YacTHOE yupexkaenue mpodeccrHoHanbHas 00pa3oBaTeibHas OpraHu3alis
«IOxuO-ypansckuit Komnemk busneca»

(Y T10OO «HOyKb»)

Jupextop IY I1OO « ./ B
L

(=X

«20 suBaps 2025 . ff

PABOYASA ITPOI'PAMMA JUCIHUITJIMHBI
KOMIIBIOTEPHBIE TEXHOJIOTHH B AEJOIIPOU3BOACTBE
110 OCHOBHO#! IPOTPaMMe JOTIONHATENBHOTO IIPO(ECCHOHATEHOTO 00pa3oBaHus

(IporpamMMe TIOBBIIICHHS KBATH(HKAIIKHN )

[Tpodeccus:
21299 «/les10npOU3BOAUTENBY

KBanudukanys BeIILYCKHUKA:
Jle1onpoU3BOAHUTED

KBanuhuKanuoHHbIA pa3psiz (K1acc, KaTeropus):
3 (TpeTmii)

dopma o0yueHus:
Ounas

['ox Habopa:
2025

YerssOMHCK
2025



PabGouas nporpamMa aucnumIuHbIKKOMIIBIOTEPHBIE TEXHOIOTUH B JIEJIONPOU3BOICTBENIO
OCHOBHOHM IIporpamMMe JOIOJHUTEIBHOTO INPOhEeCcCHOHATBHOrO 00pa3oBaHUs II0 JOJDKHOCTH
cmyxarnero21299  «JlenonpousBoauTensy pa3paboTaHa Ha OcHOBe IIpodeccHOHaIBHOIO
craugapra «CHeNUWaNUCT 10 OpraHU3allMOHHOMY W JIOKYMEHTAIlMOHHOMY OOECIIEUEHHIO
yIIpaBJICHMs OpraHu3alueiy, YTBePKICH prKa3oM MHUHUCTEPCTBA TPyJa M COLUAIBHON 3aIIUTHI
Poccuiickoit ®@enepanmu ot 15 mions 2020 roma N 333H (3aperucTpupoBaH MHUHHCTEPCTBOM
roctuin  Poccuiickoit ®@eneparmu 2 wmios 2015 1., peructpanmonssid N 37509) wu
O61mepoccuiickoro Kiaccudukaropa npodeccuit pabounx, JODKHOCTEH CITyKaIUuX U TApUPHBIX
paspsnos OK016-94, (OKIIP) (yreepxnen ITocranoBienueM ['occrannapra P® ot 26.12.94 No
367), paccmoTpena u omobpena Ha 3acemanuu llemarormueckoro cosera (mporokona Ne 3 ot
17.01.2025 r.).

ABTtop-coctaButenb: JJopoxos I'.B.
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1. OO6mas xapakTepuCcTHKA pado4eil MporpaMmMbl AUCHMIIIMHBI

1.1.MecTo JHCHMIUIMHBI B  CTPYKType TporpaMMsl  Npog)ecCHOHAILHOIO0
obyuenusi/lucuuumaa «KoMIObIOTEpHBIE TEXHOJOTHHM B JIEIONPOU3BOJICTBE» BXOIUT B MOJIYJIb
obmenpodeccuoHaNBHBIX TUCITHILIHH.

1.2. Ileap 1 nIaHMpyeMble Pe3yJIbTAThHI 0CBOCHUS THCUHILIHHBI

B pesynbpraTe 0CBOSHUS TUCIUILIIMHB! Y BBITYCKHHKA JODKHBI OBITH chOPMUPOBAHBI 00LIHE
U Tpo(heCcCHOHATBHBI KOMIIETCHIIUU

O6mue komnerenunu (OK):

- OK 4. OcymecTBiusTh IOWCK, aHalW3 WU OLEHKY WHGpOpManuu, HeoOXOAMMOH i
MOCTAHOBKM H PEIICHHS MPOGECCHOHANBHBIX 3aJad, IPOMECCHOHATBHOTO M JHMYHOCTHOIO
pa3BUTHS;

- OK 5. Hcmome3zoBarh WH(DOPMAIIMOHHO-KOMMYHUKAIMOHHBIE TEXHOJIOTHH  JUIA
COBEPINEHCTBOBAHUS MPO(YECCHOHATBEHOM eITeIbHOCTH;

- OK 7. CamoOCTOSTENBHO ONpeAeNsITh 3agadd NpOoGEeCcCHOHAIBHOIO M JIAYHOCTHOTO
Pa3BUTHS, 3aHUMATBCSA CaMO0Opa30BaHHEM, OCO3HAHHO IUIAHMPOBATh MOBBIIIEHHE KBATH(DUKAIIWH;

- OK 8. BBITh FOTOBBIM K CMEHE TEXHOJIOTHH B IIPO(ECCUOHAIBHON IEATEIBHOCTH.

Ipodeccnonanbupie komnerennun (I1K):

[1K.4 CrocobHOCTh HCIONB30BATh IOJYyYCHHBIE 3HAHWS B IIPaKkTH4eckodl pabote:
CHCTEMATH3UPOBATh U aHATTM3UPOBATh HOPMAaTUBHbIE TPEOOBaHMs K BEACHHIO JEIONPOU3BOICTBA.

B pesynbTate 0CBOCHUS TUCIUILUIMHEI 00y YarOIMHCs NOIDKEH:

HMeTs npakTHYeCKHIi ONBITB BOIIPOCAX:

- BeJicHue 06a3pl TaHHBIX JOKYMEHTOB OpraHW3alluH;

- BeJZleHne HHPOPMAIIMOHHO-CIIPABOYHON paboTHI;

- 06paboTKa U OTIPaBKa UCXOAAMIMX JOKYMEHTOB.

Ymern:

- paGoTaTe CO BCeW COBOKYIHOCTBIO HMHQOPMAIMOHHO-IOKYMEHTAIIHOHHBIX PECYpPCOB
OpraHU3alluH;

- II0JIb30BaThCs Oa3aMy JaHHBIX, B TOM YHCIIE YIalIE€HHO;

- IIOJTb30BATHCSI CIIPABOYHO-IIPABOBBIMH CHCTEMAM,

- TIONB30BaTHCH ABTOMATH3MPOBAHHBIMHM CHCTEMaMH ydeTa, PEruCTpalMy, KOHTPOJL U
HWH(OPMAIHOHHO-CIIPABOYHBIMI CHCTEMaMHU IIPH paboTe ¢ JOKYMEHTaMU OpTaHU3alHH;

- I[PUMEHSATH COBPEMEHHbIE HH()OPMAIMOHHO-KOMMYHHUKAIIMOHHBIC TEXHOJIOTHH A
paboTHI C JIOKYMEHTAMH, B TOM YHCIIE IS €€ ONTHMH3ALMH ¥ MOBBIIEHHS 3G QEKTUBHOCTH.

3HaTh:

- CHCTEMBI 3JIEKTPOHHOTO JTOKYMEHTO000pOTa;

- IpaBUJIa OTIPABKH UCXOISIIMX JOKYMEHTOB.

2. CTpykTypa H coeprKaHue JHCUHIIHHbI
2.1. O6beM IMCUMILVINHBI U BHABI Y4eOH0H padoThl

Bun yueOHoi padoThl O6beM yacoB
O0Bbem o6pa3oBaTeJbHON NPOrpaMMBbl THCITHILIHHBI 6
B TOM YHCJIE:
TEOPETUYECKOE O0yUECHHE 2
IIPAKTHYECKHUE 3aHATUS 2
camocTosITeNIbHas paboTa 2
ITpomeskyTodHas aTTecTanus B popme 3aueT




2.2 TemaTu4eckuil NJIaH U cofep/KaHHe NHCIHIIIMHBI

H OcBanBaembl
auMeHOBaHHe Copaep:xanue yueGHOro MaTepuaJia, jabopaTopHbie 0 O6bem
pa3esioB H TeM npakTHYeckue paboThl, caMocTosATeIbHaA paboTa 4acoB —
KOMIIeTeHIHH
1 2 3 4
Tema 1 CopepsxkaHHe yueOHOro MaTepHaJa: 1 OK4,5,7,8.
ArnmapatHoe H PaGouee MecTo JproHOMHKa M OpraHusalms  Tpyza [IK 4.
MIPOrpaMMHOE nenonpoussoaurens. Kinaccudukauus cpeacts oprrexHuku. Obmue
obecrieveHue U1 | pUEMbl HACTPOWKH OprTeXHUKH. HacTpoika mapameTpoB paboThl
paboTsl ¢ npuHTEpa W CckaHepa.  IIporpammHoe  ofecreyeHne B
JOKyMEHTaMH aenornpousBozicTBe. KiaccuuKalms MPUKIAHOTO MPOrpaMMHOTO
obecrieyenus. YCTaHOBKa M HAcTpoMKa IapaMeTpoB Mporpamm.
3HaKOMCTBO ¢ MHTepdeiicoM omnepauuoHHoN cucTeMbl Windows.
0630p KOMMYHHKALMOHHBIX TeXHONOrui. OCHOBBI paboThl e
3/IeKTPOHHOM MoyTod. Opranusanus on-line obuienus B Muteprere.
IMouck 1 0T60p HHGOPMALMH B KOMIBIOTEPHBIX CETAX
Tema 2. Conep:xanue yueGHOro MaTepuaJa: 1 OK4,5,7,8.
Pa6ora ¢ [Ipaguna cocTaBieHUS] MTOKYMEHTOB. OCHOBHBIE PEKBH3HTHI IK 4.
JOKyMEHTaMH B | JOKYMEHTOB. SI3BIK JIOKYMEHTOB, OOIiMe TpeOOBaHHMSA K TEKCTY.
TEKCTOBOM Co3fiaHue CHOCOK, CCHUTOK H OTJIaBJICHMS B TEKCTOBOM JIOKYMEHTE.
npoteccope BHyTpeHHHE NOKYMEHTHI: MPHUKa3bl, IPOTOKONIBI U PELICHHS, aKThI,
JOKJIaJIHBIE 3alMCKH, CTpaBKW. BHEIIHME NOKYMEHTBHI: IHCbMa U
bakcer, TenedonorpaMmbl. JIOKyMEHTBI II0 JIAYHOMY COCTABY:
pestoMe,  3asBIEHMS, TPHKa3el O  JIMYHOMY  COCTaBYy,
KOMaHIMPOBOYHOE YIOCTOBEPEHHUE, PACTIMCKH, JIOBEPEHHOCTH
IIpakTHYecKHe 3aHATHS 1
1. TecTupoBaHKe MO U3YYEHHBIM TEMaM
2. ITonroToBKa BHYTPEHHHUX JOKYMEHTOB.
CamocrosiTebHasi paboTa cTyJAeHTa: 2
1. [loarotoBka JOKYMEHTOB II0 JIMYHOMY COCTaBy: pE3IOME,
3asMBJICHHs, [PHKa3bl MO JIMYHOMY COCTaBy, KOMaHIMPOBOYHO®S
yIOCTOBEPEHHE, PACIIUCKH, JJOBEPEHHOCTH.
2. IlogroToBka K 3a4eTy
Tema 3 Ocobennoctd rpaduyeckoro HHTepdeiica W BO3MOKHOCTH 1 OK4,5,7,8.
Pa6ora ¢ | Tabnuunoro mnpoieccopa. BBox M GopMaTHPOBAHME HAaHHBIX B [K 4.
JOKYMEHTaMH B | 2JIeKTPOHHOM TaGmuie 3aronHeHne Moc/e0BaTebHOCTe . bricTpoe
TabIUYHOM KOMHPOBAHHWE [JAaHHBIX C TIOMOLIBIO aBTO3amonHuTeNs. DOpMyIisl B
npoLeccope SNEKTPOHHBIX  Tabnuuax. - AGcomoTHad, OTHOCHTENbHAs H
cMelllaHHas ajpecalys sueek B hopmyiaax. BeTpoeHHble QyHKIHH.
Hcrnonp3oBanue GOpMyN Juisi aBTOMATHYECKOTO pacyeTa JaHHBIX.
HarnsaHoe MpeacTaBieHHe 4MCIOBOM mHbopmammu. [loctpoerune
nuarpamm U rpadukos. PaGorta ¢ 6asaMd NaHHBIX B TaOIMYHOM
npoueccope
IIpomerxxyTouHast | 3ayer OK4,5,7,8.
aTTecTalms [1K 4.
Bcero 6




3.YcioBus peajn3anyy JUCHHUTLIHHBI

3.1.Tpe6oBanusi K MaTepHATbHO-TeXHHYECKOMY o0ecredeHHIo

HaumeHnoBaHue
000pyIOBaHHBIX y4eOHBIX

Ne . [TepeyeHp MaTepHATBHOTO OCHALIECHHS, 000PYAOBAHHUS U TEXHHYECKHX
/1 e ki CpencTB 00y4YeHHs
MPaKTHYECKUX 3aHATHI,
nabopaTopHH, MaCTEPCKUX

1. | KomnbioTepHsIii Kiace Mamepuanvnoe ocHaujeHue, KOMAbIOMEPHOE U  UHMEPAKMUBHOE
obopyoosanue:
Kommerotep - 10 mrT.
IIpunTep - 1 mwr.
Cron xoMIbrOTEpHBIN — 10 mIT.
Crynbs - 10 .
Pa6ouee MecTO mpernoaaBaresisi CHabKEHO BBIXOJOM B KOPIIOPATHBHYIO
ceth ¥ MIHTEpHET, MMeeTCs KOHTeHTHAs (QUIbTpalys.

2. | Bubnanoreka, unTaAbHBI | MamepuaneHoe —oOcHaujeHue, KOMNbIOMEPHOE U  UHMEPAKMUBHOE

3aJ1 ¢ BBIX0ZIOM B I/IHTepHET

obopyoosanue:

AsTOMaTH3MpoBaHHOE pabouee MecTo Oubnuorekaps - 1 mr.
ABTOMAaTH3MpPOBaHHOE pabouee MECTO YUTATEEH - 1 1mT.
ABTOMaTH3MpOBaHHOE pabouee MecTo i uil ¢ OB3 - 1 .
ITpunTep-1 mr.

Cxanep -1 mr.

Crennaxu i KHAT -12

Kadenpa -1

BricTaBouHBIH cTEmIAXK- 1

ITocamo4Hble MecTa (CTOJBI U CTYJIbsI UL CAMOCTOSITENBHON paboTe) —
16

ABTOMaTH3MpOBaHHbIe pabouyue MecTa OOecreueHsl JOCTYIIOM B
3IEKTPOHHYIO HMH(pOPMAIIHOHHO-00pa30BaTENbHYIO0 Cpely, BBIXOIAOM B
MH()OPMALMOHHO-KOMMYHHKALMOHHYIO ceTh «MHTepHeT», obecredeHbl

KOHTEHTHOH (UIIBTpaLMeH.

3.2. UadopmaumonHoe obecnedenne 00ydeHus

IlepedeHb 0CHOBHOM H JOMOJIHHTEILHON y4e0HOMH JUTepaTyphbl, HEOOXOAMMOI [IJIsi OCBOCHHSA

OcHoBHas JJUTEpaTYypa:
1. I'accunoe I'JI. KoMIIBIOTEpHBIE TEXHOJIOTHH B JIETONPOU3BOJACTBE. — EXaTepuHOYpr: u3-
BO Ypaut, 2020

JlonoJIHUTEIbHAS JINTEpaTypa:
1984.

1998.

JUCHUTIJIHAHBI

1. TOCT 16.487-83. Jlenonpou3BOACTBO U apXWBHOE eN0. TepMHUHBI U ompeneneHus. M. ,

2. TOCT P 51141-98. Jlenonpou3BOJCTBO ¥ apXUBHOE [e0. TepMUHBI U onpeaenenus. M.,

3. TOCT P 6.30-97. VuuduumpoBaHHas CHCTeMa OpraHH3allMOHHO-PACIIOPSAIUTENBHON
NoKyMeHTanuu. TpeGosanus K odopmienuro nokymentoB. M., I'occranmapr Poccun, 1997. C
n3meneHuamu Ne 1., yreepxaennsmvu [ToctanosnenueM [occranmapra Poccun ot 21.01.2000 Ne 9-
¢t «O npunsTHA 1 BeieHuH B nefictBue usmeneHus I'OCT Py.




4. KoHTpoJIb 1 01leHKa pe3yJIbTaTOB 0CBOECHUS JUCHUIIIHHbBI

KonTpons u  OIEHKa

PEIYIBTAaTOB

OCBOCHHUA JUCITUITIIAHEBL

OCYIIECTBIICTCA

IIpernojaBaTeieM B IIPOLECCE IIPOBEACHHA IIPAKTHYICCKHUX 3aHATHM, a TaKXKE BBIIOIHEHUSA
O6y‘IaIOHII/IMI/ICSI UHAUBUAYAIBHBIX 3aJlaHHi.

PesynbTaThl 00y4eHus Kpurepnu onenkn Dopmbl B

METO/IbI
OLICHKH

HNmeth npakTHYeCKHH OIBIT: «OTaIaHO » - Teopetrudeckoe | [Iposepka

- BeJieHre 06a3bl JaHHBIX JOKYMEHTOB | COJIEP)KaHUE Kypca OCBOEHO | BBITNOJIHEHHBIX

OpraHu3aliu; MOJTHOCTRIO, 0e3 mpobernoB, yMeHus 33113““?

- BeJEHUe uHGOPMAIIMOHHO- | cHOPMUPOBAHEL, BCE IIPETyCMOTPEHHbIE YeTHbi M

CIIPaBOYHOH pabOTEI; IporpamMmoin yueOHbIe s | TPRRERN

- 06paboTKa ¥ OTIPABKa MCXOJUIIUX | BBIIOTHEHBI, KAYECTBO MX BBIIOIHEHHS ;:f::

JIOKYMEHTOB. OLIEHEHO BEICOKO.

YMerb: «Xopouo - TEOPETUIECKOE

- paboTtaTb CO BCelf COBOKYIIHOCTBIO | COIEPIKAHHE Kypca OCBOEHO

HH(OPMAIHOHHO- IIOJTHOCTEIO, Oe3 mpobenoB, HEKOTOPBIE

JOKYMEHTallUOHHBIX pecypcoB | yMeHHs cOpPMUPOBAHBI HEJTOCTATOYHO,

OpraHU3alllu; BCE IIPEIyCMOTPEHHBIE IIPOrpaMMOi

- IONB30BaThcs Oa3aMM MAHHBIX, B
TOM YHCIIE YAAJIEHHO;

- I0JTE30BATHCS
IIPaBOBBIMU CHCTEMaMH;
- TIOTH30BATHCS
ABTOMATH3UPOBAHHBIMM CHCTEMaMU
ydeTa, pPETHCTpally, KOHTPOII H
HHGDOPMAITHOHHO-CITPAaBOYHBIMU
CHCTEMaMHU mpu pabote c
JIOKYMEHTaMH# OpTaHU3alH;

CIIPaBOYHO-

- IIPUMEHSATh COBPEMEHHBIC
uHGOPMAIIHOHHO-
KOMMYHUKAI[HOHHBIE  TEXHOJIOTMH

Ui paboThl ¢ JOKyMEHTaMM, B TOM
ypcie [ €6 ONTHMH3alUuM M|
MOBBIIEHUS 3 PEKTUBHOCTH.

3HaTh:

- CHCTEMBI
JOKYMEHTO000pOTa;
- TIIpaBWJIa OTIPABKH MCXOMAIIMX
JIOKYMEHTOB.

SJIEKTPOHHOTO

yueOHBIe 3alaHUs BBIIOJTHEHB,
HEKOTOpBIE BUIBI 3aJlaHUH BBIIOTHEHE
¢ omuOKaMHu.

«Y IOBJIETBOPUTEIBEHO» -
TEOPETUUYECKOE  COJEpIKaHHE  Kypca
OCBOEHO YaCTHYHO, HO MpoOenbl He
HOCAT  CYIIECTBEHHOTO  XapakTepa,
HEOOXOMMMBIE yMEHHs  paboThl ¢
OCBOCHHBIM MaTEPHUAJIOM B OCHOBHOM
chopMUpPOBaHEI, OOIBITMHCTBO
IIPeIyCMOTPEHHBIX IporpamMMoin
o0y4eHus y4eOHBIX 3amaHui
BBITTOJTHEHO, HEKOTOPBIE u3
BBIMIOJTHEHHBIX ~ 3aJaHMH  COJEpXKar
OLIHOKH.

«HeynoBIeTBOPUTEIBHO» -
TEOPETUUYECKOE COJIEp)KaHHEe Kypca HE
OCBOEHO, HEOOXOAMMBIE YMEHHSA HE
copMHpPOBaHBI, BBINIOJTHEHHBIE
yueOHbIE 3aMaHUsl COmepkaT TIpyObIe
OLTHOKH.




