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1. OBILASI XAPAKTEPUCTUKA PABOYEI IPOTPAMMBI YYEBHOI
JTUCHUTINHBI

1.1 MecTto y4eOHOIl JTMCHUILIMHBI B CTPYKTYpe o0pa3oBaTeibHOI nporpammbl CITIO

VYuebnas aucruminuHa OIL05 MHpopMmanoHHblEe U KOMMYHUKAIIMOHHBIE TEXHOJIOTUH
SIBJISIETCSI 00513aTE€bHOM YacThIO 00IIETPO()ECCHOHATBHOTO IIMKJIA OCHOBHOU MPo¢heCcCUOHATBEHOM
00pa30BaTEeIbHOW MPOrpaMMbl CpeHEro MnpodeccuoHanbHOro 00pa3oBaHUS — MPOTPAMMBI
MOJITOTOBKHU CIIELIMATIUCTOB cpeaHero 38eHa B cooTBeTcTBHM ¢ PI'OC no cneunanbHocty 46.02.01
JIoKyMeHTallMOHHOE O0ecrieyeHne YIpaBIeHHs U apXUBOBEICHHUE.

1.2. Heab n niianupyemblie pe3yJibTaThbl 00y4eHUsI 110 y4eOHOH TUCHUILINHE!

1.2.1. Heab yueOHON AUCHUNIMHBI

I'maBHO# nenbto yueoHo quctuminnbl OI1.05 MadopmannonHble 1 KOMMYHUKAIIMOHHBIE
TEXHOJIOTUH sIBJIsieTCsl (OPMHUPOBaHUE Y oOyyaromuxcs 0a30BON CUCTEMBbI 3HaHUN M YMEHUH B
o0jacT TEOpUM U TMPAKTUKU JEJIOBBIX KOMMYHMKAIMM, pa3BUTHE KOMMYHHUKAaTHBHBIX
KOMIIETEHIMM, KOTOphle TO3BOJAT UM B OyIylleM OCYIIECTBIATh NPO(PEecCHOHATBHYIO
NeSITENbHOCTh Ha OCHOBE Hanbosee 3(h(PeKTUBHBIX MPUEMOB U (OPM AEIIOBBIX KOMMYHUKALIUH.

1.2.2.11l;1anupyemblie  pe3yJibTaTbl O0y4YeHHsI 1O Y4eOHOH JAWCHHMILVIMHE B
coorBercTBHM ¢ PI'OC CIIO

B pamkax mporpamMmbl y4eOHOH IUCIMILIMHBI OOYYaIOIIMMHUCS OCBAUBAIOTCS yMEHUS
U 3HaHMS

Kon xomnerenuumn,
(opmysmposka
KOMIIETeHIINH

3uanusi, yMeHusl

OK 01
Br16upath ciocoObl
peuieHus 3a1a4

3HaHUS:
aKTyaJIbHBIA TPO()ECCHOHAIBHBIN U COIMANTLHBIA KOHTEKCT, B
KOTOPOM MPUXOAUTCS paboTaTh U KUTh;

npodecCHOHATEHON OCHOBHBIE HCTOYHHUKH WH(POPMAIMN U PECYPCHI IS PEIICHHS 33129
JeSITeTbHOCTH U po06ieM B Npo(ecCHOHATBHOM W/WIIA COLMAIbHOM KOHTEKCTE
NPUMEHUTEIBHO K QJITOPUTMBI BHITIOJIHEHHSI pa00T B IPOPECCHOHATBHON M CMEKHBIX
pa3NUYHbIM o0nacrsx;

KOHTEKCTaM METO/]Ibl pabOThI B MPO(hecCHOHAIBHOMN U CMEXHBIX cepax;

OK 02 CTPYKTYpY IUIaHa ISl peLIeHus 3aay;

Hcnonp3oBaTh MOPSAZIOK OLIEHKH PE3yJbTaTOB PEIICHU 3a/1a4 NpopecCUOHATBHON
COBpPEMEHHbIE JeATENBHOCTH.

CpezcTBa IIOUCKa, HOMEHKJIaTypa UHGOPMALIMOHHBIX HCTOYHUKOB, IPUMEHSAEMBIX B
aHanM3a u npodecCHOHATBHON 1eATEIbHOCTH;

MHTEPIIPETALAN MIPUEMBI CTPYKTYPUPOBaHUS UHPOPMALIUY;

uHbopMaLuu 1 dopmat opopmiieHHs pe3yIbTaTOB MOUCKA HHPOPMALINHY,
UH(POPMALIMOHHBIE COBPEMEHHBIE CPE/ICTBA U YCTPOHCTBA MHGOPMATU3ALINN;

TEXHOJIOTUU IJIs1
BBITIOJITHCHUSA 3a1a4

MOPAAOK UX ITPUMCHCHUA U IPOI'PAMMHOC obOecrieueHue B
HpO(i)eCCHOHaHBHOfI JCATCIIBHOCTH B TOM YHCJIE C UCIIOJIB30BaAHHUEM

npogeccHOHAIbHON 1(POBBIX CPEICTB.

JeATEIIbHOCTH HOpMaTHBHBIE IPaBOBbIE akThl Poccuiickoit denepanun B chepe
TIK 1.1. MH(GOPMALIMOHHBIX U KOMMYHHKAITMOHHBIX TEXHOJIOTHIA;
OcymecTBiATh TpeOOBaHUS OXPaHbI TPY/a.

npuém-tiepenavy HHTEPHET-PECYPCHI I OCYIIECTBIECHHS TPEBEI-IIOAIECPIKKU
yIpaBJIeHYECKON JIEJIOBBIX MOE310K;

UHpOpMALIUU TpeOOBaHUs OXPaHBI TPY/A.

C OMOIIBIO CPEACTB | METOIBI 00PaOOTKHU M 3aIIUTEI MHPOPMALHMY C IPUMEHEHUEM
I/IH(i)OpMaHI/IOHHLIX CpCAacTB I/IH(bOpMaLII/IOHHLIX 1 KOMMYHHUKAIIUOHHBIX TCXHOHOFHﬁ;
U TpeOOBaHUs OXpaHbI TPY/a.
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KOMM YHUKAIIMOHHBIX
TEXHOJIOTUN

[K 1.3.

[TpuHnmaTh yyactue
B IINITaHUPOBAHUU
pabouero BpeMeHH!
PYKOBOJUTES

U TUIAHUPOBATh
pabouwii 1eHb
cekpeTaps

[K 1.4.
Ocyl1ecTBIsITh
MIOJITOTOBKY JIEIIOBBIX
M0€3/10K
PYKOBOJUTEIS U

JIPYIUX COTPYAHUKOB
OpraHu3anuu

[IK 1.6.
Ocy1iecTBIsITh
paboty

IO MO/ITOTOBKE

U TIPOBEACHUIO
KOH(EPEHTHBIX
MEpOIPUATHH,
o0ecrieunBaTh
nH(OpPMAITMOHHOE
B3aUMOJICHICTBHE
PYKOBOAUTENS

C TIOJIpa3ICIICHUSIMU
U I0JDKHOCTHBIMU
JUIAMH OpraHu3aInun

IK 1.7.
OdopMsaTh
OpraHU3aluOHHO-
pacropsiiuTeIbHbIC
JTOKYMEHTBI

Y OpraHU30BBIBATH
paboTy ¢ HUMH,

B TOM YHCJIC

C MCIOJIb30BaHUEM
ABTOMATU3UPOBAHHBIX
CHCTEM

COBpEMEHHbIE HH(POPMAIIMOHHBIE 1 KOMMYHHKAIIMOHHBIE
TEXHOJIOTUH, IPUMEHsIEMbIE B paboTe ¢ TOKyMEHTaMU,;
TpeOOBaHUS OXpaHbI TPY/IA.

YMmeHus:

pacrto3HaBaTh 3a/1a4y U/WIH IPOOIeMy B IPOGECCHOHATTEHOM
U/WITN COLTMAJIBHOM KOHTEKCTE;

aHATM3UPOBATh 3329y W/WIIM TPOOJIEMY U BBIIEISTH €€ COCTaBHBIC

4acTH;

OTIPENIEIIATh ATAIBI PEIICHUS 33/Ia4u;

BBIABIIATH U 3PPEKTUBHO UCKaTh HHPOPMALIHIO, HEOOXOTUMYIO IS
pelIeHus 3a1a4u U/ Uil NpoOJIeMBbL;

COCTaBJIATH IUIAH JIEHCTBUS; ONPENEIATh HEOOXOIUMBIE PECYPCHI;
BJIAJIETh aKTYaJIbHBIMH METOIaMH paboTHI B MPO(HECCHOHANBHON 1
CMEXHBIX cepax;

pearn30BBIBATh COCTABIICHHBIN TUIAH;

OLIEHUBATh Pe3yJbTaT U MOCIEACTBUS CBOUX JeHCTBUI
(camMOCTOATENHHO WIIH C TIOMOIIbIO HACTABHUKA).

OTIpeNIeNATh 3aauu JUIsl MOMCcKa HHPOpPMaLnY;

OIpeieNsATh HE0OX0IUMbIE HICTOYHUKU UH(OpMaIH;
TUTAHUPOBATh MPOIIECC MTOUCKA;

CTPYKTYPHUPOBATh MOJIy4aeMy0 HHPOPMALHIO;

BBIJICJIATh HanOoJiee 3HaYMMOeE B IIepeyHe HHPOPMALINY;
OLIEHUBATh MIPAKTUYECKYIO 3HAUMMOCTb PE3YyIbTaTOB ITOKCKA,
0QOpMIIATH pe3yIbTaThl MOUCKA, TPUMEHSTH CPECTBA
MH(POPMALMOHHBIX TEXHOJIOTUH /IS pelIeHus po(hecCuoHaNbHBIX
3ajay;

UCII0JIb30BaTh COBPEMEHHOE IIPOrPAMMHOE 00ECTIEUCHHE;
UCTIOJIB30BaTh pa3iMyHble IH(POBBIE CPEeICTBA IS PEILICHHS
npodeCCUOHANBHBIX 3a1ad.

UCTIOJIB30BaTh CPEACTBA MH(POPMALIMOHHBIX U KOMMYHHUKAIIMOHHBIX
TEXHOJIOTUH JUIs ITOJTy4eHHUs U Nepelauu HHpopManuy,

BECTH U HCIIOJIb30BaTh B paboTe 6a3y KOHTAKTOB OpraHU3allNH;
yCTaHaBJIMBATh U NOJAEPKUBAaTh KOMMYHMKAIIUU B IPOLIECCe
JICIIOBOT'O OOIIEHUS C MOMOIIBIO CPEACTB MHPOPMAIIMOHHBIX U
KOMMYHHKAIIMOHHBIX TEXHOJIOTHIA;

obecnieunBaTh HHPOPMAIIMOHHYIO O€30ITaCHOCTD JIEATEIBHOCTH
OpraHu3aluy.

BBIOMPATH (OPMBI ITIAHUPOBAHUS B OPOPMIISTH IJIAHUPOBIIHK
(opranaiizep) pyKOBOJUTENS U CEKpeTaps;

obecnieunBaTh HHPOPMAIIMOHHYIO 0€30ITaCHOCTD ACATEIHHOCTH
OpraHu3aluy,

OCYILIECTBIISITh TPEBEI-TIOICPIKKY JIETOBBIX MOE3/I0K;
UCTOJIb30BaTh CPEICTBA MH(POPMALIMOHHBIX 1 KOMMYHHUKAIIMOHHBIX
TEXHOJIOTUH JIst 0OecTieueH sl B3aNMOICHCTBHS C PYKOBOIUTEIEM
BO BpeMsl €T0 JeJI0BOI MOE3AKH.

OCYIIECTBIATH cOOp, 00pabOTKy HH(POPMAILIMH, CUCTEMATH3AIIUIO
MOJIy4aeMbIX U MepejaBaeMbIX JaHHBIX;

NPUMEHATh HHPOPMAITMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTHH.
PUMEHATh HHPOPMAIIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOT UM}
CKaHUPOBATh, KOIMPOBATh U KOHBEPTHPOBATH JOKYMEHTHI B
pa3nuyHble POpPMATHL.




2. CTPYKTYPA U COJAEP)KAHUE YUEBHOM IV CHUILIAHBI

2.1. O0beM y4eOHOM TMCUMILIMHBI M BU/bI y4eOHO! padoThI

Buj yueOHoii padoThl

Bcero uacos

O6bem 00pa3zoBaTeIbHOM MPOrpaMMBbl y4eOHOM AUCIUTUINHBI 70
OcHOBHOE coziepKaHue 70

BT. 4.

TeopeTuieckoe o0yueHue 20
MPAKTUYECKHUE 3aHATUS 50
IIpomeskyTouHasi aTTeCTALUSA I[H(b(bepe;]f;?; OBAHHbIH




2.2. TemaTn4yeCKHUi IJIAH M COAEPKAHNE YUeOHOM IMCHMIINHBI

DopMupyemMbIe
HaumenoBanue Copepxanue yueOHOro MmarepuaJia OB LeM 1ACOE odmme u
pa3/iesoB U TeM npogeccnoHaJIbHbIE
KOMIIETeHIIUH
1 2 3 4

Paznen 1. ABTOMATU3ALINA NHOOPMALIMOHHBIX ITPOIECCOB. KOMIIBIOTEP 4 OK 01,
Tema 1.1. IIpakTH4yecKkue 3aHATHS OK 02
YcerpoiicTBo 1 KomnbroTep Kak cpeicTBO aBTOMATU3ALIMH HH()OPMAIIMOHHBIX MTPOLIECCOB
NPUHIHUIBI PA0OTHI QD yHKIMOHAIBHBIE YCTPONCTBA KOMIIBIOTEPA 2
KOMIIbIOTEpPa [puémsl paboTel B cTangapTHHIX mporpammax OC: rpadguyeckoM U TEKCTOBOM

penakropax
Tema 1.2. IIpakTHyeckmne 3aHATHS
IIporpammHuoe OCHOBHbIE OHATHSI IPOrPAMMHOI0 00eCIIeYeHUsI KOMITBIOTEPA
o0ecnieyeHue Omnepanuonnslie cuctemsl. VX Bubl ¥ rpaduyeckuii uaTepdeiic
KommnbioTepa. PaiiioBast | Qaiinosas cucrema. Onepanuu Haj daiiamu 2
CHCTeMA XPaHEHHsI Cucremaruzanus HHOOPMAIIH C TIOMOIIBIO MAITOK U (HaiIoB.
uHpopmMauu PaGora c ¢aiinamu 1 KaTajsoramu

Pa6ota B ctannaptHbix nporpammax OC: TekcToBble, rpaduyecKue.
PA3JEJI 2. IPUKJIAJTHOE U CUCTEMHOE ITPOI'PAMMHOE OBECIHHEYEHUE 30 OK 01, OK 02,
Tema 2.1. IIpakTHYecKHe 3aHATHA IK 1.1, IIK 1.7
Cpeacrsa u Texnonorun | Hactpoiika uHTepdeiica TEKCTOBOTO pelakTopa, MapaMeTPOB CTPAHHUIIBL.
co31aHus U 00padboTKN OdopmileHre MHOTOCTPAHUYHBIX JIOKYMEHTOB
TeKCTOBOI HHopmauuu | Hacrpoiika untepdeiica TEKCTOBOrO peiakTopa.

Hactpoiika napaMeTpoB CTpaHMIIbI.

Hactpolika pe:KMMOB IeyaTH TEKCTOBOrO JTIOKyMeHTa. PaboTa ¢ mpuHTEpOoM.

[Tpuémsl penaktupoBanus Tekcta. [IpoBepka opporpaduu TekcTa B TEKCTOBOM 12

peaaxkTope.

dopmaTHpoBaHUE TOKYMEHTOB B TEKCTOBOM peAakTope. MI3MeHeHne cBONCTB
CHUMBOJIOB, IapaMeTpOB ab3aleB U cTpaHulbl. IleuaTs qOKyMeHTa.

®dopmaTrpoBaHUE JOKYMEHTOB B TEKCTOBOM peaakTope. MI3MeHeHune napameTpos
ab3aueB. YcraHoBKa no3unmi Tadyssiiuu. PaboTa co ciuckamu.

BcraBka rpaduyeckoro n3o0pakxeHus: B TEKCT, U3MEHCHHUE €T0 TOJIOKCHHUS Ha

ctpanulle. TeXHOIOTUsl BCTAaBKU B JOKYMEHT 00beKTa SmartArt.
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BcraBka CHOCOK B TEKCT JAOKYMCHTA B TCKCTOBOM PCAAKTOPC.

OcHoBHble puéMbI paboTsl ¢ Tabmuamu. Kontekctasie Bkiagku KoHcTpykTop
u MakeT Ji71st paboThI ¢ TaOIMITAMU B TEKCTOBOM PEIAKTOPE

Pazymunbie npuéMbl paboThI ¢ TaOJIUIIAMU B TEKCTOBOM pefakTope. CopTupoBKa
JIAHHBIX B Ta0auIe. Beruncinenus B Tadbannax

Paz0uenHne TeKkcTa Ha KOJIOHKU B TEKCTOBOM PEIAKTOPE.

dopmaTHpoBaHNE MHOTOCTPAHUYHOTO JOKYMEHTA B TEKCTOBOM PEIAKTOPE

Pabora co criiamu. Co3ganne aBTOMaTHUYECKOTO OTJIABICHUS B
MHOTOCTPAHUYHOM JIOKYMEHTE B TEKCTOBOM PEIAKTOPE

Tema 2.2.

CpencrBa

¥ TEXHOJIOTHH PadoThI
€ 2JIEKTPOHHBIMH
Ta0IUIAMH

ITpakTH4YecKue 3aHATHS

Co3znganue TabnuIl B TAOIMYHOM pelakTope U ux hopmaTrpoBanue. TUIbI
JAHHBIX, UCIIOJIb3YEMBIX B TAOJMYHOM pEIaKTOPe

BeinonHenne pacu€ToB B 3J€KTPOHHBIX Ta0aunax. @opmyibel. AGCOMOTHAS U
OTHOCHUTEJIbHAS aJIpecalysl

@DyHKIMH, UCTIOTb3YEMbIE B TAOJUYHOM penaktope. Pabora co cnuckamu.

Coznanue 1 popmMaTUpOBaHHE FTEKTPOHHBIX TaOIUL. THUIIBI JaHHBIX,
UCHOJIb3YEMBIX B TAOJUYHOM pPelaKTOpe.

Beimonnenne pacu€ToB B 3JEKTPOHHBIX Tabaunax. @opmyiel. AGComoTHAS U
OTHOCHTENbHAs aJjpecanust

DyHKIMH, UCTIONIb3YEMbIE B TAOIUYHOM PEAAKTOPE

HOCTpOGHI/IC " pCAAKTUPOBAHUC OUATPAMM

HaCTPOﬁKa JJMCTOB KHUI'M HA IICYAaTh.
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Tema 2.3.
Texnoaorusa OLE.
Co3znanue OLE-
00LEKTOB

Jleknuu

CrenmanpHast BcTaBka (hparMeHTa JJOKyMeHTa B JPYroi JOKYMEHT

BceraBka cBsi3aHHBIX OOBEKTOB B JOKYMCHT

BcraBka gparmenTa daitsia TaOIMYHOTO peakTopa B JOKYMEHT TEKCTOBOTO
pPENAKTOPA C YCTAHOBKOM CBSI3H

IIpakTHyeckmne 3aHATHS

Co3naHne TEKCTOBOTO JOKYMEHTA B MPUJIOKEHUU-KIHEHT 1 BcTaBka OLE-
00BEKTOB U3 MPHIIOKEHUS CEpBEpa

Coznanue crpaBoK U HHPOPMAIIMOHHO-aHATUTHYECKUX 0030pOB B MPUIIOKEHUU-
kiueHT U BctaBka OLE-00BEeKTOB M3 MPUITOKESHHSI cepBepa

Co3znanue cpaBoK ¥ HHPOPMAIIMOHHO-aHATUTHYECKUX 0030POB B IPHIIOKECHUH-
KJIMEHT U BCTaBKA CMAapKJIAiHOB U3 MPHUIIOKEHHUS CepBEpa

Tema 2.4.

Jleknuu




Pa3paboTka u
CONPOBOXK/ICHHE
uHGopMANNOHHBIX 0a3
AAHHBIX

Ionstue BJ] u CYB/I. 3arpyska, untepgeiic CYB/]. Tabnuunas ctpykrypa B/1.
[Tosst, 3anmcu. Tunel naHHbIX. [IoHSATHE KIIFOYEBOTO MO

®opwmsl, 3ampockl 1 0TuéTEI B CYB/], X Ha3HaueHue u crocoObl CO3qaHMs.
Co3naHue CBsi3u MEXKAY TaOJUIIAMU C TIOMOIIBI0 MAacTepa MOJCTaHOBOK

IIpakTHYecKHe 3aHATHA

Coznanue Tabnun B CYB/I. YcTaHoBKa CBONCTB HOJIEH U CBSI3EH MEXTY
tabnuuamu. BBoa u nmpocMoTp naHHBIX B pexume «Tadmumay

®opwmsl, 3arpocsl 1 0TuéThl B CYB/I, X Ha3HaUeHUE U CIOCOOBI
co3nanus. CozaHue CBA3U MEKAY TabJIMIaMH ¢ TIOMOIIBIO MacTepa
IIOJICTAHOBOK

Cosznanue BJI ¢ ucnonpzoBanueM ¢opm, 3anpocos u ot4éToB B CYB/I.

PA3JIEJI 3. CPEJACTBA IIEPEJJIAYM 3JIEKTPOHHBIX JOKYMEHTOB U OBECIIEYEHHWE X

COXPAHHOCTH

Tema 3.1. Jlekuuu

IIporpammsl CkaHMpoBaHHUE TOKYMEHTOB C IIOMOIUBIO CTaHAAPTHOTO npuioxeHus OC
CKaHMPOBaHHUS [IporpaMMBbI-apXUBaTOPBL. YIIAKOBKA U PACIIAKOBKA ApXUBOB

AOKYMEHTOB U CkaHMpoBaHHUE U PaCIO3HABAHUE TEKCTA C IIOMOILBIO CIIEUATU3UPOBAHHOTO
KOHBCPTHPOBAHUS nporpaMMmHoro odecneuenusi. Koppexrtuposka tekcra. KonseprupoBanue
(l)ai/'l.]IOB (I)aleOB

IIpakTHYecKHe 3aHATHA

PacnioznaBanue nHGOpMAIIUU C IIOMOIILIO0 TPOrPaMM CKaHUPOBAHHS.
KonpeprupoBanue (aitsion

[IporpammMbI-apXuBaTOpbl. YIAaKOBKA M PaclakOBKa apXHBOB

OK 01, OK 02,
IIK 1.1, IIK 1.6, TIK
1.7.

PA3JIEJ 4. CO3JAHUE U PEJJAKTUPOBAHUE T'PA®UYECKHAX U MYJbTUMEJUMHBIX OFBEKTOB

Tema 4.1.
IIpeacrasiienune
uHdopmanuu ¢
MOMOIIBLIO CPEACTB
uHporpadpuku

Jleknuu

Coznanue npe3eHTanuu B crnenuanuzupoBanHoM 10 ais noarotoBku
npe3enTanuii. OCHOBHBIE THIBI (DaitioB. PexxumMbl mpocMoTpa. Beioop mabiona u
TEMBI CJIAJIOB K npe3eHTanuu. MsMeHeHre Makera ciaanios

Hcnonp3oBanue runepcchlyiok B npe3eHTanuu. Hactpolika aHuMaium TekcTa
U 00bekToB. JlobaBiieHHe MEPEX00B MEXIY CllaliiaMu

Paznuunble cpeacTBa co3anusi HHGOrpaduKH.

Busyanuszanus 1 npeAcTaBlICHHE TOKIaaa

ITpakTHyecKue 3aHATHSH

OK 01, OK 02,
TIK 1.1, TIK 1.4, TTK
1.6




Br16op mabiioHa u TeMbI CIaiI0B K MPe3eHTAINH B crieruanu3upoBanaom [10
JUISl TOATOTOBKY Tipe3eHTanuid. Co3nanne coOCTBEHHOTO 1abioHa. M3Menenne
MakeTa CJIaiioB

Pabora co cnaiinamu. BctaBka 00beKTOB Ha Cllaiifl, ”3AMEHEHHE UX MOJIO0KESHHUS.
VYrpaBneHue ciosaMu cianaa

Hcnons3oBanne TUIICPCCBUIOK B IMIPEC3CHTAIN. HaCTpOﬁKa dHHUMallu1 TCKCTa

1 00beKkTOB. JloOaBIeHNE Mepexo 0B MEX Ty claiiiamu. BeraBka 3ByKa v BHJIEO.

Hacrpoiika npe3eHTanny Ha 10Ka3, yrpasiseMas JOKIaI4UKOM U B
aBTOMAaTHUYECKOM PEKUME

Paszpgea 5. TEXHOJIOTUSI CO3JAHUSI U ITIPEOBPA3OBAHNSA UHOPOPMAIIMOHHBIX OFBEKTOB 10
Tema 5.1. Jlexknuu
Ilepconnuuuposannsie | Mcrnonap3oBaHue MacTepa CIUSHUSA AJI PACCHUIKH JOKYMEHTOB
PACCBUIKH € IOMOLIbIO Co3naHue pacChUIKH ¢ TOMOIIBIO (DYHKIIUHU CIUSTHHS 2
(pyHxuun causHus Co3zmanme OeiiKa C MTOMOIIBI0 MacTepa CIHUSTHUS
Hcnonp3oBaHue 1m1a010HOB U ClIEUaIbHON BCTABKU IIPU CO3JJaHUM PACCBHUIKU
JIOKYMEHTOB C IOMOIIBIO ()YHKIMHU CIUSHUS
ITpakTH4YecKue 3aHATHS
Co3znanue nuceM-npurialieHuit, no3apasieHuil. Mcnons3oBanue macrepa
CIMSIHMSL JIJIsl TIEPCOHU(DUIIMPOBAHHON PACCHUIKH JOKYMEHTOB.
HcnonpzoBanue mactepa CIUSHUS I TEPCOHU(UIIMPOBAHHOMN PACCHUTKU 4
nokymeHToB. Co3aHie KOHBEPTOB, OCHKeN, KyBEepTHBIX KapTOYECK.
Hcnonp30Banue MacTepa CIMSHUS U IEPCOHU(DUITUPOBAHHON PACCHUTKH
nokymeHToB. Co3aHue MUCEM MO3paBiIeHUI, HATOMUHAHUI, BUBUTHON
KapTOYKHU, KYBEPTHOM KapTOUKH.
Tema 5.2. TexHnosorus Jlexkuun
aBTOMaTH3alUH Coznanue 111abJI0HOB CIIPaBOYHO-UH(OPMAIIMOHHBIX TOKYMEHTOB. DJI€MEHTHI
CO3J1aHMA U YIPABIEHUS COAEPKUMBIM.
HCIO0JIb30BAHUA Co3nanue mabIoHOB pacHOPSAIUTEIbHBIX JOKYMEHTOB, pa3padoTka hopm 2
nokymeHToB. LlladoHbl | PaGora ¢ mabnonamu. PazpaboTka 3amumEéHHON 3JIEKTPOHHON (OPMBI
AOKYMEHTOB JIOKYMEHTA
CoBmecTtHasi paboTa HaJ MPOSKTOM JOKYMEHTA B PEKUME PELICH3UPOBAHUS
ITpakTH4YecKue 3aHATHSH
Co3nanue mabIoHOB 3aMHMCOK, IPOTOKOJIA, CIIPABKU, IIPHUKA3a C YCTAHOBKOU 5

3allIUThI CJ'IY)KGGHOFO II1MCbMa, HOKH&HHOﬁ 3aIlIMCKH, PACIIOPAXKCHHA, aKTa

CoBMecTHas pa60Ta HaJl IPOCKTOM mrabJioHa IIpUKa3a, CIIpaBKH.

OK 01, OK 02,
TK 1.1, TIK 1.6, TIK
1.7
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PA3JEJ 6. KOMIIBIOTEP KAK CPEJJCTBO KOMMYHUKALUU U JOCTYII 16 OK 01, OK 02,
K HHOOPMALIMOHHBIM PECYPCAM. JIOKAJIBHBIE U I'NIOBAJIBHBIE CETH IK 1.1., IIK 1.3., TIK
Tema 6.1. Jlekuuu 1.4.,TIK 1.6., [IK 1.7
CeTH n HHTEpHET. [IpumeHeHne TOKaNbHBIX U I100aIbHBIX KOMITBIOTEPHBIX ceTel 111 0OMeHa 2
HNudpopmanuonHo- uHopmanueil. [louckossle cucremsl MuTEpHETA. 3amuTa nHbOpMaIK
NMOMCKOBbIE CHCTEMBI. PaboTa ¢ pa3nIu4HbIMU CIIPAaBOYHO-TIPABOBBIMU CHCTEMAMHU
Iouck napopmanuu B IpakTH4ecKne 3aHsITUS
Pa3JIMYHBIX CIPABOYHO- | Bo3MO)KHOCTH MOMCKa HHGOPMALIUU B UHTEpHETE 5
NPpaBoOBBLIX CHCTEMAX [ouck naopmaiyu B ohuLMaIbHbIX UHTEPHET-UCTOUHUKAX.
[ouck nHpOpMALIMU B pa3IMUHBIX CIIPABOYHO-IIPABOBBIX CHCTEMAX
Tema 6.2. IloutoBbIe U Jlekuun
o0/1a4HbBIE CEPBHUCHI B Hcnonp30BaHuE OYTOBBIX CEPBUCOB: BUJIbI, IPAaBUJIA PETUCTPALIMM, IIPABUIIA
padore ¢ JIOKYMEHTaAMH 3alIUThI
CepBuchl 00J1a4HBIX TEXHOJIOT U, TO3BOJISIFOIIME OPraHU30BaTh IOKYMEHTHOE U 2
0€310KyMEHTHOE 00CITyKHBaHUE
[Ipumenenne 00IaYHBIX XPAHUIUIL JAHHBIX JUIsI ONTUMU3ALUHN paboThI
C JOKYMEHTAMH
ITpakTHyecKue 3aHATHS
CoBmecTHas paboTa 10 OpraHU3aluu JOKYMEHTHOTO U 0€3 JOKyMEHTHOIO 2
00CITY)XHBaHUS C MPUMEHEHUEM 00JIAYHBIX TEXHOJIOTHI
Tema 6.3. CoBpeMmenHble | Jlekuuu 5
NPOrpamMMblI- CoBpemMeHHbIE TPOTPaMMBI-TUIAHUPOBIIUKHI
IUIAHM POBIIUKH IIpakTHyeckune 3aHATHS
[TnanupoBanue paboyero THsA pyKOBOJUTEINS U CEKpeTaps C MOMOIIBIO 2
COBPEMEHHBIX IPOrpaMM-IIIaHUPOBILUKOB
Tema 6.4. Cpencrea UT | Jlekuun
TeXHOJIOTHH NPH CucreMbl OpOHUPOBaHUS OUIJIETOB U OTEJIEH. 2
OpPraHM3anMu AeJ0BbIX Pabora ¢ reogaHHbIMU
MOe310K pyKoBoauTe . | [IpakTHUYecKHe 3aAHSTHS
OcyuiecTBiieHHE TPIBEI- ITonbopka petica u oTesns 1Mo 3aJaHHBIM ITapaMeTPaM. 2
ITOI1E PKKH Onpenenenne reoJaHHbIX
Bcero 70
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3. YCJIOBUSA PEAJIN3AIIMA TIPOTPAMMBI YYEBHOM JUCHUIIINHBI

3.1. TpeGoBaHMsA K MUHMMAJIbHOMY MATEPUATbHO-TEXHHYECKOMY 00ecrevdeHnI0

JUia peanuzanmMu OporpaMMbl y4€OHOM JUCLMIIMHBI IPELyCMOTPEHBI CIEAYIOLIHE
CIEI[aJIbHBIE IOMEIIECHUS

JlaGopatopus «HOpMAIIMOHHBIX M KOMMYHHKAIIMOHHBIX TEXHOJIOTUI», OCHAIllEHHAs
HEOOXOIUMBIM JJISl pealIn3allii MPOrpaMMbl yIeOHON JUCIUTUINHBI

000py0BaHUEM:

paboune MecTa 1o KOJIMYecTBy oOydaromuxcs 15

pabouee MecTO MNpernoAaBaTes, OCHAIIEHHBIX KOMIBIOTEPHBIM CTOJIOM U HOJbEMHO-
HOBOPOTHBIM KpecioM 1

TEXHUYECKUMU CPEACTBAMU O0yUeHUS:

MePCOHAIBHBINA KOMITBIOTEDP Ha Kaxkaoe padboyee mecto 10

C YCTaHOBJIEHHBIM IIPOrPaMMHBIM 00€CIIeUeHHEM: OIlepallMOHHAas CUCTEMa, aHTUBUPYCHAsI
porpaMma, TeKCTOBBIN, TabunuHblil pegakrop, CYB/l, nporpamma Jijist co31aHus Npe3eHTalui,
[lepcoHanbHbIi MHPOPMALIMOHHBIN MEHEKEp ¢ QYHKIMAMHU OYTOBOro KiueHTa u Groupware,
apXUBaTOPBI, IPOrPaMMbl CKAHUPOBAHUS, KOHBEPTUPOBaHUs (ailiios,

C JOCTYIOM B IJI00AJIbHYIO CE€Th MHTEPHET, B JIOKAJIBHYIO CETh YUE€OHOTO 3aBEJICHHUS, B
CIIPaBOYHO-TIPABOBYIO CUCTEMY U AJIEKTPOHHO-OMOIMOTEYHYIO CUCTEMY;

MYJIbTUMENIHOE 000py10BaHNE:!

npoektop 1

IPUHTEpP, CKaHep, KONUPOBAJIbHBIHN anmnapat wiu MOY 1

3.2. UndopmanuonHoe odecrneyenne 00yueHus

OcHoBHasl JuTepaTypa:

1. TapunoB M. B., Knmumos B. A. Undopmatuka u mHPOpMAIMOHHbBIE TEXHOJIOTHH.
VY4aeOHUK 17151 cpeiHero npodeccuoHaabHoro oopazosanus / M. B. T'aBpuios, B. A. Kiiumos. —
4-¢ w3np., mepepad. m gon. — MockBa: M3gatensctBo [Opaitt, 2022. — 383 c. —
(ITpoeccuonansnoe obpazoBanue). — ISBN 978-5-534-03051-8. — Tekct: 31eKTpOHHBIN //
3BC IOpaiit [caiir]. — URL.: https://urait.ru/bcode/469424

3. Kympustiaos /1. B. MadopmarmonHoe oGecnieueHre npogeccuoHaIbHOM e TeIbHOCTH:
y4eOHUK ¥ TIPAKTUKYM JJTsI CpeIHEeTO Mpo(dheCCHOHATLHOTO 00pa3oBaHus/ YUeOHUK U TPAKTUKYM
U1 cpeqHero npogeccruoHanbHoro oopasosanus / [{. B. Kynpusno. — Mocksa: 3narenscTBo
Opaiit, 2022. — 255 c. — (IlpodeccuonansHoe oopazoBanue). — ISBN 978-5-534-00973-6. —
Tekcr: anekrponnsiii // DBC IOpaiir [caiit]. — URL: https://urait.ru/bcode/470353

4. TIlnornukoBa, H. TI. HWudpopmatuka u wuHPOPMAMOHHO-KOMMYHHUKAIIMOHHBIE
texaonoruu (UKT) : yuebnoe mocodue / H. I'. IlnoraukoBa. — Mocksa: PUOP: UHOPA-M,
2022. — 124 c. — (Cpennee npodeccuoHanbHoe ooOpazoBanue). - ISBN 978-5-369-01308-3. -
Tekcr: AIEKTPOHHBIN// 9BC Znanium [caiit]. - URL:
https://znanium.com/catalog/product/1229451 (nata ob6pamenus: 04.08.2022). — Pexum noctyna:
IO TTOATIHCKE.

5. TpopumoB B. B. Hudopmatuka B 2 T. Tom 1: VYyeOHUK i1 CpeaHEro
npodeccronanbHoro oobpazosanus / B. B. Tpodpumor. — 3-e u3zz., nmepepad. u mon. — Mocksa:
WznarensctBo HOpaiir, 2022. — 553 ¢. — (Ilpodeccuonansuoe o6pazoBanue). — ISBN 978-5-
534-02518-7. —  Tekcr: onektponnbii  //  DOBC  IOpair [caiir]. —  URL:
https://urait.ru/bcode/471120

1. 6. ®enorona, E. JI. UndopmanmonHbie TEXHOJIOTHH B IPO(HECCUOHAITBHON e TEILHOCTH:
yuebnoe nocobue / E.JI. denoroBa. — MockBa: ®OPYM: UHOPA-M, 2022. — 367 c. —
(Cpennee npodeccuonanpHoe odpazoBanue). - ISBN 978-5-8199-0752-8. - TekcT: 31eKTpOHHBIN
// OBC Znanium [caiit]. — URL: https://znanium.com/catalog/product/1786345 (nata oOpartieHus:
04.08.2022). — Pesxum 10OCTyIA: IO TOAMUCKE

JlonoTHUTEIbHAS JIUTEpaTypa:
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1. AnekceeB A.Il. CoopHuK 1a00opaTopHbIX paboT no aucuuiuinHe «MHpopmaTkay,
gacTh 2: YueOHoe mocodue. YueOHoe nocodue mo aucuurumne «MHadopMaTikay, s CTyIeHTOB
nepBoro kypca crnenuansHocTeid 10.03.01 u 10.05.02 VYuebGHoe mocobue mTO TUCIUILIMHE
«Uudopmarukay, misd CTyAeHTOB mepBoro Kypca cnenuanbHoctedt 10.03.01 u 10.05.02 /
AnekceeB A.Il. — Mocksa: COJIOH-IIp., 2017. — 256 c.: ISBN 978-5-91359-220-0. - Tekcr:
anextponnbiit// DBC Znanium [caiit]. — URL: https://znanium.com/catalog/product/881455. —
Pexxnm noctyma: mo noanucke.

2. bensesa. T.M. MaremaTuka u unpopmaruka: yueOHuk u npaktukym ais CI10 / T.
M. bensieBa [u np.]; mon penmakmueit B. JI. DnpkuHa. YueOHUK M TPAKTUKYM IJIsi CPEIHETO
npodeccuonanpHoro oopasosanus / T. M. bensiesa [u ap.]; nox penakuueit B. 1. Dnpkuna. — 2-
e wu3n., nepepab. u jgom. — MockBa: MzmatensctBo HOpaiit, 2022. — 402 c. —
(ITpoeccuonansnoe obpazosanue). — ISBN 978-5-534-10683-1. — Tekct: 31eKTpOHHBIN //
OBC IOpaiir [caitt]. — URL.: https://urait.ru/bcode/469943

3. Kenposa I'.E. [u np.] UadopmaTuka ans ryMaHuTapueB: y4eOHUK U HMPAKTUKYM
Uit cpeHero npogeccuonanbHoro oopaszosanus. [lon pegakuueit I'. E. Keaposoii. — Mocksa:
WznarensctBo HOpaiit, 2022. — 439 c. — (Ilpodeccuonansuoe o6pazoBanue). — ISBN 978-5-
534-10244-4. —  Tekcr: onektponnwenii //  ObC  WOpawr [caiit]. —  URL:
https://urait.ru/bcode/475550

4, Hosoxwnos O.I1. Uadopmatuka B 2 4. Yacte 1: yuebnuxk mus CIIO / O. II.
HoBoxwumnos. YueOHUK a5 cpeHero npogeccruoHansHoro oopasosanus / O. I1. HoBoxuiaoB. —
3-e wu3nm., mepepab. m gom. — MockBa: MsmarensctBo FOpaiit, 2022. — 320 c. —
(ITpoeccuonansuoe obpazoBanue). — ISBN 978-5-534-06372-1. — Tekct: 37eKTpOHHBIN //
OBC IOpaiir [caiit]. — URL.: https://urait.ru/bcode/474161

S. [ormoB A.M. Undopmatuka u Matematuka: yueOHUK U npaktukym ais CIIO / A.
M. Tlonos, B. H. Cotauxos, E. 1. Haraesa, M. A. 3aiineB; nmox pea. A. M. IlonoBa YueOHuK u
MPAaKTUKYM JUIS CpeltHero npodeccruoHanbHoro oopasosanus / A. M. Ilonos, B. H. Corauxos, E.
W. Haraea, M. A. 3aiines; nox pemakiueir A. M. [lormoBa. — 4-¢ u3x., nepepad. u gom. —

Mockga : M3nparensctBo FOpaiit, 2022. — 484 ¢. — (IIpodeccuonanproe odbpazosanue). — ISBN
978-5-534-08207-4. — Tekct: osnektponnsii // DOBbC IOpaktr [caiit]. — URL:
https://urait.ru/bcode/469437

6. CogeroB b.5I. HMHdopManuoHHBIE TEXHOJOTHH: YYEOHHK JJISI  CPEIHEro

npodeccuonansHoro oopazosanus / b. 1. Coseros, B. B. LlexanoBckwuii. — 7-¢ u3a., mepepad. u
non. — Mocksa: M3gatensctBo FOpaiit, 2022. — 327 ¢. — (IIpodeccuonanproe o6pa3oBaHue).
— ISBN 978-5-534-06399-8. — Tekct: snexrponusni / DbC IOpaiir [caiit]. — URL:
https://urait.ru/bcode/469425

7. Tpodumor B.B. MHpopmanmoHHbIe TEXHOIOTHH B SKOHOMHKE W YIIPABICHUH B 2
4. Yacts 1: yueOnuk nis CIIO / B. B. Tpodumos [u ap.]; mox pea. B. B. Tpodumona. Yuebuuk
ISt cpenHero npodeccroHanbHOTo 0Opasosanwus / B. B. Tpodumos [u np.] ; mox penakuueii B.
B. Tpodpumona. — 3-e u3z., nepepad. u gon. — Mocksa: U3natensctBo FOpaiit, 2022. — 269 c.
— (ITpodeccnonanbroe obpazoBanue). — ISBN 978-5-534-09137-3. — TekcT: 271€KTPOHHBIH //
OBC HOpaiit [caiit]. — URL: https://urait.ru/bcode/475059

8. CnpaBouno-nipaBoBasi cucreMma «Koncymnbrant [Imtocy. Odurmansasiii caint CIIC
«KoncynbranT mitocy [DnekrponHslit pecype] . URL: http://www.consultant.ru/

9. CnpaBouno-nipaBoBasi cuctema «I['apant» [Dnexkrponnsiii pecypc] . URL:garant.ru

10. CrnpasouHno-nipaBoBas cucreMa «Koncopuuym Konekc» [DnekTpoHHbIN pecypc] .
URL: Kogexc - Ilpodeccuonanburie cripaBounbie cuctemsl - Kogekc (kodeks.ru)
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11.  OduumanbHbli caliT mporpammsl Uit pacrio3HaBanus Tekcta ABBY'Y FineReader.
OdwunmanbHBIH caiT KOPIOpAaINH Adobe. [D51eKTpOHHBIH pecypc] URL:
https://www.abbyy.com/ru-ru/Finereader/

12. Odwunmansreni cadt Microsoft Office. CnpaBka. Odurnmansasiii cailt Microsoft
[DnexTponnsiii pecypc] . URL: https://support.office.com/

13. Odunmaneueiit caitt komnanuu Google. CripaBka Google. [ DnekTpoHHBIHM pecypc]
URL.: https://support.google.com

14. Odunmansueiii calt Anaexc-nuck [Onextponnslii pecypc] URL: Anpexc./luck
(yandex.ru).

15. Odunmanereiii caitt Ob6mako mein. [DnektponHsii pecype] URL: O6mako Mail.ru

16.  Cuctema onnaifH-OpoHupoBaHus oteneil «bykunry. OdunmanbHplii  cait
Booking.com [DaexTponnsriii pecypc] URL: https://www.booking.com/index.ru.

17.  Cepsuc cpaBHeHUs LIeH Ha oTenu «TpuBaro» Odunmansueiii caiit Trivago.
[DnexTponnsiit pecypc] URL: https://www.trivago.ru/

18.  Cepsuc 6ponupoBanus oteneit «Xorency OduunanbHbIH caiT Hotels
[DnexTponnsiii pecypc] URL: https://ru.hotels.com/

19. Cucrema cpaBHEHHs 1ieH Ha otenu «Pymrypy» OdunmanbHbIHI CalT
Roomguru [DnexTponnsriii pecypc] URL: https://www.roomguru.ru/Hotels/Search

20.  CepBHC cpaBHEHUS IIEH Ha OTETH «XOTEIUTYK» Odunmansusiii caiit Hotellook
[DnexTponnsiit pecypc] URL: https://hotellook.ru/

21. OAO «PX]I». Odurnmanpubeiii caidt [DnextponHsiii pecypc] URL: Ilaccaxupam
(rzd.ru)

22. Cucrema norcka aBuaOuiIeToB oHNaiH «bunets! irocy  OdunuansHelii  calT
Biletyplus [DnexTponnsriit pecypc] URL: http://biletyplus.ru/

23.  Cucrema 3aka3za KeJe3HOJOPOXKHBIX OmwieToB oHiaiiH OdunmansHbeii cat Tutu
[DnexTponnsiit pecypc] URL: https://www.tutu.ru

24.  T'azera «MH(DopmaTHKay u3naTenbekoro qoma «llepBoe ceHTIOps [ DNeKTPOHHBIH
pecypc]. URL: https://inf.1september.ru

25.  Kypman «Uudopmatnka u oOpasoBanue» [InexTponnsid pecypc]. URL:
http://infojournal.ru

HNuTepHer — pecypcesbl:

1. Kynpusuos /. B. Undopmannonnoe odecrnieueHre mpoecCHOHAIBHON AeATEILHOCTH:
yUeOHUK U MPAKTUKYM JJISI CPETHETO MPpodecCHoHaATbHOTO 00pa3oBaHus/ YUEOHHUK U MPAKTUKYM
JUIst cpeAHero npodeccuoHanbHoro oopazosanus / J{. B. KynpusnoB. — Mocksa: 3nareiabcTBo
IOpaiir, 2022. — 255 c. — (IIpodeccuonansuoe odbpazosanue). — ISBN 978-5-534-00973-6. —
Tekcr: anexrponnsiii // DBC HOpaiir [caiit]. — URL: https://urait.ru/bcode/470353

2. IInornukoBa, H. I'. Hudopmatnka u uHPOPMALNOHHO-KOMMYHUKAIIMOHHBIE
texHonorun (MKT) : yueObnoe mocodue / H. I'. IInotaukoBa. — MockBa: PUOP: UHOPA-M,
2022. — 124 ¢. — (Cpennee npodeccuonampHoe obpasosanue). - ISBN 978-5-369-01308-3. -
Tekcr: AIIEKTPOHHBIN// 9BbC Znanium [caiiT]. — URL:
https://znanium.com/catalog/product/1229451 (nara o6pamenus: 04.08.2022). — Pexxum mocTyma:
IO TIOJIITHUCKE.

3. Tpodumor B. B. Hndopmatmka B 2 1. Tom 1: VY4eOHMK ns1 CpeIHEro
npodeccuonanbHOro 06pazosanus / B. B. Tpodpumos. — 3-e uzn., nmepepad. u mon. — Mocksa:
NznarensctBo IOpaiit, 2022. — 553 ¢. — (IIpodeccuonansroe o6pazoBanue). — ISBN 978-5-
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534-02518-7. —  Texkct: osnektponHeit //  3OBC  IOpaiir  [caiit]. —  URL:
https://urait.ru/bcode/471120

4. ®enorona, E. JI. UnpopMannoHHbIe TEXHOIOTUH B TPOHECCHOHATBHON €A TEIbHOCTH:
yuebHoe nocobue / E.JI. denoroBa. — Mocka: ®OPYM: MHD®PA-M, 2022. — 367 c. —
(Cpennee npodeccuonansHoe obpazoBanue). - ISBN 978-5-8199-0752-8. - TekcT: aneKTpoHHBIH
// OBC Znanium [caiiT]. — URL: https://znanium.com/catalog/product/1786345 (nata obpamieHus:
04.08.2022). — Pexxum pocTyna: o MOAIHUCKE.
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4. KOHTPOJIb 1 OLIEHKA PE3YJIbTATOB OBYUEHMSI 110 YUEEHOM

KoHTpoJIb 1 oleHKa pe3y/bTaTOB 00y4eHUs M0 y4eOHON TUCIMITIIMHE OCYIIECTBIISIETCS
MpernojaBaTesieM B MpOIECcCe MPOBEJACHHS MPaKTUYECKUX pPaldOT, TECTUPOBAHMS, a TaKXKe

JUCIHHUIIVIMHE

BBIITOJIHCHUA O6yanOHIHMHC$[ WHIAWBUAYAJIbHBIX SaHaHHﬁ, ITPOCKTOB, HCCHGHOB&HHﬁ.

Koa u HaumeHoBaHue
¢GopMupyeMbIX KOMIIETEH NI

Kpurepuu oneHkun

MeToabl OLIEHKH

OK 01

Br16upaTh ciocoObl petieHust
3a/1a4 MpoQeCcCUOHATBHON
JeSTeTbHOCTH IPUMEHUTEIBHO K
Pa3IUYHBIM KOHTEKCTaM

OK 02

Hcnons30BaTh COBpEMEHHBIE
CpEZCTBa IIOUCKA, aHAIN3a U
UHTEpHpeTannu HHGopMaum u
MH(QOPMALMOHHBIE TEXHOJIOTUH
JJI4 BBIIIOJITHCHUSA 3aJa4
npodeccruoHaIbHON
JEeATENbHOCTH

[K 1.1.

Ocyl1iecTBIsITh
npuéM-tiepenagy
ylpaBJlileH4eCKOI nH(popMau
C IOMOIIBIO CPEJICTB
MH(GOPMaLIMOHHBIX

Y KOMMYHUKAIIHOHHBIX
TEXHOJIOT U

[1K 1.3.

IIpynuMaTs yyacrue
B IUIAHUPOBAHUU
pabouero BpeMeHH
PYKOBOAMTEISA

U TUIAHUPOBATh
pabouwnii eHb
cekperaps

[1K 1.4.
Ocyl1ecTBiIsITh
MOJITOTOBKY JIETIOBBIX MOE3I0K

«OTIUYHOY - TEOPETUUECKOE
coJiep>KaHHe Kypca OCBOCHO
MOJIHOCTBI0, 0€3 MPoOeIIoB,
yMmeHus1 chopMUpOBaHbI, BCE
IPElyCMOTPEHHBIEC MPOTPAMMON
yueOHbBIC 3a]JaHUS BBITIOJTHCHEI,
KaueCTBO UX BBIMTOJIHEHUS
OIIEHEHO BBICOKO.

«XOpo1Io» - TEOPETHIECKOE
cojiepKaHue Kypca OCBOEHO
MOJIHOCTBI0, 0€3 MPoOeIIoB,
HEKOTOPBIC YMEHUS
c(hopMupPOBaHBI HEJJOCTATOYHO,
BCE MIPEYCMOTPEHHEBIC
MporpaMMoi ydeOHbIe 3adaHUs
BBITIOTHEHBI, HEKOTOPHIE BUIBI
3aJJaHUH BEIIIOJIHEHEI C
OImOKaMu.

«Y 10BJIETBOPUTEIILHO -
TEOPETUIECKOE COACPIKAHNE
Kypca OCBOCHO YaCTHYHO, HO
OOl HE HOCST
CYIIECTBEHHOI'O XapakTepa,
HE0OXOAUMBIE YMEHHUS PaOOTHI C
OCBOCHHBIM MaTEpHAJIOM B
OCHOBHOM C()OPMHUPOBAHBI,
OOJIBIIIMHCTBO MPETYCMOTPEHHBIX
porpamMmoi 00y4eHus: ydeOHbIX
3aJlaHHid BBITTOJIHEHO, HEKOTOPBIE
13 BBIITOJIHEHHBIX 3aJJaHUN
coJiepKatr OMUOKH.

«HeynoBneTBopuTeIHHOY -
TEOPETHYECKOE COJICPIKAHUE
Kypca He OCBOEHO, HEOOXOIUMbIE
yMeHUs He C(hOPMHUPOBAHBI,

Kaxkumu

poIeIypamMu
TIPOU3BOIUTCS
OIIEHKA:

YceTHBIM ompoc

TecToBbIl KOHTPOJIb
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PYKOBOJIMTEIS U IPYTUX
COTPYAHUKOB OpraHU3aIUuu

[IK 1.6.
Ocy1iecTBIsITh
pabory

0 IOJITOTOBKE

U TIPOBEACHUIO
KOH(EepEeHTHBIX
MEPOIPHUATHH,
o0ecrieunBaTh
UH(POPMALIMOHHOE
B3aUMOJIECICTBUE
PYKOBOIIUTEIS

C TIOApa3IeIICHUSIMH
U JIOJDKHOCTHBIMU
JUIAMH OpTraHu3alun

[K 1.7.

Odopmisath

OpraHu3alMOHHO-
pacropsANTEIbHBIC JOKYMEHTHI
Y OpTaHU30BBIBATH PA0OTY C
HUMH,

B TOM 4HCIIE

C MCIIOJIb30BaHHEM
ABTOMATH3UPOBAHHBIX CHCTEM

BBITIOJTHCHHBIC y‘IC6HLIC 3aaHuA
coJiepKat rpyobIe OIUOKH.

«OTIUYHOY - TEOPETUUYECKOE
CoJiepKaHue Kypca OCBOEHO
MOJIHOCTBI0, 0€3 MPoOeIIoB,
yMeHHsI c(pOPMHUPOBAHBI, BCE
IIPELYCMOTPEHHBIE TPOrPaMMOM
y4ueOHBbI€ 3a/JaHUsI BBITIOJTHEHBI,
KaueCTBO UX BBINOJHEHUS
OILICHEHO BBICOKO.

«XOpo1I0» - TEOPETUIECKOE
coj/iepKaHue Kypca OCBOEHO
MOJIHOCTBI0, 0€3 MPoOeIIoB,
HEKOTOPBIC YMEHUS
c(hopMupOBaHBI HEJJOCTATOYHO,
BCE MIPEIyCMOTPEHHBIE
MporpaMMoi ydeOHbIe 3aJaHUs
BBITIOJIHEHBI, HEKOTOPBIE BUIBI
3aJJaHUH BEIIIOJIHEHEI C
OImOKaMu.

«Y IOBIIETBOPUTEIHHO -
TEOPETUIECKOE COACPIKAHNE
Kypca OCBOCHO YaCTHYHO, HO
MPOOEITBI HE HOCAT
CYIIECTBEHHOT'O XapakTepa,
HEO0OXOAUMBIE YMEHUS PaOOTHI C
OCBOCHHBIM MaTEpHAJIOM B
OCHOBHOM C()OPMHUPOBAHBI,
OOJIBIIMHCTBO MPETYCMOTPEHHBIX
IporpamMmoi 00y4eHus: ydeOHbIX
3aJIJaHMid BBIITOJIHEHO, HEKOTOPHIE
13 BBINTOJIHEHHBIX 3aJ[aHUN
COJIepIKaT OIIUOKH.

«HeynoBneTBOPUTEIBHOY -
TEOPETUYECKOE COACPIKAHNE
Kypca He OCBOEHO, HEOOXOIUMbIE
yMeHus He C(hOPMUPOBAHBI,
BBINIOJIHEHHbIE YUeOHbIE 3a/1aHUS
co/iepKaT TpyObIe OIMMNOKH.

OreHka pe3yabTaToB
BBITIOTHEHUS
MPaKTUYECKOU
paboThI

DKCIepTHOE
HaOJIFOJEHYUE 3a
XOJIOM BBITIOJTHEHUS
MPAKTUYECKOU
paboTHeI

[TpomexxyTouHas
aTTecTaIus
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