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1. MIACHOPT MPOI'PAMMBbI YYEBHOM JUCHUIIINHBI
«KOMIIBIOTEPHASI OBPABOTKA JOKYMEHTOB»

1.1. O6aacTh NpUMEHEHHs POTrPaAMMBbI

[IporpaMmma y4eOHON  OUCHUIUIMHBI ~ SABISETCS YacThblO OCHOBHOM  MpodeccHoHaNbHOM
oOpasoBarenbHOl mporpammbl B coorBeTcTBUU ¢ DI'OC mno cnenumansHoctn  46.02.01
«/loxymeHTalnoHHOE obecrnieueHue yIpaBIeHUS u apXUBOBEICHUE» CpEIHEro
po(ecCHOHATLHOTO 00pa30BaHU.

OcBoenue pabodyeil mporpammbl y4eOHOW IHUCHUIUIMHBI BO3MOXKHO C MPUMEHEHUEM
9JICKTPOHHOI'O 06yquI/151 U JUCTAaHIIUOHHBIX O6pa3OBaTeJ'IBHBIX TEXHOJIOTUH IpU U3Yy4YCHHUU BCCX
TeM 0e3 MepeCTaHOBKH.

1.2. MecT0 IMCHMILIMHBI B CTPYKType OCHOBHOH Npo(ecCHOHAIBbHOH 00pa3oBaTeIbHOM
NporpaMMbl: JTUCHMIUIMHA BXOAUT B mnpodeccruonHanbubiii mukn (OO6menpodeccnoHaabHbe
JUCIIATIITAHBI ).

1.3. He.]'ll/l H 3a1a4Yi JUCHUMIIJIHUHBI — TPQGOBaHI/Iﬂ K pe3yJabTaTaM OCBOCHHUA TUCHUIIJIUHBI:

B pe3ynbraTe 0CBOGHUS TUCHMITIIMHBI 00YYaIOLIMNACS JOIKEH YMETh!

- IpO(ECCHOHAIILHO OCYILECTBIISATH HA0OP TEKCTOB HA IIEPCOHAIIBHOM KOMIIBIOTEDE.
B pe3ynbraTe 0CBOGHUS TUCHUILIMHBI 00YyYaroLIUiics JOIKEH 3HATh:

- PYCCKYIO U JIATUHCKYIO KJIABUATYpy MEPCOHAIBHOIO KOMIIBIOTEPA;

- IpaBuiIa 0POPMIICHHS JOKYMEHTOB Ha IEPCOHATIbHOM KOMIIBIOTEPE.

dopmupyemble KOMIETCHIUN:
OK 2. Opra#u3oBbiBaTh COOCTBEHHYIO JCSATEIBHOCTh, OMPEAENATh METOIAbl MU CIIOCOOBI
BBINOJIHEHUS TPO(ECCHOHATIBHBIX 3a/1a4, OLIEHUBATh UX APPEKTUBHOCTb U Ka4ECTBO.
OK 4. Ocy1iecTBisATh NOUCK, AaHATIU3 U OLIEHKY UHPOpMAIMH, HEOOXOAUMOMN /71l TOCTAHOBKH U
peleHus mpodecCUOHANBHBIX 3a/1a4, TPOPECCHOHATBHOTO U TMYHOCTHOTO PAa3BUTHS.
OK S. Hcnonws3oBats MH(GOPMAIIMOHHO-KOMMYHUKAIIUOHHBIE  TEXHOJIOTUU JUTS
COBEpPILIEHCTBOBAHUS NMPO(ECCHOHATBHON AEATEIbHOCTH.
OK 9. BbITb TOTOBBIM K CMEHE TEXHOJIOTUH B IPOPECCHOHATBHON JAESITENbHOCTH.
I1IK 1.1. KoopaunupoBaTh paboTy opraHuzanuu (IpUEMHONH PYKOBOAMTEINS), BECTH IpHUEM
ITOCETUTEIIEH.
ITIK 1.3. OcymecTBasATh NOATOTOBKY JENOBBIX MOE310K PYKOBOIUTENSA U IPYTUX COTPYIHUKOB
OpraHH3aIiHy.
[1K 1.4. Opranu3oBsiBaTh pabouee MECTO CEKpeTaps U PYKOBOIUTEINS.
I[IK 1.5. OdopmMisTh M perucTpupoBaTh OpPraHU3ALUOHHO-PACIOPSATUTENbHBIE JOKYMEHTHI,
KOHTPOJIMPOBATh CPOKH UX UCTIOJTHEHMS.
I[IK 1.6. OOpabaTeiBaTh BXOHAIINE€ W HUCXOMANINE JOKYMEHTBI, CHCTEMaTHU3UPOBATh WX,
COCTaBJIATH HOMEHKJIATYPY A€l U HOpMUPOBATH JOKYMEHTHI B JIeNa.
IIK 1.7. CamoctrosiTenpbHO paboTaTh C JOKYMEHTaMH, COIEP)KAIIUMU KOH(UICHIIUATBEHYIO
UH(POPMAIIHIO, B TOM YHUCIIE C JOKYMEHTAaMH 110 INYHOMY COCTaBY.
[1K 1.8. OcymiectBisaTh TesneoHHOE 00CTyKUBAaHUE, IPUHUMATh U NepeiaBaTh (haKChl.
I1K 1.9. OcymiecTBisTh NOATOTOBKY JI€1 K IEpeaade Ha apXUBHOE XpaHEHUE.
[1K 2.2. Bectu paboTy B cucTeMax 3JeKTPOHHOTO IOKYMEHTO000pOTa.
[1IK 2.4. ObecnieunBaTh NMpPUEM M palMOHAIBLHOE pa3MELICHHE TOKYMEHTOB B apXuBe (B TOM
YHclie JOKYMEHTOB I10 JINYHOMY COCTaBYy).
1K 2.5. ObecneunBaTh y4eT U COXPAHHOCTh JJOKYMEHTOB B apXHBE.
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JleMOHCTpHpYIOMINIA TOTOBHOCTD U CHOCOOHOCTH BECTU JUAJIOT C APYTUMU

JIP 13 JIOJIbMU, IOCTUTATh B HEM B3aMMOIIOHUMAHMSI, HAXOUTh OOIIUeE IeH U
COTPYJIHUYATH JUISI UX JIOCTHXKEHUS B MPO(EeCCHOHATILHOM e TEIIbHOCTH
[TposiBnsitouii CO3HATETHFHOE OTHOIICHNUE K HEMPEPHIBHOMY 00pa30BaAHUIO

JIP 14 KaK YCJIOBHIO YCHEIIHOM NMpodecCuOHaNbHON U 00I1IeCTBEHHOM
JESATEIbHOCTH

JIP 27 CnocoOHBIH K MPUMEHEHHIO JIOTUCTUKU HABBIKOB B PEIICHUU JTHUYHBIX U

npodeCCHOHATBHBIX 3a1a4

1.4. PexoMeHnayemMoe KOJIHMYECTBO YACOB HA OCBOEHHE NMPOrPaMMbl U CIUIIINHBI:

MaKCUMaJIbHOM yueOHON Harpy3ku oOy4vatomierocst 270 yacoB, B TOM 4ucIIe:
00s13aTeNbHOM ayIUTOPHOM yueOHOM Harpy3ku ooy4daromerocs 180 yacos;
caMoCTosTeNIbHOU paboThl oOydaromerocs 90 yacos.
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2. CTPYKTYPA U COJAEP)KAHUE YYEBHOM JUCHUILINHBI

2.1. O0beM y4eOHOM NTMCHUILIMHBI U BU/bI Y4eOHO# padoThl

Bup yueOHoii paboTbl Oobvem uacos
MaxkcumasnbHasi yueOHasi Harpy3ka (Bcero) 270
Oos3aTesibHas1 yueOHasi HArpy3Ka (Bcero) 180

B TOM YHCJIC:

1a00paToOpHbIC 3aHATH —

NPAKTUYECKHUE 3aHATHS 180

KOHTPOJIbHBIE paOOTHI —

KypcoBasi pabota (IpoekT) (eciu npedycmompero) —

CamocTtosiTeibHas padora o0yuyaromerocs (Bcero) 90
B TOM YHCIIE:

Ilpopabomka nexyuonnoeo mamepuana 11
Tloozomosxa coobuenuti 9
Buvinonnenue npaxmuueckux ynpasicHenuti 20
Paboma ¢ yuebrno-memoouueckoti iumepamypoti 48
Omeembl Ha 80NPOCoL 2

Hmozcosas ammecmayus 6 popme ouppepenyuposannoo sauema — 4, 5 cemecmp.




7

2.2. TEMATHYECKHWMH IIJTAH U COAEP)KAHUE YYEBHOM JUCHUILINHBI «<KOMIIBIOTEPHASI OBPABOTKA TOKYMEHTOB»

HaumeHoBaHue Copep:xanue yueOHOI0 MaTepuaJa, 1adopaTopHble U NpaKTHYecKue padoThbl, Koua-Bo | YpoBenb
pa3/iesioB M TeM CaMOCTOsITe/IbHasi padoTa 00y4yaroImuxcs 4acoB OCBOCHMA
1 2 3 4
BBenenue 2 1
Pa3nes 1. Opranusanusi KOMIbIOTEPHOH 00padOTKH JOKYMEHTOB 10
Tema 1.1. B pe3yabTare n3yyeHusi TeMbl 00y4YalOLIUIACS 10JIKEH:
CoBpeMmeHHbIE yMeThb: UCI0JIb30Bath cpeactBa MS Word mist pegaktipoBanus U popMaTHPOBAHUS JOKYMEHTOB;
cpencrsa 3HATh: CPE/ICTBA CO3JaHMsI U 00PAOOTKU JOKYMEHTOB;
COCTaBJICHUS Ha3zHauyeHUe NMPUKIIATHOMN Cpeibl;
TEKCTOBBIX ocobenHoctr Windows-TipriioxeHui;
JIOKYMEHTOB MOHATHUS PEAAKTUPOBAHUS U (HOPMATUPOBAHUS JTOKYMEHTOB.
®opmupyemsbie komnerenuu: OK 2, OK 4, OK 5, JIP13
Coaep:xanue yueOHOro MaTepuaJia
CoBpeMeHHbIE TEXHUUYECKHE CPEJICTBA CO3AaHUs U 00pabOTKU JOKYMEHTOB M MEPCIEKTUBBI UX Pa3BUTHSL. 2
Pons w nHaszHauenume mpukiagHo cpeasl. OcobeHHocTn Windows-TIpHIIOKEHUH: HATJISIIHOCTh U
MHOro03aa4HocTb. Opranuzanus ooMeHa 1aHHbIMU. Co3/1aHHe COCTaBHBIX JJOKYMEHTOB.
PenaktupoBanue nokymenrta. @opMaTupoBaHHe TOKYMEHTa: MOHATHE (popMaTHpoBaHus, HopMaTHPOBaHNE Z
JIOKYMEHTA B 11€JI0M U (popMaTHpoBaHHE OOBEKTOB IOKYMEHTA.
Ilpakmuueckoe 3anamue Ne 1. Coznanne JOKyMEHTa CI0XKHOU CTPYKTYpPBI 2
CamocrosiTenpbHasi paboTa: MmpopaboOTKa JIGKIIMOHHOTO MaTepHaia; MOATOTOBKA COOOMICHWH 1O TemaM | 3
«IlepcriekTUBBl pa3BUTUS TEXHUYECKHX CPEJICTB CO3/aHUS U OOpabOTKM TOKYMEHTOB», «Ha3zHaueHue
MIPUKIIATHON cpenbly, «Ocobennoctd Windows-mipriioxeHuit», «@opMaTupoBaHre JOKYMEHTA
Tema 1.2. B pesyabTare n3y4eHust TeMbl 00y4alOIIMICS TOJIKEH: 2
Opraam3anus YMeTb: BBITIOJTHITH THMHACTHKY JUISI TTAJTBIIEB PYK;

pabodero Mecta u
TpyZa ceKkperaps

3HATh: SPrOHOMUYECKHE TPEOOBAHUS 110 OPTaHU3alUU Pabodero MecTa;
CaHUTAPHO-TUTUECHUYECKHUE HOPMBI JJI1 paOOTHUKOB ouca;
MPaBIIIbHOE MOJIOXKEHHE Tea MPHU padoTe C MePCOHATBLHBIM KOMITBIOTEPOM.
®opmupyembie komnerenuun: OK 2, OK 4, OK 5, I1K 1.4, JIP13, JIP14, JIP 27

Conep:kanue y4eOHOTro MaTepuaa

[MpencraBnenne o paboueM MecTe cekperapsi. DProHOMUYECKHEe TPeOOBaHMS 10 OpraHU3alMu paboyero
Mmecta. CaHMTapHO-TUTUEHUYECKUE HOPMBI U PAOOTHUKOB OdHca.
KomnberoTepusupoBanHoe pabouee mecto cekperaps. [IpaBmiibHOE TOJOXKEHHE TYJIOBHUIIA TPHU padoTe C
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Haumenosanue
pa3aesioB U TeM

Conep:kanue y4yeOHOro MaTepuasa, J1ad0paTopHble U MPAKTHYECKUE PadoThl,
CaMOCTOSITe/IbHAsI padoTa 00y4yaoumxcs

Koa-Bo
4acoB

YpoBeHb
OCBOEHUS

1

2

4

NepCOHATLHBIM KOMITbIOTEpOM. Pa3BrBaromas ruMHACTHKA JUTSI AJIBIIEB PYK.

OcHOBBI PabOTHI ¢ KITaBUATypol KommbioTepa. CTaHIapTHOE PACTIONOKEHHUE KIABHIL, UX (PYHKITUH.
[TpaBunpHas MeTonuka rnedatanus. [IpuHIMI 1 TeXHUKA yaapa 1o KJIaBHUIIaM KJIABHATYPHI.

@DopMbI KOMIBIOTEPHBIX KJIaBUATYp. OCOOCHHOCTH PacHOI0KEHHUs KJIABHII HA HEKOTOPBIX KJIABUATYpPaXx.

Ilpakmuueckoe 3anamue No 2. IlonroroBka pabodero Mecta ceKpeTapsi

CamocrosiTesibHAas padora: mpopaboTKa JNEKIMOHHOTO Marepuala, MOJATOTOBKAa COOOIICHHH 1O TeMaM
«CocraB paboudero Mecta cekperaps», «CaHUTapHbIE HOPMBI JIJIs1 paOOTHUKOB O(uca

Pa3nen 2. Psiabl OyKB ¥ 3HAKOB KOMIIBIOTEPHOH KJIABHATYPBI

50

Tema 2.1. OcHOBHOM
PAI KJIABUATYPBI

B pe3yabTare u3yueHusi TeMbl 00Yy4AKOIIMIACH TOJIKEH:
YMeTb: OCYIIECTBIISATh «CIEMBbIM» METO/I0M HA0OP CHMBOJIOB OCHOBHOTO Ps/Ia,;
3HaTh: OCHOBHOE I10JIO’KEHHE MAJIbLIEB IIPU paboTe Ha KJIaBUATYPE;
pacnpe/ielieHne CUMBOJIOB OCHOBHOTO psifia MEXAY NaJbLIaMU PYK;
IIPaBUIILHOE MOJIOKEHUE TeJla IPU paboTe ¢ IePCOHATBHBIM KOMIIBIOTEPOM.
®opmupyemsble komnerenuuu: OK 2, OK 4, OK 5, I1K 1.5, JIP13, JIP14, JIP 27

Conep:xaHue y4eOHOro MaTepuaJia

OcHOBHOE MOJNOXEHHE NaNblieB MpU paboTe Ha kinaBuarype. IlonoxkeHue pyk B UCXOAHOM MO3ULIMU U B
nporecce pabotel. Pactipenenenre OykB OCHOBHOTO psijia MEXy MajibllaMu JEeBOM U mpaBoil pyk. TexHuka
BO3BPATHOTO JIBUKEHUS MAJIBIIEB.

Ilpakmuueckoe 3anamue Ne 3. OCBOCHHE OCHOBHOTO psJla KJIaBUATypPbl

CamocrosiTesibHas pa0oTa: BBIIOJHEHUE NPAKTUYECKUX YIIPAKHEHUN

Tema 2.2. Bepxuuit
psI KJIaBHATYpPBI

B pesyabTare nzyueHust TeMbl 00yUalOIMICS 10JKEH:
YMeTh: OCYIIECTBIIATh «CIEMbIM» METOI0M HaOOp CUMBOJIOB OCHOBHOT'O U BEPXHETO pAJa,;
3HaTh: OCHOBHOE I10JIO’KEHHE MAJIBLIEB IIPU pabOTe Ha KIIaBHATYPE;
pacnpeielieHne CUMBOJIOB OCHOBHOTO M BEPXHETO Psiia MEXy MaJIbLAMH PYK;
IIPABUIILHOE MOJIOKEHUE TeJIa IIPU pabOTe ¢ IEPCOHATBHBIM KOMIIBIOTEPOM.
dopmupyemsle komnerenuun: OK 2, OK 4, OK 5, I1IK 1.5, JIP13, JIP14, JIP 27

Conep:xanue yueOHOro MaTepuaia

Pacnonoxenune nanblieB pu paboTe Ha BEpXHEM psiiy KiaBuaTypsl. Pacnpenenenue 6ykB BEpXHEro psia
MEXKy MAJIbIAMH JIEBOM U IPpaBoil pyK. TeXHMKa BO3BPATHOIO JBUKEHHUS MTAJIBLIEB.

Ilpakmuueckoe 3anamue Ne 4. OcBOEHNE BEPXHETO Psiia KJIIABUATYPHI
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Haumenosanue
pa3aesioB U TeM

Conep:kanue y4yeOHOro MaTepuasa, J1ad0paTopHble U MPAKTHYECKUE PadoThl,
CaMOCTOSITe/IbHAsI padoTa 00y4yaoumxcs

Koa-Bo
4acoB

YpoBeHb
OCBOEHUS

1

2

4

CamocrosiTejibHas paboTa: BHINIOJHEHNE PAKTUYECKUX YIIPAKHEHUH

Tema 2.3. Huxauit
P KJIAaBUATYPBI

B pe3yabTare u3yueHusi TeMbl 00y4AKOIIMIACH TOJIKEH:
yMeThb: OCYIICCTBIIATh «CJISMBIM» METOJOM HAOOp CUMBOJIOB OCHOBHOTO, BEPXHETO M HMDKHETO PsJIa;
3HATh: OCHOBHOE IOJIOKEHUE MaJIbIEB MPU paboTe Ha KJIaBUATYPE;
pacrpeiesieHie CHMBOJIOB OCHOBHOTO, BEpXHETO M HIDKHETO PsiJia MEXAy MajabllaMU PYK;
MPaBUIILHOE TOJIOKEHHE TeJa IPU padoTe ¢ MEePCOHAIBHBIM KOMITBIOTEPOM.
®opmupyemsbie komnerenuu: OK 2, OK 4, OK 5, TIK 1.5, JIP13, JIP14, JIP 27

Conep:xanue yueOHOIro Marepuasia

PacnonoxeHue nanblieB pyu padoTe Ha HUXKHEM psAy KiIaBUaTypsl. Pacripenenenue OykB HUXKHETO psizia
MEXKy NAJIBLIAMHM JIEBOM U IPaBOM pyK. TeXHMKa BO3BPATHOIO JBUKECHHUS MTAJIBLIEB.

3

Ilpakmuueckoe 3anamue Ne 5. OCBOCHUE HUKHETO psiia KIIaBUATYPhI

CamocTrosiTesibHast paboTa: BHIIIOJHEHUE NPAKTUYECKUX YIIPAKHEHUH

Tema 2.4.
YeTBepTslli psg
KJIaBUATYpPBI; 3HAKU
IIpENUHAHUS

B pe3yabTare u3yueHust TeMbl 00y4AKOIIMIACH TOJIKEH:
YMeTb: OCYIIECTBIISATh «CIEIBIM» METOJOM HAOOP TEKCTOB HA PYCCKOM SI3BIKE;
3HaTh: OCHOBHOE I10JIO’KEHHE MaJIbLIEB IPU paboOTe Ha KIaBUATYPE;
pacnpeziesieHne CUMBOJIOB KJIaBHAaTypbl MEX]y MMajblaMH PYK;
MIPaBUIIBLHOE MOJIOKEHHUE TeJla IPU paboTe ¢ MePCOHATBHBIM KOMIIBIOTEPOM.
®opmupyembie komnerenuuu: OK 2, OK 4, OK 5, I1IK 1.5, JIP13, JIP14, JIP 27

Conep:xaHue y4eOHOro MaTepuaJia

Pacrnionoxxenue nanplieB pu padoTe Ha YETBEPTOM psAly KilaBUaTyphl. PacnipeneneHne 3HaKOB 4YETBEPTOTIO
psna MeXxAy NalbliaMy JIEBOW U IIpaBoM pyK. TexHuka BO3BpaTHOTO JBMKECHHUS NajbleB. BepxHuil u
HUKHUM perucTpol. 3HaKU NpEeNMHAHUS

Ilpakmuueckoe 3anamue Ne 6. OCBOEHNE YETBEPTOrO psifia KIABHATYPbI

10

CamocrosiTesibHas padoTa: BbINOJHEHNE NPAKTUYECKUX YIIPAKHEHUN

Tema 2.5.
JlatuaCKAas
KJIaBUaTypa

B pesyabTare n3y4eHust TeMbl 00y4alOIMICS T0JIKEH:
YMeTh: OCYIIECTBIST «CIEMBIM» METOI0M HAaOOp TEKCTOB Ha JIATUHHUIIE,;
3HaTh: OCHOBHOE I10JIO’KEHHE MaNbLIEB IPU pabOTe Ha KIIaBUATYPE;
pacnpeieeHre CHMBOJIOB KJIABHATYPBI MKy MAJIBIIAMU PYK;
MIPaBUIILHOE MOJIOKEHHUE TeJla MPU paboTe ¢ IePCOHATBHBIM KOMIIBIOTEPOM.
dopmupyemsbie kommereHuu: OK 2, OK 4, OK 5, TIK 1.5, JIP13, JIP14, JIP 27

ConeprxaHue y4e0HOro MaTepualia
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Haumenosanue
pa3aesioB U TeM

Conep:kanue y4yeOHOro MaTepuasa, J1ad0paTopHble U MPAKTHYECKUE PadoThl,
CaMOCTOSITe/IbHAsI padoTa 00y4yaoumxcs

Koa-Bo
4acoB

YpoBeHb
OCBOEHUS

1

2

4

Ilepexon oT pycckoii KilaBHaTyphl K JaTUHCKOH. Pacriono)xenue OyKB M 3HaKOB Ha JATUHCKOW KJIaBHAType,
U X paclpeiesIeHUe MKy NAJIbIIAMU JIEBOW U ITPABOM PYK.

Ilpakmuueckoe 3anamue Ne 7. OCBOCHHE JJATUHCKOM paCKIaIKKU KJIaBUATYPhI

12

CamocrosiTesibHast paboTa: BHIIIOJHEHUE IPAKTUYECKUX YIIPAKHEHUN

Tema 2.6. ApaGckue
U PUMCKHE IUPBI

B pe3yabTare usyueHusi TeMbl 00y4AKOIIMIACH TOJIKEH:
yMeThb: OCYIICCTBIIATh HAOOP YKCElT;
3HATh: OCHOBHOE IOJIO’KEHHUE TMAJIBIEB MPU pabOTe Ha KIaBUATYpPE;
pacnpesielieHne CHMBOJIOB KJIaBHATYPbl MEXKY MalblAMHU PYK;
MPaBUIILHOE TIOJIOKEHHE TeJa IIPH paboTe ¢ MEePCOHAIBHBIM KOMITHIOTEPOM.
®opmupyemsbie komnerenuu: OK 2, OK 4, OK 5, TIK 1.5, JIP13, JIP14, JIP 27

Conep:xanue yueOHOro MaTepuaJia

CocraBiieHne PUMCKUX HH(p HA PyCCKOW M JATHHCKOW KiIaBHarype. PacmpernerncHue maibleB JICBOH U
MIpaBoii pyK MpH Habope apabckux mudp.

Ilpakmuueckoe 3anamue N 8. OcBoeHne nprueMoB HaOOpa PUMCKHUX M apaOCKuX nudp

CamocrosiTesibHast padoTa: BBIIIOJHEHHE MPAKTUYECKUX YIIPAKHEHUN

Tema 2.7.
dopmarupoBanue
mpudra npu padore
¢ pparmMeHTamu
TEKCTa

B pe3yabTare usyueHnusi TeMbl 00y4AKOIIMIACH TOJIKEH:
yMeThb: OCYIIECTBIATH (HOPMATUPOBAHUE TEKCTA,
3HATh: NIpaBuia GOpMATUPOBAHHUS TEKCTA,
CHocOOBI BBIJIETEHNS (PPAarMEHTOB TEKCTa,
MPaBUIILHOE TIOJIOKEHHE TeJla IPH paboTe ¢ MePCOHATBHBIM KOMITHIOTEPOM.
®opmupyemsbie komnereHiuu: OK 2, OK 4, OK 5, TIK 1.5, JIP13, JIP14, JIP 27

Conep:xanue yueOHOro MaTepuaJa

M pudTsl, ncnonb3dyemble a1 opopmiieHUs: OPUIHMATBHBIX 1 HEOQUIIUAIBHBIX JOKYMEHTOB. Bunbl u
pa3mepsl mpudToB. [IppuMeHeHne pa3aMyHbIX BUJOB HauepTaHUH mprudTa: «IOTYKUPHBIIN», «KKYPCHUBY,
«MOAYEPKHYTHIN» U UX KOMOMHALMNA JUIs BBIACNIEHUS YaCTH TEKCTa.

CriocoOblI BbIIETICHUS PA3TUYHBIX (ParMEHTOB TEKCTa (CUMBOJI, a03all, CTPOKa, MPEATIOKEHHE,
BEPTHUKAIbHBIN OJIOK, TEKCT MOJIHOCTHI0). KoMOMHaIMK KIIaBUIIl KJIaBUATYpPbl, IPUMEHSEMBbIE IS
BbIJIEJIEHUS] (PAarMEHTOB TEKCTA.

Ilpakmuueckoe 3anamue Ne 9. OcBoeHue npuemMoB ¢popMaTUpoOBaHus WpudTa npu padboTe ¢ pa3IMuHbIMU
(parMeHTaMH TEeKCTa

CamocrosiTesibHast pa0oTa: BBIIIOJHEHUE IPAKTUYECKUX YIIPAKHEHUN
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HaumenoBanue Conep:kanue y4yeOHOro MaTepuasa, J1ad0paTopHble U MPAKTHYECKUE PadoThl, Kou-Bo YpoBeHb
pa3/iesioB U TeM caMoCTosiTeIbHAsA padoTa 00y4yaommxcst 4acos OCBOCHHS
1 2 3 4
Pa3nea 3. [IpaBuia ogopmiieHHsi JOKYMEHTOB HA IEPCOHAJTBHOM KOMIIbIOTEpe 35
3
Tema 3.1. IlpaBuna | B pe3ysabTare u3yyeHusi TeMbl 00y4YarOLIUIICS 10JIKEH:
oopmienus yMeThb: YCTaHaBJIMBATh MIApaMeTpPhl JOKyMEHTa Ha KOMIIBIOTEPE;
TEKCTOBBIX yCTaHABJIMBATh HyMEPAIUIO CTPAHUL;
JIOKYMEHTOB 3HaTh: popMatbl Oymaru A ohopMIIEHUS TOKYMEHTOB;
MPaBUIIHLHOE TTOJIOKEHUE TeJIa IPU pabOTe ¢ NEPCOHATBHBIM KOMITBIOTEPOM.
®opmupyemsbie komnerenuu: OK 2, OK 4, OK 5, TIK 1.5, JIP13, JIP14, JIP 27
Coaep:xxanue y4eOHOro MaTepHuaJia
@®opmatel Oymarw, NpUMEHsEMbIe i OGOPMIICHHUS CIIY)KEOHBIX JOKyMEHTOB. I[loisi HOKyMEHTOB. 2
YcTraHoBKa mapaMeTpoB JOKYMEHTa Ha Komnblotepe. Hymepanus crpanuil.
Ilpakmuueckoe 3anamue Ne 1(). Co3naHne MHOTOCTPAHUYHOT'O IOKYMEHTA, HACTPOIIKa €ro napaMeTpoB 2
CamocrosiTeibHasi padoTa: moAroroBka cooOmeHuil mo teme «lIpaBuia odopmiieHuss TEKCTOBBIX | 1
JJOKYMEHTOBY
Tema 3.2. B pesyabTare n3y4eHust TeMbl 00y4alOIIMICS T0JIKEH: 3
Odopmaenue yMeTb: 0OPMIISITH OCHOBHBIE PEKBU3UTHI JOKYMEHTA,
OCHOBHBIX 3HaTh: COCTaB PEKBU3UTOB JOKyMeHTOB coriaacHo ['OCT P 6.30-2003;
PEKBHU3UTOB MpaBWJIbHOE MOJIOXKEHHUE TeNa MPH padoTe C MEPCOHATbHBIM KOMITBIOTEPOM.
JIOKYMEHTa ®opmupyemsbie komnerenuu: OK 2, OK 4, OK 5, TIK 1.5, JIP13, JIP14, JIP 27
Coaepixanue yueOHOro MaTepuaJa
I'OCT P 6.30-2003. «YHUPHUIHPOBAHHBIE CUCTEMBI TOKYMEHTAMU. Y HU(UIIUPOBaHHAs cHCTEMA 2

OpraHMU3alMOHHO-PACIOPSAUTEIbHON JOKyMEHTau. TpeOoBaHus K 0pOPMIIEHUIO PEKBU3UTOBY (C
M3MEHEHHSIMHU). Y CTaHOBJIEHUE IPAHUL], PACIIONOKEHHE U 0(hOpMIIEHHE PEKBU3UTOB TOKYMEHTOB Ha
KOMIIBIOTEPE.
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HaumenoBanue Conep:kanue y4yeOHOro MaTepuasa, J1ad0paTopHble U MPAKTHYECKUE PadoThl, Kou-Bo YpoBeHb
pa3/iesioB U TeM caMoCTosiTeIbHAsA padoTa 00y4yaommxcst 4acos OCBOCHHS
1 2 3 4
Ilpakmuueckoe 3anamue Ne 11. Opopmnenue pexBu3utoB 04 — 14 cornacHo tpedoBanusm ['OCT P 6.30- 2
2003 B cpene MS Word
Ilpakmuueckoe 3anamue Ne 12. Opopmnenue pekBu3uToB 15 Aapecar cornacuo tpedoBanusm ['OCT P 2
6.30-2003 B cpene MS Word
Ilpakmuueckoe 3anamue N 13. Opopmnenue pexkBu3uToB 16, 23, 24 cornacHo TpedoBanusm ['OCT P 2
6.30-2003 B cpene MS Word
Ilpakmuueckoe 3anamue Ne 14. Opopmiienue pekBusutoB 18, 20 cornacuo tpedoanusim I'OCT P 6.30- 2
2003 B cpene MS Word
Ilpakmuueckoe 3anamue Ne 15. Opopmiienue pekBuzutoB 22 [loanuce cornacHo tpedoBanusm ['OCT P 2
6.30-2003 B cpene MS Word
Ilpakmuueckoe 3anamue Ne 16. Opopmiienue pekBuznuToB 26 - 30 cornacHo tpedoBanusm ['OCT P 6.30- 2
2003 B cpene MS Word
Ilpakmuueckoe 3anamue Ne 17. OpopmiieHre peKBU3UTOB JOKYMEHTOB COTJIaCHO TPeOOBaHUSIM 2
Wucrpykumu no nenonpoussoactsy OI'BIIOY ITK B cpene MS Word
CamocrosiTesibHAas padoTa: mpopaboTKa JEKIIMOHHOTO MaTepHralia, IOArOTOBKA COOOIIEHUH 10 TeMe 14
«[IpaBuna oopMieHHs TEKCTOBBIX JOKYMEHTOBY, paboTa ¢ nureparypoit OU 1, OU 2
Tema 3.3. B pesyabTare n3y4eHust TeMbl 00y4alOIIMICS T0JIKEH: 3
Odopmnenue yMeTh: 0OPMIISITH 3ar0JIOBKHU U TI0J13aTOJIOBKH;
3aroJ0BKOB U 3HATh: MpaBuiIa 0(OPMIICHHS 3aTOJIOBKOB U TI0/13aTr0JIOBKOB,
[10/13ar0JIOBKOB MIpaBWJIbHOE MOJIOKEHHUE TeNa MPH padoTe C MEPCOHATbHBIM KOMIIBIOTEPOM.
®opmupyemsbie komnerenuu: OK 2, OK 4, OK 5, TIK 1.5, JIP13, JIP14, JIP 27
Cojaepixkanue yueOHOro MaTepuaJa
TpeboBanust kK 0(OPMIICHHIO 3aTOJIOBKOB U MO/I3ar0JIOBKOB K TEKCTY. CIOCOOBI pacmoioKeHHUs 3ar0JIOBKOB
Y T10]13ar0JIOBKOB.
Ilpakxmuueckoe 3anamue Ne 18. OcBoenue nmprueMoB 0(OpMIIEHHUS 3ar0JIOBKOB U MO3aT0JIOBKOB 2
CamocrosiTesibHas padoTa: mpopaboTKa JIEKIIMOHHOTO MaTeprasa 1
Tema 3.4. B pe3yabTare udyueHusi TeMbl 00y4AKOIIMIACH TOJIKEH:
Odopmnenue yMeTh: 0POPMIISITH JOKYMEHTBI, COJIEPKAIINE TaOIHUIIHI,
TaOJIMYHBIX 3HATh: PEKBU3UTHI TAOIUIIHI;
JIOKYMEHTOB MpaBWJIbHOE MOJIOKEHHUE Teja MPU padoTe C MEPCOHATBHBIM KOMITBIOTEPOM.

dopmupyemsle komnerenuuu: OK 2, OK 4, OK 5, IIK 1.5, JIP13, JIP14, JIP 27
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HaumenoBanue Conep:kanue y4yeOHOro MaTepuasa, J1ad0paTopHble U MPAKTHYECKUE PadoThl, Kou-Bo YpoBeHb
pa3/iesioB M TeM CaMOCTOsITe/IbHAasi padoTa 00y4yalomuxcs 4acoB 0CBOEHMA
1 2 3 4

Conep:xaHue yueOHOr0o MaTepuasa
PexBHU3HUTHI TaOMUIIBI (3ar0JIOBKH, TOJIOBKA, HyMepaIlOHHAas CTpOKa, 00KOBUK, Tpadsl). KommnbroTepHoe 2
IporpaMMHoOe obecrieueHue, npuMeHsieMoe A 0popMIIeHHs TaOJIHULI.
Ilpakmuueckoe 3anamue Ne 19. OcBoenue npueMoB ohopMIIeHUS TaOIHIL 4

Tewma 3.5. B pe3yJabTare u3yueHusi TeMbl 00y4AIOIIMIACH T0OJIKEH: 3

Odopmaenue yMeThb: 0pOpPMIISITh IPUMEUYAHUs1, CHOCKU, TPUIIOKEHNUS;

npUMeUYaHui, 3HATh: MpaBuia 0GOPMIICHHS MPUIOKEHHUM K IOKYMEHTY;

CHOCOK, CTIIOCOOBI BCTABKH CHOCOK U IIPUMEYaHH.

MIPUITIOKEHU I ®opmupyemsbie komnereHuu: OK 2, OK 4, OK 5, OK 9, [IK 1.5, JIP13, JIP14, JIP 27
Coaep:xanue yueOHOro MaTepuaJia
[IpaBuna opopmiieHHs TeKcTa ¢ mpuMedanueM, cHockamu. OdopmiieHne NpuaoKeHU K TEKCTY. 3
Ilpakmuueckoe 3anamue Ne 2(). OcBoeHue nprueMoB ohopmIIeHUSI TPUMEYaHUI B CHOCOK 4
Ilpakmuueckoe 3anamue N 21. OcBoeHne npueMoB 0OPMIICHHS MTPHIIOKCHUN
CamocrosiTesbHas padora: mpopaboTKa JEKIMOHHOTO MaTeprala 1

Pa3nen 4. KomnblotepHasi 00padoTka 0CHOBHBIX BH/10B I0KYMEHTOB 85

Tema 4.1. B pe3yabTare n3yyeHusi TeMbl 00y4YaIOIUIACS T0JIKEH: 3

KomnerorepHas yMeTh: 0(OpMIIATh OPraHU3AOHHO-TIPABOBBIE TOKYMEHTHI coraacHo TpeboBanusm ['OCT P 6.30-20083;

o0OpaboTka 3HaTh: TpeOOBaHUS K OPOPMIICHHUIO OPTaHU3alMOHHO-TIPABOBBIX TOKYMEHTOB,;

OpraHu3aIMOHHO- 00s13aTeNbHbIE PEKBU3UTHI OPTaHU3allMOHHO-TIPABOBBIX JTOKYMEHTOB.

MPaBOBBIX ®dopmupyemsie komnetreHuu: OK 2, OK 4, OK 5, OK 9, TIK 1.5, TIK 1.9, JIP13, JIP14, JIP 27

JIOKYMEHTOB Coaepixanue yueOHOIro MaTepuasa
TpeboBanust k 0pOpMIICHHIO OPraHU3aIMOHHO-TIPABOBBIX JOKYMEHTOB. O0s3aTeIbHbIE PEKBU3UTHI 2
OpTraHU3aIMOHHO-TIPABOBBIX TOKYMEHTOB
Ilpakmuueckoe 3anamue Ne 22. Co3nanue NOJI0KEHHS 00 OpraHU3aluy B TEKCTOBOM penaktope Word 2
Ipakmuueckoe 3anamue N 23. Co3nanue CTpyKTYPhI M IITATHOW YMCACHHOCTH B peaakrope Word 2
Ilpakmuueckoe 3anamue Ne 24. Co3qanue MTaTHOTO PaCIUCaHKUs B TEKCTOBOM peaakrope Word 2
Ipakmuueckoe 3anamue N 25. Co3nanue MooKeHHUs O CTPYKTYPHOM TopaseieHun B peaaktope Word 2
Ilpakmuueckoe 3anamue N 26. Co3nanue TOJDKHOCTHOW HHCTPYKIIMHU B TEKCTOBOM penaktope \Word 4
CamocrosiTesibHast padora: oTBeTUTH Ha Bonpockl OU 2 ¢.38, pabota ¢ nuteparypoit OU 2, OU 6 9
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Haumenosanue
pa3aesioB U TeM

Conep:kanue y4yeOHOro MaTepuasa, J1ad0paTopHble U MPAKTHYECKUE PadoThl,
CaMOCTOSITe/IbHAsI padoTa 00y4yaoumxcs

Koa-Bo
4acoB

YpoBeHb
OCBOEHUS

1

2

4

Tema 4.2.
Komnbrorepnas
obpaboTka
pacropsIANTEIbHBIX
JIOKYMEHTOB

B pe3yabrare nzydyeHusi TeMbl 00y4al0UIUICA T0JIKEH:
yMeTh: 0OPMIIATH pacoOpsIuTeNbHbIC TOKyMeHTHI cornacHo TpedoBanusm ['OCT P 6.30-2003;
3HaTh: TpeOOBaHUs K O(POPMIICHUIO PACHIOPSAUTEIbHBIX JOKYMEHTOB;
00s13aTeNbHBIC PEKBU3HUTHI PACTIOPAIUTEIBHBIX JOKYMEHTOB.
®dopmupyembie komneteHuun: OK 2, OK 4, OK 5, OK 9, 11K 1.5, IIK 1.9, JIP13, JIP14, JIP 27

Conep:kanue y4eOHOTro MaTepuaa

TpeboBanust k 0HOPMIICHUIO PACTIOPSIUTENBHBIX JOKYMEHTOB. O0s3aTeIbHbIe PEKBU3UTHI
pacCopsIAUTEIbHBIX IOKYMEHTOB

Ipakmuueckoe 3anamue Ne 27, Co3nanue npuKasa U BBITHCKH U3 MPHKa3a B TEKCTOBOM peaakrope Word
Ipakmuueckoe 3anamue Ne 28. Co3nanue pacrnopspkeHus B TeKCToBoM penaktope Word
Ipakmuueckoe 3anamue Ne 29. Co3nanue yka3aHusi B TeKCTOBOM penaktope Word

Ilpakmuueckoe 3anamue Ne 30. Co3nanue nocraHosjeHus B peaakrope Word

Ilpakmuueckoe 3anamue Ne 31. Coznanue penieHus B TEKCTOBOM penakrope Word

NN DS

CamocrosiTesbHasg padora: npopaboTKa JEKIIMOHHOTO MaTepuaiia, pabora c ureparypoit OU 2, OU 6

Tema 4.3.
KomnbrorepHnas
o0OpaboTka
MH(}OpPMaILMOHHO-
CIIPaBOYHBIX
JIOKYMEHTOB

B pesyabTare n3y4eHust TeMbl 00y4alOIIMICS TOJIKEH:
yMeThb: 0pOopMIISITh HH(OPMALIMOHHO-CITPAaBOYHbIE JOKYMEHTHI coriacHo Tpedoanusm ['OCT P 6.30-
2003;
3HATh: TPeOOBaHM K 0OPMIICHHIO HH()OPMAITHOHHO-CIIPABOYHBIX IOKYMEHTOB,;

o0s13aTeNbHbIe PEKBU3UTHI HH()OPMAIIMOHHO-CIIPABOYHBIX JJOKYMEHTOB.
®opmupyemsbie kommnerennun: OK 2, OK 4, OK 5, OK 9, I1IK 1.2, TIK 1.3, TIK 1.6, I1K 1.8, IIK 1.9, JIP13,
JIP14, JIP 27

Conep:xanue yueOHOro MaTepuaJia

TpeboBanust k opopmIIeHHIO HHYOPMAIIMOHHO-CIIPAaBOYHBIX JOKYMEHTOB. O0s3aTeNIbHbIE PEKBU3HUTHI
MH(OPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB

Ilpakmuueckoe 3anamue Ne 32. Co3aHue POTOKOJIA M BBITUCKH U3 TIPOTOKOIIA B pegakrope \Word
Ipakmuueckoe 3anamue N 33. Co3nanue akta B TeKCTOBOM penakrope Word

Ilpakmuueckoe 3anamue Ne 34. Co3naHue TOKJIAJHON U CITy>KeOHOU 3amucku B penaktope \Word
Ipakmuueckoe 3anamue Ne 35. Co3nanue oO0BsICHUTENBHOM 3amucku B penaktope Word
Ilpakmuueckoe 3anamue Ne 36. Co3qaHue CpaBKu, CBOJKH, 3aKIIOUEHUS, IEPEUHS U CIIHCKA B
TeKcToBOM penakrope Word

AN D

CamocTosiTe1bHasi paboTa: popaboTKa JEKIIMOHHOIO MarepHaia, padora c aureparypoit OU 2, OU 6,
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Haumenosanue
pa3aesioB U TeM

Conep:kanue y4yeOHOro MaTepuasa, J1ad0paTopHble U MPAKTHYECKUE PadoThl,
CaMOCTOSITe/IbHAsI padoTa 00y4yaoumxcs

Koa-Bo
4acoB

YpoBeHb
OCBOEHUS

1

2

4

OTBETUTH Ha Borpockl OU 2 ¢.70

Tema 4.4. JlenoBas
nepernucka

B pe3ysabTare uzyueHus TeMbl 00yUAIOMIMIACS T0JIKEH:
yMeTh: 0pOopMIISATh JOKYMEHTHI JIeI0BOM nepenucku cormacHo TpedboBanusm ['OCT P 6.30-2003;
CO3/1aBaTh OJIAHK MHChMA OPraHU3aIUH, TOJDKHOCTHOTO JIUIIA;
OTIIPABJIATH U [OJIy4aTh JIEKTPOHHbBIE MMHCHMA;
3HATh: TpeOOBaHUs K OPOPMIICHHUIO MUCbEMEHHON KOPPECIIOHICHIINH
BU/JIBI JICJIOBBIX TTHCEM;
00s13aTeTbHBIC PEKBU3HTHI JICTIOBBIX ITHCEM.
®opmupyemsie komnerenunn: OK 2, OK 4, OK 5, OK 9, I1K 1.2, IIK 1.3, TIK 1.6, 11K 1.8, IIK 1.9, JIP13,
JIP14, JIP 27

Conep:xanue yueOHOro MaTepuaJa

®opwmel nenoBoit nepenucku. [luceMenHas koppecnonaeHus. TenerpaMmmel, (hakcorpaMMel,
tenedororpammbl. CoOOIIEHUS 3JIEKTPOHHOM MOYTHI.

Odopmnenue nenoBoro nuchbma. biank muceMa. PexBu3uthl O1anka nucbMa. TpeOoBaHMS K THCHMAaM.
Buibl 1 pa3HOBUIHOCTH JIEJOBBIX MTUCEM.

Ilpakmuueckoe 3anamue Ne 37. Co3nanue TenerpamMMmsl, Tenedonorpammel, hakca B peaakrope Word
Ilpakmuueckoe 3anamue Ne 38. Co3anue v OTIpaBKa dJIEKTPOHHOTO MMHCHMa

Ipakmuueckoe 3anamue Ne 39. Co3nanue B penakrope Word mucem, CBSI3aHHBIX C PaclpOCTPaHEHHEM
uHpopMauu

Ilpakmuueckoe 3anamue Ne 40. Co3nanue B TekcToBoM pemakrope Word mucem, CBS3aHHBIX C
oOpallleHneM U 0 BHIMOJIHEHUIO IeHCTBUIA WIN OKAa3aHUIO YCIYT

Ipakmuueckoe 3anamue N 41. Co3nanue B pegaktope Word miuceM—OTBETOB

Ipakmuueckoe 3anamue Ne 42. Cosnanue B pemaktope WOrd muceM NpeTEeH3MOHHOIO XapakTepa
Ilpakmuueckoe 3anamue Ne 43. Co3manue B pemaktope Word muceM, CBA3aHHBIX C BhIpaKEHHEM
BHUMAaHMS U Y4aCTHUS

Ipakmuueckoe 3anamue Ne 44. Co3nanue B penakrope Word pekoMeHIaTeIbHOTO B COMPOBOAUTEIHHOTO
nuceM

Ilpakmuueckoe 3anamue No 45, Coznanue B pegakrope Word nucpsmMa HHOCTpaHHOMY TIAPTHEPY

N

CamocrosiTe1bHast padoTa: padora ¢ tureparypoit OU 2, OU 6

11

Tema 4.5.
Komnerorepnas
0o0paboTka

B pe3yabTare H3yueHHUs! TeMbl 00YyYAOIIMICH JOJIKEH:
yMeTh: 0pOPMIISITh TOKYMEHTHI 110 JINTYHOMY cocTaBy cornacHo TpeboBanusim ['OCT P 6.30-2003,;
3HATh: COCTAB KaJ[POBOH JOKYMEHTAIIHH,
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HaumenoBanue Conep:kanue y4yeOHOro MaTepuasa, J1ad0paTopHble U MPAKTHYECKUE PadoThl, Kou-Bo YpoBeHb
pa3/iesioB M TeM CaMOCTOsITe/IbHAasi padoTa 00y4yalomuxcs 4acoB 0CBOEHMA
1 2 3 4
JIOKYMEHTOB 10 TpeOoBaHUS K OPOPMIICHUIO TOKYMEHTOB IO JUYHOMY COCTaBY,
JUYHOMY COCTaBY 00s13aTeNIbHBIE PEKBU3UTHI JOKYMEHTOB T10 JINYHOMY COCTaBY.
dopmupyemsbie kommnereHuu: OK 2, OK 4, OK 5, OK 9, IIK 1.3, IIK 1.5, TIK 1.7, TIK 1.9, JIP13, JIP14,
JIP 27
Conep:xaHue yueOHOr0o MaTepuasa
CocraB kagpoBoii JoKkyMmeHTanu. TpeboBanust K 0pOPMIICHHIO TOKYMEHTALIUH 110 IMYHOMY COCTABY 3
Ilpakmuueckoe 3anamue Ne 46. Co3gaHue mpukaza MO JIMYHOMY COCTaBY U BBIUCKH M3 MPHUKa3a B 4
penakrope Word.
Ipakmuueckoe 3anamue Ne 47. Coznanue aBroororpaduu, pesromMe B TeKCToBOM penakrope Word 2
Ilpakmuueckoe 3anamue Ne 48. Co3nanue 3asBJICHUS B TEKCTOBOM peaakTope Word 2
Ipakmuueckoe 3anamue Ne 49. Coznanue TpyaoBOro qorosopa B peaakrope Word 4
Ilpakmuueckoe 3anamue Ne 50. Coznanue JONOTHUTEIBHOTO COTJIAMICHUS K TPYIOBOMY JIOTOBOPY B 2
penakrope Word
CamocrosiTesbHas padora: mpopaboTKa JICKIIMOHHOTO MaTepuaia, padota ¢ nureparypoit OU 6 8
Bcero 270
B T.4. 006s13aTenbHON ayIUTOPHOM Y4eOHON HArpy3Ku 180
CamocTosaTenbHOM paboThl 00yyaronerocs 90

JI1 XapaKTepUCTUKH YPOBHS OCBOCHHS yUEOHOI0 MaTepualla UCIOJIb3YIOTCS CIeIyIOIUe 0003HaYeHUS:

1. — o3HakoMUTENBHBIHN (Y3HaBaHUE paHee U3yUYEHHBIX 0OBEKTOB, CBOWCTB);

2. — pEenpOAYKTHUBHBIH (BBITIOJHEHUE JIEITEIFHOCTH 10 00pasIly, HHCTPYKIIMH WIH O] PyKOBOJICTBOM)

3. — IPOAYKTUBHBIH (IUTAHUPOBAHUE U CAMOCTOSITEIILHOE BBIIIOJHEHHE AEATEIbHOCTH, pellieHHe POOIEeMHBIX 3aj1a4)
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3. YCJIOBUSA PEAJIMBALIUU ITPOT'PAMMBI INCHUITIJINHBI

3.1. TpeGoBanus K MHUHHUMAJIbHOMY MaTepHAIbHO-TEXHUYECKOMY
o0ecre4yeHNIO

Peanuzarus mporpamMmbl JHCHUIUIMHBI TpeOyeT Haundus y4eOHOro KaOWHeTa,
OCHAIICHHOTO IePCOHATLHBIMA KOMITHIOTEPAMH C JIMIICH3MOHHBIM IPOTrPaMMHBIM
00€eCIIEYEHUEM.

O6opynoBanue yueOHOro KabUHeTa:

- TOCA/IOYHBIE MECTA MO0 KOJUYECTBY 00yUYaIONTUXCS;

- pabodee MecTo MpenoaBaTelis;

- KOMIUIEKT Y4YeOHO-HaIJSIIHBIX TocoOui «PacmonokeHne manbleB pyk Ha
KJIABHATYPE MEPCOHATHHOTO KOMITBIOTEPA;

TexHuueckue cpeacTra 00ydeHusI:

- KOMIIBIOTEPHl € JIUIEH3MOHHBIM  MPOTPAMMHBIM  OOECIEYeHHUEM U
MYJIbTUMEIHATPOEKTOP;

- KOMIIBIOTEPHBIN KJIIABUATYPHBIN TpEHAKED.

3.2. UudopmannoHHoe odecnieyeHne o0yueHust

IlepeyeHbp pexoMeHAyeMbIX Y4eOHbIX wu3aaHuii, VHTepHeT-pecypcos,
JAOIOJTHUTEJIbHON JIUTEPATYPbI

OCHOBHBIE HCTOYHHUKMU:

1. TOCT P 6.30-2003. VaudbunupoBaHHbIE CHUCTEMbl JOKYMEHTAIIUH.
YuudummpoBannas cucrema OpraHU3aAIMOHHO-PACTIOPSAIUTEIHBHON
TOoKyMeHTaruu. TpeboBaHus K O(DOPMIICHHIO JTOKYMEHTOB. — M.: HW31-BO

crtanaaptos, 2003.

2. Jlenompou3BOACTBO: 00pa3lbl, JOKyMEHTHl. OpraHuzanus W TEXHOJOTHS
pabotel. bonee 120 mokymentoB. [Tekct] / B.B. I'amaxos, N.K. Kophees. -
Mocksa: IIpocnekt, 2011.

3. enonpom3BoACTBO  (IOKyMEHTalMOHHOE  oOecleyeHne  ympaBICHHUS
opranuzanuei Ha ocHoBe rocT 6.30-2003). 100 »k3aMeHAIIMOHHBIX OTBETOB.
DKcIpecc-CpaBOYHUK sl CTYJIEHTOB BYy30B. [TekcT| / M.U. bacakos. — M.:
UKL «Mapt», PoctoB 0/[1: uznarenbckuii neHTp «Mapt», 2004.

4. MamuHonuch: npaktuueckoe nocooue. A.H. Ky3nenona, P.H. Barenreiim. —
M.: Bricmas mxkona; «Axkagemus», 2001.

5.  KowmmnbloTepHoe AenONpou3BOACTBO: yueOHBIM Kkype. [Teker] / H.B.
Makapoga, I'.C. Huxomnaituyk, FO.®. Tutosa. — CII0.: [Tutep, 2002.

6. CrnpaBOYHHK MO JEIONPOU3BOJICTBY, APXUBHOMY Iy M OCHOBaAM pabOTHI Ha
nepcoHanbHoM KommbioTepe. [Tekcr] / JIL.B. TlaBmox u ap. — CII6.:
«3narensckuit nom I'epaa», 2006.

HOIIOJIHUTEJIBHBIE HCTOYHUKMU:
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1. AugpuanoB B.U. JlecarunanpueBsiii MmeTon nedatn Ha kommbiotepe. — CII6.:
[Tutep, 2004. — 64 c.: ni.

2. Unbuna M.M. Word 2000. — M.: JTaboparopus bazossix 3nanuii, 2000 r. — 544
C.: WL

3. Cexkperapckoe neno (oOpaslbl TOKYMEHTOB, OpraHu3alusi M TEXHOJIOTHS
pabotsl): Yueb.-pakt. nocodue / B.B.I'anaxos, .K.Kopuees u np.; [lox pen.
N.K.KopneeBa. — M.: TK Ben6u, U3a-o IIpocnext, 2004. — 608 c.

HUHTEPHET-PECYPChI

http://inf777.narod.ru/create_sites/blind_type.htm
http://nabiraem.ru/

http://stamina.ru/

http://urikor.net/rus/Art01.html

http://vsel10.ru/

http://www.verseq.ru/

www.2hours.ru

www.ergosolo.ru

www.stelife.com

oCcoNOOR~ODE


http://inf777.narod.ru/create_sites/blind_type.htm
http://nabiraem.ru/
http://stamina.ru/
http://urikor.net/rus/Art01.html
http://vse10.ru/
http://www.verseq.ru/
http://www.2hours.ru/
http://www.ergosolo.ru/
http://www.stelife.com/
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4. KOHTPOJIb HW OIEHKA

JACHUTILIAHBI

PE3YJBTATOB OCBOEHMUSA

KOHTpOJIL N OII€CHKA PC3YyJIbTATOB OCBOCHWA JUCHHUIIIIMHBI OCYHICCTBIIACTCA

MMpernoaaBaTcjicM B IIPOLUCCCC IMPOBCACHUA IIPAKTHUUICCKUX SaHSITHﬁ, TCCTUPOBAHUA,

nuddepeHIUpOBaHHBIX — 3a4YETOB, a

CaMOCTOATENIbHON pabOTHI.

TAKIKC

BBIITOJIHCHUA O6y‘IaIOHlI/IMI/ICSI

Pe3yabTaThl 00yyeHus
(ocBOeHHbBIE yMeHMS,
YCBOCHHbIE 3HAHUA)

@DopMbI U METObI KOHTPOJISI
OLIEHKH Pe3yJbTaTOB 00y4eHUs

Ymenus:

po(eCcCUOHANIBHO OCYIIECTBIISITH HAOOP
TEKCTOB Ha MEPCOHATIbHOM KOMITBIOTEPE

IMPAKTUYCCKUC 3aHATHA,
BBITTOJIHCHUE JOMAIIIHUX 321I[8HHI>1,
BBITIOJIHCHHUC ITPOBCPOYHBIX pa60T

3HaHud:

PYyCCKasd )51 JJaTHHCKasA
IICPCOHAJIBHOT'O KOMIIBIOTCPA

KJIaBHATypa

MIPAKTUYECKUE 3aHATHS,
BBINOJIHEHUE JIOMAIIHUX 3a1aHUH,
BBITIOJTHEHHE MPOBEPOYHBIX PabOT

npaBuia O(OpMIIEHUS JOKYMEHTOB Ha
MIEPCOHAIBHOM KOMIIBIOTEPE

MPAKTUYECKUE 3aHATHS,
BBINOJIHEHUE JIOMAITHUX 3aaHUH,
BBITIOJTHEHHE MPOBEPOYHBIX PabOT




