AHHOTAIMSA
K pado4eii mporpaMMe y4eO0HOI NPaKTUKH
Y1101, YII 02

PabGouast mporpamma ydeOHON NPaKTUKH SIBISETCS YacTbIO MPOTPaMMBI
MOATOTOBKHU KBATM(HUIIMPOBAHHBIX pab0oduX U ciyxamux no npodeccun 09.01.03
Omnepatop uHGOPMAIIMOHHBIX CHCTEM M PECYpPCOB, pa3pabOTaHHOU B
cooTBeTCTBUM ¢ DeiepaibHbIM rOCYJapCTBEHHBIM 00pa30BaTelIbHBIM CTaHIaPTOM
no npodeccum 09.01.03 Omeparop WHGOPMAIMOHHBIX CHUCTEM U PECYpPCOB,
YTBEPXKACHHBIM IprUKa3zoM MunuctepcTBa oopazoBanus U Hayku PD ot 11 HOoA0ps
2022 1. Noe 974, B yacTu OCBOCHHS OCHOBHOIO BHjAa JesaTreiabHOcTH — BJI1.
OdopMmienre u KOMIIOHOBKAa TexXxHWYeCKoW mokymeHtanuu, BJ[2. Iloaroroska,
TeXHUYeCcKass o0paboTka M pa3MelleHWe KOHTEHTa B CHCTEME BJIEKTPOHHOIO
JIOKyMEHTO000pOTA.

VYyeOHast mpakTUKa BXOAUT B MPOGECCUOHATBHBIN 1TUKIL.

B pesynpTaTe OCBOCHHMS Y4eOHOW MpaKTHKW CTyAeHT noibkeH no BJI1
OdopmiieHre U KOMIIOHOBKA TEXHUYECKOM TOKYMEHTAIIUHN ;

umemsv NPAKMUYECKUIL Onblm:

— Ha0opa U peAaKTUPOBAHUS TEKCTA;
— BBITIOJTHEHUS OTepaluii ¢ parMeHTaMH TEKCTa;
— CO3JIaHUS CJIOKHOTO MHOTOCTPAaHUYHOTO IOKYMEHTA;
— CO3JIaHUS U PEAAKTUPOBAHMS TOKYMEHTOB B 00JIAYHBIX CEPBUCAX;
— CO3JIaHUS CIIUCKOB PUCYHKOB, TUTEPATYPHBIX UICTOUHUKOB U OTJIABJICHUI;
— pa3MmeTKku U (OpMaTHPOBAHUS IOKYMEHTOB;
— o(opMIICHHS TOKYMEHTOB Ta0JIUIIaMH;
— paboThl B TaOJIMYHBIX TPOLIECCOPAX;
— CO3J1aHUSI HOBBIX U UCTIOJb30BAHNUE CTAHJAPTHBIX 11a0JIOHOB JOKYMEHTOB;
— COXpPaHEHHUsS IOKYMEHTOB B PA3JIMYHBIX MIUPPOBHIX (opMaTax;
— COXpPaHCHHS TOKYMEHTOB B 00JIAYHBIX XPaHUJIUIIAX;
— COBMECTHOH pabOThI B TPYIIIE PEAAKTOPOB;
— npeoOpa3oBaHUs U MEPEKOMIIOHOBKH JIaHHBIX;
— MPUMEHEHHUSI K TEKCTY JIOKYMEHTa CTUJICH U IPYTUX CPeaCTB 0OPMIICHUS;
— COXpPaHCHWsI, KOIMMPOBAHUS U CO3/IaHUS PE3CPBHBIX KOIHIA TOKYMEHTOB;
— CKaHUPOBAHMS, PACITO3HABAHUS ¥ COXPAHCHUS N300pKEHUN U TEKCTA;
— BEJICHHS M aKTyaJn3aui HHOPMAIIMOHHBIX 0a3 JaHHBIX;
— (opMHUPOBaHHUS 3aIIPOCOB K 0a3aM JaHHBIX.
3namow:
31 - mpaBuiia BBOIa, HAOOpa U PEAAKTUPOBAHMS TEKCTOBOW MHGOPMAIIUH;
32 - MHCTpYMEHTapui U OCOOEHHOCTH COBPEMEHHBIX TEKCTOBBIX PEJAKTOPOB U
MIPOIIECCOPOB;



33 - OCHOBHBIE NMpaBUiIa U TPEOOBAHUS K CTPYKTYpPE JOKYMEHTOB;
34 - npaBuia popmMaTupoBaHUs JOKYMEHTOB;
35 - BO3MOXHOCTH HACTOJIbHBIX U3JATEIBCKUX CUCTEM;
36 - cpecTBa COBMECTHOIO PEAAKTUPOBAHMS;
37 - cranaapTel (POPMATOB NPEACTABIECHNS TEKCTOBBIX M TAOIMUYHBIX JOKYMEHTOB;
38 - MoHATHE BEPCUN U COBMECTUMOCTHU (DOPMATOB;
39 - NOHATHS MyOJINYHBIX U IPUBATHBIX TOKYMEHTOB;
310 - ciocoObl paboThI ¢ JOKYMEHTaMH B O0JIaUHBIX XpaHWINLIAX;
311 - ocHOBHBIE cTaHAAPTHI OPOPMIICHHS TEKCTOBBIX JOKYMEHTOB;
312 - cTpyKTYypHBIE 3JIEMEHTHI TEKCTOBBIX JJOKYMEHTOB;
313 - BuBI U HA3HAYEHUS NEepUPEPUNHBIX YCTPONUCTB, UX YCTPOUCTBO M MPHUHIIMII
NeNCTBUS, UHTEp(EICH TOAKIIOUEHHS U NTpaBUIla SKCILTyaTaluy;
314 - cpeacTBa CKaHMPOBAHUS U PaCIO3HABAHUS TEKCTa,
315 - BUABI U METOJIBI OCYILECTBIICHMS IPOLECCA PE3EPBUPOBAHMS IAHHBIX;
316 - Bujbl U GOpMAaTHI CPEJICTB APXUBUPOBAHUS;
317 - BUIBI ¥ TIpaBUJIa TOCTPOCHUS 3aPOCOB K 0a3aM JTaHHBIX;
318 - npuHUKUIIBI OpraHu3aluy UH(HOPMAIIMOHHBIX U APXUTEKTYPY 0a3 JaHHBIX;
319 - OCHOBHBIE MOJIOKEHUA TEOpUH 0a3 3HAHUH.
Ymemo
VY1 - IpUMEHATH COBPEMEHHBIE TEKCTOBBIE PEAAKTOPHI U IIPOLIECCOPHI;
VY2 - ucnonb3oBaTh COUYETAHUS KJIABUIL JJI PEJAKTUPOBAHUSA U (POpMaTUPOBAHUS
JOKYMEHTOB;
VY3 - npumeHsTh cpeacTBa GPOPMATUPOBAHUS;
V4 - coznaBath CTpYKTYpUPOBAHHBIE TOKYMEHTHI U TIOKYMEHTBI CIUSHUS;
VY5 - co3naBath TOKYMEHTBI Ha OCHOBE 111a0JI0OHOB;
VY6 - coxpaHsATh JOKYMEHTHI B pa3IMYHbIX (hopmaTax;
V’7 - IpUMEHATH CPEACTBA COBMECTHOTO PEAAKTUPOBAHMUS;
Y8 - co3nmaBarbh, HacTpaumBaTh, MPUMEHATH CTWIM B JIOKYMEHTE C IOMOIIBIO
TEKCTOBOI'O IPOLIECCOPA;
VY9 - u3MeHsATh CTPYKTYPY U (POPMY TEKCTOBBIX JOKYMEHTOB;
V10 - npeobpazoBsiBaTh (hOpMaAThl U OCYLIECTBIATh MEPEKOMIIOHOBKY JTAHHBIX B
TEKCTOBBIX JIOKYMEHTaX;
V11 - co3gaBaTh CIOXHbIE MHOTOCTPAHUYHBIE JOKYMEHTHl C NPUMEHEHUEM
UMIIOPTUPOBAHUS U BHEJPEHHUS TEKCTOBBIX, TAOJIMYHBIX U IpaduyecKkux 00bEKTOB
U3 Pa3HbIX POTPAMMHBIX NPUIIOKEHU;
VY12 - paboTaTh ¢ mporpaMMamMu apXuBUPOBAHUS;
V13 - wncnosb30BaTh BCTPOEHHbIE (DYHKLUUU PE3EPBUPOBAHUS B COBPEMEHHBIX
TEKCTOBBIX MPOLECCOPAX;
V14 - npumeHsATH cpeAcTBa BBOJA rpauuecKoi U TEKCTOBOM MH(pOpMaLUy;



BBITIOJHATH OOHOBIIEHUE HH(pOpMarK B 0a3ax TaHHBIX;
VY15 - bopMupoBaTh OTYETHI C IIOMOIIBIO 3aIPOCOB K Oa3aM JaHHBIX.

B pesynbraTte ocBoeHHS Y4eOHON NPaKTUKH CTYACHT AObKeH mo BJI2
[loaroToBka, TexHUYeckas 00OpabOTKa M pa3MeIlleHHEe KOHTEHTa B CHUCTEME
AIIEKTPOHHOTO JOKYMEHTO000pOTA.

uMemsb NPAKMuUYeCcKuil Onvlm:

—paboTel ¢  aBTOMATH3UPOBAHHBIMM  HWH(DOPMALIMOHHBIMH  CHCTEMaMHU
3JIEKTPOHHOTO JOKYMEHTO000POTa;
— cHUCTeMaTH3alluy U yyeTa JOKyMEeHTOB B cucteme D/1;
— OpraHM3aluy NOKUCKa, 0OpabOTKH U BHIBOJA JOKYMEHTOB U3 CUCTEMBI D/I;
— MPUMEHEHHUS 3JIEKTPOHHOU IM(PPOBOM MOANMCH NMPHU BEACHUH DJIEKTPOHHOTO
JIOKyMEHTO000pOTA.
3uame:
31 - ocHOBHBIE BUIbI U TIOHATHS 3JIEKTPOHHOTO IOKYMEHTOO00POTa;
32 - OCHOBHBIE TIOHSTHS JEJIONPONU3BOJICTBA;
33 - kiaccupuKkaluusg aBTOMAaTU3UPOBAHHBIX  MH(POPMALMOHHBIX  CHUCTEM
AJIIEKTPOHHOTO JOKYMEHTOO00pOTa;
34 - TpeOOBaHUA K CUCTEME JIEKTPOHHOTO IOKYMEHTO000POTA;
35 - OCHOBHBIE BU/IbI U MTOHATHUS AIEKTPOHHON U(POBOIA MOAIUCH;
36 - HOpMAaTHBHO-TIPABOBbIE ACMIEKTHI JIEKTPOHHON LIM(PPOBOI MOANUCH;
37 - 001acTy MPUMEHEHHSI DIIEKTPOHHOU IU(PPOBOM TOIUCH.

Ymemo
V1 - dbopmupoBarh 3JE€KTPOHHBIE JOKYMEHTHI B CHCTEMaxX HPOU3BOACTBEHHOIO
JIOKYMEHTO000pOTa;

VY2 - ynpaBiaTh BEpCUSIMH dJIEKTPOHHBIX JOKYMEHTOB;

Y3 - dopmupoBaTh 3JIEKTPOHHBIA JOKYMEHT C HCIIOJIb30BaHUEM I1abJioHA Ha
OJIaHKE OpTraHU3aIINHY;

VY4 - BecTH XypHaJIbl, KIacCU()UKATOPHI U CIIPABOYHUKU B CUCTEME DJIEKTPOHHOTO
JIOKyMEHTO000pOTa;

VY5 - hopMUpOBATH OTUETHI O IBUKEHUH U UCIIOJIHEHUU TOKYMEHTOB;

Y6 - peructpupoBaTh M KiIacCU(UUUPOBATH JAOKYMEHTBI, PErUCTPUPYEMBIE B
porpamme;

V’7 - OCyIIECTBIIATh PACCHUIKY HAIIOMUHAHUM U YBEIOMIICHUN;

V8 - ocylecTBIATh COTJIaCOBaHUE JOKYMEHTOB;

VY9 - nepeBoAUTH TOKYMEHTHI B APXUB;

V10 - ocymecTBasATh NOMCK JOKYMEHTOB 10 PEKBU3UTAM U KOHTEKCTY;

V11 - §puUMEHATb DJIEKTPOHHYIO HU(PPOBYIO MOAMNUCH JUIsl TMOAMNUCAHUS
JIOKYMEHTOB Pa3JINYHBIX (hOPMATOB.



B pesynbrare

OCBOCHHUSI Y4YeOHOW TMPAKTUKA Y CTYIEHTOB OyayT

dopmupoBatbes  cienyromue obmue (OK) wum  mpodeccuonansabie  (11K)
KOMIIETEHIIIH:
OK 01 | Beibupath crocoOsl pemieHus 3a1a4 npopecCHOHATBHON IeSTEIbHOCTH

MNPUMCHHUTCIIBHO K PAa3JIMYHbIM TCKCTAM

OK 02 |Hcnonbs3oBaTh  COBPEMEHHBIE  CpPEIACTBAa  IMOWUCKA, aHalu3a W
UHTEpIpeTalud MHPOpMAIUH, U HHPOPMAIIMOHHBIE TEXHOJOTHH IS
BBIIIOJIHEHHUS 33424 MTPOPECCHOHAIBHON AESITENIbHOCTH

OK 03 |I[InanupoBaTh U peEaTM30BBIBATH COOCTBEHHOE MPOQPECCHOHAIBHOE H
JUYHOCTHOE  Pa3BUTHE, NPEANPUHUMATEIBCKYIO JESATEIBHOCTh B
npodeccuoHanbHOM cdepe, HCMOoJIb30BaTh 3HaHUA 1O (PUHAHCOBOMU
I'PAMOTHOCTH B PA3JIUYHBIX )KU3HEHHBIX CUTYALUSIX.

OK 04 | DddexTnBHO B3aMMOAEHCTBOBATh M Pa0OTATh B KOJIJIEKTHBE M KOMAaH/IE

OK 05 | OcymecTBiaATh yCTHYHO M NUCBMEHHYK0O KOMMYHHMKAlIMIO  Ha
rocyapctBeHHoM  s3blke  Poccmiickonn  @enmepanuun ¢ ydyeToM
0COOEHHOCTEN COLMAIBbHOIO M KYJIBTYPHOTO KOHTEKCTa

OK 06 | IIposBiATh rpa)kxAaHCKO-IIATPUOTUYECKYIO MO3ULMIO, AEMOHCTPUPOBATH
OCO3HAaHHOE IMOBEJCHUE HAa OCHOBE TPAJMULMOHHBIX OOIEYEIOBEUECKUX
LIEHHOCTEM, B TOM YHCJIE C YYETOM rapMOHH3aLUU MEKHAMOHAIBHBIX U
MEXPEJINTHO3HBIX OTHOILICHH, PUMEHSITh CTaH1apThI
AHTUKOPPYILIMOHHOIO ITOBEICHUS

OK 07 | ConelicTBoBaTh COXpPaHEHUIO OKpY’Karolen cpenpl,
pecypcocOepeKeHr0, MPUMEHATh 3HAHHMS 00 HM3MEHEHUU KIIMMara,
NPUHIUIBL OEPEKIMBOTr0 MPOU3BOACTBA, 3(DPEKTUBHO NEWCTBOBATH B
YPE3BhIUAMHBIX CUTYAIIUSIX

OK 08 | Ucnonb3oBath cpeactBa (U3HYECKOW KyJNbTYpPhl IS COXpPAHEHUS H
YKpEIUIEHUs 3[I0pOBbsl B Mpoliecce NpodhecCuOHATbHOU IEATETbHOCTH U
oJIepKaHusl HEOOXOAUMOI0 YPOBHs (PM3UYECKOM MOATOTOBICHHOCTH

OK 09 | Ilonb3oBaThCs npodeccuoHanbHOM JOKyMEHTAaIen Ha
rOCYJapCTBEHHOM M MHOCTPAHHOM SI3bIKaX

[1K 1.1 | BeimmoaasTe BBOJ M 00pabOTKY TEKCTOBBIX JIAHHBIX.

[IK 1.2 | Beimonusate mnpeoOpa3oBaHuE JaHHBIX, CBSA3aHHBIX C W3MEHEHUSIMU
CTPYKTYPbI JOKYMEHTOB.

[IK 1.3 | Beimmonusate pa3merky W (GOpMaTUPOBAHUE JIOKYMEHTOB pPa3IUYHBIX
dhopmaToB.

I1K 1.4 | KorBepTrpoBaTh aHAJIOTOBBIC JIAHHBIE B ITM(POBHIC.

[IK 1.5 | BeimonaHsaTe TOATOTOBKY HHU(POBBIX MAaHHBIX IS JajbHEHIen
00pabOTKM ¥ apXUBUPOBAHMUSI.

[1K 1.6 | ®opmupoBaTh 3ampocCkl sl TOJydeHHsI HHpOpMaIluu B 0a3ax JaHHBIX

I1K 1.7 | BeimosHATh onepanuu ¢ 00beKTaMu 0a3bl JaHHBIX

[1K 2.1 | Mcnonp30BaTh CUCTEMY JIEKTPOHHOTO JJOKYMEHTO000pOTa.

I1K 2.2 | ConpoBOXJaTh JOKYMEHTHI C 3JIEKTPOHHO-ITU(POBOM MOANHUCHIO.




‘ 1K 2.3 ‘ OcymiecTBIsATh pe3epBHOE KOMMPOBaHNE MHGOPMAIIHH.

Pabouas mporpamma BKJIIOYAeT B ceOsl:

— MacmopT mporpamMMbl (00JaCTh TPUMEHEHHsI IMPOTPaMMBI, MECTO
yueOHOi mpakTuku B cTpykrype OIIOII, nenu u 3amaum yueOHOM
PAKTUKH - TPEOOBAaHUS K pe3yJbTaTaM OCBOCHHUS);

— TeMaTUYECKUI MJIaH U coJiepKaHue Y4eOHOU MPaKTUKY;

— YCJIOBHS  pealu3alldd NporpaMMmbl  (MaTepUaTIbHO-TEXHUYECKOE
obecnieueHue, MHGOPMAIMOHHOE OOecleueHre OOyUeHHS, MEepeUCHb
PEKOMEHIyeMbIX Y4YeOHBIX u3naHui, MIHTepHeT-pecypcoB, OCHOBHOM
Y JIOTIOTHUTEIILHON JIUTEpaTypHhl);

— KOHTPOJIb U OIIEHKY PE3yJbTaTOB OCBOCHUS YUEOHOM MPAKTUKHU.



