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PABOYAA NPOrPAMMA OUCUUMIINHDBI (MOAYINA)
51.B.[1B.8.2.KomnbloTepHOE 4enonpon3BoaCcTBO
Ha 72 4aca(oB), 2 3a4eTHbIX(ble) eanHnL(bl)

Ans HanpaeneHust nogrotoBku (cneumansHoctn) 01.03.02 — MNMpuknagHas matemaTuka u
WHopmaTUKa

cocTtaerneHa B cootBeTcTBUM ¢ PIOC BO, yTBEPXKAEHHLIM NPUKA3OM
MuHucTepcTBa 00pasoBaHus 1 Hayku Poccuiickon ®egepaumm ot
« » 20 r. Ne

Mpodunb — NccnegoBaHne onepauni n cucteMHbli aHanms (gns Habopa 2018)

dopma 0byyeHnsa ovHas



1. OpraHu3auMoOHHO-MeToANYEeCKUI pa3gen
1.1 Uenb 1 3agauu gucumnnuHbl (moayns)
Llenb nayyeHust aucunnnmHbl;

oBraieHne MeToanKoM UCNONb30BaHUS MHCOPMALIMOHHbBIX TEXHONOMIA B A€0NPON3BOACTBE
obpa3oBaTenbHON AeATENBHOCTU U cnocobamMm opraHM3auumn JOKyMeHToobopoTa.

3apaym nsyyeHus aMCUMNnHbI

1. OpMUPOBAHMNE CUCTEMBI 3HAHWI O TEXHOJSOMMSIX AOKYMEHTO060pOTa U NX MECTe B CUCTEME
obpasoBaHus;

2. Noka3 3HaYMMOCTN MHOPMALMOHHBLIX TEXHONOMMNIA AN COBPEMEHHOro YernoBeka Kak
KayecTBa Heo6X04MMOro AN yCNeLwHON Xn3HeaeaTenbHOCTY;

3. u3yyeHune TeXHNYECKNX cpeacTs nHopmatmsaumm obpasosaHms u cneundukn nx
MCnonb30oBaHMsA B 00pa3oBaTeNbHOM AEeATENBHOCTY;

4. 03HAKOMIEHUE C OCHOBHbLIMU crnocobammn KOMMbLITEPHOrO Aenonpon3BoACTBa;

5. ocBOEHME CcUCTEMbI OKYMEHTOOO0OPOTA B YCNOBUAX MHPOPMALMOHHON 06pasoBaTenbHOM
cpeabl;

6. opmMmpoBaHUE rOTOBHOCTW NeAaroroB K UCMOfb30BaHMI0 TEXHOSOMIN KOMMNbIOTEPHOIO
Jenonpoun3BoacTBa B o6pasoBaTenbHON AeATenbHOCTY;

7. pasBuTe 3aMOLMOHAaNbHO-LEHHOCTHOIrO OTHOLLEHUS K AeATENbHOCTM U ee coepXaHuIo.

1.2. MecTto gucumnnuHbl (Mogyns) B cTpyktype Ol
Bnok o6sa3atenbHbIX gncumnnvH. ducumnnvHa no Beidopy. 51.B.[0B.08.2

1.3. O6bem ancuunMHbl (MOoayns) ¢ ykazaHMeM TPYAOEMKOCTU BCEX BUAOB
y4yeOHOM paboTbl

O6Lwasn TpyaoeMKOCTb AMCLMNNMHBI (MOAyNs) cocTaBnsaeT 2 3a4eTHbiX(ble) eanHu(bl), 72
4Yacos.

OuHasa ¢opma

PacnpegeneHue no cemectpam

Buabl 3aHATUI 6 Bcero yacos
cemecTp

OO0was TpyaoeMKOCTb 72
AyauTOpHbIE 3aHATUS, B 36 36
T.u.
nekuyunoHHble (1K) 0 0
npakTnyeckue
(cemuHapckue) (M3, C3) 36 36
na6bopatopHbie (J1P) 0 0
CamocTosTenbHas 36 36
paboTa ctygeHToB (CPC)
dopma NpoMexKyTOYHOM 3auer 0

arTectauunm B cemMmecTpe

KypcoBasi pabota
(kypcoBow npoekT) (KP,
KIT)




2. TpeGOBaHMﬂ K pe3ynbTatamM oCBOeHUA ANCUUNIIUHDbI

I'Ipou,ecc N3y4vyeHna ancunniinHbl HanpasfieH Ha q)OpMVIpOBaHVIe cnepyrowmx KOMMNETEHLINIA;

Mnoekc

KoMneTeHuumn

Co,qepx(aHMe KomMneTeHuunn

OrnK-3

CMOCOOHOCTL K pa3paboTke anropuUTMUYECKUX U NMPOrpaMMHbIX PELLEHUI B
06racTy CUCTEMHOTO U MPUKNagHOro NPOrpaMMMpPOBaHns, MaTeMaTUYECKNX,
NHOPMALMOHHbBIX U1 UMUTALMOHHBIX MOAENEeN, CO34aHNI0 MHPOPMALIMOHHBIX
pecypcoB rnobarnbHbIX ceTen, 06pasoBaTeNbHOro KOHTEHTA, NPUKNaaHbIxX 6a3
OaHHbIX, TECTOB U CPeACTB TECTMPOBAHMS CUCTEM U CPEACTB Ha COOTBETCTBUE
cTaHZapTam U UCXo4HbIM TpeboBaHMsAM

NK-5

CMOCOOHOCTb OCYLLECTBMATL LieneHanpaBreHHbI NOUCK MHopMaLmm o
HOBENLLMX HaYYHbIX U TEXHONOMMYECKNX JOCTUNKEHUSAX B UHPOPMaLIMOHHO-
TeNekoMMYHMKaLMOHHOM ceTh "MIHTepHeT" (nanee - ceTb "MHTepHeT") M B
ApYrux UCTOYHMKaX

I'InaHvlpyeMble pes3ynbTaTthbl o6yquvm no guncuunnuHe anda nocrnenoBaTtesibHOro AoCTuxXeHunsA

ypOBHEN ChOPMUPOBAHHOCTN KOMNETEHLIMI

PesynbTaTt 06yyeHus

3HaTb

Moporosbli:

1) 3HaUMMOCTb ANsl COBPEMEHHOIO YenoBeKa BNnageHns MHpopMaLMOHHbIMU
TEXHOIOTNAMU;

2) 6a3oBble TePMUHBLI NPEAMETHOM 06n1acT MHAPOPMALMOHHBLIX TEXHOMOMNI;
3) OCHOBHbIE METOAbI M CpeacTBa NOMyyYeHUsl, XpaHeHusl, nepepaboTky 1
npeacrasneHns nidopmauny;

4) TepMMHONOTMYECKYI0 CUCTEMY NpeameTa KOMNbIOTEPHOE Aenonpon3BoACTBO;
5) ocHOBHbIe HanpaBneHWs BHEAPEHWNSI KOMMNbIOTEPHOTO AENoNpon3BoACTBa B
obpasoBaTenbHy0 AeATENbHOCTD;

6) nporpammHoe obecnedeHre Heobxoanmoe ANns NonyYeHus, XpaHeHwus,
nepepaboTkM 1 NpeAcTaBneHnsa nHopmaunm;

7) TeopeTnyeckme OCHOBbI KOMMNbIOTEPHOrO AENONPON3BOACTBA.

CTangapTHbIn:

1) TEXHOMNOrM4YeCKN, ECTECTBEHHO-HAY4YHbIM U MeTanpeaMeTHbIN
(MeTogoOnOrM4eckMin) acnekTbl COAEPKaHNA KOMMNbIOTEPHOrO AEeNOoNpon3BOACTBA;
2) angakTU4eckue NpUMHUUMbI MCNOSb30BaHMS KOMMbIOTEPHOMO
Aenonpou3BoacTea B 06pasoBaTenbHOM AeATEeNbHOCTY;

3) uenecoobpasHoCTb Bbibopa NporpammMHOro o6ecneyeHns KOMMNbTEPHOIO
Aenonpon3BoacTBa.




OTarnoHHbIN:

1) UICTOPUIO CTAHOBMEHMSA N Pa3BUTUSI KOMMLIOTEPHOIO AENONPON3BOACTRA;
2) noruky gokymeHtooboporTa.

YmeTb

MoporoB.blii;

1) HaxoanTb N CTPYKTYpUpPOBaTb UHOPMAaLMIO;

2) paboTaTtb € pasnn4HbLIMMU HOCUTENAMU MHAPOPMALIMK;

3) ncnonb3oBaTh B CBOEN AEATENBHOCTU CEPBMCHI JTOKArnbHOWM 1 rnobarnbHon
ceTten;

4) ncnonb3oBaTb pa3nuyHble NporpamMmmbl U MPUMEHATb pasfnnyHble BUAbl Noucka
1 Knaccudmkauum OKYMEHTOB;

5) ncnonb3oBaTb NporpaMmHoe obecneveHne st KOMMbITEPHOTO
OEenonpon3BOACTBa;

6) ncnonb3oBaTb MHPOPMALMOHHBIE N KOMMYHUKALMOHHbIE TEXHOSOMN B
npoecce peanv3auun KOMNbITEPHOro A0OKyMeHToobopoTa.

CraHgapTHbIN:

1) BeIGUpaTh cnocob knaccudmkauum JOKYMEHTOB COrnacHo TpeboBaHusAM;

2) npencTaBnATb MHGQOPMaLUIO MO AOKYMEHTOOB0POTY, cornacHo TpeboBaHusMm,
B TOM uucrie B ceTu VIHTepHerT;

3) npoekTmMpoBaTb 06pasoBaTesibHbIN NPOLECC C UCMOMNb30BaHUEM
KOMMbIOTEPHOIO AENONPOM3BOACTBA.

OTanoHHbIN:

1) oueHMBaTbL COGCTBEHHbIE OOpa3oBaTenbHbIE JOCTUXKEHNS U NPOBNemsl,
onpegensTb NoTpebHOCTM B ganbHenwem odpasoBaHuu;

2) ynpowatb opraHm3aunto ynpasneHns obpasoBaTenbHOro npolecca
nocpeacTBOM KOMMbIOTEPHOrO 4OKYMEHTOOB0pPOTa;

3) aHanu3aupoBaTb 1 OLEHNBaTb 4OCTOBEPHOCTb MHGOPMaLUK NpegoCcTaBnsgemMom
CMW, B ToM vncne B cetn NIHTepHET;

4) caMOCTOATENbHO MOoryyYaTh U pacLIMPATE 3HAHWUS MO KOMMbIOTEPHOMY
Oenonpou3BOACTBY, NONb3YSCh PA3NNYHBIMU MHAOPMALIMOHHBIMU Y
KOMMYHUKaLMOHHBIMU TEXHONOMUAMU;

5) oueHuBaThb, knaccnrLMpoBaTb U MHTEPNPETUPOBATL 4OKYMEHTALNIO C
pasnnyHbIX TOYEK 3PEHNS;

6) NPUMEHATL KOMMNbIOTEPHBIA AOKYMEHTOOOOPOT Ansi coobpasHom
ynpaBneH4eckon AesTenbHOCTM B 0O6pa3oBaTenbHbIX YYpexaeHusx.

Bnagetb

Moporosblii:

1) FOTOBHOCTb K MCMOMb30BAHUIO TEXHOMOIMI KOMMbIOTEPHOIO AEMNOonpon3BoOACTBa
B 0OpasoBaTenbHOM AeATENBHOCTY;

2) oTOMpaTh U peann3oBbIBaTh CYLLECTBYHOLLIME MOAENW NpoLecca
AOKYMeHTO060opoTa ¢ UCMonb3oBaHNEM MHGOPMALMOHHBLIX TEXHOMNOMMIA 1
nporpamMmmMHoro obecneyeHus.

CraHgapTHbIN:

1) paspabaTbiBaTb COBCTBEHHbIE MOAENM NpoLEecca AOKYMeHToo6opoTa ¢
NCMNOMb30BaHNEM MHPOPMALIMOHHBLIX TEXHOMOMIA U MPOrPaMMHOro o6ecneyeHus.




OTarnoHHbIN:

1) camocToATenbHO pa3pabaTbiBaTb MOAENM Npouecca AoKyMeHToobopoTa Ha
Boree BbICOKOM YpOBHE npoLecca AOKYMEHTO060opoTa € UCMOorb30BaHNEM
MHGOPMALMOHHbBIX TEXHOSTOMMI.

3. CopepxaHMe QUCLUMNIIUHBI

3.1. Pasgenbl gucumnnuHbl U BUAbl 3aHATUNA

OuHas copma

H B AyanTopHble
Mogaynb pag,gﬂeerrl)a HanmeHoBaHue pasgena qggorg 3aHATUSA CPC
JIK|N3(C3)|NP
1 y BeegeHue. Ponb genonponssoncTea B 12 6 6
yrnpaBneHuu.
2 2 Oprannsaumsa gokymeHToobopoTa. 12 6 6
3 3 OneKTPOHHbIN oduC. 12 6 6
CpeacTtBa agMUHUCTPATUBHO-
4 yrnpaBreH4YeCcKon CBA3N U TUPaXKUPOBAHUS 8 4 4
OOKYMEHTOB.
4 5 KomnbtoTepHble ceTu. 4 2 2
6 TekcToBbIV MpoLeccop. 12 6 6
7 Bbasbl AaHHbIX B oduUce. 12 6 6
UTtoro 72 |0 36 | 0] 36

3.2. lleKkunoHHbIe 3aHATUA

3.3. MpakTu4yeckune (ceMmHapckue) 3aHATUSA

OuHas copma

Mogaynb

Homep
pasgena

CopgepxaHue npakTnyecknx(CemMmHapcknx) 3aHATU

WcTtopua passutusa genonpounssogctsa B Poccun. MHpopmMaunoHHble

cBA3n npeanpuaTus. lokymeHToo60poT. CoBpeMeHHoe
[EeNnonpou3BOACTBO: Lienu, 3a4a4yn U OCHOBHbIE NMPUHLMMbI.




Mpencraenenne o gokymeHTax. HopmatusHasa 6a3a genonponsBoacTBea.
Knaccndukaums 0OKyMeHTOB. ByMakHble 1 3NEKTPOHHbIE JOKYMEHTHI.
OcHoBHble TpeboBaHUA K 0OPMIIEHNIO JOKYMEHTOB. BHyTpeHHne
AOKYMEHTbI ynpaBneHusi. BHewwHne AoKyMeHTbl. [JOKyMeHTbl N0 IMYHOMY
cocTaBy. ObpaboTka BXOAALMX, UCXOAALMNX U BHYTPEHHUX OOKYMEHTOB.
Pernctpaums n KOHTPOb UCMONTHEHUS JOKYMEHTOB.

Mporpamma opraHusauumn paboTsl cekpeTaps Ha npumepe Outlook. YueT
cBefeHun o ngax B nanke «KoHTakTbl». [NnaHMpoBaHue pabodero
Kanengaps. Y4YeT BbINOAHEHHOM paboThl. [Nepecbinka coobLweHnn no
AEKTPOHHOWM MNoYTE.

Knaccudgukauusa cpeactB CBA3U: TenedoHHas, NenaxXuHrosas,
TenerpadHas, hakcumnnoHasn. Knaccudukaums cpeacTs
TupaxuposaHus. Buabl npuHTepos. CpeacTBa KONUMPoOBaHUS,
pa3MHOXeHUsA AOKYMEHTOB. [lononHuTenbHbIE cpeacTBa NoAroTOBKU
OOKYMEHTOB.

Buabl KOMNbOTEPHBLIX ceTen. AnnapaTHoe 1 nporpaMmHoe obecneveHne
KOMMNbIOTEPHLIX ceTen. MNoarotoBka pabovero Mecrta cekpeTaps.
ApxuBauus annos. MNepegaya dannos No nokKansHOM CeTU.

OdopmnieHne nNnyHbIX AokymeHToB. Co3gaHne bnaHka npegnpusitus ¢
ambnemon. OcopmneHne nHpopmaunoHHOro ctenaa. lNogrotoska
KOHBEPTOB U Hakneek. Cnocobbl ochopmneHms nucem.

Vcnonb3oBaHWe 3neKTPpOHHOM Tabnumubl Kak hopMbl 4ns BeAeHus
otyeTHocTU. Co3gaHne gunarpamm. CtatucTnyeckas obpaboTka OaHHbIX.
CospaHue n pegakTnpoBaHme 0a3sbl JaHHbIX. YCTaHOBIMEHWE CBSA3EN
mMexay Tabnvuamu. CosgaHve u pegaktupoBaHue opmbl 4N BBoAa
AaHHbIX. CopTmpoBka 1 punbTpaums gaHHblx. ObpaboTka AaHHbIX C
nomolbto 3anpocoB. Co3gaHne 1 peJakTMpoBaHue OTYETOB.

3.4. labopaTopHble 3aHATUSA

3.5. OpraHusaums camoCcToATeNbLHOW pPaboThbl

Ou4Hasna hopma

Homep

Moayne pasgena

CopepxaHme maTepuana BbIHOCMMOrO Ha Buabl camocTosiTenbHom
CaMOCTOATENbHOE N3yYeHne paboTbl




Jenonpou3seoacTtso B [lpeBHEPYCCKOM
rocyaapcrtse. [NpukasHoe
aenonpoussoacteo XV-XVII BB. Cuctema
KOJSIMEXCKOro Aenonpon3soacTaa.
Cucrtema MUHMUCTEPCKOro
penonpouseogctea XIX - Hayana XX BB.
VicTopus ynpaBneHus un
penonpoussogctea B 1917-1941 rr.
VcTopusa ynpasneHus un
penonpounssogctea B 1945-1990 rr.
KomMnbloTepHOE 4enonpon3BoAcTBO: LEnMu,
3agayn. MNpenmyliecTsa MCNoONb30BaHUSA
KOMMbIOTEPHOro 4EMnonpon3BoacTsa.
Vicnonb3oBaHne KOMMbLTEPHOIO
aenonpoun3soacTtea B 06pa3oBaHum.
[enonpon3BoacTBO 1 €ro 3Ha4eHne B
paboTe yupexaeHui. Npodeccun,
CBS13aHHbIE C KOMMbIOTEPHbLIM
aenonpounssoactsom. OCHOBHbIE
npodeccrmoHanbHble PYyHKUUN cekpeTaps.
OpraHusaums paboyero mecra cekpeTtapsi.
O6wme cBeaeHns o npodeccun
CceKkpeTapb-4enonponssoauTens.
OcHoBHbIE GYHKLMM paboTbl cekpeTaps
AekaHaTta. KnaBmaTtypHble TpeHaxepbl.
lMocTaHoBKa pyK Ha knaBuaType.
O6y4yeHune cnenow mawmHonucu. KynbeTtypa
MaLunHonucu. Buabl MaMHONMUCHbBIX
paboT.

KOHCMeKT/MHdopMaLnoHHoe
nnucemo/nabopaTopHas
paboTa/TectoBoe
3agaHue/npoexkT

Oprannsaumsa gokymeHToobopoTa.
CpepnctBa agMUHUCTPATUBHO-
yrNpaBneHYeCcKom CBA3N N TUPaXKMPOBaHUS
OOKyMeHTOB. NHdopmaLmOHHO-
CrpaBOYHbIE JOKYMEHTHI.
PacnopsigutenbHble JOKYMEHThI.
OT1nuuuTtenbHas 0cobeHHOCTb
oduLmnanbHO-AeNoBoro CTuns. Ycrae
opraHusaumu. lNpukasbl, pacnopsikeHus,
ykasaHusi. CnpaBku, akTbl, JOKNaAHbIE
3anunckn. CnyxebHble Tenerpammbl,
TenedoHorpammel. lNMevyaTb opraHnsaumm.
Cnocobbl ohopMneHns JOKYMEHTOB.
HopmaTtuHas 6a3a gokymeHTtoobopoTa.
Knaccugukaumnsa JOKyMEHTOB.
[okyMeHTMpOoBaHWe ynpaBreH4YeCcKon
pesatenbHocTU. FTOCTbl. PekBn3nTbl.
MpaBnna no cocTaBnNeHno TEKCTOB
CNy>ebHbIX JOKYMEHTOB.
[enonpon3BoACTBO MO IMYHOMY COCTaBy.
[oKyMeHTbI NMYHOIO XapakTepa.
OpraH13aumMoHHO-pacnopsguTernbHble
OoKyMeHTbl. CoBpeMeHHOe AenoBoe
NMUCbMO.

KOHCMeKT/nHopMaunoHHoe
nucbmo/nabopartopHas
paboTa/TecTtoBoe
3agaHne/npoekT




Mporpamma opraHusaumm paboThl
cekpeTtaps Ha npumepe Outlook.
Mporpamma opraHmsauum padoTbl

KOHCNEKT/MHpopMaLIMOHHOE

3 3 cekpeTaps Ha npumepe FrontPage. nnucbmo/nabopartopHas
Mporpamma opraHusaumm padboThl paboTa/TectoBoe
cekpeTaps Ha npumepe Lokl lapTHep. 3agaHue/npoekT
(0630pbl) Pasnun4yHble nporpammbl ans
opraHusaumm paboTbl C JOKYMEHTaMMN.

KOHCMEKT/MHopMaLUnoHHoe

3 4 CpeacTBa TUpaXnpoBaHUs JOKYMEHTOB. nncbmo/nadopaTopHas
Pusorpadbi. paboTa/TecTtoBoe

3agaHne/npoekT
KomnbloTepHble TENEKOMMYHUKALUKN NPy
paboTe cekpeTaps. ANekTpoHHas nouTa.
[locToMHCTBA 3MEKTPOHHON NOYThLI NpU
paboTe ¢ gokymeHTamun. CTpykTypa
3MEKTPOHHOro AEN0BOro NncbMa.
Agpecauusi B cucteme arekTpOHHON
noytbl. Heob6xoamMmocTb apxusauum KOHCNeKT/MHdopMaLnoHHoe

4 5 darinos. MporpaMMbl-ynakoBLUUKN. nucbMo/nabopaTopHas
OCHOBHbIE XapaKTepPUCTMUKN NPOrpaMM: paboTa/TecTtoBoe
CTeneHb CxaTus, CKOPOCTb PaboThl, 3agaHune/npoekT
cepsuc. PaboTa ¢ apxneaTtopom.

Knaccndukaumsi KOMnbHTEPHBLIX BUPYCOB.
O630p aHTMBUPYCHBbIX cpeacTB. HacTpovika
AHTUBUPYCHbIX CPEACTB, X NPaKTU4ecKoe
ncnonb3oBaHue npu paboTe ¢
OOKYMEHTaMMU.
CospgaHue WabnoHoB NpMKasos,
NMPOTOKOSOB, BbIMNCOK M3 NPOTOKOSOB U
9 KOHCMeKT/MHdopMaLnoHHoe
pelwennin. Co3gaHne NMUYHbIX KapToyek
y nnucbmo/naboparopHas
4 6 cTyaeHToB. [NpMMeHeHne onTuManbHoM
paboTa/TectoBoe
paboThbl Npy CO34aHUKN pacnmcaHus
o 3agaHune/npoekT
3aHATUI U 9K3aMEHOB, NEPEYHS 3a4ETOB U
ak3ameHoB. PaboTa ¢ y4ebHbIM nnaHom.
Vcnonb3oBaHWe anekTPOHHOM Tabnumubl
Kak popMbl ANs BEAEHMS1 OTYETHOCTMU
ctyaeHToB. CTatuctnyeckasi obpaboTka
OaHHbIX 0 cTyaeHTax. Co3gaHue n
KOHCMEeKT/MHopMaLlmnoHHoe
peaakTupoBaHue 6a3sbl JaHHbLIX CTYOEHTOB.
- nucbmMo/nabopartopHas
4 7 YcTaHOoBIEHME CBA3eN Mexady Tabniuamu.
paboTta/TtectoBoe
CosgaHuve u pegaktupoBaHue opmbl Ans
3agaHne/npoekT
BBOJA AaHHbIX. CopTMpoBKa U
dunbTpauunsa gaHHbix. ObpaboTka AaHHbIX
C nomoLlbto 3anpocoB. Co3gaHue n
pedakTupoBaHue OTYeTOB.
4. UHTepaKkTuBHbIe (pOpMbl 0Opa3oBaTeNnbHbIX TEXHOMNOIMM
Bug
Homep Konun4yecTteo
Mogaynb y4eObHbIX O6pas3oBaTernbHble TEXHOOMNK
paspenal’ o o yacos




NHTEPaKTMUBHbIE NEKLUN C UCMNOSNb30BaHNEM
1 1 M(C)3 | mynbtmeaua, pa3bop KOHKPETHbLIX CUTyaLuUi 5
(cuTyaumoHHble 3agayn), y4ebHble OUCKYCCUM;

MHTEPaAKTMBHbIE NEKLNN C NCMOSIb30BaHNEM
2 2 M(C)3 | mynetumMeama, pa3dop KOHKPETHbLIX CUTYyaL Wi 7
(cuTyaumMoHHble 3aga4yn), y4ebHble OUCKYCCuM;

pa60Ta C SNTEKTPOHHbLIMU 06pa3OBaTeJ'IbeIMVI

3 3-4 Mn(c)s .
pecypcamu;

paboTa ¢ aNeKTPOHHbIMM 0Opa3oBaTeNbHbIMK

4 5-7 Mnc)s .
pecypcamu;

5. ®DoHA OLIEHOYHBbIX CPEeACTB AN NPOBeAEHUS TeKyLLero KOHTpPona u
NPOMEXYTOYHOM aTTecTauum odbyyaroLwmxcs no gucumninHe (moayno)

PoHA OLIEHOYHbIX CPeacTB

6. YueOHO-MeTOQUYECKOE N MH(DOpPMaALMOHHOE obecnevyeHne AMCUMNINHLI
6.1. OcHOoBHas nuTepaTypa
6.1.1. MNeyvyaTHble U3gaHusA

1. MakapoBa, Hartanba BnagumupoBHa. KomnbioTepHoe genonpouns3BoacTtso : ydeb. kypc /
Makaposa Hatanba BnagumunpoBHa, Hukonamdyk lanuHa CemeHoBHa, TutoBa HOnusiHa
®paHueBHa. - 2-e n3g. - CaHkr-lNeTepbypr : Mutep, 2006. - 410 c. : un. - ISBN 5-91180-074-8 :
118-80

2. MunxeeBa, EneHa BuktopoBHa. KomnbloTepHOe AeNONpoOn3BOACTBO B Byxrantepumn : y4ebHuK
/ MuxeeBa EneHa BukroposHa, Tutoea Onbra ropesHa. - MockBa : Akagemusi, 2011. - 320 c.
- (HayanbHoe npodeccmnoHanbHoe obpasoBaHue). - ISBN 978-5-7695-127-5 : 440-00.

6.1.2. U3paHua us 3BC

1. KonblwknHa, TaTtbsiHa bBopucoBHa. [enoBble KOMMYHWMKaAUUKW, OOKYMEHTOOOOPOT u
nenonpousBoAcTBo : YyebHoe nocobue / KonblwkuHa TaTbsiHa BopucoeHa; KonblwknHa T.B.,
WyctuHa U.B. - 2-e n3a. - M. : UNapaTtenbctBo KOpawnt, 2017. - 164. - (bakanasp. MNpuknagHon
Kypc). - ISBN 978-5-534-01064-0 : 57.33. https://biblio-online.ru/book/75A23579-DD7E-46A4-
A642-0FEB10FBD853

2. Tpo3oBa, Onbra CepreeBHa. [enonpon3BoacTeo : YyebHoe nocobue / posoBa Onbra
CepreeBHa; pososa O.C. - M. : UzpatenbctBo HOpanTt, 2017. - 126. - (MNpodeccnoHansHoe
obpasoBaHue). - ISBN 978-5-534-04295-5 : 48.32. https://biblio-online.ru/book/851416E3-
4D50-40A1-A967-6B9AF0A11247

3. KysHeuoB, MWropb Hukonaesu4y. [JoKymeHTaUMOHHOE obGecnevyeHne ynpaBneHus.
[okymMeHTOO60pOT W Oenonpou3BOACTBO : YuebGHuK u npaktukym / KyaHeuoB Wropb
Hukonaesuny; KysHeuoB W.H. - 2-e usg. - M. : WUspatenbctBo KOpaut, 2017. - 477. -
(MpodeccuonanbHoe obpasoBaHue). - ISBN 978-5-534-00597-4 : 176.09. https://biblio-
online.ru/book/A7E915F2-DB9B-406C-9ABB-2405EC3AD7E1
6.2. [lononHuTenbHasa nutepartypa

6.2.1. NeyvyaTHble U3gaHus

1. CnpaBoOYHMK MO OEenonpon3BOACTBY, apXMBHOMY Aeny U ocHoBaM paboTbl HA KoMnbioTepe /
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http://work.zabgu.ru/fos/22/22.1/%D0%A4%D0%9E%D0%A1_%D0%9F%D0%90%D0%9C_%D0%9A%D0%94_%D0%9F%D0%9C%D0%98-18.pdf

J1. B. Maentok [u gp.]. - 9-e uag., nepepab. n gon. - Mocksa ; CaHkt-lNeTepbypr : lepaa, 2004. -
352 c. : vn. - ISBN 5-94125-070-3 : 181-50.

6.2.2. U3spgaHunsa us 36C

1. A6ynapse, [Hapepxann [uBueBHa. [lokymeHTauMoHHOe obecneyeHvne ynpaBreHus
nepcoHanoMm : Y4yeOHuK u npaktukym / Abynagse [apemxaHun lwmBuesBHa; Abynapse [A.I5,
BoinpsbkkmHa W.b.,, Macnoea B.M. - M. : WsgatenbctBo Hpant, 2017. - 299. -
(MpodheccuonanbHoe obpasoBaHue). - ISBN 978-5-534-01543-0 : 117.12. http://www.biblio-
online.ru/book/FOB93350-F4BA-44E3-9EE7-DS8EFF609E7D3

2. KopHeeB, Uropb KoHcTaHTMHOBMY. [OKYMEHTUpOBaHWE ynpaBneH4yeckon feaTenbHocTn +
TecTbl B 30C : Y4yebHuk n npaktukym / KopHees Nropb KoHcTtaHTuHoBuY; KopHees W.K., MNweHko
A.B., Mawypues B.A. - M. : Uagatenbcto KOpawnT, 2017. - 384. - (bakanaep. AkagemMmyeckun
Kypc). - ISBN 978-5-534-03780-7 : 144.14. https://biblio-online.ru/book/04FO0AO0D5-BF41-47D1-
9AA9-FAG622A3FEA49

3. [opoHuHa, Jlapuca AnekceeBHa. [JokymeHTOBedeHME : YYEeOHUK 1 npakTukym / JOpoHWHa
Jlapuca AnekceesHa; [lopoHuHa J1.A. - OTB. pea. - 2-e n3g. - M. : Isgatenbctso Opait, 2017.
- 309. - (NMpodeccrmoHanbHoe obpasoBaHue). - ISBN 978-5-534-04330-3 : 120.39. https://biblio-
online.ru/viewer/802E2AB0-DB13-492E-8AA7-186AABDO0O8F79#page/5

6.3. Ba3bl gaHHbIX, UH(hOPMALMOHHO-CNPABOYHbIE U MOUCKOBbIE CUCTEMbI

Ne n/n HasBaHue canta QNeKkTPoHHbIN agpec

1 Poccunckun  cneuMannanpoBaHHbI ~ UHAPOPMALMOHHBLIA  nopTan  NOCBALLEHHbIN
aBTOMaTM3auun ynpaeneHns gokymeHtTamu. www.document.ru

2 OneKTpOHHbIE OUCHBIE CUCTEMbI. WWW.E0S.ru/eos/eos_law

3 PepepanbHas apxmHas cnyxba Poccun. www.rusarchives.ru/map.shtmi

4 ®opym B3anmonomolum http://www.sekretar-info.ru/

5 T[podeccuoHanbHbIi  KypHan [Ansi  cekpeTapen W ynpaBfieHYeckux paboTHUKOB
http://profiz.ru/sr/

6 [enonponsBoACcTBO M 3MNEKTPOHHbIN JOKYMeHTO06opoT http://www.termika.ru/

7 «PRO - cekpeTapnaTt» coobOLWECTBO cekpeTapen, odnc-MeHeaKepoB, MOMOLLHNKOB
pykoBoguTenen http://www.sekretariat.ru/

8 [enoBon kypHan «[lenonpou3BOACTBO M OOKYMEHTOOOOPOT Ha NpeanpuaTum»
http://www.delo-press.ru/journals.php#documents

9 T. B. KysHeuoBa [lenonpou3BoACTBO (AOKYMEHTALUMOHHOE obecneyeHne ynpaBreHus)
Mocksa "busHec-wkona "NHten-Cuntes", 1999 http://www.bibliotekar.ru/deloproizvodstvo-2/

10 «Wctopua passutmnss Poccuiickoro pgenonpouseoactea» [lo maTepuanam y4ebHuka
"OpraHunsaumsa pabotel ¢ pgokymeHtamu" B.A. Kyapsee wn gp. M.MHOPA-M, 1998r.
http://www.pseudology.org/

Documets/Deloproizvodstvo.htm

11 O6pasoBatenbHbii  canT HukutuHom Hartanbn BuktoposHbl  http://www.nikitina-
nv.ru/Ychebniematerialbl/page61/index.html

7. NMepe4yeHb NporpaMMHOro obecneyeHus

MporpammHoe obecneveHne obuiero HasHaveHusi: OC Microsoft Windows, Microsoft Office,
ABBYY FineReader, ESET NOD32 Smart Security Business Edition, Foxit Reader, ABC
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"Merallpo".
MporpammHoe obecneveHne cneunanbHOro Ha3HauYeHUs:

8. MaTepuanbHO-TeXHU4YeCKoe obecneyeHne AUCLUUNNNHbI

672000, r. YuTta, yn. babywikuHa, 129,

aya. 14-217.

YyebHaa ayguTtopus Ona npoBedeHust 3aHATUA NEKUMOHHOro Tuna, 3aHATUA CEMUHAapPCKOro
TMna, rpynnoBbiX U MHOUBMAYANbHbLIX KOHCYNbTaUWW, TEKYLLEro KOHTPONA M NpoMEXYTOYHON
aTTecTaumy, KypCOBOIO MNPOEKTUPOBAHWUS  (BbIMOSIHEHWUS  KYpPCOBbIX  paboT), HayyHo-
uccrnepoBaTenbCckon paboTel, camocToAaTensHOM paboTel. JlabopaTtopus «MHGOpMaLMOHHBIX
pecypcoB» KoMmnnekT cneumansHon y4ebHon mebenu. [locka ayantopHas menosas.
MynbTumeauniHoe obopyaoBaHue: NPOEKTOP, MEPEHOCHOW 3KpaH.

MK —11 wr. (B T.4. NnpenogaBaTenbCKui).

Doctyn k cetm WHTepHeT un obecnevyeHne [OOCTyNa B 3MEKTPOHHYH MHAOPMALMOHHO-
obpa3oBaTenbHyO Cpeay OpraHu3auum.

672000, r. Yuta, yn. babywknHa, 129,

ayn. 14-223.

KabuHeT onst camoctoaTensHon paboTtel KomnnekT cneumansHon yyebHon mebenu.

MK -6 wr. (B T.4. NnpenogaBaTenbCKui).

Ooctyn k cetm WHTepHeT u obecnevyeHne [AOCTyNa B 3NEKTPOHHYH WMHAOPMALMOHHO-
obpasoBaTenbHyo cpeay opraHusauum.

9. MeToauueckue peKkoMeHAALMN MO OpraHU3aLumn U3yYeHUs AUCLUNIIUHbI

B TeueHMe cemecTpa CTygeHTbl BLIMOMHAKT pasHoobpasHbie BuAbl paboT, 3a KOTopble
nony4yarT 6Gannbl. ExemecsiyHO npenofaBaTenb  03BYYMBAET KONMMYECTBO HaOpaHHbIX
CTyaeHTOM GannoB, U nepedeHb HEBbLINMOMHEHHbIX paboT. Pe3ynsraT obwero cymmmpoBaHus
©annoe onpefensieT UTOroBOE MOJIOXKEHME CTYAEHTA B KOHLIE CEMECTpA.

0-54 6anna - He3a4TeHo,

55-100 - 3a4TeHo.

Ecnn cTygeHT He cornaceH C OLEHKOW, OH MOXET caaTb 9k3ameH. Ecnn cTyaeHT B TeueHue
CeEMecCTpa He Habpan HyXHoro uucna 6annoB AN yaoBMETBOPUTENLHOW OLEHKU, TO cOaB
NOMNOXNUTENbHO 3K3aMEH, OH MOXET MONYYUTb OLEHKY «3a4TEHOY.

PaspaboTumk/rpynna paspabdoTtumkos: NupoxHukoBa A.M., goueHT kad. Mul

PaccmoTtpeHa Ha 3aceaaHum kacdeapbl
(npoTokon ot 01.09.2020 r. Ne 1)
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