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1. OBIIASI XAPAKTEPUCTHKA PABOUEIl IPOTPAMMBI YYEBHO
TACHATIITAHBI

1.1. Ob6aacTh NpUMEHEHHUs NPOrPAMMBI

Pa6ouas nmporpamMma yueOHOM AMCUMILIMHBI SBJISETCS YaCThIO OCHOBHOW Mpo¢eccroHaIbHON
obpazoBarenbHOil Tporpammbl B cootBeTcTBHH ¢ I'OC CIIO mo cnenumansrHoctu 40.02.01 IIpaBo u
OpraHu3alys COLMAIBHOr0 00eCTeyeHUs .

1.2. MecTo AUCUMILUIMHBI B CTPYKTYpe OCHOBHOM NPo¢ecCHOHANIBHOI 00pa30BaTeIbLHOM
NPOrpamMMbl:

Hucuummnaa MHopMaTika OTHOCHTCS K MATEMAaTHYECKOMY U OOIIEMY €CTeCTBEHHOHAYTHOMY
LUKITY.

1.3. Heau u 3ag1a4u AUCUMUIIMHBI — TPeOOBAHNUS K Pe3y/bTaTaM 0CBOCHUSI I CIHIIIMHBI:
B pe3ynbpTaTe 0CBOEHUS JUCHMILIMHBI 00y4aroIuiics 10DKEH YMeTh!

— MHCII0JIb30BaTh 0A30BbIE€ CUCTEMHBIE IPOrPaMMHbIE ITPOILYKTHI;

— MHCII0JIb30BaTh MPUKJIAJHOE MPOrpaMMHOE oOecreueHnue o0IIero Ha3HaueHus uid 00paboTKu
TEKCTOBOH, rpaduyecKkoi, YMCIOBON HH(OPMAITUH;

3HATh:

— OCHOBHBIE TIOHATUS aBTOMATH3WPOBAHHOM 00paboTku uHpopManuu, oOmMI cocTaB U
CTPYKTYpY HE€PCOHAIBHBIX JIEKTPOHHO-BBIUNCIUTENbHBIX MALINH (1a1ee - DBM) 1 BbIUNCIUTENBHBIX
CHCTEM;

— 0a30Bbl€ CHCTEMHbIE IPOrpaMMHBIE MPOAYKTbI M MAKEThl MNPHUKIAJHBIX MpOrpamm IJis
00pabOTKH TEKCTOBOM, rpa)uUECKOM, YN CIOBOM M TaOJIMYHON WH(OPMAITUH.

KOpucr nomken 0061a1aTh OOIMMHU KOMITETCHIIUSIMHE, BKJIFOYAIOIIUMHU B ¢€0sI CTOCOOHOCTh:

OK 1. [ToHnMaTh CyIIHOCTb ¥ COLIMATIbHYIO 3HAYMMOCTh CBOEH Oyay1eit mpodeccuu, nposBiasiTh
K HEH yCTOWYMBBIN UHTEPEC.

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO J€ATEIbHOCTb, BEIOUPATh THUIIOBBIE METOJIbI U CIIOCOObI
BBINOJTHEHUS PO ECCHOHATIBHBIX 33/1a4, OIIEHUBATh UX 3(PPEKTUBHOCTH M KaueCTBO.

OK 3. IlpuHuMate pelieHus B CTaHJAPTHBIX M HECTAHAAPTHBIX CUTyalUsX M HECTU 3a HUX
OTBETCTBEHHOCTb.

OK 4. Ocy1iecTBasT MOUCK U UCTIOIb30BaHUE HH(OPMALIUU, HEOOX0TUMOM 1 3P (HEKTUBHOT O
BBITMOJIHEHUS TPo(eccHoHabHbIX 3a]a4, TPO(eCCHOHATBHOTO U IMYHOCTHOTO Pa3BUTHSL.

OK 5. Hcnons3oBaTh HWHGOPMAMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTMH B Mpodec-
CHOHAJIbHOM J1€ATEIbHOCTH.

OK 6. PaGotaTh B KOJUIEKTUBE U KOMaHE, 3PPEKTUBHO 0OLIATHCS ¢ KOJUIEraMH, pyKOBOJICTBOM,
HOTPEOUTEISIMH.

OK 7. bpaTb Ha ce0s1 OTBETCTBEHHOCTb 3a pabOTy YIEHOB KOMaH bl (IOAYMHEHHBIX), PE3yJIbTaT
BBITOJIHEHUS 3aJaHUM.

OK 8. CamocTosTenbHO ONpenesaTh 3ajauu MpopheCcCUOHAIBHOIO U JIMYHOCTHOTO Pa3BUTHA,
3aHHMMAThCsl CaMO00pa30BaHMEM, OCO3HAHHO IJIAHUPOBATH ITOBBIIIEHNE KB aJU(pUKALIUH.

OK 9. OpuenTupoBaThcs B yCIOBUSX TOCTOSHHOIO U3MEHEHMSI TPaBOBON Oa3bl.

OK 10. CobaronaTh OCHOBBI 3I0pPOBOT0 00pa3a XKU3HU, TPEOOBAHUS OXPaHbBI TPyAA.

OK 11. CobmroiaTh J€N0BOI ITUKET, KYJIbTYPY U IMCUXOJIOTUYECKUE OCHOBBI OOIIIEHUS, HOPMBI
Y TpaBUJjIa OBEACHMUS.

OK 12. [1posBJIATh HETEPIUMOCTh K KOPPYMIIMOHHOMY ITOBEJICHUIO.

IOpI/ICT JOJDKCH O6HaHaTB HpO(l)GCCI/IOHaJIbHLIMI/I KOMIICTCHUUAMU, COOTBETCTBYIOIIUMU BUAAM
ACATCIIbHOCTHU



IIK 1.5. OcymecTtBisaTh GOpMHUPOBAHHE U XpaHEHHE Jie] MoJydaTesield NMeHCUH, MocoOouil u
JPYrUX COLMAIbHBIX BBIILIAT.

IIK 2.1. [TognepxuBath 0a3bl JAHHBIX OTyYaTEICH MTEHCHIA, TOCOONH, KOMIICHCAIIMHI U IPYTUX
COLIMAJIbHBIX BBIILJIAT, @ TAKXKE YCIIYT U JbI'OT B aKTYaJIbHOM COCTOSIHUU.

[IK 2.2. BpIABIATH JIML, HYXIJAIOMMXCS B COLMAJIbHOM 3alMTE U OCYUIECTBIIATH UX YYET,
MCIO0JIb3YsI UH(GOPMAIIMOHH O-KOMITBIOTEPHBIE TEXHOJIOTHH.

1.4. Koau4ecTBO 4acOB HA OCBOEHHE NMPOTrPAMMBI IMCIUTUINHBI:
MaKCUMaJbHON yueOHOI Harpy3ku o0ydatomnierocst 103 yacos, B TOM yucie:
o0s13aTenbHON ayTUTOpHON yueOHOM Harpy3ku oOyuvaromierocs /0 yacos;
CaMOCTOSTENILHON paboThl 0OyJaromerocsi 33 4acos.



2. CTPYKTYPA M COJIEP)KAHUE YUYEBHOM JUCIIUITIINHBI

2.1. O6beM y4eOHOI IMCHUIINHBI U BUbI y4eOHOH padoThl

Buj yueOHoii padoThI

Oovem uacoe

MaxkcumanbHasi yaeOHasi HAarpy3Ka (Bcero) 103
Oos3aTesibHas ayAnTOpHas y4eOHas Harpyska (Bcero) 70
B TOM YHCJIE:

MIPaKTUYECKNE 3aHATUS 70
CaMocrosiTesibHasA paboTa o0yyaromerocs (Bcero) 33

B TOM YHCIJIC:

caMocTosITeNbHast paboTa HaJl KypcoBOi paboToil (IIPOEKTOM)

HE NPENYCMOTPEHO

Pewenue 3a0au;

meopueckue pabomel pasuvlX U008 (00K1aAdvl, peghepamui,
npesenmayuu);

nouck ungopmayuu 6 cemu Mnmepnem

18

Ilpomescymounas ammecmayus 8 popme oughghepenyuposannozo 3auvema




2.2. TemaTu4ecKHUil IJIAH U COAEPKaHNEe Y4eOHOM TUCHUILIMHBI

HaumenoBaHue pa3aenoB u Copep:xanue y4e0HOr0 MaTepHaa, JIa00paTOPHbIC M NPAKTHYECKHE 3aHATHS, CAMOCTOSITeJIbHas padoTa Koab1
TeM ol0yuarommuxcs Oo6nem KOMIIEeTEeHII NI,
4acoB (opmupoBanuio
NPaKTHY KOTOPbIX
€CKHUX CIoco0cTBYET
3aHATHI 3JIeMEeHT
MPOrpaMMbl
1 2 3 4
Pangen 1.
ABTOMATH3MPOBaHHAs
00padoTKa: 0CHOBHbIE
TOHATHUS
Tema 1.1 Undopmanus, Copaep:xanue y4e0HOro MaTepuaa 3
uH(popManHOHHBIE pouecchl | [IpakTH4YecKue 3aHATHS
1 HH}popMannoHHoe 0011eCTBO | pakTryeckoe 3ausaTHe 1. CormanbHas nHbopMaThka. IIpencTapienne 06 aBTOMATHUECKHMX M aBTOMATH3HPOBAHHEIX CHCTEMAX 2 OK1,0K2,0K 3,
yrpasnerus. ACY pa3nTudHOro Ha3HauYeHHsI, IPUMEpPHI HX UCHOIh30BAHUS. OK 4, OK 5, OK 6,
CaMocTosTeILHAsA padoTa 00yJalomuxcs 1 OK 7,0K 9,
Tloozomoexa coobwenuil, 0ox1ad0s, peghepamos (Ponu ungpopmamuzayuu 6 dcusnu oduecmaa) OK 10, OK 11
Paznen 2.
OO0wmuii cocTaB M CTPYKTYpa
NePCOHAILHBIX KOMNILIOTEPOB
1 BBIYHCIUTETBHBIX CHCTEM
Tema 2.1 ba3oBas Conep:xanne yueOHOro MmaTepuajia
xondurypauus IK IpaKkTH4YecKue 3aHsITHS 3
INpaxTrueckoe 3ansaTue 2. Knaccndukanms koMmnsioTepoB. bazosast koHpuUrypanms 2 OK 2,0K 3, 0K 4,
CaMocTosiTeJIbHAsI pa60oTa 00y4IAIOIIXCST 1 OK 5,0K 6, OK 7,
IToozomoexa coobuenuii, doxnaoos, pegpepamoe (APM coyuanonozo pabomuuxa unu opucma) OK 8, OK 10,
OK 11
Paspnen 3.
HNudopmannonnsie
TEeXHOJIOTHH.
Tema 3.1 PadoTta c ¢aiisioBoii | Conep:kaHue y4edOHOro MaTepuasia 6
CTPYKTYPOil. Pasamubre IIpakTHyeckue 3aHATHSA OK 1,0K 2, OK 3,
NpUeMbI. _ _ _ _ OK 4. OK 5
IMpakTrueckoe 3ansiTre 3. PaboTa ¢ mankamu u ¢aiinamu B [IpoBogarke. Paznndnsie npueMsl paboTsl ¢ (aiiioBoii CTpyKTYpOH. 2 OK 1 0’ OK 1’1
[Npaktudeckoe 3ausatie 4. Crioco6s! 3amuTsl nHPopManuu. Co3qaHne 3amnIeHHBIX apXUBOB. 2 OIZ 12 '
CamocrosiTeqibHasE padoTa 00yUyaommuxcst 2
Bvinoanenue 3adanuii na cosoanue Gaiiiosoll cmpykmypel, NpUMeHeHUe PA3IUYHbLIX HNpuemos pabomuvl ¢ painogoi
CMpyKmypou
Tema 3.2. HacroubHast Conaep:xanue y4edOHOro MaTepuaia 9
n3aTeIbCKast CHCTEMa IpakTHYecKHe 3aHATUS OK 1, 0K 2, OK 3,
Microsoft Publisher [paktudeckoe 3ausatue 5. MaTepdeiic. Mcmonp30BaHme BCTPOCHHBIX MA0JIOHOB 2 OK 4, OK'5, OK 6,

7




INpakTrdeckoe 3anstie 6. DopmarupoBanue Tekcra. Pabora co criuckaMu. ['urepcehuiky.

OK 7,0K §,0K 9,

[NpakTryeckoe 3anstre 7. Jlo6aBienne Tabiuil U rpaduecKix 0OBEKTOB. 2 OK 10, OK 11
CamocrosiTeqibHast padoTa 00yualommuxcst 3
Houck ungpopmayuu 6 enobanvroti cemu Unmepnem. Bvinonuenue 3a0anuii no cozoanuio 6ykiema.
Tema 3.3 TekcroBbIii Copepikanue yueGHOro MaTepuasia 19
npoueccop Microsoft Word. | IlpakTuyeckue 3aHaTHst OK 1, 0K 2, OK 3,
IMpakTuueckoe 3ansTue 8. Co3naHue v UCIOJIb30BaHUE MIA0JI0HOB. AHKETa 2 OK 4, OK 5, OK 6,
I[Mpaktuueckoe 3austre 9. Pabora ¢ popmynamu. BeraBka u penaktupoBanue Gpopmyit. 2 OI(%IZ’ lc())K()SI’fiIl( 9,
2 b
[MpakTtrueckoe 3austre 10. Bunsr nuarpamm. Pabora ¢ auarpaMmamu. 2 OK 12, TIK 1.5,
[Ipaktuueckoe 3ansitne 11. dopmarupoBaHHe TEKCTa C MOMOIIBIO BCTPOGHHBIX cTuiield. Co3jaHue COOCTBEHHOTO CTHIIS 2 K 2.2
¢dopmarnpoBaHus. ABTOMaTH4eCKOe ()OPMHUPOBAHNE OITIaBICHUS B MHOTOCTPaHUYHBIX IOKYMEHTaX
[Mpaktiyeckoe 3austue 12. Cnusaue. OpraHu3anus aBTOMaTH4ECKOH PAaCcChUIKH. 2
[MpakTrueckoe 3anstre 13. 3amura fokymenra. Co3iaHue BOASHOTO 3HAKa. 3alluTa apojiem 2
[paktudeckoe 3ausatie 14. Co3nanue cocTaBHBIX (MHTETPHPOBAHHBIX) TOKYMEHTOB. 2
CamocrosTeabHas padoTa 00y4arommuxcs 5
Boinonnenue unousudyanbHuix 3a0anuil Ha KOMIIEKCHOE ucnoav3osanue osmozcnocmeti MS Word ons cozdanus dokymenmos
Tema 3.4 TadnuuHbIi Conep:kanue yueGHOro MaTepuasa 33
npoueccop Microsoft Excel  "fpacruueckue sansirus OK 1, 0K 2, OK 3,
[Mpaktiueckoe 3anatie 15. ABTomaTn3anus BBoja naHHbIX B EXcel. Co3nanue monb30BaTeNnbCKHX CIHUCKOB. 2 8§ ‘7" 8112 55§ ’ 8§ g=
IMpakTrueckoe 3ansitie 16. Co3nanue 6a3pl naHHBIX. COPTHPOBKA M (DMIIbTpAIIHS. 2 OK’ 10 Of( 11 ’
b b
INpaktuueckoe 3ausatre 17. [loaBeneHre MPOMEKYTOUHBIX HTOTOB. CBOIHBIC TAOIHIIBI U JUATPAMMEBI. 2 IIK 1.5, TIK 2.1,
I[paktuueckoe 3anstue 18. Opranuzaius u padora ¢ nanueiMu B Excel. Pabora ¢ pyHkumsimu 6a3bl JaHHBIX 2 [K2.2
INpaxkTrueckoe 3ansaTie 19. Opranuzanus u padota c nanabiMH B Excel. PaboTta ¢ nanHbIMHU B 6a3e JaHHBIX. 2
[MpakTtrueckoe 3austue 20. Pabota ¢ muctamu kaurk. Konconumanms. 2
ITpaktryeckoe 3austue 21. Mcnoap3oBanue BCTPOSHHBIX JIOTHYSCKUX (PYHKIMHI ITPU pelleHnH 3a/1a4 110 CIIeNUaIbHOCTH. 2
INpakTryeckoe 3anstue 22. Pemenue 3a1a4 ¢ HCIIOIb30BaHHEM BCTPOCHHBIX JIOTHUECKUX (DYHKIMH. 2
[Mpaktryeckoe 3ausTue 23. PeeHne onTHMHU3aMOHHbBIX 3384 0 CHEHAILHOCTH. 2
[Tpaktiyeckoe 3austue 24. Pabora ¢ GyHKIMAME IaThl U BpeMeHH. Penienne pacueTHpIX 3a1a4 10 CIENHaIbHOCTH. 2
[pakTudeckoe 3ausTHe 25. PeneHne pacyeTHBIX 3a/1a4 MO CIIEIHAIbHOCTH. 2
CamocrosnTeabHas padoTa o0ydarommuxcs 11
Boinoanenue unousu0yaibHbix 3a0anuil Ha KOMIIEKCHOE UCNONb308anue osmodcrocmeti MS Excel ons pewenus 3adau.
Tema 3.5 Co3nanue Conep:kanne y4e0HOT0 MaTepHAIa 9
npe3enTanuii Microsoft IpakTHyecKue 3aHATHS OK 1, 0K 2, OK 3,
PowerPoint [NpakTrueckoe 3ansitie 26. Co3nanue npeseHTanuy. Mcenonb3oBanue TpureppoB. BeraBka 3BykoB, kimnoB. Vcnosnbp3oBanue 2 OK 4, OK 5, OK 6,
aHUMaIMU K O0BEKTaM. OK 7, 0K 8, OK 9,
IpakTuyeckoe 3anatue 27. Co3nanue u ohopMIleHHe Ope3eHTALI TPOpECCHOHANBHOTO YPOBHSL. 2 OK 10, OK 11,
[NpakTudeckoe 3ausTre 28. 3amuTa Mpe3eHTAINH 0 CIEIHATHHOCTH. 2 OK 12
CamocTrosTeabHasi padoTa 00y4aloIuxcs 3




Co3z0aHue npezeHmayuii N0 UHOUBUOYATLHBIM 3A0AHUIM

Pasnen 4.

HNHpopManiOHHO IOUCKOBbIE
U aBTOMATH3HUPOBaHHbIE

CHCTEMBI
Tema 4.1 Padora B ceTn Conep:xanne yueOHOro MaTepuajia 6
HNurepHer. I[IpakTHyecKue 3aHATHS OK 2,0K 3, OK 4,
[MpakTryeckoe 3ansitre 29. Hauramus B UntepHeTe, MOMCK WHPOPMAIHH. 2 OK 5,0K 7, 0K 9,
IMpaktuueckoe 3austue 30. PaboTa ¢ 311eKTpoHHO# mouToit. O6naunsie Texnomoruu. Omnaiin-pecypest «WorldSkills 2 OK 10, OK 11,
International», «WorldSkills Russia» OK 12
CaMocTrosiTe1bHasi padoTa 00y4aloIuxcs 2
Buinonnenue 3a0anuii no noucky 6 cemu Mumepnem, nodeomogka 00xkia0os u pegpepamos no memam «HMcmopus eenuxou
cemuy, «Cospemennasn cmpykmypa cemu Hnmepnemy, « OchosHvie npomokoavl cemu Hnmepnemy
Tema 4.2 CnpaBouHo- Copaep:xanue y4e0HOro MaTepuaia 9
NpaBoBasi CHCTEMAa IIpakTHYecKne 3aHATHS OK2,0K 3,0K 4,
KoncyasTant ILtroc. IMpakTrueckoe 3anstre 31 Matepdeiic nporpammel. [Torck mo pekBuznTam. [IoMCK 110 HCTOYHHKY OITyOJIMKOBAHUSL. 2 OK 5,0K7,0K9,
IIpaktraeckoe 3ausatue 32. CripaBounas uHpopmarms. IIouck o cutyanuu 2 OK 10, OK 11,
TpakTHyeckoe 3ausTHE 33.Pab0Ta C JOKYMEHTOM U CIIHCKOM JTOKYMEHTOB 2 OK 12, IIK 1.5, IIK
CamocrosTeabHas padoTa 00yqarommuxcs 3 2.1,1IK 2.2
Buinonnenue 3adanuii no noucky ¢ CIIC Koncynomanm no cneyuanibHoCmu
Tema 4.3 CnpaBo4Ho- Conep:kanne y4e0HOT0 MaTepuaia 6
npasoBas cucrema ['apanr. IpakTHyeckue 3aHATHS OK 2, OK 3, OK 4,
IMpakTryeckoe 3anstie 34 Marepdeiic mporpammel. Busl moncka 2 OK 5,0K 7, 0K 9,
IIpakTraeckoe 3auaTue 35. PaboTa co CIMCKOM TOKYMEHTOB. PaboTa ¢ JOKyMEHTOM. 2 OK 10, OK 11,
CamocTosiTeJbHAsi PaGoTa 06yYaKoIIHXCs 2 OK 12, IIK 1.5, IIK
Buinoanenue 3adanuii no noucky ¢ CIIC I'apanm no cneyuanvHocmu 2.1,1IK2.2
Bcero: 103




3. YCJIOBUS PEAJIM3ALIMU TPOTPAMMBI YYEBHOM JUCIHUTLIUHBI
3.1. MaTepuaibHO-TeXHHYECKOE 0O0ecrevYeHue

Peanuzanus paGoueidl mporpaMmbl y4eOHOW TUCHHUIUIMHBI TPEOYeT HaaMuus y4eOHOro
kaOuHeTa HH(HOPMATHKHY.

OobopynoBanue y4eOHOro KabuHera:

— TI0CaJI0YHBIE MECTa CTY/IEHTOB;

— pabodee MECTO MperoiaBaTelis;

— HanBgHbIE MocoOusi (Y4eOHUKH, DIIEKTPOHHBIE yU4EOHUKH, TEPMHHOJOTHYECKHE CIOBApU
pa3HBIX THUIOB, Pa3laTOYHBIA MaTepuall, JIEKTPOHHOE METOJUYECKOe Mmocoldue, MpaBuiia
TEeXHUKH 0€30MacCHOCTH W IPOM3BOJACTBEHHOW CaHUTAPHM, MHCTPYKIIMU IO SKCILUTyaTalluH
KOMITBIOTEPHOM TEXHHUKH).

Texnuveckue cpeacTBa 00y4eHHs :

—  MYJIbTUMEIUNHBIN IPOEKTOD;

— IPOEKLUUOHHBIN dKPaH;

— MHOTOo(YHKIIMOHAIBHOE YCTPOHCTBO (CKaHep, MPUHTEP, KCEPOKC, (akc);

— KOMITBIOTEpHAsl TeXHHKa JUII OOYYaIOIMXCS C HaJWMYUEeM JIMIIEH3MOHHOTO IPOrpPaMMHOIO
obOecreueHu,

— cepsep;

— KOJIOHKH.

3.2. UudopmanuonHoe odecneyenne o0ydyeHus

Jns peanuzanyy mporpaMMbl OHOIMOTEUHBI (OHJ MODKEH HMETh IeYaTHBbIC W/HIIH
JJIEKTPOHHbIE  OOpa3zoBaTelbHble U  UH(GOPMALMOHHBIE PECYpChl, PEKOMEHIyeMble IS
UCIOJIb30BaHUs B 00pa30BaTeIbHOM IIPOLECCE.

ITepeuennb yueOHbIX u31aHuii, UHTEepHET-pecypcoB, 10MOJIHUTEIbHOM JUTEPATYPHI
OCHOBHBIE HCTOYHUKHU:
1. MuxeeBa E.B. UndopmaTuxka: yueOnuk / E.B. Muxeesa, O.11. Tutosa. - 11-e uzn., crep. - M.:
NI Akagemus, 2016. - 352 c. - (IlpodeccuonansHoe 00pa3oBaHue).
2. lIsetkoBa M.C. Undopmatuka: yue6nuk / M.C. LlBetkoBa, N.}O. XnoOsicToBa. - M.: UL]
Axanemust, 2017. - 352 c. - (IlpodeccuonanpbHOe 00pa3oBaHue).
3. XneOnukoB A.A. Mapopmartuka: yueOHUK — u3 1. 4-¢, mepepad. U non. — Pocros H//1: @enuke,
2014 — 443 c: un. - (cpenree npodeccnoHamTbHOE 00pa3oBaHUE)

JlonomHUTENbHbIE UCTOYHUKH:
1. AspaamoB A.A., I.A. MapaanoBa u nap. IlpakTukym ajisi CTyIEHTOB HOPUIUYECKUX H
SKOHOMMYECKUX crernuaibHocteir By3oB.,, OO0 «HIIT «"APAHT-CEPBUC-YHUBEPCUTETY,
2015

HNuTepHer-pecypcesl:

1. Odburnmaneueiid  caiit  WorldSkills  [Dnexrponnsiii  pecypc] — Pexum gocryna:
http://www.worldskills.org/

2. Odpunmanpubiii Poccuiickuii caiit WorldSkills [Dnekrponnsiii pecypc] — Pexum nocryna:
http://worldskills.ru/

3. http://www.chaynikam.info/foto.html Kommbrotep st «4aiiHUKOB

4. http://urist.fatal.ru/Book/Glava8/Glava8.htm DiexTpoHHbIE Tpe3eHTAIINN

5. Www.garant.ru — opurmanbHbIi caiiT kommanuu OO0 I"apaHT

6. www.consultant.ru — odurnaneHslii caiit komnanuu Koncymnbrant [Timoc
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4. KOHTPO.JIb 1 OIIEHKA PE3YJbTATOB OCBOEHHUSA YYEBHOM

JANCHUITINHBI

KOHTpOJ’II) 1 OLICHKA pE3YyJIbTAaTOB OCBOCHUA AUCIHUILIMHBI OCYIICCTBIIACTCA IMPECIIOAaBaTCIICM

B IIpolecce MPOBEICHUsS NPAKTUYECKUX 3aHATUH,

TECTUPOBAHUS,

00yYarIIMMHKCS UHIUBUIYIbHBIX 3a1aHUH, IPOEKTOB, UCCIICTOBAHMIA.

Pe3yabratsl 00y4enus
(ocBOEHHbIE YMEHMsI, YCBOCHHbIE
3HAHUSA)

OcHOBHBIE IOKA3aTeJIN OLIEHKH pe3yJibTaTa

yMeTh:

HCIIOJIB30BaTh 0a3oBbIe
MIPOTrPaMMHBIE NTPOAYKTHI

CUCTCMHBIC

UCIIONIb3yeT OCHOBHBIE TIPHEMBI  Pa0OThI, OOeclevnBaroNnue
LENOCTHOCTh M 0€30MacHOCTh JIaHHBIX C TIOMOIIBI0 CHCTEMHBIX
MPOrpaMMHBIX IPOTYKTOB

HCIIOJIb30BaTh NPHKIAIHOE HPOrPaMMHOE
obecnieyeHue OOIIEro HAa3HAYCHUS IS
00paboOTKM  TEKCTOBOHM, rpaduyecKoit,
YHCIOBON MH(pOpPMAH

® CO3/aeT TeMaTHYECKHe OYKJIETBI, MCIOJb3ysS BO3MOKHOCTH
HACTOJIbHOM m3marenbekoi cucrtembl MS Publisher

e Co3maeT JOKYMEHTHI M Ia0IOHBI THIIOBBIX  OJAHKOB,
HCIIONB3Ysl KOMILIEKCHBIE Bo3MoxkHocTH MS Word
e T[pUMEHSeT INpPU pelIeHHH 3aJad 110  CIEHUAIbHOCTH

paznuuHble Bo3MokHocTH MS EXcel (BcTpoeHHBIE QYHKIIHH,
rpaduku, TMarpaMMel, padboTa ¢ 6a30ii JaHHBIX )

e mnpodeccHoHaTbHO O(OPMIISIET MPE3EHTAIIHUIO,
BO3MOHOCTH Tporpammel MS PowerPoint

® OCYIIECTBIISIET IOHUCK IOKYMEHTOB IIO CIICHHAIbHOCTH, IO
Pa3IMYHBIM CUTYAIMOHHBIM 3a1a4aM

e OBICTPO HAXOOWT HEOOXOAWMYIO WH(OPMAIMI0 B CETH
WurepHer, otnpapnser HHOOPMALIUIO U TPUKPEILBIET (aiiiibl
110 3JIEKTPOHHOMW NOYTE

UCTIONB3Ys

3HATh:

OCHOBHBIC TTOHATHUA aBTOMaTHSHpOBaHHOfI

HepevyrciIsieT cnocoobl 00padoTKH M BUIBI HH(POPMAITUH

nporpaMMm Uis  00pabOTKH TEKCTOBOM,
rpaguuecKor, YHCIOBOM W TaOIMYHOU
uHpopmanuu

00paboTku nHpOpPMALINH, OOLINI cOCTaB 1 Ha3pIBa€T TEXHUYECKHE CPENCTBA W  NPOTPaMMHOE
CTPYKTYpY TIE€PCOHAIBHBIX 3JIEKTPOHHO- o0ecrieueHue IepCOHATIBHBIX KOMIIBIOTEPOB
BBIYMCIUTENBHBIX MauH (Jasiee - OBM) n e KJacCH(HUIUPYET MPOTPAMMHBIE TIPOTYKTHI

BBIYUCIIUTENbHBIX CUCTEM

633031316 CUCTCMHBIC MporpaMMHBIC ® TICPCUHUCTACT 633031316 CUCTCMHBIC )41 MpUKJIagHBIC
IIPOAYKTHI )51 IMaKCThI MPUKIaJHBbIX IporpaMMHBbI€ IIPOAYKTHI

® [EpEeYHCIIieT OCHOBHbIC (YHKIMH MporpaMMm makera MS
Office

® [IEpeUHCIACT AITOPUTMEI
JOKYMEHTOM

® Ha3bIBaeT CMOCOOBI OpraHu3anuu 0a3bl JaHHBIX

® [IEPEUYMCIIICT OCHOBHBIE AJITOPUTMBI 00pabOTKHU rpaduueckon
Y YUCIIOBO UH(popMaruu

paboTEl ¢ MHOTOCTPaHWYHBIM

OK 1. IlToHMMAaTh CYIIHOCTb U COLIMANBHYIO
3HaYUMOCTh CBOei Oymymieil mpodeccun,
MIPOSIBIISITH K HEll yCTOWYMBBIN HHTEpEC.

CTyIeHT u3ydaer CIeUaTbHYI0 JIUTEPaTypy, U COBPEMCHHEIC
HAyYHBIC pa3palboTKu B o0NacTh Oymymield mpodecCHOHATBHOMN
JIESITeITBHOCTH

OK 2. Opranu3oBpIBaTh COOCTBEHHYIO
JesTEeNbHOCTD, BEIOMPATH TUIIOBBIE METOIbI
u CIIOCOOBI BBITIOJTHEHUS
npodecCHOHANBHBIX 3aa4, OLCHUBATh HX
3((eKTUBHOCTD U Ka4eCTBO.

Onpenemnsier CTpPAaTEerHi0 pEIIeHUus MPOOIEMBI,
MIOCTaBJICHHYIO 1IeNb Ha 3a1a4H.

pasbuBaer

[IpoBOaHUT KOHTPOIE peau3aIliy IUIaHa TSI TETFHOCTH

OK 3. [lpunumars peuieHus B
CTaHJAPTHBIX U HECTaHAAPTHBIX
CUTyalUsax U HeCTH 3a HUX

OTBCTCTBCHHOCTbD.

JlenaeT  BBIBOJBI
HEOIPEICIICHHOCTH

U TPUHUMACT PpCIICHUA B  YCIIOBHUAX

a TaKX€ BBIIIOJIHCHUA
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OK 4. OcymiecTBisTh MTOMCK u [Mnanupyer uH(MOPMAIMOHHBII TOUCK

UCIIOIb30BaHHE uHpopmanuy, Brazneer ciocobaMu cucTeMaTru3anuy HHGOpMaUH
HEOOX0IUMON IS 3¢ pekTUBHOTO

BBITIOJIHEHUST TPO(ECCHOHANBHBIX 3a/1ad,

npodecCHOHANTPHOTO ¥ JIMYHOCTHOTO

pa3BUTHSL.

OK 5. Hcnonp3oBate WH(POPMAIMOHHO- Hcnonp3yer wuH(MOpMaMOHHBIE TEXHOJIOTMH KakKk CPEACTBO
KOMMYHHKAIIMOHHbIE ~ TEXHOJIOTMM B | MOBBIMIEHUS 3()(EKTUBHOCTH COOCTBEHHOH AEATEIHHOCTH |
npoecCHOHATIBHON IeATeIbHOCTH. pOoQeCcCHOHAILHOTO CAMOPa3BUTHS

OK 6. PabGoTtate B KOIUIGKTHBE H B Pacmipenenser  obbem ~ paboOTBI  CcpeoW  YYIaCTHHKOB
KOMaH/ie, 3¢ deKTHBHO 00IIaTecsl | KOJUIEKTUBHOTO MIpOeKTa (mabopatopHoit paboTsl,
C KOJUIETaMH, PYKOBOJICTBOM, | HMCCIIEIOBATEINbCKON pabOTHI H T.II.).

MOTPEOUTETSIMHU.

OK 7. Bparp Ha ce0st OTBETCTBEHHOCTD 3a
paboTy WiIeHOB KOMaHAbI (TTO{YNHEHHBIX),
pe3yJIbTAT BBITIOJIHEHNUS 3aJITaHUH.

HpOBOI[I/IT OOBEKTUBHBIN aHAIU3 U YKa3bIBACT Cy6'B€KTI/IBHOG
3HA4YCHUC PE3YJIbTATOB ACATCIbHOCTH

OK 8.  CaMocCTOSITENBHO  ONpenenaTh
3a7a4n npodeccCuoHaAIBLHOTO u
JUMYHOCTHOTO  DAasBHTHA,  3aHUMATbCA
caMo00pa3oBaHUEM, OCO3HAHHO

IUIAHUPOBATH NOBBIIICHUE KBaJ'II/I(bI/IKaI_lI/II/I.

CaMOCTOSTENBHO OPraHu3yeT COOCTBEHHBIEC TIPHEMbI O0YUSHHS,
B TOM YHCJIE B PaMKaxX HCCIIEIOBATENbCKON IS TEIbHOCTH

OK 9. OpuenrtupoBarbcss B YCIOBHAX
yacTou CMEHBI TEXHOJIOTUI
B ipoeccnoHaTbHOM eI TeTLHOCTH.

BroiObupaer 3¢ ¢eKkTuBHBIC TEXHOJIOTMH M paldOHAILHBIC
CIOCOOBI BHITTOTHEHUS TPO(ECCHOHATBHBIX 33/1a4.

OK 10. CobnromaTh OCHOBBI 3/I0pPOBOTO
o0pasa ®u3Hu, TpeOOBAHUS OXPAHBI TPY/Ia.

CoOirolaeT  CaHUTAPHO-TUTHEHUYECKHE TpeOOBaHUS
pab6ote c [1IK. Brinosnnser tpeOboBaHus OXpaHbI Tpyaa

pu

OK 11. CoOmromath OeI0BOH 3THKET,
KyJIbTYpy U TICHXOJOTMYECKHE OCHOBBI
0OIIIEeHH s, HOPMBI M TIPaBUJIa TIOBEICHUS.

CoOrotaeT NIeNIoBOH ITUKET, KYJIbTYpYy W IICUXOJIOTHYECKHE
OCHOBBI OOIIIEHHSI, HOPMBI U TIPaBUIIa TIOBEICHUSI.

OK 12. IlposBmaATe HETEPHUMOCTh K
KOPPYIIIMOHHOMY NOBEICHHIO.

HertepnnM K KOppyNIIMOHHOMY HOBEICHHIO.

IIK 1.5. OcymecTtBisaTs GopMHUpOBaHHUE H
XpaHEHUE JeN ToJiydaTelied IEeHCHUH,
OCcOOMH M JPYTUX COIMANBHBIX BBIMJIAT.

Opraamsyer paboty QopMupoBaHWEe ¥ XpaHCHHE JIeI

MOJTyJaTeneil meHcuit, mocoOnit i JPYruX COIMATbHBIX BEITIIAT.

IIK 2.1. TlomnepxuBaTh 0a3bl HaHHBIX
HoJyJaTenei MTEHCHI, OCOOHiA,
KOMIIGHCAIllMd ¥ JPYIUX COIMAIbHBIX
BBIIIJIAT, a TaKXe YCIYI U JIOT B
aKTyaJIbHOM COCTOSIHUU.

IMonnep>xuBaer 0a3bl JaHHBIX MOJy4aresiedl MeHcui, mocoOuid,
KOMIIEHCAIlMl U APYrHX COLMAIBHBIX BBIIUIAT, a TAaKKe YCIyr U
JIBTOT B aKTyaJIbHOM COCTOSIHUU.

[IK 2.2. BbIBIATH UL, HY>KAAOLIUXCS B
COLMAIBHON 3alllUTe U OCYLIECTBIATH KX
yuer, uCroNe3ys  MH(OpPMaNOHHO-
KOMITbIOTEPHBIE TEXHOJIOTUU.

BGZ[GT YTBCPIKACHHYIO YUCTHO-OTUCTHYIO JOKYMCHTAIUIO.
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5. OCOBEHHOCTH OPTAHU3AIIU YYEBHOI'O TIPOLECCA IJA
OBYYAIOIIUXCSA C OTPAHUYEHHBIMHA BO3MOKHOCTAMMU 3/10POBbSI C
HAPYIIEHUAMMU 3PEHUA

5.1. lna oOydaromuxcs W3 4YHUCIA JMIl C OrPAaHUYEHHBIMH BO3MOXKHOCTSIMH 3/10pPOBbS
o0ydeHne MPOBOJUTCS C y4E€TOM OCOOCHHOCTEH NMCUXO(U3UYECKOro pa3BUTHS, UHIUBUAYAIbHBIX
BO3MOXKHOCTEH W COCTOSHHMS 3/0pOBbSl TakuUX oOydaronmxcs (naisee — HHIUBUAyaJIbHbBIC
0COOEHHOCTH).

5.2. Ilpu opranuzamuu oOydeHUS OOECIEYUBACTCS COOJIOJCHUE CIEAYIOIMUX OOIMX
TpeOOBaHMIA:

oOy4eHue ISl JIMI] C OrpaHMYCHHBIMH BO3MOXKHOCTSIMH 3JI0POBbS B OJHOH ayJAUTOPHH
COBMECTHO C BBIIIYCKHUKAaMH, HE HWMEIOIIMMH OTPAaHUYCHHBIX BO3MOXKHOCTEH 310pOBBS,
JIOITyCKaeTCsl, €CIIM 3TO HE CO3/1aeT TPYAHOCTEH 7151 00yHarOLIUXCS;

obecriedeHrEe BBIMYCKAa albTEPHATHBHBIX (POPMATOB TIEUATHBIX MaTEPHANOB (KPYIHBIN
mpu T UM ayauodaer);

IOPUCYTCTBHE B ayJUTOPHH AacCHCTEHTAa, OKa3bIBAIOUIEr0 OOYyYaloUIMMCS HEOOXOAUMYIO
TEXHUYECKYIO MOMOIIb C Y4€TOM HX WHAMBHUAYaJbHBIX OCOOCHHOCTEH (3aHATH pabouee MecTo,
IIepEeBUTaThCs, IPOYUTATh U O(POPMUTH 3a/laHUE, OOIATHCS C IPENOIABATEIEM);

[10JIb30BaHNE HEOOXOAMMBIMU OOYYaIOLIMMCS TEXHUUYECKUMHU CpEeICTBaMU Ipu OOydeHuwu,
BBINTOJTHEHUH 33JaHUN C y4E€TOM X HHIUBUAYAJIBHBIX OCOOCHHOCTEH;

obecrieueHne BO3MOXKHOCTH OECIpPENsATCTBEHHOIO JOCTyMa OOYyYaroUMXCsS B ayIUTOPHH,
TyaJleTHbIE M JAPYTUe MOMEIIEHHs, a TaKKe WX MPeOBbIBaHUS B YKa3aHHBIX MOMEIIECHUAX (HaIudue
MAaHyCOB, MOpPYYHEH, paCHIMPEHHBIX [BEPHBIX MPOEMOB, JU(DTOB, MPU OTCYTCTBHH JITU(PTOB
ayJUTOpHsl JTOJDKHA pacroJiaraTbCs Ha MEPBOM A3Ta)Ke, HAJIMYHUE CIEUUATIbHBIX Kpecel U IpYrux
MPUCIIOCOOJICHUI);  OOeCmedYeHre  JIOCTyma  OOy4aromierocsi, SIBJISIOMIErOCs — CIENbIM U
UCHOJIb3YIOIIET0 cO0aKy-ITPOBOJHUKA, K 3JaHUIO OpraHU3aluu.

5.3. IIpu 0Oy4eHUH MO TUCITUTLIIMHE BO3MOXKHO:

NPUCYTCTBHE B ayAUTOPUU ACCHUCTEHTA, OKA3bIBAIOIIEr0 OOy4aroUIMMCs HEOO0XOIUMYIO
TEXHHUYECKYI0 TIOMOIIh C YYETOM WX WHIUBHUAYaJbHBIX OCOOEHHOCTEH (3aHATH pabodee MecTo,
MepPEeBUTATHCS, POYUTATH U ODOPMHUTH 3aJaHUE, OOIIATHCS C MPEMOaBaATEIIEM);

MOJIb30BAaHUE HEOOXOIUMBIMU O0YYaIOMUMCS TEXHUYSCKUMHU CpPEACTBAMHU MPH OO0Yy4YEHUH,
BBITIOJIHEHUHY 33/IaHUH C YYE€TOM UX UHAUBUIYaTbHBIX OCOOCHHOCTEH;

OOBSICHEHHE HOBOTO MaTepuaia ¥ IPOBEACHUE IMPAKTUICCKUX 3aHITHH C Y4ETOM
WHJIMBUAYaTbHBIX OCOOCHHOCTEH 00yJaromuXcs;

nyOIMpoBaHHE HEOOXOAUMON 3BYKOBOW M 3pUTEIBHOM HMH(POpPMAIUKM, O0Yy4aroliero
MaTepuala, a TakKe HaJIUCel, 3HAKOB U MHOW TEKCTOBOW W rpaduyeckoi nHMOpMAIIMU 3HAKAMH,
BBITIOJTHEHHBIMH PelibePHO-TOYeUHbIM TprudTOoM bpaiiyis uim B BHE 3JECKTPOHHOI'O JOKYMEHTA,
JIOCTYITHOTO C IIOMOIIBI0 KOMITBIOTEPA CO CHEIUATN3UPOBAHHBIM IPOrPAMMHBIM 00ECIICUCHUEM JIJIs
CIIETIBIX;

npenocTaBieHue 00yJaronMcs paBa BeIOOpa 3a/IaHus ISl CAMOCTOSITETbHON pabOTHI.

5.4. IIpu mpoBEeNCHUM TEKYIIEro KOHTPOJIS U ITPOMEKYTOUYHOM aTTeCTallud 00eCIIeunBacTCs
COOJIIO/ICHUE CIEAYIOMUX TPeOOBAHUI:

a) 7S CIETBIX:

3alaHusl U1 BBIMOJMHEHUSA, a TaKKE€ HWHCTPYKIUU O BBIMOJHEHUH padOT oQopMIISIOTCS
penbedHO-TOUeUHBIM mpuGTOM bpaitng wim B BUAE JJIEKTPOHHOTO JOKYMEHTA, JOCTYITHOTO C
MTOMOIIBI0 KOMIIBIOTEPA CO CIEMATN3NPOBAHHBIM MTPOrPAMMHBIM 00€CIeUEeHUEM ISl CIIETIBIX, UITH
3a4UTBHIBAIOTCS ACCUCTEHTOM;

KOHTPOIIbHBIE THCHMEHHBIE 3a/JIaHHUs BBHIMONHSIOTCS Ha Oymare penbedHO-TOUEeIHBIM
mpudToM bpaiiis ninm Ha KOMIBIOTEPE CO CIICIHATM3UPOBAHHBIM ITPOT PAMMHBIM 00€CTICUESHUEM ISt
CJIETBIX, UM HAJIUKTOBBIBAIOTCSA ACCUCTEHTY;
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00y4aronMMcst AJis BHITIOJIHEHUS 3aJaHus TPU HEOOXOAUMOCTH MPEJOCTABISAETCS KOMIIEKT
NUCbMEHHBIX MPHUHAJISKHOCTeW M Oymara ayis mucbMa peibedHO-ToueuHbIM mpudToM bpaiins,
KOMITBIOTEP CO CHEIHATN3UPOBAHHBIM MPOrPAMMHBIM 00ECIIEUCHUEM JIJISl CIICTIBIX;

0) U1t CITAa0OBUISIIINX

o0ecreynBaeTcs HHIMBUAYaIbHOE paBHOMEpHOE ocBenieHre He menee 300 Jrokc;

o0y4aromMcsi s BBIIONHEHHWS 3aJaHus TpU HEOOXOIMMOCTH TPEIOCTaBISETCS
YBEIIMYUBAIOILIEE YCTPOMCTBO;

3a/laHus IS BBIMIOJMHEHUS, a TaK)Ke WHCTPYKIUU O BBITIOJHEHHH 33JaHUi O(QOPMIIIIOTCS
YBEJIMYEHHBIM HIpU(TOM.

5.5. Ocobbie ycnoBust HHGOPMUPOBAHUS 00YUAIOIIUXCS C OTPAaHUYEHHBIMU BO3MOXKHOCTSIMU
3JI0pOBBS IO 3PEHUIO:

HaJIM4Ke ajJbTepPHATHBHON BEepCHMU OPUIMAIBHOrO caiita opraHusanuu B cetu "MHTepHer"
JUIA C1a00BUIAIINX;

pa3MenIeHne B IOCTYITHBIX IS 00 yUaIOIIUXCS, SIBISTFOIIUXCSI CIETTBIME MITH CITAa00BUIS MU,
MecTax U B aJlallTAPOBAaHHOMN (popme (C ydeToM UX 0coObIX MOTPeOHOCTEN) ClTpaBOYHOM HH (popManuu
0 paclucaHuu y4yeOHBIX 3aHATUH (MHGpOpMAIUs AODKHA OBITH BBHINOJHEHA KPYIHBIM peilbedHO -
KOHTPACTHBIM HIpudTOoM (Ha Oe1oM MK xentoM (poHe) u mpoayoarpoBana mpudTom bpaiins).
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