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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):

OIIK-6 - CriocobeH yuyacTBOBaTh B pa3pad0TKe TEXHUYECKOU JOKYMEHTAIIMU
C UCTIOJIH30BAaHUEM CTAaHAPTOB, HOPM M MPABUJI, CBSI3aHHBIX C MPOdeCcCuOHATHLHOM
JEATEIIbHOCTBIO.

OOGy4eHue 1o JUCUUILIMHE (MOAYJII0) MPEANOJaraeT, YTo Mo €ro pe3yJibraram
oOyuatoruiicst 0yier:

3HaTh:

- BUJIbI LU (POBBIX TEXHOJIOT U]

- paloHaNbHbIE CPepbl UX TPUMEHEHUS;

- BO3MOXXHOCTH UCIIOJIb30BAaHUSI COBPEMEHHBIX KOMITBIOTEPHBIX TEXHOJOTHUI
JUIS  CO3JaHMsl MakeTa MNpoPEecCHOHANIBHON MOKYMEHTAlMM W YepPTEKHO-
rpaduueckoro MaTepuana;



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

- HOPMAaTHUBHO-TIPABOBYI0 M HOPMATUBHO-METOAMYECKYIO 0a3zy IO 3alluTe
JTOKyMEHTHpOoBaHHOM nHpopManuu B Poccuiickoit denepanuu;

- OCHOBBI OpPraHU3ald ABHXKEHUsS IJOKYMEHTOB B PAa3JIMYHBIX CHUCTEMAax
YIIPaBJICHUS.

Ymersb:

- OPUMEHST UU(POBBIE TEXHOJOTUMU ISl CO3JaHUsA MNPOo(hecCHOHATBHOM
JIOKyMEHTAIUU;

- TPaMOTHO pa3pabaTbIBaTh OCHOBHBIE BUbl YIIPABICHUECKUX JIOKYMEHTOB,
OCBauBaTh THUIIOBBIE IIPOrPaMMHBIE IIPOAYKTBI B YCJIOBHUSX HCIIOJIb30BaHUSA
COBPEMEHHOU BBIYNCIUTEIBHON TEXHUKH;

- paboTaTh ¢ OCHOBHBIMU JICHCTBYIOIIUMHU 3aKOHOATEIbHO-HOPMATUBHBIMU

u HOPMAaTUBHO-METOANYECKUMHU JOKYMEHTAMU o OpraHu3aluu
JIEIIONTPOU3BOCTBA.
Baanern:

- HaBBIKAMH HCIIOJB30BaHUSA HU(PPOBBIX TEXHOJOTHH 71 OQOPMIICHUS
TEKCTOBBIX JIOKYMEHTOB U Tpaduueckoii uHpopmaiuu;

- mpaBujiaMu ¥ (OpPMaMH IETTOBOM 1 KOMMEPUYECKOU MEPEITUCKH;

- HaBBIKAMU pabOTHI C JOKYMEHTaMH, COACPIKAIMUMU OTPAHUYCHUS JOCTYTIA,;

- METOJIaMH 3aIUTHI JOKYMEHTUPOBAHHOU UH(POPMAIUH.

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

OO6mast TpynOEeMKOCTh AUCHUIUIMHBI (MOIyJis) coctaBisier 4 3.e. (144
aKaJieMUYeCcKux Jaca(oB).

3.2. O6bem mucummuiiHbl (Momynsi) B (opmMe KOHTAaKTHOW pabOThI
oOyyaromuxcsi ¢  M[eJaror4eckuMu  paboTHUKaMu ©W  (WIM)  JIMIIAMH,
MPUBJICKAEMBIMU K peaTn3aiuu 00pa30BaTeIbHON MMPOTPAMMBbI Ha MHBIX yCIIOBUSX,
IPY POBEJICHUHN YUCOHBIX 3aHITHI:

KonnuecTBo yacos

Tum yaeOHbBIX 3aHATHN
Bceero | Cemectp Nel

KonrakTHas paboTa rmpu npoBeieHHH Y4eOHbIX 3aHATHH (BCEro): 32 32

B tom unce:

3aHATHS JIEKIIMOHHOTO THIIA 16 16

3aHATUSA CEMUHAPCKOro TUIA 16 16




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 arrecTanuu coctapiser 112 akaneMuyeckux yaca (0B).

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 |CucteMa JOKyMEHTHUPOBAHMS yIPaBIEHYECKOH eI TeNbHOCTH. JIOKyMEHTOOO0POT.
PaccmatprBaeMbie BOMTPOCH:

- MOHATHE "JTOKYMEHT";

- Kiaccu(UKaus TOKyMEHTOB;

- OCHOBHBIE TPeOOBaHMS K COCTaBJICHUIO M 0OPMIICHHIO IOKYMEHTOB;

- OpraHu3alys ABIKCHUS JOKYMEHTOB B CHCTEMAaX YIPaBIICHUS;

- o0Imue npaBuiIa;

- OpraHu3alys 1 y4eT;

- CHCTEMAaTH3alHs TOKYMEHTOB, IOArOTOBKA K XPAHCHUIO.

3 |AxkayHt Microsoft. Co3nanue y4€THOH 3alHMCH U IOCTYT K 00Ja4HOMY MAKETy
Microsoft Office.

PaccmatpuBaeMble BOIIPOCHL:

- CO3/aHue YUeTHOH 3amucy maketa Microsoft u Buabpl 06JauHBIX CEPBUCOB B akkayHTe Microsoft;
- Office Online u croco6 B3anMoaelcTBHS ¢ 001a4HBIM ITakeToM Microsoft Office;

- obmagHoe xpanmmiie OneDrive, Ha3HaYeHHE U CTIOCO0 XpaHEHU U TepeIadn HHPOPMALINY;

- UHTErpauysi ¢ COLHAIbHBIMU CETAMHU B akkayHTe Microsoft;

- BU/IbI QJIETEPHATHBHBIX OQHCHBIX ITAKETOB ¥ OCHOBHBIE OTIMYHA OT makeTa Microsoft Office.

4 |KoMnbOTEPHBII MPOrpaMMHBIN IAKET 110 CO3/IaHUI0 U PEIAKTUPOBAHUIO TEKCTOBOM
mudposoit uHGpopmanuu Microsoft Word.




TemaTrKa JICKIIMOHHBIX 3aHATHH / KpaTKOE COJIepIKaHue

/T

PaccmaTprBaeMble BOIIPOCHI:
- uaTepdeiic Microsoft Word4
- CO3[1aHNE HOBOTO JOKYMeHTa, paboTa ¢ (haillamMmu, HaCTPO#Ka aBTOCOXPAHEHUS U IPYTUX TapaMeTPOB
Micosoft Word;
- pabota ¢ TekcroM B Microsoft Word,
- opmaTupoBanue Tekcta B Microsoft Word,
- co3manue U pabota co cruckamu B Microsoft Word;
- cO3/aHue U peJakThpoBanue Tadauil B Microsoft Word;
- pabora ¢ m3o6paxkenusMu B Microsoft Word;
- pabota Hax nu3aifHOM M odopmileHHe JoKyMeHTa B Microsoft Word,
- paboTa ¢ 3aKIaKaMH U THIIEPChUIKAMH, JOTOIHUTEBHBIE BO3MOKHOCH B Microsoft Word;
- pexHMbI 0TOOpakeHus okymenTa B Microsoft Word;
- ropstare knaBumy Microsoft Word.

5 KOMHBIOTCpHBIfI HpOFpaMMHLIfI MaKeT IO CO3JaHUI0 U PCAAKTUPOBAHUIO 3JICKTPOHHBIX
tabmun Microsoft Excel.
PaccmaTprBaemble BOIIPOCH:
- TeMaTHKa JIEKI[MOHHBIX 3aHSITHUH / KPaTKOE CO/IepIKaHUE;
- uatepoeiic Excel;
- co3aHue TOKyMeHTa, paboTa ¢ daiinamu u meyats B Excel;
- paboTa ¢ syelikamu, CO CTOJIOIaMH U CTPOKAMH, C JIMCTaMK M KHUramu B Exce;
- bopmaTupoBanue Tabmur B Excel;
- cozpanue u pabora ¢ popmynamu B Excel;
- CO3/IaHKe CBOMX U MCIONb30BaHHE BCTPOCHHBIX QyHKIHiA B Excel;
- BBOJ 1 00paboTKa naHHbIX B Excel;
- CO3[IaHUE U pellaKTHpPOBaHue rpadukoB u auarpamm B Excel;
- paboTa co CIMCKaMH, CO3IaHKe BBIMAJAI0IINX CIIMCKOB, COPTHPOBKA U (HHIBTpaIns JaHHbIX B EXcel;
- pelieHUe ypaBHEHUH 1 ux cucrem B Excel;
- ropstane kaBumm Microsoft Excel.

6 KOMHBIOTCpHBIﬁ HpOFpaMMHBIﬁ IMMaKeT IO CO3JaHUI0 U PCAAKTUPOBAHHIO SJICKTPOHHBIX
WHTEPaKTUBHBIX TIpe3eHTanuii Microsoft PowerPoint.
PaccmatprBaemble BOIIPOCHI:
- narepdeiic PowerPoint;
- CO3/IaHUE TOKYMEHTa, paboTa ¢ daiimamu u neyats B PowerPoint;
- paboTa co CTpyKTypoii ciaiiga B PowerPoint;
- oTepalMy Co BTCaBisieMbIMH 00bekTamu B PowerPoint;
- pabora co crnaiinamu B PowerPoint;
- HACTpOIiKa MoKa3a ciaioB U annMmanus B PowerPoint;
- BCTaBKa TUIEPCCHIIOK M CO3/IaHUE MHTEPAKTHBHBIX KHOMOK B PowerPoint;
- ropsiure knasun B PowerPoint.

7 |MonenupoBaHue OOBEKTOB U MPOIECCOB.
PaccmatprBaemble BOIIPOCHI:
- moHsATHE NU(POBOI MOJIEIIH;
- LI, 33/1a41 1 METOJIbI CO3aHusI I(PPOBBIX MOJEIECH;
- mapameTpbl MOJIENH. Y TIPaBIISIIOIIUE U 3aBUCHMBbIC TTAPAMETPBHI.

8 |MonenupoBaHue 00BEKTOB: MPOTPAMMHOE 00ECTICUCHHE.

PaccmaTprBaeMble BOTIPOCHI:
- CAD - cucremsr;

- CAM - cucremsr;

- CAE - cucremsr;

- BIM - cucremsr.




4.2. 3aHATHS] CEMUHAPCKOTO THUIIA.

HpaKTI/I‘IGCKI/IC 3aHATHUA

No
/ TemaTuka MpakTUYECKUX 3aHATHI/KpaTKoe coiep KaHne
n/m

1 |OcHoBBI paboTHI ¢ akKkayHTOM Microsoft.

B pesynprare paboThl Ha IPAaKTHYECKOM 3aHATHH 00ydaromuecs HaydaTcs CO3/1aBaTh U paboTaTh ¢
akkayHTOM Microsoft, paccCMOTPSAT BO3MOKHOCTH TIEPCOHATN3AIIH.

2 |Co3maHue U pelaKTUPOBAHHIO TEKCTOBOH 1uppoBoit nHGopmanmu B Microsoft Word.
B pesynbrare paboTHl Ha IPAKTHIECKOM 3aHATH 00YYaIOINecs IOTyJaT HaBEIKH paboTHI ¢ (aitnamu B
penaxrope Microsoft Word, co3nanyT mabaoHb! pa3IMuHbIX JOKYMEHTOB B COOTBETCTBHHU C HOpMaMu
JOKYMCHTUPOBAHMS.

3 |Co3maHue u peakTUpOBaHueE NIEKTPOHHBIX TabmuIl B Microsoft Excel.

B pesysbrate pabOTHI Ha IPAKTHYCCKOM 3aHATHH 00YUYaIOIIHECs MOTydaT HABBIKH CO3IaHUS U
penaktupoBanus (aitnoB B penakrope Microsoft Excel, momy4ar HaBBIKH (hopMaTHPOBAHHS TEKCTOBOH 1
YHCIIOBOI MH(pOpMAHU, CMO3TaHNUS TpapUIECKIX 0OBEKTOB.

4 |Co3pmanme u pefakTHupoBaHue mpe3eHTanuii B Microsoft PowerPoint.

B pe3yabTaTe pa6OTBI Ha NPAKTUYCCKOM 3aHATHUA 06y‘IaIOH_II/IGC$I MOJy4aT HABbIKA CO3JaHUA U
odopmrenus cnaioB B pegakrope Microsoft PowerPoint, HaBbIKY BBICTYIUIEHUS M 3aIIUTHI TPOEKTOB.

5 [MozaenupoBaHue 00BEKTOB: IPOrpaMMHOE 0OecieueHHE.

B pesysbrate paOOTHI Ha MPAKTHUCCKUX 3aHATHIX 00yJaroUIHecs paccMoTpaT Bo3Moxaoctr CAD -
cucreM, CAM - cuctem, CAE - cuctem, BIM - cuctem. Pacemotpst unatepdeiic AutoCAD, ero
BO3MO>KHOCTH U O0JIACTH MIPUMEHEHUS, OTPAObOTArOT 6a30BbIe HABBIKH Pa0OTHI B IPOTPaMMHOH cpefie.
4.3. CamocrosiTenbHas padoTa 00y4JarOIMXCs.
Ne .
Bun camocrosTensHOM paboThI
n/m

1 |Pabora c JIEKIIMOHHBIM MaTEPUATIOM.

2 |Pabora c imTeparypoii.

3 |Texyrmas moAroTOBKA K 3aHATHSIM.

4 | IloarotoBka K MpOMEXYTOYHOU aTTECTALINH.

5 | IloaroroBka K TEKyIIeMy KOHTPOJIO.

5. llepedenr wu3maHuii, KOTOpbIE PEKOMEHAYETCS UCIOIb30BaTh MpHU

OCBOEHUHU JTUCIUIUIUHBI (MOJTYJIST).

I'TT\/@H bubnuorpaduueckoe onucanue Mecto nocryna
1 Kopuees, U. K. YnpaBnenue 1okyMeHTaMU : https://znanium.ru/catalog/product/1836610
yuebnuk / U. K. Koprees, A. B. ITmenko, B. | (1ara obpamenus: 05.02.2026)
A. Mamypues. — Mocksa : UHOPA-M,
2022. — 300 c. — (Beicuiee obpa3zoBaHue:
Bakamaspuar). - ISBN 978-5-16-003590-1
2 [TaBnosa, P. C. lokymeHTaIlmoHHOE https://e.lanbook.com/book/310175 (nara

obecneuenne yrpasienus / P. C. ITapnosa. — | oOpamenus: 05.02.2026)




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

6. IlepeueHb COBpEeMEHHBIX MPOPECCHOHATBHBIX 0a3 JaHHBIX U
WH(OPMAITMOHHBIX CIPABOYHBIX CHUCTEM, KOTOPHIE MOTYT HCIOJB30BAThCS MPHU
OCBOEHUHU JTUCIUIUIMHBI (MOJTYJIS).

- HWudopmanmonnsii mnopran Hayunas snexkTpoHHass OuOIMOTEKa
eLIBRARY.RU (www.elibrary.ru);

-  Enmunas  komnmekius — mMpOBBIX  00pa3oBaTEeNbHBIX  PECypCcOB
(http://window.edu.ru);

- HuTepHeT-yHUBEpCUTET UH()OPMAITMOHHBIX TEXHOJIOTHI
http://www.intuit.ru/;

- Hayuno-texuuueckas o6uonunorexka PYT (MUUT) (http://library.miit.ru).

7. IlepeueHb  JUIEH3UOHHOTO U  CBOOOJHO  PACHPOCTPAHSIEMOTO
MpOrpaMMHOT0 OOECIICUYeHHsI, B TOM YHCJIE OTEUECTBEHHOI'O MPOU3BOJICTRA,
HEO0OXOIMMOTO JIJIsI OCBOCHMSI TUCITUTIIIUHBI (MOTYJIs).

- OnepaunonHas cucreMa Windows;
- Microsoft Office;

- MS Teams;
- HOI/ICKOBBI@ CUCTCMBbI

8. Omnucanme MaTepHaIbHO-TEXHUYECKON 0a3pl, HEOOXOAUMON I
OCYIIIECTBJICHUSI 00pa30BaTEILHOTO Mpoliecca Mo JUCIHUIUTHHE (MOIYJIIO).

st mpoBelieHUs 3aHATUH JICKIIMOHHOTO THUMNA TpPeOyITCS ayauTOpHH,
OCHAIIIEHHbIE KOMIBIOTEPHON TEXHUKOW U HabopamMu JIeMOHCTPAIMOHHOTO
000pyI0BaHUS.

JItst MpaKTHYeCKUX 3aHATUN — HATMINE TIEPCOHATBHBIX KOMITBIOTEPOB

9. ®opma NpOMEKYTOUYHOM aTTECTALIUM:

Dx3aMeH B 1 cemectpe.

10. OuieHOUHBIE MAaTEpUAIBI.

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