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1. O6mue cBeaeHus O JUCHUIUIMHE (MOTYJIE).

[lenpt0 OCBOCHMSI AUCHUIUIMHBI SIBJISIETCS  OOIIEKYJbTYPHOE pa3BUTHE
JUYHOCTH OOYYarolIerocsi, OBJaJCHUEM WM KOMIUIEKCOM 3HaHWM, yMEHUW W
HaBBIKAMU, HEOOXOIUMBIMU J1J1 PO(HECCUOHATBHOUN S TETLHOCTH.

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 yIpaBIeHUs PEAIPUITHEM (OpraHU3auent) 1 T0KyMEHTOO00POTOM;

- HAy4YUTh TPaMOTHO HCIIOJb30BaTh PErVIAMEHTHI (CTaHIAPTHI, MOJIOKEHUS,
UHCTPYKIIUH) pu opopMIICHUHN OPTraHU3alMOHHO-PACTIOPSAAUTEIILHOM,
HOPMAaTUBHO-TEXHUYECKOMN, UHPOPMAITMOHHO-CIIPABOYHON JTOKYMEHTAIINH, a TAKXKe
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  YCJIOBUSIM
JIOKYMEHTOO0OpOTa OpraHU3alluH.

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

[lepeuenb ¢GopMuUpyeMBIX pe3yJbTaTOB OCBOEHHUSI 00pa3oBaTelbHOU
porpamMmbl (KOMIIETEHIINIM) B PE3yJibTaTe 00yUeHHUS 10 AUCIUIUIUHE (MOIYIIIO):

OIIK-6 - CriocoOeH y4yacTBOBaTh B pa3pabOTKE TEXHHUUYECKOW TOKYMEHTAIUU
C UCTIOJb30BAHUEM CTaHIAPTOB, HOPM U MPABHII, CBA3AHHBIX C MPOQPECCUOHATLHOMN
JeSATEIHLHOCTHIO.

OOydenne 1O JUCHUIUIMHE (MOAYNIO) TMPEANoiaraeT, 4Yro TO €ro
pe3yiibTaram oOydJaromuiics OyieT:

3HaTh:

- BUJIbI HM(POBBIX TEXHOJIOTHIA;

- paloHaIbHbIE CPEepbl X MTPUMEHEHUS;

- BO3MOXXHOCTH HCIIOJIb30BaHHSI COBPEMEHHBIX KOMITBIOTEPHBIX TEXHOJIOTUI
JUISL  CO3JlaHus TakeTa Npo(ecCHOHANbHON TOKYMEHTAallMh M YEepTEKHO-
rpaduueckoro Marepuana;

- CHUCTEMBl JIOKyMEHTallud, TPeOOBaHMS K COCTaBICHUIO U O(OPMIIEHUIO
HOPMATHUBHO-TEXHUUYECKUX JOKYMEHTOB, COBPEMEHHBIE CHOCOOBI U TEXHOJIOTHIO



CO3/1aHUs IOKYMEHTOB;
- HOPMaTHBHO-TIPABOBYI0O U HOPMATHUBHO-METOJIMYECKYIO 0a3zy MO 3alluTe
JTOKyMEHTHpOoBaHHOM nHpopMmaruu B Poccutickoit deneparuy;
- OCHOBBI OpraHu3alluy JBUKEHUS JOKYMEHTOB B PAa3JIMYHBIX CHCTEMAax
YIPaBJICHHUS.

Ymern:

- TPUMEHAT IUQPPOBbIE TEXHOJOTHH i1 CO3MaHUA TPO(HEeCcCHOHATHLHON
JOKyMEHTALUU;

- TPaMOTHO pa3pabaThIBaTh OCHOBHBIE BBl YNPABICHUYECKUX JIOKYMEHTOB,
OCBauBaTh THUIIOBBIE NIPOrPAMMHBIE MPOAYKTBI B YCJIOBHSX MCIOJIB30BaHUS
COBPEMEHHOW BBIYMCIIUTEIBHON TEXHUKH;

- paboTaTh C OCHOBHBIMH JCHCTBYIOIIMMH 3aKOHOATEIbHO-HOPMATUBHBIMU U
HOPMATHUBHO-METOANYECKUMHU JOKYMEHTAMH MO OpTraHU3alMH JIEIONPOU3BO/ICTBA.

Baanernb:

- HaBbIKAMHU HCIOJL30BaHUA MUQPOBBIX TEXHOJOTHN sl OQOpMIICHUS
TEKCTOBBIX JIOKYMEHTOB U T'papuiuecKkoii HHPpOpMaITUK;

- MpaBUJIaMHu U (hopMaMH JIeJIOBOM U KOMMEPUECKOHN TEPEIHCKHU;

- HaBbIKaMH pabOThI C TOKYMEHTaMH, COJEPKAIIMMU OTPAaHUUCHHS JOCTYIIA;

- METOJIaMH 3alllUThl JOKYMEHTUPOBAHHOU UH(MOPMAITUH.

3. O6beM AUCIUTIIUHBI (MOTYJIS).
3.1. O6mias Tpy10€MKOCTh AUCIUTIIAHBI (MOTYJIs).

O06mass TPyAOEMKOCTh JUCHMIUIMHBI (Monynsi) coctaBisger 4 3.e. (144
aKaJIeMUYEeCKUX yaca(oB).

3.2. O6bem guciuIUIMHBL (MOAYJsl) B (QopMe KOHTAKTHOM pabOThI
oOyJarmmxcss ¢ MENarorTMYeCKUMH  padOTHUKaAaMU W (WIKM)  JHIAMH,
MIPUBJICKAEMBIMHU K peau3aiii 00pa3oBaTEIbHON MPOTPAMMBbI HA MHBIX YCIOBHSIX,
P MIPOBEJICHUHN yUEeOHBIX 3aHITHI:

KonuuecTBo yacos

Tun yaeOHBIX 3aHIATHI
Bcero | Cemectp Nel

KonrakTHas paboTa Ipu nNpoBeIeHUN YUeOHBIX 3aHATHI (BCEro): 32 32
B ToMm umncne:

3aHATUA JEKIMOHHOTO TUIIA 16 16
3aHATUS CEMUHAPCKOTO THIA 16 16

3.3. O6bem aucHUIUIMHBL (MOAYNsI) B (OpME CaMOCTOSATENBHON pabOThI
oOydJarommxcs, a Takke B (QopMe KOHTAKTHOW pabOThl OOy4aIOmMUXCS C



MeJarornaecKuMy paboTHUKAMH U (WJI) JTUIIAMU, TIPUBJICKAEMBIMHU K peaTn3aiun
oOpa3oBaTeNbHON  MpOTpaMMbl HA  HHBIX  YCJIOBHSX, TP  TMPOBEIACHUU
MPOMEKYTOUHOM aTTecTaluu cocrapiseT 112 akageMuyeckux yaca (0B).

3.4. ITpu oOy4yeHHnH MO UHIMBHIYAIbHOMY Yy4€OHOMY IUIaHY, B TOM YHCIIE IPU
YCKOPEHHOM OOy4YeHHUH, 00bEM NHUCIMIUIMHBI (MOIYJIS) MOXET OBITh peaan30BaH
MOJTHOCTBIO B (hOpPME CaMOCTOATEIbHOU paboThl 00yJarommxcs, a Takxke B opme
KOHTAKTHOM paboThl OOy4YarOlmUXCA C MEJAarorMuyeCKuMU paOOTHUKaMU U (WJIH)
JUIAMU, TPUBJICKAEMBIMHU K pealu3aiii 00pa30BaTeNbHONW MPOrpaMMbl Ha MHBIX
YCIIOBUSIX, TP MPOBEJCHUU TPOMEKYTOUHOM aTTeCTAIINH.

4. ConeprkaHue JUCHUTUIUHBI (MOIYJIA).

4.1. 3aHITHA JTEKOIUOHHOTO THUIIA.

/ Temaruka JIEKIIMOHHBIX 3aHATHH / KpaTKOE COJIEpIKaHUE
n/m

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

UCIOJNIb3YeMOro B Lihepe mpodeccHoHanbHON AeSITeIbHOCTH

PaccmarpuBaemble BOIPOCHL:

- mporpamma «I{upoBas sxonomuka Poccuiickoit denepanuny;

- Crparerueit pa3Butus HHQOpMAIMOHHOTO o0mecTBa B Poccuiickoit @enepannu Ha 2017-2030 romsr;

- CpPEICTBa U METOMBI IU(PPOBOTO KOMITBIOTEPHOTO MOJICITUPOBAHUS, TEKCTOBBIC U Tpa)UiecKre peaaKTOPHI.

2 |Cucrema JOKYMEHTHPOBAaHUS YIPABICHYECKON IEATEIHHOCTH.
PaccmarpuBaemble BOIIPOCHL:

- MOHATHE "JOKYMEHT";

- KJaccuuKanys JOKYMEHTOB;

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

- OpraHu3aLyst IBHXXECHUS JOKYMEHTOB B CHCTEMaXx YIpaBJICHHSI.

3 |JokymMeHTOOOOpOT.

PaccMarpuBaeMbie BOIIPOCHL:

- o0mmue npaBuia;

- OpraHM3aiys U y4er;

- CHCTEMATH3allHs JOKYMEHTOB, MOArOTOBKA K XPAHEHHIO.

4 |AxxayHT Microsoft. Co3ganue y4€THOM 3alluCH U AOCTYH K 06JauHoMy rakety Microsoft
Office.

PaccmarpuBaemble BOIPOCHI:

- CO3IaHME YYETHOH 3amnucy naketa Microsoft  BuabI 00JauHBIX CEPBUCOB B akkayHTe Microsoft;
- Office Online u croco6 B3anMoaeHCTBHs ¢ 00auHbIM MakeToM Microsoft Office;

- obnmagnoe xpanwiniie OneDrive, Ha3HaYeHHE U cCIOCO0 XpaHEHU U Iiepeiayn HHPOPMAIIUY;

- HHTETPALHs C COLMANTBHBIMU CETSAMH B akkayHTe Microsoft;

- BHJIBI AJIETCPHATHBHBIX O()MCHBIX MTAKETOB M OCHOBHBIC OTJIMYHA 0T akera Microsoft Office.

5 |KommnbroTepHbIil IporpaMMHBII MAKET 110 CO3/IaHUIO U PEJAKTUPOBAHUIO TEKCTOBOM

udposoii nHpopmaruu Microsoft Word.
PaccMaTpuBaemblie BOIPOCHI:
- maTepdeiic Microsoft Word4




/o

TemaTuka JIGKLIMOHHBIX 3aHATUN / KPaTKOE CO/IepIKaHue

- CO3/IaHKE HOBOTO JOKYMEHTa, paboTa ¢ (paitiamu, HacTpOiika aBTOCOXPAHEHUS U APYTUX [aPaMETPOB
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,

- pabora ¢ m3obpaxxenusmu B Microsoft Word;

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

- paboTa ¢ 3aKJIaKaMy U THIEPCHUIKAMH, TOTIOHUTEIBHBIE BO3MOXKHOCH B Microsoft Word;
- peKUMBI 0TOOpakeHHs ToKyMeHTa B Microsoft Word,;

- ropstane ximaBumy Microsoft Word.

KOMHBIOTCpHBIﬁ HpOFpaMMHLIﬁ IMaKeT IO CO3JaHUI0 U PCAAKTUPOBAHNIO SJICKTPOHHBIX

tabymu Microsoft Excel.

PaccmarpuBaeMble BOIIPOCHL:

- TeMaTHKa JICKIMOHHBIX 3aHSTHH / KPaTKOE CO/IepIKaHUE;

- uaTepdeiic Excel;

- CO3/laHNe JOKyMEHTa, paboTa ¢ (ainamu u redats B Excel;

- paboTa ¢ sYeiKkamMHu, cO CTOIOIaMH U CTPOKAaMH, C JIMCTaMU U KHUramu B Exce;
- opmaTtupoBanue Tabmur B Excel;

- co3maHue u pabora ¢ popmynamu B Excel,;

- CO3JIaHME CBOMX U MCIIOJIb30BaHUE BCTPOCHHBIX (yHKIMi B Excel;

- BBOJ 1 00paboTka naHHbIX B Excel;

- CO3JIaHUE U pellaKTHpOBaHue rpaukoB u auarpamm B Excel;

- paboTa co CIMCKaMH, CO3[JaHUE BBINAIAI0IIUX CIIUCKOB, COPTUPOBKA U (uibTpalus 1aHHBIX B Excel;
- pelieHue ypaBHEeHUH u ux cucrem B Excel;

- ropstane kinaBummu Microsoft Excel.

KommnbroTrepHslil NporpaMMHBIN NTAKET 110 CO3JAHUIO U PEAAKTUPOBAHUIO AIIEKTPOHHBIX

MHTEPAaKTUBHBIX Npe3eHTanuit Microsoft PowerPoint.
PaccmarpuBaeMbie BOTIPOCHL:

- unrepdeiic PowerPoint;

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

- pabora co cTpyKkTypoii cnaiiga B PowerPoint;

- omepalmu co BTCaBIsieMbIMHU 00bekTamMu B PowerPoint;

- pabora co crnaiinamu B PowerPoint;

- HACTPOiKa TOKa3a CaioB 1 annManus B PowerPoint;

- BCTaBKa THIICPCCHIIOK U CO3J]aHHE HHTEPAKTUBHBIX KHONIOK B PowerPoint;
- ropsture kiasun B PowerPoint.

MoenupoBaHue 0OBEKTOB U IIPOIECCOB.
PaccmarpuBaemble BOIPOCHI:

- MOHATHE TH(POBOI MOJIENH;

- [IeJIH, 33/1a9H ¥ METOJIBI CO3aHMs IU(POBBIX MOICIEH;

- MapaMeTphl MOJIeNH. Y IIPABIIAIOIINE H 3aBUCUMBIE TTapaMeTPEI.

MopenvupoBanue 00bEKTOB: MPOrPaMMHOE 00ECTICUCHHE.
PaccMaTpuBaembie BOIPOCHT:

- CAD - cucremsr;

- CAM - cuctemsr;

- CAE - cuctemsr;

- BIM - cucremsr.

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.

Co3gaHue ¥ pelakKTHPOBAHMIO TEKCTOBOM upoBoii nHpopmanuu 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.

Co3aHue ¥ pelakTUpOBaHKE dJICKTPOHHBIX Tabsmir B Microsoft Excel.

B pesynbTate paboThl Ha MPAKTUYECKOM 3aHATHU 00yYarolIHecs MOydaT HaBbIKU CO3JIaHUs U
penaktupoBanus ¢aitnos B pemaktope Microsoft Excel, momydar HaBbIKH pOpPMATUPOBAHUS TEKCTOBOW 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.

MonenupoBanue 00BEKTOB: MPOTPAMMHOE 00ECTIICUCHHUE.

B pesynbTate paboThl Ha MPAKTHUECKHUX 3aHATUAX 00ydaromuecs paccMoTpaT Bo3MoxHocTH CAD - cuctem,
CAM - cucrem, CAE - cuctem, BIM - cucrem. Pacemotpsit nnaTepdeiic AutoCAD, ero BO3MOXHOCTH U
obJiacTu mpuMeHeHus, 0TpaboTaroT 6a30Bble HABBIKU PabOTHI B IPOrPaMMHOMN cpee.

4.3. CamocrosiTenbHas paboTa 00y4JarOIuXCs.

o/

Bun camocrositensHoOM paboTh

Pabora ¢ JICKIIUOHHBIM MATCPUAITIOM.

Pabora c nuteparypoii.

TCKYHIaH IIOATrOTOBKA K 3aHATUAM.

IToaroroBka k HpOMe)KYTO‘-IHOI\/’1 aTTeCTalu.

gl B W N -

IToaroToBka K TeKyIemMy 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 :

u3nanue o(puImMaIbHOE : YTBEPHKICH 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:

Dx3aMeH B 1 cemectpe.

10. OueHouHbIE MaTEpHUAIIBI.

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



ABTOpBI:

CTapIlUii penoiaBaTeb Kapeapbl
«udpoBbie TEXHOTOTHH YIPABICHUS
TPAHCIOPTHBIMU IPOLECCAMU»

CoracoBaHo:

3aenyromuii kadeapoi [[TYTII

[Ipeacenarens yueOHO-METOIUYECKON
KOMUCCHUU

K.B. IBnunesa

B.E. HyroBnu

H.A. AunpusiHoBa



