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1. OBIIME MMOJIOKEHU S
1.1 XapakrepucTHKa NPOrpaMmbl:

HonoaHuTeabHAsE npodeccHoHAILHAH nporpamma NOBbIIICHUS
kBanupukauun «IloMomHuK pyKkoroauTe sy (Nanee — mporpamMma) SBISIETCS
y4eOHO-METOAMYECKMM  HOPMATUBHBLIM  JOKYMEHTOM, perlaMeHTAPY FOLIUM
COJIEPXKaHKE, OPraHM3aUOHHO-METOJUYECKHE (POPMBI K TPYT0EMKOCTH OOYYEeHHS.

JlononHuTenbHas npodecCHOHaNbHas IIPOrpaMMa MOBBINIEHHS KBaTH(HKALIAH
«IIoMOIIHMK PYKOBOAMTENs» pa3paboTaHa B COOTBETCTBHM C HOPMAMH
®enepanpHoro 3akoHa or 29 gmexabps 2012 r. Ne 273-®3 «O6 obpazosanuyu B
Poccuiickoii @enepanumn» ¢ yuetom TpeGoBanuii npukaza MunobpHaykn Poccuu
ot 24.03.2025 Ne266 «O6 ytBepxxaenun Ilopsaka OpraHu3alu U OCYIIECTBIIEHNS
00pa3oBaTENbHON JEATENBHOCTH IO  JOHOJHHUTENBHBIM  MPO(eCcCUOHAIBHBIM
porpaMmamy, IpodeCcCHOHATBHOTO cTaHzapTa «Crnermmanuct 1o
OpPraHW3alOHHOMY ¥  JIOKYMEHTallMOHHOMY  OOECIICHYeHHUIO0  yIpPaBIEHHUS
opranusauuei» (yTB. Ipukazom MuHHCTEpPCTBA TpyHa U COLMAIbHOM 3alUThl OT
15 wmromst 2020 roma N 333H) u DenepanbHbIM  OCYIAPCTBEHHBIM
00pa3oBaTeNnbHBIM CTaHAAPTOM BBICHIET0 00pa3oBaHMs - OaKamaBpHaT IO
HanpaBJIeHUIO TTOATOTOBKH 46.03.02 JlokyMeHTOBefieHHe M apXHBOBejieHHe (YTB.
npriKa3oM MUHHCTEPCTBA HayKH U BEICIIero obpasoBanusi PO ot 29 okTsa6ps 2020
roga N 1343).

1.2. KaTeropusi o0y4aroumnxcsi: JHIa, UMEIOIIHE cpefHee Npo(ecCHOHANBHOE U
(umm) BeICIIEE OOpa3oBaHMe; JIHLA, NOIy4aIOLIUe CpeJHEe TPO(ecCHOHATFHOe U
(n) BeICIIEE 0Opa30BaHMUE.

1.3. O6bem mporpamMmel (TPYAOEMKOCTB): 00Ias TPYAOEMKOCTh 22
aKaIeMUYecKnX 4aca.

1.4. Cpox ocBoeHHs IpOrpaMMbl — 2 y4eOHBIX HEAENH

1.5. ®opma o0ydenusi: 3ao4yHasi (C TPUMEHEHHEM  [UCTaHI[MOHHBIX
00pa30BaTeIbHBIX TEXHOJIOTUH U 3JIEKTPOHHOTO 00yUYEHH).

1.6. loxyMeHT, BbIAaBaeMblii Moc/1e 3aBepHIeHUs] 00yYeHHs: YIOCTOBEPEHUE O
MOBBIIEHIH KBATU(DHUKAIINH yCTAHOBIEHHOTO 00pasia.




2. HEJIA U 3ATAYHA TTPOTPAMMBI

2.1. Hear mporpamMmpl 3aKTIOYAETCS B IOJYYEHHH TEOPETHYECKHUX 3HAHHN |
OBJIAJICHUH TPAKTUICCKUMU YMEHMSAMM W HaBBIKaMH, O0OeCHIeYUBaIOIIUMHU
(GopMHpOBaHHE U COBEpUIEHCTBOBAHHE Y cinymarened  npodecCHOHATLHBIX
KOMITETEHIIHH, HEOOXOAUMBIX IJIsl paboThl B 061aCTH BEICHUS JEJIONPOM3BOACTBA
U OpraHu3alny CEKPETapCKOro 0OCIYKUBAHUS PYKOBOIUTENS.

2.2. 3apa4u nporpamMmbi:

1. ®opMUpOBaHME HABBIKOB OCYLIECTBJIEHHS KAUYECTBEHHOTO B3aUMOIEHCTBHUS
C PYKOBOAHUTEJIEM OpTraHHU3alUu.

2. PasBuTHe yMeHHMS [NPOBENCHHUS aHainW3a HMH()OPMALMU M IOATOTOBKH
MH(OPMALIMOHHO-aHATUTUYECKAX MATEPHUANIOB.

3. ®OpMHMPOBaHME HABBIKOB IOJTrOTOBKM W  OpPraHM3alUM  JEJIOBBIX
MEPOIIPUATHH.




3. INTAHUPYEMBIE PE3YJbTATbHI OBYYEHUSA

3.1. lIporpamma HampaBJ/IeHA Ha COBEPILEHCTBOBAHUE U IIPUOOPETEHHS HOBBIX
KOMIICTCHLME B 00JacTH  BeJeHMS JeJONPOM3BOJCTBA M  OPraHU3aLUH
CeKPeTapcKoro 00CIyKMBAHUS PyKOBOAUTENS, 00ECIICIMBAIOIINX KAUYeCTBEHHYIO,
6esonacHyio u 3pPeKTHBHYIO NPODECCHOHANBHYIO JEATENLHOCTh B COBPEMEHHBIX
YCIOBUSIX.

3.2. B miaHupyeMbIX pesysbTaTaX 00y4eHUs OTPaKAETCs CBA3b C TpeGOBAHUSIMU
COOTBETCTBYIOIIETO  IpodeccHoHanbHoro  crapgapra  «CHoemuanuct 1o
OpPraHM3alMOHHOMY W JIOKYMEHTAaUMOHHOMY  OOECHEeYeHMIO  YIpaBlIeHHs
opranmsauuei» (yTB. NpukazoM MUHUCTEPCTBA TPYAA M COLHANBHOM 3aMIUTEl OT
15 wmronst 2020 roma N 333H) u TpeboBaHusIMEU coOTBETCTRYIOMIEro deepaabHOro
rOCyJTapCTBEHHOTO 00Pa30BaTENILHOTO CTaHAApTa BBICHIETO OOPa3OBaHHUS -
OakanaBpuaT IO HalpaBlICHUIO MOATOTOBKU 46.03.02 JIoKyMEHTOBeAeHHE W
apxuBOBelleHre (YTB. MPHKa30M MUHHCTepPCTBA HAYKH W BBICIIErO0 0Opa3oBaHUSL
P® ot 29 oxTs6ps 2020 roga N 1343).

3.3. IIporpamma HamnpaB/JeHa HAa MOJy4YeHHE H COBEPIIEHCTBOBAHHE
CIIyIIATEISIMHU YHHBEpPCAJIbHBIX, o0wenpogeccHoHAIbHBIX H
npodeccHOHANTBHBIX KOMIIETEHI[HH.

B pesynerare ocBoeHMs ~ mporpamMMmbl  CiyluaTend ~— OygyT — oOnamartk
yHueepcanvHvimu komnemenyuamu (YK), BKIouaronumu B cebst CIoCOOHOCTD:

VK-1. ocymecTBiaTs NOMCK, KPHTHYSCKHMH aHalu3 W CHHTe3 HH(OpMAIHH,
IPUMEHSATL CUCTEMHBIN ITOAXO A1 PEIISHUS ITOCTABIEHHBIX 33a4;

YK-2. ompenensats Kpyr 3amad B paMKaX I[IOCTaBICHHOW NENd M BBHIOHPATH
ONTHMAJbHBIE CIOCOOB! MX PEUIeHMS, HCXOs U3 IeHCTBYIOUWINX MPABOBBIX HOPM,
UMEIOLIUXCS PECYPCOB U OTpaHUYCHUN;

YK-3. ocynecTBIsATh COLMANbHOE B3aUMOIEHCTBUE H PEATU30BLIBATH CBOKO POJIb B
KOMaHJIe;

VK-4. ocyuiecTBIATh JEN0OBYI0 KOMMYHHUKALMIO B YCTHOM M IMMCHMEHHOR (opMax
Ha TOCYIapCTBEHHOM s3biKe Poccuiickoif ®epepanum W HHOCTpaHHOM(BIX)
sI3pIKe(ax )

B pesynbrare  OCBOEHHMsS ~ IpOrpaMMBI  ciylnaread  OyayT — o6namath
obwenpogeccuonanvrvimu komnemenyusmu (OITK):

OIIK-2. HaxoQuTh OPraHM3aLOHHO-YIIPABJISHUECKUE DPELIeHHs IPU PpEIIeHUU
3aqa4 B cepe cBoel mpodhecCHOHATLHOM AeITELHOCTH;

OIIK-3. IIPUMEHATh TCOPETUYECKUE 3HAHUA IJIA PCLICHKA MOCTABICHHBIX 3al1a4 B
obnactu JAOKYMEHTOBCIACHHS U apXHUBOBCICHHS,



OIIK-4. mnoHMMaTh TNpPUHIMIEL  pabOThl COBPEMEHHBIX HH(OPMAIHOHHBIX
TEXHOJOTUH M WCHONb30BaTh MX MJIs pelleHHs 3adad  MpodecCHOHATbHOMN
NESATETbHOCTH.

3.3. IlnanupyemMbIM pe3yabTaToM oOoOy4eHHsI SIBJSIETCH OCBOEHHE H
COBEPINCHCTBOBAHHE KAaK TeOPeTHYECKHX 3HAHMH, Tak H NpaKTH1eCKHX
YMEHHIi 1 HABbBIKOB

B pesynbTare 0cBOEHHS IMPOrpaMMbl 00ydaroIuecs

0yoym 3Hamo!

® (byHKI_II/IOHaJIBHLIe 00s13aHHOCTH I[IOMOIIHHMKa PYKOBOIUTCIA H €ro pojib B
YIIPaBIIEHYECKOM NPOLIECCe OpraHu3aluy;

® OCHOBHKIE JOIKHOCTHEIE O0sI3aHHOCTH INOMOIIHHUKa PYKOBOAUTECIIS,

® OCHOBBI JIETOBOH KOMMYHHKAaIUH,

® OCHOBBI INIAaHUMPOBaHUA aIMHUHHUCTPATHBHO XO035UCTBEHHOU JACATCIIBHOCTH,

¢ OCHOBBI OpraHu3anuu pa6OTI>I C IMMOCECTUTENAMHU U ITAPTHEPaAMU,

¢ CHCTCMY BCIACHUS ,IIOKyMGHTOO60pOTa B OpraHusalny,

® OCHOBBI JI€JIOBOH NDEpEeNHCKU U AEJIOBBIX MEPETOBOPOB,

¢ OCHOBBI ICJIOBOI'O 3THUKETA U JPECC-KOaa;

® OCHOBbBI OpraHH3alliH H IPOBEIEHUSA IEIOBEIX MCpOHpHSITHfI;

6yoym ymemsw:

® OpraHM30BBIBATH B3aUMOIENCTBUE PYKOBOJUTENS ¥ OPTaHU3aLiH;

® IpeNoTBpaIlaTh KOH(PIMKTHBIE CUTYaLlHK;

® I[UIAHUPOBAaTh pabo4Mii JeHb pPYyKOBONUTENS M TPaMOTHO pPACCTaBIAThH
IIPUOPUTETHI;

¢ KOHTPOJNHPOBATh aIMUHUCTPATUBHO-XO35UCTBEHHYIO JeITEIEHOCTD;

® OpraHuz0BEIBATE OecrniepeCoiinyio paboty oduca H 0PHCHOro 00OpymOBaHHS,
CIEIUTH 33 PACXOJHBIMH MaTepHraliaMu;

e 0(QOPMIISATH NPOEKTHI JOKYMEHTOB,;

® KOHTPOJMPOBAThH UCIIOJIHEHUE IOKYMECHTORB,

® BECTU JOKYMEHTOOOOPOT B OpPraHMU3aLINH;

® BECTHU JEJOBYIO NIEPEIIUCKY OpraHu3alliH;

® COCTaBIATH MIA0JIOHBI ACOBBIX ITHCEM;

® BECTU [ICJIOBBIE IIEPErOBOPHI;

® JCIOJBL30BaTh HOPMBL AEIOBOTO OOLEHHS C KOJUTEraMH U ITapTHepaMu;

®© [OTOBUTH MH(OPMALMOHHbIE-CIIPABOYHBIE JIOKYMEHTbI I[PH MOATOTOBKE
JIEeJIOBBIX MEPOIIPHUATUH;




¢ OpraHu30BBIBATH U NNPOBOAUTH ACTIOBBIC MEPONIPHUSTHA,

® TIOTOBUTH IyONWYHBIE  BBICTYIUIEHHS  PYKOBOAMTENS OIS  JEJOBBIX
MEPOIPUATHM.




4. YHEBHBIH IIVIAH
AOMOJTHUTENLHOM NPOhecCHOHANLHONH MPOrPaMMbI
noBbIeHHs1 KBapukanuu «IloMmomHuK pyKoBoauTe s

Henr o0yueHnss — TONydYeHHE TEOPETMYECKMX 3HAHMHA W OBJAJEHHE
NPAKTUIECKUMA yMEHUAMH U HaBbIKaMH, O0ECNEYMBAIOIIUMU (DOPMHUPOBAHUE Y
cirymarened NnpoeCCUOHANBHBIX KOMIETEHIMH, HEeOOXOMUMBIX IS paboTsl B
00nmacTd  BelEHHs  JIeNONpPOU3BOJACTBA W OpraHu3alldid  CEKpPEeTapCKoro
00CITy>KMBaHHUA PYKOBOAUTEII.

Karteropus ciywareseii — nuia, uMeroiue cpejiHee npoeccHoHAIbHOE W ()
BBICIICe OOpasoBaHue; JNUIA, MOMyYalolue cpejHee NpodeccHoHanbHoe U (MIH)
BEICHIEE 00pa3OBaHME.

TpynoemkocTh 00yuenus: 22 akaJeMUYECKUX daca.

®opma 00y4eHHs : 3a04HAA (C IPUMEHEHHEM AMCTAHIMOHHBIX 06pa30BaTeIbHbIX
TEXHOJIOIHH Y 3JIEKTPOHHOI'O OOyYEHHS).

Tpynoemxocrs, aK. 4. !

Ne | HamMeHOBaHHe KOMIIOHEHTOB [TpaxTHueckue ®opma
NPOrpamMMsI 3aHsATUsA / KOHTPOJIS
n/n Beero |Jlekuum Kontpo
CamocrosiTens b
-Has pabora
1. Moayas 1. [lomomuaux 6 5 - 1 TectupoBan
PYKOBOAUTENA B CTPYKType ue
OpraHu3anuu
1.1 {Tema 1.1. HomxHOCTHOU craTyc U 2 2

(byHKIHOHATBHEBIE 00S3aHHOCTH
IMOMOIIHUKA PYKOBOIHUTEINS.

1.2 [Tema 1.2. Mudgsr mpodeccun, 2 2
[LIFOCHI M MHHYCBI TPO(ECcCHH.

1.3 [Tema 1.3. Cnenuduxa gqonecenus 1 1
HEeraTHBHOH HH(OpMAITHH.

1.4 [[IpomexyTouHas aTTecTalUs 1 Tectuporan
ue

t Jins BCeX BUOB 3aHATHIT aKaIeMHYECKUH Y4C yCTaHABIUBAETCA MPOIONKUTEILHOCTBIO 45 MUHYT.




2 Moayan 2. Opraamzamus pa6oTsl 4
pyKoBOAHTEI M ohuca
2.1 [Tema 2.1. IInanupoBanue paboyero 2
THSL Py KOBOIUTEIIS
2.2 [Tema 2.2. Opranmuzauus paGoTsl 1
ourca
2.3 [[IpomexxyTouHas arTecTamus 1 Tectuponan
ne
3 Moayas 3. Ocobennoctu 4
Y IPABJIEHYECKOT 0
IMOKYMEHT0000poTa
3.1 [Tema 3.1. Anroput™ 3
MOKYMEHTHPOBAHMUS
YIIPaBIEHYECKHX PENICHHIA
3.2 [IlpomMexyTodHas aTTecTamus 1 TecTuponsan
ue
4 Monyas 4. leoBasi nepenucka 2
4.1 Tema 4.1. lenoBas nepenucka 1
4.2 [IpomexxyTodHas arrectanus 1 TectupoBan
ue
5 Moay.s 5. Hopmel aestoBoro 2
o0nIeHus
5.1 {Tema 5.1. JlenoBoli 3THKET 1 1
UMUK KOMIIAaHWH
5.2 [[IpomexyTodHas arTecramus 1 TectupoBan
ue
6 Moayas 6. OcobennocTn 3
OPraHH3AMH, HPOBEICHHS 1
ITHKETA HEKOTOPBIX
MepONPHATHH
6.1 Tema 6.1. OcobenHoctu 2
OpraHA3alyy, IPOBECHUS 1
STHKETa HEKOTOPHIX MEPOIPHATHIH
6.2 [[IpomexyTodHas aTTecTalus 1 Tectuposan
ue




Hroropas arrecranus (3ayer)

TectupoBan
He

HNrToro

22

15

10




5. KAJEHJIAPHbBIA YYEBHBINA 'PAOUK

JMOMOJTHUTENbHON NPOo(hecCHOHATBHON NPOrpaMmMbI
noBbieHus kpajaupukanun «llomomHuk pykoBoauTE S

Kanennapueiii rpaguk obydeHus sBIsSeTCS TPUMEPHBIM, COCTABISETCS M
YTBEPXKIAeTCs ST KaXK IO [PYIIIIbL.

Cpoxk ocBoenust nporpammbl — 2 Hezienn. Havano o6ydenus — 1o mepe
Habopa rpyIIIb.

Ilpumepubli pesxum 3aHATHH: 2 pa3a B HEAENO 1Mo 2-3 aKajeMUYecKHX
gaca’. ITorosas arrecTalus IIPOBOJATCA COIIACHO rpaguky.

Nen/n HauveHoBaHnHe KOMIIOHEHTORB 1 megens 2 Heaens
IpOrpamMmMbl
1 Moayas 1. IlloMoOIHUK PYKOBOJHTEISA 6
B CTPYKTYp€ OpraHH3aluu
2  Mopayas 2. Opranuszanus paGoThl
pyKoBoauTessl u oduca 4
3  Moayasb 3. OcobenHocTH ,
YIpaB/IeHIecKoro J0KyMeHT0000poTa z =
4  Moxayas 4. [lenoBasi nepenucka o)
5 Moayas S. Hopmsl aesioBoro 2
00 IeHus
6 [Moayab 6. OcoGennocTH
OPraHU3aLHH, NPOBEAECHUS H 3ITHKETA 3
HEKOTOPHIX MepoNnpUATUHHI
7 |MTorosasi arrecTanus (3a4er) 1
8 BCEI'O 12 10

2 JTna BCeX BHAOB 3aHATHI aKaJeMHUYECKHIi yac yCTaHABIHBAETCA NIPOJOIIKHTENLHOCTBIO 45 MUHYT.
11




6. PAGOUYME ITPOT'PAMMBI YUEBHBIX MOJYJIEH

6.1. PaGoyas nporpamma
Moayas 1. lloMOIIHHK PYKOBOAUTE/INA B CTPYKTYpe OPraHU3aIluu

]_Ienb nporpamMmMmbl  3aKJIIOYaeTCss B IIOINYYCHHH TCOPETHYUYECCKUX 3HAHUM H

OBJIAJICHUU INPAKTUYCCKUMU YMEHMSIMHU H HaBBIKAMH,
(opMUpOBaHUWE U COBEpIIEHCTBOBAHHE Y

00ecTIeYnBaIIUMU
ciyumareneid MpodecCHoHANTBHBIX

KOMIIETEHLUH, HEOOXOAUMBIX JUIs paboThl B 00IaCTH BeJeHUs JEIONPON3BOACTRA
Y OpraHU3allMU CEKPETapCKOro 00CITyKUBAHUS PyKOBOIUTENS.

3anayM OporpamMmmal:

1.

2.

C PYKOBOOUTEJICM OpIraHU3alluu.

I/IH(i)OpMaIII/IOHHO—aHaJ'II/ITI/I‘IGCKI/IX MaTEpPHUaIOB.

MEPOIIPUSTHMA.

Ilnanupyembie pe3yabTaThl H3yYeHHS] MOYJIs

B pesyibTaTe 0OCBOSHHS MPOTrPaMMBbI 00yHarOIIUeCs

6y0ym 3Hamo.

O6yoym ymemo:

® IIpcAoTBpallaTh KOH(i)JII/IKTHI:Ie CUTyalllH.

Y4yeOubiii mian

OpraHu30BbIBATb B3aHMOllefICTBHe PYKOBOOUTEIA U Opranru3alivuu;

cDOpMI/IpOBo':lHI/Ie HaBBIKOB OCYILICCTBJICHHA Ka4YCCTBCHHOTO B3aUMOJIENCTBHS
PasButue YMEHUA [POBCOCHUA aHalu3a HH(i)OpMaHI/II/I U TOATOTOBKH

(DOpMI/IpOBaHI/IG HaBBIKOB IIOAT'OTOBKH MW OpraHu3aliukd JAC€JIOBBIX

(bYHKIlI/IOHaHBHBIG 00s13aHHOCTH IIOMOLIHHKA PYKOBOIUTCII KM C€Ir0 poOJib B
YIPaBJICHICCKOM MPOLECCE OpraHu3anuu,
OCHOBHBIE JIOJIDKHOCTHBIE 00SI3aHHOCTH ITOMOIIIHUKA PYKOBOAUTE L,
OCHOBBI I[GJIOBOﬁ KOMMYHHKaIHH,

n/n

HaumMeHoBaHHE KOMIIOHEHTOB
MporpaMmmbl

TpyaoemMKocThb, aK. 4. °

PAKTUYECKHI
e3aHATHs /
Bcer | Jlexkmu
0 u CaMocToare

KonTtpon
b

3 Jlna Bcex BUAOB 32HATUN aKaJeMHYeCKHI yac yCTaHABIUBACTCS NPOACIKUTENLHOCTLIO 45 MUHYT.

®opma
KOHTPOJIS




b-Has paboTa
1. Moayas 1. llomomunk 6 5 1 Tectupon
PYKOBOAHTENS B CTPYKTYpe aHue
OpraHu3anuu
1.1 [Tema 1.1. lomxHOCTHOM cTatyc u | 2 2
(byHKIMOHAIBHBIEC 00I3aHHOCTH
[IOMOIIIHUKA PYKOBOAUTEIIS.
1.2 {Tema 1.2. Mudst npodeccun, 2 2
[UIFOCHI 1 MUHYCBI TIPO(ECCHH.
1.3 [Tema 1.3. Cnieunduka jonecenus | 1 1
HEraTUBHON MH(POPMALIMH.
1.4 TIpomexyTouHas aTTecTarus 1 1 Tectupon
aHue
Hroro 6 5 1
Conepxanne
Koua-
Bun
- BO HanmMeHnoBanue pa3zaena, TeMbl U COEPKAHHE
3aHATHI 4ACOR

Moayanb 1. IIoMOIHHK PYKOBOANTE/NA B CTPYKTYPEe OPraHHu3aluu

Jlexipst

Tema 1.1. JOJ5KHOCTHOH cTaTyc "
PYHRIHOHAJBHDIC 00A3aHHOCTH NOMOUIHHKA
PYKOBOIUTEIS.

JIOIDKHOCTHOM cTaTyc W (PYHKUHMOHANBHBIE OOSI3aHHOCTH
MMOMOIITHUKA PYKOBOJHTEJS, ero POJb B YIPaBIeHIECKOM
npouecce, HeoOXoAuMble B paboTe [ENOBblE M JIMYHBIC
KayecTsa, Kanudukanmonnas XapaKTepUCTHKA
MOMOIITHUKA  PYKOBOJUTENI W €ro  JOJDKHOCTHBIE
00s3aHHOCTH, OCOOE€HHOCTH JIOJDKHOCTHOM  MO3MILHY

IIOMOIIHHUKA.
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3aHATHH

Kon-
BO
JacoB

Bug

Haumenosanue pasjelia, TEMbI H COACPKAHHC

Jlexums 2

Tema 1.2. Mudn1 npodeccnu, niaoebl 4 MEHHYCbI
npogeccun

Mudsr mpodeccun, mMOCHT M MHHYCH Ipodeccuu,
NIEIIOBOE B3aUMOJEUCTBUE C PYKOBOIUTENEM, JIOSIEHOCTE U
KOH(QHIEHIIHATBHOCTE B pabore IIOMOIITHUKA|
PYKOBOAUTENS,, TPYyJAHBIE CHTyalMd B OOIIEHHH C

KOJUICraMU U BO3MOXKHOCTH MX pEIICHUA

Jlexuus 1

Tema 1.3. Cneuuduxa noHeceHHsI HeraTHBHOM
HHpOpManuu
Crenuduka TOHECeHUs HETaTUBHON HHGbOpMaLKH. 3aniuTa
OT HEXKENIATeNbHBIX IIOCETUTENIeH U TeJIe(POHHBIX 3BOHKOB.
[IpropUTETHOCTD BBIIOJHEHHS MMOPYYCHUM. BhINOIHEHME
JEMKATHRIX Iopy4deHuid. OOmeHue ¢ poJICTBEeHHUKAMU
pykoBogurens. QopMbl BeKIUBOro otkasza. OcoOeHHOCTH

paboThI C PyKOBOIUTEIEM-3KCIIATOM.

[TpoMexxyTouHas
aTTeCTaLys

TecTupoBanue

Bceero gacos 6

Kanenaapuplil yaeOHbIl rpadpux

Neri/m

HanmMenopanue KOMIIOHEHTOB 1 nenens 2 Hemesst
NPOrpamMMbi

Moayas 1. lIoMOIIHHK pYKOBOIHTE/IN
B CTPYKTYp€ OpPraHH3alHuM

Opralm:’.aunonno-nenaroruqeume YC/10BHA peajiu3alluid MOAYJ/IdA

H@KHI/IOHHBIG 3aHATHUA TIPOBOOATCS C HEIBIO TeOpeTquCKOﬁ IIOATOTOBKH
CHyHIaTeJIGﬁ. LICJIB JICKOMHU — JaTh CHCTCMAaTHU3HPOBAHHBIC OCHOBLI 3HAHHUH I10
yq€6HOfI TEMEC, aKLICHTHPOBAR BHUMAaHHWC Ha HauboJiee CIOXHBIX BOIIpocax TEMbI
3aHATHA. Jlexuys JOJDKHa CTUMYJIIHMPOBAaTh dKTHUBHYIO IMO3HaBaATC/ILHY O
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JeATENBHOCTD CIYIIATENed, CII0coOCTBOBATh (DOPMUPOBAHUIO CAMOCTOSATENHHOIO
MBILIJIEHUSL.

Peanuzanpst MOmyns OCyLIECTBISACTCS C NPUMEHEHHEM SIEKTPOHHOTO
00y4eHHs U TUCTAaHLIMOHHBIX 00Pa30BaTeIbHBIX TEXHOIOTHIA.

Peammsamus  monyna  obecredmBaeTCs — IeJaroru¥ecKMMH  KaJpaMH,
UMCIOIIMMH  BbICHIee MPO(ECCHOHANIBbHOE OOpa30BAHME W  OTBEYANOILIUMH
KBATU(UKAIMOHHBIM ~ TPeOOBAHMAM,  YKA3aHHBIM B KBaTH(DHMKALHOHHBIX
CHPaBOYHUKAX, ¥ (WIK) IPO(ECCHOHANBHBIM CTAHAAPTAM, B PaMKaX H3ydJaeMOro
IHKITA.

Obyuaromumess  mpemocTapmsietcst  goctyn  (yAQleHHBIH — JOCTYI) K
COBPEMEHHBIM MPOGECCHOHAIBHBIM 0a3aM JaHHBIX M  HH()OPMAHOHHBIM
CIIpaBOYHBIM  CHCTEMaM, JJIEKTPOHHOH  OMOIMOTEKEe, COCTaB  KOTODBIX
OIpeAesAeTCsl HaCTOSIIEH MPOrpaMMoi.

Ilpu ocywmecTBnenun QUCTAHIMOHHOTO OOYYEHMs CIIyLIATENSIM BBIIAIOTCS
JIOTMH U Napoib Ui BXOXIEHHS Ha 00pa3oBaTeibHyI0 IIar(opMy, ¢ TOMOIIBIO
KOTOpO# HeoOxoauMo Oy/IeT peann30BbIBaTE TPeOOBaHHUS IPOIPAMMEL.

MaTtepnajabHO-TeXHHYECKH YCJIOBHS PeaTH3aluu MOAYJIs

MaTepI/IaHBHO-TCXHI/I‘leCKaH Oaza O6p330BaTeHbHOﬁ Oopranu3saly OCHallleHa
HGO6XOI[I/IMBIM O60py,IIOBaHI’ICM AL JO0CTyIla B HWHTEPHET II0 BBIACICHHOMY

KaHay.
OOpasoBatenbHas — OpraHM3alMs  HUMEET  HeOOXOAMMOE  CepBepHOe
obopynoBauue, olecrevnBaroIee (bYHKLHOHUPOBAHHE DIIEKTPOHHOU

MHPOPMAMOHHO-00pa30BaTeNBHOM Cpe/ibl, U BBICOKOCKOPOCTHOM KaHaNl JOCTyIia
K 3JIEKTPOHHON MH(MOPMAIIMOHHO-00pa30BaTENLHOM Cpejie.

OGy4enne TPOBOAMICS MNOCPENCTBOM SJIEKTPOHHOH 06pa3oBaTeNbHOIM
cpeas! (mnatgopmer) https://soholms.com.

Jns ocBoeHus 06pazoBaTeNbHOM POrpaMMbl 00y4YaomMics HOKeH UMETh
JAOCTYyIl B CeTh MHTEPHET, & TalOKe INEPCOHANBHBIN KOMIIBIOTED HIIM CMapT(OH.
Hcnonezyemoe g oOydeHHs: mporpaMMHoe o0eclledeHHe M TEeXHUKA
oOydaromerocsi ~ JOIDKHEI ~ COOTBETCTBOBAThL  CIEAYIOIIMM  TeXHHYECKUM
TpeOOBaHMAM:

® I NEPCOHAIBHOIO KOMIIBIOTEpa: IMPOIECcCop € 4YacToTOH paboThl OT
1.5I'T, ITamsate O3Y obbemoMm He MeHee 4 16, XKecTkmii uck 06beMOM He MeHee
128 I'6, MonuTop ot 10 aroitmoB ¢ paspeinenuem ot 1440%900 touex (muxceneit),
OC Windows 7+ nnmu Mac OS X ot 10.7+, Bpayszep Google Chrome nocnensei
BEpCHH.

e g cmapTdoHa: onepanuoHHas cucrema Android Bepcun 5.0 u BbIE, a
taxoxke OC 108 Bepcun 10.0 1 BbIIIe. onepaTUBHAS NaMsTh OT 1 I'6 ¥ BbIIIE, 3KpaH
ot 720x1280 u Beime, bpaysep Google Chrome rociienqneit Bepcumu.

Kaxnpni obydatommiicss obecrniedeH WHIMBUAYAILHBIM HEOTPAHHYEHHBIM
JOCTYIIOM K D3JIEKTPOHHOM MH(GOPMALMOHHO-00pa3oBaTeNibHON Iu1aThopMe H3
mobod  TOYKHM, B  KOTOpPOW  WMeeTcss JOCTyl K  HH(POPMalHOHHO-
TeJIEKOMMYHHUKaLIMOHHON ceTu «MHTepHeT» (manee — ceTb « MIHTEpHETY).
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DnekTpoHHas WH(OPMAIMOHHO-00pa3zoBaTeNbHas cpefia 00pa3oBaTebHON
OpraHHU3aluK 00eCIeYnBaLT:

e joCTyl K Hacrosmel lIporpamme, BUaeoypokaM, KOHCIIEKTaM K KaKIOMy
YPOKy B BHIE 3JeKTpoHHOro ¢aiina B popmare PDF, nomaroBsiM HHCTPYKIUSAM U
JOTIOTHUTENBHBIM MaTepHaiam;

e (QopMUpOBaHUE DBJIEKTPOHHOIO apXWBa BBINOJIHEHHBIX pPaboT U TECTOB
o0y4arouierocs, B TOM 4MCIIe COXpaHEHHE OLEHOK U KOMMEHTapUeB MEHTOPOB I10
STUM paboTaM U TECTaM.

Ipu peanmnsanuu Hacrodwel [IporpaMMbl ¢ IpuMeHEHHEM UCKIIIOUUTENIBHO
JOUCTAHIIMOHHBIX 00pa3oBaTeNbHBIX TEXHOJOTMH W 3JNEKTPOHHOro O00ydeHHUs
5JeKTPOHHAS  MHGOPMALMOHHO-00pa30BaTeNbHas  cpena  00pa3oBaTeNbHOM
OpraHU3allvy JONOIHUTENEHO 00eCIIeunBaeT:

@duxcanmio xona 00pa3oBaTENEHOTO MPOLECcCca, pe3yJbTaTOB BBIIIOIHEHUA
JOMAITHUX IPaKTHYeCKUX paldoT, BBIIOJHEHHUS TECTOB, IIPEABAPUTENLHOMN
aTTecTalluy U pe3yabTaToB ocBoeHus IIporpaMmel:

® IIPOCMOTP BUAEOYPOKOB,

e TIpOIleNypy OLCHKW pe3yJbTaTOB OOy4YeHMs, peanus3alus KOTOPBIX
IpelyCMOTpPeHa ¢ IPIMEHEHHEM HCKITIOUUTENIFHO 3IeKTPOHHOIO 00yYeHH .

BzanmMopelicTBie MeXIy y4YacTHHKaMu 00pa3oBaTeNbHOIO Ipolecca
MOCpeCTBOM ceTH MHTepHeT.

DOyHKIMOHUPOBAHKWE  DJIEKTPOHHOM  MH(OpMaNXOHHO-00pa30BaTeNbHOU
cpelsl  obecreunBaeTCsS COOTBETCTBYIOIIMMM CpEACTBaMM  HMHQPOPMaIMOHHO-
KOMMYHHKAIIMOHHBIX TEXHOJOTUH U KBalu(UKaOHWeH JHLl, €€ UCIONb3YIOMUX U
MO JIEPIKUBAOLIUX.

DyHKIMOHUPOBAHUE  JJIEKTPOHHON  HMH(MOPMalMOHHO-00pa3oBaTeIbHON
Cpelbl COOTBETCTBYET 3aKOHOIATENbCTBY Poccuiickoi Meneparuu.

CoBOKYNMHOCTh MH(GOPMALMOHHBIX TEXHOJIOTHM, TEIEKOMMYHHKAIMOHHBIX
TEXHOJIOTHH, COOTBETCTBYIOIIMX TEXHOIOIMYECKUX CpeCTB 00pa3oBaTeIbHON
opraHuzalMHu o0ecledyrBaeT OCBOEHHE O0yYaloIUMMCs IPOrPaMMBI B IOJIHOM
o0beMe HE3aBHCHUMO OT MECTa HaX0XJACHUs O0yYarOIHXCA.

O6pazoBaTesipbHasl opraHuzalys obecrieueHa HEOOXOAUMBIM KOMILIEKTOM
JULEH3MOHHOTO U CBOOOHO PacIIpoOCTPaHsIeMOoro NporpaMMHOro obecrevenus, B
TOM YHCJIE OTEYECTBEHHOIO MMPOU3BOJICTBA, KOTOPOE TOMJIEKHUT OOHOBIEHHUIO IIPH
HEOOXOJUMOCTH.

Peanuzamust Hactosmed I[IporpamMMbl oOecrieduBaercs IeJarornyecKUMU
paGOTHUKAME W/WITH JIHLIAaMH, IPHBIIEKaeMbIMI 00pa30BaTeNbHON OpraHM3aluei K
peanuzanuu ITporpaMMel Ha UX yCIOBUSX.

6.2. PaGoyas nporpamma
MouayJist 2. Oprauuzannsi paGoTbl pyKOBOJMTENs U oduca

Ilens NpOrpaMMBbl 3aKIIOYaeTCsl B IONYyYeHWH TEOPETUYECKUX 3HAHMA U
OBJAJCHUM TPAKTHYECKUMHM YMEHHUSMH ¥ HaBBIKAMH, OOECleunBalOIIMMI
GOpMUpOBaHME M COBEPLICHCTBOBAaHME Yy CIHyluatenedl IpoQecCHOHAIbHBIX
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KOMITETEHI[MH, HeOOXOAUMBIX JUIst paboThl B 00JaCTH BeIEeHHA AENOIPOM3BOICTRA
¥ OpraHu3allly CEKPeTapcKoro 00CTy)KUBAHMS PyKOBOIUTEII.

3anavu nporpamMmasl:

1.

2.

C PYKOBOIUTEIJIEM OpraHu3aiiviu.

I/IH(l)OpMaHI/IOHHO-aHaJII/ITI/I‘IeCKI/IX MAaTCPHAIIOB.
41 OopraHM3allvuu

DopMUpOBaHHE  HaBBIKOB
MEPOIPUSITUH.

INOATOTOBKH

Il1anupyemble pe3yjabTaThl H3Y4YeHHs] MOIYJIA

B pesynbpraTe 0CBO€HHS MPOTpaMMbl 00yUaroIuecs

6y0ym 3HaMb:

CDOpMI/IpOBaHI/Ie HAaBBIKOB OCYILIECTBIICHHUS Ka4C€CTBCHHOI'O B3aHMOJICHCTBUS
Pazsutue YMEHHA IIPOBCIACHHS aHaJIU3a HH(I)OpMaLIHH H TIOATOTOBKH

JIEITOBBIX

@ OCHOBBI IUTaHUPOBAHUST AJIMUHHUCTPATUBHO XO035MCTBEHHOM ACATCIILHOCTH,
® OCHOBBI OpraHM3alin pa6OTBI C IOCCTUTCILIMU U ITApPTHEPAMMU;

6y0ym ymems.

IUIaHUPOBaTh paboduil [IeHb pYKOBOAMTENS W TI'PAMOTHO pAaCCTaBIATH
[IPUOPHUTETHI,
KOHTPOJIUPOBATh aIMUHUCTPATUBHO-XO35MCTBEHHYIO ACATCIEHOCTD;
OpraHM30BEIBaTH Oecriepebolinyio paboty oduca u oducHOro obOpyIOBaHMS,

CJICOUTDL 3a PaCXOAHbIMUH MaT€pralaMH.

Y4yeOubii miIan

Tpyaoemkoctb, ak. 4. *

Ne HaumenoBaHue KOMIIOHEHTOB [IpaxTuuecku ®opma

MpOrpaMMBblI e3ansTus / KOHTPOJIA
n/n Bceer |Jlexun KonTpos

0 U CamocTosren b
b-Hasi paboTa
2. Moayas 2. Oprannsanus 4 3 1 Tectupos

padoThl pyKkoBoauTeNsI U opuca aHue

2.1 [Tema 2.1. IInanupoBanue 2 2

paboyero IHs pyKOBOJUTEINS

4 Jlns BceX BUJIOB 3aHATHI aka/JeMUYecKHi 4ac yCTaHaBIMBAETCs MPOAOIKHUTENBHOCTBIO 45 MUHYT.
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2.2 [Tema 2.2. Opranuzaims paboThI 1 1
oduca
2.3 [IpomexxyTo4Has aTTecTalus 1o 1 - 1 TecTuposn
MOJYJIO (3a4eT) aHue
Hroro 4 3 1
Copep:xanue
Bux Kou-
. BO HanmenoBaHue pa3aesia, TeMbl U COJepKAHHE
3aHATHH
4acoB
Moayae 2. Opranuszanust padoThl pyKoBoAMTE S H 0(pHca
Tema 2.1. TlnanupoBanme paGoyero JHS
PYKOBOAUTEJIA
ITnapupoBanue  pabouero AHS  PyKOBOJUTEINS:
paccTaHOBKa IPUOPHUTETOB, pacueT BpeMeHH, BeJICHHE
Jexius ) [IJIAHUPOBIIMKA. Opranuzanus CEepPBHUCHOTO
obcity>)kMBaHus pykoBogutensi. [l1aHMpoBaHHe U
KOHTPOJTh BBITIOTHEHUS aIMHHUCTPATUBHO-
XO35MCTBEeHHOM paboTel. [lnaHmpoBaHue W KOHTPOIIb
paboThI ¢ HOKYMEHTAMH.
Tema 2.2. Opranuzauus padors! opuca
Opranuzanus paboThI oduca: oducHoe
obopynoBanue U pacxoubie MaTepuansl. Kypbepckas
Jexrus 1 ciyxba, cekperapuar, oQuUC-MEHEIKEp U T.I.

Hcnone3oBanus Tpaucriopta. Opranuzanus paboTsl ¢
nocetTutensiMu  u  oOpamieHusamu.  OOecriedeHue

KOH()MASHIHAILHOCTH MPU padoTe C MOCETUTENIMU

[IpomexyTounas] 1
aTTecTalus

TeceTupoBanue

Bcero yacos 4




Kanenpapusbiii yuedupiii rpadux

Nen/nn Haunvenopanne KOMIIOHEHTOB 1 Hepensn 2 Hemesis
NPOrpaMmMbIl
2 Mopayas 2. Opraauzanus padornl 4
pykoBoauTesifa u oduca

OpraHu3anHOHHO-NEATOrHYecKHe YCJIOBHH PeAJH3AUAH MOXYJIs

JlektpoHHBIE 3aHATHS MPOBONATCS C LEJLIO TEOPETHYECKOW MOATOTOBKH
cmywmarenedt. Llens NeKUMM — IaTh CHCTEMaTH3UPOBAHHBIE OCHOBBI 3HAHUI IO
y4eOHOI TeMe, aKIIeHTUPOBaB BHUMaHHE Ha HauboJiee CIIOXKHBIX BOIPOCAX TEMBI
3aHsATHA.  Jlekius  JOIDKHA — CTUMYJIMPOBaTh  aKTHBHYIO  I[TO3HABATENHHYIO
JeATEeNbHOCTh ClylIaTeNel, cocoOCTBOBATh (POPMUPOBAHUIO CAMOCTOSTEIEHOTO
MBIIILTEHYSL.

Peanuzanuss MOAyns OCYLIECTBISIETCS C HNPHUMEHEHHEM 3JIEKTPOHHOTO
00y4eHHUsl U TUCTAaHIIMOHHBIX 00Pa30BaATENbHBIX TEXHOIOTHUIA.

Peamuzanus  momyns  oOecmeumBaeTcss —MeJarOordYeCKUMH  KaJpamu,
UMEIOIKMMHY  BeICIIee Npo(ecCHOHANBHOe O00pa3’oBaHWE W OTBEYAIOUIMMU
KBAMU(QUKAMOHHBIM  TpeOOBaHMAM, YKa3aHHBIM B  KBATH(DUKALUOHHBIX
CIIPaBOYHMKAX, U (MIM) NpodecCHOHATBHBIM CTaHAAPTAM, B PaMKaX H3y4aeMOro
UKJIA.

OOyuwaromuMmess  mpefgocTaBiseTcs moctyn  (YAaleHHbM  JocTym) K
COBPEMEHHEIM NpOo(ecCHOHANBHBIM 6a3aM JAaHHBIX H  WH(OOPMAIMOHHEIM
CIIpAaBOYHBIM  CUCTEMAM, DBJIEKTPOHHOW  OmOnmoTeKke, COCTaB  KOTOPBIX
OIIpEAEIAEeTC HACTOAIIEH IIPOrPaMMOH.

Ilpu ocyluecTBIeHUH AWCTAaHIIMOHHOTO OOYYEHHS CIYIIATENsIM BBIIAKOTCS
JIOTMIH Y NapoJjb A BXOXEHHS Ha 00pa3oBaTENbHYIO ILIATGOPMY, C HOMOIILI)
KOTOpOI HeoOxX0AuMOo OyIeT peann30BbIBATh TPEOOBAHMS IPOrPAMMEL.

MaTepl/IaﬂbHO-TeXHl/l‘leCKl/l yYcjioBui peajim3aniuiy MOAYyJis

MatepuansHO-TeXHHUYECKas Oa3a 0Opa3oBaTeNbHON OpraHU3alliy OCHAIEHA
HeoOXOAMMBIM OOOpYNOBaHUEM il OOCTYNla B HHTEPHET 110 BBIIEIEHHOMY

KaHawy.
OO6pazoBaTenpHas  OpraHM3alds  UMEeT  HeoOXOIMMOE  CepBEPHOE
obopyoBaHue, obecrieynBaroIree (YHKIIMOHUPOBAHUE 3JIEKTPOHHOH

MHGOPMAIMOHHO-00pa3oBaTeNbHON Cpellbl, ¥ BRICOKOCKOPOCTHON KaHal JOCTYIa
K BJIEKTPOHHOHN HHPOPMAIIMOHHO-00pa30BaTeIbHOM cpejie.

OOydeHne TPOBOAUTCS IIOCPEICTBOM SJCKTPOHHOW 00pa30BaTeNbHOM
cpenb! (tuatdopmsl) https://soholms.com

Jliist ocBoeHMsI 00pa3oBaTEIFHON MPOTPaMMBI OOYHAIOIIUHCS NOIKEH HMETh

JOCTYII B CETb MHTEPHET, a TaKXKe HepCOHaJILHbIﬁ KOMITBHOTCD MIJIN CMapT(I)OH.
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Hcnmonesyemoe mas  obyueHus OporpaMMHOE  O0ecHeYeHHe U TEeXHHKA
00y4aromerocs  JOKHBI  COOTBETCTBOBATE CIEIYIOINUM  TeXHHYECKUM
TpeOOBAHUSIM:

¢ Ui TIepCOHANBHOTO KOMIIBIOTEPA: MPOLECCOP € YacTOTOH paGoThI OT
1.5IT, Tamste O3Y o6semMom He Menee 4 16, YKecTkmii JHUCK 00BEMOM HE MeHee
128 I'6, Monutop ot 10 aroiimoB ¢ paspemmennem ot 1440%900 Touex (nukceneit),
OC Windows 7+ unu Mac OS X ot 10.7+, bpaysep Google Chrome mocnenneit
BEPCUH.

® Ui cMapTdoHa: onepanuonHas cucrema Android Bepcuu 5.0 u Bbime, a
Taioke OC 108 Bepcun 10.0 u Beiute. onepaTUBHAS NAMATE OT 1 16 1 BBIILIE, SKPaH
ot 720x1280 u BrIte, Bpaysep Google Chrome mocnenneit BEPCHH.

Kaxnaeiii oOyuarommiicss obecrieuen WHAVMBUIYaJbHBEIM HEOrpaHHYE€HHBIM
AOCTYIIOM K 3JIEKTPOHHOH HH(OPMAUMOHHO-06pa30BaTebHON MIaThopMe K3
MOOOH  TOYKM, B  KOTOpOHl  HMeeTcs  JOCTYm K MHPOPMALHOHHO-
TEJICKOMMYHUKAMOHHOH cetr «MHTepHeT» (nanee — cets «MHTEpHETY).

JneKTpoHHas UH(OPMAIMOHHO-06pa3oBaTeNbHAs cpena 00pazoBaTeNLHOM
opraHu3anuy obecreunBaer:

® JocTyn K Hactosmek ITporpamme, Buieoypokam, KOHCIIEKTAM K KaX[OMy
YPOKY B BUJIC 3IEKTPOHHOTO daiina B popmare PDF, HOWAroBsIM HHCTPYKIUAM U
JOTIONHUTEIBHBIM MaTepUasIaM;

® (opMHpOBaHME DEKTPOHHOIO apXWBa BRIIONHEHHBIX paboT U TECTOB
00y9aroIerocs], B TOM YHCIIe COXPAHEHHE OLEHOK H KOMMEHTAPHER MEHTOPOB O
3THUM padOTaM U TECTaM.

Ilpn peanusaumy Hactosimie# [IporpaMMel ¢ MPHMEHEHHEM UCKITIOUYHTEIbHO
JIACTAHIIMOHHBIX 00pA30BATENbHBIX TEXHONOTUH M 3JEKTPOHHOro 00ydYeHHs
BNIEKTPOHHAA  HH(MOPMAMOHHO-00pa3oBaTeNbHAS  Cpefla  06pPa3oBaTENbHOI
OpraHu3alyy JOIOTHUTENBHO 00eCIIeYUBAET:

Quxcanuio xoma 06pa3oBaTeNBHOrO MPOLECCa, PE3YNILTATOB BBITIONHEHHS
AOMAIIHUX NPAKTHYECKUX paboT, BELIIONHEHHUS TECTOB, INPEABAPUTEIBHOMN
aTTeCTallMH U PE3YIHTaTOB OCBOeHUs [IporpaMMsi:

® IIPOCMOTP BUIEOYPOKOB,
® DpOUEAYPY OLEHKH pe3yJbTaroB OOYYeHHUS, pealu3alus KOTODBIX
Ipely CMOTPEHA C NPIMEHEHHEM MCKITIOYUTENBHO NEKTPOHHOTO 00yJeHH .

BsaumonelicTBie MexTy ydaCTHHKaMH 00pa3oBaTeNbHOTO —Iporiecca
1ocpeacTBoM cetu MHTepHer.

OyHKIHOHMPOBaHME  3NEKTPOHHOH  MH(OPMAIHOHHO-06PA30BATENBHOIM
Cpeibl  OOCCIIeYMBAETCS COOTBETCTBYIOLIMMH CPEICTBAMM HMH(POPMALHOHHO-
KOMMYHHMKAIMOHHbIX TEXHOJOTHH U KBaNM(UKAIKeH ML, ee MUCIONL3YIOMUX U
IO OEPIKUBAIOIIHX.

DyHKUMOHMPOBaHHE  DIEKTPOHHONW  MH(MOPMAIMOHHO-06PA30BATENHHOMN
Cpellbl COOTBETCTBYET 3aKOHOAATeNsCTBY Poccuiickoit Memepanum.

CoBokynmHOCTE MH(OOPMAIMOHHBIX TEXHOJNOTUM, TeIeKOMMYHHKAILIMOHHBIX
TCXHOJIOTHH, COOTBETCTBYIOMIMX TEXHONOTHMYECKHX CPEICTB 06pa30BaTeIbHOMN




OpraHu3aliy 00ecreunBaeT OCBOGHHE O0YYarOLIMMHUCSA INPOrpaMMbl B IIOJHOM
o0beMe HE3aBHCHMO OT MECTa HaX 0K ACHUS 00yUaroIHUXCA.

O6paszoBarebHas opraHuzaius obecredeHa HEOOXOAUMBIM KOMILIEKTOM
JHULIEH3MOHHOI0 ¥ CBOOOAHO PaCIpOCTPAHIEMOrO IPOrPaMMHOr0 oOecleyueHus!, B
TOM YHCJIE OTEUECTBEHHOrO IMPOU3BOJACTBA, KOTOPOE IOJIEKUT OOHOBICHUIO MPU
HEOOXOTUMOCTH.

Peanuzanus wmactosiuieii Ilporpammbl obecrieunBaeTcs IeAarorn4eCKUMU
paboTHUKAMH W/VJH JIMLaMH, IPUBJIeKaeMbIMHA 00pa3oBaTeIbHON Opranu3anue K
peanuzanyu [IporpaMMsl Ha UX YCIOBUSIX.

6.3. Pabouasi nporpamMmma
Moayas 3. Oco6eHHOCTH YyIPaBJIEHYECKOr0 JOKYMEHT0060poTa

Ilenn, nmporpaMMbl 3aKiIIOUaeTcs B IOXY4YeHHM TEOPETHYECKUX 3HAHHH M
OBIaJEHMU IPAKTHYECKHMMU YMEHHSMH ¥ HaBBIKAMH, OO0eCIeYnBaOLUMHU
(opMUpOBaHME W COBEpPLICHCTBOBAaHME Yy Ciyluareiedl NpodeccuoHalbHBIX
KOMITIETEH UM, HEOOXOAUMBIX JJisi paboThl B 00J1ACTH BeAEHHUS JEJIONPOU3BO/ICTBA
U OpraHu3ally CEKPeTapCKOro 0O0CITy »KUBaHHS PYKOBOIUTENLS.

3agaud NporpamMmai:

1. dopmupoBaHHE HABBIKOB OCYLIECTBIEHUS KaYECTBEHHOI'O B3aMMOJEHUCTBUS
C PYKOBOJHUTEJIEM OPraHH3al .

2. PasBurHe yMeHHs TNpOBeIeHUs aHalu3a HHQOPMaUUXd M IIOATOTOBKH
HH(DOPMAIMOHHO-aHAIUTHIECKUX MAaTePUAIOB.

3. ®opmupoBaHME HABBIKOB IIOANOTOBKM W  OpraHu3aldd  [EJOBBIX
MEpOIIPUATHH.

IlnanupyemMble pe3yabTaThl H3yYEeHHS MOYJIs
B pe3ynbTaTe OCBOSHHUS IIPOrPaMMbI 00yUarOMIHECs

6yOym 3Hamb:

e (yHKUVOHAJbHBIE OOS3aHHOCTH IIOMOIIHWKA PYKOBOIUTENIsS M €ro poib B
YIPaBICHIECKOM IIPOLECCE OPTraHU3alNN,;
e cucTeMy BeJeHUs JOKYMEeHTo0OOpOoTa B OpraHH3aliy;

6y0ym ymemo.

e 0hOPMIITH IPOEKTHI JOKYMEHTOB;
e KOHTPOJHMPOBATEH UCIIOJHEHHE JOKYMEHTOB,
® BECTH JOKyMEHTOOOOpOT B OpraHu3aluu.

Y4eOHbIi NJAH




Tpynoemkocts, ak. Y.’
Ne HaumMeHOBaHHMe KOMIIOHEHTOB I [pakTHYeCcKn ®opma
NpOrpaMMebI e3aHATus / KOHTPOJIsI
n/n Beer |Jlexuu Konrtpon
0 1%} Camocrosren b
b-Has pabora
3 Moayas 3. Oco0eHHOCTH 4 3 1 Tectupon
YIPaBJIEHYECKOI 0 aHue
MOKYMEHT0000poTAa
3.1 [Tema 3.1. Anropurm 3 3
TOKYMEHTHPOBAHHUS
YTIpaBJIEHYECKMUX PEIIEHUH
3.2 [[IpoMexxyTouHas aTTecTalus 1o 1 - 1 Tectupos
MOJTYJTIO (3a4eT) aHHe
HTtoro 4 3 1
Copep:xxanne
Bu Koua-
" BO HanmeHnoBanue pasaesa, TeMbl H COAepKaAHHE
3aHATHH
4acoB
Mogayap 3. OcobeHHOCTH yIPaBJIeHYECKOro JOKYMeHT0000poTA
Tema 3.1. AuaroputM  JAOKYMEHTHPOBAHMS
ynpaB/IeHYECKHUX pelieHH
AnropuT™M = JOKYMEHTHPOBAaHHS  YIPaBISHYECKUX
pewienuil. OpopmieHue NPOEKTOB JOKYMEHTOB.
Jlekmms 3 VYr1BepxaeHue JokymMeHTOB. CpOKM TMPOXOXKIECHHS
NOKyMeHTOB. KOHTponb HCHONHEHUs IJOKYMEHTOB
(nopyuennii). CucremaTusanus JTOKYMEHTOB W
OpraHu3anus ux XpaHEHMS. Obecneuenue
KOHGUIEHIMATBFHOCTH B paboTe ¢ IOKyMEHTaMHU

5 JInst BceX BUIOB 3aHATHM aKaneMUYECKUH Yac yCTaHaBIMBAETCA IPOJIOJOKUTENBEHOCTBIO 45 MUHYT.




Bux Kou-
o BO HaumenoBanue pazaesia, TeMbl U cOiepiKaHHe
3aHATHH
4acoB
IIpomexyTounas 1 TecTrupoBanue
arrecTalys
Bcero yacos 4
KajenpapHblii yueOublii rpagux
Nen/mn HanMeHoBanue KOMIIOHEHTOB 1 Hegenst 2 Hepeas

NporpaMmabi

3 Moayas 3. OcobenHoCTH
YIpaBJIeHYeCcKOro J0KYMEHT0060poTa

OprannsauuonHo—nenarornqecmne YcJ10BHHA peaJindaliyu MOAYJIH

JIeKUMOHHBIE 3aHATHS IPOBOISATCS C LEIBIO TEOPETHYECKOH IIOATOTOBKU
ciymareneid. Llenp jeknuu — 1aTh CUCTEMAaTH3HPOBAHHBIE OCHOBHI 3HAHUHU IO
y4eOHOH TeMe, aKIeHTHPOBAB BHUMAaHHE Ha Haubojee CIO0KHBIX BOIIPOCAX TeMbI
3aHATHsA. Jlekuus JOMDKHA  CTHMYJIMPOBATh AKTHBHYIO  II03HABATEILHYIO
JAeATEeNbHOCTh CIIyIIaTeled, ClIocOOCTBOBaTh (hOPMHPOBAHHIO CAMOCTOSTEIBLHOIO
MBIIIIEHUS.

Peamuzanys MOyl OCYHIECTBISETCS C MNPUMEHEHHEM JIIEKTPOHHOTO
00y4eHus U TUCTAaHIIMOHHBIX 00pa30BaTeNbHbIX TEXHOIOTUH.

Peanuzanus Monyns  obecneuuBaeTcs — II€arord4ecKUMM  KajpaMu,
UMEIONIVMHU  BBICIIEE IPO(ECCHOHATBHOE 00pa3oBaHMe ¥  OTBEYAKOIKMMH
KBaNA(UKAaIMOHHBIM  TPeOOBAaHMSIM, YKA3aHHBIM B  KBaJM()UKAHOHHBIX
CIIpaBOYHHKAX, U (MIIK) MPOGhEeCCHOHATBHBIM CTAaHApTaM, B paMKaX M3y4aeMoro

LUKJIIA.

OOyJarolquMcs  NPeNoCTaBIsAeTCs  NOCTYyN  (yHaleHHBIM  JOCTym) K
COBPEMEHHBIM INpPO(ECCUOHANBHEIM 0a3aM [JaHHbIX © HH()OPMAIMOHHLIM
CIOpPaBOYHBIM  CHCTEMaM, DJIEKTpOHHOW  OubiHMoTeke, COCTaB  KOTOPBIX
OIIpEeJIEeNAeTCsT HACTOSAIIEH IPOTrPaMMO.

HpI/I OCYIIECTBIICHUN OUCTAHIIMOHHOI'O 06yquI/ISI cyuiaresnsaM BbIOAIOTCs
JOTMH W Napojb I BXOXIEHHSI Ha 00pa3oBaTeNbHYIO IIATGOPMY, ¢ TTOMOINBIO
KOTOpPOil HeoOX0mMMO OYyIeT peasTi30BBIBATE TPEOOBAHMS [IPOIPAMMEL.

MaTepHaJIbHO-TEXHHYECKH YCJOBHSI peaiu3aluu MOy st

MarepuansHo-TexHAYeCKas 60aza 00pa30oBaTeIpFHOM OpraHU3aliy OCHAIEHA
HeoOXOoIUMBIM 000pyJlOBaHUEM [JIsl JOCTylla B HWHTEPHET IO BEIAEIIEHHOMY

KaHay.
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OOpazoBaTenbHass  OpraHM3alds  HMeeT  HeoOXONHMMOE  CepBepHoe
o0opyoBaHue, oOecreuuBaroIee (bYyHKIMOHUPOBaHUE 3JIEKTPOHHOM
HH(OPMalMOHHO-00pa30BaTENbHON CPebl, 1 BHICOKOCKOPOCTHON KaHaj JOCTyIa
K 3JIEKTPOHHON MHGOPMAIMOHHO-00pa30BaTeIbHOMN Cpejie.

OOy4eHre TNPOBOAUTCS TIOCPEICTBOM JIEKTPOHHOW 0Opa3oBaTeILHON
cpensbl (mnatdopmser) https://soholms.com.

Ji1s1 ocBOeHHs 00pazoBaTeNbHON MPOrpaMMbl 00YYAIOIIMIACS JOIDKEH UMETh
JOCTYII B CETh MHTEPHET, a TaKXKe IEepPCOHAIbHBIM KOMIIBIOTED MM CMapT(hOH.
Hcnonszyemoe g oOydeHuss mnporpaMMmHoe oOeclieyeHHe H  TeXHUKa
obyuJaromierocsi  JOJDKHBI  COOTBETCTBOBATH  CHEAYIOIIMM  TeXHHYECKUM
TpeOOBaHUAM:

e I NEPCOHANBHOIO KOMIIBIOTEpA: IPOLECCOp C HacTOTOH paboTel OT
1.5 T, INamates O3Y o6bemoM He MeHee 4 1'6, XKecTkuii tuck 06beMOM He MeHee
128 I'6, MonuTtop ot 10 moitmoB ¢ paspemernem ot 1440%900 touek (rukceneit),
OC Windows 7+ unu Mac OS X ot 10.7+, Bpayzep Google Chrome nocnenneit
BEpCHH.

e 11i cMapTdoHa: onepaunonHas cucrema Android Bepcuu 5.0 u BbllIe, a
takxe OC i0S Bepcun 10.0 u BbIlIe. oOTlepaTHBHAS MTaMATh OT 1 IO M BEIIE, SKpaH
ot 720x1280 u Br1Ie, bpay3ep Google Chrome mocneguer Bepcum.

Kaxneiii obOydaromuiics oOecriedeH WHAMBUAYAIbHBIM HeEOIpaHUYEeHHBIM
JOCTYIIOM K DBIIEKTPOHHOH HMH(OpPMAIIHOHHO-00pa30BaTeNbHON MIaThopme u3
o000t TOUKM, B  KOTOpOMl  mMeeTcs  JOCTyn K  MH(DOPMAaIMOHHO-
TEIeKOMMYHUKALMOHHOH ceTr «HTepHeT» (nanee — ceTh «THTepHETY ).

DneKTpoHHasl HH(OPMALMOHHO-00pa3oBaTenbHas cpena oOpazoBaTelbHON
opraHu3anuy ooecTrieunBaeT:

e JIOCTYI K Hacrosimei [IporpamMme, BUeoypokaM, KOHCIIEKTaM K KOKIOMY
YPOKy B BHJIE 3JIEKTpoHHOrO Qaitna B hopmare PDF, moiraroBeIM HHCTPYKIHSIM H
JOTIOTHUTENBHBIM MaTepHajiam;

e (opMHpOBaHUE 3JIEKTPOHHOTO apXHMBa BHIIIOJHEHHBIX PabOT U TECTOB
oOydJaronierocsi, B TOM 4HCJIeé COXpaHEHHE OLIEHOK U KOMMEHTapHeB MEHTOPOB IO

STHUM paboTaM U TECTaM.
HpI/I peanmnsanuu HaCTOXIHCfI HpOFpaMMbI C INIPUMCHCHMUCM HCKIIIOYHUTCIIbHO

JMCTAHIMOHHBIX 00pa30BaTeNbHBIX TEXHOJIOTHH M 3JIEKTPOHHOrOo O0y4YeHUus
ANEKTpOHHAss  WH(OpPMaHOHHO-00pa3oBaTeNbHas  cpega  o0pazoBaTeIbHOMN
opraHu3alyy JOIOJTHUTENBHO obecreunBaeT:

Quxcanuio xoja 00pa3oBaTENBFHOTO MPOIECCa, PE3yJIbTATOB BBITONHEHUS
JOMANIHUX IPAaKTU4YECKHX paboT, BBIIOJHEHUS TECTOB, IIpeABapUTEIbHOMN
aTTecTaluu U pe3ynabTaToB ocBoeHus [IporpaMmel:

® POCMOTP BUIAEOYPOKOB,
® TIPOIEAYpy OILIGHKH pe3ylbTaTOB OO0ydeHus, pealus3alus KOTOPBIX
OpeayCMOTPEHa C TPUMEHEHHEM UCKITIOUUTENHHO dIIEKTPOHHOTIO 00y YeHHUS.

BzanmopeiicTBue Mexay ydacTHHMKaMd 0Opa3oBaTelbHOTO IIPOLEcca

rocpeACTBOM ceTd VIHTepHeT.




OyHKIMOHMPOBAHME  BJIEKTPOHHON  MHGMOPMAIMOHHO-00Pa30BATENLHOM
cpemsl  00eCIEYMBAETCS COOTBETCTBYIOIIMME CpeJACcTBaMu  MH(OPMAaIMOHHO-
KOMMYHUKALMOHHBIX TEXHOJOTHH U KBaIM(UKALMEW JHI, €€ HCIOJB3YIOMUX H
IO IePXKUBAIOIITUX.

OyHKIUOHUPOBAaHME  BIEKTPOHHOH  WHGOPMAIMOHHO-00pa3oBaTenIbHON
Cpelibl COOTBETCTBYET 3aKOHOATeNbCTBY Poccuiickoi Denepaliuu.

CoBoxkynHOCT HH()OPMAIMOHHBIX TEXHOJIOTHHA, TEIeKOMMYHUKAIMOHHBIX
TEXHOJIOTHH, COOTBETCTBYIOIIMX TEXHOJOTMYECKHX CPEACTB 00pa3oBaTeNnbHON
OpraHu3alMy O00ecleurBaeT OCBOEHHE OOYYAIOIMMUCS IPOrPaMMBI B IIOTHOM
obbeMe He3aBUCUMO OT MeCTa HaXOX/IEHUS 00yJaronuxcs.

OOpasoBarenpHas opranusanus obecredeHa HEOOXOMMMBIM KOMILIEKTOM
JIMIIEH3UOHHOTO ¥ CBOOOJHO PACIPOCTPaHIEMOr0 MPOrPaMMHOTO 00eCIeyeHus, B
TOM YHCJIE OTEYECTBEHHOI'O IPOMU3BOJICTBA, KOTOPOE IOJICKUT OOHOBIIEHHIO MPHU
HEOOXOIHUMOCTH.

Peanuzauus nactosimeit IlporpaMMmer obGecrieumBaeTcs IeNarorHyecKUMM
pabOTHUKAMH W/UNU TULIaMH, PUBJIeKaeMbIME 00pa30BaTebHON OpraHu3anuei K
peanuszanuu I TporpaMmel Ha UX YCITOBHUSX.

6.4. Pa6oyas nporpamma
Mogayans 4. {esjoBas nepenucka

Henr mnporpamMMel 3aK/II0YacTCs B IOJYYEHHH TEOPETHYECKUX 3HAHWM H
OBJIAJICHUM IPAKTHYECKUMHU YMEHUSIMA M HaBbIKaMH, 00eCneYrBarOIIHMU
(opMHpOBaHME U COBEPLICHCTBOBAaHHE Yy CiylmaTeiaeld mpodeccHoHaIbHBIX
KOMIIETEHLIMH, HEOOXOAUMBIX U1l pabOThI B 00JIACTH BEACHHUS IETOTIPOH3BOACTBA
¥ OPTaHM3alMK CEKPETAPCKOT0 00CIYKUBAHUS PYKOBOIUTEIIS.

3agaun NporpaMmai:

1. @opMHUpOBaHUE HABBIKOB OCYIIECTBICHHS KAYECTBEHHOI'O B3aUMOIEHCTBUS
C PYKOBOJMTEIIEM OpPraHW3aIINH.

2. PazBuTHe yMeHHS InIpOBefeHUS aHAINU3a HHPOPMALMH U MNOATOTOBKH
MHGOPMAIMOHHO-aHATTUTHYECKUX MaTepUAIOB.

3. @opMHUpOBaHUE HAaBBIKOB IIOJTOTOBKH H  OpraHU3alldd  JEJIOBBIX
MEPONPUATHM.

Ianunpyemslie pe3yabTaThl H3yYeHHS MOXYJIS
B pesynbraTe 0CBOEHMS ITPOrpaMMbl 00ydJaronInecs

6yoym 3Hamb.

® OCHOBBI J€JI0BOI KOMMYHHKAITHH,
® OCHOBbBI lIEJIOBOfI NEPENMCKH U NCJIOBBIX MEPETOBOPOB;
@ OCHOBBEI JE€JI0OBOI'O 3THKETA U JpeCcC-Koaa,
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Oyoym ymemby.:

® BCCTH ACJIOBYIO IIEPEINUCKY OpPraHU3adlliU,

® COCTaBIISAThH IIA0IOHBI JCJTOBBIX TTHCEM.

VY4yeOHbBIH MJIaH

Tpyaoemkoctb, ak. 4. °
Ne HaummeHOBaHHE KOMNOHEHTOB [ IpakTiaeckn dopma
MPOrpaMMbI e3aHaTus / KOHTPOJIS
n/n Beer | Jlexuu Konrposn
0 " CamocTrosren b
b-Has paboTa
4 Mopyas 4. JlesioBasi nepenucka 2 1 1
4.1 Tema 4.1. [lenosas nepenucka 1 1
4.2 TIpoMexxyTOUYHas aTTecTalus 1o 1 - 1 Tectupos
MOJTYJIIO (3a4eT) aHue
Uroro 2 1 1
Conep:xanue
B Koun-
. BO HanveHnoBaHMe pa3jesia, TeMBI M COJepKaHHe
3aHATHH 4ACOR

Monayas 4. [lesioBasi nepenucKa

6 i1 BCeX BHJIOB 3aHATHIl aKaAeMUUECKHii 4aC yCTAHABIMBAETCS MPOJAOIDKUTENBHOCTBIO 45 MUHYT.




Bux Koa-
., BO HaumenoBanue pa3aesia, TeMbl H COAePKAHHE
3aHATHI
4acoB
Tema 4.1. [lesioBasi nepenucka

Ctunp U CTpPyKTypa JenoBoro ImchMa. Kiroueskle
NPUHIKANGLL COCTABIEHUSA [ENOBBIX IHUCEM. Buasl
JEIOBBIX  HHCEM. [HTa6moHEI 54 CTaHIapThI
opopmnenuss.  OcoOEHHOCTH  s3BIKA  JIEJIOBOM

Tlexrys 1 KOPIOPaTUBHOM IepenrCcKH. THUNUYHBIE OMIMOKKA B
A3bIKE W CTWIE  JEJOBOH  KOPPEeCTIOHAEHLHH.
BryTtpukopnopatuBHas rmepernucka. (OcoOeHHOCTH
JIETIOBOM TMEPEenucKu ¢ 3apyOeXHBIMU TapTHEPaMHU.
CrangapTsl U KJIHIIe MEXIyHapOIHOH
KOpPPECITOHICHIINHT

[IpomexyTounas 1 TecTupoBanme
aTTecTanys
Bcero uacoe 2
Kanengapuplii yueOHbIii rpadux
Nemm/m HanmeHnoBanne KOMIIOHEHTOB 1 Henens 2 HeneJs
NPOrpaMMBbl
4  Moayasb 4. lenoBas nepenucka o)

Oprannaauuonﬂo-neuarornqecmle YCJI0oBHA pean3alliil MOAYJId

JIeKIIMOHHEIe 3aHSTHS IPOBOISTCSA C LENBI0 TEOPETUYECKOW IOATOTOBKH
cnymarened. Llens neknuu — JaTh CHUCTEMATU3UPOBAHHBIE OCHOBBI 3HAHUU IO
y4aeOHOH TeMe, aKIIEeHTMPOBAaB BHUMaHKE Ha HAwOOJIee CIIOXKHBIX BOIPOCAX TEMBI
3aHATHSA.  Jlekums  [O/KHa  CTUMYJNHMpPOBaTh  aKTHMBHYIO  I[103HABATENIbHYIO
JeSTEIbHOCTD Cllylarenel, criocoOCTBOBaTh (POPMHUPOBAHHUIO CaMOCTOSATEIBEHOTO
MBIIUICHHUS.

Peanuzanuss MOAyJns OCYIIECTBISIETCS € NPHUMEHEHHEM JJIEKTPOHHOIO
00y4YeHHs ¥ JUCTAHIIMOHHBIX 00pa30BaTeIbHbIX TEXHOJIOTHH.

Peamuzanuss Monmyns  obecnedumBaeTcs MENAarorMyeckMMU  KaJpami,
MMEIONIMMH  BBICIIee IpodecCHOHANBHOEe 00pa3oBaHWE U OTBEYAIOIIUMHU
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KBUIM(QUKAUOHHBIM  TpeOOBaHMSM, yKa3aHHBIM B  KBaIM(HUKALIHOHHBIX
CIIPaBOYHUKAX, ¥ (MWIH) NpOdecCHOHATBHBIM CTaHAapTaM, B PaMKax M3y4aeMoro
IUKIIA.

ObygaromMes  mpepocTaBisieTcss  gocTyn  (yOaleHHBIM  JOCTyN) K
COBpPEMEHHBIM IPO(GECCHOHATBHBIM 0a3aM JaHHBIX M HMHPOPMAIFOHHBIM
CIIPaBOYHBIM ~ CHCTEMaM, OJJICKTPOHHOH  OuONMOTEKe, COCTAB  KOTOPBIX
OIIpeNIENAeTCA HACTOSIIIEH POrPaMMO}A.

IIpu ocymiecTBiIeHUH OUCTAHIIMOHHOTO OOYUYEHMS CIYIIATENISM BINAKOTCA
JOTYH W HapoJib JJIsl BXOXIEHUS Ha 00pa3oBaTelbHyIO IIaTdhopMy, ¢ IOMOILBIO
KOTOPOH HE0OX0aUMO OyIeT peani30BbIBaTh TPeOOBAHMS MPOTrPaMMEL.

MaTepﬂaﬂbHO—TeXHH‘leCKl/l YCJa0BHUA peajii3allul MOOyJIst

MarepuanbpHo-TexHUYecKas: 0a3a o0pa3oBaTEIbHON OpraHU3alliK OCHAIIEHA
HEOOXOAUMBIM OOOpYZIOBaHHEM JJIsi JOCTYNa B HWHTEPHET IO BBIAEIECHHOMY

KaHay.
OOpasoparenbHass  OpraHM3alUs  HUMEeT  HEOOXOOUMOEe  CepBEpPHOE
obopyaoBaHue, obecrneurBaroIee (yHKIHOHHUPOBaHUE 3JIEKTPOHHOU

UH(pOPMaLlHOHHO-00pa30BaTeIbHON Cpelibl, M BBICOKOCKOPOCTHOM KaHal JOCTYIIa
K 3JIEKTPOHHOH HH(MOPMaLMOHHO-00pa30BaTeIbHON CpeIe.

OOyueHue mPOBOAUTCS TIOCPEJCTBOM 3JIEKTPOHHOM 0Opa3oBaTebHOM
cpens! (mwatdopmsr) https://soholms.com.

Ji1st ocBoenus1 00pa30BaTeNbHON POrpaMMBbl O0YUAIOIIHICS TOIDKEH HMETh
JOCTYII B CETh UHTEPHET, a TAKKe IEPCOHAIBHBIH KOMIBIOTEp WU CMapTQOH.
Ucnonpdyemoe [ o0ydeHHS TporpaMMHOe ofecrieyeHnHe ¥ TEXHHKA
oOydarolerocss  JOJMKHBI ~ COOTBETCTBOBATH  CIIEAYIOUAM  TEXHUYECKHUM
TpeOOBaHMSIM:

® JUIs MEPCOHAIBHOI0 KOMIIBIOTEpA: MPOLECCOP € YacTOTOd paboThl OT
1.5I'T1, ITamsate O3V o6beMoM He MeHee 4 ['6, XKectkuil nuck o0bEMOM He MeHee
128 I'6, Monutop ot 10 mroiimoB ¢ paspemernem ot 1440%900 touek (nmukceneii),
OC Windows 7+ unu Mac OS X ot 10.7+, bpaysep Google Chrome mocineaneit
BEPCUH.

e s cMapTdoHa: onepanuonHas cucrema Android Bepcuu 5.0 u Bblle, a
taxxe OC 10S Bepcuu 10.0 1 BhImIe. oniepaTuBHAsA MaMATh OT 1 0 U BEIIIE, SKpaH
ot 720%x1280 u BeI1ie, bpayzep Google Chrome nmocnennei Bepcuu.

Kaxnpiit oOyudaromiuiicss obecriedeH HWHAWBHAYAJIBHBIM HeEOrpaHUYEHHBIM
IOCTYIIOM K 3JIEKTPOHHOH WH(OPMAalMOHHO-00pa30BaTENbHOM TIIaTdopme U3
a000M  TOYKM, B  KOTOPOH HWMeeTcs JOCTYI K  HH(pOPMAIMOHHO-
TeJIeKOMMYHUKallMOHHOU cetu «MHTepHeT» (nanee — cetb «MHTEpHET?).

DnexTpoHHas HHGOPMAIMOHHO-00pa3oBaTeNbHas cpena o0pazoBaTesbHON
opraHuazalnuy o0ecreunBaeT:

e jnocTyn K HacTosuel [IporpamMme, BUuneoypokam, KOHCIIEKTaM K Ka)IOMy
YPOKy B BHJIE 3JIEKTpoHHOrO ¢aitna B popmare PDF, nomarossiM HHCTPYKIMSAM U
JOIIOJIHUTECIIBHBIM MaTEpHallaM,




e (hopMHUpOBaHHE 3JIEKTPOHHOTO apXHBa BBINIOJHEHHBIX PabOT U TECTOB
00y4Jaronierocs, B TOM YHCIIE COXpPaHEHUE OLEHOK M KOMMEHTApPHEB MEHTOPOB 10
STHM paboTaM U TecTaM.

IIpu peanuszauum Hacrosimei [IporpamMmel ¢ mMpuMeHEHHEM UCKIIOYUTENBHO
JMUCTAHIIMOHHBIX 00pa3oBaTeIbHLIX TEXHOJIOTHHA M 3JEKTPOHHOrO0 OOYUYeHHS
ANEKTPOHHAss  UH(POPMALIMOHHO-O0pa3oBaTeNbHasl  cpefa  oOpa3oBaTEIHHOM
OpraHu3alyy JOTOTHUTENBHO 00eceyrnBaeT:

dukcannro xoma 00pa3oBaTelbHOIO IPOIECca, Pe3yIbTATOB BBITOTHEHUS
JOMAIIHUX MpaKkTUYEeCKUX padoT, BBIMOJHEHUS TECTOB, IIPEeIBApUTEIILHON
aTTecTaluy U pe3yJbTaToB OcBOeHHUs [ Iporpammet:

® IIPOCMOTP BUIAEOYPOKOB,

e [poLEeAypy OLEHKH pPe3yJbTaToB OOydUeHHs, peanu3alus KOTOPhIX
IpelyCMOTpEeHa ¢ IPUMEeHEeHHEM UCKITIOUUTENBHO 3JIeKTPOHHOTO 00y YeHUSsI.

B3aumoneicTBue MeXay y4YacTHHKaMH 00pa3oBaTelbHOrO IIpolecca
nocpencTBoM cetu MHTepHer.

OYHKIIMOHUPOBAHUE  BICKTPOHHOW  HMH(OpMaALOHHO-00pazoBaTeNbHON
cpenbl  O0EecreYrBaeTCs COOTBETCTBYIOMIMMM CpelcTBaMH  HH(pOPMAIMOHHO-
KOMMYHUKAIIMOHHBIX TEXHOJOTMH M KBanuUKaluuel JIHL, ee HCIIONb3YIOIMX U
IO AEPKUBAKOIINX.

DyHKIMOHUPOBAHUE  DIEKTPOHHOH  HMHGOpMaIMOHHO-00pa3oBaTeIbHON
Cpelbl COOTBETCTBYET 3aKOHOAATeNbCTBY Pocculickoii @enepanny.

COBOKYITHOCTbh WH(MOPMALMOHHBIX TEXHOJOTHN, TeIeKOMMYHHUKALXOHHBIX
TEXHOJIOTUH, COOTBETCTBYIOIIMX TEXHOJOTHYECKHUX CPENCTB 00pa30oBaTeIbHON
OpraHu3alMy obeclieunBaeT OCBOCHHE OOyHarolMMHCS NpOrpamMMbl B IIOJHOM
o0beMe HE3aBIUCUMO OT MECTa HAXOXKACHH 00yUalOIUXCSl.

O6pazoBaTenpHas opranu3anus obecriedeHa HEOOXOAMMBIM KOMILIEKTOM
JIMLIEH3HOHHOrO ¥ CBOOOHO PaCIpOCTPaHIEMOro IporpaMMHOro obecreyeHus, B
TOM YHCIIE OTEUYECTBEHHOIO MPOU3BOACTBA, KOTOPOE IMOIJIEKUT OOHOBICHHUIO ITPU
HEeOOXOJUMOCTH.

Peanuzarus Hactosime#t [IporpaMmel obecnednBaeTcd IeJarOrH4ecKUMHU
pabOTHUKAaMU W/WIIK JIMIIaMH, IPUBJIEKaeMbIMUI 00pa30oBaTeIbHOM OpraHu3alien K
peanusanuu ITporpaMmel Ha HX yCIOBHSAX.

6.5. Pabouas nporpamma
Moay.as 5. Hopmsl aes10B80ro o61meHus

Iens mporpaMMbl 3aKIIOYaeTCd B TOJIYUYEHUH TEOPETUYECKUX 3HAHHU WU
OBIAJICHUH TIPAKTHYECKUMH YMEHHSAMH ¥ HaBBIKaMH, 00ecleYrBaOLUMH
GopMupoBaHMe W COBEpIICHCTBOBaHME Yy Ciyllareneil npodeccHOHaNBHBIX
KOMITETEHIIHH, HEOOXOIUMBIX I paboThl B 00JaCTH BEICHUS [EIONPOU3BOJACTRA
U OpraHu3alyy CeKPeTapcKoro 0OCITy )KUBaHHS PyKOBOIUTENS.

3aga4u NporpaMmslI:
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1. ®opmupoBaHKE HABBIKOB OCYIECTBICHUS KAaueCTBEHHOI'O B3aUMOAEHCTBHS
C PYKOBOIMTENIEM OpraHU3allvu.
2. PasBuTue yMeHHs IpOBeNeHUs aHamu3a WHGOPMAIMM W IOATOTOBKH
MH(OPMaLMOHHO-aHATUTHIECKUX MaTePUaJIOB.
W OpraHu3anuu

3. @®opmupoBaHue
MEPOTIPUSITHH.

HaBbIKOB

IIOATOTOBKH

HJ]aHI’lpyeMblC PeE3yJbTaThbl NH3YYCHHUN MOYJIs

B pEIYIbTAaTe OCBOCHMA IIPOrpaMMBbl O6yan0H_[I/IeCH

6yO0ym 3HaMb:

© OCHOBBI OpraHusalnn pa60T51 C IOCETUTELIMHU U MTApPTHEPaAMH;
e OCHOBBI JICJIOBOU NEPCITMCKA U JCJTIOBBIX IIEPETOBOPOB;
® OCHOBBI ACTOBOI'O 3THKETA U APECC-KOJa;

6yoym ymemw.

® BCCTHU HCIIOBBLIC IIEPETOBOPHI;

® HCIIOJIB30BaTh HOPMEI ACJI0OBOIO O6U_I€HI/ISI C KOoJLIeTraMHy M ITIapTHEPaMHU.

VueOHbI 1aH

JACJIOBBIX

TpyaoeMKocThb, ak. Y.’

Ne HammeHOBaHHE KOMIIOHEHTOB ITpakTuuecku ®opma
POrpamMMbl e3aHsaTus / KOHTPOJIS
n/n Bcer |Jlexuu Kontpon
0 u CamocTosTen b
b-Has pabota
5 Mopayas S. Hopmsbl aes10BOro 2 1 1 Tectupos
00 IEeHHS aHue
5.1 [Tema 5.1. JlenoBoi 3TUKET U 1 1
UMUK KOMITAHUU
5.2 [[IpomexyTouHas aTrecTalus 1o 1 - 1 Tectupos
MOZYJTIO (3a4€eT) aHue
Nroro 2 1 1

7 Jlns BCEX BH/OB 3aHATHIl aKaJeMUYeCKHil 4ac YCTaHABIHBACTCS MPOAOIKUTENLHOCTLIO 45 MUHYT.
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Copepxanue

Bux Koua- .
.. BO auM
SARSTHI o eHOBaHHe pa3/iesia, TeMbl H COAep:KaHHe
Moayas 5. Hopmbl 1e/10BOT0 001I€eHUST

Tema 5.1. [les10BO# 3THKET H HMHAXK KOMIIAHUHU
JlenoBOl STUKET U UMMK KOMIIAHUM: 3HAUEHHE IS
MpoQEeCCHOHANIBHON  medTenbHocTU.  [IpuBeTCTBUE,
OpeAcTaBlIeHre,  IMpoIaHue. ITHUKET  JIeIOBOMU
MEepPEeNnuCKu. DTUKET PYKOBOJUTENS U TIOJUHMHEHHOTO.
DTHKET " KOHGHUIEHI[UATIBHOCTb. Busutnas
Jlexuus 1 KapTouka: BHABI, OGOpMIIeHHe, HCIOJNb30BaHUE B
nenoBoit  cepe.  TenmedoHHBIE  IIEPETOBOPHI:
[IOATOTOBKA K  pa3roBopy, TEXHUKAa BEIEHHUS.
DNeKTpOHHBIE CpeiCTBAa CBA3HM B JEJIOBOH cpere.
TpeboBanmsi K BHEIIHEMY BHIY B JEIOBOH cdepe.
Bunet npecc-xoma. Ponp mnomapka B IE€JIOBOM

obmennn. [To3apaBieHye AeI0BBIX [TAPTHEPOB

[Ipomexyrounas 1 TecrupoBanue
aTTecTauus
Bcero yacos 2
Kanenaapubiil yueOHbI# rpapuk
Nen/n HaumeHoBaHne KOMIIOHEHTOB 1 nenens 2 HexeJs
NPOrpaMMbI
5 Moayas 5. Hopmbl aejiosoro 5
001 eHM S

OpraHnzannormo-nenaroruqecxne YCJAO0BHA peaau3aliuid MOAYJIs

HCKHI/IOHHBIG 3aHATHA TPOBOIATCA C LEJBIO TeOpeTI/I‘IeCKOﬁ NOATOTOBKH
CJIYHIaTeJIeﬁ. ]_IG.TII) JEeKIHUH — JaTh CHCTCMaTH3UPOBAHHBIE OCHOBLI 3HAHUU IO
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y4eOHOH TeMe, aKleHTUPOBAB BHUMAaHUE Ha HauboJiee CJIOXKHBIX BOIPOCAX TEMEI
3aHATHS. Jlekuug  JOIDKHA  CTMMYJNHMpOBaTh  aKTUBHYIO  IIO3HABaTENIBHYIO
IEATENBHOCTD CIyIlaTelled, crioco0CTBOBaTh (POPMHUPOBAHUIO CAMOCTOSTENEHOIO
MBIIILIEHUS.

Peamusanus Momyiisi ocCylIECTBISIETCSl C TPUMEHEHHEM 3JIEKTPOHHOIO
00y4eHMs U IUCTaHIMOHHBIX 00pa30BaTebHbIX TEXHOIOTHH.

Peamuzanuss Monmyns  obecreduuBaercs — IEJarorMuecCKUMH  KaJpaMH,
UMEIONIMMY  BBICcIIee IpodecCHOHaNbHOEe O0pa3oBaHWE W OTBEYAOIIMMHU
KBaTM(DUKALMOHHLIM  TPEeOOBAHUSIM,  YKa3aHHBIM B  KBAIHGHKAIHOHHBIX
CIIPaBOYHUKAX, U (WIM) IPO(eCCHOHATIBHBIM CTAHAAPTaM, B paMKaX HM3y4aeMoro
LUKJIa.

OO6y4aromuMcs  NpefocTaBisieTcs  AOCTyn  (YOANeHHBIM  JOCTYI) K
COBPEMCHHbBIM HpO(bGCCHOHaHbeIM Oasam JaHHBIX H I/IH(bOpMaLII/IOHHI)IM
CIIpaBOYHBIM  CHCTEMaM, JJIEKTPOHHOH  OHONIHOTEKe, COCTaB  KOTOPBIX
ONpEAENAETCS HACTOALIEH IPOIPAMMOM.

IIpy ocymiecTBIEHWH NHUCTAaHIMOHHOTO OOYyYEeHHS CIyIaTelsM BBIJAIOTCS
JIOTHH Y Tapoib sl BXOXKJEHUS Ha 00pa3oBaTeNbHYIO IIaT(GopMy, C MOMOIIBIO
KOTOpOi HE0OXOaUMO Oy/IeT pean30BbIBATh TPeOOBAHUS IPOTrPAMMEI.

MaTepHaﬂbHO—TeXHl/l‘leCKl/l ycJioBus pe€aJin3alu MOAYJIs

MarepuaneHo-TeXHH4YecKas: 0a3a o0pa3oBaTeIbHOM OpraHu3aly OCHAIEHA
HEOOXOAMMBIM O0OOpYIOBaHUWEM /I JOCTYNIa B HHTEPHET IO BBIIEICHHOMY
KaHaIy.

Ob6paszoBarenbHas  opraHu3anys  HUMeeT  HEoOXOaUMOe  CepBepHOe
0bopyioBaHHe, obecrneunBaroiee (yHKIMOHHPOBAHHE BIIEKTPOHHOH
MHGOPMAIMOHHO-00pa30BaTeNbHON Cpellbl, H BRICOKOCKOPOCTHON KaHal JOCTyIa
K DIIEKTPOHHON MH()OPMaIIHOHHO-00pa30BaTeIBEHOM cpee.

OOydeHre I@POBOAUTCS TOCPEICTBOM DBJIEKTPOHHOW 00pa3oBaTeNbHOM
cpensl (utatdopmen) https://soholms.com.

Jlns ocBOeHHsL 00pa30BaTeIbHON MPOrpaMMbl O0YJArOIIANCS TOJIKEH UMETh
JOCTYIl B CETb HHTEPHET, a TaK:Ke IMEePCOHAIBHBIH KOMIBIOTEP HIH CMapT(hOH.
Hcnonezyemoe 111 oOydueHHS mporpamMmMHoe ofecliedeHHe ¢ TexXHHKa
oOyuyaromierocs  JOJDKHBI ~ COOTBETCTBOBATH  CJEAYIOIIMM  TEXHUYECKUM
TpeOOBaHMSIM:

® JUIS MEPCOHATBHOTO KOMIIBIOTEpA: IMPOIeCCOp € HacToToil paboThl OT
1.5 T, ITamare O3Y o6vemom He MeHee 4 [0, XKecTkuil 1uck 0ObEMOM He MeHee
128 I'6, MonuTop ot 10 mroitmoB ¢ paspemenuem ot 1440900 touek (mukcenei),
OC Windows 7+ wnn Mac OS X ot 10.7+, bpay3ep Google Chrome nocnenneit
BEPCHH.

e s cMmaprdoHa: onepannonHas cucrema Android Bepcuu 5.0 U Bblllle, a
taxoke OC i0S Bepcum 10.0 1 BbIIIe. oniepaTiBHAS NaMATh OT 1 r6 U BbIIle, 3KpaH
ot 720x1280 u BeIle, bpaysep Google Chrome nocnegHeil BepcHH.
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Kaxneiii obyuaromuiicss obecriedeH WHAWBHAYATBHBIM HEOrPAaHUYEHHBIM
JOCTYTIIOM K D3JIEKTPOHHOM HH()OpPMAIMOHHO-00pa30BaTENbHOM IIaTdopMme u3
mo0o0#t  TOYKM, B  KOTOpPOW  uWMeeTcs  JOCTYm K  HHGOPMAIHMOHHO-
TeJIeKOMMYHUKaHOHHOU ceTu «HTepHeT» (Hanee — cetb « IHTEpHET).

DnexTponHas: HHGOPMALMOHHO-00pazoBaTeNlbHAs cpena o0dpazoBaTebLHON
opraHuzanuy 00ecreYnBaeT:

® JOCTyI K HacTtosied IIporpamme, BUeoypokaMm, KOHCIIEKTaM K KaXXA0OMy
YPOKY B BHJIE dJIeKTPOHHOro (aiina B popmare PDF, momaroBeiM HHCTPYKIIASIM U
JOTIOTHUTENIbHBIM MaTepHuaam;

e (opMupOBaHUE 3JIEKTPOHHOI'O apXHMBa BBINOJHEHHBIX PaboOT M TECTOB
00y4aromerocsi, B TOM 4HCIE COXPAHEHHUE ONEHOK U KOMMEHTapUEB MEHTOPOR 10
9TUM paboTaM U TecTam.

ITpu peanuzanuum vacrosieit [IporpaMmel ¢ IpUMEHEHHEM UCKITIOYUTEIHHO
JUCTAaHIHOHHbBIX O6pa3OBaT€JII>HI:IX TEXHOJIOTHH H JJICKTPOHHOI'O O6y'—ICHI/IH
dNeKTpOHHAss  UH(pOpMalMOHHO-00pa3zoBaTenbHas  cpefa  obOpazoBaTelbHOU
opraHu3alyy JOIOJIHUTENHHO 00ECIIeunBaCT:

Quxcanuio xona 00pazoBaTeNbHOrO MpOIEecca, pe3yJbTAaTOB BBHIIIOIHEHUS
JOMAlIHAX TMPaKTUYeCKHX paboT, BBHIIOIHEHUS TECTOB, IIpeABAPUTENbHON
aTTECTalMK U pe3yJIbTaToB ocBoeHus I IporpamMmsl:

® TPOCMOTP BUAEOYPOKOB,

® TpoLENypY OLEHKH pe3ylbTaToB OO0YUeHHUs, peaju3alusi KOTOPBIX
IIpe/lyCMOTPEHA C IPUMEHEHHEM HCKIIIOYUTENBHO SJIEKTPOHHOIO 00yUeHHs!.

B3aumoneiicTBue MeXxay ydYacTHHKaMu 00pa3oBaTenbHOIO IIpoliecca
MTOCPeICTBOM ceTu MHTEepHeT.

OYHKIMOHUPOBAHHE  3JIEKTPOHHOW  HWHOOPMAaLMOHHO-00pa30BaTENbHOM
cpenbl  obecrieyuBaeTCsl COOTBETCTBYIOIIMMH CPEACTBaMU HH(OPMAIMOHHO-
KOMMYHHMKAIIMOHHBIX TEXHOJOTHNA M KBaMM(UKalWeld JIML, €€ UCIIONb3YIOIMUX U
MO ICPKUBAIOLIVX.

DOYHKUHOHUPOBAHKUE  SJIEKTPOHHON  HMHGOPMAIMOHHO-00pa3oBaTeIbHON
Cpenbl COOTBETCTBYET 3aKOHOAATENbCTBY Poccuiickort Penepanu.

CoBOKYITHOCTE HH(MOPMALIMOHHBIX TEXHOJIOTUH, TEIeKOMMYHUKAHOHHBIX
T@XHOHOTYIﬁ, COOTBCTCTBYOIITUX TCXHOJOTHICCKUX CPCOACTB o6pa3013aTean0171
OpraHM3alMi O0ecreurnBaeT OCBOCHHE OOYyYarolmMMKCH IPOrPamMMbl B IIOJHOM
00beMe HE3aBHCHMO OT MECTa HaXOXICHHS 00yJaroIuXCsl.

O6paszoBarenbHas opraHuzanus obecriedeHa HEOOXOAMMBIM KOMILIEKTOM
JTHULEH3MOHHOTO M CBOGOIHO PaCIIPOCTPaHsIEMOro MporpaMMHOro o0ecliedeHus, B
TOM YHCJI€ OTEUECTBEHHOTO IMPOM3BOJCTBA, KOTOPOE MOJJIEXKUT OOHOBIEHUIO IIPH
HeOOXOIHUMOCTH.

Peanwmsaums Hacrosmed I[Iporpammer obecrieuuBaeTcs IeAaroru4eCKUMU
paGOTHHUKAMHU W/WJIM JTHLAMU, IPUBIEKaeMbIMK 00pa3oBaTeIbHOW OpraHu3alien K
peanuzanuuu ITporpaMMBl Ha UX yCIIOBUSIX.

6.6. PaGouasi nporpamma
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MogayJs 6. OcoGeHHOCTH OPraHU3ANNN, IPOBEIeHHS H dTHKETA

HEKOTOPBIX MepONPUATHH

HeJ'lb HHporpamMmMsl  3aKIOYae€TCss B TIOINYUYCHHH TCOPETHUCCKUX 3HAaHUH U

OBJIAICHHUH  IIPAKTHYCCKHUMH YMEHHSAMH ¥ HaBbIKaMH,

00ecIIeYnBaIOILIMMA

(GOpMHpOBaHME M COBEpIISHCTBOBaHWE Yy CHymiatelied NpodecCHOHATBHBIX
KOMIIETEHLIMY, HEOOXOIUMBIX 1711 paboThl B 00NacTH BeJeHMs JeTOMPOU3BOICTRA
U OpraHU3alUy CEKPETapCKoro o0CIyKUBAaHUS PYKOBOIUTEIS.

3agaum nporpaMmsi:

1. ®opMUPOBaHME HABBIKOB OCYINECTBICHUS KAUeCTBEHHOTO B3aUMOEHCTRHS
C PYKOBOJMTEJEM OpraHU3alIiH.
2. PasBuTHe yMeHHUSA IpOBeNeHHS aHaiu3a HHGOPMALMKU M TOATOTOBKHU
MH(}OPMAaLIMOHHO-aHAIUTHYECKUX MaTepHAIOB.

3. @opMHpOBaHHE  HABBIKOB

MEPOIPHUATHH.

NOATOTOBKH H OopraHv3allu

Ilnanupyemble pe3yabTaThl H3yUeHHs MOAYJIS

B pe3ynbpTaTe OCBOEHUS IPOTPaMMBbI 00yUaroIuecs

oyoym 3Hamo:

JIEJIOBBIX

® (I)YHKL[I/IOHEUII)HBIC 00s3aHHOCTH I[IOMOILIHHUKa PYKOBOAUTEISI H €ro pPoOJIb B
YIIpaBJI€HYCCKOM IIPpONECCCE OpraHn3aliuu,

® OCHOBBLI ACTIOBOI'O 3TUKETA U IPCCC-KOIA,

® OCHOBBI Oprann3aliiyv H ITPOBEACHMS AE€JIOBBIX Meponpnsn“nﬁ;

oyoym ymemo:

® TOTOBHUTH I/IH(I)OpMaI_II/IOHHBIe-CIIpaBO‘IHBIe JOKYMEHTBI IpH  IMOATOTOBKE

JIETIOBBIX MEPOIIPUSATHII;

® OPraHu30BEIBATH U ITPOBOAUTE ACJIOBBIE MEPOIIPUSTHS,

e rOTOBUTH INyOJNUYHBIE  BBICTYIUIGHHS  PYKOBOIZUTENA A JEJOBBIX

MEPOIPUATUH.

YueOHbIH NIaH
TpynoemkocTb, ak. Y.

Ne HammeHOBaHHE KOMIIOHEHTOB [ IpakTryecku ®opma

POrpamMMmbl e3aHsITUs / KOHTPOJIA
o/n Bcer |Jiexun KonTpoin

CamocTosrel

8 J{ns1 BCeX BUIIOB 3aHATHI aKaeMUUeCKHil 4ac YCTAHABINBACTCA POJOIKUTENLHOCTBIO 45 MUHYT.
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0 u b-Has paboTa b

6 [MoayJas 6. OcobenHOCTH 3 2 1 Tectupos
OpPraHU3alMM, NPOBeIeHHs H aHue
ATHKETA HEKOTOPBIX
MepONpHATHI

6.1 Tema 6.1. Ocobennocru 2 2
OpraHA3alny, IIPOBCICHUS U
STHUKETA HEKOTOPBIX MEPONPHUATHIA
6.2 [[IpomexyTrouHas aTrecTalus 1o 1 - 1 Tectupos
MO IO (3aUeT) aHpe
Hroro 3 2 1
Coaep:xanne
Bun Kou-
o BO HaumenoBanue pa3zjiesia, TeMbl M cOJepPKAHHE
3aAHATHH qACOB

Moayas 6. OcobennocTn opranu3anum, NpoBeIeHHA U dTHKETA

HEKOTOPBIX MEPONPHATHH

Jlexuus 2

Tema 6.1. OcobennoctH OpraHM3alNMu,
NpoBeJeHHs U ITHKETAa HEKOTOPBIX MePONPHATHH
Ilogroroeka “H(QOPMALMOHHO-CIIPABOYHBIX
JIOKYMEHTOB WM IIOMEIIEHWS] K  MEepPOIPUSITHIO.
[TonrotoBka 1y OJTMIHBIX BBICTYTUIEHUH
PYKOBOIUTEJIS. Cogewianus. ITeperoBopsl.
TopxxecTBeHHble  HepeMOHMH. Kpyrmeli  cTod.
[Ipuemsl ¢ paccaakodt 3a crosnoM. Ilpumemsr cros.
buznec-nany. Ilpecc-nanuy. IlpesenTanus.
Koudepennus. 3ammuTa KOH(HUIEHIMaIbHON
uHbopMalii  TIpU  IPOBEICHHHM  COBEIIAHH,

[IEPErOBOPOB, APYTHX MEPONPUATHHA.
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Bux Koan-
- BO HaumenoBanue paszzesia, TeMbl H cogepKaHue
3AHATHH
4acoB
[TpomexyTounas] 1 TecTupoBanue
aTTecTanus
Bcero yacon 3
Kanenaapuwplii yue6Hblil rpauk
Nen/m HaumeHoBaHHE KOMIIOHEHTOB 1 Hepens 2 neneJs

nporpaMmmeI

6 Moayab 6. OcobenHocTH
OpPraHu3aNUN, IPOBEACHUS H 3THKETA 3
HEKOTOPbIX MepPONPHSITHI

OpraHu3anMoHHO-NIeAArorHYecKHe YCJA0BHA Pean3aluud MOYJIst

JleKIMOHHBIE 3aHSATUS IPOBOIATCS C LENBI0 TEOPETHYECKOH IOArOTOBKH
cnymareneid. Llenp jgexknuu — AaTh CUCTEMAaTU3UPOBaHHBLIE OCHOBLI 3HAHMM I10
y4eOHOM TeMe, aKl[eHTHPOBaB BHUMaHHe Ha HaHOoJiee CIIOKHBIX BOIIPOCAX TEMBI
3agATHA.  JleKnuMsT NODKHA — CTUMYJHMPOBATh AKTUBHYIO  IIO3HABATEJILHYIO
NEeATENLHOCTh ClyIaresieid, criocoOCTBOBaTh (POPMHUPOBAHUIO CAMOCTOSATEIBEHOTO
MBINIJIEHUS.

Peanuzamuss MOIYJS OCYIIECTBISIETCSI € NIPUMEHEHHEM DJIEKTPOHHOIO
00y4YeHHs U TUCTAHLIMOHHBIX 00Pa30BaTENbHBIX TEXHOIOTHH.

Peanuzauuss wMoayns  oOecrieuwBaeTcs — NMEJaroru4eCKMMM  Kajgpamu,
AMEIOIMMH  BhICcIIee TIpodecCHOHaIbHOE O0pa30oBaHME M OTBEYAIOUIMMH
KBATU(QUKAMOHHEIM  TpeOOBAaHHAM, YKa3aHHBIM B  KBalU(UKALHOHHBIX
crpapounukax, u (Win) npodeccHoHANEHBIM CTAHAAPTaM, B PaMKaxX U3y4yaemMoro
MKJIA.

O6yuarompMcs  TIPEJOCTaBIsIeTCs J0CcTyn  (yHaleHHBIH  JOCTym) K
COBPEMEHHBIM NPO(ECCHOHANBHBIM 0a3aM JaHHBIX M HMH(QOPMALUMOHHBIM
CIIPaBOYHBIM  CHCTEMaM, DJIEKTPOHHOH  OuOnuoTeKe, COCTaB  KOTOPBIX
OIIpeeNsAeTCsl HACTOSIIEH ITPOrpaMMOii.

IIpu OoCyIUECTBIEHHH AUCTAHIMOHHOIO OOyuYeHHs CIyLIATeIsIM BBIAAIOTCS
JIOTMH M TIapoJjb ISl BXOXIEHHS Ha 00pa3oBaTeNbHYIO IIAT(GOPMY, C MOMOLIBIO
KOTOpO# He00X0ANMO Oy IeT peanu30BbIBaTh TPEOOBAHUS IPOTPAMMBI.

MaTepuanbHO-TEXHHYECKH YCJIOBHS peaju3auu Moay/ s
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MatepuanbHO-TeXHUYECKas 6a3a 00pa3oBaTeIbHON OpraHU3aliK OCHAIICHA
HEOOXOMUMBIM O0OPYZOBaHUEM [UIl AOCTYIla B HMHTEPHET IO BBIIEICHHOMY

KaHaly.
OOpazoBaTeNbHass ~ OpraHM3alds  UMeeT  HeoOXOAUMOe  CepBepHoe
obopyioBaHue, obecrieurBaroee (GYHKIHOHAPOBAaHUE ANEKTPOHHOU

MH(GOPMAaLMOHHO-00pa30BaTeNbHOM Cpe/ibl, ¥ BBICOKOCKOPOCTHOM KaHall JOCTyIla
K DJIEKTPOHHOH HH(POPMAILIHOHHO-00pa30BaTeNbHON cpefe.

OO6yueHue NPOBOIUTCS TOCPEACTBOM 3SJIEKTPOHHOW 00pazoBaTelbHON
cpennl (utatdopmer) https://soholms.com.

Jlyist ocBOeHMs 00pa30BaTeIbHOM MPOrpaMMBbl 00y9alomUNiCs JOKEeH UMeTh
JOCTYI B CEThb WHTEPHET, a TakiKe IMEePCOHANBHBIA KOMIIBIOTEP MIA CMapT(OH.
HcrnonedyemMoe Jiss  O0ydeHWs OporpaMMHoe obOecriedeHMe U TeXHHKa
o0ydaromierocss  JOJDKHBI ~ COOTBETCTBOBAaTh  CIEAYIOIIUM  TEXHUYECKHM
TpeOOBaHUAM:

e IS IEPCOHATHLHOTO KOMIIBIOTEpA: IMPOLECCOp € YacTOTOM paboThl OT
1.5I'Th, Hamare O3Y o6bemoMm He Menee 4 I'6, XKecTkuit Iuck 065EMOM HE MeHee
128 I'6, MounuTop ot 10 aroiimos ¢ paspemniennem oT 1440*900 Touek (muxceneit),
OC Windows 7+ umu Mac OS X ot 10.7+, Bpaysep Google Chrome nocnenneii
BEpCHUH.

e s cMapTdoHa: ornepaunonHas cucrema Android Bepcuu 5.0 u BbIUIE, @
taxoxke OC 10S Bepcun 10.0 1 Bblille. onepaTuBHAas TaMATh OT | rO M BhIIIE, KpaH
ot 720x1280 u Beime, bpayzep Google Chrome nocnenHeil Bepcuu.

Kaxxnpiii oOydvarommuiicss oOecriedyeH WHAWUBUAAYAIBHBIM HEOTrpaHWYEeHHBIM
JOCTYIIOM K OJJIEKTPOHHOU HH(GOPMALMOHHO-00pa30BaTeNIbHOM IIaTpopMe U3
Mool  TOYKM, B  KOTOpO#  wmMmeercs HOOCTyn K  MH(OPMAaLHUOHHO-
TeJIEKOMMYHHUKaIHOHHOH ceTn «HTepHeT» (f1anee — ceTb «MHTEpHET).

DieKTpoHHas HHMOPMAIMOHHO-00pa3oBaTeNbHas cpefa 00pa3oBaTeIbHOM
opraHu3anuy obecrednBaeT:

e Jj0CTYyn K Hacrosiel IIlporpamme, BUAeoypoKaM, KOHCIIEKTaM K KaXKIOMY
yPOKy B BHJE JIeKTpoHHOro daiina B popmare PDF, momaroBeiM HHCTPYKIUSAM H
JIOTIOJTHUTENBHBIM MaTeprasam;

e (popMHpOBaHHE 3JIEKTPOHHOIO apXuBa BBINONHEHHBIX PabOT W TECTOB
00y4aroIierocsi, B TOM YHCJIe COXPaHEHHE OIIEHOK U KOMMEHTapHeB MEHTOPOB I10
9TUM paboTaM U TecTaM.

Ipu peanuszannn Hacroauied IIporpaMMel ¢ IPEMEHEHUEM HUCKITFOYUTEIBEHO
IMCTAHIUOHHBIX 00pa30BaTEIbHEIX TEXHOJOTHA M BIEKTPOHHOIO OO0y4YeHHs
5IeKTpOHHas  MH(POPMAIMOHHO-00pasoBaTelbHas  cpefa  0OpasoBaTelbHOM
OpraHH3alyH JOMOIHUTENBEHO 00eCIeYHnBaET:

duxcanuio xoma o0pa3oBaTeNBFHOrO IMPOLECCca, Pe3yIbTaTOB BBIMOTHEHUS
JOMAIIHMX IIPAKTHMYECKUX paboT, BBIIOJIHEHNUsS TECTOB, IIPENBAPUTENHHOM
aTTeCTalldl U pe3yJIbTaToB ocBoeHus [IporpamMmel:

e TIPOCMOTP BHIEOYPOKOB,

e TpOUEAYpy OLEHKH pe3ylbTaToB oOOy4eHMs, peanusanus KOTOPBIX
[IpeXyCMOTPEHa ¢ TIPUMEHEHHEM HCKIIIOYHUTEIFHO DJIEKTPOHHOTO 00y YeHH .

37




Bzaumopelicteie Mexay y4YacTHHKaMd o00Opa3oBaTeNbHOTO Ipolecca
nocpencTsoM cetu HTepHeT.

QOyHKUMOHUPOBAHUE  DNEKTPOHHOH  HMH(DOPMAIMOHHO-00Pa30BaATENbLHOM
cpenbl 00ecrneuMBaeTCsT COOTBETCTBYIOIUMMM CPEACTBAMH HUH(DOPMALMOHHO-
KOMMYHUKAIMOHHEIX TEXHOIOTUHA W KBaNIU(UKAIMEW JIUI, ee WCIONL3YIOMUX U
MOJIIEP)KUBAIOIIHX.

QOyHKUMOHMPOBAaHUE  IEKTPOHHOM  MH(OPMAIMOHHO-00pa30BaTENLHOM
Cpeabl COOTBETCTBYET 3aKOHOaTeNnbCTBY Poccuiickoi Menepanuu.

CoBOKYyIIHOCTb MH(OPMALMOHHBIX TEXHOJOTHH, TeIeKOMMYHHKALMOHHBIX
TEXHOJIOTUM, COOTBETCTBYIOIIUX TEXHOJIOTMYECKUX CpPEICTB 00pa3oBaTellbHOM
OpraHW3alMy 00ecCIeYrBaeT OCBOCHHE OO0YYarOIIHMUC IIpOrpaMMbl B IIOJTHOM
ob6beMe He3aBHUCHUMO OT MEeCTa HaXOXAeHHUs 00yJarOIIHXCs.

O6pa3oBarenbHast opranu3anms obecliedyeHa HEOOXOIAMMBIM KOMILIEKTOM
JMIIEH3HOHHOTO M CBOOOJHO paclpoCTpaHsIeMoro mporpaMMHOTO o0ecreueHus, B
TOM YHCJIE OTEYECTBEHHOT'O IIPOM3BOICTBA, KOTOPOE TMOJJIEKUT OOHOBIEHUIO TIPU
HEeOOXOIVMMOCTH.

Peanuzanms nHactosmeid I[lporpamMmbl obecrieunBaeTcs ITeqarordyecKUMHU
pabOTHHKAaMU W/UNU JTHUIIAMU, TIPUBIEKaeMbIMU 00pa30BaTeIbHOM OpraHu3aiuei K
peanuzanuu I IporpaMMsl Ha UX yCIOBUSIX.
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7. OHEHKA KAYECTBA OCBOEHUS ITPOI'PAMMBI

DopMbl ATTECTANHH

[IporpamMmoit mpenycMOTpeHa TeKyluasi, MpoMeXyTodHass U HTOroBas aTTeCTalys
CIIyLIaTeneu.

Jyis ipoBezieHys TeKyllel, IPOMeXyTOUHOM U UTOTOBOH aTTecTaluyu paspaborad
(GOHI OLEHOYHBIX CPEACTB, SBISIONIMACS HEOTHEMIEMON YaCTBIO Yy4eOHO-
METOIMYECKOT0 KOMILIEKCa.

O0beKTaMH OLCHHBAHHA BBICTYNAIOT:
[J cTeneHb OCBOCHHS TEOPETUUECKIX 3HAHMIA,

[1 ypoBeHb OBAJEeHHUs NPAKTUHECKUMH YMEHHSIMHU U HABBIKAMH IIO BCEM BHJIaM
y4eOHOI paboTHI.

Texkymmi KOHTpOAL 3HaHUIT oOyuaromuXcs MPOBOJUTCS TIpernojaBaTeleM,
BeyIMM 3aHATUS B Yy4eOHOHl rpyImme, Ha MPOTSHXKEHWH BCero OOydeHHus I10
IIpOrpaMme.

Tekyuuii KOHTpONb 3HaHUN BKJIIOYaeT B ceOs HaOMIOAeHHE NpernojaBaTens 3a
yuebHOi paboToil oOyuarommuxcsi W IPOBEPKY KadecTBa 3HAHWUH, yMEHUH H
HABBIKOB, KOTOPBIMU OHH OBIIAJICNIH Ha OIpEIeNeHHOM 3Tarne odoy4ueHus B Gopmax,
YCTaHOBIEHHBIX NPENoiaBaTeeM.

HpOMeH(yTO‘lllaﬂ aTTeCTalMsl — OLCHKa KadecTBa YCBOCHHA O6y‘laIOIlII/IMI/ICH
COACPXKaHHUA y‘IG6HBIX MO,Z[YIIefl HETIOCPEACTBCHHO IO 3aBEPIICHHUU UX OCBOEHHA,
IIpoBoAMas B c])opMe 3a4CTa MMOCPCACTBOM IIPOXOKACHUA TCCTUPOBAHUA.

[IpomexxyTouHas aTTecTalus NPOBOAUTCS I10 pe3ybTaTaM OCBOEHUS CIENYIOIUX
MOJyJIeH IIpOrpaMMBl:

Monyns 1. [IoMOILHUK pyKOBOAUTENS B CTPYKTYyp€E OpraHu3alui
Mojynb 2. Opranuzanus paboTsl pyKOBOIUTENIS U o¢uca
Momyis 3. OcoOeHHOCTH yIpaBIeHYECKOro JOKyMEHTO000poTa
Monyns 4. JlenoBas nepenucka

Moayns 5. Hopmbl genoBoro o0meHus

Mopyis 6. OcobeHHOCTH OpraHU3alNH, IPOBEACHMS U 3THKETa

[IpomexxyTo4Hass arTecTalus I[poOBOAHUTCA (opme 3ayera IOCPENCTBOM
IIPOXOX/ICHHUS TECTUPOBAHUS B yueOHOE BpeMs, OTBOJUMOE HA M3y4EHHE NaHHBIX
MOJYJIEH.
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[Tpomenmum IpOMEXYTOUYHYIO aTTECTAI[MIO BHICTABISETCS OIIEHKA «3aYTEHO)» II0
KaXXIOMY MOJYJIIO IPOTPaMMBI.

Hrorosas arrecranms — Ipolenypa, MPOBOIUMAS C IEJbI0 yCTAHOBIEHUS
YPOBHS 3HaHMH 00Yy4YaIOLIUXCS C YYETOM IPOTHO3UPYEMBIX PE3YNILTATOB 00yUeHH
1 TPeOOBAaHUH K pe3yJIbTaTaM OCBOSHUS [TPOTrPaMMAEL.

CrymaTens JOMyCKaeTcs K HTOIOBOM aTTeCTalMH T0CIIe U3YYeH s Pa3IelioB U TEM
IIpOrpaMMsl B 00beMe, MPeayCMOTPEHHOM y4eOHbIM IIJIaHOM.

Jlns arrectanuy 00y4aroUIMXCs HA COOTBETCTBHE MX MEPCOHATBHEIX JOCTHKEHUI
TpeOOBaHUAM COOTBETCTBYIOLIEH 00pa3oBaTebHOM IPOrpaMMbl CO3JaHbl (POH/IBI
OLICHOYHBIX CPCACTB, BKIOYAOHIKME THUIIOBBIE TECTBI H METOOBI KOHTPOIA,
IIO3BOJIAIOIIHE OIICHUTDH 3HAHUA U YMCHH.

OOyuvaromumMcs, yCHENIHO MPOIIeAIIUM HMTOTOBYIO aTTECTAIUIO, BBIIAIOTCS
YAOCTOBEpPEHUs O MOBBIIICHUU KBAIM(HUKALINH YCTAHOBIIEHHOI'0O 00pasIa.

Ilppy  ocBOEHHMH HpOrpaMMbl  [ApaJUIENBHO C  IOJYYEHHEM  CpPEeTHEro
OpoQeCCHOHAIBHOTO MJIM BBICIIETO 00pa30BaHUS YIAOCTOBEPEHHS O IMOBBIHIEHHH
KBUIM(QUKAUUHA BBAAIOTCS OJHOBPEMEHHO C IIOJIYYEHHEM COOTBETCTBYIOIIETO
JIOKyMEHTa O CpeHeM Npo(dheCcCHOHATHLHOM HITH BEICIIEM 00pa30BaHUH.

JInaM, HE DPOIUENIITUM HMTOTOBYIO aTTECTALMIO MM IMOJYYHMBIIMM HA HTOTOBOM
aTTecTalli HeyJOBJICTBOPUTENbHBIE pPe3yJIbTaThl, & TAKXKE JHIAM, OCBOMBIIHM
4acTh IPOrpaMMbl M (WIM) OTYHCIEHHBIM H3 00pa30BaTEILHON OpraHH3allvy,
BBIaeTcsA clpaBka 00 oOydeHHMH WIM O THepuone oO0ydeHHs Mo oOpasiy,
yCTaHABIMBAEMOMY OpTaHU3aIlUeH.
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8. IPOTPAMMA UTOT'OBOM ATTECTAIIMM OB YYAIOIIUXCS

OOyuaromuecs JOMyCKAalTCA K UTONOBOM aTTECTAllUU [10CIIe U3YYEHMs pa3iesioB U
TEM MPOrpaMMBI B 00beMe, IPeyCMOTPEHHOM yUeOHBIM IJIAHOM IPOrPAMMBE.

OneHka KayecTBa OCBOEHHUs Y4YeOHOW NporpaMMbl IIPOBOJUTCA B IIpoLecce
HTOTOBOI arTecTanuu B popMe 3aueTa NoCpeICTBOM NPOXOKIEHUS TECTUPOBAHMS.

Onenka Kpurepun onenku

3a4TeHo Onenka «3auTeHO» BBICTABISETCS CIyLIATENIO, €CIA OH
TBEPAO 3HAET MaTepuall Kypca, IPaMOTHO M IO CYIIECTBY
HCIIOJNIB3YEeT €ro, He JIOMyCKasl CyIIeCTBEHHbIX HETOUHOCTEH B
OTBETE€ Ha TECTOBBIE BOIIPOCH, MPABUJIBHO [PUMEHSET
TEOPEeTHUECKHE IIOJIOXKEHUS NpPH PEUIeHHH MNPaKTUYeCKUX
poripocoB. He menee 80% mpaBUIIBHBIX OTBETOB MPU PELLICHUHU
WTOTOBOI'O TECTA.

He 3aureHo Ouenxa «He 3auTeH0» BBICTABIAETCS CILYIIATENO, KOTOPBIA HE
3HAeT 3HA4YUTEIBHOM YacTH MNOPOrpaMMHOIO MaTepuana,
JIOITyCKaeT CyIIeCTBeHHbIe OIINOKY, HEyBEPEHHO, C OONBIINMHU
3aTPYAHECHUSIMUA peLIaeT IIPaKTUYECKHE BOIPOCHI WM HE
copaBsIeTcsl € HUMH camocToAreinbHo. Menee 80%
IPaBUJILHBIX OTBETOB IPU PEIIEHUN UTOIOBOTO TECTA.

Jlumam, yCIenHo OCBOMBILUM MPOTPaMMy U IPOIIEAIINM UTOIOBYHO aTTeCTalHIo,
BEIZIAETCS  YOOCTOBEPEHHE O IOBBIMICHUHM KBATU(PUKAINHK YCTaHOBIECHHOTO
obpa3zna.

JlunaM, He IPOIISHIIUM HWTOTOBYH aTTECTAllMIO WM IIOJIY4YHMBIIMM Ha HUTOTOBOM
aTTeCTalldd HEyOOBICTBOPUTENBHBIC PE3yNbTaThl, a4 Tak)Ke IHIAM, OCBOHBIIHM
4YacTh MPOrpaMMbl U (WJIM) OTYHCIEHHBIM W3 00pa30BaTEIbHOM OpraHM3aluy,
BEIIAeTCA CIpaBKka 00 oOydeHHM WM O Tepuoje oOydeHus IO oOpasuy,
YCTaHABIUBAEMOMY OpPraHHU3aLUEH.
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9. OIEHOYHBIE MATEPUAJIBI

IIpuMepHBIE BOIIPOCHI IIPOMEXKYTOYHOIO TECTA:

Moayanb 1. IloMOIIHHK PYKOBOANTE/IS B CTPYKTYpe OpraHU3alun

1. Kaxas ocHOBHas 00513aHHOCTH MTOMOITHHUKA CEKpeTapsi pyKOBOIUTENIS?
a) Opranuszanus padbodero rpapuka

b) BeneHnne nokyMeHTauu

¢) YmpasineHue NpoeKTaMu

d) IIpoBeneHue neperoBopoB

2. Kakue HaBBIKM SIBISIFOTCS KJIFOYEBBIMH IS pabOTHI ITOMOILHUKA CEKpeTaps
PYKOBOAUTENA?

a) OpraHu3alMOHHBIE HABBIKU

b) KoMMmyHHUKATHBHEBIE HABBIKK

¢) PUHAHCOBBIE HABBIKU

d) Texauueckrue HaBBIKU

3. Kakue mnporpaMMbl U HHCTPYMEHTHI YacTO WCIIONB3YIOTCS IOMOITHHKaMH
cekperapel pyKoBOgUTENen?

a) Microsoft Office

b) Google Suite

¢) CRM-cucremsl

d) Bce BrIIIEnEpeYnCIEeHHBIE

4. Kaxas ocHOBHag GyHKUIMS KaleHzaps Mg IIOMOIUIHHKA CeKpeTaps
PYKOBOJIUTENSA?

a) [InanmpoBaHue BCTped U COBEILIAHHH .

b) Benenue crucka KOHTaKTOB

¢) YupaieHue 3aadaMu

d) Opranuzanys noe3nox

5.IToMOILHUK PyKOBOAHUTENS OTHOCUTCS K KATETOpUH
a) pYKOBOJHUTEIIN

b) crienuaIucTI

C) TEXHUYECKHE UCIIOTHUTEIIN

Moayab 2. Oprannsanus pa6oThl pyKoBOAHTe A H oduca

1. ITpuem nocetuteneit — 3To

a) OpraHU3alMOHHO-3JIMUHHUCTPaTHUBHAsA paboTa
b) TBOpUEcKas paboTa

c) TexHm4eckas pabota

d) BcmomorarensHas pabora




2. Kakas ocHOBHas 3ajjada MOMOIIHUKA CEKpeTapsi PyKOBOAUTeNs Mpu pabote C
KOHTpareHTamu?

a) IToAroToBKa JOrOBOPOB ¥ KOMMEPUECKUX MPEIJIOKESHUN

b) I[leperoBopkl U 3aKIFOUEHUE CHEIIOK

¢) YmpaBieHHue OTHOILIEHHUSIMHU C KIHEHTaMH1

d) Bce BhIIIEIIEpEUHUCICHHOE

3. Kakywo ponp urpaeT NOMOIIHHUK CEKpeTaps PYKOBOAMTENS NpH o00paboTke
BXOOSIIUAX 3BOHKOB?

a) OuIBTpaIMs U HallpaBJIeHe BEI30BOB

b) OTBeTHI Ha OOIIKE BOMPOCHI KIUEHTOR

¢) 3anuck 3asiBOK U COOOIIEHHH

d) Bcee BrilenepeyucieHHoe

4, Kakme 3amadyd MOXKET BBIIOJHATH TOMOIIHUK CEKpeTaps pPyKOBOIUTENS B
obacTv ynpaBJieHus IePCOHATIOM?

a) BeneHue KaJpoBBIX TOKyMEHTOB

b) Opranuzauus o0y4eHusa U TPeHUHIOB

¢) I[IpoBeneHne OLIEHOK U aTTeCTaIlHH

d) Bce BhllIEnepedrcIeHHOE

5Kakyio poiib HWrpaeT CEKpeTapb B  MONJEPKKE  OpPraHU3alMOHHOIO
HEPAPXUIECKOTO NopsaaKa?

a) ObecriedeHre CBOEBPEMEHHOM nepenadn HHPOPMallUK PYyKOBOIUTEIIO

b) CozelicTBre TOANEPKAHUIO TIOPSAAKA U JUCLUILINHEI B odrce

¢) [IpuHATHE peleHnii 10 KOMITETEHIMN PYKOBOIUATENSA

d) O0yueHue 1 pyKOBOICTBO aIMUHUCTPATUBHEIM COTPYIHUKAM

Moayb 3. OcoGeHHOCTH ynpaBJ/IeH4ecKOoro JOKYMeHT0000poTa

1. Yro BKIIFOUaET B ce0sl yNpaBlIeHYECKHA TOKyMEHTOOO0OPOT CeKpeTaps?
a) Pabora ¢ Bxofsueil KoppecnoHAeHIei

b) PabGora ¢ ucxoasueid koppecnoHgeHueii

¢) YnpaBneHue 3JIeKTPOHHBIMU JOKYMEHTaMHU

d) Opranuzanus BCTped U J1eJIOBbIX IT0E30K

2. Kakue OCHOBHBIe NPUHIUIIBI PEryJIAPYIOT yIpPaBIeHYECKHI TOKyMEHTO000pOT
cexperaps?

a) ITpuHIHT IOpUANYECKOil 00513aTeIbHOCTH

b) I[IpuHLIKII KOHPUIEHIHATEHOCTH

¢) IIpuHIIUIT aKTYanbHOCTH U JJOCTOBEPHOCTH

d) ITpuHIIUI CUCTEMHOCTH U CTAOMIIBHOCTH

3. Kaxum o0Opa3oM  cekperapb JOJDKEH  00pabareiBaTh  BXOISIIYIO
KOPPECTIOHASHIINIO?
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a) Peructpanys u Hymepauus BXOIIIUX JOKYMEHTOB

b) OueHka cTeneHy CPOYHOCTH U BAXKHOCTU JOKYMEHTOB
¢) Pacnipenenenue TOKYMEHTOB 10 HCTIOTHUTENSIM

d) ®opMupoBaHUE OTUETOB U CTATUCTUKHU

4. Kaxne (QyHKUMM BBIIOJHSET CeKpeTapb IpH paboTe ¢ HCXOAsILeH
KOppecrnoHeHIuen?

a) IloaroToBKa IPOEKTOB JOKyMEHTOB

b) CornacoBanue 1 yTBEpPXKICHHIE JOKyMEHTOB

c¢) OTnpaBka JOKyMEHTOB I10JIy4aTelIsIM

d) KoHTpoJb HCIIONIHEHUS 33134, YKa3aHHBIX B JOKYMEHTax

5. Kakue npenmMyI1iecTBa UMeeT JIeKTPOHHBIH JOKYMEHTOOO00POT MJis cekperaps?
a) YckopeHue npouecca 06paboTku 1 nepenadyn J0OKyMEHTOB

b) CokparieHrue OyMaxHBIX HOCUTeNIel NHpOopMauu

¢) Jlydinas opranu3anys U CTpyKTYypHpPOBaHUE JOKYMEHTOB

d) YiydiieHne KOHTPOJISI U OTYETHOCTH I10 JJOKYMEHTO000pOTY

Moayan 4. [lesioBasi nepenucka

1. Kakum 00pa3zoM cekpeTaph HODKEH HAYMHATD JAEI0BOE IUCHEMO?
a) "IIpuBetcTByto!";

b) "oporoii (MM nonmydatens),";

c¢) "3apaBcTBYyiTE,".

2. Kakoit momkHa 6bITh CTPYKTYpa JA€JI0BOr0 Nuchma?

a) BerynurenpHas (pasa, OCHOBHAS YacTh, 3aKIIIOUUTENbHAs (pasa;
b) TosibkO OCHOBHAs 4acTh;

¢) Toxpko 3akmounTeNbHAs (paza.

3. KakuMm 06pazoM cekpeTaph HOIDKEH 3aBepliaTh 1eJI0BOe MUCHMO?
a) "C Haumy4dlIMMU [TOXKENaHUusIMH,";

b) ">Kgy Bawero orsera,'";

¢) "o cBupganusa!".

4. KakuMm 00pazoM CeKperaph JIOJDKEH (OpPMYJIUpPOBaTh AEIOBYIO UH(OPMALIAIO B
mucbmax?

a) Kpatko u sicHO;

b) Vicrions3yst CIOXKHBIE TEPMUHBI U CIIEUPUUECKYIO TEKCUKY;

¢) Bxirouars THIHBIE MHEHUS U SMOIUH.

5. Kakum 00pa3oM cekpeTaps HOJDKEH INPHKPEIUIATh (Qaiibl K 3JIEKTPOHHBIM
macbMam?

a) [TpukpennsaTh Bce (aiyibl BMECTO BCTABKU CCBIIKH,

b) Mcnosp3oBaTh 06JIa4HOe XPAHWIIMILE U OTIPABITH CCBIIKU Ha (aibr,
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c¢) He npukpennsts $haiiiisl, a ONMUCHIBATE KX B TEKCTE IIMCHMA.

Moayas 5. HopMmbl ge/10Boro o6umeHus

1. KakuM 06pazoM cekpeTapb JOJIKeH OTBeYaTh Ha TeJe(OHHBIEC 3BOHKHU?

a) Coo01maTh cBOe UMS U MIPUBETCTBUE, 3aTEM Y3HABATEH, K KOMY 3BOHOK;

b) IIpocto rooputs "3apaBcTByiiTe!" U K IaTh, IOKA IIO3BOHUBLINI HA30BET CBOIO
haMunuio;

¢) OTBeyarh TOJBKO Ha 3BOHKU OT U3BECTHBIX HOMEPOB.

2. Kakoil nomkHa OBITH OZEXJa CeKpeTaps NpPH BBINOIHEHUH OQHUCHBIX
00s13aHHOCTEN?

a) O@uuuanbHbIA ¥ aKKypPaTHBIN CTHIIb OJIEXK/IHI,

b) CHOpTUBHBIN CTUITB OACKIBL,

c¢) bes paznupl, rmasHOoe KOMGBOPT.

Bompoc 3. KakuMm o00pa3oMm cekpeTapp JOOJDKEH TIOAaBaTh JOKYMEHTHI U
COOOIICHHS CBOEMY HAYaIBHUKY?

a) IIpocTo MONOKUTH X HA CTOJT HAYAILHHKY;

b) OTIpaBUTh MO AEKTPOHHOMN [TOYTE;

c) IloctyuaTscsa B ABeps U CIIPOCUTH, MOJKHO JIM BOWTH, 3aT€M BEXJIMBO MepenaTh
MOKyMEHTBI WJTH COOOIIEeHue.

Bomnpoc 4. KakuM o6pa3oM cexperapb JODKEH BCTpeuaTh rocTei B oduce?
a) BexI1BO MONPHUBETCTBOBATh M YKA3aTh UM, Iie OHHA MOTYT OXKUIATh,

b) UrHopupoBaTh, IOKa HAYATBHHUK HE TOSBUTCS;

¢) [1o3BaTh 0XpaHy ¥ COOOUIUTH O MOSBICHAN HE3HAKOMIIEB.

Bonpoc 5.Kak [oiDkeH NpUBETCTBOBATH CEKpPETaph IOCETUTENeH, KOTOphle He
MPEACTABHIIACH?

a) Cka3atp "l[loxanyiicta, mpeacTaBbTeCh";

b) Ckazarts "3gpaBcTByiiTe, Kak Bac 30ByT?";

¢) IrHopupoBaTh, ITOKA MOCETUTEINb He TIPEICTABHTCAL.

Moayab 6. OcobeHHOCTH OpraHU3alnuM, NPOBeleHH H ITHKETa HeKOTOPBIX
MepONpUATHH

1. Kto 0OOBMHO 3aHMMAaeTcs TOATOTOBKOM JOKYMEHTOB M MaTepualloB Ui
COBEILaHWI WU TIePEeroBOpoB?

a) PykoBoauTens;

b) Cexperaps;

¢) CneriuanbHO HAHATHIN OpraHU3aToOp MEPOIPUSITUM.

2. Yro BKIIOYaET B cebs NOAT0OTOBKA K COBCUIAHHUIO UJIH HSpEI‘OBOpaM?
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a) [loaroToBka MOBECTKU HS, MONOOP YyYaCTHUKOB, PacChLIKa HMPHUITAIICHHH H
pacrpeneieHne MaTepruasoB 3apaHee;

b) [Ipe3enramus cBOUX UAEH Ha MEPOIIPUATHH;

¢) Ilpunsitrie pemeHuil B OqUHOYKY 0e3 MpenBapuTebHOM TOATOTOBKH.

3. Kakum oGpa3oM cexpeTaph JOJDKEH OpraHUW30BEIBATH OM3HEC-NaHuYM WU Kode-
Opeiixu?

a) 3a0poHMpOBaTh CTOJNMK HJIM 3aKa3aTb JOCTaBKY €bl, YUECTb IPEAIIOYTCHHUS
YYaCTHUKOB M IIPEIOCTaBUTH MM BO3MOXXHOCTH OTHOXHYTh U OOCYIUTH Aeja B
HedopManbHOH 00CTaHOBKE;

b) [T03BOHUTB B PECTOPAH | JaTh UM CBOOOIHBIN BBIOOD;

¢) IIpennonaraTk, 4TO BCe YYACTHUKHU IPUHECYT ey ¢ COOO.

4. YT0 HY>XHO y4ecTb IIPH OPraHU3alMy MIPe3eHTallUN WK BBICTYIUICHHI?

a) IToArOTOBUTE Mpe3eHTAlMOHHBIE MaTepHasl, MPOBEPUTh paboTOCIOCOOHOCTH
TEXHUYECKUX CPEACTB, Y3HATh, HY)XIAeTcs MU KTo-TM00 B IIOMOIIM CO
CBSI3aHHBIMU BOIPOCaAMH;

b) [To3BOIMTH BEICTYTAIONTUM CaMHUM pa3o0paTscs;

¢) He 3a6otuthecs 06 yqacTHUKAX M UX INOTPEOHOCTSIX.

5. KakuM o0pazoM cekperaph JokKeH oOecrmednBaTh XOPOLIYI0 OpraHM3aldio H
IIPOBEICHUE MEPOIPUITHH?

a) [lnaanpoBaTh, KOOPAMHUPOBATL U CIEIUTh 32 XOJOM MEPOIPHUATHMN, YAEIATH
BHHUMAaHUE TETANSIM U y4aCTHUKAM;

b) Hudero He AenaTh U nojararbcs Ha JpYTUX;

¢) ITpomeMOHCTPpUpPOBATE CBOIO BAXKHOCTH W AETErMpOBaTh Bce OOS3aHHOCTH

IPYyTHM.

IIpuMepHBIE BOIPOCHL HTOTOBOIO TECTA:

Hrorosoe TECTHPOBaHHE

1.KTo momxkeH peructpuposarb B COJ] ucxozasiue 1OKyMEHTHI?
A.  Cexkperaps

B. JlenompousBoguTes

C. Hcnonnurenb

2.06sa3arensusl  w [IpaBunma  perucTpaluy  JOKYMEHTOB IJIl  COTPYIHMKOB

opraHuzauuu’?
A. Ja
B. la, eciu opraHuM3anus ux yrBepauia

C. Her, aTo pexoMeHaTeNbHBIA JOKYMEHT

3.B KakoM JOKyMEHTe OIKCAIIH IIPaBHIa 3aBEPEHHs SIEKTPOHHBIX KONH?

A. TOCTP7.097-2016
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B.  Meronuueckue PEKOMEH AU 10 pa3paboTKe UHCTPYKLIUN
T0 JIeJIONPOU3BOACTBY B TOCYJTAPCTBEHHBIX OpraHax
C. B oboux nokymeHTax

4Jlpm oQopMIeHHMH el Ha XpaHEeHWe UTO CHeNlaTh IKENATENbHO, HO He
o0s13aTenbHO?

A.  Odopmurb 06J10KKU

B.  Odopmurs IUCTHI-3aBepHUTETH

C.  OdopMHUTE KOPEIIOK TS KaKIOro TOMa

5.Kaxo# 35aK UCHONB3YETCA MEXKIY YMCTaMu?

A.  Cpensnee tupe 6e3 npobenop — 2018-2019 r.
B.  Cpensnee tupe ¢ npobenamu — 2018 — 2019 r.
C.  Jeduc 6e3 npodenoB — 2018-2019 r.

6.I'e Henb3s pazMeliaTh Qpaly 00 03HAKOMIIEHHH pabOTHHKA C JOKYMEHTOM?

A. Ha nunesoit cropoHe Humxe pekBusuToB «llommuck», «Buzay, «[pud
COIIACOBaHUSA JOKYMEHTa»

B.  Ha 06opoTHO# cTopoHe noKyMeHTa B HUKHEH YacTH JOKYMEHTA

C. Ha 060poTHOM cTOpOHE NOKYMEHTa B BEpXHEH 4aCTH JOKyMEHTa

7.C KakOil NEPUOAMYHOCTBIO JKCHEPTHl PEKOMEHAYIOT IIPOBOJIHUTH ILIAHOBBIE
BeOUHApH! U1 00y4eHHUsl COTPYJHUKOB padoTe ¢ TOKyMEHTaMu?

A.  OpuH pa3 B KBapTanl

B. Exemecs4yHo

C. [IBa paza B MmecHIl

8.K xakuM JOKyMeHTaM TMpPUIOXKEHHS OQOPMISIOT KaK CaMOCTOSTENbHBIH
JIOKYMEHT?
A. K opraHA3alliOHHBIM

B. K undopmanimoHHO-CIpaBOYHEIM
C. K pacnopsipurensHbIM

9.Kakoe HaWMEHOBaHWE OpraHM3alMH YKa3bIBAIOT B PEKBU3UTE «Ampecar»
B 3asBJIEHHH O 3aMEHEe YaCTH OTITyCKa ICHS)KHOM KoMITeHcaruei?

A. Tlomnoe '

B.  Cokpamennoe

C. TlonHoe u COKpallleHHOE

10.Kaxoii i TUIHOCTH JOMUHHUPYET Y U/ealbHBIX TOMOLIHUKOB U ceKpeTapei?
D. DCwumm D-tun

A. Slwunm S-tun

B.  SCunu S-Tun
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11.K OCHOBHBEIM periaMeHTHPYIOIIUM PaboTy HEeNONpOU3BOAUTENS JOKYMEHTaM
OTHOCHT:

A.  KBanM(UKAUOHHBINA CIIPABOYHHK JODKHOCTEH

B. Tabens yHHPUIIUPOBAHHBIX (GOPM JOKYMEHTOR

C.  MHCTPYKUHS MO IeJOTPOU3BOJICTBY

12. Kakoi BUI pacHOPAOUTENIBHOTO JOKYMEHTAa U3HACTCA EIUHOJAYHO

PYKOBOIUTEIIEM:
A. 1mpukas
B.  mocraHoBneHHe

C. penieHue
D.  pacnopsxenue

13.K BHyTpeHHEMY AOKYMEHTOOOOPOTY OTHOCAT
A.  BHEILIHWE JOKJIaJHBIE 3aIIUCKH, CITPABKH
B.  nmpuxa3sml, pacnopsKkeHust OpraHu3aluu

C. odunuanbHBIC MHCHMA

14.C xakoro MOMEHTa PaclopsAUTEIbHBINA JOKYMEHT BCTYIIaeT B CHILY
A. ¢ MOMeEHTa CO3HaHusd

B. ¢ MoMeHTa yTBEepKIEHUSI

C. C MOMEHTA NOJANUCaHUI

15.Ha xakoMm TOKyMeHTe HeT rpuda yTBEpKIeHHUS
A.  TIOJOXEHUHU

B. ycrase

C. mpukase

16.Tekymuii KOHTPOJIb OCYIIECTBIISAETCA
. A. B KOHIIE UCITOJIHEHHS JOKYMEHTOB

B. B Ha4aJIie UCIIOJIHCHUA JOKYMCHTOB
C. B TE€UEHHUE BCEI'O IIepuoJa UCIIOJTHEeHHUS JOKYMEHTOR

17.CoBOKYITHOCTH JJOKYMEHTOB, CBSI3aHHBIX MeXIy COOOM Ha3bIBaeTCs
A.  IOKyMeHT0060pOT

B.  mokymeHTHpOBaHUE

C.  peno

18.JIoKyMeHT, perfiaMeHTUPYIOIIMM 1eATeIbHOCTh COTPYIHUKOB OpPraHU3auu

A. ycraB
B.  JIOMDKHOCTHAS MHCTPYKLIHS
C. npuxas

19.Kaxoe muceMO 3aBepsieTCs Ieq4aThio?
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A.  TapanTHiiHOE TUCHMO.
B.  Kommepueckoe npeioxeHue.
C.  IlIucemo-tipocrba.

20.CKOJIBbKO 3K3eMILISPOB MPUKa3a MOAMKUCHIBAET PYKOBOAUTEND?
A. [ga.
B. OnuH.

C. Heckonbko.
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10. OPTAHU3AIIMOHHO-NIEJATOI'MYECKUE YCJIOBHSA
PEAJIM3ALIMH ITPOT'PAMMBDbI

HeKHI/IOHHBIC 3aHATHA TMPOBOAATCA €  LEIBIO T@OpeTH‘IGCKOfI IIOATOTOBKH
CJ'IYHIEITGJ'IGIZ. HGJII) JIEKOHUH - OaTh CHCTEMATHU3HPOBAHHLIE OCHOBEIL 3HAHUMN 10
y‘Ie6HOI7I TEMEC, aKHCHTHUPOBAB BHUMAHHEC HaA HanboJjiee CIOXKHBIX BOIIPpOCax TEMbI
3aHATHA. Jleknust  J1oMKHA CTHMYJIMPOBATh aKTHBHYIO ITO3HaBATCIIbHYTO
ACATCIIBHOCTD CJ'IYIHaTeJ'Ief/'I, CIIOCOOCTBOBATH (I)OpMI/IPOBaHI/IIO CaMOCTOATECIIBHOTI'O
MBIJICHUM .

BI)I60p METOHOOB 06y‘I€HI/ISI I KQXA0r'o 3aHATHS ONPEAEIIACTCA PEIogaBaTeieM
B COOTBETCTBHM C COCTaBOM H YPOBHEM IIOATOTOBICHHOCTH CJ’IYIH&TGJ’ICIZ,
CTCIICHBIO CJIOZKHOCTH H3Jlara€eMoro Mmarepualia.

Peannzanus ImporpaMmsbl  OCYIIECTBIACTCA C TIPUMEHECHHUEM  J3JIEKTPOHHOTIO
06yquH51 U JUCTaHIITMOHHBIX O6pa30BaTeJII>HI:IX TEXHOJIOTUH.

OO0y4aronmMcst IpeIocTaBlIsieTcss JOCTyIl (yIaleHHBIH JOCTYIl) K COBPEMEHHBIM
npodeccuoHanbHEIM 06a3aM JaHHBIX U UH(GOPMAIIMOHHEIM CIIPaBOYHBIM CHCTEMaM,
SJIEKTPOHHOH  OHMOIMOTEKe, COCTaB KOTOPBHIX OIpejAenseTcs HacTosLleH
MIPOrPaMMOH.

IIpu ocylecTBICHNH JUCTAHIIMOHHOTO O0yYeHHs CIyLIATeNsM BbLIAIOTCS JIOTUH U
apoJib 7151 BXOXKACHUS Ha o0pa3oBaTeNbHYI IUaThopMy, ¢ IOMOMIBI0 KOTOPOH
HeoOxonuMo OyIeT pealu30BhIBATh TPEOOBAHIS IIPOTPAMMEI.

Kaaposnbie (nmeparoruyeckue) yCJIOBHS. Peanuzanus MpOrpaMMBbl
obecrieunBaeTCAd MEJArOTMYECKUMH KaJpaMH, HMEIIIUMHU COOTBETCTBYIOIIEE
npodecCHOHaNbHOE 00pa3oBaHWEe ©  OTBEHAIOIIMMHM  KBaJM(PHUKAINOHHBIM
TpeOOBaHMSM, YKa3aHHBIM B KBAIN(QUKAIIOHHBIX CIPAaBOYHMKAX, X (WIIH)
npo¢eCCHOHANBHLIM CTaHAAPTAM, B PAMKAaX H3y4aeMOro LIHKIIA.

®opma HTOroBOH aTTeCcTAMH IO JONOJHUTENBHOH TpodeccHOHaANIBHOM
[porpaMMe TIOBBIIIEHUS] KBAJIM(UKAIMK - 3a4eT I[OCPEICTBOM BBIIIOTHEHHS
MPaKTUYECKOIO 3aaHHUS.

OG6yuJaronuiicss TOMycKaeTcsl K UTOrOBOM aTTeCTallly IMocie U3y4eHHs y4eOHBIX
MaTepHayoB B 00beMe, IPeayCMOTPEHHOM YIeOHBIM [IJIaHOM.

JIua,  OCBOMBIIME  JIOMOJHHUTENBHYIO  MPO(ECCHOHANBHYIO  IIPOrpamMmy
MOBBIIIEHHS KBATH(GHKAIMUA W YCIENIHO MPOIIeNNINe HTOrOBYIO aTTECTAlMIO,
NOJIyYaloT JOKYMEHT YCTaHOBIEHHOIO O0paslia — yJOCTOBEPEHHE O IOBLILIEHUH
KBaTU(UKALIAN.
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11. MATEPHAJIBHO-TEXHUYECKHAE YCJOBUS PEAJIN3AIINNA
IMPOI'PAMMBI

11.1. MarepuanbHo-TexHu4eckas 6a3a 00pa3oBaTeIbHON OpraHU3alMK OCHAIeHa
HEOOXOIMMBIM 00OpYyJIOBaHHMEM JUIsi JIOCTyIa B HHTEPHET I10 BBHIIEIEHHOMY
KaHaiy.

11.2. O6pazoBaTenbHas  OpraHu3alUs  HMeeT  HeoOXOOMMOe  CepBEpHOE
obopyioBaHue, obecrieunBaroIee (byHKUMOHUPOBAHUE AIEKTPOHHOMN
MHPOPMALMOHHO-00pa30BaTENBHOM CPe/ibl, ¥ BHICOKOCKOPOCTHOM KaHall JOCTYIIa
K 3JIEKTPOHHOI HH(YOPMALHOHHO-00Pa30BaTENBHOM Cpe/Ie.

11.3. OGyuenue mPOBOAMUTCS IIOCPEICTBOM DIEKTPOHHOH 0Opa3oBaTENBHOM
cpensl (iatdopmel) https://soholms.com

11 ocBoeHMs 00pa3oBaTeasHOM MPOrpaMMbl 00YYaIOIIMHUCS TOJDKEH UMETh
JOCTYIl B CE€Th UHTEPHET, a TaK)Xe NePCOHATBHBIA KOMITBIOTEP WM CMapTGhOH.
Hcnonezyemoe s oOydeHHsT TporpaMMHOE ofecriedeHHe U TeXHHKa
oOydaromerocss  JOIDKHBI ~ COOTBETCTBOBATH  CIEAYIOIIMM  TEXHHYECKHUM
TpeOOBaAHUAM:

® JUid NEPCOHAIBHOIO KOMIBIOTEpA: IMPOIecCop € YacTOTod paboThl OT
1.5I'T1, Ilamate O3Y o6vemoM He MeHee 4 10, XKecTkuii 1uck 00beMOM HE MEHEE
128 I'6, MounuTtop ot 10 groiimos ¢ pazpemiennem ot 1440%*900 Touex (mmKceeit),
OC Windows 7+ mmu Mac OS X ot 10.7+, Bpaysep Google Chrome nocnennei
BEPCUH.

e uIg cMapTdoHa: onepanvonHas cucremMa Android Bepcuu 5.0 u BhImIe, a
taioke OC 108 Bepcuu 10.0 u BrInie. onepaTiBHas MaMmsTh OT 1 10 U BEIILIE, SKpPaH
ot 720x1280 u BeIIIE, bpay3ep Google Chrome nocnenreit Bepcuu.

Kaxnpii oOydaronmuiics obecrnedeH WHIAMBHIYAJIBHBIM HEOTPaHUYEHHBIM
JOCTYIIOM K 3JIEKTPOHHOM MH(OPMAIMOHHO-00pa30BaTeNbHON IIaThopMe U3
mo0o¥  TOuKM, B  KOTOpOH  mMeeTcs JOCTYn K  HMHGOPMAaIHAOHHO-
TeIeKOMMYHHUKALMOHHON ceT «HTepHeT» (nanee — cetb « UHTEpHETY).

DeKTpoHHAass WHOOPMAIIMOHHO-00pa3oBaTeNbHas cpefa o0pa3zoBaTenbHOM
OpraHu3alyy 00ecreYnBacT:

e jocTyn K Hacrosmel [ Iporpamme, BugeoypokaM, KOHCIIEKTaM K KaXKIOMY
YPOKY B BHJE 2JEKTPOHHOrO (aiina B ¢popmare PDF, momaroBsiM HHCTPYKIIUIM U
TOTIOJTHUTENIBHBIM MaTepHaiaMm;

e (opMHUpOBaHME BIEKTPOHHOTO apXHWBa BBIMOJHEHHBIX PabOT W TECTOB
o0yyJaromierocsi, B TOM 4HCJ/ie COXpaHEeHHUE OIICHOK H KOMMEHTapUeB MEHTOPOB I10
STHUM paboTaM U TecTaM.

[Tpu peanuzanuu Hactosiei [TporpaMMsl ¢ MpUMEHEHHEM HUCKITIOYUTEIHLHO
JIUCTAHIIMOHHBIX 00pa30BATENBHBIX TEXHOJOTHA M 3JIEKTPOHHOTO OOydeHHS
JJIEKTPOHHAs  MHMOPMAIIMOHHO-00pa3oBaTeNbHas  cpefa  obpa3zoBaTenbHOMR
OpraHu3alyy JOTOJHUTEIRHO 00ecedrnBaeT:
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Dukcammo xofa 00pazoBATENBHOTO IMPOIECca, PE3yJIBTATOB BBITOTHEHUS
JIOMAITHAX ~TIPaKTUYECKUX pPadOoT, BBIIOJHEHHS TECTOB, IPeABapPUTEIBHON
aTTECTalUX U Pe3yJIbTaTOB OCBOEeHUs [ Iporpammet:

® IPOCMOTP BHIIECOYPOKOB,
e qpoueAypy OLEHKH pe3ynbTaToB oOOy4YeHWs, pealu3alds KOTOPBIX
IIpeLyCMOTPEHA ¢ IPUMEHEHUEM HUCKITIOUHUTEIHHO 3JIEKTPOHHOTO 00YUYEHUH.

B3aumonelicTBue MeXay ydyacTHHKaMH 00pa3oBaTelbHOro Ipoliecca
MOCPEACTBOM ceTU MHTepHeT.

QOYyHKIMOHUPOBAHUE  BJEKTPOHHOM  MH(OpPMalrOHHO-00pa30BaTeIbHOM
cpenpl  obecrevnBaeTcss COOTBETCTBYIOIIMMH CpeACTBaMH HHGOPMAIIHOHHO-
KOMMYHUKAMOHHBIX TEXHOJOIMI ¥ KBaIM(MUKALUEH JHUI, ee UCIONB3YIOMUX U
NOAAEP>KUBAIOIIHX.

DOYHKIMOHUPOBAHUE  JJIEKTPOHHOH  MHGOPMAIMOHHO-00pa3oBaTeIbHOM
Cpenbl COOTBETCTBYET 3aKOHOAATENLCTBY Poccuiickoii Pemeparinm.

COBOKYITHOCTSF MH(OPMALIMOHHBIX TEXHOJOIHH, TEIeKOMMYHHKAITHOHHBIX
TEXHOJOTUM, COOTBETCTBYIOIIMX TEXHOJOTHUYECKHX CpeICTB o00pa3oBaTelbHON
opraHu3anyy oO0ecleYMBaeT OCBOEHHE OO0YYalOIHUMHCS IPOrPaMMBI B ITOJTHOM
00BeMe HE3aBUCUMO OT MECTA HaXOXKICHUS 00yYarOmInXCs.

ObpazoBaTenbHas opraHu3anus obecredeHa HEOOXOTUMBIM KOMITJIEKTOM
JUIEH3UOHHOTO ¥ CBOOOJHO PaclpoCTPaHsIeMOro MporpaMMHOr0 00ecTieueHus, B
TOM YHCJE OTeUYeCTBEHHOTO MPOM3BOJCTBA, KOTOPOE MOMJESKHUT OOHOBICHHIO TIPU
HEOOXOIMMOCTH.

Peamuzanua nacrosmen IlporpamMmbl  obecriequBaeTcsl  IeIaroru4ecKUMU
pabOTHUKAMH W/WIIH JTMLAMH, IPUBIIEKaeMBIMH 00pa30BaTelIbHON OpraHu3almei K
peanuzanuu lIporpaMMsl Ha UX yCIOBHSX.
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12. ”AHOOPMALHMUOHHBIE U YYEBHO-METOANYECKHUE YCJIOBUSA

Cnucok numepamypeotl:

OcnosHas numepamypa:

1. JlazapeB K. Ilpodeccus — mnomomHuuk pykoBogutens. IIpueMsr
«BbIcuIero nuioraxa»/ Anpnuna [Tabnumep — Mocksa, 2011
2. ["apunosa T. 1. UneansHbiit Ou3Hec-accucTeHT. Kak HAWTH M BOCITHUTATh

HaJsies)xkHoro noMoinnuka / T. Y. I'apunosa — «Dxemoy, 2021

Jlononnumenvnas numepamypa.
1. An Jlupu Jlnuneii nomouiauk ¢ Homepom 900 / Au Jlupu — «ABTOpY,
2021
2. T'apunoBa T. . buznec-accuctenr. Jlydmine HWHBECTHUIIUM B CBOE
oynymee / T. W. I'apunioBa — «M3gateascteo ACT», 2019

Humepnem-pecypcuoi.
1. Hayunas snexktponHnas 6ubnuoreka Elibrary - https://elibrary.ru/
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