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1. OOue cBeaeHus 0 JUCHUILIMHE (MOTYJIE).

Ilenbto OCBOEHMS AMCLUUIUIMHBI SIBISETCA OOIIEKYJIbTYPHOE PpAa3BUTHE
JUYHOCTU OOYYaloIIerocs, OBJIAJICHUEM UM KOMIUIEKCOM 3HAHWUM, YMEHHH H
HABbIKaMU, HEOOXOAUMBIMH JIJIs1 TPO(PECCUOHATIBHON ACSITENEHOCTH.

3amayell OCBOCHMSI TUCLUMILIMHBI SIBISIOTCA:

- O3HAaKOMHUTh C LU(PPOBBIMU TEXHOJIOTUAMHU, NPUMEHSIEMBIMU B cdepe
po(heCCUOHATIBHON JESATENIBHOCTH JUIsl TIOATOTOBKH TOKYMEHTALUU;

- O3HAKOMWTH CTYACHTOB C COBPEMEHHOM CHUCTEMOM JTOKYMEHTALIMOHHOTO
o0ecnieuyeHus yIpaBICHUS OpeaIpUITHEM (opranuzanuei) U
JOKYMEHTOO0OPOTOM;

- Hay4YUTh I'PAaMOTHO HMCIIOJIb30BaTh PETIAMEHTHI (CTaHAAPTHI, MOJOKEHUS,
MHCTPYKIUN) pu opopmMieHun OpraHMU3alMOHHO-PACIIOPSAUTEIBLHOM,
HOPMaTHUBHO-TEXHUUYECKOH, HMH(POPMAIIMOHHO-CIIPABOYHOM JTOKyMEHTalluu, a
TaK)X€ JOKYMEHTOB IO JEATEIbHOCTH KOJUIETMAJIBHBIX OPraHOB, KaJIpPOBBIX H
IPYTUX CTPYKTYPHBIX OPTaHOB YIPAaBIICHHUS;

- NPUBUTH HABBIKUM MPABHIBHOTO O(GOPMIICHHUS JEIO0BOM M KOMMEpPYECKOU
MEPENUCKH;

- U3Y4YUTh OCOOEHHOCTHM aJaNTallMd TUIIOBBIX MPOTPAMMHBIX MPOIYKTOB C
UCIIOJIb30BAHUEM  KOMIBIOTEPHBIX  CPEICTB K  peajbHbIM  YCIIOBUSAM
JOKYMEHTO000pOTa OpraHU3aluu.

2. [Inanupyembie pe3ynbTaThl 00YYEHHS IO TUCIUTUINHE (MOIYJIIO).

Ilepeuenb GopMUpPYEMBIX pe3yJbTAaTOB OCBOCHUS 00pa3oBaTEIbHOU
porpamMmsbl (KOMIIETEHIIMI) B pe3ysbTaTe 00y4eHHUs 10 AUCLUIUIUHE (MOAYIIO):

OIIK-6 - CriocobeH ydacTBOBaTh B pa3pabOTKe TEXHUYECKON TOKyMEHTAIIUU
C UCTIOJb30BAHUEM CTAHJAPTOB, HOPM U MPABUJI, CBSI3AHHBIX C IPO(HECCHOHATEHOM
TESITeIbHOCTHIO.

OOGy4eHwue 1o qUCUUILUIMHE (MOIYJII0) MPEANOJaraeT, YTo MO0 €ro pe3yJibraramMm
oOydaromuiics: Oyaer:

3HaTh:

- BUBI UGPOBBIX TEXHOJIOTHIA;

- pallMOHAJIbHBIC CPEPhI UX TPUMEHCHHS;

- BO3MOYXHOCTH HUCTIOJIb30BAHUSI COBPEMEHHBIX KOMITBIOTEPHBIX TEXHOJIOTUI
JUI  CO3/aHMsl TMakeTa Mpo(EecCHOHAIBHOM JOKYMEHTAlMM W  YEPTEKHO-
rpaduyecKoro Marepuana;



- CHUCTEMBl JOKYMEHTAIlMH, TpeOOBaHUS K COCTaBIEHHUIO M O(OPMIICHHUIO
HOPMAaTHUBHO-TEXHUYECKUX TOKYMEHTOB, COBPEMEHHBIE CIIOCOOBI U TEXHOJIOTHIO
CO3JaHus JOKYMEHTOB;

- HOPMaTHBHO-IIPABOBYIO M HOPMATHUBHO-METOJIMYECKYIO 0a3y IO 3alluTe
JTOKyMeHTUpoBaHHOM nHpopmanmu B Poccuiickoii @eaepanuy;

- OCHOBBI OPraHM3allMM JBWKCHHUS JOKYMEHTOB B PA3JUYHBIX CHUCTEMAX
YIIPaBJICHHUS.

YMmerThb:

- TPUMEHAT HUQPPOBBIE TEXHOJIOTHU [JIs CO3JaHUsA NPOoQEeCcCHOHATBLHON
JIOKYMEHTAIIUY;

- TpaMOTHO pa3pabaThIBaTh OCHOBHBIE BUIbI YIIPABICHUYECKUX JOKYMEHTOB,
OCBAMBATh THUIIOBBIE MPOTPAMMHBIE MPOAYKThl B YCIOBUAX HCIOJIb30BAHUS
COBPEMEHHOW BBIYMCIUTEIBHON TEXHUKHY;

- paboTaTh C OCHOBHBIMH JICUCTBYIOIIMMH 3aKOHOAATEIIbHO-HOPMATUBHBIMU

u HOPMAaTUBHO-METOANYECKUMHU JTOKYMEHTAMH 10 OpraHu3alun
JIEJIONPOU3BOJICTBA.
Baagern:

- HaBbIKAMHU HCIOJB30BaHUS LMQPPOBBIX TEXHOJOTHH M1 OodopMmIIeHUs
TEKCTOBBIX JIOKYMEHTOB U Tpaduyeckoi nHpopmanuu;

- MpaBUJIaMu U (opMaMu I€TOBOM U KOMMEPUYECKON NEPENUCKY;

- HaBbIKaMU pabOThI C JOKYMEHTaMH, COJEPKAIMMU OTPAaHUYEHUS JOCTYa,;

- METOJAMU 3aIUThI TOKYMEHTUPOBAHHOW HH(POPMALIUH.

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

OO0mast TPyIOEMKOCTh AMCIHUIUIMHBI (MOIyJisA) coctaBisier 4 3.e. (144
aKaJeMHYEeCKuX Jyaca(oB).

3.2. O6bem aucuMIUIdHBL (Monaynsi) B (opMe KOHTAKTHOM paboOThI
oOyJarommxcsi C  MeJarorM4ecKuMu  paboTHUKaMU ©  (WIM)  JIMIAaMH,
MPUBJIEKAEMbBIMHU K peaau3alii 00pa30oBaTEIbHONW MPOrpaMMbl Ha UHBIX YCIIOBUSX,
IIPU MPOBEJCHUHN YUEOHBIX 3aHATHI:

KonuuectBo yacos

Tun y4eOHbIX 3aHATHI
Bcero | Cemectp Nel

KonrtakTHas paboTa mpu IpoBeIeHIH yIeOHBIX 3aHATHH (BCETO): 32 32

B tom uncie:

3aHATHS JIEKIHOHHOTO THIIA 16 16

3aHATUS CEMUHAPCKOTO THIIA 16 16




3.3. O6peM aucHUIIMHBL (MOAYJs) B (hopMe CamMOCTOSITENBHOM pPabOTHI
oOyyarommuxcsi, a Takke B (opMe KOHTAKTHOH pabOThl OOydJarOUIUXCS C
He1arornyeckKuMu padOTHUKAMU U (HJTN) JIMLIaMU, IPUBJIEKAEMBIMU K pean3alnuu
o0pa3oBaTeNbHOW MPOrpaMMbl HAa HHBIX YCIOBHUSIX, NpPU MPOBEACHUU
MIPOMEKYTOUHOM aTTecTalluu coctapiisieT 112 akageMuyeckux yaca (0OB).

3.4. ITpu oOy4eHn¥ 10 MHAUBUAYATLHOMY YICOHOMY IIJIaHy, B TOM YHCIIC IPU
YCKOPEHHOM 00y4YeHUH, 00BEM JUCITUTUTHHBI (MOIYIISI) MOXKET OBITh PeaIn30BaH
MOJIHOCTBIO B (DOpME CaMOCTOSITENIbHON paboThl 00yJarouxcs, a Takke B hopme
KOHTAKTHON pabOThl 00YYarOIMIMXCs C MeAarorndyecKuMU paOOTHUKAMHU U (WUJIH)
JUIAMU, TIPUBIIEKAEMBIMH K peaiM3aliii 00pa30oBaTEIbHOM MPOrpaMMbl Ha MHBIX
YCIIOBHSIX, TIPH MPOBEICHUN TPOMEKYTOUHOM aTTECTAIIHH.

4. ConeprkaHue JUCHUTUIMHBI (MOIYJIA).

4.1. 3aHITHA JTEKOIUOHHOTO THUIIA.

/ TemaTnka JEKIMOHHBIX 3aHATUH / KpaTKO€ COACPIKAHUC
/11

1 OcHOBHBIC CBCICHUA O LII/I(I)pOBBIX TEXHOJIOTHAX, BUABI IPOTPAMMHOI'O O6€‘CH€‘I€HI/I${,

UCIIONIb3yeMoro B 1idepe npodeccuoHanbHOM AeSITeTbHOCTH

PaccmaTpuBaemble BOTIPOCHI:

- mporpamma «I{upoBas sxonomuka Poccuiickoit denepanuny;

- Crparerueit pa3Butus HHQOpMaIMOHHOTO ob0mecTBa B Poccmiickoit @enepannu Ha 2017-2030 romsr;
- CPeACTBa U METOABI IIU(PPOBOTr0 KOMIBIOTEPHOTO MOJICIIMPOBAHHS, TEKCTOBBIE U TpadHuecKre
PelaKkTopHI.

2 Cucrema AOKYMCHTHUPOBAHUS YHpaBHeH‘{CCKOﬁ JACATCIIbHOCTH.
PaccmarpuBaemble BOIPOCHL:

- MOHATHE "JOKYMEHT";

- KJlaccu(UKaIys JOKYMEHTOB;

- OCHOBHBIE TPeOOBaHMS K COCTaBJICHUIO U O()OPMIICHUIO IOKYMEHTOB;

- OpraHu3anus IBUKEHUS TOKYMEHTOB B CUCTEMAX YIPABICHUS.

3 |doxymeHTOOOOpOT.

PaccmarpuBaemble BOIPOCHI:

- o0mue mpaBuiIa;

- OpraHmu3anusa U y4er,

- CucreMaTu3anusa J0KyMEHTOB, ITOATOTOBKA K XpaHCHUIO.

4 |AxkayHT Microsoft. Coznanne y9€THOM 3amUCH U IOCTYM K 00JaYHOMY TaKeTy
Microsoft Office.

PaccmarpuBaeMbie BOIPOCHI:

- CO3/IaHUE YYETHOH 3amucy nmaketa Microsoft u BUbI 00JaYHBIX CEPBHUCOB B akkayHTe Microsoft;
- Office Online u croco0 B3aumoaeicTBHUs ¢ 00auHbIM makeToM Microsoft Office;

- obimagHoe xpanwmiie OneDrive, Ha3HAYeHHE U CTIOCO0 XpaHEHUs U Iepeaadn HHPOpMaIiu;

- MHTETpaLus ¢ COLMANbHBIMU CeTAMH B akkayHTe Microsoft;

- BUJIBI AIbTEPHATUBHBIX O(UCHBIX TIAKETOB U OCHOBHBIE OTJIMYHS OT makeTa Microsoft Office.




TemaTuka JTEKIMOHHBIX 3aHATUHN / KpAaTKOE COJIEpKAHNE

/1

5 |KomnbroTepHbIit TPOrpaMMHBIN MMAKET MO CO3/IaHUIO U PEJAKTUPOBAHUIO TEKCTOBOM
nudposoit mapopmarmu Microsoft Word.
PaccmarpuBaeMbie BOTIPOCHL:
- narepdeiic Microsoft Word4
- CO3/1aHKe HOBOTO JJIOKYMEHTa, paboTa ¢ (aiinaMmu, HacTpoiiKa aBTOCOXPAHEHHUSI U IPYTUX MapaMeTpoOB
Micosoft Word;
- pabora c TekctoM B Microsoft Word;
- opmaTtupoBanue Tekcra B Microsoft Word,;
- co3maHue u padbora co crickamu B Microsoft Word;
- cO37aHue U peJakTHpoBanue Tadbmur B Microsoft Word;
- pabora ¢ m3o6paxkenusmu B Microsoft Word;
- pabota Hax Au3aliHOM U odopmiieHHE ToKyMeHTa B Microsoft Word,;
- paboTa ¢ 3aKJIaJKaMH U TUIICPChUIKAMH, TOTOJIHUTEIbHBIC BO3MOXKHOCH B Microsoft Word;
- peXHMBI 0TOOpaKeHHUs TIoKyMeHTa B Microsoft Word;
- ropsiure knaBuniu Microsoft Word.

6 |KoMmbloTepHBIH MPOrpaMMHBIH MAKET 110 CO3JaHUI0 U PEAAKTUPOBAHUIO SJICKTPOHHBIX
tabmun Microsoft Excel.
PaccmarpuBaeMble BOIIPOCHL:
- TEMaTHUKa JICKIIMOHHBIX 3aHATHH / KPaTKOE COAEPIKaHNUE;
- uaTepdeiic Excel;
- cO3/1aHKE TOKYMEHTa, paboTa ¢ daiiamu u nevatsh B Excel;
- paboTa ¢ siueiikamu, CO CTOJIOI[AMHU M CTPOKaMH, C TUCTaMu U KHuramu B Exce;
- opmaTupoBanue Tabmauil B Excel;
- co3nanue u pabdora ¢ popmynamu B Excel;
- CO3/IaHME CBOMX U MCII0JIb30BaHUE BCTPOSHHBIX (yHKIMiA B Excel;
- BBOZ 1 00paboTKa naHHBIX B Excel;
- CO3/IaHMe U peJaKTHpOBaHue rpaduKoB U auarpamm B Excel;
- paboTa co CIIMCKaMH, CO3IaHKe BBINAJAI0IINX CIIMCKOB, COPTUPOBKA M (DMIIbTpaLus JaHHEIX B Excel;
- pelleHne ypaBHEHHH 1 uX cucteM B Excel;
- ropstane kinaBumm Microsoft Excel.

7 KOMHBIOTCPHBIﬁ HpOl"pB.MMHLIfI MaKeT MO CO3JaHNI0 U PCAAKTUPOBAHHUIO 3JICKTPOHHBIX
MHTEpaKTUBHBIX Ipe3eHTanuit Microsoft PowerPoint.
PaccmarpuBaemble BOIPOCHL:
- unrepdeiic PowerPoint;
- co3aHMe JOKYMEHTa, paboTa ¢ (aitnamu u neyats B PowerPoint;
- paboTa co cTpyKTypoii ciaiiga B PowerPoint;
- ollepaliy co BTcaBlsieMbIMH 00bekTaMu B PowerPoint;
- pabora co cnaiinamu B PowerPoint;
- HACTPOIiKa MOKa3a CiaioB 1 anuManus B PowerPoint;
- BCTaBKa TUIEPCCHIIOK M CO3JaHNe MHTEPAaKTUBHBIX KHONIOK B PowerPoint;
- ropsiane xiiaBumu B PowerPoint.

8 |MoaenupoBaHue 0OBEKTOB U MIPOLIECCOB.
PaccmarpuBaemble BOIPOCHI:
- IOHATHE HU(PPOBOH MOENH;
- LeJIM, 33/1a41 U METO/IbI CO3JaHus IM(PPOBBIX MOJEICH;
- mapaMeTpsl MOJEH. Y IPABISIONIME U 3aBUCHMBIE TIapaMETPHI.

9 |MonenupoBaHue 00OBEKTOB: MPOrPAMMHOE OOCCIICUCHUE.

PaccMaTprBaeMble BOIIPOCH:
- CAD - cucreMsr;
- CAM - cucreMsl;




/o
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- CAE - cucremsr;
- BIM - cucremsl.

4.2. 3aHATUS CEMUHAPCKOTO TUNA.

Hp AKTHYCCKHUC 3aHATHIA

No
/ TemaTnka MpakTUYECKUX 3aHATUI/KPATKOE COJIEPKaAHNE
n/n

1 |OcHoBbI paboThI ¢ akkayHTOM Microsoft.

B pe3yabTare pa6OTI)I Ha MPaKTUYCCKOM 3aHATUN 06yanOIlII/IeC$I Hay4aTrcsa co3/1aBaThb U pa60TaTI) C
akkayHTOM Microsoft, paccMOTPST BO3MOKHOCTH TIEpCOHATI3AINH.

2 |Co3naHue ¥ peIakTUPOBAHUIO TEKCTOBOU I(poBoi nHPpopmaruu B Microsoft Word.
B pe3ynprare paboThl Ha IPAKTHUECKOM 3aHATH 00yJaroIIKecs IMOTydaT HaBBIKH PaboTHI ¢ (ailiamMu B
penakrope Microsoft Word, co3nanyT mrabioHsI pa3IHYHBIX JOKYMEHTOB B COOTBETCTBHH C HOPMaMU
JOKYMCHTUPOBAaHUA.

3 |CoznmaHue ¥ peTaKkTUPOBAHME IEKTPOHHBIX Tabmwuil B Microsoft Excel.

B pesynbraTe paboThl Ha MPAKTHUECKOM 3aHSATHU 00yUaronIruecs Mmoay4yaT HaBbIKK CO3/IaHUs U
penaktupoBanus ¢aitios B pemaktope Microsoft Excel, momy4ar HaBbIKH pOpPMATUPOBAHUS TCKCTOBOU U
YHUCIIOBOI HH(pOpPMAHU, CMO3TaHUs TPaQUIECKUX 0OBEKTOB.

4 |Co3maHue M peJaKTupoBanue npe3enranuii B Microsoft PowerPoint.

B pe3yiabTare pa6OTLI Ha MPAKTUYCCKOM 3aHATUN O6y‘IaIOH.[I/IeC$I NOJIy4aT HABbIKW CO3JaHUS U
odopmieHns crnaiiioB B penakrope Microsoft PowerPoint, HaBBIKH BBICTYIIICHHS M 3aIIUTHI IPOEKTOB.

5 [MogenupoBaHue 00BEKTOB: IPOrPAMMHOE OOECTIEUEHHUE.

B pe3ynbrare paboThl Ha MPAKTUYECKUX 3aHATUAX 00yUaroNIrecst paccMoTpsAT Bo3MoxkHocTH CAD -
cucreM, CAM - cucteM, CAE - cuctem, BIM - cuctem. PaccmoTpsit unaTepdeiic AutoCAD, ero
BO3MOKHOCTH U 00JIaCTH IPUMEHEHHS, 0TPA0OTar0T 0a30BbIe HABBIKKM PA0OTHI B MPOTrPaMMHOM Cpejie.
4.3. CamocrosiTenbHas padoTa 00y4Jarommuxcs.
Ne .
Bun camocrosTensHo# paboTh
/11

1 |PaGota c TeKIIMOHHBIM MaTEpPHUATIOM.

2 |Pabora c imreparypoii.

3 |Tekymias moArOTOBKA K 3aHATHSM.

4 | IloarotoBKa K MPOMEKYTOYHON aTTECTAIIUU.

5 | [loaroroBka K TeKyIeMy KOHTPOJIIO.

5. IlepeueHp wu3AaHUN, KOTOpPBIE PEKOMEHIYETCS HCIOJIb30BaTh IIPU

OCBOCHMH TUCUHUILITUHBI (MOIYJIS).

No
y bubnuorpaduueckoe onucanue Mecto noctyna
/1
1 Kopnees, U. K. JlokymeHTHpOBaHNE https://urait.ru/book/dokumentirovanie-

yIIpaBIIeHUecKoil esTenpHoCcTH + Tecthl B DBC : | upraviencheskoy-deyatelnosti-560107




y4eOHUK U IPAKTUKYM JJIS1 aKaJIEMUYECKOT0
OakamaBpuata / U. K. Kopuees, A. B. ITmenko,
B. A. Mamyprues. — 2-e u3., nepepad. u Jor.
— Mockaa : U3natenbctBo FOpaiit, 2019. — 384
c. — (bakamaBp. AkageMHU4ecKuil Kypc). —
ISBN 978-5-534-04533-8.

2 [llysanosa, H. H. /lokxymeHnTanmonHoe https://urait.ru/book/dokumentacionnoe-
obecrieyeHye yrpaBIeHus : yueOHUK [T obespechenie-upravleniya-

cpentero npodeccronansHoro oopasosanus / H. | 9610497ysclid=mg977bh1v0158452211
H. HlyBamnoBa. — 3-e u3x., nepepad. u 1om. —
Mockasa : U3natensctBo FOpaiit, 2025. — 234 c.
— ISBN 978-5-534-20349-3 Kuura 2015

6. IlepeuyeHb COBpEMEHHBIX NPOPECCHOHANBHBIX ©0a3 JaHHBIX U
MH(POPMAIIMOHHBIX CHPABOYHBIX CHCTEM, KOTOPHIE MOTYT HCIOJb30BaThCS MPHU
OCBOCHMH JTUCUUTLITUHBI (MOTYJIS).

-  HWudopmanmonnsiii mopran Hayunas snexktpoHHas OubGinoTeka
eLIBRARY.RU (www.elibrary.ru);

-  Emunas  komnekius — nudpoBbIX  00pa3oBaTENbHBIX  PECYpPCOB
(http://window.edu.ru);

- NHTepHET-yHUBEPCUTET MH()OPMAIIMOHHBIX TEXHOJIOTUI
http://www.intuit.ru/;

- Hayuno-rtexuuueckas 6ubmmorexka PYT (MUUT) (http://library.miit.ru).

7. IlepeyeHb  JUIEH3UOHHOTO W  CBOOOAHO  PaCIPOCTPAHSIEMOTO
POTpaMMHOT0 0OeCTeUYeHus, B TOM 4YHCJIE OTCYECTBEHHOI'O TIPOU3BOCTBA,
HEO0OXOIMMOT0 /I OCBOCHUS JUCIUTLIIMHBI (MOTYJIs).

- Onepanuonnas cuctema Windows;
- Microsoft Office;
- Z0O0M,;

- [TouckoBBIE CUCTEMBI.

8. OmnucaHue MaTepuaJIbHO-TEXHUYECKOM 0a3bl, HEOOXOIUMOM IS
OCYILECTBJICHUSI 00pa30BaTEIbLHOrO Mpoliecca Mo TUCIUILTMHE (MOIYJIIO).

JlexioHHass ayauTOpUsl JOJKHA OBITh 00OpYyIOBaHA TEPCOHATBLHBIM
KOMITBIOTEPOM U MYJIbTUMEIMNHBIM  TPOCKTOPOM  JJii  J€MOHCTpAILUU
MPE3CHTAIMOHHBIX MaTePHaJIO.

Ayautopusi ISl TPAKTUYECKUX 3aHATUM JOJDKHA OBITh 00OpyaoBaHa
NEPCOHATBHBIMU KOMIBIOTEpAMU C TPEIyCTAaHOBJIEHHBbIM MakeToM Microsoft

Office.



9. ®opma nMpomMeKYyTOYHOU aTTEeCTaIUU:

Dk3ameH B 1 cemecTpe.

10. OueHouHbIE MaTEPHAIIBI.

OHCHO‘IHLIE? MaTCpuaiibl, IPUMCHACMBIC IIPpU ITPOBCACHUU HpOMG)KYTO‘-IHOﬁ

aTTECTaIlui, pa3padaThIBAIOTCA B COOTBETCTBUH C JIOKAJIHHBIM HOPMATHBHBIM
aktom PYT (MUUT).



ABTODBI:

CTapIIUi pernoaBarenb KaQeapsol
«udpoBbie TEXHOTOTHH YIPABICHUS
TPAaHCHOPTHBIMU MPOLECCAMI)

CoryiacoBaHo:

3aenyrommii kadeapoi LITYTII

[Ipencenarens yueOHO-METOIUUYECKOM
KOMUCCHUU

K.B. IBnunesa

B.E. HyroBnu

H.A. AunpusiHoBa



