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Cemectp
(<Kypc>.<Cemectp 212 |[3@0)
Ha Kypee>) Hroro
Henens 21 14
Bup 3anaruii VII | PII | VII | PII | VII PII
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[Iporpammy cocraBui(n):
cm. npen. Cybepnsax Hamanvs Bukmopoena

Pabouas mporpamma IUCHUTUIMHBI
Opranuszanmsi CEKpeTapcKoro 00¢J1y:;KuBaHUA

paspabotana B coorBercTBun ¢ ®I'OC BO:
®denepanbHbIl TOCYIAPCTBEHHBIN 00pa30BaTENIbHBIA CTaHAAPT BBICIIEr0 0Opa3oBaHMs - OakajaBpuar IO

HanpasieHuto noarotoBku 46.03.02 JlokymeHTOBeieHHEe U apxuBoBeneHHe (mpuka3 MunoOpnayku Poccun
ot 29.10.2020 r. Ne 1343)

CoCTaBJICHA HA OCHOBaHNH y‘IC6HOFO IIaHa

« JlokyMeHTOBEIEHHE U apXUBOBEJIEHUE», YTBEPXKIECHHOIO YUEHBIM COBETOM By3a, Iporokosn Ne 12 or
23.04.2025 1.

Pabouas mporpamma oj00peHa Ha 3acefaHMM Kadeapbl OMOIMOTEYHO-UH(OPMAIIMOHHON JIeSTeNbHOCTH,
JOKYMEHTOBEICHHSI U apXUBOBEICHHS

npotokoa Ne 9 ot 14.05.2025 r.
3aB. kadenpoit Kauanora Enena IOpreBHa



BusupoBanue PIIJI 1151 ucrioiHeHUsI B 04epeHOM y4eOHOM roay

Pabouast mporpamma repecMoTpeHa, oocykIeHa 1 0400peHa uis
ucrionHeHns B 2026-2027 y4eOHOM Toy Ha 3aceJaHUH Kadeapsl

6H6JIPIOTe‘lH0-I/IH(l)OpMalIHOHHOﬁ AeATCIbHOCTH, JOKYMEHTOBECACHHUS U aPXUBOBEACHUA

ITpoTokon ot 2026r. N
3aB. kadpenpoit Kauanosa Enena FOpbeBHa

Buzuposanue PII/] niis1 ucnoJIHEHUSI B 04epPeTHOM Y4eOHOM roxy

Pabouast mporpamMmMa repecMoTpeHa, 00cykaeHa 1 0100peHa I
ucnonHeHus B 2027-2028 yueGHOM rofy Ha 3acegaHuu Kadeapbl

010JIM0TEeYHO-UH(POPMALIMOHHOM 1eATEIHLHOCTH, JIOKYMEHTOBE/ICHUSI U ApXHBOBEICHUS

ITpoTokon ot 2027r. Ne
3aB. xaenpoit Kauanosa Enena FOpreBHa

BusupoBanue PIIJI 1iis1 ucrioiHeHUsI B 04epeHOM y4eOHOM roay

Pabouast mporpamma repecMoTpeHa, oocykIeHa 1 0J00peHa s
ucrionHeHus B 2028-2029 yyeOHOM roy Ha 3aceJaHUH Kadeapsl

6H6JIPIOTe‘lH0-I/IH(l)OpMalIHOHHOﬁ AeATCIbHOCTH, JOKYMEHTOBECACHHUS U AaPXUBOBEACHUA

ITpoTokon ot 2028 1. Ne
3aB. kadenpoit Kauanosa Enena FOpbeBHa

Buzuposanue PII/] i1 ucno/IHEHUSI B 04epPeTHOM y4eOHOM roxy

Pabouast mporpamMmMa repecMoTpeHa, 00cykaeHa 1 0100peHa I
ucnonHeHus B 2029-2030 yueGHOM roy Ha 3acegaHuu Kadeapbl

010JIM0TEeYHO-UH(POPMALIMOHHOM 1eATEIHLHOCTH, JOKYMEHTOBE/ICHUSI U ApPXHBOBEICHUS

ITpoTokon ot 2029r. Ne
3aB. xaenpoit Kauanosa Enena FOpreBHa




1. IEJIX OCBOEHU JUCHUITJIMHBI (MOAY JIST)
V3ydeHne OCHOBHBIX TEXHOJIOTHYECKUX IIPOIECCOB pabOTHI CeKpeTapsl.

2. MECTO JUCHUILJIMHBI (MOJYJISI) B CTPYKTYPE OBPA3OBATEJBHOM ITPOT'PAMMBI

Iukn (pazmen) OIT: | F1.B

2.1| TpeGoBaHus K NpeBapUTEIbHONH NOATOTOBKE 00y4AI0IErocs:

2.1.1| OcHOBBI NPaBOBBIX 3HAHHN B OOJACTH JOKYMEHTOBEICHHS W apXUBOBEICHUS (&IMHHUCTPATHBHOE, WH(POPMAIHOHHOE,
apXHUBHOE, IPAXKIAHCKOE)

2.2 | JucumninHbl (MOAYJIM) M MPAKTHKH, VI KOTOPBHIX OCBOEHHE JAHHOI TUCIUILTUHBI (MO1YJs1) HEO0XOAMMO KaK
npealecTByonee:

2.2.1| KaapoBoe JeONpOU3BOICTBO U ApXUBbI JOKYMEHTOB MO JINYHOMY COCTaBy

2.2.2| YupasieHue NepCoHaIOM

3. KOMIETEHIU OBYYAIOIIET OCSI, ®OPMHUPYEMBIE B PE3YJIbTATE OCBOEHUS JUCHUATIINHEI
(MOJLYJIST)

IK-7: CniocodeH ocylIecTBISTH OPraHH3aUOHHOE, TOKYMEHTAIIMOHHOE H HH(OPMAIHOHHOE o0ecreYeHne AesiTeTbHOCTH
PYKOBOIHTEJISI OPraHN3AIHH

3HaTh:

- crnenu(uKy OCHOBHOH IEATENbHOCTH OpraHW3allMH, YIPaBICHYECKYIO0 CTPYKTYPY OpraHM3alWH, PYKOBOACTBO OpraHU3alllH,
KPYT HX ITOJTHOMOYHUH M OTPaHUIEHHUS 30H UX OTBETCTBEHHOCTH;
- (DyHKITNH CAMOMEHEKMEHTA;
- IpaBHJIa BEICHHUS JIEIIOBOTO OOILIEHUS U JIEIOBOTO 3THKETA,;
- IpaBUJIa COCTaBICHUS U O(OPMIICHHS YIIPABICHYECKUX JTOKYMEHTOB;
- ONTHUMAJBHBIE CIIOCOOBI MH(MOPMHUPOBAHUS IMAPTHEPOB, KIMEHTOB, ITOCETHTENCH, PYKOBOACTBO M COTPYAHHUKOB O IUIAHHPYEMBIX
MEpOIpPUATHSX;
- ycnoBus, obecneunBatomue 3hHEeKTUBHYI0 paboTy PyKOBOAUTES;
- IpaBUJIa 3aIUTH KOHPHICHINAIBHON U CITy)eOHOH nHOpManuy;
- TOPAIOK OpraHU3aluH HH(OPMAIMOHHOE B3aMMOIECHCTBHE PYKOBOIUTENS C PaOOTHMKAMH, CTPYKTYPHBIMH IOIpa3/IeICHUAMH U
JPYTHMH OpTaHHU3AIUAMY;
- IpaBUJIa OATOTOBKY HH(OPMALMOHHO-aHAJTUTHYECKUX MaTepHAOB;
- TpeOOBaHMS OXpaHBI TPyAa.
Ymern:

- IUTAHUPOBATh pabodee BpeMsi pyKOBOIUTEIIS;
- IUTAaHUPOBATh pabodee BpeMs CeKpeTapsi;
- OPraHu30BBIBATH TeJIe(h)OHHBIC IEPETOBOPHI;
- OpTaHM30BBIBATh PAOOTY C MOCETUTEISIMH B IPUEMHOMN PYKOBOIUTEIIS,
- MOJITOTABINBATh, IPOBOIUTH U OOCITYKHBATh KOH()EPEHTHBIE MEPOTIPHUSITHS;
- OpraHM30BBIBATh U MOAJCPKUBATH PYHKIIMOHATIBHOE pabouee MPOCTPAaHCTBO B IPUEMHO U KaOUHETe PYKOBOAUTEIIS;
- OpraHM30BBIBATh HHPOPMAITMOHHOE B3aMMOICHCTBHE PYKOBOJUTENS C MOAPA3CICHUSIMU M TODKHOCTHBIMHY JIMLIAMH;
- OpraHM30BHIBATh HHPOPMAITMOHHOE B3aMO/ICHCTBHE PYKOBOIUTEIS C OPraHU3aAIMSIMU;
- aHAIM3UPOBATH UHPOPMAIUIO U IOATOTAaBINBATh HH(OPMALMOHHO-aHATUTHYECKIE MaTepHaJIbl.

Baagern:
- HaBBIKOM OPTaHH3alMOHHOT0, TOKYMEHTAIIHOHHOTO 1 HH(POPMALMOHHOTO 00ecIeueH sl IeTeIbHOCTH OPraHu3alllu;
- HaBBIKOM OPraHH3allMOHHOTO, JIOKYMEHTAIlMOHHOTO W HWH(MOPMAIMOHHOTO OOCCIECYCHUS JAEATCILHOCTH PYKOBOIUTEIS
OpraHu3aIuy.

B pe3ynbTaTe 0cBOCHUsI JHCIMIJIHHBI (MOXYJIs1) 00YHAIOUIUCS TOJKEH
3.1 3Harhb:
- crmeuu(uKy OCHOBHOH JEATENPHOCTH OpPTaHM3alldH, YIPaBIEHUYECKYI0 CTPYKTYpy OpraHu3aliH, pPYKOBOJCTBO
OpraHu3aIiK, KPYT UX MOJHOMOYHI U OrpaHHUYCHHS 30H HX OTBETCTBEHHOCTH;
- (h)yHKIMH CAMOMEHEKMEHTA;
- paBHJIa BEICHMUS IEIOBOTO OOLICHUS U IEIOBOTO 3THKETA,
- IpaBUJIa COCTABICHHS U O(OPMIICHHS YIIPABIECHUECKUX TOKYMEHTOB;

- ONTHMaJbHBIE CHOCOOBI WH(GOPMUPOBAHHWSA IAPTHEPOB, KIMEHTOB, IOCETUTENEH, PYKOBOACTBO U COTPYJHHUKOB O
IUIAHUPYEMBIX MEPOIPUATHSAX;

- ycnoBus, obecneunBaromue 3hHeKTUBHYIO pabOTy PyKOBOAUTES;
- mpaBHJIa 3aIIUTHl KOH(UASHINATBHON U CiTykeOHOII nHpopManuy;

- TOpSNOK OpraHu3anuy HWHGOPMAIMOHHOE B3aHMOJCHUCTBHE PYKOBOAWTENS C pPAabOTHHUKAMH, CTPYKTypHBIMU
HOJAPAa3ACIICHUAMHU U IPYTUMU OpraHU3alUsAMH;

- IpaBUJIa OArOTOBKY HH(OPMALMOHHO-aHAJINTHYECKUX MaTEPHANIOB;
- TpeOOBaHHs OXpaHBI TPYyAa.



3.2 YMmers:
- IUTAHUPOBATH pabouee BpeMsi pyKOBOIUTETIS;
- IUTAHUPOBATh pabodee BpeMs CeKpeTaps;
- OpTaHW30BHIBATH TENC(POHHBIE IIEPETOBOPHI;
- OPTaHW30BBIBATh PAOOTY C MOCETUTEISIMU B TIPUEMHOMN PYKOBOJIUTEIIS,
- MOJITOTABIIMBATh, MPOBOIUTH U OOCTYKHBATh KOH(EPEHTHBIC MEPOTIPHSITHS;
- OPTaHM30BBIBATh U MOANCPKUBATh QYHKIIMOHATBHOE padouee MPOCTPAHCTBO B MPUEMHOM U KaAOWHETE PYKOBOJAUTEIIS;
- OpraHM30BBIBATh HHPOPMAITMOHHOE B3aMMO/ICHCTBHE PYKOBOIUTENS C MOAPA3ACICHUSIMHU U JOKHOCTHBIMHY JTHIIAMH;
- OPraHU30BBIBATh HH(POPMALMOHHOE B3aHMO/ICHCTBHE PYKOBOIUTENS C OPraHU3AIHSIMHU;
- aHAJM3UPOBATh HH(POPMALIUIO U MOATOTABINBATH HH(POPMAIIMOHHO-aHATUTHICCKIE MATCPHAIBI.



3.3 UMeTh HABBIKM M (MJIH) ONBIT AeATEJIbHOCTH:

- OpTaHNU3allHOHHOT0, JOKYMECHTAIIUOHHOTO 1 I/IH(l)OpMaHI/IOHHOFO obecneueHus JACATCIBHOCTH OPTraHnU3aluu,

- OpPraHW3alMOHHOTO, JOKYMEHTAIMOHHOTO W  HWH(OPMAIIMOHHOTO OOECHEeYCHHS JEATENbHOCTH  PYKOBOIHUTEIS
OpraHu3aluH.
4. CTPYKTYPA U COAEP)KAHUE JUCIUIIJIMHBI (MOAY JISI)
HaumeHoBaHue pa3jiejioB U TeM /BU/ 3aHSATHS/ C/elnca)e/lc;p Yacos Komnerenuuu Jlutepartypa
Pa3znen 1. Poab cekperapsi B CTPYKType ynpaBjleHUSI W
pasau4HbIX GopMax genoBoro odwenus /Pasnen/
Tema 1. McTopust 1ODKHOCTH CEKPETaph 2
Hcropus nomKkHOCTH cekperapb (Jiekius) /JIex/ 2 K7 JIT.1J11.2 J11.3J12.1
JI2.2 J12.3
HcTopust TOKHOCTH ceKpeTaph (ceMuHapckoe 3austue) /Cem 5 K7 JIT.1 J11.2 J11.3J12.1
3an/ ) I2.2712.3
HcTopust JOMKHOCTH CeKpeTaph (TeKymmii KoHTpons) /TK/ 2 K-7 JI1.1 J11.2 J11.3J12.1
JI2.2 J12.3
HcTopuss TOMKHOCTH CEeKpeTaph (caMoCTosATeNbHas paboTa) 5 K7 JIT.1 JI1.2 J11.3J12.1
/Cp/ ] J12.2J12.3
Tema 2. YnpaBneHueckass ”HGOpMaLUs: ee BUbI U CBOWCTBA. )
Poxp cexperaps B mepenade ynpaBiieHuecKoi HHpopManuu
VYnpapnendeckass HH(OpMAIU: €€ BHUABI H_CBOHCTBA. Poib 1.1 112 7137121
ceKperaps B Iepegaue yIpaBieHYeCKOH HHPOpMaLuU 2 IK-7 2 1.3
(mexnus) /JIex/ ) )
Yopaiendeckas HHpOpMAIHs: €€ BUABI H_CBOHCTEA. Ponb 1.1 7112 71130121
CeKpeTaps B Iepeladye yIpaBICHYSCKOH HH(pOpManuu 2 IK-7 .2 1.3
(mpaxtuaeckoe 3ansaTue) /IIp/ ’ '
VYnpaenendeckass UH(GOpMAaLUs: €€ BHUABI U _CBOHiCTBa. Poinp 11 0112 1130121
CeKperaps B TIIepelade yIpaBICHUSCKOH HWH(pOpManuu 2 IK-7 A 23
(camocrositenbHas padota) /Cp/ ) )
VYnpaenendeckass UH(QOpMALUs: €€ BUIBI 1 cBofCTBa. Poinb 11112 1130121
ceKpeTaps B Iepegade YNpaBICHYSCKOH WHQPOpPMAIUH 2 I1K-7 2.2 2.3
(texymmmit koHTpONs) /TK/ ' ’
Tema 3. TpebGoBaHms K JEIOBOMY HMHIKY CEKpeTaps )
(TTOMOITHHUKA PYKOBOIUTEIIS)
TpeOoBaHHMs K ICTOBOMY HMUIDKY cekpeTapst (Jiekiws) /Jlex/ 2 K7 JI1.1J11.2 J11.3J12.1
J12.2J12.3
TpeOoBaHHs K NIEIOBOMY HMHUJKY CeKpeTaps (CEMHHApCKOe ) K7 JIT.1 JI1.2 JI1.3J12.1
3anstue) /Cem 3an/ ) J2.2J12.3
TpeboBanus K JIeJI0OBOMY AMUJDKY cekperaps 4 K7 JI1.1 J11.2 JI11.3J12.1
(camocrositenbHas padota) /Cp/ ] JI2.2 J12.3
Tema 4. ®opMmbl 1€70BOT0 OOIIEHUS: IEPETOBOPHI 2
®DOpMEI JIEIIOBOTO OOIIEHMS: TTeperoBopsl (Jiekius) /JIex/ 5 K7 JIL.1 J11.2 J11.3J12.1
JI2.2 J12.3
@opMbl  1e0BOr0  OOIIEHWS:  TEeperoBopbl  (TeKyIuit 1 K7 JIT.1J11.2 J11.3J12.1
koHTponb) /TK/ ) 2.2 1123
DOpMBI IEI0OBOTO OOIIEHHS: MEPETOBOPHI (CaMOCTOSATEIbHAS 4 K7 JIT.1 J11.2 JI1.3J12.1
pabota) /Cp/ ) 2.2 1123
Tema 5. ®opMBbI 1€70BOTO OOIIEHUS: COBETAHHS 2
DopMBI JIeTOBOTO OOIEHHs: coBelanus (Jekius) /Jlex/ 2 MK-7 JI1.1J11.2 J11.3J12.1
J12.27J12.3
@opMBI 1eTOBOrO OOLICHUS: COBEIIAHUS (CaMOCTOSATEIbHASL 4 K7 JI1.1 J11.2 JI11.3J12.1
pa6ora) /Cp/ ) J2.2J12.3
Tema 6. ®Dopmbl A€IOBOrO OOIICHUS: KPYIJIbIE CTOJbI, )

JTUCKYCCHH, 1e0aThl, MPEHUH




Cemectp

HaumeHnoBaHue pa3iesioB U TeM /BU/I 3aHATHS/ / Kype Yacos Komnerenuun Jlutepatypa
®DOopMBI  1eTIOBOTO  OOIIEHUS: KPYTJbIE CTOJBI, JHUCKYCCHUH, ) K7 JIT.1 JI1.2 JI1.3J12.1
nebatsl, mpernu (Jexuust) /JIex/ ] JI2.2J12.3
@DOopMBI  1eIOBOTO  OOIIEHUS: KpPYTJbIe CTOJBI, JHUCKYCCHUH, 6 K7 JIT.1 JI1.2 J11.3J12.1
nebathl, mpeHnu (camocTosTenbHas padora) /Cp/ ] J12.2 J12.3
Tema 7. @opMbI 1€710BOTO OOIICHHUS: JIOKIIA]IbI 2
@Dopmsbl 1e110BOT0 00meHNs: JOKIab! (JTeKiws) /JIex/ 6 K7 JI1.1 J11.2 JI1.3J12.1

J12.2J12.3
®opMbl  1€70BOrO  OOLIEHMS: JOKIaabl  (IIPaKTUYECKOoe 4 K7 JI1.1 J11.2 JI11.3J12.1
sansarue) /IIp/ ) 2.2 1123
®DopMBI 1e0BOTO OOMICHUS: JOKIAAbl (TEKYIIUil KOHTPOIb) 1 K7 JIT.1 JI1.2 J11.3J12.1
/TK/ ) J12.2J12.3
@opMBI  ETOBOTO OOMIEHUS: AOKJIAABI (CaMOCTOSTEIbHAS 6 K7 JI1.1 J11.2 J11.3J12.1
pa6ora) /Cp/ ] J2.2J12.3
Tema 8. @opMbl jgernoBOro  OOIIEHHS:  COOOIICHUS, )

MIPUBETCTBUS, CAMOTIPE3CHTAITHS

®DopMBbI  JIeNIOBOTO  OOIICHHUSA: COOOIICHHUS, TPUBETCTBHUSI, 5 K7 JI1.1 J11.2 JI11.3J12.1
camonpeseHTanus (Jexmwst) /JIex/ ] J12.2 J12.3
®opMmbl  1€TIOBOTO  OOIEHUS: COOOIICHHSI, TPUBETCTBHUS, 4 K7 JI1.1 J11.2 JI11.3J12.1
camonpe3eHTanus (nmpakrudeckoe 3ansrue) /TIp/ ] JI2.2 J12.3
@DopMBbI  1e0BOTO  OOLICHUS: COOOIICHHUS, MPUBETCTBHUSL, 1 K7 JI1.1 J11.2 J11.3J12.1
camomnpe3eHTanus (Tekymuil kouTpois) /TK/ ) JI2.2 J12.3
@DOopMBI  IeNIOBOTO  OOIICHHUS: COOOIICHHUS, TPUBETCTBHS, 6 K7 JI1.1 J11.2 J11.3J12.1
camonpeseHTauus (camocroarenbHas padora) /Cp/ ) JI2.2 J12.3
Tema 9. @opmbl femoBoro  OOWICHHUS:  coOpaHWA, )

npecc-KoHpepeHIH

®DopMBI JETOBOrO OOIICHUS: COOpaHusl, mpecc-KOH(epeHIUH 5 K7 JI1.1 JI1.2 JI1.3J12.1
(nextms) /Jex/ ] 227123
®DopMBI JET0BOTO OOIIEHHUS: COOpaHusl, mpecc-KOH(pEepeHIIUH 5 K7 JI1.1 J11.2 JI11.3J12.1
(cemmHapckoe 3ansTre) /Cem 3an/ ] JI2.2 J12.3
®DopMbI AETOBOrO OOIIEHUs: coOpaHusl, mpecc-KOH(pepeHIun 1 K7 JIT.1J11.2 J11.3J12.1
(Texymuit koHTpOIIH) /TK/ ) J12.2 J12.3
®DopMBI AETOBOTO OOIIECHUS: cOOpaHusl, mpecc-KOH(pepeHInn 6 K7 JIT.1 J11.2 JI1.3J12.1
(camocrosiTenbHas padota) /Cp/ ) JI2.2 J12.3
Tema 10. Popmsl nmenoBoro oOmEHHS: oOmeHHe dYepes

cpencTea MaccoBOH KOMMYHHKAIIHH: TeneOHHbIE 2

HIePETOBOPHI

®DopMBI  1ETOBOTO  OOIIEHMS: OOIIEHHE dYepe3 CpencTBa

MaccoBOH  KOMMYHHKALIMU:  TeleQOHHBIE  MEePETOBOPHI 2 TIK-7 AL JJ.[IZI 22 ;}21 ; 2.1
(mexnus) /JTex/ ’ ’
®DopMBI  1ETOBOTO  OOIIEHMSA: OOIIEHHE dYepe3 CpencTBa ) K7 JIL.1J11.2 J11.3J12.1
MaccoBOW KOMMYHHKaluH (MpakTuueckoe 3austue) /IIp/ ) JI2.2 J12.3
®DOopMBI  IETOBOTO  OOIIEHMS: OOIIEHUEe dYepe3 CpelcTBa | K7 JI1.1 J11.2 J11.3J12.1
MaccoBOH KOMMYHHKAIWH (TEKYIHid KOHTpoib) /TK/ ) JI2.2J12.3
®DopMBI  ICIIOBOTO  OOIIEHHS: OOIIEHHE dYepe3 CpelCcTBa 6 K7 JI1.1 JI1.2 JI1.3J12.1
MaccoBOH KOMMYHHKAIIUU (camMocTosiTenbHast pabora) /Cp/ ] JI2.2 J12.3
Tema 11. Dopmbl AenoBoro OOWICHUS: OOLICHHE Yepes )

CpeICTBa MacCOBOM KOMMYHHKAIIMU: IHTEpHET CBA3b

®opMbl  1EIOBOTO  OOLIEHMA: OOIIEHHE dYepe3 CpencTBa 5 K7 JIT.1 J11.2 J11.3J12.1
MaccoBOW KOMMYHHKanuu: MHTepHET cBA3b (Jiekuus) /JIek/ ) J12.2 J12.3
®opMBI  IETOBOTO  OOIIEHMA: OOIIEHHE dYepe3 CpencTBa 1 K7 JIT.1J11.2 J11.3J12.1
MaccoBoil kKoMMmyHHKanuu: MaTepHeT cBsi3b /TK/ ) JI2.2 J12.3
®DopMBI  IETOBOTO  OOIIEHHS: OOIIEHHE dYepe3 CpelncTBa

MaccoBOH KOMMYHHKAIIWU: Wutepuer CBS3b 4 TIK-7 JLTJIL2 L3121

(camocrosiTenbHas padora) /Cp/

J12.2J12.3




Cemectp

HaumeHnoBaHue pa3iesioB U TeM /BU/I 3aHATHS/ / Kype Yacos Komnerenuun Jlutepatypa
3auer /Pazgen/
Tema 12. I[IpomMeKyTOYHBII KOHTPOJIb 2
TIpomexxyTOUHBIN KOHTPOIB /3a4€T/ 4 K7 JIT.1 J11.2 J11.3J12.1
J12.2J12.3
HaumeHnoBaHue pa3iesioB U TeM /BU/1 3aHATHS/ C/ell\cl;;zp Yacos Komnerenuun Jlutepatypa
Pasnen 2. OcHoBHble (OPMBI CEeKTOPCKO padoThI
/Paznmen/
Tema 13. Vuactue cekperaps B NOATOTOBKE BBICTABOK U 3
CEeMUHAPOB
VYyactue cexperaps B IOJATOTOBKE BBICTABOK U CEMUHApOB ) K7 JI1.1 J11.2 J11.3J12.1
(exuus) /Jlex/ ] JI2.2 J12.3
VYuacTte cekperaps B MOATOTOBKE BBICTABOK W CEMHHApOB 5 K7 JIT.1 JI1.2 J11.3J12.1
(npaxTuyeckoe 3anstue) /Tp/ ] 2.2 J12.3
Tema 14. Opranuzaiusi pabOThI C TOCETUTESIMA B IPUEMHOM 3
PYKOBOIUTEIIS
Opranms3anust pabOTBl € TOCETHUTENSAMH B  IPHEMHOI 4 K7 JI1.1 J11.2 JI1.3J12.1
pykoBoautess (exmus) /JIek/ ) J12.2 J12.3
Opranm3amust padOTBl € TIOCETUTENSAMH B  IPHEMHOI ) K7 JI1.1 J11.2 J11.3J12.1
pykoBoautens (mpaktuueckoe 3anstue) /Ip/ ) J2.2712.3
Tema 15. OkxazaHue 1OMOLIM  PYKOBOAUTENIIO B 3
TUIAHUPOBAHUH PAb0OYEro BpeMEeHU
OkazaHue TIOMOIIM PYKOBOJUTENIO B  IJIAHHUPOBAHHUH 5 K7 JIT.1 JI1.2 J11.3J12.1
pabouero Bpemenn (nexius) /Jlex/ ] 2.2 1123
OkazaHue TIOMOIIM PYKOBOJUTEIO B  IJIAHUPOBAHHH 5 K7 JIT.1 J11.2 J11.3J12.1
pabouero BpemeHH (mpakTudeckoe 3ansrue) /TIp/ ] J12.2 J12.3
Tema 16. [InanupoBanue pabodero AHs cekpeTaps 3
[TmanmpoBanmne pabodero mHs cexperaps (exnms) /JIex/ 1 K7 JI1.1 J11.2 J11.3J12.1
J12.2J12.3
[InanupoBanue pabouero mHsA cekperaps (IIPAKTUIECKOE 1 K7 JIT.1 J11.2 JI1.3J12.1
sansrue) /TIp/ ) 2.2 1123
Tema 17. Opranuzanus U nojaepkanne (yHKIHOHATHHOTO
pabouero  mpocTpaHCTBa  MNpHEMHOW W KabOuHeTa 3
PYKOBOIUTEIIS
Opranms3anust u nojepiKane (yHKIIMOHANBEHOTO pabouero 1.1 J11.2 7137121
MPOCTPAHCTBA NPUEMHOI 1 KaOUHEeTa PyKOBOAUTEINS (JIEKLIUS) 2 IK-7
J12.2J12.3
/JTex/
Opraxms3anust u NoJIeprkaH1e (YHKIIMOHANBEHOTO pabouero 1.1 112 7137121
MPOCTPAHCTBA TMPHEMHOH M  KaOWHETa PYKOBOJUTEIS 2 [IK-7
J12.2J12.3
(mpaxtuaeckoe 3ansTue) /I1p/
Opranuzauusi u no;mepmimne (YHKUMOHAIBHOTO Pabovero 1.1 112 7137121
NPOCTPAaHCTBA TNPHEMHOM ¥  KaOWMHETa  PYKOBOAUTEIS 4 IK-7
J2.2712.3
(cemmnHapckoe 3ansTue) /Cem 3an/
Opranuzanust u no;mepmiume (YHKUHMOHAIBHOTO Pabovero 1.1 J11.2 7137121
NPOCTPAaHCTBA TPHEMHOM ¥  KaOWMHETa  PYKOBOAUTEII 2 IK-7
J2.2J12.3
(camocrositenbHas padota) /Cp/
Tema 18. Opranuzanus paboThl ¢ JOKYMEHTaMH B IPUEMHOM 3
PYKOBOIUTEIIS
Opranuzanust paboTbl € JOKYMEHTaMH B  HIPUEMHOI 5 K7 JI1.1 J11.2 JI1.3J12.1
pykoBogutens (exmus) /Jlek/ ) J12.2 J12.3
Opranms3amust paboTel ¢ JOKyMEHTaMH B HIPHEMHOI ) K7 JI1.1 J11.2 J11.3J12.1
pykoBomutens (npakrudeckoe 3ausitue) /IIp/ ) J12.2J12.3
Tema 19. Opranuszanus XpaHeHUs! TOKYMEHTOB B IIPUEMHOM 3

PYKOBOJMTENS




Cemectp

HaumeHnoBaHue pa3iesioB U TeM /BU/I 3aHATHS/ / Kype Yacos Komnerenuun Jlutepatypa
OpraHuzanust  XpaHeHMs  JOKyMEHTOB B  IPUEMHOH ) K7 JI1.1 J11.2 J11.3J12.1
pykoBoauTens (yiekmms) /JIex/ ) J22J12.3
Opranuzanuss  XpaHeHUS  JOKYMEHTOB B  IPHUEMHOM 5 K7 JIT.1 JI1.2 J11.3J12.1
pykoBoauTens (mpaxtudeckoe 3ansaTue) /Tp/ ] J12.2J12.3
Tema 20. O6ecrieueHue pyKOBOIUTEINS HH(OpMaLIUEH 3
Obecrnieuenne pykoBoanuTel st HHPopManuen (Jexnns) /JIex/ JI1.1 J11.2 JI1.3J12.1

2 IK-7

J12.2J12.3
Obecneuenne pykoBoauTenss HH(popMaiuend (IpakTudeckoe 4 K7 JIT.1 J11.2 J11.3J12.1
sansarue) /IIp/ ) 2.2 1123
Tema 21. Opranusanust HHGOPMAIMOHHOTO B3aUMOACHCTBHA 3
PYKOBOIUTEIS C JOJDKHOCTHBIMY JIMIIAMH OpTaHH3aI[IH
Oprasm3arys HHPOPMATMOHHOTO B3aNMOJICHCTBHA 1.1 7112 71137121
PYKOBOIUTENS C JOJDKHOCTHBIMH JIMI[AMH OpTaHU3aIMd 1 IK-7 2.2 1123
(mexnus) /JTex/ ’ ’
Tema  22. OpraHm3amus  JAENOBBIX  KOHTakTOB U 3
HNPOTOKOJIBHBIX MEPOIPHSATHIA
OpraHusanust  [€NOBBIX  KOHTAKTOB M IIPOTOKOJIBHBIX ) K7 JI1.1 J11.2 J11.3J12.1
MeporpusThii (nekuus) /Jlex/ ) J2.2J12.3
OpraHuzanusi  J€NOBBIX  KOHTAKTOB M IIPOTOKOJIBHBIX ) K7 JI1.1J11.2 J11.3J12.1
MeponpusTuii (ceMuaapckoe 3anarue) /CeM 3as/ ) J12.2J12.3
OpraHuzanusi  JENOBBIX KOHTAaKTOB W IPOTOKOJBHBIX 3 K7 JI1.1 J11.2 J11.3J12.1
MeponpusThii (camocTosiTenbHast pabota) /Cp/ i J12.2J12.3
Tema 23. Opranuzanusi UCIIOJHEHUS PEIIeHUN PYKOBOIUTEIS 3
Opranuzanusi UCIIOTHEHUsT PEIICHU PYKOBOJAUTENS (JICKIINS) 5 K7 JIT.1 JI1.2 JI1.3J12.1
/Jex/ ) J2.2712.3
Tema 24. OOecneueHre WHPOPMAITMOHHONW O€30MaCHOCTH 3
JeITSIIFHOCTH OpTaHU3aIliH
ObecnieueHue HHGOPMAITHOHHOM 0e30macHOCTH 5 K7 JIT.1 JI1.2 J11.3J12.1
JIeSITeTTbHOCTH opraHu3anuy (Jexmwst) /JIex/ ] JI2.2 J12.3
ObecnieueHue “H(POPMALIMOHHON Oe3omacHoOCTH 1.1 J11.2 137121
JeATSNIFHOCTH OpraHm3aimu (ceMuHapckoe 3aHstue) /Cem 2 IK-7

J2.2712.3
3an/
ObecnieueHue HHGOPMAITHOHHOM 0e30macHOCTH 5 K7 JIT.1 J11.2 J11.3J12.1
NeSITeTIbHOCTH OpTaHu3aluy (caMocTosTeNnbHas padota) /Cp/ ] J2.2J12.3
Tema 25. Be16op KypbepcKoii CiryxObl 3
Br100p Kyphepckoit cirykOsI (Jiexmus) /JIex/ ) K7 JI1.1 J11.2 J11.3J12.1

J227J12.3
Tema 26. Omenka ¥ pegakTUPOBAHME IIPOEKTa JOKYMEHTA: 3
AITOPUTM JIJISI CEKpeTaps
OneHka U peJakTUPOBAaHHE IMPOEKTa JOKYMEHTA: aJlrOPUTM ) K7 JIT.1 JI1.2 JI1.3J12.1
st cexpetaps (nexuus) /JTex/ ) J2.2J12.3
OneHka U pEeNaKkTUPOBAHUE IPOEKTa JOKYMEHTa: ajlrOpUTM 3 K7 JI1.1J11.2 J11.3J12.1
JuIst cekpetaps (mpakTudeckoe 3ansaTtue) /Ilp/ ) J12.27J12.3

HanmeHoBaHue pa3ienoB U TeM /BUJ 3aHATUSA/ C/elnca;lc):p Yacos Komnerenuun Jlutepatypa
Ik3ameH /Pazgen/

Tema 27. IIpoMeKyTOUHBIH KOHTPOJIb 3
TIpoMexyTOUHBIN KOHTPOJIb /DK3aMeH/ 9 K7 JI1.1J11.2 J11.3J12.1

JI2.2 J12.3

5. ®OHJ ONEHOYHBIX CPEACTB

5.1. KoHTpoJIbHBIE BONPOCHI H 3aaHUS

Bompocs! it caMOIPOBEPKH:
1. Poiste cexpeTaps B COBpEMEHHOM CTPYKTYpe YIpaBICHUS.




2. Kareropuu cexperapeil u npodeccrHoHanbHbIe TPeOOBAHUS K HUM.

3. 3HaHus1, yMEHUs], JeJIOBbIE U IMUHBIE KAaUeCTBa CEKpeTapsl.

4. OOmerocynapcTBEHHBIE HOPMAaTHBHO-METOANYECKHE JTOKYMEHTHI 110 JOKYMEHTallMOHHOMY OOECIICUCHHIO YNpaBIeHHS B pabote
CeKpeTaps.

5. JlomKHOCTHAsI HHCTPYKIHMS CEKpeTapsi, €e CTPYKTypa, MOPSA0K K OCOOEHHOCTH pa3paboTKH.

6. TpeboBaHus K 000PYIOBaHHIO M OPTaHHU3AIMU pabodyero MecTa cekperapsi.

7. Opranuzanus pabouero BpeMeHU ceKpeTaps. PanmoHanbHOe MIaHupoBaHHe.

8. OcHoBHBIE (HOPMBI pabOTHI CEKpeTaps ¢ JOKYMEHTaMHU.

9. Henosas nepemnucka. [IpuemMsl panoHaIn3aniy.

10. MadopmarmonHo-aHATHTHYECKHE QYHKIINH CEKpeTapsl.

11. Yuactue cexperapsi B HOATOTOBKE M 00CTY>KUBAaHUH COBELIaHUH. Benenne n oopMieHne IpoTOKOJIOB.
12. Opranuzanus npyuema aeseraiuii, BUIbl IpeACTaBUTEIbCKUX IPUEMOB.

13. PaboTa cexperaps o nNpueMy MOCETUTEIEH.

14. TlpaBuina BegeHus TeneOHHBIX MeperoBopoB. [IpueM TenedoHorpamm.

15. CepBucHbIe (pyHKIUH CEKpETapS.

16. 3amuTa uHGOpPMAITUK B pabOTe CeKpeTaps.

17. B3aMOOTHOIICHHUS CEKPETaps CO CBOMM IPO(ECCHOHANEHBIM OKpyKeHHeM. CiryxeOHast cyOopauHamys.
18. IlpenoTBpaleHne 1 pa3pemeHne KOH(GINKTHBIX CUTyallui B paboTe ceKpeTaps.

19. OcHOBHI TpodeccHOHaNbHOM ATUKH U JIEIOBOTO dTUKETA.

20. TpynoyctpoiictBo cekperaps. CocTaBieHHE U 0OPMIICHHE Pe3toMe.

Bompocs! k mpoMekyTOUHOMY KOHTPOIIIO
Bormpocsl k 3auery:

1. OCHOBHBIE HCTOPUYECKHUE ATATIBI PA3BUTHS JOIDKHOCTD «CEKPETaphy.

2. Kommerenmmm, KOTOPBIMH TOJDKEH 001a1aTh CeKpeTaph, HAIleJICHHBIN Ha KapbePHBIH POCT.

3. VipaieHndeckas WHGOpPMaLUs: ee BUAbI U CBOWCTBA.

4. KoMnoHeHTsl MIMUIXkKa YCIIEIIHOTO CEKPEeTapsl.

5. OCo0OeHHOCTH ITOJTOTOBKH JICIOBEIX IIEPErOBOPOB. 3a1a4r CeKpeTaps B IIOATOTOBKE IIEPETOBOPOB.

6. 3amauu cekpeTaps B MOATOTOBKE COBEIIAHUH.

7. Oco0OeHHOCTH TOArOTOBKH KPYTJIOrO cTOJIA. 3a/laul CEKpeTaps B OATOTOBKE KPYIJIOTO CTOJA.

8. OCOOEHHOCTH TIOATOTOBKH JUCKYCCHH, IUCITyTa, Ie0aToB. 3amadd cekperaps B IOATOTOBKE IHCKYCCHH, IHCIYTa,
ne6aToB.

9. Oco0eHHOCTH TOATOTOBKH JOKJIAI0B PYKOBOJIUTEIIIO.

10. Oco0eHHOCTH TTOATOTOBKY COOpaHusl. 3a1a4i ceKpeTapst B IIOJrOTOBKE COOpaHMSI.

11. Oco0eHHOCTH ITOATOTOBKHY Tpecc-KoH(pepeHIHH. 3a1aun ceKpeTaps B IMOATOTOBKE Mpecc-KOH(PEPESHITHH.
12. Opraxusanus TeneoHHBIX IEPeroBopoB pykoBoautens. Pabora ¢ Tenedonorpammamu.

13. OCHOBHBIE TIpaBHIIa TeACPOHHOTO ITHKETA.

14. dopmupoBaHne cekperapeM 0a3bl KOHTAKTOB OPTraHHU3AIlHH.

Bompocs! k 3x3ameny:

L. OCHOBHBIE HICTOPUYECKHUE ATAIBI PA3BUTHS JOIKHOCTh «CEKPETApPhy.

2. Komrerenmmm, KOTOPBIMH TOJDKEH 001a1aTh CeKpeTaph, HAIleJICHHBIN Ha KapbepHBIH POCT.

3. Ynpasnendeckass HHGOPMANHUs: ee BUIBI U CBOICTBA.

4. KoMnoHeHTsl UMUK YCIIEIIHOTO CeKpeTapsl.

5. OCoOEHHOCTH ITOTOTOBKH JICIOBEIX IIEPErOBOPOB. 3a1a4r CeKpeTaps B ITOJATOTOBKE IIEPETOBOPOB.
6. 3agauu cekpeTaps B IOArOTOBKE COBELIAHUM.

7. Oco0eHHOCTH MOATOTOBKH KPYTJIOTO CcToja. 3aauu CeKpeTapsl B MOATOTOBKE KPYIJIOTO CTONA.

8. Oco0OeHHOCTH TOATOTOBKM ANCKYCCHM, HMHUCIYyTa, Je0aroB. 3agaud ceKperaps B IOATOTOBKE ANCKYCCHHM, MIHUCIYTa,
ne6aToB.

9. Oco0eHHOCTH TOATOTOBKH JOKJIAJA0B PYKOBOJIUTEIIIO.

10. Oco0EHHOCTH MOATOTOBKK COOpaHus. 3a1a4un ceKpeTaps B MOATOTOBKE COOpaHUsI.

11. OcoOeHHOCTH ITOTOTOBKHU TIpecc-KOH(EpeHINH. 3a1aun ceKpeTaps B IIOJTOTOBKE Mpecc-KOH(PEPESHITHH.
12. Opraxm3anus TeleOHHBIX IEPeroBopoB pykoBoautens. Pabora ¢ Tenedonorpammamu.

13. OcCHOBHBIE TIpaBUJIa TeNEPOHHOTO ITUKETA.

14. ®dopmupoBanue cekperapeM 0a3bl KOHTAKTOB OPraHU3aIN.

15. Opranm3anus QyHKIHOHATHHOTO pabodero MpOCTPAHCTBA B IPHEMHON U KaOMHETE PyKOBOAUTEIIS.
16. O0s13aHHOCTH CEKpeTaps B OKa3aHUU IIOMOIIH PYKOBOJHUTEIIO B IITAHUPOBAHUU paboUuero BpeMeHH.
17. Oco0eHHOCTH IITaHUPOBAaHUS PabOYero AHS ceKpeTapsl.

18. PaboTa cexperaps ¢ me4aTbio OpraHu3alyy.

19. O0s3aHHOCTH CEKpeTapst OPTaHU3aINH IIPHeMa ITOCETUTENICH B IPUEMHON PyKOBOIHUTEIS.

20. Opranuzanus XpaHeHHs1 JOKYMEHTOB B IPUEMHON PYKOBOAUTEIIS.

21. Bubl IpOTOKONIBHBIX MEPOIPUSTHI 1 OCOOCHHOCTH UX OPraHHU3aINH.

22. Bunbr mpreMoB 1 0COOEHHOCTH HX OpTaHHU3aIHH.

23. OCco0EHHOCTH IETOBOTO MIPOTOKOJIA B IEPETOBOPHOM IPOIIECCe.

24. DTUKET BEIOOPA U JApEHUs TOJIAPKOB B JIEJIOBOH cpeJie.

25. VYyactue cexperaps B OJTOTOBKE BHICTABOK U CEMHUHAPOB.

26. Br160p cexperapeM KypbepCcKoi CITyKOBI.

27. Opranusanus *HPOPMALMOHHOTO B3aUMO/IEHCTBHSA PYKOBOIUTENS C JOIDKHOCTHBIMU JIMIIAMHU OPTaHU3AIHH.



5.2. ®oH O1LIEHOYHBIX CPEACTB

®DOoHJT OLICHOYHBIX CPEICTB CM. 10 ccbuike https://eos.hgiik.ru/Files/fos/2025/@0OC 46.03.02
®DOoHI KOHTPOIBHO-U3MEPHUTENBHBIX MAaTEPHATIOB CM. TIO cchlike https://eos.hgiik.ru/Files/fkim/2025/®KNUM_46.03.02

5.3. Iloka3areau u KpUTEPUH OLICHUBAHUSA KOMIIeTEeHIM A

Jlns oneHWBaHMA pPe3yIbTaTOB OOY4YEHUS B BHJE 3HAHUI HCIONB3YIOTCA CIEIYIOMIME MPOLEAYypPHl M TEXHOIOTHH: TECTHPOBAHME,
WHJMBHIyalbHOE COOECEeI0BaHNE, TMCHbMEHHBIE OTBETHI HAa BOIIPOCHI (B BU/E TEKYILETO KOHTPOJIA).

IIpomexyTOUHBIH KOHTPOIb PEATU3YETCA B XO/€ a4l 00yJaroNMMHUCS 3a4eTa U SK3aMCEHa.

OneHkoll "OTIHMYHO" OLIEHUBAETCSA OTBET, €CAU CTYACHT AEMOHCTPUPYET CHUCTEMHBIE MOJHBIE 3HAHUS M YMEHHs 110 MOCTAaBIECHHOMY
Bonpocy. ComepkaHne BOIPOCA H3IaraeT

CBSI3HO, B KpaTKoil (hopMe, pacKpbIBaeT MOCIIEAOBATENBHO CYTh M3YyYEHHOTO MaTepuana, AEMOHCTPUPYS HNPOYHOCTh U NPHUKIATHYIO
HaIlpaBJIEHHOCTD ITOJYYCHHBIX 3HAHUH ¥ YMEHHH, HE IOIYCKAeT TEPMHHOIOTHYECKHUX OIIMOOK U (paKTHUECKHX HETOYHOCTEH.

Orenkoii "Xopomnro" OIeHUBAETCS OTBET, B KOTOPOM OTCYTCTBYIOT HE3HAUHMTEIBHBIC 3JIEMEHTHI COACPIKAHUS FUIM IPHCYTCTBYIOT BCE
HEOoOXOMMBIE 3JIEMECHTHI COZIePKaHNS, HO JOIYIICHbI HEKOTOPhIE OIMNOKM, HHOTJa HAPYIIAIach MOCIEA0BATEIbHOCTD N3IOKCHNUSL.
OneHkoi "yIOBIETBOPUTENBHO" OLEHUBAETCS HEMOJHBIM OTBET, B KOTOPOM OTCYTCTBYIOT 3HAUMTENbHBIE DJEMEHTHI COACPIKAHHS
WJIH JIOITYIIEHBI CYIIECTBEHHBIE OMIMOKH, HEJIOTHYHO, IPOCTPAHHO U3JI0XKEHO OCHOBHOE COZIEpKaHUE BOIIPOCA.

OrneHkolf "HEYMOBIECTBOPUTENHHO" OICHUBACTCS OTBET, IIPH KOTOPOM CTYAEHTHI IEMOHCTPHPYIOT OTPHIBOYHBIC, OCCCHCTEMHBIC
3HAaHUS, HEYMEHHE BBLACIUTH TTIABHOE, CYIIECTBEHHOE B OTBETE, IOMTYyCKAIOT IPyObIe OIMINOKH.

"3a4yTeH0" BBICTABNAETCA €CIH CTYAEHT JEMOHCTPUPYET OLEHHUBAETCSl OTBET, B KOTOPOM OTCYTCTBYIOT HE3HAUMUTEIbHBIE IJIEMEHTHI
COZIepP)KaHUS WIM TIPHCYTCTBYIOT BCE HEOOXOIMMBIC OJIEMEHTHI COACPXKAHHS, HO JOMYIIEHBI HEKOTOpHIC ONIMOKW, WHOTZA
HapylIanach MOCJIEA0BATEIFHOCTD N3IOKCHNUS.

"He 3auteHO" BBICTaBIISETCS €CIM CTYACHT IEMOHCTPUPYET OTPHIBOUHBIE, OECCUCTEMHBIE 3HAHUS, HEYMEHHUE BBIIENUThH TJIaBHOE,
CYILECTBEHHOE B OTBETE, JIOITYCKAIOT rPyOble OIIMOKH.



6. METOJJUYECKHUE YKA3AHUSA JJI1 OBYYAIOIIUXCA IO OCBOEHHUIO TUCIUIIVIMHBI (MO Y JIS)

CamocrositensHas paboTa SBISETCS BaKHBIM JIEMEHTOM H3Y4YCHUS TUCHUIUIMHBL YCBOCHHE MaTepuaja JUCIUIUIMHBI HA JICKIUSX,
CEeMHMHApax, NPAaKTUUYECKUX 3aHATHAX W B pe3yjibTaTe CaMOCTOSATENBPHONW TOATOTOBKM M H3YYEHHs] OTHENIBHBIX BOIMPOCOB
JUCLHUIUIMHEL, MO3BOJAT HOJOHTH K NPOMEXYTOUYHOW AaTTEeCTallMd MOArOTOBJICHHBIM. 3HaHUs, HaKalJMBaeMble IOCTENIEHHO U B
PasIMYHBIX paKypcaxX, C HCHONB30BAHHEM IIPOTHBOMOJOXKHBIX MHEHHH W B3MNI0B HAa Ty WIM HHYI0 TNpoOieMy SBISIOTCS
rIyOOKMMHM M KAa4eCTBEHHBIMM, M MO3BOJISIOT ()OPMUPOBATH COOTBETCTBYIOIIME INPOGECCHOHATBHBIE KOMIIETCHIMH KaK HTOT
00pa3oBaTeabHOro Mpolecca.

Jns cucreMaTH3ani 3HAHMH 10 JTUCHUIDIMHE IEPBOHAYATIBHOE BHUMAaHHE cJIeAyeT OoOpaTHTh Ha pabodyio IporpaMMmy Kypca,
KOTOpasi BKJIIOYAET B ce€0S OCHOBHBIE MPOOJIEMBI JUCHUILUIMHBI (TEMATHUKy 3aHSITHI), B paMKaX KOTOPBIX M (OPMHUPYIOTCS BOMPOCHI
JUI KOHTPOJISL U arrectauuu. [1o3TOMy CTYyZEHT, 3apaHee O3HAaKOMMBIIMCH C MPOrpaMMOM Kypca, MOXKET JIydllle COPHEHTHPOBATLCS B
TIOCJICTOBAaTEIIFHOCTH OCBOCHHS Kypca ¢ TIO3UINI OpraHH3aIllii CaMOCTOSTEIBHON paboTHI.

IIpu opranu3anuy mponecca OCBOSHUS JUCIUIUINHEI CIEAyeT YIUTHIBATE!

1. IInanupoBaHKUE BpEMEHH, OTBEACHHOTO Ha OCBOCHHE TUCLUILIHHEL

IIpy m1aHupoBaHWM BpPEMEHM Ha OCBOEHHME IUCLMIUIMHBI CJIEIYeT PYKOBOJACTBOBATBHCS: CTPYKTYpOM IUCLUMIUIMHBL, B KOTOPOi
yKa3aHBl KOJIMYECTBO AaKaZeMHUYECKHX YacoB B pa3pe3e KaKAOM TeMbl, BHAA 3aHATHH (JICKIMOHHOE, CEeMHWHAPCKOE WIIH
MPaKTUIECKOE) U Yachl Ha CAMOCTOSATENBHYIO PaboTy; HOPMOI MPOMEKYTOYHON aTTecTaluH (IK3aMeH).

2. ITocnenoBaTenbHOCTD JEMCTBUM IPU OCBOCHUH TUCLUTUIAHBL.

W3ydyeHnne Kaxaoil TeMbl NUCHUIUIMHBEI IeJIeCOOOpPa3HO HAYMHATH CO 3HAKOMCTBA C COJCP)KaHHEM [UCIUIUIMHBI B pas3pe3e TeM;
3aTeM CIemyeT 3Tam Iog0opa HCTOYHWKOB M3 UHCIA PEKOMEHIYEMBIX M IIOJOOpaHHBIX CaMOCTOATENHHO (HAay4dHBIE CTaThH;
uH(pOpMaLUs MNpPaBOBBIX 0a3 MaHHBIX; HH(OpPMAIMS C O(UIMANBHBIX CAaHTOB TOCYHAapCTBEHHBIX OpPraHOB, OPTaHOB MECTHOTO
caMOyIpaBJICHU U 1Ip.). M3y4eHne HCTOYHUKOBEIYEeCKON 0a3bl MOKET COMPOBOXKIATHCSI KOHCIICKTUPOBAHHEM.

IlenecooOpa3HO BecTH MEpedeHb NPOOJIEMHBIX BOMPOCOB KaK IO CYIIECTBY TEMBI, TaK M B CiIydac 3aTPyJHEHHH C YSCHEHHEM
CMBICTIa M3J0KEHHOTO B MCTOYHHKAX Marepuana (yKa3aHHBIE BONPOCHI MOTYT OBITH pa3pelIeHBl CaMOCTOSITENFHO, BO BpeMs
CECCHOHHBIX 3aHSATHI WIM Ha KOHCYJIbTAlUH C [IPETI0IaBaTesIeM).

Jn1s TONTOTOBKH K MPAKTHYECKUM 3aHATHSAM PEKOMEHIYeTCs MOAPOOHO M3YYHTh KOHCIIEKT JEKIUH W HOPMATHBHO-IIPABOBYIO 0azy W
Ip. WCTOYHUKH, (GopMHupyomue Oa30BBIE 3HAHUS HEOOXOAMMBIC JUIA BBINONHEHHS IPAKTHYECKHX padoT, NpemycMOTPEeHHBIX
KypCOM.

Taxoke peKOMEHIyeTCs O3HAKOMHTBLCS C TEXHOJIOTHEH MPOBEAEHUS MPAKTHYECKUX 3aHSATHH, KOTOpas BKIIOYAET CIEAYIOIME JTalbl:
OOBSCHEHNE 3aaHUs W HAaBHIKOB (KOMIIETCHITHH), KOTOpPHIE 3aKPEIUIIIOTCS B XOAE €ro BEHINONHEHUS; 3HAKOMCTBO C KOHKPETHBIMH
UCTOYHMKAMH WH(OpMaIuy s BHITOTHEHWS 33JaHUSA; OOCY)XAEHHE M YTOYHEHHE BOIPOCOB B XOJE AaHAIN3a HCTOYHHKOB
uH(pOpMaLUK;, COBMECTHBIH HPOCMOTP MEPBUYHBIX PE3yJIbTATOB, OIICHKA HMX COOTBETCTBHS IO (OPMANBHBIM M COJCPIKATEIBHBIM
TpeOOBaHUSM.

3. Vcnonb3oBaHne y4eO0HO-METOIMYECKAX MAaTEPHAIOB U paboTa ¢ INTepaTypoi.

Crenyer mNpUMEHATh CICAYIOMIYIO IOCIEIOBAaTEIbHOCTh U3Y4YEHHS HCTOYHHUKOB Uil (OPMHPOBAHUS 3HAHMI 10 TeMam
JUCLUUIUIMHBL HOPMAaTHBHO-METOJMYECKHE MaTepHajbl M0 JUCLUIUIMHE, KOMMEHTapuu K 3aKOHOAATENIbHBIM aKTaM; HayuyHYI0 H
y4eOHYIO IUTEpaTypy, a TAKKe IPYTHe HCTOTHUKH.

4. IloaroToBKy K TEKyLIEMY KOHTPOJIIO YCIIEBAEMOCTH.

OcHOBHOH 3aauell TEKyIIero KOHTPOJS yCIEeBAeMOCTH OOYYaroIIUXCsl SIBISETCS IOBBILICHHWE KauyecTBa 3HAHMH, MpuoOpeTeHHe U
pa3BUTHE WMH HAaBBIKOB CaMOCTOSTEIBHOW paboThl. Tekymuil KOHTPONb 3HAaHWH OOYYalOMMXCS MO JUCHHUIUIMHE MOXKET HMETh
CIIEAYIONINE BUABL YCTHBIM ONpPOC Ha JICKIWAX, MPAKTHYECKUX 3aHATHAX; MPOBEPKA BHIIOJHEHUS MHCHBMEHHBIX CaMOCTOSATEIIHHBIX
paboT ¥ TOMAIIHUX 3a/laHU; TECTUPOBAHMUE.

Jnst 5 PeKTUBHON MOATOTOBKH K TEKYLIEMY KOHTPOIIO IO AUCIHUILUIMHE HEOOXOAMMO HCIONB30BaTh PEKOMEHIOBAaHHYIO OCHOBHYIO
U JIOTIONHHUTENBHYIO JINTEPaTypy, KOHCIICKTHI JIEKIHH, pa3pabOTKH CTYACHTOB, BHIIIOJHEHHBIE B pe3yibTare MHOATOTOBKH U
BBITIOJTHCHUSI CEMHHAPCKUX U MPAKTHUECKUX 3aJaHUI.

7. YAEBHO-METOIUYECKOE U THOOPMAIIMOHHOE OBECIIEYEHHUE JUCIUMIIJIMHBI (MOAY JISI)
7.1. Pexomenayemas Jqurepatrypa

7.1.1. OcHoBHasI TUTEpaTypa

ABTOpBI, COCTABUTEIIH 3arnaBue W3natenbcTBO, TOA, KOI-BO
J1.1 | Epemuna H. JI. O hexTUBHBIH cexpeTapb: AeIONPOU3BOICTBO, OPraHU3ALUSI Hosocubupck: Cubupckoe
paboThI, Ae0BOE OOIIeHHE: YIeOHOe mocoone YHHBEPCUTETCKOE
https://biblioclub.ru/index.php?page=book&id=57293 n3garenabetso, 2009. - 192 c.
J1.2 | JIykam IO. A. BeITh cexpeTapeM pykoBoauTemst GUpMBI: yueOHOe mocobue Mocksa: ®JIMHTA, 2022. -
https://biblioclub.ru/index.php?page=book&id=114956 276 c.
J1.3 | Hemun 0. M. Cekperapckoe J1e510: yHUBEPCabHbIM CIIPaBOYHUK: CIIPABOUHUK Mocksa, bepnun: Jlupexr-
https://biblioclub.ru/index.php?page=book&id=253658 Menua, 2014. - 321 c.
7.1.2. JlonoiHUTeIbHAA JTUTEPATypa
ABTOpBI, COCTaBUTENU 3arnaBue W3naTenbCcTBO, r0J1, KOJI-BO
J2.1 | Xmensuunkas O. E. CexpeTaph — JULO KOMIAHUH: MUK CEKpeTaps, IeI0BOil Hosocubupck: Cubupckoe
9THKET M IMPOTOKOJI: MPAKTHUECKOE ocodne YHHUBEPCHTETCKOE
https://biblioclub.ru/index.php?page=book&id=57292 u3aaTenbeTso, 2009. - 128 c.




ABTOpBI, COCTaBUTETH 3arnaBue W3naTenbCcTBO, roj1, KOJI-BO
JI2.2 | Tamycrosa O. B. Cexkpetapckoe nenno: KoHcnekt neknuii: yaeoHoe mocoone Mocksa: A-Ilpuop, 2011. -
https://biblioclub.ru/index.php?page=book&id=72702 127 c.
JI2.3 | Jasapes K., [podeccrs — MOMOIIHUK PYKOBOJHUTEIIS: IPUEMBI «BBICIIIETO Mocksa: AnsrinHa
Haprmecosa H. MIATIOTaXKay: MIPaKTHIecKoe ocoone [Mabmumrep, 2016. - 144 c.
https://biblioclub.ru/index.php?page=book&id=279825
7.3.1 IlepevyeHsb NporpaMMHOro odecrneveHust
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 TlepeyeHb HHPOPMALMOHHBIX CIIPABOYHBIX CHCTEM
6.3.2.1| EnuHoe OKHO JIOCTyIIa K 00pa30BaTelIbHBIM pecypcaM. DIEKTPOHHAsE OUOITHOTEKA
6.3.2.2| MdenepanbHblii HEHTP HHPOPMALMOHHO-00PA30BATENBHBIX PECYPCOB
6.3.2.3| MenepanbHblii HEHTP HHPOPMALIMOHHO- 0Opa3oBaTeNbHbIX pecypco, ®TAY THUN UTT «Mudopmukar
6.3.2.4| Dnexrporno-6ubnmoreynas cucrema ®I'BOY BO «XTUKy». ®T'BOY BO «XT'UK»
6.3.2.5| Web UPBUC XabapoBckuii rocyJapCTBEHHBIN HHCTUTYT UCKYCCTB U KYJIBTYPhI (3JIEKTPOHHBINA KaTaior)
6.3.2.6| OBC «YuuBepcuTeTCKas OUOIMOTEKA OHIAHY
6.3.2.7| TlonHorekcToBas 6a3a nanusx Web of Science u Scopus
6.3.2.8| TI'apanr
6.3.2.9| B/l Dnexrponnas Cucrema «KyiabTypay
8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYUEHUE JUCIUIIJIMHBI (MOJIYJIS)
Aypuropus Haznauenue O6opynoBanue IIporpammuoe
obecrieueHne
TTomenienue ist XpaHESHUS U Crnernanu3upoBanHas MeOenb Ha 1 | Microsoft Windows
TIPOQHITAKTHIECKOTO pabouee Microsoft Office
o0cCITy)KuBaHUsl y4eOHOTO MecTo (mkagsl 2 mT., cTeyumaxu 3 wrt., | 2010
03 000pyIOBaHHS CTYJIBS, Kaspesky Endpoint
cton). [lepconanpubiii kommbtotep (1 | Security
1IT.)
ITomenieHne Ist XpaHESHUS U CrnernmanmupoBanHas Mebenbr Ha 1 | Microsoft Windows
TIPO(GHITAKTHIECKOTO pabouee Microsoft Office
o0cyKuBaHusl y4eOHOTrO mecto  (mkad, cremnax, cTyiabs, | 2010
000py10BaHUS CTOJIBI). Kaspesky Endpoint
ITepconanbHbIi KOMIIBIOTEP B | Security
122 KojuuyecTse 1 mr.
C MOIKIIOYCHHEM K cetd «lHTepHeT»
u
JIOCTYIIOM B JIIEKTPOHHYIO
“H(POPMALIMOHHOOOPA30BaTENBHYIO
cpeny By3a.




Aynuropus Ha3nauenue O6opynoBanne IIporpammuoe
obecrieyeHre
IMomemienne st CrenmanmsupoBanHas MeOens Ha 25 | Microsoft Windows
CaMOCTOSITETbHON paboTHI IIOCal04YHBIX AIMP
(uuTanbHBIN 321 OUOIUOTEKH) Mect  (crombl, cTymbs, KHiDkHBIe | Kaspesky Endpoint
mKader), Security
TEJIEBU30D, KHIUKHBIH n | OpenOffice
209 JOKYMEHTAJIbHBIN ¢doua. | Acrobat Reader
ITepcoHanbHbIe KOMIBIOTEPHI (9 MIT.) € NVDA
MOJKIIIOYEeHHEeM K ceTn «UHTepHEeT» H
JOCTYTIOM
B OJJIGKTPOHHYIO  HMH()OPMALMOHHO-
00pa3oBaTeIbHYIO Cpelry By3a.
YueGHas ayIuToOpust IIst CrnenuanusupoBanHass mebenb Ha 26 | Microsoft Windows
TIPOBEICHUS 3aHATHI MOCaJI0YHBIX Microsoft Office
JIEKIIMOHHOTO TUTIA, 3aHITHN MeCT (CTOJIBI KOMITBIOTEPHEIE, CTOJBI 2010
CEMMHAPCKOI'0 TUIA, IPAKTUYECKUX 3aHATUH, MUCBMEHHBIE, CTYIIbSI, pabouee MecTo Kaspesky Endpoint
IPYIIOBBIX X HHAWBUY aTbHBIX IperoAaBaTes, mkad, JIockd | Security
KOHCYJIBTAIHH, TEKYIIIETO HaCTCHHBIE,
KOHTPOJISI U IPOMEXYTOTHOM ayAUTOPHBIE).
aTTecTaluuy (KOMIbIOTEPHBIH [lepconanbHble KOMIBIOTEPHI (B
KJI1acc) KoJm4ecTBe 9
mMT.) C TOAKIIOUYCHHEM K  CETH
«HTepHET» U
JOCTYIIOM B JNIEKTPOHHYIO
HHPOPMaANOHHO-00pa30BaTEIHHYTO
cpeny By3a, UQpoBast
303 HHTEPAKTHBHAS JIOCKa
TRACEBOARD (B
KOMIUIEKTE c MPOTPaMMHBIM
obecneueHueM).  J[eMOHCTpAI[HOHHOE
00opymoBaHue

(MyTBTUMETUHHBIN  TIPE3eHTAMOHHBIN
KOMILIIEKC

B COCTaBe  IIPOEKTOpa,  JKpaHa,
aKTUBHOM

aKyCTHYECKOH CHCTEMBI,
NI€PCOHAIBHOIO

KOMIIbIOTEpPAa) M yueOHO-HarJsiiHbIe
mocoous (B

T.4. B 9JICKTPOHHOM BHJIE)




Aynuropus Ha3nauenue O6opynoBanne IIporpammuoe

obecrieyeHre
VYdaeOHast ayUTOPHS JUIS CnennammupoBanHas Mebens Ha 28 | Microsoft Windows
TIPOBEICHUS 3aHATHHI MOCAJIOYHBIX Microsoft Office
JICKIIMOHHOTO THIA, 3aHATUH MeCT (CTOJIBI KOMITBFOTEPHBIE, CTOJIBI 2010
CEMUHAPCKOTO THITA, TPAKTHICCKUX 3aHATHH, ITICEMEHHBIE, CTYIIBSI, pabodee MecTo Kaspesky Endpoint
IPYIIOBBIX U HHIUBUIYATbHBIX IIperoAaBaTens, mKad, JocKH | Security
KOHCYJIbTAIMi, TEKYIIETO HACTCHHBIE,
KOHTPOJISL K TIPOMEKYTOYHON ayAUTOPHBIE).
aTTeCTaIHN. IepconansHbIE KOMITBIOTEPHI (®
JlabGoparopus Konuuectse 11
HH(POPMAMOHHBIX TEXHOJIOTHI T.) C TOAKIIOYCHHEM K  CETH
(;maboparopwsi, ocHaICHHAS «WHaTepHeT N
11a00paTOPHEIM JOCTYTIOM B IEKTPOHHYIO
000pyI0BaHHEM) “H(POPMALIMOHHO-00Pa30BaTEIbHYIO
309 (KOMITBIOTEPHBIH KITacc) cpeny By3a, DU(poBasdt
HHTEpakTHBHas  jgocka  PolyVision
Webster TS

600 (B KOMIUIEKTE C IPOrPAMMHBIM
obecrieuernem). JleMOHCTpaIHOHHOE
obopynoBaHHe (MyTbTHMEANIHBIN

IPE3CHTALMOHHbIN KOMILIIEKC B
cocraBe

IIPOEKTOpa, 9KpaHa, AKTHBHOH
aKyCTUYECKOU

CHCTEMBI, NIEPCOHAILHOTO

KOMITBIOTEpA) U
y4eOHO-HarIsIHbIe TOCOOHS (B T.4. B
9IEKTPOHHOM BH/IE).

9. BOCITUTATEJIBHASA PABOTA

Bocrmranme o0yd9aromuxcst IPH OCBOCHHH HMMH OCHOBHBIX NPO(ECCHOHATIBHBIX 00pa30oBaTeNbHBIX mHporpamm (mamee — OIIOII)
OCYIIECTBISIETCS] HA OCHOBE paboueil ImporpaMMbl BOCIUTAHHMA M KaJlCHIAPHOTO IIaHA BOCHHTATEIbHON pabOTHI, BKIIOYAEMBIX B
OIIOII.

Ilenms BocmUTAaTETHHOW pPAabOTHI — CO3MAHME YCIOBHI JUIA aKTHBHOHM JKM3HEAEATEIHHOCTH OOYYaromMXCs, WX TPakAaHCKOTO
CaMOOIIpeNIeNICHNs, TMPO(PECCHOHANBHOTO CTAaHOBICHUS M WHAMBHIYAJIbHO-TMYHOCTHOM caMOpealu3allid B  CO3HJATeNbHOI
JEATeNbHOCTU Ul YJOBIETBOPEHUS TMOTpeOHOCTE! B HPAaBCTBEHHOM, KYJBbTYPHOM, MHTEIUIEKTyalbHOM, COLMAIBHOM U
MpoQeCCHOHATBHOM Pa3BUTHH.

3amaun  BOCHHUTATENbHONH pPa0OTHI: pa3BHTHE MHPOBO33PEHHMSA M aKTyalH3alds CHCTEMBI 0a30BBIX IIEHHOCTEH JIMYHOCTH,
OpuoOIIeHHe K O0OlIedeloBeYecCKUM HOpMaM MOpaid, HAalMOHAIBHBIM YCTOSIM M aKaJeMHUYeCKHM TpaJuLUsAM; BOCIHUTAHUE
yBaXX€HHs K 3aKOHY, HOpPMaM KOJJIEKTUBHOW JKU3HM, Ppa3BUTHE TIPakJaHCKOM U COLUAIbHOW OTBETCTBEHHOCTH; BOCHHTaHHE
TIOJIOKUTENFHOTO OTHOIICHHSA K TPyAy, (opMHpoBaHWE KyIbTypsl M JTHKH TPO(ecCHOHATBHOTO oOImeHus; (opMupoBaHUe
JUYHOCTHBIX Ka4eCTB, HEOOXOMUMBIX Ui JI(QQPEKTUBHOH MNpodecCHOHATBHON IEATeNbHOCTH; BOCIUTAHUE BHYTpEHHEH
HNOTPeOHOCTH JUYHOCTH B 3A0pOBOM 00pa3e >KHU3HHM, OTBETCTBEHHOIO OTHOIIEHMS K IPHUPOJHONM M COLMOKYIBTYPHOH Cpele;
TIOBBIIICHHUE YPOBHS KYJIBTYPHI O€30I1aCHOTO TIOBEICHHUSI.

OcobenHoctn W Tpaaumuu HMHCTHTYTa OOYCIOBIMBAIOT CIEAYIOIIME OCHOBHBIC HANpaBICHHWS BOCIHTATENBHON paboTHI:
HNaTPUOTUYECKOE, TPakIaHCKOE, JTyXOBHO-HPABCTBEHHOE, KyJIbTYPHO-TBOpYECKOE, Hay4yHO-00pa3oBaTelIbHOE, MPO(ECCHOHANBHO-
TPYZOBOE, BOJIOHTEPCKOE (IOOPOBOIBUECKOE), IKOJIOTHUECKOE, (U3HNUecKkoe. Buapl pesTesbHOCTH 00y4alOmMXCsl B BOCIHUTATEIBHOI
cucteMe 00pa3oBaTeIbHOW OpraHW3alMM: IPOEKTHAs JEATeNbHOCTh (KaK KOJUIEKTHBHOE TBOPYECKOE JIENO), BOJOHTEPCKas
JeSATeNIbHOCTh, Y4eOHO-HCCIeN0BaTeIbcKas U HayYHO-HCCIeNOBaTeNbcKass AEATeIbHOCTh, IOCYroBas, TBOpYECKas M COLHUAIBHO-
KyIbTypHas AEATEIbHOCTb U JIP.

BocruraTenbHBIN TOTEHIMAN y4eOHO-HCCIEe0OBATENbCKOW U HAayYHO-HCCIEIOBATEIBCKOW JEITEIFHOCTH peali3yeTcss B Ipolecce
Pa3BUTHA HCCIEIOBATEIECKONH KOMIIETCHTHOCTH OOYYalomMXCsl HA TPOTSHKEHHH BCETO Cpoka WX oOydueHms B HMHctutyTe.
Pe3ynpTaTel cTyaeHuUecKoil HaydHO-HCCIIENOBATEIbCKOM AEATEIBHOCTH MPOXOAAT ampoOalui0 B paMKaxX HAy4YHBIX U HAY4HO-
HPaKTHYECKUX KOH(EPEHINH pa3IMIHOTO YPOBHS, B T.4. KOH(QEPEHIMH, OPraHM30BaHHBIX FHCTHTYTOM.

CounanbHO-KyIbTypHas M TBOpYECKas EATENBHOCTh OOYYaIOIIMXCS peann3yercs IpH OpPTraHW3alliM M MPOBEACHHH 3HAYMMBIX
COOBITHII M MeponpHusATHil TI'pa’kAaHCKO-NATPHOTUYECKOH, HAYYHO-HCCIEAOBATEIBCKOM, COIMMOKYIBTYPHOH U  (PU3KYIBTYpHO-
CIOPTHBHON HAaNpaBIEHHOCTU. Buabl TBOpueckol JedTeNnpHOCTH oOydaromuxcss B MHCTUTyTe: My3bIKAIBHOE TBOPYECTBO,
xopeorpaduaeckoe TBOPYECTBO, TeaTpaIbHOE TBOPYECTBO, HAYYHOE TBOPUECTBO, MEIUANIPOCKTHI U JIp.

BonoHTepckas meATenbHOCTh OOyJaroONMXCS — MIIMPOKHA KPYT HAmpaBlIeHHH CO3MAATENBHOW JEATebHOCTH, BKIFOUYAFONIHI
pasnuuHble (GopMBI TpaknaHckoro ydactus. Ilo wuHuNmMaTHBe OOydYaromuXcs M TPH HX AaKTUBHOM Yydactuu B HHctutyte
OCYIIECTBIISIET CBOIO AEATENBHOCTh JOOPOBOIBYECKUIT OTPsAT «MbI».

Peammzarro  PaGouedd mporpaMMbl BOCIIUTAHHS IIOMOTaeT OOecIednBaTh B3aMMOJCHCTBHE C PA3NMUYHBIMH  COIHAJIBHBIMHU
UHCTHTYTaMH, CyOBekTamu BocmnuTaHui. Ocoboe 3HaueHHE I BOCIMTATENBHOTO IIpollecca MMEeT OpPTraHH3aIUs IPAKTUYECKOi
JEATeNIbHOCTH O00Y4YaloluXcsl € IEIbl0 pa3sBUTUS NpodeccCHOHANbHBIX KOMIETEHIMH B ycinoBusX HWHcTHTyTa M HpodMIBHBIX




YUPEKACHUN U OpraHu3aLui.

10. OCOBEHHOCTH OBYYEHHWSI NHBAJIAIOB U JTUL[ C OTPAHHYEHHBIMHY BO3MOKHOCTSMM 3/JOPOBbSI
(OB3)

B mpomecce m3yueHHs NUCIMIUIMHBI U OCYIIECTBICHHUS IPOIENYP TEKYIIETO0 KOHTPOJIS yCIEBaeMOCTH M MPOMEXYTOYHOH
aTTeCTallu MHBAIUIOB U JIUI C OTPAHUYEHHBIMH BO3MOXKHOCTSMH 3IOPOBBS IPUMEHSIOTCS aJalTHPOBaHHBIC (OPMBI 00ydeHHS C
YYETOM MHIUBUYalIbHBIX ICHXO(H3UOIOTHYECKIX OCOOCHHOCTEH.

OOydyeHHe JHI[ C OrPaHWYCHHBIMH BO3MOXKHOCTSAMH W HWHBAIMAOB OPTraHM3YyeTCs KaK COBMECTHO C JAPYTHMH
00yJalOIMMMHCS HA JICKIMOHHBIX M IPAKTUYECKUX 3aHATHAX, TaK W 0 WHANBHIyaJIbHOMY y4eOHOMy IUTaHy. Bo Bpems mpueMHOI
KaMIIaHUM, a TAaKXKe BO BPEMs CAAYM Pa3IMYHBIX (OPM NMPOMENKYTOYHOH M TOCYIAAapCTBEHHOH MTOroBOM arrectauuu B MHcTHTyTE
CO3/1aHBl HEOOXOJMMBIE YCIIOBHS JUISl OKa3aHWSI TEXHWYECKOW ITOMOIIM WHBAIMIAM W JIMIAM C OrPaHMYECHHBIMH BO3MOXXHOCTSIMU
3I0pOBbs (TIPH HEOOXOANMOCTH MOKET OBITh JOMYIICHO NMPHUCYTCTBHE B ayAWTOPHH aCCHCTEHTOB, CONPOBOXKHAIOMINX JIMI, COOaKH-
MOBOABIPS U T.IL.).

OOyuaronyecs M3 4ucCia WHBAJIMIOB U JIML[ C OrPaHMYECHHBIMH BO3MOKHOCTSMH 3JJ0POBbS, NP HEOOXOJUMOCTH, MOTYT
OBITH 00ECTeYeHB! 3JICKTPOHHBIMH M II€YaTHBIMH 00pa30BaTEeIbHBIMH PECypcaMH C Y4eTOM WX HHIMBHAYaJIbHBIX MOTPEOHOCTEH.
Jns peanm3anny JOCTYNHON CpeAbl IMPH HEOOXOAMMOCTH B y4eOHOM mpoliecce MOTYT OBITh 3aeHCTBOBAaHBI JOKyMEHT-Kamepa JUis
YBEJIMUECHUSI TEKCTOBBIX ()PAarMEHTOB M M300pakeHWH (M1 JMI] C HapyLICHUSMH 3pEHUs) M NEPeHOCHAs MHAYKLMOHHAs cucTeMa
Jutst cabocnbimamux «Mcrok» A2 co BCTpOSHHBIM IIIEEPOM — 3BYKOBBIM HH(OPMAaTOPOM.

OBC «YHuBepcureTckas OWOIMOTEKa OHJAWH» TpenoctaBisier obydarommmcs ¢ OB3 (1o 3peHHIo) psia BO3MOXHOCTEH
st obecriedeHus: 3G ¢eKTUBHOCTH mpouecca oOydeHus. [Ipu uTeHHMM MacITa®d CTpaHUIBI CaliTa MOXKHO YBEIHYHUTh C MOMOIIBIO
CIICMAJIbHOTO 3HauKa Ha TJaBHOM CTpaHMIe. MOXKHO HCIIONb30BaTh MOJHORKPAHHBIA PEXUM OTOOpa)KEHMS] KHUTH WM BKIIOYUTH
03BYYMBAaHUEC HEMOCPEACTBCHHO C caiiTa MpH TOMOINM TNPOrpaMM SKpaHHOTO JocTtymna (Hampumep, Jaws , «Balabolkay).
CkaunBaeMble (parMeHTs! B (opmare pdf, mMeromue BBICOKOE KadeCTBO, MOTYT HCIIOIB30BATHCS THUQIOMPOrpaMMaMH IS
TOJIOCOBOTO O3BYYMBAHMsI TEKCTOB, MOTYT OBITH 3arpykKeHbl B TH(IIOIUIEEphl, a TaKKe CKOIMPOBAaHbI Ha JI00OE YCTPOWCTBO JUISt
KOM(OPTHOTO YTCHUSL.

CepBuc OBC «lluraTHHK» TIOMOTaeT ITOJH30BATENI0 W3BICYh ITUTATy M aBTOMATHYECKH (DOPMHPYET KOPPEKTHYIO
6ubmorpaUUecKyro0 CChUIKY, YTO OCOOEHHO aKTyaldbHO IJISl JIHI C OTPAHHYCHHBIMH BO3MOXKHOCTAMH H OOJerdaer IMpoIecc
HaITMCaHUs KypCOBOMN MIIM BBIITYCKHOM KBaJIM(DMKALMOHHOI paOoTHI.

Jis moAroToBkM K 3aHATHAM oOydarommecss ¢ OB3 (10 3peHHI0) MOTYT HCIOJB30BaTh MOOHMIbHOE TpmiiokeHue IbC
«Jlanpy, mpemHa3HaYeHHOE JUIi O3BYYMBAaHMSA TEKCTa KHUTH. PeXWM JocTyma: OJIICKTPOHHBIM, TPHIOKCHHE CKAaYMBAaCTCS
o0yyaromumcsi caMoCTOATENIbHO ¢ caidita e.Janbook.ru, HeoOxomumoe ycioBue: ObITH 3aperucTpupoBaHHbIM B OBC «Jlauby.
Hcnone3yercst cBOOOIHO pacpocTpaHseMas MporpaMma 3KkpaHHoro fgocryna Nvda.

ITogpobHee 00 opraHW3amMM JOCTYHHOM CpeAbl CM. COOTBETCTBYIOUIMH pa3fell OCHOBHOHW NpodecCHOHATBHOH
00pa3oBaTeIbHON IPOTPAMMEL.



