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MACMOPT MPOrPAMMbI YYEEHOW ANCUNMNNHBI
OTl1.04 OpraHnsaynoHHas TexHUKa

Pabouyass nporpamma y4debHOW paucumnanHbl Ol1.04 OpraHusauMoHHas TexXHUKa
SIBNSIETCA 4YacTbi0 OCHOBHOWM MpoeccnoHanibHOM 00pa3oBaTenbHOW NpPOrpaMMmbl  CPEAHEro
npoeccMoHasIbHOro 06pasoBaHMA MpPorpamMmbl  MOATOTOBKM  KBa/IMPUUMPOBAHHBIX pabouux,
cnyxauwmx (Ornor Cro MNnKPC) no npodeccumn 46.01.03 AenonponsBoanTenb, paspaboTaHHON
Ha OCHOBe

- ®egepanbHOoro 3akoHa oT 29.12.2012 Ne 273-®3 (peg. ot 23.07.2013) «O6
o6bpasoBaHun B Poccuiickon deaepalmm»;

- ®degepanbHOro  rocyfapcTBeHHOro  o6bpas3oBaTesibHOr0  CTaHfapTa  CpeAHero
npodeccuoHanbHOro obpasosaHusa no npodeccun 034700 [denonponsBoguTenb, YTBEPXKAEHHOIO
npvkasoMm MwuHucTepcTBa o06pasoBaHnss W Haykm PP ot 2 asrycta 2013 r. Ne 639,
3aperncTpmpoBaHHoro B MuHtocte P® 20 aBrycta 2013 r. PeructpaumoHHblii Homep Ne 29509 (c
M3MEHEHUAMWN 1 AoNosiHeHnAMM oT 17 mapTta 2015 r.);

-npukasom MuHucTepcTBa 06pasoBaHusa N Haykn Poccuiickoin depepaumm ot
05.06.2014 r. Ne 632 «O6 yCTaHOBMEHNWN COOTBETCTBUS Npodeccnii U cneLnanbHOCTEN CPeaHero
NPOoMecCcMOHa/IbHOro 06pa3oBaHNA, MepevyH KOTOPbIX YTBEPXKAeHbl NPUKaoM MUHUCTEPCTBOM
obpasoBaHMA 1 Haykm P® ot 29.10.2013 r. Ne 1199, npodeccuamM  Haya/IbHOIO
npogeccMoHasibHOro 06pas3oBaHUA, MepeveHb KOTOPbIX YTBEPXAEH nNpukKasom MuHUCTepcTBa
obpazoBaHMs © Haykm Pd ot 28.09.2009 r. Ne 354, u cneumanbHOCTAM CpeaHero
npogeccnoHanbHOro 06pasoBaHMsA, MepeyeHb KOTOPbIX YTBEPXKAeH MpukasoM MwuHucTepcTea
o6paszoBaHus 1 Haykn P® oT 28.09.2009 r. No 355»

1.1. O6nacTb NpMMeHeHMS paboyeli NnporpamMmmbl
Pa6ouasi nporpamma y4ye6Hon gucumnanHbl OM.04 OpraHmsayMoHHas TeXHUKa MOXET 6bITb

ncrnonb3oBaHa Npv 06yyeHUM MO NporpaMMamM AOMNOSIHUTE/IbHOrO 00yYeHUs: MpodecCUoHaIbHO
MOArOTOBKM MOBbILLEHNA KBa/IMMKaumu no npogeccumn 46.01.03 [enonponsBoguTesib.
YpoBeHb 06pa3oBaHNs: OCHOBHOE 006LLLee nn cpefHee obliee. OnbIT paboThbl: He TpebyeTcs.

1.2. MecTo y4yebHON AMCUMNNMHBI B CTPYKTYype npodeccuoHanbHOW o6pa3oBaTeibHOMN
nporpaMmmeil.

YuyebHas  gucuunavHa  Ol1.04  OpraHu3aumoHHass  TexHMKa  BXOAWT B COCTaB
06L1enpothecCMOHaNIbHON0 UMK,

1.3. Llenn v 3agaym y4ebHOM UCLUNANHDI.
B pesynbTaTe 0CBOEHUS YHEOHOWN AUCUUNINHBLI 00YYaOLWMIACA LOMKEH
yMeTb:
*  3(hheKTMBHO UCMO/Ib30BaTb OCHOBHbIE BUAblI OPraHU3auMOHHON TEXHUKM B COOCTBEHHOM
[esATeNIbHOCTY;
3HaTb:
* CpefcTBa XpaHeHWs, NoucKa 1 TPaHCMOPTUPOBAHUS JOKYMEHTOB;
e onpefeneHne, Ha3HayYeHWe CPeSCTB OPrTEXHUKM.
B cBs3M ¢ 3TMM 06y4aloLniics B XOAe OCBOEHWUSI YUYEOHOW AMCUMNIMHBI A0/KEH
o06nagaTe NPotecCUOHa/IbHbIMU U 06LLMMU KOMMETEHUUAMU:

Kog HanmeHoBaHWe pesysibTaTa 06yueHnn

MpotheccnoHabHble KOMMETEHLMN

MK 11 MpuHUMaTb 1 PErucTprpoBaTh MOCTYNAtOLLYH0 KOPPECMNOHAEHLMIO, HAaNpaBsTh ee B CTPYKTYpPHble
noApasAeneHns opraHmsaLuu.



MK 12 PaccmatprBaTb AOKYMEHTbI U NepefaBaTb UX Ha UCMOJIHEHUWE C YUYETOM Pe30/oL MM PYKOBOAUTENEN
opraHusaLuu.

MK 13  OdopmMaaTb perucTpaLMoHHble KapTOUYKM 1 co3faBaTb 6aHK JaHHbIX.

MK 1.4  BecTu KapToTeKy yyeTa NPOX0oXAeHWSA LOKYMEHTAIbHbIX MaTepnasos.

MK 15 OcyuwecTBnaTb KOHTPO/b 33 MPOXOXAEHNEM LOKYMEHTOB.

MK 1.6 OTnpaBnsiTb UCMONHEHHYIO LOKYMEHTALMIO agpecaTtaM C NpYMeHeHUeM COBPEMEHHbIX BUAOB
OpraHn3aLMOHHON TEXHUKMN.

MK 17 CocTaBnsTb ¥ 0POPMAATL CAYXeBHbIE LOKYMEHTbI, MaTepuanbl C UCNOMb30BaHMEM (OPMYNSpoB
[OKYMEHTOB KOHKPETHbIX BUOB.

O6Lwme KoMNeTeHLUN

OK 1 MoHMMaTb CYLIHOCTb U COLMaNbHYI0 3HaYMMOCTb Byaylieid mpodeccun, MposiBASATbL K Hell YCTONYUBBIA
NHTepec.

OK 2. OpraHu30BblBaTb COBGCTBEHHYH [eATe/IbHOCTb, WCXOAS W3 LUEeIM M CnocoboB ee  AOCTMXKEHUS,
onpegeneHHbIX PyKOBOANTENEM.

OK 3. AHanu3npoBaTb pabouyl CUTyaLuio, OCYLLECTBMATb TEKYWWA W WTOrOBbIA KOHTPO/b, OLEHKY W
KOPPEKLMIO COBCTBEHHOM eATeNbHOCTH, HECTU OTBETCTBEHHOCTL 3a Pe3ynbTaTbl CBOEl paboThl.

OK 4. OcyLLecTBATL MOUCK MH(OPMaLUKM, Heo6X0AMMON AnA 3((eKTUBHOrO BbINOSHEHWUS NPOYPECCUOHANbHBIX
3ajau.

OK 5. VMcnonb3oBaTb MHOPMALMOHHO-KOMMYHUKALMOHHbIE TEXHONOMMW B NPOJECCUOHANBHON AeATENbHOCTU.

OKa®6. Pab6oTaTb B KOMaHAe, 3PQPeKTNBHO 06LIaTLCS C KONneraMu, PyKoBoACTBOM, KAVEHTaMM.

OK 7. MNcnonHATb BOWMHCKYI 06513aHHOCTb, B TOM YKC/le C NMPUMEHEHWEM MONYYEHHbIX MPOPECCUOHANbHBIX
3HaHWI (ANs OHOLLENR).

14. PekomMeHyemoe KOAMYECTBO 4YacOB Ha OCBOEHME MpPOrpamMmmbl  Yy4eOHO
ANCUNNJIVHBI:

MakcumasibHOM y4ebHOM Harpysku obydarouierocsa 71 4ac, B TOM uwucne: o06s3aTe/IbHOM
ayaNUTOPHOI y4ebHOM Harpy3ku obyudatollierocs 48 yacos

2. CTPYKTYPA U COAEPXAHWE YYEBHOWN ANCLVNJINHDI
2.1. O6beM yyebHOW AMCUUNANHBLI U BUAbl Y4e6HON paboThbl

Bupg yye6Hoin paboThbl O6bem yacoB

MakcnmanbHas y4yebHas Harpyska (Bcero) 71
Oob6s3aTenbHas ayanTopHasa yyebHass Harpyska (Bcero) 48
MNpaKTnyecKune 3aHATUA 16
B TOM 4ucne:

npakTuyeckune paboTbl 16

KOHTPO/IbHbIe PaboThl 2
CamocTosATeNibHast paboTa oby4atollerocs (BCero) 23

MpoMexyTouHas aTTecTaums B opme aK3aMeHa



2.2. TemaTtum4yeckuin nnaH yyebHon gucumnnumHbl OTT.04 OpraHunsaLnoHHaa TeXHUKa

Ob6s3aTe/lbHas ayauTopHas yyebHas Harpyska

B 1.4. NpaKTnYecKue 3aHATUA CPC
HanmeHoBaHMe pas3fenos 1 Tem max Bceto S nB ;(:(“:Mi/flc
Bcero P P .Habopa ropH
ecKue CcKUC
bIC paboThbl
3aHATUA pa60TbI
Pasgen 1. OpraHusaynoHHoO-
TEXHUYECKMe cpefcTBa npu
PEA P 30 20 6 - 6 - 10
paboTe fenonpousBoLNTeNS
c 6yMaXKHOI nHGopmaumeii.
Tema 1.1. TexHnyeckoe
OCHallleHMe pabo4ero MecTa 7 4 1 - 1 - °
fenonponssoanTens
Tema 1.2. AnkTohoHHaA
)i} Cb 9 6 2 _ 2 - 0
TEXHUKa
Tema 1.3. TexHnyeckume
cpefcTBa 06paGoTKM 10 8 2 - 2 - 2
[OKYMEHTOB
Tema 1.4. KonupoBasibHO- 1
4 2 1 - - 2
MHOXUTe/lbHasA TeEXHUKaA
Pasgen 2. OpraHusaymnoHHoO-
TEXHUYeCcKue cpeacrea
PeA 25 18 6 - 6 - 7
pabo4yero mecta
LenonponsBoanTens
Tema 2.1 TexHunuyeckoe
YCTPOCTBO MEPCOHAILHOTO 4 2 1 - 1 - 2
KOMMblOTepa

Tema 2.2. YcTpoiicTBa BBOAA U

BbIBO/A TEKCTOBOWA 1 14 12 4 - 4 - 2
rpauyecKoi nHgopmaumn
Tema 2.3. Cpenctaa
My/ibTUMeAMa

Pasgen 3. PaboTa
[enonpon3BoguTens ¢
COBPEMEHHbIMM CpeAcTBaMMU
Te/IeKOMMYHMKaLUN 1 CBA3N
Tema 3.1. BHyTpuoducHas
CBA3b

Tema 3.2. OneKTpoHHaA
noyTa.

17 10 4 - 4 - 6

10 7 3 - J - 3

NTOro 71 48 16 0 16 0 23



2.3. CopepxkaHune ydyebHon aucuymnanHbl OMN.04. OpraHnsaumMoHHasa TeXHUKa

HanmeHoBaHuMe
pasfenoB 1 Tem

CogepkaHue y4ebHOro matepuana, MpakTUYecKme 3aHATUS, CaMOCTOSATe/IbHas paboTa 06y4atoLLMXCs

2

PA3LEN 1. OPTAHU3ALMOHHO-TEXHNYECKWE CPEACTBA MNPU PABOTE AE/IOMPOV3BOAUNTENSA C BYMAXHOW

OK 1-7
NnKi1.1-1.7

NH®OPMALIMEWN.
Tema 1.1.TexHUYecKoe oCHalLleHVe paboyero mecTa fef1onpon3BoanTENA
TexHuueckoe OcHalleHre paboyero MecTa AenonpoussoanTens. MNaaHMPOBKa TEXHUYECKOTO OCHALLEeHWS
OpraH13auMoHHON TEXHUKOW M KaHLeNSpCKUMU NPUHaANeXHoCTAMU. OnpefeneHne CPeAcTB OprTeXHUKH,
Ha3HayeHue, Knaccugpukaums. Cxema paboyero mecTa Aen10npon3BoAUTENS.
MpakTu4yeckne 3aHATUA
MpakTnyeckas pa6oTa Nel no Teme: «Cxema paboyero mecta [jeflonpon3BOAUTENS»
CamocTosATenbHas paboTa 06yyaroLLmMxca
* paboTa c y4ebHO-MeTOANYECKOW NUTepaTypoi;
e paboTa c KOHTPO/IbHBIMM BONpOCaMU;
e paboTa Cc TeCTOBbIMMW 3aaHUAMU.
Tema 1.2. ANKTOOHHAA TEXHNKA.
[vkTothoHHas TexHUKa. HasHaueHne AMKTOOHHOM TexHKM. Knaccudmkaums. Bruabl 3ByKOHOCUTENEN.
[unkTothoHbl. PaboTa ¢ 3anucbio M Bocnpom3BefeHnem 3Byka. O6paboTka 3BYKOBbIX (hainnoB, obpeska u
M3MEHEHMeE.
MpakTn4yeckne 3aHATUA
MpakTnyeckas paboTa Ne2 rno Teme: «PaboTa ¢ 3anMCbio U BOCMPOU3BEAEHMEM 3BYKa». [pakTuyeckas paboTa
Ne3 no Teme: «O6paboTka 3BYKOBbIX (halifioB, 06pe3ka U U3MEHEHMEY.
CamocTosATeNibHast paboTa 06y4yaroLLmMxcs
e paboTa ¢ y4ebHO-MeTOAMYECKON NUTepaTypoii;
e paboTa C KOHTPONbHbLIMU BOMPOCaMU;
* paboTa C TECTOBbIMU 3aJaHUAMU.
Tema 1.3. TexHMYeCKUe cpeacTBa 06paboTKN JOKYMEHTOB
TexHuueckne cpeficTBa 00pabOTKM [LOKYMEHTOB. MalluHbl Ans nepenieTHO-6POLLOPOBOYHbLIX PaboT.
Ckpennstolyee o60pygoBaHme. MallnHbl 418 0hOpMUTENBCKUX paboT. MalluuHbl 418 3aliUTbl JOKYMEHTOB.
BymaropesatensHoe o6opygoBaHue. Knaccudukauyms. O6paboTka U oopmieHWe [OKYMEHTOB C
MCNOMb30BaHNEM TEXHUYECKUX CPeACTB. PaboTa ¢ 6ponLopaTopom v 1amMUHaTOPOM.
MNpakTnyeckme 3aHATUA
MpakTuyeckas pabota Ned no Teme: «O6paboTka W O(POpPMAEHWE [OKYMEHTOB C MCMOJ/ib30BaHUEM
TEXHUYECKMX cpeacTB». MpakTnueckas pabota Ne5 no teme: «PaboTa ¢ 6poLLIOPAaTOPOM U TAMUHATOPOMY.
CamocTosATeNbHas paboTa 06yyaroLLmxca
e [lpopaboTKa KOHCNEKTOB 3aHATWIA.
» Co3gaHue bykneTta «MallunHbI 471 NepensieTHO-6POLLIOPOBOYHbIX PaboT»
Tema 1.4. KonnpoBasibHO - MHOXUWTe/IbHaA TEXHUKA

O6beM yacoB

3
20

YpoBeHb
0CBOEHMSA
4



KOI‘II/IpOBa}'IbHO-MHO)KI/ITeanaFI TEXHUKa. ﬂpMHuMH pa60TbI. OCHOBHble TeXHUYECKME 1 IKCNyTaunoHHbIE
XapaKTePUCTUKN KOMUPOB.
MpakTnyecKune 3aHATUA
I_IpaKTI/ILIECKaFI pa60Ta Ne6 no Teme: «PaboTa Ha KOI'IVIpOBaJ'IbHO-MHO)KVITe}'IbHOVI TEXHUKE»
CamocTosATeNbHas paboTa 06yyaroLLmxca
e TpopaboTKa KOHCMEKTOB 3aHATWIA.

. CocTaBuTb Ta6nmuy «OCHOBHbIE TEXHUYECKME 1 JKCnyaTauMoOHHbIE XapPaKTEPUCTUKN KOMNPOB»

PA3OEN 2. OPIT AHN3AUNOHHO- TEXHUNYECKWME CPEACTBA PABOYEIO MECTA AE/TOMNPOU3BOANTENA

OK 1-7
NnK 11-1.7

Tema 2J1. TeXHNYECKOe YCTPOMCTBO MEPCOHA/IbHOrO KOMMbHOTEpPA.
TexHnYecKoe yCTPOCTBO NepCoOHaNIbHOro KOMMbOTepa U UX NpefHasHayeHne: CUCTEMHBIA 610K, MOHUTOP,
KnaBmatypa, rpauyeckuii ykasartesb, akyCTUUECKNe CUCTEMBI.
MNpakTn4yeckme 3aHATUA
MpakTuyeckas pabota Ne7 no Teme: «Co3faTb AOKYMEHT « TeXHUYECKoe yCTPoicTBO MK»
CamocTosATeNbHasA paboTa 06yyaroLmnxcs

e paboTa ¢ y4ebHO-METOANYECKOW NUTepaTypoii;

e paboTa C KOHTPOJIbHbIMUW BONPOCaMM
Tema 2.2. YcTpoiicTBa BBOfA M BbIBOAA TEKCTOBOW M FpadnmyecKon nHgopmauun.
YcTpoiicTBa BBOAa TEKCTOBOI U rpaduyeckoit nHpopmMaumu. CkaHep. Knaccudukauus ckaHepos no
onpeAenéHHbIM Npu3Hakam. PyyHble ckaHepbl. HacTonbHble cKaHepbl. Y8pHO-6enble ckaHepbl. LiBeTHbIe
CKaHepbl. Y CTPOWCTBO BblBOAA TEKCTOBOW 1 rpaduueckoit nHhopmaunmn. LIBETHON CTPYHbIA NpUHTEP:
CKOPOCTb Meyatun, KayecTBo neyaru, pabota ¢ 6ymaroi, yepHuna. JlasepHble NPUHTEPbI: NPUHLMUM LeACTBUA.
MnoTTepbl, X Pa3HOBUAHOCTM.
MpakKTu4yecKkne 3aHATUA
MpakTuyeckas pabota Ne8 no Teme: «Co3gaHne 6naHKa npegnpusaTus ¢ amM6nemoi».». MpakTnyeckas paboTta
Ne9 no Teme: «lMoAroToBKa KOHBEPTOB U Hakneek». MpakTuueckas pabota Nel0 rno Teme: «CKaH/MpOBaHue
[LOKYyMeHTOB». pakTuyeckas paboTta Nell no Teme: «Co3gaHue 31eKTPOHHON KOMWUU JOKYMEHTax.
KoHTponbHas pa6oTta
KoHTponbHas pa6oTta Nel no Teme: «Co3faHue 1 nevatb NPOTOKOOB, BbIMUCOK U3 MPOTOKOOB U PELLEHNA».
CamocToATenbHasa paboTa 06yyaroLmxcs

hd I'Ipopa60TKa KOHCMEKTOB 3aHATWIA.

* |_|0,qr0TOBVITb COOﬁLLI,EHVIe <<|_|ﬂ0TTepr N NX PpasHOBUAHOCTU».
Tema 2.3. Cpefcrsa MynbTUMegna
CpepcTBa XpaHeHus, NMOUCKa 1 TPaHCNOPTUPOBAHUA JOKYMEHTOB. MynbTumeaua. MpoekLMoHHbIe
ycTpoiicTea. MynbTUMeniHbIE NPOEKTOPbI. MynbTUMeUiiHbIE CPefCTBA U BULEOTEXHONOMMN.

MNpakTn4yeckme 3aHATUA
MpakTnyeckas pabota Nel2 no Teme: «Co3sfgaHue MynbTUMEANAHBIX NMPe3eHTaLni».
CamocToATeNbHasa paboTa 06yyaroLmxcs

e paboTa ¢ y4yebHO-MeTOANYECKOI NUTepaTypo;

*  pa6oTa C KOHTPO/bHbLIMW BOMPOCAMU;
e paboTa Cc TECTOBbIMU 33AaHUAMU;

PA3OEN 3. PABOTA AE/TOMNPON3BOANTENA C COBPEMEHHBIMUW CPEACTBAMU TEJIEKOMMYHUKALUNA N

18

12

10



cBA3n

OK 1-7

NnNK 1.1-1.7

Tema 3.1. BHyTpuroducHas cBA3b.
BHyTproducHas ceasb. (MUHU-ATC). YupexaeHueckas TenedoHHaa cBA3b. TenedoHHble annapaTbl.
PagnoTenethoHbl; TenedoHbl ¢ pagmo Tpybkamu. becnpoBogHas TeneoHHas cBA3b. JlIoKanbHas CeTb.

MpaKTUyeckme 3aHATUA
MpakTuyeckas pa6oTta Nel3 no Teme: «OTnpaBKa v NpUemM LOKYMEHTOB MO (hakCy U SIOKaNbHOW CETU».
MpakTnyeckas paboTta Neld no Teme: «3heKTUBHOE NCMONb30BaHNE OCHOBHbIX BUAOB OpraHW3aLMoHHO
TEXHUKW B COBCTBEHHOI feATenbHOCTU». MpakTuyeckas pabota Nel5 no Teme: «CpefcTBa hakCMMMIbHOM
CBA3UN».
CamocTosATenbHas paboTa 0byyaroLmxca
e BbIMOJIHEHUE TECTOBbIX 3aAaHWiA;
e paboTa C y4ebHOI, METOANYECKOW, CNPABOYHOW NNTEPATYPOiA:
e BbIMOJIHEHWE 3afjaHWNIA N5 3aKPENIEHNS 3HAHMWIA
Tema 3.2. 2n1eKTPOHHAA nouTa.
ONeKTPOHHAA NoYTa Kak CPefACcTBO CBA3M.
MpakKTuyeckue 3aHATUA
MpakTnyeckas paboTta Nel6 no Teme: «[Mpmem 1 OTNpaBKa COOBLLEHNI MO 3/IEKTPOHHON MoYTe».
KoHTponbHas pa6oTta
«[lMprem 1 oTnpaska cooB6LLEHNI NO (haKCy W ANEKTPOHHON NouTe»
CamocTosATe/lbHasi paboTa 06y4yaroLLmxcs
e paboTa c y4ebHO-MeTOLMYECKON NUTEePaTypOii;
e paboTa c KOHTPO/IbHLIMU BOMpoOcamu;
e paboTa Cc TECTOBbIMU 3afaHUAMMN
WToro
MpakTUYecKne 3aHATHS
B TOM YuCre:
npakTu4eckne paboTsl

48
16

16



3.Ycnosunga peanusaymm gucumniviiel OMN.04. OpraHn3aunoHHasa TexXHUKa

3.1. TpeboBaHNA K MMHMUMA/IbHOMY MaTepuasibHO-TEXHUYECKOMY 06ecrevyeHunto

Peanvsauma nporpaMmmMbl AUCUUM/IVHBI TPebyeT Hasmuma yyebHoro kabuHeta OI1.04.

OpraHnzaumoHHas TexHuKa
O6opygoBaHMe y4ebHOro KabuHeTa:
No KOMNYECTBY 00yuYatoLLmMXcs

- CTO/T YHEHNYECKUIA;

- CTYN YYEHUYECKUIA;

- CTON /15 npenojasarens;

- CTyN 4719 npenojasatens.

TexHUYyecKue cpeacTaa 0by4veHUs:

- KOMMbIOTEP C SILEH3UOHHBIM NPOrpaMMHbIM 06ecreveHrem

- My/IbTUMEAMaNpPoeKTop;

- CKaHep;

- NPUHTEP.

3.2. WNHGpopmaunoHHOe obecneyeHne 06yyeHms

MepeyveHb UMEKOWMXCA Y4YebHbIX W3LaHWA, WHTEPHET-PecypcoB, [OMONHUTENbHOW
nnTepartypsbl.
OCHOBHbIe UCTOYHUKMN:

1 Kwucenes C.B., Henunosuu O.H. - OdwmcHoe o6opynoBaHue: y4yebHMK. Mocksa:
M3paTenbckuii LeHTP «AKagemusi», 2015. - 64c.

[ononHuTenbHble UCTOYHUKN:

2. JNenkeBuu J1.A., M.KO. CeupwngoBa - [epCoHa/bHbIA KOMMNbIOTEP B paboTe CeKpeTapsi:
yuyebHoe nocobue Ans HavanbHOro MpodeccMoHaNbHOro 06pa3oBaHus, 2-e u3faHue, WCMp,-
MockBa: 3gaTenbcKkuii LUeHTp «Akagemusi», 2015. - 64 c.

MHTepHeT-pecypcehbl:

1. Martepuansl c caita - http://www.doclist.ru/

4 . KOHTPOJIb N1 OLUEHKA PE3YJ/IbTATOB OCBOEHIWNA YUYEBEHOW
ancumnnanHbl Oon.01 OCHOBLI MPABA
KOHTpONb M OueHKa pe3y/bTaTOB  OCBOEHUS  y4dyebHoW  avcumnivHbl  Ol1.04
OpraHu3aymoHHas TexHMKa OCYLLEeCTBASeTCA nMpenoja.atesieM B Mpoluecce MpoBeAeHUs
NPaKTUYECKNX 3aHATUIA,  TECTUPOBaAHMA, a TakXke  BbIMOJIHEHMA  00y4varoLMMmUCA
WHAVMBUAYaA/TbHbIX 3afaHWNiA.
OcBoeHMe obyyaroLMmmncs paboyeli NporpaMvbl 3aBepLUAeTCA WTOroBOKM aTTecTauuein B
thopme 3K3ameHa.
dopMbl U METOAbI KOHTPONS U OLEHKWN pe3y/ibTaToB 00y4YeHMsi MO3BOMSKOT MPOBEPATb Y
obyyaromxcs ypoBeHb (HOPMUPOBaHMS 00WKMX WM NPOGEeCCUOHaNIbHbIX KOMMETEeHLMIA,
obecneynBatoLLMX UX 3HAHMSA U YMEHUS.

PesynbTaTbl 06y4eHUsA DOpMbI Y METObI KOHTPONA U OLEEHKN
(ocBOEHHbIe YMEHUSA U 3HAHUSA) pe3y/ibTaToB 06y4eHns
OCBOeHHbIe YMeHUA:

Y1 SddekTnBHO MCnonbL30BaTh OCHOBHble BUAbl  TEKYLUMIA KOHTPOMb 3HAHWIA:
OpraHu3aLUMOHHON TEXHUKMN B COGCTBEHHON AeATeNbHOCTK;  UHAMBUAYaNbHbIE 3afaHn4,
npakTnyeckme paboTbl, TECTUPOBAHNME.
Py6eXXHbIN KOHTPO/1b 3HAHWIA:
MPOBEPOYHbIE, MPaKTUUeCKne paboTbl.
MpomexxyTouHasa aTTecTaums 3HaHWiA:
3K3aMeH
YCBOEHHbIE 3HaHUA:


http://www.doclist.ru/
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CpefcTBa XpaHeHWsi, MoWMCKa W TPaHCMOPTMPOBaHMS  TeKyLl Wit KOHTPO/b 3HAHWA:
[OKYMEHTOB: YCTHbI U MUCbMEHHBIN onpoc,

OnpegeneHue, HasHayeHue CPeACTB OPrTEXHUKN

Kog,

MK
MK
MK
MK
MK
MK

MK

OK

OK

OK

11
12
13
14
15
16

17

OK 4.

OK 5.

OKB®6.

OK 7.

VHAMBMAYaSbHbIE 3aflaHNs, TECTMPOBAHNE.
Py6eXHbliA KOHTPO/b 3HAHWIA:
MPOBEPOYHbIE, NPaKTUYECKMNE PaboTbl.
MpomMeXxKyTouHas aTTecTaumns 3HaHUiA:
3K3ameH

HanmeHoBaHue pe3ynbTata O6y'~IEHI/IF|

MpotheccroHanbHble KOMMNETEHLMN
MpUHUMATL 1 perucTpupoBaTh MNOCTYNalOLWY KOPPEeCNOHAEHLMIO, HaNpaBnsTh €e B CTPYKTYpHbIe
nofpasjeneHus opraHusauum.
PaccmaTpuBaTh OKYMEHTbI 1 NepefaBaTb MX Ha UCMOMHEHME C YYETOM Pe30sioLMM PYKOBOAUTENEN
opraHm3saumm.
OcopMnATb perncTpaLMoHHbIe KapTOUKM 1 c034aBaTb 6aHK AaHHbIX.
BecTy KapTOTEKY y4eTa NPOXOXAEHNS AOKYMEHTaNbHbIX MaTepUaIoB.
OcCyLLEeCTBAATL KOHTPO/b 3a MPOXOXAEHNEM AOKYMEHTOB.
OTnpaBnATh UCMOHEHHY 0 AOKYMEHTALMIO afpecaTaM C NPUMEHEHUEM COBPEMEHHbIX BUAOB
OpraHU3aLMOHHOW TEXHUKH.
CocTaBnaTb 1 0hOPMAAThL CTYXKe6HbIe JOKY MEHTbI, MaTepuasbl C KCMOb30BaHNEM POPMYNSPOB
[OKYMEHTOB KOHKPETHbIX BUOB.

O6Lme KoMMeTeHL UK

MoHMMaTb CYLLHOCTb U COLMANbHYI 3HAYMMOCTbL 6yay Lueit npodeccun, NPosiBAATb K Heil YCTONYMBbLI
MHTEpeC.
OpraHn3oBbIBaTb COOGCTBEHHYH AeATENbHOCTb, WCXOAA U3 UeiM W cnocoboB ee  AOCTUXKeHUS,
onpefeneHHbIX PyKOBOAWUTENEM.
AHanusupoBaTb pabouyl0 CUTyauut, OCYLLEeCTBMATb TeKYLMIA W WTOTOBbIA KOHTPOMb, OLEHKY WU
KOPPEeKLUO COOCTBEHHOI feATeNbHOCTM, HECTV OTBETCTBEHHOCTb 3a pPe3y/bTaTbl CBOEW paboThl.
Ocy W,cCcTBNATL NOMCK MHOpMaLun, HeOBXoANMON ANa 3PPEKTUBHOIO BbIMONHEHMS NPOPECCMOHANbHBIX
3afau.
Vcnonb3oBaTh MHGOPMaLMOHHO-KOMMYHWKALWOHHbIE TEXHOOTUM B NPO(eCCMOHANLHON AeATeNbHOCTH.

Pa6oTaTb B KOMaHze, 3(heKTUBHO 06LLaTbCs C KOMEramMu, pyKOBOACTBOM, KIMEHTaMM.

MCnonHATb BOMHCKYH 0053aHHOCTb, B TOM YWUC/ie C MPUMEHEHMEM MOYYEHHbIX MPOQECCUOHANBHBIX
3HaHWIA (aNa HOHOLLEN).
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MUWHUCTEPCTBO OBPA30OBAHUA, HAYK 1 MONOAEXXHOW NOJSIMTUKMA
KPACHOOAPCKOEO KPAA
EOCYOJAPCTBEHHOE BHO)KETHOE NMPOPECCNOHAJIbHOE OBEPA3OBATEJ/IbHOE
YUPBEXXAEHVE
KPACHOJAPCKOEO KPAA
«YCIMEHCKUN TEXHUKYM MEXAHU3ALIN 1 MPOPECCUNOHAIbHbBIX
TEXHONOENN»

PACCMOTPEH COEJIACOBAHO:

Ha 3acegaHu MK 3amecTuTenb, AMpekTopa no YIP
npotokon Ne JTot «30» aBrycta 2019 r.

Mpepcepatens MK
T.A. MypatoBa

KA]'IEH,EI,APHO-TEMATI/I‘-IECKI/IVI MNJaAH
NN OBLWEMNPO®ECCUOHANBHON YYEEHOW ANCLUNAVHBI
OrM.04 OPFAHUN3ALIMOHHAS TEXHUKA

Ana npodeccum 46.01.03 JenonponssoguTesb
lNpenopasatens HukynnHa A.A.
Mpynna: 2

KonunyecTBo 4acoB no y4e6HOMY nnaHy 48 4yacos.

CocTaBneH B COOTBETCTBMM C paboyeir nporpamMmont 06LLenpodecCnoHanbHOM
yye6Hor ancumnnuHbl OMN.04 OpraHu3auMoHHas TeEXHUKa.



HaumeHnoBaHue pa3iejioB U TeM Koun-
BO Jara
Ne 4yaco NPOBeJAeHUs
n/n Buj 3aHsATHSA, THII YPOKA
n/m B Ne rpymbt
wiadn  (akr
PA3JIEJ 1. OPTAHU3AIIMOHHO-TEXHUYECKHUE CPEJICTBA 20
TP PABOTE JEJIOTPOU3BOJUTEJIS C BYMAKHOM
WHO®OPMAIIMEN.
Tema 1.1.Texuuueckoe ocHaleHue padboyero Mecra 4
AeJIONPOU3BOANTEIS
1. 1.1.1 | Texnudeckoe ocHaIIEHHE PAbOYETO MECTa JETOTPOU3BOAUTEIS. Jlexums. Ypox o3nakomurenus. | 03.09 | 03.09
2 1.1.2 | IImaHMpOBKa TEXHUYECKOTO OCHAICHHUS OPTaHU3allMOHHON TEXHUKOH U Jlekumst. YpOK 3aKpeILIeHns 05.09 | 05.09
KaHIEIAPCKUMHU MPUHAICKHOCTIMHU. H3yUCHHOTO, O3HAKOMIICHHS,
MPUMEHEHHUS 3HAHUI U YMEHUU.
3. 1.1.3 | OmpeneneHue CpeaCTB OPITEXHUKH, HA3HAUYCHHE, KIaCCUDUKAIHSL. 1 Jlexums. YpOK 3aKperuIeHUs 05.09 | 05.09
W3y4EHHOTO, 03HAKOMJICHUS,
MIPUMEHEHHUS 3HAHUI U YMEHUU.
4, 1.1.4 | Ilpaktuyeckas padora Nel mo teme: «Cxema pabouero mecra 1 [IpakTrueckoe 3aHsATHE. 11.09 | 11.09
JIEIIOTIPON3BO TUTEIISI. Ypok 06061IeHus 1
CHUCTEMAaTHU3aI[N1 3HAHUH.
Tema 1.2. JIuxkrooHHAS TEXHUKA. 6
S. 1.2.1 | HukTrodoHnHas TeXHUKA. 1 Jlexuus. Ypok 3aKperuieHus 11.09 | 11.09
M3Y4YE€HHOTO, O3HAKOMJICHUS,
MIPUMEHEHHUS 3HAHUI U YMEHUU.
6. 1.2.2 | HasHauenue IMKTO(OHHON TEXHUKH. 1 CemuHap. Ypok 3aKperieHust 16.09 | 16.09
M3YYE€HHOTO, O3HAKOMJIICHUS,
IIPUMEHEHHUS] 3HAHUN U YMEHUU.




7. 1.2.3 Knaccudurauus. Buzpt 3ByKoHOCHTEIICH. Jlexmus. Ypok 3akperieHus 18.09 18.09
U3y4YCHHOT0, 03HAKOMJICHUS,
NpUMCHEHHsSI 3HAHHUI.
8. 1.2.4 | HAuxrodonbL Jlexuus. Yok 3aKpenieHus 18.09 | 18.09
U3y4YCHHOT0, 03HAKOMJICHUS,
IIPUMEHEHNS] 3HAHUM.
0. 1.2.5 | [Ipaktuyeckas padora Ne2 mo Teme: «Pabora ¢ 3anmMChiO M BOCIPOM3BEIACHHEM TIpakTHYEeCKOE 3aHATHE. 23.09 23.09
IByKa. Ypox 060011IeHNS 1 CUCTEMATU3AINH
3HAHWM.
10. 1.2.4 IIpakTuueckas padora Ne3 mo teme: «O0OpaboTKa 3BYKOBBIX (haiiioB, 00pe3ka U [IpaKkTHdYecKOe 3aHSTHE. 25.09 25.09
HU3MEHEHHUEY.
VYpox 060011IeHUS M CUCTEMATU3AIINHI
3HAHUM.
Tema 1.3. TexHu4eckue cpecTBa 00padOTKH JOKYMEHTOB
11. 1.3.1 | TexHuueckue cpencTsa 00pabOTKH JOKYMCHTOB. Jlexuus. Yok 3aKperieHus 25.09 | 25.09
U3y4YEHHOT0, O3HAKOMJICHUS,
IIPUMEHEHUS 3HAaHUH U YMEHHM.
12. 1.3.2 MamumHb! 4151 HeperIeTHO-0pOIIFOPOBOYHbIX PAdOT. Jlekmus. Ypok 3aKperieHus 30.09 30.09
M3y4EHHOT0, O3HAKOMJICHUS,
MIPYMEHEHUS 3HAaHUW U YMEHUH.
13. 1.34 Ckpernstromiee 000py10BaHHUE. Jlexmust. Ypok 3aKperuieHus 02.10 02.10
M3y4EHHOT0, O3HAKOMJICHUS,
MIPYMEHEHUS 3HAaHUW U YMEHUH.
14 1.3.5 | Mawmussl Ui 0QOPMHUTEIBCKUX PabOT. Jlexums. YOk 3aKperLicHus 02.10 | 02.10
M3y4EHHOT0, O3HAKOMJICHUS,
MPUMEHEHUS 3HAaHUH U YMEHHUM.
15. 1.3.5 | MamuvHbl 1Is1 3aIATHI JOKYMEHTOB. Jlexums. YOk 3aKperLicHus 07.10 | 07.10
U3y4EHHOT0, O3HAKOMJICHUS,
MPUMEHEHUS 3HAHUU U YMEHHUM.
16. 1.3.6 | bymaropesarensroe obopynoBanue. Knaccngukarms. Jlexuus. Ypok 3aKperieHust 09.10 09.10
U3y4YEHHOT0, O3HAKOMJICHUS,
MPUMEHEHUS 3HaHUW U YMEHHUM.
17. 1.3.7 Ipaktndeckas padora Ned 1o teme: «O0paboTKa U 0POpMIICHUE JOKYMEHTOB C [IpakTrueckoe 3aHATHE. 09.10 09.10
HCIIOJIb30BAHUEM TCXHHUYCCKUX CPECACTB. YPOK 06061H€HI/I$I U CHCTEeMaTHu3aluu
3HAHHUM.
18. 1.3.8 | IIpakruueckas pabora Ne5 no teme: «Pabora ¢ GpomropaTopom u [TpakTHyeckoe 3aHsTHE. 14.10 14.10

JIJAaMHUHATOPOM>.

Ypok 0600111eHNS U CUCTeMaTU3aINH




3HAHUM.

Tema 1.4. KonupoBajibHO - MHOKHTEIbHASI TEXHHKA 2
19. 1.4.1 | llpaktuueckas pabora Ne6 mo Teme: «KommpoBambHO-MHOXKHUTENbHAS TEXHUKA. [IpaKTHYecKOe 3aHATHE. 16.10 16.10
[Tpunmn paboTeI».
Ypox 060011IeHNS 1 CUCTEMATU3AINH
3HaHUM.
20. 1.4.2 OCHOBHBIC TEXHUYECKHE U IKCIUTYyaTAIlMOHHBIC XapaKTEPUCTHUKU KOITUPOB. 1 Jlexuust. Ypok 3aKkperieHus 16.10 16.10
W3y4YEHHOT0, 03HAKOMJICHU S,
MPYMEHEHUS 3HAHUW U YMEHUH.
PA3JIEJI 2. OPTAHU3ALIMOHHO- TEXHUYECKHUE CPEACTBA 18
PABOYEI'O MECTA JAEJIOITPOU3BOJAUTEJISL
Tema 2.1. Texuu4yeckoe yCTpoiicTBO MEPCOHAIBHOI0 KOMIBIOTEPA. 2
21. 2.1.1 | Texuuueckoe yCTPOHCTBO MEPCOHANBLHOTO KOMITBIOTEPA M MX IPE/IHA3HAYEHHE: 1 Jlexknus. Ypok 3aKperieHust 21.10 21.10
gﬁggﬁglmn OJI0K, MOHHTOp, KIIABHATYypa, TpadUUecKnil yKazaTelb, aKyCTHICCKUE W3YYEHHOrO, 03HAKOMIICHHE.
22. 212 [pakTudeckas padora Ne7 o Teme: «Co3math JOKyMEHT « T eXHHUECKOE 1 [TpakTrdeckoe 3aHsTHE. 23.10 23.10
ycrporcto I[TK» Vpok 0600LIEHNS U CUCTEMATU3AIIMN
3HAHUM.
Tema 2.2. YcTpoiicTBa BBOAa U BbIBOJAA TEKCTOBOM U rpaduyeckoii 12
uH(popMannu.
23. 2.2.1 YcTpoiicTBa BBOAA TEKCTOBOM 1 rpadyueckoil HHGOPMAIIUH. 1 Jlekmust. Ypok 3aKperieHus 23.10 23.10
M3YYEHHOT'0, 03HAKOMJICHUS, 0000IIICHUS
Y CUCTEMaTU3aLUY 3HAHUM.
24, 2.2.2 Ckanep. Kitaccudukaius ckaHepoB 10 ONpeAeIEHHBIM IIPU3HAKAM. 1 Jlekmus. Ypok 3aKperieHus 28.10 28.10
W3y4YEHHOT0, 03HAKOMJICHUS,
MIPYMEHEHUS 3HaHUH.
25. 2.2.3 Pyunsie ckanepsl. HacronbHble ckanepbl. UépHOo-Oenbie ckanepsl. [[BeTHbIC 1 Jlexnust. Ypok 3aKperieHus 30.10 30.10
CKaHepBhl. W3y4YEHHOT0, 03HAKOMJICHUS,
MIPYMEHEHUS 3HAaHUH.
26. 2.2.4 | YcTpoHCTBO BBIBOMIA TEKCTOBOW U Ipadudeckoil HHPpOpMaIrH. 1 Jlexmust. Ypok 3aKperuieHus 30.10 30.10
W3y4YEHHOT0, 03HAKOMJICHUS,
MPUMEHEHUS] 3HaHUH.
27. 2.2.5 LIBeTHOM CTpPYIHBII PUHTEP: CKOPOCTH MEYATH, KAYECTBO TeYaTH, pabora ¢ 1 Jlexmust. Ypok 3aKperuieHus 06.11 06.11
Oymaroi, yepHuIa. W3y4YEHHOT0, 03HAKOMJICHUS,
MPUMCHEHHSI 3HAHUH.
28. 2.2.6 | Jla3epHble NPUHTEPHI: IPHUHLUI JEHCTBHSL. 1 Jlexus. Ypok 3akperieHus 06.11 06.11
W3YyUYEHHOT0, 03HAKOMJICHHE.
29. 2.2.7 [InoTTEpHI, X PA3HOBHIHOCTH. 1 Jlexus. Ypok 3akperieHus 07.11 07.11




HU3YYCHHOI'O, O3BHAKOMJICHUA,
MMPUMCHCHU L 3HAHMUI.

30. 2.2.8 [IpakTudeckas pabora Ne8 o Teme: «Co3nanue OnaHKa IPEATPUATHS C 1 [TpakTuveckoe 3aHsTHE. 11.11 11.11
SMOIEMOI». Vpok 0600LIEHNS ¥ CHCTEMATH3ALUK
3HAHUM.
31. 2.2.9 [IpakTudeckas padora Ne9 no teme: «[1oAroTOBKa KOHBEPTOB U HAKIICEK). 1 [IpakTrueckoe 3aHsTHE. 13.11 13.11
Ypox 060011eHNS 1 CUCTEMATU3AINH
3HAHUM.
32. 2.2.10 | IIpaktuueckas padora Nel0 o teme: «CkaHUPOBAaHUE TOKYMEHTOBY. 1 [TpakTHdeckoe 3aHsTHE. 13.11 13.11
VYpox 060011IeHUS M CUCTEMATHU3 AT
3HAHUM.
33. 2.2.11 | IIpakTtuueckas padora Nell mo teme: «Co3aaHue JICKTPOHHON KOITHH 1 [IpakTrueckoe 3aHsATHE. 18.11 18.11
AOKYMEHTa». VYpox 060011IeHUS M CUCTEMATU3AIINHI
3HAHWML.
34. 2.2.12 | KonTpoabHasi padoTa Nel mo teme: «Co3naHue M me4atTh MPOTOKOJIOB, 1 CemmuHAp. 20.11 20.11
BBINHNCOK M3 POTOKOJIOB H pelleHuii». KoHTpoIb 3HaHMIA.
Tema 2.3. CpeacTBa MyJbTHMEIH A 4
35. 2.3.1 CperncrBa XpaHeHHs, IOMCKA M TPAHCIIOPTUPOBAHKS JIOKYMECHTOB. 1 Jlexmusi. Ypok 3aKperuieHus: H3y4eHHOTr o 20.11 20.11
36. 2.3.2 | Mymbrumenna. [IpOCKIHOHHBIC yCTPOHUCTBA. 1 Jlexuus. Yok 3aKperieHus 25.11 | 25.11
M3y4YEHHOT0, O3HAKOMJICHHE.
37. 2.3.3 MynbTHMEANIHHBIC IPOCKTOPEI. 1 KoMOuHUpOBaHHBIN YPOK. 27.11 27.11
38. 2.3.4 | lpakruueckas pabora Nel2 no teme: «Co3nanue MybTUMETMHHBIX 1 [IpakTHYeCKOE 3aHATHE. 27.11 27.11
TpC3CHTALIHH. Ypok 00001IeHNs 1 CHCTeMaTH3aIluN
3HAHWIL.
PA3JIEJI 3. PABOTA JEJIOITPOU3BOJUTEJISI C COBPEMEHHBIMU 10
CPEJACTBAMHU TEJEKOMMYHUKALWU U CBA3U
Tema 3.1. BuyTpuogucHas cBs3b. 7
39. 3.1.1 | BuyrpuoducHas cBs3b (MuHU-ATC). Yupexxnenueckas Tened)OHHAs CBS3b. 1 KoMOnHMpOBaHHBIH YPOK. 02.12 02.12
40. 3.1.2 | IIpaktuueckas padora Nel3 mo teme: «OTnpaBKa v MpUEM JOKYMEHTOB TIO 1 [IpakTryeckoe 3aHATHE. 04.12 04.12
Paxcy». Ypoxk 00001IeHHUS M CUCTEMATU3AIHH
3HAHMI.
41. 3.1.3 Tenedhonnslie anmapatel. Paguorened oHbl; TeneQOHEI ¢ pano TPyOKamMHu. 1 KomOuHUpOBaHHEIN YpPOK. 04.12 04.12
42. 3.1.4 | IIpaktuueckas padora Nel4 no teme: «9¢ddekTuBHOE HCIIOIB30BAaHNE OCHOBHBIX 1 IIpakTyeckoe 3aHsTuE.
BHUJIOB OpFaHH3aLIPIOHHOI>i TEXHUKH B COOCTBEHHOI ACATCIIBHOCTH . YPOK 0606]]_1@1-11/1;[ U CHUCTEMaTH3al[uH
3HAHHUM.
43. 3.1.5 BecripoBonHas TenedoHHAS CBA3b. 1 KomOnHUpOBaHHEIN YpPOK.




44, 3.1.6 [IpakTuueckas padora Nel5 mo teme: «CpencTBa haKCUMUIBHOM CBSI3H. 1 [IpakTnyeckoe 3aHsTHE.
Ypok 00001IeHNS U CUCTEMATHU3AINH
3HAHUM.
45, 3.1.7 | JlokanpHas cerb. 1 KoMmOnHMpOBaHHBIH YpOK.
Tema 3.2. Dj1eKTPOHHAS MOYTA. 3
46. 3.21 DNEeKTPOHHASI [10YTa KaK CPEICTBO CBSI3H. 1 Jlexmus. Ypok 3akperieHus
W3YYEHHOT0, 03HAKOMJICHHE.
47. 3.2.2 [IpakTudeckas pabora Nel6 mo teme: «[Ipuem u oTIpaBka cOOOIICHUH 110 1 [IpakTrueckoe 3aHsATHE.
BJICKTPOHHOM MOYTE). Vpok 0600LIEHNS U CUCTEMATU3ALIMI
3HAHWM.
48. 3.2.3 KonTtpoabnas padora Ne2 mo teme: «IIpueM u oTnpaBka coo01eHni 1Mo 1 CemuHap.
(dakcy U J1eKTPOHHOM NOYTe» KonTtpomns 3HaHMiA.
Bcezo: 48




