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1 Leau 1 3a1a4u M3yYeHUs TUCHUILIMHBI (MOYJIsl)

1.1 Ileab ocBoOeHUS JUCHHUILIAHBI

Henbto mucummianasl  «OpraHu3alioHHOe, HHOOPMAIMOHHO - JOKYMEHTAI[HOHHOE
o0ecrieyeHne AEATEIbHOCTH PyKOBOAUTEIS OPTaHU3AIMI» CPOPMHUPOBATH CHCTEMHBIN KOMILIEKC
3HaHUH, CBSA3aHHBIX C HMH()OPMAIMOHHO-IOKYMEHTAIIHOHHBIM 00eCreueHeM JIeSTeIbHOCTH
PYKOBOJIUTEINSA B XOJI€ YIPABJIEHUSI OpraHU3alMel, B PeKUME MOBCEAHEBHON JESITEILHOCTU U B
X0J€ TIOJTOTOBKH W TPOBEICHUS PA3IUYHBIX OPTaHM3AIMOHHBIX MEPOIPHATHH (COBEIIAaHU,
JIEJIOBBIX BCTPEY, IEPErOBOPOB U JIp.).

Henu u3ydyeHus TUCHUILINHBIL:

— H3Y4YEHHE POJM M 00A3aHHOCTEH NOJHKHOCTHBIX JIMIL CEKpeTapuara B OpraHu3alluu
MH(OPMALMOHHO-JOKYMEHTAIIUOHHOTO W 0€3J0KYMEHTHOIO OOCIy)KMBAaHUS PYKOBOJICTBA,
CTPYKTYPHBIX IIOJAPA3/ICICHUN;

— mnpuoOpecTd HaBbIK pPaOOTHI, CBSI3aHHOW € WHQPOPMAIMOHHO-IOKYMEHTAIIMOHHBIM
o0Oecrie4eHreM JESTeIbHOCTH PYKOBOJUTENS B XOJE YIPABIEHUS OpraHU3alliH, ONpPENeNsTh
MIPUOPUTETHOCTh U OUYEPEAHOCTb BBITIOJTHEHHUS PabOT M 3(PPEKTHUBHO pacmpenensTh padouee
BpeMsi;

— TMOJIy4€HUE HAaBBIKOB BEJIEHUS HHPOPMAIMOHHO-TOKYMEHTAIbHOW pabOThl, a TaKXke
MIpaBUJI IEJIOBOTO 3TUKETA, HEOOXOAUMBIX MTPH BBIOJHEHUH 00EeCTIEYNBAIOLIUX 00sI3aHHOCTEH .

1.2 3apayu qMCHUNINHBI

Teopemuueckas KoMnoHenma:

— 3HAHUE METOJI0JIOTUYECKUX OCHOB MH(POPMAIIMOHHO-I0KYMEHTAIIMOHHOTO 00eCTIeYeHU s
MEHEPKMEHTa COBPEMEHHBIMU OpraHU3aIUsIMU;

— 3HaHUWE OCHOBHBIX TPUHLUIIOB YCTAHOBJIEHUS JENOBBIX B3aWMOOTHOIIEHUN C
Pa3IMYHBIMU KaTEeTOPUSIMU MIEPCOHANA;

— 3HAHUE OCHOBHBIX MPHUHIIMIIOB OpPraHU3allMd COOCTBEHHOrOo pabodero BpeMEHH U
paboyero BpeMeHU PYKOBOIUTES;

— 3HaHUeE MPaBUJI BEACHUS JIEIOBBIX Oecel] U TeleOHHBIX IEPETOBOPOB;

— 3HaHHE OCHOBHBIX MPHUHLIMIIOB oOpraHu3zauuu 3(G(GEeKTUBHOW CHCTEMbl KOHTPOJIS
UCIOJIHEHUS JOKYMEHTOB U IOPYUYECHHIA;

— 3HaHUE OCHOB MPO(PECCUOHATBHON ITUKHU.

lloznasamenvnas komnonenma:

— yMeTb HCHOJb30BaTh JOKYMEHTHPOBAHHYIO HMHGOpPMAIUIO JUIsl  THOBBIIICHUS
3¢ GEeKTUBHOCTH YIIPABICHYECKON 1eATEIbHOCTH;

— yMeTb UCHOJIb30BaTh COBPEMEHHYI0 HOPMATHBHO-IIPaBOBYIO 0a3y, COCTaBIssl U
odopMIIsIs yIpaBIeHUYECKHE JOKYMEHTHI, paboTasi ¢ HUMU;

— YMeThb aHaJU3UpPOBAaTh COCTOSIHUE M BBISBISATH HEJOCTATKU OPraHM3alMOHHO-
nH(OPMALIMOHHOTO OOecreyeHnsl AESITeNbHOCTH PYKOBOJUTENs KOHKPETHOW OpraHu3alu,
(bopMynupoBaTh MPEATOKEHUS IO UX YCTPAHEHHIO;

— BJAJETh HaBbIKAaMU NPO(ECCHOHANBHOTO OOILIeHUs, BEACHUS [IENOBBIX Oecel u
Tene(OHHBIX EPEroBOPOB;

— BIIa/IeTh METOJMKAMH IJIAHUPOBaHUsI pabovero BpeMEeH! NMOMOIIHUKA PYKOBOUTENS U
PYKOBOJUTEIISI OpraHU3aluH;

— BJAJeTh METOJMKAMHU OpraHu3allMM COBELIAHWH, CIIYKEOHBIX MOE3/I0K U APYIuX
MEpPONPUATHH, TPOBOIUMBIX PYKOBOJUTEIEM OpraHU3alluH.

1.3 MecTo qucuuiinHbl (MOAYJIs1) B CTPYKTYpe 00pa3oBaTebHON NPOrpaMmMbl

Hucuumnna «Opranu3aliioHHOE, HHPOPMALIMOHHO - TOKYMEHTAIlMOHHOE oOecreyeHne
NeATeIbHOCTH PYKOBOJMTENSI OPraHU3allui» OTHOCUTCS K 4acTH, (GopMHUpyeMas ydaCTHHUKaMH
oOpa3oBaTenbHbIX OTHOIIEHUH Monyns 2 "JlokyMeHTalMoHHOE oOecredeHue ymnpaBieHus"
yueOHOro TuiaHa. M3ydaeTcst OHa B IIIECTOM CEMECTpe TPEThEero Kypca Ha OYHOW M 3a0YHOU
(bopmax oOydeHus, U Ga3upyeTcs Ha 3HAHUAX, YMEHUSX U HABBIKAX, MTOJYYEHHBIX 110 CIIeyIOIUM
JTMCUUIUIMHAM: OCHOBBI TEOPHUHU YIIPABJICHUS, OCHOBBI HH(POPMALIMOHHOTO MEHEHKMEHTA, OCHOBBI



MH(GOPMAIIMOHHOTO MapKETHHIa, HOPMATUBHO-METOAMUYECKast 6a3a JOKYMEHTHOU JesTeIbHOCTH
B OpraHMU3allMM, CAMOMEHEIKMEHT, CTPATErMUECKO€E yIpaBiIeHUE TOKYMEHTALUENH OpraHnu3aluu,
OCHOBBI JICKTPOHHBIX JIOKyMEHTOB B KaJIpOBOi paboTe, OCHOBBI KOHTPOJIbHOW JEATEILHOCTH B
JOKYMEHTOBEJCHUN U apXUBOBEACHUH.

VYuebHass mporpamMma  JAUCHUIUIMHBI  «OpraHu3anvoHHOEe, HH(DOPMAIMOHHO -
JOKYMEHTAMOHHOE o0ecrieueHue JeSITENIbHOCTH PYKOBOJUTENS OpraHu3arm»
IpeayCMaTpUBACT MPOBEACHUE 3aHATHI B (opMe JIeKUMH M mpakThudeckux padbor. Omna
MIOATOTOBJIEHA B COOTBETCTBUM TPEOOBAHUSMM, MpeaAbsiBIeHHbIMU ¢ TpeboBanusmMu ®I'OC BO
3++.

JlocTrxeHne 3TOM Lenu CONPOBOXKIAETCS M3yYEHHUEM U IPUBUTUEM IPAKTUYECKHX
HaBBIKOB [0 OPraHM3allMOHHOMY U HH(OPMALMOHHO-JOKYMEHTAIIHOHHOMY OOECIeueHHUI0
JeSITeNIbHOCTH pyKoBoANUTENsl. OCHOBHBIE NOJIO0KEHUS JUCIUILTUHBI I0JIKHBI ObITh HCIIOJIB30BaHbI
B JIaJbHEHIIEM B IPOLECCE PEATBHONM OPraHW3allMOHHOM NPAKTUKM W HAIMCAaHWUU BITYCKHOM
KBaJIN(UKAIIMOHHOM pabOTHI.

1.4 IlepeuyeHb MIAHMPYEMBIX pe3y/JbTATOB O0y4eHHUs] MO JMCUHUILIMHE (MOAYJIIO),
COOTHECEHHBIX € IVIAHNPYEeMBbIMH Pe3y/JIbTATAMH OCBOEHHS 00Pa30BaTeJbLHOI NPOr paMMbl
N3yuenne nanHOW y4eOHOW MMCIMIUIMHBI HampaBieHO Ha (QopMUpOBaHUE Y OOYJAIOITUXCS
CHEAYIOIIMX KOMIETEHIINHM:

Pe3ynpTaTel 00yueHHs MO JUCIUTLTHHE

Kon v HanMeHOBaHHe HHIUKATOPa
(3naem, ymeem, enadeem (HAGbIKU U/UIU ONbIM OESIMENbHOCMUL))

IIK 2 CriocobeH K opraHu3alidi JOKyMEHTHPOBAHHUS YIIPABJICHUECKOM ETSILHOCTH B
OpTaHHU3aINN

IK-2.1 Opranmsyer | 3HaeT OCHOBHI  JOKYMEGHTHPOBAHHUS  yIPaBICHUYCCKON
JOKyMEHTHPOBaHUE JIEITEILHOCTH B OpTaHU3aIH

YIIPaBJICHUECKON JEATENFHOCTH B | YMeer OpPraHU30BELIBAThH JIOKYMEHTHPOBaHHE
OpraHu3aIuu YIIPaBJICHYECKON JISITEIBHOCTH B OpPraHU3aIiH

Bnameer HaBbikamu opraHv3anunn  JOKYMCHTHPOBaHUA
praBHqueCKOﬁ ACATCIBHOCTU B OpraHHU3alluu

IK-2.2 IIpumenser | 3HaeT  OCHOBHBIE ~ WH(DOpPMAITMOHHBIE  CHCTEMBI B
nH(OpMAaIMOHHBIE  CHUCTEMBI B | YIPABICHYECKOW NESITETbHOCTH B OPTaHMU3AIINU
YIPAaBICHYECKON MAEATENBHOCTH B | YMeEeT IPUMEHITh Ha IIPAKTHKE HH(OPMAIHOHHBIE CHCTEMBI
OpTaHHU3AIAN B YIIPaABJIEHYECKON ACATENHHOCTH B OpTaHU3AIHH

Brnageer HaBbIkamMu pUMeHEHUST WH()OPMAITHOHHBIX CHCTEM
B YIPaBJICHYECKON ACATENHHOCTH B OpTaHU3AIHH

Pe3ynpraTel 00yd4eHUS MO MUCHUILIMHE JOCTHUTAIOTCS B PaMKaX OCYIIECTBICHHUS BCEX
BUIOB KOHTAKTHOM M CAMOCTOSTENILHOM pabOThI 00YYaIOIINXCS B COOTBETCTBUH C YTBEPIKACHHBIM
y4eOHBIM IJIAHOM.

WHaukaTtopbl  JOCTMKEHUS KOMIETEHUMH CUMTAlOTCS  COPMHUPOBAHHBIMH  IIPH
JOCTH)KEHUH COOTBETCTBYIOLIUX UM PE3yJIbTaTOB OOyUYEHHUS.

[IpuknasHas HanpaBJIEHHOCTh JAMCLUILIUHBI OOECTIeYMBAETCS TMOHUMAaHHUEM OCHOBHBIX
3aJa4 MOMOIIHUKA PYKOBOJMTENS KOMIIAHMHM B cdepe HH(OPMAIMOHHO-IOKYMEHTAIIMOHHOTO
yIIpaBJIEHUs TOKyMEHTalUeH 1 ClIOCOOHOCTBIO OCYIIECTBISATh CEPBUCHBIE OTIEPALIHH.

JUis  aKTHBM3allMM TIO3HABATEJIbHOM JEATEIbHOCTH CTYAEHTOB NIpU TPOBEICHUU
MPAKTUYECKUX 3aHATUN UCIOJIB3YIOTCS aKTUBHBIE METObI O0YUEHUS: CUTYAI[MOHHBIA U UTPOBO
MOJIXObI, a TAK)KE METOJ KOHKPETHBIX CUTYaI[Hi.

Jns  pa3BUTHS HABBIKOB  CaMOCTOSTENIbHOW  paOOThl  CTyIEeHTaMH BO  BpeMs
CaMOCTOSITEJIbHOW PabOThl BBIMOJHSIOTCS TBOpYECKUEe paboThI, 3cce, CBs3aHHBIE € Ooiee
yrIIyOJI€HHBIM paCCMOTPEHHEM MPUHIUIIOB paOOTHI TOMOIIHUKA PYKOBOIUTEIIS.

YcBoeHnue yqeOHOro marepuajia CTyIEeHTaMU OCYLIECTBISETCS MpenojaBaTeieM B XOJe
TEKYIIET0 U UTOTOBOTO KOHTPOJIS:



— meKywuli KOHmpoab 3HAHUM, YMEHUN M HaBBIKOB IIPOBOAMUTCA NPU BBINOJHEHUU
MPAaKTUYECKUX PabOT Ha 3aHATHSX, a TAaKXKe IyTeM YCTHOTO ONpoca, KOHTPOJIBHON padoOTHI,
BBICTYIUICHHUS C HAYYHBIMH cOOOIIeHusIMU (pedepaTamu, 3cce).

— UMO206blll KOHMPOAb TO TUCLHUIUIMHE OCYILECTBISETCS B XOJE 3ayeTa B ILIECTOM
cemecTpe O4HOM (PopMbI 00yYeHHS, KOTOPBIH MPOBOIUTCS B YCTHOM MIJIM MHUCBMEHHON (opme C
YUETOM PE3YJIbTATOB TEKYIIETO KOHTPOJISA B X0J1€ 00y4EHUSI.

2. CTpyKTYpa M coJep:KaHue JUCHUIIMHBI
2.1 Pacnipenesienne TPyA0EMKOCTH JUCHHUILJIMHBI IO BUAaM padoT

OOmast TpyI0EMKOCTh TUCHHUILUIUHBI cocTaBisieT 3 3adeTHble eauuuibl (108 wac.), ux
pacrpeiefieHre 1Mo BujaM paboT peICTaBlIeHO B TaOIHUIIE.

®dopma obydeHust
Bcero OYHast 3a04Hast
Bunsr padot
4acoB 6 cemectp 3 Kypc
(144) (144)
KonTakTHas paGora, B TOM 4HcJjie: 64,3 12,3
AyauTopHbIe 3aHATHSA (BCero):
3aHATHS JIEKIIMOHHOTO THUITA 16 4
NPaKTUYECKUE 3aHITUS 16 4
CEeMHMHAPCKUE 3aHATHS 32 4
HNHas KOHTaKTHasl padoTa:
Konrponb camocrosrensHoit pabots! (KCP)
ITpomexyrounas arrecrarms (MKP) 0,3 0,3
CamocTosiTesibHasi padoTa, B TOM YHCJIe: 44 123
Konmponvnas paboma 12 12
Pegpepam/scce (noocomosxa) 12 12
Camocmoamenvhoe u3zyuenue pazoenos, CAMONOO20MOBKA
(npopabomka u nosmopeHue JeKYUOHHO2O0 MAMepuanla u
Mamepuana y4eOHUKO08 U YUeOHbIX Nocobull, no020moeKa K 20 99
1a60pamoOpHbIM U NPAKMUYECKUM 3AHAMUAM, KOLTOKSUYMAM U
m.o.)
[ToaroroBka K TEKyIeMy KOHTPOIIO 10 10
Kontpous: 35,7 8,7
IloaroroBka K 3K3aMeHy
Oommas gac. 144 144
TPYA0EMKOCTH B TOM YHCJIe KOHTAaKTHas padora 64,3 12,3
3a4. e 4 4

2.2 Conepxxanue TUCUUIIMHBI

PacnpeneneHI/Ie BHUO0B lee6H0171 pa6OTLI U UX TPYAOCMKOCTH 110 pa3acjiaM JUCHUIIINHBI.

Pa3nensl (TeMbl) TMCIUIUIMHBI, U3y4aeMble B 6 cemecTpe 3 Kypca (o4yHast popma 0O0ydeHus)




KonnuectBo yacos
Bueayaut
Ne HaunmenoBanue paznenos (tem) AYMHTOPHAA opH}:iI
Bceero pabora
pabora
JI 113 1P CPC
HOMOHIHI/IK PYKOBOAUTECIIA B CUCTEME YIIPABJICHUA U
1. YIPaBJIEHYECKOM MPOLIECCE COBPEMEHHOM OpraHu3alud U 14 2 2 4 6
€ro MOJIeJIbHBIC 0053aHHOCTH
5 HopmaTuBHO-MeTOAMUecKas 6a3a pabOThl TOMOITHUKA 16 5 5 4 8
' pykoBoautens no MJ10
3 Opranu3zaius paboThl TOMOIIHAKA PYKOBOIUTENS O 12 5 5 4 4
' WH(POPMAITMOHHOMY 00€CTeUEeHHIO
" OproHomMu4eckue TpeOOBaHMs K OpraHu3aiuu padoyero 1 ’ 5 4 6
MCCTa PYKOBOAMTECIISA M TIOMOIIHHUKA PYKOBOAUTCIIA
5 Jenonpon3BoacTBeHHbIE (DYHKIIUU TTOMOIITHUKA 12 5 5 4 4
' pykoBoauTens U ero poas B JI0OY
6 PaGoTa moMoniHHKa pyKOBOIUTES 110 O€3T0KyMEHTHOMY 14 9 5 4 6
' 00CITy>KUBaHHIO
7 KomMmyHHKanmoHHOE obecrieueHne ceKkperapeM 12 5 5 4 4
ACATCIBHOCTU PYKOBOJIUTEIA
8 B3aumooTHOIIIEHHS CeKpeTapsi ¢ PYKOBOJCTBOM U 1 ’ ) 4 6
' KOJIJIEraMu 110 padote
HUTOI'O no pazoenam Oucyuniumbol 108 | 16 16 32 44
Kontpoinb camocrosrensHoii pabotsl (KCP) -
ITpomexxyrounas arrectarus (MKP) 0,3
IToaroroBka K TeKyliemMy KOHTPOIIO 35,7
OO6mast TpyT0EMKOCTh TI0 JTUCITUTUTHHE 144

[Ipumeuanue: JI — nexnuu, I13 — npaktudeckue 3anatust / cemuHapsl, JIP — maGopatopHsbie
3ansaTus, CPC — camocrosTensHas padoTa CTy/IeHTa



Paznensr (TeMbl) AMCHUIUIMHBL, U3y4aeMble Ha 3 Kypce (3aouHasi hopma 00ydeHus)

KonnuectBo yacos
Bueayaut
Ne HaunmenoBanue paznenos (Tem) AymuTopHas OpH}:iI
Bcero pabora
pabora
JI 113 1P CPC
[ToMOIIIHUK PYKOBOAUTEINS B CUCTEME YIIPABICHHS U
1. |ympaBieHueCcKOM MpoIlecce COBPEMEHHON OpraHu3alud U 16 2 14
€ro MOJIeIbHBIC 0053aHHOCTH
5 HopmaTuBHO-MeTOoMUecKas 6a3a paOOThl TOMOITHUKA 18 5 16
" |pyxoBomutens mo U0
3 Opranu3aius paboThl TOMOIHUKA PYKOBOIUTEIS 110 16 5 14
" |nH(pOpMAIIMOHHOMY 00ECTIEYeHUTO
4 OproHomMuyveckue TpeOOBaHMS K OpraHu3aiuu padoyero 16 16
MeCTa PYKOBOJUTEIS U MOMOIIIHUKA PYKOBOJIUTEIS
5 Jenorpon3BoACTBeHHbBIE (PYHKIIUU TTOMOIIHUKA 18 5 16
" |pykoBomuTens u ero pons B JOY
6 Pabora moMomHuKa pyKOBOAUTENS 1O 0€3I0KyMEHTHOMY 16 16
" |00 CITy)KUBaHHIO
7 KoMMyHHKaIIMOHHOE 00€CIIeUeHnEe CEKpeTapeM 18 ) 16
JESITEIbHOCTH PYKOBOMTEIS
8 B3aumooTHOIIIEHHS CeKpeTapsi C PYKOBOJCTBOM U 17 ) 15
" |koyuteramu 1o pabore
UTOI'O no pazderam oucyuniumvl 135 | 4 4 4 123
Konrponb camocrosrensHoit padots! (KCP) -
ITpomexyrounas arrecrarms (MKP) 0,3
IMoAroToBKa K TEKYIIEMY KOHTPOITIO 8,7
OO1as Tpy10€MKOCTb [0 JUCLHIUINHE 144 | 4 6 94
2.3 ConepxxaHue pa3iesoB (TeM) TUCHUILIHHBI
2.3.1 3ausaTHa JeKINOHHOI0 THIIA
®dopma
Ne | HammenoBaHue paszena (TeMbI) ConeprxaHue pasaena (TeMBbI) TEKYIIIEro
KOHTPOJIS
[Homomauk pykoBomutens B |[lomMomHWk  pykoBoaWTENS B cucTeMe
cucreMme yIpaBIeHU W |yOpaBlieHUWS COBPEMEHHOW OpPTaHM3aIldd U €ro
YIpaBIeHIECKOM MpoIecce |MOJeNbHEIE 00513aHHOCTH. Kareropun

COBPEMEHHON OpraHW3alid W |TIOMOIHUKOB U cekperapeit. [Ipodeccrnonansapie
ero MoJenbHbIC 003aHHOCTH  |TpeOOBaHUS K  Pa3lIM4YHbIM  KaTErOpHUAM
OcHOBHbIC KOMIETEHIIMM W JIMYHBIE KayecTBa.

1. P
OO0mue mpuHIUITE TpodeccuoHaIbHOro 0TOOopA.
JokymeHTanbHOe ohopmiieHne
TPYZLOYCTPOMCTBa (pe3toMe, 3asiBIECHHE O IPHEME
Ha pabory, aBToOHOTpadus, TPYIOBOH TOrOBOD).
B03MOXXHOCTH KaphepHOrO pocTa IOMOIIHUKA
PYKOBOJMTEIS.
HopmartuBHo-MeToauecKast OOwierocynapcTBeHHbIE HOPMAaTHUBHO-
2 0a3a pabOTHl TOMOIIHUKA METOJYECKUE JIOKYMEHTBI. Cucremsl 5
" |pykoBoautens no U0 nokymentanud. Y CIl JlomkHOCTHAs MHCTPYKLUS
cekperapsi-pedepeHTa, ee OCHOBHBIE Pa3/Iebl.
Opranu3zanus paboter |Ponb MTOMOLITHHKA PYKOBOAMTEIIS B
MTOMOIITHUKA PYKOBOAMTEINS MO |MHPOPMAIIMOHHOM OOECIEYEHUU IesSTeNbHOCTH
3. |uH(pOpMALNOHHOMY pykoBogutens. PedepeHTckas cocraBistomas P
00ecre4eH o JEeATEIbHOCTH MOMOLIHKKA pykoBoauTeis. Coop

n cucTeéMaTu3anusd I/IH(l)OpMaI_II/II/I. HO,I[I‘OTOBKa
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CIIpaBOK TII0 JOKYMCHTaM, I/IH(bOpMaIH/IOHHLIX

no0oopoK, pedepaToB, mMporpamm, IUIAHOB.
PenaktupoBanue. PedepupoBanue.
CninupaiiTepcTBO.
DproHOMUYECKHe TpeOOBaHUS |DProHOMHUYECKHE TpPeOOBaHUs K OpraHU3aLUH
K opranusanuu pabodero Mmecra |padoduero wmecra. HeobOxoanmbie oducHBIE
PYKOBOIHTENIST M TIOMOIIHUKA |aKCeCCyaphl. Oo0s3aTenpHast CIIpaBOYHAs
PYKOBOIUTEIIS JIUTEpaTypa. Opranu3arust

KOMIIbIOTEPH3HPOBAHHOIO pabOvero Mecra.

Jenonpons3BoaCTBEHHbIE
byHKINN MTOMOIIIHUKA
DPYKOBOJMTENSI W €ro pojib B
JHOY

Henonpon3BoacTBeHHble (DYHKIMU TTOMOIIHUKA
PYKOBOAUTECIA U €T0 pOJIb B JOKYMCHTAIITMUOHHOM
obecrieueHuu yrpasienus. O0Ome TpeOoBaHUs K
TEKCTYy JOKyMeHTOB. IIpueM u nepBuuHas

o0paboTka  JOKymMeHTOB. IIpenBaputenbHOe
paccMOTpeHue U paclpenesieHUe MOCTYITUBIINAX
JIOKYMEHTOB. Perucrpanus JIOKYMEHTOB.
Ilepenaua  HOKyMEHTOB  HAa  HCIIOJIHEHHE.
KonTpons HCIIOJIHEHUS: TEKYILUI u
npenynpenuTensHeiii. CHSITHE JOKyMEHTa C
koHTpossi.  Co3manme  0a3pl  JaHHBIX O

JOKYMEHTaX YYpeKIeHUs U HH(OOPMAIIMOHHO-
cupaBouHass pabora. OOpaboTka W OTIpaBKa

HCXOISAIIMX JIOKYMEHTOB. Opraau3anus
TEKYLICT O XpaHCHUA JOKYMECHTOB.
Homenknatypa JIeI. Tpeboanus K

dbopMmupoBaHUIO JieN, WX OQOPMIICHUIO U
xpaHeHuto. [loAroTroBka Jen K apXUBHOMY
xpaHeHnto. CpoKM XpaHEHUs JIOKYMEHTOB.
CocraBnenne omuceir. Cmada j1e1 B apXwWB.
3ammra wHbOpManmuHM B paboTe cekperaps C
KOHGUACHINATBHBIMI  okyMeHTamu. (CocTaB
KOH(HICHIIMATBHBIX JIOKYMEHTOB, OpTraHW3aIlus
pabotsl ¢ HUMH, X yuer. Cozmanue 6a3bl TaHHBIX
0 JIOKYMEHTaX yYPSKIACHUS ¥ MHPOPMAIMOHHO-
cripaBoYHas paboTa.

Pabora nomomnnka
PYKOBOIUTEIS IO
0€310KyMEHTHOMY
00CITy>)KHBaHHIO

[InanupoBanue pabodero AHS PYKOBOIMTES.
O6mme mpaBuiaa mpuemMa moceruTeneid. Ilpuem
COTPYIHHMKOB I10 TEKYLIUM U JIMYHBIM BOIPOCAM.
IIpuem nmoceruteneil U3 Opyrux OpraHu3aldid U
KOMaHUPOBAHHBIX. Wndopmanmonnoe
o0ecrieueHne B MPUEMHOM. 3amuTa HHPOpMAaIun
npu pabore ¢ mnocerutenaMu. OpraHuzanus
nenoBelx  meperoBopoB.  lloaroroBka — u
o0cnmyxuBaHHe coBelaHnii. Benenue nporokona.
[Hoaroroeka CITyKEOHBIX KOMaHIMPOBOK
PYKOBOJUTENS U COTPYJHHUKOB.

KOMMYHI/IKaL[I/IOHHOG
obecrieucHue CEeKpeTapemM
ACATCIBHOCTU PYKOBOIUTEIIA

Pabora momomHuka ¢ Tenepornom. OcobeHHOCTH
ciryxeOHoro TenedoHHOro pasropopa. OOmme

PEKOMEHJAMK 1O  BEICHHIO  Tene(OHHBIX
NIEPETrOBOPOB. [Tpuem u oopmiterne
tenepoHorpamm. Ilepenmcka Kak — 3IEMEHT
JIeNoOBOM  KOMMYHHMKanuu.  Mcnonb3oBaHue

3J'I€KTpOHHOﬁ IIOYTHhI.

BzaumootHomeHus cekperaps
C PYKOBOJCTBOM M KOJIJIETaMHU
o pabore

Uctoku nenoBoro stukera. UMUK MOMOIIHKKA
pykoBogutens.  OcoOeHHOCTH  CIIy>KeOHOro
9THKeTa KEeHIIMHBL. [loBeneHdeckuid 3THKeT.
Otnka peyeBod KoMMyHHUKalnyd. KoHnukTHBIE
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CUTyalluu B paboTe MOMOIIHUKA PYKOBOIUTENS
(mpenoTBpalieHue U pa3penieHne KOHQIUKTOB).

2.3.2 3aHATHS CEMHUHAPCKOT0 THNA (MPAKTHYeCKHe / CeMUHAPCKHE 3aHATHS )

PopMa TeKyLIero

Ne |HaumeHnoBanue pazzena (TeMbl) Temaruka 3ansTuii / pador
KOHTPOJIS
1. |llomomnuk pykoBomutenst B |Mcropus cekperapckoro pena B Poccun u
CHUCTEME  yIpaBJICHHS W |COBPEMEHHOE COCTOSTHHE OTEYeCTBEHHOU
YIIPaBJIEHUYECKOM  Mporecce |HHPOPMAIHOHHO-TOKYMEHTAIIMOHHON CITYKOBI. Omboc 1o
COBpeMeHHOU opranu3anuu u |[IpodeccuoHanbHble Y JUYHBIC — KadyecTBa p
€ro MoJIeNTbHbIE 00S3aHHOCTH  |TIOMOIIHUKA PYKOBOAUTEIIS. Kareropun BonpocaPM TEMBL.
MOMOIITHUKOB. JlokymMeHTallbHOE O OopMIIcHHE
TPYIOYCTPOHCTBA (pe3toMe, 3asBICHHE O IIpHEME
Ha paboty, aBroOHorpadus, TPYI0BOI JTOTOBOP).
HopmatuBHo-meToAMYECKas HomxHocTHas WHCTPYKLIUSA IIOMOLIHUKA Ormpoc o
2. |0a3a pabOTHl TOMOIIHUKA |PYKOBOJIUTEIIS U UX OCHOBHBIC Pa3JIEIibl. BOIIPOCAM TEMBEIL.
pykoBoauters o 10 e
Opranuzarms pabotsl |DopmupoBanne WHPOPMALMOHHON MOJOOPKH O
MTOMOIITHAKA PYKOBOJIUTENS IO |JEOBOM TMapTHepe opranm3anui. CocTaBlieHHE Onpoc o
3. rH(pOopMaImoOHHOMY aHHOTAIlUKA HOPMAaTHUBHO-METOINYECKOI O BOTpOCAM TEMBI
00ecIeueHn o JIOKyMEHTA. P
Opronomudeckue TpeboBanust |TexHndyeckoe — obecriedeHue  JIESTEIBHOCTH KoHTponsHas
4 |K  opraHMsaium pabouero |moMomHHKa pykoBomuTens. CucTeMHoe W paora
" |mecta PYKOBOAUTEINS u |cepBucuoe I10. T '
[TOMOIITHUKA PYKOBOAUTEILS
Jenonpou3BoaCTBEHHbIE CocTaBieHHEe TEKCTA CITy’KEOHOTO TOKYMEHTA.
hyHKIHHA romorHuKa |CrcreMaTu3anys KOpPECIIOHICHIINN Ha pabodeM Onpoc 1o
5 |PYKOBOJMTEN M €ro poib B |MecTe CeKpeTapsl. Homenxnatypa nen BOIPOCAM TeMb.
A0V OpraHU3aIIHH. 5
UnCcTpykiuss 1o 00ecneuyeHHI0 COXPaHHOCTH
KOH(HIEHIIHATEHON HHPOPMAITHH.
Pabota noMoiHuka|llonroropka JIETIOBBIX TEepEroBopoB Onpoc 1o
6. |PYKOBOHTEIN [IO|pYKOBOAUTENS ~ OpraHu3aluu C Ou3HeC — BOIPOCAM TeMbI.
0e310KyMEHTHOMY ITapTHEPOM. P
00CITy>)KHBaHHIO
KommyHukannonsoe WnTepuer - s¢dhexkTuBHOE CPEICTBO
obecrieueHme CEKpeTapeM |COBPEMEHHOM J1eNOBOM KOMMYHUKauu. Ilouck u
JEeATEIbHOCTH PYKOBOJMTENS  |pacHpocTpaHeHne  MHpopManmuu B CETH Omboc 1o
7 HNurepHer. P
. BOIIPOCAM TEMBI.
PaGora ITOMOLIHHKA PYKOBOAUTEIS c 5
pas3IMYHBIMA ~ CPENCTBAMHM  KOMMYHUKALUH
(TenedoH, HHTEPHET, NMEKTPOHHAS TI0YTA, TTPsIMast
TPAHCISALMS U T.1.)
B3anmootHomeHus cekperapst |lenoBoil 3THKET HW  UMHIDK  IOMOIIHUKA Onpoc 1o
8. |c pyKOBOJICTBOM M KOJUIETaMH |PYKOBOAMTENS B KOH(UIMKTHOM CHTyallMd B | BOIIPOCAM TEMBI.
o pabore ouce (mpremMHON). P
Hanucanue pedepara (P), acce (D), rectupopanue (T) u T.11.
[Ipy w3ydyeHWH  OUCHUIUIMHBI MOTYT TPHUMEHATCA  DJIGKTPOHHOE  OOydeHwe,

JMCTaHIIMOHHBIE 00pa3oBaTenbHble TeXHOJOTHH B cooTBeTcTBHH ¢ DT'OC BO.




2.3.3 IlpumepHasi TeMAaTHKA KypCOBBIX padoT (IP0eKTOB)
KypcoBsie paboTsl IO AUCIUIUINHE HE TPETYCMOTPEHBHI.

2.4 TlepeyeHb y4eOHO-METOANYECKOr0 O0ecnedeHHs JIJisl CAMOCTOATEIbLHOMH padoThl
o0y4yalomuxcst Mo AMCHHUILIHHE (MOIYJII0)

HepequL y‘le6HO-MeTOHH‘IeCKOFO obecreueHHs JUCHHUINIUHBI IO BBIITOJTHCHUIO

Ne Bugn CPC N
CaMOCTOSITENILHOH PaOOTHI

1 Pedepar, acce Meroauyeckre peKOMEHAAIMH 10 HAITMCAHUIO dcce, pedepaToB, YTBEPKICHHbIC
kagenpoi 00Iero, CTpaTerHyeckoro, WH(OOPMALMOHHOTO MEHEIKMEHTa |
omsHec-nporeccos, mporokon Nell ot 30.06.2017 T.

2 Pedepar, acce. JlokyMeHTallMOHHOE oOecrieueHne  ympasieHus.  JIOKyMeHToo6opoT
KoutponbsHas pabota  |Aemomponu3BOACTBO: yUeOHHK M MPAKTHKYM Ul MPUKIagHOro OakaigaBpuara /
Kysuenor WM. H. - 3-¢ u3n., nmepepab. u mom. - M.: FOpaiir, 2018. - 461 c. -
https://biblio-online.ru/book/7873BF4B-A3F7-44E2-8EC0-1E3D6392702A.

3 Konrponbhas pabora  |[KommbloTepHble  HH(pOpPMAaIIOHHBIE TEXHOJIOTHM B  JIOKyMEHTAI[HOHHOM
obecrieyeHnH ynpasieHHs: y4eOHOe Toco0He ISl CTYJeHTOB, 00YJaIOIINXCS 110
HampaeneHuto "JlokymMeHTOBeleHHE U apxuBoBeneHne" / aBT.-cocT. P. A.
KokanoBa, A. @. Knumosa. - MockBa: KHOPYC, 2016; [Actpaxans]: [AT'Y]:
[U] "Actpaxanckuii yausepcuter'], 2016. - 109 c.: uin. - bubauorp.: c. 85-87. -
ISBN 978-5-4365-0330-1: 226 p. 82 k.

Y4eOHO-METOMYECKHUE MaTepuaibl I CaMOCTOATEIBbHON paboThl O0OydJarommxcs M3
qrClia MHBAIHJIOB U JIUI] C OTPaHWICHHBIMU BO3MOXHOCTIMH 370poBbs (OB3) nmpenocraBistores
B (popmax, alanTUPOBAHHBIX K OTPAHUUYEHUSM MX 37J0POBBS M BOCIIPUATHS UH(DOPMALIUU:

JIyis U1 ¢ HapyIIEHUSIMH 3PEHHUS:

— B ITIeYaTHOU (popMe yBEIIMUECHHBIM HIPUPTOM,

— B (hopMe FIIEKTPOHHOTO JOKYMEHTA,

— B opme aynuodaiina,

— B IeyaTHOM opMe Ha si3bike bpaiins.

Jljig 11 ¢ HapyIICHUSMHU CIyXa:

— B IIe4aTHOM (opme,

— B (hopMe 3JIEKTPOHHOTO JOKYMEHTA.

Jljis 11 ¢ HapyIIEHUSAMH OTIOPHO-BUTATENILHOTO anmnapara:

— B IIeYaTHOM ¢opme,

— B (hopMe PIIEKTPOHHOTO JOKYMEHTA,

— B (hopMme ayauodaiina.

3. OOpa3oBaTe/ibHbIE TEXHOJOTHMHM, NMPUMeEHsieMble NMPH OCBOECHUM IUCHUIINHBI
(MoxyJis)

OOpazoBarenbHbIE TEXHOJIOTHH, HCIIOJIb3yeMble IPH pEaNn3aliH Pa3IMYHbIX BHUJIOB
y4eOHOU NeSTeNbHOCTH:

— JIeKUMH: WHTEPAKTUBHBIC (IHAJIOTOBBIE) M MNPOOJIEMHBIE C KOMITBIOTEPHBIMH
Npe3eHTAIMSIMU;

— TpakTHYECKHE (CEMHHAPCKUE) 3aHATHS

— nabopaTopHbIe pabOTHI.

TpanunmonHbIe 00pa30BaTEIbHBIC TEXHOJIOTHH: JEKIUH, TPAKTHYECKNAE 3aHATHSL.

Texnonorust npoOieMHOro oOy4deHMs: JIEKUUs — JAUCKYCCHs, MNpoOIeMHas JeKIHs,
KOMIbIOTepHas Mpe3eHTanus. Ha gekuusax u3nararorcs OCHOBHBIE TEOPETHUECKUE TIOJI0XKEHUS U
KOHIIETHUS Kypca, JAolIie CTyJeHTaM HH(POPMAaLUH, COOTBETCTBYIOILIYIO ITPOrpaMMe.

3ajaya TMPAKTHYECKUX 3aHATHH — pa3BUTHE Y CTYICHTOB HABBIKOB 10 NPUMEHEHHIO
TEOPETUYECKUX IOJIOKEHUH K peIIeHUI0 NMpakThdeckux 3anad. C oTod 1enbio pa3paboTaHbI
3a7aHusl Ul BBINOJHEHHS IMPAaKTUYECKHX paborT. OHU COCTOAT W3 3a4ady M YIPaKHEHHH,
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https://biblio-online.ru/book/7873BF4B-A3F7-44E2-8EC0-1E3D6392702A

OpUEHTHUPOBAaHHBIX HAa YCBOEHUE TEOPETUYECKOIO MarepHuaja U YMEHHs €ro MCIOJIb30BaTh VIS
pelieHus 1abopaTopHBIX (TPAKTUYECKUX) 3aIaHUH.

Ha kaxmoM NpakTHYeCcKOM 3aHATHH OTBOJAWTCS BpeMs Ul JUCKYCCUH, B KOTOPOMU
y4acTBYIOT JIOKJIa{YMK, TOATOTOBUBIIUI COOOIIEHHE 110 KaKOH — J100 MpaKTHUECKOU Mmpobdieme
MH(GOPMAIMOHHBIX CUCTEM M 0a3 JaHHBIX, €ro ONmMOHEeHTHI (1 mim 2 JyenoBeka), MOArOTOBUBILINE
KOHTPApTyMEHTHI, U APYTHE CTYACHTHI TPYIIIIHL.

Hpyras ¢opma opranm3anus pabOThl CTYyJEHTOB — HamucaHue pedepara, KOTOpOe
npeacTaBisier coboit uccnenoBanne oobeMoM 10 5000 3HAKOB SKOHOMHYECKOW MPOOIEMBI C
MPEUI0KEHNEM BapHAHTOB PEIICHHSI JAHHOM MTPOOIEMEI.

J11s1 OTBETOB Ha MHIUBHU/IyaJIbHBIE BOTIPOCHI, @ TAKXKE JUIsl TOMOIIH B IOJrOTOBKE pedepaTron
Y HaIMCaHMsI 3CCe MPEAYCMOTPEHBI MHANBUAYyaIbHbIE KOHCYJIBTALUU MIPEToaBaTes.

JUia Ui ¢ OrpaHMYeHHBIMH BO3MOXKHOCTSIMU 3JI0pPOBbS MPEAYCMOTpPEHA OpraHU3aIus
KOHCYJIbTAIMM C UCIIOJIb30BAHUEM AJIEKTPOHHOM MOYTHI.
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4, OIIeHO'leIe CpeacTBa Jisl TEKYIIEro KOHTPOJIA YCII€EBAEMOCTH U l'lpOMQ)KyTO‘lHOﬁ
arrecranmu

OneHovHbIE CpeACTBA MpeIHa3HAueHbl Ui KOHTPOJS M OLEHKH O0Opa30BaTEeNbHBIX
JOCTUXKEHUM oOyuaronuxcs, OCBOMBILIUX porpaMMmy y4eOHOi JUCIUILINHBI
«OpranuzanioHHoe, WH(POPMALMOHHO - JOKYMEHTAI[HOHHOE OOecreueHne AesTeIbHOCTH
PYKOBOJIUTEIIS OpraHU3aIum.

OneHouHbIE CpeACTBA BKIOYAET KOHTPOJBHBIE MaTEpPHUAJIbl JIsl IIPOBEJACHUS TeKYyLIero
KOHTPOJIS B (Qop™me IOKIaga-Mpe3eHTAlMd M0 TPOOJEeMHBIM BOIPOCAM SKOHOMHKH, TECTa,

pedepara, scce 1 MPOMEKYTOYHOI aTTecTaUMU B JOPME BOIIPOCOB K 3a4ETy.

CprKTypa OLICHOYHBIX CPEACTB AJidA TeKleIeﬁ Hu HpOMe)KyTO‘IHOﬁ aTrrecralnmumn

Ne KOl H HAMMCHOBAHHE HanMeHOBaHHe OIIEHOYHOTO CPEJICTBA
o HHMKaTOpa Pe3ynbraTel 00y4eHust Texynmit KOHTpOIH [Ipomexxyrounas
arrecranusa
[K-2.1 Opranusyer | Biagenune Bonpocut ona Bonpoc na sxszamene
JIOKyMEHTHPOBAHUE OpraHU30BLIBATH YCMHO20 1-11
yIpaBIEHYECKON JIOKYMEHTHPOBAHHE (nucomeHH020)
JIESITEIIBHOCTH B | yIpaBJIEeHYECKOH onpoca no meme,
1 | opranuzanuu JIeSITETFHOCTH B pasoeiny.
OpTaHM3aIAN Buoinonnenue
3a0anuii  camo-
OUACHOCMUKU U
CAMOAHANU3A
I1IK-2.2 [Ipumensier | Bmanenne  HaBBIKamMu | Bonpocwl 015 Bonpoc na sxzamene
HH(OPMAIMOHHBIE MIPUMEHEHHS VCMHO020 12-32
CHUCTEMBI B | mH(OpMAIMOHHBIX (nucomeHH020)
2 yIIpaBIEHYECKON CUCTEM B | onpoca no meme,
JEeSITeTbHOCTH B | yIpaBJieHYeCKOH pasoerny.
OpTaHHU3AIAN JIesITeTHHOCTH B | Ananuz
OpTaHM3aIHN NPAKMUYECKUX
cumyayuii

TunoBbie KOHTPOJIbHbIE 32JaHUSI MU HHbIE MaTePHaJIbl, He00X0AUMbIE 1JIsl OLEeHKHU
3HAHMH, YMEHHUI, HABBIKOB M (MJM) ONbITA [JEeSAITEJbHOCTH, XAPAKTEPHU3YKIIUX 3Talbl
¢dopmMupoBaHus KOMIIETEHIUIT B MpoLecce 0CBOEHUsI 00Pa30BaTeIbHOI MPOrPAMMBbI. TEMbI
acce, pedepaToB, nepeyeHb NPAKTUIECKUX 3JaHUHM U KOHTPOJIBHBIX pabOT XpaHsATCs Ha Kadeape.

Ilepeuennb TeM pedeparoB (3cce)

1. Ilpouecc  uHGMOPMALUOHHO—IOKYMEHTAIIUOHHOTO
OpraHu3aIuy.

2. PykoBoauTesnb B cUCTEME YIIPaBJICHUS OpraHU3aIiy.

3. Craryc 1 3HaueHHE JIeATENHHOCTH MOMOIIHUKA PYKOBOIUTENS B Oduce.

4. TloTpeOHOCTEN PYKOBOAUTENS OPraHU3alliy B HH(GOPMAIIUU U TOKyMEHTaX.

5

6

obecneyeHust VIIpaBJICHHUA B

. Cucrema HH(bOpMaHHOHHOFO oOecreueHus YIIPpaBJICHHUA B OpraHU3alnH.
. Mogenb noMoIIHNKa PYKOBOAUTEIIA. Tunonoruueckue MIPpHU3HAKN HpO(I)GCCI/IOHaJ'II/ISMa.

7. DddexTrBHAS MOIENh B3AUMOOTHOIICHHH [OMOIIHUKA PYKOBOIHUTENS C JICIOBBIMU
MapTHEPaMH.

8. Drtuker u B(I)(I)CKTI/IBHa}I MOJEIb B3aMMOOTHOIICHUI IOMOIITHHUKA PYKOBOOUTCIIA C
ITOCCTUTCIIAAMU.

9. I'ennepHbIe 0OCOOCHHOCTH B OOIIIEHUU U MOBEICHHU.
10. Anroput™m AeicTBHIA MOMOITHUKA PYKOBOAUTENS B KOH(PIUKTHBIX CUTYaIHIX.
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11. JlenoBoii cTuiab (MMHU/DK) HOMOIIIHUKA U CEKpeTaps PyKOBOUTES.

12. OcobenHocTH pabOTHI TOMOIIHUKA PYKOBOIUTEINS C YIIPABICHYECKON MHPOpMaIei
JUIS PyKOBOIUTEIS.

13. Ilpe3eHTannu B MapKETHHIOBBIX KOMMYHMKALUSAX PYKOBOJMTEINS OpPraHU3alMd U
POJIb €ro MOMOIIHUKA.

14. Ponp MOMOIIHHMKA PYKOBOJMTENSI B OPraHU3allMM ¥ TPOBEICHHH IPOTOKOIBHBIX
MEpOIPUITHH.

15. OGecnieuenne OU3HEC - TOE30K (KOMAaHIMPOBOK) PYKOBOAUTEINS KOMITAHUH.

16. OmneparuBHOE 0OecrieueHrne pabOThl PYKOBOIUTEINS C JOKYMEHTAMH.

17. Ocobennoctn pabOTHl TIOMOINMHWKA PYKOBOJWUTEIS C  KOH(MUICHIMAIHLHOM
nHpopmanuen.

18. Kanans! nomydeHus ”HPOPMALIUH JUTS PYKOBOTUTEIISL.

19. KoH(uaeHInanbHOCTh B ICHCTBHUIX TIOMOITHIKA PYKOBOJUTEIS i CEKPETapsL.

20. TexHonoruyeckas cucreMa 00paboTKH KOH(PHIESHIINATBHBIX JOKYMEHTOB.

21. TloMOmHUK PYKOBOIHUTENS (CEKpPETaph) B JIEKTPOHHOM OdHuCe.

3a4yeTHO-IK3aMEHAIlMOHHbIE  MaTepHaJbl  (BONPOCHI) Ui  MPOMEKYTOYHOMN
arrecraunu (3K3aMeH).

1. IToMOIIHUK pYKOBOJIUTENS B CUCTEME YIPABICHUS COBPEMEHHOM OpPraHU3allid U €ro
MOJIeNIbHbIE 003aHHOCTH.

2. Tlpodeccuonanpupie TpeOOBaHHUS, OCHOBHBIE KOMIIETEHIIMM W JIMYHBIE KadecTBa
MTOMOIIIHUKA pyKoBoauTesl. Kareropuu NoMoIIHUKOB U ceKpeTapei.

3. HopmatuBHO-MeTOAMuUecKas 6a3a B 00J1aCTH CEKPETAPCKOTO OOCITY>)KMBAHUS.

4. OO6mue npuHIMNBl TpodeccrnoHambHOro oTOOpa. JlokymeHTansHOE OdopmiIeHHE
TPyIOyCTpOHCTBa (pe3tome, 3asBIICHHE O TpUeMe Ha pabory, aBToOWorpadus, TpPyAOBOM
JIOTOBOD).

5. JlomKHOCTHas MHCTPYKLUS MOMOUIHMKA PYKOBOAWTEINS, €€ OCHOBHBIE DPa3leNbl U
00513aHHOCTH.

6. Pedepenrtckas cocTapistonias AeATEIbHOCTH IOMOIIHUKA PYKOBOAUTEIS COBPEMEHHOM
OpraHu3aluHy.

7. TloaroroBka cHpaBOK IO JOKYMEHTaM, MH(pOPMALMOHHBIX HOJIO0OpPOK, pedeparos,
nporpamm, miaHos. COop u cucremaTu3anus HHPOpPMaLUH.

8. Opronomuueckue TpeOOBaHUS K OpraHU3aly paboyero MecTa.

9. Opranu3zanus KOMIBIOTEPU3UPOBAHHOTO pabouero Mecta. TexHuueckoe obecneueHue
JEATeIbHOCTH TOMOIIHUKA PYKOBOIUTEIISL.

10. OpranuzauuoHHble NPUHLMIIBI pacnopsaka aHsa. IIpumepHslii miuan paGodero aHs
PYKOBOAUTEIIS M TIOMOLIHUKA.

11. [enonpou3BOoACTBEHHbIE (YHKIUN TOMOLIHMKA PYKOBOJAUTENS W €ro poJjib B
JOKYMEHTAIMOHHOM OOECIIE€YeHUN YIIPaBICHHUS.

12. Ilpuem u nepBuuHas oOpaboTka JOKYMEHTOB. lIpeaBapurenbHoe paccMOTpeHHUE U
pacripeielieHue MOCTYNHUBIIUX JOKYMEHTOB.

13. TexHoyorusi perucTpauuu AOKyMeHTOB. llepenaua JOKYMEHTOB Ha HCIOJIHEHHE.
KoHTposb HcTIoNTHEHN: TeKYIIMNA U peaynpeuTenbHblid. CHATHE JOKYMEHTOB ¢ KOHTPOJIS.

14. Opranuzanusi TeKyIero xpaHeHus: 1okymeHToB. Homenknarypa nen. TpebGoBaHus k
(bopMUpPOBaHUIO JeTT, UX 0(OPMIIEHHUIO M XPAaHEHHUIO.

15. Cuctema aBTOMaTH3alMHU AETONPOU3BOJICTBA U HIEKTPOHHOTO TIOKYMEHTOO00pOTA.

16. 3amura nHpOpManuu B paboTe cekpeTaps ¢ KOH(UACHIIHAIBHBIMU JOKYMEHTAMHU, UX
yuer.

17. Coznanue 6a3bl JaHHBIX O JOKYMEHTAX yUpexXJACHUS U HHPOPMAITMOHHO—CIPAaBOYHAs
pa0ora.

18. [1nanupoBanue pabovero JHs PyKOBOIUTEIIS.

19. O6ume mpaBuia nMprueMa MoCeTUTENEH.
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20. TIpyeM COTpYAHUKOB O TEKYIIHUM U JITYHBIM BOTIPOCAM.

21. Tlpuem noceTuTeNeH U3 APYrux OpraHu3alfii 1 KOMaHANPOBAHHBIX.

22. Opranu3anys Jey0BbIX eperoBopoB. [loarotoska n o0CIyKMBaHUE COBELIAHHA.

23. BeneHnue nmpoToKoJia.

24. TToaroToBKA CIY)KEOHBIX KOMAaHANPOBOK PYKOBOAUTEINS U COTPYTHHKOB

25. OcobOennoctu cimyxebHoro TeneoHHOro pasroBopa. OOmMe peKOMEHJANUU TI0
BEJICHUIO TeJIe()OHHBIX IEPETOBOPOB.

26. OcHOBHBIE ITpaBHJIa MIEPETIUCKHU, KaK 3JIEMEHT JICJIOBOM KOMMYHHUKAIIHH.

30. J[enoBOro 3TUKET U UMUK TIOMOLIHUKA PYKOBOAUTEIIS.

31. IloBeneH4YeCKH 3TUKET MOMOUTHUKA PYKOBOUTEINS. DTUKA pe4eBON KOMMYHUKALIUU.

32. KoH¢pnukTHble cHUTyauun B pPabOTE IOMOIIHUKA PpPYKOBOJIUTENS (CEeKpeTapsi—
pedepenTa) (MpeaoTBpallleHue U pa3pelieHne KOHQIUKTOB).

Kpurtepuu onenuBanus pe3yibTaToB 00y4eHUs!

Orenka Kpurepuu orieHuBaHUS 110 9K3aMEHY

OLIEHKY «OTJHMYHO)» 3aCIIy’)KHBAa€T CTYJEHT, OCBOMBIIMKM 3HAHWS, YMEHHA,
KOMITETEHIIMU M TEOPETHYECKH MaTepual 0e3 MpoOeoB; BHIMOIHHUBIIMA BCE
3aaHusl, MPETyCMOTPEHHbIE Y4€OHBIM IUIAHOM Ha BBICOKOM Ka4eCTBEHHOM
YPOBHE; MIPAKTHYECKHE HABBIKH MPOYECCHOHANTBHOIO MPHUMEHEHUSI OCBOCHHBIX
3HaHUU C(OPMHUPOBAHEI.

Cpenuuii ypoBeHb | OLEHKY «XOpOLIO» 3aclyXHBAaeT CTYAEHT, IPaKTHYECKU IIOJHOCTBHIO

Bricokuit ypoBeHb
«5»
(oTnM9HO)

«» OCBOMBIIIMIM 3HAaHHS, YMEHUS, KOMIIETECHIIMM M TEOPETUYECKUI MaTepual,
(xoporto) yaeOHbIC 3aaHUs HE OICHEHBI MAKCUMAJILHBIM YHCIOM 0ajuioB, B OCHOBHOM
c(OpPMHUPOBAIT IPAKTHUECKHE HABBIKH.
[Moporossrii OIIEHKY «YJOBJICTBOPUTEIBHOY 3aCITy’KUBAET CTYACHT, YACTHYHO ¢ TIpodernamMu
YPOBEHB «3» OCBOMBIIIMI 3HAHUS, YMEHUS, KOMIETCHIIMH W TEOPETHUYECKHA MaTepHal,
(ynosnersopu- MHOTHE Y4eOHBIC 3aaHus OO0 HE BBITIONHWI, JIMOO OHH OICHEHBI YHCIIOM
TENBHO) 0a/uIoB ONIM3KMM K MHUHHMAaJIbHOMY, HEKOTOPBIE MPAKTUYECKUE HABHIKH HE
chopMHpPOBAHEI.
MunHumMabHbIH OIICHKY «HEY/JOBJICTBOPHUTEILHO» 3aCIy)KUBAeT CTYJACHT, HE OCBOWBIINH
YPOBEHb «2» 3HAHWA, YMEHU, KOMIIETEHIINN 1 TEOPETUUECKI MaTepral, yaeOHbIe 3a1aHus
(HeynoBIeTBO- HE BBITOJIHMUII, NPAKTUYECKHE HABBIKK HEe C(OOPMHUPOBAHBI.

PHUTENHHO)

OneHouHble CpeAcTBA Ui HMHBAJIMIOB U JIMII C OIPAaHUYEHHBIMH BO3MOXKHOCTSMH
3JI0POBBS BEIOUPAIOTCS C YYETOM MX WHIUBUIYAIBHBIX ICHX0()U3NIECKIX 0COOCHHOCTEH.

— Y HEOOXOAMMOCTH HHBAJIMAAM U JIIIAM C OTPaHUYEHHBIMU BO3MOYKHOCTSIMH 3/10POBbSI
IPEIOCTaBISACTCS JJOTIOJHUTEIBHOE BPEMs sl HOATOTOBKM OTBETA Ha 3a4eTe;

— IPU MIPOBEJICHUH MPOLEAYPhl OLICHUBAHHS PE3yIbTaTOB OOYYCHUS MHBAINIOB U JIHII C
OTPaHMYCHHBIMH BO3MOYKHOCTSMU 3/I0POBbS IIPEAyCMATPUBACTCS HUCIOJIb30BAHUE TEXHUYECKUX
CpeACTB, HEOOXOIUMBIX UM B CBSI3U C UX MHAUBUAYAIbHBIMU OCOOEHHOCTSAMU;

— IIpU HEOOXOIUMOCTH AJIs1 00YJaroIUXCsl ¢ OTPAaHUYEHHBIMUA BO3MOKHOCTSIMH 37I0POBbS
U UHBAJIUAOB MpPOLEAypa OLEHUBAHUSA pPE3YJIbTaTOB OOYYEHHMsI MO JAUCHUIUIMHE MOXKET
IIPOBOJIUTHCS B HECKOJIBKO ITAIOB.

[Ipouenypa oueHUBaHUS PE3yabTaTOB OOy4YEHHUs MHBAIWIOB M JIUI] C OrPaHUYEHHBIMU
BO3MOJKHOCTSIMH 3/I0pPOBBSI 10 JUCHMIUIMHE (MOJYJIO) IperycMaTpuBaeT IpeloCTaBICHHUE
uHpopmanuu B (opmax, aganTUPOBAHHBIX K OTPAaHMUYEHHUSIM WX 370POBbS U BOCIPHUATHUS
UH(pOpMAIINHU:

I[J'ISI JIiI ¢ HAPYIICHUAMU 3PCHUS:

— B I1e4aTHOM (hopMe yBeTUUYEeHHBIM HIPUPTOM,
— B (JOpMeE FIIEKTPOHHOTO JTOKYMEHTA.
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Jlist 1AL ¢ HapyleHus MU CIyXa:

— B rie4atHoi (opme,

— B (hopMe AIIEKTPOHHOTO IOKYMEHTA.

Jlist 1AL ¢ HapyleHUussMUM OIIOPHO-BUIaTEIbHOTO anrapara:

— B rmeyatHoi (opme,

— B (hopMe AIIEKTPOHHOTO IOKYMEHTA.

I[aHHI)II\/JI MNEPCUYCHb MOXKCT OBITH KOHKPCTHU3UPOBAH B 3aBUCHUMOCTH OT KOHTUHI'CHTA
00yJaromuxcs.

5. llepeuyenb y4eOHOI TuTEPaTyphl, HHPOPMALMOHHBIX PECYPCOB U TEXHOJIOTHH

[Teuarnsie n3ganus, BkirodeHHbie B P11, oTpakeHsl B 3nekTpoHHOM Katanore HaydHoii
oubmmorekn KyoI'Y mo anpecy: http://megapro.kubsu.ru/MegaPro/Web u cooTBEeTCTBYIOT
HOpMaMm obecrieueHHOCTH JiutepaTypoil corinacHo I'OC BO 3++.

B mepedeHp BKIIIOYEHBI TOJBKO HEOOXOJWMBIC ISl M3ydeHHs! TucuuitinHbl ObC,
npodeccuoHalibHble 0a3bl JaHHBIX, HHMOPMAIIMOHHBIE CIPABOYHBIE CHCTEMBI, PECYpPChI
CBOOOJTHOTO JOCTYTa, COOCTBEHHBIE JJIEKTPOHHBIE OOpa3oBaTeibHbIE W HH(POPMAIUOHHBIC
pecypcor KyoI'Y.

5.1 YueOnasi 1ureparypa

1. KommbsroTepHbie HHPOPMAIIMOHHBIE TEXHOJOTHH B JJOKYMEHTAI[HOHHOM O0ECTICUYeHUN
yrOpaBieHusi: ydeOHoe mocoOue Uis  CTYIEHTOB, OOyJaromMXCsi IO  HalpaBJIEHUIO
"JlokymeHTOBeicHHE U apxuBoBeaeHue" / aBT.-cocT. P. A. Kokanona, A. ®. Knumosa. - Mockaa:
KHOPYC, 2016; [Actpaxanb]: [AT'Y]: [U][] "Actpaxanckwuii yausepcutet"], 2016. - 109 c.: u. -
bubmuorp.: c. 85-87. - ISBN 978-5-4365-0330-1: 226 p. 82 k. (Bcero 10 mT.).

2. JIOKyMEHTAIIMOHHOE 00ECTICUCHHE YIpaBJICHHS. JoxymeHTOO00pOT u
JIEJIOTIPOU3BOJICTBO: YUCOHUK U MIPAKTUKYM JUTsl TIpuKIaaHoro OakanaBpuara / Kysnemos U. H. -
3-e u31., nepepad. u gom. - M.: FOpaiit, 2018. - 461 c. - https://biblio-online.ru/book/7873BF4B-
A3F7-44E2-8EC0-1E3D6392702A.

3. EBpomelickuii »THKeT: Oecelbl O XOPOLIMX MaHEpax M TOHKOCTAX TOBEJICHUS B
obmectBe / Kcennst MapkoBa. - Mocksa: ACT, 2019. - 301 c.: w1 - (OTHKET B CTWIb: JIydlIne
kHuTH). - bubmmorp.: c¢. 300-301. - ISBN 978-5-17-112797-8: 322 p. 38 k. - Tekcr:

HEMOCPECTBEHHBIH.
4. PykoBOJCTBO IO qUIIOMaTHYecKoi mpakTuke = A guide to diplomatic practice / OpHect
Caroy; mepeBon c¢ anrmmiickoro C. A. Ilanapumuna, ®. A. KyOmuikoro. - Mocksa:

Mesxnynapoansie otHoueHus, 2018. - 477 c. - bubnuorp.: c. 440-447. - ISBN 978-5-7133-1613-
6: 557 p. 20 k. - TekcT: HEMOCPEACTBEHHBIM.

5. HoBble mpaBmiia nenoBoit nepernucku / Makcum Uinbsxos, Jlrommuna CapeiueBa. -
Mocksa: Anbnuaa [Tabmumep, 2018. - 255 c¢. - ISBN 978-5-9614-1034-1: 656 p. 70 k. - Tekcr:
HEMOCPECTBEHHBIH.

6. Cexpetbl cTunuctuku. [IpaBuna xopoueit peun: cnpaBounoe uznanue / M. b. I'onyO. -
Mocksa: KHOPVYC, 2016. - 192 c. - ISBN 9785406021446: 270.05.

5.2. llepnoanyeckas Jureparypa

1. Ba3bl nansbix komnanuu «Vct Bero» http://dlib.eastview.com

2. DnextponHas oubnmmoreka GREBENNIKON.RU https://grebennikon.ru/

5.3. MHTEpHET-pecypchl, B TOM YHCJIe COBPpeMeHHbIe MpodeccHoHaTbHbIE 0a3bl JTaHHBIX
1 HH(pOPMAIMOHHBIE CIIPABOYHbIE CHCTEMbI

J1eKTPOHHO-0ubIMoTeuHbie cucteMbl (IBC):

1. OBC «IOPAWT» https://urait.ru/

2. 3BC «YHUBEPCUTETCKAS BUBJIMOTEKA OHJIAMH» www.biblioclub.ru

3. BBC «BOOK.ruy» https://www.book.ru

4. OBC «ZNANIUM.COM» www.znanium.com
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5. ObC «JIAHb» https://e.lanbook.com

IIpodeccuonaiibHubie 6a3bl JAHHBIX:

1. Hayunas snekrponHas 6ubimorexa (HOB) http://www.elibrary.ru/

2. [IoTHOTEKCTOBBIE apXUBBl BEAYLIUX 3alaJHbIX HAY4YHBIX JKYpHAJIOB Ha Pocculiickon

wiardpopme Hayunsix xxypHaasos HOMKOH http://archive.neicon.ru

3. HarmonaseHast 3IIeKTpOHHAss OWOnMOTEeKa (JOCTYynm K DIEKTPOHHOW OMOIMOTEeKe
mucceptaiuii Poccuiickoit rocynapcerennoit oubmmorexu (PI'B) https://rusneb.ru/

4. Ipe3unentckas oudanoreka um. b.H. Enpuumna https://www.prlib.ru/

5. Dnexrponnas koutekmus Oxcdopackoro Poccuiickoro @onma
https://ebookcentral.proquest.com/lib/kubanstate/home.action

6. Springer Journals https://link.springer.com/

7. Nature Journals https://www.nature.com/siteindex/index.html

8. Springer eBooks: _https://link.springer.com/

HNudopmanuonHblie CIPABOYHBIE CHCTEMBI:

1. Korcynprant [lmroc - crnpaBouHasi mpaBoBasi cHCTeMa (JOCTYI MO JIOKAIBHOW CETH C
KOMITIBIOTEPOB OMOIMOTEKH )

Pecypcel cBOOOHOIO HOCTYNA:

1. KubepJlenunka (http://cyberleninka.ru/);

2. MuHuctepcTBO Hayku M Bblcmiero  oOpasoBanusi  Poccuiickoit ~ @enepanuu
https://www.minobrnauki.gov.ru/;

3. depepanbHebiii nopran "Poccuiickoe oOpazosanue http://www.edu.ru/;

4. Undopmarmonnas cucrema "EanHoe OKHO gocTyma K 0Opa3oBaTelbHBIM pecypcam'
http://window.edu.ru/;

5 Emunas  komutekums — 1udpoBBIX  0o0OpasoBarenbHBIX  pecypcoB  http://school-
collection.edu.ru/ .

6. denepanbHbIi eHTp HHPOPMAIMOHHO-00pa3oBaTenbHbIX pecypcoB (http://fcior.edu.ru/);

7. CnoBapu u sHnukiaoneaunu http://dic.academic.ru/;

8. O6pazoBarenbHbIil mopran "Yueba" http://www.ucheba.com/;

9. 3akonompoekt "OO oOpaszoBanum B Poccuiickoit ®eneparuu". Bompockl W OTBETHI
http://xn--273--84d1f.xn--plai/voprosy_i_otvety

10. Caiit MmyHuMnaasHOM 00pazoBanuu «ropos Kpacuonapy.

11.Caiit agmuaucTpauuu Kpacnogapckoro kpas.

CoOcTBeHHbIE YJIeKTPOHHBbIE 00pa3oBaTe/ibHble U HHPopMauuoHHbIe pecypcebl KyoIl'Y:

1. ba3za yueOHbIX IJIaHOB, Y4eOHO-METOJUUECKUX KOMIUIEKCOB, MyOIMKALUA U
koHbepenrwmii http://mschool.kubsu.ru/

2. DnekTpoHHbIN apxuB gokymentoB KyoI'Y _http://docspace.kubsu.ru/
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6. MeToanuyeckue YKa3aHus AJasd Oﬁy‘lalOlIII/IXCH 0 OCBOCHHUIO TUCHHUILJIMHBI (MOI[y.]'Iﬂ)

OcBoeHNE IUCIUIUIMHBI TPEIyCMATPUBACT MPOCTYIIMBAHUE JIEKIIMA W IPOBEICHUE
MPAKTUYECKHUX paboT (71a00paTOPHBIX padOT U CEMHUHAPCKUX 3aHITHH ).

Jist Tiry00KOTO M3ydeHUs AUCIHUILTUHBI HACTOSTEIHbHO PEKOMEH TyeTCS:

— CHCTEMAaTHUYECKH TOTOBHUTHCS K TMPAKTUYCCKUM 3aHATHSAM MO Y4EOHBIM IOCOOUsIM,
Hay4YHBIM CTaThsM B )KYpHaJaX, a TAKXKE C UCIIOJIb30BaHNEM pecypcoB MHTEepHET;

— CBOCBPEMEHHO BBITIOJIHATE MTPAKTHYCCKHUE 3a/IaHUs, TOTOBUTH pedepaTsl U dcce.

CamocrosTenpHas paboTa CTyIeHTa - OJWH W3 BAKHEUIIMX ATAllOB B TOJTOTOBKE
cnenuanucToB. OHa MPHOOIIAET CTYJAEHTOB K MCCIIEIOBATEILCKON paboTe, o0oraiiaer OnbITOM 1
3HAHHUSIMH, HEOOXOUMBIMH JIJISl JAJTLHEHIIET0 WX CTAHOBJICHUS KaK CIEIHAMCTOB, MPUBUBACT
HAaBBIKK PaOOTHI C IUTEPATYPOH, CTATHCTHYSCKUMU JIAHHBIMH.

Ilenp camocTOsATENHHONH pabOTBI - CHUCTEMATH3allHs, 3aKpeIVICHHE W pacIIupeHUE
TEOPETUYECKUX M MPAKTUYCCKUX 3HAHHWHA C UCIOJIH30BAaHUEM COBPEMEHHBIX HH()OPMAITHOHHBIX
TEXHOJIOTUH W JIUTEPATYPHBIX HCTOYHHUKOB. J[JI1 pa3BUTHS HABBHIKOB CaMOCTOSTEIIBHON pabOTHI
CTYJACHTAMH BO BPEMS CAMOCTOSTEIHLHOU PAOOTHI BBITTOJTHSIFOTCS:

— pedepatbl, CBA3aHHBIE C PACCMOTPEHHEM YKOHOMHUYECKUX MPOOIeM;

— pedepatsl, CBA3aHHBIE ¢ 0030POM PHIHKOB,

— JTOMAIITHAE 3aaHus 10 MOUCKY B MIHTepHeTe nH(pOpMaIiK Ha 3aIaHHYI0O HAYIHYIO TEMY
Y TIOJITOTOBKE JOKIIAa.

Pedepar wunmm scce TroOTOBATCS CTYAEHTOM CaMOCTOSITENIbHO, B HHUX 0000IIai0TCs
TEOPETUYECKUE MaTepHajabl 10 MCCIEAYEeMOW TeMe ¢ HCIOJb30BAaHHEM MAaTEepPHAIOB U3
CTICIUANBHON  JTUTEpaTyphl, HOPMATHBHO-TIPABOBBIX JOKYMEHTOB, CTaHAApPTU3HPYIOMINX
paccmarpuBaemyto chepy. B coaepxanuu paboT A0mKEH OBITh COOCTBEHHBIM aHAU3 U
KPUTHYECKHHA TOJAXOJ K pEIICHUI0 TpoOJeMbl 10 BBIOPAaHHOW TEME HCCIICAOBAHMUS,
MOJIKPETUICHHBI CTAaTHCTUYECKUMHU JTAHHBIMH ¥ KOPIOPATUBHOW OTYETHOCTHIO HM3BECTHBIX
Koproparnuii. MaTepuaiibl JOJDKHBI OBITh M3JIOKEHBI Ha BBICOKOM TEOPETHYECKOM YPOBHE, C
MPUMEHEHHEM CTaTUIECKHUX JTAHHBIX U TIPUMEPOB.

CryneHTaM pEKOMEHIYeTCs HENpPEphIBHO NPOBOJIUTH HAyYHBIC HCCICIOBAHUS 0]
PYKOBOJICTBOM IIPETIOAaBaTeINs KadeIphl 1o H30PaHHOM TeMe U TOTOBUTH COOOIIICHUS Ha HAYYHBIC
KoH(epeHIH, cTaTbl B COOPHUK MOJIOJIBIX UCCIIENOBATEINCH U HAYUHBIC )KYPHAIIBI.

OOyueHue CTYICHTOB C OrPaHUYCHHBIMU BO3MOYKHOCTSIMU OPTaHU3YETCSl B COOTBETCTBHU
¢ TpeboBaHUSIMH «METOIMYECKUX PEKOMEHIAINHI 110 OpraHu3aliui 00pa30BaTeIbHOTO Tpoliecca
st OOy4eHWsT WHBAJIUIOB W JIMI C OrPAaHMYCHHBIMH BO3MOXHOCTSIMH 3J0POBbS B
00pa30BaTeIIbHBIX OPraHU3aIMsIX BHICHIETO MPO(MECCHOHAIBHOTO 00pa30BaHUs» OT «8» ampes
2014 .

B ocBocHHMM NUCHMILIMHBI WHBAJIUWIAAMHU H JIMIIAMUA C OTPAHUYCHHBIMH BO3MOXKHOCTSIMH
3I0pOBbsl OOJIBIIOE 3HAYEHHE HMEET HHAWBHJyalbHas ydeOHas paboTa (KOHCYIbTAIlMH) —
JIOTIOJTHUTEIIPHOE Pa3bsICHEHNUE YUeOHOTO MaTepHaa.

NupuBuayaibHbIE KOHCYJIBTAllMM 10 TMPEIMETY SIBJISIIOTCS BaXHBIM  (DaKTOpOM,
CHOCOOCTBYIOIIUM MHMBUIyATH3aIlMH OOYYEHHUS U YCTAHOBIEHUIO BOCIIMUTATEIHHOTO KOHTAKTa
MEXAy TMpernojaBaTeieM M OOyJaromMMCS WHBAIMIOM WA JUIOM C OrPaHUYEHHBIMU
BO3MOXHOCTSIMU 3JI0POBBSL.
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7. MaTepuajibHO-TeXHUYECKOe of0ecredeHne 1o JUCHUIInHe (MOLYJI10)

IIo Bcem BHUaM y‘Ie6HOﬁ ACATCIIBHOCTH B paMKaxX OUCHHUIIVIMHBI HMCIOJB3YHOTCA
ayUTOpUH, KaOWHETHI U JIA0OPATOPUU, OCHAICHHBIC HEOOXOTUMBIM CIEIHAIM3UPOBAHHBIM U
1a00paTOPHBIM 000PYIOBAaHHEM.

HanmenoBanue OCHAIICHHOCTH CIENUATEHBIX TOMEIIEHUH I[TepeyeHp TULIEH3MOHHOIO
CIICIMATIbHBIX TOMEIICHUIH HPOrPaMMHOr0 00eCIeeHIsI

VYuebHubie aymuropuu s | Mebenb: yueOHas Mebenb Microsoft Office: Word;
MIPOBEIEHUS 3aHsaTHi | TexHM4Yeckue cpeacTBa o0ydeHUs: Excel; PowerPoint.
JICKIIMOHHOT'O TUIA 9KpaH, NPOEKTOpP, KOMIBIOTEP
VYuebubie aymuropuu s | Mebenb: yueOHas Mebenb Microsoft ~ Office:  Word;
HpPOBECHUS 3aHaTHH | TexHHYeckue cpeacTBa o0ydeHUs: Excel; PowerPoint.
CEMHHAPCKOr0o THIIA, | 3KpaH, MPOSKTOP, KOMIBIOTEP
TPYIIIOBBIX u | ObopynoBaHue:
WHUBHIYATbHBIX
KOHCYNIbTAMH,  TEKYIIEero
KOHTPOJIS| K IPOMEIKYTOUHO
aTTeCTalluu

Jiis  caMmocTosITeNbHOW — paboThl  OOyYaromMXCsl  MPEeIyCMOTPEHbl  MOMEIIEHHUS,

YKOMIIJICKTOBAHHBIC CHeHI/IaJIHSI/IpOBaHHOﬁ Me6eJIBIO, OCHAIIICHHBIC KOMHLIOTepHOﬁ TEXHUKOH C
BO3MO’KHOCTBIO TOJIKITIOUEHUST K ceT «VHTepHeT» M 00ecreueHneM JIOCTyIa B DIEKTPOHHYIO
MH(POPMAITMOHHO-00Pa30BaTEILHYIO CPETy YHUBEPCUTETA.

HanmenoBanue nomMenicHuit
JUISI CAMOCTOSITEIbHOM
paboThl 00yUaIOIIUXCSI

OCHAILCHHOCTh [TOMEIICHHH ISt
CaMOCTOSITEIILHOM PabOThl 00YYAIOIINXCS

[lepeueHp TMLIEH3MOHHOTO
MPOrPaMMHOTO 00ECTICUEeHHU S

obecrieynBaronee JOCTYIl K CETH HHTEPHET
(mpoBomHOEe coenuHEeHWe U GECIIPOBOIHOE
coepunenue 1o Texuonorun Wi-Fi)

ITomerenue st | MeGenb: yueOHas mebenb Microsoft  Office:  Word;
caMOCTOsATEIbHON  paborel | KommiekT — crenmanusupoBanHoin — mebenu: | Excel; PowerPoint.
oOyuaromuxcst (YUTAJIBbHBIA | KOMIIBIOTEPHBIE CTOJIBI
3an Hay4anoit Oubnnorexu) OOopynoBaHue: KOMIIBIOTEPHAsT TEXHUKA C

HOIKITIOYEHHEM K HH(OPMAIMOHHO-

KOMMYHUKAlIUOHHOW cetn  «UHTepHET» W

JOCTYIIOM B DJIEKTPOHHYIO HH(OPMAIMOHHO-

o0pa3oBaTelbHYI0 Ccpeldy 00pa30BaTeIbHOM

OpTaHU3aIHH, BeO-KaMephl,

KOMMYHHKAITHOHHOE obopyznoBaHue,

ofecriednBaroliee JOCTyH K CETH HHTEpHET

(mpoBomHOE coemMHEHHWE W OECIpOBOIHOE

coenuHenne 1o rexuojorud Wi-Fi)
IToMemmenue st | MeGenb: yueOHas Mebernb Microsoft  Office:  Word;
caMOCTOSATEIbHON  paborel | KommiekT — crenmanusupoBanHoii — mebenu: | Excel; PowerPoint.
obyuarormmxcs (aya. 415) KOMIBIOTEPHBIE CTOJIBI

O6opynoBaHne: KOMIIBIOTEpPHAsT TEXHUKA C

MOIKITFOYEHHEM K HH(OPMAIMOHHO-

KOMMYHHKalMOHHON cetu  «MHTepHET» U

JOCTYIIOM B DIEKTPOHHYIO HWH()OPMAIMOHHO-

00pa3oBaTeNBPHYI0 Cpelay OOpa3oBaTEIHHOM

OpTaHU3aIH, BeO-KaMephl,

KOMM yHHUKAaIIHOHHOE 00opynoBaHue,
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