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1. OBIIIASI XAPAKTEPUCTHUKA PABOYEMN ITPOT'PAMMBI
IMPOPECCHUOHAJIBHOI'O MOAYJIA

«IIM.04 OPTAHM3ALINA TEXHOJIOTUYECKOI'O COITPOBOXAEHMA
JEATEJIBHOCTHU BUBJIMOTEK»

1.1. Heapb u MmecTo npodecCHOHAIBLHOI0 MOYJISl B CTPYKTYpe 00pa3oBaTe/ibHOM
NPOrpaMmbIl

enp Mmomynsi: ocBoeHue BUsa aearesibHOCTH «11M.04 Opranuzanusi TEXHOJIOTHYECKOTO
COTIPOBOXACHUS JEATEIHHOCTH OUOIHOTEK.

[IpodeccuonanbHpIi MOAYJIhL  BKJIIOYEH B O0S3aTENbHYIO 4YacTh  0Opa30BaTeIbHOU
MPOrpPaMMBl.

1.2. Pe3yabTaThl 0cBOeHHS NPOGeCCHOHATBHOI0 MOAYJIA
Pe3ynbrathl OCBOEHMS NPO(PECCHOHATBHOTO MOJIYJS COOTBETCTBYIOT —pe3yjbTaTaM
OCBOEHUS 00pa30BaTEIbHON POTrPAMMBI.
B pe3ynbraTe ocBoeHUs MpodecCHOHAIBHOTO MOLYJIsl 00YYarOIIUICS TOIKEH:

Koa OK, YMmers 3HaTL Baanerr HaBLIKaAMHU
MK
DK 01 pacro3HaBaTh 3aauy W/WIK  AKTyaJIbHBIN -
npobiemMy B MpoeCCUOHAIBHBIN 1
npodecCHOHaTFHOM H/UITN COIMAIbHBIA KOHTEKCT, B
COLIMATIbHOM KOHTEKCTE, KOTOPOM MPHUXOAUTCS

AHAJIU3UPOBATH U BBIACIIATH paGOTaTB U KUThb,
€€ COCTaBHBIC YaCTH;

(@]

TPYKTYpY IUIaHa JJIs
QMpEeaeNsaTh ATabl PEIICHUS]  PEIICHUs 3aa4, alTOPUTMBI

3a[]a4M, COCTABIIATH IUIaH BBINOJIHEHMSI padoT B
JICHCTBUs, pEaIn30BbIBAaTh ripodeccuoHaIbHON U

COCTaBJICHHBIN IUIAH, CMEXKHBIX 00J1aCTAX;
OmpeaensiTh He0OXOANMbIE

QCHOBHBIC HCTOYHUKHU

PeCYpCrL, nH(}OpMAIUU U PECYPCHI
BBISIBIISATH M 3 (HEKTUBHO JUIS PEeUIeHUs 33134 1/ UIH

HCKaTh HHGOPMAITHIO, mpo0JjemM B

HEOOXOIMMYIO JUI peuleHus: poQecCuOHaTbHOM H/WIH

3aJa4uM U/Uiau mpoOIeMbl; COLIMAJIbHOM KOHTEKCTE;

BJIaZICTh aKTyaJIbHbIMUA [CTOAbIL paGOTLI B
MeTOJaMH pabOTHI B podeccrnoHaNbHON U
npodeccuoHaIbHON 1 CMEXHBIX chepax;
CMEXHBIX chepax;

= =2

=

OPSIJIOK OIEHKH

OLIEHUBATh PE3YJbTaT U pPE3yJIbTaTOB PELICHUS
MOCIIEACTBHSI CBOUX 3aja4 npodeccruoHalbHOM
JeHCTBUH (CaMOCTOSTEIILHO JIESITEIIbHOCTH
WIH C TIOMOIIbIO
HACTaBHUKA)
DK 02 QUPEACIISITh 3aa4n IS HOMEHKJIATypy -
NoucKa HHPOpMaLIUH, UH()OPMAITMOHHBIX
TUTAHUPOBATH MPOLIECC HWCTOYHHUKOB, IPUMEHSIEMBIX B
MIOWCKA, BBIOMPATh npodeccuoHaIbHON
HeoOX0uMble UCTOYHUKHU JIeSITeTbHOCTH;
uH(popMaImy;

=

pPHEMBI CTPYKTYPUPOBAHUS




BBLIEIATh Hanbosee
3HaYUMOE B IEPEUHE
nHbopMaInH,
CTPYKTYpHUPOBAThH
MoJTy4aeMyro HHPOPMAIIHIO,
oQOpMIIATH pe3yIbTaThl
TIOUCKA;

OLICHUBATh IIPAKTUYECKYIO
3HAYUMOCTb PE3yJIbTATOB
IIONCKA;

MIPUMEHSTH CPEJICTBA
MHGOPMAIIMOHHBIX
TEXHOJIOTHI JIJIs1 PEIICHUS
npodeccuoHaIbHBIX 3a7a4;

UCTIOJIB30BaTh COBPEMEHHOE
porpaMMHOE oOecrieueHIe B
npodeccrnoHaTbHOM
JACATCIIbHOCTH,

UCTIOJIB30BaTh Pa3INUHbIC
1 poBbBIE CPEACTBA IS
pereHus
npodeCCUOHATBHBIX 331a4

nHbOpMaINK;

dopmar odopmieHus
PE3yJIBTaTOB MTONUCKA
uH(popMaIuy;

COBpPEMEHHBIE CPEJICTBA U
YCTpOKCTBA
UHPOPMATU3AIIH, TTOPSIIOK
HUX IPUMCHCHUSA U
nporpaMMHoe oOecrieyeHue
B IIpo(hecCuoHaIbHOM
JeSITeIbHOCTH, B TOM YHUCIIe
nrudpoBbIe cpencTBa

OK 04 OpraHU30BBIBATH PadbOTy MICUXOJOTUYECKUE OCHOBBI
KOJUIEKTUBA U KOMaH/IbL; JIeATEIbHOCTH KOJUJIEKTHUBA;
B3aUMO/ICHCTBOBATH C MICUXOJIOTUYECKHE
KOJIJIEraMH, PYKOBOZCTBOM, 0COOCHHOCTH JINYHOCTU
KJIMEHTAMHU B XOJI€
npodeccrnoHaTbHOM
JIeSITEIIBHOCTH

OK 05 IPaMOTHO U3JaraTb CBOM npaBuiIa 0POpPMIICHHS
MBICITH ¥ 0OPMIISATH JIOKYMEHTOB;

JIOKYMEHTBI 110
. MpaBujIa NOCTPOCHUS
npodeccrnoHaTbHOM ..
YCTHBIX COOOIIICHUI;
TEMaTHUKe Ha
rOCyZJapCTBEHHOM S3BIKE; 0COOEHHOCTH COLIMAJIbBHOT'O
U KyJIbTYpPHOTO KOHTEKCTa
MIPOSIBJISITH TOJIEPAHTHOCTH B
pabodemM KOJUIEKTHUBE
OK 06 MPOSIBIISITh TPAKIAHCKO- CYIIHOCTh TPAKIAHCKO-

NaTpUOTUYCCKYIO TTO3UIUIO;

JIEMOHCTPUPOBATh
OCO3HAHHOE TOBEJICHUE;

OIIMChIBATH 3HAYUMOCTH
CBOEH CIIEIHAIbHOCTH;

MIPUMEHSTH CTaHIAPThI
AHTUKOPPYILIMOHHOIO
MOBECHMUS,

MaTPUOTUYECKON MO3ULIUU
TPaUIIMOHHBIX
0011IeYeI0BEYECKUX
IICHHOCTEH, B TOM YHCJIIE C
Y4€TOM rapMOHM3ALUU
MEXKHAIIMOHAILHBIX U
MEXPETUTHUO3HBIX
OTHOIIICHUH;

3HAYUMOCTb




npodeccnoHaTbHOM
ACATCIIBHOCTH 110
CTEIUATIbHOCTH;

CTaHJAPTHI
AQHTUKOPPYNLIHOHHOTO
MOBE/ICHUS U TIOCIIE/ICTBUS
€ro HapyILIEHUS;

IIK 4.1.

JIeNaTh BHIOOP TEXHUUECKUX
Y TIPOTPaMMHBIX CPE/ICTB U
MH()OPMAITMOHHBIX
TEXHOJIOTUI1 B COOTBETCTBUU
C pelacMbIMH 3a/1a4aMHu;

UCIIOJIb30BATh TEXHUYECKHUE
Cpe/CTBa Pa3IHYHOTO
Ha3HAYCHUS B
npodeCCHOHATBEHON
JIeATETTbHOCTH;

HCIIONIB30BATh TEXHOJIOIUHU
paboThI ¢ TUGPOBBIM
KOHTEHTOM OMOIHNOTEKHU

OCHOBBI I'OCYJapCTBEHHOMN
TIOJINTUKH B chepe
KyJIbTYpPbl, HAYKH U
obOpa3oBaHus;

HOPMATHUBHO-TIPABOBHIC
aKThI 10 OMOJINOTEUHO-
UH()OPMAIIMOHHON
JIeATeITLHOCTH;
UH()OPMAIIMOHHON
0e30IacHOCTH; 3aIlKTE
aBTOPCKOTO TIpaBa u
WHTEJUICKTYJIbHOU
COOCTBEHHOCTH, B T.4. B
ndpoBoii cpene;
MEPCOHATBHBIX TAHHBIX;
MPOTUBOICUCTBUIO
AKCTPEMHUCTCKOU
JIeITEIIbHOCTH; 3alllNTe
JeTel oT uHpopMaIu,
MPUYUHAIOLIEH BPEd UX
3I0POBBIO U PA3BUTHIO;

HOPMBI PO ECCHOHATBHON
OMOIMOTEUHON STUKH U
KOPIIOPAaTUBHOU KYJIBTYPBI;

OCHOBBI
OMOJIMOTEKOBEIECHU,
oubnuorpadoseneHus,
JIOKYMEHTOBE/ICHUS,
unpopmaruku 1 UKT,
3apyOeKHOU 1
OTEYECTBEHHOM
JUTEpaTyphl, UCKYCCTBA,
PYCCKOTO U HHOCTPaHHOTO
A3bIKa, OCHOB MICUXOJIOTHH;

OCHOBbLI 'YMAHUTAPHBIX,
ConuaJIbHbIX, TCXHUYCCKUX
N CCTCCTBCHHBIX HAYK;

OCHOBHBIE TIPHHITHIIBI
paboThI TEXHUYECKOTO
000pyIOBaHUS Pa3INIHBIX
BUJIOB;

UCIIOJIb30BAHUS
TEXHUYECKUX CPECTB
1 MH()OPMAITHOHHBIX
TEXHOJIOTHI TIPU
BBITIOJTHEHUH
TPYIOBOH (YHKITUH;

HCIOJIb30BAHUS
TEXHUYECKUX CPECTB
1 MH()OPMAITOHHBIX
TEXHOJIOTHI TIPU
OpraHu3alu
B3aUMOJICUCTBUS C
MOJIb30BATEISIMU B
TPaJUIIMOHHOM U
JUCTAaHIIMOHHOM
dhopmarax;

UCIIOJIb30BAHUS
poeCCHOHATTEHBIX
OubIMoTEeYHbIC
CUCTEMBI TIPH
BBITTOJTHCHUH
TPYAOBOH (hyHKLINH;

UCIIOJIb30BAHUS
TEXHOJIOTHH PaOOTHI C
I (POBBHIM
KOHTEHTOM
o6ubnuoTeku




OCHOBHBIE€ TEXHUYECKHE
napaMeTpbl TEXHUIECKUX
CPEJICTB, TIO3BOJISIONTIX
CIIeNIaTh BBIBOJ 00 HX
MIPUMEHEHUU IJIs PeIICHUS
3a/1a4u;

MpaBHUJIa TEXHUKH
0e30IMacHOCTH;

CaHUTApPHBIC HOPMbI U
npaBUiia OpraHU3auu
KOMIIBIOTEPHOI0 paboyero
MecTa;

METOJHUKH HUCITIOJIB30BaHUs
TCXHUYCCKUX CPCACTB

IIK 4.2.

JIeNaTh BHIOOP TEXHUIECKUX
U IIPOIPAMMHBIX CPEICTB U
MH(OPMAITMOHHBIX
TEXHOJIOTUH B COOTBETCTBUU
C peIIaecMbIMH 3a/1a4aMHu;

HUCIIOJIB30BAaTh TCXHUYCCKUC
CpeACTBa pa3IMIHOTO
Ha3HaA4YCHUIA B
npodeccrnoHaTbHOM
JACATCIIbHOCTH,

UCIIOJIb30BATh TEXHOJIOTUU
paboThI ¢ TUGPOBBIM
KOHTCHTOM OHOIMOTEKH

OCHOBBI TOCYIapCTBEHHOM
MIOJIUTUKY B cepe
KyJbTYpPbl, HAYKH U
o0OpazoBaHus;

HOPMAaTHBHO-IIPABOBbIE
aKThl IO OUOIMOTEUHO-
nHGOPMAITMOHHON
JeSITeTTHHOCTH,
nHGOPMAITMOHHON
0C30IIaCHOCTH; 3aIlHUTE
aBTOPCKOro IpaBa U
UHTEIJIEKTYJIbHON
COOCTBEHHOCTH, B T.4. B
1 poBo cpene;
MEPCOHAIBHBIX JaHHBIX;
IIPOTUBOJCHUCTBUIO
AKCTPEMHUCTCKOM
NESITEIbHOCTH;, 3alUTe
netel oT uHpOopMaIuy,
MPUYUHAIOLIEH BPEd UX
3JI0POBBIO U PA3BUTHIO;

HOPMBI PO ECCHOHATBHOMN
OMOIMOTEYHOM 3TUKU U
KOPIIOPAaTUBHOU KYJIBTYPBI;

OCHOBBI
OHOIINOTEKOBENEHNS,
oubrorpadoBeneHus,
JIOKYMEHTOBE/ICHUS,
nndopmatuku u UKT,
3apyOeKHON U
OTEYECTBEHHOU
JUTEPATyPhl, UCKYCCTBA,
PYCCKOTO M HHOCTPAHHOTO
SI3bIKA, OCHOB TICXOJIOTHH;

UCIIOJIb30BAHUS
TEXHUYECKUX CPENICTB
1 HHOOPMAITMOHHBIX
TEXHOJIOTUH IIpU
BBIIIOJTHEHUH
TPYyAOBO (hyHKIINH;

HCIIOJIb30BAHNUS
TEXHUUYECKUX CPEACTB
1 “HOOPMAITMOHHBIX
TEXHOJIOTUH IIpU
OpraHu3aIu
B3aUMOJICVCTBUS C
MIOJIB30BATEISIMU B
TPAAUIIMOHHOM U
JUCTaHIIMOHHOM
¢dopmarax;

UCTIOJIb30BAHUS
npo(heCcCHOHATBHBIX
OnOIMOTEYHbIE
CHCTEMBI ITpH
BBITIOJTHEHUH
TPYyAOBO (hyHKIINH;

UCIIOJTb30BAHUS
TEXHOJIOTHH pabOoThI ¢
I (POBBHIM
KOHTEHTOM
O6ubnuoTeKku




OCHOBEI 'YMaHHUTApPHBIX,
ConuaJIbHbBIX, TCXHUYCCKUX
N €CTCCTBCHHBIX HAYK;

OCHOBHBIC ITPUHIUIIBI
paboThl TEXHUYECKOTO
000pyTI0BaHUS PA3TAYHBIX
BUJIOB;

OCHOBHEBIE TEXHUYECKHE
HapaMeTpH TCXHUYCCKUX
CPEJICTB, MO3BOJISFOIINX
clienaTh BBIBOJ 00 X
MIPUMEHEHUH TSl pEIIECHUS
3a71a4H;

HpaBI/IJIa TCXHUKHN
0e30MacHOCTH;

CaHUTapHbIC HOPMBI U
HpaBHIa OpPraHU3aLUH
KOMITBIOTEPHOTO pabovero
MecTa;

MCTOAUKH HMCIIOJIb30BAHUA

TEXHUYCCKHX CPCACTB

2. CTPYKTYPA U COAEP KAHUE ITPO®PECCHOHAJIBHOI'O MOAYJIA

2.1. TpynoeMKOCTb OCBOEHMSI MOIYJIsI

. B 1.4. B popme npakr.

HaumeHoBaHue cOCTaBHBIX YacTeil MOAYJIst O0bem B yacax
NOATOTOBKH

Y4eOHble 3aHATHS 314 229
CamocTosiTenbHast paboTa -
IIpakTHka, B T.4.: 72
yueOHast 36
IIPOU3BOJICTBEHHAS 36
IIpomerxxyTouHas aTTecTanus 16
Bceero 402

2.2. CTpykTypa npo¢ecCuoHAIBHOI0 MOIYJIs
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DK 01
gﬁ 8421 MJIK.04.01 Texnuuyeckue
DK 05 cpercTba 81 |61
DK 06 npoheccnoHaATEHOM IeATEIIBHOCTH
IIK 4.1
IIK 4.2
DK 01
DK 02 MJIK.04.02
DK 04 WuhopmanimoHHbIC TEXHOJIOTUH B
DK 05 npoheCCHOHATEHON 149 104
DK 06 NEATEILHOCTU
IIK 4.1
IIK 4.2
DK 01 MJIK.04.03 52 42
DK 02 ABTOMaTU3UPOBAHHBIE
DK 04 OMOIMOTEYHBIE TEXHOJIOTUN
DK 05
IIK 4.1
[IK 4.2
DK 01 MJIK.04.03 32 22
DK 02 MammMHONKUCh U OCHOBBI
DK 04 JIEJIONPOU3BO/ICTBA
DK 05
DK 06
[IK 4.1
DK 01 VI1.02 Yuebnas npakTuka 36 36
DK 02
DK 04
DK 05
DK 06
MK 4.1.
I[IK 4.2
DK 01 [111.02 ITponsBoacTBeHHAsS 36 36
DK 02 MpaKTHKa (110 TPOPIITIO
DK 04 CTIEITUATEHOCTH )
DK 05
DK 06
MK 4.1.
[IK 4.2
IIppmexyTouHas arrectanus 16
Bcezo: 402 |




2.3. Conep:xanue npodeccHOHAIBLHOTO MOLYJIsI

10

HaumeHnoBanue pa3nesion

Conep:kanue y4e0OHOro MaTepuaJia, JJadopaTopHbie padoThl M MPAKTHYECKHE 3aHATHS,

O0BeM yacoB

npogeccHoHaNBHOIO CaMOCTOsITeIbHAS pa0oTa 00y4aroIUXCs
monayJasi(IIM),
MEKAUCIHIITTHHAPHBIX
KypcoB (MJIK) u Tem

1 2 3
MJIK 04.01. Texnuyeckue cpeAcTBa NPpoecCHOHATBHON AesITeTbHOCTH
Paznen 1. Texumueckue| Coaep:kanue 24
cpeacTBa: oo1as
Kjaccupuranmus
Tema 1. CymHocts ¥u CyIHOCTh U coJiepKaHue JUCIUTLTHHBI « TeXHU4ecKne cpeacTBa NpoecCHOHANBHON NeTeTbHOCTI ! 2
coJiep’kaHue  JAMCLUIUIMHBI, 3a/1a4, TEPMHUHOJIOT U, CBSI3b C APYTUMU IIPEAMETAMH, UCTOPUS PAa3BUTHUS
3aJ1a4¥ U TEPMHUHOJIOTHSI
Tema 2. [Tonsitue TexHurka 6€30MacCHOCTH IPH PadOTE ¢ TEXHUYECKUMHU CPEICTBAMU 2
TEXHUYECKOT'O0 CPECTBA.
Tema 3. Kiaccuduxamms Knaccudukanus TeXHHYECKUX CPEACTB MO Pa3TUYHBIM MpU3HAaKaM. AHAJOrOBbIE, IIU(PPOBBIE 2
TEXHUYECKUX CPEJCTB TEXHUYECKUE CPEJICTBA.
Tema 4.  TexHuueckue TexHuyeckue cpeacTna Ajs paboThl ¢ ayuo0, BUIEO, MyJIbTUMEIUa pecypcamu. TexHuueckue 2
CpelicTBa, HUCIOJIb3yeMbIe B CpEeICTBA, HCIIOJIb3yeMbIe B OMOIMOTEUHO-HH(DOPMAIIMOHHON NESTEIIEHOCTH
OuOIMOTEUHO-
UHPOPMAITIOHHOM
JIeSITEJIbHOCTH
Tema 5. MuxkpoduiasmupoBanns Kak B pernporpaduu. OcodeHHOCTH MUKPO(GHUIBMAPOBAHUS B OMOIHOTEeKaX. 2
MukpoduIbMHUpOBaHUE. Muxkpodumra. Mukpokaptel. Orpenenenue, 0COOSHHOCTH UCIIOIb30BaHMSL.
Tema 6. CpencrBa OmneparuBHas noaurpadus Kak 0JHO U3 HApaBJIeHUH MOIUTrpadUuecKoro Mporu3BoOACTBA. 2
orepaTHUBHON MoJUrpaduu. Omnpenenexue.
Tema 7. Ob6opynoBanue At OPOLIIOPOBATIBHBIX MEPEIUIETHBIX padboT. OnpeneneHue, BUabl. TexHuueckas 2
BpoutopoBanbHbie u XapaKTepUCTUKA U MPUHIIMIIBI pabOThI
(OpMOBOYHBIE MAIIIKHBI.
Tema 8. Texnuueckue Busyanbhble cpenctBa. Buaeorexnuka. L{udpossie MarHuTHBIE U ONTUYECKHUE HOCUTEH 2
CpeIcTBa  MOMYJISpHU3ALMU BUI€OUH(OPMAITIH

JUTEpaTyphl B OMOIHOTEKE.
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Tema 9. Cpencrsa ApPXUTEKTYPHO-CTPOUTEIbHBIE HOPMBI U TPEOOBaHUS K MOMELeHUAM 0uOnnoTek. PacueTHbie 4

MEXaHHU3alUH U MoKa3aTeNu ISl Iolaaei OndanoTeyHsx noMerieHnid. Kuuroxpanunuma 6ubnuorek. Mx

AaBTOMAaTHU3aIIuN KJ'IaCCI/I(I)I/IKaI_II/IH 10 KOH(l)I/II‘ypa]_[I/II/I: TOpU3OHTAJILHBIC, BEPTUKAJIbHBIC, KOM6I/IHI/IpOBaHHI:I€. KHI/IFOXpaHI/IﬂI/IH.[a

HPOM3BOICTBEHHBIX OubnuoTeK Kak 00BeKT MexaHu3anuu. OnpeaeneHue U TpeOoBaHUs K HUM.

IIPOLIECCOB B

(hOHIOXpAHWITHIIIC

OMOIHOTEK.

Tema 10. O6ecneuenne [Tonstue "duznyeckuit pexxum", ero cocraBHble YacTH. OcBeleHne 1 OCBETUTEbHbBIE TPHOOPHI B 4

(hU3HYECKUX PEKUMOB B OoubnmoTekax, Mx xapakTepucTrka. HopMer koadduiiienTa ectecTBeHHOTO ocBenieHns. Hopmbr ocBemeHus

OMOJIMOTEKAX. nomeienunii oubnmorexu. TpeOoBaHUS MPOTUBOTIOKAPHOM 0€30MACHOCTH K TIOMEIIEHUSIM OMOITHOTEK.
YcTpolcTBa M CUCTEMBI TPOTUBONOXKAPHOU TeXHUKHU. MIX 0cOOeHHOCTH B OUOJIMOTEKAX.

Pa3nea 2. Oducnas | Coaepxanue 16

TeXHHKA B

npogeccuoHaIbLHOI

HAeATEeIbHOCTH

Tema 1. VYerpoiictBa Knaccudukanus ckanepos. [Ipunmmm paboTel U ciocoO0bl GOPMUPOBAHUS N300paAKEHHUS. 2

IIOATOTOBKH U BBOJA

nHGOPMAIIUH.

Tema 12. YcrpoicTa [Tpuniun paboThl U TEXHUYECKUE XapaKTEPUCTUKHU II(PPOBHIX Kamep. 2

00paboTku nHbOpMaIUH.

Tema 13. Knaccudpuxanus Knaccugukarms craiimoHapHBIX 1 MOOMIIBHBIX KOMITBIOTEPOB. MaTepuHCKasl 1iara. 2

KOMIIBIOTEPOB

Tema 14. OcHoBHas u [Tonstue u knaccudukanus namsata 11K 2

BHelH:s namsTh [1K.

Tema 15. YcrpoiicTBa MOHUTOpPBI, THTEPAKTUBHBIE KNOCKH, NHTEPAKTUBHBIEC SKPAHBI U T.J.. [[poeKIIMOHHBIE anmaparsl. 2

oTtoOpakeHHs HHPOpMALIUH.

Tema 16. VYerpoiictBa Bo3moskHOoCTH Tpadudeckoil KapThl KaK HHCTPYMEHTa (JOPMUPOBAHUS BU3yaIbHOTO Psijia. 2

dbopmupoBaHUsT  0OBEMHBIX

M300pasKEeHUIA.

Tema 17. KcepokonupoBaibHble annapatsl 1 MOV, knaccugukaius, oo1as XxapakTepucTika paboThl. 2

KcepokonupoBanbHbie

anmnapatsl © MOY

Tema 18. Cuctembl AKycTudeckas cucreMa BBOJia, BbIBO/Ia M 00pa0oTku 3ByKa. TexHosorus 3D-3Byka. 2
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00paboTKU u
BOCITPOM3BEICHUS
ay TMonH(GOPMAIIHH.

Tema 19. Konduryparms
MIEPCOHATHHOTO KOMIIBIOTEPA

AHanmu3 ¥ 1oa00p KOH(UTYpaITN KOMITBIOTEpa JJIsi OpraHU3aIlK padO0Thl OMOIHOTEKH

Tema 20. IlpoeknuonHas
TEXHUKA

Opranu3zaius AeMOHCTpaluyd HHHOPMAITMOHHOTO MPOAYKTA C TOMOMIBIO TIPOSKIIMOHHON TEXHUKHU

Tema 21. doro, Opranuzaius GOTO U BUIACOCHEMKH B PA3IMIHBIX pexkrmax. CheMka BUIeOPHIbMa
BUICOKaMEPhI
Tema  22. YcrpoiicTBa Opranuzanus ayauo3anucu. [ToaroroBka MUKpoGOHHOH amnmapaTypsl K padboTe

paboThI CO 3ByKOM

Tema 23. VYcrpoiictBa nmist
paboTBl ¢ ayauo-BUJIEO
uHpopMarmei

Ceenenne ayano-suaeo Aopokek. OpraHu3amusi MEponpusATHS C MHKpOQOHaMH U TIOKa30M
Bugeo¢pmibMa. Hactpoiika 1 ucnosnb3oBaHre HHGOPMALIMOHHOTO KHOCKA

Tema 24. Opranuzanus
KOMITIBIOTEPHOTO  paboyero
MecTa.

OproHomuka pabouero Mecrta.

Tema 25. Opranuzanus
CKaHWPOBAaHUs/KOIMPOBAHUS
00BeKTa

Pabota ¢ nmpuntepom, ckanepom, MOY

Tema 26. VYcrpoiictBa [is
pabotel ¢ mH(bOpMaIuen Ha
TBCPABIX HOCUTCIIAX

CpencTBa onepaTUBHOM nonurpaduu

Tema 27. Cpencrtaa Tunel nevarammx yCTPOHCTB (TPUHTEPOB, IIOTTEPOB U T.1.). O0Imas xapaKTepruCTHKA.
penporpaduu

Tema  28. Texuuueckue CpenctBa CBS3HM M CUCTEMBI TEIEKOMMYHUKAIIUU B OUOINOTEKE.

cpencTBa

TCIICKOMMYHHUKATUOHHBIX
CUCTCM

Tema 29. Cepsucel HTepHET (371€KTPOHHAS [T0YTa, NIEKTPOHHbIE KoHpepeHuun), WWW u ap.
WHTennekryanpHble ceTu
TEJIEKOMMYHUKALIHH.

Tema 30. MynbTuMenuiiHbie
YCTPOMCTBA

MynsTumenuitaeie Texnonoruu B BUJI.
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|| BCEI'O MJIK 04.01. Texunueckue cpeicTBa NpoecCHOHATLHOMN AesiTeTbHOCTH 81
MK 04.02 UndopManiuoHHbIE TEXHOJOTHU B PO eCCHOHAIBHOM eI TeJIbHOCTH
Pazgea 1. Conepxanne 4
HNudopmannonubie
TEXHOJIOTUH: 001ee
NpeACTABJICHHE
Tema 1. Uudopmanmonusie Knaccupukamms  wHGOPMAIMOHHBIX  TEXHOJIOTHH TIO  pa3iMYHBIM  TpU3HAKaM. TeHIEHITUN 2
TEXHOJIOTMH KaK IOHSTHE. 1 poBU3ALMH HHPOPMALMOHHBIX MPOLIECCOB, POJIb HHPOPMALMOHHBIX TEXHOJIOTHH.
Tema 2. [lonsTue «gaHHbIEY, [TonsiTe «KOIUPOBAaHWE NAHHBIX»: BHUJIBI KOJUPOBAHUS, BIUSHUE CHCTEMBbl KOAHPOBAHUS HAa 00BEM 2
«UHGpOpMALHSD. daiina.
Pasnean 2. 76
HNudopMmannonHble
TeXHOJIOTHH 00padoTKH
AAHHBIX
Tema 3. IlporpammHoe [IporpamMmmHOe KOMIBIOTEpHOE OOecmeueHue: OIpelesieHue, Ha3HaYeHue, Kiaccudukamus 1o 2
KOMIIBIOTEPHOE pa3NIUYHBIM NpU3HaKaM. Biusiaue pacmmpenus ¢aiina Ha BBIOOp IPOrpaMMHOTO 00ECTICYeHHUS.
o0ecrieyeHue
Tema 4. [Tpumepsr [TUII. Tlpuknagasie HHPOPMAIIMOHHBIE MPOTPAMMBI, BXOJSIINE B COCTAaB MOCTABIISIEMOTO 2
[lonstue MIPUKJIIAIHBIX naketa Microsoft Office. Mx nHa3HaueHus, 0coOEHHOCTH pPabOTHI C HUMH. BHIBI TPOIYKTOB,
SuH(GOPMaIIMOHHBIX CO3/1aBaeMbl€ C OMOIIBIO JAHHBIX TPOrPaMM.
nporpamMm. Mx HazHaueHUs,
0COOEHHOCTH.
Tema 5. OcHoBHBIE OHCHBIE O0630p mporpaMMHOrO oObOecrieueHuss oQucHOro HamoidHeHHs Windows. Bo3moxnoctn  ux 2
IIPOrpamMMmBbl UL MCIIONIb30BaHUs B OpraHU3allMK BHYTPEHHEW U BHEIIHEW JesITeNbHOCTH OMOTUOTEKH.
OpraHM3allK JIeATEIbHOCTH
OoubIMOTEKN u ux
BO3MOKHOCTH
Tema 6. TekcroBble OOu1ue cBeneHus o TeKCToBbIl pegakTop Microsoft Word. ['maBHOe okHO penakropa Microsoft Word, 2
pPEeAAKTOpPBl M TMPOLIECCOPBHI: OKHO JJOKYMEHTA.
npaBuiia OpraHu3alyu
JTIOKYMEHTA.
B ToM umMciie IpaKTHYeCKUX 3aHATHI

1 |BBoj, penaktupoBanue, popmMaTupoBaHue TeKcTa. Ab3amHoe opopMIIeHHE. 2

OdopmiieHre TEKCTOBBIX JOKYMEHTOB, coJepkKalmx Tadnuiel B perakrope MS Word 4
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3 |OdopmieHne TEKCTOBBIX IOKYMEHTOB, COIEPKAIIMX CIUCKH B penakTope MS Word 4
4 |OdopmiieHre TOKyMEHTOB, cofepkamux GopmyJisl ¢ momolibio peaaktopa MS EQUATION 4
5 |OpranuzanuoHHble nuarpaMMbl B JokymenTe MS Word BeraBka nuarpaMm B TEKCTOBBIE JJOKYMEHTHI 4
6 |Pexxum KOJTOHTHTYIBL. Y CcTaHOBKA M ()OpMATHPOBAHUE MILTIOCTPALIU, HAITUCEH. 4
7 |CnustHME TOKYMEHTOB 2
8 |Co3gaHne KOMIUIEKCHBIX JOKYMEHTOB B TEKCTOBOM PENAKTOPE 4
9 |Co3nanue nenoBbIX JOKYMEHTOB B pepakrope MS Word 4

Tema 7.  DnexTpoHHBIE PaGora [Excel, oOcHOBHBIE BO3MOXHOCTH: OOpabOTKa TEKCTa, CTATUCTHYECKUH aHAIU3 U 2

TaOHILIbI Kak OCHOBa IIPOrHO3UpOBaHUe, rpaduka, ynpasieHue 0a3aMu JaHHbIX.

OpraHu3alx CTPYKTYPBbI

JTAHHBIX

B ToM 4mnciIe NPaKTHYeCKHUX 3aHATHI
1 |Iloctpoenue Tabnuipl. BBoI, pegakTupoBaHue JaHHBIX 2
2 |Pabora c siueitkamu TaOIUIBI, POpMATHPOBAHHE STYECK 2
3 |Opranusanus pacyeToB B TabnnyHoM npoueccope MS Excel 4
4 |YcnoBHas QyHKIus 1pu pacuetax B Tabmuiax MS Excel 4
5 |Ces3u mexay Qaiinamu 1 KoHconuaanus naHHbix B MS Excel 4
6 |AHanu3 1 00001IeHHE TaHHBIX 4
7 |DunancoBo-s3koHOMHUYecKHe pacueTsl B MS Excel 4

Tema 8. OcHoOBBI paboOTHI € Mertoauka co3nanus npesentauuu. Matepgeiic nporpammsl MS Power Point 2

nporpammoii  Office Power

Point

B ToM 4unciie NpaKTHYeCKUX 3aHATHI
1 |Cozpanue npe3eHTauuu npu noMomu MacTtepa aBTOCOIEpKaHUs 4

Coznanue npezeHtanuu npu nomotnu [1la6ionoB odopminenus 4

Pasnen 3. Texuosaorum

padoTbl B OMOJIMOTEYHBIX

UHGpOPMALMOHHBIX

cucTemMax 30

Tema 9. bubnuoreunsie bubnuoreunsie nudopmarmonnsie cucremsl (BMC): onpenenenue, HazHaueHue, BUbl. OCHOBHBIE U 2

MH(OPMALIMOHHBIE CUCTEMBbI JononHuTenbHbIe Motysin B BUC.

(BUC)

Tema 10. UnTepdeiic BUC Wutepdeiic BUC: ocHOBHBIE 37IEMEHTBI, IPpaBUiIa padOTHI. 2
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Tema 11. [lonsTue [Iporokomnsl nepenaun oudbnmuorpadudeckux 3amnuceit (z39.50 u 1.11.). [loHaTHE KOMMYHUKATUBHOTO 2
KOMMYHHUKaTUBHOT'O ¢dopmara (cemeiictBo MARC)
dhopmara
Tema 12. O6paboTka Texnonoruu kommiekroBanusi B BUC. Texnonoruu o6pabotku nokymeHToB B BHC. 2
nokymeHToB B bIC
B TOM 4Hc/ie IPAKTHYeCKUX 3aHATHI
1 |Odopmienne 3aka3a U y4eT NOCTYNMUBIINX TOKYMeHTOB (APM «KommekraTopy) 2
2 |Anamm3 u popmupoBanue bubmmorpaduyeckoit 3anvcu B popmare RUSMARC 2
3 |Ilouck Oubnmorpaduueckux 3amuceil B pa3nuuHblx pexumax (APM «Karamoruzarop» u APM 2
«Hurarenby)
4 |O6cmyXxuBaHUE TOJB30BaTeNeld OMOMMOTEKHU: 3alliCh W CIHCAHWE KHUT, MPOJJICHHE CpPOKa BO3BpaTa 2
JUTEPATyphl, HAIIOMHHAHUE 00 UCTEUSHUH CpOoKa Bo3Bpata Juteparypbl (APM «bubmnorexapby)
Tema 13. Cucrema OcHoBHBbIE cBeZicHUS. [ TaBHOE MEHI0, pabouee OKHO IPOTrpaMMbI 4
ynpasieHus: 0a3aMu JTaHHBIX
MS Access
B ToM 4uciie NPAKTHYECKUX 3aHATHI
1 |Co3nanue Tabaui 6a3bl JAHHBIX C HCHOJIB30BAHMEM KOHCTPYKTOpa U Mactepa tabnui B CYB]] Access 4
PenaxtupoBanue u monudukaims tadbmaun 6a3el qanaeix B CYBJl ACCESS 4
Paznenr 4. Texuoaorum 39
opraHmsanmu  padorsl ¢
HH(OPMAITMOHHBIMHA
pecypcamu
Tema 14. KommnbroTepHas KommnbroTepHas ceTh Kak crnoco0 OpraHM3allid KOMMYHMKALUMU: KJIacCU(PHUKALMA MO Pa3IUYHBIM 3
CeThb KakK crocoo npu3HaKaM. Anipecariisi B KOMIBIOTEPHBIX CETSIX: BUABI aJIpecaliy, paBuia (GOpMUPOBAHHUS.
OpraHMu3aLuu
KOMMYHHKAaIUH
Tema 15. I'mneprekcToBbie [TonckoBble caiiThl B UHTEPHET: MPUHIUI pabOThI, MPaBUJIa OPraHU3aLUU TTOUCKOBBIX 3alIPOCOB 3
CHCTEMBI: UCTOpHSI
OpraHM3allM, OpraHU3aALMs
CTPYKTYPBI.
Tema 16. Ob6naynbie OO6nayHble TEXHOJOTUU pPa3MEIIEHUS JTOKYMEHTOB U COBMECTHOW pabOThl: OpraHM3allysl XpaHEHUS, 3
TEXHOJIOTMM  pa3MELIEHUs MHCTPYMEHTHI paOOTHI.

JAOKYMCHTOB
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Tema 17. Beb-caiit Be6-caiit: Buapl, Ha3HaYE€HNUE, OCHOBHBIC AJIEMEHTHI CTPYKTYPHI. SI3BbIK pa3MEeTKH cainTa. 3
Tema 18. besomacHocTh B [TpaBuia Ge3omacHOro NoBeeHUs B ceT MIHTepHET, B COIMAIbHBIX CETAX 3
CETH UHTEPHET
Tema 19. Crparerus MeTtoapl IpOABMKEHUS calTa: coiepiKaTelbHble, TexHudeckue. CtpaTerus NpoABMKEHMs. SHIEKC. 6
MIPOABIKEHUS MeTpurKka Kak THCTPYMEHT aHaJIM3a pe3yJIbTaTOB MPOABHKEHUS
B ToM yunciie npakTHYeCKUX 3aHATHIA
1 |Anpecanusi B KOMIBIOTEPHOU CETH 3
2 |Pemenue moucKoBBIii 3a/1a4 B UHTEPHET 6
3 |Opranusanusi COBMECTHOW pabOTHI B aKKayHTE SIHIEKC, COMAIBHBIX CETIX 3
4  |Opranuzamnus ¥ IpoBeIeHne BeOnHapa 3
5 |Ouenka 3¢)eKTHBHOCTH pa3MelIeHUs IOCTOB B COLMAIILHON CETH 3
BCEI'O MJIK 04.02 UndopManiuoHHbIe TEXHOJOTHH B TPO(ecCHOHAIBHOI 1eATeJIHLHOCTH 149
MJIK 04.03 ABToMaTH3MpPOBAHHbIE OUOIHOTEYHbIE TEXHOJIOTHH
Tema 1. 1 |Omnpenenenue u COOTHOIIEHUE MOHATUH "KoMIbIOTepU3anu”, "aBTomaTnzauus”, "unopmaTuzanus'. 2
ABTOMAaTU3UPOBAHHbBIE CyTb aBTOMaTHU3UPOBAHHBIX TEXHOJIOTHUH.
O6ubIMOTEYHO- 2 |bubnmoreka kak 00bEKT aBTOMAaTH3aMU. Llenu, 3ajauu, MPUHIMIIBI M HAIIPAaBJICHUS aBTOMAaTH3aIUN 2
nHGOPMAIIMOHHBIC OMOIMOTECUHO-UH(DOPMAITMOHHON JIEATETLHOCTH.
TEXHOJIOTHH: TEOPETUYECKHE
aCTIEKThI
Tema 2. CoBpeMeHHOE 1 |(ITogxoasl K KOTMYECTBEHHOM M KAYECTBEHHOM OIIEHKE YPOBHS aBTOMATHU3AIUU OMOIHOTEK. 2
cocrtosiHMe aBToMaTu3anuu |2 |Pa3Butme aBromarm3amum Oubmmorek Poccun. OcoOeHHOCTH BHEAPEHUS aBTOMATH3UPOBAHHBIX 2
OTEUECTBEHHBIX OMOIMOTEYHO-UH(DOPMAITMOHHBIX TEXHOJIOTHH 32 pyOekoM
O6ubIMOoTEK U 32 pyOekoM
Tema 3. 1 |IlonsTtne aBTOMaTM3MpoBaHHOTO pabodero mecta (APM). Ilpuniunel cozmanus u TpeOOBaHWUS, 2
ABTOMAaTU3UPOBAaHHbIE npenbsBisiembie K APM.
pabouune Mecra.
2 |Bungel 6ubnuoreyHO-uHGOPMAIMOHHBIX aBTOMATH3UPOBAHHBIX Pa0OYUX MECT, UX COOTHOIIECHHE C 2
TEXHOJIOTHYECKUMHU OMOINOTEUHO-UH(POPMAIMOHHBIMH MIPOIIECCAMH.
Tema 4. ba3bl 1aHHBIX B 1 |ba3sl mannbix (BJl), onpenensionlyo CTpYKTypy U JIEATEIbHOCTh aBTOMATHU3WPOBAHHBIX Pabounx 2

ctpyktype ABUC.

MCCT.
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2 |®Qaktorpaduueckue, Oubmuorpaduyeckre ¥ TOTHOTEKCTOBbIE 0a3bl JaHHBIX B  CTPYKTYpe

ABTOMATU3MPOBAHHON OMOIMOTEUHO-UH(OPMAITMOHHON CHCTEMBI.

Tema 5. DnekTpoHHbBIE 1 |Onpenenenue 3yeKTPOHHOTO AokyMeHTa (D]]). DnexkTpoHHOE W3IaHue. DIIEKTPOHHAS KOJUICKIIUA.

JIOKYMEHTBI: TIOHSTHE H DNEKTPOHHBIC PECYPCHI.

BUJIBI 2 |Texnonoruu co3ganus DJ1. OmudpoBka nHGOPMAIIH.

Tema 6. Dnexrponnsie|l |Onpenenenue >1eKTpOHHBIX Oubmmorek (Ob

OUOIMOTEKH 2 |®ynknuu Db, uaTepdeiic MeKTpOHHBIX OHOINOTEK.

Tema 7. IIpasosbie acnekthi|l  |ITybaudnoe u yacTHOe npaBo B chepe DM u Ob. 3akon "O6 aBTOpCKOM IpaBe U CMEXHBIX IpaBax'.

B o0Omactu 9neKTpoHHBIX|2 |[IpaBOBbIe aCMEKThI CO3JMAHMS OJIEKTPOHHBIX KOMHWH TEYATHBIX JIOKYMEHTOB, Ppa3MEIICHHE

JOKYMEHTOB M 3JIEKTPOHHBIX ANIEKTPOHHBIX JOKYMEHTOB B 3JIEKTPOHHBIX OMOIMOTEKAX.

OMOIHOTEK

Tema 8. Matepuet — goctymn. |1  |Mcropus passutus Uuteprner u BeG-texHonoruii. ['naBHble 4epThl MHPOPMAIIMOHHOTO OOILECTBA U

NudopmannonHsie pecypcsl OouiecTBa 3HaHMIA.

WNutepHer. 2 |CoumanbHble U KyJIbTYpHBIE aclieKThl IHTepHeTa,

Tema 9. ®oto u 1 |Ilonarue ¢oto- u Buneoxoctunra. [logkacTHHT Kak croco0 co3laHus U mepeaadn 3ByKOBOM U BHJICO-

BueocepBuchl. PoTo u uHpopMaiuu B THTEpHET.

BHJICOXOCTHHT. 2 |Cnalia-XOCTHHT: pa3MelleHHe U PacIpOCTPAHEHHE B CETH MPE3EeHTAIIU.

Tema 10. Brioru u 1 |Pa3BurHe 00r0B U COIMANIBHBIX ceTel (writable web). Pexiama.

COIMAJIbHBIC CETH 2 |OcobenHoctu HeTHKeTa conuanbHbix ceteil. OcHoBHble mpoekThl (Linkedin, Facebook, MySpace,
OnnoknaccHukd, BkoHTakTe W T.1.) M BO3MOXXHOCTH WX HCIOJB30BaHUS JUIA OMOJIMOTEK U
OMOIMOTEYHBIX CIICIIUAIHUCTOB.

Tewma 11. OTKpBITHIE 1 |’KypHasbl OTKPBITOTO JOCTYIIA U IKCIIEpTHAs OlleHKa. bu3zHec-Moenn co3ianust 1 pacpOCTPpaHEHUs!.

3JIEKTPOHHBIE APXUBBI U 2 |HznpatenbcTBO KypHaiIoB oTKpbIiTOro nocryna BioMed Central. [Toptan Hay4uHo# nepuoauxku

OTKPBITHIE DJIEKTPOHHBIE

KYPHAJIBL.

Tema 12. MenemxmMeHT 1 |BeGunapsl. Beokactel. Ckainikactel. J{uanoru.

3HAHUU: BeOUHAPHI 2 |[IpunokeHus i MPeoJOTIEHUS SI3BIKOBBIX 0aphepoB U MX 3HAYCHHE ISl U3y4YeHHUs sI3bIK0B. ClIoBaph U

COBMecCTHas pabora ¢
JIOKyMEHTaMH.

nepeBomunk Google.
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Tema 13. Pexknama u PR Peknama kak cocTaBHas MapKETUHTOBOW MOJUTUKU OnOnuorexku. DYHKIMU peKjaMbl B CHCTEME 2
OMOIMOTEKH yIpaBiaeHUs] OMOINOTEKOM.
cpeactBamu Web 2.0. Nmumpk  OMOIMOTEKH, €ro cocTaBisoue. bBpeHOuHr, 53JeMeHThl (UPMEHHOTO CTWIS U HX 2
WuTepuer — UCIIOJIb30BaHUE JJIsl PEKJIaMBbl.
peKiama.
BCEI'O MJIK 04.03 ABTOMaTH31poBaHHble O0H0JIHOTEYHbIE TEXHOJOTHU 52
MK 04.04 MamuHONUCH U OCHOBBI /1€JIONIPOU3BOICTBA
Tema 1. Apxurekrypa u CocTaB KOMIIbIOTEPA U B3aUMOJIEHCTBHE MEX 1y y3J1aMu. CocTaB MUKPOIPOLIECCOPHON CUCTEMBI. 2
KOH(UTyparus KOMIbIOTEPA OOMeH JaHHBIMU MEX]Ty BHEIIHUMHU YCTPOUCTBAMU M MUKPOIPOLECCOPHON CUCTEMOM.
WuTepdeiichl: CUCTEMHBIX, pacpeIeTICHHBIX CHCTEM YIIPABICHHUS, JIOKAIBHBIX BIYMCIUTEIbHBIX
CUCTEM, MHOTONPOLIECCOPHBIX CUCTEM.
Tema 2 Vipasnenue Vcnionb30BaHue MeHeIKepa npuiokeHuil. Mcnonb3oBanue MeHepkepa (aitsios. 2
npoleccamu B OOMeH TaHHBIMHM MEX/1y NporpaMMaMi. 3alliuTa U apXuBUpOBaHUE HH(POpMAIIHK.
ONEPALIMOHHOMN CUCTEME.
Tema 3. Knasuarypa. ITocTaHOBKa pyK U 0TpaboTKa yaapa. PUTM nucbMa 1 ero 3HaueHue Il CKOPOCTH. 2
OCHOBHOH szl KJITaBUATYPBI Canenoii MeTon nedatanus. M3yuenue 1BUKEHUS NANIbLEB HA KJIABUIIAX OCHOBHOT'O psAJa KJIaBUATYPBI.
OTtpaboTKa HaBBIKOB ITPABMIILHOTO yapa 1o kiaBuiiaM. Kiapuma 1y npo0enoB MexXIy CIIOBaMH.
VYnpakHeHus a1 oTpabOTKH paBHOMEPHOI'O PUTMa yAapOB U aBTOMAaTH3Ma JIBHKEHUS NAJIBLIEB 110
KJIaBUIIaM OCHOBHOTI'O Psijia.
ITedaTanue oTaenbHBIX cI0B. [leyaTanne TEKCTOB CIENbIM METOI0OM Habopa 2
Tema 4. Bepxuuili pan N3yuenne nBMKEHUS MABIEB IO KJIABHIIIAM BEPXHETO (TPEThEro CHU3Y) psiia KiIaBuaTyphl. M3ydeHue 2
ki1aBuatypel Huwxuuit pan JIBHKEHMSI TAJIBLEB K KJIABUIIaM HUYKHETO psJia KiaBuaTypsl. [Ipaktuueckue ynpaxxHeHUs 1Uist
KJIaBHATyPbl OTpa6OTKI/I PaBHOMCPHOTI'O yJiapa Ha TPEX pAdax KilaBUATYyPhI.
[IpakTryeckue ynpaxxHeHus Ui OTpabOTKH aBTOMAaTU3Ma M paBHOMEPHOT'O JBM)KEHUS MaJIbIIEB HA
JIBYX psijiax KJIaBHATypbl — OCHOBHOM M BEPXHEM.
Tema 5. bBonpmas Oyksa. [TpakTnyeckue ynpaxxHeHHs Uil OTpaOOTKHM HaBBIKOB OJJHOBPEMEHHOTO Ha)kuMa Ha kiaBui Shift ¢ 2
Hudpsr apabckue 1 puMcKue yIapoM 10 OYKBEHHBIM KJIABHIIIAM.
W3yuenue npaBui Hanucanus apadckux mudp. Ilpocteie u necstuunsle 1podu. bykBenHo-111(ppoBoe
o0o3HaueHue. KonnyecTBeHHbIE U MOPSIIKOBBIE YUNCIUTEIbHbIE: MaTEMaTHUECKHUE, XUMUYECKUE,
aCTPOHOMHUYECKHE U JIpyrue ogHoCTpouHble popmyssl. Ludpsl ¢ rpadpuueckum o603HadeHHEM
HOMepa, naparpada, OpoleHTOB, I'PaJyCOB, MUHYT, CEKYH]I.
Tema 6.  Odopmienue Odopmiienre HanieyaTaHHOM cTpaHuIbl. [IpaBuiia paconoXeHus: TeKCTa Ha CTPaHUIlE U COOTHOILICHHE 2
HaIe4yaTaHHbIX palor. pa3MepoB IMOJIEH C TEKCTOM.
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IleyaTaHus CBSI3HOrO TEKCTa

[TpaBuna opopmIEHHS CHOCOK M LIUTAT.
[TpaBuia HanMcaHUEe HEKOTOPBIX COKPAIIEHUH, HCIOIb3YEMBIX B JIEJIOBON MEPETUCKE.

OdopMieHre TUTYJILHOW CTPAHMIIBI U COACPKAHKS HAalleYaTaHHOTO MaTepuaia. [leyaTanus CBSI3HOTO

TCKCTA.

Tema 7. O6paboTtka
TEKCTOBOW MH(OpMALIUN

OKHO TEKCTOBOTO peakTopa. MeHro, pekuMbl 0030pa JOKyMEHTOB.
PacnioznaBanue o0pa3oB. PaboTa B TEKCTOBBIX peAaKTOpax.

3arpyska TekcToBoro penaktopa. Coznanue, 3arpy3ka U CoxpaHeHue (paiioB-10KyMEHTOB.

Tema 8. Bgon,
penakTUpOBaHUE u
(hopmaTUpOBaHHE TEKCTOBOM
uHbOpMaIHU

COSI[aHI/IC HOKYMCHTA. Brong u PEAAKTUPOBAHNUEC TCKCTA.

dopMaTupoBaHuE JOKYMEHTA.

Tema 9. [TpoBepka OcHoBHBIE cpeicTBa MpoBepKu opdorpaduu. Tezaypychl.
opdorpadpuu  TpaMMaTHKH. CpenctBa oopMIICHHS TOKYMEHTOB.

CpencrBa oopmieHus

JOKYMCHTOB.

Tema 10. I[loctpoenue u
dhopmaTupoBaHue TaOIHIIL.
Pab6ota ¢ kononkamu. [omst
CIIUSTHHSL.

HOCTpOGHI/Ie " 3aI10JIHCHHUEC Ta6J'II/II_I.

PenaxktupoBanue u popmatupoBanue Tabiul. Berunciaenus B Tabnumax.

Tema 11. PabGora ¢
rpau4ecKuMu  OOBEKTAMH.
B3anmuoe pa3MelleHne

TEKCTa W TpauKH.

[HeiictBus ¢ oo6bekramu WordArt. Pabora ¢ rpadguueckuMu 00beKTaMu.

[TpenBapuTenbHBIA TPOCMOTP U I€YaTh JOKYMEHTOB. BhIMONHEHNE TBOpUYECKHX paboT.

Tema 12. Uctopus pazButus
nenonpoun3BoacTBa. OCHOBBI
JeTI0NPOU3BOACTBA

Bo3HUKHOBEHUE AeTONPON3BOACTBA. AKTOBOE J1€I0MPOU3BOACTBO. [IprKazHoe N1e101pon3BOACTBO.

Konnernansaoe ACJIOIIPONU3BOACTBO. HcnonaurensHoe ACJIOIIPONU3BOACTBO.

lNocynapcTBeHHBIE CTaHIAPTHI 1O JOKYMEHTAIIMOHHOMY OOecTieueHuto ynpapiieHus. OCHOBHbBIE
HarpaBJICHUS] YHUDUKAIIMH U CTaHAAPTH3AINUU JJOKYMEHTOB, KjlacCU(UKAIUs TOKYMEHTOB.
dopmymsip-odpazer OPI. TpeboBanus k opopmiieHH 0 TOKyMeHTOB. OpopMIIeHHE PEKBU3UTOB
ToKyMeHTOB. CityeOHble OTMETKH Ha IOKyMEHTaX, KOPPEKTYPHbIE 3HAKU U UX MIPUMEHEHUE B
PEOAAKTUPOBAHNN CJ'Iy>K€6HI)IX JOKYMCHTOB.

Tema 13. CocraBienue u
opopMmiieHHE  CITY)KEOHBIX
JOKYMEHTOB

Cosznanne opraHu3aliOHHO-PACIIOPSIUTENBHBIX TOKYMEHTOB cpeactBamu MS Word
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Tema 14. Opranuzanus OOuue TpeOoBaHUs K OpraHu3aluu JOKyMEHTO000poTa. XapaKTepuCTHKa JOKYMEHTOIOTOKOB. 2
JIOKYMEHTO000poTa B [TopsoK MPOX0XKAEHUS BXOJAIINX, UCXOALINX U BHYTPEHHUX JOKYMEHTOB B YUPEXKACHUU.
COBPEMEHHOM  YUPEXIECHUU Opranuzanus npuema, nepeiadu, JOCTaBKU U yueTa JOKYMEHTOB B YUPEKACHUM.
Perucrpanus nokymentoB. Kputepuu BeiOopa peructpaioHHbIX ¢popM. MHIekcanns JOKyMEHTOB.
3agauu M paBuiia KOHTPOJIS 32 UCTIOJIHEHHEM JJOKYMEHTOB. BelleHre KOHTPOJIs 3a UCIIOJTHEHUEM
JokyMeHToB. O000mmenne u aHaan3 HH(popMaIi 00 NCTIOTHEHUH TOKYMEHTOB.
Tema 15. Kanposoe JlokymeHTanus 1o KaJpoBbIM BOIIPOCAM KaK pasHOBUAHOCTb OPTaHU3ALMOHHO-PACIIOPSAUTEIbHBIX 2
JIeJIOTIPOU3BOICTBO JIOKYMEHTOB. BHJIbI JOKYMEHTOB 110 Ka/IpOBBIM BOIPOCAM U OCOOCHHOCTH UX Pa3pabOTKH U CO3JaHUS.
Bcero MJIK 04.04 MamuHONKUCH M OCHOBBI J1€JI0NPOU3BOJCTBA 32
IIpomeskyTouHasi arrecranust 16
BCEI'O 330

YueOnasa npaktuka Buasl pador:
BBog 6ubanorpaguueckux onucanuii B APM Karanoruszarop Ilouck no 3anpocy B APM Yurarensb

CbeMKa BUICOPOIIMKOB

[MoaroroBka apuiIy MEpONPUSITUSI
Coznanne TeMaTu4eckoro OyKiera/Crucka JUTepaTyphl
KcepoxomupoBanue/ckanupoBanue u3ganuii. O0padoTka n300pakeHuit

IIpousBoacTBeHHAas NpaKkTHKa (110 npodguiIo cnennaabHocTH) Buasl pador:

VYyacTue B IpoBeACHUN MeporpusaTus (padbora ¢ MUKpO(OHHON CUCTEMOM M JEMOHCTPAIMOHHBIM 000y 1I0BaHHUEM )

[HoaroroBka aduiu MeponpusTus

Co3nanue TeMaTHYECKOro OYKIIeTa/CIuCKa JIMTepaTyphbl

Kcepoxonupopanue/ckannpoBanue uzganuii. O6pabdotka nzodpaxxkenuii Opranusaius BeonHapa (Ipu noTpedHOCTH 0a3bl MPAKTHKH)

VYyacTre B MOATOTOBKE U Pa3MEIEHUH TIOCTOB B COLMANBHBIX CETAX M MECCeH/Kepax (paboTa ¢ HACTAaBHUKOM)
AHanu3 3¢pGeKTUBHOCTH pa3HbIX (HOPM OpraHU3aIMH HOBOCTHOT'O COOOIECHHS

Bcero: 72
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3. YCJIOBUS PEAJIM3ALIIMU TPO®ECCUOHAJIBHOI'O MOAYJIA

3.1. MaTepuaibHO-TEXHUYECKOE o0ecriedeHne

Kabuaer  «TexXHOIOrM4ECKOTO COTIPOBOXKICHUS  JCSATCIBHOCTH  OMOJHMOTEKH»
OCHAIIICHHBIN B COOTBETCTBHUH C MPHUIOKEHUEM
BI/I6J’II/IOT€K3 nu 6331)1 HpaKTI/IKI/I, OCHAIIICHHBIC B COOTBCTCTBUU C npnnomeHneM.

3.2. YueOHO-MeTOANYECKOE o0ecreueHne

Jns peanuzauuu nporpamMmbl OMOIMOTEUHBINH (OHA 00pa3oBaTENbHON OpraHU3alNU
JOJKEH UMETh MeYaTHbIE W/WIN 3JIEKTPOHHBIE 00pa3oBaTelibHbIe U MH(POPMAIIMOHHBIE PECYPCHI
JUTsI UICTIOJIB30BaHUs B 00paszoBarenbHOM mporiecce. [Ipu hopmupoBannu 6ubauorednoro Gponma
00pa30BaTeNbHON OpraHU3allui BBIOMPAETCS HE MEHEE OJHOTO HM3JaHHs W3 TEePEeUHCICHHBIX
HUKE TeYaTHBIX U3JaHUM M (WJIM) 2JIEKTPOHHBIX W3/IaHUN B KauecTBE OCHOBHOIO, MPHU 3TOM
CIMCOK MOXET OBbITh JJOMOJHEH HOBBIMU U3JIaHHUSIMU.

3.2.1. OcHOBHBIE NeYaTHbIE U/WIHN 3JIEKTPOHHbIE U3IaHUS
1. HaumenoBanue.

1. 3akon Poccuiickoit ®enepammu  «OCHOBBI 3aKOHOAATENbCTBA Poccuiickoit
denepanyu 0 KynbType» // bubnauoreka U 3aKoH: clpaBo4YHUK. — MockBa, 1996 — Bem. 1 — C.
17-38.

2. @enepanbublii 3akoH Poccuiickoit ®enepauuu «O OubanoreyHoMm xaene» //
bubnuoreka u 3akoH: cipaBoYHUK. — MockBa, 1996. — Bein. 1 — C.
3. @enepanbublii 3akoH Poccuiickoit ®eneparn «O6 00s3aTeIBHOM HK3EMILIAPE

TOKyMeHTOB»: oT 29 nek. 1994 r (c u3m., BHeceH. @3 ot 2000 r. u 2002 r.) // bubnuoteka u
3aKOH: cIIpaBoYHUK. — MockBa, 1996. — Bem. 12. — C. 11-23.

4. I'OCT 7.20-80 Enununsl yuyeta (OHIAOB OHMOIMOTEK M OpPraHOB HAy4YHO-
TexHuueckoi nudopmaruu. — Been. 01.01.82. — Mocksa, 1985. — 10 c.
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5. I'OCT 7.48-90 KoncepBanus 10kyMeHTOB. OCHOBHBIE TEPMUHBI U ONPEACICHUS.
—Bgen. 01.01.91. — Mocksa: Ctangaptsi, 1990 — 9 c.

6. I'OCT 7.50-90 KoncepBanus 10kyMeHTOB. OCHOBHBIE TEPMUHBI U ONPEACICHUS.
—Bgen. 01.01.90. — Mocksa : Ctangaptsi, 1990. — 12 c.

7. I'OCT 7.60-90 Uznanusi. OcHoBHBIE BuAbL. TepMHHBI U ompeneneHus. — Bpen.

01.01.91. — Mocksa : Crangaptsi, 1990. - 29 c.

8. WudopManmoHHbIE TEXHOJOTHH B OMONMOTEKaX : JalIKECT-KOHCIEKT / COCT.
N.M. XBoctenko ; pea. H.I1. Hocoa. — Hoocubupck : HI'OHB, 2015. — 90 c.

9. 3axapuyk T. B. HuadopmanuonHsie pecypchl s OMOTMOTEK : y4eO.-TIpaxT.
nocobue / T. B. 3axapuyk. — CII0 : IIpodeccus, 2011. — 128 c.

10.  Tomy6enko H. b. MHpopmanmoHHBIE TEXHOJIOTMH B OHOIMOTEYHOM [Elie :

y4yeOHo-TIpakTHyeckoe mocooue. — Poctor v//l : dennkc, 2012. — 282 c.

11.  CromapoB 0. H. 3ammra O6ubmuoreunoro ¢onma : yded. mocodbue / FO. H.
CronsipoB. — M. : @aup-Ilpecc, 2006. — 504 c.

12. Morutes A. B., JlucrpoBa JI. B. TexHonoruu o0OpabOTKH TEKCTOBOM
uHpopmanuu. TexHomorun 06padboTku rpadudeckoit 1 MynbTUMeINITHON nHopmaru. — CII6

: BXB-IletrepOypr, 2010. — 304 c. : w1

13.  JlorunoB M. JI. Texaudeckoe 00CITy)KUBAHUE CPEACTB BBIYUCIUTEIBHON : y4eO.
nocobue / M. J1. Jlorunos, T. A. JlorunoBa. — M. : BUHOM, 2010. — 319 c.
14.  Topaykanosa I'. @. Ananu3 nahopMannu: METOIbI, TEXHOJIOTHH, OPTAHU3AIIHS :

y4e0.-mipakt. mocodue / I'. ®@. I'opaykanosa. — CII6. : [Ipodeccus, 2009. — 512 c.

3.2.2. JlonoJiHUTEJIbHbIE HCTOUYHUKH (1pU Heobxooumocmu)

1. bubnuoteunoe neno : repmunoi. CrnoBaps. — Mocksa, 1997. — 168 c.

2. Murtpodanora, C. B. Yuer 6ubmmoreunsix ¢hoHA0B : Metoi. mocoodue / C. B.
MurtpodanoBa. — Mocksa : [Ipoduszgar, 2001. — 159 c.

3. [TerpoBa, T. A. bubnuoreunsiii Gonx : yued.-meron. nocodbue / T. A. Iletposa. —
Mockga : JIubepes-budundopm, 2007. — 192 c.

4. Cromspos, 0. H. Kak coxpanuts Oubauoreunslii ¢ponp : yued.-meTo. nocodue /

1O0. H. CronsipoB. — 2-e u3n., nopad. u gom. — Mocksa : [Ipodusnat; MI'YKH, 2002. — 253 c.
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4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHUA
IMPO®ECCHUOHAJIBHOI'O MOAYJIA

Kon IIK, KpuTtepun onenkn pesyiabrara ®opMbl KOHTPOJIA H
OK (moxkaszaresim 0CBOEHHOCTH KOMIIETEHIIM) MeTO/bl OLIEHKHU
IIK - HCHOJB3YeT TEXHUYECKUE CPEelICTBA U KonTtpomnbHble
4.1. UH(POPMALIMOHHBIE TEXHOJIOTHH npu | paboThl, 3a4YETHI,
OK 01 BBINOJIHEHUH TPYA0BOH (YHKIINY; KBaIU(DUKAIIMOHHBI
OK 02 € UCIBITAHMS, 3aLIUTa
- HCIOJIb3YeT TEXHUYECKHE CPEJICTBA U > 341
OK 04 KYPCOBBIX U
UH(POPMALIMOHHBIE TEXHOJIOTHH npu
OK 05 o JUIUIOMHBIX IIPOEKTOB
OpTaHH3aIUH B3aUMOJICHCTBHUS c
OK 09 (pabor),
NOJB30BATENSIMA B TPAAMLMOHHOM U
. 9K3aMEHBI.
JUCTaHIIMOHHOM (hopmarax;
Hurepriperanus
- HUCIOJIB3yeT npodecCuOHATbHBIE Pe3yiIbTaToB
OMONIMOTEYHbIE CUCTEMBI MPU BBINOJHEHUHU | BEHIIIOIHEHHS
TPYZOBOH (QyHKIMH MIPAKTHYECKUX U
- HUCHOJB3yeT TEXHOJIOTUH pPabOThI C faGOpaTOpHHX
1U(PPOBEIM KOHTEHTOM OHOIHOTEKH 3alaHny, OIICHKA pEIICHNA
CUTYallMOHHBIX 3aj1ad,
IK - (QopMuUpyeT  KOHTEHT, B  T.4. | OI[CHKA TECTOBOTO
4.2. MeIUaKOHTEHTA, OUOIMOTEYHBIX | KOHTPOJIS.
OK 01 CATOB/MOPTAJIOB M COIHMAIBHBIX CETEH C
OK 02 y4eToOM  TOTpEeOHOCTEH  Mojb30BaTesei
OK 04 OHOJIMOTEKH;
OK 05
OK 09 - H3y4aer UH(pOpPMaIMOHHBIE
NOTPEOHOCTH  TIOJB30BATENIE  CETEBBIX
CEPBHUCOB U OMOIMOTEYHOTO caiiTa/mopTrana;
- B3aUMOJICHCTBYET C MOJb30BATEIIMU
OMONIMOTEYHBIX COLIMANBHBIX CEeTeH;
- HCHOJB3YeT METOJUKH U 3JIEMEHTbI
Be0-aHAJIUTUKU JJI aHaJM3a COOTBETCTBUS
CTPYKTYpbl,  KOHTEHTa W  HaBHUIallUu
OuOnaMoTeyHoro  caifta  NOTPEOHOCTIM
H0JIb30BaTENCH;
- ¢dopmupyer u odopmitsieT
HpeI0KeHUs 1o ONTHUMU3AINN
HAIOJHEHUsI, CTPYKTYypbl OUOJIMOTEYHOTrO
caiiTa B COOTBETCTBUM C IOTPEOHOCTAMU
I10JIb30BaTENEN
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