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1. O6mue cBeaeHus O JUCHUIUIUHE (MOJTYJIE).

[{lenpr0 OCBOCHHS IUCHUILIMHBI SBJISETCS OOIIEKYJbTYPHOE pa3BUTHE
JUYHOCTU O0Oy4Yarollerocs, OBJIAJCHUEM MM KOMIUIEKCOM 3HAaHWMA, YMEHUU U
HaBbIKAMH, HEOOXOAUMBIMHU JIJIs1 TPO(ECCUOHATILHOM 1eITEIbHOCTH.

3agadeil OCBOCHUS JUCHUILINHBI SABJISIIOTCS:

- O3HaKOMHUTh C NHU(PPOBBIMH TEXHOJOTHUSIMH, MPUMEHSIEMBIMH B cdepe
MPO(eCCUOHATTEHOM JAESITEIPHOCTH IS MTOATOTOBKH TOKYMEHTAITUH;

- O3HAKOMHUTH CTYJCHTOB C COBPEMEHHOW CHUCTEMOW JOKYMEHTAIIMOHHOTO
obecrnieueHus YIIPaBJICHUS MPEANPUITUEM (opranu3zarueit) "
JIOKyMEHTOOOOPOTOM;

- Hay4YUTh TPAaMOTHO HCIIOJIb30BaTh PETIAMEHTHI (CTaHAAPTHI, MOJOKEHUS,
UHCTPYKIIHH) npu oopMIIeHUU OpraHU3alMOHHO-PACIIOPSAUTEIBHOM,
HOPMATHUBHO-TEXHUYECKON, HWHPOPMAIMOHHO-CIIPABOYHOM JOKYMEHTAIMH, a
TaKXe JIOKYMEHTOB MO JEATEIbHOCTH KOJIJIETHAIbHBIX OPraHoB, KaJpOBBIX M
JIPYTUX CTPYKTYPHBIX OPTaHOB YIIPABIICHHUS;

- IPUBUTH HABBIKU MPABWIHHOTO O(OPMIIECHHUS JIEJIIOBOM M KOMMEPUECKOM
NEPEINCKU;

- U3Y4YUTh OCOOEHHOCTH aJaNTallMd TUIIOBBIX MPOTPAMMHBIX MPOIYKTOB C
UCIIOJb30BAaHUEM  KOMIBIOTEPHBIX  CPEICTB K  pPEAIbHBIM  YCJIOBUSIM
JIOKyMEHTOO00pOTa OpraHU3aIuu.

2. Ilnanupyembie pe3ynbTaTbl 00yYeHHs M0 JUCHUILIMHE (MOIYJIIO).

Ilepeuenp GopMUPYyEMBIX pe3yJbTAaTOB OCBOSHHS  00pa3oBaTEIbHOMU
mporpamMmbl (KOMIIETEHIINI) B PE3yJIbTaTe 00yUeHHUs 10 AUCIHUILTUHE (MOIYIIIO):

IIK-19 - CnocoOHOCTh aHaTU3MPOBATh MPHUKJIAJHBIE OW3HEC-TIPOIECCH |
MPEAMETHYIO 001aCTh.

OO0yueHnue 1Mo JUCIUIUTHHE (MOTYJII0 ) IPEIOIaraeT, 4YTo 1Mo ero pe3yJIbTaraM
oOyyarommiicst Oyier:

3HaTh:

- BUJIbI IUGPOBBIX TEXHOJIOTHUIA;

- pallMOHAJIbHBIC CPEPhl UX TPUMEHECHUS;

- BO3MOYXHOCTH HUCTOJIb30BAHUSI COBPEMEHHBIX KOMITHIOTEPHBIX TEXHOJIOTUI
JUISE  CO3MaHMs TakeTa MpodeCcCHOHANBHOW JOKYMEHTAIlMd W YEPTEKHO-
rpadUyecKoro Marepuania;



- CHUCTEMbl JOKYMEHTAIlMU, TPeOOBaHUS K COCTABJIEHUIO U OGOPMIICHHUIO
HOPMATHBHO-TEXHUYECKUX JIOKYMEHTOB, COBPEMEHHBIC CIOCOOBI M TEXHOJIOTHIO
CO3/1aHUS IOKYMEHTOB;

- HOPMAaTUBHO-NPABOBYID M HOPMATHBHO-METOJIMYECKYIO0 0a3y IO 3aluTe
JTOKyYMEHTHpOoBaHHOW nHpopmaluu B Poccutickoit denepanmu;

- OCHOBBI OpraHM3alllM ABWKECHHUS JOKYMEHTOB B PAa3JUYHBIX CHUCTEMAX
yIpaBJICHUS.

YMmern:

- TpUMEHAT IU(POBBIE TEXHOJOTUM ISl CO3MaHUS TPOodecCHOHATHLHOM
JOKYMEHTALINY;

- TPAaMOTHO pa3pabaThIBaTh OCHOBHBIC BUIBI YIIPABICHUCCKUX JTOKYMEHTOB,
OCBaMBaTh THUIOBBICE MPOTPAMMHBIE MPOAYKTHI B YCIOBHUSX HCIIOJIb30BAHUSA
COBPEMEHHOW BBIYHUCIUTEIIBHON TEXHUKHU;

- paboTaTh C OCHOBHBIMH JICHCTBYIONTUMH 3aKOHOAATEIIHHO-HOPMATHBHBIMU

u HOPMATUBHO-METOAMYECKUMHU JTOKYMEHTaMH o OpTraHu3aluu
JeJI0NPOU3BOICTBA.
Baagern:

- HaBBIKAMHM HCMOJB30BaHUSI HHUQPPOBBIX TEXHOJOTHUN g 0hOopMIICHUS
TEKCTOBBIX JIOKYMEHTOB U Tpaduueckoit nHdopmaiuy;

- MpaBWJIaMu U (HopMamMu I€TOBOM U KOMMEPUYECKON MEPEUCKY;

- HaBBIKaMU PabOTHI C JOKYyMEHTaMH, COJIEPKAIMMU OTPAaHUYEHUS JOCTYTIA,;

- METOJIJaMU 3aIUTHI TOKYMEHTUPOBAHHOM HH(POPMAITUH.

3. O0beM TUCHUTUTUHBI (MOJTYJIS).
3.1. O6mias TpyA0eMKOCTb JTUCIHUILUIMHBI (MOTYJIS ).

OOmast TpyJOEMKOCTh JUCUUILIMHBI (Moaynsi) coctaBisier 2 3.e. (72
aKaJeMHYeCKuX Jaca(oB).

3.2. O06bem guctUIUIMHBL (MOAyJsi) B (opMe KOHTAKTHOM pabOThI
oOydJarommxcss ¢ MEJarorTMYecCKUMH  padOTHUKaAMU W (WIKM)  JIHUIAMH,
MPUBJICKAEMBIMHU K peanu3aiii 00pa3oBaTeIbHON MPOTrpaMMbl Ha HHBIX YCIOBHUSX,
P MIPOBEJICHUYN YUE€OHBIX 3aHITHI:

KonuuectBo yacos

Tun y4eOHBIX 3aHATHIA
Bcero | Cemectp Ne2

KonrtakTHas paboTa mpu npoBeieHNH yUeOHBIX 3aHATHH (BCETO): 32 32

B tom uucie:

3aHATHSA JIEKITMOHHOTO THITA 16 16

3aHATUS CEMUHAPCKOTO THIA 16 16




3.3. Obbem aucHMIUIMHBI (MOAYJsi) B (opMe caMOCTOATENIbHOU pPabOThI
oOydJarormuxcsi, a Takke B (opmMe KOHTAKTHOW pabOThl OOyYarOmMXCS C
Mearorn4ecKuMU pPabOTHUKAMHU U (WJIH) JTUI[AMU, TIPUBJICKAEMBIMH K peaTU3aIliH
oOpa3oBaTeNnpHON TpPOrpaMMbl  HA HWHBIX  YCIOBHUSAX, TIPH  MPOBEICHUU
IPOMEKYTOUHOM aTTecTanuu cocTaBisieT 40 akageMrIecKux Jaca (oB).

3.4. ITpu oOy4eHnu o UHAUBUAYATLHOMY Y4€OHOMY ILJIaHY, B TOM YHCJIE IPU
YCKOPEHHOM O0Y4YE€HHH, 00BEeM JTHUCHHUILUIMHBI (MOJYJIsI) MOXKET OBITh peaIn30BaH
MOJIHOCTBIO B (POpPME CaMOCTOSITENFHOM pabOThl 00YUAIOUINXCS, a TAaKXKe B opme
KOHTaKTHOM pabOThl 00Yy4YaIOUIUXCSl C MEJAarornyeCKuMU pabOTHUKaMU U (UJIN)
JUIAMH, TIPUBJIEKaEMbIMH K peau3allii 00pa30BaTeIbHON MpOrpaMMbl Ha MHBIX
YCJIOBUSIX, TIPH MPOBEACHUH MPOMEKYTOUYHOM aTTeCTallUU.

4. ConeprxaHue JUCHUTUIUHBI (MOIYJIA).

4.1. 3a"HATHA TEKIIMOHHOTO THUIIA.

/ TemaTnka JEKIMOHHBIX 3aHATUH / KpaTKO€ COACPIKAHUC
/11

1 OCHOBHBIE CBCACHHUA O I.IPI(prBbIX TCXHOJIOT'UAX, BUABI IIPOrPpaMMHOTO O6€CHC‘ICHI/I${,

UCIIOJIb3yeMOro B iepe mpodeccruoHanbHON ASSITeTbHOCTH

PaccmaTprBaemble BOIIPOCHI:

- mporpamma «lludposas s3xonomuka Poccuiickoit denepanuny;

- Crparerueit pa3putus nHQOpMaIOHHOTO obmiecTBa B Poccuiickoit @eneparm Ha 2017-2030 romsr;
- CpeZicTBa U METOABI IIU(PPOBOTr0 KOMIBIOTEPHOTO MOJICITMPOBAHHUS, TEKCTOBBIE U TpadHuecKre
PEIaKTOPBI.

2 Cucrema AOKYMCHTHPOBAHUS ynpaBHqueCKOﬁ JCATCIIBHOCTU.
PaccmarpuBaembie BOIIPOCHL:

- TIOHsATHE "JTOKYMEHT";

- KIaccu(pUKanus TOKyMEHTOB;

- OCHOBHBIE TPeOOBAaHMS K COCTABICHHUIO U O)OPMIICHUIO TOKYMEHTOB;

- OpraHu3anys IBHKCHUS TOKYMEHTOB B CHCTEMAaX YIPAaBJICHUS.

3 |HoxymMeHTO00OpOT.

PaccmarpuBaembie BOIPOCHL:

- o0mIme mpaBuiIa;

- OpraHu3anusa U y4er,

- CucreMaTu3anusa J0KyMEHTOB, IOATOTOBKA K XPaHCHHUIO.

4 |AxkayHt Microsoft. Co3nanne y4€THOM 3aIUCH U IOCTYT K 00JJaYHOMY TaKeTy
Microsoft Office.

PaccmaTprBaemble BOIIPOCHL:

- cO3/laHMe yueTHOH 3anucu nakera Microsoft 1 Buibl 001auHBIX CEpBHCOB B akkayHTe Microsoft;
- Office Online u cioco6 B3anMoielicTBHS ¢ 00auHbIM akeToM Microsoft Office;

- obmaunoe xparmwminie OneDrive, Ha3HadeHNE U cTIOCO0 XpaHEHUS U IepeIayn HHPOPMAaInH;

- MHTETPaLys C CONMANTBHBIMU CETAMH B akkayHTe Microsoft;

- BUJIBI QJIFTEPHATHBHBIX O()MCHBIX TAKETOB M OCHOBHBIE OTINYMA 0T naketa Microsoft Office.




/o

Temaruka NTEKIIMOHHBIX 3aHATHH / KpaTKOE COJEpIKaHUE

KommnbroTepHslil IporpaMMHBIN ITAKET 110 CO3JAaHUI0 U PEAAKTUPOBAHUIO TEKCTOBOM

nudposoit mapopmarmu Microsoft Word.

PaccmarpuBaembie BOIIPOCHL:

- narepdeiic Microsoft Word4

- CO3/laHKe HOBOT'O JOKYMEHTa, paboTa ¢ QaitiaMu, HacTpoiika aBTOCOXPaHEHUs U IPYTUX IIapaMeTpoOB
Micosoft Word,;

- pabota c TekctoM B Microsoft Word;

- popmarupoBanue Tekcra B Microsoft Word,;

- co3maHue u paboTa co criuckamu B Microsoft Word;

- CO3JIaHME W pelaKkTHpoBaHue Tabnun B Microsoft Word;

- pabota ¢ m3obpaxenusmu B Microsoft Word;

- pabora Hax nu3aiiHOM u oopmileHne qokymeHTa B Microsoft Word;

- paboTa ¢ 3aKJaIkaMH ¥ THIIEPChUIKaMH, JIOTIOJHUTENIbHBIE BO3MOKHOCH B Microsoft Word;
- PeKHMBI 0OTOOpaXKeHHMs TOKyMeHTa B Microsoft Word;

- ropsune kiaBuniu Microsoft Word.

KommnbroTepHslil IporpaMMHBIN ITAKET 110 CO3JAHUIO U PEAAKTUPOBAHUIO JJIEKTPOHHBIX

tabmun Microsoft Excel.

PaccmarprBaeMBIe BOIIPOCHL:

- TeMaTHUKa JICKIIMOHHBIX 3aHATHH / KpaTKOE COZICPIKAHUE;

- uaTepdeiic Excel;

- CO37IaHKe TOKYMEHTa, paboTa ¢ daiimamu u nevyatsh B Excel,;

- paboTa ¢ siyelikamu, co CTOJIOIaMH U CTPOKaMH, ¢ JIMCTaMU U KHUramu B Exce;
- popmarupoBanue Tadbmuil B Excel;

- co3nanue u pabora ¢ popmynamu B Excel;

- CO3/IaHME CBOMX U HCIIOJIb30BaHUE BCTPOCHHBIX (yHKIMi B Excel;

- BBOJ 1 00paboTka nanHbIx B EXcel;

- CO3/IaHME U peJaKTHpOBaHuUe rpaduKoB U auarpamm B Excel;

- paboTa co CIICKaMH, CO3aHKe BHINAJal0IINX CIIHCKOB, COPTHPOBKA M (GMIbTpALXs JaHHEIX B Excel;
- pelIeHne ypaBHEeHHH U uX cucteM B Excel;

- ropstane kiaBumm Microsoft Excel.

KOMHBIOTepHLII\/’I HpOrpaMMHLIﬁ MaKeT Mo CO3JaHUI0 U PCAAKTUPOBAHUIO 3JICKTPOHHBIX

MHTEpaKTUBHBIX Ipe3eHTanuit Microsoft PowerPoint.
PaccmarpuBaembie BOIPOCHL:

- nnrepdeiic PowerPoint;

- cO3/laHKe JOKyMeHTa, pabora ¢ ¢aiiamu u rieuats B PowerPoint;

- paboTa co cTpyKTypoii ciaiina B PowerPoint;

- OIIepaIiy co BTCaBIsieMbIMU 0ObekTamMu B PowerPoint;

- pabota co cmaiinamu B PowerPoint;

- HaCTpO¥iKa MOKa3a CiaiioB 1 annManus B PowerPoint;

- BCTaBKa TMIEPCCHIIOK M CO3[JaHHUe HHTEPAKTHUBHBIX KHOMOK B PowerPoint;
- ropstane xnaBummu B PowerPoint.

MonenupoBanue 00BbEKTOB U MPOLIECCOB.
PaccmarpuBaembie BOIPOCHL:

- OHTHE NNU(PPOBOI MOJEIH;

- LIeJH, 33/1a491 ¥ METOJIbI CO3/1aHHs IIU(POBBIX MOJIETEH;

- MapaMeTpbl MOAENHU. YIIPABIAIOIINE U 3aBUCUMBIE TAPAMETPBI.

MopenvupoBanue 00bEKTOB: MPOTPaMMHOE 00€CTICUeHHE.
PaccmarpuBaembie BOIPOCHL:

- CAD - cucremsr;

- CAM - cucremsr;




/o

TemaTyka JTEKIMOHHBIX 3aHATUHN / KPAaTKOE COJIEpKAHNE

- CAE - cucremsr;
- BIM - cucremsl.

4.2. 3aHATHS CEMHUHAPCKOTO THUIIA.

[IpakTrueckue 3aHATHS

/o

Tematuka MPAKTUICCKUX 3aHATHH/ KpaTKO€ COACPKAHUEC

OcHOBBI pa0bOTHI ¢ akKayHTOM Microsoft.
B pe3ysibTare paGOTLI Ha MPaKTUYCCKOM 3aHATUN 06yqa}omuec51 Hay4aTrcsa co34aBaThb U pa6OTaTI> C
akkayHToM Microsoft, paccMOTpST BO3MOKHOCTH MTEPCOHAIN3AIINH.

Co3nanue 1 pelakTHPOBaHHIO TeKCTOBOH npoBoii nHpopmanuu B Microsoft Word.
B pesynbrare paboThl Ha IPAKTHUECKOM 3aHATH 00yJaIOIHecs OIyqaT HaBEIKH paboTHI ¢ (aitnamu B
penakrope Microsoft Word, co3namgyT mraGioHsI pa3IHYHBIX JOKYMEHTOB B COOTBETCTBHUHU C HOPMaMU
JOKYMCHTUPOBaHUA.

Co3nanue u peJakTUpOBaHUE AIEKTPOHHBIX TabauI B Microsoft Excel.

B pesynbraTe paboThl Ha MPAKTHUECKOM 3aHATHH 00YYarOIIUECs MOJTydaT HABBIKH CO3IAHUS U
penaktupoBanus (aiinos B penakrope Microsoft Excel, monmy4ar HaBbIkH (popMaTHpOBaHUs TEKCTOBOH U
YHUCIIOBOI HH(pOpPMANIHU, CMO3TaHUs TPaQUIECKUX 0OBEKTOB.

Co3aanue U pelakTupoBaHKe pe3eHTaruii B Microsoft PowerPoint.
B pe3yibTare pa6OTBI Ha MMPAKTUYCCKOM 3aHATUN O6y‘IaIOH.[I/I€CH NOJIy4aT HaBbIKWA CO3JaHUS U
odopmieHns crnaiinos B penakrope Microsoft PowerPoint, HaBBIKH BBICTYIIICHHS M 3aLIUTHI IPOEKTOB.

MOI[GJ'II/IpOBaHI/IC 00BEKTOB: IIporpaMMHOC oOecrieueHue.
B pesynbrate paboThl Ha MPAKTHUECKHUX 3aHATUSAX 00ydaronmecs paccMOTpsIT Bo3MOxkHOCTH CAD -
cucreM, CAM - cucteM, CAE - cuctem, BIM - cuctem. PacemoTpst unatepdeiic AutoCAD, ero

BO3MOYXHOCTH M 00JIaCTH MPUMEHEHMSI, OTpa0dOTaI0T 0a30BbIe HABBLIKK Pa0OTHI B IPOTPAMMHOM Cpelie.

4.3. CamocrosiTenbHas padoTa 00y4daroIMuXCs.

/o

Bun camocrosTensHo# paboTh

Pabora ¢ JICKIIUOHHBIM MATCPUATIOM.

Pa6ota c nurepatypoi.

TGKYHIafl IIOArOTOBKA K 3aHATUSAM.

IToaroroBka k HpOMe)KYTO‘-IHOI\/’I aTTeCTalnuu.

ol Bl W N -

IIoarororka k TCKYILIEMY KOHTPOJIIO.

5. llepeueHb wu3AaHUI, KOTOPHIE PEKOMEHIYETCS WCHOJIb30BaTh IIPH

OCBOEHUU JUCUUILIAHBI (MOAYJIA).

Ne
y bubnuorpaduyeckoe onucanue Mecto gocryna
n/n
1 Kopuees, U. K. YnpaBneHnue 10KyMeHTaMH : https://znanium.ru/catalog/product/1836610

yuebruk / U. K. Koprees, A. B. [Tmenko, B. | (1ara oopamenus: 05.02.2026)




A. Mamypues. — Mocksa : THOPA-M,
2022. — 300 c. — (Beicmiee oOpa3oBaHue:
BakamaBpuar). - ISBN 978-5-16-003590-1
2 ITaBnoBa, P. C. JlokyMeHTallMOHHOE https://e.lanbook.com/book/310175 (nata
obecnieuenue ynpasnenus / P. C. ITasnosa. — | obpautenns: 05.02.2026)

2-¢ u3n., crep. — Cankr-IlerepOypr : Jlanp,
2023. — 608 c. — ISBN 978-5-507-46443-2
Kuura

6. IlepeueHb COBpEMEHHBIX MPOQPECCHOHANBHBIX ©0a3 MaHHBIX U
WH()OPMAITMOHHBIX CIIPABOYHBIX CHUCTEM, KOTOPHIE MOTYT HCIOJB30BAaThCS IPHU
OCBOCHUU JUCHUIUIUHBI (MOIYJIA).

- HWudopmanumonnsiii mopran Hayunas »siexkTtpoHHas OubinoTeka
eLIBRARY.RU (wwwe.elibrary.ru);

-  Enpunas  xomnekius — nuGpoBBIX  00pa3oBaTENbHBIX  PECYpPCOB
(http://window.edu.ru);

- HHTEepHET-YHUBEPCUTET UH(OPMAITMOHHBIX TEXHOJIOTHIA
http://www.intuit.ru/;

- Hayuno-texuuueckas 6ubmuoreka PYT (MUUNT) (http://library.miit.ru).

7. IlepedueHp  JHIIEH3UOHHOTO U  CBOOOJHO  PACHPOCTPAHIEMOTO
MpOrpaMMHOr0 OO€CTeUYeHUs, B TOM YHCJIE OTEUECTBEHHOI'O IPOU3BOJICTRA,
HEO0OXOIMMOTO JIJIs1 OCBOCHMS AUCITUTIIIUHBI (MOIYJIs).

- OnepanuonHnas cuctema Windows;
- Microsoft Office;
- Z00M;

- [TouckoOBBIE CUCTEMBI.

8. Ommcanme MaTepUATBHO-TEXHUYECKOW 0a3bl, HEOOXOTUMON IS
OCYILIECTBJICHUSI 00pa30BaTEILHOrO Mpoliecca Mo TUCIUIUIMHE (MOIYJIIO).

JlekumoHHass ayauTOpusi JAOJDKHA OBbITh 00OpyJIOBaHa IEPCOHAIbHBIM
KOMIIBIOTEPOM W MYJbTUMEAMMHBIM  IPOEKTOPOM I  JE€MOHCTpAlHUH
NIPE3EHTAILMOHHBIX MATEPUAIIO.

AyauTtopusi JUIsl TPAaKTUYECKUX 3aHATUA JOJDKHA OBITh 00OpyAOBaHa

NEPCOHATBHBIMU KOMIBIOTEpAMU C TPEIyCTAHOBJIEHHBIM MakeToM Microsoft
Office.

9. ®opMa NpoMeKyTOUHOU aTTECTAIUU:

3ayeT BO 2 ceMecTpe.



10. OueHouHbIE MaTEPHUAIIBI.

OneHoYHbIE MaTepuabl, IPUMEHSIEMbIE MIPU MPOBEACHUH MPOMEKYTOUHOM
aTTecTanuu, pa3pabaThIBalOTCS B COOTBETCTBUU C JIOKAJIBHBIM HOPMATHBHBIM
aktomM PYT (MUUT).
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