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1. OBIIASI XAPAKTEPUCTHUKA PABOUYEI IPOT'PAMMBbI
YYEBHOH JUCLUATIJIUHBI
«OI1.07 KOMIIBIOTEPHASI OBPABOTKA JJOKYMEHTOB»

1.1 MecTo AMCHUILINHBI B CTPYKTYPe OCHOBHOI 00pa30BaTe/ibHON MPOrpaMMbI:

VYyeOHas

JUCHUITIINHA ((KOMHLIOTepHaSI

o0OpaboTka

JAOKYMCHTOB» SABJIIACTCA

00s3aTeNbHOM YacThi0  OOHIENPO(PECCHOHATBHOIO ILHUKIA 00pa30oBaTEeNbHOM  MpOrpamMMbl
B cootBercTBUU ¢ ®I'OC CIIO mo cnenuansHOcTH 46.02.01 JIokyMeHTaIlmOHHOE oOecIeYeHne
YIIPaBJICHUS U ApXUBOBEICHHE.

Oco0oe 3HavyeHne AuCLHUIUIMHA UMeeT npu ¢opmupoBanuu u passurun OK 01, OK 02,

OK 04.

1.2. lleap u njiaHupyeMble pe3yJbTAThl 0CBOEHHUS TUCIHUIIUHBI:
B pamkax mporpaMMbl y4eOHOM TUCIUIUIMHBI 00Y4arOIIMMUCS OCBAUBAIOTCS YMEHUS

Y 3HaHUA

ﬁ(l)?, OK Ymenus 3HaHuA

OK 01, BBITNIOJIHATH TPEOOBaHUS IO OXpaHe IIpaBUJI [10 OXPaHE TPYAA U TEXHUKE
OK 02, Tpy/Zla ¥ TEXHUKE O€301aCHOCTH; 0€301acHOCTH;

OK 04, OpTraHU30BBIBAThH pabouee MeCTo s MpaBUJI OpraHKu3anuy pabodero mecra
IIK 1.5 MaKCUMaJIbHO Y PEKTUBHOM paboThl; | CEKpeTaps U pyKOBOJIUTEIS;

PO ECCHOHAITLHO OCYIIECTBIISATh
Habop, hopMaTHpOBaHKE, BEIBOJ HA
nevaTh, COXpaHEHUE TEKCTOBOU 1
mudpoBoii nHGpopMauu Ha
MEPCOHATILHOM KOMITBIOTEPE;
YUTaTh, HOHUMATb U UCTIPABIISTH
MIPOEKTHI JIOKYMEHTOB, C
UCTIOJIb30BaHUEM CIIPABOYHO-
MIPABOBBIX CUCTEM;

TUTAHUPOBATh pabouee Bpems,
UCTIOJB3Ys MPEACTAaBICHHBIC 3aaHus,
porpaMMHoOe obecreueHue u
UCXOJIHYIO JJOKYMEHTAITHIO;
BbIOMpATh TEXHOJIOTHUIO CO3TaHUS

JIOKyMEHTA.

PYCCKOM U JJaTUHCKOM KJIaBUATypbl
MEPCOHATBHOIO KOMIIBIOTEPA;
npaBui 0(hOPMIICHHUST TEKCTOBBIX
JIOKYMEHTOB Ha IMEPCOHATHLHOM
KOMIIbIOTEPE.




2. CTPYKTYPA U COJEPKAHUE YYEFHOM JUCIUATLJINHBI

2.1 O0beM yueOHOI TUCHUNIUHBI H BUIbI Y4eOHO padoThl

Buj yuedHoii padoThl Oobvem uacos
O0bem o0pa3oBaTeIbHOI NPOrpaMMbl Y4eOHOM AU CHMILINHBI 89
B TOM YHCJIE:
TeopeTuieckoe oOyueHue 2

nabopaTopHbie paboThI (B TOM unciie B (hopMe MPaKTHIECKON TOATOTOBKH) -

MPaKTUYECKHE 3aHATHS (B TOM YHCIe B (popMe MPaKTUIECKON MOATOTOBKH) 79

KOHTpOJIbHas paboTa -

CamocTosTenbHas padoTa * 8

HpOMe)KyTO‘-IHaﬂ arrecranud B (bopMe

HuddepennmpoBaHnbIii 3a4eT 6

! CamocrosTensHas paboTa B paMkax o6pa3oBaTeNbHON MpOrpaMMbl IIAHUPYETCS 0Opa3oBaTeNbHOI opraHusanueil ¢
cootBeTcTBUU ¢ TpeboBanusmu PI'OC CIIO B mpemenax oObemMa y4eOHON IUCHUIUIMHBI B KOJMYECTBE YACOB,
HE0OXOANMOM ISl BBIIOJTHEHUS 3aJaHUK CaMOCTOSATENEHOW pabOThl 00YJaIOMIMXCSI, TTPEAYCMOTPEHHBIX TEMaTHYeCKUM
IJTAHOM M COJICPYKaHUEM YUCOHOM TUCIIUTUTHHBL
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2.2. TemaTHYeCKHIi NJIAH U COAEPKAHUE YIeOHOM TUCHUTIINHBI

Koabl
KOMIIeTeH Uil
Oo0beM, ak. 4. / H JIMIHOCTHBIX
HaumenoBanmue B TOM YHUCJe Pe3yabTaTOB,
pazIeNoB Conep:xxaHue y4eOHOro MmaTepuasia B bopne popyupoBaKIII0
o TeM U (opMBbI OPraHU3aI UM AeITeJTbHOCTH 00y YAI0 U XCS npaKTHUecKoii KOTOpBIX
NOAr0TOBKH, aK. 4. crnocoo0cTByeT
3JIEMEHT
NPOrpaMMsl
Paznen 1 Opranuzannsi KOMNbIOTEPHOI 00pPadOTKHU JOKYMEHTOB 2/4
Tema 1.1 Coaep:xxanue y4eOHOro marepuajia 5 OK 01,
CospemeHHbIE Llenu u 3a1a4n y4eOHON JUCIMILIMHBL. POJIb IUCIUILTHHEL B TPO()ECCHOHATBHON OK 02,
TeXHHYEeCKHe MOJroToBKe cnenuanucta. CoBpeMeHHbIE aBTOMAaTH3UPOBAHHBIE CPEJICTBA CO3IAHHS OK 04,
CPeICcTBA CO3MAHMA | TCKCTOBBIX JOKYMCHTOB. [K 1.5
TeKCTOBBIX
JTOKYMEHTOB
IIpakTuyeckoe 3ansTue 1. [IpaBuna TexHruKy 0€30MaCHOCTH U TUTUEHUYECKUE 2
peKoMeHaanuu rnpu ucrnoib3oBanuu cpencts UKT B mpodeccrnonanbHOM 1eaTeTbHOCTH.
IIpakTuyeckoe 3ansaTue 2. Opranuzaiys pabodyero Mecra u Tpyza oneparopa. 2
Paznen 2 OcBoeHne, NpUMeHeHHe U COBEPIIEHCTBOBAHNE HABBIKOB 0/16
«CJIeTOro» AecATUNAIbLIEBOr0 MeTo/1a Habopa
Tema 2.1 OcBoenue | Coaep:kanue yueOHOro MaTepuasia: 5 OK 01,
KJIABHATYPbI OK 04,
IePCOHATBLHOTO IIpakTuyeckoe 3ansaTue 3. OCcBoeHNE KIIaBUATYPhl IEPCOHAIBHOTO KOMIIbIOTEPA K 1.5
KOMIBIOTEpa (pycckmii mpudT). Cxema kinaBuaTypbl. «CIenoi» 1ecITUIAIBIIEBBIA METO/]

(pycckuii mpudr)

KJIaBUAaTypHOT0 Habopa, €ro BO3MOXHOCTH, IPEUMYIIECTBA U 3(PPEKTUBHOCTD.




IpakTuyeckoe 3ausTue 4. ByKBol ¥ 3HAKU IPEMTHHAHKS PYCCKOM KIIaBUATYPHI.
Hcnonp3oBanue knasuin Shift u Caps Lock.

HpaKaneCKoe 3aHsaTHe 5. Brinonnenue pra)KHeHI/Iﬁ Ha OCBOCHHUC TCXHUKHU U CKOPOCTHU
KOMIIBIOTCPHOI'O Ha6opa TEKCTOBOM I/IH(l)OpMaI_[I/II/I 110 OCHOBHOMY psAAY KIIaBHUATYPbI.

IIpakTHyeckoe 3ansaTHe 6. BoImomHeHNE yIpa)KHEHUH HA OCBOEHUE TEXHUKH B CKOPOCTH
KOMITBIOTEPHOT0 Habopa TEeKCTOBOM HH(POPMAIIH [0 OCHOBHOMY U BEPXHEMY psiamM
KJIaBUATYPBHI.

IIpakTH4eckoe 3aHATHE /. BBINONHEHNE YIIPA)KHEHUI HA OCBOEHUE TEXHUKU U CKOPOCTH
KOMIIBIOTEPHOT0 Habopa TeKCTOBOM MH(OpMAIK IO OCHOBHOMY, BEPXHEMY U HIDKHEMY
psilaM KJIaBUATYPBI.

CamocTosiTeibHast padoTa 1. BeimonHnenue ynpaxxHeHH Ha OCBOEHHE TEXHUKU Habopa
TEKCTOBOM U U (PPOBOI MH(GOPMALIUY C UCIIOJIE30BAHUEM 3HAKOB IIPETMHAHUS U (P
YEeTBEPTOTO Psiia KIABUATYPHI.

Tema 2.2 Coaepxanue yyeOHOro marepuaJia: OK 01,
Odopmienne OK 02,
un¢poBoro IpakTnyeckoe 3ansitue 8.. Ohopmienue nuppoBoro MmaTepuana. OK 04,
MaTepuaja

IIpakTuyeckoe 3anaTue 9. Ocroenue Tabauysvl cumMe0108; 3HAKH, YIOTPEOIISIEMBIE C

i pamu. Padora ¢ manensio Cnucoxk (HyMepOBaHHBIM, MApKUPOBAHHBIN )

IpakTnyeckoe 3ansaTue 10. Ynorpebiienne yncen apaOCKUX U PUMCKUX B TEKCTOBBIX

pabotax. [lapameTpsl HyMEpOBaHHBIX, MAPKUPOBAHHBIX CITHCKOB.
Pazgen 3 OcHoBHBIE IpaBHJIa (POPMATHPOBAHUSA TEKCTA 0/10
Tema 3.1 Coaep:xxanue yueOHOro Mmatepuasia OK 01,
TpeboBanus k IIpakTnueckoe 3ansitue 11. TpeboBanus k opopmieHHIo cTpanullpl. Pabora ¢ maHeabo OK 02,
o(opMIEHHIO [Tapametpsl cTpanuiisl. Pabota ¢ manensto A63ar. Haznauenue ¢yHKIIMOHATBHBIX OK 04

CTPaHMIBI

kiaBuieil. Pabora ¢ ObICTpBIMU KIIaBUIIIAMHU.




IIpakTuyeckoe 3ansitue 12. YnorpebiaeHue o0meynoTpeOUTeIbHBIX COKpAIIEHUH B
TEKCTOBOM JJOKYMEHTE.

Tema 3.2 Coaep:xanue yueOHOro MmaTepuajia OK 01,
Odopmienue IIpakTyeckoe 3ansaTue 13. OdopmiieHue 3aroJ0BKOB M O3ar0JIOBKOB K TEKCTY. OK 02,
3ar0J0BKOB H [TpaBuia ohopMIIeHHUS 3ar0JIOBKOB U 110/13ar0JI0BKOB. OK 04
MOoA3aroJIOBKOB K CamocrositesibHasi padora 2. OdopmiieHHe 3aroJ0BKOB U [10J[3ar0JIOBKOB K TEKCTY.
TEKCTY
Tema 3.3 Ilpuembr | Coaep:kanue yueOHOro MmaTepuajia OK 01,
BbIEJICHUS IIpakTHyeckoe 3anaTHe 14. [Iprembl BblIeI€HNS OTAETBHBIX (PparMEHTOB TEKCTA. OK 02,
0THeJbHBIX OcHOBHBIE BUIBI IPUPTOB. OK 04
¢pparmenToB
TeKeTa IIpakTHyeckoe 3ansaTue 15. Pabora c nanensio [llpugm: noguepkuBaHue, pa3pska,

YIJIOTHEHHE, JKUPHBIA MPUQT, IPOMHUCHBIE OYKBBI, MaJIbIe TIPONUCHBIC OYKBBI.

CamocTtositeibHas padorta 3. [IpumeHeHne NIPpUEMOB BbIIEJIEHUS OTIENbHBIX ()parMeHTOB

TEKCTOBOT'O JOKYMEHTA.
Paznen 4 O¢opmieHue pa3Iu4YHbIX BUA0B TEKCTOBBIX padoT 0/22
Tema 4.1 IlpaBuaa | Cojep:kanue yueOHOro MaTepuajia OK 01,
dopmMaTupoBaHus IIpakTyeckoe 3ansaTue 16. [IpaBuia popmMatupoBaHus OTAEIBHBIX PEKBU3UTOB TEKCTA. OK 02,
OT/IeJIbHBIX OK 04

PE€KBU3HUTOB TEKCTA

IIpakTuueckoe 3anaTue 17 [Ipasuna opopmineHus 6ubdauorpaduuecKux CBEICHHM, B T.U.

9JIEKTPOHHBIX PECYPCOB.

IMpakTuueckasi padora 18. [IpaBuia opopmiIeHUS CHOCOK / CCHIIOK Ha HCTOYHHKH K
TEKCTY.

IIpakTnyeckoe 3ansatue 19. [IpaBuia opopmieHnss MHOTOYpOBHEBOTO CITUCKA.
PyGpukanus Tekcra.

IIpakTnyeckoe 3ansatue 20. [IpaBuia opopmieHus npuMedanuil, IPUIOKESHUH B
TEKCTOBOM JJOKYMEHTE.

IIpakTnyeckoe 3ansatue 21. [IpaBuia opopmieHHss MHOTOCTPAHUYHOTO TEKCTOBOTO
JokyMeHTa. Hymepauus cTpaHui.

IMpakTHyeckoe 3ansitue 22. PaboTa ¢ pyKOMHCHIO. 3HAKK KOPPEKTYPHOU MTPABKH.




ITpakTHueckoe 3ausTue 23. OpopmieHue cHOcok / GuOIHOrpadhMuecKuX CChIIOK Ha
UCTOYHUK B TekcTe. OdopmileHHe CITUCKA UCTIOIb30BAHHBIX HCTOYHHUKOB.

IpakTnyeckoe 3ansaTue 24. Ohopmienne TuTynbHOTO Jucta. OdhopmieHne
OTJIaBJICHUS/COACPKAHMSL.

IIpakTHyeckoe 3ansATHE 25. BHINOIHEHNE MHOTOCTPAHUYHOI'O TEKCTOBOT'O JOKYMEHTA C
HyMepaluen CTpaHuIl.

IIpakTnueckoe 3ansTue 26. Padora ¢ pykonuceo. OopmieHne TeKCTOBOIO T0KyMEHTa
1ocjie KOPPEKTYPHOIl PaBKH.

Paznen 5 H3y4yenue JaTHHCKOM KJIABHATYPBI 0/6
Tema 5.1 Conep:xxanue y4eOHOro marepuajia OK 01,
OcBoenne IpakTnueckas 3ausTHe 27. OCBOeHNE KIIABHATYpHI IIEPCOHATBHOTO KOMITBIOTEPA OK 04
KJIaBHATYPbI (maTuHCKHN pUT).
MEePCOHAIBHOIO IIpakTH4yeckoe 3anaTHe 28. CxeMa TaTHHCKOM Ki1aBUaTypbl. ByKBbI ¥ 3HaK1
KOMIBIOTEpA MpernuHaHus, 0coObIe 3HAKU JJATHHCKOHN KJIaBUATYPHI.
(maTuHCKU IIpakTruyeckoe 3ausitue 24. BrinojiHEHUE yIIPaXKHEHU HA OCBOCHUE TEXHUKHU U
mpu@T) CKOpPOCTH KOMITBIOTEPHOTO HAOOpa TEKCTOBOW MH(POPMALIUH 110 OCHOBHOMY PSIIY
KJIaBHATYpHI. BBIMOTHEHNE yIIpa)KHEHHIA HA OCBOCHUE TEXHUKH U CKOPOCTH
KOMIIBIOTEPHOT0 Habopa TeKCTOBOM MH(OpMAIIUK [0 OCHOBHOMY U BEpXHEMY DAY
KJIaBUATYPBHI.
CamocrosiTesibHast padota 4. BrinonHeHue ynpaXHEeHUH Ha OCBOEHUE TEXHUKU U
CKOpPOCTH KOMITBIOTEpHOT0 Habopa TEKCTOBOM MH(OPMAIMH IO OCHOBHOMY, BEPXHEMY U
HIDKHEMY psAy KJIaBHATyphl. BelonHEHNE yrpa)kHEHUI Ha OCBOEHUE TEXHUKH Habopa
TEKCTOBOMU U ITU(POBOM MHPOPMAIIMH C UCIIOIB30BaHUEM IU(PP U 0COOBIX 3HAKOB
YEeTBEPTOTO psia KIaBHATYPHI.
Pa3nen 6 KoucrpyupoBanue tadamnu 0/6
Tema 6.1 Conep:xxanue y4eOHOro marepuajia OK 01,




@®opmaTHpOBaHHe IIpakTnueckoe 3ansitne 25. PopMaTupoBaHUE PEKBU3UTOB TAOIUIIBI. OK 02,
PEKBU3NTOB PeKkBU3UTHI U CTPYKTYpPHOE IIOCTPOCHUE TAOIUILBL. OK 04
TA0IMIbI IIpakTyeckoe 3anaTue 26. KoncTpynpoBaHue roJoBKY K TaOIHLIaM: IPOCTasi, 2

CJIOKHAS, YCIIOKHCHHAS.

IIpakTuueckoe 3anstue 27, .KonctpyupoBanue 60KOBHKA K TaOIUIIAM:

TEKCTOBOM(ITPOCTOM, YCII0)KHEHHBIH), UG POBOM, CMEIIaHHBIM. 2

Lludpossie rpadsl B TabIUIIAX.
Paznen 7 KomnbroTepHasi 00padoTKa 0CHOBHBIX BUI0B JIOKYMEHTOB 0/14
Tema 7.1 Coaep:xxanue yueOHOro marepuajia 5 OK 01,
KomnbloTepHble IIpakTuyeckoe 3ansaTHe 28. KoMIbIOTepHBIC TEXHOJIOTHUH TTOJATOTOBKHU IOKYMEHTOB OK 02,
N p— PeKBU3UTHI M CTPYKTYpPHOE IMOCTPOECHUE JOKYMEHTA. OK 04
HOATOTOBKH HpaKTn'v{eCRoe 3aHsTHe 29. AKTyanu3anus HHPOPMALIMHU TOCPEICTBOM CIIPAaBOYHO- 2

IPaBOBON CHCTEMBI.
AOKYMEHTOB IIpakTnyeckoe 3auaTue 30. KomnbroTepHas 00paboTKa OCHOBHBIX PEKBU3UTOB 5

JIOKYMEHTA.

IpakTnyeckoe 3auaTHe 31. KommeiorepHas 00paboTka OpraHU3anOHHON 5

JIOKYMEHTAITUH.

IIpakTuyeckoe 3ansiTue 32. KomnberorepHas 00padoTKa pactopsIuTeIbHOM 5

JIOKYMEHTalu1

IIpakTuueckoe 3ansaTue 33. KomnwrorepHas 06padoTka HHGOPMAITMOHHO-CITPABOYHON 5

JIOKYMEHTAIUH.

IIpakTyeckoe 3ansaTHe 34. [lonroroBka TeKCTOBOTO JOKyMeHTa. PaboTa ¢ MakeToM 1

MHOT'OCTPaHHUYHOT'O JJOKYMEHTA C UCIIOJIb30BaHHEM CIIPAaBOYHO-TIPAaBOBOIM CHCTEMBI.
JuddepeHunpoBaHHbIN 3a4eT 2
BCETO 89

10



3. YCJOBMUS PEAJIM3AIINY YYEBHOM JTUCIIUILIVHBI

3.1 [lyna peanu3anuu mporpamMmbl YUeOHOH JUCIUTUIMHBL JTOJDKHBI OBITH MPEIyCMOTPEHBI
CJICYIOIINE CTICIHATbHbBIC TOMEIICHNUS :

JlaGopaTtopun «KoMmnbploTepHOM 00pabOTKH TOKYMEHTOBY», OCHAICHHBIE HEOOXOAUMBIM
JUTSL peali3aliii IporpaMMbl YAeOHON AUCIUTIIIMHBI 000PYIOBaHUEM, PUBEACHHBIM B 11. 6.1.2.2
paboueit mporpammbl 1o crnenmanbHOCTH 46.02.01  «JloKyMeHTaIMOHHOEe OOecTreueHne
YIIpaBJICHUS  apXUBOBEICHUE):

Jlabopatopus KommbrotepHoii 00paOOTKM JOKYMEHTOB OCHAIIAETCS  CIEAYIOLUIM
000py/nOBaHUEM:

MOCAI0YHBIMU pabOYUMU MeCTaMH (B KOMIUIEKTE: KOMIBIOTEPHBIM CTON U MOABEMHO-
MTOBOPOTHOE KPECJIO) MO KOJIMIECTBY CTYACHTOB,

pabounM MeCTOM IpernoaBaTels,

OCOOUSMU M MOJIENISIMHU, YU€OHOH TOCKOH,

KOHJAUIIMOHEPOM;

TEXHUYECKUMHU CPEJICTBAMU O0YUCHHUS:

KOMIIpIOTepaMu (IO KOJIMYECTBY MOcCafouHblx MecT +1 Ha pabouem crone
MIPETo1aBaTelis ), C BO3MOXKHOCTBIO BBIXO/Ia B JIOKAJIBHYIO M INI00ATBHYIO CETH,

MYJIBTUMEIUINHBIM TPOEKTOPOM,

WHTEPAKTUBHOU JJOCKOH/PKpaHOM,

CKaHEpOM, CETEBbIM pUHTEPOM/MDY,

YHUUYTOXKUTEJIEM OyMaru.

3.2 UudopmannoHHoe obecriedeHne peaaTu3aluu NporpaMmbl

Jlis peanuzanuu mporpamMmbl OuOimoTeuHbli (GoHI 00pa3oBaTeNbHOM OpraHU3alUU
JOJDKEH UMETh MeYaTHBIC H/WIIN AJIEKTPOHHBIE 00pa30oBaTeNIbHbIC M HH()OPMALMOHHBIE PECYPCHI,
JUISL CTIOJIb30BaHus B 00pa3zoBaTesnbHOM mporecce. [Ipu popmupoBanum 6ubanorednoro Gpoxaa
00pa30BaTEeIbHON OpraHM3anreidl BHIOMpACTCS HE MEHee OHOTO HM3IAaHUS W3 TEePEUUCIICHHBIX
HMXC II€YaTHBIX I/I3I[aHI/Iﬁ n (I/IJII/I) OJICKTPOHHBIX I/I3IIaHI/If/'I B Ka4€CTBC OCHOBHOI0, Ipu 3TOM
CIMCOK, MOKET OBbITh JONOJHEH HOBBIMU M3JaHHUSIMH.

3.2.1 OcHOBHBIE MEYATHELIE U3TAHUSA

1. JlokyMeHTOBeIeHHE: YIYeOHUK M TPAKTUKYM JJIsi CPEIHEro MpoheCcCHOHAILHOTO
obpazoBanus / JI. A. Iloponuna [u np.] ; mox penakuumeit JI. A. JlopoHuHoil. — 2-e¢ wu3n.,
nepepad. u gon. — Mocksa: M3natenscTBo HOpaiit, 2022. — 309 c. — (Ilpodeccuonansaoe
obpazoBanue). — ISBN 978-5-534-04330-3.

2. KopueeB, M. K.JlokyMeHTanMOHHOE OOECIICUCHHE YIMPABICHHUS: YYCOHUK U
NpPaKTHUKYM Ui cpeaHero npodeccuonanbHoro oopaszosanus / U. K. Kopuees, A. B. ITienko,
B. A. MamypueB. — 2-¢ uznm., nepepad. u gorn. — Mocksa: M3gatensctBo FOpaiit, 2022. —
384 c¢. — (IIpoeccuonansuoe oopazoanue). — ISBN 978-5-534-05022-6.

3. Ky3Hernos, n. H.JoxymeHTaimoHHOE obecricueHue yIpaBJICHHUS.
JIOKyMEHTOOOOpPOT ¥ JIEJIONPOM3BOJICTBO: yYEOHWK W TMPAKTUKYM IS CPETHErO
npodeccuonanpHoro oopazosanus / . H. Ky3nernos. — 3-¢ u3z., nepepad. u mon. — Mocksa:

WznatenscrBo HOpaiit, 2022. — 462 ¢. — (IIpodeccronanproe odbpazoBanue). — ISBN 978-5-
534-04604-5.
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4. UYeptkoBa, E. A.Cratuctuka. ABToMatusanus o0paboTku uHpopMmammu: yuaeOHOoe
nocobue s cpeaHero npodeccuonansHoro oopasosanusi / E. A. UepTkoBa. — 2-¢ U31., UCTIp.
u gon. — Mocksa: M3garensctBo [Opaiit, 2022. — 195 c. — (IIpodeccronanpHOE
obpa3zoBanue). — ISBN 978-5-9916-9342-4.

3.2.2. OcHOBHBIE )JIEKTPOHHbIE U3IaAHUSA

1. JlokyMeHTOBeIeHHE: YIEOHUK U MPAKTUKYM I CPEIHEro MpodhecCHOHAIBHOTO
obpazoBanus / JI. A. Jloponuna [u ap.] ; mox penakmued JI. A. JlopoHuHOH. — 2-¢ Wu31.,
nepepad. u gom. — MockBa: UznatenbetBo HOpaiit, 2022. — 309 c. — (IIpodeccronanpaoe
obpaszoBanue). — ISBN 978-5-534-04330-3. — Tekcr: saexTponnsiii // OOpa3zoBaTenbHas
wiardopma FOpaiit [caitr]. — URL: https://urait.ru/bcode/469701.

2. Kopnees, WM. K./lokymeHTanmoHHOEe oOecledyeHHe YIpaBieHUs: Y4eOHUK U
NpaKTHUKYM Ui cpeanero npodeccuonanbHoro oopaszosanus / . K. Kopuees, A. B. ITienko,
B. A. MamypueB. — 2-e u3a., nepepad. u non. — Mocksa : MznatensctBo FOpaiit, 2022. —

384 ¢. — (Ilpodeccuonamsnoe obOpazoBanue). — ISBN 978-5-534-05022-6. — Tekcr:
anekTpoHHeli /[ OOpasoBarenpHass — miardpopma  FOpaiir  [caiit]. —  URL:
https://urait.ru/bcode/472550.

3. Ky3Henos, . H.JlokyMeHTalmoHHOE o0ecrnieueHue yIpaBJIECHUS.

JIOKyMEHTOOOOPOT M JEJONPOM3BOJCTBO: y4EOHMK UM TNPAKTUKYM JUIs  CPEIHEro
npodeccuonansHoro oopazosanus / . H. Kysnernos. — 3-e uzn., nepepad. u gon. — Mocksa:
MznatenberBo HOpaiit, 2022. — 462 ¢. — (IIpodeccronanproe oopazoBanue). — ISBN 978-5-
534-04604-5. — Texcrt: anexTponHslii / OOpa3oBarenbHas wiargopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/470020.

4. Yeptrosa, E. A.Ctaructuka. ABToMaTH3anus o0paboTku uHpopMaium: yueoHoe
rmocobue s cpenHero npodeccronansHoro oodpaszoBanus / E. A. UepTtkoBa. — 2-¢ U3, HCIIP.
u gon. — Mocksa: M3parensctBo IFOpaiit, 2022. — 195 c¢. — (IlpodeccuonanpHoe
obpazoBanue). — ISBN 978-5-9916-9342-4. — Texkct: snektponHbiii // OOpa3oBaTenbHas
iatdopma IOpaiir [caiit]. — URL: https://urait.ru/bcode/471306.

3.2.3. lonoJTHUTEIbHbIE HCTOYHUKH:

1. TOCT P 2.106-2019. Hammonanpubiii ctanmapt Poccuiickoit denepanuu. Enunas
cucteMa KoHcTpykTopckoi nokymentauuu (ECKJI). TexcroBble qOKyMeHTHI (YTB. U BBEICH B
neiicteue Ilpukasom DenepasbHOTO AareHTCTBa IO TEXHUYECKOMY PpEryJIMpPOBAHUIO U
metposioruu (Poccranmapt) ot 29.04.2019 Nel76-cr).

2. TOCT P 7.0.97-2016. HanmonaneHbIii crangapt Poccuiickoit @enepanuu. Cucrema
CTaHJapTOB 1O uHpopMmanuu, OubOIMOTEYHOMY U  u3garenbckomy geny (CHUBU).
Opranu3anroHHO-pacTIOpsAAUTEIbHAS TOKyMeHTaus. TpeboBanus K 0hOpPMIICHUIO TOKYMEHTOB
(yrB. IIpuxazom ®PenepasbHOro areHTCTBAa MO TEXHUYECKOMY PEryJIMpPOBAaHUIO M METPOJIOTUU
(Pocctanmapr) ot 08.12.2016 Ne2004-cT).

3. TOCT 7.32-2017. MexrocynapcTBeHHbI craHaapT. Cucrema CTaHIapTOB TIO
uHpopmanuu, OubmmoreyuHomy U m3aarenbckomy aeny (CUBUI). Otuér o HaywHO-
uccnenoBatensckoil padore (Otueét o HUP). CrpykTypa u mpaBuia opopmieHHs (BBEICH B
neiictBue Ilpukasom DenepanbHOro areHTCTBA MO TEXHUYECKOMY PETYIMPOBAHHUIO U
Metposiorun (Poccranmapt) ot 24.10.2017 Ne1494-cT) (c [lonmpaBkamn).
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4. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHUSI
YYEBHOM M CLUUIIAHBI

Pe3yabTaThl 00yueHus Kputepumn onenku MeToabl OLIEHKH

Hepeqenb 3H3HI/Iﬁ, OCBauBaCMbIX B paMKaXx JUCHHUIIINHBI

MPaBUJI [0 OXpaHe TPy/Aa U «OTINYHO» - TEOPETHUECKOE
TEXHUKE 0€30I1aCHOCTH; COJIEpKaHKUEe Kypca OCBOCHO
MOJIHOCTHIO, O3 TIPoOeToB,
yMEHUs1 COPMHUPOBAHBI, BCE

MIpelyCMOTPEHHbIE TPOTrpaMMOi DKcrepTHOE HaBIIOIeHN e
y4eOHBbIE 3a/ITaHUS BHITTOTHEHBI,

AnHanus pe3yiabpTaToB
IIPaBWJI OpraHU3aLUu1 TECTOBBIX 3aJaHUH.
pabouero mecta cekperapst u

PYKOBOAUTEIS; 3
Y OIICHKA 3a JICUCTBUSIMU

Ka4y€CTBO UX BBIIIOJHCHUA OLICHCHO 06yanOH.[I/IXCSI Ha

KJIaBHATYpPhI IEpCOHabHoro | BPICOKO. MPAKTHICCKHUX 3aHATHSAX.

PYCCKOM H JIATHHCKOM

KOMITBIOTEPA;
pa, «XO0pouIoy» - TEOpEeTUIECKOoe

coJiep>KaHHe Kypca OCBOCHO
MOJTHOCTHI0, 0€3 TTPOo0eIIoB,

Tekymuii KOHTPOJIb
IIPUMEHEHHUs] 3HAHUU B
XOJI€ BBIITOJIHEHUS

paBuiI 0POPMIICHHS
TEKCTOBBIX JIOKYMEHTOB Ha

HePCOHATBLHOM KoMmbloTepe., | HEKOTOPBIC yMCHHA

MPAKTUYECKUX 3aJaHUM.
c(hOpMUPOBAaHBI HEIOCTATOYHO,
BCE MPElyCMOTPEHHBIE DK3aMeH.
porpaMMoi yueOHbIe 3aaHus
BBITIOJIHEHBI, HEKOTOPBIE BUIBI

BaIIaHI/If/i BBIIIOJIHEHBI ¢ OITHOKAMMU.

«Y IOBJIETBOPUTEIEHO -
TEOPETUYECKOE COIep)KaHue Kypca
OCBOEHO YaCTHYHO, HO TIPOOEIIBI HE
HOCSIT CYIIECTBEHHOT'O XapakTepa,
HEO0OXOAUMBIE YMEHHUS PaOOTHI C
OCBOEHHBIM MaTEpPHAJIOM B
OCHOBHOM C()OPMHUPOBAHBI,
OOJIBIIMHCTBO MPETYCMOTPEHHBIX
porpamMmoi 00y4eHus: yd4eOHbIX
3aJJaHUi BBIITOJTHEHO, HEKOTOPHIE
13 BBIMTOJIHEHHBIX 3aJJaHUN
coJ/ieprKaT OIMOKH.

«HeynoBneTBOpUTEIBHOY -
TEOPETUIECKOE CO/IepPIKaHNe Kypca
HE 0CBOEHO, HEOOXOINMBIE
yMeHus He c(hOPMUPOBAHBI,
BBITIOJTHEHHBIE YUeOHbIE 3aJaHUS
coJiep>Kat rpyObIe OMIHUOKH.
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Hepeqenb yMeHI/Iﬁ, OCBauBa€MbIX B paMKax JUCHUIIJIMHBI

BBIMOJIHATH TPEOOBAHMUS 110
OXpaHe TPyJa U TeXHHUKE
0e30MacHOCTH;

OpraHH30BBIBAThH paboyee
MECTO JIJISl MaKCUMaJTbHO
s dexTuBHON PabOTHI;

npo¢eCCHOHATLHO
OCYIIECTBIISITH HA0OD,
(dhopmaTupoBaHKe, BHIBOJ Ha
neJaTh, COXpaHEHUE
TEKCTOBOU U ITUPOBOI
uHpOpPMaLIUU Ha
MIEPCOHATLHOM KOMIIBIOTEPE;

YUTaTh, IOHUMATh U
HUCIIPABJIATDH ITPOCKTHI
JOKYMCHTOB, C
HCIIOJIB30BAHHUEM CITPABOYHO-
IMPaBOBBIX CUCTCM;

IUIAHUPOBATh paboyee Bpems,
UCIIOJIB3Ysl IPEICTABICHHBIC
3aJ[aHusl, IPOTPAMMHOE
o0ecrieyeHne 1 UCXOIHYIO
JTOKYMEHTAIIHIO;

BbIOMPATh TEXHOJIOTHUIO
CO3J1aHMsl JOKYMEHTA.

«OTINYHOY - TEOPETUYECKOE
cojiepKaHue Kypca OCBOECHO
MOJIHOCTHIO, O€3 TIPOOEIoB,
yMeHHsI cPOPMHUPOBaAHBI, BCE
MPETyCMOTPEHHBIE TPOTPaMMOil
y‘I€6HLIC 3alaHus1 BBIITOJIHCHBI,
Ka4ue€CTBO HUX BBIIIOJHCHUA OLICHCHO
BBICOKO.

«XO0poII0y» - TEOPETUIECKOE
COJZIEpKaHHUEe Kypca OCBOSHO
MOJTHOCTBIO, 06€3 TTPOo0eIIoB,
HEKOTOPBIE YMEHUS
c(hOpMHUPOBAaHBI HEOCTATOYHO,
BCE MIPElyCMOTPEHHBIE
MporpaMMoi yueOHbIC 3aaHus
BBITTOJTHCHBI, HEKOTOPBIC BH/IbI
3aJIaHU ¥ BBITTOJIHEHBI C OIITHOKAMH.

«Y IOBIIETBOPUTEIHHO) -
TEOPETHUYECKOE COJEPKAHUE Kypca
OCBOEHO YaCTHUYHO, HO MPOOEIbl HE
HOCAT CYIIECTBEHHOT'O XapaKTepa,
HEOOXOIMMBbIE YMEHHUS PabOTHI C
OCBOEHHBIM MaTEpPHAJIOM B
OCHOBHOM C()OPMHPOBAHBI,
OOJIBLIIMHCTBO MPETYCMOTPEHHBIX
porpaMMoi 00y4eHus: ydeOHbIX
3aJJaHuil BBIITOJTHEHO, HEKOTOPHIE
13 BBIOJHEHHBIX 3a1aHUH
COJIepIKaT OIMOKH.

«HeynoBneTBOpUTEIBHOY -
TEOPETUIECKOE CO/IepPIKaHe Kypca
HE 0CBOEHO, HEOOXOINMBIE
yMeHUs He C(hOPMUPOBAHEI,
BBHITIOJTHEHHBIE yUeOHbBIE 3aJaHUs
coJiep>kKat rpyObIe OMUOKH.

DKCIepTHOE HAOIII0ICHHE
3a JICUCTBUSIMU
oOyuaromerocs B XoJie
BBITTOJTHCHHUSI
MPaKTUYECKON pabOTHI.

AHanu3 pe3yJibTaToB
HaOJIIONEHUS 3a
JeSITETLHOCTHIO
o0ydJaromerocs B Xo/1e
BBITIOTHCHHUS
NPaKTUYECKOH pabOTHI.

OreHka pe3yIbTaToB
BBITTOJTHEHHS
MIPAKTUYECKOH pabOTHI.

DK3aMeH.
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