MHWHHUCTEPCTBO TPAHCIIOPTA POCCUMCKOM ®EJIEPAIIANA

POEJEPAJIBHOE 'OCYJAPCTBEHHOE ABTOHOMHOE OBPA30OBATEJIbHOE
YYPEXJIEHHUE BBICIIEI'O OBPA3OBAHUS

«POCCUUCKHUU YHUBEPCUTET TPAHCIIOPTA»
(PYT (MUUT)
NHCTUTYT MEKIYHAPOAHBIX TPAHCHOPTHBIX KOMMYHUKALMMA

-~

-

~

Pabouas nporpamma yueOHOH AUCLMIUIMHBL,
KaK KOMIIOHCHT 06pa303a’1‘enhﬁoﬁ [porpaMmbI
cpenHero npodecCHOHAIEHOT0 00pa30BaHHUs -

nporpammsl CI1O
I10 CIICIHAJIbHOCTH
JlokyMeHTalMOHHOE 00ecIIeueHne YIpaBIeHus U
apXMBOBEJICHNUE,
YTBEpIKICHHas! IpeiceiaTesieM yaeOHo-
MeToaudeckoi komuccun PYT (MUUT)
Moprynosoii I'.A.

J

PABOYAS TIPOT'PAMMA YUYEBHOM JUCHUATIINHBI
OI1.10 KommnbroTepHast 00paboTka U peIaKTUPOBAHHUE CITY>KEOHBIX TOKYMEHTOB
no crnenraibHoCcTH - 46.02.01 «/lokymMeHTalmoHHOE 0OeCTICUeHHE YITpaBICHUS U

APXHUBOBCIACHUCY

-

-

\

PaGouast mporpamma
y4eOHOI AUCIUIUINHEL B BHIE YJIEKTPOHHOIO JOKYMEHTA
BBITPY’KEHA U3 eJUHOH KOPHOPaTHBHON HH(OPMALHOHHOM
CHCTEMBI YIIPABICHHUsI YHUBEPCUTETOM U COOTBETCTBYET
OpUTHHAITY

J

~

[Mpocras snekTpoHHas noanuck, Beiganuas PYT (MUNT)
ID moxmucu: 10231 data: 09.06.2022
[Moamucan: npeacenarenb y4eOHO-METOJMYECKON
komuccun Moprynosa ["anuna AnaronbeBHa

Mocksa 2022



OJIOBPEHA
[IpenMeTHOM (IIUKIIOBOM) KOMUCCHUEH

[TpoTtokon oT «09» urons 2022 r. Ne
6/UMTK

[Ipencenarens
¢ He. /.
// I'.A. MopryHoBa
COI''TACOBAHO

HpGIICCIIaTGJIGM I.[HKJIOBOﬁ KOMHUCCHUHU

/7

( [ef —
// I'.A. MopryHoBa
«09» uronsa 2022 r.
CocTaBuUTEIb:

Pa3pabotana B COOTBETCTBUU  C
denepabHBIM rOCy/IapCTBEHHBIM
00pa3oBaTEeLHBIM CTAaHAAPTOM CPEIHETO
npodecCHOHaTbHOTO  00pa3oBaHMs  TIO
CIEHUAITBHOCTH 46.02.01
«/lokyMeHTalMOHHOE o0ecrnieueHne
yIPaBICHUS U apXUBOBEIICHUECY.

YTBEPXJIEHO
[Ipeacenarens yueOHO-METOUYECKOM
KOMHCCUU
( He. /.
// I'.A. MopryHoBa

[Iporokon ot «09» utonst 2022 r. Ne 6

bo6posa Enena BuktopoBHa - crapuinii npenojaBareib Kadeapsl
«JlokyMeHTalmoOHHOE 00ecTieueHNnEe MEKTYHAPOIHBIX KOMMYHHUKALIHID)

PeneH3eHTbI:

PomanoBa Anuna TepenTtbeBHa - mpodeccop kadenpsl «MexayHapoIHbIN

Ou3HeEC)»

Bpuo nupexkropa PTAHT/I I1. A. Kronr

PykoBonurens Kanuensapun JlemapramenTa JOKyMEHTALMU U KOHTPOJIS
HenTpanpHoro anmapara [lonutnueckoi maptuu CIIPABEJJINBAA POCCHA

C. B. Canuna



COILEPKAHHUE
1. MACHOPT PABOYEM NPOT'PAMMBI JUCILIUTLIUHBI
2. CTPYKTYPA U COAEPKAHUE JUCIIUITJIMHBI

3. VCJOBUS PEAJM3AIIMA PABOYEW  TMPOTPAMMBI
TV CHUILIAHBI

4. KOHTPOJIb UMW OILEHKA PE3VJIBTATOB OCBOEHUS
JAACHUIIVIMHBI HUKJIA OIL10 KomnbotepHas o0padorka u
pelaKTHPOBAaHUE CJIY:KeOHBIX JOKYMEHTOB



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 YacThlO  OCHOBHOM
npodeccuonanbHol obpazoBatenbHOU Tporpammbel @I'OC CITIO u pazpabortana B
cootBercTBUM PI'OC CIIO no cnemumanbHocTH 46.02.01 [JoKyMeHTallMOHHOE
oOecrieueHure yrnpaBlIeHUsS U apXUBOBEICHHE.

1.2. MecTO TUCUMIITIMHBI B CTPYKTYPe OCHOBHOI MPodecCHoOHATIbLHOM
00pa3oBaTeIbHOM POrPpaMMBbI

Jucuuminaa otHocuTea K nukiay OIl mporpamMmel MOATOTOBKY CHENUAIUCTOB
CpeHEero 3BeHa, HampaiieHa Ha (opmupoBaHHE NPO(ECCHOHATIBHBIX U OOLIUX
KOMIICTCHIMH.

[lepeuenp (popmHupyeMBbIX pPE3yJIbTATOB OCBOEHHUS 00pa30BATEIbHON IMPOrpaMMBI

(koMIieTeHIui) B pe3yabTaTe 00yUYeHUs MO AUCIUTLINHE:

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

OK 2  Opranu3oBbIBaTh COOCTBEHHYIO A€SATEIbHOCTb, BBIOUPATH TUIIOBBIE METO/IbI
U CHocoObl BBHINOJHEHHUS NPOGECcCHOHATIbHBIX 3ajad, OLEHHBAThb MX
3¢ (HEKTUBHOCTH U KaYECTBO.;

OK 3  IlpuHuMath penieHus B CTAHAAPTHBIX K HECTAHIAPTHBIX CUTYALUSIX U HECTH
32 HUX OTBETCTBEHHOCTb.;

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

OKS5 MHWcnonb3oBaTh MHGOPMAIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJOTHH B
npo(hecCHOHATILHOM JeSITeIbHOCTH. ;

OK 6  Paborarh B KOJIJIEKTHBE U KOMaH[ie, 3 (HEKTUBHO OOIMIATHCS C KOJIJIETaMH,
PYKOBOJICTBOM, MOTPEOUTEISAMHU. ;

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

OK 8  CamocToATenbHO ONpeaensiTh 3a/1auyi Npo(ecCuOHATBLHOTO U JIMYHOCTHOTO
pa3BUTHUS, 3aHUMATHCS CaMOOOpPa30BaHHMEM, OCO3HAHHO IUIAHWPOBATH
MOBBINICHUE KBATU(PUKAIIHH.

OK9 OpuentupoBaTbCsi B  YCIOBUSIX 4YacTOW CMEHbl TEXHOJOTHH B
npodeccuoHaNbHOM eI TeIbHOCTH. ;

I[IK 1.5 Odopmasth U perucTpupoBaTb OpPraHU3aALUOHHO-PACTIOPSIAUTEIIbHbBIE
JOKYMEHTBI, KOHTPOJIMPOBATh CPOKU UX UCIIOJHEHUSL. ;



[IK 2.2 Bectu paboTy B cucTeMax 3JIeKTPOHHOTO TOKYMEHTO000pOoTa.

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

O6yuenne mno gucuummHe OIL10  "KommbroTepHas o6pabotka u
pPEIaKTUPOBAHUE CITYKEOHBIX JOKYMEHTOB" MPEIIOJIaraeT, 9To Mo €ro pe3yiabTaTam
oOyyarotuiicst 0yer:

3HaTh:

* MpaBWia TEXHUKH OE30MAaCHOCTH W THUTHEHWYECKHE TpPeOOBaHUSA TMIPH
ucnonbs3zoBanuu cpeacts UKT B oOpazoBarenbHOM IpoIiecce;

 mpaBwia 0GOpMIICHHUS  JIOKYMEHTOB  YHU(PHUIIMPOBAHHBIX  CHUCTEM
JIOKyMEHTAI[MU Ha MePCOHATLHOM KOMIIBIOTEPE;

* BO3MOKHOCTH HCITOJIb30BAaHUS PECYpPCOB ceTH VHTEpHeT s penieHus
npodeCCUOHANIBHBIX 33]1a4;

* BUJIbI M TEXHHUKY TTPABKU TEKCTOB,

* HOPMBI JINTEPATYPHOTO SI3bIKAa U TPEOOBAHUS K PEYEBOMY ITHKETY B TEKCTAX
JIOKYMEHTOB.

YMeTs:

* npodeCCUOHATBHO OCYIIECTBIATh HA0Op CIYKEOHBIX JIOKYMEHTOB Ha
MIEPCOHATEHOM KOMITBIOTEPE.

* UCIOJIb30BaTh YHU(UIIUPOBAHHBIC CHUCTEMBI JOKYMCHTAIIUH W TPeOOBaHUS
['ocynapcTBEeHHONW CHUCTEMBI JTOKYMEHTAIIMOHHOTO OOECIEYCHHS YIPABICHUS TIPH
o(OpMIICHUH CITYKEOHBIX JOKYMEHTOB;

* HCTOJIb30BaTh CEPBUCHI U HMH(POPMALMOHHBIE pecypchbl ceth WHTepHET B
npodeCCUOHAIILHON JIeATeIIbHOCTH;

* PEIAKTUPOBATH CIY)KEOHBIE IOKYMEHTHI,

* paboTaTh C pa3HBIMU TUTIAMU HOPMATHUBHBIX CIIOBApEH.

1.4. KotnyecTBO 4acoB Ha 0CBOeHHE padoyell MPOrpaMMbl JUCHUILIUHbBI

MaxkcruMmanbHOU yueOHON Harpy3ku oOydatomerocs 162 yacos, B TOM YHUCIIE:
- 00513aTeNTFHOM ayTUTOPHOM yueOHOUM Harpy3ku oOyuatomierocs 108 yacos;
- CAaMOCTOSITEILHOM paboThI 0Oy4Jaroiierocs: 54 4acos.

1.5. Ucnosib3oBanue yacoB BapuatuBHoil yactu IIINICC3

B mucnmmmae OIL10 "KommbiorepHass o00paboTka W pelaKTUPOBAHHC
CIIyKEOHBIX JOKyMEHTOB" HWCIOJH30BAHHE BapUATHUBHOM YacTH  Harpy3KH
IpeayCMOTPEHO B 00BbEMeE 162 yacoB.



2. CTPYKTYPA U COAEP KAHUME JUCIHIUIT/IMHBI

2.1. O0beM TMCHHUILVIMHBI U BUABI Y4eOHO# padoThI

Bun yuyeOHo# padoThI Obnem
4acoB

MaxkcumanbHas yueOHas Harpyska (Bcero) 162
O0s13aTenbHas ayIuTOpHAs yueOHasi Harpy3ka (BCero) 108
B TOM YHCIIE:
Jlexuusa 20
ITpakTrueckoe 3aHsATHE 88
CamocTosTenpHas padora o0ydaronierocs (BCero) 54
B TOM YHCIJIE:
CamocTosTenpHas pabora 54
Hrorosas arrecranus B popme apyras popma KOHTPOJIs
HTorosas arrecranus B popme dK3aMeHa




2.2. TemaTu4eckuii U1aH U coAepskanue JucuMIVIMEbI HUKIa OI1.10 KomnbrorepHast 00padoTka U peJaKTHPOBAHME

CJIY:KeOHBIX IOKYMEHTOB

Koapl koMneTeH Ui,

Conep:xaHue yueOHOIo MaTepuaJa, 1adopaTopHbie U ¢opMupoBanuio
HaumeHoBaHue NpaKTHYecKue padoThl, CAMOCTOAITe/IbHAsI padoTa Kou-Bo Yposennb KOTOPBIX
pa3/ieJioB M TeM o0yuaromuxcs, GopMbl OPraHU3aNHU AesITeTbHOCTH 4acoB OCBOEHMA CI0COBCTBYET
00y4aoIMXCs 3JIEMEHT MPOrPaMMbIl
1 2 3 4 5
Paznen Komnbiorepuas 96
0o0padoTKa ciry:keOHbIX
JAOKYMEHTOB
Tema 1.1 CoBpemennnie | ComeprkaHue yueOHOTO MaTepuaa; 6 2 OK 1,0K 2, OK 3,
TEXHUYECKUE CPEJICTBA [Tpenmert u 3a1aun y4eOHOM AUCUUIUINHBI, U €€ POJIb B OK 4, 0K 5,0K 6,
CO3/71aHUs JOKYMEHTOB poQeCCHOHAIBHON MOATOTOBKE criennanucta. CoBpeMeHHOe OK 7, 0K 8§, OK 9,
COCTOSTHUE M TEHJEHIIUHU Pa3BUTHSI TEXHUUECKUX CPEIICTB IIK 1.5, TIK 2.2
CO3JIaHMs TEKCTOBBIX JOKyMEHTOB Kitaccudukanum TeXHUUECKUX
CPEICTB, UCTIOIb3YEMbIX ISl CO3JJaHUS CITY>KEOHBIX JTOKYMEHTOB
CamocTosTenbHas paboTa o0yyaroumxcs : IOAroTOBUTh pedepar
Tema 1.2 IIpaBuina Copneprxanue yueOHOTo MaTepuana: 6 2 OK 1,0K 2, OK 3,
TexHUKU Oe3omnacHocTy U | [IpaBuiia TexHuku O0ezonacHocTH Tpya oneparopa 1K OK 4, 0K 5, OK 6,
TUTHEHUYECKUE [Tpaktrueckue 3anstusll3 Nel M3yuenne canurapHo- OK7,0K 8, 0K 9,
TpeOOoBaHUs IPU AIMUJIEMHUOJIOTUYECKUX MPABUI U HOPMATHUBOB U COCTABIICHHE K 1.5, 11K 2.2
MCIOJIb30BAHUU CPEJICTB | PEKOMEHJAIMH MO COOIIOICHUIO CAaHUTAPHO-TUTMEHNYECKUX
HUKT B HOPM IIpu ucnonb3zoBannu cpeacts UKT
JEJIOIPOU3BOJCTBE.
Tema 1.3 Ocobennoctu | ConepskaHue y4eOHOTO MaTepuana; 16 2 OK 1, 0K 2, OK 3,

MAIIUHOIIUCH C
npuMeHenneM [1K

[Tpaktuyeckue 3ausaTusII3Ne 2-3 OTpaboTKa HABHIKOB
YBEJIMYEHHUS! CKOPOCTH MAaTMHHOTO Habopa TEKCTOB C MOMOILBIO
nporpamMm-TpeHaxkepoB «Cono».I13 Ne 4-5 OtpaboTka HaBBIKOB
1o paboTa ¢ JTaTUHCKOU Ki1aBHaTypoi. CaMoCTOsATEIbHAS
pabotaCoBepIiIeHCTBOBaHNE HAaBBIKOB Ha0opa TekcTa U (opMyI.
OcBoeHMe JecaTUNabLEBOI0 METOIa IeYaTH B Mpoliecce
paboThl ¢ mporpamMmoii-Tpenaxépom 1 MS Word

OK 4, 0K 5, OK 6,
OK7,0K 8, 0K9,
K 1.5, 11K 2.2




HaunumenoBanue
pa3aesioB U TeM

Conep:kanue y4eOHOTro MaTepuaJia, JJadopaTopHbie U
NMPaKTH4ecKHue padoThl, CAMOCTOsATeIbHAsI padoTa
00y4aouuxcs, GOpMbI OPraHu3aIUNA AeSITeJTbHOCTH
00y4arouuXxcs

KoJu-Bo
JacoB

YpoBenb
OCBOEHHS

Koapl koMneTeHIU,
(popmupoBanuio
KOTOPBIX
crocodcTByeT
3J1eMeHT NPOrpaMMbl

1

2

5

Tema 1.4 Odopmiierue
TEKCTOBBIX JOKYMEHTOB

Cogepxanue yueOHOro MaTepHana:

[Tpaktrueckue 3ansaTusll3 Ne6 Co3znaHue TEKCTOBOrO TOKyMEHTa
B MSWord. Otpabotka oneparuii hopmatupoBanus Tekcra.l13
Ne7 BeinonHeHne qENCTBUN 110 YCTaHOBIIEHUIO KOJIOHTUTYJIOB,
pa3pbiBoB cTpanuil. [13 Ne8 Co3gaHue u 3amonHeHUE TaOIuII.
®opmaruposanue Tadaui.I13 Ne 9 BeraBka rpaduku B
TOKyMeHT, popmaTtupoBanue pucynkall3 Ne 10Co3nanue u

0 OopMIIEHHE TEKCTOBBIX JIOKYMEHTOB C HCIIOIb30BaHUEM
rpaduyeckux npuMuTUBOB, aBTOGUTYp, WordArt.I13 Nel 1
Cosznanue, pefakTHpoBaHue  0OPMIICHHE PUCYHKA 110 00pa3Ily
UCIIOJIB3YS] OCHOBHBIE HHCTPYMEHTHI TpadudecKoro peaakTopa
Paint.CamocTtositenpHast pabota Co3qaHie KOMITICKCHOTO
JIOKYMEHTA.

12

N

OK 1,0K 2, 0K 3,

OK 4, 0K 5, OK 6,

OK7,0K 8, 0K 9,
K 1.5, 11K 2.2

Tema 1.5 Pabora ¢
3IEKTPOHHBIMU
tabnuuamu.Oprasuzanus
BeuMciennii B MS Excel

Coneprxkanue ydeOHOro Matepuarna:

Coneprxanue yueOHOro MaTepuanalaeKTPOHHbIE TaOIHIIbI, UX
HazHauyeHue. Mutepdeiic mporpammel Excel. cnonb3oBanue
AJIEKTPOHHBIX TaOJIMII IPU CO3/IaHUM U yUeTe CIyKEOHBIX
nokymenToBlIpaktuueckue 3anstusll3 Nel2-13 Co3znanue
AIIEKTPOHHBIX Tabaui. BBox u popmarupoBaHue JaHHBIX B
anekTpoHHbIX Tabmunax.l13 Nel4-15 Ucnons3oBanus
OTHOCHUTEJIbHOM 1 a0COIOTHOM aJipecaliiu sueeK MpH
BeimosiHeHnH BeruuciaeHuit MS Excel. I3 Nel6-17 CoptupoBka u
¢uibTpanus naHHbIX. [locTpoeHne npeaakTupoBanue
nuarpamm.CamocTositenbHas padbota OTpadoTka u
COBEpILIEHCTBOBAaHME YMEHHUH 1O paboTe ¢ MHCTPYMEHTAMH 110
co3aHus ¥ (hOPMATUPOBAHHUS HNEKTPOHHBIX TAOJIHII.

20

OK 1,0K 2, 0K 3,

OK 4, 0K 5, OK 6,

OK 7,0K 8§, OK 9,
K 1.5, 11K 2.2

Tema 1.6 Cnyxxebnble
JTIOKYMEHTBI

CogepxaHue yaeOHOTO MaTepHaa:

Coneprkanne yuebHoro marepuana: Kiaccudukamnms ciry>keOHbIX
nokymeHToB.IIpaBuna oopmiieHus: coaepKaHus CIIyKeOHBIX
JIOKYMEHTOB. YHU(DUIIMPOBAHHAS CHCTEMAaOPTraHU3aIMOHHO-

10

OK 1, 0K 2, OK 3,

OK 4, OK 5, OK 6,

OK 7, OK 8, OK 9,
MK 1.5, TTK 2.2




HaunumenoBanue
pa3aesioB U TeM

Conep:kanue y4eOHOTro MaTepuaJia, JJadopaTopHbie U
NMPaKTH4ecKHue padoThl, CAMOCTOsATeIbHAsI padoTa
00y4aouuxcs, GOpMbI OPraHu3aIUNA AeSITeJTbHOCTH
00y4arouuXxcs

KoJu-Bo
JacoB

YpoBenb
OCBOEHHS

Koapl koMneTeHIU,
(popmupoBanuio
KOTOPBIX
crocodcTByeT
3J1eMeHT NPOrpaMMbl

2

5

pacriopsauTenbHOl TokyMeHTauuu Ilpaktuueckue
3anaTusal13Nel8 Uzyuenue TpeGoBanus Kk ohopMiIeHH O
PEKBU3UTOB JOKYMEHTOB. Co3aHue 6JaHKOB JOKYMEHTOB B
COOTBETCTBUH C HOPMATUBHBIMU TpeOoBaHMsIMU. [I3Ne
19CocraBienue 1 opopMIICHHE AETOBBIX TUCEM,OKIIaIHBIX,
CITy’)K€OHBIX U OOBSICHUTEIBHBIX 3aIMCOK B COOTBETCTBUU C
HopMaTuBHbIMH TpeOoBaHusMU.I13Ne 20CocTaBnenue akra,
IIPOTOKOJIA, CIIPABKH, 3asIBJIICHUSI B COOTBETCTBUU C
HopMaTuBHbIMH TpeOoBaHusIMU.I13 Ne 21CocraBnenue
OpraHU3alMOHHO-PACIOPSAAUTENbHBIX JOKYMEHTOB: IPUKA30B,
pacropsiKeHUH, pelieH! B COOTBETCTBUU C HOPMATUBHBIMU
tpeboBanusAMuU.I13Ne 220 popmieHre JOKyMEHTOB 110 TPYAOBbIM
IPaBOOTHOLIEHUSAM: TPYI0OBOT'O I0TOBOpa, IpUKa3a O MprueMe Ha
paboTy B COOTBETCTBUHU C HOpMATUBHBIMU TpeOoBaHUsIMU.II3Ne
23CocTaBieHHE PE3IOME U IIPOYUX JTOKYMEHTOB C
ucnoiabszoBanueM 1mabdnoHos Office.com [13Ne 24 KommnekcHoe
CO3/1aHNe JOKYMEHTOB (IIpoBepoyuHas pabota) CamocTosTeabHas
pabotaOTpaboTKa MPAaKTUYECKUX HABBIKOB 110 CO3J[aHUIO
CIIy’K€OHBIX JJOKYMEHTOB pa3IMYHBIX BUJOB C YIETOM
tpeboBanuii 'OCT P® «YHuduuupoanHas cuctema
OpraHM3alMOHHO-PACIOPSAAUTEIbHON JOKYMEHTALUN.

Tema 1.7 Opranuzanus
JIOKYMEHTO000poTa

Coneprkanue ydeOHOro MaTepuarna:

[TpuHIMIBI 1 COBpEMEHHBIE MOIX0bI K OpraHU3aluu
nokymenToobopora. llpaktuueckue 3asaTusl[3Ne25
CocraBieHne peKoOMeH Al 0 OpraHu3auOHHO-
TEXHUYECKOMY olecriedeHHto oduca A opraHu3aiu
nokymentoobopota.lI3Ne 26 CocraBiieHue TEKCTOBOTO
JOKYMEHTa C OTICAaHUEM IIPABHJI PETUCTPAIIIN U MHICKCAIIH
ciyxeOHbIX JokyMeHTOB.II3Ne 27 CocTaBiieHre TEKCTOBOTO
JOKYMEHTa C ONIMCaHuEeM TPeOOBAHUH COCTABIICHHS U

OK 1,0K 2, OK 3,

OK 4, 0K 5, OK 6,

OK7,0K 8§, 0K 9,
K 1.5, 11K 2.2




Koapl koMneTeHIU,

Conep:xanue yueOHOro Mmarepuasa, 1ad0paTropHbie U dopMupoBaHmI0
HaumenoBanue NpaKTHYecKue padoThl, cCaMOCTOsITeJIbHAs padoTa Kou-Bo YpoBens KOTOPBIX
pa3esioB U TeM o0yyaromuxcs, OpMbI OPraHU3ALNHU AeATEJIHLHOCTH 4yacos OCBOEHHS crocodeTByeT
00y4aoIMXCs 3JIEMEHT MPOrPaMMbIl
1 2 3 4 &)

odopmiienust HoMeHKIaTypsl Aen. [13Ne28 CocraBnenue

HOMEHKJIATYphI JIe]1 CTPYKTYpHOro nojpaszaenenus. CocraBieHue

TabyuLbl U cxembl: «O0pasel] 3a0JTHEHUS] HOMEHKIIATYPbl

nem». I13Ne29 Konrponbshas paboraCamocrositenbHas pabora

Cocrasnenue (GopMbl BHYTPEHHEW OMKUCH JOKYMEHTOB.
Tema 1.8 Utorosas Coneprxkanue yaeOHOro Matepuarna: 0
pabora.
Paznen 66
PenakTupoBanmue
CIyKeOHBIX
AOKYMEHTOB
Tema 2.1 Copneprxanue yueOHOTO MaTepuana: 8 2 OK 1,0K 2, OK 3,
PenaktupoBanue Copepxanne yueOHoro marepuanallens u 3agaun OK 4, 0K 5,0K 6,
CIIyKEOHBIX JJOKYMEHTOB | PEIaKTUPOBAHUS, €r0 3HaUYEHUE ISl POPMUPOBAHUS OK 7, 0K 8§, OK 9,
KaK yueOHas npodecCHOHATBLHON KOMIIETEHIIMH CIIEUATUCTOB B 00J1aCTH K 1.5, 11K 2.2
IMCUIUTUINHA JOKYMEHTAITMOHHOTO 00ECTICUeHHS YIIPaBICHUS U

apxuoBencHus. [ Ipaktnueckue 3anatusal[3Ne 34 - 35 N3zyuenne

ydaeOHOro Marepuania «3aJaqyu peJakKTUPOBAHUS CITY>KEOHOTO

JIOKYMEHTa» U COCTaBlieHUe npe3eHTaun. CaMmocTosTenbHas

pabota oOyuaromuxcs: moao0p MaTepuaa Jisi MPaKTHIECKOTO

3aHSITHS
Tema 2.2 TekcToBble U Copneprxanue yueOHOTo MaTepuana: 14 2 OK 1,0K 2, OK 3,

SI3BIKOBBIE OCOOEHHOCTH
JIEJIOBOM pevn

Conepkanne yueoHoro marepuanaCrnenuduka miCbMEHHBIX,
yCTHBIX (hopMm nenoBoit nHpopmaruu. TUIHYHBIE HAPYIIICHHS
TEKCTOBBIX U SI3BIKOBBIX HOPM JIEJIOBOI MH(OpMAIIHH: JIEKCHKA,
CTHJIUCTHKA, (pa3eosiorus; MOpQoIorus;
cuntakcuc.lIpakrnueckue 3ansatusalI3Ne 36 CocraBnenue
JIeJTIOBOTO TIMCHhMA, TOKJIQIHOH 3aIMCKU, BBITUCKH U3 MTPOTOKOJIA
o0111ero coopanus TPYAOBOT0 KOJJIEKTUBA 10 MPEI0KEHHOM
npobnemuoit cutyanuu.[13Ne 37 CocTaBneHue 3asiBICHUS O

OK 4, 0K 5, OK 6,
OK 7,0K 8§, OK 9,
K 1.5, 11K 2.2




HaunumenoBanue
pa3aesioB U TeM

Conep:kanue y4eOHOTro MaTepuaJia, JJadopaTopHbie U
NMPaKTH4ecKHue padoThl, CAMOCTOsATeIbHAsI padoTa
00y4aouuxcs, GOpMbI OPraHu3aIUNA AeSITeJTbHOCTH
00y4arouuXxcs

KoJu-Bo
JacoB

YpoBenb
OCBOEHHS

Koapl koMneTeHIU,
(popmupoBanuio
KOTOPBIX
crocodcTByeT
3J1eMeHT NPOrpaMMbl

2

5

MOCTYIIJIEHUH Ha padoty, pestome.I13 Ne 38 CocrasieHue
O0OBSICHUTEINIBHBIX 3AMUCOK I10 MPEIJI0KEHHBIM TPOOIEMHBIM
curyauusm.I13 Ne 39 PegaktupoBanve THIMYHBIX HAPYIICHUM
TEKCTOBBIX U SI3BIKOBBIX HOPM JICJIOBOM
uHpopmanuu.CaMmocTosTenbHas paboTa

obyyvarontuxcs: CocTaBlieHUE MMPE3CHTALIMH HAa OJHY U3 TEM:
«Cnenuduka TUCbMEHHBIX, YCTHBIX (POPM 1eT0BOH
uH(popManuny, « TUMUIHBIC HAPYIICHUS TEKCTOBBIX U S3IKOBBIX
HOPM JIeNI0BOM MH(OPMALIUU: JTEKCUKA, CTUITUCTHKA,
dpazeonorus; MopdoJiorus; CHHTaKcuc». Pabora st
MOJITPYNIIBI CTYJCHTOB.

Tema 2.3 Bune! u
TEXHHUKA IMPABKU TEKCTOB
CITYyKEOHBIX

Conepxkanue yaeOHOro MaTepuarna:

Copneprxanue yueOHOro MatepuanaBubl IpaBKU TEKCTOB.
Texnuka npaBku TekcToB.IIpakTrueckue 3anaTusl13Ne40
Omnpenenenue BUa NPaBKU TEKCTA CIIY>KEOHOTO IOKyMEHTA.
PenaktupoBanue tekcroB.CamocrosTenbHas padoTa
CocraBneHne NaMATKH K IPaBKe-BbIUNTKE, TPaBKe-COKPALIEHHUIO,
npaBKe-TiepeIeIIKe, TEKCTACTyKEOHOTO TOKYMEHTA.
PenaktupoBaHue npeniokKeHHbIX TEKCTOB CIYKEeOHBIX
JOKYMEHTOB COTIpe/ieJIeHreM BHU/1a ipaBku. Pabota mist
HOJATrPYIIBI CTYAEHTOB

OK 1,0K 2, 0K 3,

OK 4, 0K 5, OK 6,

OK 7,0K 8§, OK 9,
K 1.5, 1K 2.2

Tema 2.4
PenaktupoBanue
Pa3IUYHBIX AJIEMEHTOB
JIOKyMEHTA

Coneprkanue yaeOHOro MaTepuarna:

Copepxanne yaueOHOro MarepranaKoMmno3umoHHbIe
0COOEHHOCTH CITY)EOHBIX JOKYMEHTOB. PenakTupoBanue
AJIEMEHTOB KOMIO3ULIUU JOKyMeHTa.Jlornueckne OCHOBBI
penaktupoBanus.IIpaktuueckue 3ausaTusl[3Ne 41 Onpenenenue
yacTell KOMIO3UIINH B PA3HBIX BUJAX CIYKEOHBIX TOKYMEHTOB.
PenaktupoBanme TEKCTOB CIY)KEOHBIX JOKYMEHTOB Ha MPEAMET
JIOTIYIIEHHBIX B HUX KOMITO3UIIMOHHBIX OMIMOOK. JT3Ne 42
PenakTrpoBaHme TEKCTOB CIIYKEOHBIX JOKYMEHTOB Ha MPEAMET

18

OK 1,0K 2, OK 3,

OK 4, 0K 5, OK 6,

OK7,0K 8§, 0K 9,
K 1.5, 11K 2.2




Koapl koMneTeHIU,

Conep:xanue yueOHOro Mmarepuasa, 1ad0paTropHbie U dopMupoBaHmI0
HaumenoBanue NpaKTHYecKue padoThl, cCaMOCTOsITeJIbHAs padoTa Kou-Bo YpoBens KOTOPBIX
pa3/iesioB M TeM o0yuarommxcs, GopMbl OPraHU3aLNHU AeSITeJIbHOCTH 4acoB OCBOCHMA crocodeTByeT
00y4aoIMXCs 3JIEMEHT MPOrPaMMbIl
1 2 3 4 &)
JIOMYLIECHHBIX B HUX JIOTHYECKUX omnO0oK.CaMocTosTenbHas
pabotaAHanu3 (GaKTUIECKOTO MaTepuala pa3INIHbIX TUIIOB
JIOKYMEHTOB C T.3. JOCTOBEPHOCTH, JOCTATOYHOCTH,
KOHKPETHOCTH, aKTyaJbHOCTH (pakToB PenaktupoBanue
3JIEMEHTOB O(hOPMIICHHUS TEKCTOB CIIYKEOHBIX TOKYMEHTOB
pa3IMYHBIX TUIIOB.
Tema 2.5 KommaekcHast Cogepxanue yueOHOro MaTepHana: 18 2 OK 1,0K 2, 0K 3,
IIpaBKa CJIy>KEOHBIX Conepxanue yuebHoro marepuanallpaBka-o6paboTka TEKCTOB OK 4, 0K 5, OK 6,
JOKYMEHTOB. ciyxeOHbIX JokyMeHToB.[IpakTrueckue 3anatuslI3Ne 43 OK7,0K 8, 0K 9,
[TpaBka-o0paboTKa TEKCTOB CITYKEOHBIX TOKyMEHTOB. [13Ne 44 K 1.5, 11K 2.2
HtoroBas koHTposbHas pabota CaMoCTOsATENIbHAS
paboraCocTaBiieHHE NaMATKU K KOMIUIEKCHOW IIPaBKe
CJIy’)K€OHBIX JOKYMEHTOB.
Tewma 2.6 IIpoBenenue Coneprxkanue yaeOHOro Matepuarna: 0
DK3aMeHa.
Bcero: 162




3. YCJIOBUSI PEAJTA3AIIAN PABOYEN ITPOTPAMMBI
JACTOUTIIAHBI

3.1. Jlnst peanm3anyu NporpamMmMbl y4eOHOM TUCUMILIMHBI T0JKHBI ObITH
Npe1ycMOTPEHbI CJIeyIlHe ClelHalbHbIe MOMeleHUs:
VYyeonas nucuurmuHa OI1.10 "KomnbiorepHas o0paboTka U pelakTUpOBaHUE

CIIyKEOHBIX JIOKYMEHTOB" peanu3yercss B JjabopaTopuud HHGOPMAIMOHHBIX
TEXHOJIOTHIA B MPOdeCCHOHATBHON e TETHHOCTH.

MuHUMaTbHO ~ HEOOXOIMMOE  MaTepPHAIBHO-TEXHHUYECKOE  OOCCIICUCHHE
BKJIIOYAET B ceOs:

KOMITBIOTEPHBIE CTOJIBI U CTYJIbs, paboyee MECTO MpenojaBaTesis, KOMILIEKT
CETEeBOr0 O00OpYJOBaHUsS, OOECIEYMBAIOIMIUNA COCAMHEHUE BCEX KOMITbIOTEPOB,
YCTAaHOBJICHHBIX B KAOMHETE, B €IUHYIO CETh C BBIXOJOM 4Yepe3 MPOKCH-CEPBEP B
WNuTepHer, ayauropHas qocka.

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

-26 mwr.

Momno6mok Acer Intel(R) Pentium(R) CPU J2900 @ 2.41Hz, 2.41Hz O3V 2Gb
-8 1IT.

KinaBuarypa -32 .

Mpiib -32 wr.

I1O: mporpamma st 00paboTku rpadpuueckux uzodOpaxenuit IrFanView,
Windows, MS Office, nmporpamma st mepeBoaa - onaiH Google-nepeBoauuk,
antuBupyc Kacnepckoro, Acrobat mist urenus pdf daitnioB (Bu3yanu3npoBaHHBIX
AIIEKTPOHHBIX IOKYMEHTOB), yueOnast Bepcusi T-FLEX CAD.

Crenppl - 6 wT.

3.2. UndopMmanmoHHoe odecnevyeHue o0yueHmst

OCHOBHBIC HCTOYHHUKH:
Ne n/mt bubnuorpaduueckoe onucanue

1 HoponuHa, JI. A., Uputukosa, B. C. Opranuzanus u TEXHOJIOTHS
JOKYMEHTAITMOHHOTO O0ECIIeUEHUS YIPABJICHHS: YYeOHUK U MPAKTUKYM JIJISI BY30B //
Opaiit, Mocksa, 2022

2 Hetécoga, O. 10. MupopmanioHHble CHCTEMBI U TEXHOJIIOTUH B SKOHOMHUKE: yueOHOe
nocodue 1713 By30B // FOpaiit, Mocksa 2022

HOHOJ’IHI/ITC.]'II)HI)IC HCTOYHUKH:

Ne ii/mt bubnuorpaduueckoe onucanue

1 Kysnemnos, U. H. lokymenTanimonHoe odecredeHue yrpasieHus. JJokyMeHTo000poT
Y JISIONIPOM3BOICTBO: YUEOHUK U MPAKTUKYM 7151 By30B // FOpaiit, Mockga, 2022




Ne ii/mt bubnuorpaduueckoe onucanue

2 Cogeros, b. {., llexanosckuii, B. B. UHpopMmannonHbie TEXHOIOTHHU: YyIeOHUK TS
By30B HOpaiit, Mocksa, 2022

HNuTepHeT-pecypcebl

https://rg.ru/org/companies/informteh/

3.3. ConpoBoxieHHe peanu3alui 00pa3oBaTeJbHON POrPaAMMBI C
NPUMeHEHUEM 3JIeKTPOHHOT0 00y4YeHHUsI M JMCTAHIMOHHBIX 00pa30BaTeJIbHbIX
TEXHOJIOT M

OcBoeHME MPOrpaMMbl MOXKET MPOBOAUTHCA C MPUMEHEHUEM JJIEKTPOHHOTO
oOy4eHHsI M JUCTAaHIMOHHBIX 00pa3zoBarenbHbIX TexHoJorui (manee — JOT) mpu
HAIMYUA ~ OOBEKTHUBHBIX  YBAXUTEIBHBIX  MPUYMH  W/WIM  OOCTOSITENIbCTB
HEMPEeo0IUMON  Cuibl  ((OpC-MaKOPHBIX OOCTOSITENBCTB), MPEMSITCTBYIOIMINX
oOyyYaromuMcsl W/Wau MOpernojiaBaTesisiM JIMYHO MPUCYTCTBOBATH MPHU MPOBEIACHUU
3aHSTHUSI.

B sToM ciyuae gomyckaercsl MpOBOAUTD 3aHATUE YIAJIEHHO B COOTBETCTBUM C
paclucaHueM, YTBEPKICHHBIM PYKOBOJMTEIIEM CTPYKTYPHOTO MOApPA3[EiICHUsS Ha
wiargopmax: MS Teams (mpennoYTUTeNnsHO), Zoom U rpouue (Mpy COrjacoBaHUM €
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 IMPOBEPUTh y OOy4aroUMXcsd HE TOJbKO C(HOPMUPOBAHHOCTH
npo(eCCUOHATBHBIX KOMIETEHLUUH, HO M pa3BUTHE OOMIMX KOMIIETEHIUN H
o0ecneunBaroINX X YMEHUH.

@®opmMbl W  METOABl KOHTPOJS U OLEHKA pe3ylbTaTOB  OOy4YCHHS
perilaMeHTUPOBaHbl COOTBETCTBYIOIIMM PoHI0M oneHouHbIX cpeactB (POC) nmo
yueOnou aucturunae 1ukiia OI1.10 "KommberoTepHas 00padoTka U pelaKTHPOBAHUE
CILyKE€OHBIX JOKYMEHTOB'".



