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1. OBIIUE CBEJAEHUSA O JMCHUIIJIMHE

1.1. HaumeHoBaHue JUCHMILIMHBI

PabGouass mporpamma  nucuMIUIMHBI  «OpraHmzanusi  CEKpeTapcKoro
oOCIy’KMBaHUS» TpeJHa3HaueHa Juisi OakamaBpoB (B TOM 4uCile st
WHKIIIO3UBHOTO  O0pa3oBaHUs  HMHBAJIMAOB M JHIl C  OrPAaHUYEHHBIMH
BO3MOKHOCTSIMU ~ 3[IOPOBbsI), OOydYarolmuXcsi IO HaMpaBiICHUIO MOATOTOBKHU
46.03.02 «JIOKyMEHTOBEJICHWE M apXWBOBEACHUE», MNPODWIb IOJATOTOBKU
«/lokymeHnTanmonHoe oOecrieueHue YIpaBieHUs», Ha Kadenpe OUOIMOTEUHO-
WHOOPMAIIMOHHOW  JICSITENIBHOCTH,  JIOKYMEHTOBEACHUS U  apXHUBOBEICHHUS
XabapoBCKOTO TOCYIapCTBEHHOTO HHCTUTYTa KYyJIbTYpbl, B COOTBETCTBUU C
dbeneparbHBIM  TOCYIapCTBEHHBIM 00pa30BaTEIbHBIM  CTAHAAPTOM  BBICIIETO

oOpa3oBaHMsI, YTB. MPUKA30M MHHHCTEPCTBA HAyKU M BBICIIET0 0OpazoBaHusi PO
ot 24.09.2020 1. Ne 1343.

1.2. MecTo IUCHUILIMHBI B CTPYKTYpe 00pa3oBaTe/IbHOM POrpaMMbl

HucuunnuHa «Opranu3anusi CEKpeTapcKoro OOCITYyXUBaHUS) SIBISIETCA
JTUCHUIUTMHOM BapraTtuBHOM yactu (6s10k 51.B.06).

Kypc omupaercs Ha 3HaHMS, NOJY4YEHHBbIE B paMKax IUCIUIUIMH 0a30BOU
yactu «HpopMarimonnas 0e30nacHOCTh U 3amuTa HHpopManum», « Opranuzanus
U TEXHOJIOTUs JOKYMEHTAIMOHHOTO oOecnievyeHus YIIPaBICHU,
«ApXMBOBEJICHUE» U MPOJIOJKACT pPa3BUBaTh KOMIIETCHLIUIO OOYYaroLUMXcs IO
OpraHU3alMU CEKPETapCKOro 00CTyKUBAHUS.

1.3. Iles1b 0CBOECHMSI AMCHMIIJIMHBI
[lenb MUCIHUIIIMHBI - U3YUYEHHE COBPEMEHHOM CHUCTEMbI JOKYMEHTAI[UHU IO
JUYHOMY COCTaBy; (OPMHUPOBAHHUE Yy CTYJACHTOB PAllMOHAIBHBIX IOJIXO0JIOB K
pEelIeHUI0 3aJlady OpraHu3aluv padoThl C JIOKYMEHTAaMU B KaJpOBOMl CiIy»KOe;
dbopmMupoBaHUe yMEHUW OOECIEUCHUS XPaHEHUs] JIOKYMEHTOB IO JIMYHOMY
COCTaBy.

1.4. Ilnanupyembie pe3yabTaTbl 00y4eHHs M0 TUCHUILTHHE
[IpodeccuonanbHple  KOMIIETEHIUH  C(OPMYJIMPOBAHBI HAa  OCHOBE
BBHIODAHHBIX W3 MPOPECCHOHANBHBIX CTAHIAPTOB OOOOMIEHHBIX TPYIOBBIX
bynkumii  (OTD), cooTBETCTBYHOMMX NPO(PECCHOHATBLHON  NEeATEIbHOCTH
BBITTYCKHUKOB.

DopmupyeMbie NHaukaTopsl JOCTHKEHHUS IlinanupyemMblie pe3yibTaThl
KOMITETEHIIM U KOMITeTeHI Uil NPaKTHYECKOM 1eATeJbHOCTH,
ol0ecneynBaloIHe

¢dopmupoBaHKe KOMIIETEHIIMI

IIpodeccnonaibHbIE KOMIIETEHIIUH

[1K-7 Criocoben [IK-7.1. 3uame: [IK-7.1. 3uaTsk:
OCYIICCTBIISATH - cneyuguxy OCHOBHOU | - CHeHPUKY OCHOBHOM
OpTraHHU3aI[OHHOE, oeamenbHoCcmu opeaHuzayuu, | NeATEIbHOCTH OpraHU3aIlNH,

JIOKYMEHTALlMOHHOE | YNpasienueckyro cmpykmypy | yupaBJI€HYEeCKYIO CTPYKTYpPY
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U HH(OpMaIOHHOE
obecrieueHue
JeSITeIbHOCTH
PYKOBOAUTENS
OpraHu3aIiu

opeanuzayuu, PYKOBOOCMEO
opeanuzayuu, Kpye ux nOIHOMOYUL U
02PaAHUYEeHUs. 30H ux
0MEEMCmMEEeHHOCMU,

- hyHKYUU camomeHeOHCMeHma,

- npasuna  8eOeHus  0eln08020
00WeHUs U 0e108020 IMUKema,

- npasuna  COCMAGIEHUS. u
ogopmnenus VAPasLeHuyecKux
O0OKYMEHMO8;

- OnmMuManbHble
uHgopmuposarus napmuepos,
KAUEHMO8, nocemumeretl,
PVKOBOOCMBO U  COMPYOHUKOB O
NAAHUPYEMbBIX MEPONPUAMUSAX,

cnocobwl

OpraHu3aluy, PYKOBOJCTBO
OpraHu3aiuy, KpyT ux
IIOJIHOMOYHUI M OTrpaHUYEHUSI 30H

UX OTBETCTBEHHOCTH;

- (DyHKIIMM CAMOMEHEKMEHTA;

- TpaBWIa BEJICHUS JICJIIOBOTO
00ILEeHNS U IEIOBOTO ITUKETA;

- TpaBWIa  COCTaBJICHHUS U
opopMmIIeHHS ~ yNpaBIEHYECKUX
JIOKYMEHTOB;

- ONTUMAJIbHBIE CrocoObI
WH()OPMHUPOBAHHUS  TMAPTHEPOB,
KJIHUEHTOB, IMOCETHUTEIICH,

PYKOBOJCTBO M COTPYIHHKOB O
TUTAHAPYEMBIX MEPOTIPUSITHSIX;

- yenoeus, obecneyusarowue | - yCIOBUSA, OO0ECIEUYUBAIOIINE
aghghexmuenyio pabomy | 3pHEKTUBHYIO paboty
PYKOBOOUmens, PYKOBOJIUTEIIS;
- npasuna 3auumsl | - MpaBUIIa 3aIUTHI
KOHGQuoenyuanvHou u cayxcebHol | KoHGUACHIUATLHON u
ungopmayuu, ciry>xeOHOl nHpopMaImy;
- nops00K opeanuzayuu | - TIOPSIIOK OpraHu3aIuu
ungopmayuonnoe 63aumooeticmeue | ”HHOPMaITMOHHOE
pyKosooumensi ¢ pabomuuxkamu, | B3aUMOJICHCTBHE PYKOBOIUTEIIS C
CMPYKMYPHLIMU NOOPA30eleHUAMU U | PAOOTHUKAMHU, CTPYKTYPHBIMHU
OpyUMU OP2AHUZAYUAMU, MOJPA3NICICHUSIMH U JIPYTUMH
- npasuia 1n0020MO6KY | OPTaHHU3AIISIMU;
UHPDOPMAYUOHHO-AHATUMUYECKUX - npaBuia MOJITOTOBKH
Mamepuanos; WH(OPMAIMOHHO-aHATUTUICCKIX
- mpebosans OXpansvl mpyod. MaTEepUasoB;

- TpeOOBaHUsI OXpaHbI TPYA.
IIK-7.2. Yuems: [IK-7.2. Ymers:
- maamuposéamv  pabouee 6pems | - TUIAHUPOBATH pabouee Bpems
PYKOBOOUmens; PYKOBOJUTEIS;
- miamuposeamv  pabouee 6pems | - TUIAHUPOBATH pabouee Bpems
cekpemapsi, CeKpeTaps;
- opeanuzogvieams — meneg)oHHble | - OPTaHU30BBIBATH TelEePOHHBIC
nepezosopbi; MIEPETOBOPHL;
- opeanuszosvieamv  pabomy ¢ |- OpPTaHU30BBIBaTH paboOTy ¢
nocemumensimu 8 npuemMHou | TOCETUTENIMA B TPHEMHOUN
PyKosooumens, PYKOBOJIUTEIIS;
- noodeomagiueams, NpPo8OOUMs U | - TIOATOTABINBaTh, MPOBOAUTH U
obcmyocusamo KOH@epenmubvle | 00CTyKUBATh KOH(epeHTHbIE
Meponpuamus,; MEpPOTPHUATHS;
- OP2aHU306b16AMD u|- OpPTaHW30BBIBATH "
noooepoicugams  QYHKYUOHAIbHOE | IONACPKUBATh (YHKIIMOHATHHOE
pabouee npocmparcmeo 6 npuemHou | padbodee MIPOCTPAHCTBO B
u Kabuneme pyKogooOumess, MPUEMHON u KaOuHETe
- Op2aHU306b16aMb | PYKOBOIUTEIIS;
ungopmayuonnoe @3aumooelicmeue | - OpPraHHU30BBIBATH
pyKogooumens ¢ noopazoenreHusmu | THOOPMAITMOHHOE

U QOJIHCHOCMHBIMU auyamu,

B3aHUMOJCHCTBHE PYKOBOOUTCIIA C
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- 0p2aHU308b16aMb
uHopmayuonrnoe 83aumooelcmaue
PYKOBOOUMENS C OP2AHUZAYUAMU,

- AHAIU3UPOBAMb UHDOPMAYUIO U
n0020MasIU8aAmMd UHPOPMAYUOHHO-
ananumuyecKue Mamepuaol.

MOJIpa3/IeIeHUSIMHI u
JIOJDKHOCTHBIMH JIMIIAMH;

- OpTraHU30BBIBATH
UH()OPMAIIMOHHOE
B3aMMO/ICHCTBHE PYKOBOAUTEIS C
OpTraHU3aLUSIMU;

- aHAJIM3MPOBATh MH(OPMALIHIO U
HOATOTaBINBATh
MH(POPMALMOHHO-aHATTUTHIECKUE
MaTepUaIbL.

IIK - 7.3. Braoems:

()OKyMeHmaL;MOHHOZO u

opearnuzayuu.

oessmenbHOCHU opeanusayuu,
- HABbIKOM OpcaHU3ayUOHHOO0,

- HABBIKOM  OP2AHU3AYUOHHOZO,
OOKYMEHMAYUOHHO2O u
UHOPMAYUOHHO2O obecnevenus

uHopmayuonno2o obecneyenus
desimenbHOCmU PYKOBOOUMes

IIK - 7.3. Bnagers:

- HaBBIKOM OpPraHHU3AIMOHHOTO,
JIOKYMEHTAIMOHHOTO u
HH(pOPMAITMOHHOTO OOecIeYeHUs
JIESITEIIbHOCTH OpPraHUu3aIny;

- HAaBBIKOM OPraHU3aI[IOHHOTO,
JIOKYMEHTAITMOHHOTO 1
nH(pOpMaMOHHOTO 0bOecIIeueHUs
JESITSIIBHOCTH PYKOBOTUTEIIS

OpraHu3anunu.

2. OBBbEM U COAEPKAHME AUCIUIIJIMHBI

2.1. O0beM TUCHUILINHBI

101010 390
Buj yueOHoii padoThl Bcero | Cemectpsnl | Beero Kypc
4acoB 4acoB
KonrakTHasi pa6ora (Bcero) 100 2-3 44 2,3
B TOM YHUCIIE:
- nexyuu (J13) 94 2-3 24 2,3
- cemunapwl (C3) 14 2-3 4 2,3
- npakmuyeckue (113) 32 2-3 16 2,3
- menxozpynnoguvle (MI'3)
- unousuoyanvhvie (MU3)
- epynnogoe KoHcynbmuposanue (I)
- UHOUBUOYaIbHOe KoHCyibmuposarue (H)
CamocrositenbHast padoTa cTyAeHTa (BCero) 80 2-3 136 2,3
CPC 57 2-3 123 2,3
KOHTPOJIb 23 2-3 13 2,3
B TOM YHCIIE:
- 10020MO8Ka Kypcosotli pabomul
- MeKywutl KOHmpoJb 10 2-3
- NPOMENCYMOUHBINL KOHMPOIb (NO020MOBKA K 13 2-3 13 2,3
3auemy u 9K3aMeHy)
OO01mas Tpy10eMKOCTD:
(Bcero 3a4. e1./K0J-Bo yacos o ®PrOC) 5/180 2-3 5/180 2,3
Bua npomexyrouHod —arrecranum  (3a4ert, | ceMeCTpPbI: Kypc:
IK3aMEH)
3auem 2 2
9K3aMeH 3 3




2.2. TemaTuuecknii miaan (OPO u 3P0)

Temarnueckuii miaan OPO

Ne
n/n

KoJj-Bo yacoB

KonrakTHas padora CamocTosiTe1bHasi padoTa
CTYeHTOB

HaumenoBanue KoHTpoIb CPC

Pa3IesioB U TeM

(popmupyembie
KOMIIETEHIIMH)

oroc

npome
JKYTOU
HbII

J3 | C3 | I3 CPC | Tekym

ui

Bcero uacos no
Bcero ayau.
4acoB
Kouncyabrauuu
I, 0
Bcero yacos
CPC

Beenenne B Kypc.
Ucropus  npodeccun
«CEKpEeTaph»

(IIK-7)

Poms  cekperaps B
OpraHu3aIuu
JIOKYMEHTAI[HOHHOTO
obecrieueHus
yIpaBICHUS

(IIK-7)

OxazaHue  IOMOIIHA
PYKOBOAUTEIIO B
IUTAHUPOBAHUU 10 4 2 2 6 5 1
pabouero BpeMeHH
(OK-7)

IInanupoBanue
pabouero JTHS
cekperaps

(IIK-7)

10 4 2 2 6 5 1

OCHOBEI
TUTAHUPOBAHHS
BpEMEHEM
(ITIK-7)

10 4 2 2 6 5 1

Opranuzauus
TenehOHHBIX

MIEPETOBOPOB

(ITIK-7)

10 4 2 2 6 5 1

Opraauzanust paboOTHI
C IIOCCTUTCIIAMU B
NPUEMHOMN 8 2 2 6 5 1
PYKOBOAUTENSA
(IIK-7)

Opranuzauus
MOATOTOBKH,
MIPOBEJICHUS u
00CITyKMBaHMS
COBEIIaHUN

(ITIK-7)

16 10 4 2 4 6 5 1

Mmuox ceKperaps
(moMornHuKa
PYKOBOJIUTES)

(TIK-7)

10.

Opranuzanus u
MoIIepIKaHuE 11 6 4 2 5 4 1
(hYHKIIMOHATIBHOTO




paboyero
IPOCTPaHCTBA
preMHOH 1 KaOuHeTa
PYKOBOIHTEA

(IIK-7)

Opranuzanust padoTsl
C JIOKyMEHTaMH B
11. | npuemHoit
PYKOBOAUTEIIS
(IIK-7)

[loaroroBka k 3a4€Ty

Hroro 3a 1 kxype (2
ceMecTp)

108

44

26

12

64

50

10

Opraamnzanus
XpaHSHHS
JIOKYMEHTOB B
MIPUEMHOMN
PYKOBOIUTENS

(ITK-7)

12.

Obecnieuenne

PYKOBOIUTEIS
nHdopmanueit
(IIK-7)

13.

Opranuzanus
MH(OPMALIMOHHOTO
B3aUMOJECHCTBUS

14. | pyxoBoxuTens c
JOJDKHOCTHBIMH

JMLAMH OpTaHN3auu
(IIK-7)

Hudopmanmonnoe
obecrieucHme
YIIpaBJICHUS
(IIK-7)

15.

13

12

Opranuzanus
JICTIOBBIX KOHTAKTOB U
16. | MPOTOKOJIBHBIX
MEpOIPUATHH

(ITIK-7)

15

14

Opranuzanus
WCIIOJIHEHUS PELICHUMN
PYKOBOIUTENS

(IIK-7)

17.

OOGecrieueHue
HHPOPMAIMOHHON
0e30IMaCHOCTH
JIEATENBHOCTH
OpraHu3aIuu
(ITIK-7)

18.

11

10

IToaroroska K
JK3aMEHY

HToro 3a 3 kypc (5 cemecTp)

72

56

28

20

16

Bcero yacos:

180

100

54

14

32

80

57




TemaTnueckuii miian 30

n/n

HaunmenoBanue
pa3aesioB U TeM

(bopmupyemsbie
KOMIIETEHIIMH)

KoJj-Bo yacoB

Bcero uacos no

oroc

KonrakTHas padora

CamocTosiTe1bHasi padoTa
CTY/IEHTOB

Bcero ayamu.

J3 | C3 | II3

yacoB

Kouncyabrauuu
I, 0

Bcero yacos

CPC

CPC

KoHTpob CPC

npome
JKYTOU
HbII

TEeKYII
ui

BBenenue B

HUcropus
«CEKpeTapb»
(IIK-7)

Kypc.
npodeccun

4,5

0,5

Pons  cekperaps B
OpTaHM3aIN
JOKyMEHTAI[IOHHOTO
oOecreyeHus
YIpaBICHUS

(TIK-7)

4,5

0,5 0,5

OxazaHue  IOMOIIHA
PYKOBOJIUTEITO B
TUIAHUPOBAHUH
pabodero BpeMeHH
(IIK-7)

6,5

2,5 0,5 2

IInanupoBanue
pabouero
cekperaps
(IIK-7)

ITHS

6,5

2,5 0,5 2

OCHOBBI
TUTAHUPOBAHHS
BpEMEHEM
(ITIK-7)

Opranuzanus
TenehOHHBIX

IepPEroBOpoB

(ITIK-7)

Opraauzanust paboTHI
C IOCETUTEIsIMH B
MpPUEMHOHN
PYKOBOAUTEIIS
(IIK-7)

Opranuzauus
MTOATOTOBKH,
TIPOBEICHUS u
00CITy)KUBaHUS
COBENIaHUU

(ITIK-7)

Nmumx
(moMornIHuKa

PYKOBOJIUTES)
(ITIK-7)

cekperapst

10.

Opranuzanus u
Ho/AepKaHIE
(YHKLIHOHATIBHOTO
pabouero
NPOCTPaHCTBA
NpHEMHON 1 KabuHeTa
PYKOBOJMTES

(TTIK-7)




Opranuzanus paboThl
C JIOKyMEHTaMH B
11. | mpuemHoH 5 1 1 4 4
PYKOBOAUTEIISI
(IIK-7)

SN

Iloaroroska k 3a4eTy 4 4

Hroro 3a 2 kypc 72 22 12 2 8 50 46 4

Opranuzanus
XpaHEHUs
JIOKYMEHTOB B
IIPUEMHOHI
PYKOBOIUTENSA

(TIK-7)

12. 12 1 1 11 11

Ob6ecnieuenue
PYKOBOAUTEIISI
nHpOopManmeit
(ITIK-7)

13. 15 4 2 2 11 11

Opraamnzanus
MH(POPMALOHHOTO
B3aMMOJCHCTBHS
14. | pyxoBoxuTens c 13 2 2 11 11
JIOJDKHOCTHBIMH
JIMLAMH OpTaHu3aIuu
(IIK-7)

Hudopmanmonnoe
15. obecrieueHue 15 4 2 2 11 11
yIpaBiIeHUS

(IIK-7)

Opranuzauus
JICTIOBBIX KOHTAKTOB U
16. | MPOTOKONBEHBIX 17 6 2 2 2 11 11
MEpOTPUATHH
(IIK-7)

Opranuzauus
WCIIOJIHEHUS PELICHUN
PYKOBOTUTES

(ITIK-7)

17. 12 1 1 11 11

ObecnieueHne
HHPOPMAIMOHHON
0€30MIacHOCTH

18. 15 4 2 2 11 11
JIEATEILHOCTH
OpTaHU3aIIH

(IIK-7)

IToaroroBka K
A 9 9 9
9K3aMEHY

HToro 3a 3 kype 108 22 12 2 8 86 77 9

Bcero uyacos: 180 44 24 4 16 136 123 13

2.3. KpaTkoe coaepskaHue pa3jiejioB U TeM

Tema 1. Bseaennme B Kypc. Hcropusi mpodeccuu «cekperapby».
HopmaTtuBHO-nIpaBoBOE peryjiMpoBaHue AeTeJIbHOCTH CeKpeTaps

Lensb, 3aaaun quctMInHbl «Opranuzalus CeKpeTapckoro 00CIy KUBaHUD,
bopMupyeMble KOMIIETEHIIUHU, (POPMBI TEKYILIETO ¥ IPOMEKYTOUYHOTO KOHTPOJIS IO
JUCLUIIIINHE U AP.

Hctopusi mpodeccun «cekperapb»: OT BpeMeH JApeBHero Puma 1o
HACTOSIINX JHEU.
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Tema 2. Poab cexkperapssi B OpraHu3alud JOKYMEHTALMOHHOIO
o0ecrieyeHNs yIpaBJIeHUs

3amaun COBPEMEHHOTO CEKpeTaps B JOKYMEHTAI[MOHHOM OO0ECTICUCHHUH
YIPABJICHUS U APXUBHOTO XPaHEHUS JOKYMEHTOB.

HopmaTuBHBIE JOKYMEHTBI, pErIAMEHTHPYIOIIUE JIEITebHOCTh CEKpeTaps:
KBanudpukanoHHbIi CIPaBOYHUK JAOHKHOCTEH PYKOBOIUTENEH, CIIEUATMCTOB U
JIpYyTux ciyxamux (yTB. moctaHoBienneM Muntpyaa P® ot 21 aBrycra 1998 r.
Ne  37); TocynmapcTBeHHass CcUCTEMa JOKyMEHTAIlMOHHOrO  oOecreyeHus
ynpasiieHus; npodeccuoHanbHbI cTanAapT « CrenruasucT Mo OpraHu3alluOHHOMY
U JOKYMEHTAIIMOHHOMY OOECIEYEHHUIO YMpaBJICHUS OpraHuzanuen» (yTB.
npuka3oM MuHucTepcTBa Tpyna U couuanbHoi 3amutbl PO or 6 mas 2015 1.
Ne 276m).

TpeboBanus  mpodeccmonambHoro  crapgapra  «Chnenmuamuct 1o
OpraHU3allMOHHOMY W  JIOKYMEHTAIIHOHHOMY  OOECHEYEHHIO  YIpaBJICHUS
opraHu3anuer» K JO0KHOCTA. OCHOBHBIE TPYyAOBbIE (YHKIHMH CEKpeTaps
(MOMOUTHUKA PYKOBOJIUTENS ), YCTAHOBJIEHHBIE B MPO(ECCUOHATBHOM CTaHIAPTE.

Tema 3. Oxazanue NOMOIIY PYKOBOAUTE/I0 B IVIAHUPOBAHUM Padovero
BpeMEHH

Boibop  dopmbel  mnmaHupoBaHuST W OQOpPMIICHHE  IUTAHMPOBIIUKA
(opranaiizepa) pykoBoauTens. Buecenue uH(OpManUMU B I[JIAHUPOBIIMK
(opranaiizep). CornacoBaHue ¢  PYKOBOJMTENIEM  BPEMEHHBIX  ILUIAHOB.
CornacoBanue Tene(OHHBIX IEPETOBOPOB, BCTPEU M MEPOIIPUATUN C MapTHEPaMH,
KJIIMCHTaMHU, PYKOBOJIUTEIIIMU nojpa3eaeHuin u COTPYJHUKAMHU.
NudopmupoBaHue pyKOBOJIUTENS O PErJIaMeHTE HAMEUYEHHBIX MEPONPUSTUH.
[IpenynpexaeHue o TPUOIMKEHUHM BPEMEHM HAMEUEHHBIX MEPONPUSITHUH.
dopmupoBaHUE pe3epBa BPEMEHU JIJIs1 HEMIPEBUICHHBIX CUTYaIlUN.

Tema 4. IlnanupoBanue pado4ero JHsl CeKpeTaps

Bri6op u odopmiieHne miaHUpoOBIIMKa cekperaps. Benenvue nHeBHuKa (Ha
AJIEKTPOHHOM U /uiu OymMakHoM Hocutene). CoriacoBaHue IJIaHOB C TUTAHAMH H
cpokamMu paboThl pykoBoauTensd. Pacrpenenenue pabodero BpemMeHH (Ha JCHD,
HEJIeINI0, NepcreKkTuBy). [lepeHecenrie HEeBBITIOIHEHHBIX 3aIUIAHUPOBAHHBIX 33]1a4.
BrlioiHeHHE TUITMYHBIX €KETHEBHBIX JE.

Tema 5. OcHOBBI IVIAHMPOBAHUS BPEeMEHH
Bo3MoxkHOCTH TalM-MeHemKkMeHTa. CUCTEMA U METOJIbI TIJIAHUPOBAHUS BPEMEHU.
Crparernueckoe IUIaHMpOBaHUE BpeMeHU. (Co3gaHue NEPCOHANIBHOM CHCTEMBI
KOHTPOJISI M YydYeTa pacXOJOB BpPEMEHHU. YIIPABICHHUE JINYHBIM BpPEMEHEM.
PesynbraToopreHTHpOBaHHOE IUTaHUpoBaHue. [IpaBuna nenerupoBaHus 3aaad.
Tunuynele OIMMOKH, BCTpPEYArOUIMeCcs B IJAHUPOBAaHUM BpeMeHH. BniOop
WHCTPYMEHTA ISl TJIAHUPOBAaHUS BpEMEHH. MHAMBHyanbHBIA pPECYpC BPEMEHHU.
TexHuyeckue noaxoAsl K YIPABICHUIO BDEMEHEM
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Tema 6. Opranusanus Tes1e()OHHBIX IEPErOBOPOB

Benenue 06a3bl TeneoHHBIX KOHTAkTOB. CoeAMHEHHE PYKOBOIUTENS C
KOHKpeTHbIMU ~ aboHeHTamu. [loarotoBka wmarepuanoB g TelePOHHBIX
IIEPETOBOPOB  pyKOBOAMTENs. Perucrpanuss mNOCTYNAOIMMX B  IPUEMHYIO
TelneOHHBIX 3BOHKOB. llepeHampaBiieHUE OTIENBHBIX TENE(POHHBIX 3BOHKOB
3aMECTUTENIAM PYKOBOJIUTEINSA, APYIUM cOoTpyAHUKam. [loidydeHue HeoOXoaumoil
uHpOpMallMu U Mepefada COTJacoBaHHON MHQpopmanuu no tenedony. [IpaBuna
YCTAHOBJIEHUsSI KOHTAaKTa C COOECETHUKOM, IOJAJIEPKaHUS U PA3BUTHUSA JAEIOBOU
Oecenpl B mpouecce  TenedoHHbIX — meperoBopoB.  Oka3aHMEe  IOMOUIU
PYKOBOJUTEIIIO [IPU OpraHU3alliy U MPOBEIECHUH TelIe(hOHHBIX IIEPETOBOPOB.

Tema 7. Opranusanus padoTbl ¢ NOCETHTENSMH B IPHEMHOM
PYKOBOIMTEJIS

Opranuzanusi npueMa IIOCETUTENEH PYKOBOAMTENIEM. Y CTaHOBJICHHE
nopsiJika Impuema Ui pa3iMYHbIX KaTeropuil mnoceruteneil. Benenue xypHana
IIPEABAPUTEIBHON 3anmucu Ha npueM. Peructpanus nocerurenen. ConenicTBue
ONEpaTUBHOMY  pAacCMOTPEHHIO MpPOCbO0 M MPEAJIOKEHUH  COTPYAHHUKOB
opranuzanuy. OpraHuzanys pueMa pyKOBOAUTENIEM COTPYIHHUKOB OpraHH3aluu
0 JHUYHBIM BompocaM. OpraHuzanusi npueMa JIeJoBBIX IMapTHEPOB B oduce.
Opranuzanus o0CIyKUBaHUS PyKOBOJUTEIS U €0 JEJIOBBIX TAPTHEPOB B Orce.

Tema 8. Opranumsanusi MOArOTOBKHM, NPOBeJeHUS M 00CHYKUBAHMA
CcoBelaHN

[ToaroToBka noBecTku AHA MeponpusaTHs. OdopmileHrEe CIIMCKa YYaCTHUKOB
Meponpuatud. HPpopMUpOBaHUE YUYaCTHUKOB O HaMEUaIOIIEMCsl MEPONIPUSITUU U
yCIOBHSIX Yy4acTus. BpiOOp Mecra M BpEeMEHHM TPOBEECHUS MEPONPUSATHS.
[logroroBka mnpenBapUTENBHOM CMETHI pacxonoB. Pacceuika mNpuriameHun
NOATBEPIMBILINM y4yacTue B MeponpusTuu. COOp TEKCTOB AOKIAI0B M MPOEKTOB
UTOTOBBIX IOKYMEHTOB y JOKJIAIUUKOB. Pacchliika MHPOPMAalIMOHHBIX MAaTepUasoB
ydacTHUKaM. COCTaBJICHHE SIBOYHBIX JIMCTOB M CIIMCKA PErMCTPALlMA YYACTHUKOB
MeponpusaTud. IIpaBuiia cocTaBiieHMsT CMETBI pPAacXOJOB Ha IIPOBEIACHHUE
COBELlaHUW. PelleHre BONPOCOB TEXHUYECKOIO OCHAILECHHUS MEPOIPUATHS.
IloMomp B MOArOTOBKE JIOKJIANa PYKOBOAMTENS, IIPE3CHTAUMOHHBIX U
aHAJIMTUYECKUX MaTepuanoB. OpraHuzanus MOATOTOBKHU Mpe3uAMyMa U paboumx
MeCT ydacTHHKOB. OpraHuzanus BCTPEYM M PETUCTpalUsl y4YaCTHHUKOB
MeponpusaTua. BeneHune mnporokosa meporpuatus. OpraHusanusi CEpBUCHOTO
oOcnykuBaHusi BO BpeMs Kode-nay3. OpraHuzaius KyJIbTYpHO-MacCOBBIX
MEpOTPUATUNA, TPAHCIOPTHOTO U TOCTUHUYHOT'O 00ECTICUECHHS.

Tema 9. UMmux cexkperapsi (IOMOIIHUKA PYKOBOIMTEJIA)

TpeOoBaHusg K BHEUIHEMY BHUAY ceKpeTaps (IOMOIIHUKA PYKOBOIUTEIS).
TpeOoBaHus K AETOBOMY CTHIIIO OACK[bl. TpeOoBaHUs K MOBEIECHUIO B JEIOBOM
cpene. TpeOoBaHUs K peueBOMY ITUKETY B JIEJIOBOM Cpejie.

12



Tema 10. Opranmszauus u noagep:xkanue GyHKIMOHAIBHOIO padouero
NPOCTPAHCTBA NPUEMHOI U KaOUHeTa PyKOBOAMTEJIs

Obecneuenne pabovyero Mecta pyKOBOAUTENSI HEOOXOIUMBIMU CPECTBAMU
OpPraHU3allMOHHOM TEXHUKH, KaHUEISIPCKUMU IPUHAMISKHOCTIMU. Opranusanus
OpUEMHON oduca B COOTBETCTBUM C TPEOOBAHHUAMU SPTOHOMUKH M KYJIBTYPBI
Tpyna. Opranuzanuss o(OpMIIEHUS UHTEpbepa MPUEMHOM  PYKOBOJIUTEIS.
ObopynoBaHue pabodero MecTa OPITEXHUKOW, MEPCOHAIBHBIM KOMIIBIOTEPOM,
BCIIOMOTaTeNbHOM TeXHUKOW. OpraHuszanus 000py10BaHUS IPUEMHON CHCTEMaMU
XpaHEHUs,, HEOOXOIUMBIMM MPUCIOCOOIEHUSIMH, OOECIEUEHHs] KaHLEIIPCKUMU
toBapamMu. (OOecrieueHHe XpaHEHUs] W 3aMEHbl PAacXOJHBIX MAaTepUasoB,
NOBCEIHEBHBII  yXOJ 3a OpPITEXHUKOM. 3aka3 KaHLEISIPCKUX TOBApOB,
TUTHEHUYECKUX TOBAPOB, MPOJAYKTOB MUTAHHUS.

Tema 11. Opranusanusa padoTbl ¢ [JOKYMEHTAMM B IPHEMHOM
PYKOBOAMTEISI

[Tonydenue, npeaBapuUTEILHOE PACCMOTPEHUE U COPTUPOBKA MTOCTYHAOIINAX
B IPUEMHYIO DPYKOBOAMUTENS JOKYMEHTOB. IloaroroBka IOKYMEHTOB U
pacCMOTpPEHHsST PYKOBOIAUTEIEM. YUeT JOKYMEHTOB, IOCTYIAIOIUX Ha UM
pykoBoauteisa. Opranu3anus JOCTaBKH JOKYMEHTOB ucnoyiHuTensaM. Co3nanue u
BeJIcHHE 0a3bl JaHHBIX JOKYMEHTOB pyKoBoauTens. Benenue mHpopManmoHHO-
CpaBOYHOM paboTbl. KOHTpPOJIb MCHOIHEHHMS JOKYMEHTOB U TMOPYYEHH
PYKOBOJUTEIIA.

Tema 12. Opranuzanuss XpaHeHHsl JAOKYMEHTOB B HPHEMHOI
PYKOBOIMTEJIS

Pa3paboTka pa3nenoB HOMEHKIATYphI Aesl opranu3auuu. opMupoBaHue u
oopMIIEHHE A€ MOCTOSTHHOTO, I0JATOBPEMEHHOTO CPOKOB XpaHeHus. [loaroroBka
W Tiepesiaya Jell B apXuB OpraHU3aluu.

Tema 13. O0ecnieuenne pykoBoauTesi uH(popmaumei

Coop wu mepepaboTka wuHOpPMAIUK, HEOOXOAMMOW I TPHUHSITHS
00OCHOBaHHBIX YIPaBICHYECKUX perieHui. OT00p MCTOYHUKOB WH(OpMAIUU B
COOTBETCTBHH C 33JJaHHBIMHU KpuTepusimMu. [IpoBepka T0CTOBEPHOCTHU, MOJHOTHI U
HEMPOTUBOPEYUBOCTH  JAHHBIX, MCKIIOUEHUE JyONmupoBaHUs HMHQPOpPMAIUU.
OO06paboTka u uHTEpHIpeTays nHGoOpMaIUu JJi MOATOTOBKU MPOESKTOB PEIICHUH.

[ToaroToBka 3ampocoB TO TOPYYCHHUIO PYKOBOJIWTEIS HaA TIOJyYCHHE
JIOKyMEHTOB ¥ WH(OPMAIIMK B OpTraHax TOCyJAapCTBCHHOW BJIACTH M YIIPaBJICHUS,
OOIIECTBEHHBIX OPTaHMW3aIlMAX W TOJYyYCHHE COOTBETCTBYIOIICH WHGOpMAIMH U
TOKyMeHTOB. WMHpopMHUpoBaHWE PYKOBOAMTEISA O pe3yibTaTaX pPacCMOTPEHUS
3alpoCOB U OOpaIeHUM.

[ToaroToBKa MaTepuaioB I y9acTHs PYKOBOIUTENSI B PabOTE pa3IMUHBIX
CTPYKTYp B COCTaBe TOCYJapCTBEHHBIX H MYHHIMIAIBHBIX  OpPTraHOB,
OOIIECTBEHHBIX opraHu3anuii. [logroToBKa JOKYMEHTOB Ui  3aKJIFOUCHHS
COTJIAIICHW O COTPYJHUYECTBE C JENOBbIMU TapTHepamu. HubopmupoBanme
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ACJIOBBIX  IIAPTHCPOB W 3aMHTCPCCOBAHHBIX OpFaHHBaHI/Iﬁ 0 PpPCIICHUAX
PYKOBOJUTCIIA B XOAC BBITIOJTHCHUA COTJIAILICHUH.

Tema 14. Opranumsanusas UHOOPMALMOHHOIO  B3aMMOAEHCTBHA
PYKOBOIUTEJS € TOKHOCTHBIMHU JIMIIAMH OPTaHU3AIUH

NudopmupoBanre paOOTHUKOB OpraHU3aIllMU O PEHICHHSIX PYKOBOIUTEIIS.
Opranuzaius ooMeHa nHdopMaIuen MexXIy Noapa3IeeHUsIMU U TOJKHOCTHBIMU
JunamMu opranuzanuu. OnoselieHue pabOTHUKOB O MPEACTOSAIIMX MEPOTIPHUSITHSIX.
Opranuzaiusi BCTped TPYA0BOTIO KOJJIEKTUBA ¢ pyKoBoAcTBOM. MHpopmupoBanue
pyKoBoOIUTEINS 00 0OpAIIEHUX COTPYAHUKOB IO pa0OYUM ¥ JIMIHBIM BOIIPOCAM.

Tema 15. UndopmanuonHoe odecrnieyeHue ynpaBJieHHst

PabGoTta cekperaps ¢ wumHpOpMammen mus pykoBoguTens. CocTaBieHUE
MH(OPMAIMOHHO-0030pHBIX pedepaToB, MOA00p JUTEPATyphbl, NEPUOIUYECKON
MOYTHI, BeJeHWE NHEBHHMKA. OCHOBBI aHHOTHPOBAHHUS U pedepupoBaHus. Bumbl
pedeparos.

PaGota ¢ TekcraMu ympaBiI€HUYECKUX JIOKYMEHTOB IIPU COCTABJICHHH
O0030pHBIX JIOKYMEHTOB (JIOKJIQ[JOB, OTYETOB, BBICTYIUIEHUH PYKOBOJUTES).
[TonroroBka BBICTYIJICHUS] PYKOBOJAUTENS: KOMIIO3UIIMSI, CTUIEBbIE OCOOEHHOCTH.
®dopmbl npeAcTaBieHus: miaH, (akrorpadusi, Te3uchl, TekcT. [loaroroBka Tekcra,
penakTupoBaHue,  corjacoBaHue.  OcobGeHHOocTH ~ OOpMIIEHUS ~ TEKCTOB
BBICTYILICHUMU.

Tema 16. Opranusanusi [JeJIOBbIX KOHTAKTOB M HNPOTOKOJBHBIX
MEpPONPUATHH

Opranuzanusi ¥ TUIAHUPOBAHHUE JEJIOBBIX KOHTAaKTOB, BCTPEY M IMOE3JI0K
pykoBogutens. OpraHu3anus 3acCelaHUi, COBEIIAHMM W MEPOIPUATH,
IPOBOJMMBIX pykoBoauTeneM. [loaroroBka MaTepuanoB sl COBELIaHUM, BECHUE
u odopmiieHHEe NPOTOKOJOB. IloAroToBKa mpe3eHTalUMii MO  YKa3aHUIO
pykoBoautens. I[loaroroBka u mpoBelieHHWE Npecc-KOHPEPEHLUST PYyKOBOAMUTEIIS.
BcTpeua ydacTHMKOB TEeperoBopoB, oOecreueHue HuxX HUHGPOPMAIMOHHBIMU
MaTepualaMH, BEICHHE 3alIUCEN IEPETOBOPOB.

Tema 17. Opranu3zanusi MCTIOJIHEHHUS PellleHUil pYKOBOAUTES

3agaun cekpeTaps MO KOOPAWHALIMM JESITEIbHOCTH MO HCHOJHEHHIO
pemernii  pykoBogutTens.  CrnocoObl  KOHTPOJSE — WCIOJHEHHS  PEIIeHUN
pykoBoautensa. [loaroroBka OTYETOB O BBHINOJHEHUM MOPYYECHUN WU PELICHUN
PYKOBOJUTEIIS.

Tema 18. O6ecneuenne nH(POPMAITUOHHON 0€30MIACHOCTH /eI TEILHOCTH
OpraHu3anuu

denepanbHblc HOPMATUBHBIE aKThI TI0 OOCCTIICYCHHIO 3aIIUTH HHPOPMAIUH
U TIEPCOHATBHBIX JaHHBIX. JlOKyMeHTapHOe oOecreueHne MEPONPUATHNA I10
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oOecrnieyeHn0 UH(POPMALIMOHHOW Oe30macHOCTH opranu3zanuu. [lmanupoBanue u
NPOBEICHUE MEPOIIPUATHH T10 3aIIUTe HHYOPMAIIH B OPTaHU3AIUH.

Tema 19. Bo3mo:kHocTu TpyaoycrpoiictBa. CoBpeMeHHbIE CIIOCOOBI
TPYAOYCTPOMCTBA

Otanbl 0TOOpa KaHAMUJIATOB Ha BaKaHTHYIO NOJDKHOCTH. CobecenoBaHue U
WHTEPBBIOMPOBAHUE MIPU TIpreMe Ha paboTy. TecTupoBaHue Kak OUH U3 Hauboliee
pacnpoCTpaHEHHBIX COBPEMEHHBIX METOJIOB Moabopa mnepcoHana. HaumbGoiee
pacnpocTpaHEHHbIE BHJBl TECTOB, MPUMEHSEMBIX MpPU OTOOpPE KaHIUIATOB Ha
JOJDKHOCTH. JInyHble TpHOpUTETHI MpH BBIOOpEe Mecta padoThl. OcoOeHHOCTH
COCTaBJICHUS PE3IOME.

3. YYEBHO-METOJINYECKOE OBECIIEYEHUE JIJI51
CAMOCTOSITEJILHOM PABOTBI OBYYAIOIIUXCS MO
JTUCLUTIJIMHE

3.1. [li1aHbl CeMUHAPCKUX 3aHATHI

Cemunapckoe 3ansaTue Ne 1
no TeMe «OpraHuszanus NoAroTOBKHU, MPOBeJIeHUsSI U 00CTYKUBAHUS
COBELIAHUID)

Heab 3anaTHA — POpMHUpPOBAHUE TNPEACTABIECHUS O METOJIUKE OpraHU3aluu
Y IPOBEJICHUS PA3JIMYHBIX MO0 MACIITA0y COBEIIAHUM.

Ili1aH ceMUHAPCKOIO 3aHATHA:

1. Meroanka NOATOTOBKY U NPOBEICHNS KOHPEPEHIINH.

2. MeToauka MOArOTOBKY M MPOBEIEHUS TIPecC-KOH(EPEeHIINH.

3. MeToauka moArOTOBKY ¥ MPOBEACHUS KPYTIOTO CTOJA.

4. Meroaunka MoAroTOBKY U MPOBEIEHUS OTKPHITOTO COBEILIAHUS.

5. MeToauka noAroTOBKY U MPOBEACHUS 3aKPBITOTO COBEIIAHMUS.

6. Ponb cekpeTapsi B TOATOTOBKE COBEIAHUIN.

MeToanyeckue yKa3aHus 110 NOATOTOBKE K CEMHHAPCKOMY 3aHATHIO.

JUis MOATOTOBKM K CEMHMHAPCKOMY 3aHSATHIO HEOOXOJIMMO HCIOJIb30BaTh
MCTOYHUKHU MHGOPMAIINH, TIPEACTABICHHBIC B pa3jene 6.1.

[To uroram U3y4yeHust HICTOYHUKOB UH(OPMALIUU JOJKEH OBITh MOATOTOBJICH
KOHCIIEKT, B  KOTOPOM HEOOXOJMMO PAaCKpBITh  COJEpPKAHHE  KaxKIOro
MIPEACTABICHHOTO B IUIAHE 3aHATHUSA BOIPOCA.

CemuHapckoe 3ansTue Ne 2
no teme «MmMuax cexkperaps (IOMOIIHUKA PYKOBOAHUTEJIS)»

Heanr 3aHsgTHsT — GOPMHUPOBAHHWE  MPEACTABICHHUS O COCTaBJISIONINX
JIEJI0OBOTO UMHJIXKA U CTIOCO0axX ero opMUPOBAHUS.
Ils1aH cCeMMHAPCKOI0 3aHATHS:
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1.  JluuHBIH WMWK Kak WHCTPYMEHT Il JOCTIDKCHHSI YCIIEXOB B
JIEJIOBOM CpeJie.

2. JlenoBoil UMUK U APECC-KOI: Ymo maxkoe «0eno80u UMUONCY, 8UObL
opecc-k0008, 0en080lU 06a308bli 2ap0epob, «madyy 6 0elo8oM opecc-Kooe,
ACUXo02us Yeema.

3. Metoner  yOekIeHHUS W HUCHOJIB30BaHHE WX B JICTOBBIX
KOMMYHHKAIVSIX:  MUNbl  aApeyMeHmos U KOHMPApeyMeHmos,  Memoovl
apeymenmayuu, npuemvl 081d0eHUs UHUYUAMUBOU U nepexsama UHUYUAMUBHL 8
nepe2osopax.

4, BuenHuii, BHyTpeHHUM U COLMAIBHBIM UMUIDK: huzuocHomuka (umo
2060psAM Yepmul JUYA 3d HAC), NOCMPOeHUe CMUIA 68 3aB8UCUMOCMU OM C80e20
xXapakmepa, cyumvléanHue HEPcoHbl NO 00edcoe (OCHOBHble MUNbL JUYHOCHU),
ynpaegnenue enedamieHuemM ¢ HOMOWDbIO GHEUlHe20 6U0d, YMeCmHOCMb CMULs
UCXO0035L U3 NONONHCEHUS 8 KOMNAHUU.

S. TpeHabl COBPEMEHHBIX OpraHu3alliid Ha JE€JIOBOM JITHUKET U
FOCTETPUUMCTRBO.
6. ®dakTopbl, CIMOCOOCTBYIONIUE MOJOKUTEILHOMY M OTPUIIATEILHOMY

BIICUATIICHUIO U pab0YeMy UMHUJIKY .

MeToanuyecKkue yKa3aHus 110 MOAT0OTOBKEe K CEMUHAPCKOMY 3aHATHIO.

JIJisi TOATOTOBKM K CEMHHAPCKOMY 3aHSATHIO HEOOXOJMMO HCMOJIb30BaTh
MCTOYHUKHU MHGOPMAIINH, TIPEACTaBICHHBIC B pa3jeie 6.1.

[To uToram nM3yuyeHusi UICTOYHUKOB UH(MOPMAITUHU JOTHKEH ObITh TOATOTOBIICH
KOHCIIEKT, B  KOTOPOM HEOOXOJWMO PAaCKPBITh  COJIEPKAHHE  KaxKJIOro
MIPEICTABICHHOIO B IJIAHE 3aHITHS BOIPOCA.

CemuHnapckoe 3ansaTue Ne 3
no teme «Opranuzauus v noaaepkaHue GyHKIHOHAIBHOT0 padoyero
MPOCTPAHCTBA IPHMEMHON U KA0OMHETAa PYKOBOAUTEJIS»

Hean 3anATHA — M3y4YeHHE TPEOOBaHUI K OpraHU3allud U TOJCP>KaHUIO
GbyHKIIMOHATIBLHOTO paboyero MpOCTPaHCTBA MPUEMHON U KaOMHETa PYyKOBOIUTEIS.

Ils1aH cCeMMHAPCKOI0 3aHATHS:

1. PamumonanbHas opraHuzamus pabodero Mecta  PYKOBOJUTENS
(ocBereHHOCTH paboyero MecTa, ImyM, TeMIepaTypa Bo3ayxa).

2. ParionanibHasi opranusaius pabodyero Mecta cekperapsi (OCBEIICHHOCTD
pabouero mecra, yM, TEMIIEpaTypa BO3Iyxa).

3. TpeboBanus K OPUCHBIM MMOMEILEHUSM I10 OXpaHe TpyAa.

4. Bunabl COBpEeMEHHBIX O(GHUCOB W HUX OOOPYJIOBAHUE (MPAOUYUOHHbIE
(cmayuonapHvie) ogucvl, INEKMPOHHLIU  (ABMOMAMUSUPOBAHHBIL)  oghuc,
HempaouyuoHHvle (supmyaibHvie, MOOUIbHbIE) OUCHL).

5. DproHoMuka pabounux MECT COTPYIHHUKOB.

MeTtoauyeckue ykazaHusi 1o MOJATOTOBKE K CEMUHAPCKOMY 3aHATHIO.

JIJIsi TOATOTOBKM K CEMHHAPCKOMY 3aHSATHIO HEOOXOIMMO HCIOJIb30BaTh
WMCTOYHUKHU MHGOPMAIINH, TIPEACTABICHHBIC B pa3jene 6.1.

16



[To uroram U3y4yeHus: HICTOYHUKOB UH()OPMALIUU JOJKEH OBITh MOATOTOBJICH
KOHCIIEKT, B  KOTOPOM HEOOXOJIMMO pPAacCKpbITh  COJAEpPKAHUE  KaXKIOTO
IIPEACTABICHHOTO B IUIaHE 3aHATHUS BOIPOCA.

Cemunapckoe 3ansaTue Ne 4
no teme «MuopmanuoHHoe odecrnedyeHue yrnpaBJieHUD)

Heab 3aHATHA — U3Y4YUTh CHOCOOBI OpTraHHU3alMU WHOOPMAIMOHHOTO
oOecrieueHus: ypaBJIeHHUS .

Il1aH ceMMHAPCKOTO 3aHATHA:

1. Uadopmarmonnoe obecrieuenre mpodecCHoHaIbHOM NeITeTbHOCTH.

2. 3ajgaun CO3/aHUS U COBEPIICHCTBOBAHUS CHCTEMbI HH()OPMALMOHHOTO
o0ecrnieueHusl.

3. Uctounuku napopMaiuu.

4. Bnusnue pa3BuTrsa MHHOPMAIIMOHHBIX TEXHOJOTUNA HAa MH(POPMALMOHHOE
obecnieueHue mpoecCuoHaNbHON JEATEIIbHOCTH.

MeTtoauyeckue ykazaHus 10 NOATOTOBKe K CEMUHAPCKOMY 3aHATHIO.

JUis TMOATOTOBKM K CEMHMHAPCKOMY 3aHSATHIO HEOOXOIMMO HCIOJIb30BaTh
UCTOYHUKU UH(POpMaIUH, NIpeACTaBIeHHbIE B pa3zaeine 6.1.

[To uroram U3y4yeHus: HICTOYHUKOB UH(OPMALIMU JOJKEH OBITh MOATOTOBJICH
KOHCIIEKT, B KOTOPOM HEOOXOJHMMO PpAaCKpbIThb COACpKAHHE  KaXKJOro
IPEJICTAaBICHHOIO B IUIaHE 3aHATHUS BOIPOCA.

Cemunapckoe 3ansaTue Ne 5
1o TeMe «OpraHusanus AeJJOBbIX KOHTAKTOB U POTOKOJIbHBIX
MepONPUATHID

Heanb 3ansaTust — QopMuUpoBaHME MPEACTABICHUI O BUIAX M MOPSJIKE
OpraHU3alliU MPOTOKOIBHBIX MEPOTIPUSITHIA.

Ils1aH cCeMMHAPCKOI0 3aHATHS:

1. TocymapcTBEHHBIH TMPOTOKOM: II€b, 3a7add, BHJBI TPOTOKOIHHBIX
MEPOIPHUSITUH.

2. JlummomMaTUYeCKUd TPOTOKOJ: I1eb, 3aJaud, BHUABl MPOTOKOIHHBIX
MEPOIPHUSITHH.

3. Buzute! Ha BeiciieM ypoBHe. Kateropust u ¢opMart BU3UTOB.

4. OCHOBHBIE AJIEMEHTHI TOATOTOBKHU BU3UTA Ha BHICIIIEM YPOBHE.

5. Cnyx6a I[IpoTokoa: CTpyKTypa, OCHOBHBIC 3a/1a4i U (PYyHKIIUH.

6. OOs3anHoctu pykoBomutens Ciyxb6a Ilpotokona. Kakum kauectBam
JOJKEH OTBEYATh COTPYIHUK MPOTOKOJIBHOM CITyKOBbI.

7. Ponb cekperapsl B IOATOTOBKE HPOTOKOJIIBHBIX MEPOIIPUATHH.

MeToanyeckue yKa3aHusi 0 MOATOTOBKE K CEMUHAPCKOMY 3aHATHIO.

JIJisi MOATOTOBKM K CEMHMHAPCKOMY 3aHSATHIO HEOOXOAMMO MCHOJb30BATh
WMCTOYHUKHU MHGOPMAIINH, TIPEACTABICHHBIC B pa3jene 6.1.
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[To uroram U3y4yeHus: HICTOYHUKOB UH()OPMALIUU JOJKEH OBITh MOATOTOBJICH
KOHCIIEKT, B  KOTOPOM HEOOXOJMMO PACKpBITh  COJAEpPKAHUE  KaXKJIOTO
IIPEACTABICHHOTO B IUIaHE 3aHATHUS BOIPOCA.

Cemunapckoe 3ansaTue Ne 6
no teme «Odecneyenne HHPOPMAITUOHHON 0€30MMACHOCTH IEATEJIbHOCTH
OpraHu3anum?»

Heapb 3ansaTusi — GOPMUPOBAHUE TMPEICTABICHUI 00 OCHOBHBIX MpHEMax
TIOJTYYCHUS, XpaHEHUST 1 00pabOTKH WH(MOPMAITUHU C TOUYKH 3PCHHS 00ECIICUEHUS e
UH(GOPMAIMOHHON 0€30MaCHOCTH.

I11aH ceMMHAPCKOTO 3aAHATHA:

1. Yrpo3sl uHpopmainmoHHoi Oe3omacHoctu. Knaccudukaius yrpos.
AHanu3 COBPEMEHHOM CTaTUCTUKHU yTPO3.

2. ['ocynapcTBeHHOE peryiaupoBaHue B cdepe HHGPOPMAIMOHHON
0€30IacCHOCTH.

3. Mepel 1o  obecneueHwio  HMH(GOPMAIIMOHHOM  OE30MaCHOCTH.
Pa3paboTka moauTukyu HHGOPMAITMOHHOK 0€30IaCHOCTH OpTraHH3alliH.

4, Texandeckue U IPOTrpaMMHBIC cpencTBa obecrieueHus
nHpopMalimoHHOW  Oe3omacHocT  KoMmaHuu. OO030p  CpPEICTB  3alllUThI
uH(popMauu.

MeToanuyecKkue yKa3aHus 10 MOAT0TOBKE K CEMUHAPCKOMY 3aHATHIO.

JIJisi TOATOTOBKM K CEMHHAPCKOMY 3aHSATHIO HEOOXOJMMO HCMOJIb30BaTh
MCTOYHUKHU MHGOPMALINH, TIPEACTaBICHHBIC B pa3jeie 6.1.

[To uToram nM3yuyeHuss KICTOYHUKOB WH(OPMAITUHU JOTHKEH OBITh TOATOTOBIICH
KOHCIIEKT, B  KOTOPOM HEOOXOJWMO PAaCKPBITh  COJIEPKaHHE  KaxKIOro
MPEACTABICHHOTO B TUIaHE 3aHATHUS BOMPOCa.

3.2. [li1aHbl NPAKTUYECKUX 3aHATHH

IIpakTuyeckas padora Ne 1
no teMe «Oka3zaHue NOMOIIM PYKOBOJIMTE/IIO B IJIAHUPOBAHUHN Padoyero

BpeMeHMN»
Heanr 3aHATHSE — NpUOOpPETEHHWE HABBIKOB COCTABJICHHS HEIECIBHOIO
rpaduka paboThl pyKOBOJUTEIIS.
3ananue:

CocTaBUTh TPOEKT HEACHbHOrO Tpaduka paboOThl  PYKOBOJMTEIS
KOMMEPYECKON OpraHu3allii 0 CICIYIONIEH CXeMe:

HaumeHoBaHue TPyAOBOIO Hauano Oxonuanue Oomee O0bem
aelcTBUS (4acoB, MHH) (4acoB, MMH) BpeMs BbINOJIHEHHOM
(4acos, paboThI 3a
MHH) NMPOMEKYTOK
BpeMeHH
TloneneabHUK

Ileppasg  moJioBMHA paﬁoqer0| | |
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JAHHA:

Bropsi mosioBuHA padoyero JIHA:

OxoHYaHMe padoyero JHs:

BropHuxk

Ileppass moJsioBuHa padoyero
JHA:

Bropsi mosioBuHa padoyero JIHA:

OxoHYaHMe padoyero JHs:

Cpena

Ileppasi moJsioBuHa padoyero
JHA:

BTopsi mosioBuHA padoyero JHs:

OxoHyaHue pabo4ero JHs:

YerBepr

IlepBass moJsioBUHa padoyero
JAHSA:

BTtops mosioBHHA paGoyero JHs:

OxoHyaHue padoyero JIHs:

IIsTauna

IlepBasi moJjioBHHA paboyero
JAHS:

BTtops mosioBHHA paGoyero JHs:

OxoHuyaHue padoyero JHs:

IIpakTuyeckas padora Ne 2
1o teme «IliilanupoBanue padoyero JHs ceKpeTaps»

Heab 3aHATHA — NPUOOPETEHNE HABBIKOB COCTaBIIEHUA rpaduka pabouero
TTHS CeKpeTaps.

3ananue:

CocTaBuTh MpoeKT Tpaduka pabodyero AHA CeKpeTaps PyKOBOIUTENS IO
CIeayIoNIel cxeme™:

HaumeHoBaHue TPyAOBOIO Hauano Oxonuanue Oomee O6bem
AelcTBUS (4acoB, MMH) (4acoB, MHH) BpemMs BbINOJTHEHHOM
(4acos, padoThI 32
MHH) NMPOMEKYTOK
BpeMEHH

Ileppas  mosnoBuHa padouyero
JAHSA:

Brops nosioBuHA padoyero qHs:
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OxoHYaHHUEe paﬁoqero JAHA

*IIpu cocmasnenuu pabowe2o OHs cekpemaps HeoOX00UMO COOMHECMU €20
C 110ObIM OHeM HedellbHO20 paboye2o epagura pyKo8ooumes.

IIpakTnueckast padora Ne 3
1o Teme «OCHOBBI INIAHUPOBAHHUS BpeMeHeM»

Hean 3aHATHA — TPUOOPETEHNE HABBIKOB CAMOCTOATEILHOTO YIPABJICHUS U
pEeryJIMpOBaHUSI BPEMEHH.

3ananue:

1. IToArOTOBUTH COOOIIIEHHE IO OJTHOM U3 TEM:

- npupooa epemeHnu (CoyuanbHoe 8pems, IKOHOMUYECKoe B8peMsl, 6DeMs KAaK
VHUKAJIbHBLU HCUZHEHHBIL pecypc);

- BHYMpEeHHUe U BHeWwHUue NoMexu BpemeHuU, OCHOGHble «NO2N0Mmumenu
8pemeHu;

- OCHOBHble Memoobl UHBEHMAPU3AYUU JTUYHO20 U OP2aAHUZAYUOHHO20
8pemenu,

- cmpame2udecKuti maumM-mMeHe0NCMeHm: Yeb U 3a0ayl;

- MAKMU4eCcKuli MmaumM-meHeoOHCMeHm: yeib U 3a0ayl,

- NPUHYUNBL U NPABULA NAAHUPOBAHUS PAOOYE20 U HCUSHEHHO2O BPEMEHU.

2. Ha ocHOBe MNpOCIYyIIaHHOTO TEOPETHYECKOro maTepuajia HeoOXOAUMO
MACbMEHHO MOATOTOBUTH 3cce Ha TeMy «Mosi BpeMEHHasi KOMIIETEHTHOCTh .

CrpyKTypa 3cce BKIIIOYAET CIEAYIONINE Pa3Ieiibl:

- cyovekmugHoe gocnpusamue eépemeHy (aHamu3 WHANBUAYATLHON BPEMEHHOMN
MIEPCIICKTUBHI ¥ IEPCOHATBHON KOHIICTIIIUY BPESMCHH);

- OYeHKa UHOUBUOYATbHBIX 8PEMEeHHbIX 3ampam (aHAJIN3 BPEMEHHBIX 3aTpar);

- QHAIU3 NEePCOHAILHOU cucmemvl YnpasieHus epemenem (BpeMEHHBIE MOTEPU
WIH XapakTepHbIC TIOTVIOTHTECIN BPEMCHH, OCOOCHHOCTH CTWJISS M PUTMOB
paboToCOCOOHOCTH);

- Ka4yeCTBEHHAs XapaKTePUCTHKA TMOJyYEHHBIX pE3yJbTaTOB, AaHAJIHU3
POOJIEMHBIX 00JIaCTEH ¥ MHIUBUAYATBHBIN IJIaH ONTHMHU3AITMOHHBIX MEPOTIPUITHH.

IIpakTuyeckas padora Ne 4
1o Teme «Opranusanus Tejie(pOHHBIX MEPEeroBOPoOB)

Heab 3aHATHA — TPUOOPETEHNE HABBIKOB COCTABJICHUS, pUeMa-nepeaadn
U ydeTa Tesie(pOHOTPaMM.

3ananue:

1. CocraButb TpPOEKT TeaehOHOTPaAaMMBbl, HUCHOJB3YsS  CIEAYIOIIUN

dbopmysip:

TEJE®OHOTPAMMA

Jata No

Haumenosanue yupesicoeHus-agmopa meiepoHocpammol.

,ZZO]ZDfCHOC'mb, uruyuasl, ¢GMMJZM}1, KOHMAKMHbLE OAHHbLE auya, nepedaemeeo m€ﬂ€¢0H02paMMy.'
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Hondcrnocme, unuyuansl, pamunus iuya, NPUHABULE20 MeENePOHOSPAMMY:

Bpemsa npuema menegonozpammuot:

Texcm menegponocpammel (He bonee 50 cnos):

Hondcnocme nuya, noonucasuiezco meneghpoHocpammy (U om umenu Ko2o meneponospamma nepeoaemcs).

2. ChopoektupoBath (opMy yueTa TMOCTYyHalOUMX U OTHPABISIEMBIX
TenedoHOrpaMM; BXOSIIUX TeIe(OHHBIX 3BOHKOB.

IIpakTuyeckas pab6ora Ne 5
no TemMe «Opranuszanus padoThl ¢ NOCETUTENSIMHU B IPUEMHOMH
PYKOBOIMTEJIS

Henab 3aHaATHS — NpPUOOpPETEHHME HABBIKOB JOKYMEHTHPOBAaHUS IpUEMa
Pa3IUYHBIX KaTErOpU MOCETUTEIIEH.

3ananue:

1. CnpoektrpoBath GopMy ydeTa NOCETUTENEH OpraHu3auu (COTpPyIHUKOB
CBOEH OpraHU3alnu, JEJIOBbIX TAPTHEPOB, TOCETUTENIEH 10 JIMYHBIM BOIIPOCAM).

2. CmpoektupoBath (HOpMy ydeTa KOMAaHIUPOBAHHBIX, MPHUOBIBAIOUINX W3
CTOPOHHMX OpraHU3aLuil.

IMpakTuyeckas padora Ne 6
no TemMe «OpraHuszanus NoAroTOBKHU, MPOBeIeHUsSI U 00CTYKUBAHUS
COBECIIAHUID)

Heap 3aHATHSA — W3y4YCHHE IOPSAKA M METOAWKH JTOKYMEHTHUPOBAHUS
npoliecca MOArOTOBKU Pa3IMYHBIX MO MaclITady COBEIIAHUI; U3yUeHHE NOPSAIKA U
IIPaBWJI JOKYMEHTHPOBAHUS X014 COBEIIAHUM.

3ananue:

1. CnpoexTupoBaTh OJaHK CIMCKA YYACTHUKOB COBEILLIAHUS.

2. CoCcTaBUThH TMPOEKT MPUTJIANIECHUS HAa KPYIMHOE COBEUIAHUE C YYaCTHEM
IIPEJICTABUTENIEN PA3JIMUHBIX OPraHU3aLNM.

3. CropoektupoBaTh OJIaHK JTUCTA PACCHUIKU MPUTJIANICHUNA HA COBEIIAHUE C
YYaCTHEM IPEJICTABUTEIIEN PA3JIMUYHBIX OPraHU3aLNM.

4. CocTaBUTh NPOEKT KPATKOTO MPOTOKOJIA ONEPATUBHOIO COBEIIAHMS.

3. CocTaBUTh NPOEKT TMOJHOIO TMPOTOKOJA COBEIIAHUS C Y4YacTHEM
MIPEJICTABUTENIEN Pa3HBIX OPraHU3aLINM.

4. CoctaBuTh U O(POPMUTH BBIITUCKH U3 MOJTHOTO MPOTOKOJIA COBEUIAHUS.

IIpakTuyeckas padora Ne 7
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1o teMe «OpraHusanusi XpaHeHHUs JOKYMEHTOB B IIPUEMHOI

PYKOBOIMTEJIS»
Heab 3aHATHST — TMOJNYyYUTh HABBIKK [0 OpraHU3alMM XPaHECHUS
JIOKYMEHTOB B IPUEMHOU PYKOBOJIUTETIS.

3aganue:

1. OpopMuTh 00JI0KKY Jie7Ia, B KOTOPOM XPAHSATCA CIAEAYIOIIHNE TOKYMEHTHI:

- npuxazwl oupekmopa OO0 « ConHbIUKO» NO OCHOBHOU 0esimelbHOCMU 34
nepuoo c 01 ausaps 2017 2. no 31 oexabps 2020 2.;

- CHyoceOHble 3anuUcKu pyKogooumeseli CMpYKmMypHbIX NoopaszoenieHull Ha
ums oupexmopa OO0 «Coanviuukor 3a nepuoo ¢ 01 sneaps 2017 2. no 31 dexabps
2020 .

- 00JIHCHOCHbLE UHCMPYKYUU PADOMHUKO8,

- aKkmol, npednucanusi no mexuuxe oeszonachocmu ¢ ¢ 01 ausaps 2017 2. no
31 dexabps 2020 2.

B yctHO# (hopme nath 0OBsiICHEHHE Kak OyleT OCYIIECTBIIEHA PACCTaHOBKA
Jie B MPUEMHON PYKOBOIUTENS.

2. Omnpenenutb CpOKA XpaHEHUS CIEAYIOIUX JOKYMEHTOB: YCmag
Opeanu3ayuU;, NPUKazvl NO OCHOBHOU OesIMeNbHOCMU; AKmbl 00 YHUUMOICEHUU
OOKYMEHMO8, 2000601 CMAMUCMUYECKUL omyuem, aKkmel npuema-nepeoavu npu
cMeHe PYKo8ooumens OpeaHu3ayui.

IIpakTuyeckas pad6ora Ne 8
no Teme «MH(popmManmoHHoe o0ecneyeHne ynpaBJJaeHUsD

Hea» 3aHsTHsE — TOpUOOpPETEHHE HABBIKOB CHUCTEMAaTH3alUd U
aHAJIMTHYECKOW 00pabOTKU JOKYMEHTHOU MH(pOpMAaIUH.
3ananue:

1. CocraButh I8 NOPOBEACHUS  COBEIIaHUS  MHPOPMAIMOHHO-
AHAJIUTUYECKYIO CIIPABKY O JOCTHKEHHSIX OpraHu3aldy M0 MaTephaliaMm OTYETOB
OpraHu3alvu (JaHHbIE TPEAOCTABISIOTCS IPENOAABATEIIEM).

2. CocTaBUTh aHHOTALIUI0 HOPMATUBHO-METOIMYECKOTO JOKYMEHTA (JIaHHbIC
MIPEIOCTABIISIOTCS MPETIOAaBaATEIEM).

IMpakTuyeckas padora Ne 9
1o TeMe «OpraHuzanus 1eJJOBbIX KOHTAKTOB U POTOKOJIbHBIX
MEpONPUATHID

Heab 3aHsTHSA — TPUOOPETEHNE HABBIKOB BHITIOTHEHUS TPYAOBBIX (DYHKIIUH
cekpeTapsi (MOMOIIHUKA PYKOBOJUTENS) B pAMKaX MPOTOKOJbHBIX MEPOIPUSITHIA.

3axanue:

1. Pazpaborath miaH 2-X JHEBHOTO O(UIMAIBHOIO BU3HUTA [EJIOBBIX
NapTHEPOB B Ballly OpraHU3aIHIo.

2. PazpabotaTh TUIaH OAHOJHEBHOTO paboyero BH3UTA  BaIlEro

PYKOBOJUTCIIAL B CTOPOHHIOKO OPIraHHU3AIHIO.
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IIpakTnueckas padora Ne 10
o reme «O0ecneyeHne HHPOPMALMOHHOK 0€30MACHOCTH AeATeIbHOCTH
OPraHU3aLHN»

Iean 3aHATHS — TIPHOOPETCHUE HABBIKOB BBITTOJIHCHHS TPYAOBBIX (DYHKIIHMA
cekpeTaps (IIOMOIIHMKA PYKOBOJUTENS) B paMKaX o0ecriedeHUS HHGOPMAIIMOHHON
0€301acHOCTH OpraHU3aIiH.

3apanue: Paszpaborate mnporpamMmmy HHGOpPMAIMOHHONW 0€30MacHOCTH
OpraHU3alliH T10 CJICTYIONUM KPUTEPHUSIM:

- yenb obecnevenusi UHPOPMAYUOHHOU OE30NACHOCIU OPSAHUZAYUU,

- 00vexmbl UHGOPMAYUOHHOU HE30NACHOCTU;

- 8eposiIMHble Hapyuumenu UHGOPMaYyuoOHHOU 6€30NACHOCTU;

- OCHOBHbIE 8UObL Y2PO3 UHDOPMAYUOHHOU OE30NACHOCMU OPSAHUZAYUU,

- Knaccugpuxayusi - 803MOJCHbIX — Yepo3  (HempeoHamepeHHvle U
npeoHameperHvle UCKYCCMBEHHbLE Y2PO3bl);

- NpeonodiceHus No  MepOnpusimuiM  (cpeocmeam  3aujumol  Om
NOMEHYUANbHBIX Y2PO3), OPUCHMUPOBAHHLIM HA obecnevenue UHGOPMAyUOHHOU
bezonacrocmu.

IIpakTuyeckas pa6ora Ne 11
no reme «Bo3mo:kHOCTH TpyHAoycTpoiicTBa. CoBpeMeHHbIE CIIOCO0bI
TPYAOYCTPOMCTBA)»

Henbp 3aHATHA — [OpHOOpETEHHME HABBIKOB COCTABJICHUS pE3IOME Ha
COMCKaHUE JOJHKHOCTU ceKpeTaps (MOMOUTHUKA PYKOBOJIUTETS).

3aganue: Ha ocHoBe mpennokeHHOro mabioHa pa3paboTaTh pe3roMe Ha
COHMCKaHUE JOJHKHOCTU ceKpeTaps (MOMOUTHUKA PYKOBOIUTES)

3.3. Bonpocs! 1JIsi CAMOKOHTPOJIA

1. Ponb cekpetapsi B COBPEMEHHOM CTPYKTYpE YIPABICHUS.

2. Kareropuu cexperapeit u npodeccruoHaibHbie TPEOOBAHUS K HUM.

3. 3HaHus, yMEHHUs, ACJIOBbIC U JINYHbIE KaYeCTBa CEKpeTapsl.

4. OO0merocy1apcTBEHHbIE HOPMATHUBHO-METOJMYECKHE JOKYMEHTBI IIO
JIOKYMEHTAIlMOHHOMY 00€CTIE€UeHHIO YIIpaBlIeHUs B paboTe cekperapsi.

5. JlomKHOCTHasE WHCTPYKLHUS CEKpeTaps, €€ CTPYKTypa, MOpSAOK U
0COOEHHOCTH pa3padOTKH.

6. TpeboBanust K 000PYOBAaHUIO U OpTraHU3AIMH PAOOUEro MeCTa CeKpeTaps.

7. Opranmzanusi  pabodero  BpeMeHM  cekperaps.  ParmonanbHOe
MJIaHUPOBAHME.

8. OcHoBHBIE (OPMBI padOTHI CEKpETaps C JOKYMEHTAMH.

9. lenoBas nepenucka. [Ipuemsl parimoHaau3aiuu.

10. UndopManimoHHO-aHAIUTUYECKUE (PYHKIIUU CEKpeTapsl.

11. VYwuactue cekperaps B IMOATOTOBKE W OOCIYy>XMBAaHUU COBELIAHUMU.
Benenue u opopmieHre mpoTOKOJIOB.
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12. Opranuzanus mpyuemMa Jeneranuid, BUIbI MPeCTaBUTEILCKUX MTPUEMOB.

13. Pabota cexpeTapsi o mpueMy MOCETUTECH.

14. TlpaBuna Benenus TenedOHHBIX IeperoBopoB. [Ipuem Tenedonorpamm.

15. CepBucHbIe PYHKIIUU CEKpeTaps.

16. 3amuTa uHpopMaluu B paboTe cekpeTapsi.

17. B3auMOOTHOIIEHMSI CEKpeTapss CO CBOMUM NpodhecCHOHATHLHBIM
okpyxeHueM. Ciry>xkeOHas cyOoparuHaIusl.

18. IlpenotBpaimieHue u paspenieHre KOHGIUKTHBIX CHUTyallMid B pabote
ceKpeTaps.

19. OcHoBbI IPO(PeCCHOHANTBHOM ITUKHU U IETIOBOTO ITUKETA.

20. TpynoyctpotictBo cekperaps. CocTaBieHue u 0hOpMIICHHE PE3IOME.

4. METOAMYECKHUE YKA3AHUA 11O OCBOEHUIO JUCHUIIVINHBI

CamocrosiTennbHasi paboTa SBISETCA BaXXHbIM 3JEMEHTOM H3Y4YEHUs
JUCUUIUIMHBL. Y CBOEHUE MaTepuaja AUCHMIUIMHBI Ha JIEKIHSIX, CEMHUHapax,
OPAKTUUECKUX 3aHATUSIX M B PE3yJIbTaTe€ CAMOCTOATEIbHOW IOATOTOBKU U
U3Y4YE€HHUS  OTAENBHBIX BONPOCOB  JUCUUIUIMHBI, TO3BOJSAT HOJOUTH K
IPOMEXYTOUYHOM arTecTallid MOJTrOTOBJICHHBIM. 3HAHMS, HaKalJUBaeMble
IOCTEIIEHHO U B Pa3IMYHBIX paKypcax, ¢ HCIOJIb30BAHHEM IPOTUBOMOJIOKHBIX
MHEHUI U B3IJISA0B HAa Ty WIM HHYIO OpOOJIEMYy SIBISIOTCS TNIyOOKMMH U
KayeCTBEHHBIMH, u MO3BOJISAIOT ¢dbopmMupoBathb COOTBETCTBYIOIIIME
npoecCuoHaIbHbIE KOMIIETEHIIMM KaK UTOI 00pa30BaTEeIbHOIO IIpolecca.

JUist cucreMatu3aly 3HaHUM M0 UCUUILIMHE MepBOHAYaIbHOE BHUMAHHE
cieayeT oOpaTUTh Ha pabouylo mporpamMmy Kypca, KOTopash BKJIIOYaeT B ceOs
OCHOBHBIC TPOOJIEMBbI AUCHUIUIMHBI (TEMaTUKy 3aHITHI), B paMKaX KOTOPBIX U
(bopMHpYIOTCS BOIIPOCHI Il KOHTPOJIS U arTectauuu. [loatomy cTyneHt, 3apaHee
O3HAKOMUBILIKCH C MPOTpaMMOM Kypca, MOXET JIydllle COPUEHTHPOBATHCS B
MOCJIEIOBATEIBLHOCTH OCBOCHHSI Kypca ¢ MO3ULUNA OpraHU3alryd caMOCTOATEIbHOM
paboTHI.

[Tpu opranu3zanuy npoiecca OCBOCHUS JUCHUILIUHBI CIEAYyEeT YUYUTHIBATh:

1. Ilnanuposanue epemenu, omeeodeHH020 Ha 0C8OEHUE OUCYUNTIUHDL.

[Ipy mUIaHUpPOBaHMM BpPEMEHUM HA OCBOEHUE JUCHMIUIMHBI CIEAyeT
PYKOBOJICTBOBATbCS: CTPYKTYpPOH IUCHUUIUIMHBI, B KOTOPOW YKa3aHbl KOJIMYECTBO
aKaJeMHUUYECKUX YacoB B pa3pe3e KaKIAOW TeMbl, BUJa 3aHATUN (JIEKIIMOHHOE WJIU
MPaKTUYECKOE) U Yachl Ha CaMOCTOSITENbHYIO padoTy; (popmMoil MpomMeKyTOUHOU
aTTecTalnu (3a4eT, IK3aMEH).

2. Ilocnedosamenvrocms Oeticmsuii npu 0C80EeHUU OUCYUNTUHDBL.

N3ydenne Kaxaoil TeMbl JUCHUIUIMHBI I€J€CO00pa3HO HAvyMHATH CO
3HAKOMCTBA C COJIepKaHUEM JUCUMIUIMHBI B pa3pe3e TeM; 3aTeM CIEIyeT 3Tal
1n0100pa UCTOYHUKOB U3 YMCIIAa PEKOMEHIYEMBIX U MOAOOPaHHBIX CAMOCTOATENHHO
(HayuyHble CTaThu; HH(pOpPMalMs TPaBOBBIX 0a3 JaHHBIX; HHPOpMALUS C
opuIMaTBHBIX ~ CaWTOB  TOCYJAapCTBEHHBIX OpPraHOB, OPraHOB  MECTHOTO
camMoynpaBiieHuss u JAp.). W3yueHHMe MCTOYHHKOBEIUECKOM ©0a3bl MOXET

COIMPOBOKAATHCA KOHCIICKTUPOBAHHUCM.
24



[lenecooOpa3Ho BeCTH MepeveHb MPOOJIEMHBIX BOIPOCOB KAaK MO CYIIECTBY
TEMBbI, TaK U B CIydae 3aTPyJHEHHH C YSCHEHHEM CMbICIA H3JI0KEHHOTO B
UCTOYHUKAX Marepuana (yKazaHHbIE BONPOCHI MOTYT OBITh  pa3pelieHb
CaMOCTOSITEJIbHO, BO BPEMsI CECCUOHHBIX 3aHATHI MM Ha KOHCYJIbTAallUU C
IPENoAaBaTeeM).

JUis TOArOTOBKM K MPAKTUYECKUM 3aHATHSIM PEKOMEHIYETCS MOJIPOOHO
U3yYUTh KOHCIEKT JIeKIMH, HOPMATUBHBIE MaTepuanbl U JAp. HCTOYHUKU
(dopmupytrolie 06a3oBble 3HAHUS HEOOXOJUMBIE JUIS BBIIOJIHEHUS MPAKTHUECKUX
paloT, MpeyCMOTPEHHBIX KypCOM.

Takxke pekoMEHAyeTCsl O3HAaKOMUTbCA C TEXHOJOTMEHl IpOBENCHUs
NPAKTHUECKUX 3aHATHH, KOTOpas BKJIIOYAET CIEAYIOIIUE STambl: OOBSICHEHHE
3aJaHUsl M HABBIKOB (KOMIIETEHIMI), KOTOpBIE 3aKpEIUIIIOTCS B XOJIE €ro
BBITIOJTHEHMSI; 3HAKOMCTBO C KOHKPETHBIMH HWCTOYHUKAMU HHpOpManmu st
BBITIOJTHEHMSI 33/IaHUsA; OOCYKIEHHWE M YTOYHEHHE BOIPOCOB B XOJE aHaIM3a
UCTOYHUKOB HWH(POpPMAIIUU; COBMECTHBI MPOCMOTP TEPBUYHBIX pPE3YyJIbTATOB,
OLIEHKA WX COOTBETCTBUS MO (POPMATBHBIM H CO/IEPKATEITLHBIM TPEOOBAHUSM.

3. HUcnonvsoeanue yuebOHo-Memoouueckux mamepuanos u paooma ¢
Jumepamypot.

CnemyeT TPUMEHSTh CIEAYIONIYIO  TOCIEAOBATEIbHOCTh  HM3yUCHUS
UCTOYHUKOB JUIsl (pOPMHUPOBAHUS 3HAHMNA MO TeMaM JUCLMILIUHBI: HOPMATHUBHBIE
MPAaBOBBIE aKThHl MO AWCIUILIMHE, HAYYHYI0O M Y4EOHYIO JIMTEpaTypy, a TaKxkKe
JIpyrue NCTOYHUKH.

4. Ilo02o0mo6Ky Kk meKyujemy KOHmMpoJo yCnesaemocmu.

OcHOBHOM 3ajjaueil TEKYILIEro KOHTPOJISI YCIEBAEMOCTH OOyYaroluxcs
SIBIISIETCS TIOBBINICHUE KaueCcTBa 3HAHHM, MPUOOPETEHNE U Pa3BUTHE UMU HABBHIKOB
CaMOCTOATENbHON paboThl. Tekymuid KOHTPOJb 3HAHUKW OOydYaroHMXCAd IO
JTUCIHUIUIMHE MOXET HWMETh CJEAYIOUIMEe BHIBI: YCTHBIM ONPOC Ha JICKIIHSIX,
MPAKTHUECKUX 3aHATHUSAX; MPOBEPKA BBIMOJHEHUS MUChMEHHBIX CAMOCTOSTEIbHBIX
padoT U TOMAIHUX 33aJJaHUl; TECTUPOBAHHUE.

Jlis 3¢deKTUBHON MOATOTOBKM K TEKYIIEMY KOHTPOJI MO AMCLUILIMHE
HEOOXOJMMO HCIIOJIb30BaTh PEKOMEHJOBAHHYI0 OCHOBHYIO U JIOMOJIHHUTEIBHYIO
JUTEpaTypy, KOHCIEKTHI JIEKIHUH, pa3pabOTKU CTYAECHTOB, BBINOJIHEHHbIE B
pe3yJsibTaTe MOArOTOBKHU U BBIIIOJHEHUS MPAKTUUECKUX 3aJaHUH.

5. ®OH/J1 OHEHOYHBIX CPEACTB UIAA IPOBETEHWSI
IMPOMEXYTOYHOU ATTECTAIIMH 11O JTUCIIUITJIMHE

5.1. IlepeyeHb KOMIIETEeHUM 1 dTanbl UX GOPMUPOBAHUS
Cormacho ®I'OC BO mno wHanpasnenuto mnoarotoBku  46.03.02
JIOKyMEHTOBE/ICHHE W AapXWBOBEJCHHWE B paMKax W3yUYCHUS JUCITUIUIMHBI Y
00yJaroIMXCs TOJDKHBI ObITh CHOPMHUPOBAHBI CIICAYIONINE KOMIETEHITUH:

Kox DopMyIHPOBKA KOMIIETSHIHH
K npogeccHoHaIbHbIe KOMIIETCHIIMHU
IK-7 Croco0eH  OCYIIECTBJIATH  OPraHM3AIMOHHOE, JIOKYMEHTAllMOHHOE W  HWH()OpPMAIMOHHOE
obecrieueHne JIesITeNbHOCTH PYKOBOJIUTEIISI OPraHU3alii
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Jtanbl (POPMHUPOBAHUS KOMIIETCHIMH:

Hauanvnoui — Ha 3TOM  dTanme  (OPMHUPYIOTCS  3HAHUEBBIE H
WHCTPYMEHTAJIbHBIE OCHOBBI KOMIIETEHI[MH, OCBAaMBAIOTCSI OCHOBHBIE KATETOPHUH,
dbopmupyrorcs 6a3oBbie ' yMeHHUS. CTYIEHT BOCIPOU3BOIUT TEPMHUHBI, (DaKTHI,
METO/Ibl, MTOHSATHUS, MPUHLUIIBI U MPaBUIIA; peliaeT yyeOHble 3a7auu 1Mo o0pasily.
Ecnu crygeHT oTBeuaeT 3TUM TpeOOBaHUS MOXHO TOBOPUTH 00 OCBOCHUH UM
MOPOTrOBOTO YPOBHS KOMIIETEHIIUU;

OcHo6HOU — 3HaHMS, YMEHHS, HaBBIKHU, oOecredynBaromue GopMUpOBaHUE
KOMIIETEHIIUM, 3HAYUTEJIbHO BO3pACTalOT, HO €lI€ HE JOCTUTal0T HTOTOBBIX
3HaueHud. Ha »sToM »3Tame CTyJIEeHT OCBaMBaeT AHAIUTUYECKUE JIEUCTBHS C
OpeIMETHBIMA  3HAHMSIMM ~ TI0O  KOHKPETHOM  JMCUUIUIMHE,  CIIOCOOEH
CaMOCTOATEJIHO pEIIaTh Y4YeOHbIE 3aJaud, BHOCA KOPPEKTHBBI B aAJITOPHUTM
JEUCTBUM, OCYIIECTBIISASI CAMOPETYJISIIIUIO B X0/I€ PadOThl, MEPEHOCUTh 3HAHUS U
YMEHHUSI Ha HOBBIE YCJIOBHS. YCHEIIHOE MPOXOXKJIECHUE ATOr0 dTana IMO3BOJSET
JIOCTHYb CTAHJAPTHOT'O YPOBHS CPOPMUPOBAHHOCTH KOMIIETEHIUY;

3aeepwarowuti — Ha 3TOM 3Tale CTYJEHT JOCTUTA€T UTOTOBBIX IMOKa3aTeleu
1O 3asBJICHHOW KOMIIETEHIMH, TO €CTh OCBAaMBAaET BECh HEOOXOIMMBIN 00BEM
3HAaHUW, OBJAJEBA€T BCEMU YMEHHUSIMH M HaBblKaMu B cdepe 3asBICHHON
komneTeHIMU. OH CIOCOOEH HCIOJIb30BATh ATH 3HAHUS, YMEHHS, HABBIKH IIPH
pElIeHUN 3a/ad IOBBIIICHHOW CJIO)KHOCTH M B HECTAHNAPTHBIX ycioBusX. llo
pe3yapTaTaM 3TOTO JTala CTYyJEHT JEMOHCTPUPYET JSTAJIOHHBIA  YpOBEHb
cOpMHUPOBAHHOCTU KOMIIETEHIIHH.

5.2. Iloka3aTe/in KpUTEPUH OLICHMBAHUS KOMIIeTEeH NI

JInsi oneHUBaHUA Pe3yJIbTATOB OOy4YeHHS B BHUJE 3HAHUN HCIOJIL3YIOTCS
CICAYIOIIME MPOLUEAYypbl W TEXHOJIOTHU: TECTUPOBAHUE; WHIUBUIYyaTIbHOE
coOeceI0BaHuEe, MMChbMEHHBIC OTBETHI HAa BOTIPOCHI (B BUJIC MEKYU{e20 KOHMPOJIA).

IIpoMekyTOYHBII KOHTPOJIb PEATU3yeTCs B XOJAE Cllaud OOy4aroluMUCs
3adera Ha 4 Kypce u sk3aMmeHa Ha 5 kypce (3D0O).

OK3aMEeH U 3aueT TMpoBOAATCS B (QopMe TECTUPOBAHUS IO BCEMY
npoiienHomy Marepuany. Ha Bemonnenue tecta otBoautcs 50 munyTt. OrieHka
3HAHHUI MPOU3BOIUTCS 10 4-X Oa/IbHOM 1IKaje. B ciydae Hey0BIETBOPUTEIBHON
OLICHKH CTYAECHT UMEET MPaBO MepecaaTh 3K3aMEH B YCTAHOBIEHHOM JIOKaJIbHBIMU
HOPMAaTHUBHBIMM aKTaMH By3a MOPSJIKE.

O01mue KpUuTEepUN OIEHKM O0TBETOB CTY/IEHTOB

Onenka Onenka Ouenka Onenka
«OTIIHYHO» «XOPOIIO» «YAOBJIETBOPHUTEIbHO» «HEYTOBJIETBOPUTEIbHO»
OLneHKa «3a4TEHO» OueHKa «He 3a4TeHO»
OLIEHHUBAETCS OTBET, €CIIN OLIEHUBAETCS OTBET, B OLIEHMBAETCS HEIOJIHBIN OIICHUBACTCS OTBET, IIPH
CTyIIeHT UMECT KOTOpOM OTCyTCTByIOT OTBCT, B KOTOpOM KOTOpOM CTy}IeHTBI
CUCTCMHBIC ITOJIHBIC HC3HAYUTCIbHBIC OTCyTCTBy}OT )IeMOHCTpI/Ipy}OT OTpI)IBO‘-IHI)Ie,
3HAHUS U YMEHUSI 10 AJIEMEHTHI COJICPKAHUS 3HAYUTENIbHBIE DIIEMEHTHI OeccucTeMHBIE 3HAHUS,
MOCTaBJICHHOMY WIH IPUCYTCTBYIOT BCE COJICpXKAHUS WU HEYMEHUE BBIJICIUTH I1aBHOE,
Bornpocy. Comepxanue HEOOXOIUMBIE MIPHUCYTCTBYIOT BCE CYIIECTBEHHOE B OTBETE,
BOTIPOCA U3JIaraeT 3JIEMEHTHI COJICPIKAHMUS, BBIIIEU3JIOKEHHBIE JIOITyCKAOT TpyOBIe OITHOKH
CBSI3HO, B KPaTKOM HO JIOITYIIICHEI 3HaHUS, HO JOIYIICHEI
dhopmMe, packpbiBaeT HEKOTOPBIC OLIHOKH, CYIIECTBEHHBIC OIIHOKH,
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TI0CIIEN0BATEIIBHO CYTh

WHOTIa HapyIIajach

HEJIOTUYHO, IPOCTPAHHO

N3Y4EHHOTI'O MaTepHaa, H0CIIeZIOBATENIHHOCTD H3JI0KEHO OCHOBHOE
JIeMOHCTPHPY S U3JI0KEHHSI. coziep )KaHue BOIIPOCa.
HPOYHOCTb U
OPHUKIAIHYO
HampaBlIeHHOCTb

MOJTyYEHHBIX 3HAaHUH U
YMEHHH, HE JIOMyCKaeT
TEPMHUHOJIOTMYECKUX
omuO0K 1 (PaKTUIECKUX
HETOYHOCTEH

OnpeneneHue YPOBHsI 0CBOEHHSI KOMIIETe

HIUI B COOTBETCTBHHU C OLIEHKOI 0TBETa CTYJI€HTA

OneHKa «OTJIUYHO»
CBUJICTENBECTBYET O

OneHka «xopoumo»
CBHIETEIBCTBYET O

Onenka
«YAOBJIETBOPUTEIbHO»

Onenka
«HEYAOBJIETBOPUTEILHO»

HaJTNIUH HaJINIUH CBUJICTENBCTBYET O CBHUJICTENBCTBYET 00
c(hOopMUpPOBAHHBIX cOpPMHUPOBAHHBIX HaJTNIUH OTCYTCTBHH
KOMIIETEHIII BBICOKOT0 KOMITETEHIIUI c(hOpMHUPOBAHHBIX copmMupOBaHHBIX

(3TaJIOHHOI0) YPOBHS
JUIS pelIeHus

CTAaHJAPTHOI'O YPOBHS
JUTSL pEIICHUS

KOMIIETEHIIMH MOPOroBOro
YPOBHS IS peIIeHUs

KOMIETEHIU JITS PelIeHus
npo¢eCCUOHATBHBIX 3a1a4

npodecCHOHANBHBIX npodeccHoHANBHBIX 3a/1a4

3a1a4d

po¢heCCHOHATBHBIX
3a1a4u

5.3. MarepuaJibl AJi5l OLIEHKH W KOHTPOJISl Pe3YJbTATOB 00y4eHUsI

3ananus K JK3aMeHy/3aueTy ®opmupyemble
KOMIETEeHIHH

1. JlokyMeHTHpOBaHHE COBENIAaHUN U 3aCETaHMI TIK-7
2. HopmatuBHas periaMeHTalus CeKpeTapcKux 00s3aHHOCTEH MK-7
3. OO0s13aHHOCTH CceKpeTaps B OKa3aHUU IOMOUIM PYKOBOJIUTENIO B [K-7
IUIAHUPOBAHUU pab04yero BpeMeH!
4. OO0s13aHHOCTH CceKpeTaps [0 OpraHW3aluu pPadOTHl TPHEMHOUN [K-7
PYKOBOJIUTEIS
S. OO0s3aHHOCTH CeKpeTaps M0 OpraHU3auu TeJe(OHHBIX TIEPETOBOPOB [K-7
PYKOBOJUTES
6. [TpaBusa opranuzamyu padbo4ero MecTa CeKpeTapsi IK-7
7. MeToMKa MOJATOTOBKH PAa3JIMYHbIX O MacIITaly COBEeLIaHUN MK-7
8. [TogroroBka  HOCTYNMBIIMX  JOKYMEHTOB K  PacCMOTPEHHIO [K-7
PYKOBOJIUTENIEM
9. [TpaBuia TeneOHHOTo 00CTYKUBAHUS MK-7
10.  TlpodeccuoHanbHas ITUKA U KIMHDK COBPEMEHHOTO CEKpeTapst MK-7
11. PaGora ¢ undopmarmeit st pykoBoautens. MeToauka MoAroTOBKU TIK-7
AHATUTHYECKUX MaTepHuajoB (aHHOTanuii, pedeparoB, aHATUTHUYECKUX
CIIPABOK)
12. TpeboBaHusl K IJIAaHUPOBAHUIO padOUEro BpEMEHH CeKpeTaps MK-7
13. DTuueckue OCHOBBI B3aMMOOTHOIIEHUN CEKpeTaps U pPyKOBOAMUTEIS, [K-7
CEKpeTapsi M COTPYAHHUKOB
14. IIpaBuna opraHusanuu I[pHUEMa IIOCETUTENIEH B  IMPUEMHOHN [K-7
PYKOBOJIUTEIIS
15. [TpaBuia genoBoro o0meHus TIK-7
16. [TpaBuia opraHuzanuu NpueMoB B oduce [K-7
17.  IlpaBuia cocTaBlieHUsI CMETBl PACXOI0B HA MTPOBE/IEHUE COBELAHUI [K-7
18.  Opranuzanusi HUCIOJHEHUS PpEIIeHUH, OCYLIECTBICHHE KOHTPOJIS [K-7
WCTIOJTHEHUSI TIOPYYCHUI PYKOBOIUTEIIS
19.  OOs3anHOCTHM  cekperapss 1O  OOECIEYEHHUIO  YCIOBHM  AJs [K-7
3¢ heKTUBHON pabOTHI pYKOBOIUTEIS
20.  IlpaBuna opraHu3auuu paboThl C JOKYMEHTaMH B NpPHUEMHOU MK-7
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PYKOBOIMTEIS
21. IlpaBunma opraHu3amuy XpaHEHUS JTOKYMEHTOB B IPUEMHOMN [1K-7
PYKOBOJIUTEIIS

22. Tlopsmok  ocymiecTBiIeHHs cOopa, o00pabOTKM ¥ aHAIM3a MK-7
uHGbOpMaLIUU AJIs1 PYKOBOAUTES

23.  Bujapl IpOTOKOJIBHBIX MEPOIPHUSTHHA MK-7
24, [TopsiIok MOArOTOBKM MPOTOKOJIBHBIX MEPONTPUATHI I1K-7

5.4. Metoanuyeckue MaTepHAaJIbl 10 OLEHUBAHUIO Pe3YJbTATOB 00y4eHHUS

IIpome:kyTOoYHAas aTTecTalMA PEATU3YETCS B XO/€ CAAYH 00YyYarOIUMUCS
3a04HOM (popMBI 00yUeHHs JBYX 3K3aMEHOB. Llenbio mMpoMeKyTOUHOM aTTecTaluuu
SBJIIETCS KOMIUIEKCHAsE U OOBEKTHMBHAs OLIEHKAa 3HAHUI CTYJIEHTOB B Ipolecce
OCBOGHUSI ~MMH  OCHOBHOM  00pa3oBaTeilbHOM  HPOrpaMMbl  BBICLIETO
1po(hecCHOHATTBHOTO 00pa30BaHUS.

OK3aMeH M 3a4eT M0 JAuciUIuIMHE «OpraHu3anus CEeKpeTapcKoro
OO0y KUBaHUS» NPECIENYIOT LEedb OLEHUTh padoTy CTyJIEHTa 3a KypC, CTEIEHb
YCBOEHUS TEOPETUYECKMX 3HAHUM M KOMIIETEHLUH, YpPOBEHb TBOPYECKOTO
MBIIUICHUS, HABBIKOB CaMOCTOATEIbHOM paloThl, YMEHHE aHaJU3UpPOBATH
MOJIyYeHHbIEC 3HAHUS U IPUMEHSTh UX B PEIICHUH MPAKTUYECKUX 3aa4.

DK3aMeH M 3a4eT MPOBOAATCS B YCTHOM WM NHUCBbMEHHOW (Qopme 1o
HK3aMEHAllMOHHBIM  OujieTaM, KOTOpble yTBepxkaatorca kadenpou. Ilpum
HEOOXOIMMOCTH 3K3aMEHATOPY IMPEJOCTaBIAETCS NpPaBO 3aJaBaTh CTYAEHTaM
JOTIOJTHUTENbHBIE BOMPOCHL, a TaKK€ MOMUMO TEOPETHUYECKHX BOMPOCOB JaBaTh
3aJlayu ¥ MPaKTUYECKUE 3aJJaHus 110 POrpaMMe Kypca.

Bo BpeMsa mpoBeAeHUS NPOMEKYTOUYHOIO KOHTPOJS CTYAEHTBl MOTYT
[OJIb30BAaThCA  yYEOHBIMH  MporpaMMamH, CIPaBOYHUKAMU UM NPOYUMHU
MCTOYHHUKAMU uH(popMalu, IIEpEYCHb KOTOPBIX yCTaHaBJIMBAETCS
IpernojaBaTesieM U COIJIAaCOBbIBaeTCs Ha 3acenaHuu Kadenpsl. McmombzoBanue
MaTepUaJioB, HE MPEAYyCMOTPEHHBIX YKa3aHHBIM IIEPEYHEM, a TAKXKE IIOINBITKA
OOIIEHUS C JAPYTUMHU CTYJEHTaMH, B TOM YHCJIE€ C MPUMEHEHUEM 3JIEKTPOHHBIX
CPEIICTB CBSI3U, HECAHKLIIHOHUPOBAHHbBIE MEPEMEILEHUS CTYACHTOB U T.II. SIBJISIOTCS
OCHOBAHMEM I yJIaJ€HUsl CTyAEHTa U3 ayIMTOPUH U TTOCIETYIOIIEr0 BHECEHUS B
BEJIOMOCTbh OTMETKH «HEYI0BJIETBOPUTEIBHO» («HE 3aYTEHO).

KpurepusiMu  ycHemHOCTH OCBOEHHUSI CTYJEHTOM JaHHOW  y4eOHOI
JTUCUUIUIMHBI IIPU MPOBEIEHUU TEKYLIErO U UTOTOBOTO KOHTPOJIS SIBISIOTCS:

1. KonnuecTBO MNpaBWIbHBIX OTBETOB HAa TEKYLIEM TECTHUPOBAHUU M IO
AK3aMEHAIMOHHOMY OHIICTY.

2. AKTHBHOCTb M aJI€KBaTHOCTb IIOBEJAEHMS CTYyJEHTAa Ha CEMHHAPCKHUX
3aHATUSAX, BBIIIOJIHEHUE KaXIbIM CTYICHTOM BCEX MPaKTUYECKUX padoT,
OCMBICJIEHHOCTh M CAMOCTOSITEIBHOCTD CYXJACHHI, MPOSBIECHHBIX B X0JI€ YCTHOTO
ompoca.

3. [IpaBusbHBIE OTBETHI Ha BOMPOCHI 1O COAEPKAHUIO 0a30BBbIX MCTOYHUKOB M3
CIIMCKOB PEKOMEHI0BAaHHOW JINTEPATYPBI 110 JUCLUILIHE.

4. JleMoHcTpauusi 3HaHHA NPOPECCUOHATBHBIX TEPMUHOB, TMOHSTHM,
KAaTerOpuil U TEOPUH.
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5. Hamuume CcOOCTBEHHOTO BHJACHHS pacCMaTpUBaeMOW MPOOJIEMBI,
c(OpMUPOBAHHOTO Ha OCHOBE M3yUCHUS M aHAJIN3a HAYYHBIX PaOOT, BBIOIHEHUS
MIPAKTUYECKUX 3ATaAHUM.

6. PECYPCHOE OBECIIEYEHHME

6.1. OcHOBHAS U JONOJIHUTEIbHAS y4eOHAasl JIUTEPATypPa

OcHoBHas JuTEpaTypa

1. 1. Hemun, FO.M. Cekperapckoe J1e70: YHUBEPCAIbHBIA CIIPABOYHHUK :
cpaBouHO-MeToauyeckoe mocodoue / FO.M. llemun. - M. ; bepnun : Jupexr-
Menua, 2014. - 321 C. - Pexum JOCTYTIA:
http://www.biblioclub.ru/index.php?page=book&id=114956

2. Epemuna, H.JI. DOddexTtuBHBIE ceKkpeTapb: AETOMPOU3BOJICTBO,
opraHuzainus paboTel, aenoBoe o6OmieHue : mocooue / H.JL Epemuna. -
HoBocubupck : Cubupckoe yHHMBEpcuUTeTCKoe uznaarenbctBo, 2009. - 192 c. —
Pexxum moctyna: http://www.biblioclub.ru/index.php?page=book&id=57293.

3. Jlykam, FO.A. BeiTh cekperapem pykoBoauTens (GupMbl : yueOHOE
nocobue / FO.A. Jlykam. — 2-e u3zn., crep. — Mocksa : ®aunta, 2017. — 98 c. —
Pexum JOCTyTIA: 1o TIO/TIIHICKE. —

URL: http://biblioclub.ru/index.php?page=book&id=114956 (nara  oOpaieHus:
13.07.2020). — ISBN 978-5-9765-1374-7. — TeKcT : 3JIeKTPOHHBIH.

4, [Temkora, I'.JI. Cexperapckoe meno : ydeOHoe Tmocooue /
I".J1. IlemxkoBa. - 3-e u3., Ucnp. U g0mM. - MuHCK : Bermmiimas mkona, 2014. - 368
c. - Pexxum moctyna:http://www.biblioclub.ru/index.php?page=book&id=235728

JlonosHUTEILHAS JIUTEpPAaTypa

1. JlazapeB, K. Ilpodeccuss — MNOMOIIHUK PYKOBOIUTENS: MHPUEMbI
«BeIciiero muwiotaxa» / K. Jlazapes ; moa pea. H. Hapuuccora. - M. : AnbnuHa
[TaGmuep, 2016. - 144 C. - Pexum JOCTyma:
http://www.biblioclub.ru/index.php?page=book&id=279825

2. Jlykam, FO.A. BeiTh cexperapem pykoBoauTens (GuUpMbl : ydeOHOE

nocobue / FO.A. Jlykam. - M. : ®nunra, 2017. - 98 c. — Pexxum pgocryna:
http://www.biblioclub.ru/index.php?page=book&id=114956

3. Xwmenpauiikasi, O.E. Cekperapp — JHUIO KOMIIAHUU (MMUIK
CeKpeTaps, JeJIOBOH ATHUKET W TpoTokoi) : mocodoue / O.E. XmenpHuIKas. -
HoBocubupck : Cubupckoe yHUBEpCUTETCKOE u3aareiabcTBo, 2009. - 128 c. —
Pexxum moctyna: http://www.biblioclub.ru/index.php?page=book&id=57292.

ITepBouCTOYHUKU

1. Poccuiickas ®enepaums. 3akoHbl. O  MNEPCOHANBHBIX JAHHBIX OT
25.07.2006 Ne 152-®3 : [dbenepanbHblii 3akoH : mpuHAT ['oc. {ymoit 8 uromns 2006
r.] // CIIC «I"apant». XI'UK.

2. Poccuiickas ®enepauus. IIpaBurenscrBo. [losmoxenue o mnopsake
oOparieHusi co ciaykeOHON wHGOpMAaIMell OrpaHUYEHHOTO PACIPOCTPAHEHUS B

(DeﬂepaJ'IBHI)IX opraHax HUCIIOJIHUTEIbHOM BJIaCTH: IIOCTaHOBJICHUC
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[IpaButensctBa Poc. ®enepaumu ot 03.11.1994 Ne 1233 (B pen. ot
18.03.2016r. Ne 214) // CIIC «I"apant». XI'UK.

3. Poccuiickas ®epnepauust. 3akoHbl. O TOCYAapCTBEHHOW TailHE OT
21.07.1993 Ne 5485-1 : [u3meH. ot 08.03.2015] // CIIC «I"apant». XT'UK.
4, Poccuiickas ®enepanus. 3akoHbl. O KOMMEpUYECKOW TalHE OT

29.07.2004 Ne 98-@3 : [penepanbHblii 3akoH : npuHaT ['oc. Jlymoit 09 urons. 2004
r.] // CIIC «I"apant». XI'UK.

5. Poccuiickas deneparnus. 3akonsl. O0 apxuBHOM jeiie B Poccuiickoit
®enepanuu ot 22.10.2004 Ne 125-D3: [(penepanbHbiii 3aK0H : TpuHAT ['oc. Jlymoi
1 okt. 2004 r., u3men. ot 04.12.2006] // CIIC «["apant». XT'UK.

6. Poccwutickas deneparusi. 3aKOHBI. 06 uHbopMarmy,
WHOOPMAITMOHHBIX TEXHOJOTUAX W O 3ammuTe uHbopmaruu ot 25.07.2006 Ne
149-@3 : [benepanbublii 3akoH : ipuHAT ['oc. lymoii 14 utons. 2006 r., u3MeH. OT
06.04.2011] // CIIC «I"apant». XI'HK.

8. IlpaBuna opraHuW3anuMM XpaHEHHS, KOMIUIEKTOBAHMS, Yy4déra WM
UCIIOJIb30BaHUsl JIOKYMEHTOB ApxuBHoro ¢onaa Poccuiickoii ®enepauuu u
JPYTUX apXUBHBIX JTOKYMEHTOB B OpraHax TrOCYJapCTBEHHOM BIJIACTH, OpraHax

MECTHOTO CaMOYTpaBJICHUs M OpraHuzainusx (yTB. NpuKa3oM MUHHCTEpCTBA
KyJIbTypsl PO Ne 526 ot 31.03.2015).

6.2. Pecypchbl MH(pOPMALIMOHHO-TEJIEKOMMYHUKAIIMOHHOM ceTn «AHTEpHET)

B coorBercTBUM ¢  JUIEH3MOHHBIMA HOpPMaTHBaMU  OOECTICUCHHUS
OuOMMOTEeUHO-MH(GOPMAIIMOHHBIMU ~ pecypcaMu  OHOIMOTeKa  OpraHu3yeT
WHIUBUyJIbHBI HEOTPaHUYEHHBIN JOCTYI U3 000U TOYKH, B KOTOPOH UMEETCS
nocTyn K cetu MHTepHeT, K yuyeOHbIM MaTepuaiaM DJIEKTPOHHO-OMOINOTEUHBIX
cuctem (OBC):

1. ObC «YuuBepcurerckas OubamoTexka onmnaitn». M3zmarensctBo: OO0
«HekcMenuay. [lpuHamnexHOCTh cTopoHHssS. WWW.biblioclub.ru. KomudectBo
karouerd  (mose3oBateneit): 100% on-line. Xapakrepuctuku OUOIHMOTEYHOTO
doHma, JOCTYyn K KOTOPOMY MpPEAOCTaBISIETCS JOTOBOPOM: JOCTYyH K 0a30BOi
yactu ObC.

2. ObBC «UznarenscTBO Ilnmanera My3bIKu». DJIEKTPOHHO-OMOIMOTEUHAS
cucreMma OOO «M3narenbctBo IIJTAHETA MY3bBIKN». IlpuHaaiexxHOCTh
cropoHHsis. WWw.e.lanbook.com. KomuuectBo kimroueit (mosb3oBareneit): 100%
on-line. Xapakrtepuctuku OuOmMOTEeYHOro (OHAA, JOCTYl K KOTOPOMY
MPEIOCTABIISETCSA IOTOBOPOM: JOCTYN K KOJUIeKIMsIM: «My3bika u Teatp», «baer.
Tanen. Xopeorpadus».

3. B/l Onexrponnas Cucrema «KynpTypa». baza JlaHHbIX DneKTpoHHas
Cucrema «KyabTypay. [IpuHamiexxHocTh cTopoHHss. http://www.e-mcfr.ru.

4. Web MPBUC XabapoBCKHil TOCyIapCTBEHHBIM WHCTHTYT HUCKYCCTB H
KYJIBTYpbI (3J€KTPOHHBIN KaTtajor). MexayHapoHasi acColMalMsl MOoJIb30BaTenei
U pa3pabOTYMKOB JJICKTPOHHBIX OMOJMOTEK MW HOBBIX HWH(POPMAIIMOHHBIX

TEXHOJIOTUH (accommanus OBHUT). [IpuHAAIEHKHOCTD CTOPOHHSIS.
http://irbis.hgiik.ru.
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5. eLIBRARY.ru — Hayunas snextponHas 6ubnmoreka. OOO Hayunas
DJIGKTpOHHAsT OumOymoteka. [IpuHamIeKHOCTH cTOpoHHssA. http://elibrary.ru/
JIuuensuonnoe cornamenue Ne 13863 ot 03.10.2013 r. — 6GeccpouHo.

6. DnekTpoHHo-O0ubIMoreunas cucrema ®I'bOY BO «XTUK». ®I'6OY BO
«XTUK». [TpuHamIeKHOCTH cOoOCTBEHHAA. JloxanbHBIN JIOCTYII.
http://carta.hqiik.ru. ITpukas no Muacturyty Ne 213-06 ot 07.10.2013 r.

7. EnuHoe OKHO JocTyna K 00pa3oBaTEelbHBIM pecypcaMm. DIEKTpOHHas
oubnuorexka. ®I'AY 'HUU UTT «Uudopmuka», MunuctepctBo oOpa3oBaHus U
HAYKH PO. [TpuHamIeXKHOCTH CTOPOHHSIS. CB0OOTHBIH JTOCTYII.
http://window.edu.ru

8. Emunas xomnexkmus Ludposeix OOpazoBatenbHbix PecypcoB. OI'AY
'HUN UTT «udopmuka». [IpunaanexHocTs cTopoHHssA. CBOOOAHBIN TOCTYII.
http://school-collection.edu.ru

9. ®enepanbHblii LEHTP HH(POPMALMOHHO-00PA30BATENBHBIX PECYPCOB.
®denepanbHblii 1EHTp HUH(GOPMAIMOHHO- 00pa3oBaTelbHBIX pecypcoB, DPI'AY
I'HUU UTT «udopmuka». [lpunannexHoctb cTopoHHsAA. CBOOOAHBIA AOCTYIL.
http://fcior.edu.ru

JIJisi TOATOTOBKM HAay4yHBIX paboT oO0ydarommecss MOTYT HCIOJIb30BaTh
MOJIHOTEKCTOBYIO0 0a3y nanHbix Web of Science. Pexxum goctyna: 31€KTpOHHBIH,
U3 BHYTpeHHeH cetn nHcTUTyTa. OduimansHeii cait: webofknowledge.com.

IIpodeccnonanbHbie 0a3bl JaHHBIX, MHPOPMALMOHHbIC CIPAaBOYHbIE
cucremMbl M pecypcbl UHTepHeT ¢BOOOIHOIO JOCTYNA

10. http://base.garant.ru - cnpaBouHas npaBoBasi cuctema «I"apanT».

11. https://lwww.gdm.ru/info/ - cBoOoOmHO pacnpoCTpaHSIEMbIi HHTEPHET
pecypc, MPEJICTABIISIOIINN MaTepuabl «'nibaunm Ynpansromux
JloxkymeHnTanuen» - npo(ecCHOHaIbHOTO OOBEIUHEHUSI CIHELUUATUCTOB CIIYXKO
JOKyMEHTallMOHHOro  obecneuenust ynpasienus ([AOY) npennpusituii  u
yupexaeHuit Poccun.

12. http://www.top-personal.ru/ - cBoOOIHO pacmpOCTpaHSIEMbIii HHTEPHET
pecypc, MPEeACTAaBISIONIMNA JIOCTYN K >KypHaIaMm «YTPaBJICHHE TEPCOHATIOM,
«TpynoBoe mpaBo», «AJIMHHHCTPATUBHOE TMIpaBo», «Jlemomponu3BOICTBOY,
«CekpeTapcKoe Aeo».

13. http://www.rusarchives.ru/ - mopran «ApxuBbl Poccum» ComaepKUT
CBOOOJHO  pacmpocTpaHsemble npodeccuoHaabHble  0a3bl  JAaHHBIX IS
CIEIUAIMCTOB B 00JIACTH apXUBHOTO JIeTa.

14. http://delo-up.ru - cBoOOAHO pacmpocTpaHseMas HHGOPMAIMOHHAS
cupaBouyHas 0a3a, MpEeACTaBIAIOMAs JOCTYNl K oOpa3uaM pa3iudHbIX BHUIOB
JOKyMEHTOB M QJITOPUTMY JOKYMCHTHPOBAHUS Pa3IMYHBIX YIPABICHUESCKHX
OTIepaLvN.

15. www.docdelo.ru - cBoGomHO pacrpocTpaHsemas HHGOPMAIHOHHAS
cupaBouyHas 0a3a, MpEeACTaBiIAIOMAs JOCTYNl K oOpa3uaM pa3iudHbIX BHUIOB
JIOKyMEHTOB M QJITOPUTMY JOKYMCHTHPOBAHUS Pa3IMYHBIX YIPABICHUCSCKHX
OTeparvu.
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6.3. UndopmanuoHHbIe TEXHOJOTHH, IPOTPAMMHOE o0ecrieyeHue U
HH(OPMALMOHHBIE CIIPABOYHbIE CHCTEMBI

[IporpamMmMHoO-uHQOpMAIIMOHHOE ~ o0ecmedyeHne  y4eOHOTro  mpoiiecca
COOTBETCTBYET TpeOOBAHUIM benepanbHOTO rocyJapCTBEHHOTO
o0pa30BaTeIbLHOTO CTaHAapTa.

Jiist mpoBeieHus 3aHATUHN JIEKIIMOHHOTO TUIIA, 3aHATUIM CEMUHAPCKOTO THIIA,
3aHITHI MPAaKTUYECKOTO THUIA, TPYNIOBBIX KOHCYJIbTALUMA, TEKYIIEro KOHTPOJS U
MPOMEKYTOUHOM  aTTecTalldd  MCHOJIb3YeTCs  CJEAyIollee  MpOorpaMMHOE
obecrieyeHue:

— JINIIEH3UOHHOE MPONPUETAPHOE MPOTPaMMHOE 00ecIIeueHuE:

1. Microsoft Windows

2. Microsoft Office (B cocraB makera Bxomat: Word, Excel, PowerPoint,
FrontPage, Access)

3. Adobe Creative Suite 6 Master Collection (B cocTaB makera BXOIST:
Photoshop CS6 Extended, Illustrator CS6, InDesign CS6, Acrobat X Pro,
Dreamweaver CS6, Flash Professional CS6, Flash Builder 4.6 Premium
Edition, Dreamweaver CS6, Fireworks CS6, Adobe Premiere Pro CS6,
After Effects CS6, Adobe Audition CS6, SpeedGrade CS6, Prelude CS6,
Encore CS6, Bridge CS6, Media Encoder CS6);

— CBOOOJIHO pacipoCTpaHsieMOe POorpaMMHOE 00ecrieYeHuE:

1. Habop oducHbIx mporpamm Libre Office

2. ayauornpourpsiBatenb AIMP

3. BuaeonpowurpeiBaTens Windows Media Classic

4. waTepHeT-Opay3ep Chrome.

JIJIsl caMOCTOSTENPHON MTOATOTOBKY CTYJICHTOB K 3aHITHSAM TIO JUCITUTUIMHE
TpeOyeTcst oOpaieHue K mnporpamMmHoMy obecrieueruro Microsoft Windows,
Microsoft Office, B Tom ymcie 1Is TOATOTOBKH MYJIBTHMEIUMHBIX MPE3CHTAIIMN
0 TeMaM CeMHHAapoB B mporpamme PowerPoint. JIyis co3gaHusi KOHEYHBIX HE
peIaKTUPYEMBIX BepCHll JOKYMEHTa peKOMEHIyeTcsl Mcmoyib3oBaTh Acrobat X Pro,
BXxosuii B cocraB makera Adobe Creative Suite 6 Master Collection.

[Ipy w3ydeHMM JUCHUIUIMHBI OOyYarolIMecss HMMEIOT BO3MOXHOCTb
UCITOJIb30BaHUsI MH(GOPMAIIMOHHO-CIIpaBouHbIX cucteM «Kynbrypa» u «['apanmy,
Bcepoccniickyro OTpPacCJIEBYIO CIIPaBOYHYIO CUCTEMY «Hudopmuoy,
pedepaTUBHBIX U OUOIMOMETPUYECKUX 0a3 MAHHBIX PElEH3UPYEMOU JIUTEepaTyphl
Web of Science u SCOpus, B COOTBETCTBUH C 3aKIIOYCHHBIMH JOTOBOPAMH.

Ha Bcex koMmmproTepax B HMHCTHTYTE YCTAHOBJICHO JIMIICH3MOHHOE
aHTUBUPYCHOE TporpaMMmHOe oOecnieuenue Kaspesky Endpoint — Security.
Heo6xonumpiM yciaoBueM UHGOPMAIMOHHON 0€30MaCHOCTH WHCTUTYTA SIBJISIETCS
oOs13aTeNbHAs TIPOBEpKa Ha HAJWYME BHPYCOB BHENTHUX HOCHTENCH Iepes uX
ucnojp30BanueM ¢ nmomoiisio Kaspesky Endpoint Security.

[lepeunciieHHOE MporpaMMHOe o0OecrieyeHue OOHOBIISETCS IO MEpE BBIXO/A
HOBBIX BEPCUH IPOrpaMM B PaMKax COOTBETCTBYIOLIMX JTULIEH3UN U COTJIALLICHUN.
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6.4. MarepuajJbHO-TeXHUYeCKas 0a3a

MarepuanbHO-TEXHUYECKOE  OOECIEYEHUE PEean3yeMOd  JIUCLUUILIMHBI
COOTBETCTBYET TpeOOBAHUIM (denepabHOTO rOCyJapCTBEHHOT'O
o0pa30oBaTeabLHOTO CTaHAapTa.

Jsist mpoBeieHus 3aHATUH JEKIIMOHHOTO THIIA, 3aHATUNA CEMUHAPCKOIO THIIA,
IPYNIOBBIX W HMHJIMBHUAYAJIbHBIX KOHCYJIbTAIM, TEKYIIEro0 KOHTPOJsS U
MPOMEKYTOUHOM arTecTallud B Yy4eOHOM TMPOIECCe AaKTUBHO HCIHOJIb3YIOTCS
CJIEIyIOIIME CIeUaIbHbIE TOMEIICHUS:

- y4eOHbIE ayJAUTOPUH, OCHAUIECHHBIC CIEIHAIM3UPOBAHHON MeOeblo,
JIEMOHCTPALIMOHHBIM ~ 000py/JOBaHUEM (MYJIbTUMEIUMHBIA MpPEe3eHTAIMOHHBIN
KOMILJIEKC B COCTaB€ IPOEKTOPA, 3KpaHA, AKTUBHOM aKyCTHYECKOW CHCTEMBI,
MIEPCOHAILHOTO KOMIBIOTEpa) W y4eOHO-HATJISIHBIMU TMocoOusMu (B T.4. B
anexkTpoHHoM Bujae) (aya. 303 (kommbroTepHbld Kiacc), 309 (mabGoparopus
MH()OPMAITMOHHBIX TEXHOJIOTHUH).

JUist caMoCTOSATENBHOM PAdO0ThI CTYEHTOB NPEIHA3HAUYCHBDI:

- ayn. 209 (uuranbHBIM  3a7), OOOPYJOBaHHbIE MEPCOHATBHBIMU
KOMIIBIOTEpaMH, OOECIIEUMBAIOLUIMMH JIOCTYIl K 3JEKTPOHHOM HMH(OpPMAaIMOHHO-
oOpa3oBaTenpHOM cpefe opraHusauuu, K cetu «/HTepHeT», K 3JIeKTPOHHBIM
OMOTMOTEUYHBIM CUCTEMAM.

[Tomemienne ans  XpaHeHUS U NPOPUIAKTUUECKOTO  0OCITYKUBAHUS
yueOHoro obopynoBanus (aya. 03, 122).

[Ipy HEoOXOAMMOCTHM B YYEOHOM IMPOLIECCE MCIONIB3YIOTCS KOMIUIEKTHI
NEPEHOCHBIX IEMOHCTPALIMOHHBIX KOMIUIEKCOB (HOYTOYK, IPOEKTOp, SKPaH).

Bce kommnbroTepsl MHCTHTYTa 00BEIMHEHBI B JOKAJIBHYIO CETh, C KaXJA0r0
U3 HUX BO3MOXKEH BBIXOJl B II0OanbHyi0 ceTh MHTepHEeT. MHCTUTYT HMCIONb3yeT
BBIJICJICHHBI KaHal cO cKopocThto 10 MO/c. [lyist CTyIEeHTOB UMeEeTCs
BO3MOXXKHOCTh BBIXOJIa B CeTh MHTEpHET ¢ MOOMIBHBIX YCTPOHCTB MOCPEICTBOM
cetu WiFi, koTopas yctaHoBlIeHa B UMTaIbHOM 3ajie UHCTUTYTA.

[IpoBeaenue €KUM MO AUCLMIUIMHE COMPOBOXKIAETCS HCIOJIb30BAHUEM B
KauecTBe y4eOHO-HATJIAIHBIX MaTePUAJIOB CIalI-TIPEe3ECHTAIUSIMHU.

7. BOCIIMTATEJIbBHAS PABOTA

Bocnutanne ~— oOyvarommxcsi  HpU  OCBOGHMHM  UMH  OCHOBHBIX
npodeccHoHaNbHbIX ~ 0Opa3oBaTenbHbIX  mporpamMm  (mamee —  OIIOII)
OCYIIECTBIISIETCS HA OCHOBE paboyeil mporpaMMbl BOCIIUTAHUS W KaJICHIAPHOTO
IJ1aHa BOCIIUTATENbHOM paboThl, BKitouaeMmbix B OITOIL.

[lenp BocmuTaTeNbHOM pabOTHI — CO3JaHUE YCIOBUM JJIsI aKTUBHOMU
KUBHEJEATECIPHOCTU  OOyYalolmMXcsl, WX TPaxAaHCKOrO CaMOOIpeaeeHus,
po¢heCCUOHAIBHOTO CTAHOBJICHUS u VHIUBUY AJIbHO-JIMYHOCTHOM

caMopealiu3allid B CO3MIATCIIbHOM  JIEATEIBHOCTH JUIA  yJIOBJICTBOPCHHS
NOTPEOHOCTEH B HPAaBCTBEHHOM, KYJIBTYPHOM, HHTEIUICKTyaIbHOM, COLIMAILHOM H
poheCCHOHAIBHOM Pa3BUTHH.

3amauyd  BOCIUTATEIBHOM  pabOTBI:  pa3BUTHE  MHPOBO33PCHHUS U

aKTyajn3anust CHUCTCMBI 0a30BBIX HCHHOCTeﬁ JINYHOCTH, HpI/IO6HleHI/Ie K
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OOIIEYeIOBEYECKUM HOPMaM MOpPaJi, HAITMOHAIBHBIM YCTOSIM M aKaJeMUYECKUM
TPaauIMSAM; BOCHUTAHUE YBAXXEHUS K 3aKOHY, HOpMaMm KOJIJIEKTUBHOW >KHU3HH,
pa3BUTHE TPAXKIAHCKOM M  COLMAIBHOM  OTBETCTBEHHOCTH; BOCIUTAHHE
MOJIOKUTEIBHOTO OTHOIIEHUS K TPYyny, (HOpMHUpOBAaHHE KYJIbTYPhl W O3THUKH
npodeccuoHanbHOrO0  00IIeHUs;  (GOPMHUpPOBAHME  JUYHOCTHBIX  KAyecTs,
HE0OX0MUMBIX TS A3 PeKTUBHON MpodhecCHOHATBHON JAESITEIbHOCTH; BOCIIUTAaHUE
BHYTPEHHEH MOTPEOHOCTH JIMYHOCTH B 3JOPOBOM 00Opa3e *KU3HU, OTBETCTBEHHOIO
OTHOUIEHUS K TPUPOJAHOM M COLUOKYJIBTYPHOH Cpene; MOBBIIIEHUE YPOBHS
KYJIbTYpbI 0€3011aCHOTO MOBEICHUS.

Ocobennoctn u Tpaguuuu HMHCTUTYyTa O0O0YCIOBIMBAIOT —CJEAYIOIINE

OCHOBHBIE  HAIlPaBJIECHUS  BOCIHUTATEIBHOM  pabOTBL:  MAaTPUOTHUYECKOE,
rpakIaHCKOE,  JYXOBHO-HPABCTBEHHOE,  KYJBTYPHO-TBOPYECKOE,  HAY4YHO-
o0Opa3oBaTenpHOE, pohecCuoHaTbHO-TPYI0BOE, BOJIOHTEPCKOE

(moOGpoBoJibueCKOE),  dKOJIOorMYeckoe, (usznueckoe. Buasl  nesITEIBHOCTH
oOydJaronxcss B BOCIUTATEIbHOM cHUCTEME OOpa30BATEIbHON OpraHU3ALMH:
IIPOEKTHAs JIEATEIBbHOCTh (KaK KOJJIEKTMBHOE TBOPUYECKOE JEJ0), BOJOHTEPCKas
JeSATEIbHOCTh,  y4eOHO-HCCIIeIOBAaTENbCKAas W HAyYHO-HCCIIEOBATEIbCKAs
JESATENBbHOCTD, JOCYTOBasi, TBOPUECKAsl U COUUAIBHO-KYJIbTYpHAs AEATEIbHOCTh U
Ap.

BocnurarenpHblii TOTEHIMAT Y4eOHO-MCCIEAOBATEILCKOM UM HAy4YHO-
HCCIIEIOBATEIIbCKOU  JIESITEJIbBHOCTH — PEaju3yeTcs B IIPOLECCE  pa3BUTHUS
MCCJIEI0BATENECKOM KOMIIETEHTHOCTH O0y4YaroIINXCa Ha IPOTSYKEHUU BCETO CPOKa
ux oOyuyenuss B  MuctutyTte.  Pe3ynpTaThl  CTYJIEHYECKOM  Hay4HO-
HCCIIEIOBATENbCKON JEATEIbBHOCTH MPOXOAAT anpoOalyio B paMKax Hay4HbIX U
HAayYHO-TIPAKTUYECKUX KOH(MEPEHIMI pa3IuyHOTO ypOBHS, B T.4. KOH(EpEHIUH,
OpraHu30BaHHbIX HCTUTYTOM.

ColMaibHO-KYJIbTYpHasi W TBOpYECKas JIESITEIBHOCTh OOYUYarOIIUXCs
peanuszyercsi TpU OpraHv3allMi W TPOBEJCHUM 3HAUYUMBIX COOBITUH U
MEpOTPUSATUM IrpaXJaHCKO-TIATPUOTHUYECKOM, Hay4YHO-HMCCIIEN0BATENBCKOM,
COIIMOKYJBTYPHOH U  (UBKYJIBTYPHO-CIIOPTUBHON  HANpPABICHHOCTU. Bub
TBOPYECKOW  NEATENbHOCTH oOydarommxcs B MHCTUTyTE:  My3BIKaJIbHOE
TBOPYECTBO, Xopeorpaduueckoe TBOPUECTBO, TeaTpadbHOE TBOPYECTBO, HAYYHOE
TBOPUYECTBO, MEIUANPOEKTHI U JIP.

Bononrtepckas aesTenbHOCTh O0YYAIOIIMXCS — IIUPOKUHN KPYT HAIIPABJICHUMA
CO3UJATEIIPHON JCSTEIBHOCTH, BKIIOYAIOIINN pa3inyHble POPMBI TPakIaHCKOTO
yuyactus. [lo wuHHMIIMaTHBE OOYyYalOMIMXCS W TPU HX AaKTUBHOM YYacTUH B
HNHCcTUTYyTE OCYIIECTBIISIET CBOIO I€ATEIbHOCTh JOOPOBOJIBYECKUN OTPAT «MbD».

Peanuzanuio PaGoueil mporpamMMmbl BOCHUTAHHUS MOMOTaeT 00eCleurBaTh
B3aUMOJICHCTBUE C Pa3JIMYHBIMU COIMAJIBHBIMU HMHCTUTyTaMU, CyOBbEeKTaMu
BocnuTanusa. (Ocoboe 3HaueHHWe I BOCHUTATEIBHOTO Mpolecca HMEET
OpraHu3alys MPAKTUYECKON AEATENTbHOCTH OOyYalolUXCs C IEJIbI0 Pa3BUTHS
npodeCCUOHANIBHBIX KOMIETEHIMH B yclnoBUsX WMHcTUTyTa UM mporuibHBIX
YUPEKICHUN U OpTaHU3ALUN.
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8. OCOBEHHOCTHU OBYYEHHUS UHBAJIMJO0B U JIML C
OI'PAHUMYEHHBIMHA BO3MOKHOCTAMMU 310POBbSA

B npouecce uzydeHus: JUCUUIUIMHBI U OCYLIECTBIEHUS MPOLEAYP TEKYILEro
KOHTPOJISL YCIIEBAEMOCTH M IPOMEXKYTOYHOM AaTTECTAlMM WHBAJIUAOB U JIUI[ C
OTPaHUYECHHBIMHA BO3MOXHOCTSIMM  3/10POBbSl NPUMEHSIFOTCS  aJallTUPOBAHHBIC
GopMbl  O0y4yeHHMsI C YYETOM MHJIMBUIYAIBHBIX ICUXO(PU3NOJIOTHUUYECKUX
0COOEHHOCTEH.

OOyyeHue JMLl C OrPAaHUYCHHBIMH BO3MOXHOCTSMHU M  HWHBAJIHUJOB
OpPraHM3yeTcsi KaK COBMECTHO C APYTMMHU OOYYalOUIMMMCS Ha JICKIHUOHHBIX U
NPAKTHUECKUX 3aHATHUSX, TAK U M0 MHIWBUIYaJbHOMY yueOHOMY MiaHy. Bo Bpems
IPUEMHOMN KaMIIaHUH, a TAKKe BO BPEMS CIaull Pa3IUYHbIX (POPM MPOMEKYTOUHOMN
U TOCYJAapCTBEHHOW UTOrOBOM arrectanuu B MHCTUTYTE CO3/1aHbl HEOOXOIUMBbIC
YCIOBHSl Il OKa3aHHWs TEXHWYECKOM TIOMOIIM MHBaIUAaM M JIMIAM C
OTpaHUYECHHBIMA BO3MOKHOCTSMH 3JI0pOBbsSl (TP HEOOXOIMMOCTH MOKET OBITh
JOMYILIEHO MPUCYTCTBUE B ayJAUTOPUU ACCHUCTEHTOB, COINPOBOXKJIAIOIIUX JIUI,
COOaKHU-TIOBOJIBIPS U T.I1.).

OOyuyaromuecs W3 4MCIa UHBAIMJIOB UM JIMIL C OrPAaHUYECHHBIMU
BO3MOXXHOCTSIMU  3/10POBbs, IPHU HEOOXOIUMOCTH, MOIYT OBITb 00€CIeUYeHbl
AJIGKTPOHHBIMU M TE€YaTHBIMU OOpa30BaTEIbHBIMU PECypcaMu C YUYETOM HX
UHAMBUIYAIbHBIX MOTpeOHOCTEN. g peanus3alu JOCTYIHOM Cpelsl IpHU
HEOOXOJMMOCTH B yYE€OHOM MpOLECCE MOTYT OBbITh 3aJ€HCTBOBAHBI JIOKYMEHT-
KaMmepa JUIsl YBEJIUYEHHUs TEKCTOBBIX (PParMEHTOB M HM300pakeHUU (s JUL C
HapyLIEHUSIMU  3pPEHHs) M TMEPEeHOCHas HHAYKUWOHHAs  CUCTeMa Ul
cnabocnpimammx «Mctok» A2 cO BCTPOCHHBIM IIJIEEPOM — 3BYKOBBIM
UH(OPMATOPOM.

OBC  «YHuBepcuterckas  OMOMMOTEKa  OHJIAWH»  MPEJOCTABISIET
oOyuatommumcst ¢ OB3 (mo 3peHuro) psjg BO3MOXKHOCTEH it oOecreueHus
s dexTrBHOCTH mporiecca oOyuenus. [Ipu ureHum macmTad cTpaHUIBl caiiTa
MO>XHO YBEJIIMYUTh C IOMOIIBI CIIEHHAIBHOIO 3HA4Ka HA TJABHOM CTpaHULE.
MOXHO HCHOJB30BaTh IOJHOIKPAHHBIM PpPEXUM OTOOpaKEHHMsI KHUTH WU
BKJIFOUWTH O3BYYMBAHHME HEIOCPEICTBEHHO C CailTa IpU IOMOIIM IPOrpamMmm
sKpaHHOTO Joctyna (Hampumep, Jaws , «Balabolka»). CkaunBaembie (hparMeHTHI B
dbopmare pdf, wumerommMe BBHICOKOE KayeCTBO, MOTYT  HMCIOJIH30BaThCS
TU(IONPOrpaMMaMU  JUIsl TOJIOCOBOTO O3BYYMBAHUS TEKCTOB, MOTYT OBITh
3arpy>keHbl B TU(JIOMIEEphl, a TaKKe CKOMMPOBAHBI Ha JHO00E YCTPOMCTBO IS
KOM(OPTHOTO UTEHUS.

CepBuc ObC «lluTaTHUK» IMOMOTraeT IOJb30BATEN0 W3BJIEYb IUTATy H
aBTOMATHYECKH (POPMUPYET KOPPEKTHYIO OHOIMOrpadMyecKyro CChUIKY, YTO
OCOOEHHO aKTYaJlbHO JJIsl JIMI] C OIPAaHUYEHHBIMH BO3MOXXHOCTSMM U 0OJierdyaer
MPOLIECC HAMKMCAHUSI KypCOBOM WIIM BBIITYCKHOM KBAIM(PUKALMOHHON paOOTHI.

Jlist moAroToBKM K 3aHATHSAM oOyuaromuecs ¢ OB3 (1o 3peHuto) Moryr
UCIONB30BaTh MoOunbHOe mnpuioxenne ObC «Jlawp», mpeaHazHadeHHoe i
O3BYYMBAHHUSl TEKCTAa KHUTM. PexuM pgocTyna: >3JE€KTPOHHBIM, NPHIIOKEHHUE

CKayMBaeTCsi 00Yy4aroIMMCsl CaMOCTOSITENIbHO ¢ caiita e.lanbook.ru, HeoOxonumoe
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ycioBue: ObITh 3apeructpupoBaHHbiM B OBC «Jlanpy. Mcnonb3yercs cBoOGOIHO
pacrpocTpaHsiemast mporpamma dkpaHaoro npocrymna Nvda.

[TongpoOHee 00 opraHuzanuu JIOCTYIMHON Cpeabl CM. COOTBETCTBYIOUIUMN
pazzies OCHOBHOM NpoQecCHOHaNbHON 00pa30BaTEIbHON IPOrPAMMBI.
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