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1. ITacnopT paGouei mporpaMmMbl JMCHHUIIIHHbI
1.1. ObuacTh NpUMeHeHHUs TPOrPaAMMBbI
Pabowyas nmporpamMma  JUCHMIUIMHBI —  SIBJISETCS  YacTbiO  MPOrpaMMbl  HOJATOTOBKHU
KBaJIM(UIMPOBAHHBIX pabounx, ciayxamux B coorBerctBUuru ¢ ®I'OC CIIO mo mpodeccun 034700.03;
46.01.03 Jlenonpon3BOAUTEND.

1.2 MecTo IMCUMIUIMHBI B CTPYKType OCHOBHOH NpodecCHOHAIBHONH 00pa3oBaTe/JbHOM
NPOrpaMMBeI:
Jucnuminnaa OI1.04 Oprann3anoHHas TEXHUKA BXOAUT B 0011enpoecCHOHAIBHBIN UK.

1.3 llesin 1 3a0a4M JMCUMILUIMHBI - TPEOOBAHNS K Pe3y/JIbTATAM OCBOCHHS IMCUMILIUHBI:
B pesynbprare ocBOCHUS AUCIUTUTHHBI 00YYarONTUHCS JOJKEH
YMETB:
— 2(¢eKTUBHO WCIOIH30BaTh OCHOBHBIC BHJIBI OPraHWU3AlMOHHOW TEXHUKH B COOCTBEHHOU
NeSITeNIbHOCTH;
3HATh:
— CpeAcCTBa XpaHEHHUS, MOMCKA U TPAHCTIOPTUPOBAHUS JOKYMEHTOB,;
— ompejaeneHne, HA3HAYECHUE CPEACTB OPTTEXHUKH.

Brimycknunk, ocBousmmii [TTIKPC CITO, momken o6manaTs:

- 00IMMH KOMIIeTeHIUSIMH, BKJTIOYAIOIIUMU B c€051 CIIOCOOHOCTD:

OK 1. [loHumatp CymIHOCTh U COLMAJIBHYIO 3HAYUMOCTh OynyIied npodeccuu, NposBIATh K HEil
YCTOWYMBBIA UHTEPEC.

OK 2. Opranu3oBbIiBaTh COOCTBEHHYIO JESITEIBHOCT, UCXOIS U3 LIETU U CIIOCOO0B €€ TOCTHKEHUS,
OIIPEACIEHHBIX PYKOBOIUTEIIEM.

OK 3. AnanusupoBaTh paboudyl0 CHUTYAIMIO, OCYIIECTBIATh TEKYIIUH W HTOTOBBIM KOHTPOJIb,
OLIEHKY U KOPPEKIIMIO COOCTBEHHOM JIEATETLHOCTH, HECTH OTBETCTBEHHOCTD 32 PE3yJIbTaThl CBOEH paboThI.

OK 4. OcymectBnsaTe ToucK HHGOPMAIMH, HEOOXOAUMOW sl 3(P(PEKTUBHOTO BBIMOTHEHUS
npogeccuoHaIbHbIX 3ajay.

OK 5. Hcnonb3oBaTh HMH(OPMALMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTUH B NMPOQecCHOHANIbHON
JESATEIIHOCTH.

OK 6. Pabortats B komaH/€e, 3PPEeKTUBHO 00IIATHCS C KOJIJIETaMH, PyKOBOACTBOM, KITUCHTaAMHU.

OK 7. McnonHATh BOMHCKYIO OOS3aHHOCTH <*>, B TOM 4HCJIE C NPUMEHEHHEM I0Jy4YeHHBIX
pohecCHOHATBHBIX 3HAHUH (IS FOHOLIEH ).

- npodecCHOHANBHBIMM  KOMIIETCHIUSIMH,  COOTBETCTBYIOIIMMHM  OCHOBHBIM  BHJaM
npogecCHOHAIBHOM 1eATeIbHOCTH:

[IK 1.1. IlpuHuMaTh W pErUCTPUPOBATH MOCTYMAIOIIYI0 KOPPECIOHACHLMIO, HAINpaBIsSITh €€ B
CTPYKTYPHBIE NTOAPA3JEICHNS OpraHU3aluy.

[IK 1.2. PaccmaTpuBaTh NOKYMEHTHI M TNepefaBaTb MX Ha HUCIOJHEHHE C Y4YE€TOM PE30JHOLUU
PYKOBOIMTENEN OPraHU3ALNH.

[IK 1.3. OdopmisaTs perucTpaliioOHHbIe KAPTOUKH U CO3AaBaTh OAHK JaHHbIX.

IIK 1.4. Bectu kapTOTEKy y4eTa IPOXOKACHHUS JOKYMEHTAIbHBIX MaTEPHAIIOB.

[IK 1.5. OcyiiecTBisTh KOHTPOIb 32 MPOXOKIEHUEM IOKYMEHTOB.

[IK 1.6. OrmpaBnaTh MCHOJHEHHYIO JOKYMEHTAILMIO ajapecaraM C NPUMEHEHMEM COBPEMEHHBIX
BUJIOB OPraHU3allMOHHON TEXHUKH.

IIK 1.7. CoctaBnsth U O(QOPMIATH CiIyKeOHBIE IOKYMEHTBI, MaTepualbl C HCIOJIb30BaHUEM
bopMyIsipoB JIOKYMEHTOB KOHKPETHBIX BU/JIOB.
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1.4 Ko1n4ecTBO 4aCOB HA OCBOCHHE TUCHUIIMHLBI:
Cemectp(bl) 6;

MaxkcumanbHON yueOHON Harpy3ku oOyuvaromerocst 93 yacos, B TOM YHCIIE:

00s13aTeIFHON ayTUTOPHOM HArpy3Ku oOydaromierocs 68 4acos;
caMoCTOsITeNIbHON paboThl o0yyaroierocst 34 yacos.

2. CTpyKTypa M coaep:KaHue TUCHMILINHBI

OOBeM TUCIMIUIMHBI U BUABI Y4eOHOU pabOThI

Buj yueOHoit padoThl O0bem
4acoB

MaxkcumasbHasi yueOHasi Harpy3ka (Bcero) 93
O0s3aTesibHAs1 Ay IUTOPHAsl yueOHasi Harpyska (Bcero) 68
B TOM YHUCIJIE:
nmabopaToOpHBIC 3aHATHS
MPaAKTUYECKUE 3aHATU 34
CamocTosiTesibHasi padoTa o0yualonierocsi (Bcero) 34

CEeMeCTp)

dopma NpoMeKyTOYHON aTTeCTalluu M0 JUCHUILTHHE — AU(depeHInpOBaHHbIHN 3aueT (6
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2.2 TemaTH4ecKuii IJIaH U coacpiKaHne NUCHUITIJIUHDbI

HaumeHoBaHue pa3eioB U TeM Copep:xanue yueGHOT0 MaTepHuaJia, JaGopaTopHble padoThl U MPaKTHYECKHe 3aHATHS, O6beM yacoB YpoBensn
CaMOCTOsITeJIbHAs padoTa 00yYalomuxcs OCBOEHHSI
1 2 3 4
Pazgen 1. Ocnamenne opuca niist
yHpaBJIeHYeCcKOii esITeTbHOCTH
Tema 1.1 Texauueckoe ocHalIeHHE Coaep:xanue yueOHOro MaTepuasa 4 1
pabodero mecta genonpounssoaurens | CoBpemenHblie nH(opMmarmonusie TexHomorun B JJOY. Texauudeckoe ocHameHne pabodero Mecra
nenonpousBoautes. Tpebosanmst Th Tpyna.
IIpakTHyeckue 3aHATHSA 2 2
Onpenenenne, Ha3HAYCHUS! U KJIACCU(HKALMS CPEACTB OPITEXHUKH
Tema 1.2 OpranuzanroHHO- Coaep:xanue yue0OHOro MaTepuasa 4 1
TEXHUYCCKUE CPECTBA ITPU pa60Te C Cpe}lCTBa COCTaBJICHUA U U3TIOTOBJICHUA JJOKYMCHTOB. Texnuueckue CpeacCTBa, UCIOJB3yEMBIC IJIA
OyMakHOM HHPOpMAITHEH nsroroBneHus qokymenra. [lumymue mammaku (ITM); [IpuaTtep; Konmp; Pusorpad; Cxkanep; MOV:
KIaccu(UKaIys, BUIbI, TEXHUIECKUE U SKCIUTyaTallMOHHbBIE XapaKTEPHUCTHUKH. BO3MOKHOCTH.
[MpuHIMT paboTHI.
IpakTnyeckue 3aHATHSA 16 2
[TmaHupoOBKa TEXHUYECKOT'O OCHAIIEHHSI OPTaHN3aMOHHON TEXHUKON M «MaJIoi» OPITeXHUKOI. 2
CocraBiieHre 1 HAOOp TEKCTOBBIX JIOKyMEHTOB. 2
Brmonaenne negatHeix padot Ha [IM. 2
BrmmonHenne KoppekTypsl fokyMeHTa Ha [IM. 2
KomrmnekcHast paboTta pacriedaTky JOKyMeHTa (II0JIHas!, BBIOOPOYHAs M YaCTHYHAS 11€4aTh). 2
BeimonHeHe KOMAPOBaIbHBIX PaboT. 2
KomrunekcHast paboTa ckaHUpOBaHHS JOKYMEHTa (TeKCTa, KapTHUHKH, TaOJInIIbI). 2
KomrmuiekcHast pabora Ha MOY. 2
KonTpoabHas padora «OpraHu3allMOHHO-TeXHHMYeCKHe CpeACcTBa 00padoTKN OyMasKHOM 2 3
HH(popManuen»
CamocTosTeIbHASI padoTa 00yYaIOLIHXCS 4 3
1. CocTaBneHue OMOPHOTO KOHCIEKTA 10 TeMe «CpencTBa OPITEXHUKH, OTIPE/IENICHNE, Ha3HAUEHHE;
KiaccuduKkanms»
2. N3yunts CanlluH 2.2.2/2.4.1340-03 «'mrneanveckue tpedosanus k I[1K 1 9BM u opranuzanun
padoTh
V3yyeHne KOHCIIEKTOB 3aHSTHI, COCTABICHUE OIIOPHBIX CXEM;
Tema 1.3 Texuudeckue cpencTsa Coaep:xanue yueOHOIo MaTepuasa 4 1

(huHUITHON 00pabOTKH TOKYMEHTOB

Texuuueckue cpencTsa 00pabOTKH JOKYMEHTOB. MalIiHEI [T IePEIIETHO-OPOIIIOPOBOYHBIX padoT.

Ckperurstroniee o6opyoBanne. MammHs! U1 0OPMHUTETBCKUX PadOT. MalvHBI TS 3aIIUThI
JIoKyMeHToB. bymaropesarensHoe o6opynoBanne. Kinaccudukarms.
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IIpakTHyeckne 3aHATHS

BeinonHeHue neperuié THo-0poLIIOpOBOYHBIX padoT.
PaboTta co ckpemsiomuM 060pyA0BaHHEM.
BeinonHenue padoT 10 JIAMUHUPOBAHHUIO TOKYMEHTA.
YHUUYTOXXEHUE JOKYMEHTOB.

Tewma 1.4

CpenctBa 00pabOTKH, TIOUCKA,
XPaHEHUsI U TPAHCTIOPTHPOBAHUS
JOKYMCHTalUU

Coaep:xkanue yueOHOro MaTepuasa

CpencrBa XpaHeHHsl, IOMCKA M TPAaHCIIOPTUPOBAHUSI IOKYMEHTOB. XpaHeHHe OyMakKHBIX JOKYMEHTOB
npon3BoibHOM (hopmbl. KaproTekn. Knaccuduxarms. MukpoduiasMupoBanue U ronorpadupoBaHie
JIokyMeHTOB. Cpe/icTBa TPaHCIIOPTUPOBAHUS JOKYMEHTOB (IIaIlKH, TENEKKH, JTU(QTHI, THEBMOIIOYTA).
Jukrodon. DnekTpoHHbIH opranaiizep. KapMaHHbIH HepcOHaNBHBINA KOMIIBIOTED

IIpakTHyeckue 3aHATHSA

3armoHeHNE KapTOTEYHBIX KapTouek. 2

BrlnonHenue onepanuii Mo TeKyueMy xpaHeHuto 1

BeimonHeHne paboT 1o KpaTKOBPEMEHHOMY XPaHEHHUIO IOKyMeHTal
BeimonHenue paboT 1o MOATOTOBKE JJOKYMEHTa K JUINTEIbHOMY XpaHEHHI02
Beimonnenue pabot 1o coxpaHenuto qokymenrta B Ob/1.1

[Touck moxymenra mo kaproteke, Ob/1.1

Pa6ota co cpeacTBaMu XpaHEeHHUS U TPAHCIIOPTUPOBKHU TOKYMEHTOB. |
PaboTa ¢ coxpaHeHneM 3BYKOBOM mHpopmanmw. 1

10

CamocTosTeTbHAsI padoTa 00y4YaroUXCs
1. IIpopaboTKa KOHCHIEKTOB 3aHATHH, y4eOHOH U crielMabHOM JIUTEpaTyphl.
2. BeInosnHeHne TECTOBOrO 3aJaHUS

1.5 CpeacrBa MynpTHMEIHA.
JleMOHCTpanmoHHas TEXHUKa

Coaep:xanue yue0OHOro MaTepuasa

IIpoexunonHble ycTpoiicTBa. MybTUMEAUMHBIE IPOEKTOPBI. MyIbTUMEIUIHBIE CPELCTBA.
Omuanockorn. Craia-npoektopbl. BumeocteHbl. [IpoeKITMOHHBIC KPaHBI

IpakTH4yeckue 3aHATHSA
HacTtpolika mpoeKIIMOHHBIX YCTPoiicTB. PaboTa ¢ IeMOHCTPAIIMOHHOM TEXHUKOM

CaMocrosiTenbHast padoTa 00y4Yarouxcs

1. Co3nate npe3eHTanuio Ha TeMy «CpencTBa CBI3M»

2. BoInonHuTh TECT

CocTapneHHe OMMOPHBIX CXEM I10 KOHCIIEKTaM 3aHATH (Y4eOHO! InTepaTyphl);
KoHcnekTupoBaHue JOMOIHUTENBHOMN TUTEPATyphl 110 TeMe «OCHOBHOE U JIOTIOJTHUTEIBHOE
anmapaTHoe o0eclieueHNe U OpraHn3allMOHHO-TEXHUYECKHE CPeICTBa pabouero Mecra ceKpeTaps-
pebepenTa

Tema 1.6 Cpenctsa cBsizu

Coaep:xanue yueOHOro MaTepuasa

Tenedonnas cBsi3b, aBrooTBeTUMK. OnekTpoHHass oducHas ATC. CpenctBa (GpakCUMHIBHOW CBSI3M.

CoroBas cBsi3b. CIIyTHUKOBAS CBSI3b. DJIEKTpOHHAs nouyTa. MHTEpHET

[pakTnyeckue 3aHATUSA
Hcnonp3oBaHue TeneOHHON CBS3H B padOTE MENOMPOU3BOAUTEIS, CEKpeTapsi2
[Tpuém-oTnpaBKa TOKyMeHTa 10 (hakcy2
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[puém-oTHpaBKa JOKyMEHTa MOCPEICTBOM 3JCKTPOHHOU MOYTHI |
Hcnonp3oBanue cet HTEpHET B paboTe IEIONPOU3BOAUTEINS, CeKpeTapsi|
[TranupoBaHue BpeMeHH ¢ romoIibio Kanenmaps

Pabora ¢ JIHeBHUKOM U 3aMeTKaMHu

CamocTosTeIbHASI pad0Ta 00yYaIOLIHXCS
1. [TpopaboTKa KOHCIIEKTOB 3aHATHH, YIeOHOH U CHICTIMATBHON JTUTEPaTyPHI.
2. CoctaButh OykneT «CpescTBa CBsI3H — JJICKTPOHHAS TI0UTaY.

Pa3zgen 2. OcHOBBI TEXHUKH
0€30MacHOCTH M OXPaHbI TPyAA
JeJIOTPOU3BOTHTENS

Tema 2.1 Opranmszanus pabodero
MecTa U pexuma padboThl

Coaep:xkanue yueOHOro MaTepuasa

Opranmsanus pabodero Mecta u pexkuma padotel. Hopmarusabie tokymeHTs 1o Th n OT
OproHoMHKa COBPEMEHHOTO o(Hca 1 6e30acHOCTh pabOThI C TEXHUYECKUMH CPEICTBAMHU

IpakTnyeckue 3aHATHSA

Opranusanus paboyero MecTa u pexxuma paboTsl
ITpumenenue 300poBbecOEPEraronUX TEXHOIOTHH
Opranuszanus yxoja 3a OprTeXHUKOH

CamocTosiTe1bHAsI padoTa 00y4Yaronuxcs

1. IIpopaboTKka KOHCIEKTOB 3aHATHH, yu4eOHOH 1 CrielMabHOM JTUTEpaTyphl.

2. VzydeHne HOpMAaTUBHBIX TOKYMEHTOB 110 OpraHm3anuu Tpyna (2.2.2/2.4.1340-03 «'urueHmdeckue
tpeboBanus K [IK 1 3BM u opranuzauuu padotsi»). Co3nanue oOyyaroniel mpe3eHTalum

KonTpoabsHas pabora

Bcero:

90




3. YcaoBus peajuzanuy JMCUHILIHHBI

3.1. TpeOoBaHUsI K MUHMMAJIbHOMY MAaTE€PHAJIbHO-TEXHHYECKOMY 00ecIeYeHUI0
Peanuzanus nporpaMMbl JUCHUIUIMHBL TpeOYyeT HATUUUs 1a00paTOPHH JOKYMEHTOBEICHUS:
OobopynoBanue y4eOHOro KabuHera:

- pabodee MecTO 00y4aroIIerocs;

- pabouee MecTo IpernojaBaTers;

- KOMIUIEKT y4eOHO-METOANYECKON TOKyMeHTaluu(y4yeOHble MocoOus, KOMILIEKThI
TECTOBBIX 3a/IaHUM, CUTYaI[MOHHbIE KAPTOUKH)

Texnuveckue cpeAcTBa 00y4eHHUSI:

-KOMITBIOTEP C JINLIEH3UOHHBIM TPOrPaMMHBIM 0OecTieyeHreM, ¢ BbIX010M B MIHTepHET

- MyJIbTUMEIUATIPOCKTOP

3.2. HudpopmauunoHHoe odecnevyenne 00y4eHus

Ilepeuens peKOMeHIYyeMbIX Y4eOHBIX u3AaHuil, VHTepHeT-pecypcoB, AOMOJHUTEIbHOM
JIUTEpPaTyphl

OCHOBHBIE UCTOYHUKH:

1. Kopnees, . K. Texunueckue cpenacrsa ynpasienus : yueOHuk / M. K. Kopnees, I'. H.
Kcangonyno. — MockBa : UHOPA-M, 2019. — 200 c. — (Bsicmee oOpa3oBanue:
bakanaspuar). - ISBN 978-5-16-003620-5. - Tekct : osnekrponHsii. - URL:
https://znanium.com/catalog/product/991843 (mara oOpamenus: 03.04.2020). — Pexum
noctyna: o nognucke Troml'Y.

JlononHuTeIbHbIE HCTOYHHUKHU:
1. boiiko, I M. Hudpopmaumonnsie TexHomoruu. IIpakTukym st oOydaromuxcst 1o
HarpasieHuto moarotoBku 20.03.01 TexnocdepHas 6e30macHOCTS : yuebHoe mocodue / I'.
M. Boiixo. - XKenesznoropck : ®I'bOY BO CIICA T'TIC MYC Poccun. - 2020. - 109 c. : ni.
- Tekcr : anmekrponnbii. - URL: https://znanium.com/catalog/product/1202001 (maTa
obpamienust: 03.04.2020). — Pexum goctyna: no noanucke TromI'Y.
HuTepHeT-pecypchl:
1. 3nanmywm - https://new.znanium.com/

2. Jlans - https://e.lanbook.com/
3. IPR Books - http://www.iprbookshop.ru/
4. Elibrary - https://www.elibrary.ru/
5. HamwmonanbeHas snekrporHast oudnmoreka (HOB) - https://rusneb.ru/
6. MexBy30BcKas 3JeKTpoHHas oubimoreka (MOb) - https://icdlib.nspu.ru/
7. "MBUC" (B nepuonnyeckux uznanuii) - https://dlib.eastview.com/browse
8. DnexrponnHas 6mbmuoreka TromI'VY - https://library.utmn.ru/
[lepeuenr  WHQOPMAIMOHHBIX  TEXHOJOTHH,  HCIOJB3YEMBIX  TpPU  OCYIIECTBICHHU

oOpa3oBaTenbHOTO Tporecca mo aucnumuinHe: Ilrardopma mast 37MeKTPOHHOTO OOydYeHUs
MicrosoftTeams.


https://znanium.com/catalog/product/1202001
https://znanium.com/catalog/product/991843
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4, KOHTpOJ'IB " OLICHKA pC3yJIbTATOB OCBOCHUA JUCHUIIIINHBI

KOHTpOJ’Ib H OLICHKaA PE3YJIbTAaTOB OCBOCHUA JUCIHUIIIMHBI OCYINECTBIIACTCA MPEIIOJaBaTEe]IEM B

oponecce IMpOBEACHHUA IMPAKTUYCCKUX SaHSITI/II\/II, TECTUPOBAHUA,

O6y‘-IaIOH_II/IMI/IC$I HHAVBUYAJIbHBIX 3aJaHuM.

a TaKXXCE BBIIIOJHCHUA

Pe3yabTarsl 00yyeHus1 (0CBOEHHbIE YMEHHUS,

YCBOEHHbIE 3HAHMS)

@DopMbI U METOAbI KOHTPOJISI U
OLICHKH Pe3YJ/JbTATOB 00yUeHUsl

VYmMmenuns:

3¢ (}HEeKTUBHO HCIONB30BaTh OCHOBHBIE BH/IBI
OpTraHU3AIMOHHONW TEXHUKU B COOCTBEHHOMU
JEATEIIbHOCTH;

3HaHud:

cpencrsa XpaHEHUs, IIOMCKa u
TPaHCIIOPTUPOBAHUS JOKYMEHTOB;
olpezeIIeHue, Ha3HAYCHHE CPEICTB
OPI'TEXHUKHU.

Tekymuii KOHTPOJIb:

- BBIIIOJIHEHUE VHIUBUyaJIbHBIX
JIOMAITHUX 33JIaHul;

- TECTUPOBAHHUE;

- OKCIIEPTHOE OLICHUBAaHUE
BBITIOJIHEHUSI TPAKTHYECKUX padoOT
HaOJII0/IEHUE B X0/1€ TPEHUHTa
KOMMYHHKaIUU

SKCIIEPTHAS OI[CHKA BBIMOJTHEHUS
KOHTPOJIbHOM pabOoThI
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