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1 Hesn v 3a1auM U3y4YeHUs JUCUMILIHHBI (MOXYJISA)

1.1 llean ocBOeHUS TUCHHUILIHHDBI

Henbto guctuminiel  «OpraHuzalioHHoe, HH(MOPMALMOHHO - JOKYMEHTAI[MOHHOE
obecrnieueHne ACSITEeTLHOCTA PYKOBOJAUTENS OPraHU3aumy cOPMUPOBATH CHCTEMHBIN KOMITJIEKC
3HAHWH, CBS3aHHBIX C HWHPOPMAIMOHHO-IOKYMEHTAIIMOHHBIM OOECIICYCHUEM JESITeIbHOCTH
PYKOBOIMTENSI B XOJ€ YIPABICHUSI OPTaHU3AIMECH, B PEKUME TTOBCETHEBHOU JIESTEILHOCTH U B
XO0JIe TIOJTOTOBKM M TPOBEICHUS PA3NMUYHBIX OPTaHU3AMMOHHBIX MEPONPHUATHH (COBEIIAHMUIA,
JIETIOBBIX BCTpEY, IEPErOBOPOB U JIp.).

[enn u3ydeHus TUCIUTUIAHBIL:

— M3Y4YCHHE POJIH M OOS3aHHOCTEH NOJHKHOCTHBIX JIMI] CEKpeTapuaTa B OpraHU3alud
MH(OPMALIMOHHO-AOKYMEHTAIIHOHHOTO ¥ 0E3J0KYMEHTHOrO0 OOCIY)XKMBaHHSI PYKOBOJICTBA,
CTPYKTYPHBIX ITOAPA3ICIICHN;

— NpuoOpecTH HABBIK pPa0OTHI, CBSI3aHHOW ¢ WH(OPMAIMOHHO-IOKYMEHTAIIMOHHBIM
o0ecrieueHreM JesITeIbHOCTH PYKOBOJUTENS B XOJI€ YIPaBJICHHUS] OPraHU3allid, OIpPEAesaTh
MPUOPUTETHOCTh M OYEPETHOCTH BBITIONHEHUS paboT u 3((PEeKTUBHO pacmpenensrts pabdodee
BpeMS;

— TMOJIy4Y€HHE HaBBIKOB BeJEeHUs HH(DOPMAIIMOHHO-TOKYMEHTAIbHOW pabOThI, a TaKxke
MIPABHII JCIIOBOTO ATUKETA, HEOOXOMMBIX ITPH BBHITTOJIHEHUU 00SCTICUNBAIOIINX 00sI3aHHOCTEH .

1.2 3agaun TUCOUILTAHBI

Teopemuueckas KOMNOHEHMA:

— 3HAHHE METOJIOJIOTUYECKUX OCHOB MH(POPMAITMOHHO-T0KYMEHTAIIMOHHOTO 00eCIeYeHUs
MEHE/DKMEHTA COBPEMEHHBIMU OPTaHHU3AIUSIMHU;

— 3HAHUE OCHOBHBIX TPUHIUIIOB YCTAHOBJCHHUS JIE€JIOBBIX B3aUMOOTHOIICHUH C
Pa3TUYHBIMU KaTETOPHSIMH ITEPCOHAIA;

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

— 3HAHUE MPaBUJI BEICHUS JENIOBBIX Oecel] U Tele(OHHBIX [IePEerOBOPOB;

— 3HAHWE OCHOBHBIX MPHHIMIIOB OpraHu3anuu S(Q(QEKTHBHOW CHCTEMbI KOHTPOJIS
WCIIOJTHEHUS IOKYMEHTOB U TIOPYUYEHHUIA;

— 3HaHHE OCHOB MPO(PECCHOHATIBHON ATHUKHU.

Ilo3nasamenvHnas komnoHenma:

— yMETh WCIOJNB30BaTh JOKYMEHTHPOBAaHHYIO HWHQPOPMAIUIO JUISI  TIOBBIIICHHUS
3¢ (HEeKTUBHOCTH YIIPABICHYECKOU IEATENHHOCTH;

— yMETh WUCIOJb30BaTh COBPEMEHHYIO HOPMATHBHO-TIPABOBYIO 0a3y, COCTaBIsii H
o(opMIISIsl yIIpaBleHYECKUE TOKYMEHTHI, paboTasi C HUMH;

— YMETh AaHAJM3UPOBATh COCTOSHUE W BBIABIATH HEJOCTATKH OpPTaHW3AI[MOHHO-
WH(OPMALIMOHHOTO O0ecleYeHus] AESITeTbHOCTH PYKOBOJUTENs KOHKPETHOW OpraHu3allvy,
(bopMyITMPOBATh MIPEITIOKEHUS TI0 UX YCTPAHEHUIO;

— BJaJeTh HaBbIKAMU NPO(ECCHOHATBLHOTO OOIIEHUs, BEIACHHs JEJOBBIX Oecel
TeneQOHHBIX IEPETOBOPOB;

— BIIAJCTh METOJAMKAMU IJIAHUPOBAHUS pab0Yero BPEMEHH MOMOIIHUKA PYKOBOIUTEINS
PYKOBOJIUTEIIS OpTraHU3aI1H;

— BJAQJE€Th METOAMKAMH OpraHMU3allMM COBEUIaHWH, CIY>KeOHBIX MOE3I0K M JIPYTHX
MEPOTPHUSITHIA, TTPOBOJMMBIX PYKOBOJAMTEIIEM OPTraHU3aIIHH.

1.3 MecTo AucuuminHbI (MOAYJIs1) B CTPYKTYpe 00pa3oBaTe/ibHOM MPOrpaMMbl

JuctumumHa «Opranu3ainoHHoe, HHPOPMALMOHHO - JOKYMEHTAIIMOHHOE o0ecredeHne
JESTEIbHOCTH PYKOBOAMTENSI OpPraHU3allui» OTHOCUTCS K 4YacTH, (popMmupyemasl ydacTHUKaMU
oOpa3oBaTenbHBIX OTHOIIEHUH Monayns 2 "JlokyMeHTaluoHHOe oOecreyeHue yrpaBiaeHHs"
yuebHoro miuaHa. M3ydaercss oHa TpeThbeM Kypce 3a0uHOU GopMmbl 00ydeHHs, U Oa3upyercs Ha
3HAHMSX, YMEHUSAX M HABBIKaxX, MOJYYEHHBIX 10 CIEAYIOLIUM JUCLUUIIIIMHAM: OCHOBBI TEOPHUHU
yIpaBi€HUs, OCHOBBI HMH(POPMAIMIOHHOTO MEHEI)XKMEHTa, OCHOBBI HH(GOPMAIMOHHOIO



MapKeTHHIa, HOPMAaTHBHO-METOJIMYECKass 0a3za JOKYMEHTHOW IEATEIFHOCTH B OpPraHU3allNy,
CaMOMEHE/DKMEHT, CTpPaTeTHUeCKOe YIpPaBICHHE JIOKyMEHTAllMed OpraHu3alid, OCHOBBI
JJIEKTPOHHBIX JIOKYMEHTOB B KaJpOBOW palbOTe, OCHOBBI KOHTPOJBHOW JICATEIFHOCTH B
JOKYMEHTOBE/ICHUH U apXUBOBEJCHHU.

VYueOnas mporpamMma  JUCHMIUIMHBI  «OpraHu3annoHHOe, HWHGOPMAIMOHHO -
JOKYMEHTALUOHHOE obecrieueHue JeSATeIbHOCTH PYKOBOJIUTEIS OpTaHU3aIII
npeaycMaTpuBaeT IPOBEICHNE 3aHATHH B OpME JIEKIINii, TPAKTUIECKUX 1 1a00paTOpHBIX padoT.
OnHa nmoJroToBJIeHAa B COOTBETCTBUU TPEOOBAHMIMHU, MPEABIBICHHBIMU ¢ TpeboBaHus M PI'OC
BO 3++.

JloCTI)KEHHE STOW IENM COMPOBOXKIACTCS H3YUYCHHEM W NPUBUTHEM MPAKTHYECKUX
HAaBBIKOB [0 OPTaHU3allMOHHOMY M HH(MOPMAIMOHHO-TOKYMEHTAIIHOHHOMY OOECIIeYeHUIO
NEeSITeIbHOCTH pyKOBOAUTEINSA. OCHOBHBIE MTOJIOKEHUS AUCIUTUIMHBI JIOJKHBI OBITh MCTIOIH30BAHBI
B JaJbHEUIIEM B IPOIECcCe PEalbHOW OpPraHM3allMOHHOW NMPAaKTHKW W HANMCAHUM BITYCKHOM
KBaJTM(PHKAIIMOHHOHN paboTHI.

1.4 Ilepedyenb MIaHMPYeMbIX Pe3yJbTATOB O00y4YeHHUSs] MO JUCHHUIIMHE (MOAYJI0),
COOTHECEHHBIX € INIAHUPYEMbIMH pPe3yJIbTATAMU 0CBOeHHs 00pa30BaTeIbHOM POrpaMMbl
W3ydenne naHHOW Y4eOHON AMCIMILIMHBI HAIMPABJICHO Ha (HOPMHPOBAHHE Yy OOYYAFOIIMXCS
CJEYIOINX KOMITETEHLIUMN:

PCSyJ’ILTaTLI 06yqu1/I$[ 0 AUCIUILIINHE

Kon 1 HanMeHOBaHUE UHIUKATOPA
(3Haem, ymeem, enadeem (HABbIKU U/UNU ONBIN OAMENbHOCML))

I1K 2 CniocobeH k opraHu3alyy JOKyMEHTHPOBAHHS YIIPABICHYECKOH JIETEIBHOCTH B OpraHu3allui

[K-2.1

Opranmusyer | 3HaeéT  OCHOBBl  JOKYMEHTHPOBAHHsS  yNpPaBICHYECKOU

JOKYMEHTHPOBaHHUE
YIPaBJIEHYECKOH JESTEIBHOCTH B
OpraHu3aluu

ACATCIIBHOCTH B OpraHnu3alnu

YMeeT opraHu3oBbIBaTh JOKYMEHTHPOBAHUE YIPABICHUYECKOU
JIeSITEIbHOCTH B OpTaHu3allui

Bnageer HaBelkamMM =~ OpraHM3alMM  JOKYMEHTHPOBAHMS
YIPaBIIEHYECKON AEATENLHOCTH B OpraHU3aluu
[K-2.2 [Ipumenser | 3HaeT OCHOBHBIE MH(QOPMaIOHHbIE CUCTEMBI B
WHPOPMALMOHHBIE ~ CHUCTEMBl B | YIPaBICHYECKOH JIESITETbHOCTH B OpraHU3aIin
YIIPABIEHYECKON JIEATENLHOCTH B | YMeeT NPUMEHSTh Ha MPaKTHKe WHPOPMAIMOHHBIE CHCTEMBI B
OpraHu3alun yIpaBJIEHYECKON AESTENIbHOCTH B OpraHU3aluu

Brnaneer HaBbIKaMu NpUMEHEHUSI HHPOPMALMOHHBIX CUCTEM B
YHpaBIeHYECKOH e TeIbHOCTH B OPraHu3allui

PesynpraTthl 00yueHHs] MO JUCHMIUIMHE JOCTHTAIOTCS B paMKaX OCYIIECTBICHHUS BCeX
BUIOB KOHTAaKTHOH M CAMOCTOSTEIEHOM paObOTh 00yUJaIOIIUXCSI B COOTBETCTBUH C YTBEPIKICHHBIM
y4€OHBIM IIITAHOM.

Wuaukatopel  JOCTHOKEHHS]  KOMIETEHIIMH  CYHTAIOTCS
JOCTH)KEHUH COOTBETCTBYIOIIUX UM PE3yJIbTATOB O0YUEHHSI.

[TpuknagHas HampaBIEHHOCTh JWUCHUIUIUHBI OOECTIEYMBACTCS TMOHMMAHHWEM OCHOBHBIX
3aJa4 MOMOIIHMKA PYKOBOAMTENsS KOMIIaHUHM B cdepe MH(OPMAIMOHHO-I0KYMEHTAI[HOHHOTO
yIIpaBJICHUS TOKyMEHTAIUEH M CITOCOOHOCTHIO OCYIIECTBIISITH CEPBUCHBIEC OTIEPAIIHH.

JUisi aKTUBM3AaLMU [O3HABATENIbHOM JEATENbHOCTH CTYAEHTOB TMpPH IPOBEACHUU
NPaKTUIECKUX 3aHATHI UCTIONB3YIOTCS aKTHBHBIE METOJIBI OOYUEHUS: CUTYAIIHOHHBIN ¥ HTPOBOU
MOJXO/IbI, & TAK)KE METOJI KOHKPETHBIX CUTYAIU.

Jlnst  pa3BUTHS HABBIKOB  CAMOCTOSITENIbHOW  Pa0OTHI  CTyIEHTaMH BO  BpeMs
CaMOCTOSITENIbHOW pabOThl BBIMOJMHSIOTCS TBOpYECKHE paboThI, 3cce, CBs3aHHBIE ¢ Ooiee
yIIIyOJI€HHBIM PaCCMOTPEHHEM MPUHITUIIOB Pa0OThI TOMOIIIHUKA PYKOBOIUTEIIS.

VYcBoeHne y4eOHOTO Marepuaia CTyIEeHTaMH OCYIIECTBIISETCS MPENoJaBaTesieM B XO/e
TEKYILEr0 U UTOrOBOTO KOHTPOJIS:

c(OpMUPOBaHHBIMU  TIPU



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

— UMO0208blil KOHMPOJIb TIO JUCIUILUINHE OCYIIECTBIISICTCS B XOJIe IK3aMeHa Ha TPEThbeM
Kypce 3a04HOU (popMbI 00y4eHHUs, KOTOPBIH MPOBOAMUTCS B YCTHOM WJIM MUCbMEHHOW (opme c
YYETOM PEe3yJIbTaTOB TEKYIIETO KOHTPOJIS B X0JI€ O0Y4CHHUSI.

2. CTpyKTYypa U cojep:KaHue TUCHUTIIUHbI
2.1 PacnpenesieHue TPyA0€MKOCTH JUCHUILJIMHBI 10 BUIaAM padoT

OOmiast TpyJ0EMKOCTh TUCIMIUIMHBI cOCTaBisieT 5 3auetHble equumibl (180 yac.), ux
pachpejeneHie mo BuaaM padoT MpeaCcTaBiIeHO B TAOIHIIE.

®dopma o0yueHust
Bcero 3a04Hast
Bunsl pabot
4acoB 6 cemecTp
(180)
KonTakTHasi paGoTa, B TOM YHCJIE: 32,3 32,3
AyIuTOpHBIE 3aHATHS (BCero):
3aHATH JIEKIIMOHHOTO THUIIA 12 12
MIPAKTHICCKHUE 3aHATHS 6 6
CEMHUHAPCKHUE 3aHATH 12 12
HWnas koHTaKTHasA padora:
Kontpons camocrosarensHoit pabotsl (KCP) 2 2
IIpomexxyrounas arrecrarus (MKP) 0,3 0,3
CamocrosiTeJbHAasi padoTa, B TOM 4HcJIe: 139 139
Koumponvnas paboma 12 12
Peghepam/>cce (noocomoexa) 12 12
Camocmosmenvhoe usyyenue pazoenos, CAMONOO20MOBKA
(npopabomka u nogmopeHue IEKYUOHHO2O Mamepuana u
Mamepuana y4eOHUKo8 U Y4eOHbIX NoCOoOUll, NOO20MOBKA K 105 105
1aOOPAMOPHBIM U RPAKMUYECKUM 3AHAMUAM, KOLLOKGUYMAM U
m.o0.)
[ToaroroBka K TEKyLieMy KOHTPOJIIIO 10 10
KonTpoasb: 8,7 8,7
IToaroroBka K 3K3aMeHy
Obmas yac. 180 180
TPYAOEMKOCTh B TOM 4YNCJie KOHTAKTHasi padora 32,3 32,3
3a4. e[ 5 5




2.2 Copep:xanue JTUCUMIIIIMHBI

Pacrnipenenenre BuoB yueOHOM paOOThI U UX TPYTOEMKOCTH IO pa3jieinaM JTUCITUTUINHBI.
Paznensl (TeMbl) IUCHUILIMHBL, H3y4aeMble Ha 3 Kypce (3aouHast popma 0OydeHwMs)

KommnuecTtBo yacos
Bueayaut
No HammenoBanwne paznenos (Tem) AymuropHas opnyai
Bcero pabota
pabora
JI 113 I1P CPC
[ToMOUTHUK pyKOBOJIUTENS B CHCTEME YIIPABICHUS H
1. YIIPABJIEHYECKOM IIPOLIECCE COBPEMEHHOM OPraHU3aly U 22 2 2 18
€ro MOJIENTbHBIE 00SI3aHHOCTH
5 HopmaTtusHO-MeToamueckas 6a3a pabOTHl TOMOIITHIKA 18 5 16
' pyxoBoautens no 10
3 Opranusaius padoThl TOMOIIHUKA PYKOBOIUTEIS 1O 20 ) ) 16
' WH(POPMAITMOHHOMY 00€CTIEYeHHIO
N DproHoMuyeckue TpeOOBaHUS K OpraHU3aIil padodero 16 16
MCCTa PYKOBOOUTECIIA U TIOMOIIHUKA PYKOBOJUTCIIA
Jenonpoun3BocTBeHHbIE PYHKIIMK TTOMOLTHHAKA
5. 24 2 2 2 18
PYKOBOJIHUTENS U €ro poib B JJOY
6 PaboTta moMoImHNKa PyKOBOIUTEIS IO 0E30KYMEHTHOMY 20 5 18
' 00CITyKBAHHIO
7 KommyHHKanmmoHHOE obecneueHne ceKpeTapeM 24 5 ) ) 18
JIESITEIIbHOCTH PYKOBOTUTENS
8. B3aumooTHOIIEHHS CEKpeTaps ¢ PYKOBOJCTBOM H 25 5 5 5 19
KOJUIEraMu 10 pabote
HUTOI'O no pazoenam OucyuniuHol 169 | 12 6 12 139
KoHnTposb camocrositenbroi pabotsl (KCP) 2
ITpomexxyrounas arrectanus (MKP) 0,3
IlonroToBKa K TEKyIeMy KOHTPOITIO 8,7
OO01ast TpyI0EMKOCTD T10 JUCIUTUIHMHE 180

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

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 |yIpaBieHHs COBPEMEHHOH OpraHu3alid M €ro
yIpaBIeHYECKOM NpPOIIECCEe |MOJIEIBHBIC 00513aHHOCTH. Kareropun
COBPEMEHHON OpraHu3allud M |IOMOIIHUKOB H cekperapei. [Ipodeccrnonanbubie
€ro MOJICNIbHBIC O05I3aHHOCTH  |TpeOOBaHUSI K Pa3IMYHBIM  KaTeropHsM
1 OCHOBHBIE KOMIIETCHIIUM W JIMYHBIC KauecTBa. P
' OO01Me MPUHIIKIILI TPOPECCHOHAILHOIO 0TOOpA.
JokymeHTansHoe odopmieHue
TPYAOYCTPOUCTBA (pe3toMe, 3asiBICHUE 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, MporpaMM, IUIAHOB.
PenaktupoBanue. Pedepuporanue.
CrnmapaiiTepcTBo.
DproHoMHUYecKre TpeOOBaHUS |DProHOMHUYCCKHE TPeOOBaHUS K OpTraHH3aIldd
K OpraHu3anuu padbodero mecta |pabodyero wmecrta. HeoOxomaumeie OQUCHBIC
PYKOBOJWTENSI W TOMOIIHUKA |aKCECCyaphl. Oos3atenbHast crpaBoYHas
PYKOBOJUTEIIS JUTEPATypa. Opranuzanus

KOMIIBIOTEPU3HPOBAHHOr0 pabo4ero Mecra.

Jlenonpoun3BoiCTBEHHBIC
GbyHKIIIH TIOMOIITHHKA
PYKOBOJWTENSI U €ro poib B
J0Y

Jenonpoun3BoacTBEHHbIE (YHKIIMHA MOMOIIIHHKA
PYKOBOJHUTEINSI M €r0 POJIb B JOKYMECHTAIIHOHHOM
obecrneuennu ynpasieHus. Oomue TpeOoBaHUS K
TEKCTy JoKyMmeHTOB. IIpuem u mnepBuyHas

obpaboTka  mokyMeHTOB. lIpemBapurenbHoOe
paccMOTpEeHHE M paclpelesieHHe MOCTYIUBIINX
JIOKYMEHTOB. Perucrpauus JIOKYMEHTOB.
[lepenaua  TOKyMEHTOB  Ha  UCIIOJHEHHE.
Kountposns HCIIOJHEHUS: TEeKYLIUH u
npenynpeauTenbubiii. CHATHE JOKYMEHTa C
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 apXUBHOMY
xpaHeHuto. CpoKHM XpaHEHUs JIOKyMEHTOB.
CocraBnenne omnuceit. Crnada ngenm B apXuB.
3ammra WHpOpPMAIMK B pabOTe CceKkpeTaps ¢
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 U JIMYHBIM BOIPOCAM.
[Ipuem mocerutenei U3 APyrux OpraHU3alUd U
KOMaHMPOBAHHBIX. HNudopmarnmonHoe
obecrieyeHre B MpueMHOM. 3amuta HHGOpMaIun
npu pabore c¢ mocerurensMu. OpraHuzaunus
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
PEKOMEHIAIMK 10  BEACHUI0  Tele(OHHBIX
MIEPErOBOPOB. [puem 17§ odopmienne
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
STHKETa JKEHIIMHEL IloBemeHUeCKHil JTHKET.

8. . P
OTrka pedeBor KOMMyHHKannd. KoH(IUKTHBIE
CUTyauuu B paboTe MOMOLIHMKA PYKOBOAMTEIS
(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-TOKYMEHTAIMOHHO CITyKOBI. Onpoc 1o
coBpemeHHOU opranm3auud u |[IpodeccroHanpHble ¥ JUYHBIE  KayecTBa
€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 HHOOPMAIMOHHOW TOAOOPKU O 0
MIOMOIIIHMKA PYKOBOJHTEIIS [0 |IETOBOM HapTHepe opranu3anuu. CocraBieHHe 1poc 1o

3. MHQOPMAITIOHHOMY aHHOTaluU HOPMAaTUBHO-METOJUUECKOTO BOTIPOCAM TCMEI
obecrie4eHuto JIOKYMEHTA. F
OproHomudeckue TpedboBanus |TexHuueckoe — oOecnedeHHe — JIESATEINbHOCTH 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. Homenkmarypa  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 |pyKOBOJUTENSI B KOH(IMKTHONH CHTyallid 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 (IP0eKTOB)
KypcoBsie paboThl O AUCHMIUIMHE HE IPEYCMOTPEHBI.

2.4 IlepeyeHb yueOHO-METOAUYECKOT0 o0ecneYeHHs JJIs1 CAMOCTOATEIbHON pPadoThl
00y4YaIIUXCS M0 JUCHUILIMHE (MOYJII0)

HepequL y‘Ie6HO-MeT0,HI/I‘-IeCKOI‘O obecneueHus JUCIHUIIIMHBI 110 BBIIIOJTHCHHIO

Ne Bug CPC .
CaMOCTOSTENTFHON pabOTHI

1 Pedepar, acce MeTtoandeckne peKOMEHIAIMH IO HAIIMCaHHIO dcce, peepaToB, yTBEPKICHHBIC
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
KontponsHnas pabota  |cpemmero mpodeccuonansnoro odpasosanus / 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 / Ky3uemor U. H. - 3-¢
m3n., mepepab. w mom. - MockBa: FOpaiit, 2022. - 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 JIMI] C OTPAHUYEHHBIMU BO3MOXHOCTSIMHU 3/10poBbst (OB3) npenocTaBnstoTcs
B (hopMax, aJalTUPOBAHHBIX K OTPAHUYCHUSM MX 37J0POBbS U BOCHPUATHS HH)OPMAITIH:

JUst a1 ¢ HapyLIeHUSIMU 3pEHHUS:

— 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 i1 ¢ HapyIIeHUsIMHM OTIOPHO-/IBUTATEIBHOTO arnapaTa:

— 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
yueOHO! e TeNbHOCTH:

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

— IpaKTHYecKHe (CeMUHAPCKUE) 3aHATUS

— na0opaTopHble padOoTHI.

TpaauunonHbIe 00pa30BaTENbHBIC TEXHOJIOTHH: JIEKIIHH, TIPAKTHIECKUE 3aHITHS.



TexHomoruss mpoOIEeMHOr0 OOY4YEHUs: JEKIMs — JUCKYCCHs, MpoOJeMHas JICKIIUs,
KOMITbIOTEpHAs Mpe3eHTanus. Ha lekuusx u3naraioTcss OCHOBHBIE TEOPETUYECKHE TTOJI0KEHUS U
KOHIENIHS Kypca, Jarollie cTyIeHTaM HHPOpPMAIUU, COOTBETCTBYIOIIYIO ITPOTrPaMME.

3amaua MPaKTHUECKUX 3aHATUH — pa3BUTHE y CTYACHTOB HABHIKOB IO NPUMEHEHHIO
TEOPETUYECKUX IOJOKEHUN K PEIICHUI0 MpakTHueckux 3aaad. C 3Toil menbio pa3zpaboTaHbl
3aJaHusl Ui BBINOJIHEHHS TNpakTHUecKuX paboT. OHM COCTOAT M3 337a4 U YINPaKHEHHH,
OpUEHTUPOBAHHBIX HA YCBOEGHHE TEOPETHUECKOI0 MaTepHalla U YMEHHS €ro HCIOJIb30BaTh IS
petieHus 1a00paTOPHBIX (MPAKTHUECKUX ) 3a1aHHUH.

Ha kaxaoMm mnpakTH4ecKOM 3aHSTHH OTBOIUTCS BpeMsl Uil AUCKYCCHU, B KOTOPOM
Y4YacTBYIOT JOKJIAI4YHK, IOATOTOBUBIIUI COOOIIEHNE IO KaKOil — 100 MpakTHUECKOW Mmpobdieme
MH(OPMALIMOHHBIX CHCTEM U 0a3 JaHHBIX, ero onnoHeHTHI (1 uin 2 yenoBeka), MOArOTOBUBILIKE
KOHTPapryMEHTBI, U IPYTHE CTYACHTHI TPYIIIIHL.

Hpyras ¢opma opranuzanusi paOOTbl CTYJEHTOB — 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 ¢ UCIIOJIb30BAaHUEM 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
«Opranu3anionHoe, WH(POPMALMOHHO - JOKYMEHTAI[MOHHOE o0ecredeHue AeSTeIbHOCTH
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 AJIsl TeKYLIeil U MPOMEKYTOYHOM aTTeCTAlluN

No KO,H 1 HANMEHOBAHIE HanmeHnoBanue OLICHOYHOTI'O CPEACTBA
i HHMKaTOpa Pe3ynbraThl 00yueHus Texkytii KOHTPOITH [IpomexyTouHas
arrecrauus
M[K-2.1 Opranusyer | Baanenue Bonpocut ona Bonpoc na sxzamene
JIOKyMEHTHUPOBaHUE OpraHU30BHIBATH YCmMHO20 1-11
YIpaBJIEHYECKOH JOKYMEHTUPOBaHUE (nucvmennozco)
JIeSITENIbHOCTH B | yIpaBJeHYECKOH onpoca no meme,
1 | opranmzanuu JIeSITETbHOCTH B pasoeny.
OpraHu3aluu Beinonnenue
3a0anuii camo-
OUASHOCTNUKU U
CAMOAHAU3A
[K-2.2 [lpumensier | Bnanenne  HaBbikamu | Bonpocwt 01a Bonpoc na sxsamene
WHPOPMAITMOHHbIE MIPUMEHECHUS VCMHO20 12-32
CUCTEMBI B | MHQOPMAIIMOHHBIX (nucomenHo20)
) yIpaBieHUYECKON cUCcTeM B | onpoca no meme,
JeSITENbHOCTH B | yHpaBIeHYECKOM pazoeny.
OpraHu3aIuu JIeSITEITBHOCTH B | Ananus
OpraHu3aluu NPAKmMu4ecKux
cumyayuil
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TunoBbie KOHTPOJIbHBbIE 3aJaHUSI WJIN HHbIE MATEPHAJIbl, He00X0AMMbIe 1JIsl OLleHKH
3HAHMH, YMEHHUH, HABBIKOB H (WJIH) ONBITA [ESATEJbHOCTH, XAPAKTEPU3YIOUIUX 3TAaMNbl
(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 MHDOPMALMOHHO—JOKYMEHTAIIMOHHOTO OOECIeYeHHs]  YNpaBJICHUS B
OpraHu3aIuHg.

2. PykoBonuTenb B cucTeMeE YIIPaBJICHUS OpraHU3aluu.

3. Cratyc 1 3Ha4eHHUE IeATeIFHOCTH IIOMOIIHUKA PYKOBOJHUTENS B Oduce.

4. TlotpebGHOCTEN PYyKOBOAUTENS OpraHu3aly B ”HGOpMAIUU U TOKyMEHTaXx.

5. Cucrema MHPOPMALMOHHOTO 00ECTICUYCHHS YIIPABJICHUS B OPraHU3ALUH.

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

7. DddextruBHAss MOIETb B3aHMOOTHONICHHH IOMOIIHHKA PYKOBOJHUTENS C  JEJIOBBIMA
napTHEpaMu.

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

9. I'engepHBIe 0COOEHHOCTH B OOIICHUH U TTOBEJICHUH.

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

11. [denoBoii cTuiab (MMUIK) TOMOITHUKA U CEKpeTapsi PyKOBOIUTEIIS.

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

13. Ilpe3seHTanmuu B MapKETUHTOBBIX KOMMYHHUKAIUSAX PYKOBOIHMTEISI OpraHU3alUU H
POJIb €ro MOMOIIIHUKA.

14. Ponp mMOMOIIHUKA PYKOBOJUTENS B OPraHM3aLMU W TPOBEACHUH IPOTOKOJIBHBIX
MEpOIPHUATHIA.

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

16. OmneparuBHOe obOecrieueHre pabOThl PyKOBOAUTENS C JOKYMEHTaAMHU.

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

18. Kanaubl momyueHust ”HGOPMAIIUU IS PyKOBOIUTEIIS.

19. KoHdpuneHMaabHOCTh B AEWCTBUSAX MOMOIIHUKA PYKOBOJUTEIS U CEKpETapsl.

20. TexHomormueckasi cuctema 00paboTKH KOH(GHUICHIIHAIBHBIX IOKYMEHTOB.

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

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

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

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

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

4. OOmme npuHUUIBI TNpodeccHoHalIbHOro oTO0pa. JlokymMeHTadbHOe OQopMIIeHHE
TPyZIOyCTpoOiicTBa (pe3toMme, 3asBIEHHWE O TpueMe Ha paboTy, aBToOWorpadus, TpymaOBOH
JIOTOBOD).

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

6. Pedepentckast coctapisionas 1esTeIbHOCTH MOMOIUTHUKA PYKOBOJUTENS 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. Opranu3aius KOMIBIOTEPU3UPOBAHHOTO padouero mecta. TexHudeckoe oOecreueHme
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€CIIEYeHUHN YIIPABICHMSL.

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 nadopmaiuu B pabote cekperaps ¢ KOHQHICHIMAIbHBIMHU 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 TEKYLIUM U JINYHBIM BOIIPOCAM.

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 cimyxeOHOro TenedonHoro pasroopa. OOmue pekoOMEHIANUU TI0
BE/ICHUIO TeJIE(OHHBIX IEPETOBOPOB.

26. OcHOBHBIE TTpaBUJIa MEPEIUCKHU, KaK SJIEMEHT JCJIOBOM KOMMYHUKAITUH.

30. [lenoBOro 3TUKET U UMUK IIOMOLTHUKA PYKOBOIUTEIIS.

31. IloBeneHYECKH 3TUKET IOMOIIIHUKA PYKOBOJUTEINA. DTHKA PEYEBON KOMMYHUKAIIUHU.

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

Kpurepun oneHuBanus pe3yibTaToB 00y4eHust

Ornenka Kputepuu orieHuBaHUs 110 SK3aMEHY
. OLICHKY «OTIMYHO» 3aciIy’)KMBAaeT CTYAEHT, OCBOMBIIMI 3HAHHA, YMEHWUS,
Bricokuii ypoBeHb N o
S KOMIIETCHIIMM M TEOPETHUECKU MaTepHaji 0e3 MpoOesoB; BHIOJHUBIIUN BCe
3aaHus, MPelyCMOTPEeHHbIE Y4eOHBIM IUIAHOM Ha BBICOKOM KaueCTBEHHOM
(oTmraso) YPOBHE; MPAKTUYECKHE HABBIKK MPO(HECCHOHATHLHOTO 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
c(hopMHPOBaAI MPAKTUYIECKUE HABBIKH.
IToporossrii OLIEHKY «YJIOBJIETBOPUTEIHHO» 3aCIy>KUBAET CTYJIEHT, YACTUUHO C IIpo0OenaMu
YPOBEHB «3» OCBOWBIIMI 3HAHUS, YMEHHs, KOMIIETEHIIMM M TEOPETUYECKHI Marepual,
(ymoBnerBopH- MHOTHE y4eOHbIE 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, KOMIICTCHIIMH U TEOPETUUECKUI MaTepua, yueOHbIe 3a1aHusl
(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 JIUIIAM C OTPAaHUYEHHBIMU BO3MOXHOCTSIMU 3/I0POBbSI
NPEJOCTABIISETCS JOTIOJHUTEILHOE BpEeMS JIJIs IOJATOTOBKU OTBETA HA 3K3aMEHE,

— MPU MPOBEICHUU MPOIETYPHI OLICHUBAHUS PE3yIbTATOB O0YUEHUSI HHBATUOB U JIUI] C
OTrPaHUYCHHBIMH BO3MOXHOCTSIMH 3JIOPOBBS TPEIYCMATPUBACTCS MCIIOJIb30BaHUE TEXHHUUECKUX
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 ATAIOB.

[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 11 ¢ HapYIICHUSIMH 3PEHUS:

— 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 IIeYaTHoOM (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 PITJ[, oTpakeHsl B 31eKTpOHHOM Karajore HayuHoit
oubmuorexkn KyOoI'Y mo azmpecy: http://megapro.kubsu.ru/MegaPro/Web u cootBeTcTBYIOT
HOpMaM obecrniedeHHoCTH JuTepaTypoit corsiacio ®I'OC BO 3++.

B nepedeHp BKJIIOYEHBI TOJBKO HEOOXOAMMBIE sl M3ydeHus aucuuiuiuHael 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'manpos, E. I'. Kotopoga. - Mocka: U3narensckuit gom SACK, 2021. - 470 c.

2. Teopuss W TpaKTHKa pPETYISPHOTO KaJpOBOTO MEHEDKMEHTa MpH TMepexoie Ha
AJICKTPOHHBIC JIOKYMEHTHI U ayJIUT TPYAOBBIX oTHOIIeHHH: yueOnuk / 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. - TekcT : HEMOCPEICTBEHHBIH.

3. JlokyMeHTalMOHHOE OOecieueHue YIpaBIeHUs: yYeOHUK U MPAKTHUKYM JIJIsl CPEIHEro
npodeccuonansHoro oopazosanus / M. K. Kopnees, A. B. ITmenko, B. A. Mamypues. - 3-¢ 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:
ANEKTPOHHBIN.

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. PykoBojacTBO mo auruioMaTudeckor 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. Cexpetsl crunuctuku. [IpaBuna xopomreit peun: cripaBounoe n3nanue / M. b. Tomy6.
- 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. llepuoauyeckas gureparypa

1. Hayunsrii xypHan «MenemxmenT B Poccun u 3a pyoexomy. https:// www.mevriz.ru/
2. Hayunsrit xypaan «Mapketunr B Poccun u 3a pyoesxom. http://www.mavriz.ru/

3. Hayunsrii xxypHan «uroBanuuy». 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:

«BUC» https://eivis.ru/

Onextponnas 6ubimoreka 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. 9bC «ZNANIUM.COM» www.znanium.com 5. D95C «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» (3ekTpoHHas Bepcus) https://ufn.ru/;

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

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

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

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

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

8. b1 CSD-Enterpris KemOpumxckoro nenrpa kpucramiorpapudeckux gaaasix (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 (kypuanbel, 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,
OMOXUMUH, XUMHUIECCKON WHKCHEPUH, MAaTePHAIOBEICHHS, HAHOTEXHOJIOTHH, (PU3UKH, TCOJIOTHH,
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://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.

HNudopmanuoHHbie 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. ®epepanpubiii mopTai "Poccuiickoe oopazosanue” 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/.

CoOcTBeHHBbIE JJIEKTPOHHBIE 00pa3oBaTeibHble M HH(POPMAIMOHHBIE 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 oOyueHus KyoI'y

https://openedu.kubsu.ru/

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

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

6. MeTonnueckne yKa3aHusi 1Jis1 00y4aIOIIHUXCS 0 OCBOEHUIO TN CHHUIIIMHBI (MOYJIs1)

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 MOCOOUSIM,
HAYYHBIM CTaThsIM B )KYpHaJax, a TAaKXKe C HCIIOJIb30BaHHEM pecypcoB MHTepHeT;

— CBOEBPEMEHHO BBIMOJHATH MPAKTHUECKUE 3a/1aHMs], TOTOBUTH pedepaTsl U 3cce.

CamocrosiTennbHasi paboTa CTyIEHTa - OJWH W3 BaXXHEWUIIWX HTANlOB B TOJATOTOBKE
cnenuanuctoB. OHa MPHOOIIAET CTYACHTOB K MCCIE0BATENbCKOM paboTe, o0oraiaeT onsITOM U
3HAHUSMH, HEOOXOAMMBIMH UIS TAIBHEHIIIEro MX CTAHOBJCHUS KaK CIICIHANCTOB, IIPUBUBACT
HaBBIKU PAOOTHI C INTEPATYPOH, CTATUCTUYECKUMU JTAHHBIMH.

Lenbp camocTOsITENHPHONH pabOTHI - CHCTEMATH3alWs, 3aKpeIUIeHHe M pPacHIupeHHe
TEOPETUYECKUX U MPAKTUYECKHX 3HAHUHU C MCHOIb30BAHUEM COBPEMEHHBIX MH(POPMAIMOHHBIX
TEXHOJIOTUH M JINTEPaTYPHBIX MCTOYHHUKOB. JJI1 pa3BUTHS HABHIKOB CAMOCTOSITEIIBHON paOOTHI
CTYZICHTaMH BO BPEMS CAMOCTOSITENIbHON PaOOThI BBIMOIHSAIOTCS:

— 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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https://ar.cnki.net/ACADREF
http://cyberleninka.ru/
http://www.uspto.gov/patft/
https://www.minobrnauki.gov.ru/
http://www.edu.ru/
https://pushkininstitute.ru/
http://gramota.ru/
http://www.glossary.ru/
http://dic.academic.ru/
http://www.ucheba.com/
http://megapro.kubsu.ru/MegaPro/Web
http://megapro.kubsu.ru/MegaPro/UserEntry?Action=ToDb&idb=6
https://openedu.kubsu.ru/
http://infoneeds.kubsu.ru/
http://docspace.kubsu.ru/

Pedepar wmmm scce TOTOBATCS CTYAEHTOM CaMOCTOATENIBLHO, B HHUX 0000ImIarTCs
TEOPETUYECKHE MAaTepUabl 10 HCCIEAYeMOW TeMe C WCIIOJNIb30BaHHEM MAaTepHalioB U3
CHCNUATBHON  JIUTEpaTypbl, HOPMATHBHO-NIPABOBBIX JOKYMEHTOB, CTaHAapPTU3HPYIOLIHX
paccmarpuBaemyo chepy. B comepkaHum paboT JOMKEH OBITh COOCTBEHHBIM aHAU3 H
KPUTHYECKHIA TOJIXOJ K pEIIeHUI0 Tpo0JeMbl IO BBHIOPAHHOH TeMe WCCICIOBAHHUSA,
HOI[erHJIeHHbII;'I CTAaTUCTUYCCKUMU HaHHBIMU U KOpHOpaTHBHOI;'I OTYETHOCTBO H3BCCTHBIX
Koproparuii. MaTtepuaibl JOJKHBI OBITh H3JIOKEHBI Ha BBICOKOM TEOPETHYECKOM YPOBHE, C
IMPUMCHCHUCM CTATUYCCKUX NAHHBIX U IIPUMCPOB.

CryneHTaM pEKOMEHAYETCS HEMpPEepPBhIBHO TPOBOAMTH HAy4YHBIC WCCIEIOBAHHS TIO]
PYKOBOJCTBOM Ipeno iaBaresisi Kadeapsl o n30paHHON TeMe U TOTOBUThH COOOIICHUS Ha HAYYHBIE
KOH(pepeHIHH, cTaTbil B COOPHUK MOJIOBIX UCCIIEIOBATENICH U HAYIHBIC XKYPHAIbI.

OGY“IGHHG CTYACHTOB C OIrpaHUYCHHBIMH BO3MOKHOCTAMH OPraHU3yCTCAd B COOTBCTCTBUU
¢ TpeboBaHUSIMU «METOMYECKUX PEKOMEH AN TI0 OpraHU3allui 00pa30BaTEIBHOTO MpoIiecca
JJISL O6y‘-IeHI/ISI HHBAJIMAOB W JiMl C OIpaHUYCHHBIMH BO3MOKHOCTSAMU 3O0POBbA B
00pa30BaTeNbHBIX OPTaHU3AIMIX BHICHIETO MPO(ECCHOHAIBHOTO 00pa30BaHUS» OT «8» arpens
2014 r.

B ocBOCHMHM MUCHMILIMHBI MHBAIUAAMHU U JIUI[AMH C OTPaHUYCHHBIMU BO3MOKHOCTSIMHU
3I0pOBBsI OOJBIIOE 3HAYEHHWE HMMEET WHAMBHIyalbHas y4deOHas paboTa (KOHCYJIbTAllMH) —
JIOTIOJTHUTEIIbHOE Pa3bsICHEHUE YUeOHOTO MaTepuara.

I/IH[[I/IBI/IZIyaJIBHBIC KOHCYJIbTalMM 110 HNOPCAMETY ABJIAIOTCA  BaKHBIM q)aKTOpOM,
CHOCOOCTBYIONIMM MHIWBUAYAIN3alMU OOYUYCHHS U YCTAHOBJICHUIO BOCITMUTATEIILHOTO KOHTAKTa
MCXKAY NOperoaaBaTciicM U O6y‘-IaIOHII/IMCH HHBAJILJIOM HWJIMA JIMOOM C OI'PpaHUYCHHBIMU
BO3MOYKHOCTSIMH 3JI0POBbSI.

7. MaTepuajibHO-TeXHHYECKOe o0ecrieyeHne o JUCIUIInHe (MOAYTI0)
I[Io Bcem Bugam y4eOHOH [EATENBHOCTH B paMKaxX TUCIHUIUIMHBI HCHOJB3YIOTCS

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

HaunmenoBanue OcHaIeHHOCTb CIIeHANbHBIX TToMelleHnld | IlepedeHp JTHIeH3HOHHOTO
CTICIHATBEHBIX HPOrPaMMHOTO
MIOMEIICHUH obecrieueHus

VYueOHble ayauTopun Uit | MeOeinb: 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

Jis  caMocToATenbHOW  paboThl  OOy4aromuMxcs MPeAyCMOTPEHBbI  MOMEIIECHHUS,
YKOMIUIEKTOBAaHHbBIE CHEIMATH3UPOBAHHON MeOeblo, OCHAIEHHbIE KOMIBIOTEPHON TEXHUKOH ¢
BO3MOXHOCTBIO MOJKIIOUEHUS K ceTu «HTepHeT» M o0ecrneyeHneM JOCTyIa B JIEKTPOHHYIO
UH(POPMALMOHHO-00pa30BaTEIbHYIO CPEely YHUBEPCUTETA.

17



Haumenosanue

OcHaIeHHOCTh IOMEIICHUH JIUTSI

HepequL JIMIICH3MOHHOI'O

MOMEIIeHUH ISt CaMOCTOSITETHLHOM PabOThI 00YJIAIOIIIXCS POTrPaMMHOTO
CaMOCTOSITeTTLHON pabOTHhI obecrieueHus
00yJaronmxcs
[Tomemenue st | MebGenb: yueOHas Mmebeb Microsoft Office: Word;
CaMOCTOSTENBHOM paboTel | KoMIutekT crenmanusupoannoii mebemn: | Excel; PowerPoint.
00yJaronmxcs KOMITBIOTEPHBIEC CTOJIBI
(unranbHeli 31 Hayanoit | OGopyoBaHHe: KOMIBIOTEpHAs TCXHHKA C
OMOITMOTEKH ) MTOAKTIOYCHUEM K nH(OPMAITOHHO-
KOMMYHUKAIIMOHHON ceTu «HTepHET» U
JIOCTYTIOM B ANIEKTPOHHYIO
WH(POPMAITMOHHO-00pa30BaTEIbHYIO CpERY
00pazoBaTeNpHON  OpraHuW3amuy,  BeO-
KaMepBhl, KOMMYHUKAIIMOHHOE
o0opyioBaHUE, 00CCIICUYMBAIOIICE TOCTYII K
CETH MHTEpHET (MPOBOJIHOE COCTUHECHUE U
0OeCpPOBOTHOE COCAMHEHUE IO TEXHOJIOTUU
Wi-Fi)
[Momemenue st | MebGenb: yueOHas mebenb Microsoft Office: Word;
caMocTosATeNbHON paboTel | KomrutekT cnenuanusupoBanHoii mebenu: | Excel; PowerPoint.
00yJaroIuxcs (ayn. | KOMITBIOTEPHBIE CTOJIBI
H403) OG6opyI0BaHUE: KOMITBPIOTEPHAs] TEXHUKA C

NOJKIIOUCHHEM K HMH(OpMaIMOHHO-
KOMMYHUKAIIMOHHON ceTu «MHTEepHET» U
JOCTYTIOM B JNEKTPOHHYIO
MH(POPMAITMOHHO-00pa30BaTEIbHYIO CPENY
oOpa3oBaTtenpbHONH  OpraHW3anuu,  BeO-
KaMCpPhbI, KOMMYHHUKAIIMUOHHOC
obopynoBaHue, 00eCTIeYNBAIOIIEe JOCTYII K
CeTH MHTEPHET (IPOBOIHOE COCIMHEHUE U

0eCrpOBOHOE COSUHEHUE IO TEXHOJOTHH
Wi-Fi)
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