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1. XAPAKTEPUCTUKA JUCIIAITJIMHbI

B cooTBeTcTBUU ¢ yUeOHBIM IJIAHOM MPOTPamMMBbl, pa3pabOTaHHBIM HA OCHOBE:

[Tpuka3za MunoOpuayku Poccun ot 02.08.2013 Ne 657 O6 yrBepxkaeHun eaepaibHOro
rOCYyAapCTBEHHOTO0 00pa30BaTENbHOIO CTaHIApPTa CpPeaHero MmpodeccroHanIbHOTrO 00pa30BaHUA
no npodeccun 46.01.01 Cekperaps (3apeructpupoBano B Muntocte Poccun 20.08.2013 Ne
29483) (B pen. IIpukaza Munoo6pnayku Poccun ot 17.03.2015 N 247).

[TIpodeccuonanproro  crapmapra  «CnenuajucT MO OpPraHU3alMOHHOMY U
JOKYMEHTAallMOHHOMY  OOECIICYEHHI0  YINpaBjieHHUs  OpraHuszanueit»  (yTB.  MIPUKA30M
MunuctepcrBa Tpyaa U conuanbHoi 3amutel PO ot 15 nronsa 2020 rona Ne 333H).

muctuminHa «MHpopMalMoHHO-aHaTUTHYECKass U OpraHU3allMOHHO-aIMUHUCTPATUBHAS
HOJ/IEPIKKA IEATEIBHOCTH PYKOBOAUTEINS OPTaHU3aLUN», B COOTBETCTBUU C YYEOHBIM ILIAHOM,
SABJISICTCS 00s13aTeNIbHON 11 u3ydeHus ocHoBHOM [1T110 «Cekperapb-aAMUHUCTPATOPY.

2. IIEJIA ¥ 3ATAY T TUCHUTLIVHBI

Huctunnuna « MHpopManinoHHO-aHAIUTUYECKAsT U OPTraHU3aIMOHHO-aIMUHUCTPATHBHAS
MOJIEPXKKA IEATEIbHOCTH PYKOBOJIUTENSI OPraHu3alun» BKIIIOYaeT 3 TeMbl. TeMbl 00beJuHEeHbI
B 3 paupaktudyeckue eauHuibl: «OCHOBBI OpraHmzanuu Tpyaa», «OpranuzanuoHHO-
aJMUHHUCTPATUBHAS J1eATeNbHOCTHY, NH(popManmonHoe 00cayKuBaHUE PyKOBOIUTEISI.

Heau ocBoeHHsl JUCHUIIMHBI: — (OPMHUPOBAHKE Yy CIyIIaTeICH 3HAHUM U YMEHUH,
HEOOXOAMMBIX  JUIsl  ympaBlieHUs  WHGOPMAIMOHHBIMHU, AHAIUTUYECKUMH  CHUCTEMaMU
OpraHu3aliM, IOCTIKEHUSI €€ CTPATEerMuecKuX IeJel, M3y4yeHHE OCHOB OpraHU3alMOHHO-
aIMUHUCTPATUBHON JEATEIbHOCTH B YUYPEKICHUSAX, OpraHU3alUsX M Ha MPEAIPUITHSIX
pa3IuYHBIX GOpM.
3agayu AMCUMIIMHBI:

- chopmupoBaTh y ciaymiateneil TEOPEeTHYECKHMX 3HAHUN M TPAKTHUYECKUX HaBBIKOB
npuéMoB HMH(OPMAINMOHHO-aHATUTHIECKOTO COMPOBOXKICHUS JCSITEILHOCTH PYKOBOIUTEIS
OpraHu3alliy, U3YIHTE;

- chopmupoBaTh 3HAHUS IO HOPMAaM JIEJIOBOTO JTHKETa M TMpaBUiaM TIOBEJICHUS B
KOH()JIMKTHOU CUTYaI[uU

- chopmupoBaTh HABBIKU PAOOTHI C IOKyMEHTAMH, ITPABUJIAM COCTABJICHHS, OOpaOOTKH U
XpaHEeHUs AeJI0BOM JOKYMEHTAIUH;

- OPUEHTUPOBATh CIyIIAaTeJel Ha pelieHre Mpo0JieM YMpaBiIeHUs B COBPEMEHHBIX
YIPaBICHUYECKUX CTPYKTYpax



3. TPEBOBAHMSA K YPOBHIO OCBOEHUA JUCIHUITJIMHBI(IIJTAHUPYEMBIE

PE3YJBbBTATbBI OBYUEHUSA)
Onwucanue TpynOBbIX (YHKIUHA
O060011IeHHBIE TPYIOBBIC (PYHKIUH TpynoBsie pyHKINU
KO/ | HANMEHOBaHNE YPOBEHb HalMEHOBaHUE KOZ YpOBEHb
KBATH(UKAITHH (TorypoBEHB)
KBaJTM(UKAITIU
OpraHu3aioHHoe 3 IIpuem n A/01. 3
obecrieueHue pacripeneneHue 3
JeSITEIbHOCTH Tese()OHHBIX 3BOHKOB
OpTaHu3aLuu OpraHu3alnuu
Opranuszamnus padotsr | A/02. 3
C IIOCETUTEISIMU 3
OpraHu3anuu
Brimonnenne A/03. 3
KOOPIMHHUPYIOLIHNX U 3
o0ecreYnBaroIINX
byHKIHNA

B pesynbrare usydenus nporpammbl «CeKpeTapb-aIMUHUCTPATOP» BBITYCKHUK JOJIKEH
o0Janate cienyromuMy NPogeccCHOHATbHBIMM KOMIIETEHIUSIMM:
[1IK-1 TlepenampaBneHue Tene(OHHBIX 3BOHKOB PYKOBOJCTBY M COTPYAHUKAaM OpraHMU3aLUU
(A/01.3)
[TK-2 Peructparus nocrynarmmux TenedoHHbIX 3BOHKOB (A/01.3)
[TK-3 TMomy4yenne HeoOX0oauMON WHGOPMANIUU U Tepeaada CaHKIIMOHUPOBAHHOW MH(POpMAIUU
no tenedony (A/01.3)
[1K-4 Berpewa moceTutesneid, moxy4eHue nepBUYHON HH(YOPMAIMK O MOCETUTENSIX M MOMOIIb B
OpraHU3aIMK UX MPUeMa PYKOBOJIUTEIEM U coTpyaHuKamMu (A/02.3)
[1K-5 Benenue xypHana 3anucu nocerureneit (A/02.3)
[TIK-6 Y4et nocerureneit u opopmiaenue nporyckon (A/02.3)
IIK-7 CopeiicTBue oOnepaTuBHOMY pPAacCMOTPEHHUIO MPOCKO M MPEUIOKEHUH TOoCeTHTeNnen
(A/02.3)
[IK-8 IIpuem u nepenava JOKyMEHTOB MIOCETUTENEH PYKOBOACTBY U COTPYAHUKAM OpraHU3aluu
(A/02.3)
[1K-9 Opranusanus u OpoHUpOBaHME NIEpEeroBOpHBIX KoMHAT (A/02.3)
I1K-10 CepBuporka yaitnoro (kogeitnoro) crona B opuce (A/02.3)
[IK-11 IIpuroroBienue HamUTKOB (4aii, kode, mpoxnagurerabHbie HAMUTKH) (A/02.3)
[1K-12 Benenue xypHamna pa3be31oB paboTHUKOB opranmu3aiuu (A/03.3)
[IK-13 Koopaunanus paboTsl KypbepoB 1 BoauTenelt opranuzanuu (A/03.3)
[1K-14 Benenue xxypHaja pa3be3/I0oB KypbepOB OpraHU3alluu U MapiIpyToB Boauteneit (A/03.3)
[IK-15 CocraBnenue cnpaBKH O pa3be3gax pabOTHUKOB, KypbepoOB M MaplIpyTax BOAUTENCH
opraamzanuu (A/03.3)
[IK-16 CoOmtonenue TpeOOBaHHMI OXpaHbl TpyAa, TUTHEHBI TPyHAa, MPOU3BOJICTBEHHON
canutapuu. CobuoieHre TpeOoBaHu MoXkapHOi 6€30MacHOCTH
CrnywaTenu, OCBOMBUINE IPOTPAMMY, T0JKHBl YMeThb:



A/01.3

Hcnonb30BaTh TEXHUUECKHE U MPOTPAMMHBIC CPEJICTBA IS IIPOBEICHUS FOJIOCOBOM MK
BU1€0-KOH(EPEHII-CBSI3H

Hcnonb30BaTh CpeicTBA KOMMYHHKAIIMOHHONW OPITEXHUKH JUIS TIOJTYYCHUS U TIepeavn
rH(pOopMaIUn

BecTu yueTHbIe perucTpalioHHbIe GOPMBI, HCIIOIB30BATh UX JIs HH)OPMAIIMOHHOW PabOTHI
YcTaHaBmuBaTh KOHTAKT C COOECETHUKOM, TIOJIEP)KUBATh U PA3BUBATH JEIOBYIO Oeceny B
rporiecce Tene(GoHHBIX IePerOBOPOB

CrinaxxuBaTh KOH(OIUKTHBIE U CIOXKHBIE CUTYaIlMA MEXIUIHOCTHOTO B3aUMO/ICHCTBHS
Cobmmonath cinyeOHBIA ITHKET

A/02.3

OO0MAaThCs ¢ MOCETUTEISIMHU

Hcnonp30BaTh yCTaHOBICHHBIC TTPaBHIIA U MTPOIIETYPHl KOMMYHHKAITUH BHYTPH OpTaHU3aIlnN
Bectn yuetHbIe (hOpPMBI, HCTIOIB30BATh UX IS paOOTHI

Co3naBath MOJOKUTEIBHBIN UMUK OpTraHU3aluu

IIpuHUMATE MEPHI IO pa3pEIICHUIO KOHMIMKTHBIX CUTYaIlHHA

[IpumensaTs HHOOPMAITMOHHO-KOMMYHHUKAITHOHHBIE TEXHOJIOTHH

Ob6ecneunBaTh KOHQUACHITNAILHOCTh HHMOPMAIHH

A/03.3

CoCTaBIIATh ¥ BECTH YYCTHBIC JOKYMCHTBI

[IpuMeHATh Cpe/icTBa KOMMYHHKAIIUHU JIJISL Tepeiayul MOPYYCHUI PYKOBOJAMUTENS U
COTPYJIHUKOB OpraHU3aliu

[IpuMeHATh COBpEMEHHBIE Cpe/icTBa cOOpa, 00padOTKU U Tepeaayu HHHOpMaIUU
OrneHuBaTh pe3yabTaThl B paMKaX MOCTABICHHBIX 331a4

OcCyIIecTBIATh KOHTPOJIb HMCIIQJHEHUS TMOPYUYCHHUH PYKOBOJIMUTEIS COTPYIHHUKAMHU

3HATb:

A/01.3

OyHKINY, 3a1a491, CTPYKTYpa OpraHu3aliy, e CBSI3U

[IpaBuia B3auMOAEHCTBHS C MapTHEPAMHU, KIMEHTaMH, CPEICTBAMHI MaccoBol MH(opMayuu
DTHKA J1eI0BOTO OOLICHUS

IIpaBuna pe4eBOro 3TUKeTa

TpeboBanus 0XpaHbl TpyAa

[TpaBuia 3amMTBl KOHQUACHIMAIBHON CITy>KeOHOM MHpOpMaIn

A/02.3

[IpaBuna opraHu3alnuy preMa moceTUTeNeH

[IpaBuna ex0BOro OOIIECHUS

CTpyKTypa OpraHU3aluuy 1 pacupeaeiacHne QyHKIUNA MEeXIy CTPYKTYPHBIMU
noapasfeNeHusIMH 1 cienuanucramu [IpaBuna opranusanny npueMoB B ouce
[IpaBuna cepBupoBKH YaiiHOTO (KO(eitHoro) crona

[IpaBuiia NPUTOTOBJICHHS U TTOIA4YH TOPSUNX HAITUTKOB U 3aKyCOK K HUM
OTHKa JIEI0BOTO OOLIeHNUS

[IpaBuna peueBoro STUKETa

TpeboBanus oxpaHbl TpyAa

[TpaBuia 32U THl KOH(QUASHIMAIBHON CiTy:keOHOM HHpOopMayu

A/03.3

[IpaBuna peyeBoro 3TUKeTa

DTHKA JEJI0BOr0 OOIIEHUS

TpebGoBaHus OXpaHbI TpyAa

[IpaBumna 3amuTel KOHGUASHITHATHHON CITYKeOHOW HH(DOpMAITIH
CtpyKTypa opraHu3aluy U pacrpeeicane QyHKIHA MeXKIY CTPYKTYPHBIMH
MTOAPa3ICICHUSIMHI U CTIICITHAIICTAMU




4. BUJIbl YYEFHOM PABOTHI 1 UX TPYJIOEMKOCTH

yac.

O6mias TPyJOEMKOCTD JUCIUILIMHEL 30
KonTakTHas paboTta 00ydaronmxcs ¢ npenojaBareiem 16
(Bcero)

AynutopHas pabora (Bcero): 16
B TOM YHCJIE:
Jlekuun 8
CEeMUHAPBI, IPAKTUUECKHE 3aHITUS 8
nabopaTtopHbIe pabOTHI
Breaynuropnas pabota (Bcero):
B TOM YHCJIE: 14
CamocTosTensHas pabota o6ydaromuxcs (BCero) 14

i

Bua npomexxyTodHOM arTectanuu 00ydaronierocs(3ader)

5. TEMATHYECKASA CTPYKTYPA JTUCHUIIJIMHBI
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OcHOBBI OpraHu3anuu Tpyaa,
HNudopmanuonnoe o0cCIy:;KMBaHHe
1 pasnen | 1HPopMan y 0] 4 | 2 4
PYKOBOIUTES
OcHoBBI OpraHHU3aIiH Tpyna,
1 HNudopmanmronnoe obcmyxuBanue | 10 4 2 4
PYKOBOJUTEIS
Opranu3anmoHHO-
2pasmen | P 10 | 2 2 6
aMMHHUCTPATHBHAA /IeSITEJIbHOCTH
) Opranu3anuoHHO-aIMHHACTPATHBHAS 10 ) ) 5
JeSITeNIbHOCTD
HNupopmannoHHOe 00CTyKMBAHUE
3 pazgen (bopman y 10 2 4 4
PYKOBOAUTEIS
3 WNudopmanronHoe o0CiTyKuBaHue 10 2 4 4




PYKOBOAUTEIIS \ \

Bun npomexyTOUHOM aTTecTaluu +

oOyudaromerocs (3a4er)

Beero: 30| 8 | 8 14

Couepma}me AUCHHUIIJINHBbI?

Pazgen 1 OcHoBbl opranusanum Tpyaa, HWudopmanuonHoe o0cay:KUBaHHE
PYKOBOIUTEIsA

Tema 1 OcHoBbl opranmsauuu Tpyaa, HWUHpopmaumonHoe o0cay:KUBaHHE
PYKOBOIUTEISA
Cooeporcanue 1eKYUOHHbIX 3AHAMUI
HopmatuBHO-MeToIMueckass 0a3a  KBaTM(PHUKAIMOHHBIX TpeOOBaHMH K MPO(deccHu.
BuyTpuyupexneHueckas periaMeHTanus J0KHOCTHBIX 003aHHOCTEH cekpeTaps.

[Topsimox u ocoOeHHOCTH pa3pabOTKHU JOKHOCTHBIX HMHCTpyKuuil. CekperapuaT Kak
CHeLMaIU3UPOBaHHAs CIy»0a B CTPYKTYpE almapara ynpaBiIeHuUs.

TUNOBBIE CTPYKTYpPbI CEKPETAPCKUX CIIyKO. DYHKIIUU CEKpPETaps U UX 3aBUCHUMOCTb OT
KaTeropuu CEKpeTapcKoro oOCIyKMBaHUS, YPOBHS PYKOBOAUTEIIS, HANPABIECHUHN NeSATEIbHOCTH
OpraHu3aly, JOKYMEHTAllMOHHOTO  OOECIEYeHHUs]  amlmapar  yOpaBJCHHS,  CHUCTEMBI
JIeJIONPON3BOCTBA, TEXHOJIOIMU JOKYMEHTUPOBAHMUSL.

Opranuzanus pabodero Mecra ceKperaps, XapaKTepuCTHKa MeOenu U 000pynoBaHHMA,
HEOOXOIUMBIX TEXHMYECKHX CpPEACTB, KaHLENIAPCKUX IPUHAAIEKHOCTEH, OPrTEeXHUKH.
[Ipuemnas xak pabouee MECTO cekpeTapsi.

3oHMpoBaHUEe MpUEeMHOW. OCOOEHHOCTH OpraHM3allid 30H IPUEMHOW: HHTEphep,
OCBEILIEHUE, O3€JICHEHUE, OCHAIIEHWE OpPITEXHUKOH M  CIPABOYHBIMH MaTepUaTaMH.
Ob6opynoBanue paboueil 30HbI ceKpeTapsl.

VYcnoBus Tpyaa -0CBEHIEHHOCTh pabodero Mecra, IIyMm, TemIepaTypa Bo3ayxa. Pexum Tpyna u
OTJIbIXA.

Pa3nes 2 Oprann3anMoHHO-aIMUHUCTPAaTHBHAs AesiTeIbHOCTh Tema 2 Opranu3annoHHo-
aIMHHHCTPATUBHASA 1eATEJbHOCTh

Cooeporcanue 1eKYUOHHBIX 3AHAMULL

Opranuzanus pabouero AHS pyKOBOAUTENS, TpaduK HEACTHHON paboThl, KOPPEKTHPOBKA
IUIaHOB. AHAJIN3 UTOTOB IUTaHUpoBaHus. OpraHu3anus npuema noceruteneil. Meroauka npuema
Pa3INYHBIX KaTErOPHH MOCeTUTENEN: COTPYTHUKOB MO CIIY>KEOHBIM BOIIPOCaM, COTPYAHUKOB 110
JMYHBIM BOIIPOCAM, CTOPOHHUX IOCETHUTENEH MO MpeBapuTeNbHOM JOrOBOPEHHOCTH U 0€3 Hee,
npueM jaenerauuid. [I[puopuTeTHOCTh B MpEACTaBIEHUHU MOceTuTeneil pykoBoaurento. [Ipasua
nepeHoca WM OTMEHBI Ipuema. OpraHuzanus InpueMa rpaxaaH. 3alnuch Ha IpuUeM, Tpaduku
npuemMa, perucTpaius moceTuTenei, JOKyMeHTUpOBaHUEe MpueMa, HHQOPMUPOBAaHHE TpakJIaH.
Opranusanuss Tene(OHHBIX IMEeperoBopoB. Buabl TenedoHHbIX mneperoBopos. IlpaBuia
MOJIMOTOBKU «UCXOJSIIMX» TeperoBopoB. IlpaBuna BeaeHUS «BXOIAIIMX» MEPETOBOPOB.
CucremaTu3zanus u pacipeiejeHle 3BOHKOB, aJJpeCOBAaHHBIX PYKOBOJUTEIO.

[IpaBuna tenedonnoro oodmenusa. Crenuduka cBs3u aOOHEHTOB pa3HOIO CTaTyca.

Obecniedyenne KOH(DUICHINATBHOCTH TeNe(OHHBIX MeperoBopoB. [1oaroToBKa ENIOBBIX BCTpEY
U TIeperoBOpoB. JTambl NOArOTOBKHM BCTPEUM: ONpE/eNIeHHe MECTa, BPEMEHH BCTPEUYH, COCTAaBa
YYaCTHHUKOB, OIOBEUICHWE YYACTHUKOB, MOJATrOTOBKAa HEOOXOIUMBIX MaTepHuanoB. I[lomorpb
PYKOBOJUTEIIO BO BpeMsl IIPOBECHUS [IEPETOBOPOB.



[logroroBka © mpoBeleHHE COBEHIAHUN (3acelaHMil) KOJUIETUAJIbHBIX OpraHoB. THIIbI
COBEIIaHWK. DTambl TOATOTOBKM COBCIIAHUS: TONyYeHHE HH(pOpMAIMH OT PYKOBOIUTEIS
OTHOCHUTENIbHO  OPTaHU3AIlMOHHBIX  BONPOCOB  TPOBEJCHUS  COBEIIAHHUSA, COCTABIICHHE
MpeBAPUTENHHBIX CMET PAacX0JI0B, TOBECTKH JHS, CIIMCKA YYACTHHKOB; MTPOBEICHUE PAbOTHI IO
YTOUHEHHUIO CIUCKAa W ONOBEIICHHIO YYAaCTHUKOB, pacChUIKa TMPUIJIAIICHUNA, MPOBEICHHE
OpPTaHM3AIMOHHBIX MEPONpPUATUN (3aKa3 TOCTHHHUIIBI, TPAHCIOPTa, OWUIIETOB, oOecmeveHue
KyJIbTYPHO-MAaCCOBBIX MEPOIPHITHIA U Mp.); BOCTpeOOBaHHE MPOEKTOB PEIICHMIA; MOATOTOBKA
HEOOXOJUMBIX MaT€pPUAIOB; KOHTPOJIb 32 OCHAIIICHHEM MECTa MPOBEICHUS COBEIIaHUSI.

Benenne npotoxona. JlokymeHTHpOBaHHE coBellaHuil u 3acenanuid. [lopsgok cocraBienus,
opopMIICHHST ¥ XpaHEHUS MPOTOKONOB. (OCOOCHHOCTH JOKYMEHTHUPOBAaHHUS 3aceIaHUU
MOCTOSTHHO JICHCTBYIOIIMX KOJUIETHadbHBIX oOpraHoB. [IpaBuna odopmieHHs BBIMHCKH U3
nportokosa. [lonroroBka koMaHIupOBOK

Cooeporcanue npakmuyeckux 3aHAMu:

Metoauka npueMa pa3InyHbIX KaTerOpuil MOCETUTENeH: COTPYIHUKOB MO CIIyKEOHBIM
BOIIPOCAM, COTPYAHUKOB IO JUYHBIM BOIIPOCAM, CTOPOHHUX MOCETUTENICH MO MpeaBaAPUTEIbHON
JIOTOBOPEHHOCTH U 0€3 Hee, pueM Jeneranuil. [[puopuTteTHOCTH B IpEICTaBICHUN TOCETUTENCH
pykoBoautento. [IpaBuna mepeHoca wiv OTMEHbI mnpuema. OpraHuzaiusi npueMa TIpak]iaH.
3anuch Ha npueM, rpaduKu IpHUeMa, perucTpanus MoceTuTesei, JOKyMEeHTUPOBaHUE MpUeMa,
uHpopMupoBanue TpaxnaaH. Opranm3aius TeaedOHHBIX TEPETOBOPOB.

Paznen 3 UndopmanmonHoe 00CayKuBaHHe PYKOBOAUTEJIA
Tema 3 UnpopMmanuoHHoe 00CIy:KUBAHUE PYKOBOAMTEJISI
Cooeparcanue 1eKYUOHHBIX 3AHAMULL

PabGora c TekcramMu YIpaBIEHYECKUX JOKYMEHTOB TIIPU COCTAaBJICHUU OO30PHBIX
JIOKYMEHTOB(JOKJIJI0B, OTYETOB, BBICTYIUICHUH pykoBoauTens). KonduaeHunaabHbie CBEICHUS.
[TonroroBka TeKCTa, pelakTHUpOBaHHE, coriacoBaHue. Pabora mo cbopy wuHbpopmamuu ee
[[EJIeBOE Ha3HAu€HHUE, CHOCOObI MONy4eHUs, 0OpaboTKM M XpaHeHUs. VICTOYHMKH, CIOCOOBI
MOMCKa, METouKa coopa u 006padoTku mHpopmaruu. CriocoObl peacTaBICHUsT HHPOpPMaIIUN:
KONIUM JOKYMEHTOB, BBIMHMCKH, aHHOTAIUH, pedeparsl, 0030pbl. OcobOeHHOCTH padoThl ¢
BEIOMCTBCHHBIMU UW3JIAaHUSMH, MyOJUKAIMsIMU B TIpecce, CIENUaIbHON JUTepaTypoil.
Opranm3anysi TPOTOKOJBHBIX MEpONpHATHH. Peanmm3anms KOMIIETEHTHOCTHOTO —TMOIXO0/1a
npeaycMaTpUBaeT MHUPOKOE UCIIOIh30BAHNE B yUEOHOM IMPOIECCEe aKTHBHBIX M WHTEPAKTUBHBIX
dopM mpoBeneHUsT 3aHATHH (KOMITBIOTEPHBIX CHMYIISIUM, JEJIOBBIX M POJIEBBIX UTpP, pa3dop
KOHKPETHBIX CHUTYaIllid, IICHXOJIOTUYECKHE TPEHHWHTH, MpOBeAeHUE (OPYMOB M BBHIIOJHEHHUE
3aJjaHiii B WHTEPHET-Cpe/ie, JJIEKTPOHHOE TECTHPOBAHWE 3HAHWI, YMEHHWA ¥ HAaBBHIKOB) B
COUYETaHUM C BHEAYJUTOPHON paboToOM ¢ 1enbio ((OpMUPOBAHUS U Pa3BUTHS MPOodeccroHalIbHbBIX
HaBBIKOB OOydJamomuxcs. B pamkax ydeOHBIX KypCOB IMPEIYyCMOTPEHBI BCTPEUH C
NPEJCTaBUTEIISIMA KOMITAHUH, TOCYJApCTBEHHBIX M OOIIECTBEHHBIX OpraHM3allui, MacTep-
KJIaCChl AKCIEPTOB U CHELMAIUCTOB C BO3MOXKHBIM HCIOJIb30BAaHUEM 3JIEKTPOHHBIX CPENICTB
NPOBEICHUS BUJCOKOH(PEPEHIINN 1 BUICONEKIINI. B mpakTuke opraHu3anuyu 00y4eHus: IIHPOKO
IPUMEHSIOTCS CIIETYIONIIE METObI 1 (POPMBI TPOBEIACHNUS 3aHATHIA:



- TPaAWUMOHHBbIE (JICKIIUU, CEMUHAPHI, TaOOPATOpHBIE pa0OTHI U T.1.) U AKTUBHbIE U
HHTePaKTHBHBIE (GOPMBbI (KOMITBIOTEPHBIC CUMYJISIHMH, JEIOBBIE W POJIEBBIC UTPHI, pa3doop
KOHKPETHBIX CHUTYAIlUi, IICUXOJOTUYECKUE U MHBIE TPCHUHTH, aHAN3 KEeWCOB, TUCKYCCHOHHBIC
TPYIIIE U T.1. JJOTIOTHUTETFHBIMU IPUMEPAMH aKTUBHBIX M HMHTEPAKTUBHBIX (DOPM OpTraHU3aIIH
3aHSITHIA MOTYT CIYXXHUTh: IUAJIOT; MOJACIUPOBAHUE; «aKBAPHYM»; «CHEKHBIH KOM»; MO3TOBOM
HITYpM; <« KYXOKallue  TPYIIbDY;,  HWMUTAIMOHHBIC  yNPAXKHEHHs,  OpraHU3alMOHHO-
NeSITETIbHOCTHBIE WIPBI; IMPOOJIEMHOE H3JI0KEHUE; YaCTHUYHO-TIOMCKOBBIN (IBPUCTUYECKUH,
COKpPATHYECKUIT) METOJI; MCCIIEeIOBATEIbCKII METO/; KPEaTUBHBIA METO[I; aHAIN3 KOHKPETHBIX
yuaeOHBIX cuTyanui (case study) (keiic Tuma «Bwibop», «Kpusue», «Koudaukry,
«/IHHOBAITMOHHBINA KEHC») U JIp.);

- (QOpMBI C HCIOIB30BAaHUEM HH(POPMALMOHHBIX TEXHOJOTMHA / TEXHUYECKUX CPENICTB
oOydYeHHsl, JHUCTAHIIMOHHBIX OO0pA30BATEIbHBIX TEXHOJOTHHA (MyJIbTUMEIUNHHBIC JICKIUH,
BUJICOKOH(EPEHITNH | T.1.);
ayJIMTOPHBIC U BHEAYAUTOPHBIE (POPMBI;

- CEMHUHAaphl, Ha KOTOPHIX 0OCYXIAIOTCS KITFOUEBbIC ITPOOJIEMBbI, OCBEIICHHBIC B JICKIIHIX
U cOPMYJIHPOBAHHBIC JUII OCBOCHHUS B XOJ€ CaMOCTOSTEIbHON BHEAYAMTOPHOW IMOJTOTOBKH
oOyyaromierocs;

KOMIIBIOTEPHBIC 3aHSTHS,

NMCbMEHHBIC UJIH YCTHBIE JIOMAITHUE 3aaHNUs;
pacyeTHO-aHAIUTUYCCKUE, PACUETHO-TpaUIECKHE 3a1aHuUS;
KPYTJIbI€ CTOIIBI,

KOHCYJIbTallMM ITPENOIABATENEH;

CaMOCTOsITeNIbHAs padoTa:

CaMOCTOSITEIIbHOE OCBOCHUE TEOPETUIECKOTO MaTEPUAIIa;
pellieHre CrieluanbHbIX 33/1aY;

BBITTOJIHEHUE TPEHUPOBOYHBIX M 00YYArOIINX TECTOB;
BBITIOJTHEHHE KOMITBIOTEPHBIX DKCIIEPUMEHTOB M KOMITHIOTEPHBIX JTa0OpaTOPHBIX PadoT B
JMCTaHITHOHHOM PEKUME;

popabOTKa OTJEIBHBIX PA3/IENIOB TEOPETUIECKOTO KypCa;
MOJITOTOBKA K CEMHHAPCKUM U TPAKTHYCCKUM 3aHSATHSM;
MOJITOTOBKA K TEKYIIIEMY ¥ HTOTOBOMY KOHTPOJTIO.

6. IEPEYEHb YYEBHO-METOAUYECKOI'O OBECIIEYEHMS I
CAMOCTOATEJBHOU PABOTBI OBYYAIOIUXCA

PexoMeHyroTCs cienyromne BUIbl CaMOCTOATEIbHON paboThI:

- UI3y4EHUE TEOPETUYECKOr0 MaTepuala ¢ HCHOIb30BAHMEM Kypca JIeKUUH U
PEKOMEHI0BAaHHOW JINTEPATYPhI;

- JMIaKTHYECKOE TeCTUPOBAHUE;

B kxoMmmiekT yueOHO-METOIMYECKOro O00ecHeueHUs CaMOCTOSATENbHOM  paboThl
00y4armuxcsi BXOAAT: PEKOMEHAYEMBIH IE€peueHb JUTEpaTyphl, y4eOHO-METOJUYECKHE H
UH(POPMALIMOHHBIE MaTepHalIbl, OLIEHOYHbBIE CPEJICTBA U MHBIE MAaTEPUAIIbI.



ITOKYMEHTOB (JIOKJIaJIOB,
OTYETOB,BBICTYIIJICHUN
PYKOBOJUTES).
KoH(puneHnmambHbIe
CBE/ICHUS.

IToaroroBka TEKCTa,
peIaKTHPOBAHHE,
coriacoBanue. Pabota
o coopy uHpopmManuu
ee [eJeBoe Ha3HaAYCHNE,
CHOCOOBI OTYyYESHHUS,
00paboTKH 1

XpaHEHHUS.

HaumenoBanue Temel [Bonpocsl, DopMbI YueOHO- ®opMa KOHTPOJIA
BbIHECEHHBIE HA CaMOCTOs MeTOAUYECKO
CaAaMOCTOATEIbHOE TeJIbHOU e
H3y4yeHHue a00ThI o0ecrnieyeHue
Tema 1 OcHoBBI Tunossie ctpyktypbl  [Pabora B OBC. [lutepatypa k
OpraHu3alMyu TPYAa, [CEKPETAPCKUX CIIYKO. reme 1, padota ¢ [TectupoBanue
NudopmanuonHoe DyHKIUN CEKpeTaps U VHTEPHET
o0ciIy:KNBaHue WX 3aBUCUMOCTB OT MCTOYHUKAMU
PYKOBOJIUTEIS KaTeropuu
CEKpPETapCKOro
00CITyKUBAaHUS,yPOBHS
PYKOBOIUTEIIA,
HaIpaBJICHUN
NESATEIIBHOCTH
OpraHu3alu,
ITOKYMEHTallMOHHOI'O
oOecrieueHus amnmnapar
YIIPaBIIEHUS, CHCTEMBI
EJI0NIPOU3BO/ICTBA,
TEXHOJIOTMH
TOKYMEHTHPOBAHHS.
Tema 2 Opranuzanus padodero [Padora B ObC. [luteparypa k
Oprann3anuoHHO- UTHSI pYKOBOJUTEN, reme 2, pabota ¢ (TectupoBanue
aIMMHUCTPATUBHAA  [rpaduK HeleIbHON MHTCPHET
NeATeJIbHOCTD paboThl, KOPPEKTUPOBKA MCTOYHUKAMU
[UIAHOB.
Tema 3 Pabota ¢ TekcTamu Pa6ota B OBC. |Tureparypa
NudopmaunonHoe YIIPaBIEHYECKUX reme 3, padora ¢ (TectupoBanue
o0ci1y:KNBaHue ITOKYMEHTOB TpHU MHTEPHET
PYKOBOIUTEIS COCTaBJIEHUN 0030PHBIX MCTOYHUKAMU




7. OHEHOYHBIE MATEPHAJIBI

Ne Tema KparTkas xapakrepucruka Kpurtepun
n/n OIIeHOYHOI0 CpeACTBA OLICHUBAHUS
KOMIIETeHIIUH

1. OcCHOBBI OpraHu3anuu IK 2.1
TpyIa, TECTUPOBAHUE K 2.2
HNudopmannonnoe IIK 2.3
o0cy )XKMBaHUe IIK 3.1
PYKOBOAUTEIISA IIK 3.2

I1K 3.3

2 Opranu3aluoHHO- TECTUPOBAHUE K 2.1
aJMUHUCTpPaTUBHAs IIK 2.2
NEeITEIbHOCTE IIK 2.3

IK 3.1

IIK 3.2

I1K 3.3

Nudopmannonnoe TECTUPOBAHUE K 2.1
o0ciyKuBaHue K 2.2
PYKOBOAMTEIIS IIK 2.3

IK 3.1

IIK 3.2

IIK 3.3

[Tpu ouieHKe 3HAHMI HA 3a4eTe YUUTHIBACTCS:
. YpoBeHb CHOPMUPOBAHHOCTH KOMITETEHITHIA.

—

[POIEMOHCTPUPOBATH
MPOrpaMMHOT0 MaTepHUaa;
MPOJIEMOHCTPUPOBATh 3HAHHWE OCHOBHBIX TEOPETUYECKUX
TMOHATHIA,

JOCTAaTOYHO ITOJTHOC

3HaHHC

NOCTAaTOYHO  [OCJIEAO0BATENbHO, TIPAMOTHO M  JIOTMYECKU
CTPOMHO U3JIaraTb MaTepHaIL;

MPOJEMOHCTPUPOBATH YMEHHE OpHEHTHPOBAThCA B
ImTeparype;

2. YpoBeHb YCBOECHMSI TEOPETUUYECKUX MOJOKEHUN AMCUMILIMHBI, MPAaBUIBHOCTh (HOPMYIHPOBKU
OCHOBHBIX TIOHATUH 1 3aKOHOMEPHOCTEH.

3. YpoBeHb 3HaHMs (PAKTUYECKOTO MaTeprana B 00beMe porpamMmal.

4. Jloruka, CTpyKTypa ¥ TpaMOTHOCTb U3JI0’KEHUS BOIIPOCA.

5. YMeHue cBs3aTh TEOPHIO C MPAKTUKOM.

6. YMeHue fenaTh 000011eHNs, BBIBOJIBI.

Ne i Ouenka I xana

1 OtinyHO CrnylmaTenpb JOKEH:
MIPOEMOHCTPUPOBATH INTyOOKOE U MPOYHOE YCBOEHUE3HAHUN
[IPOrpaMMHOI0 MaTepHaa;
MCYepIIbIBAOIIE, TIOCIeI0BAaTENbHO, TPAMOTHO M JIOTHUECKU
CTPOWMHO U3JI0KUTh TEOPETUUECKNN MaTepua;
MPaBUIBHO (POPMYIHPOBATH ONPEACTICHHUS;
[IPOJIEMOHCTPUPOBATh YMEHMSI CAMOCTOSITENILHOM paboThI €
IIMTEpaTypou;
[YMETh CIIeJIaTh BBIBOJIBI IO U3JIaraeMOMy MaTepuay.

2 Xopomio CrnyumaTenb JODKEH:
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YMETh CHeJaTh IOCTAaTOYHO OOOCHOBAaHHBIC BBIBOJBI II0
U3JIaraeMoMy MaTepuany.

Y,Z[OBJ'IeTBOpI/ITCHBHO

CrnymaTenb JOMKEH:

[TponemMoHCTpHpOBaTh O0IlIee 3HAHUE H3yYaeMOro MaTepuara;
MoKa3aTh oOmiee BjaJeHUE TMOHATHIHBIM aImapaToM
ITUCITUTIINHBL,

YMETb CTPOUTH OTBET B COOTBETCTBHM CO CTPYKTYpOI
M371araeMoro BOIpoca;

BHATH OCHOBHYIO PEKOMEHAYEMYIO MPOrpaMMON y4eOHYIO

nUTEpaTypy.

HeynosnerBopurenbHo

CrnymaTenb JEMOHCTPUPYET:
HE3HaHWE 3HAYUTEIIBHON YaCTH MPOTPAMMHOI'0 MaTepHaa;
HE BJIaJICHUE MOHSITUIHBIM aIllapaToM JAUCHUIUIHHBI;
CYILIECTBEHHBIC OIIMOKHU MPU U3TI0KEHUHU Y4eOHOTO MaTepuana;
HEYMEHHUE CTPOUTH OTBET B COOTBETCTBUU CO CTPYKTYpOI
M371araeMoro BOIpOCa;
HEyMEHHE JIeJIaTh BBIBOIBI IO M3JIaraéMOMY MaTepuaiy.

3auTreHo

BricTaBnsercs npu COOTBCTCTBHUU napamMeTpam
3K3aMeHaHHOHHOﬁ IIKaJIbl Ha YPOBHAX «OTJIHUYHO»,
«XOpomo», KyAOBJICTBOPHUTCILHO)).

He 3aureno

BrictaBnsercs npu COOTBETCTBUU napaMmeTpam
9K3aMEHALMOHHON LIKaJIb Ha yYpOBHE
«HEYI0BJIETBOPUTEIILHOM.

TecTupoBanus

Ne it

Onenka

HIxana

OTINYHO

KonnuecTBo BepHbIX 0TBETOB B HHTEpBaie: 71-100%

Xoporo

KonuuecTBo BepHBIX OTBETOB B MHTEpBajie: 56-70%

VY 10BIIETBOPUTEITHHO

KonnuecTBo BepHbIX 0TBETOB B HHTEpBaiie: 41-55%

HeynosnerBopurenbHo

KonnuectBo BepHbIX 0TBeTOB B MHTEpBae: 0-40%

3aureHo

KonnuecTBo BepHbIX 0TBETOB B HHTEpBaie: 41-100%

NN BV —

He 3autreno

KonnuectBo BepHbIX 0TBeTOB B HHTEpBae: 0-40%

7.1. ITEMOHCTPAIIMOHHBIA BAPUAHT TECTA

HNudopmanus 31o

B

COOOIIEHUSsI, HAXOISAIINECS B TAMSITH KOMITBIOTEPa;

COOOIIEHUsI, HAXOISAITUECS B XPaHUIHIIAX JAHHBIX;

. IpeJIBapUTEIILHO 00pabOTaHHBIE TAaHHBIC, TOIHBIC TS IPHHATUS  YIIPABICHUECKUX PEIICHUH;
. cooOmeHus, 3auKCUPOBAHHBIE HA MAITUHHBIX HOCUTEIISX.

I/IHq)opMammHHaﬂ TEXHOJIOT' U 3TO

Nk W=

COBOKYHHOCTI) TEXHUYCCKUX CPECACTB.

CoOBOKYNHOCTB NPOTPaMMHBIX CPEJICTB.

COBOKYMHOCTH OPraHU3alMOHHBIX CPEJICTB.

MHoxecTBO HH()OPMAIIMOHHBIX PECYPCOB.

CoBOKYNIHOCTH onepanuii mo coopy, o0padoTKe, nepegayv U XpaHEHUIOAAHHBIX C

HCMO0JIb30BAHMEM METO/I0B U CPeCTB ABTOMATH3ALMH.
Ykaxure PYyHKIHH 3JIEKTPOHHOT0 IOKYMEHT0000poTa

1. PemeHnue npukiagHbIX 3a1a4.

2. XpaHeHue 3JIeKTPOHHBIX IOKYMEHTOB B apXHBe.

3. IlouCK 3/1eKTPOHHBIX IOKYMEHTOB B apXHBe.

4. Opranuzanus peuieHus TpaH3aKIIMOHHBIX 3a/1a4.
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5. MapumipyTu3anus 4 nepeaayda J0KyMeHTOB B CTPYKTYPHbIE IOApPa3/ie/IeHHS.
6. MOHUTOPHHT BHINOJHEHUS PACIOPSKEHUI.

7. Opranuzanys penieHHs aHAIUTUYECKUX 3aad.

YKaxuTe rJ1aBHYI0 0CO0€HHOCTb 0a3 JaHHBIX

1. OpueHranus Ha nepenavdy JaHHBIX.

2. OpueHTal M HA ONEPATHBHYIO 00padOTKY JaHHBIX M Pad0Ty ¢ KOHEYHBIM
N0JIb30BaTeJIeM.

3. OpueHTanus Ha UHTEJJIEKTYaIbHYI0 00pabOTKy TaHHBIX.

4. OpueHTauys Ha NPEAOCTaBICHHE AaHATTMTUYECKON NH(OPMALIHH.

Ykakure r’1aBHYI0 0COOCEHHOCTb XPAHMJIUI JAHHBIX

1. OpueHranus Ha OnlepaTUBHYIO 00pabOTKY TaHHBIX.

2. OpueHTANMs HA AHAJTUTHYECKYIO 00padOTKY JaHHBIX.

3. OpueHTanus Ha UHTEPAKTUBHYIO 00pa0OTKY JaHHBIX.

4. OpueHTanus HA UHTETPUPOBAHHYIO 00PaOOTKY JaHHBIX.

8. IEPEYEHb YYEFHOM JIUTEPATYPHI U PECYPCOB CETU UHTEPHET

8.1. OcHoBHasi yueOHas quTEpaTypa
1. HlyBanoBa, H. H. JlokymeHTammonHoe obOecriedeHne ymnpaBieHHs: YYeOHUK Ui CPEIHEro
npodeccuonanbHoro oopazosanus / H. H. lllyBanoBa. — 3-¢ u3z., nepepald. u gorm. — MockBa :
NznarensctBo FOpaiit, 2025. — 234 ¢. — (IIpodeccuonansroe oopazoBanue). — ISBN 978-5-
534-20349-3. — TekcT : anmekTpoHHbIH // O0pa3oBaTenbHas mwiatdopma FOpaiit [caiir]. — URL:
https://urait.ru/bcode/561049
2. lysanora, H. H. OcHOBBI nenmonpon3BoacTBa. S3bIK CIy)KEOHOTO JOKYMEHTA : YUYSOHUK JIJIs
By30B / H. H. IllyBanosa, A. IO. lBanoBa ; mox obmei pemakiuerd H. H. [llyBamoBoit. — 3-¢
u3a., nepepad. u gom. — MockBa : M3matensctBo IOpaiit, 2025. — 355 ¢. — (Bricuiee
obpazoBanue). — ISBN 978-5-534-20343-1. — Texkcr : anextponHblld // OOpa3zoBarenbHas
mwiatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/560174

8.2. lonosiHuTeIbHAS y4eOHAas IuTepaTypa

1. IMandunosa, A. II. KyneTypa pedun u naenoBoe oOLIeHHE: y4Y€OHUK W TPAKTUKYM JUIS
cpennero npodeccuoHanbHoro oopazoanus / A. I1. [Tandunosa, A. B. [fonmaroB. — MockBa:
WznarensctBo FOpaiit, 2025. — 488 ¢. — (IIpodeccuonansuoe obpazoBanue). — ISBN 978-5-
534-16686-6. — TekcT : anmexkTpoHHbIH // O6pa3oBaTenbHas miatdopma FOpaiit [caiir]. — URL:
https://urait.ru/bcode/568542

2. Kadran, B. B. JlenoBas 3Tuka : y4eOHUK W MPAKTUKYM JIJIsI CPEIHETO MPOodheCcCHOHATBFHOTO
obpasoBanus / B. B. Kadran, JI. WM. YepnsimoBa. — Mocksa : U3natensctBo HOpaiit, 2025. —
301 c¢. — (IIpodeccuonansuoe obpazoBanme). — ISBN 978-5-534-03916-0. — TekcT
aneKkTpoHHBI  //  OOpasoBartenbHas  1iatgpopma  IOpaiir  [caiit]. —  URL:
https://urait.ru/bcode/561129

Pecypchl ceT HHTEpHET
https://obrex.ru/biblioteka/internet-
resursy/weblink/25/25/1
https://obrex.ru/biblioteka/internet-
resursy/weblink/25/25/2
https://obrex.ru/biblioteka/internet-
resursy/weblink/25/25/4
https://obrex.ru/biblioteka/internet-
resursy/weblink/25/25/6
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https://urait.ru/bcode/560174
https://obrex.ru/biblioteka/internet-resursy/weblink/25/25/1
https://obrex.ru/biblioteka/internet-resursy/weblink/25/25/1
https://obrex.ru/biblioteka/internet-resursy/weblink/25/25/2
https://obrex.ru/biblioteka/internet-resursy/weblink/25/25/2
https://obrex.ru/biblioteka/internet-resursy/weblink/25/25/4
https://obrex.ru/biblioteka/internet-resursy/weblink/25/25/4
https://obrex.ru/biblioteka/internet-resursy/weblink/25/25/6
https://obrex.ru/biblioteka/internet-resursy/weblink/25/25/6

9. METOANYECKHUE YKA3AHMUA JVIAA OBYYAIOIHIUXCA ITO OCBOEHUTIO

JUCHHUIIJIMHBI
Bun MeTtoanueckue yYKa3aHusl mno OpraHu3auuu
AeATeIbHOCTH AeAITeJIbHOCTH 00y4YaKIIerocst

HpaKTI/I‘IeCKI/Ie 3aHATHUA

ITpopaboTka pabouell mporpammsbl, yAenasss 0coboe BHUMaHHE
HelasiM M 3ajjadyaM, CTPYKTYpE U COJEP)KaHUIO0 JAUCLMILIUHBL
KoHncnektupoBanue  MCTOYHHMKOB. Pabora ¢ KOHCIIEKTOM
MPAKTUYECKUX 3aHSATHUI, MOATOTOBKAa OTBETOB K

KOHTPOJIBHBIM BOIIPOCAM, IPOCMOTP PEKOMEHAYEMOM JTUTEPATYPBHI.

CamMocTrogTenpHas
pabota

CamocrosTenbHas paboTa MPOBOAUTCS € LEJIbIO: CHCTEMAaTU3AUH U
3aKpEIJICHUS! MTOJIyYEHHBIX TEOPETUYECKUX 3HAHUN M MPAKTUUYECKUX
yMeHull oOyuaromuxcs; (OpPMHPOBAHUS YMEHHMHA HCIOIb30BATh
OCHOBHYIO ¥  JIONOJHUTENbHYI  JIUTEpaTypy;  pa3BUTUS
MIO3HABATENBHBIX CHOCOOHOCTEH M AKTUBHOCTH OOYYaroIMXCS:
TBOPUYECKON MHMIIMATHBBI, CAMOCTOATEIbHOCTH, OTBETCTBEHHOCTH,

OpraHU30BaHHOCTH; dbopmupoBaHue CaMOCTOSITENIbHOCTH
MBIIUICHUS, CHOCOOHOCTEM K CaMOpPa3BUTHIO, COBEPIIICHCTBOBAHUIO
u  caMmoopranmzanuu;  (GopMmupoBaHHs ~ HPO(HECCHOHATBHBIX

KOMIIETEHIIHIA; Pa3BUTHIO MIPAKTHYECKUX YMEHHUI 00y4aromumxcsl.
@opMBbl ¥ BUIBI CAMOCTOSITENILHOM PaOOThl 00YYArOIIMXCS: YTEHUE
OCHOBHOW M JIONOJHUTEIBHOW JIMTEPATYPbl — CaMOCTOATEIbHOE
U3y4YeHHE MaTepualia IO  PEKOMEHAYEMBbIM JIMTEPaTypPHBIM
HCTOYHUKAM; pabora c OUOIMOTEYHBIM KaTajorom,
CaMOCTOSITENIbHBIM  TOA00pP HEOOXOJUMOW JUTEPaTyphbl; TMOHCK
HeoOxoaumon wuH@opManuu B ceTtd HHTEpHET; MOAroToBKa K
pa3nuuHbIM QopmMaM TeKylled U IMpOMEeXYyTOUHOM arrecTamuu (K
3a4uery).

TexHonorust opraHU3aui CaMOCTOATEIHHON pabOThI00yYaIOIIXCS
BKIIIOYAeT HCIOJIb30BaHWE WH(GOPMAIMOHHBIX M MaTepHaIbHO-

TEXHUYECKHUX pecypcoB 00pa30BaTEILHOTO  YUPEXKJICHHUSL:
OuOIMOTEKYy C YHTaIbHBIM  3aJIOM, YKOMIUICKTOBaHHYIO B
COOTBETCTBUM  C  CYIUECTBYIOIIMMH  HOPMaMu; yueOHo-

METOAMYECKYI0 0a3y yueOHBIX KaOMHETOB; KOMITBIOTEPHBIE KJIACChI
C BO3MOXXHOCTBIO pabOTBl B ceTh VIHTEpHET, OCHOBHYI U
JOTIONTHUTENBHYIO  JINTEPATypy, pa3paboTaHHYID C  y4eToM
YBEJIMUYEHUS JIOJIU CAMOCTOSITENFHOM pPabOThl OOywaroummxcs, u
UHBIE METOJUYECKHE MaTepHUaIbl.

Ilepen BBIIIOJIHEHHEM o0y4aromuMucs BHEAYIUTOPHOU
CaMOCTOSITENIbHOU paboThI IpenojaBaTelib IIPOBOAUT
KOHCYJIbTUPOBAHHE 110 BBINOJHEHUIO 3aJaHus, KOTOPOE BKIIOYAET
Lenb  3ajJaHus, €ro CoJAep)KaHWe,  CPOKH  BBIIOJHEHMS,
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OPUEHTUPOBOUYHBIK 00BEM paboOThl, OCHOBHBIE TpeOOBaHUS K
pe3ynbTaTtaM paboThl, KpuTepuu olleHkH. CaMmocTosATenbHas paboTa
MOXKET  OCYIIECTBISTHCS ~ WHAMNBUAYATbHO  WIH  TpyHIamMu
00ydJaromuxcsi B 3aBUCUMOCTH OT I, 00BbeMa, KOHKPETHOU
TEMaTUKUA CaMOCTOSITEIbHONH PabOThl, yPOBHS CIOXKHOCTH, YPOBHS
YMEHHI 00y4aronmxcs.

@DopMBI KOHTPOJISI CAMOCTOSITETTFHOM PabOThI: MPOCMOTP U MIPOBEPKA
BBIMIOJIHEHUSI ~ CaMOCTOSITEJIbHOM ~ paboThl  NperojaBaTesieM;
pedIieKcHs BBIMOJHEHHOTO 3aJlaHusl B TPYMIE; 00CYyXKICHUE
pe3yJIbTaTOB  BBIMIOJHEHHOM paboTsI Ha 3aHATUU —
[IpeI0CTaBIIEHNE OOPAaTHOM CBSI3U; MPOBEIEHUE YCTHOTO OINpoca.

Ompoc

VYCTHBII ONPOC 110 OCHOBHOM TEPMHUHOJIOTUN MOKET IIPOBOJUTHCS B
IIPOLIECCE MPAKTUYECKOr0 3aHATHUs B TeueHue 15-20 mun. [To3Bossser
OLICHUTH TMOJHOTY 3HAHWM KOHTPOJIUPYEMOTO

Marepuasa.

[ToaroroBka K 3aueTy

[lpy moAroTOBKE K 3a4eTy HEOOXOAWMO OPHEHTHUPOBATHCS Ha
PEKOMEHIyeMYI0 JINTepaTypy H Ap.

OcHOBHOE B MHOATOTOBKE K cJaye 3adyera M0 JUCHUIUIMHE - 3TO
NOBTOPEHHE BCEr0 MaTepuana JUCHUIUIMHBIL, MO KOTOPOMY
HEOOXOIMMO  C/JaBaTh  INPOMEXKYTOUYHYIO  arrectauuio. llpum
HNOATOTOBKE K chade 3adeTa oOydaromuiics Bech 00beM paboThI
JIOJDKEH pacrpesiesisiTh PaBHOMEPHO MO JHSM, OTBEACHHBIM JIJIS
HOATOTOBKH K 3a4€Ty, KOHTPOJIMPOBATh KAXK/bIl ICHb BBHIIIOJIHEHHE
HaMEUYEHHOH paboTHI.

[ToaroroBka o0y4aromierocsi K 3a4eTy BKIIIOYaeT B ceOs TpH dTarma:
caMoCTosTeNIbHasE paboTa B TE€UEHHE CEMECTPa; HEMOCPECTBEHHAs
NOATOTOBKA B JHHW, IPEIIICCTBYIOIINE 3adeTy MO TeMaM Kypca;
HNOATOTOBKA K OTBETY Ha 3aJaHus, COAEpKalldecs B BOIPOCaX
3ayera.

3ayer TPOBOAUTCA IO  BONPOCAM, OXBATHIBAIOIIMM  BECh
NPOWICHHBI  MaTepual  JUCHUIUIMHBL, BKIIOYas  BOIMPOCHI,
OTBEJICHHBIE Il CAMOCTOSITEIbHOTO U3yUCHHS.

Jns ycmemHoW caayM 3adeTa 1o JUCHUILIMHE oOydaromuecs
JIOJDKHBI TIPUHAMATh BO BHUMAaHHE, YTO: BCE OCHOBHBIE BOIPOCHI,
yKa3aHHbIE B paboueil mporpamme, HY)KHO 3HaTh, ITOHUMATh WX

CMBICII U YMETh €r0 pPa3bsSICHUTH; YKA3aHHbIE B paboueit
nporpamMmme (GopMupyeMble NpoQeccCHOHAIbHBIE KOMIIETEHIIMU B
pe3ynbTare OCBOEHUS JTUCLMIIIINHBI JTOJIKHBI OBITH

IPOJEMOHCTPUPOBAHbl  OOYYalOMIMMCS; CEMHUHApPCKHE  3aHSATHS
CIOCOOCTBYIOT MOJIyYEHHUIO 00Jie€ BBICOKOTO YPOBHS 3HAHUH U, KaK
clieicTBHE, Ooiee BBICOKOM OIIEHKE Ha 3adyeTe; TOTOBUTHCS K
HpOMC)KyTO‘{HOf/'I aTTecranuu HCO6XOIII/IMO Ha4YWHATL C MCPBOIoO
HPAKTHYECKOTO 3aHSATHSL.
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10. Ilepeyenb MHGOPMAIMOHHBIX TEXHOJIOTHI, HCIOJIb3YeMbIX NMPHU OCYIECTBJICHUMN
0o0pa3oBaTe/IbHOIO MpoIecca Mo JMCHUIJIMHE, B TOM YHCJIe KOMIUIEKT JIMIEH3UOHHOT 0
NMPOrpaMMHOI0 o0ecredeHus, 3TeKTPOHHO-0M0JIM0TeYHbIe CHCTEMbI, COBpeMEHHbIEe
npodeccuoHaIbHbIe 0a3bl JaHHBIX U HH()POPMAIHOHHBIE CTIPABOYHbIE CHCTEMbI

10.1. JIuneH3MOHHOE MPOrPaMMHOe o0ecIeYeHne:
[Iporpammuoe obGecrneuenue: Windows 10, OpenOffice, 7zip, Windows Defender
(antuBupycnoe I10), Adobe Acrobat Reader
10.2. DJ1eKTPOHHO-0MOIHOTEYHAS] CHCTEMA:

OnektponHas ounbnuoreunas cucrema (ObC): https://urait.ru

10.3. CoBpemenHblIe podeccuOHATbHBbIE 0a3bl JAHHbIX:
OdunuanbHbIi HHTEpHET-IOpTall 0a3bl JaHHBIX IpaBoBOK MH(opMaruhttp:/pravo.gov.ru.
[Topran Exuaoe okHO JocTyna K 00pazoBaTebHBIM pecypcam http://window.edu.ru/
Hayunas snexrponnas Oubiuoreka http://www.elibrary.ru/
HanmonanwsHas snexkTpoHHas oudimoreka http://www.nns.ru/
DIIeKTpOHHBIE pecypchl Poccuiickoii rocy1apcTBEHHON OUOIMOTEKH
http://www.rsl.ru/ru/root3489/all

10.4. UudopmManuoHHbIe CIPABOYHbIE CUCTEMBbI:

[Topran  deaepanbHBIX  TOCYJApCTBCHHBIX  00pa30BaTE/IbHBIX  CTAHAAPTOB  CPEIHETO
npodeccuoHansHOr0 00pa3oBanus http://fgosvo.ru.

11. MATEPUAJIBHO-TEXHUYECKAS BA3A

O6pa3oBarenbHast OpraHu3aIus obnanaer MaTepHaTbHO-TEXHUUECKON 0a3oii,
COOTBETCTBYIOIIECH NEUCTBYIOIIMM MPOTHUBOMOXKAPHBIM IMpaBUJaM U HOpMaM M OOecredHrBaroien
MpoOBeJIcHNE BCEX BUIOB 3aHATHH ciymaTened. J[ns peanuzanuu mporpamMmbl MPeTyCMOTPEHBI
CIIeTyFOIINe KaOUHETHI:

Kabuner coumanbHo- ryMmaHuTapHbix aucuuninl (mo bTH 15):

- pabouee MecTo mpenoaBarens - 1t

- CTOJIbI yYEHUYECKHE - 14 mT.;

- CTyJIbsl yUEHUYECKHE -28 1IT.;

- MapKepHasi ocka - 1 mrT.;

- KOMIIptOTEp - 1 mT.;

- IpoeKTop - 1 mT.;

- IoCKa JyIs mpoekTopa - 1 mrt.;

- HarJaaaHbIe Tocooud - 28 IT.;

- KOMITJIEKTBI y9€0HO-METOINISCKON JOKYMEHTAIIUHU T10 JUCIUTUTHHAM - 28 IIT.;

- mkad /Ui XpaHeHus: yueOHbIX MaTepHaioB - 1 miT.

Kabouner ungopManmoHHbIX TEXHOJOTHH B NPO(eCCUOHATLHON JesITeJbHOCTH (110
BTH 9):
- pabodee MecTO TIpemnogaBarens - 1mr.;

- CTOJIBI yueHnueckue - 10 mr.;

- CTYJIbsl yueHH4eckue -10 mr.;

- MapKepHasi Jocka - | mrT.;

- aBTOMATH3UpOBaHHBIE paboune Mecta odydarontuxcs (mporeccop Intel Core 15,
ornepatuBHas mamsates 8 I'6) - 10mr.;

- OpoeKTop - 1 mT.;

- IOCKa JyIs mpoekTopa - 1 mr.;

- HaraaaHele mocobud - 10 mr.;

- KOMITJIEKTBI y9€0HO-METOIMYECKOM JOKYMEHTAIIUU T10 TUCHUTUTHHAM - 10 mT.
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http://pravo.gov.ru./
http://window.edu.ru/
http://www.elibrary.ru/
http://www.nns.ru/
http://www.rsl.ru/ru/root3489/all
http://fgosvo.ru./

- npuHtep RICOH SP 220 - 4 wrt.;

- MpOTpaMMHOE 00€ecTIeueHnEe 00IIeT0 Ha3HAYCHUS:

- Microsoft® WindowsProfessional 10 Russian Upgrade Academic OLV 1License NoLevel
AdditionalProduct Each
12 Microsoft®Office 2019 Russian Academic OLV 1License NoLevel AdditionalProduct Each - 10
IIT.;

- mporpamMMHoe obecrnieueHue npogeccruonansHoro HazHaueHus:: Windows 10, OpenOffice,
7zip, Windows Defender (antuBupycnoe I10), Adobe Acrobat Reader,
EclipseIDEforJavaEEDevelopers, .NETFrameworkJDK 8, MicrosoftSQLServerExpressEdition,
OHJIaMH-TIpuiIoKeHue Draw.io ais co3nanus nuarpamm, MicrosoftVisualStudio,
MySQLInstallerforWindows, NetBeans, SQLServerManagementStudio,
MicrosoftSQLServerJavaConnector, AndroidStudio, IntelliJIDEA - 10 mit.;

- clipaBoYHO-IIpaBoBasi cucreMa «KoncynpranT mioc» - 10 mr.;
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