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1. MACHIOPT PABOYEM IMPOT'PAMMBI JUCIIUTIIMHBI OI1.10
KomnbroTepHas 00padoTKka 1 peJaKTHPOBaHHE CJIY:KeOHBIX JOKYMEHTOB

1.1. ObsacTh npuMeHeHus1 pado4eil MporpaMMsbl

Pabouass mporpamma aucuurmummasl OI1.10 "KomnerorepHas oOpaboTka u
pENaKTUPOBAaHUE  CIYKEOHBIX JOKYMEHTOB" SBISETCS YacThlO  OCHOBHOM
npodeccuonanbHol obpazoBatenbHOU Tporpammbel @I'OC CITIO u pazpabortana B
cootBercTBUM DPI'OC CIIO no cnemuansHocTH 46.02.01 [JoKymMeHTaIlMOHHOE
oOecrieueHue yrnpaBlieHUs U apXUBOBEICHHE.

1.2. MecTO TUCUMIITIMHBI B CTPYKTYPe OCHOBHOI MPodecCHoOHATIbLHOM
00pa3oBaTeIbHOI MPOrpaMMBbI

Hucnumaa otHOcHTCes K nukiry OII mporpaMMel MOATOTOBKH CHELUATUCTOB
CpeIHEero 3BeHa, HampapiieHa Ha (opmupoBaHHE NPO(ECCHOHATIBHBIX W OOLIUX
KOMIICTCHIMH.

[lepeuenp (popmMHUpyeMBbIX pPE3yIbTATOB OCBOEHUS 00pa30BATEIBHON IMPOrpaMMBI

(koMIieTeHIui) B pe3yabTaTe 00yUYeHUs MO AUCIUTLINHE:

OK1 TIlonumarh CYIIHOCTh M COLMAJIBHYIO 3HAYUMOCTh CBOEW Oymyrieit
npodeccuu, MposIBIATh K HEW yCTOWYMBBINA UHTEPEC.;

OK 2  Opranu3oBbIBaTh COOCTBEHHYIO I€ATEIbHOCTb, BBIOUPATH TUIIOBBIE METO,IbI
U CHocoObl BBINOJHEHHUS NPOQECCHOHATIbHBIX 3aJad, OLEHMBAThb MX
3¢ (HEKTUBHOCTH U KaYECTBO.;

OK 3  IIpuHuMaTh peuieHus B CTaHAAPTHBIX U HECTAHJAPTHBIX CUTYyALUSAX U HECTH
32 HUX OTBETCTBEHHOCTb.;

OK4  OcymuecTBiiTh MOUCK U UCHOJb30BaHUE MHPOPMALIMK, HEOOXOIUMOMN 1Jis
3¢ (HEeKTUBHOTO BBITTOJTHEHUS po(ecCHOHATIbHBIX 3a1ad,
npo(hecCHOHATBHOTO U IMYHOCTHOTO PA3BUTHSL.;

OKS5 MHWcnonb3oBaTh MHGOPMAIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJOTHH B
po(heCcCUOHATILHON JeSITEIbHOCTH. ;

OK 6  Paborarh B KOJIJIEKTUBE U KOMaH[ie, I3 (HEKTUBHO OOIIATHCS C KOJIJIETaMH,
PYKOBOJICTBOM, TOTPEOUTEISIMU. ;

OK7 bpatp Ha ce0s OTBETCTBEHHOCTh 3a pabOTy WIEHOB KOMAaH/IbI
(MOYMHEHHBIX ), pE3yIbTAT BHIMOJHEHUS 3a/IaHUN. ;

OK 8  CamocTosATenbHO ONpeaensTh 3ajlauyi Mpo(ecCHOHATBLHOTO U JIMYHOCTHOTO
pa3BUTHUS, 3aHUMATHCS CaMOOOpPa30BaHHMEM, OCO3HAHHO IUIAHWPOBATH
NOBBILICHHE KBATH(PUKAIUH.;

OK9 OpuentupoBaTbCcsi B  YCIOBUSIX 4YacTOM CMEHbl TEXHOJOTH B
po(ecCUOHANbHOM eI TeIbHOCTH. ;

I[IK 1.5 Odopmaste U perucTpupoBaTb OpPraHU3aLUOHHO-PACTIOPSAUTEIbHbBIE
JIOKYMEHTBI, KOHTPOJMPOBATh CPOKHU UX UCTIIOJIHEHUS.;



[IK 2.2 Bectu paboTy B cucTeMax 3JIeKTPOHHOTO TOKYMEHTO000pOoTa.

1.3. lenu u 3agaum IUCHUILVINHBI — TPe0OOBAHUS K Pe3yJbTATAM OCBOEHUS
JTUCIHHUILINHBI

O6yuenune mno mucummimae OIL10 "KommbioTtepHas o6paboTtka u
pPEIaKTUPOBAHUE CITYKEOHBIX JOKYMEHTOB" MPEIIOJIaraeT, 9To Mo €ro pe3yiabTaTam
oOyyarotuiicst 0yer:

3HaTh:

-paBWJIa TEXHUKH O€30MacHOCTH ¥ THTHEHUYECKHE TpeOOBaHUS MpH
ucnonbs3zoBanuu cpeacts MKT B oOpa3oBareabHOM IpoIiecce;

-mpaBuia  OQOpMIICHHUS  JOKYMEHTOB  YHH(DHUIIMPOBAHHBIX  CHCTEM
JIOKyMEHTAI[MU Ha MePCOHATLHOM KOMIIBIOTEPE;

-BO3MOYXKHOCTH HCIIOJIb30BaHUSI PECypcoB ceTh HHTepHET I penieHus
npodeCCUOHANIBHBIX 33]1a4;

-BHJIbI M TEXHHUKY TTPABKU TEKCTOB;

-HOPMBI JIMTEPATYPHOTO SI3bIKA U TPEOOBAHUS K PEUEBOMY ATHUKETY B TEKCTaX
JIOKYMEHTOB.

YMeTs:

-npo¢eCCUOHANBHO  OCYIIECTBISATh HA0Op CIIyXKEOHBIX JOKYMEHTOB Ha
MIEPCOHATEHOM KOMITBIOTEPE;

-ACTIOJb30BaTh YHU(PDHUITUPOBAHHBIC CHCTEMBl JOKYMEHTAIMH W TPeOOBaHUS
I'ocynapcTBeHHONW CHCTEMBI JTOKYMEHTAIIMOHHOTO OOECIICUEHUsS YMPaBICHUS TPH
o(OpMIICHUH CITYKEOHBIX JOKYMEHTOB;

-MCTIOJB30BaTh CEPBUCH M MHGOPMAIMOHHBIE pecypchl ceth WHTepHET B
npodeCCUOHAIILHON JIeATeIIbHOCTH;

-peIaKTUPOBATh CIIYKEOHBIC TOKYMEHTHI;

-paboTaTh ¢ pa3HBIMU TUIIAMU HOPMATHBHBIX CJIIOBapEH.

1.4. Kosin4yecTBO 4acoB HA 0CBOeHHE padoyell MPOrpaMMbl JUCHHUIIUHbBI

MakcumanbHON yaeOHOM Harpy3ku odydatomierocsi 162 yacoB, B TOM YHUCIIE:
- 00513aTeNTFHOM ayTUTOPHOM yueOHOUM Harpy3ku oOyuatomierocs 108 yacos;
- CAaMOCTOSITEILHOM paboThI 0Oy4Jaroiierocs: 54 4acos.

1.5. Ucnosib3oBanue yacoB BapuatuBHoil yactu IIINICC3

B pamkax gucrummnst OI1.10 "KomnbiorepHas o0paboTka 1 pe1akTUPOBAHKE
CITy)KEOHBIX TOKYMEHTOB'" O0TBe/IeHO 162 yaca BapuaTUBHOM YacTh 00pa30BaTeIbLHOM
nporpaMMbl. OHU  HCHOJIB3YIOTCS JUISl  JallbHEMIIEro pa3BUTHUS OOIMX U
npoeCCUOHANILHBIX KOMIIETEHIIMA 3a CYeT OCBOCHHMS 3HAaHWH, YMEHUU WU
HaBBIKOB,HEOOXOUMBIX JIJIs1 00ECIIEUeHUSI KOHKYPEHTOCITIOCOOHOCTH BBIITYCKHUKA B



COOTBETCTBUM C MOTPEOHOCTAMHU PETMOHAIBHOTO PhIHKA TPYJA, a TAKXKE C YUYETOM
TpeboBaHMil IUPPOBOH IKOHOMUKH.



2. CTPYKTYPA U COAEP KAHUE JUCHUITJIMHBI

2.1. O0beM TUMCHUIVIMHBI U BUABI Y4eOHO# padoThl

Bun yuyeOHo# padoThI Obnem
4acoB

MaxkcumanbHas yueOHas Harpyska (Bcero) 162
OO0s3aTenbHas ayIMTOpHAs ydeOHas Harpy3ka (BCero) 108
B TOM YHCIIE:
Jlexuusa 20
ITpakTrueckoe 3aHsATHE 88
CamocTosTenpHas padora o0ydaronierocs (BCero) 54
B TOM YHCIIE:
CamocTosTenpHas pabora 54
Hrorosas arrecranus B popme apyras popma KOHTPOJIs
HTorosas arrecranus B popme dK3aMeHa




2.2. TemaTu4eckuii njiaH u cogep:xkanue ucuuiuinnbl nukia OIl.10 KomnslorepHasi 00pa6oTka M peJaKTHPOBaHUE

CJIY:KeOHBIX IOKYMEHTOB

Koapl koMneTreHI i,

Coaep:xkaHue y4eOHOT0o MaTepuaJa, JJabopaTopHbie U ¢opmupoBanuio
HaumenoBanue NpaKkTHYeCKHe PadoThl, CAMOCTOSITE/IbHAsI padoTa KOJ1-B0 92C0B YpoBeHb KOTOPbIX
pa3/1eJioB U TeM o0yuaomuxcsi, (pOpMbI OPraHU3aINUH AeITeJbHOCTH OCBOEHHUS CrocoGCTBYeT
00yJaoIMXCs 3JIEMEHT MPOrPaMMbl
1 2 3 4 5

Pazaen 96
Komnbrorepnas
o0paboTka
CIyKeOHBIX
JTOKYMEHTOB
Tema 1.1 Copepxanue yueOHOro MaTepuana: 2 2 OK 1,0K2,0K 3, 0K
CoBpemeHHbIE [IpenmMert 1 3a1aun y4eOHOM AUCUUIUIMHBI, U €€ POJIb B 4, OK 5,0K 6,0K 7,
TEXHUYECKHUE npodeccnoHaTbHOM MOATOTOBKE criennanucta. CoBpeMEeHHOE OK &, 0K 9,IIK 1.5,
CpEICTBa CO3/IaHUsl | COCTOSIHME U TEH/ACHIIUU Pa3BUTHS TEXHUYECKUX CPEICTB [IK 2.2
JTOKYMEHTOB CO3J/IaHUS TEKCTOBBIX JIOKYMEHTOB Kitaccupukanum TeXHHISCKUX

CPEJICTB, HCTIOJIb3YEMBIX JUIS CO3JaHMs CITY)KEOHBIX TOKYMEHTOB

CamocrosiTenpHas pabora 2 2

MOATOTOBUTH pedepat
Tema 1.2 [IpaBuna Coneprxanue yueOHOTO MaTepHuaa; 0 2 OK 1,0K 2, 0K 3, OK
TEXHUKH ITpaBuna TexHuku 6e3onacHocTu Tpyna onepatopa I1K. 4,0K 5, 0K 6,0K 7,
0€30MMacHOCTH U OK &, 0K 9,1IK 1.5,
TUTMEHUYECKUE K 2.2
TpeOoBaHuUs IpH
MCIOJIb30BaHUU
cpeacts UKT B
JIeTIOTIPOU3BOICTBE

[TpakTryeckoe 3aHsTHE 2 2

N3yuenue caHUTapHO-3MUIEMUOIOTHYECKUX TTPABUIT
WHOPMAaTHUBOB U COCTABJICHHE PEKOMEH/IAINK 110 COOJTIOICHUIO
CaHUTAPHO-TUTUEHUYECKUX HOPM MPUUCIIOJIb30BAaHUU CPE/ICTB
UKT




Koabl koMneTeHIui,

Conep:xanue yueOHOro MaTepuaa, 1a00paTopHbie U dopmupoBaHmio
HaumeHoBaHuUe NpaKTHYeCKUe PadoThl, CAMOCTOSITE/IbHAsSI padoTa KOU-BO YACOB YpoBeHb KOTOPBIX
pa3/1esioB U TeM o0yuaromuxcsi, (pOPpMbI OPraHU3aINUH AeITeJbHOCTH OCBOEHHUS crocodeTByeT
00yJaroIMXCs 3JIEMEHT MPOTrPaMMbI
1 2 3 4 B
Tema 1.3 Coneprxkanue y4eOHOr0 MaTepuraa; 0 2 OK 1,0K 2, OK 3, OK
OcobeHHoCTH OcobenHocTUMaHONMCH cipuMeHeHuem 1K 4, OK5,0K 6,0K 7,
OK 8§, 0K 9, IIK 1.5,
I1K 2.2
[IpakTHueckoe 3aHsATHE 8 2
OTtpaboTKa HaBBIKOB YBEIIMYECHUSI CKOPOCTH MAalIMHHOTO Habopa
TEKCTOB C MOMOIIBIO TporpaMM-TpeHaxepoB «Conoy». OTpaboTka
HAaBBIKOB 110 pa00Ta C JJATUHCKOW KIIaBHATYPOH.
CamocrosTenbHas paboTy 8 2
CoBepIIeHCTBOBaHHE HAaBBIKOB HAOOpa TEKCTa U
dbopmyn.OcBoeHHE JECATUNAIBLIEBOIO METOIa TeYaTH B MpoIiecce
paboTeI ¢ mporpammoii-rpeHaxképom 1 MS Word
Tema 1.4 Copepxanue yueOHOro MaTepHana; 0 2 OK 1,0K 2, 0K 3, OK
Odopmenue OdopmiieHre TEKCTOBBIXIOKYMEHTOB 4,0K 5,0K 6, 0K 7,
TEKCTOBBIX OK 8 0OK9,IIK 1.5,
JIOKYMEHTOB IIK 2.2
[IpakTuueckoe 3anarue 12 2
Co3nanue tekcroBoro gokymenta B MSWord. OtpaboTka
onepanuii popMatupoBaHus TeKcTa. BrimoaHenue neicTBuil mo
YCTaHOBJICHHIO KOJIOHTUTYJIOB, pa3phIBOB cTpanuil. Co3aHue u
3anonHeHue Tabaun. @opmatupoBanue Tadaul. BeraBka rpaguku
B JOKYMEHT, opMmaTHpoBaHue pucynkaCo3aanue u opopmiIeHue
TEKCTOBBIX JOKYMEHTOB C UCTIOIb30BAHUEM IpahuIeCKUX
MPUMHUTHUBOB, aBTOPUryp, WordArt. Co3ganue, peqakTHpoBaHue U
odopMIIeHHE PUCYHKA 0 00pa3Ily UCIIOIb3Ysl OCHOBHBIC
WHCTPYMEHTHI Tpadudeckoro peaakropa Paint.
CamocrosiTenpHas padbora 4 2
Co3aHne KOMIUIEKCHOTO JOKYMEHTA.
Tema 1.5 PaGoTa c Coneprxanne yueOHOTO MaTepuaa: 2 2 OK 1,0K 2, OK 3, OK

OJICKTPOHHBIMUA

OnexkTpoHHbIe Ta0MIIbIL, X HazHaueHue. MHTepdeiic mporpaMMel

4,0K 5, 0K 6, OK 7,




Koabl koMneTeHIui,

Conep:xanue yueOHOro MaTepuaa, 1a00paTopHbie U dopmupoBaHmio
HaumeHoBaHue NpaKTHYeCKUe PadoThl, CAMOCTOSITE/IbHAsSI padoTa KOd-B0 1aCOE YpoBenn KOTOPBIX
pa3/1esioB U TeM o0yuaromuxcsi, (pOPpMbI OPraHU3aINUH AeITeJbHOCTH OCBOEHHUS crocodeTByeT
00yJaroIMXCs 3JIEMEHT MPOTrPaMMbI
1 2 3 4 B

TalJIMIIaMU. Excel. Mcnionb30BaHue 3JIEKTPOHHBIX TAOIMI] PU CO3/IaHUU U OK 8, OK 9, IIK 1.5,
Opranuzanus y4eTe CIy)KEOHBIX JOKYMEHTOB K 2.2
BbIUKCIICHUI B MS
Excel

[IpakTHueckoe 3aHsATHE 12 2

Coznanue 31neKTpoHHBIX Ta0auL. BBoa u popmatupoBanue

JAHHBIX B 3JIEKTPOHHBIXTabMMIax. Mcnons3oBanus

OTHOCHUTEIILHOM U a0COTIOTHON aJpecaIuy s9eeK Mpu

BbINonHeHUH BhrurcieHuit MS Excel. CopTupoBka u ¢punbTpanus

nauabIX. [locTpoeHHe UpeakKTHPOBAHKE TUATPAMM.
Tema 1.6 Copepxanue yueOHOro MaTepHana; 2 2 OK 1,0K 2, 0K 3, OK
CnyxeOHbIe Krnaccudukanus cnyxeOHbIX qokymeHToB.[IpaBuia ohopmieHus 4,0K 5,0K 6,0K 7,
JOKYMEHTBI COJIEp>KaHusl CIIY>KEeOHBIXJOKYMEHTOB. Y HU(UIIUPOBaHHAS OK 8, 0K 9,IIK 1.5,

CHCTEMa OPraHU3alMOHHO-PACTIOPSAIUTEIbHON JOKYMEHTAUU IIK 2.2

[IpakTnueckoe 3anaTne 14

2. U3yuyenue TpeOoBaHUS K OPOPMIIEHHUIO PEKBU3UTOB
nokyMeHToB. Co3ziaHue 6J1aHKOB JOKYMEHTOB B COOTBETCTBHHU C
HOpMaTUBHbIMH TpeboBaHusMU.CocTaBiieHne U opopmiieHue
JIeTTOBBIX MTUCEM,JOKIIaIHBIX, CITY)KEOHBIX U OOBSICHUTENBHBIX
3alMCOK B COOTBETCTBUU C HOPMATUBHBIMHU
TpeboBanusamMu.CocTaBlieHUE aKkTa, IPOTOKOJIA, CIIPABKHU,
3asIBJICHUS B COOTBETCTBUU C HOPMATUBHBIMHU TPEOOBAHUSMHU.
CocraBiieHHnEe OpraHU3alMOHHO-PACIOPSAAUTEIBHBIX JOKYMEHTOB:
MIPUKA30B, PACIIOPSKEHUH, PEIEHUI B COOTBETCTBUU C
HOpPMAaTHUBHBIMU TpeboBaHUsAMU. OdopMileHHE TOKYMEHTOB 110
TPYJIOBBIM IPABOOTHOLIEHUSIM: TPYIOBOTO JOTOBOpPA, MPUKa3a O
nmpueMe Ha paboTy B COOTBETCTBUHU C HOPMATHBHBIMU
TpeboBaHusiMU. COoCTaBIEHUE PE3IOME U MPOUYNX JOKYMEHTOB C
ucnoib3oBanueM mabnoHoB Office.comKomiuiekcHoe co3nanue
JIOKYMEHTOB (TpoBEpoUHas paboTa)




Koabl koMneTeHIui,

Conep:xanue yueOHOro MaTepuaa, 1a00paTopHbie U dopmupoBaHmio
HaumMeHnoBanue NpaKTHYecKue padoThl, CAMOCTOATEIbLHAS padoTa KOd-B0 1aCOE YpoBenn KOTOPBIX
pa3/1esioB U TeM o0yuaromuxcsi, (pOPpMbI OPraHU3aINUH AeITeJbHOCTH OCBOEHHUS crocodeTByeT
00yJaroIMXCs 3JIEMEHT MPOTrPaMMbI
1 2 3 4 B

CamocrosTenpHas padbora 6

2. OtpaboTKa MPaKTHYECKUX HABBIKOB MO CO3JIAaHHIO CITY>KEOHBIX

JIOKYMEHTOB Pa3JIMYHBIX BUAOB ¢ yueToM TpeboBanuii ' OCT PD

«YHUPHUIHMPOBAHHAS CUCTEMa OPraHU3aIMOHHO-

paclopsANTENHLHON TOKYMEHTAIIUN.
Tema 1.7 Coneprxanue yueOHOT0 MaTepuara: 2 2 OK 1,0K 2, 0K 3, OK
Opranuzanus [IpyHIMTIBEI ¥ COBPEMEHHBIE TTOIXO/IbI K OpTaHU3aIuH 4, OK 5, OK 6, OK 7,
JOKYMEHTO00O0pOoTa | JOKYMEHTO00OpOTA. OK §,0K 9, IIK 1.5,

I1K 2.2

[IpakTryeckoe 3aHsATHE 4 2

CocraBiieHrne peKOMEHJAIil 0 OPraHU3aIMOHHO- TEXHUYECKOMY

obecriedeHnto odrca st OpraHu3aluy JOKYMEHT0000pOoTa.

CocTraBiieHre TEKCTOBOTO JOKYMEHTA C OITUCAHHEM MPaBUII

pEeTUCTpaIH U HHIEKCAITMUCITYKEOHBIX

nokyMeHTOB.CocTaBlIeHHE TEKCTOBOTO JIOKYMEHTA C ONMCaHUEM

TpeOOBaHUH COCTaBIEHHS U O(POPMIICHNSI HOMEHKIIATYPHI JIEI.

CocraBieHrne HOMEHKJIATYpPBI /1€ CTPYKTYPHOTO MOApa3IeIeHHs.

Cocranenune TabauIBl U cxeMbl: «O0pasell 3anoIHeHNs

HOMEHKJIaTyphl nem».KoHnTponpHas pabora

CamocrosiTenpHas padbora 6 2

CocraBieHue GopMbl BHYTpPEHHEH ONMHUCH TOKYMEHTOB.
Tema 1.8 CereBblie Copepxanrie yaueOHOTO MaTepHana; 2 2 OK 1,0K 2, 0K 3, OK
METOIBI Hcnonbs3oBanre KOMIBIOTEPHBIX CETEN JUTS 1IeJIei 4, 0K 5, OK 6, OK 7,
OpraHM3alyu JTOKYMEHT0000poTa. CHCTEMBI 3JIEKTPOHHOT0I0KyMEHTO000pOTA. OK 8§, 0K 9, IIK 1.5,
JIOKYMEHTO0000pOTa I1K 2.2

CamocrosrenbHas pabora 6 2

Cocrasiienne TaOIUIBI C AHHOTAIMOHHBIM
CHUCKOMIPO(ECCHOHATHHO-3HAYNMBIX PECYpPCOB.




Koabl koMneTeHIui,

Conep:xanue yueOHOro MaTepuaa, 1a00paTopHbie U dopmupoBaHmio
HaumenoBanue NpaKTH4ecKue padoThl, CAMOCTOSAATEeJIbHAsI padoTa KOI-B6 44C0B YpoBeHb KOTOPbIX
pa3/iesioB M TeM o0yuyarommxcs, GpopMbl OPraHU3aLNHU 1eSITeJbHOCTH OCBOCHMA crocodeTByeT
00yJaroIMXCs 3JIEMEHT MPOTrPaMMbI
1 2 3 4 B

[IpakTrueckoe Coneprxkanue y4eOHOr0 MaTepuraa; 2 OK 1,0K2,0K 3, 0K
3asatue 1.9 4, 0K 5, OK 6, OK 7,
Hrorosas pabota mo OK 8, 0K 9,IIK 1.5
MaTepuagam
ceMecTpa
Pa3znen 66
PenakTupoBanue
CIyKeOHBIX
JAOKYMEHTOB
Tema 3.1 Conepsxanue yueOHOTo MaTepuara: 2 2 OK 1,0K 2, OK 3, OK
PenaktupoBanue Ilens n 3a1aun pefakTUPOBAHUSA, €TO 3HAUCHUE IS 4, OK 5,0K 6,0K 7,
CIIy>K€OHBIX (dopmupoBanus TpodheCCHOHATHFHON KOMITETCHIINHU CIICIIUATMCTOB OK 8§, 0K 9, IIK 1.5,
JOKYMEHTOB Kak B 00J1aCTH TOKYMEHTALMOHHOT0 00ecrieueH sl YIpaBiIeHus 1 I1K 2.2
yueOHas apXUBOBEICHHUS.
JMCLUILUINHA

MPAaKTUYECKOE 3aHITHE 4 2

N3yuenne yueOHOro Marepuana «3aiauu pelakTHPOBaHUS

CIIy>ke0HOT0 IOKYMEHTa» M COCTABJIEHUE IPE3EHTALIUN

CamocrosiTenpHas pabora 2 2

1o100p MaTepuaa JUlsl MPaKTHYECKOTO 3aHATHUS
Tema 3.2 TexcroBeie | Comeprkanue yaeOHOTO MaTepuana: 2 2 OK 1,0K 2, OK 3, OK
U SI3BIKOBBIC Crnenuduka MMCbMEHHBIX, YCTHBIX (JOPM J1eT0BOM HH(OpMAIUH. 4,0K 5, 0K 6,0K 7,
0COOEHHOCTH TunuyHble HapyIIEHNs TEKCTOBBIX U S3BIKOBBIX HOPM J€JIIOBOM OK 8, 0K 9,IIK 1.5,
JIEJIOBOM peun uH(pOpMalUN: JIEKCUKa, CTUIMCTHKA, (ppazeosorus; Mophoiorus; I1IK 2.2

CHUHTAKCHC.

[IpakTnueckoe 3anarue 10 2

CocraBieHne 1eI0BOT0 MUChMa, JOKIIAJHON 3aITUCKH, BBITTICKH U3
MIPOTOKOJIA OOIIEro COOpaHusl TPYAOBOTO KOJIJIEKTHBA IO
MIPEAIOKEHHON MpoOsieMHON cuTyarui. COCTaBICHUE 3asBICHUS
0 MOCTYIUICHUU Ha padoty, pe3tome.CocTaBiieHHe




Koabl koMneTeHIui,

Conep:xanue yueOHOro MaTepuaa, 1a00paTopHbie U dopmupoBaHmio
HaumeHoBaHue NpaKTHYeCKUe PadoThl, CAMOCTOSITE/IbHAsSI padoTa KOd-B0 1aCOE YpoBenn KOTOPBIX
pa3/1esioB U TeM o0yuaromuxcsi, (pOPpMbI OPraHU3aINUH AeITeJbHOCTH OCBOEHHUS crocodeTByeT
00yJaroIMXCs 3JIEMEHT MPOTrPaMMbI
1 2 3 4 B

OOBSICHUTENBHBIX 3aIMCOK IO MPEAI0KEHHBIM MTPOOIEMHBIM

cuTyarnusM.Pe1akTMpoBaHue THIMMYHBIX HAPYIIEHUH TEKCTOBBIX U

SI3BIKOBBIX HOPM JI€JI0BOI MH(OpMAIIHH.

camocTosITeNbHas paboTa 8 2

CocraBiieHre pe3eHTaluu Ha oHy u3 TeM: «Crnenuduka

MMCbMEHHBIX, YCTHBIX (OPM J1e710BOM MHpopMaIuny, « THTHIHbIC

HapYILICHHUS TEKCTOBBIX U SI3bIKOBBIX HOPM J1€JI0BOM MH(pOpMAIUH:

JIEKCHKA, CTHIIMCTHKA, ()Pa3eosIorus; MOP(OIOTHS; CHHTAKCHC.

PaGora 111 noArpynnsl CTYJEHTOB.
Tema 3.3 Bunsr u Conepxanne yaeOHOr0o MaTepHaa: 0 2 OK 1,0K2,0K 3, OK
TEXHHKA MPaBKU Bubl npaBku TekcToB. TeXHUKA TPABKH TEKCTOB. 4, OK 5,0K 6,0K 7,
TEKCTOB CITY’>KEOHBIX OK &, 0K 9,IIK 1.5,
JIOKYMEHTOB [1IK 2.2

[IpakTryeckoe 3aHsATHE 2 2

Omnpenenenre BUa MPaBKU TEKCTa CIY)KEOHOTO IOKYMEHTA.

PenaktupoBanue TEKCTOB.

CamocrosiTenpHas padbora 4 2

CocraBrieHre TaMATKU K TPaBKe-BbIYUTKE, MPaBKe-COKPAILIEHUIO,

MpaBKe-TiepeeNKe, TEKCTa CIy>KeOHOTO JJOKYMEHTA.

PenaktupoBaHue npeaIoKeHHBIX TEKCTOB CITYKEOHBIX

JIOKYMEHTOB C OTIpe/IeIICHHEM BUa paBku. Padora miis

MOATPYIIBI CTYICHTOB
Tema 3.4 Coneprxanne yueOHOTO MaTepuaa: 2 2 OK 1,0K 2, OK 3, OK
PenaktupoBanue KomMmmo3uiimonHubeie 0COOEHHOCTH CITYKEOHBIX JOKYMEHTOB. 4, 0K 5, OK 6, OK 7,
Pa3IMYHBIX PenakTupoBanue 31€MEHTOB KOMITO3UIIUU OK 8, 0K 9,IIK 1.5,
AJIEMEHTOB JoKyMeHTa.JIornueckue OCHOBBI PeIaKTHPOBAHHUSL. K 2.2
JTOKYMEHTA

[IpakTudeckoe 3anaTue 8 2

Omnpenenenre yacteit KOMIO3UIMK B Pa3HbIX BUJAX CIIYKEOHBIX
JOKYMEHTOB. PelakTMpOBaHUE TEKCTOB CIYKEOHBIX JOKYMEHTOB




Koabl koMneTeHIui,

Conep:xanue yueOHOro MaTepuaa, 1a00paTopHbie U dopmupoBaHmio
HaumMeHnoBanue NpaKTHYecKue padoThl, CAMOCTOATEIbLHAS padoTa KOd-B0 1aCOE YpoBenn KOTOPBIX
pa3/1esioB U TeM o0yuaromuxcsi, (pOPpMbI OPraHU3aINUH AeITeJbHOCTH OCBOEHHUS crocodeTByeT
00yJaroIMXCs 3JIEMEHT MPOTrPaMMbI
1 2 3 4 B

Ha IpeaMET JOMYIICHHBIX B HUXKOMIIO3UIIMOHHBIX OUTHOOK.

PengakTupoBaHue TEKCTOB CIIYKEOHBIX TOKYMEHTOB Ha MTPEIMET

JIOMYIIEHHBIX B HUX JIOTHYECKHUX OIINOOK.

CamocrositenbHas paboTa 4 2

Ananu3 ¢paKkTUYecKoro MaTepuana pa3IuyHbIX TUIIOB JOKYMEHTOB

C T.3. IOCTOBEPHOCTH, IOCTATOYHOCTH, KOHKPETHOCTH,

akTyanpHOCTH (pakTOB PenakTupoBanue 3eMeHTOB 0(hOpMIICHHS

TEKCTOB CITY)KEOHBIX JOKYMEHTOB Pa3JIMYHBIX THUTIOB.
Tema 3.5 Copepxanue yueOHOro MaTepHana: 4 2 OK 1,0K 2, 0K 3, 0K
KommiekcHas [IpaBka-00pabOTKa TEKCTOB CIIYKEOHBIX JOKYMEHTOB 4,0K 5,0K 6,0K 7,
MpaBKa CIIy>KeOHBIX OK 8 0OK9,IIK 1.5,
JJOKYMEHTOB I1K 2.2

[IpakTHueckoe 3aHsATHE 8 2

[TpaBka-o6paboTKa TEKCTOB CIIYKEOHBIX JOKYMEHTOB. TOorosas

KOHTpOJIbHast paboTa

CamocrosrenbHas pabora 4 2

CocraBieHre MaMATKHA K KOMIUIEKCHOW TIPaBKe CITy)KEOHBIX

JOKYMEHTOB.
[IpakTnueckoe Copepxanue yueOHOro MaTepuana: 2 OK 1,0K2,0K 3, OK
3aHsTue 3.6 4, OK 5,0K 6,0K 7,
Hrorosas pabota mo OK &, 0K 9,1IK 1.5,
Marepuanam K 2.2
ceMecTpa

Bcero: 162




3. YCJIOBUSI PEAJTA3AIIAN PABOYEN ITPOTPAMMBI
JACTOUTIIAHBI

3.1. Jlnst peanm3anyu NporpamMmMbl y4eOHOM TUCUMILIMHBI T0JKHBI ObITH
Npe1ycMOTPEHbI CJIeyIlHe ClelHalbHbIe MOMeleHUs:
VYyeOHast AUCHUIUIMHA peanu3yeTcss B Jlabopatopuu HHGOPMAIIMOHHBIX

TEXHOJIOTHiA B TPO(eCCHOHAIBHOMN 1eATEIBHOCTH.

MuHUMaIBHO  HEOOXOJMMOE  MAaTepPHAIbHO-TEXHUYECKOE  oOecreueHue
BKJIIOYAET B ceOsl:

KOMITBIOTEPHBIC CTOJIBI M CTYJIbs, pabouee MECTO MPEoIaBareisi, KOMIUICKT
CeTeBOro 00OpyHOBaHUs, OOCCICUMBAIOIINN COCIUHEHHE BCEX KOMIIBIOTEPOB,
YCTaHOBJICHHBIX B KaOWHETE, B CAMHYIO CETh C BBIXOJOM uepe3 MPOKCH-CEPBEP B
WHTepHeT, ayIuTopHas JTOCKa.

Texnnuyeckue cpeacTBa 00y4eHus :
Momno6sok Acer Intel(R) Celeron(R) CPU N2930 @ 1.83Hz, 1.83Hz O3V 4Gb

-26 mwr.

Momno6sok Acer Intel(R) Pentium(R) CPU J2900 @ 2.41Hz, 2.41Hz O3V 2Gb
-8 1IT.

KinaBuarypa -32 .

Mpbiib -32 wr.

[1O: mporpamma st o0pabotku rpaduueckux uzodOpaxkenuit IrFanView,
Windows, MS Office, nporpamma s nepeBoia - ouyaiiH Google-niepeBoauuK,
antuBupyc Kacnepckoro, Acrobat mist urenus pdf daitioB (Bu3yanu3npoBaHHBIX
AIIEKTPOHHBIX TOKyMEHTOB), yueOHas Bepcust T-FLEX CAD.

CreHnpl - 6 mIT.

3.2. UndopMmanmoHHoe obecnevyeHue o0yueHmst

OCHOBHBIC HCTOYHUKH:
Ne n/nt bubnuorpaduueckoe onucanue

1 HoponuHa, JI. A., Uputukosa, B. C. Opranuzanus u TEXHOJIOTHS
JOKYMEHTAIMOHHOTO 00eCIeyeH!s yIpaBIeHUs: YIeOHUK U TPAKTUKYM ISl BY30B //
Opaiit, Mocksa, 2022

2 Herécoga, O. 10. MupopmanioHHble CUCTEMBI U TEXHOJIOTMH B SKOHOMHUKE: y4eOHOe

noco6ue 11 By30B // FOpaiit, Mocksa 2022

IIOHOJ]HI/ITCJ'H)HI)IG HCTOYHUKU:
Ne n/mt bubnuorpaduueckoe onucanue

1 Kysnenos, 1. H. lokymenTanimonHoe ooecnieuenue ynpasiaeHus. JJOkyMeHTO000pOT
U JENONPOU3BOICTBO: YUEOHUK U MPAKTUKYM 11715 By30B // FOpaiit, Mocksa, 2022

2 Cogeros, b. 4., llexanosckuii, B. B. THdopManinonHbie TEXHOIOTUN: YYEOHUK IS

BY30B IOpaiit, Mocksa, 2022




HNHuTepHeT-pecypcesl

http://school-collection.edu.ru
http://www.rusedu.ru/
http://www.poiskknig.ru
http://xn--80abucjiibhv9a.xn--plai/

Hepnozmqeclme IMEYATHLIC U3 JaHUHA
https://rg.ru/org/companies/informteh/

3.3. ConpoBoxkieHHe peanu3alui 00pa3oBaTeJbHON MPOrPaAMMBbI €
NPUMEHEHUEM 3JIEKTPOHHOI0 00y4YeHHUsI M JMCTAHIMOHHBIX 00pa30BaTe/IbHbIX
TEXHOJIOT M

OcBoeHME MPOrpaMMbl MOXKET MPOBOJUTHCA C MPUMEHEHUEM JJIEKTPOHHOTO
0o0y4eHHUsI U UCTAHIIMOHHBIX 00pa3oBaTeNbHbIX TexHosorui (manee — JOT) mpu
HaJIMYUM  OOBEKTUBHBIX  YBOKHUTEIBHBIX TMPUYUH  W/WIM  OOCTOATEIIbCTB
HEMPeoq0JIUMON  Cuiibl  ((POpC-MaKOPHBIX  OOCTOSITENBCTB), MPEMSITCTBYIOMINX
oOyyYaromuMcsl W/Wau MOpernojiaBaTessiM JIMYHO MPUCYTCTBOBATH IMPHU MPOBEIACHUU
3aHATHUS.

B sToM ciyuae qomyckaercsl MpOBOAUTD 3aHATUE YIAJIEHHO B COOTBETCTBUM C
paclucaHueM, YTBEPKICHHBIM PYKOBOJIMTEIIEM CTPYKTYPHOTO MOApa3[eieHUs Ha
wiatgopmax: MS Teams (mpeAnoYTUTENbHO), Zoom U npoyre (TP COTIACOBAHUU C
PYKOBOJICTBOM).



4. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHMS
TV CHUTILTAHBI IINKJIA

KoHTponb 1 oleHKa pe3ynbTaTOB OCBOEHHUS AUCHUIUIMHBI OCYIIECTBIISCTCS
[Earorn4eckuM pabOTHUKOM B MPOILECCE NMPOBEACHUS AYAUTOPHBIX 3aHATHM, UTO
[O3BOJIIET IPOBEPUTh y OOy4yaroUMXcs HE TOJbKO C(HOPMUPOBAHHOCTD
npo(eCCUOHATBHBIX KOMIETEHLUUH, HO M pa3BUTHE OOMIMX KOMIIETEHIUN H
o0ecneunBaroINX X YMEHUH.

@®opmMbl W  METOABl KOHTPOJS U OLEHKA pe3ylbTaTOB  OOy4YCHHS
periiaMeHTUPOBaHbl COOTBETCTBYIOIIMM PoHmoM oueHouHbx cpeactB (POC) mo
yueOnou gucnumummae 1ukia OI1.10 "KommberotepHas 06paboTka U peJakTUPOBAHUE
CITy>K€OHBIX JOKYMEHTOB".



