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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
JUIL  CO3/IaHMsl TMakeTa Mpo(EeCcCHOHAIBHOM JOKYMEHTAIlMM W YepPTEKHO-
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 |CucteMa JTOKyMEHTUPOBaHMS YIIPaBIEHUYECKOH AesTeaIbHOCTH. JIOKyMEHTO000POT.
PaccmarpuBaemble BOIPOCHL:

- MOHATHE "JOKYMEHT";

- KJlaccu(UKaIys JOKYMEHTOB;

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

- OpraHu3anus IBUKEHUS JOKYMEHTOB B CHCTEMaX YIPaBICHHUS;

- o0mmue npaBuia;

- OpraHu3anus U yuer;

- CHCTeMaTH3aIys JOKYMEHTOB, OJrOTOBKA K XPaHEHHIO.

3 |AkkayHT Microsoft. Co3ganue yu€THOI 3amucu 1 AOCTYI K 00JJaYHOMY MaKeTy
Microsoft Office.

PaccmarpuBaeMbie BOIPOCHI:

- CO3/[aHUE YYETHOH 3amucy maketa Microsoft u BUIBI 00JIauHBIX CEPBHCOB B akkayHTe Microsoft;
- Office Online u croco6 B3auMoaeicTBHS ¢ 001auHbEIM makeToM Microsoft Office;

- obnmagnoe xpanwiniie OneDrive, Ha3HaYeHHE U CLIOCO0 XpaHEHU U Iepeiayn HHPOPMALIUY;

- HHTETPalys C COLMAITBHBIMU CETSAMHU B akkayHTe Microsoft;

- BUJIBI AJIbTEPHATUBHBIX O(UCHBIX TTAKETOB U OCHOBHBIE OTJIMYHS OT MakeTa Microsoft Office.

4 |KoMIblOTEpHBIN TPOrPaMMHBIN MTAKET M0 CO3JaHUI0 U PEJAKTUPOBAHUIO TEKCTOBOM

udposoii nHpopmaruu Microsoft Word.




TemaTuka JTEKIMOHHBIX 3aHATUHN / KpAaTKOE COJIEpKAHNE

/1

PaccmarpuBaeMble BOIIPOCHL:
- nuarepdeiic Microsoft Word4
- CO3JIaHHe HOBOT'O JOKYMEHTa, paboTa ¢ (aiiylaMu, HacTpoiika aBTOCOXpaHEHUS U IPYTUX TIapaMeTPOB
Micosoft Word,;
- pabota ¢ TekctoM B Microsoft Word;
- (hopmarupoBaHue TekcTa B Microsoft Word;
- cozmanwme u pabota co criimckamu B Microsoft Word;
- cO37aHue U peJakTHpoBanue Tadbmun B Microsoft Word;
- pabora ¢ m3obpaxxenusmu B Microsoft Word;
- pabota Hax Au3aliHOM U oopMIileHHEe ToKyMeHTa B Microsoft Word;
- paboTa ¢ 3aKIaKaMy U THIEPCBUIKAMH, TOTIOHUTEIBHBIE BO3MOXKHOCH B Microsoft Word;
- peXUMBI 0OTOOpakeHHs JoKyMeHTa B Microsoft Word;
- ropsiure knaBuniu Microsoft Word.

5 KOMHBIOTCpHBIﬁ HpOrpaMMHLIﬁ IMaKeT 11O CO3JaHUI0 U PCAAKTUPOBAHHUIO SJICKTPOHHBIX
tabymn Microsoft Excel.
PaccmarpuBaeMble BOIIPOCHL:
- TEMaTHUKa JICKIIMOHHBIX 3aHATHH / KpaTKOE CO/ICPIKAHUE;
- uaTepdeiic Excel;
- co3maHMe JOKYMEHTa, pabota ¢ daiinamu u neyats B Excel;
- pabora ¢ s4eiikaMy, co CTOJIOLAMH U CTPOKaMH, C JINCTAMU U KHUramu B Exce;
- opmatupoBanue Tabmuil B Excel;
- co3nanue u pabdora ¢ popmynamu B Excel;
- CO3JIaHME CBOMX U HCIIOJIb30BaHUE BCTPOSHHBIX (hyHKIMit B Excel;
- BBOJ 1 00paboTKa naHHbIX B Excel;
- CO3aHUe U peJakTHpoBaHue rpadukoB u auarpamm B Excel;
- paboTa co CIIMCKaMH, CO3aHKe BBINAJAI0IINX CIIMCKOB, COPTUPOBKA M (DMIIbTpaLus JaHHEIX B Excel;
- pellieHUe ypaBHEHHH U uX cucteM B Excel;
- ropstane kinaBummm Microsoft Excel.

6 |KoMIbIOTEpHBIH MPOrpaMMHBIH MAKET 110 CO3JJaHUI0 U PEAAKTUPOBAHUIO dJICKTPOHHBIX
MHTEpaKTUBHBIX Ipe3eHTanuit Microsoft PowerPoint.
PaccmarpuBaemble BOIPOCHL:
- unrepdeiic PowerPoint;
- cO3/IaHKe JOKyMeHTa, paboTa ¢ daiinamu u reyats B PowerPoint;
- paboTa co CTpyKTypoii ciaiiga B PowerPoint;
- Ollepalyy co BTCaBlsieMbIMH 00bekTaMu B PowerPoint;
- pabora co crnaitnamu B PowerPoint;
- HACTPOIiKa MOKa3a CiaioB 1 anuManus B PowerPoint;
- BCTaBKa TUIEPCCHUIOK M CO3IaHHE HMHTEPAKTHBHBIX KHOIOK B PowerPoint;
- ropsiure kiasunm B PowerPoint.

7 |MopenupoBaHue 0OOBEKTOB H MTPOLIECCOB.
PaccmarpuBaemble BOIPOCHI:
- MOHATHE UPPOBOI MOAEIH;
- LeJH, 33/1a491 ¥ METO/Ibl CO3/1aHus LIU(POBBIX MOIEIIeH;
- mapaMeTpbl MOJIENH. Y IPABIISIOIINE U 3aBUCHMbIC TAPAMETPBIL.

8 |MouenupoBaHue 0OBEKTOB: MPOTPAMMHOE OOECIICUCHHE.

PaccMaTpuBaembie BOIPOCHT:
- CAD - cucremsr;

- CAM - cucreMsl;

- CAE - cucreMsr;

- BIM - cuctemsl.




4.2. 3aHATUS CEMUHAPCKOTO TUNA.

Hp AKTHYCCKHUC 3aHATHI

No
/ Tematuka MPAKTUYICCKUX SaHHTI/II/I/KpaTKOC COACPpIKAaHUE
II/11

1 |OcHoBBI paboTHI ¢ akkayHTOM Microsoft.

B pesynprate paboThl Ha IPaKTHUECKOM 3aHSATHH 00yJaroInecs HayJaTcs CO3IaBaTh U paboTaThb ¢
aKKayHTOM Microsoft, paccMOTPAT BO3MOKHOCTH TIEPCOHATH3AITHH.

2 |Co3pmaHue U peJaKTHPOBAHUIO TEKCTOBOM 1 poBoi nHPpopmanuu B Microsoft Word.
B pe3synbTaTe paboThl HA MPAKTHYECKOM 3aHITH 00YYAIONIHECs TOMyYaT HABBIKK PaboTh ¢ (ainamu B
penaktope Microsoft Word, co3manyT 1mab10Hs! pa3inYHbIX JOKYMEHTOB B COOTBETCTBHH C HOPMaMH
JOKYMEHTHPOBaHHSI.

3 |Co3gaHue ¥ peIakTUPOBAHKE dIICKTPOHHBIX Tabmil B Microsoft Excel.

B pe3synsTaTe paboTHI Ha PAKTHYECKOM 3aHSATHH 00YUYAOIIIAECs MTOIyYaT HABBIKH CO3IAHUS U
penakTupoBanus (Gaiios B pexakrope Microsoft Excel, moiydar HaBbIKH ()OpPMAaTHPOBAHHSI TEKCTOBOM H
YHUCITOBON HH(DOPMAIINH, CMO3aHHS TPAPUIECCKUX 00BEKTOB.

4 |Co3nmaHue M peJaKkTupoBaHue npe3eHranuii B Microsoft PowerPoint.

B pesynbraTe paboThl Ha MPAKTHUECKOM 3aHSATHU 00yUaronIruecs Moxy4aT HaBbIKK CO3/IaHUs U
odopmiieHus crnaiiioB B penakrope Microsoft PowerPoint, HaBBIKM BBICTYIIJICHUS M 33Tl IPOCKTOB.

5 |MonenupoBaHue 00BEKTOB: MPOrPAMMHOE 00ECIICUCHHE.

B pesynbraTe paboThl Ha MPAKTHYSCKUX 3aHATHAX 00YUarOIIHecs paccMOTPAT Bo3MoskHocTH CAD -
cucreM, CAM - cucteM, CAE - cuctem, BIM - cuctem. PacemoTpsit uaaTepdeiic AutoCAD, ero
BO3MOYKHOCTH W OOJIACTH MPUMEHEHHs, 0TPabOTat0T 6a30BbIe HABBIKM Pa0OTHI B IPOTPAMMHOMN cpejie.
4.3. CamocrosiTenbHas padoTa 00y4Jaromuxcs.
Ne .
BI/II[ CaMOCTOATCIIBHOU pa6OTBI
n/m

1 |Pabota c IeKITMOHHBIM MaTEpPUATIOM.

2 |Pabora c iureparypoii.

3 |Tekymias moAroToBKa K 3aHATHSIM.

4 | IloaroToBka K MpOMEKyTOUHOM aTTECTalUH.

5 | IloxroroBka K TEKyIIEMYy KOHTPOJIIO.

5. IlepeueHp wu3AaHUN, KOTOpPBIE PEKOMEHIYETCS WCIOJIb30BaTh IIPU

OCBOCHMH TUCUHUILITUHBI (MOIYJIS).

11\/?1 bubnuorpaduueckoe onucanue Mecto nocryna
1 Kopuees, U. K. Ynpasienne 1oKkyMeHTaMH : https://znanium.ru/catalog/product/1836610
yuebuuk / M. K. Kopuees, A. B. [Timenko, B. | (2ara obpamenns: 05.02.2026)
A. Mamypues. — Mocksa : UHOPA-M,
2022. — 300 c. — (Bricuiee oOpa3oBaHue:
Bakanaspuart). - ISBN 978-5-16-003590-1
2 [TaBnoBa, P. C. JlokymMmeHTaIlmoHHOE https://e.lanbook.com/book/310175 (nara

obecrieuenne ynpasnenus / P. C. [Tapnosa. — | oOpamenus: 05.02.2026)




2-e u3n., crep. — Cankr-IlerepOypr : Jlans,
2023. — 608 c. — ISBN 978-5-507-46443-2
Knura

6. IlepedueHp coBpeMEeHHbIX MpPOGECCHOHATIBHBIX 0a3 JaHHBIX W
WH()OPMAITMOHHBIX CIPABOYHBIX CHUCTEM, KOTOPHIE MOTYT HCIIOJIL30BATHCS IIPH
OCBOCHUU JUCHUILIUHBI (MOYJIA).

- HWudopmanmonnsiii mnopran Hayunas snexkTpoHHas OubOinoTeka
eLIBRARY.RU (www.elibrary.ru);

- Enunas  kosuekuus — UM@POBBIX  00pa30BaTENbHBIX  PECYPCOB
(http://window.edu.ru);

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

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

7. llepedyeHb  JUIIEH3UOHHOTO H  CBOOOJIHO  PacCIpPOCTPAHIEMOTO
IpPOrpaMMHOT0 OOeCreYeHusi, B TOM YHCIE€ OTEUYECTBEHHOIO IPOU3BOJICTBA,
HEO0OXOUMOTO ISl OCBOCHUSI TIUCUUTLTUHBI (MOYJIs).

- OnepaunonHas cucremMa Windows;
- Microsoft Office;
- MS Teams;

- [louckoBEIE CUCTEMBI

8. Ommcanme MaTepHATBHO-TEXHUYECKOW 0a3bl, HEOOXOIUMON IS
OCYILECTBJICHUSI 00pa30BaTEILHOTO Mpoliecca Mo TUCIUILUIMHE (MOIYIIIO).

Jnst mpoBeneHUs 3aHSATUN JIEKIIMOHHOTO THUMA TPeOyIOTCS ayAauTOpHH,
OCHAIIICHHbIE KOMIBIOTEPHON TEXHUKOW U HabopamMu JIEeMOHCTPAIMOHHOTO
000py10BaHUSI.

JI1st MpaKTHYEeCKUX 3aHATUH — HATMYUE TICPCOHATBHBIX KOMITBIOTEPOB

9. ®opma MPOMEKYTOUHOM ATTECTALNU:

Dk3aMeH B 1 cemecTpe.

10. OueHouHbIe MaTEpHUATIBI.

OueHoYHbIE MaTepUalibl, TPUMEHSIEMbIE TIPU MPOBEJICHUH MTPOMEKYTOUHON
aTTeCTaIlui, pa3padaThIBAIOTCA B COOTBETCTBUHU C JIOKAJIHHBIM HOPMATHBHBIM
aktom PYT (MUUT).
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