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1. OBIASI XAPAKTEPUCTHKA PABOYEI ITIPOTPAMMBI
YYEBHOM JUCLUILIUHBI
«OI1.07 KOMIIBIOTEPHASI OBPABOTKA JJOKYMEHTOB»

1.1 MecTo AMCUMILIMHBI B CTPYKTYpPe OCHOBHOI 00pa30BaTe/IbHOM NPOrpaMMbI:

VYueOnas

JUCHUIIIIMHA «Ko MIIBIOTCpHAs

00s3aTeIbHOM  4YacThi0  00mIENPOEeCCHOHATBHOTO
B cooTBercTBUH ¢ PI'OC CIIO no cneumansuoct 46.02.01 JlokymeHTanimonHoe o0ecreyeHne
yIIpaBJICHUS M APXUBOBENICHHE.

Oco6oe 3HaueHue nucHHILIMHA uMmeeT npu Gopmupoannu U passutuun OK 01, OK 02,

OK 04.

obpaboTka
nuKia o0Opa3oBaTeNbHOMN

SIBJISICTCS
IIPOTrpaMMBbI

JIOKYMEHTOB»

1.2. Ilesib ¥ MUIAHUPYeEMbI€ Pe3yabTAThHI 0CBOCHHUS JTUCIUTLINHBI:
B pamkax nporpaMMbl y4eOHOM TUCIUTIITMHBI 00YJarOIIUMUCS OCBAaUBAIOTCS YMEHUS

Y 3HaHUsA

E(I)?, OK YMmeHus 3HaHusA

OK 01, BBITIOJIHATH TPEOOBAHMSI TIO OXpaHe MIPaBHJI IO OXPaHE TPy/Aa U TEXHUKE
OK 02, Tpy/Jla ¥ TEXHUKE OE30TIaCHOCTH; 0€30MacHOCTH;

OK 04, OpraHU30BBIBATH pabouee MECTO JUIs MIpaBWJI OPTaHK3aluy paboydero Mecra
K 1.5 MaKCUMaJIbHO 3G (GEKTUBHOMN pabOThI; cekperapsi U PyKOBOJUTEIS;

pohecCHOHATBHO OCYIIIECTBIISATh
Habop, popmaTUpoBaHUE, BHIBOJ HA
nevaTh, COXpaHEHHE TEKCTOBOM U
nudpoBoit HHGOPMAITUU HA
MEPCOHATEHOM KOMIIBIOTEPE;
YHUTaTh, IOHUMATh U UCTIPABIISATH
IPOEKTHI JIOKYMEHTOB, C
UCIIOJIb30BAHUEM CIIPABOYHO-
IPaBOBBIX CHCTEM;

TUTaHUPOBATh paboyee Bpems,
UCIIOJIB3YS MTPEICTABIICHHBIE 3a/IaHuS,
IpOrpaMMHOE 00ECIICYCHUE U
UCXOJIHYIO IOKYMEHTAIHIO;
BBIOUPATH TEXHOJIOTHIO CO3IAHUS
JOKYMEHTA.

PYCCKOM M TATUHCKOM KIJIaBUATYPbI
MEPCOHATBHOTO KOMITBIOTEPA;
paBmI 0POPMIIEHHUS TEKCTOBBIX
JOKYMEHTOB Ha [ePCOHAILHOM
KOMIIbIOTEpE.




2. CTPYKTYPA U COAEP)KAHUE YYEBFHOMU TUCIATLINHBI

2.1 O0beM y4eOHOI TUCHUNIMHBI U BU/IbI Y4e0HOii padoThI

Bua yueOHoii padoTsl Oovem uacos
O0bem o0pa3oBaTe/IbHOI MPOrpaMMBbl Y4eOHOM UCHUILINHBI 89
B TOM YHCIIE:
TEOPETUYECKOE O0yICHHE 18

nabopaTtopHble paboThI (B TOM 4yHCIie B pOpME MPAKTUUECKON MOATOTOBKH) -

MpaKTUYECKUE 3aHATHA (B TOM 4Hcie B (popMe MpaKTUUECKON MOArOTOBKH) 67

KOHTpOJIbHAas paboTa -

CamocTosTenpHas padoTa 2

IIpome:xxyTouyHas arTecTauus B (popme

JuddepeHurpoBaHHbIN 3a4eT 2

! CamocrosTensnas pa6ota B paMkax 0Opa30BaTeNbHOM MPOrpaMMBbl TUIAHUPYETCS 00pa3oBaTENbHOM OpraHM3aluel ¢
coorBerctBun ¢ TpeboBanmamu PI'OC CIIO B mpenmenax oObeMa y4eOHOW IUCHMIUIMHBI B KOJMYECTBE YacoB,
HEOOXOANMOM ISl BBIIIOJIHEHUS 33JaHUi CaMOCTOSITENIbHON PaboThl 0Oy4arommxcs, MPexyCMOTPEHHBIX TEMaTHIECKUM
TUTAHOM M COJIep)KaHHEM yIeOHON TUCIUITIHHBL
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2.2. TemaTHYeCKHUIi NJIAH U co/iep:KaHNe YUeOHOI U CIHUTIHHBI

Konapl
KOMIIeTeHI U
Oo0nbeMm, ak. 4. / M JJHYHOCTHBIX
HaumMeHnoBanue B TOM 4HCJIe pe3yJabTaToB,
paszeon Conepxxanue yueOHOro MarepmuaJa B hopwe (popMHpOBAHIIO
" Ten U GopMBbI OPraHU3aNNH AeTeIbHOCTH 00YYaIoIMXCsl — KOTOpBIX
MnOATr0TOBKH, aK. 4. CHOCOﬁCTByeT
3JIEMEHT
NPOrpamMMsl
Paznen 1 Opranusanusi KOMIbIOTEPHOH 00pa00TKH T0KYMEHTOB 2/4
Tema 1.1 Conep:xxanue yueOHOro MaTepuasa 9 OK 01,
CoBpeMeHHBbIE Henu u 3amaun yueOHONW TUCHUIUIMHBL. Posb TUCIMITITUHEL B TPO(eCcCHOHATBHOM OK 02,
TeXHHYeCKHe MoAroToBKe cnenuanucta. CoBpeMeHHbIE aBTOMATU3HPOBAaHHBIE CPEICTBA CO3/IaHUS OK 04,
CPeICTBA CO3AaHUA | TCKCTOBBIX JIOKYMCHTOB. [K 1.5
TEKCTOBBIX
AOKYMEHTOB
IIpakTnueckoe 3ansaTue 1. [IpaBuna TexHUKH 0€30MACHOCTH U TUTUEHUYECKUE 2
pexomMeHaanuu npu ucrnosb3oBanuu cpeacts MKT B mpodeccuonanbHOM AeSITeNbHOCTH.
IIpakTnueckoe 3ansaTue 2. Opranuzanus paboyero Mecta 1 Tpya orneparopa. 2
Pa3nen 2 OcBoeHne, NpuMeHeHNe U COBEPIIEHCTBOBAHNE HABBIKOB 0/16
«CJ1enoro» aecATUNAIbLLIEBOr0 MeTo1a HAbopa
Tema 2.1 OcBoenne | Comep:kaHue y4eOHOro MaTepuaa: 2 OK 01,
KJIABHATYPBI OK 04,
I1epPCOHATHHOIO IIpakTnyeckoe 3ansaTue 3. OcBOCHHE KJIaBUATYPhl IEPCOHATLHOTO KOMITBIOTEPA MK 1.5
KOMIBIOTEPA (pycckuii mpudt). Cxema knaBuaTypbl. «Clenoii» AecaTUNIATbIEBBIA METOT

(pyccknii mpugr)

KIIaBUaTypHOT'O Ha60pa, €T0 BO3BMOKHOCTH, IPECUMYLICCTBA U 3(1)(1)CKTI/IBHOCTB.




IIpakTnueckoe 3ansaTHe 4. BykBbI ¥ 3HaKU IPENMHAHUS PYCCKOU KJIaBUATYPBI.
Hcnons3oBanue kinasuin Shift u Caps Lock.

IIpakTnueckoe 3ansATHe 5. BHINOIHEHNE YIPa)KHEHUH HA OCBOEHUE TEXHUKU U CKOPOCTH
KOMITBIOTEPHOTO Habopa TEKCTOBON MHPOPMAIIMH [0 OCHOBHOMY pAY KJIaBUATYpHI.

IIpakTuyeckoe 3ansiTHe 6. BrimosiHeHne ynpa)kHEHUH Ha OCBOSHHE TEXHUKH U CKOPOCTH
KOMITBIOTEPHOT0 Habopa TEKCTOBOIM MH(OPMAIIMK [0 OCHOBHOMY U BEPXHEMY psilaM
KJIABUATYPBI.

IIpakTnueckoe 3ansTHe 7. BhINoaHEeHNE yIpa)KHEHUN HAa OCBOEHUE TEXHUKH U CKOPOCTH
KOMITBIOTEPHOTO Habopa TEKCTOBON MHPOPMAIIIH [0 OCHOBHOMY, BEpXHEMY U HHXKHEMY
pslaM KJIaBHaTypBHI.

CamocrosiTesbHas padoTa 1. BeimosiHeHHe yripa)KHEHW Ha OCBOEHUE TEXHUKH Habopa
TEKCTOBOU U U (PpoBOH MH(MOPMAIMH C KCTIOIB30BAaHHEM 3HAKOB MPETMHAHMS U ITUdP
YEeTBEPTOrO psJia KIaBUATYpHI.

Tema 2.2 Conep:xaHue yueOHOro MaTepuasa: OK 01,
Odopmienne OK 02,
uuppoBoro IIpakTuyeckoe 3ansTue 8.. Obopmienue HuppoBOro MaTepuaa. OK 04,
MarepuaJa

Ipakruueckoe 3ansitue 9. OcBoeHue Tadiuybl cUMB0I06; 3HAKH, YIOTPEOISIEMbIE C

uuppamu. Pabora c nanensio Cnucox (HyMepOBaHHBIN, MAPKUPOBAHHBII)

IIpakTuyeckoe 3ausaTue 10. YnorpeOnenue ynucen apabCKUX ¥ PUMCKUX B TEKCTOBBIX

paboTax. [lapameTpsl HyMEpOBaHHBIX, MAPKUPOBAHHBIX CITUCKOB.
Paszgen 3 OcHoBHbIE MpaBUJIa (POPMATHPOBAHMS TEKCTA 0/10
Tema 3.1 Conepxanue yueOHOro MaTepuasa OK 01,
TpeOoBanus k IIpakTuueckoe 3ansitue 11. TpeGoBanus k opopmieHHIo cTpaHulibl. PaboTa ¢ nmaHensko OK 02,
o(hopMITIEHHIO [Tapametpsl cTpanuibl. PaboTa ¢ manensio A63an. Haznauenne QpyHKIIMOHAIBHBIX OK 04

CTPAHHUIIBI

kiaBuineit. Paborta ¢ ObICTpbIMH KJIaBUILIAMU.




IIpakTuyeckoe 3ansaTHe 12. Ynorpebinenue o0meynoTpeONTeNbHBIX COKpPAIIEHUH B
TEKCTOBOM JJOKYMEHTE.

Tema 3.2 Conepxanue yueOHOro MaTepuasa OK 01,
Odopmiienne IpakTuyeckoe 3ausaTue 13. OpopmieHne 3aroJOBKOB U TTOA3aroJIOBKOB K TEKCTY. OK 02,
3aroJI0BKOB U [IpaBuna odopmiIeHHUS 3aroJIOBKOB U TIO3aTr0JIOBKOB. OK 04
10/13ar'0JIOBKOB K CamocrosTenbHas padora 2. OpopMmieHne 3aroJOBKOB U MOJ[3aT0JIOBKOB K TEKCTY.
TEKCTY
Tema 3.3 Ilpuembr | ConepskaHue yueOHOr0 MaTepuasia OK 01,
Bbl/IeJICHUSA IIpakTnueckoe 3ansaTue 14. [lpuemMsl BbleneHUS OTAEIbHBIX (PPArMEHTOB TEKCTA. OK 02,
OTIEIbHBIX OcHoBHbI€ BUBI HIPUDTOB. OK 04
¢dparmenToB
TeKcTa IIpakTnueckoe 3anaTue 15. Pabora ¢ manensto [lpughm: noguepkuBanue, paspsjaka,

YIUIOTHEHUE, XKUPHBIN pUQT, TPONUCHbIE OYKBBI, MAJIbIe IPONHUCHBIE OYKBBI.

CamocTosiTesbHas padora 3. [IprMeHeHre TpuEMOB BBIIEIICHUS OTIEIBHBIX (PparMeHTOB

TEKCTOBOT'O JOKYMEHTA.
Paznen 4 Odopmiienne pa3IMYHbIX BUAOB TEKCTOBBIX padoT 0/22
Tema 4.1 IlpaBuna | Conep:kanue y4eOHOro MmaTepuaa OK 01,
dopmaTupoBanus IIpakTHyeckoe 3ansTue 16. [IpaBmia hopmaTrupoBanus OTACIBHBIX PEKBU3UTOB TEKCTA. OK 02,
OTAEILHBIX OK 04

PE€KBHM3HUTOB TEKCTA

IIpakTHyeckoe 3ansTue 17 [IpaBmia opopmiaenus OubarorpaduyecKux CBEACHUH, B T.4.

JIEKTPOHHBIX PECYPCOB.

IpakTuyeckas padora 18. [IpaBuiia opopmiieHHs CHOCOK / CCHUIOK HAa HCTOYHHUKH K
TEKCTY.

IIpakTnuyeckoe 3anusaTue 19. [IpaBuia odopmieHnss MHOTOYPOBHEBOTO CITUCKA.
PyGpukarus Tekcra.

IIpakTnueckoe 3ansitue 20. [IpaBuia oopmiieHUs mpuMeYaHuid, MPUIOKESHHH B
TEKCTOBOM JIOKYMEHTE.

IIpakTuueckoe 3ansitue 21. [IpaBuiia opopmiieHHss MHOTOCTPAHUYHOTO TEKCTOBOTO
JokyMeHTa. Hymepanus crpanui.

IIpakTnyeckoe 3ansiTue 22. PaboTa ¢ pyKonmuchio. 3HaKU KOPPEKTYPHOI MTPABKU.




IpakTuyeckoe 3ansTue 23. OpopmiieHre CHOCOK / OnbIHOTrpaduIecKuX CChIIIOK Ha
UCTOYHHUK B TekcTe. OdopmileHHE CIIICKA UCTIOIb30BaHHBIX HCTOUHHKOB.

IpakTuyeckoe 3anaTue 24. OpopmiieHne TUTYIbHOTO JHcTa. OPopmireHue
OTJIaBJICHUSI/COACPIKAHMSL.

IIpakTuyeckoe 3ansTHE 25. BHINIOTHEHNE MHOTOCTPAHUYHOTO TEKCTOBOTO IOKYMEHTA C
HyMeEpauen CTpaHuil.

IpakTuyeckoe 3ansaTue 26. Padota ¢ pykomnmceto. OdopmiieHre TEKCTOBOTO JOKYMEHTA
I10CJI€ KOPPEKTYPHOU NIPABKHU.

Pazgen 5 HN3yyeHue JJATMHCKOMH KJIABUATYPbI 0/6
Tema 5.1 Conep:xxanue yueOHOro MaTepuasa OK 01,
OcBoenue I[IpakTnueckas 3ansaTue 27. OcBoeHUE KJIaBUATyphl IEPCOHAIBHOTO KOMITbIOTEpA OK 04
KJIABHATYPBI (maruHCKMI WPHET).
MEePCOHAJILHOT0 IIpakTnueckoe 3anaTHe 28. Cxema TaTUHCKON KIaBUATypbl. ByKBBI 1 3HAKU
KOMIIbIOTEpa MpeNUHAHUS, 0COObIE 3HAKU JJATUHCKOW KJIaBUATYPBHI.
(MmaTHHCKHI IIpakTHyeckoe 3ansiTHe 24. BhINOIHEHNE YIIPAXXHEHUH Ha OCBOCHHUE TEXHUKU U
mpu@T) CKOPOCTH KOMITbIOTEPHOTO Habopa TEeKCTOBOI HH(OPMALIMK IO OCHOBHOMY PSIILy
KJIaBUATyphl. BeIoNHEHNE ypaKHEHUI Ha OCBOEHHE TEXHUKH U CKOPOCTH
KOMITBIOTEPHOTO Habopa TeKCTOBOI H(OPMALINK 0 OCHOBHOMY U BEPXHEMY PSAY
KJIaBUATYPHI.
CamocrosiTesibHasi padora 4. BoinonHeHue ynpaxHeHU Ha OCBOSCHHE TEXHUKHU U
CKOPOCTH KOMIIBIOTEPHOT0 Hab0pa TEKCTOBOM HH(POPMAIMH [0 OCHOBHOMY, BEPXHEMY U
HIDKHEMY PSAY KJIaBHATYphl. BeIMOTHEHNE yIIpa)KHEHU Ha 0CBOEHUE TEXHUKH Habopa
TEKCTOBOU U UPPOBOI MH(OPMALIUHU C UCTIOIb30BaHUEM TGP U 0COOBIX 3HAKOB
YETBEPTOTO PsiJa KIaBUATYPHI.
Pasnen 6 KoncrpyupoBanue Tadamu 0/6
Tema 6.1 Coaepikanue y4eOHOIo MaTepuasia OK 01,




dopmaTupoBanue IIpakTnyeckoe 3ansaTue 25. DopmMarupoBaHue PEKBU3UTOB TAOJHIIBL. OK 02,
PEKBU3NTOB PexBusutel u CTPYKTYPHOC NIOCTPOCHHUC Ta6JII/H_IBI. OK 04
TA0 MBI IIpakTnyeckoe 3ansaTue 26. KOHCTpynpoBaHHE TOJIOBKH K Ta0JIAIIaM: TIPOCTas, 2

CJIOKHAs, YCIIOKHCHHAS.

IpakTnuyeckoe 3ansaTue 27, .KoHcTpynpoBaHne OOKOBUKA K TAOIHIIAM:

TEKCTOBOM(ITPOCTOM, YCIOKHEHHBIN), IMPPOBOM, CMEIIaHHBIH. 2

Hudpossie rpads! B TaOIMUIAX.
Paznen 7 KoMmnbiorepHasi 00padoTKka 0CHOBHBIX BH/IOB JIOKYMEHTOB 0/14
Tema 7.1 Conep:xanue yueOHOro MaTepuasa 9 OK 01,
KoMnbioTepHbIe IMpakTnyeckoe 3auaTHe 28. KoMIbIOTEpHBIE TEXHOJIOTHH TIOJITOTOBKU JIOKYMEHTOB OK 02,
TeXHOJIOIHH PeKBU3HTHI U CTPYKTYPHOE TIOCTPOCHUE IOKYMEHTA. OK 04
HOrOTOBKH HpaKTnzleCKoe 3aHsTHe 29. AKTyann3anus nH(opmaIuy nocpecTBOM CIIPaBOYHO- 2

MIPaBOBOM CHCTEMBI.
IOKYMEHTOB IpakTuueckoe 3ansaTue 30. KomnproTepHas 00pad0TKa OCHOBHBIX PEKBU3UTOB 5

JOKYMEHTA.

IIpakTHyeckoe 3ansiTue 31. KomnproTepHas 00padoTKa OpraHu3alioOHHON 9

JOKYMEHTALIUU.

IIpakTHyeckoe 3ansiTHe 32. KoMproTepHas 00padoTKa pacopsIuTeIbHOM 5

JOKYMEHTaLUU

IMpakTuyeckoe 3ausaTue 33. KomnbroTepHas 00padoTka HHGOPMAITMOHHO-CIIPABOYHON 5

JOKYMEHTALIUH.

IIpakTnyeckoe 3ansatue 34. [loaroroBka TekcToBOro nokymeHTa. Pabota ¢ Mmakerom 1

MHOTOCTPaHUYHOTO IOKYMEHTa C UCI0JIb30BAHMUEM CIIPABOYHO-IIPABOBON CHCTEMBI.
JunddepenunpoBaHHblii 3a4eT 2
BCEI'O 89
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3. YCJIOBUSI PEAJIM3ALIMY YYEBHOM JUCHUILINHBI

3.1 JIns peanuzanuu IporpaMMbl y4eOHON NTUCIUTUTHHEI IOJKHBI OBITH MPEAYCMOTPEHBI
CIIEAYIOIINE CTeHaTbHbIE TOMEUICHUS:

Jlabopatopun «KommbroTepHOi 00pabOTKH JOKYMEHTOBY, OCHAIICHHBIE HEOOXOIUMBIM
JUTS pealTi3aliy MPOrpaMMbl Y4eOHOW MUCIMILIMHBI 000pyI0BaHUEM, IPUBEACHHBIM B 11. 6.1.2.2
paboueir mporpammbl 1o crnenmanbHOCTH 46.02.01 «JlokyMeHTanmoHHOE oOOecreueHue
VIpaBICHUS U ApXUBOBEICHUCH:

Jlabopatopust KommbroTepHoit 00pabOTKH JTOKYMEHTOB OCHAIIAETCS  CICTYIOIINM
000pyI0BaHHEM:

MMOCQIOYHBIMU PA0OYNMHU MeCTaMH (B KOMIUICKTE: KOMITBIOTEPHBIA CTOJI U IOABEMHO-
MTOBOPOTHOE KPECJIO) MO KOJIHUYECTBY CTYICHTOB,

pabodnM MeCcTOM IperoiaBaTels,

MOCOOMSIMU U MOJIETISIMU, YIEOHOM JJOCKOM,

KOHUITUOHEPOM;

TEXHUYECKUMHU CPEJICTBAMH OOyICHHS

KOMIbIOTEpaMH (IO  KOJMYECTBY TOCaJ04YHBIX MecT +1 Ha pabGouem crTone
MIPETo/IaBaTellsl), ¢ BO3MOYKHOCTBIO BBIX0/Ia B JIOKAJTBHYIO M TII00aTHHYIO CETH,

MYJIBTUMEMHHBIM TIPOSKTOPOM,

MHTEPAKTUBHOM TI0CKOM/3KpaHoM,

CKaHEpOM, ceTeBbIM MpuHTEpOM/MDY

YHUYTOXKUTETIEM OyMar.

3.2 UndopmanuoHHoe odecrieueHne Pean3aiu NporpaMmmbl

Jlnst peanuzanuu mporpaMMbl  OMOIMOTEYHBIH (POHI 00pa3oBaTEIBHOW OpraHU3alUH
JIOJDKEH UMETh TIeUaTHBIC W/MITK AJIEKTPOHHBIE 00pa30BaTebHbIe U HH()OPMAIIHOHHBIE PECYPCHI,
JUTsl KCTIOJIb30BaHUs B 0Opa3oBareabHOM mporiecce. [lpu hopmupoBannu 6nbnroTeyHoro Gonma
o0pa3oBaTeNIbHOW OpraHM3anueil BHIOMpAeTCs HE MEHEe OJJHOTO M3JaHHs U3 TEepPEUMCIICHHBIX
HW)KE TMEYATHBIX M3JaHWUN W (WJIM) AJICKTPOHHBIX W3JaHUW B KauyeCTBE OCHOBHOTO, MPH 3TOM
CITHCOK, MOXKET OBITh JIOMOJHEH HOBBIMH U3JIaHHSIMU.

3.2.1 OcHoBHBIE ITeYaTHLIE U3JAHUS

1. JlokymeHTOBeieHHe: Y4eOHUK W MPAKTHUKYM AJIsi CPEIHEro MpoQeccruOHAIBHOTO
ooOpazoBanus / JI. A. Jloponuna [u np.] ; mox penakmueit JI. A. JlopoHuHoi. — 2-¢ wu3n.,
nepepad. u gorn. — MockBa: U3parensctBo FOpaiit, 2022. — 309 c¢. — (IlpodeccronanpHoe
ob6pazoBanue). — ISBN 978-5-534-04330-3.

2. Kopuees, U. K.JlokymeHTanMoHHOe oOecneueHHe YHpaBiIeHHUsS: Y4YeOHUK U
OpPaKTUKYM Uisi cpefHero mpodeccuonanbroro obpasosanus / U. K. Kopuees, A. B. IMumenko,
B. A. Mamypues. — 2-e u3a., nepepad. u pomn. — Mocksa: M3garensctBo Opaiit, 2022. —
384 c. — (IlpodeccuonanbHoe obpazobanue). — ISBN 978-5-534-05022-6.

3. Ky3uenos, H. H./lokymeHTanmmoHHoe obecrieueHne yIpaBJICHUS.
JIOKyMEeHTOO0OpOT ¥ JIENONPOU3BOJCTBO:  YYEOHHMK M MPAKTHKYM JUIS  CPEIHEro
npodeccuonansHoro oobpazosanus / . H. Ky3nenos. — 3-e u3n., nepepad. u qomn. — Mocksa:
WznarensctBo Opaiit, 2022. — 462 c. — (IIpodeccuonansHoe obpazosanue). — ISBN 978-5-
534-04604-5.
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4. UYeptkoBa, E. A.Craructuka. ABroMarusanus o0padoTku uHGopmanmu: yaeoHoe
nocodue s cpeanero npodeccuonansHoro obpasosanus / E. A. UepTkoBa. — 2-€ U31., UCIIP.
u jpon. — MockBa: MzmarensctBo [Opaiit, 2022. — 195 c¢. — (IlpodeccuonansHoe
obpazosanue). — ISBN 978-5-9916-9342-4.

3.2.2. OcHOBHBIE 3JIeKTPOHHbIE H3TAHUS

1. JlokyMeHTOBeIeHHe: y4eOHUK M MPAKTUKYM Uil CPEIHEro NMpOo(ecCHOHAIBHOTO
obpazoBanus / JI. A. Jloponuna [u ap.] ; mox pemakiued JI. A. JloporwmHOU. — 2-¢ W31,
nepepad. u gon. — Mocksa: U3garensctBo FOpaiit, 2022. — 309 c. — (IIpodeccronansHoe
obpazoBanme). — ISBN 978-5-534-04330-3. — Texkct: anmekrponHbd // OOpa3oBarenbHas
wiargopma FOpaiit [caitr]. — URL.: https://urait.ru/bcode/469701.

2. KopneeB, U. K.JlokymeHTanmoHHO€ oOecnedyeHue YIpaBJIEHUs: YYEOHHK M
NPaKTHKYM Ui cpeiHero npodeccuonansHoro oodpasoanus / U. K. Kopuees, A. B. ITmenko,
B. A. MamyprieB. — 2-e u3f., nepepad. u gon. — Mocksa : M3marensctBo FOpaiit, 2022. —

384 ¢. — (IIpodeccuonampuoe obOpazoBanme). — ISBN 978-5-534-05022-6. — Tekcr:
anekTpoHHsld  //  OOpasoBarenbHas  miatdopma  FOpait  [caifr]. — URL:
https://urait.ru/bcode/472550.

3. Ky3nemnos, N. H.JlokymeHTaImmonHoe oOecrieueHne YIpaBJICHUS.

JIOKyMeHTOOOOpOT ¥ JETONPOM3BOJACTBO:  yYEOHHMK W  MPAKTUKYM JJIS  CPEIHEro
npoeccrnonansHOro oOpazoanus / M. H. Ky3nenos. — 3-e u3., nepepad. u gon. — Mocksa:
MznarensctBO FOpaiit, 2022. — 462 c¢. — (IIpodeccuonansuoe oobpazoanue). — ISBN 978-5-
534-04604-5. — Texkct: snextponnbid // OOpa3oBarenbHas miargopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/470020.

4, Ueptrona, E. A.Cratuctuka. ABTomaTtu3aius oopaboTku HHPOpMaIHK: yaeOHOE
nocobue asa cpennero mpodeccronansHoro obpasosanus / E. A. UepTkoBa. — 2-€ u31., UCIp.
u pom. — MockBa: MsmarensctBo FOpaiit, 2022. — 195 c¢. — (IIpodeccuonansHoe
obOpazoBanue). — ISBN 978-5-9916-9342-4. — Texkct: snexktpoHHbid // OOpa3zoBarenbHas
mwiargopma FOpaiit [caiir]. — URL.: https://urait.ru/bcode/471306.

3.2.3. JlonoJIHUTEIbHbIE HCTOYHUKH:

1.TOCT P 2.106-2019. HammonanwHbiii ctanmapt Poccuiickoit ®enepanmu. EnunHas
cucrema KoHCTpykTopckoi nokymentanuu (ECKJ]). TekcroBeie JOKYMEHTHI (YTB. U BBEICH B
neiicteue [Ipukazom @enepalbHOTO areHTCTBA MO TEXHHUYECKOMY PETYIHPOBaHUIO H
metponoruu (Poccrannapt) ot 29.04.2019 Nel76-cT).

2. TOCT P 7.0.97-2016. HaumonanwHslii crangapt Poccuiickoit @enepanmu. Cucrema
CTaHIapToB 1o uHpopManuu, OubmuoreyHomy u usnatenbckomy geny (CHUBUL).
OpranuzaluoOHHO-pacTOPsIIMTENbHAS JOKyMeHTanus. TpeboBanus kK 0popMIIEHUIO TOKYMEHTOB
(yrB. Ilpukazom PenepaqbHOr0 areHTCTBA MO TEXHUYECKOMY PETYIMPOBAHUIO U METPOJIOTHH
(Poccranmapt) ot 08.12.2016 Ne2004-cT).

3. TOCT 7.32-2017. MexrocynapctBeHHbIi craHaapTr. Cucrema CTaHIapTOB IO
uHpopmanuy, OubmmoreuHomMy U wu3garensckomy geny (CHUBM/). Ortueér o Hay4HO-
uccnenoBatensckoil padore (Otuer o HUP). Crpykrypa m mpaBuna opopmieHHs (BBEICH B
nevicteue Ilpukazom @enepanbHOTO areHTCTBA IO TEXHUYECKOMY pPETYIUPOBAHHUIO U
metponoruu (Poccranmapt) ot 24.10.2017 Ne1494-cr) (c [TonpaBkamu).
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4. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHMUSI
YYEBHOMIUCIUTLTAHBI

Pe3y.]'l[>TaTbI oﬁyqe}mﬂ KpnTeplm OICHKH MeToabl OLIEHKH

Hepeqeﬂb 3HaHHﬁ, 0CBaAUBACMBIX B paMKaX TUCHHUIIJIMHBI

[IpaBuJI IO OXpaHe Tpya u «OTIANYHOY - TEOPETUYECKOE

TCXHHUKE 6€3OHaCHOCTI/I; COJCpIKaHNEC KypCa OCBOCHO

AHanus pe3ysbTaToB
MOJIHOCTBIO, O€3 TPOOeIIOoB, .
MIPAaBHJI OpraHU3AINN TECTOBBIX 3aJaHUH.

yMeHHUsI chopMHUpPOBaHbI, BCE

paboyero mecta cekperaps u

[IPEeyCMOTPECHHBIC IIPOrPAMMOU DKcriepTHOE HAOIOACHUE
PYKOBOUTEIS; 6 8

y4eOHbIE 3aIaHUSI BBIITOJTHEHBI, ¥ OIEHKA 33 JCHCTBHAMM
PYCCKOii M TATHHCKOIH KaueCTBO X BBIIOIHCHHS OLICHCHO | oGyaomuxest Ha
KJIaBUATYPBI IEPCOHATBHOTO BBICOKO. NPAKTHYCCKUX 3aHATHSX.
KOMIIBIOTEPA,;

«XO0pOoIII0» - TEOPETUUECKOE Tekymmii KOHTPOIb

COJACpIKaHNE KypCa OCBOCHO

paBuI 0(OPMIICHHS IIPUMEHEHHUsI 3HAHUW B

MOJTHOCTHIO, O€3 TPOOEeIIoB,

TEKCTOBBIX JOKYMCHTOB Ha X0/1€ BBIIIOJIHEHU A

HEKOTOPBIE YMEHUS

[EPCOHAIILHOM KOMIIBIOTEPE. MPAKTUYECKUX 3aJaHUI.

chopmMupoBaHbl HEIOCTATOYHO,
BCE MPETYyCMOTPEHHBIC OK3aMeH.
porpamMMoi ydeOHbIC 3a1aHHsI
BBITIOJTHEHBI, HEKOTOPHIE BHIBI
3aJ]aHN} BBITIOJTHEHBI C OTIHOKAMH.

«Y IOBIETBOPHUTEITBHO) -
TEOPETHUYECKOE COICPIKaHUE Kypca
OCBOEHO YaCTUYHO, HO MPOOEITBI HE
HOCST CYIIECTBEHHOTO XapakTepa,
HEOOXOMMBIC YMEHUS PaOOTHI C
OCBOCHHBIM MaTEPUAJIOM B
OCHOBHOM C()POPMHPOBAHBI,
OOJIBIIMHCTBO MPEITYCMOTPEHHBIX
IporpaMMoil 00ydeHust yaeOHbIX
3aJJaHUI BBIITOJIHEHO, HEKOTOPBIE
U3 BBITIOJTHEHHBIX 331aHU I
CoJIepKatT OMTUOKH.

«HeynoBneTBOpUTETHHOY -
TEOPETUYECKOE COAePKaHHE Kypca
HE OCBOEHO, HEOOXOIMMEBIE
yMeHHUsI He c(hOPMUPOBAHEI,
BBHITIOJTHEHHBIE YIeOHBIC 3a/IaHUS
coJiepxar rpyobie OIIHOKH.
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Hepeqeﬂb yMeHHﬁ, 0CBAUBACMbIX B paMKaX JUCHUIIJINHBI

BBITIOJIHATH Tpe6OBaHI/ISI 110
OXpaHe TpyJa U TEXHHUKE
0€30I1aCHOCTH;

OpraHu30BBIBATH pabouee
MECTO JIJIsl MAKCUMaJIbHO
3¢ deKkTUBHON PabOTHI;

poQeCcCHOHATIBHO
OCYIIECTBIISITH HAOOD,
(dopmMaTupoBaHue, BEIBOJI HA
neyarb, COXpaHEHHE
TEKCTOBOH U I pOoBOit
nH(popmanuy Ha
MEPCOHAIBLHOM KOMITBIOTEPE;

YUTATh, TIOHUMATh
UCIIPABJIATH MPOEKTHI
JIOKYMEHTOB, C
HCI0JIb30BAHNEM CIIPABOYHO-
IIPABOBBIX CUCTEM;

IJIAHUPOBATh pabouee Bpemsl,
WCTIOJIb3Ys TIPEICTaBICHHBIC
3aJJaHHs, TPOTPAMMHOE
obecrieueHre U UCXOTHYIO
JOKyMEHTAIUIO;

BBI6I/IpaTI) TCXHOJIOTUIO
CO31aHus JOKYMCHTA.

«OTIAMYHOY - TEOPETUUYECKOE
coJiepKaHue Kypca OCBOECHO
MIOJIHOCTBIO, 0€3 TPOOEIIOoB,
yMeHHUsl chopMHUpPOBaHbI, BCE
IPEIYCMOTPEHHBIE TPOTPAMMOI
y4eOHBIE 3a/IaHHsI BHITIOJTHEHBI,
Ka4eCTBO WX BHITIOJHEHUS OLIEHEHO
BBICOKO.

«XO0pOoII0» - TEOPETUIECKOE
CoJIep’KaHue Kypca OCBOEHO
MOJTHOCTHI0, 0€3 MpoOesoB,
HEKOTOPBIC YMEHUS
chopmMupoBaHbl HEIOCTATOYHO,
BCE MPEIYCMOTPEHHBIE
MporpaMMoi yueOHbIC 3aJaHus
BBITIOJTHEHBI, HCKOTOPBIE BUJIBI
3aJIaHUH BBITIOJTHEHBI C OIITOKAMH.

«Y IOBIIETBOPHUTEITBHO) -
TEOPETHUYECKOE CO/IepPIKaHue Kypca
OCBOEHO YaCTUYHO, HO MPOOEITHI HE
HOCST CYIIECTBEHHOTO XapakTepa,
HEO0OXOAMMBIC YMEHUS PaOOTHI C
OCBOCHHBIM MaTEpUAJIOM B
OCHOBHOM C()OPMHPOBAHBI,
OOJIBIIMHCTBO MPEITYCMOTPEHHBIX
porpamMMoi 00yueHus y4eOHbIX
3aJJaHUI BBIITOJIHEHO, HEKOTOPHIE
U3 BBITIOJTHEHHBIX 331aHU I
CoJiepKaT OLTUOKH.

«HeynoBrneTBOpUTEIHHOY -
TEOPETHYECKOE COJICPIKAHUE Kypca
HE OCBOCHO, HEOOXOIUMBIC
yMeHUs He c(hOPMHUPOBAHEI,
BBHITIOJTHEHHBIE YUeOHBIC 3a/IaHUS
coJiepkar rpyObie OMIMOKH.

DKcnepTHOE HAOMI0IeHHE
3a JICUCTBUSIMHU
00yyJaronierocs B Xo1e
BBITTOJTHCHUS
MPAKTUYECKON pabOTHI.

AHanus pe3ynbTaToB
HaOJIFOEHU 3a
JEeSITeIEHOCTHIO
00ydJaromerocs B Xo/1e
BBITIOJTHEHUS
MIPAKTUYECKON pabOTHI.

OrneHKa pe3ynbTaTOB
BBITTOJTHEHUS
MPAKTUYECKON paboThI.

DK3aMeH.
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