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1. OBILIASI XAPAKTEPUCTUKA PABOYEN IPOTPAMMBI
YYEBHOM JUCLHUILTUHBI
«OI1.07 KOMIIBIOTEPHASI OBPABOTKA JIOKYMEHTOB»

1.1 MecTo TMCHMIIMHBI B CTPYKTYPe OCHOBHOM 00pa30BaTe/IbHOI NMPOrpaMMbI:
VYuebnas nuctuminaa « Kommnbrotepaas 06paboTka JOKyMEHTOBY SBISETCS 00s13aTeIbHON

qaCTbIO

o0menpodecCHOHAIBHOTO LUKJIA

o0Opa3oBaTeNnbHOI IPOrPaMMBI

B cooTBeTcTBUU ¢ PI'OC CIIO no cnenunansuoctu 40.02.04 FOpucnpy nennus.
Ocoboe 3HayeHHe quCHUILIMHA nMeeT npu ¢opmupoBanuu u pazsutun OK 01, OK 02,

OK 04.

1.2. leab ¥ IuIaHMpyeMble Pe3yJbTAThl OCBOCHUS TUCHMIIUHBI:

B pamkax nporpamMmbl yueOHON AUCHUTIIMHBI 00yYaIONTUMUCS OCBAUBAIOTCS YMEHUS

Y 3HAHUS
ﬁ(l)(zj OK Ymenust 3Hanusa
OK 01, BBITIOJIHATH TPEOOBAHUS 110 OXpaHE MPaBUII IO OXpaHE TPYJia U TEXHUKE
OK 02, TpyJa U TeXHUKE 0€30MacHOCTH; 0€30I1aCHOCTH;
OK 04, OpraHU30BBIBATh paboyee MECTO /Il | MPABHJI OpraHU3aIMi padodero Mecta
I[IK 1.5 MaKCUMAaIbHO Y PEKTUBHOM pabOTHI; | CEKpeTapsi U pyKOBOAUTEIIS;

podecCHOHATEHO OCYIIECTBIISATh
Habop, popmMaTupoBaHue, BEIBOA Ha
neyarb, COXpaHEHHUE TEKCTOBOW U
nudpoBoii nHbpopMaIuu Ha
MEPCOHAIBHOM KOMITBIOTEPE;
YHUTATh, IOHUMATh U UCTIPABJIATH
MIPOEKTHI JIOKYMEHTOB, C
UCTIOJIb30BAHUEM CITPABOYHO-
MIPABOBBIX CHCTEM;

MJIAHUPOBATh paboyuee BpeMms,
UCIIOJIB3YsI IPEICTABIICHHBIC 3a/1aHHS,
porpaMMHOe oOecIieueHne u
HCXOJIHYIO IOKYMEHTAIIUIO;
BBIOUPATH TEXHOJIOTHIO CO3/IaHUS

JIOKYMEHTA.

PYCCKOH U JIJATUHCKOM KJIaBUATYyPbI
NIEPCOHAIBHOTO KOMITBIOTEPA;
IPaBI OPOPMIICHHUS TEKCTOBBIX
JIOKYMEHTOB Ha MIEPCOHATIBHOM
KOMITBIOTEPE.




2. CTPYKTYPA U COJIEP)KAHUE YUEBHOM JUCIHUILIAHBI

2.1 O0béM yueOHOii TMCUUIJIMHBI M BUABI Y4e0HOI padoThI

Buj yueOHoi1 padoThl O0bém B yacax
O0bem o0pa3oBaTeIbHOI NPOrpaMMbl Y4eOHOI THCIUTLINHBI 70
B T.4. B popMe NMPAKTHIECKOI MOATOTOBKH 36

B TOM YHCJIC:

TEOpeTUIeCcKoe 00ydeHne 34

MIPaKTUYECKHE 3aHATHS 36

Camocmosimenvras pa6oma !

HpOMe)KYTOqHaH aTTcCTanuusa

Y Camocmosmenvuas paboma 6 pamkax 06pA306aMENbHON NPOSPAMMbL  NAAHUPYEMCS  0OPA306aMenbHOll
opeanuzayueii ¢ coomgemcmeuu ¢ mpeboganusmu ®IOC CIIO 6 npedenax obvema yueOHOU OUCYUNTUHBL @
KOIu4ecmeae uacos, HeoOXOOUMOM O BbINOJHEHUS 3A0AHUNl CAMOCMOAMENbHOU pabomul 00YYAIOWUXCA,
nPedyCMOMPEHHBIX MEMAMUYECKUM NIAHOM U COOEPHCAHUEM YUEOHOU OUCYUNTIUHDL.



2.2. TemaTu4ecKHii IJIAH U cO/iep:KaHNe Y4eOHOH TUCIUTLINHBI

BO3MOXXHOCTH, NTpeuMyIecTBa U 3¢pHEeKTUBHOCTb.

Koapl
KOMIIeTCHIH i
Oobem, ak. u. / M JINIHOCTHBIX
HaumeHoBaHue B TOM 4HCJIe pe3yJIbTaTOB?,
pasIenon Coaeprxanue yueOHOro MaTepuaJia B Gopwe bopMHpOBaHIIIO
. 1 (popMBbI OPraHu3anuM eI TeJIbHOCTH 00y4al0IMXCs npaKTIIecKoii KOTOPBIX
NMOATOTOBKH, aK. Y. crnoco0cTByeT
3JIEMEHT
NPOrpaMMBbl
Paznen 1 Oprann3anus KOMIbIOTEPHOI 00pad0TKH JOKYMEHTOB 4/2
Tema 1.1 Coaep:xxanue yueOHOIro MaTepuaJia: 4 OK 01,
CoBpemeHHbIe CoBpeMEHHbIE TEXHUYECKUE CPEACTBA CO3aHMsI TEKCTOBBIX JJOKYMEHTOB OK 02,
TeXHHYECKHE Llenu 1 3aaun yuyeOHOM AMCUUIUIMHBL. POjIb TUCHMIUIMHEL B TPOhECCHOHATBHON OK 04,
CpeacTBa CO3AaHHUsl | MOArOTOBKE crienuanucTa. COBpeMEHHbIE aBTOMAaTU3UPOBaHHbBIE CPEICTBA CO3IaHUS IIK 1.5
TeKCTOBBIX TEKCTOBBIX JOKYMEHTOB.
AOKYMCHTOB [TpaBuiia TeXHUKH 0€30MAaCHOCTH Y TUTHEHUYECKUE PEKOMEHIALNY TP UCIIOJIb30BAHUN
cpencts KT B npodeccnoHanbHOM 1eATeTbHOCTH.
B TOM YHCJIE€ IPAKTUYECKUX U Ja00paTOPHBIX 3aHATUM:
IIpakTnueckoe 3ansTue 1. Opranuszanus padboyero MecTa u TpyJia onepaTopa. 2
Pazgen 2 OcBoeHue, NpUMEHEHNE M COBEPIICHCTBOBAHNE HABBIKOB 14/
«CJICTOT0» AeCATHNAIbIEBOro MeTo1a Ha0opa
Tema 2.1 OcBoenne | Conep:kaHue yueOHOIro MaTepuaJa: 10 OK 01,
KJIABHATYPbI OcBoeHue KJIaBUATYpPbI IEPCOHATIBEHOTO KOMITbIOTEpa (PyCcCKHii IpUQT) OK 04,
NEePCOHAJIBHOIO0 Cxema knaBuarypsl. «Crenoin» aecaTumnaibleBblii METO KJIaBUaTypHOro Habopa, ero K 1.5

2B cootsercteuu ¢ [punoxennem 3 ITOOIL.




KOMIIbIOTEpa
(pycckmii mpudr)

BykBBI ¥ 3HaKU MpeNMHAHUS PYCCKON KiIaBUaTypsl. Micnonb3oBanue kiasum Shift u
Caps Lock.

B TOM YHCJIC IPAKTHYECKUX U TAOOPATOPHBIX 3aHSITHIA:

Brinonnenue ynpakHeHU Ha OCBOCHHE TEXHUKH U CKOPOCTH KOMIIbIOTEPHOT0 Habopa
TEKCTOBOM MH(OpMALIMK [0 OCHOBHOMY PSy KJIaBUATYPHI.

IIpakTnyeckoe 3ansiTHe 3. BolNoaHEeHNE yIpaXKHEHUH Ha OCBOCHHUE TEXHUKH U CKOPOCTH
kommbioTepHoro IlpakTuyeckoe 3ansaTue 2. Habopa TEKCTOBOW MH(POPMALIUH 110
OCHOBHOMY U BEpXHEMY psiiaM KJIaBHATypBhI.

IIpakTuyeckoe 3ansaTHe 4. BrinonHeHye ynpaXHEHUH Ha OCBOCHUE TEXHUKU U CKOPOCTHU
KOMITBIOTEPHOTO Ha0Oopa TeKCTOBOH MH(OPMAIHH [0 OCHOBHOMY, BEpXHEMY H HU)KHEMY
psizaM KJIaBHATYPBI.

IIpakTuyeckoe 3aHsTHE 5. BhiNONHEeHNE yIpa)KHEHNUH HA OCBOSHHE TEXHUKU Habopa
TEKCTOBOM U 1u(poBOi HHPOPMAIUH C UCIIOJIF30BAHNEM 3HAKOB MPEMMHAHUS U [TU(P
YeTBEPTOTO psiJia KIABUATYPHI.

Tema 2.2
Odopmienue
uudgposoro
MarTepuajia

Conep:xaHue yueOHOTro MaTepuaJa:
Odopmnenue mudpoBoro Marepuana

[Mudpst apadckue. Pumckue yncna. Buasl npobeii. MHOro3HauHbIe Yncha.

OcBoenue Tadauyst cum60108; 3HAKH, YIIOTpeOsieMble ¢ IIUppamMH.

Pabota ¢ manensto Cnucok (HyMepOBaHHBIH, MApKUPOBAHHBIH )

B TOM YHCJI€ TPAKTUUYECKHUX U Ja0OpaTOPHBIX 3aHATHI:

IIpakTnyeckoe 3ansaTue 6. Ynorpedienue yucen apabCKUX U PUMCKHAX B TEKCTOBBIX
paborax. [TapameTpsl HyMepOBaHHBIX, MAPKUPOBAHHBIX CITUCKOB.

OK 01,
OK 02,
OK 04,

Pazgen 3

OcHoBHbIe paBuIa GOPMATHPOBAHUSA TEKCTA

12/

Tema 3.1
TpedoBanus K
o(opMIIEHUIO
CTPAHMIIBI

Conep:xaHue y4eOHOro MaTepuaJia:

TpebGoBanust K 0POPMIIEHUIO CTPAHHUIIBI

Pabora ¢ manensio [lapameTpsl CTpaHUIIBI.

Pabora ¢ nanensio A63au. Haznauenne GyHKIMOHATIBHBIX KJIaBUILIEH.
Paborta ¢ ObICTpBIMU KJIaBUIIIAMH.

B TOM YHCJIC TPAKTUUYECKHUX U JTa00OpaTOPHBIX 3aHATHI:

OK 01,
OK 02,
OK 04




IIpakTnyeckoe 3ansaTHe 7. Ynorpedienue oomeynoTpeOuTeNbHBIX COKPAIICHNN B

TEKCTOBOM JIOKYMEHTE. 2
Tema 3.2 Copaepxxanue yueOHOro MaTepuaJa: 4 OK 01,
Odopmienue OdopmiieHne 3aroI0BKOB U MO/13ar0JIOBKOB K TEKCTY. 1 OK 02,
3aroJIOBKOB U [TpaBuna opopmiieHHs! 3aroJ0BKOB U MOA3aroJI0BKOB. OK 04
OA3aroJI0OBKOB K B TOM YHCJIE IPAKTUIECKUX U JTA00OPATOPHBIX 3aHITHI: 3
TEKCTY IIpakTnyeckoe 3ansiTue 8. OhopmieHne 3aroIOBKOB 3

Y T10/13ar'0JIOBKOB K TEKCTY.
Tema 3.3 IIpuémbr | Coaep:xanue yueGHOro MaTepuaJia: 4 OK 01,
BbLICJICHUSA [Tpuémbl BeIEIEHUS OTAENBHBIX (PArMEHTOB TEKCTa OK 02,
OTIeJbHBbIX OcHoBHBIE BU1bI IPUDTOB. 1 OK 04
¢parmenToB Pabora ¢ manensto [llpughm: noguépkuBanue, pa3psaka, yIjIOTHEHUE, )KUPHBIN PUPT,
TCKCTA IIPONUCHBIE OYKBBI, MaJIbI€ PONMUCHBIE OYKBBHI.

B TOM YHCJIE€ IPAKTUUECKUX U JJAOOPATOPHBIX 3aHSTUMN: 3

IIpakTnueckoe 3ansaTue 9. [I[puMeneHre npuéMOB BbIJICIEHUS OTAEIbHBIX (PPArMEHTOB 3

TEKCTOBOT'O JOKYMEHTA.
Pazgen 4 Odopmiienne pa3IMYHBIX BHI0B TEKCTOBBIX padoT 12/10
Tema 4.1 IIpaBuaa | Cogep:xxkanue yueOHOIro MaTepuaJia: 12 OK 01,
¢dopmaTHpoBaHus [TpaBuiia opMaTupOBaHUs OT/IEIbHBIX PEKBU3UTOB TEKCTA OK 02,
OTIEeJILHBIX [TpaBuna opopmieHust 6uOaOrpadMuecKux CBEACHUH, B T.4. 3JIEKTPOHHBIX PECYPCOB. OK 04
PEKBHU3UTOB TEKCTA | [TpaBuia opOpMIICHHSI CHOCOK / CCBIJIOK HAa HICTOUHUKHU K TEKCTY.

[TpaBuiia opopmiieHrss MHOTOYPOBHEBOTO cIiMcKa. PyOpukarus Tekcra. )

[TpaBuiia opopmiieHHs IpUMeUaHul, IPUIOKEHUN B TEKCTOBOM JIOKYMEHTE.

[TpaBuia opopmiIeHHsE MHOTOCTPAaHUYHOTO TEKCTOBOTO TIokyMeHTa. Hymeparus crpanu.

Pabora ¢ pykonuchbro. 3HaKu KOPPEKTYPHOM MPABKH.

B TOM YHMCJIE€ IPAKTUYECKUX U JTa00OPATOPHBIX 3aHIATHI: 10

IpakTunyeckoe 3ansaTue 10. OpopmieHne cHOCOK / OMOIHOTpaPHUECKUX CCHUIOK Ha 4

HCTOYHUK B TCKCTC. O(l)OpMJ'IeHI/Ie CITMCKa HUCITOJIb30BaHHBIX NCTOYHUKOB.




IIpakTnyeckoe 3ansaTue 11. Opopmuenue TurynsHoro jaucra. Odhopmienue 5

OTJIaBJICHUS/CO/ICPIKAHMSL.

IIpakTnyeckoe 3ansiTue 12. BrinoiHeHre MHOTOCTPAaHUYHOTO TEKCTOBOTO TOKYMEHTA C 5

HyMepauuei cTpaHul.

IIpakTuyeckoe 3ausaTue 13. Pabora ¢ pykonuceto. OopmiieHre TEKCTOBOTO JOKYMEHTA 5

110CJI€ KOPPEKTYPHOM MPaBKH.
Paznea 5 H3y4yeHne 1aTHHCKOI KJIaBUATYPBI 8/6
Tema 5.1 OcBoenune | Coaep:xanue y4eOHOIro MaTepuaJia: 5 OK 01,
KJIABHATYPbI OcBoeHuMe KJIaBUaTyphl IEPCOHATILHOTO KOMITbIOTEPA (JATUHCKUI MIPUPT) OK 04
NEePCOHAJBLHOIO Cxema JTaTUHCKON KJIaBHATyphl. ByKBBI M 3HaKH MpeNUHaHUs, 0cOOble 3HAKU JTATUHCKON 5
KOMIIbIOTepa KJIaBHATYPBHI.
(JIaTHHCKMIA B TOM YHCJIC TIPAKTHYECKHUX U JTA00PATOPHBIX 3aHATHI: 6
mpudT) IIpakTyeckoe 3ansaTHe 14. BoinosHeHue ynpa)xHeHUH HA OCBOCHUE TEXHUKH U

CKOpPOCTH KOMITBIOTEPHOTO Ha0Opa TEKCTOBOW MH(POPMALIUY TI0O OCHOBHOMY DSy

KJIaBHATyphl. BhinonHeHne ynpaxHeHUi Ha OCBOEHHE TEXHUKH U CKOPOCTH 4

KOMITbIOTEPHOT0 Habopa TeKCTOBOM MH(OPMAIK [0 OCHOBHOMY U BEPXHEMY pSAY

KJIaBHATYPBHI.

IIpakTHyeckoe 3ansiTHe 15. BrinonHeHne yrnpa)xHEHUI Ha OCBOEHUE TEXHUKU U

CKOpPOCTH KOMITBIOTEPHOTO HabOpa TEKCTOBOW WH(GOPMAIIMH TI0O OCHOBHOMY, BEPXHEMY U

HIDKHEMY DSy KJIaBHATyphl. BeImonHeHne ynpakHeHU Ha OCBOCHHE TEXHUKH Habopa 2

TEKCTOBOM U 1IU(POBOM MHPOPMAIIUH C UCIIOJIb30BaHUEM IIUPP U 0COOBIX 3HAKOB

4eTBEPTOTO psifa KIaBHATYPHI.
Pazgen 6 Koncrpyuposanue Tadauig 6/4
Tema 6.1 ConepikaHue y4eOHOro MaTepuasa: 6 OK 01,
dopMaTHpOBaHHE dopMaTUpOBaHNUE PEKBU3UTOB TAOHIIBI OK 02,
PEKBU3UTOB PekBU3UTHI U CTPYKTYpHOE NMOCTPOEHHE TAOIUIIBI. 2 OK 04
Ta0IHIbI B TOM YHCJIE€ IPAKTUYECKUX U JTa00OPATOPHBIX 3aHITHI: 4

IIpakTnyeckoe 3ansiTue 16. KonctpynpoBaHue ToJIOBKU K TaOIMLIaM: IpOCTas, 5

CJIOJKHAS!, YCIIOKHEHHAS.




IIpakTnyeckoe 3ansaTue 17. KoncrpynpoBanue 60KOBHKA K TaOIUIAM: TEKCTOBOM

(pOCTOH, YCIOXKHEHHBIN), TU(PPOBON, CMEIIAHHBIH. 2

[udpossie rpadsl B TabIUIAX.
Paznen 7 KovmnbrorepHasi 00padoTka 0CHOBHBIX BU/I0B JIOKYMEHTOB 14/13
Tema 7.1 Coaep:xxaHue yueOHOIro MaTepHaJia: 14 OK 01,
KomnbrorepHbie KoMIbroTepHble TEXHOJIOTMH MIOATOTOBKH JIOKYMEHTOB OK 02,
TeXHOJIOTUH PekBHU3UTHI U CTPYKTYPHOE IMOCTPOEHUE TOKYMEHTA. 1 OK 04
MMOATOTOBKH AxTtyanu3zanys “uHGOpMAIK OCPEICTBOM CIIPAaBOYHO-TIPABOBON CHCTEMBI.
AOKYMCHTOB B TOM YHCJIC TPAKTUYECKHUX U J1a00OPaTOPHBIX 3aHATHH: 13

IIpakTuyeckoe 3ansTue 18. KomnbproTepHas 00pab0TKa OCHOBHBIX PEKBHU3UTOB 5

JIOKYMEHTA.

IpakTnyeckoe 3ansTue 19. KomnprorepHas o6paboTka OpraHU3aimOHHON 4

JOKYMEHTAIUH.

IpakTnyeckoe 3ansaTue 20. KommperorepHas 00paboTKa pacopsiIuTeTIbHON 3

JIOKYMEHTaLuU

IIpakTnueckoe 3ansaTue 21. KomnerorepHas o0padoTka HHGOPMAIIMOHHO-CIIPAaBOYHON 5

JIOKYMEHTaIUH.

IIpakTnyeckoe 3ansaTue 22. EMIIonroroBka TeKCTOBOTO TOKyMeHTa. PaboTa ¢ MmakeTom 5

MHOTOCTPaHUYHOTO JJOKYMEHTa C HCIIOJIh30BAHUEM CIIPABOYHO-TIPABOBOI CHCTEMBI.
IIpome:xkyTouHasi arTecTanusi B gopme 3K3aMeHOB
BCET'O 70




3. YCJIOBUA PEAJIN3AIIMM YYEBHOM JUCIHUILIVHBI

3.1 Jlns peanuzanuu IporpaMmbl Y4eOHON TUCIUTUIMHBI JOJKHBI OBITH TIPEyCMOTPEHBI
CIIEYIOIINE CIIEUAIbHBIE [IOMEIIECHHUS:

Jlaboparopuu «KommberoTepHoli 00pabOTKH JOKYMEHTOBY, OCHAIIEHHBIE HEOOXOIUMBIM
JUTSL peaJTH3aIiH MPOTrPaMMBI YU4eOHOH JUCIUILIIMHBI 000py0BaHUEM, TPUBEAEHHBIM B 1. 6.1.2.2
NpuUMEpHO  pabouedd mporpammbl 1o  crenuainbHOCTH — 46.02.01 «JlokymeHTaImoHHOE
o0ecrieueHre yrnpaBieHHs U apXUBOBEJCHHUE):

Jlaboparopus KommbroTepHoit 00paOOTKHM JOKYMEHTOB OCHAIAETCS CJIETYIOIIUM
00opyOBaHUEM:

MOCaJ0YHBIMU PA0OYMMU MecTaMU (B KOMIUIEKTE: KOMIIBIOTEPHBIM CTON M MOJIBEMHO-
IIOBOPOTHOE KPECII0) N0 KOJIMYECTBY CTYAECHTOB,

pabouuM MEeCTOM TpenoiaBaTeds,

MMOCOOHMSMH ¥ MOJCIISIMU, YICOHOH JTOCKOM,

KOHUITOHEPOM;

TEXHUYECKUMHU CPEJICTBAMU O0yUCHUS:

KOMIIploTepamM  (TI0  KOJIMYECTBY TOCaZO4YHbIX MecT + 1 Ha paboueM crone
MpernoaaBaTes), ¢ BO3MOKHOCTBIO BBIX0/1a B JIOKANBHYIO U I100AJIbHYIO CETH,

MYJIbTUMEIUNHBIM MPOEKTOPOM,

MHTEPAKTHUBHOHN JIOCKON/9KPaHOM,

CKaHEepOM, CETeBbIM MpUHTEPOM/ MDY,

YHHUYTOXHUTEIEM OyMmaru.

3.2 UudopmanuonHoe odecriedeHne peaju3alui MPorpaMmmbl

Jlisa peanuzanuu MporpaMMbl OUOIMOTEUHBINH (GOHI 00pa3oBaTENbHON OpraHu3alud
JOJKEH UMETh TIeUaTHBIE H/UIIK JIEKTPOHHBIE 00pa3oBaTelbHbIe U HH(POPMALIMOHHBIE PECYPCHI,
JUTSL KCTIOJIb30BaHUs B 0Opa3oBaTensHOM mporiecce. [Ipu hopmupoBanmnu 6ubnuoreunoro ¢ponaa
o0pa3oBaTenbHOI OpraHu3alyeil BHIOUpAaeTCs HEe MEHee OJHOTO W3JIaHUs U3 TMepedHCIEHHBIX
HUKE MEeYaTHBIX M3JaHUM M (WJIM) 3JEKTPOHHBIX W3/IaHUN B KaueCTBE OCHOBHOIO, MPH 3TOM
CITMCOK, MOXECT OBITH JOITIOJIHEH HOBBIMU U3JaHUAMMU.

3.2.1 OcHOBHBIE MEYATHEIE U31AHUSA

1. JIoKyMeHTOBe/ICHHEe: YYEOHHK W TPAKTUKYM I CPEIHEro MpoeCCUOHATLHOTO
obpa3zoBanus / JI. A. Jloponuna [u np.] ; mox penakuueii JI. A. JloponuHoi. — 2-e u31., nepepad.
u gon.— MockBa: WM3marensctBo FOpaiir, 2022. — 309c.— (IIpodeccronanbHoe

oOpazoBanue). — ISBN 978-5-534-04330-3.

2. Kopuees, U. K. JlokyMeHTanmoHHOE oOecrieueHue YNpaBieHUs: YYEeOHUK H
IOPaKTUKYyM JUIs cpeaHero mpogeccuonansHoro obpaszosanus / U. K. Kopuees, A. B. ITmenxo,
B. A. Mamypres. — 2-e¢ u3a., nepepad. u jmorn. — Mocksa: M3narensctBo FOpaiit, 2022. —
384 c. — (IlpodeccuonanbHoe obpazosanue). — ISBN 978-5-534-05022-6.

3. Ky3neros, n. H. JloKyMeHTaImOHHOE obecrieueHne yIIpaBJICHUS.
JIOKyMeHTOOOOpPOT ¥ JENIONPOU3BOJACTBO:  YYEOHMK W TNPAKTUKYM JUIi  CPEIHEro
npodeccnonanbHoro oopazoBanusi / U. H. Ky3nenos. — 3-e u3z., nepepad. u gon. — Mocksa:
UznarensctBo FOpaiit, 2022. — 462 c. — (IIpodeccuonansnoe obpazosanue). — ISBN 978-5-
534-04604-5.



4, Yeptkona, E. A. Ctatuctuka. ABTomMatu3anus o0padboTku nHGOpMaIHK: yaeOHOe
nocobwue Jtst cpeiHero npodeccnonansHOro oopazosanus / E. A. UepTkoBa. — 2-€ U31., UCIIP. U
mon. —  MockBa:  MsmarensctBo  FOpaiit, 2022.— 195c¢c.—  (IIpodeccuonanpHoe
obpazoBanue). — ISBN 978-5-9916-9342-4.

3.2.2. OcHOBHBbIE JIeKTPOHHbIE U31aAHUS

1. JIoKyMeHTOBE/IeHHE: YUYEOHHK U TPAKTUKYM JJIsi CPEIHEro MpoeCCUOHATBLHOTO
obpazopanus / JI. A. Jloponuna [u np.] ; mox pexakueii JI. A. JlopoHuHOM. — 2-€ U3 1., mepepad.
u gon.— MockBa: W3marensctBo FOpaiir, 2022. — 309c.— (IIpodeccronanproe
obpazoBanue). — ISBN 978-5-534-04330-3. — Tekct: anektpoHnsli // OOpa3oBareiabHas
wiatdopma tOpaiir [caiit]. — URL.: https://urait.ru/bcode/469701.

2. Kopuees, U. K. JlokyMeHTanmMOHHOE OOECTICUCHHE YIPABICHUS: YYECOHUK H
NPaKTUKYyM Ut cpenHero mpodeccuonansHoro obpaszoBanus / U. K. Kopuees, A. B. ITmenxo,
B. A. Mamypues. — 2-¢ usn., nepepad. u mon. — Mocksa : M3natensctBo FOpaiit, 2022. —

384 c. — (IlpodeccuonanvHoe oOpazoBanue). — ISBN 978-5-534-05022-6. — Tekcr:
anekTpoHHbd  //  OOpasoBarenpHas  miatdpopma  HOpaiit  [caiit] —  URL:
https://urait.ru/bcode/472550.

3. Kys3Heros, W. H. JIOKyMEHTaIMOHHOE obecrieyeHue yIpaBJICHUS.
JlokyMeHTOOOOpOT ¥ JACJIONPOU3BOACTBO: yUYEOHMK W  MPAKTUKYM JJIsi  CPEIHEro
npodeccuonansHoro oopazosanus / U. H. Ky3neuos. — 3-e u3zn., nepepad. u gom. — MockBa:

WznatenberBo FOpaiit, 2022. — 462 c¢. — (IIpodeccnonanbaoe oopazoBanue). — ISBN 978-5-
534-04604-5. — Tekcrt: anexktponnsblil // O6pa3oBarenbHas mwiardopma FOpaiir [caiiT]. — URL:
https://urait.ru/bcode/470020.

4. YepTroBa, E. A. Cratuctuka. ABToMatu3amus o0padoTku nHPpopMaIuu: yyeoHoe
nocoowue Jutst cperHero npodeccnoransHOro o0pazoBanus / E. A. UepTkoBa. — 2-€ U3, UCIIP. U
morn. —  MockBa:  HWzpmatensctBo  Opaiit, 2022.— 195c¢c.—  (IlpodeccuonanpHoe

oOpa3zoBanue). — ISBN 978-5-9916-9342-4. — Tekct: anekTpoHHBI // OOpa3oBarenbHas
iatdopma Opaiit [caiit]. — URL: https://urait.ru/bcode/471306.

3.2.3. JlonotHUTEIbHbIE HCTOYHHKH:

1.TOCT P 2.106-2019. HammonaneHeii cranmapt Poccuiickoit ®@enepanuu. Enunas
cucrema KoHCTpykTopckoi nokymeHtauuu (ECKJI). TexcroBble TOKyMEHTHI (YTB. U BBEAEH B
neiicreue [Ipukazom DeeparbHOTO areHTCTBA MO0 TEXHUYECKOMY PETYIHMPOBAHUIO M METPOJIOTHH
(Poccranmapt) ot 29.04.2019 Ne 176-cT).

2. TOCT P 7.0.97-2016. Hamuonansubiii ctanaapt Poccuiickoit denepanuu. Cucrema
CTaHIapTOB 1O HH(popMmanuu, OubOIMOTEYHOMY U  u3gareiabckomy jaeny (CHUBU).
OpraHu3anvoHHO-paclopsaIuTeIbHas T0KyMeHTauus. TpedoBaHus K 0(hOPMIIEHUIO TOKYMEHTOB
(yrB. IIpuka3zom @PenepanabHOro areHTCTBa MO TEXHUYECKOMY PEryJIHPOBAHUIO M METPOJIOTUH
(Poccranmapt) ot 08.12.2016 Ne 2004-cT).

3. TOCT 7.32-2017. MexrocynapcTBeHHBI cTraHmapT. CHcTemMa CTaHIApTOB II0
uHpopmanuu, OubanoreuHomMy u wu3garensckomy gneny (CHUBUJ). Otuér o HayuHo-
uccienoparensckoil padore (Otuér o HUP). Crpykrypa u mpasuia odopmieHus (BBeAEH B
neiicrue [Ipukaszom depepanbHOro areHTCTBA [0 TEXHUYECKOMY PETYITUPOBAHHUIO U METPOJIOTHH
(Poccranmapt) ot 24.10.2017 Ne 1494-ct) (c [TonpaBkamu).

4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHMUAA
YYEBHOU JUCIHATLIAHBI



PesyabTaThl 00yyeHus

Kpurtepun onenkn

MeToanl oieHKH

Hepeqeﬂb 3HaHHﬁ, O0CBAUBACMbIX B paMKax JUCHHUIIJIMHBI

MIpaBHJI IO OXpaHe Tpyaa u
TEeXHHUKE 0€30M1acCHOCTH;

MIpaBWJI OpraHu3auu
paboyero mecra ceKperaps u
PYKOBOJUTEIIS;

PYCCKOM M JIATUHCKOM
KJIAaBUATYPHhI IEPCOHATBHOTO
KOMIIBIOTEPA;

MpaBmI 0POPMIICHUS
TEKCTOBBIX JOKYMEHTOB Ha
MEPCOHAILBHOM KOMITBIOTEPE.

«OTINYHOY» - TEOPETUIECKOE
cofiep’KaHHe Kypca OCBOCHO
MOJIHOCTHIO, 0€3 MPOOEIIoB,
yMEHHUs1 COPMHUPOBAHBI, BCE
IpeayCMOTPEHHBIE IPOTPAMMOMA
y4eOHbIe 3a/JaHHsI BBITIOJTHEHBI,
Ka4eCTBO MX BBIITOJHEHUS
OLIEHEHO BBICOKO.

«XOopo1Io» - TEOPETUIECKOE
coJiep:KaHue Kypca OCBOCHO
MTOJIHOCTBIO, 0€3 MpoOeIoB,
HEKOTOPbIE YMEHHUS
c(hopMUpPOBaHBI HEJJOCTATOYHO,
BCE MPEAYCMOTPEHHBIC
porpamMmoil yueOHbI€ 3aaHus
BBITIOJIHEHBI, HEKOTOPHIE BUIBI
3aJIaHHI BBIIIOJHECHEI C
OIIMOKAMHU.

«Y 10BIETBOPUTEIILHOY -
TEOPETUYECKOE COAEPKaHNE
Kypca OCBOEHO YaCTUYHO, HO
POOEIbI HE HOCST
CYLIECTBEHHOI'0 XapakTepa,
HE00X0/IMMble YMEHHsI paboThI ¢
OCBOCHHBIM MaTEepHAIIOM B
OCHOBHOM C()OPMHUPOBAHBI,
OOJIBIITMHCTBO MPEyCMOTPEHHBIX
pOrpaMMoil 00yueHus yueOHbIX
3aJJaHU BBITTOJIHEHO, HEKOTOPHIE
U3 BBINOJIHEHHBIX 3aJJaHUI
coJiepkKat OLIMOKH.

«HeynoBneTBOPUTENBHOY -
TEOpPETUYECKOE COIep KaHne
Kypca He OCBOCHO, HEOOXOAMMbIe
yMeHHs He ¢(hOPMUPOBAHBI,
BBITIOJTHCHHBIC yqe6HLIe 3a1aHUusA
cojiepxkaT rpyObie OmnOKH.

AHanus pe3yjabTaToB
TECTOBBIX 3a/IaHUH.

DKCIEepTHOE
HaOJIIOJIeHHE U OLIEHKA 3a
NEUCTBUSIMU
oOyyJaronuxcs Ha
MPAKTUYECKUX 3aHATHSAX.

Texymmii KOHTPOJIb
IpUMEHEHUs 3HaHUH B
XO/I€ BBIITOJIHEHHUS
IIPAaKTUYECKUX 3a/IaHHUM.

DK3aMeH.

Hepeqem, yMeHHﬁ, 0CBaAaMBAaCMbIX B paMKaxX JTUCHUIIJIHHBI




BBIITOJIHATH TpeGOBaHI/IH 110
OXpaHe TpyJa U TEXHUKE
0e30I1acHOCTH;

OpraHu30BBIBAThH pabouee
MECTO JJISl MAKCUMAaJIbHO
3¢ (heKTHBHON PaOOTEHI;

npoeCcCHOHATBLHO
OCYIIECTBISATH HAOOD,
(dbopmaTupoBaHue, BEIBOJ] HA
neJaTh, COXpaHEHHE
TEKCTOBOM U IU(PPOBOH
nH(popMaIuy Ha
MIEPCOHAIBHOM KOMIIBIOTEPE;

4YuTaTh, IOHUMATh U
HCIIPABJIATH ITPOCKTLI
HAOKYMCHTOB, C
HCIIOJIb30BAHHUEM CIIPABOYHO-
IIPaBOBLIX CUCTEM;

IUIaHUPOBATh pabodee Bpems,
WCTIOJB3YS MPECTaBICHHbIC
3aJJaHusL, IPOTPAMMHOE
o0ecrnieyeHre U UCXOIHYIO
AOKYMCHTAIUIO,

BBIOMpATh TEXHOJIOTHIO
CO3JIaHMsI TOKYMEHTA.

«OTIMYHO» - TEOPETUUECKOE
coJiepKaHue Kypca OCBOCHO
MOJIHOCTHIO, 03 MPOOEIIoB,
yMeHUs1 COPMHUPOBAHBI, BCE
IPEIyCMOTPEHHBIC TIPOTPAMMOM
y4eOHBIC 3aJIaHVsI BBITIOJTHEHBI,
Ka4eCTBO UX BBITIOJTHCHUS
OILIGHEHO BBICOKO.

«XOpoI110» - TEOPETHIECKOE
coJiepKaHue Kypca OCBOCHO
MOJIHOCTHIO, 0€3 MpoOeIIoB,
HEKOTOPBIC YMCHHUS
c(hopMUpPOBaHBI HEJJOCTATOYHO,
BCE TPEyCMOTPCHHEBIC
porpamMmoil yueOHbIe 3adaHus
BBITIOJIHCHBI, HEKOTOPHIE BUIBI
3aJaHUN BBIIIOJHEHBI C
OIIMOKAMHU.

«Y IOBJIETBOPUTEIIBHOY -
TEOPETUYECKOE COepIKaHue
Kypca OCBOEHO YaCTUYHO, HO
npo0esbl He HOCAT
CYILLIECTBEHHOI'O XapakTepa,
Heo0X0JUMble YMEHHUS paboThI €
OCBOCHHBIM MaTEepHAIIOM B
OCHOBHOM C()OPMHUPOBAHBI,
OOJIBLIIMHCTBO MPEYyCMOTPEHHBIX
nporpamMmoii o0ydeHus: yaeOHbIX
3aJJaHUN BBITTOJIHEHO, HEKOTOPBIE
U3 BBINOJIHEHHBIX 3aJJaHUI
COJIepIKaT OLIUOKH.

«HeynoBneTBOpUTETHHO» -
TEOPETUYECKOE COIep KaHne
Kypca He OCBOEHO, He00X0IMMbIe
yMeHHs He ¢(hOpMUPOBaHBI,
BBITTOJTHEHHBIE YIeOHBIE 3a/TaHUS
cojiepxkaT rpyObie OmnOKH.

DKCIEepTHOE
HaAOJIFOIeHYE 3a
JIEUCTBUSIMHA
o0ydaromerocs B Xoze
BBITIOJTHECHUS
MIPaKTUYECKON pabOTHI.

AHanus pe3yabTaToB
HabIroeHUs 32
JeSITeIbHOCTBIO
00ydaromerocs B Xxoze
BBITIOJTHEHHS
HPaKTHYECKOIH paboTHI.

Ornenka pe3ynbTaToB
BBIMIOJTHEHUS
MPaKTHYECKON paboTHI.

DK3aMeH.
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