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1. OBILIASI XAPAKTEPUCTHUKA PABOUYEN IPOTPAMMBI
YYEBHOM JUCLHUIIAHBI
OI1.07 <KKOMIIBIOTEPHASI OBPABOTKA JOKYMEHTOB»

1.1 MecTo 1MCcHUIIMHBI B CTPYKTYPe OCHOBHO 00pa3oBaTe/IbHOM IPOrPaMMBbl:

VYuebnas nuctuminaa « KommnbrorepHas 00paboTKa JOKYMEHTOBY SIBIISIETCS 0053aTeIbHON
4acThl0  00mIenpo(deCCHOHATBLHOTO IMKJIA MPUMEPHOM  00pa30BaTENIBHOM  MPOTPaMMBI
B cootBeTcTBUU ¢ PI'OC CIIO no cnennansHOcTH 46.02.01 JlokymMeHTanmoOHHOE oOecreveHue
yIpaBJIEHUS U apXUBOBEICHHE.

Ocoboe 3HaueHue IuCHMIUIMHA umeeT mpu popmupoBanuu u passurun OK 01, OK 02,
OK 04, IIK 1.5

1.2. Illesb ¥ IUIaHUPYeMBbIe Pe3yJabTATHI 0CBOCHUS AUCHUILINHBI:
B pamkax mporpamMmbl yueOHON IUCHUIUIMHBI 00YYaroIIMMHUCS OCBAUBAIOTCS YMEHUS

Y 3HaHUSA

ﬁ(l)?, OK Ymenus 3HaHusn

OK 01, BBINIOJIHATH TPEOOBaHUS 110 OXpaHE IIPaBUJI [10 OXPAHE TPY/1a U TEXHUKE

OK 02, Tpy/1a U TEXHUKE 0€301aCHOCTH; 0€301MacHOCTH;

OK 04, OpraHU30BBIBATh pabouee MECTO I | MPaBHJI OPTaHU3aAIMK pabouero MecTa

IIK 1.5 MaKkCUMabHO 3((eKTUBHON pabOThl; | ceKpeTaps U pyKOBOAUTEIIS;
po¢eCCUOHATIBHO OCYILECTBIISATh PYCCKOM U TAaTUHCKOM KJIaBUATYPbI
Habop, popmMaTupoBaHue, BHIBOJ Ha IIEPCOHAIBHOI0 KOMIIBIOTEPA;
neyvaTh, COXpaHEHUE TEKCTOBOM U paBUI 0HOPMIICHHUS TEKCTOBBIX
g poBoii HHPOPMALIUU HA JIOKYMEHTOB Ha II€PCOHAIBHOM
MEPCOHATILHOM KOMITBIOTEPE; KOMITBIOTEpE.

4YnTaTb, IOHUMATh U UCITPABJIATH
MIPOEKTHI IOKYMEHTOB, C
HCIIOJIb30BAaHUEM CIIPABOYHO-
MPaBOBBIX CUCTEM;

IUTAaHUPOBATh pabodee Bpems,
WCIIOJIB3YS MIPE/ICTABIICHHBIE 3a/JaHus,
MPOrpaMMHOE 00eCTICUeHUE U
HUCXOIHYIO JIOKYMEHTALUIO;
BBIOMPATh TEXHOJIOTHIO CO3/IaHUs

JTIOKYMEHTA.




2. CTPYKTYPA U COJIEP)KAHUE YUYEBHOM JJUCITUTIIVHBI

2.1 O0bém yueOHOM IMCUMIIJIMHBI M BU/IbI y4e0OHOi padoThl

Bup yuyeOHoit padoThI O01ém B yacax
O0bem o0pazoBaTe/IbHON NPOrpaMMbl Y4eOHOM TUCIIUIJIMHBI 122
B T.4. B popMe NpaKTH4eCKOii MOAr0TOBKH 100

B TOM YHCJIC:

TEOPETHYECKOE 00YUCHHE 22

MPAKTUYECKHUE 3aHATHS 100

IIpomexyTOoUHast aTTECTALMS 3auéT ¢ OLEeHKOM




2.2. TeMaTHYeCKMi IJIAH M COlePKaHUE Y4eOHOM TMCUMILTHHbBI

Koapbl
KOMIIeTeHIu i
Oo0beM, ak. 4./ H JIMYHOCTHBIX
HaumeHnoBaHue B TOM 4HCJIe pe3yabTaTOB,
Conep:xxanue y4eOHOT0 MaTepuaia
pa3aejion B popme ¢opmupoBanuio
L Tem # ()OpMBbI OPraHU3AUUHM 1eATETBbHOCTH 00yUAIOIINXCS npaKTIIecKoii KOTOPBIX
NOATOTOBKH, aK. Y. Croco0cTBYeT
JJIEMEHT
NPOrpamMMmsl
Paznen 1 Opranusanusi KOMINbIOTEPHOI 00pPadOTKHM TOKYMEHTOB 4
Tema 1.1 Conep:xanue yueOHOro marepuaJia: OK 01,
CoBpeMeHHbIE CoBpeMeHHbIE TEXHUUECKHUE CPEJICTBA CO3/IaHUS TEKCTOBBIX JOKYMEHTOB OK 02,
TeXHHYECKHE Hemu u 3amaun y4eOHOM TUCIUTUIMHEL. POJTh MTUCTIUTUIMHBL B PO eCCHOHAITBHON OK 04,
CPeacTBa CO3AaHUsA | MOATroTOBKE crienuanucta. CoBpeMeHHbIe aBTOMAaTU3UPOBAHHbIE CPEICTBA CO3/IaHUS IIK 1.5
TEKCTOBBIX TEKCTOBBIX JIOKYMEHTOB. 2
AOKYMEHTOB [IpaBuna TexHuKM 6€30MaCHOCTHA U TUTUEHUYECKUE PEKOMEH AN TIPH UCTIOIb30BAHUH
cpeacts KT B mpodeccronanbHoli AeSITETbHOCTH.
B TOM YHCIIE PAKTUYECKUX U JIAOOPATOPHBIX 3aHITUM:
IIpakTuueckoe 3ausitue 1. Opranuzainus pabovero MecTa u Tpy/ia orneparopa. 2
Paznen 2 OcBoeHue, NpUMeHEeHHNE U COBEPIIEHCTBOBAHNE HABBIKOB 14
«CJICTIOr0» AeCATHNATbIEBOr0 MeTo1a Hadopa
Tema 2.1 OcBoenne | Coaep:xxaHue ydeOHOro MarepuaJia: 10 OK 01,
KJIABHATYPbI OcBoeHHe KJIaBHATYPhI IEPCOHATILHOTO KOMITbIOTEPA (PYCCKUH MIPUPT) OK 04,
MEepCOHAIBLHOI0 Cxema kimaBuatypsl. «Cienoi» necsaTunanbleBblii METO KJIaBHaTypHOro Habopa, ero IIK 1.5
KOMIIbIOTEpa BO3MOXKHOCTH, IpeUMyIecTBa U 3)(HeKTUBHOCTS.
(pycckuii mipudT) | ByKBBI M 3HAKH MPEMTHHAHUS PYCCKOM KilaBHaTypbl. Vconb3oBanue KiaBul Shift u

Caps Lock.

B TOM YHCJIE TIPAKTUYCCKUX U TAOOPATOPHBIX 3aHATHIL:




IIpakTueckoe 3ansiTue 2. BoinogHEeHHE YIIPa)KHEHUH HA OCBOCHUE TEXHUKHU U CKOPOCTH
KOMIBIOTEPHOTr0 Habopa TEKCTOBOW MHGOPMAIIUU 110 OCHOBHOMY Psy KJIaBUATYPHI.

IIpakTnyeckoe 3ansaTHe 3. BoIOIHEHNE yIPa)KHEHUI HA OCBOEHUE TEXHUKU U CKOPOCTH
KOMIIBIOTEPHOT0 Habopa TEKCTOBON MHPOPMAIMH 110 OCHOBHOMY U BEpXHEMY psiiaM
KJIABUATYPBI.

IIpakTnyeckoe 3ansiTHE 4. BolNonHEHNE yIpaKHEHUI HA OCBOEHUE TEXHUKU U CKOPOCTH
KOMIIBIOTEPHOTO Habopa TeKCTOBOM HH(OPMAITUH IT0 OCHOBHOMY, BEPXHEMY M HHKHEMY
pszaM KilaBUaTyphl.

IIpakTnueckoe 3ansiTHe 5. BpinonHenue ynpaxHeHU Ha OCBOGHUE TEXHUKU Habopa
TEKCTOBOM U IM(POBOI MHPOPMALIUK C UCTIONB30BAaHHUEM 3HAKOB MPENMHAHUS U LU(P
YEeTBEPTOIO psifia KJIaBUATYPBI.

Tema 2.2
Od¢opmiienne
urdposoro
MarepuaJa

Conep:xanue yueOHOro MaTepuasa:
Odopmnenue nudpoBoro marepuana

Hudper apadekue. Pumckue uncna. Buasl apodeii. MHOro3HauHble yuca.

OcBoenue Tabauyvt cumso106; 3HaKH, YIIOTpeOasieMble ¢ nudpamu.

Pabota ¢ manenvro Cnucok (HyMepOBaHHBINA, MAPKUPOBAHHBIH )

B TOM 4YHUCJIC ITPAKTHYCCKUX U J'Ia60paT0pHLIX 3aHATHH:

IIpakTuyeckoe 3ausTHE 6. YioTpebieHue yncen apabCKuX U PUMCKUX B TEKCTOBBIX
pabotax. [lapameTpbl HyMepOBaHHBIX, MAPKUPOBAHHBIX CITUCKOB.

OK 01,
OK 02,
OK 04,

Pa3nea 3

OcHoBHbIe paBuJIa POPMATHPOBAHUS TEKCTA

10

Tema 3.1
TpeOoBanus K
0(p)OpPMJICHHIO
CTPaHMLIbI

Conep:xxanue y4eOHOT0 MaTepuaJia:

TpeboBanust K 0POPMIICHUIO CTPAHMIIBI

Pabota ¢ manensto [lapameTpsl cTpaHUIIBL.

PaGora c manensto A63ai. HazHaueHne GyHKIMOHATBHBIX KIaBHIIEH.
PaGora ¢ ObICTpBIMU KITABUILIAMHU.

B TOM 4YHUCJIC ITPAKTHYCCKUX U J'Ia60paT0pHLIX 3aHATHH:

IIpakTnyeckoe 3auaTHE 7. YIIOTpeOIeHNE 00MICYTOTPEOUTENHHBIX COKpAIICHHUI B
TEKCTOBOM JIOKYMEHTE.

OK 01,
OK 02,
OK 04

Copaep:xxanue y4eOHOT0 MaTepuasia:




Tema 3.2 OdopmiieHue 3aroJ0BKOB U 110/13aT0JIOBKOB K TEKCTY. OK 01,
Od¢opmiaenne [IpaBuna opopmiieHHs 3aroJI0BKOB U MO13ar0JIOBKOB. OK 02,
3aroJI0BKOB H B TOM 4MCJIe TPAKTUYECKUX U Ja00PATOPHBIX 3aHATHIA: OK 04
0A3aroJI0OBKOB K IIpakTnueckoe 3ansaTue 8. OpopmiieHHEe 3aroJIOBKOB 5
TEKCTY M MOA3arojIOBKOB K TEKCTY.
Tema 3.3 [Ipuémbr | CoaepxaHue y4eOHOro MaTepuaJa: 4 OK 01,
BbIe/IeHHs [TpuéMsl BeIfieTIeHUs OT/IETbHBIX ()ParMEeHTOB TEKCTA OK 02,
OTAEJIbHBIX OcHoBHBIE BUIBI IPUDTOB. ) OK 04
¢parmenTon Pabota ¢ manensto [llpugm: noguépkuBanue, pa3psika, YIJIOTHEHHE, )KUPHBIA pUPT,
TeKCTa MPOTMCHBIE OYKBBI, MAJIbIE TIPOMTUCHBIE OYKBHI.

B TOM YHCJI€ PAKTUYECKUX U JJaOOPATOPHBIX 3aHITUM:

IIpakTnueckoe 3ansaTue 9. [lpumeHeHne npuéMoB BbIAETICHUS OTACIBHBIX ()ParMEHTOB 5

TEKCTOBOI'O IOKYMEHTA.
Paspnen 4 Od¢opmiieHHe pa3IMYHBIX BUA0B TEKCTOBBIX padoT 18
Tema 4.1 IIpaBuna | Coaep:xxkaHue yueOHOro MarepuaJjia: 18 OK 01,
(hopmaTupoBaHus [IpaBuna opmMaTHPOBAHUS OTAETHHBIX PEKBU3UTOB TEKCTA OK 02,
OTAeNbHBIX [TpaBuna opopmienust ondbauorpad@UuIecKuX CBEICHHM, B T.4. YJIEKTPOHHBIX PECYPCOB. OK 04
PEKBH3MTOB TEKCTA | [[papusia ohopMIIEHUSI CHOCOK / CChUIOK HAa UCTOUYHUKH K TEKCTY.

[IpaBuna oopmiieHnss MHOTOYPOBHEBOTO criricka. PyOpukanius Tekcra. 3

[IpaBuna opopmiieHnss npUuMeyaHuil, MPUIOKEHUN B TEKCTOBOM JIOKYMEHTE.

[IpaBuna opopmieHHss MHOTOCTPAaHMYHOTO TEKCTOBOTO JOKyMeHTa. Hymepanus crpanuil.

Pabota ¢ pykonuceio. 3HaKH KOPPEKTYPHOH MPaBKH.

B TOM YHCJIE IPAKTHUECKUX U TaOOPAaTOPHBIX 3aHATHI: 15

[IpakTnueckoe 3ansaTue 10. OdopmieHre cHOCOk / GubIHOrpadUIECKUX CCHUTOK Ha 6

UCTOYHUK B TekcTe. OdopmiieHne crucka CIoIb30BaHHBIX UCTOYHUKOB.

[IpakTnueckoe 3anaTue 11. Odopmienue TutyapHOro aucta. Odopmienue 3

OTJIaBJICHUS/COJICPIKAaHUSL.

IIpakTnyeckoe 3ansaTue 12. BpinojaHeHNe MHOTOCTPAaHUYHOIO TEKCTOBOT'O IOKYMEHTA C 3

HyMepanuen CTpaHuLl.




IIpakTuueckoe 3ausitue 13. Pabota ¢ pykonucero. OpopmiieHue TEKCTOBOTO JOKYMEHTa

10CJIe KOPPEKTYPHOM MpaBKU. 3
Paznen 5 HN3ydyeHue JJATUHCKOH KJIABUATYPbI 12
Tema 5.1 OcBoenune | CoaepxaHue y4eOHOIo MaTepuaJa: 3 OK 01,
KJIABHATYPbl OcBoeHue KjIaBHaTypbl HEPCOHATBHOTO KOMIIbIOTEpA (JIATUHCKUH MIPUPT) OK 04
NEePCOHAIBHOI0 Cxema naTUHCKOW KJ1aBUATYphl. ByKBbI M 3HaKH NPENUHAHUS, 0COObIE 3HAKHU JIATUHCKON 3
KOMIIbIOTEPa KJIaBUATYPBI.
(yraTMHCKHI B TOM YHCJIE PAKTHUECKUX U TaOOPAaTOPHBIX 3aHITHI: 6
mpudr) IIpakTnueckoe 3ansitue 14. BeinonHenue ynpaxHeHU Ha OCBOCHHUE TEXHUKH U

CKOpPOCTH KOMITBIOTEPHOI0 Habopa TeKCTOBOM MH(OPMAIMH 110 OCHOBHOMY PsiTy

KJIaBUATypbl. BbllloIHEHNE yIIpa)KHEHUH HAa OCBOEHHE TEXHUKU U CKOPOCTU 3

KOMITbIOTEPHOT0 HabOpa TEKCTOBOW MH(OPMAIIK IO OCHOBHOMY M BEpXHEMY psLy

KJIaBUATYPBI.

IIpakTnueckoe 3ansaTue 15. BeinonHeHne ynpaxHEHNI HA OCBOCHUE TEXHUKU U

CKOpPOCTH KOMIIBIOTEPHOT0 Ha0opa TEKCTOBOM HH(POPMALIUU [0 OCHOBHOMY, BEpXHEMY U

HIDKHEMY PsIly KJIaBUATypbl. BeINoHEeHNe ynpaXXHEeHNH Ha OCBOCHHE TEXHUKU Habopa 3

TEKCTOBOH 1 II(PPOBOI HH(POPMAITNH C UCTIOIB30BaHUEM ITU(P U OCOOBIX 3HAKOB

4eTBEPTOTO psifia KIaBUATYpBhI.
Pa3zpnen 6 KoncrpyupoBanue Tadaui 12
Tema 6.1 Coaep:xanue y4eOHOro MaTepuaJa: 3 OK 01,
®opmaTupoBanue dopMaTHPOBAHKE PEKBH3UTOB TaOIUIIBI OK 02,
PEKBHU3UTOB PexBU3UTHI U CTPYKTYpPHOE OCTPOCHUE TAOIHLIBI. 3 OK 04
Tad bl B TOM YHCJIE MPAKTHUECKUX U TaOOPAaTOPHBIX 3aHITHI: 6

IIpakTuueckoe 3ausitue 16. KoHcTpynpoBaHue rojIoBKH K TaOIUIIaM: IIPOCTas, 3

CJIO)KHAS, YCIIOKHEHHAS.

IIpakTnueckoe 3anaTue 17. KoHcTpynpoBaHue O0KOBHKa K Ta0IHLIAM: TEKCTOBOI

(mpocTtoi, ycinoxHEHHBIN), HU(POBON, CMEILIAHHBIMN. 3

Hudpossie rpadsl B TabnHIAX.
Paszpnen 7 KomnbrorepHas 00padoTKa 0CHOBHBIX BUIOB I0KYMEHTOB 18




Tema 7.1 Conep:xxanue y4eOHOI0 MaTepHuasia: 18 OK 01,
Komnbrorephsbie KomnbroTepHbIe TEXHOJIOTMH MOATOTOBKHU IOKYMEHTOB OK 02,
TeXHOJIOT UM PexBU3HUTHI U CTPYKTYPHOE IOCTPOCHUE IOKYMEHTA. 3 OK 04
MOATr0TOBKH AxTtyanu3anus nHOOpMAaIUK TOCPEICTBOM CIIPABOYHO-TIPABOBOM CUCTEMBI.
AOKYMCHTOB B TOM YHCJIE MPAKTUYECKUX U JIAOOPATOPHBIX 3aHITUM: 15

IIpakTnyeckoe 3auaTue 18. KomnsrorepHast 00paboTka OCHOBHBIX PEKBU3UTOB 3

JOKYMEHTA.

I[IpakTnyeckoe 3ansatue 19. KomnsrorepHas o0paboTka opraHu3aliiOHHON 3

JIOKYMEHTALIUH.

IMpakTuyeckoe 3ansitue 20. KomnbrorepHas o0paboTKa pacriopsIuTeIbHON 3

JIOKyMEHTaluu

IMpakTuueckoe 3ausitue 21. KomnprorepHas o6padoTka nHGOpMaIMOHHO-CIIPABOYHOM 3

JIOKYMEHTALIUH.

IIpakTnyeckoe 3ansTHe 22. [ToaroroBka TeKCTOBOro 10KyMeHTa. PaboTa ¢ MmakeTom 3

MHOT'OCTPAHUYHOI'O IOKYMEHTA C UCIIOJIb30BAHUEM CIIPAaBOYHO-TIIPABOBOI CUCTEMBI.
Paznen 8. HNudopManmoHHble TEXHOJIOTHU MPH JOKYMEHTHPOBAHUYN U OPraHU3AIUM PadOThI € 20

AOKYMEHTAMH
Tema 8.1 PaGora ¢ Conep:xxanue y4eOHOT0 MaTepHuasia: 2
JIOKYMEHTaMH B PaGora ¢ nokymenramu B (hopmare Excel
dopmate Excel B TOM YHCII€ MPAKTUYECKUX U JIA0OPATOPHBIX 3aHITUM: 18

IpakTnyeckoe 3ansaTue 23. /later u Bpems B Excel 2

IMpakTuyeckoe 3ansitue 24. Co3gaHue BbImaaammmx cnuckos B Excel 4

[MpakTuyeckoe 3ansitue 25. Cocrapienue u opopmieHue Tadess yuera padbodero 4

BpPEMEHMU.

IpakTnyeckoe 3ausaTHe 26. Coznanne cBogHOM Tadmuis B Excel 4

IIpakTnyeckoe 3ansiTue 27. KOHTPOJIb UCIIOIIHEHNUS TOKYMEHTOB C UCIIOJIb30BAHUEM 2

Excel

I[IpakTnyeckoe 3ansaTue 28. ABTOMaTH3aIMS J1E€JI0MPOU3BOICTBEHHBIX ITPOLIECCOB C 2

ucnons3oBanueM Excel

Conep:xxanue y4eOHOT0 MaTepuasia: 10

OCHOBHBIC 00BEKTBI 0a3bI JaHHBIX: Ta6J'II/II_ILI, 3aIIpOChI, (I)OpMBI, OTYCTHI




Tema 8.2 Pexxumbl paboThI: peKUM KOHCTPYKTOPA, PEKUM MacTepa 2

ABTOMaTH3aIMS B TOM YHCJI€ PAKTUYECKUX U JJaOOPATOPHBIX 3aHITUM:

o6paboTku 6onpmmx | [pakruyeckas: padora 29. Cosnanne 6a3pl JAHHBIX I PETMCTPALUK JOKYMEHTOB Ha 4
00BeMOB KOMIIBIOTEpE

AOKYMEHTOB IIpakTnuyeckas padora 30. Coznanue 6a3bl TaHHBIX AJIS ABTOMATHU3aLUU paboThI ¢ 4

BHYTPCHHHMH NOKYMCHTAMU

IIpome:xxyToyHast arTecTanus B (popme 3a4€Ta ¢ OLICHKOM

BCEI'O 122




3. YCJIOBUS PEAJIM3AIIAY YYEFHOM TUCHUILIMHBI

3.1 Jlns peanusanuu nporpaMmbl y4eOHON AUCHUIUIMHBI JOJKHBI OBITh IIPELYCMOTPEHBI
CJIEIyIOIINE CIIEIUAJIbHbIE IOMEIIECHHUS:

Jlaboparopun «KommbroTepHoit 00pabOTKH JOKYMEHTOBY, OCHAIIEHHBIE HEOOXOIUMBIM
JUISL pealii3aliy porpaMMbl y4eOHOM TUCIUIUIMHBI 000PYI0BaHHEM:

MOCAIOUYHBIMH PaboYMHU MeCTaMH (B KOMIUIEKTE: KOMIIBIOTEPHBIA CTON U CTYJ) IO
KOJIMYECTBY CTY/IEHTOB,

pabodyrM MeCTOM IpernoaaBaTes,

MOCOOMSMH U MOJIENIIMHU, YI€OHOM JOCKOH,

KOH/IULIUOHEPOM;

TEXHUYECKUMHU CPEJICTBAMU 00yUEHUSI:

KOMIbIOTEpaMH (10  KOJMYECTBY MOCAJ0YHBIX MecT + 1 Ha pabodeMm croie
IpenoaaBaTeis), ¢ BO3MOXHOCTBIO BbIX0/1a B JIOKAJIbHYIO U II100AJIBHYIO CETH,

MYJIbTUMEIUIHBIM TPOEKTOPOM,

CKaHepOM, CETeBbIM MpUHTEpOM/M DY,

YHHUTOXXUTEIEM OyMaru.

3.2 UupopmanmoHHOE oOecneyeHne peaan3aluy NporpaMmbl

Jus peanmzanmmu mporpaMMbl OMOIMOTEUHBIH (HOHI 00pa30BaTENFHONW OpraHU3aAIUH
JIOJIKEH UMETh IIeYaTHbIE W/WIN 3JEKTPOHHBIE 00pa3oBaTeIbHble U HHPOPMAIIMOHHBIE PECYPCHI,
TSl ICTIONTB30BaHUs B 00pazoBaTesibHOM mporiecce. [Ipu popmupoBanuu 6ubimoredHoro ¢poHga
o0pa3oBaTeIbHONW OpraHu3anueil BbIOMpaeTcs HE MEHEee OHOI0 U3JAaHUs U3 NEePEeUUCIICHHbBIX
HIDKE NEYaTHBIX M3JaHUM M (WIM) 3JIEKTPOHHBIX M3JIaHMM B KaueCTBE OCHOBHOTO, NPH 3TOM
CIIMCOK, MOXKET OBbITh JONOJHEH HOBBIMH U3JIaHUSIMHU.

3.2.1 OcHOBHBIE TEYATHBIEC H3TAHUA

1. JlokyMeHTOBeleHHe: YYeOHUK M MPAaKTUKYyM Ui CPEIHEro NnpodeccHOHalIbHOTO
obpa3zoBanwus / JI. A. Jloponuna [u np.] ; mox pexakmueii JI. A. JlopoHuHoi. — 2-¢ U3, iepepao.
u gpon. — MockBa: WsnatensctBo HOpaiit, 2022. — 309 c. — (IIpodeccuonanshoe

obpazoBanue). — ISBN 978-5-534-04330-3.

2. Kopnee, 1. K. [lokymeHTanmoHHOE OOeCIEYCHHE YIPaBICHUS: YYEOHHK U
NpaKkTUKyM Ui cpeaHero npodeccruoHansHoro obpaszosanust / U. K. Koprees, A. B. ITmenko,
B. A. Mamypues. — 2-e u3f., nepepad. u mon. — Mocksa: HUznatensctBo FOpaiit, 2022. —
384 c. — (IIpodeccuonansHoe oopazoanue). — ISBN 978-5-534-05022-6.

3. KysnenoB, WM. H. JlokymeHTannoHHoe  oOecreyeHHe  YIPaBJICHUS.
JlokyMeHTOOOOpOT ¥ ACJNIONPOM3BOACTBO: YYEOHMK M  TPAKTUKYM JUIsI  CPEAHEro
npodeccuonansHoro obpazosanus / M. H. Kysnenos. — 3-e u3zn., nepepab. u pom. — Mocksa:

WznatenscrBo FOpaiit, 2022. — 462 ¢. — (IIpodeccuonanbroe obpazoBanue). — ISBN 978-5-
534-04604-5.

4. Ueptrona, E. A. Cratuctuka. ABTomMaTu3amus 00paboTku nHpopManuu: yueoHoe
nocobwue ist cpeHero npodeccronanbHoro oopasopanus / E. A. UepTkoBa. — 2-€ U3., UCTIP. U
non. — Mocksa: M3gatenbctBo HOpaiit, 2022. — 195 ¢. — (IIpodeccuonanpHOe 00pazoBaHue).
— ISBN 978-5-9916-9342-4.

3.2.2. OcHOBHBIE YJICKTPOHHBIC U31aAHUSA



1. JlokyMeHTOBeIeHHEe: YYEOHUK M MPAKTUKYyM Ui CPEIHEro MpodecCHOHAILHOTO
obpazoBanus / JI. A. Jloponuna [u np.] ; mox pexakmueit JI. A. JlopoHuHoi. — 2-¢ U3, iepepad.
u gon. — MockBa: HM3marensctBo IOpaiit, 2022. — 309 c¢. — (IIpodeccronansHoe
oOpaszoBanue). — ISBN 978-5-534-04330-3. — Tekct: snexTpoHHblii // OOpazoBaTenbHas
miatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/469701.

2. Kopnee, 1. K. [lokymMeHTalmoHHOE OO€ClEUEHHE YIIPaBJICHUS: YYEOHMK U
MPaKTUKYM IS cpeaHero mpodeccroHanbHoro obdpazosanus / U. K. Kopuees, A. B. ITmenko,
B. A. MamypueB. — 2-e¢ uza., nepepad. u gomn. — Mocksa : U3narensctBo HOpaiit, 2022. —

384 ¢. — (IIpodeccuonanbuoe ob6pazoBanue). — ISBN 978-5-534-05022-6. — Tekcr:
ueKTpoHHBIH  //  OOpasoBarenpHas  1wiargopma  Opaiit  [caiit]. —  URL:
https://urait.ru/bcode/472550.

3. Kysneno, WM. H. JlokymeHTauuoHHOe  oOecrieyeHHe  YIpaBJICHUS.

JIOKyMEHTOO0OPOT ¥ JICJIONPOM3BOJCTBO:  YYCOHMK W TPAKTUKYM JUISS  CPEIIHETO
npodeccuonanbHoro oopasosanus / M. H. Ky3nenos. — 3-e u3z., nepepad. u gon. — Mocksa:
UznatensctBo FOpaiit, 2022. — 462 c¢. — (IIpodeccuonansuoe obpazoBanue). — ISBN 978-5-
534-04604-5. — Tekcrt: anexTpoHHbIi // O0pazoBarenpHas wardopma FOpaiirt [caiiT]. — URL:
https://urait.ru/bcode/470020.

4. Ueptrona, E. A. Cratuctuka. ABromatuzanus 00padoTku nHopmaiuu: yaeoHoe
nocoOue JuIst cpeHero npogeccuoHansHoro oopasosanus / E. A. UepTkoBa. — 2-€ U31., UCHIP. U
nor. — Mocksa: U3gatensctBo HOpaiit, 2022. — 195 ¢. — (IIpodeccnonanbroe o6pa3zoBaHue).
— ISBN 978-5-9916-9342-4. — Texkcr: snexTponHsblit // OOpa3oBarenbHas miatdopma FOpait
[caiiT]. — URL: https://urait.ru/bcode/471306.

3.2.3. lonoaHuTEAbHbIE HCTOYHUKH:

1.T'OCT P 2.106-2019. Hanuonansusiii cranaapt Poccuiickoit ®denepauuu. Expunas
cuctema KoHCTpykTopckoi nokymentrauuu (ECKJI). TekctoBble JOKYMEHTHI (YTB. U BBEIEH B
neiicrue [Ipukaszom depepanbHOro areHTCTBA M0 TEXHUUECKOMY PETYJIUPOBAHUIO U METPOJIOTHH
(Poccrarmaprt) ot 29.04.2019 Ne 176-cr).

2. T'OCT P 7.0.97-2016. HaunonansHslii crangapt Poccuiickont denepannn. Cucrema
CTaHJapTOB 1O uH(popMmaluu, OuOIMOTEYHOMY U u3gartenbckomy gaeny (CHUBUJ).
Opranu3anroHHO-pacopAIUTeIbHAS TOKyMeHTanus. TpeboBanus K 0ohOpMIICHUIO TOKYMEHTOB
(yrB. Ilpuka3zom ®PenepaabHOro areHTCTBa MO TEXHUYECKOMY DPETYJIMPOBAHUIO U METPOJIOTHU
(Poccranmapt) ot 08.12.2016 Ne 2004-cT).

3. TOCT 7.32-2017. MexrocynapctBeHHblii crangapr. Cucrema CTaHIapTOB IIO
uHdopmaruu, OubmmoreyHomy U usmarenbckomy gneny (CHUBUI). Otuér o HayuHO-
uccaenoBarenbckoi padore (Otuér o HUP). Crpykrypa m mpaBwia odopmieHus (BBEAEH B
neiicrue [Ipukazom deaepalibHOrO areHTCTBA [0 TEXHUYECKOMY PETyJIMPOBAHHUIO U METPOJIOTUU
(Poccranmapt) ot 24.10.2017 Ne 1494-ct) (c [TonpaBkamu).



4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHMUAA

YYEBHOM JUCLHUIIAHBI

Pe3yabTaTnl 00yuyeHust

Kpurepun onenku

MeToab! olieHKH

Hepeqenb 3HaH]/ll71, 0CBaAaMBACMbIX B paMKax JUCHUIIJIMHBI

MIPABHII TI0 OXpaHe TPyJa U
TEXHUKE 0€30I1aCHOCTH;

IMpaBUJI OpraHu3alvun
pabouero mecta cekperaps u
PYKOBOOMTEIIA,

PYCCKOM U JIATUHCKOM
KJIaBUATYPbI IEPCOHATILHOTO
KOMIIBIOTEPA;

paBUI 0POPMIICHHS
TEKCTOBBIX JJOKYMEHTOB Ha

NEPCOHAIBHOM KOMIIBIOTEPCE.

«OTIUYHOY - TEOPETUIECKOE
coJiep)KaHHe Kypca OCBOCHO
MOJTHOCTHI0, 0€3 MpoOeIoB,
yMeHus: chopMUPOBaHbI, BCE
MPEeyCMOTPEHHBIE IPOTPaAMMOiA
y4eOHBIC 33/JaHUS BBIIOJHEHBI,
KQ4eCTBO UX BBIITOJIHCHHUS
OIICHCHO BBICOKO.

«XO0pol110» - TEOPETHUECKOE
coJIep:KaHue Kypca OCBOEHO
MOJTHOCTBIO, 0€3 TPOOEIoB,
HEKOTOPBIC YMCHHS
c(hOpMHUPOBAHBI HEAOCTATOIHO,
BCE TIPETyCMOTPCHHBIC
pOrpaMMoil yueOHbIC 3aaHuUs
BBITIOJTHEHBI, HEKOTOPHIE BUIBI
3aJJaHUM BBITIOJTHEHBI C
OIIINOKaMHU.

«Y IOBJIETBOPUTEIIBHO -
TEOPETUYECKOE COZIepKAHNE
Kypca OCBOEHO YaCTUYHO, HO
npoOesbl He HOCAT
CYILIECTBEHHOT'O XapakTepa,
HeoOX0uMble yMEHUS pabOThI C
OCBOCHHBIM MaTEpHAJIOM B
OCHOBHOM C()OPMHUPOBAHBI,
OOJIBLIIMHCTBO MPeyCMOTPEHHBIX
nporpamMmoii o0y4eHus: ydeOHbIX
3aJJaHU BBITIOJIHEHO, HEKOTOPBIE
U3 BBIITOJIHEHHBIX 3aJJaHUN
COJIepIKaT OLTHOKHU.

«HeynoBneTBOpUTENHHO» -
TEOPETUYECKOE COJICPKAHUE
Kypca He OCBOEHO, HE00XOIUMBbIE
yMEHHS He CHOPMHUPOBAHBI,

AHanus pe3yJabTaToB
TECTOBEIX 3aJIaHMUIA.

DKCIepTHOE
HaOJII0ICHUE U OIICHKA 32
JIEHCTBUAMU
00ydJaromuxcs Ha
MPAKTUYCCKUX 3aHATHSIX.

Texynui KOHTpOJIb
IIPUMEHEHHNs 3HaHUW B
XOJI€ BBIIIOJIHEHHUS
MPAKTUYECKUX 3aTaHUH.

DK3aMeH.




BBITIOJTHCHHBIC y‘-IC6HbIe 3alaHUus
coJiepkar rpyObie OMIHOKH.

Ilepeyenn ymeHuii, ocBauBae

MbIX B paMKaX ITUCHUIIJIMHBI

BBIMOJIHATH TPEOOBAHMUSI 1O
OXpaHe Tpylla U TEXHUKE
0e30I1acHOCTH;

OpraHM30BbIBAThH pabouee
MECTO JIJIsl MAKCHUMAJTBHO
3¢ exTuBHON PabOTHI;

npodeccuoHaIbHO
OCYILECTBIISATH HAOOP,
¢dbopmaTupoBaHue, BHIBOJI HA
nevaTh, COXpaHEHHE
TEKCTOBOU U 1TU(POBOI
nH(popMaluu Ha
MIEPCOHATIHFHOM KOMITBIOTEDE;

YUTaTh, IOHUMATh U
UCIIPABIIATH IPOCKTHI
JIOKYMEHTOB, C
HCIIO/Ib30BaHUEM CIIPABOYHO-
IIPaBOBBIX CUCTEM;

IUIAaHUPOBATh pabouee Bpems,
UCIIOJIB3YsI IPE/ICTABICHHBIC
3a71aHusl, IPOrPaMMHOE
o0ecrieyeHne U UCXOTHYIO
AOKYMCHTALUIO,

BBIOMPATH TEXHOJIOTHIO
CO3/JaHUS IOKYMEHTA.

«OTINYHOY - TEOPETHUECKOE
coJiepXaHue Kypca OCBOCHO
MOJTHOCTHIO, 0€3 TPOOEIoB,
yMeHus chopMupoOBaHbI, BCE
NPEIyCMOTPEHHBIE TPOrPaMMO
y4eOHbIe 3a/IaHMsI BBITIOTHEHBI,
Ka4eCTBO MX BBIITOJHEHUS
OLIEHEHO BBICOKO.

«XO0pOIIIO» - TEOPETUYCCKOE
COJIepKaHUE Kypca OCBOCHO
MOJIHOCTHIO, 0€3 POOEIoB,
HEKOTOPBIC YMEHUS
c(hopMUPOBAHBI HEAOCTATOYHO,
BCE MPETyCMOTPEHHBIE
porpaMMoii yueOHbIe 3a1aHus
BBIMOJIHEHBI, HEKOTOPBIC BHIBI
3aJaHUH BEITTOJIHEHEI C
OIITNOKaMHU.

«Y 10BIIETBOPUTEIILHOY -
TEOPETUYECKOE COAepKaHHE
Kypca OCBOCHO YaCTUYHO, HO
pOoOEIbl HE HOCST
CYILIECTBEHHOI'0 XapakTepa,
HE00X0uMbI€ YMEHUS PaOOTHI €
OCBOCHHBIM MaTEpUAJIOM B
OCHOBHOM C()OPMHUPOBAHBIL,
OO0JIBIIMHCTBO MPEYCMOTPEHHBIX
porpamMmMoi o0ydeHus y4eOHBIX
3aJJaHUi BBIIIOJIHEHO, HEKOTOPhIE
U3 BBINOJIHEHHBIX 3aJJaHUN
COJIepIKaT OIIHOKH.

«HeynoBneTBopHUTEIEHOY -
TEOPETHYECKOE COJICPIKAHUE
Kypca HE OCBOCHO, HEOOXOIUMbIE
yMeHUsI He ¢(hOPMHUPOBAHBI,
BBIINIOJTHECHHBIC yLIe6HBIe 3aJaHus
cojiepKaT TpyObIe OIUOKH.

DKCIepTHOE
HaOJIroIeHue 3a
NEUCTBUAMU
00yJaromerocs B Xo/ie
BBITTOJTHEHUS
MIPaKTUYECKON paOOThI.

AHanus pe3yJbTaToB
HalJt0/1eHus 3a
JeATEIIHOCTHIO
oOyyaromierocs B XxoJ1ie
BBITIOJTHEHUS
MPAKTUIECKON pabOTHI.

OreHka pe3yJibTaToB
BBINIOJTHEHUS
MPaKTUYECKON pabOThlI.

DK3aMeH.







