBHO UCKATh
nH(popMaIro, HEOOXOTUMYIO JTSI
peIeHHs 3a]1a41 U/HITU TIPOOJIEMBIL;
COCTABJISATH TUIAH JICHCTBUS;
OTIPEEIISATH HEOOXOAMMBIE PECYPCHI;

npodhecCHOHANBHBIN U
COLIMAJIbHBINA KOHTEKCT, B
KOTOPOM TPUXOUTCS
paboTaTh U KUTh;
OCHOBHBIC HCTOYHUKHU
UH(POPMALIUU U PECYPCHI
JUTSL pEeUIeHUs 3a1a4 u
mpo0JeM B
poeCCHOHATBPHOM W/HITH
COLIMAIBHOM KOHTEKCTE;
AJITOPUTMBI BBITIOJTHEHUS
paboT B




BIIQJICTh aKTyaJIbHBIMH METOJaMU
paboThl B TpopecCHOHATIBEHON U
CMEXHBIX chepax;

peann30BbIBaTh COCTABJICHHBIN MJIaH;
OLICHUBATh PE3YJbTAT U MOCIEACTBUS
CBOMX JICUCTBHI (CaMOCTOSITEILHO
WM C TIOMOIIbIO HACTABHHKA).

pohecCHOHALHOM 1
CMEXKHBIX 00JIACTSX;
MeTO]Ibl pabOTHI B
npodeccuoHanbHOM U
CMEXHBIX cepax;
CTPYKTYypY TUIaHa JJIst
pelleHus 3a1a4;

MOPSITIOK OIEHKU
PE3yNIbTaTOB PEIICHHUS
3a/1a4y mpodeccruoHanbHOM

OK 02
Ucnonp3oBath
COBpPEMEHHBIE
CpeJicTBa IIOUCKa,
aHaIIN3a u
WUHTEPIIpEeTaluU
uHpopmanuu u
nHGOpPMaIMOHHBIE
TEXHOJIOTHH IS

NeSITETILHOCTH.
OTIpENIeNIATh 3a1a4H JUIs IOUCKa HHOMEHKJIaTypa
nH(pOpMaInH; MH(GOPMAITMOHHBIX
OTIpENIeNIATH HEOOXOTUMbIE HCTOYHHUKOB,

WCTOYHUKH MH(POPMALINH;
TUTAHUPOBATh MPOIECC TTONCKA;
CTPYKTYPHUPOBATh MOITy4aEMYIO
nHpopmarmio;

BBIJICTISTH HanOoJee 3HaYMMOE B
nepevyHe nHPpopMaLuy;
OLIEHUBATh MPAKTUYECKYIO
3HAYMMOCTb PE3YJIbTATOB MTOUCKA;
o(opMIIATH pe3yabTaThl OUCKA,
MIPUMEHSTH CPEJCTBA
MH(POPMALMOHHBIX TEXHOJIOTUN IS

MPUMEHSEMBIX B
pohecCHoHATBLHOM
NESITEIbHOCTH,

TIPHEMBI
CTPYKTYypUPOBAHHUS
uHbopMaIuy;

dbopmat opopmiteHHS
pe3yNbTaTOB MOUCKA
uHdopmaruu,
COBpPEMEHHBIE CPE/ICTBA U
yCTpoOiicTBa

BBIITOJTHCHHA 3a/1a9 pelrrenns mpoecCHOHATBHEIX 3aay; | MHQOpMaTH3aiuy;
podecCHOHANTLHON HCITOMB30BATH COBPEMEHHOE TIOPA/IOK UX IPUMEHEHHS 1
ACATEILHOCTH HPOrpaMMHOE 00€ECIIEUEHHE; [POTPaMMHOC
HCTIONb30BaTh pasiiyHble udpopbie | O0CCTICUCHHE B
CPEJICTBA JUISl PEILCHMS npodeccroHabHOH
MPO(ECCHOHATHHBIX 3a1ad. JIEATENLHOCTH B TOM YHCIIE
C MCIIOJIb30BaHHEM
U(PPOBBIX CPEICTB.
MK 1.1. HCIIOJIB30BaTh CPEICTBA HOPMAaTHBHBIE NIPABOBHIE
OCyILIECTBIIATH MH(POPMALMOHHBIX akThl Poccuiickoi

npuéM-nepenavy
yIIPaBICHYECKOMN
uHpOpMaLun

C TIOMOIIIBIO CPEJICTB
WH(POPMAITMOHHBIX

u
KOMMYHHUKAIIHOHHBIX
TEXHOJIOTUI

KOMMYHHUKAIIHOHHBIX TEXHOJOTHI
JUTSL TIOJTYYCHUS U TIepeaun
uHpOpMaLNH;

BECTH U HCIIOJIH30BaTh B paboTe 6azy
KOHTAKTOB OpraHU3aIlnu;
YCTaHABJIMBATH H MMOIICPKUBATH
KOMMYHUKAIIMH B TIPOIIeCCce
JIEJIOBOT'0 OOIIEHHUS C IIOMOIIBIO

denepanyu B chepe
MH(POPMALIMOHHBIX U
KOMMYHHKAIIHOHHBIX
TEXHOJIOTHIf;
TpeOOBaHUS OXPAHbI
TpyZa.




CpeAcTB MHPOPMALMOHHBIX
KOMMYHHUKAIIHOHHBIX TEXHOJIOTHIA;
o0ecnieunBaTh HH(HOPMALIMOHHYIO
0€301acHOCTb JAEATEITLHOCTH
OpraHM3aIUH.

IK 1.3.

IIpunumarte ygactue
B TUTaHUPOBAHHUU
pabouero BpeMeHH
PYKOBOIUTENS

U TJIAaHUPOBATH
pabounii 1eHb

BbIOMpATh POPMBI IUTAHUPOBAHUS U
oOpMIIATH TUTAHUPOBIIIHUK
(opranaiizep) pyKOBOIUTEIS U
ceKpeTapsi;

obecrieunBaTh HHPOPMAIIMOHHYIO
0€30I1aCHOCTB IEATEIHHOCTH
OpraHH3aIliig;

HOPMAaTUBHBIC ITPABOBBIC
akTel Poccuiickoit
Oenepanuu B cepe
UHPOPMALMOHHOM
0e30IacHOCTH;
TpeOOBaHUS OXPaHBI
Tpyna.

CeKpeTaps IIPUMEHSTH B paboTe cpecTBa

WH(GOPMAIMOHHBIX U

KOMMYHMKAIIMOHHBIX TEXHOJIOTHH.
I1IK 1.4. OCYILECTBIISATh TPEBE-TIOAJIEPIKKY MHTEPHET-PECYPCHI IS
Ocy1ecTBisITh JIeJIOBBIX MOE3/10K; OCYILECTBIICHUS TPEBEII-

MOJITOTOBKY JI€TIOBBIX
MOE30K
PYKOBOAUTEIS U
JIPYTHX COTPYTHUKOB

HCIIOJIb30BaTh CPEICTBA
MH(POPMALIMOHHBIX U
KOMMYHHUKAIIHOHHBIX TEXHOJIOTHIH
111 o0ecTeYeHns1 B3auMOICHCTBUSA C

HOJICPIKKH JCTOBBIX
HOE3/10K;
TpeOOBaHUS OXPaHBI
Tpyna.

OpraHu3aIiu PYKOBOJIUTENEM BO BPEMSI €T0

J€T0BOH TOE3/IKH.
IIK 1.6. OCYILECTBIATH cOOp, 00paboTKyY METO/bI 00pabOTKHU U
OcymecTBIITh uH(pOpMaINHU, CHCTEMATU3AIHIO 3aIIUTHl HHPOPMALIUH C
paboty MOJTy4aeMbIX U MepeaBaeMbIX NPUMEHEHHUEM CPEJICTB

IO MOATOTOBKE
Y TIPOBEICHUIO
KOH()EPEHTHBIX
MEpOIPHUATHH,
obecreynBaTh
MH(POPMALIMOHHOE
B3aMMO/JICVICTBUE
PYKOBOIHUTEIIS

C TIOIpa3IeTICHUSIMHI
1 JIOJDKHOCTHBIMU
JTUIIAMH OpTaHU3aIuu

JAHHBIX;
MIPUMEHSITHh HH(POPMALIMOHHO-
KOMMYHHUKAIMOHHBIE TEXHOJIOTUH.

MH(GOPMAIIMOHHBIX U
KOMMYHHUKAIIMOHHBIX
TEXHOJIOTHIA;
TpeOOBaHUS OXPAHbI
Tpy/a.

IK 1.7.
Odopmisate
OpraHU3alUOHHO-
pacnopsIUTEIbHBIC
JIOKYMEHTBI

PUMEHSATHh HH(POPMALIMOHHO-
KOMMYHHKAI[MOHHBIE TEXHOJIOT U}
CKaHHUpPOBAaTh, KOIMMUPOBATH U
KOHBCPTHUPOBATH JOKYMCHTLI B
paziauyHble popMaThl.

COBpPEMEHHBIEC
uH(pOpMaLMOHHBIE U
KOMMYHUKAIIMOHHBIC
TEXHOJIOTHH,
npuUMeHsieMbIe B paboTe ¢




1 OPpraHU30BbLIBATH JOKYMCHTaMU;

pabory ¢ HUMH, TpeOOBaHUS OXPaHBI
B TOM YHCJIC TpyZza.

C UCIOJIb30BaHUEM

ABTOMATH3HPOBAHHBI

X CHCTEM

2. CTPYKTYPA U COAEPKAHUE JUCIIUITJIMHBI

2.1. O06beM yueOHOI JMCHHMIIIMHBI M BUABI Y4e0HOi padoThI

Buj yueOHoii padoThI O0bem yacoB

MakcumanbHas yyeOHass Harpy3ka (Bcero) 72
B T.4. B (hOpMe MPaKTHUECKOH MOTOTOBKH 60
Oos3aTesibHasi Ay IUTOPHAs YueOHasi Harpy3Ka (Bcero) 64
B TOM YHCJIE:

JIEKLIUH 4

IIPAKTUYECKHUE 3aHITHS 60
CamocrosiTeibHast padoTa o0y4yaromerocst 8

HpOMe)KYTOLIHaH aTrrecranus B (bopMe 3a4ycTa




2.2. TemaTHyecKkuii IJIaH U coacpKaHue JUCHUIIIMHBI

Conep:xanue y4eOHOro MaTepuaJia (0CHOBHOE M IPO(ecCHOHATBbHO-

HaumenoBanmue . ®dopmupyembie
OPMEHTHPOBAHHOE), JA00PATOPHBIE U NMPAKTHYECKHe 3aHATHS, TPUKIATHON O0beM yacos
pa3aejioB H TEM KOMIIETCHINH
MOYJIb (IIPU HAJIMYHH)
Pazpen 1. ABTOMATU3ALIUSA THOOPMALIMOHHBIX TPOIECCOB. KOMIIBIOTEP 0/4 OK 01, OK 02
Tema 1.1. [MpakTnyeckue 3ausaTus (MpPodhecCHOHATIBLHO-OPUEHTUPOBAHHOE
YerpoiicTBo u cojepikaHue)
NPHHIHUIIBI PAOOTHI Kommbiotep kak cpeicTBO aBTOMATH3aUU HHPOPMAIIMOHHBIX IPOIECCOB
KOMIIbIOTEpa o o 2
YHKIMOHAJIbHBIE YCTPOMCTBA KOMITbIOTEPA
[Tpuémer paboTsl B crangapTHBIX porpammax OC: rpaguaeckoM U TEKCTOBOM
penakTopax
Tema 1.2. IMpakTnyeckue 3ausaTus (MPohecCHOHATIBLHO-OPUEHTUPOBAHHOE
IIporpamMmMHoe cojiepKaHue)
obecnevyenue OcHOBHBIE IOHATHS TIPOTPAMMHOTO 00ECTIEYEHUsT KOMITBIOTEPA
KOMIIbIOTEPA. o o -
. NeparuoHHbIe CHCTEMBI. VX BUIBI U Tpaduueckuii nHTepdeiic
®daiijioBasi cucremMa 2
XpaHenust HHpOPMAIIH daitnoBas cucrema. Onepanuu Hax daitiamMu
Cucremaru3anys nH(GOpMAIMK C TIOMOUIBIO MAToK U (aiioB.
Pabota c ¢aitmamu u kaTajgoramu
Pabora B ctanmaptHeix nporpammax OC: TeKCTOBBIE, rpadudecKue.
PA3JAEJI 2. ITIPUKJIAJJTHOE U CUCTEMHOE ITPOT'PAMMHOE OBECIIEYEHUE 30/30 OK 01, OK 02,
Tema 2.1. IIpakTnyeckue 3aHATHA (MPodecCHOHATbHO-OPUEHTHPOBAHHOE 14 HK 1.1, ITIK 1.7

CpencrBa ¥ TEXHOJIOTHH
CO31aHUS U 00PadOTKH
TEKCTOBOM

coJep;KaHue)

Hactpoiika untepdeiica TEeKCTOBOro pelakTopa, mapaMeTpOB CTPAHUIIBL.

OdopmiieHre MHOTOCTPaHUYHBIX IOKYMEHTOB




uHopmanumn

Hacrpoiika uatepdeiica TEKCTOBOTO peAaKTopa.
Hacrpoiika napameTpoB CTpaHULIBI.

Hactpoiika pe:xuMoB neuaTu TeKCTOBOTO JoKyMeHTa. Pabota ¢ mpuHTepoMm.

[Tpuémsl penaktupoBanus Tekcra. [IpoBepka opdporpaduu TekcTa B TEKCTOBOM
penakrope.

dopmaTupoBaHUe JOKYMEHTOB B TEKCTOBOM penaktope. Mi3MeHeHne cBoicTB
CHMBOJIOB, ITapaMeTpoB a03aleB U cTpaHulpl. [leyats qokyMeHTa.

dopmMaTtupoBaHue JOKYMEHTOB B TEKCTOBOM penakTope. Mi3MeHeHue napameTpoB

a03arieB. Y craHOBKa Mo3uIui Tadymsiiuu. PaboTa co criuckamu.

BcTaBka rpadgudeckoro n3o0pakeHus B TEKCT, U3MEHEHHUE €T0 TIOJIOKCHHS Ha
cTpanwuiie. TexHOIOTus BCTABKU B JOKYMEHT 00BbeKkTa SmartArt.

BcraBka CHOCOK B TEKCT JOKYMCHTA B TCKCTOBOM PCAAKTOPC.

OcHoBHble puéMBbI paboThl ¢ Tabauamu. KontexctHbie Bkiagku KoHcTpykTop
1 MakeT 175 paboThl ¢ TaOJIMIIaMU B TEKCTOBOM PEIIAKTOpPE

Pa3znuynbie npuéMbl paboThI ¢ TAaOIUIIAMH B TEKCTOBOM pefakTope. CopTUpoBKa
MAHHBIX B Ta0mue. Beruncinenus B Ta0iIumax

Pa30Ouenne TekcTa Ha KOJOHKH B TEKCTOBOM peaaKTope.

cI)OpMEITI/IpOBa.HI/Ie MHOT'OCTPAHUYHOTO JOKYMCHTA B TCKCTOBOM PCAAKTOPC

Pa6oTa co cTHIsIMH. CO3I[aHI/IC ABTOMATHYCCKOI'O OI'JIaBJICHHSA B
MHOT'OCTPAHUYIHOM JOKYMCHTC B TCKCTOBOM PCAAKTOPC

Tema 2.2.

CpencrBa

U TEXHOJIOTUH PadoThI
€ YJIEKTPOHHBIMH
TA0IMIIAMH

[MpakTnyeckue 3ausaTus (MpodheccCHOHATILHO-OPUEHTUPOBAHHOE
coJep:kaHue)

Coznanme Tabnuil B TabMIMYHOM peakTope U ux popmatupoBanue. THIbl
JAHHBIX, UCIIOJIb3YEMBIX B TAOJMYHOM peaKkTope

BoinosnHenne pacu€éToB B JIEKTPOHHBIX Tabnuiax. @opmyssl. AGCOTIOTHAS U

14




OTHOCHUTCIIbHAA agpecanus

@OyHKIMH, UCTIOIb3YyEMbIE B TAOJMYHOM pegakrope. Pabora co cnuckamu.

Coznanme u popmMaTupoBaHHE ANEKTPOHHBIX TaOnULl. THUIIBI JaHHBIX,
HCIIOJIH3YEMBIX B TAOJIMYHOM PEIAKTOPE.

BrimonHenune pacuéToB B 2MeKTPOHHBIX Tabauiax. ®opmysel. AOGCONMIOTHAS U
OTHOCHTEJIbHAS aJipecarus

OyHKIMH, UCTIONB3YyEMbIE B TAOJIIMYHOM PEIaKTOpe

[TocTpoeHue u pegakTupoBaHUE AUArpaMM

HacTtpolika 1ucTOB KHUTH Ha MeYaTh.

Tema 2.3.

Texunosaorusa OLE.
Co3znanue OLE-
00bEKTOB

Coaep:xanue y4eOHOro MaTepuasa

CriennanbHasi BCTaBKa ()parMeHTa JOKYMEHTa B APYroil TOKyMEHT

BcraBka cBsi3aHHBIX OOBEKTOB B IOKYMEHT

BcraBka ¢parmenTa daiina TabIMIHOTO pelakTopa B JOKYMEHT TEKCTOBOTO
pelaKToOpa C YCTAHOBKOW CBSI3U

IIpakTHyeckue 3aHATHA (IPO(PeCcCHOHAIBHO-OPHEHTHPOBAHHOE
coJep:kaHue)

Co3nanne TeKCTOBOTO IOKYMEHTA B MPUJIOKEHUU-KIINEHT U BcTaBka OLE-
O00BEKTOB M3 MPUIIOKEHHS cepBepa

Cosznanue cripaBOK M HHYOPMAIIMOHHO-aHATUTUIECKUX 0030POB B MPUIIOKCHHH-
kiueHT 1 BctaBka OLE-00BeKTOB M3 MPUIIOKEHHS cepBepa

Co3pmanue cripaBoK U HH(POPMAITHOHHO-aHATUTHYECKUX 0030pOB B MPHIIOKEHUH-
KJIMEHT U BCTaBKa CIapKJIaiiHOB U3 IIPHIOKEHUS CEpBEpPa

Tema 2.4.

Pa3paboTka u
CONPOBOK/IEHNE

Conep:xaHue yueOHOro MaTepuasa

[Monstue bl u CYB/I. 3arpy3ka, uatepdeiic CYB/l. Tabnuunas ctpykrypa B/I.
IToms, 3amucu. Tumbel naHHBIX. ITOHITHE KITFOYEBOTO OIS




UHPOPMALMOHHBIX 0a3
JAHHBbIX

®dopwmsl, 3ampockl 1 oTuéThl B CYB/I, nx Ha3HaueHne U CriocOObI CO3/1aHMS.
Co3znanue cBsI3u MEXly TaOJIHMIIaMU C TIOMOIIBIO MacTepa MOoACTaHOBOK

IMpakTnyeckue 3ausaTus (MpodheccCHOHATIBLHO-OPUEHTUPOBAHHOE
coJiep;KaHue)

Coznanne tabnui B CYB/I. YcraHoBka CBOMCTB OJICH U CBS3EH MEXKIY
TabauiamMu. BBo 1 IpOCMOTp TaHHBIX B peknMe « Tabmuiay

®dopwmsl, 3ampockl 1 0TuéThl B CYB/I, nX Ha3HaueHUE U CIIOCOOBI
co3nanus. Co3zaHue CBsI3U MEX]ly TaOJIMIIaMU C TIOMOIIBIO MacTepa
MOJICTAHOBOK

Coznanne b/l ¢ ucnonbszoBanuem Gopm, 3anpocos u oTuéToB B CYB/I.

PA3JIEJI 3. CPEACTBA IEPEJAYMU SJIEKTPOHHBIX TOKYMEHTOB U OBECHHEYEHHME UX OK 01, OK 02,
4/3
COXPAHHOCTH K 1.1.TIK 1.6
Tema 3.1. Conep:xaHue y4eOHOro MaTepuasa K 1.7.
IIporpammel CxaHupoBaHHME TOKYMEHTOB C IIOMOILBIO CTaHAApTHOTO npuiioxeHus OC
CKAHUPOBAHHUA
IIporpaMMbI-apXuBaTOpBl. Y IAaKOBKA U PACIIAKOBKA apXUBOB 1
AOKYMEHTOB H
KOHBEPTHPOBAHHSI CkaHupoBaHME U PACIIO3HABAHUE TEKCTA C IIOMOIIBIO CIIEUAIIN3UPOBAHHOIO
daiision nporpaMMmHoro obecneuenus. Koppextuposka texcra. Konsepruposanue
¢aitnos
IIpakTyeckue 3aHATHA (MPOodecCHOHATBHO-OPUEHTHPOBAHHOE
coJep:kaHue)
PacnioznaBanue nHpopMayy ¢ MOMOIIBIO TPOrpaMM CKaHUPOBAHHMSL. 3
KonseprupoBanue ¢aitnos
IIporpaMMBbI-apXuBaTOpBl. Y IAaKOBKA U PACIIAKOBKA apXUBOB
PA3JEJ 4. CO3JAHUE U PEJAKTUPOBAHUE I'PA®UYECKHUX U MYJIbTUMEIUMHBIX 4/3 OK 01, OK 02,
OFBEKTOB TK 1.1, TIK 1.4

Tema 4.1.

Conep:xanue y4e0HOro MaTepuaJia

10



IIpencraBiienne
HH(popmManmu ¢
MOMOUIBIO CPeCTB
uHdorpapuxkun

Co3maHue npe3eHTanuy B crienaan3upoBasHoM [10 miist moAroToBKu
npe3enTanuii. OCHOBHBIE TUTIHI (aitioB. Pexxumbl mpocmoTpa. Beibop madiona
Y TeMBI CJTalJIOB K Mpe3eHTalu. M3MeHeHne MakeTa CllaifioB

Hcnonws3oBaHne runepcchiioK B Mpe3eHTanmnu. Hactpoiika aHnManum TeKcTa
1 00BbeKkTOB. [lo0aBieHNe Mepexo10B MEXTy claiiiaMu

Pasnuunble cpencTBa cozanus HHPoOrpaguku.

Busyanuzanus u npeacTaBieHUE T0KIaaa

IIpakTHyeckne 3aHATHA (IPO(PeCcCHOHAIBHO-OPHEHTHPOBAHHOE
coJiep;KaHue)

Bo160p mabiioHa v TeMBbI CI1aiI0B K IPE3eHTAlUU B crenranu3upoBadHoM [10
11 HOArOTOBKHU npe3eHTauuid. Co3nanue coOCTBEHHOro madioHa. M3MeHnenue
MakeTa CJIal10B

Pab6oTa co cimaiigamu. BcTaBka 0OBEKTOB Ha Cllaii, H3MEHEHHE X ITOJI0KEHHUS.
VYrpasneHue closMHu crania

Hcnons3oBanne THUIICPCCBUIOK B IMIPE3CHTAIN. HaCTpOﬁKa dHHMallM1 TCKCTa

1 00bekTOB. J{oOaBneHe mepexo10B MKy claiigaMu. BeTaBka 3Byka U BUIEO.

HaCTpOﬁKa MMPE3CHTAllHU Ha I10Ka3, yIpaBjdeMasa JOKIaJ4YUKOM U B
ABTOMAaTHYC€CKOM PCKUME

IIK 1.6

Paszpnen 5. TEXHOJIOI'US

CO3JJAHUs U IPEOBPA3OBAHUA UHOOPMAIIMOHHBIX OBFBEKTOB

10/8

Tema 5.1.
[MepconnpuuupoBaHHbI
€ PACCBLIKH € MOMOIIbI0
(pyHkuMM caussHusA

Coaep:xaHue y4eOHOro MaTepuasa

Hcnons3oBanne MacTepa CIUAHUA IJId PaCChIJIKU JOKYMEHTOB

Co3manue pacChUIKH € TIOMOIIBIO (PYHKITUH CIHSHUS

Coznanne Gerka ¢ MOMOIIBIO0 MacTepa CIHSTHUS

Hcnonp3oBanue mabIoHOB U CHIEIUATBHON BCTaBKU TPU CO3JIaHUH PACCHIIKU
JIOKYMEHTOB C IOMOIIBI0 QYHKINU CIUSHUS

OK 01, OK 02,

I[IK 1.1, IIK 1.6,
K 1.7
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IMpakTnyeckue 3ausaTus (MpodheccCHOHATIBLHO-OPUEHTUPOBAHHOE
coJiep;KaHue)

Co3ganue nucemM-npurialieHui, mo3apasieHui. Mcnonap3oBanue mactepa
CIUSTHUS JJTSI IEPCOHU(UIIMPOBAHHON PACCHIIKUA TOKYMEHTOB.

Hcnonb3oBanue Mactepa CIUsSHUSA I NEPCOHUPUIIUPOBAHHOMN PaCChUIKU 3

nokymeHToB. Co3aHne KOHBEPTOB, OCHIKEH, KyBEpTHBIX KapTOYEK.

Hcnonb3oBanue Mactepa CIUsSHUSA I NEPCOHUPUIIUPOBAHHOMN PaCChUIKU

nokymeHToB. Co3manne muceM Mo3IpaBieHUi, HAMTOMUHAHWH, BUBUTHON

KapTOUYKU, KyBEPTHON KapTOUKH.
Tema 5.2. TexnoJsiorus Conep:xaHue yueOHOro MaTepuasia
aBTOMaTH3alnuu Cosnanue mabJI0HOB CIIPABOYHO-UH(POPMALIMOHHBIX JOKYMEHTOB. DJIEMEHTHI
co3aHus H YHPABIEHHS COIEPKIMBIM.
HCIOJIb30BAHUSA C 5 5 o {

03/1aHKe 1a0JI0HOB PACIIOPAIUTENBHBIX JOKYMEHTOB, pa3padboTka ¢hopm

nokyMmeHToB. lllad/10HBI . P pAa IOy » PP p
OKYMEHTOB Pabota c ma6ionamu. PazpaboTka 3anuiméHHON 3IeKTPOHHONU (DOPMBI

JOKYMEHTa

CoBmMmecTHas paboTa Ha/l IPOEKTOM JIOKYMEHTa B PEXKUME PELICH3UPOBaHUS

IMpakTnyeckue 3ausaTUs (MPoPecCHOHATIBLHO-OPUEHTUPOBAHHOE

coJep;KaHue)

Co3znanne madIoHOB 3aMKMCOK, MPOTOKOJIA, CITPaBKH, MPHUKa3a C YCTAHOBKOM 5

3aIIUTHI CITYKEOHOTO MUChMA, JOKJIATHOM 3alUCKH, PACTIOPSHKEHUS, aKTa

CoBmecTHas paboTa Ha/I MPOEKTOM I1abjI0Ha MpUKa3a, CIIPaBKH.
PA3JIEJI 6. KOMIIBIOTEP KAK CPEACTBO KOMMYHUKALIMA 1 TOCTYII 16/12 OK 01, OK 02,
K HHOOPMALIMOHHBIM PECYPCAM. JIOKAJIBHBIE U I'IOBAJIBHBIE CETH K 1.1.. TIK 1.3
Tema 6.1. Coaeprxanue y4eOHOTro MaTepuaJia 1 I[IK 1.4.,IIK 1.6.,

K 1.7

[TpuMeHeHne JTOKATBHBIX U II100aIbHBIX KOMIIBIOTEPHBIX CeTeH /il oOMeHa
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CeTH ¥ HHTEPHET.
HNudopmanuonHo-
NMOUCKOBBIE CHCTEMBI.
IMouck undgopmanum B
Pa3JIHYHBIX CIIPABOYHO-
NPaBOBbIX CHCTEMAX

nHpopmanueit. [Touckosrie cuctemsl MHTEpHETA. 3ammuTa nHGopManuu

Pabora ¢ pa3nuyHbIMU CIPaBOYHO-IIPABOBBIMH CHCTEMaMU

IMpakTnyeckue 3ausaTus (MPohecCHOHATIBLHO-OPUEHTUPOBAHHOE
coJep;KaHue)

Bo3moxHOoCTH norcka nH(OpMalUy B UHTEPHETE

[Touck napOpManmy B OQUIIMATEHBIX HHTEPHET-UCTOYHUKAX.

[Touck nHpOpMaAIK B pa3TUYHBIX CIIPABOYHO-IIPABOBBIX CHCTEMAX

Tema 6.2. IlouToBbIE N
o0J1a4yHbIe CEPBHUCHI B
padoTe ¢ JTOKyMEHTaMH

Conep:xanue y4eOHOro MaTepuasa

Hcnonn30BaHne MOYTOBBIX CCPBUCOB: BU/IbI, ITpaBUJIa pETrucCTpalvu, IpaBrujia
3alllUThI

CepBI/ICBI 00J1aYHBIX TeXHOHOFHfI, MO3BOJIAIOIIME OPraHUu30BaTh JOKYMCHTHOC U
0€310KyMEHTHOE 00CITyKBaHHE

[Ipumenenne 00Ia4YHbIX XPAaHUIMIL JAHHBIX U1 ONTUMH3ALUN paObOTHI
C JOKYMEHTaMH

IIpakTHyeckne 3aHATHA (IPO(PeCcCHOHAIBHO-OPHEHTHPOBAHHOE
coJep:kaHue)

CoBmMmecTHas paboTa 0 OpraHU3alUy T0KyMEHTHOTO U 0€3 TOKyMEHTHOTO
00CITyXKUBaHUS C MPUMEHEHHEM OOJIAYHBIX TEXHOJIOTHIA

Tema 6.3.
CoBpeMeHHbIE
MPOrpaMMbI-
JIAHUPOBIIHKH

Coaep:xaHue y4eOHOro MaTepuasa

CoBpeMeHHbIE POrpaMMBbl-IUIaHUPOBIIUKH

IIpakTHyeckue 3aHATHA (IPOPeCCHOHAIBLHO-OPHEHTHPOBAHHOE
coJep:kaHue)

ITnannpoBanue pabouero JHS PyKOBOAUTENS U CEKPETaps C MOMOIIBIO
COBPEMEHHBIX IPOTrpaMM-ILIAHUPOBLINKOB

Tema 6.4. Cpencra UT

Conep:xaHue y4eOHOro MaTepuasa
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TEXHOJIOTUH NPH
Opraumsalnuu J1€/J10BbIX
M0e3/10K PYKOBOIUTEJIsI.
OcyecTBieHue

Cucrembl OGpOHUPOBaHUS OUIIETOB U OTENEH.

PabGora c reojanapIMU

IMpakTnyeckue 3ausaTus (MPohecCHOHATIBLHO-OPUEHTUPOBAHHOE
coJep;KaHue)

TP3BeJI-NOAICPKKHA 3
[Tog6opxka peiica u oTemns 1o 3aJaHHBIM IMapaMeTpaM.
Omnpenenenue reolaHHbIX

IIpomeskyTOUHAs aTTeCTALIMS

Bcero 64/60
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3. YCJIOBUSA PEAJIM3ALIMU JUCIUITTJIMHBI

3.1. TpeOoBaHMsA K MUHHUMAJIBHOMY MAaTEePHAJIbHO-TEXHHYECKOMY 00ecnedeHHI0

Peanuzamus QUCHMIUIMHBI —TMpeAnojaraeT Hajauuue kaObuHeta HH(OPMAIMOHHO-
KOMMYHHKAITMOHHBIX TEXHOJIOTHIA U UHAUBHUIYAIBHOTO POSKTUPOBAHUS.

VYuyebHoe o6opyoBaHue: paboune MecTa o0yyaromuxcs, padbouee MeCTO IpernoiaBaTers,
MapKepHas JOCKa.

Y4eOHO-HArIAgHBIE TOCOOUS: KOMIUIEKTa Y4eOHO-METOIMYECKUX MaTepuanoB U
METOAMYECKUX TOCOOUH, CTEH/IBI, TIIAKATHI.

TexHuueckue cpencTBa: KOMIBIOTEPHl MO KOJWYECTBY OOYYalOIIMXCs; JIOKaJbHAs
KOMIIBIOTEPHAsE CeTh M Tio0anbHas ceTb VIHTEpHET; CUCTEeMHOE W TPUKIIAJIHOE MPOTPaMMHOE
o0ecrieyeHre; aHTUBUPYCHOE MPOrpaMMHOE OOecCIieueHHe; CIEeMaIn3UPOBAHHOE TPOrPaMMHOE
o0ecrieueHne; MyIbTUMEINATIPOSKTOP; MHTEPAKTUBHAS TOCKA/TIaHENb/9KpaH.

3.2. UupopmannoHHoe o0ecnieyeHne peain3alui NporpaMmmsbl

3.2.1. OcHOBHBIE IeYaTHbIE U3TAHUS

1. I'aBpumio M. B., KimumoB B. A. MudopmaTtika 1 mHOOpMAIIMOHHBIE TEXHOJOTHH.
VYuebnuk s cpennero npodeccruonansaoro oopazosanusi / M. B. I'aBpunos, B. A. Kimumos. —
4-e wusn., mepepab. u gomn. — MockBa: MsnmarensctBo IOpaiit, 2022. — 383 c. —
(ITpodeccuonansuoe obpazoBanue). — ISBN 978-5-534-03051-8. — TekcT: 37meKTpOHHBIN //
OBC [Opaiir [caiiT]. — URL: https://urait.ru/bcode/469424

3. Kynpusinos J1. B. UndopmarnmonHoe odbecnieuerne npohecCuoHaIbHON NeITeIbHOCTH:
YYEOHHK U TTPAKTUKYM JJISI CpEeTHET0 MpodheCcCHOHATBHOTO 00pa3oBaHust/ YUeOHUK U MPAKTUKYM
1uig cpennero npodeccroHanbHoro oopasosanust / [. B. KynpusnoB. — Mocksa: M3gatenscTBo
Opaiir, 2022. — 255 ¢. — (Ilpodeccuonansuoe obpazoBanue). — ISBN 978-5-534-00973-6.
— Texct: anexkrponnslit // ObC FOpaiir [caiiT]. — URL: https://urait.ru/bcode/470353

4. IlnornukoBa, H. TI. HWuHpopmatuka u uHOOPMAIMOHHO-KOMMYHHKAIITMOHHBIC
texrojorun (UKT) : yuebnoe nocodue / H. I'. IlnotnukoBa. — Mocksa: PUOP: UHOPA-M,
2022. — 124 c. — (Cpennee npodeccuoHanbHoe oOpa3oBanue). - ISBN 978-5-369-01308-3. -
Tekcr: ANEKTPOHHBIN// 9BC Znanium [caiT]. - URL:
https://znanium.com/catalog/product/1229451 (nmata oOpamenusi: 04.08.2022). — Pexum
JI0CTyMa: 10 MOJIHCKE.

5. Tpobumo B. B. Hnadopmarmka B 2 T. Tom 1: VYueOHuMK 151 cpeaHEero
npodeccronansHoro odpasosanus / B. B. TpodumoB. — 3-e u3., nmepepad. u gomn. — Mocksa:
NznarensctBo FOpaiit, 2022. — 553 ¢. — (Ilpodeccuonansuoe obpazobanue). — ISBN 978-5-
534-02518-7. —  Texkcr: onexktponusni // OBC  IOpaiit [caiit]. —  URL:
https://urait.ru/bcode/471120

6. ®enoroBa, E. JI. HpopManuoHHbIE TEXHOJOTMM B MpodeccroHalIbHOMI
nestenbHoCcTH: yueOHoe nocobue / E.JI. denoroBa. — Mocka: DOPYM: UHOPA-M, 2022. —
367 c. — (Cpennee mpodeccuonanbHoe obpazoanue). - ISBN 978-5-8199-0752-8. - Tekcr:
anekTpoHHbldt // DBC Znanium [caift]. — URL: https://znanium.com/catalog/product/1786345
(mara o6pamenus: 04.08.2022). — Pexxum octymna: mo noAmnucke.

3.2.2. OcHOBHbIE JJICKTPOHHBIE U3IAHUS

1. Kynpusiros /. B. MadopmarnmonHoe obecriedenne npodecCuoHaNbHON NesITeTbHOCTH:
Y4eOHUK U IPAKTHKYM JUIsI CPEAHETO MPodecCHOHATBHOTO 00pa3oBanust/ YUeOHHUK U MPAKTUKYM

15



U1 cpeaHero npodeccronanbHoro oopazosanust / 1. B. KynpusHos. — Mocksa: M31arenscTBo
Opaiit, 2022. — 255 ¢. — (Ilpodeccuonansroe obpazoBanue). — ISBN 978-5-534-00973-6.
— Texct: anexkrponnsiit // DbC FOpaiir [caiiT]. — URL: https://urait.ru/bcode/470353

2. IlmoraumkoBa, H. TI. HWudopmarnka u wuHDOPMAIOHHO-KOMMYHHKAIIMOHHEIE
texaonorun (UKT) : yuebnoe nmocodue / H. I'. TlmoraukoBa. — Mocksa: PUOP: UHOPA-M,
2022. — 124 c. — (Cpennee npodeccuonanbHoe oopazoBanue). - ISBN 978-5-369-01308-3. -
Tekcr: AJICKTPOHHBIN// 9BC Znanium [caiT]. — URL:
https://znanium.com/catalog/product/1229451 (nata oOpamenus: 04.08.2022). — Pexum
JOCTYyIA: 10 MOAIUCKE.

3. TpobumoB B. B. Hnadopmarmka B 2 T. Tom 1: VYueOHHMK 111 cCpeaHEro
npodeccuonansHoro odpazosanus / B. B. TpodumoB. — 3-e u3a., nepepad. u gomn. — Mocksa:
WznarensctBo FOpaiit, 2022. — 553 ¢. — (IIpodeccnonansroe oOpa3oBanue). — ISBN 978-5-
534-02518-7. —  Tekct: onektponnwnii // DOBC  Hpaiit [caiit]. —  URL:
https://urait.ru/bcode/471120

4. ®eporoa, E. JI. HMHpopManuoHHBIE TEXHOJOTUHM B NPOPECcCHOHATHHOMN
nestensHOoCcTH: yueOHoe mocobue / E.JI. ®enoroBa. — MockBa: DOPYM: UHOPA-M, 2022. —
367 ¢. — (Cpennee mpodeccuonanpHoe obpasoBanue). - ISBN 978-5-8199-0752-8. - Tekcr:
anekTpoHHbldt / DBC Znanium [caifr]. — URL: https://znanium.com/catalog/product/1786345
(mara oopamenus: 04.08.2022). — Pexxum ocTyma: mo moAmnucKe.

3.2.3. JlonoJiHUTEIbHbIE HCTOYHHKH

1. Anekcee  A.Il.  COopHuk  jmabopaTOpHBIX  pabOT MO  JUCIMIUIAHE
«UugpopmaTtuka», dacth 2: VYyeOHoe mocobue. VYuebHOe mocoOMe MO JUCHUIUIMHE
«uadopmatukay, 1jis cTyAeHTOB neporo Kypcea cnernuanpHocTel 10.03.01 u 10.05.02 YueGHoe
nocobue mo aucuuruinHe «MHbopmaTHka», Ui CTYyIEHTOB IEPBOIO Kypca CIEeHUAIbHOCTEH
10.03.01 u 10.05.02 / Anekceer A.Il. — Mocksa: COJIOH-IIp., 2017. — 256 c.: ISBN 978-5-
91359-220-0. -  Tekct:  osmektponusrii// ObBC  Znanium  [caiir]. —  URL:
https://znanium.com/catalog/product/881455. — Pexxum noctyna: mo mojnucke.

2. bensesa. T.M. MaremaTtuka u unpopmaTuka: yaeOHUK U npakTukym s CI1O /
T. M. bensieBa [u ap.]; nox penakuuerd B. J[. DnpkuHa. Y4eOHUK U MPAKTUKYM JJISE CPEIHETO
npodeccuonaibHOro obpazosanus / T. M. bensiera [u ap.]; mox penakmueit B. JI. DnpkuHa. —
2-e wu3n.,, mepepab. u gomn. — MockBa: WzmarensctBo HOpaiir, 2022. — 402 c. —
(ITpodeccuonansuoe obpazoBanue). — ISBN 978-5-534-10683-1. — TekcT: 37meKTpOHHBIHN //
OBC HOpaiir [caiit]. — URL: https://urait.ru/bcode/469943

3. Kenpona I'.E. [u np.] UadopmaTuka 1isi TyMaHUTApUEB: YUYCOHUK U MPAKTHKYM
I cpenHero npodeccuonanbHoro odpasosanus. [lox penakuueii I'. E. Kenposoii. — Mocksa:
NznarensctBo FOpaiit, 2022. — 439 c. — (Ilpodeccuonansuoe obpazoBanue). — ISBN 978-5-
534-10244-4. —  Texkct: onektponnwnii // DOBC  Hpaiit [caiit]. —  URL:
https://urait.ru/bcode/475550

4. Hosoxwunos O.I1. Uudopmaruka B 2 4. Yacts 1: yuebnuk mis CIIO / O. IL
HoBoxwnos. Yuebnuk nist cpeanero npodeccuonanpHoro odpazosanus / O. I1. HoBoxunos. —
3-e m3m., mepepab. u mom. — MockBa: MzmarensctBo HOpaiit, 2022. — 320 c. —
(ITpodeccuonansuoe obpazoBanue). — ISBN 978-5-534-06372-1. — TekcT: 37MeKTpOHHBIHN //
OBC HOpaiir [caiit]. — URL: https://urait.ru/bcode/474161

5. [TonoB A.M. UudopmaTrka n Marematrnka: ydeOHUK 1 npaktukyM st CI1O / A.
M. Ilomnos, B. H. Cotnukos, E. . Haraea, M. A. 3aiities; mox pen. A. M. [lomoBa YueOHuk u

16



MPAKTUKYM ISl cpefiHero mpodeccroHanbHoro obpasoanus / A. M. Ilonos, B. H. CoTHUKOB,
E. W. Haraesa, M. A. 3aiinieB; nox penakiueit A. M. IlomoBa. — 4-e u3n., nepepad. u Aom. —

Mocksa : M3garensctBo HOpaiit, 2022. — 484 c¢. — (IlpodeccronanpHoe oOpa3oBaHHE). —
ISBN 978-5-534-08207-4. — Tekct: anextponnbii // OBC IOpaiit [caitit]. — URL:
https://urait.ru/bcode/469437

6. CoseroB b.5l. HWubopManmoHHble TEXHOJIOTMH: Y4YEOHHUK JJIsI  CPEIHEro

npodeccuonanbHoro oopazosanus / b. 5. Coseros, B. B. LlexanoBckuil. — 7-¢ u3za., nepepad. u
nom. — Mocksa: M3natensctBo FOpaiit, 2022. — 327 ¢. — (Ilpodeccuonansnoe oOpazoBaHue).
— ISBN 978-5-534-06399-8. — Texkct: snektponnsiii / ObC IOpaiit [caiit]. — URL:
https://urait.ru/bcode/469425

7. Tpodumor B.B. MudopmanmoHHbBIE TEXHOIOTUH B 3KOHOMHKE M YIPABICHHU B 2
4. Yacte 1: yuebnuk ms CIIO / B. B. Tpodumos [u ap.]; mox pea. B. B. Tpobumosa. YueOHuk
Ui cpeHero npodeccuonanbHoro oopasosanus / B. B. Tpodumos [u ap.] ; mox penakiueii B.
B. Tpodumona. — 3-e uza., nepepad. u gon. — Mocksa: UznarensctBo FOpaidt, 2022. — 269 c.
— (ITpodeccuonanproe obpazoBanue). — ISBN 978-5-534-09137-3. — TeKcCT: 371€KTPOHHBIH //
OBC [Opaiir [caiiT]. — URL: https://urait.ru/bcode/475059

8. CrpaBouHo-npaBoBasi cucrema «Koncynprant [Tmoc». Opunnanshsiii caidt CIIC
«Koncynprant mtoc» [Dnexktpornsiid pecype] . URL: http://www.consultant.ru/

9. CrnpaBouHo-nipaBoBas cucreMa «I'apant» [DnexkTpoHHbIi pecypc] . URL:garant.ru

10. CnpaBouno-npaBoBas cuctema «Koncopuuym Koaeke» [DnexTpoHHbIN pecypc] .

URL: Konexkc - [Ipodeccuonansubie cipaBounbsie cuctemsl - Koneke (kodeks.ru)

11. OdunuanbHbll  caiT  mporpaMMbl  JUisi  pacno3HaBaHusi Tekcta ABBYY
FineReader. Odunmaneueii caiit kopmopauun Adobe. [Dnextponnsiii pecypc] URL:
https://www.abbyy.com/ru-ru/Finereader/

12.  Od¢wunmansusiit caiit Microsoft Office. CripaBka. Odunmansueiii caiftt Microsoft
[DnexTponnsrtit pecypc] . URL: https://support.office.com/

13. Odunmansubiii  cailt komnanun Google. CnpaBka Google. [DneKTpOHHBIH
pecypc] URL: https://support.google.com

14. Odunmansueiil caiit SAunexc-nuck [OnekrponHslii pecypc] URL: fnnekc./luck
(yandex.ru).

15.  Odwunmaneueiit caiit O6mako Meitn. [DaexkTponnslii pecypc] URL: Ob6nako
Mail.ru

16. Cuctema oHaifH-OpoHUpOBaHUS OTeNe «ByKHHI». OdunmanbHblii  calfT

Booking.com [Dnexkrponnsriii pecypc] URL: https://www.booking.com/index.ru.

17. CepBuc cpaBHeHus 1ieH Ha otenu « TpuBaro» Odunmansubiii caiir Trivago.
[DnexTponnsrit pecypc] URL: https://www.trivago.ru/

18.  Cepsuc 6ponupoBanus oteneit «Xorenc» OduumanbHbli cait Hotels
[DnexTponnsrit pecypc] URL: https://ru.hotels.com/

19. Cucrema cpaBHEHHs 1IeH Ha oTenn «PyMrypy» OdunmanbHbII cauT
Roomguru [Dnextponnsriii pecypc] URL: https://www.roomguru.ru/Hotels/Search

20.  CepBuc cpaBHEHUS IIEH Ha OTENH «XOTEILTYK» OdwurnmanbHbIi cait
Hotellook [Dnextponnsriit pecypc] URL: https://hotellook.ru/

21. OAO «PX». Opunmansueiii caidt [DnekrponHsiit pecypc] URL: ITaccaxupam
(rzd.ru)
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22.  Cucrema nmomcka aBuaOMiIeTOB oHIaiiH «buiersl mroc»y  OQUIMaTbHBIA  CalT
Biletyplus [Dnextponnstii pecypc] URL: http://biletyplus.ru

23.  Cucrema 3aKa3a KeJe3HOJOPOXKHBIX OmieToB oHiaitH Odunuanbubiii cadt Tutu
[DnexTponnsrit pecypc] URL: https://www.tutu.ru

24,  Tazera «MuHdopmaruka»  wum3garensckoro goma  «llepBoe  ceHTAOps»
[DnexTponnsrtii pecypc]. URL: https://inf. 1september.ru

25.  XKypnan «HWudpopmatuka u obOpaszoBaHue» [DnekTpoHHblii pecypc]. URL:
http://infojournal.ru
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4. KOHTPOJIb M1 OIEHKA PE3YJIbTATOB OCBOEHMUSI
JUCLUILINHBI

KoHTpoib M omeHKa pe3ynbTaToB OCYILIECTBISIETCS IpENofaBaTeeM B IIPOLECCE
MIPOBEJICHHS TEOPETUYECKUX U MPAKTUUECKUX 3aHATUM, a TAKXKe 3aHATUN B (hopMe MPaKTHUECKOM
MOJITOTOBKH, HATIPABICHHBIX HAa (DOPMUPOBaHKE OOIIMX U MPAKTUICCKUX KOMIICTCHIIUNI:

Oob6masi/npogeccuoHaIbHAs Tun oueHOYHbIX MEPONIPUATHIA
KOMIIeTeHIUA
OK 01 Bri6upath ciocoObl perieHus - YCTHBIN OITPOC;
3aja4 rnpodeccuoHalIbHOMN 1eATeTbHOCTH - (bpOoHTANBHEIN OMPOC;
MPUMEHUTEIBHO K PAa3TUYHBIM - OLICHKA KOHTPOJIBHBIX PadoT;
KOHTEKCTaM - OIICHKA MPAKTUYECKUX PaboT;

- OIICHKA BBITIOJHEHUS JOMAIIHUX U
CaMOCTOSITENIbHBIX PaboT;

- MOATrOTOBKA MPE3EHTAIIHI;

- 3a4er.

OK 02 HMcnonb30BaTh COBPEMEHHBIE
CpeICTBa MOMCKA, aHAIIN3A U
WHTEpIpEeTAi HHOOPMAIIHH, U
UHGOPMAITMOHHBIE TEXHOJIOTUH JIJISt
BBITIOJTHEHHSI 33729 PO ECCHOHATBHON
JeATETbHOCTH

[IK 1.1. OcyecTBisaTh npuéM-nepeaaqy
ynpaBieH4eCKOi HH(pOpMaIH

C TIOMOIIIBIO CPEACTB HH(OPMALIMOHHBIX U
KOMMYHHKAIIMOHHBIX TEXHOJIOTUH

IIK 1.3. BnageTth HaBBIKAaMU
IUTAHUPOBaHUS pabovyero BpeMeHu
PYKOBOIMTENS U CeKpeTapst

[1IK 1.4. OcyiecTBasiTh NOATOTOBKY
JIEJIOBBIX TIO€3/10K PYKOBOAUTENS 1
JIPYTUX COTPYTHUKOB OPraHU3aINH

[1K 1.6. OcymiecTBasTh paboTy 1Mo
MOJITOTOBKE U MPOBEACHUIO
KOH(EPEHTHBIX MEPONPUSITHIA,
obecrieunBaTh HHPOPMAITMOHHOE
B3aMMOJCHCTBHE PYKOBOIUTEIS C
N0/Ipa3/ieICHUsMHU

Y JIOJDKHOCTHBIMU JIMIIAMU OPTaHU3aINH
I1K 1.7. OpopMasaTs opraHu3aliMOHHO-
pacrnopsAuTeIbHbIE JOKYMEHTHI U
OpPTraHHU30BBIBATH PA0OTY C HUMH, B TOM
YHCJIE C UCTIOIb30BAHUEM
ABTOMATU3HPOBAHHBIX CHCTEM
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Pe3yabTarsl 00y4eHust

Kpurtepun ouenku

MeToabl OLEHKH

Hepeqenb 3HaHI/II7[, O0CBAaMBAECMbIX B paMKaX JUCIHUIIJIMHBI

aKTyaJIbHBIN NpodeccuOHANbHBIN U
COLIMAJIbHBIA KOHTEKCT, B KOTOPOM
MPUXOJUTCS pabOTaTh U )KUTh;

OCHOBHBIC HCTOYHHUKH WH(POPMAIIMU U
peCypChI I pelIeHHs 3a1a4 |
mpo6sieM B MpohecCHuoHaTbHOM U/ WU
COIMAILHOM KOHTEKCTE;

QJITOPUTMBI BHITIOJIHEHHSI paboT B
poeCCHOHATHPHON U CMEKHBIX
obnacTix;

METO1bI paboTHI B MPO(hECCHOHAIBHON
U CMEXHBIX chepax;

CTPYKTYpPY IJIaHa JJIA pCHICHUA 3a4a4;

MOPSIIOK OLIEHKHU PE3yJIbTaTOB PEIICHUS
3az1a4 npodeccuoHanbHON
JeSATETbHOCTH;

Homenknarypa nndopmannoHHbIX
UCTOYHUKOB, IPUMEHSIEMBIX B
po¢eCCUOHATILHOM 1E€ATEIbHOCTH;

MIPUEMBI CTPYKTYpPUPOBAHUS
nH(popMaLnu;

(dbopmat oopmiteHUsT pe3yIHTATOB
MOUCKa WH(POPMAIHH, COBPEMEHHBIE
CpPEACTBA M YCTPOMCTBA
nHpOpMaTHU3aALUH;

MOPSIOK UX IPUMEHCHHUS U
MPOrpaMMHOE 00eCIICUCHHUE B
npodeccroHaATBEHOM JIeATEIIHBHOCTH B
TOM YHCJIC C UCIIOJIb30BAaHUEM

U POBBIX CPEJICTB;

HOPMATHUBHBIE ITPABOBHIE aKThI
Poccwuiickoit @eneparuu B cepe
UH(GOPMAITMOHHBIX U
KOMMYHHUKAIIMOHHBIX TCXHOJIOT' Hﬁ;

«OTanyHOY -
TEOPETUIECKOE
coJiep’KaHue Kypca
OCBOEHO ITOJIHOCTBIO, 0e3
npoOesoB, yMEHUS
c(hOpMHUPOBAHEI, BCE
PeyCMOTPEHHBIE
IporpaMMoil yueOHble
3aJlaHus BHITIOJTHCHBI,
Ka4eCTBO WX BBITTOJIHEHUS
OIICHEHO BBICOKO.

«Xopormo» -
TEOpPETUYECKOE
coJiepKaHue Kypca
OCBOEHO ITOIHOCTHIO, O€3
npo0eoB, HEKOTOPHIE
YMEHHUS COPMHUPOBAHBI
HEJI0OCTaTOYHO, BCE
IpeyCMOTPEHHBIE
porpaMMoil yueOHble
3aJJaHHs BHITIOJIHEHHI,
HEKOTOPbIE BU/IBI 3aaHUH
BBITTOJTHEHBI C OIIMOKAMH.

«Y IOBIIETBOPUTEIIBHO) -
TEOPETUIECKOE
coJiepaHue Kypca
OCBOEHO YaCTUYHO, HO
poOesIbl HEe HOCST
CYIIECTBEHHOTO XapaKTepa,
HEO0OXOAMMBIC YMEHUS
paboThl C OCBOCHHBIM
MaTepHaJIoM B OCHOBHOM
c(OpMHPOBAHBI,
OOIBIIMHCTBO
MIPETYyCMOTPEHHBIX
IpOrpaMMoit 00ydeHHsI
y4eOHBIX 3aaHuI
BBITIOJTHEHO, HEKOTOPHIE U3
BBINOJIHEHHBIX 3aJaHUMH

Kaxknmu

npouenypamu
IIPOU3BOAUTCS
OLICHKA:

YcTHBIN onpoc

TecToBbIN KOHTPOJIb
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HOPMATUBHBIC ITPABOBLIC aAKThLL COACpKaT OIIIMOKH.

Poccwuiickoit @eneparuu B chepe
«HeynoBIeTBOPUTEITHHOY -

TCOPETUUCCKOC

nH(OPMAIIMOHHON OE30MMaCHOCTH;

TpeOOBaHUS OXpaHbl TPY/IA; coJiepKaHue Kypca He

OCBOEHO, HEOOXOIUMBIE

MHTEPHET-PECYpChI IS
PHCT-PECYPCRI L yMeHUs He c(OPMHUPOBAHBI,

oC CCTBJICHUA TPCBCII-IIOIACPKKHU
yim p JUICP BBITIOJTHCHHBIC y‘-Ie6HBIe

JIEJIOBBIX MOE3/10K;
3a/IaHus coJiepKaT rpyObie

METO 16l 0OPaOOTKH M 3aIUThI OLLIHOKH.

nH(pOpMaLIMU C TPUMEHEHUEM CPECTB
UHGOPMAITMOHHBIX U
KOMMYHHKAIIMOHHBIX TEXHOJIOTHI;

COBpEMEHHbIE HH(OPMALIMOHHBIE U
KOMMYHUKAIMOHHBIC TCXHOJIOI'UH,
MIpUMEeHsieMble B paboTe ¢
AOKYMCHTAaMM.

Hepeqem) yMeHHﬁ, O0CBauBACMbIX B paMKax ITUCHUIIJIHHBI

pacrio3HaBaTh 3a1a4y W/nim npodiaemy | «OTIHIHOY - OreHka pe3ybTaToB

B MpoheCCHOHATHFHOM H/WITH TEOPETUYECKOE BBIIIOJIHEHUS

COLIMAJIbHOM KOHTEKCTE; coJIepKaHue Kypca MIPAKTHIECKON
OCBOEHO TOJTHOCTHIO, 0€3 paboThI

aAHAIM3UPOBATH 3a/1a4y /U MPoOIeMy IPOGEIIOB, YMCHHSA
2

U BBIIEIIATH €€ COCTABHBIE YaCTH; OKcnepTHOoe

c(hOpMHPOBAHEI, BCE
HaOJIFOeHUE 3a

OIPE/IeIIATD ATAlbl PEIICHHUS 3aauH; HPpEIyCMOTPCHHBIC
IPOrpaMMoii y4eOHbIE XOAOM BLITTOJIHEHIA
BBISIBJIATH U 3 ()EKTUBHO UCKAThH 3a1aHMS BHIIOJTHEHB, [IPaKTUICCKON
MH(OPMALIHIO, HEOOXOMUMYIO JUIs KauecTBO HX BhmoNHerms | PAOOTHI
pelLIeHns 3a1a4d W/UIIN IPOOIIEMBI; OLIEHEHO BBICOKO. MpomesiyTourias
COCTAaBJIAThH IIJIaH JICHCTBUS; «Xopomo» - aTTecTanus
TEOPETUYECKOE

OTIpEeACIIATH HEOOXOAUMBIE PECYPCHI;
coJiep’KaHue Kypca

BJIAZETH aKTyaJIbHBIMA METOIaMU OCBOEHO MOJIHOCThIO, O€3
paboThI B IpoecCHOHATbEHON 1 npoOesIoB, HEKOTOPHIC
CMEKHBIX chepax; yMeHUs chopMUPOBAHBI
HEJ0CTATOYHO, BCE
pealin30BbIBaTh COCTABJICHHBI IJIaH; MPeTyCMOTPEHHBIE
OLICHUBATh PE3YJIbTAT U MOCIEACTBUSA NporpaMMoil yueOHbIe

CBOUX [ICHUCTBHH (CAMOCTOSTEIBHO W | 33 1aH1s BBHIOJTHEHE
>

C [OMOIIBIO HACTABHNKA); HEKOTOPBIC BUJIBI 3a/IaHUI

BBINOJIHEHBI C OIIHOKAMHU.
OMpPEACIIATh 3aJa4u JJIA ITONCKa
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nHpOpMaINH;

OTIpeJIeNATh HEOOXOIUMBbIE HCTOUHUKHI
uHbOopMaIuy;

IIaHUPOBATH MPOLICCC ITOUCKA,

CTPYKTYpUPOBATH MOJIy4aeMyHO
nH(pOpPMaILINIO;

BBIJICJIATh HanOoJIee 3HaYMMOE B
nepevyHe HHPOpPMaIny;

OLCHUBATD NNPAKTUYCCKYIO 3BHAYHUMOCTD
PE3YJIbTATOB ITOUCKA,

0hOpMITATH pe3yIbTaThI IIOMCKA,
NPUMEHSITh CPEJICTBa
WH(POPMAIMOHHBIX TEXHOJIOTHI IS
peteHus mpodeCCHOHATBHBIX 33]1a4;

UCII0JIb30BATh COBPEMEHHOE
porpaMMHOE 00ecTieueHIE;

WCTIOJIb30BAThH PA3IMUHbIE IIH(PPOBHIE
Cpe/CTBA ISl PeIICHUS
npodecCHoHANBHBIX 3a]1a4;

HCII0JIb30BaTh CPEACTBA
MH(GOPMALIMOHHBIX U
KOMMYHMKAIIMOHHBIX TEXHOJIOTUH JUIs
MOJTyYeHUS U Tepeiaud HHPOpMalny;

BECTH U UCIIOJIb30BaTh B paboTe 6azy
KOHTAKTOB OpraHu3allnu;

YCTaHABJIMBATH U MOJIICP)KUBATH
KOMMYHHKAITUH B IPOIIECCE JCITOBOTO
OOIIEHUS C TOMOIIBIO CPEICTB
WH(POPMAITMOHHBIX U
KOMMYHHKAIIHOHHBIX TEXHOJIOTHIA;

oOecrieuynBaTh HHPOPMAIMOHHYIO
0€30I1aCHOCTh JIEATEIILHOCTH
OpTraHH3aIlHH;

MIPUMEHSITH B paboTe cpeacTBa
WHGOPMALIMOHHBIX

«Y IOBIIETBOPUTEIIBHO) -
TEOPETUIECKOE
coJiepKaHue Kypca
OCBOCHO YaCTHYHO, HO
POOEITBI HE HOCST
CYIIECTBEHHOTO XapaKTepa,
HEO0OXOAMMBIE YMEHUS
paboThl C OCBOCHHBIM
MaTepHUajIoM B OCHOBHOM
chopMUpOBaHHI,
OOJIBIITUHCTBO
MPEeyCMOTPEHHBIX
porpamMmMon 00ydeHus
y4eOHBIX 3aJaHHI
BBITMIOJIHEHO, HEKOTOPBIE U3
BBITIOJTHEHHBIX 3a/IaHUH
CoJIeprKaT OIIUOKH.

«HeynoBIeTBOPUTEIIBHOY -
TEOPETUIECKOE
coJiepKaHue Kypca He
OCBOEHO, HEOOXOJUMBIE
yMEHHs He c(hOPMUPOBAHBI,
BBITIOJTHCHHBIC YUCOHBIC
3a/laHusl CoJIepKaT rpyobie
OIITUOKHU.
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KOMMYHHKAIIUOHHBIX TCXHOJIOT I/II>'I,

BBIOUPATH (POPMBI TUITAHUPOBAHUS U
0(hopMITATH TTAHUPOBIIIHK
(opranaiizep) pyKOBOJIUTEIS U
ceKperapsi;

OCYHICCTBJIATH TPEBLEII-IIOAACPIKKY
JCJIOBBIX ITOEC3A0K;,

WCIIOBh30BaTh CPEICTBA
MH(OPMALIMOHHBIX U
KOMMYHUKAITMOHHBIX TEXHOJIOTUH JJIs
o0OecIrieueHnsT B3aUMOJIEHCTBHUS C
PYKOBOJIHMTENIEM BO BPEMsI €ro JISJTOBOM
MTOC3 KU,

OCYHIECTBIISATH COOpP, 00paboOTKy
nH(pOpMaLU, CHCTEMaTU3aLIUIO
MOJTy4aeMbIX U NepelaBaeMbIX JaHHBIX;

CKaHHPOBATh, KOIUPOBATH U
KOHBEPTUPOBATH JOKYMCHTLI B
pa3nuyHbie POPMATHL.
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