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1. O6mue cBeaeHNs O JUCHUIUIUHE (MOJIYIIE).

[lenbro OCBOCHUS JUCHMIUIMHBI SBJISIETCS OOIIEKYJIBTYPHOE pa3BUTHE
JUYHOCTH OOYYarolierocs, OBJIAJEHUEM MM KOMIUIEKCOM 3HaHWW, YMEHHH U
HaBBIKaMH, HEOOXOIUMBIMH JIJIs MMPO(HECCUOHAIBHOM TSI TCIIHHOCTH.

3agadeit OCBOCHUS AUCIUILINHGI SIBIISIOTCS

- O3HAKOMHUTH C HU(POBBIMU TEXHOJOTHUSIMHU, MPUMEHSEMBIMU B cdepe
npo¢eCCUOHATILHON IEATEIbHOCTH JIJISl TOJATOTOBKHU JOKYMEHTAIINH;

- 03HAKOMHUTbH CTYJCHTOB C COBPEMEHHOW CHUCTEMOW JOKYMEHTallMOHHOIO
obecreueHus yIpaBJICHUsI peAIPUATHEM (opranuzaruei) u
JIOKYMEHTOO00POTOM;

- HAy4YUTh IPaMOTHO HCMOJIb30BaTh PErjIaMEHThI (CTaHIAPTHI, MOJIO0KEHUS,
WHCTPYKIINH) npu o opMIICHIHI OpraHu3aIlMOHHO-PACTIOPSAUTEIILHOM,
HOPMATUBHO-TEXHUYECKOW, WH()POPMALIMOHHO-CIIPABOYHON JTOKYMEHTAllUU, a
TaKke JIOKYMEHTOB MO JEATEIbHOCTH KOJIJIETHAJIbHBIX OPTraHOB, KaJpOBBIX U
JIPYTUX CTPYKTYPHBIX OPTaHOB YIIPABIICHHUS;

- IPUBUTHh HABBIKM IMPaBWJIBHOTO OGOPMIICHHUS JIETIOBOH U KOMMEPUYECKOM
MEePETUCKH;

- W3YYUTh OCOOEHHOCTH aJalTallid TUIIOBBIX MPOTPAMMHBIX MPOIYKTOB C
WCIIOJIb30BAHUEM  KOMIBIOTEPHBIX  CPEICTB K  PEAIbHBIM  YCJIOBUSM
JIOKYMEHTOO0OpOTa OpraHu3alluH.

2. [Inanupyemsble pe3ysibTaTbl 00y4EeHHUs 110 AUCHUIUIMHE (MOAYJIIO).

[Tepeuerr GopMHUpyEeMBIX PE3ylabTaTOB OCBOCHHS  0Opa30BaTEIbHOM
nporpamMmbl (KOMIIETEHIINI) B Pe3yJIbTaTe 00yUeHUs M0 TUCIHUILTAHE (MOIYIIIO):

IIK-19 - CnocoGHOCTh aHaIW3UpPOBaTh NMPUKIATHBIE OW3HEC-TIPOIECCHl U
MPEAMETHYIO 00JIaCTh.

OO0y4eHue 1o JUCUUILIMHE (MOAYJII0) MPEANOaraeT, YTo MO0 €ro pe3yJibTaram
oOyuatoruiicst 0yier:

3HaTh:

- BUJIbI LU (POBBIX TEXHOJIOTHU;

- pallMOHaNbHbIE CPEePbl UX IPUMEHEHUS;

- BO3MOXXHOCTH UCIIOJIb30BAHUSI COBPEMEHHBIX KOMITBIOTEPHBIX TEXHOJOTHUI
JUIS  CO3JaHMsl MakeTa MNpOoPEeCCHOHAIBHON JOKYMEHTAlUM W YepTEeKHO-
rpaduueckoro MaTepuana;



- CHCTEMBI JOKYMEHTAINH, TPEOOBAHUS K COCTABJICHHUIO U O(POPMIICHUIO
HOPMATHUBHO-TEXHUYECKUX JIOKYMEHTOB, COBPEMEHHbBIEC CIIOCOOBI M TEXHOJOTHUIO
CO3/1aHUs IOKYMEHTOB;

- HOPMAaTHUBHO-TIPABOBYI0 M HOPMATUBHO-METOAMYECKYIO 0a3zy IO 3alluTe
JTOKyMEHTHpOoBaHHOM nHpopManuu B Poccutickoit deaeparuu;

- OCHOBBI OpPraHU3ald ABHXKEHUsS IJOKYMEHTOB B PAa3JIMYHBIX CHUCTEMAax
YIIPaBJICHUS.

Ymersb:

- OPUMEHST UU(POBbIE TEXHOJOTHMU IS CO3JaHud NPodhecCHOHATBHOM
JIOKyMEHTAIUU;

- TPaMOTHO pa3pabaTbIBaTh OCHOBHBIE BUbl YIIPABICHUECKUX JIOKYMEHTOB,
OCBauBaTh THUIIOBBIE IIPOTPaMMHBIE IPOAYKTBl B YCJIOBHUSAX HCIIOIb30BaHHUS
COBPEMEHHOU BBIYNCIUTEIBHON TEXHUKH;

- paboTaTh ¢ OCHOBHBIMU JICHCTBYIOIIUMHU 3aKOHOATEIbHO-HOPMATUBHBIMU

u HOPMAaTUBHO-METOANYECKUMHU JTOKYMEHTAMH o OpraHu3aluu
JIEIIONTPOU3BOCTBA.
Baanern:

- HaBBIKAMH HCIIOJB30BaHUA IUQPPOBBIX TEXHOJOTHH 1Ji1 OPOPMICHUS
TEKCTOBBIX JIOKYMEHTOB U Tpaduueckoii uHpopmaiuu;

- mpaBujiaMu ¥ (OpPMaMH IETTOBOM 1 KOMMEPUYECKOU MEPEITUCKH;

- HaBBIKAMU pa0OTHI C JOKYMEHTAMH, COACPKAIUMU OTPAHUICHUS JOCTYTIA,;

- METOJIaMH 3aIUTHI JOKYMEHTUPOBAHHOU UH(POPMAIUH.

3. O0beM TUCHUTUTUHBI (MOJTYJIS).
3.1. O6mas Tpy10€eMKOCTh JUCITUTIIINHBI (MOTYJIs).

OO0mass TPyIOEMKOCTh AUCHUIUIMHBI (MOayJsi) coctaBiser 4 3.e. (144
aKaJieMUYeCcKux Jaca(oB).

3.2. O6bem gucruIUIMHBL (MOAYJsi) B (QopMe KOHTAKTHOM pabOTHI
oOyyaromuxcsi ¢  MeJaroruieckuMu  paboTHUKaMU ¢ (WIM)  JIUIAMH,
MPUBJICKAEMBIMU K peaTn3aiuu 00pa30BaTeIbHON MMPOTPAMMBbI Ha MHBIX yCIIOBUSX,
IPY POBEJICHUHN YUCOHBIX 3aHITHI:

KonnuecTBo yacos

Tum yaeOHbBIX 3aHATHN
Bcero | Cemectp Ned

KonTtaxtHas paboTa rmpu npoBeIeHNH yUeOHBIX 3aHATHH (BCEro): 12 12

B tom unce:

3aHATHS JIEKIIMOHHOTO THIIA 6 6

3aHATUSA CEMUHAPCKOro TUIA 6 6




3.3. ObpeM muctUIUIMHBI (MOAYJs) B (pOopMe CamMOCTOSITENbHOM pPabOTHI
oOyyaromuxcs, a Takke B (opMe KOHTAKTHOM paboOThl OO0ydYaroIuxcs ¢
MeAarorn4ecKuMI pabOTHUKAMU U (WJTH) JIUIIAMH, TPUBIIEKAEMBIMH K peaTn3aliu
0o0pa3oBaTeNpbHOM MpOrpaMMbl HA HMHBIX YCIOBHUSX, IMpU MPOBEACHUU
IPOMEXYTOUHOM arTecTanuu coctaBisger 132 akaneMuyeckux yaca (OB).

3.4. Ilpu oOy4eHnn Mo HHAUBUIYATFHOMY YI4€OHOMY TIJIaHY, B TOM YHCIIE TIPU
YCKOPEHHOM O0yY€HUH, 00bEM TUCIUIUIMHBI (MOJYJIsI) MOXKET ObITh peaan3oBaH
MOJIHOCTBIO B (DOpME CaMOCTOSITENIbHON padoThl 00yYarouxcs, a Takke B (hopme
KOHTAKTHON paboThl 00YYaIOIIMXCS C MEJarorndyecCKuMU paOOTHUKAMHU U (WJIH)
JUIAMU, TPUBIIEKAEMBIMU K peali3aliii 00pa3oBaTeIbHONW POrpaMMbl HA HHBIX
YCJIOBUSIX, TIPH MPOBEJCHUU IPOMEKYTOUYHOM aTTeCTalIUU.

4. ConepxaHue JUCHUTUIAHBI (MOIYJIA).

4.1. 3aHATHA TEKIUOHHOTO THUIIA.

/ TemaTuka JIEKIIMOHHBIX 3aHATUN / KpaTKO€ COACPIKAaHUC
II/11

1 |OcHoBHBIE cBeIeHHS O HU(PPOBBIX TEXHOIOTHUSAX, BUIBI IIPOTPAMMHOTO 00ECTICYeHHUS,

UCTIOJIE3YeMOro B 1epe mpodheCcCUOHATHLHOU NesSTeIbHOCTH

PaccmarpuBaeMbie BOTIPOCHI:

- mporpamma «I{upoBas sxonomuka Poccuiickoit @eneparmmy;

- Ctparerueit pa3Butus nHQoOpMaIoHHOTO 001ecTBa B Poccuiickoit deneparmu Ha 2017-2030 romsr;
- CpPEICTBa U METOMBI MU(PPOBOTO KOMITBIOTEPHOTO MOJICITHPOBAHUS, TSKCTOBBIC U rpadnIecKue
PENaKTOpHL.

2 Cucrema JAOKYMCHTHPOBAHUS ynpaBHCH‘{CCKOﬁ ACATCIIBHOCTH.
PaccmatpriBaeMbie BOTIPOCHI:

- MOHATHE "JTOKYMEHT";

- Kiaccu(UKaus TOKyMEHTOB;

- OCHOBHBIE TpeOOBaHMS K COCTABICHHUIO X O()OPMIICHHIO TOKYMEHTOB;

- OpraHM3aIus IBUKEHUS TOKYMEHTOB B CHCTEMAaxX YIPaBIICHHUS.

3 |[lokyMeHTO00OpOT.

PaCCManI/IBaeMI)IC BOIPOCHI:

- 00IIIHE paBUIIA;

- OpraHmsanus 1 y4er;

- cucreMarnu3anusa JOKyMEHTOB, IIOATOTOBKA K XPaHECHUIO.

4 |AxkayHT Microsoft. Coznanue y4€THOM 3aITUCH U JJOCTYT K 00JIAYHOMY TTaKETy
Microsoft Office.

PaccmatpuBaeMble BOIIPOCHL:

- co3JlaHne yueTHOH 3anucu nakera Microsoft 1 Buabl 00auHbIX CEpBUCOB B akkayHTe Microsoft;
- Office Online u croco6 B3anMoaeicTBHS ¢ 001a4YHbIM akeToM Microsoft Office;

- obsaunoe xpanununie OneDrive, Ha3HaYEHUE U CIIOCOO XpaHEHUS U Iepeayn HHHOPMaIHH;

- MHTErpalys ¢ COLMAIBLHBIMU CETAMH B akkayHTe Microsoft;

- BU/IbI QJIETEPHATHBHBIX OHCHBIX TTAKETOB ¥ OCHOBHBIE OTIMYMA OT nakera Microsoft Office.




TemaTrKa JICKIIMOHHBIX 3aHATHH / KpaTKOE COJIepIKaHue

/T

5 |KoMmbrOTepHBIN TPOrpaMMHBIN MAKET MO CO3/IaHUI0 M PEIAKTHPOBAHUIO TEKCTOBOM
nudposoit mapopmaruu Microsoft Word.
PaccmatprBaeMbie BOIIPOCHL:
- narepdeiic Microsoft Word4
- CO3IaHKe HOBOTO JJOKYMEHTa, paboTa ¢ daiinaMmu, HacTpoiika aBTOCOXPAHEHHUS U IPYTHX MapaMeTpOB
Micosoft Word;
- pabora ¢ TekcToM B Microsoft Word,;
- (popmaTupoBanue Tekcra B Microsoft Word,
- co3maHue u padbota co crimckamu B Microsoft Word;
- co3/IaHue U peakTHpoBanue Tabmil B Microsoft Word;
- pabora ¢ m3o6paxkenusamMu B Microsoft Word;
- paboTa Haj qu3aiiHOM M oopmileHne JokyMmeHTa B Microsoft Word;
- paboTa ¢ 3aKIaJKaMK 1 TUIIEPChUIKAMH, JOTOJHUTEIBHBIC BO3MOKHOCH B Microsoft Word;
- peXXHMBI 0TOOpaKeHHUs TIOKyMeHTa B Microsoft Word;
- ropstare knasunm Microsoft Word.

6 |KoMmbroTepHBIN TPOrPaMMHBIN MMAKET MO CO3JaHUI0 U PEAAKTUPOBAHUIO AIEKTPOHHBIX
tabiun Microsoft Excel.
PaccmatpuBaeMble BOIIpOCH:
- TeMaTHUKa JICKINOHHBIX 3aHATHH / KpaTKOE COIep)KaHHUE;
- uaTepdeiic Excel;
- co3aHMe JOKYMEHTa, pabota ¢ daitnamu u neyats B Excel;
- pabora ¢ s4eiikaMmu, co CTONIOIAMH U CTPOKAMH, C TMCTaMU U KHUTramu B Exce;
- bopmaTupoBanue Tabmui B Excel;
- coznanue u pabora ¢ popmynamu B Excel;
- CO3[]aHME CBOUX U HCIIOJIb30BaHKHE BCTPOSHHBIX (yHKIMiA B Excel;
- BBOJ M 00paboTka nanHbIX B EXcel;
- CO3/IaHue U pelakTHpoBaHue rpadukoB u auarpamm B Excel;
- paboTa €O CIIMCKaMH, CO31aHNe BBINAJal0NX CIIHCKOB, COPTHPOBKA U QMIbTpalys JaHHEIX B Excel;
- pemeHne ypaBHEHHH 1 ux cucteM B Excel;
- ropstane knasunm Microsoft Excel.

7 KOMHBIOTCpHBIﬁ HpOTpaMMHLIﬁ MAaKeT MO CO3JaHUI0 U PCAAKTUPOBAHUIO 3JICKTPOHHBIX
MHTEPaKTUBHBIX Ipe3eHTauii Microsoft PowerPoint.
PaccmatprBaeMbie BOITPOCH:
- uarepdeiic PowerPoint;
- cOo3aHue TOKYMEHTa, paboTa ¢ daiiaamu u neyats B PowerPoint;
- pabora co cTpykTypoii ciaiina B PowerPoint;
- OTIepaIHy CO BTCaBIsieMbIMH 00BekTamu B PowerPoint;
- pabora co crnaiinamu B PowerPoint;
- HACTPOWKa MoKa3a ciaijoB U annMmaiwms B PowerPoint;
- BCTaBKa TUIIEPCCHUIOK M CO3aHUE MHTEPAKTHBHBIX KHOMOK B PowerPoint;
- ropsiure kinasun B PowerPoint.

8 [MozaenupoBaHre 00BEKTOB U MPOLIECCOB.
PaccmatpuBaeMble BOIIPOCHL:
- moHsATHE HU(POBOI MOIEIIH;
- 1IeJIH, 331a91 U METObI CO3JaHMs HU(PPOBBIX MOJIEICH;
- IapaMeTpbl MOJEIH. YTIPABISIIOIIIE H 3aBUCHMBIE TAPaMETPBL.

9 |MonenupoBaHue 0OBEKTOB: MPOTPAMMHOE OOECTIeUeHHE.

PaccmaTprBaeMble BOTIPOCHT:
- CAD - cucremsr;
- CAM - cucremsr;




n/n

TemaTrKa JICKIIMOHHBIX 3aHATHH / KpaTKOE COJIepIKaHue

- CAE - cucremsr;
- BIM - cucremsl.

4.2. 3aHATHS CEMUHAPCKOTO TUIIA.

[IpakTueckue 3aHsaTHS

TemaTuka MPAKTUICCKUX 3aHATHH/ KpaTKO€ COACPIKAHUC

OcHoBBI paboTHI ¢ akkayHTOM Microsoft.
B pe3ysbrare pabOTHI Ha IPAKTHYCSCKOM 3aHATHH 00yUYaIOIIAECcs HaydaTcs CO3/1aBaTh U paboTaTh C
akkayHToM Microsoft, paccMOTpSIT BO3MOXKHOCTH NEPCOHATH3AIHH.

Co3znanue U pelakTUPOBaHHUIO TEKCTOBOM U(PpoBoil nundopmanuu B Microsoft Word.
B pesynbrare paboThl Ha IPAKTHYECKOM 3aHATH 00yYaIONIMecs IOIydaT HaBBIKH paboTHI ¢ ¢aitnamu B
penakrope Microsoft Word, co3zamyT mabinoHbl pa3indHbIX JOKYMEHTOB B COOTBETCTBHU C HOPMaMHU
JOKYMEHTHPOBAHHSI.

Co3pnaHue U peJakTUpOBaHKE dIIEKTPOHHBIX Tabnui B Microsoft Excel.

B pesynbTaTte paboThl Ha IPAKTUYECKOM 3aHSATUH 00YYArOIIUECs OIydaT HaBBIKU CO3aHHs 1
penaktupoBanus (haiioB B penakrope Microsoft Excel, monmy4ar HaBbsiku (hopMaTHpOBAHHS TEKCTOBOH U
YHCIIOBOM MHPOPMAIIMHU, CMO3JaHUsI IpapUIecKuX OOBEKTOB.

Co3manue U peaKkTHpOBaHKE Tpe3enTanuii B Microsoft PowerPoint.
B pesynprare paboThl Ha IPAKTHYECKOM 3aHATHH 00yJarOMIKecs MOTydaT HAaBBIKH CO3/IaHuUs U
odopmrenns cnainoB B pegakrope Microsoft PowerPoint, HaBbIKY BBICTYIUICHUS W 3AIUTHI IPOEKTOB.

MonenupoBaHue 00BEKTOB: IPOrpaMMHOE 00ecTieueHHE.
B pesynbrate paOOTHI Ha PAKTHYUCCKUX 3aHATHIX 00YyJaroNIrecs paccMoTpat Bo3Moxuoctu CAD -
cucreM, CAM - cuctem, CAE - cuctem, BIM - cuctem. PacemotpsT unaTepdeiic AutoCAD, ero

BO3MOKHOCTH U 00JIACTH IIPUMEHEHUS, OTPA00TAIOT 0a30BbIe HABBIKK PA0OTHI B IPOrPAMMHOM Cpejie.

4.3. CamocrosiTenbHas padoTa 00y4daroImuXCs.

n/

Buna camocrosiTesHOM paboThI

Pabora ¢ JICKHMOHHBIM MAaTCPUAJIOM.

Pabota c nmutepaTypoii.

TeKYIHaH IIOATrOTOBKA K 3aHATHUAM.

B WO N -

IloaroroBka k HpOMC)KyTO‘-IHOfI aTTeCTaluu.

5. Ilepedenbp wu3AaHUM, KOTOpPbIE PEKOMEHIYETCS HCIOIb30BaTh IPU

OCBOEHUHU JTUCLUIUIMHBI (MOTYJIS).

Ne
i bubnunorpaduueckoe onucanue Mecro nocryna
1 Kopnees, U. K. Ynpapnenue 10KyMeHTaMH : https://znanium.ru/catalog/product/1836610

yue6nuk / U. K. Kopuees, A. B. [Tienko, B. | (7ata obpamenns: 05.02.2026)
A. MamypueB. — Mocksa : UHOPA-M,




2022. — 300 c. — (Briciiee obpa3zoBanue:
bakanaBpuar). - ISBN 978-5-16-003590-1
2 [TaBnoBa, P. C. JlokyMeHTallHOHHOE https://e.lanbook.com/book/310175 (mara
obecneuenue yrpasienus / P. C. ITapnosa. — | oOpamenus: 05.02.2026)

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

6. IlepeueHb COBpEeMEHHBIX MPOPECCHOHANBHBIX 0a3 JaHHBIX U
WH(OPMAITMOHHBIX CIIPABOYHBIX CHUCTEM, KOTOPBIE MOTYT HCIOJB30BAaThCS IPHU
OCBOEHUHU JTUCIHUIUTHHBI (MOTYJIS).

- HWudopmammonnsiii moprtan Hayunas snexTpoHHas OuOInoTeka
eLIBRARY.RU (www.elibrary.ru);

-  Enunas  komnekiuss — nMpOBBIX  00pa3oBaTEeNbHBIX  PECYpCOB
(http://window.edu.ru);

- HHTEepHET-YHUBEPCUTET UHOOPMAITMOHHBIX TEXHOJIOTHA
http://www.intuit.ru/;

- Hayuno-rexuuueckas 6ubmuorexka PYT (MUUT) (http://library.miit.ru).

7. IlepeuyeHb  JUIEH3UOHHOTO H  CBOOOJHO  PACHPOCTPAHSIEMOTO
OpOrpaMMHOTO OOECIICUYCHUs, B TOM YHCJIE OTEUECTBEHHOI'O MPOU3BOJICTBA,
HEO0OXOIMMOTO /11 OCBOCHHUS IUCIUIIIIUHBI (MOIYJIs).

- OneparmonHas cucrema Windows;
- Microsoft Office;

- ZOOM;

- [TouckoBEIE CUCTEMBI.

8. Ommcanwe MaTepHALHO-TCXHUUECKOW 0a3bl, HEOOXOAMMOW IS
OCYIIIECTBJIEHUSI 00pa30BaTEILHOrO Mpoliecca Mo JUCIUIUIMHE (MOIYJIIO).

JlekunoHHass ayaWTOpUsl JOJKHA OBITh 000pyIOBaHA TEPCOHATBLHBIM
KOMIIBIOTEPOM U MYJbTUMEAUNHBIM  TPOCKTOPOM  JJii  JI€MOHCTpAILUU
MPE3CHTAIMOHHBIX MaTepHaJIo.

Ayautopusi JUisi TPaKTUYECKUX 3aHATUNA JOJDKHA OBITh 00OpyAOBaHa

HepCOHaJIBHbIMI/I KOMHb}OTCpaMI/I C HpeILYCTaHOBJIGHHI)IM ITIAKCTOM MiCI‘OSOft
Office.

9. ®opma TpOMEKYTOUHOMN aTTECTAIIUMU:

3ayeT B 4 cemecTpe.



10. OuieHOUHBIE MAaTEpUAIBI.

OneHouHbIe MaTepuabl, IPUMEHSIEMbIE TIPU MPOBEACHUH MPOMEKYTOUHOM
aTTecTallly, pa3padaThIBAIOTCS B COOTBETCTBUM C JIOKAJIbHBIM HOPMATHBHBIM
aktom PYT (MUNT).
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