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1. MACITIOPT PABOYEM IMPOI'PAMMBI YYEBHOM JUCIHUIIIHAHBI
Opranu3zanMoOHHAs TEXHUKA

1.1. OOJacTh NpUMEHEHHUs IPOTrPaMMbI

Pabouas nporpamma aucturmiaunbl OI1.04 Opranu3anoHHas TEXHUKA SIBISETCS
4acThl0 MpPOrpamMMbl TMOATOTOBKHM KBaJU(UUHUPOBAHHBIX pabOYMX, CIyKalUuX [0
npodeccunn CIIO 46.01.03 JlemonmpousBoautenb, pa3zpadoraHHOM B MOCKOBCKOM
00JJaCTHOM Ka3ayb€M HMHCTUTYTE TEXHOJIOTMH M ympaiieHus (puianan) gpeaepanbHOro
rOCyJIJapCTBEHHOTO  OIOJKETHOTO  00pa30oBaTEIbHOTO  YUYPEXKACHUS  BBICIIETO
oOpa3zoBaHuss «MOCKOBCKMH TOCYJapCTBEHHBIM  YHHUBEPCUTET TEXHOJIOTMH U
ynpasinenust umenu K.I'. Pazymosckoro (IlepBblif ka3auuii yHUBEPCHUTET)»

1.2. MecTO0 AMCHMIUIMHBI B CTPYKTYpe OCHOBHOH HPO(ecCHOHATbHOMN
o0pa3oBaTeJIbHONH NPOrpaMMbl: JUCUUIUIMHA BXOAUT B 0OLIENPO(ECCHOHATBHBIN
LK.

1.3. dean u 3aga4M JMCUHUILIMHBI — TPEOOBAHUA K Pe3yJIbTATaM OCBOCHMS
AUCHUNJIMHBI:

OO0s3arenpHas 4acTh.

B pe3ynbTaTe 0CBOCHHUS TUCUUIIIIMHBI 00YUYalOIUICs TOJKEH YMETh!

- 3((PEeKTUBHO MCHOJB30BaTh OCHOBHBIE BHJbl OPraHU3ALMOHHOM TEXHUKHU B
COOCTBECHHOM EATSIHBHOCTH,

- OpraHu30BbIBaTh paboyee MECTO CEKpeTaps M PYKOBOAMUTENS C Y4ETOM
TpeOOBaHMIA;

- BeCTU TenedOoHHOe 00CITYKUBaHUE;

- IPUHUMATh U OTHPABIIATH COOOLIEHNUS, IEpeIaBacMble 1o (aKcy;

- HWCIONb30BaTh  OPraHU3AIMOHHYIO TEXHUKY B  Hpo(ecCHOHATbHON

JEeSTENbHOCTH.

B pe3ynbTaTe 0CBOCHHUS TUCUUIIIIMHBI 00YUYatOIUiCs TOJKEH 3HATh:

- CPCACTBA XPaHCHUA, IIOMCKA U TPAHCIIOPTUPOBAHUA JOKYMCHTOB; OIIPCACIICHUC,
Ha3HA4YCHUC CPCACTB OPITCXHHUKMU.

BapuaTtuBHas 4acth — HE IPETyCMOTPEHO.

B mporiecce 0cBOGHUS TUCITUTIIIUHBI Y 00YJArOIIINXCS TOJDKHEI OBITH
cchopmupoBanbl 00mue kommnereHiuu (aainee - OK)
Kog HaumeHnoBanue pe3ysbTara 00yueHust

OK1 | [ToHnMaTh CyIIHOCTb U COIMATIBHYIO 3HAUUMOCTh CBOEH Oyayieit nmpodeccuu, mposiBIATS X
HEW yCTOWYMBBIN HUHTEPEC.

OK2 | Opranu3oBbIBaTh COOCTBEHHYIO JESATEIBHOCTD, UCXO/S U3 LIEJIH U CIIOCOOOB €€
JOCTUKEHMSI, ONIPEJEIICHHBIX PYKOBOAUTEIEM

OK3 | AHanusupoBaTh pabouyro CUTYyalLHI0, OCYIIECTBIATh TEKYLUI U HTOTOBBIH KOHTPOJIb,
OLIEHKY U KOPPEKIIMIO COOCTBEHHOM IEATETbHOCTH, HECTH OTBETCTBEHHOCTD 32 PE3yJIbTaThl
cBOeH paboThI

OK4 | OcymecTBasTh MOUCK HHGOPMAIIUU, HEOOX0AMMOU 15t 3PHEKTUBHOTO BBIMTOJTHCHUS




npodecCHOHATBHBIX 33Ja4

OKS5 | Ucnonp3oBaTh HHPOPMAIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHH B PO ECCHOHATBHON
JESITEJIbBHOCTH

OK6 | PaboraTh B kKOMaHe, 3p(HEeKTUBHO 00IIATHCS C KOJJIETaMH, PYKOBOJICTBOM, KIIMEHTAMH.
OK7 | McniomHATh BOMHCKYIO 0053aHHOCTh, B TOM YHCJIE C IPUMEHEHUEM TOJTy4YeHHBIX
po(ecCHOHANTLHBIX 3HAHUH (7151 FOHOIIEH )

CopepxaHue JUCUUIUIMHBI JOJDKHO OBITh OPHUEHTHUPOBAHO Ha MOJATOTOBKY
oOy4Jarommxcss K OCBOCHHUIO MPO(PECCHOHANBHBIX MOJYJEH HporpaMmbl MOJITOTOBKH
KBaJIM(PUIUPOBAHHBIX pabouux, CITy’KaIlIuX o npodeccun 46.01.03
JenonpousBoauTenbs 0a30BOMl MOATOTOBKM UM OBJIAJEHUIO MPO(PECCHOHATBHBIMU
komneTeHuusmu (ganee - [1K)

Kon HaumeHnoBaHue pe3ysabTara 00yueHust

IIK1.1 IIpuHUMAaTh ¥ pErucTpUpOBaTh MOCTYNAOLIYI0 KOPPECIOHACHLIMIO,
HAIIPaBJISATh €€ B CTPYKTYPHBIE MOIPA3IEJICHHs OpraHu3aluuu

IIK 1.2 | PaccMaTrpuBaTh JOKYMEHTHI M IEPEAABATH UX HA HUCIOJHEHHUE C YUETOM
PE30MI0LUN PYKOBOIUTEIECH OpraHu3alun

IIK1.3 OdopMIATh perucTpallMOHHbBIE KAPTOUKH U CO3/1aBaTh OAHK JIaHHBIX.

IIK1.4 Becrtu kaproTeky ydeTta IpOX0KICHUS JOKYMEHTAIBHBIX MaTepHUaoB

IIK1.5 OcynecTBIATh KOHTPOJIb 32 IPOXO0XKACHUEM JTOKYMEHTOB

IIK1.6 OTrpaBiATh UCIIOJIHEHHYIO TOKYMEHTALMIO aIpecaTaM C IPUMEHEHUEM
COBPEMEHHBIX BHJIOB OPTAHU3ALMOHHON TEXHUKH

[1IK1.7 CoctaBisath U 0QOPMIIATH CIYKEOHBIE TOKYMEHTBI, MATEPHUAJIBI C

UCII0JIb30BaHUEM (HOPMYJISIPOB TOKYMEHTOB KOHKPETHBIX BU/IOB

1.4. KoJn4yecTBO 4acoB HA 0CBOCHME AMCIUIIJIMHDI:

MakcumanbHON yueOHOH Harpy3ku oOyuatromierocst 66 yaca, B TOM 4HCIIE:
00s3aTeNIbHON ayAUTOPHOM yueOHOM Harpy3ku oOyyaromierocs 44 4acos;
CaMOCTOSITENILHOM paboThl 00yUaromierocs 22 4acos.



2. CTPYKTYPA U IPUMEPHOE COJIEP)KAHWE YYEFHOU JUCHUTLJIAHBI

2.1. O0bem yueOHOM AUCHMIINHBI U BHABI y4eOHOH PadoThI

Bup yyeOHoM padoThI

KoaundyecTBo 4acoB

MaxkcuMasibHasi yyeOHasi Harpy3ka (Bcero) 66
Oo0s13aTe1bHAs ayAUTOPHAs yyeOHAasi HArpy3Ka (Bcero) 44
B TOM YHUCJIE:!

JIEKIUU 30
NIPAKTUYECKUE 3aAHATUS 14

71a00paTOPHBIEC 3aHITUS

He nmpenycmorpeno

KOHTPOJIbHBIE pa0OThI

He npenycmorpeno

KypcoBasi paboTa (IIPOeKT)

He nmpenycmorpeno

CamocrosiTesibHast padoTa 00yuarierocs (Bcero) 22
B TOM YHCJIE:
BHEAYJIUTOPHAs CAMOCTOSITENIbHAsI paboTa 22

IIpomexxyTouHas arrecrauus B popme auddepeHnpoBaHHOrO 3a4eTa




2.2. TemaTH4ecKHUil IUVIAH U COAEpPKaAHUE YIeOHOM IUCHUIINHBI «OPraHu3aluoOHHAA TEXHUKA»

HaumeHoBanue pa3iesioB u Coaepxxanue yueOHOro MmaTepuaJia, NpakTuieckue padorsl, O0beM yacoB | YpoBeHb
TEeM CaMoOCTOsITeJIbHAs padoTa 00y4armmuxcst 0CBOCHMUSA
1 2 3 4
Pazpnen 1. CoBpemenHast 0pUCHASI OPraHU3AIMOHHAS TEXHUKA
Tema 1.1. Beenenne. Cpencrea CoxnepxaHne JUCUUIUIMHBL U €€ 3aJ1a4H, CBSI3b C APYTUMU AUCLUILUIMHAMH. 2 2
OPITeXHHKH TexHnYecKoe OCHAIIEHHE COBPEMEHHOT0 orca U MECTa AETONPOU3BOIUTEIIS.
3HavyeHue U MeCTO OPTTCXHUKU B ACATCIBHOCTH IPCANIPHUATHUSA, B OpraHu3alini
Tpyna pabOTHHUKOB yIpaBlieHYeCKuX Ciry0 Opranu3zaius pabodero Mecra u
pekuma paboThl.
IIpakTnyeckoe 3aHsATHE HE IPEeyCMOTPEHO
JlabopaTopHblie paboThl HE MIPEeyCMOTPEHO
KonTtpoJbHbie padoThl HE IPEeyCMOTPEHO
CamocrositesqibHast padora M3yunts CanlluH 2.2.2/2.4.1340-03 2
«['urnennyeckue Tpedosanus K I1IK u 9BM u opranuzanuu paboTh»
Tema 1.2. Oduc xak nHpOpMaAITMOHHAS CUCTEMA, OPHUC KaK KOMMYHUKAaTUBHAsl CUCTEMA, 2 2
Kaaccnpukanusi cienquaJncToB u Oduc xak connaabHO-TeXHUYECKas cucrema. [[pumeHenue 310poBbe
KJIacchl peliaeMbIX 3a1a4 B opuce coeperarmux TexHojoruii. Opranu3aiys yxo/a 3a OprTeXHUKOM
IIpakTnyeckoe 3aHsATHE HE IPEeyCMOTPEHO
CamocTosiTespHas padora HE IPENYCMOTPEHO
KonTtpoJbHbie padoThl HE IPEeyCMOTPEHO
JlabopaTopHblie paboThl HE MIPEeyCMOTPEHO
Pazpnen 2. CoBpemMeHHasi 0pUCHAS OPraHU3AIMOHHAS TEXHUKA
Tema 2.1. Knaccndukanus Omnpenenenue TepMuHa «oprrexuukay. Knaccuduxaims opucHoro o60pyaoBaHus . 2 2
0(prCHOTO 000PYI0BAHUA Kpatkuit 0630p kaxkaoro Tumna opucHOro 000pyA0BaHus, MPUHAICKAIIETO K
JTAaHHOM KJaccuukaiuu
IIpakTuyeckoe 3ansitue 1. CoctaBieHue cxeMmsl pabodero Mmecta 2
JIEJIOTIPOU3BOAUTENS
CamocrosiTesibHast padoTa: uTo Takoe HHPOpMalMOHHbIE TexHOooruu? Ha uem 2
OCHOBBIBarOTCS 1, 2, 3 KJacchl penaeMbix 3aja4 B oduce? Kakum o6pazom
pelIalTCs JJAHHbBIC 3a7a4u?
KountpoabHbie paboTsbl HE NPEeyCMOTPEHO
JlabopaTopHblie padoThl HE [IPEyCMOTPEHO
Tema 2.2. IlepconajJbHbIH Haznauenue [1K. @akrtopsl, oT kKoTOpBIX 3aBUCUT BHIOOD TTK. 2 2




KOMIIBIOTEP

Amnanu3 peiaka I1K. ITopratusaeie IIK. Monepauzanus [1K.
[Tporpammuoe obecrnieuenue 11K

IpakTnueckoe 3ansaTue Ne2, Mccnenosanue [1K. Ananu3 nporpaMmmMHOro 2
o0ecrnieueHusi B KOMIBbIOTEPHOM KJIacce
CamocrositenbHas padora. [lepudepuiinbie yerpoiicta [1K. Ux xapakrepuctuku 2

1 Ha3HAYCHUA

KonTpoJibHbIe padoThI

HE MPEAYCMOTPEHO

JlabopaTopHbie padoThl

HE MPEAYCMOTPEHO

Tema 2.3. MHOKHTEJILHAA TEXHUKA.
Ckanep. Konmup. MO®Y

UcTopus nosineHus kceporpapuueckoro anmnapata. TeXHUYECKUE XapaKTePUCTHKU 2
n3o6paxenus kornuu. CkaHepbl, X Ha3HAUYCHUE, KBATU(UKAIIHS, XapaKTePUCTUKH,

aHayiu3 peiHKa. [IpuHIMIBEL QYyHKIMOHUPOBAHMS CKAHEPOB.

IpakTuyeckoe 3ansitue Ne3 CkaHUpOBaHHE TOKYMEHTOB . 2
Pa6ora ¢ mporpammoii FineReader

CamocrositenbHas padota: @akcuMuibHas U KONUPOBAJIbHASI TEXHUKA. 2

KonuposaibHasi TeXHHKA. AHAJIN3 pbIHKA

KoHnTpoJibHbIe padoThI

HE MPEAYCMOTPEHO

JlabopaTopHblie padoThl

HE MPEAYCMOTPEHO

Tema 2.4. IleuaTHoe 000pya0BaHHMeE.
IIpunTepHI

[IpunTepsl. U3 ncropun npuHTEpoB. MaTpu4HbIE UTOJIBYATHIE TPUHTEPHI.
[IpuHTEPHI NCIIONIB3YIOIIUE TEXHOJIOTHIO TepMoIrieyaTH. CTpyHHbIE IPUHTEPHL.
OcHoOBHOM npuHIMN paboThI CTpyitHOTO puHTEpa. Ero Texunueckas
xapakrepuctuka. CoBpeMeHHbIE MOJEIH CTPYHHBIX IPUHTEPOB. JlazepHble U
CBETOJMOIHBIE TPUHTEPHI. [IpuHIMT pabOThI JAHHOTO YCTPOKCTBA, €TO
TeXHUYeCKUe xapaktepuctuku. [Ipasuna skcrtyatanuu. [lpunreps
KOJUJIEKTUBHOTI'O ITOJIb30BAHUS

4

IIpakTuyeckoe 3ansitue Ned. [lewarnoe o6opynosanue. Knaccudukanus,
TIPUHIUITBL
pabotsl. Ileuats fokyMeHTa. Y CTaHOBKA MapaMETPOB MEYATH.

CamocrositenbHasi padota: Ha kakrie OCHOBHBIE TPYIIIBI MOKHO
KJ1acCUpUIMPOBaTh opucHoe 00opyaoBanue, GakcUMUIbHAS U KOMUPOBATbHAS
TEXHUKA. AHAJIU3 PhIHKA

KoHnTpoJibHbIe padoThI

HE MPEAYCMOTPEHO

JlabopaTopHblie padoThl

HE MPEAYCMOTPEHO

Tema 2.5 Cpeacra MmyJibTUMeIHA.
JleMOHCTPALIMOHHASA TEXHUKA

IIpoexkunoHHbIE yCcTpolicTBA. MyIbTUMEIUNHBIE TIPOEKTOPHL. 2
MyneTumeauiiabie cpeacTa. dnuauockorn. Ciaaia-nmpoekropsl. BuaeocTeHsl.
[IpoeKIMOHHBIE SKPAHbI

IIpakTHyeckoe 3ansaTHe NeS 2




HacTpoiika mpoeKIMOHHBIX YCTPOUCTB. PaboTa ¢ IeMOHCTpAIIMOHHOW TEXHUKOM

CamocrosiTesibHas padoTa 00y4yaromuxcs
1. Co3nath npe3eHTanuio Ha Temy «CpelicTBa CBA3H»

KoHnTpoJibHbIe padoThI

HE MPEAYCMOTPEHO

JlabopaTopHbie padoThl

HE MPEAYCMOTPEHO

Paznen 3. Oprann3alilioHHO-TeXHHYECKHE CPEACTBA NMPH padoTe ¢ 0yMaKHOM JOKYMeHTalueil

Tema 3.1. Cpencrpa 1
COCTABJICHUS] OPUTHHAJIOB
AOKYMEHTOB

[ToHsiTHE TEXHUUECKUX CPEACTB yIpaBieHuUs. IIoHsITHE TEXHUYECKUX CPENICTB 2
COCTABJICHUSA W M3IrOTOBJICHUSA JOKYMCHTOB M UX KHaCCH(I)I/IKaLII/ISI

IIpakTHyeckoe 3ansATHEN2O 2
CocraBiieHHue 1 O(bOpM.]'IeHI/IC JAOKYMECHTOB C UCITIOJIb3OBAHHUEM CPEACTB

COCTAaBJICHUA JOKYMCHTOB

CamocrositenbHas padora: [lepeunciure ocHOBHBIE BUABI OQUCHBIX paboT, 2

KOTOPBIC BOSHHUKAIOT IPU JOKYMCHTAIITHOHHOM obecrneyeHnu YHOpaBJICHUA

KoHnTpoJibHbIe padoThI

HE MPEAYCMOTPEHO

JlabopaTopHblie padoThl

HE MPEAYCMOTPEHO

Tema 3.2.
Knaccupukanus cpeacrs
00padOTKM TOKYMEHTOB

MaiuuHsl 151 IeperieTHO-OpoIopoBaHHbIX padoT. Ckperuistoriee
o0opynoBanue. HazHauenue, mpyHLKIT ACHCTBUSA, UCTIOIB30BaHUE CPE/ICTB
00pabOTKH TOKyMEHTOB B JIEJIONPOU3BOJCTBEHHOM CiTy>k0e. MaluHbl 715 3aIUThI
JIOKYMEHTOB OT HEOpEKHOTro XpaHeHusi. bymaropesarenbHoe 060py10BaHKE.
Haznauenwue, npuHUIun AeHCTBUS, HCIIONB30BAHNUE CPEICTB 00PaOOTKH JOKYMEHTOB
B JICJIONPOM3BOICTBEHHOM CITy»x)0e

2

IIpakTH4Yeckoe 3aHsITHE

HE MPEAYCMOTPEHO

CamocTosTeabHas padora HaznaueHnue, nmpuHIUNI AEHCTBUS, UCIIOIH30BaHUE
CpeacTB 00pabOTKU JOKYMEHTOB B JICJIONPOU3BOJICTBEHHON CITYKOE

2

KoHnTpoJibHbIe padoThI

HE MPEAYCMOTPEHO

JlabopaTopHbie paboThl

HE MPEAYCMOTPEHO

Paszpnen 4. CoBpeMeHHBbIE CPeACTBA TEJIEKOMMYHHKAIIMA M CBSA3HM

Tema 4.1. ABTOMATH3NPOBAHHASA
nepenaya uHdpopmannu

CoctaB u xapakTepucTuka cuctem nepenayn nudopmanuu. Knaccupukanus
KaHaJioB cBsi3u. CiocoObl U CpeJICTBA MepeAadu CUrHaIa

KoHnTpoJibHbIe padoThI

HE MPEAYCMOTPEHO

JlabopaTopHblie padoThl

HE MPEAYCMOTPEHO

IIpakTH4Yeckoe 3aHsITHE

HE MPEAYCMOTPEHO

CamocrosiTesibHasi padoTa

HE MPEAYCMOTPEHO

Tema 4.2. Cpeacrpa cBsi3H

4.2.1 Tenehonnas cBsi3b. CTpyKTypa ¥ NPUHIIMI JCHCTBUS TeIEPOHHOMN CBI3U
Pannorenedonnas cBsizb. becnpoBoanas Tenedonnas cBsizb. COTOBBIE CHCTEMBI

4




CBSI3H.
Tenerpadnas u pakcumuiibHas cBsi3b. BuneokondepeHumu.

4.2.2 I'nob6anwuas undopmarmonnas cetb MHTEPHET. Mctopust BO3HUKHOBEHMUS.
Crannaptsl o0meHus B cetn. Cioco0s! moaxmroueHuss K UHTEPHET.
OnexTpoHHas mouta. OCHOBBI pabOTHI ¢ IPOrPaMMON JIEKTPOHHOM MOYTHI
(mony4eHue, OTIPaBJICHUE COOOLIEHUH U Ap.

IpakTuyeckne 3ansTust Ne7: CoBpeMEHHbIE CPEJICTBA TEIEKOMMYHUKALUU U
ces3u. OTpaBKa MUCEM IEKTPOHHOM NouyTol. OTnpaBKa MUCEM AIEKTPOHHOMN
IIOYTOM CO BJIOYKEHHBIM JOKYMEHTOM

IIpakTnyeckas padora Ne§ Cunxponusanus 1K u renedona

p—

CamocrositenbHas padora: [lonroroska pedepaToB ¢ UCIONB30BAaHHEM
KOHCIIEKTA, IONOJHUTEIBHON TMTEPATYPhI, PECYPCOB UHTEPHET MO TEMATHKE:!
- MOAEMBI U UX THUIIbI

- IEpCOHAJIbHAsA CIIYTHUKOBAs CBA3b

- TIONCKOBBIC CHCTEMEBI B Poccuu

- 3JIEKTPOHHAs IOYTa

KoHnTpoJibHbIe padoThI

HE MPEAYCMOTPEHO

JlabopaTopHblie paboThl

HE MPEAYCMOTPEHO

Bcero

66

Jl1g XapaKTepUCTUKHU YPOBHSI OCBOEHMSI y4€OHOr0 MaTepHralla UCIOIb3YIOTCS ClIEAYyIoINe 0003HAUECHUS:

1. — 03HaKOMUTENBHBIN (y3HABAaHHE paHee U3yYCHHBIX OOBEKTOB, CBOMCTB);

2. — penpoayKTUBHBIN (BBIIIOJIHEHUE AEATEILHOCTU 110 00pa3ily, UHCTPYKIIMU WM 110/ PYKOBOJICTBOM)

3. — IpOAYKTUBHBIN (TUTAHUPOBAHHUE U CAMOCTOSITETILHOE BBHITIOJHEHUE ICATEIILHOCTH, peIlIeHHE MPOOJIEMHBIX 3a71a4)

10




3. YCJIOBUSA PEA/INBALIMU TPOI'PAMMBI IMCIHHUTIJINHBI

3.1. TpeOoBanuss K  MHHMMAJIBHOMY  MAaTepPHAJIbHO-TEXHHYECKOMY
ol0ecrne4eHnIo
Peanuzauus mporpammbl AUCHUIUIMHBL TpeOyeT Haiuuusg y4yeOHoro kaOuHeTa

JIOKYMEHTAIIMOHHOTO oOecrieueHust yIpaBJeHuUs; naboparopuu

I[OKYMCHTOBCI[GHHH.

Kaouner loKyMeHTALIMOHHOTO 00ecneYeHust 143600, MockoBckas 00acTh, T.

ynpaBJieHHus Bonokomnamck, yin. HoBo-Connarckas,
29

VYueOHas ayTuTOpHS U151 IPOBEICHUS 3aHATUI ayn. 20a

JIEKUMOHHOI'O TUNA; 3aHATHI CEMUHAPCKOTO THUIIA; 3aHATUN
MPAKTUYECKOr0 TUIIA; IS TEKYIIETO KOHTPOJIS U
MIPOMEXKYTOYHOH aTTEeCTAI[NHN; CAMOCTOSTEIILHOU PabOTHI

PaGouune mecra obyuaromuxcs; Pabodyee mecto
npernoaaBaTens; 4 pabo4rx MECT 00yUaroIIHXCs
ocHauieHHble [IDBM ¢ nojkioueHneM K ceTu UHTEPHET U
o0ecreyeHneM JI0CTyTa B JIEKTPOHHYIO HH(POPMALIMOHHO-
00pa3oBaTeNbHYIO Cpey YHHUBEPCUTETA U JIEKTPOHHBIE
OMOIMOTEYHBIC CHCTEMBI.

JluieH3nOHHOE MPOrpaMMHOE 0OeCIIeUeHHE:
Microsoft Windows 7 (Ne 48235645)
Microsoft Office 2010 (Ne 61160074)

JlabopaTopusi /lokymMeHTOBe1eHUSA 143600, MockoBckast 00J1aCTh, T.
Bonoxonamck, yin. HoBo-Congatckas,

VYueOHas ayTuTOpHS U1l IPOBEICHUS 3aHATUI 29

MPAaKTUYECKOTO THIIA; JJISl IPOBEACHHS IPYTIIOBBIX U ayn. 35a

VHJVBHIyaJIbHBIX KOHCYJIBTALMM; I TEKYILLErO0 KOHTPOJIS
Y IIPOMEKYTOYHOM aTTECTaluU

Pabouune mecra obyuaromuxcs; Pabodyee mecto
npenojaasatesis, ocHanieHHoe [I19BM ¢ nogkimouenueM k
CeTH MHTEPHET; 7 paboynx MecT 00y4aromuxcs
ocHaueHHble [I9BM ¢ nojkimoueHneM K ceTu UHTEPHET U
o0ecreyeHrneM JI0CTyTa B JIEKTPOHHYIO HH(POPMALIMOHHO-
oOpa3oBaTenbHy0 cpefly YHuBepcurera; KinaccHast 1ocka;
[IpoexTop nepenocHoit; Kononku; 3sykoBoe
obopyioBaHue.

JluieH3nOHHOE MPOrpaMMHOE 0OeCIIeUeHHUE:

Microsoft Windows 10 (Ne 03307-143-612-217, 03307-
143-612-270, 03307-143-612-221, 03307-143-612-232,
03307-143-612-218, 03307-143-837-177, 03307-143-837-
195, 03307-143-837-199)

Microsoft Office 2010 (Ne 61160074)
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3.2. UudopmannoHHoe odecnievyeHne 00yueHust

Ilepeuenb pexoMeHayemMbIX yuyeOHbIX wu3gaHuii, HWHTepHeT-pecypcos,
JAOIOJHUTEJIbHOM JIUTePaTypPbl
OcCHOBHBIC HCTOYHUKH:

1. Eropos, B. Il. JlokymeHTOBeneHHE U JOKYMEHTAllMOHHOE OOecredeHue
YIOPABJIECHUS B YCIOBUSAX HU(PPOBOM S3KOHOMHKH : YU4EOHOE MOCcOOHe AJisl CIO
/ B. I1. Eropos, A. B. CnunskoB. — Cankt-IletepOypr : Jlans, 2021. — 372
C.

2. Immos, O. B. CoBpeMEHHBIE TEXHOJOIMM M TEXHUYECKHE CPEICTBA
uHpopmatuzauuu : yueOHuk / O.B. IIumoB. — MockBa : UHOPA-M,
2022. — 462 c. + lon. marepuansl [DnekTpoHHbl pecypc]. — (Cpeanee
npodeccuoHanbHOe 00pa3oBaHuE).

JlonmoJIHUTEeIbHbIE€ HCTOYHUKH:

1. Kabamos, C. IJ. DiuekTpoHHOE MpPaBUTEIBCTBO.  DJIEKTPOHHBIM
nokymMeHToo0opoT. TepMunbl u onpeneneHus : yuebnoe nocodue / C.1O.
KabamoB. — Mocksa : UH®PA-M, 2021. — 320 c.

2. DNEeKTpOHHBIM  JOKYMEHTOOOOpOT u  oOecrneueHue  0e30MacHOCTH
cranaaptHbeiMu  cpeactBamu WINDOWS : yuyeGHoe mnocobue / JL.M.
Esnokumona, B.B. Kopsokun, A.H. [1eupkun, O.I'. 11IBeukoBa. - Mockaa :
KVYPC, 2019. - 296 c.

HNuTepHeT-pecypesbl:
1. http://znanium.com/O00 ANEKTPOHHO-OUOIMOTEYHAs cucrema
"SHAHUYM"
2. https://e.lanbook.coom/ OOO MznarensctBo «JIAHDBY
3. http://biblioclub.ru/ OBC «YHuBepcuterckas OuOIMOTEKA OHIANH
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4. KOHTPOJIb U OLIEHKA PE3YJbTATOB OCBOEHUSI
JUCLHUATIIAHBI

KOHTpOJIL H OIEHKa pC3yjbTaTOB OCBOCHUA AOUCHUINIMHBI OCYIICCTBIIACTCA
npenoaaBaTciicM B IPOLUECCC NPOBCACHUA MMPAKTHICCKHUX SaHHTHfI, TCCTUPOBAHUA,
a TarxKKC BbIINOJIHCHUA O6yanOHlHMHCﬂ HHAWBUYaJIbHBIX SaﬂaHHﬁ, ITPOCKTOB,

HCCIIEIOBAHUM. Hrorosas
AU(PPepeHIMPOBAHHOIO 3a4ETA.

aTTeCTanusa

OCYIIECTBIISIETCA B dbopme

Pe3yabTaThl 00yueHus
(0CBOECHHBbIE YMEHUsl, YCBOCHHbIE 3HAHMS)

@DopMBbI U METOAbI KOHTPOJISI U OLIEHKHU
pe3yabTaToB 00y4eHusl

1

2

YMenus:

D¢ hHeKTUBHO UCTIOIB30BATH OCHOBHbBIC
BH/JIbl OPTaHU3AIMOHHONW TEXHUKH B
COOCTBEHHOU JIEATEIbHOCTH

MPaKTUYECKUE 3aHATHUS;
KOHTPOJIbHBIE Pa0OTHI.

DKcnepTHasl OLIEHKa JEMOHCTPUPYEMBIX
3HAHMM B Mpolecce  ayJUTOPHBIX,
IIPAKTUYECKUX 3aHATUH.

2. OueHka pe3ysbTaTOB BHEAYAUTOPHOMU
(camocTosiTeTbHOM PabOTHI).

3. DOKchepTHas OILIEHKA BBINIOJHECHUS
HNPAKTUYECKUX 3aaHUN Ha
nuddepeHnpOBaHHOM 3a4eTe.

3HaHuA:

CpencTBa XxpaHeHUs, IOUCKA U
TPAHCIIOPTUPOBAHUS IOKYMEHTOB.

Onpenenenue, Ha3HAYEHUE CPEICTB
OpPITEXHHUKHU

[IpomexyTounas arrectanust B (opme
g depeHInpoBaHHOrO 3a4eTa.
CobecenoBanue, KOHTpOJbHas padora,
pedepart, npakTH4YeCKUe padOoThlI.
CobecenoBanue, KOHTpOJbHas padora,
pedepat, mpakTuyeckas padoTa.

1. DKcnepTHas OLICHKA
JEMOHCTPUPYEMBIX 3HAHUU B TpoLecce
ayJIUTOPHBIX, MPAKTHUECKUX 3aHATUH.

2. OueHka pe3ysbTaTOB BHEAYAUTOPHOMU
(camocTosATENBHOMN paboTHI).

CDOpMBI U MCTOABI KOHTPOJSI M OHLCHKH PC3YJILTATOB O6yquH$I JOJIDKHBI

MO3BOJISITH MPOBEPSTh Yy OOYYAIOIIMXCA pa3BUTHE OOIIMX U CHOPMUPOBAHHOCTHU

npo¢deCCUOHANIBHBIX KOMIETEHIUM, 00ECIIEYNBAIOIIUX UX YMEHUMH.
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PesyabraThl
(ocBOEHHBIE 001IIME,
npogeccuoHaIbHbIE
KOMIIETEHIVM)

DopMBI 1 METOAbI
KOHTPOJIA

OCHOBHbBIC MOKA3ATEJIN
OLICHKHU pe3yJbTaTa

OK 1. Ilonnmats
CYIIHOCTh ¥ COLIMATIbHYIO
3HAYUMOCTb Oyy1Iei
npodeccuu, MposIBIATh K
HEW YCTOMYUBBIA UHTEPEC.

DKcIepTHOE HAOII0ICHHE
Y OLIEHKA JESTEIbHOCTH
oOy4Jaroniuxcs B mpouecce
OCBOEHUS TIPOTPAMMBI.

JleMOHCTpalus uHTepeca K
Oynyuiei mpodeccuu.

OK 2. OpranusoBsIBaTh
COOCTBEHHYO
JesITeIbHOCTD, UCXOIS U3
LEJIU U CIIOCOOO0B €€
TOCTHKCHHUSI,
OTIpEeAEeTIEHHBIX
PYKOBOJHUTEIIEM.

DKcIepTHOE HAOII0ICHHE
Y OLICHKA JIESITETbHOCTH
MIPY BBIMOJIHEHUH
NPAKTUYECKUX 3aHATUM.

JleMoHCTpanus
OpraHu3ali COOCTBEHHOM
NEATeNbHOCTU, UCXOMS U3
1[eJI1 U CIIOCOOOB ee
JOCTUKECHUSL.

OK 3. AHanm3upoBaTh
pabouyro cUTyaIuto,
OCYILECTBJIATh TEKYLUN U
WUTOTOBBIA KOHTPOJIb,
OLICHKY U KOPPEKIIUIO
CcOOCTBEHHOMU
NEATENbHOCTH, HECTH
OTBETCTBEHHOCTb 3a

pe3yJbTaThl CBOCH pabOTHI.

DKcIepTHOE HAOII0ICHHE
Y OLIEHKA JESTEIbHOCTH
oOy4Jaromuxcs B peuieHuu
CTaHJIAPTHBIX U
HECTaH/IaPTHBIX
po(ecCUOHANBHBIX 3aa4.

JleMoHCTpanus aHanusa
pabouuil CUTyaluu,
OCYIIECTBIICHUE TEKYIIETO
¥ UTOTOBOT'O KOHTPOJIS,
OLIEHKH U KOPPEKIIUU
cOOCTBEHHOU
TesITEeNIbHOCTH,
OTBETCTBEHHOCTH 32
pe3yabTat cBoeil paboThI.

OK 4. OcyuiectBasiTh
MOMCK MH(popmanuu,
HEO0OXOAUMOM ISl

3¢ exTuBHOTO
BBITIOJIHEHHUS

po(ecCHOHANIBHBIX 3a/a4.

DKcIepTHOE HAOII0ICHHE
Y OLIEHKA JESTEIbHOCTH
oOyyarommuxcst B
OCYIIECTBIICHUH TTOMCKA
uH(popmanuuy,
HEO0OXOAUMOM ISl

3¢ pexTuBHOTO
BBITIOJTHEHHSI
podecCHOHANIBHBIX 3a4a4.

JleMOHCTpanus noucka
HEO00XOqUMOH
uH(popmManuu u3
Pa3IUYHBIX UICTOYHUKOB
BKJIFOYAsl 3JIEKTPOHHBIE.

OK 5. Ucnonp3oBaTh
MH(}OPMATMOHHO-
KOMMYHUKAIIMOHHBIE
TEXHOJIOTHH B
npodecCuOHAbHON
AESITETbHOCTH.

DKcIepTHOE HAOII0ICHHE
U OLIEHKA JESTEIbHOCTH
oOyyJaronuxcst npu
MPOBEICHUH MPAKTHIECCKUX
3aHSATUU.

JleMoHCTpanus
oopMIIEHUs PE3YIHTATOB
CaMOCTOSITEIbHOU
paboThI U MPOEKTHON
JESTENbHOCTHU C
ucnoisb3zoBanuem UKT.

OK 6. PaGorats B
KOMaH/[ie, 3 (HEKTUBHO
00IIaThCS ¢ KOJUICTaMU,
PYKOBOJICTBOM,
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KIIMCHTaMU.

O0OPP3BBATEABHIOVIT
TIDOCPRAANNGE.

oOGyreenmas

OK 7. UcnonHsTh
BOMHCKYIO 00513aHHOCTb, B
TOM YHUCJIE C TPUMEHEHHEM
MOJTYYCHHBIX
npodeCCUOHAIBHBIX
3HaHUM (17151 FOHOIIEH ).

DKcIepTHOE HAOII0ICHHE
Y OIICHKA Ha ayIUTOPHBIX U
BHEAYUTOPHBIX 3aHITHUSIX.

JleMoHCTpanus
TOTOBHOCTHU K UCIIOJTHEHHUIO
BOUHCKOU 00SI3aHHOCTH.

IIK 1.1. IIpunnmats u
pPErucTpupOBaTh
MOCTYIAIOIYIO
KOPPECIIOHJCHIUIO,
HaIIpaBJIATh €€ B
CTPYKTYpPHBIE
NOApa3AeICHUs
OpraHU3aLUH.

DKcIepTHOE HAOII0ICHHE
Y OLIEHKA JESTEIbHOCTH
oOy4Jaroniuxcs B mpouecce
MPOBECHUS MPAKTUIECKUX
3aHSATUN.

YMeHue npuHuMarh 1
pPErucTpUpOBaTh
MOCTYIAIOIYIO
KOPPECIIOHJCHIUIO,
HaIIpaBJIAATh €€ B
CTPYKTYpHBIE
NOApa3AeICHUs
OpraHU3alLHH.

IIK 1.2. PaccmaTpuBath
JOKYMEHTHI U IIEpEaBaTh
MX Ha UCIIOJIHEHHUE C
YYETOM PE30JIIOLAN
PYKOBOIMUTEIIEN
OpraHH3alHH.

DKcIepTHOE HAOII0ICHHE
U OLIEHKA JESTEIbHOCTH
oOy4Jaroniuxcs B mpouecce
MPOBECHUS MPAKTUIECKUX
3aHSATUN.

YMeHue uzyyarb
JOKYMEHTHI U IIEpENaBaTh
MX Ha UCIIOJIHEHHUE C
YYETOM PE30JIFOLAN
PYKOBOIMUTEIIEU
OpraHH3alHH.

IIK 1.3. Opopmiaste
PETHCTPAIIUOHHBIC
KapTOYKH U CO3/1aBaTh
OaHK JaHHBIX.

DKcIepTHOE HAOII0ICHHE
Y OLICHKA JESTEIbHOCTH
oOyyJaroniuxcs B mpouecce
MPOBECHUS MPAKTUIECKUX
3aHSATUN.

YMenue opopMIIATh
PETHCTPAIUOHHBIC
KapTOYKH U CO3/1aBaTh
OaHK JaHHBIX.

IIK 1.4. Bectu kapToTeKy
ydeTa MpOoXOKIACHUS
JOKYMEHTAJIbHBIX
MaTepraJIoB.

DKcIepTHOE HAOII0ICHHE
U OLIEHKA JESTEIbHOCTH
oOyyJaroniuxcs B mpouecce
MPOBECHUS MPAKTUIECKUX
3aHSATUN.

YMeHue BECTU KapTOTEKY
ydeTa IpOXO0XKACHUS
JOKYMEHTAIBHBIX
MaTepHUaOB.

IIK 1.5. OcyuiectBasiTh
KOHTPOJIb 3a
MPOXOXKJIECHUEM
JIOKYMEHTOB.

DKcIepTHOE HAOII0ICHHE
Y OLIEHKA JESTEIbHOCTH
oOy4Jaroniuxcs B mpouecce
MPOBECHUS MPAKTUIECKUX
3aHSATUN.

YMeHune oCylIeCTBICHUS
KOHTpPOJIA 32
MPOXO0XKJACHUEM
JOKYMEHTOB.

15




IIK 1.6. OTnpaBiATs
HCIIOTHEHHYIO
JOKYMEHTAIIUIO aJpecaTram
C IIPUMEHEHUEM
COBPEMEHHBIX BUOB
OpTraHU3aLMOHHOMN
TEXHUKHU.

DKcIepTHOE HAOII0ICHHE
Y OLIEHKA JESTEIbHOCTH
oOy4Jaroniuxcs B mpouecce
MPOBECHUS MPAKTUIECKUX
3aHSATUN.

YMeHue OTIpaBiIATh
WCIIOJITHEHHYIO
JOKYMEHTAIIMIO aJipecaTam
C IPUMEHEHHEM
COBPEMEHHBIX BHJIOB
OpTraHU3aIlMOHHON
TEXHUKHU.

[IK 1.7. CocraBnsars u
0(OpMIISITh CITY>KEeOHbIE
JTOKYMEHTBI, MaTEPHAITBI C
WCIIOJIb30BaHUEM
(hopMyIISIpOB TOKYMEHTOB
KOHKPETHBIX BHJIOB.

DKcIepTHOE HAOII0ICHHE
Y OLIEHKA JESTEIbHOCTH
oOy4Jaroniuxcs B mpouecce
MPOBECHUS MPAKTUIECKUX
3aHSATUN.

YMeHue coCTaBIsATh U
0(pOpMIISITh CITy>KeOHbIE
JTOKYMEHTBI, MAaTEPHAITBI C
HCITOJIb30BAaHUEM
bopMyIIIpOB TOKYMEHTOB
KOHKPETHBIX BUJIOB.
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5. MPHJIOKEHHUE
K pafoueil mporpaMMme JMCHUIIMHBI

IlnanupoBaHue y4eOHbIX 3AHATHH C MCI0Jb30BAHUEM AKTHBHBIX M
HHTEPAKTUBHBIX (OPM U MeTOI0B 00y4YeHHsI 00yYAIOLIUXCH

AKTUBHEBIE U

Konapt
Ne UHTEPAKTUBHBIC
Tema yyeOHOTO 3aHATHSA bopmupyeMbIx
n/m (bopMBI 1 METOIBI o
KOMITETEeHITNH
00yueHus
1 MmuoxutensHas Texuuka. Ckanep. Konup. MOY HnrepakruzHas OK.1; OK.6;
JIEKLMS I1K1.7
) CpenctBa MysbTuMeua. JleMoHCTpalMoHHas KomnbrotepHast OK.1: OK.6:
TEXHUKA CUMYJISIIUS
WNHrepakTuBHAas OK.1:
TIeKIHS,
3 ABTOMaTH3MpPOBaHHAs Mepeaada HHGopMaIuu K OK.04;0K.6;
OMITBIOTEpHAs TIK1.5: TIK1.6
CHUMYJISLINS,
4 CrecTRa CBA3M [Ipecc- OK.1; OK.02;
el KOH(epeHIHs OK.05 OK.06;
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6.JIUCT PETUCTPAIIMA U3SMEHEHUI

No Coneprxanrie U3MEHEHUS PexBusuThl Hara
/I JOKYMEHTa BBEJICHUS
00 yTBEpXKAECHUU | HU3MEHEHUS
H3MEHEHHUS
1 | YTBepxkeHa u BBeIECHA B ACHCTBUE PEIICHUEM Y UEHOTO IIpoTokon
Eﬁ];?;?))@rsoy BO «MI'VTVY um. K.I'. PazymoBckoro 3aC]eVI9la6HHH 01.09.2020r-
ot «02» maprta
2020 r.
2 | AKTyanu3upoBaHa ¢ y4eTOM pa3BUTHUSl HAYKHU, KYJIbTYpBI, ITporoxon 30.08.2021r.

HSKOHOMHKH, TEXHOJIOTMH W COIMAIbHOH cdepbl u
BBEJICHA B JieiicTBUE pereHueM YdeHoro copeta @I'bBOY
BO «MI'YTYVY um. K.I'. Pazymosckoro (ITKVY)»

3acemanus Ne 1
oT «30» aBrycra
2021 r.
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