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- @enepalbHOTO  TIOCYJApPCTBEHHOTO  O0pa3oBaTEIBHOTO  CTAHAApTa  CPEIHETO
npodeccuoHalbHOr0 oOpa3oBaHus 1o crenuanbHOocTH 46.02.01 JlokyMeHTarmoHHOE
obecriedyeHUE  yIpaBJICHMs] W apXUBOBEJACHUE,  yTBepxKIeHHoro  I[lpukazom

Munnpocsenienust Poccun ot 26 aBrycra 2022 roga Ne 778;

- mpuMepHOi pabouell mporpamMmbl yueOHOM AucHUIUIMHBL KoMibroTepHass oO0paboTka
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- MeTtoaudecknx pEKOMEHAANMK T0 pa3pabOTKe W peanu3aliyd  aJanTHPOBAHHBIX
00pa3oBaTeIbHBIX porpamMm CpEeIIHETO 1po¢heCCHOHAIBHOTO o0Opa3oBaHusl,

yTBepKACHHOT0 MUHUCTEpCTBOM HayKku U oOpazoBanus oT 20.04.2015 Ne 06-8330;

- y4eOHOro TmuIaHa Tpymmbl, yTBepxKAaeHHOTO aupekTopom DKIIOY «Kynrypckuit

TEXHUKYM-UHTEpHAT» MunTpyna Poccun, ot 28 utons 2023 roaa.

Opranmsanus  paspadorumk: OKIIOY «KyHrypckuii TeXHHKyM-HHTEpHAT»

Muntpyna Poccun.

Pa3padoruuk: bparuna TaTesiHa AsiekcaHIpOBHA, IPENOAABATEb.
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1. TACHOPT AJIAIITUPOBAHHOI PABOYE IPOTPAMMBI
YYEBHOM JUCLUILINHBI

OI1.08 KomnbloTepHasi 00padoTKa J0KYMEHTOB

1.1. Ob6aacThr npuMeHeHHus padoueii MporpaMMbl

AnantupoBaHHas pabouasi mporpaMmma JUcHUILTHHGI sBisiercs yacThio [IIICC3 B cooTBeTCTBHU C
®I'OC CIIO mo cmeumanbHocTH 46.02.01  JlokyMeHTaMOHHOE OOECIEYCHUE YIPABICHUSA H
apXMBOBEJICHUE.

KBanuduxanus BeIITyCKHUKA — CHELMAIMCT 110 JOKYMEHTAIHOHHOMY OOECIIEUEHHIO YIIPABICHHUS
U apXUBHOMY JIETTY.

AnanTtupoBaHHas palouas MnporpaMma pa3padoTaHa B OTHOILIEHHUM Pa3HOHO30JIOIMYECKOMN
y4eOHOI rpynmbl O0y4aromuXcs, HUMEIOIIUX JOKYMEHTaJbHO HOJATBEP)KJECHHbIC HApYILICHUs ClyXa,
3peHMsl, ONOPHO-BUTATEILHOIO ammnapaTa, COMaTHYecKue 3a00JIeBaHUS M IOAJAIOIIMECs KOPPEKLUHU
HEPBHO-TICUXUYECKNE HAPYILIEHUS WIH COUETaHHBIE HAPYIICHHUS.

BapuartuBhas dwacte oOmienpodeccHoHanbHOTO IHMKIIA BKIOYaeT B cebs Oonee TiayOoOKoe

u3ydeHue Takux oomux komnerenuuit kak OK 4, OK 5, OK 9 u OK 10.

1.2. MecTo yueOHo# qucuumiimabl B crpykrype ITICC3

Hucuumumua OIL08 KommproTrepHass oO0paboTka JOKYMEHTOB BXOAUT B MPOQGECCHOHATBHBIN
yueOnbld 1k ooszarenbHoM yactu OI'OC CIIO mo cneumanbHoctd 46.02.01 JlokyMeHTalMOHHOE
o0ecrieyeHre ynpasieHUsl U apxuBoBefeHue. [IpenmecTByromumMu TucuumianHaMu sisiiores: OY (.07
Wndopmatuka. 3HaHUS U YMEHMs, MOJYYEHHBbIE NpPU HM3Yy4eHHUU AUCHUILIUHBI «MHpOpMannoHHbIE U
KOMMYHMKAI[MOHHbIE TEXHOJIOTHUU» MOTYT OBITh UCHOJIb30BaHbl IPU M3YYEHUH CIIEIYIOIIUX JUCHUIUINH:
MJIK 02.05 Opranuzanusi paboTbl C 3JIEKTPOHHBIMU JOKYMEHTaMHU U 3JEKTPOHHBIMU apxuBami, JJOVY,
OI1.01 DOxonomuka opranuzanuu, OI1.04 IIpodeccuonanbHas 3TUKA U NICUXOJIOTHS AEJI0OBOTO OOLIEHHUS,
OIl.06 IIoId, M™MJK 01.04 Opranumszanus cekperapckoro — obcmyxkuanus, MJIK.01.03

JIoKkyMeHTaIlMOHHOE 00EeCTICUeHHE KAAPOBOM CITYXKOBI U JIp.

1.3. Henn u 3aga4n y4eOHOM TUCHHUIINHBI

B pesynbrare u3ydeHus o0s3aTeIbHON YacTH Y4eOHOTO IIMKIJIa 00yYaroIUiCs JOIDKEH:

ymems:
- paboTaTh C COBPEMEHHBIMH OIEPAIMOHHBIMH CHUCTEMaMH, TEKCTOBBIMH PENaKTOPaMH, TaOINIHBIMH
IpoleccopaMy, CHCTEMaMM YIpaBieHHs 0a3aMM JaHHBIX, MPOrpaMMaMH MOJATOTOBKM TNpe3eHTaluH,
MH(POPMAIIMOHHO-TIONCKOBBIMA ~ CHUCTEMaMHM M IOJIb30BaTbCd  BO3MOXKHOCTAMHU — MH(OPMAIMOHHO-

TEJIEKOMMYHUKAIIMOHHOW ceTu «HTepHeTY;
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- TpOo(heCCHOHAITLHO OCYIIECTBIISITH HA0OP TEKCTOB Ha TIEPCOHAITBHOM KOMIIBIOTEPE;
3HaAMb:

- TCXHUYCCKHEC CPCACTBA U ITPOTPAMMHOC obecrneucHue MEPCOHATIbHBIX KOMITBIOTCPOB,

- TEOPCTUUCCKHUC OCHOBBI COBpPEMECHHBIX I/IH(i)OpMaI_II/IOHHBIX TEXHOJIOTHI 0611_[61"0 u

CIELIMAIM3UPOBAHHOIO HA3HAYCHHUS,
- PYCCKYIO U JIATUHCKYIO KIIaBUATypy EPCOHATBHOIO KOMIIBIOTEPA;
- mpaBuiIa 0(OpMIICHHS TOKYMEHTOB Ha MEPCOHATLHOM KOMITBIOTEPE.

CHeHI/IaHI/ICT 10 JOKYMCHTAUMOHHOMY o0ecrneyeHuIo YIIPABJICHHUA, ApXUBHUCT OOJI2KCH 06J'Ia,Z[aTB

O6H_II/IMI/I u HpO(i)eCCI/IOHaJ'IBHLIMI/I KOMIICTCHIOUAMHA, BKIIIOYAOIIIMMHU B ce0s1 CIToCOOHOCTD:

OK 01. | Beibupath cnocoObl pelmieHus 3aaad MpodeccHuoHANbHON AESITeTbHOCTH MPUMEHUTENBHO K
pa3IMYHBIM KOHTEKCTaM;

OK 02. | HMcnonbp30BaTh COBpEMEHHBIE CPEICTBA MOUCKA, aHAM3a W MHTEpIpeTauud HHPOpMAIUU U
WH(GOPMAIMOHHBIC TEXHOJIOTUH JJIsI BBITIOTHEHHS 3a/1a4 MPOPECCHOHATBHON NS TEILHOCTH;

OK 03. | [ImaHupoBaTh U peanu30BBIBATH COOCTBEHHOE MPOPECCHOHATBHOE M JUYHOCTHOE Pa3BHUTHE,

MPEIIPUHAMATEIBCKYIO JCSITEILHOCTh B MPO(ECCHOHATBHONW Ccdepe, UCIOIb30BaTh 3HAHUS
1o (UHAHCOBOM rPAaMOTHOCTHU B PA3JIMYHBIX JKU3HEHHBIX CUTYaIlUAX;

OK 04. | DddexkTuBHO B3anMOIEHCTBOBATH M pa0OTATh B KOJUICKTUBE I KOMAH/IE;

OK 05. | OcymiecTBiATh YCTHYHO M IHCBMEHHYIO KOMMYHHUKAI[MIO Ha TOCYIapCTBEHHOM  SI3bIKE
Poccuiickoit denepannu ¢ yueToM 0COOEHHOCTEH COMAIBHOTO U KYJbTYPHOTO KOHTEKCTA;

OK 06. | [IposBiATh  TrpaIaHCKO-IATPUOTHYECKYIO  IO3UIMIO, JIEMOHCTPUPOBAaTh  OCO3HAHHOE

MMOBCACHUC HAa OCHOBC TPpaAULINMOHHBIX O6H.I€‘I€J'IOBC‘ICCKI/IX HeHHOCTeﬁ, B TOM YHCJIC C YUCTOM
rapMOHHU3alK MCKHAIUOHAJIBHBIX U MCKPCIUTHUO3HBIX OTHOHIGHI/IfI, MNPUMCHATH CTaHAAPThI
AHTUKOPPYHIMOHHOI'O ITIOBCACHU S,

OK 07. | ConeiicTBOBaTh COXpaHEHHIO OKPYKAOIIEH CPeMIbl, pecypcocOepeKeHHIO, TPUMEHSTh 3HAHHS
00 M3MEHEHUHU KJIMMaTa, MPUHIUIBI OEpeXKINBOTO MPOU3BOACTBA, 3(P(PEKTUBHO EeHCTBOBATH
B YPE3BBIYANHBIX CUTYAlMSIX;

OK 09. | Ilonp3oBaTbess MpodeccHOHANbHOM JOKYMEHTAIMel Ha rocylapCTBEHHOM M HHOCTPAHHOM
A3bIKaX.
OK 10. | ®opmupoBaTh IMYHOCTh, KOTOpas OyAET cocoOHA HAa OCHOBE MOJIyYE€HHBIX 3HAHWH, YMEHUH,

HAaBBIKOB CBOOOJTHO OPHUEHTHPOBATHCS, CaMOpPEaTU30BBIBATHCS, CaMOpPAa3BHBAThCA M
CaMOCTOSITENIbHO MPUHUMATh MPABWIBHBIE PEIICHUS B OBICTPOM3MEHSIONINXCA OKPYXKAIOIIIX
YCIOBUSIX.

Crnenuanuct mo JTOKYMEHTAllMOHHOMY OOECIICUCHUIO YIPaBJICHUS, apXUBHUCT JOJDKEH O00JaaaTh
npodeccnoHaTbHBIMI KOMITETEHITUSIMHU, COOTBETCTBYIOIIMMH BUIaM JESITEIbHOCTH:

OcyuiecTBiieHHMe OPraHM3allMOHHOTO0 W JOKYMEHTAIIMOHHOTO o0ecrevyeHHs JIeATeJbHOCTH
OpraHu3anuu

IIK 1.1. | OcyuiecTBisATh TNpHEM-TiepeAady yIpaBleHYeCKOH HH(POpPMalM C MOMOIIBIO CPEJCTB
MH(OPMALMOHHBIX U KOMMYHUKAIIMOHHBIX TEXHOJIOTHH.

IIK 1.2. | KoopaunupoBath paboTy HpHUEMHOW PYKOBOAMTENs, 30H IMpHUEMa pa3IMYHBIX KaTeropuit
ITOCETUTENIEN OPraHU3alUN.

[IK 1.6. | OcymiecTBisTh pabOTy MO MOATOTOBKE U IPOBEJIEHUI0 KOH(PEPEHTHBIX MEPOIPHUATHH,
oOecrieunBaTh WH(GOPMAIIMOHHOE B3aMMOJAEHUCTBHE PYKOBOJIUTENS C IMOJAPa3lCICHUIMU H
JOJIKHOCTHBIMHU JIMIIAMH OpTaHU3aI1u.

IIK 1.7. | OdopmisiTh OpraHu3alMOHHO-PACHOPSAUTENbHBIE JTOKYMEHTHl M OpraHU30BbIBaTh PabOTy C




HUMU, B TOM YUCJIC C UCITOJIb30BAHUCM dBTOMATHU3UPOBAHHBIX CUCTCM.

I[IK 1.8. | OdopmMiaTh JOKYMEHTHI MO JHYHOMY COCTaBY M OpPraHM30BbIBaTH paboOTy C HHUMH, B TOM
YHCJIe C UCIOJIb30BAHUEM aBTOMATH3UPOBAHHBIX CHCTEM.
IIK 1.9. | Opranu3oBbIBaTh TEKYIIEe XPAaHCHHE JIOKYMEHTOB, OOpa0OTKYy el JJis ONEpPaTHBHOTO H

APXHMBHOI'O XpaHCHUS, B TOM YHCJIC C UCITIOJIb30BAHNEM aBTOMATU3UPOBAHHBIX CUCTCM.

Oprasun3zanus apXuBHOM padoThI 110 JOKYMEHTAM OPraHU3alMil pa3Ju4YHbIX GOpM cOOCTBEHHOCTH

I[IK2.2. | Bectm yd4er apxuBHbIX Jed (JIOKYMEHTOB), B TOM 4HCIE€ C HCIOJIb30BaHUEM
ABTOMATU3UPOBAHHBIX CUCTEM.

I[IK 2.5. | OcymecTBisIiTh HMCIHOJIB30BAaHWE aApPXMBHBIX Jel  (JOKYMEHTOB), B TOM 4YHCIE C
MCIIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM.

BoinosiHeHne padoT 1Mo 0HOI WM HECKOJbLKHUM npodeccusiv padoumnx, T0JKHOCTAM CJIYKAIMX

IIK 3.1. | OcymecTBisiTh HHPOPMAIIMOHHYIO padOTy MO JOKYMEHTaM, B TOM YHCJIE C HCIIOJIh30BAaHHEM
OpPITEXHUKHU, NMPOTPAMMHBIX CPEICTB ydeTa, XpaHEHUsS M IOHUCKAa IOKYMEHTOB U JPYIHX
CIIEIUATIM3UPOBAHHBIX 0a3 TaHHBIX.

[IK 3.2. | [IpyauMath Mephl MO YMOPSIOUYEHUIO COCTaBa JIOKYMEHTOB W WH(OPMAIMOHHBIX MOTOKOB,

COKpPAICHUIO UX KOJMYCCTBA U ONITUMU3AIIMU JOKYMCHTOIIOTOKOB OpraHu3alum.

Ilepeuens popmupyemvix 1UUHOCMHBIX PE3YIbMAMOE NPOZPAMMbBL 6OCRUMAHUA YUpercoeHus

(0oanee JIPg):

JIPB4 MPOSIBJSIIOIIAA Y JIEMOHCTPUPYIOIIMN YBAXKEHUE K JIIOAAM TPYHa, OCO3HAIOIIMA LEHHOCTh
coocTBeHHOro Tpyaa. Crpemsmuiics K (GOpMHpPOBAHHIO B CETEBOW Cpele JIHUYHOCTHO H
po(hecCHOHATEHOTO KOHCTPYKTHBHOTO «IIH(POBOTO CIIeaa.

JIPB7 OCO3HAIONIUN TPUOPUTETHYIO LIEHHOCTh JUYHOCTH YEJIOBEKA; YBAXKAIOIIMKA COOCTBEHHYIO U
YY)KYI0 YHUKQJIBHOCTh B Pa3JIMYHBIX CUTYaIMsIX, BO BceX (hOpMax U BHJIAX JCSITEILHOCTH.

JIPB10 | 3a0o0Tsmiuiicss 0 3amuTe OKpYXKaroleh cpeabl, COOCTBEHHON  4y»Oil 0€30MacHOCTH, B TOM
qucie HuppoBOH.

JIPB13 | A€MOHCTPUPYIOIIHMI TOTOBHOCTh M CITIOCOOHOCTH BECTH JUAJIOT C IPYTUMH JIFOJBMH, TOCTUTATh
B HEM B3aMMOIIOHHMAHMS, HAXOJUTh OOIIME LEMH U COTPYAHUYATh JUISI UX JOCTH)KCHUS B
PO ECCUOHAIIBHON e TEIHHOCTH.

JIPB14 | mposBASIONINIT CO3HATENFHOE OTHOIICHHWE K HEMPEepPhIBHOMY OOpa30BaHUIO KaK YCIOBHUIO
ycrnenrtHo npohecCHOHaIBHON 1 O0IIECTBEHHOM IeITeTbHOCTH.

14

. KosimyecTBO 4acoB Ha ocBoeHne paGoyeii NporpaMMbl IMCHUIIIHHBI:

MaKCUMaJIbHOW y4eOHOU Harpy3ku CTyAeHTa - /2 yaca, B TOM YHUCIIE:

00s13aTebHON ayJUTOPHOM yueOHOM Harpy3KHu oOydatomierocs - 68 gacos.
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2. CTPYKTYPA U COAEPKAHUE JUCHUIIJINHBI

OI1.08 KomnbrorepHasi 00pad0TKa JOKYMEHTOB

2.1. O6beM yueOHOM TMCUMILIHHBI M BU/bI Y4e0HO#i padoThI

CogepxaHue aqanTUPOBAHHON MPOrPaMMBbI IUCHUIUIUHEI pa3pabaThIBaeTCs C y4eTOM TpeOOBaHUM
npoecCHOHATLHOTO CTaHAapTa U B COOTBETCTBHHM C OCOOBIMH OOpPa30BATEIBHBIMU TOTPEOHOCTSIMHU
WHBAJIUJOB W JIMI[ C OTPAaHUYCHHBIMH BO3MOXHOCTSMHU 3JI0POBBSI C YYE€TOM OCOOCHHOCTEH UX

HCI/IXO(bI/I?)I/I‘IeCKOFO Pa3BUTHUA U HHAWNBUAYAJIbHBIX BO3MO>KHOCTEH.

Buj yueOHoi1 padoThI Oovem uacos

MakcumaJjibHasi yyeOHasi HArpy3Ka (Bcero) 72
Oobs13aTesibHAsE ayAUTOPHAs yueOHAasi HATPY3Ka (Bcero) 68
B TOM YHUCIIE:
JIEKLIUH, U3 HUX: 34

BapUaTUBHON YaCTH 20
MPAKTUYECKUE 3aAHATHUSA 34
CamocrosiTesibHas padoTa odyuaroierocs (Bcero) 4
IIpomexyTounasi arrecranusi B popme TeCTHPOBAHUS
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2.2. TEMATUYECKHUM IUIAH U COJEPKAHUE YYESFHOM JUCITATIJIMHBI
OI1.08 KomnbrorepHasi 00pad0TKa JOKYMEHTOB

Haumenosanue Cooepicanue yuedbno2o mamepuana, npaKkmuuecKue 3aHamus, 00vém uacoe | Oceausaemvie
pazoenoe u mem camocmoamenvHas padooma cmyoeHmos (6 mom 971eMeHn bl
uucne KomnemeHnyuil
eapuamug- | U JIUYHOCHHbIE
Hasa yacmey) pe3yibmantol
1 2 3 4
Pa3zoen 1. Opzanuzayus KomnoviomepHoii 00padomKu 0OKYMeHmMo8 8(6)
Tema 1.1. CoBpeMeHHbIE TEXHUUECKUE CPEJICTBA CO3/IaHUS TEKCTOBBIX JOKYMEHTOB 2 OK 01-07, 09,10
CoBpeMeHHbIE Lenw v 3amaun y9eOHOM TUCIIUIUTMHBL. POJIb MUCIMIUTUHBI B TPO(eCcCHOHATEHOM MOATOTOBKE IIK 1.1, 1.2, 1.6,
TEXHUYECKUE crenuranucta. CoBpeMeHHbIE aBTOMAaTU3UPOBAHHBIE CPEACTBA CO3/1aHUS TEKCTOBBIX 2 1.7,1.8,1.9, 2.2,
CpelICTBa CO3/IaHMs JIOKYMEHTOB. 2.5,3.1,3.2
TEKCTOBBIX [IpaBuia TexHuku 0€30MaCHOCTU M TUTHEHUYECKUE PEeKOMEHIAINH MIPH UCTIOIh30BAaHUHI 2 JIPB
JIOKyMEHTOB cpenctB KT B npodeccroHanbHOM e TeTbHOCTH. 4,7,10,13,14
IIpakTnyeckoe 3ansaTne Ne 1 5
Opranmzanus pabouero Mecra u TpyJa orneparopa.
Pa3zoen 2. Oceoenue, npumenenue u cO8ePUICHCMBOBANHIE HABLIKOE «(C1EN020) 0eCAMUNAIbYECE020 Memooa Habopa 18(4)
Tema 2.1. OcBoeHure KJIaBHATYPhl IEPCOHATHHOTO KOMTIBIOTEpa (pyccKuil mpudr) 2 OK 01-07, 09,10
OcBoenue Cxema knmaBuatypsbl. «Cienoi» 1ecaTUNanblIeBblii METO] KJIaBHATYPHOTO Habopa, ero IIK 1.1, 1.2, 1.6,
KJIaBHATYPBI BO3MOXKHOCTH, TIpEUMYyIIecTBa U 3P PEKTUBHOCTS. 2 1.7,1.8,1.9, 2.2,
MIEPCOHAIBHOTO 2.5,31,32
KOMIIBIOTEpPA ByKBBI M 3HAKU MPEMUHAHUS PYCCKO# kinaBuatypbl. Micons3oBanue kinasuin Shift u Caps Lock. 2 JIPB
(pycckuit mpudr) IIpakTnueckoe 3ansaTne Ne 2 4,7,10,13,14
BreimonHeHnue ympakHEHWH Ha OCBOEHHE TEXHHUKM U CKOPOCTH KOMIBIOTEPHOro Habopa 2
TEKCTOBOM HH(DOPMAIIMH IT0 OCHOBHOMY Py KIIABHATYPHI.
IIpakTHyeckoe 3ansaTue Ne 3
BreimonHenue ympakHEHWH Ha OCBOEHUE TEXHUKM W CKOPOCTH KOMIBIOTEPHOTO Habopa 2
TEKCTOBOM MH(OPMAIIMH IT0 OCHOBHOMY M BEpXHEMY psiJiaM KJIaBHATYPHI.
IIpakTnyeckoe 3ansitue Ne 4 2

Breinonnenue ympakHeHMH Ha OCBOEHHE TEXHUKM U CKOPOCTH KOMIBIOTEPHOro Habopa
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TEKCTOBOM MH(OpPMAIMK [0 OCHOBHOMY, BEPXHEMY M HIKHEMY PsiIaM KJIABUATYPHI.

IIpakTnyeckoe 3ansaTue Ne 5

Brinonnenue ynpakHeHUH Ha OCBOEHUE TEXHUKU Habopa TeKCTOBOM U 1M PpoBOi HHPOpMATUU 2

C MCIIOJIb30BAaHUEM 3HAKOB MPENUHAHMS U (P YeTBEPTOrO psijia KIABUATYPHI.
Tema 2.2. Odopmrnenne uudpoBoro marepuasia.
Odopmienue udpsr apadckue. Pumckue yncna. Buasl npobdeii. MHOTO3HAYHBIC YHCIIA. 2
nudpoBoro OcBoenue Tabnuysvl cumeonos; 3HaKH, ynotrpeossiembie ¢ iudpamu.
Marepuaia Pabora ¢ manensio Cnucox (HyMEepOBaHHBIN, MAPKUPOBAHHBIN ).

IIpakTnyeckoe 3ansaTue Ne 6

Ynorpebiienue yncen apabCKUX M pUMCKHX B TEKCTOBBIX paboTax. [lapamerpsl HyMepOBaHHBIX, 2

MapKUPOBAHHBIX CIIUCKOB.

Pazoen 3. Ocnosnvie npasuna popmamuposanus mexkcma 16 (8)

Tema 3.1. TpeboBanust kK 0HOPMIICHUIO CTPAHUIIBI. 5 OK 01-07, 09,10
TpeboBanus k Pabora ¢ nanensio [lapameTpsl CTpaHHUIIBL. K 1.1, 1.2, 1.6,
0(pOPMIIEHHUIO PaGora ¢ manensro A63an. Hasnayenne (pyHKIMOHAIBHBIX KIABHIIECH. 9 1.7,18,1.9,22,
CTPaHHUIIBI PaGoTa ¢ GBICTPHIMH KIIABHIIAMH. 2.5,3.1,32

IIpakTuyeckoe 3ansiTue Ne 7 5 JIPB

Vnorpe6ienne o6LIeyOTPEOUTENBHBIX COKPAILIEHUH B TEKCTOBOM JIOKYMEHTE. 4,7,10,13,14
Tema 3.2. OdopMIieHHEe 3ar0JIOBKOB U TI0/[3ar0JIOBKOB K TEKCTY. 2 OK 01-07, 09,10
Odopmnenue ITpaBuna opopmiieHHs 3aroJ0OBKOB U MO3ar0JIOBKOB. K 1.1, 1.2, 1.6,
3arojIOBKOB U MpakTauecioe 3ansTie Ne 8 1.7,1.8,1.9, 2.2,
HOZ3ar0JIOBKOB K Odopmienue 3arojloBKOB U MOA3aroJIOBKOB K TEKCTY. 2 2.5,31,32
TEKCTY JIPB
Tema 3.3. [Tpuémpl BeIIETCHHS OTACTBHBIX (PAarMEHTOB TEKCTA. 5 4,7,10,13,14
[Mpuémsl Beigenenuss | OCHOBHBIC BUABI IIPU(TOB.
OTJENBHBIX Pabora c¢ manenwio [llpugpm: momu€pkuBaHUe, paspsjika, YIUIOTHEHUE, >KUPHBIA IIpUPT, 2
(bparMeHTOB TEKCTa MIPOTMCHBIC OYKBHI, MAJIbIC TTPONMCHBIC OYKBHI.

IIpakTnyeckoe 3ansaTue Ne 9 )

[TpumeHeHne MpruéMOB BBIJICIICHUS OTACTHHBIX ()PArMEHTOB TEKCTOBOTO JIOKYMEHTA.

Pa3zoen 4. Oghopmnenue paznuunvix 61U006 MEKCMOBHIX padom 14
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Tema 4.1.
IIpaBuna

[TpaBuna popmaTupoBaHus OTAEIBHBIX PEKBU3UTOB TEKCTa
[TpaBuna opopmieHust GubIMOrpaduuecKux CBEACHUHN, B T.4. JJIEKTPOHHBIX PECYPCOB.

dbopmaTupoBaHus
OTJIETTbHBIX PEKBU3UTOH
TEKCTa

[TpaBwiia opopmMIIeHHSI CHOCOK / CCBUTOK Ha HCTOYHHUKH K TEKCTY.
[IpaBuiia opopmiieHHs MHOTOYPOBHEBOIO criucka. PyOpukanus Tekcra.

[IpaBuna opopmiieHus npuMedaHuil, NPUIOKEHUH B TEKCTOBOM JIOKYMEHTE.
ITpaBuia opopmiIeHHSI MHOTOCTPAHUYHOTO TEKCTOBOTO TOKyMeHTa. Hymepanus crpanuil.

IIpakTnueckoe 3ansaTue Ne 10

OdopmieHre CHOCOK / OnOIMorpaduIecKiX CChIJIOK Ha UCTOYHUK B TekcTe. OdopmiieHne
CIMCKA UCTIOJIh30BAHHBIX HCTOYHUKOB. OdopmiieHre TUTYIIBHOTO Jucta. OdopmicHue
OFJIaBJIeHI/Iﬂ/COI[ep)KaHI/IFI. Brimonnenne MHOT'OCTPAHUYHOT'O TCKCTOBOI'O TOKYMCHTA C
HyMepanueil cTpaHul.

IpakTuyeckoe 3ansaTue Ne 11
Pa6ora ¢ pykonucsio. OgopmieHre TEKCTOBOrO JOKYMEHTA MOocje KOPPEKTYPHOU MPAaBKHU.

CamocrosiTesibHas padoTa
Pabora ¢ pykonuchio. 3HaKd KOPPEKTYPHOIl MPaBKH.

OK 01-07, 09,10
K 1.1, 1.2, 1.6,
1.7,1.8,1.9, 2.2,
25,3.1,32
JIPB
4,7,10,13,14

Pazoen 5 H3zyuenue namunckoil Kiasuamypol

Tema 5.1.
OcBoenue
KJIaBUATYPBI

OcBoeHMe KJIaBUaTypbl IEPCOHATLHOIO KOMIIbIOTEpa (JIATHHCKHUM HIPUQT)
Cxema aTUHCKOM Ki1aBHaTypbl. ByKBBI M 3HaKM NpeNMHAHUS, 0COObIE 3HAKU JTAaTUHCKOU
KJIABUATYPHI.

HEePCOHAIILHOTO
KOMIIbIOTEpa
(;raTuHCKUHM WpUQT)

IMpakTuyeckoe 3ansaTue Ne 12

Brinmonnenue ynpakHeHUN Ha OCBOCHHE TEXHUKH U CKOPOCTH KOMIBIOTEPHOTO Habopa
TEKCTOBOM MH(POPMAIIMH 10 OCHOBHOMY PsITy KJIaBUATYphl. BhITIONIHEHNE yIIpaKHEHUHN Ha
OCBOEHHUE TEXHUKH U CKOPOCTH KOMITBIOTEPHOTO Habopa TEKCTOBOW MHGOPMAIUH 110
OCHOBHOMY U BEpXHEMY PANlY KJIIABUATYPBI.

OK 01-07, 09,10
IIK 1.1, 1.2, 1.6,
1.7,1.8,1.9, 2.2,
25,3.1,32
JIPB
4,7,10,13,14

Pa3zoen 6 Koncmpyuposanue maoauy

Tema 6.1.
dopmMarnpoBaHue

dopmaTupoBaHUE PEKBU3UTOB TaOIHLIBI
PekBU3UTHI U CTPYKTYpHOE MOCTPOEHUE TaOIUIIBI.

PCKBU3UTOB T3.6J'II/II_U>I

IIpakTnyeckoe 3ansaTue Ne 13
KoHncTpynpoBanue rooBku K Ta0iuiaM: mpocras, cliokHas, yciaoxkHéHHas. KonctpyupoBanue
OOKOBHKA K TabJIMIIaM: TEKCTOBOH (IIPOCTOM, yCI0KHEHHBIH), IM(POBOI, CMEIIaHHBIH.

OK 01-07, 09,10
K 1.1, 1.2, 1.6,
1.7,1.8,1.9,6 2.2,
25,3.1,3.2
JIPB
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‘ udpossie rpadsl B TabnmIaX. 4,7,10,13,14

Pazoen 1 Komnoviomephnasn 00padbomka 0CHOBHBIX 61006 OOKYMEHNL08 8
Tema 7.1. IIpakTuyeckoe 3ansaTue Ne 14 OK 01-07, 09,10
Kommnsrorepnsie KoMmnbroTepHble TEXHOJIOTMH MOATOTOBKH JIOKYMEHTOB. 2 K 1.1, 1.2, 1.6,
TEXHOJIOTHH PexBU3UTHI U CTPYKTYpHOE TTOCTPOEHUE JOKYMEHTA. 1.7,1.8,1.9, 2.2,
MOATOTOBKU AxTyanu3zaiusi ”HPOPMAIUHU MOCPEICTBOM CIIPABOYHO-TIPABOBOM CHCTEMBI. 25,3.1,32
JIOKYMEHTOB IpakTuyeckoe 3ansaTue Ne 15 JIPB

KommbrotepHas 06paboTka OCHOBHBIX PEKBH3UTOB JJOKYMEHTA. 2 4,7,10,13,14

KomnbrorepHast 00paboTka OpraHu3aliliOHHON JOKYMEHTAIUH.

IIpakTnueckoe 3ansaTue Ne 16 2

KomnbrorepHast 00paboTka pacnopsAMTEIbHON JOKYMEHTAIMH.

IIpakTnyeckoe 3ansitue Ne 17

KomnrerorepHast 06padoTka HH(POPMALIMOHHO-CITPAaBOYHOM JOKYMEHTALUH.

[TonroroBka TEKCTOBOrO TOKyMeHTa. PaboTa ¢ MakeTOM MHOTOCTPAaHUYHOTO TIOKYMEHTA C 2

WCIIOJIb30BAHUEM CITPABOYHO-TIPABOBOM CHCTEMBI.
BCET'O 72
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3. YCJIOBUSA PEAJIM3ALIIMU JUCIIUAITJIMHBI

3.1. TpeGoBaHus K MUHMMAJIbHOMY MAaTEPHAJIbHO-TEXHUYECKOMY 00ecie4eHH 0

Peanuzanus yueOHOM TUCIUIUIMHBI TpeOyeT HATMYUs yaeOHOTro KabnHeTa MHPOPMATHUKH.
3.1.1. OGopynoBaHue kabuHeTa HHPOPMATHKH U HHPOPMALMOHHBIX CHCTEM:

— TI0CaJOYHBIE MECTa CTY/ICHTOB;

— pabouee MeCTO MpernoiaBaTes;

— pabouast HeMelloBas 10CKa;

— HarsgHele 1MocoOus (y4yeOHUMKHM, TEpMHUHOJIOTMYECKHE CJIOBAapHU pa3HbIX THUIIOB, OIOPHBIC
KOHCIEKTHI-IIJIAKaThl, CTEH/Ibl, KAPTOUKHU, Pa3JaTOYHBIA MaTepuasl, KOMIUIEKTHI J1aOOpaTOpHbBIX
pabor).

3.1.2. Texnuveckue cpeacTBa 00y4eHUsI:

—  MYJbTUMEAUNHBIN IPOEKTOP;

— TPOEKLUHOHHBIN IKpaH;

— TPUHTEP YepHO-OeNbli Ta3epHBIii;

— KOMIIBIOTEpHAas TEXHHMKAa JUIsI OOYYaroIIMXCS C HaJU4YMeM JHMIIEH3MOHHOTO MPOTrPaMMHOIO
obOecrievyeHus;

— HCTOYHHK OecriepeO0itHOro MUTaHUS;

— HaYUIHUKHU C MUKPO(OHOM;

— CKaHep;

—  KOJIOHKH.

3.2. Tlenaroruyeckue TeXHOJIOTHH 00yUeHUS

B nemsax peanuzanuy KOMIIETEHTHOCTHOTO IOAXOAA IPH M3YYEHHWH AMCLUMILIMHBI, YYUTHIBAs
0COOEHHOCTH KOHTMHI€HTa OOYdYalolIuXcs, B Ipolecce OOydeHHUS MHCIONb3YIOTCS AaKTHUBHBIE U
WHTEPAaKTUBHbIE (DOPMBI MPOBEJIEHUS 3aHIATHUN: padoTa B MajbIX IpyNIax; BBINOJIHEHHWE TBOPUYECKUX
3aJlaHui; MHTEpaKTUBHAs ydeOHas JIeKLMs; JEKIUU C pa300poM KOHKPETHBIX CHUTYyallUil, C 3apaHee
3aIJIaHMPOBAHHBIMH OIIMOKAMHU; TUCKYCCHUS; aHAIN3 KOHKPETHBIX CUTYaIlUii; MPOCMOTP U 0OCYXICHHE
BUICOUIBMOB; PpobIeMHOe 00yUYeHHe; 0OCYKJeHUE U pa3pelieHne MpoodieM («MO3TOBOH LITYPM»);
CUTYAlIMOHHBIN aHAJIN3.

Peanuzamus y4eOHOI JUCHUIUIMHBI OCYIIECTBIsIETcs O4YHO. B cioydae HeoOXoAMMOCTH
BO3MOXXEH Tepexoa Ha dJekTpoHHoe oOyuenue (D0O) ¢ mNOpuMeHEHHEM TUCTAHIIMOHHBIX
obpazoBatensHbIx TexHodorui (JJOT), koTopoe mpeamnosnaraer Kak caMOCTOSITEIbHOE MPOXOXKJICHHE
MaTepuaiga OOyJarolIMMHCS, TaK M C MOMOIIbI0 METOAMYECKOIO COIPOBOXKIEHUS IpEernoaaBaTess:

IIPpOCMOTP BI/IJIeOJ'IeKHI/Iﬁ mo TEME 3aHATUSA, U3YUYCHHUC IOKYMCHTOB C JICKOUAMU IHPCIOAaBaTCIIsI B
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nporpammax Word wmu Power Point, utenue naparpadoB yueOHUKa, HalMcaHWe KOHCTIEKTOB. OOIIeHe
IpernoaaBaTeNsi U CTYIACHTOB B TaKOM Cllydae OCYIIECTBIAETCS uepe3 Oeceny W OOMEH JIMYHBIMU

COO6H.I€HI/I5[MI/I B CCTH MHTCPHCT.

3.3. UndopmanuonHoe odecniedeHne 00yueHust
3.3.1 IlporpammHoOe obecnieyeHue:
ITporpammer MsOffice;

3.3.2. OcHoBHAas JJUTEpaTYpa

1. CankoB B.B. Un(popmanioHHbIe TEXHOIOTUN U KOMIIBIOTEPU3aIUs JICIONPOU3BO/ICTBA: YUCOHUK
st yupesxkaenuid CI10.- M.: M3natensckuid neHTp «Akaaemusi», 2019.

2. Ky3nenoBa A.H. Mamunonuce u aenonpou3oactso. — M.: M3parensctBo JOCAAD, 2018.
3.3.3. lonojiHuTEIbHAS

1. MuxeeBa E.B. Undopmaruka: yaeOHUK a5 cTya. cpea. mpod. oopazoBanus. — M.: M3naTenbekmii
LEeHTp «Akagemus», 2018.

2. MuxeeBa E.B. IIpaktukym no undopmaruke: y4ed. mocodbue JUisl CTyA. YUpexKIEeHUN cpel. mpod.
obOpazoBanus. — M.: 3narenbckuii ieHTp «Akamemusi», 2018.

3. Hudopmaruka 10-11 xmacc. bazossiii kypc. Teopus / [Tox pen. H.B.Maxkaposoii. — CII6.: ITurep,
2018. — 675 c.: mu.

4. MNudpopmaTrka 1 MHPOpPMaLIMOHHBIE TeXHOJIOTuU. YueOHuk g 10-11 xinaccos/H.Jl. YrpuHoBuy. —
M. BUHOM. JlaGopatopus 3Hanuii, 2018. — 511 c.: ui.

5. IlpakTukyM no wuHpopMaTHKE M HWH(GOPMALMOHHBIM TEXHOJOTUSAM. YyeOHoe mocobue ams
obmieoOpazoBarenbHbIX yupexkaenuit/H.JI. Yrpunosuy, JI.JI. Bocosa, H.. Muxaiinosa. — 3-e u3.
— M. BUHOM. Jlabopartopus 3Hanuii, 2018. — 394 c.: un.

3.4.3. UnTepHeT-pecypcesl:

1. http://www.edu.ru/index.php?page_id=6 ®enepanbhblii mopran Poccuiickoe 00pa3oBaHus



http://www.edu.ru/index.php?page_id=6

13

4. KOHTPOJIb U OHEHKA PE3YJBbTATOB OCBOEHUWA JUCIIUIIJIMHbI

KonTpone u omeHka pe3yiabTatoB ocBoeHHs yueOHoW mucrurumbbl OI1.08 KommbroTepHas
00paboTKa JOKYMEHTOB, OCYLIECTBISICTCS IpENoAaBaTeieM B  XOJE€ TEKYIIEro  KOHTPOJIS
WH/IMBUYaJIbHBIX 00pa30BaTeIbHbIX JOCTHKEHUH U IPOMEKYTOUHOM aTTeCTalllu.

Texkymuii KOHTpPOJb INPOBOAUTCS MpeNofaBaTeleM CleAyoUMMUA (GopMaMH U METOJIaMHU:
YCTHBIN OIIPOC, TECTUPOBAHKE, PEIICHUE MMPOOIEMHBIX CUTYyalui, Oecena, 3aluTa MPaKTUIECKUX padoT,
MIPOBEPKA BHIMOJIHEHHBIX CAMOCTOSATEIBHBIX BHEAYIUTOPHBIX PaloT.

Jis  oOydaromierocs HMHBadWAa MM OOYyYaroIIErocss € OrPaHMYEHHBIMM BO3MOXHOCTSIMU
3JI0pOBbsI OCYILECTBISETCSI BXOAHON KOHTPOJb, Ha3HAYEHHE KOTOPOTO COCTOUT B OIPEICIIEHUH €ro
CTIOCOOHOCTEH, 0COOEHHOCTEH BOCIPHITHS M TOTOBHOCTH K OCBOCHHIO yueOHOro marepuana. @opma
BXOJIHOTO KOHTpOJIA i1 OOy4YaroIMXCs HMHBAIMAOB M  OO0YYalOIIMXCAd C OrPaHUYEHHBIMU
BO3MOKHOCTSIMM 370pOBbsi - B (opme TectupoBanus. Ilpu HeoOxoaumocTu oOydaromumces
IIPEJOCTABIIAETCS IOTIOJIHUTENILHOE BPEMs AJIs IOATOTOBKU OTBETA.

Texkymmii KOHTPOJIb YCINEBAEMOCTH JUIS OOYYAIOUIMXCS WHBAIUAOB M OOYYalOIUXCA C
OTPaHUYECHHBIMH BO3MOKHOCTSIMU 3JIOPOBbSI HMMEET OOJbIIOe 3HAYCHHE, IOCKOJIBKY IT03BOJISIET
CBOEBPEMEHHO BBISBUTH 3aTPYAHEHUS M OTCTaBaHUE B OOYYEHUM U BHECTH KOPPEKTHBBI B YUEOHYIO
nesTenbHocTb. dopMa KOHTPOIIS U1 00y4YarOIIMXCsl YCTAHABIMBAETCS C YU€TOM UX MHMBHIyalbHbBIX
NcUX0(U3NIECKUX 0OCOOEHHOCTEM.

KoHTpoJib 1 oneHka pe3yabTaToB OCBOEHUS TMCHUIUIMHBI OCYIIECTBIISETCS MPEINO0/IaBaTeIeM B
npolecce NMPOBEJCHNUs NPAKTUUYECKUX 3aHATUH, TECTUPOBAHUS, @ TAKXKe BBIMOIHEHUS 00Yy4atoUMMHCS

HUHAUBUAYAJIBHBIX aYJAUTOPHBIX U TOMAIIIHUX 33.IlaHI/II71, CaMOCTOATCIIBHBIX U TPOBEPOUHBIX pa60T.

Pe3ynomamut 06yuenusn Dopmbl u MemoObl KOHMPONA U
(oceoenHble yMEHUA, YCEOCHHbIE 3HANHU) OUEeHKU Pe3yibmamog 00yuenus

YMmerThb:
- pabotaTh C COBPEMEHHBIMH  OINEpalMOHHBIMU | TeKyIIuii KOHTPOJb: pelIeHHe
CUCTEMaMH, TCEKCTOBbBIMU peI[aKTOpaMI/I, Ta6J'II/I‘~IHBIMI/I CaMOCTOATCIIbHBIX, HpOBGquHLIX
MpoIIecCOpaMy, CUCTEMaMU yIIpaBJieHUs 0a3aMu JaHHbBIX, paboT.

nporpaMMamu MOATOTOBKH Mpe3eHTalNMH,
UH(POPMALIMOHHO-TIOMCKOBBIMU CUCTEMaMHU u
MIOJI30BATHCS BO3MOKHOCTSIMU uHpopmannonHo- | [Ipaktuueckue 3ansitust Ne 1- 17,

TEJIEKOMMYHUKAIIMOHHOU ceTn «VHTepHeT»;
- 1po(eCCHOHATBHO OCYILIECTBIAT, HA0Op TEKCTOB Ha
NepCOHATBHOM KOMITBIOTEpE.

3HaThb:

- TEXHUYECKHE CPEACTBA W MPOTpaMMHOE OOecreueHue

IIK;

- TEOPETHUUECKHE OCHOBBI COBPEMEHHBIX | YCTHBIN U MTUCbMEHHBIH KOHTPOJIb O
nH(pOpPMAITMOHHBIX TEXHOJIOTHI o011ero U | TeCTaM C OTKPBITBIMU U 3aKPBITHIMHU

CIICIHUAJIM3UPOBAHHOI'O HA3HAYCHH A, BOIIpOCaMHu, COACPKAUMU HE
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- PYCCKYI0 M JIaTMHCKYIO KJIaBUATypy MEpCOHAIbHOIO
KOMIIBIOTEPA;
- ipaBmiIa opopmienus fokymentoB Ha [1K.

npoOJIeMHBIE ¥ IPOOJIEMHBIE BOITPOCHI
U 33/1aHUs.




