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PaGouas mporpamma aucuuriinHbl «OpraHu3aliioOHHO-UH(POpPMAIIMOHHOE 0OecIeueHIe
NesITeIbHOCTH PYKOBOUTENS» COCTaBJI€HA B COOTBETCTBUU C TPEOOBAHUSAMU:

- ®Denepa’dbHOrO0  TOCYJApCTBEHHOTO  00pa3oBaTeNbHOTO  CTAaHAApTa  BBICIIETO
oOpa3oBanusi 1Mo HarpaBiaeHU0 MoAroToBKH 46.03.02 JIoKyMEHTOBEICHHE W apXUBOBEICHUE
(yposenwv 6axanaspuama), yTBepKIEHHOTO INpHukazoM MuHoOpHayku Poccun oT 29 okTs0ps
2020 . Ne 1343;

- Ilpukaza MunobOpHaykun Poccuum «OO0 yrtBepxknaenun Ilopsiaka opraHuzanud U
OCyIIEeCTBIIEHUS! 00pa30BaTeNbHON EATEIbHOCTH MO0 00pa30BaTEIbHBIM MIPOrPAMMaM BBICIIETO
oOpa3oBaHMsl — TporpamMmaMm OakajnaBpuara, IpOrpaMMaM CIEIHATUTeTa, MpOorpamMmam
mMaructparyps» ot 06.04.2021 Ne 245;

- yuebHoro tana I'OY BO «Komu pecmyOnukaHckas akaieMus TOCYIapCTBEHHOMN
CIyOBl W ympaBieHus» 1o HamparieHuio 46.03.02 JIOKyMEHTOBEICHHE U apXUBOBEICHUE
(yposens baxanaspuama) HaNpaBICHHOCTH (MIPodHIL) « YIpaBieHue HHPoOpMaIHeiD»;

- IIpodeccuonanpHoro cranaapra «CHenqualucT MO YHPABICHUIO TOKyMEHTaluen
OpraHu3alymny, YTBEPKIAEHHBIA MpUKAa30oM MMUHUCTEpCTBA TpyJda M COLMAIBHOM 3allUTHI
Poccuiickoit ®eneparuum 10 mast 2017 1. Ne 416H.

© Komu pecryOiikaHcKast akajaeMust
rOCy/IapCTBEHHOU CITyKObI
u ynpasinenus, 2024



PA3JIEJI 1. OCHOBHBIE CBEJIEHUA

1. Heub 1 32129 y4eOHOM TMCHUILIMHBI

1.1. I]env uszyuenus yueoHoit Oucyuniunsl

[lenpto OCBOGHHS IUCHUILUIUHBI «OpraHu3allMOHHO-UH(POPMAIIMOHHOE OOecTeueHe
NESATETLHOCTH PYKOBOJUTEIIS» SBJISICTCS W3YyYE€HHWE OCHOBHBIX MPHUHIIMIIOB OpTaHW3allud |
COBPEMEHHBIX  TEXHOJNOTUH A(PPEKTUBHOTO OPraHU3alMOHHOTO U  HH()OPMAIMOHHOTO
obecrieueHus NesATeIbHOCTH PYKOBOIUTEINSI €T0 CEKpeTapeM (IIOMOIITHIKOM).

1.2. 3a0auu yueonoii oucyuniumnsl

3amayamMu OCBOEHUS JUCHUIUTUHBI «OpraHu3alnoHHO-MHPOPMAIIMOHHOE OOeCIeueHue
JESTETLHOCTH PYKOBOIUTEISD SBIISTFOTCS:

—  paccMOTpeTb HCTOPUIO pa3BUTUS U  TPABOBBIE  ACIEKThl  CEKPETapCKOTo
nenonpou3BojicTBa B Poccuu;

— BBISIBUTH OCHOBHBIE (YHKIIMM ¥ JIOJDKHOCTHBIE OOS3aHHOCTH TOMOIIHUKA
PYKOBOJHTEIIS;

— JaTh 3HAHUS B OOJACTH JOKYMEHTHOTO CONPOBOXKIEHUS ICSITEILHOCTH MOMOIIHUKA
PYKOBOJMTEIS U €ro 0€3I0KyMEHTHONH KOMMYHUKAIIHH;

— U3y4YUTh TPeOOBAHMS K OPTaHU3AIUN CEKPETAPCKOTO OOCTYKUBAHUS;

— 00y4YuTh HaBBIKAM OpPraHU3allii CEKPETAPCKOT0 OOCITYKUBAHUS.

1.3. Buovt komnemenyuii, popmupyemoie 6 pe3yibmane 0C60EeHUA OUCUUNTUHbL

Uzyuenue «OpranuzainoHHO-1H()OpMAaLIMOHHOE oOecrieueHue JeSITeIbHOCTH
PYKOBOJIUTENSD HAIPABICHO HAa (POPMHUPOBAHUE CIEAYIOMINX KOMIETSHIUI:

1) obmenpodeccnoHanbHBIC:

— OIIK-4. CnocoGen wucnoib3oBaTh 0a30Bble 3HaHHMS B 001acTH HMH(POPMAITMOHHO-
KOMMYHHUKAITMOHHBIX TEXHOJIOTUH B c(hepe cBoel mpodecCHOHATbHOMN e TENhHOCTH;

— OIIK-5. CnocobeHn caMocTosiTeNbHO padoTaTh C Pa3IMYHBIMH HCTOYHHUKAMHU
nHbOpMallMl U TMPUMEHATH OCHOBBI HH(OPMALMOHHO-aHAIUTUYECKOW JEATEeIbHOCTH IPHU
peneHrH mpoeCCUOHATBHBIX 3a/ad.

2) npodeccruoHaNIbHbBIC:

— TIK-1. CriocobeH OCyIIeCTBIATh OpPraHU3alMIi0 JOKYMEHTHPOBAHUS YIPaBICHUYECKON
NesITeIbHOCTH B OpraHU3aIiy;

— T1K-2. Crioco0eH oCyIecTBIsATh OPTaHU3aINI0 TOKYMEHTOO000pOTa B OpraHu3aIliu.

— TIK-5. CmocobeH oOCyIIeCTBISATh OpPraHU3alMOHHOE, JIOKYMEHTAallHOHHOE |
MH(POPMaLIMOHHOE 0OecrieueHHe JAesITeIbHOCTH PYKOBOJUTENSI OpTraHU3aluu

1.4. Mecmo oucyunnunsl 6 cmpyknype 00pazoeameibHoil RPOZPAMMbL:

Huctumnuuaa  «OpraHu3aloHHO-UH(QOpPMAlMOHHOE — O0ecrieueHue  JesITeIbHOCTH
PYKOBOIUTENSD» OTHOCUTCS K Yacmu, @Qopmupyemou YYacmHUKamu o00pazo8amenbHbix
omuowenuti binoka 1 «Jluctummabl (MOIyH )» 00pa3oBaTeIbHON TPOTrPAMMBI.

2. TpeGoBanus K pe3yJbTaTaM OCBOCHUS
Y4eOHOM M CHUIINHBI

2.1. B pe3ynbrare wu3ydeHUs AUCHUIUTHHBI «OpraHu3armoHHO-UH()OPMAITMOHHOE
OGGCHG‘ICHI/IQ ACATCIIBHOCTH PYKOBOAUTCIIS 06yqafomnec;1 AOJDKHBI OBJIAACTH CIICAYHOUIUMHA
3HAaHUSAMHU, YMEHHUSIMH, COOTHECEHHBIMH C IUIAHUPYEMBIMH pe3yJbTaTaMH €€ OCBOEHHUS,



BBIPAXKCHHBIMH B HHIAUKATOPAX HOOCTHIKXCHUA 3aABJICHHBIX KOMIIETCHIIUH 06pa3013aTeJle0171

MIPOrPaMMBbI:

1) oOuienpodeccroHatbHbIE:

DopmMupyemblie Kon n Conep:xaHue HHAMKATOPA A0CTUKEHH
KOMIIETEeHI[HH HAaUMeHOBaHHeE KOMITeTeHI[H i
(xox, HHAUKATOPA
HanMEHOBaHUE MOCTHKEeHU
KOMIETEHIINH) KOMIIETeHI NI
OIIK-4. Crocoben OIIK-4. 1-1 OIIK-4.11-1.3-1. UmeeT 6a30BbIe 3HAHUA B
HCII0/Ib30BaTh UCIIOJIb3YET obnactu HH()OPMAIIMOHHBIX TEXHOJIOTHUH

0a30BbIC 3HAHUS B
obsacTu
nH(pOpMaITMOHHO-
KOMMYHHKAITHOHHBIX
TEXHOJIOTHH B chepe
cBOEH

0a30Bble 3HAHUS B
obnactu
nH(pOpMaAITMOHHO-
KOMMYHHKAITTOHHBI
X TEXHOJIOTUH B
cdepe coeit

(mporpamMMHbI€ IPOAYKTHI, UCIIOJIb3yEMbIE B
YIPaBICHUH JTIOKYMEHTAMH )

OIIK-4.11-1.Y-1. YMeeT noab30BaThCs
0a30BLIMH 3HAHUSIMH B 00JIaCTH
WH()OPMAITMOHHBIX TEXHOJOTHH (TIPOrpaMMHBIC
MPOJIYKTHI, HCTIOJB3YEMbIE B YIIPABICHUH

npodecCUOHATBLHON | MPO(ECCUOHANBHON | TOKyMEHTaMH)
NEeSATEIbHOCTH JIeATETbHOCTH
OIIK-5. Crocoben OIIK-5. U-1 OIIK-5.1-1.3-1. 3HaeT, Kak CaMOCTOSTEIIFHO
CaMOCTOSITENTEHO CaMOCTOSITENIbHO paboTaTh ¢ pa3IMYHBIMU UCTOYHUKAMU
paboTarts c paboraer ¢ uHpOpMALIUU
Pa3IMYHBIMHU Pa3IMYHBIMHU OIIK-5.1-1.Y-1. YMeeT caMOCTOATENIBHO
HMCTOYHUKAMHU HUCTOYHHKAMHU paboTtath ¢ pa3IUYHBIMH HCTOYHUKAMHU
nHpopmanuu u nHbopmauu uHbopmaIuu
NPUMEHATH OCHOBBI | OIIK-5. 1-2 OIIK-5.1-2.3-1. 3naet meToabl
MH(POPMALMOHHO- [IprMeHsieT OCHOBBI | CAaMOCTOSITENILHOM PpabOThI C pa3IUYHBIMU
aHAJIMTHYECKON UH()OpPMaIMOHHO- UCTOYHMKAMU MH(OPMALUH
JIeSITETbHOCTH TIPHU aHAJIMTUYECKOM OIIK-5.1-2.Y-1.YMmeeT nobp30BaThCs
pelIeHnn JEATENBbHOCTH IPU | OCHOBaMHU WH(OPMAITMOHHO-aHATUTHICCKOM
NpO(PECCHOHANBHBIX | pPEIleHUH JESTEIIbHOCTH U CITIOCOOHOCTBIO IPUMEHSITh UX
3a1a4 npodeccCHOHANBHBIX | B IPOo(eCcCHOHATIBHOM chepe

3a1a4

2) npodeccuon

AJIbHBIC TUCIHUIIIINHBI

dopmMupyembie Kon u Conep:kaHue HHAUKATOPA T0CTUKEHU I
KOMIIeTCHIIUH HaNMeHOBaHHe KOMIIeTeHIUH
(xonm, HHAUKATOpPA

HAUMEHOBaHHUE JOCTHKEHU I

KOMIIETEHIINN) KOMIeTeHI Ui
IIK-1. I1IK-1.1-1 [IK-1.1-1.3-1. 3naeTr npaBuia NOArOTOBKU
Criocoben UCIOJIb3YeT YIPaBJIEHYECKUX JOKYMEHTOB U BEJICHUS
OCYIIIECTBIIATh IIpaBUJIa JIEJIOBOM NEPENUCKU
OpraHH3aIfio MOJITOTOBKH
JOKYMEHTUPOBaHUS | YIIPaBIEHUYECKUX
YTPaBJICHYECKOH AOKYMCHTOB H [IK-1.1-1.Y-1. YMeeT ucnonbp3oBaTh paBuia
ACATCIILHOCTH B BEJICHHU S JIeTIOBOM MOJITOTOBKH yTIPABICHYECKUX JOKYMEHTOB 1
Opranu3anun IICPETIMCKH BEJICHHUS I€JI0BOM MEPENUCKU
TIK-2. [1K-2.1-4. Bnaneet | [IK-2.11-4.3-1. 3naeT npaBuiia dKCIUTyaTalyuu
Crniocoben IIpaBUJIaMU TEXHUYECKUX CPEACTB U METOIbI




OCYILECTBIISITh AKCIUTyaTaIlH WCTOJIb30BAaHUS TEXHUYECKHX CPE/ICTB B
OpraHU3alHIo TEXHUYECKUX JOKYMEHTAIMOHHOM O0ECIIEYeHUHN YIIPABICHHUS
JOKYMEHTO000pOTa B CpeACTB U Y apXHUBHOM JieJie
OpraHu3aliH CIOCOOHOCTh
HCIIOJIb30BaTh [IK-2.11-4.Y-1.YMeer npuMeHATh IpaBUIIa
TEXHUYECKUE 9KCIUTyaTallul TEXHUYECKUX CPENICTB U
CpeAcTBa B WCTIOJIb30BAaHUS TEXHUYECKUX CPE/ICTB B
JOKYMEHTAIlMOHHOM | TOKYMEHTAIIMOHHOM O0ECIICUCHUH yIPaBJICHUS
o0ecrieyeHun Y apXHUBHOM JIeJie

YIPABJICHUS U
apXUBHOM JIeJIe

[1K-5. Crrocoben [1IK-5.1-1 TIK-5.11-1.3-1. 3HaeT cnocoObl U METOIBI
OCYIIECTBIISATh Brnageer HaBbIKaMU | OCYIIIECTBJICHHS OPTraHU3AIMOHHOTO,
OpraHH3aIMOHHOE, OCYIIIECTBIICHHS JOKYMEHTAIMOHHOTO ¥ HH(POPMAIIHOHHOTO
JOKYMEHTAI[MOHHOE | OPTaHHU3AIMOHHOTO, | 00ECIeUeHUS IeATETbHOCTH PYKOBOIUTEIS
1 MH(POPMAITMOHHOE | JIOKYMEHTAIIMOHHOT | OpraHu3aIluu
obecrieueHne onu [IK-5.1-1.Y-1. YMmeeT ocymIeCTBIATh
JEATEILHOCTH MH(POPMALMOHHOIO | OpraHU3alMOHHOE, JOKYMEHTAIIHOHHOE U
PYKOBOJUTEIS obecrneucHuUs nH(OPMAIIMOHHOE 00ECTICUCHUE ACSITeTLHOCTH
OpraHH3aI|H JEATEILHOCTH PYKOBOJUTEIISI OpraHU3aI[uN
PYKOBOJUTEIIS
OpraHH3aIiH

2.2. 3amaHUpOBaHHBIC PE3yJbTaThl OOYYEHHUS IO JUCHUIUIMHE «OpraHu3amuoHHO-
MHPOPMALMOHHOE 0OecrieueHIe NeSITETbHOCTH PYKOBOIUTEIIS:

JIOJDKEH 3HATh:

— HH()OPMAIIMOHHO-KOMMYHHUKAITMOHHBIX TEXHOJIOTUHN JIUIS PEIICHUS CTaHJAPTHBIX 3aa4
po(heCcCHOHATILHOM JIeATSITBHOCTH,

— Kak CaMOCTOSITENIbHO paboTaTh C PA3IMYHBIMA HUCTOYHUKAMHU HH(POPMAIMH IS
3¢ (}EKTHBHOTO  OPraHM3allMOHHOTO W WH(POPMAIMOHHOTO OOCCICUEHHUs JeSITEeIbHOCTH
PYKOBOJIUTEIIS;

— TpaBHJIa MOJATOTOBKH YIIPABJICHYCCKUX TOKYMEHTOB U BEJICHUS JCIIOBOM MEPETHCKH;

— TIpaBWJIA IKCILTYaTallUU TEXHUYECKUX CPEACTB M METOJIbI HCIIOJIb30BAHUS TEXHUYICCKIX
CPEJICTB B JIOKYMEHTAIIMOHHOM O0ECIICUYCHUH YIIPABIICHUS U apXHUBHOM JICIIC.

JloikeH yMmeTs:

— IIOJIB30BaThCs 0a30BBIMH 3HAHHMSIMH B 00JIACTH HMH(DOPMAIMOHHBIX TEXHOJOTHH IS
pelIeHUsT CTaHAAPTHBIX 3a/1a4 MPOPECCHOHATBHON ACSITETLHOCTH TIOMOIIHUKA PYKOBOIUTEIS
(OpraHu3oBBIBaTh JICJIOBYI0 KOMMYHHMKAI[UIO, KOMAaHJIUPOBKH PYKOBOIUTEINsS (OpOHHpOBaHHE
OWJICTOB, TOCTUHUI] U T.J1.) ¥ T.11.);

— CaMOCTOSITEIILHO PabOTaTh ¢ Pa3IMYHBIMH HCTOYHUKAMU UHGOPMAITUH;

— TIOJIb30BAaThCS OCHOBAMH HH(OPMAIIMOHHO-aHATUTHYECKON JCSITeFHOCTU "
MPUMEHATh MX B MpodeccHoHaIbHON cdepe, B TOM 4YHCIIE M IMOUCKAa HHDOpMAIMH |
COCTaBJICHUS AHATUTHYECKUX CIPABOK;

— WCIMOJB30BaTh MpaBuia IMOATOTOBKH YIPaBICHYECKMX JIOKYMEHTOB (B TOM 4YHCIIC
MIPOTOKOJIOB | JIP.) Yl BEJICHUS JICIIOBOU MEPETIHCKHU.

3. O0béM yueOHOH TUCHUIJIMHBI

Ounasi popma 00yueHus

Pacnipenesienue yueGHoro

Buani yueoHoii padoThl
AbLY p BpeMeHH

Konmaxmuaa paboma 56,35




AynuTopHble 3aHATHUS (BCEro): 54
Jlexyuu 18
Ilpakmuueckue 3anamusi 36
Jlabopamopnuvle 3anamus -
IIpomexyTouHas aTTecTanus 2,35
Koncynomayus neped sxzameHom 2
Oxzamen 0,35
3auem -
Konmponvnas paboma -
Pyxosoocmeo kypcosoii pabomoii -
Camocmoamensnan paboma 125,65
Camocmosmenvras paboma 6 meyeHue cemecmpa 89,65
Iloocomoska KOHMPOILHOU pabomwl
Hanucanue xypcosoui pabomol
Ilooecomoska k npomedxcymouHol ammecmayuu 36
Bup Texyieii arrectanuu TeCT
Oowas mpyooémkocme OUCUUNIUHDL:
uacwl 180
3a4émuvle eOuHUYbL 5

OuHo-3204Has popma o0yueHUs

Buabl yueOHoli padoTsI

Pacnpeueﬂenne yqeﬁﬂoro

BpeMeHU
Konmaxmnuaa paboma 24,35
AynuTOpHBIE 3aHATHUS (BCEro): 22
Jlexyuu 10
Ilpakmuueckue 3anamusi 12
Jlabopamopnuvle 3anamus -
IIpomexyTouHas aTTecTanus 2,35
Koncynomayus neped sxzameHom 2
Dxzamen 0,35
3auem -
Konmponvnas paboma -
Pyxosoocmeo kypcosoii pabomoii -
Camocmoamensnan paboma 155,65
Camocmosmenvras paboma 6 meyeHue cemecmpa 146,65
Iloocomoska kKOHMPOILHOU pabomwl
Hanucanue xypcosoui pabomol
Iloocomoska k npomedxcymouHol ammecmayuu 9
Bup Texyieii arrectanuu TECT
Obuaa mpyooémkocms OUCUUNIAUHDL:
yacwl 180
3auémmuvle eOUHUYb 5

4. ConeprkaHue pa3aesioB U TeM Y4eOHOM IUCHUTIIUHbBI
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HanmenoBaHue TeMbl y4eOHOI
AUCHHUILIMHBI

Conep:xanue TeMbl

Tema 1. OpraHu3anOHHO-IIPABOBBIE
acIeKThl JIESATEIbHOCTH ITOMOIIHUKA
PYKOBOJUTENS

(OIIK-5, TIK-1, TIK-5)

JIoKHOCTHAsI MHCTPYKIIMSI IOMOLIIHUKA
pykoBoauteiis. OCHOBHbIE TPUHIUIIBI COCTABIICHUS
JOJDKHOCTHOW MHCTPYKLIMU COTPYHHUKA C
(GYHKIIMOHATIBHBIMU 00S3aHHOCTSIMHU CEKpeTapsi

Tema 2. KBanudukannoHsasie
TpeOOBaHMS,  TpenbsSBISEMBIE K
CEeKpeTaplo, MTOMOIIHUKY
PYKOBOAWTEIS, ouc-menemxepy

(OIIK-5, TIK-1, TIK-5)

Cekperapckast cimyxx6a B  Poccum  mepuona
MIPUKA3HOTO JIEJIONPOU3BOICTBA. Pa3Butne
cekperapckoit ciyx0bl B Poccun XIX — Havane XX
Beka. Opranm3zanusi cekperapckoro aena B CCCP.

KBanndukanronnsle TpeboBanus. JlenoBble U
JUYHBIE KayecTBa, HEOOXOIUMBbIE MOMOIHUKY
pykoBomutens. OOmue dYepTbl W pa3Nuuus B

GYHKIUSAX CeKpeTaps, MOMOIIHUKA-PYKOBOIUTEIS,
oduc-MeHepKepa.

Tema 3. Opranu3zanusi TOBCEIHEBHON
ACATCIIBHOCTHU pyKOBOI[I/ITGJISI

(OTIK-4, OTIK-5, TIK-5)

OO0s3aHHOCTH CceKpeTapsi MO OpraHu3aluu paboOThI
PYKOBOJUTEIIS. CocraBnenue IJ1aHa JHS
pPYKOBOIUTENS, B TOM 4YHCIE B IPUMEHEHHEM
MH(POPMALMOHHBIX TEXHOJIOTHIA

Tema 4.
OCETUTEIIEN
(OIIK-4, OIIK-5, TIK-1, TIK-5)

Opranmszanusa  npuema

Benenwne xypHana ydera mocetuteseil B OyMaxHOM
U anekTpoHHOU (opme. [IpaBuna BcTpeuu, mojaadu
qasi U Kode

Tema S. [IpoBenenue coBemanuii
(OIIK-4, OIIK-5, TIK-1, TIK-5)

Opranmzanus coBemanus. CocTaBlieHHE TMOBECTKH
nHs. BemeHuwe KpaTKoro W TIOJHOTO IMPOTOKOJA
COBEIIAHUA

Tema 6. JIOKyMEHTUPOBAHKE
OBCEIHEBHON NEITEILHOCTU
(OIIK-4, OIIK-5, IIK-1, [IK-2, I1K-5)

[ToaroroBka JIEJIOBBIX MIHACEM, TEJIErpPaMM.
[TonrotoBKa W  pa3MHOXKEHHE  HEOOXOJIMMBIX
NOKyMEHTOB. JKypHallbHas M aBTOMAaTH3MPOBaHHAas
peructpauus JOKyMEHTOB. KOHTponp 3a cpokamu

UCTIOJTHEHUS JTOKyMEHTOB u HOpy4eHHH

PYKOBOJUTEIIS

BeissBneHne THma e7IOBOM  MOE3JKH, TIOKYITKa
Tema 7. OpraHuzanms JeJIOBBIX

OMIeToB, 3aKa3 TOCTUHHMIIBI Yyepe3 MH(OpMAIMOHHO-
TTOC3AOK PYKOBOANT I KOMMYHUKAIIHOHHBIE ceTu Odopmenue
(OTTK-4, OTIK-5, ITK-5) Y ' p

JOKYMEHTOB, HCOOXOIMMBIX JUIsi KOMaHIUPOBKH
Tema 8. besnoxymenTHas | [IpaBuna  BeneHuss — Tesne(OHHBIX  pa3rOBOPOB.
KOMMYHHKAIHS Odopmiienne TenedhoHOTpaMMbI

(OIIK-4, OIIK-5, IIK-1, TIK-5)

Tema 9. [IpuMeHeHNE HOBBIX
TEXHOJIOTMI OpraHnu3aluOHHO-
nH(pOPMAITMOHHOTO 00eCTIeUeHUS
NEeSATEIbHOCTH PYKOBOAUTEIIS
(OIIK-4, OIIK-5, TIK-2, TIK-5)

DJeKTpOHHBIE OpraHaiizepbl. ABTOMaTU3UPOBAHHbBIE
CUCTEMBI I€JIONPOU3BOICTBA, TEXHUYECKUE
CpeICTBa, HEOOXOIUMBbIE TIOMOIIHUKY PYKOBOJIUTEIS

5. YueOHO-MeTOoAMYeCKOEe M HH(POPMALMOHHOE o0ecnieueHue Y4eOHOM M CUMILINHBI

1. UrnatoB U.A. OpranuzaninoHHO-UH(OpPMAIIMOHHOE O0ECleYeHUue JIeATeIbHOCTH
pykoBoguTens : yued.-meroa. nmocobue / M.A. Urnatos, U.A. TiokaBuna. — CeikTbhiBKap: ['OY
BO KPAI'CnY, 2022. — 126 c.

5.2. /lonoanumenvnas numepamypa:
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nocobue / B.A. Apacnanoga. —  Mockaa: Hupext-Memna, 2013 // -
URL: http://biblioclub.ru/index.php?page=book&id=137706.

2. I'punbepr, A.C. lokymenTtanmonHoe ooecrieuenue ynpasieHus / A.C. ['purbepr,
H.H. T'op6aués, O.A. Myxamerimaa. — Mocksa : FOuutu-Jlana, 2015. — 391 c. : ta6m., rpad.,
un., cxembl — Pexum poctyma: mo moammcke. — URL: http://biblioclub.ru/index.php?
page=book&id=115031.

3. Ky3snemnos, C.JI. CoBpeMeHHbBIE TEXHOJOTHH JOKYMEHTAIIHOHHOTO OOeCredeHus
ynpasienus: yue6. mocodbue / C.JI. Kysueuos; mox pen. T.B. KysnemoBoil. - Mocksa:
Wznarensckuit jom MOU, 2010.

4. Kymnup, O.H. OCHOBBI OKYMEHTHPOBAHHUS YINPAaBIECHYECKOH JeATETbHOCTH:
yue0. nocodbue no crneuxkypcy / O.H. Kymnup, M. B. Kymnup; Komu pecny6nukanckas aka.
roc. ciayxO0sl u ynpasnenus. - CoikteiBKap: M3a-s8o KPAI'CuVY, 2009. - 77 c.

5. Kymaup, O.H. [IucemenHbIe e0BbIe KOMMYHHKAIMU: y4eb. mocodue / O. H.
Kymnup, M. B. Tonmuka; Komu pecnyOnukaHckasi akai. roc. CIyKObl M YIpaBlICHHS. -
CroixteiBkap: M3a-so KPAT'CuY, 2013. - 120 c.

6. Poroxxun, M. lO. JlenoBele AOKyMEHTHI B NpuMepax U oOpasuax: COOPHHUK
TUnoBbIX JoKyMeHTOB / M. 1O. Poroxun. — Mocksa ; bepnun : lupekr-Menua, 2014. — 496 c. :
wi. — Pexum gocryma: mo moamucke. — URL:  https://biblioclub.ru/index.php?
page=book&id=253701.

7. Poroxxun, M.1O. JlenonpousBonactso: kypc gekuuii / M.IO. Poroxxun. — Mocksa ;
bepmun : JIupexr-Menua, 2014. — 229 c. : un. — Pexum goctyna: mo noamucke. — URL:
http://biblioclub.ru/index.php?page=book&id=253702.

8. Poroxxun, M.IO. JloxymeHtarmonHoe oOecreuenue ympasiaeHus / M.IO.
Poroxun. — Mocksa ; bepnun : [{upekr-Meaua, 2014. — 398 c. : un. — Pexxum nocryna: mno
noanucke. — URL: http://biblioclub.ru/index.php?page=book&id=253705.

9. Cronspos, FO. H. Jlokymentonorus : yuebnoe mocodue / KO. H. Cronsipos ;
OpJ10BCcKUH TOCYAApCTBEHHBIA NHCTUTYT UCKYCCTB U KyJbTyphl. — Open : ['opusonT, 2013. — 370
c. : wmi — Pexum pgocrynma: mo mnoammcke. — URL: https://biblioclub.ru/index.php?

page=book&id=276208.

5.3. Dnexmponno-oudAuOMeEunan cucmema:

1. DnekTpoHHO-OMOMMOTEUHasT cHUCTeMa «YHHBEPCHUTETCKas OMOJMOTEKa OHIIAHY
(www.biblioclub.ru).

2. HammonanbeHas snexktporHas onodnuoteka (https:/H30.pd).

5.4. Ilpogpeccuonanvnuvie d6azvt 0anHBIX, UHPOPMAYUOHHO-CRPABOUHBIE U NOUCKOBbLE
cucmemul:

1. CnpaBouHo-TipaBoBasi cuctema «l apanT.

2. CnpaBouHo-npaBoBas cucrema «Koncynbrant ITnrocy.

3. DIeKTpOHHO-OMOIMOTEUHAsT CcHUCTeMa «YHUBEPCHUTETCKass OHOJMOTEKa OHJIAHY
(www.biblioclub.ru).

4. HayuHnas snexkTpoHHas onbauoreka (www.e-library.ru).

5. HammonanwHas snexktponHas oudnmoreka (https:/mH36.pd).

5.5. Pecypcol ungpopmayuonno-meneKoMmyHuKayuonnoi cemu «Mumepnemy:
ITopran PRO-pmenonpousBoacTBo. KypHanm g PYKOBOAUTENEH, CEKpeTape,
nenonpousBoauteneii (https://www.sekretariat.ru/)

6. CpexacrBa obecnieueHUs1 OCBOCHUS
Y4eOHOH AUCUUTIMHBI


https://xn--90ax2c.xn--p1ai/

B ydeGHOM mporecce mpu peanuzanuu ydyeOHOM IuCHUIIMHBI «OpraHu3aluoHHO-
MH(POPMALIMOHHOE OOECIEeUYeHNUE IEeSATEIbHOCTH PYKOBOIUTENSD HCIOJIB3YIOTCS CIIEAYIOLINe

MIpOrpaMMHBIE CPEJICTBA:

Hughopmayuonnvie
mexHono2uu

Ilepeuens npozpammnozo obecneuenus u
UHPOPMAYUOHHBIX CRPABOUHBIX CUCEM

OducHpl TakeT 7151 PabOTHI
C TOKyMEHTaMH

Microsoft Office Professional

CB00OIHO pacpoCTpaHsseMOe IPOrPaMMHOE 00ECIICUCHHE
Only Office.
https://www.onlyoffice.com

HNudopmanmnonHo-
CIPaBOYHBIE CHCTEMBI

CHpaBO‘IHO—HpaBOBaﬂ CHCTCMa ((KOHCYJ'ILTaHT I1arocy»

CrnpaBouyHo-nipaBoBas cuctema «['apanT

DIEeKTPOHHO-OMOITNOTEYHbIE
CUCTEMBI

OBC «YHuBepcurerckas OMOIMOTEKA OHJIAWH)

Hanmonanenas snexktponnas 6ubauoreka (https:/H30.pd) (B
3panuu 'OY BO KPAT'CuY)

Hayunas snextponnas 6ubmmoreka «KubepJlennnkay
https://cyberleninka.ru

Poccuiickas HaydHast 2JICKTpOHHAst OMOIMOTeKa
https://www.elibrary.ru

BHCKTpOHHaH I1o4Ta

:‘)HGKTpOHHaH 104Ta B JOMCHC krags.ru

CpencTsa it Opranu3aiuu
BEOMHAPOB, TEJIEMOCTOB U

CepBuchl BeO- 1 BUICOKOH(DEPEHIICBS3H, B TOM YHUCIIE
BigBlueButton

KOH(epeHIHH

ConpoBOXkICHHE OCBOCHHUS TUCIUIUIMHBI 00YYAIOIIUMCS BO3MOXKHO C HCIIOJIb30BaHUEM
ANIEKTPOHHOU HH(pOopMaImoHHo-oopazoBatenbHor cpenbl 'OY BO KPAI'CuY, B Tom uucie
oOpazoBarensHOro noprana Ha ocHoBe Moodle (https://moodle.krags.ru).

7. MaTepuaibHO-TeXHUYeCKoe o0ecneyeHue
OCBOEHUSI YUeOHOH TMCUMILIHHBI

I[Ipu mpoBemenuu  y4yeOHBIX 3aHATHH 1o  auciummHe  «OpraHu3anoHHO-
MHPOPMALIMOHHOE O0ecleYeHne IesTeIbHOCTH PYKOBOAUTENS» 3a/1eHCTBOBaHA MaTepUalIbHO-
TeXHUuYeckasg 0a3za, B COCTaB KOTOPOM BXOJAT CIEAYIOIIUME CPEICTBA M PECypehl Ul
OpraHu3alK CaMOCTOATEILHOM U COBMECTHOM pab0Thl 00yYarOLIMXCs C IIPENoiaBaTeleM:

— CHelUaJIbHblE MOMEUICHMs IJIs pealu3aliy JaHHOM JUCLMIUIMHBL IPEACTaBISAIOT
coOOi ydeOHble ayJUTOpUU JUId TPOBEJIEHMs 3aHATHHA JIEKLMOHHOIO THIIA, 3aHATHH
CEMHHApPCKOI'0 TUIIA, KypCOBOI'O MPOEKTUPOBAHUS (BBIIIOJIHEHUS KYPCOBBIX paboT), rpyHIIOBBIX
U MHIUMBUAYAIBHBIX KOHCYJbTallUH, TEKYLIEr0 KOHTPOJSA M IPOMEXYTOUHOW aTTecTaluu, a
TaKXKe TIOMEIIEHUS JJIi CaMOCTOATENBbHOM paboThl M TOMENICHHS sl XpaHEHUus U
NpopUIAKTUYECKOTO OO0CIy)KuBaHUs YydeOHoro oOopynoBaHus. CrenuanbHble HNOMEIIEHUS
YKOMITJIEKTOBAHBI CIIEIUATU3UPOBAHHON MEOENbI0 W TEXHUYECKHMMH CPEICTBAMH OOy4YCHHS,
CITy’KaIllUMU JUIs TIpeJICTaBlIeHs yueOHOH HH(OopMay 00JIbIIONH ay TUTOPUU.

Jns  mpoBeneHus — 3aHATHHA — JIGKUMOHHOTO — THIA  TMpEAJaraloTcst  HaOOpHI
J€MOHCTPALlMOHHOTO 000pyAOBaHMs U Yy4yeOHO-HAIJSAHBIX THocoOuii, olecrneunBaroiye
TEMaTUYECKHUE WILTIOCTPALIH;

— TOMEILEHUE JUIsl CaMOCTOSITENbHOM paboThl 00yYarOIMXCs OCHALIEHO KOMIIBIOTEPHOM
TEXHUKOW C BO3MOXKHOCTBIO IMOJAKIIOUEHUS K ceTH «VHTepHET» M obecrneueHueMm JocTyna B
3JIEKTPOHHYIO HHPOPMALIMOHHO-00pa30BaTENIbHYIO Cpely OpraHu3aluy;

— KOMIIBIOTEPHBIE KJIaCcChl, OCHAILICHHBIE COBPEMEHHBIMHU [IEPCOHANIBHBIMU KOMIIBIOTEPAMH,
paboTalImMMHU 1O  YMNPaBICHHEM  ONEpPallMOHHBIX  cucTteM  Microsoft ~ Windows,
00BETMHEHHBIMHU B JIOKAIBHYIO CETh U UMEIOIIUMU BbIX0/ B IHTEpHET;


https://xn--90ax2c.xn--p1ai/

— Oubnuoreka  AkaJeMHM, KHIWKHBIH  (OHJI  KOTOPOHl  COAEpKUT  HAy4yHO-
HCCIIEIOBATEIBCKYIO JIUTEPATYPy, HaydHBIC )KYPHAIBI M TPYAbl HAYYHBIX KOH(PEPEHIINH, a TaKKe
YHUTaJbHBIN 3alT;

— cepBepHOE 000pyI0BaHUE, BKIIFOYAIOIIEE, B TOM YHCIIE, HECKOJIBKO cepBepoB cepun IBM
System X, a Take BUpTyallbHBIE CepBepa, paboTaroliue IOJ YHpPaBJICHHEM OIepallMOHHBIX
cuctem Calculate Linux, BxmrouerHoi B Peectp Poccuiickoro 10, u Microsoft Windows Server
U CITy’KalIMMHU JUTSL Pa3MELICHUsT pa3InYHbIX CEPBUCOB U CIYXKO, B TOM 4HCIe s oOecreueHus
pabotel CYBJI MySQL u MS SQL Server;

— CeTeBOe KOMMYTAllMOHHOE 00O0pyJoBaHue, obecreunBaroiee padoTy JOKaIbHOH CeTH,
IIpeloCTaBlIeHne JocTyna K ceTu Internet ¢ obmielt ckopocThio noakiatodeHust 10 Mour/cek, a
Takxe padoty OecnipoBogHOro cermenra cetu Wi-Fi B moMenieHusx AkageMuu;

— UHTEpaKTUBHbIE HH(POpMaLIMOHHBIE KHOCKU «HPOY;

— MporpaMMHbIE U anlapaTHbIE CPEJICTBA Ul IPOBEICHUS BUICOKOH(EPEHIICBS3H.

Kpome Toro, B 00pa3oBaTeiqbHOM MpoOIEecCe OOYYAIOUIMMHUCS MIMPOKO HCIIONB3YIOTCS
CIICAYIOIINE HIIEKTPOHHBIE PECYPCHI:
— cucrema Internet (ckopocTh oaKIFOYeHHUS — 5 MOuT/CeK);

— caift www.krags.ru;

— OecmpoBonHas cetb Wi-Fi (B oTKpbeITOM AOCTYTIE).

KonkpeTtHble  momemieHus Ui OpraHu3aliMi  OOy4YeHHs 1O  JAUCIMILIAHE
«Opranu3aioHHO-MH()OPMAITHOHHOE obecrieueHue JIESATEIIBHOCTH PYKOBOJUTEIS»
npencraBieHsl B CrpaBke O MaTepuaIbHO-TEXHUYECKOM oOOecredeHHuH 00pa3oBaTebHOMN
IIPOrpaMMBbl 110 HalpaBieHHI0 MoAroToBku 46.03.02 JoKkyMEHTOBENEHHE M ApXUBOBEIECHUE,
c(OpPMUPOBAHHON B COOTBETCTBMM C PACIHCAHUEM YYEOHBIX 3aHATUH M MPOMEKYTOUHOU
atTtecranuu u nmacrnopramu kabunetoB 'OY BO KPAI'CuV.

PA3SJEJ II. METOANYECKHUE MATEPHUAJIbBI

BaxxnelmM ycioBreM yCIEIHOT0 OCBOSHHS MaTepualla sBJsieTcs INlaHOMepHasi paboTa
oOydJaromerocsi B TEYCHHE BCETO IEPHOAa W3YYEHUS IUCIHMIUIMHBI, MMO3TOMY TOATOTOBKY K
TEKyIeH 1 MPOMEXYTOYHOM aTTeCTalluy 10 AUCIUILIMHE CIeyeT HaYuHATh C TIEpBOTO 3aHATHUS.
OOyuyaromiemycsi HEOOXOAMMO  O3HAKOMHUTbCS €O  cleayiomeil  yueOHO-MeTOAUYEeCcKOM
JOKyMEHTAllMe: MNporpaMMOil AMCUUIUIMHBI, TEepeYHEeM 3HaHUM W YyMEHMH, KOTOpPBIMHU
o0ydJaroImuicsl JODKEH BIA/ETh; CONEPKAHWEM IUCIHUILIMHBI, B TOM YHCJIE MPAKTHUICCKHX
3aHATUM M 3aJjaHUN JJIS1 CaMOCTOSITETIbHOM pabOThl; BUAAMHU TEKYIIETO KOHTPOJS; Y4eOHBIMU
WA y9eO0HO-METOINYECKHUMHU TOCOOMSAMHU IO JUCIUIUTUHE; DJIEKTPOHHBIMH PECypcaMu 10
JTUCLUIUIMHE; (OHIOM OIIEHOYHBIX CPEACTB MO AUCLUIIINHE.

Iloozomoexa K NeKYUOHHBIM 3AHAMUAM

B xone nexuuii npenoaBaresb U3araeT U pa3bsCHIET OCHOBHBIE U HaUOOJIEe CIOXKHBIE
MIOHATHUS TEMBI, a TAK)KE CBSI3aHHBIE C HEH TEOPETHUECKUE M MPAKTHYECKHE MPOOJIEMBI, TAaeT
PEKOMEHAALMH 10 TOJATrOTOBKE K MPAKTHUYECKUM 3aHATHIM U CaMOCTOATENbHOM pabote. B xone
JICKITMOHHBIX 3aHATHI 00ydJaronieMycst ciaelyeT BECTH KOHCIIEKTUPOBaHHE y4eOHOTO MaTepHraa.

C uenpto obecrievyeHus: YCIEIHOro OOy4eHus: oOydyaromMHCs JOJDKEH TOTOBUTHCA K
JIEKIINH, OHA SIBIIICTCS BaKHEHIIeH popmMoil opranuzanuu yaeOHOTo mporecca, MOCKOJIbKY:

— 3HAKOMMT C HOBBIM Y4EOHBIM MaTE€pPHAIIOM;

— pa3bACHSET yueOHbIEC AIEMEHTHI, TPYAHbIC /U1 HOHUMAHHUS;

— cHCTEeMaTH3HpyeT Y4eOHBIH MaTepHa;

— OPUEHTHUPYET B y4eOHOM IpoIiecce.

[Ipu moAroTOBKE K JEKIIMU HEOOXOIUMO:

— BHUMATEJIBHO NMPOYUTATH MaTEPUa MPEIbITYIICH JTSKIIUH;

— y3HaTh TeMy NpeCToALIeH JeKuuu (U3 paboueil mporpaMmbl AUCIUILINHBI);

— YSACHUTb MECTO U3y4aeMoil TeMbl B CBOEH Mpo(ecCHOHANBHOM MOITOTOBKE;
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— 3amnucaTb BO3MOXKHBIE BOIPOCHI, KOTOpble OOydaroluiics IpeanojaraeT 3aaaTh
MIPEIoIaBaTelIio.

Iloozomogka K 3anamuam cemunapcKkozo muna

DTOT BUJI CAMOCTOSATEIBHOM PabOThI COCTOUT U3 HECKOJIBKHUX 3TAIOB:

1) moBTOpeHHe M3y4yeHHOro Matepuaina. J{Jast 3TOro MCMoyIb3yIOTCS KOHCIEKThI JIEKIUH,
pEeKOMEHI0BaHHAsi OCHOBHASI U JOTIOJTHHUTENbHAS JINTEPaTypa;

2) yrayOsenue 3HaHui 1mo Teme. HeoOxonumo mmeromuiicss MaTepuall B KOHCIIEKTaX
JeKIMA, Y4eOHBIX mMocoOMsIxX audQepeHIpoBaTs B COOTBETCTBHM C IIyHKTAMH IIJIaHA
MPaKTUYeCcKOro 3aHATUs. OTIENBbHO BBITUCATH HESCHBIE BOIPOCHI, TEPMHHBIL. JIyulie 310 nenath
Ha TOJIIX KOHCTIEKTA JIEKIIUH;

3) BBINOJIHEHNE PAKTUUECKUX 3aJaHUH, TOATOTOBKA K JOKIALy U JIp.

[Ipu moAroToBKE K MPAKTUYECKOMY 3aHATHIO PEKOMEHAYETCS C IIeNIBI0 MOBBIIICHUS UX
3¢ peKTUBHOCTH:

— YAENSATh BHUMaHHE pa300py TEOPETHUYECKHX 3a/1a4, 00CYKIaeMbIX Ha JICKIHAX;

— yIensTh BHMMaHHE KPAaTKOMY IOBTOPEHMIO TEOPETHUECKOro Marepuasna, KOTOpBIH
MCTIOJIB3YETCS MIPH BHITIOJHEHUH MTPAKTHYECKUX 3aJaHUH;

— OCYLIECTBIIATh PETYJSPHYIO CBEPKY JOMAIIHUX 3aJaHH;

— CTaBUTH MPOOJIEMHBIE BOIIPOCHI, 0 BO3MOXKHOCTH MCIIOJIB30BATh MPUMEPHI U 33/1a4H C
MPAaKTUYECKUM COJCPKAHUEM.

[Ipu pazbope npuMEpoB B ayAMTOPUH WM TPH BHIIOJHEHUH JIOMAITHUX 33JaHUN
11eJ1ec000pa3HO Kax/Iblii I1ar 0O0CHOBBIBATH TEMU WJIM MHBIMH T€OPETUYECKHUMHU MOJIO0KEHUAMHU.

st obecriedeHnst CHCTEMAaTUIECKON U PETYJISIpHONM pabOThl IO U3YyUEHHIO TUCIIUTUTHHEI
U YCIEUIHOTO MPOXOXKICHHUsS TEKylled M TNPOMEXYyTOUHOH aTTecTaluu oO0ydarouiemycs
PEKOMEHAYETCS IPUICPKUBATHCS CIEAYIOMIETO TOPsIIKa O0yUCHHMS:

1) onpenenuTs 00bEM BpeMEHH, HEOOXOJUMOT0 7Sl MPOPAOOTKU Kax10i TeMbl;

2) peryispHO M3y4aTh KaKIyl0 TeMy IUCHUIUIMHBI, HCIIONB3YS pa3iudHble (HOpMBI
WH/IMBUYalIbHOU paboThI O JUCLUIUIMHE;

3) cornacoBBIBaTh C MPETOAaBaTeNIeM BUbI pabOTHI 110 U3YYCHUIO JUCIUTUINHBL,

4) mno 3aBeplICHHM OTAEIbHBIX TEM CBOEBPEMEHHO IIepe/l1aBaTh BbINOJIHEHHbBIE
WH/IMBUyaIbHbIE PaOOTHI MPETI01aBaTENIO.

Opzanuzayusa camocmoamenvHoil padbomol

JUIi TEOpeTHYecKOoro W TMPaKTHUYECKOTO YCBOSHHS IMCHUIUIMHBI OONBIIOE 3HAUYCHUE
UMeeT caMocTosTeNlbHas pabora  oOyyaromuxcs, KOTOpas MOXET  OCYILECTBIIATHCS
UHAMBUAYAJIbHO W T1OJ  PYKOBOJACTBOM ImpenogaBaTensd. CamocrosiTenpHas — padboTa
o0yyaroIerocsi sBJseTCS OCHOBHBIM CPEJICTBOM OBJIA/IEHUS Yy4€OHBIM MaTepualoM BO BpeMms,
CBOOOJHOE OT 00s3aTENbHBIX YUEOHBIX 3aHATHH, UTO MPEAIoaraeT CaMOCTOSTENIbHOE N3yUeHHUE
OTACNbHBIX TEM, JOMOJHUTEIbHYIO TOJATOTOBKY K KaXJIOMy IPAaKTHYECKOMY 3aHATHIO.
CamocrosrenbHass pabora 0O0ydYaromuxcs SBISETCS BaXHOW (GopMoil 00pa3oBaTeIbHOTO
nporecca. OHa peann3yercs HEMOCPEICTBEHHO B XOJ€ ayAUTOPHBIX 3aHATHH, B KOHTaKTHOM
paboTe c mperogaBaTreleM BHE PAMOK pacmucaHus, a Takke B OuOmmorexke wnm B DUOC
aKaJIeMuH, ITPH BBINOJIHEHUH 00y4YarOIMMCsl yUeOHBIX 3a/laHUi.

Henb camocTosiTensHOW pabOTHl OOYYAIOIIMXCS COCTOMT B HAYYEHHUH OCMBICICHHO H
CaMOCTOSITENILHO paboTaTh CHayaja ¢ y4eOHbIM MaTepuasioM, 3aTe€M C HayyHOW MH(popmanueil.
[IpaBuabHO OpraHM30BaHHAs CaMOCTOsTENIbHAs padoTa TO3BOJIIET 3aJOKUTh  OCHOBBI
CaMOOpraHU3allMM ¥ CaMOBOCIHUTaHMUs C TeM, 4YTOObl NPUBUTH YMEHUE B JaJbHEHIIEM
HETPEPHIBHO TOBBINATH CBOIO KBAaTU(HKAIMIO, YTO OyIeT CrocoOCTBOBaTH (POPMUPOBAHHUIO
npodeCCUOHATBHBIX KOMIIETCHIIMA Ha JIOCTaTOYHO BBICOKOM ypoBHe. llpum wu3ydenun
JIMCUMIUIMHBL OPTaHU3alys CaMOCTOSITEIbHON pPabOThl OOYYAIOUIMXCS MPEACTABISET COOOM
€IMHCTBO TPeX B3aUMOCBSI3aHHbIX (OpM:

1) BHeayIuTOpHAs caMOCTOSITENIbHAs paboTa;
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2) ayauTopHas  caMoCTOsiITeNbHast — paboTa, KOTOpas  OCYLIECTBISETCS  I0J]
HENOCPEACTBEHHBIM PYKOBOJICTBOM IPEINOJIaBaTeNsl MPU MPOBEACHUN MPAKTHUECKUX 3aHATUH U
BO BPEMsI YTCHUSI JIEKLINI;

3) TBOpueckas, B TOM 4YHCIIe Hay4YHO-HCCIIeJloBaTelIbCcKas pabora. DTO BHUJA pabOThI
IperoiaraeT caMoCTOSATENIbHYI0, HAllpUMep, MOATOTOBKY JOKJIa/10B, KOHTPOJIbHON paOOTHI.

Ha 3aHsATusiX ceMHUHApCKOro THIa HEOOXOAMMO BBINOJHATh PA3IUYHbIE BHJIbI
CaMOCTOSITENIbHOH PabOThl, YTO TMO3BOJSIET YCKOPHUTH (hopMupoBaHHE MNPO(HEeCCHOHATBHBIX
YMEHUI 1 HAaBBIKOB.

JlocTaTouHO YacTo MpenojaBaTellb HA TEMAaTHUECKUX 3aHATHUAX MOPY4aeT KOHKPETHBIM
oOydarolumMmcsi MOATOTOBUTh JA0KNaA. Ilpu moaroroBke nokjiIana, MONb3YSCh Pa3IMUYHBIMU
ayTeHTUYHBIMH UCTOYHUKaMU (y4yeOHOM M CHelMaIbHON JUTEpaTypoid, B TOM YHCIIEe HAYYHBIMU
MOHOrpadusMH,  JUCCEpTAUsIMU M CTaTbIMM, HH(OPMALMOHHBIMH  HCTOYHHKaMH,
CTaTUCTHYEeCKOH uH(popMmanmMed U T.J4.), HEOOXOIUMO TOJHOCTBIO PACKPhITh TEMY,
MOCJIEI0BATENBHO H3JIOKUTh HCTOPHIO BOINPOCA, MMEIOUIMECS] TOYKU 3PEHHs, COOCTBEHHBIE
BbIBOJIbI. HeoOxoaumo u3beraTb HENMpPOBEPEHHOW HH(OpPMAlMH, OrOBapHUBaTh JIETUMTUMHOCTh
UCTOYHUKOB. JKenmaTenbHO TNPOMJUTIOCTPUPOBATH  JOKJIAJ ~ O3JEKTPOHHOW  Mpe3eHTalHeH.
DJNeKTpOHHAs NPE3eHTAlMs BKIIIOYAET: TUTYJIbHBIN CIIali] ¢ yKazaHHEM TeMbl aokiana, @.J1.0.
oOyuJarolerocsi; OCHOBHBIE IOJIOKEHMS [OKJIana, BBIBOABI M 3aKIIOYUTENBHBIM cilailn co
CIIMCKOM HCTOYHUKOB M OmarogapHocThio (8—10 cmaiimoB). Cnmaiasl MOTryT  OBITH
npoHyMepoBaHhbl. [[BeToBo# (poH crnalimoB mogdupaeTcs Tak, 4ToObI HA HEM XOPOIIO ObLT BUACH
tekcT. Ciymas JOKIaabl M BBICTYIUIEHUS Ha CEMHMHApEe WIM PEIUIMKM B XOAE AMCKYCCHUH,
00y4aroluMcsi BaXKHO HE TOJIbKO YBaXkKaTh MHEHHUE cOOECeTHHKA, HO U HCIIOJIb30BAaTh HABBIKU
aKTUBHOTO WM pe(IEKCHBHOIO ciylmiaHus (He rnepeOuBaTh, JaBas BOZMOKHOCTH HMOJHOCTHIO
BBICKA3aTh CBOIO TOUKY 3PEHHUSI, HEIIOHATOE YTOUHSATh, TepedOopMyIupysl BbICKa3aHHOE U T.I1.).

Iloozomoexa k npomedrcymounoit ammecmayuu

3aBepuIaloNIMMM 3TanaMi U3y4eHHUs JUCIUIUIMHBL SIBISETCS SK3aMEH B COOTBETCTBUM C
y4eOHBIM IIJIAHOM, TMPH 3TOM BBICHSETCS YCBOGHHE OCHOBHBIX TEOPETUYECKMX U MPUKIIAIHBIX
BOIIPOCOB MPOrPaMMbl U YMEHHE NMPUMEHSThH MOTYUYEHHbIEC 3HAHUS K PEIICHUIO0 MPaKTHYECKUX
3ajgad. [Ipy MOArOTOBKE K 5K3aMeHy Y4eOHbBIII MaTepuall pPEeKOMEHIYETCSl IMOBTOPATH I10
y4eOHOMY WM Y4YeOHO-METOAMYECKOMY IOCOOMI0 M KOHCIEKTy. DK3aMeH NpPOBOJAUTCSA B
Ha3HAYCHHBIH JIEHb, [0 OKOHYAHUU W3YYEHHs JUCLUUIUIMHBL. Bo BpeMs KOHTPOJBHOIO
MEPOIPUITHSI MPEIO0IaBaTeIb YUUTHIBAET aKTUBHOCTh PabOThl 00yYaroIerocs: Ha ayJJuTOPHBIX
3aHATHX, KAUECTBO CAMOCTOSTENIbHON pabOThI, pe3yJIbTATUBHOCTh TECTOBBIX 3aJJaHUM U T.1.

H3yuenue Oucyuniaunvl ¢ UCHONB306AHUEM OUCMAHUUOHHBIX 00pA306amMenbHbIX
mexnonouu

[Ipy w3ydyeHHM AMCHUUIUIMHBI C HCIOJB30BaHHUEM JIMCTAHIIMOHHBIX O0OpPa30BATEIbHBIX
TEXHOJIOTUIl HEOOXOJMMO JOMOJIHUTEIBHO PYKOBOJICTBOBATHCS JIOKAIBHBIMA HOPMAaTHBHBIMU
aKTaMu AKaJleMUH, PErIaMEHTUPYIOLIIMMHU OpraHu3aluio o0pa3oBaTebHOTO Ipolecca C
UCTOJIb30BAaHUEM JUCTAHIIMOHHBIX 00pPa30BaTENbHBIX TEXHOIOTUH.

PA3JIEJI I1I. OHEHOYHBIE MATEPUAJIBI

8. KoHTpo/IbHO-U3MepHTe/IbHbIe MaTepuabl, He00X0AMMbIe JIsl IPOBEPKHU
chopMHUPOBAHHOCTH MHAMKATOPOB JOCTHKEHUS KOMIIeTEHIIUI (BHAHUI, yMEeHU 1
HABBIKOB)

8.1. 3aoanusa ona nposedenun mexyuiezo Konmpona (mecm)

1. [Toxg paGounM MECTOM CITY>KaIlero MOHUMAaETCS:

a) TMPOCTPAHCTBO, B IMpeaenax KOTOporo pabOTHHK, HE TMepeMellasiCh, BBITIOTHSICT
BO3JIOKEHHYIO Ha HETO PaboTy;

0) 30Ha TPYJOBOH AesATENbHOCTH PaOOTHUKA, OCHAIICHHAS] HEOOXOAUMBIMU CPEICTBAMU

Tpyna,

12



B) OINKCaHUE OCOOCHHOCTEHW OMpEeeTICHHON MpOQecCHr, PacKphIBAIOIIEE COICpKAHUE
MpoeCCHOHAIBHOTO TPY/Ia;
B) 4aCTh IOMEIIEHUS, B KOTOPOM COBEPIIIACTCS TPYAOBAas NEATEIBHOCTD.

2. Ilon opranm3anueit paboyero Mecta HOHUMAETCS:

a) crucTeMa MEpOTIPUATHH TI0 TUTAHUPOBAHHIO pab0vYero MecTa;

0) cucTtemMa MEpONPUATUN MO OCHAIICHUIO pabovYero MecTa CpeACTBaMU M MPEAMETaMu
TpyJa 1 UX PYHKIIMOHATBHOMY pa3MEIECHHIO;

B) CHUCTEMa MEpONPHUATUN MO BHIOOPY M (YHKIMOHATHLHOMY pa3MeElIeHHuI0 mMebenn Ha
paboueM Mecre.

3. IlpakTHKa mokasajia, 9To pabouee MeCTO CEKpeTaps JydIlie pacroararh B:
a) 000CO0JICHHOM MOMEIIICHUH;

0) MoMeNIeHNH, CMEXHOM ¢ KAOMHETOM HadaJbHUKA,

B) 000C00JIEHHOM TTOMEIICHUH, CMEKHOM ¢ KaOMHETOM HayaJIbHHKA.

4. 30Ha, r/ie pacroyiaraloTcs MKadbl A1 XpaHSHUS TOKYMEHTOB, SIBIISICTCS:
a) OCHOBHOM 30HOM;

0) 30HOI 00CTYKHBaHUS IOCETUTENEH;

B) BCIIOMOTaTeJIbHOM 30HOM.

5. B xommiekt meOenu asi opraHU3aliid OCHOBHOM pabouell 30HbI cekpeTapsi 00bIYHO
BXOJIAT:

a) CTOJ KaHUEJSIPCKHU, BCTIOMOTATENIbHBIN CTOJ WM TyMOa NIl TEXHUYECKUX CPEICTB,
CTYJI WJIN KPECJIO MOJABEMHO-TIOBOPOTHBIE HAa KOJIECUKAX, CTOJI JIJIsl MOCETUTENEH, CTyN (CTyIbs)
JUTST TIOCETUTEIIEH;

0) CTOJN KaHUESAPCKUN, BCIIOMOTaTeIbHbBIN CTOJI WM TyMOa sl TEXHUYECKUX CPE/CTB,
CTYJ WJIM KPECIIO MOAbEMHO-TIOBOPOTHBIE HA KOJIECUKAX;

B) CTOJI KaHLEJIAPCKUM, BCIIOMOTaTEIbHBIA CTOJ WM TyMOa JUIsl TEXHUYECKHX CPEICTB,
CTYJ WJIM KPECIo TOJbeMHO-TIOBOPOTHBIE HA KOJIECUKAX, MATKHUE CTYJIbs (Kpeciia), )KypHaIbHBIH
CTOJIHK.

6. Bo BcriomorarenbHOW 30HE kKaOuHeTa cekperapsi oOBIYHO pacrosiaraioT (BbiOepure
HECKOJIbKO BApHAHTOB OTBETA):

a) mKagbl ¥ MOJIKU AJI1 XpPaHEHUS IOKYMEHTOB U JIEJT;

0) MeTannmuueckuil cerd st XpaHeHus: 6J1aHKOB, IITAMIIOB, IOKYMEHTOB;

B) IMBaH WJIM KpPECIia; OPITEXHUKY; pabouuii CTOJ; KapTOTEKY.

7. BeicoTa pabo4ero cTojia peKOMEHIyeTCs B Tpeieiax:
a) 800-900 mm;
0) 680-800 mm;
B) 500-600 mMm.

8. B nenax skoHOMUM GU3NYECKUX YCHINN B IIpOLecce TpyJla peKOMeHayeTcs (BpioepuTe
HECKOJIbKO BAPHAHTOB OTBETOB):

a) He JiepaTh Ha pabodyeM MecTe HUYEro JIMIIHETO;

0) kaxgas Bellb JOJDKHA MMETh CBOE MECTO U TOCTOSHHYIO 30HY MEepeMeIleHHUs B
npolecce TpyJa;

B) BCe BeUIM YOHpaThb BO BHYTPEHHHE SIIUKUA CTOJIA, YTOOBI MOBEPXHOCTH CTOJA
0CTaBaJIach MyCTOM;

I') Bce, yTo OepyT mpaBoi pYyKOH, CleAyeT pacmojiaraTh CIpaBa, 4To OepyT JeBOH —
CIIeBa;
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1) BCe, YeM IMOJb3yI0TCs valle (pydka, Oymara), pacrojararoT OJIKe, YeM IMOJb3yITCs
pee — Janblie;

€) BCIO OPITEXHUKY pa3MelaTh Kak MOXHO OJIIKe K paboyeMy MecCTy;

) TOKYMEHTEHI, C KOTOPBIMH pab0TaeT CEKpeTapb, PEKOMEHIYETCS MTOJIOKHUTH TaK, YTOOBI
UX MOKHO OBUIO JIETKO OpaTh, UNTaTh, yJOOHO UMH MOJIB30BATHCS.

9. Ctyn s cekpeTrapst JOMKEH OBbITh:

a) MOTbEMHO-TTOBOPOTHBIM Ha KOJIECHKAX;

0) IObEMHO-TIOBOPOTHBIM;

B) MMOILEMHO-TIOBOPOTHBIM Ha KOJIECHKAX, BPAIIAIOIINMCS, C PETYIHUPYEMON CITUHKOM.

10. PaGouee MecTO pyKOBOJUTENSI COCTOUT U3 30H:

a) OCHOBHAsI 30Ha, BCIIOMOTaTeIbHas 30Ha, 30Ha O0CITY)KHUBaHUsI IOCETUTENEH;
0) pabouas 30Ha, 30Ha COBEIIAHUs, 30HA OT/IBIXA;

B) pabouas 30Ha, BCIioMoraTellbHasl 30Ha, 30Ha OT/IbIXA.

11. Onpenenure nocineaoBaTeIbHOCTh ACUCTBUI Ipu 000pynOoBaHMM pabodero Mecra
HEO0OXOUMBIMU CPEICTBAMU U MpPEMETaMU TpyJa:

a) BbIOpaTh MeOenb, MHBEHTAph, TEXHUUECKUE CPEJICTBA, OPITEXHUKY M KaHLEISPCKHUE
MIPUHA]JICKHOCTH;

0) YTOYHHTHb M BBIIBUTH OCHOBHBIC (DYHKIMHM CceKpeTaps, HH()OpMalMOHHBIE CBS3H,
pacnopsiok pabodero IHs, IepedeHb MaTEPUAIOB, KOTOPbIE OH JI0JKEH UMETb.

13. Hammnyuree Kka4ecTBO NeYaTH 00ECIICYNBACT:
a) JIa3epHbIN IPUHTED;

0) cTpyHHBINA IPUHTED;

B) MAaTPUYHBIN MPUHTED;

14. VYcTpoHCTBO pe3epBHOrO KONUPOBAHMSA, IpeIHa3HAuY€HHOE JUIS COXPaHHOCTH
MHPOPMAIIMK Ha KECTKOM JUCKE MOCPEJCTBOM 3alMCH €€ Ha KAacCeThl ¢ MarHWTHOHW JICHTOM,
Ha3bIBACTCS:

a) MoJIeM;

0) ctpumep;

B) IIpenep.

15. Bug cBsizu, ucnosib3yeMblil JUIsl Mepefaud Ha paccTosHue HHQOpMAlu B BUJE
TEKCTOB, UEPTEIKEN, PUCYHKOB, Ha3bIBACTCH:

a) TeneoHHAs CBSI3b;

0) PNEKTPOHHAS CBS3b;

B) (pakCUMUIIbHASI CBSI3b.

16. Tenedponnasi rapHUTypa — 3TO:

a) YCTpONCTBO, MpeAHa3HAYCHHOE JIJIsl HAHECeHHs Ha OyMary MiacTUKOBOTO MOKPBITUS C
IIEJIBIO 3aIUTHI OT BHEITHUX BO3/ICHCTBU;

0) ycTpoiicTBO nnsi Tepefadd DIEeKTPOHHBIX JOKYMEHTOB, XpaHAIIUXCA B MaMSITH
KOMITBIOTEPA;

B) YCTpPOWCTBO, COCTOSIIEE U3 MEXaHMYECKH OOBEAMHEHHBIX HAYIIHUKOB W
MHUKPO(OHOB, UCTIOJIB3yEMOE JIJIs CBSI3H.

17. Ilo Ha3Ha4YeHHMIO CpEACTBA MajOW OPIrTEXHUKH MOKHO PA3ACIUTh HAa MOATPYIIIBI
(BBIOEpPHUTE HECKOJIBKO BAPHAHTOB OTBETA):
a) MUCbMEHHBIE TPUHA/IICKHOCTH; HA0OPHI ¥ TPUOOPHI JIJIsl MUCHhMA;
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0) cepBUCHBIE MPUHAICKHOCTH;

B) IPUHA/JICIKHOCTH JIJIsl CKPETIJICHUsI Oymar;
T') MAIMKK; XO3SHCTBEHHBIC IPUHAICKHOCTH;
) MTeMIIeIbHAS TPOTYKIIHS,

€) KOJIIOLINE YCTPOICTBa,

’K) KOPPEKTHPYIOIINE CPE/ICTBA;

3) OyMaKHbIC U3ICITHS.

18. Ilepeuncnure BUIbI MAMOK.

19. IloMOUTHUKY PYKOBOAMTENS PEKOMEHIyeTCsl UMETh B oduce (BbIOEpUTE HECKOIBKO
BapHaHTOB OTBETA):

a) CEpBUPOBOYHBIE U XO3SHCTBEHHBIE IPUHAIEKHOCTH;

0) JIeKapCTBEHHBIE CPEJCTBA (aNTeuKy);

B) TyaJIETHBII CTONMK; HA0Op MPOAYKTOB U HAIIUTKOB;

I') IpeMEThl TUYHOU TUTHEHBI;

1) CIIELUANIBHYIO JIUTEPATypY;

€) MOCYIOMOEYHYIO MallINHY.

20. Hepe‘{I/ICHI/ITe (I)aKTOpBI, OTHOCAIIHUECA K CAHUTAaPHO-TUTUCHUYCCKUM n
OCTCTUYCCKUM COCTABJIAIOIINM pa6oqer0 MecCTa.

21. B nomemeHus X ¢ UCKYCCTBEHHBIM OCBEIIEHHMEM MOTYT pacrosaratbes (BblOepuTe
HECKOJIbKO BApHAHTOB OTBETA):

a) apXuB;

0) cekpeTapuar;

B) KOITUPOBAIILHO-MHOXHUTEIBHOE OI0PO;

T) TeleTalIHasi;

) IpUeMHasi pyKOBOIUTEIIS.

22. CanlluH 2.2.2/2.4.1340-03 «I'uruennuyeckue TpeOOBaHUA K IEPCOHAIBHBIM
AIIEKTPOHHO-BBIUMCIUTEIBHBIM MAllIMHAM U OPTaHU3allK PabOThD» SIBISIFOTCS:

a) 00s13aTeNbHBIMM JUUIsI BCEX OpraHu3aiuil, rae ucnoib3yrorces [I9BM, HezaBucumo ot
($hopM COOCTBEHHOCTH;

0) o0s3aTeNbHBIMU JIJIS1 BCEX TOCYAApPCTBEHHBIX M MYHHULUMNAIBHBIX OpraHU3alui, e
ucnosp3ytores [19BM;

B) pEKOMEHAAaTEIbHBIMH.

23. B cootBerctBun ¢ CanlluH 2.2.2/2.4.1340-03 «I'uruenudeckue TpeOOBaHUSA K
MEPCOHANBHBIM  JJIEKTPOHHO-BBIYUCIUTENBHBIM ~ MAlIMHaM M OpraHu3aluu  paOoTh»
TeMIIepaTypa B CIIy>KEOHbBIX TOMEIIEHHUX JIETOM JO0JKHA COCTABIIATD:

a) 2-25°C;

0) 25-27°C;

B) 18-21°C.

24. B cootBerctBuu ¢ CanlluH 2.2.2/2.4.1340-03 «I'uruennyeckue TpeOOBaHUSA K
NEPCOHAJBHBIM  3JEKTPOHHO-BBIUMCIUTEIBHBIM  MallMHAM W OpraHu3aluu  paboThD»
OTHOCHTEJbHAs BIaXKHOCTb BO3/lyXa B CIIy’KEOHBIX MOMEIIEHUAX TOJIKHA COCTABIISTh:

a) 70-80%;

6) 40-60%;
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B) 20-30%.

25. B cootBerctBun ¢ CanlluH 2.2.2/2.4.1340-03 «I'uruenudeckue TpeOOBaHUSA K
MEPCOHANBHBIM 3JIEKTPOHHO-BBIYMCIUTEIBHBIM MalllMHAM M OpraHU3alluu padoThD» pacCTOSTHUE
MEXJ1y 3KPaHOM BUIEOMOHMTOPA U TJIa3aMU 0JIb30BATENS JOJKHO COCTABIIATH!

a) 400 mwm;

6) 600-700 mm;

B) 800 MM.

26. Pa3paboTtka pexxuMma TpyJa U OTAbIXa JJI COTPYIHUKOB OpraHU3alui MIPOU3BOIUTCS
Ha OCHOBE:!

a) TpynoBoro konekca P®;

0) mpaBUJI TPYAOBOTO PACIIOPSIKA,;

B) IMHaMUKH pabOTOCIIOCOOHOCTH COTPYIHUKA.

8.2. Bonpocwt 0151 n0020moeKu K IK3aMeHy

Cekperapckas ciry:x0a B Poccun neproaa npuka3HOro JeI0npou3BOICTBA
Pa3Butue cexkperapckoit ciry:x0s1 B Poccun XIX — Hayane XX Beka.
Opranmsanus cekperapckoro nena B CCCP.
OyYHKIUHU ceKpeTapsi, MOMOIIHUKA-PYKOBOAUTENS, Oprc-MEeHEKepa.
HopmaTtuBHas periaMeHTanusi CeKpeTapcKux 00s13aHHOCTEH.
O06s13aHHOCTH ceKpeTaps 0 OpraHu3alUuKl paboThl pyKOBOAUTEIIS.
OpraHuzanysi COBEIaHUM 1 3aCEeTaHU .
Opranuzanus nprueMa MnoceTuTeneu
9. IloaroToBKa JIEJIOBLIX IHUCEM.
10. IToaroroBka TeyerpaMm.
11. Perucrpauusi 1OKyMEHTOB.
12. KoHTpoJib 32 CpOKaMH UCIIOJIHEHUS JOKYMEHTOB U IOPYUYEHUN PyKOBOIUTEIS.
13. Opranuzanust KOMaHAUPOBKH PYKOBOIUTEIS
14. IloaroroBka mpoOTOKOJA COBELIAHMS.
15. TloBcemHeBHOE AEIIOBOE OOIIEHNE
16. IlpaBuia BeneHUs Tene(OHHBIX IEPErOBOPOB.
17. TloxroroBka TesnedOHOTPaMMBI.
18. PaGora c undpopmanueit s pykooautens. [loAroroBka 10KIa0B, BEICTYIIJICHUH,
CIPaBOK.
19. [IlpaBuna mnpuemMa u 0OpaOOTKM TOCTYMAIOMIMX JOKYMEHTOB, IIOJTOTOBKA
MOCTYNUBIINX JOKYMEHTOB K PACCMOTPEHHUIO PYyKOBOJIUTEIIEM.
20. Benenue 21€KTPOHHOM J€I0BOM MEPENUCKHU.
21. Paborta c oOpamieHusIMU TpaXKaaH.
22. TpeGoBaHUs K OpraHU3aMK XPAaHEHHUS JOKYMEHTOB, UX CUCTEMAaTH3aLIHs.
23. TexHuyeckue pyHKIMH CEKpeTaps.
24. DTudeckue OCHOBBI B3aMMOOTHOIIEHUH MEXy CEKPETAPEM U PYKOBOAUTEIIEM.
25. DTh4YecKkue OCHOBBI B3aMMOOTHOLICHMH C COTPYAHMKAaMH, IOCETUTEISIMH,
MIOTYMHEHHBIMHU.

e A G

8.3. Bapuanm npaxkmuueckux 3a0anuil (Keiicos) 01a NPo8eOeHUs NPOMEHCYMOUHO20
Konmpona (IK3ameHa)

1. IToceruTens mpuiien Ha IpUeM Ha 15 MUHYT paHbllle Ha3HaYEHHOIO BpeMeHM. Baim
nevictBus. OO0OCHYMHTE.
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2. Iloceturens, KOTOPOMY Ha3HauY€HA BCTpPEYa y PYKOBOJIUTENS KOMIIAHUH, JKIET Yy¥kKe
5 MuHyT. B 3T0 Bpems pyKOBOAMTENH 10 TelepOoHy coOOIIaeT BaM, 4To OyJET Ha MECTEe TOJIbKO
gyepe3 15 Munyt. Bamm nefictus?

3. IlpencraBbTe cebe, UYTO BaM HYXKHO BbIOpaTh ONTHUMAJIbHOTO IOCTABIIHMKA
KaHIEJSIPCKUX TOBapoB /s Baiei pupmel. C yero HauHeTe?

4. BaM He0oOX0IMMO COOOIIUTH PYKOBOIMTENIO, YTO IMOJAPKH, 3aKa3aHHbIE KO IHIO
POXJIEHUS OJHOTO M3 KJIIOUEBBIX COTPYAHHUKOB KOMIIaHUHM, OyIyT Ha JiBa JHSA MO3KE, YeM
3aKka3aHbl (3TO He Bala BuHa). OnummnTe, Kak OyaeTe BBIXOAUTh U3 CUTYAIIUH.

5. Bbl oduc-meHemxep W HaOupaeTe MEpPCOHAN B cekperapuar. Mcxois M3 Kakux
nmapamMeTpoB BbI OyeTe HaOupaTh nepcoHan? Kakue kioueBbie KauecTBa paOOTHUKOB OYIyT ISt
Bac BaxxHbI? OOOCHYIiTE.

6. Kakue nOKyMEHTHI, CIIpaBKH JOJKHBI OBITh y CEKpeTapsi, YTOObl OH MOT HCIIOJIHUTH
pacropsbkeHne pyKOBOAUTENS 10 cOOpy MPOU3BOACTBEHHOTO coBelanua? Kak Hamo B3sAThCA 3a
9TO JeII0?

7. Ha omny naty HaszHadensl neperosopsl B 10.30, 12.00, 14.00, 15.00 u 16.00.
Haznauennsie Ha 15.00 meperoBops! OyAyT MPOXOIUTH HA OJTHOM JTa)Ke, a BCE OCTAIbHBIC — Ha
apyrom. Tekymue 3a1aun HUKTO HE OTMEHUII, TOMOIIM KIaTh HEOTKYyAa. YTo nenats?

8. CoTpyaHuKu, mpeObIBatolire B KoMaHIupoBke B Kutae, mpocatT moMeHsATh OMIIeThl Ha
camoJeT (pa3HUIla BO BPEMEHM BbUIETa pelicoB — 2 4yaca). IIpym 3TOM roctuHMna omiadeHa c
3armacoM 10 CIEIYIOIIEro AHS, TOPONUTHCA HEKYyNa, COTPYAHUKH MPOCTO YCTajaH, JMMHTHI
BO3BpaTa OMJIeTOB, mTpada 3a OTMEHY OPOHU TOCTUHUIL U T.JI. YK€ MPEBBICHIN BCE pa3yMHBbIE
Mpeaenbl. 4To AenaTh?

9. HeoOxoauMo cOCTaBUTHh CIMCOK JIMIl, KOTOPBIX KOMIIaHUS OYyJeT MO3JpaBisATh C
HoBeiM rosiom, 1 pacnpeaenuTs, KOMY 4TO AapUTh. PyKOBOJIUTENb OTKA3bIBAETCS TPATUTh HA 3TO
Bpems. Uto genats?

Ilpu nposedenuu sK3amMeHa 6 YCMHOU/NUCbMEHHOU ¢hopme Ounem cocmoum uz 2
meopemu4ecKux 60NPOCco8 U NPAKMULecKo20 3a0aHUsL.

8.4. Temamuka Kypcoevix padom
W3ydeHne TUCIUILIMHBI HE TIpe/rojiaraeT HalMCcaHue KypcoBOM paboTHI.

9. Kpurepuu BbICTABJIEHHS OLIEHOK 10 Pe3yJIbTATaM U3Y4YeHHUs IMCHHNIMHbI

OcBoeHne 00ydaromuMcs Kax10i yuyeOHON JTUCHUIUIMHBI B CEMECTPE, HE3aBUCUMO OT €€
obmeit TpynoémkoctH, oreHuBaercss mo 100-0amnmpHOM mmIKane, KOTOpas 3areM  Ipu
POMEXYTOYHOM KOHTpoJie B (hopMme sK3ameHa U JuddepeHIpOBaHHOIO 3a4eTa MepeBouTCs B
TPAAMLIMOHHYIO  4-0aJUTbHYIO  OIEHKY («OTJIIMYHO», «XOpOIIO»,  «YyJOBJIECTBOPHTEIHHOY,
«HEYIOBJIETBOPUTEIILHOY), a TIpU KOHTpoje B ¢opMme 3auéra — B 2-0aJUIbHYIO («3a4TEHO» WIIU
«He3auteHoy»). annas 100-06ammpHas mkana mpu HEOOXOIUMOCTH COOTHOCUTCs ¢ EBpormeiickoit
CUCTeMOU TiepeBojia 1 HakoruieHus kpeautos (ECTS).

Coomnouwenue 2-, 4- u 100-6annbHol WKAT OYEHUBAHUSL OCBOEHUSL
ooyuarowumucs yyeonou oucyuniunsvl co wxarou ECTS

Onenka . Cymma 0aniioB Ouenk
no 4-0aJIbHOM 1IKaJIe 3auér no JUCHUIIJINHE a Ppanauus
ECTS
5 (OTIMYHO) 3auTeHo 90—-100 A OTanuHo
4 (xoporio) 85 -89 B Ouenpb x0po1Io
75— 84 C Xoporo
3 70 -74 D Y 10BJIETBOPUTEIIHHO
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(YZIOBIIETBOPHUTENBHO) 65 =69
60 - 64 E [TocpencTBeHHO
2 He Huxe 60 F HeynosnersopurensH
(HEeyIOBJIETBOPUTEIBHO | 3aUTEHO 0
)
Kpumepuu oyenox ECTS

«OTIANYHO» — TEOPETUIECKOE COJepKaHUE AUCIUILTUHBI OCBOEHO TIOJHOCTHIO,
6e3 mpobenoB, HEOOXOIMMBbIE NMPAKTUYECKUE YMEHHs paboThl ¢ OCBOEHHBIM
MaTepuaioM cGOpMHUpPOBAHBI, BCE MPEAYCMOTPEHHBIC MPOTPaMMON OOYyUYECHHS
y4eOHBIC 3aJJaHUSl BBITOJIHCHBI, KAYECTBO WX BBITIOJHEHUS OIECHEHO YHCIIOM
0aJIJI0B, OJM3KUM K MAKCUMAJILHOMY

«OYeHb XOpOIIO» — TEOPETUYECCKOE COJEPIKAHUE IUCIMILUIMHBI OCBOEHO
MOJTHOCTHIO, 0e3 mpoOenoB, HEOOXOaUMbIC NMPAKTHYECKUE YMEHHUS PaOOTHI ¢
OCBOCHHBIM MaTE€pHaAIOM B OCHOBHOM C(OPMHPOBAHBI, BCE MPEIYCMOTPEHHBIC
HpOI‘paMMOfI OGy‘-IeHI/ISI y‘-IeGHLIe 3aJaHus BBITIOJIHCHBI, KAYCCTBO BBIIIOJITHCHUA
OOJBIITMHCTBA M3 HUX OIIEHEHO YHUCJIOM OayioB, OJU3KUM K MaKCHMaJIbHOMY,
OJJHAKO €CTh HECKOJIBKO HE3HAUYUTCIBbHBIX OH_II/I6OK

«Xopomio» — TEOPETUIECKOE COACPKAHNE TUCIUILTHHBI OCBOSHO MOJHOCTBIO,
0e3 mpoOenoB, HEKOTOpHIC MPAKTUYCCKHUE YMEHHUST PAaOOTBI C OCBOCHHBIM
MarepuasioM  c(hOpMHpPOBaHBI  HEIOCTATOYHO, BCE  MPEAYCMOTPCHHBIC
MpOrpaMMoOil 00y4YeHHs y4eOHbIC 3a/IaHUS BBITIOJHEHBI, KAYECTBO BBITIOJTHEHUS
HU OJIHOTO M3 HUX HE OICHEHO MHHHUMAJIbHBIM YHCIOM 0aiOB, HEKOTOpPbIC
BUJIBI 331aHUI BBIITOJHEHBI C OIIHOKAMA

«Y10BJIETBOPUTEIbHO» — TEOPETUUECKOE CO/ICPIKAHNE TUCIUIUIMHBI OCBOCHO
YaCTUYHO, HO TPoOeNbl He HOCAT CYHIECTBEHHOTO XapakTepa, HeoOXOIUMbIe
NpPaKTHYECKHE YMEHUs pabOThl C OCBOGHHBIM MaTepualioM B OCHOBHOM
chopMHUpOBaHbI, OOJBIIMHCTBO TMPEIYCMOTPEHHBIX TMPOTPaMMON OOy4eHUs
y4eOHBIX 3a/JlaHUH BBIOJIHEHO, HEKOTOPhIE W3 BBINOJHCHHBIX 3aJaHUM,
BO3MOYKHO, COJICPKAT OIIUOKU

«IlocpencTBeHHO» — TEOPETUYECKOE COJIEPIKAHHE JHMCIUIUIMHBI OCBOCHO
JaCTHYHO, HEKOTOpPHIE MPAKTHYECKHE YMEHHS paboThl HE C(HOPMHUPOBAHEI,
MHOTHE TMPEIyCMOTPEHHbIC NporpaMMol oOyueHHsl yd4eOHbIe 3aJaHus He
BBITIOJTHEHBI, JTU00 Ka4eCTBO BBHITIOJHEHHSI HEKOTOPBIX U3 HUX OIIEHEHO YHCIIOM
0aJ7I0B, OJU3KUM K MUHUMAJIBHOMY

«HeynoBi1eTBOPpUTENBHO)» — TEOPETUUYECKOE COACPKAHUE JUCIUIUIMHBI HE
OCBOEHO, HEOOXO/IMMBbIE MPAKTUYECKUE YMEHUsI paboThl HE CHOPMUPOBAHEI, BCE
BBITIOJIHCHHBIC YUEOHBIC 3aIaHHS COJEPIKAT TPpyObIe OMMOKH, TOTOJHUTEIbHAS
camocTosiTelibHas paboTa HaJa MaTepuarioM IUCIHHUIUIMHBI HE MpPHUBEAET K
KaKOMY-THOO 3HAYMMOMY TIOBBIIICHUIO KAaueCTBAa BBIMOJIHEHUS Yy4E€OHBIX
3aJJaHuM

OnenuBaHue pe3yjiabTaToB OOyYeHHsS M0 JAUCHUIUIMHE OCYLIECTBIsIETcs B (Qopme

TEKYILEr0 U MPOMEXYTOUHOU KOHTPOJIA. TeKyluuil KOHTPOJIb B CEMECTPE MPOBOIUTCS C IIENIbIO
o0OecrieueHrss CBOEBPEMEHHON OOpaTHOM CBSI3M, C LENbI0 AKTHUBU3ALUU CaMOCTOSITEbHOM

paboThI

00y4Jaromuxcs. O6bexToM IIPOMEXYTOYHOT O KOHTPOJISt ABIIAIOTCS

KOHKPETH3UPOBAaHHBIE Pe3yJIbTaThl 00yUeHUs (yueOHbIe JOCTHXKEHHUS) IO JUCIMUILIUHE.

Cmpyxkmypa umo2o8otu oyeHKU 00y4arouuxcs
Kpumepuu u noxazamenu oyenusanus pe3yiomamos 00yueHus

Iloka3arenu

Kpurepuu onieHuBanus
PHTEp ! (o1eHKa B Oaiax)
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1 PaboTta Ha ayTMTOPHBIX 3aHATHUSIX 20
2 ITocemaemocTts 5
3 CamocrositenpHas pabora 15
4 Texkymas arrecranus 20
Htoro 60
5 ITIpomMexkyTOUHAA aTTEeCTAIIAS 40
Bcero 100
Kpumepuu u noxazamenu oyenusarnus pe3yibmamos 00yyeHus
8 PAMKAX AYOUMOPHBIX 3AHAMULL
[Tokazarenu
Ne Kpurepun onenuBanus
(orreHka B Oayax)
1 | IToaroToBKa W BHICTYILICHHE C JOKJIAJIOM J10 5 6aJIoB
2 AKTHBHOE y4acTue B 00CYKICHUU JOKJIa1a 0 5 0aJuIoB
3 | BeinosiHeHHE IPAKTHYECKOTO 3aaHus (aHAIU3 JI0 5 6aymoB
MPaKTUYECKUX CUTYyaIlui, COCTaBIICHHE JOKYMEHTOB,
CPaBHHUTEIBHBIX TAOJIHII)
4 | dpyroe 110 5 6ayoB
Bcero 20

Kpumepuu u noxazamenu oyenusanus pe3yiomamos 00y4eHus 8 pamkax nocewaemocmu
o0yuarwumMcs ayoOumopHbixX 3aHAMul

Kpurepun onenuBanus [Toka3zarenn
(oreHKa B Oayiax)

100% nocenieHne ayIMTOPHBIX 3aHATUN 5

100%  mocemeHue  ayAMTOpHBIX  3aHsATHH.  Hebonbioe 4
KOJIMYECTBO MPOMYCKOB 10 YBAXHUTEIHHON MPUUNHE

J1o 30% npomnyiieHHbIX 3aHATHH

J1o 50% nponynieHHbIX 3aHATHI

Jlo 70% mpomnyiieHHbIX 3aHITHI

S| |W

70% u Gosee MPOMYIIEHHBIX 3aHATUI

Kpumepuu u nokazamenu oyenusanus pe3yibmamos o0yyeHus
8 PAMKAX CAMOCMOSMENbHOU pabomvl 00y4arOuuxcs

Kpurepun onieHnBaHus IToka3zatenn
(ouieHka B H6aiax)

PackpbITbl OCHOBHBIE ITOJIOKEHUS BOIPOCAa WIH 3aJaHUA 4epe3 15-12
CHCTEMY apryMEHTOB, IMOJKPEIUICHHbIX (akTaMu, NPUMEpPaMH,
00OCHOBaHbI ~ TpeJlaraéMble B  CAaMOCTOSTENbHONH  pabote
peleHysl, IPUCYTCTBYIOT MOJHBIE C JE€TaIbHBIMU MOSICHEHUSIMU
BBIKJIAJIKM,  OpPUTHHAJIBHBIE  TpPENJIOXKEHUs,  obJamaronme
JJIEMEHTaMU  IPAKTUYECKOH 3HAUYMMOCTH, CaMOCTOSITEIbHas
paboTa Ka4eCTBEHHO U YETKO 0(opMIIeHA

B pabGoTte mpuCYTCTBYIOT OTHAEIbHBIE HETOYHOCTH U 3aMEYaHUs 11-9
HEMPUHIIMIIHAIBLHOTO XapaKTepa

B pabote nmeroTcst cepbE3Hble OMUOKH U MPOOEIbl B 3HAHUIX 85

3a/ilaHue He BBIITOJHEHO WJIU BBIIIOJIHEHO C IPyObIMU OLIMOKaMH 0

Kpumepuu u nokasamenu oyenusanus pesynbmamos o0yyeHus
8 PaAMKax mexywet ammecmayuu

Kpurepuu onenuBanus | [TokaszaTenn
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(orieHka B Oaiax)
[IpaBuiabHOCTB BhIMOJHEHUS 3aaaHus — 86—100% 20-17
[IpaBriIbHOCTH BbINIOJIHEHUS 3aaHus — 71-85% 16-13
[IpaBuabHOCTB BhIMOJHEHUS 3aaanHus — 51-70% 12-5
[TpaBHIIbHOCTB BBINIOJIHEHUS 3a7aHus — MeHee 50% 0

Kpumepuu u noxazamenu oyenusanus pe3yibmamos 00y4eHus.
6 PAMKAX NPOMEIHCYMOUHO20 KOHMPOIS
[IpoMexyTouHble aTTecTalluu B ¢opMe SK3aMeHa MMEIOT LEeNbI0 MPOBEPKY U OLEHKY
3HAHUH 00yYaIOUIMXCS 110 TEOPUHU U IPUMEHEHHUIO OTYUYSHHBIX 3HAHUN, YMEHHI U HABBIKOB.

Kpumepuu u noxazamenu oyenxu pe3yiomamoe 3K3amMeHad 8 YCMHOU/NUCbMEHHOU opme

Kpurepuu onieHuBaHHS [Nokazatenu
(o1reHKa B Oayiax)
MIPOJIEMOHCTPUPOBAHO TIyOOKOE M IMPOYHOE YCBOGHUE 3HAHUH 40-35

MaTepuasa; MCUYEpPIbIBAIOLIE, I[IOCIIEOBATEIbHO, TPAMOTHO H
JOTUYECKH  CTPOMHO  M3JI0XKEH TEOPETUYECKUH  MaTepuan;
MIPaBUJIbHO dbopMyIIHpOBaHbI oTpe/ieNiCHus;
IIPOJEMOHCTPUPOBAHO YMEHHUE CaMOCTOSITEILHOM padoThl C
HOPMAaTUBHO-IIPaBOBOW 0a30i, JeiaTh BBIBOJBI [0 U3JIaraeMomy
MaTepHuaiy; 6e301M00YHO PELICHO MPAKTHUECKOE 3aJaHHe

MIPOJIEMOHCTPUPOBAHO JOCTATOYHO TIOJHOE 3HAHME MaTepuaa, 34-25
OCHOBHBIX TEOPETUUECKUX HOHATHUI; JIOCTaTOYHO
MOCJIE/IOBATEIbHO, TPAMOTHO U JIOTUYECKH CTPOMHO H3JI0KEH
MaTepuai; MNpPOAEMOHCTPUPOBAHO YMEHHME OpPHUEHTUPOBATHCS B
HOPMAaTUBHO-TIPaBOBOM 0a3e, JenaTh JTOCTATOYHO OOOCHOBAaHHBIE
BBIBOJIBI 10  HM3JaraéMoMy MaTepuaiay; €  HEKOTOpPBbIMHU
HETOYHOCTSAMH PEUICHO MPAKTHYECKOE 3aJaHNE

IPOJIEMOHCTPUPOBAHO OOIIee 3HAaHHE M3Y4aeMOro MaTepuana, 24-15
OCHOBHOM PEKOMEHAYeMOW MPOrpaMMON AMCHUILIMHBI yueOHOU
JUTEPATyphl, YMEHHE CTPOUTb OTBET B COOTBETCTBHH CO
CTPYKTYpO#l M351araeMoro BOIIpOCa; MOKa3aHO oOlee BIaJECHUE
MOHATUMHBIM aNnapaTroM AWCLUIUIMHBL, IPEANPUHATA IOIBITKA
PEIINTH NPAKTUYECKOE 3aJaHHE

IIPOJIEMOHCTPUPOBAHO HE3HaHUE 3HAYUTEIILHON 4acTH 140
IIPOrPaMMHOT0 MaTepualia; HEBJIAJACHUE MOHATUMHBIM allapaToM
JTUCLMIUIMHBL, CAENaHbl CYIIECTBEHHbIE OIIMOKU MPU HU3JI0KEHUU
yueOHOro marepuaia; MpOJIEMOHCTPUPOBAHO HEYMEHHUE CTPOUTH
OTBET B COOTBETCTBHM CO CTPYKTYpOHW H3JIaraemMoro BOIIpocCa,
JeNlaTh  BBIBOABI 10  M3JIara€MOMy  MaTepualy, peLIMTb
IIPAaKTUYECKOE 3a/1aHUe
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