[loKyMeHT NoANMcaH NpoCToit 3NeKTPOHHOM NOANUCHI0
WNHbopmaumsa o Bnagenbue:
®WO: CaboHos Esrenuit Hukonaesny MUWHOBPHAVYKH POCCUU
[omkHocTb: U. 0. gnpekTopa uamnana 00,
Nlata nognvcaus: 25.06.2026 08:08:37 &
YHWUKanbHbI MPOrpaMMHbIA KIKOY: % by é
b97de5ad5173681fbb0b1cbfb8b89c3775d5aa20 g g
Qunuan

(benepaabHOro rocy1apCTBEHHOTO aBTOHOMHOT'O 00Pa30BaTEIbHOTO YUPEKICHHS
BbICILIETO 00pa3zoBaHus «Poccuiickuii rocy1apCTBEHHBIH
TYMaHUTapHbIA yHUBEpcUTET» B T. Jlomone1oBo MockoBckoii o0acTu
(®umman PITY B 1. JloMonenoBo)

Otnenenue cpenHero nmpoheccuoHanIbHOro 00pa3oBaHUs

PABOYAS IPOTPAMMA YYEBHOW JUCHUATLIMHBI

OII11.07 KommbrorepHast 00paboTKa JOKYMEHTOB

CrienuajJbHOCTb:

46.02.01

JlokyMeHTaIMoOHHOE 00ecIeueHUEe YIIPABJICHUS U apXUBOBEACHUE

KBanudukaius crneruaiucToB CpeIHEro 3BeHA:
Creuraiuct 1no JOKyYMEHTAllMOHHOMY 00€CIICUeHHUIO YIIPaBICHUS U

apXUBHOMY J€ITy

Jlomoen0BO

2025 rox



YTBEPX/JEH Pazpabotana Ha ocHOBe TpeOOBaHUI
[TpeameTHON HUKIIOBOM KOMUCCHEN ®denepaabHOro rocyJapcTBEHHOTO
«lucuummuH npoQecCHOHANTBHOTO IUKJIIA TI0
cnenuaibHocTH 46.02.01. JokymMeHTalMOHHOE
o0ecrieyeHre yrpaBieHUs U apXUBOBEICHHUE
IIporokon Ne 2 ot 04 anpens 2025 1.

00pa3oBaTEeLHOTO CTaHIAPTA
cpeaHero nmpogeccuOHaIBLHOTO
obpazoBanus (OI'OC CIIO) mo
cnenuanbHocTH 46.02.01
JloKyMeHTalmoHHOE 00ecTieYeHre
VIPaBJICHUS U apXUBOBEICHUE

Cocrasurens Arockuna O.H. — npenomasarens oraenenus CI1O




COJAEPKAHUE

. TIACIIOPT PABOYEN IMPOI'PAMMBbI YYEBHOH JIUCIUTLIIMHBI
CTPYKTYPA U COJAEP)KAHUE YUYEFHOM JUCIUATIIVHBI
. YCJOBUSA PEAJIN3AIIMA YYEBHOM JUCIUTLIAHBI

. KOHTPO.JIb M OLIEHKA PE3YJbTATOB OCBOEHUS YUEBHOW
JTUCHUTIIVHBI



1. IACTIOPT PABOYEM ITPOTPAMMEI
YYEBHOW JUCIUTIINHBI
«OIIL07 KOMIILIOTEPHASI OBPABOTKA JIOKYMEHTOB»

1.1. O6mas xapakTepucTuka padodeil nporpaMmMbl y4eOHOM AU CHUIIIMHBI

Pabouas mporpamMma AWCHMIUIMHBI SIBJSETCS YacThi0 OCHOBHOW MpogecCHOHATbHON
oOpa3oBatenbHO mnporpammbl B cooTtBercTBUM ¢ PI'OC mno cnenmansHocTH 46.02.01
JoxymeHTanmoHHOe o0ecrieueHre yrpaBIeHsl U apXUBOBEICHHE.

Pabouas nporpamMma AMCHUIUIMHBI MOXET OBITh HCIOJIb30BaHAa B JIONMOJHUTEIHLHOM
npodecCHOHaIbHOM  00pa3oBaHMM (B IporpaMMax  IMOBBIIIEHHWS  KBaTUPUKALMU U
NEPErnoAroTOBKM) U NpOo(PEeCcCHOHAIbHOM TMOJIrOTOBKE IO HAMNpaBIEHHUSIM IOATOTOBKH,
cnenuanbHOCTIM U pabouum npodeccusim CIIO, BXOAAMIMM B COCTaB YKPYIHEHHOH TPYIIIBI
46.00.00 McTopust u apxeosyiorusi.

Pabouas nporpamma JUCHMIUITMHBI MOXKET ObITh alalTUPOBAHA JJIsi 00yUYEHUS! HHBAINIOB
U JIAL C OTPAHUYEHHBIMHU BO3MOYKHOCTSIMH 3/I0POBbSI.

1.2. MecTOo AMCHMILJIMHBI B CTPYKTYpPe OCHOBHOI 00pa30BaTe/IbHOM MPOrpaMMbI:

Vuebnas maucuumuHa «OIIL[.07 KomnbroTepHast o0paOoTKa IOKYMEHTOB)» SIBISETCS
00s13aTeIbHOM YacThio oomenpodeccrnonanpHoro mukiaa OIl B coorBerctBumn ¢ ®I'OC CIIO mo
cneruanbHocTH 46.02.01 JlokyMeHTalmoHHOE oOecTieueHNe YIPaBICHUs U apXUBOBEACHUS.

JucrurHa «KommbrorepHas o0paboTka JOKYMEHTOBY BXOJUT B
obmenpodeccHOHaIbHBIA IMKJI M HampaBieHa Ha (QOPMUPOBAHUE CIICAYIOMIMX OOLIMX
kommneteniui (OK) u npodeccrnonansupix komnetenimi (ITK):

Kon HaumeHoBaHMe pe3yJibTaTa 00y4eHHs
OK 01 BeiOupate crnocoObl pemieHust 3agad  Npo(hecCHOHAIBHOM AeATeNbHOCTH
MPUMEHHUTEIBHO K Pa3IMYHbIM KOHTEKCTaM
OK 02 Hcnonb30BaTh COBpEMEHHBIE CPEACTBA MOMCKA, aHAlW3a U WHTEPIPETAUN

uHpoOpMaMy, W WHPOPMALMOHHBIE TEXHOJOTHH JUIS BBITIOJHEHUS 33734
npo¢eCCUOHATILHON AEATEIbHOCTH

OK 04 D¢} dexTUBHO B3aUMOACHCTBOBATh U padOTATh B KOJIJICKTUBE U KOMaH/IE

K 1.1 OcymiecTBasATh IpUEM-TIEPEIaYy YIIPaBICHYECKONH HHPOPMAIIMKA C TTOMOIIBIO
cpeacTB HH(GOPMAITMOHHBIX 1 KOMMYHHKAIIMOHHBIX TEXHOJIOTHMA

K 1.5 Bnaners cnocobamu opraHuzanuu padoyero MpOCTPAHCTBA NPUEMHOU H
KaOMHETa PyKOBOIMUTEIIS

K 1.7 Odopmrats OpraHN3alMOHHO-PACIIOPSIUTENbHbBIE JIOKYMEHTBI u

OpTraHU30BbIBATH pa60Ty C HHMMH, B TOM YHCIC C HUCIIOJIb30BAHUEM
ABTOMATU3UPOBAHHBIX CUCTCM

1.3. leas n niiaHupyemMblie pe3yabTaThl 0CBOEHUS THCIHILINHBI:
Llenpro TUCIMIUTIHEI SIBIISIETCS] PUOOPETCHUE TEOPETUIECKHI 3HAHUI M TPAKTHUECKHX
yMEHHH B 00J1aCTH KOMIIBIOTEPHON 00paOOTKH TOKYMEHTOB.
Juctmza ««KoMmberotepHast 00paboTKa TOKyMEHTOBY IPOJOIDKaeT (POPMUPOBAHUE
MH()OPMAIIOHHBIX KOMIIETSHIINH Oy IyIINX CIICIUATNCTOB, Pa3BUBACT HABBIKU
po(heCCHOHATBHOTO OCYIIECTBICHNS HA0Opa TEKCTOB HA IIEPCOHATBHOM KOMITBIOTEpE, YUHUT
NPUMEHSATH MpaBHuiIa 0QOpMIICHHSI JOKYMEHTOB Ha MIEPCOHATEHOM KOMITBIOTEPE.

Koa IIK, OK | YMenusn 3nanus

OK 01 - BBITIOJIHATH TPEOOBAHUS - IIpaBWJIA II0 OXpaHE TPyJa U TEXHUKE
OK 02 10 OXpaHe TPyJa U TEXHHUKE 0€301acHOCTH;

OK 04 0€e301acHOCTH; - IpaBUJIa OPraHU3aIuu pabovdero Mecra
K 1.1 CeKpeTrapsl U pyKOBOJUTEIIS;




K 1.5
K 1.7

- OpraHu30BbIBaTh pabouee
MECTO JJIsl MaKCUMaJIbHO
s dexTuBHOM pabOTHI;

- mpoecCHOHAITBHO
OCYILECTBIIATH HAOOp,
(dbopmaTHpoBaHUE, BHIBOJ HA
revaTh, COXPAaHEHUE TEKCTOBOU H
¢ poBoi HHPOpPMALUU HA
MEPCOHAILHOM KOMITBIOTEPE;

- YUTATh, IOHUMATh U
UCTIPABJIATH MPOEKTHI JOKYyMEHTOB,
C MCIIOJIb30BaHUEM CIIPABOYHO-
NPABOBBIX CHCTEM;

- IUTAaHUPOBATh pabodee
BpEMsl, UCTIOJIb3Ys
Npe/ICTaBlICHHBIC 3a/1aHHS,
mporpaMMHoOe obecrieueHne u
HCXOJIHYIO IOKYMEHTAIIHIO;

- BEIOMpaTh TEXHOJIOTHIO
CO3J1aHMs TOKYMEHTA;

- TTOJIb30BAThCS
COBPEMEHHBIMH CPEJICTBAMH CBSI3U
U OPITEXHUKOU;

- ACTIOJIh30BATh TEXHOJIOTUHU
cbopa, paMeneHusl, XpaHEHUS,
HaKOIUICHHsI, IPeoOpa3oBaHus U
nepeaayn TaHHbBIX B
npodeccrnoHabHO
OPHEHTHPOBAHHBIX
WHPOPMAIIMOHHBIX CUCTEMAX;

- CHOJIb30BAaTh B
poeCCHOHATBHOU IeATEIILHOCTH
pa3IUYHbBIE BH/IBI IPOTPAMMHOTO
oOecrieueHus, B T. 4.
CTIEIMAIBHOTO; IPUMEHSTH
TEJIEKOMMYHHUKAIIMOHHBIE
CpelCTBa;

- obecrieunBaTh
HHPOPMAIMOHHYIO 0€30TTaCHOCTE;

- OCYIIIECTBIISITH TTOUCK
HE00X0IMMOH HH(pOPMAIHH.

- PYCCKYIO M JIATHHCKYIO KJIaBHATYPHI
HEePCOHAIBHOTO KOMITBIOTEpa

- mpaBwia O(OPMIICHHS TEKCTOBBIX
JIOKYMEHTOB Ha MePCOHATIBHOM
KOMIIBIOTEPE;

- cocraB, (QYyHKIMH M BO3MOXKHOCTH
UCIIOJIb30BAHUS MH(POPMAIMOHHBIX U
TEJIEKOMMYHHUKAIIHOHHBIX TEXHOJIOTHIA B
1po(eCCHOHATBHOM JIeSITEIbHOCTH;

- OpraHM3alUI0  JIESITEIBHOCTH  C
UCIIOJIb30BaHUEM aBTOMAaTH3UPOBAHHBIX
pabounx mect (APM), nokaimbHBIX U
OTpPACIIEBBIX CETE;

- HPUKJIaTHOE POrpaMMHOE
obecrieyeHne W UH(POPMAIMOHHBIC
pecypcsl B JTOKYMEHTAIHOHHOM
obecrieueHNN yTIpaBICHUS u
APXUBOBCIACHUH,

- OCHOBHBIE METOJABl M HPUEMBI
obecrieueHust UH()OPMAIIMOHHOW
0€30MacHOCTH.




2. CTPYKTYPA Y COJEPKAHUE YUYESHOM JUCITATIIAHBI

2.1 O0bém yueOHON M CHMILIMHBI M BUABI Y4e0HO0I padoThI

Bua yueOHoii padoThI

O0BéM B yacax

O01bem o0pa3zoBaTeIbHON MPOrpaMMbl YU€OH Ol JUCIIUNIHHBI 120
B T.4. B popMe MPaKTHYeCKOIl MOATOTOBKH 40
B TOM YHCIJIE:

TEOpEeTHIECKOE 00YICHHE 20
NPaKTUYECKUE 3aHATHS 60
Camocmosmenvrnas paboma 36
[IpomexyTouHas aTTectays B (hopMe aTTeCTalluy C OLIEHKOH B 5 4

CEMECTPEC 1 DK3aMCHA B 6 CEMECTPE




2.2. TemaTnuecKHii IJIAH U cCoiePKaAHUE YIeOHOM U CIIM T HBI

Koanl
Oo0bemMm, ak. 4. / KOMIIETEeHIM A,
HaumeHnoBaHue C 6 B TOM YHCJIE ¢popmupoBanuio
pazIeN0B oJepKaHue Y4eOHOro MaTepuasia B bopme KOTOPBIX
o Tem U ()OPpMBbI OPraHU3 AN UM JAeATEJTbHOCTH 00y4aI0IIUXCS HpaKTHYeCKoii cocoBeTByer
MMOATOTOBKH, aAK. 4. 3JIEMEHT
MpPOrpamMMbI

Paznen 1 Opranu3anusi KOMINbIOTEPHOI 00padoTKH T0KYMEHTOB 6
Tema 1.1 Conepxxanue yueOHOro MaTepuaja 6 OK 01,
CoBpemeHnHbIe CoBpeMeHHbIE TEXHUYECKUE CPEICTBA CO3/IaHUS TEKCTOBBIX IOKYMEHTOB 2 OK 02,
TeXHHYECKHeE [enu u 3agaun y4eOHOM TUCIUIUTUHBL. PO TUCIUTUIMHEI B PO ECCHOHAILHON OK 04,
CpeACTBA CO3AaHUSA | MOArOTOBKE crienuanicta. CoBpeMEHHbBIE aBTOMATU3MPOBAHHBIE CPEACTBA CO3IAHMS K 1.1
TEKCTOBBIX TEKCTOBBIX JIOKYMEHTOB. 2 K 1.5
AOKYMCHTOB [TpaBuna TexHUKH OE30MACHOCTH U TUTHEHUYECKHUE PEKOMEHIAINH TTPH UCTIOIB30BAaHUU

cpenctB UKT B mpodeccroHanbHOM e TeTbHOCTH.

B TOM UHCJI€ MPAKTUYECKUX U TAOOPATOPHBIX 3aHATHI:

B TOM 4HcC/Ie NpaAaKTHYECKUX 3aAHATHI U J1a00PATOPHBIX padoT

IIpakTnueckoe 3ansitue 1. Opranuzanus pabodero mecta u TpyJia orneparopa. 2

CamocrosiTesbHasi padora. Cucremarnueckas npopaboTKa KOHCIEKTOB JIEKIUI 1

MPAKTUIECCKUX 3aHATHH, YICOHOH ¥ CIIeMaIbHON TEXHUISCKOU JTUTepaTyphI (110 6

BOIpOcaM K naparpadam, riaBaM y4eOHbIX TOCOOUI, COCTABIEHHBIM MPETO1aBaTEIIEM )
Pa3nen 2 OcBoeHue, npuMeHeHNEe U COBEPIIEHCTBOBAHNE HABBIKOB 21/5

«CJICTIOr0» IeCATUIIAJIBIIEBOI0 MeTOAa Habopa
Tema 2.1 OcBoenne | Cogep:kanue y4eOHOro MaTepnaa 16 OK 01,
KJIaBUATYPbI OcBoeHHE KITaBHATYPhl IEPCOHATLHOTO KOMITbIOTEPA (PYCCKUMA MIPUPT) OK 04,
NePCOHAJILHOTO Cxema knaBuaTypsl. «CIenoi» aecaTunaibleBblii MeTO1 KJIaBUATypHOTo Habopa, ero 5 MK 1.1

BO3MO>KHOCTH, MIPEUMYIIECTBA U 3PPEKTUBHOCTS. IIK 1.5




KOMIIbIOTEpa
(pycckmii mipudr)

BykBbI ¥ 3HaKK TIPEMUHAHUS PYCCKOM Ki1aBHaTyphl. Mcmons3oBanue kiapumn Shift u
Caps Lock.

B TOM 4nciie NPAKTHYECKUX U JIA0OPATOPHBIX 3aHATHIA:

BrimonHeHne ynpakHEHU Ha OCBOCHHE TEXHUKHU U CKOPOCTH KOMIIBIOTEPHOTO Habopa
TEKCTOBOM MH(OPMAIMK 110 OCHOBHOMY DSy KJIIaBUATYpBhI.

IIpakTHyeckoe 3ansitne 3. BIoTHEHHE yIPaXKHEHUH HA OCBOCHUE TEXHUKU U CKOPOCTH
komnbioTepHoro IlpakTnyeckoe 3ausiTue 2. HAOOPa TEKCTOBOM MHPOPMALIUH TIO
OCHOBHOMY U BEPXHEMY psJiaM KJI1aBHATYPHL.

IIpakTHyeckoe 3ansitue 4. BeinoiHeHNe ynpa)xHEHUH HA OCBOEHUE TEXHUKU U CKOPOCTH
KOMIIBIOTEPHOT0 Habopa TeKCTOBOK MH(DOPMAIUH 110 OCHOBHOMY, BEPXHEMY M HUKHEMY
psaaM KiaBHaTyphbl.

IIpakTHyeckoe 3ansitue 5. BrimoHeHNe ynpa)kHEHUH HAa OCBOGHHE TEXHUKU Habopa
TEKCTOBOU U LM(POBOM HHPOPMALIMHU C UCTIOIH30BAHUEM 3HAKOB MPENMHAHUS U IUPP
4eTBEPTOTO Psiia KIIABUATYPBI.

MK 1.7

Tema 2.2
Odopmienue
Hu@ppoBoro
MaTepuaja

Conepxanue yueOHOro Marepuasa

Odopmienue udpoBoro Mmarepuaia

Hudpsr apadbckue. Pumckue uncna. Bumgsr npodeit. MHOTO3HAYHBIC YKCIIA.

OcBoenue Tabauysl cumgonos; 3HaKu, ynotpeodisiemble ¢ nuppamu.

Pab6ota ¢ manensto Cnucox (HyMepOBaHHBIN, MapKUPOBAHHBIN)

B TOM 4ncie IPAKTHYECKUX U JIA0OPATOPHBIX 3aHATHI

IIpakTHyeckoe 3ansitue 6. YrorpebiaeHue ynces apadCKUX U pUMCKUX B TEKCTOBBIX
paborax. [lapamerpsl HyMepOBaHHBIX, MAPKUPOBAHHBIX CIHCKOB.

OK 01,
OK 02,
OK 04,
IIK 1.1
K 1.5
IIK 1.7

CamocrosTeabHas padora. CucremaTuieckas mpopadoTKa KOHCIIEKTOB JICKIIMHA U
NPaKTUYECKUX 3aHATHH, Y4eOHON U CTIeUabHON TEXHUUECKOW JIUTEpaTyphl (I10
BOTIpOCaM K naparpadam, riiaBaM y4eOHbBIX MOCOOUH, COCTaBICHHBIM MPETIOIaBATEIIEM )

Paznea 3

OcHoBHbBIE InpaBuJja Q)OPMaTHpOBaHI/IH TEKCTa

12/2

Tema 3.1
TpeboBanus k

Conepxanue yueOHOro Marepuasa:

TpeboBanus k 0HOPMIICHUIO CTPAHULIBI

Pa6ota ¢ nanensto [1apameTps! cTpaHuULIbL.

OK 01,
OK 02,
OK 04




odopmieHHIO Pabora ¢ nanensro A63an. HasHauenne (yHKIMOHAIBHBIX KJIABUILIEH. MK 1.1
CTPaHULIbI Pabora ¢ OpIcTpbIMH KIaBHIIAMH. K 1.5
B TOM 4ncie IPAKTHYECKUX U JIA0OPATOPHbIX 3aHATHI 2 K 1.7
IIpakTHyeckoe 3ansitue 7. YrorpediaeHue o0ImeynoTpeOUTeIbHBIX COKPALICHUH B 5
TEKCTOBOM JIOKYMEHTE.
Tema 3.2 Coaepixkanue yaeOHOro MaTepraJa 4 OK 01,
Odopmiienue OdopmiieHre 3aroJIOBKOB M T10/13ar0JIOBKOB K TEKCTY. 1 OK 02,
3aroJIOBKOB M [TpaBuna oopmIiieHHUS 3ar0JIOBKOB U TOA3ar0JIOBKOB. OK 04
M0/3ar0JIOBKOB K | B ToM umMc/ie NPAKTHYECKHX U J1A60PATOPHBIX 3aHATHIL 3 IK 1.1
TEeRCTY IIpakTuyeckoe 3ansitne 8. OQopmiieHHE 3ar0JI0BKOB U M10J[3aT0JIOBKOB K TEKCTY. 1K 1.5
3 K 1.7
Tema 3.3 lIpuémbr | Coaepskanue y4eOHOIo MaTepuaJa: 4 OK 01,
Bbl/IeJICHUS [Tpuémebl BBIIETICHUS OTACTBHBIX (PparMeHTOB TEKCTa OK 02,
OT/IeJIBHBIX OcHOBHBIE BHJIBI IPH(PTOB. 1 OK 04
¢parmenToB Pa6ota ¢ nanensio Illpughm: mogaépkuBanue, pa3psAaKa, yINIOTHEHUE, )KUPHBIHA mpUdT, MK 1.1
TEeKCTa NPONKCHBIE OYKBBI, MaJIble MPONUCHBIE OYKBBI. IK 1.5
B TOM ymc/Ie NPAaKTHYECKHX U JIA00PaTOPHBIX 3aHATHI 3 LK 1.7
IIpakTuyeckoe 3ansitue 9. [Ipumenenue npuEMOB BbIICICHHS OTIEIbHBIX (PparMeHTOB 3
TEKCTOBOI'O IOKYMEHTA.
CamocronTeabHas padora. CucremaTuieckas mpopadoTKa KOHCIIEKTOB JICKIIMHA U
NPaKTUYECKUX 3aHATUH, Y4eOHON U CTIeUaIbHON TeXHUUECKOW JIUTEpaTyphl (I10 5
BONpocaM K naparpadam, riiaBaM y4eOHbIX T0OCOOUH, COCTaBICHHBIM IIPENoaBaTeIeM )
Paznen 4 Odopmiienue pa3JM4YHbIX BUIOB TEKCTOBBIX PadoT 12/10
Tema 4.1 [lpaBuna | Coaep:xanue yueOHOro MaTepuasia: 12 OK 01,
¢dopmaTupoBanus [TpaBuia popMaTHPOBaHUS OTAEIBHBIX PEKBU3UTOB TEKCTA OK 02,
OTACJIbHBIX [TpaBuna opopmiienus: OudbarorpaduuecKux CBEACHUH, B T.4. JIEKTPOHHBIX PECYPCOB. OK 04
PEKBU3UTOB TEKCTA | [TpaBmia 0OpMIICHHSI CHOCOK / CCBUIOK Ha HCTOYHHKH K TEKCTY. 2 K 1.1
[TpaBuna oopMiIeHHSI MHOTOYPOBHEBOTO CcIMCKa. PyOpukarnus Tekcra. K 1.5




[IpaBuna odopmiieHHs MPUMEYaHUN, TPHIIOKEHUN B TEKCTOBOM JJOKYMEHTE.

[IpaBuna odopMieHUs] MHOTOCTPAaHUYHOT'O TEKCTOBOrO TOKyMeHTa. HyMepauus ctpaHuil.

PaboTta ¢ pykonucho. 3HaKu KOPPEKTYPHOU MPABKH.

B ToMm umncie MNPAKTUICCKUX H J'laﬁOpaToprIX 3aHSATHI

10

IIpakTuyeckoe 3ansitne 10. Odopmiienne cHOCOK / OMOIMOrpadUuecKuX CChIJIOK Ha
UCTOYHHK B TeKcTe. OdopmiieHre cicKa UCHOIb30BaHHBIX HCTOYHUKOB.

IIpakTuueckoe 3anstue 11. Opopmienue TuryapHoro aucta. OpopmieHue
OTJIaBIICHHS/CO/ICPIKAHHS.

IIpakTuyeckoe 3ansitne 12. BeinmonHeHre MHOrOCTPAaHUYHOTO TEKCTOBOTO JIOKYMEHTA C
HyMepauuen CTpaHuLl.

IIpakTnyeckoe 3ansitne 13. Pa6ota ¢ pykonucero. OpopmiieHre TEKCTOBOIO JOKYMEHTa
10CJIe KOPPEKTYPHOM MPaBKH.

MK 1.7

CamocrosiTesbHasi padora. Cucremarnueckas mpopaboTKa KOHCIEKTOB JEKIUI 1
MPAKTUIECKUX 3aHATUH, YICOHOH U CIIeMaIbHON TEXHUISCKOU JTUTepaTyphI (110
BOMpOCaM K naparpadam, riaBaM yueOHbIX TOCOOUMN, COCTABICHHBIM MPETIOIaBATEIIEM )

Pa3zmen 5

N3yyeHue TaTHHCKOI KJIABHATYPHI

8/6

Tema 5.1 OcBoenne
KJIABHATYPbI
NMePCOHAIBHOTO
KOMIIbIOTEpa
(MaTMHCKUIA

mpudgr)

Conepxxanue yueOHOro MaTepuaia

OcBoeHue KI1aBUaTypbl IEPCOHAIBHOTO KOMIIbIOTEpa (JTATUHCKUHN MIPUQT)

Cxema JaTHHCKOH KJIaBUATypbl. ByKBBI M 3HAKM TIPENTMHAHUS, OCOOBIE 3HAKH JIATHHCKON
KJIaBUATYPBI.

B Tom 4HciIe NpaKTHYECKUX U JIA00PATOPHBIX 3aHATHI

IIpakTuyeckoe 3ansitne 14. BeinonHeHne ynpaxHeHUH Ha OCBOCHUE TEXHUKH U
CKOPOCTH KOMITbIOTEPHOT'0 Habopa TeKCTOBOM MH(OPMAIIUK 110 OCHOBHOMY PSITY
KJIaBUATypbl. BeINONIHEHNE ynpaXXHEHUI Ha OCBOEHHE TEXHUKU U CKOPOCTH
KOMIIBIOTEPHOT0 Habopa TEeKCTOBOK MH(POPMAIIUH 110 OCHOBHOMY M BEPXHEMY DSy
KJIaBUATYyPBL.

IIpakTHyeckoe 3ansitne 15. BeinonHeHue ynpaxHeHUH Ha OCBOCHUE TEXHUKH U
CKOPOCTH KOMITbIOTEPHOI'0 Habopa TeKCTOBOM MH(OPMAIK [0 OCHOBHOMY, BEpPXHEMY U
HIDKHEMY DPsily KJIaBUATYpbl. BeIMoHEeHNe ynpaXHEHU Ha OCBOCHHE TEXHUKH Habopa

OK 01,
OK 04
K 1.1
K 1.5
IIK 1.7




TEKCTOBOM M U(PPOBOM MHPOPMAIIUU C UCTIOJIH30BAHUEM IU(PP U 0COOBIX 3HAKOB
4eTBEPTOTO PsiJia KIaBUATYPHIL.

CamocrosTeabHas padora. Cuctemarnyeckas NpopadoTKa KOHCTIEKTOB JICKIIMNA U

MPaKTHYECKUX 3aHATHH, yUeOHOW M CTICIIMAIbHON TEXHUYECKOM JIMTepaTypsl (110 5
BOMPOCaM K naparpadam, riiaBaM yueOHbIX MTOCOOUH, COCTABICHHBIM MPETIOIaBATEIIEM )
Pa3nen 6 KoucTpyupoBanue Tadmu 6/4
Tema 6.1 Coaep:kanue y4e0HOT0 MaTepuaja 6 OK 01,
®opMaTHpoBaHue ®OpMaTHPOBAHUE PEKBU3UTOB TaOIHIIBI OK 02,
PEeKBH3HTOB PEKBU3UTBI ¥ CTPYKTYPHOE MOCTPOEHHE TAOIUIIBL. 2 OK 04
Ta0 MBI B ToM 4nc/Ie NPAKTHYECKUX H JA00PATOPHBIX 3AHITHI: 4 IK 1.1
IMpakTuyeckoe 3ansitne 16. KoHcTpynpoBaHue TOI0BKY K TaOJIHIIaM: TIPOCTAs, 5 1IK'1.5
CII0KHas, YCI0KHEHHAS. IK 1.7
IIpakTuyeckoe 3ansitne 17. KoncTpynpoBanue 60KOBHKA K TabIMLIaM: TEKCTOBOM
(TpoCTOH, YCIOXKHEHHBIN), TN(PPOBON, CMEIITAHHBIH. 2
[{udpossie rpads! B TaOnULAX.
Paznen 7 Komnblorepnasi 00padoTka 0OCHOBHBIX BH/I0B JIOKYMEHTOB 14/13
Tema 7.1 Conepxxanue yueOHOro MaTepuaja 15 OK 01,
Komnbrotepubie KoMmIbroTepHbIe TEXHOIOTUY MOJIIOTOBKHU IOKYMEHTOB OK 02,
TEeXHOJOTHH PeKBH3HTHI U CTPYKTYPHOE TIOCTPOEHHE JOKYMEHTA. 5 OK 04
HOATOTOBKH AxTyanusanus HHQOPMAIUK MOCPEICTBOM CIIPABOYHO-TIPABOBOI CHCTEMBI. IK 1.1
JIOKYMEHTOB B ToM unc/Ie NPAKTHYECKHX H J1a00PATOPHBIX 3AHATHIA: 13 K 1.5
IIpakTnueckoe 3ausitue 18. KoMmmproTepHas 00pab0oTKa OCHOBHBIX PEKBHU3UTOB 5 HK 1.7
JOKYMEHTA.
IIpakTuyeckoe 3ansitne 19. KomnbrorepHast 00paboTka opraHn3alimOHHON 4
JOKYMEHTAIIHH.
IMpakTnuyeckoe 3ausitue 20. KoMmmbroTepHas 00paboTKa pacopsIuTeIIbHOM 3
JOKYMEHTAIIUU
IIpakTuyeckoe 3ansitne 21. KomnbrorepHast 00paboTka HHPOPMALIMOHHO-CITPABOYHOM 5

JIOKYMEHTALUH.




IMpakTueckoe 3ausitue 22. EMIloaroroBka TekcToBOro JTOKyMeHTa. PaboTa ¢ MakeTomM
MHOTOCTPAHUYHOTO JOKYMEHTA C UCIOIb30BAHUEM CIPABOYHO-TIPABOBOM CUCTEMBI.

CamocrosiTesbHast paboTa. BrinonHeHne MHANBU Ty AJIbHBIX IPAKTUYECKUX 3aJaHUMN 110
OCYUIECTBJICHUIO HH(OPMAIIMOHHON PabOThI MO JOKYMEHTaM, B TOM YHUCJIE C
UCIIOJIb30BAHUEM OPITEXHUKH, IPOIPAMMHBIX CPEJCTB YUETA, XPAHEHUS U IIOMCKA
JOKYMEHTOB U JIPYTHX CIICIHATU3UPOBAHHBIX 0a3 JaHHBIX; IO MIPUHATHIO MEP I10
YHOPSIOYEHUIO COCTAaBa JOKYMEHTOB M MH(POPMAIIMOHHBIX TTOTOKOB, COKPAILIEHUIO UX 10
KOJIMYECTBA U ONTUMU3ALIMN JOKYMEHTONOTOKOB OpraHU3alliuy; M0 CO3AaHUIO
CIPAaBOYHOIO armnapaTa 1o JOKyMEHTaM C 1eJblo oOecrieueHust yA00HOro U ObICTPOro ux
noucka. BeinonHeHne nHANBUYaNbHBIX MPAKTUUECKUX 3aJJaHUH IO pa3paboTke

JIOKAJIBHBIX HOPMATHUBHBIX aKTOB OpraHu3aluu 1o BOIIpocaM NJOKYMEHTAIITUOHHOI'O

obecrneueHus YHOPAaBJICHUA U apXHUBHOT'O ACJIa

IIpome:kyTouHasi aTTecranus B popme IK3aMeHa 4

BCEI'O 120




3. YCJIOBUSI PEAJTU3ALMU YUYEBHOM JUCHUTIIMHBI

3.1. TpeOoBaHNSI K MUHUMAJBHOMY MATEPUAIBLHO-TEXHHYECKOMY 00ecreyeHUIo
Jliist peasiM3anuy porpamMMbl y9eOHOW JTUCITUTUTHHEI TOJDKHBI OBITH TTPEyCMOTPEHBI CIICTYIOIIHE
CHCIIMAITLHBIC TIOMEIICHHS

Jlaboparopust «KomribroTepHoit 00pabOTKH JOKYMEHTOBY.

O0opynoBanue 1ab0paTOpUH:

- Kowmmbrorepnsiii kimacc, coaepxkamuid 15 KomMmbloTepoB, OOBEIWHEHHBIX B
JIOKaJIbHYIO CETh;

- pabouee MECTO MIperoiaBaTels, 000pyTI0OBaHHOE KOMIIBIOTEPOM,
BUJICONPOEKTOPOM, 3KpaHoM, MDO;

- mkad A XpaHEHUs  yYeOHBIX TOCOOWIA, JJCKTPOHHBIX HOCHTENEH C
00y4arolMMHu IporpaMMaMu;

- HarJIsIHbIE TIOCOOuS (CTEH IBI);

- y4eOHO-METOJMYCCKHA KOMIUICKC JUCIUIUIMHBL. TEXHUYECKHE CpEeICTBA OOYYCHUS:
- MyJbTUMEIUHHOE 000pYI0BaHHE.

IIporpammHuoe oGecnieueHue:

1. Desktop School ALNG LicSAPk MVL.

a. Office ProPlus All Lng Lic/SA Pack MVL Partners in Learning

b. Windows 8/

2. Nnarepuet-Opay3sepsl Google Chrome, Firefox.

3.2. MupopmanuonHoe odecrneyeHne 00yuYeHus

OcHoBHas JuTEpaTypa

1. bapunoBa, E.b. ONEeKTPOHHBIA  apXWB :  Y4eOHMK Ui  CpPEIHEro
npodeccuoHaibHoro obpazoanusi / E. b. bapunoBa. — Mocksa : M3gartensctBo FOpaiiT,
2025. — 166 c. — (ITpodeccuonansHoe oOpazoBanue). — ISBN 978-5-534-17004-7. — Texcr :
anexkTpoHHbld  //  OOpasoBarenbHas — 1atdopma  FOpaidr [caiiT]. —  URL:
https://urait.ru/bcode/568565.

2. JlokyMeHTOBe/IeHHe : Y4eOHUK M MPAaKTUKYM Ul CPeHEro npodeccuoHaIbHOTOo
obOpazoBanusi / moja pemakument JI. A. [loponunoit. — 4-e usn., mepepad. u gom. — Mocksa :

WznatensctBo KOpaiit, 2025. — 336 c. — (IIpodeccuonansruoe obpazoBanue). — ISBN 978-5-
534-19113-4. — Texkcr : snekTpoHHbIH // OOpa3zoBaTenbHas miaargopma FOpaiit [caifr]. — URL:
https://urait.ru/bcode/560925.

3. Kopuees, U. K. JlokymMeHTanoHHOE oOOecreYeHue YIpaBieHHUs: Y4eOHUK U
MPaKTUKYM A cpenHero npodeccuonansHoro obpaszoBanusi / U. K. Kopuees, A. B. Ilmenko,
B. A. Mamrypues. — 2-e u3n., nepepad. u jgom. — Mocksa : M3garensctBo Opaiit, 2022, —
384 c. — (ITpodeccuonaimsroe obOpazoBanue). — ISBN 978-5-534-05022-6. —  Tekcr:
anekTpoHHbld  //  OOpazoBarenpHas  1wiarpopma  FOpaitr  [caiit]. —  URL:
https://urait.ru/bcode/472550.

JdomosHuTeabHas JuTEpaTypa
4, Ky3Henos, n. H. JlokyMeHTalnOHHOE obecrieueHue YIIPABJIEHUS.
JIokyMeHTOO00pPOT ¥ JETONPOM3BOJACTBO: YYEOHMK M MPAKTUKyM Ui CPEIHEro
npodeccuonansaoro oopasosanwus / M. H. Ky3nenos. — 3-e¢ u3n., nepepab. u jgon. — Mockga:
WznarensctBo KOpaiit, 2022. — 462 c. — (IIpodeccuonansruoe obpazoBanue). — ISBN 978-5-



534-04604-5. — TexcT: snexTpoHHbIH / OOpa3oBarenbHas miargopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/470020.

5. Ueprkosa, E. A. Craructuka. ABromaTtu3zaius o0paboTku nHpopManuu: yaeOHOe
nocobwue it cpeaHero npodeccruonanbHoro oopasosanus / E. A. UepTkoBa. — 2-e u3., UCTIp. U
morm. —  MockBa: MspmatensctBo  FOpaiir, 2022. — 195c¢.—  (IIpodeccuonanbuoe

obpazoBanue). — ISBN 978-5-9916-9342-4. — Texct: anekTpoHHbl // OOpazoBarenbHast
wiargopma FOpaiit [caiir]. — URL.: https://urait.ru/bcode/471306.

JlonoJHuTeIbHbIe HCTOYHUKH

1. TOCT P 2.106-2019. Hammonanbubiii cranmapt Poccuiickoit ®enepanmu. Enwnas
cucrema KoHCTpyKTopckoit nokymeHtauuu (ECKJI). TekcroBeie ToKyMeHTHI (YTB. U BBEIEH B
neiicrue [Ipukazom denepanbHOro areHTCTBA 0 TEXHUYECKOMY PEryJIMPOBaHUIO U METPOJIOTUU
(Pocctanmapr) ot 29.04.2019 No 176-cT) (B mocieaHe peaakiium).

2. TOCT P 7.0.97-2016. HanmonansHbiii ctangapt Poccuiickoit @enepaunu. Cucrema
CTaHJapTOB 1O wuH(popmanmu, OubanoTeyHoMy u uzgarenbckomy geny (CHUBU/).
OpraHu3anmoOHHO-PACTIOPSAUTEIbHAS JOKyMEHTAIMA. TpeOoBaHus K 0pOPMIICHHIO JTOKYMEHTOB
(yrB. IIpuxazom denepalbHOrO areHTCTBA MO TEXHUYECKOMY PETYJIMPOBAHHUIO U METPOJIOTHH
(Poccrangapr) ot 08.12.2016 Ne 2004-cT).

3. TOCT 7.32-2017. MexrocyaapcTBeHHbIid cragaapT. CucremMa CTaHAApTOB IIO
uHpopmarmu, OubnmoredyHomy u wuzgarensckomy geny (CHUBUJ). Otuér o Hay4HO-
uccnenosarenbckor padore (Otuér o HUP). CrpykTypa m mpaBuna opopmiieHusi (BBEIEH B
nercreue IIprukaszom denepabHOrO areHTCTBA 110 TEXHUYECKOMY PEryJIMPOBAHUIO U METPOJIOTMHU
(Poccranmapt) ot 24.10.2017 Ne 1494-ct) (c IlonpaBkamu).

HNHuTepHer-pecypcsl

1. CrnpaBouno-npaBoBas cucrema «KoncynbranT [lmtoc». Oduunansusiii caiit CIIC
«Koncynprant mitocy [InextporHsiid pecype] . URL: http://www.consultant.ru/

2. CnpaBouHo-nipaBoBasi cucrema «l'apant» [DnekTponHsbIi pecypc] . URL:garant.ru

3. Cnpasouno-nipaBoBas cucrema «Koncopuuym Konekc» [OnexkTpoHHbI pecypc] .
URL: Konekc - [Ipodeccnonansusie cipaBounbie cuctemsl - Kogeke (kodeks.ru)

4. Od¢unmanpHbIi caliT mporpaMMsl Ais pacrio3HaBanus Tekcta ABBY'Y FineReader.
OdunmanbHbIN caur KOpIiopanuu Adobe. [OnexTpoHHBII pecypc] URL:
https://www.abbyy.com/ru-ru/Finereader/

5. Od¢urmmaneubiii caiit Microsoft Office. Crpaska. O¢unmanbsHelil caiit Microsoft
[Dnextponnstii pecype] . URL: https://support.office.com/

6. Odc¢unmansubiit cailT komnanuu Google. CnipaBka Google. [DnekTpoHHbIH pecypc]
URL.: https://support.google.com

7. Odummaneubiii caiit Supekc-muck [Dnextponnsiit pecypc] URL: fAnpekc./luck
(yandex.ru).

8. Odurmanpueiii caint O6mako meit. [Dnektponnsiit pecypc] URL: O6mako Mail.ru

9. ["azera «THpOpMaTuKa» uznarenbckoro noMa «IlepBoe ceHTAOps [ DNeKTPOHHBIN

pecypc]. URL: https://inf.1september.ru

10.  Kypman «Mudpopmatuka u oOpasoBaHme» [DnekTpoHHBIH pecypc]. URL:
http://infojournal.ru

11. http://Wwww.znanium.com — syekTpoHHast OMOIMOTEYHAS] CHCTEMA

12. https://urait.ru — snexrponHast 6UOIMOTEYHAST CUCTEMA

CocraB nporpammuoro odecnevenus (IIO), coBpemMeHHBIX NPO(deccHOHATBHBIX 0a3 TaHHBIX


https://urait.ru/bcode/471306
http://infojournal.ru/
http://www.znanium.com/
https://urait.ru/

B/l u undopmammonno-cnpaBounsie cucrem (MCC) (2025 r.)

Crioco0 pacrpocTpaHeHHS
Ne HaumenoBanue 110 [TpowusBoauTEnD (nuyensuontoe ww
c80000HO
pacnpocmpansiemoe)
1 Windows server https://www.microsoft.com JIuneHnsnonnoe
2012
5 Microsoft office https://www.microsoft.com JIuneHnsuonHoe
2010/2013
3 KOMIIAC-3D LT https://kompas.ru/kompas-3d- CB0001HO
It/about/ pacrnpocTpaHseMoe
4 GIMP https://www.gimp.org/ Cgo0oHO
pacrpocrpaHseMoe
5 Notepad-++ https://notepad-plus-plus.org/ Cg000HO
pacrpocTpaHsieMoe
5 PDFE24 Creator https://www.pdf24.org/ru/ CB000HO
pacrpocTpa”sieMoe
7 app.diagrams.net https://app.diagrams.net/ Cgo60oHO
pacrpocTpa’sieMoe
8 Geany (with Python https://geany.org/ CB0001HO
3.12) https://www.python.org/ pacmpocTpaHsieMoe
9 Visual Paradigm aradihﬁngmz\é%\élr?:/ilc;mmun ac sz:)&f HOe oe
Community Edition - L ity/ PaclipocTpariem
https://telemost.yandex.ru/ Cg000o1HO
10 Sanexc Tenemoct
pacnpocTpaHIeMoe
11 | KoncynbrantlLitoc https://www.consultant.ru/ JluuensnonHoe

3.3. OcobGenHocTH peanu3auMU Y4eOHOH TUCHMIUIMHBI JJIsi OOy4alomIUXCs H3 4YHCJIa
HHBAJINIO0B U JIMI[ ¢ OTPAHUYEHHBIMH BO3MOKHOCTSIMH 3/10POBbS

Opranuzanus y4eOHOTO TMpolecca, B TOM YHCIIe MPOMEKYTOYHOW aTTeCTalluu IJIs CTYJCHTOB
MUMEIOIINX OTPpaHUYCHHBIE BO3MOKHOCTH 37I0POBbS ¥ (MJIH) MHBAIHUIOB OCYIIECTBISIETCS C YIETOM
OCOOCHHOCTEH WX TMCUXO(U3MUYECKOTO pa3BUTHS, WX HHIUBUAYATbHBIX BO3MOXKHOCTEH U
COCTOSTHUS 37I0POBbS (JaJiee - MHAUBHUYITLHBIX OCOOCHHOCTEH).

Co3manue 6e30apbepHOl Cpe/Ibl HANPABICHO HA MOTPEOHOCTH CIICAYIONIMX KaTErOPHiA HHBAIH/IOB
U JIMI C OTPAaHMYCHHBIMU BO3MOXKHOCTSIMH 37I0POBbBSI: C HAPYIICHUSIMHU 3PCHUS; C HAPYIICHUSIMHU
ClTyXa; C OTPaHHMYCHHUEM JIBUTATEIbHBIX ()yHKIIH.

[TpemycMoTpeHa BO3MOXKHOCTh aJbTEPHATUBHBIX YCTPOWCTB BBOAA MH(MOpPMAIMU: CIICIHAIbHAs
orepanuonHas cuctema Windows, Takast Kak SKpaHHasi KJIIaBUATypPa, ¢ IIOMOIIBI0 KOTOPOI MOXKHO
BBOJIUTh TEKCT, HACTpaMBaTh JeHCTBHsA Windows Ipu BBOJIE C IOMOIIBIO KJIABUATYPbI WJTH MBIIIIH.
st cnaGocipImanux CTYJISHTOB HWMEETCs B HAJIWYMHM 3BYKOYCHIIMBAIOIIAs araparypa,
MYJIBTUMEIUIHBIC CPEJICTBA M BUICOMATECPHAIIBI.

OOyuaronecss WHBaMUAbI, KaK U BCE OCTalbHBIE CTYICHTBl, MOTYT OOy4YaThCs TIO
WHIMBUAYyAILHOMY y4eOHOMY IUIaHy B YCTAHOBJICHHBIE CPOKHM C y4YETOM OCOOCHHOCTEH W
00pa30BaTeNbHBIX MOTPEOHOCTEN 00YUaIOIIEeTOCs..


https://www.microsoft.com/
https://www.microsoft.com/
https://kompas.ru/kompas-3d-lt/about/
https://kompas.ru/kompas-3d-lt/about/
https://www.gimp.org/
https://notepad-plus-plus.org/
https://www.pdf24.org/ru/
https://app.diagrams.net/
https://app.diagrams.net/
https://geany.org/
https://www.python.org/
https://www.visual-paradigm.com/editions/community/
https://www.visual-paradigm.com/editions/community/
https://www.visual-paradigm.com/editions/community/
https://telemost.yandex.ru/
https://www.consultant.ru/

Bes oOpasoBatenbHas uH(pOpMaIys, MpeAcTaBleHHas Ha OQUIIHAILHOM CaiiTe YHHBEPCUTETA,
COOTBETCTBYET CTaHIAPTY odecredeHus noctynHoctu web-kontenta (WebContentAccessibility).
BeG-KOHTEHT 1oCTyIEeH Ui IUPOKOT0 KPyra MoJIb30BaTeNei ¢ OrpaHUuE€HHBIMU BO3MOKHOCTSIMH
30pOBBs. B yHUBepcuTeTe yCTaHOBJIEHA JHIICEH3UMOHHas mporpamma Website x5 free 10
(mporpamma /it OECIIJIaTHOTO CO3/IaHMsI CAaTOB).

[Tpu HEOOXOMUMOCTH JIsi MPOXOXKICHUS YIeOHOW MPAKTHUKHA MMEETCS BO3MOXHOCTH CO3/IaHUs
pabodero mecta B yueOHOM KOpITyCe.

Jnst nmun, MMEroIMX OrpaHUYEHHbIE BO3MOXKHOCTH 370POBbSI M MHBAIUAOB, MO UX >KEJIAHHIO,
pa3zpabaThiBacTCsl HMHIWUBUAyadbHBIA y4eOHBIH TUIAH C  Y4€TOM OCOOCHHOCTEH WX
MCUXO(U3UYECKOTO Pa3BUTUS M COCTOSIHUS 3/I0pOBbsl. VIHBanmuabl W JUIIa C OTPAaHUYCHHBIMU
BO3MOXXHOCTSIMU 3/I0POBbsI O0ECIEUEHBbI MMEYaTHBIMU U JJEKTPOHHBIMH 00pa30BaTeIbHBIMU
pecypcamu B popMax, aJanTUPOBAHHBIX K OTPAHUYCHUSM UX 370POBbS.

st ocymiecTBieHUs MPOUEAYyp TEKYIIEro KOHTPOJS YCHEBAeMOCTH M TPOMEXKYTOUHOM
aTTecTallid OOYyYarolMXCs, MPEAYCMOTPEHO CO3JIaHUE aTaNTHPOBAHHBIX (POHIOB OIICHOYHBIX
CPEJICTB, JUIS JIMI[ C OTPAHWYCHHBIMHA BO3MOYKHOCTSIMH 3JI0POBbSI Y MHBAIHJIOB, ITO3BOJISFOIIAX
OLICHUTh JIOCTIDKEHHE WMH 3alUIAHUPOBAHHBIX  pPE3yJbTaTOB OOyYeHHS UM  YpPOBEHB
chOpMHUPOBAHHOCTH KoMIleTeHIuil. dopma MpoBeeHUsI TEKYIIEro KOHTPOJIs yCIIeBAEMOCTH U
MIPOMEXKYTOYHOM aTTECTAllMM [0 AWCUUIUIMHE JUIsl JIMI C OTPaHMYEHHBIMH BO3MO>KHOCTSMHU
3/IOPOBBSI M HHBAJIUIOB MOXET YCTAHABIMBATHCS C YIETOM MHIMBUAYATBHBIX TICHXO(PU3NICCKUX
0CcOOEHHOCTE (YCTHO, NHCbMEHHO Ha Oymare, NHCHBMEHHO Ha KOMIbIOTepe, B (dopme
TeCTUpOBaHUs | T.I.) [Ipy HEOOXOIMMOCTH UM MOXKET OBITh MPEIOCTABICHO TOTOTHUTEIHLHOE
BpEMs JJIs TOATOTOBKH OTBETA HA 3a4eTe.



4. KOHTPOJIb U OIEHKA PE3YJIbTATOB OCBOEHUS
YYEBHOW JUCIUTIINHBI

KoHTposab 1 oneHKa pe3yiabTaTOB OCYILIECTBISIETCS MPENoAaBaTesieM B MPOIECCE MPOBEICHUS

TEOPETHUYECKUX U MPAKTUIECKUX 3aHATHH, a TAK)Ke 3aHATHI B (hOpMe MPAKTUIECKON ITOATOTOBKH,

HAITPpaBJICHHBIX Ha (bOpMI/IpOBaHI/Ie 06H_II/IX " MPAKTUYCCKHUX KOMIICTEHITU:

Oo6masn/ npogeccuoHaIbHAsI Pazgen/Tema THI OLIEeHOYHBIX
KOMIIeTEeH M MepPONPHUATHII
OK 01 BriGupats crioco0Osbl Paznen 1 - OIICHKA TEeCTOBBIX 3aJaHU;
perieHus 3anad npodeccuoHanbHON Paznen 2 - TOATOTOBKA TMPE3CHTAIN/
JeSATeIbHOCTH IPUMEHUTEIBHO K Paznen 3 pedeparos;
pa3IMYHBIM KOHTEKCTaM Paznen 4 - DK3aMEH
Pazgen 5
Pazmen 6
Paznen 7
OK 02 HUcnoap30BaTh Pazpgen 1
COBpPEMEHHBIE CPE/ICTBA MMOUCKA, Paznen 2
aHaJIM3a U UHTEPIpETAIIH Pasnen 3
uHpOpManuy, 1 HHHOPMAIIHOHHBIE Paznen 4
TEXHOJIOTHH IS BHITTOJTHCHUS Paznen 5
3as1a4 podeccruoHanbHON Pasnen 6
EeITEIbHOCTH Pazgen 7
OK 04 Db dexTurHO Paznen 1
B3aMMOJICIICTBOBATh U pabOTaTh B Pazgen 2
KOJUIEKTUBE U KOMaH/E Paznen 3
Paznen 4
Paznen 5
Paznen 6
Pasnmen 7
[IK 1.1 OcymecTBasaTs npuéM- Paznen 1
nepenavyy ynpaBieHYECKOM Paznen 2
uHGOpMaIIUY C TIOMOIIIBIO CPEACTB Pazpgen 3
MHGOPMALIMOHHBIX U Paznen 4
KOMMYHMKALIMOHHBIX TEXHOJIOTUI Paznen 5
Pazmen 6
Paznen 7
IIK 1.5 Baagets cnocobamu Paznen 1
Oopra’uzaiuu pabodero Paznen 2
MPOCTPAHCTBA MTPUEMHOMN 1 Paznen 3
KaOMHETa PyKOBOIUTEIIS Paznen 4
Pazgen 5
Paznen 6
Paznen 7
[IK 1.7 OpopmasTs Paznen 1
OpraHu3alMOHHO- Paznen 2




pacropsiAUTENbHbIE JOKYMEHTHI U Paznen 3

OpraHu30BBIBATH PA0OTY C HUMHU, B Paznen 4
TOM YHCJIE C UCTIOJIb30BaHHEM Paznen 5
ABTOMAaTU3UPOBAHHBIX CUCTEM Paznen 6

Pasgen 7




