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1 MACHOOPT PABOYEN MTPOIr'PAMMBbI YYEBHOM JUCIUILIUHBI

«O®OPMJIEHUE TEXHUYECKOUW IOKYMEHTALIAN»

1.1 O6aacTp NpUMeHEeHHUs TPOrPAMMBI
PaGouas mnporpamma y4eOHOM JUCLMIUIMHBI SBISETCA 4YaCThIO IPOrpaMMbl IOATOTOBKH

cnenuanucToB cpeanero 3seHa B coorBeTcTBuU ¢ GI'OC CIIO no cnenuanbHoctu 20.02.02 «3amura B
Ype3BbIUAlHBIX CHUTyallUsAX», pa3paboTaHHas Ha OCHOBE TpeOoBaHMM paboronaTeneil K YpOBHIO
MOJITOTOBKM BBIMTYCKHUKOB 32 CYET YacOB OTBEJCHHBIX HA BApUATHBHYIO YacThb HEOOXOIMMBIX ISt
obecredyeHnss KOHKYpPEHTOCIIOCOOHOCTH BBIITYCKHUKA B COOTBETCTBUHU € 3alPOCAMM PErHOHAIBHOIO PhIHKA
TpyZAa B 4acTH (opMUPOBaHUS KOMIIETSHIUH:

OK 1. TloHnmaTth CyIIHOCTb U COIMATIBHYIO 3HAYMMOCTh CBOCH OyayIiel mpodeccuu, mposBIsITh K
HEW yCTOWYMBBINA UHTEPEC.

OK 2. Opranu3oBblBaTb COOCTBEHHYIO AEATEIbHOCTb, BBIOMPATH THIIOBBIE METOJbl U CIIOCOOBI
BBITIIOJTHEHUS MPOPECCUOHANBHBIX 3a/1a4, OLIEHUBATh UX 3PPEKTUBHOCTh U KAUECTBO.

OK 3. IlpuHMMaTh peleHuss B CTAaHJAPTHBIX M HECTAHJAPTHBIX CHUTYyalUsX M HECTH 3a HHUX
OTBETCTBEHHOCTb.

OK 4. OcyuiecTBasATh MOUCK M HUCIOJIB30BaHUE MH(OpMAIK, HEOOX0IUMON Ul 3P (HEKTUBHOIO
BBITTOJIHEHUS TPO(HECCHOHANBHBIX 3a/1a4, TPOPECCHOHATBHOTO M TMYHOCTHOTO PA3BUTHSI.

OK 5. Hcnonb3oBath MHPOPMALMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOIMU B NMPO(eCcCHOHAIbHON
NESITEIbHOCTH.

OK 6. PaboraTth B KOJUIEKTHBE U KOMaHJE, 3((HEeKTUBHO 00LIaThCs € KOJIEraMH, PYKOBOJCTBOM,
MIOCTPAAABILIMMHU U HAXOIALIMMUCS B 30HAX YPE3BbIYAMHBIX CUTYALIUH.

OK 7. bpatb Ha cebs OTBETCTBEHHOCTb 3a padOTy WIEHOB KOMAaH[bl (IIOJYMHEHHBIX), Pe3yIbTaT
BBIITOJIHEHUS 3aJaHUM.

OK 8. CaMOCTOSTENbHO OIpeNeNaTh 33Jadd MpO(EeCCHOHAIBHOIO U JIMYHOCTHOIO DPAa3BHUTHA,
3aHUMaTbCs CaMOO0pa30BaHUEM, OCO3HAHHO IJIAHUPOBATH MOBBIILICHUE KBATH(PUKALINY.

OK 9. OpueHtupoBaTbcs B YCIOBHSX YacTOW CMEHbl TEXHOJOTHH B NpoQecCHOHANbHON
JESATENBHOCTH.

[1IK 1.1. Cobupats 1 00padaTbiBaTh ONEPATUBHYIO HH(OPMALIMIO O YPE3BbIUANHBIX CUTYAIUIX.

1K 1.2. Cobupath HHPOPMALIUIO U OLIEHUBATh OOCTAHOBKY Ha MECTE YPE3BbIYafHON CUTYallUH.

I1K 1.3. OcyuiecTBiaTh OnepaTUBHOE MJIAHUPOBAHUE MEPONPUATUIN MO JUKBUIALMH TOCIEICTBUI
YPE3BBIYANHBIX CUTYALIMA.

[1IK 1.4. Opranu3oBbIBaTh U BBIMOJIHATH JACUCTBUS MO JTUKBUAAIMHU MOCIEACTBUN UpE3BBIYANHBIX
CUTYyaLUi.

I1K 1.5. ObecneunBaTh 0€30MaCHOCTD JIMYHOTO COCTaBa P BHIMOJIHEHUH aBApUITHO-CIIacaTEeIbHbIX
pa0or.

[1K 2.1. IIpoBOANTH MOHUTOPHUHT MOTEHIIMAIBHO OMACHBIX MPOMBIIUIEHHBIX 00BEKTOB.

1K 2.2. ITpoBOAUTH MOHUTOPUHT IPUPOJHBIX OOBEKTOB.

I1IK 2.3. IIporao3upoBarh ype3BblYailHble CUTYalluN U UX MOCIEACTBUS.

IIK 2.4. OcymecTBisaTh MNEPCHEKTUBHOE IUIAHWPOBAHME pPEArupoOBaHHsS Ha Upe3BblUaiiHbIC
CUTYaIUH.

[IK 2.5. PazpabarbiBaTh W TNPOBOAUTH MEPONPUATUS MO MNPO(UIAKTUKE BO3HHUKHOBEHUS
YpE3BBIYANHBIX CUTYALIHI.

1K 2.6. Opranu3oBbIBaTh HECEHUE CIYXObI B aBapHiHO-cIIacaTeIbHBIX (POPMUPOBAHHUSX.

I[IK 3.1. Oprasau3oBbBaTh JKCIUTyaTalldi0 M PErJIaMEHTHOE OOCTY)KHBAaHHE aBapUIHO-
criacaTesIbHOro 000pyI0BaHUS U TEXHUKH.

IIK 3.2. Oprann3oBsIBaTh PEMOHT TEXHUYECKUX CPECTB.

IIK 3.3. Opranu3oBbIBaTh KOHCEPBALIMIO U XPAHEHUE TEXHUYECKHX aBapUHHO-CIACATEIbHBIX U
aBTOTPAHCIIOPTHBIX CPENICTB.

1K 3.4. Opranu3oBbIBaTh y4e€T SKCIUTyaTallUM TEXHUUECKUX CPEACTB.

I[IK 4.1. IlnanupoBarh >KHW3HeoOeCIeUEHHWE CracaTeNbHBIX TOJPa3JeICHU B  YCIOBHSIX
YPE3BBIYANHBIX CUTYALIUM.



IIK 4.2. Opranu3oBbIBaTh NEPBOOYEPEIHOE >KMU3HEOOCCIICUCHHE TOCTPAAABIICTO HACEICHUS B
30HAaX YpPE3BbIYANHBIX CUTYaLUN.

I[IK 4.3. OOecrieunBaTh BBDKMBAHWE JIMYHOTO COCTaBa HM TIOCTPAJAaBIIMX B Pa3IMYHBIX
YpE3BbIYANHBIX CUTYALIHSIX.

Pabouass mporpamma y4eOHOW ITUCIUIUIMHBI MOXET OBITh HCIOJIb30BaHA B JOMOJHHUTEIHHOM
npodeccnoHanTbHOM 00pa30BaHuU (B MpOrpaMmax MOBBIIICHHS KBATH(PHUKAIIMU U [TEPEIOITOTOBKH).

1.2 Mecto y4eOHOIHi JMCUMIUVIMHBI B CTPYKTYpe OCHOBHOH mpodeccHOHAIbLHOIM
o0pa3oBaTe/IbHON NpoOrpaMmbl. o01IenpodecCHOHATBHBIX JUCIUILTHHBI (BapUaTUBHAS YacTh).

1.3 Ilean u 3axa4u yyeOHOM TMCUMILUIMHBI — TPeOOBAHUA K pe3y/ibTaTaM 0CBOeHHs YUeOHOM
AUCHUIIMHBI:

B PE3YIbTATC OCBOCHUA NUCHUIIJIMHBI CTYACHT JOJI?KCH

3HATH:

—  o0mue NoJ0XKeHUs eIMHON chUcTeMbl KOHCTpYKTOpcKoi nokymenTtanuu (ECK/);

—  TpaBWiIa 3alOJHEHUs TEXHUUYECKOW JOKyMEHTAanuu (TpeOOBaHUS K TEKCTY, COJACpIKaIIeMy B
OCHOBHOM CILJIOIIHOM TEKCT U TpeOOBaHUS K TECTOBBIM JIOKYMEHTaM, COJIEpKalllUM TEKCT, pPa3OuThIA Ha
rpadpl, MOSCHUTEIbHBIE 3AIIUCKU K KYPCOBOMY U TUIUIOMHOMY IPOEKTaM);

—  QITOPUTM COCTAaBJICHUS TPOBOJUMBIX paboT (KypCOBBIE, BBIMYCKHBIC KBaJTU(UKAIMOHHBIE,
TEXHOJIOTUYECKast JOKYMEHTAIHSI, AUarpaMMBbl, TAOIUIbI, Tpadukm)

—  OCHOBHBIE TPeOOBaHUS K MPOEKTHOM 1 paboyel JOKyMEHTal1H;

yMeThb:

—  BemodHATh 0 ['OCT 2.105-95 TekcToBble JOKYMEHTHI COIEPKAIME CIUIONIHOW OCHOBHOM
TEKCT WJIM TEKCT pa3OUThIil Ha rpadsbl;

—  o(opMIATH TUTYIBHBIM JUCT K Ppa3IMYHBIM BUAAM IPOBOAUMBIX paboT (J1abopaTopHbIE
paboTBhI, MOSICHUTENIBHBIC 3AIUCKH K KYPCOBBIM U JIUTLIOMHBIM IIPOSKTaM);

—  odopmisaTh TexHosornueckyro nokymenrtanuto o 'OCT, ECK/I;

—  HCIIOJIB30BAaTh HOPMATHBHYIO U CIIPABOUYHYIO JIUTEPATYPy AJsl COCTABJICHUS TEXHOJIOTHUYECKOU
JOKYMEHTAIMH TP BEIOOpE MCXOHBIX MaTepuaioB, 000pyI0BaHUs, U3MEPUTEIBHBIX CPEJICTB;

—  HaxoJuTh M HCIIOJIb30BaTh B TEKCTOBOM JOKYMEHTE MHpo(eCCHOHaIbHO-OPUEHTUPOBAHHYIO
MH(}OpPMaLIHIO 0 HOBOM MPOMBIIIEHHOM 000pY/I0BaHNH;

—  COCTaBJIATh TEKCTOBOE OMHUCAHME MPOBOJUMBIX PabOT, TUarpaMM, Tabiul, rpadukos.

1.4 Koau4yecTBO 4acoB HA OCBOEHHE MPOrPaMMbl YUeOHOH AMCIUIIIMHBI:
MaKCUMaJIbHON y4eOHOW Harpy3ku oOyuaromierocs 69 4acos, B TOM YHUCIIE:
00s13aTeNbHON ayUTOPHON y4eOHOM Harpy3Kku oOydaromierocs: 46 4acos;
CaMOCTOSITeNTbHON paboThl o0yyarorerocs 23 yaca.



2 CTPYKTYPA U COJAEP)KAHUE YYEBHOM TUCIUIIJINHBI

2.1 O06bem yueOHOI TUCHUILIUHBI H BBl y4eOHOH padoThI

. KounyecTBo
Bupa yueOHoii padoThl
4acoB

MakcumajbHas yyeOHasi HATpy3Ka (Bcero) 66
OO6si3aTeIbHAS AyIUTOPHAS YueOHast HArpy3Ka (Bcero) 44
B TOM YHCIIE!

nabopaTopHbIe paOdOTHI -

MIPAKTUYECKHE 3aHATUS 40

KOHTPOJIbHBIE pabOTHI -
CamocrosiTejibHas padoTa 22

ITpomexyTtouHas arrectanus B opme oughgpepenyuposannslil 3auem




2.2 TemaTuyeckuii IUVIAH M COiePKAHUE YUeOHOH JUCHUIINHBI «OdopMileHHEe TEXHUYECKOI IOKYMEHTALIMH

HaumeHoBaHue pa3jie/ioB Conep:kanue y4eOHOT0 MaTepHuasia, JJadopaTopHble U NPaAKTHYECKHe padoThl, Kosnuect YpoBeHb
U TeM CaMOCTOfITeIbHAsi padoTa 00y4aIMXcs BO YaCOB 0CBOEHM
1 2 3 4
Pa3nen 1. O61mme TpeGoBaHus K 0(pOPMIIEHHIO TEXHUYECKOH JOKYMEHTAIIUN 10
Tewma 1.1. Bunet Coaep:xanue yueOHOro MaTepuaJia 4
CTaHJApTOB, BUIbI 1 | Bugs! crangaptoB. O6mue Tpe6oBaHus K 0(OPMIICHUIO TOKYMEHTOB. 1 9
KOHCTPYKTOPCKOM 2 | Bunbl koHCTpyKTOpCcKOH okymeHTanuu corinacHo ECKJL 1
nokymenTauuu no ECKJl. | Camocrostennnas pagora
1 | Cranpaptet ECK/. TOCTsI i1t opopmiteHUS] TEXHUYECKOH, KOHCTPYKTOPCKOM | . 4 3
JIOKYMEHTAIUH.
Tema 1.2. TpeboBanus k Coaeprxanue yueOHOro MaTepuaJa 6
TEXHUYECKOMY 70KyMeHTY | 1 | OcoGeHHOCTH U Pa3sHOBMIHOCTH TEXHHUYECKOMH JoKyMeHTaruu. TpeGoBanus K HX 0)OPMICHHIO. 2 2
CamocrosiTesibHasi padoTa
1 | [IpaBuna 3amosHeHUS U 0QOPMIICHUS] TEXHHUYECKON TOKyMeHTanuu. TpeOoBaHus K IPOSKTHOH U 4 3
paboueil TOKyMeHTaluu
Pa3nen 2. IIporpammsel nakra Microsoft Office, kak HHCTpYMeHT oopMJIeHHsI TEXHHYECKOI TOKYMEHTAIIMT 56
Tema 2.1. Odopmnenue Coaepxanue y4eOHOIro MaTepuaJa 24
TeXHU4eCKON nHopmanyu | TMpakTHYecKHe 3aHITHS 18
C IIOMOILBIO NPOTrpaMMBbl 1 ITocTpoeHne JOKyMeHTa (ITapaMeTpbl CTPAHUIIbl, paMKa, IITaMIIbI). 1
MS Word 2 | Odopmienne TUTYIBHOTO JIUCTA. 1
3 Habop TekcToBOro J0KyMeHTa ¢ 3arojJoBKaMu IpHu Habope TEXHUUECKON HH(POpMaIUu. 2
4 OdopmiieHre MapKHUPOBAHHOTO U HYMEPOBAHHOT'O CITUCKOB B J1OKyMeHTe. CMBOJIBI. 2
5 [TpaBuna opopmuenus tabnuil B jokymenrte. Co3manue Tadaui U ux popmaTupoBaHue. 2 2
6 CxeMbl, pUCYHKH, WIUTIOCTPAIIMH, HA/ITUCH B IOKYMEHTE. 2
7 ®opmynsl. OdopmieHre pacu€THEIX GOPMYIT B TEKCTE. 2
8 CchIIKH, CHOCKH, KOJIOHTUTYJIbI, TPUMEYaHHUs B TOKYMEHTE. 2
9 Odopmienue criucka aurepaTtypsl. [IpunokeHust B JOKyMEHTE. 2
10 | Odopmnenue copepkaHuss TEXHUUECKOTO JJOKYMEHTA (TTOSICHUTEIbHOM 3aITUCKH). 2
CamocrosiTesbHasi padoTa
1 | Odopmurs npodeccroHaIbHO-OPUEHTUPOBAHHYIO HH(OPMALIHIO O HOBOM IPOMBIIIIIEHHOM
o0opynoBanuu B cootBeTcTBUHU ¢ TpeboBanusMu 'OCT, ECK/I, cranyapra npeanpusTus. 6 3
2 | CocTaBHTh TEXHOJOTHUYECKYIO JOKYMEHTAIIHIO TPH BEIOOPE MCXOTHBIX MaTepHAIIOB,
000pyI0BaHUsl, U3MEPUTEIBHBIX CPEJICTB.
Tewma 2.1. ObopmiieHue Conep:xxaHue yueOHOro MaTepuaJia 18




pacuéToB B TEXHUYECKOU IpakTnyeckune 3aHATHSA 14
JokyMmenTanuu ¢ momompo | 1 | Co3gaHue U peJakTHPOBAaHUE PACYETHON TaOIHUIBL. 2
nporpammel MS Excel 2 | [lpumenenueM (GpopMyI ¥ MPOCTEHIINX BCTPOCHHBIX (DYHKIIUN B TaOIHIIAX 4
3 | CoptupoBka u puibTpanys JaHHbIX B Tabuunax. Iloctpoenne nuarpamm. I'paduxu 4 2
5 | KommurekcHoe ucmonb30Banue Bo3mokHocteit MS Excel mpu pemenun mpodeccrnoHaabHbIX 4
3aad.
CamocTosiTe1bHas1 padoTa 3
1 ‘ OdopmieHue pacu€THbIX 3a/1a4.
Tema 2.3 OdopmieHue Coaep:xaHue y4eOHOro MaTepuaJia 14
rpaduueckoil yactu IIpakTHyeckue 3aHATHSA 10
TEXHUYECKON 1 | OdopmiieHne NIaHOB 3BAKYaIMH HACEICHMUS 2 2
JAOKYMEHTaUU 2 | Odopmienue yeprexa (IUIAHUPOBKHU) YOKHUIIIA 2
5 | Odpopmienne 3auetHo padotsl (I13 kypcoBoii paboThI) 6 3
CamocrosiTesbHasi padoTa 3
1 | Ipasuna opopmienus u ureHns rpadhuyeckoil JOKyMEHTAIUH
BoinoJsiHeHHe 3a4€THOMH padoThI 4 3
Bcero 66

J1st XapaKTepUCTUKH YPOBHS OCBOCHHS yU4eOHOTO MaTepralia UCIOJIb3YIOTCS CIeIyIONue 0003HAYeHUS:

1. — o3naxkomumenvublil (V3HaaHUe paHee U3YUEeHHbIX 00bEKMOo8, CEOUCMS),

2. — penpoOyKmuGHblil (bINOJHEHUE OesIMENbHOCMU N0 00PA3YY, UHCMPYKYUU UU NOO PYKOBOOCBOM,);

3. — nPoOyKmMueHbLIL (NIAHUPOBAHUE U CAMOCTOSMENbHOE GLINOJIHEHUE 0EsTMEeNTbHOCIU, PEUeHUe NPOOIEMHBIX 3A0aY).




3 YCJOBUS PEAJIM3ALIMUA YUEBHOM JUCHUTIJIUHBI

3.1 TpeGoBaHusi K MUHMMAJIBLHOMY MATEPUAJIbHO-TEXHUYECKOMY 00ecie4eHn 0

Peanmuzanuss mnporpamMmbl  yueOHOM AMCHMIUIMHBL TpeOyeT Hanmu4us YydyeOHOro kaOuHeTa
«MH(pOopMaLIMOHHBIE TEXHOJIOTUH B TPO(HECCUOHAILHON AEATEIbHOCTI.

O0opynoBaHue y4eOHOr0 KaOuMHeTa U padovYuX MeCcT KaduHeTa:
[Tocamounble MecTa MO KOJIMYECTBY 00YJarOIMINXCS;
Pabouee mecto npemnomaBarens;
MapkepHas J0cKa,
YyeOHO-MeTOIHMYECKOE 00ECIIEYUEHHE.

Eall A

Texnnyeckue cpecTBa 00yueHus:

1. KommbroTepsl 0 KOJIUYECTBY 00yUYaIOLINXCS;

2. Ilepudepwuiinbie ycTpoiicTBa: MPUHTEPHI, CKAaHEPhl, BHEITHHE HAKOMUTEIN HAa MAarHUTHBIX U
ONTUYECKUX JIUCKAX, aKyCTUYECKHE CHUCTEMbI, MUKPO(OHBI, MCTOYHHUKH BHAeOCHTHana (1udpoas
BHJIcOKaMepa, udposas hoTokamepa, B30-KaMepa, TeICBU30p C COBPEMEHHBIM BHICOMHTEPEHCOM)
MynsTUMEANAIPOCKTOP;

NHTepakThBHA 10CKa;

JlokanpHasi KOMIBIOTEPHASI CETh U rio0anbHas ceTh HTepHeT;
JIM1IeH3MOHHOE CUCTEMHOE U MPHUKIIATHOE IPOTrPaMMHOE 00ecTIeYeHNE;
JIn1eH3MOHHOE aHTUBUPYCHOE MPOTPAMMHOE 00ECIICUEHHE;
JIMneH3MOHHOE CHEeMAIN3UPOBAHHOE TPOTPAMMHOE 00eCTICUeHHE.

NG AW

3.2. UudopmanuonHoe odecriedenne 00yuyeHus

[lepeueHb pexkoMeHIyeMBIX Y4eOHbIX M3AaHui, VIHTepHEeT-pecypcoB, JONOIHUTENbHOM
JUTEPaTyphl

OcHOBHBIC HCTOYHHKH:

1. 3akon P® «O crammaprusamuu» oT 10 mronst 1993 roma Ne 5154-1 (¢ u3MEHEHUSMH U
JOTIOJTHEHUSMH ).

2. 3akon P® «O rocymapcrBenHoii TaitHe» ot 20 mroist 1993 roma Ne5485. (¢ M3MEHEHUAME |
JOTIOJTHEHUSMH ).

3. Tlonoxkenne o demepanbHOit apxuBHOU ciyxbe Poccun, YTBepkaeno ITocraHoBIeHHEM
ITpaButenbctBa PD ot 28 nexabps 1998 r. Ne1562.

4. ®enepanbubiii 3akoH «O0 wHpOpMaIMK, WHOOPMAIMOHHBIX TEXHOJOTHSX W O 3allUTe
uHpopmanuny, 2007

5. TlepeueHb THMOBBIX YIPABICHYECCKHX JOKYMCHTOB, OOpa3ylOIIUXCS B pe3yibTare
NesITeIbHOCTH OpraHu3alui, ¢ ykazaHueM cpokoB xpaHeHus. -M.: BHUMNJIA L 2004.

6. TOCT 2.105-95 Exunas cucrema KOHCTPYKTOPCKO#M HokymeHTanuu. OO6ire TpeGoBaHuUs K
TEKCTOBBIM JOKYMEHTaM

7. TOCT 16487-83 Jlenonpou3BOACTBO U apXHBHOE [e70. TepMUHBI U OmpeaencHuss — M.:
N3n-Bo ctanmaptos, 1984.

8. TOCT P 6. 30-2003. YHU(PUIMPOBAHHBIC CHCTEMbI JOKYMEHTAIMH. YHHUDHUIMPOBAHHAS
CHUCTEMa OpraHMU3allMOHHO-PACHOPSAIUTENLHON  JOKyMeHTanuu. TpeboBaHus K  0QOPMIICHHUIO
nokymMeHTOB. — M.: 3narenbcTBO cTangaptos, 2003

9. TOCT P UCO 15489-1-2007 «Ynupasienue fokymeaTamu. OOmime TpeGoBaHMsL. »

10. TocynapcTBeHHast cuCTeMa JIOKYMEHTAIMOHHOTO obecrieueHust ympasierus. OOrume
TpeOOBaHUS K JOKYMEHTaM M CIy)X0aM JOKYMEHTAallMOHHOTO oOecreueHusl ympaBieHus. — M.:
I'maBapxus CCP, 1991

11. MexotpaciieBbie YKpYIHEHHbIC HOPMATHBBI BPEMEHH Ha paboTy MO JOKYMEHTAI[HOHHOMY
obecrieuennto ynpasieHus (yreepxkaensl [locranopiennem Muntpyna PO ot 25.11.1994, Ne 72). — M.:
YBHT Muntpyna PO, 1995.

12. Tlocranosnenne IlpaBurensctBa PCOCP or 05.12.1991, Ne 35 «O mepeuHe CBEIEHHIA,
KOTOPBIE HE MOT'YT COCTABIISITh KOMMEPYECKYIO TalHY».



13. TTocranosnenne Cosera MunuctpoB — IIpaButenscrsa P® or 03.03.1993, Ne 191 «O
MOpPSAKE BEJOMCTBEHHOTO XPaHEHUS IOKYMEHTOB M OpraHM3alys UX B AEJIONPOU3BOICTBEY.

14. TumoBast HHCTPYKIMS [0 BEJCHUIO JETONPOM3BOICTBA B MUHUCTEPCTBAX W BEIOMCTBax PD
— M.: Pockomapxus, 1994.

15. TumoBoe mosOXKeHHE O BEJACHWH JCIONPOU3BOJACTBA MO MPEIIOKEHHUIM, 3asABICHUSAM U
XanmobaM Tpa)kJ1aH B rOCyJapCTBEHHBIX OpraHax, Ha MPEINPUATHIX, B YUPEXKICHHUIX U OPTaHU3AIMIX
I'OCT 6.30-2003. YHuduimpoBaHHbIe CHCTEMBI JOKYMECHTAIIMH.

16. JTokyMeHTalMOHHOE OOECIEUCHUE YIPABICHHS: YUEOHHUK IS CTY[A. YYPEKIECHHH CPE.
npod. oopazoBanus/JI.A. Pymbiauna. — 3 usn., ucnp. — M.: U3natensckuii nentp «Axagemus», 2005. —
224 c.

17. 3ambinkoBa O.W. JlenonpousBoactBo [J[OKyMeHTaMOHHOE OOECIEUCHHE YIpPaBICHUS:
yueonuk /O.M.3ambiikoBa, M.M. bacakso.- 1U3n.8-e.-PoctoB H//l: ®ennkc, 2009.- 375 c. — (Cpennee
npogeccuoHaIbHOE 00pa30BaHME).

18. Anppeesa B.1. [lenonpoussoactso — M.: 3AO «busnec-tkona «Muren-cunres», 2007

19. Bacako M.M. [IenonpousBOACTBO W KOPPECIOHIEHIMsS B BOINpPOCAaX M OTBETaX: Yu.
nmocobue IS CTYACHTOB B Bompocax u orBerax: P.-/I.: «Denukcy, 2005

20. Bacosckas E.H. «Jlenonpou3ssoactBoy. Yuebuuk, 2005

21. Bopreno .51, «OCHOBBI TEXHOJIOTHH JIEJIONPOU3BOACTBAY). YueOHuk. 2005

22. Pymbinnaa JLA. «/lokymMeHTanmoHHOE obecrieueHne yrnpasieHus». Yueouuk. 2008

23. Kucenes C.B. Oneparop DBM. U3zn.3-e, U3narensckuii nentp Axamemust, 2007. JlomyiieHo
MunuctepctBoM o0OpaszoBanus Poccuiickoit ®exepanuu B KadecTBe YydeOHOro mocoOus uis
00pa3oBaTEeNbHBIX YUPEKIACHUN HAYaIbHOTO TIpodeccnonanbHoro oopazosanws, 2006.

24. MukpiokoB B. 10. Hudopmanus, wuHOOPMATHKA, KOMIIBIOTEPHbIE HH()OPMAIMOHHBIE
cuctemsl, cetu. PoctoB Ha Jlony: ®enukce, 2007.

25. Pymsunesa E.A, Cimrocaps B. B. Uadopmarmontsie TexHomornd. YueGHoe mocodue. M.:
N «®opym» MTHOPA-M, 2006.

26. Uudopmarnka u uHDOpMAIMOHHBIE TexHOMOrnd (2 wu3manue). MockBa: BUHOM
JlaGopatopus 3nanuii, 2006.

27. Nudopmarnka (crpaBounuk ImkogbHuKa). MockBa: ACT Actpernpb (yueOHO-CIIpaBOYHOE
noco6ue), 2006.

JlonoJHUTeIbHbIE HCTOYHHKH:

1. Jlykxamun B.M. Uadpopmannonnas 6e3onacuocts. YIIIT M.: MOCH 2008.

2. VYrpunosuu H. Mndopmarnka n nHPOPMAIMOHHBIE TEXHOJIOTHH. Y4yeOHoe mocooue st 10-
11 xnaccos, - M.: JlabopaTopus 6a3oBbIx 3HaHuii, 2008.

3. AmngpeeBa B.M. Pabora ¢ nokymentamu B nenonponsBoactse. — M.: 3A0 «busnec-mkona
«HWaTen-cuaTe3y, 2007

4. JlenonpousBOACTBO: 00pa3iibl, JOKyMeHThl. Opranuzanus 1 TexHonorus padotel. — M.: TK
Ben6u, U3n-Bo [IpocmekT, 2003.

5. Ilasmok JI.B., Bopo6seB H.U. CnipaBouHUK MO J€IONPOU3BOJCTBY U OCHOBaM pabOThI Ha
kommnbtotepe. U3n. 2-e. — M.: CII6, 2001.

6. ®emp3ep A.b., Muccepman M.A. [lenonpon3BoOJCTBO: crpaBodHoe Mmocobue. — Kues:
«Bricmras mxoiay, 2003.

7. Xypuan «CrpaBOoYHHK ceKpeTaps U opuc-MeHeKepar»

8. Xypnan «Cekperapckoe AeI0»

9. Xypnan «/lerompon3BoACTBO U JOKYMEHTOOOOPOT Ha MPEATIPUITHI

10. Ky3neunoB C.JI. [lemonmpous3BojacTBO Ha komimbioTepe. (KoMmbploTepHblEe TEXHOIOTHH B
nenonpousBojcTee)/M3a. 2-e nepepad. u gon. — M.: 3A0 “busnec-mkona” Maren-Cunres”. - 2009.

HNuTepHer pecypcenl:

1. http://rusedu.ru.

2. http://fcior.edu.ru.

3. http://school-collection.edu.ru.
4. http://window.edu.ru.


http://rusedu.ru/
http://fcior.edu.ru/
http://school-collection.edu.ru/
http://window.edu.ru/

NG
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http://www.consultant.ru/
http://kodeks.ru/

www. workpaper.ru
www. dogovorum.ru
www.devbusines.ru

10. www.direktum.ru
11. www.itsecurity.ru
12. www.office-profi.ru
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http://www.consultant.ru/
http://kodeks.ru/
http://www.direktum.ru/
http://www.itsecurity.ru/
http://www.office-profi.ru/

4 KOHTPOJIb M OLIEHKA PE3YJILbTATOB OCBOEHMS YYEBHOI
JACTUTIIAHBI

I'ATIOY CO «AcOecTOBCKHIA TOJUTEXHUKYM», PpEaJu3yIollee IOJArOTOBKY 10 Y4YeOHOU
mucuuruiHe «OdopMIIeHnEe TEXHUUECKOW TOKYMEHTAIUN», 00ECIIeYMBAET OPTaHU3aLMIO U TIPOBEICHUE
IPOMEKYTOUHOW aTTECTAllMd M TEKYIIEro KOHTPOJS, JAEMOHCTPUPYEMBIX OOy4yarollMMUCS 3HaHUM,
YMEHUH M HaBBIKOB. TeKyIIMi KOHTPOJIb IIPOBOAMTCS IIPENOJABATENIEM B IIPOLECCE INPOBEIACHUS
IIPAKTUYECKUX 3aHATHH, TECTUPOBAaHUS, a TAK)KE BBINOJHEHHS OOYYarOIUMHCS HWHIAWBUIYaJIbHBIX
3aJlaHuM.

@opMbl M METOABl TEKYILEro KOHTPOJIsS IO Y4yeOHOM JUCLMIUIMHE CaMOCTOSTEIbHO
pa3pabarbIBalOTCA  IpENojaBaTeNieM, pPAacCMATPUBAIOTCS Ha 3acelaHUM LUKIOBOM  KOMHCCHH,
COIJIaCYIOTCSI C METOJMUECKUM COBETOM U JOBOJATCS /10 CBEJCHUs 00yUaroIIMXCsl B Hadaie o0y4deHHMs..

OO0yuenue 1o y4eOHOH TUCIUILIMHE 3aBepiaeTcs Ju(GepeHIIMPOBAHHBIM 3a4E€TOM.

Takast ¢opma aTTecTalMy MO3BOJIAET OXBATUTh BECh IPOUICHHBINA TEOPETUYECKUI MaTepual 1o
IUCLUUIUIMHE, TPOBEPUTh CUCTEMHOCTh 3HAHUH, a TaK)Ke€ yMEHHE NPUMEHSTHh MOJTy4YEeHHBIC 3HAHUS Ha
npakTuke. [ Tekylero KOHTpoJIs MmpernojaBaTeneM co3farores (GoH bl oneHouHbIX cpeacts (POC).
OOC BKIIOYAIOT B ce€0s Me1arorn4eckie KOHTPOIbHO-U3MEPUTENIbHBIE MaTEepHUAJIbl, IPEIHA3HAYCHHbIE

A1 OIIPCACIICHHA

COOTBCTCTBHUA (I/IJ'II/I HeCOOTBCTCTBI/Iﬂ) WHIAWBUAYAJIBbHBIX 06p330BaTeJ'IBHBIX

TOCTIDKEHU OCHOBHBIM ITOKA3aTENSIM PE3YJIbTATOB OJATOTOBKH (Ta0JIUIIBI).

Pe3yabTaTnl ocBOeHUS
(OOBEKTHI OIICHUBAHUS )

OcHOBHBIE NIOKA3aTEH
OLICHKH pe3y/bTaTa U HX
KPUTEPUH

®opMbI U METOAbI
KOHTPOJISI ¥ OLIEeHKH
pe3yabTaToB 00y4YeHusl

YMmeTh:

BeImonHATE 10 [OCT 2.105-95
TEKCTOBBIC JOKYMEHTHI
COJIEpIKAILNE CIUIOIIHON
OCHOBHOH TEKCT I TEKCT
pa30ouTHIN Ha rpadbl

dbopmaTupyeT TOKYMEHT B
COOTBETCTBUU C TPEOOBaHUSMH K
TEXHUYECKOH JIOKYMCHTAIINH

[IpoBepka BBITTOTHEHHUS
IPAaKTUYECKHUX padoT,
CaMOCTOSITENIbHBIX paloT,
BHEAYIUTOPHBIX
CaMOCTOSITENIbHBIX PadoT

0(hOpMIIATH TUTYIIBHBIN JIUCT K
Pa3IMYHBIM BHJIAM ITPOBOJIUMBIX
pabot (JlabopaTopHble pabOTHI,
MOSICHUTEITbHBIE 3aITHCKH K
KYpPCOBBIM M JUIJIOMHBIM
IIPOEKTaM)

IIPUMEHSET MPO(EeCCHOHATBHO-
OpPHEHTHPOBAHHYIO
HH(pOpMaINIO;

0(OpMIISIET TUTYIIBHBIC JTUCTHI K
pabotam

[TpoBepka BBINOIHEHUS
MPAKTUYECKUX padoT,
CaMOCTOSITENIbHBIX paboT,
BHEAYJAUTOPHBIX
CaMOCTOSITENIbHBIX paboT

0OpMIIATH TEXHOJIOTHYECKYIO
nokymenTaruto o 'OCT, ECKJ]

oopMIISIET TOKYMEHT B
cootBetrcTBuu ¢ ['OCT, ECKJ]

[TpoBepka BBINOIHEHUS
MPAKTUYECKUX padoT,
CaMOCTOSITENIbHBIX padoT,
BHEAYJAUTOPHBIX
CaMOCTOSITEJIbHBIX paboOT

KCIMOJIb30BaTh HOPMAaTUBHYIO U
CIIPABOYHYIO JINTEPATYPY AJISt
COCTAaBJIEHHUS TEXHOJIOTHIECKOHN
JOKYMEHTAIUH TpU BbIOOpE
HUCXOJHBIX MaTEPHAIIOB,
000pyIOBaHUs, U3MEPHUTETBHBIX
CpEACTB

VICTIOJIB3YET Pa3IMIHbIe CIIOCOOBI
00paboTKK HHPOPMALIUU C
NPUMEHEHHEM MPOrPaMMHBIX
CPE/ICTB U BBIYHCIUTEIHHOM
TEXHUKH

[TpoBepka BBITTOTHEHHUS
MPaKTUYECKHUX pabdoT,
CaMOCTOSITENIbHBIX PaloT,
BHEAYIUTOPHBIX
CaMOCTOSITENIbHBIX PadoT

HaXOJUTh M UCIIOJIb30BATH B
TEKCTOBOM JIOKYMEHTE
npogeccuoHaIbHO-
OPHEHTHPOBAHHYIO
MH(OPMALIHIO O HOBOM
IPOMBIIIUICHHOM 000PY/I0BaHUHT

BBITIOJTHSET MMOUCK UHPOPMAITUU
B ceTH Internet ucnomnb3ys
pa3MyHbIe METObI IOMCKA U
nepeaaeT HHGOPMAIIHIO IO
JIOKAJIHOM CETH

[TpoBepka BBIMOIHEHUS
MPAKTUYECKHUX padoT,
CaMOCTOSITENIbHBIX paboT,
BHEAYIUTOPHBIX
CaMOCTOSITENIBHBIX paboOT
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COCTaBIISITh TEKCTOBOE OMHCAHUE
MPOBOAMMBIX padoT, IUarpamm,
TabuI, rpaduKoB

HPUMEHSIET Pa3IMYHbIC
npuiioxeHus nakera Microsoft
Office ms cO6opa, pasMerienus,
XPaHCHUS], HAKOTLJICHHS,
peoOpa3oBaHus U Nepeaadn
JTAHHBIX

[IpoBepka BBITTOTHEHUS
MPaKTUYECKHUX padoT,
CaMOCTOSITENIbHBIX PaloT,
BHEAYIUTOPHBIX
CaMOCTOSITENIbHBIX PaboT

3HaTh:

0011IKE MOJIOKEHHS SAUHOMN
CUCTEMBI KOHCTPYKTOPCKOM
nokymenTauu (ECKJI)

Ilonumanue onpenencHuin
OCHOBHBIX TEPMUHOB: JJOKYMEHT,
JIOKyMEHTHUPOBAHUE, aBTOP
JIOKYMEHTa, O(UIHaTIbHBIN
JIOKYMEHT, JINYHBIA JOKYMEHT,
KOHCTPYKTOpCKast
JIOKYMEHTaIusl.

TectupoBanue, BHEAyIUTOPHAS
CaMOCTOATENIbHAs

MIpaBuJIa 3aMl0JIHEHUS
TEXHUYECKOH TOKyMEHTAIUU
(TpeboBaHUA K TEKCTY,

cojiep KanieMy B OCHOBHOM
CIUIOIIHOM TEKCT U TpeOOBaHUS K
TECTOBBIM JIOKYMEHTaM,
COJIEp>KaIINM TEKCT, pa3OUTHIH
Ha rpadbl, MOSCHUTEIHHBIC
3aMHUCKH K KypCOBOMY H
JUIUIOMHOMY IIPOEKTaM)

dopMynupyeT npaBuiIa
3aI10JIHEHUSA TEXHUYECKOU
JIOKYMEHTaIUU.

YCTHBIN OIPOC, BHEAYAUTOPHAS
camocrosTelbHas paboTa

aJITOPUTM COCTaBJICHUS
IIPOBOAMMBIX paboT (KypCOBBIE,
BBIITYCKHbBIE
KBaTH(UKAIIMOHHBIE,
TEXHOJIOTHYecKast
JTOKYMEHTAIHSI, THarpaMMBbl,
TabJIUIIB, FpaduKN)

ACMOHCTPUPYCT aJITOPUTM
COCTaBJICHUA IOSACHUTCIBbHBIX

3aMUCOK, CTPYKTYPY
TEXHUYECKOTO JJOKYMEHTA

Y CTHBIN OIPOC, TECTUPOBAHMUE,
BHEAYIUTOPHAS
camocTosTelnbHas paboTa

OCHOBHBIE TpeOOBaHUS K
MPOEKTHOM 1 paboueit
JOKYMEHTALUN

[TepeuncisieT OCHOBHBIE
TpeOOBaHUs K MPOEKTHOM 1
paboueil ToKyMeHTaluu

Pemenue npodeccnoHanbHBIX U
HETHUIIOBBIX 3a]a4
(ucrionb30BaHKME MaTepuaa JIst
CaMOCTOSITENIbHOTO U3YUEHHUS),
TECTOBBII KOHTPOJIb
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