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1. O6mue cBeaeHus O JUCHUIUIMHE (MOTYJIE).

[lenpt0 OCBOCHMSI AUCHUIUIMHBI SIBJISIETCS  OOIIEKYJbTYPHOE pa3BUTHE
JUYHOCTH OOYYarolIerocsi, OBJaJCHUEM WM KOMIUIEKCOM 3HaHWM, yMEHUW W
HaBBIKAMH, HEOOXOAUMBIMH 17151 TPO(PECCHOHATIEHOM TESITEIIEHOCTH.

3afadeit OCBOCHUS JUCHUILIUHBI SABJISIOTCS:

- O3HAKOMUTb C UUMPOBBIMH TEXHOJOTUAMH, NPUMEHIEMBIMU B cdepe
po(ecCUOHANBHOM ESITEIbHOCTH AJI MOATOTOBKU JOKYMEHTAIIUH;

- O3HAKOMHTH CTYIEHTOB C COBPEMEHHON CHCTEMOW JOKYMEHTAI[MOHHOIO
oOecrieueHus yIpaBJIeHUs PEAIPUITHEM (OpraHu3anueit) 1 JT0KyMEHTOO00pOTOM;

- HAy4YUTh TPaMOTHO HCIIOJb30BaTh PErVIAMEHTHI (CTaHIAPTHI, MOJIOKEHUS,
UHCTPYKIIUH) pu opopMIICHUHN OPTraHU3alMOHHO-PACTIOPSAAUTEIILHOM,
HOPMAaTUBHO-TEXHUUYECKOH, UHPOPMAIMOHHO-CITPABOYHOM TOKYMEHTAIUH, a TaKKe
JOKYMEHTOB IO AESATEIbHOCTH KOJUIETHAJIbHBIX OpPraHoOB, KaJapOBBIX H JAPYIHX
CTPYKTYPHBIX OPTaHOB YIIPaBJICHUS;

- TPUBUTH HABBIKM MPABUILHOTO OGOPMIICHUS JCIOBOM U KOMMEPUECKOM
MEPEIUCKY;

- U3Y4YUTh OCOOCHHOCTH aJlallTallid THUIIOBBIX MPOTPAMMHBIX MPOIYKTOB C
UCIOJB30BAaHUEM  KOMIIBIOTEPHBIX  CPEIACTB K  pEaJIbHBIM  YCJIOBUSM
JIOKYMEHTOO0OpOTa OpraHU3alluH.

2. Ilnanupyemblie pe3ynbTaTbl 00Y4EHUs N0 JUCHUILIMHE (MOIYJIIO).

Ilepeuenp GopMUPYEMBIX pe3yJbTAaTOB OCBOCHHS 00pa3oBaTEIbHOU
porpamMmbl (KOMIIETEHIINM) B PE3yJIbTaTe 00yUEHHUS 10 AUCIHUIUIUHE (MOIYJIIO):

IMK-19 - CnocoOGHOCTh aHAIM3UPOBATH MPUKIAHBIE OW3HEC-TIPOIIECCHl U
MPEAMETHYIO 00JIaCTh.

OOydenne 1O JUCHHUIUIMHE (MOAYNIO) TMpEAroyiiaraeT, 4Yro TO €ro
pe3yJiibTatam oOydJaromuiics OyieT:

3Harth:

- BUJIbI LM (POBBIX TEXHOJIOTHIA;

- palroHaIbHbIE CPEepbl X MTPUMEHEHUS;

- BO3MOXXHOCTH HCIIOJIb30BaHHSI COBPEMEHHBIX KOMIIBIOTEPHBIX TEXHOJIOTUI
JUIS  CO3/laHusl TMakeTa NpPOo(EeCcCHOHATbHOW JOKYMEHTAlMM U YepPTEeKHO-
rpaduueckoro Marepuana;

- CHCTEMBbl JIOKYMEHTAlluu, TpeOOBaHHUS K COCTAaBJICHUIO U O(OPMIICHHIO
HOPMAaTUBHO-TEXHUUYECKUX JOKYMEHTOB, COBPEMEHHBIE CIOCOOBI U TEXHOJOTHUIO
CO3JaHMs TOKYMEHTOB;



- HOPMaTHBHO-TIPABOBYI0O W HOPMATHBHO-METOJIUYECKYIO 0a3zy IO 3allIuTe
JTOKyMEHTHpOBaHHOM nHbopMmaluu B Poccutickoit deneparuu;

- OCHOBBI OpraHu3alluy JBUKEHUS JOKYMEHTOB B PAa3JIMYHBIX CHCTEMAaxX
yIpaBJICHHUS.

Ymern:

- TPUMEHAT IUQPPOBbIE TEXHOJOTHH Ui CO3AaHUA TPO(HEeCcCHOHATHLHON
JOKyMEHTALUU;

- TPaMOTHO pa3padaThiBaTh OCHOBHBIE BUJbI YIPAaBICHUYECKUX JTOKYMEHTOB,
OCBaWBaTh THUIIOBBIE IPOrPAMMHBIE TPOAYKTHI B YCJIOBHMSX HCIOJIb30BAaHUS
COBPEMEHHOW BBIYMCIIUTEIBHON TEXHUKH;

- paboTaTh ¢ OCHOBHBIMU JACHCTBYIOLUIMMH 3aKOHOAATEIbHO-HOPMATUBHBIMU U
HOPMATHUBHO-METOANYECKUMHU JOKYMEHTaMH MO OPTraHU3alMH JIEIONPOU3BO/ICTBA.

Baagers:

- HaBBIKAMHU UCIOJIb30BaHUS LUMPOBBIX TEXHOJOTUNA Il O(QOpMIIEHUS
TEKCTOBBIX JIOKYMEHTOB U Ipaduueckoil uHPpopMaluu;

- IpaBWJIaMu U (opMaMu JI€TIOBON U KOMMEPUYECKOU MEePENHCKH;

- HaBbIKaMU pabOThI C JOKYMEHTaMU, COJEpKAIIUMU OTPaHUYEHUS JOCTYIIA;

- METOJIaMH 3alIUThl JOKYMEHTUPOBAHHOW MH(OpMaLIUK.

3. O6beM TUCIUTIIUHBI (MOTYJIS).
3.1. O6mas Tpy10€MKOCTh AUCIUTIIAHBI (MOTYJIs).

OO0mast TpyAOEMKOCTh JUCUMIUIMHBI (MOayJisg) coctaBiser 4 3.e. (144
aKaJIeMUYEeCKUX yaca(oB).

3.2. O06bem gucruIUIMHBL (MOAYJsl) B (QopMe KOHTAKTHOM pabOThI
oOydJarommxcss ¢  MENarorM4eCKUMH  padOTHUKaAMU U (WIKM)  JIHUIAMH,
MIPUBJICKAEMBIMHU K peaau3aii 00pa3oBaTEIbHON MPOTPAMMBbI Ha MHBIX yCIIOBUSX,
IIPY MIPOBEJICHUHN YUCOHBIX 3aHATHI:

KonuuectBo yacos

Tun yaeOHBIX 3aHIATHI
Bcero| Cemectp 1

KonrakTHas paboTa Ipu NpoBeleHUN YUeOHBIX 3aHATHI (BCEro): 32 32
B ToMm umcne:

3aHATUA JEKIIMOHHOTO TUIIA 16 16
3aHATHS CEMUHAPCKOTO TUIA 16 16

3.3. O0beM AUCHMIUIMHBI (MOIYJisA) B (opMe CaMOCTOSTEIbHON paboThI
oOydJarommxcs, a Takke B (QopMe KOHTAKTHOW pabOThl OOy4aromuxcsi C
MeJaroruaecKuMy paboTHUKaMH U (WJIH) JTUIaMU, TIPUBJICKAEMBIMHU K peaTn3aiin



o0pa3oBaTeNbHOM  TPOrpaMMbl HAa  HHBIX  YCJIOBMSIX, TMPU  IPOBEICHUU
MIPOMEKYTOUHOM aTTecTaluu cocrapiseT 112 akageMuyeckux yaca (0B).

3.4. ITpu oOy4eHnH MO UHIUBUIYAIBHOMY y4eOHOMY IJIaHYy, B TOM YHCIIE TIPH
YCKOPEHHOM OOydYeHHH, 00BhEM JMCIHIUIMHBI (MOIYJISI) MOXKET OBITh peaju30BaH
MOJTHOCTBIO B (hOpPME CaMOCTOATEIbHOU paboThl 00ydJarommxcs, a Takxke B opme
KOHTAKTHOM paboThl OOyYarOlUXCA C MEJArorMYeCKUMU paOOTHUKAMU M (WJIH)
JULAMH, TPUBICKAEMBIMU K PEATM3AlMU 00pa30BaTEIbHOW MPOrpaMMbl Ha MHBIX
YCIIOBUSIX, TP MPOBEJCHUU IPOMEKYTOUHOM aTTeCTAIINH.

4. ConeprkaHue JUCIUTUIUHBI (MOIYJIA).

4.1. 3aHITHA JTEKOIUOHHOTO THUIIA.

/ Temaruka JISKIIMOHHBIX 3aHATUH / KPaTKOE COJIEpIKaHUE
n/m

1 OCHOBHBIE CBCACHHA O I.IPI(prBbIX TCXHOJIOTUAX, BUABI IIPOIrPaMMHOTO O6eCHe‘leHI/I${,

UCIONIb3YeMOro B Liepe mpodeccHoHanbHON AeSITeTbHOCTH

PaccMarpuBaeMble BOIPOCHL:

- nporpamma «L{udposas sxonomuka Poccuiickoii deneparuny;

- Ctparerueii pa3putus nHGOPMAIMOHHOTO 001ecTBa B Poccuiickoit ®enepariu Ha 2017-2030 rosr;

- CpPeACTBa U METOABI IIU(PPOBOTO KOMIIBIOTEPHOTO MOJICIIMPOBAHHSI, TEKCTOBBIE U TPa(hUUECKHIE PEIAKTOPEI.

2 |Cucrema JOKYMEHTHPOBAHUS YIPABICHYECKON IEATEIHHOCTH.
PaccmarpuBaeMbie BOTIPOCHL:

- OHATHUE "TOKYMEHT";

- Kaccu(UKanus T0KyMEHTOB;

- OCHOBHBIE TPEOOBaHMS K COCTABJICHUIO U O()OPMIICHUIO IOKYMEHTOB;

- OpraHM3anus IBUKCHUS JOKYMEHTOB B CHCTEMAaX YIPABJICHUS.

3 |/1lokyMeHTOOOOpOT.

PaccMaTpuBaemblie BOIPOCH:

- o0mIre mpaBuIIa;

- OpraHu3aIysl U yUeT;

- CHCTEMATH3aIUs JOKYMEHTOB, MOJATOTOBKA K XPaHEHHUIO.

4  |AxkayHT Microsoft. Cozmanue y4€THOM 3aITUCH B TOCTYH K o0auyHoMy makeTy Microsoft
Office.

PaccmarpuBaemble BOIPOCHI:

- CO37aHNe y4eTHOH 3amucy maketa Microsoft n BuibI 00Ja9HBIX CEPBHUCOB B akkayHTe Microsoft;
- Office Online u croco0 B3aumoaeicTBHUs ¢ 001auHbIM makeToM Microsoft Office;

- o6nmaunoe xpanunuiie OneDrive, Ha3HaYeHUE U CIOCOO XpaHEHHs U Nepeiadyn HHPOPMALHH;

- HHTETpanys ¢ COLMAIBHBIMU CETMH B akkayHTe Microsoft;

- BU/IbI QIbTEPHATHUBHBIX O(QHCHBIX ITAKETOB M OCHOBHBIE OTIMYM OT makeTa Microsoft Office.

5 |KoMmbproTepHBIi MPOTpaMMHBIN TTAKET MO CO3AAHHUI0 U PEIaKTUPOBAHHUIO TEKCTOBOM

udposoit nHGopmaruu Microsoft Word.

PaccMaTprBaeMble BOIIPOCH:

- maTepdeiic Microsoft Word4

- CO3JIaHKE HOBOTO JOKYMEHTA, paboTa ¢ (ailiaMu, HACTPOKA aBTOCOXPAHEHUS M APYTUX IIAPaMETPOB




/o

TemaTuka JIEKIMOHHBIX 3aHATUN / KpaTKOE COJIEpKaHHE

Micosoft Word;

- pabota ¢ TekctoM B Microsoft Word;

- (hopmarupoBaHue TekcTa B Microsoft Word;

- co37aHue U pabota co cruckamu B Microsoft Word;

- CO3/IaHUE U peJakTHpoBanue Tadbmuil B Microsoft Word;

- pabota ¢ nzobpaxenusiMu B Microsoft Word;

- pabota Hax Au3aliHOM U oopMIileHHEe ToKyMeHTa B Microsoft Word,;

- paboTa ¢ 3aKJIaKaMy ¥ THIEPCHUIKAMH, TOTIOTHATEIBHBIE BO3MOXKHOCH B Microsoft Word;
- peXXUMBI 0OTOOpaXxeHHs JoKyMeHTa B Microsoft Word;

- ropsiare kimaBuid Microsoft Word.

KommnbrorepHslil IporpaMMHBIN NTAKET 110 CO3JAHUIO U PEAAKTUPOBAHUIO JIIEKTPOHHBIX

tabymu Microsoft Excel.

PaccmarpuBaeMble BOIIPOCHL:

- TeMaTHKa JICKIMOHHBIX 3aHSTHH / KPaTKOE CO/IepIKaHUE;

- nunrepdeiic Excel;

- co3/aHue JOKyMEeHTa, pabora ¢ daitnamu u neyars B EXcel;

- pabora ¢ s4eiikaMu, co CTOJIOLAMH U CTPOKaMH, C JINCTAMU U KHUramu B Exce;
- (opmaTtupoBanue Tabmur B Excel;

- co3maHue u pabora ¢ popmynamu B Excel,

- CO3IaHHe CBOMX U HCIIOJIb30BaHUE BCTPOSHHBIX GyHKIMA B Excel;

- BBOJ 1 00paboTKa naHHbIX B Excel;

- CO3JIaHME U pellaKTHpOBaHue rpaukoB 1 auarpamm B Excel;

- paboTa CO CIMCKaMH, CO3[JaHUE BBINAIAI0IUX CITIUCKOB, COPTUPOBKA U (puibTpanus faHHBIX B Excel;
- pelieHue ypaBHEeHUH 1 ux cucrtem B Excel;

- ropsiure knaBuiu Microsoft Excel.

KommnbroTrepHslil NporpaMMHBIIN MTAKET 110 CO3JaHUI0 U PEAAKTUPOBAHUIO SJIEKTPOHHBIX

MHTEPAaKTUBHBIX Npe3eHTanuit Microsoft PowerPoint.
PaccmaTpuBaemble BOTIPOCH:

- uaTepdeiic PowerPoint;

- co3llaHue TIOKyMeHTa, paboTa ¢ ¢ainamu u nedats B PowerPoint;

- paboTa co CTpyKTypoii ciaiiga B PowerPoint;

- omepalmu co BTCaBIsieMbIMH 00bekTamMu B PowerPoint;

- paborta co crnaiinamu B PowerPoint;

- HACTpO¥iKa NoKa3a ciaiioB u anuManus B PowerPoint;

- BCTaBKa TUIEPCCHIJIOK M CO3/JaHNe MHTEPAKTHUBHBIX KHOIOK B PowerPoint;
- ropsiure kiasunm B PowerPoint.

MoenupoBaHue 0OBEKTOB U IIPOIECCOB.
PaccmarpuBaeMblie BOpOCHI:

- MOHATHE TH(HPOBOI MOJIENH;

- [IeJIH, 33/1a9H U METOJIBI CO3IaHMs IHU(POBBIX MOICIEH;

- MapaMeTphl MOJIeNH. Y IIPABIIAIOIINE H 3aBUCUMBIE TTapaMeTPEIL.

MonenupoBanue 00BEKTOB: MPOTPAMMHOE 00ECTICUeHHE.
PaccmarpuBaeMbie BOIPOCHL:

- CAD - cucremsr;

- CAM - cuctemsr;

- CAE - cuctemsr;

- BIM - cucremsl.

4.2. 3aHATHS CEMUHAPCKOTO TUNA.




[IpakTrueckue 3aHATHS

Ne
/ Temaruka MpakTUYECKUX 3aHITHII/KPATKOE COJIEPIKAHUE
/o

1 |OcHoBBI paboTHI ¢ akkayHTOM Microsoft.

B pe3yabTare pa60T1>1 Ha MPaKTUYCCKOM 3aHATUN 06yqafomnecsl Hay4aTrcsa co31aBaThb U paGOTaTB C
AKKayHTOM MiCI‘OSOft, pPaccMOTpPAT BO3SMOKHOCTHU IMECPCOHATIU3AIUH.

2 |Co3maHue U peaaKTHPOBAHUIO TEKCTOBOM udppoBoi nHpopmaiuu B Microsoft Word.
B pesynprare paboThl Ha IPAaKTHIECKOM 3aHATH 00YUYAIOMIMECs TOIydaT HaBBIKH paboThI ¢ (aitnamu B
penakrope Microsoft Word, co3manyT mrabioHsI pa3IHYHBIX JOKYMEHTOB B COOTBETCTBHUH ¢ HOPMaMU
JIOKyMEHTHUPOBAHHUS.

3 |Coznmanue u pelakTUPOBAHKE IEKTPOHHBIX Tabyumil B Microsoft Excel.

B pe3yabTare pa6OTI>I Ha MPAKTUYCCKOM 3aHATUN 06yqa}01u1/1ecsl MOJy4YaT HaBbIKM CO3JIaHUA U
penaktupoBanus ¢aitnos B pemaktope Microsoft Excel, momydar HaBbIKH pOpPMATUPOBAHUS TEKCTOBOW U
YHCIIOBOH MH(OpMaLuK, cMO3/1aHus TpahUUeCKHX 0OBEKTOB.

4 |Co3gaHue M peakTUpoOBaHue npe3eHTanuii B Microsoft PowerPoint.

B pe3yibTaTe pa6OTLI Ha MPAKTUYCCKOM 3aHATUN O6y‘IaIOH.[I/IeC$I TNOJIy4aT HABbIKW CO3JaHUS U O(I)OpMHCHI/IH
craiinoB B pepaktope Microsoft PowerPoint, HaBBIKH BEICTYTICHHS U 3aIIATHI TIPOCKTOB.

5 |MogenupoBanre 00BEKTOB: IPOrPaMMHOE 0OECIICUCHHE.

B pe3ynprate paboThl Ha IPAKTHUSCKUX 3aHATHIAX 00yJaIOIIrecs paccMOTpAT Bo3MoxkHOCTH CAD - cucrem,
CAM - cucrem, CAE - cuctem, BIM - cucrem. Pacemotpsit nnaTepdeiic AutoCAD, ero BO3MOXHOCTH U
o0JiacTu MpUMeHeHHs, 0TpaboTaroT 6a30Bble HAaBBIKK PabOTHI B TPOrPaMMHOM cpejie.
4.3. CamocrosiTenbHas paboTa 00y4JarOIuXCs.
Ne .
Bun camocrositensHoOM paboTh
n/m

1 [Pabota c JIeKIMOHHBIM MaTEPHATIOM.

2 |Pabota c nutepaTypoi.

3 |Tekymiast MOArOTOBKA K 3aHITHSIM.

4 | TloaroToBka K IpOMEXKYTOUHOM aTTECTAIIHH.

5 | [loaroToBka K TeKyIeMy KOHTPOJIIO.

5. llepeueHb wu3AaHWN, KOTOPBIE PEKOMEHIYETCS MCIOJb30BATh IMPHU

OCBOEHUU JUCHUILIUHBI (MOYJIA).

No
i bubnmnorpaduueckoe onvucanue Mecto noctyna
1 I'OCT 3.1105-2011 Enunag cucrema URL.: https://docs.cntd.ru/document/1200086391

TEXHOJIOTUYECKOM TOKYMEHTAIHH. (mara obpautenus 19.12.2022 r.)
®opmbl U ipaBuiia opopmIteHUs
JOKYMCCHTOB 0611161"0 HAa3HA4YCHUS —
Unified system of technological
documentation. Forms and rules of
making general-purpose documents :
MEXKIOCYAapCTBEHHBIN CTaHAAPT :
H3JaHUE O(l)I/II_[I/Ia)IBHOG ! YIBEPXKICH U




BBEJICH B JICHICTBUE
MexrocyaapcTBEHHBIM COBETOM 10
CTaHAapTU3ALMU, METPOJIOTUU U
ceprudukanmu : BBeneH B3ameH [ OCT
3.1105-84 : nara BBegenus 2012-01-01 /
paszpaboran ®I'YII "BHUMHMAII",
AHO "HHUII CALS-texonorui
"[Ipuknagnas soructuka”. - Mocksa :
Crangaprundopm, 2020. - 23 c. - Tekct

: HENNOCPEACTBEHHBII

2 | Kopsuees, U. K. [lokymeHTHpOBaHUE URL:
YIIpaBICHYECKOI JIesTebHOCTH + TecTsl | Nttps://mx3.urait.ru/uploads/pdf_review/A6FC442D-
B DBC : y4eGHHK 1 IPaKTHKYM IS E555-405F-883E-7130C454AA4A pdf (nara

akajiemudeckoro 6akanaspuata / 1. K. obpamenus:08.12.2022 r.)

Kopnees, A. B. ITmenko, B. A.
Marmrypues. — 2-€ u3J., nepepad. u
non. — Mocksa : M3narenbcTBo
Opaiir, 2019. — 384 c. — (bakanasp.
Axanemuyeckwii kypc). — ISBN 978-5-
534-04533-8.

6. IlepeueHb COBpEMEHHBIX MPOPECCHOHANBHBIX 0a3 JaHHBIX U
WH()OPMAITMOHHBIX CIPABOYHBIX CHUCTEM, KOTOPBIE MOTYT HCIIOJIL30BATHCS IIPH
OCBOCHHH TUCIUTIITUHBI (MOTYJIS).

- Undopmammonnsiii  moptranmn  Haywynas  snexkTponHas — OubOiamoTexa
eLIBRARY.RU (www.elibrary.ru);

- Epwnas  xomnexkumst — mu@pOBBIX  00pa3oBaTENbHBIX  PECYpPCOB
(http://window.edu.ru);

- HNHTepHET-YHUBEPCUTET UHOOPMAITMOHHBIX TEXHOJIOTHIA
http://www.intuit.ru/;

- Hayuno-rexauueckas 6ubimorexka PYT (MUUNT) (http://library.miit.ru).

7. llepedyeHb  JWIIEH3UOHHOTO U  CBOOOJHO  PaCHPOCTPAHIEMOTO
MPOTrPaMMHOTO OOECredeHusi, B TOM YHCJIE€ OTEUYECTBEHHOTO MPOU3BOJICTBA,
HEO0OXOMMOTO JIJIS1 OCBOCHMSI TUCIIUTTUHBI (MOYJIs).

- Onepannonnas cuctema Windows;
- Microsoft Office;

- ZOOM,;

- [louCKOBBIE CUCTEMBI.



8. Omnucanne MaTepuagbHO-TEXHUYECKOW 0a3bl, HEOoOXOmMUMOW ISt
OCYILECTBJICHUSI 00pa30BaTEILHOrO Mpoliecca Mo TUCIUILUIMHE (MOIYIIIO).

JlekimoHHass ayauTOpUsl JOJDKHA OBITh 00OpYyJOBaHa MEPCOHAIBHBIM
KOMHI)IOTepOM n My.]'[BTHMCI[HﬁHBIM HpOGKTOpOM I I[eMOHCTpaHI/II/I
HpCSCHTaHI/IOHHHX MaTepI/IaJ'IO.

AymuTopus IS TIPAaKTHYECKUX 3aHATUH JIOJDKHA OBITH 00OpyJ0BaHa
IICPCOHAJIIBHBIMHK KOMIIBIOTCpaMU C IPCAYCTAHOBJICHHBIM ITAKCTOM MiCI‘OSOft
Office.

9. ®opma MPOMEKYTOUHOM ATTECTALNU:

3a4eT BO 2 cemecTpe.

10. OueHouHbIE MaTEpHUAIIBI.

OuneHouHble MaTepualbl, IPUMEHSAEMBIE NPHU NPOBEACHUU IPOMEKYTOUYHON
aTTeCTallH, pa3padaThIBalOTCA B COOTBETCTBUH C JIOKAJIbHBIM HOPMATUBHBIM aKTOM
PYT (MUUT).
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