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Pabouas mporpamma yueOHOH TpakTHKH pa3paboTaHa s CTYIEHTOB,
obyqaromuxcsi mo crenuainsHocTH 09.02.04 MHDopManuoHHbIE cUcTeMBI (T10
oTpacisaM) B COOTBETCTBHH ¢ TpeboBaHmsiMu DenepanpHoro I'ocymapcTBeHHOro
obpasoBarensHoro cragaapra CIIO yTBepxaeHHBIMH IPHKa30M MUHHCTEPCTBA
obpaszoBanus u Hayku P® ot 14.05.2014 1. Ne 525., yueOHEIM paboyuM ILIAHOM U
ITOJIO’)KEHHUEM O IPAKTHKE 00yJarOIITIXCA.

B nmemsx  KOMIETEHTHOCTHOrO  moaxojna  pabouas  mporpamma
IIpedyCMaTpUBacT HCIIOJIb30BaHHE B 00pa3oBaTeNbHOM MPOIECCE aKTHBHBIX H
HMHTEPAKTUBHBIX ()OPM TPOBENCHHUS 3aHATHH, COBPEMEHHBIX HHHOBALMOHHBIX
METOJ0B O0yUEeHUS.
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COAEP)KAHUE INTPOI'PAMMbI

OO0I11He TOJIOKEHHS

TemaTuuyeckui njaaH

VY ciioBHS MMOATOTOBKHU U MPOIieAypa MPOBEACHUS IPAKTUKH
IInanupyemMeie pe3ybTaThl

Kputepuu olieHKH NpOHAECHHOTO MaTepraa

Jluteparypa

ARl e

OBIIME ITOJIOXKEHU A

[Tporpamma y4eOHOM NpPakTUKH CTYZEHTOB SABIAETCS COCTABHOM YaCTBIO
nporpammbl o CIIO u comepxuT Bce HEOOXOAMMEBIE MaTepHailbl HM3aNaHUL
HEO0OXO0IUMBIC JUIS OCBOEHUS paboueit npodeccuu «Oneparop
9JIEKTPOHHO-BBIYMCIUTEIFHEIX MAIllMH M BBIYACIUTENBHBIX MAIlMH M CHa4d
KBaJIM(PUKAITMOHHOTO 9K3aMEeHa.

IMporpamma y4ueGHON mpakTUKH 10 crennanbHocTH VHbopMalmoHHBIE
cucTeMsl (II0 oTpacisM) pa3paboTaHa B COOTBETCTBHH C TpeOOBaHUAMH K OLIEHKE
Ka4yeCTBa OCBOCHHS IIPOTPaMMBI TMOATOTOBKU CHELHAIUCTOB CPENHEr0 3BEHA,
U3JI0KEHHBIME B (DellepalibHOM T'OCYAapCTBEHHOM 00pa30BaTeIbHOM CTaHIApTe
CpellHero IpoeCCHOHATBHOTO 00pa30BaHMS U COCTaBIEHA B COOTBETCTBHH C
paboueii mporpammoit mo IIM 03 BrimosiHeHue paboT no npodeccuu «OnepaTop
DJIEKTPOHHO-BBIYUCIHTEIFHEIX M BBIYUCIUTENBHBIX MAIIUH»IUIA CIIELHAAILHOCTH
09.02.04 MudbopmalmoHHbIe cUCTEMBI (IO OTPACIIsiM).

Wzyuenne aucrpmmi CIIO mo3Boiser oBnaieTh Ipodeccueil omneparopa
3IEKTPOHHO-BBIYHCIUTSIEHBIX MAllliH W BBIYMCIUTENBHBIX MAaIUH CO 3HAHUEM
JIEJIONPOU3BOJICTBA, YMEIOLIETo paboTaTh C IEPCOHAIBHBIM KOMIIBIOTEPOM.

OcnosHas 3amava gucumuiad CIIO gare monsitue 06 yIpaBIeHYECKON
JeATENBHOCTH, & TAKXKe IPUBUTH HABBIKH O(OPMIIEHHS U COCTaBIEHHS JOKYMEHTOB,
KaK B FOCYJapCTBEHHBIX, TaK M B KOMMEPYECKHX YUPSKACHUSX; HABBIKU pabOTEI CO
CpeAcTBAMH  aBTOMATH3allMd  aAMHUHUCTPATUBHO-YIIPABJIEHYECKOrO  TPYy/[a,
KOTTUPOBAHUS U PA3MHOXKEHHUS JOKYMEHTOB, a TaK)K€ CKOPOCTHOI'O BBOJA JaHHBIX C
xyaBuatypsl I1K.

ITocne mpoxoXkaeHHs y4eOHOUW MPAKTHKU ydalluecs JOJDKHBI Iedararh Co
CKOpOCTBIO He MeHee 90 TIeYaTHBRIX 3HAKOB B MUHYTY U O(OPMIIATE OCHOBHEIE BHIEI
opucHoit nokymenrtaimu B cootBercTBHH ¢ ['OCTom P 6.30.2003, EI'CH u
JTOTIOJIHEHUSIM K HEMY.



4

ITo OKOHYaHMH TEOPEeTHYECKOTO U IIPAKTHYECKOrOo OOYUYEHHS CTYIEHTEI
CHAalT  9K3aMeH  Ha  IpHCcBoeHWe  KBamdukammu -  «Omepatop
DIIEKTPOHHO-BBIYHCIUTENBHBIX MAIIIH W BEIYHCITUTENBHBIX MAIITHHY

TEMATHYECKUU TUIAH
Howmep ' Bceero
. HanmMeHnoBaHue pa3nenoB u TeM
3aHATUH 4acoB
Pasgen 1 UadopmaTuka (MamnHONHCH) 54
Huctpykrax 1o Th npu pabote Ha [IK. Odopmienue ¢ 2
1-2 | MecTOM npaxkTHKH, 3aTaHUSIMH U XapaKTEPOM yIeOHOM

npakTUk. TpeboBaHUS K IPAKTHKE.

3-17 3aKpeIuieHue NPHOOPETEHHBIX HABBEIKOB MTHCHMA. - 30
IIporpamma "Comno"

18-22 | CoBepiiieHCTBOBaHHE CKOPOCTH IIMCHMA. 12

23-27 | HaGop Tekcra ¢ JTaTHHCKHM MIpH(TOM 10
Paspen 2 lokymeHTanimoHHOE 00ecevyeHne 54
ynpasJieHHs

28-29 | BBOAHBIN HHCTPYKTaX

3031 Tema 1. IlnanupoBanue coObITHH, «Kaneugapby. Cucrema 4

i MicrosoftOutlook B muranupoBaHuu paboT U COOBITHIA

3234 Tema 2. DyieKTpOHHAas MOYTA B OpraHU3aldN JEIOBBIX 6
KOHTaKTOB
Tema 3. Cuctema MicrosoftWord B opranuzanuu 30

35-48 | noxymenTOBeneHUs. OdopMIileHHE YIIPABICHIECKHX
JIOKYMEHTOB.
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49-51 | CpaBouHast JOKyMEHTAIUs B TOKYMEHTOOOOPOTE

57.54 Hrorosoe 3anatue. IlonroroBka K KBaTH(GUKAITHOHHOMY 6
sk3ameRny. Tect JIOY
Bcero 1acos 3a ceMmecTp 108
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YCJOBUSI NOJANOTOBKH U MPOIEJYPA IPOBEAEHUS
YYEBHOM INIPAKTHUKHA

VYuyeOHasi MpakTUkKa MPOBOJUTCS B KOMIBIOTEPHBIX Kiaccax KOJUIeMIKa. 3a
KaXKIBIM CTYJAEHTOM 3aKpeIUIeTCAHHINBHAYyaIbHOE pabodyee MeCTO, U BBIIAIOTCA
METOIMYECKUE YKa3aHUsA C 3aJlaHusAIMH Ha y4eOHylo IMpakTuky. llepen Hawamom
IPAaKTHKM CTYJEHTOB 3HAKOMAT C TEXHHUKOW O€30macHOCTH padoThl Ha
MIEPCOHATBHBIX 3JIEKTPOHHO-BBIUMCINTEIBHBIX MAIlWHAX, IOCIE 4Yero CTyIEHTEI
00s13aHBI PACIIUCATRCS B JKypHAJIE TI0 TEXHHUKE Oe30MacHOCTH.

IIpakTrka IpoOBOUTCA B ABA HTAIA.

Drall mepBbIid: CTYICHTH MPOXOIAT Kypc UHGboOpMaTuku «MalmHONIUCEY,
IPOIOJIKUTENBHOCTE Kypca 54 Jaca, 27 akaieMU4eCKUX YPOKOB.

[lenpio MpPOXOXKAECHUS Kypca MAIIUHOIKCH SBIACTCA IONy4YeHHd U
3aKpeIIeHus CTyIeHTaM1 HaBbIKa Habopa TekcTa Ha [IK.

CTyZleHTBI JOJKHBI 3HATH PACIIOIOKEHNAE PACKIaAKH KIaBUATYPEL.

YMmerTs:

- HabupaTh TEKCT BCIEIYIO;

- HaOUpaTh PyCCKUM W aHTTUHUCKUUTEKCTHI.

OTam  BTOpOM: CTYJEHTBl MPOXOAAT Kypc  «/lemompousBoacrsay,
MPOJOIKUTENBHOCTE Kypea 54 yaca, 27 akaJeMHYECKUX YPOKOB.

HNJIAHUPYEMBIE PE3YJIBTATDBI

L[CJ'II:IO MIPOXOXACHUSA Kypca ABJIACTCA 3aKPCNIICHNE HAaBBIKOB 10 CO3AaHUIO

yIIPaBIEHYECKOH JOKYyMEHTallu HOJyYeHHBIX Ha ypoKax 1o
«JIOKyMEHTallMOHHOMY OOECIIEYCHHIO YIIPABIECHHUA» HCIIONB3Ys TEKCTOBEIE
pEeAaKTOPBHI.

CTyoeHTHl TOJDKHBI 3HATH COCTaB PEKBU3UTOB JJIS CO3MAHHS JOKYMEHTOB,
CXEeMY pacrloJ0KEeHUS PEKBU3UTOB.

YMeTh:

- CO3JaBaTh yIpaBIeHYECKHe JOKYMEHTHI B pegaktope MSWord;

- HCIIOIB30BaTh peaakTop MSExcelms co3manus Tabnull JOKYMEHTOB;

- ITOJIB30BaThCS Mporpammoii Outlook;

- CO371aBaTh AJIEKTPOHHBIE TIOYTOBEIE SMIUKU H 00pabaThIBaTh JOKYMEHTALIUIO
B BJICKTPOHHOM BHJIE.

KPUTEPUM OIIEHKH MMPONJIEHHOT O MATEPHAJIA

ITociae  mpoxoxkaenuss  y4eOHOH  NPaAKTHKH  NOCHENHAJIBLHOCTH
NpeqyCMOTPEHO  AaTTeCTAHOHHOE  HCNBbITAHHE:

KBaTH(DHUKAITMOHHBIM SK3aMEeH Ha IPHUCBOeHHe KBanuduxanuu - «Oneparop
AIIEKTPOHHO-BBIYUCIUTENHLHBIX MAIIUH W BEIYHCIUTENBHBIX MaIIMH» (CO 3HAHHEM

JIETIOTIPOU3BO/ICTBA).
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Htorosas omeska no 3k3aMeHy (5 - «OTIHYHO», 4 - «Xopomioy», 3
-KyIOBIETBOPUTENBHO», 2 - «HEYJOBIETBOPHUTEIEHO») H  IPUCYKIECHUE
KBATH(UKAIIUN ONPEACISIFOTCS 10 pe3yJibTaTaM CIadyd JBYX JTAloB SK3aMeHa U
3aIUCBHIBAIOTCS B IPOTOKOJIE 3acCeaHuH.

KpuTepun HTOroBoii oneHkH mo aucuumidHe «/desonpomsBoacTBo u
MAIIHHOMHCH.

B xputepuun oLleHKH ypOBHSI [TOATOTOBKH BXOIST:

YPOBEHb YCBOCHHs CTyACHTaMH MaTepuaia, IPeAyCMOTPEHHOTO ydueGHOM
IIPOTPaMMOM; YpPOBEHb MPAaKTUYECKUX YMEHWH, MpPOJIEMOHCTPUPOBAHHBINA IIpH
Habope TeKcTa C KIaBHaTypsl He MeHee 90 3HAKOB B MHHYTY U O(QOPMIICHHH
nokyMenta corsacao I'OCT P 2.30-2003.

JUTEPATYPA
Hopmamuenas numepamypa

1. TOCT P 6.30-2003. VYHuUIUPOBAHHBIE CHCTEMBI JOKYMEHTAIHH.
VHubuuupoBaHHas CHCTeMa OpraHH3alHOHHO -  PaCHOPAAMTENLHOM
NOKyMeHTald. TpeGoBaHMA K OQOPMIICHHIO JOKYMEHTOB (IIPHHSAT
IloctanosnenueM 'occrannapra Poccun ot 3 mapta 2003 r. N 65-cT.)

2. @enepalbHBIH KOHCTUTYIMOHHBIN 3aK0H OT 25 mexabps 2000 r. N 2-OK3 "O
I'ocynapctennoM repbe Poccuiickoit @enepanyn’

3. T'OCT P 51141-98. [lenompou3BOJICTBO W apXHUBHOE 1ei0. TepMUHBI H
onpeeNeHUs

4. TOCT 2.105-95. ECK. O61ue TpeGoBaHus K TEKCTOBEIM JOKYMEHTAM

I'OCT 7.9-95 (CUBH[I). Pedepar u annotarus. Ob1rue TpeGoBaHus

6. T'OCT HCO 8601-2001 (CUBU/). Ilpencrasnenne nat u BpeMenu. O6mue
TpeOOBaHUs.

hd

a) ocroeHas

I. A.B. [Tmenko JlokyMeHTaIOHHOE obecrieuenue yIpaBlIeHUA
M.:Axanemus,2007.

2. ®omuua X.B. 3ajmaHud Ha yd4eOHyIO TpPakTHKy I10 MaIlMHOIKCH.
BMPK:2014

3. ®omuna JX.B. 3amanus Ha y4eOHYIO MpakTHKy MO JOKyMEHTOBEIEHHMIO.
BMPK:2014

6) oononnumenvHas

1.  M.H. Bacakos Kax mpaBuibHO MOATOTOBUTH NpHKa3 YueGHoe mocobme. M:
N3 patenscko-Toprosas kopropanus «/lamkos u K» 2008.
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Beperennukosa E.I'. u ap. Kommberorep [uisi HauuHAIOIEro mosb3oBarens. P
v/M.:2012

JlormroBa A.C. DTUKeT U KyJbTypa IOBeJeHHUs cekpeTaps-pedepenta. M:
2009. :
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JIncr ooHoBaenus (AKTYAJIN3ALIAN)
pabGoueii mporpaMmslI

Hazpanne qucuuninuuel — YueOHas mpakTHKA

VY4eGHoe OTACJICHUE, HA KOTOPOM IIpeogacTCss JUCIUIIIINHA — 3KOHOMHUYECKOE
CHGHH&HBHOCTB / HanpaBJICHUE TTOAIOTOBKH —I/IH(i)OpMaHI/IOHHBIe CHCTCMbI

B pabouyro mporpammy yde6HON mucuuruiiael Ha 201 /1 y4eGHBIA rog
BHECEHBI CIENYIONINE U3MEHEHUS:

Pa6owas nporpamMma AMCUMIUIMHBI PACCMOTPEHA U IEPEYTBEPIKASHA HA 3aCEIAHAM NPEAMETHO-LIUKIOBOI KOMUCCHH
€CTECTBEHHEIX, MATEMATHYCCKHX M OOLIETEXHUYECKHUX AUCUMIUIHHE U UHPOPMALIHOHHLIX TEXHONOrHIA OT
' roja, mpoTokoi Ne

[Tpumeuanus:

1. Pabouas npozpamma OUCYUniuHbl QONNHCHA OBHOBAAMBCS eJCe200H0 8 KOHYE YuebHO20 200a C YYemoM
UIMEHeHUs mpebosanuil HOPMAMUSHON OOKYMEHMAYUY, PA3GUMUS HAVKY, MEXHUKY, KYIbMypbl, IKOHOMUKY,
MEXHOR02UYU U COYUANBHOTL cihepbl 1 M. 1. (APYU UCHONBI08AHUY ee 8 YuebHoM hpoyecce @ credylouem yuebHom 200y).

2. Obnoenenus paboyeil Npozpammel QOUCYUNTUHBL MOV KACAMbCA M0BBIX ee KOMNOHEHMO8.

3. llepeymsepocoampes pabouas npozpamma OUCHURIUHLL MOXNcem 6e3 USMEHEHUIl C (hopMYyAUpOBKOiL:
Pabdouan npozpamma npocmompena, usmeHenuil Hem.

Pabouas npoepamma Oucyunnunel paccmompena u nepeymeepoicoena 0e3 uIMeHeHuil Ha 3aceOaHui
NPeOMemHO-YUKA0BOT KOMUCCUU om 2oda, npomokon Ne

4. JTuyensuonnvie mpebosaHus, KACAIOWUECA CPOKOB U3DAHUS OCHOBHOT TUMEPAMYPbL:

DI'OC 3 noxonenus — no OUCYUNTUHAM BAR080H YACMU ZYMAHUMAPHOZ0, COYUANBHO20 U FKOHOMUYLECKO20
YUKIA He cmapuie 5 Jiem, no ocmansHelM yukiam He cmapuie 10 nem.




