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PaGouast mporpamma ydaeOHON TUCIUTIIMHBI pazpadoTana Ha ocHoBe DenepanbHOTO rocyaapCcTBEeH-
HOro obOpazoBatenbHOrO crangapra (ganee — ®I'OC) mo crermanbrocTH 46.02.01 «/lokymeHTaIH-
OHHOE o0ecreueHre yrpaBieHus U apXxuBoBeeHue» (yTB. mpukazoM Munucrepcrsa [Ipocsemienus
Poccuiickoit @enepanun ot 26.08.2022 Ne 778).

Opranuzanus-paspadotuuk: Cankr-IlerepOyprckoe rocyaapcTBeHHOE OIOPKETHOE mpodeccuo-
HaJlbHOEe oOpa3oBaTesibHOE yupexaeHue «Kosuiemk aBTOMaTH3alMU
MPOU3BO/ICTBEHHBIX MPOIIECCOB U MPUKIIAAHBIX WHPOPMALIMOHHBIX CH-
CTEM.

[Iporpammy cocraBuiia Mapkosckas JI.H., nmpenogaBatens Cankt-IlerepOyprckoro rocyaapcTBeH-
HOT'0 OFOIKETHOTO POECCHOHATBHOT0 00pa30BaTeIbHOro yupexaeHus «Koiemk aBToMaTu3anim
MIPOU3BOJICTBEHHBIX MPOILIECCOB U MPUKIATHBIX HHOOPMALIMOHHBIX CUCTEM»

[Iporpamma paccMoTpeHa M 0700peHa Ha 3acelaHUU METOAWYECKOH KOMMCCHH, MpOTOKod No 8
ot 27.04.2026.

3aBeAyIOmIHil OTEI0M
coJiepaHusl 00pa30BaTEIBHBIX IPOTPAMM A.D. XKwmaiino
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_ 1. OBIIAS XAPAKTEPUCTHKA
PABOYEHU NPOT'PAMMBI YYEBHOU JUCHUIIJIMHBI
OI1.07 «KKomnbroTepHasi 00padoTKa JOKYMEHTOB»

1.1. O6saacTh NpUMEHEHNsI MPOTPAMMBI

Pabouas mporpamma yuyeOHOI ITUCIMILIMHBI SBISETCS YacThI0O OCHOBHON 00pa3oBaTeIbHON
nporpammsel B cooTBeTcTBHH ¢ PI'OC CITO no cnenmansroct 46.02.01 «JlokymeHTanmmonHoe ooec-
IICUCHHE YIPABICHUS U aPXUBOBEICHHEY.

1.2. Heab ¥ mu1aHnpyemble pe3yJbTaThl 0CBOCHM S JUCUUIIJIMHBI:

Kon

K, OK VYMmenusa 3Hanug

OK 01, | mpoheccroHaAIBHO OCY- | PYCCKOW KJIaBHATYpPhl IEPCOHATBLHOTO KOMITBIOTEPA;
OK 02, | mecTBasaTh HAOOp TEK- | MpaBuiia OPOPMIICHUS TEKCTOB Ha MEPCOHAITHPHOM KOMITBIOTEPE
OK 02, | cToB Ha MEPCOHAIBHOM
OK 04, | komneroTEpE

OK 05,
OK 06,
OK 07,
OK 08,
OK 09,
[K 1.7,
I[IK 1.8,
I1K 2.4

B pesynbrare ocBoeHus1 00pa3oBaTeNbHON MPOTPaMMBI Y BBIITYCKHHUKA JOJDKHBI OBITH Cop-
MHUPOBaHbI 0011e U TPOecCHOHATbHBIE KOMIETCHIIUH:

OK 01. BeiGupats criocoObl pemieHus 3a1a4d npopecCuOHATBHOM JCSITEIIbHOCTA MMPUMEHHU-
TCJIBHO K PA3JIMYHBIM KOHTCKCTAM;,

OK 02. Ucrnonp30BaTh COBpEMEHHBIE CPECTBA TOWCKA, aHAIM3a M MHTEPIIpETaIiuu HHHOP-
Maluu, u I/IH(bOpMaI_II/IOHHBIe TEXHOJIOTHUU OJId BBIIIOJIHCHUA 3a4a4 HpO(i)eCCI/IOHaJIBHOI\/'I ACATCIIbHO-
CTH;

OK 03. [TmaHupoBaTh U peaTn30BbIBaTh COOCTBEHHOE NMPO(HECCHOHAIBHOE U IMYHOCTHOE Pa3-
BUTHE, TIPEANPUHUMATEIILCKYIO JESATEIbHOCTh B IPO(GECCHOHAIBHON cepe, UCTIO0Nb30BATh 3HAHUS
10 IPaBOBOW U (PMHAHCOBOM IPaMOTHOCTHU B Pa3IMUHBIX )KU3HEHHBIX CUTYaIIHSX;

OK 04. DddexTrBHO B3aUMOACHCTBOBATH U pabOTaTh B KOJUICKTUBE U KOMaH/IE;

OK 05. Ocy1iecTBasATh YCTHYIO U TUCBbMEHHYIO KOMMYHHKAIUIO HA FTOCY1apCTBEHHOM SI3bIKE
Poccuiickoit deneparuu ¢ y4eToM 0COOCHHOCTEH COIMAIbHOTO U KYJIBTYPHOTO KOHTEKCTA,

OK 06. ITposBAATh rpaskJaHCKO-NTIATPUOTUYECKYIO MMO3ULINIO, IEMOHCTPUPOBATh OCO3HAHHOE
IIOBEJICHUE HAa OCHOBE TPAJAULIMOHHBIX POCCUMCKHUX AYXOBHO-HPAaBCTBEHHBIX LIEHHOCTEH, B TOM UUCIIE
C Y4E€TOM IapMOHM3ALMU MEXHAIIMOHAIbHBIX U MEXPEIUTHO3HBIX OTHOILIEHUH, MPUMEHSTH CTaH-
JlapThl aHTUKOPPYINIIUOHHOTO OBECHMUS;

OK 07. CozeiicTBOBaTh COXpaHEHUIO OKPYXAIOIIEH Cpelbl, pecypcocOepeKeHnIo, pruMe-
HATH 3HAHUSA 00 M3MEHEHUH KJIMMaTa, MIPUHITUITEI OCPEXITMBOTO MPOU3BOACTBA, Y3 (HEKTUBHO IeHi-
CTBOBATh B qpe3Bqua171Hbe CUTYyallUAgX;



OK 08. Ucnonbs30Bath cpeacTBa GU3NIECKON KYIbTYPHI I COXPAHEHUS U YKPETUICHHS 3710-
POBBS B IpoLiecce NpoecCuOHATbHOMN NesITeIbHOCTH U OAeP KaHUs HE0OOXOAUMOTO YPOBHS (PU3H-
YEeCKOM MOATOTOBJICHHOCTH,

OK 09. ITonws3oBaTbcss MpodecCHOHAIbHON TOKYMEHTalUe Ha TOCYAapCTBEHHOM U MHO-
CTPaHHOM SI3BIKaX.

IIK 1.7. OdopmiIsaTh OpraHU3alMOHHO-PACTIOPSAUTENBHBIE TOKYMEHTH U OPraHU30BBIBATH
paboTy ¢ HUMH, B TOM YHUCJIE C UCIOJIb30BaHUEM aBTOMATU3HUPOBAHHBIX CUCTEM;

1K 1.8. OhopMIIATh JOKYMEHTBHI 110 THYHOMY COCTaBY U OPTaHU30BBIBATh pabOTy C HUMH, B
TOM YHCJI€ C UCIOJIb30BAHUEM aBTOMAaTU3UPOBAHHBIX CUCTEM;

1K 2.4. OcymiecTBIsATh XpaHEHUE, KOMIUIEKTOBaHHE, YUET U UCTOIb30BaHUE JIeN (JOKYMEH-
TOB) BPEMEHHOTO XPaHCHHS.
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2. CTPYKTYPA U COJIEP)KAHUE YUEBHOM JUCIHUILIAHBI
«KomnbrorepHast 00padoTka 10OKYMEHTOB»

2.1. O0beM y4eOHOM TMCHUIIMHBI U BUAbI Y4eOHO# padoThl

Ne N O0bem
u/n Buj yueOHoi padoThl YACOB
1. O0bem padoThI 00yYAKOIIMXCSI BO B3aUMOAEHCTBUM € NMpenoaaBaresiemM 72
2 B ¢opme npakTHYECKOIl MOATOTOBKH 68

B MOM YUCTIE 80 83AUMOOEUCMEUU C NPEeNno0asamenem:
— TeopeTHyYecKoe 00yyeHHe 2
— IPaKTUYECKUE 3aHATUS 68
— TNpOMeXyTOYHas aTTecTtaius B hopme nuddhepeHInpoBaHHOTO 3aueTa 2
Bcero no nucuuminHe B paMKax o0pa3oBaTeJbHOI MPOrpaMMbl 72




2.2. TemaTnueckuii IJIaH U cofiep:kaHue y4eOHOH qucnuIInHbl «KoMnboTepHas 00padoTka J0KYMEHTOB

O0bem yacosB, B T.4. Koabl xoM-
neTeHInid,
B opme | Popmupona-
HanMeHOBaHIe Conep:xanue yueOHOro MarepuaJa, npakTH- | mpakru- | HHIO KOTO-
A3TCIT0B M TeM JladopaTopHble U MpaKTHYeCKHe padoThl, e BIX CIOCO6-
pasi CaMOCTOSITEIbHAS Pa6oTa 00y YaroIuXCst Bcero | veckue ueckoit | P
3aHATHSA MoAro- CTBYET JJ1€-
TOBKH MEHT IpPo-
rpamMMbl
1 2 3 4 5 6
Tema 1. Coaepixkanue yueOHOro MaTepuajia 26
Oceoenne 1| TToHsATHE O «CIIETIOMY JIECATUNATBIEBOM MeTo/ie TTedaTtu. Cxema KilaBu-
KJIaBHATYPBI aTyphl, OCHOBHAS TIO3MIIH 2 2
NEePCOHAIBLHOIO
KOMIIBIOTEpa Ilpakmuueckue 3anamusn
1| OcBoenue knaBuin G@bIBAOJIJK 2 2 2
2| OcBoenue knapui [1PD 2 2 2
3| OcBoenne knapum KEHI® 2 2 2 OK 01-09,
4| OcBoenue knapum Y1 2 2 2 gg %ga
5| OcBoeHME KIIaBUILI EIH_[ 2 2 2 K 2.4
6| Ocoenue kinasui M3X'b 2 2 2
7| OcBoenue knauit MUTHh 2 2 2
8| OcBoenue knasuil YCBIO 2 2 2
9| OcBoenue kinasui SIE., 2 2 2
10| OcBoeHuE KiIaBUII CO 3HAKaMU IIPENUHAHUS 4 4 4
11} OcBoeHure YHCIOBOM KIaBUATYPhI 2 2 2
Tema 2. Conepxanue yueOHOro Marepuasa 46
Ogopmienne [, myueckue sanamus
TEKCTOBBIX
OKYMEHTOB 1| OdopmiieHre TeKCTOBBIX a03aleB U HyMepalus CTPaHuUIl 2 2 2
2| Odopmienne o0MuUX 3ariaBuil K TEKCTY 2 2 2
3| Odopmienue urcioBoit nHGOpMAIUU 2 2 2




O0bem yacosB, B T.4. Koanl KOM-
neTeHIui,
Hamvenonanme aparcn | . | oo woro
PA3AEI0B 1 TEM CaMOCTOSITEIbHAS Pa6oTa 00y YaroIUXCst BCEro | Weckme | weckoii | PBIX CMocod-
3aHATHS MoAro- CTBYET 3J1e-
TOBKH MEHT Npo-
rpamMMbl
1 2 3 4 5 6
4| OdopmiieHre TEKCTOB € YUCIOBON HH(POpMaLueit 2 2 2
5| OopmieHne BHYTPEHHHUX 3arjlaBUid TEKCTa 2 2 2
6| OdopmiieHre CHOCOK K TEKCTY 2 2 2
7| OdopmiieHre TEKCTOB CO CHOCKaMH 2 2 2
8| OdopmiieHne mpuMeyaHuil K TEKCTY 2 2 2
9| OdopmiieHre TEKCTOB ¢ IPUMEYAHUSIMH 2 2 2
10| OdopmieHre MapKUPOBAHHBIX CITUCKOB 2 2 2
11| OdopmneHne HyMepOBaHHBIX CITUCKOB 2 2 2 OK 01-09,
12| OdopmieHne MHOTOYpPOBHEBBIX CIIHCKOB 2 2 2 HE 15’
13| Odopmnenue TabmuIy 4 4 4 TIK 2,4’
14| Odopmienne TekcTa ¢ TabIUIIeH 4 4 4
15| OdopmieHue pucyHKOB B TEKCTE 2 2 2
16| OdopmieHre 3aroI0BKOB HAyIHO-HCCIIETOBATEIBCKON pabOThHI 4 4 4
17| OdbopmiieHre MPUITOKEHUH K HAyYHO-MCCIIEIOBATEILCKON padboTe 2 2 2
18| Odopmiienre conepkanus HaAy4YHO-HCCIIEI0OBATEILCKOU PaOOThI 2 2 2
19| Odopmienre cocTaBHOTO JOKyMEHTA 2 2 2
20| uddepenumpoBaHHbIi 3a4eT 2
Bcero: 72 68 68
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3. YCJ1OBYS PEAJIM3ALIUU ITPOTPAMMBbI JUCHUTIJIMHBI
«KoMnbroTepHasi 00pad0TKa 10KYMEHTOB)

3.1. TpeOoBaHMsA K MMHHMAJIBHOMY MaTEePHAJBHO-TEXHUYECKOMY 00ecneYeHHI0

Peanm3zanus nporpaMMsl TUCIUIUTHHEI TpeOyeT HaMn4us 1a0opaTopun HHYOPMATHKH U KOM-
IBIOTEPHON 00pabOTKU JOKYMEHTOB, ipeaycMoTpennoit @I'OC.

Oo6opynoBanue yueOHOro kKabuHera: pabovre KOMITBIOTEPHBIE CTOJIBI U CTYJIbS 110 KOJTHYe-
CTBY OOYYaIOUINXCS; KOMIUIEKT yueOHO-HATTISAHBIX MocoOuii o aucruruinie «KommbrotepHas 00-
paboTKa JOKYMEHTOBY.

TexHnuyeckue cpeacTBa 00y4eHHUsl: EPCOHAIBHBIE KOMITBIOTEPHI C JIUIIEH3MOHHBIM IIPO-
rpaMMHBIM OOecCTIedeHHeM U KaKJ0ro 00ydaromerocss U JUIs MPeroiaBaress, MyIbTHMeIHanpo-
€KTOp, SKpaH.

3.2. UudopmanuonHoe odecrniedeHne 00y4eHus

OcHoBHblEe UCMOUHUKU:

1. YMK, KommbrotepHas o6padotka nokymenToB, Mapkosckas JI.H., Cankr-IleTrepOyprckoe
rocylapcTBEHHOE OI0KeTHOE MpodeccroHanbHoe oOpa3oBaTenbHoe yupexaeHne «Komemk aBro-
MaTH3aIuu TPOU3BOJICTBEHHBIX MTPOIIECCOB U MPHUKIIATHBIX HHPOPMAITMOHHBIX cUCTEM», 2026.

2. MuxeeBa, E.B. UndopmanroHHbie TEXHOJIOTHH B MPO(PECCHOHANBHOMN eATeNTbHOCTH. —
M.: Axagemus, 2023.

ZIonOﬂuumeﬂbete UCMOYHUKU

1. https://stamina-online.com/ru TpeHaxxep KJIaBUATYPHI.

2. H.H.Ilemepckas u ap. [IpaBuibHO odopmiisieM TOKyMEHTH Ha KommbloTepe. — Hayka u Tex-
HUKa, 2023.



KOHTpOJIb N OII€EHKA PE3YyJIbTAaTOB OCBOCHUS NUCHUIINIMHBI OCYIICCTBIIAKOTCA IIPEIogaBaTe-
JICM B IPONHECCCC MPOBCACHUA ITPAKTUICCKUX 3aHHTHﬁ, TCCTUPOBAHMUS, a TAKKC BBIIIOJIHCHUSA 06yqa-
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4. KOHTPOJIb U OHEHKA
PE3YJIbTATOB OCBOEHMUSA JUCHUITJINHBI
«KomnbrorepHast 00padoTKka J1OKYMEHTOB»

IOIIMMHUCS MHAUBUAYATbHBIX 3a/1aHHM.

Pe3yabTaTnl 00yyeHus

Kpurepum ouenkn

MeToabI OLIeHKHU

YMeTh npodeccrnoHanbHO
OCYILECTBISATH HAOOP TEK-
CTOB Ha MEPCOHATLHOM

KagectBo 1 ckopocTs Habopa
TEKCTa Ha TIEPCOHATBHOM
KOMITBIOTEPE

Tekyiuii KOHTPOJIb B MPOILIECCE
MPOBEACHUS TPAKTUUYECKUX 3a-
HSATUH, BBIIIOJIHEHNUE UHAUBHTY-

NEPCOHAIBHOIO KOMIIBIO-
Tepa

3HaTh paBuiIa oopmiie-
HUS TEKCTOB HA MEPCOHAb-
HOM KOMITbIOTEPE

BBITIOJTHEHUS TPAKTUYECKUX
3aJaHuH.

PanmonanbHOCTE AericTBUM
MIPY UX BBIMOJIHEHUH

KOMIIBIOTEPE AIBHBIX 3aJaHul
IIpome:kyTOUHAs aTTeCTANMS
B opme nuddepeHpoBan-
HOTO 3a4eTa

3Hathb pycckyro kinaBuarypy | IloaHora u mpaBUiIbHOCTB Texkymumii KOHTPOJIb B IIpoLecce

MPOBEJICHUS TPAKTUYECKUX 3a-
HATHUU

IIpome:kyTOUHAs aTTeCTANMS
B opme nuddepeHpoBan-
HOTO 3a4eTa
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