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1. MACIIOPT PABOYEM ITPOT'PAMMBI TUCIUILIAHBI
OI1.05 TH®OPMAIIMOHHBIE U KOMMYHUKAIIMOHHBIE TEXHOJIOI'NMHU

1.1. O6aacTh npUMeHeHHs MPOrPaMMbl

Pabouas mporpamMma JUCHMIUIMHBI SBISETCS YacTbIO OCHOBHOW MPOQeCCHOHATHHOMN
obpasoBarenbHOl Tiporpammbl B cooTBeTcTBUM ¢ PI'OC mo crnenmanbHoctH 46.02.01
JlokyMeHTaImoHHOE 00eCTIeYeHNE YIIPABICHHUS U apXUBOBE/ICHUE.

PaGouas mporpamMma AMCHUIIMHBI MOXET ObITh HCIOJIb30BaHA B JOMOJHUTEIHLHOM
npodeccHoHalbHOM ~ 00pa3oBaHuM (B IporpaMMax IMOBBIIICHUS  KBATU(PUKAIUU |
NEPenoAroTOBKH) W  MpOo(eCCHOHATBbHONW IOATOTOBKE IO HAMpPaBICHHUAM IOATOTOBKH,
crenuanbHOCTsIM U pabounm npodeccusm CIIO, BXOASMIMUM B COCTaB YKPYIMHEHHOW TPYIIIBI
46.00.00 McTopus 1 apxeosorus.

PaGouass mporpamma JIUCHUIUIMHBI MOXET OBITh aJalTUpPOBaHa MJisi OOyuYeHUs
MHBAJINJIOB U JIUL C OTPaHUYEHHBIMU BO3MOKHOCTSIMH 3/10POBbSL.

1.2. MecTo0 ICHUIIIMHBI B CTPYKTYPe OCHOBHOI 00pa3oBaTe/IbHOM IPOrpaMMBbl:

Hucuunnuza «WHpopMalvoHHble ¥ KOMMYHUKALIMOHHBIE TEXHOJIOTUN» SIBISIETCA
00s3aTeNnbHOM YacThi0 001IenpOo(hecCHOHATBFHOTO IUKIAa 00pa3oBaTeNbHOW MPOTrpamMMmbl B
coorBercTBUM ¢ ®I'OC CIIO mno cnemmansrocTn 46.02.01 JlokymeHTanmonHoe oOecrieyeHne
yIOpaBleHUs U apXUBOBEICHUE.

Ocoboe 3HaueHHe OUCHUIUIMHA UMEET Npu (OPMHUPOBAHUU M PA3BUTHH KOMIICTCHIUHA
OKO01,0K 02, TIK 1.1, TIK 1.3, [IK 1.4, IIK 1.6, TTK 1.7.

1.3. Heap u niiaHupyemMblie pe3yJbTaThbl 0CBOCHHS AN CUMIIJIMHBI:

1.3.1. Heap AUCHUNIMHBI

Len pmucoumiauHbl 3akitodyaercss B (QOPMUPOBAHMM Yy OOYYAIOLIMXCS  YMEHHH
OCYHIECTBIISITh TIOMCK M HCIOJIb30BaHHE WHGOpMauu, HEoOXoaumol nans 3PQPEeKTUBHOTO
BBINOJIHEHHS ITPO(ECCHOHATIBHBIX 3a/1a4, TPOPECCHOHATBHOTO U TMYHOCTHOTO PAa3BUTHSI.

JucuuniuHa TOpeaycMaTpuBaeT U3Y4YeHHE KOMILIEKCAa BOMPOCOB  TaKUX  Kak,
dbopMupoBaHue y 00ydarouXcsl PeICTaBICHUHI 0 POy HHPOPMAILIMOHHO- KOMMYHHMKAI[HOHHBIX
texroioruit (MKT) B JOY u apxuBOBeACHHUU, TMOHHMMAHHE OCHOB IIPABOBHIX AaCIEKTOB
MCIIOJIb30BaHUsl KOMIIBIOTEPHBIX MTPOrpaMM U paboTsl B IHTEpHETE.

1.3.2. Ilnanupyembie pe3yJbTAThl 0CBOCHUS AU CHUILTHHBI

B pamkax mporpaMMbl JUCHHMIUIMHBI  OOYYaIONIMMHCS  OCBAMBAIOTCS  yMEHUS
Y 3HAHMS:
Kon
Ymenus 3HanusA
MK, OK
OK 01 pacrno3HaBaTh 3a/1a4y W/ UIu aKTyaJIbHbII

Br16upats crioco0Ob!
pereHus 3a1aq
npodecCUOHAILHON
JeSITeIbHOCTH
NPUMEHHUTEIBHO K
Pa3INnYHBIM
KOHTEKCTaM

npobyeMy B IpoeccCHoHaTbEHOM
W/WI COITUAIBHOM KOHTEKCTE;
aHAJIM3UPOBATh 33/1a4y U/UIU
po6eMy U BBLICTATH €€ COCTaBHbIE
4acTH;

OTIpeIeNIATh ATAIbl PELICHUS 3a1auH;
BBISBJIATH U 9()(PEKTUBHO UCKATH
nH(pOpMaINI0, HEOOXOTUMYIO JTsI
pelIeHns 3a/1auM U/ Ui npoOJIeMbl;
COCTABIISATH IJIaH JI€HCTBHUS;
OTIpeNIeNIATh HEOOXOIMMbIE PECYPCHI;

po¢eCCUOHAIBHBIN U
COITMAJIbHBIN KOHTEKCT, B
KOTOPOM MPUXOJIUTCS
paboTaTh U KUTH,
OCHOBHbBIE€ HCTOYHHUKHU
MH(OPMALIUU U PECyPCHI
JUTSL pellieHus 3a1a4 U
npobiem B
npo¢eCCUOHATBHOM W/HITH
COIIMATbHOM KOHTEKCTE;




BJIJICTh aKTyaJIbHBIMU METOJIaMH
paboTsI B TpohecCHOHATEHOM U
CMEXHBIX chepax;

pealIn30BbIBaTh COCTABICHHBIN TUIAH;
OLICHUBATh PE3YJIbTAT U MOCIEICTBUS
CBOMX JEUCTBUMN (CAaMOCTOSITEILHO
WJTU C TIOMOIIBIO HACTABHUKA).

QJITOPUTMBI BBITIOJTHCHUS
pabot B
npodeccrnoHabHOMN
CMEKHBIX 00JIACTSIX;
METOIbI PaOOTHI B
po(heCCUOHATILHOM 1
CMEXHBIX cepax;
CTPYKTYpY ILIaHA IS
peleHs 3a/1a4;

HOPSTIOK OICHKH
PE3YJIBTATOB PEIICHHS
3aJ1a4 MpodeccuoHaIbHON

OK 02
Hcnonp3oBathb
COBPEMEHHBIE
CpEICTBA MIOUCKA,
aHaJIM3a U
MHTEpIIpETAlUU
uH(pOpMaluu U
MH(pOpMallMOHHbIE
TEXHOJIOTUH JIJIs
BBITIOJTHEHMSI 3a/1a4

NESTCIIBHOCTH.
OTIPENIENIATh 3a7a4M [Tl TOUCKA HHOMEHKJIaTypa
nHpopManu, uH(}OpMaAITMOHHBIX
OTIPENeNIATh HEOOXOIUMbIE UCTOYHUKOB,

WMCTOYHUKH WH(OPMALINY;
IUTAHUPOBATH MPOIIECC TTOMCKA;
CTPYKTYpUPOBATH MOJIy4aeMyIO
nHpopMaIuo;

BBIJICIISITH HAaOOJIee 3HAYMMOE B
nepeyHe HHpopMaIuy;

OIICHUBATH MTPAKTUICCKYIO
3HAYUMOCTD PE3yJIbTATOB IMOUCKA;

o opMIIATH pe3yNbTaThl TOKUCKA,
MIPUMEHSITh CPE/ICTBA
MH()OPMALIMOHHBIX TEXHOJIOTHH IS
penreHus mpodeccHoOHABHBIX 33/1a4;

PUMEHSIEMBIX B
pohecCUOHATLHOM
JeSITeTbHOCTH;

IPHEMBI
CTPYKTYPHPOBaHUS
uHdopmanuu;

dbopmat opopmieHuUs
Pe3yIbTaTOB ITOMCKA
nHpopmanuu,
COBpPEMEHHBIE CPE/ICTBA U
YCTpOMCTBA
uH(pOpMaTU3ALINN;

nMpodeccroHaNbHOH UCIIOJIb30BaTh COBPEMEHHOE TIOPSIZIOK X TIPUMEHEHUS 1

ACATCIIBHOCTH IPOrpaMMHOE ObecTieYeHue; NpOrpamMMHOC
HCIIO/Ib30BaTh pasnyHble LuQpopble | 0OCCTICUCHHE B
CpECTBA IS PEIIEHUS npodeccHoHanbHOMH
MPO(ECCHOHATBHBIX 3a/(aH. JEATENLHOCTH B TOM YHCIIE

C UCIIOJIb30BAaHUEM
U(PPOBBIX CPEICTB.

K 1.1. HOPMAaTHUBHBIE ITPABOBBIE
HCIIONIB30BaTh CPE/ICTBA o

OcCyIecTBIATh akTel Poccuiickoit

" WH(POPMAITMOHHBIX U
npuémM-nepenady . ®enepannu B chepe
9 KOMMYHHUKAIAOHHBIX TEXHOJIOTHIA

yIIPaBJIEHYECKON UHPOPMAIMOHHBIX U
JUTSE TIOJTYYEHUS U TIepeiavn

UHpOpMAIH KOMMYHHUKAIHOHHBIX
nHpopmanuu, ..

C TIOMOIIIBIO CPEJICTB TEXHOJIOTHI;
BECTH U UCTIOJIH30BaTh B paboTe 0azy

UH(POPMAITHOHHBIX TpeGOBaHUsI OXPaHbI TPY/IA.

u

KOHTAKTOB OpraHU3alluH;




KOMMYHUKAIMOHHBIX
TEXHOJIOTUU

yCTaHABJIMBATh U MOJIJICPKUBATH
KOMMYHHKAITUH B IPOIIECCe
JIeTTIOBOTO OOIIEHHS C TOMOIIBIO
CpeacTB MHPOPMAITMOHHBIX U
KOMMYHUKAIIHOHHBIX TEXHOJIOTHIA;
obecrieunBaTh HHGOPMAITIOHHYIO
0€301MacCHOCTb JESITeIbHOCTH
OpraHH3aIlHH.

IK 1.3.

[TpuHuMatp yuactue
B IUIaHUPOBAHHUHU
pabouero BpeMeHH
PYKOBOTUTEIIS

Y TUTAaHUPOBATh
pabouuii 1eHb

BBIOMPATh ()OPMBI TUIAHUPOBAHUS U
0(OpMIISTH TITAHUPOBIINK
(opranaiizep) pyKOBOIUTEIS U
ceKkperaps;

obecrieunBaTh HHPOPMALTMOHHYIO
0€30MacCHOCTb JIEATEIbHOCTH
OpraHu3aIuy;

HOpPMaTHBHBIE [TPABOBbBIE
akTbl Pocculickoi
®denepanuu B cepe
uH()OpMaITMOHHOM
0€e30I1acHOCTH,

TpeOOBaHMS OXpaHbl TPY/Ia.

CeKpeTaps MIPUMEHSTH B paboTe cpeacTBa

MH(OPMALIMOHHBIX U

KOMMYHHKAITMOHHBIX TEXHOJIOTUM.
[IK 1.4. OCYIIECTBIISITH TPEBEI-TMIOJACPKKY UHTEPHET-PECyPChI IS
Ocy1iecTBIsTh JIEJIOBBIX TIOE3/0K; OCYIIECTBIICHUS TPEBE-

MIOATOTOBKY JEJIOBBIX
MIOE310K
PYKOBOIUTEIS U
JIPYTUX COTPYIHHUKOB

UCIIOJIB30BATh CPECTBA
MH(POPMAIIMOHHBIX U
KOMMYHUKAIIHOHHBIX TEXHOJIOTHIA

JUIA oOecreyeHus B3aHMOJCHCTBUS C

MOJICPIKKU JIEIOBBIX
MOE€3/10K;
TpeOOBaHMS OXpaHbl TPY/Ia.

OpraHu3aIH PYKOBOJIUTEIIEM BO BPEMS €T0

JEJI0BOY MOE3/IKH.
1K 1.6. OCYIIECTBIATH cOOp, 00paboTKy METO]1bl 00pabOTKH U
OcymiecTBiATh nH(pOpMaIUU, CUCTEMATU3ALIUIO 3alIUThI HH(OPMALIHUH C
paboty II0JIy4aeMBIX U IIepelaBacMbIX IIPUMEHEHHUEM CPELICTB

10 TIOJITOTOBKE
U TIPOBEJICHHIO
KOH(PEPEHTHBIX
MEPOIPHUATHH,
obecrieunBaTh
UH(POPMALIMOHHOE
B3aUMO/IeiiCTBHE
PYKOBOJIUTEIIS

C To/Ipa3AeICHUSIMA
U JTIOJDKHOCTHBIMH
JIMIIaMU OpTaHU3aIAN

JAHHBIX;
MPUMEHSTHh HH()OPMALIMOHHO-
KOMMYHHKAIMOHHBIE TEXHOJIOTUH.

WH(POPMAITMOHHBIX U
KOMMYHHKAITMOHHBIX
TEXHOJIOTHIA;

TpeOOBaHUs OXpaHbI TPYIa.

IK 1.7.
OdopmsaTs

MPUMEHSTHh HH()OPMALIMOHHO-
KOMMYHHKAIIMOHHBIE TEXHOJIOTHH;

COBpEMEHHBIE
nH(pOpMaLIMOHHBIE U




OpTraHU3aIMOHHO-
pacropsiiuTeIbHbIC
JIOKYMEHTBI

Y OPTaHU30BHIBATH
paboTy C HUMH,

B TOM YHCIIC

C HCITOJIb30BaHHEM
ABTOMATH3MUPOBAHHBIX

CHUCTEM

CKaHMPOBATh, KOUPOBATH U
KOHBCPTUPOBATH JOKYMCHTEI B
pa3nuyHbIe POPMATHL.

KOMMYHHKAIITMOHHLIC
TEXHOJIOTHH,
pUMeHsieMbIe B paboTe ¢
JOKYMEHTaMH;

TpeOOBaHHMsI OXPaHBbI TPYa.

2. CTPYKTYPA U COAEPKAHUE JUCIHUIIJIMHDbI

2.1. O0beM y4eOHOI TMCHUILIMHBI U BU/AbI Y4eOHOH padoThl

Bup yuyeoHoii padoTbl O0BbeM yacoB

MakcumasnbHas yueOHasi Harpy3ka (Bcero) 72
B T.4. B JopMe MPaKTUUECKON MOATOTOBKH 60
Oos3aTesibHAsi Ay IUTOPHAN Y4eOHAs1 Harpy3Ka (Bcero) 64
B TOM YHUCIIE:

JEKIAN 4

NPaKTUYECKHUE 3aHATHS 60
CamocTosiTesibHasi padoTa 00y4yaromerocs 8

[TpomexyTouHas aTTectanus B popme 3auera




2.2. TeMaTHYeCKHH IJIAH U COAEPKAHME JUCHUILTUHBI

Conep:xaHue y4eGHOTo MaTepualia (0CHOBHOE U Po(decCHOHATBHO-

HaumMeHnoBanue . ®opMupyembie
OPHEHTHPOBAHHOE), JIA00PATOPHbIE H MPAKTHYEeCKHe 3aHATHS, IPUKJIATHOH MOAYJIb O0beM yacoB
pa3aejioB U TEM KOMIIETEHIITUH
(npu HATTMYMH)
Paznen 1. ABTOMATHU3ALIUA NHOOPMALIMOHHBIX MPOLECCOB. KOMIIBIOTEP 0/4 OK 01, OK 02
Tema 1.1. IIpakTuyeckue 3ausaTus (MPodeccHOHATIBLHO-OPUEHTHPOBAHHOE CO/IEPKAHIE)
YerpoiicTBo n KommnbroTep kak cpeicTBO aBTOMATH3AIMH WH(POPMAIIMOHHBIX IPOIIECCOB
NPUHIAINBI PAa00THI - 2
@OyHKIMOHAIbHbBIE YCTPONHCTBA KOMIIBIOTEPA
KOMIIbIOTEpa
[Tpuémsr paboTel B ctangapTHBIX porpammax OC: rpadudeckoM 1 TEKCTOBOM
penakropax
Tema 1.2. IMpakTuyeckue 3ausaTUs (MPOPecCHOHATBLHO-OPUEHTHPOBAHHOE CO/IEPKAHUE)
IIporpammnoe OCHOBHBIE IOHATHS IPOTPAMMHOTO O0ECIIEYCHUsT KOMIThIOTEPA
ol0ecrieyeHue " "
. OnepannonHbie cucTeMbl. VX Bubl U rpadudeckuii unrepdeiic
KoMIIbIOTEepa. DailioBas )
cHCTeMa XpaHeHust daiinosas cucrema. Oneparuu Haj daitinamu
HH(pOpMaH Cuctemaru3zanus HH(GOpPMAIMK C TTOMOUIBIO MAIoK U (aiioB.
Pabota ¢ ¢aitnamu 1 katanoramu
Pab6ota B ctanpapTHbIX porpammax OC: TekcToBble, rpaduuecKue.
PA3AEJI 2. TIPUKJIIAJJHOE U CUCTEMHOE ITPOTPAMMHOE OBECIIEYEHHE 30/30 OK 01, OK 02,
Tema 2.1. IIpakTHyeckne 3aHATHA (PO ecCHOHAIBHO-OPHEHTHPOBAHHOE COePIKAHHE) HK 1.1, IIK 1.7
Cpencra u TeXHOIOTMH | Hacrpoiika nuTepdeiica TEeKCTOBOrO PeIaKkTOpa, MapaMeTpOB CTPAHHUIIbL.
co31aHus 1 00padoTKH
. OdopmieHre MHOTOCTPaHUYHBIX IOKYMEHTOB
TEeKCTOBOH HH(OpMALHU 14

Hacrpoiika untepdeiica TeKCTOBOro peakTopa.
Hacrpolika napameTpoB CTpaHULIBIL.

HaCTpOﬁKa PCKUMOB II€YATU TCKCTOBOI'O JOKYMCHTA. PaGora ¢ MMPUHTCPOM.




[Tpuémsl penaktupoBanus Tekcra. [Iposepka opdporpaduu TekcTa B TEKCTOBOM
penakTope.

dopmaTtupoBaHe TOKyMEHTOB B TEKCTOBOM penaktope. Mi3MeHeHue cBoilcTB
CHUMBOJIOB, TApaMETPOB ab3a1ieB U cTpaHuibl. [leyaTs JOKyMeHTa.

dopmaTtupoBaHe TOKyMEHTOB B TEKCTOBOM penaktope. Mi3MeHeHre napaMeTpoB
ab3areB. YcraHoBka no3unuii Tadymnsiuu. Pabota co cnuckamu.

BcraBka rpadgudeckoro n3o0pakxeHus B TEKCT, U3MEHEHHUE €T0 TIOJIOKCHUS Ha
cTpanuile. TexXHOIOTHs BCTABKU B JOKYMEHT 00BbeKkTa SmartArt.

BcTaBka CHOCOK B TEKCT AOKYMCHTA B TCKCTOBOM PCAAKTOPC.

OcHoBHbIe TPUEMBI paboTHhI ¢ Tabmuamu. Konrekcrabie BKIaaku KoHcTpykTOp 1
Makert i paboThl ¢ TAOIHULAMH B TEKCTOBOM pEIaKTOpe

Paznuunbie mpuémbl paboTHI ¢ TAOIUIIAMU B TEKCTOBOM penaktope. CopTUpOBKa
JaHHBIX B Tabnuile. Borancienus B Tabnunax

PazOuenne TekcTa Ha KOJIOHKU B TEKCTOBOM PEIAaKTOPE.

CDOpMaTI/IpOBaHI/Ie MHOT'OCTPAHUYHOT'O JOKYMCEHTA B TCKCTOBOM PEAAKTOPC

Pabora co cTrismu. CO3,Z[8.HI/IG ABTOMAaTHU4YCCKOI'O OIJIaBJICHUSA B
MHOT'OCTPAHUYIHOM HJOKYMCHTEC B TCKCTOBOM PEAAKTOPC

Tema 2.2.

CpeacrBa

U TEXHOJIOTHUH PadoThI
€ YJIEKTPOHHBIMH
TAa0AMIAMHU

IpakTuyeckue 3ansiTus (MpogeccnoOHATLHO-OPHEHTHPOBAHHOE COAePKaHNe)

Co3nanue TabnuI B TAOJUYHOM peslakTope U uX hopmaTupoBaHue. THIIBI TaHHBIX,
UCMOJIb3YEMBIX B TAOJIMYHOM peJaKkTope

BrimonHenue pacy€TroB B 3JeKTPOHHBIX Tabnuuax. ®opmyiel. AGComOTHAS U
OTHOCHTEJIbHAS aJipecanys

CDYHKI_[I/II/I, HCIOJIb3YCMBIC B Ta0JIUYHOM peaaKkTope. Pabora co crimckamu.

Coznmanne u popmaTupoBaHHUE dIIEKTPOHHBIX Ta0HIl. THIIBI TaHHBIX,
HCIIOJIB3YEMBIX B TAOJMYHOM PEIAKTOPE.

14




BrimonHenne pacu€ToB B AIEKTPOHHBIX Tabauiax. ®opmysel. AOCOMIOTHAS U
OTHOCHTEJIbHAS aJipecalius

OyHKIHH, UCTIOJIB3yEMbIE B TAOIUYHOM PEIaKTOpe

[locTpoeHue u pefakTHpOBaHUE AUATrPaAMM

Hactpolika 1ucTOB KHUTY HA 11€YaTh.

Tema 2.3.

Texunogorus OLE.
Co3znanue OLE-
00LEeKTOB

Conep:xanue yueOHOro MaTepuaJia

CrnenuanbpHast BCTaBKa ()parMeHTa JOKyMEHTa B APYTroi JOKYMEHT

BcraBka cBsi3aHHBIX OOBEKTOB B JAOKYMCHT

BcraBka gparmenta ¢aiina TabauMuHOTO peaKkTopa B JIOKYMEHT TEKCTOBOTO
pelaKTopa ¢ yCTaHOBKOM CBSI3U

IpakTnyeckue 3aHaTHS (MPOeCcCHOHATBLHO-OPHEHTHPOBAHHOE CO/IEPIKAHNE)

COSI[aHI/IC TEKCTOBOT'O JOKYMCHTA B ITPUTIOKCHUN-KIIMCHT U BCTABKa OLE-
00BEKTOB U3 IMPUIOKCHUA CCPBEPaA

Co3zanue crpaBoK ¥ HHPOPMAIIMOHHO-aHATUTHYECKUX 0030POB B MPHIIOKCHUH-
knueHT 1 BctaBka OLE-00BeKTOB U3 MpUIIOKEHUS cepBepa

CO3I[aHI/Ie CIIpaBOK U I/IH(I)OpMaI_II/IOHHO'aHaJ'II/ITI/I‘leCKI/IX O630pOB B ITPHUJIOKCHUU -
KIIMCHT U BCTaBKa CHapKHaﬁHOB U3 MPUIIOKCHUA CCPBEpa

Tema 2.4.

Paszpaborka n
CONPOBOK/ACHHE
HH(OpPMaLIMOHHBIX 0a3
JAHHBbIX

Conep:xanue yueOHOro MaTepuaJia

ITonsarue B/ u CYB/L. 3arpy3ka, untepgeiic CYB/]. Tabnuunas crpykrypa B/I.
ITons, 3anucu. Tunel naHHbIX. [IoHATHE KIIFOYEBOTO MO

®opwmsl, 3ampocs! 1 0TuéThl B CYB/I, X Ha3HaueHHe U CocoObl CO3JaHMS.
Co3naHue cBsI3U MeX1y TabJIUIaMU C IIOMOIIbIO MacTepa IMOACTaHOBOK

IMpakTuyeckue 3ansiTus (MpogeccnoOHATbHO-OPHEHTHPOBAHHOE COAeP:KaHNe)

Coznmanne tabmaui B CYB/I. YcranoBka CBOMCTB MOJIEH U CBS3EH MEXTY
TabauamMu. BBos 1 mpocMOTp TaHHBIX B pexxuMe « Tabmutiay




®dopwmsl, 3anpockl 1 oTuéThl B CYB/I, nXx Ha3HaueHHE U CIIOCOOBI
co3nanus. CozmaHue CBsI3U MEX]y TaOIHMIIAMU C TIOMOIIBIO MacTepa MoACTaHOBOK

Coznanme B/l ¢ ucronszoBanuem ¢gopm, 3ampocoB u oT4éToB B CYB/I.

PA3JIEJI 3. CPEJCTBA NEPEJAYMU SJIEKTPOHHBIX JOKYMEHTOB U OBECIIEYEHUE UX 43 OK 01, OK 02,
COXPAHHOCTH MK 1.1.TIK 1.6
Tema 3.1. Coaeprxanue yueOHOro MaTepuasa [IK 1.7.
IIporpaMmeI CkaHMpOBaHHUE JOKYMEHTOB C IIOMOILBIO CTaHJapTHOTO npuioxeHus OC
CKAaHMPOBAaHMA 1
IIporpamMmbI-apXuBaTOpHl. YIIAKOBKA U PACIIAKOBKA APXUBOB
AOKYMEHTOB H
KOHBEPTHPOBAHHS CkaHupoBaHHUE U PacIO3HABAHNE TEKCTA C IOMOIIBIO CHEUAIN3UPOBAHHOIO
daiion nporpaMMmHOro obecneuenus. Koppexruposka rekcra. Kouepruposanue haiiinon
IIpakTHyeckue 3aHATHA (PO ecCHOHAIBHO-OPHEHTHPOBAHHOE COAEPKaHUe)
Pacnio3HaBanue nH(popMalyy ¢ MOMOUIbIO IPOrpaMM CKaHUPOBAHMSL. 3
KonpeprupoBanue (aition
IIporpaMMbI-apxuBaTOpsl. YIaKOBKA U PACIIaKOBKA apXHUBOB
PA3JIEJI 4. CO3JJAHUE U PEJAKTUPOBAHUE I'PAOUYECKUX U MYJIbTUMEJIUMHBIX OFBEKTOB 4/3 OK 01, OK 02,
Tema 4.1. Coaep:xanue y4eOHOro MaTepuasa HK 1.1, IIK 1.4,
K 1.6
Ilpencrapnenne Cozpanue npeszeHtanuu B crienuanusupoadiHoM [10 i moarorosku
HH(popMAaNHH ¢ npesentamuii. OCHOBHBIE TUIIBI (aiinoB. PexumMbl mpocMoTpa. Bei6op mabinona u
MOMOIIBIO0 CPEACTB TEMBI CIIaiI0B K Ipe3eHTanyu. Vi3MeHeHne Makera CllaiijoB
uHporpapuxn . 1
Hcnonp30BaHne rUNEpCCUIOK B pe3eHTanuu. Hactpolika aHnManum Tekcra
1 00beKTOB. [lo0GaBiieHNe EPEX0A0B MEXKIY CllaiilaMu
Paznuunble cpeacTBa cozianus UHGOrpaukH.
Busyanuszanus u npeacraBieHue 10KiIanga
IIpakTHyeckue 3aHATHA (PO ecCHOHAIBHO-OPHEHTHPOBAHHOE COeP:KaHUE) 3
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Br160op mabiiona U TeMBI CIIAI0B K MMPE3CHTANNH B crieruanu3upoBanHom [10 mis

MOATOTOBKHM Ipe3eHTanuii. Co3nanue coOCTBEHHOTO maodioHa. 3meHnenune
MakeTa ciaai10B

Pab6oTa co cinaiigamu. BcTaBka 0OBEKTOB Ha ClIaii, M3MEHEHHE X IOI0KEHHS.
VYpapieHue caosiMu cliaiiia

Hcnonbs30Banme runepcchlioK B Mpe3eHTanuu. HacTpoiika aHuManuu TeKcTa
1 00bekTOB. JloOaBIeHNE Mepexo10B MKy cilaiaMu. BeTaBka 3ByKa U BUJIEO.

HaCTPOﬁKa MMpEe3C€HTAlU Ha II0Ka3, yIpaBjdeMasa JOKJIaJ4UKOM U B
ABTOMATHYCCKOM PCIKUME

Pazagea S. TEXHOJIOT'USA CO3JAHUSA U TIPEOBPA3OBAHUSA HH®OPMAIIMOHHBIX OB BEKTOB

10/8

Tema 5.1.
ITepconndunnpoBanHbie
PACCHLIKHU € MOMOIIbIO
(GyHKIUM caustHUSA

Coaep:xanue yueOHOro MaTepuaJia

Hcnonn3oBanue MacTepa CIudHuA JJId paCChlJIKU JOKYMCHTOB

Coznanue pacchlIKU € OMOIIBIO (PYHKIIUY CIHUSIHUS

Coznanue Oeiipka ¢ IOMOILBIO MacTepa CIUSTHUS

Hcnonb3oBaHue m1a0I0HOB U ClIENUaIbHON BCTABKU MTPH CO3JJaHUU PACCHIIKU
JOKYMEHTOB C TOMOIIBIO (DYHKIIMU CIUSHUS

IMpakTuyeckue 3auaTHs (MPoPeccCHOHATIBLHO-OPUEHTUPOBAHHOE CO/IEPKaAHUE)

CO3I[aHI/Ie HHCCM'HpHFHameHHﬁ, HO3)1p3.BJ'I€HPII>i. Hcnons3oBaHue MacTepa
CIIUSAHUSA OJIA HepCOHH(bHHHpOBaHHOﬁ PacCCbUIKNU TOKYMCHTOB.

Vcnonb3oBaHue MacTepa CIUSHUS U1 NePCOHU(DUIIMPOBAHHOM pacChlUIKU
nokyMeHTOB. Co3/laHie KOHBEpTOB, Oelkel, KyBEpTHBIX KapTOYeK.

Vcnonb3oBaHue MacTepa CIUSHUS U1 NEPCOHU(DUITUPOBAHHOM PacChlUTKN
NOKyMeHTOB. Co3aHNE TUCEM M03/IpaBJICHNUI, HAIIOMUHAHUI, BU3UTHON
KapTOYKH, KyBEpTHON KapTOUKH.

Conep:xanue yueOHOro MaTepuaJia

OK 01, OK 02,

I[IK 1.1, IIK 1.6,
K 1.7
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Tema 5.2. TexHosiorus
aBTOMATH3ALUH
co3aHus U
HCII0JIL30BaHUS
nokymeHToB. L1ab10HbBI
AOKYMEHTOB

Coznanue 1mabi0HOB CIIPaBOYHO-UH(DOPMALIMOHHBIX TOKYMEHTOB. DJI€MEHTHI
YIPABIIEHUS COJIEPKUMBIM.

Coznanue mabioHOB pacHopsAUTEIbHBIX TOKYMEHTOB, pa3padoTka Gpopm

Pabora ¢ mabmonamu. Pa3paboTka 3amuménHON 3IEKTPOHHON (POPMBI TOKYMEHTa

CoBmecTHas paboTa Ha/l IPOSKTOM JIOKYMEHTA B PEKUME PELIEH3UPOBAHUS

HpaRTn'{ecmle 3aHATHUSA (l'lpO(l)GCCI/IOHaJ'[]:HO-OpI/IeHTI/IPOBaHH()e couepmaﬂne)

Co3nanue mabI0HOB 3alKCOK, IPOTOKOJIA, CIIPABKH, IPUKA3a C yCTAHOBKON

)

3alIUTHI CTYKEOHOTO MUChMa, TOKJIAHOMN 3aIMCKH, PACTIOPSKEHUS, aKTa

CoBmecTHas paboTa Ha/I MPOSKTOM IIa0JI0OHA TPUKA3a, CIIPABKH.
PA3JIEJ] 6. KOMIIBIOTEP KAK CPEJICTBO KOMMYHHMKALIMUA U JOCTYIT 16/12 OK 01, OK 02,
K HTHOOPMAIINOHHBIM PECYPCAM. JIOKAJIBHBIE U I'VIOBAJIBHBIE CETU K 1.1..TIK 1.3.
Tema 6.1. Conep:xanue yueOHOro MaTepuaJia I[IK 1.4.,TIK 1.6.,
Ceru 1 HHTepHeT. [IpuMeHeHne TOKaIbHBIX U TJIO0ATBHBIX KOMIIBIOTEPHBIX CeTel JIsi oOOMeHa 1 1K 1.7
HndpopmannonHo- unpopmanueit. [louckoseie cuctembl MHTEpHETA. 3amuTa HHGOpPMAIIH
MOMCKOBbIE CHCTEMBbI.

PaboTta ¢ pa3nuuHBIMU CIIPAaBOYHO-TIPABOBBIMU CUCTEMAMU
IHouck nupopmauuu B
PA3IHMHBIX CHPABOYHO- IIpakTnyeckne 3anaTHA (MPodecCHOHATBHO-OPHMEHTHPOBAHHOE COIeP/KAHME)
NMPaBOBBIX CHCTEMAaX Bo3MoskHOCTH MOMcKa HH(OpMAIK B UHTEPHETE 3

[Touck nHpopmauu B opuLMaTbHBIX HUHTEPHET-UCTOUYHUKAX.

[Touck nHpOpMauy B pa3IUYHbIX CIIPABOYHO-TIPABOBBIX CHCTEMAX
Tema 6.2. [loutoBble u Coaep:xaHue yueOHOro MaTepuaJia
00;1a4HbIe CePBUCHI B Hcronb30BaHue MOYTOBBIX CEPBUCOB: BHIbI, IPABMIIA PETUCTPALINH, PABUIIA
padore ¢ IOKyMEeHTaMH 3AIIUTHI 1

CepBuCHI 00JIaYHBIX TEXHOJIOTHA, TIO3BOJISIOIINE OPTaHH30BATh JOKYMEHTHOE
0€310KyMEHTHOE 00CITyKUBaHHE
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[IpuMeHeHne 00TauHbIX XPAHWIINII JAaHHBIX TSI ONTUMU3AIUN PAOOTHI
C IOKYMEHTaMH

IIpakTuyeckue 3ausaTus (MPodeccHOHATILHO-OPUEHTHPOBAHHOE CO/IEPKAHUE)

CoBmecTHas paboTa o OpraHru3aluy JOKYMEHTHOTO U 0€3 TOKyMEHTHOTO 3
00CITy’)KMBaHUS C IPUMEHEHHUEM O0JIAYHBIX TEXHOIOTUN

Tema 6.3. CoBpemennsbie | CoaepixaHue y4eGHOro MaTepuasia 1

IpOrpamMMBI- CoBpeMeHHbIE POrpaMMbI-IUIAHUPOBILHUKH

IJIAHUPOBIIUKH
IMpakTuyeckue 3ausaTus (MPoPeccCHOHATIBLHO-OPUEHTHPOBAHHOE CO/IEPKaAHUE)
[TmanupoBaHue paboyero JHS PyKOBOAUTEIS U CEKPETAPS C TOMOIIBIO 3
COBPEMEHHBIX MPOrPaMM-TITIAHUPOBIKOB

Tema 6.4. Cpencrea UT | Copep:xanue yueOHOro marepuajia

TEXHOJIOTHH ITpH Cucrembl OpOHUPOBAHUS OUJICTOB M OTEJICH. 1

OpraHu3aNMu J1eJI0BbIX
Pabota ¢ reoaHHBIMU

N0e3/10K PYKOBOMTEJIS.

OcymCCTBJIeHHe TpI3BeJI- HpaKTH‘IECKHe 3aHATHUA (HpO(i)eCCHOHaJIbHO‘OpHeHTHpOBaHHOC COHep)KaHI/Ie)

MOAXEPIKKH ITon6opka peiica 1 oTens MO 33aHHBIM TapaMeTpaM. 3
Ompenenenue reoIaHHbIX

IIpomMe:kyTouHasi aTTeCTALMSA

Bcero 64/60
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3. YCJIIOBUSA PEAJIM3AIIMU JUCTIIUITJIMHDBI

3.1. TpeGoBaHusi K MUHUMAJIbHOMY MATEePUAJIBLHO-TEXHUYECKOMY 00ecnedYeHUu o

Peanuzanusi OuUCHUIUIMHBI —OpelrnojiaraeT Hajluyue KaOuHera HH(POPMAIMOHHO-
KOMMYHHUKAIIHOHHBIX TEXHOJIOTUI U UHANBUAYAIBHOTO MTPOSKTUPOBAHMUS.

Y4eOHoe 000pyI0BaHME: paboune MecTa 00yJaronuxcs, pabouee MECTO MpernojaBaTels,
MapKepHast JOCKa.

VY4eOHO-HArNIAHBIE TIOCOOMS: KOMIUICKTa Y4eOHO-METOAMYECKHX MAaTepHajoB U
METOJUYECKUX MTOCOOMH, CTEH/IbI, IJIAKATHI.

Texnuyeckue cpeAcTBa: KOMIBIOTEPHI IO KOJMYECTBY OOYyYaroIIMXCS; JOKalbHas
KOMIIBIOTEpHAsl CeTh U IoOanbHas ceTh MHTepHEeT; CUCTEeMHOE U MPHUKIAJHOE MPOTrpaMMHOE
o0ecrnieueHre; aHTUBUPYCHOE MPOrpaMMHOE 00eCIeUeHUe; CIIeUAIU3UPOBAaHHOE MTPOrPaMMHOE
obecrnieueHne; MyJIbTUMEIUANPOCKTOP; HHTEPAKTUBHAS JOCKa/aHelb/9KpaH.

3.2. UndopmannoHHoe obecrniedeHne peajn3alui NPOrpaMMbl

3.2.1. OcHoBHbIE NeYATHLIE U3AAHUA

1. I'aBpunoB M. B., KiiumoB B. A. Undopmaruka 1 mHOOpMAIIMOHHBIE TEXHOJIOTHH.
Y4eOHuk mis cpegHero npodeccuonansHoro oopasopanus / M. B. I'aspuiios, B. A. KimmmoB. —
4-¢ wu3n., mepepadb. u gom. — MockBa: M3marenbctBo [Opaiir, 2022, — 383 c. —
(ITpodeccuonansuoe obpazoBanue). — ISBN 978-5-534-03051-8. — TekcT: ayeKTpoHHBIN //
OBC HOpaiit [caiit]. — URL: https://urait.ru/bcode/469424

3. Kympusinos /1. B. Undopmannonnoe obecriedenre npodeccrnoHalbHOM 1eTeTbHOCTH:
Y4eOHUK U IPAKTHKYM JUTSI CPEHETO MPOPECCHOHATBHOTO 00pa3oBanHus/ YUeOHHUK U MPAKTUKYM
IUTsE cpetHero npodeccruonanbHoro odpasosanus / Jl. B. KynpusHoB. — Mocksa: M3parenscTBo
FOpaiit, 2022. — 255 ¢. — (Ilpodeccuonansroe obpazosanue). — ISBN 978-5-534-00973-6. —
Tekcr: anexkrponnsiii // DBC FOpaiir [caiit]. — URL: https://urait.ru/bcode/470353

4. IlnoraukoBa, H. I'. HMudopmatnka u UHPOPMALNOHHO-KOMMYHHUKALIMOHHBIE
texHonoruu (MKT) : yuebnoe mocobue / H. I'. [TnotaukoBa. — Mocksa: PUOP: UHOPA-M,
2022. — 124 c. — (Cpennee npodeccuonanabHoe obpazoBanue). - ISBN 978-5-369-01308-3. -
Tekcr: ANEKTPOHHBIN// 9BC Znanium [caliT]. — URL:
https://znanium.com/catalog/product/1229451 (nata obpamienus: 04.08.2022). — Pexxum npocrymna:
IO TIOJIITHCKE.

5. Tpopumo B. B. Hudpopmatuka B 2 T. Tom 1: VYueGHMK a1 cCpeaHero
npodeccuonaabHoro oopasosanus / B. B. Tpodpumos. — 3-e u3a., nepepad. u gon. — Mockaa:
NznarensctBo Opaiit, 2022. — 553 c. — (IIpodeccronansnoe obpazoBanue). — ISBN 978-5-
534-02518-7. —  Tekct: oanektponneld //  DOBC  IOpaiit [caiit]. —  URL:
https://urait.ru/bcode/471120

6. ®enotosa, E. JI. UnpopManimoHHbIE TEXHOJIOTHU B TPOPECCUOHATBHON e TETLHOCTH:
yueOnoe mocobue / E.JI. ®enoroBa. — Mocka: ®OPYM: NHDOPA-M, 2022. — 367 ¢. —
(Cpennee npodeccronanbHoe odpasoBanue). - ISBN 978-5-8199-0752-8. - Tekct: ameKTpOHHBIN
// OBC Znanium [caiit]. — URL: https://znanium.com/catalog/product/1786345 (nara oOpamieHus:
04.08.2022). — Pexxum qocTyna: mo MOAIHUCKE.

3.2.2. OcHOBHBIE YJIEKTPOHHbIE U3TAHHSA

1. Kynpusinos /1. B. MudopmanrionHoe obecrieueHre npopeccuoHanbHOMN 1eATeIbHOCTH:
y4eOHHK U TTPAKTUKYM ISl CpEeTHETO Mpo(heCCHOHATBFHOTO 00pa3oBaHus/ YYeOHHUK U TPAKTUKYM
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IU1s cpenHero npodeccuonansHoro oopazosanus / JI. B. KynpusnoB. — Mocksa: U3aatenbcTBo
FOpaiit, 2022. — 255 c. — (Ilpodeccuonansroe obpazosanue). — ISBN 978-5-534-00973-6. —
Tekcr: anexkrponsslii // DBC FOpaiir [caiit]. — URL: https://urait.ru/bcode/470353

2. IlnoraukoBa, H. I. HWudopmatnka u HMHPOPMALMOHHO-KOMMYHUKAITMOHHBIC
texaonoruu (MKT) : yuebnoe mocobue / H. I'. [TnotaukoBa. — Mocksa: PUOP: UHOPA-M,
2022. — 124 c¢. — (Cpennee npodeccuoHanbHoe oopazoBanue). - ISBN 978-5-369-01308-3. -
Tekcr: AICKTPOHHBIN// ObC Znanium [caiiT]. - URL:
https://znanium.com/catalog/product/1229451 (nata obpamienus: 04.08.2022). — Pexxum nocrymna:
IO TTO/ITHCKE.

3. Tpopumo B. B. Hudopmarmka B 2 1. Tom 1: VueOHMK [isI CpeaHETO
npodeccuonanbHoro odpazosanus / B. B. Tpodumos. — 3-¢ uzn., nepepad. u qon. — Mockaa:
M3narensctBo FOpaiit, 2022. — 553 ¢. — (IIpodeccuonanbroe oopazoBanue). — ISBN 978-5-
534-02518-7. —  Texkcr: onekrponnei //  ObC  HOpait [caiit]. —  URL:
https://urait.ru/bcode/471120

4. ®enotoBa, E. JI. UHpOpMalIMOHHBIE TEXHOJIOTUH B MPOPECCHOHATBHON NEATEILHOCTH:
yuebnoe nocobue / E.JI. ®denoroBa. — MockBa: ®POPYM: UHOPA-M, 2022. — 367 c¢. —
(Cpennee npodeccronanpHoe odpazoBanue). - ISBN 978-5-8199-0752-8. - Tekcr: aneKTpOHHBIN
// OBC Znanium [caiit]. — URL: https://znanium.com/catalog/product/1786345 (nara oOpamieHwus:
04.08.2022). — Pesxum qocTyma: mo mOAMUCKe.

3.2.3. JlonoJiHUTEIbHbIE HCTOYHUKH

1. AnekceeB A.Il. Coopuuk 1abopaTopHbIX paboT no nuctuminae «MHadopmaTukay,
yacTh 2: YueOHoe nocobue. Yuebnoe nocodue no aucuuriuie « Tudopmatukay, 11t CTyI€HTOB
nepBoro kypca creuuanbHoctedt 10.03.01 u 10.05.02 YueOHoe mocoOue MO IUCHUILIIHHE
«Mudopmatukay, Uisl CTyIEHTOB MepBoro kypca crenuanbHocteit 10.03.01 u 10.05.02 /
AnexceeB A.Il. — Mocksa: COJIOH-IIp., 2017. — 256 c.: ISBN 978-5-91359-220-0. - Tekcr:
anekTpouHblit// DBC Znanium [cait]. — URL: https://znanium.com/catalog/product/881455. —
PexxuMm poctyna: 1o nojmucke.

2. bensesa. T.M. MaTtemaruka u nHpopMaTuka: yueOHUK U npaktukyM st CI1O / T.
M. bensea [u ap.]; mox pemakumeir B. JI. DnpkuHa. Y4eOHUK M NPAKTUKYM JJsl CPEIHErO
npodeccuonansHoro oopazosanus / T. M. bensesa [u np.]; mox pegakueit B. /. DnpkuHa. — 2-
e wu3d., mepepad. m gom. — MockBa: W3matensctBo HOpaiit, 2022, — 402 c. —
(ITpoeccronansrnoe obpazoBanue). — ISBN 978-5-534-10683-1. — TekcT: 37€KTPOHHBIN //
OBC IOpaiir [caiit]. — URL.: https://urait.ru/bcode/469943

3. Kenposa I'.E. [u ap.] MadopmaTuka aas TyMaHUTapUeB: YUeOHUK U MPAKTUKYM
JUIst cpeHero npogeccuonanbHoro oopazosanus. [lox penakuueit I'. E. Kenpooit. — Mocksa:
NznarensctBo Opaiit, 2022. — 439 c. — (IIpodeccronansnoe oobpazoBanue). — ISBN 978-5-
534-10244-4. —  Tekct: onektponnbii //  OBC  Opair [caiir]. —  URL:
https://urait.ru/bcode/475550

4. Hosoxwunos O.I1. Uudopmaruka B 2 4. Yacts 1: yuebnux qis CIIO / O. II.
Hooxwunos. YueOHUK 17151 cpeaHero npogdeccruoHansHoro oopasosanus / O. I1. HoBoxuios. —
3-e wm3m., mepepadb. m mom. — MockBa: WspmaremsctBo IOpaiit, 2022. — 320 c¢. —
(ITpoeccuonansrnoe obpazoBanue). — ISBN 978-5-534-06372-1. — TekcT: 37€KTPOHHBIN //
OBC IOpaiir [caiit]. — URL.: https://urait.ru/bcode/474161

5. [TorioB A.M. Undopmaruka u Marematuka: yaueOHUK U npaktukym aist CI1O / A.
M. Tlomnos, B. H. Cotauxos, E. 1. Haraesa, M. A. 3aiinieB; mox pea. A. M. IloroBa YueOHuk u
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MPaKTUKYM JIJIsl CpeiHero nmpodeccuoHanbHoro oopa3oBanus / A. M. Tlomos, B. H. CotHuxos, E.
W. HaraeBa, M. A. 3aiineB; nmox penakuueir A. M. IlomoBa. — 4-e u3z., mepepab. u gom. —

Mocksa : U3gatenbctBo FOpaiit, 2022. — 484 ¢. — (Ilpodeccnonansnoe oopazoanue). — ISBN
978-5-534-08207-4. — Texkct: oanekrponusi // OBbC HOpait [caiit]. — URL:
https://urait.ru/bcode/469437

6. CoseroB b.5I. MHdopmanmoHHble TEXHOJOTHM: YYEOHHMK JUISI  CPETHETrO

npodeccuonanbHoro oopazoanus / b. fI. Coseros, B. B. I{exanoBckuii. — 7-¢ u3j., nepepad. u
nor. — Mocksa: U3narensctBo HOpaiit, 2022. — 327 ¢. — (IlpodeccuonansHoe 0OpazoBaHue).
— ISBN 978-5-534-06399-8. — Texkcr: snekrponnsnii // OBC IOpaiit [caiit]. — URL:
https://urait.ru/bcode/469425

7. Tpodumor B.B. MHpopManinoHHbIE TEXHOJIOTHH B SKOHOMHKE M yIPABICHUH B 2
4. Yacte 1: yue6nuk mus CITIO / B. B. Tpodumos [u ap.]; mox pexa. B. B. Tpodumoa. Yuebuuk
JUIs cpeaHero npodeccruoHanbHOro oopazoanus / B. B. Tpodumos [u ap.] ; mox penakuueit B.
B. Tpopumosa. — 3-e u3z., nepepad. u gon. — Mocksa: U3natenscto FOpaiit, 2022. — 269 c.
— (ITpodeccuonansuoe obpazoBanue). — ISBN 978-5-534-09137-3. — TekcT: 37EeKTPOHHBIH //
3BC IOpaiir [caiit]. — URL.: https://urait.ru/bcode/475059

8. CnpaBouno-npaBoBas cuctema «Koncynbrant [Imrocy. Odunmanshsiii caiit CI1C
«Koncynbrant mirocy [Inektponusiii pecype] . URL: http://www.consultant.ru/

9. CnpaBouHno-npaBoBast cuctema «['apant» [Dnexkrponnslii pecypc] . URL:garant.ru

10. CnpaBouno-npaBoBas cucrema «Koncopunym Koaeke» [DnexTpoHHbIl pecypc] .
URL: Kopaexke - [Ipodeccronanbubie cipaBounbie cucteMsl - Kogekc (kodeks.ru)

11.  OdwunmanbHbIH caifT mporpammsl 1yt pactio3HaBanus Tekcta ABBYY FineReader.
OdununanbHbIT caiT KOpIOpAaLUU Adobe. [DJ1eKTpOHHBII pecypc] URL.:
https://www.abbyy.com/ru-ru/Finereader/

12. Odunmansueiii caidt Microsoft Office. CnpaBka. Odunmaneueiii caift Microsoft
[DnexTponnsiit pecypc] . URL: https://support.office.com/

13. Odunuansuelii caiit komnanuu Google. CripaBka Google. [DnexkTpoHHbIH pecypc]
URL.: https://support.google.com

14. Odunmansubiil cailt SAnnexc-auck [Onekrponnslii pecypc] URL: SAngexc./luck
(yandex.ru).

15. Odunuansuslii caitt O6maako meitn. [Dnekrponnslii pecypc] URL: O6mnako Mail.ru

16.  Cucrema oHaifH-OpOHUPOBAHUS OTeNeH «ByKHHT». OdunuanbHbli  calT

Booking.com [Qnextponnsiit pecypc] URL: https://www.booking.com/index.ru.

17. CepBuc cpaBHeHUs 1IeH Ha oTenu « TpuBaro» Od¢ununanbusii caiit Trivago.
[Onextponnslii pecypc] URL: https://www.trivago.ru/

18.  Cepsuc OponupoBanus oteneit «Xorenc» OdunuanbHbIA caifr Hotels
[Onexrponnsiii pecypc] URL: https://ru.hotels.com/

19. Cucrema cpaBHEeHM 1IEH Ha otenu «Pymrypy» OdunmanbHbIi CauT
Roomguru [Dnextponnsiit pecypc| URL: https://www.roomguru.ru/Hotels/Search

20.  CepBuC cpaBHEHUS IICH Ha OTETH «XOTEILTYK» Odunmansherii caiit Hotellook
[Onextponnsiii pecypce] URL: https://hotellook.ru/

21. OAO «PXI». Odpurmansuenii cait [Dnektporusii pecypc| URL: IMaccaxxupam
(rzd.ru)
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https://urait.ru/bcode/475059

22. Cucrema novcka aBuadbmieToB onnaitH «bunets! omtoc»  OdunUanbHbIl  CalT
Biletyplus [DnexTponnsiii pecypc] URL: http://biletyplus.ru

23. Cucrema 3akasa >KeJIe3HOJIOPOXKHBIX OmiieToB oHnaiH Odunuanbapiii cat Tutu
[Dnexrponnsiii pecypc] URL: https://www.tutu.ru

24, l"azera «MHpOpMaTHKa» n3marenbckoro qoma «llepBoe ceHTAOps» [ DIEeKTPOHHBIM
pecypc]. URL: https://inf.1september.ru

25.  XKypnan «Muadopmarnka u oOpazoBaHue» [dnextponHsii pecypce]. URL:
http://infojournal.ru
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4. KOHTPO.JIb U OLIEHKA PE3YJIbTATOB OCBOEHMUSI
TACIHATITAHBI

KonTposib M OlEHKA pE3yJIbTaTOB OCYILIECTBIACTCA NPENOAABATEIEM B IIPOLIECCE
IPOBE/ICHUS TEOPETHUUECKUX U MPAKTUUECKUX 3aHATHUH, a TAKKE 3aHATUH B GOopMe MTPAKTUUECKON
NOJrOTOBKH, HANPaBJICHHBIX HA (OPMHUPOBAHUE OOLIMX M MPAKTHUECKUX KOMIIETCHIIUHI:

Oobmasi/mpodeccnonanbHas Tun oueHOYHbIX MEPONPUATHIA
KOMIIeTEeHIUA
OK 01 Bri6bupats criocoObl pemeHus - YCTHBIN OIPOC;
3as1a4 mpodeccuoOHAIBHOMN IeATeThHOCTH - (pOoHTaNBHBINA OIPOC;
IIPUMEHUTEIBHO K Pa3IMYHBIM - OLICHKA KOHTPOJIBHBIX PabOT;
KOHTEKCTaM - OLIEHKA MPAaKTUYECKUX padoT;

- OLICHKA BBINOJHEHHS JIOMAllHUX H
CaMOCTOSITENIbHBIX paboT;

- HOATOTOBKA MPE3EHTAIHIA;

- 3a4er.

OK 02 Hcnonp30BaTh COBpEMEHHbBIE
CpeICTBa IOUCKa, aHaJIu3a U
MHTEepHpeTanuyu HHPOPMaLuu, U
nH(OPMALIMOHHBIE TEXHOJIIOTUU IS
BBITIOJIHEHUS 33]1a4 MPO(HeCCUOHATBHOM
JEeSITeIbHOCTH

IIK 1.1. OcymecTBiaTh npuémM-nepenayy
ynpaBieH4YeCKOi HHGOpMaIuu

C TIOMOIIBIO CPENICTB HH()OPMAITMOHHBIX U
KOMMYHHKAIIMOHHBIX TEXHOJIOTHA

[IK 1.3. Bragersr HaBbIKaMu
IUIAaHUPOBaHUs paboyero BpeMeHu
PYKOBOJUTEIIS U CEKpeTaps

[IK 1.4. OcyiecTBasiTh MOATOTOBKY
JIEJIOBBIX TIO€3/10K PYKOBOAUTENS U
JPYTUX COTPYAHUKOB OPraHU3aINH

[IK 1.6. OcymiecTBiath paboTy 1o
MIOATOTOBKE U IPOBEJCHUIO
KOH(EPEHTHBIX MEPONIPUATUH,
obecreynBaTh HHPOPMALIMOHHOE
B3aMMO/ICIICTBUE PYKOBOJIUTEIS C
0/Ipa3IeJICHUsIMU

U JIOJDKHOCTHBIMU JIMLIAMU OpPTaHU3alUH

IIK 1.7. Odopmiats opranu3anmoHHO-
pacropsiiNTeNIbHbIEC JOKYMEHTHI U
OpraHU30BBIBAThH PA0OTY C HUMHU, B TOM
YHClIe C UCTIOIb30BaHUEM
ABTOMATU3HPOBAHHBIX CHCTEM
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Pe3yabTaTrhl 00y4yeHus

Kpurepum oueHku

MeTtoabI OLIEHKH

Hepeqeﬂb 3HaHHﬁ, OCBauBa€MbIX B paMKaXxX JUCHUIIJIHHbI

aKTyaJIbHBIN MPOodeCCHOHATBHBIN 1
COILIMAJIbHBIA KOHTEKCT, B KOTOPOM
MIPUXOJAUTCS PabOTaTh U XKHTh;

OCHOBHBIE HCTOYHHUKH UH(POPMALIUU U
pecypcehl Ui PELICHHUs 3a7a4 U
po6ieM B podecCHOHATEHOM H/HITH
COIHAJIbHOM KOHTEKCTE;

AJITOPUTMBI BBITIOJTHCHU A pa60T B
poecCHOHATEHON U CMEKHBIX
00J1acTsX;

METOABI paboTHl B MpO(ecCHOHATHHOMN
U CMEXHBIX cepax;

CTPYKTYpY IUIaHa JUIsl peIIeHUs 3a/1a4;

MOPSIIOK OLIEHKHU PE3YJIbTATOB PELICHUS
3a11a4 mpodeccHoHATBHON
JeSITeJIbHOCTH;

Homenknarypa nnhopMalinoHHBIX
HUCTOYHHUKOB, IPUMCHSACMBIX B
po¢eCCuOHAIBHON eATETLHOCTH;

IIPUEMBI CTPYKTYPUPOBAHHUS
nH(popMaLuu;

¢dopmar opopmieHHs pe3yabTaToB
MOMCKa UHPOPMALIUHU, COBPEMEHHBIE
CpPEACTBA U YCTPOMCTBA
nH(pOpMaTHU3ALINY;

MOPSAIOK UX IPUMEHEHUS U
MporpaMMHOE 00eCIieueHUE B
po¢eCCUOHATBHON EATETHHOCTH B
TOM YHCJIE C UCIIOJIb30BaHUEM
U(POBBIX CPEICTB;

HOPMAaTUBHBIC ITPABOBLIC aKThI
Poccutiickoit deneparuu B chepe

«OTIUIHOY -
TEOPETHUIECKOE
coJiep>KaHue Kypca
OCBOEHO ITIOJIHOCTBIO, 0€3
po0esIoB, yMEHHUS
chopMUpOBaHbI, BCE
MPEAYCMOTPEHHBIC
MporpaMMoi yueOHbIE
3aJ]aHHUs BBIITOIHEHDI,
KauyeCTBO MX BBIIIOJIHEHUS
OIICHEHO BBICOKO.

«Xopouio» -
TEOPETHUICCKOE
coJiep)KaHue Kypca
OCBOEHO ITOJIHOCTBIO, 0€3
poOeIoB, HEKOTOPHIE
yMeHHs cPOPMHUPOBAHBI
HEJI0CTaTOYHO, BCE
MIPe1yCMOTPEHHbBIE
MPOrpaMMoil yueOHbIe
3aJIaHus BHITIOJTHCHBI,
HEKOTOPBIC BUJIBI 3aJTaHUH
BBITIOJTHEHBI C OIITHOKaMH.

«Y IOBIETBOPUTEIBHO -
TEOPETHUIECKOE
coJiepKaHue Kypca
OCBOEHO YaCTHYHO, HO
MpOoOEIbI HE HOCST
CYIIIECTBEHHOT'O XapaKTepa,
HE0OXOTUMbIE YMEHHS
paboThI C OCBOGHHBIM
MaTepHaJIOM B OCHOBHOM
c(hOpMUPOBAHBI,
OOJIBIITUHCTBO
MIPETyCMOTPEHHBIX
MpOrpaMMoii 00yueHus
y4eOHBIX 3aaHUI
BBITIOTHEHO, HEKOTOPBIE U3

Kaknmu

IpoLeaypamu
MIPOU3BOIUTCS
OLICHKa:

YceTHBIN onpoc

TecToBbIif KOHTPOJIb
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MH(POPMALIMOHHBIX U
KOMMYHUKAIIHOHHBIX TEXHOJIOTHIA;

HOPMATHBHBIEC IPABOBBIC AKThI
Poccwuiickoit @eneparuu B cdepe
nH()OPMAIMOHHON 0E30MaCHOCTH;

TpeOOBaHUS OXpaHbI TPY/IA;

UHTEPHET-PECYPCHI IS
OCYIIECTBIICHUS TPEBEI-TIOAIEPKKHI
JIEJIOBBIX TIO€3/10K;

MEeTObl 00PaOOTKH U 3alTUTHI
nH(OPMALIUK C IPUMEHEHUEM CPEJICTB
MH(GOPMAIIMOHHBIX U
KOMMYHHKAITMOHHBIX TEXHOJIOTHIA;

COBpEMEHHbIe HH(POPMAIIMOHHBIC U
KOMMYHHKAIIUOHHBIC TCXHOJIOT'MH,
pUMEHsieMbIe B paboTe ¢
AOKYMCHTaMMU.

BBITIOJIHEHHBIX 3aI[aHHﬁ
COJIEp>KaT OLTHOKHU.

«HeynoBIeTBOPUTEIIBHOY -
TEOPETUIECKOE
CoJiep>KaHue Kypca He
OCBOEHO, HeOOXOIUMBIE
YMCHUS HE
chopMUPOBaHBKI,
BBITIOJTHEHHBIC YUCOHBIC
3aJIaHus COJIEPIKaT IpyObIe
OIITNOKH.

Hepeqeﬂb yMeHHﬁ, OCBauBa€cMbIX B paMKax JUCHUIIJIUHDbI

pacro3HaBaTh 3a7ady W/Win IpodiiemMy
B IIpo(heccCuoHaTbHOM U/UITU
COITMAIbHOM KOHTEKCTE;

aHAJIM3UPOBATh 33/1a4y WU/UIH NpoOIemMy
U BBIACITATH €€ cocTaBHBIC qacTu,

OIIPCACIIATH 3TAllbl PCHICHUA 3a/1a1U;

BBISIBJIATH M 9()()EKTUBHO UCKATh
nHpOpMaIIHI0, HEOOXOTUMYIO TSI
pelIeHns 3a1auM U/ Ui npoOIeMbl;

COCTaBJIATH IIJIaH HeﬁCTBHH;
OIIPCACIIATH HCO6XOI[I/IMBIC PECYPCHI;

BJIAZICTh aKTyaJIbHBIMHU METOAaAMU
paboThI B TPOPECCHOHAIIBHON 1
CMEXHBIX cepax;

PCaIN30BBIBATH COCTaBJICHHBIN T1J1aH,
OICHUBATDH PE3YyJIbTAT U MMOCICACTBUA

«OTIn4HOY -
TEOPETHUIECKOE
coJiep)KaHue Kypca
OCBOEHO IIOJTHOCTBIO, 0€3
po6esIoB, yMEHHUS
chOpMHUPOBAHEI, BCE
Mpe1yCMOTPEHHbBIE
MPOrpaMMoiil yueOHbIe
3a/IaHMS BBIMIOJHEHBI,
KA4eCTBO UX BBITOJIHEHHS
OIICHCHO BBICOKO.

«Xopomuoy -
TEOPETUIECKOE
coJiepKaHue Kypca
OCBOEHO ITOJTHOCTHIO, 0€3
po6esIoB, HEKOTOPHIE
yMEHUs1 CPOPMHUPOBAHBI
HE/I0CTaTOYHO, BCE
MPEeyCMOTPEHHBIE
MporpaMMoil yueOHbIe
3aJJaHHS BHITIOJHEHHI,

OneHka pe3yabTaToB
BBITTOJTHEHUS
MIPaKTUYECKON
paboThl

DKCnepTHOE
HabJtoIeHne 3a
XOJIOM BBITIOJTHEHUS
[IPaKTUYECKOU
paboThI

IIpomexxyTounas
aTTecTanus
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CBOUX JIEUCTBHI (CAaMOCTOSITENBHO WIIN
C TIOMOIIBIO HACTABHHUKA);

OIIPEIETATh 33/1a41 /ISl [TOUCKA
uH(pOpMAIINH;

OIIPEAETSTh HEOOXOANMBIE HCTOUHUKHI
uH(pOpMAINH;

IIAaHUPOBATH ITPOLECC ITOMCKA,

CTPYKTYPHUPOBATH IMOIYYIaEMYIO
nHpopMaIuo;

BBLIEJIATHh HAMOOJIEe 3HAUUMOE B
nepeyHe HHpopMaIuu;

OLCHUBATH MPAKTHYCCKYIO 3BHAYUMOCTD
PE3YJIbTAaTOB ITIOUCKA,

0hOpMIIATH pe3yJIbTaThl IOMCKA,
MIPUMEHSITh CPEJICTBA
WHGOPMAIIMOHHBIX TEXHOJIOTHN JIJIs
peteHust MpoheCCHOHABHBIX 3a]1a4;

HCII0JIb30BATh COBPECMCHHOC
IIporpaMmMHOC O6€CH€‘ICHI/I€;

HCIOJIb30BaTh Pa3INYHbIe HU(DPOBHIE
CpEICTBA /7Sl pEeLICHUS
npogecCHOHANBHBIX 3a/1a4;

UCIOJIb30BATh CPEACTBA
MH(OPMALIMOHHBIX U
KOMMYHMKAIIUOHHBIX TEXHOJIOTHH IS
MOJIyYeHUS U Mepelau HHPOpMalny;

BECTH U HCIIOIH30BaTh B paboTe 6azy
KOHTaKTOB OpPTaHU3AIINH;

YCTaHABIIMBATh U MOJAECPKUBATh
KOMMYHMKAIH B IIPOLIECCE AETOBOTO
OOILEHHUS C TOMOLIBIO CPEACTB
MH(POPMALMOHHBIX U
KOMMYHHUKAI[IOHHBIX TEXHOJIOTH;

HEKOTOPbIEC BUBI 3aJaHUI
BBIIIOJIHEHBI C OIITHOKaMH.

«Y IOBJICTBOPUTEIIEHO) -
TEOPETUYECKOE
coJiepKaHue Kypca
OCBOCHO YaCTUYHO, HO
MpOOEITBI HE HOCST
CYIIECTBEHHOI'O XapaKTepa,
HEOOXOIUMBbIC YMEHUS
paboThI ¢ OCBOSHHBIM
MaTepUaAIOM B OCHOBHOM
c(OpMHPOBAHBI,
OOJIBIITMHCTBO
MIPETyCMOTPEHHBIX
MPOrpaMMoi 00ydeHUS
yueOHBIX 3a/IaHUi
BBIIOJIHEHO, HEKOTOPBIC U3
BBIIOJIHEHHBIX 33JJaHHI
COJIepPIKAT OLITHOKH.

«HeynoBIIeTBOPUTEIHHOY -
TEOPETHUIECKOE
coJiepKaHue Kypca He
OCBOEHO, HEOOXOTUMBIE
YMEHHUS HE
c(OpMHUPOBAHBI,
BBIITOJIHCHHBIC yqe6HHe
3a/laHus CoJIepKaT rpyobie
OIIIUOKH.
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obecrieunBaTh HHPOPMALIMOHHYIO
0€30IaCHOCTb JIEATEIILHOCTH
OpraHu3aIliH;

PUMEHSATH B paboTe cpeicTBa
MH(OPMAIIMOHHBIX U
KOMMYHUKAIIIOHHBIX TEXHOJIOTUH;

BBIOMPATh ()OPMBI TNIAHUPOBAHUS U
oOpMIIATH TJIAHHPOBIIIHK
(opranaiizep) pyKOBOIAUTEIS U
ceKperaps;

OCYIIECTBIIATH TPEBEI-TIOJAECPKKY
J€JIOBBIX MOE3]10K;

UCIIOJIb30BATh CPECTBA
MH(POPMAIIMOHHBIX U
KOMMYHUKAIIHOHHBIX TEXHOJIOTUH IS
obecrieueHns1 B3aNMO/ICHCTBUS C
PYKOBOAMTENIEM BO BPEMS €TO JICTIOBOM
MIOC3/IKH;

OCYIIECTBIATH cOOp, 00paboTKy
UH(OPMAIMY, CUCTEMATU3AIHIO
MOJTy4aeMbIX U Mepe1aBaeMbIX TaHHBIX;

CKaHHPOBATh, KOTUPOBATh U
KOHBEPTUPOBATh JOKYMEHTBHI B
pa3nuyHble POPMATHI.
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