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1 Hesn u 3axa4M N3y4YeHUs T CUUILIMHBI (MOLYJI51)

1.1 Ilean ocBOeHUsI TUCUHUILIMHBI

Henpto puctmmianHbl  «OpraHu3aloHHOe, HH(OOPMAIMOHHO - JOKYMEHTAllMOHHOE
o0ecrieyeHne AeATeIbHOCTH PYKOBOAUTEIISE OPTaHU3aMI» CPOPMUPOBATH CUCTEMHBIH KOMILJIEKC
3HAaHUHM, CBSA3aHHBIX C HH(POPMAIMOHHO-JOKYMEHTAIIMOHHBIM O0ECIIEYCHUEM JeSITeIbHOCTH
PYKOBOJMTENS B XOJ€E YIPABJIEHUS OPraHU3aLMEN, B PEKUME ITOBCEIHEBHON JESTEIBHOCTH U B
X0Jle¢ TIOJTOTOBKM M IIPOBENEHUS PA3IMUYHBIX OPraHU3ALMOHHBIX MEPONPUATUHN (COBEIIAHUM,
JIEJIOBBIX BCTPEY, IEPETOBOPOB U JP.).

Lenu n3yyeHus qUCLUIUIMHBL:

— H3y4EHHE POJIM M 00s3aHHOCTEN JOJDKHOCTHBIX JIMI] CEKpeTapuaTa B OpraHu3alluu
UH(POPMALMOHHO-TOKYMEHTALIMOHHOTO M 0€37J0KYMEHTHOTO OOCITYXKMBAaHUS PYKOBOJICTBA,
CTPYKTYPHBIX IOJpa3Ie/ICHHI;

— npuoOpecTH HaBbIK pPabOTHI, CBSI3aHHOW € MH(GOPMALMOHHO-IOKYMEHTAMOHHBIM
o0Oecrie4eHUeM JESITeIbHOCTH PYKOBOJUTENS B XOJI€ YIPaBJICHUsI OpPraHU3allid, OIpPENEsATh
IPUOPUTETHOCTh M OYEPETHOCTh BBHINOIHEHUs paboT u 3¢ddekTuBHO pacrpenenars padbouee
BpeMS;

— IOJy4eHHE HaBBIKOB BEICHMS HMH(OPMAIIMOHHO-AOKYMEHTAJIbHOM paboThl, a Takke
IPaBUJI J€JIOBOI'O 3TUKETA, HEOOXOAMMBIX IPH BBIIOJHEHUH 00€CTIeUUBAIONINX 0053aHHOCTEH.

1.2 3agauu AUCHMIVINHBI

Teopemuueckas KOMnoHenma:

— 3HaHUE METOJIOJIOTMYECKIX OCHOB HH(POPMAIIMOHHO-TOKYMEHTAIMOHHOTO 00ECTICYeHUS
MEHEPKMEHTa COBPEMEHHBIMH OpraHU3aLUsAMY,

— 3HAHUE OCHOBHBIX IIPUHIUIIOB YCTAHOBJEHHUS JI€JIOBBIX B3aUMOOTHOILIEHUM ¢
pas3INYHBIMM KaTErOpUsMH I1EPCOHANIA;

— 3HAHUE OCHOBHBIX IPHUHIIMIIOB OpPraHMU3allMd COOCTBEHHOTO pabo4yero BpEMEHU H
pabouero BpeMeHH PyKOBOIUTEIIS;

— 3HaHUE MPaBUJ BEICHUS JENOBBIX Oecel U TeleQOHHBIX IEPETOBOPOB;

— 3HaHME OCHOBHBIX MPHUHIUIIOB OpraHu3aluu SPPEKTUBHOM CHCTEMBI KOHTPOJIS
VCIIOJTHEHUS IOKYMEHTOB U TIOPYUYEHUII;

— 3HaHHWE OCHOB MPO(ECCHOHATBHON ATHUKH.

Ilosnasamenvras KOMnoHeHma:

— yYMeTb MHCIONB30BaTh JOKYMEHTHPOBAHHYIO HH(MOpPMAIMIO JUIsl  TOBBILICHUS
3¢ (PEeKTUBHOCTH YIPaBICHUECKON JEATETbHOCTH;

— YMeThb HCIOJIb30BaTh COBPEMEHHYI0 HOPMATHUBHO-TIPABOBYIO 0a3y, COCTaBisAsi H
oopMIIsIsl yIIpaBlieHUECKUE TOKYMEHTHI, padoTasi ¢ HUMH;

— YMEThb AaHAIU3HUPOBATh COCTOSHUE M BBIABIATH HEJOCTaTKH OpPraHW3al[MOHHO-
MH(OPMALIMOHHOTO 00ecreyeHHsl JAeATeIbHOCTH PYKOBOAMTENS KOHKPETHOW OpraHu3aluu,
(bopMynHpOBaTh MPEATOKEHUS MO UX YCTPAHEHUIO;

— BJaJeTh HaBbIKaMU NPO(EeCCHOHAIBLHOTO OOILIEHUs, BEACHHs JEeJOBbIX Oecel H
Tes1e()OHHBIX TIEPErOBOPOB;

— BIIJIETh METOJMKAaMU IJIAHUPOBAaHUs pabOyYero BpeMeHH! MOMOLTHIKA PYKOBOJIUTENS U
PYKOBOIMTENS OpraHU3alH;

— BJAJETh METOJAMKAaMH OpraHM3allMM COBEUIaHWH, CIYy>KeOHBIX MOE3I0K M JIPYrux
MEPONPUITHHA, TPOBOAUMBIX PYKOBOAUTEIEM OPTaHU3ALMH.

1.3 MecTo aucuuminHbl (MO1yJ1s1) B CTPYKTYpe 00pa3oBaTe/IbHOM NPOrpaMMbl

Jucuumnuza «OpranuzaiioHHoe, THPOPMAIIMOHHO - TOKYMEHTAalMOHHOE oOecreueHne
JEeSITeTbHOCTH PYKOBOAMTENSI OPraHU3allUM» OTHOCHTCSA K YacTH, popMHpyeMas ydacTHHKaMU
oOpasoBarenbHbIX OTHOIIEHUH Monayns 2 "JloKyMeHTaIlMOHHOE OOeCnedeHHe YIpaBieHUs"
yueOHoro 1iaHa. M3yyaeTcs oHa B IECTOM CEMECTPE TPEThEro Kypca Ha OUHOM (hopme oOyueHwus,
u 0a3upyercss Ha 3HAHMSX, YMEHUSAX M HaBbIKaX, MOJYYEHHBIX IO CIEAYIOUIUM JUCLUILINHAM:
OCHOBBI ~TEOPUM  YIPABICHHUS, OCHOBBI HMH(POPMAIIMOHHOTO  MEHEIKMEHTa, OCHOBBI



UH(POPMALIMOHHOTO MAapKETUHTa, HOPMAaTUBHO-METOANYecKas 0a3a JOKYMEHTHOM JesITeIbHOCTH
B OpraHu3allii, CAMOMEHEKMEHT, CTpAaTEernYecKoe yrpaBjieHue TOKyMEeHTalluel opraHu3aluu,
OCHOBBI 3JIEKTPOHHBIX JIOKYMEHTOB B KaJIpOBOH padOTe, OCHOBBI KOHTPOJIBHOM JI€ATEIbHOCTH B
JIOKYMEHTOBE/ICHUU U apXUBOBE/ICHUU.

VYuebHas mporpamMma  JUCHUIUIMHBI  «OpraHu3aloHHOe, HH()OPMAIMOHHO -
JIOKYMEHTAIlMOHHOE obecrnieueHue NesITeIbHOCTH PYKOBOAUTES OpraHu3aIum»
npeaycMaTpuBaeT MPOBEICHHUE 3aHATUI B (POpME JIEKIIUH, TPAKTUYECKHUX U Ta00paTOPHBIX padoT.
OHa moArOTOBJICHA B COOTBETCTBUHU TPEOOBAHUIMH, MPEAbABICHHBIMU ¢ TpeOboBanusmMu OI'OC
BO 3++.

JlocTukeHre S3TOHM 1eNid COMPOBOXKIACTCS M3YUYEHHEM U MPUBUTHEM MPAKTUYECKUX
HaBBIKOB 110 OPTraHM3AaLMOHHOMY M HMH()OPMAIMOHHO-JOKYMEHTAIIMOHHOMY O0€CIeYeHUI0
JEeSATEIbHOCTH pyKOBOIUTENsI. OCHOBHBIE MOJI0KEHUS JUCIUILTUHBI IOJKHBI OBITh HCIIOIb30BaHbI
B JAJIBHEHUIIEM B IPOLECCE PEaIbHOM OPraHU3alMOHHOM INPAKTUKM U HAIMCAHUU BITYCKHOU
KBATM(UKAIIMOHHON PabOTHI.

1.4 Ilepevyenb MIaHMPYyeMbIX Pe3yJIbTATOB O0y4YeHHUS] MO JUCHUILIMHE (MOAYJI0),
COOTHECEHHBIX C IVIAHUPYEeMbIMH Pe3y/JIbTATAMH OCBOCHHS 00pa30BaTeJbHOH NPOrpaMMbl
N3yuenune naHHOM y4yeOHOM IUCHMIUIMHBI HAIpaBICHO Ha (OpPMHUpPOBAHME y OO0ydaroluXxcs
CIEAYIOIIMX KOMIETECHIINM:

Pe3ynbTaThl 00y4eHUs MO TUCIIUIUTHHE

Kon u HanMeHOBaHHE HHAMKATOPA
(3Haem, ymeem, e1a0eem (HABbIKU U/UIU ONBLN 0eSTMENbHOCMIL))

[IK 2 CnocobeH k opraHu3alii JOKyMEHTHPOBAHUS YIIPABIEHYECKON IEATEIIHEHOCTH B
OpraHu3aluu

[K-2.1 Opranmusyer | 3HaeT OCHOBBI  JOKYMEHTHPOBAHMS  YIpPaBIEHUECKOMH
JOKYMEHTHPOBaHHUE JSSITETIbHOCTH B OPraHU3aliH

YIPaBJICHYECKOW JESITEIbHOCTH B | YMeer OpraHU30BbIBATH JIOKYMEHTHUPOBaHHE
OpraHMu3aIiu YHpaBIeHYECKOH e TeIbHOCTH B OpraHu3allui

BnaﬂeeT HaBbIKaMH  OpraHu3alvii  JOKYMCHTHUPOBAHUA
praBJ’IeH‘IeCKOﬁ ACATCIIBHOCTHU B OpraHU3aluu

[1K-2.2 [Ipumensier | 3HaeT  OCHOBHblE  HMH(OPMALMOHHBIE  CHCTEMBI B
WHPOPMALMOHHBIE ~ CHUCTEMBl B | YIPaBICHYECKOH JIESITETbHOCTH B OpraHU3aIin
YIIPABJIEHYECKON JEATENLHOCTH B | YMeeT NPUMEHSTh Ha IPaKTHKE HH)OPMAIIMOHHBIE CHCTEMBI
OpraHu3alun B YIIPaBJICHYECKOH ESTEIbHOCTU B OPraHU3aliH

Brnaneer HaBbIKaMu IPUMEHEHNST HHPOPMALIMOHHBIX CUCTEM
B YNIPaBJIEHYECKOM EATEILHOCTH B OpraHu3allni

Pesynprarhl 00ydeHHs] TIO TUCIMIUIMHE TOCTUTAIOTCS B paMKaX OCYIIECTBICHHS BCEX
BUJIOB KOHTaKTHOW M CAMOCTOSITENILHOM PabOThI 00YJaIOIINXCsl B COOTBETCTBHUH C YTBEPKACHHBIM
y4eOHBIM IJIAHOM.

NuaukaTtopsl  TOCTHDKEHUS KOMIETCHIIMA  CYHTAIOTCS  CHOPMUPOBAHHBIMH  TIPHU
JOCTH)KEHUH COOTBETCTBYIOIINX UM PE3YJIbTATOB O0yUCHHS.

[IpuknanHas HampaBIEHHOCTb IUCIUIUIMHBI OOECTIEYMBAETCS TTOHMMAaHUEM OCHOBHBIX
3a7ad MMOMOIIHMKA PYKOBOJMUTEINST KOMIIAaHWH B cdepe WH(POPMAIMOHHO-TOKYMEHTAIIHOHHOTO
yIpaBIeHUS TOKYMEHTAIMEH U CTOCOOHOCTBIO OCYIIIECTBISATH CEPBUCHBIE ONIEPALIUU.

JInsi  aKTUBH3alMU  TTO3HABATEIBHON JESITETPHOCTH CTYACHTOB TP IPOBEIACHUU
MPAKTUYECKHUX 3aHATUN UCTIONB3YIOTCSI aKTUBHBIE METOBI OOYUYECHHUS: CUTYAI[MOHHBIN U UTPOBOU
MOJIXOJTBI, & TAK)KE METOJT KOHKPETHBIX CHTYAIIHH.

Jlis  pa3BUTHS HAaBBIKOB CaMOCTOATENbHOW pabOThl  CTYAGHTaMH BO  BpeMs
CaMOCTOSITEIbHOW paOOThl BBIMOJHSAIOTCS TBOpPYECKHE pabOTHI, 3CCE, CBsI3aHHBIE C Oosee
yrIyOJIeHHBIM PACCMOTPEHUEM MPUHITUTIOB PAOOTHI TOMOITHUKA PYKOBOIUTEIS.

YcBoenue y4eOHOro mMarepuana CTyJIeHTaMU OCYIIECTBIISIETCS INPENoAaBaTesieM B XOJe
TEKYIIETr0 U UTOTOBOTO KOHTPOJIS:



— meKywuti KOHmpoJb 3HAHWW, YMEHUI W HaBBIKOB MPOBOJUTCS IPHU BBIIOJHEHUU
NPaKTUYECKUX PadOT HA 3aHITHUAX, a TAKKE IyTeM YCTHOTO OIpPOCa, KOHTPOJIBHOH pPabOTHI,
BBICTYIUICHHS C HAyYHBIMH COOOIIeHUsIMH (pedepatamu, 3cce).

— UMO0206blil KOHMPOIbL TIO NUCIMILIMHE OCYIIECTBIISICTCS B XOJ€ 3a4eTa B IIECTOM
cemecTpe OYHON (popMbI 00yUECHHSI, KOTOPBI POBOJUTCS B YCTHOM WIJIM MTHCbMEHHOH (popme ¢
YUETOM Pe3yJIbTaTOB TEKYIIETO0 KOHTPOJIS B X0JI€ 00y4EHUSI.

2. CTpyKTYypa U colepKaHue TUCHUILINHBI
2.1 Pacnpenesienne TPYA0EMKOCTH AMCHUILJIMHBI 110 BUJAaM padoT

OOmiast TPyI0EMKOCTh TUCHMIUIMHBI COCTaBaseT 5 3auetHble equaunbl (180 gac.), ux
pacmpezenieHue Mo BuaaM padoT IPeCTaBICHO B TAOIHIIC.

®dopma o0ydeHHs
Bcero OuHast 3a04Hast
Bunst pabot
4acoB 6 cemectp 3 Kypc

(180) (180)
KonTakTHas pa6oTa, B TOM 4ncje: 48,3 36,3
AyauTOpHBIE 3aHATHS (BCero):
3aHATHS JEKIMOHHOTO TUIIA 16 12
MIPAKTHICCKHUE 3aHATHS 16 6
CEMHUHAPCKHUE 3aHATH 16 18
HWnas koHTaKTHasA padora:
Kontpons camocrosarensHoit pabotsl (KCP)
IIpomexxyrounas arrecranus (UKP) 0,3 0,3
CamocTosiTeT1bHAsI padoTa, B TOM YHCJTIe: 96 135
Koumpoavnas paboma 12 12
Pegpepam/scce (noocomoska) 12 12
Camocmosimenvroe usyueHue pazoenos, CcamMoOno020mosKa
(npopabomka u nogmopenue AEKYUOHHO2O MAmepuala u
mamepuana y4eOHuKo8 u yueOHulX NnocooOuti, no020mosKa K 62 101
1aOOPAMOPHBIM U RPAKMUYECKUM 3AHIMUSIM, KOLLOKGUYMAM U
m.o.)
[ToaroToBKa K TEKYIIEMY KOHTPOITO 10 10
KontpoJas: 35,7 8,7
IToaroToBKa K 9K3aMeHY
Oomasn Jac. 144 144
TPYd0€eMKOCTh B TOM 4McJie KOHTAKTHas padora 48,3 36,3

3a4. e]1 4 4

2.2 ConepxxaHue QM CUUILTHHBI

Pacrnipenenennie BU10B yueOHOM pabOThI U UX TPYJOEMKOCTH O pa3fiesiaM AUCIUILITUHBL.




Paznenbl (TeMbl) AMCHUIUIMHEL, U3y4aeMble B 6 cemectpe 3 Kypca (ouHast popma oOyueHus)

KonugectBo yacos
Breaynut
Ne HaumenoBanue pasnenos (Tem) AyRuTOpHas OpI—?;lI}[I
Bcero pabota
pabota
JI 113 I1P CPC
[ToMOIIHUK PyKOBOIUTENS B CUCTEME YIPABJICHUS U
1. YIIPaBIEHYECKOM MTPOLIECCE COBPEMEHHOW OpPraHU3aliy 1 18 2 2 2 12
€ro MoJIeNbHBIC 0053aHHOCTH
5 HopmartusHo-MeToau4ueckas 6a3a paboThI TOMOIIHUKA 18 ) ) ) 12
' pyxoBoautens no 10
3 Opranunzanyst paboThl TOMOLTHHKA PYKOBOAMTES 110 18 ’ ’ ’ 12
' WH(POPMAITMOHHOMY 00€CTIEYeHHIO
" DproHomMuyeckre TpeOOBaHUS K OpraHU3aIuK pabodyero 18 ) ) ) 12
MeCTa pyKOBOJIWTENS U TOMOIIHUKA PYKOBOAUTENS
5 Jenonpoun3BoacTBeHHbIE PYHKIIMK TTOMOLIHAKA 18 ) ) ) 12
) PYKOBOJIHUTENS U €ro poib B JJOY
6 PaboTta moMoImHNKa PyKOBOIUTEIS IO 0€30KYMEHTHOMY 18 5 5 5 12
' 00CITyKBAHHIO
7 KommyHHKammoHHOe obecneueHne ceKpeTapeM 18 5 5 5 12
JESITEIbHOCTH PYKOBOIUTEIIS
8 B3anMooTHOIICHUSI ceKpeTapsi C PYKOBOJICTBOM U 18 ) ) ) 12
' KOJUIEraMu 10 pabote
HUTOI'O no pazoenam OucyuniuHol 144 | 16 16 16 96
KonTtpons camocrostensHoit pa6oTsl (KCP) -
ITpomesxxyrounas arrectanus (MKP) 0,3
[ToaroToBKa K TEKyIEMY KOHTPOJIIO 35,7
OO611ast Tpy10€MKOCTh IO TUCITUTUIIHE 180

[Tpumeuanue: JI — nexmuu, [13 — npaktudeckue 3austus / cemunapol, JIP — maGoparopHbie
3anstusi, CPC — camoctosiTenbHast paboTa cTyieHTa



2.3 Conep:xanue pa3iesioB (TeM) THCHUNIHHBI
2.3.1 3auaTusa JeKIMOHHOI0 THIIA

JOKYMEHTaX YyupexIeHHs W HH()OpMaIMOHHO-
cnpaBoyHass pabora. OOpaboTka W OTHpaBKa

HCXOISAIINX JIOKyMEHTOB. Opranm3anus
TEKYIIETo XpaHCHUS JIOKYMEHTOB.
Homenknatypa JIedL. TpeboBanus K

dbopMupoBaHUIO e, HX OQOPMIICHHUIO |
xpanenuio. IloaroroBka mem K apXUBHOMY
xpaHeHnto. CpokH XpaHEHUS! JOKYMEHTOB.
CocraBnenne omnuceil. Chnada nen B apXuB.
Samura uHbOpMAIMK B paboTe cekpeTaps ¢

dopma
No |HaumeHnoBaHue paszziena (Tembl) Conepsxanue pazzena (TEMBbI) TEKYIIETro
KOHTPOJIS
Ilomommauk pykoBogurtenss B |[lomMomHWMK ~ pykoBOAWTENS B CUCTEME
cucrteMe yIpaBicHHS W |yIpaBieHHsT COBPEMEHHOH OpraHu3alid U ero
yIpaBieHYECKOM NpOIIECCEe |MOJAEIBHBIC 00513aHHOCTH. Kareropun
COBPEMEHHOM OpraHM3aIlid W |IIOMOIITHUKOB U cekperapeil. [Ipodeccrnonanpabie
€ro MOJIENIbHBIE O0S3aHHOCTH ~ |TpeOOBaHUS K pa3idWMYHBIM  KaTETOPHUSIM
1 OCHOBHBIE KOMIICTCHIUH W JIMYHBIC KauecTBa. P
' OO6mue MPUHITUIHI TIPoheCCHOHATBHOTO 0TOOpA.
JoxyMeHTabpHOE ohopMIIcHHE
TPYAOYCTPOWCTBA (pe3toMe, 3asiBICHUE O TIpUEMe
Ha paboty, aBToOHOrpad s, TPYIOBOH TOTOBOP).
Bo3MOXXHOCTH KapbepHOTO pOCTa IMOMOIITHHKA
PYKOBOJHTEISL.
HopmaruBHo-MeTO1MYECKas OobmierocyiapcTBEHHBIC HOPMaTHUBHO-
2 0a3a pabOTHI TOMOIITHAKA METOTUIECKHE JIOKYMEHTBHI. Cucremsl 5
" |pyxoBogutens o 1O noxkymeHTanuu. Y CJl JJomKHOCTHASI HHCTPYKLUS
ceKperapsi-peepeHTa, ee OCHOBHBIE pa3febl.
Opranuszanus pabotsl |Ponb MTOMOIIIHUKA PYKOBOAMTENS B
MMOMOIIIHUKA PYKOBOIUTENS MO |MH()OPMAIMOHHOM OOeCreueHUN AeSITeIHbHOCTH
WH(POPMAITIOHHOMY pykoBoautens. Pedepentckas cocraBusromas
o0ecreveHuIo JIATEIILHOCTH OMOIIHUKA pykoBoauteis. Coop
3. u cucremarusanus wuHpopMmaiuu. Iloaroroska P
CIIPaBOK II0 JIOKyMEHTaM, HH()OPMAIMOHHBIX
nmox0oOpoK, pedepaToB, MpPOrpamMM, IUIAHOB.
PenaktupoBanue. Pedepuporanue.
CninypaiTepcTBO.
OproHomMuyeckue TpeOOBaHHUA |DPrOHOMHYECKHE TpeOOBaHHWS K OpraHU3aIluu
K OpraHm3anuy padodero Mecta |pabouero wmecra. HeoOxomumelie —oducHbIC
4. |pykoBOIUTENISI W TIOMOITHHKA |aKCeCCyaphl. Oos13aTenbHast CIIPaBOYHAS T
PYKOBOAMTEIS JTUTEepaTypa. Opranuszamnus
KOMITBIOTEPU3UPOBAHHOTO PaboYero Mecra.
Jenornpou3BoJICTBEHHBIE Jenonpou3BocTBeHHbIE (PYHKIMHA MOMOITHHKA
byHKIIIH TTOMOIIHAKA |PYKOBOJUTEIS U €r0 POJb B JOKYMEHTAIIMOHHOM
PYKOBOAMTENSI M €ro poilb B |oOecrneueHuH yrpasieHus. O0mue TpedoBaHUs K
A0y TEKCTy JoKyMmeHTOB. IIpuem u mnepBuuHas
oOpaboTka  JgOKyMeHTOB. lIpeaBaputenbHoe
paccMOTpeHHe M paclpeiesieHHe MOCTYIMUBIINX
JOKYMCHTOB. PCFI/ICTpaHI/ISI JOKYMCHTOB.
Ilepemaya  JTOKYMEHTOB  HA  HWCIOJHEHHE.
Kountpomns HCTOJIHEHUS: TEeKYILIUH u
npeaynpeautenbHblii. CHATHE JOKyMEHTa C
5. koHTposis.  Cosmanue  0a3pl  JAHHBIX O C.
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KOH(UACHIIMANBHEIME  JOoKyMeHTamu. CocTaB
KOH(QUICHIIMAITLHBIX JTOKYMEHTOB, OpTaHU3aIUs
paboThI ¢ HEMH, UX y4eT. Co3nanue 0a3bl TaHHBIX
0 JIOKyMEHTaX YYPESKICHHUS U UH()OPMAIMOHHO-
cIipaBOYHas padoTa.

Pabora momornanka
PYKOBOAMTEIIS 110

[ImannpoBanne pabodero mTHS PYKOBOAUTEIS.
OO6mue npaBwia npuema mnocerutened. [Ipuem

0e310KyMEHTHOMY COTPYAHHUKOB IO TEKYIIUM H JTUMYHBIM BOIIPOCAM.
00CITyKIBaHHIO [Ipuem nmoceruTene U3 APYrux OpraHU3aldd U
KOMaHUPOBaHHbIX. WndopmarnmonHoe
6. obecrieyeHre B mpueMHOH. 3amuTa HHGopMauu P
mpu pabore ¢ moceruTersiMu. OpraHu3arusa
nenoBbIx  meperopopoB.  IloarotoBka — u
oOciyxuBaHHe coBelanui. Beaenue nmporokomna.
[Moaroroska CITy’KEOHBIX KOMaHJPOBOK
PYKOBOJHTENSI U COTPYJHHUKOB.
KommyHuKanmonnoe Pabora momomHuKa ¢ TenedhoHoM. OCOOEHHOCTH
oOecrieueHue CeKpeTapeM |ciayeOHoro TeneoHHOro pasrosopa. Oomue
JESITeIbHOCTH PYKOBOIUTENSI  |PEKOMEHAALMH IO  BEACHUIO  Telne(OHHBIX
7. MIEPETOBOPOB. IIpuem " odopmiteHue 2
teneponorpamm. [lepemucka Kak — dIEMEHT
JIEIOBOM  KOMMYHHKAIIUH. Ucnonp3oBaHue
AIIEKTPOHHOM MOYTHL.
B3aumooTHomenus cekperaps |Mcrokm gaenoBoro sThkera. MK MOMOITHUKA
C PYKOBOJICTBOM M KoJuleramMu |pykoBoguteis.  OcoOEHHOCTH — CiIy>KeOHOTO
g |mO pabote STUKETa JKCHIUUHBI. I[lOBENEHYECKHUHA ATHUKET. p
' OTrka pedeBol KOMMyHHKanud. KoH(IUKTHBIE
CUTyallunu B pa60Te IMOMOUIHHKa PYKOBOJIUTEIIA
(mpenoTBpaleHUe U pa3penieHne KOHMIUKTOB).
2.3.2 3aHATHS CEMUHAPCKOI0 TUMNA (MPAKTHYECKUeE / CEMUHAPCKHE 3aHSITHSI)
Ne [HaumenoBanue paszzaena (Tembl) Temaruka 3ausaTuii / padboT Popwma Texymero
KOHTPOJISI
1. [Hlomomauk pykoBoautens B |Hcropus cekperapckoro naena B Poccum u
CHUCTEME  YINpaBJICHUS U |COBPEMEHHOE COCTOSIHHE OTEYECTBEHHOU
YIPaBJIEHYECKOM  Hpolecce [MHPOPMAMOHHO-IOKYMEHTAIHOHHOH CITY>KOBI. OmDoc 116
coBpeMeHHOW opranmzanud U |[IpodeccruoHalibHble W JIMYHBIE  KA4ecTBa p
€ro MOJIeNIbHBIC O05I3aHHOCTH  |TIOMOIIHUKA PYKOBOJHTEIIS. Kareropuun BOHPOC%M TEMBL.
MOMOIITHUKOB. JloKymeHTanbHOEe oOdopmiieHHE
TPYAOYCTPOUCTBA (pe3toMe, 3asiBICHUE O MIPUEME
Ha paboTy, aBToOHOrpadus, TPyIOBOI TOTOBOP).
HopmaruBHo-meronuueckas  |[omKHOCTHAs HHCTPYKLHS MIOMOIITHHUKA Onpoc no
2. |0aza  pabOTBl TOMOLIHWKA |PYKOBOJMTENS M UX OCHOBHBIC Pa3eibl. BOIIPOCAM TEMBI.
pykoBoautens mo /10 €)
Opranuzarus pabotel |DopMupoBanre HHGOPMANMOHHON MOJOOPKH O
MOMOIITHUKA PYKOBOAMTEIS IO |AEJIOBOM TMapTHepe opranuzanuu. CocTaBieHHE Onpoc no
3. UHPOPMAITHOHHOMY AHHOTALUU HOPMaTHUBHO-METOIUYECKOTO BOTIPOCAM TEMBI
00€eCIeYeHuIo JOKYMECHTA. P
Opronomuyeckue TpeboBanusi |Texnuyeckoe — obecriedyeHne  JIEATEIBHOCTH KoHTpostbHas
4 [ OpraHMsauuu pabouero |moMomHHMKa pykoBoguTens. CHCTeMHOE W pabora
" Imectra  pykoBogurTens — u |cepBucHoe [10. T '
MOMOIITHUKA PYKOBOAUTEIS
Jenomnpon3BoacTBeHHbIE CocTaBieHne TEKCTa CIIy>KEOHOTo JOKYMEHTA. Omnpoc o
5. |dpynxunn IIOMOIITHUKA BOIIPOCaM TEMBI.
€)




pykoBomuTensl U ero poib B |CHcTeMaTH3alMs KOPPECIOHICHINHN Ha paboueM
A0V MecTe cekperaps. Homenkiatypa Jien
OpraHu3alyy.
WHCcTpykiust 10 00eCreueHHI0 COXPaHHOCTH
KOH(pUICHINATHEHON HHPOpMAaITHH.
Pabota nomMonrHuka|lloaroroska JIETTOBBIX MeperoBOpoB Onpoc Ho
PYKOBOAUTENS MO|pYKOBOAMTENSl ~ OpraHu3alMi ¢ OusHec — P
6. BOIIPOCAM TEMBI.
0e310KyMEHTHOMY MapTHEPOM. P
00CITYKIBaHHIO
KommyHrukanmonHoe WuTepHeT - s pexTuBHOE CpEICTBO
obecrieueHue CEKpETapeM |COBPEMEHHOM JeJI0BOKM KoMMyHUKanuu. [lonck u
JIESITEeIbHOCTH PYKOBOIUTENSI  |paclipocTpaHeHHe  MHPOpMAMAd B CETH Onpoc 1o
HNurtepuer.
7. BOIIPOCaM TEMBI.
Pabota ITOMOIIIHUKA PYKOBOAMTENS c 5
Ppa3IMYHbIMHA cpeacTBamu KOMMYHUKAIUH
(TenmedoH, MHTEPHET, SJEKTPOHHAS IT0YTa, TPSIMAas
TPaAHCISIUS U T.J1.)
B3aumooTHomeHus cekperapst |[enoBoM  3THKET W HMMHK  [TOMOIIHUKA Omnpoc no
8. |c pyKOBOJICTBOM M KOJJISTAMU |PYKOBOJIUTENS B KOH(MJIMKTHOW CHUTyallud B | BOIIPOCAM TE€MBEI.
o pabote oduce (IpreMHOI). P

Hanucanue pedepara (P), acce (9), recrupoBanue (T) u 1.1.

I[Ipuy  u3yuyeHun

AUCHUITIIMHBI MOTYT IMPUMCHATCA QJICKTPOHHOC 06y‘lCHI/IC,

JTMCTaHIIMOHHBIC 00pa3oBaTeNibHbIC TeXHOoJIoruu B coorBeTcTBHH ¢ PT'OC BO.

2.3.3 llpumepHasi TeMATHKA KYPCOBBIX padoT (IP0eKTOB)
KypcoBsle paboThl IO AUCHUIIMHE HE PEAYCMOTPEHBI.

2.4 IlepedyeHb y4eOHO-METOANYECKOr0 o0ecnedeHHs JJIsi CAMOCTOATEIbHOH PadoThI
o0y4yamuxcs M0 AMCHUILIAHE (MOLYJII0)

HepequL y‘IC6HO'MGTOJI[I/I‘IeCKOFO obecrnieueHus JUCHUILIWMHBI I10 BBIITOJIHCHHUIO

KontponsHas pabora

Ne Buxg CPC N
CaMOCTOSATEIFHON pabOTHI
1 Pedepar, acce MeToandeckue peKOMEHIAIMH IO HAIMCAHUIO 3cce, pedepaToB, YTBEpKICHHEIC
kadenpoit o0mero, CTpaTerHuecKoro, WHPOPMAMHOHHOTO MEHEIDKMEHTa H
O6usHec-nporeccoB, nmpotokon Nell ot 30.06.2017 r.
2 Pedepar, acce. JoxymeHTanmonHoe  obecriedeHne  ympaBieHUs.  JIOKyMEHTOOOOpOT W

JIETIONPOU3BOJICTBO: YYEOHUK M MPAKTUKyM sl TIPUKIAJHOTO OakaiaBpuata /
Kysueno 1. H. - 3-¢ u3n., nepepab. u mom. - M.: FOpaiit, 2018. - 461 c. -
https://biblio-online.ru/book/7873BF4B-A3F7-44E2-8EC0-1E3D6392702A.

3 Kontpomnsnas pabora

KommbloTepHble  MH(GOPMAIMOHHBIE TEXHOJOTHH B  JOKYMEHTAI[HOHHOM
obecrieueHny ynpaBieHus: yaeOHOe MOCOOUe AJisl CTYACHTOB, 00yUJaIONTUXCS 110
HampaBieHuto "JlokymMeHTOBeneHHWe W apxuBoBereHume" / aBT.-cocT. P. A.
KokanoBa, A. ®. Knumosa. - MockBa: KHOPVYC, 2016; [Actpaxans]: [AI'Y]:
[U[] "Acrpaxanckuii yauBepcutet"], 2016. - 109 c.: nin. - bubanorp.: c. 85-87. -
ISBN 978-5-4365-0330-1: 226 p. 82 k.

Y4eOHO-MeToIMUeCKUe MaTepHalbl Ui CaMOCTOSTEIbHOM pPabOThl OOydYaIOIIMXCS M3
YHClia MHBAJIKJIOB U JIUI C OTPaHUYEHHBIMU BO3MOKHOCTSIMU 3710poBbsi (OB3) npenocrasistorcs
B (hopMax, aJalTUPOBAHHBIX K OTPAHUYCHUSM UX 37J0POBbS U BOCHPUATHS HH(DOPMAIIIH:

JIjig U1 ¢ HapyIIEHUSIMU 3PEHUS:

— B [1€4aTHOW (hopMe YBEIUYEHHBIM HIPUPTOM,

— B popMe IIEKTPOHHOTO IOKYMEHTA,

— B (opme ayamodaiina,

— B IIeyaTHOM opMe Ha si3bike bpaiins.

JUid U1 ¢ HapyLIEHUAMH CiIyXa:



https://biblio-online.ru/book/7873BF4B-A3F7-44E2-8EC0-1E3D6392702A

— B Ie4aTHoi (opme,

— B (hpopMe 3IIEKTPOHHOTO IOKYMEHTA.

JUist 1 ¢ HapyIIEHUSIMH OTIOPHO-/IBUTATEIBHOTO amnmapaTra:
— B IIeYaTHOM (opme,

— B (popMe 2IIEKTPOHHOTO TOKYMEHTA,

— B (hopme ayauodaiina.

3. OOpa3zoBaTebHble TEXHOJIOTMHU, NPUMeHsieMble NPH OCBOCHHH IHUCHUILIUHBI
(Mmomyuis)

OOpa3oBarenbHble TEXHOJOIMH, MCIIONb3YEMbIE IpPHU pealu3aldd pPa3JIMYHBIX BUJOB
yueOHOI eI TeIbHOCTH:

— JeKIUHM: WHTEPAaKTUBHBIC (IMAIOTOBBIE) M MPOOJIEMHBIE C KOMITBIOTEPHBIMU
MPE3CHTALUSIMY;

— MpaKkTUYecKue (CEeMUHAPCKUE) 3aHATHS

— JabopaTopHbIe PaOOTEHI.

TpagunuoHHble 00pa30BaTEIbHbIE TEXHOJIOTUHN: JEKIIUH, IPAKTUUECKUE 3aHATHS.

TexHonoruss mpoOJIEeMHOTO OOy4YeHHS: KU — JUCKYCCHs, MpoOJeMHas JEKIus,
KOMIIbIOTEpHasl pe3eHTanus. Ha nekuusx nsnararoTcsi OCHOBHbIE TEOPETUUECKUE TTOOKEHUS U
KOHIENIHS Kypca, JalolIie cTyIeHTaM HHPOpPMAIuU, COOTBETCTBYIOIIYIO ITPOTPAMME.

3ajaya MpPaKTUYECKUX 3aHSATUH — pa3BUTHE Yy CTYJIEHTOB HAaBBIKOB IO MPUMEHEHUIO
TEOPETUYECKUX MOJOKEHUN K PEIICHUI0 MpakTHueckux 3aaad. C 3Toil 1enbio pa3zpaboTaHbl
3a/laHusl Ul BBIIOJHEHHUS IPAaKTHUYeCKUX paboT. OHM COCTOAT M3 3ajady U yNpPaKHEHUH,
OpPUEHTUPOBAHHBIX HA YCBOEGHHE TEOPETHYECKOI0 MaTepHhalla U YMEHHUS €ro MCIOJIb30BaTh IS
peteHus 1a00paTOPHBIX (MPAKTHUYECKUX) 3aJaHUM.

Ha xaxIoM NpakTH4YeCKOM 3aHSATHM OTBOJUTCS BpeMs Ul JUCKYCCHH, B KOTOpOH
Y4acTBYIOT JAOKJIQUUK, MOATOTOBUBIINN COOOIIEHNE MO KAaKO — IMO0 MpakTH4eCKO mpodieme
MH(POPMALIMOHHBIX CUCTEM U 0a3 JaHHBIX, €ro onnoHeHTH! (1 unm 2 yenaoBeka), MOATOTOBUBIINE
KOHTPAPTYMEHTHI, ¥ IPYTHE CTYICHTHI TPYIIIIHL.

Hpyras ¢opma opraHuszanus paOoThl CTYJEHTOB — HamucaHue pedepara, KoTopoe
npeacTaBisier coboi uccinenoBanue ooremoMm g0 5000 3HAKOB SKOHOMHUYECKON MPOOJIEMBI C
Ipe/UI0’KEHNEM BapUaHTOB PELICHUs JaHHOM MPOoOIeMBbl.

J171s OTBETOB Ha MHAMBUAYaJIbHbBIE BOIPOCHI, 8 TAKXKE /I IOMOILY B IOJTOTOBKE pedepaTon
Y HaMKMCAHUS CCE MPEAYCMOTPEHBI HHANBUAYATbHBIE KOHCYIbTAIIMH MIPETOAaBaTeNsl.

Jnsg nun ¢ orpaHMYEeHHBIMH BO3MOXKHOCTSIMU 3JI0pPOBbSl NPEAYCMOTpPEHA OpTraHHU3aIMs
KOHCYJIbTAIlMH C UCIIOJIb30BAaHUEM JIEKTPOHHOM MOYTHI.

4. OueHoOYHbIe CPEACTBA JJIsl TEKYLIero KOHTPOJISA YCIeBaeMOCTH U NMPOMEKYTOYHOI
arrecTanuu

OrneHOYHBIC CpeICTBa TMpeAHA3HAYEHBI 11 KOHTPOJIS M OIEHKH 00pa3oBaTeNbHBIX
JOCTH>KEHU I oOyuaronmxcs, OCBOMBIINX nporpammy yueOHOI JUCHUTITUHBI
«OpranuzanuonHoe, WHHOPMAIIMOHHO - JIOKYMEHTAllMOHHOE OOecredeHue esITeIbHOCTH
PYKOBOJMTEIIS OpraHu3aum.

OreHOYHBIC CPEICTBA BKIIOYAET KOHTPOJbHBIC MAaTepUAJIbl IJIsl MPOBEACHUS TEKYIIEro
KOHTPOJIsA B ¢dopMe OKIafa-MPe3eHTAMU IO MPOOJIEMHBIM BONPOCAaM SKOHOMHKH, TECTa,
pedeparta, 3cce 1 MPOMEKYTOUHOM aTTecTaluu B (hopMe BOTIPOCOB K IK3aMEHY.
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CTpyKTypa OLEHOYHBIX CPEICTB A/l TeKyIIeil U MPOMEe:KYTOYHOH aTTecTaluu

No KOH 1 HAMMEHOBAHHE HaumeHnoBanue OIICHOYHOT'0 CPEACTBA
i HETHKATOPA Pesynprarel 00y4eHus Tekytii KOHTPOIH IIpomexyTouHas
aTTeCTalMsa
IIK-2.1 Opranmsyer | Bnanenue Bonpocwt 0ns Bonpoc na sxzamene
JTOKYMEHTHpPOBaHHE OpraHNU30BHIBATH YCMHO20 1-11
ylpaBieHUYECKON JOKYMEHTUPOBaHUE (nucvmennozco)
JeSITeNTbHOCTH B | yIpaBJIeHYECKOH onpoca no meme,
1 | opranuzanuu JIESITETIbHOCTH B pasoeny.
OpraHu3alyu Bvinonnenue
3a0anuil camo-
OUA2HOCMUKU U
CAMOAHATU3A
[IK-2.2 [Ipumensier | Bnanenue  HaBbiKamu | Bonpocul 014 Bonpoc na skzamene
WHPOPMAaUOHHBIE MIPUMEHCHUS VCMHO20 12-32
CUCTEMBI B | MHQOPMAIIMOHHBIX (nucomenHo20)
) YIpaBICHYECKOM cUCTEM B | onpoca no meme,
JeSITENIbHOCTH B | yIpaBIeHYECKOM pazoeny.
OpraHu3aIuu JeSITEITBHOCTH B | Ananuz
OpraHu3aluu NPAKMUYECKUX
cumyayuii

TunoBble KOHTPOJIbHBbIE 32IaHNUSI MJIH MHbIE MAaTEePHUAJIbI, HEO0OX0AUMBbIe VISl OIleHKH
3HAHMH, YMEHHUH, HABBIKOB M (MJIHM) ONBITA [JESATEJbHOCTH, XAPAKTEPU3YIOIIUX 3TAlbl
(opMupoBaHUA KOMIIETEHIHII B Mpolecce 0CBOEHHUsI 00Pa30BaTeJbHOI IPOrpaMMBbl. TEMbI
acce, peepaToB, mepedeHb MPAKTUUCCKUX 3aJaHUN U KOHTPOJILHBIX pabOT XpaHsATCs Ha Kadeape.

Ilepeyens Tem pedepaToB (3cce)

1. Ilpouecc wMHOPMALMOHHO—TOKYMEHTAI[HOHHOTO
OpraHH3alHy.

2. PykoBOIUTEINb B CHCTEME YIIPABJICHUS OPTaHU3AIH.

3. Cratyc 1 3Ha4eHUe 1eATeIbHOCTH TIOMOIITHUKA PYKOBOJIUTENS B oduce.

4. TloTpebGHOCTEN PyKOBOAUTENSI OPraHu3ali B UHPOPMAIUU U TOKyMEHTax.

5

6

o0OecrieueHus yNpaBjieHHUS B

. Cucrema I/IH(I)OpMaI_[I/IOHHOFO obecneyeHus YIIpaBJICHHU B OpraHU3alnu.
. Moaens moMOIIHUKA PYKOBOAUTCIIA. Tunonorunueckue MPpU3HAKN HpO(i)eCCI/IOHaIII/BMa.

7. DddexkTuBHAST MOJIETb B3aMMOOTHOIIEHWH ITOMOIIHUKA PYKOBOJHUTENS C  JICTIOBBIMH
MMapTHEPaMH.

8. Otuker u >¢pdexTrBHAsT MOJENb B3aMMOOTHOIICHHH MOMOIIHUKA PYKOBOAHUTENS C
MTOCETUTEIISIMH.

9. I'ennepHbie 0COOEHHOCTH B OOIIIEHUH U MTOBEACHUU.

10. AnropuT™m IEHCTBHIT ITOMONTHUKA PYKOBOJUTENS B KOH(QIMKTHBIX CUTYAIIHSX.

11. [denoBoii cTuiIb (MMU/IK) TOMOIITHUKA M CEKpeTapsi PyKOBOIUTEIIS.

12. OcobGeHHOCTH pabOTHI IOMOIIIHUKA PYKOBOJIUTEIS C YIIPABICHUECKON WHpOpMaIueit
JUTSL PYKOBOTUTEIIS.

13. Tlpe3eHTaruu B MapKETHHTOBBIX KOMMYHHUKAIIUSX PYKOBOJIUTEIS OpTraHU3AIUU M
POJIb €ro MOMOIIIHUKA.

14. Poixp TOMOIIHHMKA PYKOBOJHUTENS B OpPraHHU3AIlMM W TMPOBEJICHUH IPOTOKOJIBHBIX
MEPOIIPUATHH.

15. OGecneuenue 6U3HEC - MOE3A0K (KOMAaHAUPOBOK) PYKOBOAUTENST KOMIaAHHUH.

16. OmnepatuBHOE obecnieueHue paboThl pyKOBOAUTEIS C TOKYMEHTAMHU.

17. OcobenHoctn pabOTHI TMOMOIIHHUKA PYKOBOAWUTENS €  KOH(PHIACHIIMAIBHON
uHpopManue.

18. Kananel monydeHuss ”HOPMaIUK JIJIs1 PYKOBOIUTEIS.
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19. KoH(uneHIIMaIbHOCTh B IEHCTBUSAX MIOMOIIHUKA PYKOBOJUTENS U CEKpETaps.
20. TexHomoruueckas cucrema o0paboTKH KOH(GUIECHIINATBHBIX JTOKYMEHTOB.
21. TIoMOIIHUK PYKOBOIUTEIS (CEKpPETaph) B AJIEKTPOHHOM Oduce.

3ayeTHO-9K3aMEeHALMOHHBbIE  MaTepuadabl  (BONPOCHI) ISl  NPOMEKYTOUHOI
aTrrecranuu (3K3aMeH).

1. [ToMOIIHUK PYKOBOIMTENSI B CUCTEME YIPABIIEHUSI COBPEMEHHOW OpPTaHU3allH U €T0
MO/JIeJIbHBIE 0053aHHOCTH.

2. TlpodeccuonanbHble TpeOOBaHMs, OCHOBHBIE KOMIIETCHIIMM M JIMYHbIE KadyecTBa
IIOMOIIIHUKA pyKoBoaUTeNs. KaTeropuu noMoIIHUKOB U CEKpETapen.

3. HopmaruBHO-MeTOAMYeCKas 6a3a B 00JAaCTH CEKPETAPCKOTO OOCTYKUBAHHMS.

4. OOmme npuHIMNBI TpodeccuoHaabHOro oTbopa. JlokyMeHTambHOE odopMiIeHUE
TPYAOYCTpOICTBa (pe3ioMe, 3asBICHHE O IpuemMe Ha padory, aBTOOHOrpadusi, TPYHAOBOM
JIOTOBOD).

5. JlomkHOCTHAs WMHCTPYKLHUS IOMOIIHHMKA PYKOBOJIWTEINS, €€ OCHOBHBIE DPa3leibl U
00s13aHHOCTH.

6. Pedpepentckast cocrapmsomnias 1esTeIbHOCTH MOMOIIIHUKA PYKOBOIUTEIISI COBPEMEHHOM
OpraHu3aluu.

7. TloaroroBka cCmpaBOK MO JOKYMEHTaM, MH(POPMALMOHHBIX MOIOOPOK, pedepaTos,
nporpamm, miaHoB. COop u cucremaruzanus HHPOPMaLUK.

8. Dpronomuueckre TpeOOBaHMS K OPTaHU3AINN PA0OUEro MecTa.

9. Opranu3zanus KOMIbIOTEPU3UPOBAHHOTO pabouero mecra. TexHudyeckoe odbecreueHue
JeSITETbHOCTH MTOMOIIIHUKA PYKOBOIUTEIIS.

10. OpranuszanoHHble NPUHLIMIIEI pacnopsaka AHd. [IpumepHsiii niuan paGouero aHs
PYKOBOJIUTEIIS ¥ TIOMOITHHKA.

11. [enonpou3BOACTBEHHbIE (YHKIHMHW MOMOIIHUKA PYKOBOAMTENS M €ro pojb B
JOKYMEHTAITMOHHOM O0ECTICYeHNUHN YIPABIICHHS.

12. Ilpuem u nepBuuHas oOpaboTKa JOKyMeHTOB. IIpeaBapuTesnbHOE paccMOTpEeHHE M
pacrpeneneHue MoCTYIHBIINX JOKYMEHTOB.

13. TexHosorusi perucTpanuu JIOKyMeHTOB. [lepenaua TOKYMEHTOB Ha HCIIOJIHEHHE.
KoHTpOb HCTIOTHEHUS: TEKYIIHMIA U TIpeAyNpeanTeNbHbIA. CHATHE JOKYMEHTOB C KOHTPOJIS.

14. Opranuzanus TeKymero xpaHeHus AokymeHToB. Homenkmnarypa nen. TpeboBaHus k
(dbopMHpOBaHUIO A€, UX OPOPMIICHHIO M XPAaHEHHUIO.

15. Cucrema aBTOMaTH3AIMH JAEIONPOU3BOACTBA U AIEKTPOHHOTO JOKYMEHTO000POTa.

16. 3ammra nHpopManuy B paboTe cekperaps ¢ KOHPHUICHITUATBHBIMU JOKYMEHTAMH, UX
yuer.

17. Co3nanue 6a3bl JaHHBIX O IOKYMEHTaX YUPEXKIACHHsS U UHPOPMAIlMOHHO—CIIPaBOYHAs
pabora.

18. [TmanupoBanue pabovero JHs PYKOBOIUTEIIS.

19. O6ume npaBuia npueMa MOCETUTENEH.

20. [IpreM COTpYIHUKOB TI0 TEKYIIUM M JIMIHBIM BOTIPOCAM.

21. Ilpuem noceTutenelt U3 APYrux opraHu3alvii 1 KOMaHAMPOBAHHBIX.

22. OpraHu3aiys JIeJOBBIX TeperoBopoB. [1oAroToBKa 1 00CTy)KUBaHNE COBEIAaHUH.

23. Benenue npoTokouia.

24. TlonroToBKa CITY)KeOHBIX KOMAaHINPOBOK PYKOBOJAUTEIS U COTPYTHHKOB

25. OcobeHHocTH ciyxeOHOro TenegoHHOro paszroBopa. OOIME PEeKOMEHAALUHU 10
BEJICHUIO TeJIE()OHHBIX TIEPETOBOPOB.

26. OCHOBHbIE ITPaBUJIA MIEPETTUCKHU, KaK 3JIEMEHT JIeJI0BOM KOMMYHUKAIIH.

30. JIeToBOTO ATUKET ¥ UMUK TOMOIIIHUKA PYKOBOJAUTEIIS.

31. IloBeneHYECKH 3TUKET NOMOIIHUKA PYKOBOIUTENS. DTHKA pEY€BON KOMMYHUKAIIUH.

32. KoHbnukTHBIE cUTyalud B paboTe IMOMOIIHUKA PYKOBOIUTENS (CeKperapsi—
pedepenTa) (MpeIoTBpAIlEHUE U pa3pelieHne KOHPIUKTOB).
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Kpurepun oueHuBanus pe3yJbTaToB 00yUYeHUs

Ornenka Kputepuu orieHUBaHUS 110 SK3aMEHY
. OLICHKY «OTJMYHO» 3aCly’KUBAe€T CTYJEHT, OCBOMBIIWI 3HAHHA, YMCEHUS,
Bricokuii ypoBeHb . . .
S KOMIIETEHIINN ¥ TEOPETUIECKHA MaTepran 0e3 TmpoOeoB; BHITIOTHUBIIAN BCE
(oTimHuHO) 3aJaHus, MPeryCMOTPpEeHHBIE Y4eOHBIM IUIAHOM Ha BBICOKOM Kad€CTBEHHOM
YPOBHE; MPAKTUYECKUE HABBIKK NMPO(HECCHOHATHLHOTO MPUMEHEHHSI OCBOSHHBIX
3HAHUH cPOPMUPOBAHEI.
CpenHuii ypOBEHb | OIIGHKY «XOpOIIO» 3aciIy)XKHBAae€T CTYACHT, MPAKTHYECKHd IIOJTHOCTHIO
«» OCBOMBILIMI 3HAHUS, YMEHHUS, KOMIICTCHIMH M TEOPETHYECKUH MaTrepual,
(xoporo) yueOHbIe 3aJjaHNsl He OLICHEHbl MaKCHMAIbHBIM YHCIOM OaijioB, B OCHOBHOM
c(hopMHpOBa MPaKTHIECKHE HABBIKH.
IHoporosrit OIICHKY «YJOBIIETBOPUTEIHHOY 3aCIYKUBAET CTYACHT, YACTUYHO C MPoOeIaMu
YPOBEHB «3» OCBOMBILIMI 3HAHWS, YMCHHUsS, KOMIICTCHIIMM M TEOPETUYECKUH Marepual,
(ymoBnerBopu- MHOTHE y4eOHbIC 3aqaHusi MO0 HE BBIMOJHUI, MO0 OHU OICHEHBI YUCIIOM
TEJHHO) 0ayIoB ONM3KMM K MHHHUMAIBHOMY, HEKOTOpbIE IMPAKTUYECKHE HABBIKH HE
c(hOopMHPOBaHBHI.
MunumasnbHbI#i OIICHKY «HEYJOBIIETBOPUTEIILHO» 3aCITy’)KHBAaeT CTYIEHT, HE OCBOMBIIUN
YPOBCHB «2» 3HAHWA, YMEHUS, KOMIIETCHIINH ¥ TEOPETHIECKHUI MaTepHall, y4eOHbIC 3aJaHus
(HeyoBIIeTBO- HE BBINOJIHMUII, NPAKTUYECKHE HABBIKK HE COOPMHUPOBAHBI.
PUTENBHO)

OrneHouHBIE CpencTBA Ui HMHBAJIHMIOB W JIMII C OTPAaHUYEHHBIMH BO3MOXKHOCTSIMH
3/10pOBbsI BHIOUPAIOTCS C YUETOM UX MHAUBUIYAIbHBIX ICUXO()U3NYECKHX OCOOCHHOCTEH.

— IpY He0OXOAMMOCTH WHBAIH/IAM | JIUT[AM C OTPaHUYEHHBIMU BO3MOKHOCTSIMH 37I0POBbSI
IPEOCTABIISAETCS JOMOJHUTENFHOE BpeMs /7S TOATOTOBKM OTBETA HA 3a4eTe;

— TIpH TIPOBEJICHUH TPOLIEAYPHI OIICHWBAHUS PE3yIbTaTOB O0yUCHHS MHBAIUIOB U JIUI] C
OTPaHUYEHHBIMU BO3MOXHOCTSIMH 3/I0pOBBS IPEAYCMATPUBAETCS UCIOIb30BAHUE TEXHUUYECKUX
CpeACTB, HEOOXOIMMBIX UM B CBSI3U C X WHAWBUIYATbHBIMUA 0COOCHHOCTSIMH;

— IIpU HEOOXOAUMOCTH AJIs1 00yHaroIUXcs ¢ OTPAaHUYEHHBIMU BO3MOKHOCTSIMH 3/I0POBbS
U WHBAIWIOB TPOIEAypa OICHUBAHUS PE3YyJIbTaTOB OOYYEHHS 10 JHCHUIUIMHE MOXKET
IPOBOJUTHCS B HECKOJIBKO ATAIIOB.

[Tporieypa orneHHBaHUsI Pe3yIbTAaTOB OOYYCHHS WHBAIUAOB M JIUI] C OTpaHUYECHHBIMHU
BO3MOXHOCTSIMM 3JI0POBbsSI 10 JUCHUIUIMHE (MOJIYJI0) MperycMaTpuBaeT IpeloCTaBIeHUe
uHpopManuu B (opMax, aZanTUPOBAHHBIX K OTPAHWYCHHSM WX 3I0POBBS W BOCIPHUSATHS
uHpOpMaLUu:

J171st TUTT C HApYIICHUSIMH 3PEHHS:

— B [1€4aTHOW (hopMe YBEIUYEHHBIM HIPUPTOM,

— B (popMe 2IIEKTPOHHOTO IOKYMEHTA.

JUnist 1 ¢ HapyIIEHUSIMU CITyXa!

— B TIe4aTHOM opme,

— B (hopMe 2IIEKTPOHHOTO TOKYMEHTA.

JIi1st TUTI ¢ HApyIIEHUSIMH OTIOPHO-/IBUTATEIBHOTO armapara:

— B I1e4aTHoM (opme,

— B (popMe 2IIEKTPOHHOTO IOKYMEHTA.

JlaHHBINA TIepeyeHb MOXeT OBbITh KOHKPETH3MPOBAH B 3aBUCHMOCTH OT KOHTHHI€HTA
oOydJaronuxcs.

5. IlepeyeHb y4eOHOM JJUTEPATYPbI, MHPOPMAIMOHHBIX PECYPCOB M TEXHOJIOTH I
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ITeuaTHbie n3nanus, BkiatodeHHble B PIIJI, oTpaxensl B a1ekTpoHHOM Karanore Hayunoit
oubmorekn KyoI'Y mo anpecy: http://megapro.kubsu.ru/MegaPro/Web u coorBercTByIOT
HOpMaM o0ecrniedeHHOCTH TuTepatypoii cornacHo @I'OC BO 3++.

B nmepeueHb BKIIIOYEHBI TOJIBKO HEOOXOauMble Mg W3ydeHHUs Juciuiuinabl OBC,
npodeccuoHanbHbple  0a3bl JaHHBIX, WH(POPMALMOHHBIE CIPABOYHBIE CHUCTEMBI, DPECYpCHI
CBOOOJHOIO JOCTyma, COOCTBEHHBIE 3JIEKTPOHHBIE O00pa3zoBaTelibHbIEe M HH(DOPMAIOHHBIE
pecypcol Kyol'y.

5.1 YueOnas iuTepaTypa

1. Mopaenu peueBOro moBeACHHsI B HEMEIKOM U pycCKOW KOMMYHUKATUBHON KyJIbType /
B. I'magpos, E. I'. Kotoposa. - Mocksa: U3narensckuii gom JACK, 2021. - 470 c.

2. Kommbrotrepable HHPOPMALMOHHBIE TEXHOJIOTHH B IOKyMEHTAIIMOHHOM 00eCreueHUH
yhnpaBieHusi: ydeOHoe mocoOue sl  CTYIEHTOB, OOyYaloImuXcs M0  HaIpaBJICHUIO
"JlokymeHTOBeIeHHE U apxuBoBeaeHue" / aBr.-cocT. P. A. Kokanosa, A. @. Kimnmosa. - Mockaa:
KHOPYC, 2016; [Actpaxans|: [AT'Y]: [U][ "Actpaxanckuii yausepcuret'], 2018. - 109 c.

3. JlokyMeHTaIlMOHHOE obecrieueHue YIPaBJICHHUS. JlokyMeHTOO00pOT u
JIEJIONIPOU3BOJICTBO: YICOHHUK M IPAKTHKYM IS TIpUKiIaaHoro OakaraBpuata / Kysnenos U. H. -
3-e u3., mepepad. u gom. - M.: FOpaiir, 2018. - 461 c. - https://biblio-online.ru/book/7873BF4B-
A3F7-44E2-8ECO0-1E3D6392702A.

4. EBpomneiickuil 3TUKET: Oecelbl O XOpOLIMX MaHepaX U TOHKOCTAX IIOBEIEHUS B
obmectse / Kcennst MapkoBa. - Mocksa: ACT, 2019. - 301 c.

5. PykoBoncTBO mo aurmomatudeckod mpaktuke = A guide to diplomatic practice /
Opnect Catoy; nepeBoa ¢ anrnuiickoro C. A. IManadununa, @. A. KyOnunkoro. - Mocksa:
Mexnaynaponnsle otHoweHus, 2018. - 477 c.

6. HoBeie mpaBumna genoBoil mepenucku / Makcum Unbsxos, Jlrogmuna CapbiueBa. -
Mocksa: Ansnuna [Tabmumep, 2018. - 255 c. - ISBN 978-5-9614-1034-1: 656 p. 70 k. - Tekcr:
HEIIOCPECTBEHHBIN.

7. Cexpetsl cTunucTUKU. [IpaBuia xopomei peun: cripaounoe nznanue / M. b. T'ony6. -
Mocksa: KHOPYC, 2016. - 192 c. - ISBN 9785406021446: 270.05.

5.2. Ilepuoanyeckasi JuTepaTypa

1. MenemxmeHnT B Poccuu 1 3a pybexom

2. Poccuiickuii )KxypHaiI MEHEDKMEHTA

3. YnpaBneHue KOMIIaHUEH

4. [IpoGieMbl TEOPUH U TPAKTUKHU YIIPABICHUS

5. YnpaBneHue nepcoHaioM U MHTEIUIEKTYalbHBIMU pecypcamu Poccun

6. Jlemonpon3BoaACTBO

7. denonpoun3BoJCTBO U TOKYMEHTOO00POT

8. YnpaBieHue nepcoHaaiom

5.3. UHTepHeT-pecypcbl, B TOM 4YHCJI€ COBpeMeHHbIe NpogeccHOHABLHBIE 0a3bl
JAHHBIX U HH(OPMAIMOHHBbIE CTIPABOYHbIE CHCTEMBbI

J1eKTPOHHO-0ubMoTeuHbIe cuctemMbl (IBC):

1. DBC «IOPAWT» https://urait.ru/

2. DbC «YHUBEPCUTETCKAS BUBJIMOTEKA OHJIAMH» www.biblioclub.ru

3. BDBC «BOOK.ruy https://www.book.ru

4. 3bC «ZNANIUM.COM» www.znanium.com

5. DBC «JIAHb» https://e.lanbook.com

IIpodeccuonanbHbie 6a3bl JAHHBIX:

1. Hayunas snektponHas 6ubanoreka (HIB) http://www.elibrary.ru/
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2. IIomHOTEKCTOBBIE apXMBbl BEAYIUMX 3alaJHbIX HAy4HBIX JKypHAJIOB Ha Poccuiickon
mwiargopme HaydHsix kypHamoB HOMKOH http://archive.neicon.ru
3. HammoHnanpHas »3JeKTpOHHAs OuOMMOTEKAa (IOCTYm K OJIEKTPOHHOW OuOIHMoTeKe
nuccepraiuii Poccuiickoit rocynapcrsennoi oubmmorexu (PI'B) _https://rusneb.ru/
4. Tlpesunenrckas 6ubmmoreka uM. b.H. Enprina https://www.prlib.ru/
5. Dmnexrponnas koymekius Oxchopackoro Poccutickoro ®onna
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/
HNudopmanuoHHbIe CIPABOYHbIE CHCTEMbI:
1. Koncynbrant Ilmtoc - cipaBouHas mpaBoBasi cucTeMa (AOCTYII MO JIOKaIbHOW CETH C
KOMITBIOTEPOB OMOITNOTEKH )
Pecypcbl cBoOOIHOTO fOCTYHA:
1. KubepJlenunka (http://cyberleninka.ru/);
2. MunuctepcTBO Hayku M Bbicmiero obOpaszoBanus Poccuiickoit  ®epepanuu
https://www.minobrnauki.gov.ru/;
3. ®enepanbublii mopran "Poccuiickoe oopaszosanue http://www.edu.ru/;
4. adopmarmonnas cucreMa "EIXMHOE OKHO JOCTyNa K 00pa3oBaTebHBIM pecypcam”
http://window.edu.ru/;
5. Enunas  kosutekimss  nudpoBBIX  oOpasoBarelbHBIX — pecypcoB  http://school-
collection.edu.ru/ .
6. denepanbHbIN LEHTP UH(POPMALMOHHO-00Pa30BaATEIbHBIX pecypcos
(http://fcior.edu.ruf);
7. CnoBapwu u >uImkIoneauu http://dic.academic.ru/;
8. O6pasoBarenpHbIi nopran "Yuebda" http://www.ucheba.com/;
9. 3akonomnpoekt "OO6 oOpazoBanuu B Poccuiickoit denepauun". Bompocsl U OTBETHI
http://xn--273--84d1f.xn--plai/voprosy i_otvety
10.Caiit myHUIIUIIATEHOM 00pa3zoBanuu «ropoja Kpacuomapy.
11.Caiit anmunuctpauuu KpacHogapckoro kpasi.
CoOcTBeHHBbIE YJIEKTPOHHbIE 00pa3oBaTe/ibHbIe H HH(POPMalHOHHBIE pecypchl
KyoI'Y:
1. ba3za y4eOHBIX IUIaHOB, y4€OHO-METOANYECKUX KOMIUIEKCOB, TyOIMKaUui U
koHGepenimii http://mschool.kubsu.ru/
2. DnektpoHHsbIi apxuB gokymenToB KyoI'V _http://docspace.kubsu.ru/

6. MeTonnueckne yKazaHus 1Jisl 00y4arOIIUXCS 10 OCBOCHUIO THUCIMIJIMHBI (MOTYJIs1)

OcBoeHME AMCHMIUIUHBI TPEIyCMaTpPUBAECT MPOCIYIIMBAaHUE JEKUUH M IPOBEIECHUE
NPaKTUYECKUX paboT (11abopaTOpHBIX pabOT U CEMUHAPCKUX 3aHITUH).

Ji1 riry00KOT0 M3y4eHus: AUCIUILIINHBI HACTOSATEIbHO PEKOMEHTyeTCs:

— CHCTEMaTHYEeCKH TOTOBUTHCS K TNPAKTHUECKUM 3aHATHSAM MO Y4eOHBIM MOCOOUSM,
Hay4YHBIM CTaThsIM B )KypHaJlaX, a TAaKXKe C UCIOJIb30BaHUEM pecypcoB MHTepHeT;

— CBOEBPEMEHHO BBIMOJIHATH MPAKTHUECKUE 3a/1aHMsl, TOTOBUTH pedepaThl U 3cce.

CamocrosiTenbHasi paboTa CTylIeHTa - OJMH U3 BaKHEWIIMX JTalloB B IOJTOTOBKE
cnenuanuctoB. OHa MPHOOIIAET CTYACHTOB K HCCIEI0BATENbCKOM paboTe, 00oraiaeT onsITOM U
3HAHUSAMHU, HEOOXOUMBIMU ISl AaJIbHEHIIEr0 UX CTAHOBJIEHUS KAaK CHEIMAMCTOB, MPUBUBAET
HaBBIKU PAOOTHI C IUTEPATYPOH, CTATUCTUYECKUMU JTAHHBIMH.

Henp camocTosiTenbHOM pabOTBl - CUCTEMaTHU3alusl, 3aKpelyieHHe U pacllupeHHe
TEOPETUYECKUX U MPAKTUYECKHX 3HAHUHU C MCIOIb30BAHUEM COBPEMEHHBIX MH(pOPMALMOHHBIX
TEXHOJIOTUH M JINTEpaTyPHbIX UCTOYHHUKOB. JlJI1 pa3BUTHUSA HABBIKOB CaMOCTOSITENbHON pabOThI
CTYZICHTaMH BO BPEMS CAMOCTOSITENIbHON PaOOThI BBIITOJIHSAIOTCS:
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— pedepartsl, cB3aHHBIE C PACCMOTPEHUEM YKOHOMUYECKUX TPOOIIEM;

— pedepartsl, CBsI3aHHBIE C 0030POM PHIHKOB,;

— TOMAIIIHUE 3a/1aHus 110 ToucKy B MIHTepHETe nH(OopMaIiy Ha 3aJaHHYIO HAyYHYIO TEMY
¥l [IOJITOTOBKE JTOKJIAJa.

Pedepar wumm scce TOTOBATCSA CTYIEHTOM CaMOCTOSITEIbHO, B HHUX 0000IarTcs
TEOPETUYECKHE MaTepualibl [0 HCCIEAYEeMOHl TeMe C KCHOJNB30BaHHEM MaTepuajoB H3
CIELMAJIbHON  JIUTEpaTypbl, HOPMATUBHO-IIPABOBBIX JOKYMEHTOB, CTaHIAAPTU3UPYIOLIUX
paccmarpuBaeMyto chepy. B conepikanum pa®oT JOJDKEH OBITh COOCTBEHHBIH aHAIM3 H
KPUTUYCCKMI TOAXOJ K PEUICHUIO MpOoOJeMbl MO BBIOPAHHOW TEME HCCICAOBaHuUS,
HOJKPEIUICHHBIA CTaTHCTHYECKUMHU JaHHBIMA W KOPIIOPATUBHOH OTYETHOCTHIO H3BECTHBIX
Kopropaiuii. Marepuaibsl TOJDKHBI OBbITh M3JI0KCHBI HAa BBICOKOM TEOPETHYECKOM YPOBHE, C
IPUMEHEHHEM CTaTHYECKUX JaHHBIX U IPUMEPOB.

CTyI[eHTaM PECKOMCHAYCTCA HCIIPCPBIBHO IMPOBOAWTL HAYYHBIC HMCCIICAOBAHUSA I10[J
PYKOBO/ICTBOM TIpernoaBaTeis KadeIphl o n30paHHON TeMe M FOTOBUTH COOOLICHHS HA HAyYHbIC
KoH(pepeHImH, cTaTbil B COOPHUK MOJIOABIX UCCIIEIOBATENCH U HAYYIHBIC KYPHAIIBI.

OOy4eHHe CTYJICHTOB C OFPAaHUYCHHBIMH BO3MOYKHOCTSIMH OPTaHU3YETCsl B COOTBETCTBHH
¢ TpeboBaHMAMH «MeTOIMUECKNX PEKOMEHJAIN 10 OpraHu3aliK 00pa30BaTEILHOTO Ipoecca
sl OOydYeHWs] WHBAIUIOB M JIMI C OrPAHMYCHHBIMA BO3MOXKHOCTSIMH 3[0pPOBbS B
00pa3oBaTeNIbHBIX OPraHU3alMAX BBICHICTO NPO(ECCHOHATBHOr0 00pa3oBaHUsM» OT «8» armpers
2014 r.

B ocBoenun JUCHUIIIMHBI MHBAJIMJAMH U JIMOaMU C OTPaHUYCHHBIMHW BO3MOXHOCTAMU
37I0pOBbsi OOJIBIIOE 3HAYCHHE HMEET HHAMBUAyallbHas YyueOHas pabora (KOHCYJbTAllUH) —
JIOTIOJTHUTENILHOE Pa3bsCHEHHE YIeOHOTro MaTepuaa.

WuauBuayanbHble KOHCYIBTA[MM [0 TPEIAMETY SIBISIIOTCS BaXKHBIM  (HaKTOpOM,
CHOCO6CTByIOHII/IM HHIAWBUAYyaIU3aluU 06y‘~IeHI/I$I N YCTAHOBJICHUIO BOCIIUTATCIIBHOI'O KOHTAKTa
MEXIy TMpernojaBarelieM H OOydJaromMMCS WHBAIMIOM MM JIMIOM C OrpaHWYEHHBIMH
BO3MOXHOCTAMU 310POBbA.
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7. MaTrepuajibHO-TEXHUYECKOe o0ecnedeHne o JUCHUILIHHE (MOAYJII0)

ITo Bcem BUaaM y‘-IC6H0ﬁ ACATCIIBHOCTH B pPaMKax JUCHUINIMHBI MCIIOJIB3YIOTCA
ayAUTOPHUH, KaOMHETH U JTa0OpaTOpUH, OCHALICHHBIC HEOOXOJUMBIM CIICIHAIH3UPOBAHHBIM H
1a00paTOPHBIM 000PYIOBAaHUEM.

HaumeHoBaHue
CHEIHATbHBIX ITOMCIICHUN

OCHaIIIeHHOCTI) CrHeluaabHbBIX MMOMEICHUN

[epeueHp MUIIEH3NOHHOTO
MIPOTPAMMHOTO 00eCTICUCHHS

VYueOHble aymuTOpuM Ui
MIPOBEECHUS 3aHATUH
JIEKIMOHHOTO THIA

Mebenn: yaeOHas meOemb
TexHM4Yeckue cpencTBa 00ydeHHs:
9KpaH, IPOEKTOP, KOMIBIOTEP

Microsoft Office: Word;
Excel; PowerPoint.

Vuebuble aymutopuu st | Mebenb: yueOHas MeGerb Microsoft ~ Office:  Word;
TIPOBEICHUS 3aHATHH | TeXHHYECKHE CPECTBA OOYUCHUSL: Excel; PowerPoint.
CEMHHAPCKOTO THIIA, | SKpaH, IPOEKTOP, KOMIIBIOTEP
TPYIIIOBBIX u | ObopynoBaHue:
WHAWBUAYaJIbHBIX
KOHCYJIbTallul,  TEKyLIEero
KOHTPOJISI ¥ IPOMEXKYTOUHOMI
aTTecTalln
Jdns  camocTosiTenbHOW — pabOThl  OOYdYalOUIMXCS  IPEAYCMOTPEHBI  MOMEMICHUS,

YKOMILIEKTOBAaHHBIE CHEIMATM3UPOBAHHON MeOeIbl0, OCHAIIEHHbIE KOMIBIOTEPHON TEXHUKOU C
BO3MO>KHOCTBIO TIOAKIIOYEHUSI K ceTu «VHTepHEeT» M 00eCreYeHHEM JIOCTYIa B JIEKTPOHHYIO
nH(}OPMaLMOHHO-00pa30BaTENbHYIO CPEAY YHUBEPCUTETA.

HaumMmeHoBaHue noMeleHui
JIISI CAMOCTOSITEIIbHOM
paboThI 00YJAIOIIUXCS

OcCHaIIeHHOCTh TIOMEIEeHUH 115
CaMOCTOSTENbHOM PabOThl 00yYatONIMXCs

IlepeueHb TMIIEH3MOHHOTO
MPOrPaMMHOTO 00eCTIeUeHHs

obecrieunBaromee IOCTYH K CETH HHTEpHET
(mpoBogHOE coenmMHEHHWE W OECHpPOBOIHOE
coenuHenue no texuonorun Wi-Fi)

IMomerenne st | Mebens: yueGHas meGerb Microsoft ~ Office:  Word;
camocrosaTeNbHOM  pabotel | Kommekr — cneunmanusupoBaHHoi — mebenu: | Excel; PowerPoint.
00yJaromuxcss (YUTAIbHBIA | KOMIBIOTEPHBIE CTOJIBI
3an HayuHoii OMOIHOTEKN) O6opynoBaHue: KOMIBIOTEPHAs TEXHHUKA C

MOJKITIOYEHHEM K nH(popMaMOHHO-

KOMMYHHUKAIMOHHON cetn  «VHTepHeT» W

JIOCTYTIOM B JJIEKTPOHHYIO HH(OpMAIMOHHO-

oOpa3oBaTeNbHYI0  Cpely  00pa3oBaTeIbHOM

OpraHu3aIHH, BeO-Kamepsbl,

KOMMYHHUKAITUOHHOE obopynoBanue,

oOecrieyrBamIee JIOCTYI K CETH HHTEPHET

(mpoBogHOE coenMHEHHE U OeCHpPOBOIHOE

coequHeHue 1mo texuojoruu Wi-Fi)
ITomenienne st | Mebenb: yueOHas meOeb Microsoft  Office:  Word;
camocrosaTeNbHOM  pabotel | Kommekr — cnenmanusupoBanHoi — mebGenu: | Excel; PowerPoint.
obyuaronuxcs (ayn. 417) KOMIBIOTEPHBIE CTOJIBI

O0opynoBaHHe: KOMIBIOTEPHAS TEXHUKA C

MOIKITFOYCHIEM K HHPOPMALMOHHO-

KOMMYHHUKAIIMOHHON cetn  «UHTepHET» U

JIOCTYIIOM B 3JICKTPOHHYIO HH()OPMAIHOHHO-

oOpa3oBaTelbHYI0  Ccpely  0Opa3oBaTeIbHOM

opraHusanui, BeO-KaMepsl,

KOMMYHHUKAITMOHHOE obopynoBaHue,
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