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Pabouas nporpamma paspabortana Ha OCHOBe DenepanbHOr0 roCyIapcTBEHHOTO
00pasoBaTeNbHOrO  CTAHHapTa  CpelHero MPO(ECCHOHANBHOTO  06PA30BaHUs 110
cnennanpHocTH  46.02.01  JlokyMeHTaUMOHHOE oO6ecreueHme YyIpaBJeHUsI U
dPXHBOBENCHUS, YTBEPKICHHOIO MpHKasoM MHHHCTEpCTBA 06pa3oBaHus HayKH
Poccuiickoii @enepanun No778 ot 26 aBrycra 2022r.

Pabouass nporpamma paspaGoTaHa B COOTBETCTBHH Pa3bICHEHUSMU 10
(GOPMHUPOBAHHIO MpPUMEPHEIX 06Pa30BATENBHEIX NporpaMMm y4eOHBIX JUCLUILIMH
HaYaJIbHOTO TPO(ECCHOHANBHOTO M CPeHero NpodecCHOHANbHOrO oOpa3oBaHus Ha
ocHoBe DenepalbHBIX FOCYNAPCTBEHHBIX 06Pa30BATENbHBIX CTAHIapTOB HAYaJIbHOTO
MPO(EeCCHOHANBHOTO U CpeHEro MpodecCHoHaNbHOr0 00pa3oBaHMUs, yTBEPKIEHHBIMH
W.M.Pemopenko, nupekTopom HenapramenTa FOCYIapCTBEHHOH MOJUTHKH U
HOPMAaTHBHO-NPABOBOIO  peryinpoBaHus B chepe o0OpazoBaHus MunucrepcTBa
obpas3oBaHus  Hayku Poccuiickoii Denepanuu ot 27 aBrycra 2009r.

ColepxaHue NpoOrpamMMbl peanusyercs B MPOLECCe OCBOEHUS CTYyIEHTAMU
OCHOBHOM  MpPO(EeCCHOHanbHON  06pa3oBaTenbHO NporpaMMbl  MOJATOTOBKHU
CIHECLHAINCTOB CPENHero 3BeHa M0 creuranbHoct 46.02.01 JOKyMEeHTallMOHHOe

obecrieYeHne yrpaBieHus U apXHBOBENCHHS B COOTBETCTBHM C tpeboBanusiMU OI'OC
CIIO.
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1. ACIIOPT PABOYEN ITPOI'PAMMbBI YUEBHOU JTUCHUILJIAHBI
OI1.05 UndopManmoHHbIE I KOMMYHUKAIIMOHHbIE TEXHOJIOTMH

1.1. O6saacTh NpUMeHeHHsI NPOTrPAMMBI

VYuebnas gucummmHa  «OIL0S  HMuHpopManmoHHbIE M KOMMYHHUKAI[MOHHBIC
TEXHOJIOTHHY SIBIISIETCS 00s3aTenbHON YacThio O0menpohecCuoHanbHOro IUKIa MPUMEPHON
OCHOBHOI 00Opa3zoBarenbHO mporpaMMbl B cooTBeTcTBUU ¢ ®T'OC CIIO mo cnenuaibHOCTH
46.02.01 JoxymeHTAlIMOHHOE o0eclevyeHre YIIPABJEHHUS U apXHMBOBEIeHUeE.

1.2. MecTo y4e0HOIi JUCHMIIJIMHBI B CTPYKTYpe NPOrpaMMbl MOATOTOBKH
CIENHATHCTOB CPeHEro 3BeHa:

JlucuuiuinHa BXOAUT B 00IIenpodecCuOHaIbHbIN MUK U sBIsieTcs aucuuiuimaoin @I'OC
CIIO.

1.3. Heau u 3a1a4n y4eOHOM IMCUMIJIMHBI — TPe0OOBAHMSA K pe3yJIbTaTaM OCBOCHHS
y4eOHO# THCHUTIMHBI:

B pesynbpTaTe ocBoeHHs y4eOHOM MUCHUIUTMHBI 00y4YalOIIMIACs T0KEH YMeTh:

- pacro3HaBaTh 337a4y W/WiIH Mpo0ieMy B MPpopeCCHOHATTEHOM /WM COLUATIBHOM
KOHTEKCTE;

- aHaJIM3UPOBATh 3aJ1a4y U/UIIH IPOOJIeMy U BBIAEIATh €€ COCTaBHbIE YaCTH;

- OIIpeNIeNIATh ATAIlbl PELICHUS 3a/]auy;

- BBIABIAITE M 9((HEKTUBHO HCKaTh HH(OpMAIUIO, HEOOXOAMMYIO ISl pPEIICHUS
3aJ1a4M U/ UM TPOOIEMBL;

- COCTaBJIATh IUIaH AEUCTBUS; ONIPENEISATh HEOOXOIUMBIE PECYPCHI;

- BJIAJCTh AKTYaJIbHbBIMU METOJIaMH pabOThl B MPOPECCHOHATBHONH U CMEKHBIX
chepax;

- pean30BbIBAaTh COCTABJICHHBIN IUIaH;

- OLICHUBATh PE3yJbTaT U IMOCJIEACTBUS CBOMX JEHCTBHM (CaMOCTOSITEIBHO WM C
MOMOIIBIO HACTAaBHUKA).

- OTpeAeNATh 3aJjauu JJid orcka HHpopMaluy;

- OTpeneNiaTh He00X0IMMble HICTOUHUKU HH(OpMaIuy;

- IUTAHUPOBATh MPOIIECC TTOUCKA,;

- CTPYKTYpUPOBATH MOJIy4aeMyto HH(POpMAIIHUIO;

- BBIIETIATH HanOoJiee 3Ha4lMOoe B IiepeyHe HHpopMaluy;

- OLIEHUBATh MMPAKTUYECKYIO 3HAUMMOCTb PE3YJIbTaTOB MOUCKA;

- o(opMIIATH pe3ynbTaThl OUCKA;

- NPUMEHSITh  CPEeACTBa  WH(POPMAIMOHHBIX ~ TEXHOJOTHHA IS peIIeHUs
poQeCCHOHANIBHBIX 3a71a4;

- HCIIOJIb30BaTh COBPEMEHHOE MTPOrpaMMHOE 0OecTIeueHUE;

- UCIIOJIb30BaTh Pa3IMuHbIe IIU(PPOBBIE CPEICTBA ISl pelIeHHs MPO(HeCCHOHATBHBIX
3a1ad.

- UCIOJIb30BaTh CPeJCTBA MH(OPMAIIMOHHBIX U KOMMYHHUKAIIMOHHBIX TEXHOJOTHI
JUIS IOJIyYEHUs U Tepeiaun HHPOpPMaLUY;

- BECTH U UCIIOJIb30BaTh B paboTe 0a3y KOHTAKTOB OpraHU3alluu;



- YCTaHaBJIMBATh U MOJJEPKUBATH KOMMYHHUKAIIUU B TIPOIECCE AETOBOTO OOLICHUS
C TIOMOIIIBIO CPEACTB HH(POPMALIMOHHBIX M KOMMYHHKAIIMOHHBIX TEXHOJIOTHIA;

- obOecnieunBaTh HHPOPMALMOHHYIO 0€30aCHOCTh AEATEIbHOCTH OpraHU3aI|H.

— BBIOMpATh (OpPMBI TUIAHUPOBAHUS U OGOPMIIATH IUIAHUPOBINMK (OpraHaiizep)
PYKOBOJMTENS U CEKpETaps;

— OpUMEHSITh B paboTe cpeacTBa HMH(POPMALMOHHBIX M KOMMYHUKAITMOHHBIX
TEXHOJIOTH.

- OCYIIECTBIISITh TPEBEI-TIOJACPHKKY JIETOBBIX MMOE3/0K;

- UCIIOJIb30BaTh CPEACTBAa MH(POPMALMOHHBIX U KOMMYHHUKAIIMOHHBIX TEXHOJIOTUN
JUTst 0OecrieyeH s B3auMOJICHCTBUS C PYKOBOJIUTEIEM BO BPEMsI €T0 JIEJIOBOM MOE3/IKH.

— OCYIIECTBIISITH COOp, 00pabOTKy MH(pOpPMAIMH, CHUCTEMATH3AIUIO MTOJYy9aeMbIX U
nepesaBaeMbIX JaHHBIX;

— MPUMEHATH HH(OPMAIIMOHHO-KOMMYHHUKAIIMOHHbBIE TEXHOJIOTUH;

— CKaHHUPOBaTh, KOMHPOBaTH M KOHBEPTHPOBATh JIOKYMEHTHI B pa3jH4YHbIC
(dopMaThl.

B pesynbprare ocBoeHHs y4eOHOM MUCIUILIMHBI O0yYarOIIUICs T0KEH 3HATh:

— aKTyallbHBI MPOQPECCHOHANBHBIA M COIUAIBHBI KOHTEKCT, B KOTOPOM
NPUXOIUTCS pabOTaTh U JKUTh;

— OCHOBHBIE HCTOUHUKH HH(POPMAIMH U PECYPCHI JUIsl pEIIeHUs 3a1a4 U IpobieM B
npo(hecCHOHATBFHOM U/UJIH COIUAIIBHOM KOHTEKCTE;

— QJIITOPUTMBI BBITIOTHEHHS paboOT B IpO(eCCHOHATBHON U CMEKHBIX 00IaCTsIX;

- METOABI paboTHl B MPO(hecCHOHAIBHOM U CMEXHBIX cepax;

— CTPYKTYpY IIJIaHa JIJIsl pelIeHH s 3a/1a4;

— MOPSATOK  OLIGHKH  pEe3ylbTaTOB  pelIeHUs  3agad  npodeccruoHalbHOM
JESITEIIbHOCTH;

- HOMEHKJIAaTypa MH(POPMALIMOHHBIX VCTOYHUKOB, MIPUMEHSIEMBIX B
npodeccuoHaIbHOMN J1eSTeTbHOCTH;

- MIpUEMBI CTPYKTYpUPOBaHUS H(OPMALIUU;

— dbopmar odopmiieHHs Ppe3yIbTAaTOB IMOWCKAa WH(POPMAIMH, COBPEMEHHBIC
Cpe/ICTBa M YCTpPOMCTBA MH(OPMATH3ALINH;

- NOPSI0OK MX MPUMEHEHHS U IporpaMMHoOe obecrieyeHue B MpoecCHOHATbHON
JESITEIbBHOCTH B TOM YHCJIE C UCIIOJIB30BaHUEM IIUPPOBBIX CPEJICTB;

. HOpMaTUBHBIE  TpaBoBble akThl  Poccuiickoit  ®enepanmu B chepe
UH(POPMALIMOHHBIX 1 KOMMYHUKAIIMOHHBIX TEXHOJIOTHH;

- TpeOOBaHUs OXPaHBI TPYA.

- MHTEPHET-PECYPCHI JUIsl OCYILECTBICHUSI TPEBEI-TIOAJIEPKKH JIETOBIX MTOE3/0K;

- MeToAbl 00paboTKM M 3aluThl HMH(GOPMAIMU C TNPUMEHEHUEM CpEJICTB
MH(OPMALIMOHHBIX U KOMMYHUKAIIMOHHBIX TEXHOJIOTUH;

- COBpeMEHHbIe ~ MH(POPMALIMOHHbIE W  KOMMYHHKAI[MOHHBIE  TEXHOJIOTHH,
npUMeHsieMble B paboTe ¢ TOKYMEHTaMU;

B pamkax wu3yueHus JUCHMIUIMHBI Y CTYACHTOB (OPMHPYIOTCS  CIIEAYIOLIne
komneteHuu (OK u I1K):

OK O01. BeiOupars crnocoObl pemeHus 3anad NpodecCHOHAIbHOU J1eATEIbHOCTH
MPUMEHUTEIBHO K Pa3IMYHBIM KOHTEKCTaM;



OK 02. Hcnonb3oBaTb COBPEMEHHBIE CPEICTBA IIOWUCKA, aHAJINW3a W HMHTEPHPETALUU
uHpoOpMaMd U UHPOPMALMOHHBIE TEXHOJOTMU JJs BBIIOJIHEHHUS 3a/1a4 NpodecCHOHATHLHON
JESITEIIbHOCTH;

Brimycknuk, ocBouBmmii mporpammy OI1.05 MHpopMannoHHbIe 1 KOMMYHUKAIIHOHHBIE
TEXHOJIOTHH, JOJKEH 00llajjaTh JMYHOCTHBIMHU pe3yJbTaTaMH B COOTBETCTBHM C padoueit
POrpaMMOil BOCITUTAHUSL:

JIP 4. I1posBISIIOIINIA U AEMOHCTPUPYIOIIUN YBAaXKEHHUE K TPYAY YEJIOBEKA, OCO3HAIOUIUN
[IEHHOCTh COOCTBEHHOTO TpyJda H TpyAa JAPYruX JOACH. OKOHOMHUYECKH AaKTHUBHBIM,
OpPUEHTUPOBAHHBIM HAa OCO3HAHHBINA BHIOOP cdepbl MPOoPecCHOHATBHON AEATEILHOCTH C YUETOM
JUYHBIX JKU3HEHHBIX IUIAHOB, NOTPEOHOCTEH CBOEH CEeMbH, POCCHHCKOTO OOIIECTBa.
Bripaxkaronuii 0CO3HaHHYI0 TOTOBHOCTbh K IOJYYEHHIO MPOQPECCHOHAIBHOIO O0pa30BaHUS, K
HETPEPhIBHOMY 00pa30BaHUIO B TEUCHUE KHU3HH J|eMOHCTPUPYIOMNI TO3UTUBHOE OTHOIIEHUE K
pPEeryJlMpOBaHUIO TPYAOBBIX OTHOwIeHWH. OpuEeHTHPOBAaHHBIA Ha camooOpa3oBaHUE U
npoeCCHOHATIBHYIO TEPENOArOTOBKY B YCJIOBHUSAX CMEHBI TEXHOJIOTMYECKOTO YKJana |
COITYTCTBYIOIIMX COLHUANbHBIX nepemeH. CTpemsuiuiics K (GopMHpOBaHHIO B CETEBOW cpele
JMYHOCTHO ¥ MPO(EeCCHOHATLHOTO KOHCTPYKTUBHOTO «IIU(POBOTO CIIEIa

JIP 6. OpueHTupoBaHHbIi ~ Ha  OpodecCHOHANbHBIE  JOCTUXKEHHS,  JAEATEIbHO
BbIpaXKaroIIMi MO3HaBaTEIbHbIE MHTEPECHI C YUETOM CBOMX CIIOCOOHOCTEHN, 00pa30BaTEeNbHOTO U
npoeccuoHaNBFHOr0 MapUIpyTa, BEIOpAaHHON KBATU(DUKAIIMH.

1.4. PeKOMeH)IyeMOC KOJIMY€CTBO YaCOB HA OCBOCHME NIPOrpaMMbl U CHUIIJIMHBI:

00s13aTeNbHON ayUTOPHON yuyeOHOM HAarpy3KH oOydaronierocs - 72 yaca;
CaMOCTOATENIbHON paboThl 00yUaroIerocs - 2 yaca.



2 CTpykTypa U coaepxaHue 001meo0pa3oBaTeJJbHONH TUCIHIIIMHBI

2.1. O0beM JUCHUIIHHBI U BU/bI y4eOHOH padoThI

Buna yueOHoii padoThl

O0BeM yacoB

O0s13aTenbHas ayuTopHas yueOHast Harpy3ka (Bcero) 72
TEOPETUYECKHE 32
PAKTUYECKHE 40
B TOM YHUCJIE:

B ¢opme nmpakTrueckoii moAroToBku (MpodeccuoHaIbHO 58
OpUEHTUPOBAHHOE COJIEP/KAHUE )

meopemuueckoe ooyuenue 18
npakmuueckue 3aHAMUSL 40
CamocrosiTenpHas paboTa (Bcero) 2
M iuBHyanbHBIH TPOEKT (na/aer)™* HET

[ Ipomesicymounas ammecmayusi 8 popme oughhpepenyuposannozo 3auema




2.2. TeMaTn4ecKuil MJIAH U cO/ieP:KaHNe YYeOHOM TMCIIUTIINHBI

HanmeHoBanmue Conep:xanne  y4yeOHOro  MarTepuaja, JadoparopHble u | O0bem | Koani OK, IIK, JIP,
pa3iesioB U TeEM NpaKTHYEeCKHE PA0OTHI 00yYAIOIIUXCS 4acoB (popmuposanne
KOTOPBIX
CIoco0CTBYyeT
3JIeMeHT MPOrpaMMBbl
1 2 3 4
Pazoen 1. Obwan xapakmepucmuxa uH@OPMAYUOHHBIX MEXHOI02UI 8 NPOPECcCUOHANbHO 18
oeamenbHOCMU
Cooepotcanue yueonozo mamepuana
Texnonorusa. Mudopmarmonnas texHonorusi. Ceaenus. JlaHHble.
3nanusi. OCHOBHBIE CBOWCTBa WH(POPMAIMOHHON TEXHOJOTHH.
enecooOpasHocTh. Mogenu npeaMeTHoir obnactu. OnopHas
Tema 1.1 OcHoBHbIe 1 EeXHonorpII)ﬂ. B3aumogeiicTBie ¢ I:I)BHGHIHeﬁ Cpenoit. HCJIOCTH(I;)CTI). 2 OKO1, OK02, JIP4,
TOHATHS B cepe Peanu3anus Bo BpemeHu. ba3oBble MH(OpMAIIMOHHBIE TEXHOJIOTHH. Jp6
HHGOpMALMOHHBIX Nudopmannonnas cucrema. TexHuueckoe obecrnieueHue.
TeXHOJIOTHIi WNudopmannonHoe obecneuenue. MHpopmanmoHHslii mporecc
WudopmanmonHass  TexHONOTHA.  MexaHWYecKas  TEXHOJOTHS.
2 DneKTpoHHas TEXHOJIOT U, Texuuueckoe obecrneueHue. 2 OKO01, OKO02, JIP4,
[IporpamMmMuoe  obGecnieuenue. MHpopmanmoHnHoe obecrneueHue. JIP6
OpraHu3anroHHoe obecreueHue.
Tema 1.2. PoJib, CymiHOCTH Cooepotcanue yueonozo mamepuana
HHPOPMAIMOHHBIX Ilpogheccuonanvno-opuenmuposannoe cooeprcanue
TEeXHOJIOT Ui Ilpakmuueckan paboma 1. 5 OKO01, OK02, JIP4,

3anonHenue Tadbnuibl «OCHOBHBIE CBOKCTBA MH(OPMALMOHHON
TEXHOJIOTHWY. 3anojHeHue Tadnuibsl «CoctaB HHOOPMAITMOHHON CHCTEMBI».

JIP6

Tema 1.3. [IakeTnl

Coodeporcanue yuednozo mamepuana




NMPUKJIATHBIX IPOrPaMM B
npogeccuoHAIbHOM
AesiITeJIbHOCTH

ITakeTsl  DpUKIAOHBIX  NpOrpaMM.  TEKCTOBBIE  pENAKTOPBI
(mpotieccopsr). HacTtonpHbie U3JIaTENIbCKHE CUCTEMBbI
(desktoppublishing). I'padudeckue cuctempl. CHUCTEMBI yIpaBICHUS
6azamu 1aHHbIX. HTEerpupoBaHHble cUCTEMBl. TpaauliioOHHbIE (WK
3 IIOJIHOCBSI3aHHBIE) MHTEIPUPOBAHHBIE KOMIUIEKCHL. OJKCIEpTHas
cucrema. ['uneprexcroBbie cuctreMbl. MynbTuMenua. OpraHu3aTopsl
pabot. Cuctemsl aBTomMatu3anuu padbodero mecra (APM). CucreMbl
aBTOMATHU3UPOBAHHOTO MIPOEKTUPOBAHUS (CAIIP).
ABTOMatu3upoBaHHbIe cucteMbl ynpanienus (ACY).

OKO01, OK02, JIP4,
JIP6

Ilpogheccuonanvno-opuenmuposannoe cooeprcanue
Ilpakmuueckan paboma 2.

Pazpaborka u 3amomHeHne cxembl «OCHOBHBIE MOIYJIH OSKCHEPTHBIX
CHCTEM

OKO01, OKO02, JIP4,
JIP6

Tema 1.4. KomnbrorepHsbie
TeXHOJIOTUH
AOKYMEHTAIlHOHHOTO
olecrieyeHusi ynpaBJieHHsA

Cooepotcanue yuednozo mamepuana

Ilpogpeccuonanvno-opuenmupogannoe cooepicanue

CoBpemenHble orcHbIE HHPOPMALIMOHHBIE TEXHOJIOTUU. BHEepeHue
KOMIUIEKCHBIX ~ CHCTEM  aBTOMAaTH3allMd  JIOKYMEHTallMOHHOIO
obecrieyeHuss ympaBieHus. OCOOEHHOCTH COBPEMEHHOTO pbIHKA
MPOrpaMMHBIX CHCTEM B 00JIaCTH aBTOMAaTH3alllu JAEONPON3BOACTBA
U JIOKyMEHT0000poTa.

OKO01, OKO02, JIP4,
JIP6

Ilpogpeccuonanvno-opuenmupogannoe cooepicanue

Ilpakmuueckan paboma 3.

Pazpabotka u 3anonHeHne Tabnumbl «BHeQpeHNe KOMIIEKCHBIX CHCTEM
aBTOMaTHU3allMU JOKYMEHTAIIMOHHOTO 00eClIeYeHus YIPABICHU.

OKO01, OKO02, JIP4,
JIP6

Tema 1.5. UndopmaTuszanus
apXHBHOIO JeJia

Cooeporcanue yueonozo mamepuana

Ilpogpeccuonanvro-opuenmupogannoe cooepicanue

[lonatue wuHpopMaTH3aLMKM apXMBHOTO Jiela M €€ OCHOBHBIC
npuHuMnel. IloTpeOHOCT, B MH(OpMaTH3aLMM apXUBHOIO Jeja.
OcHOBHbIE HanpaBiIeHus: HHPOPMATU3ALUN APXUBHOM J1€ATEIILHOCTH.
Enunoe mHpoOpManimoHHOE MPOCTPAHCTBO apXHBa. XapaKTepHUCTHKa
MIPOrPaMMHOT0 KOMIUIEKca «ApXHUBHBIN Goumy». [Togcuctema paboTh
¢ 3ampocamu. Kputepuum BbIOOpa NIPOrpaMMHOTO OOECIICYEHUSI.
OcHOBHBIE pUCKH MH(POPMATH3AIMH APXUBHOTO JIEa.

OKO01, OK02, JIP4,
JIP6




Ilpogheccuonanvno-opuenmuposannoe cooeprcanue
Ilpakmuueckasn paboma 4.

3amonHenne Tabmuibl  «OCHOBHBIC HampaBlieHWs HH(DOpMaTH3AIMU
apxuBHON  nmestenpHOCTHY. CocTaBiieHue  OOMIEH  XapaKTePUCTHKU
POrPaMMHOTO KOMIUIEKCa «ApXHMBHBIH (QOHA» 1O TOCTaBJICHHBIM
BOIIPOCAM.

OKO1, OK02, JIP4,
JIP6

Pazoen 2 Hcnonv3oeanue pecypcoé KOMRbIOMEPHbIX cemeil

Tema 2.1 Pecypcbl
JIOKAJIBHBIX CeTeil:
annapaTHbie U
nporpamMmmMubie. Pecypcebi
rJ100aJIbHBIX ceTeii:
3JIEKTPOHHAS MOYTA,
WWVW, yarsl, HHTepHET -
MarasuHsl, GOpyMmbl .

Cooepotcanue yuednozo mamepuana

Ilpogpeccuonanvno-opuenmuposannoe cooepicanue

Kommerotrepsl. Kommynukanuronnoe obopyaoBanue. OnepanuoHHbBIE
cuctembl. CereBble mpwioxenusa. Dain-cepepsl. [IpuHT-cepBepsl.
6 | Cepepnl npunoxenuil. IloutoBsie cepsepsl. [Ipokcu-cepsep. Mms
nosib3oBarensi@. Wmsa cepBepa. Tenekondepenmun. Daiinossie
apxuBbl. IHTEpHET MarasuH.

OKO01, OKO02, JIP4,
JIP6

Pazoen 3 Hughopmayuonnsle cucmemut 6 npogheccuonanbioll desmenbHocmu

Tema 3.1 Uudopmannonnbie
CHCTeMbI H IPOrPaMMHbIE
CPeACTBA JIsl HX CO3JaAHUA

Cooepotcanue yueonozo mamepuana

Ilpogpeccuonanvro-opuenmupogannoe cooepicanue
ITonatue wuHpopManmoHHOW cucTeMbl. Turnbl HHPOPMAIMOHHBIX

cucreM. Knaccugpukanusa napopmanmonssix cuctem. IHoustue CASE
cpenctB. Knaccudukauus CASE cpencts. Xapakrepuctuka CASE
cpeacts. [IporpaMMHbie KOMIUIEKCH U TeXHOJIOTUU 11 co3aanust NC.

Onpenenenre BUJ0B UHPOPMAIIMOHHBIX CUCTEM.

OKO01, OKO02, JIP4,
JIP6

Ilpogpeccuonanvrno-opuenmupogannoe cooepiicanue

Ilpakmuueckasa paboma 5.

CocraBrnenue cxembl «JTamnbl BHEJIpPEHHE HMHPOPMAIIMOHHBIX CHUCTEM
yIpaBJIeHUs] JOKyMEHTaMH». 3alojIHeHHe TaOIuIbl «XapaKTepUCTUKU
Pa3IUYHBIX CUCTEM YIIPABICHUSI JEKTPOHHBIMU TOKYMEHTAMMUY.

OKO01, OK02, JIP4,
JIP6

Tema 3.2 CnpaBo4HoO-

Cooepotcanue yueonozo mamepuana




HH(pOPMAIMOHHbIE
CHCTeMbl, IPUMEHsieMble B
AOKYMEHTAIlHOHHOM

Ilpogheccuonanvno-opuenmuposannoe cooeprcanue
Ilpakmuueckasa paboma 6.

OCHOBHEBIE CHpaBOIIHO'I/IH(i)OpMaHI/IOHHBIe CUCTEMBlI OTOKYMCECHTAIIMOHHOI'O

OKO1, OK02, JIP4,

2
oGecreyeHnH ynpaBieHust obecnieuenus. x cocraB. Bo3moxxnoctu. Xapakrepuctuku. CocTaBieHUe IP6
cxembl «l['ocynapcTBEHHbIE W HErOCYJapCTBEHHbBIE CIPABOYHO-IIPABOBHIE
CUCTEMbI». AHalu3 JIOCTOMHCTB U INPEUMYILIECTB KaKJOW CIIPAaBOYHO-
IIPaBOBOM CHCTEMBI»
Tema 3.2 Buasbl Cooepircanue yuebnozo mamepuana
MH(POPMALMOHHBIX Ilpogheccuonanvho-opuenmuposannoe cooepicanue
CHCTeM yNpaBJIeHHsA XapaKkTepUCTUKU PA3JIMYHbIX CHCTEM YIPABICHUS 3JIEKTPOHHBIMU OKO1. OK02. JIP4
AOKYMEHTAIHOHHBIM 8 | moxymeHTaMmu. WNHupopmanronnsie CHUCTEMBI YIIPABJICHHUS 2 ’ TIP6 ’ ’
olecreyeHuEeM OPraHU3alUN JeTOTIPOU3BOACTBOM.  MH(MOpMAIMOHHBIE  CHCTEMBI  YIPABJICHUS
JOKYMEHTaMH (KOPIOPAaTUBHBIE CUCTEMBI).
Pazoen 4. Obecneuenue uHGopmayuoHHol 6€30NACHOCMU 8 KOMNbIOMEPHBIX CEMAX 10
Cooepotcanue yueonozo mamepuana
Tema 4.1. besonacnas u Hpogeccuonanvno-opuenmuposanioe cooeprcanue
3¢ ¢pexTnBHasi paboTa B 9 VYrpo3sl cetu HMHTepHeT, mpoduiiakTuka yrpo3 cetu WHTepHeT. 5 OKO01, OK02, JIP4,
HNurepHer. bezonacueiii maposs. Kamua. Ayrentudukanus. JIByxdaxrtopHas JIP6
ayreHTu(ukanus. DI
Ilpogheccuonanvrno-opuenmuposannoe cooeprcanue
Hcnonbs3oBaHne MOYTOBBIX CEPBUCOB: BUBI, MPAaBUJIa PETUCTPALIIH,
10 npaBujia 3alIMTHI. CepBI/ICLI 00JIaYHBIX TEXHOJIOTHH, IT03BOJISIOLINE 9 OKO01, OKO02, JIP4,
OpPraHu30BaTh JOKYMEHTHOE M 0€3J0KyMEHTHOE OO0CIyKUBaHHE. JIP6
Tema 4.2. IlouroBbie U [Ipumenenne OONAYHBIX XPAHWJIMIN JAHHBIX JUISI ONTHUMHU3AIUU
00J1auHbIE CePBUCHI B paboThI ¢ JOKYMEHTaMH
padore ¢ JOKyMeHTaMH Ilpogpeccuonanvno-opuenmuposannoe cooeprcanue
Ilpakmuueckan paboma 7.
P P OKO1, OK02, JTP4,
Co3nanre MOYTOBBIX aKKayHTOB. OTHpaBKa d3JIEKTPOHHBIX IHCEM. 2

Hacrtpoiika coBMecTHOro AOCTyHa K OOJIa4HbIM JOKyMeHTaM. Paborta ¢
00JIAYHBIM XPAHUIIUIIEM.

JIP6




Tema 4.3. IlonsiTue
UHGpopMaLHOHHOM
0e3omacHocTH. OCHOBHbBIE
BH/IbI YTPO3

Cooepotcanue yuednozo mamepuana

EcrecTBeHHBIE M HMCKYCCTBEHHBIC, CIy4aliHbIE M IIPEIHAMEPEHHBIE
yrpo3sl. IlaccuBHble Bo3zaeiicTBus. CrenuanbHble BpPEIOHOCHbBIE
IIporpaMMbl. MecTo pacrosiokeHus B cucTeMme. Meponpusarus 1o

OKO01, OK02, JIP4,

HH(OPMATUOHHOM 1 3aIlUTe peueBOM MHpopManuu. MexaHu3M —ayTeHTHU(HKAIUH. 2 JIP6
0€30MaCHOCTH U CpeCcTBa VYmupasnenue poctynoM K oObektam. Iludpyromas daitnosas
3alMThHI HHOPMALMHU cucrema. [Iponecc mudpoBanus u pacmudpoBaHus.
Cooeporcanue yueonozo mamepuana
Tema 4.4. AuTuBHpYCHast Knaccudukanus camplx pa3iauuHbix  BHpycoB. OcobGeHHOCTH
3aIMTa BUPYCOB.  AHTHBUpYCHble  0a3pl.  OCHOBHas  TEXHOJOTHS OKO1. OK02. JIP4
MEePCOHATIBLHOI0 12 | anTuBupycHOU  mpoBepku. IIporpammer  mis  obecrieueHUs 2 ’ TIP6 ’ ’
KOMIIbIOTEpa aHTUBUPYCHON Oe3omacHOCTH. 3amoiHeHue Tabmuiel «CpaBHEHUE
AHTUBHUPYCHBIX ITPOTPaAMM»
Pazoen 5. Cpeocmea nepedauu 31eKmpoHHbIX 0OKYMEHMO8 U 0becnedyeHue ux cOXpaHHocmu 4
Cooepircanue yuebnozo mamepuana
Ilpogheccuonanvno-opuenmuposannoe cooeprcanue
CkaHupoBaHMe M  pPaclO3HABaHUE  TEKCTa  C  IIOMOIIBIO OKO01, OKO02, JIP4,
Tema 5.1 13 CIIEIMAIU3UPOBAHHOIO OpOrpaMMHOro o0ecreyeHusl. 2 JIP6
IIporpaMmMbl CKAHHPOBAHMS Koppektuposka Texcta. KonBeptupoBanue ¢aiinos.
AOKYMEHTOB H Ilpogheccuonanvno-opuenmuposannoe cooeprcanue
KOHBepTHpOBaHus (aiiyios Ilpakmuueckana paboma 8
PacrioznaBanue wHpOpMANMK C TIOMOIIBIO MPOTPAMM CKAaHHUPOBAHMSL. 2 OKO1, OKO2, JiP4,
KouBeptupoBanue aitnos. IIporpaMMbI-apXuBaTopbl. YTHakoBKa H TP
pacrakoBKa apXHBOB.
Paszoen 6. Ilpuknaonoe npozpammmuoe obecneuenue 6 npodheccuoHaIbHOI OeameabHoCmu 16

Tema 6.1. CpeacrBa u

Cooepotcanue yueonozo mamepuana




TeXHOJIOTHH CO3aAHUSA H
00padoTKHU TEKCTOBOM
uHopmanuu

Ilpogheccuonanvno-opuenmuposannoe cooeprcanue

Ilpakmuueckan pavoma 9

dopMaTtupoBaHUE JIOKYMEHTOB B TEKCTOBOM penaktope. W3meHenue
napaMeTpoB a03ameB. YcraHoBKa mo3uuui TaOymsuuu. PabGora co
CIUCKaMH.

OKO1, OK02, JIP4,
JIP6

Ilpogheccuonanvrno-opuenmuposannoe cooeprcanue

Ilpakmuueckasn paboma 10

BceraBka rpaguueckoro n3o0paxeHusi B TEKCT, U3MEHEHUE €r0 MOJI0KEHHS
Ha cTpaHuIe. TeXHOJIOrHsl BCTAaBKU B IOKYMEHT 00beKTa SmartArt.

OKO1, OKO02, JIP4,
JIP6

Ilpogheccuonanvho-opuenmuposannoe cooepicanue
Ilpakmuueckasa paooma 11
BcTraBka CHOCOK B TEKCT JOKYMEHTA B TEKCTOBOM PEIIAKTOPE.

OKO1, OKO02, JIP4,
JIP6

Ilpogpeccuonanvro-opuenmupogannoe cooepicanue

Ilpakmuueckaa paboma 12

OcHoBHBIE TIpUEMBI paboThl ¢ Tabmuuamu. KOHTEKCTHBIE BKIIAIKH
Konctpykrop u Maker [uist paboThl ¢ TaOlIMIIaMU B TEKCTOBOM pEIaKTOpE.
Paznuunble mpuémbl paboThl ¢ TabIMLIAMU B TEKCTOBOM pEIAKTOpE.
CopTupoBKa 1aHHBIX B Ta0auue. Berunciaenus B Tabnunax.

OKO1, OKO02, JIP4,
JIP6

IIpogpeccuonanvrno-opuenmuposannoe cooeprcanue

Ilpakmuueckan paboma 13

PazOuenne Tekcra Ha KOJOHKH B TEKCTOBOM peaaktope. dopmarupoBaHue
MHOT'OCTPAaHUYHOTO JOKYMEHTa B TEKCTOBOM penaktope. Pabora co
crunsimu. Co3aHue aBTOMATHYECKOTO OTJIABJICHUS B MHOTOCTPAaHUYHOM
JIOKYMEHTE B TEKCTOBOM PEIAKTOPE.

OKO01, OK02, JIP4,
JIP6

Tema 6.2. CpeacrBa

1 TeXHOJIOTHH PadoThI
€ JICKTPOHHBIMH
Ta0JIHIAMH

Cooeporcanue yueonozo mamepuana

Ilpogpeccuonanvrno-opuenmupogannoe cooepiicanue

Ilpakmuueckasa paboma 14

Coznanue Tabnuil B TaOIUMYHOM pefakTope u ux dopMaTupoBaHue. THITbI
JAHHBIX, UCITOJIb3yEMbIX B TaOJIMYHOM pelakTope. BhimonHeHHe pacuéToB
B OJIEKTPOHHBIX Tabmuiax. Dopmynbl. AOCONIOTHasS W OTHOCHTENbHAs
aapecanusi. OyHKIIUHA, UCTIOJIb3yeMble B TaOIUYHOM penakTope. PadoTa co
CIMCKaMHU.

OKO01, OK02, JTP4,
JIP6




Ilpogheccuonanvno-opuenmuposannoe cooeprcanue

Ilpakmuueckas paboma 15

dopmarupoBanue  tabimun.  CoprupoBka.  DwibTparys — JaHHBIX.
[TocTpoenue u peTakTUPOBAHUE JHArpamMM.

OKO1, OKO02, JIP4,
JIP6

Tema 6.3. Pazpadorka u
CONPOBOKIEHHE
uHGpopManMOHHBIX 0a3
JaHHBIX

Cooepotcanue yueonozo mamepuana

Ilpogheccuonanvrno-opuenmuposannoe cooeprcanue

IMonstune BJI mu CYBJ. 3arpyska, unrepdeiic CYB. Tabmuunas
14 crpykrypa BbJI. ITons, 3anucu. Tunel nansbix. [loHsTHE KItOUEBOrO
noJis. @opmsel, 3anpockl 1 0T4€TH B CYB/I, uX Ha3HAueHHE U CTIOCOObI

CO3aaHusl. CO3I[aHI/Ie CBsA3U MCKIY Ta6JII/IIIaMI/I C MOMOIIBIKO MAaCTEpa

IIOACTAaHOBOK.

OKO01, OK02, JIP4,
JIP6

Pazoen 7. Cozoanue u pedoaxmupoganue zpagpuueckux u MyabmumeOUuliHplX 00beKmoe

Tema 7.1. IlpeacraBienne
HHpopMaNUH ¢ TOMOLILIO
cpeacrs nH(porpapuku

Cooepotcanue yuednozo mamepuana

15 | PasnuuHble cpencTBa co3aaHus HHPOrpapuKy.

OKO01, OK02, JIP4,

JIP6
Hpogeccuonanvno-opuenmuposannoe cooepicanue OKO01, OK02, JIP4
Ipakmuueckaa paooma 16 ’ JIP6 ’ ’

Coznanue nadorpaduku ¢ momornipio npunoxxkenuss MS Power Point.

Tema 7.2. IlpencraBienne
HHpopMaLUH ¢ TOMOLIBLIO
CPeACTB aHUMAaIlUH

Cooepotcanue yueonozo mamepuana

16 | TlonsTue aHMMAIUs, MYJbTUILTAKAIUSA. BUIbI aHUMAIUH.

OKO01, OK02, JIP4,
JIP6

Tema 7.3. OcHOBBI
TEXHOJIOI'nn
padoThI ¢ Npe3eHTAUAMM

Cooepotcanue yueonozo mamepuana

Ilpogpeccuonanvno-opuenmuposannoe cooepiricanue

Ilpakmuueckasa paooma 17

PabGora co cmaiimamu. BceraBka 0OBEKTOB Ha ciaij, W3MEHEHHE HX
MOJIOKEHMS. YTIpaBJIeHHE CIOosMH claiiia. Mcrnonb30Banue runepechliok B
npeseHTanmu. HacTpoiika anumanum TekcTa U 00beKTOB. JloOaBiieHue
Nepexo0B MeXKIy claiiiamMu. BeraBka 3ByKa M BUJIEO.

OKO01, OK02, JIP4,
JIP6

Pa3zoen 8. Ilepconugpuyuposannsie paccovliku ¢ ROMOUWbI0 YHKUUU CAUAHUA

Tema

‘ Cooepotcanue yueonozo mamepuana




8.1.Ilepconu¢puupoBaHHbIe
PACCHLIKH € IOMOLIBIO
(Gysxuumn cauaHus

Ilpogheccuonanvno-opuenmuposannoe cooeprcanue
Ilpakmuueckas paboma 18

Hcnonp3oBaHue mactepa CIMSHHS JUIS PacChUIKH JTOKyMeHTOB. CoznaHue
pacchuUTKU ¢ TOMOINBI0 GyHKIUU crnusiHust. Co3nanue OeiKel, KyBepTHBIX
KapToO4eK C IOMONIbI0 MacTepa CiHsHUs. lcronb3oBaHHE INAOIOHOB U
CTCIUAIBHON BCTaBKU TPU CO3JJAHUU PACCHUIKH TOKYMEHTOB C MOMOIIBIO
(GYHKIMH CITUSHUS

OKO01, OK02, JIP4,
JIP6

Ilpogheccuonanvno-opuenmuposannoe cooeprcanue
Ilpakmuueckas paboma 19

COSI[aHI/IC HHCCM-HpHFJ'I&HIGHHﬁ, HOSﬂpaBHeHHﬁ, KOHBCPTOB.
Hcnonb3oBaHue MacTepa CIUSAHUA IJIA HepCOHI/I(bPIHHpOBaHHOﬁ PaCChLIKHU
HOKYMCHTOB.

OKO01, OKO02, JIP4,
JIP6

Pazoen 9. Komnvromep Kak cpedcmeo KOMMYHUKAUUU U OOCMYR K UHPOPMAUUOHHBIM Pecypcam

Tema 9.1. Undpopmaunonno-
NMOMCKOBBIE CHCTEMBI.
IHouck nupopmauuu B
Pa3JHYHBIX CIIPABOYHO-
NPaBOBBIX CHCTEMAX

Cooepotcanue yuednozo mamepuana

Ilpakmuueckasa paboma 20

Bo3moxHOCTH TIorcka HH(OPMALUK B UHTEPHETE.

[Touck napopMmaiuu B opUIMaTbHBIX HHTEPHET-UCTOUHUKAX.
[Touck nHpOpMaK B pa3IU4HbBIX CIIPABOYHO-TIPABOBBIX CUCTEMAX.

OKO01, OK02, JIP4,
JIP6

IIpome:xkyTounas arrecranus B popme 1 pepeHIUPOBAHHOIO 3a4eTa

BCEI'O
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3.YCJOBUS PEAJIM3AIIAU YYEBHOU JUCIATIIMHBI

3.1. TpeOoBanusi K MHHUMAJBLHOMY  MATEePUAIBLHO-TEXHUYECKOMY
ol0ecrneyeHUI0

Peanmzanus auciumiuHel TpeOyeT HaTMuus y4eOHOM KOMITBIOTEPHOH J1a00paTOpHH
nH(pOpPMaATHKH.

O0opynoBaHHe KOMITBIOTEPHO Ta00paTOpHH:

. H0CaJI0YHbIC MECTA MO KOJINYECTBY O0YYarOIIHXCS;

. pabouee MeCTO MperoaaBaTeis;

. MapKepHasi JOCKa;

. y4e0HO-METOJUYECKOE 00eCIIeUeHHUE.

Texnuueckue cpeacTBa 0OyUCHUS:

. KOMITBIOTEPHI 110 KOJIMYECTBY 00YUaIOIIUXCS;

. JIOKaJIbHAs! KOMITBIOTEPHAS CETh U II100ajbHas ceTh IHTEpHeT;
. CHCTEMHOE U MIPUKIIAJHOE IPOrPaMMHOE 00ECIICUCHUE;
. AQHTHBHPYCHOE ITPOrpaMMHOE 00eCIICUCHUE;

. CIICLHAIM3UPOBAHHOE MPOrPaMMHOE 00ECIICUeHHUE;

. MYJIbTUMEAUATIPOEKTOP

. MHTEPaKTHBHAS JOCKa/TIaHEIb/IKPaH.

3.2. UndopmanuonHoe odecneyeHne 00yueHust

OCHOBHBIE UCTOUHUKHU:

1.IlMuroB, B. H. O6pabotka oTpacnesoii nnpopmanuu : yaebnoe nocodue / B.H. IlIurtos.
— Mocksa : UH®PA-M, 2022. — 184 c. — (Cpennee npodeccuoHaibHOE 00pa3oBaHUE). —
DOI 10.12737/1846131. - ISBN 978-5-16-017373-3. - Tekcrt : anekrponusiii. - URL:
https://znanium.com/catalog/product/1846131

2. Cprues, 0. H. Crangaptsl nHGOpMaLIMOHHOM Oe30macHoCTH. 3auuTa U 0opadboTka
KOH(HICHIIMAIBHBIX TOKYMEHTOB : yueOHoe nocobue / FO.H. CrrueB. — Mocksa : UHOPA-M,
2021. — 223 c. — (Cpennee npodeccuonanbHoe odbpazopanue). - ISBN 978-5-16-015718-4. -
Tekcer : anextponnsiid. - URL: https://znanium.com/catalog/product/1189348

3. Hagsn, O. I'. Jlannble: xpaHeHue U oopaboTka : yueonuk / 3.I'. JlagssH. — Mocksa :
NHOPA-M, 2020. — 205 ¢. — (Cpennee npodeccronanbHoe oopasoBanwue). - ISBN 978-5-16-
015663-7. - Tekcrt : anexrponHsIit. - URL: https://znanium.com/catalog/product/1045133

I[OHOJ'IHI/ITGJ'II)HI)IG HUCTOYHUKU:

1. Ky3nenos, . H. JlenonpousBoactso : yueOHO-cripaBouHoe nocodue / M. H.
Kyznenos. - 11-e uzn. - Mocksa : 3narenscko-ToproBas kopropanus «Jlamkos u K°», 2022. -
405 c. - ISBN 978-5-394-04867-8. - Tekcr : anexTponHsbIi. - URL:
https://znanium.com/catalog/product/1865740

2. beixosa, T. A. JlokyMeHTallmoHHOE 00ecrieyeHne yrpaBiaeHus (AeI0MPOU3BOJICTBO) !
yaeOnoe mocodue / T.A. beikosa, T.B. Ky3nenosa, JI.B. Cankuna ; mox o6mr. pea. T.B.
KysHnenoBoii. — 2-e u3f., nepepad. u gon. — Mocksa : THOPA-M, 2021. — 304 c. + Jom.
MaTepuaisl [ DnekTpoHHbIN pecype]. — (CpemHee npodeccrnonanbHoe oopa3opanume). - ISBN
978-5-16-013913-5. - Tekcr : anexkTpoHHbIH. - URL:
https://znanium.com/catalog/product/1141796

3. Curupos, 1O. U. IlepBuunas yuetHas gokymenTtanus : yueonuk / FO.1. Curunos, E.B.
Kanamaukosa, T.E. Xoponbckas ; mog o6mr. pexa. FO.U. CurunoBa. — Mocksa : UHOPA-M,
2022. — 345 c. — (Cpennee npodeccuonanbHoe oopazopanue). - ISBN 978-5-16-017100-5. -
Tekcr : anmextponnsit. - URL: https://znanium.com/catalog/product/1738427



https://znanium.com/catalog/product/1846131
https://znanium.com/catalog/product/1189348
https://znanium.com/catalog/product/1045133
https://znanium.com/catalog/product/1865740
https://znanium.com/catalog/product/1141796
https://znanium.com/catalog/product/1738427

HNHuTepHeT- pecypcenl:
ANIEKTpOHHAs OubimoreuHast cucrema http://znanium. com/
NHuTtepHeT-pecypcesl

1. CnpaBouHo-npaBoBas cuctema «KoncynpTanT mroc». URL: www.consultant.ru,
CBOOOIHBIH.

2. CnpaBouno-nipaBoBas cuctema «I'apant». URL: www.garant.ru, cBOOOTHBIH.

3. . OdunmanbHbIi caiiT Becepoccuiickoro Hay4HO-HCCIIEJ0BATENBCKOTO HHCTUTYTA

nokymeHToBeAeHus u apxuHoro nena (BHUMJIA ). URL: http://www.vniidad.ru, cBOOO HBIN.
CepBHCHI 1 HHCTPYMEHTBI:

1. Skype (pexxum mocryma: https://www.skype.com/)
2. Zoom (pexxum mocryma: https:// zoom.us/)

3. https://dick.yandex.ru/

4. http://ohranatruda.ru/

5. http://ohrana-trudall.ru/

6. http://www.trudohrana.ru/

7. http://ohrana-bgd.narod.ru/



http://ohranatruda.ru/
http://ohrana-truda11.ru/
http://www.trudohrana.ru/
http://ohrana-bgd.narod.ru/

4. KOHTPOJIb U OLIEHKA PE3YJbLTATOB OCBOEHHUA YYEBHOM JUCIIUILINHBI

KOHTpOJIB " OICHKA PE3YyJIbTAaTOB OCBOCHUA AWCHUIINIMHBI OCYHICCTBIIACTCA MPCIIOAABATCIICM B IMPOLECCCC MPOBCACHUA TMMPAKTUUICCKUX

SaHHTHﬁ, TCCTUPOBAHU, a4 TAKIKC BBIIIOJTHCHUA O6y‘-IaIOH_II/IMI/IC$I HHAWBUAYAJIbHBIX BaﬂaHHﬁ, ITPOCKTOB, HCCJICZ[OBaHI/Iﬁ.

Pe3yabTaThl 0CBOCHHS M CHMILINHBI Pe3yabTaThl 0CBOCHHS TMCUMILIMHBI HANIPaBJeHbI HA (opMuUpoOBaHue: ®opmbI U
YmMmenus: OK u IIK JIP MeETOAbI OLEHKH
— pacro3HaBaTh 3aladyy W/WiaM mOpobdiemMy B OK 01. Bri6upats JIP. 4. Ilposnsiommii  u | Ouenka
PO ECCHOHANBHOM H/WITH COLMATBHOM KOHTEKCTe; | CTIOCOOBI  pelieHHs  3a1ad | ICMOHCTPUPYIOLIMA YBOXKCHHE K TPYAy | ACATCAbHOCTH  H
poQeCCHOHAILHON YeNIOBEKa,  OCO3HAIOMIMK  I[EHHOCTH | PE3Y/IbTaTOB
— aHANM3HWPOBATh 3aJadyy W/WIH NOpodleMy H MPAKTHYECKHX
. JESITEIbHOCTH MPUMEHUTENFHO K | COOCTBEHHOTO TpyJda M TpyAa APYrux
BBIJICNIATH €€ COCTaBHbBIC YaCTH; . . . | padot Ne 1-10
pa3IMYHbIM KOHTEKCTaM; mofel.  OKOHOMUYECKHM  aKTUBHBIM, T
— . . .. | TectupoBanue.
ONPCACIATE STAIbl PEINCHUA 3a/1a1H, OK 02. MHcnonb3oBaTh | OpUEHTUPOBAHHBIH ~ HA  OCO3HAHHBIM p
— BBIBJIATH U 3((EKTUBHO UCKATh HH(OPMAINIO, | COBpPEMEHHBIE CPEACTBA IOMCKA, | BEIOOp  cdepbl  mpodecCHOHATBLHOU
HeO6XOI[I/IMYIO Ul peuIeHus 3aja4u w/wiu | aHalu3a n HHTCPIIPCTAINN | ACATCIIbHOCTU C Y4eTOM JINYHBIX
NPOGIEMB; uH(popManun U | XKMSHEHHBIX  ILI2HOB, norpedHocTEN
. MH(POPMALIMOHHbIE TEXHOJOIMH | CBOEH CEMbH, POCCHHUCKOTO OOIIecTBa.
— COCTaBJATh IUIAH  JIEHCTBUS;  ONPEIENSTH .
JUISt BBITIOJTHEHUS 3a1a4 | Beipaxaronuii 0cCoO3HaHHYI0 TOTOBHOCTh
HEOOXO/IMMbIE PECYPCbI, npodeccuoHaIbHON K TOJy4eHHI0  HIpOoQecCHOHATBHOTIO
— BIJIETh AKTYaJIbHBIMH METOAaMU pPabOThl B | eATeNbHOCTH; o0Opa3oBaHus, K HEMPEPEIBHOMY
npodeccuoHaNbHOM U CMEXHBIX cepax; 0o0pa3oBaHUI0 B  TEUEHHE  JKU3HU
— pealln30BBIBATH COCTABIICHHBIN IIJ1aH; JemoncTpupytommii IIO3HTHBHOC
OTHOLICHHE K PETYJINPOBaHUIO
— OLIEHUBATh pe3ylbTaT U IOCIEJICTBUS CBOUX .
. . TPYJIOBBIX OTHOIIECHUH.
HCTBUI  (CaMOCTOSITENIFHO — HIIU MTOMOIITh .
ACHC (camocToATENEHO ¢ TIOMOTIRIO OpHeHTHPOBAaHHBII Ha
HACTABHHKA). camMo00pa3oBaHue u
— ONpenessITh 33a4u AJs MoucKa nH(OpMalnu; npoeCCUOHATILHYIO TEPETOATOTOBKY B
HHDOPMATIHH; yKIaza i COMyTCTBYIOUNX COLMATBHBIX
IIEPEMEH. Crpemsmuiics K

— IUJIaHUPOBATH MPOLECC IIOUCKA;
— CTPYKTYpPHPOBATh MOJy4yaeMylo HHPOPMALIHUIO;

GbopMUPOBaHHIO B  CETEBOM  cpene




— BBLACIATH Haumbolee 3HAYMMOE B IIEpedHe
nHpopmanuu;

— OLIEHUBATh IIPaKTUYECKYIO 3HAYUMOCTb
pe3yJbTaTOB I1OKCKa;

— 0(OpMIIATH pe3yabTaThl IOKCKA;

— NPUMEHATh  CPEeACTBa  HMH(OPMAIMOHHBIX
TEXHOJIOTUH U1 pemeHust MpodecCHOHATBHBIX
3azay;

— HCIIOJIb30BaThb  COBPEMEHHOE  IPOrpaMMHOE
o0OecrieueHue;

— MHCII0JIb30BaTh pa3jiMuHble HU(PPOBBIE CPEACTBA
JUIs pelIeHns IpoecCuoHaIbHbIX 3ajau.

— MCIIOJIb30BaTh CPEACTBA MH(POPMALMOHHBIX U
KOMMYHHKAIIMOHHBIX TEXHOJIOTUI AJIS NOJIY4YEeHUs U
nepeaayn uHpopMaIuu;

— BECTM U WHCIONB30BaTh B pabore 0asy
KOHTAKTOB OpraHU3alHu;

— YCTaHaBJIMBATh u MOJIEP’)KUBAThH
KOMMYHHKAIIMM B TpoIecce AEIOBOT0 OOIIEHUs ¢
MIOMOIIBIO CPEICTB MH(POPMAaIMOHHBIX u
KOMMYHHKAIIUOHHBIX TEXHOJIOTHIA;

— ofecrnieunBaTh MH(OPMALMOHHYIO
0€30I1aCHOCTb JeSITeIbHOCTH OPraHU3aIUH.

— BBIOMpaTh (HOPMBI IUTAHUPOBAHUS U OPOPMIISATH
IUIAHUPOBINMK  (OpraHaiizep) pyKOBOIUTENs U
CeKpeTaps;

— TIPUMEHSATH B pabore cpencTBa
MH(POPMALIMOHHBIX u KOMMYHHKaIIMOHHBIX

JTUYHOCTHO U TIPOPECCHOHATHHOTO
KOHCTPYKTUBHOTO «IIU(POBOTO CIIE/Ia»
JIP 6. OpueHTUpOBaHHBIA Ha

npodeccuoHanbHbIe JOCTUKECHHUS,
JEATEIIBHO BbIpaKarOLUN
MO3HABATEJIbHBIE HHTEPEChl C YYETOM
CBOHX CIIOCOOHOCTEHA,
00pa3oBaTeIbHOTO u
PO EeCCUOHAIBHOTO MapuipyTa,

BBIOPAHHOW KBaTM(UKAIIVH;




TEXHOJIOTHM.

— OCYILECTBJIATh TPEBEN-MOAJEPKKY  JI€JIOBBIX
MOE3/10K;

— HCHOJb30BaTh CpPEACTBA HH(DOPMALMOHHBIX H
KOMMYHUKAITMOHHBIX TEXHOJIOTHH /17151 00ecreyeHusI
B3aMMOJICHCTBHUS C PYKOBOAMTEIEM BO BpEMs €ro
JIeJIOBOU ITOE3/IKH.

— OCYILECTBIATH cOop, 00paboTKy MHpOpMaIuy,
CUCTEMATH3alMI0 TOJIy4aeMbIX U IepelaBaeMbIX
JAaHHBIX;

— TMPUMEHSATH UH(GOPMAIMOHHO-
KOMMYHHKAITIOHHBIE TEXHOJIOTUH;

— CKaHUPOBaTh, KOMHPOBATh M KOHBEPTHPOBATH
JIOKYMEHTHI B pa3jnyuHble popMarThl.

3HaAHUA:

— aKTyaJbHBII npodeccuoHanbHbIMN 51
COLIMAJIBHBIM KOHTEKCT, B KOTOPOM IPUXOJUTCS
paboTaTh U KUTb;

— OCHOBHbBIE€ UCTOYHUKHU MH(OPMALIUU U PECYPCHI
JUIsL  peuleHus  3ajad " npobiem B
po¢eCCHOHATHLHOM H/MIIH COIIMATIbHOM KOHTEKCTE;

— aNrOpUTMBI BBITIOJTHEHU S pabor B
npodeCcCHOHATBHON U CMEKHBIX 00J1aCTAX;

— MeroAbl paboTel B NpOodecCHOHANBHOH H
CMEXHBIX chepax;

Ornenka
EATENBHOCTH
Pe3yJIbTaToB
MPAKTHYECKUX

padot Ne 11-20
TectupoBanue.

nu




— CTPYKTYpY IUIaHa JUId PEeLICHUs 3a1a4;

— TMOPSIOK OLEHKU pe3yJbTaTOB PELICHUS 3a]ad
npodecCuOHaIbHON 1S TeIbHOCTH;

— HOMEHKJaTypa UH(POPMAIMOHHBIX
UCTOYHUKOB, MPUMEHSIEMbIX B MPO(hecCHOHATBbHON
JESTEIIbHOCTH;

— TpHEMBI CTPYKTYPUPOBAHUS HHPOPMALIUY;

— ¢dopmar odopmileHHs pe3yabTATOB IOMCKA
uHpopManuy, COBpPEMEHHbIE CpeacTBa u
ycTpoiicTBa HH(OpPMATH3ALINH;

— MOpAAOK HX MPUMEHEHHs M HPOrpaMMHOE
obecrieyeHre B NpoecCUOHAILHON AEATENbHOCTU B
TOM YHCJIE C UCIOIb30BAaHUEM LIUPPOBBIX CPEICTB;

— HOpMaTHBHbIE NpPaBOBbIe aKThl Poccuiickoii
Oeneparun B chepe  MHPOPMALMOHHBIX U
KOMMYHHKAIIMOHHBIX TEXHOJIOTHIA;

— TpeOOoBaHUs OXpaHbl TPY/a.

— MHTEpPHET-pecypchl Ui  OCYILIECTBJICHHUS
TPEBEN-NIOIEPKKH JEIOBBIX MOE3/10K;

— MeToJbl 00pabOTKM M 3aIUTHl HHPOPMAIIUH C
OPUMEHEHHEM  CpEACTB  HMH()OPMALMOHHBIX U
KOMMYHHKAI[UOHHBIX TEXHOJIOTHH;

— COBpPEMEHHbIE nH(pOpMallOHHbIE U
KOMMYHHUKAIIIOHHBIE TEXHOJIOTHUH, IPUMEHSIEMbIE B
paboTe ¢ TOKyMEHTaMHU.




