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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

Pabouas mporpamma aucuumumasl OIL.10 "KommbrorepHas oOpaboTka u
pENaKTUPOBAaHUE  CIYKEOHBIX JOKYMEHTOB'  SBISETCS YacTbl0O OCHOBHOM
npodeccuonanbHol obpazoBatenbHOU Tporpammbel @I'OC CITIO u pazpabortana B
cootBercTBUM DPI'OC CIIO no cnemuansHocTH 46.02.01 [JoKymMeHTaIlMOHHOE
oOecrieueHure yrnpaBlIeHUsS U apXUBOBEICHHE.

1.2. MecTO TUCUMIITIMHBI B CTPYKTYPe OCHOBHOI MPodecCHoOHATIbLHOM
00pa3oBaTeJIbHOM NMPOTrPaMMBbI

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

[lepeuenp (popmHupyeMBbIX pPE3yJIbTATOB OCBOEHHUS 00pa30BATEIbHON IMPOrpaMMBI

(KoMIieTeHIui) B pe3yabTaTe 00yuYeHHs 10 TUCIUTIINHE:

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

OK 2  Opranu3oBbiBaTh COOCTBEHHYIO A€SATEIbHOCTD, BBIOUPATH TUIIOBBIE METOIbI
U CHocoObl BBINOJHEHMS] NPO(ECCHOHATIbHBIX 3aJad, OLEHMBAThb HX
3¢ (HEKTUBHOCTH U KaYECTBO.;

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

OK 4  OcymecTBisATh MOUCK M UCHOJb30BaHUE MH(POPMALIMK, HEOOXOIUMOM IS
3¢ (HEeKTUBHOTO BBITTOJTHEHUS PO EeCCUOHATBHBIX 3a1ad,
npo(hecCHOHATBHOTO U IMYHOCTHOTO PA3BUTHSL.;

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

OK 6  Paborarh B KOJIJIEKTHBE U KOMaHJie, 3 (HEKTUBHO OOIIATHCS C KOJIJIEraMH,
PYKOBOJICTBOM, ITOTPEOUTEISAMHU. ;

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

OK 8  CamocToATenbHO ONpeaensiTh 3a/1auyi Npo(ecCuOHATBLHOTO U JIMYHOCTHOTO
pa3BUTHUS, 3aHUMATHCS CaMOOOpPa30BaHHMEM, OCO3HAHHO IUIAHWPOBATH
NOBBILICHHE KBATH(PHUKAIUH.;

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

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



[IK 2.2 Bectn paboTy B cucTeMax 3JIEKTPOHHOTO TOKYMEHTO000pOTA.

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

OOyueHue 1o JUCHUIUIMHE IMKJIa . Tpearnosiaraet, 4ro Mo €ro pe3yjbraraMm
oOyyaroiuiicst 0yer:

3HaTh

- TpaBWIa TEXHUKH O€30MacHOCTH W TUTMEHUYECKHe TpeOOBaHUS Npu
UCIIOJIb30BAaHUU

cpencts KT B 0OpazoBarenbHOM MpoLIEcce;

- mpaBwia  OopOpMIICHUS  JIOKYMEHTOB  YHU(DHUIIMPOBAHHBIX  CUCTEM
JIOKyMEHTAIMU Ha

MEPCOHAITBHOM KOMIIBIOTEPE;

- BO3MOXKHOCTH HCIOJB30BaHUS pecypcoB cetu MHTepHET miia perieHwus
npo¢eCCUOHANIBHBIX 33]1a4;

- BUJIbI U TEXHUKY MPABKHU TEKCTOB;

- HOPMBI JINTEPATYPHOTO SI3bIKa U TPEOOBAHUS K PEYEBOMY ITHKETY B TEKCTaX
JOKYMEHTOB.

YMeETS ...

MPO(QECCUOHAIBHO  OCYIIECTBIATh HAa0Op CIyXKEOHBIX JIOKYMEHTOB Ha
MEePCOHATHHOM

KOMITBIOTEPE.

- HCIIONB30BaTh YHU(UIIMPOBAHHBIE CHCTEMbI JOKYMEHTAIIMH W TPeOOBaHUs
['ocynapcTBEHHOM CHCTEMbI JOKYMEHTAllMOHHOTO OOECIHEeYEHHUsl YIpaBiCHUS MpU
0(OpMIICHUU CITYKEOHBIX JOKYMEHTOB;

- HKCIIOJIb30BaTh CEPBUCH U MH(OPMaLMOHHBIE pecypchl ceth WHTepHeT B
npo¢heCCUOHATIBHON JIEATEIbHOCTH;

- peIaKTHUPOBATh CIy>KEOHBIE JOKYMEHTHI;

- paboTaTh ¢ pa3HBIMUA TUTIAMU HOPMATHUBHBIX CIIOBapeH.

1.4. Koin4yecTBO 4acoB HA 0CBOeHHE padoveil MpPorpaMMbl JUCHUILTHHBI

MakcumanbHOU yueOHON Harpy3ku oOydaromierocs 162 yacoB, B TOM YHCIIE:
- 00s13aTeIBLHOM ayIUTOPHOM yueOHOM Harpy3ku oOy4daromierocs: 108 yacos;
- CAaMOCTOSITEILHOM paboThI 0Oy4Jaroiierocs: 54 4acos.

1.5. Ucnoab3oBanue yacoB BapuatuBHoii yactu IIIICC3



2. CTPYKTYPA U COAEP KAHUME JUCIHIUIT/IMHBI

2.1. O0beM TUCHUIUVIMHBI M BUIBI Y4eOHOH padoThI

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 U1aH U coAepskanue JucuMIUIMEBI HUKIAa OI1.10 KomnbsoTtepHas 00padoTka U pelaKTUPOBaHUe

CJIY:KeOHBIX IOKYMEHTOB

Koapl koMneTeHIui,

Coaep:xkaHue y4eOHOT0o MaTepuaJa, JJabopaTopHbie U ¢opmupoBanuio
HaumenoBanue NpaKkTHYeCKHe PadoThl, CAMOCTOSITE/IbHAsI padoTa KOJ1-B0 92C0B YpoBeHb KOTOPbIX
pa3/1eJioB U TeM o0yuaomuxcsi, (pOpMbI OPraHU3aNUH AeITeJTbHOCTH OCBOEHHUS CrocoGCTBYeT
00yJaoIMXCs 3JIEMEHT MPOrPaMMbl
1 2 3 4 5

Pazaen 96
Komnbrorepnas
o0paboTka
CIyKeOHBIX
JTOKYMEHTOB
Tema 1.1 Copepxanue yueOHOro MaTepuana: 4 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
JIOKYMEHTOB CO3J/IaHUS TEKCTOBBIX JIOKYMEHTOB Kitaccupukanum TeXHHISCKUX

CPEJICTB, UCTIOJIb3YEMBIX JUISI CO3JJaHMS CITY>KEOHBIX IOKYMEHTOB

CamocrosiTenpHas pabora 2 2

MOATOTOBUTH pedepat
Tema 1.2 [IpaBuna Copepxanue yueOHOro Marepuana: 2 2 OK 1,0K2,0K 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
WCIOJIb30BaHUU
cpeacts UKT B
JIEJIONPOU3BOJICTBE

[TpakTryeckoe 3aHsTHE 2 2

I/I3y‘-ICHI/IC CAaHUTAPHO-2INICMHUOJJIOTHUICCKUX ITPABUJT
HHOPMATHUBOB U COCTAaBJICHUC peKOMeH,}IaHI/Iﬁ 1o CO6J'HO)I€HI/IIO
CaHUTAPHO-TUTUCHUYCCKUX HOPM HIPHUUCITIOJIB30BaHUU CPCIACTB
KT




Koabl koMneTeHIui,

Conep:xanue yueOHOro MaTepuaa, 1a00paTopHbie U dopmupoBaHmio
HaumeHoBaHuUe NpaKTHYeCKUe PadoThl, CAMOCTOSITE/IbHAsSI padoTa KOU-BO YACOB YpoBeHb KOTOPBIX
pa3/1esioB U TeM o0yuaromuxcs, (POPpMbI OPraHU3alNNHU AeATeJIbHOCTH OCBOEHHUS crocodeTByeT
00yJaroIMXCs 3JIEMEHT MPOTrPaMMbI
1 2 3 4 B
Tema 1.3 Coneprxkanue y4eOHOr0 MaTepuraa; 16 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
CoBepI1IeHCTBOBaHNE HABBIKOB HA0Opa TEKCTA U
dbopmyn.OcBoeHHE JECATUNAIBLIEBOIO METOIa TeYaTH B MpoIiecce
paboTeI ¢ mporpammoii-rpeHaxképom 1 MS Word
Tema 1.4 Copepxanue yueOHOro MaTepHana; 16 2 OK 1,0K 2, OK 3, OK
Odopmienune OdopMieHre TEKCTOBBIXJOKYMEHTOB 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 TeKCcTa. BrinmoaHeHne neicTBUi 110
YCTaHOBJICHHIO KOJIOHTUTYJIOB, pa3phIBOB cTpanuil. Co3aHue u
3anonHenue Tabaun. @opmaruposanue Tadbaul. BeraBka rpaduku
B JJOKYMEHT, (popmaTupoBanue pucynkaCosanue u ohopmieHne
TEKCTOBBIX JOKYMEHTOB C UCTIOIb30BAHUEM IpahuIeCKUX
MpUMHUTHUBOB, aBTOPuryp, WordArt. Co3ganue, pejakTupoBaHue U
odopMIIeHHE PUCYHKA 0 00pa3Ily UCIIOIb3Ysl OCHOBHBIC
WHCTPYMEHTHI Tpadudeckoro peaaktopa Paint.
CamocrosiTenpHas padbora 4 2
Co3aHne KOMIUIEKCHOTO JOKYMEHTA.
Tema 1.5 PaGoTa c Coneprxanne yueOHOTO MaTepuaa: 14 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 o0yuaromuxcs, (POPpMbI OPraHU3alNNHU AeATeJIbHOCTH OCBOEHHUS crocodeTByeT
00yJaroIMXCs 3JIEMEHT MPOTrPaMMbI
1 2 3 4 B

TalJIMIIaMU. Excel. Mcnionb30BaHue 3JIEKTPOHHBIX TAOIMI] PU CO3/IaHUU U OK 8, 0K 9,IIK 1.5,
Opranuzanus y4eTe CIy)KEOHBIX JOKYMEHTOB K 2.2
BbIUKCIICHUI B MS
Excel

[IpakTHueckoe 3aHsATHE 12 2

Co3nanue 31eKTpOHHBIX Tabnull. BBoa u hopmaTupoBanue

JAHHBIX B 3JIEKTPOHHBIXTabMMIax. Mcnons3oBanus

OTHOCUTENFHOM 1 aOCOMIOTHOM aipecaliuu ssueek npu

BbINonHeHUH BhrurcieHuit MS Excel. CopTupoBka u ¢punbTpanus

nanHbIX. [locTpoeHnue npenakTupoBaHue aAuarpamu.
Tema 1.6 Copepxanue yueOHOro MaTepHana; 22 2 OK 1,0K 2, 0K 3, 0K
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 OPraHU3alHMOHHO-PACIIOPSAIUTEIBHON JOKYMEHTAUU I1K 2.2

[IpakTnueckoe 3anaTne 14

2. U3yuyenue TpeOoBaHUS K OPOPMIIEHHUIO PEKBU3UTOB
nokyMeHToB. Co3ziaHue 6J1aHKOB JOKYMEHTOB B COOTBETCTBHHU C
HOpMaTUBHBIMH TpeboBaHusMU.CocTaBieHne u opopmiieHue
JIeTIOBBIX MTUCEM,OKJIa/IHBIX, CY)KEOHBIX U OOBSICHUTEIBHBIX
3alMCOK B COOTBETCTBUU C HOPMATUBHBIMHU
TpeboBanusamMu.CocTaBlieHUE aKkTa, IPOTOKOJIA, CIIPABKHU,
3asIBJICHUS B COOTBETCTBUU C HOPMATUBHBIMHU TPEOOBAHUSMHU.
CocraBiieHrne OpraHU3alMOHHO-PACIOPSAAUTEIBHBIX JOKYMEHTOB:
MIPUKA30B, PACIIOPSKEHUH, PEIEHUI B COOTBETCTBUU C
HOpPMAaTHUBHBIMU TpeboBaHUsAMH. OdopmileHHE JOKYMEHTOB 110
TPYJIOBBIM IPABOOTHOLIEHUSIM: TPYIOBOTO JOTOBOpPA, MPUKa3a O
nmpueMe Ha paboTy B COOTBETCTBUHU C HOPMATHBHBIMU
TpeboBanusiMuU. CocTaBlieHUE pPe3tOME U MPOYUX JOKYMEHTOB C
ucnoib3oBanueM mabiaoHoB 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 o0yuaromuxcs, (POPpMbI OPraHU3alNNHU AeATeJIbHOCTH 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 PO

«YHUPHUIHMPOBAHHAS CUCTEMa OPraHU3aIMOHHO-

paclopsANTENHLHON TOKYMEHTAIIUN.
Tema 1.7 Coneprxanue yueOHOT0 MaTepuara: 12 2 OK 1,0K 2, 0K 3, OK
Opranuzanus [IpyHIMTIBEI ¥ COBPEMEHHBIE TTOIXO/IbI K OpTaHU3aIuH 4, 0K 5, OK 6, OK 7,
JOKYMEHTO00O0pOoTa | JOKYMEHTO00OpOTA. OK §,0K 9, IIK 1.5,

I1K 2.2

[IpakTryeckoe 3aHsATHE 4 2

CocraBiieHrne peKOMEHJAIil 10 OPraHU3aIMOHHO- TEXHUYECKOMY

obecriedeHnto odrca st OpraHu3aluy JOKYMEHT0000pOoTa.

CocTraBiieHre TEKCTOBOTO JOKYMEHTA C OITUCAHHEM MPaBUII

pPEeTUCTpaINH U HHICKCAIIMUCITYKEOHBIX

nokyMeHTOB.CocTaBlIeHUE TEKCTOBOTO IOKYMEHTA C OIMCaHUEM

TpeOOBaHUH COCTaBIEHHS U O(POPMIICHHUS HOMEHKIIATYPHI JIeTI.

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 CereBble Coneprxanue yueOHOro MaTepuaa: 8 2 OK 1,0K2,0K 3,0K
METOIBI Hcnonbs3oBanre KOMIBIOTEPHBIX CETEN JUTS 1IeJIei 4, 0K 5, OK 6, OK 7,
OpraHM3alyu JTOKYMEHT0000poTa. CHCTEMBI 3JIEKTPOHHOT0/I0KyMEHTO000pOTA. 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
HaumMeHnoBanue NpaKTH4ecKue padoThl, CAMOCTOSAATEeJIbHAsI padoTa KOI-B6 44C0B YpoBeHb KOTOPbIX
pa3/iesioB M TeM o0y4yarommxcsi, GopMbl OPraHU3alUHU AeSITeTbHOCTH 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
Paznen 66
PenakTupoBanue
CIyKeOHBIX
JAOKYMEHTOB
Tema 3.1 Conepxanne yaeOHOr0o MaTepHaa: 8 2 OK 1,0K2,0K 3, OK
PenaktupoBanue Ilens n 3aaun pefakTUPOBAHUSA, €TI0 3HAUYCHUE 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
yueOHast apXMBOBEICHUS.
JMCLUILUINHA

MPAaKTUYECKOE 3aHITHE 4 2

N3yuenne yueOHOro Marepuana «3aiadu pelakTHPOBaHUS

CIIy>ke0HOT0 IOKYMEHTa» M COCTABJIEHUE IPE3EHTALIUN

CamocrosiTenpHas pabora 2 2

1o100p MaTepuaa JUlsl MPaKTHYECKOTO 3aHATHUS
Tema 3.2 TekcroBeie | Conepskanue yueOHOTO MaTepuara: 20 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 A3BIKOBBIX HOPM JEJIOBOM OK §,0K 9, IIK 1.5,
JIEJIOBOM peun uH(pOpMalUN: JIEKCUKa, CTUIMCTHKA, (ppazeosorus; Mophoiorus; I1K 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 o0yuaromuxcs, (POPpMbI OPraHU3alNNHU AeATeJIbHOCTH 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 (OpPM J1e710BOM HHpOopMaIny, « T uTHIHbIE

HapYIICHHs TEKCTOBBIX U SI3bIKOBBIX HOPM J1€JI0BOM MH(pOpMAIUK:

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

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

[IpakTuyeckoe 3aHsATHE 2 2

Omnpenenenre BUa MPaBKU TEKCTa CIY)KEOHOTO IOKYMEHTA.

PenaktupoBanue TEKCTOB.

CamocrosiTenpHas padbora 4 2

CocraBrieHre TaMsITKU K TpaBKe-BbIUYUTKE, MPaBKe-COKPAILIEHUIO,

MpaBKe-TiepeeNKe, TEKCTa CIy>KeOHOTO JJOKYMEHTA.

PenaktupoBaHue npeaIoKeHHBIX TEKCTOB CITYKEOHBIX

JIOKYMEHTOB C OTIpe/IeIICHHEM BUa paBku. Padora miis

MOATPYIIBI CTYICHTOB
Tewma 3.4 Coneprxanue yueOHOT0 MaTepuara: 14 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 3aHaTHe 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 o0yuaromuxcs, (POPpMbI OPraHU3alNNHU AeATeJIbHOCTH OCBOEHHUS crocodeTByeT
00yJaroIMXCs 3JIEMEHT MPOTrPaMMbI
1 2 3 4 B

Ha IpeaMET JOMYIICHHBIX B HUXKOMIIO3UIIMOHHBIX OUTHOOK.

PengakTupoBaHue TEKCTOB CIIYKEOHBIX TOKYMEHTOB Ha MTPEIMET

JIOTYIIEHHBIX 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: 16 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-00paboTKa TEKCTOB CIY)KEOHBIX IOKYMEHTOB. MTOroBas

KOHTpOJIbHast paboTa

CamocrosrenbHas pabora 4 2

CocraBieHre MaMATKHA K KOMIUIEKCHOW TIPaBKe CITy)KEOHBIX

JOKYMEHTOB.
[IpakTnueckoe Copepxanue yueOHOro Marepuana: 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

TEXHOJIOTHH B PO AeATCITHHOCTH.

MuHUMaIBHO  HEOOXOJMMOE  MAaTepPHAIbHO-TEXHUYECKOE  oOecreueHue
BKJIIOYAET B ceOsl:

KOMITBIOTEPHBIC CTOJIBI M CTYJIbs, pabouee MECTO MPEIo aBarTeisl, 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 oOpabotku rpadudeckux uzooOpaxkenuit IrFanView,
Windows, MS Office, nmporpamma st mepeBoaa - ownnaiH Google-nepeBoauuk,
antuBupyc Kacnepckoro, Acrobat mist urenus pdf daitioB (Bu3yanu3npoBaHHBIX
AJIEKTPOHHBIX TOKyMEHTOB), yueOHas Bepcus T-FLEX CAD.

Crenppl - 6 wIT.

3.2. UndopMmanmoHHoe obecnevyeHue o0yueHmst

OCHOBHBIC HCTOYHUKH:
Ne n/nt bubnuorpaduueckoe onucanue

1 HoponuHa, JI. A., Uputukosa, B. C. Opranuzanusi 1 TEXHOJIOTUs
JOKYMEHTAI[MOHHOTO OOECTIeUeHus! yIpaBiIeHHs: YI€OHUK U TPAKTHUKYM ISl BY30B //
Opaiit, Mocksa, 2022

2 Hetécoga, O. 10. MlupopmanioHHbIe CHCTEMBI U TEXHOJIOTUH B SKOHOMHUKE: yueOHOe
nocobue 11t By30B // FOpaiit, Mocksa 2022

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

1 Kysnenos, U. H. lokxymenTanimonHoe odecredeHue yrnpasieHus. JJokyMeHTo000poT
U JeNONPOU3BOICTBO: YUEOHHK M 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. ConpoBoxeHue peaju3anui 00pa3oBaTeJbHOH NPOrPaMMBbI €
NPUMEHEHUEM 3JIEKTPOHHOI0 00y4YeHHUsI M JMCTAHIMOHHBIX 00pa30BaTe/IbHbIX
TEXHOJIOT M

OcBoeHME MPOrpaMMbl MOXKET MPOBOAUTHCA C MPUMEHEHUEM JJIEKTPOHHOTO
0o0y4eHHUsI U UCTAHIIMOHHBIX 00pa3oBaTeNbHbIX TexHosorui (manee — JOT) mpu
HaJIMYUM  OOBEKTUBHBIX  YBOXKHUTEIBHBIX  NPUYMH  W/WIU  OOCTOSITEIHCTB
HEMPeoq0JIUMON  Cuiibl  ((POpC-MaKOPHBIX  OOCTOSITENBCTB), MPEMSITCTBYIOMINX
oOyyYaromuMcsl W/WIu MOpernojiaBaTesisiM JIMYHO MPUCYTCTBOBATH MPHU MPOBEIACHUU
3aHATHUS.

B sToM ciyuae qomyckaercsl MpOBOAUTD 3aHATUE YIAJIEHHO B COOTBETCTBUM C
pacrnucaHueM, YTBEPKJICHHBIM PYKOBOAMUTEIEM CTPYKTYPHOTO IMOJpa3/Ie/iCHUs] Ha
wiargopmax: MS Teams (mpennoYTUTeNnsHO), Zoom U rpouue (Mpy COrjacoBaHUM €
PYKOBOJICTBOM).



4. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHMS
TV CHUTILTAHBI IINKJIA

KoHTponb 1 oleHKa pe3ynbTaTOB OCBOEHUS JUCHHUIUIMHBI OCYIIECTBIISETCS
[Earorn4eckuM pabOTHUKOM B MPOILECCE NMPOBEACHUS AYAUTOPHBIX 3aHATHM, UTO
NO3BOJIIET NPOBEPUTh y OOy4yaroUMXxcs HE TOJbKO C(HOPMUPOBAHHOCTD
npo(eCCUOHATBHBIX KOMIETEHLUUH, HO M pa3BUTHE OOMIMX KOMIIETEHIUN H
o0OecreunBaroINX X YMEHUH.

@®opmMbl W  METOABl KOHTPOJS U OLEHKA pe3ylbTaTOB  OOy4YCHHS
perilaMeHTUPOBaHbl COOTBETCTBYIOIIMM PoHI0M oneHouHbIX cpeactB (POC) nmo
yueOnou gucnumummae 1ukia OI1.10 "KommberotepHas 06paboTka U peJakTUPOBAHUE
CITy>K€OHBIX JOKYMEHTOB".



