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VYueOnas nucuuruinHa «KowmmbroTepHas o0OpaboTKa JOKYMEHTOB» SBISIETCS 00s3aTelbHOM
o0mIenpoeCCHOHATBHOTO
¢ ®IroC CIIO mno cnemuanpHoctd 46.02.01 JloKyMEHTalMOHHOE OOCCIICYCHHE YIPABJICHUS
Y apXHUBOBEJICHHUE.

Oco0oe 3HayeHHE NUCUUIUIMHA HMeeT Mpu (HOPMHUPOBAHHHM M PA3BUTUU KOMIIETEHIIHUIM

4aCTbIO

1.

ObIIAA XAPAKTEPUCTUKA
YUYEBHON U CIIUILIMHBI OI1.07 KoMnbioTepHas 06padoTKa JOKYMEHTOB

PABOYEM IIPOI'PAMMBI

1.1 MecTo AucHMILVIMHBI B CTPYKTYPe OCHOBHOM 00pa30BaTe/IbHON NPOrpaMMbI:

IUKJIa

OK 01.; OK 02.; OK 04.; IIK 1.5.

o0Opa3oBarenbHON

[porpamMmsl B

1.2. IIe.m: H IINIAHUPYEMBIC PE3YJIbTATHI OCBOCHUS NUCHUIIJIMHBI:

B pamkax mporpaMMbl y4eOHOM TUCIUIIMHBL, 00y4alOIIMMUCS OCBAUBAIOTCS YMEHUS U
3HAHUSL.

E(I)CH, OK YmMmenus 3HaHuA

OK 01, BBITIONTHATH TPEOOBAHUS 10 OXpaHe TPyJa U | MpaBUIIa IO OXpaHe Tpyaa U
OK 02, TEXHUKE 0€30IIaCHOCTH; TEXHHUKE 0€30IMacHOCTH;

OK 04, OpraHU30BBIBATh pabouee MECTO IS MpaBujIa OpraHU3aAIHUH

I[IK 1.5 MaKCUMAaIIbHO Y PEKTHBHON paboTHI; pabouero mecra cekpeTaps u

npoeccrnoHalIbHO OCYIECTBISITh HA0OP,
(dhopMaTupoBaHue, BBIBOJ] HA M1€YATh,
COXpaHEHHEe TEKCTOBOU U ITU(pOBOI
nHpOpMAIMY Ha TEPCOHATHLHOM
KOMIIBIOTEPE;

YUTATh, TOHUMATh M UCTIPABIIATH MPOEKTHI
JIOKYMEHTOB, C UCIIOJIb30BAHUEM
CIIPaBOYHO-TIPABOBBIX CHUCTEM;
IJIAaHUPOBATh paboyee BpeMsi, UCTIOIb3Ys
MpeACTaBICHHBIC 3a/IaHUS, IPOTPAMMHOE
o0ecrievyeHre U UCXOAHYIO JOKYMEHTAIIHIO;
BBIOMPATh TEXHOJIOTHIO CO3/IaHUS
JIOKYMEHTA.

oCyuecmenams KOMNbIOMepPHY1o 00pabomky
OpP2aHU3AYUOHHOU, PACNOPAOUMENbHOU U
UHGDOPMAYUOHHO-CRPABOYHOL
O0OKyMenmayuu,

ocywecmenamos EMIloocomoexy
MeKCmo8020 OOKyMeHma

pabomams ¢ MAKemom MHO2OCMPAHULHO20
OOKYMEHMA C UCNONIb308AHUEM CHPABOUHO-
npasoeol CUCmeMmbl.

PYKOBOJAUTEIS;

PYCCKOM M JIATUHCKOM
KJIaBHATYPhI IEPCOHATILHOTO
KOMITBIOTEPA;

npaBuia opopMIICHUS
TEKCTOBBIX JOKYMEHTOB Ha
NEPCOHATBHOM KOMITBIOTEPE.
Ilopsdox pabomuwl co
CNPABOYHO—NPABOBLIMU
cucmemamu 8 yesx

noucka uHgopmayuu ons
8bINONIHEHUS
npogeccuoHanvbHuix 3a0ay

COOTBCTCTBHUH




2. CTPYKTYPA U COJAEP)KAHUE YYEFHOU JJUCHUILJINHBI

2.1. OO6bem y4eOHON JUCHUILINHBI U BUAbI Y4e0HOI padoThI

- Oo0beM B
Bup yueoHoii padoTnl wacax
OBBEM OBPA3OBATEJBHOM MPOT'PAMMBI JJUCHUTIIMHBI 84
8 MOM YUC/Ie 6aPUAMUBHASL HACTb 14
— TeopeTHYecKoe 00yueHue 34
— NPaKTHYECKHe 3aHITHS 48
B T.4. B )OpME NMPAKTHUECKOM MOATOTOBKH 48
— KypcoBasi pa6ora (IpoeKT) —
— CaMOCTOsITeIbHAs padoTa 2

— NPOMEKYTOYHAsI aTTecTauus Tu(PepeHIIMPOBAHHBINA 3a4eT




TemaTnuyeckuii M1aH y4e0HOM TN CHUNIIHHBI

Konanl
KOMIIeTeHIM I
Oobem, ak. Y. / 1
U JIMYHOCTHBIX
B TOM YHCJIe
HanmenoBanme pe3yJbTaToB,
Conep:xaHue y4eOHOro MaTepuaa B popme
pa3nesioB . ¢dopmupoBanuio
1 (popMBbI OPraHU3aluM JeSITeTbHOCTH 00yYal0IMXCs NPAKTHYEeCKOH
U TeM KOTOPBIX
NOATOTOBKH, aK.
q crocoo0cTByeT
' JJIeMEHT
NMPOrpamMMbl
Paznen 1 Opranu3anusi KOMIbIOTEPHOH 00pa0OTKH JOKYMEHTOB 4/2
Tema 1.1 Conep:xanue yueOHOro MaTepuasa: OK 01,
CoBpemeHHbIE 1. CoBpeMeHHbIe TeXHHYECKHE CPeICTBA CO3aHUS TEKCTOBBIX JOKYMeHTOB. Llenu u OK 02,
TeXHHYecKHne 33124l y4eOHON MUCHUILTUHBL. Ponb AuCUMIITUHBL B TPO(ECCHOHATBLHOM MOArOTOBKE 9 OK 04,
Cpe/ICTBAa CO31aHuUs cnenuanucta. CoBpeMEHHbIE aBTOMATU3UPOBAHHBIE CPEJICTBA CO3/IaHUSI TEKCTOBBIX K 1.5
TEKCTOBBIX nokyMeHToB. [IpaBuna TexHUKHM 0€30MaCHOCTH M TUTHEHUYECKUE PEKOMEHJALUU MPHU
JOKYMEHTOB ucnons3zoBanun cpeactB KT B mpodeccronanbHOM NeITeTbHOCTH.
B TOM YHCJI€ IPAKTUUECKUX 3aHITHIL:
IIpakTnueckoe 3anaTue 1. Opranu3zanus padbodero MecTa U TpyAa oneparopa.
Paznen 2 OcBoenne, NPUMEHEHHE M COBEPIICHCTBOBAHNE HABBIKOB 16/10
«CJ1enoro» aecATHNAJIbLIEBOro MeTo1a Habopa
Tema 2.1 OcBoenue | Coaep:kaHue y4eOHOro MaTepuasa: OK 01,
KJIABHATYPbI 2. OcBoeHHE KJABHATYPbI MEPCOHATBHOIO KoMmmnbioTepa (pycckuii mpugr). Cxema OK 04,
NEePCOHAIBLHOIO KJIaBHaTyphl. «Crenoi» AecATUNaNbIEBBIH METOJ KJIaBUATypHOrO Haldopa, €ero 2 K 1.5
KOMIIbIOTEpa BO3MOXXHOCTH, TpeumylnectBa u 3(P(PEeKTUBHOCTh. BYKBBI W 3HAKU TMpPENUHAHUS
(pycckuii mpudr) pycckoii knaBuarypsl. Micnonp3oBanue kinasuin Shift u Caps Lock.
B TOM YHCJI€ TPAKTUYECKUX 3aHSITHIM: 8
IIpakTuyeckoe 3ansaTHe 2. BRIMOTHEHNE YIPAKHEHU HA OCBOEHUE TEXHUKU U CKOPOCTHU 2
KOMITBIOTEPHOTO
IIpakTnyeckoe 3ansiTue 3. Habopa TeKCTOBOM MHPOPMALIUU IO OCHOBHOMY M BEPXHEMY 9
psaaM KJIaBHATypBhI.
IIpakTnyeckoe 3ansaTHe 4. BpINoNIHEHNE yIPAXXKHEHU HA OCBOEHUE TEXHUKU U CKOPOCTH 5

KOMITBIOTEPHOT0 Habopa TEeKCTOBOI MHPOPMAIIMH [10 OCHOBHOMY, BEpXHEMY M HH)KHEMY
6




psiaaM KJIaBHATYpHIL.

IIpakTuyeckoe 3ansiTue 5. BoinojaHeHne ynpaxHEHUH HA OCBOCHHE TEXHUKU Habopa

TEKCTOBOH U U(PPOBOH UHPOPMALIMYU C UCIIOIb30BAHUEM 3HAKOB IPENUHAHUA U LUD 2

4ETBEPTOIO psAJia KJIABUATYPBL.

CamocrosiTesibHasi padoTa 00yYyarOmmMXxcst

Brinonnenue ynpaxHeHU Ha OCBOCHHE TEXHUKH U CKOPOCTH KOMITBIOTEPHOTO Habopa 2

TEKCTOBOH MH(OpMAIMK 10 OCHOBHOMY PsIly KJIAaBUATYPBI.
Tema 2.2 Conep:xaHue yueOHOro MaTepuasa: OK 01,
Odopmienue 3. Odopmienue mupposoro marepuana. Lludpsr apabckue. Pumckue umcia. Bumb OK 02,
uudpoBoro npoberi.  MHoro3Haunble uuciaa. OcBoeHue  TaOmuibl  CHMBOJIOB;  3HAKH, 2 OK 04,
MaTepuaJia ynorpebnsiembie ¢ 1udpamu. Pabora ¢ manenpro Cnmcok  (HyMEpOBaHHBIM, K 1.5

MapKHPOBAaHHBIN).

B TOM YHCJIC IPAKTUYECKUX 3aHSATHI: 2

IIpakTnueckoe 3ansiTue 6. YnorpeOieHue yucen apabCKUX U PUMCKUX B TEKCTOBBIX paboTax. 9

[TapameTpbsl HyMEpPOBaHHBIX, MAPKHUPOBAHHBIX CITUCKOB.
Paznen 3 OcHoBHbIe TpaBUiIa GOPMATHPOBAHUS TEKCTA 16/8
Tema 3.1 Conep:xanue yueOHOro MarepuaJa: OK 01,
TpeGoBanust k 4. TpebGoBanus k oopmJieHHIO cTpaHnbl. PaboTta ¢ nanensio [lapameTpsl cTpaHuIIb. 2 OK 02,
opopmIeHHIO PaGora ¢ nanenbio A63an. HazHauenne (pyHKIMOHANBHBIX KiaBumiel. Pa6oTta ¢ GbICTphIMU OK 04,
CTpaHUIbI KJIaBUIIIAMH. TIK 1.5

B TOM yncie NpakTUYEeCKUX 3aHATUM: 4

IIpakTHyeckoe 3aHsiTHe 7. YCTaHOBKA IapaMeTPOB CTPAHUIIbI, a03a1ia. 2

IpakTuyeckoe 3ansiTue 8. YnorpebieHne o0meynoTpeOuTebHBIX COKPAIICHUN B 9

TEKCTOBOM JIOKYMEHTE.
Tema 3.2 Coaeprxanue yueOHOro MaTepuaJa: OK 01,
Odopmirenne 5. OdopmiieHne 3aroJI0BKOB W TMOA3aroJIOBKOB K TeKcTy. [IpaBmia odopmiieHHs 2 OK 02,
3aroJIOBKOB U 3aroJOBKOB U M0/13ar0JIOBKOB. OK 04,
II0A3ar'0JI0BKOB K B TOM yncie npakTU4eCKUX 3aHATUM: 2 HK 1.5
TEKCTY IIpakTnyeckoe 3ansitue 9. OhopMieHne 3aroJIOBKOB U OJ3aT0JIOBKOB K TEKCTY. 2
Tema 3.3 Ilpuémpbl Coaeprxanue yyeOHOro MmaTepmuaJa: OK 01,
BbI/IeJICHUST 6. Ilpuémbl BblaeJeHns: OTAeIbHBIX ()PATMEHTOB TEKCTA. 4 OK 02,
OTACJIBHBIX 7. OcHoBHbIe BUAbI mIpu(dTOoB. Pabota ¢ manensto pudr: noguépkuBanue, pazpsaka, OK 04,
(pparMeHTOB TEKCTA YIUIOTHEHHE, KUPHBIN pUdT, TponucHbIe OYKBbBI, MaJIbIe TPONHUCHBIE OYKBBI. HK 1.5

B TOM 4nciie IpakKTUYECKUX 3aHATUM: 2
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IIpakTnueckoe 3ansaTue 10. [Ipumenenne npuéMoB BbIIETICHUS OTACIBHBIX (hPAarMEHTOB

TEKCTOBOT'O IOKyMeHTa. [IpuMeHeHne pa3anyHbIX IpudTOB 2
Pa3nen 4 Odopmiienue pa3IuYHBIX BUA0B TEKCTOBBIX padoT 18/6
Tema 4.1 IlpaBuia Coaepixanue yueOHOro MaTepuaJa: OK 01,
dopmaTupoBanus 8. IlpaBuia ¢opMaTupoBaHusi OTAEJbHBIX peKBM3MTOB Tekcra. [lpaBuna OK 02,
OT/IeJIbHBIX odopmitenus 6ubmuorpaguUecKux CBEACHUMN, B T.4. JICKTPOHHBIX PECYpCOB. OK 04,
PEKBHU3HUTOB TEKCTA 9. IIpaBuJa opopmiieHHSI CHOCOK / CCHIIIOK HA HCTOYHUKHU K TEKCTY. I[IK 1.5
10. IIpaBuia opopMiIeHHSI MHOTOYPOBHEBOTI'0 cniucka. PyOpukamnus TexcTa. 12
11. IpaBuia ogopmiieHus: NpUMeYaHH i, IPUJI0KEeHUI B TEKCTOBOM IOKYMEHTe.
12. llpaBuia ogopmjieHHs] MHOTOCTPAHMYHOIO TEKCTOBOIO AOKyMeHTa. Hymeparus
CTpaHHUIL.
13. Pa6oTa ¢ pykonuchio. 3HaKH KOPPEKTYPHOH TIPABKH.
B TOM YHCJIC TPAKTUYECKUX 3aHSITHIA: 6
IIpakTuyeckoe 3ansitue 11. Opopmiienre cHOCOK / OMOIHOrpadUIECKUX CCHUIOK Ha 9
UCTOYHUK B TekcTe. OdopMiieHrne CIUCKa UCTIOIb30BAHHBIX HCTOYHHUKOB.
IIpakTnueckoe 3ansaTue 12. Opopminenue TurynpHoro nucra. OpopmieHue 2
OTJIABJICHUS/COIEPIKAHMUSIL.
IIpakTnyeckoe 3ansiTue 13. BrinosHeHe MHOTOCTPAaHUYHOTO TEKCTOBOTO IOKYMEHTA C 2
HyMepalueil cTpaHull.
IIpakTnueckoe 3ansiTue 14. Pabota ¢ pykonucsto. OhopmiieHne TEKCTOBOTO IOKyMEHTa 2
1ocjie KOPPEKTYPHOI MPaBKH.
Paznen 5 H3y4yenue JJaTHHCKOM KJIABHATYPHI 6/4
Tema 5.1 OcBoenue | Coaep:kaHue y4eOHOro MaTepuasia: OK 01,
KJIABHATYPbI 14. OcBoeHne KkJaBHATYpPbl NEPCOHAJIBHOIO KOMIbIOTepa (JaTHHCKMI MWIPUT). 2 OK 04,
MEPCOHAJIBHOTO CxemMa IaTUHCKOW KJaBUATypbl. BYKBBI W 3HaKM TpENHHAHUS, OCOOBIE 3HAKH I[K 1.5
KOMIIbIOTepa JTATUHCKOM KJIABUATYPHI.
(maTuHckuit WpudT) | B TOM YKCIIC TPAKTUYECKUX 3aHITHIL: 4
IIpakTunyeckoe 3ansiTue 15. BrinonHeHne yrpa)xHEHHIH Ha OCBOEHUE TEXHUKU U CKOPOCTH
KOMITBIOTEPHOTO Habopa TeKCTOBOM HH(OPMAITUH IT0 OCHOBHOMY PSITy KJIaBUATYPHI. 9
BrinonHenue ynpaxHeHU Ha OCBOCHHE TEXHUKH U CKOPOCTH KOMITBIOTEpPHOTO Habopa
TEKCTOBOH MH(OpMAIHH IO OCHOBHOMY U BEPXHEMY PSITy KJIaBUATYPHI.
IIpakTnyeckoe 3ansiTue 16. BrinonHeHue yrnpaxHeHHH Ha OCBOEHUE TEXHUKU U CKOPOCTH
KOMITBIOTEPHOT0 Habopa TeKCTOBOI HHPOPMAIINH 10 OCHOBHOMY, BEpXHEMY U HIXKHEMY PSAY 2

KJIaBHATYphl. BhInosHeHne ynpakHeH! Ha OCBOCHUE TEXHUKH Habopa TEKCTOBOM U
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uudpoBoi HHGOPMAIIUU C UCIIOJIb30BaHUEM IIU(GP U 0COOBIX 3HAKOB YETBEPTOTO psiaa
KJIaBUATYPBHI.

Pa3nen 6 KoncTpyupoBanue Tadanig 6/4
Tema 6.1 Coaepixanue yueOHOro MaTepuaJa: OK 01,
dopmaTupoBaHue 15. ®opmaTupoBaHHe PeKBH3UTOB TAa0JMIbI. PEKBU3UTHI U CTPYKTYpPHOE MOCTPOCHHUE 2 OK 02,
PEKBH3HUTOB TA0IHIbI tabmunel. [{udpossie rpadsl B Tabmnax. OK 04,

B TOM YHCJIC MPAKTUYECKUX 3aHSITHH: 4 I[IK 1.5

IIpakTnyeckoe 3ansitue 17. KoHCTpyHpoBaHUE TOJIOBKU K TaOIMILIAM: TIPOCTAsl, CI0XKHAS, 9

yCIOKHEHHAS.

IIpakTnyeckoe 3ansitue 18. Koncrpynpoanue O0KOBHKA K Ta0JIMIIaM: TEKCTOBOH (IIPOCTOiA, 2

yCIOXKHEHHBIN), 1T poBoii, cMeranubiil. [{ludpossie rpadsl B Tabnuiax.
Paznen 7 KoMmnbrorepnast 00padoTka 0OCHOBHBIX BUJ0B IOKYMEHTOB 14/10
Tema 7.1 Conep:xanue y4eOHOIro MaTepuasa: OK 01,
KomnblorepHbie 16. KomnboTepHble TEXHOJOTMU MOATOTOBKH IOKYMEHTOB. PEKBH3HUTHI U CTPYKTYypHOE OK 02,
TeXHOJIOTHH [IOCTPOCHHE JOKYMEHTa. AKTyaiau3anus HWHPOPMALUU IOCPEACTBOM CIPABOYHO— 4 OK 04,
MOArOTOBKU MPAaBOBOM CUCTEMBL. K 1.5
AOKYMEHTOB 17. lopsiiok padoTHl €O CHPABOYHO-TIPABOBLIMH CHCTEMaMH B HeJSIX MOUCKA

HH(OpMaLNH /UIS BbINOJHEHHUS NPO(ecCHOHAIbHBIX 32124

B TOM YHCJI€ TPAKTUYECKUX 3aHSATHI: 10

IIpakTnueckoe 3ansitue 19. KomnerorepHas 00paboTKa OCHOBHBIX PEKBH3UTOB JTOKYMEHTA. 2

IIpakTnyeckoe 3ansiTue 20. KomnprorepHas 00paboTKa OpraHU3alliOHHON TOKyMEHTAIINH. 2

IIpakTnueckoe 3ansitue 21. KomnerorepHas 00paboTKa pacopsiIMTEIbHOW JOKYMEHTAIH 2

IpakTunyeckoe 3ansiTue 22. KomnprorepHas 00padoTka HHPOPMAITMOHHO—CIIPABOYHON 5

JOKYMEHTAIUH.

IMpakTuyeckoe 3ansaTue 23. EMIloaroroska TekcToBOro qokymenrta. Padbora ¢ Makerom 9

MHOT'OCTPaHHYHOI'0 JOKYMEHTA C HCIOJIb30BaHUEM CIIPAaBOYHO—TIPABOBOI CHCTEMBI.
IIpome:xxyTouyHas arrecranus 1u@pgepeHuMpoBaHHbIN 3a4eT 2
BCET'O 84




3. YCJIOBUS PEAJIN3AIIMU ITIPOTPAMMBI YYEBHOM JTACIHUILIAHBI

3.1. Jus  peajm3auuu NporpaMMbl  y4eOHOH JUCUHMILIMHBI INPeIyCMOTPEHbI
cIeyIolue crenuaabHble MOMEeIeHHs:

Jlaboparopus «KoMmbroTepHO# 00pabOTKH TOKYMEHTOBY

O6opynoBanue:

- pabodee MecTo npenogaBaTels (penoaaBarenbckuid cton (1 mr.), ety (1 mr.))

- mepcoHanbHbIi Kommbeotep ExeGate BAA-113 (Intel® Core™ i3-10100, 8GB O3V, PRO
H510M-B, noaknroyeHue k cetu MHTEpHET ¢ MoayieM KoHTeHTHOH (rubrpanuu Traffic Inspector,
NetPolice u YandexDNS, BO3MOXXHOCTb TPaHCIISIIIMU Ha dKpaH ayauo u Buaeo uHdopmaruu (1 mt.)

- mporpammHoe obecneuenne Ha [IK — Omnepaunonnas cucrema RedOS Murom, maker
nporpamma Jijist paboThl ¢ TEKCTOBBIMU M TaOIMYHBIMU JoKyMeHTamu LibreOffice, mporpamma st
pabotsl ¢ pdf PDFedit, 6payzep Yandex Browser, Chromium, Firefox, mporpamma mist paGoTsI ¢
pactpoBoii rpadukoit GIMP, rpadpuueckuii penakrop Pinta, penaktop BekropHoii rpaduku Inskape,
nporpamma it pabotel ¢ mpe3eHtanusmu LibreOffice Impress, mynsrumenna mieep VLC media
player, mporpamma sl peIakTHpOBaHUSI 3BYKOBBIX (haiiiioB Audacity, mporpamMma i CO37aHUs
Buzgeo ffDiaporamam, mporpamma asisi cozgaHus yrpasieHusi 6azamu naHubix LibreOffice Base,
BUpTyanu3anus u smynsanus VirtualBox, Menemxkep ApxuBoB, MeHemkep ApXUBOB, aHTUBUPYCHOE
nporpammuoe odecriedenue Drweb) (1 mT.)

- moautop DEXP DF24N1S (24”) (1 )

- knaBuatypa (1 mr)

- MbIb (1 mT.)

- reneBuzop DEXP 55UCY 1(55”) (1 mur.)

- kabenp s noakirodeHuss HDMI (1 mT.)

- paboune Mecta oOydwaromuxcs (mapTel yueHudeckue (25 mr.), cTyiaps yueHuueckue (25
IIT.)

- mepcoHanbHbI Kommblotep ExeGate BAA-113 (Intel® Core™ i3-10100, 8GB O3V, PRO
H510M-B, ¢ monynem konTeHTHOW QuubTpammu Traffic Inspector, NetPolice u YandexDNS,
BO3MO>KHOCTh TPAHCJISILIMK HA 3KPaH ayJuo U BUjeo nudopmanuu (25 mir.)

- nporpammHoe obecnieuenne Ha [IK — Omnepaunonnas cucrema RedOS Murom, maker
nporpaMmma Jijisi paboThl ¢ TEKCTOBBIMHU U TabauuHbIMU TokyMeHTaMu LibreOffice, mporpamma miis
pabotsl ¢ pdf PDFedit, 6pay3ep Yandex Browser, Chromium, Firefox, mporpamma st paboTsl ¢
pactpoBoii rpapukoit GIMP, rpapuueckuii pegaxtop Pinta, pegaktop BektopHoi rpaduxu Inskape,
nporpamma i padbotsl ¢ npeseHtrauusmu LibreOffice Impress, mynstumenna mieep VLC media
player, mporpaMma Jj1sl pelakTUpOBaHMs 3BYKOBBIX (aiioB Audacity, mporpamma ajisi CO3JaHMS
Bugeo ffDiaporamam, mporpamMma ans co3gaHus ynpasieHus 0asamu naHHbIX LibreOffice Base,
BUpTYyanu3anus u smynauus VirtualBox, Menemxep ApxuBoB, MeHemkep ApXUBOB, aHTUBUPYCHOE
nporpamMmmHoe obecrieuenue DrWeb) (25 mit)

- monutop DEXP DF24N1S (24”) (25 mir.)

- Ki1aBuarypa (25 wr.)

- MBIIIb (25 mT.)

- Tocka y4yeOHas (MenoBasi TpexcekunonHast) (1 mr.)

- TabaMubl M TUIAKaTBl HAa DJIEKTPOHHOM HOcHTene 1o pasfeny «Opranuzanus
KOMITHIOTEPHOU 00paOOTKU JOKYMEHTOBY (5 IIT.)

- TaOJMIBI W TJIAKaThl Ha 3JEKTPOHHOM Hocutene no teme «OcBoeHHEe, NMPUMEHEHUE U
COBEPILIEHCTBOBAHNE HABBIKOB «CJIETIOT0) JECATUIABIIEBOIO MeTo1a Habopay (5 miT.)

- Ta0iuipl M IJIaKaThl Ha 3JEKTPOHHOM HOCHTENE Mo pasjeny «OCHOBHbIE IpaBHIIa
dbopmatrpoBaHus TEKCTa» (5 1IIT.)

- TaOJMIBI U TUIAKaThl Ha AJIEKTPOHHOM HOcHTesde Mo pasneny «OdopmiieHre pa3TudHbIX
BHJIOB TEKCTOBBIX paboT» (5 mIT.)

- TaONMIbl M IUIAKaThl Ha B3JEKTPOHHOM HOCHTeNe Mo pazneny «M3ydeHue naTHHCKOU
KJIaBHATYPBD» (2 IT.)

- TaOJUIIBI U TUTAKAThI HA 3JEKTPOHHOM Hocutene 1no teme «KoHcTpyupoBanue tadbmuiy (5
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IIT.)
- TaOJUIBI ¥ TUTAKaThl Ha SJIEKTPOHHOM HoOcHTene 1o paszzaeny «KommbroTepHas oOpaboTka

OCHOBHBIX BHJIOB JOKYMEHTOBY (6 IIIT.)
- M®VY HP 1120MFP (1 mr.)

3.2. HudpopmanuoHHoe odecrieyeHne peaau3aluu NPOrpaMmbl

Jns peanu3anuy MporpaMMbl OMOIMOTEYHBIN (OHJ HHCTUTYTa HMMEET IIeYaTHBIE H
JJIEKTPOHHBIE 00pa3oBaTeabHble U MH(GOPMALMOHHBIE PECYPChI, B TOM YHCIIE€ PEKOMEHJIOBAaHHBIC
OYMO, g ucnosnb3oBaHud B 00pa3zoBaTenbHOM Impouecce. CHHCOK JONOJIHEH HOBBIMU
U3JIAaHUSIMU.

OcHOBHbBIE NNeYaTHBIE H 3JIeKTPOHHbIE H3IAHUSA

1. JlokymeHTOBeieHUE | Y4YEOHUK M TMPAKTUKyM JJs CpeaHero mnpogecCHOHaIbHOro
obpazoBanus / JI. A. loponnna [u np.] ; nox penakuueii JI. A. [loponunoi. — 4—e uzj., nepepad.
non. — Mocksa : M3gatenbctBo FOpaiit, 2024. — 336 ¢. — (IIpodeccrnonanbroe odpazoBanue). —
ISBN 978-5-534-19113-4. — Texkct : snexTponHblii // OOpasoBarenpHas 1uatdopma HOpaiiT
[caiiT]. — URL.: https://urait.ru/bcode/555974 (nara obopamenus: 09.12.2024).

2. Kopnees, U. K. JlokymMeHTanmmoHHOE 00OECTICYeHHE YIPABICHUS | YICOHUK M MPAKTHKYM

Ui cpeaHero  mpodeccuonaipbHoro  oopasoBanms/  W. K. KopueeB,  A. B. [lmeHnko,
B. A. MamypueB. — 3—e wu3n., nepepadb. M mom. — Mocksa : U3marenscrBo IOpaiit, 2024, —
438 c. — (IIpodeccuonanpHoe obpaszoBanme). — ISBN 978-5-534-16002-4. — Tekcr

DIIEKTPOHHBIN // OOpazoBarenbpHast mwiardopma Opaiit [caliT]. —

URL.: https://urait.ru/bcode/539262 (nata obparenus: 09.12.2024).

3. Kysuenos, 1. H. JlokymeHTanimoHHOEe oOecrieueHue yrpasicHus. JJOKyMeHTOO00pOT U
JICTIONPOM3BOCTBO : yYeOHMK M TMPAKTUKyM Ui CPeAHero mnpodeccuoHanbHOro obpa3zoBanus /
W. H. Ky3nenoB. — 4—¢ wu3n., nepepad. U gom. — Mocksa : UznarensctBo HOpaiit, 2024. —
545 c. — (IIpodeccuonanpHoe obpaszoBanme). — ISBN 978-5-534-16004-8. — Tekcr
DIICKTPOHHBIN // OoOpazoBarenbpHast mwiardopma Opaiit [caliT]. —
URL: https://urait.ru/bcode/537146 (nata oopamenwus: 09.12.2024).

4. Yeprrosa, E.A. Cratuctuka. ABToMmaTuszanus o0paboTKu HH(OpMaluu : y4ebHOe
nocooue JIs cpeaHero npodeccuonansHoro oopasosanus / E. A. UeptkoBa. — 2—¢ u3n., ucnp. 1
norn. — Mocksa : M3narensctBo FOpaiit, 2024. — 195 ¢. — (IIpodeccuonanpHoe oOpa3zoBaHue). —
ISBN 978-5-9916-9342-4. — Texkct : snexTpoHHbIH // OOpa3oBarenpHas 1uatdopma FOpaiiT
[caiiT]. — URL.: https://urait.ru/bcode/538199 (nara obpamenus: 09.12.2024).

3.2.3. JlonoJiHUTEIbHbI€ HCTOYHUKH:

5. T'OCT P 2.106-2019. Hanuonaneneiii crangapt Poccuiickoit ®enepauuu. Enunas
cucrema koHcTpykTopckoil nokymeHtauuu (ECKJ[). TexctoBble NOKYMEHTHI (YTB. M BBEIEH B
neiicrBue Ilpukazom denepanbHOro areHTCTBA MO TEXHUYECKOMY PETYJIMPOBAHHIO U METPOJIOTHH
(Poccranmapt) ot 29.04.2019 Ne 176-cT).

6. 'OCT P 7.0.97-2016. Hamumonanbsuelii cranaapt Poccuiickoit ®enepaunu. Cucrema
CTaHAapToB 1o uHpopManuu, OubmmoTreyHomy W  m3gartenbckomy neny  (CUBU]).
OpraHu3anroHHO-paclopsAUTeIbHas JTOKyMeHTauus. TpeboBaHUs K O(OPMIIEHUIO JTOKYMEHTOB
(yrB. Ilpukazom @enepanbHOTO areHTCTBA IO TEXHUYECKOMY DETYJIHPOBAHUIO M METPOJIOTHH
(Poccranmapt) ot 08.12.2016 Ne 2004-cT).

7.TOCT 7.32-2017. MexrocynapcTBeHHbIi  crapgapr. CucTeMa  CTaHAApTOB 110
uHpopmanuu, OubamoreuHomy M uzgareabckomy geny (CUBUJ). Otuér o HaydHo-
uccienoparensckoil padore (Otuér o HUP). Crpykrypa um mnpaBuna odopmiieHus (BBeAEH B

neiicrBue Ilpukazom PenepasbHOrO areHTCTBA MO TEXHUYECKOMY PETYIUPOBAHHIO U METPOJIOTHH
(Poccranmapt) ot 24.10.2017 Ne 1494-cT) (c [TonpaBkamu).
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4
TACIATLITAHBI

KOHTPO.Ib Y OIIEHKA PE3YJIbTATOB OCBOEHHUSA YIEBHOM

Pe3yabTaThl 00yueHus

Kpurepun onenkn

| MeToanl OLEHKH

Hepeqeﬂb 3H3HH]7[, O0CBAaUBACMbIX B paMKax JUCHUIIJIMHBI

IpaBWwia MO OXpaHe Tpyla U
TEeXHHUKE 0€30M1acCHOCTH;

npaBuia OpraHu3aIu
paboyero Mecra cekperaps H
PYKOBOJIUTEIIS;

pyccKkoit u JATUHCKOH
KJIaBUATyphl ~ TEPCOHAIBHOTO
KOMIIBIOTEPA;

IpaBuiia odopmieHus
TEKCTOBBIX  JIOKYMEHTOB  Ha
MIEPCOHATHLHOM KOMITBIOTEPE.
Tlopsoox pabomul co

CNPAsoOYHO—NPABOBGLIMU
cucmemamu 8 Yeusix NOUCKd
ungopmayuu Ons 8bINOIHEHUs
npogheccuonanvbHuix 3a0ay

«OTIMYHO» — TEOPETHYECKOE COIEPKAHNE
Kypca OCBOEHO MOIHOCTHIO, 03 Mpo0esoB,
yMmeHwus chopMHpPOBaHEI, Bce
IPeyCMOTPEHHBIE TIPOTPaMMOH ydeOHbIe
3aJ]aHUs BBITIOJTHEHBI, KAYECTBO HX
BBITTOJIHEHHS OLIEHEHO BBICOKO.
«XO0pomIo» — TEOPETUIECKOE COJIePIKaHNe
Kypca OCBOEHO MOJIHOCTHIO, 03 Mpo0esioB,
HEKOTOpbIE YMEHHS C(OPMUPOBAHBI
HEJIOCTaTOYHO, BCE MPEYCMOTPEHHBIE
MIPOrpaMMO yueOHbIEe 3a/TaHuUs
BBITIOJIHCHBI, HCKOTOPBLIC BUABI 33)13HI/II71
BBITIOJTHEHBI C OIINOKAMH.

«Y IOBJIETBOPHUTEILHOY» — TEOPETHUECKOE
coJiep>kaHue Kypca OCBOEHO YaCTUYHO, HO
po0esbl He HOCST CYIIECTBEHHOTO
xapakrTepa, HeoOX0oAUMbIe YMEHHS PadOTHI
C OCBOGHHBIM MaTepHajIoM B OCHOBHOM
c(hopMHUPOBaHBI, OOJIBITUHCTBO
MPeTyCMOTPEHHBIX MTPOTrPAaMMON
o0ydJeHus y4eOHBIX 3aJaHUH BBITTOHEHO,
HEKOTOPHBIC U3 BBIITOJIHCHHBIX 3aI[aHI/II71
COJIepIKaT OIIMOKH.
«HeynoBneTBopHUTEIIEHO» —
TEOPETUIECKOE COZICpIKaHNe Kypca He
OCBOCHO, HEOOXOJUMbIC YMEHHUSI HE
c(OpMHUPOBaHEI, BHIIOIHEHHBIC yueOHbBIE
3aJJaHus COIePIKaT rpyOblie OMIMOKH.

Texyuumii
KOHTPOJIb:

YcTHBIN omnpoc.
Tectuposanue.

IIpome:xkyTouHas
arTrecTanms:
Huddepenuupos
AHHBIN 3a4eT

Ilepeuenb yMeHMii, 0CBaMBaeMbIX B PAMKAaX IHCHMILINHBI

BBIMIOJIHATE ~ TPEOOBaHHUA  TIO
OXpaHe TpyAa M  TEXHHKe
0e301acHOCTH;
OpPraHU30BBIBATh pabouee
MECTO  JUIsI ~ MaKCHMAJIbHO
3¢ heKTUBHON PadOTHI;
npodeccroHalbHO
OCYIIECTBIIATh Habop,
¢bopmMaTupoBaHue, BBIBOJ Ha

1e4yarb, COXpaHEHUE TEKCTOBOU
u 1udpoBoil MHPOpMALMK Ha
IIEPCOHAIIBHOM KOMIIBIOTEPE;

YUTAaTh, IIOHUMATh u
HCIIPABJIATH ITPOCKTHI
AOKYMCHTOB, C
HCIIOJIB30OBAHHUEM  CIIPAaBOYHO—

MIPaBOBBIX CHCTEM;
MJIAaHUPOBaTh pabodee Bpems,
UCIIONIB3YS  TPE/ICTaBIICHHBIC
3aJaHHs, IPOTPaMMHOE
obecrieyeHne UCXO/IHYIO
JOKYMEHTAITHIO;

u

«OTIINYHOY» — TEOPETHUYECKOE CO/ICPIKAHNE
Kypca OCBOEHO IOJHOCTBIO, 0€3 IPOo0OeIIoB,
yMeHUs chOPMUPOBAHBL, BCE
MPeyCMOTPEHHBIE TPOTPaMMoil ydeOHbIE
3a1aHus BBIIIOJIHEHBI, KAYECTBO MX
BBITIOJTHEHHS OLICHEHO BBICOKO.

«X0po1lI0» — TEOPETHIECKOE COJIepIKaHUE
Kypca OCBOEHO IOIHOCTHIO, 63 MpoOesoB,
HEKOTOpbIe YMEHHS C(HOPMUPOBAHBI
HEJIOCTaTOYHO, BCE MPEyCMOTPEHHBIE
MPOTpaMMOii yueOHbIE 3a/IaHHS BBITOITHEHBL,
HEKOTOPBIE BUIbI 3aJJaHUH BBITIOIHEHBI C
omKrOKamMH.

«Y IOBJIETBOPHUTEIBHOY» — TEOPETHUECKOE
coJiep>kaHue Kypca OCBOEHO YaCTUYHO, HO
po0esbl He HOCST CYILIECTBEHHOTO
XapakTepa, HeoOX0JIMbIe YMEHHsI PabOThI C
OCBOCHHBIM MaTEpUaIOM B OCHOBHOM
chopMHUPOBaHbI, OOJIBITUHCTBO
MPEyCMOTPEHHBIX IPOTPaMMON 00ydeHHUsI
y4eOHBIX 3aJaHUI BBIIIOJTHEHO, HEKOTOPHIE
13 BBIITOJTHEHHBIX 3aJaHUN COepKaT
OLINOKH.

«HeynoBneTBOPHUTEILHO» — TEOPETHUECKOE

Texyuumit
KOHTPOJIb:
OreHka
pe3yibTaTa
BBITIOJIHEHHS
MPaKTUIECKUX
pabor.

IIpome:xyTounas
aTTrecTanMs:
Hduddepenmupos
aHHBIN 3aueT
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BBIOMPATh TEXHOJIOTHIO
CO3/IaHUS JOKYMEHTA.
Ocywecmensamo
KOMNbIOMEPHYI0 00pabomky
OpP2aHU3AYUOHHOL,
pacnopaoumenbHou u
UHDOPMAYUOHHO—CNPABOYHOU
OOKyMeHmayuu,
ocyuecmenamo
EMIloocomoexky  mexcmosoco
00KyMeHma;

pabomamu c maxkemom
MHO20CMPAHUYHO20
OOKYMEHMA € UCNOIb308AHUEM
CNpPaBoOYHO—NpPaABosoll
cucmembl.

coJiep>kaHue Kypca He OCBOEHO,
HE0OXOAMMBIC YMEHUS HE CPOPMUPOBAHBI,
BBITIOJIHEHHBIE y4eOHBIE 3aIaHUs COJEePIKAT
rpyObIe OIIMOKH.
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