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1. Oémas xapakTepucTHKa padoyeil MPOrpaMMbl JUCHUANIIMHBI
OI1.09 UudgopmanoHHbIE TEXHOJOTHH B IPOGeCCHOHAIBHOU
NeATeJbHOCTH

1.1. MecTo THCHMIUIMHBI B CTPYKTYpe 00pa3oBaTe/IbHOMH MPOrpaMMbl:

Huctumummaa OI1.09 MudopmanroHHbIe TEXHOJIOTUHA B MPO(ECCHOHATBLHOW AESITeIbHOCTH:
SIBJISIETCSL 00s3aTEIPHON YacThIO0 MPOPECCHOHAIBHOTO Y4eOHOro IUKIIa 1Mo crneruanbHoctu 38.02.07
bankosckoe neno
1.2. Heap u niianupyemblie pe3yabTaThl 0CBOCHUS JUCHUIINHBI:

B pesynbrare

OCBOCHHUs  JUCHUIIJIMHBI

OIL.09 WudopmannoHHbIE

TCXHOJIOTUHU B

npodeccroHaNbHOM IeATENIBHOCTH  00YJarOIUNCs JOKEH

KO/ YMmenus 3HaHH

OK 01 pacmo3HaBaTh 3aJady WIA TpoOIeMy B | aKTyaJbHBIH npodeccHoHaNbHBIH 151
npodeccHoHaANEHOM W COLMAIILHOM | COIMAaJIbHBIH KOHTEKCT, B KOTOPOM MPUXOAUTCS
KOHTEKCTE; paboTaTh U KUTh;
aHAJMM3UPOBaTh 3aJady WM TNpoOJeMy U | OCHOBHBIE MCTOUYHHKH MH(OPMALUU U PECYPCHI
BBIJICNIATE €€ COCTaBHBIC YaCTH; JUIs  pemieHMs 3agad W npobieM B
OTIPEIEIISATh ATAIbIl PELICHHUS 3a1a4H; npodecCHOHAIEHOM u/unm COLIMATEHOM
BEISIBIISITH u s¢dhexkTuBHO WCKaTh | KOHTEKCTE;
nHpOpPMALIUIO, HEOOXOAUMYIO JUIS PEIICHHS | allTOPUTMBI BBINTOJTHEHUS pabot B
3a]a9u W/WIHA TPOOIEMBL; npogecCHOHANBEHON M CMEKHBIX 00J1aCTSIX;
COCTaBUTh IJIaH JGHCTBUS; ONPEAETHUTH | METOAbl paboThl B  NPO(ECCHOHATBHOM U
HE00XOIUMBIE PECYPCHI; CMEXHBIX cepax;

BJIaJIeTh aKTYaJbHBIMH METONAMH paboThl B | CTPYKTYpY IUIaHa JUIsl pelIeHHs 3ajay;
npodecCHOHANBEHON M CMEXKHBIX cepax; MOPSIIOK OIIGHKH PE3yJbTAaTOB PEIICHHs 3a/ad
peann30BaTh COCTABJICHHBIN IJIaH; OLEHUBATH | MPOECCHOHANBHON AEATEIbHOCTH.

pe3yJibTaT W TOCJIEACTBUA CBOUX JEHCTBUM

(caMocTOATENLHO WIN c MOMOIIBIO

HAaCTaBHHKA).

OK 02 OTIpeNIeIIsATh 3a1a4n UIst IIOMCKA | OCHOBHBIE ~ METOABI W  cpelncTBa  cOopa,
WHpOpMAIUH; 00paboTKH, XpaHEHUs], TIepejadi U HAKOTICHUS
ONpeJieNiATh ~ HEOOXOJUMbIE  HWCTOYHHMKH | HHPOPMAIUH;
nHpOpMaLUH; TEXHOJIOTHIO TIOMCKa WH(pOpMalUu B CETH
TTAHUPOBATh nporecc noucka; | MHTepHeT;

CTPYKTYpHPOBATH TOTy4aeMyto HH)OpMAIIHIO; | HOMEHKIIATypa HHPOPMAIMOHHBIX MCTOYHHKOB,
BBIJICJIATE HanOojee 3HAYUMOE B IIEpeyHE | MPUMEHSIEMBIX B npodeccnoHaIbHON
nHpOpMaLUH; JESTEIbHOCTH; IIPUEMBl  CTPYKTYPUPOBAHHMS
OLIEHMBATh  MPAKTHYECKYI0  3HAYMMOCThH | MH(OpMAaIHH;
pe3yabpTaToB MOMCKa; OQOPMIIATH Pe3ysbTaThl | hopMar odopMIIeHHS pe3yJlbTaTOB IOHCKA
MIONCKA. nHPOpPMALIUH.

OK 03 ONpEeNeNATh  aKTyalbHOCTh  HOPMAaTHUBHO- | COJEpKaHHUE aKTyaJbHOU HOpPMaTHBHO-
MpaBoOBOM JIOKyMEHTAllUH B | IPaBOBOM JJOKYMEHTAIIUH;
npodecCUOHANBHON AEATENBHOCTH; COBpeMEHHasi HayuyHas M npodeccHoHaIbHas
NPUMEHATH COBPEMEHHYIO HAY4YHYIO | TEPMUHOJIOTHS;
poeCCHOHANBHYIO TEPMUHOJIOTHIO; BO3MOXHBIE TPAaEKTOPUH MPOPECCHOHATEHOTO
ONpEneNiiTh W  BBICTPaMBaTh TPAEKTOPHM | Pa3BUTHSI U CaMOOOpPa30BaHUSL.
po¢eCCHOHATBHOTO pa3BUTHSA U
caMmo00pa3oBaHUsI.

OK 04 OpPraHW30BbIBaTh  Pa0OTy  KOJUIEKTHBA U | TICHXOJIOTUYECKHE  OCHOBBI  JICSITEIBHOCTH
KOMaH/[Ibl; KOJIJIGKTHBA, TICUXOJIOTHYECKHE OCOOEHHOCTH
B3aMMO/ICIICTBOBATH c KOJIJIETaMH, | JINYHOCTH;

PYKOBOJICTBOM, KITMEHTaMHU B X0/ie | OCHOBBI IPOCKTHOM JIESATEILHOCTH.
po¢ecCUOHANBHON AEATEILHOCTH.

OK 05 rpaMOTHO  M3JIaraTb ~ CBOM  MBICIH M | OCOOEHHOCTH COLMAIbHOIO M  KYyJbTYPHOTO
oopmIsITh JIOKYMEHTBI 10 | KOHTEKCTA;




npodeccnoHaNbHON TeMaTuKe Ha | mpaBWwiIa  OQOpPMICHHA  JOKYMEHTOB  H
roCyJapCTBEHHOM A3BIKE, HPOSBIATE | OCTPOCHHS YCTHBIX COOOIICHUH.
TOJIEPAHTHOCTH B paboueM KOJIJICKTHBE.

OK 09 o0OpabaThiBaTh TEKCTOBYIO TaOJIMYHYIO | HA3HAYCHUE, COCTaB, OCHOBHBIC
nHpOpMAaLHIO; XapaKTepUCTUKU OpraHU3allMOHHOM u
HCIOJIb30BaTh JIEJIOBYIO rpaduxy U | KOMIIBIOTEPHOH TEXHUKHY;

MyJbTUMEANA HHHOPMALIUIO; OCHOBHBIC KOMITOHEHTHI KOMITBIOTEPHBIX CETEH,
CO3/1aBaTh NPE3EHTAIUH; NPUHIOMIIBI  TAKETHOM  Tmepenavyd  JaHHBIX,
[IPUMEHSTh aHTUBUPYCHBIE CPEACTBA 3ALUThl, | OPTaHU3ALMIO MEKCETEBOIO B3aUMOCHCTBYS;
yuTaTh  (MHTEpHpeTHpPOBaTh)  HMHTepdeiic | Ha3HaYeHWe W HNPUHIMIBL  HCIIOJIb30BaHUS
CHEeIUATN3UPOBAHHOTO NPOTrPaMMHOTO | CHCTEMHOTO M TNPHUKIAAHOTO MPOTPAMMHOTO
obecneyeHus, HaXOJUTh KOHTEKCTHYIO | 00eCIIeYeHus;
MOMOIIb paboTaTh ¢ JOKyMEHTALUEH; MPUHIIMIIBL 3aLIUTHI uHpOpMaIH oT
MPUMEHSTh CHENMAIN3UPOBAHHOE | HECAHKLIMOHUPOBAHHOTO IOCTYIIA;
mporpaMMHoe — of0ecriedueHne Ansi  cOopa, | IpaBOBEIC ACTICKTHI HCTIOBb30BaHUS
XpaHeHUss ®u  00pabOTKM  OAHKOBCKOW | MH(OPMAIMOHHBIX TEXHOJOTHI u
WHPOPMAILIUK B COOTBETCTBHH C M3y4acMBIMU | IPOTPAMMHOIO 00eCIICUeHHS;
HpO(I)CCCI/IOHaﬂI)HI)IMI/I MOAYJISAMU, OCHOBHBIC IIOHATHUA aBTOMaTI/ISI/IpOBaHHOI\/'I
TMTOJTE30BAThCS ABTOMAaTU3WPOBAaHHBIMH | 00pabOTKM HHPOPMALINN;
CHCTEMaMH JAEIONPOU3BOACTBA; HamnpaBJICHUsT ~ aBTOMAaTH3alUM  OAHKOBCKOMU
NpUMCHATHL MCETOABI M CpPCACTBA 3alllUThI | ACATCIBHOCTH,
0aHKOBCKOH MH(OpMaLUH. Ha3HaueHWE  MPUHLOWIBI  OpraHu3alud U
SKCIUTyaTanud OaHKOBCKUX HWH()OPMAIMOHHBIX
CHUCTEM;
OCHOBHBIC YI'pO3bl M MCTOJbL O6CCHC‘ICHI/I$1
WH(POPMAITMOHHON O€301TaCHOCTH.

OK 10 [IOHUMAaTh 00Tz CMBICI YETKO | IpaBWJIa TOCTPOCHMSI HIPOCTBIX U  CIOXKHBIX
IMPOU3HCCCHHBIX BBICKAa3bIBAaHMM HA U3BECTHBIC HpCI[JIO)KCHI/Iﬁ Ha HpO(beCCI/IOHaJ'H)HI)IC TCMBI,
TeMbl (TIpodeCCHOHANbHBIE W OBITOBBIE), | OCHOBHBIE  OOMIEYMOTPEOUTENBHBIC — TJIATOJIBI
MTOHUMATh TEKCTHI Ha 0azoBble | (ObITOBas ¥ MPO(heCCHOHANBHAS JIEKCHKA);
npodeccuoHaIbHBIC TEMBI, JIEKCUYECKU MHUHUMYM, OTHOCSIIMHCA K
y4acTBOBATh B JUaJiorax Ha 3HAKOMBIE OOIIME | ONMMCAHUIO TPEIMETOB, CPEACTB H IIPOIECCOB
1 Ipo(hecCHOHAIbHbIE TEMBI, npodeccuoHanbHON JesSITeIbHOCTH;

CTPOUTH MPOCTHIE BBHICKA3BIBAHUS O ce0e U O | 0COOCHHOCTH MPOU3HOIICHHS;
cBOeH npodeccHoHaIbHOM JesITeNbHOCTH; MpaBUiIa YTEHUS TEKCTOB MPO(EeCCHOHATBHOM
KpaTko OOOCHOBBIBATH M OOBSCHUTH CBOM | HANPaBJICHHOCTH.
JecTBUS (TeKylIne U IUIAHUPYEMbIE);
MUCcaTh MPOCTBIE CBS3HBIE COOOIICHUS Ha
3HAKOMBIE WIn HUHTEPECYIOIIHUE
podecCuOHANBHBIEC TEMBI.
OK 11 BBISIBJISIT  JIOCTOMHCTBA UM HENOCTATKU | OCHOBBI MPEANPUHUMATENBCKON JIEATEIbHOCTH;

KOMMEPYECKOU HJIEH;

NPE3eHTOBATh WAEU OTKPBITHS COOCTBEHHOTO
nena B MpodecCHOHAIBHON 1S TeIbHOCTH;
oQopMIISITh  OM3HEC-IUIaH;  PACCUUTHIBATH
pasMepsl BBHIIIAT TO MPOIEHTHBIM CTaBKaM
KpEIUTOBAHMUS;

OTIPEIEIISATh WHBECTUIIHOHHYTO
MPUBJICKATENBHOCTh KOMMEPYECKHX HWJCH B
paMKax MNpoQecCHOHAILHON AEATENbHOCTH,
MPE3eHTOBATh OM3HEC-UIIEIO;

OTIPEJIENIATh NUCTOYHUKN (DMHAHCHPOBAHMUSIL.

OCHOBBI (JIHAHCOBOW TPAMOTHOCTH;
npaBuiIa pa3paboTKK OM3HEC-TUIAHOB;
HOPSIOK BBICTPAUBAHUS IIPE3CHTALUY;
KpeAUTHBIE OAaHKOBCKHE MPOIYKTHI

Jluunocmmuvie pesynomamot(JIP):

JemoHcTpupyronii  ymeHue 3(QQeKTUBHO B3aUMOJAEHUCTBOBaThH B KOMaHJIE, JIP 16
BECTH JIMAJIOT, B TOM YHUCIIE C UCIIOJIB30BAHUEM CPEACTB KOMMYHHKALIUU
JleMoHCTpUpYIOIMIT HAaBBIKM aHAIM3a W HWHTEpOpeTranuu HHQOpMaluu U3 JIP 17
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Pa3INYHbIX HCTOYHUKOB C YUCTOM HOPMATHUBHO-IIPABOBEIX HOPM

JleMOHCTpUPYIOIINK TOTOBHOCTh M CIIOCOOHOCTh K 00pa30BaHUIO, B TOM YHUCIIE JIP 18
caM000pa30BaHUIO, Ha MPOTSKEHUU BCEH JKU3HH; CO3HATEIbHOE OTHOILIEHHE K
HEMPEPHIBHOMY 00Pa30BaHHUIO KaK YCIOBHIO YCIIEHUIHON MPO(eCcCHOHATbHOU U
0O0I1ECTBEHHOM JEsSTeIbHOCTH

@opMUpOBaTh ~ AITOPUTMBI  pa3pabOTKM  MPOTPAMMHBIX ~ MOAYJEH B JIP 22
COOTBETCTBHMHU C TEXHUYECKUM 3a/IaHHEM.

BrIsSBISATE TEXHUYECKHE TPOOIEMBbI, BO3HUKAIOIINE B MPOLIECCE IKCILUTyaTalluu JIP 24
0a3 TaHHBIX U CEPBEPOB.

AKTHBHO IPUMEHSATh NOJTY4YEHHbIE 3HAHUS Ha IPAKTUKE JIP 25

2 CTpyKTypa U cofep:KaHue TUCHUILTHHBI

2.1. O0beM AUCHMILTAHBI ¥ BHIbI Y4e0HOI padoThl (0UHAas)

Oobvem uacos
Bun yuedHoii pa6oThI

O0bem 00pa3oBaTeIbHON NPOrpPaMMbl THCHUTINHBI 60

B TOM 4mcJje B popMe NPaAaKTHYECKOI MOAT0TOBKH

B TOM YHCJIC:

TEOpeTU4ecKoe o0ydeHue 8
PAKTUYECKHE 3aHSTUS 40
KOHCYJIbTAllUU 6

camocmosameilbHaA pa6oma

[TpomexyTouHas aTTectanus B popme 6
IK3aMeH
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2.2. TemaTu4eckuii miian u cogep:xkanue gucuunaunsl OI1.09 UndopMannoHHbIe TEXHOJOTHH B PO ecCHOHAIbHOI 1eTeJIbHOCTH (04HOE)

HaumeHoBaHue Coaep:xanue yueOHOro MaTepualia, NpaKTHYECKUe 3aHATHSA, CAMOCTOSITeJIbHasi padoTa Oo0bem OcBanBaemble
pa3/iesioB U TeEM 00y4yalouxcst 4acoB 3J1eMEHTBI
KOMIIETCHIUH H
JIMYHOCTHBIE
Pe3yJabTATHI
1 2 3 4
4 cemecTp
Tema 1 Coneprkanue y4ed0HOT0 MaTepHuasia OK 01 - 05, 09-11
Hannble u uadopmanus | 1.Jlannpie 1 uHpopmarms. Buasl gaHHeiX u uHpOpMarmu. DOpMbl MpencTaBieHus HHPOPMAIMH U 1 JIP 16-18,20, 28
nepeaayy JaHHbeIX. MHPOpMaMOHHbII 3Tan pa3BUTHs 00IIECTBa.
2.Knaccudukammst nHOOPMAITMOHHBIX TEXHOJOTHH MO cdepaM TpOu3BOACTBA. Pa3nmnynble CIIOCOOBI
MpeCTaBICHUS U XpaHEeHUs] HHPOPMALIUH.
3.IToHsiTrie M 00630p MHCTPYMEHTANBHBIX CPECTB MHPOPMAIIMOHHBIX TEXHOIOTUH
Tema 2 Coneprxanne yuedOHOro MaTepuaJia OK 01 —05, 09-11
Omnepannonnas cucrema | Onepannonnas cuctema. Opranusanys Xpanenus JaHasix B ITK. 1 JIP 16-18,20, 28
IpakTHYeCKoe 3aHATHE 10
[IpakTuueckue padotsl o Teme: Kimaccuduxanus nHGOPMALMOHHBIX TEXHOJIOTHHA
[Ipaktuueckue 3ansatus: Uzyuenune Bo3moxkHocTell [IporpamMmmelr Mol koMIbroTep
3acaynMBaHue JOKIa 0B C MPE3CHTAIAN
Pewenne 3amau
KonrtponpHas pabota
Tema 3 Coaepxanne yueOHOr0 MaTepHaJIa OK 01 —05, 09-11
TekcToBBI pegakTop TexkcToBbIli penakTop. Buabl TEKCTOBBIX pPENAKTOPOB M MX BO3MOXKHOCTH. PaznnuHbie ¢opMaTs 2 JIP 16-18,20, 28
coxpanenus. Ilporpamma Ms Word. Uurepdeiic mporpammser. CosmaHue, COXpaHEHHE, OTKPHITHE
nokymenTa. [lapamerps! ctpanuusl. [Ipeasapurensheiii npocmotp. Ileuars gokymeHTa.
dopmarupoBanue Tekcta. Pabora ¢ parmenTamu tekcta. [IpoBepka opdorpaduu. Crucku.
PaboTa ¢ HeckoNbKUME JJOKyMEeHTaMHu. BeTaBka MMITOPTHPOBAHHBIX OOBEKTOB.
Pabora ¢ popmynamu. Pa3zbuenue texcta Ha konoHku. Ctuib ab3ana. CozgaHne cOOCTBEHHOTO CTHIIA.
Pabora c skcmpecc-6iokamu. CnusiHue AOKyMeHTOB. PaboTa ¢ OONBIIMMH TOKYMEHTaMH: OTJIaBJICHHE,
CIHMCKH WIUTIOCTPAIUA, IPEIMETHBIC YKA3aTENH, 3aKIaKH, CHOCKH.
IIpakTHYecKoe 3aHsTHE. 10

[Ipaktnueckas padora ®opmaTupoBaHue mpudpTa B TOKYMEHTE.
[Ipaktnueckas padora @opmaTupoBaHue adb3ana B JOKYMEHTE.
[IpakTiueckas padora Pa3onenne TekcTa Ha KOJIOHKH.

[IpakTnueckas padora JlobaBneHue u peAakTUpOBaHUE TAOIUI B JOKYMEHTE.
[IpakTuueckas padora BeraBka pucynkos, guryp, SmartArt, nuarpamm.
ITpaxtrueckas pabora Odopmireane GopMys B JOKYMEHTE.
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[pakTuueckas padora Co3qaHue KOJIOHTUTYJIOB B IOKyMEHTE.
[IpakTnueckas padora CinusiHre JOKYMEHTOB.

Tema 4 Cojaep:kaHue y4e0HOr0 MaTepHajia OK 01 — 05, 09-11
DneKTpoHHbIE TAOMMIBI | DnekTpoHHbie Tabmunsl. Ilporpamma Ms Excel. Hurtepdeiic mporpammbl. OCHOBHBIC TMOHSTHSL. 2 JIP 16-18,20, 28

dopmatupoBanue AaHHbIX. KomupoBanue mHbopmanyu. AOCONIOTHAsE U OTHOCHTENbHAS agpecanvd B

¢dbopmynax. Ucnons3oBanue B QopMmyrnax AaHHBIX ¢ APyrux JTUCTOB. llocTtpoenme muarpamm. Mactep

¢bynkunii. Ananus ganHbiX. ABTomineTp. CTpykTypa AoKymeHTa. Pabora ¢ Tabiauuamu MOJCTaHOBKH.

[Ton6op napamerpa. Pabota co cBopHbIMU Tabauuamu. [louck pemenmus.

IIpakTHYecKoe 3aHATHE 10

Pemenwne 3amad Ha BCIIONB30BaHUE B JOpMYyIax abCOMOTHON apecalivm.

Pemenue 3anau Ha ucnonb3oBanue B popmynax ¢pynkiuu ECJIN.

Pemenue 3anau Ha ucnons3zoanue Gpynkuu BITP.

[IpakTnueckass pabora Ilombop mapamerpa. Tabmursl moactaHoBKH. (OO0paboTka SKOHOMHUYECKOU

nH(GOPMAITUH TIPU TIOMOIITN CBOAHBIX TAOIHII.

[Ipaktuueckas pabora ['paduueckas 00paboTka NaHHBIX. AHaNN3 JaHHBIX. [[puMeHeHne GUIBTPOB NMpU

aHaJIM3€e JOKYMEHTA.
Tema 5 Coaep:xanue y4e0HOro MaTepHaJa OK 01 - 05, 09-11
[Ty0Onukaryu [Ty6nukanuu [Iporpamma Ms Publisher. Uutepdeiic mporpammbl. OCHOBHBIE IPUEMBI PaOOTHI. 1 JIP 16-18,20, 28

IIpakTnyeckoe 3ansiTHE

[paktuueckue 3ansaTus: [IpuMeHeHEe HABBIKOB TIPU CO3/IaHUE PA0OUYHX IOKYMEHTOB.
Tema 6 Copaepxanne yueOHOr0 MaTepHaJIa OK 01 —05, 09-11
MybTHME TUIHBIE MyIbTUMEIUIHBIE TEXHOJIOTHH CO3aHuUs IPE3CHTAIUH 1 JIP 16-18,20, 28
TEXHOJIOTYH CO3/IaHUs [Iporpamma Ms PowerPoint. Wutepdeiic nporpammbl. Cosganue ciaiiioB. PdopmaTtHpoBaHHe
Mpe3eHTAINN JIOKYMEHTa. AHHUMAITHSL.

IIpakTHyeckoe 3aHsTHE 10

[Mpaktuueckue 3anstusi: CozmaHue mpeseHtanuu. DopMmarupoBaHHe TeKcTa, N00aBIEHHE TaOMHIl U

KapTUHOK. Jlu3aiiH crnaiina. Hactpoiika aHuManuuy npe3eHTanuu.
Koncynpranus 6 OK 01 - 05, 09-11
[pomexyTounas JK3aMeH 6 JIP 16-18,20, 28
aTTecTanus
Bcero: 60



file://///192.168.1.32/Users/Public/Общеобразовательные%20предметы/38.02.01/ОП/ОП.06%20Документальное%20обеспечение%20управления.docx%23sub_531
file://///192.168.1.32/Users/Public/Общеобразовательные%20предметы/38.02.01/ОП/ОП.06%20Документальное%20обеспечение%20управления.docx%23sub_531
file://///192.168.1.32/Users/Public/Общеобразовательные%20предметы/38.02.01/ОП/ОП.06%20Документальное%20обеспечение%20управления.docx%23sub_531
file://///192.168.1.32/Users/Public/Общеобразовательные%20предметы/38.02.01/ОП/ОП.06%20Документальное%20обеспечение%20управления.docx%23sub_531

3. YcaoBus peann3anvm TUCHUIIINHBI

3.1. TpeGoBaHuUsl K MATEePHAJIHLHO-TEXHHYECKOMY 00ecneyeHn 0
Jnis peanuzanuu MporpaMMbl AUCHMILTUHBL JOJDKHO OBITH MPEIyCMOTPEHO CIEAYIoLIee
crnenuanpbHoe nomeuieHue: KaOuHer MH(OPMALMOHHBIX TEXHOJOTHH B NpodeccHoHATbHOMI
aesTteJbHocTH. [lomemienune kaOuHeTa JOHKHO COOTBETCTBOBaTh TpebOoBanusiM (CaHUTapHO-
SMHUIEMHUOJIOTMYECKUX MPAaBUI U HOPMATUBOB OCHAIIEHO THUIOBBIM OOOPYZOBAaHHEM, B TOM YHUCIIE
CHEIHATM3UPOBAHHON y4yeOHOW MeOenbl0 W CpeIcTBaMu OOy4eHHsS, HEOOXOAUMBIMH IS
BBINOJIHEHUS TPEOOBAHUH K YPOBHIO TIOJATOTOBKU O0YYAIOIIUXCAL.
Ka0uner nH(OPMAIMOHHBIX TEXHOJOIHH B MPO(eCCHOHATBLHOM AeSITeJJbHOCTH.
Obopyodosanue yuebno2o kabunema:
IMaptser (2-x MecTHas)
Crynps
Croun mpenogaBatens
Cryn npenogaBatenst
Komnerotep
Jlocka MenoBas
Kabuner nH(pOpMaMOHHBIX TEXHOJIOTUH B IPO(GECCHOHATBHON AESITENFHOCTA 00ecreyeH
HEOO0XOAMMBIM KOMILIEKTOM JIMIIEH3UOHHOTO MIPOTPAaMMHOTO 00eCTIeyeHHSI
bubaunoreka, YuTajabHbIN 3aJ1 ¢ BbIX0A0M B UHTEepHeT
MamepuanvHoe ochawujenue, KOMIbIOMEPHOE U UHMEPAKMUBHOE 000PYO08aAHUe:
ABTOMaTH3UPOBAaHHOE paboyee MecTo OUOINOTEeKapS
ABTOMaTH3UpPOBAHHOE paboyee MeCTO yuTareneit
ABTOMaTHU3upoBaHHOE padbouee MecTo s juil ¢ OB3
[IpunTep
Ckanep
Crennaxu 17151 KHUT
Kadenpa
BricTaBOUHBIN cTEmIaX
Karanoxusrii mkada
[Tocamounble MecTa (CTOMBI M CTYJIbS ISl CAMOCTOSATEIBHON PadOTHI)
ITomemenne 1J1st CaMOCTOATEILHOM PA0OTHI
MamepuanvHoe ochaujenue, KOMIbIOMEPHOE U UHMEPAKMUBHOE 000PYO08aHUe:
ABTOMaTH3UpPOBaHHBIE paboure MecTa 00yJarouxcs
[MapTsI (2-x MecTHBIE)
Crynbs
ABTOMAaTU3UPOBaHHBIE paboune MecTa 00€CIeUeHbI TOCTYIIOM B 3JIEKTPOHHYIO HH()OPMAIIMOHHO-
obpazoBarensuyto cpeny AHOIIO «YensaOunckuii komiemk KoMuTeHT», C BBIXOJIOM B
MH(POPMAITMOHHO-KOMMYHHUKAIIMOHHYIO ceTh « HTEepHETY.
3.2. UudopmaninoHHoe obecneyeHHe peain3alii NPorpaMMbl
OcHnoenas numepamypa.
1.IlpoexktupoBanrie WH(POPMALMOHHBIX CHCTEM : YYEOHHK U TPAKTUKYM I CPETHETO
npodeccronansHoro obpasosanus / J[. B. Hucros, I1. 1. Mensuukos, A. B. 3omoraprok, H. b.
Hugenopyk ; mox obmeit pegakiueit . B. YucroBa. — Mocksa : M3natenbctBo HOpaiit, 2019. —
258 ¢. — (ITpodeccuonanproe oopazopanne). — ISBN 978-5-534-03173-7.
Llonoanumenvnasn iumepamypa:
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1.®enoroBa, E. JI. HMHpopMannOHHBIE TEXHOJIOTMH B MNPO(ECCHOHAIBHOM NEATENTPHOCTH B
podeCCHOHAIBHON AesaTenbHOCTH | yueb. mocobue / E.JI. denoroBa. — Mocksa : U]] «®OPYM»
: UHOPA-M, 2019. — 367 c. — (Cpennee npodeccuonanbaoe odpa3oBanue). - ISBN 978-5-8199-

no Kypcy

0752-8. - Tekct anektpounsii. - URL: https://znanium.com/catalog/product/1016607
Humepnem pecypcwi:

Lwww. intuit. ru/studies/courses (OTkpbITbIE HMHTEpHET-KYpchl  «MHTYHT»
«Mupopmatuka).

2www. Ims. iite. unesco. org (OtkpeiTeic 3mekTpoHHBIE Kypchl «MHUTO HOHECKO» mo

MH(POPMALIMOHHBIM TEXHOJIOTHSIM).

3.http://ru. iite. unesco. org/publications (OtkpsiTast 1ekrponnas oudmmoreka « MMUTO FOHECKO»

no UKT B oO6pa3oBanun).

4. KoHTpOJIb M OLICHKA pe3

JbTATOB 0CBOCHUA NTUCHHUIIJINHBI

Pe3yabTaThl 00y4eHHSs

Kpurepun onenkn

MeToabl OLIeHKH

ymembs:
pacrosHaBaTh 3ajady Wi 1pobiieMy B
npodecCHOHATEHOM WIH COLIATIHHOM
KOHTEKCTE;

aHANMM3UPOBATh 3aJadyy WM npodiieMy U
BBIJICJISITH €€ COCTaBHBIC YaCTH;

OTIPEJICNIATE JTAlbIl PEILICHUS 3a/1a4H;

BEISBIIATH u 3¢ (heKTUBHO WCKAaTh
nH(POpPMAINIO, HEOOXOOUMYIO ISl pEIIeHUs
3a7lau¥l U/WUIK TPOOIIEMBI;
COCTaBUTh IUIAaH  JIeHCTBUS;
HEOOXOMMEBIE PECYPCHI;
BJIAJICTh aKTyaJIbHBIMH METOJaMU pabOoThl B
npodecCHOHATLHON 1 CMEKHBIX cepax;
peann30BaTh COCTABJICHHBIM IUIAH; OLICHUBATb
pe3yJbTaT U TMOCJIEACTBUS CBOMX JIEUCTBUM

OTIPECTTUTh

(caMocTOSTENBEHO 170101 c MOMOIIBIO
HAaCTaBHHKA).
OTIPEIENATH 33/1auu IS TOucka HHpOpMaIny;
OTIPEIEIISTh HEOOXOTUMEIE UCTOYHUKH
nHpOpMaIH;
TUTAHUPOBATh nporiecc TOUCKA;

CTPYKTYpUPOBATH TOIy4aeMyI0 HH)OPMAIIHIO;
BBLJICNIATh Hawbojiee 3HAYMMOE B IIepeUHE
nH(pOpMAaIH;

OIICHUBATh  TPAKTHYECKYI0  3HAYUMOCTh
pe3ybTaTOB TOUCKA; O(POPMIIATH pe3yIbTaThI
TIOWCKA.

OTpECNATh  aKTyallbHOCTh  HOPMATHUBHO-
MPaBOBOM JIOKyMEHTAIluA B
podecCHOHATBLHON IEeATeIHhHOCTH;

MIPUMEHSATh COBPEMEHHYIO HAYYHYIO

Ipo¢eCCHOHAIBHYIO TEPMHUHOJIOTHIO;

OIpEaciiATh u BBICTpanBaTh TPACKTOPUUN
npo¢eCCHOHANTBEHOTO pa3BuTHS "
camMo00pa3oBaHUsL.

OpraHnu30BbLIBATH pa60Ty KOJIJICKTHUBA u
KOMaH/Ibl;

B3aMMO/ICHCTBOBATh c KOJIJICTaMH,
PYKOBOACTBOM, KIINCHTaAMH B Xoae

podeCCHOHATLHOM eI TeTLHOCTH.
TPaMOTHO M3JIaraTh CBOM MBICIIA U O()OPMIISTH

OneHKa «OTIUYHO» BBICTABISETCS
oOyJaromemMycs, eciii OH TITyOOKO U
IIPOYHO YCBOMWJI IIPOTPaMMHBIN
MaTepuanl Kypca, HCUYEpIBIBAIOIIE,
MOCIIE0BATENBHO, YEeTKO u
JIOTUYECKA CTPOMHO €ro u3Jaraer,
YMEET TECHO YBA3LBIBATH TCOPHIO C
MPAKTUKOW, CBOOOHO CIIPABISETCS C
3aayaMi = W BONpOCaMH,  HE
3aTpydHseTcds C OTBeTaMu  IpHU
BUJIOM3MEHCHUH 3aJIaHAM,
MPaBIIILHO OOOCHOBBIBAET MPHHATHIC
pelieHus, BJaseeT
Pa3HOCTOPOHHUMH NJHUCKYCCHOHHBIMHA
HaBBIKAMH ¥ TPUEMaMH, AKTHBHO
MposIBASiET ce0s B TPYIIOBOM
pabore;

OneHKa «XOpOIIO0» BBICTABISAETCS
oOydaromemMycsi, €cii OH TBEPIO
3HaeT MaTepuall Kypca, TpaMOTHO U
M0 CyMIECTBY WU3JaraeT ero, He

JOIycKast CYILIECTBEHHBIX
HETOYHOCTEH B OTBETE Ha BOIIPOC,
IMpaBUJIIBHO IIPUMEHSCT
TEOPETUUECKUE  TIOJIOKEHUS  HpHU

peIlIeHI/II/I ):[I/ICKYCCI/IOHHBIX BOHpOCOB
M 3a1a4, BIageeT HEeOOXOIUMBIMU
HaBbHIKAMH U TpUeMaMu WX
BBITIOJTHEHUS, CIOCOOCH TIPOSBIISTH
ce0s1 B TpynmoBoi pabore;

Ouenka «YJIOBJICTBOPHUTEIHHOY
BBICTABIISIETCS OOyYaIOMEMyCsl, eCIH
OH HUMEET 3HAHHS TOJIHKO OCHOBHOI'O

Marepuana, HO HE YCBOWI €ro
Jerajgeil, OmycKaeT HETOYHOCTH,
HEJIOCTaTOYHO MPaBUJIbHBIE
(hOpMYJIUPOBKH, HapylUIeHUA
JIOTUYECKON TMOCJIEN0BATEILHOCTH B
W3JI0)KEHUHU MPOrPaMMHOTO
Marepuaia, HUCTIBITHIBAET
3aTPYJHEHHUS] TIPU  BBINOJHEHUU

MPAKTHUYCCKUX 3aJla4, HC aKTHBCH B

[IpoBepounsie
paboThI
MPaKTHYECKUX
paboT.

AHanu3 penieHus
3aja4
3aciymmBaHue
JOKJIaza.
DK3aMeH
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JAOKYMCHTBI 110 HpO(i)eCCHOHaJ'ILHOfI TEMATHUKC
Ha TOCYOAapCTBECHHOM  A3BIKE, IIPOABJIATH
TOJICPAHTHOCTL B pa6oqu KOJIJICKTUBCE.

o0OpabaTtbIBaTh TEKCTOBYIO TaOINYHYIO
HH()OPMAITHIO;
UCIIONB30BaTh  JIGNIOBYI0  rpapuky  u

MyJIbTUMEINA UHPOPMAIIHIO;
CO37aBaTh MPE3eHTALINY;
MIPUMEHSATH aHTHBUPYCHBIE CPEICTBA 3AIINTHL;

ynTaTh  (MHTEPIPETHPOBaTh)  UHTEpderc
CHENHAIN3UPOBAHHOTO IPOrPaMMHOTO
obecrieyeHus, HaXOJIUTh KOHTEKCTHYIO
MOMOIIL paboTaTh C JOKYMEHTAITUCH;

NPUMEHATH CHENUAIN3UPOBAHHOE
mporpaMmHoe  obecriedeHue s coopa,
XpaHeHusT W 00paboTkn  OaHKOBCKOU

WHQOPMAaIMK B COOTBETCTBUHU C M3yYaeMBIMHU
npodecCHOHANTEHBIMU MOJTYJISIMH;
OJIB30BATHCS aBTOMAaTU3UPOBAHHBIMU
CHUCTEMaMH JIEJIOIIPOU3BOJICTBA;

IIPpUMCHATH MCETOABI U CPEACTBA 3alIUThI
0aHKOBCKOW MH(POPMAIIHH.
HOHUMATh o0TIuiA CMBICTT 9ETKO

IMPOU3HCCCHHBIX BBICKa3bIBAHUM HA U3BECTHHBIC
TeMbl  (TIpod)eCCHOHANBHBIE ©  OBITOBBIE),
MOHUMATh TEKCTHI Ha 0a3oBbIe
po(heCCUOHAIBHBIC TEMBI,

y4aCTBOBaTh B JUajiorax Ha 3HAKOMBIC O6HII/IC
1 npo(heCCHOHATIPHBIC TEMBI,

CTPOUTH MPOCTHIE BBICKA3bIBaHUS O cebe u O
cBOeH npodeccuoHaIbHON IeATEIbHOCTH;
KpaTko OOOCHOBBIBATH M OOBSACHHUTH CBOW
JIefcTBUS (TEKYIIHNE U IUTAHUPYEMbIe);

nmUcaTh TMPOCTBIE CBSI3HBIE COOOLICHMS Ha
3HAKOMEIE WIN WHTEpECYIOIIUE
npo¢eCCHOHANBHBIC TEMBI.
BBISBIIATH JOCTOMHCTBA u
KOMMEPYECKOW UJIEN;
MPE3CHTOBATh WJIEH OTKPBITUS COOCTBEHHOTO
Jiena B MpoheCCHOHANTBHON IEATEILHOCTH;
opopmisiTh  OM3HEC-TUIAH,  PACCUUTHIBATH
pasMepsl BBIMJIAT IO MPOICHTHBIM CTaBKaM
KPEIUTOBAHHS;

OIpEaciiATh HWHBECTUILIUOHHYTIO
IMPUBJICKATCIIBHOCTE KOMMEPUCCKHUX Hlleﬁ B
paMKax MpoECCHOHANBHON JAEATENLHOCTH;
MPE3eHTOBaTh OM3HEC-HJIEIO;

OMpeaAcIATb NCTOUYHUKHU (1)I/IHaHCI/IpOBaHI/I$[
3Hamo:

HEIOCTATKU

aKTyaJIbHBIN pOo¢eCCHOHATBHBIH u
COLMAJILHBIN KOHTEKCT, B KOTOpPOM
MPUXOJIUTCS pabOTaTh U KUTH;

OCHOBHBIC  WCTOYHUMKH  HWH(OpManuu U
pecypcel JUId pelieHus 3amad M mpobiieM B
npopeCcCHOHATLHOM  W/WIM  CONMAILHOM
KOHTEKCTE;

ANTOPUTMBI BBITIOJTHEHHU S pabot B

rpymIoBoi pabore;

OreHka «HEYJIOBJIETBOPUTEIILHOY
BBICTABIISICTCS oOyJaroniemycs,
KOTOpBbIi HE 3HAET 3HAYUTEIbHOU
YacTH MPOrpaMMHOTO MaTepualia,
JIOITYCKAeT CYIIECTBEHHBIE OIIMOKH,

HEYBEPEHHO, c 0ONBIIUMU
3aTPYJHCHUSIMU penraer
NpakTHYeCKUEe  33jJa4yd WM He
CIIPABIISACTCS c HUMU
CaMOCTOSITEIbHO, HE  MNPUHUMACT

ydacTue B IpylmoBoii pabote.
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npo¢eCCHOHANTBEHON M CMEKHBIX 00TaCTsIX;
MeToabl paboThl B MpO(ecCHOHANBHON U
CMEKHBIX chepax;

CTPYKTYpY TUTaHa [T PEIICHUS 3a/1a4;
HOPSIZIOK OIEHKH PE3yJIbTATOB PEIICHHUS 3a1a4
npodeccnoHaNbHOM AEATETbHOCTH.

OCHOBHBIE METOIBI M  CpeAcTBa  cOopa,
00paboTKH, XpaHeHUS, nepeaavu u
HaKOIUICHHUS HHOpMAIIUH;

TEXHOJIOTHIO TMOWCKAa WHGOPMAIUH B CETH

WHrepHerT;
HOMEHKJIaTypa MH(POPMALMOHHBIX
HUCTOYHHKOB, MIPUMEHSEMBIX B

npoQeCCHOHANBHON JACATETBHOCTH; TMPUEMBI
CTPYKTYpUPOBaHUS HH(OPMALINY;

dopMar odopmileHUS Pe3yabTATOB ITOUCKA
WHPOPMAITUH.

COJIepKaHue aKTyaJIbHOU HOPMAaTUBHO-
NPaBOBOM TOKYMEHTALUH;

COBpeMEHHasi Hay4yHass W TNpogeccCrOHaNbHAs
TEPMHUHOJIOTUS;

BO3MOXXHBIE TPAaEKTOPHH MPOQECCHOHAIBEHOTO
pa3BUTHUS B CaMOOOpa30BaHUsI.
MICUXOJIOTHYECKHE  OCHOBBI  JIESTEIBHOCTH
KOJIJICKTHBA, IICUXOJOIMYECKHEe OCOOCHHOCTH
JIMYHOCTH;

OCHOBBI TIPOEKTHOH JIESITEILHOCTH.
0COOCHHOCTH COIMAIbHOTO W KYJIBTYpHOTO
KOHTEKCTAa;

npaBwia  OoQOPMIICHHS  JIOKYMEHTOB U
MOCTPOCHUS YCTHBIX COOOIICHHH.

Ha3Ha4YeHHE, COCTaB, OCHOBHBIE
XapaKTepUCTUKU OpraHU3alMOHHON u
KOMITBIOTEPHOM TEXHHUKY;

OCHOBHBIE ~ KOMIIOHEHTHI ~ KOMIIBIOTEPHBIX
ceTel, NPUHUMIBI [AKETHOM  Iepenadu
JIAHHBIX, OpTaHU3AIIHIO MEKCETEBOTO
B3aUMOJICUCTBHUS;

Ha3HAuY€HWE U TPHHLUIBI HCIOJIb30BAHUS
CHUCTEMHOI0 M NPUKJIATHOIO HPOrpaMMHOIO
obOecIieueHus;

OPUHOMIIBI  3alUThl  WHpOpMAaUMUd  OT
HECaHKLIMOHUPOBAHHOTO JAOCTYIIA;

MIPaBOBbBIE ACTIEKTHI WCTIOJIb30BaHHS
UHPOPMAITUOHHBIX TEXHOJIOTHI 17§
NPOrpaMMHOro 00ecreueHus;

OCHOBHBIC  TOHATHUS  aBTOMAaTH3UPOBAHHON
00paboTku nH(pOpManny;

HanpaBJIeHUsT aBTOMaTH3alu  OaHKOBCKOH
JeSITeIbHOCTH;

Ha3HAYCHWE TPUHIMIBI  OpPraHW3allMd |
9KCIUTyaTaluu O0aHKOBCKUX MH(OPMAIIMOHHBIX
CHCTEM;

OCHOBHBIC YIpO3bl M METOJBI O0ecTeYeHuUs
UHQOPMAIMOHHOHN 0€30MaCHOCTH.

NpaBuUiia TOCTPOSHHUS MPOCTBIX M CIIOXHBIX
HpeUIOKEHNH Ha ITpodeccCHOHaIbHBIE TEMBI;
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OCHOBHBIC OOIICYNOTPEOUTEIEHBIC —TJIAr OBl
(6prToBas M TIpodheccHOHANbHAS JIGKCHKA);
JICKCUYCCKU MHHUMYM, OTHOCSIIHMHACA K
OTMCAHMIO MPEAMETOB, CPEACTB U MPOLECCOB
npodecCHOHATEHON JeSITENIBHOCTY;
0COOCHHOCTH MPON3HOIICHHS,

MpaBWia YTCHUS TEKCTOB MpodeccuoHambHON
HAIPaBJICHHOCTH.

OCHOBBI peANPUHUMATETHCKON
JIESATEIILHOCTH;

OCHOBBI (DMHAHCOBOM TPAaMOTHOCTH;

IpaBriIa pa3padoTKu OM3HEC-TIIAaHOB;

TIOPSIJIOK BBICTPAMBaHUS TPE3CHTAIINY;
KpPEJAUTHBIC OAHKOBCKHE MTPOIYKTHI




