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1. OBLIAS XAPAKTEPUCTHUKA PABOYEN ITPOT'PAMMBI
YYEBHOU JUCHUITJINHBI
OI1.05 <MH®POPMAIIMOHHBIE U KOMMYHUKAIIMOHHBIE TEXHOJIOT' U

1.1. MecT0 IUCHMILIUHBI

MPOrpaMmbl

B CTPYKTYpe OCHOBHOl 00pa3oBaTe/ibHOM

VYuebnas aucuurminHa «HpopMaliioHHble 1 KOMMYHHUKAIIMOHHBIE TEXHOJIOT I
ABIsIeTCsl 00s3aTENbHOW 4YacThio 0OHIENPO(EeCcCHOHATBLHOTO LUKIAa 00pa3oBaTENbHON

IporpaMmbl B

COOTBCTCTBUHU C

dIroC CIIO mno

cuemuaipHoct  46.02.01

I[OKYMGHT&HI/IOHHOG obOecreyeHue YIIPaBJICHUA 1 apXUBOBCICHHUC.

Ocoboe 3HaueHHWE JUCIHUIUIMHA HWMEEeT npu (OPMHUPOBAHUHM U Pa3BUTUHU
komnerennui OK 0.1, OK 0.2, IIK 1.1, IIK 1.3, IIK 1.4, TIK 1.6, IIK 1.7

1.2. Heapb U JIaHUPYeMbIe Pe3yJabTATHI OCBOCHUS TN CHHUILIIMHBI

B pamkax mporpammbl y4eOHOM AMCHMIUIMHBI OOYYarOMIMMHCS OCBauBaIOTCS

YMCHUA U 3HAHUA

Kon
IIK, OK

YMmennst

3HaHusA

OK 01
Bribupats ciocoOsl
pelieHus 3a1a4d

pacrno3HaBaTh 3a/1a4y W/WiK npolaeMy B
po¢eCCUOHATILHOM H/UJIH COLIMATbHOM
KOHTEKCTE;

aKTyaJIbHBII
npodhecCHOHANBHBIN U
COLIMAJIBLHBIN KOHTEKCT, B

npodeccruoHaIbHON aHAIM3UPOBATh 33/1a4y U/WIK NpodieMy | KOTOPOM NMPHUXOIUTCS
NIeATeTLHOCTH Y BBIJICNIATH €€ COCTaBHBIC YaCTH; paboTaTh U KUTH;
OPUMCHHUTCIIBHO K ONIPEACIIATh dTAIbl PEIICHUSA 3aJa4H; OCHOBHBIC UCTOYHHUKH
pa3InIHbIM BBISBIIATH U () (HEKTHBHO UCKATH MH(OpMaInK U pecypehl s
KOHTCKCTaM I/IH(bOpMaIII/IIO, HGO6XOI[I/IMYIO I peueHud 3aaa4 u Hp06HeM B
pelIeHUs 3aJa4y U/UIH POOIEeMBbIL; pOpECCHOHATILHOM H/HITH
COCTaBJIATH TUIAH ACHCTBHS, onpeaensaTy | COMHaIbHOM KOHTCKCTC,
HEOOXOIUMBIE PECYPCHI; AJTOPUTMBI BBITTOTHEHUS
BJIaJIETh aKTyaJbHBIMH METOAAMU paboT B Ipo)ecCHOHANBHOMN 1
paboThI B TpohecCHOHATLHOM U CMEXHBIX 00/1aCTsIX;
CMEXHBIX chepax; METOBI pabOTHI B
peanr30BbIBATh COCTABJICHHBIN IJIaH; NPO(hECCHOHATIBHON 1
OIIEHHMBATh PE3YJIbTAT U TIOCIIE/ICTBUS CMEKHBIX chepax;
CBOMX JICHCTBHI (camMocTOsITeNIbHO Wi ¢ | CTPYKTYPY ILIaHa JUIA
IIOMOUIbIO0 HACTABHUKA). peHIcHuA 3a/1a4;
MOPSIIOK OLIEHKH Pe3yJIbTaTOB
perieHus 3a1a4y
npodecCHOHATEHOM
JIeATeTLHOCTH.
OK 02 OTPEJIEIISATh 3aJJa41 ISl TTOUCKA HOMEHKJIaTypa
M cronp30Bath uH(pOopManuu, MH(POPMALIMOHHBIX
COBPEMEHHEIE onpeIesATh HEOOXOAMMbIC HCTOYHUKHU HMCTOYHHMKOB, IPUMEHSIEMBIX B
CpeJICTBa TIOHCKa, nH(pOpMaINH; npohecCHOHATBLHOM
aHajiu3a u IJIAHKUPOBATH IIPOLICCC ITOMCKA, AEATCIIbHOCTH,
HHTCPpIIpETANN CTPYKTYPHUPOBATEL OJIyYaeMYIO MMPUCMBI CTPYKTYPHUPOBAHUA
uHpOpMaIuu U nH(pOpPMAILIHNIO; uHpopmanuu;
MH()OPMAIMOHHBIE BBIICISITH HAMOOJIee 3HAYNMOE B (popmaT oopmieHus




TCXHOJIOTHH JJIsA
BBITTIOJIHCHHUA 3aJa4

nepeyHe HHPoOpMaluu;
OLICHWBATh MPAKTUUECKYIO 3HAYMMOCTh

pe3yNIbTaTOB IMOUCKA
nH(pOpMaIu, COBPEMEHHBIE

npodecCHOHaTBHOM pe3yIbTaTOB MOUCKA; 0O(OPMIIATH CpEeACTBa U YCTPOMCTBA
ACATCIbHOCTH pe3yabpTaThl IIONCKA, IIPUMEHSATH nHpopmMaTH3amy;
cpeacTBa HHPOPMALIMOHHBIX MOPSAOK UX MPUMEHEHUS U
TEXHOJIOTUH JJIs1 PEIICHUS porpaMMHOe oOecrieyeHue B
npodeCCHOHATBHBIX 3a]1a4; npodeccuoHaTBLHON
UCIIOJIB30BAaTh COBPEMEHHOE JEATENILHOCTU B TOM YHCIIE C
IIPOrpaMMHOE 00eCIeUeHHE; MCTIOJIb30BaHUEM U(POBBIX
UCIOJIb30BATh PA3INUHbIC IIU(PPOBHIE CpencTs.
CpEeACTBA Ul PELICHUS
npoecCHOHANBHBIX 3aa4.
IIK 1.1. HCIIOJIB30BAaTh CPEACTBA HOPMAaTHUBHBIE IPABOBBIC aKThI
Ocy1iecTBIATh WH(POPMAIIMOHHBIX U Poccuiickoit ®enepanyu B
npuéM-nepenavy KOMMYHUKALMOHHBIX TEXHOJIOTUN JJIs chepe nHPOPMAITMOHHBIX U
YIIPaBICHYECKOMN MOJIy4EHUs U Iiepefaun nHpopMaIuy; KOMMYHUKAIIMOHHBIX
uHpopMaLmH BECTH U UCIIOJIB30BaTh B paboTe 0asy TEXHOJIOTUH;
C IIOMOIIBIO CPCACTB KOHTAaKTOB OpraHNU3alllH, TpeOOBaHUS OXpaHbI TPY/Ia.
MH(QOPMALIHOHHBIX YCTaHABIIMBATh U MOJICPKUBATH
A KOMMYHUKAIIMOHHBIX | KOMMYHHUKALIMU B IPOLIECCE EIOBOIO
TEXHOJIOIHH OOIEHHUS C TIOMOMLIBIO CPEJICTB
MH(GOPMALIMOHHBIX U
KOMMYHHKAIIMOHHBIX TEXHOJIOTHH;
obecreunBaTh HHPOPMALIMOHHYIO
0€30I1aCHOCTh JEATEIHLHOCTH
OpraHu3alyH.
IIK 1.3. BBIOMpATH (POPMBI TAHUPOBAHUS U HOPMAaTHBHBIE IPABOBBIE AKThI

IIpunuMmate yyactue
B IUITAHUPOBAHUU
pabouero BpeMeHH
PYKOBOUTES

U TJIAHUPOBATH
pabouuii 1eHb

oopMIIATH TUTAHUPOBIIKK (OpTaHaiizep)
PYKOBOAMTENS U CEKPETapS;
o0ecrnieunBaTh HH(HOPMALIMOHHYIO
0€301acHOCTb JeSTEeIbHOCTH
OpraHu3aINi;

MIPUMEHSTH B paboTe cpecTBa

Poccuiickoi @enepanuu B
cthepe naopmarmoOHHOM
0e30IacHOCTH;
TpeOOBaHUS OXPaHBI TPY/IA.

CeKpeTaps MH(OPMALMOHHBIX U

KOMMYHHKAIIUOHHBIX TEXHOJIOTHH.
[IK 1.4. OCYIIECTBIISITh TPEBE-TIOAICPIKKY UHTEPHET-PECypPCHI JUIst
OcymiecTBisITh JETIOBBIX TIOE3/IO0K; OCYIIIECTBIICHUS TPEBEII-

MOJATOTOBKY JI€JIOBBIX
M0E3/10K PYKOBOIUTENS
U JIPYTHX COTPYIHUKOB

HCIIOJIb30BaTh CPEICTBA
MH(GOPMALMOHHBIX U
KOMMYHUKAITMOHHBIX TEXHOJOTUN s

MOJIIEPIKKU JICTIOBBIX
MOE3/I0K;
TpeOOBaHUS OXPAHBI TPY/IA.

Opranu3anuu oOecrieueHnst B3aUMOJENCTBUS C

PYKOBOAMTEIIEM BO BpEMs €ro JIeJI0BOM

MOE3/KH.
IIK 1.6. OCYIIECTBIISATH cOOp, 00pabOTKy MeTO/bl 00PAOOTKHU U 3aTUTHI
OcyuiecTBAsTh nH(pOpMaIIMU, CHCTEMaTU3AIINIO uH(bOpMaIUU C TPUMEHEHHEM
paboty MOJTy9aeMbIX U TIepeaBaeMbIX IaHHBIX; | CPEIICTB HHPOPMAIMOHHBIX U

10 IIOATOTOBKE
Y TIPOBEICHHUIO

PUMEHATHh HH(POPMAIIMOHHO-
KOMMYHHKAI[MOHHbIE TEXHOJIOTHH.

KOMMYHUKAIIMOHHBIX
TEXHOJIOTHi;




KOH()EPEHTHBIX
MEpOIPUATHH,
obecreunBaTh
nH(pOpMaAITMOHHOE
B3aUMO/ICVICTBUE
PYKOBOIUTENS

C TIOpa3AeTICHUSIMU
U I0JDKHOCTHBIMU
JTUIAMH OpraHU3aluu

TpeOOBaHUS OXPAHBI TPY/IA.

[K 1.7.
OdopmsaTs
OpraHU3alMOHHO-
pachopsIUTEbHBIC
JOKYMEHTBI

U OpraHU30BbIBAThH
paboTy ¢ HUMH,

B TOM YHCJIC

C MCIOJIb30BaHUEM
ABTOMATHU3UPOBAHHBIX
CHCTEM

IPUMEHSATHh HH(POPMAIIMOHHO-
KOMMYHUKAI[IOHHBIE TEXHOIOTHNS
CKaHHPOBATh, KOMUPOBATH U
KOHBEPTUPOBATH IOKYMEHTHI B
pa3nuyHbie POPMATHL.

COBpPEMEHHBIE
MH(GOpPMaILMOHHBIE U
KOMMYHHKAI[HOHHbBIE
TEXHOJIOTUH, TPUMEHSIEMBIC B
paboTe ¢ TOKyMEHTaMU;
TpeOOBaHMS OXpaHbI TPY/Ia.




2. CTPYKTYPA U COAEPXKAHUE YUEBHOM JUCIHUILIMHBI

2.1. O0beM y4eOHO TMCUUILIMHBI U BU/bI Y4eOHOH padoThl

Bup y4yeoHoii padoThI O0beMm B yacax
O0bem 00pa3zoBaTeIbHOM MPOrPaAMMBbI Y4e€OHOM M CIATIINHbBI 80
B T.4. B (popMe NPaKTHUECKOH MOATOTOBKHU 52

B TOM YHCIJIC:

TEOPETUUECKOE 00yUeHue 16

MIPAKTUYECKUE 3aHATHS 52

[IpomexxyTouHasi aTTecTalus FK3aMeH 12




2.2. TemaTu4yecKuii JIAH U cOJep:KaHUe YUeOHOH THCHMILINHBI

Koasbl
Oo0bem, akan. 4. / A .
KOMIeTeHIIHIA,
B TOM 4HcCJIe
(popmupoBanuio
HaumeHoBaHue pa3jiesioB Conep:xxanue yuyeOHOro Mmarepuasa u GopmMbl OPraHu3anuM AesITeJIbHOCTH B popme KOTODEIX
U TeM o0yyarommxcst NPaKTHYeCKO P
crnocod0cTByer
NOJATOTOBKH,
3JIeMEeHT
aKaa. 4.
NMPOrpaMmblI
Paznen 1. ABTOMATU3ALUSA NHOOPMAILIMOHHBIX ITPOLECCOB. KOMIIBIOTEP 6 OK 01,
Tema 1.1. I[MpakTn4yeckune 3aHATHSA OK 02
YcrpoiicTBo 1 KommproTep kKak cpeicTBO aBTOMATU3AIMK HHPOPMAIIMOHHBIX IPOIIECCOB
NPUHIHUIBI PA00THI o 3
OyHKIMOHAIBHBIE YCTPOHCTBA KOMITBIOTEPA
KOMIIbIOTEpa
[Tpuémser paboTel B cTangapTHBIX porpammax OC: rpaduyeckoM 1 TEKCTOBOM
penakTopax
Tema 1.2. IIpakTH4eckue 3aHATHSA
IIporpammuoe OcHOBHBIE OHATHUS IPOIPAMMHOTr0 00ECTIEYeHHUs] KOMITbIOTEPA
olecnieyeHue o -
. OnepannonHsie cucteMbl. VX Buabl U rpaguueckuii unTepdeiic
KoMIbloTepa. PaitjioBas
CHCTeMa XPaHeHHUs! daitnoBas cucrema. Onepanuu Hax dainamu 3
uHpopMannH CucremaTu3aiusi ”HGOPMAIUH C MOMOIIBIO MAMOK U (aiios.
Pabota c ¢aiinamu u katajgoramu
PaGora B ctanaaptHbix nporpammax OC: TeKcTOBbIe, TpaduyecKue.
PA3AEJI 2. IIPUKJIAJJTHOE U CUCTEMHOE ITPOI'PAMMHOE OBECIIEYEHUE 33 OK 01, OK 02,
Tema 2.1. TpakTHYecKHe 3aHsATHSI HK 1.1, TIK 1.7
CpencrBa u TeXHOIOTMH | Hacrpoiika nntepdeiica TEKCTOBOTO PeJaKTopa, IapaMeTPOB CTPAHMIIBL.
CO31aHUS M 00pPadOTKH
. OdopmieHre MHOTOCTPaHUYHBIX IOKYMEHTOB
TEKCTOBOM HH(pOpMALNHU 1

Hacrpoiika untepdeiica TEeKCTOBOro peakTopa.
Hacrpoiika mapameTpoB CTpaHULIBI.

Hactpoiika pe:xuMoB neuaTu TeKCTOBOTO JoKyMeHTa. PaboTa ¢ mpuHTEpOM.

[Tpuémel penakTrpoBanus TekcTa. [IpoBepka opdorpaduu TeKCTa B TEKCTOBOM




penaxkTope.

dopmaTrpoBaHUE TOKYMEHTOB B TEKCTOBOM penaktope. Mi3MeHeHune cBoicTB
CHMBOJIOB, ITapaMeTpoB a03a1eB U cTpaHullbl. [leyaTs JOKyMeHTa.

dopmaTtrpoBaHUE TOKYMEHTOB B TEKCTOBOM penakrope. Mi3MeHeHne napaMeTpoB
a03areB. YcraHoBKa no3uiuii Tadymsiuu. Pabota co cimckamu.

BceraBka rpadguueckoro n3o0pakeHus B TEKCT, U3MEHEHHE €ro MOJIOKEHUS Ha
cTpanule. TexHOoJI0rusl BCTaBKU B JOKYMEHT 00bekTa SmartArt.

BcraBka CHOCOK B TEKCT AOKYMCHTA B TCKCTOBOM PCAAKTOPC.

OcHoBHble puéMbl padboTsl ¢ Tabaunamu. Kontekcrheie Bkinagku Konctpykrop u
Maket i paboThl ¢ TAOIHUIAMH B TEKCTOBOM PEIaKTOpe

Paznuunbie npuéMel paboThI ¢ TAOIUIIAMU B TEKCTOBOM penakTope. CopTupoBka
JaHHBIX B Ta0uuie. Beraucinenus B Tabmumnax

Pa30uenne TekcTa Ha KOJOHKH B TEKCTOBOM peaaKkTope.

dopmaTpoBaHNE MHOTOCTPAHUYHOI'O JJOKYMEHTA B TEKCTOBOM PEJAKTOPE

PabGoTa co cTriisaMu. CO3}13HI/I€ ABTOMATHYCCKOI'O OIJIaBJICHUA B MHOT'OCTPAHUYHOM
HAOKYMCHTC B TCKCTOBOM PCAAKTOPC

Tema 2.2.

CpeacrBa

U TEXHOJIOTHH PadoThI
€ YJIEKTPOHHBIMH
TadJIHIAMH

IIpakTHYeckue 3aHATHSA

Coznanue Tabnuil B TaOJIMYHOM pelakTope U uX opMatupoBaHue. TUIbI JaHHBIX,
UCMOJIb3YEMBIX B TAOJMYHOM peIaKkTope

Brimonnenue pacu€ToB B 2NEeKTPOHHBIX Tabnuuax. @opmyiibl. AGcotoTHas U
OTHOCHTEJIbHAS aJpecanus

cDyHKI_II/II/I, HCIOJIb3YCMBIC B TaOJIMYHOM peaaKTope. Pabora co cimckamu.

Coznanue u hopMaTUpPOBAHKE AINEKTPOHHBIX Ta0OHIl. THUIIBI JTAHHBIX,
UCTIOJIb3YEMBIX B TAOJUYHOM PEAKTOPE.

Brinonnenue pacu€ToB B 3J€KTPOHHBIX Tabnuuax. @opmyiisl. AGCOMOTHAS U
OTHOCHUTEIIbHAS aJpecariys

OyHKIMH, UCTIOTb3yEMbIE B TAOIUYHOM PEIAKTOpe

HOCTpOGHI/Ie U pCaaKTUPOBAHUEC JUArpaMM

HacTtpoiika 1ucTOB KHUTH Ha Me€4YaTh.

12

Tema 2.3.

Coaep:xanue yueOHOro MaTepuaJia




Texuoaorusa OLE.
Co3zganne OLE-
00LEKTOB

CrienmanbHasi BcTaBKa pparMeHTa JOKyMEHTa B APYToil TOKyMEHT

BcTraBka cBsi3aHHBIX OOBEKTOB B JOKYMCHT

BcraBka ¢gparmenTa (aiina TabnuyHOTO peAakTopa B JOKyMEHT TEKCTOBOTO
pelaKTopa ¢ YCTAHOBKOW CBSI3U

IMpakTnyeckmne 3aHATHS

Co3znaHme TEeKCTOBOTO TOKYMEHTA B MPHIIOKEHUU-KITUEHT U BcTaBka OLE-00bekToB
13 MPUJIOKEHUS cepBepa

Cosznanue cripaBoK 1 UHPOPMAILIMOHHO-aHATUTUYECKUX 0030pOB B MPUIOKEHUH-
kiueHT 1 BctaBka OLE-00BeKTOB U3 MPUITOKEHHS cepBepa

Co3nanue crpaBoK U HHPOPMAIIMOHHO-AaHATUTUYECKIX 0030pOB B MPUIIOKECHHUH-
KIIMEHT W BCTAaBKa CMApPKIAHOB U3 MPUIIOKESHHS cepBepa

Tema 2.4.

Pa3zpaborka n
CONPOBOK/ICHHE
HH(}OpPMALMOHHBIX 0a3
JAHHBbIX

Conep:xanue yueOHOro MaTepuaJia

[Tonsitue BJ1 u CYB/. 3arpyska, uatepdeiic CYB/I. Tabnuunas crpykrypa b/I.
[Tons, 3anucu. Tunel nanubiX. [loHsATHE KITFOYEBOTO MOJIs

®opwmsl, 3ampocsl 1 0TuéThl B CYB/I, X Ha3HaUEHHE U CTIOCOOBI CO3/JaHHUS.
Co3pnaHue cBsI3M MeXly TabJIUIAMU C IIOMOLIbIO MacTepa IMOACTaHOBOK

IIpakTH4eckune 3aHATHA

Co3nanue tabmun B CYB/]. YcraHoBKa CBOWCTB MOJEH U CBA3EH MEXTY
tabnuamu. BBog 1 mpocMoTp naHHBIX B pesknMe « Tabmuma»

®opwmsl, 3ampocs! 1 0TuéThl B CYB/I, X Ha3HaueHHE U CTIOCOObI
coznanus. Co3gaHue CBsI3U MeXAy TabJInaMy ¢ TIOMOIIbIO MacTepa MOJCTaHOBOK

Coznanne b/l ¢ ucnonaszoBannem GopM, 3ampocoB u oTu€ToB B CYB/I.

PA3JIEJI 3. CPEACTBA INIEPEJAYM SJIEKTPOHHBIX JOKYMEHTOB 1 OBECIIEYEHME UX

COXPAHHOCTH

Tema 3.1. Coaeprxanue yueOHOro MaTepuasa
IIporpammel CkaHMpoBaHHE JOKYMEHTOB C IIOMOIILBIO cTaHAapTHOrO npuioxeHust OC
CKAHUPOBAHHUSA

[IporpamMbI-apXuBaTOpBl. Y IAKOBKA U PACIIAKOBKA APXUBOB
JOKYMEHTOB H
KOHBEPTHPOBAHUS CkaHupoBaHME U PACIIO3HABAHUE TEKCTA C IIOMOILBIO CIIEUAIU3UPOBAHHOTO
daiinon nporpaMMHOTO obecnieuenus. Koppektuposka tekcra. Konseprupopanwue (haiinos

[MpakTnyeckune 3aHATHSA

OK 01, OK 02,

IIK 1.1, IIK 1.6,
IIK 1.7.




PacnioznaBanue nHGOpMAIMK ¢ TOMOLIBIO0 IPOrpaMM CKaHUPOBAHUS.
Konsepruposanue ¢aiinon

[Iporpammel-apxuBaTOphl. Y MaKOBKA U PACIIAKOBKA apXUBOB

PA3JIEJI 4. CO3JIAHUE U PEJAKTUPOBAHUE I'PA®UUYECKHX U MYJIbTUMEJIUNHBIX OFBEKTOB

Tema 4.1.
Ilpeacrasiienue
uHopmanum ¢
NMOMOIIBIO CPECTB
uHorpapuxku

Conep:kaHue y4e0OHOro MaTepuaJia

Cosznanue npe3eHTauu B crienuanu3upoBanHoM 10O mist moAroTOBKH
npe3enTannii. OCHOBHBIE TUTIHI (PaitnoB. Pexxumbl mpocMoTpa. Beibop mabinona u
TEMBI CTIaiiIoB K Mpe3eHTaluu. Vi3MeHeHne MakeTa CliaifJioB

Hcnonbs3oBanne runepcchuiok B npe3entanuu. Hactpoiika anuManum Tekcra
1 00bekTOB. [[00aBIeHNE TEPEX010B MEXKIY claiaMu

Pasnuunble cpencTa coznanus HHGorpaduxy.

anyanmauml " IPCACTABJICHUC OJOKIaAa

HpaKTuquKue 3aHATUA

Br16op mabiiona 1 TeMBbI CIIARI0B K TPE3EHTAlUU B crienrain3upoBanHoM [1O ms
MOArOTOBKH Mpe3eHTanmii. Co3manue coOCTBEHHOTO 11adioHa. M3meHeHue
MakeTa CJIaligoB

Pabota co cnaiimamu. BectaBka 0ObEeKTOB Ha Cllaiijl, ”3AMEHEHHE UX MOJI0XKEHUS.
VYrpasneHue ciosMHu ciania

Hcnonb3oBanne TMIEPCCHUIOK B Mpe3eHTanun. HacTpoiika aHumManum Tekcra
1 00BeKkTOB. [lo0aBieHMe Mepexo10B Mex Iy claiigamu. BeraBka 3Byka U BHICO.

Hacrpoiika nmpe3eHTanny Ha 1oKas, yrpasisieMas JOKJIaJ9UKOM U B
aBTOMATUYECKOM PEXHUME

OK 01, OK 02,

IIK 1.1, IIK 1.4,
IIK 1.6

Pazgea S. TEXHOJIOI'USI CO3JAHUS U TIPEOBPA3OBAHUS UH®OPMALIMOHHBIX OBFBEKTOB

10

Tema S.1.
IlepconnpuuupoBanubie
PACCBHUIKHU € MOMOIIbIO
(pyHKuMM causIHUA

Coaep:xaHue yueOHOro MaTepuaJia

Hcnonws3oBanne MacTepa CIUAHUA OJI PACCBIJIKH JOKYMCHTOB

COS,Z[aHI/Ie PpacChbUIKH C TIOMOIIBIO q)YHKI_[I/II/I CIIMSAHUA

Co3nanue Oeiika ¢ MOMOIIBIO MAacTepa CIUSHUS

Hcnonp3oBanue madIoHOB U CIIENUAIBHOW BCTABKU MPU CO3JJAHUU PACCHUIKH
JTOKYMEHTOB C TOMOILBIO (DYHKIIMU CIUSHUS

IIpakTH4eckue 3aHATHA

OK 01, OK 02,

IIK 1.1, IIK 1.6,
IIK 1.7




Coznanue nuceM-npuriIaleHnii, no3apasaeHuil. Mcrnonb3zoBanue MacTepa CIUsHUS
U1l IEpCOHU(UIIMPOBAHHON PACCHIIKU IOKYMEHTOB.

Vcnonp30BaHue MacTepa CIUSHUS I NePCOHU(UITMPOBAHHON PACCHUTKU
nokyMeHToB. Co3/1aHre KOHBEPTOB, Ol ke, KyBepTHBIX KapTOUeK.

Hcnonb3oBaHue MacTepa CIUSHUSA Ui IEPCOHUPUITUPOBAHHON PACCHIIKU
nokymeHToB. Co3aHue muceM Mo3paBieHUi, HATOMUHAHWN, BA3BUTHON KapTOYKH,
KYBEPTHON KapTOUYKH.

Tema 5.2. Texnosnorus Coaeprxanue yueOHOro MaTepuasa

aBTOMaTH3aUMH Co3aHue mabIoHOB CIIPABOYHO-NH(OPMAMOHHBIX JOKYMEHTOB. DIEeMEHTHI

cosaaHusd H YIIpaBJICHUS COAEPIKUMBIM.
HCIOJIb30BAHUS 1
nokyMenToB. LIaG10HbI Cosznanue mabI0HOB PacTOPSAUTEIBHBIX IOKYMEHTOB, pa3padoTka Gpopm
JOKYMEHTOB Pa6ora c mabnonamu. Pa3paboTtka 3amnmEHHON 3JIEKTPOHHON (POPMBI TOKYMEHTA
CoBmMmecTHas paboTa HaJl IPOEKTOM JIOKYMEHTA B PEXKUME PELICH3UPOBAHUS
IIpakTH4eckue 3aHATHA
Coznanue mab0HOB 3aMUCOK, IIPOTOKOJIA, CIIPABKHU, IIPUKa3a C yCTAHOBKOU 5
3aIUTHI CITyKeOHOT0 MHUChbMa, JOKJIATHON 3alUCKH, PACTIOPSKEHHUS, aKTa
CoBmecTtHas paboTa HajJ MPOSKTOM I11a0JIOHA PUKa3a, CIPABKH.
PA3JEJI 6. KOMIIBIOTEP KAK CPEJACTBO KOMMYHUKAIIUU U JOCTYIIL 10 OK 01, OK 02,
K THOOPMAIINOHHBIM PECYPCAM. JIOKAJIBHBIE U I''IOBAJIBHBIE CETHU MK 1.1.TIK 1.3
Tema 6.1. Coaepixanue yueOHOro MaTepuasia I[IK 1.4.,TIK 1.6.,
CeTu 1 HHTEpPHET. [IpuMeHeHne TOKaIbHBIX U TJIOOATBHBIX KOMITBIOTEPHBIX CETEH NIl 0OMEeHa 1 K 1.7
HudopmaunonHo- uHpopmanueit. [lonckoBeie cucremsl MuTepHeTa. 3amura nHGopMauu
NMOMCKOBBIE CHCTEMBI.
PaboTa ¢ pa3nuuHBIMU CIIPAaBOYHO-TIPABOBBIMHU CHCTEMAMHU
Mouck undgopmanum B
Pa3JIM4YHbIX CIIPABOYHO- IIpakTHYeckue 3aHsATUs
NPaBOBBIX CHCTEMAX BosmoxHOCTH noncka nH(OpMaluy B UHTEpHETE 1
[Touck napopmanuu B 0pUIHATBEHBIX HHTEPHET-UCTOYHHUKAX.
[Touck nHpOpMaIK B pa3IHYHBIX CIIPABOYHO-TIPABOBBIX CHCTEMAX
Tema 6.2. IlouToBbIe U Conep:xaHue yueOHOro MaTepuaJia
00J1aYHbIE CEPBUCHI B 1

Hcnonb30BaHuE MOUYTOBBIX CCPBHCOB: BHUbI, IIpaBUJIa PETUCTpALlUU, ITPpaBUJIa

pabore ¢ JOKyMeHTaMH 3AIATHI




CepBI/ICBI 00J1aYHBIX TeXHOHOFHﬁ, MMO3BOJIAIOIIUE OPraHU30BaTh JOKYMCHTHOC U
0€310KyMEHTHOE 00CTyKBaHHUE

[TpumeneHne 00IaYHBIX XPAHWIIHII JAHHBIX JUIST ONTHMH3AIIH PAOOTHI
C TOKyMEHTaMHU

IIpakTH4eckne 3aHATHA

CoBmecTtHas paboTa 1o OpraHMU3aluHu TOKYMEHTHOTO B 0e3 TOKyMEHTHOTO 2
00CITyKMBaHUS C MPUMEHEHHEM OOJAYHBIX TEXHOIOTHii
Tema 6.3. CoBpemennbie | Conep:kanue y4eO0HOro MaTepuasia 1
MporpamMMbI- CoBpeMeHHbIE IPOTrpaMMBbl-IUTAHUPOBILIUKH
IVIAHUPOBIIUKH
IIpakTnyeckue 3aHATHA
[TnanupoBanue paboyero IHsS PyKOBOAUTENS U CEKpETapsi ¢ MOMOLUIbIO 1
COBPEMEHHBIX IIPOrPaMM-IUIAHUPOBIIUKOB
Tema 6.4. Cpencrea UT | Conep:xanune yueOHOro Matepuajia
TEXHOJIOTMM NpH CucTeMbl GPOHHPOBAHNUS OUIICTOB U OTENCiH. 1
OpraHM3amuu 1eJI0BbIX Pab
10€3/10K PYKOBOIUTEIs. aboTa ¢ reoiaHHBIMH
OcymectBienne TpaBena- | Ilpakruyeckue 3anarus
HOAAEPKKH [Ton6opka peiica U OTeNs MO 33JaHHBIM ITapaMeTPaM. 2
Onpenenenue reoJaHHbIX
IIpome:kyTouHas arrecTauus 12
Bcero 80







3. YCJIOBUS PEAJIM3ALIMM YYEFHOM JUCHUILIAHBI

3.1. JIns peanuzanuu TpOrpamMMbl y4eOHON IUCHIUIUIAHBI JOJDKHBI OBITH TMPEAYCMOTPEHBI
CJIEYIOIINE CIEUAIbHbIE TIOMEIIEHUS

Jlaboparopust «MHPOPMAIIMOHHBIX M KOMMYHHKAI[MOHHBIX TEXHOJIOTUW», OCHAIEHHAs
HEOOXOAUMBIM JUISI peai3alii MPOTrpaMMbl y4eOHOM TUCIUILIMHBL 000pyIoBaHHEM: paboune MecTa
[0 KOJMYECTBY OOydwaroumxcs U paboyee MECTO MPEnoJaBaTelis, OCHALIEHHBIX KOMITbIOTEPHBIM
CTOJIOM U CTYJIbSIMU;

TEXHUUYECKUMHU CPeJICTBaMU O0yUEHUs: IEPCOHAIbHBII KOMITBIOTEP Ha KaXkJ10e pabodyee MecTo:

C YCTaHOBJICHHBIM IPOTPAaMMHBIM OOECHeUeHHEeM: OIEpalMOHHAs CHCTEMa, AHTHUBUPYCHAS
nmporpamMma, TEKCTOBBIN, TaOnuunbldi pemaktop, CYBJl, mporpamma nmis co3gaHusi Tpe3eHTAIUH,
[lepconanbHblii MH(GOPMAIMOHHBIN MeHemKep ¢ (QyHKIUSAMH MOYTOBOro kiaueHra u Groupware,
apXUBaTOPBI, IPOrpaMMbl CKAHUPOBAHMSI, KOHBEPTUPOBaHUA (PailyioB, C JOCTYNOM B IJ100aJIbHYIO CETh
UHTEpHET, B JIOKAJIbHYIO CETh yUeOHOT0 3aBEJCHHs, B CIIPABOYHO-IIPABOBYIO CHCTEMY M 3JIEKTPOHHO-
OMOJIMOTEYHYIO CHCTEMY;

MYJbTUMENIHOE 000pyI0BaHHE: IPOEKTOP, MHTEPAKTHBHAS JOCKA;

MIPUHTEP, CKaHEP, KOMMUPOBAJIbHBIN anmnapat uin MOY

3.2. UnpopmannonHoe odecriedeHre peaau3anun NporpaMmmbl

Jlnis peanuzanuy mporpamMmbl OMOIMOTEYHBIH (OHI 00pa30BaTEIHLHONW OpPraHHU3AIMH JOJKECH
MMETh TIeYaTHble W/MIU DJEKTPOHHbIE O0pa3oBareibHble U HH(POPMAIMOHHBIE PECypChl, JUIs
WCTIONIb30BaHUs B oOpasoBarenbHOM Tporiecce. [lpum  dopmupoBanuu Oubnuoreunoro Qouaa
00pa3zoBaTenbHON OpraHW3alKeil BRIOUpAeTCs HE MEHee OJHOTO HM3JaHUs W3 MEPEUUCICHHBIX HUKE
MeYATHBIX U3JaHUH U (WJIH) DJIEKTPOHHBIX M3JaHU B KA4eCTBE OCHOBHOTO, IIPH ATOM CITHCOK, MOXET
OBITH JOIIOJTHEH HOBBIMU U3aHUAMMU.

3.2.1. OcHOBHBIE NeYaTHBbIE U3TAHUS

1. T'aBpunoB M. B., KnumoB B. A. MndopmaTrka u nHPOPMALIMOHHBIE TEXHOIOTUU. Y YEOHUK
UIsi cpeaHero npodeccuoHanbHOro obpaszoBanus / M. B. TI'aBpunos, B. A. KimumoB. — 4-¢ u3n.,
nepepab. u gon. — MockBa: WznarensctBo lOpaiir, 2022. — 383 c¢. — (IIpodeccuonansHoe
obpazoanmne). — ISBN 978-5-534-03051-8. — Tekct: anexrponnsiit / IBC IOpaiit [caiiT]. — URL:
https://urait.ru/bcode/469424

3. Kympusuaos JI. B. Muadopmanronnoe obecreueHrne mpoecCHOHATBHON ACSATEIHHOCTHU:
y4eOHHUK U MPAKTUKYM JUIsSl CPEIHEro NpodeccnoHanbHOro oopa3oBanus/ YUeOHUK U NPAKTUKYM IS
cpennero npodeccuonaabHoro oopaszoBanus / [{. B. KynpusinoB. — Mocksa: U3narensctBo FOpaiit,
2022. — 255 ¢. — (IIpodeccuonanshoe obpazoBanue). — ISBN 978-5-534-00973-6. — Tekcr:
anextponssi // DbC ¥Opaiit [caiit]. — URL: https://urait.ru/bcode/470353

4. IInotnukoBa, H. I'. Mudopmatnka u mHPOpMaLMOHHO-KOMMYHUKALIMOHHBIE TEXHOJIOTUU
(UKT) : yuebnoe nmocodme / H. I'. [InoraukoBa. — Mocksa: PUOP: UH®PA-M, 2022. — 124 ¢. —
(Cpennee mpodeccuonanbuoe obpazoBanue). - ISBN 978-5-369-01308-3. - TekcT: 31eKTpOHHBIN//
OBC Znanium [caiit]. - URL: https://znanium.com/catalog/product/1229451 (mata oOpamenus:
04.08.2022). — Pexum nocTymna: o HOAMHUCKE.

5. Tpodumos B. B. Unadopmatuka B 2 1. Tom 1: YueOHuUK a1 cpenHero mpoecCuoHaAIBHOTO
obpaszoBanus / B. B. Tpopumos. — 3-e uzn., nepepad. u gon. — Mocksa: U3narensctBo HOpaiir,
2022. — 553 c. — (IIpodeccuonanpHoe obpazoBanmue). — ISBN 978-5-534-02518-7. — Texkcr:
anekTpoHHbIH // OBC FOpaiir [caiit]. — URL: https://urait.ru/bcode/471120

6. ®enoroBa, E. JI. VlHpopManuoHHbIE TEXHOJOTHU B NPOPECCHOHATBHON JESTENbHOCTH:
yuebHoe nocodue / E.JI. degoroBa. — MockBa: ®POPYM: UHOPA-M, 2022. — 367 c. — (Cpennee
npodeccuoHanbHoe obpazoBanue). - ISBN 978-5-8199-0752-8. - Tekcr: snektponusiii // 3BC
Znanium [caiit]. - URL: https://znanium.com/catalog/product/1786345 (mata oOparieHus:
04.08.2022). — PesxuM gocTtymna: 1o MOoJIHICKe.

3.2.2. OcHOBHBIE 3JIEKTPOHHbIE U3IAHUSA
1. KynpusroB JI. B. MupopmanmonHoe obecriedeHne NpopecCHOHANBHON IeSTeNbHOCTH:



y4eOHUK M MPAKTUKYM UIsI CPeTHEro MpoheCCHOHATBLHOTO 00pa3oBaHus/ YUeOHHUK U MPAKTUKYM JUIS
cpennero npodeccuonanbHoro oopaszoBanus / [{. B. KynpusnoB. — Mocksa: U3narensctBo FOpaiit,
2022. — 255 c¢. — (IIpodeccuonanshnoe obpazoBanue). — ISBN 978-5-534-00973-6. — Tekcr:
anextponubl // DBC FOpaiit [caiit]. — URL: https://urait.ru/bcode/470353

2. IInotnukosa, H. I'. MudopmaTika u mHPOpMALMOHHO-KOMMYHUKALIMOHHBIE TEXHOJIOTUU
(UKT) : yuebnoe mocodbme / H. I'. [InoraukoBa. — MockBa: PUOP: UH®PA-M, 2022. — 124 ¢. —
(Cpennee mpodeccuonanbuoe obpazoBanue). - ISBN 978-5-369-01308-3. - TekcT: 31eKTpOHHBIN//
OBC Znanium [caiit]. - URL: https://znanium.com/catalog/product/1229451 (mata oOpamenus:
04.08.2022). — PesxuM goctyna: 1o NOAIHUCKE.

3. Tpodumon B. B. Undopmatuka B 2 1. Tom 1: YueOHUK a1 cpenHero mpodecCuOHAITBHOTO
obpaszoBanus / B. B. Tpopumos. — 3-e uzn., nepepad. u gon. — Mocksa: U3narensctBo HOpaiir,
2022. — 553 c. — (IIpodeccuonanpHoe obpazoBanue). — ISBN 978-5-534-02518-7. — Texkcr:
anekTpoHHbli // OBC FOpaiir [caiit]. — URL: https://urait.ru/bcode/471120

4. ®enorona, E. JI. MudopmaimoHHbie TEXHOJIOTHU B TPO(ECCHOHATBLHON NeATEILHOCTH:
yuebnoe nocobue / EJI. ®enoroBa. — Mocksa: ®DOPYM: UHOPA-M, 2022. — 367 c. — (Cpennee
npodeccuoHanbHoe oOpa3oBanue). - ISBN 978-5-8199-0752-8. - Tekcr: snektponHbiii // 3BC
Znanium [caiit]. - URL: https://znanium.com/catalog/product/1786345 (mata oOparieHus:
04.08.2022). — PexxuM gocTytia: 1o MOJIIMUCKE.

3.2.3. JlonoJTHUTEIbHbIE HCTOYHUKH

1. AnekceeB A.Il. COoopuuk nabopatopHbIX pabor mo aucummuimHe «MHpopmatuka», 4acTsh 2:
VYuebHoe mnocobue. YueOHoe mocobue mo auciuminae «HopMaTHka», s CTyACHTOB IMEPBOTO Kypca
crerranbHOcTed 10.03.01 m 10.05.02 VduebHoe mocobume mo muctmiuinae «HMubopMmarukay, I CTyJACHTOB
nepBoro kypca cnenuanbHocteit 10.03.01 u 10.05.02 / AnekceeB A.Il. - Mocksa: COJIOH-IIp., 2017. - 256 c.:
ISBN  978-5-91359-220-0. -  Tekctr:  »snekrponnsiit/ ObC  Znanium  [caiitr]. -  URL:
https://znanium.com/catalog/product/881455. — Pexum mocTyma: 1mo moIImicKe.

2. Bensiesa. T.M. MaremaTuka u uHpopmaTrka: yueOHUK u npaktiukyM aist CI1O / T. M. bensesa
[u nmp.]; moxm penmakumedt B. JI. OnpkuHa. YUYeOHMK W TNPAKTUKYM JUIS CPEAHET0 NPOQGECCHOHAIBLHOTO
oOpazoBanus / T. M. bensiea [u ap.]; nox penaxmueii B. /. Onpkunra. — 2- u3z., nepepad. u gon. — Mocksa:
WznatensctBo HOpaiit, 2022. — 402 ¢. — (IIpodeccuonansHoe oopazoBanue). — ISBN 978-5-534-10683-1. —
Texct: anextponnstii / DBC FOpaiir [caiit]. — URL: https://urait.ru/bcode/469943

3. Kenposa I'.E. [u ap.] UndopmaTika st ryMaHUTapueB: YIEOHUK U MPAKTUKYM JJISi CPEIHETO
npodeccuonansHOTo 0bpazosanus. [lox pemakmueit I'. E. Kenposoit. — Mocksa: U3marenscTBo HOpaiit, 2022.
— 439 c. — (IIpodeccuonanbuoe obpazoBanue). — ISBN 978-5-534-10244-4. — Tekcr: anekTponHsiii // ObC
IOpaiit [caiit]. — URL: https://urait.ru/bcode/475550

4, Hosoxwos O.I1. Madopmarnka B 2 4. Yacte 1: yuebnuk mrs CIIO / O. II. HoBoxwumos.
VY4eOHuK 1115t cpeiHero npodeccuonanbHoro oopazoanus / O. I1. HoBoxxunos. — 3-e u3n., nepepad. u 1om. —
Mockga: U3znarensctBo FOpaiit, 2022. — 320 c¢. — (IIpodeccuonansuoe odpasopanue). — [SBN 978-5-534-
06372-1. — Texct: snexrponnslii / DBC FOpaiir [caiit]. — URL: https://urait.ru/bcode/474161

5. [ToioB A.M. NH(opmaTuka u MmaremaTuka: yueOHuK u npaktukym st CI1O / A. M. Tlomnos, B.
H. Cornukos, E. . Haraesa, M. A. 3aiiues; noa pen. A. M. [lonmoBa Y4eOHUK W MPAKTHKYM JUIsl CPEIHETO
npodeccuonanpHoro obpazoBanust / A. M. Ilomos, B. H. Cornukos, E. . Haraesa, M. A. 3aiines; nox
penaknueir A. M. IlommoBa. — 4-¢ u3m., mepepad. u gorm. — Mocksa : U3matensctBo FOpaiit, 2022. — 484 ¢. —
(ITpodeccuonansroe obpaszosanue). — ISBN 978-5-534-08207-4. — Tekct: anexkrponusii / ObC HOpaiit
[catiT]. — URL.: https://urait.ru/bcode/469437

6. CogetoB b.51. MHbopmariioHHbIe TEXHOJOTHH: YYEOHHK IS CpemHEro mpodecCHOHaTBFHOTO
oOpaszopanus / b. . Coseros, B. B. llexanosckuii. — 7-¢ u3., nepepad. u jgomn. — Mocksa: M3aarenbcTBo
Opaiir, 2022. — 327 c. — (IIpodeccuonansHoe oOpazoBanue). — ISBN 978-5-534-06399-8. — Tekcr:
anekrponHslii // OBC FOpaiir [caiit]. — URL: https://urait.ru/bcode/469425

7. Tpodumor B.B. UudopmariioHHbIe TEXHOIOTHH B YKOHOMHUKE W yIpaBiieHnd B 2 4. Yacts 1:
yueonuk st CIIO / B. B. Tpodumor [u np.]; mox pen. B. B. Tpodumosa. YueOHuK a1 CpemaHero
npodeccuonansHoro oopasosanust / B. B. Tpodumos [u ap.] ; mon penakuueit B. B. Tpodpumosa. — 3-e uzn.,
riepepad. n qom. — Mocksa: M3garenscTBo HOpatit, 2022. — 269 c. — (IIpodeccronanpHOe 00pa3oBaHme). —



ISBN  978-5-534-09137-3. —  Tekcr: oanekrponubii  // OBC  IOpaiir  [caiit]. —  URL:
https://urait.ru/bcode/475059

8. CnpaBouno-tipaBoBasi  cucrema «Koucymerant Ilmocy. Odwummaneneii  cahit  CIIC
«KoHcynbTaHT mwirocy [Dnekrponnsiii pecype] . URL: http://www.consultant.ru/

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

10. CnpaBouHo-mnipaBoBas cucteMa «Koncopuuym Koaekey» [Dnektponnsliii pecype] . URL: Koaekc
- [Ipodeccrnonansusie cipaBounble cucteMsl - Konmeke (kodeks.ru)

11. OduuuaneHplii  caiT mporpamMmsel ajis  pacmo3HaBaHusi Tekcta ABBYY  FineReader.
Oduuuaneueiii  caiit kopnopauuu Adobe. [Onexkrponssiii pecypc] URL: https://www.abbyy.com/ru-
ru/Finereader/

12. Odunnaneueiii cadt Microsoft Office. CripaBka. Odunmansabiii caldT Microsoft [ DnexTpoHHBIH
pecypc] . URL: https://support.office.com/

13. Odwummaneuenii caiit xkommanun Google. CrnpaBka Google. [Onexrponnsiii pecypc] URL:
https://support.google.com

14. Oduuunansueiii cadT Auaexc-auck [Onexkrponnsiii pecypc] URL: Anaexc.[uck (yandex.ru).

15. Odurmmaneaseiii caitt O6nako meiin. [DnexTponubil pecypc] URL: Obnako Mail.ru

16. Cucrema oHnaitH-OpoHupoBanus oteneit «bykuar».  OdunmaneHbiii  calit  Booking.com

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

17. Cepsuc cpaBHeHus 1eH Ha otenu « TpuBaro»  Odunuanbueiii caldT Trivago. [DIeKTpOHHBIN
pecype] URL: https://www.trivago.ru/

18. CepBuc OpoHUpPOBaHUS OTENICH «XOTEJICH Odunmaneueiii  caiit  Hotels [DaekTpoHHBII
pecypc] URL: https://ru.hotels.com/

19. Cucrema cpaBHeHHS 1ieH Ha otenn «Pymrypy» Odunmanbaenii cailt Roomguru [DnexTpoHHBIH
pecypc] URL: https://www.roomguru.ru/Hotels/Search

20. Cepsuc cpaBHeHus LieH Ha oTen «XoTteuryk» Odunuansueiii caidt Hotellook [DnexTpoHHbIit
pecypc] URL: https://hotellook.ru/

21. OAO «PXy». Obunmansuenii caidt [InexTponnsit pecypc] URL: ITaccaxkupam (rzd.ru)

22. Cucrema morcka aBuaOMIeToB OHIaiiH «buneTs! miroc» OpuunuansHbIR caiit Biletyplus
[Onexrponnslii pecypc] URL: http://biletyplus.ru/

23. Cucrema 3aKasa JKeJIe3HOAOPOKHBIX OmiIeToB oHmaiH Odurmanbablil caliT Tutu [DaeKTpoHHbTI
pecypc] URL: https://www.tutu.ru

24. l'azera «Mupopmarukay mzpatenbckoro goma «llepBoe ceHTAOps» [DneKTpoHHBIA pecypc].
URL: https://inf.1september.ru

25. Kypuan «udopmarrka u obpazosanue» [Dnekrponnsiii pecype]. URL: http://infojournal.ru


https://urait.ru/bcode/475059

4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHMUSI
YYEBHOU JUCHUTIJIMHBI

PesynbTaThl 00y4yeHus

Kpurepun ouenku

MeToanl oieHKH

IlepeyeHb 3HAHUIA, 0CBAUBaeMbIX B PaMKa

X JUCIIUMIIJIMHBI

aKTyaJbHbIN MPO(heCcCHOHANBHBINA U
COLIMAJIbHBIA KOHTEKCT, B KOTOPOM
MIPUXOAUTCS PabOTaTh U KUTh;,

OCHOBHBIE HCTOYHUKU MH(OpMALIUU U
pecypchl Ui peleHus 3aja4d 1 npoodJieM B
po¢eCCHOHATBPHOM HU/HIIA COITUATBHOM
KOHTEKCTE;

AJITOPUTMBI BBITIOJTHEHUS padoT B
poeCCUOHATTBHON M CMEXHBIX 00JIaCTSIX;
MeTObI pabOThI B IPO()ECCHOHATILHON 1
CMEXHBIX chepax;

CTPYKTYpYy IUIaHa JIJIsl pelIeHus 3a/1a4;
MOPSAIOK OLIEHKH PE3YJIbTaTOB PELICHMUS
3a/1a4 Npo(eccuOHANbHOM 1eATeIbHOCTH;
Homenxknarypa nnhopMannoHHbIX
HMCTOYHUKOB, IPUMEHSEMBIX B
npodeccroHaNbHOM 1eATeTbHOCTH;
MIPUEMBI CTPYKTYPUPOBAHUS WH()OPMAIINN;
¢dbopmat oopmiteHUs: pe3yTbTATOB MOKCKA
nH(popMalii, COBpEMEHHbBIE CPEJICTBA U
yCTpoiicTBa HH(OPMATHU3AIINH;

MOPSAIOK UX TPUMEHEHUS U IPOTrpaMMHOE
obecrieyeHre B Mpo(eccuoHaNbHOM
JESITEIbBHOCTH B TOM UYHUCJIE C
WCIOJIb30BaHUEM LIU(POBBIX CPECTB;
HOPMAaTHUBHBIE MPAaBOBbIE aKThl Poccuiickon
®eneparun B chepe HHPOPMALMOHHBIX U
KOMMYHHKAITMOHHBIX TEXHOJIOTHIA,
HOpPMAaTHUBHBIE ITPABOBBIE aKThI Poccuiickon
®depnepannu B chepe MHPOPMAITMOHHOMN
0e30IMacHOCTH;

TpeOOBaHUS OXPaHbI TPY/Ia;
MHTEPHET-PECYPCHI ISl OCYILIECTBICHUS
TPEBEJ-NOIEPKKHU AETOBBIX MOE3/10K;
METO]Ibl 00Pa0OTKH U 3alTUTHI
nH(pOpMalIUU C TPUMEHEHUEM CPECTB
MH(OPMALIMOHHBIX U KOMMYHHKAITMOHHBIX
TEXHOJIOTHI;

COBpPEMEHHbIE HHPOPMALIMOHHBIE U
KOMMYHHUKAIIUOHHbIE TEXHOJIOTUH,
IpUMeHsieMble B paboTe ¢ TOKYMEHTaMHU.

«OTIUYHOY - TEOPETUUYECKOE
coJiepKaHne Kypca OCBOSHO
MOJIHOCTBIO, 0€3 MPoOeoB,
yMeHus chopMUpOBaHBI, BCE
MPeIyCMOTPEHHBIE
MporpaMMoOl yueOHbIe
3a/laHus BHITIOJTHEHBI,
Ka4eCTBO MX BBITIOJTHCHUS
OIICHEHO BBICOKO.
«XO0PpOoII0» - TEOPETUUECKOE
coJiepKaHue Kypca OCBOCHO
MOJTHOCTBIO, 06€3 Tpo0eIoB,
HEKOTOPBIC YMEHUS
chopMUpOBaHBI
HEJI0CTaTOYHO, BCE
MIPEyCMOTPEHHBIC
porpamMmoin yueOHbIe
3aJIaHUs BHITIOJTHCHBI,
HEKOTOPbIEC BUbI 3aJaHUI
BBITIOJTHEHBI C ONITHOKAMH.
«Y IOBJIETBOPUTEIHHOY -
TEOPETUIECKOE COJICPIKaHNE
Kypca OCBOCHO YaCTUYHO, HO
poOeIbl HE HOCAT
CYILIECTBEHHOTO XapakKTepa,
HEOOXOIMMBIE YMEHUS
paboThI C OCBOGHHBIM
MaTepHaJIOM B OCHOBHOM
c(OpMHPOBAHBI,
OOJIBIITUHCTBO
MIPETyCMOTPEHHBIX
porpaMMoi 00y4IeHHS
y4eOHBIX 3aJaHUI
BBITIOJTHCHO, HEKOTOPBIC U3
BBITIOJTHEHHBIX 3a/IaHUH
COJIepXKaT OIINOKH.
«HeynoBneTBOpUTENBHOY -
TEOPETUIECKOE COJICPIKAHNE
Kypca He OCBOEHO,
HEOOXOIUMBIC YMEHHUSI HE
c(OpMHPOBAHBI,
BBITIOJTHCHHBIE YUCOHBIE
3a/laHusl CoJIepKaT rpyobie

OLINOKH.

Kaxumu npouenypamu
IIPOU3BOJUTCS OLIEHKA:
VYceTHBI o1poc
TecToBbIl KOHTPOJIb

IlepeueHb YMeHHI, 0CBAMBAaeMbIX B pAMKAaX JHCIHILTHHBI




pacro3HaBaTh 3aJa4y W/WiH mpodiemMy B
npodeccnoHaTbHOM W/UITU COLUATbHOM
KOHTEKCTE;

aHAIM3UPOBATH 3a7a4y W/ UIU NpodiemMy u
BBIJICIIATH €€ COCTaBHBIC YaCTH;
OTIpECIISATh ATAIbI PEUICHHS 33/1a4U;
BBISIBJIAT ¥ () ()EKTUBHO UCKATh
nH(popMaIno, HEOOXOIUMYIO JTSI PEIICHUS
3aJa4u W/UIU IPOOJIEMBI;

COCTaBIISITh TJIaH JACHCTBUS;

OTIpeNIeNIATh HEOOXOIUMBIE PECYPCHI;
BIIaJIETh aKTyaJIbHBIMU METOAaMH paboThI B
npoeCCUOHATBFHON M CMEXHBIX cepax;
pealn30BbIBATh COCTABJICHHBIN TJIaH;
OLIEHUBATh PE3YJIbTAT U MOCIECICTBUL
CBOUX JICUCTBHH (CAaMOCTOSTEIHHO HIIH C
TTOMOIITBI0 HACTAaBHUKA);

OTIpEeACIIATh 3aJ]a4 I MTOUCKa
nHpOpMaINH;

OTpeAessaTh He0OXOUMbIE UCTOUYHUKHU
nHpOpMaIINH;

IUTAaHUPOBATh MPOIIECC MOKUCKA;
CTPYKTYPHUPOBATH MOIy4aEMYIO
nH(popMaIuio;

BBIIENIATh HanOoJiee 3HaYMMOE B IEpeyHe
nHpopManuu;

OLIEHUBATh MPAKTUYECKYIO 3HAUUMOCTh
Pe3yNIbTaTOB MOUCKA;

0(OpPMIIATH pe3yIbTAThI TOUCKA,
MPUMEHSITh CPEeACTBA HH()OPMALIMOHHBIX
TEXHOJIOTUH JUI peLICHUS
npo¢eCCHOHANBHBIX 3a]1aY;

HCIOJIb30BAaTh COBPEMEHHOE IPOTPAMMHOE
o0OecrieueHue;

MCIOJIb30BATh Pa3INUHbIE IIU(PPOBBIE
CpeICTBa ISl pEIICHUS
npoeCCUOHATBHBIX 33/1a4;

WCTIOJIB30BaTh CPEACTBA MHPOPMAITMOHHBIX
Y KOMMYHHKAITHOHHBIX TEXHOJIOTUH IS
TIOJTyYSHHS U TIepeiau HHPOPMAIINH;
BECTH U UCIIOJIb30BaTh B paboTe a3y
KOHTAKTOB OpTraHU3aIHH;

YCTaHABIIMBATh U TOICPKUBATH
KOMMYHUKAITH B TIPOIIECCE JET0BOTO
OOIIIEHUS C TOMOILBIO CPEZCTB
MH()OPMAMOHHBIX H KOMMYHHKAITHOHHBIX
TEXHOJIOTHII;

o0ecnieunBaTh HHHOPMALIMOHHYIO
0€30MacHOCTb JIeSITeIbHOCTH OpraHn3aluH;
MIPUMEHSITH B paboTe cpeicTBa
MH(OPMALIMOHHBIX U KOMMYHHKAITMOHHBIX
TEXHOJIOTHII;

BBIOMpATh (OPMBI IITAHUPOBAHUSL U

«OTIMYHOY - TEOPETUUYECKOE
coJiep;KaHue Kypca OCBOEHO
MOJIHOCTBIO, 0€3 MPoOeIoB,
yMeHHs cOPMUPOBAHBIL, BCE
MPEeTyCMOTPCHHBIE
porpaMMmoil yueOHble
3a/1aHusl BHITIOJTHCHBI,
KayeCTBO WX BBITIOJIHEHUS
OIICHEHO BBICOKO.
«XO0PpOoI1I0» - TEOPETUUECKOE
coJIepKaHue Kypca OCBOCHO
MOJTHOCTBIO, 06€3 TpoOeIoB,
HEKOTOpBIC YMEHHUS
chopMHUPOBaHBI
HEJI0CTaTOYHO, BCE
Mpe1yCMOTPEHHbIE
porpamMmoin yueOHbIe
3a/1aHusl BHIMIOJIHEHBI,
HEKOTOPbIEC BUbI 3aJaHUI
BBITIOJIHEHBI C OLIMOKaMH.
«Y IOBIIETBOPUTEIILHO) -
TEOPETUUECKOE COJIepIKaHne
Kypca OCBOCHO YaCTUYHO, HO
poOeIbl HE HOCAT
CYIIIECTBEHHOTO XapakKTepa,
HEOOXOAMMBIC YMEHUS
paboThI C OCBOCHHBIM
MaTepHaJoM B OCHOBHOM
c(OpMHPOBAHBI,
OO0JIBIIMHCTBO
MIPETyCMOTPEHHBIX
porpaMMoi 00y4eHUS
y4eOHBIX 3aJaHUI
BBITIOJTHCHO, HEKOTOPBIC U3
BBITIOJTHEHHBIX 3a/IaHUH
COJIepXKaT OINOKH.
«HeynoBneTBOpUTENBHOY -
TEOPETUIECKOE COJICPIKaHNE
Kypca He OCBOEHO,
HEOOXOMMBIC YMEHHUSI HE
c(OpMHPOBAHBI,
BBHITIOJTHEHHBIC YUeOHBIE
3a/laHusl CoJIepKaT rpyobie
OIITNOKH.

OrueHka pe3yJibTaToB
BBITIOJTHEHUSI
MPAKTUYECKON pabOThI
DKCIEePTHOE
HaOJI0ICHUE 32 XOJJ0M
BBITMIOJTHEHHUSI
MPAaKTUYECKON pabOThI
[IpomesxyTouHas
aTTecTanus




o(opMIIATH TUTAHUPOBIIMK (OpraHaiizep)
PYKOBOJIUTEISI U CEKPETAPS;
OCYILECTBIISATH TPEBEI-TIOAEPIKKY
JIETIOBBIX MOE3/I0K;

WCIOJIB30BATh CPEACTBA MHPOPMAITUOHHBIX
Y KOMMYHHKAIIMOHHBIX TEXHOJIOTHIA IS
o0ecreyeHns B3auMOJICHCTBHSA C
PYKOBOJIUTENIEM BO BPEMsI €T0 JIEJIIOBOM
MOE3/IKH;

OCYIIECTBIISATH cOOp, 00pabOTKy
nHpOpMAIIUHY, CUCTEMATU3AITUIO
MOJTy4aeMbIX U MepelaBaeMbIX JaHHBIX;
CKaHHUPOBaTh, KOTUPOBATH U
KOHBEPTHUPOBATh JJOKYMEHTHI B Pa3JINYHbIC
(hopMaTEL.







