MunucreperBo KyJbTyphl Poccuiickoii ®enepauuu
OEJNEPAJTBHOE 'OCYJAPCTBEHHOE BIO/ZKETHOE OBPA30BATEJIBHOE
YYPEXJIEHUE BBICIHIEI'O OBPA3OBAHUA

«XABAPOBCKHUI TOCYJAPCTBEHHBIN HHCTUTYT KYJIbTYPbI»
(XTHK)

Kadenpa 6mdmoreuHo-uHpopManuoOHHOM 1eATeJTbHOCTH, JOKYMEHTOBEIeHUSI U

YTBEPXIIAIO
[TpopexTop 1o yueOHOM, HAyYHOU U
MEXIYHAPOAHOU NEATETbHOCTH

E.B. CasenoBa
21.05.2025 .

OPI'AHU3ALUSA CEKPETAPCKOI'O OBCJIYXNBAHUA

PABOYAS ITPOI'PAMMA JTVCLHUIIJIMHBI

YpoBenb 0akanaBpuarta
(2025 rox Habopa,
3ao4Has (hopma OOydCHHS)

HanpasJienue noAroToBKu
46.03.02 JlokyMEHTOBEICHUE U apXUBOBEICHUE

IMpoduab moaroToBKM
JlokyMeHTaImoHHOe o0ecrieueHue yrpaBieHus

Pacnpeueneﬂue YaCcoB TUCHHUIIMHBI 110 KypcaM

Kypc 2 3
— HUroro
Bun 3ansaruii v | pi| vo | PO

Jlexuu 12 |12 112 |12 |24 (24
IIpakTuyeckue 8 |8 |8 8 16 |16
CemuHapckue 2 12 |2 2 4 4
3aHSATHS
Uroro ayg. 22 (22122 |22 |44 (44
KonraktHas pabora |22 (22 (22 |22 |44 |44
Cam. pabora 46 (46 |77 |77 |123 |123
Yacel Ha KOHTPOJIb 4 14 19 9 13 |13
HUroro 72 |72 [ 108 | 108 | 180 | 180




[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

«/lokymMeHTOBeIecHHE U apXMBOBEICHUE», YTBEP)KICHHOIO YYEHBIM COBETOM By3a, npotokos 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:

- HABBIKOM OPTraHU3allTHOHHOI0, JOKYMECHTALIMOHHOTO 1 I/IH(I)OpMaHI/IOHHOFO obecrneueHus ACATCIBHOCTH OpTraHnU3aluu,

- HABBIKOM OPraHU3alilMOHHOI0, JOKYMCHTAIlMOHHOI'O H I/IH(I)OpMaHI/IOHHOI‘O obecneueHus JACATCIBHOCTH PYKOBOIUTEIIA

OpraHu3aluy.

4. CTPYKTYPA Y COJAEPKAHUE JUCIUILTAHBI (MOLY.JIS)

Cemectp

HanmeHoBaHUe pa3eioB U TeM /BHJ 3aHATHS/ / Kype Yacos Komnerenunn Jluteparypa
Poxab cekperapsi B CTPYKType YNPaBJIEHHS] H Pa3TuIHBIX
¢opmax nenosoro odmenus /Paznen/
Tema 1. McTopus TODKHOCTH CEKpeTaph 2
Hcropus nomKkHOCTH cekperapb (Jiekius) /JIex/ 1 K7 JIT.1J11.2 J11.3J12.1
J12.2J12.3
HcTopust TOKHOCTH ceKpeTaph (ceMuHapckoe 3austue) /Cem 1 K7 JIT.1 J11.2 J11.3J12.1
3an/ J12.2J12.3
HcTopust DOMKHOCTH CeKpeTaphb (caMocTosTenbHas paboTa) 5 K7 JI1.1 J11.2 JI1.3J12.1
/Cp/ ) J12.2J12.3
Tema 2. YpasneHdeckast HHGOPMAIHA: ee BUABI U CBOICTBA. )
Ponb cexperaps B mepenaue ynpapieHuecKoi HHPOpMAIH
VYnpasnendeckas HHQOpMAIU: ee BHIBI u_cBoifcTBA. Ponp 1.1 1.2 T2
cekperaps B Iepefade yIpaBIeHUECKOH wHHpoOpManuu 1 IK-7 1122 1123
(mextust) /JIex/ ) )
VYnpasnendeckas HHQOpMAIU: €€ BHIBI H cBolicTBa. Ponb 1.1 J11.2 7130121
cekperaps B Iepefade yIpaBIeHUECKOH HHpopManuu 2 IK-7 2.2 1123
(npaktrueckoe 3austue) /TIp/ ) )
VYnpasneHdeckass HH(QOPMAIS: €€ BUIBI u cBolicTBa. Ponb 1.1 J11.2 137121
CeKpeTapss B Iepegaue yIpaBleHYeCKOH HWHPOpMaLuU 2 TIK-7 1122 1123
(camocrositenbHas padora) /Cp/ ) )
Tema 3. TpebGoBaHms K [AENOBOMY HMHIXKY CEKpeTaps )
(IOMOIIHKKA PYKOBOAUTEIS)
TpebOoBaHMS K IEIOBOMY HMHIUKY cekpeTapst (Jiekrms) /Jlex/ 1 K7 JI1.1 J11.2 J11.3J12.1
J12.2J12.3
TpeboBaHMs K [EIOBOMY MMHUKY CEKpeTaps (CEeMHHApCKoe 1 K7 JI1.1 J11.2 J11.3J12.1
3ansartue) /CeM 3an/ ) 2.2 1123
TpeboBanus K JIeJI0BOMY HMHUJDKY cekperaps 4 K7 JIT.1 J11.2 J11.3J12.1
(camocrosiTenbHas padota) /Cp/ ) JI2.2 J12.3
Tema 4. ®opMbI 1eTT0BOTO OOIIEHHS: IEPETOBOPEI 2
®DOpMBI JIETOBOTO OOIIEHHS: TeperoBophl (Jiekius) /JIek/ 1 MK-7 JI1.1J11.2 J11.3J12.1
J12.27J12.3
®DOpMEBI JIIIOBOTO OOIIEHHS: TIEPETOBOPHI (CaMOCTOSTEIIbHAS 4 K7 JIT.1 JI1.2 JI1.3J12.1
pabora) /Cp/ J2.2712.3
Tema 5. ®opMBbI ATOBOTO OOIICHUS: COBCIAHHS 2
DopMBI 1EI0BOTO O0IIEeHHs: coBetanus (Jekuust) /JIex/ | K7 JIL.1J11.2 J11.3J12.1
J12.2J12.3
®DopMBI IETOBOTO OOIEHUS: COBEIIAHUS (CaMOCTOATEIbHAs 4 K7 JI1.1 J11.2 JI11.3J12.1
pabota) /Cp/ JI2.2 J12.3
Tema 6. ®Dopmbl A€710BOr0 OOIIEHUS: KpYIJble CTOJBbI, )
JFICKYCCHH, 1e0aThl, MPEeHUN
@DopMBI  1eIOBOTO OOIIEHUS: KpPYTJble CTOJBI, AUCKYCCHUH, 1 K7 JIT.1 JI1.2 JI1.3J12.1
ne0athl, mpeHuu (Jexius) /JIex/ ) J12.2 J12.3
®DOopMBI  1eOBOTO OOIICHUS: KPYTJble CTOJBI, JHUCKYCCHUH, 6 K7 JIT.1 J11.2 JI1.3J12.1
nebatsl, mpeHuu (camocTosTenpHas padora) /Cp/ ] 1221123
Tema 7. @opMBI ATOBOTO OOIICHUS: TOKIAIBI 2
DOopMBI 1EI0BOT0 O0IIeH s JoKIaabl (Jiekuus) /Jlex/ 2 K7 JI1.1 J11.2 J11.3J12.1

JI2.2 J12.3




Cemectp

HaumeHnoBaHue pa3iesioB U TeM /BU/I 3aHATHS/ / Kype Yacos Komnerenuun Jlutepatypa
®opMBI  JIETIOBOTO  OOMICHMS: JOKIAAbl  (MIPaKTUIECKOe ) K7 JIT.1 JI1.2 JI1.3J12.1
sanstue) /Tp/ ) J2.2J12.3
@DopMBI  IETOBOTO OOIICHUS: JOKJIAABI (CaMOCTOSATEIbHASL 6 K7 JI1.1J11.2 J11.3J12.1
pabora) /Cp/ ] 227123
Tema 8. @opmbl genoBoro oOwEHHs:  COOOIIEHUS, )

TIPUBETCTBUS, CAMOTIPE3CHTAITHS

@DopMbI  1€7OBOTO  OOLICHUS: COOOIICHUS, MPUBETCTBUSL, 1 K7 JIT.1 J11.2 JI1.3J12.1
camonpe3eHTanus (Jexmws) /JIex/ ) J12.2 J12.3
@DopMBI  1eIOBOTO  OOIICHHUS: COOOIICHHUS, TPUBETCTBHS, ) K7 JI1.1 J11.2 J11.3J12.1
camorpe3eHTanus (nmpaktudeckoe 3ausrue) /I1p/ ) J12.2J12.3
@opMmBl  1eI0BOTO  OOIICHMA: COOOIMICHUS, HPUBETCTBUS, 6 K7 JI1.1 J11.2 J11.3J12.1
camonpe3eHTanus (camocroarenbHas padota) /Cp/ ) J2.2J12.3
Tema 9. @opmel femoBoro  OOWICHHS:  coOpaHWs, )

npecc-KoHpEepeHIH

®DopMBI J€TI0BOT0 OOIIEHUS: COOpaHusl, mpecc-KOH(epeHIIUH 1 K7 JI1.1 J11.2 JI11.3J12.1
(nextus) /Jex/ ] 227123
®DopMbI AETOBOro OOIIEHUs: cOOpaHusl, npecc-KOH(pepeHIun 6 K7 JIT.1 J11.2 J11.3J12.1
(camocrosiTenbHas padota) /Cp/ ) J12.2 J12.3
Tema 10. Dopmsl nenoBoro OOLIEHHUS: OOILIEHHE Yepe3

CpencTBa MaccoBOH KOMMYHHUKAIIH: TeneoHHbIC 2

TIEPErOBOPHI

@DopMbI  IEIOBOTO  OOILIEHMSA: OOIIEHHE dYepe3 CpencTBa

MaccoBOW  KOMMYHHKAIIMH:  Tele(QOHHBIE  MEePETrOBOPI 1 [K-7 L1 ;}21 22 JJ'I]21 ; 2.1
(mexnus) /JTex/ ’ '
®opMbI  EIOBOTO  OOILIEHMA: OOIIEHHE dYepe3 CpencTBa 5 K7 JIT.1 J11.2 J11.3J12.1
MaccoOBOM KOMMYHHKaIUH (MpakTuieckoe 3ausatue) /Ip/ ) JI2.2 J12.3
®opMBI  1ETOBOTO  OOIIEHMA: OOIIEHHE dYepe3 CpencTBa 4 K7 JIT.1J11.2 J11.3J12.1
MaccoBOW KOMMYHHKaIuu (caMocTosTensHas padora) /Cp/ ] J12.2 J12.3
Tema 11. Dopmsl pmenoBoro oOmEHHUS: oOmeHHe dyepes )

CpelicTBa MacCOBOM KOMMYHHUKalMU: VIHTEpHET CBA3b

@opMmBl  eTOBOTO  OOMIEHWSA: OOLICHHE depe3 CpeicTBa 1 K7 JI1.1J11.2 J11.3J12.1
MaccoBOW KOMMYyHHKanuu: MHTepHET cBs3b (yiekuust) /JIek/ ] JI2.2 J12.3
@®opmBl  eOBOTO  OOMICHHS: OOLICHHE dYepe3 CpelcTBa

MaccoBOH KOMMYHUKAaIUU: Wntepner CBSI3b 2 IK-7 AL JJ;ZI 22 £21 33 2.1
(camocrositenbHas padota) /Cp/ ) ’

HaumeHoBaHue pa3/iejioB U TeM /BU/I 3aHSITHS/ C/elnca;lc)zp Yacos Komnerenuuu Jlutepatypa

3auer /Pazgen/

Tema 12. ITpoMeKyTOUHBIH KOHTPOJIb 2

ITpoMexyTOoYHBIN KOHTPOJIL /3a4éT/ 4 K7 JI1.1 J11.2 J11.3J12.1
J2.2J12.3

HaumeHnoBaHue pa3iesioB U TeM /BU/I 3aHATHS/ C/elnca;lc)zp Yacos Komnerenuun Jlutepatypa

OcHoBHbIe (hopMBI cexTOpckoii padorsl /Pa3znen/

Tema 13. Yuactue cekperaps B IOATOTOBKE BBICTAaBOK U 3

CEMUHAPOB

VYyactue cexperapsd B IOAIOTOBKE BBICTABOK U CEMUHApPOB 1 K7 JI1.1 J11.2 JI1.3J12.1
(mexius) /Jlex/ ) 2.2 1123
VYyactue cexperaps B HOATOTOBKE BBICTABOK U CEMUHApOB 6 K7 JI1.1 J11.2 J11.3J12.1
(camocTosTenbHas pabora) /Cp/ ) J2.2J12.3
Tema 14. Opranuszarnus paOboThI C TIOCETUTEISIMU B IPUEMHO 3

PYKOBOIUTETS

Opranmzanust  paboOTBl € TIOCETHTENSIMH B TPUEMHOM 5 K7 JIT.1 JI1.2 J11.3J12.1

pyxoBoauTens (yrexms) /Jlex/

J12.2J12.3




Cemectp

HaumeHnoBaHue pa3iesioB U TeM /BU/I 3aHATHS/ / Kype Yacos Komnerenuun Jlutepatypa
Opranm3amust padOTBl € TIOCETHUTEISIMH B IPHEMHOI 6 K7 JI1.1 J11.2 JI1.3J12.1
pyxoBoauTens (camocTositenbHast padora) /Cp/ ) JI2.2J12.3
Tema 15. OxazaHue TIOMOIIM  PYKOBOIUTENIO B 3
TUTAHUPOBAHUH Pab0Yero BpeMeHN
OkazaHue TIOMOIIM PYKOBOJUTEIO B  IJIAHUPOBAHHH 5 K7 JIT.1 J11.2 J11.3J12.1
pabouero Bpemenu (Jekist) /JIex/ ] J12.2 J12.3
OxazaHpue TOMOIIM PYKOBOIAHWTENIO B  IUIAHUPOBAHUH 6 K7 JIT.1 JI1.2 JI1.3J12.1
pabouero BpeMeHH (camocTosTeNnbHas padoTa) /Cp/ ) JI2.2 J12.3
Tema 16. [InarnpoBanue pabodero qHS ceKpeTaps 3
[TnanupoBanue pabGouero AHs cekperaps (camocCTOATEIbHAs 1 K7 JIT.1 JI1.2 J11.3J12.1
pabora) /Cp/ ] 227123
IInanupoBanue pabGodero maHS cekperaps (IIPaKTHYECKOE 1 K7 JI1.1 J11.2 JI11.3J12.1
sanstue) /Tp/ i 22 J12.3
Tema 17. Opranusanus u nojjepkaHue (yHKIMOHAIBHOTO
pabouero  mpocTpaHCTBa  MNpHEMHOW U KabuHeTa 3
PYKOBOAUTEIS
Opranuzanusi u no;melzmaﬂne (YHKUIHMOHAIBHOTO Pabovero 1.1 J11.2 7137121
NPOCTPAHCTBA IPUEMHON U KaOMHETa PyKOBOIUTEINS (JICKIIHS) 1 TK-7

J2.2712.3
/JTex/
Opranuzauust u noJyIepIKanme (YHKUHMOHAIBHOTO Pabovero 1.1 7112 71130121
NPOCTPAaHCTBA TIPHEMHOM ¥  KaOWMHETa  PYKOBOAUTEII 3 T1K-7

J12.2 J12.3
(mpaxtuaeckoe 3ausaTue) /Ip/
Opranuzauus u nojyIepIKanme (YHKIIMOHANEHOTO Paboyero 1.1 7112 71130121
NPOCTPAaHCTBA TPHEMHOM ¥  KaOWMHETa  PYKOBOAWUTEILT 2 IIK-7

JI2.2 J12.3
(cemuHapckoe 3anstue) /Cem 3an/
Opranuzanus u nojyiepianme (YHKIIMOHAIEHOTO pabouero 1.1 J11.2 71130121
IPOCTPAaHCTBA TIPHEMHOM ¥  KaOWMHETa  PYKOBOAWUTEILT 6 IK-7

JI2.2 J12.3
(camocrositenbHas padbota) /Cp/
Tema 18. Opraruzanus padOTHI ¢ JOKyMEHTAaMH B IPHEMHOI 3
PYKOBOAUTEIS
Opranuzanuss  paboOTBl C  JIOKyMEHTaMH B  TIPHUEMHOM 1 K7 JIT.1 JI1.2 J11.3J12.1
pykosoautens (nekuus) /Jex/ i 22 7J12.3
Opranuzanust paboTbl € JIOKYMEHTaMH B  HPUEMHOI 6 K7 JIL.1J11.2 J11.3J12.1
pyKOBOIHTENS (CaMOCTOsITeNbHAs pabora) /Cp/ ) J12.2 J12.3
Tema 19. Opranusanust XpaHeHUsI JOKYMEHTOB B IPHEMHOI 3
PYKOBOJHTEINS
OpraHusanust  XpaHeHMs  JOKyMEHTOB B  IPUEMHOH 1 K7 JI1.1 J11.2 J11.3J12.1
pykoBozutens (nexuus) /Jex/ ) J2.2J12.3
OpraHuzanust ~ XpaHeHMsT  JOKyMEHTOB B  IPUEMHOH 6 K7 JI1.1J11.2 J11.3J12.1
pykoBoauTens (caMmocTosTenbHas pabota) /Cp/ ) J12.27J12.3
Tema 20. Ob6ecrnieueHre pyKOBOAUTENS HHPOpMaLUeit 3
Obecneuenne pykoBoauTenss nHpopmanueit (ekuus) /Jlex/ JIT.1J11.2 J11.3J12.1

1 ITK-7

JI2.2J12.3
ObecnieueHre pyKkoBoauTeNss HH(popMarend (MpakTHIeckoe 1 K7 JI1.1 J11.2 JI11.3J12.1
sanstue) /Tp/ i 22 7J12.3
Tema 21. Opranuzauusi ”HPOPMAITMOHHOTO B3aUMOACHCTBUS 3
PYKOBOJUTENS ¢ AOJDKHOCTHBIMHU JIMLIAMH OpraHU3aIIH
Oprasu3anys MHPOPMAIMOHHOTO B3aUMOJIEICTBUS 1.1 J11.2 130121
PYKOBOAMTENS C JODKHOCTHBIMH JIMLAMHM OpraHu3aluu 6 [K-7

J12.27J12.3
(camocrosiTenbHas padota) /Cp/
Tema  22. OpraHu3anuss  JAENOBBIX  KOHTakTOB U 3
NPOTOKOJIEHBIX MEPONPHUATUI
OpraHusanust  [€NOBBIX KOHTAKTOB M IPOTOKOJIBHBIX 1 K7 JI1.1 J11.2 J11.3J12.1

MeponpusTuii (Jexuus) /Jlex/

J2.2712.3




HaumeHnoBaHue pa3iesioB U TeM /BU/I 3aHATHS/ C/elnca;lc)zp Yacos Komnerenuun Jlutepatypa
OpraHuzanust  J€NOBBIX  KOHTAKTOB M IIPOTOKOJIBHBIX 6 K7 JI1.1 J11.2 J11.3J12.1
MeponpusIThil (camocTositenbHast padora) /Cp/ ) JI2.2J12.3
Tema 23. Opranuzanus UCTIOTHEHUS PEIICHUA PYKOBOAUTES 3
OpraHu3anusi  UCIOJHEHHWS  pEIIeHHH  PYKOBOJHUTEIS 6 JIT.1 JI1.2 JI1.3J12.1
(camocrosiTenbHas padota) /Cp/ JI2.2 J12.3
Tema 24. OOecneueHne WHPOPMAITMOHHOH 0€30MaCHOCTH 3
JIeATSIIBHOCTH OPraHU3aluK
Ob6ecnieueHme “HPOPMAIIMOHHOM 0e30macHOCTH | K7 JIL.1 J11.2 J11.3J12.1
JeSTeTbHOCTH OopraHu3anuu (Jexst) /JIex/ ] JI2.2 J12.3
Ob6ecnieueHue MHGOPMAITMOHHOM 0e30macHOCTH g K7 JI1.1 J11.2 J11.3J12.1
NIeSITeTTbHOCTH OpTaHu3auy (caMocrosTenbHas padota) /Cp/ ] J12.2 J12.3
Tema 25. Bo16op KypbepcKoi citykObl 3
Br160op kyprepckoii ciy:x0bI (camocTosTenbHast padota) /Cp/ 6 K7 JI1.1 J11.2 J11.3J12.1

J12.2J12.3
Tema 26. OueHka U peJakTUPOBAHUE IMPOEKTa JOKYMEHTa: 3
QITOPUTM JIJISI CEKpeTaps
OneHka W pelakTUPOBAHUE TMPOEKTa TOKYMEHTa: alTOpUTM 1 K7 JIT.1 J11.2 JI1.3J12.1
Ut cexpetaps (ekius) /JIex/ ) J12.2 J12.3
OueHka U peJaKkTUPOBAaHHE IMPOEKTa JOKYMEHTA: aJlrOPUTM 3 K7 JI1.1 J11.2 J11.3J12.1
Ui cexpetaps (nmpaktudeckoe 3anarue) /IIp/ ) J2.2J12.3
OmeHka W peJaKTHPOBAaHHE ITPOEKTa JOKYMEHTA: ajTOPHTM g
IUTs cexpeTapsi (camocrosTenbHas padota) /Cp/

HaumeHoBaHue pa3jiesioB U TeM /BU/I 3aHSTHS/ C/elnca;lc):p Yacos Komnerenuuu Jlutepatypa

Jx3amen /Pa3zgen/

Tema 27. IIpoMeKyTOUHBIH KOHTPOJIb 3

TIpoMexyTOUHBIN KOHTPOJb /DK3aMeH/ 9 MK-7 JI1.1 J11.2 J11.3J12.1
JI2.2J12.3

5. ®OHJ OIIEHOYHbBIX CPEACTB

5.1. KoHTposbHbIE BONPOCHI U 3aaHUS

Bonpocs! 11 caMonpoBepKu:

1. Ponb cexpeTapst B COBPEMEHHON CTPYKTYpE YIIPaBICHUS.

2. Kareropuu cexperapeii 1 mpodeccHOHaIbHBIE TPEOOBAHHS K HUM.

3. 3HaHus1, yMEHUsI, IeTOBbIE U IUYHBIE KaueCTBa CEKpeTapsl.

4. OOmerocyapcTBEHHBIE HOPMAaTHBHO-METOINYCCKHE JOKYMEHTHI 110 JOKYMCHTAlMOHHOMY OOCCIICUCHHIO YIpaBICHHS B paboTe
ceKperapsl.

5. JIo;mKHOCTHASI HHCTPYKITHS CEKpeTaps, ee CTPYKTypa, IOPSA0K U OCOOEHHOCTH pa3pabOTKH.

6. TpeboBanus K 000pyAOBaHUIO U OpPraHU3aLUHN paboyero MecTa cexperapsl.

7. Oprannzamms pabodero BpeMeHH cekperaps. ParmoHansHOe ITaHUPOBAaHHUE.

8. OcHoBHEIE POPMBI pabOTHI CEKpeTaps ¢ JOKYMEHTaMH.

9. lenoBas nepemnucka. [IpueMbl palmoHaIn3aIiH.

10. MadopmanoHHO-aHATHTHYECKHE QYHKIIUH CEKpeTapsl.

11. Yaactue cexperaps B OATOTOBKE M 00CTY )KHBaHUH COBEIIaHUH. Benenne n odopMireHre mpoTOKOJIOB.
12. Opranusarus npueMa Jeferanuii, BUIbI IPeJCTaBUTEILCKIX IIPHEMOB.

13. PaboTa cekperaps o npueMy moceTuTenei.

14. ITpaBuita BeneHus Tee()OHHBIX TIeperoBopoB. [Ipuem Tenedonorpamm.

15. CepBucHbIE QyHKIUH CEKpETapS.

16. 3amura uHGOpMaIUK B paboTe CeKpeTaps.

17. B3aMOOTHOIICHUS CEKPETapst CO CBOMM MPO(ECCHOHANEHBIM OKpYyKeHHEeM. CirykeOHast CyOOopIrHaIIHS.
18. IIpenoTBpainenne n pa3pemeHne KOH(GINKTHRIX CUTyalli B paboTe cexpeTaps.

19. OcHOBHI TpOdecCHOHANBHON YTHKH U JIEIOBOTO dTUKETA.

20. TpynoyctpoiictBo cexperaps. CoctaBieHue U opopMICHHE PE3IOME.

Bonpocs! k IpoMeXyTOUHOMY KOHTPOJLIO:

Bomnpocs! k 3auery

L. OCHOBHBIE HCTOPUYECKHUE ATAMBI Pa3BUTHS JOIKHOCTb «CEKPETaphy.

2. KomrrereHmum, KOTOPBIMH TOJDKEH 001a1aTh CeKpeTaph, HAIleJICHHBII Ha KapbepHBIH POCT.



3. Ynpasnendeckass HHGOPMANHUs: ee BUIBI U CBOICTBA.

4. KOMIOHEHTBI MMHIKA YCIIELITHOTO CeKpeTapsl.

5. OCoOeHHOCTH ITOATOTOBKH JICIOBEIX IIEPErOBOPOB. 3a1a4n CeKpeTaps B IIOATOTOBKE IIEPETOBOPOB.

6. 3agaun cexperaps B IOJTOTOBKE COBEII[AHHUH.

7. Oco0eHHOCTH MOATOTOBKH KPYTJIOTO CcToja. 3aJauu CeKpeTapsi B MOATOTOBKE KPYIJIOTO CTONA.

8. Oco0OeHHOCTH TOATOTOBKM ANUCKYCCHM, MHUCIyTa, Je0aroB. 3agaud CceKperaps B IOATOTOBKE ANCKYCCHHM, IHUCIIYTa,
nebaToB.

9. Oco0eHHOCTH TOATOTOBKH JOKJIAJA0B PYKOBOJIUTEIIIO.

10. OCo0OCHHOCTH TOATOTOBKK COOpaHus. 3a1a4un ceKpeTapsi B MOATOTOBKE COOpaHUsI.

11. Oco0OeHHOCTH ITOTOTOBKHU Tpecc-KOH(EpeHINH. 3a1aun ceKpeTaps B IOATOTOBKE Mpecc-KOH(PEPESHITHH.
12. Opraxusanus TeleOHHBIX IEPeroBopoB pykoBoautens. Pabora ¢ Tenedonorpammamm.

13. OcCHOBHBIE TIpaBUJIa TENEPOHHOTO ITUKETA.

14. ®opmupoBanue cekperapeM 0a3bl KOHTAKTOB OPraHU3aIN.

Bonpocs! k 9k3aMeny

L. OCHOBHBIE HCTOPUYECKHUE ATAMBI Pa3BUTHS JOIKHOCTh «CEKPETaphy.

2. KomrrereHmmm, KOTOPBIMH TOJDKEH 001a1aTh CeKpeTaph, HAlleJICHHBIN Ha KapbepHBIH POCT.

3. VYnpasnendeckass HHGOPMANHUA: €€ BUIBI U CBOIMCTBA.

4. KoMIoHeHTsl IMUIKa YCIIEIIHOTO CeKpeTapsl.

5. Oco0OeHHOCTH TTIOATOTOBKH JIETIOBBIX MIEPETOBOPOB. 331a4l CEKpPETapsl B IIOrOTOBKE IEPErOBOPOB.

6. 3amayn cexperaps B MOATOTOBKE COBEIIAHUMN.

7. Ocob6eHHOCTH OATOTOBKU KPYTJIOTO CTOJNA. 3a1a4u CeKpeTaps B MOATOTOBKE KPYTJIOTO CTOJIA.

8. Oco0OeHHOCTH TOATOTOBKM AWCKYCCHM, IHCIYTa, Je0aroB. 3agaud cekperaps B IOATOTOBKE ANCKYCCHHM, HIHCIYTa,
nebarToB.

9. Oco0eHHOCTH ITOATOTOBKHU JOKJIAI0B PYKOBOJHUTEITIO.

10. Oco0eHHOCTH MOATOTOBKH coOpaHus. 3aaun cexpeTapsi B IOATOTOBKE cOOpaHusl.

1. Oco0eHHOCTH TOATOTOBKY Ipecc-KOH(pEPEHINH. 3aJauy CeKpeTaps B HOArOTOBKE Mpecc-KOH(EPEHIINH.
12. Opranuzanus TeaeQoHHBIX TEPErOBOPOB pyKoBoaAUTEINsL. PaboTa ¢ TenedoHorpaMMamu.

13. OcHOBHBIE TIpaBUIIa TeNe(hOHHOTO ITUKETA.

14. DopMHUpOBaHUE CEKpeTapeM 0a3bl KOHTAKTOB OPraHU3ALIH.

15. Opranm3anus QyHKIHOHATIHHOTO pabodero MpOCTPAHCTBA B IIPHEMHON U KaOMHETE PyKOBOAUTEIIS.

16. O0s13aHHOCTH CEKpeTaps B OKa3aHUU IIOMOIIH PYKOBOJUTEIIIO B IIIAHUPOBAHUN pabodero BpeMEHH.

17. Oco0eHHOCTH TITaHUPOBaHUsI pabouero IHs cekpeTapsl.

18. PaboTa cekperapsi ¢ Ie4aTbi0 OpraHU3aLUH.

19. O0s3aHHOCTH CEKpeTapsi OpTaHU3aINH IIpHeMa ITOCETUTEICH B IPHEMHON PyKOBOIHUTEIIS.

20. Opraxu3anus XpaHeH!us! JOKYMEHTOB B IIPUEMHOH PyKOBOJHUTEIIS.

21. Bubl MpOTOKOJIBHBIX MEPOIPUSTHIH 1 OCOOCHHOCTH UX OPraHHU3aINH.

22. Bunbr mpreMoB 1 0COOEHHOCTH HX OpTraHHU3aIiH.

23. OCO00EHHOCTH ICTOBOTO MPOTOKOJIA B IIEPETOBOPHOM TPOIIECCe.

24. DTuKeT BbIOOpa U JapeHHsl T0IapKOB B I€JIOBOH Cpee.

25. VuacTue cekperaps B IOArOTOBKE BBICTABOK M CEMUHAPOB.

26. Br160p cexperapeM KypbepCcKoi CITyKOBI.

27. Opranus3anus ”HPOPMAIMOHHOTO B3aUMOIEHCTBHSA PYKOBOIUTEIIS C JOIDKHOCTHBIMH JIMIIAMHU OPTaHU3AIHH.

5.2. ®oHJ OLICHOYHBIX CPEACTB

®DOoH/T OIIEHOYHBIX CPEJICTB CM. 10 cchlike https://eos.hgiik.ru/Files/fos/2025/®0C_46.03.02
DoHJT KOHTPOJIFHO-U3MEPUTENBHBIX MATEPHANIOB CM. TI0 cchuIke https://eos.hgiik.ru/Files/tkim/2025/@KNM 46.03.02

5.3. IToka3aTeau U KpUTEPHUHN OLIECHUBAHUS KOMIIETEHIU A

HJ’I?[ OILICHHUBAHUA PE3YJIbTATOB 06yl{e1-m;1 B BUJIC 3HAHUU HCIIOJB3YIOTCA CICAYIOUIIHUE MPOUCAYPbl U TEXHOJOTMU: TECTUPOBAHUC,
WHIBUAYAJIbHOEC CO6€CGIIOBaHI/Ie, IMMCbMCHHBIC OTBETHI Ha BOIIPOCHI (B BUJIC TEKYIIETO KOHTpOJI}I).

HpOMe)KyTO'lHLIﬁ KOHTPOJIb p€AJIN3yCTCA B XOA€ C1aYn 06y'{aIOI.LII/IMI/ICH 3a4c€Ta | dK3aMCHa.

OneHkoll "OTIMYHO" OLEHHUBAETCA OTBET, €CIU CTYJEHT JEMOHCTPUPYET CUCTEMHBIC IOJIHBIC 3HAHUS U YMEHMS IO IOCTABICHHOMY
Bompocy. ConepskaHue BoIIpoca U3aaraer

CBSI3HO, B KpaTKol (hopMe, pacKpblBaeT IMOCIEJOBATEIBHO CYyTh W3YYEHHOTO MaTepHalla, JIEMOHCTPHUPYS MPOYHOCTH M MPUKIIATHYIO
HAIPaBICHHOCTH MTOJIYYEeHHBIX 3HAHUI W YMEHUH, HE JIOITyCKaeT TEPMUHOJIOTHYECKUX OIINOOK U (paKTHUECKNX HETOTHOCTEH.

OmeHkolt "Xopomo" OIeHHBaeTCs OTBET, B KOTOPOM OTCYTCTBYIOT HE3HAYMTEIIBHBIC 3JIEMEHTHI COAEPXKAHUS HIIH NPUCYTCTBYIOT BCE
HEOOXOJMMBIE 2JIEMEHTBI COZIepKaHHs, HO JOMYyILEHbl HEKOTOpPbIE OIIMOKU, HHOTJa HapyIlanach NOC/IEI0BATEIbHOCTh U3I0KEHUSI.
OreHkol "yJIOBIIETBOPUTENEHO" OIICHMBACTCS HEMONHBIA OTBET, B KOTOPOM OTCYTCTBYIOT 3HAYHTEIBHBIC DJICMEHTHI COACPIKaHUSL
WM JIOMYIIEHB! CyIIeCTBEHHbBIC ONIMOKY, HEIOTUYHO, IPOCTPAHHO M3JI0KEHO OCHOBHOE COZIEpKaHUE BOIIPOCa.

OneHkoil "HEYJTOBIETBOPUTENHHO" OLEHUBACTCA OTBET, HNPU KOTOPOM CTYIEHTHI IEMOHCTPUPYIOT OTPBIBOUHBIE, OeccCHCTEMHbIE
3HaHUs, HEYMEHHE BBIIEIUTh [NIAaBHOE, CYIIECTBEHHOE B OTBETE, AOITYCKAIOT IPYObIe OMIMOKH.

"3a4qTeH0" BBICTABISACTCSA €CIH CTYACHT JIEMOHCTPHPYET OLICHWBACTCS OTBET, B KOTOPOM OTCYTCTBYIOT HE3HAUHTEIHHBIC 3JIEMEHTHI
COZIepKaHUSI WMIM TIPHCYTCTBYIOT BCE€ HEOOXOJAMMBIE BIEMEHTHl COAEPXKAHHUS, HO JOMYIIEHBI HEKOTOphle OMIMOKH, HHOTZAA
HapyIlanach MOC/IEI0BATEIbHOCTD U3I0KEHUSL.

"He 3auTeHO" BBICTABISETCS €CIH CTYICHT ICMOHCTPHPYET OTPHIBOYHBIC, OCCCHCTEMHBIC 3HAHUS, HEyMEHHE BBIICIUTH TIAaBHOE,



CYIIECTBEHHOE B OTBETE, JOIYCKAIOT IPyOble OMMOKH.

6. METOJJMYECKHUE YKA3AHUSA JJI1 OBYYAIOIUXCA ITIO OCBOEHHUIO JUCIUIVIMHBI (MOJYJISA)

CamocrostensHas paboTa sBISETCS BaKHBIM JIEMEHTOM H3Y4YEeHUs TUCHUIUIMHBL YCBOGHHE MaTepuanga JUCIHUIUIMHBI Ha JIEKIHUSX,
CEMUHApaxX, MPAKTUYECKUX 3aHATHSAX U B pe3yNbTaTe CaMOCTOATENbHOW TMOArOTOBKM M M3YyY€HHs OTHEIBbHBIX BOMPOCOB
JTUCIUIDIMHBI, TIO3BOJIAT IOJONHTH K IPOMEKYTOYHOH AaTTECTAIlMH IIOJITOTOBJICHHBIM. 3HAHUS, HAKalIMBacMble ITOCTEIICHHO U B
pasIHYHBIX paKypcaxX, C KCHONB30BAHHEM IIPOTHBOMONIOXKHBIX MHEHHH U B3[NISA0B HAa Ty WIM UHYI TpoOneMy SBISIOTCS
rIyOOKUMHM M KAayeCTBEHHBIMM, M MO3BOJISIOT (OPMUPOBATH COOTBETCTBYIOIIME INPOGECCHOHATIbHBIE KOMIIETEHIMH KaK HTOT
00pa30BaTENBEHOTO TIpoLecca.

Jns cucreMaTH3anM 3HAHMH IO JUCHUINIMHE IEPBOHAYATRHOE BHUMAHHE cIeAyeT OoOpaTHTh Ha pabodyio IporpamMmy Kypca,
KOTOpasi BKJIIOYAET B €0 OCHOBHBIC MPOOJIEMBI JUCHUIUIMHBI (TEMATUKy 3aHSITHH), B paMKaxX KOTOPBIX M (POPMHUPYIOTCS BOMPOCHI
JUIL KOHTpons U aTTectanuu. [ToaToMy CTyAeHT, 3apaHee 03HAaKOMUBILNCH C MIPOrpaMMOil Kypca, MOXKET JIydllle COPUEHTUPOBAThCA B
MOCIIEZIOBATEIHOCTH OCBOCHUSI Kypca ¢ MO3UINI OpraHU3aIii CaMOCTOSTEIBHON PaboTHI.

IIpu opranu3anuy mpouecca OCBOCHUS JUCHUILIINHEI CIEAyeT YIUTHIBATE!

1. IInaHupoBaHKUEe BpEMEHH, OTBEAECHHOTO Ha OCBOEHHE TUCLUILIHHBL

Ilpn nnaHupoBaHMM BpPEMEHH HA OCBOEHHE JAUCLUIUIMHBI CIEAYEeT pPYKOBOACTBOBATHCS: CTPYKTYpOW AWCLMIUIMHBI, B KOTOPOH
YKa3aHBl KOJIMYECTBO AaKAaAEMHUYECKHX YacOB B pa3pe3e KaKAOM TeMBl, BHAA 3aHATHH (JICKIMOHHOE, CEeMHHApPCKOe WIIH
MPAaKTUYECKOE) M Yachl Ha CAMOCTOSITEIbHYIO paboTy; POpMOil MPOMEKYTOUHOH aTTecTaliu (IK3aMeH).

2. ITocnenoBaTenbHOCTH ASHCTBUM MPH OCBOEHHU TUCLUILIMHBL

W3ydyenne Kaxaoil TeMBl NUCHHUIUIMHBI IeJIeCOOOpPa3HO HAYMHATH CO 3HAKOMCTBA C COJCp)KaHHEM [UCIUIUIMHBI B pas3pese TeM;
3aTeM ClexyeT J3Tam Mmogdopa HCTOYHHKOB U3 UHCIA PEKOMEHAYEMBIX M IIOXOOpAaHHBIX CaMOCTOATENIBHO (HAy4YHBIE CTaThU;
uH(pOpMaLUs NpPaBOBbIX 0a3 JaHHBIX; MHGOpPMALUs C OQHUIMAIBHBIX CAfTOB TI'OCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O
CaMOyIIpaBIeHHs U Jp.). M3ydeHne NCTOYHNKOBEAIECKOH 6a3bl MOXKET COMPOBOXKAATHCS KOHCIIEKTHPOBAHHEM.

Iemecoobpa3Ho BecTH MepedeHb MPOOJIEMHBIX BOMPOCOB KakK IO CYIIECTBY TEMBI, TaK M B CIydae 3aTPyIHEHHH C ySICHEHHEM
CMBICTIa M3J0KEHHOTO B MCTOYHHKAaX MaTepuana (yKa3aHHbIE BONPOCHI MOTYT OBITH pa3pelIeHbl CaMOCTOSITENBHO, BO BpeMs
CECCHOHHBIX 3aHATHH UM Ha KOHCYJBTAIUU C TIPENOJaBaTeNeM).

Jn1s TONTOTOBKH K MPAKTHYECKUM 3aHATHSAM PEKOMEHIYeTCs MOAPOOHO M3YUHTh KOHCIIEKT JEKIUH W HOPMATHBHO-TIPABOBYIO 0azy W
Jp. HMCTOYHUKH, (opMupyomue O0a30BbIE 3HAHUS HEOOXOAMMBIC JUIS BBINONHEHHS MPAKTUYECKHX paboT, NpeayCMOTPEHHBIX
KypCOM.

Taxke pekoOMeHIyeTcs 03HAKOMHTBCA C TEXHOJIOTHEW NpOBEAEHMs MPAKTUYECKHX 3aHATHI, KOTOpas BKIIOYAET CIEAYIOIIUE DTallbl:
OOBACHEHNE 3aaHUS W HABHIKOB (KOMIIETCHITHH), KOTOPHIC 3aKPEIUIIOTCS B XOAE €rO BEHINOIHEHUS;, 3HAKOMCTBO C KOHKPETHBIMHU
UCTOYHMKAaMH HWH(OpMaluy s BHIIOTHEHHS 33JaHHsA; OOCY)XAE€HHE U YTOYHEHHE BOIPOCOB B XOJE aHAalN3a HCTOYHHKOB
UH(OPMALMK; COBMECTHBIN IIPOCMOTP NEPBHYHBIX PE3YJIbTATOB, OLEHKA HMX COOTBETCTBHS MO (POPMAIBHBIM M COJEPHKATEILHBIM
TpeOOBaHISIM.

3. Wcnone3oBaHue y4eOHO-METOAIMUECKAX MATEPHAIOB U paboTa C IUTEpaTypoi.

CremyeT NpUMEHATh CIEAYIOUIYI0 IOCJIEJOBATEIBHOCTh HW3YYCHHS MCTOYHHMKOB JUIsi (OpMUpOBaHUsS 3HAHMI 1O TeMam
JUCHUIIMHBI: HOPMAaTHBHO-METOAWYECKHE MaTepHanbl MO IUCHUIIMHE; KOMMEHTApHM K 3aKOHOJATENbHBIM aKTaM; HAay4yHYI HU
y4eOHYI0 INTEpaTypy, a TaKKe APYrue HCTOIHUKH.

4. IToAroToBKY K TeKyIIeMy KOHTPOIIO yCIEeBAEMOCTH.

OCHOBHOW 337aueii TEKyIIero KOHTPOJIS yCIIEBAEMOCTH OOYyYalOIIMXCsl SIBISCTCS IOBBILICHHE KauecTBa 3HAHWH, NpHOOpETEeHHE U
pa3BUTHE WMH HAaBBIKOB CAMOCTOSTEIBbHON paboThl. TeKkymuii KOHTPONb 3HAHWH OOYJalomMXCS MO IUCIHUIUIMHE MOXKET HMETh
CIICAYIONINE BUABL YCTHBI ONpPOC Ha JICKIHUAX, MPAKTHYECKUX 3aHATHUAX; MPOBEPKA BBIIOJHEHUS MHCHMEHHBIX CaMOCTOSTEIBHBIX
paboT 1 TOMAIIHUX 3a/laHUl; TECTUPOBAHHUE.

Jnst 3¢ deKTHBHOM MOATOTOBKH K TEKyIIEMY KOHTPOJIO MO JIHMCHUILIMHE HEOOXOIMMO HCIIOIb30BaTh PEKOMEHJOBAHHYIO OCHOBHYIO
U JOTONHHUTENBHYIO JINTEPaTypy, KOHCICKTHI JICKIWH, pa3pabOTKH CTYAEHTOB, BBHIIIOJHEHHBIE B pe3ylbTaTeé MOATOTOBKH U
BBIMIOJTHEHUS] CEMHHAPCKUX U MPAKTHUECKUX 3aJaHUi.

7. YHEBHO-METOJJUMYECKOE 1 UTH®OPMAIIMOHHOE OBECIIEYEHUE JUCHUIIJIMHBI (MOAYJIS)
7.1. Pexomenayemas Jiuteparypa

7.1.1. OcHoBHas JuTEpaTypa

ABTOpEI, COCTABUTEIIH 3armaBue W3natenscTBO, TOA, KOI-BO

J1.1 | Epemuna H. JI. D heKTUBHBII CEeKpeTaph: AEIOMPOU3BOICTBO, OPraHU3ALIUS Hoocubupck: Cubupckoe
paboThI, NeoBoe OOIICHUE: YIeOHOe Tocoore YVHHBEPCHUTETCKOE
https://biblioclub.ru/index.php?page=book&id=57293 n3garenbetso, 2009. - 192 c.

J1.2 | Jykam IO. A. BrITh cexperapem pykoBonuTens GUpMbI: yueGHOe mocodue Mocksa: ®JIMHTA, 2022. -
https://biblioclub.ru/index.php?page=book&id=114956 276 c.

J1.3 | Hemun 10. M. CexpeTapckoe Ael0: YHUBEPCATIbHBIN CIIPAaBOYHUK: CIPABOYHUK Mocxksa, bepnun: Jlupexr-
https://biblioclub.ru/index.php?page=book&id=253658 Menua, 2014. - 321 c.




7.1.2. lonoJHHUTENIbHAS TUTEPATYPa

ABTOpBI, COCTaBUTENTH 3arnaBue W3narenscTBO, IO/, KOJI-BO
JI2.1 | Xmenbuumkas O. E. Cekperapb — JIMII0 KOMIIAHUM: UMUK CEKpeTaps, AeN0BOI Hosocubupck: Cubupckoe
9TUKET M NMPOTOKOJI: PAKTUUECKOE ocodue YHUBEPCHTETCKOE
https://biblioclub.ru/index.php?page=book&id=57292 n3narenabceTso, 2009. - 128 c.
JI2.2 | Tanycrosa O. B. Cexperapckoe neno: KoHcnekT nekiuii: yaeOHOE Hocobne Mocksa: A-Ilpuop, 2011. -
https://biblioclub.ru/index.php?page=book&id=72702 127 c.
JI2.3 | Jasapes K., [Ipodeccrs — MOMOIIHUK PYKOBOJHUTEIIS: IPHEMBI «BBICIIIETO MockBsa: AJbnrHa
Hapuuccosa H. MUIOTaXKay: MPaKTHIecKoe mocoone MMabmumep, 2016. - 144 c.
https://biblioclub.ru/index.php?page=book&id=279825
7.3.1 IlepevyeHb 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 llepeyeHb NHGOPMALMOHHBIX CIIPABOYHBIX CHCTEM
6.3.2.1| Enunoe OKHO JOCTyIa K 06pa30BaTellbHbIM pecypcaM. DIEKTPOHHAas OUbIHoTeKa
6.3.2.2| MenepanbHBIil IIEHTP HHPOPMAITHOHHO-00PA30BATENBHBIX PECYPCOB
6.3.2.3 | MenepanbHElii IEHTP HHPOPMAIIMOHHO- 0Opa3oBaTelbHbIX pecypco, ®TAY THUU UTT «Mudopmukar
6.3.2.4| Dnekrponno-6ubmoreunas cucrema ®TBOY BO «XTHUK». ®TBOY BO «XTHK»
6.3.2.5| Web UPBUC XabapoBcKuii TOCYIapCTBEHHbIN HHCTUTYT UCKYCCTB M KYJIBTYPHI (3JIEKTPOHHBIM KaTayor)
6.3.2.6| DBC «YuuBepcureTcKas OUOIHOTEKA OHIIANH)
6.3.2.7| TlonnotekcroBas Gasa nanubix Web of Science u Scopus
6.3.2.8| T'apanr
6.3.2.9| BJI Dnekrponnas Cucrema «KyinbTypa»
8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JUCHUIIJIMHBI (MOAYJIST)
Aynuropus Haznauenue O6opynoBanue IIporpammuoe
obecrieueHne
[Tomemenne s XxpaHeHUS U CrnenmammupoBaHHas MeOenb Ha 1 | Microsoft Windows
MIPOGHITAKTHIECKOTO pabouee Microsoft Office
o0cyxuBaHusl yueOHOTro MecTo (mwkagsl 2 mwT., cTemaxu 3 wrt., | 2010
03 000py10BaHUs CTYJIbS, Kaspesky Endpoint
cton). [lepconanpubrii kommbtorep (1 | Security
IIT.)
[Tomemenne st XxpaHeHUS U CrnenmammupoBanHas MeOenb Ha 1 | Microsoft Windows
IPO(GUIAKTHIECKOTO pabouee Microsoft Office
o0CTyKUBaHHs y4€OHOTO mecto  (mkad, cremmax, cTyibs, | 2010
000pyIOBaHHS CTOJIBI). Kaspesky Endpoint
IlepconanbHblil KOMIIBIOTED B | Security
122 Konuyectse 1 miT.
¢ moakiroyeHueM k cern «MHTepHeT»
u
JOCTYTIOM B IEKTPOHHYIO
nH(OPMaNMOHHO00Pa30BaTEIbHY IO
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.



