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1. OBIIASI XAPAKTEPUCTUKA PABOYEH ITPOI'PAMMBbBI
OBIIEOBPA3OBATEJBHON YYEFHOM JUCIIUILJINHBI OI1.05
HNupopmanuoHHbIe ¥ KOMMYHMKAIUOHHBIC TEXHOJIOIUH

1.1. MecTO THCUMIVIMHBI B CTPYKTYP€e OCHOBHOI 00pa30BaTeILHOM
NporpamMmblI

Oo6meoOpa3oBaTenpHas ydeOHas mucruiuimHa (gamee - OVY/[) OIIL.O.05
"MndpopMalilmoHHblE W KOMMYHHUKAIIMOHHBIE TEXHOJIOTMH" SBISIETCA YacThbIO
o0s3aTeIbHOM ~ TMpeAMETHOW  obnacth  (eaepaibHOrO0  TOCyAapCTBEHHOTO
00pa3oBaTeNbHOTO CTaHJapTa cpeAaHero obmiero obpaszoBanust (naisee — OI'OC
COQO). B coorBercTBHM C Y4€OHBIM IUTAHOM AMCLMIUIMHA HM3y4aeTcs B paMKax
001e00pazoBaTenbHON NOJATOTOBKHU U BXOJIUT B MepeYCHb
"OO1enpodecCHOHATBHBIN UKI" Y4€OHBIX TUCITUIIINH.

OIII.0.05 "HMudopmarmoHHbIE ¥ KOMMYHUKAIIMOHHBIE  TEXHOJOTHUH"
OCYIIECTBISIETCS B Mpeaenax  o0pa3oBaTEIbHOM  MPOrpaMMbl  CPEIHETO
npo¢ecCuOHaIBbHOrO 00pa3oBaHUsl - NPOrpaMMbl MOJATOTOBKU —CHEIHATUCTOB
cpeaHero 3BeHa mo crenuanbHocTH 46.02.01 JlokymMeHTalMoHHOE oOecIeueHue
yhnpaBieHUs] W  apxuBoBeleHHMe B  coorBerctBUM ¢ DI'OC  cpemnero
MpO(ECCHOHAIBHOTO 00pa30BaHMs, YTBEPKIAECHHBIM NpHUKa3oM MHUHOOpHAYKH
Poccun ot 26.08.2022 No778 (3apeructpupoBan Muntoctom Poccuu 30.09.2022,
peructpaunoHHbii Ne70318) mo cneumansHoctd 46.02.01 JloKyMeHTalMOHHOE
o0ecrieueHrWe YIpaBJICHHWS M  apXUBOBEJACHHE, M MPUMEPHOM OCHOBHOM
o0pazoBaTenbHOM MPOrpaMMbl CPeIHETO MPOoheCCHOHATBFHOTO 00pa30BaHUS.

1.2. Pe3yabTaThl 0CBOEHHUSA 00111€00pa30BaTEIbHON YUeOHOM IM CIUTIIMHbI

1.2.1. JInyHOCTHBIE Pe3yJIbTATHI OCBOCHUSA 00111€00pa30BaTe/IbHON YU4eOHOM
AUCHUNITMHBI

[Tpeamet OIILL.0.05 «MHbOpMAIOHHBIE 1 KOMMYHUKAITMOHHBIE TEXHOJIOTHUI)
saBisieTcs  4acThio  OOmmenpodecCUOHANIBHOTO IUKJIAa TMPEAMETOB  «....». B
COOTBETCTBMM C y4YeOHBIM IUIAHOM JIUCHHILIMHA HW3Y4aeTCs B  paMKax
00111600pa30BaTeIbHOM IMOJATOTOBKH u BXOJIUT B nepeyeHb
«O06menpodecCHOHATBHBIN UKD YYCOHBIX TUCIUILIVH.

[IpenonaBanne mnpeamera «UHpopmanmoHHbIle W KOMMYHHKAIMOHHBIC
TEXHOJIOTUM» OCYIIECTBISIETCS B Mpeiesiax 00pa3oBaTEIbHON MPOTPAMMBI CPETHETO
MpoQeCCHOHATLHOTO 00pa3oBaHMsl - TMPOTPaMMbl TOATOTOBKH  CIICIIUATUCTOB
cpeaHero 3BeHa no crnenuanbHocTH 46.02.01 JlokymMeHTalMoOHHOE oOecreueHue
yhnpaBiieHusT U apxuBoBeneHue B cooTBeTcTBUU ¢ PI'OC cpeanero o061ero
obOpazoBaHus, yrBepxaeHHbIM [Iprukazom Munnpocsemenus Poccun ot 26.08.2022
Ne 778 «O06 yrtBepkaeHuu GeaepabHOTO TOCYAapCTBEHHOTO 00pa3oBaTEIHLHOTO



CTaHJapTa CPEeIHEro NpoQeccuoHaATbHOr0 00pa3oBanus no cnenuansHoct 46.02.01
JIOKyMEHTaIlMOHHOE OOecTieueHNe YIpaBICHUS U apXUBOBEICHHE», U MPUMEPHOI
OCHOBHOM  00pa3oBaTENbHON  MpOTrpamMMbl  CpeaHEro  Mpo¢eCCHOHAIBLHOTO
obpazoBanus (omoOpeHa pemnieHueM (QeaepanbHOTO  y4eOHO-METOIUYECKOTO
oObeuHeHus1 Mo oluieMy oOpa3zoBaHuio, MPoTokod oT 28.06.2016 Ne 2/16-3), a
Takke B cooTBeTcTBUU € [Ipukazom Munnpocsemenns Poccun ot 18.05.2023 Ne 371
«O0 yTBepxkaeHMH (enepadbHOl  00pa30BaTEIBLHOM MPOTPAMMBbI  CPEIHETO
npodeccnoHaTbHOTO 00Pa30BaAHUD.

Oco0oe 3HaueHWE NUCHUIUIMHA HMEET Npu (OPMUPOBAHUU U PA3BUTHH
komnereHimi OK 01, OK 02.

1.2.2. MeTanpeaMeTHbIe pPe3yJIbTATHI OCBOCHHA 00111€00pa30BaTe1bHOI
Y4eOHOM TUCHMIIIMHBI

[Ipeamet OIIL.O.05 «MHpOpMALIMOHHBIE U KOMMYHUKAIMOHHBIE TEXHOJIOTHUN
aBsieTcsl yacTbio OO1enpoecCHoOHAIBHOTO MKIIA TPEAMETOB. B cooTBeTCTBUHU €
y4eOHbIM IIJJAHOM JHMCLHMIUIMHA H3y4aeTcsd B paMmkax oOmeoOpa3oBaTebHON
MOJTOTOBKM W BXOAUT B mepedeHb «OO0menpopeccuoHalbHbIA UKD Y4eOHBIX
JTUCITUTUTHH.

[IpenonaBanne mnpeamera «WHpopmanmoHHble W KOMMYHHKallMOHHBIC
TEXHOJIOTUM» OCYLIECTBISETCS B Mpeiesax 00pa3oBaTeIbHOW MPOrPaMMbI CPETHETO
nmpodeCCUOHAIBHOTO 00pa3oBaHUs - MPOrPaMMbl TMOJTOTOBKHU CIEIUATIUCTOB
cpeaHero 3BeHa mno crenuanbHocTH 46.02.01 JlokymMeHTalMoHHOE OOecTeueHne
yopaBieHus: U apxuBoBefeHue B cooTBercTBUM ¢ PI'OC cpennero oOmiero
obOpazoBaHus, yrBepxaeHHbIM [Ipukazom Munnpocsemenus: Poccuu ot 26.08.2022
Ne 778 «O6 ytBepxkacHUU (enepalbHOrO0 TOCyAapCTBEHHOTO 00pa30BaTEIHHOTO
CTaHAapTa cpeHero mpodeccruonansHOTro 00pazoBanus no cneruaibHocT 46.02.01
JIokyMeHTaIlMOHHOE OOecIieueHne YNpaBICHUS U apXUBOBEACHHUE», U MPUMEPHOM
OCHOBHOM  00pa3oBaTelIbHOM  MpOrpaMMbl  CPEOHEro  MNpO(PEeCcCHOHAIBHOIO
oOpazoBanusi (omoOpeHa pemnieHueM (QeaepaibHOTO  y4eOHO-METOIUYECKOTO
o0beMHEHUsT Mo 001eMy oOpa3oBaHUIO, MPOTOKOA OT 28.06.2016 No 2/16-3), a
Takxe B cooTBeTcTBUU ¢ [Ipukazom Munnpocsemenus: Poccuu ot 18.05.2023 Ne 371
«O06 yTBepxkaeHMH (eaepanbHOl  00pa30BaTEIBLHOM MPOTPAMMBI  CPEIHETO
MPoeCCHOHAIBHOTO 00pa30BaHU.

Ocoboe 3HaueHHWE IUCIUIUIMHA HWMEET Npu (POPMUPOBAHWUU U PA3BUTUU
komrmierenuit OK 01, OK 02.

1.2.3. IlpenmeTHbIe pe3yJIbTAThI 0CBOEHHUS 0011e00pa3oBaTeIbLHOI y4eOHoil
AUCHHUILIMHBI



[Tpeamet OIILL.O.05 «MHbOpMATOHHBIE 1 KOMMYHHUKAITMOHHBIE TEXHOJIOT U
aBisieTcss yacTtbio OO6menpodeccuoHanbHOTO IUKIa MpeaMeToB. B cooTBeTcTBHM €
y49eOHBIM IIJIJAHOM JHCIHMIUIMHA W3y4aeTcs B paMKax oO0Ieo0pa3oBaTeIbHON
NOJTOTOBKM M BXOAUT B IMepedyeHb «OOmMil TrymMaHUTapHbBIA M COLMAIBHO-
AKOHOMUYECKUN yueOHBIN LUK YUeOHBIX TUCHUTLINH.

[IpenonaBanne mnpeamera «WHpopmanmoHHble W KOMMYHHKallMOHHBIE
TEXHOJIOTUU» OCYLIECTBIISIETCS B Mpejiesax 00pa3oBaTeIbHONU MPOTPaMMBI CPETHETO
poeCCHOHATEHOTO 00pa3oBaHMsl - TMPOTPaMMbl TOATOTOBKH  CITCIIUATUCTOB
cpemHero 3BeHa Mo crenuadbHOCTH 46.02.01 JIoKyMEeHTalMOHHOE OOECIICUCHHE
yOpaBieHUss U apxuBoBeneHne B coorBerctBUM ¢ ®PI'OC  cpennero
po(eCcCHOHAIBHOTO 00pa3oBaHMs, yTBepxkAeHHbIM [Ipukazom MuHnpocBenieHus
Poccun ot 26.08.2022 Ne 778 «O0 yTBepkaeHun ¢eaepaibHOTr0 rocyapCTBEHHOTO
0o0pa30BaTeNbHOrO CTAHJAPTa CPEAHEr0 MPOQPECCHOHANIBHOIO 00pa3oBaHUS IO
cnenuaibHocT  46.02.01 JlokyMeHTanmoHHOEe oOOecleueHrue YIpaBiIeHUs W
apXUBOBEJICHUEY», U IPUMEPHON OCHOBHOM 00pa30BaTEIbHOM MPOTPaMMbl CPETHETO
npodeccuoHaIbHOTO 00pa3oBanus (ogoOpeHa pemieHueM ¢eaepaibHOro yueOHO-
METOJIUYECKOro 00beIMHEHUS 10 001IeMy oOpa3oBaHuto, mpoTokoa ot 28.06.2016
Ne 2/16-3), a Ttakxke B coorBercTBUM ¢ Ilpukazom Munmnpocsemenuss Poccun ot
18.05.2023 Ne 371 «OO0 yTBepxkaeHuu (penepanbHOil 00pa30BaTEILHON MPOTrpaMMBI
cpeaHero npogeccuoHaIbHOr0 00pa3oBaHU.

Ocoboe 3HaueHHWE IUCHUIUIMHA HMEET Npu (POPMUPOBAHUU UM PA3BUTUU
kommerenuii OK 01, OK 02.

1.3. [IpoduibHas cocTaBasIOIIAs (HANPABJIEHHOCTh) 0011€00pa30BaTeIbHOM
Y4eOHOM TUCUMIIIMHBI

N3yuenune JVCLUIIIMHBI OIIII.0.05 "NndopmarmoHHbie u
KOMMYHHUKAIIMOHHbIE TeXHOJOTuH" ocyumectBisgercss B pamkax [IIICC3 ¢ yuerom
npodhecCUOHAIBHON HANpaBJICHHOCTH crieruaibHoCTH 46.02.01 [JokyMeHTaImoHHOE
obecrieyeHuEe YMPABJICHUS U apXHUBOBEACHUE 3a CUET MEXIPEIMETHBIX CBS3EU C
JTUCHUTUIMHAME TTPOQPECCUOHATIBHOIO YYEOHOTO IIUKIIA.

Kpome Ttoro, mpoduiibHas COCTaBIsIONMAs HAXOIUT CBOE OTPAKECHHUE B
OpraHU3alMHA CaMOCTOSITEIBHON PabOTHI 00YUaAIOIINUXCSI.



2. CTPYKTYPA U COJAEPKAHUE OBIIIEOBPA30OBATEJILHOM

YUYEBHOU JUCHHUITINHBI
2.1. O0bem 001e00pa3oBaTeIbHON Y4e0HOM JUCUUIJIMHBI U BUbI Y4eOHO
patéoTbI
. O0bem

Bun yueOHo# padoThI YACOB
O06Bem 00pa3oBaTeIbLHON TPOrPAMMBI 110 AWCITUTUIMHE 118
Pabota o0y4aromuxcsi BO B3aMMOJEHCTBUY € IPENOAABATEIEM 102
B TOM YHCIIE:
[IpakTHyeckoe 3aHsTHe 34
Jlexuus 34
JlaGopaTopHnas pabota 34
CamocTosTenpHas padora oOydaronierocs (BCero) 16
B TOM YHCIJIE:
CamocTosTenpHas pabora 16

[TpomexyTounas attectanus B popme nuddepeHIpoBaHHOTO 3a4eTa

HpOMe)Ky'TOIIHaH aTTcCcTanys B Q)opMe 3a4cTa




KOMMYHUKAIIMOHHBIC TEXHOJIOI'MHA

2.2. TemaTu4ecKUH NJIAH U coAep;KaHue 00meo0pa3oBaTeabHOl yueOHoH qucuunanasl OI1.0S UadopmannonHbie u

HaumeHoBaHue pa3jie/ioB

Conep:xanue yueOHOro MaTepuasa, JJadopaTopHbie U NPaAKTHYECKHE
padoThI, caMocTONATEIbHAS PadoTa o0yuarommxcsi, GopMbl OPraHu3anumn

KoJ1-Bo yacoB

U TeM
AeATeJJbHOCTH 00y4alouxcst

1 2 3
Pa3nen Paspnean 1. 14
ABTOMATU3ALUA
NHO®OPMALIMUOHHBIX
IMPOLECCOB.
KOMIIBIOTEP
Tema 1.1 Tema 1.1. Copepxanue yueOHOT0O MaTepHana: 7
Y CTpoNCTBO U IPUHIIMIIBI KommnbroTep kak cpeicTBO aBTOMaTH3AIMHA HH(POPMALIMOHHBIX
paboThl KOMIIBIOTEPA npoueccoB®yHKIIMOHANIBHBIE yCTpoiicTBa KoMIibloTepal [puémbl paboThI B

crangapTHeIX mporpammax OC: rpadudeckoM B TEKCTOBOM pellakTopax
Tema 1.2 Tema 1.2. Copepxanue yueOHOT0 MaTepHana: 7
IIporpammuoe OcHOBHbIE NOHATUS IPOrPAMMHOr0 0OecreyeHus: KomnbroTepaOnepaloHHbIe
oOecrnieueHne KommnboTepa. | cucreMsl. X Buabl u rpaduueckuii untepdeiicdaiinosas cuctema. Onepanuu
®daiisioBast cucteMa HaJ ¢arinamuCuctemaTu3anus THGOPMAIIMH C TIOMOIIBIO TIAMIOK U (haiisioB.
XpaHeHus: uHGOpMaIuu PaGora c daitnamu u katanoramu PaGora B ctanmaptHsix nporpammax OC:
TEKCTOBBIE, TpapUUECKHe.

Pa3nea PA3JIEJI 2. 28
MNPUKJIAJTHOE N
CHUCTEMHOE
INPOT'PAMMHOE
OBECIIEYEHHME
Tema 2.1 Tema 2.1. Coneprkanne ydeOHOro MaTepuana: 7

CpencTBa v TEXHOJIOTHH
co37aHus U 00paboTKH
TEKCTOBOU MH(pOpMaIu

Hacrpoiika untepdeiica TeKCTOBOro pelakropa, napaMeTpoB

cTpanulbl. OpopmiieHne MHOTOCTpaHUYHBIX JokyMeHToBHacTpoiika
uHTepdeiica TekCToBOro penakropa. Hacrpoiika mapameTpos

ctpanulibl. HacTpoiika pe:xxuMoB niedaTu TEKCTOBOTrO JokyMeHTa. PaboTa ¢
npuntepoMm.[Ipuémsl penaktupoBanus tekcra. [IpoBepka opporpadun Texcra B
TEKCTOBOM penakTope. PopMaTUpOBaHUE JOKYMEHTOB B TEKCTOBOM PEAAKTOPE.
W3MeHeHne CBOWCTB CUMBOJIOB, TapaMeTpoB al3aleB U cTpaHullbl. [leyats
nokymeHTa.@opMaTupoBaHuEe JOKYMEHTOB B TEKCTOBOM pellaktope. M3zMenenune




HaumeHoBaHue pa3ie/ioB
U TeM

Conep:xxanue y4ye0OHOro MaTepuaJa, Jad00paTopHble U MPAKTHYECKHUE
padoThl, caMocTOosITeIbHAsA padoTa 00y4yarommxcsi, popMbl OpraHu3anumn
AeITeJIbHOCTH 00y4aroLuXcsl

Kos1-Bo uacos

1

2

napaMmeTpoB a03areB. Y cTaHOBKa nmo3unui Tadbynsuuu. Pabora co
cnrckamu.BeTaBka rpaduyeckoro n300pakeHus B TEKCT, HU3MEHEHUE €T
MOJIOKEHUS Ha CTpaHUIlEe. TeXHOJIOrHs BCTaBKU B JOKYMEHT 00bEKTa
SmartArt.BcTaBka CHOCOK B TEKCT JOKYMEHTA B TEKCTOBOM PEIAKTOPE.
OcHoBHble npuéMsbl padboTsl ¢ Tabaunamu. Konrekcrueie Bkitagku Konctpykrop
1 Makert a5t paboThI C TAOIUIIAMU B TEKCTOBOM pefakTopePasnnynbie mpuéMsl
paboThl ¢ TabaUIIaMH B TEKCTOBOM pefakTope. CopTUpOBKa TaHHBIX B TaOJHIIE.
Brrancnienus B Tabnunax Pazouenune Tekcra Ha KOJIOHKH B TEKCTOBOM
penakTope. DopMaTUpPOBaHNE MHOTOCTPAHHUYHOTO IOKYMEHTa B TEKCTOBOM
penaktopePabota co ctmisimu. Co3naHne aBTOMaTUYECKOTO OTJIABIICHUS B
MHOTOCTPAaHUYHOM JIOKYMEHTE B TEKCTOBOM peaakTopeHactpoiika unrepdeiica
TEKCTOBOTO PEIaKTOpa, MapaMeTpoB cTpanuiibl. OopmiieHne
MHOTOCTPaHUYHBIX ToKyMeHTOBHacTpoiika nHTepdeiica TeKCTOBOrO peaakTopa.
Hacrpoiika napamerpos crpanunbl. Hactpolika peKMMOB Ie4aTH TEKCTOBOTO
nokymenTa. Pabota ¢ mpunrepom.IIpuémsl penakruposanus tekcra. [Iposepka
opdorpaduu TekcTa B TEKCTOBOM peaakTope.PopmMaTupoBaHue JOKYMEHTOB B
TEKCTOBOM peniakrope. Vi3aMeHeHne CBOMCTB CUMBOJIOB, TapaMeTpoB a0d3aleB 1
ctpanulpl. [ledats noxkymenta.@opmarupoBaHie JOKYMEHTOB B TEKCTOBOM
penakrope. Vi3MeHeHHe napaMeTpoB ab3aleB. Y CTaHOBKA MO3UIMI TaOyIALUH.
Pabota co criuckamu.BeraBka rpagudyeckoro u3o0paxkeHus B TEKCT, U3BMEHEHUE
€ro IMOJIOKEHHs Ha CTpaHuLe. TeXHOJIOTUs BCTaBKH B JOKYMEHT OObEKTa
SmartArt. BctaBka CHOCOK B TEKCT JOKYMEHTa B TEKCTOBOM
penakrope.OcHOBHbIE TPUEMBI paboThI ¢ TabnuaMu. KOHTEKCTHBIE BKIIAIKH
Koncrpykrop u Maket 117151 paboThl ¢ TabIMIIaMU B TEKCTOBOM
penakropePa3nnuHble MpUEMBI paboThI ¢ TaOIMIIAMU B TEKCTOBOM PEIAKTOPE.
CopTtupoBka JaHHBIX B Tabiuiie. Beraucnenus B Tabnuiax Pa3ouenue Texcra Ha
KOJIOHKH B TEKCTOBOM peaakTope.dopmarnpoBaHre MHOTOCTPAHUYHOIO
JIOKYMEHTa B TEKCTOBOM penakropePadota co crunsmu. Co3nanue
aBTOMATHUYECKOTO OTJIaBJICHUS B MHOTOCTPAHUYHOM JJOKYMEHTE B TEKCTOBOM
penakropeCamocTosiTennbHas padoTa oOydarommxcasKommiekcaoe opopmieHue
TEKCTOBOI'0 IOKYMEHTA

Tema 2.2 Tema
2.2.CpencrtBa u

Copepxanue yueOHOro MaTepHana:
Co3naHue TabuuIl B TAOJIMYHOM peslakTope M ux hopmatupoBanue. Tunsl




HaumeHoBaHue pa3ie/ioB
U TeM

Conep:xxanue y4ye0OHOro MaTepuaJa, Jad00paTopHble U MPAKTHYECKHUE
padoThl, caMocTOosITeIbHAsA padoTa 00y4yarommxcsi, popMbl OpraHu3anumn
AeITeJIbHOCTH 00y4aroLuXcsl

Kos1-Bo uacos

1

2

TEXHOJIOTUH paboThI €
AIIEKTPOHHBIMU TaOJIUIIAMH

JTAaHHBIX, UCIIOJIb3YEMBIX B TAOJMYHOM pefakTopeBrinonHenue pacuéTtos B
AJIEKTPOHHBIX TabnuIax. @opmynbl. AGCONMIOTHAS M OTHOCUTEIbHAS
anpecansi@yHKINU, UCTIOTb3yeMble B TaOIUYHOM penakrope. Pabora co
cnuckamu. Co3ganue U GopMaTUPOBAHUE IIEKTPOHHBIX TAOIUI. THUITBI TaHHBIX,
HCIOJIb3YEMBIX B TaOJMYHOM pefakTope.BoinonHenrne pacuéToB B 3JEKTPOHHBIX
tabnumax. @opmynbl. AGCOMIOTHAS M OTHOCHTENIbHAsS aipecausiDyHKINH,
UCIoJib3yeMble B TabnuyHoM penakropellocTpoenue u peraktupoBaHue
JnuarpamMMmHacTpoiika JINCTOB KHUTH Ha MeYaTh.

Tema 2.3 Tema 2.3.
Texnomorus OLE.
Coznanue OLE-00nekTOB

Copepxanue yueOHOT0 MaTepHana:

CrenmanpHast BcTaBKa ()parMeHTa JOKyMeHTa B APYroi JOKyMeHT BcTaBka
CBSI3aHHBIX 00BEKTOB B JOKyMeHTBcTaBka pparmenta ¢aiina TabinyHOro
penaxkTopa B JIOKYMEHT TEKCTOBOT'O PEAaKTOpa C YCTAaHOBKOM CBA3UB TOM uncie
MPAKTUYECKHUX 3aHATUHN U TabopaTopHbIX paboTCo3naHne TEKCTOBOTO
JOKYMEHTA B NPUJIOKEHUU-KINEHT U BcTaBka OLE-00bEKTOB U3 NPUII0KEHUS
cepBepa Co3gaHue cripaBoK ¥ HH(POPMALIMOHHO-aHATUTUYECKUX 0030POB B
MPUIOKEHUU-KIUEHT U BcTaBka OLE-00beKTOB U3 MPUIIOKEHUS
cepBepaCozaHue CpaBoK U HHPOPMALIMOHHO-AHATUTHYECKUX 0030pOB B
MPUJIOKEHUU-KIIMEHT U BCTAaBKA CIIAPKJIAMHOB U3 MPUJIOKEHUS CeEpBepa

Tema 2.4 Tema 2.4.
Pazpabotka u
COIIPOBOKJICHHE
MH(pOpPMaLMOHHBIX 0a3
TTAHHBIX

Conepxanre yaueOHOT0O MaTepHana;

[Moustue bl u CYB/. 3arpyska, uatepdeiic CYBJI. Tabnmuunas crpykrypa bJI.
ITons, 3anucu. Tunsl nanHbIX. [TonaTue kimoyeBoro nosist @opmsl, 3apockl U
otuétel B CYB/I, ux HazHaueHue u crocoObl co3ganusi. Co3ianue CBsI3U MEXIY
TaOJIMIIAMU C TOMOIIIBIO MacTepa Mo ICTAHOBOKB TOM unciie npakTH4eckux
3aHITUN U nabopaTopHbIX paboTCo3nanue Tadaun B CYB/I. YcTaHoBka cBOHCTB
noJiei u cBsizelt Mexay TabnunamMu. BBoa M MpocMOTp TaHHBIX B PEKUME
«Tabmumandopmel, 3anpockl 1 oTu€Tel B CYB/I, nx Ha3HaueHUEe U CIOCOOBI
coznanus. Co3aHue CBsI3U MEX1y TabIuIlaMU ¢ IIOMOIIbIO MacTepa
noacraHoBokCo3znanue b/l ¢ ucnonpzoBanuemM Gopm, 3apocoB U OTYETOB B
CVYB/.CamocrosTenbHas pabora o0yqaromuxcslIpoektupoBanue 6a3bl JaHHBIX
110 BBIOPAaHHOM NpeAMETHOI 00s1acTu

Paznen PA3JEJI 3.
CPEJACTBA
MNEPEJAYUN

14




HaumeHoBaHue pa3ie/ioB

Conep:xxanue y4ye0OHOro MaTepuaJa, Jad00paTopHble U MPAKTHYECKHUE
padoThl, caMocTOosITeIbHAsA padoTa 00y4yarommxcsi, popMbl OpraHu3anumn

Kos1-Bo uacos

U TeM
AeATETbHOCTH 00yYaIOIHXCSH
1 2 3
SJIEKTPOHHBIX
JOKYMEHTOB 1
OBECIIEYEHHME UX
COXPAHHOCTH
Tema 3.1 Tema 3.1. Coneprkanre y4eOHOr0o MaTepuaa: 14
[Tporpammel ckanupoBanusi | CKaHHPOBaHUE JOKYMEHTOB C MTOMOIIBIO CTAHIAPTHOTO MPUIIOKESHHUS
JIOKYMEHTOB H OClIIporpamMMbI-apXUBaTOPhI. YIaKOBKA M pacliakoBKa apXxuBoB CKaHUpOBaHHE
KOHBEPTHPOBaHUA (AIJIOB | ¥ paco3HaBaHUE TEKCTA C TIOMOIIBIO CIICUATN3UPOBAHHOTO IIPOTPAMMHOTO
obecnieuenus. Koppekruposka tekcra. KonBeprupoBanue (aiioBB Tom umcie
MPAKTUYECKHX 3aHATHH U JabopaTopHbIX paboTPacnosnaBanue nHpopmMammu ¢
MOMOIIIBIO TIporpamMM ckanupoBanus. KonseprupoBanue aiinos [IporpamMmei-
apXMBaTOPhl. YTIAKOBKA U PACIIAKOBKA apXUBOB
Paznea PA3JIEJI 4. 8
CO3JAHME N
PEJAKTUPOBAHHUE
I'PAOUYECKUX N
MYJbTUMEJIUMHBIX
OBBEKTOB
Tema 4.1 Tema 4.1 ConeprxaHue yueOHOro MaTepuaa: 8
[IpencraBnenue Coznanue npe3eHTaryu B cneruainzupoBadnaom 110 a1 moAroToBku

UH(POPMALIUHU C TOMOILBIO
cpenacTB uHporpapuku

npe3eHTanuii. OcHOBHBIE THIIBI (aitnoB. Pexxumsl mpocmoTpa. Beibop mabnona
Y TEMBI CJIalJIOB K Ipe3eHTanuu. M3MeHeHne Makera ciiaiioB Vcrons3oBanue
TUIEPCCHIIOK B Mpe3eHTanuu. Hactpoiika aHMMalny TeKCTa 1 00bEKTOB.
JlobGaBrieHne repexo1oB Mex Ay ciaiigamMmuPa3inuHbie CpeicTBa CO3/TaHuUs
unporpaduku. Busyanuszamnus u npeacrapieHue 1okiaanaB Tom uucie
MPaKTUYECKUX 3aHATUN U TaOopaTOpHBIX paboTBBIOOp m1abioHa U TeMBbI
CJIai/IOB K Mpe3eHTaluu B crnenuanu3npoBanioM 110 aist moaroroBku
npe3entanuii. Co3gaHue cOOCTBEHHOTO madioHa. Mi3sMeHeHne makera
caaimoBPaboTa co cialimamu. BecraBka 0OBEKTOB Ha ClIaii, H3MEHEHHE X
MOJIOKEHUA. YTIpaBJIeHUE CI0sIMU claiialicrionb30BaHne runepcCchbuioK B
npe3eHTanuu. Hactpoiika aHumanmu Tekcta u o0bekToB. Jlo0aBieHme
MepexoI0B MeXx Ay ciaiigamu. BectaBka 3Byka u Buaeo.Hactpoiika mpe3eHTanum
Ha M0Ka3, yrnpasisieMasl JOKJIaJ4UKOM U B aBTOMAaTHUYECKOM PEXUME




HaumeHoBaHue pa3ie/ioB

Conep:xxanue y4ye0OHOro MaTepuaJa, Jad00paTopHble U MPAKTHYECKHUE
padoThl, caMocTOosITeIbHAsA padoTa 00y4yarommxcsi, popMbl OpraHu3anumn

Kos1-Bo uacos

H TeM
AesATeTbHOCTH 00y4YaroHXCs
1 2 3
CamocrodrenbHas padorta ooydaronuxcsiCo3ganue 1 opopMIIeHHE ITPE3EHTALIH
110 BBIOPaHHOH TeMe
Pasznea Paznmea 5. 16
TEXHOJIOI' A
CO3JAHUA U
ITPEOBPA3OBAHUA
NHP®OPMAIIMOHHbIX
OBBEKTOB
Tema 5.1 Tema 5.1. Copepxanue yueOHOT0 MaTepHana; 8
[TepconudumpoBaHHble Conepxanne yuebHoro Mmarepuanalicrionp3oBanne MacTepa CIUSHUS IS
PacChUIKU C TOMOIIBIO pacchlUIKu J0KyMeHTOBCO3/1aHUE PacChUIKU C TOMOIIBIO (DYHKIMH CITUSAHUS
(GYHKIUY CIUSHUS Coznanue Oeiipka ¢ IOMOIIbIO MacTepa ciausiHusAlcnonp30BaHne 11a0JI0HOB U
CIeLMalIbHOM BCTaBKU IPU CO3JaHUU PACCHIIKU JOKYMEHTOB C IIOMOUIbIO
GbyHKINU CIUSHUAB TOM YuCiie MPaKTHYECKUX 3aHATHH 1 JTaO0OpaTOPHBIX
paborCo3ianue nuceM-npuriaiieHuii, no3apasnenuil. Mcnonb3oBanue Macrepa
CIMSTHUS JUTsI IEPCOHM(DUIIMPOBAHHON PacChUIKH JOKYMEHTOB. Vcronp3oBanue
MacTepa CIMSHUS AJIS TEPCOHU(PUIIMPOBAHHON PACCHUIKH JOKYMEHTOB.
Coznanue KOHBEpPTOB, OeiiIkel, KyBepTHBIX KapTodek.lcrnons3oBanue macrepa
CIIUSIHUS JUTSI IepCOHU(DUIIMPOBAHHOM pacchUIkU J0KyMeHTOB. Co3aaHue nucemM
1103/IpaBJICHUN, HANOMUHAHUM, BUBUTHON KAPTOYKH, KYBEPTHOU KapTOUYKH.
Tema 5.2 Tema 5.2. Coneprxanue yueOHOro MaTepuaa: 8
TexHomorus Coznanue 1mabI0HOB CIIPaBOYHO-UH()OPMALIMOHHBIX IOKYMEHTOB. DJIEMEHTHI
aBTOMATH3allMM CO3/IaHUs U | yIpaBlieHHs coep>KuMbIM.Co3/1anue mabaoHOB pacopsaAUTeIbHbBIX
HCIIOJIH30BaAHUS JIOKYMEHTOB, pa3paboTka hopmPabora ¢ mabdnonamu. PazpaboTka 3ammuménnon
NoKyMeHTOB. 111a610HbI 3JIeKTpOHHOHU (opMbl ToKkyMeHTaCoBMEeCTHAs paboTa HaJl MPOEKTOM JIOKYMEHTa
JIOKYMEHTOB B PEKMME PELeH3UpOoBaHUAB ToM unciie NpakTHUYeCKUX 3aHATUN U
nabopatopHbix paboTCo3aanue mabIoHOB 3aMKCOK, TPOTOKOJIA, CIIPABKH,
MPHKa3a ¢ yCTAHOBKOM 3aIlIUThI CIYXEOHOTro MUchMa, TOKJIaIHOM 3alHCKH,
pacriopsbxenus, akta CoBMecTHasi paboTa HaJl MPOEKTOM 11a0I0Ha MPHKa3a,
CIIPaBKH.
Paznen PA3JEJI 6. 38
KOMIIBIOTEP KAK

CPEJICTBO




HaumeHoBaHue pa3ie/ioB

Conep:xxanue y4ye0OHOro MaTepuaJa, Jad00paTopHble U MPAKTHYECKHUE
padoThl, caMocTOosITeIbHAsA padoTa 00y4yarommxcsi, popMbl OpraHu3anumn

Kos1-Bo uacos

U TeM
AeITeJIbHOCTH 00y4aroLuXcsl
1 2 3

KOMMYHUKALIUU U
JOCTYII K
NHO®OPMALIMOHHBIM
PECYPCAM.
JIOKAJIBHBIE U
I'JIOBAJIBHBIE CETH
Tema 6.1 Tema 6.1. Cetn u | Comeprkanue ydeOHOro MaTepuaa: 8
WHTEPHET. [TpumMeHeHne TOKaIbHBIX U III00aThHBIX KOMITBIOTEPHBIX CeTeH JIsi oOMeHa
HudopmaninoHHo- unpopmanueit. [louckoseie cuctembl UnTepuera. 3amura nundopmanunPadora
MIOUCKOBBIE CHCTEMBI. C Pa3IMYHBIMU CIIPABOYHO-TIPABOBEIMH CHCTEMaMUB TOM 4uCIIe TPaKTHIECKIX
[Touck uHpopmanuu B 3aHSATUN U 1abopaTOpHBIX paboTBo3MoxkHOCTH NIoKcKa HH(pOpMaLUY B
Pa3TUYHBIX CITPABOYHO- nnteprerellonck naGOpMaIK B 0(pUITMATBHBIX HHTEPHET-UCTOUHUKAX. [lonck
MIPABOBBIX CHCTEMAX MH(OPMAaILIUY B Pa3IMYHBIX CIPABOYHO-TIPABOBBIX CUCTEMAX
Tema 6.2 Tema 6.2. Conepxanre yaeOHOTO MaTepHaa; 15
[TouToBbie U 0OMaYHBIE Hcnonb30BaHre MOYTOBBIX CEPBUCOB: BU/IbI, PAaBUJIA PETUCTPALIMH, TTPABHIIA
CEpBUCHI B paboTe ¢ 3anTeICepBUCHI 00TaYHBIX TEXHOJIOTHH, TO3BOJISIOIINE OPraHN30BaTh
JIOKYMEHTaMHU JOKYMEHTHOE U 0e370KyMeHTHOoe obcinykuBanue [IpuMenenne o0mauHbIx

XPaHWJIHII JAHHBIX JUTS ONTHMHE3AIMH paOboThI ¢ JOKyMeHTaMu B Tom umcie

MPAKTUYECKHUX 3aHATUHN U TabopaTopHbIX paboTCoBMecTHas paboTa Mo

OpTaHu3aIK JOKYMEHTHOTO U 0€3 JOKYMEHTHOTO OOCITY>)KHBaHUS C

MIPUMEHEHHEeM 00JIaYHbIX TEXHOJIOTHM
6.3 Tema 6.3. Coneprxkanre y4eOHOr0o MaTepuana: 15
CoBpemennble nporpammsel- | Conepkanue yuebHoro matepuanaCoBpeMeHHbIe TPOTrPaMMBbI-TNIaHUPOBIIUKHB
TUTAHUPOBIIUKH TOM YHCJI€ TPAKTUYECKUX 3aHATHH 1 TabopaTopHbIX padoTlinanupoBanne

pabodero THS PYKOBOAUTENS M CEKpeTapsi ¢ MOMOIILI0 COBPEMEHHBIX

MpOrpaMM-TUIaHUPOBIIMKOBCHCTEMBI OpOHUpOBaHMsI OMIeTOB U oTeneld. Pabora

¢ reonanHbiMullog00pKa pefica U OTeNs Mo 33aHHBIM MapaMeTpaM.

Ornpenenenne reoJaHHbIX

Bcero: 118




3. YCJIOBUA PEAJTU3AIIAHN ITPOT'PAMMBI
OBHIEOBPA3OBATEJBHOU YYEBHOU TN CIUIIINHBI

3.1. Jlns peanm3anyu NporpamMmbl y4e0HOM JUCUUIJIMHBI J0JKHBI ObITH
NpeaycMOTPEHbBI cJieAyollne crenraabHble MOMeleHus :
VYuebnas aucrurmmnaa OINL.O.05 "UrdopmaliioHHbIe 1 KOMMYHUKAIIMOHHBIC

TEXHOJIOTUU" peanu3yercs B yueOHOM KaObuHeTe HHPOPMATUKH.

MuHuManbHO  HEOOXOJMMOE  MaTepHaATbHO-TEXHHUYECKOe  obecreueHue
BKJIIOYAET B ceOs:

Jlabopatopus «MH(DOpMAITMOHHBIX W KOMMYHHUKAITMOHHBIX TEXHOJIOTHI»,
OCHaIlleHHasi B COOTBeTcTBMM ¢ 1. 6.2.1.3 oOpa3oBaTenpHON MPOrpaMMbI IO
cenrasibHOCTH  46.02.01 JloKyMeHTallMOHHOE oOOecreYeHrue YIpaBieHUs |
apXHBOBeJICHHE".

Texnnuyeckue cpeacTBa 00y4eHus :
st peanuzanuu  mporpaMMbl  OuOMMOTEeUHbI  GOHA 00pa3zoBaTEIbHON

OpraHM3aIfH JTOJDKEH UMETh IeYaTHhIE W/WIN AJIEKTPOHHBIE 00pa3oBaTelbHbIE H
UH(POPMAIIMOHHbBIE PECYpCHI, JUIsl MCIOJb30BaHUSA B 00pa30BaTENbHOM IMpoIiecce.
[Ipu QopmupoBanun OubIKOTEYHOr0 (POHIA OO0pa30BATEIBHOW OpraHU3ALMEH
BbIOMpaeTCsl HE MEHEE OJTHOTO U3/IaHUs U3 IEPEUUCIICHHBIX HUKE TeYaTHBIX U3JaHuI
U (WIK) 3IEKTPOHHBIX M3JaHUI B Ka4eCTBE OCHOBHOTO, IPU 3TOM CIIMCOK, MOXET
OBITh 10NIOJTHEH HOBBIMH U3AaHUSMHU.

3.2. UndopMaunnoHHoe odecnevyeHne 00yueHust

OCHOBHBIC HCTOYHHUKH:
Ne n/nt bubnuorpaduueckoe onucanue

1 1. I'aBpunos M. B., Knumos B. A. udopmaTrika 1 MHPOpMaIMIOHHBIE TEXHOJIOTHH.
VYuebnuk 1 cpeaHero npodeccuoHaibHoro oopasosanus / M. B. I'aBpuiios, B. A.
Kinumos. — 4-e u3zn., nepepad. u non. — MockBa: UzparensctBo KOpaiit, 2022, —
383 ¢. — (IIpodeccuonanproe oopazopanne). — ISBN 978-5-534-03051-8. —
Texct: aneKTpOHHBIN

2 5. Kynpusnos 1. B. UndopmannonHoe obecrieuenne mpodeccnoHanbHOMI
NesITeIbHOCTH: YYeOHUK U MPAKTHKYM JJISl CPEIHEro NMpodecCHOHAIBHOTO
oOpa3zoBaHus/ YUeOHUK U MMPAKTUKYM JJIsl CpEeTHETO MpoeCcCHOHATBLHOTO
obpazoanus / J[. B. Kynpusnos. — Mocksa: U3narensctBo FOpaiit, 2022. — 255 c.
— (ITpoeccmonansroe obpazoBanue). — ISBN 978-5-534-00973-6. — Tekcr:
anexTponHsii // DbC FOpaitt [caiir].

3 9. Tpodpumon B. B. Undopmaruka B 2 T. Tom 1: YueOHUK 1151 cpeTHETO
npodeccruonansHoro oopasosanus / B. B. Tpodumos. — 3-e uzna., nepepad. u gomn. —
Mocksa: U3natensctBo FOpaiit, 2022. — 553 ¢. — (IIpodeccronansuoe
obpazoBanue). — ISBN 978-5-534-02518-7. — TexkcT: anexrponnslii // 3bC KOpaiit
[caniT].




HNuTepHeT-pecypcesl

2. bensera. T.M. Maremartuka u uHpopMaTuKa: yueOHUK U MPAKTUKYM JJIs
CIIO / T. M. bensera [u ap.]; nox penakuuen B. JI. DnpkuHa. YU4eOHUK U
PaKTUKYM JUIsl cpefHero npodeccruonansuoro oopazosanus / T. M. bensiesa [u
np.]; mox penakuueit B. 1. Dnpkuna. — 2-¢ usg., nepepad. u jgon. — MockBsa:
MznarensctBo KOpaiit, 2022. — 402 c. — (ITpodeccuonanbHoe 06pa3zoBaHue). —
ISBN 978-5-534-10683-1. — Texcr: anexrponnsiii // ObC KOpaiit [caiiT].

1. URL.: https://urait.ru/bcode/469943

3. Kenpora I'.E. [u np.] UudopmaTuka nj1si ryMaHUTApUEB: yU€OHUK H
IPAKTUKYM JUIsl cpefHero nmpodeccruonansuoro oopazosanus. [log penakuueii I'. E.
Kenposoii. — Mocksa: U3znarensctBo FOpaiit, 2022. — 439 ¢. —
(ITpodeccuonansuoe obpazoanue). — ISBN 978-5-534-10244-4. — Texkcr:
anexktponHbIi // DbC KOpaiit [caiit].

1. URL.: https://urait.ru/bcode/475550

4. HoBoxwunos O.I1. Uupopmartuka B 2 4. Yacts 1: yueonuk g CI1O / O. I1.
HoBoxxumnos. YueOnuk njis cpeanero npodeccuonanbHoro oopazonsanus / O. 11.
HoBoxwumnos. — 3-e uzn., nepepad. u norn. — Mocksa: M3narensctBo IOpaiit, 2022.
— 320 c. — (ITpodeccuonansuoe oobpazoBanue). — ISBN 978-5-534-06372-1. —
Tekct: anexTponnsiii // ObC IOpaiit [caiiT].

1. — URL.: https://urait.ru/bcode/474161

3.3. ConpoBoxkaeHue peajusanuu 00pa3oBaTe/IbHON MPOrPamMMBbl €
NPUMEHeHNEeM IJIEKTPOHHOT0 00yUeHUs U JUCTAHIIMOHHBIX 00Pa30BaTEILHBIX
TEeXHOJIOTU I

OcBoeHMEe MporpaMmbl MOXKET MPOBOJUTHCS C MPUMEHEHHEM 3JIEKTPOHHOTO
oOy4eHHsI M JMCTAaHIIMOHHBIX oOpa3zoBarenbHbIX TexHojorui (mamee — J{OT) mpu
HaJUYMH  OOBCKTUBHBIX  YBAXKHUTEIBHBIX TPUUYMH  U/WIM  OOCTOSITEIBCTB
HENpeoJoIMMON  cuiibl  ((popc-MaKOpPHBIX OOCTOATENBCTB), MPEMSATCTBYIOLIUX
oOydaromuMcsl W/HIU TPenojaBaTeNisiM JIMYHO MPUCYTCTBOBATH MPH MPOBEICHUH
3aHSATHUA.

B »ToM ciyuae momyckaetcs IpOBOAUTH 3aHSATHE YAAJEHHO B COOTBETCTBUH C
pacrnucaHueM, YTBEPXKACHHBIM PYKOBOAMUTEIEM CTPYKTYPHOTO MOJpa3/ieicHHs Ha
miaTdopmax: teams, zoom



4. KOHTPOJIb U OHIEHKA PE3YJbTATOB OCBOEHUA
OBHIEOBPA3OBATEJBHOU YYEBHOU TN CIUIIINHBI

KoHTposlb ¥ oOHEHKa pe3yJbTaroB OCBOEHHMS  jaucuurimHel  OIL.0S
"UH(popMallMOHHBIE ¥  KOMMYHUKAIIMOHHBIE TEXHOJOTMH'  OCYIIECTBISAETCS
[e1arorn4eckuM pabOTHUKOM B MPOILECCE NMPOBEACHUS AYAUTOPHBIX 3aHATHM, UTO
[O3BOJIIET MPOBEPUTH y OOy4yaroUMXcsd HE TOJbKO C(HOPMUPOBAHHOCTD
npo(eCCUOHANBHBIX KOMIETEHLUUH, HO M pa3BUTHE OOLIMX KOMIIETEHIUN H
00€eCIeYnBaAOIINX UX YMEHHUU.

@opMbl ©  METOAbl KOHTPOJII M OLEHKM pPEe3ylbTaToOB OOy4YEeHUs
periiaMeHTUPOBaHbl COOTBETCTBYIOIIMM PoHI0M oneHouHbIX cpeacts (POC) nmo
yueOHoi gucuuiuimHe OIL05  "MHdopMannoHHble W KOMMYHUKALIMOHHBIE
TEXHOJIOTHH".



