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1. OBIIASI XAPAKTEPUCTUKA PABOYEH ITPOT'PAMMbBI YUYEBHOI
JANCHUIIJIMHBI OI1.0S UTHOOPMAILIMOHHBIE U
KOMMYHUKAIIMOHHBIE TEXHOJIOT'MU B MIPO®ECCUOHAJIBHON
AEATEJIBHOCTHU

1.1. MecTO IMCUMILUIMHBI B CTPYKTYpe MPOrpaMMbl MOATOTOBKHU CHIeI[HA-
JINCTOB CPeHero 3BeHa:

YueOnas aucuurnHa OI1.05 UndopmaninoHHble 1 KOMMYHUKAMOHHBIE TEX-
HOJIOTUU B TIPO(ECCHOHATBFHON JEATEILHOCTH SIBISIETCA 00s3aTENIbHOM 4acThio 00-
HIEPO(PECCHOHATBHOTO IMKJIA MPOrpaMMbl MOJITOTOBKU CIELUAIUCTOB CPETHETO
3BeHa B cooTBeTcTBUU ¢ PI'OC no cnenumansHocT 46.02.01 JloKkyMeHTaIlMOHHOE
o0ecrieueHne yrnpaBieHUs U apXUBOBECHHE.

VYuebnas nucuuruimaa OI1.05 MuadopManioHHble 1 KOMMYHUKAITMOHHBIC TEX-
HOJIOTUU B NPO(ECCUOHATIBHON JEATEIbHOCTH O0OecreurnBaeT (OPMUPOBAHUE IIPO-
(hecCHOHAIBHBIX M OOIIMX KOMITETEHITUH 110 BceM BuiaM JiesatenbHocT GI'OC CITO
o crienmanbHocTH 46.02.01 JokymMeHTarimoHHOE 00ecriedyeHUE YIIPABJICHUS U apXu-
BoBeZeHne. Ocoboe 3HaueHHE NUCUUIUIMHA UMEET IpU (OPMUPOBAHUU U PA3BUTHU
O0IIMX, MPOPECCHOHATBHBIX KOMIIETEHIUI:

OK 01. Beibupatsb crocoObl peiieHus 3a1a4 npohecCuoHaIbHON A TEIbHO-
CTH MPUMEHHUTENIBHO K Pa3JIMYHBIM KOHTEKCTAM.

OK 02. Hcrions30BaTh COBPEMEHHBIE CPEACTBA MOUCKA, AHAIN3a U UHTEPIIPE-
Taluyu UHPOpMalUUd U HHPOPMALIMOHHBIE TEXHOJIOTUH /ISl BBIIOJIHEHUS 337a4 Ipo-
(dhecCUOHAIBHOM JIESITeIIbHOCTH.

IIK 1.1. OcyiecTBasTh NpueM-nepeaady yrnpapieH4ecKoil nH(popmaluu ¢ mo-
MOIIbIO CPEICTB UHPOPMALMOHHBIX 1 KOMMYHUKALIMOHHBIX TEXHOJIOTHIA.

[1K 1.3. BnageTs HaBbIKaMU TUIAHUPOBAHUS Pab0YETro BPEMEHH PYKOBOIUTEIS
U cexperaps.

IIK 1.4. OcyuiecTBisTh NOATOTOBKY JEI0OBBIX MOE3/I0K PYKOBOAUTENS U APY-
IMX COTPYAHUKOB OpraHU3aluu.

[1K 1.6. OcymiecTBasTh pabOTy MO MOATOTOBKE U IPOBEICHUIO KOH(PEPEHTHBIX
MEpPOIPUITHIA, 00ecreynBaTh HH(HOPMALIMOHHOE B3aUMOJCHCTBIE PYKOBOIUTENS C
MOAPA3AEIEHUSMH U TOJKHOCTHBIMU JIMI[AMU OPTaHU3aLIUH.

IIK 1.7. OdbopmisTh OpraHu3alMOHHO-PaCHOPAAUTENbHBIE JOKYMEHTHI U Op-
raHU30BbIBAaTh pa0OTy C HUMH, B TOM YHKCJIE C UCIOJIH30BAHUEM aBTOMATU3HPOBAH-
HBIX CUCTEM.

1.2. lleqb ¥ miIaHUpPYyeMBble Pe3yJIbTATHI OCBOCHUSA AW CHUIIIMHBI:
B pamkax nporpammbl y4eOHOW JUCHUIUIMHBI 00YYarOUIMMUCS OCBAaWBAIOTCS
YMEHHUS ¥ 3HAHUS"

! Iepeuens koMmeTeHIHiA pOPMHUpPYETCs HA OCHOBE IIPUMEPHOMN pabodeii HporpaMMbl JUCHMILIUHEL J[OIOIHUTEILHEIE
KOMIIETEHIINH, 3HAaHUS U YMEHUS, peajM3yeMble 3a CUET 4aCOB BaPUATUBHOM YaCTH BBIIEISIIOTCS KypCHUBOM.
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Kon OK, IIK

YMmenns

3HaHud

OK 01

Bri6upath criocoOs! pe-
mennst 3amad npodec-
CHOHAQJIGHOW  JICSATEINb-
HOCTH TIPUMEHUTEIBHO
K pa3jIMYHbIM KOHTEK-
cram

pacrio3HaBarth 3a1a4y W/UIH Tpo-
Oomemy B MpodecCHOHATHBHOM
W/WIIM COITUATbHOM KOHTEKCTE;
aHAM3UPOBaTh 3ajady W/WiIu
npoOieMy W BBLICIATH €€ Co-
CTaBHBIC YaCTH;

OIIPENIENATh ATAlbl PEIICHUS 3a-
Jlauy;

BBISIBIIATH U 3()PEKTUBHO MCKATh
uHpOpMaLKIO,  HEOOXOAUMYIO
JUTSL PEIICHUS 33]1a91 U/HITH TIPO-
OJICMBL,

COCTAaBJIATh IUIAH  JICWCTBUS;
OTpeneNniaTh HeoO0XOIuMbIe pe-
CYpPCBI;

BJIAJICTh AKTYaJbHBIMH METO-
JlaMy paboThI B MPO¢eCCHOHAb-
HOW M CMEXHBIX cepax;
peanr30BbIBATh  COCTABJICHHBIN
TUIaH;

OILICHUBATh pe3ynbTar u
IIOCJIE/ICTBHASL CBOMX JCUCTBUUI
(camocTOSITEIHHO 17001 c
MTOMOIIIbI0 HACTABHUKA).

aKTyaJbHBIA TIPO(ECCHOHATLHBIN 1
COIMANILHBIA KOHTEKCT, B KOTOPOM
MIPUXOAUTCS PadOTaTh U )KUTb;
OCHOBHBIE HCTOYHHKH HH(OpMa-
LMY U PECYPCHI AJIs peLIeHus 3a1a4
U 1pobiieM B TpodeCCHOHATHHOM
U/WJH COIIMAIbHOM KOHTEKCTE;
QIITOPUTMBI BBITIOTHEHUST PaboOT B
npoecCHOHANBHOM M CMEXKHBIX
00acTsX;

MeTObI pabOTHI B PO ECCHOHATD-
HOW M CMEXHBIX cdepax;
CTPYKTYpY IUIaHA AJIs PELIeHUs 3a-
Aad;

MOPSAIOK pe3yabTaToOB
perieHus 3a1a4
npodeccCuoHaNbHOM NeTENbHOCTH.

OLIEHKHU

OK 02

Hcnonb3oBare  coBpe-
MEHHBIE CpEJCTBa IO-
UCKa, aHaJIu3a U MHTEp-
nperanuu uHpopMauu
U  UH(pOpMAIMOHHBIE
TEXHOJIOTUU JJISi  BBI-
MOJTHEHUs 3a/ad  Ipo-
dbeccuoHanbHON  Jesi-
TEIbHOCTU

OINpeneNaTh 3a7a4u Ui MOUCKa
uH(popMaLnu;

omnpeneNniaTh HeoOXOIUMbIE HC-
TOYHUKH UH(]OpMaLny;
IUTAHUPOBATh MPOIECC TOUCKA;
CTPYKTYPUPOBATh TOIYYaeMYIO
UH(pOPMALINIO;

BBIAEIATL HanOoJiee 3HAaYMMOE B
nepevyHe HHPoOpMaLuy;
OIICHUBATh TPAKTUYECKYIO 3Ha-
YUMOCTb PE3yJbTaTOB ITOMCKA;
0hOpMIIATh Pe3yIbTaThl MTOUCKA,
NPUMEHSATh cpelcTBa MH(popMa-
IIUOHHBIX TEXHOJIOTHHI JIS peliie-
HUS IPo(hecCHOHANIBHBIX 3a/1a4;
UCTIOTb30BaTh COBpPEMEHHOE
porpaMMHOe oOecrieueHue;
UCTIOTb30BaTh pa3nyHbIe
¢ poBsIe cpeacTsa JUIst
pemieHus:  po(ecCHOHATBHBIX
3ajad.

HOMEHKJIaTypa HWH(pOPMAIMOHHbBIX
HCTOYHUKOB, IPUMEHSIEMBIX B
npodecCHOHATBLHOMN 1eATeNbHOCTH;
IpUEMbl CTPYKTYpPUPOBAHUS HH-
bopmanuu;

dbopmar odhopmiieHHS pe3yabTATOB
MOKUCKa HWH(OPMAlLUH, COBPEMEH-
HBIE CpEACTBA M YCTPOWCTBA HH-

dbopMaTuzanuu;
MOPSZIOK  UX  NPUMEHEHHUS |
nporpaMMHOE  OOeCIieueHUEe B

MPOPECCHOHAIBHON JIESITEIIBHOCTH
B TOM YHCJIE€ C HCIOJIb30BaHUEM
U (POBBIX CPEICTB.

IIK 1.1. OcymiecTBasTH
puéM-nepenaqy

yIPABJICHUYECKOM  HH-
dbopmaruu ¢ MOMOIIBIO
CpeAcTB MHPOPMALIMOH-

WCIIONIh30BaTh CpeAcTBa MHEOOP-
MallMOHHBIX U KOMMYHHUKAIIMOH-
HEIX TEXHOJIOTUH AT TTOJTYUCHUA
U miepenadu nHhopMaIuu;

BECTH U UCIOJIb30BaTh B padoTe
0a3y KOHTaKTOB OpPTraHU3aIlNN;

HOpMaTHUBHBIE ITPaBOBbIE aKThl Poc-
cuiickoit denepanuu B chepe UH-
(bopMalMOHHBIX M KOMMYHUKAIIU-
OHHBIX TEXHOJIOTHUH;

TpeOOBaHUS OXPaHbI TPY/IA.




HBIX U KOMMYHHKAaIIU-
OHHEIX TEXHOJIOTUH

yCTaHaBJIMBATh U MOJEPKUBAThH
KOMMYHHKAIIMM B TpoIiecce Jie-
JIOBOTO OOLIEHHS C IOMOILBIO
CpeAcTB HMH()OPMAITMOHHBIX U
KOMMYHHUKAIIMOHHBIX ~TEXHOJO-
THii;

obecneyuBaTh
UH(POPMALMOHHYIO
0€30I1aCHOCTh JIEATEILHOCTH
OpTaHHU3aIH.

I[IK 1.3. Ilpunumats
ydacTue B
IUTAHUPOBAHUU

pabouero BpEMEHU
PYKOBOUTENS u
IUIAaHUPOBATh pabounit
JIeHb CceKpeTaps

BBIOMpPATh (HOPMBI TIITAHUPOBA-
HUS U 0DOPMIIATH TUTAHUPOBIIUK
(opranaiizep) pPyKOBOAMTENS U
ceKperaps;

obecrieunBath ~ MH(OPMAITUOH-
HYyI0 0€30IIaCHOCTh JeSATEIHHO-
CTH OpraHM3alUY;

IPUMEHSTh B paboTe cpeacTBa

HOpPMAaTHBHBIC IPAaBOBBIC aKThl Poc-
cuiickoit denepanuu B chepe UH-
(dhopMarMoHHON 0€301aCHOCTH;
TpeOOBaHUS OXPAHBI TPY/IA.

UH(OPMaLIMOHHBIX u

KOMMYHHUKAITMOHHBIX

TEXHOJIOTHH.
[IK 1.4. OcymecTBisiTh | OCYIIECTBIATD TPEBEN-TIOJI- | UHTEPHET-PECYPCHI 1T OCYILIECTB-
MOATOTOBKY  JI€JOBBIX | JEPKKY JIEJIOBBIX MOE3/I0K; JICHUS TPEBEN-TIOACPKKH JEITOBBIX
MOE3/I0K PYKOBOJHUTENS | UCIOIH30BAThH CpelICTBa | TTOE3/0K;
U JIpYyrUX COTPYAHHUKOB | HH(OPMAIIMOHHBIX U | TpeOOBaHUS OXPaHbI TPY/A.
OpraHu3aluu KOMMYHHUKAITMOHHBIX

TEXHOJOTUI [UIsi oOecreyeHus

B3aNMOJICHCTBHSA C

PYKOBOJUTENEM BO BpEMs €ro
JICIIOBOM ITOE3IIKH.

IIK 1.6. OcymecTBasaTh
paboTy MO TMOATOTOBKE

OCYILECTBIIATH cOOp, 00paboTKyY
uH(pOpMallUY, CHCTEMaTU3aLUIO

METOJIbI 00PaOOTKH U 3allUThl HH-
dbopmaru c MIPUMEHEHUEM

u MIPOBE/ICHUIO | TIOJTY4YaeMbIX M TI€pelaBaeMbIX | CPeICTB MH()OPMAIIMOHHBIX U KOM-
KOH(EpPEHTHBIX JTAaHHBIX; MYHMKAI[MOHHBIX TEXHOJIOTHIA;
MEPOIPUATHH, OPUMEHATh  MH(OPMAIMOHHO- | TpeOOBaHMsI OXpaHbl TPYAA.
o0ecrneunBaTh KOMMYHHUKAI[IOHHBIE

MH(POPMAaLMOHHOE TEXHOJIOTUH.

B3aUMO/ICIICTBUE

PYKOBOIMTENS c

MOJpa3JeIeHus MU U

JOJKHOCTHBIMU

JUIIAaMH OpraHu3aluu

IIK 1.7. OdopmisaTs | NpUMEHATh  UH(OPMAIIMOHHO- | COBpEMEHHbIE HH(OPMAIIMOHHBIE U
OpraHHU3aIOHHO- KOMMYHHKAIIIOHHBIE TEXHOJIO- | KOMMYHUKAlIMOHHBIE TEXHOJOTHUH,
pacnopsiAUTEIbHbIE TUH; pUMeHsieMbIe B paboTe ¢ TOKyMeH-
JTIOKYMEHTBI U | CKaHUPOBaTh, KOMHUPOBATh U | TAMH;

OpraHHU30BBIBATH KOHBEPTHUPOBAaTh JOKYMEHTHl B | Tp€OOBaHMs OXpaHbl TPYAA.
paboTy ¢ HMMH, B TOM | pa3jHuHble popMaThl.

qucie C

HCIIOJIb30BAHUEM

aBTOMATU3HPOBAaHHBIX

CUCTEM




1.3. Ucnoab30Banue Yacos BapuatusHoii yactu IIICC32

Ne TpebdoBanus padGoroaareJieit Ne, HaumeHoBaHue TeMbl | O0bem
n/n (3HaHus, ymenus, 1K) 4acoB
1 |OKO01 Tema 1.1. YcTpoiicTBO U npuH- 2
Vmenus: MBI pabOTHI KOMITBIOTEPA
- pacro3HaBath 3a1a4dy u/mim mpo- | Tema 1.2. TIporpammHoe obec- 2
OsemMy B mpodecCHOHATBHOM /WM CO- | lle4eHue KommbioTepa. Paiino-
[IUATEHOM KOHTEKCTE; Basi cucTeMa XpaHeHHs: MH]op-

— aHAJTM3UPOBaATh 3ajJady W/WiH | MAUH
po0JIeMy U BBIJIEISTH €€ COCTaBHbBIC Ya-
CTH;

— OTIPECIISATh ATAlbl PEIICHUS 3a-
Ja4u;

- BBISBIIATH U d9()PEKTUBHO HCKATh
uH(popMalnoo, HEOOXOAUMYIO AJisl pe-
IICHWSI 33149 W/WIIA TPOOIIEMBI,

— COCTaBJATh IUTAH  JICHCTBUS;
OTIpeAEIsATh HEOOXOUMbIE PECYPCHI;

- BIIQJICTh AKTYaJIbHBIMH METO-
namMu paboThl B MPOPECCHOHATBHON |
CMEXHBIX chepax;

- peanu30BbIBATh COCTABJICHHBIN
IUIaH;

- OLICHUBATh PE3yJIbTaT U MOCIEI-
CTBUS CBOUX JCHCTBUH (caMoCTOs-
TEJIHHO WJIM C TTIOMOIIbIO0 HACTABHUKA).
3nanus:

— aKTyallbHBI  MpOQeccCHOHaTb-
HBI U COLMATbHBIA KOHTEKCT, B KOTO-
POM MPUXOAMUTCS PabOTaTh U KUTh;

- OCHOBHBIE HCTOUYHUKH UH(DOpMA-
IIMX ¥ PECypChl JUIsl pEIIeHUs 3a/ad |
npobseM B mpodecCHOHATBLHOM W/UIU
COLIMAJIbHOM KOHTEKCTE;

- QJITOPUTMBI BBITTOJIHEHUS paboT B
npodeccnoHaTbHOM M CMEXHBIX 00Ja-
CTHIX;

— MeToAbl paboThl B Tpodeccro-
HaJIbHOM M CMEXHBIX cdepax;

— CTPYKTYpy IUIaHA JJIsl PelleHus
3ajzady;

- MOPSIJIOK  OIICHKH  PE3yJIhbTaTOB
penieHus 3a1a4 npodecCUOHaTbHON Jie-
SATETHLHOCTH.

OK 02
Ymenusa:

2 Bcin y4eOHBIM TJIAHOM HE TIPEyCMaTpPUBAETCS UCIIONIb30BAHUE YaCOB BAPMATHBHOW YaCTH WJIM JIUCUMUILIAHA SBJIs-
eTcsl BApHaTUBHOW, IyHKT 1.3. yOupaercs.
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- OTIPENIENIATH 33a4H IS TOUCKA
nH(popManuu;

— OTIPECIATh HEOOXOAMMBIE HC-
TOYHHUKH UH(OPMAIIHH;

- TUTAHUPOBAThH MPOIECC TTOUCKA;

— CTPYKTYpUPOBaTh TOIy4aeMyIO
nHpopMaIuio;

— BBIJICJIATh HanOoJee 3HaYuuMoe B
nepevyHe NHPOpMaLuy;

- OLICHUBATh MPAKTUYECKYIO 3Ha-
YUMOCTh PE3YyJbTaTOB IOHUCKA; 0POpM-
JATh PE3yJbTATHl IMOMCKA, MPUMEHSTH
cpeacTBa MH(POPMAIMOHHBIX TEXHOJO-
THid JUISL pelieHus: mpogecCuoHaIbHBIX
3azauy;

- WCIIOJIB30BATh COBPEMEHHOE
porpaMMHOe oOecrieueHue;

— UCIOJIb30BaTh pa3NuyHble HU-
pOBBIE CpENCTBa AJIs pelieHus mnpodec-
CHOHAJIBHBIX 33/1a4.

3nanus:

- HOMEHKJIaTypa HUH(OpMaILMOH-
HBIX UCTOYHUKOB, TPUMEHSEMBIX B TIPO-
(heccuoHaIbHOM NeSTENbHOCTH;

- MIPUEMBI CTPYKTYPUPOBAHHS MH-
dhopmaruu;

— dbopmat odopmiieHHsT pe3yabTa-
TOB MOWCKa HH(OPMAIIHH, COBPEMEHHBIE
CpeAcTBa M ycTpoiicTBa MH(pOpMaTH3a-
uuu;

— MOPSATIOK WX IPUMEHEHUS U MPOo-
rpaMMHO€ obecreueHue B Tpodeccuo-
HAJIBHOW JEATeNbHOCTH B TOM YHCIE C
WCTIOJIH30BaHNEM U (POBBIX CPEICTB.

OK 01, OK 02,
MK 1.1

Ymenus:

UCTIOJIB30BaTh CPECTBAa HH(POPMAITHOH-
HBIX ¥ KOMMYHHMKAIIMOHHBIX TEXHOJIO-
THIA JUTS IOJYYEHUS U Tiepeaund HHpop-
Maluu;

BECTH W WCIIOIB30BaTh B pabore 0Oazy
KOHTAKTOB OpraHU3aluu;

YCTaHABJIMBATh U TIOAJIEPKUBATH KOM-
MYHHUKAIIUH B IIPOLIECCE JIETOBOTO 00111e-
HUSI C TIOMOIIBIO CPENCTB MH(MOpMAIH-

OHHBIX U KOMMYHUKAIIMOHHBIX TEXHOJIO-
THiA;
obecrieunBaTh MH()OPMAIMOHHYIO 0€3-
OTTaCHOCTh JIESTEILHOCTH OpTaHU3aIlNH.
3uanus:

Tema 2.1. Cpenctsa u TEXHOIO-
THUU CO3JaHUs U 00pabOTKU TEK-
CTOBOM HH(pOpMaIUu

10

Tema 2.2. CpenctBa v TEXHOJO-
MM PabOThl C 3JIEKTPOHHBIMU
TabJIMuaMu

Tema 2.3. Texmomorus OLE.
Cosnanne OLE-00bekTOB

Tema 2.4. Pa3paboTka u corpo-
BOXJCHHE WH(POPMAIMOHHBIX
0a3 TaHHBIX




HOpPMaTHUBHBIE MPABOBBIE akThl Poccuii-
ckoii @enepanuu B chepe nHpopmariu-
OHHBIX 1 KOMMYHUKAI[UOHHBIX TEXHOJIO-
TH;

TpeOOBaHUs OXPaHbI TPY/IA.

K 1.7

Ymenus:

- OPUMEHATh  WH(POPMAIMOHHO-
KOMMYHUKAIIHOHHBIE TEXHOJIOTHH;

— CKaHWpPOBaTh, KONHPOBaTb U
KOHBEPTUPOBATh JJOKYMEHTHI B Pa3iny-
HbIEe (POPMATHI.

3uanus:

- COBPEMCHHBIE  MH(OPMAIMOH-
HblE U KOMMYHHMKALMOHHBIE TEXHOJIO-
T'HH, IPUMEHsIEMBIE B paboTe ¢ TOKyMeH-
TaMH;

— TpeOOBaHUS OXPAHBI TPY/IA.

OK 01, OK 02, [IK 1.1, [IK 1.7

IIK 1.6

Ymenus:

- OCYILECTBIATh cOOp, 00paboOTKy
nHpOpPMAINY, CHCTEMATHU3AIUIO TIONY-
YaeMbIX U Mepe/laBaeMbIX JaHHBIX;

- MPUMEHITh ~ MH(POPMAIMOHHO-
KOMMYHHKAIIMOHHBIE TEXHOJIOTHH.
3nanus:

- METOJIbI O0O0paOOTKH M 3allUTHI
uH(pOpMalUK ¢ PUMEHEHHEM CPEICTB
WH()OPMAMOHHBIX M KOMMYHHUKAIIHOH-
HBIX TEXHOJIOTHIA;

— TpeOOBaHUSI OXPaHbI TPY/Ia.

Tema 3.1. IIporpammbl KOHBEp-
TUpOBaHMs (HailIoB

Tema 3.2. [IporpamMbl CKaHHPO-
BaHUSI IOKYMEHTOB

OK01,0K 02, IIK 1.1, IIK 1.6
1K 1.4

Ymenus:

- OCYIIECTBIISTh
JIEPIKKY JIETOBBIX MOE3/0K;
- UCIOJNIb30BaTh CpeacTBa UHDOP-
MallMOHHBIX U  KOMMYHHUKAI[MOHHBIX
TEXHOJIOTHH IS 00ecHeUueHus] B3auMO-
NEUCTBUSI C PYKOBOJUTENEM BO BpeMs
€ro JeJIOBOM MMOE3IKH.

Suanus:

- WHTEPHET-PECYPChl  TUIST  OCY-
IIECTBJICHUSI TPEBEN-TIOMJICPKKU JIeTI0-
BBIX TTO€3]I0K;

TpEeBeJ-TI0/I-

— TpeOOBaHUS OXPaHbI TPY/IA.

Tema 4.1. IlpencraBnenue uH-
(dhopmaruu ¢ MOMONIBIO CPEICTB
uHporpapuku

Tema 4.2. IlpencraBiieHue HH-
(hopMaliu ¢ MOMOIIBIO0 CPEICTB
MYJIbTUMEIHA

OK 01, OK 02, I[IK 1.1, IIK 1.6, ITK
1.7

Tema 5.1. Ilepconudurponan-
Hbl€ PpACCBUIKA C IOMOILBIO
(YHKINU CIUSHUS

Tema 5.2. TexHOJIOTHSA aBTOMa-




THU3aIlMH CO3JAaHUS M HCIIOIb30-
BaHUsA JNOKyMEHTOB. lI[aGnoHbI
JIOKYMEHTOB

OK 01, OK 02, IIK 1.1, IIK 1.4., IIK Tewma 6.1. Ceru u unrepuet. Un- 2
1.6, 1IK 1.7 (hopMaIlMOHHO-TIOUCKOBBIE  CH-
IIK 1.3 crembl. [louck mHpoOpmManuu B
Ymenus: Pa3IUYHBIX CIPABOYHO-IIPABO-
— BbIOMpaTh (HOPMBI IJIAHUPOBA- | BBIX CUCTEMAaX
HUs U 0opMIIATH TUTaHupoBIIKK (opra- | Tema 6.2. IlouyroBsle U o0nau- 3
Hal3ep) pyKOBOAMTENS U CEKpeTaps; HBIE CEpBUCHI B paboTe C JIOKY-
- obecrieunBath  MH(OPMAIMOH- | MEHTAMHU
HyI0 6€30MMacHOCTh JesTenbHocTH opra- | Tema 6.3. CoBpeMeHHBIE ITPO- 1
HU3ALUY; IPaMMBbI-TJIAHUPOBIIUKU
— npuMeHsTh B pabore cpencrsa | Tema 6.4. Cpencrsa UT Texno- 1
UH()OPMAIIMOHHBIX U KOMMYHHKAIMOH- | JIOTHH MPU OPraHU3alku JIeII0-
HBIX TEXHOJIOTUH. BBIX IIOE3/I0K PYKOBOJIUTEIIS.
3nanus: Ocy1iecTBiieHHE  TPIBEJ-TIOA-
- HOPMAaTHBHBIE TPABOBBIC aKTHI | ACPKKHU
Poccuiickoit denepanuu B chepe HH-
(bopmanoHHO# 0€301MacHOCTH;
— TpeOOBaHUs OXPaHbI TPYJIA.

UTOI'O 36
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1.4 IIlpakTH4eckasi NOATOTOBKA NMPH Peau3alui Y4eOHbIX AU CIUTIIAH

[IpakTrueckasi MOAroToBKa - (hopma opraHu3anuu o0pa3oBaTEIbLHOMN JEsSTelNb-

HOCTH MPU OCBOEHUHU 00pa30BaTEIbLHOM MPOrpaMMBbl B YCIIOBUSX BBIMOJHEHUS 00Y-
YarOUMMUCS ONpPEACIICHHBIX BUJIOB padoT, CBA3aHHBIX ¢ Oyayiiel npodeccuoHatb-
HOM JesTENbHOCTBIO U HAIPaBJICHHBIX Ha (POPMHUPOBAHUE, 3aKPEIUICHUE, PA3BUTHE
MPAKTUIECKUX HABBIKOB M KOMIIETSHITUH 11O TPO(HITI0O COOTBETCTBYIOIICH 00pa3oBa-

TEJILHOU MPOTPAMMBI

Bun ydyeOHoro 3ansi-

O06bem yacoB Mo yueOHOI auc-
HMITHHE

B TOM YHCJIC

Ne 6. ®opmarupoBanue
JOKYMCHTOB B TCEKCTO-
BOM penakrope. M3ame-
HEHHE TapameTpoB ao-
3aneB. Y CTaHOBKA MO3HU-
nuit Tadymsamun. Pabora
CO CHHCKaMH.

Ne Ne, HazBanme .
u/n Paznen TeMBI THA/ y4eOHOIi nes- HA MpaKTHYe-
TeJIbHOCTH HAa3BaHHe no paszjaeiy/ CKYI0 IO/AT0-
TeEMe TOBKY O YKa-
3aHHOMY 3aHsI-
THIO
1 | Pazmen 1. ABto- | Tema 1.1. | IlpakTHueckoe 3aHSTHE 8/4 4/2
Matu3anus UH- | YerporictBo W | Ne 1 U3yuyeHue ocHOB-
(GOpMaLMOHHBIX | MPUHLUNBI  pa- | HbIX KOMIIOHEHTOB 1K
MPOIIECCOB. 0OThI KOMIIbIO-
KomnsroTep TEepa
Tema 1.2. TIpo- | IIpakTrueckoe 3aHSATHE 8/4 4/2
rpamMHOe 0bec- | Ne 2 U3yuenue ¢aiino-
nevyeHrne Kommb- | Boil cuctemsl [1K
orepa. Daiino-
Bast cucrema
XpaHeHus  WH-
dbopmanmu
2 | Pazmen 2. Ilpu- | Tema 2.1. [IpakTrueckoe 3aHsATHE 46/24 28/1
knagHoe u cu- | Cpencrsa u Tex- | Ne 3. Hactpoiika nHTEp-
CTEMHOE  TIpO- | HOJIOTUH co3J1a- | (eiica TEKCTOBOTO pe-
rpamMmHoe obec- | HUSE ©  oOpa- | JakTOpa, HapaMeTpoB
neyeHune OOTKM  TEKCTO- | CTPaHHIIbL.
Boii uH(popMa- | [IpakTHUECKOE 3aHSATHE 28/1
1015051 Ne 4. Tlpuémsl penakTu-
poBaHus Tekcra. lIpo-
Bepka opdorpadun Tex-
CTa B TEKCTOBOM peJlaK-
TOpE.
IIpakTHueckoe 3aHsATHE 28/1
Ne 5. ®opmarupoBaHue
JIOKYMEHTOB B TEKCTO-
BOM penakrope. M3ame-
HEHHE CBOWCTB CHMBO-
JIOB, MMapaMeTpoB ad3a-
1[EB M CTPAHHMIIBL.
IIpakTHueckoe 3aHsATHE 28/2
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[IpakTHueckoe 3aHsATHE
Neo 7. BeraBka rpadude-
CKOro W300pakeHUS B
TEKCT, HM3MEHEHHE €ro
MMOJIOXKEHUSI Ha CTpa-
HHIIE. TexHomorns
BCTaBKH B JOKYMEHT
00bekTa SmartArt.
BcTaBka CHOCOK B TEKCT
JIOKyMEHTa B TEKCTOBOM
peaaKkTope.

28/1

[IpakTHyeckoe 3aHsTHE
No 8. OcHOBHBIE TIpH-
MBI PabOTHI C TaOIu-
namu.  KoHTekCTHBIE
Bknaaku KoHcTpykTop
u Maker 1yisi paboThI C
TaOJINUIAMU B TEKCTOBOM
penakrope

28/1

[IpakTuueckoe 3aHsATHE
Ne 9. Paznuunble mpu-
MBI PabOTHI C TaOJIH-
[[aMUd B TEKCTOBOM pe-
nakrtope. CopTupoBKa
JAHHBIX B Tabmue. Bul-
YUCIICHUS B Ta0OIAIIaX

28/1

[IpakTHueckoe 3aHsATHE
Ne 10. Pa3buenue Tek-
CTa Ha KOJOHKU B TeK-
CTOBOM PEIAKTOpe

28/1

[IpakTuueckoe 3aHATHE
Ne 11. dopmaruposa-
HHE MHOTOCTPaHUYHOT'O
JOKYMEHTa B TEKCTOBOM
penakrope

28/1

[IpakTrueckoe 3aHsATHE
Ne 12. Pabora co cTu-
asgmu. Co3maHue aBTO-
MAaTHYECKOIO OIJIaBJIe-
HUSI B MHOTOCTPaHHY-
HOM JIOKYMEHTE B TEK-
CTOBOM PEJIAKTOPE

28/1

IIpakTHueckoe 3aHsTHE
Ne 13. Hacrpoiika pe-
JKUMOB TI€YaTH TEKCTO-
BOI'O JIOKyMeHTa. Pa-
0oTa ¢ IPUHTEPOM.

28/1

Tema 2.2.
Cpencrsa u Tex-
HOJIOTHH pa-
0OTBHI C 37IeK-
TPOHHBIMH Ta0-
JUIIaMU

[IpakTrueckoe 3aHsTHE
No 14. Coznanue Tabmauir
B TaOJIMIHOM pETaKTOpe
1 ux (QopMaTUpOBaHUE.
Tunsl TaHHBIX, UCIIOIb-
3yeMBIX B TaOJIMIHOM
penakTope

46/12

28/2

[IpakTuueckoe 3aHsATHE
Ne 15. BrmonHeHue
pacu€ToB B DIJIEKTPOH-

28/2
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HeIX Tabnumax. Dop-
MyJbl. AOcComioTHas u
OTHOCHUTEINBHAs ajipeca-
st

[IpakTuueckoe 3aHsATHE 28/2
Ne 16. Hcnons3zoBanue
¢yHKUMI B TaOIMYHOM
penaktope. Pabora co
CIIMCKaMH
ITpakTHYECKOE 3aHSATHE 28/2
Ne 17. Coznanue u dop-
MaTHPOBaHHE JNeK-
TPOHHBIX TaOmuI. Trmbl
JAHHBIX, UCTIONIB3YEMBIX
B TaOJUYHOM peJaK-
TOpE.
[pakTHYecKoe 3aHITHE 28/2
Ne 18. Iloctpoenue u
pelaKTHpOBaHUE  JHa-
rpamMm. Hactpoiika nu-
CTOB KHUTHY Ha Te4YaTh
Tewma 2.3. [IpakTHueckoe 3aHsATHE 46/4 28/2
TexHonorus Ne 19. Co3pganue noky-
OLE. Coznanuie | MEHTOB C HCIIOJIB30Ba-
OLE-o6bexToB | Huem OLE-00beKTOB 13
MIPUIIOKEHUSI cepBepa
Tema 2.4. [pakTHYecKoe 3aHITHE 46/6 28/2
Pazpabotka  u | Ne 20. Co3ganne Tabmuig
conpoBoxkaenne | B CYBJl. VYcranoBka
WH(POPMAITMOH- | CBOICTB ToJIeH U cBsI3eit
HBIX 0a3 TaHHBIX | MEXKITY TaOJIUIIAMU.
BBox u npocmotp naH-
HBIX B pexume «Tab-
JHLA»
[IpakTrueckoe 3aHsATHE 28/2
Ne 21. Cozpmanme BJ] ¢
UCIIONIb30BaHUEM (OpPM,
3aIpoCcOB U OTYETOB B
CYB]J
Pasnmen 3. Cpen- | Tema 3.1. [IpakTrueckoe 3aHsATHE 6/4 4/2
cTtBa mepenauu | [IporpamMmsl Ne 22. W3yuyenue mnpo-
AIIEKTPOHHBIX KOHBEPTHPOBAa- | IIECCOB YITAaKOBKH M pac-
JOKYMEHTOB  ® | Hu (ailyioB MTAKOBKH apXHBOB.
obecneuenue ux | Tema 3.2. [MpakTudeckoe 3aHsATHE 6/2 4/2
COXPAHHOCTH ITporpaMmer Ne 23. PacnosnaBaHue
CKaHUpOBaHUS | HH(POpPMAIIUK C TIOMO-
JIOKYMEHTOB IIBIO MTPOTPaMM CKaHU-
poBanus. KonsepTtupo-
BaHHe (aiyios
Pasmen 4. Co- | Tema 4.1. Tlpen- 6/2 4/0
3JIaHKe M peJlak- | CTABIICHUE WH-
TUpOBaHUE Tpa- | popManuu ¢ mo-
buueckux Y | MOIIBIO CPEJICTB
MyJbTAMEeNUi- | uHbOrpaduku
HBIX 00BEKTOB Tema 4.2. Ilpen- | IIpakTrueckoe 3aHATHE 6/4 4/2

CTaBJICHUC HH-

Ne 24. Cosnmanne coO-
CTBEHHOTIO I1a0JI0HA.
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¢dopmanuu ¢ mo-
MOIIBIO CPE/ICTB

[IpakTHueckoe 3aHsATHE
Ne 25. Hcmnonb3oBaHue

4/2

Paznen 5. Tex-
HOJIOTHSL CO3/1a-
HUS W TIpeodpa-
3oBaHusI HHPOP-
MAaI[UOHHBIX
00BEKTOB

Paznen 6. Kowm-
nBIOTEP Kak
CPE/ICTBO  KOM-
MYHHUKAIlUd |
JOCTYIl K WH-
(hopMaInMoOHHBIM
pecypcam.  Jio-
KaJbHbIE U TJO-
OasbHBIE CETH

MyJIbTHMENA THIIEPCCHIIOK B IPE3CH-
tauuu. Hactpoiika aHu-
Malyy TeKCTa U 00beK-
ToB. JloOaBnenme mepe-
XOMOB MEXIy Ciai-
namu. BeraBka 3Byka u
BHUJICO
Tema 5.1. Ilep- | [IpakTrdeckoe 3aHITHE 12/6 8/2
coHH(pHUIHIPO- No 26. Coznanue nucem-
BaHHBIC pac- | mpurIameHui, mo-
CBUIKH C TIOMO- | 3ApaBJICHUH, C HCIIOJb-
mpl0  (QYHKIMK | 30BaHHEM MacTepa CIH-
CITUSIHUS SAHUS, C HCIOJb30Ba-
HHEM MacTepa CIHMSHUS
[pakTHYecKoe 3aHITHE 8/2
Ne 27. Coznanue KoH-
BEpPTOB, THCeM, Oei-
JDKEH, KyBEPTHBIX Kap-
TOYEK
Tema 5.2. Tex- | [IpakTuueckoe 3aHsATHE 12/6 8/2
Hojorus  aBTo- | Ne 28. Co3pmanue mab-
MaTU3alid  CO- | JIOHOB 3aIHCOK, TPOTO-
30aHUs W HC- | KOJNa, CIPaBKH, pUKa3a
HOJTb30BAHUS C YCTaHOBKOH 3aIllUTHI
JOKyMEHTOB. CIIy)K€OHOTO  TIMCHMa,
[1abnoHBI TOKY- | TOKJIQJHOW  3aIHCKH,
MEHTOB pacnopsHKeHUsl, aKTa
[IpakTrueckoe 3aHsATHE 8/2
Ne 29. CoBmectHas pa-
0ora Haa MPOECKTOM
mrabjioHa npHUKasa,
CIIPaBKH
Tema 6.1. [pakTHveckoe 3aHITHE 16/4 8/2
Cern u wunTep- | Ne 30. BosmoxxnocTu
Het. WHbopma- | morcka mHpOpMaIu B
IIHOHHO-TIOHC- UHTEpHETE
KOBBIC CHCTEMBI.
IMouck wuHbOP-
MaluH B pa3yind-
HBIX CIIPaBOYHO-
NpPaBOBBIX  CH-
cTemax
Tema 6.2. Ilou- | [IpakTHdeckoe 3aHsTHE 16/4 8/2
ToBEIe M oOnad- | Ne 31. CoBmecTHas pa-
HBIE CEpBUCHI B | 60Ta TO OpraHu3aluu
pabote ¢ OOKy- | JOKYMEHTHOTO U 0e3110-
MEHTaMU KYMEHTHOTO 00CITyXH-
BaHUS C MPUMCHEHHUEM
00JIa4YHBIX TEXHOJIOTUI
Tema 6.3. Co- | [IpakTnueckoe 3aHsTHE 16/4 8/2

BpEMEHHBIE TIPO-
TpaMMBI-TUTaHH-
POBIIUKHU

No 32, IlmanmpoBaHue
pabouero gHSI PYKOBO-
JUTENsT W CeKperaps ¢
MOMOIII0  COBPEMEH-
HBIX TPOTPaMM-IIJIaHHU-
POBIIIUKOB
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Tema 6.4. Cpen- | [IpakTudeckoe 3aHsITHE 16/4 8/2
crBa UT Texno- | Ne 33. ITogbopxka peiica
JIOTHIA TIPW Opra- | ¥ OTelsl 1O 3aJaHHBIM
HU3aLMKH Jeo- | mapamerpaM. Omnpene-
BBIX MTOE3/I0K PY- | JICHHE T€OJJAHHBIX
KOBOJTUTEIIS.
OcymuiecTBieHue
TPIBEN-MOI-
JICPKKH
[TpomesxyTouHast aTTecTanus (9K3aMeH) 6 0
| UITOT'O 56
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2. CTPYKTYPA U COJAEPKAHUE YUEBHOM JUCHUNJIAHBI

2.1. O0bem y4eOHOM TUCHMIIMHBI U BUAbI Y4e0HO paﬁoTbI?’

Bup yueOHoi padoThI Oo6bem
4acoB

O0beM yueOHOI TUCIUILINHBI 102
B TOM 4Hclie B (hopMe MPAKTHUECKON MOJTOTOBKU 56
CamocrosiTesibHas yueOHasi padora
CymmapHas yyeOHasi HAarpy3ka BO B3aMMO/IeiiCTBHH C MPeENnoaaBa- 96
TeJieM
B TOM YHCJIC:
TEOPETHIECKOE 00yUICHUE 30
MPAKTUYECKUE 3aHSATHUS 66
71ab0paTOpHBIC 3aHATUS
KOHCYJIBTAIIMH 110 TEMaM
IIpome:kyTOouHAasl aTTeCTAIMSA
KOHCYJIBTAITHS
DK3amMeH 6

3 Tlynkr 2.1. 3anonusieTcss B COOTBETCTBUM ¢ BapuanTom 1. ecnm paGouas nmporpamma paspaborana Ha ocHose GI'OC
CIIO 3-ro noxosienus, Bapnantom 2. eciin pabouast nmporpamMma pa3padboraHa Ha OCHOBe akTyaiusupoBanHoro PIOC
CIIO nim ®I'OC CTIO no TOIT-50. Kos-Bo yacoB yKa3bIBaroTCsl B COOTBETCTBHHU C YYEOHBIM INIAHOM, €CIIH KaKOH-TT00
BUJ1 yueOHOW pabOTHI HE IPETyCMOTPEH y4eOHBIM IJIAHOM, HEOOXO/AMMO B COOTBETCTBYIOLIEH SYCHKE MOCTABUTH IPO-
YepK.
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2.2. TemaTH4YeCKU IUVIAH U COAepKAHUE YIeOHOM U CHUIINHBI

O0bem yacoB 1o yueOHOM .
N — Koanl komnereHunui u
JIMYHOCTHBIX pe3yJib-
HaumenoBanue Coaep:xanue y4eOHOro Marepuasia 1 opMbl OpraHu3anuu aes- B TOM qucjIe TaTOB, (P)OPMHPOBA-
pa3esioB U TeM TeJIbHOCTH 00y4aI0IIMXCsl paszeina, Ha npakTie- HHIO KOTOPBIX CIOCO0-
TeMbl CKYI0 Toaro- CTBYeET 3JIeMEHT NPo-
TOBKY II0 YKAa3aH- rpammbi (ITK, OK)
HOMY 3aHATHIO
1 2 3 4 5
PA3JIEJI 1. ABTOMATHM3AIUA HHPOPMALHMOHHBIX ITPOLOECCOB. 8 4 OK 01, OK 02
KOMIIBIOTEP
Tema 1.1. Coaep:xaHue y4eOHOIro MaTepHuaJia 4
YcrpoiicTBO U NpHUH- 1 Texnuka 0€30acHOCTH B KOMITBIOTEPHOM KJIacce
Ul Pa00ThI KOMIIBIO- 2 KomnbroTep kak cpecTBO aBTOMAaTH3alMM MH(pOpMAaIU-
Tepa OHHBIX IIPOLIECCOB
3 @DyHKIMOHAIBHOE YCTPOUCTBO KOMIIbIOTEPA
B mom uucne, npaxmuueckux 3anamuil 2 2
Ne'l ‘ N3yyenne 0CHOBHBIX KOMITIOHEHTOB [1K
Tema 1.2. Coaeprxkanue y4eOHOro MaTepuaa 4
IIporpammHoe oGecnieue- 1 OcHOBHBIE MOHATHUS IPOTPAMMHOI0 00ECTIEUeHUsI KOMITb-
HHe KoMIIbIOTepa. Daii- 0TEPA
JIOBasl CHCTEMAa XpaHe- 2 OnepannonHble cuctembl. VX Buabl U rpa@uueckuii nH-
HHUSA HHPOpMALHMH Tepderic
3 ®aiinoBas cuctema. Oneparnuu Haja Qaitmamu
4 Cucremaru3zaius HHOPMALIMHU C TOMOIIBIO MATIOK U (aii-
n0B. Pabora ¢ ¢aiinamMu 1 Katasoramu
5 Pabora B crannapTHbix nmporpammax OC: TeKCTOBBIE, Tpa-
duyeckue
B mom uucne, npakmuueckux 3anamuil 2 2
Ne 2 ‘ W3zyuenue ¢aitnosoii cucremsl [1K
PA3JIEJ 2. TIPUKJIAJTHOE U CUCTEMHOE ITPOT'PAMMHOE OBECIIEYEHHE 46 28 OK 01, OK 02,
Tema 2.1. | Conep:xanue yue6Horo matepuaia 24 IIK 1.1, IIK 1.7
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CpencrBa ¥ TEXHOJIOTHH
co31aHus U 00padoTKu
TeKCTOBOM uHGoOpMaumn

TekcT kak opma npencraBiaeHust HHGOpMaIHK

TeKkCcTOBbIE JOKYMEHTHI

OcHOBHBIE 00BEKTHI TEKCTOBOI'O

AIWINPF

nokymeHnTa KomnbroTep — 0OCHOBHON HHCTPYMEHT PaOOTHI C
TEKCTOM

3) BBoj TekcTa
6 PenaktupoBaHue TekcTa
7 dopmMaTUpOBaHUE TEKCTA
B mom uucne, npakmuueckux 3anamuil 22 12

Ne 3 | Hacrpolika uHTepdeiica TEKCTOBOIO peakTopa, napamer-
POB CTpaHMIIbL.

Ne 4 | IIpuémsl penaktupoBanus Tekcra. [IpoBepka opdorpadun
TEKCTa B TEKCTOBOM PEJIAKTOPE.

Ne 5 | ®opmarupoBaHre JOKYMEHTOB B TEKCTOBOM PEIAKTOpE.
N3menenne CBOWCTB CHMMBOJIOB, MapaMeTpoB al3aleB U
CTpaHUIBL.

Ne 6 | ®opmarupoBaHre JOKYMEHTOB B TEKCTOBOM PEIAKTOPE.
W3meHeHue napameTpoB ab3arieB. Y CTaHOBKA MTO3UIMN Ta-
Oynsiuu. PaboTa co crimckamu.

Ne 7 | BeraBka rpaguieckoro u300pakeHust B TEKCT, U3MEHEHHE
€ro MOJIOXKEHUSI Ha CTpaHuLe. TeXHOIOr sl BCTaBKU B IOKY-
MeHT 00beKTa SmartArt.

BcraBka CHOCOK B TEKCT JOKYMEHTa B TEKCTOBOM pe/laK-
TOpE.

Ne 8 | OcHoBHBIE puéMBI paboThl ¢ Tabnunamu. KoHTekcTHBIE
BKiaaku Koncrpykrop u Maket nist paGoThl ¢ TabauIaMu
B TEKCTOBOM PEIAKTOPE

Ne 9 | Paznuunble npuémsl paboThl ¢ TaOIUIIAMH B TEKCTOBOM pe-
naktope. CopTHpOBKa JaHHBIX B Tabnuie. Beruucienus B
Tadmmax

Ne 10 | Pa36uenue TekcTa Ha KOJIOHKH B TEKCTOBOM PEIAKTOpPE
Ne 11 | ®opmaTupoBaHrEe MHOTOCTPAHUYHOIO JOKYMEHTA B TEK-

CTOBOM pEIaKTOpe
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Ne 12 | Pa6ora co ctuissmu. Co3maHue aBTOMaTHYECKOTO OTJIaBJIe-
HUSI B MHOTOCTPAHUYHOM JIOKYMEHTE B TEKCTOBOM pEJaK-
TOpe

No 13 | Hactpoiika pexxuMoOB Ie4aTd TEKCTOBOr'O JOKyMeHTa. Pa-

00Ta C IPUHTEPOM.

Tema 2.2. Coaeprxanue yueOHOIro MaTepuaJa 12
CpencrBa ¥ TeXHOJIOTHH 1 [ToHsiTHE U BUJIBI PEIAKTOPOB ANEKTPOHHBIX TAOJIHIL
PadoThI € JIEKTPOH- 2 TpeboBanust K 0(OPMIICHHUIO SJICKTPOHHBIX TAOJIHUI]
HBIMH Ta0JuIaAMHU 3 MeToauka co3gaHusl 3J€KTPOHHBIX TaOJIHII
B mom uucne, npakmuueckux 3anamuii 10 10
Ne 14 | Co3nanue Tabnuil B TAOIIMYHOM peIakTope U uX GpopMaTH-
poBanue. TUIBI JAHHBIX, UCIIOJIb3YEMbIX B TAOJUYHOM pe-
JTAKTOpe
Ne 15 | Beimonnenue pacuéroB B SJEKTPOHHBIX Tabmunax. dop-
MyJbl. AOCOJIIOTHASI 1 OTHOCUTEIIbHAS aipecaliyst
Ne 16 | Mcnonb3oBanue GpyHKIUM B TaOMuHOM pefakTope. Pabora
CO CIIUCKaMU
Ne 17 | Co3nanne u QopmaTHpoOBaHHE DSIEKTPOHHBIX TaOIUII.
Tunsl JaHHBIX, UCHIOJIB3YEMBIX B TAOJIMYHOM PEIAKTOPE.
Ne 18 | IlocTpoenue u penaktupoBanue nuarpamm. Hacrpolika nu-
CTOB KHHIHY Ha I1eYaTh
Tema 2.3. Coaepxanue yueOHOro MaTepuaa 4
Texnosoruss OLE. Co- 1 CrennanbHasi BCTaBKa ()parMeHTa J0KyMeHTa B JPYToi 10-
3panne OLE-00beKTOB KYMEHT
2 BcraBka cBsi3aHHBIX OOBEKTOB B IOKYMEHT
3 Bcragka (hparmenTa Qaitsia TabMuHOr0 peiakTopa B I0KY-
MEHT TEKCTOBOT'O PEJAKTOPa C YCTAHOBKOM CBSI3U
B mom yucne, npakmuueckux 3anamuil 2 2
Ne 19 | Co3nanne nokymMeHTOB ¢ ucnonb3oBanrueM OLE-o0wexToB
13 MPHIIOKEHUSI cepBepa
Tema 2.4. Coaeprxanue yueOHOro MaTepuaJa 6

Pa3paboTka u conpo-
BOKIeHHe HH(pOPMALH-
OHHBbIX 0a3 TaHHBIX

1

ITonsarue B/l u CYB/l. 3arpyska, untepgeiic CYB/I. Ta6-
nnyHas ctpykrypa bJl. Ilons, 3anmucu. Tuns! nanssix. Ilo-
HSTUE KIKYEBOI0 MOJIs
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®opwmpl, 3anpockl 1 0T4ETHI B CYB/], nx Ha3HaueHue u crno-
co0bl co3manusi. Co3manue CBSI3U MEXy TaOJIUIAMHU C T10-
MOIIIbIO MacTepa MoJACTaHOBOK

B mom uucne, npakmuueckux 3anamuii 4
Ne 20 | Co3panme Tabmui B CYB/l. YcraHOBKa CBOMCTB ITOJICH U
cBsi3eil MeXx 1y Tabinuamu. BBoa u mpocMoTp JaHHBIX B pe-
xume «Tabmunay
Ne 21 | Co3nanme B/l ¢ ucrionbp3oBanrem Gopm, 3alIpoCoOB U OTUE-
TOoB B CYBJ]
PA3JAEJ 3. CPEACTBA IIEPEJAYU DJJIEKTPOHHBIX JOKYMEHTOB H 6 OK 01, OK 02,
OBECIIEYEHHUE UX COXPAHHOCTH IIK 1.1, IIK 1.6, IIK
Tema 3.1. Coaep:xaHue yueOHOro MaTepuaJia 4 1.7.
IIporpaMmMbI KOHBEpPTH- 1 [IporpaMMBbI-apXuBaTOPHI
poBaHus ¢gaiinos 2 YnakoBKa 1 pacrakoBKa apXHBOB
3 Konsepramus ¢aiinos
B mom uucne, npaxmuuecxux 3anamuii 2
Ne 22 | W3ydeHue npoueccoB yNakoBKH U PaclaKOBKU apXUBOB.
Tema 3.2. Coaep:xanue y4eOHOIro MaTepHuaJia 4
IIporpamMmsbl CKaHUPO- 1 CkaHupoBaHME JOKYMEHTOB C IOMOIIBIO CTaHAAPTHOIO 2
BaHUsI IOKYMEHTOB npuiioxenus OC
2 CkaHupOBaHME M PAaCHO3HABaHUE TEKCTA C MOMOIIbIO CIIe-
LUAIU3UPOBAHHOTO ITpOrpaMMHOro ooecreueHus. Koppek-
TupoBKa Tekcta. KouBeprupoBanue (aiiiaon
B mom uucne, npakmuueckux 3anamuil
Ne23 | PacnioznaBaHue MH(OPMAIMK C TOMOILBIO MPOTrPaMM CKa- 2
HupoBanus. KonBepTrpoBaHue ¢aiion
PABJAEJTd 4. CO3JAHUE W PEJAKTUPOBAHUE TPAOHUYECKHUX U 8 OK 01, OK 02,
MYJbTUMEJIUMHBIX OFBEKTOB MK 1.1, IIK 1.4, IIK
Tema 4.1. Coaeprxanue yueOHOIro MaTepuaJa 2 1.6
IMpencrasaenne ungop- 1 Busyanuzanus u npeacTaBieHue TOKJIa1a
MAalliH ¢ IOMOLIBIO 2 [Tpunumne! nHporpaduxu
cpeacTB uHporpaduxkn 3 Drarnbl co3anusi HHGOrpaduKku
Tema 4.2. Copep:kanue y4eOHOTr0o MaTepuaa 6
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IMpencrasyaenne nugop- 1 Co3nanue npe3eHTauuu B criennanu3upoBaHHoM 110 mis
MAaIlli| ¢ IOMOIIbIO MOATOTOBKH Tipe3eHTanuii. OCHOBHBIE TUTIBI (haiinoB. Pe-
CpeCTB MYJIbTHMeIUA KHUMBI TIPocMOTpa. Buibop miabiaoHa U TeMbl Cal0B K
npe3eHTauuu. Mizamenenne makera ciaiiioB
2 Hcnonb3oBaHue runepcchbliok B mpe3eHtanuu. Hactpoiika
aHUMAIMK TEeKCTa M 00BeKTOB. JloOaBieHHE IMEpexoI0B
MEXY ClaiiaMu
B mom uucne, npaxmuyeckux 3anamuii 4
Ne 24 | Co3zpganue coOCTBEHHOrO m1adJIoHa.
No 25 | Mcnonp3oBaHue TUNEPCCHUIOK B TIpe3enTanuu. Hactpoiika
aHUMaIMK TeKcTa U 00bekToB. JloOaBieHHe IMepexoaoB
MeXIy craaigamu. BeraBka 3Byka M BUIEO
PA3AEJI 5. TEXHOJIOTI'UA CO3JAHUA n INPEOBPA3OBAHUSA 12 OK 01, OK 02,
NHOOPMAIIMOHHBIX OFBEKTOB IIK 1.1, IIK 1.6, IIK
Tema 5.1. Coaeprxanue yueOHOIro MaTepuaJa 6 1.7
IlepconnpuuupoBanubie 1 Hcnonb30Banue MacTepa CIUSHUSA ISl PACCHUIKH TOKYMEH-
PACCHUIKH € TOMOLIBIO TOB
GYHKUIMU CTUSTHUSA 2 Cozanne pacChUIKU C TOMOIIBI0 (DYHKINU CIUSHUS
3 Coznanue Oeipka ¢ MOMOIIBIO MAacTepa CIUSTHUS
4 Hcnonb3oBaHre MIa0iIOHOB U CIEIUAIBHON BCTaBKU MPHU
CO3/IaHUU PACCBUIKU JIOKYMEHTOB C TOMOIIbIO (DYHKIUU
CIIUSHUS
B mom uucne, npakmuueckux 3anamuil 4
Ne 26 | Co3nganue nuceM-NpUIIalleHui, IO3pPaBIECHUH, C UCIIOJIb-
30BaHUEM MacTepa CIHSHHS, C UCIOJIb30BAaHUEM MacTepa
CIIUSHUS
Ne 27 | Co3nanue KOHBEPTOB, MHCEM, OeilIKel, KyBepTHBIX KapTo-
YeK
Tema 5.2. Coaepxanue yueOHOro MaTepuaa 6

TexHos1I0rUy aBTOMATH-
3alIMHU CO3AaHHUS U HC-

1 Coznanue mabi0HOB CIIPaBOYHO-UH()OPMALIMOHHBIX JIOKY-
MEHTOB. DJIEMEHTHI YIPABJICHUS COAECPKUMBIM
2 Coznanue 11a0JIOHOB PACMOPSIUTENbHBIX JIOKYMEHTOB,

pa3paboTka popm
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M0JIb30BAHUSA IOKYMEH-
ToB. lllad/10HBI TOKY-

Pabora ¢ mabmonamu. Pa3paboTka 3amuméHHON dJeK-
TPOHHOI (POPMBI TOKYMEHTA

MEHTOB 4 CoBMecTHas paboTa HaJ MPOEKTOM JIOKYMEHTa B PEKHUME
peLeH3UPOBAHUS
B mom yucne, npakmuueckux 3anamuil 4
Ne 28 | Co3nanue mabaoHOB 3aMMCOK, TPOTOKOJIA, CIIPABKH, TPH-
Ka3a C YCTAaHOBKOM 3alllUThI CIY>KeOHOT0 MUChMa, AOKJIa-
HOM 3aITUCKH, PACTIOPSIKCHHUS, aKTa
No 29 | CoBmecTHass pabora Haj NHPOEKTOM MIabJIoHA TPHKa3a,
CTIPaBKH
PA3JEJ 6. KOMIIBIOTEP KAK CPEACTBO KOMMYHUKAIIUU U JOCTYII K 16 OK 01, OK 02,
NHO®OPMAIMOHHBIM PECYPCAM. JIOKAJIBHBIE U I'/IOBAJIBHBIE CETH IIK 1.1., [IK 1.3., IIK
Tema 6.1. Coaeprxanue yueOHOIro MaTepuaJa 4 14, IIK 1.6., IIK 1.7
Certu u unrepHer. Un- 1 [IpuMmeHeHne JOKANbHBIX U TI00AJbHBIX KOMIIBIOTEPHBIX
¢bopManmoOHHO-TIONCKO- ceredt st oomena uHdpopmanueit. [louckoBbie cucTeMbl
Bble cuctembl. [louck Wurepuera. 3ammra nundopmanuu
HHpOpMALUH B pa3iny- 2 PaboTa ¢ pa3nuuHbIMU CIPaBOYHO-TIPABOBBIMU CHCTEMAMU
HBIX CIIPABOYHO-NIPABO- 3 [Touck nupopmaruy B opHUIIMaIBHBIX HHTEPHET-UCTOYHH-
BBIX CHCTeMax Kax
4 [Touck mHpOpMaLMU B pa3iNUYHBIX CIPABOYHO-TIPABOBBIX
crcTeMax
B mom uucne, npakmuueckux sanamui 2
Ne 30 | Bo3moxHOCTH noncka HH(OpMalliK B UHTEpHETE
Tema 6.2. Conep:xaHue yueOHOro MaTepuaJia 4
ITouToBbIe u 001a4HbIE 1 Vcnonb30BaHne MOYTOBBIX CEPBUCOB: BHJIBI, IIPaBUJIA pe-
cepBHCHI B padore ¢ 10- THCTPAIINH, TPABHJIA 3AITUTHI
KYMeHTaMH 2 CepBuchbl 00JIaYHBIX TEXHOJIOTUH, TO3BOJISIIOIINE OpPTraHu-
30BaTh JOKYMEHTHOE U 0€3/I0KyMEHTHOE 00CITy)KHBaHHE
3 CepBuchbl 00JIaYHBIX TEXHOJIOTUH, MO3BOJISIONINE OpPraHU-
30BaTh JOKYMEHTHOE U 0€3/I0KyMEHTHOE 00CITy)KHBaHHE
B mom uucne, npakmuueckux 3anamuii 2
Ne 31 | CoBmecTHas paboTa 1o opraHu3aIii JOKYMEHTHOTO U 0e3-

JOKYMEHTHOTO OOCTYXKHBaHUS ¢ MPUMEHEHHUEM 00JIavYHbIX
TEXHOJIOTUU
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Tema 6.3.

Copep:kaHue y4eOHOIro MaTepuaa

CoBpeMeHHbIE NIPO- 1 Bupl miianupoBaHust
rpaMMbI-TIVIAHUPOB- 2 [IpuHIMIBI TUIAHUPOBAHUSA
IMUKH 3 CoBpeMEHHBIE IPOTrPaMMbI-IUIAHUPOBILHKH
B mom uucne, npakmuueckux 3anamuil 2 2
Ne 32 | [InanupoBanue paboyero JHS PYKOBOJIUTENS M CEKpeTaps
C MIOMOIIIbI0 COBPEMEHHBIX MPOrPaMM-TUIAHUPOBIIUKOB
Tema 6.4. Copep:kanue y4eOHOTro MaTepuaJa 4
CpencrBa UT TexHoJ10- 1 Cuctembl OpOHHPOBaHUS OUIICTOB M OTEJCH
TUi IPH OPraHU3aANH 2 Pabora ¢ reogqasapIMHA
AEJIOBBIX OE310K PYKO- | B mom uucne, npaxmuydeckux 3aHaAmuil 2 2
Boaurens. Ocymecrsiae- | Ne 33 | [Tonbopka peiica M oTels IO 3aJaHHBIM [apaMeTpaM.
HH€ TPIBEJI-NOAACPKKH OrnpeziesieHne reoIaHHbIX
IIpomexyTouHAsA aTTECTALMSA 6
Bcero 102 56
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2.3. [InaHupoBaHue y4eOHbIX 3aHATHH C HCIOJIH30BAHMEM AKTUBHBIX H HHTEPAKTUBHBIX GOPM U METO10B 00y4eHUsI

Ne Tema yuyeOHOr0 AKTHBHBIC H
n/n 3aHATHSA HHTEePaKTHUBHbIE GOPMBI
U METOAbI 00y4eHUsI
1 | Tema 3.1. [IporpamMmbl KOHBEpTHPOBaHUS (HAIITOB Pa360p KOHKPETHBIX CUTyaIui
2 | Tema 4.1. Ilpencrasienne HHPOPMALUHU C TOMOILBIO CpeAcTB HHporpadhukn | VHTEpaKTUBHBIA YPOK C MPUMEHEHUEM ayIM0- U BHIEOMaTepra-
soB, UKT
3 | Tema 5.1. I[lepconnunmpoBaHHbIe PACCHUTKHA C TTIOMOIIBIO (DYHKIIMH CIUSHUS WHTepakTBHAS JICKITHS
4 Tema 6.4. CpeacrBa UT TexHONIOrMi IPU OpraHU3aluy JEI0BBIX 030K py- Kelic-meTon

KOBOJUTCIIA. OCYIIIGCTBJICHI/IC TPOBCJI-IIOAACPIKKHU

24



3. YCJOBUSA PEAJIMBALIUUA ITPOTI'PAMMBI ANCHUIIJIMHBI

3.1. Peanu3anusi nporpaMmmbl IMCHUILIMHBI TPeOyeT HAIMYMS Y4eOHOii J1a0o-
paropuu « MHPOPpMALMOHHBIX U KOMMYHUKANUOHHBIX TEXHOJIOTHID)

Oo6opynoBanue yueOHOro kadbunera (;iaboparopun):
- IOCAJI0OYHBIE MECTA MO KOJUYECTBY CTY/ICHTOB;

- pabodee MecTO MpenoaaBaTeis;

- IEMOHCTPAIIMOHHBIEC TIOCOOUS U MOJIETIH;

- yueOHas J1ocKa | T.I.

TexHunuyeckue cpeacrsa 00y4eHus :

[lepcoHanbHBIN KOMIBIOTEP HA KaXKJ0€ paboyee MECTO, C YCTAaHOBJICHHBIM IPO-
IpaMMHBIM 00€CTICUCHUEM

— OTepalMoOHHas CUCTEMa, aHTUBUPYCHAs IPOrpaMma, TEKCTOBBIHN, TAOJIMYHBIN pe-
naktop, CYBJI, mporpamma ijisi co3gaHus mpe3eHTaIuil, nepcoHanbHbIA HH(OPMAIIOH-
HBII MeHe/pKep ¢ (QPYHKIMSMU MOYTOBOro kiueHTa U (Groupware, apXuBaTOpPbI, MPO-
rpaMMbl CKAaHUPOBAHUS, KOHBEPTUPOBaHUS (PaiiIoB, C IOCTYIIOM B II100AJIBHYIO CETh UH-
TEPHET, B JIOKAJbHYIO CETh YYECOHOTO 3aBEJICHHUS, B CIPABOYHO-IPABOBYIO CUCTEMY M
AIEKTPOHHO-OUOIMOTEUHYIO CUCTEMY;

— MyJIbTUMEINITHOE 000PY/I0BAHMKE:

— MIPOEKTOP, UHTEPAKTUBHAS IOCKA; IPUHTEP, CKAHEP, KOMMUPOBAJIbHBIN armapar
ni MOY

3.2. MupopmaniuoHHoe obecnedeHne peaju3anu NporpaMmmMbl

3.2.1. [leuaTHble U3HaHNA"

1. TaBpunos M. B., Kinumos B. A. UudhopmaTika u uHPOpMaIinOHHBIE TEXHO-
noruu. Y4eOHUK JJIs cpeHero npodeccuoHanbHoro oopasosanus / M. B. I'aBpunos, B.
A. KnumoB. — 4-e uszn., nepepad. u qon. — Mocksa: UznarensctBo FOpaiit, 2022. —
383 c. — (IIpodeccuonansHoe obpazoBanue). — ISBN 978-5-534-03051-8. — Tekcr:
anektponnbii // DBC FOpaiir [caiiT]. — URL: https://urait.ru/bcode/469424

2. Kynpusnos J[. B. Undopmarnmonnoe obecnieuenne npopeccCuoHalIbHOM Je-
ATENIbHOCTU: YY€OHUK M MPAKTUKYM ISl CPEAHEro Mpo(ecCHOHATbHOTO 00pa3oBaHus/
VY4eOHMK U NPaKTUKYM JJIs cpeiHero npodeccuonaibHoro oopasosanus / 1. B. Kynpu-
sHOB. — MockBa: M3narensctBo IO0paiit, 2022. — 255 ¢. — (Ilpodeccuonansuoe oopa-
3oBanue). — ISBN 978-5-534-00973-6. — Texcr: anextponnsiii // DbC KOpait [caiiT].
— URL.: https://urait.ru/bcode/470353

3. IInotnukoBa, H. I'. Mudopmatuka u uHPOpMaMOHHO-KOMMYHHUKAIIMOH-
ueie TexHonoruu (MKT) : yaebnoe mocodbue / H. I'. IlmoTHukoBa. — Mocksa: PHOP:
NH®D®PA-M, 2022. — 124 c. — (Cpennee npodeccuonanpHoe oopazoBanue). - ISBN

* O6pasoBarenbHas OpraHu3anus Npyu paspaboTKe OCHOBHOM 0Opa30BATENBHON MPOrPaMMBI, BIIPABE YTOYHHTHL CIUCOK W3-
JIaHUH, JTOTIOJTHUB €T0 HOBBIMM M3JIaHUSMH W/WMJIM BHIOpAaB B KauyeCTBE OCHOBHOTO OJIHO M3 Mpe/UlaraeMbIX B 0a3e JTaHHBIX
YueOHBIX M3/IaHUH U 3JIEKTPOHHBIX pecypcos, npeanaraeMeix @YMO CIIO, u3 pacuera He MEHee OIHOTO U3aHUs 1O y4el-
HOM JUCLHUIIAHE.


https://urait.ru/bcode/469424
https://urait.ru/bcode/470353

978-5-369-01308-3. - Tekct: onekrponssii// ObC  Znanium  [caiit].URL:
https://znanium.com/catalog/product/1229451 (mnara o6pamienus: 04.08.2022). - Pexxum
JOCTYTIA: TIO TIOATHCKE.

4. Tpodumos B. B. Undopmatuka B 2 T. Tom 1: YueOHUK 7151 CpeTHETO MPO-

dheccuonanpHOro obpazosanusi / B. B. Tpobumos. — 3-e uza., nepepad. U gom. —
Mocksa: M3natenbctBo FOpaiit, 2022. — 553 ¢. — (IIpodeccuonanbHoe 06pa3oBaHue).
— ISBN 978-5534-02518-7. — Texct: anektponnsiii / DbC IOpaiir [caiiT]. — URL:

https://urait.ru/bcode/471120

5. ®enorona, E. JI. UudpopmarimoHHbie TEXHOJIOTHUH B MPOPECCHOHATBHOM JIe-
arenbHOCTH: yueOHoe mocobue / E.JI. denoroBa. — MockBa: POPYM: UHDPA-M,
2022. — 367 c. — (Cpennee mpodeccuonanpaoe obpazoBanme). - ISBN 978-5-8199-
0752-8. - Tekct: oanektponnbii //  ObC  Znanium [caiit]. - URL:
https://znanium.com/catalog/product/1786345 (nmata oOpaienus:. - Pexxum gocTyma: mo
MOJIIUCKE.

3.2.2. DeKTPOHHBIE N31aHUA (3JIEKTPOHHbIE PecypChl)

1. Kynpusuos [I. B. Uadopmarimonnoe odecrieuenre mpodeccuoHanbHoM Jie-
ATEIBHOCTU: YUYEOHUK U MPAKTUKYM JJIsl CPEIHEro npodeccuoHalbHOTO 00pa3oBaHUs/
VY4eOHUK U NpakTUKYM AJIs CpeHero npodeccuonaibHoro oopazosanus / [. B. Kynpu-
aHoB. — Mocksa: U3narensctBo FOpaiit, 2022. — 255 ¢. — (IIpodeccuonanbnoe oopa-
3oBanue). — ISBN 978-5-534-00973-6. — Texkct: anekrponnsiii // IbC KOpaiit [caiT].
— URL.: https://urait.ru/bcode/470353

2. Ilnmotauxoa, H. I'. Undopmartuka u nHDOpMAIMOHHO-KOMMYHHKAI[HOH-

Hbele TexHonoruu (MKT) : yuebnoe nocobue / H. I'. [InotHukoBa. — Mocksa: PHOP:
NH®PA-M, 2022. — 124 c. — (Cpennee mpodeccruonanbHoe obpazoBanue). - ISBN
978-5-369-01308-3. - Tekct: osnexrtponssii// ObBC Znanium [caiit]. URL:

https://znanium.com/catalog/product/1229451 (nata obparienus: 04.08.2022). - Pexxum
JIOCTYTIA: TIO TIOJIITUCKE.
3. Tpodumos B. B. Uudopmatuka B 2 T. Tom 1: YuebHuk 11t cpenero mpo-

deccuonanpHoro obpazosanus / B. B. Tpopumos. — 3-e u3z., nepepad. u gom. —
Mocksa: U3natensctBo FOpaiit, 2022. — 553 ¢. — (IIpodeccuonanpaoe oOpazoBaHue).
— ISBN 978-5534-02518-7. — Texkct: anektponnsiii // bC IOpaiir [caiiT]. — URL:

https://urait.ru/bcode/471120

4. ®epnorosa, E. JI. UnpopMaliiOHHbBIE TEXHOIOTUHU B TPO(EeCCUOHATBHOM Jie-
aresbHOCTH: yueOHoe nocobue / E.JI. denotoBa. — Mocka: ®OPYM: NHDOPA-M,
2022. — 367 c. — (Cpennee npodeccuonanbHoe odbpazoanue). - ISBN 978-5-8199-
0752-8. - Texkcr: oanexktponnsii //  OBC  Znanium [cait]. - URL:
https://znanium.com/catalog/product/1786345 (nata obpaieHus:. - Pexxum gocryna: mo
TIOJIMTHCKE.

3.2.3. JlonoHUTEIbHbIE HCTOYHUKH
1. AnekceeB A.Il. COopHuK nabopaTopHbIX padot nmo aucturiuinae «MHadop-
MaTHKa», 9acTh 2: YueOHoe mocobue. YueOHoe mocodue no auciuiinae « Madopma-
TUKa», I CTyleHToB nepBoro kypca cneunanbHoctedt 10.03.01 u 10.05.02 YueOHnoe
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https://znanium.com/catalog/product/1229451
https://urait.ru/bcode/471120
https://znanium.com/catalog/product/1786345
https://urait.ru/bcode/470353
https://znanium.com/catalog/product/1229451
https://urait.ru/bcode/471120
https://znanium.com/catalog/product/1786345

nocobue no aucturnHe « MHpopMaTrkay, 1 CTyICHTOB MEPBOTO Kypca CIeIHaIbHO-
creit 10.03.01 u 10.05.02 / AnekceeB A.IlL. - Mocksa: COJIOH-IIp., 2017. - 256 c.: ISBN
978-5-91359-220-0. - Tekct: oanektpoHHsiit// OBC Znanium [cait]. - URL:
https://znanium.com/catalog/product/881455. - Pexxum mocTyria: mo MmoAMKUCKe.

2. bensera. T.M. MaTtemarnka u uHpopMaTuka: y4eOHUK W MPAKTUKYM JJISI
CIIO / T. M. bensea [u np.]; nox penakuueit B. JI. DnbknuHa. Y4eOHUK U MIPAKTUKYM
1St cpeniHero npodeccuonaabHoro oopazosanusi/ T. M. bensieBa [u Ap.]; noa penakiueit
B. Jl. OnpkuHa. — 2¢ u3a., nepepad. u gor. — Mocksa: UznarenscTBo Opaiit, 2022, —
402 c. — (IlpodeccuonansHoe obpazoBanme). — ISBN 978-5-534-10683-1. — Texcr:
annektponubii // OBC FOpaiir [caiit]. — URL.: https://urait.ru/bcode/469943

3. Kenpona I'.E. [u ap.] Undopmaruka 1yis rymaHUTapueB: YYEOHHUK U MpaK-
TUKYM JJIs1 cpeqHero npodeccruonaibHoro odpaszoBanus Ilon pegakiueit I'. E. Kenpo-
Boi. — Mocksa: M3narensctBo FOpaiit, 2022. — 439 ¢. — (IlpodeccuonanbHoe oopa-
3oBanue). — ISBN 978-5534-10244-4. —  Texkct: anexrponnsiit // IbC FOpaiit
[caiiT]. URL.: https://urait.ru/bcode/475550

4. Hosoxwuios O.I1. Uudopmatuka B 2 4. Yacts 1: yuebnux ana CI1O / O. I1.
HoBoxwuiio. YueOnuk 1t cpeanero npodeccuonanbHoro oopazosanus / O. I1. Hoo-
KUIOB. — 3-€ u3., nepepad. u non. — Mocksa: U3narensctBo FOpaiit, 2022. — 320 c.
— (ITpodeccuonansHoe obpazoanue). — ISBN 978-5-534-06372-1. — TekcT: siek-
tpouHbI# / DBC FOpaiit [caiiT]. — URL: https://urait.ru/bcode/474161

5. IlonoB A.M. UH(popmaTuka U MareMarvka: y4eOHHUK U TMPAKTHKYM JJIs
CIIO / A. M. Tlonos, B. H. Cotnukos, E. U. Haraesa, M. A. 3aiiues; nox pea. A. M.
[TonoBa YueOHUK 1 TPAKTUKYM JJIsl CpeHEro npodeccuoHaibHoro oopasopanus / A. M.
ITonos, B. H. Cotnukos, E. U. Haraesa, M. A. 3aiines; noa penakuueit A. M. [Tonoga.
— 4-e uzn., nepepab. u gon. — Mocksa : U3parensctBo HOpaiit, 2022. — 484 c. —
(ITpodheccnonansuoe oopazoBanne). — ISBN 978-5-534-08207-4. — TekcT: 31€KTPOH-
usiii // DBC KOpaiit [caiit]. — URL: https://urait.ru/bcode/469437

6. CoseroB b.4. MadopmanroHHbIe TEXHOJIOTUHU: YU€OHUK JIJISi CPETHETO
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4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHUA IUCIIUAITJIMHBI

Pe3ysnbTarnl 00yyeHus

Kpurepum oneHku

MeToabI OIIEeHKH

CTYIEHT 10JI2KeH 3HATh:
aKTyaJIbHBIA MPOGECCHOHANBHBIA U
COILIMAJIbHBIA KOHTEKCT, B KOTOPOM
MIPUXOAUTCS PabOTaTh U XKUTD;
OCHOBHBIC UICTOYHUKHU HH(DOpMAIHH
U pecypchl IJsl pelleHus 3afad U
npobiieM B TPo(hecCHOHATHEHOM
U/WIH COIUAIBHOM KOHTEKCTE;
QITOPUTMBI BBIMIOJTHCHUS PAaOOT B
poeCCUOHATHHON M CMEXHBIX 00-
JacTX;

METOBI pabOTHI B MPOGECCHOHATb-
HOW M CMEXHBIX cepax;
CTPYKTYpY IJIaHa JUIsl pelIeHUs 3a-
Aad;

MOPSAZIOK OLIEHKH PE3yIbTaTOB pe-
mieHust 3aj1ad 1poecCUOHAIBbHOU
JeSITeNIbHOCTH;

Homenxknarypa wuH(pOpManuoOHHbBIX
HCTOYHUKOB, IPUMEHSEMBIX B IIPO-
(heccuoHaTBHON NeATSIILHOCTH;
MpUEMbl CTPYKTYpUPOBAaHUS WH-
bopmanmu;

dbopmat odopmieHHs Pe3yIbTATOB
noucka HH(OpMalMH, COBPEMEH-
HBIE CPEICTBA U yCTpoiicTBa HHGOP-
MaTH3aIlHu;

MOPSAIOK HMX TPUMEHEHHS U Tpo-
rpaMMHOE oOecrieueHne B mpodec-
CHOHAJIbHOU JNIeATEIbHOCTH B TOM
YHUCJIe C HCMIOJb30BaHUEM Iudpo-
BBIX CPEJICTB;

— HOPMATHUBHBIC IIPABOBBIC AKTHI
Poccuiickoit @eneparuu B cepe
WH()OPMANMOHHBIX W KOMMYHHKa-
[IMOHHBIX TEXHOJIOTH;
HOPMAaTHUBHBIC MPABOBBIC aKThl Poc-
cuiickoit @enepanuu B cdepe UH-
(dhopmarmoHHON 0€30MaCHOCTH;

— TpeOOBaHUS OXpaHbI TPY/A;

— WHTEPHET-PeCypChl ISl  OCY-
IIECTBICHUSI  TPEBEN-TIOAEPKKH
JIETTOBBIX MOE3/I0K;

— MeTobl 00paOOTKH U 3aIUTHI UH-
(dbopmanmu ¢ IPUMEHEHUEM CPEIICTB
MH()OPMALIMOHHBIX U KOMMYHHKa-
IIMOHHBIX TEXHOJIOTHH;

— COBpEMEeHHbIe HH(pOpMAIIMOHHbIE

Onenka «omauuHo» BBICTABIIS-
ercsi 00ydJaromeMmycsi, eclid OH
1yOOKO U IPOYHO YCBOMIJI IIPO-
rpaMMHBII MaTepuai Kypca, uc-
YepIBIBAIOIIE, HOCJIEI0Ba-
TENBHO, YETKO W JIOTHYECKH
CTPOMHO €r0 H3JIaraer, yMeer
TECHO YBS3bIBaTh TEOPHIO C
NPaKTUKOM, CBOOOIHO CIIpaBiIsi-
eTcsl C 3aJadaMu U BOIIPOCAMH,
HE 3aTpygHSETCd C OTBETaMH
Py BHJIOW3MCHEHUH 33JIaHUM,
NpaBUIHHO 0OOCHOBBIBACT TPH-
HATBIC PEILICHHUS, BIaJICET Pa3HO-
CTOPOHHHMH HaBBIKAMHU U TIpHe-
MaM{ BBITIOJIHEHHUS MpaKTHYe-
CKHUX 3aJad;

OLIEHKA «XOpOui0» BBICTABIIS-
eTcsi 00ydaromemMycs, eClId OH
TBEPAO 3HAECT MaTepual Kypca,
IpPaMOTHO M IO CYIIECTBY H3JIa-
raeT ero, He JOIyCKas Cylie-
CTBEHHBIX HETOYHOCTEH B OT-
BET€ Ha BONPOC, MPABUIBLHO
NPUMEHSET TEOPETUYECKHe TI0-
JI0>KEHUSI TPH PELICHUH MTPAKTH-
YECKHX BOIPOCOB M 3ajad, BIIa-
JieeT He0OX0AMMBIMU HaBBIKAMHU
U IPHEMaMH MX BBITIOJIHEHHUS;
OLIEHKA «VO081eMEOPUMETLHON
BBICTABJISIETCS 00ydYaromeMycs,
€ClIM OH MMEeT 3HAHUS TOJBKO
OCHOBHOTO MaTepuaia, HO He
YCBOMJI €T0 JeTayel, J0myCcKaeT
HETOYHOCTH, HEIOCTaTOYHO
NpaBUWIbHBIE  (OPMYIUPOBKH,
HapyIlEHUs JIOTMYECKOW TociIe-
JIOBAaTEJIIbHOCTH B HU3JI0)KEHUU
POTPaMMHOTO MaTepHala, Hc-
IIBITHIBACT 3aTPYIHEHHUS ITPH BbI-
TIOJTHEHNUH TIPAKTUYECKUX 3a]1ad;
OLIEHKa «Hey0061emeopu-
menbHO» BBICTABISIETCS 00yUa-
IOIIeMYyCsl, KOTOpPBIH HE 3HaeT
3HAYUTEIHHOMN YaCTH POTPaMM-
HOT'O MaTepuaia, JI0MyCKaeT Cy-
IIECTBEHHBIE OINMOKH, HEyBe-
PEHHO, ¢ OOJNBLIMMU 3aTpyAHE-
HUSIMH  pElIaeT TNPaKTHYECKHUE

TectupoBanue, NUCbMEH-
Hble U YCTHBIE (HOPMBI
omnpoca

OneHka BBITTOJIHEHUS MTPaK-
TUYECKUX (J1a0OpaTOPHBIX)
pabor

OrleHKa BBIIOJHEHHUSA Ca-
MOCTOSITEJIbHON pabOThI
Onenka penieHuii cuTyamu-
OHHBIX 3aJ1a4

O1eHKa BBIMOJTHEHUS
pedepaTUBHBIX paboT
OrneHka BBITOJHEHUS IPO-
eKTHBIX paboT, y4eOHBIX
UCCIIEI0BAHUIN

VYerHbIl onpoc
TecToBbIl KOHTPOJIb
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U KOMMYHHKAIMOHHBIC TEXHOJIO-
I'MH, IpUMEHsieMble B paboTe ¢ J0-
KyMEHTaMH.

3aga4u HUJIM HE CIPABIICTCA C
HUMH CaMOCTOATCIBHO.

CTYIEHT JA0JI:KeH YMeTh:
pacrno3HaBaTh 3aladyy H/WIA Tpo-
oseMy B Ipo(ecCHOHAIEHOM W/WITH
COLIMAJIbHOM KOHTEKCTE;
aHAIM3WPOBATH 3a/1a4y W/WIN TPO-
O0leMy U BBIAETATH €€ COCTaBHbBIC
4acTu;

ONpeAeNATh d3Talbl pPEUICHUS 3a-
Jauu;

BBIABIIATh U A()PEKTUBHO HCKATH
nH(OpMAIIHIO, HEOOXOTUMYIO IS
pelIeHus 3a1a4y U/ Uil MpoOIeMBbl;
COCTaBJIATh IUIAH JICHCTBHS,
OTpEeAENATh  HEOOXOAUMBIE
CYpCHI;

BIIQJIETh AKTYaJIbHBIMH METOJaMHU
paboTel B TPOQECCHOHANBHOU |
CMEXHBIX cepax;

pEaTM30BBIBATH COCTaBJICHHBII
IJIaH; OLEHUBATh PE3yJibTaT WU IO-
CIICICTBUS

CBOMX JEUCTBUU (CaMOCTOATEIHHO
WJTU C TIOMOIIBIO0 HACTaBHUKA);
OTIpeACTIATh 3aJ]a4 I MOMCKA HH-
¢dbopmaruu;

OTIpEeIETISATh HEOOXOIUMBIE HCTOY-
HUKU UH(OpMaLINN;

TJTAHUPOBATH MPOIIECC MOKCKA;
CTPYKTYpPUPOBATH MOTYIACMYIO HH-
¢bopmanuio;

BBIJIETISITh HanboJee 3HaYMMoe B Tie-
pedHe uHbopMaIuu;

OILICHUBATh MPAKTUYECKYI0 3HAYU-
MOCTB P€3yJIbTaTOB IIOUCKA;
oQopMIIATE pe3yNbTaThl TOHUCKA,
MPUMEHSITh CpelicTBa MH(POpPMAITHU-
OHHBIX TEXHOJOTUH I pelleHus
po¢eCCHOHANIBHBIX 3a71aY;
UCIOJIb30BAaTh COBPEMEHHOE Ipo-
rpaMMHO€ 0O€ecIeueHHE;
WCIIONIb30BaTh pa3lu4yHbIe MHPPO-
BBIE CpEJICTBA IS pPEHICHUS Tpo-
(heccruoHaIbHBIX 33/a4;
WCTIOJB30BaTh CpeacTBa MH(pOpMa-
[IMOHHBIX ¥ KOMMYHHKAI[MOHHBIX
TEXHOJIOTHH JJIs TOJTYICHHUS U TIepe-
nadu nH(OpPMAIINK;

— BECTHU W HCIOJb30BaTh B padoTe
0a3y KOHTAaKTOB OpPTaHU3AIINN;

pe-

IIpoBepka npaBUIIBHOCTH pacye-
TOB M OCYILECTBJICHHUS HE0OXO-
IVMBIX JICUCTBUM

85 - 100% npaBUIBHBIX pacye-
TOB U JIEUCTBUI — «OTIIMYHO)
69-84% mnpaBUIBHBIX PacUETOB
U JEUCTBUN — «XOPOILIO»
51-68% mnpaBUIBHBIX PACUYETOB
U JEUCTBUM — «yJOBJIETBOPU-
TEIHHO»

50% u meHee — «HEYAOBIIETBO-
PHUTEIHLHOY

«OTIMYHO» - TEOPETHUECKOE CO-
JIep>)KaHhe Kypca OCBOCHO IIOJI-
HOCTBIO, 0€3 MPOoOesoB, YMEHUs
chopMUpOBaHbl, BCE Ipeny-
CMOTpEHHBIE MPOrpaMMoOit yueo-
HBIC 3aJ]aHUs BBIITOJHCHBI, Kaue-
CTBO HX BBIIIOJHCHHS OILICHCHO
BBICOKO.

«XO0opoIIoy» - TEOPETHIECKOE CO-
JIep>)KaHhe Kypca OCBOCHO TOJI-
HOCTBI0, 0€3 MpOOEIIOB, HEKOTO-
pBIe yMeHUS CPOPMHUPOBAHBI He-
JIOCTaTOYHO, BCE MPETYyCMOT-
pEHHBIE TMpOTpaMMOll y4eOHbBIE
3aJIaHHsl  BBITIOJIHEHBI, HEKOTO-
pBIC BUIBI 33JJAaHUHN BBITOJTHCHBI
¢ omuOKamH.

«Y TOBJIETBOPUTEILHOY» - TEOpe-
TUYECKOE COJIep>KaHue Kypca
OCBOEHO YaCTUYHO, HO TPOOETIBI
HE HOCSIT CYIIIECTBEHHOTO XapaK-
Tepa, HeOOXOAUMbIE YMEHHUS pa-
OOTBI C OCBOEHHBIM MaTepUaIoM
B OCHOBHOM C(OPMHUPOBAHBI,
OOJIBIIIMHCTBO ~ TIPEYCMOTPCH-
HBIX TMpOrpaMMoil  oOyueHus
YUeOHBIX 3aJJaHUI BBITOJIHEHO,
HEKOTOpPBIE U3 BHITMOJTHEHHBIX 3a-
JAaHWUW COIePKAT OIUOKH.
«HeynoBneTBOpUTENBHO» - TEO-
pPETHUYECKOE COJIepKaHUEe Kypca
HE OCBOEHO, HE0OXOTUMBIE yMe-
HUS He COPMHUPOBAHBI, BBITOJI-
HEHHbIC Y4eOHBbIC 3aJaHUs CO-
JepKat rpyObie OITHOKH.

OneHka pe3ynbTaToB BbI-

IOJHEHUS  IPAaKTHYECKOM
paboThI

DkcrepTHOe  HaAOJIOAEHHE
32 XOIOM  BBITOJIHEHUS

IPaKTUYECKOH paboThI
IIpomexyrouynass arrecra-
s
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— YCTaHaBIMBaThb M MOJJEPKUBAThH
KOMMYHHUKAIIMM B IpoLEecce JeNo-
BOT'0 OOLIEHHUS C TOMOIIBIO CPEJCTB
MH(POPMALIMOHHBIX M KOMMYHHKa-
LIUOHHBIX TEXHOJIOTUH;

— obecrieunBaTh HHPOPMAITUOHHYIO
0€30I1aCHOCTh JIeSITENIbHOCTH Opra-
HU3AIH;

— NpPUMEHATh B paboTe cpelacTBa
MH(POPMAIIMOHHBIX M KOMMYHHKa-
LIUOHHBIX TEXHOJIOTUH;

— BBIOMpATh (GOPMBI IIJIAHUPOBAHUS
1 opOpMIIATH TUTAHUPOBITUK (Opra-
Haii3ep) pPYKOBOAMTENSI M CEKpe-
Taps;

—  OCYHIECTBISTH  TPEBEN-TOJI-
JIePKKY JAETOBBIX MOE3/10K;

— WCTOJB30BaTh CpeacTBa MHGOP-
MAIMOHHBIX 1 KOMMYHUKAITHOHHBIX
TEXHOJIOTUH /17151 oOecrieueHus B3a-
MMOJECHCTBUSA C PYKOBOAMUTEIIEM BO
BpEMs €ro JIeII0BON MOE3IKHU;

— OCYILECTBJIATh cOOp, 00pabOTKy
uHbopMaln1, CUCTEMATH3ALHIO T10-
Jy4aeMbIX M TepelaBacMbIX JaH-
HBIX;

— CKaHUPOBATh, KOMTUPOBATH U KOH-
BEPTUPOBATh JJOKYMEHTHI B pa3Iny-
Hble (OpMATHI.
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