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I. EJA 1 3ATAYH JACIHUATIIAHBI (Moays):

Hean qucrunaabl « PopMaTHPOBAHUE MEIUATEKCTa» COCTOMT B OCBOCHUU HEOOXOAMMBIX
JUTSL )KYPHAIMCTA METOIOB pabOTHI C TEKCTOBBIMH (haiiIaMH M MILTIOCTPATUBHBIM MaTEPHAJIOM .

3anayu:

1. OcBouTh OBICTPBIM W TPAMOTHBIM HAOOp TEKCTa METOJOM CJICTION JeCATUMAIbIIEBON
Ie4aTu.

2. Hayuutbcs ¢opMaTupoBaTh M PENAKTHPOBaTh TEKCT B OCHOBHBIX TEKCTOBBIX
penakTopax.

3. HayuuTbcs npaBuiibHO 0pOPMIIATH CCHUIKK U Onbnmorpadudeckie CucKH.

4. OcBoHTb CO3JaHKE U pelaKTUPOBaHKE TaOIuUIl, TpadrKOB, TUATPaMM, IPE3CHTAIHI.

1. MECTO JUCHHUIIJIMHBI B CTPYKTYPE OITIOII

2.1. Yuebnass nucnurummHa «@DopMaTHpOBaHUE MEAMATEKCTa» OTHOCHUTCS K YacTH
nporpamMmbl, GOpMUPYEMOIi yUaCTHUKaMH 00pa30BaTENbHBIX OTHOIICHUH.

2.2. lanHas JHCHUIUIMHA H3YYaeTcs HA IEPBOM CEMECTpe IEPBOro Kypca, MO3ITOMY
MPENIIECTBYOINX JUCIUILUIMH HE IPEAYCMOTPEHO.

2.3. luctnmmmaa  «@opMaTHpOBaHHE MEIMATEKCTa» SIBISICTCS IPEAIISCTBYIOMICH JUIs
npenMeToB «TeXHHWKa M TEXHOJOTHs CPEICTB MacCOBOW HHpopmarun», «BbpITyck ydeOHOU
ra3eTbl», a TaKKe JaeT HeOOXOAUMBbIE HaBBIKHU JJIsl TPABIIILHOTO O0(OPMIICHUSI KYPCOBBIX padoT
Y BBIITYCKHOM KBaJIM(DUKAITMOHHOW pabOTHI.

I1l. TPEBOBAHUSA K PE3YJbTATAM OCBOEHUSA JUCHUIIJIMHBI
[Ipouiecc ocBoeHus auCHUIUIMHBL «DOpMaTHpPOBAHHE MEIUATEKCTa» HAIpaBJieH Ha
dopmupoBanne kommereHui B cootBercTBUU ¢ ®I'OC BO u OIl BO mo HampaBieHHIO

nonrorosku 42.03.02 (OKypuanuctuka), npoduis «KypHaaucTika 1 HOBbIE MEAUA»

ITepedyenn NiIaHMPYEeMBbIX Pe3yIbTATOB 00y4eHHsI 110 JUCHUILIMHE (MOYI10),
COOTHECEHHBIX ¢ MHAMKATOPAMH A0CTHKEHHUS KOMIeTeHIUH

Komnerennus Nuankaropsbl Pe3yabTarsl 00y4yeHus
KOMIIeTeHIH
TIK-5 WK k5.1 3HaTh: HEOO0XO0IMMOEe
BpeMs Ha CO3JJaHUE TEKCTa.
YMmerTs: pacrnpenensiTs

BpEMEHHbBIE Hu TEXHUYECKHE
pecypchl B mmporiecce padoThl
Bnanerb: HaBbIKaMU TaiiM-

MEHEIKMEHTA

HJIK niks.2 3HaTh: OCHOBHBIE TPHUEMBI
TailiM-MEHEeKMEHTA

YMmerTs: [IPaBUJIbHO

pacnpenensiTb TPyAOBbIE PECYpPCHI

Ha pellleHne KOHKPETHBIX 3a7a4
Bnanets: OCHOBHBIMH

HaBBIKAMH TaliM-MEHEKMEHTA




1IK-7

UK nx 7.1 3HaTh: npaBuJia
ohopmieHus HAy4YHBIX u
ME/IMAaTEKCTOB.

YMmerTs: CO3/1aBaTh u
peIaKTUPOBATh TaOJTUIIB,
rpaduKu, THarpaMmbl

Bnanets: HaBBIKAMU
dbopmaTupoBaHUS u
pEeAaKTHPOBAHMS TEKCTA

HJIK 1k 7.3 3HaTh: porpamMmmy
Microsoft Office, ee Bo3amoxHOCTH
YMmerTs: paboTaTh B

nporpammax Word, Excel, Power
Point.

Bnanetn: HaBBIKAaMHU
CO3JaHUSI W  pPEIAaKTUPOBAHUS
TEKCTOB U MPE3EHTAllUM.




V. COILEPKXAHUE U CTPYKTYPA JUCIHUIIIMHBI

TpynoeMKoCTh JMCHUILIUHBI COCTABJISAET __ 2 3a4eTHBIX eIMHUIbL, _ /2 4acos,
B TOM 4YHCJIe 3a4eTHBIX eIMHHII, YacoB HA IK3aMeH (0omcymcmaeyen)

dopMa NPOMeKYTOUHOI aTTecTanuu: 3ayder

4.1 Copepxanne AUCHMILUIMHBI, CTPYKTYPHPOBAHHOE MO TeMaM, ¢ YKa3aHHEeM BH/JI0B Y4YeOHbIX 3aHATHIl M OTBEJEHHOI0 Ha HHUX
KOJINYeCTBA aKaJeMUYeCKHX Yac0B

w | Buasl yueOHOI paOoThl, BKJIIOYAsi CAMOCTOSATEIbHYIO
@]
x X paboTy o0yuaromuxcs U TPyA0EMKOCTh
o 2 5 (B yacax) @DOopMBI TEKYILErO
0]
3 2 z % S KOHTPOJIS
= g 3 g e yCIIEBAEMOCTH;
7 (e} b
Ne i/ Pa3znen aucuunianHbl/ TeMbI O o s o KonrakTias paGoTa npenojasarens | & = ®opma
3 i 2 C 00yJarO IUMHUCS e S IIPOMCIKYTOTHON
aa) = 9 g s aTTeCTalnu
0 2 Z (no cemecmpam)
= = O =
o JlaboparopHsbie
= Jlexuu KoncynpTanuu
3aHATHA
. 8 TecT ckopocTH
1 JecarunanpleBblii METO EYaTH 1 2 6 p
nevaTu
8 JlabopaTopHas
2 dopmaTHpPOBaHHUE TEKCTa 1 2 6 patop
paboTa
8 JlabopaTopHas
3 PenaktupoBaHue Tekcra 1 2 6 paTop
pabora
8 JlabopaTopHas
4 OdopmiieHHe CrIMCKa JTUTEPATY PhI 1 2 6 patop
pabora
8 JlaGopaTopHas
5} Odopmnenne CHOCOK 1 2 6 paTop
pabora
6 WNnmoctpanuu u nndorpaduka 1 8 2 6 JlabopaTopHas




- Bunsr yueOHOI paboThI, BKIIOYAst CAMOCTOSTEIBHYIO
e g paboTy 00YUAIOIIUXCS U TPYJOEMKOCTh ®opMbI TEKYLIErO
S| 8 2 s (B yacax) KOHTpPOJIA
= § E 2 v .| ycmesaemocty;
Ne /it Pasfen TUCHUILIMHBL/ TEMBI O % = E; g £ dopma
= I o
o i = KonTtakTHas paboTa mpemnogaBaTess 2 o % MMPOMEKYTOTHON
M = a C 00Y4ar0 IUMUCS z = aTTeCTalluu
3 OM= (no cemecmpam)
pabota
8 JlabopaTopHas
7 PacnoznaBanue Tekcra 1 2 6 patop
pabota
8 JlaGoparopHas
8 BepcTka Tekcra 1 2 6 paTop
pabota
8 JlaGoparopuas
9 [Ipe3enTanus 1 2 6 patop
paboTta
HToro yacos 72 18 54 3auer
4.2 Tl;iaH BHeAyTUTOPHOI CAMOCTOSITE/IbHOI Pad0ThHI 00Y4AKIIMXCS 10 TUCIUIITHHE
CamocrosiTenbHas paboTa 00yJaronmxcst V4ebHo-
METOIMIECKOe
3aTpatsl OrneHo4YHOE
CemecTtp HaszBanue paznena, Tembl B o Cpoxkn obecreueHue
HJ] CAMOCTOSITCIBHON paboTel| = | BPEMCHH CPEACTBO CAMOCTOSTOIHO
(1ac.) pabotbl
N N3yuenune nurepartypsl U Caiit Ratatype.ru
1 JecarnnanbueBblid METOJ I€YaTH . 1-4 uen. 2 Ompoc
nporpammbl Microsoft Word
Pesynprar B [Iporpamma
1 dopmaTupoBaHuE TEKCTA PaGoTa B mporpamme Ratatype | 1-2 Hen. 6 .
p P porp yp A nporpamme Microsoft Word
[ToaroroBka k nabopaTopHOH JlabopaTopHas [Iporpamma
1 PenaxtupoBanue Tekcra A patop 1-2 uen. 6 patop --porp
paboTe paboTa Microsoft Word
[TonroToBka k mabopaTopHOH Iporpamma
1 OdopmieHre CIUCKA JTUTEPATYPhI AGoTe patop 1-2 men. 6 Jlaboparopnas | Microsoft Word,
P pabora TOCT-2019




CamocrositenbHas padoTa 00y4Jaronmxcs VYuebHo-
3aTpatsl OnenouHoe METOMHECKOe
Cemectp HazBanue pa3nena, TeMbl . Cpoxku o0ecrieyeHue
Bun camocrosiTensHOM paboTh BpEMEHU CpPeNCTBO .
BBIIIOJTHCHHUA CaMOCTOATCIIBHOU
(1ac.) paboTHI
[TonroToBka Kk mabopaTOpHOH JlabopaTopHas [Iporpamma
1 OdopmiteHHE CHOCOK A patop 1-2 nen. 6 parop .~ POrP
pabote paboTa Microsoft Word
[ToaroroBka K J1ab0OpaTOPHOM Iporpamma
1 Wnmoctpanuu u nHporpaduka AGoTe patop 1-2 nmen. 6 Jlabopatopnas | Microsoft Word,
p pabota Microsoft Excel
[TonroToBka K 1ab0paTOpHON Jlabopatopnas |I[Iporpamma OCR
1 PacrioznaBanue texcra A patop 1-2 men. 6 patop porpam
paboTe paboTa online
[TonroToBka k mabopaTopHOH JlabopaTopHas [Iporpamma
1 Bepctka Tekcra A patop 1-2 wen. 10 patop .- Porp
pabote pabota Microsoft Word
[TonroToBka k mabopaTopHOH Iporpamma
1 IIpe3enTanus A AGoTe patop 1-2 men. 6 Jlaboparopnas | Microsoft Power
p paboTa Point
OO6mmmit 00beM CaMOCTOSATEILHON PaOOTHI IO AUCHUILIMHE (Yac) 54
N3 Hux 00beM caMOCTOATEIbHOM Pa00ThI € MCIOJIb30BAHUEM JJIEKTPOHHOI0 00YyUYeHUs U 54

AMCTAHIMOHHBIX 00pa30BaTeIbLHBIX TEXHOJIOTHII (4ac)




4.3 Conep:xanue y4eGHOro MaTepuasia

1. Caenoii necsaiTunajabIeBbIH MeTO HA00Opa TEKCTA

Buzbl TekcroBhIX penaktopoB. Pabora B TekctoBoM pemaktope Microsoft Word 2011,
BosmokHocTu nporpammel. Co3nanue namok u ¢aiiaos, padbota ¢ nankamu 1 ¢ainamu. [lanenn
3a/1a4 U CTPOKU HHCTPYMEHTOB. M cronb30BaHNE «TOPSYUX KITABHIID».

[IpeumytecTBa CIEMOro AECATUIANBIEBOTO MeToa nmedatu. [IporpaMMel 1st 00ydeHus
Habopy Ttekcta («Cono Ha kiaBHatype», «Stamina online», «Ratatype». OcobGeHHocTtr
o0yuenus. [Ipuemsl neyaru.

PaGora B mporpamme «Ratatype». OmnpeneneHne CKOpPOCTH Ie4YaTH, TECTHPOBAHHE Ha
CKOpPOCTh Te4yaTH. TpEeHHpOBKa CIIEMOro JIeCATHUNAIbIIEBOIO HA0Opa TekcTa. TeXHHWKa TedYaTH:
IIOJIOXKCHUE NABIEB, M30eraHne OMMOOK, HCIIOIb30BaHNE OOKOBBIX KIIABUIIL.

JlaGopatopHast pabora: IIpoiiTu TeKCT ckopocTu medatd B mporpamme «Ratatype» uim
aHAJIOTMYHON TporpamMmme. MuHHUMaIbHAsT CKOpocTh — 200 3HAKOB B MUHYTY. MUHUMAaJbHBIH
ypOBEHb rpaMmoTHOCTH — 98%.

2. ®opMaTHpPOBaHHE TEKCTA

Odopmnenue Tekcta HaydyHOU pabotel coriacHo ['OCTy. pudt: keriab, HauepTaHue,
BBIIEJICHUE TEKCTa, BHUAbl LPU(TOB, MEKOYKBEHHBbIM HHTEepBal. AO3al: MEXKCTPOUYHBIN
UHTEpBaJ, ab3alHbIi  OTCTyn, BblpaBHMBaHMe. CHMCKM: Mapkeppl U HyMmepaius,
MHOTOYpPOBHEBbIE CHHMCKHM. Pa3MeTka CTpaHHUIBI: TI0JI, OpPHEHTAalMs, pa3Mep CTpaHHIIbI,
KOJIOHKHU.

Koppektypa: BbiJesieHue BETOM, MOYEpPKUBaHUEM, 3auepKuBaHueM. PenieH3upoBaHue:
MIpUMEYaHMsl, UCIPABJICHNUS, BBIHOCKHU.

JlabopaTopHas pabota: McrpaBieHre TEKCTa B COOTBETCTBHUH C MpaBUiiaMu 0(GopmiIeHus
CTYIEHYECKUX HAayYHBIX paboT.

3. PenakTupoBaHue TeKcTa.

OCHOBBI KOPPEKTYpHI U peakTHpoBaHus TekcTa. KoppekTtopckas cumBonnka. BHecenue
npaBku B TekcT. Hacrpoiika aBro3zamensl. Vcrnonb3oBanue ¢yHkuuu «HaliTh m 3aMeHUTHY:
JUIIHUE TPoOesbl, OyKBa «&».

3aroloBKM  pasHOro ypoBHsA, maparpadsl. Pa3peiB  cTpaHHIBl. ABTOMaTHYECKOE
OIJIaBJICHUE. Y JapeHUsI.

JlaGopaTopHast pabota: Penakrypa Tekcta B COOTBETCTBUHM C MpaBUIAMHU O()OPMIICHUS
CTYJIEHYECKUX Hay4YHBbIX paloT.

4. O¢opMileHHE CTMCKA JIUTEPATYPhI

bubnuorpaguueckoe onucanue, onpenaereHue u - cpepa npuUMeHEeHHA. Bunael
Ooubmmorpaduyeckoro omucaHus: KpaTkoe, pacmmpeHHoe u moinoe. I'OCT 7.0.100-2018.
«bubmorpaduueckas 3anuce. bubnmuorpaguueckoe onucanue. Odume TpedOBaHNUS U IpaBUIIa
coctaBieHust».  OTimumsg  oTr  mnpexHed  Bepcuu.  OCOOEHHOCTH — NMyHKTyalluM B
OoubmorpauuecKkoM ONMUCaHUH.

OdopmiieHne cyucka JIUTepaTypbl: HOPMAaTUBHO-IIPABOBBIE JOKYMEHTBI, KHUTH, HAyYHbIE
CTaTbu, 3JIEKTPOHHBIE pecypcbl, MaTepuaisl CMU. ABtomaTnueckoe (GpOpMHpOBaHHE CIHCKA
JIUTEPaTYpHL.

Jlabopatopnast padora: Opopmuts crnmcok jurepatypsl B Tekcte o 'OCTy (He MmeHnee
20 MyHKTOB).

5. OdopmiieHHe CHOCOK

@OyHKIIMM CHOCOK B TEKCTE, Pa3lMuusi MEXAy pasHbIMH Bapuantamu. OdopmieHne
npuMedanuii. CHOCKH: TIOCTpaHWYHBIC, KOHIICBBIC, B KBAJPAaTHBIX CKOOKaxX (C HOMEpPOM WM
¢dbamunueit aBTopa).



JlabopatopHast pabota: OdopMUTh MpaBUIBHO CHOCKM B MPENJIOKEHHOM TEKCTE B
YEeTBhIpEX BapHaHTaX: MOCTPAHUYHBIE, KOHIIEBBIE, B KBAJ[PATHBIX CKOOKaX ¢ HOMEPOM MCTOYHHKA,
B KBaJIpaTHHIX CKOOKax ¢ (hamumeli aBTopa.

6. Witoctpanuu u uHdorpaduxa

Co3nanue u pegaktupoBanue Tabmui. Coznanue rpaukoB, THCTOIPAMM, AHATPAMM.

BcraBka u pemaktupoBaHue n3oOpaxeHuid. BcTaBka TaOmuibl, pucyHKa, AUarpaMMBbl.
Qurypsl U crnenuagbHble CUMBOJBI. BBOJ CHELICHMBOJIOB C MOMOIIBIO MEHIO M KJaBUATYPBHI.
I'unepccpuikm.

JlaGopaTopHasi paboTa: BcTaBUTh B TEKCT TpU TaONMIbI, HA UX OCHOBE CO3/4aTh Ipaduk,
KpPYTOBYIO JHarpammy, THCTOrpaMMy.

7. PacmozHaBaHMe TEKCTA

CkaHMpoBaHME M paclio3HaBaHWE TekcTa. [IporpaMmbl AJs pacrmo3HaBaHUsI TEKCTA.
PenaxtupoBanue pacrmosHaHHbIX ¢aiiaoB. PenaktupoBanue Texcra B ¢popmare PDF: cozmanue
NpUMEYaHHM, BBIICJICHHE TeKCcTa. PemakThpoBaHue TekcTa B mporpammax Paint m Photoshop.
BcraBka npumedaHuil.

JlabopatopHass  pabora:  CkaHupoBarh  (cororpadupoBath), pacHo3HaTb U
OTPENaKTHPOBATH TEKCT.

8. Bepcrka Tekcra

Opuenrtanus  Tekcra. Kosonku. Komontutynel. @PoH u  nojjioxkka. BceraBka

nmnoctpanuii. O6peska. O0TeKkaHUuE TEKCTOM.
JlaGopaTopHast pabota: BcraButh Tekcr, opopMuTh €ro kak OyKJIeT WM OpoIIopy ¢
WILTIO CTPALIASIMHU.

9. Co3nanue nmpe3eHTauui
IMporpamma Microsoft PowerPoint.
Hcnonb3oBaHre BOZMOXKXHOCTEH MPOTPAMMBEI.
BcTaBka Ttekcra, nzobpaxkenuit, Tabauil. Mcnons3oBaHue BU3yaabHbIX 3((HEKTOB.
JlaGopaTtopHas pabota: Co3naTh npe3eHTaluo (He MeHee 15 cTpanuir).

Co3nanve ¥ peJakTUPOBAHHME IPE3EHTALUH.

4.3.1. IlepeuyeHb cCeMMHAPCKHUX, MIPAKTHYECKUX 3aHATHII U J1a00PATOPHBIX padoT

Ne pazpena Hanmenosanue cemunapos, | Tpymoemkocr |  OneHousbsle | Popmupyembie
n/m Y TEMBI NPAKTUYECKHUX U JIA0OPaTOPHBIX b cpencraa KOMIETCeHIHH
JTUCLUATIIMHBI pa60T (uac.)
(Moayns)
2 3 4 5 6
1 JecstunanbleBblii METO 9 orpoc [1K-5
neyaTu
2 2 Jlabopatop ITK-5,
dopMaTupoBaHUE TEKCTA 2 was pabota | TIK-7
3 3 PenaktupoBanue Tekcra 4 JlaGoparcp IIK-5,
Has pabora | [1K-7
4 4 Odopmienue cnmcka 5 Jlabopatop [K-5,
JIMTEPATYpPHI Has pabora | [1K-7
> S OdopMITeHHe CHOCOK 2 Iii?;:;;:: Hgﬁ-s’
6 6 Wnmoctpanuu u 9 Jlaboparop IK-5,
uH(porpaduka Has pabora | ITK-7




! ! PacriosnaBaHue TeKCTa 2 Jlaboparop TK-5,
Has pabora | [1K-7

8 8 JlaGopatop [K-5,
Bepcrtka Tekcra 2 vas padora | TTK-7

9 9 Jlabopatop IK-5,
Hpesenrais 2 Has pabota | [IK-7

4.3.2. Tlepeuenr TeM (BONMPOCOB), BHIHOCHMBIX HAa CAMOCTOSITeIbHOE H3yueHHUE
CTYIeHTaMH B paMKax caMocTosiTeJibHOi padoTsl (CPC)

Tema 3ananue dopmupyemas NJIK
KOMIIETEHIUS
n/m
1 Breimonaenue ITK-5, TIK-7 NJK-5.1,
JecsaTunanpueBblil YIPaXHEHUH, TPEHUPOBKA NJK-5.2,
METOJ IeYaTu CKOPOCTM U  TOYHOCTHU UJIK-7.1,
rneyaTu NJK-7.3
2 Odopmnenne Tekcta B ITK-5, TIK-7 NIK-5.1,
COOTBETCTBHUH c WJIK-5.2,
DopuMaTHpOBAHKE TpeOOBaHUAMU (o, A
Texcra mpuQT, KEriab, UHTEPBAIBI WJK-7.1,
u 1p.) NJK-7.3
3 Odopmienue IK-5, TIK-7 NJIK-5.1,
3arojioBKOB, OTJIaBJICHUSI. WJIK-5.2,
Penaxtnposanne Hcnonp3oBanue A
Texera aBTO3aMEHBI MJK-7.1,
NJIK-7.3
4 Odopmuts CIHCOK ITK-5, TIK-7 NIK-5.1,
JTUTEPATYPHI B WJIK-5.2,
OQopmnenne cnucka | .. rpererpmm c obpasiom I[K 21
JIUTEPATYPHI (o TOCTYy) NAK-7.1,
NJIK-7.3
5 Odopmuts IK-5, TIK-7 NIK-5.1,
MOCTPaHUYHEIE, WJIK-5.2
Odopmiienne cHOCOK KOHIEBLIC,  CHOCKM B
KBaJIPATHBIX CKOOKaX WAK-7.1,
NIK-7.3
6 Co3natb Tabaumy, I1K-5, TIK-7 NJK-5.1,
Wiuroctpanuu u rpagu, KPYroBylo NIK-5.2,
qUarpammy, THCTOTPaMMy
uHporpaduka NAK-7.1,
NAK-7.3
7 CkaHHMpOBATh, ITK-5, IIK-7 NJK-5.1,
pacinio3HaTb u I/II[K-S 2
PacniosnaBanue Tekcra | OTPEAAKTHPOBATEH TEKCT VJTK-7.1
NAK-7.3
8 Ceepctath OyKJeT WU [K-5, TIK-7 NJIK-5.1,
Bepcrtka Tekcra
Opormropy




NJIK-5.2,
NJK-7.1,
NJK-7.3
9 Co3naTe Npe3eHTaluIo C IIK-5, TTIK-7 NJIK-5.1,
chonIﬁOBaHerM TEKCTA, WIK-5.2,
WILTIOCTPaLU i
[IpesenTarus HH(pOFp:(I)IIfIKHZ »pipercron NIK-7.1,
NIK-7.3

4.4. MeTroauyeckue YKa3aHMsi MO0 OPraHM3alUH CAMOCTOSITEIbHON PadoThI
CTY/I€HTOB

CamocrosiTenbHass paboTa CTYIEHTOB COCTOMT B OTPaOOTKE U TPEHUPOBKE HAaBBIKOB,
MOJTyYeHHBIX B paMKax j1abopaTopHOW paOoThl. CTyNEHTHI BBHIMOJIHSIOT 33aJaHUS, CBSI3aHHBIE C
HaOOpOM M pPENaKTUPOBAHUEM TEKCTOB, FOTOBACh K paboTe Ha JIAOOPATOPHBIX 3AHATUAX WIH
npoJoJrKas paboTy HaJl He3aKOHUEHHBIMU 3aJJaHUSMH.

4.5, TlpumepHasi TeMATHKAa KYPCOBBIX padoT (MpoeKToB) (npu Haiuyuu)

KypcoBbie paboThl 110 JaHHOW AUCHUIIIMHE YI€OHBIM MJIAHOM HE MPEIYCMOTPEHBI.

V. VYEBHO-METOJNYECKOE 1 ”TH®OPMAIIMOHHOE OBECITEYEHUE
TV CHUTLIAHBI (MOIYJIS)

a) nepevYeHb JUTEPATYpPhbl
OCHOBHAasI IUTEpPaTypa
1. Maxkaposa H. B. UadopmaTuka: yued. ais By3oB / H. B. Makaposa. — CII6: ITutep, 2015.
2. TOCT 7.0.100-2018. «bubnuorpaduueckast 3anuch. bubimorpaduyeckoe onucaHue.
O61ue TpeboBaHus U paBuiia coctaBieHus». — M.: Ctannaptuadopm, 2018.

JTOMOJTHUTEILHAN JINTEpaTypa

1. I'aBpunos M. B. Undopmatuka u nHpopmanroHHsie TeXxHOIOruu [Teker] : yueOHuK
st 6akanaspos / M. B. I'aBpuios. — 3-e usn., mepepad. u gom. — M. : FOpaiiT, 2013. — 378 c.

2. Nndopmartuka. bazoBeiii kypc [Tekcr] : yueb. mocobue mns By3oB / pen. C. B.
CumonoBuY. — 2-¢ u3a. — M. ; CII6. ; Hwkunit Hosropon : IIMTEP, 2011. — 640 c.

3. Ky3un A. B., UymakoBa E. B. OcHoBsl pabotel B Microsoft Office 2013. YueGHoe
nocobue; Uudpa-M, @opym - M., 2015. - 160 c.

4. Jleonor B. C. Word 2010 ¢ uysas / B. C. Jleonos. — M.: Dkemo, 2010. — 340 c.

5. Pynukoa JI. B. Microsoft Word nist crynenta; BXB-IletepOypr - M., 2006. - 400 c.

6. Ceupunosa M. 0. Co3znanue npesentanuu B PowerPoint; Akagemus - M., 2012. - 224

7. CeupunoBa M. 1O. TekcroBbiii penakTop Word; Akagemus - M., 2011. - 176 c.

0) mepuoanyYecKue U3NAHUS (1pu HeoOX0OUMOCmL)

B) CIIMCOK aBTOPCKHUX METOANYECKHX Pa3paboToK
Meronuueckue ykasanus «PopmatupoBanue meauatekcta» (pecype belca.isu.ru)

r) 0a3bl JaHHBIX, HHPOPMALMOHHO-CIIPABOYHbIE U MOUCKOBbIE CHCTEMbI

Belca.isu.ru, pecypc 2917.




VIMATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCIUIIJINHBI

6.1. YueOHO-1a00paTOpHOE 000pPyI0BAHUE:!
KomnberoTepHbIi Ki1acc.

6.2. [IporpamMHoe oGecnieueHnme:

[Tporpamma Microsoft Office Word

[Tporpamma Microsoft Power Point

[Iporpamma  gig oOydeHHs — CIEOMY  JeCATUNANbIeBOMY  HabOTy  TeKcTa
https://www.ratatype.ru/

[Tporpamma Jutst paco3HaBanus TekcTa hitps://www.onlineocr.net/ru/

6.3. Texnuveckne u IJIEKTPOHHBIE CPEACTBA:
KomribroTepsl ¢ HE0OOXOIUMBIM TPOTPAMMHBIM 00€CIIE€YEHUEM U C BBIXOJOM B HHTEPHET.

VII.OBPA3OBATEJIBHBIE TEXHOJIOT U
(Vrazviearomea 6 amom pazoene obpasosamenvHble mexHON02UU, UCNOIbIYEMbIE NPU
peanuszayuu pa3iudHsbix U008 yuebHot pabomoi)*
*[Ipu nposedenuu yueOHvix 3aHAMUL npenodasameb 00JHCeH 0becneyusams pa3eumue
V 00y4arwuxcs HA8bIKO8 KOMAHOHOU padOmbvl, MENCIUYHOCMHOU KOMMYHUKAYUU, NPUHANMUS
peulenutl, 1OepcKux Kaiecms (8Kaouas npu HeoOXoO0uMocmu npogedeHue UHMepaKmueHbIX
JIeKYul, 2pYyNnosvix OUCKYCCUL, PONEBbIX Ucp, MPEHUH208, AHAIU3 CUMYaAyUll U UMUMAYUOHHBIX
Mooenell, npenodasanue OUCYUNIUH (MOOYell) 8 ¢hopme KYpcos, COCMABIEHHbIX HA OCHOBe
Pe3yIbmamos HaAYUHbIX UCCIe008aHULl, NPOBOOUMBIX OpeaHu3ayuel, 6 Mmom Yucie ¢ y4emom
PECUOHATIbHBIX ~ 0COOeHHOCmell  NPO@eCcCUOHATbHOU — O0esiMeNbHOCMU — 8bINYCKHUKO8 U
nompebnocmeii pabomooamenetl).[{anusiii pazoen MOMCHO NPeodcmasums 8 euoe maodauy ul.

HaumeHoBaHue TeM 3aHATHIA C MCNIOJIb30BAHNEM AKTUBHBIX (opM 00yueHHs:

JIMCIMIUINHA COCTOUT U3 MHAWBUIAYATbHBIX JIA0OPATOPHBIX 3aHATHI. AKTUBHbBIC (HOPMBI
00y4eHHs He TPEAYCMOTPEHBI.

Bun ®opma / Metos Kon-Bo

Tema 3zaHaTus
3aHATUSA WHTEPAKTUBHOT0 00y4YeHUs 4acoB

Hroro yacos

VII.OHEHOYHBIE MATEPUAJIBI JUISA TEKYIHETI'O KOHTPOJIA K
INPOMEXYTOYHOU ATTECTAIIUA

@OoH/ OLEHOYHBIX CPEACTB IO JAUCHUIUIMHE (MOIYJII0) MPEACTaBIsIeT CO00M KOMILJIEKT
OLICHOYHBIX MaTEPUAJIOB JJIsI IIPOBENECHUS TEKYIIEro KOHTPOJIS, BKIIIOYasl, pU HEOOXOAUMOCTH,
U BXOJHOW KOHTPOJIb, M MPOMEKYTOYHON aTTeCTAllMU OOydarommxcs U o(opMIsieTcs B BHJE
OTAENBHOrO JOKyMEeHTa (TPUIOXKEeHHsI K pabodeil mporpamMme AUCHUIUIMHBI (MOAYJIIS)) WIA B
JTAHHOM pa3zJielie MPOTrPaMMEI.

(IIpusoosmcs KOHMPOIbHLIE 8ONPOCHL U 3A0AHUSL 011 NPOBEOeHUsl MEeKYUe20 KOHMpPOJis
ycnesaemocmu U NPOME’CYMOYHOU ammecmayuu, onucawue noxazameneu u Kpumepues
OYeHUBAHUSL)

Ouenounsle cpeacrsa (0OC):


https://www.ratatype.ru/
https://www.onlineocr.net/ru/

8.1. OnenoyHsle cpeacTBa il BXOAHOI'O KOHTPOJsA (MOTyT OBITh B BHUIE TECTOB C
3aKPBITHIMHU UJIM OTKPBITHIMU BOIIPOCAMU).

YcTHbI onpoc cTyaeHToB. IIpenBapuTensHbIi TECT Ha CKOPOCTh MedaTH U O(OpMIICHHE
TEKCTA.

8.2. O11eHOYHBIE CpEACTBA TEKYIIEr0 KOHTPOJIS

1. Tect HA CKOPOCTh U TOYHOCTH MEYATH.

2. JlaboparopHbie paboThl ((hopMaTHpOBaHHWE W PEAAKTUPOBAHUE TEKCTa, OPOpMIICHUE
CHOCOK U CIIMCKa JIUTEPATYpPbl, CO3aHHUE MPE3EHTAIUH U JIp.).

8.3. OnenouHble cpencTBa ISl MPOMEXKYTOYHOM arrecranmuu (B QopmMe dK3aMeHa HIU
3auera).

3ader BBICTABISIETCS IO pe3yJbTaTaM JIA0OpaTOPHBIX pabdOT WM MO pe3yJbTaTaMm
KOHTPOJIbHOHN pabOTHI.

Marepuanbl 1Jisi NpPOBeJeHUS] TEeKyUero M TPOMeKYTOYHOr0 KOHTPOJISI 3HAHMIA
CTY/J1€HTOB:

Ne Bun koHTpOSIA KonTponmupyemsbie TeMbI Komnerennnu,
'\ (paznensr) KOMITOHEHTBI KOTOPBIX
KOHTPOJUPYIOTCS
1 JlabopaTopHas . [K-5, TIK-7
JlecsaTunanbleBblii METO/ TIEYaTH
pabora
2 JlabopaTopHas [K-5, TIK-7
dopMaTUpoBaHUE TEKCTA
pabora
3 JlabopaTopHas [K-5, TIK-7
PenakTupoBanue Tekcra
pabora
4 Jlaboparopras Odopmrnenne cucka JUTepaTyphl TIK-5, TIK-7
pabora p patTyp
5 JlabopaTopHas OdopMIIeHHE CHOCOK IK-5, TIK-7
pabota
6 JlabopaTopHas ITK-5, TIK-7
pabora Wnmoctpanmu u nadorpaduxa
7 JlabopaTopHas ITK-5, TIK-7
Pacno3naBanue Tekcra
pabota
8 JlaGopaTopHas I1K-5, ITK-7
Bepctka tekcra
pabota
9 JlaGopaTopHas I1K-5, ITK-7
[Ipe3zenTanus
pabota

JleMOHCTPAIIMOHHBIN BAPHAHT KOHTPOJILHOI padoThl Ne 1
1.

B anpecnoii crpoke HaOpaTh https://ru.wikipedia.org
BriOpaTh cTaThio pa3MepoM He MEHee 5 IKpaHOB.
CxomupoBaTh TEKCT CTaThU B OKYMEHT «KOHTpobHas paboTa.
OTpenakTHpOBaTh JOKYMEHT:
[Tons: neBoe 3 cm, mpaBoe 1,5 cMm, BepxHee U HIXKHEE — 2 CM.
BripaBHUBaHME 110 MIUPUHE.
Ab3aunbiit orctyn 1,25 cMm.



https://ru.wikipedia.org/

WuTtepBan nepen adb3amem u nocie ab3ama — 0.
MexcTpounslii uHTEpBan 1,5.
[pudrt Times New Roman, kerinp 14.
OTpenakTUpoBaTh TEKCT:
VY 1anuTh JMIIHIO TEXHUYECKYI0 HH(OpMaIHIo.
VY aannuTh runepCcChlIKHy.
VY nanuTe yaapeHus.
[TocTaBUTH NEPEHOCHI.
Tupe — cpenHre BMECTO JIMHHBIX.
UcnpaButk € Ha € (UCMOJIB30BATh ABTO3aMEHY)
B nocnenHuX mATH cI0Bax mocienHero naparpada mocraBuTh yiapeHusl.
Kasxnprit paznen HadyMHATH C HOBOW CTPAHUITHI (MCIOJIb30BATh Pa3pbIB CTPAH UIIHI).
Odopmuth MOA3aroNOBKM (KUPHBIA MIpU(T, BBHIpAaBHUBAHUE IO IIEHTPY, BCE
3aryiaBHbIE OYKBBI, 3HA4OK naparpada §).
Ha mepBoil cTpanuile caenarb aBTOMAaTUYECKOE OrJIaBJIeHHWE, BeAyIlee Ha
COOTBETCTBYIOIME Maparpadsl.
[IponyMepoBaTh CTpaHHIIBI (ABTOMATHYECKH )
Crnucox nureparypsl: Co3gaTh CIHCOK JMTEpaTypbl B KOHIE JOKYMEHTa (MOXKHO
yciioBHO), ohopmuTh o 'OCTy (cm. o6pazen B JTabopaTopHoii 5).
CHocku:
Ha nepBoii crpanuiie caenats 5 CHOCOK BHU3Y CTPAHUIIBL.
Ha BTOpOIt — 5 CHOCOK B KBaApaTHBIX CKOOKaX (BEIyT Ha CIIUCOK JINTEPATYPHI).
Ha tpeTbeit — 5 KOHIIEBBIX CHOCOK (B KOHIIE TOKYMEHTA).
BceraBku:
BceraButh 2 ninmrocrpanuu (00TeKaHUE TEKCTOM).
BceTaBuTh Tabnuiy (He MeHee 3 CTOJIOIOB U S CTPOK)
Co3nath U BCTaBUTH I'paduK, KPYroByIO auarpamMmy, rucrorpammy (cM. JlaboparopHas
7).

COXpaHHUTh U 3aKPBITh JOKYMEHT.

2.

Ortkpoiite caiit https://www.ratatype.ru/

3apeructpupyirech Ha caiiTe UM BOIMAUTE B CBOM NPOQHIIb.

Haxxmute kHonky «TectupoBanue» u npoiaure Tect (HaOOp HEOONIBIIOIO TEKCTA).

3auert: ckopocTh neuatu 6osee 200 3HaKOB B MUHYTY, a TOUHOCTH Oomnee 98%.

Ecimu pesyinpTaT IOCTaTOYEH, COXPAHUTE CKPHUHIIOT PE3yJNbTaTOB B JOKYMEHT IIOJ
Ha3BaHueM «CKOPOCTh IeyaTH» WM UHTEPHET-CTpaHuLly B namnky «Jlabopatopnas 10».

B nmpaBoM BepxHEM YTy CTPaHUILIBI JOJDKHO OBITh Balle UM U (aMuIIns.

3.

Co3mare mpesentarnuio B nporpamme Microsoft Office Power Point. Haseate ee
«IIpezenTanusn».

B agpecHoii ctpoke Habpath https://ru.wikipedia.org

Bri6paTh cTaThio ¢ OOJIBIIMM KOJIWYECTBOM HJUTIOCTPATUBHOTO MaTepHaa.

Co3/aTh Mpe3CHTAIMI0 HE MEHEe 4eM B 15 CTpaHUI], HCIONb3Ysl TEKCT, WUJLTFOCTPAIIUH,
TAOJIMIIBI M IHarpaMMBbI, CITCIIHAIbHBIC 3 ()EKTHI.

[Ipe3eHTanus MOKHA B COKpAIIEHHOM BUJE IepefaBaTh OCHOBHYIO HH(OPMAIUIO U3
CTAThH.

MO>HO HCITOJIb30BATh JOMOJHUTEIbHBIE HICTOYHUKH U3 HHTEPHETA.



https://www.ratatype.ru/
https://ru.wikipedia.org/

4.
Co3natb TOKyMEHT 1oJ] Ha3BaHUeM «JlabopaTtopHast 9».

OTtkpeiTh  uHTepHeT-Opay3ep. [lepeiitu Ha caiit vk.com. Haittu rpynmy
«DopMaTUPOBAHUE METUATEKCTA.

CkauaTb TOKyMEHTBI U3 TPYMIIHI B anky «JlabopaTopHast 9.

IMepetitTu Ha caiit https://www.onlineocr.net/ru/

BeiOpaTh pycckuii si3bik 1 opmat Microsoft Word.

3arpy3uth Qaiyiel M0 OIHOMY, KOHBEPTHPOBATh M CKOIMUPOBATH TEKCT B JOKYMEHT
«JlabopatopHas 9».

OTpenakTUpOBaTh TOKYMEHT B COOTBETCTBUHU C MIPAaBKaMU B HCXOIHOM TEKCTE.

PaspaboTunkm:
CTapIIui MperoaaBaresb N.A. benskosa
(o xmcH) / / (3aHMMaeMast JOJDKHOCTB) (MHULHMAITEL, haMUITHS)
- W CTapIIui MpernoaaBaTeshb M.B. Unbuna
{
(nourm&,) (3aHMMaeMast IOJDKHOCTB) (MHMIMATEL, haMuUTHs)

IIporpamma no mucummHe «®opMaTHPOBaHHE MEIUATEKCTA» COCTABIEHA B COOTBETCTBHH
¢ tpeGosarusmu  ®I'OC BO u yderom pexomernarmmii [IOOII o HanpaieHHIO W HPOGHIIO
noarotoBku «XypHammcTHKa W HOBble Meauay IIporpaMma paccMOTpeHa Ha 3acelaHdH
Kadeapsl xKypHATUCTHKA U MeauamenepkmenTa 10 urons 2021 r. [Iporoxon Ne 10.

3aB. xadeapoit AZ/ ——— A.B. I'umenbIuTeiin
Y

Hacmoswas npozpamma, e mooicem 6Gvimb 60Cnpouseedena nu & kaxoii opme 6e3

npeosapumenbH020 NUCbMEHH020 paspeuleHus Kageopol-paspabomuuxa npopammei.


https://www.onlineocr.net/ru/
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