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1. IOSICHUTEJIBHAS 3AIIUCKA

OOpasoBarenbHasi mporpaMMa NpoQeCcCHOHATPHOW  THOArOTOBKM 10 mpodeccuu
«[lenonpounsBoauTenby cocraBiueHa ais odydarommuxcs 10 — 11 xmaccoB 001eo0pa3oBaTeIbHBIX
YUPEKICHUH Ha OCHOBE YCTAHOBJICHHBIX KBATH(PUKAIMOHHBIX TpeOOBaHM (PO ecCHOHATBHBIX
cragmaptoB). Konm mpodeccun: 21299. Cpok oOydenuss mo mnpodeccun: 2 roma. Dopma
oOyuenusi: ouHas. KommuecTBO 4YacoB mo mporpamMme 388 4YacoB, M3 HHX TEOPETHYECKOE
obOydenue — 144 wgaca, npaktudeckoe oOydenue — 244 gaca.

Lenpro HacTOsIIEH TPOTPaMMBI SBIISIETCST MPO(ECCHOHAIBHAS TTOArOTOBKA00YUAOIIHXCS
10 — 11 xmaccoB no mpodeccun «Jlenonpon3BoIUTENbY.

OCHOBHBIMU 3a/1a9aMU TIPOTPAMMBI SIBIISTFOTCSL:

- (QopMHpOBaHHE Yy CTapUICKIACCHUKOB COBOKYITHOCTH OOHmIMX © MNpO(hecCHOHATBHBIX
KOMIICTEHIIHA, HEOOXOIUMBIX JIEIIOTPOU3BOIUTEIIO;

- pa3BUTHE y OOYYarOMIMXCS MOTHBUPYEMOW MOTPEOHOCTH B IMOJYYCHHUU BOCTPEOOBAHHOM
npodeccuu, B OpraHu3aluy CaMO3aHITOCTH Ha PBIHKE TPY/Ia;

- OKazaHuEe OOYYalOIUMCS TPAKTUKO-OPUEHTUPOBAHHOW MOMOIIM B MPO(GECCHOHATLHOM
CaMOOIIPEJICIICHUH, B BEIOOPE ITyTH MPOAOIDKEHHSI TPO(ECCHOHATLHOTO 00pa30BaHMsL.

[IporpamMmMa BKITFOUYAET: MOSCHUTEIBHYIO 3aIUCKY, IUIAHUPYEMbIC Pe3yabTaThl OCBOCHUS
porpaMMbl, y4eOHBIN IJIaH, KaJleHIapHbIA yueOHbIH rpaduk, padodne mporpaMmbl y4eOHBIX
MPEIMETOB, OIICHOYHBIE MaTepuasbl, TEPEeYCHb HSK3aMCHAIIMOHHBIX OWJICTOB, CITHCOK
JUTEPATYPHI.

Teopernueckoe oOyueHHe MPEACTABICHO CISAYIOMIUMU PEAMETaMH:
OCHOBBI SKOHOMHKH OTPACIIU ¥ MPEIIPUSTHSL
OCHOBBI TOCYJapCTBA U IIPaBa
JenoBas KyJbTypa
JIOKyMEHTBI U 1EI0IPOU3BOICTBO
OpraHu3anuoHHas TEXHUKA
WHpopMalnoOHHbBIE TEXHOJIOTHH; KOMITBIOTEPU3aIUS JICIOTPOU3BOICTBA

VVVYYYVY

B nporecce Teopernyeckoro o0yueHus 00yJaromuecs u3y4daroT:
PYKOBOJISIINE MaTepHUajbl M JOKYMEHTHI 110 BEJICHHUIO JIeONPOU3BOCTBA HA
npeanpusTu, ocHOBHBIE nosioxkenus EI'CJL;

OCHOBBI JIEIIONIPON3BO/ICTBA,

MAaIWHOIINCE;

anmapaTHOE U IPOrpaMMHOe o0ecTedeHne KOMITBIOTEPA;

paboTy C 2IEKTPOHHOM MOYTOM;

OpPITEXHUKY, HEOOXOIUMYIO /JIsl paOOTHI 1E€TONPOU3BOIUTENSL.

VVVVY 'V

[IporpaMMoii mpeaycMOTpeHO IMpakTH4eckoe oOyueHue, B Ipolecce KOTOPOro
oOyyaroIuecs OBJa/IeBaOT KIaBUAaTypOi IEPCOHAIBHOTO KOMITBIOTEPA, BHITOIHIIOT paboThl 1O
KOMIIBIOTEPHON 00paboTKe JOKYMEHTOB C HCIOJIb30BAaHUEM CTaHIAPTHBIX KOMIBIOTEPHBIX
porpamm,

[IpomexyTouHas aTTecTauus HOpoOBOAMTCA B (OpME  3a4€TOB, KOHTPOJBHBIX padoT.
[IpodeccuonanbHoe  oOydeHMe  3aBeplIaeTcs  MTOTOBOM  arrecTauMei B (opme
KBaJIM(UKAIIMOHHOTO SK3aMeHa.

K xoHIy 00ydeHus: KaxIbplii 00y4aroLIuiics DOJDKEH YMETh CAMOCTOSITENBHO BBIMTOJIHATH
Bce paboThl, TPEIYCMOTPEHHBIC KBATU(PUKAIMOHHBIMU TpeboBaHusMu. OOyuarommuecs,
OCBOMBIIIKE IPOrpamMMy Npo(ecCHOHANBHOM MOJATOTOBKH, CHAIOT B YCTAHOBJIEHHOM IOpSIKE
KBaIM(UKAIIMOHHBIA 5K3aMeH. OOyuwaromiemycs, clIaBlIeMy KBaJIW(DPUKAIIMOHHBIN HK3aMeH,
npucBamBaercs  KBanudukanus — «/lemompousBoauTensy M BBIAAETCS  CBHIETEIBCTBO
yCTaHOBJIEHHOT0 oOpasua. Jluio, He caBiiee KBAIU(PUKAIIMOHHBIN 3K3aMeH, MOIy4aeT CIpaBKy
YCTQHOBJIEHHOT'O 00pa3la.



2. IIIAHUPYEMBIE PE3YJIbTATBI OCBOEHUS TPOI'PAMMBbI
IIpodeccust — Jlenonpons3BoauTenb.

Jlenonpon3BoauTeNb A0JKEeH 3HATD !
HOPMATUBHBIEC MPABOBBIE AKThI, MOJIOKEHUSI, MHCTPYKIIUH, IPYTHe PYKOBOASAIINE MaTepUabl
U JIOKYMEHTBI 110 BEICHUIO JAEJIONPON3BOACTBA HA IPEAIPUSITUH;
OCHOBHBIE MoyIokeHus1 EquHoN rocy1apcTBeHHON CHCTEMBI 1€TI0NPOU3BOICTBA;
CTPYKTYPY NPEIIPUSATHUS U €ro MOoAPa3ACIICHUI;
CTaHAapThI YHUPUIIUPOBAHHOM CHUCTEMBbI OpTraHU3aIIOHHO-PACTIOPATUTEIILHOM
JIOKYMEHTaI1H;
MOPSAIOK KOHTPOJIS 3a MPOXOXKICHHEM CIY>KEOHBIX JIOKYMEHTOB U MaTepuajoB; OCHOBBI
OpraHM3anuu Tpya;
MpaBuJia HKCIUTyaTalli BHIYUCIUTEIbHON TEXHUKH;
OCHOBBI 3aKOHOJATEJIbCTBA O TPYE; paBUjia BHYTPEHHETO TPYAOBOIO PACIIOPSIIKa;
MpaBHJia ¥ HOPMBI OXPaHbI TPY/a.

Jlenonpon3BOANTENb HOJIKEH YMETh:
OPUHUMATh M PETUCTPUPOBATH KOPPECHOHICHIMIO, HAIMPABISATH €€ B CTPYKTYPHBIC
HoJpa3/ieieHus;
nepeaaBarh JOKYMEHTBI B COOTBETCTBUU C PE3OJIIOLHUEH PYKOBOIUTENECH MpEenrpusTus Ha
UCTIONTHEHUE, 0hOPMIIATh PETHCTPAIMOHHbBIE KapTOYKH WM 0(OPMIISTh OAHK JaHHBIX;
BECTH KapTOTEKy YdYeTa IPOXOXKACHUS JOKYMEHTAJbHBIX MAaTepPHajoB, OCYIICCTBISATH
KOHTPOJIb 32 UX UCIIOJHEHUEM, BBIIaBaTh HEOOXOJMMBIE CIIPABKH MO 3aperuCTPHUPOBAHHBIM
JOKYMEHTaM;
OTHPABJIATH UCIOJIHEHHYIO JOKYMEHTAIUIO 110 a/IpecaTaM;
BECTH Y4YeT IIOJy4aeMOH U OTIPABISEMONH KOPPECIIOHACHIINH, CHUCTEMaTH3UPOBATh H
XPaHUTh TOKYMEHTHI TEKYIETO apX1Ba;
BeCTH palboTy IO CO3/aHUIO CIPABOYHOTO amnmapara I0 JOKyMeHTaMm, OOecreduBaTh
yJIOOHBIN U OBICTPBII UX MOUCK;
MOJATOTaBIMBAaTh W COaBaTb B AapXWB TNPEANPHATHS JOKYMEHTAJIbHBIE MaTepUalbl,
3aKOHYEHHBIE JEJONPOU3BOJICTBOM, PErMCTPALMOHHYIO KapTOTEKy WIM KOMIIbIOTEpHBIE
OaHKH TaHHBIX;
COCTaBJIATh OMMCHU JIeJl, NIEpeaBacMbIX Ha XpaHEHHE B apXHB, 00ecleunBaTh COXPAaHHOCTh
MPOXOJAIIEH CIyKeOHON TOKYyMEHTALINH.




3. VUYEBHBIH ILJIAH
npodeccHnoHaATLHOM MOATOTOBKH
o npodeccun «JleIonpon3BOIUTENbY

Bcero
No 4acoB 3a ®dopma
[Tpenmersl
/o Kypc aTTecTaluu
o0yJeHus
TEOPETUYECKOE OBYUYEHHUE
1. | OCHOBBI 5KOHOMUKH OTPACJIH U IPEITPUITUS 8 3auer
2. | OcHOBBI rocyiapcTBa M Mpasa 8 3ayer
3. | JlemoBas KyneTypa 8 3auer
4, JIOKyMEHTBI U JEIOIPOU3BOICTBO 60 DK3aMeH
5. | OpranuzannoHHasi TEXHUKA 12 3auer
6. | UadopmanmonHbie TEXHOJIOTUH; KOMITbIOTEPU3ALINS 48 DK3aMeH
JIeTIOTIPON3BOICTBA
UTOIO: 144
IMPAKTUYECKOE OBYUYEHHUE
7. | MammHonuch 56 DK3aMeH
8. | KomneloTepnast 06paboTka TOKyMEHTOB 56
9. | [IpakTudeckoe oOydeHHE 120 JIHCBHUK-
OTYET
Koncynpranmm 8
DK3aMeH 4
NUTOIO: 244
BCEI'O: 388
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YUEBHBIN IJIAH
po¢eCCHOHATBHON MOATOTOBKH
1o nmpodeccuu «J1eTonpon3BOIUTENHY

Bcero
No 4acoB 3a ®dopma
[Tpenmersl
/o Kypc aTTecTaluu
o0yJeHus
10 kaacc

1. | OcHOBBI 5KOHOMHKH OTPACIH U IPEIIPUSTHS 8 3auer
2. | OcHOBBI rocyiapcTBa M Mpasa 8 3ayer
3. | JlemoBas KynbTypa 8 3auer
4. | MammHonuch 56 DK3aMeH
5. | Uudopmarmonnsie TEXHOJIOTHH; KOMIIBIOTEpPHU3aLUs 48 OK3aMeH

JeTONPOU3BOACTBA
6. | Opranu3anonHasi TEXHUKa 12 3auer
7. | IIpakTueckoe o0yueHue 120 JIHEeBHUK-

OTYeT
HUTOI'O: 260
11 kaacc

1. | JIOKyMeHTHI U AETONPOU3BOICTBO 60 DK3aMeH
2. | Komnelorepnast 06paboTka TOKyMEHTOB 56 3auer

Koncynprammu 8

DK3aMeH 4

HUTOI'O: 128

BCEI'O: 388




7

4. KAJEHJIAPHBIV YYEBHBI T'PAD®UK

2024/2025 y4ebublii TOA
COT'JTACOBAHO VYTBEPXJIAIO
3aM.upeKTopa Hupextop MBOY «llentp obpazoBanus
r. HiokHeyAMHCK»
H.H. bobpoBHuKoBa E.H. 3unoBbeBa
« » 20 1. « » 20 r.
10 KJIACC
[lepBas yeTBEPTH 02.09.24 r. —26.10.24 r.
Bropast ueTBepTh 05.11.24r. —28.12.24 r.
TpeTbst 4eTBEPTH 11.01.25r. —22.03.25T.
YeTBepTas 4eTBEPTh 01.04.25r. —24.05.25T.
4 geTBepTH 34 y4eOHbIX HeeIu
JleTHs1s MPOM3BOICTBEHHAS TTPAKTHUKA 01.06. - 30.06
11 KJIACC
[TepBas ueTBEpPTH 02.09.24r. —26.10.24 1.
Bropast yeTBepThH 05.11.24r. —28.12.24 1.
Tpetbst 4eTBEpTH 11.01.25r. —22.03.25 .
YeTBepTas 4eTBEPTH 01.04.25r. —-17.05.25 1.
4 yeTBepTH 33 y4eOHbIX Heenu
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5. PABOYHME NTPOI'PAMMBbI YYEBHBIX TIPEJMETOB

5.1. YUYEBHBII NPEIMET «OCHOBbBI DKOHOMHUKHU OTPACJIHA

U IMMPEAITPUATUS»
TEMATUYECKUM IJIAH
Ne Kon-Bo
Tembl
/1 4acoB
1. | 'maBHBIE BOIPOCHI SKOHOMHKHU 2

UenoBek Ha pbIHKE Tpya

2.
3. | Mup nener
4. | BusHec-TUIaH MPEeANPUATHS

COIN NN

HUTOI'O:

IHNPOTPAMMA
Tema 1. 'naBHbIe BOIPOCHI IKOHOMHMKH

Uro takoe s3koHOMHKA. OTPaHUYCHHOCTh YKOHOMUYCCKUX PECYPCOB U IMOPOKIAAEMEIC SIO
pOOJIEMBI.

Tema 2. YesioBeK HA PbIHKE TPYAA
DKOHOMHMYECKasi MpHUpoJa phIHKA Tpyda. UTo Takoe 3apaboTHas IjaTa U OT Yero Ha
3aBUCHT.
Tema 3. Mup nener
[TprurHbI BO3HUKHOBEHHS U (hOpMBI JieHer. OYHKIIMH JEHET B COBPEMEHHOM SKOHOMHUKE.

Tema 4. buzHec-nJan npeanpusaTHs

busznec-nnan MNpeanpuiaTu, rmpaBujia COCTaBJICHUA.
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YUYEBHBIA TPEIMET «OCHOBBI TOCYJAPCTBA U ITIPABA»

TEMATUYECKHWH IJIAH
Ne Kou-Bo
Tembl
n/n 4acoB
1 OCHOBBI KOHCTUTYIITMOHHOTO I1paBa 2
2 OCHOBBI TpakIAHCKOTO TTpaBa 2
3 OCHOBBI TPYIOBOTO MpaBa 2
4 OCHOBBI YT0JIOBHOTO ITpaBa 2
UTOIO: 20
NPOTPAMMA

Tema 1. OcHOBBI KOHCTUTYIIHOHHOI'O IIPABa

OcHoBHble (OpPMBI TOCYJApPCTBEHHOTO ycTpoiicTBa. DenepaTUBHOE yCTPOWCTBO
Poccniickoit ®enepanuu. KoHCTUTYIMOHHBIN cTaTyc Tepputopuu PO.

Opranuszanus rocygapcTBeHHOM Binactu B P®. Peanmuzanus npuHuuna pasiaeieHus
Bnacteii B P®. Ilpesunment kak r1maBa rocynapctBa. DenepanbHoe coOpanue PO.
[TpaButensctBO PO. Iopsmok popmupoBanus. I[TomHoMouwms.

MectHoe camoynpasieHue. OpraHbl MECTHOIO camoymnpasiieHus. X mnonHomouus.
MyHununaisHoe 00pa3oBaHue Kak CyObEeKT MPaBOOTHOIICHUH.

Tema 2. OCHOBBI TPAXKAAHCKOI0 NIPaBa

[TonaTHEe CYOBEKTOB Tpa)kIAaHCKOTO MpaBa. ['pakaaHe Kak CyOBEKTHI T'Pa)KAaHCKOTO
npasa. ['paxaHckas npaBo- 1 JeeclioCOOHOCTb.

Opunnyeckne mmna. Knaccupukamus ropuamdeckunx Jymn.  Kommepueckue
HEKOMMEPUYECKHE OpraHM3aluu. XapaKTepUCTUKAa OCHOBHBIX OpraHM3allMOHHO-TIPABOBBIX
dbopm.

Poccuiickas denepanus kak cyOBEKT rpaX/1aHCKOTO MPaBa.

OOBeKTHI TpakIaHCKUX MpaB. Bemy kak 0CHOBHOM 00BEKT rpaKIaHCKUX IPaB.

IIpaBo cob6ctBenHoCcTH. CozepikaHue IpaBa cOOCTBEHHOCTH. OCHOBaHUS IPUOOPETEHUS
U TIpeKpalieHus npaBa cooCTBEHHOCTU. OCHOBHBIE MTOJIOKEHUSI O HACIIEA0BAHUU.

Tema 3. OcHOBBI TPY0BOI'0 MPaBa
CyObekThl TpynoBoro mpasa. TpynoBoii goroBop. PabGodee Bpems U BpeMs OTIbIXa.
3apaboTHas 11aTa.

Tema 4. PaGouee Bpemsi U BpeMsl OT/bIXa
Pabouee Bpems. HopmanbHas npolo/KUTENbHOCTh paboyero BpeMeHH. CBepXypouHas
pabora. Bpems otnbixa. MarepuanbHas OTBETCTBEHHOCTh. [lucummnuua Tpyna. Oxpana
TpyZAa. 3aHATOCTb HECOBEPIICHHOJIETHUX.

Tema 4. OcHOBBI YT0JIOBHOI'O NPaBa
IIpecrymnienne. Coctas npectyruienus. Coydactue B npectyrieHny. Hakasanue.
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5.2.  YUEBHBIA NPEIMET «JIEJOBAS KYJIbTYPA»

TEMATUYECKHWH IJIAH
Ne Koxn-Bo
Tembl
n/m 4acoB
1 OTHKa, MpodecCHOHAIbHAS ATHKA 2
2 Ciry>keOHBIN YTHKET 2
3 Kynbrypa nenoBoro obmeHus 2
4 KynbsTypa BHEmHero suaa 2
NTOI'O: 8
NPOTPAMMA

Tema 1. ITuka, npodgeccuoHaJIbHAS ITHKA
Ortuka. Ee mpenmer u HasHauenue. [lonstue mnpodeccronanbHol 3TUKH. OCHOBHBIC
KaTeropuu MNpo(ecCHOHANBHONW 3TUKU: [JOJAr, COBECTb, Y€CTb, JOCTOMHCTBO. HpaBcTBeHHas
KyJIbTYpa ¥ MOpajbHasi OTBETCTBEHHOCTb. KOIEKC 4eCTH 1€I10BOr0 4EI0BEKa.

Tema 2. Ciry:keOHbBII I THKET
[Tonstne penoBoro stukera. J{0OpOKENaTENPHOCTP W BEXKIUBOCTH KaK OCHOBA
COBPEMEHHOTO 3THKeTa. HopMbl, mpaBwia TOBEICHHWS W OOIICHWS B JEJIOBOM OOCTaHOBKE.
[IpaBuita mpuBeTCTBUS U NpeAcTaBieHus cTopoH. [Ipuem nmoceruteneii. BU3UTHBIC KApTOYKH.

Tema 3. KyabTypa 1e/10BOro 001meHus

Bunet u nenmu penooro obmenus. CybOopauHamust B JeoBoM oO0mmeHnd. OCHOBHEBIC
TpeOoBaHUSI K JeloBOMY pasroBopy. Kymnbrypa cinyxxkeGHOro pasroBopa. llcuxomoruueckue
OCHOBBI Jie710BOM Oecenbl. HeBepOanbHble cpeicTBa B 1€710BOM pa3roBOpHOM IpakTHke. PeueBoit
STUKET U BEXKIUBOCTbD.

OcHoBHbIE TpeOOBaHUS K BEJICHUIO TelIePOHHOTO pa3roBopa. [loaroroBka k ciryxeOHOMY
TesepoHHOMY  pa3roBopy. KoMmmo3unmoHHble U pedeBble OCOOEHHOCTH  CIYKEeOHOIro
TeneOHHOTO pa3roBopa.

Tema 4. KyabTypa BHelIHero Buaa
KynapTypa BHEmIHETO BHAA COBPEMEHHOIO [JEJIOBOrO 4eloBeKa. JleJOBOM KOCTIOM.
Hcnonb3oBaHne KOCMETHUECKUX CPEACTB U napproMepun. MaHepbl oBe1eHus!.
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5.3. YUEBHBINA NPEIMET «IOKYMEHTBI U JEJOITPOU3BOIACTBO»

TEMATUYECKUM IJIAH
Ne Kon-Bo
Tembl
/o 4acoB
1 | Ucropus opranuzanuu aeiaonpousBoactsa B Poccun 2
2 | llonarue o JOKyMEHTax M crloco0ax TOKYMEHTUPOBAHUS 2
3 | Yaudukauus W CcTaHAapTH3amus  JOKyMEHTOB.  CHCTEeMbI 9
JOKYMEHTAIIUU
4 | YaupuuupoBaHHas CHUCTEMa OPraHU3alMOHHO-PACTIOPSIUTEIbHON 2
nokymenTanuu (YCOPJ). ®opmysip — obpazery OPJ]
5 | TpeboBanus Kk 0OPMICHUIO PEKBU3UTOB IOKYMEHTOB U OJIAaHKaM 2
6 | Opraau3anmoHHO-PACTOPSIUTENbHAS JOKYMEHTAIHS 2
7 OpranuzalvoHHbIE JOKYMEHTHI 6
8 | PacnopsautenbHble JOKYMEHTBI 6
9 | UndopmanmoHHO-CTIPaBOYHBIE TOKYMEHTHI 6
10 | TpebGoBanus K 0OPMIICHHUIO U MIPABHIIA BbIIAYH KOMUN JOKYMEHTOB 2
11 | JIoKyMEeHTHI 110 INYHOMY COCTaBy 10
12 | Cnyx0a JOKYMEHTallHOHHOTO obecrieyeHus yIpaBJICHHUS. 9
TpeboBaHus K OpraHU3anuy J0KyMeHT0000poTa
13 | Opranuzanus npuema JOKyMEHTOB 2
14 | Opranuzanus o6pabOTKH UCXOIAIINX JOKYMEHTOB 2
15 | Peructpanus JOKyMEHTOB 2
16 | Opranuzaiysi KOHTPOJISI HCTIOJTHEHHS TOKYMEHTOB 2
17 | Opranusanusi onepaTuBHOTO XpaHEHUs JOKyMeHToB. HomeHnknarypa 2
JelL.
18 | DkcmepTu3a MEHHOCTH AOKYMEHTOB. [loAroTOBKA /€1 K apXMBHOMY 9
XpaHEHHIO
19 | OpraHm3amnusi JeJIONMPOU3BOJICTBA IO THCBMEHHBIM ¥ YCTHBIM 5
oOpalleHusIM rpaxkiaH
20 | Opranmzamusi paboOTBl € JOKYMEHTaMH, JeJaMH U HW3JIaHUSMHU, 9
COJIEp KaIMHU TPpH(] OrpaHUYCHHS] TOCTyNa K HUM
NUTOI'O: 60

IHPOTPAMMA
Tema 1. UcTopusi opranusanuu geaonpoussoacrsas Poccun

[TonaTne o KOKyMeHTe U Aenonpon3BoacTBe. OCHOBHBIE 3Talbl HCTOPUYECKOTO Pa3BUTHS
nenonpousBoacTBa B Poccuu: mpukaznoe nenonpousBoictBo (XVI — XVII BB.), komnexckoe
nenonpousBoactBo (XVIII B.), munuctepckoe aemompon3BoactBo (XIX — nawamo XX BB.),
JIeITOTIPOU3BOICTBO B COBETCKHIA meproa. CoBpeMeHHast PEeTJIaMEHTAIUS M OpPTaHU3aIINs CITY>KOBI
JIeNTOTIPOU3BOICTBA.

Tema 2. [IoHsiTHE 0 JIOKYMEHTAX H CrIOc00ax
AOKYMEHTHPOBAaHUS
[lonatue o noxkymente. Mupopmaruss u nokymeHT. Ponb uH(OpManuu B COIHAIBHO-
SKOHOMHUYECKUX Tmpoueccax. deaepanbHblii 3akoH "OO0 wuHoOpmanuu, MHGOpMaTH3ALUU U
3ammre  uHpopMmaruu".  IlomMdyHKIMOHANBHOCTH  JIOKYMEHTA. WNudopmanmonnas,
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KOMMYHUKAaTUBHAsA, COLMalbHAsA, KYyJbTYpHas, YIPaBICHYECKas, IpaBOBas, MCTOPUYECKas U
apyrue pyHKIUU TOKYMEHTOB.

[Tonstue o nokymeHTHpoBaHUU. OCHOBHBIE CIIOCOOBI JOKYMEHTHPOBaHUsA. MaTepuaabHble
Hocutenu uHpopmanuu. TekcroBele, rpaduueckue, MAallUHOYUTAEMBIE  JTOKYMEHTHI,
¢doTrooKyMeHTHl.  BimsHuMe  HAy4YHO-TEXHMYECKOrO  Iporpecca Ha  JIOKYMEHT U
JOKYMEHTUPOBAHHE.

Tema 3. YHU(UKAIMSA U CTAHAAPTU3ALHS JOKYMEHTOB.
CucreMbl JOKYMeHTAIUT

Yuudukanus w cranpaptuzanus. [loHsTue "cucrtema IOKyMEHTanuu', €€ IPU3HAKH.
OYHKIHUOHATIBHBIE U OTPACIEBBIC CUCTEMBI JIOKYMEHTALINH.

[Tonstue "yHudumupoBanHas cuctemMa gokyMeHTanuu'"'. CocTaB yHU(DUIIMPOBAHHBIX
CUCTEM  JIOKYMEHTAllUM:  OPraHU3allMOHHO-PAcCHOpSAIUTEIbHAs, OTYETHO-CTATUCTUYECKAs,
nepBUYHAs, y4eTHasl, GUHAHCOBAS U J.

l'ocynapcTBeHHBIE CTaHIAPTH HA YHUPUITUPOBAHHBIC CUCTEMBI JOKYMEHTAIUH.

Qopmyssp AOKYMEHTa W €ro cocraBHble 4acTu. [loHSATHS: peKBU3UT, (GOpPMYISp
JIOKYMEHTa, TUIIOBOW (opmyisip, popmyssap-odpasen, WHAWBHIYAIbHBIA (HOPMYIISIp, TaOelb
dbopM HOKYyMEHTOB, atb00M (opM YHUDUIIUPOBAHHBIX TOKYMEHTOB.

Tema 4. YHUUUHMPOBAHHAS CHCTEMA OPraHU3allHOHHO-PACTIOPAAUTEIbHOM
nokyMenTanuu (Y COPJl).®@opmyJsip-oopazen OP/1

XapakTepucTuka M COCTaB  YHU(HUIUPOBAHHOM  CUCTEMBl  OpPraHU3alMOHHO-
pacnopsautensHoil fokymeHntauuu (YCOP/I), HopMaTUBHBIE JOKYMEHTBI, perjlaMEeHTUPYIOLIIE
npumenenue YCOP/JI.

@opmynsap-obpazell Kak  CXeMa  pPAclOJIOKEHHMsS  PEKBU3UTOB  OpraHU3allMOHHO-
pacnopsaaurensHoro fokymenTta. CoctaB pexkBuzutoB OPJl mo I'OCT P 6. 30 - 97, BapuaHThl ux
PacoJIOKEHUS.

Tema S. Tpeb6oBanusi kK 0popMiIeHHI0 PEKBU3UTOBIOKYMEHTOB U OJ1aHKaM
[TonsTHe «OmMaHK MOKYMEHTa», €ro pojb B OPOPMIIEHHH JOKYMEHTOB. Bujbl OJIaHKOB:
oOuuii OnaHk, OJaHK MUCbMa, OJIaHK KOHKPETHOTO BHJIa IOKYMEHTa (KpOME MHUChMa).
CocTaB pekBHU3UTOB OJaHKa B 3aBUCUMOCTU OT e€ro Buja. [locTOsHHbIE U NEpEeMEHHBIE
pexBu3uTHl O1aHKOB. [IpaBuiia KOHCTpyHpOBaHUS OJIAHKOB.

Tema 6. Opranu3aluOHHO-PACIOPAUTEIbHAS
AOKyMeHTalus
OcHOBHBIE TpyNIBl OPraHHU3ALMOHHO-PACIIOPSAUTENBHBIX JOKYMEHTOB. CocTaB Ipynn
JOKYMCHTOB; X HA3HAUCHUC.

Tema 7. OpranuzaniuoHHbIE JOKYMEHTbI
XapakTepucTUKa W COCTaB OPraHU3AallMOHHBIX JIOKYMEHTOB (yCTaBa, IOJIOXKECHMS,
MHCTPYKLUHU, JODKHOCTHOM HWHCTPYKLMH, TpaBUi), TpeOOBaHHA K UX OG(OPMIIEHUIO.
OCOOEHHOCTH TEKCTa OPraHU3aIMOHHBIX JOKYMEHTOB.

Tema 8. Pacnopsiaure/ibHbIe JTOKYMEHTHI
XapaKTepI/ICTI/IKa H COCTaB paCnopsAAUTCIbHBIX JOKYMCHTOB (HOCTaHOBHeHI/Iﬂ, ImpuKasa,
peLIeHHs, paCIOpsHKEHMs, YKa3aHUs, COBMECTHOTO  pacloOpsIUTEIbHOTO  JOKYMEHTA),
TpebOBaHMs K UX OPOPMIICHUIO, OCOOEHHOCTH TEKCTA.
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Tema 9. UnGopManMOHHO-CIPABOYHBIE JOKYMEHTBI

XapakTepucTuka W COCTaB HMH(POPMAIIMOHHO-CITPABOYHBIX JOKYMEHTOB (CITYKEOHBIX
MUCEM, CIIPABOK, 3asBICHUM, OKJIATHOW 3alHMCKH, aKTa, MPOTOKOJA), TpeOOBaHUA K HX
0(OpPMIIEHHIO, 0COOEHHOCTH TEKCTa KaXKI0T0 BU1a HH(GOPMALIMOHHO -CIPABOYHBIX TOKYMEHTOB.

HopMaTuBHBIE TOKYMEHTHI, YCTaHABIMBAKOIINE TPeOOBaHMS K O(DOPMIICHHUIO TEJIeTrpaMM.
Kareropun TtenerpaMmm. OcobeHHOCTH O(OpMIIEHHUS, COCTaB PEKBU3UTOB. lcmonb3oBaHue
TpadapeTHbIX OJIAHKOB.

TenedoHorpamMmMbl: cocTaB peKBU3UTOB, TpeboBaHus k odopmienuto. [IpaBuna nepenayu
Tese(hOHOTPaMM.

OcoOeHHocTH cocTaBieHUs To0KyMeHTa ¢ moMorbio [1K.

Tema 10. TpedGoBanusi k oGpopmJIEHHIO
U MPaBWIA BbIIAYU KONUI1 TOKYMEHTOB
[Tonstue nommuuHuka. [loanuHHBIE U MOJUIOKHBIE JOKYMEHTHL. Bunbl danbcudukanum
NOKyMeHTOB. [lonsiTie «konusi». Buapl konuii, onpeaensemMple ClIOCOOOM MX BOCIIPOU3BEICHHS.
Konuu, paznudaemMsle 1o cnoco0y UX yJOCTOBEPEHHUS.
TpeboBanust K 0HOPMIICHUIO KONTUI pa3UYHBIX BHIOB. PexBm3ut "OTMETKa O 3aBepeHUN
koruii". TpeOGoBaHMS K IPOCTABICHUIO PEKBU3UTA 10 TMOJHON U cokpamieHHoi popme. [IpaBuna
3aBepeHuUsl KONUI HOTapUaJIbHBIMU KOHTOPAMH U JOJDKHOCTHBIMHU JIMIIAMU OpraHU3auil.

Tema 11. IoKyMeHTBI 110 JIHYHOMY COCTaABY
JIn4yHbIe 3asBICHUS, XapaKTEPHUCTUKH, KOHTPAKTHI, MPHUKA3bl II0 JIMYHOMY COCTaBy,
TPYAOBBIE KHWXXKH, JUYHBIE KapTOYKH, (POpPMBI, MpPEACTAaBICHHSA, JIMYHBIC JIOBEPEHHOCTH,
pacniucku. OcobeHHoctu ux odopmiuenus. Jinunsle gena. CoctaB JOKYMEHTOB JIMYHOTO €.
TpeboBanust kK OG(OPMIICEHHIO JMYHBIX JOKYMEHTOB: aHKEThI, aBToOMorpaduu, pesrome.
OcobenHocTr (OpMHUPOBAHUS U BEJICHHS JIMUHBIX JI€J1, UX TEKYILEro XpaHeHusl.

Tema 12. Ciayx0a 10KYMEHTAIlHOHHOI0 00ecne4YeHus
ynpasJjenusi. TpeGoBaHusi K OpraHu3aIuu J0KyMEHT0000poTa

Cnyx0a HOKYMEHTAIMOHHOTO OOecreyeHus yNpaBJieHHs; OCHOBHas 3adada, (QyHKIUH,
TUIIOBBIE CTPYKTYPBI, JOJKHOCTHOM COCTaB, (G yHKIIMOHATIbHBIE 00s13aHHOCTH
JIEJIONIPOU3BOIUTENISI, HOPMUPOBAHUE TPY/Ia.

[Tonstre "moxymMeHTO000pOT", O0IIME MPHUHIIUIIBEI OpTraHU3aluU TOKYMEHTOO00pOTa, €ro
CTPYKTYpa, HEOOXOIUMOCTh yueTa 00beMa TOKyMEHTO000poTa.

HopMaTtuBHO-MeTOAMYECKHE JOKYMEHTBI, PErJaMEeHTUPYIOIIUE OpPraHu3alri0 paboThI
cyx0s1 IOV u opranuzanuio qokymMmeHToo00poTa. Kommbrorepusalus JOKyMEHTO000pOTA.

Tema 13. Opranuzanus npuemMa 10KyMeHTOB
[Iytu moctyruieHust AOKyMeHTa B yupexnaeHue. [IpueM u mepBoHadangbHas oOpaboTka
JOKYMEHTOB, COCTaB BBINOJHSAEMBIX pa0OT TMpu NEPBUYHOM 0O0pabOTKE JIOKYMEHTOB.
PaccmMoTpeHre NOKyMEHTOB pYKOBOAMTENEM, IIPOCTAaBIEHUE pekBu3nuTa «Pesomonnsy.
OnpezneneHue UCIOIHUTENS B COOTBETCTBUU € pe3oironuei. [IpaBuiia nepenaun JOKyMeHTa Ha
ucnosHenue. [lopa10k UCIOTHEHHS TOKYMEHTOB.

Tema 14. Oprannsanust 00padoTKHUCXOAAIIMX JOKYMEHTOB
[Topsinok ucnosHeHHsT JOKyMeHTOB. OpraHu3anusi XpaHEHUs JTOKYMEHTOB B Ipolecce
ucrnonHenus. Coop mMHQOpMaAIUK, COCTABICHHE UYEPHOBHKA, OEIOBHKA (MIPOEKTA) JOKYMEHTA.
OcobeHHOCTH COCTaBIEHUS JOKYMEHTOB ¢ moMorpio [1K.
ITopsanok coracoBanus NpoekTa 10KyMeHTa. HazHaueHne peKBU3UTOB.
HOpr}IOK MNpEACTAaBJICHUA IMPOCKTAa JOKYMCHTA Ha IOAIHUCH. YTBep)K)IeHI/Ie JOKYMCHTOB.
[ToHATHE WCHOJHEHHOTO JOKYMEHTAa: IpPOBEpKa MPaBHJIBHOCTH O(OPMIICHUS, HAIU4He
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npuioKeHus, azapecara. CopTHpoBKa MO ajapecaTaM M BUJAM OTIPABICHUM, aJlpecOBaHUE,
KOHBEPTOBAHUE, OTIPABKa JOKYMEHTOB.

Tema 15. Perucrpauusi JOKyMeHTOB
CucreMsl peructpauu AOOKYMCHTOB: NLCHTpaJIM30BaHHAA, JACUHCHTPAJIM30BaAHHAA U
cMmemanHasg. OCHOBHOM HpPHUHLMII peructpauud. Kareropuu ITOKYMEHTOB, HE MOJIEKAIIUX
perucTpanunu. OCO6€HHOCTI/I perucTpaivu BXOAAIINX, BHYTPCHHUX U UCXOAAIINX OTOKYMCHTOB,
COCTaB PETUCTPALIMOHHBIX UHJIEKCOB.

Tema 16. Opranuszanusi KOHTPOJISA UCIOJHEHUSA TOKYMEHTOB

PexBusut "OT™MeTka 0 KoHTposie". 3HaueHNEe PEKBU3UTA, TPEOOBaHUS K €r0 IPOCTABIICHUIO.
[ToHsiTHE KOHTPOIS HCIOTHEHHUS JOKYMEHTOB, ero Bujibl. llompasmenenue cimyxObr 1OV,
OCYIIECTBIISIIONIEE KOHTPOJIb HCIIOJIHEHUS;, ero (QyHKIuH, mpaBa. [IpUHIUIBI OpraHU3aluu
KOHTpoJisg. [IOHSATHSA: CpOK HCIONHEHHS, THUIIOBOW CpoK. HopmaTuBHBIE JOKYMEHTHI,
YCTaHABIMBAIOIINE TUIOBBIE CPOKU HCIOIHEHUs. PydHOW M aBTOMAaTH3MPOBAHHBIM KOHTPOJIb
(perucTpalMOHHO-KOHTPOJIbHAs ~ KapTodka). TexHoyioruss BeaeHus KoHTposis. IlpaBuia
u3MeHeHus1 (POJUICHHs]) CPOKOB HCIIOMHEHHUS JOKYMEHTOB. [IpaBuiia CHATHUS TOKYMEHTOB C
KOHTpoJsl. AHamu3 u  0000IlIeHHe pe3yabTaTOB KOHTPOJS HCIOJHEHUS JIOKYMEHTOB.
KoadduimeHT HCIoTHATETPHOCTH, IPaBUiIa €ro OMPEeIICHHUS.

OcoOeHHOCTH BEACHHUS KOHTPOJS PACIOPSIUTENbHBIX JOKYMEHTOB, IIPOTOKOJIOB
3ace/IaHMs KOJUIETHAIBHBIX OPTaHOB.

Tema 17. Opranusanusi onepaTuBHOIO
xpaHeHus 1okymeHToB. HoMenkiiaTypa nen

[onsaTus: neno, GpopMupoBaHue aen, HOMEHKIATypa Jei. 3Ha4YeHHEe HOMEHKJIATYphl JeI
JUTSL KJTacCU(UKAIUY JOKYMEHTOB.

Bunst nomenkmaryp gen. Ilopsimox coctaBieHus, OGOpMIICHHUS, YTBEP)KACHUS U
MPUMEHEHUS KOHKPETHOW HOMEHKJIATYPHI JIeI.

OcHoBHBIE TpeOOBaHUS K OpraHU3alMd XPAaHEHHs WCIOIHEHHBIX JOKYMEHTOB B
JEJIONPOU3BOJCTBE;  HOPMATHUBHBIE  JOKYMEHTBI, pErjJaMeHTHPYIOIIUE  JIaHHBIM  JTall
nokymentoobopota. Ilopsimox ¢opMupoBaHus Jen B JACIONPOU3BOACTBE, OCOOCHHOCTH
(dbopmupoBaHUs B iea JOKYMEHTOB OT/ICIBHBIX KaTEeTOpHil.

[lopsmox 3aBedeHust Jen C Hayala JIEIONPOU3BOJCTBEHHOro roja. Ilamku ans
dbopmupoBanus naen. OO6noxkka nena, npaBuia OQOPMIIEHUS PEKBU3UTOB OOJIOKKH Jela B
MOMEHT 3aBejieHus jena. [IpaBuna XxpaHeHus Ael B IeJIOMPOU3BOJICTBE, CPOKU XPAaHEHHS AeI J0
UX TIepeayd B BEIOMCTBEHHBINH apxuB. OdQucHas TEXHUKA, NMPUMEHsICMas TPH TEKYyIIeM
xpaHeHuu aen. OTBETCTBEHHOCTh 32 COXPAaHHOCTh JOKYMEHTOB. [1ops/10K BbIIaul TOKYMEHTOB U
JIe]T BO BPEMEHHOE TI0JIb30BaHNE.

Tema 18. DxkcnepTu3a neHHocTu J0KyMmeHTOB. [loaroroBka nen
K APXMBHOMY XPAHECHHUIO

[TonsTue "skcrepTH3a LEHHOCTH JOKYMEHTOB". [IpMHIMIBI M KPUTEPUM OIpeAeTIeHUS
HAayYyHOW, MCTOPUYECKOM M TPAKTHYECKOM LEHHOCTH JOKYMEHTOB. CpOKM XpaHEHHS
JTOKyMeHTOB. [lepeuHn JOKyMEHTOB C YKa3aHMEM CPOKOB XpaHEHHUs, UX BHJbI, Ha3HAYCHHE,
CXEMBI IOCTPOEHUSI.

Oranbl W TOPSJIOK TMPOBEACHUS OKCHEPTHU3bl ILIEHHOCTH JOKyMeHToB. [lopsimok
YHUYTOKEHUSI TOKYMEHTOB U O(OPMIICHHUS Pe3yJbTaTOB AKCHEPTH3bl. DKCIIEPTHBIE KOMUCCHH,
uX (pyHKUIMH, TpaBa.

[lepeueHp MeponpuATHH IO TMOJATOTOBKE Jei K Iepenaye B apxuB. TpeOoBaHusA K
O(QOpPMIICHHIO JI€7T MOCTOSIHHOTO, BPEMEHHOIO0 CpPOKOB XpaHEHUS U IO JINYHOMY COCTaBy.
[Tonstue ommcu nen. HeoOXOOUMOCTh COCTaBJIECHHS OMUCH JEN Ha pa3jMyHble KaTerOpHH



15

nokyMeHTOB. ITopsiok coctaBieHus, opopMIIeHHs, COTJIAaCOBAaHUS U YTBEPXKACHUS OMHCH /e
CTPYKTYpPHOTO noapasaeneHus. [lopsnok nepenadu nen B BEIOMCTBCHHBIN apXUB.

Tema 19. Oprannzanus 1eJIONpoU3BoACTBA
110 MUCBMEHHBIM H YCTHBIM 00pAIEeHUAM I'PAKAAH

[lonatne o0 mTpeAnoXeHWH, 3asBICHHM, KaimoOe. HopmaTuBHBIE  TOKYMEHTHI,
pPErIaMEHTUPYIOIIME OpPraHU3alUI0 JEJONPOU3BOJACTBA IO IPEMJIOKEHUSAM, 3adBICHUSAM U
x)aobam rpaxaan. OcHOBHBIC 33a4u U QYHKIUU cIyk0bl JIOY 1mo opraHu3aiuy JHYHOTO PH-
eMa TpakIaH M JAEJIONPOU3BOJACTBA IO NPEAJIOKEHUAM, 3asBICHHAM M Kajo0aM TIpakIaH.
TexHOJIoTusT OCHOBHBIX ONEpalMii 10 NPUEMY, PErUCTPALlMM, KOHTPOIK HCIIOJHEHHUS,
opraHu3anuy HMH(GOPMALMOHHO-CIIPABOYHOH pa®oOThl 1O JaHHBIM JoKyMeHTaM. Cpoku
ucronHeHus. TpeOoBaHUS K COAEP)KAHUIO OTBETHBIX JOKyMeHTOB. OOoOIIeHue, aHanmu3 u
UCIOJIb30BaHUE JIAaHHBIX IO paboTe ¢ oOpamieHusmMu rpaxzaad. OcoO0eHHOCTH (pOopMUPOBaHUS U
oopmieHus aen ¢ oOpaleHusIMU TpakJaH. JKCIEPTU3a UX [IEHHOCTH, CPOKH XPaHCHHUS.

Tema 20. Opranuszanus padoTsl ¢ JOKYMEHTaMM,deJ1aMU
W M3aHUSIMH, COACPKAIMMMHUTPH( OrpaHUuYCHUs
AOCTYIIA K HUM

[lonsaTe 0 cBeNEHMAX OrPaHMUYEHHOrO pacnpocTpaHeHus. HopMaTuBHBIE HOKYMEHTHI,
periaaMeHTHpYIOIIME NOpSAJOK paboThl C JOKYMEHTaMH, JI€IaMU U U3/IaHUAMHU, COAECpKAIIUMU
rpu¢ orpaHUYEHUs JOCTYyIA.

OOmue mnoJIoKEeHHs 10 OpraHu3aluu paboTbl C JOKYMEHTaMH, COAEpX aluuMH Tpud
orpaHuyeHus pocryma. IlpaBuna onpeaeneHuss HeEOOXOAMMOCTH MpPOCTaBiIeHHUs TIpuda
orpanuueHusi Jjocryna. IlozmpasgeneHus, OCYILIECTBISIOIIME OpraHu3aluio paboThl ¢
JOKYMEHTaMH, COJepXalluMH I'pud OrpaHMYEHHs AOCTyMNa, KOHTPOJIb 3a HepasIjallleHHueM
CBEJICHUH, TPOBEPKY HAINYUSI.

OcobeHHOCTH BeACHUS JIEJIONPOU3BOACTBA IO JOKYMEHTaM, COJepXKalluM TIpud
OTpaHMYEHUs JOCTyINa: IpUeMa W PErucTpalMM, I€YaTaHWs W Pa3MHOXKEHUSA, OTIIPaBKH,
(dbopMHpoBaHuUs B /1€, UCIIOJIb30BaHUS, 00ECIIEUEHHsI UX COXPAHHOCTH.

[Tonstue kommepueckoit Taitabl (KT). YcnoBus, npu KoTOpbIX UHPOpMALHS MOXKET OBbITh
otHeceHa k KT. IlpumepHsiii nepedeHbp cBeneHui, coctaBmsiommx KT npeanpusrus.
HopMaTuBHBIE JOKYMEHTBI, YCTaHaBIMBAIOIIME IIEPEUEHb CBEIEHUM, KOTOPHIE HE MOTYT
coctaBisaTh KT. Tlepeduenr mepompusituii mo obOecnedenuto 3amutbl KT. OO6s3aTenscTBO
pabOTHUKOB O Hepa3IalleHu KOMMEPYECKOH TalfHBI.
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5.4. YUEBHBIA NPEIMET «OPTAHU3AIIMOHHASI TEXHUKA»

TEMATUYECKUM IJIAH
Ne Kou-Bo
Tembl
/11 4acoB
1 BBenenue 2
2 CpelcTBa COCTaBJICHUS OPUTHHAIIOB TEKCTOBBIX JJOKYMEHTOB 2
3 CpencrtBa 11 00pabOTKH JOKYMEHTOB 2
4 CpenctBa KONMMPOBAaHUS ¥ ONEPATHBHOTO  PAa3MHOXKCHUS
JJOKYMEHTOB 2
9) Cpenctsa cBsI3u 2
6 CpencTBa pacro3HaBaHHs JOKYMEHTOB 2
NTOI'O: 12
NPOTPAMMA

Tema 1. BBenenune

HepCHGKTI/IBI-)I BHeIIpeHI/Iﬂ COBpeMeHHI)IX TCXHUYCCKUX CpCI{CTB B BBIIIOJIHCHUC HpOHGCCOB
OpraHU3aI[MOHHO-YIPaBIEHYECKOTO TPY/a.

OO0pabotka wHpOpPMAIUU, JOKYMEHTUPOBAHHE C TOMOIIBIO KOMILIEKCA TEXHHYCCKHUX
CPEJICTB.

Krnaccudukanus cpeicTB OprTeXHUKH.

Bunel v Ha3HaYeHHE OTACIBHBIX TPYIIT OPITEXHUKH.

CoBpeMEeHHOE OCHANICHHUE MTOMEIIICHUH JIJIs ISTOMPOU3BOJICTBEHHOM cITy:KOBI. TpeOoBaHus
0e30MacHOCTH TPpy/a.

Tema 2. CpeacrBa cocTaB/IecHHsS] OPUTHHAJIOB
TEKCTOBBIX IOKYMEHTOB

Knaccugpukanuss nuIIymux MamIMHOK, BHJBI, OSKCIUTyaTallMOHHBIE BO3MOXHOCTH.
Ilogpa3neneHne rpynn NUINYIIMX MAMIMH B 3aBHCHUMOCTH OT HCIOJB30BAHMS B HHUX BHJIOB
mpudToHOCUTENeH (phlYakHble, OE3pbIUaXHbIE); JOCTOMHCTBA M HEJIOCTAaTKH Mojeneit
NUIIymuxX MamuH. O0ume TpedoBaHys K MULIYITUM MallliHaM.

YCTpOUCTBO U 3KCIITYyaTallMOHHBIE BO3ZMOXKHOCTH DJIEKTPOMEXAHUYECKUX U DJIEKTPOHHBIX
MalInH.

JlukTo(hoHHAs TEXHMKA, KIaccu(UKalus, IPUHLUN IeHCTBUS, TPUMEHEHHE.

KomneloTepHasi TeXHHMKa B OpraHusaluu Tpyja JenonpousBojautensd. Knaccuduxanums
[13BM. AnnaparHoe obecnieuenue. Ilporpammuoe odecnieuenue. [lpunTepsl, Buabl, Ha3HaYEHHE
Y IPUMEHEHUE.

Tema 3. Cpenacrsa 111 00padoTKH TOKYMEHTOB

HomenkmnarypHo-anpecHsle, MapKepoBaJbHbIE MAIIUHBI, WX Ha3HAUYEHUE, MPUHIIUI
JIEHCTBUS, MPaBUIIa SKCILTyaTaIuH.

Bymaroyauuroxaromue anmaparhl, KOHBEPTO-BCKPBIBAIOIINE, KOHBEPTO3AaKJICHUBAIOIINE
MaIIMHBI, WX YCTPOWCTBO, TNpaBWia OJKCIuTyaTaruu. CIIMBAaTeNH, ITallKH, PETHCTPATOPHI,
JIBIPOKOIIBI, HyMEPaTOPhl, CTEIJIEPHI, TaTHPOBIIUKHU, HACTOJIBHBIEC TIEPETIIETHBIE MAIIUHBI U JIP.;
WX BUJIBI, NpuMeHeHue. Pa3mereHue cpeactB miis oOpabOTKH TOKYMEHTOB B CIYy)KEOHOM
MOMEIIEHUH.
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Tema 4. Cpeacrsa KONMPOBAHUSA U ONIEPATHBHOIO
Pa3MHOKeHHA IOKYMEHTOB

CymHOCT KONMUPOBAHHA M PA3MHOXKEHHUS JOKyMeHTOB. Ilpomeccsl KomupoBaHHs
NOKyMeHTOB. CrocoObl OINEpaTUBHOTO Pa3MHOXKEHHS JTOKYMEHTOB. Buasl 000pynoBaHus.
Puzorpadrl. KonupoBansubie anmapartsl. [Ipunain geiicteus. [IpumeHenue.

TpeboBaHust K pa3sMELICHUIO CPEICTB KONUPOBAHUS M ONEPATHBHOTO Pa3MHOXKCHHS
JIOKYMEHTOB B IIOMEIICHUSIX.

[TpaBuiia 6€30MacHOM 3KCILTyaTalUu.

Tema 5. CpencrBa cBsizu

CpenctBa pakcUMUIIBHOM CBA3H; UX (DYHKIIMOHAIBHBIE BO3MOXKHOCTHU. Tenedakc.

DNeKTpOHHAas MOYTa, €€ Ha3HAYCHHUE.

AbGoHeMeHTCKUH Tenerpad, TeneTanbr, MpUHIUNI paboThl, YCTPOHCTBO, TPUMEHEHHE.

Tenedbonnsie anmapaTel, HX KiIacCUpUKaluUsi. YCTPOWCTBO U HKCIUTyaTallHOHHBIE
BO3MOXXHOCTH Tele(OHHBIX amnmapatoB B 3aBUCMMOCTH OT BHJA. AmmapaTsl C OJOKaMu
OTIepaTUBHOM MaMsTH, C aBTOOTBETYMKOM, PErYJISITOPAMH I'POMKOCTH BBI3BIBHOTO CUTHAJIA U JIp.
PaguorenedoHsl.

Cenexropbl, Munu-ATC. Hasznauenne u mnpumeHenue. CoroBasi TeneoHHas CBA3b.
IleiimxuHTrOBast CBA3L.

VYerpoiictBa s MOBBIICHUS 3(G(EKTUBHOCTH TelNeOHHOW CBsI3U  (aBTOHAOOPHI,
YCUJIUTEIH TPOMKOCTH, IEPErOBOPHBIE YCTPOWCTBA HAa HECKOIBKO aOOHEHTOB, YCTaHOBKH
OTIepaTUBHOM CBSI3U U JIp.).

OcHOBHBIE TpeOOBaHHS K pPAa3MELICHHIO CPEICTB CBSI3M B CIYKEOHOM TOMEIICHUH.
[TpaBuiia 6€30MacHOi IKCILTyaTallu.

Tema 6. CpeacTBa pacno3HaBaHUs IOKYMEHTOB
Ckanepsbl. Bunpl. [Ipunmun neiictsus. [Ipumenenue.
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5.5.YUEBHBIA NPEJIMET «MTH®OPMAIIUOHHBIE
TEXHOJIOI'NMH; KOMIIBIOTEPU3ALIUA JEJOITPOU3BOACTBA»

TEMATUYECKHWH IJIAH
i Tema Kou-Bo wacoB
/i
1 OOmue cBeneHuss 00 YCTPOWCTBE IMEPCOHAIBLHOTO KOMIIBIOTEPA 6
" | (IT9BM), anmapatHbie ¥ IPOrpaMMHBIC CPEICTBA
2. | Microsoft Windows 4
3. | Co3nmanue JOKYMEHTOB C ITOMOIIBIO TEKCTOBOro peaakTopa \Word 12
4. | O6paboTka nHGOPMAIIHMH C TOMOIIBIO0 TabauuHOro peaakTopa Excel 12
5. | CoBmecTHOE ncnoab3oBanue npuinokenuit Microsoft Office 2
6. | MeTo/pl 3aIUTHI OT KOMITBIOTEPHBIX BUPYCOB 2
7. | CnyxeOHble IporpamMmbl 2
8. | TunoBbIe HEUCTIPABHOCTH M YXOJI 32 KOMITBIOTEPOM 2
9. |Ceru. Internet. DiiekTpoHHAsI TOYTA 2
10. | KommproTepusaius AeI0IPOU3BOICTBA 4
HNTOI'O: 48
NPOTPAMMA

Tema 1. O0mue cBegeHust 00 ycTpoicTBe
nepcoHaNbHOro komnsTepa (II2BM),annaparnbie
U NIPOrpaMMHbIe CpeACTBa

[Tpunuunel paboTel mNepcoHanbHOro KommbioTepa (II9BM). AmnmapartHele cpeacTsa
nepcoHanbHOro komiskorepa tuna |IBM PC u ux ocHoBHbIE (QyHKIHH.

[lenTpanbHBIA TpoIIecCOp, onepaTUBHOE 3anoMuHaromiee ycrpoiictBo (O3VY). Juckopas
namsTh, nepudepuiinpie ycrpoiictBa. EnuHuIBI Hu3MepeHHs HHPoOpManMH. TexXHHUYecKHe
XapaKTEPUCTUKU KOMIIBIOTEPA.

KnaBuatypa xommnbiorepa. Ha3HaueHue KiaBuII pa3iWyHBIX (YHKIUMOHAJIBHBIX 30H.
KomOunanmu xnaBum. TexHHKa Me4aTH U KIaBUATYpHbIE TPEHAXepbl. MaHUIYJIATOP «MBILIbY.
Mogem. Ckanep. Ctpumep.

CoctaB mporpaMMHOro oOecreueHHs MepCOHAIBHOIO KOMIIbIOTEpa.  YIIpaBlieHHE
KOMIIBIOTEPOM C MIOMOILIBIO ONEPALMOHHON cucTeMbl. [IpukiaaHble IporpaMmal.

Tema 2. Microsoft Windows

O6mwue ceenenus o Microsoft Windows, paznuunsie Bepcun. Onucanue pabodero crona.
Hcnonp3oBanne MBIMU. 3alycK MPHKIATHBIX TPOTpaMM C TMOMOIIBI0 KHOMKH «Ilyck».
3aBepiieHue padoThI.

[Mpunnune pabots! ¢ npuiokeHusMa Windows. DnemeHTsl okHa mpuioxkerus Windows.
KHomnk# 3arojoBka OKHa.

ITepememienue okoH. M3meHeHnune pasmepa oxkHa. CBepThIBAHME OKHA. ABTOMAaTHYECKOE
pacIonoKeHHe OKOH.

PaGota ¢ MeHI0: BRIMamaroniee MeEHIO, BCIUTBIBAIONIEE MEHIO, NoaMeHro. [lanenwn
UHCTPYMEHTOB.

[Tanens 3amau w ee anmeMeHTH. llepexmroueHne Mexay mnporpammavu. CripaBovHas
cucrema. /luaaoroBble OKHa.
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Oxno mporpammbl «Moit kommbroTepy. Daiinel, manku U TUCKH. BbeiOOp IuCKOBOTO
Hakonutesns. [lepeMerienne o namnkam, IPOCMOTP COAEPKUMOr0 Marnok. MapipyTel ¥ OJHOE
ums ¢aiina.

Oxno nporpammsl «IIpoBoaHuk». Onepanuu ¢ nankamu M Qaigamu: co3JaHue MAaIKH,
KOIMPOBAHME W TEPEChUIKA MAanoK Hu (ailyioB, neperMMEHOBaHUE NAnoK U (aiiyoB, ynaieHue
nanok u (daitos. bydep oOMeHa u kop3uHa.

[Touck ¢aityioB 1 Manok.

Tema 3. Co3nanne 10KyMEHTOB ¢ IOMOIIbLIO
TeKCTOBOro pexakropa \Word

Kpatkuii 0030p Bo3moknocterr Word. 3anyck penakropa. CtpykTypa okHa. OmmcaHue
371eMeHTOB OKHa. [Tanenu nHcTpymeHToB. CripaBouHasi CUCTEMa, ITOMOLIHUK.

TexHomorust paboThI ¢ TEKCTOBBIMU JIOKyMeHTamH. BBoa Tekcra. Ilepemernienue kypcopa.
[TpokpyTka noxymeHnTa. McnpaBneHnue ommook.

Coxpanenue TOKyMeHTa. 3aKpbITHE JOKYMEHTa. BBIX0/] U3 MporpamMmel.

OtkpbiTHE JOKyMeHTa. Beinenenue ¢parmeHToB Tekcta. (OTMEHa  BBITOJHEHHBIX
neiictBuil. Y nanenue tekcra. Mcnonp3oBanue Oydepa oOMeHa /sl BeIpe3aHus, KONMUPOBAHUS U
BCTaBKHU ()parMEeHTOB TEKCTA.

[TpoBepka opdorpadun. Mcnpasnenue opdorpadudecknx omubox. ABrozamena. [logdop
CUHOHHUMOB.

[Tpuems! popmatupoBanus. Mizmenenue napamerpos (arpuOyToB) mpu@Ta B BACIECHHOM
¢dparmente. PopmarupoBanue ab3amna. Odpamienue adb3auna. Hymeparus, ciucku, MapKephl.

Odopmnenne crpanunbl. YcraHoBka  mojied.  MacmraOupoBaHue — JTOKYMEHTA.
[TpenBaputenbHblil IpocMOTp HokyMeHTa. Iledats nokymenra. Ilapamerps! neyaru. Hymeparus
CTpaHHII U KOJIOHTUTYJIHI.

[Touck u 3ameHa B Tekcre. Mcronp30BaHle aBTOTEKCTA.

Odopmnenne noxkymeHnta ¢ mnomoulpto ctwie. Co3naHue W TMPUMEHEHUE CTHIIA.
OdopmiieHne JAOKyMEHTa € MOMOIIbIO cTUiel ab3aueB. Co3zgaHue JTOKYMEHTOB C IOMOIIbIO
MacTepoB U Ma0JIOHOB.

Pab6ota ¢ Tabnunamu. Co3znanue npoctoit Tadbauubl. BBog nanHbIX B Tabauny. Beinenenue
CTpPOK u cToJ0110B. JloOaBNneHne U yajaeHne CTpok u cTono1oB. [Ipocrelimme BeaucIeHHS.

BcraBka pucyHKoB B TOKyMeHT. llepemenienre 1 n3MEHEHHE pa3MePOB PUCYHKOB.

Tema 4. O6padoTka nHGOPMAIHH € TIOMOIIHIO
TabanyHoro pexakropa Excel

TabnuuHble Mpoleccopbl Kak CpeacTBO 00pabOTKHM (UHAHCOBO-DKOHOMUYECKOW U
cratuctTuueckoi nHpopmaru. OCHOBHbIE TEpPMHUHBI: 3JEKTpOHHas Taliuua, pabouas KHUTA,
pabounii JHCT, sTYeliKa, aapec SYeHKH, akKTUBHas stueikika. Tabmuunblii mporeccop Excel. 3amyck
IIPOrpaMMBbI. DJIEMEHTBI OKHA Mporpammsl. [lanenn nHCTpyMEHTOB.

[Tepememnienue 1o pabodyemy nucty. Box nmannsix. Mcnpasnenne ommubok. Beinenenue
nuana3oHoB siueek. CoxpaHeHue paboueit kHuru. OTmeHa neiictBus komanz. CrpaBodHas
cucTema.

OtxkpbiTHe paboueil kHUTH. PenaktupoBanue paboyero JucTa: yAajJeHUe JaHHbIX B sdelke
U JMara3oHe, BCTaBKa U yJalleHue 3JIEMEHTOB pabouero JKcTa, KOMMPOBAHUE U MEpeMEeleHue
JAaHHBIX.

W3meHeHne pa3mMepoB CTOJIOLIOB U CTPOK.

ManunynupoBaHie pabOYMMM JIMCTAMM: BCTaBKa, yJalleHHe, TepeMelIeHue WU
KOIMPOBaHUE pabOUYUX JIUCTOB.

dopmatupoBaHMe TeKcTa: BbIOOp mpudTa, NPUMEHEHHWE TEKCTOBBIX (hopMaToB,
BbIpaBHUBaHUE JaHHBIX. OdopmiieHne paboynx JUCTOB U UX pacleyaTka.

Dopmarsl YKCEIL.

[Tpumenenue 3anuBku U oOpamiieHusi. Konuposanue Gpopmaros.
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[Teyatp pabouero mamcra. YCTaHOBKAa MapaMeTPOB CTPAHHIBI M OIpeNeleHue O00JIaCTH
neyatu. [IpenBapuTenbHbIA TPOCMOTP MEPE MEYATHIO.

Bremonnenue Beruucnenuii. Co3ganue ¢opmyn. lMcnonb3oBaHHE CCBUIOK Ha SYCHKH:
OTHOCUTEJIbHBIE, A0COJIIOTHBIE W CMeEIIaHHble CCbUIKM. [loMck M ucnpaBieHue omMOOK B
dopmynax. Mcnonp3oBaHue UMEH SY€EK U IUANA30HOB SUEEK.

Hcnonb3oBanue (QyHKUMHA: CHUCOK JIOCTYNHBIX (DYHKIMI, KHOIIKa aBTOCYyMMa,
pelakTUpOBaHKEe ()YHKIIUHA.

Cozpmanne guarpamm. Tumsl guarpamMm U ux ucnoias3oBaHue. CoszgaHue auarpaMm C
nomolbo Macrtepa nuarpamm. I[lapamerpbl auarpaMMmbl: 3arojIOBKM, OCH, JMHUU CETKH,
JeTeH/a, MOANKUCH JaHHbIX.

Ilepemenienue nuarpaMmbel M WM3MEHEHHME pasMepa JuarpaMmmbl. M3menenue tuma
auarpammsl. [ledats quarpamm.

Tema 5. CoBMecTHOE MCIO0JIb30BAHME NPUJIOKEHU
Microsoft Office
CocraB makera Microsoft Office. Beibop mnpuioxkenus mas ucmoib3oBaHus. CrocoOb
COBMECTHOT'O MCIIOJIb30BaHMS JaHHBIX: KOMPOBAHUE, CBSI3bIBaHKUE U BHeIpeHue. [lepexintouenue
MEXy IPOTpaMMaMH.
KomnupoBanue nHpopMaIiu U3 3MeKTPOHHBIX Tadauil B tokymeHT Word u oOpaTHo.

Tema 6. MeToabl 3a1IUTHI OT KOMIILIOTEPHBIX BUPYCOB
KomnbroTepHble BUpYChI, UX MPOMCXOXKIACHHE M paclpocTpaHeHHe. Pa3pyliuTenbHble
JeWCTBHS BUPYCOB. AHTUBHpYCHBIC nporpammsl (Dr.Web; AVP) s oOnapyxeHus U yaaieHus
BUPYCOB, paboTa ¢ HUMH.

Tema 7. Ciry:keOHble IPOrpaMMBbl
ApXUBaTOpHI U APXUBUPOBAHUE.
PesepBHOE KOIMpOBaHME.
WHcTamiauus 1 JeMHCTAIUTSILNS TPOTPaMM.

Tema 8. TunoBbIe HEUCIIPABHOCTH U YXOI
3a KOMIIBIOTEPOM
[IpaBuna skcruryaranuu IIK. Yxox 3a komnbrorepamu. TUnoBele HEMCIPABHOCTH M UX
YCTpaHEHHE.

Tema 9. Cern. Internet. dinekTponHas noura

JlokanpHbIE M TIIOOABHEIE CETHU. Pa3sHOBUJIHOCTH JIOKAJBHBIX CETEHM, MX Ha3HAYCHHE,
o0mui AOCTYn K HMH(POPMAIMOHHBIM pecypcaMm CeTH, JOCTYN K HH(pOpPMAaluu APYroro
KOMIThIOTEpA. ATIIIapaTHBIE PECYPCHI CETH.

OcHoBuble cBenieHus 06 Internet. Ilogkarouenue k Internet. MngpopmanmonHsie pecypcebl
Internet. CpenctBa noucka nndopmanuu B Internet. Coxpanenue HaliieHHONH MH(OpMAaLIUU.
Otuka 1 6e3omacHocTh padoThl B Internet.

DOneKkTpoHHash TMo4YTa. THIBI JJIGKTPOHHOM TouThl. Pabora ¢ aapecHOW KHUTOM.
Co3nanue, oTIpaBKa 1 MOJTy4YeHHE COOOIICHUH.

Tema 10. Komnblorepusanus 1eJ10NPOU3BOACTBA
NudopmanioHHble TEXHOJIOTHH B JeI0NPOU3BOACTBE. D(P(HEKTUBHOCTH HOBBIX METOJIOB
paboTel nenonpousBoguTens. I[IporpaMMbl sl aBTOMATH3alldM  JIEMONPOU3BOJCTBA —
MicrosoftOffice; Bepcun. CocrtaB makera mporpamM. D(HHEKTHBHOCTH HCIOIB30BAHUS,
TpeboBanus Kk ammaparype. OCHOBHbIC IpaBHJa OPraHU3aludd PaboThl ¢ JTOKYMEHTAMH B
COBPEMEHHOI CHCTeMe aBTOMATH3AIINHN [1eJIONPOU3BO/ICTBA.
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5.6. YUYEBHBIA NPEIMET «MAIIIMHOIIUCH»

TEMATHYECKUM IIVIAH
Ne Kon-Bo
Tema
/11 4acoB
1. |U3yuenue wu ocBoeHue KiaBuaTtypbl. OCHOBHOW (BTOpOH) psia 4
KJIAaBUATYpBI: OYKBHI , B, B, a, 1, P, 0, I, II, K, 3
2. | Tperuit (BepXHHUii) psi KIaBUATYpHI: OYKBHI #, 11, Y, K, €, H, T, III, III, 3, X, 4
B
3. |I[lepBbIit (HOKHUI) psAT KJIABUATYPBI: OYKBHI 4, 4, C, M, U, T, b, 0, 10 4
4. |YerBepThlil psa KJIaBUATYPHI: 3arsTasl, TOYKA, JABOCTOYME, KABBIYKH, 4

Shift, Caps Lock

5. |YerBepThli psAa KIaBHATYphl: 3HAaK depTouka (THpe, neduc, 3HaAK 4
repeHoca), TOYKa ¢ 3ariaToi, BOMPOCUTENIbHBIN 3HAK, BOCKJIHIIATEIbHBIN
3HaK, 4epTa ApoOu, CKOOKH, MHOTOTOYHE

6. |YeTBepThlil psaa KiIaBUATYphl: MUGPHI (OJHO3HAYHBIC, MHOTO3HAYHBIC, 4
pUMCKUE), 3HaKH, yroTpediseMble ¢ nudpamu, apupmMeTHuecKue 3HaKu
U ICUCTBHS, XUMHUECKHe (opMyItbl. J[poOu MpoCThIe U NeCITHYHBIC

7. |Ilepexon K MUCBMY TEKCTa, OCHOBHbIC IpaBWJIa IHCbMa TEKCTA. 4
3aroJioBKM 1 110/13arojoBKU. TutynpHblil auct. McnpaBnenue ommoOok.

8. |Knepnoe nmucrMo 4
9. |IIpuemsl BbIIEeCHUS OTACTBHBIX YacTEH TeKCcTa 4
10. | OdopmiteHne npuMeYaHuid, OCHOBaHUH, PUITIOKCHHUH 4
11. | OdopmiieHHE CHOCOK 4
12. |Ilucemo ¢ pykomucHOTO TekcTa. KoppekTypHbie 3HaKn 4
13. | Opopmnenue Tabaui 4
14. | Pa3BuTHE CKOPOCTH MHCHMA 6

HUTOIO: 56

NPOI'PAMMA

Tema 1. Uzyuenne n ocBoeHue KiaBuarypbsl. OCHOBHOI (BTOPOI)
P KJIABHATYPBI:
OykBbI ), bI, B, a, I, P, 0, JI, /1, K, 3
@dopMHUpOBaHUE HABBIKOB JIECATUNAIBIIEBOIO CJENOro METOJa Ie4aTd, PUTM MHUChMA,
0TpabOTKa TEXHUKU MHCbMA, JIBUKEHHE MaJbIEB M0 KJIaBUAType.DJeMeHTapHble TpeOOBaHUS K
0(OPMIICHHIO MAITUHONKMCHOM CTpaHMIIbI (pa3Mep U YCTaHOBKA I0JIeH, HHTEPBaJIbl).

Tema 2. Tpertuii (BepXHuii) psii KJIaBUATYpPbI:
OykBHbI i, I, y, K, €, H, T, III, 1, 3, X, b
OTtpaboTKa TEXHUKH MHChMa, PUTMa, IBIKCHUS MTAJIBIIEB 10 KJIaBHATYpE.

Tema 3. IlepBblii (HUKHMIA) PAX KJIABHATYPbI:
OyKBBI 11, 4, C, M, M, T, b, 0, 10
OTpaboTKa TEXHUKH MHUChMa, PUTMa, JIBFXKCHHS TAJIBIIEB TI0 KJIaBUATYpE.
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Tema 4. YeTBepThlil psil KJIAaBUATYPHI: 3a0ATas1, TOYKA, IBOETOUYHE,
KaBbIYKH, KJaBuiu SHIFT 1 CAPSLOCK

[IpaBuna HanucaHusi 3amsaTOM, TOYKHM, [BOETOYMs, KaBblueK. Ha3zHaueHue BepXHEro
perucTpa v 3aMKa BEPXHEro perucrpa. Y npaKHEHUs JJIsl 3aKpEIJICHUS] HaBBIKOB M€YaTH 3HAKOB
npenuHanus. Hamucanue ab0OpeBHATYphl C MOMOINBIO BEPXHErO PETHCTpa, 3aMKa BEPXHETO
perucrpa.

Tema 5. YeTBepThlil psil KJIABHATYPbI: 3HAK YePTOUYKA
(THpe, Aeduc, 3HAK NEPEHOca),TOUKA ¢ 3aANATOH, BONPOCUTEIbHbIN
3HAK,BOCKJIMLATEIbHbINA 3HAK, 4YepPTa APo0HU,CKOOKH, MHOTOTOYHE
[IpaBuna HamucaHus 3HaKa 4epTouka (THpe, Aeduca, 3HaKa MEPEeHOCa), TOUKH C 3aIrsTON
(xmaBuIIa 0OPaTHOTO X0/Ja KaPETKH ), BOIIPOCUTEIBHOIO 3HaKa, BOCKIUIATEILHOTO 3HAKA, YEPTHI
npodu, CKOOOK, MHOTOTOUYMS. YTPaKHEHUS Ui 3aKpeIUICHHS HAlWCaHWS OJTUX 3HAKOB,
0TpabOTKH ynapa, puTMa MuchbMa.

Tema 6. YeTBepThlii pAl KIaBHATYPBI: HH(PBI
(omHO3HAYHBbIE, MHOTO3HAYHbIE, PUMCKHE),
3HAKH, ynorpeodJsiemble ¢ uuppamu,apupmeTudecKkue
3HAKHU M JelcTBUs,XuMudeckue ¢gopmyJbl. [[podou mpocTbien JeciTHYHBIE
[IpaBuna nanucanus uudp, 3HakoB, ynorpebdnseMsix ¢ uudpamu (Ne,%, rpamyc, cTeneHs),
apuPMETHIECKUX H XUMHIECKHUX (OPMYJI, IIPOCTHIX U JCCSITHUYHBIX APOOCH.
YopakHeHus: Ha 3aKperieHUe TEMbI, COBEPILICHCTBOBAHHE TEXHUKH TMHCHMA.

Tema 7. Ilepexoa kK NUCbMY TEKCTa, OCHOBHbIE IIPaBHJIA
NMCHhMA TeKCTAa.3aroJI0BKH M N0A3aro10BKU. TUTYIbHBIH
guct. UcnipaBiienne ommooK
@opmarbl Oymaru, HHTEpBalbl, II0JII Ha JIMIEBOM U OOOpPOTHOH CTOPOHE JIHCTA,
HyMepalus CTpaHull, a03aIHbIi OTCTYII.
[IpaBuia oopmieHUsT 3aroJIoOBKOB U MOJ3ar0JIOBKOB. YIIPa)KHEHUS Ha CAMOCTOATEIbHOE
o(opMIIEHHE 3ar0JI0OBKOB U MO3ar0JI0BKOB.
IIpaBuna odopmiaeHHs THUTYJIBHOTO JIMCTA. YTNPaXHEHUs Ha CaMOCTOATENbHOE
o@opMneHHe Pa3IMYHbBIX BHUAOB TUTYJIBHOI'O JIMCTA. YHpa)KHeHI/Ifl AJId pasBUTUA CKOPOCTHU
I1ChMa.

Tema 8. Knepnoe nucbsmo

KHGpHOG IHUCbMO. ynpa)KHeHI/IH 110 HAaITMCaHUIO TCKCTOB JIATUHCKUM I_HpI/I(I)TOM.

Tema 9. HpI/IeMbI BbIJIeJIEHUSI OT/eJIbHBIX YacTell TeKkcTa

[TpueMbl BBIIENCHUS OTIEIBHBIX YacTe TEKCTa, WCIOJIb3yeMble B MAaIIHHOTHCHBIX
paborax.

Tema 10. OdopmiieHHe NpUMeYaHU, 0OCHOBAHN, PHJIOKEHHUIT

Tpe6OBaHI/I${ K O(I)OpMHeHI/IIO TCKCTOB C NMPHUMCYAHUAMHU, MPUIOKCHUAMU, OCHOBAHUSAMU.
CaMOCTOSTEIILHOE BBIIIOTHEHHE pra)KHeHI/Iﬁ C IPUITOKCHUAMU, TPUMECUaHUAMU, OCHOBAHUAMU.
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Tema 11. OdopmiieHHe CHOCOK
Odopmiienne cHocok B TekcTe. CaMOCTOsTeNbHAs 11e4aTh TEKCTOB CO CHOCKAMH.

Tema 12. [IncbMo ¢ pyKONMCHOTO TEKCTA.
KoppexTypHble 3HaKH
[IuceMO pyKONMCHBIX TEKCTOB. 3HAUEHHWE M HCIOJIb30BAaHUE KOPPEKTYPHBIX 3HAKOB.
CaMocTosATeIpHOE NIeYaTaHue TEKCTOB MTOCIIE KOPPEKTYPHOM IIPaBKH.

Tema 13. Pacuer n odopmiieHne Tad/ 11

Tabnuua, cocraBHBIE YacTH M CHOCOOBI co3fgaHus. llpakTudeckoe BBIMOIHEHHE IH(PPOBBIX
TaOJIMILL, CIIOBECHO-IU(POBBIX TAOIHULL, TAOJINL C IPUMEUAHUAMHU U CHOCKAMHU.

Tema 14. Pa3BuTHE CKOPOCTH MUCHhMA

pra)KHeHI/Iﬂ AJId pa3sBUTHUA CKOPOCTHU IMUCbMaA.



24

5.7. YYEBHBINA IPEJIMET «KOMIIBIOTEPHAS
OBPABOTKA JTOKYMEHTOB»

TEMATUYECKUM IJIAH

Ne Tema Koi-Bo vacos

/11

1. | PaGora ¢ oOy4aronumMu mporpaMmmaMu 8

2. | Pabora co cipaBouHoii cucremoit Windows 4

3. | OTpaboTka ympaXHEHHH 10 CO3JaHHUI0 JOKYMEHTOB C IIOMOIIBIO 24
TEKCTOBOTO Mpoieccopa Word

4. | ObpaboTka HHPOPMAIHK C TIOMOIIBIO TAOJIMYHOTO Mportieccopa Excel 20
NTOI'O: 56

IHPOTPAMMA

Tema 1. PaGora ¢ o0yuaommmu nporpaMMaMu
Pabora ¢ TpeHaxkepamy Ki1aBUATyphl, C 00yYaIOUIMMU IIPOrPaMMaMH.

Tema 2. Pa6ora co cipaBouHoii cucremoii Windows
Pabota co cnipaBounoii cucremoit Windows. Beinonsenue onepanuii ¢ okaamu. [IpocMotp
JIMCKOB W TAMOK C IOMOIIBbIO MporpamMMbl «Moit KOMIbIOTEp». BbINoiHEHHE omepanuii ¢
¢aiinaMu ¥ nankKam.

Tema 3. OTpadoTKa ynpa:kHeHHH M0 CO3IAHUI0
JOKYMEHTOB C MIOMOIILI0 TEKCTOBOTO
npoueccopa Word

OcBoeHHE HABBIKOB 110 BBOJY U PEAAKTHPOBAHUIO TEKCTa, (POPMATUPOBAHHIO U TIPOCMOTPY
JIOKYMEHTOB B PAa3JIMYHBIX PEKUMAX; IO OQPOPMIICHHIO CTPAHHMIL; IO O()OPMIICHHIO TOKYMEHTOB;
paboTa ¢ Tabnunamu.

[Mporpammel aisi aBTomMaru3aimu aenonpounsozactea — MicrosoftOffice; Bepcun. Cocras
maKera mporpaMm.

Tema 4. O6padoTka nHGOPMALHMH € TOMOLIbIO
Tabau4HOr0 mpoueccopa Excel

OtpaboTka ympaXKHEHHH: MO0 BBOAY JaHHBIX B SYCHKH JJIEKTPOHHOH TaOJIHIBL; IO
CO3JIaHUIO PabOYero JHCTa; MO PENaKTHPOBAHUIO paboOdYero JHCTa; MO W3yYEHHIO OCHOBHBIX
npueMoB (OPMATHPOBAHMS; MO W3MEHEHWIO BHEIIHETO BHJA TAOJHIBL; MO BBHITOIHEHHIO
BBIYUCIICHH; TIO CO3JIaHHIO W KOIMPOBAHHIO (HOPMYJ; MO CO3JaHUI0 M PEIAKTHPOBAHUIO
JarpamM.

OcBoeHme mporpamm JUis aBTOMaTH3aIuu aenonpousBoactsa MicrosoftOffice.
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5. 9K3AMEHAILIMOHHBIE BUIETHI
Bujer Ne 1
Ponb u MecTo enonpou3BoUTENS B CTPYKTYPE YIPABIICHUS.

Windows. 3anyck. Omnucanue pabodero croja. Pabora ¢ IJIaBHBIM MEHIO. 3aBEpIIIEHHE
paboTHI.

Buuer Ne 2

3aKoHOJATENHHBIC u HOPMAaTUBHO-METOHYECKUE aKTHhI, periaMeHTHPYIOIIHE
yIpaBiIeHUYECKHH TPy, paboTy ¢ JOKYMEHTaMU U 0€3J0KyMEHTHOE 00CITyKUBaHHUE.
Windows. KonmupoBanue narmok u (aitios.

Buier Ne 3
Opranuzanus nprema noceTuTesne.
Excel. BeipaBHuBanue coaepXkUMOTo siucek. Mi3MeHneHue nmapaMmeTpoB mpudra.

Buaer Ne 4
[TpaBuiia ciyxe0HOro TeneOHHOro OOLIIEHHS.
Windows. DiieMeHTbI OKHA MPUITOKEHHSL.

Bujaer Ne 5

[TomereHus A1 1EI0MPOU3BOICTBEHHON CITY>KOBI U UX OCHAIIICHUE.
Windows. Pabora ¢ okHamu: TiepeMeIeHre H H3MECHEHUE Pa3MEpPOB.

Bujer Ne 6

O6opynoBanue pabodero Mecrta JAeJI0NPOU3BOIUTENS.
Excel. Tumbl cCHUTOK Ha SYEHKH.

Bbuuer Ne 7

Cpenctsa yist 00pabOTKH TOKYMEHTOB, BUJIbI, HA3HAYCHHUE, TIPUMEHEHHE.
Windows. TTepemelieHue namnok u Gpanos.

Buuer Ne 8

ITousTue o JOKYMECHTHPOBAHUH. OcHOBHBIE CITOCOOBI JAOKYMCHTUPOBAaHUA.
Excel. BBI,Z[eJ'ICHI/IC JAHUAaIria3oHOB AYCCK.

Buier Ne 9
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YHudukamms ¥ cTaHgapTH3anus JoKyMeHTOB. CocTaB YHU(HUIMPOBAHHBIX CHUCTEM
JOKYMCHTAIUH.
Windows. ITanens 3agay.

Buaer Ne 10
TpeboBaHust K 0POPMIIEHUIO PEKBU3UTOB JOKYMEHTOB M OJIaHKaM.
Excel. YcranoBka mapameTpoB cTpaHuilpl. [IpenBapuTeIbHBIN MPOCMOTP CTPAHMII HEpe
[eYaThIo.

Buaer Ne 11
XapaKkTepuCTUKA U COCTAB OPraHU3ALMOHHBIX JOKYMEHTOB, TPEOOBAHUS K MX O()OPMIIEHHUIO.
[TpaBuia opopmieHHUS TPUMEYAHUN U CHOCOK.

Buaer Ne 12
XapaKkTepuCTUKAa U COCTaB CIIPABOYHO-MH(POPMALMOHHBIX JOKYMEHTOB. TpeOoBaHUS K UX
0 OpMIICHHUIO.
[TpaBuna cocraBienus 6ubinorpaduyeckoro onucaHusl.

Buier Ne 13
Ocobennoctn  odopmiieHust  Tenerpamm, — teneonorpamm.  IlpaBunma — mepemaun
TeneOHOTPaMM.
Excel. OtkpeiTue cymiectBytonieii kauru. Onepanuu ¢ pabouyuMHu JIUCTAMH.

Bujer Ne 14
OcoOenHocT 0GOpMIIEHHS JTOKYMEHTOB IO JIMYHOMY cocTaBy. CocTaB JOKYMEHTOB IO
JIOKyMEHTHUPOBAHUIO TPYIOBBIX IPABOOTHOIICHUH.
KoppekTypHble 3Haky U UX IPUMEHEHHUE PU NMPaBKe MAIIMHOMUCHBIX padoT. [Incbmo nmocne
KOPPEKTYPHOI MpaBKH.

Buaer Ne 15

[TonsiTre «10KyMEHTOO00POT», OOIIKE MPUHIUIBI OPraHU3alMH JOKYMEHTO000pOTA.
CoxkpalieHus, IpUMEHSEMBIE B [IEJIOBO EPENUCKE.

Buaer Ne 16
[Topsimox mpuiemMa ¥ TepBOHAYAIBHONW 00pabOTKH JOKYMEHTOB. PaccMOTpeHne JTOKYMEHTOB

PYKOBOAUTEIICM, ITpaBUJIa NMEpEaadn JOKYMCHTA Ha UCITOJITHCHUC.
HpaBI/ma O(I)OpMJ'ICHI/ISI CJ'Iy>KC6HBIX MMUCEM C YIJIOBBIM U IIPOAOJIbHBIM ITAMIIAMH.

Buaer Ne 17
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Opranuzanus 00pabOTKU UCXOIAIIUX TOKYMEHTOB.
Odopmnenue padot ¢ popmoii u rpadaeHuEM.

Buier Ne 18
Cucrema peructpaiu J0KyMeHTOB. OCHOBHOM MPUHIUIT PETUCTPAIUU.
[TpaBuiia 3anosnHeHus TaOIUYHBIX QOPM.

Buier Ne 19
Opranu3anust KOHTPOJISI UCTIOJTHEHUST JOKYMEHTOB.
[Tpunrepsl, ckanepsl. Buabl, Ha3HaUeHUE, TPUMEHEHHE.

Buier Ne 20
Howmenknarypa nen. OcHOBHBIE TPEOOBaHUS K OPraHU3AIMU XPAHEHUSI IOKYMEHTOB.
[lepenaya noxkymeHnToB 1o (akcy. [loaroToBka 10KyMEHTOB Ui MEepeiadH.

Buer Ne 21
[ToaroToBka fei K apXUBHOMY XPaHEHHIO.
JlenoBoii aTukeT. UMUK 1€T0BOM KEHIITHEI.

Buuer Ne 22
Opranu3anus 1e10MpOU3BOJICTBA IO MPEITIOKEHUSIM, 3asBICHUSIM H >Kaj00aM rpak/iaH.
KynbpTypa ciayke6HOTO pazroBopa. PedeBoil 3TUKET U BEKITHUBOCTb.

Buuer Ne 23
HNudopMaliioHHbIe TEXHOJIOTUU B JEIOMPOU3BOACTBE. D(PPEKTUBHOCTH HOBBIX METOJIOB
paboTEHL.
Buibl KOHTPOJIS 32 UCTIOTHEHUEM JOKYMEHTOB.

Buser Ne 24
[TpodeccuonanpHas 3TrKa pabOTHUKA YIIPABICHYECKOTO TPYy/Ia.
Marepuansabie HOocuTenn HHoOpManuu. BiusHHE HaydHO-TEXHHYECKOTO Iporpecca Ha
JIOKYMEHT ¥ JIOKYMEHTHPOBAHHUE.

Buuer Ne 25

['ocynapcTBeHHBIC CTaHAPTHI HA YHU(PHUIIMPOBAHHBIE CUCTEMBI JIOKYMEHTAIIHH.
[MpaBuia 6e30MacHOCTH TPya MPH PabOTe Ha MEPCOHATLHOM KOMIIbIOTEpE.
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