[Tpunoxenue 26

k OITOII mo nmpodeccun

46.02.01 lokyMeHTaIIMOHHOE 00ECIICUCHHE
YIIPaBJICHUS 1 apXHUBOBEJICHHE

PABOYASA ITPOI'PAMMA
yueOHOro npeamera
OI1.05 UudopmanuoHHbIe U KOMMYHUKAIMOHHbIE TEXHOJIOTHHU

Cyxoii Jlor
2024



PabGouas nporpamMma y4ueOHON TUCHUILTNHBI pa3paboTaHa Ha ocHOBe DenepanabHOro
rOCy/IapCTBEHHOTO 00pa30BaTeIbHOTO CTaHJAPTa CPEIHETO MPOPECCHOHATBLHOTO 00pa30BaHuUs
(manee ®I'OC CIIO) no cneunansHocty 46.02.01 JlokyMeHTaIIMOHHOE O0eCTIeYeHNE YIPABICHUS U
apxuBoBezeHue, npuka3z Munnpocsemenus Poccun Ne 778 ot 26 aBrycra 2022 r.

Opranmsanus — paspadorunk: [AIIOY CO «CyXxonoXCKuii MHOTOMPO(QUIBHBINA
TEXHUKYM»

PazpaGorumk: ['yrmmuar C.A., npenogaBatens [AIIOY CO  «Cyxos0xKcKuit
MHOTOTIPO(DUITBHBIA TEXHUKYM)



COJIEP’)KAHUE

. OBIIASI XAPAKTEPUCTHKA PABOYE ITPOTPAMMBI
YYEBHO! JUCLUATIJINHBI

. CTPYKTYPA U COJIEP)KAHUE YUEBHOM
JUCHUIINHBI

. YCJIOBHUSA PEAJIM3AIIMA YYEBHOM JUCITATLIIAHBI

. KOHTPO.JIb Y OLIEHKA PE3VJIbTATOB OCBOEHMUSI
YYEBHOI JUCLUATIJINHBI



1. OBIIASI XAPAKTEPUCTUKA PABOYEHA ITPOT'PAMMBI

YYEBHOM JUCLUAIIINHBI

«OI1.0S THPOPMAIIMOHHBIE U KOMMYHUKAILIMOHHBIE TEXHOJIOI' UW»

1.1. MecTo AMcuMIVIMHBI B CTPYKTYpPe OCHOBHOI 00pa3oBaTe/IbHON NPOrpaMMbl

VyeOHas IUCHUATUIAHA
00s13aTenpHOI

SABJISACTCA

HaCTbIO

«HpopManioHHbIE W KOMMYHHKAIIMOHHBIE TEXHOJOTHI»
obmenpodeccHoOHaTHHOTO

nuKiIa  oOpa3oBaTeNbHOM

nporpamMmbl B cooTBercTBUM ¢ @I'OC CIIO mno cnenumansHocty 46.02.01JokymMeHTalmOHHOE
o0ecrieyeHne yrpaBlIeHUs] 1 apXHUBOBEICHHE.
Oco0oe 3HaueHHe AUCIUILUTMHA UMEET NMpU (POPMUPOBAHUHM U PA3BUTHH KOMITETCHIIUN

OK 01, OK 02.

1.2. llesb M MJIAHUPYEMBIE Pe3yJIbTAaThl 0CBOECHHS THCIHUTIIHHBI
B pamkax mporpamMmbl yueOHOW HCHUILTUHBI OOYYAIOIIMMUCS OCBAaMBAIOTCS YMEHUS

1 3HaHUA

Kon
IIK, OK

YMmenus

3Hanua

OK 01
Br16upath criocoOsl
pereHus 3a1aq

pacrno3HaBaTh 33/1a4y /WK npodiaemy
B IIpo(eccCuoHaTbHOM U/UITN
COILIMAJTBHOM KOHTEKCTE;

aKTyaJbHBIN
npodeCcCUOHATBHBIN 1
COIMAJIbHBIN KOHTEKCT, B

npodeccHoHaTFHON aHATM3UPOBATh 3319y W/WITH KOTOPOM MPUXOIUTCS
JeSITEITbHOCTH npoOiieMy U BBIJCIAT €€ COCTaBHble | paboTaTh U JKUTb;
MIPUMEHUTENBHO K 4acTy; OCHOBHBIE HCTOUYHUKH
Pa3ITU4YHBIM OIpENENATh ATAIlbl PELICHUS 3aJau; MH(OpPMALIUU U PECYPCHI
KOHTEKCTaM BBISBIISITh ¥ 9)PEKTUBHO UCKATh JUTSL pEeLLICHUs] 3aa4 U
UH(POPMAITHIO, HEOOXOUMYIO IS npo6JieM B
pelieHus 3a1a4u W/ Uil mpoOJIeMBbl; poheCCHOHAIIBHOM W/HUITH
COCTaBIIATH IUIaH ACUCTBUS, COLIMATIbHOM KOHTEKCTE;
OTIPEeNATh HEOOXOAUMbBIE PECYPCHI; ITOPUTMBI BBITIOJTHEHUS
BJIAZIETh AKTYyaJIbHBIMU METOJAMU paboT B pO(ecCHOHAIBHOM
paboTsl B podeccuoHanbHoM 1 M CMEXHBIX 00JIaCTsIX;
CMEXHBIX cepax; METO/IbI PabOThI B
peaan30BbIBATh COCTABJICHHBIH IIJIaH; npoheCCHOHAIBHON 1
OLIEHMBATH PE3YJIbTAT U MocaeacTBus | CMEKHBIX cepax;
CBOMX JieiicTBHIA (camocTosiTenbHO Wiy | CTPYKTYPY IlIaHa I
C TIOMOIIbIO HACTaBHUKA). pemenus 3anaq,
MOPSJIOK OLIEHKH
pE3yAbTaTOB PEIICHUS
3aa4 podeccuoHaIbHOM
JEeSITeIbHOCTH.
OK 02 OTIPEIeNATh 3324 Ui MOUCKA HOMEHKJIaTypa
Hcnonb3oBath MH(pOpMaLHH,; UH(OPMALTMOHHBIX
COBpEMEHHbIE OTIpeNeNATh He0OX0IMMbIe UCTOYHUKN | UCTOYHUKOB, IPUMEHAEMBIX
CpeICTBa MOWCKA, uH(pOpPMAIUH; B IIPOo(hecCUOHATLHOM




aHaNIM3a U
MHTEpIpETaIH
nHpOpMaLUUU
nH(pOpPMAIMOHHBIE
TEXHOJIOTUH IS
BBITIOJTHEHUS 337144

IUTAHUPOBATH MPOLECC MOKCKA;
CTPYKTYpUPOBATH MOIY4aEMYIO
UH(POPMALIUIO;

BBIJICNIATH HanOoJiee 3HaYNMOE B
nepevHe NHPOpPMaIuy;
OIICHUBATh MTPAKTUYECKYIO

JeSITeIbHOCTH;
IPUEMBI CTPYKTYPUPOBAHUS
uHpOpMAIINH;

dbopmar opopmiteHus
pe3yIbTAaTOB MOKMCKA
uH(pOpMaLM1, COBPEMEHHbIE

PO (heCCHOHAIBHON 3HAYMMOCTbh PE3yJIbTATOB MTOMCKA; CpPEACTBA U YCTPOMCTBA

ACATCILHOCTH 0OPMIISTH Pe3yNbTaThl IONCKA, uH(pOpMaTU3aLINY;
IPUMEHSTh CPE/ICTBA HOPSAJIOK UX IPUMEHEHUS U
WH()OPMAITMOHHBIX TEXHOJIOTUM TSI MporpaMMHOE 00ecriedeHre
petieHus Mpo(ecCHOHANBHBIX 33/1a4; | B IPO(ECCHOHANBHON
UCII0JIb30BAaTh COBPEMEHHOE JIESITEIbHOCTH B TOM YHUCIIE
IpOrpaMMHOE 00€ECIIEUEeHHE; C UCMOJIb30BaHUEM
UCIIOJIb30BATh Pa3IMyYHbIE [IU(PPOBHIE U(POBBIX CPEJICTB.
CpEeICTBA JJIsl pEeLICHUS
npodecCHOHANBHBIX 3a]1a4.

K 1.1. HCMOJIb30BaTh CPEICTBA HOPMAaTHUBHBIE TPABOBbIE

OcymecTBiATh HH(OPMALIMOHHBIX U akTel Poccuiickoi

npueM-repeaavy

KOMMYHHKAIIUOHHBIX TEXHOJOTHI JJIA

denepanun B cdepe

YIPaBICHUYECKOU HOJIyYCHHS U repeaadyn uadopmanun; | HHOOPMAIUOHHBIX U
uHpopManuH BECTH U HCIIOJIH30BaTh B paboTe 0azy KOMMYHUKAIIMOHHBIX
C IOMOIIIBIO CPEIACTB KOHTAaKTOB OpraHU3aIuu, TeXHOJIOFI/II?'I;
MH(OPMAIMOHHBIX YCTaHaBJIUBATh U IIOJIECPKUBATH TpeOOBaHUs OXpaHbI TPYJa.
u KOMMYHHUKAIIMH B MPOLIECcCe AET0BOrO
KOMMYHHUKAIIMOHHBIX | OOIIEHHS C TIOMOIIBIO CPEJICTB
TEXHOJIOT Ui HH()OPMAITMOHHBIX U

KOMMYHHKAIIHOHHBIX TEXHOJIOTHIA;

obecrieunBaTh MHPOPMAITHOHHYIO

0€30MacHOCTh EATEIbHOCTH

OpraHu3aIiHx.
IIK 1.3. BBIOMPATh (POPMBI TUTAHUPOBAHUS U HOPMAaTHBHBIC ITPABOBHIE

[TpuHUMaTh yyacTue
B IJTAHUPOBAHUH
paboyero BpeMeHU
PYKOBOJUTEIIS

Y TUTAaHUPOBATH
pabounii 1eHb
ceKperaps

0QOPMIISTH IJIAHUPOBIIMK
(opranaiizep) pyKOBOJIUTEINS U
CeKpeTapsi;

obecrneunBaTh HHPOPMAITUOHHYIO
0€30MacHOCTh EATETHbHOCTH
OpraHu3aIuy;

IPUMEHSITH B paboTe cpeicTBa
UH(GOPMAIIMOHHBIX U
KOMMYHUKAIIHOHHBIX TEXHOJIOTHH.

akThl Poccuiickoi
denepanuu B cdepe
UH(pOpMaITMOHHOM
0€e3011aCHOCTH;
TpeOOBaHUsI OXpaHbI TPY/A.




IK 1.4.
Ocy1ecTBIAThH
MOJITOTOBKY JIEJIOBBIX
MOE3/I0K
PYKOBOJIUTEIS U
JOPYTUX COTPYIHUKOB

OCYILECTBIISITH TPEBEI-TIOICPKKY
JIETIOBBIX ITO€3/10K;

UCII0JIb30BATh CPEJCTBA
UH(POPMALMOHHBIX U

KOMMYHUKaIMOHHBIX TEXHOJOTHI JJIsL

o0OecrieueHns B3anMOIEHCTBUSA C

UHTEPHET-PECYPCHI IS
OCYIIIECTBJICHUS TPEBEII-
MOJJICPKKU JICTOBBIX
II0€3/I0K;

TpebOBaHUsI OXpaHbl TPY/A.

OpraHu3amnun PYKOBOJUTEIEM BO BPEMsI €T0 JIETI0BOU

HOE3/KH.
IIK 1.6. OCYIIECTBIISATH cOOp, 00pabOTKy MEeTOIbl 00pabOTKHU U
OcymiecTBiATh uH(pOpMaINHU, CUCTEMAaTU3aLUIO 3alUThl HH(OPMaLUU C
paboty M0JIy4aeMbIX U NE€PEeIaBaEMbIX MIPUMEHEHHUEM CPEJICTB

10 TIOATOTOBKE
Y MIPOBEJICHUIO
KOH(EPEHTHBIX
MEpOIPHUSTHH,
obecrieunBaTh
nH(}OpPMAaLMOHHOE
B3aMMOJICHCTBHE
PYKOBOIUTEIS

C ToJpa3JeleHUsIMU
Y JOJDKHOCTHBIMU
JIMLaMH OpraHu3aluu

JTAaHHBIX;
IPUMEHSTHh HH()OPMALIMOHHO-
KOMMYHHKAI[MOHHBIE TEXHOJIOTHN.

WH(POPMAITMOHHBIX U
KOMMYHHUKAITHOHHBIX
TEXHOJIOTHIi;

TpeOOBaHUs OXpaHbI TPY/A.

MK 1.7.
OdopmnsaTs
OpraHu3aIMoOHHO-
pacropsIuTeIbHbIE
JOKYMEHTBI

Y OpPTraHU30BHIBAThH
paboTy ¢ HUMH,

B TOM YHCJIC

C HMCIIOJIb30BaHHEM
ABTOMATU3UPOBAHHBIX
CHCTEM

IPUMEHSTh HH()OPMALIMOHHO-
KOMMYHUKAIIMOHHbIE TEXHOJIOTHUH;
CKaHUPOBAaTh, KOMMPOBATH U
KOHBEPTUPOBATH IOKYMEHTHI B
pasnu4Hbie GOpMaThI.

COBpEMEHHEIE
nH(pOpMaITMOHHBIEC U
KOMMYHHKAIIHOHHbBIE
TEXHOJIOTUH, TPUMECHSIEMbIE
B paboTe C TOKYMEHTaMU;
TpeOOBaHUs OXpaHbl TPY/A.




2. CTPYKTYPA U COAEP)KAHUE YYEBHOUINCIUTLIMHBI

2.1. O6beM y4eOHOI TUCHUNIUHBI U BBl Y4eOHOH padoThl

Bua yueOHo# paGoThl Oovem uacos

O0bem o0pa3oBaTeIbHOI NPOrpaMMbl Y4eOHOM JMCHUIIIHHbI 71

B TOM YHCIJIC:

TEOpETUYECKOE 00ydeHne -

nabopatopHble paboThI (B TOM yucie B (popMe MPaKTUUECKON TOTOTOBKH) -

MIPaKTUYECKUE 3aHATHS (B TOM 4yHciie B (hopMe MPaKTUUECKOH MOrOTOBKH) 67

KOHTpOJIbHas paboTa -

CamocTosTenbHas pabora 2

IIpome:xxyTouHasi arrecranusi B gopme

JuddepenunpoBaHHbIi 3aUeT 2

! CamocrosTensnas pabota B paMKax 0Opa30BaTeNbHOM IPOrpaMMBbl TUIAHUPYETCS 00pa3oBaTENbHOM OpraHu3amueil ¢
cootBerctBur ¢ TpeboBanmaMu PI'OC CIIO B mpenmenax oObema ydeOHOH AWCHMIUIMHBI B KOJMYECTBE YacoB,
HEOOXOANMOM /TSI BBITOJHEHUS 33/IlaHUH CAMOCTOSITENEHONW PadOThl 00YJarOIMXCs, MPETyCMOTPEHHBIX TEMaTHIECKUM
TUTAHOM M COJIEp)KaHHEM yIeOHON TUCIUITIHHBL 7



2.2. TemaTu4ecKHuii MJIAH U COJEP:KAHUE YUEOHOMH TUCIUTITHHBI

Koabt
O0bem, akan. 4. / 8 .
KOMIEeTEeHI[HIA,
B TOM YHCJIe
HaumenoBanue Coaepikanue yueOHOro MaTepuaia 1 GopMbl OPraHU3aLMH /1eSITeIbHOCTH B Qopme (hopmuposanuio
pa3esioB H TeM o0yyarommxcst IPAKTHYECKOI KOTOPRIX
CIocoo0cTByeT
NMOAr0TOBKH,
3JIeMEeHT
akaj. 4.
NMpOrpamMmblI

Paznen 1. ABTOMATU3SALIUA UHOOPMAIMUOHHBIX MPOLECCOB. KOMIIBIOTEP 6 OK 01,
Tema 1.1. IIpakTHYyecKkue 3aHATHS OK 02
Yerpoiicteo n KommbroTep kak cpeacTBo aBTOMaTU3aliMi HHGOPMAITMOHHBIX IPOIIECCOB
MPHHIMILE PA0OTHI OYHKIIMOHAJIBHBIE YCTPOUCTBA KOMIIBIOTEPA
KOMIIbIOTEpa

[Tpuémel paboThl B cTranmapTHBIX porpamMmmax OC: rpadudeckoM U TEKCTOBOM

penakropax
Tema 1.2. IIpakTHYeckue 3aHATHS 4
IIporpammHoe OcHOBHBIE MOHATHUS IPOTPAMMHOT0 00€CIIeYeHHsI KOMITBIOTEpa.
odecreveHme OmneparmonHsie cucTeMbl. X BuibI U rpadudeckuii uHTepderic
KoMnbloTepa. PAI0BAA | Dajinopas cucTeMa. Onepanyu Hap paiinaMu.
CucTeMa XpaHeHus Cucremaru3anus nHGOPMaLUK C IOMOLIBIO NANOK U (aiiiioB.
uHpopManuu Pa6ora ¢ daiinamMu 1 Karajoramu

CamocTosiTeJbHasi padoTa 2

PaGora B crannapthbeix mporpamMmmax OC: TEKCTOBbIE, rpaduuecKue.
PA3JIEJ 2. MIPUKJIAJHOE U CUCTEMHOE ITPOI'PAMMHOE OBECIIEYEHUE OK 01, OK 02,
Tema 2.1. 18 K 1.1, IIK 1.7

CpeacrBa M TeXHOJIOTHM

IIpakTHYecKue 3aHATHSA

Hacrpoiika unTepdeiica TEeKCTOBOrO peJakTopa, NapaMeTpoB CTPAHHIIBI.




co31aHusA 1 00padoTKN
TEKCTOBOM MHPOpMaLUH

Odopmiienne MHOTOCTpaHUYHBIX JOKYMEHTOB. HacTpoiika naTepdeiica TeKCToBOro
penakropa.Hactpoiika napaMeTpoB CTpaHHIIbL.

Hactpoiika pe:xuMoB neuyaTi TEKCTOBOTO JOKyMeHTa. PaboTa ¢ mpuHTEpOM.
[Tpuemsr penaktupoBanus Tekcta. [IpoBepka opdorpaduu Tekcrta B TEKCTOBOM
penakrope.

dopmaTHpOBaHUE TIOKYMEHTOB B TEKCTOBOM pellakrope. Mi3MeHneHnue cBoiicTB
CHMBOJIOB, IIapaMeTPOB ab3aleB U cTpaHulbl. [leuaTs JOKyMeHTa.

dopmaTUpoBaHUE TIOKYMEHTOB B TEKCTOBOM pefakTope. M3MeHeHne mapamMeTpos
a63arieB. YCcTaHOBKa NMO3UIMK TaOymsiiuu. PaboTa co ciuckamu.

Bcragka rpaduueckoro n3o0paxeHus B TEKCT, U3MEHEHHE €ro MOJI0KEHUs Ha
crpanuiie. TeXHOIOTHS BCTABKU B TIOKYMEHT 00BekTa SmartArt.

BcraBka CHOCOK B TEKCT JOKYMCHTA B TCKCTOBOM PCHAKTOPE.

OcHoBHbIE TPUEMBI PaboThI ¢ Tabmuamu. KontekcTabie BkIaaku KoHerpykrop u
Makert st paboThI ¢ TaOIUIITAMU B TEKCTOBOM PEAAKTOPE

Paznuanbie mpuembl paboThl ¢ TaOIUIIaMH B TEKCTOBOM penakrope. CopTUpoBKa
JTaHHBIX B Tabnuue. Beruncnenus B Tabnunax. Pazduenune TekcTa Ha KOJIOHKH B
TEKCTOBOM PEIAaKTOPE.

(DOpMaTI/IpOBaHI/Ie MHOT'OCTPaHUYHOI'O JOKYMEHTA B TCKCTOBOM PCIAKTOPE

PaboTta co cTrisiMu. COSI[&HI/IG ABTOMAaTH4YE€CKOI'O OIJIaBJICHUA B MHOI'OCTPAHUYHOM
AOKYMCHTC B TCKCTOBOM PCAAKTOPC

Tema 2.2.

CpencrBa

U TEXHOJIOTUH PadoThI
€ JIEKTPOHHBIMU

IlpakTH4eckue 3aHATUA

Coznanue Tabnuil B TaOJIMYHOM pefakTope U ux popmaTupoBaHue. TUIIBI JAHHBIX,
WCIOJIb3YEMBIX B TAOMTUYHOM PEIaKTOpe

BrinosnHeHue pacu€ToB B 37€KTPOHHBIX Tabnunax. @opmynbl. AGCOMIOTHAS U

14




TA0JIMLIAMHU

OTHOCHUTCIIbHAs agpecanus

OyHKIMH, UCTIONb3YeMbIE B TAOMUYHOM penakTope. PaboTa co crimckamu.

Cosznmanue u popmMaTupoBaHKUE ICKTPOHHBIX Ta0IHI. TUIIBI JTAaHHBIX,
HCIIOJIb3YEMbIX B TAOJUYHOM PEIaKTOPE.

BrinosiHeHue pacyeToB B 3JEKTPOHHBIX Ta0nuax. @opmyssl. AOCOIIOTHAS U
OTHOCHTENbHAs aJpecariyst

@OYHKINH, UCTIOTb3YEMbIE B TAOJUYHOM peIaKkTope

[TocTpoeHue u peTakKTUPOBAHHUE THUATPAMM
HacTtpoiika 1ucTOB KHUTH Ha ME€YaTh.

Tema 2.3. IIpakTHyeckue 3aHATHS

Texuosiorust OLE. Co3anne TeKCTOBOTO JJOKYMEHTa B MPUJIOKEHUHU-KIHEHT U BcTaBka OLE-00bekTOB

Co3znanue OLE- 13 IIPUJIOKCHUA CEPBEpPaA

00beKTOB Coznanne cpaBoK ¥ HHGOPMAIIMOHHO-aHATUTHYECKHUX 0030POB B IPHIIOKCHUH-
KkJueHT 1 BctaBka OLE-00beKTOB M3 IPHIIOKEHUS CepBepa
Coznanue crpaBok ¥ HHPOPMAIIMOHHO-aHATTUTHYECKUX 0030pOB B PUIIOKEHUU-
KJIMEHT U BCTABKa CIApKJIAHHOB U3 IPUJIOKEHUS cepBEpa

Tema 2.4.

Paspaborka u
CONMPOBOKIEHHE

10




UH(POPMAIMOHHBIX 0a3
AAHHBIX

HpaRaneCRne 3aHATUSA

Cosznanue tabmui B CYB/]. YcranoBKka CBOMCTB IMoJIel U CBsI3EH MEX Ty TaOIHIIaMH.

BBon u npocMoTp aHHBIX B pexume «Tadbmuna»

®opmsl, 3anpockl 1 0oTueThl B CYB/], X Ha3HaueHue u crocoObl
co3ganus. Co3laHue CBSI3U MEXy TaOIMIIaMK C TOMOUIBIO MacTepa MOCTAaHOBOK.
Cosznmanue B/l ¢ nucnonp3oBanuem Gopm, 3ampocos u otueToB B CYB/I.

PA3JIEJI 3. CPEACTBA NEPEJIAYU 3JIEKTPOHHbBIX JOKYMEHTOB U OBECIIEYEHUE UX OK 01, OK 02,
COXPAHHOCTH K 1.1, TIK 1.6,
Tema 3.1. IIpakTHYecKkue 3aHATHS IK 1.7.
IIporpammel PacnioznaBanue nHpOpMaIUK ¢ TOMOIIBIO IPOTPaMM CKAaHUPOBAHMSI.

CKaHUPOBAHUHA KonseptupoBanue daitsios. [IporpammbI-apxuBaTophl. YIaKOBKa M paclaKoBKa

AOKYMEHTOB H apXHUBOB

KOHBEPTHPOBAHMA

daiinos

PA3JIEJI 4. CO3JAHUE U PEJAKTUPOBAHUE I'PA®UYECKNUX U MYJIbTUMEJINMHBIX OFLEKTOB OK 01, OK 02,
Tema 4.1. IIK 1.1, IIK 1.4,
IpeacraBienue 1IK'1.6

uHdopmanum ¢
NMOMOIIBIO CPEICTB

11




uHporpapuku

HpaRaneCRne 3aHATUSA

Br16op mabiioHa u TeMbI CIANIOB K MPE3CHTALMH B crienuann3upoBanaom 110 mis
MOATrOTOBKHM Ipe3eHTaluil. Co3nanue cOOCTBEHHOrO 11a0I0Ha.

N3meHeHne MakeTa ciaiiioB.

Pabora co cnaiigamu. BcraBka 00bEKTOB Ha ciaiijl, K3MEHEHUE UX ITOJI0KEHMSI.
VYipaBneHue ciosaMu cliainjaa

Hcnonb3oBaHue runepcchbuUlok B mpe3eHTanuu. Hactpoiika aHnManum Tekcra

1 00bekTOB. JloOaBiIeHNe MepexoI0B MEeX Iy ciiaiiiamMu. BcTtaBka 3ByKa u BUJIEO.
Hacrpoiika npe3eHTanuy Ha NOKa3, yrpasisieMasi JOKJIAJUMKOM U B
ABTOMATHYCCKOM PEKUME

Pazjnen 5. TEXHOJIOT'US CO3JJAHUS U TIPEOBPA3OBAHUSI UTHOOPMAIIMOHHBIX OB BEKTOB

Tema 5.1.
IHepconupunupoBaHHbie
PACCHUIKHU € OMOIIbIO
GyHKIUM canustHUSA

IIpakTHYecKkue 3aHATHS

Co3nanue nuceM-npurianieHui, no3apaBieHui. Mcnonp3oBanre MacTepa CIussHUS
JUI IepCOHM(UIIMPOBAHHOM PacChUIKU JOKYMEHTOB. Mcronb30BaHue mactepa
CIUSIHUSL TS IEPCOHUUIIMPOBAHHON pacChbUIKUI0OKYMEeHTOB. Co3ianue
KOHBEPTOB, O€HKeH, KyBEepTHBIX KapTOYEK.

OK 01, OK 02,

IK 1.1, IIK 1.6,
IIK 1.7

12




Hcnonb30Banne MacTepa CIUSHUS YIS IePCOHUDUITUPOBAHHON PACCHIIKU
nokymeHToB. Co3/laHue MUCEM IM03/IpaBiIeHU, HATOMUHAHUHN, BUBUTHOW KapTOUKH,
KYBEPTHOM KapTOYKHU.

Tema 5.2. Texnoaorus

HpaRTuquRne 3aHATHUSA

aBTOMATH3AIUH Coznanue maba0HOB 3aIlMCOK, POTOKOJIA, CIIPABKH, IIPUKAa3a C YCTAHOBKOM

CO3aHMA U 3alUThI CIYKEOHOTO MUCbMa, JOKJIAJHON 3alUCKH, PACcTIOPSKEHUs, aKTa

HCIO0JIb30BAHUS CoBMecTHas paboTa HaJl IPOEKTOM I1a0JI0OHA MTPUKa3a, CIIPAaBKH.

noxkymMeHToB. IIIad/10HbI

AOKYMEHTOB

PA3JIEJI 6. KOMIIBIOTEP KAK CPEJICTBO KOMMYHUKAILIUU U AOCTYII OK 01, OK 02,

K HHOOPMALIMOHHBIM PECYPCAM.JIOKAJIbHBIE U I'JIOBAJIBHBIE CETH MK 1.1. TIK 1.3,

Tema 6.1. IIpakTHYyeckue 3aHATHS I[IK 1.4., 11K 1.6.,
Bo3moxHocTu novcka nndopmanuu B uHTepHeTe. [lonck nudopmaryu B IK 1.7

CeTHn M MHTEpHET.
HNudopmaunonno-
NOMCKOBBIE CHCTEMBI.
IMouck napopmanuu B
Pa3JIUYHBIX CIIPABOYHO-
NPaBOBbIX CHCTEMAX

opUIMAIbHBIX HHTEpHET-UCTOYHUKaX. [lonck nHdopManuu B pa3IuuHbIX
CIPaBOYHO-TIPABOBBIX CUCTEMAaX
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Tema 6.2. IlouToBbIE N
o0J1auHbIE CEPBHUCHI B
padore ¢ JOKyMeHTaMu

HpaKaneCRne 3aHATHUSA

CoBMecTHas paboTa o OpraHu3alyy JOKYMEHTHOrO U 0€3/10KyMEHTHOIO
00CTYKUBaHUS C IPUMEHEHUEM OOJIAYHBIX TEXHOJIOTHI

Tema 6.3. CoBpeMeHHbIE
NMPOrpaMmbI -
IUIAHUPOBIIUKHU

HpaRTuquKne 3aHATUSA

IInanupoBanue pabouero THSI pyKOBOJAUTEIS U CEKpETaps C MOMOIIBIO
COBPEMEHHBIX ITPOrpaMM-TUIaHUPOBIIUKOB

Tema 6.4. Cpencra UT
TEXHOJIOTHUH NPH
OpraHu3aluHu AeJ10BbIX
M0e3/10K PYKOBOAMTEJIA.
OcyuiecrBienne TpIBeJI-

HpaKTuquKne 3aHATHUSA

[ToxOopxka peiica u oTens MO 33AAHHBIM ITapaMeTPaM.

Onpenenenne reoJaHHbIX

MOIePKKH
JAuddepeHiupoBaHHbIN 3a4eT 2
Bcero 71
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3. YCJIOBUSI PEAJIM3ALIMY YYEBHOM JUCLUAILIUHBI

3.1. lns peanu3zauuy NporpaMMbl y4eOHOM JUCHHILUIMHBI J0JKHBI ObITH
NpeayCMOTPeHbIC/IeyoIHe CleHaJbHble TOMelleHHs

Jlaboparopuss «MHDOPMANMOHHBIX ¥ KOMMYHHKAIIMOHHBIX TEXHOJIOTHI», OCHAICHHAS
HEOOXOAUMBIM ISl peaNIN3alUH IPOTPaMMbl y4eOHOM JUCIUTUINHBI

o0opynoBaHueM: paboure MecTa MO KOJMYECTBY OOy4aroluxcsii paboyee MecTo
IIPENoIaBaTelisl, OCHAICHHBIX KOMIIBIOTEPHBIM CTOJIOM U M0IbEMHO-TIOBOPOTHBIM KPECIIOM;

TEXHUYECKUMH CPEACTBaMHU OOYy4YEeHHUs: MEePCOHAIBHBIA KOMITBIOTEP Ha Kaxaoe padouee
MECTO:

C  YCTaHOBJIEHHbIM  IpPOrPaMMHBIM  OOECHeueHUEeM: OIepaliOHHAas  CHCTEMa,
AHTUBHPYCHAS TTporpamMMa, TeKCTOBbIHN, TabnuuHblii penaktop, CYB/I, mporpamma st co3aanus
npeseHTanuil, IlepconanbHpiil HHOOPMALIMOHHBIA MEHEDKEP ¢ (QYHKIUSIMHU ITOYTOBOTO KJIMEHTA
u Groupware, apxuBaTOpbI, MPOrpaMMbl CKAHUPOBAHUS, KOHBEPTUPOBaHUs (paiiiios,

C JIOCTYIIOM B IJIOOAJBHYIO CETh MHTEPHET, B JIOKAIbHYIO CETh y4EOHOIO 3aBEICHMS, B
CIIPaBOYHO-TIPABOBYIO CUCTEMY U DJIEKTPOHHO-OMOIMOTEYHYIO CHCTEMY,

MYJIbTUMENITHOE 000pyI0BaHUE: TPOEKTOP, MHTEPAKTUBHAS JIOCKA;

MIPUHTED, CKaHEP, KOMMPOBAJIBHBIN anmnapat uim MOY

3.2. UudopmannoHHOe 00ecnedeHHe peau3aiiu NporpaMmbl

Jisa peanuszanuu mporpammbl  OuOmuMoTeuHbIH (HOHA 00pa3oBaTEIbHOM OpraHu3aluu
JOJIKeH UMETh TIeUaTHbIE W/UIIN 3JIeKTPOHHBIE 00pa3oBaTeIbHble U HHPOPMAIIMOHHBIE PECYPCHI,
JUTsI ICTIONTh30BaHUs B 00pa3oBaTenbHOM mporiecce. [Ipu popmupoBanum 6udbimoredHoro ¢hoHaa
o0Opa3oBaTesIbHOM OpraHusaluell BHIOMpAETCs HE MEHEe OJHOTO M3/aHus M3 NEepeYHCIIEHHBIX
HUKE TI€YaTHBIX W3JaHUN U (WIM) AIIEKTPOHHBIX HM3JaHUNM B Ka4eCTBE OCHOBHOIO, MPHU ITOM
CIIMCOK, MO>KET OBITh JIOMOJIHEH HOBBIMHU M3JaHUSIMH.

3.2.1. OcHOoBHBIE MEYATHBIC H3AAHUSA

1. I'aBpuno M. B., KimumoB B. A. Nudopmartrka u uHDOpPMAITMOHHBIC TEXHOJOTHHU.
VYyeOnuk yist cpenHero npodeccruoHaibHoro oopasoanus / M. B. I'aspuios, B. A. Kinumos. —
4-¢ wm3p., mepepad. m mom. — MockBa: MsmarensctBo FOpaiit, 2022. — 383 c¢. —
(ITpodeccuonanpsuoe obpazoBanue). — ISBN 978-5-534-03051-8. — Tekcr: 27aeKTpOHHBIN //
OBC HOpaiit [caiit]. — URL: https://urait.ru/bcode/469424

3. Kynpusuos /1. B. UndopmanrionHoe obecriederre npodeccuoHalIbHOM 1eATeIbHOCTH:
y4eOHHK U MPAKTUKYM I CPEAHEro NpodeccuoHaIbHOro oOpa3oBaHus/ YUeOHHUK U MPAKTUKYM
Ui cpeaHero npodeccuonanbHoro obpasosanus / J[. B. Kynpusnos. — Mocksa: M3narenscTBo
HOpaiit, 2022. — 255 c¢. — (IlpodeccuonansHoe obpazoBanue). — ISBN 978-5-534-00973-6.
— Texkcr: anexrponnsiii // DBC KOpaiit [caiit]. — URL: https://urait.ru/bcode/470353

4. TIlnotukoBa, H. TI. MHWudpopmatuka u HHYOPMALUMOHHO-KOMMYHHUKALIMOHHBIE
texnonoruu (MKT) : yuebnoe mocobue / H. I'. [InotnukoBa. — Mocksa: PUOP: UHOPA-M,
2022. — 124 c. — (Cpennee npodeccronanbHoe obpazoBanue). - ISBN 978-5-369-01308-3. -
Tekcr: ANEKTPOHHBIN// 9BC Znanium [caiiT]. - URL:
https://znanium.com/catalog/product/1229451 (mara o6pamenus: 04.08.2022). — Pexum
JOCTyIA: 10 TOJIHCKE.
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5. TpopumoB B. B. Huadopmaruka B 2 T. Tom 1. VYyeGHMK mns cCpeaHero
npodeccronanbHoro obpazosanus / B. B. Tpopumos. — 3-e u3a., nepepad. u gon. — Mocksa:
WznarensctBo FOpaiit, 2022. — 553 ¢. — (IIpodeccrnonansHoe oO6pazoBanue). — ISBN 978-5-
534-02518-7. —  Tekcr: onekrponnsii //  OBC  IOpaiir  [caiit]. —  URL:
https://urait.ru/bcode/471120

6. ®enorona, E. JI. UnpopmanmoHHbIe TEXHOJIOTHH B MPO(HECCHOHAIBHON AEATEIbHOCTH:
yaebHoe mocobue / E.JI. denotoBa. — MockBa: ®OPYM: UHOPA-M, 2022. — 367 ¢. —
(Cpemnee mpodeccuonanpHoe obOpasoBanue). - ISBN  978-5-8199-0752-8. -  Tekcr:
anekTponHbid // DBC Znanium [caiit]. —URL: https://znanium.com/catalog/product/1786345
(mara oopamenus: 04.08.2022). — Pexxum gocTyma: 1o momnucke.

3.2.2. OcHOBHBIE YJIEKTPOHHbIE U3TAHUS

1. Kynpusinos JI. B. Undopmaninonnoe odecneuenre npodhecCuoHaIbHON AeATeIbHOCTH:
Y4€OHMK U TTPAKTUKYM IS CpeiHero mpodeccuoHaabHOoro 00pa3oBaHus/ YUEeOHHUK U TPAKTUKYM
it cpennero npodeccuonansHoro oopazosanus / [{. B. KynpusinoB. — Mocksa: M3narenscTBo
IOpaiit, 2022. — 255 ¢. — (IlpodeccronansHoe oOpazoanue). — ISBN 978-5-534-00973-6.
— Texcrt: anextponnsii // DBC HOpaiit [caiir]. — URL: https://urait.ru/bcode/470353

2. IlmormmkoBa, H. TI. HWuadopmatnka u wuHOOPMAIMOHHO-KOMMYHHUKAIMOHHEIE
texHosioruu (MKT) : yue6HOE mocobue / H. I'. TlnotaukoBa. — MockBa: PUOP: UTHOPA-M,
2022. — 124 ¢. — (Cpennee npodeccuonansHoe oopazoBanue). - ISBN 978-5-369-01308-3. -
Texcr: SIIEKTPOHHBII// OBC Znanium [caitT]. - URL.:
https://znanium.com/catalog/product/1229451 (mara oOpamenus: 04.08.2022). — Pexum
JOCTYTIA: 10 MOJIMUCKE.

3. Tpodumor B. B. HNudopmatnka B 2 T. Tom 1. VYyeOHMK 111 cpemHETO
npodeccuoHanbHOro obpazoBanus / B. B. Tpodumos. — 3-e uzn., nmepepad. u gomn. — Mockga:
MznarensctBO FOpaiit, 2022. — 553 c. — (IIpodeccuonansHoe obpazoBanue). — ISBN 978-5-
534-02518-7. —  Tekct: onekrponnsiii /[ DOBC  WOpaiitr [caiit]. —  URL:
https://urait.ru/bcode/471120

4. ®enotona, E. JI. UudopmarnmonHbie TEXHOJIOTHH B MPO(HECCHOHATBHOM NeATeTbHOCTH:
yueOHoe mocodbue / E.JI. denoroBa. — MockBa: ®OPYM: UHDPA-M, 2022. — 367 c. —
(Cpennee mpodeccuonanbHoe oOpazoBanue). - ISBN 978-5-8199-0752-8. -  Tekcr:
anextpounsii // DBC Znanium [caiit]. —URL: https://znanium.com/catalog/product/1786345
(mata obpamenus: 04.08.2022). — Pexxum focTymna: 1o moArucKe.

3.2.3. JlonoJIHUTEIbHbI€ HCTOYHUKH

1. Anekcees  A.l.  COopHuk  nmabopaTopHbIXx  paboT 1O  JUCHMIUIMHE
«Mupopmatuka», yactb 2: VYuebHoe mocobue. YuebHOoe mocoOue MO JAUCHUIUIMHE
«MupopmaTukay», Ui cTyJeHTOB nepBoro kypca cnenuansHocteit 10.03.01 u 10.05.02 YyeGHoe
nocobue no aucuumiauHe «MHpopmaTuka», A1 CTYACHTOB IMEPBOTO Kypca CIELUAIbHOCTEH
10.03.01 u 10.05.02 / AnekceeB A.Il. — Mocksa: COJIOH-IIp., 2017. — 256 c.: ISBN 978-5-
91359-220-0. -  Tekcr:  osnektponnsii/  DOBC  Znanium  [caiit]. -  URL:
https://znanium.com/catalog/product/881455. — Pexxum noctyma: mo moJmicKe.

2. bensesa. T.M.Marematuka u uadopmaruka: ydeOHUK U npaktukym it CIIO /
T. M. bensieBa [u ap.]; mox penakiueit B. JI. DOnbkuHa. Y4eOHUK U MPAKTUKYM I CPEIHETrO
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npogeccuonansHoro oopazoBanus / T. M. bensieBa [u np.]; mox pegakumeit B. JI. Dnapkuna. —
2-¢ wu3n., mepepab. m gon. — Mocksa: MszmarensctBo IOpaiit, 2022. — 402 c. —
(ITpodeccuonanbuoe obpazoBanue). — ISBN 978-5-534-10683-1. — Tekct: 351eKTpOHHBIN //
3BC IOpaiir [caiit]. — URL.: https://urait.ru/bcode/469943

3. Kenposa I'.E. [u ap.] Undopmaruka i TyMaHUTApHUEB: YUCOHUK M TPAKTHKYM
Ui cpeqHero npodeccuoHaibHoro oopazosanus. [lon penakuueii I'. E. Kenposoit. — Mocksa:
NznatenbcrBo FOpaiit, 2022. — 439 ¢. — (IIpodeccnonansHoe obpazoBanue). — ISBN 978-5-
534-10244-4. —  Tekct: onekrponnsiii /[ DBC  WOpaiit [caiit]. —  URL:
https://urait.ru/bcode/475550

4. Hosoxwumo O.I1. Uadopmaruka B 2 4. Yacte 1: yuebnuk mis CIIO / O. II.
HoBoxwunos. YueOnuk asa cpennero npodeccuonanpHoro oopazosanus / O. I1. HoBoxxumoB. —
3-¢ m3n., mepepab. m gon. — MockBa: MszmarensctBo IOpaiit, 2022. — 320 c. —
(ITpodeccuonanproe obpazoBanne). — ISBN 978-5-534-06372-1. — Tekct: 25eKTpOHHBIN //
3BC IOpaiir [caiit]. — URL.: https://urait.ru/bcode/474161

o. [TonoB A.M. MudopmaTrka u MaremaTnka: yueOHuK 1 npaktukym st CI1O / A.
M. Tlonos, B. H. Cotnukos, E. W. Haraesa, M. A. 3aiineB; nox pea. A. M. IlonoBa YueOHuk u
NPaKTHKYM JUIsS cpeiHero mpodeccuonansrHoro oopazosanus / A. M. Tlonos, B. H. CotHukoB,
E. U. HaraeBa, M. A. 3aiiuieB; non penakuueir A. M. TlomoBa. — 4-e u3n., nepepad. u aom. —

Mocksa : UznmarensctBo FOpaiit, 2022. — 484 c¢. — (IlpodeccnonansHoe oOpa3oBaHue). —
ISBN 978-5-534-08207-4. — Texkcr: oamexktpounsiii // DBC IOpaiit [caiit]. — URL:
https://urait.ru/bcode/469437

6. CosetoB  b.SJl.MHpopManMoOHHBIE  TEXHOJOTUM: YYCOHHK JUIsI  CPEIHEro

npodeccuonanpHoro oopasosanus / b. SI. Cosetos, B. B. IlexanoBckuii. — 7-¢ u3g., nmepepad. u
non. — Mocksa: UznatensctBo FOpaiit, 2022. — 327 ¢. — (IIpodeccuonanpHoe 0Opa3oBaHue).
— ISBN 978-5-534-06399-8. — Tekcr: amekrponnsiii // DBC IOpaiir [caiir]. — URL:
https://urait.ru/bcode/469425

7. Tpodumor B.B. MHbopmaroHHbIE TEXHOJIOTHH B SKOHOMHUKE U YIIPABJICHUH B 2
4. Yacte 1: yuebnuk mis CIIO / B. B. Tpodumos [u np.]; nox pen. B. B. Tpodpumona. YueOHuk
UIs cpeaHero npodeccuonaabHoro oopazoanus / B. B. Tpodumos [u ap.] ; moa pemakiueii B.
B. Tpodbumosa. — 3-e u31., mepepad. u mon. — Mocksa: M3garenbctBo Opaiit, 2022. — 269 c.
— (ITpodeccuonansroe odpazoanue). — ISBN 978-5-534-09137-3. — TekcT: 25IeKTpOHHBIH //
OBC IOpaiir [caiit]. — URL.: https://urait.ru/bcode/475059

8. CnpaBouno-npaBoBas cucreMa «Koncynprant [Tmroc». Odunuansusiii caint CIIC
«KoncynpranT miocy [Daekrporusiit pecype] . URL: http://www.consultant.ru/

9. CrpaBouHo-nipaBoBas cucreMa «[ apant» [nekTpoHHsiii pecypc] . URL:garant.ru

10. CnpaBouHo-nipaBoBas cucrema «Koncopuuym Kogeke» [DnexkTpoHHbIN pecypc] .
URL.: Kozekc - IIpodeccronanshsie crpaBounbie cuctemsl - Kogeke (kodeks.ru)

11.  OduumanbHbli caliT nporpaMMmbl Juid pacno3HaBaHus Tekcta ABBYY
FineReader. Odummanbueiii caidlt koprnopauuu Adobe. [Dnekrponnsiii  pecypc]URL:
https://www.abbyy.com/ru-ru/Finereader/

12. Oduumansueiii caiit Microsoft Office. CnpaBka. O¢punmanssiit caiit Microsoft
[nexrponnsiii pecype] . URL: https://support.office.com/

13.  Odwuumanpueiii caiit kommanun Google. CropaBka Google. [DnekTpoHHBII
pecypc]URL: https://support.google.com
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14. Odwunmaneueiii caiit SArnexc-auck [Dnekrpounsiit pecypc|URL: SAnnexc. [Auck
(yandex.ru).

15.  Odunumanbueiii caiit O6ako meitn. [Inekrponnsiit pecypc]JURL: O6mako Mail.ru

16.  Cucrema onnaiiH-OpoHupoBaHus otenend «bykuH». OdunuansHbelii  caiT
Booking.com [Dnexrponnsiii pecypc] URL: https://www.booking.com/index.ru.

17. CepBuc cpaBHeHus 1ieH Ha otenu « Tpusaro» OdunmaneHbiii cait Trivago.
[DnexTponnsiit pecypc] URL: https://www.trivago.ru/

18.  Cepsuc 6ponupoBanus oteneit «Xorenc» OdunuanbHbINd caur
Hotels[DnexTponnsiit pecypc] URL: https://ru.hotels.com/

19.  Cucrema cpaBHEeHHS IIeH Ha oTenn «PyMrypy» Od¢unnanbHbIN
caiitRoomguru [Dnextponnsiii pecypc] URL: https://www.roomguru.ru/Hotels/Search

20. CepBuc cpaBHEHUS LIEH HAa OTENU «XOTEIITYK» Od¢ununansusiii caiitHotellook
[DnexTponnsiit pecypc] URL: https://hotellook.ru/

21. OAO «PX». Odpurmansueni caiit [Dnextponnsiii pecypc| URL: Tlaccaxxupam
(rzd.ru)

22. Cucrema novcka aBuadmieToB oHnaH «bunersl wrocy — OduimaabHbII
caiitBiletyplus [Dnextponnsiii pecypc] URL: http://biletyplus.ru/

23.  Cucrema 3aka3za jKeJIe3HOJOPOXKHBIX OMIIeToB oHNaitH OduuuanpHerid caifit Tutu
[DnexTponnsiit pecypc] URL: https://www.tutu.ru

24, Tazera «Uudopmaruka»  um3marenbckoro  goma  «llepBoe  ceHTIOps»
[DnexTponnsiit pecypc]. URL: https://inf.1september.ru

25. XKypnan «Muadpopmarnka u oOpazoBaHue» [DnekTpoHHBI pecypc]. URL:
http://infojournal.ru
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4. KOHTPO.JIb U OLIEHKA PE3YJIbTATOB OCBOEHUSI
YYEBHOM JUCLUAILJINHBI

PesyabTaTnl 00yueHus

Kpurepun onenkn

MeToabl OIEHKH

Hepeqeﬂb 3HaHHﬁ, 0CBaAUBACMBIX B paMKaXxX JUCHHUIIJIMHBI

aKTyaJIbHBIN NpoQeccUOHANbHBIN U
COLMAJIbHBIA KOHTEKCT, B KOTOPOM
MIPUXOAUTCS paboTaTh U JKUTb;

OCHOBHBIC HCTOYHUKHU I/IHq)OpMaHI/II/I u
pecypcChI TSl pelIeHus 3a/1a4 U mpooieM
B Mpo(heCCHOHATHHOM H/WIH
COIMAITLHOM KOHTEKCTE;

AJITOPUTMBI BBITIOJTHCHU A pa60T B
poheCCHOHAITBHOM U CMEKHBIX
obnacTix;

METO/1bI paboTHI B MPO(ecCHOHANBHON U

«OTIuYHOY -
TEOPETUYECKOE COJIEPIKaHNE
Kypca OCBOEHO MOJIHOCTBIO,
0e3 poOenoB, yMeHUs
chopmMupoBaHbI, BCE
PeIyCMOTPEHHBIC
porpaMMoil yueOHbIe
3aJJaHHS BBITIOIHEHHI,
Ka4eCTBO WX BBITIOJTHECHUS
OIICHEHO BBICOKO.

«XO0pOoIII0» - TEOPETUUYECKOE
coJiep’KaHue Kypca OCBOEHO

Kaxumu
poueaypaMmu
MPOU3BOIUTCSA
OIICHKA:

VYerHbll onpoc

TecToBBIi KOHTPOJIb
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CMEXHBIX chepax;
CTPYKTYpY IUIaHa JUIsl peIIeHUs 3a/1a4;

MOPSAIOK OLICHKHU PE3yJIbTaTOB PEIICHUS
3a11a4 MpoQeCcCHOHATBHON
JeSTEIIbHOCTH,

Homenknarypa uHpopMalinoHHbIX
WCTOYHHUKOB, IPUMCHSEMBIX B
npodecCHOHANTBHOU ACSITEIIHLHOCTH;

MIPUEMBI CTPYKTYPUPOBAHUS
nHpopmanuy;

dhopmaT opopMIIeHUS PE3yTbTATOB
MovcKa MHPOPMAIIUH, COBPEMEHHBIC
CpEeACTBA U yCTPOMCTBA
nH(popMaTHU3alnH;

MOPpAAOK UX MPUMCHCHUA U
porpaMMHOE oOecrieueHre B
pohecCHOHATLHON ICATEILHOCTH B TOM
YHCJIe C UCTIONB30BaHUEM U(POBBIX
CpE/CTB;

HOPMAaTUBHBIE PABOBBIE AKThI
Poccuiickoit deneparuu B chepe
MH(OPMALMOHHBIX U
KOMMYHHKAIIMOHHBIX TEXHOJIOTHIA;

HOPMAaTUBHBIE PABOBBIC AKTHI
Poccuiickoit deneparuu B chepe
HH(POPMAITMOHHOW OE30TTaCHOCTH;

TpeOOBaHUs OXPAHBI TPY/A;

HHTCPHET-PECYPChI AJId OCYHICCTBIICHUSA
TPCBCI-TIIOAACPIKKH ACIOBLIX IMOC30K;

METO/IbI 00pabOTKH U 3alUTHI
nH(OpPMAILIUY C TPUMEHEHHEM CPEJICTB
MH(OPMALIMOHHBIX U
KOMMYHHKAITHOHHBIX TEXHOJIOTHIA;

COBPCMCHHBIC I/IH(I)OpMaI_II/IOHHBIe u
KOMMYHUKAIIUOHHBIC TCXHOJIOT'UH,
MMPUMCHACMBIC B pa60Te C JOKYMCHTaMHU.

MOJHOCTHI0, Oe3 Tpo0eos,
HEKOTOpbIC yMEHUS
copMUpPOBaHbI
HEI0OCTaTOYHO, BCE
IPeIyCMOTPEHHBIC
IporpaMMoil yueOHble
3aJJaHHS BBITIOIHEHHI,
HEKOTOPbIEC BUIBI 33/1aHUI
BBITIOJTHEHBI C OIIHOKaAMH.

«Y IOBIETBOPUTEIIBHOY -
TEOPETUIECKOE COJICPIKAHNE
Kypca OCBOCHO YaCTHUYHO,
HO TIPOOEITBI HE HOCST
CYIIECTBEHHOTO XapaKTepa,
HEOOXOMMBIC YMEHUS
paboThl ¢ OCBOCHHBIM
MaTepHUaIOM B OCHOBHOM
chopMUpOBaHHI,
OOJIBIIIMHCTBO
MPEeyCMOTPEHHBIX
porpamMMoi 00yJeHus
y4eOHBIX 3aJaHH I
BBITIOJTHEHO, HEKOTOPbIE U3
BBITIOJTHEHHBIX 3a/1aHU
CoJIepKaT OIMUOKH.

«HeynoBreTBOpUTENHLHO -
TEOPETHUYECKOE COACPIKaHUE
Kypca He OCBOEHO,
HEO0XO0/IMMbIC YMCHHUS HE
chopMUpOBaHBHI,
BBITOJIHEHHBIE YYCOHBIC
3aJlaHus COJIEpIKAT IrpyObIe
OILINOKHU.
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Hepeqeﬂb yMeHHﬁ, 0CBaAaUBACMbIX B paMKaX JUCHUIIJIUHDbI

pacro3HaBaTh 3a/1a4y U/ UK MpodIemMy B
npodecCHOHATEHOM W/WIA COIUATBHOM
KOHTEKCTE;

aHATM3UPOBATh 3aa9y W/WIH PpoodIeMy
U BBIJICTISITH €¢ COCTABHBIC YaCTH;
OTIPENIENATH ATAITBI PEIICHUS 33Ja4H;
BBISIBIIATH U 3(p()EKTUBHO UCKATh
nHOpMAIIHIO, HEOOXOTUMYIO JUISI
pelIeHus 3a1a4K U/ Ui MpoOIeMBbl;
COCTaBJIATh IUIAH JCHCTBUS,
OTIpENIeNATh HEOOXOIUMBIE PECYPCHI;
BJIQJIETh AKTYaJbHBIMU METOIaMHU
paboThl B TpOeCCHOHAIBHON 1
CMEXHBIX chepax;

pean30BBIBATH COCTABIICHHBIH IIIaH;
OIICHUBATh PE3YJIbTAT M MOCIIEICTBUS
CBOMX JMCTBHI (CAaMOCTOSITENIHO UJIH C
TTOMOTIIHIO0 HACTABHUKA);

OIpeneNATh 3aa4M Ul OUCKa
nHpopMaIuu;

OIpeNeNATh HEOOX0IUMbIE HICTOUHUKHU
nHpopMmaIuu;

IUTAHUPOBATh MPOLECC MOUCKa;
CTPYKTYpUPOBATh MOJIy4aeMYyIO
nHpopMaIuo;

BBIIEJIATh HanboJiee 3HaYMMOoe B
nepeyHe HHPOpMaLny;

OLIEHUBATh IIPAKTUYECKYIO 3HAYMMOCTb
pe3yiIbTaTOB MOUCKa;

0(QOopPMIIATH pe3yNbTaThl IOUCKA,
IPUMEHSATh CPEJICTBA UH(OPMAILIMOHHBIX
TEXHOJIOTUH JUIsl peIleHHs]
npoeccuOHaNbHbBIX 33Ja4;
HCIOJIb30BaTh COBPEMEHHOE
IpOrpaMMHOE 00eCTIeueHHE;
UCIOJb30BaTh Pa3IUYHbIE IU(PPOBHIE
CpezAcTBa AJIs pelieHus
npoeccHOHaNBHBIX 33a4;
UCIOJIb30BATh CPE/ICTBA
MH(GOPMAIMOHHBIX U
KOMMYHHUKAIIHOHHBIX TEXHOJIOTUH JUIs
MOJTy4dEHUs U Nepeauyu UHGopMaIuu;

«OTIUYHOY -
TEOPETUYECKOE COJIEPIKAHNE
Kypca OCBOEHO MOJIHOCTBIO,
0e3 po0OeoB, yMEHUs
chopmupoBaHbI, BCE
PeIyCMOTPEHHBIC
IpOrpaMMoil yueOHbIe
3aJJaHHS BBITIOIHEHHBI,
Ka4eCTBO MX BBITIOJTHEHUS
OIICHEHO BBICOKO.

«X0opouio» - TEOPETHIECKOE
coJiep’KaHne Kypca OCBOEHO
MOJTHOCTHI0, 6€3 mpo0OenoB,
HEKOTOPbIC YMEHUS
chopMUpOBaHBI
HEI0OCTaTOYHO, BCE
PeyCMOTPEHHBIC
IporpaMMoii yueOHbIe
3aJJaHUs BBITIOJIHEHBI,
HEKOTOPbIE BUJIbI 3a1aHUI
BBINOJIHEHBI C OIINOKaMH.

«Y IOBIETBOPHUTEIHHO) -
TEOPETHUYECKOE COCPIKaHUE
Kypca OCBOCHO YaCTUYHO,
HO TTPOOEIIBl HE HOCST
CYIIECTBEHHOTO XapakTepa,
HEOO0XOIUMBIC YMCHHS
paboThI C OCBOSHHBIM
MaTepHaioM B OCHOBHOM
c(hopMUpOBaHBHI,
OOJBIIMHCTBO
PEIYCMOTPEHHBIX
porpamMmoit 00ydeHus
yueOHBIX 3a1aHUN
BBITIOJTHEHO, HEKOTOPBIE U3
BBITIOJTHEHHBIX 33JJaHUN
COJIepKaT OIINOKH.

((Hey,Z[OBHeTBOpI/ITeJ'ILHO)) -
TCOPCTUICCKOC COACPIKAHUC
Kypca HC OCBOCHO,

OreHka pe3ynbTaToB
BBITIOJTHEHUS
MPAKTUYECKOU
paboThl

DKCnepTHOE
HaOMoICHHE 32
XOJIOM BBITIOJTHEHUS
MPaKTUYECKOU
paboThI

IIpomexxyTouHas
aTTecTanus
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BECTH U HCIIOJIH30BaTh B paboTe 6a3y
KOHTAKTOB OpraHU3alllu;
yCTaHaBIIMBATh U TIOJJICPKUBATD
KOMMYHHKAIIMH B TIPOIIECCE JIETTOBOTO
OOIIEHUS C TOMOIIBIO CPEICTB
MH(GOPMAIMOHHBIX H
KOMMYHHUKAIIHOHHBIX TEXHOJIOTHH;
oOecrieynBaTh HHPOPMALUOHHYIO
0€301aCHOCTb JeSITeIHHOCTH
OpraHu3aIm;
MIPUMEHSTH B paboTe cpe/icTBa
MH(OPMALMOHHBIX U
KOMMYHHUKAIIHOHHBIX TEXHOJIOTHH;
BbIOMpATh (GOPMBI IIJIAHUPOBAHUS U
0(pOpMIIITH ITAaHUPOBILUK (OpraHaiizep)
PYKOBOJIUTEIIS M CEKpPeTaps;
OCYIIECTBISITh TPEBEI-TIOAIEPKKY
JETIOBBIX MOE3/I0K;
WCTIOJIH30BAaTh CPEICTBA
MH(OPMALMOHHBIX U
KOMMYHHUKAIIHOHHBIX TEXHOJIOTHH JIIs
o0ecrieueHNs B3aUMO/ICHCTBUS C
PYKOBOJMTEIIEM BO BPEMS €TO JICIOBOM
MIOE3]IKH;
OCYIIECTBJIATH COOp, 00pabOTKy
UH(OPMAINH, CUCTEMATU3AIHIO
MOJIy9aeMbIX U IIepe/laBaeMbIX JaHHBIX;
CKaHHUPOBATh, KOTUPOBATH U
KOHBEPTUPOBATh JTOKYMEHTHI B
paznuuHble (GopMaTHL.

HE00X0IMMbIE YMEHHS HE
c(OopMHUpPOBaHEI,
BBITIOJTHCHHBIC y4eOHbIC
3a/IaHMsl COJIEpKaT rpyobie
OIINOKH.
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