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1. LEJHA U 3AIAYA OCBOEHUSI JUCHUTILIMHBI (MOIYJIST)

1.1. Heabiwo (ueasiMud) U3yYeHUs] JAUCUMIUVIMHBI SBISICTCS W3Y4YCHHE TpeOOBaHUIA,
MPEABSIBISEMBIX K CEKPETapl0 B YIPABJICHUECKOW CTPYKTYpEe OpraHu3auu, (HOpMHUPOBAHHE
OCHOBHBIX HaBBIKOB, YMEHHI, KOMIIETCHIIHI, HEOOXOMMBIX B CEKPETAPCKOM JIElIe.

1.2. 3axaun ocBOEHUA TUCHMILIUHBI (MOYJIs1):

- TOHMMaHue poiau U (YHKIUN ceKkpeTaps B CHUCTEME COBPEMEHHOW OpraHu3al[MOHHO-
YIIPaBICHUYECKOH  JEATENHOCTH, €ro Kpyra oOs3aHHOCTe ©  cephl  TOIKHOCTHBIX
B3aUMOJEUCTBUMH,

- 3HAHWE TPUHIIUIIOB OPTaHU3AIHUHU CEKPETApCKOro OOCIY)KMBAaHUS B YCIOBHUSX Pa3BUTHUS
COBpPEMEHHBIX NHPOPMAITMOHHO-KOMMYHUKALMOHHBIX TEXHOJIOTUH;

- (opMHpOBaHHE MPAKTUYCCKUX HABBIKOB, HEOOXOIMMBIX JUIsi PabOThl B JIOJKHOCTH
CeKpeTapsi.

2. MECTO JJUCIHUILIAHBI B CTPYKTYPE OBPA3OBATEJIBHOM ITPOT'PAMMBI

YueOHas aucuuruinHa (Moaynb) «Opranuzanus CEKpeTapcKoro o0CIyKHUBaHUS» BKIIOYCHA
B BapUaTHBHEII MEPEYCHb AUCIUILIUH 10 BbIOOpY bioka 1, onpenensromuii HanpaBneHHocTs OI1.
JucuunnuHa peanusyercss B cooTBercTBuu ¢ TpeboBanusmu DPI'OC, OIl BO u VII mo
HanpasiieHnuto 1oarotoBku 46.03.02 JlokymeHnToBeieHHE U apXUBOBEICHUE

Jucnunnuna Oa3upyeTcss Ha CIHEAYIOIUX MpedmecTByrommx Kypcax: «Mcropus
JIeTIOTIPOM3BOCTBA M apXUBHOTO Jiena», «BBexenue B mpodeccuro», «TpyaoBoe nmpaBo» B 00bEMe
KYpCOB B paMKax By30BCKOTO 00y4eHHUs.

Pesynbrarel 00yuyeHMs, TONY4YEHHbIE IPU OCBOEHUHM JIMCUUIUIMHBI, HEOOXOIMMBI IpHU
U3Y4eHUH JuciUIuIMH «KagpoBoe AenonpoM3BOACTBO M apXUBBI JIOKYMEHTOB II0 JIMYHOMY
cocraBy», «OpraHuszanusi U TEXHOJOTUS JOKYMEHTAIIMOHHOTO OOecleueHusl YIpaBJICHUA», IpU
IIPOXOKIACHUH MPEAJUIIIIOMHON PAKTUKKU U TIPH BBIIIOJIHEHUH U MTOATOTOBKE K 3alUTE BBITYCKHOU
KBaJIN(DUKALIMOHHOU paboThI.

Pabouas mporpamMMa auCHUIUIMHBI «OpraHu3alnus CEeKpeTapcKoro OOCTYKUBaHHS» s
WMHBAJIHUI0B U JIUI] C OTPaHUYEHHBIMU BO3MOKHOCTSIMH 37I0pOBbs pa3padaThIBa€TCs HHAUBUYaTbHO
C YYETOM OCOOEHHOCTEH NCUXO(U3UYECKOTO pPAa3BUTHSA, HHIUBUAYAJIBHBIX BO3MOXKHOCTEH WU
COCTOSIHUS 37J0POBbS TAKMX O0YUYaIOLIUXCSL.

3. KOMIETEHLIUM OBYYAIOIETOCSl, ®°OPMUPYEMBIE B PE3VJIbTATE
OCBOEHMUS JUCHUILINHBI (MOLY.JIST)

B pamkax ocBOeHHSI TUCIUTUIUHBI «OpraHu3aius CEKPETapCKOro 0OCTYKUBAHUS»
(dbopMupyercs cienyromias yueoHasi KOMIETEHINS:



Tabmuma 1- @opMmupoBaHHEe KOMIETSHIUMH AUCHUIUIMHBI «OpraHu3anus CEKpeTapCcKoro
00CITYKIBaHUS

Haumenosanue Cemecmpuvl hopmuposarus KoMnemeHyuu OUCYUNTUHBL
OUCYUNTUH, «Opeanuzayus cekpemapcrko2o 00CIYHCUBAHULY
dopmupyrowux
KOMNnemeHyuro
COBMECMHO

Koo 1 2
xomnemenyuu 11K-2

b.1B.0/]2. Kaoposoe
0e10npouU3800cmao u
apxugvl 0OKYMeHmMos
1O TUYHOMY COCABY

b1.B.O/].4
Opeanuzayus u
MEXHON02US
OOKYMEHMAYUOHHO20
obecneyenus
ynpasienus

F1.B.OJ[.8
Tpyoosoe npaso

bI1.BJIB.2.1
Jloxymenmnuas
JIUHEBUCTUKA

F1.B.J[B.2.2

Opeanuzayus
CeKpemapcKoeo
00CIyHCUBAHUSL

b2.11.3
Ilpeoounnomnas
NPAKmuKa

b3 1.
Tloozomoska u
sawuma BKP

N3ydyenne maHHON y4eOHOW MUCIHMILTMHBI HAmpaBlIeHO Ha (GopmupoBaHHe y 00yYarOMIUXCS
KOMITETCHIINH, MPEJICTABJICHHBIX B TaOIHIIE 2.

B pe3ynbrare nzyuenust AMcuuIInHbl «Opranu3aius CeKpeTapcKkoro 00CIyKUBaHUS
(hopMUpYIOTCS OTIpe/ICIICHHbIE 3HAHMSI, YMEHHsI, HABBIKM, KOTOPBIE YKa3aHbl B TaOMIuUIE 2.



INIJIAHUPYEMbBIMH PE3YJIbTATAMU OCBOEHHMAA OIl

Tabauya 2 NIEPEYEHD IIVIAHUPYEMBbIX PE3YJIbTATOB OBYYEHUS ITO JUCIUIIJIMHE, COOTHECEHHBIX C

TEKCTOB JOKyMEHTOB
OpraHU3aIiH, KPUTEPUH
OIICHKH KauecTBa
co3/aBaeMou
nokymentaun(UIK-2.2).

MHPOPMALIMOHHON CHCTEME
opraumzaiu (UI1K-2.2);

- pa3pabaThIBaTh CTaHIAPTHI
JOKYMEHTUPOBAHUA
yIpaBlIeHYECKOH
JIeSITEJIbHOCTH OpraHU3aluu

- HaBBIKAMH IPAKTHIECKOTO
MpUMEHEHNS TPUHIUIIOB
OITUMU3AIH COCTaBa
ITOKYMEHTOB OpTaHHU3aIliH B
COOTBETCTBHUH CO
CTaHAapTaMH JOKYMEHTHPO-
BaHHS YIIPaBJICHUYECKON

UCATCIbHOCTU OpraHnu3alnun

Kon u Kox u HaumeHoBaHMe IlnanupyemMblie pe3yabTaThl 00y4eHHUS M0 JUCHHIIAHE OueHo4YHbIE CPeICTBA
HAUMCHOBAaHUEC | HHIUKATOPA NOCTUKCHUS TeRymero POMEIKYT.
IKOMIICTCHIIU U KOMIIETCHIMHU KOHTPOJA aTTreCTalumn

NK-2. Ocsoenue oucyunaunvl npuyacmuo k T® A/02.6 (IIC 07.004 «Cneyuanucm no ynpasinenuio OOKymenmayuel opeaHu3ayuuy), pewaem
3a0a4y opeanuzayuy OOKYMEHMUPOSAHUsL 8 YAPAGIeHUECKOU 0esMelbHOCIU 6 OP2AHU3AYUL
Criocoben UINK-2.1. 3HATD: - YMeTh Buaagern: [Mucemennsle | Bompocs! mis
pa3pabaThIBaTh [IpuMeHseT JIOKAIbHbIC 3aKOHOJIaTeIbHBIC ¥ | -pa3pabarbiBaTh -HABBIKAMHU OIIpe/eNieHus | 3aMaHMsA. YCTHBIC | IMHCEMEHHOIO
MPSHLIOMEHIET T | HopMaTHBHBIE aKTHI HOPMATHBHBIC  TIPABOBEIC | rpefoBaHms K | HOPMAaTHBHOH Gaspl, | BPICTYIUICHHA. onpoca.
TEXHOJIOTUH AKTBI Poccuiickoit i (1)0 AL HEOBXO0IMMOi IS Tectrl KonTponbHas
paspaGoTKH OpraHu3anuu JJist 3 ®enepamn B cdepe pMar 4 HHTepIpCTAIHH " pabota. TecTbt
IIPOCKTOB peaﬂI/I3aHI/II/I q)yHKHI/H/I JIOKYMEHTallMOHHOT O BKJIIOUaEMOH B AHKUDOBAHMUS
AOKYMCHTOB U €€ | yIIpaBJICHUSI. obecrieueHus ymnpasieHus | JOKYMEHTHI p o p a
. HH(pOopManuu
3aKpeIUlecHHe B (UIIK-2.1); opranuzamuun  (UIIK- 6 pMartiav,
JIOKaJIbHBIX - 00mmuMe TpebOBaHUS K 2 1)_ HEO0XOAUMOHN Hni{
HOPMATHBHBIX 0(OPMICHHIO ' peanu3anuu GyHKIMIA
aKTax OpraHu3alOHHO- YipaBJICHUA (I/IHK-Zl),
OpraHU3aLuy, pacropsIuTeIbHON
CO3/1aBaTh JOKYMEHTAllMH, BHIOBOI
1a0JTOHBI COCTaB  YIPaBJICHUECKHX
JOKYMEHTOB IS JIOKYMEHTOB OpraHu3aluu
PasMCLICHHA B (MIIK-2.1); Biiagers: NpakTHYECKUMHU
cacTeMax HaBBIKAMH COBEPIIEHCTBO-
3JIEKTPOHHOTO HUIK-2.2. ToroBUT  [3HATB: - METOMMYECKHE YMmernb: SIS TeXHOTOMH Jle6athl.
JOKyMEHTO000pO MIPEITIOKEHUS TI0 TOKYMEHTBI ¥ HAIITMOHAJIbHBIC| COBEPIICHCTBOBATH CHCTeMypa3pa6 OTKH IPOEKTOB VYcrHbie
Ta OpraHU3aluK . BBICTYIUICHUSI.
prowt | conepmerersosanmo [N AT | ekt oo Mpesesrmans
TEXHOJIOTUH PA3PAOOTKH | 1apiemms ’ - rexuonorueii  paGotel ¢ | o
Ppa3ITHYHBIX JICSTENLHOCTH OPraHU3alMHy a6 ropamy  OKYMEHTOB B
IIPOEKTOB JOKYMCHTOB BUJIOB YIIPABICHYECKUX (UIIK-2.2); MH(bOPMAIMOHHOH  CHCTeMe
imoxymentos (UI1K-2.2); - pabortath C IHaﬁJIOHaMI/IOpraHI/BauHH (UTIK-2.2);
- paBUJia COCTABIICHUS JIOKYMEHTOB B




4. CTPYKTYPA U COAEP KAHUE JUCIIUIIJIMHBbI

4.1 PacnipenesieHue TPYA0EMKOCTH JUCIHUIJIMHBI 10 BUIaM padoT
1o ceMecTpam

OO6mas  Tpyao€MKOCTh JHUCHMIUIMHBI cocTaBiser _ 4 3auen. 144 daca,

pachpe/ieieHle 4acoB 1o BUIaM padoT ceMecTpaM MPEJICTaBICHO B Ta0uIe 2.

Tab6muna 3t

Pacnpenesienne TpyaoémMKoCcTH III/[CIII/IIIJIPIHI)IZ 1o BHjaM padoT 1o cemecTrpam

TpynoémkocTs B yac

Bup yuyeOHoi padoTbl Bcero B 1.4. mo cemecTpam
Jac. N7 | Necem
@opMaT U3yyeHHs JMCIUIIHHBI C HCIMOJIb30BAaHUEM SJIEMEHTOB
AJIEKTPOHHOI0 00yUeHUs
OO0mas TpyAI0EMKOCTb JUCHUIUIMHBI IO Y4eOHOMY IIJIaHy 144/4 144/4
1. KontakTHas pa6ora:
1.1. AynutopHasi paboTa, B TOM 4ucJie: 18 18
3aHATHUSA JEKIUOHHOTO THHAa (JI) 4 4
3aHsTUsI ceMuHapckoro tuna (I13-cemunapsl, npakT. 3aHATHS U ) 8 8
naboparopubie paboTsl (JIP)
1.2.BHeayauTOpHAasi, B TOM YHCJIe 6 6
KypcoBasi pabora (mpoext) (KP/KIT) (KOHCY/IBTALIHS, 3aIIHTa)"
TEKYIHiT KOHTPOITh, KOHCY/ITAIMH 110 AMCIIHILIHHE 6 6
KOHTaKTHas paboTa Ha npoMexyroyHoM KoHTpoJe (KPA)
2. CamocrositesibHas pabora (CPC) 117 117

pedepat/acce (MOArOTOBKA)’

pacuérHo-rpaduueckas padota (PI'P) (moaroroska)

KOHTpOJIbHast paboTa

kypcoBas pabota/mpoekt (KP/KII) (moaroroska)

CaMOCTOSITEIEHOE H3YUCHUE Pa3/IeNIoB, CAMOIIOATOTOBKA (TIPOPabOTKa 1 117
MOBTOPEHHE JICKIIMOHHOTO MaTepralla i MaTeprana yueOHUKOB U Y4eOHBIX 117
mocoOuii, MOJrOTOBKA K 1a00PaTOPHBIM M MPAKTUYECKUM 3aHSATHSIM,
KOJIJIOKBUYM U T.J1.)

IloaroToBKa K 3K3aMeHy/ 3a4€Ty C OIEHKOH (KOHTPOJIb) 9 9

! TaGmura 2 3anoHAeTCS NASHTHYHO JUI BceX GOpM 00ydeHH S,

? [11a6moH TaGIHIE! [UTS IBYX CEMECTPOBOI AUCHHUILIMHEL . -/~ COOTBETCTBEHHO JUIS OYHOM, 3204HOI
dbopM o0yueHHS

* pu Hanmuuny B yueGuoM maane. s IIIIC: 3u. ma KIT; 24. na K.P,. - Ha Ka%/10ro cTyeHa

4 Koncynbranuu 4 yaca Ha rpymiy (Ha AHCLHILIAHY)

3 Pedhepar/acce, PI'P, KOHTpOIbHAsI pabOTa YKA3bIBAIOTCS [PH HATHINA B YICOHOM ILIAHE




4.2. Coaepxanue TUCUMIIMHBL, CTPYKTYPHMPOBAaHHOE 10 TeMaM

Tabnuna 4 - Copepkanue JUCHMILIMHBL, CTPYKTYPUPOBAHHOE 110 TEMaM

IInannpyemsie Bunel yueonoi padoTsl
(KOHTpOJIMpPYeMBIE) KonrakrHas = HaumeHnoBanue Peamm3zanus Haumerosanue
pe3yJIbTaThI paGora s o T T T . pa3padoTaHHOT
O0CBOCHMSI: ) 225 . % E § 12 AKTHMBHBIX H IIpakTunyeckoi 0
kox YK; OIIK; IIK HaunmenoBanue pa3aesioB, TeM s g 5 § ; E E d Bug CPC i HOArOTOBKH DJIeKTPOHHOTO
U MHHAHKATOPbI 5 E 2R E § 58 6 00pa3oBaTeJbHBIX | (TPYI0EMKOCTH B Kypes
JOCTHIKEHHSsI Z | &8 £33 sg%= .13 (TpynoeMKocTh
. = QS ® = =5 TEXHOJIOT Ui gacax) 1
KOMIIETeHIU i = é % g- o | O & B Yacax)
1 cemecTp
K-2: Paszgen 1 . Opranuzanus padoThl ceKpeTaps B 001aCTH JOKYMEHTAIMOHHOTO 00eCIeYeHHs
UIIK-2.1. YOPaBICHYECKOU AEATEILHOCTH
WUIIK-2.2 Tema 1.1.  Cekperapb-pedepeHT B 8 MOATOTOBKA K JICKIUAM OGcyxeHue B
Tee CTPYKTYpE JIOKYMEHTAIIMOHHOTO [6.1.7] crp 8-30, MHKPOTPYIIIax
obecrieueHus yHpaBJIeHUs. [6.1.5]cTp.10-35
KamudukarmonHsie XapaKTEPUCTUKY,
HEOOXO/IUMBIE  pa3JIM4HBIM  YPOBHSAM U
KaTeropusiM cekperapen
Tema 1.2 CrpyKTypsl OpraHu3alui, 1 8 [6.1.5] cTp.35 [Ty6nuunas
OpraHU3alMOHHbIE CXEMBI u 179 [6.1.3] ctp. 26 [Ipe3CHTAIS
IIPUMEHEHHE B CEKPETAPCKOM MpPaKTHKE.
IIpakTnyeckoe 3ansaTue Nel 1 8 noaroToska k I13 Tpenunrossle
OcCHOBHBIE  BHUABl  JACITCIBHOCTH U [6.1.3.]crtp 55 YIPaKHEHHsI, POJICBBIE
HE0OX0/IUMBbIe npodeccCHOHANBHBIE [6.1.6] c1p.86 UIPBI
HaBBIKH cekperaps (pabota c
JOKyMeHTaMH; paboTta co cpeicTBamMu
CBsI31; 00CITYy)KHBaHHE OCETUTENEH).
Mpakr. 3ansaTHe Ne2 OCHOBHBIE BHIBI 1 11 noaroroska k I13 O6cyxaenue B
JESTSIbHOCTH W TpoheCCHOHATIbHBIC [6.1.2.]cTp.33 MHKpOTpyTax
HaBBIKM  cekperaps  (NOATOTOBKA U [6.1.3.]ctp.196
[IPOBEJICHUE COBEIIAHUH, paboThI
XO3SHCTBEHHOTO XapakTepa, MOAr0TOBKA K
CITy>)KEOHBIM KOMaHTUPOBKAM )
CamocrosiTeabHas paGora 1o 35
ocBoenmio 1 pazgena:




IInannpyemsie Bunel yueonoi padoTsl
(KOHTpOJIMpYyeMBIE) KonrakrHas = HaumeHnoBanue Peamm3zanus Haumerosanne
pe3yJIbTaThI pa6ora s o T T T . pa3padoTaHHOT
OCBOEHHSI: — =i n o o
o | ZEE . 58 12 AKTUBHBIX H pakTHueckodt | o
kox YK; OIIK; K HaumeHoBaHue pa3aesioB, TeM = § = 1S ; E E d Bug CPC MHTEePAKTHBHBIX I0ArOTOBKH p
H HHAHKATOPEI 5 =) E E E E g s 6 o0pa3oBaTebHbIX | (TPYZ0eMKOCTH B ( 1ypea
Z[OCTI/DKeHI/lﬂU g §§ £ 3 % § = rexHONOrMiS aacax) TPYIOEMKOCTb
KOMIIETeHIU i = é % g- o | O & B Yacax)
Hroro no 1 pasnery 2 2 20
Paznen 2 PazpaboTka 1 odopmiieHrEe pa3InYHbIX TUIIOB IOKYMEHTOB
Tema 2.1 HopmaTuBHO-3aKOHOAATEIIbHAS 1 8 MOATOTOBKA K OO6cyxeHue B
MK-2: Oasa JICJIOTIPOU3BO/ICTBA. [IpaBuna nexuusm [6. 2.3] MUKpOTpyImnax
MOJI'OTOBKA ~ HOPMATHUBHBIX  MPAaBOBBIX
HIIK-2.1. aKTOB (benerp))aanHx FZ)praHOB o4
HUIIK-2.2. UCTIOTHUTEILHOM BJIACTH u ux
rOCY/IapCTBEHHON PErHCTpaIHH.
IIpakTuyeckoe 3anaTue Nel Tunossle 1 6 noxroroska k I13
yIIpaBJICHYCCKUE TOKYMCHTHI B [6.4]
JIeSTeIbHOCTH opranu3anuit. MHcTpykims [6.1.6.]ctp.49
110 MPUMEHEHHIO U 3aTIOHEHHIO ¢bopm [6.1.8 ]ctp 28
NEPBUYHON YUCTHON TOKYMCHTAIUH.
OcHoBHBIE cTaHAapThl B 06xactu JI0Y.
IMpakTnyeckoe 3ausiTHe Ne2 1 6 noaroroBka k I13 TpeHUHrOBBIE
BHyTpeHHNE TOKYMEHThI OpraHU3aIiH. [6.1.6.]cTp.49 YOPaKHEHHS], POJIEBBIE
CocraBneHune JOKHOCTHON HHCTPYKIIHH. [6.1.8.Jctp 28 UTpBI
JIOKYMEHTBI 10 JINYHOMY COCTaBY.
Mpakrudeckoe 3anaTHe Ne3Tunosie 1 10 noarotoska x I13 O6Gcyxnenue B
oIMOKY B 0pOPMIICHUH pa3IMYHBIX BUIOB [6.1.8.]ctp.41 MHUKPOTPYIITAx
TTOKyMEHTOB [6.3.2]ctp8
Tema 2.2 PanuoHanpHas OpraHM3aIUsL 1 8 [6.1.1.]cTp.101
NEeSITeIbHOCTH W pabodyero  MecTa [6.1.5]ctp 128
CeKpeTaps.
IIpakTnyeckoe 3aHATHE Ne4 6 noarotoka k I13 Tpenunrossle
PammonaneHas  opranusaius  pabodero [6.1.1.]ctp.101 YIPaKHEHHsI, POJICBBIC
MPOCTPAHCTBA CEKpeTaps B MPHEMHON [6.1.5]ctp 128 HIPBI
PYKOBOIMTENSA; BBIOOp  HEOOXOAMMOTO
000pyZIOBaHHS W CPEINCTB  O(QHUCHON




IInannpyemsie Bunel yueonoi padoTsl
(KOHTpoOJIHpYeMBbIe) KoHTakTHas = = HanveHoBanme Peanmsamust HaumeHnoBanue
pe3yJIbTaThI pa6ora s o T T T . pa3padoTaHHOT
OCBOCHML: o |2 25 . % E § 12 AKTHBHBIX H TpakTu4eckoii N
ko1 YK; OIIK; MK HaunmenoBanue pa3aesio, TeM s g 5 § ; E E d Bug CPC " HOArOTOBKH DJIeKTPOHHOTO
U MHIHKATOPLI 5 = é E E E § s 6 o0pa3oBarejibHBIX | (TPYyAOEMKOCTH B ( Kg’:;::ocn
AOCTIGREHUS % § SES | 2 t§ = TeXHOIOTHIi 4acax) A
KOMIIETeHIU i = é g g- o | O & B Yacax)
TeXHUKH. [I1aHupoBaHHe pabodero JHs.
CamocrosiTeJbHas paGoTa 1o 44
OCBOEHHIO 2 pa3jieiia:
Hroro no 2 pazaeny 2 3
Paznen 3 Hopmbl 1 ipaBuiia A€I0BOTO 3TUKETA CEKpETaps
Tema 3.1 OTnueckre OCHOBEI 1 10 [6.1.2] crp145 O6cyxnenue B
B3aUMOOTHOILIECHUH MEXy CyObeKTaMH [6.1.4] ctp205 MUKPOTPYIIIax
opranuzanuu. Jlenosas ynptypa
ceKperapsl.
Hpakr. 3amsarue Nel Oprasmanus 1 10 [6.1.7] cTpl72 Turmossie Keiic-
npueMa  IOCETUTEINCH. [Toaroroeka [6.3.1] crp21 331241
JeNOBBIX ~ MEPErOBOPOB,  COBCLIAHHMI,
npe3eHTalui. JlenoBoi mpoTOKOJI.
MK-2: Ipakr. 3ansitme Ne2 Opranmsanus u 1 10 noxroroska k I13 [Ty6muuHas
e BeJCHHE  TeNIeOHHBIX  TEPErOBOPOB. [6.1.2] ctp145 pe3eHTanus,
HIIK-2.1. OGumii HOPAZIOK TIO/ITOTOBKH [6.1.4] ctp205 nenoBas urpa
HUINK-2.2. TenedoHorpaMm
Ipakr. 3anaTue Ne3 PeueBoii aTuker B 16 noaroroska K I13 Jebatsl, nenoBas
pabote cexperaps. THIOBBIE STHKETHBIE [6.3.1] ctp21 urpa
JKaHPBIL. [6.1.2] ctp158
CamocrosiTebHas paGora 1o 46
0CBOeHHI0 3 pa3jieina:
Hroro no 3 pa3neny 46
HUTOI'O 3A CEMECTP 4 117
4 8 117

HUTOI'O no xucounianue
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5. TEKYIIU KOHTPOJIb YCIIEBAEMOCTH U IPOMEXYTOYHAS
ATTECTALMUA 11O U'TOI'AM OCBOEHUA JUCHUIIVIMHBI.

5.1. TunoBble KOHTPOJILHBbIE 32IAHUS] UJIH MHbIE MATEPHUAJIbI, HE00X0AMMBbIE J1JIs1
OLICHKHU 3HAHU, YMEHHH U HABBIKOB M (UJIH) ONBITA AeATEJIbHOCTH

1) BapuaHThbl TECTOB /ISl TEKYILETO U MPOMEKYTOYHOTO KOHTPOJISI 3HAHUH 00yUJaroIuXCs

pa3MelieHbl B cUcTeMe e-learning v HaxXoATCs B CBOOOTHOM JIOCTYIIE:
https://edu.nntu.ru/quest/subject/test/subject_id/1748
[TosHBI OaHK TECTOBBIX 3a/laHWil HaxoauTcs Ha kad. MUDH.
2) 3ajaHusi ¥ MaTepUAIIbI TSI TOJTOTOBKH K KOHTPOJILHBIM MEPOTIPHATHSM (TEKYIIUH KOHTPOJIb)
Ipe/ICTaBICHBI B METOIMYECKIX yKa3zaHusx: hitps://edu.nntu.ru/lesson/list/index/subject id/1747
3)IlepeucHb BOIIPOCOB, BBIHOCHMBIX Ha MIPOMEKYTOYHYIO arrec-
craiyro (3a4eT/3aueT ¢ oleHKoi/ak3ameH): https://edu.nntu.ru/lesson/list/index/subject id/1748

5.2. Onucanue nokasareseil ¥ KpuTepHeB KOHTPOJISI yCIIeBAEMOCTH, ONIMCAHUE IIKAJ
OLIEHMBAHUS

[Ipu TekymeMm M MPOMEKYTOYHOM KOHTPOJIE YCIIEBAEMOCTh CTYJICHTOB OIICHHBACTCS 10
TPaAULIUOHHON YeThIpeXOaJUIBHOW CHUCTEME. «OTIUYHO», «XOPOLIO», «YAOBIECTBOPUTEIHHO,
«HEYIIOBIIETBOPUTEIBHOY, IN0O «3a4eT», KHE3aYET).

Tabmuna 5
Ixana Jk3amen/
. 3ader
OlLlCHUBAHUSA 3a4eT ¢ OEHKOM

40<R<=50 OTan4HO
30<R<=40 Xopouio 3a4eT
20<R<=30 Y 10BAETBOPUTETHEHO
O<R<=20 HeynosnersopurensHo He3a4eT
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TaGJmua 6 - KpnTeplm OLlCHUBAaHUSA peE3yJibTaTa Oﬁy‘leHHﬂ o JTUCHUIIJIMHE H IIKAJIa OIICHUBAHUA

Koa u Koa u HaumeHoBaHue Kputepun ouennBanus pe3yjibTaToOB 00y4eHUsI
HAMMEHOBAHME | HHAUKATOPA J0CTUKEHUSI OneHka OneHKa OleHKa OreHka
KOMIICTCHIHM KOMIIETCHIMM «HEyJT0BJIETBOPHUTEIbH «yIOBJIETBOPUTEJIBH «xX0poio / «OTJIUYHO» /
o»/ «He 3aureHoy» 0-20 o» / «3auteno» 20-30 «3a4TCHOY» «324TEHO»
OT Max peHTHHTOBOM 0aioB 30-40 6amioB 40-50 6amtoB
OLIEHKU KOHTPOJIS OT Max PEUTUHT OBOU OT max OT max peUTHHTOBOM
OLICHKU KOHTPOJIS PEUTUHTOBOM OLICHKU KOHTPOJIS
OIICHKH KOHTPOJISI
MK-2. UIK-2.1. [Ipumensier He 3naeT HopMaTuBHO- JeMoHcTpupyeT 3HaHUs JeMoHcTpupyer OO0HapyXuBacT
Criocoben JIOKQJIbHBIE HOPMATHBHbIE | MPABOBYIO 6a3y paboThI TOJILKO OCHOBHOTO HOJIHOE 3HAHKME Y4eOHOrO0 | BCECTOPOHHEE,
pa3pabarbiBaTh CeKpeTaps ; OCHOBHbIE MaTepuaa, JI0IyCKaeT Marepuaa, yCIeuHo CHCTEMAaTHYECKOE U IIIyOOKoe
MPEIIIOKEHHS 10 aKTbl OpraHu3alh IU\IJH npodeccronanpHble GYHKIUH U | HETOYHOCTH, METOTUYECKHE | BBHIIOJIHSET 3HaHHEe Y4eOHOro Marepuara,
TEXHOJIOTHH peanusanuy GyHKIUA obs3anHOCTH paboTHuka. He JIOKYMEHTBI M CTAHAaPThl B | NPELYCMOTPEHHBIE B YMEHHE CBOOOIHO
pa3paboTku YIIPaBJICHUSA yMeeT BeCTH y4eT JOKYMEHTOB, | cepe JOKYMEHTHPOBAHHUA, IIpOTrpaMMe NMHUCbMEHHBIE BBIIIOJIHATD IIUCbMEHHBIE
IIPOCKTOB COCTABJISITb HOMCHKIIATYPY ACII. paBujia COCTABJICHUA MPAKTUYCCKUC 3a/1aHNs, NPAKTUYCCKUC 3aJaHUA,

JIOKYMEHTOB U €€
3aKperuieHre B
JIOKaJIbHbIX
HOPMATHBHBIX
aKTax
OpraHu3aIlHH,
C03/1aBaTh
1a0JIOHBI
JIOKYMEHTOB JIJIst
pa3MeIneHus B
CHCTEMAX
AEKTPOHHOTO
JIOKYMEHTO000pOTa
OpraHu3aIN

BrimonHenue TecToB MeHee
50%

Pa3IUYHBIX BHJIOB
yIPaBICHYECKUX
JIOKyMEHTOB 3HAET
MOBEPXHOCTHO. Jlonmyckaer
omnOku npupabdere ¢
mradioHaMu . Beir-aue
tectoB 50%-75%

pas3OupaeTrcst B OCHOBHOM
JUTEpaType, HO I0MyCKaeT

OIIMOKHU B aHAJIN3€E

OTJIENTEHBIX Pa3IEeNoB.
Brinonsenue rectos 75%-

90%

MIpeyCMOTPEHHBIE
MIPOrpaMMOM, yCBOMII
OCHOBHYIO JINTEPATYpPY U
3HAKOM C JONOJHUTENBHON
JUTEpaTypou

HIIK-2.2. T'oToBUT
MIPEIIOKEHUS 110
COBEPLICHCTBOBAHUIO
TEXHOJIOTUH pa3pabOTKH
IIPOEKTOB JOKYMEHTOB

He 3naeT npaBuna cocraBieHust
TCKCTOB }Z[OKyMeHTOB
OpraHu3anvy, KpUTEPUU
OILICHKHM KauecTBa CO37aBacMOM
JIOKyMEHTALIMU; HE BIIAJICET
MPaKTUUYECKUMH HAaBbIKaMU
COBEPILIEHCTBOBAHUS
TEXHOJIOTHH Pa3padOTKU
MIPOEKTOB JOKYMEHTOB

IIpunumaer yuactue B
TPYIIIOBBIX 00CYKACHUSX.
3HaeT nmpaBwia u
3aKOHOMEPHOCTH COCTABIICHMS]
pa3IMYHBIX BUAOB
YIPaBJIEHYECKUX JOKYMEHTOB
HO HE BCerja yCHEIIHO
npuMensiet ux. He ymeer
CaMOCTOSITENILHO
pa3pabaTrhIBaTh CTAaHIAPTHI
JOKYMEHTHPOBAHHS
YIPaBJIEHYECKON

JACATCIBHOCTH OPraHnu3annmn

YMeHus CoBeplLIEHCTBOBATh
CHUCTEMY JJOKYMEHTHPOBAHHS

yIpaBJIeHYECKON

JACATCIBHOCTH OpraHru3anun
C(l)OpMPIpOBaHI)I YaCTHUYHO.

3HaeT npaBuia u

3aKOHOMEPHOCTH Pa3IHYHbIY
BUJIOB yIPABIEHYECKUX
JIOKYMEHTOB, HO IIPH
CaMOCTOATEILHOM aHAJIN3E ¥
MOJITOTOBKE TEKCTOB
JIOKYMEHTOB JIOTTyCKaeT

OIINOKH.

OO6HapyXHBaeT BCECTOPOHHEE,
CHUCTEMATHUYECKOE U TIIyOOKOe
3HaHHE TEOPETUUECKOTO
y4eOHOTO MaTepHuana, yMeHue
CBOOOJTHO BBITIOTHSATH
MMMCHbMEHHBIC TIPAKTUICCKUE
3ananus. Bnageer
CaMOCTOSTEILHBIMU
MPAKTHICCKUMU HaBBIKAMHU
COBEPUICHCTBOBAHUA
TEXHOJIOTHH Pa3paboTKH
IMPOCKTOB TOKYMEHTOB
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Onenka Kpurtepuu oneHuBaHus
OLIEHKY «OTJIMYHO» 3aCITy>KUBAET CTYJIEHT, OCBOUBIINN 3HAHUS,

Bricokunii .
OBHE <5 YMEHUS, KOMIETSHIIUN U TEOPETUUECKUI MaTepuan 6e3 mpoOeos;
y?OTJII/IlIHO) BBINTOJTHUBIIHMHN BCE 33/1aHUsI, IPETyCMOTPEHHbIE y4eOHBIM IITAHOM Ha

BBICOKOM Kau€CTBEHHOM YpPOBHE; MPAKTUYECKUE HABBIKU
npoeccHoHaIbHOTO MPUMEHEHUS] OCBOSHHBIX 3HAHHUH c(POPMHUPOBAHBI.
Cpennuii ypoBEHb | OLIEHKY «XOPOILLO0» 3aCIIy>KUBAET CTYACHT, IPAKTUYECKU MOJIHOCTHIO

«@» OCBOUBIIHMH 3HAHUS, YMEHUS, KOMIICTCHIIUN U TEOPETUUYCCKUI
(xopor1o) Marepuai, ydeOHbIe 3a/JaHUs HE OLEHEHbI MaKCUMAJIbHBIM YU CIIOM
0aJJI0B, B OCHOBHOM C(HhOPMHUPOBAIT MPAKTHICCKUEC HABBIKH.
[Toporosrii OIICHKY «Y/I0BJIETBOPUTEIbHO» 3aCITYKUBAET CTYICHT, YACTUIHO C
YPOBEHB «3» po0elaMyi OCBOMBIIUH 3HAHUS, YMEHHS, KOMITIETCHITUU U
(YIOBIETBOPUTENH | TEOPETUUYCCKUI MaTepual, MHOTHE yIeOHbIC 3a1aHus 100 HE
HO) BBIIOJIHUIIL, 1100 OHH OLIEHEHBI YHCIIOM 0aIa0B OJM3KUM K

MUHUMAaJIbHOMY, HEKOTOPBIE TPAKTUUYECKHE HAaBBIKU HE CPOPMUPOBAHBI.
MMHMMAaNBHBIA | OLIEHKY «HEYJOBJIETBOPUTEIBHO» 3aCIYKUBAET CTY/I€HT, HE OCBOUBIIUN

YPOBEHB «2» 3HAHMA, YMEHHsI, KOMIETEHIINM U TEOPETHUSCKUI MaTepHai, y4eOHbIe
(Hey1OBJIETBOPUTE | 3aJaHUs HE BHIMOJIHWI, IPAKTUIECKHAE HABBIKU HE C(HOPMUPOBAHBEI.
JIbHO)

6. YYAEBHO-METOJUYECKOE OBECIIEYEHUE JUCIUIIJINHbI
6.1 YueOHasi 1uTepaTypa, ne4aTHble H31aHus OuM0IHOTEYHOro oHIa

6.1.1. lenompounsBoactBo. OOpasiiel, JoKyMeHThl. Opranu3zaius u TexHojorus padorsr / B.B.
I'anaxos [u np.]; [Tox pen..K.Kopueera, B.A.Kyapsesa. - 3-e uza.,nepepad.u gorm. - M. :
[Ipocnexkr, 2016. - 479 c.

6.1.2. Kepnakoa M.b. /lenoBsle KOMMYHHUKAIIUW: TEOPHUS U MPAKTHKA : YUEOHHK [T OaKanaBpoB /
M.b. XKepnakosa, 1.A. Pymannesa; ['oc.yH-T ynp. - M. : FOpaiir, 2014. - 371 c.

6.1.3. Muxaiinos FO.M. Cekperapb pyKoBOAUTENS : Y HUBEpcallbHBIN cripaBoyHuK / FO.M.
Muzxaiinos. - M. : Anbda-IIpecc, 2010. - 575 c.

6.1.4. TTandwumonra, A. I1. KynsTypa peun u nemmoBoe odmenue B 2 4. YacTts 2: y9eOHUK U
npakTukyMm 1t By3oB / A IL Tlandunosa, A.B. lonmaToB ; mox obmieit penakimeit A.I1.
[TangunoBoit.— Mocksa: M3garenscTBo FOpaiit, 2021.— 258 c¢.— (Briciiee oOpazoBanue).—
ISBN 978-5-534-04380-8. — Tekcrt: anexTponHblii // ObpazoBarenpHas miaatdopma FOpaiit [caiir].
— URL. https://urait.ru/bcode/470527 (nata obpamenus: 18.11.2021). — Pexxum gocTyna: mist
aBTOPU3. TIOJIB30BATENECH.

6.1.5. Ilerpora 10.A. Cekperapckoe nesio. Hacronbraas kaura cexkperapsa-pedepernra / FO.A.
[Terpoga. - 2-e uzn.,ucnp. - M. : OMEI'A-JI, 2008. - 319 c.

6.1.6. Cekpetapckoe aeino (00pa3iibl JOKYMEHTOB, OpraHU3alus U TEXHOJIOTUS paboThl) : YueOHo-
npakt.mocobue / B.B. I'anaxos [u ap.]; [Tox pen. M. K.Kopueesa. - M. : IIpocmniekT, 2005. - 608 c.

6.1.7. CrentokoB M.B. IIpodeccus - cexperaps / M.B. Crentokos. - M. : [IPUOP-uznat, 2005. -
288 c.

6.1.8. Cankuna JI.B. JlenoBas nepemnucka B komMmepdeckoit opranuzanuu / JI.B. Cankuna, T.A.
brikoBa. - M. : MII®OP, 2004. - 256 c.
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6.2. IlepeyeHb :KypHAJIOB 1O NPOPUIIO TUCUUTLTAHBI:

6.2.1. XKypnan «kKoMMyHUKaTUBHBIE HCcclieq0BaHUs// OMCKUH TOCYIapCTBEHHBIM YHUBEPCUTET
um. ®.M.Jlocroesckoro. https://e.lanbook.com/journal/2591

6.2.2. YHuBepcureTckuii Hay4Hblii xxypHai // M3narensctBo "Cankr-IlerepOyprekuit
yHHBepcHTeTCKUi KoHcopimyM" https://e.lanbook.com/journal/2585?category=1851

6.2.3. XKypnan «Cexkperapckoe neno»// O01IecTBo ¢ OrpaHMYCHHON OTBETCTBEHHOCTHIO "J{eiioBbIe
kommyHukaruu'" http://sekretarskoe-delo.ru

6.3. MeToanueckue yKa3aHusi, pEeKOMEHIAIUH U IPyrue MaTepuabl K 3aHATHAM
Metoanyeckre ykazaHus M0 AucuuIuiiHe «OpraHu3anus CEKpeTapcKkoro OoOCITy)KHBaHUS» B
3JICKTPOHHOM BapuaHTe HaxoIsTCs B cucTreMe E-learning 4G 1o agpecy:
https://edu.nntu.ru/lesson/list/index/subject id/1748

6.3.1. Kupmnosa H.H. KynbTypa npodeccnonaabHON pedeBoil esITeIbHOCTH :
Metona.pekomenaanuu 1o kypey "Kynbrypa npod.pedeBoit nesarenbHoCcTH" 111 CTYA.-0aKanaBpoB
1o HarnpasieHuro moArot. 46.03.02 "lokymentoBenenue u apxuBosenenue” / H.H. Kupuiosa;
HI'TY um.P.E.Anekceesa; Coct.H.H.Kupuinosa. - H.-Hosropop : [b.u.], 2015. - 48 c.

6.3.2. Ctunu peuu [D1eKTpOHHBIE TEKCTOBBIE JaHHbIE]: MeTo1. mocobue Mo aHaIu3y U CO3/1aHUI0
TEKCTOB Pa3HbIX (DYHKIIMOHAIBHBIX CTHIICH IS CTY. BCeX crel. u Beex (hopm ooyuenus / HI'TY;
Cocr.: H.H. Kupunosa, B.B. ®unarosa. - H. HoBropon, 2004. - 32 c. DnekTpoHHast OnbinoTexa
HI'TY. — URL:https://library.nntu.ru/ProtectedView/Book/ViewBook/934 (marta oOpateHus:
18.11.2021). — Pesxum AocTyma: Ijist aBTOPHU3. TOJIb30BATEIEH.

6.4. HopMaTHBHO-CIIPABOYHas1 JIUTEPaTypa

6.4.1. I'paxnanckuii konekc Poccuiickoit ®enepanun (vacte nepsas) ot 30.11.1994 Ne 51-@03 (c
m3meHenusmu Ha 2020 r.)

6.4.2. Tpynosoit konekc Poccuiickoit @eneparun ot 30.12.2001 Nel97-®3 ¢ m3MeHeHUSIMU Ha
2020T.)

6.4.3. @3 «O0 umHpopmanuu, MHOOPMAIIMOHHBIX TEXHOJOTUSAX M O 3aluTe HH(pOpMaIUM» OT
27.07.2006 1. Ne 149-®3 (c usmenenusmu Ha 31 nekabps 2019 r.)

6.4.4. @3 «O06 snexrponHOi UppoBoi moamuck» ot 10.01.2002 Ne 1-D3 (¢ m3meHeHUIMHE HA 28
utons 2014 r.).

6.4.5. TOCT P 6.30-2003. YHudumupoBaHHas CUCTEMa OpPraHM3aIMOHHO-PACIOPSIUTEIBHON
nokymeHTaruu. TpedoBanus k opopmieHuto 1okymeHToB. M., 2013

6.4.6. TOCT P 1.5 — 2002 TI'ocynapctBeHHas cucreMa cranmaptusanuu P®. Cranmaptel. Oomue
TpeOOBaHUS K IOCTPOCHUIO, U3JI0KEHHIO, OPOPMIICHHIO, COJIEPKaHUIO U 0003HaYeHuto. M., 2017

7. HNHP®OPMALMOHHOE OBECIHHEYEHHME JUCIHUIIJINHbBI

Y4eOHbIil mporecc Mo AUCHHUILTMHE OOecreueH HEOOXOAMMBIM KOMIUIEKTOM JIUIIEH3MOHHOTO Ut
CBOOOJITHO PACHpPOCTPAHSIEMOTO TMPOTPAMMHOTO OOECIEYEHHUsI, B TOM YHCJIE OTEYECTBEHHOTO
MIPOU3BOJICTBA (COCTaB MO AMCHUILTHHE omnpeaeneH B Hacrosmed PIIJ] u moamexut oOHOBICHUIO
pu HEOOXOTMMOCTH).
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7.2. IlepeyeHb MPOrPaMMHOI0 o0ecniedyeHnsi 1 HH(POPMALMOHHBIX CIIPABOYHBIX CHCTEM

Tabauua 7 - [lepedeHpb dIEKTPOHHBIX OMOINOTECYHBIX CUCTEM

Ne HaunmenoBanue I6C Ccbliika, 0 KOTOPOii 0CYIeCTBIISAETCSA
aocryn k 9bC
1 2 3
1 KoHcynbTanT cryaeHTa http://www.studentlibrary.ru/
2 Jlanp https://e.lanbook.com/
3 IOpaiirt https://biblio-online.ru/
4 Hayunas snekrponnas oubnuoreka E- http://elibrary.ru/defaultx.asp
LIBRARY.ru
5 DJIeKTPOHHO-0MOIMOTEUHAS CHCTEMA http://znanium.com/.
Znanium.com

Tabnuna 8§ - [lepeyeHb MPOrpaMMHOro odecrneyeHust

IIporpammHoe oGecneveHue, HCMOJIb3yeMoe
B YHHBEPCHUTETE HA JIOTOBOPHOI OCHOBE

IIporpammHoe obecnedeHre cBOOOIHOIO
PaCIIPOCTPAHCHHSA

MicrosoftWindows 7 (moamucka MSDN 4689,
noanucka DreamSparkPremium, morosop Ne
Tr113003 ot 25.09.14)

Adobe Acrobat Reader (FreeWare)
https://acrobat.adobe.com/ru/ru/acrobat/pdf-
reader.html

Microsoft Office Professional Plus 2007
(mumensus Ne 42470655)

OpenOffice (FreeWare)
https://www.openoffice.org/ru/

Tab6nuia 9 - Ilepeyenb coBpeMeHHBbIX Npogdecc

HOHAJILHBIX 0a3 JAaHHbIX U l/lH(l)OpMalI]/IOHHI)IX

CIMpaBOYHBIX CUCTEM

Ne | HanmeHnoBanue npoecCHOHAJBLHOM 0a3bl JAHHBIX, Hoctyn k pecypcy (yAaJIeHHBbIH
HH(OPMALMOHHO-CIIPABOYHOI CHCTEMBbI AOCTYI € YKa3aHHeM
CCBIIKH/IOCTYI U3 JIOKAJIBLHOM CeTH
YHHBEPCHTETA)
1 2 3
1 basa  pgaHHBIX ~ CTaHmaproB ¥ PErIaMEHTOB https://www.gost.ru/portal/gost
POCCTAHIAPT //home/standarts
ba3p1 manaeix HampmoHamsHOTO cOBETa MO OIEHOYHOM
4 http://www.ncva.ru
NeSITeIbHOCTH
5 | CrnpaBounas npaBoBas cuctema «KoncynprantlIimrocy http://www.consultant.ru/.
6 | MudopmarmonHo-cipaBouHas cuctema «Texkernepr» JOCTYTI U3 JIOKAJIbHOMN CeTH

8. OBPA30OBATEJIBHBIE PECYPCBHI U151 UTHBAJIMJ1OB U JIUI C OB3

B Tabmume 10 ykasan

nepeyeHb 00pa30BaTENbHBIX PECYPCOB, HMMEIOMIMX (HOPMBI,

AIallTUPOBAHHBIC K OI'paHUYCHUAM HX 30POBbA, a4 TAKKE CBCACHHA O HAJIMYUK CICHHUATIBHBIX

TEXHUYECKUX CPEICTB OOYy4YeHHUS KOJUIEKTHBH
3aI0JTHEHUN TAOJUIBI MOXET OBITh HKCIOJIB30B

Or0 YW HWHJIMBHUAYAJIbHOTO TMOJNb30BaHus. [lpu
aHa uH@oOpMalMs, pa3MelleHHas B MoJpaszelne

«JlocTymHas cpenay» crenuanuzupoBaHHoro pasaena caiita HI'TY «Csenenust 06 o6pa3zoBarenbHOM

opranuszaru» https://www.nntu.ru/sveden/accenv/

Ta6muma 10 - O6pa3oBaTenbHbIC pecypchl Aji MHBAHI0B 1 il ¢ OB3
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Ne Ilepeuenb 00pa3oBaTeJbHBIX PECYpPCOB, CBeleHHSsl 0 HAJIMYUM CTIENMATIBLHBIX
NPHCNOCO0ICHHBIX VIS MCIIOIb30BAHUS TEeXHUYECKHX CPeICTB 00y4eHus
uaBajaugamMu u gunamu ¢ OB3 KOJIJIEKTUBHOI0 U MHAMBUIYAJIbHOI0
M0JIb30BAHUSA
1 2 3
1 OBbC «KoHCYIbTaHT CTYJEHTa» 03BYYKa KHUT U YBEJIWYCHHE MIPHPTa
SEC «Tatiny CHeualIbHOe MOGI/IJ‘IBHO? MPUIIOKEHUE -
2 CHUHTE3aTOp pe4H, KOTOPBIM BOCIIPOU3BOJUT
TEKCThl KHUT U MEHIO HaBUTallUU
3 OBbC «¥Opaiit» Bepcus s caboBUAAIINX

9. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE, HEOBXOAUMOE JIJIsA
OCYHECTBJIEHUSA OBPA3OBATEJIBHOI'O ITPOLHECCA 110 JUCHUIIJIMHE

Tabmuma 11 - OcHaleHHOCTh Ay TUTOPHUI U MOMEIIEHHI ISl CAMOCTOSTEIILHON PabOThI
CTy,I[eHTOB 110 JUCIIUITJIINHEC

HauMeHoBaHHue
ayAuTOpPHil U
NMOMelIeHH I I

OcHalIeHHOCTH AyAMTOPHU I
NoMelleHu ¥ MOMeIleHuid
IJISE CAMOCTOATEILHON

IlepevyeHb JULIEH3MOHHOTO
NMPOrpaMMHOI0 o0ecriedeHmsl.
PexkBU3HUTHI MOATBEPKIAAIOIETO

CEMUHAPCKOTO THUIIA,
TPYIIOBBIX U
WHIWBUAYAJTbHBIX

KOHCYJIbTALUM,
TEKYIIEero KOHTPOJIIS
Y TIPOMEKYTOYHOH
arrecranuy; r. HuokHuit
Hogsropon, Kazanckoe
mn., 12

MYJbTUMEIUNHBIN TPOEKTOP,
Ha 0aze AMD Athlon 2.8
I'rm, 4 T6 O3V, 250 I'b HDD,
MoHHTOp 197 — 1mIT.
* MynbTUMEIUNAHBIN TTPOEKTOP
Epson- 1 m;
* OkpaH — 1 mt,;
Habop y4eOHO-HATISAHBIX
mocoouii

CaMOCTOATEILHOMI padoThI AOKYMEHTa
padoThI
1 2 3
6421 Komruiext « Microsoft ~ Windows7  (moamucka
y4eOHast ayIMTopysl | JIEMOHCTPALOHHOTO DreamSpark Premium, JIOTOBOD
JUTS TIPOBEIEHUS 000py10BaHHUS: NeTr113003 ot 25.09.14)
3aHATUH JekuuoHHoro u | ¢ I1K, c BBIXOJOM Ha

* Gimp 2.8 (cBoOonnoe I10, nuren3us
GNU GPLV3);

* Microsoft Office Professional
2007 (mumensust Ne 42470655);

* Open Office 4.1.1 (cBobGoanoe IIO,
muuensus Apache License 2.0)

» Adobe Acrobat Reader (FreeWare);

Plus

« 7-zip TS Windows
(cBOOOIHOpACTIPOCTPAHAEMOE [0,
nmunensuess GNU LGPL);

Dr.Web (Ceprudurar NeEL69-RV63-

YMBJ-N2G7 ot 14.05.19).
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6401

yueOHas ayIuToOpus
JUTSL IPOBEIICHUS
3aHATHH JICKIIMOHHOTO 1
CEMHHAPCKOTO THTIA,
TPYIIOBBIX U
WHJIMBHTY ATbHBIX
KOHCYJIbTALIMM,
TEKYIEro KOHTPOJIS
U MIPOMEKYTOUHOM
aTTeCTalluu;
r. Hxuamit
Hosropog,
Kazanckoe mocce,
n. 12

Padounx mect
npenoaaBaTess — 2
Pa6ouux mect cryaenra — 14

Kommuiekt
JAEeMOHCTPAIMOHHOT 0
o0opynoBaHuUs:

e TIK Lenovo Idepad 310 (3
mr.), €  BHIXOJOM  Ha

MYJIbTUMEIUMHBIA MPOEKTOP,
MoHuTOop 117

* MyJIbTUMEIUIHBIIA NIPOEKTOP
Epson EB-X31 (EIPILP*88)
— 1 mr.;

* Okpal — 1 wrt,;

IIK (cuctemusrii 610k LG
Super Muti, mouuTop Acer
11”) — 1 T,

M®Y Vesalink B7030 — 1 .

* Microsoft Windows
DreamSpark Premium,
0509/KMP ot 15.10.18)
» Adobe Reader (mponpuerapuoe I10)
 Microsoft Office Professional Plus
2007 (nmuuensus Ne 42470655);

* Open Office 4.1.1 (cBobGoanoe IIO,
muuensus Apache License 2.0)

« Adobe Acrobat Reader (FreeWare);

10 (mommucka
noropop  Ne

e 7-zip gna  Windows (cBoOOmHO
pacnpoctpansemoe [10, munensus GNU
LGPL);

Dr.Web (Cepruduxar NeEL69-RV63-

YMBJ-N2G7 ot 14.05.19).

6251

ydeOHas ayAuTopus
JUTSI TIPOBEICHUS
3aHATUHN
JIEKIIHOHHOI'O
¥ CEMHHAPCKOTO
THIIA
r. Hwxani
Hogropon,
Kazanckoe mocce, 1. 12

PaGounx MecT npenoaaBareJis
-1
Padouux mect cTygenTa — 12

IIK uHa 6a3e Intel Core i3 3.3
ITu, 2 T6 O3Y, 1T6 HDD,
MoHuTop 17— 12 mir.

Hocka mapkepHast — 1mr.

Microsoft Windows 10 (oamucka
DreamSpark Premium, norosop Ne 0509/KMP
or 15.10.18)

Calculate Linux (cBo6omnoe I1O)

Adobe Reader (mponpuerapuoe I10)

Autodesk Inventor 2017 (c¢/u 562-20403116)
Microsoft Visual Studio 2013 (nmoamnucka
DreamSpark Premium, norosop Ne 0509/KMP
or 15.10.18)

Kommac 3D-V16 (JinnieH3noHHOE coramieHue
Ne K-080298)

Pascal ABC.NET (cBo6oanoe I10, murieH3us
LGPL)

Autodesk AutoCAD 2017 (c/u 563-45805013)
FreePascal IDE(cBo6oaHOe T10, ymniensus GNU
GPL 2)

Python 2.7 (cBo6omnoe [10, munensus Python
Software Foundation License)

Mathcad 15 (nuuensust PKG-7543-FN, MNT-
PKG-7543-FN-T2, norosop Ne 28-13/13-057 ot
26.02.13)

Open Office 4.1 (cBoboanoe I10, nunen3us
Apache License 2.0)

Code::Blocks (cBobomnoe 10, munensus GNU
GPLv3)

Eclipse (otkpsitoe I10, muuensus Eclipse Public
License)

Python 3.6 (cBo6oanoe 10, nmuen3us Python
Software Foundation License)

Wing IDE (mpompuetapuoe I10)

SolidWorks (c/H 9710004412135426)

Microsoft Access 2010 (moanucka
DreamSpark Premium, norosop Ne 0509/KMP
or 15.10.18)

Microsoft Project 2010 (moamucka DreamSpark
Premium, moroop Ne 0509/KMP ot 15.10.18)
Dr.Web (c/n B241-3JB7-6EP7-BQB4 ot
18.05.2020)

MicroCAP (6ecriatHast CTyaeHUECKast BEPCHs)
IntelliJ IDEA (cBo6oxmuoe 10, nuneH3us
Apache)

Blender (cBo6oanoe 10, munensus GNU GPL 2
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n GNU GPL 3)

7-zip (Cobomnoe I10)

JetBrains Webstorm (Order D371337270,
Subscription Pack 0920/SAINDSL)
Mendeley Desktop (cBo6omHOE T1O)
MySQL (cBobonnoe I10O)

Arduino (cBo6omnoe I10)

P7 Oduc (c/u 5260001439)

10. METOAUYECKHUE PEKOMEHJALIMU OBYYAIOIIIUMCH
IO OCBOEHUMIO I CIIAITJIMHBbI

10.1 OOmme MeToAMYECKHE PEKOMEHJANUM AJsi O00y4YalIIMXCAd IO OCBOEHHIO
AUCHMILINHBI, 00pa3oBaTe/ibHbIE TEXHOJOTHHI

JucuumnimHa  peanu3yercs — [OCPEICTBOM  IPOBEIEHUs  KOHTAaKTHOM  paboTel ¢
oOydaromuMucs (BKJIIOYasi MPOBEICHUE TEKYIIEro KOHTPOJIS YCIIEBAEMOCTH), CaMOCTOSTCIILHON
paboThl 00YJAIOIIMXCS U IPOMEXKYTOUHOM aTTecTaIiu.

[IpennogaBanue  OUCHMIUIMHBI ~ BENETCS €  NPUMEHEHHEM  CIEAYIOIIMX  BHUJOB
00pa30BaTeNbHBIX TEXHOIOTHH:

— 0aJTbHO-PEUTHHTOBAsI TEXHOJIOTHUS OLICHUBAHUS;

— TEXHOJOTHsI MPOOIEMHOTO 00yUeHUS;

— TEXHOJIOTHs Pa3BUBAIOIIETO 00YUCHHUS,;

— TEXHOJIOTHs peIeKCUU U CaMOIUarHOCTUKH.

[Ipu mpenogaBaHuM AUCHUILUTUHBL «OpraHu3anusi CEeKpeTapckoro 00CITyKUBAHUSY,
HCIIOJIB3YIOTCSI COBPEMEHHBIE 00pa30BaTEIbHBIC TEXHOJIOTHUH, TIO3BOJISIONINE TIOBBICUTH AKTHBHOCTH
CTYJICHTOB MpPH OCBOCHMHM MaTepuaja Kypca M MPEeAOCTaBUTh MM BO3MOXHOCTH 3((HEKTUBHO
WCIIOJIh30BaTh YaChl CAMOCTOSITEILHON pabOTHI.

Ha nexkuusax, NpakTUYECKUX 3aHATUAX PEANU3YIOTCS HMHTEPAKTUBHBIE TEXHOJOTHUH,
MIPUBETCTBYIOTCSI BOMIPOCHI U OOCYKICHHS, UCTIOIB3YETCS TUYHOCTHO-OPHUEHTUPOBAHHBINA MOJIXO/I,
TEXHOJOTHS pabOThl B MallbIX TpPYMIMax, 4YTO TO3BOJSET CTYACHTaM MPOSBUTH ceOs, MOIyYUTh
HaBBIKA CAMOCTOSITEIILHOIO U3YUYEHUSI MaTepHaia, BEBIPOBHATHh YPOBEHb 3HAHUI B TPYIIIIE.

Bce Bompochl, BO3HHKIIKE BO BpEMsS CaMOCTOSTENBbHOM pabOThl TpU BHINOJHEHUH
JIOMAIIHETO 3aJIaHusl, TOJPOOHO pa30UPArOTCs Ha MPAKTUUYECKUX 3aHITHIX | JIeKIusx. [IpoBoasres
VMHJIMBHUIyaJIbHbIE U TPYIIIOBbIE KOHCYJIbTALUH C UCIOIb30BAHUEM, B TOM YHUCJE, U COBPEMEHHBIX
MH()OPMAMOHHBIX TEXHOJIOTHH: 35ekTpoHHOoN moutel, ZOOM, Ckaiirr.

WuunuupyeTcss akTUBHOCTb CTYJIEHTOB, MOOIMIPSETCS AMCKYCCHST U OOCYKIEHHE JIOOBIX
BOIIPOCOB TIO JICIOBOMY OOIIEHHIO, BOIIPOcaM MpOo(eCcCUOHATBLHON KYIBTYPhl U JIEJIOBOM ITHKU U
mo0bIM (hopMaM MyONUYHBIX KOMMYHUKalMid. OIUH U3 KIIOUEBHIX BUIOB PabOTHI - OpaTOPCKHE
BBICTYIUICHHSI M TIPE3EHTAIIMH Ha PA3JIMYHbIE TEMbl U UX TOCICTYIONINI KOJUIEKTHUBHBIN pa3oop.
[IpakTukyercs OOCYXIeHHE WHAMBHAYAIbHBIX 3aJaHU, BBITONHEHHBIX CTYJEHTAMH B paMKax
CaMOCTOSATEIIbHONW PabOThI, PEKOMEHIYIOTCS CHOCOOBI YCIEITHOTO CaMOCTOSITEIHHOTO OCBOCHHS
MaTepuasa B 3aBUCUMOCTHU OT YPOBHSI 0a30BOM MOJATOTOBKHU CTYJCHTA.

Jns omneHKM 3HAHWW, YMEHHI, HABBIKOB M YPOBHS C(HOPMUPOBAHHOCTH KOMIIETEHIIUU
MpUMEHsIeTCS OaTbHO-PEUTHHIOBasT CHCTEMa KOHTPOJSI M OIEHKH YCIIEBAEMOCTH CTYICHTOB B
MPOLECCE TEKYIIErO0 KOHTPOJIS.

HToroBas arrecTaris mpoBOIUTCS B GopMe 3a4eTa ¢ yUeTOM TeKYIIeH yCIieBaeMOCTH.

Pe3yabTar 00yueHusi cuuraerc cGOpMHPOBAHHBIM Ha IOBBILMIEHHOM YPOBHE, €CIU
TEOPETUYECKOE W NPAKTUYECKOE COAEpKAaHME Kypca OCBOCHO MOJHOCTHIO. [Ipu ycTHBIX
cobeceTOBaHUSX  CTYASHT  HCUEPNBIBAIONIE,  MOCIEIOBATEIbHO, HYETKO W  JIOTUYECKH
apryMEHTHPOBAHHO H3JIaraeT y4eOHBIM MaTepuai;, CBOOOJHO CHpPABISACTCS C YIPaKHCHUSIMH,
paboTaet co clioBapsIMH MPU BHIMOIHEHUU 3a/laHUi Pa3HBIX BUIOB, IPU MMOATOTOBKE U BHITIOJHEHUH
3aJlaHui UCTONB3YEeT JOMOJNHUTENBHBIN MaTepuan. Bce mpenycMoTpeHHbIe paboueil y4ueOHOM
MPOrpaMMOil 3aJlaHUsI BBITIOJHEHBI B COOTBETCTBUHU C YCTaHOBJIEHHBIMU TPEOOBaHUSIMH, CTYIEHT
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CMOCOOCH aHAJIM3HUPOBATh IOJNYYEHHBIE pE3YJbTAThl, MPOSBISET CAMOCTOSTENBHOCTh IPHU
BBINOJIHEHUH 33JaHUH.

Pe3yabTaT 00y4yeHHsi cuMTaeTcsi C(OPMHPOBAHHBIM HAa IOPOrOBOM YPOBHE, €CIU
TEOPETUYECKOE M IPAKTUYECKOE COJAEp)KaHUE Kypca OCBOCHO MOJHOCThIO.  Ilpum  yCTHBIX
cobecelOBaHUSX CTYJACHT IOCIEI0BATEIbHO, YE€TKO M JIOTHYECKH apryMEHTHPOBAHHO H3JIaraeT
yueOHbIIl MaTepual; CIpaBiseTcsl C 3ajJayaMd, BOIPOCAaMHM M JAPYIrMMM BUJAMHU 3aJlaHUM,
TpeOYIOIMX MPUMEHEHHS 3HAHUH; BCE MPEyCMOTPEHHbBIE pabouell yueOHOH mporpaMMoil 3a1anus
BBIMIOJIHEHBl B COOTBETCTBUUM C YCTAQHOBJIEHHBIMM TpPEOOBAaHMSAMM, CTYAEHT CHOCOOeH
aHAJIM3UPOBATh TOJTYYEHHBIC PE3YIbTaThl; MPOSBISET CAMOCTOSTEIBHOCTh NPU BBIIOJIHEHUH
3aJaHuN

Pe3yabTaT 00ydyeHusi cuutaercss Hec(hOPMHUPOBAHHBIM, €CIIM CTYJCHT MPH BBHIIIOJIHEHUHU
3aJJaHUi HE JIEMOHCTPUpPYET 3HaHMH y4yeOHOro MaTepuaa, AONYCKaeT OLIMOKH, HEYBEpEHHO, C
OONBIIMMH 3aTPYAHECHUSIMH BBITIOJMHACT 3aJaHMsi, HE JAEMOHCTPHPYET HEOOXOIUMBIX YMEHHH,
Ka4yecTBO BBINOJIHEHHBIX 3aJlaHMM HE COOTBETCTBYET YCTAHOBJIEHHBIM TpPeOOBaHMSAM, KayeCTBO MX
BBITIOJIHEHUS] OLIEHEHO YHCIOM OajuIOB HIDKE TPEX MO OIEHOYHOW CHUCTEME, YTO COOTBETCTBYET
JI0IIOPOTOBOMY YPOBHIO.

10.2 MeToan4yeckue yKasaHus JJIs 3AaHATHI JIEKIMOHHOTO THIIA

JlekunoHHBIN Kypce MpeAnosaraeT CUCTEMATU3UPOBAHHOE U3JI0KEHHE OCHOBHBIX BOIIPOCOB
TEMaTUYeCKOro IiaHa. B Xoje JeKIMOHHBIX 3aHATHI pacKpbIBalOTCs 0a30Bble BONPOCH! B PaMKax
Kakaol Tembl aucuuiuimebl (Tabmuma 4). O003HAYAIOTCS KITFOYEBBIC ACIEKTHl TEM, a TaKkKe
JIeNIal0TCsl aKLEeHTbl Ha HauOojee CIOXKHbIE M BaXKHbIE IMOJOXKEHUS M3y4aeMoro Marepuana.
Matepuaibl JeKIUH SBISIOTCS OIOPHOW OCHOBOM JJIsl TOATOTOBKH O0YYaIOUIUXCs K MPAaKTUYECKUM
3aHATHUSAM U BBIIOJIHEHMS 331aHUI CaMOCTOATENIbHON paboThl, a TAK)KE K MEPOIIPHUITUAM TEKYLIETO
KOHTPOJISl YCIIEBAEMOCTH U IIPOMEXKYTOUYHON aTTECTALUU MO JUCIUIUINHE.

B Oosbmieil yacTu JEKIUMOHHBIA MaTepuan Kypca CONPOBOXKIAETCS KOMIBIOTEPHBIMHU
Mpe3eHTAlMSIMU, B KOTOPBIX HAIJIAHO MPETNOAHOCATCS MaTeprall pa3InyHbIX pa3fesioB Kypca, uTo
JaeT BO3MOYKHOCTh OOCYIMTh MaTepHall CO CTYyJE€HTaMU BO BpeMs YTEHUs JIEKIMH, aKTUBHUPOBATh
UX JeATEJbHOCTh MPU OCBOCHMM MaTepuaina. MaTepuanbl JIEKIMH, B BUJAE CIalI0B HAXOIATCS B
cBobogHOM noctyne B cucreme E-learning 4G u moryt ObITh MpOpabOTaHbl CTYACHTAMH B XOJC
CaMOCTOSITENIbHOM pabOTHI.

10.3 MeToanuyeckne yKa3aHus 10 OCBOCHUIO JMCHUIIJIMHBI HA PAKTHYECKUX 3aAHATHUIX

[TpakTyeckue 3aHATHS NPEACTABISIIOT COOON JETaN3aLUI0 JIEKIIHOHHOTO TEOPETUYECKOTO
MaTepuaia, MPOBOJATCS B LENSIX 3aKpEIUICHUs] Kypca M OXBaTbhIBAlOT BCE OCHOBHBIE pa3JEibl.
OcHoBHOW (opMoOil TpoBefeHHs MPAKTUYECKHX 3aHATHH sBIsSeTcs oO0CyXJeHHe Haubosee
CJIOKHBIX BOIIPOCOB IO OTJIEIbHBIM T€MaM, BBIIOJIHEHWE TPEHUHTOBBIX YIPaKHEHUH, 00CyXIeHNE
U pa300p TEKCTOBBIX 33/JlaHUH B ayJUTOPHBIX YCIOBUSX, JAEJIOBbIE UTPBI U AUCKYCCHH, ITYOJIHMYHBIE
BBICTYIUICHUSI CTYJIEHTOB.

[TpakTHyeckue 3aHATHs 00eCTIeYnBaIOT:

- IPOBEPKY M YTOUHEHHUE 3HAHU, TOJIyUEHHBIX Ha JIEKIIMSIX;

- U3y4eHHE U aHAJIN3 JOJDKHOCTHBIX 0053aHHOCTEH ceKpeTapel pa3uuHbIX KaTeropuii;

— IIOHMMaHue CelU(PUKN OpraHu3aluu paboThl CEKpeTaps;

— yMeHHe paboTab C BXOJAIIEH U UCXOAIIEH TOKYMEHTalUeH, OCYIIeCTBISTh PETUCTPAIIHIO
JOKYMEHTOB, UX CHCTEMAaTU3aLINION XPAHEHHUE;

— YMEHUE IPaBUJIBHO OPraHU30BaTh IIPUEM IIOCETUTENEH;

— 3HaHUE (YHKUMNA CeKpeTrapss MpU TMOJArOTOBKE JEIOBBIX IEPEroBOPOB, COBEIIAHUM,
MIPE3CHTALMM U JIp.

PexomeHganMyu K NpPakTUYECKMM 3aHATHAM JaHbl B y4eOHBIX MaTepuajlax IO Kypcy
«Opranu3zanus cekperapckoro odcyxuanus» B cucteme E-learning 4G .

C BapuaHTamMM IPOOHOTO TECTUPOBAHUS 110 MPEAMETY CTYIAEHTHI MOT'YT O3HAKOMUTHCSI 10

cepiike: https://edu.nntu.ru/quest/subject/test/subject id/1748
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3aaHus U yIpaKHEHUS K MPAKTUYCCKUM 3aHSITHIM MPEACTABICHBI B METOIUNYECKUX
pexkoMeHanusx (cm. 1m.6.3)

10.4 MeToan4yeckne yKka3aHus 110 CAMOCTOSITeIbHOM padoTre o0y4aromuxcs

CamocTtosaTenbHas paboTa oOecredrBaeT MOArOTOBKY OOYyYarolerocss K ayIuTOPHBIM
3aHATUSAM U MEPOIPUATUAM TEKYILEro KOHTPOJS M MPOMEXYTOYHOM aTTecTallMM M0 M3y4aeMOM
TUCHUIUIMHE. Pe3ynbTaTel 3TOM MOATOTOBKU MPOSIBIAIOTCS B AKTUBHOCTH OOYyYarolIerocss Ha
3aHATUSX M B KAueCTBE BBIMOJHEHHBIX NPAKTUYECKUX 3aJaHUNd MU APYruX (GOpM TEKYIIETo
KOHTPOJISL.

[Tpr BBITOJIHEHUW 3aJaHUUN JJII CaMOCTOSITEIIBHON PabOTHI PEKOMEHIyeTcs MmpopaboTka
MaTepHAJIOB JIEKIIMH M0 KaXJ0M MPONIAECHHON TeMe, a TaKXke H3y4YeHUE PEKOMEHIyeMOMH
JUTEpaTyphl, IpecTaBleHHON B Paznene 6.

B mpouecce camocTosTeNbHON pPAaOOTHI MpPU W3YYEHUHU ITUCHUIUIMHBI CTYAEHTHI MOTYT
paboTaTh Ha KOMITBIOTEPE B CHEIHMAIM3UPOBAHHBIX AYIUTOPHSIX ISl CAaMOCTOSATENBHOW pPabOTHI
(ykazano B Tabmume 11). B ayauropusx UMeeTCsl JIOCTYHn uepe3 HH(POPMAIOHHO-
TEJIEKOMMYHUKAIIMOHHYI0 ceTh «VHTepHEeT» K 3JIeKTPOHHOH WH(POPMALMOHHO-00pa30BaTEIbHOM
cpene ynuepcurera (OMOC) u snextponHoit 6ubnunoreunoi cucreme (ObC), rae B 3MeKTPOHHOM
BUJIC PACIONIAraloTCsl y4eOHble M y4eOHO-METOJMYECKHE MaTephalibl, KOTOpbIE MOTYT OBITh
MCIIOJIb30BaHBI JIJIsl CAMOCTOATEIbHOM PaboThl IPU N3YUCHUH TUCIUTLINHBL.

Jns oOywaromuxcss 1O 3a04HOM (opme OoOydeHHs caMocTosiTeNnbHas paboTa SBISAETCS
OCHOBHBIM BHJIOM Y4eOHOI1 J1eATEIbHOCTH.

10.5. MeToanueckne yKa3aHus 10 OCBOEHUIO TUCHUILINHBI HA Ja00paTOPHBIX padoTax
He npenycmotpensl
10.6. Meroanueckue yka3aHus 1Jis1 BbinojiHeHus PI'P
He npenycmotpena
10.7. MeToanyeckue yKa3aHus VISl BbINOJHEHUs] KYPCOBOI'0 MPoeKTa / padoThl

He npenycmotpena

11. OHEHOYHBIE CPEJCTBA J1JIs1 KOHTPOJISA
OCBOEHUA JUCHUITJIMHBI

11.1. TunoBble KOHTPOJIbBHBIC 3alaHUA WJIM UHBIC MaTEpHAJIbI, Heo0X0oAMMBbIe IJI51 OLlEeHKH
3HaHHﬁ, yMeHHﬁ, HaABBIKOB U (I/I.TII/I) ONbITa B X0A€ TEKYHIEro KOHTPOJA yCIIEeBA€EMOCTH

st TeKyIero KOHTPOJIS 3HAHWUN CTY/IEHTOB IO JUCITUIUIMHE MTPOBOIUTCS KOMILJIEKCHAS OIl€HKA
3HAHMH, BKIIOYAIOIIAS

- MUCbMEHHBIE TBOPUECKUE 3aJaHMUS;

- YCTHBIC TIPE3CHTAINH

- TECTHPOBAHUE TI0 PA3TUIHBIM pa3jieiiaM Kypca

- DK3aM€EH.

11.1.1. TunoBble 3aJaHusl K NPAKTHYECKHM (CEMUHAPCKUM) 3aHATHAM
(TeMBI JOKJIa10B/COOOIICHHMI ).
TEMbI IPESEHTALIUU

1) Jlnanoruyeckue MpUHLIUIIBI B3aUMOJICHCTBUS B OpraHU3aluu

2) Cexkperapb B MEXKYJIbTYPHOM B3aUMOJICCTBUH

3) KareropnyHocTs nim BEeXIUBBINA OTKA3

4) [Icuxonoruyeckre TUIBI TOCETUTENEH ITPU paboTe ¢ KIIMEHTaMHU
5) KonduuktHble cuTyanuu B paboTe cekperaps

6) OTBeThI Ha PaCPOCTPAHEHHBIE BOIIPOCHI

7) O6pa3zoBaHue TO0KHO OBITH TPOPHIBEHBIM €IIE CO IIKOJIBI

8) Opranu3anus MpocTpaHcTBa B odrce
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9) JlaBaiiTe TOBOPUTH APYT APYrY KOMIIJIUMEHTHI
10) KommyHukabeapHOCTh HeOOXOAMMa B MOEi mpodeccun

11.1.2. TunoBbIe 3a1aHUs 1JI51 JIAOOPATOPHBIX PadoT
He npegycmoTrpeHsl.

11.1.3. KommieKT BOonpocoB Jis o0cy:kaeHus no reme «Mcnojab3oBaHue HOPMATHBHO-
METOINYEeCKHUX JOKYMEHTOB B OPraHU3alMU CEKPEeTAPCKOro 00C/yKMBAHUSD)

1. Kakue JOKyMEHTBI COCTABIISIOT IIPABOBYIO OCHOBY JICATEILHOCTH CEKPETAPs U OMPEISISIOT
€ro JI0JHKHOCTHOM cTaTyc?

2. Kakue BHYTpEeHHHE JOKYMEHTBI OpPTaHU3AIUH PETTIAMEHTHPYIOT IeATEIHbHOCTh CEKpeTaps?

3. Packpoiite comepkaHue HOPMATHBHO-METOAMYECKOro akTa - «l'oCymapcTBEHHas cucTeMa
JOKYMEHTAIMOHHOTO o0ecrieueHus: ynpasiieHus. OcHOBHBbIC ToniokeHus. OOmme TpeboBaHUS K
JOKYMEHTaM | ciyxk0am nokymentanuonHoro obecredenus (I'CLAOY)».

4. Haznauenue MHCTPYKINY 110 BEJACHUIO JISTIOMPOU3BOJICTBA B OPraHU3AIINH.

5. B ueMm npuHIMNHAIBEHOE OTJINYUE BHYTPEHHHUX M BHEIIHUX TOKYMEHTOB OpraHu3aiuu?

6. Kakue cTpykTypHBIE 3JIEMEHTBI BXOJST B TPOGECCHOHATBHYIO KYJIBTYpPY CrienuanucTa?

11. 1.4. TunoBble 3a1aHus AJIs1 MUCLMEHHOTO ONPoOCca
3ananue No6. «HeBepOanbHbIN TOPTPET MEPCOHAKAN.

Ilens: npakTHYECKOE OCBOCHHUE HEBEPOATIbHBIX KOMIIOHEHTOB KOMMYHHKAIMH.

1. M3yuure camocTosTensHO MaTepuan no teMe «HesepOanbHble cpeacTBa KOMMYHHUKAIIUK
(x pazzneny 3), HOJIB3YSCh OCHOBHOM U JIONIOJIHUTENBHOM JINTEPATypoil (CcM. ciicok) U MHTepHeT-
UCTOYHHUKH.

2. Haiingute B UnTepHere min matepuanax CMU dotoceccuto (3-4 poto)
3anHTepecoBaBlIero Bac myoau4Horo nepcoHaxa (MOJIUTUKH, OU3HECMEHBI U IIP.)

3. [Ipoananusupyiite HeBepOalbHbIE OCOOCHHOCTH YE€JIOBEKa M0 KaxJIoMmy U3 (¢oTo,
UCMOJb3Yysl HEOOXOAUMBIE TeOpeTHUYecKue cBefieHus. Ha ocHOBe CBOMX BBIKJIAJIOK HAMMIIUTE 3CCE
«HeBepbOanbHblii mopTper mnepcoHaxa». CraenaiiTe BBIBOABI O JHUYHOCTHBIX OCOOEHHOCTAX
MyOJINYHOTO JIUIa HA OCHOBE HEBEpOAIbHON XapaKTEPUCTUKHU.

Saganue Ne§.
Ilens: ocBOEHME BOIIPOCHO-OTBETHOTO KOMILJIEKCA, IPUEMOB BEICHUS IHAJIOTa.

1. Ilo3nakombTech B 2yeKTpOHHOM Buje ¢ kHurou Y.lOpu «lIpeomoneBas HeT, win
IIEPETOBOPBI C TPYAHBIMU JIIOAbMIY. [lofgenuTech CBOMMU OT3BIBAMHU B IPYTIIIE.

2. CocraBpre He MeHee 10 BOIpPOCOB pa3HBIX THIOB K JaHHOMY TEKCTy. MOXKHO
BKJIIOUUTh HEKOTOPBIE BOMPOCH B KOHTEKCT auanora. HamommHaem n3ydeHHbIE BUIBI BOIIPOCOB:
omkpvlmsle U 3akpwvimule, Jlu-6onpocvl, npocmvle U  CIO0JXCHblE, UHDOPMAYUOHHDLE,
3aKaI0YUmMenbHble,  OMKpbIBAIOWUe,  pumopudecKue,  nepeiomuvie, 01 000YMbIBAHUA,
KOHMpOTbHble, noOmeepxcoaowue, O3HAKOMUMENbHble, BCMpeyHble,  AlbMEPHAMUBHDLE,
0OHONOMIOCHYLE (8 M. Y. 3ePKAIbHbIE), HEKOPPEKMHbLe.

3amanne N7

I]enwy: ocBOEHNE TAKTUK AKTUBHOTO CIYLIAHUSA
1. CocTaBbpTe paznuUYHbIE BapUaHThl CTAaHAAPTHBIX (pa3, KOTOpPbIE MMOMOTalOT HaM HaJaJUuTh
B3aMMOJICHICTBHE, OCYIIECTBUTH OOPATHYIO CBSI3b C COOECEIHWKOM, MAaKCHMAalbHO pPaCIIUpPHUB
MIPEACTABICHHYIO HIKE TaOIHITY.
2. BribepuTte M3 HUX T€ BBICKA3bIBAHUS, KOTOPHIE KaXKYTCs KakKIoMy Hawmbosee ynoOHBIMH,
HpI/IeMHeMI)IMI/I JJIs1 UCITOJIb30BAHUS B paSHHqHBIX KOMMYHI/IKaTI/IBHI)IX chyauHs{x.

Tab6n.6
Ipuembl Pexomenayemble KiuIe
00paTHO¥i CBSI3H
PaccnpammuBanue «Becbma coxkanewo, HO A HE BCE IMOHSI, pPa3bSICHUTE,
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MOXaJIyicTa. ..»
[lepedpasupoBanue «Ecau st Bac paBUIJIBHO NOHSUI, Bbl UMEETE B BUJLY...»
OTpaxeHue 4yBCTB «BepostHo, Bac 310 ouens paccTpounso...»
PesromupoBanue «060061mas To, yTo BBI CKa3aiM, MOKHO IPUNTH K BBIBOJTY...»
3amanue Ne9.

I]enw: - ocBOCHHUE OICHOYHOM JIGKCUKH C IIO3UTUBHOI CEMaHTHUKOM;

- (hopmupoBanme 3 PeKTUBHBIX MOJIENIEH PEUEBOT0 MOBEACHUS

1. BkirounTe coBa ¢ MOJIOKUTETHHON OIIEHKOW B KaKOW-T100 KOHTEeKCT. Omnupasch Ha
TabJIMIly, COCTaBbTE Pa3BEPHYThIE BhICKA3bIBaHUS (TI0 3 Ha KAXKIYIO YacTh peun). YHorpebure B
KOHTEKCTE MPOPECCHOHATBHOMN JACATEILHOCTH APYTUe TTO3UTHBHBIE OLIEHOYHBIC BRICKA3bIBAHUS.
Hampumep: «Cambim Haoedchvim cnocobom pewerusi OaHHOU npooaemvl, 51 Oymaio, 6yoem
8HedpeHue IHep2ochepe2arouux MexHoNI0ULLY.

Tabn.5

Pemenue npoGiiemsl [Ipocrou PasmpiuiaTe
DKOHOMHUS Jlerkumit ObecnieunBaTh
Ob6ecrieueHue OymyIiero BricTphrii VY coBepieHcTBOBaTh
Hosmectso Jlyummn OcymecTBisATh
VY coBepIIeHCTBOBaHUE Hanexnplii Pa3pabartbiBaTh
Bo3moxHOCTD OKOHOMUYHBII Opranu3oBbIBaTh
Passurne Beironnsii IIposepsTs
Joctrxenne Pa3nooOpasublii Pa3BuBath
[TpuGsLIH I'ubkuit PaccuurtbiBaTh
besonacHocTh YV no0HbII [TonnepxxuBath
Ob6opoTt ennpit Uckatp
Onepexenue HNHurepecHbI HcnbiTeiBaTh
[Tancsr HoBe11, BaxHBIN Yayumars
Hoy-xay KomdopTHbIit ITomoraTts, 6epeun
[IpeBocxoacTBO buectamuii [InanupoBars
Yenex YHUKaJIbHBIN [ToBbiats
oOseryenue [IepcniekTBHBII YKpemarsb

ONTUMUCTUYECKUI Jocturatn

11.1.5. IenoBasi (poJieBasi) urpa

Urpa «Accoyuayuuy

Ilens: pa3BUTHE ACCOLMATUBHOTO MBIIUIEHHUS; OCBOOOKICHHE OT U3JIUIITHIUX KOMITJIEKCOB.

Cpenu yuyaCTHHMKOB BbIOMpaeTcsi BEAYIIMH, KOTOpBIM ynansercss 3a aBepb. OcTalbHbIE B
rpynne BBIOMPAIOT OJHOTO 4YEJIOBEKa, IMPO KOTOPOro Bce OyAyT MNPUAYMBIBATH pazIUYHbIE
acconrauuu. Kornma Bemyniuil Bo3Bpamaercs, BCe YUYaCTHMKH (B TOM YHCIE M CaM 3araJaHHbIN)
BBIPKAIOT PA3JIMYHBIC aCCOIMAIIUUA BCIIYX, UCIIOIB3YS MPU ATOM MPEUMYIIECTBEHHO MeTadopsl U
CpaBHEHMs: 3TOT 4YeJNOBEK HAllOMMHAeT 3aTHIbe TIepel TIpo3od, Oymryomuil okea,
HaXOXJINBIICTOCSA B0p06I)${ n T.O. HpenonaBaTenL KaKk MOACPATOpP MOKET IMMOACKA3bIBATH
YYaCTHHKAM, C 4YeM MOKHO NMPHUAYMbIBATh accolranuu (MeOeslb TpPaHCIOPT, )KUBOTHOE, PACTCHHUE U
mp.). 3ajzada BeAyllero — oOTrajaarh, Koro 3arajaana rpymma. [locie 3Toro «pasralaHHBIN»
CTAaHOBUTCS BEAYLIUM U yIAISAETCS, @ YIaCTHUKH 3araiblBatoT CIEIYIOIIETO.

11.1.7. TunoBbIe TeCTOBLIE 3aJaHUA

Ilpumepsl mecmoeé (OLICHOYHBIE CpPEICTBA B TMOJNHOM O0O0BEME XpaHATCS Ha Kadeape
«Metononorus, HICTOpUs U GUIOCOPUST HAYKN»).

OOyuatonuiics B TeueHue 20-25 MHHYT TOTOBHTCS IO BOMNpPOCAM TeCTa, KaKIBIH M3

KOTOPBIX MOAPAa3yMEBAET OJIMH WM Oojiee MpaBUIbHBIX BapHaHTOB O0TBeTa. OTUET O BBHINOIHEHHOM
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3aJJaHUU NIPEIO0JIAaraeT He TOJIBKO UX KOPPEKTHOE BBISABIEHUE, HO U TOTOBHOCTH J1aTh ONPEEIICHNE
BCEM 0003HAYEHHBIM B T€CTE MOHATHSM U OTBETUTh Ha YTOUHSIOLINE BOIPOCHI.
IIpumepsI TecTOB K pa3zaeny 2

1. ITox pabounM MECTOM CITy>Kalero MOHUMaeTCs:

a.

0.

®

o N5

0.

I

a.
0.

B.

NPOCTPAHCTBO, B MpeAeiax KOTOporo pabOTHHK, HE IepeMemasich, BbINOIHICT
BO3JIO)KEHHYIO Ha HEro padoTy;

30HA TPYJOBOU JICATEIBHOCTH paOOTHUKA, OCHAIIICHHAS HEOOXOIUMBIMU CPEIICTBAMU TPY/Ia;
ONKMCAaHHWE OCOOCHHOCTEH OIpeeNeHHON mpodeccuy, pacKpbIBaIIee COJepKaHHE
poeCCUOHATILHOTO TPY/Ia;

YacTh IIOMEILCHUS, B KOTOPOM COBEPIIACTCS TPYLOBas EITEILHOCTb.

. [lon opranm3anueit pabodero Mecra MOHMMACTCS:

cHCTeMa MEPOIPHUATHH 110 IUTAHUPOBAHUIO PabOYEro MecTa;

cUcTeMa  MEpONpHATHHA IO OCHallleHWI0  pabouero  Mecra  CpeICTBAMHU
U TIpeaIMETaMHt TpyJa U UX (QYHKIHOHAIEHOMY Pa3MEICHHUIO;

crcTeMa MEpOIPHUITUHHI 0 BHIOOPY U (YHKIIMOHATLHOMY pa3MelleHuto Medenn Ha pabodem
MecTe.

. IlpakTHka nokasana, 4to pabodyee MECTO CEKpeTapsi JIydllie pacroiaraTh:

B 000C00JIEHHOM IOMEILEHUH;
B IIOMEILIEHNH, CMEKHOM ¢ KAOMHETOM HaYaIbHHUKA,
B 000CO0JIEHHOM ITOMEIIEHHH, CMEXHOM ¢ KAOMHETOM HavaJbHHUKA.

. 30Ha, TJIe pacroiararoTcs mKaQbl 15 XpaHEHUs] TOKYMEHTOB, SIBIISICTCS:

OCHOBHOM 30HOI1;

30HOH 00CITyKUBaHUS [TOCETUTENIEH;

BCIIOMOTAaTEILHOU 30HOM.

4. Cxema paboyero JHs ceKpeTaps pa3padaThIBaeTCA:

a.
0.
B.
r.

IOPHUCTOM;
PYKOBOJIUTENEM;

CeKpeTapeM;

CIICIIATICTOM OT/IeNIa KaIpOB.

5. Cxema pabouero JHs cekpeTaps yTBEpKIaeTcs:

a.

0.
B.
r
6

HayvaJIbHUKOM OT/EeJa KaJpOB;
pykoBoauTeneM ciyx0sl IOVY;
IOPUCTOM;

Ipyroe.
Kakoii  BapmaHT  TekcTa  MHUChbMa-3asBKK  Ha  OpPOHMPOBAHWE  TOCTUHUIIBI

BbI CHUTACTEC CaMbIM HpaBI/IJ'H)HBIM?

Ne ]

BIIMIIINUTC HOMCP BapHUaHTa

[Tpocuy Bac 2adpornpoeats ogHoMecTHEIA HoMep Ha Mg Meanoepa Ceprea [erpoenya
8 nepuoac 20 mo 30 centaops 2010 r. (10 nowest). Onnata KIHEHTOM OVAET NPOHIBOIHTECA
CaMOCTOSTEIEHO

Kpeanraas kaprouxka: Visa Ne 1234 5678 1234 5678 70 10/03.

byaesm Bax OnaroaapHs! 33 NHCEMEHHOE NOATEEPAACHHE OPOHHPOBAHHA
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[Tpocun Bac 3a0ponuposats ogHoMecTHEIH HoMep Ha Hva Heanopa Cepresa [lerpoeuua
8 nepuoa ¢ 20 mo 30 centadpa 2010 r. (10 sowedt). Oniaara KaHEHTOM OyAeT NMPOHIBOAHTHCH
CaMOCTOSTETBHO.

KpeanTtras xaprouxa: Visa N2 1234 5678 1234 5678 o 10/03.

Byvaem Bam O;arozapssl 33 NHCBMEHHOC TOJTBEPAICHHE OpPOHHPOBaHHA
no Ter/axcy (495) 123-45-67 Ha HMA 3apeayiomeit CeKpeTapHaToOM
JIT1. Jauunoson

Ne 3

TIpocun Bac 2abporuposats oaHOMeCTHEIH HOMep Ha uyMa sanosa Cepresa [Terposuya
g nieproz ¢ 20 mo 30 cenraops 2010 r. (10 mowein).

Byvaem Bam Onarogapss! 32 nNHCEMEHHOE TOATBEpPKIeHHE  OPOHHPOBAHHA
no Ten./dakcy (495) 123-45-67 Ha AMA 3aBeVIOMEH CeKpeTapHaTOM
JLIT. Jannnoeoi.

7. Cnyxe0HOE 3a/1aHue COCTABISETCS IO YHU(DUITUPOBAHHOH (popme
a. T-10
6. T-9
B. T-10a
8. Ilpmka3 o HampaBieHHH pa0OTHUKA (PaOOTHUKOB) B KOMAaHIUPOBKY OQOPMIISETCS TI0
yHUPUIIPOBAHHOM (hopme
a. T-9 (T-9a)
6. T-10 (T-10a)
B. T-11 (T-11a)
9. JIoKyMeHT, yJIOCTOBEpSIOIIMHA BpeMsi NpeObIBaHMS B KOMAaHIMPOBKE, BpeMs NpUOBITHS B
MYHKT(bI) HA3HAYEHUS U BpeMsl YObITHS U3 HEro (HUX) - 3TO
a. KOMaHJIMPOBOYHOE YJOCTOBEPEHHUE;
0. MpuKa3 o HampaBJIeHUH pabOTHUKA (paOOTHUKOB) B KOMaH/IUPOBKY;
B. TPHUKAa3 O 3aMEUICHUH.
11.1.8. Tunossble Kelic-3a1a4n
3ananue(s1)Nel0:

1.

CmMopenupyiiTe pabouyyro CUTYaIMIO U MperoIaraéMblii  TUajor:

[ToqurHeHHBI BaM paOOTHUK, TAIAHTIUBBIN CIEIMAIUCT TBOPUYECKOTO THIA, MOJIB3YETCS
OO0JIBIION MOMYNSAPHOCTHIO y JIETOBBIX MApTHEPOB, pemaeT Jroodbie podneMbl. OHAKO OH
HE BOCIIPUHUMAET Bac KaK PYKOBOJHUTENS, BEJET c€0s1 CaMOyBEPEHHO U aMOuIno3HOo. B ero
paboTe BBl HAILIM HEIOYETHI M PEUIMIM BBICKA3aTh €My KPUTUYECKHE 3aMEUYaHUs, OJJHAKO
Balll MPEIBIAYIINI OMBIT CBUIETEIHCTBYET O €r0 HETaTUBHOW peakinu Ha KpUTUKY. Kak BbI
MOCTPOUTE BO3MOKHBIN AUAIIOT C COTPYIHUKOM?

CmopenupyiiTe pabouyyro CUTyallio U NperojJaraéMblii  11ajior:

Bbl mpuHsnaum Ha paboTy MOJOIOTO CIIOCOOHOTO FOPUCTA, TOIBKO YTO OKOHYHUBIIIETO
WHCTUTYT BHEITHEDKOHOMHUYECKUX CBS3€H, DKOHOMHKHA W TpaBa, KOTOPHIH IMPEBOCXOIHO
crpaBisieTcs ¢ paboroit. OHO MPOBEN yKe HECKOIBKO KOHCYIbTAIMMA, U KJIUEHTH UM OYCHb
JOBOJIbHBL. BMmecTe ¢ TeM OH pe30K M 3aHOCUMB B OOILEHUU C JAPYrUMH pabOTHUKaMH,
O0COOCHHO C OOCITYXHMBAIOUIUM TIEPCOHAIOM. BBl KaXIblil IEHb MOJydyaeTe TaKOro poja
CUTHAJIBI, & CETOMHsI MOCTYIUIIO MMCHbMEHHOE 3asBJIEHHUE MO TOBOMY ero rpyodoctu. Kakue
€ro 3aMeuaHus HeOOXOAUMO CJIENaTh MOJIOJIOMY CHEIHATUCTY, YTOObI U3MEHHUTh €r0 CTUIIh
00IIIEHNS B KOJUIEKTHUBE?

3amanue Ne24.

Ilens: ocMbICICHUE POJICBOTO TOBEJCHUS B PA3THYHBIX CHUTYAIUSAX MPOPECCHOHATBHOTO

OGH.ICHI/IH, MPAaKTUICCKOC OCBOCHNUEC COOTBCTCTBYIOINX HABBIKOB.
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CMopenupyiiTe pa3nuuHble BapHaHTHI JENOBBIX Oecen (WocTymieHWEe Ha padory,
YBOJIbHEHUE C pabOThl, OOIIEHHE C KIMEHTOM (UPMBI, NUCHUIUIMHApPHAs Oecema, TeaehOHHBIN
pasroBop ¢ maptHepoM u Jp.). IIpy 3TOM MOXHO wucHosib3oBaTh M VIHTepHET-BepcuH, U
COOCTBEHHBIN OIBIT. Pa30MBIINCH Ha Maphl, MOATOTOBBTE M pa3bIlpaliTe TH JHAJOTH B TPYIIIE.
OO6cynuTe co 3pUTENSIMH, YTO OBLIO YIAYHO, @ YTO HYKHO IOMEHSTh.

3amanue No25.

Iens: ocroeuwme npaBui 3(H(HEKTUBHOTO BEICHUS TUCKYCCHH.

Kakue HapyiieHHsi KOMMYHUKATUBHBIX HOPM M TpaBHJ 3(PQEKTHBHOTO BEIEHHS CIIOpa
JIOMYIICHBI B CJICYIONIUX BbICKa3biBaHUsAX? Kak ObI BbI HCITPABHJI 3TH OLTHMOKH?

- A Huko20a He coenauyco ¢ 6AUUM MHEHUEM....

- Bvi npocmo camu He nonumaeme, 4mo 2080pume...

- la 6v1 ¢ yma counu, eciu maxoe 20gopume...

- Hy umo 6vl 6 5mom nonumaeme...

- A bl camu-mo ¢ Smum MHEHUEeM CO2NACHbL?

- [lasaiime Oaudice k deny...

- 30echb 6b1 8610 owubaemecs...

- YUmo 3a uywis...

11.1.9. TunoBble 3a1aHUs )11 KOHTPOJILHOI PadoThI

He npengycmotpensl.

11.1.10. KoMruieKT THIIOBBIX 3aJaHUI J1JI51 pacyeTHO-TpaduyIecKoii padoThl
He npeagycmoTrpensl.

11.2. TunoBbie KOHTPOJbHBIE 3a/aHUSl WJIM HHbIe MATEPHAJIbI, HEOOXOAUMBbIE JIf
OLICHKHM 3HAHM, YMEHHMI, HABBIKOB M (WJIH) ONbITA B X0J€ NMPOMEKYTOYHON ATTECTALUH IO
aucuumninHe B popme 3ayera

11.2.1 Bonpochl K 3K3aMeHY N0 AUCHUILINHE

1. JlomkHOCTHAasE WMHCTPYKIMSL CeKpeTaps pykoBoauTens. Ha3zHaueHume, 0OCOOCHHOCTH
pa3paboTKH, npaBuiia 0HopMIIEHUS.

2. Pabora crmemumamucrta 1o JIOY ¢ COBpeMEHHBIMH CPEIICTBAMU CBS3H U
TEJIEKOMMYHUKAIIH.

3. HopmmpoBanme Ttpyma cekperaps. CocraBneHwe IutaHa paboOTBl M OT4YeTa O

BBINOJIHEHHOH paboTe. HazHauenue, 0co0eHHOCTH pa3paboTKH, MpaBuiIa ohopMIeHNUS.

Homenkinarypa nen. Haznauenue, ocoOeHHOCTH pa3pabOTKH, MpaBuiia 0popMIICHUS.

NudopmannoHHbie TEXHOJIOTUH HE0OX0auMbIe B padoTte creruanucra no J10VY.

[TonroroBka u TOKyMeHTaIbHOE O(hOPMIICHHE COBEIIaHUA.

Opranuzanus npuema noceruteneil. JlokymentanbHoe ohopmiIeHHE.

[ToaroroBka u opopmiieHHE AETOBOM MOE3KHU PYKOBOAUTENS U COTPYAHUKOB. OTYETHBI

€ IOKyMEHTBHI.

9. [IpuHIMIBI pallMOHAIBHOTO OCHAIICHHS pabodero mecrta cnernuanucta JJOY texaudec
KHMH CpeICTBaMH

10. Opraumzanus npe3eHranuii. Camorpe3eHTaIus.

11. JIoKyMeHTBI, COCTaBJSIOIIME TPABOBYI0 OCHOBY JEATENbHOCTH CEKpeTaps U
OTIPEIEIISIONINE €T0 JOJDKHOCTHON CTaTyc.

12. OcuoBuble cTangaptel B obnactu JJOY. Ob6mepoccuiickue kinaccuuKkaTopsl TEXHUKO-
SKOHOMMYECKOH U conranbHoi nHpopmanuu (OK TOCH)

13. Umumx cekperaps. BusuTHast kapTouka — BaKHasi COCTABIIAIONIAS UMHUKA

14. ]JIenoBoii MPOTOKOJ B PA3IMIHBIX IPOPECCUOHATLHBIX CUTYaIusIX. Pabora ¢ moceTuTensiMu
Y KIIMCHTaMH.

15. O6muii Mops0K MOATOTOBKH Tesie(OHOTpaMM

16. [1nanupoBanue paboyero JHs pyKOBOJIUTEIS.

NG
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17. BHyTpeHHME JOKYMEHTBHl OpraHu3aluu. Perucrpauus IOKyMEHTOB B KYpPHaJIbHOM

dbopwme.
18. OcHoBHBIE  pPa3sHOBUIHOCTH JAENOBOM  Oecenpl  (KaiapoBas, JAWCHUIUIMHApHAS,
OpraHM3aLOHHAsN).

19. DTuueckue U HPABCTBEHHBIE OCHOBBI KOMMYHHUKaluu. KOppekTHbIE U HEKOPPEKTHBIC
MIPUEMBI BEJICHUS JIUCKYCCHHU.

20. KoMImIMMeHT B IeTI0BOM KOMMYHUKAIIHH.

21. TlpaBuia U MPUEMbl KOHCTPYKTHBHON KPUTHKH.

22. Metoapl M HaBBIKM BeleHUs TeleQOHHBIX meperoBopoB. Ilopsaok cocraBieHus
TenedoHorpaMM

23. HopMmsl 11 ipaBmIIa ICIOBOTO 3THKETa CEKpeTapsi

24. TunoBbie OIMMOKK B 0()OPMIICHUH PA3JIMYHBIX BUOB JOKYMEHTOB

11.2.2. TunoBble 3a1aHusl AJs1 TEKYLIEr0 KOHTPOJIA
(cm. m. 11.1.7. TunoBele TecToBbIE 3afanus, 1m.11.1.9. TumoBsle 3aganus A1 KOHTPOJIBLHOM PabOThI)

PersnamenT nposeaeHusi TEKy1LIero KOHTpPoJis B (popme
KOMIIbIOTEPHOI'0 TeCTUPOBAHMS

KoJu-Bo 3a1anuii B KoJu-Bo 3ananuid, Bpems na
0aHKe BOIIPOCOB NpeabsBJIseMbIX TeCTHPOBaHHUe,
CTYJeHTY MMH.
90 30 20

[TonHbIH QOH OLIEHOYHBIX CPEJICTB AJI IPOBEACHUS MPOMEKYTOUHON aTTECTALlUU B
MIe4aTHOM BUJI€ IIpeCTaBiIeH Ha Kad. «MeTo 00T s, UCTOPUS U PUIOCOPHS HAYKH.

B xoz1e NOAroTOBKM K TEKYIIEMY KOHTPOJIIO 00Y4arOIIUMCS MTPEIOCTABISIETCS BOZMOKHOCTh
IIPOMTH TECT CaMOIIPOBEPKH. BapuaHThI TECTOB ISl TEKYIIETO U TPOMEXYTOYHOTIO KOHTPOJIS
3HaHUH 00y4arolMXCs pa3MelIeHbl B CUCTEME €-learning U HaXOASTCS B CBOOOJHOM JIOCTYTIE:
https://edu.nntu.ru/quest/subject/test/subject_id/1748
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YTBEPXJIALO:
Hupektop nacturyra UHOY

“ ” 201

Jucr AKTyaJIn3anuu paﬁoqeifl NnporpaMmmbl L[l/ICII]/Il'l.]'II/Il-IhI22

« »
WHJIEKC 110 y4eOHOMY IUIaHy, HANMEHOBaHHE

JUTSL IOATOTOBKYU OaKanaBpoB/ CIEIUATNCTOB/ MAaTUCTPOB
Hanpagnenue: {mudp — HazBanue}
HamnpasneHHOCTB:
dopma o0yueHHS
I'ox Hayana moAroTOBKHU:

Kype

Cemectp

32) B paGouyio mporpaMMy He BHOCSITCS H3MEHeHHs. [IporpavMMa aKkTyalIn3HpoBaHa [Uis
20 r. Hayaja mOArOTOBKH.

0) B paGouyro mporpamMmmy BHOCSITCA CIEAYyIOITUE U3MEHEHUs (yKa3aTh Ha KaKoil roj Havasa
MTOATOTOBKH):

L) ;

X )
Pazpaboruuk (n):

(®UO, yueHast CTETICHb, yUCHOE 3BaHHUE) « » 202 1_1".

Pabouas mporpamma nepecMoTpeHa U 0JJ00peHa Ha 3acefaHuu Kadeapbl
npoToKoJI Ne OT «__» 2021 1.

3aBenyronuii kageapoi

JIner akTyanu3anum NPUHSAT HA XpPaHeHHUe:

3aBeqyrouuil BeITycKaromei kadenpoit « » 2021 r.

Metoanueckuii otnenn YMYVY: « » 2021 .
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PELIEH3UA
Ha pado4y10 NporpamMmy IUCHHUILIMHBbI «OpraHu3anus CEKpeTapcKoro 00CayKuBaHUsD)
OI1 BO no nanpasienuio 46.03.02 «/lokyMeHTOBeleHHe U apXMBOBeICHHE»,
HANPaBJIEHHOCTh «OpPraHu3anus J0KYMEHTALMOHHOI0 o0ecneYeHUusl yIpaBJIeHHsD)
(kBanuukanus BHINYCKHUKA — 0aKaJIaBp)

CanpnakoBoit Mapunoii BeceBononoBHoi, npodeccopom kadeapsl COBPEMEHHOTO PYCCKOTO
sI3pIKa U 00111ero A3bIK03HaHUST HIkeropoackoro rocy/1apcTBEHHOTO YHUBEPCUTETA UM.
Jlo6aueBckoro, a.¢.H. (1anee 1m0 TEKCTY pEIeH3eHT), TPOBEACHA peleH3Us paboueil mporpaMmbl
TucuIIuHbl «Opraau3anus cekperapckoro oocnyxuBanus» OIl BO no manpasnenuro 46.03.02
«JloKyMEeHTOBeIeHUE U apXUBOBEJCHHUEY, HAMPaBIEHHOCTh «OpraHu3anus JOKyMEHTaIIHOHHOTO
obecrieuenus ynpasieHus» (OakanaBpuar) pazpadorannoit B ®I'bOY BO «Hwmxkeropoackuii
rOCyJapCTBEHHBIN TexHn4eckuil ynusepcutet umenn P.E. AnekceeBay, Ha kadenpe
«Mertononorus, uctopusi u punocodust Hayku» (pazpadborunk — Kupminosa Haranbst HukonaesHa,
JIOICHT).

PaccmoTpeB npeacTaBieHHbIE IS pELEH3UN MaTepuabl, pEEH3EHT MPUIIeN K CIeAYIOUIM
BBIBOJIAM:

[Tporpamma cootBetcTByeT TpeboBanusm OI'OC BO no nampasnenuro 46.03.02
«JloxymeHTOBeieHNE B apXUBOBeIeHHE». [IporpaMma coIepKUT Bce OCHOBHBIE pa3iedbl,
COOTBETCTBYET TpeOOBaHMIM K HOPMAaTHBHO-METOIMYECKUM JToKyMeHTaM. [IpencraBiennas B
[Iporpamme akmyansnocmsy yuedHOM qucuminHel B pamkax peanuszanuu OIIOIT BO ne
MOJJIC)KUT COMHEHUIO — TUCLUIUIMHA OTHOCUTCS K 6a30BOM yacTu yyebHoro mukia — b1.

[Ipencrasnennsie B [IporpamMmme yenu nUCHUIUIMHBI COOTBETCTBYIOT TpeboBanusam ®I'OC BO
HarpaBjieHus noArotToBku 46.03.02 «/{okymeHTOBEIEHUE U apXUBOBEICHUEY.

B cootercTBuuM ¢ [Iporpammoii 3a quctumnianHol «OpraHu3anusi CeKpeTapcKoro
obciyxuBaHus» 3akperieHa [1K-2. Jlucuunnuna u npencrasiennas [Iporpamma cnocodmsi
peanu306amy €€ B 3aBICHHBIX TPEOOBaHUSIX.

Pe3ynvmamul 00yuenusn, npenctaBieHubie B [[porpamme B KaTeropusx 3HaTh, YMETh, BIAJCTh
coomseemcmeayiom crienuuKe U CoIepKaHnI0 TUCHUILIUHBL U 0eMOHCMPUPYION 803MOHNCHOCHTb
MOJIYYEHUSI 3asBIIEHHBIX PE3yIbTaTOB.

OOmiast TpPyA0EMKOCTh AUCIUTUTUHBI «OpraHu3aius CEKPeTapcKoro 00CITyKUBaHMS
coctaBsieT 4 3aueTHbIX eAuHUIBI (144 vaca). HpOpMAaIHst 0 B3aWMOCBSI3H HU3y4aeMbIX JTUCIUATUINH
U BONPOCAM HUCKIIIOUEHUS TyOJIMpPOBaHUS B COIEPKAHUN JUCLMILIUH COOMBEemcmeayem
neiicrutensHocTU. Jucnuminaa «OpraHu3aiius CeKpeTapcKoro 00CIyKHBaHUS» B3aUMOCBSI3aHa C
apyrumu quctuiuimaamMu OITOIT BO n Yue6Horo mimaHa rmo HanpasieHnto noarotosku 46.03.02
«JlokyMEeHTOBEICHHE U apXUBOBEACHHUE», U BOZMOKHOCTh JYOJIUPOBAHUS B COJIEPKaHUN
OTCYTCTBYET.

[Ipencrasnennas [Iporpamma npeamnonaraeT UCIOIb30BaHIE COBPEMEHHBIX 00pa30BaTEIbHBIX
TEXHOJIOTUH, UCTIOIb3yeMbIC TIPY PEATN3alNN Pa3IMIHBIX BHIOB YaeOHOM paboThl. DOpMBI
00pa3oBaTeNbHBIX TEXHOJIOTUI_coomseemcmesyom cnenu(puke JUCIUTUINHBL

Bunpl, conepkanue U TpyI0EMKOCTh CAMOCTOSATEIBHOM pabOTHI CTYICHTOB, IIPE/ICTABICHHBIC B
IIporpamme, coomeemcmeyiom TpeOOBaHUAM K IOJTOTOBKE BBIITYCKHUKOB, COJEPKAIUMCS BO
®I'OC BO nanpasnenust noarotoBku 46.03.02 «/{okyMeHTOBEEHUE U ApXUBOBEJICHUE.

[IpencraBnennsie u onucanHbie B [Iporpamme GpopMbl mexyweti OIICHKU 3HaHUH (OIPOC, Kak B
bopme 00CYKICHUS OTIEIFHBIX BOIPOCOB, TaK U BBICTYIUICHUS M YIaCTHE B JUCKYCCHSIX, YIaCTHE
B TECTHPOBAHUH,) U ayJUTOPHBIX 33JaHUSX — PEIICHNE CUTYAI[MOHHBIX 33]1a4), COOMBEencmeyiont
crierQpuKe JUCIUATIINHBI U TPEOOBAHUSM K BBIITYCKHHKAM.

dopma NpOMEKYTOYHOI0 KOHTPOJIS 3HAHUU CTYAECHTOB, IpeaycMoTpeHHas [Iporpammoii,
OCYILIECTBIsIETCS B popMe 3a4eTa, UTO coomeenmcmeyent CTaTyCcy TUCHUIUINHBI, KaK JUCHUTIINHBI
6a30Boif yactu yueOHoro mukina — b1 ®I'OC BO nanpasnenus noarorosku 46.03.02
«JlokyMeHTOBeIeHHE U apXHUBOBEICHHEY.
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Hopwmsbl onieHkn 3HaHMH, peicTaBieHHbIe B [Iporpamme, coomsemcmsyrom cnenuduke
JUCLUIUIMHBI U TPEOOBaHUAM K BBIITYCKHHKAM.

Y4eOHo-MeToIn4ecKoe odecneueHne TUCIUILIMHBL coomseemcmeyem Tpedoanusm OI'OC BO
HanpasieHus noaroToBku 46.03.02 «/lokyMeHTOBEIEHUE U apXUBOBEICHHUE.

MarepuanbHO-TEXHHUECKOE 00ECTIeYeHNE TUCIUILTUHBI COOTBETCTBYET CHEIH(HKe
IUCUUIUTMHBI «OpraHu3anys CeKpeTapckoro o0CIy>)KUBaHU» U 00eCIIeYnBAET UCII0JIb30BaHHE
COBPEMEHHBIX 00pa30BaTEIbHBIX, B TOM YUCIIC HHTEPAKTUBHBIX METOIOB O0Y4EHHUSI.

KoMMIeKT OLeHOYHbIX CPEACTB CTYACHTaM I10 OpraHU3aluy 00Y4eHUs M0 AUCLUILIUHE Jar0T
npeacTaBiIeHue o cnenuduke o0yueHus 1o qucuuruimae «OpraHu3aius CEeKpeTapeKoro
00CITy>)KUBaHUS .

OBILIUE BbIBO/JbI

Ha ocHOBaHMYM IPOBEICHHON PEIICH3UH MOXHO CJIeJaTh 3aKIF0YCHHUE, YTO XapaKTep,
CTPYKTYpa U CoJiep>KaHue pabodeil mporpaMMbl AUCHUIUIMHBI «Opranu3aius CeKpeTapcKoro
obciyxuBanus» OIIOII BO no nanpasnenuto 46.03.02 «/lokymMeHTOBeieHHE U apXUBOBEACHUEY,
HanpaBJIEHHOCTh «OpraHu3aius JOKYMEHTAIIHOHHOTO 00CCIICUCHUS YIIPABICHUS (KBaATH(PUKAIIUS
BBINYCKHMKA — OakanaBp), pazpaborannas Kupumiosoit H.H., nouentom kadenps «Meromonorus,
ucropus u Gurocodust Hayku», coorBeTcTBYeT TpedboBanusiMm ®I'OC BO, coBpeMeHHBIM
TpeOOBaHUSAM YIKOHOMHUKHU, PHIHKA TPY/A U TO3BOJIUT MPHU €€ peann3alii YCIelHO 00eceyuTh
(hopMUPOBaHHE 3aBIICHHBIX KOMIICTCHIIUH.

[Tpodeccop kadeapsl COBpEMEHHOTO
PYCCKOTO sI3bIKa M OOILETO S3bIKO3HAHHS
Hwkeropockoro rocy1apcTBEHHOTO YHUBEPCUTETA ) /)
f

uM. JIobauesckoro, a.¢.H. M.B.CannakoBa

« » 2021 r.
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