[Tpunoxenue 26

k OIIOII o mpodeccun

46.02.01 ToxymeHTamoHHOE 0OecrieueHue
yIIpaBJICHUS ¥ apXHBOBEICHHE

PABOYASA IPOT'PAMMA
yueOHOro npeamMera
OI1.05 Nu¢dopManmoHHbIe ¥ KOMMYHHUKAIIMOHHbIE TEXHOJIOTMH

Cyxoit Jlor
2025



PabGouas nporpamMma y4eOHON AUCHMILUINHBI pa3paboTaHa Ha ocHOBe DeaepaabHOro
rOCy/IapCTBEHHOTO 00pa30BaTEIBbHOTO CTaHAAPTa CPEIHETO MPO(heccCnOHaIbHOTO 00pa30BaHUs
(manee ®I'OC CIIO) no criermansHOcTH 46.02.01 JIokymeHTaimoHHOE 00eCTIeYeHHE YIPABICHUS U
apxuBoBezeHue, Tpuka3z Munnpocsemenus Poccun Ne 778 ot 26 asrycra 2022 r.

Opranmsanus — paspadorunk: [AIIOY CO «Cyxosoxckuii MHOronpoduibHbIN
TEXHUKYM)
Pazpa6orumk: IIponbkuna C. B., npenogaBatesib  [AIIOY CO  «CyxonoxcKuid

MHOTOTIPO(QUITBHBIA TEXHUKYM»



COJIEP’)KAHUE

. OBIIASI XAPAKTEPUCTUKA PABOYEH ITPOT PAMMBI
YYEBHOU JUCIATLIAHBI

. CTPYKTYPA U COJIEP’)KAHUE YUEBHOI1
JUCLUILIMHBI

. YCJIOBUS PEAJIM3AIIMA YYEEHOM TV CHUILIUHBI

. KOHTPO.JIb Y OIEHKA PE3YJIbTATOB OCBOEHUSI
YYEBHO JUCLUTLIUHBI



1. OBIIASI XAPAKTEPUCTHUKA PABOYEH ITPOT PAMMBI

YYEBHOM JUCLUILIUHBI

«OIL.0S TH®OOPMAIIMOHHBIE 1 KOMMYHUKAIIMOHHBIE TEXHOJIOI' TN»

1.1. MecTo 1MCUMIIMHBI B CTPYKTYpPe OCHOBHOM 00pa3oBaTe/IbHOM NPOrpaMMbl

VyeOHas IUCHUIUIAHA
00s3aTeIbHON

SABJISACTCA

JaCTbIO

«UHpopmalioHHblE ¥ KOMMYHUKAIIMOHHBIE TEXHOJIOTUN»
001enpopecCHOHAIBHOTO

KA  00pa3oBaTEIILHOM

nporpamMMbl B cootBercTBUM ¢ ®I'OC CIIO no cneumansHoctu 46.02.01/JokymMeHTalIMOHHOE
o0ecrieyeHne ynpaBJICHNS U apXUBOBEICHUE.
Oco6oe 3HaueHWe AUCHUIUIMHA MMEET MpU (HOPMHUPOBAHWU M PA3BUTHH KOMIIETECHIMN

OK 01, OK 02.

1.2. Ilesib ¥ MUIAHUPYEMBbIE Pe3yabTAThI 0CBOEHUSI U CHUIIUHBI
B pamkax mporpammbl y4yeOHOUN IUCIUIUIMHBI OOYYAIONIMMUCS OCBAUBAIOTCS YMEHUS

1 3HAaHUA

Kon
IIK, OK

YMmenus

3uanuna

OK 01
Bri6upats criocoOsl
perieHus 3ama4q

pacrno3HaBaTh 33Ja4y U/WIK IpodiemMy
B IIpo(hecCHOHAILHOM W/WIH
COILIMAJTBHOM KOHTEKCTE;

AKTyaJIbHBIN
npodecCHOHATBHBINA U
COIMaJIbHBIN KOHTEKCT, B

CpCACTBa NOUCKaA,

UHPOPMAIINH;

poheccHOHaIbHOM aHAJIM3UPOBATH 337a4y W/ WU KOTOPOM IMPHXOIUTCS
JeSITeTbHOCTH npo0JeMy U BBIIENATh €€ COCTaBHbIE paboTaTh U KUTH;
MPUMEHUTENBHO K 4acTu; OCHOBHBIE HCTOYHHUKHU
pa3IMYHBIM OTIPEIEIIATD ATAIBI PEUICHUS 3a1a4H; MH(pOpMALIUU U PECYpPCHI
KOHTEKCTaM BBISBIISITh U 9(HEKTUBHO UCKATh JUTSL pelieHus 3a/1a4d U
uHGOPMAITHIO, HEOOXOUMYIO JUIS npobiem B
pelieHus 3a1a4i /Ui mpoOIeMbl; npodeccrnoHalbHOM W/WIH
COCTaBIIATH IJIaH JICHCTBUS, COLMAJIbHOM KOHTEKCTE;
OTIpeNeNATh He0OXOAUMBIE PECYPCHI; QITOPUTMBI BBITIOJTHCHU S
BJIQ/IETh AKTYAJIIbHBIMU METO/IaMU paboT B MpoQeccCHoHATBHOM
paboThel B podeccuoHanbHoMi 1 Y CMEXKHBIX 00/IaCTsX;
CMEXHBIX chepax; METO/IbI PabOThI B
pean30BbIBATh COCTABJICHHBIH IUIaH; po(eCCHOHANLEHOM 1
OLICHUBATh PE3YJIbTAT M MOCIECACTBHS | CMEXKHBIX cepax;
CBOUX JICHCTBHH (CaMOCTOSITENIbHO Wwin | CTPYKTYPY IUIaHa Iyt
C TIOMOIIbIO HACTABHUKA). PCLICHNA 3a/1a4;
MOPSJIOK OLCHKU
PE3YJIBTAaTOB PELICHUS
3aj1a4 mpoecCuoHaTLHON
JEATENBHOCTH.
OK 02 OTIPENEIIATH 3a7a4u JJIs IOUCKA HOMEHKJIaTypa
Hcnonb3oBats uH(bOpMaIInu; H(OPMAITMOHHBIX
COBpPEMEHHBIE OTIpeNIeNATh HEOOXOJUMbIE UCTOYHUKH | UCTOYHUKOB, IPUMEHSAEMbIX

B IIpo(ecCHOHATIBHOM




aHaNIM3a u
UHTEpIIPETAIN
uHpOpPMaIHIN
UH(pOPMAIMOHHBIE
TEXHOJIOTUH IS

IUTAHUPOBATH MPOLIECC MOKCKA;
CTPYKTYpUPOBATH MOIY4aEMYIO
UH(POPMAIIUIO;

BBIJICNIATH HanOoJiee 3HaYNMOE B
nepevHe NHPOpMaIuy;

JIeATEIbHOCTH;
IPUEMBI CTPYKTYPUPOBAHUS
uHpOPMAIHH;

dopmar opopmiieHus
PE3yJIbTaTOB MIOUCKA

BBIIIOJTHCHHUA 3a/1a4 OLICHMBATh MPAKTUYCCKYIO nH(popMaIu, COBpeMEHHbIE
poQecCHOHAIBHONI 3HAYMMOCTb PE3YJIbTATOB NIOUCKA; CpPEACTBA U YCTPOUCTBA
ACATEIIHOCTH 0OPMIISITH Pe3yNbTaThl IOUCKA, uH(popMaTH3aLnu;
MIPUMEHSATH CPEJICTBA MOPSAOK X TPUMEHEHUS U
MH()OPMAITMOHHBIX TEXHOJOTUM TSI MporpaMMHO€E 0OecTieueHre
perieHus npoQeccuoHaNbHbIX 331a4; B IIpodeccroHaIbHON
HUCIOJIb30BAaTh COBPEMEHHOEC ACATCIBHOCTH B TOM YHCJIC
IPOrpaMMHOE 00€ECIIEUEeHHE; C UCIIOJIb30BAaHUEM
UCIIOJIb30BATh PA3JINYHbIE HU(POBLIE 1U(POBBIX CPEJICTB.
CpenCTBA ISl PELICHUS
poQeccroHabHBIX 3a/au.
IIK 1.1. HCIIOJIb30BATh CPEJICTBA HOPMAaTHBHBIE IPABOBBIE
OcymecTBisATh MH(OPMAaLIMOHHBIX U akTel Poccuiickoi
npueM-Tiepeaady KOMMYHHUKAITHOHHBIX TexHOJIoTHi it | Penepannu B chepe
YIpaBJIE€HYECKON MOJIyY€eHHs ¥ Tiepeaad uHdopmanun; | MTHQOPMALMOHHBIX U
uHpopManH BECTH U HCIIOJIH30BaTh B paboTe 0azy KOMMYHUKAIIUOHHBIX
C IIOMOIIBIO CPEACTB KOHTAaKTOB OpraHU3aIuu, TGXHOJIOFHI?'I;
MH(QOPMAIMOHHBIX YCTaHaBJIMBATh U IOAAEPKUBATH TpeOOBaHUs OXpaHbl TPYAaA.
u KOMMYHUKAIIMH B ITPOLIECCE JET0BOTO
KOMMYHHUKALMOHHBIX | 0OIIIEHHS C TIOMOIIBIO CPE/ICTB
TEXHOJIOTH HH()OPMAITMOHHBIX U
KOMMYHUKAIIMOHHBIX TEXHOJIOTHl;
obecreurBaTh HHPOPMAITMOHHYIO
0€30MacHOCTh EATEIbHOCTU
OpraHu3aluy.
K 1.3. BBIOMPATh (DOPMBI TUTAHUPOBAHUS HOPMAaTHBHBIE IPABOBBIE

[IpuHuMats ygactue
B IJITAHUPOBAHUH
paboyero BpeMeHH
PYKOBOIHTEIIS

Y IJIAHUPOBATh
pabounii 1eHb
ceKperaps

0QOPMIISTH IJIAHUPOBIIMK
(opranaiizep) pyKOBOJIUTEIS U
CeKpeTapsl;

obecrnieunBaTh WH(HOPMAIIMOHHYIO
0€30MacHOCTh EATEIHHOCTH
OpraHu3aIuy;

IPUMEHSTH B paboTe cpe/icTBa
UH(GOPMAIIMOHHBIX U
KOMMYHUKAIIMOHHBIX TEXHOJIOTHA.

akThl Poccuiickoi
denepanuu B cdepe
WH(pOpPMAITMOHHOM
0€30IMacHOCTH;
TpeOOBaHUs OXpaHbI TPY/A.




I1K 1.4.
OcymiecTBIATH
IMOATOTOBKY ACJIOBBIX
MOE3/I0K
pyKOBOIUTENA U

OCYIIECTBIISITH TPEBEI-TIOIICPIKKY
JIETIOBBIX IOE3/10K;

UCII0JIb30BATh CPEICTBA
UH(POPMALMOHHBIX U
KOMMYHHUKAIIMOHHBIX TEXHOJIOTHH IS

WHTEPHET-PECYPCHI IS
OCYIIECTBJICHUS TPEBEII-
MOJJICPKKU JICTOBBIX
MI0E3/10K;

TpeOOBaHUs OXPAHBI TPYAA.

JIPYrUX COTPYIHUKOB | oOecrieyeHHs B3aUMOICHCTBHS C
OpraHu3anuu PYKOBOJIUTEIIEM BO BPEMSI €T0 JICIIOBOM

TIOC3/TKH.
IIK 1.6. OCYIIECTBIISATH COOP, 00paboOTKyY METO/IbI 00pabOTKU U
OcymiecTBasTh uH(pOpMaIUHU, CUCTEMATU3ALINIO 3aIUThl UHPOPMALIUH C
paboty MOJTy4aeMBIX | ITePEIaBaeMbIX MIPUMEHEHHUEM CPEJICTB

10 TIOATOTOBKE
Y TIPOBEJICHUIO
KOH(EepEeHTHBIX
MEpOTIPUATH,
obecrnieunBaTh
nHpopMaIMOHHOE
B3aNMOJIEHCTBHE
PYKOBOTUTEIIS

C MOJpa3JelNeHUsIMHA
1 JOJDKHOCTHBIMH

JTAHHBIX;
IPUMEHSTh HH()OPMALIMOHHO-
KOMMYHUKALMOHHBIE TEXHOJIOTHH.

WH(POPMAITMOHHBIX U
KOMMYHHUKAITMOHHBIX
TEXHOJIOTHH;

TpeOOBaHUS OXPAHBI TPYAA.

JIMIIAaMHY Opra’Hu3alnuu

IIK 1.7. IPUMEHSTh HH()OPMALIMOHHO- COBPEMCHHBIE

Odopmsts KOMMYHHKAIIMOHHBIEC TEXHOJIOTUH; nH(pOpMaLMOHHbBIE U
OpraHU3alMOHHO- CKaHUpOBAaTh, KOMMPOBATE U KOMMYHUKAaIIUOHHbBIE
pacropsauTeabHbIE KOHBEPTUPOBATH JOKYMEHTHI B TEXHOJIOTUH, IPUMEHSIEMBIE
AOKYMCHTBI pa3nu4HbIe POPMATHL B paboTe ¢ TOKYMEHTaMHU;

Y OPraHU30BBIBATH
paboTy Cc HUMH,

B TOM YHCIIE

C HCIIOJIb30BaHHEM
ABTOMAaTU3UPOBAHHBIX
CHCTEM

TpeOOBaHUs OXpaHbl TPY/A.




2. CTPYKTYPA U COAEP)KAHUE YUYEBHOMIUCIIUILIAHBI

2.1. O0beM yueOHOI TUCHUTIAHBI U BUABI Y4e0HOi padoThl

Bua yueOHoii padoTsl Oovem uacos

O0bem o0pa3oBaTeIbHOI MPOrpaMMbl Y4eOHOM JUCHUILINHBI 71

B TOM YHCIJIC:

TeopeTnyecKkoe o0ydeHue -

nabopaTtopHble padoThl (B TOM YHCIe B pOopMe MPAKTUIECKON MOATOTOBKH) -

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

KOHTpOJIbHas paboTa -

CamocTosTensHas paboTa 2

IIpome:xxyTouyHas arTecTauus B (popme

JuddepenniupoBaHHbIi 3a4eT 2

! CamocrosTensnas pa6ota B paMkax 0Opa30BaTeNbHONM MPOrpaMMbI TLIAHMPYETCS 00pa3o0BATENBHONW OpraHM3alUel ¢
coorBerctBuu ¢ TpeboBanmamMu PI'OC CIIO B mpemenax obbemMa y4eOHOW IUCHUIUIMHBI B KOJMYECTBE YacoB,
HEOOXOANMOM JIsl BHIIIOJTHEHUS 3aJaHUi CaMOCTOSITETIbHOM paboThl 00ydarommxcs, MPeTyCMOTPEHHBIX TEMaTHIECKIM
TUTAHOM M COJIep)KaHHEM yIeOHON TUCIUITIHHBL
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2.2. TemaTuveckuii IJIaH U COAePKAHUE YUeOHOH JUCIUIIIUHBI

Konwi
Oo0nem, akan. 4. / 8 .
KOMIIeTeHI i,
B TOM YHCJIe
HaunmeHnoBanme Conepxanue yueOHOro MaTepuaJia u (pOpMbl OPraHu3aluM JesiTeJJLHOCTH B Qopme (hopmuposanuio
pa3iesoB U TEM o0yuarommxcs PAKTHYECKOI KOTOpRIX
croco0cTByer
MOATOTOBKH,
aKaL 3JIEMEHT
C NPOrpamMmel

Paznen 1. ABTOMATU3SAIIUA UHO®OPMALIMOHHBIX ITPOLHECCOB. KOMIIBIOTEP 6 OK 01,
Tema 1.1. IIpakTHYecKue 3aHATUS OK 02
YcerpoiicTo n KomMmmbroTep Kak cpeIcTBO aBTOMaTH3aIMU HH()OPMAIIMOHHBIX IIPOIIECCOB
NPHHIHMNEL PA0OTHI OyYHKIIMOHAJIBHBIE YCTPONUCTBA KOMITBIOTEPA
KOMIIbIOTEpa

[Tpuémbr paboTsl B cTanaapTHIX nporpamMmmax OC: rpadudecKoM U TEKCTOBOM

penakropax
Tema 1.2. IIpakTuyeckue 3aHATHS 4
IIporpammHoe OCHOBHBIE MMOHATHS TPOTPAMMHOTO 00ECIICUCHHS KOMITBIOTEPA.
odecneyeHune OmneparmonHsie cucteMbl. VIX BUbI U rpaduueckuii uHTepdeiic
KomnbloTepa. PaiIoBast | dajinosas cucTeMa. Onepauuu Haj daiinamu.
CHCTEMA XpaHCHUS! Cucremartn3anus HHGOPMALMHU ¢ HOMOLIBIO IIANOK ¥ (haiiIoB.
uH(popManHH Pabota ¢ (ailiaMu U KaTaroraMmu

CamocrosiTe/ibHast paGora 2

Pa6ora B crangaptHbix nporpammax OC: TEeKCTOBbIE, rpaduyeckue.
PA3JIEJ 2. IPUKJTAJTHOE U CUCTEMHOE IPOTPAMMHOE OBECIIEHEHHUE OK 01, OK 02,
Tema 2.1. 18 K 1.1, IIK 1.7

CpeacTBa M TeXHOJIOT MU

IIpakTHYecKue 3aHATHS

Hacrpoiika nuarepdeiica TEKCTOBOTO peIakToOpa, MapaMeTPOB CTPAHHIIBL.




co31aHusA 1 00padboTKHU
TeKCTOBOM HHGOpMaLUH

Odopmiienne MHOTOCTpaHMYHBIX IOKyMeHTOB. HacTpoiika nuarepdetica TEKCTOBOTO
penakropa.Hactpolika mapaMeTpoB CTpaHUIIBL.

Hactpoiika pe:xxuMOB nieyatu TEKCTOBOIO JOKyMeHTa. PaboTa ¢ mpuHTEpOM.
[Tpuemsr penaxTupoBanus Tekcra. [IpoBepka opdorpaduu Tekcra B TEKCTOBOM
penakrope.

dopmaTUpOBaHUE JOKYMEHTOB B TEKCTOBOM peJlakTope. MI3smMeHeHue cBoiCcTB
CHUMBOJIOB, TapaMeTPOB ab3a1eB U cTpaHulbl. [leyaTs n1oKyMeHTa.

dopmaTUpoBaHUE TOKYMEHTOB B TEKCTOBOM peaakTope. Mi3MeHeHue mapaMeTpoB
a63areB. YcTaHOBKa Mo3uIMi Ta0ymsinun. Pabora co cuckamu.

Bcragka rpaduueckoro n300paxeHus B TEKCT, U3MEHEHHE €T0 MOJI0KEHHS Ha
cTpanule. TexHonorust BCTaBKU B JOKYMEHT 0ObekTa SmartArt.

BcraBka CHOCOK B TEKCT JOKYMCHTA B TCKCTOBOM pE€AaKTOPE.

OcHoBHbIe TpueMBbI padoThI ¢ Tabnuuamu. KonrekctHele Bkiagku KoncTpykrop u
Makert st pabOThI C TAOIUIITAMU B TEKCTOBOM PEIAKTOPE

Paznuanbie mpueémsbl paboThI ¢ TabIUIIaMH B TEKCTOBOM penaktope. CopThupoBKa
JTaHHBIX B Tabnuie. Berancienus B Tabnunax. Pazdbruenne TekcTa Ha KOJOHKH B
TEKCTOBOM PEIaKTOpe.

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

PaboTta co cTuisaMu. COS,Z[aHI/Ie ABTOMAaTHU4YCCKOI'O OIJIaBJICHUA B MHOTI'OCTPAHUYHOM
AOKYMCEHTC B TCKCTOBOM PCHAKTOPE

Tema 2.2.

CpenctBa

U TEXHOJIOTHH PA0OTHI
€ JIEKTPOHHBIMU

IlpakTH4yeckue 3aHATHA

Coznanue Tabnuil B TAOMUYHOM peakTope u ux popMatupoBanue. TUTIBI JaHHBIX,
HCIOJIb3YeMbIX B TAOJMYHOM peaakTope

BrinonHeHue pacyeToB B 3JEKTPOHHBIX Tabmunax. @opmyinsl. AGCOIOTHAS U
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TA0JIULAMHU

OTHOCHUTCIIbHAA aJgpecanus

OyHKIMH, UCTIOJIb3yeMble B TaOJIMYHOM peaakrope. Pabora co crimckamu.

Cosznmanue u GopMaTUPOBAHUE IICKTPOHHBIX TaOIUIl. THUITBI TaHHBIX,
HCIIOJIb3YEMbIX B TAOJIMYHOM PEIAKTOPE.

BoinosiHeHue pacueToB B 3J1eKTpOHHBIX Tabinnax. ®opmynsl. AOcostoTHAsA U
OTHOCHUTEINbHAs aJpecariys

@OYHKINH, UCTIOJb3yEMbIE B TAOJIMYHOM PEIAKTOPE

[TocTpoeHue u peTakTUPOBaHKUE AUATPAMM
Hactpoiika 1ucTOB KHUTY HA ME€YaTh.

Tema 2.3.

Texuosorus OLE.

IIpakTuyeckue 3aHATHS

Co3zranue TeKCTOBOTO JIOKYMEHTA B MPHUJIOKEHUU-KITNEHT 1 BctaBka OLE-00bekToB

Cosnanue OLE- W3 TIPWIOKEHUS CEpBEPA

00bEKTOB Coznanue crpaBoK ¥ HUHPOPMAITUOHHO-aHATTUTHYECKHUX 0030pOB B MPHIIOKEHUHU-
kineHT 1 BctaBka OLE-00beKTOB M3 TPHIIOKEHUS CEpBEPA
Coznanue crpaBok ¥ THGOPMAITMOHHO-aHATTUTHYECKHUX 0030pOB B MPHIIOKEHUHU-
KJIMEHT ¥ BCTAaBKa CMApKJIAtHOB U3 MPUIIOKEHUS CEpBepa

Tema 2.4.

Paspaborka u
CONPOBOKIEHHE
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HH(GOPMALHOHHBIX 023
AAHHBIX

HpaRaneCRne 3aHATHUA

Cosznanue tabmui B CYB/I. YcraHoBKa CBOUCTB MOJICH M CBSI3EH MEX Ty TaOIHIIaMH.

BBoa u nmpocmoTp gaHHBIX B peskumMe «Tabnuiiar»

®opwmel, 3anpockl 1 0T4eTh B CYB/I, NX Ha3HaueHHE U COCOOBI
co3ganus. Co3zaHue CBA3U MEXAY TabIUIaMU C TOMOLIBIO MacTepa M0ACTaHOBOK.
Cosznmanue B/l ¢ ucnomszoBanuem Gopm, 3anpocoB u otuetoB B CYB/I.

PA3JEJI 3. CPEACTBA INEPEJJIAUYU DJIEKTPOHHBIX TOKYMEHTOB U OBECIIEUEHUE UX OK 01, OK 02,
COXPAHHOCTH IK 1.1, TIK 1.6,
Tema 3.1. IIpakTHYecKue 3aHATUS K 1.7.
IIporpamMmel PacnioznaBanue nHpOpMaIUH ¢ MOMOLIBI0 TPOTPaMM CKaHUPOBAHUSI.

CKaHUPOBAHMSA KonseptupoBanue daiinos. [I[porpaMMbpI-apXuBaTophl. Y TaKOBKa U pacliaKOBKa

AOKYMEHTOB H apXH1BOB

KOHBEPTHPOBaHMSA

¢daiision

PA3JIEJI 4. CO3JAHUE U PEJAKTUPOBAHUE I'PAGUYECKHAX U MYJbTUMEJIUHHBIX OFbEKTOB OK 01, OK 02,
Tema 4.1. IIK 1.1, IIK 1.4,
IIpencraBiaenune 1K 1.6

uHdopmanum ¢
MOMOIIbI0 CPEACTB
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uHporpapuxku

HpaRaneCRne 3aHATHUA

Br160p mabioHa v TeMBI CIaiI0B K MPE3eHTauH B crienranu3upoBadaoM 110 ams
MOATOTOBKH pe3eHTanuii. Co3ganne coOCTBEHHOTO madIoHa.

N3meneHne makera ciaiios.

Pabora co cnaiigamu. BctaBka 00BEKTOB Ha CIIaii 1, U3MEHEHHE HX II0JIOKEHHS.
VYipaBneHue ClosMHu cianja

Hcnonb3oBanue runepcchbulok B mpe3eHTanuu. Hactpoiika annmanuu Tekcra

1 00bekToB. JloOaBiieHne IEPexo 0B MEXK Ty clialilaMmu. BcTaBka 3Byka U BUJICO.
Hacrpoiika npe3eHTanuy Ha I0Ka3, ynpasisiemMasi JOKJIaJYMKOM U B
ABTOMATHYCCKOM PEIKUME

Paznen 5. TEXHOJIOI'USI CO3JAHUSI U TPEOBPA3OBAHUSA UH®OPMAILIMOHHBIX OB BEKTOB

Tema 5.1.
IepconupuumpoBaHHbIe
PACCHUIKHU € MOMOIIbIO
GyHKIUM causTHUA

IIpakTuyeckue 3aHATHS

Co3ganue nucemM-TmpurialieHui, no3apasieHuid. Micrionb30Banne Mactepa CIUsIHUS
JUIS IEpCOHU(UIIMPOBAHHOM pacChUIKU JOKYMEHTOB. Vcnonb30Banue macrepa
CIUSIHUSL JUTs IEPCOHN(DULIMPOBAHHON pacchUTKUI0KYMeHTOB. Co3/1anne
KOHBEPTOB, OCHKEH, KyBEPTHBIX KQpPTOUEK.

OK 01, OK 02,

I1K 1.1, TIK 1.6,
IK 1.7
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Hcnonb30Banne MacTepa CIUSHUS IS TEPCOHU(DUITTPOBAHHON PACCHUIKH
nokymeHToB. Co3/laHue TUCEM M03/IpaBIICHUN, HATOMUHAHUM, BU3UTHON KapTOUYKH,
KYBEPTHOM KapTOUKH.

Tema 5.2. Texuosorus
ABTOMATH3ALUH
co3daHus U
HCII0JIb30BAHNS
noxkymeHToB. IIIad10HBI
JTOKYMEHTOB

HpaRTuquRne 3aHATHUA

Coznanue ma0a0HOB 3aMCOK, IPOTOKOJIA, CIIPABKH, IIPHKa3a C yCTAHOBKOMN
3alIUTHI CIY’)KEOHOTO MUChMA, TOKJIAHOMN 3aIMCKU, PACTIOPSDKEHHS, aKTa
CoBMmecTHas paboTa HaJ MPOEKTOM I11a0JI0Ha IPUKa3a, CIIPaBKH.

PA3EJI 6. KOMIIBIOTEP KAK CPEJCTBO KOMMYHUKALUHU U JOCTYII

K HTH®OOPMALIMOHHBIM PECYPCAM.JIOKAJIBHBIE U I''IOBAJIBHBIE CETH

Tema 6.1. IIpakTHYecKkue 3aHATHUS

CeTH M MHTepHeT. Bo3moxHOCTH TIorcka nHpOpMaIuu B iHTepHeTe. [Touck napopManuu B
HnpopMAaIOoHHO- oHIMaTBHBIX HHTEPHET-UCTOYHHUKAX. [IoMCK nH(OpMAIH B Pa3THIHBIX

NMOUCKOBbIE CHCTEMBI.
IMouck napopmanuu B
PA3JIMYHBIX CIPABOYHO-
NPaBOBBIX cHCTEMAX

CIIPaBOYHO-ITPABOBBIX CUCTEMAX

OK 01, OK 02,

K 1.1, TIK 1.3,
K 1.4.,TIK 1.6.,
K 1.7
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Tema 6.2. IlouToBbIE N
o0J1auHbIE CEPBUCHI B
padoTe ¢ TOKyMEeHTaMH

HpaKaneCRne 3aHATHUA

CoBMecTHas paboTa 10 OpraHU3alMU JOKYMEHTHOTO U 0€30KYMEHTHOIO
00CTYKUBaHUS C MPUMEHEHUEM O0JIAYHBIX TEXHOIOTHI

Tema 6.3. CoBpemeHHBIEe
NpPOrpamMmbI -
NJIAHHPOBIIHUKH

HpaRTuquKne 3aHATHUSA

[1nanupoBanue pabodero JHS pyKOBOJIUTENS U CEKPETapsi C IOMOIBIO
COBPEMEHHBIX MPOTPaMM-TIJIAHUPOBIIIUKOB

Tema 6.4. Cpencra UT
TEXHOJIOT U NPH
OpraHu3alnyHu AeJ0BbIX
M0e3/10K PYKOBOIMTEJIA.
OcyuiecrBienne TpIBed-

HpaKTuquKne 3aHATHUA

[TonOopxka peiica u oTens MO 3aJaHHBIM TapaMETPaM.

Onpenenenne reoJaHHbIX

MOJIEPKKH
JAuddpepeHiupoBaHHbI 3aueT 2
Bcero 71
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3. YCJIOBUSI PEAJIM3ALIMY YYEBHOI JUCHUILINHBI

3.1. lns peanu3anuy NporpaMMsbl y4eOHOH AU CHUIUIMHBI J0JIKHBI ObITh
NpeayCMOTPEeHbICIeAy0IHe ClielHATIbHbIe IOMeIeHUs!

JlaGopatopus «VH(POPMAIIMOHHBIX ¥ KOMMYHHKAIIMOHHBIX TEXHOJIOTHIi», OCHAIICHHAS
HEOOXOAUMBIM ISl PEATH3alUH MPOTPaMMBbl Y4€OHOM JUCIUTUINHBI

o0opynoBaHueM: paboune MecTa IO KOJMYECTBY OOydaromuxcsiu pabodee MecTo
IIpenoaBaTelisl, OCHAIEHHBIX KOMIIBIOTEPHBIM CTOJIOM U M10/IbEMHO-TIOBOPOTHBIM KPECIIOM;

TEXHUYECKUMH CPEICTBAMHU OO0Y4eHUS: MEPCOHAIBHBIN KOMIBIOTEP Ha Kaxaoe padouee
MECTO:

C  YCTaHOBJIEHHBIM  IPOrpaMMHBIM  OOECleueHHEM:  OIepallMOHHAas  CUCTEMa,
AHTUBHPYCHAS TTpOTpaMMa, TeKCTOBBIN, TaOnuuHbIi penaktop, CYBJ, mporpamMma asst co3manus
npeseHTanuil, I[lepconanbHpiil HHGOPMALMOHHBINA MEHEDKEp ¢ (YHKIUSMHU ITOYTOBOTO KJIMEHTA
u Groupware, apXuBaToOpbl, IPOrpaMMbl CKAHUPOBaHUS, KOHBEPTUPOBaHUS (paiisioB,

C JIOCTYIIOM B IJIOOAJIBHYIO CEThb MHTEPHET, B JIOKAIbHYIO CETh y4EOHOIO 3aBEICHMS, B
CIPaBOYHO-TIPABOBYIO CUCTEMY U 3JIEKTPOHHO-OUOINOTEUHYIO CUCTEMY;

MyJIbTUMENITHOE 000pyI0BaHUE: TPOEKTOP, UHTEPAKTUBHAS J0CKA;

MIPUHTEP, CKaHEP, KOMUPOBAJIBHBIN anmapart uiau MOY

3.2. UudopmanuoHHOe 00ecniedeHre peaTu3alun MporpaMmbl

Jia peanuszanuu nporpammbl  OMOIMOTEYHBIH (OHA 00pa3oBaTeNbHOM OpraHu3aluu
JIOJDKEH UMETh TeYaTHbIe W/MIIU 3JIEKTPOHHbIE 00pa3oBaTelibHble U HH(POPMALIMOHHBIE PECYPCHI,
JUTsI ICTIOJTh30BaHUs B 00pa3oBaTenbHOM mponiecce. [Ipu ¢popmupoBanuu 6ubnmmoreynoro Goxaa
oOpa3oBaTeNIbHON OpraHu3anueil BbIOMpaeTcs HE MEHee OJHOTO M3JaHMs U3 IEepeunCIICHHBIX
HUD)KE IE€YaTHBIX M3AAHUN U (MIM) JIEKTPOHHBIX M3JaHUI B KadecTBE OCHOBHOIO, IPU 3TOM
CIMCOK, MOXKET OBbITh JJONOJHEH HOBBIMH U3JIaHHUSIMH.

3.2.1. OcHOBHBIEC IIEYATHBIE U3IAHUSA

1. I'apuioB M. B., KiiumoB B. A. NudopmaTnka u nHPOpMAMOHHBIE TEXHOJOTHHU.
VY4eOHnuk jyisi cpeanero npodeccuonanbHoro oopazosanus / M. B. I'aBpunos, B. A. Kinumos. —
4-¢ wm3n., mepepadb. m jmon. — MockBa: WMsmarensctBo FOpaiit, 2022. — 383 c. —
(ITpodeccnonansuoe obpazoBanue). — ISBN 978-5-534-03051-8. — Tekct: amekTpoHHBIN //
OBC HOpaiit [caiit]. — URL: https://urait.ru/bcode/469424

3. Kynpusuos /I. B. Undopmarnmonnoe obecnieuenre mpoheccCuoHaaIbHOM 1A TENbHOCTH:
y4eOHHK U MPAKTUKYM JUTsl CpeHEro mpodecCHoHaIbHOro 00pa3oBanus/ YUeOHUK U MPAKTUKYM
1S cpenHero npodeccuoHanbHOro oopasosanus / J[. B. KynpusaoB. — Mocksa: M3naTeabcTBO
HOpaiit, 2022. — 255 c. — (IIpodeccuonanbuoe oopazopanue). — ISBN 978-5-534-00973-6.
— Texkcr: anextponnsiii // OBC FOpaiir [caiit]. — URL: https://urait.ru/bcode/470353

4. IlnotaukoBa, H. [I. MHWudopmatuka u uHPOPMALMOHHO-KOMMYHUKAIIMOHHBIE
texnonorun (MKT) : yuebnoe mocobue / H. I'. [InmotHukoBa. — MockBa: PUOP: UHOPA-M,
2022. — 124 c. — (Cpennee npodeccuonanbHoe odbpazosanue). - ISBN 978-5-369-01308-3. -
TekcT:  AMeKTPOHHBIH// 9bC Znanium [caiiT]. - URL:
https://znanium.com/catalog/product/1229451 (nmara oOpamenus: 04.08.2022). — Pexum
JOCTyIA: 1O TOIHCKE.
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5. TpopumoB B. B. Hudopmarmka B 2 T. Tom 1: VYyeOHMK s cpexHero
npodeccroHansHoro obpazosanus / B. B. Tpogumos. — 3-e u3z., mepepad. u mon. — Mocksa:
WznatenbcrBo FOpaiit, 2022. — 553 c. — (IIpodeccnonanvroe oopazopanne). — ISBN 978-5-
534-02518-7. —  Tekcr: oamektponsusii  //  3BC  WOpaiitr  [caéit] —  URL:
https://urait.ru/bcode/471120

6. ®enorona, E. JI. UadopmanmonHbie TEXHOJIOTHH B TIPOPECCHOHATIHLHOM e TeIbHOCTH:
yaeoHoe mocobue / E.JI. ®enoroBa. — MockBa: ®OPYM: UHDPA-M, 2022. — 367 c. —
(Cpemnee mpodeccronanpHoe oOpazoBanme). - ISBN 978-5-8199-0752-8. - Tekcr:
anekTpoHHbid // OBC Znanium [caiit]. —URL: https://znanium.com/catalog/product/1786345
(mara o6pamenus: 04.08.2022). — Pexxum gocTyma: 1o momucke.

3.2.2. OcHOBHBIE 3J1eKTPOHHbIE H3TAHUS

1. Kynpussos /JI. B. UndopmanronHoe obecriedeHre npopecCuoHaIbHOM JesITENbHOCTHU:
Y4€OHMK U MPAKTUKYM JIJIsl CPEAHETO NMpodecCHOHAIBHOTO 00pa3oBanus/ YUeOHUK U TPAKTUKYM
st cpearero npodeccronansHoro oopasosanus / JI. B. KynpustHos. — Mocksa: U3natenbcTBo
Opaiit, 2022. — 255 ¢. — (IIpodeccronanproe oopazoBanne). — ISBN 978-5-534-00973-6.
— Texkct: anextponnsiii // DBC FOpaiir [caiit]. — URL: https://urait.ru/bcode/470353

2. IlnormmkoBa, H. TI. HWuHdpopmatnka u wWHGOPMANMOHHO-KOMMYHUKAIIHOHHBIC
texHosioruu (MKT) : yue6HOEe mocobue / H. T'. IlnoraukoBa. — Mocksa: PUOP: UHDOPA-M,
2022. — 124 c. — (Cpennee npodeccnonaibHoe oopazoBanue). - ISBN 978-5-369-01308-3. -
Tekct:  AIEeKTPOHHBINH// OBC Znanium [caiiT]. - URL.:
https://znanium.com/catalog/product/1229451 (mara o6pamenus: 04.08.2022). — Pexum
JOCTYTIA: MO MOJIMTUCKE.

3. Tpodumor B. B. Hudopmatnuka B 2 1. Tom 1: VYyeOHmk mnsa cpemHero
npodeccuoHanbHOro obpazoBanus / B. B. Tpopumon. — 3-¢ uza., mepepad. u qon. — Mocksa:
MznarensctBo FOpaiit, 2022. — 553 ¢. — (Ilpodeccuonansuoe oobpazoanue). — ISBN 978-5-
534-02518-7. —  Tekct: oamektponnbii //  O3BC  IOpaiit  [caiit] —  URL:
https://urait.ru/bcode/471120

4, ®enotona, E. JI. UHpopManmoHHbIE TEXHOJIOTHH B TPOPECCHOHAIBHON JIEATEILHOCTH:
yueOHoe nocodbue / E.JI. ®demoroBa. — MockBa: ®OPYM: MHOPA-M, 2022. — 367 ¢. —
(Cpennee mnpodeccuonanpHoe obOpazoBanue). - ISBN  978-5-8199-0752-8. - Tekcr:
anekTponubii // DBC Znanium [caiit]. —URL: https://znanium.com/catalog/product/1786345
(mata obOpamenus: 04.08.2022). — Pexxum focTyma: 1mo momuckKe.

3.2.3. JlonoJIHUTEIbHbIE€ HCTOYHUKH

1. Anexcee  A.Il.  COopHuk  nmabopaTopHbIX  paboT 1O  JUCLUIUIMHE
«Mudpopmaruka», dacth 2! VYyeGHoe mocobue. VYuebHOoe mocoOMEe MO JUCLHUILINHE
«MHpopmaTuKa», U CTYAECHTOB nepBoro kypca cneruanbHocTei 10.03.01 u 10.05.02 Yuebnoe
nocobue no gucuuiuinHe «MHpopMaTHKa», AN CTYAEHTOB IEPBOrO Kypca CHEHMAIbHOCTEH
10.03.01 u 10.05.02 / AnekceeB A.Il. — Mocksa: COJIOH-IIp., 2017. — 256 c.: ISBN 978-5-
91359-220-0. -  Tekct:  onektponnslii//  O3BC  Znanium  [caiit]. -  URL:
https://znanium.com/catalog/product/881455. — Pexxum mocrtyma: mo momucKe.

2. bensesa. T.M.MaremaTuka u uHpopmaTuka: yueOHUK U npaktukym st CIIO /
T. M. bensieBa [u ap.]; mox pemakuueit B. JI. DnpkuHa. YUeOHHUK W MPAKTUKYM TSI CPEAHETO
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npogeccuonansHoro oopazosanus / T. M. bensiea [u ap.]; non penakuueit B. JI. Dnpkuna. —
2-¢ wu3n.,, mepepab. m gon. — MockBa: WzmarensctBo HOpaiit, 2022. — 402 c. —
(ITpodeccuonanbuoe obpazopanue). — ISBN 978-5-534-10683-1. — Tekcr: »neKTpoHHBIH //
OBbC Opaiir [caiit]. — URL: https://urait.ru/bcode/469943

3. Kenposa I'.E. [u ap.] Undopmaruka s rymMaHUTApHEB: YI€OHUK M TPAKTUKYM
Ui cpeHero npodeccuoHanbHoro oopasosanus. [log penakuueit I'. E. Kenposoit. — Mocksa:
WznarenberBo FOpaiit, 2022. — 439 c. — (IIpodeccnonansroe oopazopanne). — ISBN 978-5-
534-10244-4. —  Tekcr: onmekrponasidi //  3OBC  WOpaiitr  [caéit] —  URL:
https://urait.ru/bcode/475550

4. Hosoxwumo O.I1. Undpopmaruka B 2 4. Yacte 1: yueOnuk mrs CIIO / O. I
HoBoxwunos. YueOuuk mis cpennero npodeccuonanbuoro odpaszosanus / O. I1. HoBoxwuioB. —
3-¢ wm3n., mepepab. m gom. — MockBa: WzmarensctBo [Opaiit, 2022. — 320 c. —
(ITpodeccuonanproe obpazoBanue). — ISBN 978-5-534-06372-1. — Tekcr: >neKTpOHHBIH //
3BC IOpaiir [caiit]. — URL.: https://urait.ru/bcode/474161

o. [TonoB A.M. MudopmaTrka nu MaremaTuka: yueOHUK 1 npaktukyMm st CIIO / A.
M. Tlomnos, B. H. Cotnukos, E. 1. Haraera, M. A. 3aiines; noxa pen. A. M. Ilonoa YueOHuk u
MIPaKTUKYM JUIsl cpefiHero npodeccruonanbHoro odpazoBanus / A. M. Ilonos, B. H. CoTHuKOB,
E. U. HaraeBa, M. A. 3aiinieB; noa penakmnueit A. M. [lonoBa. — 4-e u3n., mepepad. u J0mM. —

Mocksa : MznarensctBo HOpaiit, 2022. — 484 c. — (Ilpodeccuonansuoe oOpa3zoBaHue). —
ISBN 978-5-534-08207-4. — Texct: anekrponnsiid // DBC IOpait [caiit]. — URL:
https://urait.ru/bcode/469437

6. CosetoB  b.S.MHbOpManMOHHBIE  TEXHOJOTHUW: YY4eOHHUK JUIS  CPEIHETO

npodeccronansHoro oopasosanus / b. 5. Coseros, B. B. I{exaHoBckwuii. — 7-€ u3., epepad. u
non. — Mocksa: U3garensctBo HOpaiit, 2022. — 327 ¢. — (IIpodeccuonansnoe o6pa3oBanue).
— ISBN 978-5-534-06399-8. — Tekct: anektponnsiii // ObC IOpait [caiit]. — URL:
https://urait.ru/bcode/469425

7. Tpodumor B.B. MHbopmarimoHHbIE TEXHOJIOTHH B SKOHOMHUKE U YIIPABJICHUH B 2
4. Yacte 1: yueonuk mns CIIO / B. B. Tpodumosn [u np.]; mox pea. B. B. Tpodumona. YueGuuk
ISt cpeanero npodeccruonansHoro oopazoanus / B. B. Tpodumos [u np.] ; moa penakiueii B.
B. Tpodbumosa. — 3-e uzn., nepepad. u non. — Mocksa: U3nparensctBo KOpaiit, 2022. — 269 c.
— (ITpodeccuonansaoe oopazopanue). — ISBN 978-5-534-09137-3. — Tekct: 25eKTpOHHBIH //
OBC IOpaiir [caiit]. — URL.: https://urait.ru/bcode/475059

8. CnpaBouno-npaBoBas cuctema «Koncynprant [Imocy. Odunmansnsiii caiit CIIC
«KoncynpranT mwioc» [Dnextponnsiii pecype] . URL: http://www.consultant.ru/

9. CrnpaBouHo-nipaBoBasi cuctema «['apant» [ nexTponHslii pecype] . URL:garant.ru

10. CnpaBouno-npaBoBas cuctema «Koncopuuym Kogeke» [DnexkrpoHHsIit pecypc] .

URL: Konekc - [Ipodeccronanshbie cipaBounbie cucteMsbl - Kogekc (kodeks.ru)

11. OdunmanbHbIl  callT mporpamMmbl Juid  pacno3HaBaHuss Tekcta ABBYY
FineReader. Od¢unuanpueiii caiit xopnopamuu  Adobe. [Dnektponnsiii  pecypc]URL:
https://www.abbyy.com/ru-ru/Finereader/

12. Oduumansueiii cailt Microsoft Office. CnpaBka. Oguunanbublii cailt Microsoft
[Dnextponnsiit pecypc] . URL: https://support.office.com/

13. Oduumansueiii caiit komnanuu Google. CnpaBka Google. [DnexkTpoHHBIH
pecypc]URL: https://support.google.com
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14. Odwunmaneuelii caiit SHaekc-auck [Dnexkrponnsiil pecypc|URL: Snnexc. Auck
(yandex.ru).

15. Odunumanbueiii caiit O6mako meii. [Dnekrponnsiii pecypc]JURL: O6mako Mail.ru

16.  Cucrema onnaifH-OpoHUpOBaHUS OoTeNe «ByKuHTY. O¢unuanbHplii  calT
Booking.com [Dnextponnsiii pecypc] URL: https://www.booking.com/index.ru.

17. CepBuc cpaBHeHuUs 1ieH Ha oTenu «TpuBaro» Odunmansubiii cadt Trivago.
[DnexTponnsiit pecypc] URL: https://www.trivago.ru/

18.  Cepsuc 6ponupoBanus oteneit «Xorenc» OdunpanbHbINA calT
Hotels[3nexTponnsriii pecype] URL: https://ru.hotels.com/

19.  Cucrema cpaBHeHWUs 1IeH Ha oTenn «Pymrypy» Od¢unmansHpIi
caiiTRoomguru [Dnekrponnsiii pecypc] URL: https://www.roomguru.ru/Hotels/Search

20. CepBuc cpaBHEHHUS LIEH Ha OTENIN «XOTEILIYK» Od¢unnansusiii caifttHotellook
[DnexTponnsiit pecypc] URL: https://hotellook.ru/

21. OAO «PX». Odbunmansusiii caitT [Inexrponnsiid pecype] URL: Tlaccaxxupam
(rzd.ru)

22. Cucrema noucka aBuaduieToB onnaitH «buners rocy — OdurmanbHbIIT
caiitBiletyplus [Dmextponnsiii pecypc] URL: http://biletyplus.ru/

23.  Cucrema 3aKa3a JKeJIe3HOJOPOKHBIX OmteToB oHnaitH OdunmanbHeri caifT Tutu
[DnexTponnsrit pecypc] URL: https://www.tutu.ru

24. Tazera «UMudopmaruka»  m3marenbckoro  jgoma  «llepBoe  ceHTSIOps»
[DnexTponnsiii pecypc]. URL: https://inf. 1september.ru

25.  Kypnan «Madopmatnka u oOpasoBaHue» [DnexktponHeii pecypc]. URL:
http://infojournal.ru

18


http://www.booking.com/index.ru
http://www.trivago.ru/
http://www.roomguru.ru/Hotels/Search
http://www.roomguru.ru/Hotels/Search
http://biletyplus.ru/
http://www.tutu.ru/
http://infojournal.ru/

4. KOHTPOJIb 1 OIIEHKA PE3YJbTATOB OCBOEHUA

YYEBHOM JUCLUAILIUHBI

PesyabTaTsl 00ydyeHust

Kpurepun onenku

MeToabl OIEHKH

Hepeqeﬂb 3HaHHﬁ, 0CBAaUBACMBbIX B paMKaX ITUCHHUII/IMHBI

aKTyaJIbHbII TPO(ECCUOHATBHBIN 1
COLIMAJIbHBIA KOHTEKCT, B KOTOPOM
MIPUXOAUTCS pabOTaTh U KUTb;

OCHOBHBI€ UCTOYHHKHU UHMOPMAITIH U
pecypchl 171 pelieHus 3a7a4d U npoodaem

B NpodecCcuoHaTbLHOM U/UITU
COLIMAIIEHOM KOHTEKCTE;

AJITOPUTMBI BBITTOJTHCHHAA pa60T B
poheCCHOHATBHOU U CMEKHBIX

o0nacTax;

METO/IbI PabOTHI B PO (eCCHOHATHHOUN U

«OTnuuHOY -
TEOPETUYECKOE COACPKAHUE
Kypca OCBOEHO MOJIHOCTBIO,
0e3 poOenoB, yMeHUs
chopmMupoBaHbI, BCE
peIyCMOTPEHHBIE
IporpaMMoil yueOHbIe
3aJJaHHS BBITIOIHEHHI,
Ka4eCTBO MX BBITIOJTHEHUS
OIICHEHO BBICOKO.

«XO0pOIII0» - TEOPETUUECKOE
coJiep>KaHue Kypca OCBOCHO

Kaxnvm
MpoLeaypaMu
MIPOU3BOIUTCS
OIICHKA!

VYerHbI onpoc

TecToBbIil KOHTPOJIb
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CMEXHBIX chepax;
CTPYKTYpY IIaHA JUIS PEIICHHS 3a/ay;

MOPSIOK OI[CHKH PE3yJIbTaTOB PEIICHHSI
3a11a4 MpoQeCcCHOHATBHON
JeSITEIIbHOCTH,

Homenknarypa uHpopMalnoHHbIX
MCTOYHHUKOB, IPUMEHSEMBIX B
podecCHOHATLHOM NI TeTFHOCTH;

MIPUEMBI CTPYKTYPUPOBAHUS
nH(popMmaIuy;

dhopmaT opopMIIeHUS PE3yTbTATOB
novcka HH(OPMAIINH, COBPEMEHHBIE
CpEeACTBA M YCTPOMCTBA
nH(popMaTH3aLuu;

MOPAAOK UX MPUMCHCHUA U
MPOTpaMMHOE 00ECTICUCHHE B
npohecCHOHATLHON NeSITETbHOCTH B TOM
YHCJIe C UCTIONB30BaHUEM U(POBBIX
CpEICTB;

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

HOPMAaTUBHBIE MPABOBBIEC AKThI
Poccuiickoit deneparuu B chepe
HH(pOpPMAIIMOHHOKW 0€30TIaCHOCTH;

TpeOOBaHUS OXpaHbI TPYA;

HHTCPHET-PECYPChI IJIs1 OCYHICCTBIICHUS
TPCBCI-TIIOAACPIKKH ACIOBLIX IMOC3I0K]

METO/1bI 00paOOTKU U 3aIIUTHI
nH(pOpPMAaIIUY C TPUMEHEHHEM CPEJICTB
MH(OPMALMOHHBIX U
KOMMYHHKAITHOHHBIX TEXHOJIOTHIA;

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

MOJHOCTBI0, O€3 poOeoB,
HEKOTOpbIC YMEHUS
copMUPOBaHBI
HEI0OCTaTOYHO, BCE
peayCMOTPEHHBIE
IpOrpaMMoil yueOHble
3aJJaHHS BBITIOIHEHHBI,
HEKOTOPbIE BUIBI 3aIaHHUH
BBITIOJTHEHBI C OLTHOKaMH.

«Y IOBJETBOPUTEIIBHOY -
TEOPETUICCKOE COCPIKAHIEC
Kypca OCBOCHO YaCTUYHO,
HO TIPOOEITBI HE HOCST
CYIIECTBEHHOTO XapaKTepa,
HEOOXOAUMBIC YMEHUS
paboThI ¢ OCBOCHHBIM
MaTepHUaJIOM B OCHOBHOM
c(hOopMHUPOBaHBI,
OOJIBIIIMHCTBO
PEyCMOTPEHHBIX
porpamMMoi 00ydeHHs
y4eOHBIX 3aJaHHU I
BBITIOJTHEHO, HEKOTOPBIE U3
BBITIOJTHEHHBIX 3a/1aHU
COJIepKaT OIUOKH.

«HeynoBrieTBOpUTEIHLHO -
TEOPETHUYECKOE COJICPIKAHHE
Kypca He OCBOEHO,
HEO0XO0IMMBIC YMCHHUS HE
c(hopMHUpOBaHHI,
BBITOJIHEHHbBIE YUCOHBIC
3aJ]aHus COJIEpIKAT IrpyObie
OIIMOKH.
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Hepeqeﬂb yMeHHﬁ, 0CBaAUBACMbIX B paMKaX JUCHUIIJINHBI

pacro3HaBaTh 3a/1a4y U/WIH podiiemMy B
podecCHOHATEHOM W/WIIH COITUAITBHOM
KOHTEKCTE;

aHATM3UPOBATH 3a/1a4y U/UJIH POOIIeMy
Y BBIJICTISITH €¢ COCTaBHBIC YaCTH;
OTIPENIENIATH JTAIbI PEUICHHUS 3a/1a9H;
BBISIBIIATH M 3(p()EKTUBHO UCKATh
nHpOpMAINIO, HEOOXOTUMYIO JUISI
pelIeHns 3a71a4u U/Uiu npooieMbl;
COCTaBJIAThH IIAH ICHCTBUS,
OTIpENIENATh HE0OXOIMMBIE PECYPCHI;
BJIQJIETh AKTYaJbHBIMU METOIaMHU
paboThl B TpoPeCcCHOHATILHOM U
CMEXHBIX chepax;

peann30BBIBATH COCTABIICHHBIN TIIaH;
OIICHUBATh PE3YNIbTAT M MOCIIEICTBUS
CBOUX JIEHCTBUH (CaMOCTOSTENILHO UJIH C
MTOMOTIIHIO0 HACTABHHKA);

OIpEeNeNATh 3ajauu JUIsl TOUCKa
nHpopmanuu;

OIpeneNnaTh He00X0AUMMbIE UCTOUHUKH
nHpopmanum;

IUTAHUPOBATh MPOLECC MOUCKa;
CTPYKTYpUPOBATh MOJIy4aeMYIO
nHpopMaIuIo;

BBIIENISATh HanboJiee 3HaYuMoe B
nepeyHe HHPpopMaLuy;

OLIEHUBATh PAKTHUECKYIO 3HAUUMOCTh
pe3yiIbTaTOB MOMCKA;

0(QOopPMIIATH pe3yNbTaThl IOUCKA,
IPUMEHSATH CPEACTBA HH(OPMALIMOHHBIX
TEXHOJIOTUH JUIsl peIeHHs]
npoeccuoOHaNBHBIX 33/a4;
HCIOJIb30BaTh COBPEMEHHOE
IporpaMMHOe 0OecreueHue;
UCIOJIb30BaTh pa3IMyHbIe IIU(PPOBHIE
CpezAcTBa AJIs pelIeHus
npoeccHoOHaNBHBIX 3a/1a4;
UCIOJb30BATh CPE/ICTBA
MH(GOPMAIIMOHHBIX U
KOMMYHHUKAIIMOHHBIX TEXHOJIOTUH JUIs
MOJIydEeHHUs ¥ NIepeaay HHPOPMAIHH;

«OTIUYHOY -
TEOPETHUYECKOE COJICPKAHNE
Kypca OCBOCHO IOJIHOCTBIO,
0e3 po0OenoB, yMEHUs
c(hopMHPOBaHBI, BCE
peayCMOTPEHHBIE
IpOrpaMMoil yueOHbIe
3aJJaHHS BBITIOIHEHHBI,
Ka4eCTBO MX BBITIOJTHEHUS
OIICHEHO BBICOKO.

«X0opouIio» - TEOPETHIECKOE
coJiep’KaHne Kypca OCBOEHO
MOJTHOCTHI0, 0€3 MpoOesoB,
HEKOTOPbIC YMEHUS
chopMUpOBaHBI
HEI0OCTaTOYHO, BCE
peIyCMOTPEHHBIE
IporpaMMoii yueOHbIe
3aJJaHUs BBITIOJIHEHBI,
HEKOTOPbIE BU/IbI 3a1aHUH
BBINOJIHEHBI C OIIMOKAMHU.

«Y IOBIETBOPHUTEIHHO) -
TEOPETHUYECKOE COJICPIKAHHE
Kypca OCBOCHO YaCTUYHO,
HO TTPOOEIIBl HE HOCST
CYIIECTBEHHOTO XapakTepa,
HEOOXOIUMBIC YMCHHS
paboThI C OCBOSHHBIM
MaTepUaioOM B OCHOBHOM
c(hopMHUpOBaHHI,
OOJIBIIMHCTBO
PEIyCMOTPEHHBIX
porpamMmoii o0y4eHus
yueOHBIX 3a/1aHU
BBITIOJTHEHO, HEKOTOPBIE U3
BBITIOJTHEHHBIX 33JJaHUN
COJIepKaT OIINOKH.

((Hey,Z[OBHeTBOpI/ITeJ'ILHO)) -
TCOPCTUYCCKOC COACPIKAHUC
KypcCa HC OCBOCHO,

OneHka pe3ysbTaToB
BBITIOJTHEHUS
MPAKTHUYECKOU
paboThI

DKCrepTHOE
HaOMoICHHE 32
XOJIOM BBITTOJTHCHUST
MPaKTHYECKOU
paboTHI

IIpomexxyrounas
aTTecTanus
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BECTH U UCIIOJIb30BaTh B paboTe 06azy
KOHTAKTOB OpraHU3aIHH;
yCTaHaBIIMBATh U MOJICP)KUBATD
KOMMYHHKAIIMH B IIPOLIECCE JIETTIOBOTO
OOIIEHHUS C IOMOIIBIO CPEJICTB
MH(GOPMAIIMOHHBIX U
KOMMYHHUKAIIHOHHBIX TEXHOJIOTHIA;
oOecrieynBaTh HHPOPMALMOHHYIO
0€30IaCHOCTbh JeATEIbHOCTH
OpraHu3aluy;
MIPUMEHSTH B paboTe cpesicTBa
MH(OPMAaLMOHHBIX U
KOMMYHHUKAIIHOHHBIX TEXHOJIOTHIA;
BBIOMpATh (POPMBI TUTAHUPOBAHUS U
0(pOpMIISTH IJIAHUPOBILKK (Opraxaiizep)
PYKOBOJIUTEIS M CEKpETapsi;
OCYIIECTBIISITH TPEBEI-TIOIICPIKKY
JIETIOBBIX MOE3/IOK;
WCTIOJIH30BATh CPENICTBA
MH(OPMALMOHHBIX U
KOMMYHHUKAIIHOHHBIX TEXHOJIOTHI IS
o0ecrieueHns B3aNMOJICHCTBUS C
PYKOBOJMTEIIEM BO BPEMS €TO JICIOBOM
MOE3/IKH;
OCYIIECTBIIATH cOOP, 00paboOTKy
HHOpPMAINH, CHCTEMaTH3aIHIO
MOJTy9aeMbIX U TIepeIaBaeMbIX IaHHBIX;
CKaHUPOBATh, KOIIMPOBATh
KOHBEPTHUPOBATh JOKYMEHTHI B
paznuuHble (popMaThI.

HE00X0IMMbIE YMEHUS HE
copMUPOBaHBI,
BBITIOJTHCHHBIE YYCOHBIC
3a/laHus CoJIepKaT rpyobie
OLLIMOKH.
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