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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): 12 12
B ToMm umcne:

3aHATHS JEKIIMOHHOIO THIIA 6 6
3aHATHSI CEMHUHAPCKOTO THIIA 6 6

3.3. O0beM AUCHMIUIMHBI (MOIYJisA) B (opMe CaMOCTOSTEIbHON paboThI
oOydJarommxcs, a Takke B (QopMe KOHTAKTHOW pabOThl OOy4aromuxcsi C
MeJarornaecKuMy paboTHUKAMH U (WJIM) JTUIIAMU, TIPUBJICKAEMBIMHU K peaTn3anun



oOpa3oBaTeNpHOM  TPOrpaMMbl HAa  HMHBIX  YCIOBHUSIX, TMpU  MPOBEACHUU
MPOMEKYTOUHOM aTTecTalu coctapiiseT 132 akageMuyeckux yaca (0OB).

3.4. ITpu oOy4eHnH MO UHIUBUIYAIBHOMY y4eOHOMY IJIaHYy, B TOM YHCIIE TIPH
YCKOPEHHOM OOydYeHHUH, 00bEM NHUCIMIUIMHBI (MOIYJISI) MOXET OBITh peaan30BaH
MOJTHOCTBIO B (hOpPME CaMOCTOATEIBHOU paboThl 0OyJarommxcs, a Takxke B Gopme
KOHTAKTHOM paboThl OOyYarOlUXCA C MEJArorMYeCKUMU paOOTHUKAMU M (WJIH)
JUIaMH, TIPUBJICKAEMBIMH K Pealu3aiui o0pa3oBaTeIbHON MpOrpaMMbl HAa WMHBIX
YCIIOBUSIX, TP MPOBEJCHUU IPOMEKYTOUHOM aTTeCTAIINH.

4. ConeprkaHue JUCHUTUIMHBI (MOIYJIIA).

4.1. 3aHITHA JTEKOIUOHHOTO THUIIA.

/ Temaruka JISKIIMOHHBIX 3aHATUH / KPaTKOE COJIEpIKaHUE
n/m

1 OCHOBHBIE CBCACHHUA O I_II/I(I)pOBBIX TCXHOJIOTUAX, BUABI IIPOIrPaMMHOTI'O O6eCHe‘leHI/I${,

UCIONIb3YeMOro B Liepe mpodeccHoHanbHON AeSITeTbHOCTH

PaccMarpuBaeMble BOIPOCHL:

- nporpamma «L{udposas sxonomuka Poccuiickoii deneparuny;

- Ctparerueii pa3putus nHGOPMAIIMOHHOTO 001ecTBa B Poccuiickoit @enepanuu Ha 2017-2030 rosr;

- CpPeACTBa U METOABI IIU(PPOBOro KOMIBIOTEPHOTO MOJICITMPOBAHUS, TEKCTOBBIE U IpadueCKUe pelaKTOPHI.

2 |Cucrema JOKYMEHTHPOBAHUS YIPABICHYECKON IEATEIHHOCTH.
PaccmarpuBaeMbie BOTIPOCHL:

- OHATHUE "TOKYMEHT";

- Kaccu(UKanus TOKYMEHTOB;

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

- OpraHu3anus IBUKCHUS JOKYMEHTOB B CHCTEMAaX YIPaBICHHS.

3 |/1lokyMeHTOOOOpOT.

PaccMaTpuBaemblie BOIPOCH:

- o0mIre mpaBuIIa;

- OpraHu3aIysl U yUeT;

- CHCTEMATH3aIUs JOKYMEHTOB, OATOTOBKA K XPAaHEHHIO.

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;

- o6maunoe xpanununie OneDrive, Ha3HaYeHHE U CIOCOO XpaHEHUs U Nepeaayr HHHOPMALIH;

- HHTETpanys ¢ COLMAIBHBIMU CETMH B akkayHTe Microsoft;

- BU/IbI QJITEPHATHUBHBIX O(QHCHBIX IIAKETOB M OCHOBHBIE OTIMYHA OT nakera Microsoft Office.

5 |KoMmbproTepHBIi MPOTpaMMHBIN TTAKET MO CO3AAHHUI0 U PEIaKTUPOBAHHUIO TEKCTOBOM

nudposoit uadopmanuu Microsoft Word.

PaccMaTprBaeMble BOIIPOCH:

- maTepdeiic Microsoft Word4

- CO3JIaHKE HOBOTO JOKYMEHTA, paboTa ¢ (paillaMu, HACTPOKA aBTOCOXPAaHEHUS H APYTUX IapaMETPOB




/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 ¢ 3aKIaKaMy ¥ THIEPCHUIKAMH, TOTIOJIHUTENIFHBIE BO3MOXKHOCH B Microsoft Word;
- peXXUMBI 0OTOOpaXxeHHs JoKyMeHTa B Microsoft Word;

- ropsiane ximaBumy Microsoft Word.

KommnbrorepHslil IporpaMMHBIN NTAKET 110 CO3JAHUIO U PEAAKTUPOBAHUIO JIIEKTPOHHBIX

tabymu Microsoft Excel.

PaccmarpuBaeMble BOIIPOCHL:

- TeMaTHKa JICKIHOHHBIX 3aHSTHH / KPaTKOE CO/IepIKaHUE;

- nunrepdeiic Excel;

- co3aHMe JOKYMEHTa, pabota ¢ daiinamu u neyats 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;

- CO3JIaHUE U pellaKTHpOBaHue rpaukoB U auarpamm B Excel;

- paboTa CO CIIMCKaMH, CO3[JaHUE BBINAIAI0IINX CIIMCKOB, COPTUPOBKA U (uibTparus naHHbIX B Excel;
- pelieHue ypaBHEeHUH 1 ux cucrtem B Excel;

- ropsiure knaBuiu Microsoft Excel.

KommnbroTepHslil mporpaMMHBIN NTAKET 110 CO3JAaHUIO U PEAAKTUPOBAHUIO YIEKTPOHHBIX

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 MHTEPAKTHBHBIX KHOMOK 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 IPaBIAIONINE M 3aBUCUMBIE TTapaMeTPHI.

MonenupoBanue 00BEKTOB: MPOTPAMMHOE 00ECTICUeHHE.
PaccmarpuBaeMbie BOIPOCHI:

- CAD - cucremsr;

- CAM - cuctemsr;

- CAE - cuctemsr;

- BIM - cucremsl.

4.2. 3aHATHS CEMUHAPCKOTO TUNA.




[IpakTrueckue 3aHATHS

Temaruka MpakTUYECKUX 3aHITHII/KPATKOE COJIEPIKAHUE

OcHOBBI pa0bOTHI ¢ akKayHTOM Microsoft.
B pe3yabTare pa6OTI)I Ha MPaKTUYCCKOM 3aHATUN 06yqafom1/1ec;1 Hay4aTcs co3/1aBaThb U pa6OTaTI) C
AKKayHTOM MiCI'OSOft, pPaccMOTpPAT BO3SMOKHOCTHU IMECPCOHATIU3AIUH.

Co3anue u peJakTUPOBAHUIO TEKCTOBOM i poBoi nHpopmaruu B Microsoft Word.
B pesynprare paboThl Ha IPAKTHUECKOM 3aHATH 00yJaromyecs IMorydaT HaBBIKH PaOoTHI ¢ (ailiamMu B
penakrope Microsoft Word, co3manyT mrabioHsI pa3IHYHBIX JOKYMEHTOB B COOTBETCTBHUH ¢ HOPMaMU
JOKYMEHTHPOBaHHSI.

Cosznanue u pelakTHpOBaHUE YICKTPOHHBIX Tabwi B Microsoft Excel.

B pe3ynbTaTe paboThI HA MPAKTHYECKOM 3aHSITHH 00YYAOIINAeCs MOIyYaT HaBBIKH CO3AaHUS U
penaktupoBanus ¢aitnos B pegaktope Microsoft Excel, monydaTt HaBbIKH (popMaTHPOBAaHUS TEKCTOBOM U
YHCIIOBOH MH(OpMaLuK, cMO3/1aHus TpahUUeCKHX 0OBEKTOB.

Co3znanue u peakTupoBaHue npe3enTanuii B Microsoft PowerPoint.
B pesynabTate paboThl Ha MPAKTHYECKOM 3aHATHH 00y4aroIIHecs MOTyJaT HaBbIKK CO3aHUs U 0()OPMIICHUS
ciainoB B penaktope Microsoft PowerPoint, HaBbIKH BEICTYIUICHHS M 3aIIUTHI TPOEKTOB.

MogenupoBanue 00bEKTOB: IPOrPAMMHOE OOECTICUCHHE.
B pesynbTate paboThl Ha MPAKTHUECKHUX 3aHATUAX 00ydaromuecs paccMoTpaT Bo3MoxHocTH CAD - cuctem,
CAM - cucrem, CAE - cuctem, BIM - cucrem. Pacemorpsit nnaTepdeiic AutoCAD, ero BO3MOXKHOCTH 1

obJiacTu mpuMeHeHus, 0TpaboTaroT 6a30BbIe HABBIKK PA0OTHI B POTPAMMHOM Cpee.

4.3. CamocrosiTenbHas paboTa 00y4JarOIuXCs.

o/

Bun camocrositensHoOM paboTh

Pabora ¢ JICKIIUOHHBIM MATCPUAITIOM.

Pabora c nuteparypoii.

TCKYHIaH IIOATrOTOBKA K 3aHATUAM.

B WO N|

IToaroroBka k HpOMe)I(YTO‘{HOfl aTTeCTaluu.

5. IlepeueHp wu3NaHMNI, KOTOpPBIE PEKOMEHAYETCS MCIIOIb30BATh IIPHU

OCBOEHUU JUCLUUILUIUHBI (MOYJIA).

Ne
0 /; bubnuorpaduueckoe onucanue Mecto noctymna
1 I'OCT 3.1105-2011 Enunas cucrema URL: https://docs.cntd.ru/document/1200086391

TEXHOJIOTHYECKOH JOKYMEHTAIIMH. (nara obpamenus 19.12.2022 r.)
®opmbl 1 IpaBUIIa OPOPMIICHHS
JOKYMCCHTOB 0611161"0 Ha3HA4Y€HUS —
Unified system of technological
documentation. Forms and rules of
making general-purpose documents :
MEXKIOCYAapCTBEHHBIN CTaHAAPT :
u3aHue o(pUIMAIBHOE | YTBEPXKACH U

BBEJIEH B JICTICTBUE




MexrocyaapcTBEHHBIM COBETOM 10
CTaHAapTU3aLUU, METPOJIOTUU U
ceprudukanmu : BBeneH B3ameH [ OCT
3.1105-84 : nara BBenenus 2012-01-01 /
paszpaboran ®I'YII "BHUMHMAII",
AHO "HUII CALS-Texonorui
"[Ipuknagnas soructuka”. - Mocksa :
Crannmaptundopm, 2020. - 23 c. - Tekcr

: HENIOCPEACTBEHHBII

2 | Kopsuees, U. K. JlokymeHTHpOBaHKE URL:
yIIpaBIeHUeCcKOil aesTenpHocTH + TecTsl | Nttps://mx3.urait.ru/uploads/pdf_review/A6FC442D-
B DBC : y4eGHUK U IPAKTUKYM JUISL 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. — MockBa : 3xaTeinscTBo
Opaiir, 2019. — 384 c. — (bakanasp.
Axanemuyeckwnii kypc). — ISBN 978-5-
534-04533-8.

6. IlepeuyeHb COBpEMEHHBIX MPOPECCHOHAIBHBIX 0a3 JaHHBIX U
WH()OPMAITMOHHBIX CIPABOYHBIX CHCTEM, KOTOPBHIE MOTYT HCIOJIB30BATHCSA TPHU
OCBOCHUU JUCUUIUIUHBI (MOYJIA).

- Undopmammonnsii  moptranmn  Haywynas  siexkTponHas — OuOimmoTexa
eLIBRARY.RU (www.elibrary.ru);

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

- HNHTepHET-YHUBEPCHUTET UHOOPMAITMOHHBIX TEXHOJIOTHA
http://www.intuit.ru/;

- Hayuno-texuuueckas 6uommorexka PYT (MUUT) (http://library.miit.ru).

7. IlepeuyeHb  JUIIEH3MOHHOTO W  CBOOOAHO  PAaCIPOCTPAHSIEMOTO
MPOTPAaMMHOr0 00ECTCUYeHUsI, B TOM YHCJIE OTCYECCTBEHHOI'O IIPOM3BOJICTBA,
HEO0OXOIMMOT0 /I OCBOCHUS JUCIUTIIMHBI (MOTYJIs).

- OnepanuonHas cucreMa Windows;
- Microsoft Office;

- ZOOM,;

- [louCKOBBIE CUCTEMBI.

8. OmnucaHue MaTepUasIbHO-TEXHUYECKOW 0asbl, HEOOXOAMMOW st
OCYILECTBJICHUSI 00pa30BaTEIbHOrO Mpoliecca Mo TUCHUILUIMHE (MOIYIIIO).



JlekumoHHass ayauTOpHUsl JOJKHA ObITh 000pYyJOBaHAa TMEPCOHAIBHBIM
KOMIBIOTEPOM W MYJbTUMEIUWHBIM  MPOEKTOPOM  JJISI  JIEMOHCTPALMH
MIPE3EHTAMOHHBIX MATEPHUAIO.

Ayautopusi 1 NPAaKTHYECKUX 3aHATHUH JOJDKHA OBITh 00OpyaoBaHa

NEPCOHANBHBIMU  KOMIIBIOTEpAaMH C TPEAyCTaHOBIEHHBIM MakeToM Microsoft
Office.

9. ®opma nMpomMeKYyTOYHOU aTTEeCTaIUU:

3auet B 4 cemecTpe.

10. OueHOUHBIE MAaTEPUAIIBI.

OI.[GHO‘IHBIG MaTCpualibl, IMPUMCHACMBIC IIPH IIPOBCACHHUU HpOMG)I(YTOqHOﬁ
arrecragum, pa3pa6aTI>IBaIOTC$I B COOTBCTCTBHH C JIOKAJIbHBIM HOPMATHBHBIM aAKTOM
PYT (MUUT).
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