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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-PACIIOPSAUTEIBHOM,
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):

IMK-19 - CrnocoOGHOCTh aHaTU3UPOBATh MPUKIAJHBIE OU3HEC-TIPOLIECCH U
PEIMETHYIO 00J1acTh.

OOGy4eHwue 1o JUCUUILUIMHE (MOIYJTI0) MPEANOJaraeT, YTo Mo €ro pe3yJibraramMm
oOyyaromuiicst Oyer:

3HaTh:

- BUJIbI IU(PPOBBIX TEXHOJIOTHUH;

- paloHaIbHbIE ChEepbl UX MTPUMEHEHUS;

- BO3MOYKHOCTH HCITOJIb30BAaHUSI COBPEMEHHBIX KOMIIBIOTEPHBIX TEXHOJIOTHIA
JUISL  CO3JaHMsl TakeTa MpodecCUOHANbHOW JTOKYMEHTAllMM W YEPTEKHO-
rpaguueckoro MaTepuana;



- CHUCTEMBl JOKYMEHTAIlMH, TpeOOBaHUS K COCTaBIEHHUIO M O(OPMIICHHUIO
HOPMAaTHUBHO-TEXHUUYECKUX JTOKYMEHTOB, COBPEMEHHbBIE CIIOCOOBI U TEXHOJOIHIO
CO3JaHus JOKYMEHTOB;

- HOPMaTHBHO-IIPABOBYIO M HOPMATHUBHO-METOJIMYECKYIO 0a3y IO 3alluTe
JOKyMeHTupoBaHHOM nHpopmannu B Poccuiickoit Denepariuu;

- OCHOBBI OPraHM3allMM JBWKCHHUS JOKYMEHTOB B PA3JUYHBIX CHUCTEMAX
YIIPaBJICHHUS.

YMmerThb:

- TPUMEHAT LUQPPOBBIE TEXHOJOTHUU IJIs CO3JaHus TpodecCHOHATBHON
JOKYMEHTALINH;

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

- paboTaTh C OCHOBHBIMH JICUCTBYIOIIMMH 3aKOHOAATEIIbHO-HOPMATUBHBIMU

u HOPMAaTUBHO-METOANYECKUMHU JTOKYMEHTAMH 10 OpraHu3alun
JIEJIONPOU3BOJICTBA.
Baagern:

- HaBbIKAMHU HCIOJb30BaHUS LU(PPOBBIX TEXHOJOTHH A1 odopMIIEeHUS
TEKCTOBBIX JIOKYMEHTOB U Tpaduyeckoi nHpopmanuu;

- MpaBWJIaMu U (opMamMu JEOBOM U KOMMEPUYECKON MEPENUCKY;

- HaBbIKaMU pabOThI C JOKYMEHTaMH, COJEPKAIMMU OTPAaHUYEHUS JOCTYa,;

- METOJAMU 3aLUThI TOKYMEHTUPOBAHHOW MH(POPMALIUH.

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

OO0mast TPyIOEMKOCTh JUCIHUIUIMHBI (MOayJisi) coctaBiser 3 3.e. (108
aKaJeMHYEeCKuX Jyaca(oB).

3.2. O6bem aucuMIUIdHBL (Monaynsi) B (opMe KOHTAKTHOM paboOThI
oOydarommxcss € M[EJarorM4YecCKUMH  padOTHUKaAaMU U (WIKM)  JHIAMH,
MPUBJIEKAEMBIMU K peaju3alii 00pa3oBaTeIbHONU MPOrpaMMbl Ha UHBIX YCIOBUSAX,
IIPU MPOBEJCHUHN YUEOHBIX 3aHATHI:

KonuuectBo yacos

Tun y4eOHbIX 3aHATHI
Bcero | Cemectp Ne2

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

B tom uncie:

3aHATHS JIEKIHOHHOTO THIIA 16 16

3aHATUS CEMUHAPCKOTO THIIA 16 16




3.3. O6peM aucHUIIMHBL (MOAYJsS) B (hOpME CaMOCTOSITENBHOM pPadOTHI
oOyyarommuxcsi, a Takke B (opMe KOHTAKTHOH pabOThl OOydJarOUIUXCS C
He1arornyecKuMu padOTHUKAMU | (MJIN) JIMIIAMU, IPUBJIEKAEMBIMU K peaTn3aiun
o0pa3oBaTeNbHOW MPOrpaMMbl HAa HHBIX YCIOBHUSIX, NpPU MPOBEACHUU
MIPOMEKYTOUHOM aTTECTALIMHU COCTaBIIsAET 76 akaleMHUYECKUX yaca (OB).

3.4. ITpu oOy4eHn¥ 10 MHAUBUAYATLHOMY YICOHOMY IIJIaHy, B TOM YHCIIC IPU
YCKOPEHHOM 00y4YeHHH, 00BEeM TUCITUTUIMHBI (MOIYIIS) MOXKET OBITh pean30BaH
MOJIHOCTBIO B (DOPME CaMOCTOSITENIbHOM paboThl 00ydaronuxcs, a Takxke B hopme
KOHTAKTHON pabOThl 00YYarOIMIMXCs C MeAarorndyecKuMU paOOTHUKAMHU U (WUJIH)
JUIAMU, TIPUBIIEKAEMBIMH K peain3aliiu 00pa30oBaTeIbHOM MPOrpaMMbl Ha UHBIX
YCIIOBHSIX, TIPH MPOBEICHUN TPOMEKYTOUHOM aTTECTAIIHH.

4. ConeprkaHue JUCIUTUIMHBI (MOIYJIA).

4.1. 3aHITHA JTEKOIUOHHOTO THUIIA.

/ TemaTnka JEKIMOHHBIX 3aHATUH / KpaTKO€ COACPIKAHUC
/11

1 OcHOBHBIC CBCIACHUA O I_II/I(I)pOBBIX TEXHOJIOTHAX, BUABI IPOTPAMMHOI'O O6€CH€‘IGHI/I$I,

UCIIONIb3yeMoro B 1idepe npodeccuoHanbHOM AeSITeTbHOCTH

PaccmaTpuBaemble BOTIPOCHI:

- mporpamma «I{upoBas sxonomuka Poccuiickoit denepanuny;

- Ctparerueit pa3Butus HHQOpMaIMOHHOTO o0mecTBa B Poccmiickoit @eneparmm Ha 2017-2030 romsr;
- CPeACTBa U METOABI IIU(PPOBOTr0 KOMIBIOTEPHOTO MOJICIIMPOBAHHS, TEKCTOBBIE U TpadHuecKre
PelaKkTOpHI.

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

- MOHATHE "TOKYMEHT";

- KJlaccu(UKaIys JOKYMEHTOB;

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

- OpraHu3anus JBUKEHUS JOKYMEHTOB 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 crmoco6 B3anmoeiicTBus ¢ 00maunbM makeTroMm Microsoft Office;

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

- MHTErpanus ¢ COLMANbHBIMH CeTMH B akkayHTe Microsoft;

- BUJIBI AIbTEPHATUBHBIX O(UCHBIX TIAKETOB U OCHOBHBIE OTJIMYHS OT makeTa Microsoft Office.
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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 pabota co criuckamu B Microsoft Word;
- cO37aHue U peJakTHpoBanue Tadbmur B Microsoft Word;
- pabora ¢ m3o6paxkenusmu B Microsoft Word;
- paboTa Hax Au3aiiHOM U odopMIleHHEe JoKyMeHTa B Microsoft Word,
- paboTa ¢ 3aKJIaJKaM¥ U TUIEPChIIKAMH, TOTIOJIHUTEIbHBIC BO3MOXKHOCH B Microsoft Word;
- peXHMBI 0TOOpaKeHHUs TIoKyMeHTa B Microsoft Word;
- ropsiure knaBuniu Microsoft Word.

6 |KoMIbloTepHBIH MPOrpaMMHBIN MAKET 10 CO3AAHUIO U PEAAKTHPOBAHUIO SJICKTPOHHBIX
tabmun Microsoft Excel.
PaccmarpuBaeMble BOIIPOCHL:
- TEMaTHUKa JICKIIMOHHBIX 3aHATHH / KpaTKOE COZICPIKAHUE;
- uaTepdeiic Excel;
- cO3/1aHKE TOKYMEHTa, paboTa ¢ daiiamu u nevatsh B Excel;
- paboTa ¢ sueikamu, CO CTOJIOIIAMHU M CTPOKaMH, C TUCTaMu U KHUTaMu B Exce;
- opmaTupoBanue Tabmauil B Excel;
- co3nanue u pabdora ¢ popmynamu B Excel;
- CO3/IaHME CBOMX U MCIIOJIb30BaHUE BCTPOCHHBIX (yHKIMi B Excel;
- BBOZ 1 00paboTKa naHHBIX B Excel;
- CO3/IaHMe U peJaKTHpOBaHue rpaduKoB U auarpamm B Excel;
- paboTa co CIIMCKaMH, CO3IaHKe BBINAJAI0IINX CIIMCKOB, COPTUPOBKA U (DMIIbTpALus JaHHEIX B Excel;
- pellieHUe ypaBHEHHH U uX cucteM B Excel;
- ropstane kinaBumm Microsoft Excel.

7 KOMHBIOTCPHBIﬁ HpOl"pB.MMHLIfI MaKeT MO CO3JaHNI0 U PCAAKTUPOBAHHUIO 3JICKTPOHHBIX
MHTEpaKTUBHBIX Ipe3eHTanuii Microsoft PowerPoint.
PaccmarpuBaemble BOIPOCHL:
- unrepdeiic PowerPoint;
- cO3aHMe JOKYMEHTa, paboTa ¢ daiinamu 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 THIIEPCCHITIOK U CO3JJaHNE HHTEPAaKTUBHBIX KHONIOK B PowerPoint;
- ropsiane xiiaBumu B PowerPoint.

8 |MoaenupoBaHue 0OBEKTOB U MIPOLIECCOB.
PaccmarpuBaemble BOIPOCHI:
- IOHATHE UU(PPOBOH MoOzENH;
- LeJIM, 33/1a41 U METO/IbI CO3JaHus IM(PPOBBIX MOJEICH;
- mapaMeTpbl MOJIETH. Y IPABIISIOIINE H 3aBUCHMbIC TAPAMETPBIL.

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
/ TemaTrka MpakTUYECKUX 3aHATUN/KPATKOE COJEPIKAHHE
n/n

1 |OcHoBbI paboThI ¢ akkayHTOM Microsoft.

B pe3yabTare pa6OTI)I Ha MPaKTUYCCKOM 3aHATUN 06yqa101111/1ec;1 Hay4aTrcsa co3/1aBaThb U paGOTaTB C
akkayHTOM Microsoft, paccMOTPST BO3MOKHOCTH TIEpCOHATI3AINH.

2 |Co3naHue ¥ peIakKTHPOBAHUIO TEKCTOBOU ITUpoBoit mHopMmariu B Microsoft Word.
B pe3ynprare paboThl Ha IPAKTHUECKOM 3aHATH 00yJaroIIKecs IMOTydaT HaBBIKH PaboTHI ¢ (ailiamMu B
penakrope Microsoft Word, co3manyT mabaoHBI pa3THYHBIX JOKYMEHTOB B COOTBETCTBUU C HOPMAaMH
JOKYMCHTUPOBAaHUA.

3 |CoznmaHue u peTaKTUPOBAHHUE IEKTPOHHBIX Tabnwuil B Microsoft Excel.

B pesynbraTe paboThl Ha MPAKTHUECKOM 3aHSATHU 00yUaronIruecs Mmoay4yaT HaBbIKK CO3/IaHUs U
penaktupoBanus ¢aitoB B pemaktope Microsoft Excel, moiy4ar HaBbIku (pOpMaTHPOBAHHS TCKCTOBOM U
YHUCIIOBOI HH(pOpMAHU, CMO3TaHUs TPaQUIECKUX 0OBEKTOB.

4 |Co3maHue M peJaKTupoBanue npe3enranuii B Microsoft PowerPoint.

B pe3yiabTare pa6OTbI Ha MPAKTUYCCKOM 3aHATUN O6y‘IaIOH.[I/IeC$I TMOJIy4aT HaBbIKU CO3MaHUA U
odopmieHns crnaiinos B penakrope Microsoft PowerPoint, HaBBIKH BBICTYTUICHHUS M 3aIIUTHI IIPOEKTOB.

5 [MogenupoBaHue 00BEKTOB: IPOrPAMMHOE OOECTIEUEHHUE.

B pe3ynbrare paboThl Ha MPAKTUYECKUX 3aHATUAX 00yUaronIrecst paccMoTpsaT Bo3moxkHocT CAD -
cucreM, CAM - cucteM, CAE - cuctem, BIM - cuctem. PaccmoTpsit unaTepdeiic AutoCAD, ero
BO3MOXXHOCTH M 00JIaCTH MPUMEHEHMSI, OTPa0dO0TaIOT 0a30BbIe HABBIKU Pa0OTHI B IPOTPAMMHON Cpe/Ie.
4.3. CamocrosiTenbHas padoTa 00y4Jarommuxcs.
Ne .
Bun camocrosTensHo# paboThI
/11

1 |PaGota c TeKIIMOHHBIM MaTEpPHUATIOM.

2 |Pabora c iureparypoii.

3 |Tekymias moArOTOBKA K 3aHATHSM.

4 | [loarotoBka K MPOMEKYTOYHOW aTTECTALIUU.

5 | [loaroroBka K TeKyIeMy KOHTPOJIIO.

5. Ilepeyenb wu3gaHUM, KOTOpPbIE PEKOMEHIYETCS MCIOJb30BaTh MpHU

OCBOCHMH TUCUHUILITUHBI (MOIYJIS).

No
y bubnunorpaduueckoe onucanue Mecro nocryna
/11
1 | YopaBnenue qoKyMeHTaMu B IU(DpoBOit https://e.lanbook.com/book/384881 (nata

SKOHOMHKE: OPTaHH3aIHs, PerJaMeHTaIHs, obpamenus: 25.11.2025)




peanuzanu : yuebHoe nocooue / M. B. Jlapus,
H.T'. Cyposuesa, E. B. Tepentsena, B. @.
SIukoBas ; nox penakuuen M. B. Jlapuna. —
Mocksa : PITY, 2019. — 272 ¢. — ISBN
978-5-7281-2557-0

2 Kopuees, U. K. YnpasieHue 10KyMEeHTaMH : https://znanium.ru/catalog/product/1836610
yue6nuk / U. K. Koprees, A. B. ITmenko, B. | (nara obpamenus: 25.11.2025)

A. Mamypues. — Mocksa : UHOPA-M,
2022. — 300 c. — (Bricuiee oOpa3oBaHue:
bakamaBpuar). - ISBN 978-5-16-003590-1.

6. IlepeuyeHb COBpEMEHHBIX MPOPECCHOHANBHBIX 0a3 JaHHBIX U
MH(POPMAIIMOHHBIX CHPABOYHBIX CHCTEM, KOTOPHIE MOTYT HCIOJb30BaThCS MPHU
OCBOCHUU JUCHUIUIUHBI (MOYJIA).

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

- Enunas  komekuus — UU@pPOBBIX  00pa30BaTENbHBIX  PECYPCOB
(http://window.edu.ru);

- HHTEepHET-YHUBEPCUTET nH(OPMAITMOHHBIX TEeXHOJIOTHA
http://www.intuit.ru/;

- Hayuno-texunueckas ouonunorexka PYT (MUUT) (http://library. miit.ru).

7. llepeueHb  JHIIEH3UOHHOTO U  CBOOOJHO  PaCHPOCTPAHIEMOTO
MPOrpaMMHOr0 OOeCredeHusi, B TOM YHCJI€ OTEUYECTBEHHOTO IPOM3BOJICTBA,
HEO0OXOMMOTO JIJISl OCBOCHUSI TUCIUTUTUHBI (MOYJIs).

- OnepaunonHas cucremMa Windows;
- Microsoft Office;

- Z00M;

- IlonCKOBBIE CUCTEMBI.

8. Omnucanue MaTepHAIBHO-TEXHUUECKON 0a3bl, HEOOXOAUMON  JJIst
OCYILIECTBJICHUSI 00pa30BaTEILHOrO Mpoliecca Mo IUCIUILTMHE (MOIYIIIO).

JlexumoHHas aynuTOpusi JAOJDKHA OBITh 00OpyIOBaHa IEPCOHAIBHBIM
KOMIIBIOTEPOM W MYJBTHUMEAUNHBIM  IPOEKTOPOM I JIEMOHCTpPALIUU
IIPE3EHTALMOHHBIX MaTEPUAIIO.

Ayautopusi JUIsl TPAaKTUYECKUX 3aHATUNA JOJDKHA OBITh 00O0pyAOBaHa

NEPCOHATBHBIMU KOMIBIOTEpAMU C TPEIyCTAaHOBJIEHHBbIM MakeToM Microsoft
Office.



9. ®opMa NpoMEKYTOUHOU aTTECTAIUU:

3adeT BO 2 ceMecTpe.

10. OueHouHbIE MaTEPHAIIBI.

OueHOYHbIE MAaTEpHUAIIbI, IPUMEHSIEMBIE MPU MPOBEACHUN MTPOMEKYTOUHOU
aTTeCTallui, pa3padaThIBAlOTCA B COOTBETCTBUHU C JIOKAJIbHBIM HOPMATHUBHBIM
aktom PYT (MUUT).
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