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1 Hesn v 3a1auM U3y4YeHUs JUCUMILIHHBI (MOXYJISA)

1.1 llean ocBOeHUS TUCHUILIHHDI

Henbto guctuminiel  «OpraHuzalioHHoe, HH(MOPMALMOHHO - JOKYMEHTAI[MOHHOE
o0ecrieyeHne AeATeIbHOCTH PYKOBOAUTEIISI OPTaHU3aIMI» C(POPMUPOBATH CUCTEMHBIH KOMIIJIEKC
3HAaHUHM, CBS3aHHBIX C HH(POPMAITMOHHO-JOKYMEHTAIIMOHHBIM O0ECIIEYCHUEM JeSITeIbHOCTH
PYKOBOJMTENS B XOJ€ YIPABJICHUSI OpraHU3allel, B PEKUME IIOBCEJHEBHOM JEATEIBHOCTH U B
X0Jle¢ TIOJArOTOBKM M IPOBEIEHUS PA3IMYHBIX OPraHU3ALMOHHBIX MEPONPUATUHN (COBEIIAHUM,
JIETIOBBIX BCTpEY, IEPErOBOPOB U JIp.).

enu n3ydeHust TMCUUIUIMHBIL:

— H3y4YEHHE POJIM M 00A3aHHOCTEN JOJDKHOCTHBIX JIMI] CEKpeTapuaTa B OpraHu3aluu
MH(OPMALIMOHHO-AOKYMEHTAIIHOHHOTO ¥ 0E3J0KYMEHTHOrO0 OOCIY)XKMBaHHSI PYKOBOJICTBA,
CTPYKTYPHBIX ITOAPA3ICIICHN;

— TmpuoOpecTd HaBBHIK PabOTHI, CBA3aHHOM € HH(POPMAIMOHHO-JOKYMEHTAMOHHBIM
o0ecrieueHreM JesTeIbHOCTH PYKOBOJUTENS B XOJie YIpaBJICHHUs] OPraHU3allid, OIpPEAesTh
MPUOPUTETHOCTh M OYEPETHOCTH BBITIONHEHUS paboT u 3((PEeKTUBHO pacmpenensrts pabdodee
BpeMS;

— TMOJy4€HHE HAaBBIKOB BelEeHUs HH(DOPMAIMOHHO-TOKYMEHTAIbHOW pabOThl, a Takke
IIPaBUJI JIEJIOBOTO ATUKETA, HEOOXOAMMBIX PY BBIOIHEHUN 00ECTICYMBAIOIINX 005S3aHHOCTEH .

1.2 3agaun TUCOUILTAHBI

Teopemuueckas KOMNOHEHMA:

— 3HAHHE METOJIOJIOTUYECKUX OCHOB MH(POPMAITMOHHO-T0KYMEHTAIIMOHHOTO 00eCIeYeHUs
MEHEIP)KMEHTa COBPEMEHHBIMU OpraHU3aLUsIMU;

— 3HAaHUE OCHOBHBIX MPUHIUIIOB YCTAHOBJICHHUS JENOBBIX B3aMMOOTHOILIECHUH C
Pa3IUYHBIMU KaTETOPUSIMU [IEPCOHANA;

— 3HAHUE OCHOBHBIX MPHUHIMIIOB OpPraHMU3alMH COOCTBEHHOTO pabo4yero BpEeMEHU H
paboyero BpeMeHU PYKOBOAUTEINS;

— 3HAHUE MPABUJI BeICHUs ACTOBBIX Oecel U TeleOHHBIX IEPETOBOPOB;

— 3HaHME OCHOBHBIX NPUHIUIIOB OpraHu3anuu SPQPEKTHBHOH CHCTEMBI KOHTPOJIS
WCIIOJTHEHUS IOKYMEHTOB U TIOPYUYEHHUIA;

— 3HaHHE OCHOB MPO(PECCHOHATIBHON ATHUKHU.

Ilo3nasamenvHnas komnoHenma:

— yMETb MHCINOJIb30BaThb JOKYMEHTHPOBAaHHYIO HMHGPOpPMALUIO JUIsl  TOBBIIICHUS
(P PEKTUBHOCTH YIPaBIEHYECKOH 1A TEIbHOCTH;

— yMEeTh HCIOJb30BaTh COBPEMEHHYI0 HOPMAaTHBHO-TIPABOBYIO 0a3y, COCTaBisisi H
oopmIIsis ynpaBieHYeCKUe JOKYMEHTHI, paboTasi C HUMU;

— YMEThb aHaIU3UpOBaTh COCTOSHUE M BBIABIATH HEJOCTaTKU OpPraHU3al[MOHHO-
UH(POPMALIMOHHOTO O00€CHeUeHUs] JEATEIIbHOCTH PYKOBOJMTENS] KOHKPETHOH OpraHu3aium,
(bopMyIHUpOBAThH MPENTIOKEHUS IO UX YCTPAHEHUIO;

— BJIQZIETh HaBBIKAMU NPO(PECCHOHATBHOTO OOLICHMs, BEACHUs JEJOBbIX Oecex H
TeneQOHHBIX IEPETOBOPOB;

— BJIaJIeTh METOIMKAMU IIJIAHUPOBaHUS pabouero BpeMeHU MOMOIIHUKA PYKOBOJIUTENS U
PYKOBOJUTEIIS OpraHU3aluy;

— BIAJeThb METOJUKAMH OpraHu3alMyd COBELIaHWH, CIYy)KEOHBIX IOE310K U JAPYrHX
MEPONPUITHIA, TPOBOAUMBIX PYKOBOAMTEIEM OpPraHU3alUH.

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

Jucuumnuza «OpranuzalioHHoe, THPOPMAIIMOHHO - TOKYMEHTAlMOHHOE oOecreuyeHne
JEeSITeIbHOCTH PYKOBOAMTENSI OPraHU3allMM» OTHOCHTCA K YacTH, popMHpyeMas ydaCTHUKaMHU
oOpa3oBaTenbHbIX OTHOHIEHHH Moaynp 2 "JlokyMeHTalMoHHOEe oOecreueHue yrpaBieHus"
yueOHoro uiaHa. M3yyaeTcs oHa B IIECTOM CEMECTPE TPETHETo Kypca Ha OYHOM (hopMme oOyueHus,
u 0asupyercs Ha 3HAHMSX, YMEHHMSIX M HaBbIKaX, MOJIYYEHHBIX MO CIEAYIOUIMM JAUCLUILIIMHAM:
OCHOBBI ~ TEOPUH  YIPaBJIEHHUS, OCHOBbl HMH(GOPMAIMOHHOTO  MEHEIKMEHTa, OCHOBBI
MH(OPMALIMOHHOTO MapKeTHHra, HOPMaTUBHO-METOANYECKasi 6a3a JOKYMEHTHOU AESITeTbHOCTU



B OpraHu3allii, CAMOMEHEKMEHT, CTpaTerHYeCcKOe yIpaBjieHue TOKyMEHTaluel opraHu3alu,
OCHOBBI 3JICKTPOHHBIX JIOKYMEHTOB B KaJpOBOi paboTe, OCHOBBI KOHTPOJILHOM AEATEIbHOCTU B
JIOKYMEHTOBE/ICHUU U apXUBOBE/ICHUU.

VYuebHas mporpamMma  AUCHUIUIMHBI  «OpraHu3anyoHHOe, HH(QOPMAIMOHHO -
JIOKYMEHTAIlMOHHOE obecrnieueHue NesITeIbHOCTH PYKOBOIUTEIS OpraHu3aIum»
npeaycMaTpuBaeT MPOBEICHHE 3aHATUI B (hOpME JIEKIIUH, TPAKTUYECKHUX U Ta00paTOPHBIX padoT.
OHa moArOTOBJICHA B COOTBETCTBUU TPEOOBAHMIMHU, MPEIbABICHHBIMU ¢ TpeboBanusMu OI'OC
BO 3++.

JlocTukeHre S3TOM 1eNid COMPOBOXKIACTCS M3YUYEHHEM U MPUBUTHEM MPAKTUYECKUX
HaBBIKOB 110 OPraHM3AaLMOHHOMY M HMH()OPMAIMOHHO-JOKYMEHTAIMOHHOMY O0€CIeYeHUI0
JEeSTeIbHOCTH pyKOBo U TeNs. OCHOBHBIE MOJ0KEHUS TUCIUILINHBI 10JKHBI ObITh UCIIOIb30BaHBI
B JAJIBHEHUIIEM B IPOLECCE PEaIbHOM OPraHM3alMOHHOM INPAKTUKUA M HANMCAHUU BIIYCKHOMU
KBATH(UKAIIMOHHON PabOTHI.

1.4 IlepeyeHb MJIAHMPYEMbIX Pe3yJbTATOB O0y4YeHHsI MO JUCHUILIMHE (MOAYJIIO),
COOTHECEHHBIX € IVIAHUPYEMbIMH Pe3yJIbTATAMHU 0CBOEHHs 00pa30BaTeIbHOM MIPOrpaMMBbl
W3ydyenue naHHOM y4eOHOIl AMCLUMILIMHBI HaMpaBlieHO Ha (OpMUPOBAHHUE Yy OOYydYaIOLIUXCS
CIEAYIOIIMX KOMIETECHIINM:

PesynbpTarel 00yueHus O JUCIUILTUHE

Kon 1 HanMeHOBaHHE HHAMKATOPA
(3Haem, ymeem, enadeem (HABbIKU U/UNU ONBIM OESIMELbHOCML))

IIK 2 CniocobeH k opraHn3anui JOKYMEHTHPOBaHUS YIIPABICHYECKON AEITEIHbHOCTH B OpTaHH3aIHH

[IK-2.1 Opranusyer | 3Ha€T  OCHOBBI  JIOKYMEHTHUPOBAHHSI  YIPaBICHYECKOU

JIOKYMEHTHpPOBaHHE
YIpPaBICHYECKON NEATENbHOCTH B
OpTraHH3aALNN

JACATCIIBHOCTH B OpraHyu3allvin

YMeeT OpraHu30BbIBATH JTOKYMEHTUPOBAHHUE YIIPaBICHUYECKOU
JIEATEIbHOCTH B OPTaHU3aLUI

Bnaneer HaBbIKaMM =~ OpraHM3aldd  JOKYMEHTHUPOBAaHUS
yIpaBIeHYECKOH e TeNbHOCTH B OpraHu3alluu

[IK-2.2 [Ipumenser | 3naer OCHOBHBIE UH(QOPMaIHOHHEIE CUCTEMBI B
nHGOPMALMOHHBIE  CHUCTEMBl B | YNPABJICHYECKOH JESTENbHOCTH B OpraHU3aliy
YIIPaBJIEHYECKOH JEATEIBHOCTH B | YMeeT MPUMEHSTh Ha MPaKTHKEe HH()OPMAIIMOHHBIC CUCTEMBI B
OpraHMu3aIiu YHpaBIeHYECKOH e TeIbHOCTH B OPraHu3allui

BnaﬂeeT HaBbIKaMH1 IIPUMCHCHUA I/IH(bOpMaHI/IOHHLIX CHUCTEM B
ynpaBnque(:Koﬁ ACATCIIBHOCTHU B OpraHu3aluu

Pe3ynbrartel 00ydyeHHs] MO AHMCLUUIUIMHE JOCTHTAIOTCS B PaMKaxX OCYIIECTBIEHHUS BCEX
BUJIOB KOHTaKTHOHM U CAaMOCTOSATENIbLHOM paboThl 00yUYaroIKXCsl B COOTBETCTBUU C YTBEPIKJICHHBIM
y4€OHBIM IJIaHOM.

WHaukaToppl  TOCTH)KEHUS  KOMIETEHIMH  CUMTAOTCS
JIOCTUKEHUH COOTBETCTBYIOIIMX UM PE3YyIbTaTOB OOYyUEHUS.

[IpuknagHas HanpaBIEHHOCTh JAWCHUIUIUHBI OOECIIEYMBAETCS] MOHMMAHUEM OCHOBHBIX
3a/1a4 MOMOUIHMKA PYKOBOJUTENS KOMMIaHUM B cepe HMH(POPMALMOHHO-TOKYMEHTAMOHHOIO
yIIpaBJIEHUS TOKyMEHTalUel 1 CIOCOOHOCTBIO OCYILECTBIISATh CEPBUCHBIE ONEPAIHH.

JUis  akTUBM3allMM TO3HABATEJIIbHOM JIEATENbHOCTH CTYACHTOB TMpU TMPOBEACHUU
NPAaKTUYECKUX 3aHATUN UCTIONB3YIOTCS aKTUBHBIE METOJIbI OOYUEHUS: CUTYallMOHHBIN 1 UTPOBOU
MOJIXO/IbI, @ TAKXKE METOJI KOHKPETHBIX CUTYallHi.

Jiss  pa3BUTHS HABBIKOB  CaMOCTOSITENIbHOW  pabOThl  CTyJIEHTaMH BO  BpeMs
CaMOCTOSITENIbHOW pabOThl BBIMOJHSIOTCS TBOpYECKHE paboOThI, 3Cce, CBsA3aHHbIE ¢ Ooiee
yIIIyOJI€HHBIM PacCCMOTPEHHEM MPUHITUIIOB PA0OThI HOMOIITHUKA PYKOBOIUTEIIS.

VYcBoenue y4eOHOro mMarepuana CTyJIEeHTaMU OCYIIECTBISETCS MPEroaaBaTesieM B XOJe
TEKYIIEro0 U UTOTOBOTO KOHTPOJIS:

c(OPMHUPOBAHHBIMU  TIPU



— meKywuti KOHMpOAb 3HAHUH, YMEHMA M HaBBIKOB HPOBOJUTCS TPH BBINOJIHEHUH
NPaKTUYECKUX padOT Ha 3aHATHUAX, a TAKKe IyTeM YCTHOTO OMNpOCca, KOHTPOJIBbHOH pPabOTHI,
BBICTYIUICHUS C HAYYHBIMH cooOIeHusiMu (pedeparamu, scce).

— UMO0208blil KOHMPOIb TIO TUCIUIUTMHE OCYIIECTBISICTCS B XOJE dK3aMEHa B IIECTOM
cemecTpe OYHOM (popMbI 00yUEHHSI, KOTOPBI MPOBOJUTCSA B YCTHOM WIIM MHCbMEHHOHM (opme ¢
YYETOM PEe3yJIbTaTOB TEKYIIETO KOHTPOJIS B X0JI€ O0Y4CHHUSI.

2. CTpyKTYypa U cojep:KaHue TUCHUTIIUHbI
2.1 PacnpenesieHue TPyA0€MKOCTH TUCHMILIMHBI 10 BUJIaM padoT

OOmiast TpyJ0EMKOCTh TUCIHMIUIMHBI cOCTaBisieT 5 3auetHble equuuibl (180 yac.), ux
pacripe/ielieH|e 1o BUaM padoT MPECTaBICHO B TAOJIUIIE

®Dopma o0ydeHHs
Bcero O4Has
Bunst pabot
4acoB 6 cemectp
(180)
KoHTakTHasi padoTa, B TOM YucJIe: 48,3 48,3
AyauTopHble 3aHATHA (BCEro):
3aHATHS JEKIMOHHOTO TUIIA 16 16
MIPAKTHICCKHUE 3aHATHS 14 14
CEMUHApPCKUe 3aHITHsI 16 16
MHas koHTaKTHasi padora;
Kontpons camocrogrensHoi padotsl (KCP) 2 2
ITpomexyrounas arrecraiums (MKP) 0,3 0,3
CamocrosiTeJibHAasi padoTa, B TOM YHcJIe: 96 96
Konmponvnas paboma 12 12
Pegpepam/scce (noocomoska) 12 12
Camocmosimenvioe u3yueHue pazoenos, CcamMOno020mosKa
(npopabomka u nogmopenue AEKYUOHHO2O MAmMepuala u
Mamepuana y4eOHuKo8 u y4eOHbIX NOCOoOUll, NOO20MOBKA K 62 62
1aOOPAMOPHBIM U NPAKMUYECKUM 3AHSMUSIM, KOLLOKGUYMAM U
m.o.)
[ToaroToBKa K TEKYIIEMY KOHTPOITIO 10 10
KontpoJs: 35,7 35,7
[ToAroToBKa K 9K3aMEeHY
O0masn yac. 180
TPYA0€MKOCTH B TOM 4YHCJIe KOHTAKTHAs padora 48,3
3a4. efg 5




2.2 Copep:xanue JTUCUMIIIIMHBI
Pacnipenenenne Bu10B yaeOHOM paOOThI U UX TPYJOEMKOCTH IO pa3fiesiaM AUCIUILTUHBL.
Paznenb! (TeMbl) TUCHMIUIMHBL, H3ydaeMble B 6 cemecTpe 3 Kypca (ouHas (hopma oOydIeHHs)

KommnuecTtBo yacos
A Breaynut
No HammenoBanwne paznenos (Tem) yAuTOpHas opHas
Bcero pabota
pabora
JI 113 I1P CPC
[ToMOUTHUK pyKOBOJIUTENS B CHCTEME YIIPABICHUS U
1. YIIPaBIEHYECKOM MPOLIECCE COBPEMEHHOW OpPraHU3aliy 1 18 2 2 2 12
€ro MOJIENTbHBIE 00SI3aHHOCTH
5 HopmartusHo-MeToqu4ueckas 6a3a pabOThI TOMOIIHUKA 18 ) ) ) 12
' pyxoBoautens no 10
3 Opranunzanys paboThl TOMOLTHHKA PYKOBOAMTES 110 18 ) ) ) 12
' WH(POPMAITMOHHOMY 00€CTIEYeHHIO
4 DprosoMuyeckue TpeOOBaHMS K OpraHu3aluy pabouero 14 ) ) 12
MCCTAa PYKOBOOUTECIIA U TIOMOIIHUKA PYKOBOJUTCIIA
5 Jenonpoun3BoacTBEHHbIC (DYHKIIMH TTOMOIIIHAKA 18 ) ’ ’ 12
) PYKOBOJIHUTENS U €ro poib B JJOY
6 PaboTta moMoImHNKa PyKOBOIUTEIS IO 0E30KYMEHTHOMY 18 5 5 5 12
' 00CITyKBAHHIO
7 KommyHHKanmmoHHOE obecneueHne ceKpeTapeM 18 ) ’ ’ 12
JIESITEIIbHOCTH PYKOBOTUTENS
8 B3aumooTHOIIEHHS CEKpeTaps ¢ PYKOBOJCTBOM H 18 5 5 5 12
' KOJUIEraMu 10 pabote
HUTOI'O no pazoenam OucyuniuHol 142 | 16 14 16 96
KonTtpons camocrostensHoit pa6oTsl (KCP) 2
ITpomexxyrounas arrectanus (MKP) 0,3
IlonroToBKa K TEKyIeMy KOHTPOITIO 35,7
OO01ast TpyI0EMKOCTD T10 JUCIUTUIHMHE 180

[Mpumeuanwue: JI — nexuuu, [13 — npakrudeckue 3ansatus / cemunapsl, JIP — nadoparopusie 3anstust, CPC
— caMOCTOATeNNbHAsS paboTa CTyJeHTa

2.3 Conep:xanue pa3iesoB (TeM) TUCHUATLTHHBI
2.3.1 3aHATHA JEKIMOHHOTO THIIA

®opma
No | HammeHoBaHue paszzena (TeMbl) Conepsxanue paszzena (TEMBbI) TEKYIIETOo
KOHTPOJISI
ITomourauk pykoBoautenss B |[loMOmIHUK ~ pyKOBOIUTENS B cucreme
cucreme yIpaBJICHUS W |yIpaBieHHsS COBPEMEHHOH OpraHu3aliu U €ro
yIpaBIeHYECKOM NpPOIIECCEe |MOJIEIBHBIC 00513aHHOCTH. Kareropun
COBPEMEHHON OpraHu3alud M |IOMOIIHUKOB H cekperapei. [Ipodeccrnonanbubie
€ro MOJICNIbHBIC O05I3aHHOCTH  |TpeOOBaHUSI K Pa3IMYHBIM  KaTeropHsM
1 OCHOBHBIE KOMIIETCHIIUM W JIMYHBIC KauecTBa. P
' OO01Ke MPUHIIKIILI TPOPECCHOHATILHOIO 0TOOpA.
JokymeHTansHoe odopmieHue
TPYAOYCTPOUCTBA (pe3toMe, 3asBICHUE O TIpUeMe
Ha paboTy, aBToOHOrpadus, TPYIOBOH JOTOBOP).
B03MOXHOCTH KapbepHOIO pocTa MOMOLIHHKA
PYKOBOJMTEIIS.
HopmaruBHo-MeTomuaeckas OobmerocyiapCcTBEHHbIC HOPMAaTUBHO-
2 6a3a pabOTHI TOMOIIIHHKA METOUYECKHE JIOKYMEHTBHI. Cucremsl 9
" |pykoBonutens no MO nokyMmeHTanuu. Y CJl JIomKHOCTHAs MHCTPYKIUS
ceKperapsi-peepeHTa, ee OCHOBHBIE pa3fiebl.
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Opranu3zaius paboTEI
ITOMOIITHUKA PYKOBOIHUTENS IO
HHPOPMAITHOHHOMY
o0ecreYeHnIo

Ponb MTOMOIITHUKA PYKOBOAUTENS B
WHPOPMAITMOHHOM O0ECIICYCHUH JIEATeIHbHOCTH
pykoBoautens. Pedepentckas cocraBnstonias
JIESATEIILHOCTH IMTOMOIITHUKA pykoBoautest. Coop
n cucremarnzanus wuHpopMmaruu. lloaroroBka
CIIPaBOK II0 JOKyMEHTaM, HH()OPMAIMOHHBIX

nmon0OpoK, pedepaToB, MpPOrpaMM, IUIAHOB.
PenaktupoBanue. Pedepuporanue.
CrnmapaiiTepcTBo.
DproHoMHUYecKre TpeOOBaHUS |DProHOMHUYCCKHE TPeOOBaHUS K OpTraHH3aIldd
K OpraHu3anuu padbodero mecta |pabodyero wmecrta. HeoOxomaumeie OQUCHBIC
PYKOBOJWTENSI W TOMOIIHUKA |aKCECCyaphl. Oos3atenbHast crpaBovHast
PYKOBOJUTEIIS JUTEPATypa. Opranuzanus

KOMIIBIOTEPU3HPOBAHHOr0 pabo4ero Mecra.

Jlenonpoun3BoiCTBEHHBIC
GbyHKIIIH TIOMOIITHHKA
PYKOBOJWTENSI U €ro poib B
J0Y

Jenonpoun3BoacTBEHHbIE (YHKIIMHA MOMOIIIHHKA
PYKOBOJHUTEINSI M €r0 POJIb B JOKYMECHTAIIHOHHOM
obecrnieuennu ynpasieHus. Odmue TpeOoBaHHS K
TEKCTy JoKyMmeHTOB. IIpuem u mnepBuyHas

obpaboTka  mokyMeHTOB. lIpemBapurenbHoOe
paccMOTpEeHHE M paclpelesieHHe MOCTYIUBIINX
JIOKYMEHTOB. Perucrpanus JOKYMEHTOB.
[lepenaua  TOKyMEHTOB  Ha  UCIIOJHEHHE.
Kountposns HCIIOJHEHUS: TEeKYLIUH u
npenynpeauTenbHbiil. CHATHE JOKyMEHTa ¢
koHTpoist.  Co3manue  0a3pl  JaHHBIX O

JOKyMEHTaX YYpexIeHHs W HH(OPMAIOHHO-
crpaBo4yHass pabora. OOpaboTka W OTHpaBKa

UCXOOSIIHNX JIOKYMEHTOB. Opranuzanus
TEKYILEeTo XpaHEeHUS JOKYMEHTOB.
Homenknatypa ned. TpeboBanus K

dbopMupoBaHui0 1ei, H©X O(QOPMIEHUIO U
xpanenuto. lloaroroBka npen K apxXUBHOMY
xpaHeHuto. CpoKHM XpaHEHUs JIOKyMEHTOB.
CocraBnenne omnuceit. Crnada ngenm B apXuB.
3ammra wHpOpMaUK B paboTe cekperaps ¢
KOH(UACHIIMANBHEIMI  JOoKyMeHTamu. CocTaB
KOH(UICHIIMAIBHBIX JOKYMEHTOB, OpTaHHU3aIHs
paboThI ¢ HUMH, UX yueT. Co3anue 0a3bl JaHHBIX
0 JIOKyMEHTaX YYpexXJIeHHUs U WH(HOPMAIMOHHO-
cripaBoYHas pabora.

Pabora nomomanka
PYKOBOJHTEINS TIO
0€3J0KyMEHTHOMY
00CITyKBaHHIO

[TnanupoBanue pabodero AHS PYKOBOAMTEIS.
OO6mue npaBwia npuema mnocerutened. [Ipuem
COTPYAHHUKOB IO TEKYIIUM M JIMYHBIM BOIPOCAM.
[Ipuem mocerutenei U3 APyrux OpraHU3alUd U
KOMaHMPOBAHHBIX. HNudopmarnmonHoe
obecrieyeHre B MpueMHOM. 3amuta HHGOpMaIun
npu pabore c¢ mnocerutensiMu. OpraHuzanus
JenoBbIX  meperoBopoB.  llogroroBka — u
obOcTy>)krBaHUE COBENIanMiA. Beenne mpoTokora.
Ilonroroska CITyKEOHBIX KOMaHAMPOBOK
PYKOBOAMTENS U COTPYTHUKOB.

KomMyHukanmontnoe
oOecrieyenne ceKkpeTrapeM
JIEATENBHOCTH PYKOBOIUTENA

PaboTa momomamKa ¢ Tenedonom. OcoOeHHOCTH
ciaykebHOro TeneoHHOro pazroBopa. OoOmrue

PEeKOMEHIAMH 10  BEICHHIO  Tesle()OHHBIX
MIEPErOBOPOB. [puem 17§ odopmIiieHHUE
tenedonorpamm. [lepenicka Kak  dJIEMEHT




I[eJ'IOBOﬁ KOMMYHUKAIIUU. Hcnonp3oBanue

3JIEKTPOHHOM MOYTHI.

BzaumooTtHolieHus: cekperapst
C PYKOBOJCTBOM M KOJIJIETaMU
o pabore

Hctoku nemosoro stukera. UMUK MOMOIITHUKA
pykoBogutens.  OcoOeHHOCTH  CITy>K€OHOTO
STHUKETAa JKEHIIUMHEL. IloBemeHYeCKHWil JTHKET.

8. . P
OTrka pedeBor KOMMyHHKannd. KoH(IUKTHBIE
CUTyauuu B paboTe MOMOILIHMKA PYKOBOAHMTEIS
(mpenoTBpalIeHUE U pa3penieHne KOHGIUKTOB).
2.3.2 3aHATHS CeMHHAPCKOr0 THNA (MPAKTHYECKHE / CEMHHAPCKHE 3aHSATHS)
Ne [HammenoBanue paszzaena (Tembl) Temartuka 3ansTuii / paboT ®opwma Tekyuero
KOHTPOJISI

1. \llomomuuk pykoBomutenss B |Mcropust cekperapckoro paena B Poccum wu
CHCTeME  yNpaBJIeHUS M |COBPEMEHHOE COCTOSIHHE OTEUECTBEHHOU
yIIpaBIEHYECKOM  mporuecce |HH(GOPMANNOHHO-TOKYMEHTAIMOHHOI CITyKOBI. Onpoc 1o
coBpeMeHHOW opranm3auuu U |[IpodeccroHanmbHble W JNHWYHBIE  KadecTBa
€ro MOJICTbHBIC 00S3aHHOCTH  [TOMOIIHHUKA PYKOBOJIUTEIS. Kareropun BOHpOC%M TEMBL

HOMOIIHUKOB. J[OKyMeHTaibHOE OQOopMIICHHE

TPYAOYCTPOUCTBa (pe3toMe, 3asiBICHUE O MIPUEME

Ha pabory, aBToOnorpadus, TpyI0BOH JOTOBOD).
HopmaTtuBHo-mMetoauueckas  |omKHOCTHAs WHCTPYKLIMS MTOMOILHUKA Omnpoc no

2. |6aza  pabOTBl MOMOIIHHWKA |PYKOBOAMTEIS U HX OCHOBHBIE PA3/Ieibl. BOIIPOCAM TEMB.
pykoBoaurens no 10 €]
Opranuszanus pabotel |@opmupoBaHKe HMHOOPMAIMOHHONW TOAOOPKH O 0
MIOMOIIIHMKA PYKOBOJHTEIIS [0 |IETOBOM HapTHepe opranu3anuu. CocraBieHHe 1poc 1o

3. MHQOPMAITIOHHOMY aHHOTaluU HOPMAaTUBHO-METOJUUECKOTO BOTIPOCAM TCMEI
obecrie4eHuto JIOKYMEHTA. F
OproHomudeckue TpedboBanus |TexHuueckoe — oOecmedeHHE — JIEATENbHOCTH KoHTponbHas

4 [K  Opramusauuu pabouero |moMomHMKa pykoBoauTens. CuHCTeMHOe W pabora

" |Mecta  pyKOBOAMTENS u |cepucHoe I10. T ’
HOMOIITHMKA PYKOBOIMTEIIS
Jlenonpon3BoACTBEHHBIE CocraBieHne TEKCTa CITy)KEOHOTO JOKYMEHTA.
byHKIUH noMomHuka |(CrucTeMaTu3anus KOPPECIoHICHIIMK Ha paboueM Omboc 1o
PYKOBOJHTENSI U €ro pojb B [MecTe cekpeTapsi. Howmenkmarypa  nen P

5. BOIIPpOCaM TEMBI.

J10Y OpraHU3alNHU. 5
WHcTpykiust 10  00ecredeHr0 COXPaHHOCTH
KOH(UICHIIMAIBHON MH(DOpMaLnu.

Pabora nomorHuka|lloaroToBka JEITOBBIX HIEPETOBOPOB Onpoc 1o

PYKOBOJIHTEIIS MO|pYKOBOAMTENSI ~ OpraHu3aluu ¢ OusHec —

0. BOIIPOCaM TEMBI.
0e310KyMEHTHOMY MapTHEPOM. P
00CITy>)KHBaHUIO
KomMmyHHKaonHoe WurepHer - addexTrBHOE CpEICTBO
obecrieueHue CeKpeTapeM |COBpPEMEHHOI J1e0Boi KOMMyHHKaIH. [lonck n
JeSITeTbHOCTH PYKOBOJUTENSI  [paclpocTpaHeHre  WHPOpPMalMu B CETH Ompoc 1o

WurepHer. P
7. BOIIPpOCaM TEMBI.
Pabora MIOMOIITHHMKA PYKOBOIUTEIIS c 5
pa3IMYHBIMA ~ CpPEJCTBAMH  KOMMYHHKAIIUH
(TenedoH, MHTEPHET, JICKTPOHHAS IT0YTA, IPSIMAast
TPAHCIALMS U T.1.)
BsaunmooTHomeHus cekperapsi |[lemoBoil  3THKET W UMUK — [TOMOIIHHKA Onpoc no

8. |c pyKOBOJICTBOM M KOJUIETaMH |pYKOBOJIUTENSI B KOH(IMKTHOH CHTyalldd B | BOPOCAM TEMBIL.

1o pabote oduce (IpreMHOIA). P

Hanwucanue pedepara (P),

acce (D), rectupoBanue (T) u T.1.




[Ipy  wW3yyeHWW  OUCHUIUIMHBI  MOTYT TNPUMEHSTCS  DJICKTPOHHOE  OOydeHwue,
JTUCTaHIIMOHHBIC 00pa3oBaTeNbHbIe TeXHOIoruu B coorBeTcTBUM ¢ PI'OC BO.

2.3.3 IlpumMepHasi TeMATHKA KYPCOBBIX padoT (P0eKTOB)
KypcoBsie paboThl O AUCHMIUIMHE HE IPEYCMOTPEHBI.

2.4 llepeyeHb yueOHO-METOAUYECKOT0 o0ecneyeHHs JJIs1 CAMOCTOATEIbHON padoThI
00y4YaIIUXCS M0 JUCHUILIMHE (MOYJII0)

Iepedyens yaeOHO-METOANIECKOTO O0ECIICUeHUS TUCIIUIDIHHEI IO BHITIOTHEHUIO

Ne Bug CPC .
CaMOCTOSTENTFHON pabOTHI

1 Pedepar, acce MeTtoandeckue peKOMEHIAIMH IO HAIIMCAHHIO dcce, pedepaToB, yTBEpKICHHEIC
kadenpoil oO0Iero, cCrpaTernueckoro, WHGOPMALMOHHOTO MEHEPKMEHTa U
ousHec-mponeccos, mpotokod Ne 4 ot 05.04.2022r.

2 Pedepar, acce. JloKyMEeHTalIMOHHOE 00ECTIEUCHNUE YIIPABICHNA: YUYEeOHHK M TPAKTUKYyM JUIS
Kontponsnas pabota  |cpemmero mpodeccuonansnoro obpasosanus / U. K. Koprees, A. B. ITmenko,
B. A. Mamypries. - 3-¢ u3f., nepepad. u gom. - Mocksa: FOpaiir, 2023. - 438 c. -
URL: https://urait.ru/bcode/523611 (mara obpamenus: 21.05.2024). - Pexum
JOCTyTA: Ui aBTOpu3. monb3oBarenei. - ISBN 978-5-534-16002-4. - Tekcr :
3JIEKTPOHHBIM.

3 Konrponbhas pabora  |[lokyMeHTallMOHHOE 0OecIIeYeHHe yIpaBICHHS. JokymeHTo060poT u
JICIIOTIPOM3BOJICTBO: YUCOHHMK M MpakTHKyM i By3oB / Kysuemos U. H. - 3-¢
m3n., mepepab. m mom. - MockBa: FOpaiit, 2023. - 461 c. - URL:
https://urait.ru/bcode/488697 (mnara obpamenus: 18.05.2024). - Pexxum poctyma
U1 aBTopu3. moiab3oBareneil. - ISBN 978-5-534-04275-7. - Tekct
3JIEKTPOHHBIM.

VY4eOHO-MeTOIUYECKHE MaTepuasbl JUIsl CaMOCTOSITENIbHOM pPadOThl 00ydaroIUXCs U3
YHCIIa MHBAIK/IOB U JIUI] C OTPAaHUYEHHBIMHU BO3MOXKHOCTSIMU 3/10poBbsi (OB3) npenocTasistorcs
B (hopMax, aJalTUPOBAHHBIX K OTPAHUYCHUSM MX 37J0POBbS U BOCHPUATHS HH)OPMAITIH:

JUst I ¢ HapyIEHUSIMU 3pEHMSL:

— B MleyaTHOU (popme yBeIMUEHHBIM HIPUPTOM,

— B (popMe 2IIEKTPOHHOT O IOKYMEHTA,

— B ¢popMe ayauodaiina,

— B reyatHoi (opme Ha si3bike bpaitns.

JIist AL ¢ HapyIIeHUsIMU CITyXa:

— B I1e4aTHOM (opme,

— B (hopMe 2IIEKTPOHHOTO TOKYMEHTA.

JUist a1 ¢ HapyIeHUsIMHM OTIOPHO-/IBUTATEIBHOTO anmnapaTta:

— B TIe4aTHOM opme,

— B (popMe 2IIEKTPOHHOT O TIOKYMEHTA,

— B ¢popMe ayaunodaiina.

3. OOpa3oBaTe/bHbIe TEXHOJIOTMH, NPUMeHsieMble NPH OCBOCHHMU JHUCHUIIUHBI
(Mmoxy.ns)

OOpa3zoBarenbHble TEXHOJOTHUHU, HCIOJb3YeMble MpPU pealu3alud pPa3M4HbIX BHJOB
y4eOHO! e TeNbHOCTH:

— JIeKIMHM: WHTEPAaKTUBHBIE (IMAIOTOBBIE) W MPOOJIEMHBIE C KOMITBIOTEPHBIMA
IPe3CHTAlUSIMU;

— IpaKTHYecKHe (CeMUHAPCKUE) 3aHATUS

— na0opaTopHble padOoTHI.

TpaauunonHbIe 00pa30BaTENbHBIC TEXHOJIOTHH: JIEKIIHH, TIPAKTHIECKUE 3aHITHS.



TexHomoruss mpoOIEeMHOr0 OOY4YEHUsS: JEKIMs — JUCKYCCHs, MpoOJeMHas JICKIIUs,
KOMITbIOTEpHAs Mpe3eHTanus. Ha Jlekuusx u3naraiorcs OCHOBHBIE TEOPETHUECKUE TIOJ0KEHUS U
KOHIENIHS Kypca, Jarollie cTyIeHTaM HHPOpPMAIUU, COOTBETCTBYIOIIYIO ITPOTrPaMME.

3amaua MPaKTHUECKUX 3aHATHH — pa3BUTHE y CTYACHTOB HABBIKOB IO IPUMEHEHHUIO
TEOPETUYECKUX IOJOKEHUN K PEIICHUI0 MpakTHueckux 3aaad. C 3Toil menbio pa3zpaboTaHbl
3aJaHusl U BBIMOJIHEHHS TNpakTHUecKuX paboT. OHM COCTOAT M3 334a4 U yINPaKHEHHH,
OpUEHTUPOBAHHBIX HA YCBOEGHHE TEOPETHUECKOI0 MaTepHalla U YMEHHS €ro HCIOJIb30BaTh IS
pelieHus 1a00paTOPHBIX (MPAKTHUECKUX ) 3a1aHHUH.

Ha kaxnoMm mnpakTHYeCKOM 3aHSATHH OTBOJUTCS BpeMsl [UIsl JUCKYCCHHM, B KOTOPOM
Y4YacTBYIOT JOKJIAI4YHK, IOATOTOBUBIIUI COOOIIEHNE IO KaKOil — 100 MpakTHUECKOW Mmpobdieme
MH(OPMALIMOHHBIX CHCTEM M 0a3 JaHHBIX, €ro ONMOHEHTHI (1 i 2 yenoBeka), MOArOTOBUBIINE
KOHTPapryMEHTBI, U IPYTHE CTYACHTHI TPYIIIIHL.

Hpyras ¢opma opranuzanus paOoTbl CTYyJEHTOB — HalucaHue pedepara, KOTOpOe
npezcTaBisier coboit uccaenoBanne o0bemoM a0 5000 3HAKOB SKOHOMHUYECKOW MPOOIEMBI C
MPEeJI0KEHNEM BapUAHTOB PEIICHUS JaHHOW MPOOJIEMBI.

J11s OTBETOB Ha MHIUBUAyaJIbHBIE BOIIPOCHI, a TAK)KE JJIs1 IOMOIIU B ITOATOTOBKE peepaToB
Y HaNKMCaHUA CCe NMPEAYCMOTPEHBI MHANBUAYAIbHBIE KOHCYJIBTALUY TIPETIO1aBaTesIs.

Jnis aum ¢ OorpaHMYeHHBIMH BO3MOXKHOCTSIMU 3JIOPOBBSI TIPEIYCMOTpPEHA OpTaHU3aIHs
KOHCYJIbTAIMH ¢ UCIOJIb30BaHUEM AJIEKTPOHHON MOYTHI.

4. OueHo4YHbIe CPEACTBA JJIsl TEKYLIero KOHTPOJISA YCIeBAeMOCTH H NMPOMEKYTOYHO
arrecTauuu

OneHouHble CpeACcTBa IpEIHA3HAYEHBl JJISi KOHTPOJS U OLEHKU OOpa3oBaTEIbHBIX
JOCTHKEHUN oOyyaromuxcs, OCBOHMBIIUX porpammy yueOHO JUCLIMILINHBI
«Opra"u3anoHHOe, WH(POPMAIMOHHO - JOKYMEHTAllMOHHOE O0O0ecnedyeHue AesaTeIbHOCTU
PYKOBOIMTEIS OPraHU3aLM.

OneHouHbIEe CpPEeICTBA BKIIOYAET KOHTPOJIbHBIE MaTepUaibl Uil MPOBEACHUS TeKyLIero
KOHTpPOJIsI B (QopMe JOKJIaja-Mpe3eHTaluy 10 NPOOJEMHBIM BOIPOCAM OPraHU3ALUOHHO-
MH(OPMALIMOHHOTO 00€CHeUeHUsl AESITeIbHOCTH PYKOBOAMTENS COBPEMEHHOM OpraHu3aluy,
TecTa, pedepara, 3cce U NPOMeKYTOUHOM aTTecTaluu B (hopMe BOIIPOCOB K IK3aAMEHY.

CTpyKTypa OLEHOYHBIX CPEACTB A/l TeKylIeil U MPOMEeKYTOYHOM aTTecTalun

No KOJI 1 HAMMEHOBAHHE HaumenoBanue OIICHOYHOT'O CPEACTBA
i JHMKaTOpa Pe3ynberatsl 06ydeHust Texyluii KOHTPOITH IIpomesxyTouHast
arTecTanus
MK-2.1 Opranusyer | Bnanenue Bonpocwl ons Bonpoc na sxzamene
JIOKYMEHTHpPOBaHHE OpTraHu30BHIBATh YCMHO20 1-11
yIpaBlieHUYECKON JIOKyMEHTHpPOBaHHE (nucvbmennoeo)
NeSITeNbHOCTH B | yIpaBJeHYECKOI onpoca no meme,
1 | opranmzauuun JeSITEIbHOCTH B pazoeny.
OpraHu3aIyu Beinonnenue
3a0anuil camo-
OUACHOCMUKY U
CaMOaHanU3a
IIK-2.2 IIpumensier | Brageane  HaBBIKaMu | Bonpocst 0/ Bonpoc na sxzamene
nHPOPMALMOHHbIE NIPUMEHEHUS YCMHO20 12-32
CUCTEMBI B | MH(pOPMALMOHHBIX (nucomennozco)
’ yIpaBJIEHYECKOM CUCTEM B | onpoca no meme,
JeSITETBHOCTH B | YNpaBIEHYECKON pasoeny.
OpraHu3alun JeSITeNbHOCTH B | Ananus
OpraHu3aIuu NPAKMUYECKUX
cumyayuil
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TunoBbie KOHTPOJIbHBIE 3aJaHUSI WJIN HHbIE MATePHAJIbl, HE00X0AUMbIe 1JIsl OLleHKH
3HAHMH, YMEHHWH, HABBIKOB M (MJIM) ONBITA [EeATEJbHOCTH, XaPAKTEPHU3YIOIIUX 3TANbI
(GopMupoBaHus KOMIIETEHUWI B Npolecce 0CBOCHUS 00pa30BaTeJIbHOM MPOrPaMMbl . TEMBI
acce, pedepaToB, IepedeHb MPAKTUICCKUX 3aJaHHUI U KOHTPOJIBHBIX paboT XpaHsTcs Ha Kadeape.

Ilepeyenns Tem pedepaToB (3cce)

1. Ilpouecc uHPOPMALMOHHO—TOKYMEHTAIMOHHOTO OOECleueHusl YIpaBJIeHUsS B
OpraHu3aIuHg.

2. PykoBonuTenb B cucTeMeE YIIPaBJICHUS OpraHU3aluu.

3. Cratyc 1 3Ha4eHHUE eATeIIbHOCTH IIOMOIIHUKA PYKOBOIUTENS B o(uce.

4. TlotpebGHOCTEN PYyKOBOAUTENS OpraHu3aly B ”HGOpMAIUU U TOKyMEHTaXx.

5. Cucrema HHPOPMALMOHHOTO 00ECTICUEHHSI YIIPABJICHUS B OpraHU3aIHH.

6. Moens moMonHuKa pykoBoautelsi. THITOIOTHYeCKre TIPU3HAKK TPO(ECCHOHATN3MA.

7. DddexTrBHas MOJETbh B3aMMOOTHONIEHHH ITOMOIIHHKA PYKOBOJHUTENS C  JEJIOBBIMHA
napTHEpaMu.

8. Otuker u >¢pdexTrBHAsT MOJENb B3aMMOOTHOLICHHI MOMOIIHUKA PYKOBOAMUTENS C
MOCETUTEIISIMH.

9. I'engepHBIe 0COOEHHOCTH B OOIIIEHUN U TTOBEIACHHUH.

10. Anroput™m AEWCTBHUI MOMOIIHUKA PYKOBOAUTENS B KOH(IUKTHBIX CUTYaIUSX.

11. [denoBoii cTuiab (MMHIK) TOMOUTHUKA U CEKpETapsi PyKOBOIUTEIIS.

12. OcobeHHOCTH pabOTHI TOMOIIHUKA PYKOBOJIUTEIS C YIIPABICHYECKON WHPOopMaIueit
JUTSL PYKOBOTUTEIIS.

13. Ilpe3eHTanmu B MapKETUHTOBBIX KOMMYHHUKAIMSIX DPYKOBOAMTENS OpPTaHU3ALUU H
POJIb €ro MOMOIIIHUKA.

14. Ponp mOMOIIHUKA PYKOBOJHUTENS B OpPraHMU3ALMU W TPOBEACHUH MPOTOKOJIBHBIX
MEpOIPHUATHIA.

15. OGecneuenue 6U3HEC - MOE3A0K (KOMAaHAUPOBOK) PYKOBOAUTENS KOMIIAHUH.

16. OmnepatuBHOe obOecrieueHre pabOThl PYKOBOJIUTEINS C JOKYMEHTaMHU.

17. OcobenHocTr pabOTBI TIOMOIIHWKA PYKOBOIUTENS C  KOH(DHICHIIMATBHON
uHpopmaruen.

18. Kanaubl nmomyueHust ”HGOPMAIIUHU IS PyKOBOIUTEIIS.

19. KoHdpuneHMaabHOCTh B AEWCTBUSAX MOMOIIHUKA PYKOBOJUTEIS U CEKpETapsl.

20. TexHomormueckasi cuctema 00paboTKi KOH(GUICHIINATBEHBIX TOKYMEHTOB.

21. TloMOIIHUK PYKOBOAMTENS (CEKpETaph) B 3JIEKTPOHHOM OdHCe.

Bonpoce! Ha 9k3aMeH N0 JucouInHe «OpraHu3anuoHHoe, HH(POPMALMOHHO -
JOKYMEeHTAllMOHHOe o0ecneyeHne e TeJIbHOCTH PYKOBOAUTE/ISI OPraHNu3alum»

1. TIoMONTHUK PYKOBOAMTEINSL B CUCTEME YIPABICHUS COBPEMEHHOW OPraHU3allMH U €To
MO/JIeNIbHBIE 0053aHHOCTH.

2. IIpodeccuonanpHpie TpeOOBaHHUS, OCHOBHbIE KOMIIETEHIIMM U JIMYHbIE KadyecTBa
MOMOIIIHUKA pyKOBoAUTEINsA. KaTeropuu moMoOIIHUKOB U CEKpeTapen.

3. HopmaTuBHO-MeTOo1MuecKasi 6a3a B 00JIaCTU CEKPETAPCKOTO OOCITYyKUBaHHUSL.

4. OOmue npuHUMIBI TMpodeccHoHalbHOro 0To0pa. JlokymMeHTanbHOe odopMieHne
TPyZIOyCTpoOiicTBa (pe3toMme, 3asBIEHHWE O TpueMe Ha paboTy, aBToOWorpadus, TpymaOBOH
JIOTOBOD).

5. JomxHOCTHAs MHCTPYKLHS TOMOIIHHMKA PYKOBOJAMTENS, €€ OCHOBHBIE DPa3Aenbl U
0053aHHOCTH.

6. Pedepentckast coctapisionas 1esiTeIbHOCTH MOMOIUTHUKA PYKOBOJUTENSE COBPEMEHHON
OpraHu3aIuy.

7. TloaroroBka cHpaBOK MO JOKyMEHTaM, MH(GOPMAIMOHHBIX MOJAO0POK, pedepaTos,
nporpamm, miaHoB. COop u cucremaTuzanus HHPOPMaLUH.
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8. DproHoMuueckue TpeOOBaHUS K OpraHU3aIiy pabovyero Mecra.

9. Opranuzaius KOMIBIOTEPU3UPOBAHHOTO pabouero mecra. TexHudyeckoe obecreuecHmne
JeSITEbHOCTH TOMOIIHUKA PYKOBOAUTEIS.

10. OpranuzanuoHHBIE TPUHIMUIBI pacnopsiaka aHs. [IpumepHbIi TuiaH pabodero JHs
PYKOBOJUTENS U TOMOIIHUKA.

11. [lenonpou3BOACTBEHHbIE (DYHKIMHM TOMOIIHUKA DPYKOBOJUTENIS M €ro pojb B
JIOKYMEHTAlUOHHOM 00€CIIEYeHNUHN YIIPABICHMUSL.

12. Tlpuem u mepBuuHas oOpaboOTKa AOKyMEHTOB. IIpenBapuTebHOE paccMOTpPEHUE U
pacripeielieHUe OCTYMBIIUX JOKYMEHTOB.

13. TexHonorust perucTpanuu JOKyMeHTOB. llepenaua IOKyMEHTOB Ha MCIIOJIHEHHUE.
KoHTposb ucnoMHeHUs: TEKYIIMNA U npeaynpeanTesbHblid. CHATHE JOKYMEHTOB C KOHTPOJIS.

14. Opranuszanms TEKyLero xpaHeHust JokyMmeHToB. Homenknarypa nen. TpeboBaHus k
(bopMHPOBAHUIO A€, UX OPOPMIICHHUIO U XPAHEHHUIO.

15. Cucrema aBTOMaTU3aUH JICIONPOU3BO/ICTBA U SJEKTPOHHOTO JOKYMEHTOO0OPOTA.

16. 3amuTa nadopmaryu B pabore cekperaps ¢ KOHPUICHIMAIbHBIMU JOKYMEHTAMH, UX
yuer.

17. Coznanue 6a3bl JAHHBIX O JOKYMEHTaX YUpEKIACHUS U MHPOPMALMOHHO—CIIPaBOYHAs
pabora.

18. I[lnanupoBanue pabouyero JHs pyKOBOAUTEIIS.

19. O6mme npaBuiia mpueMa MOCETUTEIICH.

20. IIpueM cOTpyAHHUKOB IO TEKYIIUM U JINYHBIM BOIPOCAM.

21. Ilpuem nocerurenen U3 Ipyrux opraHu3aliii ¥ KOMaHAUPOBAHHBIX.

22. Opranu3anus J1eJI0BbIX 11eperoBopoB. [loaroroBka n o0Ciy>)KuBaHHE COBELIAHUH.

23. Benenue npoTokoia.

24. TloaroroBka ciayxeOHbIX KOMaHAUPOBOK PYKOBOAMUTENS U COTPYIHUKOB

25. Ocobennoctu ciykeOHOro TeneonHoro pasroBopa. OOmue peKOMEHIANHUH TI0
BE/ICHUIO TeJIE(OHHBIX IEPETOBOPOB.

26. OcHOBHBIE TTpaBUJIa MEPEIUCKHU, KaK SJIEMEHT JCJIOBOM KOMMYHUKAITUH.

30. [lenoBOro 3TUKET U UMUK IIOMOLTHUKA PYKOBOIUTEIIS.

31. IloBeneHUECKH 3TUKET NOMOIIIHUKA PYKOBOJUTEINA. DTUKA PEUEBON KOMMYHUKALIUH.

32. KoH(paukTHBIE cHUTyalud B paboTe TMOMOLIHMKA PYKOBOIUTENs (cekpeTrapsi—
pedepenTa) (mpeaoTBpalIeHHe U pa3penieHne KOHMIUKTOB).

Kpurepun oneHuBanus pe3yibTaToB 00y4eHust

Ornenka Kputepuu orieHuBaHUs 110 SK3aMEHY
. OLICHKY «OTJIMYHO» 3acCiIy’)KMBAaeT CTYAEHT, OCBOMBIIMI 3HAHHA, YMEHMUS,
Bricokuii ypoBeHb N o
S KOMIIETCHIIMM M TEOPETHUECKU MaTepHaji 0e3 MpoOesoB; BHIOJHUBIIUN BCe
3aaHus, MPelyCMOTPEeHHbIE Y4eOHBIM IUIAHOM Ha BBICOKOM KaueCTBEHHOM
(oTmraso) YPOBHE; MPAKTUYECKHE HABBIKK NPO(ECCHOHATTLHOTO MPUMEHEHHS OCBOSHHBIX
3HaHUH c()OPMHUPOBAHBI.
CpenHuil ypoBEHb | OLIGHKY «XOpOIIO»  3acly’)KHBAa€T CTYAEHT, MPAKTHYECKH IOJHOCTBIO
«» OCBOMBIIMI 3HAHUS, YMEHHs, KOMIIETEHIIMHM M TEOPETUYEeCKHil Marepual,
(xoporo) yueOHbIe 3aJjaHusl He OIICHEHbl MaKCHUMAIBHBIM YHCIOM OaJJIOB, B OCHOBHOM
chopMHpOBaI MPAKTUYIECKUE HABBIKH.
IToporossrii OLIEHKY «YJIOBJIETBOPUTEIHHO» 3aCIy>KUBAET CTYJIEHT, YACTUUHO C IIpo0OenaMu
YPOBEHB «3» OCBOWBIIMI 3HAHUS, YMEHHs, KOMIIETEHIIMM M TEOPETUYECKHI Marepual,
(ymoBnerBopH- MHOTHE y4eOHblE 3aJaHus JIMOO HE BBIIOJIHWI, JIMOO OHH OLIEHEHBI YHCIIOM
TEJIBHO) 0ayuioB OJIM3KMM K MHUHUMAaJbHOMY, HEKOTOpbIE MPAKTHYECKHE HAaBBIKH HE
c(hopMHPOBaHBI.
MuHumanbHbIT OLICHKY «HEYJOBJIETBOPUTEIIBHO» 3aClly’)KUBAaeT CTYIEHT, HE OCBOMBILUI
YPOBEHB «2» 3HaHU, YMEHHS, KOMIICTCHIINH U TEOPETUUECKUI MaTepHrall, yueOHbIe 3aaHusl
(HeymoBIeTBO- HE BBIIOJHWII, IPAKTHYECKHUE HABBIKU HE C(POPMHUPOBAHBIL.
PHUTENBHO)
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OneHouyHbIC CpeACTBA JUIsi WHBAIWAOB M JIMII C OTPAHUYCHHBIMH BO3MOXXHOCTSIMU
3JI0POBbSI BEIOUPAIOTCS C YUETOM MX WHIAWBUAYAIBHBIX IICUXO(DU3NISCKUX OCOOCHHOCTEH.

— IIpY HEOOXOMMOCTH UHBAJIUIAM H JIUIIAaM C OTPAaHUYEHHBIMU BO3MOXHOCTSIMU 3/I0POBbSI
NPEOCTABIISETCS JOTIOJHUTEILHOE BpEMS JIJIsl IOJATOTOBKU OTBETA HA 3K3aMCEHE,

— MPU MPOBEICHUU MPOIETYPHI OLICHUBAHUS PE3yIbTATOB O0YUEHUSI HHBATUOB U JIUI] C
OTPaHUYCHHBIMH BO3MOXHOCTSIMH 3JIOPOBBS TPEIYCMATPUBACTCS MCIIOJIb30BAaHUE TEXHUUECKUX
CPEICTB, HEOOXOAMMBIX UM B CBSI3H C UX MHIUBUIYATHHBIMA OCOOCHHOCTSIMU;

— TIpU HEOOXOAUMOCTH JIJIsl O0YYArOIIUXCS ¢ OTPAHUYCHHBIMHA BO3MOKHOCTSIMH 37I0POBbSI
U UWHBAJIUJIOB IpOLEypa OICHUBAHUS pE3YJIbTaTOB OOYYEHHUS M0 AWCIMILIUHE MOXKET
MIPOBOJIUTHCS B HECKOJIBKO ATAIIOB.

[Ipouenypa oleHUBaHUsI pe3yIbTaTOB OOYYCHUS WHBAIUIOB U JIUIl C OTPAHUYCHHBIMHU
BO3MOXKHOCTSIMH  3JIOPOBbSI 10 JUCHUIUIMHE (MOJIYJIIO) MpeIycMaTpUBaeT IPEIOCTaBICHUE
uHpopManuu B QopMmax, aJanTHPOBAHHBIX K OTPAHUYCHHUSM WX 3J0POBbS H BOCIPHUSTHS
nHpopmanuu:

Jist TUIL ¢ HAapYIICHUSIME 3PCHUS:

— B I1€4aTHOW (hopMe YBEIMYCHHBIM HIPUPTOM,

— B (hopMe 2IIEKTPOHHOTO TOKYMEHTA.

JIJist U1 ¢ HApYIIECHHUSIMH CITyXa!

— B mieyaTHOU hopme,

— B (hpopMe 3IIEKTPOHHOTO IOKYMEHTA.

JUtst 11 ¢ HapYIICHUSIMHA OTIOPHO-JIBUTATEIILHOTO arapara:

— B IIeYaTHOM opme,

— B (hopMe 2IIEKTPOHHOTO TOKYMEHTA.

JlaHHBII TepeYeHb MOXET OBbITh KOHKPETH3MPOBAH B 3aBUCHMOCTH OT KOHTHHICHTA
o0ydJarouuxcsi.

5. Ilepevennb y4eOHOI JIuTepaTypbl, HHPOPMALMOHHBIX PeCypPcOB H T€XHOJIOT Uil

[Teuarnsie n3nanus, BkioueHHbie B PITJI, oTpakeHsl B 3nekTpoHHOM Katasiore HayuHnou
oubmuorexkn KyOoI'Y mo azmpecy: http://megapro.kubsu.ru/MegaPro/Web u cootBeTcTBYIOT
HOpMaMm obecrniedeHHoCTH JuTepaTypoit corsiacio ®I'OC BO 3++.

B nepedeHp BKJIIOYEHBI TOJBKO HEOOXOAWMMBIE sl H3ydeHus JucuumuimHsl OBC,
npodeccuoHanbHble 0a3bl JAHHBIX, HH(OPMAlMOHHBIE CIIPAaBOYHBIE CHUCTEMBI, PECYPCHI
CBOOOJTHOTO JIOCTyNa, COOCTBEHHBIE JJIEKTPOHHBbIE O0pa3zoBaTeibHble U HH(POPMALMOHHBIE
pecypcesl KyoI'V.

5.1 YueOnas uTepatypa
1. Moaenu peueBOro moBeAeHHsI B HEMEIKOM U pycCKOW KOMMYHUKATUBHOM KYyJbType /

B. I'magpos, E. I'. Kotoposa. - Mocksa: U3narensckuit gom JACK, 2021. - 470 c.

2. Teopuss W TpaKTHKa pPETYISPHOTO KaJpOBOTO MEHEDKMEHTa MpH TMepexoie Ha
AIIEKTPOHHBIE JOKYMEHTHI U ayJWUT TPYJIOBBIX OTHOUIeHMH: yuebnuk / FO. A. XKnanosa, /. B.
Jlanckas; noj penakuueit B. B. Epmonenko; MuHHCTEpCTBO HAyKd M BbICIIEr0 0Opa30BaHUS
Poccuiickoii ®enepanun, Kybanckuii rocynapcTBeHHbIN yHuBepcuTeT. - KpacHogap: Kybanckuit
rocyiapcTBeHHbI yHUBepcuteT, 2023. - 342 c. - bubnuorp.: c. 338-339. - ISBN 978-5-8209-
2341-8: 88 p. 27 k. - Tekcr : HEMOCPEICTBEHHBIH.

3. JlokyMeHTalMOHHOE OOecieueHue YIpaBIeHUs: yYeOHUK U MPAKTHUKYM JIJIsl CPEIHEro
npodeccuonanbHoro oopazosanus / M. K. Kopnees, A. B. ITienko, B. A. Mamrypies. - 3-e u3f.,
nepepad. u mom. - Mocksa: FOpaiit, 2023. - 438 c. - URL: https://urait.ru/bcode/523611 (nmarta
obpamenus: 21.05.2024). - Pexxum noctyna: s aBTopu3. monbs3opareneit. - ISBN 978-5-534-
16002-4. - TekcT: 2JeKTPOHHBIA.
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4. JlokyMeHTallMOHHOE 00ecrieueHre yIpaBICHHS. JIoKkyMeHTOO0O0pOT u
JIeNTOTIPOU3BOICTBO: YUEOHHMK U MpakTHUKyM aisl By30B / Kysneunos U. H. - 3-e u3zz., nepepad. u
nor. - Mocksa: FOpaiit, 2022. - 461 c. - URL: https://urait.ru/bcode/488697 (nata oOpaiieHus:
18.05.2024). - Pesxum toctyna Juist aBTopu3. moiib3oBareneii. - ISBN 978-5-534-04275-7. - Tekcr:
JJIEKTPOHHBIN.

5. JlokyMeHTanMoOHHOE 0OecIieueHUE YIPABICHUS MIEPCOHATIOM: YYEOHMK M HPaKTUKYM
mist BysoB / WM. H. Kysmemos. - 2-e usn. - Mocksa: FOpaiit, 2023. - 393 c¢. - URL:
https://urait.ru/bcode/511202 (mara obparienus: 21.05.2024). - Pexxum jnoctymna i aBTOPH3.
nosab3oBarenei. - ISBN 978-5-534-14830-5. - Tekct: 21eKTpOHHBIN.

6. KagpoBas monuTuKa W KaJpOBBIA ayauT OpraHu3anuu: ydeOHuk ans By3oB / JI. B.
®doruna [u ap.]; nox oduieit pexakuueii JI. B. @otunoii. - Mocksa: FOpaiit, 2024. - 478 c. - URL:
https://urait.ru/bcode/543981 (mara obpamenus: 04.05.2024). - Pexxum focTyma: Ui aBTOPHU3.
nosib3oBareneit. - ISBN 978-5-534-14732-2. - TekcT: 2IeKTpOHHBIN.

7. DTHKa, KyJabTypa M 3THKET JCJIOBOTO OO0IIeHHs: yueOHoe mocodue s By3os / JI. U.
Yepubimosa. - Mocksa: IOpaiit, 2022. - 161 c. - URL: https://urait.ru/bcode/490073 (nara
obpamenus: 03.05.2024). - Pexxum qoCcTyma: 11 aBTOpH3. mojib3oBateneid. - ISBN 978-5-534-
02406-7. - TekcT: 2ICKTPOHHBIMN.

8. EBponelickuii 3Tuker: Oecelbl O XOpPOLIMX MaHepaX M TOHKOCTAX IOBEJICHHS B
obmectBe / Kcenus Mapkosa. - Mocksa: ACT, 2019. - 301 c.

9. JlokyMeHTallMOHHOE 00ecieYeHue YIpaBIeHHUS. JIOKyMEHTO000POT u
JIeJIOTIPOU3BOJICTBO: YU€OHUK U MpakTUKyM ais By30B / KysneunoB U. H. - 3-e u3zz., nepepad. u
nor. - Mocksa: FOpaiit, 2022. - 461 c. - URL: https://urait.ru/bcode/488697 (nara oOpaieHus:
18.05.2024). - Pesxum toctyna Jiist aBTopu3. mosib3oBareneil. - ISBN 978-5-534-04275-7. - Tekcr:
AJIEKTPOHHBIN.

10.  PykoBojcTBO Mo AMIuioMatnyeckou mpaktuke = A guide to diplomatic practice /
Opuect Catoy; nepeBoxa ¢ anrmmiickoro C. A. Ilanapuamna, ®@. A. Ky6mmukoro. - Mocksa:
MexnyHnapoanble oTHoueHus, 2018. - 477 c.

11. Hosele mpaBuia aenoBoi mepenucku / Makcum Wnbsxos, Jlroqmuna CaperyeBa. -
Mocksa: AneniuHa [Ta6mumep, 2018. - 255 c. - ISBN 978-5-9614-1034-1: 656 p. 70 k. - Tekcr:
HEIOCPEICTBEHHBIMN.

12. Cexpersl cTunmuctuky. [IpaBuna xopomeit peun: cipaounoe n3nanue / M. b. T'omy0.
- MockBa: KHOPYC, 2016. - 192 c. - ISBN 9785406021446: 270.05.

13. NHdpopMannOHHO-TOKYMEHTAMOHHOE 00ECTIeYeHHE AEATENbHOCTH PETHOHAIBHOTO
napinaMenra: yueOHuk / aBT. B. B. Epmonenko, /[. B. Jlanckas, M. A. MuporinuueHko [u 1p.];
MuHucTepcTBO Haykd u  Bbicumiero oOpasoBanHusi Poccuiickoit ®enepanuu, KyOanckuit
rocyaapcTBeHHbI yHuBepcuteT. - Kpacnonmap: KyOaHckuii rocynapcTBEHHBIH YHUBEPCHUTET,
2021. - 171 c.: un. - ABT. ykazansl Ha o0opote THUT. 1. - ISBN 978-5-8209-1967-1 : 27 p. 78 k. -
TekcT : HemocpeACTBEHHBIH.

14. TlpakTuka ympaBiaeHMs 4YeldoBedecKMMHU pecypcamu = Armsrong's Handbook of
Human Resource Management Practice: yueOHMK a7 ciymiaTeneit, 00y4aromuxcs o nporpaMme
"Macrep nenoBoro axmMuHUcTpupoBaHus" / Maiikin Apmctponr, Ctusen Teitnop; [mepeBena c
anriuiickoro M. Mankosa; Hayunslii pegaktop . Ctporanos]. - 14-e u3a. - Cankr-IlerepOypr [u
ap.] : Mutep, 2018. - 1039 c. : un. - (Knaccuka MBA). - bubnuorp. B konuie rnas. - ISBN 978-5-
4461-0375-1. - ISBN 978-0-7494-7411-9 : 2278 p. 80 k. - TekcT : HeMOCPEACTBCHHBIH.

5.2. Ilepuoanyeckas JuTEPaATYpa

1. Hayunsrii )xypraan «MenemkmeHnT B Poccun u 3a pyoeskom». https:// www.mevriz.ru/
2. Hayunsrit xypHan «Mapketunr B Poccun 1 3a pyoesxom. http://www.mavriz.ru/

3. Hayunsrii xxypHan «/aHOBanmm». https://maginnov.ru/
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4. Hayunsrit s)xypHan «Poccuiickuii sxypHan MeHepkMenTay. https://rjm.spbu.ru/

5. Hayunslii )xypHan «Y npasieHue komnanuein». https://www.cfin.ru/press/zhuk/

6. Hayunsrii sxypHan «[IpoGiembl TeoprH U NPaKTUKU yrpasieHus». https://ptpmag.ru/

7.Hayunplii KypHaI «EcTecTBeHHO-TyMaHUTapHbIE HCCIIEIOBAHUS.

https://academiyadt.ru/

8. HayuHblil xypHan «YmOpaBiieHHE NEPCOHAIOM M HMHTEJUIEKTYalbHBIMU pecypcamH B
Poccumy. http://nasoup.ru/xxypHaisl/yrpaBieHue-IepCOHATOM-H-UHTEIICKTYa/

A Taxoke ba3bl JaHHBIX KOMITAHUU:

«IBUC» https://eivis.ru/

OnextponHas 6ubmmoreka GREBENNIKON.RU https://grebennikon.ru/

5.3. UnTepHeT-pecypchbl, B TOM 4HCJe COBPpeMeHHble NpodeccHOHAIbHbIE 0a3bl
AAHHBIX 1 HHPOPMALMOHHBbIE CIIPABOYHbIE CHCTEMbI JJIEKTPOHHO-0M0JIMOTEYHbIE CHCTEMbI
(ABO): 5

1. O6pasoBarenbhas miathopma «lOPAUT» https://urait.ru/

2. 3bC «YHUBEPCUTETCKA I BUBJINOTEKA OHJIAMH» http://www.biblioclub.ru/

3. OBC «BOOK.ru» https://www.book.ru

4. 5bC «ZNANIUM.COM» www.znanium.com 5. 95C «JIAHb» https://e.lanbook.com

IIpodeccnonanbubie 6a3bl JAHHBIX

1. Bupryanbnbiii untaneHbeiii 3a1 Poccuiickoll rocymapctBeHHoit Ooubnunorexku (PI'b)
https:/Idiss.rsl.ru/;

2. Kypnan «Ycnexu Gpusndeckux HayK» (ekrpoHHas Bepcus) https://ufn.ru/;

3. MUAH. ITonHOTEKCTOBAs KOJIJIEKITUS MaTeMaTUYECKUX KypHaJIOB
http://www.mathnet.ru/;
4. Kypnan «KBanToBas 3JIEKTPOHUKAY (37eKTpOoHHAas BepCHs)

https://quantumelectron.lebedev.ru/arhiv/

5. Hayunas snexkrponnas 6ubmunoreka eLIBRARY.RU (HDB) http://www.elibrary.ru/;

6. HanmonanbHast anekTponHas oubimoreka https://rusneb.ruf/;

7. Ilpesunentckas 6ubnmmoreka um. b.H. Enpuuna https://www.prlib.ru/;

8. BJ] CSD-Enterpris KemOpumkckoro nenrpa kpucramiorpadpudeckux ganaex (CCDC)
https://www.ccdc.cam.ac.uk/structures/;

9. B/l xypHainoB mno pa3iauuHbiM oTpacisiM 3HaHui Wiley Journals Database
https://onlinelibrary.wiley.com/;

10. b1 eBook Collection (SAGE) — https://sk.sagepub.com/books/discipline;

11. TlomHOTEKCTOBas KOJJIEKIMS >KYPHAJIOB KOMITAHUU AMEPUKAHCKOTO (PU3MYECKOro
obmrectBa American Physical Society (APS) https://journals.aps.org/about;

12. B]] marentHoro moucka Orbit Premium edition (Questel) https://www.orbit.com/;

13.  Pecypcer  Springer Nature (kypuanel, xkuuru): https:/link.springer.com/
https://www.nature.com/ https://experiments.springernature.com/sources/springer-protocols
http://materials.springer.com/

14. ApxuBbl Hay4yHBIX XYypHaloB Ha Poccuiickoll mnaTgopmMe HAy4YHBIX KYpPHAJIOB
HB3UKOH http://archive.neicon.ru/;

15. VuuBepcurerckas uHpopmanunonHas cucrema POCCUA (YUC Poccus)
http://uisrussia.msu.ru/;

16. "JlexkTropuym TB" - BUJICOJIEKIIUU BEIYLIUX JIEKTOPOB Poccun
http://www.lektorium.tv/;

17. BJ] SciFindern (CAS) (onnaiiH-cepBUC /Ui OMCKa MHPOPMAIIUK B 00JIaCTH XUMMUH,
OMOXUMHH, XUMHUYECKON MHKEHEPUH, MaTepUaoBeeHNs, HAHOTEXHOJIOTUH, (PU3HUKH, T€0JIOTHH,
MeTauTypruu u ap.) https://scifinder-n.cas.org/;

18. Freedom Collection — momHOTEKCTOBas KOJJICKIHS 3JIEKTPOHHBIX JKYPHAJIOB IO
pa3InYHBIM OTpaciisIM 3HaHMI u3nareiabcTBa Elsevier https://www.sciencedirect.com/;
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https://e.lanbook.com/
https://ldiss.rsl.ru/
https://ufn.ru/
http://www.mathnet.ru/
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http://www.elibrary.ru/
https://rusneb.ru/
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https://sk.sagepub.com/books/discipline
https://journals.aps.org/about
https://www.orbit.com/
http://materials.springer.com/
http://archive.neicon.ru/
http://uisrussia.msu.ru/
http://www.lektorium.tv/
https://scifinder-n.cas.org/
https://www.sciencedirect.com/

19. BJI Academic Reference (CNKI) (emmnas mowuckoBas miaatdopma 1O HAyIHO-
uccienoarensbckuM padboram KHP. Temarumka mokpweiBaeT BCe OCHOBHBIC TUCITUTUIMHAPHBIE
obnacru https://ar.cnki.net/ ACADREF.

HNudopmanuonHbie CIPABOYHBIE CHCTEMbI

1. KoncynpranT Ilntoc - cipaBouHasi mpaBoBasi cucteMa (AOCTYII 10 JIOKAJIbHOM CeTH ¢
KOMIIBIOTEPOB OMbOIMoTekn) Pecypehl cBOOOIHOTO TOCTyTIa

2. KubepJlenunka http://cyberleninka.ru/;

3. AMepukaHckas nateHTHas 6a3a JaHHbIX hitp://www.uspto.gov/patft/

4. MuUHHCTEpPCTBO HayKdu U BbIciiero oOpasoBaHusi Poccuiickori ®enepamuun
https://www.minobrnauki.gov.ru/;

5. ®epepanbubiii mopTai "Poccuiickoe oopazoBanue" http://www.edu.ru/;

6. Enmunas xomekuus IUQPOBBIX o0Opa3oBaTeslbHBIX pecypcoB  http://school-
collection.edu.ru/.

7. llpoext T'ocymapcTBeHHOro HWHCTUTYTa pycckoro sspika umeHu A.C. Ilymxuna
"Oo6pa3zoBanue Ha pycckoM" https://pushkininstitute.ru/;

8. CripaBouHo-uH(pOpManmoHHbIN mopTai "Pycckuii s361k" http://gramota.ru/;

9. Ciryx0a TeMaTHYeCKUX TOJKOBBIX CiioBapeit http://www.glossary.ru/;

10. CnoBapwu u >anukoneauu http://dic.academic.ruf/;

11. O6pa3oBarenbHbiii mopTan "Yueba" http://www.ucheba.com/.

CoOcTBeHHBIE JJIEKTPOHHBIE 00pa3oBaTebHble W HH()OPMAINMOHHBIE PECYPChI
KyoI'Y

1.O5neKTpoHHbIN KaTajor Hayunoi oubnmorexku Kyol'y
http://megapro.kubsu.ru/MegaPro/Web

2.0neKTpoHHast Ooubanoreka TPYIOB YUEHBIX Kyol'y
http://megapro.kubsu.ru/MegaPro/UserEntry? Action=ToDb&idb=6

3.01KpbITas cpena MOAYJIBHOTO JTUHAMUAYECKOTO 00y4eHust Kyol'y

https://openedu.kubsu.ru/

4.baza y4eOHBIX IUIAHOB, Y4YEOHO-METOJMYECKMX KOMIUICKCOB, TWYOJHMKAIMi U
koHpepenmii http://infoneeds.kubsu.ru/

5. Dnekrponusiii apxuB qokymentoB KyoI'Y http://docspace.kubsu.ru/

6. MeTonnueckne yKa3aHus 1Jisl 00y4arOIIUXCS 10 OCBOCHUIO THUCIMIJIMHBI (MOTY/JIs1)

OcBoeHHME AMCUUIUIMHBI TIPEIYCMAaTPHUBAET MPOCIYIINBAHUE JIEKIUHA W TPOBEICHHE
HNPaKTUYECKUX paboT (11abopaTOpHBIX pabOT U CEMUHAPCKUX 3aHITUH).

Ji1st TTyOOKOTO M3YYEHUS UCIUTUTNHBI HACTOSITETPHO PEKOMEHTYETCSL:

— CHCTEMaTHYEeCKH TOTOBUTHCS K INPAKTHUECKUM 3aHATHSAM IO Y4eOHBIM MOCOOUSM,
HAYYHBIM CTaThsIM B )KYpHaJax, a TAaKXKe C HCIIOJIb30BaHHEM pecypcoB MHTepHeT;

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

CamocrosiTennbHasi paboTa CTyIEHTa - OIWH W3 BaXXHEWUIIUX JTArlOB B IOJTOTOBKE
cnenuanuctoB. OHa MPHOOIIAET CTYACHTOB K MCCIE0BATENbCKOM paboTe, o0oraiaeT onsITOM U
3HAHUSIMH, HEOOXOAMMBIMH UIS TAIBHEHIIIEr0 UX CTAHOBJICHUS KaK CIICIUAIMCTOB, IIPUBUBACT
HaBBIKU PAOOTHI C INTEPATYPOH, CTATUCTUYECKUMU JTAHHBIMH.

Lenbp camocTOSITETPHONH pPAaOOTHI - CHCTEMATH3allWs, 3aKpeIUIeHHe M pPacHIupeHHe
TEOPETUYECKUX U MPAKTUYECKHX 3HAHUHU C MCHOIb30BAHUEM COBPEMEHHBIX MH(POPMAIMOHHBIX
TEXHOJIOTUH M JINTEPaTYPHBIX MCTOYHHUKOB. JJI1 pa3BUTHS HABHIKOB CAMOCTOSITEIIBHON paOOTHI
CTYZICHTaMH BO BpEMs CAMOCTOSITENIbHONH PaOOThI BBIITOJIHSAIOTCS:

— pedepaTsl, CBSI3aHHBIE C PACCMOTPEHUEM OPTaHU3AIMOHHO-YIIPaBICHYECKUX MTPOOIIeM;

— pedepaTsl, cBI3aHHbIE ¢ 0030pOM WH(POPMAIIMOHHBIX PHIHKOB;

— IOMAIIHUE 3a1aHus 110 ToucKy B HTEepHEeTe nHOopMaIiy Ha 3aJaHHYI0 HAYIHYIO TEMY
U TIOATOTOBKE JIOKJIa/a.
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Pedepar wmmm scce TOTOBATCS CTYASHTOM CaMOCTOSTEILHO, B HHUX 0000mIaroTcs
TEOPETUYECKHE MaTepHallbl 10 HCCIeAyeMOW TeMe C HCIOJIb30BaHHEM MAaTepHuajoB U3
CHCNUATBHON  JIUTEpaTypbl, HOPMATHBHO-NIPABOBBIX JOKYMEHTOB, CTaHAapPTU3HPYIOLIHX
paccmarpuBaemyo chepy. B comepkanum paboT OMKEH OBITh COOCTBEHHBIM aHAINA3 W
KPUTHYECKHIA TOJIXOJ K pEIIeHUI0 Tpo0JeMbl IO BBHIOPAHHOH TeMe WCCICIOBAHHUSA,
HOI[erHJIeHHbII;'I CTATUCTUYCCKUMU HJaHHbBIMHU U KOpHOpaTPIBHOfI OTYECTHOCTBKO H3BECTHBLIX
Koproparuii. MaTtepuaibl JOJKHBI OBITh H3JIOKEHBI Ha BBICOKOM TEOPETHYECKOM YPOBHE, C
MMPUMCHCHUCM CTATUYCCKUX NAHHBIX U IPUMCPOB.

CryneHTaM pEKOMEHAYETCS HEMpPEepPBhIBHO TPOBOAMTH HAy4YHBIC WCCIEIOBAHHS TIO]
PYKOBOJICTBOM IIpernoiaBares kKadeapsl mo n30paHHON TeMe U TOTOBUTH COOOIICHHS Ha HAyYHbBIC
KOH(pepeHIHH, cTaTbil B COOPHUK MOJIOBIX UCCIIEIOBATENICH U HAYIHBIC XKYPHAIbI.

OGY“IGHI/IG CTYACHTOB C OIrpaHUYCHHBIMH BO3MOKHOCTAMU OPraHU3yCTCAd B COOTBCTCTBHUU
¢ TpeboBaHUSIMH «METOIMYECKUX PEKOMEHIAINI 110 OpraHu3aluy 00pa3oBaTEeILHOIO Mpolecca
JJISL 06yquI/151 HHBAJIMAOB W JiMl C OIpaHUYCHHBIMH BO3MOKHOCTSAMU 3O0POBbA B
00pa30BaTEeNbHBIX OPTaHU3AIMIX BHICHIETO MPO(EeCCHOHAIBHOTO 00pa30BaHU» OT «8» arpens
2014 .

B ocBOCHMU TUCHMILIMHBI MHBAIUAAMHU U JIMIIAMH C OTPaHUYCHHBIMH BO3MOXKHOCTSIMHU
3I0pOBBsI OOJBIIOE 3HAYEHHWE HMMEET WHAMBHIyalbHas y4deOHas paboTa (KOHCYJIbTAllMH) —
JIOTIOJTHUTEIIbHOE Pa3bsICHEHUE YUeOHOTO MaTepuara.

I/IH[[I/IBI/IZIyaJII)HI)IC KOHCYJIbTalUM 110 HPCIAMETY ABJAIOTCA BaXKHBIM q)aKTOpOM,
CIOCOOCTBYIONIMM MHIWBUIYAIN3alUU OOYUYCHUS U YCTAHOBJICHUIO BOCITUTATEIBHOIO KOHTAKTA
MCXKAY NOperoaaBaTciicM U O6y‘-IaIOIIII/IMCH HHBAJILJIOM HWJIMA JIMOOM C OI'PpaHUYCHHBIMU
BO3MOYKHOCTSIMH 3JI0POBbSI.

7. MaTepuajibHO-TeXHHYECKOe o0ecrieyeHne 1o JUCIUIIHHe (MOYJTI0)
I[Io Bcem Bugam y4eOHOH [EATENBHOCTH B paMKax TUCHUIUIMHBI HCIONb3YIOTCS

ayJIMTOPUH, KaOMHETHI U JIA0OPATOPUH, OCHAIICHHBIC HEOOXOIUMBIM CHEIUATA3UPOBAHHBIM U
71a060paTOPHBIM 000PYIOBAaHHEM.

HaunmenoBanue OcHaIeHHOCTb CIIeHANbHBIX TToMelleHnld | IlepedeHp JTHIeH3HOHHOTO
CTICIHATBEHBIX HPOrPaMMHOTO
MIOMEIICHUH obecrieueHus

VYueOHble ayauTopun Uit | MeOenb: yueOHas MeOemb Microsoft Office: Word;

MIPOBEICHUS 3aHaTuil | TexHudeckne cpeacTsa o0ydeHUs: Excel; PowerPoint.
JICKIIMOHHOT'O THIIA 9KpaH, MPOEKTOP, KOMIIBIOTEP

VYueOHble ayauTopun Uit | MeOenb: yueOHas MeOemb Microsoft Office: Word;
MPOBEACHUS 3aHsaTHid | TexHudeckue cpecTBa 00y4IeHUs: Excel; PowerPoint.
CEMUHAPCKOTO THIA, | 9KpaH, IPOEKTOP, KOMITBIOTEP

TPYIIOBBIX u | O6opynoBanue:

WHIUBUYaJIbHBIX

KOHCYJIbTaIlNH, TEKYILETOo

KOHTPOJIS u

HIPOMEKYTOUHOMN

aTTecTaluu

Jlng  caMmocToATenbHOW  paboThl  OOyyaromuxcs MPeAyCMOTPEHBbl  IOMEIeHHUS,
YKOMIUIEKTOBAaHHbBIE CHEIMATH3UPOBAHHON MeOeblo, OCHAIEHHbIE KOMIBIOTEPHON TEXHUKOH ¢
BO3MOXHOCTBIO MOJKIIOUEHUS K ceTu «HTepHeT» M o0ecrneyeHneM JOCTyIa B JIEKTPOHHYIO
UH(POPMALMOHHO-00pa30BaTEIbHYIO CPEely YHUBEPCUTETA.

Haumenosanue OCHAILIEHHOCTh IOMELIECHUN 1S IMepeveHs TUIIEH3UOHHOTO
IOMEIECHUN U1 CaMOCTOSTEIbHOM PabOThI 00YJIAIOIIHXCS MPOrPaMMHOTO
obecrieyeHns
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CaMOCTOSITeITLHON pabOTHhI
00yJaroIIXCst

ITomemenune JUIs
CaMOCTOSITEIbHOH padoThI
o0yJaronmxcs
(anranbHbI 3an HayaHoit
OuOIMOTEKN)

Mebenn: yueOHas Mebennb

KoMmjiekT cnenuann3upoBaHHOW Mebenu:
KOMITBIOTEPHBIE CTOJIBI

O6opynoBaHre: KOMITBIOTEPHAsI TEXHUKA C
NOJKIIOUEHHEM K MH(OpMaIMOHHO-
KOMMYHHKAallMOHHOW ceTu «MHTepHEeT» W
JIOCTYTIOM B JNEKTPOHHYIO
WH(POPMAITMOHHO-00pa30BaTEIbHYIO0 CpERY
oOpa3oBaTenbHON  OpraHuzanud,  BeO-
KaMephl, KOMMYHUKaIIHOHHOE
obopynoBaHue, 00ecTIeYnBaroOIIee JOCTYI K
CETH MHTEpHET (MPOBOIHOE COCTUHEHUE U
OecrpoBOJHOE COCAMHEHHE M0 TEXHOJIOTHU
Wi-Fi)

Microsoft Office:
Excel; PowerPoint.

Word;

ITomemienue s
CaMOCTOATENIFHOW ~ paboTHI
obyyatoruxcs (ayn. H403)

Mebenn: yaeOHas MmeOeb
KoMmmnekr  cnenmanusupoBaHHOMN
KOMIBIOTEPHEIC CTOJIBI
O6opynoBaHHe: KOMIBIOTEPHAs TEXHHUKA C
TOIKITFOUCHIEM K HHPOPMALMOHHO-
KOMMYHHMKallMOHHON cetn  «lHTepHET» U
JIOCTYIIOM B 3JCKTPOHHYIO HH()OPMAIHOHHO-
obpa3oBaTeNbHYI0  Cpely  00pa3oBaTeIbHOM
OpraHu3aIyH, BeO-Kamepsbl,
KOMMYHHUKAITMOHHOE obopynoBanue,
oOecrieynBamIee IOCTYI K CETH HHTCPHET
(mpoBogHOE coemWHEHHWE W OECHpPOBOIHOE
coenuHeHne mo texuojaoruu Wi-Fi)

mebenu:

Microsoft  Office:
Excel; PowerPoint.

Word;
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