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1. OBIIASI XAPAKTEPUCTHUKA PABOYEM ITIPOT'PAMMBI YYEEHOU
JUCHUIIVIMHDBI «KomMnbroTepHast 00padoTka J10KYMEHTOB

1.1. MecTo 1McuMNJIMHBI B CTPYKTYPe OCHOBHOM 00pa30BaTe/IbHOM POrpaMMbI:

VYuebnas nuctuminHa « Kommnprotepaas 00paboTka JOKYMEHTOBY ABISIETCS 00s13aTeIbHON
YacThl0 00IIEeNpOdEeCCHOHATBHOIO IMKJIA 00pa30oBaTeIbHOM MPOrpaMMbl B COOTBETCTBUU C
@I'OC CIIO mo cnemumansHocTH 46.02.01 JIokymMeHTalmoHHOE OOECTIeYeHHE YIPaBICHUS U

APXUBOBCACHUC.

Ocoboe 3HavueHue aucuuIuinHa umeet npu popmupoBannu u pazsutun OK 01, OK 02,

OK 04.

1.2. IIe.m: H INIAHUPYEMBIC PE3YJbTATHI OCBOCHUA TUCHUIIIMHBI:

B pamkax nporpamMmbl yueOHON AUCHUIIIMHBI 00yUYaIOLUMUCS OCBAUBAIOTCS YMEHUS U

3HAHUA
ﬁ(l)?, OK Ymenust 3Hanus
OK 01, BBITIOJTHATH TPEOOBAHUS IO OXpaHe MIPABHII IO OXpaHE TPYJla M TEXHUKE
OK 02, Tpy/ia U TEXHUKE 0€3011aCHOCTH; 0€301acHOCTH;
OK 04, OpPraHM30BBIBATH pabouee MecTO Al | MPaBHII OpraHu3aly pabodyero Mmecra
IIK 1.5 MakcUMaJbHO 3 (HEeKTUBHON pabOTHI; | CEKpeTaps U pyKOBOAUTEINS;

poeCCHOHAIILHO OCYILECTBIISATh
Habop, (hopMaTUpPOBaHKUE, BHIBOJI Ha
revyaTh, COXpaHEHUE TEKCTOBOU U
1 poBoii HPOPMALIUU HA
MIEPCOHATBHOM KOMIIBIOTEPE;
9UTATh, IOHUMATh U HCIIPABIISTH
MIPOEKTHI IOKYMEHTOB, C
HCIOJIb30BaHUEM CIIPAaBOYHO-
MIPABOBBIX CHUCTEM;

IJIAaHUPOBATh pabodee Bpems,
WCIIOJIB3YS TIPEICTABIICHHBIC 33/ TaHMUSI,
MporpaMMHOe o0ecIieueHue u
HCXOHYIO IOKYMEHTAIIHIO,
BBIOMPATh TEXHOJIOTHIO CO3/IaHUS
JIOKYMEHTA.

PYCCKOM U JIATHHCKOHN KJIaBUATYPbI
NIEPCOHATBHOTO KOMITBIOTEPA;
paBwII OPOPMIICHHUS TEKCTOBBIX
JIOKYMEHTOB Ha IePCOHATBHOM
KOMIIBIOTEPE.




2. CTPYKTYPA U COJAEP)KAHUE YYEBHOM U CHUILINHBI

2.1. O0beM y4eOHOM NMCHUIIMHBI H BUAbI YU4eOHOI padoThl

Bun yueOHo# padoThI

Oo0vem ¢ uacax

O061beM 00pa3oBaTeJbHONH MPOrpaMMBbI AU CHIUTITHHBI 98
BT. 4..

TEOPETHUECKOE 00yUeHne 4
IIPAKTUYECKUE 3aHATUS 4
CamocTosTenbHast paboTa 00yJaronerocs 86
IIpome:kyTouHasi aTTecTanusi 4




2.2. TemaTnyeckuii IJIAH U COJePKAHUE YUEOHOM U CHUNIMHBI

O0bem Koabi
aKaJeMH4YeCKHX | KOMIeTeHIH,
HanmenoBanue 4acoB ¢popmupoBanuio
Conep:kanue y4eOHOro MaTepuaa
pa3jiesoB B TOM 4HcJIe B KOTOPBIX
U ()OPMBbI OPraHU3ANUM JAeSATeILHOCTH 00y4al0IIMXCS
U TeM dopme crocoo0cTByeT
NMPaKTHYECKOMH 3JIEMEHT
NOJATOTOBKH NpOrpamMMmbl

Paznen 1 Oprann3anyus KOMINbIOTEPHOI 00pad0TKH JOKYMEHTOB
Tema 1.1 Jlexkuus. OK 01,
CoBpemeHHbIE CoBpeMeHHbIE TEXHUYECKUE CPEACTBA CO3aHMS TEKCTOBBIX JOKYMEHTOB OK 02,
TeXHUYECKHUE Lenu v 3agaun yueOHOM AUCHUILTUHBL. Pollb qUCIMIITHHBL B TPOdecCHOHATBHOM 2 OK 04,
CpelcTBa CO3aHusl | MOAroToBKE crenuanucta. CoBpeMeHHbIE aBTOMATU3HUPOBAHHBIEC CPEJICTBA CO3/IaHUS I[IK 1.5
TEKCTOBBIX TEKCTOBBIX JOKYMEHTOB.
JAOKYMEHTOB CamocrosiTeibHast padoTa 00y4yaoImMXxcst

[TpaBuiia TeXHUKH 0€30MaCHOCTH Y TUTHEHUYECKUE PEKOMEHIALINY TP UCIIOJIb30BAHNUN 4

cpencts KT B npodeccnoHanbHOM 1eITeTbHOCTH.

[Topsimox opranuzamnuu pabodero Mecta u TpyJa orneparopa.
Pazgen 2 OcBoeHue, NpUMEHeHNE U COBEPIIEHCTBOBAHNE HABBIKOB

«CJIENOro» AecATUNAIBIEBOI0 MeTo/1a Hadopa
Tema 2.1 OcBoenue | CamocTosiTeIbHAsI padoTa 00y4YaIOIMXCS
KJIABHATYPbI OcBoeHMe KJIaBUaTypbl IEPCOHATIBLHOTO KOMITbIOTEPA (PYCCKHUM IIpUPT) 4
NEePCOHAJIBHOIO0 Cxema knaBuarypsl. «Crenoin» aecaTumnaibleBblii METO] KJaBUaTypHOro Habopa, ero
KOMIIbIOTEPa BO3MOKHOCTH, PEUMYTIeCTBa U 3P (HEKTUBHOCTS.
(pycckuii mpugr) CamocrosiTesibHasi padoTa 00y4aromuxcst

BykBbI 1 3HaKM TIPEMUHAHUS PYCCKOM KiTaBUATyphl. Mcnonb3oBanue kinasui Shift u 4

Caps Lock.




BerlnosiHeHue yrpa)xHeHUN Ha OCBOEHME TEXHUKH U CKOPOCTU KOMIIBIOTEPHOTO Habopa
TEKCTOBOH MH(OPMAIMK IO OCHOBHOMY PsIly KJIAaBHATYPHI.

CamocrosiTesibHasi padoTa 00y4armmxcs
BrinonHenune ynpaxHeH!i Ha OCBOCHHUE TEXHUKH U CKOPOCTH KOMITbIOTEPHOTO
Habopa tekcToBoil nHpOpMaLIMK 110 OCHOBHOMY M BEPXHEMY psAJlaM KIaBUATYPBHIL.

CamocrtosiTeibHast padoTa 00y4YarOImMXCs
BrimonHenue ynpaxHeHUH Ha OCBOCHHE TEXHUKU M CKOPOCTH KOMITBIOTEPHOTO Habopa
TEKCTOBOM MH(OpPMAIMK IO OCHOBHOMY, BEPXHEMY U HIDKHEMY psAJaM KJIaBUATYPBI.

CamocrosiTe/ibHasi padoTa 00yUaouIuXcst

BeinonHeHue ynpaxHeH! Ha OCBOCHUE TEXHUKH HA00pa TEKCTOBOW U IIU(POBOi
uH(OPMAIIMHU C UCIIOIB30BAHMEM 3HAKOB MPEMUHAHKS B (P YeTBEPTOrO psijia
KJIABHATYPBI.

Tema 2.2 CamocrosiTe/ibHasi padoTa 00yyaouuxcsi

Odopmienue Odopmnenue mudpoBoro Marepuana

uudposoro Ludpsr apadckue. Pumckue uncna. Buasl npobeii. MHOro3HaYHBIE YUCTIA.

MartepuaJia OcBoenue Tabauyvl cumeo106; 3HaKH, yHOTpeOsieMble C HUPpaMu.
Pabora ¢ manensio Cnucox (HyMepOBaHHBIN, MAPKUPOBAHHBIH )
CamocrositenbHas padoTa 00y4aOmmMXcs
VYnorpebnenue yncen apaObCKUX U PUMCKUX B TEKCTOBBIX paboTax. [Tapamerpsl
HYMEpPOBAHHBIX, MAPKUPOBAHHBIX CITUCKOB.

Pa3gen 3 OcHogHvle npaguna popmamuposanus mekcma

Tema 3.1 Jlexknus. TpeGoBaHus K 0hOPMIIEHUIO CTPAHHIIBI

TpeboBanus k Pa6ota ¢ manenbto [TapameTpbl cTpaHUIIBL.

o opMIIeHHIO PaGora ¢ manensto AG3ai. Haznauenne GyHKIMOHATBHBIX KIABUIIICH.

CTPaHHMIBI PaGora ¢ OBICTpBIME KJIaBHILIAMHU.

CamocrosiTeibHast padoTa 00y4yaommMXxcst
VYnorpebienue o01meynoTpeOUTENbHBIX COKPAIIEHUH B TEKCTOBOM JIOKYMEHTE.




Tema 3.2
Odopmienue
3aroJIOBKOB U
M0/J3ar0JI0OBKOB K

CamocTtosiTeibHast padoTa 00y4YarOmMXCs
OdopmiieHne 3aroI0BKOB U 110/[3aT0JIOBKOB K TEKCTY.
[IpaBuia opopMIIEHHS 3ar0JI0BKOB U I10/13ar 0JIOBKOB.

CamocrosiTesibHasi padoTa 00y4armmxcst

TEKCTY OdopmiieHne 3aroI0BKOB U MO/13ar0JIOBKOB K TEKCTY.
Tema 3.3 IIpuémbr | CamocTosiTe/IbHasI padoTa 00y4aromuxcst
Bbl/1eJIeHU S [Tpuémpbl BIICIEHUS OTAEIBHBIX (PParMEHTOB TEKCTA
OTIeJbHBIX OcHoBHBIE BUIBI IPUDTOB.
¢pparmenToB Pabora ¢ manensio [llpughm: noquépkuBaHue, pa3psaka, yIjIoTHEHHE, )KUPHBIA Ipu@T,
TeKcTa NPOTHCHBIE OYKBBI, MAJIbIE TPOMTUCHBIE OYKBBI.
CamocrosiTenbHast padoTa 00y4a0IMXCs
[TpumeHneHre mpuEMOB BbIIEICHHS OTACNIBHBIX ()ParMEHTOB TEKCTOBOTO IOKYMEHTA.
Paznen 4 Odhopmnenue paznuunvix 6u006 MeKcmMoBvlX padom
Tema 4.1 IIpaBuaa | CamocrosiTeibHasi padoTa o0y4aomuxcs
¢dopmaTupoBanus [TpaBuna hopmaTHpOBaHUs OTACTBHBIX PEKBU3UTOB TEKCTA
OTACJIbHBIX [TpaBuna opopmueHust GnOIOrpapuuecKux CBEACHUH, B T.4. JICKTPOHHBIX PECYPCOB.

PE€KBU3UTOB TEKCTA

HpaBI/IJ'Ia O(i)OpMJ'IeHI/ISI CHOCOK / CCBIJIOK Ha MICTOYHHUKH K TCKCTY.

CamocrositenbHas padoTa 00y4aOmmMXcs

[TpaBuia opopmiieHHsI MHOTOYPOBHEBOTO ClMcKa. PyOpukanus Tekcra.

[TpaBuiia opopmiieHHs IpUMEYaHUH, MPUIOKEHUH B TEKCTOBOM JIOKYMEHTE.

[TpaBuiia opopmileHHs MHOTOCTPAHUYHOI'O TEKCTOBOTO JOoKyMeHTa. Hymepanus ctpanuil.
Pabora ¢ pykonuceio. 3Haku KOPPEKTYPHOM MPaBKH.

Ilpakmuueckoe 3ansamue. OpopMmieHre CHOCOK / OMOIuorpaguueckux CChbUIOK Ha
UCTOYHUK B TekcTe. OPopmileHrEe CIUCKA UCTIOIb30BAHHBIX HCTOYHUKOB.

Odopmnenne TutynbpHOro Ircta. OQopmileHre OTIaBICHUs/COACPKAHMUS.

BrlimonHenne MHOTOCTPAaHMYHOTO TEKCTOBOTO IOKYMEHTA ¢ HyMepallie CTpaHwil.

Pa6ora ¢ pykonuceto. OdopmieHne TEKCTOBOTO JOKYMEHTa MOCIE KOPPEKTYPHOM MTPaBKHU.

Pa3znen 5

H3yuenue namunckoii knaguamypul




Tema 5.1 OcBoenue

CamocTtosiTeibHast padoTa 00y4YarOmMXCs

KJIABHATYPbI OcBoeHue KJIaBUATYPbI IEPCOHATTLHOTO KOMITbIOTEpa (JIATHHCKHMA HIPUQT)

NEePCOHAIBHOIO Cxema JTaTUHCKOW KJIaBHATyphl. ByKBBI ¥ 3HAKH NMPENUHAHMS, 0COObIE 3HAKU JTATUHCKON

KOMIIbIOTEpa KJIAaBUATYPBI.

(MaTuHCKUI CamocrosiTesibHasi padoTa 00y4armmxcs

mpugT) Brinonnenue ynpakHeHU Ha OCBOCHHE TEXHUKH U CKOPOCTH KOMIIBIOTEPHOTO Habopa
TEKCTOBOM MH(OpMaLINK [T0 OCHOBHOMY Py KJIaBUATYyphl. BoinonHeHue ynpaxkHeHui Ha
OCBOCHHE TEXHUKHU M CKOPOCTU KOMITBIOTEPHOTO HaOOpa TEKCTOBOM MH(MOpMAIIHU IO
OCHOBHOMY U BEpPXHEMY Py KJIaBUATYPBHI.
CamocrtosiTeibHast padoTa 00y4yaroImMxcs
BerlnoniHeHue ynpakxHeHUN Ha OCBOEHHE TEXHUKH U CKOPOCTU KOMIIbIOTEPHOTO Habopa
TEKCTOBOM MH(OpPMALIUK IO OCHOBHOMY, BEPXHEMY M HIDKHEMY PsiIy KJIaBUATYPBHIL.
Brinonnenue ynpakHeHU Ha OCBOCHHE TEXHUKH Habopa TeKCTOBOM U udpoBoi
uH(}OpPMaIIMU C UCTIONb30BaHUEM LIU(P U 0COOBIX 3HAKOB YETBEPTOTO Psifia KIaBUATYPHI.

Pa3nen 6 Koncmpyuposanue maonuy

Tema 6.1 CamocrosiTe/ibHasi padoTa 00yUyaouuXxcst

dopmaTupoBanune dopmaTHpOBaHUE PEKBU3UTOB TAOJINILIBI

PCKBU3UTOB PekBU3UTHI U CTPYKTYpHOE NOCTPOCHHUE TaOIMIIBI.

TA0 MBI CamocrositenbHas padoTa 00y4aOmmMXcs
KoHcTpyupoBaHue roioBky K TaOlIMLaM: MpocTasi, CI0XKHasi, YCI0XKHEHHAS.
CamocrtosiTeibHast padoTa 00y4yaommMXxcs
KoncTpynpoBanue 60koBuKa K TabIMLaM: TEKCTOBOM (MPOCTOM, YCIOKHEHHBIN),
11 (pOBOH, CMEIIaHHBIH.
[udpossie rpadsl B TabIUIAX.

Paznen 7 Komnvromepnasa o6pabomka 0CHOBHBIX 6U008 OOKYMEHMO8

Tema 7.1 CamocrosiTe/ibHasi padoTa 00yUYauuXcst

Komnblotepubie KomnbroTepHble TEXHOJIOTUH MOJITOTOBKU JOKYMEHTOB

TEXHOJIOTHH PeKkBU3UTHI U CTPYKTYpHOE NMOCTPOCHHE JOKYMEHTA.

AKTyanu3zanus HHQOpMaIH MOCPEICTBOM CIIPABOYHO-TIPABOBON CUCTEMBI.




NOATrOTOBKH Ilpakmuueckoe 3anamue. KomnbrotepHas 00pab0TKa OCHOBHBIX PEKBU3UTOB JIOKYMEHTA.
AOKYMEHTOB KommrotepHast 00paboTka OpraHu3alMOHHON JOKYMEHTAIIHH. 2
KommsrotepHast 00paboTka pacopsSANTEIbHON JOKYMEHTAIIUN
CamocrosiTesibHasi padoTa 00y4armmxcst 5
KomnrerotrepHast 06paboTka HHPOPMAILIHOHHO-CITPABOYHOM JOKYMEHTAIUH.
CamocrosiTesibHasi padoTa 00y4armmxcs
[TonroroBka TeKCTOBOrO TOKyMeHTa. PaboTa ¢ MaKeTOM MHOTOCTPAaHUYHOT'O TIOKYMEHTA C 2
HCIIOJIb30BaHUEM CIPABOYHO-TIPABOBOI CHCTEMBI.
OK3aMeH 4
BCEI'O 98

10



3. YCJOBUS PEAJIM3AIIAN YYEBHOM JUCHUILIAHBI

3.1. Ans peanu3anuu mporpamMMbl y4eOHON JUCHUIUIMHBI JOJDKHBI OBITH PEAYCMOTPEHBI
CIIEIyIOIINE CIICIUAIbHBIC TOMEIICHHUS:

Jlaboparopuu «KommbrorepHoii 00pabOTKH JOKYMEHTOBY, OCHAIIEHHbIE HEOOXOIUMBIM
JUTSL pealTi3aliii IporpaMMbl Y4eOHON JUCIUIIIMHBI 000pYA0BaHUEM, IPUBEAEHHBIM B 11. 6.1.2.2
npuUMepHOM  pabouedd mporpammbl 1o  crenuanbHocTH — 46.02.01 «JlokyMeHTaIlmoOHHOE
oOecrnieueHre yNnpaBIeHUsI U apXUBOBEICHUEN:

Jlaboparopuss KommbroTepHoil 00paOOTKHM JOKYMEHTOB OCHAIACTCS  CIICTYHOIIUM
000pyI0BaHUEM:

[I0CAJIOYHBIMH pa0OYUMHU MECTaMU (B KOMIUIEKTE: KOMIIBIOTEPHBIN CTOJN U MOABEMHO-
MOBOPOTHOE KPECII0) MO KOJIMYECTBY CTYACHTOB,

pabouyrM MeCTOM IMpernoaBaTes,

MOCOOMSMH M MOJEIISAMU, Y4eOHOI T0CKO,

KOHUITOHEPOM;

TEXHUYECKUMHU CPEICTBAMU OOyUEHUS:

KOMIIbIOTepamMu (10 KOJNMYECTBY IOCAIOYHBIX MecT + 1 Ha paboyem croise
IpenoaaBaresis), ¢ BO3MOXKHOCTBIO BbIX0/1a B JIOKAJIbHYIO U IN100aJIbHYIO CETH,

MYJIbTUMEIUIHBIM IPOEKTOPOM,

MHTEPAKTHUBHOHN JIOCKON/9KPaHOM,

CKaHEpPOM, CETEBBIM NMPUHTEPpOM/MDY,

YHUUTOXKUTEIEM Oymaru.

3.2 UudopmaniuonHoe odecriedeHne peaju3alni NporpaMmmal

Jlns peayMzanuu mporpaMmbl  OMOIHMOTEYHBIH (QOHA 00pa30BaTENBHON OpraHU3alUU
JIOJDKEH MMETh TeYaTHbIC W/WJIH 3JICKTPOHHBIE 00pa3oBaTeIbHbIe M MHPOPMAITMOHHBIE PECYPCHI,
JUISL ICTIONTh30BaHUs B 00pazoBarenbHOM mnporiecce. [Ipu hopmupoBannn 6ubauoTedHoro GpoxHaa
00pa30BaTebHON OpraHM3alKell BHIOMPACTCS HE MEHEe OJIHOTO W3JaHUS W3 TEePEUHCICHHBIX
HUKE MEeYaTHBIX M3JaHUM M (WJIM) 3JIEKTPOHHBIX W3/IaHUN B KaueCTBE OCHOBHOIO, MPHU 3TOM
CITUCOK, MOKET OBITh JOTMOJIHEH HOBBIMU M3JaHHUSIMH.

3.2.1 OcHoBHbBIE MEYATHEIE U3AAHUS

JIOKyMeHTOBe/IeHHe: YYeOHMK M NPAaKTUKyM Uil CpPEAHEro NpoQecCHOHaIbLHOrO
obpazoBanus / JI. A. Jloponuna [u np.] ; mox penakuueii JI. A. JlopoHuHON. — 2-€ u3., mepepad.
u gon.— MockBa: WM3marensctBo FOpaiit, 2022. — 309c.— (IlpodeccuonanpHoOe
obpa3zosanue). — ISBN 978-5-534-04330-3.

Kopsnees, U. K. JlokymeHTallMOHHOE OOecrieueHue yNnpaBiIeHUs: YUeOHUK U MPAKTUKYM
s cpenHero  mpodeccuonanbHoro — obpaszoBanmsi/ U. K. Kopuees, A. B. Ilmenko,
B. A. MamypueB. — 2-e u3n., nepepad. u gon. — Mocksa: M3narensctBo IOpaiit, 2022. —
384 c. — (IlpodeccuonanbHoe obpazosanue). — ISBN 978-5-534-05022-6.

Ky3nenos, 1. H. JlokymeHTanmonHoe oOecrieyenue yrpasieHus. JJoKyMeHTO0O0pOT u
JIeTIONPOM3BOACTBO: YYEOHUK M MPAKTUKYM JUIsI CpeIHEero mpodeccHoHalIbHOrO oOpazoBaHus /
W. H. Ky3nenoB. — 3-e uzn., nepepad. u jnon. — MockBa: WznarensctBo IOpaiit, 2022. —
462 c. — (ITpodeccronanproe oopazopanme). — ISBN 978-5-534-04604-5.



UYeptkoBa, E. A. Cratuctuka. ABToMarmzaiusi oOpaboTku uHpopManuu: ydeOHOe
nocobwue it cpenero npodeccnonansHoro oopasosanus / E. A. UepTkoBa. — 2-€ U3I., HCIIP. U
morm. —  MockBa:  HWzmarenbctBo  Opaiit, 2022.— 195c¢.—  (IlpodeccuonansHoe
obpazoBanue). — ISBN 978-5-9916-9342-4.

3.2.2. OcHOBHbIE 3JICKTPOHHBIE U3IaHUS

JIOKyMEeHTOBEIeHHE: YYEOHMK W TIPAKTUKyM Ui CpPEIAHEro TMpodecCHOHATBHOTO
obpazopanus / JI. A. Jloponuna [u np.] ; mox pemakiueit JI. A. JlopoHuHOMH. — 2-€ U311., mepepad.
u gom — MockBa: HW3marenbctBo IOpaiit, 2022. — 309c.— (IIpodeccuonanbroe
obpazoBanue). — ISBN 978-5-534-04330-3. — Tekct: anektponnsld // OOpa3oBareiabHas
iatdopma Opaiit [caiit]. — URL: https://urait.ru/bcode/469701.

Kopuees, U. K. JlokymeHTanmonHoe obecrieueHue yrnpaBieHHs: YIEOHUK U MPAKTUKYM
uist  cpenHero  mpodeccuoHanbHOro — obpasomanusi/  U. K. Kopuee, A. B. [lmenko,
B. A. Mamypues. — 2-e¢ u3f., nepepad. u gomn. — Mocksa : M3marensctBo HOpaiit, 2022. —
384 c.— (Ilpodeccronanmbroe obOpazoanue). — ISBN 978-5-534-05022-6. — Tekcer:
anekTpoHHbd  //  OOpaszoBarenpHas  miatdpopma  HOpaiit  [caiit] —  URL:
https://urait.ru/bcode/472550.

Kysuenos, 1. H. [lokymeHTanmonHoe oOecriedeHue yrpapieHus. JJOKyMeHTO000OpOT u
JICTIONPOM3BOCTBO: YYCOHUK M MPAKTUKYM JUIsl CpeIHEero mpodecCHOoHAIbHOrO oOpa3oBanus /
. H. Ky3nenoB. — 3-¢ m3a., nepepabd. m jom. — MockBa: M3marensctBo FOpaiit, 2022. —
462 c. — (IlpodeccuonansHoe oOpazoBanue). — ISBN 978-5-534-04604-5. — Tekcr:
uieKTpoHHBIH  //  OOpaszoBarenpHas  mwatdpopma  HOpait  [caiit]. —  URL:
https://urait.ru/bcode/470020.

YeptkoBa, E. A. Crarucruka. Apromarusanust o0Opabotku wuHpopMaruu: ydeOHOE
nocobue It cpeaHero npodeccuoHabHoro oopazoanus / E. A. UepTkoBa. — 2-¢ U3 ., UCHIp. U
mon. —  MockBa:  MsmarensctBo  FOpaiit, 2022.— 195c¢.—  (IIpodeccuonanpHoe
oOpaszoBanue). — ISBN 978-5-9916-9342-4. — Tekcr: snexTpoHHbI // OOpa3oBarenbHas
iatdopma Opaiit [caiit]. — URL: https://urait.ru/bcode/471306.

3.2.3. JlonoJiHUTEIbHbI€ HCTOYHUKM:

1.TOCT P 2.106-2019. HammonaneHeiii cranmapt Poccuiickoit ®@eneparun. Enunas
cucreMa kKoHcTpykTopckor aokymeHTanuu (ECKJI). TexcroBeie mokymMeHTHI (YTB. U BBEIEH B
neiicrue [Ipukaszom denepanbHOro areHTCTBA MO0 TEXHUUECKOMY PETYJIMPOBAHUIO M METPOJIOTHU
(Poccranmapt) ot 29.04.2019 Ne 176-cT).

2. TOCT P 7.0.97-2016. Hamuonansubsiii ctanaapt Poccuiickoit denepanuu. Cucrema
CTaHJapTOB 1O uH(popMmanuu, OuOIMOTEYHOMY U  u3gareiabckomy jgeny (CHUBU).
Opraan3anroHHO-paCTIOpAIUTEIbHAS TOKyMeHTanus. TpedoBaHus K 0(hOPMIICHUIO TOKYMEHTOB
(yrB. Ilpukazom PenepaiabHOrO areHTCTBA MO TEXHUYECKOMY PETryJIHPOBAHUIO M METPOJIOTUH
(Poccranmapt) ot 08.12.2016 Ne 2004-cT).

3. TOCT 7.32-2017. MexrocynapcTBeHHBI cTraHmapT. CHcTemMa CTaHIApTOB IO
uHpopmanuu, OubmuoreuHomy u wu3natensckomy aeny (CHUBUJ). Ortuér o HayuHo-
uccnenoBarenabckoi padore (Otuér o HUP). Ctpykrypa u mpaBuia odopmiieHUs (BBeIEH B
neiicrue [Ipukaszom denepanbHOr0 areHTCTBA MO0 TEXHUUECKOMY PETYIHMPOBAHUIO K METPOJIOTHU
(Poccranmapt) ot 24.10.2017 Ne 1494-ct) (c [TonpaBkamu).

4. O6pasosarenbHas wiathopma KOpaiir https://urait.ru


https://urait.ru/

4. KOHTPO.JIb U OLIEHKA PE3YJIbTATOB OCBOEHMSI
YYEBHO JUCHMUILINHBI

Peszynomamul 00yuenus

| Kpumepuu oyenxu

| Memoowt oyenku

Hepeqeﬂb 3HaHHﬁ, 0CBAMBACMbIX B paMKax JTUCHHUIIJIHHBI

IIpaBWJI II0 OXpaHe Tpya u
TEeXHHUKE 0€30M1acCHOCTH;
IIpaBWJ1 OpraHu3aluu
paboyero mecra ceKperaps u
PYKOBOJUTEIS;

PYCCKOM M JIATUHCKOM
KJIAaBUATYphbl IEPCOHATBHOIO
KOMIIBIOTEPA;

npaBui 0(OpMIICHUS
TEKCTOBBIX JOKYMEHTOB Ha
MIEPCOHAIBHOM KOMIIBIOTEPE.

«OTIMYHO» - TEOPETUUECKOE
coJiep;KaHue Kypca OCBOCHO
MOJIHOCTBIO, 0€3 MPOOEIIoB,
yMeHHS cPOPMUPOBAHBI, BCE
PelyCMOTPEHHBIE POTPaAMMOI
yueOHbIE 3a]JaHUS BBIIIOJHEHBI,
KaueCTBO WX BBITOJIHEHUS
OILICHEHO BBICOKO.

«XOopo1Io» - TEOPETUYECKOE
coJiep;KaHue Kypca OCBOCHO
MOJIHOCTHI0, 0€3 MpoOeIioB,
HEKOTOPbIE YMEHHUS
c(hopMUpPOBaHBI HEJJOCTATOYHO,
BCE IPEyCMOTPEHHBIE
porpamMmoil yueOHbI€ 3aJaHus
BBITIOJTHEHBI, HEKOTOPBHIE BU/IbI
3aJIaHUH BBIMIOJIHEHBI C
ommOKamu.

«Y 10BIETBOPUTEIILHOY -
TEOPETUYECKOE COJIepKaHne
Kypca OCBOCHO YaCTUYHO, HO
pOOEIbI HE HOCST
CYIIECTBEHHOTO XapaKTepa,
HE0OX0IUMbIe YMEHHUS PabOThI C
OCBOCHHBIM MaTEPHAJIOM B
OCHOBHOM C()OPMHUPOBAHBI,
OOJBITUHCTBO
MPelyCMOTPEHHBIX IPOTPAMMOIt
00yueHus1 y4eOHBIX 3aTaHUI
BBITIOJTHEHO, HEKOTOPBIE U3
BBITIOJTHCHHBIX 3a/IaHUN
COJIepIKaT OLIUOKH.
«HeynoBneTBOpUTENBLHOY -
TEOPETUUECKOE COJIep:KaHne
Kypca He OCBOEHO,
HEO0OXOIUMBIC YMEHHUSI HE
c(hOpMHUPOBAHKI, BHITTOJIHEHHBIC
y4eOHBIE 3aJJaHUs COJIEPKaT
rpyObIe OITMOKH.

AHanu3 pe3yJabTaToB
TECTOBBIX 3aJaHUU.
DKcrnepTHOE Ha0III0IeHne
U OLICHKA 3a JICUCTBUAMU
oOyyJaronuxcs Ha
MPAKTUYECKUX 3aHATHUSX.
Tekymuii KOHTPOJIb
IIPUMEHEHHUs] 3HAaHUU B
XO/1€ BBIIIOJIHEHUS
IIPAaKTUYECKUX 3aJIaHHUM.
DK3aMeH.

Ilepeyenb yMeHMi, OCBauBae

MbBIX B paMKaX TUCHUIIJIUHBI

BBITIOJTHATE TPEOOBAHHUS 110
OXpaHe TpyJa U TEXHUKE
0E30ITacHOCTH;
OpraHHU30BBIBATH pabouee
MECTO TSI MAKCHMAJTLHO

7 heKTUBHON PadOTHI;

«OTIMYHOY - TEOPETHUECKOE
coJiepKaHue Kypca OCBOCHO
MOJTHOCTHI0, 0€3 MpoOeIioB,
yMeHHS cPOPMUPOBAHBI, BCE
MPEyCMOTPEHHBIE TPOTPAMMO
y4eOHBIC 33a]JaHUS BBITIOJIHEHBI,

DKcrepTHOE HAOIII0IeHHE
3a TeUCTBUSIMU
oOyuJarorerocst B Xoze
BBITIOJTHEHUS
MIPAKTUYECKON PabOTHI.




npo¢eCcCHOHATBLHO
OCYIIECTBJISATH HA0OP,
(dbopmaTupoBaHue, BEIBOJ] HA
neyarb, COXpaHEHHE
TEKCTOBOU U 1M (PpOBOI
nH(popMaIuu Ha
MEPCOHATBHOM KOMITBIOTEPE;
YUTaTh, IOHUMATh U
UCTIPABIIATH IPOCKTHI
JTOKYMEHTOB, C
MCTIOJIb30BAHUEM CITPABOYHO-
IIPABOBBIX CHUCTEM;
IUTAHUPOBATH pabodee Bpems,
UCTIOJIB3YSI IPEACTaBICHHBIC
3aJJaHusL, IPOTPAMMHOE
obecrieueHrne 1 UCXOJHYIO
JTOKYMEHTAIHIO;

BBIOMPATH TEXHOJIOTHIO
CO3/1aHUS IOKYMEHTA.

Ka4eCTBO UX BBITIOJIHEHUS
OLIEHEHO BBICOKO.

«XOopo1Io» - TEOPETHYECKOE
coJiepKaHue Kypca OCBOEHO
MOJIHOCTBIO, 0€3 MPOOEIIoB,
HEKOTOpbIE YMEHUS
c(hOpMHUPOBAHBI HEIOCTATOYHO,
BCE MPElyCMOTPEHHbIE
porpamMmoil yueOHbIe 3aaHus
BBINOJIHEHBI, HEKOTOPbIE BU/IbI
3aJ1aHUI BBINOJHEHBI C
omrOKaMu.

«Y IOBIIETBOPUTEIILHOY -
TEOPETUYECKOE COACPIKAHNE
Kypca OCBOCHO YaCTUYHO, HO
po0esbl He HOCAT
CYILIECTBEHHOTO XapakTepa,
HE00X0IMMBbIE YMEHHSI paboTHI ¢
OCBOCHHBIM MaTepHAJIOM B
OCHOBHOM C()OPMHUPOBAHBI,
OOJIBIIMHCTBO
IPEIYyCMOTPEHHBIX IPOTPaMMONn
0o0y4eHus y4eOHBIX 3aJaHHi
BBINTOJIHEHO, HEKOTOPBIE U3
BBINOJIHEHHBIX 3aJJaHUN
COJIEpKaT OIIMOKH.
«HeynoBneTBOpUTETLHO» -
TEOPETUYECKOE COAEePIKaHNE
Kypca He OCBOCHO,
HE0OXO0IUMbIE YMEHHUSI HE
c(OpMHPOBAHBI, BBIOJIHEHHbIE
yueOHBbI€ 3aJIJaHUs COJIEPKaT
rpyOble OLIHOKH.

AHanus pe3yabTaToB
HaOJIFOeHU 3a
JESTEIbHOCTBIO
o0yyaroIerocs B xoze
BBITTOJIHEHUS
PaKTUYECKOH paboThI.
OrueHka pe3yJibTaToB
BBIITOJIHEHUS
MIPaKTUYECKON pabOTBHI.
DK3aMeH.




5.JIucT u3MeHeHuii M 10NOJIHEHUI, BHECEHHBIX B pa00o4ylo nporpaMmy
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