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1. TACHHOPT PABOYEN NPOTPAMMBI JJUCHUILJINHBI
OI1.07 KOMIIBIOTEPHAS OBPABOTKA JOKYMEHTOB

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 — 00pa3oBaHWM (B MporpaMmax —MOBBIIMICHUS  KBATU(PHUKALMU 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 «KomMmbrotepHas o0paboTka JOKYMEHTOB) SIBIIsIETCSl 0053aTeIbHON YacThIO
o01enpogeccuoHaIbHOrO IMKIJIa 00pa3oBaTeIbHON IIPOrpaMMbI
B cootBercTBHH ¢ PI'OC CIIO mo cnernumansaoct 46.02.01 JlokymeHTanmonHoe obecreueHne
yIPaBIEHUS U apXUBOBEJCHUE.

Oco0oe 3HavYeHHE TUCHUIUIMHA UMeeT mpu ¢opmupoBanuu u pazsutun OK 01, OK 02,
OK 04, IIK 1.5.

1.3. lless ¥ miIaHUpyeMblIe Pe3yJIbTaThl OCBOCHUS AUCHUILIMHBI:

1.3.1. leab AUCHUIIHHBI

[lenbto AMCHUIUIMHBI SBISETCS MPUOOpPETEHHE TEOPUTUUYECKUN 3HAHUN U MPAKTHYECKUX
yMEHUH B 00J1aCTH KOMITBIOTEPHOI 00pabOTKH JOKYMEHTOB.

Jucuunnuna ««KomnbroTepHas o6paboTka JOKYMEHTOB» MPOJOJDKAaeT (GOpMUPOBAaHUE
MHPOPMALIMOHHBIX  KOMIIETEHUMH  OyIymuX  CHELUANUCTOB,  pPa3BUBAE€T  HABBIKU
poheccCHOHaNBbHOTO OCYIIECTBICHHS HaboOpa TEKCTOB Ha MEPCOHAIBLHOM KOMIIBIOTEpE, YUUT

MIPUMEHSITH MpaBuiia 0OPMIICHHUS JOKYMEHTOB Ha MEPCOHATHLHOM KOMIIBIOTEPE.
1.3.2.1lnanupyembie pe3yJabTaThl 0CBOEHUS TUCHUNINHBI
B pamkax mporpamMmbl AUCIUIITMHBI 00y4YalOIIUMUCS OCBAUBAIOTCS YMEHUS

Y 3HaHUs
Il'{I(I)(I: OK YMmenust 3nanus
OK 01, BBITOJIHATH TPeOOBaHUS IO OXpaHe IIPaBUJI 10 OXPAHE TPY/Ja U TEXHUKE
OK 02, Tpy/Zla ¥ TEXHUKE O€30MaCHOCTH; 0e30macHOCTH;
OK 04, OpPTraHW30BBIBATH pabodee MECTO JJIsI | MIPABWJI OpraHU3aIMH pabovYero MecTa
K 1.5 MaKCHUMaJbHO 3G (EKTUBHOM paboOThI; | CeKpeTaps U PyKOBOAUTEINS;

po(heCcCHOHATLHO OCYIIECTBIIATh
Habop, popmaTupoBaHue, BEIBOJI Ha
neyaTrb, COXpaHCHHUE TEKCTOBOU U
udpoBoit mHGOPMAITHN HA
MEPCOHATBHOM KOMIIBIOTEPE;
YUTATh, IOHUMATh U UCTIPABIIATH
MIPOEKTHI JOKYMEHTOB, C
UCTIOJIb30BaHUEM CIIPABOYHO-
MPaBOBBIX CUCTEM;

IUIAHUPOBATh pabouee Bpems,

PYCCKOH M JIATUHCKOW KJIaBHATYypPbI
MIEPCOHATBHOTO KOMIIBIOTEPA;
PaBIIT OPOPMIICHHUS TEKCTOBBIX
JOKYMEHTOB Ha NIEPCOHATHLHOM
KOMITBIOTEPE.




Kon

1K, OK YMmenust 3Hanud

UCIIOJTB3YS TIPE/ICTABJICHHBIC 3/ TaHHUS,
porpaMmmMHOe o0ecrieyeHue u
UCXOAHYIO TOKYMEHTAIUIO;
BBIOMPATH TEXHOJIOTHIO CO3/IaHUS

JAOKYMCHTA.

2. CTPYKTYPA U COAEPKAHUE JTUCIUIIJIMHBI

2.1 O0béM yueOHOM AMCUMIIMHBI M BUABI Y4eOHOI padoThI

Bun yueOHO# paboThI O0Bem vacoB

MaxkcumanbHasi yueOHasi HArpy3Ka (Bcero) 72
B T.4. B JopMe MPAKTUUECKON MOATOTOBKH 56
Oo6s13aTesibHAsA ayIUTOPHAs y4eOHAsA HATPY3Ka (Bcero) 66
B TOM YHCIIE!

JICKITUU 10

IIPAKTUYECKUE 3aHSITUS 56
CamocrosiTeibHast padoTa o0yuaromerocst 6

[TpomesxyTounas arrectauus B popme aAudQepeHInpoBaHHOIO 3a4eTa




2.2. TemaTu4yecKui MJIAH U COJeP:KaHUE TUCIUIIMHBI

Hamvenosare Conep:xkanne yue6HOro MaTeprasia (0CHOBHOE H NPodecCHOHAILHO-0PHEeHTHPOBAHHOE) ®opMHpYyeMbIe
Pa;ﬂ:;;m JIadopaTopHbIe U MPAKTHYECKHE 3aHITHUS, IPUKJIATHOH MOAYJIb (IPH HATUYUN) ’ Obnew nacon KOMIIeTeHIIMH

Pa3nen 1 Opranu3anus KOMIbIOTEPHOH 00pa0OTKH JOKYMEHTOB 4/2
Tema 1.1 Copaepxxanue yueOHOTro MmaTepuaJia OK 01,
CoBpeMeHHbIE CoBpeMeHHbIE TEXHUUECKHE CPEJICTBA CO3/IaHUS TEKCTOBBIX JOKYMEHTOB OK 02,
TeXHHYECKHE Ilenn w 3amaum y4eOHOH AWCHMIUIMHBL PoJIb TUCIUIUIMHBI B TPOQECCHOHATHHOU OK 04,
CpeACTBa CO3JaHMA | MOJAroTOBKe crenuanucra. CoBpeMEHHbIE aBTOMATHU3UPOBAHHBIE CPEACTBA CO3JaHUS 2 IIK 1.5
TEKCTOBBIX TEKCTOBBIX JOKYMEHTOB.
AOKYMEHTOB [IpaBuna TexHUKH OE30TACHOCTH M TUTHCHUYECKHE PEKOMEHJIAIMU TMPU HCTIOIb30BaHUHT

cpencts KT B mpodeccnoHanbHON AeATETLHOCTH.

B TOM YHCJIe NPAKTHYECKUX 3aHATHIA:

I[IpakTuyeckoe 3anHsATHEe (MPO(ecCHOHATLHO-OPHEHTUPOBAHHOE cojAep:kanue) 1. 2

Opranusaius pabouero MecTa u Tpya oneparopa.
Paspnen 2 OcBoenue, NpUMeEHEeHue " COBEePLICHCTBOBAHHE HABBIKOB

«CJIeToro» JecsiTUNAJIbLIEBOI0 MeTo/1a Hadopa
Tema 2.1 OcBoenne | Coaepxxanue y4eOHOIro MmaTepuaJia 10/9 OK 01, OK 04,
KJIaBHATYPbI OcBoeHue KJ1aBUaTypbl IEPCOHAIBHOIO KOMITbIOTEPa (pyCcCKUid PUPT) IIK 1.5
nepcoHaNbLHOro Cxema knaBuatypbl. «Clemnoil» AecAaTUNanbIeBbli METOJ KIABUATypHOTO Habopa, ero
KOMIBIOTEpa BO3MOXXHOCTH, IPEUMYIIECTBa 1 3(H(HEKTHBHOCTS. 1
(pyccxmii mpu¢T) | ByKBBI M 3HAaKM TpenMHAHWS PYCCKOW KiIaBHatypsl. VcrmonmbsoBanne KiaBuul Shift n

Caps Lock.

B TOM YHCJIe NPAKTHYECKUX 3aHATHIA:

IIpakTnyeckoe 3ansATHe (NMPO(PecCHOHATIBLHO-OPUEHTHUPOBAHHOE COJepKaHue) 2. 3

BrinonHenue ynpaxHeHH Ha OCBOEGHHE TEXHUKHM M CKOPOCTH KOMIIBIOTEpHOro Habopa
TEKCTOBOM MH(pOpMAIMK IO OCHOBHOMY DPSITy KJIaBUATYpHI.




IIpakTHyeckoe 3aHsiTHe (NMPO(PeCCHOHAIBLHO-OPHEHTHPOBAHHOE CcoOJep:kaHue) 3.
Ha6opa TekcToBoi MHPOPMAIIUH IT0 OCHOBHOMY M BEPXHEMY psiZiaM KIIaBHATYPHI.

IIpakTnyeckoe 3aHsATHEe (NMPOdPecCHOHATHLHO-OPHEHTHPOBAHHOE coJepxkaHue) 4. 2

BrimonnHenue ynpaxHeHUI Ha OCBOCHHE TEXHUKH U CKOPOCTH KOMITBIOTEPHOTO

IIpakTnyeckoe 3ansaATHe (NMPO(PecCHOHATIBLHO-OPUEHTUPOBAHHOE CoOJepkaHue) S.

BrinonHenne ynpakHEHUII Ha OCBOGHHE TEXHUKH M CKOPOCTH KOMIIBIOTEPHOTO Habopa 2

TEKCTOBOM MH(OpMALIUK 10 OCHOBHOMY, BEpXHEMY M HIYKHEMY PsiiaM KJIaBUATYPHI.

IIpakTnyeckoe 3ansitue (MpodecCHOHAIBHO-OPHEHTHPOBAHHOE co/iep:kaHue) 6.

BeinmonHenue ynpakHeHMH Ha OCBOGHHME TEXHUKHM Habopa TEKCTOBOW M 1HM(POBOI 5

MHPOPMALIMKM C UCIOJIB30BAHUEM 3HAKOB TMpENHHAHUS M IUQp UYeTBEPTOro psna

KIJIABUATYPHI.
Tema 2.2 Copaepxxanue yueOHOIro MaTepuaJia 4/3 OK 01,
Odopmienue Odopmienne mudposoro marepuana Ludper apadbckue. Pumckue uncia. Buasl apobeit. OK 02,
uugposoro MHoro3Ha4yHbIC YHCIIA. 1 OK 04,
MaTepuajia OcBoenue Tabauywvl cumeo106; 3HaKU, yoTpeoseMble ¢ nudpamu.

Pabora ¢ manensio Cnucok (HyMepOBaHHbIN, MAPKUPOBAHHBIH )

B TOM YHCJIC PAKTUIECKUX U JTA00OPATOPHBIX 3aHITHH:

IIpakTyeckoe 3aHsiTHe (NMPO(PECCHOHAIBLHO-OPHEHTHPOBAHHOE COJep:KaHue) 7.

VYnotpebnenue uncen apaOCKUX M PUMCKUX B TEKCTOBBIX pabotax. I[lapamerpsi 3

HYMEPOBaHHbBIX, MAPKUPOBAHHBIX CITUCKOB.
Pa3nen 3 OcHoBHblIe npaBuiIa GopMaTHPOBAHUSA TEKCTA
Tema 3.1 Conep:xxaHue yueOHOro MaTepuasa 2/2 OK 01,
TpedoBanus K TpeboBanws K 0POPMIIEHUIO CTPAHHUIIBI OK 02,
oopMiIeHHIO B TOM 4YHcJle MPAKTHYECKUX 3aHATHIA: OK 04
CTPaHHIbI IlpakTnyeckoe 3ansiTHe (MPo(heCcCHOHAIBHO-OPHEHTHPOBAHHOE colepKanue) 8. IK 1.5

Pabora ¢ manenpto [lapamerpbl crpanunpl. AG3an. HasHaueHue QyHKIMOHAIBHBIX 5

knaBumeil. PaGora c¢ ObicTpeiMu kiaBumamu. OdopmieHue o0ueynoTpeOnTeabHbIX
COKpAILECHHIL.




Tema 3.2 Copaeprxanue yueOHOro MaTepuaJa: 4/3 OK 01,
Odopmienue OdopmiteHne 3aroj0BKOB U MOA3aroJIOBKOB K TEKCTY. 1 OK 02,
3aroJ1I0BKOB U [TpaBuna opopMieHHUs 3ar0JIOBKOB U T10/13ar0JIOBKOB. OK 04
10/J13ar0JI0OBKOB K B TOM YHCJI€ TPAKTHUUECKUX U TAOOPATOPHBIX 3aHITHIA:
TCKCTY IIpakTyeckoe 3ansTHE (MPOdQecCHOHATbHO-OPHEHTHPOBAHHOE coep:kaHme) 9. 3

OdopmiieHre 3aroJ0BKOB U 110/13ar0JI0BKOB K TEKCTY.
Tema 3.3 IIpuémbr | Coaep:xkanue yueOHOro MaTepuaJia: 4/3 OK 01,
BblJIeJICHU S [Tpuémbl BbIJIEIEHUS OTAEIBHBIX ()PArMEHTOB TEKCTa OK 02,
OT/IeJIbHBIX OcHoOBHBIE BU/IbI HIPU(TOB. 1 OK 04
¢pparmenToB Pabora ¢ manensto [llpughm: nomu€pkuBanue, pas3psaka, YIJIOTHEHUE, SKUPHBIA MIPUPT,
TeKCTa IIPONUCHBIE OYKBBI, MaJIble MPONHUCHbIE OYKBBHI.

B TOM YHCJI€ IPAKTUUECKUX U JJAOOPATOPHBIX 3aHITHUM:

IpakTnueckoe 3ansTHe (NMPodecCHOHAIBHO-OPUEHTHPOBAHHOE coaep:xanue) 10. 3

[TpumeHeHMe pUEMOB BbIJICIEHUS OTAETIBHBIX ()PArMEHTOB TEKCTOBOTO JIOKYMEHTA.
Paznen 4 Od¢opmiieHue pa3IMYHBIX BUI0B TEKCTOBBIX PadoT 12/10
Tema 4.1 IIpaBuna | Conep:kaHue y4eOHOT0 MaTepuaJia OK 01,
¢opmaTumpoBaHusa | Ilpasuna popmMaTHpOBaHUs OTAEIBHBIX PEKBU3UTOB TEKCTA OK 02,
OTeJbHBIX [TpaBumna opopmineHust 6MOIMOrpapuuecKux CBEACHUH, B T.U. 3JIEKTPOHHBIX PECYPCOB. OK 04
PeKBH3UTOB TekcTa | [IpaBuia opopmiIeHHsI CHOCOK / CChIIOK HAa HICTOUYHUKH K TEKCTY.

[TpaBuna opopMieHNss MHOTOYPOBHEBOTO CIIMCKA. PyOpuKkaIus Tekcra. 2

[IpaBuia opopmiieHHs pUMeUaHui, MPUIOKEHUH B TEKCTOBOM JIOKYMEHTE.

[TpaBuia opopmiIeHHS MHOTOCTPAHUYHOTO TEKCTOBOTO IOKyMeHTa. Hymeparus crpanu.

Pabota ¢ pykonuceio. 3HaKu KOPPEKTYpHOU TPaBKH.

B TOM 4McJie IPAKTHYECKUX 3aHATHIA:

IIpakTnyeckoe 3aHsTHEe (MPOPecCHOHAIBLHO-OPHUEHTHPOBAHHOE coaep:xkanue) 11.

Odopmienre cHOCOK / GubarorpapuecKux CChbUIOK Ha UCTOYHMK B TekcTe. OdopmiieHue 4

CIHCKA HCTOIb30BaHHBIX HCTOUHUKOB.

IIpakTuyeckoe 3ansaTHe (NMPOdecCHOHATLHO-OPHEHTHPOBAHHOE cojaepxkaHue) 12. 2




Odopmnenne TutTynbHOro Jucta. OdopmieHne oriaBIeHUs/CoaepKAHMUS.

IIpakTnueckoe 3ansaTHE (MPOodecCHOHAIbHO-OPUEHTHPOBAHHOE coaep:xanue) 13.

BrinonHeHre MHOIOCTPaHUYHOTO TEKCTOBOTO JOKYMEHTA ¢ HyMepallel CTpaHHULI. ?

IIpakTyeckoe 3ansaTHEe (MPOdQecCHOHATBHO-OPHMEHTHPOBAHHOE colep:kanue) 14.

Pabota ¢ pykonmcero. Oc¢opmieHHe TEKCTOBOIO JOKyMEHTa IIOCie KOPPEKTYPHOMH 2

IIPABKHU.
Pa3zpnen 5 MN3yyeHue JJaTHHCKOH KJIABHATYPBI 7/6
Tema 5.1 OcBoenne | Conep:kaHue y4eOHOT0 MaTepuaJia OK 01,
KJIABHATYPbI OcBoeHME KJIaBUATYphl IEPCOHATBHOIO KOMIIbIOTEPA (JTATUHCKUM mIpudT) OK 04
NEePCOHATIBHOI0 CxeMa JTaTUHCKON KJIaBHATyphl. ByKBBI M 3HaKM NMpENHHAHUS, 0COObIE 3HAKU JIATHHCKOM 1 I[IK 1.5
KOMIIbIOTEpa KJIaBHATYPBHI.
(JraTHHCKMIA B TOM YHCJIe IPAKTHYECKHUX 3aHATHIL:
wpudT) IIpakTHyeckoe 3aHsTHEe (MpOodeccCHOHATBLHO-OPHMEHTHPOBAHHOE coJep:kanue) 15.

BrinonHenue ynpa)kHEHUIl Ha OCBOEGHHE TEXHUKH M CKOPOCTH KOMIIBIOTEpPHOro Habopa

TEKCTOBOM MHQOpMAIMK 0 OCHOBHOMY psZly KJIaBHATypbl. BeinonHeHne ynpaxHeHU Ha 4

OCBOCHHME TEXHUKH M CKOPOCTH KOMIIBIOTEPHOIO Habopa TEKCTOBOM HMH(OpManuu Io

OCHOBHOMY U BEpXHEMY Psy KJIaBUATYPBHI.

IIpakTHyeckoe 3anHsiTHe (NMPO(PecCHOHAIBLHO-OPHEHTHPOBAHHOE coJep:kanue) 16.

BeinonHenune ynpaxHeHU Ha OCBOEGHHE TEXHUKHM M CKOPOCTH KOMIIBIOTEpHOro Habopa

TEKCTOBOM HMH(OpManMK 1O OCHOBHOMY, BEpXHEMY M HW)XHEMY psay KJIaBHATYypHI. 2

BeimonHenne ynpakHeHMI Ha OCBOGHHME TEXHUKHM Habopa TEKCTOBOW M IHM(POBOI

MH(OPMALIUHU C UCTIOIB30BAHUEM LU(P U 0COOBIX 3HAKOB YETBEPTOT'O psifia KIaBUATYPHI.
Pa3neu 6 Koncrpyuposanue Tadiuig 5/4
Tema 6.1 Conep:kanue y4e0HOro MaTepuaJa OK 01,
dopmaTtmpoBaHue | ©opmaTupoBaHHUE PEKBU3UTOB TaOIHIIbI 1 OK 02,
PEKBH3HTOB PexBHU3HUTHI U CTPYKTYpHOE MOCTPOSHHUE TaOIHIIBI. OK 04
Ta0JIMIBbI B TOM YHCJI€ IPAKTUUECKUX U JJAOOPATOPHBIX 3aHITHUMA:

IIpakTHyeckoe 3aHsaTHE (MPO(EeCcCHOHAIBLHO-OPHMEHTHPOBAHHOE coaepxkanue) 17. 2




KoHcTpynpoBaHue rooBky K TaOIMLaM: MpocTasi, CI0XKHasA, YCI0KHEHHAS.

IIpakTnyeckoe 3aHsTHe (MPOPecCHOHATIBLHO-OPUEHTHPOBAHHOE coaepxkanue) 18.
KonctpyupoBanue OokoBHMKAa K TaOiuuam: TEKCTOBOW (MPOCTOM, YCIOXKHEHHBIN),
nndpoBoi, CMEILIAaHHBIM.

Hudposslie rpadsl B TabnuLax.

Pasznen 7

KomnbrorepHasi 00padoTka 0CHOBHBIX BHI0B JOKYMEHTOB

14/14

Tema 7.1

KomnbloTepHble
TEXHOJIOI'UHN
noAroTOBKH
JAOKYMEHTOB

Conep:xxanue yueOHOro MaTepuaJa

KOMHLIOTepHI)IG TEXHOJIOTMH IMOATOTOBKH NJOKYMCHTOB

PeKkBU3UTHI U CTPYKTYypHOE MOCTPOCHHUE TOKYMEHTA.

AKTyaJ'II/I3aI_II/I$I HH(bOpMaLII/II/I ocpeaACTBOM CHpaBO‘{HO-HpaBOBOf/'I CHUCTCMBI.

B TOM YMCJI€ IPAKTUICCKHUX 3aHATHH:

IIpakTnyeckoe 3ansitue (MpodeccHOHATbHO-OPHEHTHPOBAHHOE coJepxkanue) 19.
Kommnproreprast 00paboTka OCHOBHBIX PEKBHU3UTOB JOKYMEHTA.

OK 01,
OK 02,
OK 04,
K 1.5

IIpakTnyeckoe 3aHsiTHe (NMPOodeccCHOHATIBLHO-OPHUEHTHPOBAHHOE coaep:xanue) 20.
KommprorepHast 00paboTka OpraHM3allMOHHON TOKYMEHTAIIHH.

IIpakTyeckoe 3aHsiTHE (NMPO(PecCHOHAIBLHO-OPHEHTHPOBAHHOE coJep:kanue) 21.
KomnbrotepHas 00paboTka pacopsAUTEIbHON JOKYMEHTAIUH

IIpakTnyeckoe 3aHsiTHe (NMPOo(ecCHOHATIHLHO-OPHEHTHPOBAHHOE CcoJep:kaHue) 22.
Kommnerotepras 00paboTka HHPOPMAIMOHHO-CITPABOYHON JOKYMEHTAIIUH.

IIpakTnyeckoe 3ansiTHe (NMPO(PecCHOHATBLHO-OPUEHTHUPOBAHHOE CcOAep:kaHue) 23.
[TonroroBka TeKCTOBOTO AOKyMeHTa. PaboTa ¢ MakeTOM MHOTOCTPaHUYHOIO TJOKYMEHTa C
UCIOJIb30BaHUEM CIPABOYHO-TIPABOBOI CHCTEMBI.

CamocrosiTebHas padora

IIpome:xxyToyHasi arTecranus B ¢popMme 1 pepeHHPOBAHHOIO 3a4€eTa

BCEI'O

66/56




3. YCJIOBUSA PEAJIM3ALIMU JUCIUITTJIMHBI

3.1 TpeGoBaHusi K MUHUMAJLHOMY MaTepPHAIbHO-TEXHUYECKOMY 00ecIedeHHI0

Peanmzanmst  mucruiMHE — MpedrioyiaraeT — HauMuue — KaOuHeTa  MH(OpPManuOHHO-
KOMMYHHUKAIIHOHHBIX TEXHOJIOTUI U UHIUBUAYAIBHOTO TPOSKTUPOBAHHUS.

VYuyebHoe o6opyoBaHue: paboune MecTa o0yyaromuxcs, padbouee MeCTO IpernoiaBaTers,
MapKepHasi J0CKa.

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
o0ecrieyeHne; aHTUBUPYCHOE MPOrpaMMHOE 00eCTeueHHe; CIeUaIM3HPOBAHHOE TPOrPaMMHOE
o0ecrieueHne; MyIbTUMEINATIPOSKTOP; MHTEPAKTUBHAS TOCKA/TIaHENb/9KpaH.

3.2 UnpopmannoHHOe o0ecnievyeHre peain3aluu NPorpaMmbl

3.2.1 OcHoBHBIE IEYATHHBIC U3TAHUA

I. JlokyMeHTOBeleHHE: YYEOHUK U MPAKTUKYM JUIsl CPEIHEro MpoQecCHOHAIbHOIO
obpazoBanms / JI. A. JloponuHa [m np.]; mox penakiuedr JI. A. JlopoHuHo#. — 2-¢ W31,
nepepad. u gon. — Mocksa: UznarensctBo FOpaiit, 2023. — 309 c. — (IIpodeccuonansuoe
obpazoBanmue). — ISBN 978-5-534-04330-3.

2. Koprees, M. K. JlokymeHTannoHHOEe oOecmeueHHe YMpaBICHUS: YYEOHUK W
NPaKTUKYyM TS cpeaHero npodeccroHanbHoro obpaszosanus / U. K. Koprees, A. B. ITmenko,
B. A. Mamypues. — 2-e¢ u3j., nepepad. u gomn. — MockBa: U3narensctBo Opaiitr, 2023. —
384 c. — (IIpodeccuonansHoe oopazoBanue). — ISBN 978-5-534-05022-6.

3. Ky3nenos, n. H. JlokymMeHTamoHHOE obecrieyeHne YIIPABJICHUS.
JIOKyMEHTOOOOPOT U JENONPOU3BOJACTBO:  Y4eOHMK M HPAaKTUKyM JUIsI  CPEJIHEro
npodeccuonanbHoro oopazosanust / M. H. Ky3nenos. — 3-e u3z., nepepad. u gon. — Mocksa:
MznarensctBo FOpaiit, 2023. — 462 ¢. — (IIpodeccuonanbroe obpazoBanue). — ISBN 978-5-
534-04604-5.

4. YeptroBa, E. A. Ctatuctuka. ApromaTtu3zaiusi o0paboTku nHbopMaluu: yueoHoe
nmocodue Uit cpearero npodeccruoHanbHOro oopazosanus / E. A. UepTkoBa. — 2-¢ u3., UCTp.
u gom. — MockBa: WM3gatenbctBo [Opaiir, 2023.— 195c¢.— (IIpodeccuonanbHoe

obpaszoBanme). — ISBN 978-5-9916-9342-4.

3.2.2. OcHOBHBbIE JIEKTPOHHbIE U3AHUS

1. JlokyMeHTOBe/ieHHe: YYeOHUK M MPAKTHUKYM JJIsl CPEIHEro Mpo(ecCHOHAIbHOTO
obOpazoBanmsi / JI. A. loponuna [u np.]; mox penakiuedn JI. A. loponuHoil. — 2-¢ U3,
nepepad. u gon. — MockBa: M3narensctBo Opaiit, 2022. — 309 ¢. — (IIpodeccuonansHoe
obOpazoBanme). — ISBN 978-5-534-04330-3. — Tekct: »smekTponHbI // OOpa3oBaTenbHas
miatgopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/469701.

2. Kopuees, U. K. JlokymeHTallMOHHOE oOOecleyeHre YIpaBlICHUs: Y4YEeOHUK U
NPaKTUKYyM JUIs cpeqHero npodeccuoHambHoro obpazoanus / U. K. Kopuees, A. B. ITmenko,
B. A. Mamypues. — 2-e usn., nepepad. u gon. — Mocksa : MU3natensctBo FOpaiit, 2022. —
384 c. — (Ilpodeccuonanproe obpazoBanue). — ISBN 978-5-534-05022-6. —  TekcrT:



NeKTpoHHBIH  //  OOpazoBarenbHas  miatgopma  FOpaiir  [caiit]. —  URL:
https://urait.ru/bcode/472550.

3. Ky3nenos, H. H. JloKyMeHTalMoOHHOE obecrieueHne yIpaBIEHUS.
JIOKyMEeHTOOOOpOT W JEJNONPOM3BOACTBO: Y4EOHMK M  MPAKTUKYM Uil  CPEIHEro
npodeccuonanbHoro oopaszosanust / U. H. Ky3nenos. — 3-e u3z., nepepad. u gon. — Mocksa:
WznarensctBo FOpaiit, 2022. — 462 ¢. — (IIpodeccuonanbroe obpazoBanue). — ISBN 978-5-
534-04604-5. — Texcrt: anexTpoHHblii / OOpa3oBatensHas matgopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/470020.

4. UYeptrosa, E. A. Cratuctuka. ABromMaTu3zaius oopadboTku nHGopMau: yaeoHoe
nocobue it cpenHero npodeccuoHanbHoro oopasosanus / E. A. UepTkoBa. — 2-¢ U31., HCTIP.
u gon.— MockBa: MzmarensctBo HOpaiir, 2022. — 195c¢.— (IIpodeccuonansHoe
oOpaszoBanue). — ISBN 978-5-9916-9342-4. — Texct: snexTpoHHBIH // OOpazoBaTenbHas
iatgopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/471306.

3.2.3. JlonoJiHUTEIbHbIE HCTOYHUKHU:

1.TOCT P 2.106-2019. Haumonanbnbiii crangapt Poccuiickoit ®enepanuu. Enunas
cuctema KoHCTpykTopckoi mokymeHtanuu (ECKJI). TekcToBsie noKyMeHTHI (YTB. M BBEAEH B
neiictue Ilpukazom dDenepanbHOro areHTCTBa IO TEXHUYECKOMY PEryJIMPOBAaHUIO U
Metposiorun (Poccranmapt) ot 29.04.2019 Ne 176-cT).

2. TOCT P 7.0.97-2016. Haunonansubiii crannapt Poccuiickoiit ®@enepanuu. Cucrema
CTaHAAPTOB 10 HHpOpManMK, OuOIMOTEeYHOMY U  wm3gatenbckomy neny (CHUBUJ).
OpraHu3almoHHO-pacTIoOpsAAUTENbHAs JoKyMeHTalus. TpeboBaHus K 0OPMIICHHIO JOKYMEHTOB
(ytB. IIpukazom @PenepaibHOro areHTCTBA MO TEXHUUYECKOMY PETYJIMPOBAHHIO U METPOJIOTHH
(Poccranpapr) ot 08.12.2016 Ne 2004-cT).

3. T'OCT 7.32-2017. MexrocynapctBeHHbiii crangapr. Cucrema CTaHIapToB IIO
uHpopmanuuu, Oubmuoreunomy u u3natensckomy aeny (CHUBUJ). Ortuér o HayuHo-
uccnenoBatensckoil padore (Otuér o HUP). Crpykrypa u mpaBuia odopmieHus (BBEIAEH B
neucteue Ilpukazom DenepanbHOrO areHTICTBa IO TEXHUYECKOMY PETYIUMPOBAHUID U
Metposiorun (Poccrangapt) ot 24.10.2017 Ne 1494-ct) (c IlonpaBkamn).



4. KOHTPOJIb M1 OIEHKA PE3YJIbTATOB OCBOEHMUSI
JUCLUILINHBI

Oomas/npodeccnoHanbHas
KOMIIeTCHIIUSI

Tun oneHOYHBIX MePONPUATHI

OK 01 Bei6bupats criocoObl peneHus
3a7a4 NpoQeCcCHOHATBHON eI TETLHOCTH
NPUMEHHUTEIBHO K Pa3IHYHBIM
KOHTEKCTaM

- YCTHBIN OIPOC;

- (bpoHTaIBHBII OmpoC;

- OIIEHKa KOHTPOJIbHBIX padoT;
- OLIEHKA MPAKTHYECKUX padoT;

OK 02 HMcnonb30BaTh COBPEMEHHBIE

CpcacTBa IMOMCKa, aHajin3a u

MHTepIpeTanuu nHbopMaluu, u

UH(POPMALMOHHBIE TEXHOJIOTHH

BBIIIOJIHCHUA 3a1a4 HpO(bCCCHOH&J'IBHOfI

JACATCIIBHOCTH

- OLIEHKA

JIIA

OK 4 DddexkTrnBHO B3aMMOICHCTBOBATH U
paboTaTh B KOJUIEKTHBE U KOMaHJIE

TIK 1.5. Bnagers cnocobamu

OopraHu3anuun pa6oqer0 IMPpOCTPAHCTBA
HpHCMHOﬁ 1 KaOuHeTa PYKOBOOUTCIIA

BBINIOJIHEHUSI  JIOMAIIHUX U
CaMOCTOSITENIbHBIX paboT;

- HOATOTOBKA MPE3EHTAIHIA;

- TuQQepeHIIMPOBAHHBIA 3a4eT.

Pe3yabTarsl 00y4yeHus

Kpurepum ouenku

MeToabl OIEHKH

Ilepeyensb 3HaHUI, OCBaBaeM

bIX B paMKaX JUCHUIIJIMHBI

IIPaBHJI TI0 OXpaHe TpyJa
TEXHHUKE 0€30MMacHOCTH;

IIpaBHJI OpraHu3anuu
paboyero Mecra ceKpeTaps u
PYKOBOIUTENS,

PYCCKOM M JIATUHCKOM
KJIAaBUATYPbI IEPCOHAIIBHOTO
KOMIIBIOTEPA;

IpaBUI 0POPMIICHHS
TEKCTOBBIX JIOKYMEHTOB Ha
MIEPCOHAIBHOM KOMIIBIOTEPE.

«OTIUYHOY - TEOPETUUYCCKOE
CoJiep)KaHue Kypca OCBOCHO
MTOJTHOCTHIO, 0€3 MpoOeIIoB,
yMeHUs chopMUPOBaHBI, BCE
NPEyCMOTPEHHBIC TIPOTPAMMO
y4eOHBIC 3a/JaHUS BBITOJTHCHBI,
Ka4eCTBO WX BBITIOJHEHUS
OILIEHEHO BBICOKO.

«XO0pOIIO» - TCOPETHUECKOE
CoJIep)KaHue Kypca OCBOCHO
MOJTHOCTHIO, 0€3 MpoOeIIoB,
HEKOTOPBIC YMCHHS
c(OPMHPOBAHBI HEIOCTATOYHO,
BCE IIPEyCMOTPEHHBIC
porpaMMoil yueOHbIe 3a/1aHus
BBITIOJTHCHBI, HEKOTOPBIC BUJIBI
3alaHUI BBIIIOJHEHBI C
OIIMOKaMH.

«Y,Z[OBJ'IGTBOPI/ITGJ'IBHO» -

AHanus pe3yiabTaToB
TECTOBBIX 3aJaHUM.

DKCIepTHOE
HaOJII0IEHUE U OIICHKA 3a
JIEUCTBUSIMU
00yyJaromuxcs Ha
MPAKTHYECKUX 3aHATHUIX.

Texymui KOHTPOJIb
IIPUMEHEHNS 3HAHUH B
XOJ1€ BBIITOJIHCHUS
[IPaKTUYECKUX 3a1aHUMN.

JK3aMeH.




TEOPETUUECKOE COJIEpPI)KaHNE
Kypca OCBOCHO YaCTUYHO, HO
poOesIbl HE HOCST
CYIIIECTBEHHOT'O XapaKTepa,
HE0O0XOIMMBIE YMEHHsSI paboThI ¢
OCBOCHHBIM MaTepHAIIOM B
OCHOBHOM c(hOpMHUPOBaHHI,
OOJIBLIIMHCTBO MPEyCMOTPEHHBIX
IporpaMMoil 00yueHus: yu4eOHbIX
3aJJaHU{ BBINIOJIHEHO, HEKOTOPbIE
U3 BBIMTOJIHEHHBIX 3aJJaHUN
coJiepKaT OLIMOKH.

«HeytoBIeTBOPUTEIBHOY -
TEOPETHYECKOE COCPIKaHNE
Kypca He OCBOEHO, HEOOXOMMBbIE
yMeHUs He chOpMUPOBAHBI,
BBITIOJIHEHHBIE YICOHBIE 3a/TaHUS
coziepkaT rpyObie OMMOKH.

Ilepeyenb ymeHuii, ocBauBae

MbIX B paMKaX TUCHUIIJIMHBI

BBITIOJTHATH TPEOOBAHUS TIO
OXpaHe TPyJa U TEXHHUKE
0€e30I1aCHOCTH;

OpraHu30BBIBATH pabouee
MECTO JIJIsl MAKCUMAJIbHO
3¢ (heKTHBHON pabOTHI;

npoheCCHOHATIBHO
OCYILIECTBIISATH HAOOP,
(opmaTupoBaHue, BEIBOJ] HA
neJaTh, COXpaHEeHHE
TEKCTOBOU U I (PPOBOI
uHpOpMaLIIU HA
MIEPCOHATILHOM KOMITBIOTEPE;

4yuTaTh, IOHUMATh U
HCIIPABJIATDH IIPOCKTHI
AOKYMCHTOB, C
HCITIOJIb30BAHUCM CIIPABOYHO-
MPaBOBLIX CUCTEM;

IUTaHUPOBaTh pabouee Bpems,
UCIIOJIb3YSl IIPEJCTABICHHBIC
3aJlaHusl, IPOrPaMMHOE

«OTIUYHOY - TEOPETUIECKOE
coJiepKaHue Kypca OCBOSHO
MTOJTHOCTHIO, 0€3 MpoOeIIoB,
yMeHHs CPOPMUPOBAHBI, BCE
MPelyCMOTPEHHBIE POTPaMMOi
y4eOHBIE 3aJIaHUS BHITTOTHEHBI,
Ka4eCTBO UX BBIITOJIHCHHS
OIICHEHO BBICOKO.

«X0pouIo» - TEOPETUYECKOE
CoJIep)KaHue Kypca OCBOCHO
MTOJTHOCTHIO, 0€3 MpoOeIIoB,
HEKOTOPBIC YMCHHSI
c(hOpMHUPOBAHBI HEJIOCTATOYHO,
BCE IIPETyCMOTPECHHBIS
POTpaMMOil yUeOHBIC 3alaHHsI
BBITIOJTHEHBI, HEKOTOPBIC BUJIBI
3alaHUl BBIIIOJHEHBI C
OIIMOKaMH.

«Y IOBJICTBOPUTEIIEHO) -
TEOPETHYECKOE COCPIKaHNE
Kypca OCBOCHO YaCTUYHO, HO
poOesIbl He HOCST

DKCIepTHOE
HaOJII0IeHue 3a
JEUCTBUSIMU
00ydJaromerocs B Xo/1e
BBITTOJTHEHHUS
MPAKTHYECKON pabOTHI.

AHanu3 pe3yabTaToB
HaOJIIOICHUS 3a
JIEITEIIbHOCTBIO
00yyJaromerocs B Xo/1e
BBITTOJIHEHHUS
MPAKTHUYECKON pabOTHI.

Onenka pe3yJbTaToB
BBITIOJTHEHUS
PaKTUYECKON paboTHI.

JK3aMeEH.




o0ecrieyeHne 1 UCXOAHYIO
JOKYMCHTAIUIO;

BBI6I/IpaTB TCXHOJIOI'HIO
CO3aaHus NOKYMCHTA.

CYLLIECTBEHHOI'O XapaKTepa,
HEoO0X0UMble YMEHHUS paboThI C
OCBOEHHBIM MaTEpHUaJIOM B
OCHOBHOM C()OPMHUPOBAHBIL,
OOJIBITMHCTBO MPEyCMOTPEHHBIX
pOrpaMMoil 00yueHus1 yu4eOHbIX
3aJJaHui BBITIOJIHEHO, HEKOTOPhIE
U3 BBINOJIHEHHBIX 3aJJaHUN
coJiepKaT OUTHOKH.

«HeyaoBneTBOpUTETBHOY -
TEOPETUYECKOE COCPIKaHNE
Kypca He OCBOEHO, HE00X0IUMbIE
yMeHus He ¢(hOpMHUPOBAHBI,
BBITIOJIHEHHBIE YICOHBIE 3a/TaHUS
COJIEpIKaT TpyObIe OIIUOKH.
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