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Pabouas mporpamma AMCHMIUIMHBEI pa3paboTaHa B cooTBeTcTBUU ¢ TpeboanusmMu ®I'OC BO no
HampaBieHuto mnonarotoBku 46.04.02 «/lokyMeHTOBeneHHEe W apXWUBOBEICHHE», MTPOPIITIO
MOJITOTOBKH  «YTIpaBleHHWE JOKYMEHTAlMed B  yCIOBUAX  IM(poBH3anuu  0OLIECTBaY,
KBanMuUKaius (CTETIICHb) BBITYCKHIUKA — MarucTp.

VYTBep:keHa Ha 3acelaHuH Kadeapbl TEXHOJIOTUH aBTOMAaTU3UPOBAHHONW 00pabOTKK MHPOPMALIUH.
PexomenioBana k pa3meneHuIo Ha caiite KeMepoBCKOro rocy1apCTBEHHOTO HHCTUTYTA KYJIbTYpHI
«OnexTpoHHas  WH(MOpMAMOHHO-0Opa3oBaTenpHast  cpexa  Kem[WMK» mo  web-ampecy

http://edu2020.kemguki.ru (31.08.2022 r., nporokoi Ne 1).

[lepeyTBepkaeHa Ha 3acenanuu Kadeapbl HUPPOBBIX TEXHOJIOTUN U PECYPCOB.

PexomenaoBana k pa3Melenuo Ha caiite KeMepoBCKOro rocyaapCTBEHHOTO MHCTUTYTA KYJIbTYphI
«OnekTpoHHas  wHGOpMAIMOHHO-0OpazoBarenbHas  cpenqa KemI MK»  mo  web-ampecy
http://edu2020.kemguki.ru (23.05.2023 r., mpoTokomn Ne 10).

Mumosa, B.B. HWHpopManmoHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTMH B  MPO(eCcCHOHAIBHOU
NEATEIBbHOCTH. paboyas mporpaMma JAUCIUIUIMHBI TI0 HampaBieHWI0 moarotoBku 46.04.02
«JloOKyMEHTOBEICHHE U apXUBOBEIACHHEY, MPOQUITIO TIOJTOTOBKU «YTIPaBICHUE JOKyMEHTAIIUCH B
yCIOBUSIX HU(PPOBU3ALMK OOIIECTBa», KBaIU(UKAIUSA (CTENEHb) BBIMYCKHHKA «Maructp» / B.B.

MumoBa. — KemepoBo: KemepoB. roc. wmHctHTyT KynbTyphl, 2023. — 17 c¢. — Tekct
HEINOCPECTBEHHBIH.
Aemop:
KaHJ. TMed.  HayK, JOLEHT
Mumosa B.B.



1. Ien ocBOEHMS TUCHMIIJIMHBI
Heabro ocBoeHust yueOHON aucuuIuiMHbl «MH(OPMaMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTUH B
po(eCCUOHATILHON JIESATETLHOCTH SIBIIETCS (popMUpoBaHUE y 00ydyaromuxcsi 0a30BbIX 3HAHUH B
obnacti HMH(POPMAMOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJIOTMH B cdepe JOKYMEHTAL[HOHHOI'O
o0ecrieyeHus yIpaBaeHHs U apXUBHOTO JIea.

2. Mecto aucuuniunbl B cTpykrype OIIOII 6akanaBpuara

Hucunmmna «HQOpMaMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHU B MPO(ECCHOHATBHON
JEsITeIbHOCTH» OTHOCUTCA K 00513aTeNIbHOM yacTu 0J0Ka AUCHUILUIMH 00pa30BaTeIbHON NPOrpaMMbl
1o HampasieHuto noarotoBku 46.04.02 «JlokymeHTOBeneHHE U apXUBOBEICHHUE», KBATH(PHUKAIIHSI
(crenens) «maructp». Jucuumumza usydaercs B 1 cemectpe.

Jlnsi OCBOEHHSI JAUCUUILUTUHBI HEOOXOAWMBI 3HAHMSA, YMEHUS W KOMIETECHIUH CTY/CHTa,
[IOJydYeHHblE TMPU  M3Y4YEHUU  JUCLMIUIMH, M3Y4EHHE KOTOPBIX  OCYLIECTBISETCS IO
o0pa3zoBaTenbHBIM IporpaMMamM OakanaaBpuara.

3. Ilnanmpyemble pe3yabTaThbl 00y4eHHs 110 JMCHUILIMHE

W3yueHne AMCUMIUIMHBI HANpPaBICHO Ha (OPMHPOBAHUE Y OOYYAIOIIUXCS CIEAYIOIIUX
KOMIIETEHIIMH U MHIUKATOPOB UX JOCTHKEHMSL.

Koa u NuaukaTopbl 10CTHKEHNSI KOMIIETeHIM I
HanMeHOBaHHe 3HATh yMeThb BJa/1eTh
KOMIETEHI[UH

OIIK-4. Cnocoben — OCHOBHBIC TPOIIECCHI | — AHATH3UPOBATh — MOHSTHIHHO-
UCIOJIb30BATh B o0acTi | COBpEMEHHBIN TEPMUHOJIOTHYECK
0a30BbIC 3HAHUS B HH(OPMALIMOHHO- PBIHOK MaKeTOB | MM amnmaparoM B
o0nactu KOMMYHHKAITUOHHBIX | TPUKIAIHBIX chepe
MH(POPMALOHHO- TeXHOJIOTHI B cepe porpamMm nH(pOpMaIMOHHO-
KOMMYHHKAI[HOHHBIX JOKYMEHTAI[HOHHOTO | O(HCHOTO KOMMYHHUKAIIHOHH
TEXHOJIOTHH B chepe obecrnieueHUs Ha3HAYCHMS; bIX TEXHOJIOTUH
cBOeH YIIpaBICHUS U | — ICIIOJIb30BATh — TEXHOJIOTHEH
npodeccHoHATEHOM apXHUBHOTO JIETIa, MIPUEMBI MOATOTOBKHU
AEATEITbHOCTH — COCTOSTHUE s dhexTuBHON bi (3 (0):70)%
COBPEMEHHOTO 00paboTku JTOKYMEHTAIlUu B
pBIHKA [IaKeTOB | TEKCTOBBIX JaHHBIX | Cpelae TEeKCTOBOI'O
TIPUKJIATHBIX cpeacTBaMu mporeccopa
nporpamMm O(HCHOTO | MPOTrpaMMBbl Microsoft Word;
Ha3HAYCHHS Microsoft Word; — TEXHOJIOTHEN
—COCTaB TEXHOJIOTHH | — UCIIOJIB30BATh BBITIOJTHEHUS
3JIEKTPOHHOTO ouca | MPHUEMBI BBIUMCIICHUI,
U BO3MOXHOCTH MX | 3(hdexTuBHON rpaguyeckoro
HCIOJIb30BaHUS B| 00paboTku PEICTaBICHUS
peamu3anyu  3a4a4 | TaONWYHBIX JAHHBIX | JIaHHBIX, PEIICHUS
JOKYMEHTAI[MOHHOTO | CpeJICTBaMU 3a1a4y
obecrieyeHus MPOrpaMMBbI ONTHMHU3AINA  JUIS
yIIpaBJICHUS u | Microsoft Excel, TPUHSTHS
apXUBHOTO JIeja — UCTIOJIB30BATh yIIPaBICHYECKUX
— 0COOEHHOCTH TIPUEMBI pelieHnii B cpene
TEXHOJOruu paboThl | 3P (HEeKTUBHOM TaOJIMYHOTO
c TEKCTOBBIMM | paboTbl ¢ Oaszamu | Tpoleccopa
JOKYMECHTaMH, JTAHHBIX Microsoft Excel;
— (pyHKIIMOHATBHBIE cpeacTBaMu — TEXHOJIOTHEH
BO3MOYKHOCTH MIPOTPaMMBbI CO3JIaHMS 6a3
pOrpaMMBbl Microsoft Access; JaHHBIX B Cpele
Microsoft Word:; — MCIIOJIB30BaTh CHUCTEMBI
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— 0COOEHHOCTH MIPUEMBI yIpaBJICHUS
TEXHOJNIOTMU PaboThl |  dPPEKTUBHON 0azaMM  JaHHBIX
c TaOIMUHBIMUA | PAOOTHI c Microsoft Access
JTaHHBIMU; Mpe3eHTaIeH B JUIE  XpaHCHHS U

— (pyHKIMOHABHBIE cpelie  MPOrpaMMbl MOMCKa
BO3MOYKHOCTH Microsoft JIOKYMCHTOB;
HPOrpaMMBl PowerPoint. TEXHOJIOTUEN
Microsoft Excel, MOATOTOBKHU

— 0COOCHHOCTH 3JIEKTPOHHBIX
TEXHOJIOTHH PaOOTHI NPe3CHTAUNA IS
¢ 0a3aMu JaHHBIX, HAaIJISHOIO

— (pyHKIIMOHAIBHBIE PEICTaBICHUS
BO3MOYKHOCTH JTAHHBIX  CITYKOBI
IPOrpamMMbl JIOKYMEHTAI[MOHHO
Microsoft Access; ro obecrneyeHus

— 0COOCHHOCTH yYOpaBJICHU u
TEXHOJIOTUU PabOThI apxupa B CpCEAC
C Mpe3eHTalueH; Mlcrosoﬁ

— QYHKLMOHAIBHBIC PowerPoint.
BO3MOYKHOCTH
IPOrpaMMBbI
Microsoft
PowerPoint.

[TepeueHs 00OOIIEHHBIX TPYAOBBIX (PYHKIMIA U TPYIOBBIX (HDYHKIIUH, UMEIOIINX OTHOLIEHUE K
npodeccnoHanbHOM e TEIbHOCTH BBITYCKHUKA

npogeccHOHANbHbIE 00001IeHHbIE TPY/10BbIE TPYAOBbIe (PyHKIIUH
CTAHIAPTHI GyHKuun

07.004 Yupasienue muppoBoit CriocoOeH pa3pabaTeIBaTh U
ITpodeccronanbHbIi TpaHchopManuu BHE/IPATH CTpaTeruu HudpoBoit
cranapT «Crenuanuct | JOKyMEHTUPOBAaHHBIX cep TpaHcpopMaluu
g poBoi JESATEIIBHOCTH OpraHu3aluu JIOKYMEHTHPOBaHHBIX cep
Tpanchopmauu JEATENBHOCTU OpraHu3aluu
JOKYMEHTHUPOBAaHHBIX
cdep AesITeNbHOCTH
OpraHH3aLN»

4. O0bem, CTPYKTYpa U cOAepKaHHe TUCIUIINHBI
4.1 O0beM TUCIUILINHBI

O6ma;1 TPYAOCMKOCTb JUCHUIIIIMHBI COCTABJISICT 3 3a4eTHBIC CANHUIIDI, 108 AKaJICMHUYCCKUX

qacCoB.

Jns  cryneHTOB O4HOH QopMmbl 00ydeHUs TMperycMOTpeHO 48 vacoB KOHTAaKTHOM
(ayauropHOit) padoTsl ¢ oOyuaronumucs (20 yacoB ek, 24 4acOB MPAaKTHUECKUX 3aHITHIA), 24
yaca CaMOCTOATENbHON paboThl, 36 yacoB koHTponb. 14 wac (30 %) aymutopHOil pabOTHI

MIPOBOAMTCS B UHTEPAKTUBHBIX (popMax.

Jns cryneHToB 3a04yHOM (opmbl oOyueHus mnpeaycMoTpeHo 10 yacoB KOHTaKTHON
(ayauropHOi) paboThl ¢ oOyJaromuMucs (4 Jaca JieKnuid, 6 4acoB MPaKTHYSCKUX 3aHATHH) U 89
YacoB CaMOCTOSITENbHOW paboTel, 9 wacoB koHTposb. 3 4yaca (30 %) ayauTopHOil paboOTHI

MPOBOAUTCS B UHTEPAKTUBHBIX (popMax.




[TpakTryeckas MOArOTOBKA MPH peaau3alii y4eOHOH TUCHMIUIMHBI OpraHU3yeTcs MyTeM
MIPOBEJICHUS MPAKTUUECKUX 3aHATUN, TPETyCMaTPUBAIOUINX y4acTUE O0yUalOIMXCsl B BHITOJTHEHUH
OTAENBHBIX AJIEMEHTOB Pa0OT, CBA3aHHBIX ¢ OyaylIel mpohecCuOHATBLHON 1eATENbHOCTHIO.
[TpakTHyeckass MOATOTOBKA BKJIOYAeT B ceOs OTHEIbHBbIC 3aHATHS JIEKIMOHHOIO THIIA,
KOTOpBIE MpPEIyCMaTpUBAIOT Nepeaady yueOHoi nHpopManuu o0ydarouuMcs, HeoOXOIMMOM auist
MOCJICAYIOIIETO BHIMOIHEHHs paboT, CBSI3aHHOM ¢ OyaylIel npodeccuoHaNbHON AESITETbHOCTHIO.

4.2. CTpyKTYypa QM CHUAIINHbBI

Ounas popma obyuenus

Buabi yueOHoii padorsl, Bkiawuasa | Uarepakr. | CPO
e = CaAMOCTOSITEJIbHYI0 PadoTy dbopmbl
I /;1 Pasjnenni/Temsl 2 CTY/A€HTOB 1 TPYA0€MKOCTh (B o0yueHust
JUCIUIIJIINHBI E yacax)
o Jlexuu IIpakTH4eckue
3aHATHSA
Pa3zoen 1. Hudpouzanus cepbl JOKYMEHTAIMOHHOT0 00eceYeHUsl YIIPABJICHUS H ApXUBHOI0
aesaa
11 Lludposuzanus obmecrea | 1 oj% ) Jlexus- )
TUCKYCCUS
1 Ob6cyxnenue
1.2 [Mu¢ppoBast KynbTypa B o[0% 2 pe3ynbTaToOB 2
chepe 1OY u ALl paboThI B
rpymnre.
Pa3zoen 2. IllpuMeHeHNe TEXHOJIOTHH 3JIEKTPOHHOI0 0(pMca B JOKYMEHTAIIHUOHHOM
olecrieueHUM YNPaBJIeHUsI U APXUBHOM Jiejie
TexHonoruu 1
OO6cyxnenue
AIEKTPOHHOTO oduca Kak
pe3yIbTaToOB
21 |CPEACTBO OpraHM3aIuK 2 /0% paboTHI B 4
JIOKYMEHTHOTO
rpyImme.
oOecrnieueHusl yrpaBiIeHUs
U apXHUBHOTO JieNa
TexHonorust 06padoTku 1 Ob6cyxnenune
TEKCTOBBIX JaHHBIX pe3yIbTaToB
2.2 |cpeacTBaMu mporpaMMsl 2 4 paboThI B 4
Microsoft Word rpymre.
TexHonorus 00paboTku 1 OO6cyxnenue
TaOJMYHBIX TAHHBIX pe3yJIbTaTOB
2.3 |cpencTBaMM MpOrpaMMBbl 4 4/2* paloThI B 4
Microsoft Excel rpyIe.
Texnonmoruss paborer B| 1 OO6cyxnenue
cpene Microsoft Access pe3yJbTaToB
24 4 4 paboTsl B 4
rpyime.
TexHonorvst HOArOTOBKU 1
2.5 MpPE3eHTAlLNM B cpefie 4 4/4* Macrep- 4
Microsoft PowerPoint frace




Buabi yueOHoii padorsl, Bkiawyasa | Uarepakr. | CPO
e = CaMOCTOSITEJIbHYI0 padoTy dbopmbi
w/n Pasjnenni/Temsl 2 CTY/€HTOB M TPYA0e€MKOCTh (B o0yueHust
AMCIUILINHbBI = yacax)
o IpakTHYecKne
Jlekuun
3aHATHSA
Bcero yacos B 14*(30%0)
HHTEPAKTUBHOI (popme:
Hmozo: 20 24 IK3aMeH: 24
36 yacos
IK3aMeH
/*1oMevaroTcs Yachl HA MHTEPAKTHBHBIC (JOPMBI OOYUICHHS
3aounasn popma obyuenus
Buabl yueOHoii padorsl, BKiaw4as | Uarepakr. | CPO
e = CaMoOCTOSITeIbHYI0 padoTy (hopmbl
/' Pa3nesbl/Tembl 2 CTYICHTOB M TPY10E€MKOCThH (B o0yueHust
wn JAMCHUTLTHHBI = qacax)
o IIpakTH4eckue

Jleknuu
3aHATHA

Pa3zoen 1. HudpoBuzanus chepbl JOKYMEHTANNOHHOT0 00ecieYeHUs1 1

APXHUBHOI'0 J€Jia

11 Lludppouzanus obmecrea | 1 211 Jlexus- 1
JMCKYCCHS
1 Oo6cyxnenune
1o |Hudposas KymeTypa B 2 pe3yiIbTaToB 11
coepe 10OY u ALl paboThI B
rpyImrme.
Paszoen 2. IlpumeHeHne TEXHOJIOTHI 3JIEKTPOHHOI0 0(prica B JTOKYMEHTALMOHHOM
o0ecrnieyeHUH yNPaBJICHUsI M1 APXMBHOM Jejie
TexHonorun 1
OO6cyxnenue
3JIEKTPOHHOI0 orca Kak
pe3yabTaToB
21 |CPCICTBO OpraHM3aMK paboTHI B 14
JIOKYMEHTHOTO
rpyImme.
oOecrnieyeHust yrpaBiIeHuUs
U apXHUBHOTO JieNa
TexHonorus 00paboTku 1 OO6cyxnenue
TEKCTOBBIX JaHHBIX pe3yIbTaToB
2.2 |cpencTBaMu MPOrPaMMBbI 2 paloThI B 12
Microsoft Word rpymre.
TexHomorust 06paboTKH 1 OO6cyxnenne
TaOJMYHBIX TAHHBIX pe3yabTaToB
2.3 |cpeacTBaMu MporpaMMBbI 2 paboTHI B 12
Microsoft Excel rpyIme.
Texnonmoruss paborer B| 1 OO6cyxnenue
24 |cpeme Microsoft Access pe3yIbTaTOB 14
paloThI B
rpyIme.




Buabi yueOHoii padorsl, Bkiawyasa | Uarepakr. | CPO
e = CaMOCTOSITEJIbHYI0 padoTy dbopmbi
w/n Pasjnenni/Temsl 2 CTY/€HTOB M TPYA0e€MKOCTh (B o0yueHust
AMCIUILINHbBI = yacax)
o Jlexuu IIpakTH4eckue
3aHATHSA
TexHonorust noArOTOBKU 1
2.5 |nmpesenTaumii B cpesie 2/2* Macrep- 14
Microsoft PowerPoint fotace
Bcero yacos B 3*(30%0)
HHTEPAKTUBHOI (popme:
Hmozo: 4 6 IK3aMeH: 89
9 yacoB
IK3aMeH
/*TIOMeYaroTCs Yachl Ha UHTEPAKTUBHBIC (POPMBI O0YUECHUS
4.3. Conep:xanue TUCHHIIHHBI
Buawbl
OI[€eHOYHBIX
CPeJICTB;
Ne Conep:kanue QM CHUATITHHBI PesyubTars! obyaenns dopmbi
n/n (Pa3gesnbl. Tembl) TEeKyLIero
KOHTPOJIS,
NMPOMEKYTOYHO
W aTTecTalnuu.
Paszoen 1. lndgpoBusanus chepbl JOKYMEHTAIMOHHOIO 00ecre4eHus1 YIPaBJICHUS U
apXMBHOIO Jies1a
Tema 1.1 Hugposuzayusn | Dopmupyemvie KomnemeHyuu: YcTHBIN onpoc
obuwecmea e (Cnoco0eH HCI0Ib30BaTh
[TonsTe uudpoBUzauu U 0a30BbIC 3HAHUA B 00J1aCTH
uudpoBoit  TpaHchopMauu UH(OPMAaIIMOHHO-
KaK MHOT'OACIIEKTHOTO SIBIICHUS KOMMYHUKAI[MOHHBIX TEXHOJIOTUI
Ha HaIlMOHAJIbHOM U B cpepe cBoei
MEKTYHapOIHOM YPOBHE. npoQeCCHOHAIBHON
Bmusnne umdposuzaumu  Ha nesrensHocTH (OTTK-4).
paznuyHble cdepbl o0miecTBa. | B pesynbrare U3yd4eHHs — TEMBI
1.1 | [IpoGnemarnka M(POBOTO | CTYAEHT JOJDKEH:
B3aUMOJICUCTBUS U BIUSHUE HA | 3HAMb:
pa3BUTHE OOINECTBA B LIEIOM. | ® OCHOBHBIE mpoleccel B o0nacTu

®dopmarsl 1 (poBOro
B3aumojeicteus:  LegalTech,
BigData, OnokueiiH u T.n.
[udpoBuzamus.  [{udpossie
TEXHOJIOTHH. [TpaBoBbIE
BOIIPOCHI WCTIOTb30BaHUSI
pecypcoB cetu  HHTepHer.

obecrieueHus
apxusHoro aena (OIIK-4);

UH(pOpPMAIMOHHO-
KOMMYHHUKAITHOHHBIX ~ TEXHOJOTHHA

chepe  TOKYMEHTAIMOHHOTO

YIpaBJICHUS u

é1aoems.

L HOHHTHﬁHO-TepMI/IHOHOFI/I‘{eCKI/IM
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Buael  nuneHsuii  pecypcoB
cetu MHTepHeT. ABTOpCKOE U
UMYILECTBEHHbBIC npasa
pa3pabOTUYMKOB CETEBOTO
KOHTEHTAa. Buapl JIHIEH3UH
pecypcoB cetu  HHTepHeT.

Texnomoruu HCKYCCTBEHHOI'O
HUHTCIIJICKTA.

arrmapaTom B
nH(pOpPMAIMOHHO-
KOMMYHUKAIIHOHHBIX TEXHOJIOTHH
(OIIK-4);

chepe

Tema 1.2 Hudgposasa | ®opmupyemovie Komnemenyuu: VYerHbI onpoc
kynomypa 6 cpepe /IOY u A/ | o  CrnocoOeH HCIIOIB30BAThH
CoLMOKYIbTYPHBIE 0a30BbIC 3HAHUS B 00JIACTH
U3MEHEHHUs, CBfA3aHHbIE C UH(OPMaLIMOHHO-
pacrnpocTpaHeHHUEM IHU(PPOBBIX KOMMYHHKAITUOHHBIX TEXHOJIOTHIA
TEXHOJIOTHIl U CETEBBIX B cdepe cBoeit
KOMMYHHKaIUH. Hcropus npodeccuoHaTBLHON
QG poBOii KYJIBTYPBIL. nesrensHocT (OIIK-4).
AptedakTsl uuppoBoii | B pesynbrare W3yYCHUS ~ TEMBI
KyIbTypbl. TEXHOIOIMYECKUH | CTYACHT JOJDKCH:
JETePMUHU3M M COLUAIBHOC | 3HaAmMb:
1.2 | U3MepeHue TEXHOJIOTUH. ® OCHOBHBIE TIPOIIECCHI B 00IacTH

KOMMYHI/IKaI_II/I}I U KYJIbTYypa. I/IH(bOpMaI_[I/IOHHO'
Ludpa B chepe NOY u AJL KOMMYHUKAIMOHHBIX TEXHOJIOTUI

B cdepe  TOKyMEHTAlMOHHOTO

o0OecrieyeHus  yIpaBieHHs U

apxuHoro jaena (OITK-4);

enademo:.
® NOHSATHITHO-TEPMUHOJIOTHYECKUM

anmapartom B cepe

UH(POPMAIMOHHO-

KOMMYHUKAIIMOHHBIX TEXHOJOTUI

(OITK-4).

Paszoen 2. IlpumeHeHne TEXHOJTOTHI 3JIEKTPOHHOI0 0(prica B JOKYMEHTALMOHHOM
olecrieyeHUM yNpaBJieHUs] 1 ApXMBHOM Jiesie
Tema 2.1 Texnonozuu Dopmupyemovie KOMnEemMeEeHyuu: Otuer o
INEKMPOHHO020 Opuca KaK e Croco0OeH UCToNb30BaTh BBITTOJTHEHUH
cpeocmeo opeanuzayuu 0a30Bble 3HAHUS B 00J1aCTH nabopaToOpHO
O0O0KYMEHMmMHO020 00ecneyeHus nH(pOpMaIIMOHHO- paboTHl,
Ynpaenenus u apxueHo2o KOMMYHHKAITUOHHBIX TEXHOJIOTHIA TECTOBBIH
oena B c(hepe cBoelt KOHTPOJIb
ITonxomel K  TpakTOBKE po¢eCCHOHATBHON
MOHSITHSI DJICKTPOHHOTO o(uca. nesrenpaocTr (OITK-4).
51 XapakTepUCTHUKa TEXHOJIOTHH | B  pesynbrare W3y4eHUS TEMBbI

AIIEKTPOHHOTO  oduca  Kak
CpeACTBa peaju3aluu 3ajad
JOKYMCHTAITUOHHOT' O
oOecrieyeHus YNOpaBiCHUA U
apXHUBHOTO Jea.

Cocras MaKeTOB
MPUKIIATHBIX porpaMm
0(HUCHOTO Ha3HAYCHUS,
[peCTaBICHHBIX Ha

CTY/ICHT JIOJI)KCH:

3HaAMb:

® COCTOSIHUE COBPEMEHHOTO pBhIHKA
[IAKETOB IMPHUKIAJHBIX IPOrpamMm
oucHoro Haznauenus (OI1K-4);

® COCTaB TEXHOJIOTHI 3JICKTPOHHOTO

opuca ©  BO3MOXKHOCTH  HX
WCTONIb30BaHUS B  pealiu3alluu
3a1a4 JIOKYMEHTAITMOHHOTO
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COBPEMEHHOM PBIHKE
MIPOTPaMMHBIX CpPEACTB.
CpaBHuTenbHas

XapaKTePUCTHKA MaKeTOB
MPUKIIATHBIX porpamm
OpUCHOTO  Ha3HAYEHUsS IO
chepe  IPEUMYIIECTBEHHOTO
UCIIONIb30BaHUs, HHTEpEiicy,
CUCTEMHBIM TpeOOBaHUSM,

CTOMMOCTH, JOCTOMHCTBaAM H
HEOOCTaTKaM.

XapakTepuctuka Microsoft
Office KaK THUITHYHOTO
peJCTaBUTEIIS MaKeTOB
HPUKIIaTHBIX porpamm
0(UCHOTO HA3HAYCHHUS:
(bYHKITHOHATIbHBIC
BO3MOXKHOCTH,  CO37[aBaeMbIe
JOKYMEHTBI AJIEMCHTBI
yIpaBICHUS unrepdeiica,
HAaCTPOMKaA.

obecrieueHrss  ympaBJeHUS U
apxuBHoro jeia (OITK-4);

e OOIIYI0 XapaKTEPHUCTHKY MaKeTa
Microsoft Office (OITK-4);

ymembs:

® AHAJIM3UPOBATh COBpPEMEHHBIN
PBIHOK  IMAKETOB  MPHUKJIAJIHBIX
nporpaMM OGUCHOTO Ha3HAYCHUS
(OIIK-4);

6/1a0embn:

® [TOHATUHHO-TEPMHHOJIOTUIECKUM
amnmapaToMm B cdepe
nH(pOPMAIMOHHO-
KOMMYHHUKAITHOHHBIX TEXHOJIOTHIA
(OIIK-4).

2.2

Tema 2.2 Texnonozusn
00padomKu mexKcmoevix
OAHHbBIX Cpeocmeamu
npozpammur Microsoft Word

Crpykrypa uHTepdeiica
Microsoft Word. Co3snanue,
penaKkTupoBaHHE "
COXpaHEeHHE TEKCTOBOTO
JOKyMeHTa. MakeTupoBaHue
JOKyMeHTa. MakeTupoBaHue
CTpaHUIIBI.

dopmaTHpoBaHUE
JIOKYMEHTA. Cosnanne
OTJIABJICHUN U yKa3aTelleu.
Co3manue CIIHCKOB,
HYMEpPOBaHHBIX ab3aries,
TUTEPCCHUIOK. Pabora c
WJUTIOCTPAIMSIMU, TaOJIUIIaMH,
pelaKTopoM bopmy.
Cnoco0sI MpocMoTpa
JIOKYMEHTA.

IToBbilIeHNE
3G (HEeKTUBHOCTH  MOJATOTOBKHU
pi (N (0):10) 7 JOKYMEHTALNH.
Crioco6b1 OBICTPOTO
NepeMeneHrsi M0 TEeKCTY.
Crioco6b1  OBICTpPOrO  BBOJA
Tekcta U rpaduxku. CrocoObl
BBIJICTICHUS ¢dbparmeHTOB
TEKCTa. Crnioco0sl

KOIMUPOBAHUA W TICPCMCIICHUA

Dopmupyemole KOMHEemMeHYUU:

e (CnocobOeH UCIOoIb30BaTh
0a3o0Bble 3HAHUS B 001aCTH
MH(}OpPMaLOHHO-
KOMMYHHKAITUOHHBIX TEXHOJIOTHIA
B c(hepe cBoelt
npodeccuoHanbHOM
nesrenpHocTH (OI1K-4).

B pesynbTare u3yueHUs TEMBI
CTY/ICHT JIOJI)KEH:

3Hamb.

® 0COOCHHOCTH TEXHOJOTHMH PadOThHI

C  TEKCTOBBIMH  JOKYMEHTaMH
(OITK-4);

e GYHKIMOHAJBHBIE  BO3MOKHOCTH
nporpammbl  Microsoft ~ Word
(OITK-4);

ymems:

® JICTI0JIb30BaTh pUEMBI
s dhexTuBHON 00paboTKu
TEKCTOBBIX JaHHBIX CPEICTBAMU
nporpamMmbl  Microsoft ~ Word
(OITK-4);

6naoemn:

® TEXHOJIOTHEN IMOATOTOBKU JIEJIOBOU
JOKYMEHTAIIUH B CPE/Ie TEKCTOBOTO
nporeccopa  Microsoft ~ Word
(OITK-4).

YcerHbI onpoc,
OTYET O
BBITIOJTHCHUH
71a00paTOPHBIX
pabor,
TECTOBBII
KOHTPOJIb




TEKCTa. [louck u 3ameHa
TekcTa. [Iouck Hy»XHOTO CcioBa
B Te3aypyce (UCHOJIb30BaHUE
CMHOHUMOB). BcraBka nathbl.
CTuseBble HACTPOUKH.

2.3

Tema 2.3 Texnonocusn
00padomku madauuHBIX
OaHHBIX cpeocmeamu
npozpammur Microsoft Excel

Ocob6ennoctu wuHTEpdeiica
Microsoft Excel. Cozmanue,
peIaKTHpOBaHUE u
COXpaHEHUE 3JIIEKTPOHHOU
TaOJIULIBL.

OOmass xapakTepucTuka u
GbyHKIIMOHATIbHBIE
BO3MOkHOCTH Microsoft Excel.
[TonsitTue  paboueid  KHHIH,
pabouero  smcTa,  SYCHKH,
nuana3zoHa s4yeek. CrocoObl
BBOJAa W PEAAKTUPOBAHUS
JaHHBIX B  siuedku. Tumsl
JAaHHBIX B sTIelKax.
[Ipumeuanus sueex. Pabora ¢
JTMaTIa30HAMH BEIJICTICHUE,
KOMUPOBaHUE, MepeMEIICHHUE.

[ToBbilIeHHE
3(PEKTUBHOCTH  BBITOJHCHUS
pacyeToB B DIJIEKTPOHHOH
tabnuue. OyHKIUS aBTOMATH-
YECKOTO BBIUMCICHHS CYMM.
BremmonHenne — pacyetoB B
Ta0NuIE ¢ TOMOIIBI0 (HOPMYII.

Onpenenenue HMCTOYHHUKOB
OLINOO0K B ¢dopmynax.
Komuposanue dbopmy.

OTtHOCHUTENbHASA U a0COTIOTHAS
angpecanus adeek. TexHoyorus
paboThl ¢ MacTepoM (hyHKIIHI:

BbIOOp  KaTreropuu, BbIOOpP
byHK1HN, BBOJ "
peIaKkTUpOBAaHUE aPTYMEHTOB.
WuTepnperanust  cooOmIeHU
00 ommOKax.

IloBbiIcHHE
s dexTuBHOCTH
MPEICTABICHUS TaOIHUYHBIX
nanubix. [lomste umbTpa,
PaCIIMPEHHOTO ¢unbTpa.
H3Bieuenue IIOAMHOKECTBa
3anucei C TIOMOIIBIO

Dopmupyemole KOMHEemMeHYUU:

e (Crnoco0OeH UCIoJIb30BaTh
0a3o0Bble 3HAHUS B 001aCTH
nH(pOpMaIMOHHO-
KOMMYHHKAITUOHHBIX TEXHOJIOTHIA
B c(hepe cBoei
podecCHOHATBLHOM
nesrenprocTr (OITK-4).

B  pesynprare u3zyuyeHus

CTY/ICHT JIOJDKCH:

3HAmMY:

® 0COOCHHOCTH TEXHOJOTHU PabOThI

¢ Tabnuunbivu AanabiMu (OITK-4);

TEMBI

o (DYHKIIMOHAIBHBIC  BO3MOXKHOCTH
nporpammel  Microsoft ~ Excel
(OITK-4);

ymems:

® UCTIOJIb30BaTh MPUEMBI
s exTuBHOM 00padOTKH
TAaOJIMYHBIX TAHHBIX CPEACTBAMH
nporpammbl Microsoft Excel OTIK-
4,

enademy'

® TEXHOJIOTHEH BBHITIOJTHCHHUS
BBIUHCIIEHUM, rpaduueckoro
MIPEJICTaBICHUS] TAHHBIX, PEIICHUS
3aJ1a4 ONTHUMH3AIUH JIJIS TIPUHSATHS
yIpaBIeHYECKUX PElIeHUN B cpesie
TaOIMYHOTO Mporeccopa Microsoft
Excel (OITK-4).

VYcrHblii onpoc,
OTYET O
BBIMIOJTHEHUH
71a00paTOPHBIX
pabor,
TECTOBBII
KOHTPOJIb
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buapTparmum. CopTupoBka
TAHHBIX u MIO/IBEJICHUE
IIPOMEKYTOUHBIX UTOTOB.
Co3anue CBOIHBIX TAOJIHII.
IToBbIIEHNE

3P PEKTUBHOCTH TPaPUUECKOro
NPEJCTaBICHUST  TaOJIMYHBIX
JIaHHBIX. XapakTepucruka
pa3IMYHbIX THUIIOB JAHArPaMM.
[TonroroBka  JaHHBIX  JIsS
MOCTPOCHUS arpamm.
Hcnonp3oBanne Macrepa
muarpamm.  JlobaBienue u
pPENAKTUPOBAHUE  DJIEMEHTOB

JuarpaMmal.

TexHomorus BBITIOJIHCHH A
pelICHUA 3a/a4 OIITHUMH3aAlNH
JUIA IIPUHATHA

YIPABJICHYECKUX PEIICHUA B
cpeze TabIMYHOro MpoLeccopa
Microsoft Excel.

Tema 2.4 Texnonozus
paoomut 6 cpede Microsoft
Access

OcoOennoctu uHTep(eiica
Microsoft  Access.  Oomast
XapaKTEePUCTHKA u
(GyHKIIMOHAIbHbIE
BO3MOKHOCTH Microsoft
Access. Ilonsarue 0asnl
JIAHHBIX. XapakTepucTuka
00BEKTOB 0asnl JTAaHHBIX
Microsoft Access: Tabamia,

dbopma, 3ampoc, OTHYET,
Makpoc, MOJYJb.
CtpyKTypHBIE JIIEMEHTHI

TaOIUIIBI 0asnl JaHHBIX
3aIlMCh, moje, Kiro4d. CBoiicTBa
nosieli. Pexumbl  paboThl €
00BeKTaMu 0a3bl JaHHBIX.
TexHomornst co3maHus U

peaaKTUpOBaHUSA Ta0JIHII,
dbopM, OTUETOB, 3aIlPOCOB.
Nunexcuposanue noJew,

CO3/laHHE€ U pelaKTUPOBaHHE
CBsi3el MEeXIy TaOIHULIAMHU.

[ToBbilIeHHE
b (HEeKTUBHOCTH  TEXHOJOTUU
UCTIOJTb30BaHUS METOJIOB
u3BIIeYCHHUs] WHGOpMAIUU W3
0a3el TAHHBIX: MTOWCK,
MPUMEHEHUE ¢bunpTpa,

Dopmupyemole KOMHEemMeHYUU:

e (CnocobOeH UCIOoIb30BaTh
0a3o0Bble 3HAHUS B 001aCTH
MH(}OpPMaLOHHO-
KOMMYHHKAITUOHHBIX TEXHOJIOTHIA
B c(hepe cBoelt
npodeccuoHanbHOMI
nesrenpHocTH (OI1K-4).

B  pe3ynmbraTte H3yueHUsS  TEMBI

CTYACHT JIOJDKCH:

3Hamy:

® 0COOCHHOCTH TEXHOJOTHMH PadOThHI

¢ 6a3amu nanubix (OITK-4);
¢ (YHKIIMOHATBHBIE  BO3MOXXHOCTHU
nporpamMmbl  Microsoft — Access
(OITK-4);

ymemby:

® JICTIOJIb30BaTh TIPHEMBI
s dexTuBHONM paboThl ¢ Oazamu
JaHHBIX CPEACTBAMH TMPOTPaAMMBbI
Microsoft Access (OITK-4);

enademsy:

® TEXHOJIOTHEHN CO3IaHus 0a3

JaHHBIX B Cpelle  CHCTEMBI
yhpaBieHuss  0a3amMu  JTaHHBIX
Microsoft Access misi XpaHeHUs U
noucka gokymenton (OITK-4).

YcTHBIN onpoc,
OTYET O
BBITIOJTHCHUH
nabopaTopHOI
paboThI,
TECTOBBII
KOHTPOJIb,
3aImTa
yueOHOro
MpPOeKTa
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COPTHPOBKa,
3ampoca.

co3JaHne

Tema 2.5. Texnonozun

n0020MO6KU npe3eHmayuil 6

cpeoe Microsoft PowerPoint
OcobGennoctun wuHTEp(deiica

Microsoft PowerPoint.
Crooco0bl  cO34aHUsT  HOBOM
MpPE3CHTALUU: TPU  [OMOIIH
Mactepa aBTOCO/IEpKAHUSA, HA
OCHOBE madiioHa
odopmIIeHuUS, Ha  OCHOBE

IyCTOM Mpe3eHTaluu. PexumMbl
IIPOCMOTpa CJIalI0B.
Pazmemienue Ha cnaiige
00BEKTOB,  MOJATOTOBIIEHHBIX
cpeacrBamu makera Microsoft

Office, u 00BEKTOB,
CO3JaHHBIX B JIPYTHX
COBMECTHUMBIX  MPHIIOKCHHIX
(wLmrocTpanui, aHUMalINH,
3BYKa). dopmarupoBaHue
CHMBOJIOB M  a03ameB Ha
claume. Hcnons3oBanue
COPTUPOBLIMKA CIanoB.
YmpasiaeHue IIOKa30M
CIIaiiIoB.

[Ipe3enTanusi,
npeHa3HauYeHHas TS
HATJSITHOTO  MPEACTaBICHUS
JAHHBIX CITY OBl
JIOKYMEHTAIMOHHOTO
o0OecrieueHus YIpaBlCHUS U
apxuBa: odopmiieHue,
yIpaBJICHHUE IIOKa30M
CIIai0B.

Dopmupyemole KOMHemeHYUU:

e Croco0eH UCTONIb30BaTh
0a30BbIe 3HAHUS B 00JaCTH
nH(pOpMaIMOHHO-
KOMMYHHKAIIHOHHBIX TEXHOJOTHI
B c(epe cBoel
npodecCHOHATBLHOM
nesreaproctr (OITK-4).

B pesynprare u3yuyeHus

CTY/ICHT JIOJKCH:

3Hamb.

® 0COOCHHOCTH TEXHOJOTHU paboTHI

¢ npe3entanueii (OI1K-4);

o QYHKIMOHAJBHBIE  BO3MOKHOCTH

nporpammbl Microsoft PowerPoint
(OITK-4);

TCEMBI

ymemby:
® JICII0JIb30BaTh IPUEMBI
¢ exTuBHOM paboThI c

IIPE3EHTALMEN B Cpelle MPOrpaMMBbl
Microsoft PowerPoint (OITK-4);

e1a0emo:

® TEXHOJIOTHEN II0ATOTOBKHN
QJICKTPOHHBIX Hpe3eHTaI_IHI>'I JJIs1
HarjssgHoro MpEaACTaBICHHUA
JaHHBIX CJ'Iy)K6I>I
JAOKYMCHTAIIMOHHOT O oOecrieueHns
YVIpaBICHUSI M apxuBa B Cpele
Microsoft PowerPoint (OITK-4).

Otuer o
BBITTOJIHCHUH
n1abopaTopHOii
paboTHI,
TECTOBBII
KOHTPOJIb,
3ammra
y4eOHOT0
MPOEKTa

HpI/I opraHu3ann JICKIIUOHHBIX

5. O6pa3oBaTesbHble U HHPOPMAIHOHHO-KOMMYHHKAIIMOHHbIE TEXHOJIOTHHI
5.1 O6pa3oBare/ibHbIE TEXHOJIOTHHU

B xome oOyueHuss HCHONB3YIOTCA TPAAUIIMOHHBIE
BKJIIOYAIOIME ayIUTOPHBIE 3aHATHUA B (GopMme JEeKIUil MU Ja00opaTOpHBIX 3aHATHHA, NpoOIEeMHO-
MTOMCKOBBIE TEXHOJIOTUU B BHJIE MPOOJIEMHOTO M3JI0KEHUS JIEKIMOHHOTO MaTepHala, TUCKYCCHIA,
MPOEKTHBIX (hopM.

o0pa3oBareybHbIE TEXHOJIOTHH,

OcBoeHne ydueOHOro Marepualia CONpPOBOXKAAECTCA WHTEPAKTUBHBIMU (hopMaMu OOydeHHS.

3aHATHH HCIOJIB3YCTCA (bopMa JICKOUUN-IUCKYCCHUU.
J'Ia60paTOpHBIX 3aHATUAX TMPEATIoJIarac€Tcd MHCIIOJIb30BAHNEC TaKWX HWHTCPAKTUBHBIX (i)OpM KakKk
AUCKYCCHA, 3allliUTa IIPOCKTOB.

Jlonst ayIUTOPHBIX 3aHITUN, IPOBOJIMMBIX B MHTEPAKTUBHBIX (hopMax oOyueHUs, COCTaBISET
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tpeboBanusiMm PI'OC BO mno wnampasnenuto noarotoBku 46.04.02 «J/lokymeHTOBeneHUE H
apXHWBOBEJCHUEY.

JUis AMarHOCTHKM KOMITETEHLIUH CTYIEHTOB MPHUMEHSIOTCS Cleayromue (GpopMbl KOHTPOJIS:
YCTHBIH ONpOC; TECTOBBIH KOHTPOJIb, BKJIIOYAs KOMIIBIOTEPHOE TECTHPOBAHME; COOecel0oBaHUE,
sKk3aMeH. TeKymuii KOHTPOJIb 3HAHHWH CTYJEHTOB OCYIIECTBIIIETCS Ha JIAOOPATOPHBIX 3aHATHIX U
IIPY 3aIUTE TPOEKTOB.

5.2 UudopManinoHHO-KOMMYHHKANIMOHHbIE TEXHOJIOTHH

[Tpu opranu3zanuu yueOHOTO MpoLiecca IIMPOKO UCTIONB3YETCS COUeTaHHE 00Pa30BaTENIbHBIX
U UHPOPMAIIMOHHO-KOMMYHHUKAIIMOHHBIX ~ TEXHOJOTHH: MPaKTUKYIOTCS  MYJIbTHUMEIUNWHBIC
JEKIMOHHBIE 3aHATHS, WH(OOPMAIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTUU  COIMPOBOXKIAIOT
MIPOBEJICHUE JTAOOPATOPHBIX pabdOT, OPraHU3aAIMI0 CAMOCTOSATEIHHON PadOTHI CTYACHTOB.

Ha caunre «OJIEKTpOHHAS oOpa3oBaTenbHas cpena KemI ' TK»
(https://ledu2020.kemgik.ru/course/view.php?id= 4137) pa3mMelieHbl TCOPETHUCCKHE, IIPAKTHIECKHUE,
CIIPaBOYHbIE, METOJIMYECKHUE, KOHTPOJIbHO-U3MEPUTEIIbHBIE MAaTEPHAIIBI IO TUCHUTLIINHE.

AKTHBHU3AIIUI0 CaMOCTOSITEIbHOW pabOThl CTYAEHTOB U KOHTPOJb PE3YJIbTAaTOB U CPOKOB
OCBOEHUS DPAa3/EJIOB U TEM JUCLHUIUIMHBI OOECHEYMBAET HUCIOJIb30BAHUE TAaKUX HHTEPAKTUBHBIX
AJIEMEHTOB «JJNEeKTpOoHHOU obOpa3oBarenbHOl cpenbl KemI MK», kak «3amanue» u «Tecry.
NuTtepakTuBHBIM 351eMeHT «TecT» BKIIOUAET pa3InyHbIe TUIIBI BOIPOCOB U MUCIIOIB3YETCS KaK OJHO
13 OCHOBHBIX CPEACTB OOBEKTUBHOMN OIEHKU 3HAHUI CTyJIEHTa B XOJ€ CaMOKOHTPOJISI, TEKYIIETO U
IIPOMEKYTOUHOTO KOHTPOJISI 3HAHUN 11O JUCIUILINHE.

HHTepakTUBHBIN IEMEHT «3aJaHue» MO3BOJISIET MPENOoIaBaTeNI0 MOIIePKUBATH 00PATHYIO
CBSI3b CO CTYJIEHTOM IIOCPEJICTBOM IPOBEPKU 3aJaHUSl (OTUYETOB O BBINOJIHEHUU IPAKTHUYECKUX
paboT, y4eOHBIX HCCIIEIOBATENLCKUX MPOEKTOB) B BHJE PELICH3UM WM KOMMEHTApPHUEB, a TaKkKe
00eCneuYnTh WHAMBUAYAIBHBIH MOAXO0J K OOyYaOMIMMCS C Yy4ETOM HMX TNCHUXO(QHU3HOIOTHUYSCKUX
ocobeHHOCTel. MHTepakTUBHBIE SJEMEHTHI C BO3MOXHOCTHIO OOpaTHON CBSI3U HUMEIOT 0c000e
3HA4YCHUE ISl 3a09HOW (HhOpMBI O0Oy4YEHHS, MOCKOJBKY ITO3BOJIAIOT HE TOJBKO KOHTPOJIHPOBATH
BBHITIOJTHEHUE CTYIEHTOM 3a/laHui, HO ¥ MOTHUBHUPOBATH €r0 CaMOIOATOTOBKY B MEXCECCHOHHBIN
NepUOo.

Hcnonp30BaHne WHTEPAKTUBHBIX 3JEMEHTOB «3amanue» u «Tect» Takxke obecrmeunBaer
¢ukcanuo xojga o00pa30BATEIBLHOTO IPOLIECCa, PEe3yNbTaTOB TEKYyIIEH U IMPOMEXKYTOUHON
yCTIEBAEMOCTH O00YyYaIOUINXCS MO TUCIUTUINHE.

6. YueOHO-MeTOANYeCKOE o0ecTeYeHrne CAMOCTOATEILHOH padoThl 00y4aloImmXcst
Jns  opraHu3anmuMu = caMOCTOSTENbHOM  paboThl  oOydaromuxcsi B «OJEKTPOHHOMI
obpasoBarenpHOi  cpeme  KemI'MK»  https://edu2020.kemgik.ru/course/view.php?id= 4137
pa3MenieHsl cleayone yueOHO-MeTOJUYEeCKIe MaTepHallbl:
Opeanuzayuonuvie pecypcol
e Temarnyeckuil miaH AMCUUIIIMHBL AJIs CTYAEHTOB OYHON (POpMBI 00yUEHHUS
e Temarnyeckuil miiaH AUCUUILIIMHBI AJIs CTYAEHTOB 3a04HON (POPMBI O0yUEHUS
Yuebno-npoepammmuvie pecypcul
e PaGouas nmporpamma JUCHUIUTMHBI
Yuebno-meopemuueckue pecypcul
e DJIEKTPOHHBIE IPE3EHTALNN KOHCIIEKTOB JIEKLIUI
Yuebno-npakmuueckue pecypcoi
e Omnucanust 1a00paTOPHBIX pabOT
Yuebno-oubnuoepaguueckue pecypcol
e (Crucok JmTeparypbl
DoHO oyeHoUuHbIX cpedcm8
e TecTbl JyIsi CAMOKOHTPOJIA
e Bompocsl kK 3K3aMeHY.
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7. ®OoH/I OLIEHOYHBIX CPEICTB

Bxirouaer oueHo4HBIE CpelcTBA UL TEKYIIEro KOHTPOJs YCIEBAaeMOCTH U s
MIPOMEXYTOUHOM aTTeCTAI[MUIIO UTOTaM OCBOEHUS TucHUIUIMHBL. CTpyKTypa U coaepxkanue GhoHaa
OIICHOYHBIX CPEJICTB MPEICTABICHBI B 3JIEKTPOHHON HHPOPMAIIMOHHO-00pa30BaTEIbHON Cpe/Ie.

8. YuebHo-MeToaMuYecKkoe M HHPOPMALMOHHOE 0O0eceuyeHue TUCIHILIMHBI
8.1. Cnucok JiuTepaTyphl
OcHoBHasi 1MTepaTypa

1. HMudopmanroHHbIe TEXHOJIOTUHU B JOKYMEHTAIIMOHHOM OOECIIEUEHUH YIPABICHUS U apXUBHOM
nene: YdeOHo-Meroauyeckoe nocobue / cocraBurenu: O.B. IlpucraBuenko, A.M. OramoB —
Hwxnuit  Hosropoxn: Hwxkeropoackuit rocynusepcuter, 2017. — 40 c¢. — Tekcr:
HEINOCPEICTBEHHBIMN.

2. MHcakoBa, A. . OcHoBbI HHGOPMAIIMOHHBIX TEXHOJIOTHH: yueOHOe mocooue / A. U. McakoBa;
MunucrepcTBOo 00pazoBaHus U Hayku Poccuiickoit @enepanun. — DIeKTpoH. naH. - ToMck:
TYCVYP, 2016. - 206 c. — URL: http://biblioclub.ru/index.php?page=book&id=480808. —
(YuauBepcuteTckas 6mbmmoreka online: 3JeKTpoH. 6ubI1. cucTe-ma). — 3ari. ¢ 3kpaHa. — TeKcT:
3IIEKTPOHHBIM.

HopmaTtuBHbBIE JOKYMEHTHI

3. T'OCT 7.70-2003 CUBU/I. Onucanue 6a3 JaHHBIX WU MAIIMHOYUTAEMBIX HH(GOPMAIIMOHHBIX
MaccuBoB. CocTaB 1 0003HaYeHUE XapakTepucTHK. — MockBa: M3a-Bo ctangapros, 2004, — 11
¢. — Teker: HENOCPENCTBEHHBIN.

4, TOCT 7.73 - 96 CHUBUI Ilomck wu pacnpoctpanenue uHpopMmanuu. TepMuUHB U
onpexaeneHus.- Mocksa: M3n-Bo crannaptos, 1999.-15¢. — TekcT: HEMOCPeICTBEHHbIMN.

5. TOCT 19.001-77 ECIIJ. OO0ume mnonoxenus // Epunas cuctema mnporpaMMHOR
nokyMmeHnTauu.- Mocksa: M3n-Bo crangaptos, 1982.- C. 3-5. — Tekct: HenmocpeACTBEHHbIH.

6. TOCT 34.003-90 Undopmanmonnas  TexHoJorus. KOMIUIGKC  CTaHIapTOB  Ha
aBTOMATHU3HPOBAHHBIC CUCTEMBbl. ABTOMAaTU3HPOBAHHBIE CHUCTEMbl. T€pPMUHBI U OMpECIICHUS
[Tekct]. — MockBa: U3a-Bo crangaptoB, 1990. — 23 ¢. — TekcT: HemoCpeACTBEHHBIH.

7. TOCT 34.201-89 UndopmannoHHas TexHonorus. Kommiekc CTaHIapTOB M PYKOBOASIIMX
JOKYMEHTOB Ha AaBTOMAaTU3UPOBAHHbIE CHUCTEMBL. Buabl, KOMIIJIEKTHOCTh M 0OO3HaUYEHHE
JOKYMEHTOB IIpH CO3/IaHUM aBTOMAaTU3UPOBAHHOM cucTeMbl . — MockBa : M31-Bo cTaHIapToB,
1991. — 12 c. — TeKcT: HenoCPEACTBEHHBIA.

8. TOCT 34.320-96 Nudopmarmonnsie TexHomoruu. Cucrema CTaHAApTOB MO 0azaM JaHHBIX.
Konuenmum um TepMHHOJOTHS JUIsl KOHLENTYalbHOM CXeMbl M WH(OpMalLMOHHOW Oasbl. —
Mocksa: U3n-Bo ctanaaptos, 2001. — 46 c. — TekcT: HEMOCPEACTBEHHBIMN.

9. TOCT P 7.0.8-2013 Cucrema cTaHIapTOB 10 HHPOPMAITUH, OUOIIHOTSIHOMY U U3/IaTEITHLCKOMY
neny. JlenonpousBOACTBO M apXMBHOE Jeno. TepMuHBI M omnpeneneHus. — Mocksa:
Crannmaptundopm, 2013.- 16 c. — Tekcr: HeMOCPEACTBEHHBIH.

10. TOCT P 7.0.10-2010 CUBUJI. HaGop snemeHTOB MeTajaHHbIX «JlyOmuHCKOE sIpo». —
Mocksa: Crangaptuadopm, 2011.- 12 ¢. — TekcT: HenmocpenCTBEHHBIM.

11. TOCT P 7.0.83-2013 CHUBUA. DnextpoHHble u3AaHuss. OCHOBHbIE BUABI M BBIXOJHbIC
ceenenusa. — Mocksa: Crannaptundopm, 2014.- 19 c. — TekcT: HeMOCPEACTBEHHBIH.

12. TOCT P 7.0.95-2015 CUBU/. DOnexkrpoHHble AOKYMEHThL. OCHOBHBIE BHUJbI, BBIXOJHBIE
CBEJIEHUsI, TEXHOJIOTHYECKHE XapakTepuctuku. — MockBa: Cranmaptuadopm, 2016.- 12 c. —
TekcT: HemocpeICTBEHHBIM.

13. TOCT P 52292-2004 NudopmanmoHHasi TEXHOJOTHSA. DIEKTPOHHBI OOMEH WH(pOpMAIIHEH.
Tepmunbl u omnpenenenus. — MockBa: M3n-Bo cranpapro, 2005. — 20 c. — Tekcr:
HEIOCPEICTBEHHBIM.

14. TOCT P 52872-2012 WurtepHer-pecypchl. TpeGoBaHUS JOCTYMHOCTH Ui WHBAJIUAOB II0
3penusi. — MockBa: Ctangaptuadopm, 2014.- 28 ¢. — TekcT: HemoCpeACTBEHHBIH.
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15.

16.

17.

18.

19.

20.

21.

I'OCT P 54989-2012/ISO/TR 18492:2005 OGecneyeHue AONTOBPEMEHHOM COXPaHHOCTH
AJIEKTPOHHBIX JOKYMEHTOB. — Mocksa: Cranmaptundopm, 2013.- 23 c¢. — Tekcr:
HEINOCPEICTBEHHBIM.

I'OCT P UCO 9127-94 Cuctembl o0paboTku nHpopManuu. JJOKyMeHTalus MOIb30BaTEs U
nH(pOpMaIHs HA YIMAaKOBKE NI MOTPEOUTENBCKUX MPOTPAMMHBIX MakeToB. — MockBa: U3n-Bo
cranziaptoB, 2003. — 11 c¢. — Tekct: HEMOCPEACTBEHHBI.

I'OCT P UCO/ MDK TO 9294-93 HWudopmanuoHHas TEXHOJOTHsS. PyKOBOJACTBO TIO
YIPaBICHUIO  JOKYMEHTUPOBAHMEM  MPOrpaMMHOr0  OOecHedeHus. —  Mocksaa:
Crangaprundopm, 2008. — 11 c. — Tekct: HEeMOCPEACTBEHHBIN.

I'ocynapcrBennass mporpamma P® «Mubopmarmonnoe odmectBo 2011 - 2020 rr.»: yrB.
[MocranoBnenuem IlpaBurensctBa P® ot 15.04.2014r. N 313 // Koncynbrant Ilmoc:
CIIpaBOYHAS MpaBoBast cucrema. — 3ari. c JKpaHa. — URL:
http://www.consultant.ru/document/cons_doc_LAW_162184. — TekcT: 37€KTPOHHBIH.

Pl 50-34.698-90 Nudopmanuonnas TexHojorus. Komruiekc cTaHIapTOB W PYKOBOASIIMX
JOKYMEHTOB Ha aBTOMATH3UPOBAHHBIC CUCTEMBI. TpeOOBaHUS K COJACPIKAHUIO IOKYMEHTOB. —
Mocksa: U3n-Bo cranaaptoB, 1991. - 39 c. — TekcT: HemoCpeICTBEHHBIN.

Crpareruu pa3sutus uHpopmanroHHoro odmectsa B Poccuiickoit denepannu va 2017 - 2030
TOOBbI: YTB. YKa3om [Ipesunenra PO or 9.05.2017 r. Ne203 // T'APAHT.PY:
nH()OPMAIIMOHHO-TIPABOBOM nopTa. — 3arm. c JKpaHa. — URL:
http://www.garant.ru/products/ipo/prime/doc/71570570/. — TekcT: 31€KTPOHHBIA.

Poccuiickas ®@enepauus. 3akonsl. OO0 mHpopManuy, MHPOPMALUMOHHBIX TEXHOJIOTHSIX U O
3amute nHbopManum»: ¢denep. 3akoH : [yrB. 27.07.2006 r. N 149-®D3] // Koncyastant [Lmtoc:
CIpaBOYHAS MpaBoOBas cucrema. — 3arm. c JKpaHa. — URL:
http://www.consultant.ru/document/cons_doc_ LAW_61798. — TekcT: 3JIeKTPOHHBIIA.

JlomoJIHuTeIbHAS JIUTEpPaTypa
Bbenokonosa, C. C. Web-texHonoruu B mpoQecCHOHANBHOMN NESTETLHOCTH YUUTENs : yaeOHOoe
nocobue : [12+] / C. C. benokonosa, B. B. HazapoBa. — Mocksa ; bepnun : upexkr-Meaua,
2020. — 180 <c¢. : wm, Tabnm. — Pexwm gocryma: mo moamucke. — URL:
https://biblioclub.ru/index.php?page=book&id=572465 (mata oOpamenus: 04.06.2023). —
TekcT : ANeKTPOHHBIN.
Konomnesa, U.A. Nndopmannonusie TexHonoruu: yuebnoe nocobue / M.A. Konomnesa,
O.A. XoxioBa, A.B. Jleaucos ; moxn pen. U.A. KonoruieBoii. - 2-e u3f., nmepepad. u Jo1. -
Mocksa : IIpocnekt, 2014. - 328 c. - bubmuorp. B k. - ISBN 978-5-392-12385-8. -
URL.: http://biblioclub.ru/index.php?page=book&id=251652. — TekcT: 37K TPOHHBIIA.
Kopuees, .K. UnpopmannonHbie TeXHOIOTHH B paboTe ¢ AokymMeHTamu: ydyeOHuk / M.K.
KopueeB. — MockBa: MWM3patensctBo «lIpocmext», 2017. — 304 c. — Tekcr:
HEINOCPEACTBEHHBIN.
Jlemewiko, T.b. Undopmanironnsie TexHosnoruu B npodeccuonanbHoit aesitensHoct / T. b.
Jlemewko; Poccuiickuil rocyaapcTBeHHbIM arpapHblii yHuBepcuTeT - MCXA umenn K. A.
Tumupszena (Mocksa). — Mocksa, 2018 — 102 c.
Mawmonosa, T. E. MHpopmannoHHble TexHoMOTHH. JIabopaTopHBIN MpakTUKyM : ydeOHOe
nocobue 1 By30B / T. E. MamonoBa. — Mocksa : M3parensctBo FOpaiit, 2022. — 176 c.
Coseros, b. fI. Undopmannonnsie TexHoJoruu : yueOHuk Juis By3oB / b. 5. Coseros, B. B.
[exanoBckwuii. — 7-e u3., mepepad. u gomn. — Mocksa : MznarensctBo FOpaiit, 2022. — 327 c.

8.2. Pecypchl nHGpOPMAIMOHHO-TEJIEKOMMYHMKAIIMOHHOI ceTn «AHTepHeT»

WNudopmanmonnsii mopran «Zakonbase.ru» // 3akoHomatenbHas ©0aza Poccuiickoii
Oeneparnun. — URL: http://zakonbase.ru/. — Tekct: a51eKTpOHHBIH.
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- [IpaBoBoii mopTan B cdepe KyabTypbl: HHPOPMALMOHHO-CIIPABOYHAsE 0a3a HOPMAaTHUBHBIX
JIOKYMEHTOB TIO KynbType / MuUHHCTEpPCTBO KynbTyphl Poccuiickoit ®denepammu. — URL:
http://pravo.roskultura.ru. — TekcT: 2IeKTPOHHBIN;

- LleHTp KOMIIETEHIIMM IO BONPOCAM JOKYMEHTAI[MOHHOTO OOECIeueHHsl YIpPaBICHHUS W
apXUBHOTO JieNIa. — DJEKTPOH. aaH. — 3ari. ¢ skpana. - URL: http://www.edou.ru. — Texkcr:
AJIEKTPOHHBIN.

- ECM-Jornal.ru  Baxknoe 00 3JIEKTPOHHOM JIOKYMEHTOOOOPOTE U  yIpaBIICHUH
B3aUMOJICHCTBHEM. — DIIEKTPOH. JaH. — 3ari. ¢ skpana. - URL: www.ecm-jornal.ru. —
TekcT: 2IeKTPOHHBIN.

- PRO-/lenonpousBoactBo u CO/I. [Topran mist pykoBonuteneit cinyx6 JIOY u cekperapeit
Bcex ypoBHeH. — DOnektpoH. gadH. — 3A0 «MI®S3P». — 3arm. ¢ skpana - URL:
www.sekretariat.ru. — TekcT: 371eKTpOHHBIIA.

8.3. IlporpammHoOe obecnieyeHre H HH(POPMALMOHHBIE CIIPABOYHbIE CHCTEMbI
e ormepanuonHas cuctemMa Windows;
e oducusii naket — Microsoft Office (MS Word, MS Excel, MS Power Point)
e UurepHer-Opaysep: Google Chrome, Internet Explorer, Opera, Mozilla Firefox, ap.
®  JIUYEH3UOHHOE NnpocpammHoe obecnevenue:

— omepanuonHnas cucrema — MS Windows (10, 8,7, XP)

— obucueni maker — Microsoft Office (MS Word, MS Excel, MS Power Point, MS

Access)

® ¢80000HO pacnpocmpaunsiemoe npocpammHoe obecneueHue:

—  o¢ucusi maker — LibreOffice

— Opaysep - Mozzila Firefox (Internet Explorer)
o 63,3]31 JaHHBIX, I/IH(l)OpMaIlI/IOHHO-CHpaBO‘IHI)Ie " ITOUCKOBBIEC CUCTCMBI:

— Koncynsrant Ilmroc

9. MaTepuajibHO-TEXHHYECKO€E o0ecnevyeHne JUCHUIINHBI
Hanuuue yueGHoit 1abopaTopuu, OCHAIIEHHON MPOEKIIMOHHON M KOMITBIOTEPHOU TEXHUKOM,
UHTErpUpOBaHHOU B IHTEpHET.

10. OcoGenHocTH peaM3aly AUCHMILIMHBI VI MHBAJIW/I0B U JIMI ¢ OTPAHUYEHHbIMHU
BO3MOKHOCTSIMHU 310POBbSI

Jnsa  oOecnieyenust o00pa3oBaHUS MHBAIMJIOB U OOydYaloOUUXCSl € OrpaHUYEHHBIMU
BO3MOKHOCTSIMHM 3JI0POBbsI MPUMEHSETCS WHAWBUIYAIbHBIH MOAXOA K OCBOCHHMIO TUCIMIUIMHBI,
WHIUBUAYAJIbHbIE 3aJJaHUSI C YYETOM OCOOEHHOCTEM MX NMCUXO(U3NYECKOTO Pa3BUTUS U COCTOSTHUS
3JI0pOBBSI.

[Ipu cocraBneHMM HMHIUBUAYaJbHOTO Trpaduka OOy4eHUs MPEeryCMOTPEHBl pa3IUyHbIe
BapHaHThl MPOBEACHMS 3aHATHI: B 00pa30BaTENbHOM OpraHu3alvu (B akaJeMHYECKOW Ipymrme u
WH/MBU/YaJIbHO), HAa IOMY C MCIIOJIb30BaHUEM JAMCTAaHIIMOHHBIX 00pa30BaTeNbHBIX TEXHOJIOTHI.

Jlns ocyiiecTBiIeHHUsT MPOLEAYp TEKYILIEro KOHTPOJIS YCHEBAEMOCTH M IPOMEXKYTOUYHOM
aTrectaluu OOydaroluXcsl Cco3JatoTcs (POHABI OLIEHOYHBIX CpPEJICTB, aJalTUPOBAHHBIE IS
WHBINJOB M JIMI[ C OrPaHUYEHHBIMH BO3MOXKHOCTSIMH 3/I0POBbS M TI03BOJIAIOLIME OLEHUTH
JOCTHKEHHE HMMH 3aIUIaHHPOBAHHBIX B OCHOBHOM 0Opa30BaTeIbHOW MpOrpaMMe pe3yibTaToB
o0y4eHHs U YpOBEHb C(HOPMHUPOBAHHOCTH BCEX KOMIIETEHIMH, 3asBIECHHBIX B 00pa3zoBaTeIbHOMH
nporpamme. C y4eToM WHAWUBUIYATBHBIX TCUXO()H3NOIOTHIECKUX OCOOCHHOCTEH O0yJaroIIMXCs
YCTaHABIIMBAIOTCS CIEAYIOIIME aJalTHPOBaHHbIE (OPMBI TMPOBEACHHS] TEKYIIEro KOHTPOJIS
YCIIEBaEMOCTH W TPOMEXKYTOUYHOH aTTecTaluu: s JUI C HapylleHHeM 3peHMs 3aJaHus
MpeyiaraloTcs ¢ YKPyIMHEHHbIM PUQTOM, IS UL C HAPYUIEHUEM CyXa — OLIEHOYHbIE Cpe/ICTBa
NPEJOCTABIIAIOTCS B IHUCBMEHHOH (opMe C BO3MOXKHOCTBIO 3aMEHbl YCTHOIO OTBETa Ha
MUCHMEHHBIN, JJIS JIMI[ C HapYIIEHWEM OIMOPHO-ABUIaTebHOIO ammapara JBUraTelbHble (OpMBI
OLICHOYHBIX CPEJACTB 3aMEHSIIOTCSI Ha MHCbMEHHBIE/YCTHBIE C HWCKIIOYEHHUEM JBUTATEIbHOU
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akTHBHOCTH. [Ipn HEOOXOIUMOCTH CTYACHTY-UHBAIUIY MPEAOCTABISACTCS JONOJTHUTEIBHOES BPEMS
JUTsS BBITTOJIHEHUSI 3amaHusl. [Ipy BBITIOJHEHUH 3aJaHUil JUIsl BCEX TPYIII JIHI ¢ OTPAaHUYCHHBIMHU
BO3MOYKHOCTSIMH ~ 3JIOPOBBSl  JIOIYCKaeTCs  NMPHUCYTCTBUE  WHAWBUIYAIBHOTO  ITOMOIIHHKA-
COIIPOBOKAAIOMIETO Uil OKAa3aHUsl TEXHUYECKON MOMOIIM B O(QOPMIICHUH PE3yJIbTaTOB MPOBEPKHU
c(OPMHPOBAHHOCTH KOMIIeTeHIMH. DopMa MPOBENCHHS TEKYIIEH U MPOMEKYTOUYHOM aTTeCTaIluU
IUIE CTYJCHTOB-WHBAIMJIOB YCTAHABJIMBACTCS C YYETOM WHAWBUIYAIBHBIX TCHXO(DHU3HUECKUX
oco0eHHOCTeH (YCTHO, MUCbMEHHO Ha Oymare, MMCbMEHHO Ha KOMITBIOTEPE, B JOPME TECTUPOBAHUS
U T.OL).

[TonGop um pa3paboTka y4eOHBIX MAaTEPHAIOB OCYIIECTBISCTCS C YY4E€TOM TOTO, YTOOBI
NPEJIOCTABIIATH 3TOT MaTeprall B Pa3IMUHbIX (HOpMax Tak, 4TOOBI MHBAIU/IBI C HAPYILICHUSMH CITyXa
nojrydanu HWH(pOpManuio BH3yalbHO, C HApYNICHUSIMH 3peHUs - aynuanbHo. OOyuarormecs
WHBAJIMIBl M JIMIA C OrPAaHMYCHHBIMH BO3MOXKHOCTSIMHU 3JIOPOBbsi OOECHECUEHBI Yy4eOHO-
METOJAMYECKUMH pecypcamu B popMax, aanTUPOBAHHBIX K OPAaHHUYCHHSM MX 370pPOBbs. Y4eOHO-
METOJMYECKUE PECYpChl 1O TUCIHMIUIMHE «YTIpaBICHHE MPOSKTaMW» pa3MeEIleHbl Ha caite
«INEeKTPOHHAS oOpa3zoBarenbHas cpena KemI'MTK»
https://edu2020.kemgik.ru/course/view.php?id=528), kotopas umMeeT BEpCHIO 1151 CIa00BHIAIIMX.

11. IlepevyeHb KJIIOUYEBBIX CJI0B
ba3a nannbIx
I'unepccrpinku
I'uneprexcThl
Jnarpamma
Jnamna3oH sueek
3anuck
3amnpoc
HNuTepuer
NuTerpupoBannbiec HHOOPMAIIMOHHBIC TEXHOJIOTHA
WuTerpupoBannas nHhopMamoHHas cpesia
WNuterpupoBannast uHGOPMaIMOHHAS CETh
NudopmaninoHHbIe TPOIIECCHI
NudopmaninoHHbIe TEXHOIOTHH
NudopmannoHHble CUCTEMBI
Nudopmaninonnbie pecypcesl
HNudopmaninoHHO-KOMMYHHUKAITHOHHBIE TEXHOJIOTHH
Kunrou
Jlerenna
Jlvuaus Tpenaa
MakpokomMania
Makpoc
Mapxkep naHHbIX
Mopyns
MynsTUMenna
Ocsb
OTHOCHUTENbHAS afpecanus sueeK
Ortuer
Omudposka
[TakeT mpukIaaHBIX MporpaMM OHUCHOTO HA3HAYCHUS
[Toanuce 3HaYEHUI JAHHBIX
[Tone
[Ipe3enTanus
[IporpamMma paboThI ¢ mpe3eHTanuein
IIporpaMMHBII MOYIIb
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PaGouas kHura

PaGouwnit nucr

PenponynupoBanue

Psan nanHbIx

Cepsep

CBopaHas Tabnuia

Cucrema yrmpaBiieHUs 0a3aMu TaHHBIX
Cucremsl nH(pOpPMALIMOHHBIE

Cucrembl nH(GOPMAIMOHHBIE ABTOMATH3UPOBAHHBIC
CucreMbl TeXHOJIOTHYECKHE HH(DOPMALIMOHHbBIE
Crnaiin

CpencrBa nH(GOPMALMOHHBIX TEXHOJIOTUI
TabnuuHbIil mporeccop

TekcToBBII ITpoLeccop

Texnonorus OLE

OunbTp

®opma

dopmyia

OyHKIMA

DNEeKTPOHHBIH 0duc

DNeKTpOHHAs MoYTa

DneKTpOHHBIE HH(OPMALIMOHHBIE PECYPCHI

S dhexTnBHOCTH MHPOPMAITHIOHHBIX TEXHOJIOTUI
Syeiika

Microsoft Access

Microsoft Excel

Microsoft Office

Microsoft Power Point

Microsoft Word
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COJEPKAHHUE

1. Llenn 0CBOCHUS TUCITUTLIAHBI

2. Mecrto aucruruinasl B cTpykType OOII OakamaBpuara

3. [Inanupyemsble pe3ynbTaThl O0YYCHHUS 110 JUCIUTIIHHE

4. O6beMm, CTPYKTypa U CoJiep>KaHue AUCHUTIITMHBI

4.1. O6beM TUCHUTUTUHBI

4.2. CTpyKTypa AUCUUTUIUHBI

4.3. ConeprxkaHue TUCHUILTAHBI

5. O6pazoBarenbHble 1 HHPOPMALIMOHHO-KOMMYHHUKAITMOHHBIE TEXHOJIOTUU
5.1 Obpa3oBaTenbHbIC TEXHOIOTHH

5.2 NudopmanimoHHO-KOMMYHHUKAITMOHHBIC TEXHOJIOTHH

6. YuebHO-MeToqruecKoe o0ecreueHrne CaMOCTOATENbHOM paboThl 00yJatoIINXCs
7. ®OH]1 OLIEHOYHBIX CPEICTB

8. YueOHo-MeToinYeckoe U HHHOPMAIMOHHOE 00eCTICUeHUE TUCIUTIITIHBI
8.1. Criucok nmurepaTypsl

8.2. Pecypchl mHPOpPMAIIMOHHO-TEIICKOMMYHUKAIIMOHHOU ceTH « HTepHeT»
8.3. [Iporpammuoe obecnieueHne 1 HHPOPMAITIOHHO-CIIPABOYHBIE CUCTEMBI
9. MarepuaibHO-TEXHUYECKOE 00eCIIeueHNEe JUCITUTITMHBI

10. OcobeHHOCTH peanu3ayy JTUCIUILIMHBI 7151 HHBAJUAOB U JIMII

C OTPaHUYCHHBIMU BO3MOXKHOCTSIMH 3I0POBbSI

11. IlepeueHb KITFOYEBBIX CJIOB
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