MunucrepcrBo KyJabTypbl Poccuiickoil @enepanunu

OEJIEPAJIBHOE I'OCYJAPCTBEHHOE BIOJ’KETHOE OBPA30OBATEJIBHOE
YYPEKJAEHHUE BBICHIEI'O OBPA3OBAHMUAA

«XABAPOBCKHIi TOCYJAPCTBEHHBII MHCTUTYT KYJIBTYPbI»
(XTHK)

Kadeapa 0udiuoTeuHo-uHGOPMALMOHHOM 1€ATEIbHOCTH, JOKYMEHTOBEACHUSA U

YTBEPXJIAIO
AOKYMEHT MOAMUCAH 611001 .
SMEKTPOHHOM NOANMCbIO IIpopekTop 10 y4eOHOMH, Hay4HOM 1
MEKyHApOIHOM IESTEIBHOCTH
CepTudukat: 009B7454B2221E90651DC629B0582ABCB2
Bnapneneu: OE[IEPASTbHOE I'OCY,E[APCFBEI—!HOE BIOIXKETHOE O?PA3OBATEﬂbHOE YYPEXAEHVE E -B . CaB eJ'IOBa
BbICLLErO OBPA30OBAHUA "XABAPOBCKM FOCYAAPCTBEHHDBIN MHCTUTYT KY/IbTYPbI"
Deicteutenen: ¢ 02.04.2024 po 26.06.2025
! 22.05.2024 r.

OPT'AHU3BALINA CEKPETAPCKOI'O OBCJUIY:KUBAHUSA

PABOY A [TPOT PAMMA JTUCHUITJIMHBI

YpoBeHnnb 0akasiappuarta
(2024 ron Habopa,
ouHas (hopma 0O0yUdeHUs)

HanpasJienue noAroroBKu
46.03.02 JlokyMEHTOBEACHUE U apXUBOBEICHHE

Ipoduiab MoAroTOBKHU
JlokyMeHTalmoHHOe 00ecrieueHre yIpaBIeHUs

Pacnpeueﬂeﬂue YacoB JUCHHUIVIMHBI IO CeMeCTpaM

Cemectp
(<Kypc>.<Cemectp 2(1.2) |32.0)
Ha Kypce>) Hroro
Henens 21 14
Bun 3austuit vII | P | vo|Po| v PII
Jlexuuun 26 (26 (2828 (54 [54
[IpakTuueckue 12 (12 [20]20 (32 (32
CemuHapckue 6 6 8 |8 |14 (14
3aHATHSA
Texyumit koutpons |10 |10 10 |10
Hroro ayn. 44 |44 |56 |56 (100|100
KonraktHast pabota |54 |54 |56 |56 |110|110
Cam. pabota 50 |50 |7 |7 |57 |57
Yackl Ha KOHTPOJIb 4 4 9 19 |13 |13
Uroro 108 | 108 (72 (72 [ 180 | 180




[Iporpammy coctaBun(n):
cm. npen. Cybepnsax Hamanvs Bukmoposna

PaGouast mporpamma JUCIUILTAHBL
Opranuszanus ceKpeTapcKoro 00CJayKuBaHU s

paspaborana B coorBetcTBuu ¢ PI'OC BO:
denepanbHBIA TOCYJAPCTBEHHBIN 00pa3oBareIbHbIN CTaHAAPT BBICHIETO 00pa3oBaHUs - OakaiaBpwar IIo

Harpasienuto noarotoBku 46.03.02 JlokymeHTOBeneHHE M apXuBoBeleHHE (mpuka3 MuHoOpHayku Poccun
0T 29.10.2020 r. Ne 1343)

COCTaBJICHAa HAa OCHOBaHNH y‘IG6HOFO I1aHa

« JlokyMeHTOBe/eHUE W apXMBOBEJCHHUE», YTBEP)KICHHOIO YUYEHBIM COBETOM By3a, mpoTokosn Ne 11 or
24.04.2024 r.

Pabouas mporpamma omoOpeHa Ha 3aceqaHuM Kadeapbl OMOINOTEYHO-UH(OPMALMOHHOW JEATETBHOCTH,
JOKYMEHTOBEICHHSI U apXUBOBEICHHS

npotokon Ne 9 ot 15.05.2024 1.
3aB. kapenpoii Kauanosa Enena FOpreBHa



BusupoBanue PIIJI 1151 ucrioiHeHUSI B 0UepPeTHOM Y4eOHOM roay

Pabouas nporpamMma nepecMoTpeHa, 00CyxkIeHa U o100peHa 1
ucrionHeHNs B 2025-2026 yueGHOM roy Ha 3aceJaHu! Kadeaphl

GI/IGJII/IOTe‘lHO-HH(I)OpMalII/lOHHOﬁ AEATEJIbHOCTH, JOKYMEHTOBCACHUA U aPXUBOBECACHUA

[IpoTtokon ot 2025r. Ne
3ag. kapenpoit Kaganosa Enena FOpbeBHa

Buzuposanue PII/] 1y ncnosiHenusi B ouepeaHOM y4eOHOM oy

PaGoyas mporpamMma nepecMoTpeHa, 00CyxkaeHa 1 0100peHa s
ucnonHeHus B 2026-2027 yyeGHOM roy Ha 3aceaHuM Kadeapsl

O0MOIMOTeYHO-UH(POPMALIMOHHOIH 1eSITeIbHOCTH, TOKYMEHTOBE/IEHUS U aPXUBOBeIeHUSI

IIpoTtokon ot 2026r. Ne
3ag. kadenpoit Kauanosa Enena FOpbeBHa

BusupoBanue PIIJ] 1151 ucrioiHeHUSI B 0UepPeTHOM Y4eOHOM roay

Pabouas nporpamma nepecMoTpeHa, 00Cyxk/IeHa U o100peHa s
ucrionHeHus B 2027-2028 yueGHOM roy Ha 3aceJaHu! Ka(eaphl

GI/IGJII/IOTe‘lHO-HH(I)OpMalII/lOHHOﬁ AEATEJIbHOCTH, JOKYMEHTOBCACHUA U aPXUBOBECACHUA

[IpoTokon ot 2027r. Ne
3ag. kapenpoit Kaganosa Enena FOpbeBHa

Buzuposanue PII/] 1y ncnosiHenusi B ouepeHOM y4eOHOM roay

PaGoyas mporpamMma nepecMoTpeHa, 00CyxkaeHa 1 0100peHa s
ucnonnenus B 2028-2029 yyeGHOM rony Ha 3aceaHuM Kadeapsl

0M0IMOTeYHO-UH(POPMALIMOHHOIH 1esITeIbHOCTH, TOKYMEHTOBE/IEHUS U aPXUBOBeIeHUSI

IIpoTtokon ot 2028 r. Ne
3aB. xadenpoit Kauanosa Enena FOpreBHa




1. IEJIX OCBOEHUS JTNCHUITJIMHBI (MOAYJIS)
V3y4yeHne OCHOBHBIX TEXHOJOTMYECKUX IPOIIECCOB PabOTHI CEKpeTapsl.

2. MECTO JIJMCHMILIAHBI (MOJIYJISI) B CTPYKTYPE OBPA3OBATEJBHOM ITPOTPAMMBI

Lukn (pasaern) OIL: | F1.B

2.1 | TpeGoBaHus K NpeJBapuTeJbHOI NOATOTOBKE 00y4YaIOIIerocs:

2.1.1 | OcHOBBI TIPaBOBBIX 3HAHWH B 00JACTH JOKYMEHTOBEICHHS W apXWBOBEACHHUs (aIMHHHUCTPATHBHOE, HMH(OPMAIMOHHOE,
ApXUBHOE, TPOKIAHCKOE)

2.2 | AucuMnauHbI (MOAYJIH) U MPAKTUKH, /151 KOTOPbIX OCBOEHHE JAHHOI JTUCIHUIIUHBI (MOYJIs]) HEOOX0IMMO KaK
npeanecTByoliee:

221 Ka,Z[pOBOG ACTIOPOU3BOACTBO U apXUBBI JOKYMCHTOB I10 IMYHOMY COCTaBYy

2.2.2| YupasneHue epcoHaIoM

3. KOMIIETEHIIIM OBYYAIOIIETOCSI, ®OPMUAPYEMBIE B PE3YJIETATE OCBOEHUS JUCIUTLTAHBI
(MOJTYJIST)

IK-7: Cnoco6eH ocyliecTBIATh OPraHU3aIMOHHOE, TOKYMEHTAIMOHHOE U NH(POPMAIHOHHOE O0ecredeHne AesITeTbHOCTH
PYKOBOAMTEISI OPraHU3AMNH

3HaTh:

- crenu(uKy OCHOBHOH JAESATENLHOCTH OpPraHHM3allMM, YNPaBIEHYECKYIO CTPYKTYPy OpraHM3alld, PyKOBOJCTBO OpIaHH3alluH,
KpYT HX ITOJHOMOYHIT U OTpaHWYEHHUS 30H UX OTBETCTBEHHOCTH;
- (DyHKIIMH cCaMOMEHEPKMEHTA,
- IPaBUJIA BEJICHUS JICIOBOTO OOIIEHUS U JISIOBOTO 3THKET4;
- IIpaBHJIa COCTABJICHUS M O(DOPMIICHHUS YIIPABIEHYECKHX JOKYMEHTOB;
- ONTHMAIBbHBEIE CIIOCOOBI MH(MOPMHUPOBAHUS IMApTHEPOB, KIMCHTOB, IOCETHTENCH, PYKOBOJCTBO M COTPYAHHKOB O IUIAHUPYEMBIX
MEpOIpPUATHUSIX;
- ycioBus, odecrieunBaroine 3pGpeKTHBHYIO pabOTy PyKOBOIUTEIIS;
- TIpaBHJIa 3AIUTHI KOHQUICHIMATEHOM U CItykeOHO nHpopManny;
- TOPAIOK OpPTaHM3AMH MH(OPMAINOHHOE B3aNMOJICHCTBHE PYKOBOIWTENS C PabOTHUKAMH, CTPYKTYPHBIMH ITOIPA3ICIICHUAMH U
JPYTHMH OpPTaHU3AIIIMUY,
- IpaBHJIa HOATOTOBKH MH(POPMAMOHHO-aHATUTHIECKUX MAaTepHaIIOB;
- TpeOOBaHUS OXPAHBI TPYIa.
Ymers:

- IUTAHUPOBaTh paboyee BpeMsi pyKOBOAUTEIIS;
- IUTAHUPOBaTh paboyee BpeMsi CEKpeTapsl;
- OpraHU30BbIBATh TeJIE(POHHBIE TEPETOBOPHI;
- OpraHU30BbIBATh PAOOTY C TIOCETUTENISIMHU B IPUEMHON PYKOBOTUTEIIS;
- MOJITOTABIINBATH, TPOBOIUTH U 0OCTYKHBaTh KOH()EPEHTHBIE MEPOTIPHUSITHS;
- OpraHU30BbIBATH U MOAAEPKUBATH (YHKLIHMOHATILHOE pabouee MPOCTPAaHCTBO B MPUEMHOM U KaOMHETE PYKOBOAUTEIS;
- OpraHU30BbIBATh HHPOPMAIIMOHHOE B3aMMOJICHCTBUE PYKOBOIUTESI C TIOAPA3ICIICHISIMUA U TODKHOCTHBIMH JIMIIAMU;
- OpraHU30BLIBATh MHPOPMAIIMOHHOE B3aMOJICHCTBUE PYKOBOUTENSI C OPTraHU3alUsMH;
- aHATM3UPOBATh HH(POPMAIHIO U TIOATOTABIMBATH HHPOPMAIIMOHHO-aHATUTUIECKHAE MaTePHAIBI.
Baanetsn:

- HAaBBIKOM OPraHH3allMOHHOTO, JOKYMEHTALMOHHOTO U HH(POPMAI[OHHOT'O 00ECIIeYeH S ACATSIbHOCTH OpraHH3alluH;
- HaBBIKOM OPTaHU3allMOHHOTO, IOKYMCHTAIHOHHOTO W WH()OPMAIMOHHOTO OOCCHCYCHUS MIEATCIBHOCTH PYKOBOIHMTEILL
OpTaHU3AaIH.

B pe3ysibTaTe 0cCBOEHUS THCIHMILIAHBI (MOYJIsI) 00YHUAIONIUCS TOJIKEH
3.1 3HaTh:

- coemu(puKy OCHOBHOM JESATENPHOCTH OpPraHM3allMH, YHPABICHUECKYI0 CTPYKTYpy OpTraHM3alliH, pPYKOBOACTBO
OpraHM3aLMH, KPYT X IOJHOMOYUI U OTPaHUYCHUS 30H UX OTBETCTBEHHOCTH;

- (DYHKIMH CaMOMEHEPKMEHTa;
- IpaBUJIa BEICHUS JIEIOBOTO OOILIEHUS U JIEIOBOTO 3THKET4;
- IPaBUJIA COCTABICHUS U O(OPMIICHHS YIPABIEHIECKUX JJOKYMEHTOB;

- ONTUMAIBHBIE CIOCOOBI WH(OPMHPOBAHUS MAapTHEPOB, KIMEHTOB, IOCETUTENEH, pPYKOBOACTBO U COTPYJHHUKOB O
IUIAHUPYEMBIX MEPOIPUATHUSAX;

- ycnoBus, obecneunBaone 3pGeKTUBHYI0 paboTy pyKOBOIUTEIIS
- IPaBUJIA 3AIIUTHI KOH(UASHIINATBHON U CITyx)eOHOH HHpopManuy;

- TOpSIOK OpraHM3allid  HWH(QOPMAIMOHHOE B3aMMOJCHCTBHE PYKOBOAMTENS C pPAaOOTHHKAMH, CTPYKTYpPHBIMH
NOJPA3ACICHUSAMY U APYTMMHU OPTraHU3alUsAMUY;

- MpaBUJIa HOJATOTOBKH MH(POPMALIIOHHO-aHATUTHYECKUX MaTepHUaioB;
- TpeOOBaHUS OXPaHBI TPYAA.



3.2 VYmern:
- IUTAHUPOBATh paboyee BpeMsi pyKOBOAUTEIIS;
- IUTAHUPOBATh pabodee BpeMsi CEKpeTapsl;
- OpTaHU30BBIBATH TEICPOHHBIE IEPETOBOPHI;

- OpraHu30BbIBATb pa60Ty C IIOCCTUTCIIAMU B HpHeMHOﬁ PYKOBOAUTECIIA;

- IOATOTaBJIMBAaTh, IPOBOJAUTH U 06CJ'Iy>KI/IBaTL KOH(I)CpeHTHLIe MCPOIIPUATHA,

- OPTaHU30BBIBATh U MOICPKHUBATh PYHKIHOHATEHOE paboyee IPOCTPAHCTBO B IPHEMHOI U KaOMHETE PYKOBOIHUTEILS,

- OpraHu30BbIBaTb I/IH(I)OpMaLII/IOHHOC B3aUMO/ICHCTBUE PYKOBOAUTEIA C NOAPA3ZACTICHUAMU U JOJDKHOCTHBIMU JIMLIAMMU

- OpPraHNU30BBIBATh MH()OPMALMOHHOE B3aUMOJICHCTBHE PYKOBOANTEIS C OPraHU3aLUsIMHY;

- QaHATM3UPOBATh UH(GOPMALIUIO U MOr0TaBIUBATh HHPOPMAIIMOHHO-aHATUTUYECKHE MAaTePUAIBL.

3.3 NMeTh HABBIKH U (MJIM) OMBIT AeSITEJILHOCTH:

- OPTraHU3aAlMOHHOI0, JOKYMCHTAIITUOHHOTO 1 I/IH(i)OpMaHI/IOHHOI‘O obecneueHus JACATCIBHOCTU OpraHnU3aIlnu,

- OpPraHW3al[IOHHOTO, JOKyMEHTAIMOHHOTO ¥ WH(OPMAIIOHHOTO OOecledeHus AEATeTbHOCTH  PYKOBOIUTEIS
OpraHH3alHH.
4. CTPYKTYPA U COAEP)KAHUE JUCHUIIJIMHBI (MOAYJIS)
HaumeHoBaHMe pa3/iesioB M TeM /BUJ 3aHATHUS/ C/e;\(a;lc)zp Yacos Komnerenuun Jlutepatypa
Paznen 1. Poab cexkperapsi B CTPYKType YIPaBJICHMSI M
pasau4HbIX Gopmax aesioBoro odmenust /Pasgen/
Tema 1. Mcropusi JOIKHOCTH CEKPETaph 2
Hctopus nomKkHOCTH cekpeTapb (Jekuus) /Jlex/ ) K7 JI1.2 J11.3 JI1.1J12.2
J12.3J12.1
Hcropusi TOJDKHOCTH  CEKpeTaph (CEMHUHApPCKOE 3aHSTHE) 5 K7 JIT.2 JI1.3 JI1.1J12.2
/CeM 3an/ ] 2.3 712.1
Hcropus DOMKHOCTH cekpeTaphb (TeKyumid kKoHTpousb) /TK/ 2 K7 JI1.2 J11.3 J11.1J12.2
J12.3J12.1
HcTopusi MOMKHOCTH CEKpeTaph (CaMOCTOSITENbHAas padoTa) 5 K7 JIT.2 JI1.3 JI1.1J12.2
/Cp/ ) J12.3J12.1
Tema 2. VYmpaeneHueckas wuH(pOpManus: ee¢ BHABI U
cBoiicTBa. Ponp cekperaps B mepemade yIpaBIeHYECKOU 2
uHpopMarmu
VYupasneHueckas HHGMOpPMaNUs: ee BHUIBI U CBoficTBa. Ponb 1.2 713 JT1.112.2
CeKkpeTaps B Tiepeiade  yIpaBJICHUYECKOH  WHpOpMaIu 2 I1K-7
J12.3J12.1
(mexuust) /Jlex/
VYupasneHueckas HHGOpPMaNUs: ee BHUIBI U CBOFiCTBa. Ponb 1.2 7113 11 U122
CeKkpeTaps B Tepefade  yIpaBJICHUYECKOH  WHpOpMaIu 2 I1K-7
JI2.3J12.1
(npaktuueckoe 3ausitue) /Ilp/
VYnpapneHueckass WHOOpPMAIUS: €€ BHIBI HUCBOﬁCTBa. Ponp 1.2 7113 1. 1U12.2
cekperaps B Iepefade yNpaBICHUECKOW HH(OpMAIn 2 I1K-7
J12.3J12.1
(camoctositenbHas pabora) /Cp/
VYupasneHueckass wWHOOpMAIUS: €€ BHIBI PIVCBOP'ICTBa. Ponp 1.2 7113 J1.1U12.2
cekperaps B Iepefade yMNpaBICHUECKOH HHGOpMAaIun 2 T1K-7
o J12.3J12.1
(Texymuit kouTpoan) /TK/
Tema 3. TpeGoBaHWs K JETOBOMY HMHIXKY CEKpeTaps )
(OMOUIHKKA PYKOBOAUTENS)
TpebOoBaHUA K ETOBOMY UMHIKY cekpeTapst (yrexums) /JIex/ JI1.2 J11.3 J11.1J12.2
2 IK-7
J12.3J12.1
TpeOoBaHus K JETOBOMY UMHIDKY CEKpeTapsi (CEMHHapCKOe ’ K7 JIT.2 JI1.3 J11.1J12.2
3aHaTHe) /CeM 3aH/ ) 2.3 712.1
TpeGoBanus K JIeJIOBOMY AMUJDKY cekpeTapst 4 K7 JIT.2 JI1.3 JI1.1J12.2
(camocTosTensbHas pabora) /Cp/ ) J2.3J12.1
Tema 4. GopMEI 1eTOBOTO OOIIECHHUS: MIEPETOBOPHI 2
®DopMBI IeT0BOTO 0OLIeHHUs: TTeperoBopbl (yekuus) /JIex/ JI1.2 J11.3 J11.1J12.2
2 Tk J12.3J12.1




Cemectp

HaumeHnoBaHue pa3/iesioB U TeM /BU 3aHATHS/ / Kype Yacos Komnerenuuu Jlutepartypa
@DOopMBI  JICNIOBOTO  OOIEHHS:  TEPEroOBOPHI  (TEKYITHiA 1 K7 JIT.2 JI1.3 JI1.1J12.2
xouTpoins) /TK/ ) J12.3J12.1
®DOopMEBI JITTOBOTO OOIICHUS: MEPErOBOPHI (CaMOCTOSITENbHAS 4 K7 JIT.2 JI1.3 JI1.1J12.2
pabota) /Cp/ ] 1237121
Tema 5. @opMbl €10BOT0 OOIIEHUS: COBEIAHUS 2
®DopMEBI 1eT0BOTO O0MIeHNsT: coBemanus (Jrekius) /Jlex/ 5 K7 JI1.2 J11.3 JI1.1J12.2

J12.3J12.1
®DopMbl 1eI0BOTO OOIIEHUS: COBELIaHUs (CaMOCTOSITENbHAs 4 K7 JI1.2 J11.3 J11.1J12.2
pabota) /Cp/ J12.3 J12.1
Tema 6. Dopmbl 1em0BOro OOIMIEHHSA: KPYIJBIE CTOIHI, )

JICKYCCHH, N1e0arhl, MPEHUH

@DOpMBI JIEIIOBOTO  OOIEHHS: KPYTJIbIe CTOJBI, JHCKYCCHH, ) K7 JIT.2 JI1.3 JI1.1J12.2
nebarel, npenuu (nexuus) /Jex/ ] J2.3J12.1
®DOopMBI JIEIIOBOTO  OOINEHHS: KPYTJIbIe CTOJBI, JIHCKYCCHH, 6 K7 JIT.2 JI1.3 JI1.1J12.2
nebarel, peHuu (camocTosTenbHas padora) /Cp/ ] J2.3 J12.1
Tema 7. @opMbl 1€I0BOr0 OOIICHUS: TOKIAIbI 2

®DopMBI Ie0BOTr0 O0ILIeHUs: HOKIansl (Iekuus) /Jlex/ 6 K7 JI1.2 J11.3 JI1.1J12.2

J12.3J12.1
®dopMBbI  1eNIOBOTO  OOIIECHHUS: JOKIAmsl  (MPaKTHYECKOe 4 K7 JI1.2 J11.3 JI1.1J12.2
sansitue) /Ip/ ] 2.3 72.1
DOopMBI J1JI0BOTO OOIEHHS: JOKIanbl (TEKyIIUH KOHTPOJIb) 1 K7 JI1.2 JI1.3 JI1.1J12.2
/TK/ ) J12.3J12.1
@DopMBI  AENOBOTO OOIMIEHHSA: HOKIAABl (CaMOCTOATEIbHAs 6 K7 JI1.2 J11.3 JI1.1J12.2
pabora) /Cp/ ) 2.3 712.1
Tema 8. ®opmbl gemoBoro oOMIEHUS:  COOOIICHUS, )

NOPUBETCTBUSI, CAMOPE3CHTALHS

®DOopMBI  IeNIOBOTO  OOIICHUS: COOOIIEHHS, MPUBETCTBUS, ) K7 JI1.2 JI1.3 J11.1J12.2
camornpeseHTauus (exius) /Jex/ ) J2.3 J12.1
®DopMBbI  JIeIOBOTO  OOINEHUS: COOOIIEHHS, MPUBETCTBUS, 4 K7 JI1.2 JI1.3 JI11.1J12.2
camorpe3eHTanus (mpakrndeckoe 3anstue) /I1p/ ] J12.3 J12.1
®opmbl  1€710BOTO  OOIICHMSI: COOOIIEHHUS, TPUBETCTBHSI, 1 K7 JI1.2 J11.3 J11.1J12.2
caMornpe3eHTanus (TeKynmii KoHTposb) /TK/ ) JI2.3J12.1
@opMBI  1ETOBOTO  OOLIEHUS: COOOIICHMS, HPUBETCTBUS, 6 K7 JI1.2 J11.3 JI1.1J12.2
caMmornpe3eHTalus (caMocTosTeNbHas padota) /Cp/ ) J12.3 J12.1
Tema 9. ®opmer genoBoro  oOmeHHsA:  coOpaHUS, )

npecc-KoHpepeHIun

®DOopMEI JIeTTI0BOTO OOMICHUS: cOOpaHus, mpecc-KOH(EPEeHITUH 5 K7 JIT.2 JI1.3 JI1.1J12.2
(nexuus) /Jex/ ) 2.3 2.1
®DOopMEBI IETIOBOTO OOMICHUS: COOpaHHus, Mpecc-KOH(EPESHITUH 5 K7 JI1.2 JI1.3 JI1.1J12.2
(cemunapckoe 3ausTue) /CeM 3aH/ ] 1237121
®DOopMBI IeTI0BOTO OOIICHHUs: COOpaHHus, mpecc-KOH(EPEeHITUH 1 K7 JI1.2 JI1.3 JI1.1J12.2
(Texymmit koHTpOINH) /TK/ i J12.3J12.1
®DopMBbI 1€T0BOTO 0OLIeHUs: cOOpaHus, mpecc-KOH(EpeHINH 6 K7 JI1.2 JI1.3 J11.1J12.2
(camocTosiTenbHas pabora) /Cp/ ) J12.3 J12.1
Tema 10. dopmber nemoBoro oOmEHMS: OOMIEHHE uYepe3

cpexacTBa MaccoBoit KOMMYHHKAIIUH: TenedoHHbIE 2

TIEPETOBOPHI

Dopmbl _ZIenoBoro 06HICHI/¥HI oOmieHne Yepe3 cCpencTsa 1.2 7113 7T1.1012.2
MaccoBOM  KOMMYHMKAllUM:  TeJeOHHBIE  TEPEroBOpPHI 2 MK-7 123 2.1
(mexuust) /Jlex/ ’ ’
®opMbl  1e0BOTO  OOIIEHUS: OOLIeHHWE 4Yepe3 CpencTBa 5 K7 JIT.2 JI1.3 J11.1J12.2
MaccoBO KOMMYHHUKanuu (mpaktudeckoe 3austue) /Ilp/ ) J2.3 J12.1
®opMbl  1eTOBOTO  OOIIEHUS: OOLICHHWE 4Yepe3 CpelncTBa | K7 JI1.2 JI1.3 JI1.1J12.2
MacCOBOH KOMMYHHKALUK (TeKyluid KOHTpoib) /TK/ ) J12.3712.1




Cemectp

HaumeHnoBaHue pa3/iesioB U TeM /BU 3aHATHS/ / Kype Yacos Komnerenuuu Jlutepartypa
®opMBI  IeTTOBOTO  OOIICHUsS: OONICHWE 4Yepe3 CpelcTBa JIT.2 JI1.3 JI1.1J12.2
o 6 [K-7
MaccoBOil KOMMYyHHUKanuu (camoctositenbHas pabora) /Cp/ J2.3J12.1
Tema 11. dopMbl nenOBOro OOIICHUA: OOIICHUE Yepe3 )
CpeICTBa MAaCCOBOM KOMMYyHUKauu: MHTEpHET cBA3b
®Dopmbl  1€I0BOr0  O0IIEHUs: OOIIEHHE 4Yepe3 CpelcTBa 5 K7 JI1.2 JI1.3 JI1.1J12.2
MaccoBOil KoMMyHHWKanuu: MHTepHeT CBs3b (Jieknus) /JIex/ ] JI2.3J12.1
®opMbl  1e0BOTO  OOIIEHUS: OOLIeHHWE 4Yepe3 CpencTBa 1 K7 JIT.2 JI1.3 J11.1J12.2
MaccoBoil koMMyHuKkanuu: MuTepHet cBs3b /TK/ ) JI2.3J12.1
o :
OPMBI _/IENIOBOTO oOmIeHus . oOmeHne 4Yepe3 cpencTsa 1.2 7113 71.1012.2
MacCoOBOU KOMMYHUKALIUU: WnuTepuer CBsI3b 4 TIK-7
J12.3J12.1
(camocTosiTenpHas pabora) /Cp/
HaumeHoBaHMe pa3iesioB M TeM /BUJ 3aHATHUS/ C/ell?;;zp Yacos Komnerenunn Jlutepartypa
3auer /Pazpnen/
Tema 12. IIpomMexxyTOUHBIH KOHTPOIIH 2
IIpomexxyTOuHBIH KOHTPOIb /3a4éT/ 4 K7 JI1.2 J11.3 JI1.1J12.2
J12.3J12.1
HaumeHoBaHHe pa3/ieioB U TeM /BHJ 3aHATHUS/ C/ellscd;lc;p Yacos Komnerenuun Jlurepartypa
Paznen 2. OcHoBHble (OPMBI CEKTOPCKOWH PadoThI
/Paznen/
Tema 13. VuacTue cekperaps B MOATOTOBKE BBICTaBOK U 3
CEMHMHApOB
VYuyactue cekperaps B IOATOTOBKE BBICTABOK M CEMHHApOB ) K7 JI1.2 J11.3 JI1.1J12.2
(mexius) /Jex/ ] J2.3J12.1
VYyactue cekperapss B IOATOTOBKE BBICTABOK M CEMHHApOB ) K7 JI1.2 J11.3 JI1.1J12.2
(mpaxTuueckoe 3anaTue) /Ilp/ ) 2.3 7M2.1
Tema 14. Opranusanuss pabOThl € TMOCETUTEISIMA B 3
IPUEMHON PYKOBOJUTEIS
Opranuzanusi  paboThl € TOCETHTENSIMH B MPUEMHOHN 4 K7 JI1.2 JI1.3 JI1.1J12.2
pyxosoautens (nexuus) /Jlex/ i 2.3 J12.1
Opranmsanus  pabOTBl € IOCETUTENAMH B  IPHEMHOI 5 K7 JI1.2 J11.3 JI1.1J12.2
pykoBoauTens (npaktudeckoe 3anstue) /IIp/ ) J2.3 J12.1
Tema 15. OkazaHue  NOMOIM  PYKOBOAUTENII B 3
TUTAHUPOBAHUHU Pabovyero BpeMeHU
OxazaHue TOMOUIM PYKOBOAMTENIO B  IUIAHUPOBAHUH 5 K7 JI1.2 JI1.3 JI1.1J12.2
pabouero Bpemenu (nekuus) /Jlex/ ) J2.3 2.1
OxazaHue TOMOUIM PYKOBOAWTENIO B  IUIAHUPOBAHUH 5 K7 JIT.2 JI1.3 JI1.1J12.2
pabodero BpemeHu (mpaktmyeckoe 3aHsTue) /Ilp/ ] J12.3 J12.1
Tema 16. [nannpoBanue pabovero JHS CEKpeTaps 3
[TmarupoBanne pabouero nHSA cekperaps (rexims) /Jlex/ 1 K7 JI1.2 J11.3 J11.1J12.2
JI2.3J12.1
IInanupoBanue pabodero [IHSA cekpeTaps (IIpakTH4YecKoe 1 K7 JI1.2 JI1.3 JI1.1J12.2
sansaTue) /IIp/ ) 2.3 712.1
Tema 17. Opranusamus U nojaepxaHue (yHKIMOHATBHOTO
pabodero  HpOCTpaHCTBA  NPUEMHOW W KaOWHeTa 3
PYKOBOAUTEIS
Opranuzanusi u nozmepxci\}me (YHKUMOHATIBHOTO paboyero 1.2 7113 7T1.1012.2
NPOCTpaHCTBA TNPHEMHOW W  KaOMHETa  PYKOBOIMTEILI 2 IK-7
J2.3 J12.1
(mexaust) /JTex/
Opranuzangust u nojiepratue (GYHKUMOHATBHOTO paboyero 1.2 711.3 7111122
NPOCTpaHCTBA TNPHEMHOW W  KaOMHETa  PYKOBOIMTEILA 2 IK-7

(mpakTnaeckoe 3ansarue) /IIp/

J12.3J12.1




Cemectp

HaumeHnoBaHue pa3/iesioB U TeM /BU 3aHATHS/ / Kype Yacos Komnerenuuu Jlutepartypa
Opranusarys u MOATIepIKaHHE (YHKIMOHATEHOTO pabodero 1.2 7113 11 U122
OpOCTpaHCTBA INPHEMHOM W  KaOMHETa  PyKOBOIMTEISI 4 IK-7

J12.3J12.1
(cemunapckoe 3anstue) /Cem 3aH/
Opranusarys o TOZTIEpIKaAHHE (YHKIMOHATBHOTO pabodvero 1.2 7113 J11.1J12.2
OpOCTpaHCTBA TNPHEMHOM M  KaOHMHETa  PYyKOBOIMUTEIS 2 MK-7
J12.3 J12.1
(camocTosiTenbHast pabora) /Cp/
Tema 18. Oprasmsamus pabOTBI C JOKyMEHTaMH B 3
MIPUEMHON PyKOBOJUTENS
Opranusarss  paboOTEI € JOKYMEHTaMH B IPHEMHOI ) K7 JI1.2 JI1.3 JI1.1J12.2
pykosoautens (nexuus) /Jlex/ ) J12.3J12.1
Opranm3aiyisi  pabOThl C  JOKYMEHTaMH B  TPUEMHOM 5 K7 JIT.2 JI1.3 JI1.1J12.2
pykoBoauTens (npakTuueckoe 3ansTue) /TIp/ ] J12.3 J12.1
Tema 19. Opranuzanus XpaHeHHUS JOKyMEHTOB B NMPHUEMHOMN 3
PYKOBOJUTEIS
Opranuzanust ~ XpaHeHHsT  JOKYMEHTOB B IPUEMHOI 5 K7 JI1.2 J11.3 JI1.1J12.2
pykoBogutens (ekuus) /Jlex/ ) J12.3 J12.1
Opranusanyss ~ XpaHGHUs  JOKyMEHTOB B  IPHEMHOI ) K7 JI1.2 JI11.3 JI1.1J12.2
pykoBoautens (npaktuueckoe 3ansarue) /IIp/ ) J12.3J12.1
Tema 20. ObecnieueHue pyKOBOAHUTENS HH(pOpMAIen 3
Oobecnieuenne pykoBoauTens uHGopmanueit (mekims) /JIex/ JI1.2 J11.3 JI1.1J12.2
2 IK-7
J12.3J12.1
OOecricueHre PYKOBOIUTENsI WHPOpMaueH (MpakTHIeCcKoe 4 K7 JI1.2 J11.3 J11.1J12.2
saustue) /IIp/ ) 2.3 7M2.1
Tema 21. Opranuzanus WHPOPMAIMOHHOTO B3aMMOJICHCTBUS 3
PYKOBOZHUTENS C JOIDKHOCTHBIMHU JIMIIAMH OPTaHU3aInU
Opranusarus HH(POPMAILIMOHHOTO B3aHMOJICHCTBUS 1.2 7113 7111122
PYKOBOIHUTENI C JODKHOCTHBIMH JIMIIAMH  OpTaHU3aIlud 1 TK-7
J12.3J12.1
(mmexums) /JIex/
Tema  22.  OpraHuzanus JIIENOBBIX ~ KOHTAKTOB u 3
TPOTOKOJIBHBIX MEpPOTIPUATHI
Opranuzanust — JOENOBBIX KOHTakTOB M IPOTOKOJBHBIX 5 K7 JI1.2 J11.3 J11.1J12.2
Meponpustui (Jekmus) /Jlex/ ) J12.3 J12.1
OpraHusanus  JAENOBBIX KOHTAKTOB M IPOTOKOIBHBIX JI1.2 J11.3 JI1.1J12.2
g 2 IK-7
MeponpusTuii (cemunapckoe 3ansitue) /Cem 3an/ J2.3 J12.1
Opranusanuss  [EJIOBBIX KOHTAKTOB U IPOTOKOJBHBIX 3 K7 JI1.2 JI11.3 JI1.1J12.2
MeponpusTuil (camocrosiTensHas pabota) /Cp/ ) J2.3J12.1
Tema 23. Opranuzanus UCTIOJIHEHUsI ~ pelleHUui 3
PYKOBOZUTEIS
Opranu3zamus WCIIOJIHEHUSI  PEIIeHUH  PYKOBOAUTEIS 5 K7 JI1.2 JI1.3 JI1.1J12.2
(nexums) /Jex/ ] 1237121
Tema 24. ObGecrieuenne HHGOPMAIIMOHHON 0€30MacHOCTH 3
JESATSITFHOCTH OpTaHU3aIIH
ObecmnieueHne uH(pOpMAaMOHHOMI 6e3omacHoCTH ) K7 JI1.2 J11.3 J11.1J12.2
JIeSITeJIbHOCTH Opranu3anuu (Jaekuus) /Jlex/ ) JI2.3 J12.1
ObecrieucHne nH(pOpMATMOHHOMH 6e3omacHOCTH 1.2 7113 J11.1J12.2
JEeSTENbHOCTH OpraHu3auu (ceMuHapckoe 3anatue) /Cem 2 TIK-7
J12.3J12.1
3aH/
Obecnieuenne WHPOPMAIMOHHOM 0e30macHOCTH ) K7 JI1.2 J11.3 JI1.1J12.2
JIeSITeTIbHOCTH OpraHu3auu (caMocTosTeNnbHas padora) /Cp/ ] JI2.3712.1
Tema 25. Br6op KypsepcKoil CirykObI 3
Br160p Kyphepckoit cirysx0b1 (exuus) /JIex/ 2 MK-7 JI1.2 JI11.3 JI1.1J12.2
J12.3J12.1
Tema 26. OneHka ¥ pelaKkTUPOBAHUE TPOEKTA JOKYMEHTa: 3

AITOPUTM JUIsl CEKpeTaps




HaumeHnoBaHue pa3/iesioB U TeM /BU 3aHATHS/ C/elnca;lc)zp Yacos Komnerenuuu Jlutepartypa
OneHka M pelaKTHpOBaHUWE MPOEKTa JOKYMEHTa: aJrOpUTM 2 K7 JI1.2 JI1.3 JI1.1J12.2
miist cexkperaps (nexuus) /Jlex/ ) J12.3 2.1
OneHka M pelaKTHPOBaHUE MPOEKTa JTOKYMEHTA: alrOpUTM 3 K7 JIT.2 JI1.3 JI1.1J12.2
UL cekpeTapsi (mpakTudeckoe 3aHsaTue) /IIp/ ] J12.3J12.1

HaumeHnoBaHnue pa3nesioB U TeM /BHJ 3aHATHUS/ C/ellscd;lc;p Yacos Komnerenuun Jlurepartypa
Jx3amen /Paznen/

Tema 27. IIpoMexyTOUHBIH KOHTPOJIb 3
TIpoMeXyTOUHBIN KOHTPOJbL /DK3aMeH/ 9 K7 JI1.2 JI11.3 JI1.1J12.2
J12.3J12.1

5. ®OHJ OIIEHOYHBIX CPEICTB

5.1. KoHTpo/IbHBIE BONPOCHI U 3a/1aHUsI

Bomnpocs! 11 caMOnIpoBEepKH:

1. Pontb cexpeTapst B COBpEMEHHOM CTPYKType yNpaBlIeHHUS.

2. Kareropuu cekpertapeii u mpodeccHoHaTbHbIE TPEOOBaHUS K HUM.

3. 3HaHMs, yMEHHS, JEIOBbIC U INYHBIC KauecTBa CeKpeTapsl.

4. OOuierocy1apcTBEHHbIE HOPMAaTHBHO-METOANYECKHE IOKYMEHTHI IO JOKyMEHTAlHOHHOMY OOECIEYeHHIO yMpaBleHHs B paboTe
CEeKpeTapsl.

5. JlomKHOCTHAS MHCTPYKIUS CEKpeTaps, €€ CTPYKTypa, HOPSII0K U OCOOCHHOCTH pa3pabOTKH.

6. TpeboBanus kK 000pyIOBaHUIO U OPTaHU3ALUH PabOUero MecTa CeKpeTapsi.

7. Opranuzanust pabouero BpeMeHH ceKkpeTapst. ParonansHoe mIaHnpoBaHue.

8. OcHOBHBIE (OPMBI pabOTHI CEKpeTapst C JOKyMEHTaMH.

9. JlenoBas nepemnucka. IIpreMsl parioHaTH3aIHN.

10. MudpopManoHHO-aHATNTHYECKUE (YHKIIMN CEKpeTapsi.

11. Ygactue cexperaps B MOArOTOBKE M 00CTYXKMBaHUU COBEIIaHUI1. Benerne n oopMiIeHre IpOTOKOIOB.
12. Oprauusanus npueMa genaeranuil, BUAbI IPeICTaBUTENbCKUX IPUEMOB.

13. PaboTa cexpeTapsi 1o MpHUeMy MOCETUTENEH.

14. TIpaBuita BeneHus TeneOHHBIX eperoBopoB. [Ipuem Tenedonorpamm.

15. CepBucHbIe (QyHKIINH CEKpeTaps.

16. 3ammura nHbOpMAIH B paboTe ceKpeTapsl.

17. B3auMOOTHOLIEHHS CEKpeTapsi CO CBOUM NPOheCCHOHATBHEIM OKpYkeHneM. CiryskeOHas cyOopAnHaLHSL.
18. IIpenoTBparienre u paspenicHue KOHQINKTHBIX CHUTYallli B paboTe cekpeTapsl.

19. OcHOBBI IPOQECCUOHATHHOM STHKH U JISIIOBOTO STHKETA.

20. TpynoyctpoiictBo cekpeTapsi. CocTaBieHue u 0ohopMIIEHHE PE3IOMeE.

Bornpockl k IpoMeKyTOYHOMY KOHTPOJIIO
Bonpocs! k 3auery:

L. OCHOBHBIE HCTOPUUYECKHE JTAlbl Pa3BUTHSA JOKHOCTh «CEKPETaphy.

2. KomrreTeHIInuM, KOTOPBIMHU JTOJDKEH 00JIaaTh CEKpeTaph, HAIlCICHHBIH Ha KapbepHBIH POCT.

3. YnpasneHueckas nH(poOpMaIMs: ee BUABI M CBOICTBA.

4. KoMIoHeHTs! MMHUI)Ka YCHELIHOTO CeKpeTaps.

5. Oco0EHHOCTH TOJrOTOBKH JICJIOBBIX IEPETOBOPOB. 3a/ia4i CEKpeTapsi B MOATOTOBKE IIEPETOBOPOB.

6. 3aga4un cekpeTapsi B MOJATOTOBKE COBEIAHUH.

7. Oco0eHHOCTH MOATOTOBKH KPYTJIOTO CTOJIA. 3aadM CeKpeTaps B IMOATOTOBKE KPYIJOTO CTOJA.

8. Oco0eHHOCTH TMOATOTOBKM JAUCKYCCHUH, IUCITyTa, JAe0aroB. 3amaud CeKpeTaps B IOATOTOBKE IUCKYCCHM, JHUCIYTa,
nebaroB.

9. Oco0eHHOCTH MOATOTOBKH JOKJIAI0B PYKOBOIHUTEIIO.

10. Oco0eHHOCTH MOATOTOBKU COOpaHusi. 3amadll ceKpeTapsi B IOATOTOBKE COOpaHMUSI.

1. Oco0eHHOCTH TOJATOTOBKH Npecc-KoH(epeHuu. 3a1adn ceKpeTaps B IOJrOTOBKE Ipecc-KOH(EpeHIHH.
12. Opranmsanysi TeneOHHBIX TePEroBOPOB pyKoBoauTeNs. PaboTa ¢ TemedoHOrpaMMamH.

13. OCHOBHBIC TIPaBHUIA TENC(HOHHOTO 3THKETA.

14. DopmupoBaHHEe ceKkpeTapeM 0a3bl KOHTAKTOB OpraHU3allUH.

Bonpocs! k 5x3ameny:

OCHOBHBIC MCTOPUYCCKHE 3TAlbl PA3BUTHS JODKHOCTh «CEKPETaphy.

KomrreTeHIIMu, KOTOPBIMU JTOJDKEH 00JIaaTh CEKpeTaph, HAllCICHHBIH Ha KapbepHBIH POCT.
VYnpapnendeckas WH(QOpMAaINus: ee BUIBI U CBOWCTBA.

KoMmImoHeHTs! MMHU)Ka yCHEITHOTO CeKpeTaps.

OcoOEHHOCTH MOATOTOBKH JIENIOBBIX MEPETOBOPOB. 3aayu CEKpeTaps B MOATOTOBKE MEPErOBOPOB.
3amaum cekperapsi B MOATOTOBKE COBEIIAHHH.
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7. Oco0eHHOCTH MOATOTOBKH KPYTJIOTO CTOJIA. 3aadM CeKpeTaps B IMOATOTOBKE KPYIJOTO CTOJA.

8. Oco0eHHOCTH TOATOTOBKM ANCKYCCHHM, MUCIYTa, Je0aroB. 3amayd CEKperapsi B IOATOTOBKE IHUCKYCCHH, IHUCITYTa,
nebaroB.

9. Oco0eHHOCTH MOATOTOBKH JOKIAI0B PYKOBOIHUTEIIO.

10. Oco0eHHOCTH TOATOTOBKU COOpaHusi. 3amayll ceKkperapsi B IMOATOTOBKE COOpaHMSI.

11. Oco0eHHOCTH TOJTrOTOBKH Npecc-KoH(epeHun. 3a1adn ceKpeTaps B IOJIrOTOBKE Ipecc-KOH(EpeHIHH.
12. Opranmsanysi TeneOHHBIX TePETOBOPOB pyKoBoauTeNs. PaboTa ¢ TemedoHOrpaMmMamH.

13. OCHOBHBIE TIpaBHUIA TENCHOHHOTO ITHKETA.

14. ®dopmupoBaHue cekperapeM 0a3bl KOHTAKTOB OpraHH3allHH.

15. Oprarusanys (QyHKIIHOHATBHOTO pabodero MpOCTPAHCTBA B IPHEMHOM M KaOMHETE PYKOBOIHUTEIS.

16. OO0s13aHHOCTH CEeKpeTapsl B OKa3aHHM MOMOINM PYKOBOJHUTEIIO B IUITAHUPOBAHUH PabOYEro BPEMEHH.

17. Oco0eHHOCTH MIaHUPOBaHUA Pabouero AHS CeKpeTaps.

18. PaboTta cekperapsi ¢ Ne4Yarbl0 OpraHU3aLUH.

19. OO0s3aHHOCTH CEeKpeTapsi OpraHu3aluy MpHeMa ITOCeTHTeNeH B MPUEeMHON PYKOBOIUTEIS.

20. OprasHusaiys XpaHeHUs! JOKyMEHTOB B IPHEMHOI pyKOBOJHTENS.

21. Bubl IPOTOKOJIBHBIX MEPONPUATUH ¥ OCOOCHHOCTH X OpraHH3alliH.

22. Bupl mpueMoB 1 0COOEHHOCTH MX OpraHU3aldy.

23. OCOOEHHOCTH JIENIOBOTO MPOTOKOJIA B TIEPETOBOPHOM MpOIIECCe.

24. Otuker BbIOOpa U JAapeHHs MOAAPKOB B JIEIOBOH cpere.

25. VYuactie cekperapsi B HOATOTOBKE BBICTABOK U CEMHUHAPOB.

26. Br160p cexperapeM KyphepcKOH CIryKOBI.

27. Opranusarus UHGOPMAIIMOHHOTO B3aUMOAECIHCTBHS PYKOBOAUTENS C JOIDKHOCTHBIMHU JIMIIAMU OPTaHH3aIHU.

5.2. ®oHJ OLIEHOYHBIX CPEACTB

®DoH/T OIIEHOYHBIX CPeACTB cM. TI0 ccbutke http://eos.hgiik.ru/Files/fos/2021/®OC JIuA 2021.pdf
DoHJT KOHTPOIBHO-N3MEPHUTEIBHBIX MAaTePHAIOB CM. 10 cchutke http://eos.hgiik.ru/Files/fkim/2021/®@KNUM JInA 2021.pdf

5.3. Iloka3aTeu U KPpUTEPUHU OLEHUBAHUS KOMIIETeH Mt

HJ'IFI OLICHHUBAaHUA PE3YJIbTATOB O6y‘IeHI/I$[ B BHJI€ 3HAHUM HCIIOJIB3YIOTCA CICAYIOUIHUEC IMPOUCAYPbl U TCXHOJOIMU: TCCTUPOBAHUC,
WHIUBUOYIBHOC CO6GCG£[0B3_HI/IG, IMMCbMCHHBIC OTBETHI Ha BOITPOCHI (B BHUJC TCKYIIECTO KOHTpOHS[).

HpOMe)KyTO'lHLIﬁ KOHTPOJIb PCAIN3YCTCA B XO0A€ CAa4Yu 06y‘{a}0H_lI/IMI/IC$I 3a4€Ta M 3K3aMcCHa.

OneHkol "OTJIMYHO" OLICHMBAETCSl OTBET, €CIM CTYAEHT AEMOHCTPUPYET CUCTEMHBIE IIOJIHBIE 3HAHUS M YMEHHs IO IOCTaBICHHOMY
Bompocy. CoaeprkaHue BOIIPOca U3araet

CBSI3HO, B Kparkod (hopMe, PacKpbIBaeT IOCIEAOBATEIBHO CYTh M3yYEHHOIO Marepuana, JAEMOHCTPUPYS NMPOYHOCTb WM NPUKIATHYIO
HAIPaBICHHOCTH ITOJYYEHHBIX 3HAHUH U YMEHHH, He IOIYCKaeT TEPMUHOJIIOTHIECKUX OMMOOK 1 (PaKTHUECKUX HETOYHOCTEH.

Ouenkoil "xopomo" OIEHHBAECTCS OTBET, B KOTOPOM OTCYTCTBYIOT HE3HAUHTEIbHBIC HJIEMEHTHI COICPXKaHUS WM HNPUCYTCTBYIOT BCE
HEOOXOAUMBIE DIIEMEHTHI COAEPKAHUS, HO AOMYIIEHbl HEKOTOPbIE OLIMOKH, HHOT/1a HapyLIAIach MOCIEA0BATENBHOCTD H3I0KEHUS.
OueHKo#l "yIOBIIETBOPUTENBHO" OIIEHWBACTCS HETOJHBIN OTBET, B KOTOPOM OTCYTCTBYIOT 3HAYMTEIBHBIC JJIEMEHTHI COJICpKaHHS
WK TOMYIIEHB! CYIIeCTBEHHbIEC OMINOKH, HeJIOTHYHO, IPOCTPAHHO U3JI0KEHO OCHOBHOE COJIEp KaHUE BOIIPOCa.

OneHkoil "HEYIOBIETBOPUTENBHO" OIIGHWBAETCS OTBET, NMPH KOTOPOM CTYAEHTHl JAEMOHCTPUPYIOT OTPBIBOUHBIE, OECCHCTEMHBIE
3HaHMs1, HEyMEHHUE BBIICIUTH TT1aBHOE, CYIIECTBEHHOE B OTBETE, JOIYCKAIOT IPyOble OMHMOKH.

"3auTeHO" BBICTABISIETCS €CJIHM CTYIEHT JAEMOHCTPUPYET OIICHMBACTCS OTBET, B KOTOPOM OTCYTCTBYIOT HE3HAYMUTEIbHBIC 3JIEMEHTHI
CoZiepKaHMA WM TPHUCYTCTBYIOT BCE HEOOXOIMMBIE JJIEMEHTHl COJACP)KAHUS, HO JOMYILICHBl HEKOTOpble OLIMOKM, HHOTJAA
HapyLanack Mocaeq0BaTeIbHOCTb U3I0KEHUS.

"He 3auTeHO" BBICTAaBIICTCS €CIM CTYACHT JEMOHCTPHUPYET OTPHIBOYHBIC, OECCHCTEMHBIC 3HAaHWS, HEYMEHHE BBIICIUTH TIIaBHOE,
CYIIIECTBEHHOE B OTBETE, JOIYCKAIOT IPyObIe OMIMOKH.



6. METOANYECKHUE YKA3ZAHUSA JJIS1 OBYUYAIOIIUXCS IO OCBOEHUIO JUCHUIIJIMHBI (MO YJIS)

CamocrosiTensHas paboTa ABISAETCS BOKHBIM DJICMEHTOM H3Y4eHHs AUCHUILIMHBEL YCBOCHHE MarepHala JUCHUILIMHBI HA JICKIUSX,
CeMUHapax, MPaKTUYECKUX 3aHATUSIX U B pe3ylbTaTe CaMOCTOATEIbHOW MOATOTOBKM U HW3Y4YEHHUs OTIENBHBIX BOIPOCOB
JUCHUIUIMHBI, TO3BOIAT MOJONTH K IMPOMEXYTOUHOH arTecTalid IOATOTOBIEHHBIM. 3HaHMsA, HaKalJMBacMble IIOCTENIEHHO U B
Pa3IMYHBIX paKypcax, C HCIOJB30BaHHEM IIPOTHBOIONOXKHBIX MHEHHH W B3MJIIOB HAa Ty WIH HHYI0 TPOOJIEMy SBISIOTCA
TIyOOKAMHM ¥ KAueCTBEHHBIMM, M TIO3BOJISIOT (JOPMHUPOBATh COOTBETCTBYIOIIME MpPO(ecCHOHANbHBIE KOMIETCHIMH KaK HUTOT
00pa3oBaTenbHOrO Mpoliecca.

Jns cucteMarm3anndé 3HAaHWH MO JUCHUIUIMHE IIePBOHAYATFHOC BHHUMAaHHE CIIeIyeT oOpaTHTh Ha pabodylo IIporpamMMmy Kypca,
KOTOpas BKIIIOYAaeT B ceOsi OCHOBHBIE MPOOIEMbI AUCHUILIMHBI (TEMATHKy 3aHATHH), B paMKaX KOTOPBIX U (YOPMHUPYIOTCS BOIPOCHI
JUIsL KOHTPOJIS U arrectaiuy. 11o3ToMy CTyJeHT, 3apaHee O3HAaKOMUBILIHCH C MPOrpaMMON Kypca, MOXKET JIydllle COPHEHTUPOBATLCS B
MOCIIEZIOBATEILBHOCTH OCBOEHHUS Kypca C O3UIUHA OpraHU3aluy CaMOCTOSTEIbHOI paboTEI.

IIpu opraam3anuu mporecca OCBOSHHS AUCIUIUIIHEL CIICTyeT yIUTHIBATH:

1. ITnanupoBaHue BpeMeHH, OTBEIEHHOTO Ha OCBOCHUE IHUCIUILUINHEL.

Ilpy nnaHMpoBaHMM BpPEMEHM HA OCBOEHUE IUCLUILIMHBI CIEIYeT PYKOBOJCTBOBATbCS: CTPYKTYPOH TUCHUIIIMHBI, B KOTOPOI
yKa3aHBl KOJHMYECTBO aKaIeMHYECKMX YacoB B pa3pe3e KaKTOM TeMBl, BHAa 3aHATHH (JIEKIHOHHOE, CEeMHHApCKOe WIH
MPAKTHYECKOE) U Yachl Ha CAMOCTOSITEIIBHYIO PaboTy; GOpMOit MPOMEKYTOUHOH arTecTanuy (3K3aMeH).

2. [TocnenoBarenbHOCTh IEHCTBUI IPH OCBOSHUU AWCLIUILIIMHEL.

N3ydeHne KakIOH TeMbl AUCLIUIUIMHBEI IIEI€COOOpa3sHO HAaYMHATh CO 3HAKOMCTBA C COJCP)KaHWEM IHCUUIUIMHBI B pa3pese TeM;
3aTeM CcIlexyeT JTalm MoAdOpa WMCTOYHMKOB M3 YHCJIA PEKOMEHIYEeMBIX ¥ TOAOOPaHHBIX CaMOCTOSTENBHO (HAy4HBIC CTarbH;
uH(popMalMsa NpaBOBBIX 0a3 MaHHBIX; HHGpOpPMALUS ¢ OGHIMATEHBIX CalTOB TOCYJApPCTBEHHBIX OPraHOB, OPTaHOB MECTHOTO
caMOoyIpaBJIeHUs U Jp.). V3ydeHne nCTOYHMKOBEAYECKOH 0a3bl MOKET CONPOBOXKIATHCS KOHCIIEKTHPOBAHHEM.

IlenecooOpa3sHO BecTH TepedeHb NMPOOJIEMHBIX BOMPOCOB KaK MO CYIIECTBY TEMBI, TaK W B CIy4ac 3aTpyIHEHHH C YySICHEHHEM
CMBICTIa W3T0KEHHOTO B HCTOYHHMKAax Marepuaia (yKa3aHHBIC BOIPOCHI MOTYT OBITh pa3pemIeHBl CAMOCTOSATEIBHO, BO BpeMs
CECCHOHHBIX 3aHATHI MM HAa KOHCYJBTAI[HH C MIPEO1aBaTesieM).

Jnst HOATOTOBKH K IPAKTHUECKHM 3aHATHUSM PEKOMEHIYETCs ITOJPOOHO M3YUHTh KOHCIIEKT JIEKIMH U HOPMAaTUBHO-TIPABOBYIO 0a3y U
Jp. WCTOYHWKH, (GOpMHpYyIOmHne O0a30Bble 3HAHWSA HEOOXOAMMBIC ISl BBEIOJHEHHWS NPAKTHYECKHX pa0OT, INPeIyCMOTPEHHBIX
KypCOM.

Taroke peKOMEHIYeTCsl 03HAKOMHTBCS C TEXHOJOTHEH MPOBEIEHUS MPAaKTUUECKHUX 3aHSATUI, KOTOpas BKIIOYAET CIIEAYIOLIUE JTarbl:
OOBSCHEHNE 3alaHMsd W HAaBBIKOB (KOMIICTEHIHIT), KOTOPHIE 3aKPEIUIIIOTCS B XOJE €r0 BBINOJHEHHS; 3HAKOMCTBO C KOHKPETHBIMH
UCTOYHMKAMH HWH()OPMAIMU AT BBINOJNHEHHS 3aJaHHS; OOCYXKICHME M YTOYHCHHE BOIPOCOB B XOAE AaHAIN3a HCTOYHHKOB
uH(OpMaIMK; COBMECTHBIH MPOCMOTP MEPBUYHBIX PE3yIbTaTOB, OLEHKA HX COOTBETCTBHSA IO (OPMATBbHBIM U COJAEP)KATEIbHBIM
TpeOOBaHMUSM.

3. Vcnonp3oBaHne yaeOHO-METOANIECKIX MaTepHaIoB B paboTa ¢ JINTEpaTypoii.

Crenyer MNpUMEHATh CHEAYIOMIYI0 IIOCIEJOBaTeIbHOCTh M3YUCHHMS WCTOYHHMKOB AT (OPMHUPOBAHUS 3HAHUM MO TeMaM
JUCHUIIIMHBI: HOPMAaTHBHO-METOAMYECKHE MaTephalbl M0 AMUCIMIUIMHE; KOMMEHTapUU K 3aKOHOAATENIbHBIM aKTaM; Hay4yHyH H
y4eOHYIO IUTEparypy, a TakKe IPYTHe HCTOUHHKH.

4. IIoaroToBKy K TEKyIEMY KOHTPOJIIO yCIEBAEMOCTH.

OcHOBHOH 3amayel TEKyIero KOHTPOJIS YCIEBAeMOCTU OOYYarOLIMXCs SBISETCS MOBBIINIEHHE KauecTBa 3HAHMM, MpUOOpeTeHHe U
pa3BUTHE HMH HAaBBIKOB CaMOCTOSTENbHON paboThl. Tekyluid KOHTpONb 3HAaHWH OOYYarOIIMXCsl IO IUCLMILUIMHE MOXET HMETh
CIIeYTONINE BUABL YCTHBIM OMPOC HA JICKIHUAX, MPAKTHICCKUX 3aHATHAX; IPOBEPKA BBIIOIHEHHS MHCEMEHHBIX CaMOCTOSTEIBHBIX
paboT U JOMAITHUX 3aJaHUH; TECTUPOBAHUE.

Jnst 5pPexkTBHON MOATOTOBKM K TEKYIIEMY KOHTPOJIO IO JUCHMIUIMHE HEOOXOAMMO HCIIONb30BAaTh PEKOMEHJOBAHHYIO OCHOBHYIO
U JIOTIONHUTENBHYIO JIUTEParypy, KOHCHEKTH JICKIWH, pa3palOTKW CTYJCHTOB, BBIIOJHCHHBIE B pe3yinbTare IOATOTOBKH U
BBIIIOJTHEHHSI CEMHHAPCKUX U MIPAKTUUCCKUX 3aJaHHH.

7. YAEBHO-METOJNYECKOE U UTHOOPMAIIMOHHOE OBECIIEYEHHUE JUCHUIIVIMHBI (MO VYJIST)
7.1. Pexomenayemasi iureparypa

7.1.1. OcHoBHas1 JUTEpaTypa

ABTOpBI, COCTABUTENN 3arnaBue W3narenscTBO, IO, KOJI-BO

JL.1 | demun 1O. M. CexkpeTapckoe Ie0: YHUBEPCATbHBIA CIIPABOYHUK: CIPABOYHUK Mocksa, bepaun: Jlupexr-
https://biblioclub.ru/index.php?page=book&id=253658 Menua, 2014. - 321 c.

J1.2 | Epemuna H. JI. D¢ deKTHBHEIN CeKpeTaph: NeTOMPOU3BOJICTBO, OPTaHU3AIUL HoBocubupck: Cubupckoe
paboThl, fenoBoe obeHne: yaeOHoe mocodne YHHUBEPCUTETCKOE
https://biblioclub.ru/index.php?page=book&id=57293 u3aarenscTBo, 2009. - 192 c.

JI1.3 | Jykam 1O. A. BEITh cexpeTapeM pykoBoanTeNIs GUPMEL: yaeOHOe mocodue Mocksa: ®JIMHTA, 2022. -
https://biblioclub.ru/index.php?page=book&id=114956 276 c.

7.1.2. Jlono/HUTEIbLHAS JJUTEPATYpa
ABTOpBI, COCTaBUTENU 3ariaBue W3znparenscTBO, TOI, KOJI-BO
JI2.1 | Jasaper K., Ipodeccrss — NOMOIIHIK PYKOBOJHUTENS: TPUEMBI «BBICIIIETO MockBa: AnbITiHa
Hapnuccosa H. MUIOTKA»: MPAaKTHYECKOe ocoone Mabmumep, 2016. - 144 c.

https://biblioclub.ru/index.php?page=book&id=279825




ABTOpBI, COCTaBUTENH 3araBue W3znarenscTBO, 101, KOJI-BO
J2.2 | Xmensanmxkas O. E. CexpeTapb — JUII0 KOMIIAHUU: UMUK CEKpeTapsi, IeJI0BOM HoBocubupck: Cubupckoe
9TUKET U MPOTOKOJI: MPAKTHYECKOe IIocoore YHUBEPCHTETCKOE
https://biblioclub.ru/index.php?page=book&id=57292 uzaarenscTBo, 2009. - 128 c.
JI2.3 | Tamycrosa O. B. Cexkperapckoe nienio: KoHcnekT Jiekiuii: yaeoHoe mocobue Mocksa: A-ITpuop, 2011. -
https://biblioclub.ru/index.php?page=book&id=72702 127 c.
7.3.1 IlepeyeHs MporpaMMHOro odecneveHust
6.3.1.1 | Microsoft Windows
6.3.1.2 | Microsoft Office 2010
6.3.1.3 | Adobe Creative Suite 6 Master Collection
6.3.1.4| Libre Office
6.3.1.5| AIMP
6.3.1.6 | Windows Media Classic
6.3.1.7 | Chrome
6.3.1.8 | Kaspesky Endpoint Security
6.3.1.9| OpenOffice
6.3.1.1 | Acrobat Reader
0
7.3.2 TlepevyeHb HHPOPMALUOHHBIX CIIPABOYHBIX CHCTEM
6.3.2.1 | ExuHoe OKHO J0CTyIIa K 06pa3oBareIbHBIM PECYpcaM. DIEKTPOHHAs OUOIHOTEKA
6.3.2.2 | ®enepanbHbIi HEHTP UHPOPMALIMOHHO-00PA30BATENLHBIX PECYPCOB
6.3.2.3 | ®denepanbHbIi 1EHTP HHPOPMALMOHHO- 00pasoBaTebHbIX pecypcos, PTAY THUU UTT «MHpopMUKay
6.3.2.4| Dnexrponno-6ubmmoreunas cucrema ®I'BOY BO «XT'MKy». ®TBOY BO «XT'MK»
6.3.2.5| Web UPBHC XabapoBCKuii roCyAapCTBEHHBI HHCTUTYT HCKYCCTB M KYJIBTYPbI (3JIEKTPOHHBIN KaTaior)
6.3.2.6 | DBC «YHuBepcuTeTcKas 6UOIMOTEKA OHIIANH
6.3.2.7 | TlonnoTekcToBas 6aza naHHbIx Web of Science u Scopus
6.3.2.8 | T'apanr
6.3.2.9 | BJ1 Dnexrponnas Crucrema «KynpTypa»
8. MATEPUAJIBHO-TEXHUYECKOE OBECINEYEHUE JTUCIUAIIJIMHBI (MO YJISA)
Aypuropus Haznauenue O0opynoBanue IIporpammHoe
obecrieueHne
TTomenienne ist XpaHESHUs U CrnenuammsupoBanHast  MmebOenb Ha 1 | Microsoft Windows
PO HITAKTHIECKOTO pabouee Microsoft Office
00CITyKMBaHUs y4eOHOTO Mecto (mkads! 2 mrt., ctemtaxu 3 mr., | 2010
03 000pyIOBaHUs CTYJIbS, Kaspesky Endpoint
cton). Ilepconampubiit kommbroTep (1 | Security
IIT.)
ITomenieHne uIst XpaHESHUS U CrnenupammsupoBanHast  MmebOenb Ha 1 | Microsoft Windows
PO HITAKTHIECKOTO pabouee Microsoft Office
o0cCITy>KuBaHUS y1eOHOTO mecto  (mkad, cremnax, cryibs, | 2010
000opyI0BaHuUs CTOJIBI). Kaspesky Endpoint
ITepconanbHbIit KOMIIBIOTEP B | Security
122 KoiuuecTse 1 .
¢ momkiroveHneM Kk cetu «HTepHET»
u
JIOCTYTIOM B 9JIEKTPOHHYIO
“HPOPMALIIOHHOOOPA30BaTENbHYIO
cpeny By3a.




Aynuropus Haznauenue ObopynoBanue IIporpammuoe
obecrieyeHre
IMomemienne st CrenmammsupoBanHas Mebenp Ha 25 | Microsoft Windows
CaMOCTOSTEITFHON PabOTHI IIOCanOYHbIX AIMP
(YuTaTBHBIN 31 OMOTMOTEKH) Mect  (croibl, crynbs, KkHIDKHBIC | Kaspesky Endpoint
mKader), Security
TEJIEBU30D, KHUKHBIH n | OpenOffice
209 JOKYMEHTTbHBIH ¢dona. | Acrobat Reader
ITepcoHanbHbIe KOMIIBIOTEPHI (9 1IT.) C NVDA
MoAKITIOUeHHeM K cetn «M HTepHEeT» H
JOCTYTIOM
B DICKTPOHHYK  HH(POPMAIHOHHO-
00pasoBaTeIbHYIO Cpely By3a.
YuebHast ayauropust 1uis CrnenuanuszupoBaHHas Mebenb Ha 26 | Microsoft Windows
MIPOBEICHUS 3aHATUI MOCATOYHBIX Microsoft Office
JIEKIIIOHHOT'O TUIIA, 3aHATUN MecT (CTOJIBI KOMITBIOTEPHBIE, CTOJBI 2010
CEMMHAPCKOI0O TUIA, IPAKTUYECKUX 3aHATHH, MUCBMEHHBIC, CTYIIbsI, pabodee MecTo Kaspesky Endpoint
IPYIIOBBIX ¥ HHIUBHIYTbHBIX IperoaaBarets, mkad, nocku | Security
KOHCYJIBTAIHH, TeKYIIETO HacTEHHEIC,
KOHTPOJIS ¥ IPOMEXKYTOUHOI ayIUTOPHEIE).
arTecTay (KOMIbIOTEPHBII [lepconansHble KOMITBIOTEPBI (B
KJ1acc) KoJr4uecTse 9
mMT.) C TOJKIIOYEHHEM K CeTH
«HTepHET» N
JOCTYTIOM B IEKTPOHHYIO
HH)OPMAIIMOHHO-00pa30BaTEIEHY IO
cpeny By3a, IudpoBas
303 HHTEPAKTHBHAS JIOCKa
TRACEBOARD (B
KOMILTEKTE c TPOrpaMMHBIM
obecriedyeHueM).  JleMOHCTpalMOHHOE
000pyT0BaHKe

(MyTBTUMEIUHHBIA  TPE3CHTAIIMOHHBII
KOMILIEKC

B COCTaBe  NPOEKTOpa,  JKpaHa,
aKTUBHOM

aKyCTHYECKOI CHCTEMBI,
MIEPCOHATEHOTO

KOMITbIOTEpPa) W y4eOHO-HarJsiaHbIC
mocoous (B

T.4. B 3JICKTPOHHOM BHJIC)




Aynuropus Haznauenue ObopynoBanue IIporpammuoe

obecrieyeHre
VYuebOHast ayauTOpus UIs CnenmammsupoBanHas MeOenb Ha 28 | Microsoft Windows
TIPOBEJICHUS 3aHATUIN IOCa0YHBIX Microsoft Office
JICKIIMOHHOTO THIIA, 3aHSATHH MecCT (CTOJIbI KOMIBIOTEPHBIE, CTOJIBI 2010
CEMUHAPCKOTO THITA, TPAKTUIECKUX 3aHATHH, ITICEMEHHBIC, CTYJIbsI, pabodee MecTo Kaspesky Endpoint
TPYIIIOBBIX ¥ HHIUBHIYATbHBIX IIperoaBarets, mKad, nocku | Security
KOHCYJIbTAI[Hi, TCKYILIETO HACTCHHBIC,
KOHTPOJIS U IPOMEKYTOYHOM ayTUTOPHEIE).
aTTeCTaIlIH. [epconansHble KOMITBIOTEPHI (B
Jlaboparopust Konuuectse 11
HH()OPMAIOHHBIX TEXHOJIOTHI MT.) C T[OJKIYCHHEM K  CETH
(;maboparopusi, ocHaIIEHHAs «HTepHET) M
71a00paTOPHEIM JOCTYTIOM B IEKTPOHHYIO
000pyI0BaHUEM) “HPOPMAIMOHHO-00Pa30BaTENbHYIO
309 (KOMITBIOTEPHBIN KJ1acc) cpeny By3a, IudpoBas
HHTEpakTHBHa1  Jocka  PolyVision
Webster TS

600 (B KOMIUIEKTE C POTrPaMMHBIM
obecrieucHreM). JleMOHCTpaMOHHOE
obopynoBanue (MyJIbTHMEIUHHBIN

NIPEe3eHTAMOHHBIN KOMILJIEKC B
cocTaBe

TIPOEKTOPA, 3KpaHa, aKTHUBHOMN
aKyCTHUECKOI

CHCTEMBI, MIEPCOHATEHOTO

KOMITBIOTEPA) U
y4eOHO-HarIsaHbIe Toco0us (B T.4. B
9EKTPOHHOM BHUJIE).

9. BOCITIUTATEJIBHAS PABOTA

Bocrmranne o0ydJarommxcs TMPH OCBOCHHHM HWMH OCHOBHBIX IPO(ECCHOHAIBHBIX 00pa3oBaTenbHBIX mporpamMm (mamee — OITOII)
OCYIIECTBISIETCSI HAa OCHOBE pabodell NMporpamMMbl BOCHHTaHHS M KATCHIAPHOTO IUTaHA BOCIUTATENBHON pPabOTHI, BKIIOUaEMBIX B
OIIOIL.

Ilenms BocmUTaTenTbHOM pPabOTHI — CO3MaHWE YCIOBHHM IS aKTUBHOM KM3HENESATENFHOCTH OOYYAOIIMXCs, HX TPaKTAHCKOTO
CaMOOIIpeeNeHHs, MPO(PEeCCHOHANBHOIO CTAHOBICHHUS M HWHAWBUAYATbHO-THYHOCTHON caMopeanM3aldd B  CO3UIAaTeIbHOU
JEATeNTbHOCTH Ul YHOBICTBOPEHUS] TMOTPEOHOCTEH B HPABCTBEHHOM, KyJIbTYPHOM, HHTEIUIEKTyalbHOM, COLMAIbHOM U
PO EeCCHOHATEHOM Pa3BUTHH.

3amaqM  BOCHHUTAaTeIbHOW pPabOTHI: pPa3sBUTHE MHPOBO33PCHMS U AKTyaTW3alWsd CHCTEMBI 0a30BBIX IEHHOCTEH JIMYHOCTH,
npuoOIieHne K oOIIedenoBedecKUM HOpMaM MOpalM, HAIMOHATBHBIM YCTOSM U aKaJeMHYeCKUM TPaMIUAM; BOCIHMTaHHE
YBOKEHHMS K 3aKOHY, HOpPMaM KOJUIEKTUBHOH JKH3HM, DPa3BUTHE TIPKJAHCKOH M COLMATBHONM OTBETCTBEHHOCTH; BOCIUTaHUE
MOJIOKUTENFHOTO OTHOWICHHS K TpPyHAy, (OPMHUpOBaHHWE KyJIBTYpHl M OSTHKH MPO(GECCHOHATBHOrO OOMmEHUS; (GOpMHPOBaHHE
JUYHOCTHBIX KauecTB, HeoOXoamMbIx a8 3(ddexTuBHON mnpodeccHoHanbHON — IESATENPHOCTH; BOCHHTaHHE BHYTpPEHHEH
HNOTPEOHOCTU JMYHOCTH B 3J0POBOM 00pase >KU3HHM, OTBETCTBEHHOIO OTHOLIGHHUS K MPHPOIHOW U COIMOKYJIBTYPHOH Cpeje;
MOBBIIICHHUE YPOBHS KyJIBTYPHI 0€3011aCHOTO ITOBEICHHUS.

Ocobennoctr W Tpaguimu VHCTHTYyTa OOYCIOBIMBAIOT —CIIEAYIONINE OCHOBHBIC HANPAaBICHMS BOCIUTATeIbHOW  pabOTHI:
HaTPHOTUYECKOE, TPaXIaHCKOE, TyXOBHO-HPAaBCTBEHHOE, KyIbTYpHO-TBOPUYECKOE, HayyHO-0Opa3oBaTelbHOE, INPOohecCHOHATHHO-
TPYZOBOE, BOJIOHTEPCKOE (10OpOBOJIBUECKOE), IKOJIIOTHYECKoe, (u3ndeckoe. Buibl nesTenbHOCTH 00y4aromuXcsl B BOCHHUTATENILHON
cucteMe 00pa3oBaTeNbHON OpPraHM3aAllMM: TIPOEKTHas JAEATENBHOCTh (KaK KOJUIGKTHMBHOE TBOPUYECKOE JEN0), BOJOHTEpCKas
JeITeIbHOCTh, Y4EOHO-HCCIICOBATENIbCKAasl U HAy4HO-HCCIIENOBATENCKAs JESTENbHOCTh, JOCYroBas, TBOpYECKas H COLHAIBHO-
KyJIbTypHas A€ATEeIbHOCTD U Jp.

BocmurarensHEI TIOTEHIHAT y4eOHO-HCCIICIOBATeIbCKOH W HayJHO-HCCIIEIOBATENILCKON JIEATENBHOCTH pealu3yeTcsl B Ipolecce
pa3BUTHS  HCCIIEHOBATENBbCKON KOMIICTEHTHOCTH OOYYaloIWXCs Ha MPOTSHKEHHM BCEro Cpoka ux oOydeHms B HHcTHTYTe.
PesynbTarhl CTyAeHUECKOH HAayYHO-HCCIENOBATENbCKON MAEATENbHOCTH IPOXOAAT ampoOalui0 B paMKaX HAydHBIX M Hay4dHO-
HPaKTUYECKUX KOH(PEPEHINH Pa3IMYHOTO YPOBHS, B T.4. KOH(EPEHIIMH, OPraHU30BaHHBIX THCTHTYTOM.

ConnanbHO-KyNbTypHast ¥ TBOpYECKas eATeNbHOCTh OOyJalOIIMXCSl peann3yeTcs INpH OpraHW3aldk W IPOBEICHUHM 3HAYHMBIX
COOBITHMII M MEpONPHATHH TI'POKIAHCKO-IATPUOTHUECKOM, HAYYHO-HCCIEAOBATENbCKOH, COLMOKYIBTYPHOH M  (HU3KYJIBTYpHO-
CIOPTUBHON HampaBAeHHOCTH. Buapl TBopueckoil pesTenbHOCTH oOyuaromuxcs B MHCTHTyTe: My3bIKalbHOE TBOPYECTBO,
xopeorpapHuecKoe TBOPIECTBO, TeaTPATHEHOE TBOPUECTBO, HAYYHOE TBOPUYECTBO, MEIHAITPOCKTHI U AP.

BomonTepckas meATeNbHOCTh OOYYalOIUXCSl — INHPOKHH KpPYr HANpaBlICHUI CO3MAATENbHON EeSTENPHOCTH, BKITFOUAOIINH
paznuuHbele (QopMBI TpakmgaHckoro yuacTus. [lo uHHIMaTMBe OOydarOIIMXCS M IpU UX aKTUBHOM y4yacTUH B HHCTUTyTe
OCYILECTBIISIET CBOIO AESATEIILHOCTD 10OPOBOJIBUECKUH OTPsia «MBbI».

Pearmzamio  PaGouell mporpaMMbl BOCIIMTAaHHS —ITOMOTaeT OOECIeunBarTh B3aUMOJCHCTBHE C PA3IMYHBIMU  CONUATBHBIMH
UHCTHTYTaMH, cyObekTamu BocmuTaHus. Oco0oe 3HadeHHe MIs8 BOCIUTATENBHOTO IpoLecca MMEeT OpraHM3alus IMPaKTHIecKOi
JEATENbHOCTH OOYYalOIMXCs C LENBI0 Pa3BUTHA INPO(ECCHOHATBHBIX KOMIICTCHIMH B YCJIOBHAX MHCTHTYTa M NPOQHIBHBIX




YUPEKACHUN U OPraHU3aLMMI.

10. OCOBEHHOCTH OBYUEHUSI HHBAJIAIOB U JINL[ C OTPAHUYEHHBIMHA BO3MOKHOCTSIMHU 3JOPOBbSI
(OB3)

B mponecce n3ydeHNs AMCIMIUIMHBI M OCYIIECTBICHHS MPOIEYpP TEKyIero KOHTPOJIS YCIIEBaeMOCTH W IIPOMEKYTOYHOM
arTecTallill HWHBAIUIOB U JIUIl C OTPAaHWYCHHBIMU BO3MOXKHOCTSMH 3I0POBBSI NPUMEHSIOTCSA aJalTHPOBaHHBIE ()OPMBI OOYUIEHUS C
Y4ETOM UHIMBUIYATBHBIX NCUXO(U3HOIOTHUECKIX 0COOCHHOCTEH.

OOy4eHHEe JHI[ C OTrPaHWYCHHBIMA BO3MOXKHOCTSMH W WHBAIWAOB OPraHW3YeTCs Kak COBMECTHO C JPYTHMH
O0YyJaromMMHUCS Ha JICKIIHOHHBIX M NPAKTUYECKUX 3aHATHAX, TaK U [0 MHAWBHAyaTbHOMY ydeOHOMy IutaHy. Bo Bpems mpuemHOH
KaMIIaHWW, a TalKe BO BpeMs CHAuU Pa3iIUyYHBIX (OPM MPOMEKYTOUHOM M TOCYJapCTBEHHOH HTOrOBOW arrectauuu B VHCTUTYTE
CO3/1aHBl HEOOXOJMMBIC YCIIOBHS JUIS OKa3aHHs TEXHWYECKOW MOMOINM HMHBAIUIAM M JIMLAM C OTPaHHYCHHBIMH BO3MOXKHOCTSIMH
3I0pPOBBs (TIPH HEOOXOAMMOCTH MOJXKET OBITH JIOMYIICHO NPHUCYTCTBHE B ayAUTOPHH ACCHCTEHTOB, COIPOBOXIAIOIINX JIHI], COOaKHU-
MOBOABIPS U T.IL.).

OOyuarolyecst U3 4ncia MHBAIUIOB W JIMI C OTPaHUMYEHHBIMH BO3MOXHOCTSIMH 3/10POBbSI, NP HEOOXOAMMOCTH, MOTYT
OBITH 00eCTeYeHB! 3JIEKTPOHHBIMHA ¥ TEYaTHBIMH OOpa3OBATENBHBIMH PECypcaMH C y4YeTOM WX WHIUBHIYATbHBIX IMOTpEeOHOCTEH.
Jlns peanmzanuy HOCTYIHOM Cpensl MPH HEOOXOAMMOCTH B YIeOHOM IIpOIeCCe MOTYT OBITh 3aieiCTBOBAaHBI JOKyMEHT-Kamepa Ui
YBEJIMYCHUSI TEKCTOBBIX ()ParMEHTOB W M300paKEHHMH (Ui JIMII ¢ HApYIICHUSMH 3pEHMs) W IEepeHOCHas WHIYKLMOHHAs cucTeMa
Jutst ciabocnplmamux «McTox» A2 co BCTPOSHHBIM IIIIEEPOM — 3BYKOBBIM HH(OPMAaTOpOM.

OBC «YHuBepcuTeTcKas OMOMUOTEKa OHJIAMH» MpenocTaBiseT oOydarommMmcs ¢ OB3 (1o 3peHuIo) psia BO3MOXKHOCTEH
st obecrieueHust dPPEeKTHBHOCTH Tpoliecca oOydeHusa. Ilpu ureHmu macmTad CTpaHHIBI caifTa MOXKHO YBEIMYHUTh C HMOMOIIBIO
CIICLMATBFHOTO 3Ha4YKa Ha TJIaBHOHM cTpaHuie. MOXKHO HCIIOJNB30Barh ITOJHOIKPAHHBIA PEXUM OTOOpaKEHMS KHHMIU WM BKIIOYHTH
03BYYHMBaHHE HEMOCPEACTBCHHO C caldTa TpU TOMONIM MpOrpaMM OJKpaHHOro JocTyma (Hampumep, Jaws , «Balabolkay).
CkaunBaeMble (parMeHTsl B (opmare pdf, WMmeromme BBICOKOE KadeCTBO, MOTYT HCIIOJIB30BAaThCS THUQIIONPOTpaMMaMH UL
TOJIOCOBOTO O3BYYMBAHHUSI TEKCTOB, MOTYT OBITh 3arpy’KeHbl B THU(JIOIUIEEPHI, a TAK)Ke CKONUPOBAaHbI Ha JIt00OE YCTPOWCTBO ISt
KOM(OPTHOTO YTEHHSI.

CepBuc OBC «lluTaTHUK» TIOMOTaeT MONB30BATENIO0 W3BJIEYh NUTATy W aBTOMAaTHUeCKH (opMHpPyeT KOPPEKTHYIO
6ubmHOrpagUIEcKyt0 CCBIIKY, YTO OCOOEHHO aKTyalbHO A JHI[ C OTPAaHHYCHHBIMH BO3MOXHOCTSMHM U 00JerdaeT Iporecc
HaIMCaHUsI KyPCOBOI MIIM BBITYCKHOHM KBaIN()UKAIMOHHON PabOTHI.

Jns moarotoBkH K 3aHATHAM oOydaronmecss ¢ OB3 (1o 3peHHI0) MOTYT HCHOJIb30Bark MoOWIbHOE mpmioxenne DBC
«Jlanb», TpemHa3HaYeHHOE [UIS O3BYYMBAaHUS TEKCTa KHHUTH. PeXXUM JOCTyma: 3JEeKTPOHHBIM, NPHIOKEHHE CKAuMBACTCS
oOyyarouMesi  CaMOCTOSITENIbHO C caifita e.lanbook.ru, HeoOxomuMoe ycioBue: ObITh 3aperucTpupoBaHHbIM B OBC  «JlaHby.
Hcnone3yercst cBOOOIHO pacripocTpaHseMas IIporpaMmma 3KpaHHoro goctyna Nvda.

[MompoOHee 00 opraHu3auy JOCTYIMHOW Cpeabl CM. COOTBETCTBYIOIIMH pa3liel OCHOBHOW MPOQeCCHOHATLHON
00pa3oBaTeNnbHOM MPOTrPaMMBI.
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