[loKyMeHT NoAnucaH NpoCToil 3NeKTPOHHOM NOANMUCHI0

NHdopmaumsa o Bnagenbue:
®K1O: MetpeHko Bauecnas UBaHoBuY

[lomkHOCTb: 1.0. anpekTopa MHCTUTYTa LMpOBOro passuTus

AHHOTAIUSA TUCHHUILINHEI

[ata nognucanys— 16642024 685835
YHUKanbHbIA MPOrpaMMHbIA KIKOY:
b47f96eeab5alpel79f94dbf7fb0b10000e73

" HudpoBasi rpaMoTHOCTH U 00PAdOTKA JTAHHBIX

Kpatkoe
coJlepiKaHue

BBeenne B uudposbie TexHogorum. [lonmtika rocynapcrsa B o01actu
nudposuzanuu. ['ocynapcrBeHHsie nporpammbsl. CoBpeMeHHOe LudpoBoe
npoctpanctBo. OCHOBHI MH(poBoro odmiectsa. [{udposas rpaMOTHOCTH U
nudpossle komrnereHIMU. O030p COBPEMEHHBIX LU(MPOBBIX TEXHOIOTUN U
BO3MOXXHOCTEHl HMX MNPUMEHEHMs MAJis pEIICHUs IIOCTABJIECHHBIX 3ajad.
I'ocynapcTBeHHble HUGPOBBIE YCIYTH U OPTAbI.

TexHosiornu ynajneHHoii padorbl. daitnooOMenHuku. Bebunaphsie
IIoaaAKu. J[MCTaHMOHHBIE TEXHOJIOTUH U BO3MOKHOCTH IUCTAaHIIMOHHOTO
oOyuenusi. Pabora B on-line pexxume. [{udpoBas obpasoBaTenpHas cpena
yHHUBEpcuTeTa. 3HaKOoMCTBO ¢ moprtaioM el.ncfuru u Exammycowm.
DNeKTpOHHbIE OUOINOTEYHBIE CUCTEMBI.

CucremaTu3anusi u xpaneHue wuHpopmauuu nHa IIK. OO030p u
knaccudpukanus OC. OcHoBbl pabotsl B OC Windows/Astra Linux.
3HaKOMCTBO C HAIlMOHAJILHOW omepannoHHoi Astra Linux. O3rambl
MOJITOTOBKM KoMIbioTepa K paborte. MHTepdeiic nonws3oBarens. Ilanens
3amad. PabGora c oxnmamu. Menemkep aiinos/[IpoBonnuk. Ilouck.
IToumeHnoBanue (aiinaos, cuctemMarusanus U Katanorusanus. Tumnsl daitnos.
Konepramms. OcoOeHHOCTH BoccTaHOBiICHHS wHPopMmaruu Ha USB-
HOCHUTEJISIX.

DJIEKTPOHHbBIE NMOYTOBBIE cepBHChl. O030p BO3MOKHOCTEH COBPEMEHHBIX
MOYTOBBIX CEPBUCOB. Posib 31€KTPOHHON MMOUYTHl B WH(GOPMALMOHHOM
oOMeHe. Perucrtpanus, HacTpoiika, opraHusanus paboTbl C IMOYTOBBIMU
coobmenusmu.  Cucremarusanusi  cooOmeHuil.  besomacHocTs M
HCIIOJIb30BAHNE BPEMEHHBIX ITOYTOBBIX SIIMKOB U aHOHMMai3epoB.
CereBoii 3THKeT. [IpaBuiia 1€10B0i EpenUCcKy U OOIIEHUS B COLMATIBHBIX
CeTsIX, AJIEKTPOHHBIX MOYTOBBIX CEpBHCAaX M MecceHpkepax. OcoOeHHOCTH
nenoBoit nepenucku B WhatsApp, Telegram, Viber u ap.
HNuTepHer-TexHoiorun. OCHOBBI MONCKA, KPUTUUECKUM aHAIN3 U CUHTE3
uHpopmanuu B rinobanbHOM cetn HWHrtepHer. PabGora ¢ Opaysepamu
(n30paHHOE, 3aKJaIKU, XypHaT W JAp.). XpaHEHHUE OOJbIINX OOBHEMOB
naHHbIx. CeTeBble CEpPBUCBI M HMX BO3MOXHOCTH. OpraHuzamus u
Oe3omacHocTh paboThl B oOmauHblXx XpaHwmmax (MailO6naxko,
SAunexcluck, Google Drive u ap.). Opranusanus COBMECTHOH palOThI ¢
nHpopmanueit. Pabora B 001a4HBIX TPUITOKEHUIX

AnmapatHoe o0ecnedeHHe INEPCOHAJIBHOIO KOMNbIOTepa. ba3oBas
anmapaTHasi KoHpurypanus. MarepruHckas 1uiata. Y CTpOMCTBa, BXOSIITHE
B COCTaB MaTrepHHCKoW miaTel. [Ipoleccop, Ha3HaueHHWE M OCHOBHBIE
XapaKTePUCTHKU (TaKTOBasi 4aCTOTa, pa3psAHOCTh, IIMHA MTPOLIECCopa, KA -
NaMsATh, MPOU3BOJIUTENBHOCTH). [laMsTh, Ha3HaueHME W BUABI MAMATH
(omepatuBHasl, TOCTOSIHHAsl, BHEIIHSSI), OCHOBHbBIE XapaKTEPUCTHKHU.
YcrpoiictBa BBOAa-BbiBoga. IlopThl BBOAa-BbiBoga. Kiaccudukarus
nepu@epuiHbpIX YCTPONCTB (HOCUTENM JaHHBIX, KJIaBUATypa, MbILIb,
MOHMUTOpPBI,  IPUHTEPHI,  cKaHepbl). KiaBuatypa  mEepCOHAIBHOTO
KoMnbloTepa. PazHoBuiHOCTH KnaBuaryp. Hasnauenue knaBum. ['opsiune n
¢yHKIMOHANMBHBIE KiaBUIIK. KitaBuaTypHbie TpeHaXEPHI.

IIporpaMmmHoOe o0ecniedyeHHe MNMEPCOHANBHOr0 KkKommblTepa. CocraB
nporpamMmmHoro obecrnieuenust (I10) mepcoHaANBHOTO KOMITBIOTEpA. Y POBHU
ITO (6a30BbIil, CUCTEMHBIN, CITYXeOHBIM, TMpuKIaaHoi). Knaccudbuxarms




IO (mo wnasnauenuto). Krnaccupukanus NpUKIaTHBIX MTPOTrPAMMHBIX
cpenctB. Kiaccudukamust ciayxkeOHbIX MporpaMMHBIX cpenctB. O0630p
cpaBauTenbHbI aHam3 [10 OC Windows/Astra Linux.

O0padoTka TekcToBOI HHPopManuu. TexHomornu padboThl ¢ TEKCTOBOM
uHpopmanmeii B oduCHBIX H cereBbix npuioxenusix (LibreOffice,
MSOffice, OpenOffice, GoogleDoc). IlpaBuna odopmiieHHS TEKCTOBBIX
nokymentoB 1o ['OCT. IIpodeccuonanpHoe pemakTUPOBaHHE U
dbopmaTtupoBanre nokymeHTa Co3znanue Tabauil u rpaduuecKux 0ObHEKTOB.
Brruucnenus B rabnunax. Ioctpoenne auarpamm. Coznanue rpaduueckux
cxeMm. Co3nmaHue JOKYMEHTa CIIOKHOM CTPYKTyphl. Paborta co crumsmu.
ABTOMaTHYECKOE CO3/JAHME OIJIABICHUS. DJIEKTPOHHOE PELICH3UPOBAaHUE
nokymeHToB. Pabora B pexxume ucrpasinenuil. Co3gaHue mablIOHOB U
¢dopMm. ABTOMaTHyecKas pacCTaHOBKAa CHOCOK Ha MCTOYHUKHU. [TouTOBBIE
paccbuiku. Co3gaHue JOKYMEHTOB CIUSHUSL.

Opranmzanuss  padorsl ¢ TAO0JIMYHBIMH JaHHBIMH CpeACTBAMM
3JIEKTPOHHBIX Tadaun. TexHonoruu paboThl ¢ TAOMIUYHBIMU JTAHHBIMHU B
oucHeix u cereBpix npmioxkeHusx (LibreOffice, MSOffice, OpenOffice,
GoogleDoc). Tunsl nanubeix. Hactpoiika okHa ass paboTbl. ABTOMaTH3aLMS
MpH BBOJE JAHHBIX: (PYHKIUHU aBTO3AMOJHEHUS W aBTO3aBEpIICHUs. Psiabl
nansbix. Co3nanue nporpeccuil. PaboTa co cnuckamu aHHBIX U CO3/1aHUE
COOCTBEHHBIX CIHUCKOB TIEPEUMCIICHUI. YCIOBHOE (opMaTupoBaHHE.
PaGora ¢ Qopmynamu u ¢Qynkuusamu. Mcmonb3oBanue aOCOMIOTHBIX U
OTHOCHUTEJIbHBIX CCbUIOK IIpH 00paboTke naHHbIX. KomaHab! i1 paboThl ¢
¢daiinaMu ¥ MOATOTOBKM JOKyMeHTa K meudaTu. Komanabl mis paboThl C
JNEKTPOHHOU TaONMIeH Kak ¢ 0a30i JaHHBIX. AHAIU3 JAHHBIX OOJBIIAX
tabmauu. CopTUpoBKa JaHHBIX. BBOA yCIOBM Uil COPTUPOBKU IAHHBIX.
OunpTpanysi JaHHBIX. BBona kputepueB (ycioBuil) oTOOpa JaHHBIX.
Koman el 1151 co3aanus 1 paboThl € JuarpaMmMamu. DIeMeHThl nHTepdeiica
st paboThl ¢ auarpammamu. CriocoOwl co3manus auarpamm. CosznaHue
cMemaHHbIX JuarpamM. Cnapkiaiinel. [loaBeneHue NpoMe)XyTOUHBIX
UTOTOB U CO3/IaHHE CTPYKTYpPUPOBAaHHBIX Tabnuil. KoHconuaanus 1aHHBIX.
IToxroroBka TabnMIl A KOHCONMIAIMU JAHHBIX. DTarbl KOHCOJNUIALNU.
PabGora co cBogHpIMM TabiuuiaMH W AuarpaMmamu. MacTep CBOIHBIX
tabnui. PaGota B cBoaHON TaOmuue. DunbTpanus TaHHBIX CBOJAHON
tabnuupl. Co3anue cBOIHOM nuarpaMMel. Mcronb3oBaHue nakera AHanu3
JaHHBIX. IMIIOPT TaHHBIX. 3alUTa JaHHBIX.

IloaroroBka pgeMOHCTPAaUMOHHBIX MaTepuayioB. HWHudorpapuka u
BU3yallM3allusl JaHHBIX, KyJdbTypa mnpe3eHTauuud. OO030p mNporpaMMHBIX
MIPOIYKTOB AJIsl CO3/1aHUs Ipe3eHTauuid. TexHonoruu paboThl ¢ BU3yaJIbHON
uHpopmanmelr B oOQHCHBIX M cerTeBbix npuioxenusx (LibreOffice,
MSOffice, OpenOffice, GoogleDoc). Illabmons! 1 CTpYKTypa Mpe3eHTaIUH.
Coznanue snemeHTOB mpe3eHTauuud. Co3gaHUe CETEBBIX IPE3CHTALMN B
web-cepsuce Prezi.com. Mcnonb3oBaHne MalHAMAMINUHTA (METaTbHBIX
KapT) Juisl co3anus npe3eHranuii. CoBMECTHOE CO3/1aHNE IPE3EHTALINN.

Pe3ynbTaThl
OCBOGHUS
JACITUTUTAHBI
(Momyst)

[IpuMeHsieT OCHOBBI TOMCKAa M KPUTHUYECKOTO aHaiu3a HH(OpMAaIHH;
HCIOJIb3YeT METOJbl CHCTEMHOTO MOJXOAa I PELIeHHs MOCTaBIEHHBIX
3aJad  C TOMOIIBIO IM(POBBIX M HHPOPMALMOHHBIX TEXHOJOTHIA;
OpraHu3yeT JUYHOE U(POBOE MPOCTPAHCTBO;

Bnageer TexHonmorumsMu noucka HHGOpMauMu M 00pabOTKHU JaHHBIX,
METOJJaMH CUCTEMHOIO IOAXO0JA JUIsl PELICHMs] IOCTaBICHHBIX 33Jad C
MOMOILBIO IIM(POBBIX U HHPOPMALUOHHBIX TEXHOJIOTHIA

HNmeer npencraBiieHHE O 3aKOHOJATENBHBIX W HHBIC IPABOBBIX aKTaX
Poccwiickoii Denepaiiiy, perylIupyIONIMX MMPAaBOBBIE OTHOIICHHUS B cdepe




MH(POPMALMOHHON 0€30IMaCHOCTH U 3aIUTHI TOCYIapCTBEHHOM TalHBI,
[Tpumensier umpoBbIe TEXHOJIOTUU Ul PEIICHHUS TOCTABICHHBIX 337134,
BbIOMpasl ONTUMAJIBHBIA CHOCOO MX PELIEHUs, UCXOIS U3 JIeHCTBYIOIIUX
IIPAaBOBBIX HOPM U UMEIOIIUXCS PECYPCOB U OTPAaHUYCHHUI;

Brnaneer TexHonorueil opraHu3anuM 0€30MACHOTO JMYHOTO LHU(POBOTO
IIPOCTPAHCTBA;

YMeeT NpoBOAUTH aHAIN3 MOCTABJICHHON LEIH U (POPMYIUpPOBATh 3a7auH,
KOTOpbIE HEOOXOAMMO pEIIUTh s €€ JOCTH)KECHHUS; aHaJIW3UpOBATh
QIBTEPHATUBHBIC BAPUAHTHl PEUICHUH JUI1 JOCTM)KCHHMsS HaMEYEHHBIX
pPe3yNbTaToOB; HCIOJIB30BaTh HOPMAaTUBHO-IIPABOBYIO JOKYMEHTALMIO B
chepe mpodheCcCHOHATBHON IeATEIIEHOCTH

Brnaneer mertoaukamu pa3pabOTKH LEIH U 3a/1a4 [IPOEKTa; METOJaMU OLICHKU
NOTPeOHOCTH B pecypcax, MPOJODKUTENFHOCTH M CTOMMOCTH IIPOEKTa,
HaBbIKaMH pabOThl C HOPMATUBHO-TIPAaBOBOM JIOKYMEHTaLMEN

TpynoemMkocTs, 6
3.€.
dopma
p DK3aMeH
OTYETHOCTH

IlepeyeHb OCHOBHOM M IONOJHHUTEJIbHOM JIUTEPATYPbl, HEOOXOAMMOM 1JIS1 OCBOCHHS

JTUCIHHUIIIHHBI

OcHoOBHasA
JTuTepaTypa

1. bammakoga,, E. . Uadopmarrka u nHOOpMaIMOHHBIC TEXHOJIOTHH.
Texnonorus padorst B8 MS WORD 2016 : yuebnoe mocobue / E. .
bammvakoBa. - HMuHdopmatnka u  HMHGPOPMALMOHHBIE TEXHOJOTHH.
Texnonorus padorsr B MS WORD 2016,Beck cpok oxpaHbl aBTOPCKOTO
mpasa. - DnekTpoH. aaH. (1 ¢aiin). - Mocksa : Aii [Iu Ap Menua, 2020. - 90
C. - ayeKkTpoHHbIM. - Kuura nHaxomutcs B mpemuym-Bepcun ObC IPR
BOOKS. - ISBN 978-5-4497-0515-0, 3x3eMIUIIpOB HEOIPAaHUUEHO

2. bammaxkosa,, E. Y. UndopmaTuka 1 nHGPOpMaIMOHHbIE TEXHOIOTHH.
VYmubiit Excel 2016: 6ubnuoreka ¢ynkuuii : yuyeOHoe mocodue / E. U.
bammakoBa. - MHpopmaTika U MHGOPMALIMOHHBIE TEXHOJIOTUU. Y MHBIN
Excel 2016: 6ubanoreka QpyHkiuii,Beck cpok oxpaHbl aBTOPCKOT0 Ipasa. -
OnextpoH. naH. (1 daiin). - Mocksa : Ait [Iu Ap Meaua, 2020. - 109 c. -
ANEeKTpoHHBIN. - KHura Haxonutes B npeMuym-sepcun ObC IPR BOOKS. -
ISBN 978-5-4497-0516-7, 3k3eMILISIpOB HEOTPAHUYCHO

3. Mannpa,, A. I'. Uadpopmaruka u nHpOpMallMOHHbIE TEXHOJIOTHH :
nabopartopubiii ipaktukyM / A. I'. Manapa, A. B. [Tonos, A. 1. JIpsikoHOB.
- Undopmaruka u nHpopmanonHsie TexHoaorun,2026-09-20. - DnexTpoH.
naH. (1 c¢aiim). - Camapa : Camapckuii TOCYIapCTBEHHBIH TEXHUYECKHM
yausepcutet, ObC ACB, 2020. - 64 c. - anekTpoHHbIN. - KHUra Haxoaures
B npemuyM-Bepcun DbC IPR BOOKS. - ISBN 2227-8397, sx3eMIuIsIpoB
HEOrpaHUUYEHO

4. IIBetkoBa, A. B. MndpopmaTika 1 nHOpMaLMOHHBIE TEXHOJIOTUN
DnexkTpoHHBINA pecypc : YuebHoe nocobue mis CIIO / A. B. IlBerkoBa. -
WNndopmaruka n uHpopmannonusie Texnonoruu,2020-08-30. - Capatos :
Hayunas kuura, 2019. - 190 c. - Knura naxoaurcs B npemuyM-sepcuu ObC
IPR BOOKS. - ISBN 978-5-9758-1891-1, sx3eMIUIIpOB HEOIPAaHUUEHO

JomnomauTenpHas
nuTeparypa

1. CoBpeMeHHbIE MH(POPMALMOHHBIE TEXHOJOTUH  DJIEKTPOHHBIN
pecypce : COOpHHK TPyIOB MO MarepuagaM 3-ii MEKBY30BCKOH HaydHO-
TEXHUYECKON KOH(QEepeHIHH C MEXIyHAPOJHBIM ydacTHeM 29 ceHTsA0ps
2017 r. / B. . Bonosau [u ap.] ; pea. B. M. Aptiomenko. - Koponés :
Hayunsbiii koncynsrant, MI'OTY, 2017. - 191 c. - Knura naxoaurcs B
npemuym-Bepcun ObC PR BOOKS. - ISBN 978-5-9500999-7-7,

9K3EMILIIPOB HEOIPAHUYEHHO




2. CoBpemMeHHbIE MYJIbTUMEIUNHHbIE WH(OPMALMOHHBIE TEXHOJIOTUHU
DneKTpoHHBIH pecypc : yuedbnoe nocoodue / C.C. Msithko / [I.A. Peneuko /
A.Il. AnexceeB / A.P. Bantotun / U.A. KoponbkoBa. - CoBpeMeHHbIE
MyJIbTHUMEIHIHbIE HHYOpMaIoHHbIe TexHOoIorHH,2019-05-25. - Mockaa :
COJIOH-TTIPECC, 2017. - 108 c. - Knura naxoaurcs B 6a3oBoii Bepcuu DbC
IPRbooks. - ISBN 978-5-91359-219-4, 5k3eMILIsIpOB HEOTPAHUYCHHO

3. CoBpemeHHbIE HMH(DOPMALIMOHHBIE TEXHOJOTUU  DJIEKTPOHHBIN
pecypc : ydebnoe mocodbue / C.C. Merteko / [[.A. Pemeuko / U.A.
KoponbkoBa / A.P. Bantotun / A.Il. AnekceeB ; pen. A.Il. Anekcees. -
Camapa : IToBomxckui roCyJapCTBEHHBIN YHUBEPCUTET
TeaeKkoMMyHuKanuii 1 uadopmaruku, 2019. - 101 c. - Kaura naxomurcs B
6a3oBoii Bepcun IbC IPRbooks., 3k3eMmIsipoB HEOrpaHUYEHHO

4, Annep, FO.I1. Cratuctuueckoe ynpasiieHue npoueccamu. «boibiime
JaHHBIe» DJIEKTPOHHBIN pecypce : yueoHoe nocobue / E.A. Uepnsix / FO.I1.
Annep. - Craructuueckoe ympasieHue mnpoueccamu. «bonbiine
nanubie»,2019-09-01. - Mocksa : U3gatenbckuii JJom MUCuC, 2016. - 52
C. - Kaura naxomurcs B 6a3oBoii Bepcun ObC IPRbooks. - ISBN 978-5-
87623-969-3, sx3eMIIIpOB HEOrPAaHHYEHHO




