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1. lean u 3agaun AUCHUATIHMHBI

1.1 Henp qucuuruivHel — GopMUpOBaHUE KOMIIETEHIIHIA:

YK-6 CriocobeH ympaBisiTh CBOMM BPEMEHEM, BHICTPAUBATh M PEATM30BBIBATH TPACKTOPUIO CAMOPA3BUTHS
Ha OCHOBE PUHLIUIIOB 00pa30BaHUs B TEUEHUE BCEH KU3HU

1.2 Tumbl 3amad mpodecCHOHATBHOW JEATETLHOCTH, K KOTOPBIM TOTOBATCS OOydYaroluecs B paMKax

OCBOCHMHA NJUCLHMITIIIMHBI:

- OpPraHU3aLMOHHO-YIIPABICHYECKUN

- TEXHOJIOTUYECKUN

1.3 JIucuurniauHa OpHEHTHPOBAaHA HA MOATOTOBKY OOydYaromuxcs K MpodeCCHOHAIBLHON JesSTEIhHOCTH B
cthepe: 07 AIMUHHUCTPATUBHO-YIpaBieHYeCKast U oUCHAS JAeATENBHOCTh (B cepe OpraHu3allMOHHOTO U
JOKYMEHTAI[MOHHOTO 00eCIeYeH sl YIIPABICHUS OPTaHU3aLMSIMHI )

1.4 B pesynbrare 0CBOCHHSI TUCIUILUIUHBI Y 00YYaromIMuXCsl TOJKHBI ObITH CHOPMUPOBAHBI:

O0001IeHHBIC TPYIOBBIE
(hyHKUMY / TPYAOBBIC
(GyHKUMY / TPYyZOBBIC T
npohecCHOHATLHBIC
JeUcTBUs (IPU HATUYUU
npodcranaapra)

Kox u HauMeHoBanue
komreteHIm OI'OC BO,
HeOOXOaUMOM I
(hopMHUPOBAHUS TPYOBOTO
WM podecCHOHATBHOTO
JeHCTBHS

I/IH,I[I/IKaTopLI JOCTHIXXCHUSA KOMHGTGHHI/If/’I

YK-6 CriocobeH yrpaBisaTh
CBOHWM BpPEMEHEM,
BBICTPanBarh 1
peann30BHIBATH
TPAEKTOPHIO CAaMOPa3BUTHUS
Ha OCHOBE TPUHITUTIOB
00pa3zoBaHUs B TCUCHUE
BCEU JKU3HU

[IpoekTHpyeT TPaeKTOPUIO CBOEro MPOo(HecCHOHATEHOTO
pocta W JUYHOCTHOTO PAa3BHTHS, PACIIMPSET CBOH

npoeCCHOHANBHBIN  Kpyrozop:  mpuoOperaer U
WCTIOJIb3yeT Ha TIpakTWKe Oa30BbIC 3HAHWS, YMEHUS U
HaBBIKM W3 pa3MMYHBIX cdep mpodeccrnoHaTbHON
NEeSTeNbHOCTH, B TOM 4YHCIE JOKYMEHTHPOBAHWUS

NEATETFHOCTH CIY)KOBI OpraHW3allid, OTBEYAIOIICH 3a
TIepCcoHAI

1.5 CornacoBanue MEXAUCITUIUTMHAPHBIX CBA3EH TUCIUTIINH, 00€CTIEYNBAIOIINX OCBOCHUE KOMITCTCHIIHI:

VYK-6 CnocobeH ympaBisiTb CBOMM BpEMEHEM,
TPAEKTOPHUIO CAMOPA3BUTHS HA OCHOBE IPUHIIUIIOB OOPAa30BaHUs B TEUEHUE BCEH JKU3HU

Ne
n/m

HanmenoBanme
JIMCITUILINH,
OTIPEICIISIIOITIX
MEKIUCIUTUTMHAPHEIE
CBSA3H

dopma oOyyeHus

3aouynas
(cemectp)

112(3(4]|5]6

1 [AganTuBHas
(husmnueckas KyapTypa
B
CaHaTOPHO-KYPOPTHOM
CHCTEME

2 |AnmanTuBHasg
(husnueckas KyapTypa
B CHCTEME
3IPaBOOXPAHCHUS

3 |AnmanTuBHAA
(husnueckas KyapTypa
B CUCTEME
o0Opa3oBaHHS

4| AHaIUTHYECKOE
YTEeHUE

BBICTpauBaTb MW PCaIn30BbIBATH




buzHec-mnanupoBanu
e B AnsTHUHBecT

buosnorus pazputus
YyenoBeka B HOpMe U
MaTOJIOTUN

bpenaunr

Bgenenue B
3BYKOPEKUCCYPY

Bsenenue B
MIPOCKTHYTO
JESATENLHOCTD

10

Beenenue B
IICUXOJIOTHIO
KPU3UCHBIX
COCTOSIHUH U
OTKJIOHSIOIIETOCS
MOBEACHUS

11

Bunasl, MmeTons! u
TEXHOJIOTUU B
npodaiiarnre

12

Bokarckuii
MPAKTUKYM

13

Boccranosnenue
HUCTOPUU CEMBH T10
OTKPBITHEIM
WH()OPMATMOHHBIM
0a3zaM JaHHBIX

14

T'eneTnka gyenoBeka

15

T'eononurtuka u
MOJUTHYECKAS
reorpadus

16

JBurarenbHbIN
pexuM (UHCTPYKTOP
o puzudecKoit

KYyJIBTYpe)

17

I[CBaHLBaLII/Iﬂ HOPMBbI
IICUXHUYCCKOTO 1
JIUMYHOCTHOI'O
Pa3sBUTHUA: IPUYNHBI U
MMOCICACTBUA

18

Hdemorpaduueckue u
MUTPaLUOHHBIC
IPOLECCHI

19

JuarHoctuka u
TICHXOJIOTHYECKHE
TEXHOJIOTUN
npopUIaAKTHKH
OTKJIOHSIOIIETOCs
MOBEACHUS

20

JlokyMeHTupOoBaHue
TPYJAOBBIX OTHOIIEHUI

21

3amnuck rojioca u
UHCTPYMEHTOB B
CTYAMH 3BYKO3AMUCH

22

3apyOexxHas
JUTEpaTypa U BHI30OBHI
COBPEMEHHOCTH




23

3n0poBbe-PopMUpyIO
e TEXHOJIOTHH B
o0Opa3oBarenbHON
cpene

24

I/II‘pOBBIe TCXHOJOTHUH

25

HHCTUTYT ceMbU B
COBPEMEHHOM
oOmecTBe

26

MHTEepHEeT-aHATUTHKA
— OCHOBa
TIPO/IBIKEHUS
COBPEMEHHOTO
MPEIIPUATHS

27

Kax 1r06uTh pedeHka:
SMOIMOHAILHBIN
KOMIIOHEHT
POIUTEITHCKOTO
OTHOUICHHS

28

KommyHuxkanus u
KOMMYHHKATHBHAS
KOMITETEHTHOCTD

29

KommraeHe B cucteme
obecreueHus
0e3011aCHOCTH
OusHeca

30

Kommiexcuas
JKOHOMHYECKast
0e3011aCHOCTh
OusHeca

31

Koutposns 3a
WCTIOJTHEHHEM
PEMOHTOB B
MHOTOKBapTHPHBIX
JIoMax

32

Koyuunr

3¢ (HEeKTUBHOTO
oOmenus. Texuuku
pa3BUTHSA
SMOITUOHAITEHOTO
UHTEJIIEKTa

33

KpenutoBanue
(hM3HUECKUX JTUT]

34

Kputnueckuii
WHCTPYMEHTapUM s
TIPUHSTHUS PELIEHUN U
apryMeHTaIus

35

KynsTuBupopanue
MHUKPOOPTaHHU3MOB

36

JIuarBHCcTHYCCKAS
OKCIICPTHU3a CIIOPHBIX
TCKCTOB

37

JIuteparypa pycckoro
3apyOeKbs

38

JInunoe
TUTAaHUPOBaHUE U
yIpaBJICHHE PaboIrM
BpEMEHEM




39

MenemxMeHT
Kapbephl: KaK CTaTh
YCHEITHBIM
pyKOBOAUTENEM

40

Mertoanka
OpraHu3alui
MacCOBBIX
TYPUCTCKUX
MEPONPUATHH:
COpPEBHOBAHMS, CIIETHI,
MTOXOJIBI

41

Meronuka
OpraHu3aiuit
9KCKypCHUH 1
9KCKYpPCHOHHBIX

TypoB

42

Meronuka
COCTaBIICHUS
POIOCIOBHOM

43

Mertoasl uzydeHus
MTOBCETHEBHOCTH

44

MCTO,Z[LI HU3yUCHUA
CCMbHU

45

MexaHNu3MBI
MPOTCKAHMS
OpTraHUYIECCKHUX
peaxkuui

46

Mup coBpeMEHHOTO
HCKyCCTBa:
MOCTMOJIEPHUCTCKUI
MPOEKT

47

Mopenu 31eKTpOHHOM
KOMMEPITHH

48

MonexynapHas
MHUKPOOHOJIOTHS U
BHUPYCOJIOTHUS

49

MonexynsipHO-010I0T
WYSCKHUE OCHOBBI
MOBEJACHUS U
3aBUCUMOCTEH

50

MotuBanus B
KOY4HMHIEe

51

Haioroo6noxenne
OnsHeca

52

Hopwme! u paBra
COBPEMEHHOTO
3THKETA

53

HopwMsI s1361K0BOTO
OOIIEHUS B yCTIOBUSX
BUPTYaJBHOU CpEIIbI

54

OO6mmas ¢pusnonorus
MHUKPOOPTaHU3MOB

55

OrnepaTuBHas
TICUXOIMAarHOCTHKA
JMYHOCTH




56

OpranuzanmoHHO-IIpa
BOBBIC OCHOBBI
JeSATEIbHOCTH
HEKOMMEPYECKHUX
OpraHu3aluii

57

Opranunzanus paboTsl
C I€TbMU

58

Opraam3arus paboTs
C ceMbei

59

Opranunzanus paboTsl
CIIOPTUBHOT'O CYJbH
10 U30paHHOMY BHILY
criopTa

60

Opranuzanus
pa3BUBarOILEH
MPEIMETHO-TIPOCTPaH
CTBEHHOU CpeIbl

61

OCHOBHBIE IPHEMBI
3¢ dhekTuBHOM paboTHI
¢ uHopmanuei

62

OCHOBEI
apryMeHTaIuu

63

OCHOBEI OUPKEBOTO
nena

64

OCHOBEI
BHAEO0IOTHHTa

65

OCHOBBI BU3yaJIbHOM
TICUXOIUArHOCTUKHU U
npodaitnmara

66

OCHOBEI JIEIIOBOH
KOMMYHHKAIIMH Ha
HHOCTPAHHOM SI3BIKE

67

OcHOBEI
KOH(IIUKTOIOT I

68

OcHOBEI
KOTIMpalTHHTa

69

OCHOBHI KOyYHHTa

70

OCHOBEI JIOTUKHA

71

OCHOBEI JIOTOIIEIUU

72

OCHOBBI OpTraHU3aNN
PpaboThI C MOJIOICKBIO

|+ +

73

OCHOBBHI PaBHIILHOTO
MUTaHUS

74

OCHOBEI
MIPEI0CTABICHUS
KWTHITHO-KOMMYHAJTh
HBIX YCIyT
HACeJIEHHUIO

75

OCHOBBI peKJIaMBbl

76

OCHOBEHI pEeKpEaIOTHH

77

OcHOBEI
COBpPEMEHHBIX
METOI0B (PU3NIECKOTO
aHau3a BeLeCTBa

78

OcHoBBI cyneOHOM
JIMHTBUCTUYECKOM
IKCTICPTH3BI




79

OCHOBHI yIipaBiIeHUS
JIOKyMEHTAaIuen

80

OCHOBHI yIIpaBICHUS
MIEPCOHAIOM

81

OcHOBBI (HU3NOTOTUN
Y TUTUEHBI IeTel

82

OCHOBEI
3¢ (HEeKTUBHOTO
MEHEPKMEHTa

&3

Ilegarornyeckuii
aAPTUCTH3M

84

Ilegarornueckuii
IU3aliH TeXHOIOT Ui
o0yueHus

&5

ITucpMeHHbIN
MePEBO JOKYMEHTOB
(hM3HUECKUX JTUT]

86

ITucpMeHHbIN
MepeBOJ JOKYMEHTOB
FOPUIUYECKUX JIUII

87

TToBenenue B
MyOJIMYHBIX MECTax

88

TloBenenue
MOTpeOUTENCH 1
KOMMYHHKaTHBHAS
MTOJTUTHKA

&9

IloBcenHEeBHEBIE
PasroBOPEI

90

[To3nanue ceds uepe3
MPaKTHYECKYTO
TICUXOJIOTHIO

91

[To3nanue ceds uepe3
TICUXOTHATHOCTHKY

92

TTonsTne
TICUXOJIOTHYECKOM
TpPaBMEI B
COBpPEMEHHO
MICUXOJI0THH

93

ITocTTpaBMarrnueckoe
JUYIHOCTHOE
pa3BUTHE: IPUTOBOP
WA TOYKA
JUYHOCTHOTO pOCTa

94

IIpakTuky™m 1o
UTPOBBIM
TEXHOJIOTUSM

95

IIpakTuky™m 1o
OpraHHU3aIuu
JIoroneInYeCcKoi
paboTHI B
JIOIITKOITFHOM
00pazoBaTeIbHOM
YUpEeXKICHUH

96

[IpoGema cmpicia
JKU3HH U [IEHHOCTH B
¢$unocodun




97

[IporpammupoBanue
Ha s3b1ke Python.
basoBslii Kypc

98

[IporpammupoBanue
Ha s3b1ke Python.
[IponBuHyTHII Kypc

99

[IporpammupoBanue
Ha s3b1ke Python.
Pazpabotka
BeO-IIPUIIOKEHUH C
UCIIOJIb30BaHUEM
Flask

100

IIpoexTHbI ceMuHap

101

Tlcuxuka u MO3T

102

IIcuxonorus
OJIaroIOITyIHs, HITH
TICHXOJIOTHUSI
CYACTIIMBOTO
YenoBeKa

103

Tlcuxonorns
JIEBUAQHTHOU
JINYHOCTH

104

Tlcuxomnorus nercrea

105

Ilcuxomorus UI'PBI

106

Tlcuxonorns
KpEaTUBHOCTH

107

TTcuxonorus
KPUTHUYECKOTO
MBIILUIEHUS

108

TTcuxonorus
MOJOJOCTH U
3peNOCTH

109

TIcuxomorus
MOJIPOCTKOBOT'O U
FOHOIIIECKOT'O
BO3pacTa

110

IIcuxonmorus panHero
BO3pacTa

111

Tlcuxonorns
TBOPUYECKOTO
CaMOpPa3BUTHS

112

Tlcuxonorns
YIIPaBICHAS
MIEPCOHAIIOM

113

ITcuxoduznonormaeck
W€ OCHOBBI TTOBEICHUS
Y KOTHUTHBHBIX
(yHKIMIA

114

IIyGnmuanas ciryx0a B
cucreme
TOCYIapCTBEHHOTO U
MYHUIUIAIBHOTO
yIpaBIICHUSI

115

PazBuTue nuaepckoro
MOTEHIAIa
PYKOBOAHTEIIS

10



116

PomocnoBHO-O0morpad
MYECKOe KpaeBeAeHUE

117

Pycckas
MUcaTebCKas
kputnka XIX-XXI
BEKOB

118

CaMOMEHEIKMEHT:
METOIHUKHA U
TEXHOJIOTUH

119

CamopasBuTHe u
aKTepcKoe
MacTepCcTBO

120

Csenenue u
MaCTEPHUHT B CTYIUH
3BYKO3AIHUCH

121

CoBpeMeHHAass XUMUS
W OKpY’Kalolas cpenia

122

CoBpeMeHHbIE
HHCTPYMEHTBI JINYHOM
3¢ (heKTUBHOCTH

123

CoBpeMeHHbIE
MapKEeTUHTOBBIC
TEXHOJIOTUH

124

CoBpeMeHHbIE
METO/IBI XUMHUYECKOTO
aHaJm3a B
KPUMUHAIIMCTUKE

125

CoBpeMeHHbIE
MOJICKYJISIPHO-0HOI0T
WYECKUE U
MUKPOOUOJIOTHICCKIE
METO/BI B
KPUMUHAIIMCTUKE

126

CoBpeMeHHbIE
TIOIXOJTBI K
MEPCOHAIBHOMY
MEHEPKMEHTY

127

CoBpeMeHHbIE
JKOJIOTUYECKHE
MPOOIEMBI

128

CounajibHbIE CETH KaK
KOMMYHHKAIIHOHHBIC
KaHaJIbI

129

CrannmapTu3aius u
yIpaBlicHHE
KaueCTBOM B
pECTOpaHHOM U
TOCTHHUYHOM
om3Hece

130

Crapran
«Art-pa3BuTHe»,
MIPUMEHEHNE METOJIOB
apT-TepaneBTHYECKON
paboThl B colMabHOM
MIPOEKTE

11



131

Crapram uepe3
COLMAJIbHBIE IPOEKTHI
B HEKOMMEPUYECKOM
OpraHHU3aIuu

132

CTapTar[: HUJCA C HYJIA

133

Crapram: oT uaeu K
MVP

134

Craprar: npakTHKa
CO3IaHUS
COOCTBEHHOTIO
OousHeca

135

Crpareruu u npaBuiia
0€3011aCHOrO
WHBECTUPOBAHHS Ha
(hMHAHCOBBIX PHIHKAX

136

Crpareruueckuit
MapKETUHT

137

CrpaxoBaHue
JMYHOCTH

138

Crpecc-MEeHEKMEHT
u 3 dexTHBHOE
B3aMMOZCHCTBHE

139

TekcT u [uckypc B
Hurepuere

140

TeopeTuxko-MeToan4e
CKH€ OCHOBBI
BOXKATCKOMN
JIESTeTbHOCTH

141

Teopus u mpakTUKa
CyJIeHiCTBa 0 BUJaM
BOCK «I'TO»

142

Teopust u mpakTUKa
CyJielicTBa 10
n30paHHOMY BHITY
cropTa

143

Texnomorun
BOXKaTCKO
ESTENLHOCTH

144

TexHooruu AeI0BOTO
o01eHns

145

Texnonoruu
KOPPEKIMH PEYEBBIX
HapyIllIeHu! y aertei
JIOLIKOJIBHOTO
BO3pacTa

146

Texnonoruu
Menualuy B
pa3peieHuu
KOH(IMKTHBIX
CUTyanui

147

TexHONMOTHM Pa3BUTHUS
BBICIINX
MICUXUYECKUX
(hyHKIHI

148

Texnomoruu
pedeKCHBHO-TBOpUEC
KOTO CaMOpa3BUTHS

12



149

TexHoorus u
OpraHu3alus
TOCTUHUYHO-PECTOpPaH
HOTO KOMILJIEKCa

150

Texmonorus u
OpraHHU3aIus
KOMMEPYECKOU
JIeITENHHOCTU
TOPTOBOTO
MPEIIPUSATUS

151

TpeHuHr
«Maitaa-putHEC)

152

VYnpasneHue B
conuanbHOU cepe

153

YnpasneHue
00I1IECTBEHHBIMU
OTHOIIECHUSAMUA

154

Yrpapistonuii
pECTOpaHOM: Kapbepa,
passutHe u soft-skills

155

dopmupoBaHue
ACCOPTHMEHTAa U
yIpaBJeHHe
TOBApHBIMHU 3aIllacaMH

156

DyHKIMOHATbHAS
COCTAaBJIAIONIAs
3¢ (HEeKTUBHOTO
MEHEHKMEHTA

157

Hudposas kyasrypa

158

Hudposoit MapKkeTHHT
u SEO

159

DKOIOTHus aTMOC(EPhI

160

Oxosnorus
ruznpochepsl

161

DKOHOMHKO-TTPABOBBIC
aCIeKTHI CO3JaHus U
pa3BUTHUSA
COOCTBEHHOTO
OuzHeca

162

DKCHepTr3a u OIeHKa
KauecTBa TOBApOB

163

ONEeKTPOHHBIN
Ou3Hec. DIeKTpOHHAS
KOMMEPITHS

164

OHepro3pdexTuBHOCT
b H
3HEprocOepeKeHNE B
KWITHITHOU cdepe

165

OTHOKYNETYpHBIE
pETHOHBI MUpa

166

SI3BIK KaK 0OBEKT
CyAcOHOM IKCTIEPTHU3HI

167

S13BIKOBast IUYHOCTH B
BUPTYaIbHOM
MIPOCTPaHCTBE

2. MecTo nucuuiuiaabl B cTpykrype OIl 0akanaBpuara:

13



14

JNucrunnnHa «JloOKyMEHTHpOBaHUE JCSITEIBHOCTH KaJIPOBOM CIYXKOBD» OTHOCUTCS K 00s3aTebHON 4YacTh
yueonoro miana OIl mo manpasnenuto moarotoBku 46.03.02 - JlIokyMEHTOBEICHUE W apXUBOBEACHHE.

JucuumuinHa «J{oKyMeHTHpOBaHUE IEATETLHOCTH KaIPOBOH CITy>)KOBD» M3ydaeTcs B 3 ceMecTpe.

3.00beM u conepxaHHue TUCUUILINHBI
3.1.00beM OUCLUILUIAHEL:

. 3aoyHas
Bun yueOHo# paboTh
(Bcero yacosB)
O0mast Tpy10éMKOCTb TUCHHUILIHHBI 72
Konrakthas pabota 8
Jlexmm (JIextmm) 4
[Mpaktuaeckue (IIpaxT. pad.) 4
CamocrostensHas padota (CP) 60
3auer 4
3.2.Conepxanue Kypca:
No Haspanue Bun yuebnoit | dopmbl TekyIero
TEMBI pasnena/TeMbl paboThI, yac. KOHTPOJIS
Jlek |IIpa | CP
L[UH | KT.
pao.
313 1|3
3 cemecTp
1 Tema 1. Kagposoe [ToaroroBka
JENONPOU3BOACTBO: | 5 | 5 | 1 AIIEKTPOHHOMN
coJiep KaHue Mpe3eHTAIII
MOHSITHS
2 Tema 2. pelieHue
Opranusarus KOHTEKCTHBIX,
KaJpOBOH CITy>KOBI CUTYaIlMOHHBIX
3aad
(Bemmonuenue
MPAKTHYECKUX
3a/1aHuil ); perieHue
KOHTEKCTHBIX,
CUTYaI[MOHHBIX
- - 10 3a7a4
(Bemmonuenue
MPAKTHYECKUX
3a/1aHui ); perieHue
KOHTEKCTHBIX,
CUTYaI[MOHHBIX
3aad
(Bemmonuenue
MPAKTHYECKUX
3a7[aHUN )




3 Tema 3. pelieHue
3aKoHOAATEIBHOE, KOHTCKCTHBIX,
HOPMATHBHO-METO]I CUTYaIlMOHHBIX
WYECKOE U 3a1a4
OpraHU3aIIOHHOE (Beimonnenue
perynupoBaHue MPAKTHYECKUX
KaJpOBOTO - - 10 |3ananwmii); pereHue
JIEIIOTIPON3BOJICTBA KOHTCKCTHBIX,

CUTYaI[MOHHBIX
3a1a4
(Bemmonuenue
MPAKTHYECKUX
3a/1aHHi )

4 Tema 4. PaGora ¢ [Toaroroka
KaJpOBBIMU - - |10 JloKyiaaa
JOKyMEHTaMH1

5 Tema 5. Tekyiee IToaroroska
XpaHEHHUE KaJPOBBIX AIIEKTPOHHOU
JIOKyMEHTOB. - - |10 MIPE3CHTAIINHI
IlonroroBka men st
CIa4yu B apXMB.

6 Tema 6. pelieHue
ABTOMaTH3aIus KOHTEKCTHBIX,
paboOTHI KapOBOM CUTYaIIMOHHBIX
CITY OBl 3a1aq

2 2 |10 (Bemomnuenue
MPAKTUYECCKHUX
3a/IaHHM ),
IToaroroska
JOKJIaaa

Tema 1. Tema 1. Kagposoe gesionpou3BoacTBo: coaep:kanue nousarus (YK-6)
Jlekumus.

KanpoBoe paemonpoun3BOACTBO: OCHOBHBIC TIOHATHS W HampaBleHUs nearenbHOcTH. Kiaccudukamms
KaJIpOBOW TOKYMEHTAIUH.

IIpakTnyeckoe 3ansATHE.

Pa3paboTka nepednst 00s13aTeTbHBIX  HE00s3aTeIbHBIX KaIPOBBIX TOKYMEHTOB
3aganus 1J151 CAMOCTOSITEJIbHOM PadoThlI.

BrlsiBNIeHIE HCTOYHUKOB IO KYPCY

Tema 2. Tema 2. Opranusanus kagposoi ciayx0b1 (YK-6)
Jlexknus.

[TonoxeHne O CTPYKTYpHOM MoApasaeiieHuH. J[OJKHOCTHBIE MHCTPYKUMH. J[OJPKHOCTHOM M YMCIICHHBIN
COCTaB

IIpakTH4eckoe 3aHATHE.

Pa3paboraTh TOMKHOCTHYIO HHCTPYKIUIO CIEIHAINCTA IO Kaapam
3ananus AJ51 CAMOCTOSITEILHOI padoThI.

N3ydenue u aHanu3 AOTKHOCTHBIX UCTPYKIIMI

Tema 3. Tema 3. 3akoHogaTeIbHOE, HOPMATHBHO-METOAMYECKOE H OPTraHM3ALMOHHOE peryJIupoBaHue
KaJpoBoro aeaonpoussoacrea (YK-6)

Jlexknus.
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OGH_IGFOCY[[apCTBeHHBIe 3aKOHOAATCIIbHBIC ITPaBOBBIC u HOPMATHBHO-MCTOOANYCCKUC aKThI,
PEHIaMCHTUPYIOINHUEC KaAPOBOC ACIIOMPONU3BOACTBO. OpraHH3aL[I/IOHHO-HpaBOBI:I€ KaZApOBBIC TOKYMCHTbI

IIpakTH4Yeckoe 3aHATHE.

BrisiBUTH U poHaHAINM3UPOBATh (hefiepaibHEbl 3aKOHbI, PErYIHUPYIOLIUE BeIeHuE KaApOBOTO
JIeJIONPON3BOJICTBA

3aganus AJ151 CAMOCTOSITEIbHOM PadoThI.
PazpaboTraTh TEXHOIOTHUECKYIO IIETIOYKY PabOTHI ¢ KaJPOBBIMH JJOKYMEHTAMHU

Tema 4. Tema 4. PaGora ¢ kagpoBbiMu 1okymenTamu (YK-6)
Jlexknus.
VY4er u BeieHHe cupaBovHOro anmnapara. @opMupoBaHUE, BEACHUE U XPAHEHUE JINYHBIX [T
IIpakTnyeckoe 3aHsATHE.
OdopmieHne TMYHON KapTOUYKU pabOTHUKA
3ajanus 1J151 CAMOCTOSITEIbHOM PadoThlI.
Odopmienne yueTHbIX (POPM PETUCTPALIUHN JOKYMEHTOB KapOBOU CITy>KObI

Tema 5. Tema 5. Tekyuiee xpaHeHne KagpoBbIX J0KyMeHTOB. [loaroroBka aeJ aisi ¢c1a4u B apXuB.
(YK-6)
Jlekumus.
Homenknarypa ngen kampoBoil ciayObl. DopMUpOBaHHE € XpaHEHHE JeJ. OKCIEepTHU3a IEHHOCTH
nokymeHToB. O6paboTka Aein o JM4HoMYy cocTaBy. Caada e B apXyUB OpraHu3aluu.

IIpakTnyeckoe 3ansATHE.
Pazpa®oTka HOMEHKIIATYPbI JIe]I KaAPOBOM CITyKOBI
3aganus 1J151 CAaMOCTOSITEJIbHOM PadoThI.
dopmupoBanue, 0hoOpMIICHHE U ONTMCAHUE JOKYMEHTOB IO THYHOMY COCTaBY

Tema 6. Tema 6. ABToMaTu3anusi padoThl KagpoBoii cay:x0bl (YK-6)
Jlexknus.

BHeznpenne KoMIbIOTEpHBIX TexHoloruil. Bemenue kanapoBbix 0a3 naHHbIX. [IpaBoBele 0a3bl JaHHBIX
Wntepner. [Iporpammuoe obecrieueHue 1Jisi KaJapoBOil CIyKOBI.

IIpakTH4eckoe 3aHATHE.
AHanu3 npaBoBbIX 06a3 TaHHBIX

3ananHus AJ151 CAMOCTOSITEILHOI padoThI.
AHanM3 TEXHUYECKOTO 00ECIIEYCHUS KaPOBBIX CITYKO

4. KoHTpO/Ib 3HAHUI 00yYAKOIIMXCS U THIIOBbIE OLIEHOYHbIE CPeACTBA
4.1. Pactipenenenue 6amios:
baniabHO-peHTHHTOBBIE MEPOTIPUSATHS HE MPETyCMOTPEHBI

4.2 TunoBsie OLIEHOYHBIE CPEACTBA TEKYIIIETO KOHTPOJIS
ITonroroBka nokaana

Tema 4. Tema 4. PaboTa ¢ kKaapoBbIMH JOKyMEHTaMHU
1 Kaxkue ydeTHbIe TOKYMEHTHI BEJIET KapoBasi CIyx0a?
2 Jlns wero cocrapisercs hopma T-2 u kakue TpeOOBaHMS MPEIBSIBISIOTCS K HEH?
3 Kaxkue TpeboBaHUs NIPEABIBISAIOTCS K (DOPMUPOBAHUIO JTUYHBIX J1€T?
4 B KakoM aKkTe periiaMeHTUPOBAaH COCTAB JIMYHOTO JIeJIa TOCYAapCTBEHHO CIIyKanlero?
5 KakoB nopsi0k n3bpATUSA JOKYMEHTOB U3 JIMYHOTO jiena’?
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17
6 KakoB nops10K BbLAAYH JJUYHOTO JIea BO BpEMEHHOE I10JIb30BaHUE?
7 Kaxue TpeOGoBaHMs MPEABIBISIOTCS K XPAHEHUIO JIMYHBIX 17

Tema 6. Tema 6. ABToMaTu3anus paboThl KaIJpOBOU CITY>KOBI
B uem npenmyiecTBa coctaBieHus U 0opopMIICHUS TOKyMEHTOB Ha KOMITbIOTEpe?
Jlns yero B ciy»x0e KaapoB BeAyTcsl 6a3bl JaHHBIX U KaK OHU MCTOIb3YIOTCS?
Kak ucnonszyercs MaTepHer npu nopdope nepcoHasna?
B dyem 10CTOMHCTBA U HENOCTATKU JIEKTPOHHOU MOYTHI?
Kaxkoe mporpammHoe obecriedeHne UCIoab3yeTcs Cyk00i kaapos?
Kakue Mepbl HeoOX0aMMBbI 1711 00ecrieueHNs COXPAHHOCTH IOKYMEHTOB B 3JIEKTPOHHOM BHJIE?
Jyist 9ero MpoBOAMTCS pa3rpaHUYCHHE MPaB IOCTYIA K JOKYMEHTaM?

XN R DD =

VYKakuTe cpeAcTBa OPITEXHUKH, HEOOXOIUMBIE JIJIsi PAOOTHI CITY>KOBI KaJPOB
IToaroroBka 3/IeKTPOHHOM NMpPe3eHTAUMN

Tema 1. Tema 1. KagpoBoe nenonpou3BoICTBO: COACPHKAHUE MTOHITHUS
IIpumepHa Temaruka
Otnen xaapoB, yIpaBieHUE KaJIpoB, CIyk0a yrnpaBieHHs IePCOHATIOM
MecTo KaapoBOii CITy>KObI B YIPABICHYECKOH CTPYKTYpe OpraHu3aIliH
CrpykTypa KaapoBOu CITy>KOBI (CITy»ObI yIpaBICHUS IEPCOHATIOM )
VYdacTKu KaipoBoil paboThI
JIOMKHOCTHOM M YHCJICHHBIM COCTABBI CITY>KOBI KaJPOB (CITyKOBI yIpaBJIEHUS TEPCOHATIOM )
PykoBoauTeNM U CIEUAINCTHI KaJPOBOH CITyKObI

NNk W=

TpeboBaHus K KaJpOBbIM CIIEIUATUCTaM, KBAIU(UKAIIMOHHBIE XapaKTEPUCTUKH KaJIPOBBIX
CHEINAJINCTOB

8.  TumoBbIie JODKHOCTHBIC 00SI3aHHOCTH KaIPOBBIX CIICITUATUCTOB

9. TIpodeccronanpHBIN CTAaHAAPT CIEIUATKICTA MO YIPABICHUIO IEPCOHATIOM

10. OO6o06meHHbIe TPYAOBBIe GYHKIINH, TPYAOBBIE (DYHKIIUU, TPYIOBBIE ICHCTBUS

11. OTBeTCTBEHHBIE 32 BEJCHHUE KaPOBOTO JIEIOMPOU3BOICTBA U 32 pa0OTy C TPYIOBBIMU KHIKKAMU
12.  OTBETCTBEHHOCTH pabOTOMATENECH 3a HAPYIIICHUE TPYIOBOTO 3aKOHOAATEIbCTBA

Tema 5. Tema 5. Tekymiee XpaHeHHe KaIpOBBIX JOKYMEHTOB. I1oAroToBKa e s caayu B apXHUB.
1. OGpaboTKa J1e1 Mo JUMIHOMY COCTaBY.
2. ApxuBHas 00paboTKa JOKYMEHTOB IO JINYHOMY COCTaBY
3. [Mopsaok hopMUpOBaHUS JTUIHOTO JejIa paOOTHHKA.
4. CTaHOBJICHUE U Pa3BUTHE JIMYHBIX Je] pAOOTHUKOB.
5. IlpoBeneHue HKCIEPTU3bI LIEHHOCTHU KaJIPOBBIX TOKYMEHTOB

pelieHHe KOHTEKCTHBIX, CHTYallHOHHBIX 32/1a4 (BbIno/iHeHHe NpaKTHYeCKUX 3aJaHUil)

Tema 2. Tema 2. Opranuzarnust KaJJpoBOi CITy>KOBI
AHanu3 JOHKHOCTHBIX HCHTYPKIMH KIIACCHOTO PYKOBOIUTENSI 00pa30BaTENIbHBIX YUPESKICHUN

Pa3pabotka [TonokeHnst 0 KaipoBOi CITy>K0€ 4aCTHOTO 00pa30BaTEIHLHOTO YUPEIKICHHUS BBICIIIETO
oOpazoBaHUs

1. Kamposas ciry:x0a B amnmapare yrnpaBieHUs

2. MecTo KaJIpoBoOii CIIy:KOBbI B YIPaBICHYECKOH CTPYKTYpe OpraHu3aluu
3. CrpyKTypa KaapoBoi CIy»)Obl (CITyKObI yIpaBiIeHUs TEPCOHATIOM)

4. VYd4acTKu KaJpoBO# pabOTHI
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5. JIoMKXHOCTHOM M YMCIICHHBII COCTaBBI CITYKObI KapoB (CTyKObI YIIpaBICHHS IEPCOHATIOM )
6. PykoBoAWTENIN U CIIEUATIUCTHI KAAPOBOH CITYKOBI

7.  TpeboBaHMS K KaJpPOBBIM CIELUATUCTAM, KBATU(UKAIIMOHHBIE XapaKTEPUCTHKH KaJPOBBIX
CIIELMAIUCTOB

Tema 3. Tema 3. 3akoHOJaTE€IbHOE, HOPMATUBHO-METOIUYECKOE U OPTaHU3AL[MIOHHOE PErYJINPOBAaHNE
KaJpOBOTO JIEI0IPOU3BOACTBA

CpaBuurenbublil ananu3 [lonoxxenus u nepconasne u [IpaBui BHYTPEHHETO TPYAOBOTO paclopsika
OdopmiieHre MTaTHOTO PacTUCaHUsL.

Odopmitenne rpaduka OTITYCKOB.

OdopmieHre CTPYKTYpbl U IITATHON YUCICHHOCTH.

Tema 6. Tema 6. ABromaru3anust paboThl KaJPOBO CITyKOBI
AHanM3 crennuanu3upoBaHHBIX IPOTPaMM IS CIIYKOBI KaJpOB

4.3 IIpomexxyTouHast aTTeCTaIMs 110 AUCIIUIUIMHE MPOBOIUTCS B popMe 3adeTa

Tunosblie Bonpocsl 3a4era (YK-6)
KanpoBoe nenonpon3BoCcTBO: OCHOBHBIE MOHATHS M HATIPABIECHUS JEATEIbHOCTH.
Knaccudukanus kaapoBoil TOKyMeHTaIlUN
[TonoxeHnue o CTPYKTYPHOM MOAPA3IEICHUN.
JIOJKHOCTHBIE HHCTPYKIIUH.
JIOIDKHOCTHOM M YHCJICHHBIM COCTaB

A S e

OO0merocyaapcTBeHHbIC 3aKOHOIATEIbHBIC TPABOBBIC 1 HOPMATHBHO-METOINYECCKHE aKThI,
perIaMeHTUPYIOIINE KaJIPOBOE JEIOPOU3BOJICTRO.

7.  OpraHu3alMOHHO-IIPABOBBIE KaJPOBBIE TOKYMEHTHI
8. Yuer u BeeHME CIPABOYHOIO amnmnapara.
9.  ®opmupoBaHUE, BEICHUE U XPAHECHUE JTUYHBIX JIEI

Tunosble 3aganusa as 3adera (YK-6)
1. AHanu3 TOIKHOCTHBIX MHCTPYKIMH
2. Odopmienune 00I0KKH JTUIHOTO Jiea paOOTHHKA.
3. OdopmieHre BHYTPEHHEH OMHICH JOKYMEHTOB JTMYHOTO Jiea paboTHUKA

4.4. Illkana orieHMBaHMsI IPOMEXKYTOUYHOU aTTECTALIUU

Jeckpuntops! (ypOBHH) — OCHOBHBIC IPU3HAKKA OCBOCHUS (TIOKA3aTEIH

Onenka Kommnerenriu
TIOCTYOKCHHSI pe3YJIbTaTa)

VK-6 Ha nocrato4HOM ypOBHE IIPOEKTHPYET TPACKTOPHUIO CBOETO
«3a4TCHON poeCCHOHAIILHOTO POCTa U JIMYHOCTHOTO Pa3BUTHSL, pacIIUpsET
CBOH IPO(eCCHOHANBHBIN KPYyTro30p: MPHOOPETAET U UCIIOIb3

VK-6 He mpoektupyer TpaekTopuio cBoero nmpohecCHOHAIBHOTO POCcTa U
«HE 3a4TCHO» JUYHOCTHOTO Ppa3BUTHSA, paCHIMPSIET CBOW NpodheCCHOHAIBHBIN
KpYyro3op: NpuoOpeTaeT U UCIOIb3

5. Metoanueckue yKkazaHus JJisi 00y4al0UUXCsl IO OCBOCHHMIO TMCIUIIMHBI (MOXYJIA)
5.1 Meroauueckue yKa3aHus IO OpraHU3aIUN CaMOCTOSITEIbHOI paboThl 00yUYaromuXCs:

[Mpuctynass Kk W3y4YCHUIO AMCUMUIUIMHBI, B TEPBYIO OYepenb OOyYalomMMCS HEOOXOIUMO O3HAKOMHTHCS
conepkanremM paboueii mporpammbl aucturummabl (PIT[]), koTopas ompenenseT comepskaHue, oObem, a
TaKXKe MOPSAIOK N3yUSHHsSI U TIPENOAaBaHus y4eOHOU AUCITUTUINHBI, €€ pa3/elia, YacTH.



Jlnist caMOCTOSTENbHON pabOThl BaKHOE 3HaUECHUE UMEIOT paszieibl «O0beM U copepikaHue TUCIUILTHHBDY,
«Y4eOHO-MeToauueckoe U HH(popMaIMoHHOE 00ecTedeHne TUCIUILTMHBD U «MarepruanbHO-TEXHUIECKOe
obecriedeHre TUCIUILINHEI, IPOrpaMMHOE obecrieueHue, mpodeccHoHaIbHbIe 0a3bl TaHHBIX U
MH(POPMALMOHHBIE CIIPABOYHBIC CUCTEMBI.

B pasgene «O0beM U conep)kaHWe IUCIMIUIMHBD) YKa3bIBAIOTCA BCE pasfelbl M TEMbl H3y4aeMoil
JTMCLUIUIMHBIL, @ TAKXKEe BUJBI 3aHATHH U TNIAHUPYEMBbI 00bEM B aKaJeMHUYECKUX Yacax.

B pasgene «YuebHO-MeTommyeckoe ©  HMH(OpMAIMOHHOE oOecreueHre AUCHUIUIMHBDY — yKa3aHa
pexoMeHayeMasi OCHOBHAs U IONIOJIHUTEIbHAS JINTEPATypa.

B pasgene «MarepuaabHO-TEXHUYECKOE OOECIeYeHne IUCLHUIUIMHBL, MPOrpaMMHOE OOecCIeyYeHue,
npodeccruoHabHble 0a3bl JaHHBIX U MH()OPMAIMOHHBIE CIPABOYHBIC CHUCTEMBD» COAEPKUTCS MEpeuyeHb
npodeccuoHaNbHBIX 0a3 JaHHBIX U HHPOPMAIIMOHHBIX CIIPABOYHBIX CHCTEM, HEOOXOIUMBIX JJISi OCBOCHHUS
JUCLUIUINHBL.

5.2 Pexomennanuu o0y4aromumcs o padbore ¢ TEOPETHUECKUMHU MaTepHallaMu 110 TUCIUILIIMHE

[Ipu uzyyennu u npopaboOTKe TEOPETUUECKOr0 MaTepHaa HeoOX0AUMO:

- IPOCMOTPETH €IlIe pa3 npe3eHTaluo Jekuu B cucteMe MOODLe, noBTOpUTh 3aKOHCIIEKTUPOBaHHBIN Ha
JEKUMOHHOM 3aHATUM MaTepual M JOMNOJIHUTh €ro € YYEeTOM PEKOMEHJOBAaHHOM IOMOJIHUTEIbHOU
JUTEPaTyphl;

- IIPY CAMOCTOSITEIBHOM M3YyYE€HHH TEOPETUYECKOM TEMBI CAENATh KOHCIIEKT, UCIIOJIb3Ysl PEKOMEHIOBAHHBIE
B PII/] ucrounuku, npodeccrnoHasibHble 0a3bl JaHHBIX U HHPOPMAIIMOHHBIE CIIPABOYHbBIE CUCTEMBI:

- OTBETUTH Ha BOIIPOCHI JJIsl CAMOCTOATEIILHON pabOoThI, TTO TeMe MpecTaBieHHbIe B myHKTe 3.2 PIT/I.

- TP MOATOTOBKE K TEKYIIEMY KOHTPOJIIO HCIIOIb30BaTh MaTepralibl (hoHa oreHouHbIX cpencts (POC).
5.3 Pexomenpanuu no pabote ¢ Hay4HOH 1 yueOHOM JuTepaTypoit

PabGota ¢ OCHOBHOM M JONOJHUTENBHOM JHMTEPaTYpOl SIBISETCS IIaBHOM (POpMOI caMOCTOATENbHOM
paboThl M HEoOXOoOMMa MPH MOATOTOBKE K YCTHOMY ONpPOCY Ha CEMUHApPCKUX 3aHATHAX, K Jebartam,
TECTHUPOBAHHUIO, 3Kk3aMeHy. OHa BKIIOYaeT MpopabOTKy JIEKIMOHHOTO MaTephalia M PEeKOMEHIOBAHHBIX
HCTOYHMKOB U JINTEPATYPHI 110 TEMATHKE JIEKIIUH.

KoHCHeKT JIeKnu JOJKEeH coliepKaTh peepaTuBHYIO 3alIUCh OCHOBHBIX BOIPOCOB JICKIIUH, B TOM YHUCIIE C
ornopoii Ha pa3MmeleHHsle B cucteme MOODLe mpe3eHTany, OCHOBHBIX MCTOYHUKOB M JIMTEPATYphl IO
TeMaM, BBIBOJBI MO KaXAOMY Bompocy. KOHCIeKT MOXKeT OBITh BBITIONHEH B paMKax pacliedyaTKd BbIIa4uH
NPe3eHTAlUi JIGKIUH WM B OTACNIBHOW TeTpaau mo mpeaMery. OH JODKEH OBITh aKKypaTHBIM, XOPOIIO
YUTAaEMBbIM, HE COAEPIKAaTh HE OTHOCALIYIOCS K TeMe UH(POPMAITUIO HITH PUCYHKH.

KoHcnieKkThl HayyHOW JHUTEparypbl NMPU CaMOCTOSATENBHOM IOATOTOBKE K 3aHATHUAM JOJDKHBI COJEPIKaTh
OTBETHl HA KaX/bIi TOCTAaBICHHBIH B TEME BONPOC, MMETh CCHUIKY Ha HCTOYHHK WH(POpPMALUU C
00s13aTeNbHBIM YKa3aHUEM aBTOpa, HAa3BaHMS W TOJA HU3AAHUS HCIOJIb3YeMOH HaydyHOW JHMTEpaTyphl.
KoHcniekT MoXeT ObITh ONOpPHBIM (COAEpXkAaTh JUIIb OCHOBHBIC KIIIOUYEBBIC MO3MIMH), HO TPH 3TOM
MO3BOJISIIOIMM  JIaTh TIOJIHBIA OTBET IO BOINPOCY, MOXET ObITh MOAPOOHBIM. OO0bEeM KOHCHEKTa
OIIPENIETSAETCS CAMUM CTYIACHTOM.

B nporecce paboThl ¢ OCHOBHOM U JOTIOTHUTEIIBHON JTUTEPATYPOH CTYICHT MOXKET:

- JenaTh 3allUCU IO XOAy 4YTE€HHS B BHJIE NPOCTOr0 WIM pPa3BEPHYTOrO IIaHa (co31aBaTh IEPEUYECHb
OCHOBHBIX BOIIPOCOB, PACCMOTPEHHBIX B UCTOYHHKE);

- COCTaBJATH TE3HUCHl (LMTHpOBaHHE HauOoJee BAKHBIX MECT CTaTbu MJIM MOHOTpaduu, KOPOTKOE
U3JI0KEHHE OCHOBHBIX MBICJIEH aBTOpA);

- TOTOBUTH aHHOTAIMH (KpaTKoe 000011eHe OCHOBHBIX BOIIPOCOB PabOTHI);

- CO3/1aBaTh KOHCIIEKTHI (Pa3BEPHYTHIC TE3UCHI).

5.4. PexoMeH1a1tuy MO NOATOTOBKE K OTAENIBHBIM 33aHUAM TEKYIIETO KOHTPOJISA

CobecenoBanue MpenrnoyaraeT OpraHu3aluio Oecelnpl MpernoAaBareist cO CTyAEHTaMH 10 BOIpPOcam
MPAKTUYECKOTO 3aHATUS C LEJbl0 Oojiee OOCTOATEIHHOTO BBISBICHHUS UX 3HAHUN MO OINpeneIeHHOMY
pasgeny, TeMme, mpobieme U T.I. Bce wieHbl Ipynmbl MOTYT Y4acTBOBaTh B OOCYXKIEHUU, J00aBIATH
nH(pOpMaIUIO, TUCKYTUPOBATh, 3a/1aBaTh BOIIPOCHI U T.1I.

YCTHBIE OMpPOC MOXKET TMPUMEHATHCS B pas3audHbIX (Qopmax: (PpoHTAIBHBIN, WHIWBUIYAIBHBIN,
KOMOMHUPOBaHHBIA. OCHOBHBIE KaU€CTBA YCTHOTO OTBETA MOJIJIEIKAIIETO OIICHKE:

- MPaBWJIBHOCTh OTBETA 110 COAECPIKAHUIO;
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- IOJIHOTA U TITyOWHA OTBETA;

- CO3HATENIbHOCTh OTBETA;

- IOTUKa U3JI0KECHUS MaTepuaa;

- PalMOHAJILHOCTh UCIIOJIb30BAaHHBIX IIPUEMOB U CTIOCOOOB PEIIEHUS TOCTABIEHHONW yueOHO! 3a1auu;

- CBOEBPEMEHHOCTh M 3((EKTUBHOCTH MCIIOIB30BAHUS HATNISAIHBIX MOCOOMH U TEXHUYECKUX CPEICTB IPH
OTBETE;

- HCTIOJIb30BaHHUE JIOTIOTHUTEIBHOTO MaTepHaa;

- palMoOHAJIBLHOCTD UCIIOB30BAaHUSI BPEMEHU, OTBEJICHHOTO Ha 3a/1aHuE.

YCTHBIM OIIPOC MOXKET CONPOBOXKAATHCS IMPE3ECHTALUEH, KOTOpas IMOATOTABIMBACTCA IO OAHOMY U3
BOIPOCOB MPAKTHYECKOTO 3aHATHUSA. [IpH BRICTYIUIEHHH ¢ Mpe3eHTanueid HeoOXoauMo oOpamarb BHUIMaHUE
Ha TaKWe MOMEHTHI KaK:

- colep)KaHUE TPE3CHTALMU: aKTyaJlbHOCTh TEMbI, IOJIHOTA €€ PACKPBITHA, CMBICIOBOE COMAEp)KaHUE,
COOTBETCTBHE 3asBJIEHHOM TEMbI COJIEP)KaHNIO0, COOTBETCTBHE METOAUYECKUM TPEeOOBAHUAM (LIETTU. CCHUIKU
Ha PECYpChl. COOTBETCTBHUE COACpPaHUS U JIMTEPATyphl), MpaKTUUeCcKas HaNpaBiIeHHOCTb, COOTBETCTBUE
cofiepaHusl 3asBICHHON QopMe, aeKBaTHOCTh MCIOIb30BAHMSI TEXHUYECKUX CPEACTB YUeOHBIM 3ajlauam,
MOCJIEZIOBATENBHOCTD U JIOTUYHOCTDH MPE3EHTYEMOT0 MaTepuara;

- odopMiieHHE TMpe3eHTAMU: 00bheM (ONMTHUMaTbHOE KOJWYECTBO), AW3alH (YUTAEMOCTh, HAJIUYHE U
COOTBETCTBHE TpaUKd U aHUMAIMHU, 3ByKOBO€ OQOpMIIEHHE, CTPYKTypUpOBaHHE HUHOpMAIH,
COOTBETCTBHE 3asBICHHBIM TpPEOOBAaHUSM), OPUTHHAIBHOCTH O(OPMIIEHUS, SCTETHKA, HCIIOJIb30BaHUE
BO3MOXKHOCTH MPOTPAMMHOM CpPeibl, COOTBETCTBHE CTaHIAapTaM o(pOpMIICHUS;

- TMYHOCTHBIE KaueCcTBa: OPATOPCKUE CIIOCOOHOCTH. COOMIOIEHUE pErIaMeHTa, SMOIMOHAIBHOCTh, YMEHUE
OTBETUTH Ha BOIIPOCHI, CUCTEMaTU3UpOBaHHbIE, INTyOOKKE U MOIHBIE 3HAHUS 110 BCEM pa3JiesiaM MporpaMMbl:
- coepXaHWe BBICTYIUICHHUS: JIOTUYHOCTh H3JI0KEHHUS Marepualia, pacKpbITUE TEMBbl, JIOCTYIHOCTh
uznoxkenus, d3PpdextuBHoCcTh npuMeHeHus cpeacts HWKT, cmocoObl u  yciaoBHs JIOCTHXKEHHUSA
pPEe3yNBTaTUBHOCTH W 3(P(EKTUBHOCTH U1 BBIMOJHEHHS 3a/1a4d CBOeH MpOo(eCCHOHAIBHONW WM Y4eOHOU
NeSITeIbHOCTH, JJ0Ka3aTeJIbHOCTh MPUHUMAEMbIX PEIICHUM, YMEHHE apryMEHTHPOBATh CBOM 3aKIIIOYCHUS,
BBIBO/IbI.

6. YueOHO-MeToANYecKOe U MHPOPMALIMOHHOE 00ecnieyeHue TUCIHIINHBI

6.1 OcHOBHas nuTEpaTypa:

1. MantypoBa, H. C. KaapoBoe nenonpou3BOACTBO M apXUBBI JIOKYMEHTOB MO JIMYHOMY COCTaBYy
y4eOHO-METOINYECKOE MOCOOMe NJisi CTYICHTOB, OOYYalOIIMXCsl MO HAMpaBJIEHUIO MOATOTOBKH 46.03.02
JOKYMEHTOBEJICHE U apXuWBOBeAeHHME. - Becbh Ccpok oxpaHbl aBTopckoro mpasa; Kazaposoe
JeJIONPOU3BOICTBO M apXMBBI JOKYMEHTOB [0 JIMYHOMY cocTaBy. - YensOunck: YensOuHCKuit
TrOCyIapCTBEHHBIN MHCTUTYT KylIbTypbl, 2018. - 140 c. - Tekcr : anmekrponusiii / IPR BOOKS [caiir]. -
URL: http://www.iprbookshop.ru/83609.html

2. Hoeu, . H. KagpoBoe aemompou3BOACTBO M KaApPOBBIA ydeT : ydeObHoe mocobue. - 2031-05-27;
KangpoBoe nenonpous3BoACTBO M KaapoBblil ydeT. - Taranpor: TaraHporckuii MHCTUTYT YIpaBJIEHUS U
sxoHoMHKH, 2018. - 84 c. - URL: https://www.iprbookshop.ru/108082.html

3. A6ynanze /I. I'., Bempsokkuna W. B., Macnosa B. M. JlokymeHTaIlmoHHOE 00€CTICUCHNUE YTPaBICHUS

MEPCOHAJIOM : YUeOHUK U MPAKTHKYM I BY30B. - TIep. U JOIT; 2-¢ u3Ml.. - Mocksa: IOpaiit, 2021. - 370 c. -
Texct : anexrponnsiii // DbC «FOPAUTY [caiiT]. - URL: https://urait.ru/bcode/477699

6.2 JlonosHUTENBHAS IUTEpATYpA:

1. Ky3nenoB 1.H. JlokymeHTanmonHoe obecrieueHue yrpasieHus. JJokyMEHTO000pOT | J1eJI0IPOU3BOACTBO
: yUeOHUK W MPAKTUKYM JUId TPUKJIaIHOTO OakajaBpuara. - 2-e u3fl., nepepad. u joi.. - Mocksa: IOpaiir,
2016. - 476, [1] c.

2. TlomoBuy E. JlokymeHTalmoHHOEe OOECIEYeHHE YIIPaBJICHUS TEPCOHAIOM : ydeOHoe mocobue. -
OpenOypr: OpenOyprckuii rocynapctBeHHbli yauBepcuret, 2014. - 112 c. - Teker : anexkrponHsIit / DbC

«YHUBEpCUTETCKAS OubImoTeKa OHJIANH» [caitT]. - URL:
http://biblioclub.ru/index.php?page=book&id=259328
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3. Ky3nenosa T.B. KaapoBoe nenonpoun3BoaAcTBO (TpaguIlMOHHBIC W aBTOMATH3UPOBAHHBIC TEXHOJIOTHH) :
VYueb. ms By3oB. - M.: Uznat. nom MOMU, 2011. - 344 c.

6.3 VHbpIe NICTOUHMKMU:
1. Menosas uadopmarus - http:// www.delinform.ru
2. IlpaBoBoii caiit Koncymsrantllmtoc - http://www.consultant.ru

7. MaTepuaJbHO-TeXHHMYeCKOe o0ecnedeHHe TUCHUILVINHBI, IPOrpaMMHOe o0ecnedyeHue,
npogeccnoHanbHbIe 023bI JAHHBIX 1 HHPOPMALMOHHBbIE CIIPABOYHbIE CHCTEMbI

Jlng mnpoBeneHus 3aHATHM MO JUCHUIUIMHE HEOOXOIUMO ClIeAyIollee MaTepuaibHO-TEXHUYECKOe
oOecrieueHue: ydeOHble ayqUTOPUM [AJs TMPOBEICHUS 3aHATHH JIEKIIMOHHOTO M CEMHHApCKOro THIIA,
TPYNIOBBIX W HWHAMBHUIYaJIbHBIX KOHCYJIbTALMM, TEKYLIEr0 KOHTPOJI U MPOMEKYTOUHOM aTTecTaluw,
MTOMEIIEHUS 111 CAMOCTOSITENIbHON paboThI.

VYdeOHbIe ayTUTOPHUN U IIOMEIICHUS ISl CAMOCTOSTEIILHON padO0Thl YKOMIUIEKTOBAHBI CIICTIHATH3UPOBAHHOM
MeOeNbI0 U TEXHUYECKUMH CPEJICTBAMHU OOYyUCHHMS, CIIY>KAIIUMH JIJIs1 TIPEICTABICHHS yueOHOW nHbOpMauu
OOJIBITION ayTUTOPHH.

[TomerieHus U1 CaMOCTOSATENILHONW paOOThl YKOMIUIEKTOBAHbI KOMITBIOTEPHON TEXHUKOH C BO3MOXKHOCTBIO
MTOAKITFOYEHHUS K ceTh "Unrepuet" 51 obecrieueHneM JIOCTyIa B AIIEKTPOHHYO
MH(POPMALIMOHHO-00pa30BaTEIbHYIO CPEAy YHUBEPCUTETA.

Jlist mpoBeeHNs 3aHATHI JICKIIMOHHOTO THITA UCTIONB3YIOTCS HA0OPBI IEMOHCTPAIIHOHHOTO 000PYI0BaHUS,
o0ecreunBaIIfe TeMaTHYECKUE WILTIOCTpaud (ITPOEKTOP, HOYTOYK, SKpaH/ MHTEPAKTUBHAS JTIOCKA).

JluneH3noHHOE U CBOOOHO pacHpOCTpaHsIeMOe MPOrpaMMHOE 00ecTieYeHHE:

Kaspersky Endpoint Security mist 6usneca - Cranpaptasiii Russian Edition. 1500-2499 Node 1 year
Educational Renewal Licence

Microsoft Office [Ipodeccuonansusiii moc 2007
Onepanuonnas cucrema Microsoft Windows 10

ITpodeccronanbhplie 6a3bl JaHHBIX U UHPOPMAITMOHHBIE CIIPABOYHBIE CUCTEMBI:
1. Hayunas snexrponnas 6ubnuoreka eLIBRARY.ru. — URL: https://elibrary.ru

2.  VYHuBepcuTeTcKas  OMOMMOTEKa  OHJAWH:  JJIEKTpOHHO-OMOmmoreunas  cuctema. —  URL:
https://biblioclub.ru

3. Koncynsrant crymenta. ['ymaHuTapHbIe HAyKH: OJJIEKTPOHHO-OMOMMoTeyHast cucrtema. — URL:
https://www.studentlibrary.ru

4. DIEKTPOHHBIIN Karajor DyHIaMEeHTaIbHON OnOIMOTEeKN TI'V. - URL:

http://biblio.tsutmb.ru/elektronnyij-katalog

5. Poccwuiickas rocynapcrBenHast 6ubnuoreka. — URL: https:/www.rsl.ru

6. Poccuiickas HarmoHanbpHas onbamoreka. — URL: http://nlr.ru

7. [Ipe3unentckas 6ubnuoreka umenu b.H. Enpriuaa. — URL: https://www.prlib.ru
8. KOpaiit: snexTponHo-0mbamoTeuHas cucrema. — URL: https://urait.ru

9. OBC «YHuBepcuterckas 6nbnuoreka onnaiin» . — URL: http://www.biblioclub.ru

10. OBC «KoHcynpTaHT cTyaeHTa»: KouleKuu: MenunuHa. 3apaBooxpaHeHue. ['ymaHuTapHbele HayKu . —
URL: https://www.studentlibrary.ru

11. CripaBounas npaBoBas cuctema "KoncynbranT mitoc”. — URL: http://www.consultant.ru
12. Hudposoii odpazosarensHblii pecypc IPR SMART. — URL: http://www.iprbookshop.ru

JJIeKTPOHHasi HH(POPMALIMOHHO-00pa30BaTe/IbHAA Cpeaa
https://auth.tsutmb.ru/authorize?response type=code&client id=moodle&state=xyz

B3aumoneiicTBue mnpernopaBaTenss M CTy[JEHTa B Ipolecce OOy4eHHUs OCYLIECTBISETCS MOCPEICTBOM
MYJIBTUMEMMHBIX, THIIEPTEKCTOBBIX, CETEBBIX, TEICKOMMYHHUKAIIMOHHBIX TEXHOJOTHUH, HUCHOJIB3YEMBIX B
ANIEKTPOHHOH MH(OPMAIIMOHHO-00pA30BATEILHON CPEe YHUBEPCUTETA.



