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1. lean u 3agaun AUCHUATIHMHBI
1.1 Henp qucuuruivHel — GopMUpOBaHUE KOMIIETEHIIHIA:
[IK-4 CnocoGeH OCyIIeCTBIsATh OpPraHU3ANMOHHOEC W HMHGOPMAIIMOHHOE OOECIIeYeHUE ACSITCIBHOCTH

PYKOBOIUTENS

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

OCBOCHMHA NJUCLHMITIIIMHBI:

- OpPraHU3aLMOHHO-YIIPABICHYECKUN

1.3 JlucumriinHa OpUEHTHPOBAHA Ha MOATOTOBKY OOydYaroUIMXCs K MPo(ecCHOHaIbHOM AEATEIbHOCTH B
coepe: 07 AIMUHUCTPATHBHO-yIpaBiIeHYeCKast M oucHas AeATeNbHOCTh (B cpepe OpraHu3aliOHHOTO U
JOKYMEHTAIIHOHHOTO 00eCIeueH s YIPaBICHUs OPTaHU3aIMsIMU)

1.4 B pe3ynbTare 0CBOCHHS JUCHUIUIMHBI y 00YYarOIUXCs TOJKHBI OBITH C(OPMUPOBAHBIL:

O06001TIeHHBIEC TPYIOBEIE
(yHKIMH / TPYAOBBIC
(YHKIMY / TPYAOBBIC HIIH
npodeccroHaIbHBIC
JercTBUs (IPU HATTUYIAN
npodcTangapra)

Konx n HammeHoBaHme
xommnerenuu ®I'OC BO,
HEOOXOIUMOM 1151
(hopMHUPOBaHUS TPYIAOBOTO
WIH PO CCHOHATBLHOTO
JIeHCTBHS

MHankaTopbl JOCTHKEHUS] KOMIIETEHIIAM

[1K-4 Cnocoben
OCYIIECTRIATh
OpTaHU3aIMOHHOC U
WHPOPMATHOHHOE
obecreueHue aeITeIbHOCTH
PYKOBOIHUTEIISI

OcymecTBisieT TeiaeQOHHBIE MEPETOBOPHI, IOATOTOBKY,
IIPOBEICHHUE u o0cmyKuBaHue KOH(EPEeHTHBIX
MEpPONPHUITHH, OPraHU3aLUI0 PaOOTHI C MOCETUTENSIMH, B
TOM YHUCJIE C UCTIONB30BaHNEM HU(POBBIX TEXHOJIOTHI

1.5 CormacoBanue MCKIUCHTUIITIMHAPHBIX CBs3eH JAUCIMIIINH, OGCCHG‘-II/IBEIIOH_II/IX OCBOCHHC KOMHGTGHHHﬁ:

I1K-4 CriocoGeH OCyIIecTBIATh OpPraHU3alliOHHOE M HWH(pOpPMAlMOHHOE obecrieueHue
JeSITeTbHOCTH PYKOBOTUTEIS

No
n/n

HanmenoBanme
JMCIATUINH,
OTIPEIICIISTFOTITIX
MEKTUCITUTUTHHAPHEIE
CBSI3U

®dopma oOyueHus

Ounas
(cemecTtp)

2135617

1 |HayuyHo-uccnenoBaresn
bCKas AESITETHHOCTD B
coluaabHOU cepe

+

2 |IIpakTHka mo

MOy YEHHUIO
podecCHOHATBHBIX
YMEHHH U OMbITa
npodeccrnoHaIbHON
JESTeNbHOCTH

3 |Comuonorus
KOMMYHUKaIH

4 |Coumonorus
YIpPaBICHHS

5 |[TexHonoruu padoTel
oduca

2. Mecto nucuuninHbl B cTpykrype OIl 6akanaBpuara:




JucuuiinHa
00pa30BaTeNbHBIX OTHOIICHHUIA,
JIOKyMEHTOBEICHHE U apXUBOBE/ICHUE.

«CekpeTrapckoe 00CTY)KUBAHUEH

HNucriummHa «Cekperapckoe 00CTyKUBaHHUE» U3ydaeTcs B 8 ceMecTpe.

3.00beM U coep:kaHMe TUCHUILTHHBI
3.1.00beM QUCLUILUIMHEL: 5 3.€.

Ounas: 5 3.e.
Bun yueOHo# paboTh (BCSEI;ZEOB)

O0mast Tpy10éMKOCTb TUCHHUILIHHBI 180
KonrakTHast paborta 96
Jlexmm (Jlextmm) 48
[Tpakruueckue (Ilpakt. pad.) 48
CamocrositensHas padota (CP) 48
OK3amMeH 36

3.2.ConepxaHue Kypca:

No Haspanue Bun yuebnoit | dopmbl TekyIero
TEMBI pasnena/TeMbl paboThI, yac. KOHTPOJIS
Jlek |IIpa | CP
L[UH | KT.
pao.
O]l0|O
8 cemectp

1 Mecto u 3HaueHue [InceMenHas pabora
CeKpeTaps B (ITucemennas
CTPYKType CaMOCTOSITeNIbHAS
ynpasnenus. O6bmas| 4 | 4 | 4 pabora)
XapaKTepUCTUKA
JeSITEIIbHOCTH
ceKperaps.

2 HopmarusHo-MeTon [InceMeHHas pabora
WYECKHE (ITucemennas
JOKYMEHTHI, 4 | 4 | 4 | camocTosTENBHAS
pernaMeHTUpYIoIIHe pabota)
JeSTeNbHOCTh
ceKperaps.

3 [InanoBas u KomnokBuym
OTYeTHAas 4 ala (KoHTpOnbHBIH
JOKYMEHTAIUS B cpes)
pabote cekperaps

4 TpynoycTpoicTBO U [Tucemennas pabota
aganTamus K padore 4 4 4 (ITucemennas
cekpeTaps CaMOCTOSITeNIbHAS

pabora)

dbopmMupyemMoli  y4aCTHUKAMHU
yuebHoro tuiana OIl mo HampaieHuio mnoarotoBku 46.03.02 -

OTHOCHUTCA K 4YacCTu,




5 Opranuzanus u [ToaroroBka u
o0opynoBaHue 3aImuTa
pabouero mecta Ipe3eHTaIi
cekperaps (ITonrotoBka

IIEKTPOHHON
IIPE3EHTALIH )

6 Opranuzanust [Tucemennas pabota
WH()OPMAITMOHHOTO (ITucemennas
o0CTyKUBaHU CaMOCTOSITeNIbHAs
COTPYIHUKOB U pabora)
MIOCETUTENEH
(bupmsI

7 Jenoas Konnoksuym
MEepEINCKA. (KonTtposnbHbIit
Opranuzanus cpes)
paboThI ¢
JOKyMEHTaMH1

8 ITonroroska u CemuHapckoe
o0CITyKHBaHHE 3aHsATUE
COBEILAHUI

9 besnokymenTHoe [Tucemennas pabota
o0cy>)KuBaHUE (ITucemennas
PYKOBOIUTENS CaMOCTOSITeNIbHAs

pabora)

10 ITonroroBska KomnokBuym
JIEJIOBBIX MOE3I0K 4 | 4| 4 (KoHTpOnbHBIH
PYKOBOIMTEIIS cpes)

11 DTuKeT B padore [ToaroroBka u
ceKperaps 3aImuTa

4l a4 [Ipe3eHTalUl
(ITonrotoBka
IIEKTPOHHON
IIPE3EHTALIH)

12 AHaIUTUYECKUE, TecTtupoBaHue
CEPBHCHBIE U 4 ala
TEXHUYECKHE
(byHKIIUU ceKpeTaps

Tema 1. MecTo 1 3HAUEeHHE CeKpPeTapsl B CTPYKTYpe ynpanieHus. O0mas XapakTepucTuKa
nesiteqbHOCTH cekperaps. (IIK-4)

Jlekumus.
[losiBneHne AOMKHOCTH CeKpeTapss B yIpaBieHUYeCKoM armapare. COBpPEMEHHBIE TPAKTOBKU IOHSATHSA
"cexkperapp". Pomb M MecTO cekpeTaps B CTPYKType YNpaBieHUs opraHuzauuu. Mcropusi pa3BUTHS
CEKpETapCKOM AESITeTbHOCTH. 3HAuU€HHWE OPraHU3allMOHHOTO U JIEJONPOU3BOACTBEHHOIO 00ECIeUeHUS
CEKpeTapeM JeATeIbHOCTH PYKOBOIUTENS B COBpEeMEHHBIX ycioBusix.ComepxaHue paOOThl cekperaps.
TpeboBanus, npenbsBiIsgeMble K cekperapio. TpeboBaHUs K JEIOBBIM U JIMYHBIM KauecTBaM CEKpeTaps.
JlenoBble W OpPraHM3aTOPCKHE CHOCOOHOCTHU. XapaKTepUCTHKAa JMYHBIX KauecTB  CeKpeTaps:
KOMMYHHUKa0€IbHOCTb, BHEIIHWN BHJ, YMEHHE CO3/[aTh I[CUXojorndeckuid komdopr B oduce,
T00pOXKEeNaTeTbHOCTh. YPOBHH KBATM(DHUKAITUU CEKpeTapst

IIpakTnyeckoe 3ansATHE.
Bomnpocs! gt 06cyxaeHus:
1. Bo3uukHoBeHue npodeccuu cexkperaps B Poccun.
1.1 [Ipennockuiky NOSBICHUS CeKpeTapckoil mpodeccuu B Poccun



1.2 losiBnenue u craHoBieHUe npodeccun cexperaps B Poccun.
2. PazButne npodeccun cexperaps B 1917 — 1990-e rr.
3. Ilpodeccus cexkperapst Ha COBPEMEHHOM JTarle.
3ajanus 1J151 CAMOCTOSITEJIbHOM PadoThlI.
[ToaroroBka cmcka JUTEPATypPhI IO CEKPETAPCKOMY OOCITY>KUBAHHIO 3a MTOCIEIHUE 5 JIeT

Tema 2. HopmaTuBHO-MeTOAMYECKHE JOKYMEHTDI, perJiaMeHTHPYIOLIUE AeiTeJIbHOCTh CeKpeTaps.
(ITK-4)
Jlexkuns.

HopmaruBHO-MeTOAMYECKHE AOKYMEHTHI 10 OpraHu3aluu Tpyaa B cdepe ympasieHus. [lomkHocTHas
MHCTPYKLHUS CEKpeTaps Kak OCHOBHOM HOpPMAaTUBHBIA JTOKYMEHT, PEIIaMEHTUPYIOLIUN JesSTeIbHOCTh
cekpetapsa. CTpyKkTypa U colepKaHhe JAODKHOCTHOW MHCTPYKLIMH cekperaps. JloMKHOCTHAs MHCTPYKLUS
cekpeTaps pykoBoauTens. JJomKHOCTHAS HHCTPYKLUS CEKpETaps CTPYKTYPHOTO MOIpa3AeIeHUs

IIpakTnyeckoe 3ansATHE.
BrisiBUTE U TipoaHaIM3upoBaTh MpodhecCHOHANBHBIE CTAHIAPTHI, Kacaroluecs npodeccun cekperaps
N3yunth 1OTKHOCTHBIE MHCTPYKIIMU CEKPETAPEN Pa3IMUYHBIX KATETOPHil

3ananus AJ51 CAMOCTOSITEILHOI padoThI.

[ToaroroBka pa3zBepHyTOM XapaKTEPUCTUKH NMPO(ECCHOHATBHBIX KAUYECTB PA3IMYHBIX KaTerOpHii
cekpeTapen

Tema 3. IlnanoBasi M 0T4YeTHAsA JOKyMeHTanusi B padore cekperaps (IIK-4)
Jlexknus.

[Tonstue mnanoBass gokymeHTauus. Ha3zHaueHne M COCTaB IUIAHOBOM MOKyMeHTauuu. [loHATHE OTYETHAA
nokyMeHTanus. HazHaueHre u coctaB OTYETHON JOKYMEHTALIUU.

IIpakTH4Yeckoe 3aHATHE.

1.ITonrotoBuTh mpe3eHTanuio Ha TeMy «IIpaBuna opopmiienns miana ciykeOHbIX KOMaHAUPOBOK
3agaHus AJ51 CAMOCTOSITEILHOI padoThI.

1. OpopmieHue NepBUIHON KaJAPOBOM TOKYMEHTAIIUN

Tema 4. TpynoycrpoiicTBo U agantanus K padore cekperaps (I1K-4)
Jlekumus.

Hcrounuku Haiima mepcoHana oduca. OpraHumzarusi mpoiecca oTOopa KaHIHWIATOB HA JTOJDKHOCTH
ceKpeTaps, METoAbl MoJ0Opa COOTBETCTBYIOIIEro nepcoHana. CoBpeMeHHbIE CIOCOOBI TPYIOYCTpPOICTBA.
3HaueHUEe pPEKOMEHJAlW. OTambl aJanTalluk CeKpeTaps. 3aJadd 3THUYECKOro, OpPraHU3alMOHHOTO
XapakTepa, pellaeMble B Ipolecce ajanTtaluuu. BelsicHeHHe e10nponu3BOACTBEHHbIX (pyHKIuUM. M3yuenue
o0opynoBaHus, OpraHu3aluud cHaOXeHus oduca. 3HAKOMCTBO C KOJUIETAMH M PYKOBOAUTEIEM.
KopnoparuBHast KynbTypa U Tpaauiuu. @PupMEHHbIA CTHIIb

IIpakTH4eckoe 3aHATHE.
1. ITyTtn moucka [uist y4acTUsl B KOHKYpPCE Ha JOJKHOCTb.
2. XapaKkTepucTuKa JOKYMEHTOB I y4acTusl B KOHKYPCE Ha JOJKHOCTD.
3. IlpaBuna nmpoBeaEHUS IE€JIOBBIX 3BOHKOB 10 TOBOIY TPYAOYCTPOIMCTBA.
4. Dranbl codeceJOBaHUS U TECTUPOBAHUS B XOJI€ TPYIOYyCTPOUCTBA.
3aganus AJ151 CAMOCTOSITEIbHOM PadoThI.
AHanu3 HOPMATUBHBIX aKTOB, HEOOXOIUMBIX JJISI COCTABJICHUS JOKHBIX HHCTPYKIIUN

Tema 5. Opranuszauus u odopynoBanue padodero mecra cekperaps (IIK-4)
Jlexknus.



TpeOGoBanusi Kk 000pYZOBaHHIO MOMEIICHUS M OpraHu3anuu padodero mecra. [lmanupoBanue pabouero
BpeMeHu. OnTuMainbHbIi puTM paboTel. [lpumepHas cxema pabouero aHsa cekperaps. Pexum Tpyma u
oT/AbIXa. PexoMeHAanuu Mo OpraHu3alyy BpeMeHHU. J(OMONHUTENbHBIE CPEICTBa ONTUMHU3ALMHN PaOOTHI.
Akceccyapbl pabouero Mmecra

IIpakTH4Yeckoe 3aHATHE.
3amanue 1.
[ToaroroBuTh Mpe3eHTaIMIoO HAa TeMy "Pa3paboTka cxembl pabouero JHs cekperaps”
3amanue 2
[lepeuncnute 000pyI0BaHUE IPHEMHON OdHca.

3aganus 1J151 CAaMOCTOSITEJIbHOM PadoThI.
Ha ocHoBe muiana pabouero JHsI pyKOBOIUTENSI COCTABUTh IJIaH pabOvero JHs CeKpeTaps

Tema 6. Opranuzanus UHGOPMALMOHHOTO 00CTYKMBAHUA COTPYIHUKOB U MoceTUuTe el Gupmbl
(IIK-4)
Jlekumus.
Ponp HarmsgHO#M mHGOpManuu B npueMHON oduca. MHDOpMAaIMOHHBIN CTEHA - JOCKA OOBSBICHHUHN IS
coTpyaHukoB ¢upmbl. MHboOpManmmoHHBI cTeHA s nocerurened. MHbopMmanmroHHBIE aBTOMAThI
(madomarsl). MHGOpManMoHHbIE OFONITIETEHU (BEIOMCTBEHHBIC U3/IaHNUSA).
IIpakTH4eckoe 3aHATHE.
[ToaroroBka "HeMbIX" CIIpaBOK JJIsI IPUEMHOM NMPEAPUATHS, YUPEKICHUSI, OpraHU3aluu
3anaHus AJ51 CAMOCTOSITEILHOI padoThI.
CocTaBuTh nepevyeHb 00A3aHHOCTEN CEKpeTaps 0 OpraHu3aluu padoThl MPUEMHON PYKOBOAUTENS

Tema 7. lenoBasi nepenucka. Opranusamnus padorsl ¢ 1okymentamu (I11K-4)

Jlekumus.
[TonsTue nenoBoe MUCbMO. BUIbl CayX eOHBIX MUCEM: COMPOBOAMTEIHLHOE MUCHMO, ONarogapCTBEHHOE
MUCHMO, MUCbMO-HAallOMUHAHUE, MHUChMO-3allpoC, MHUCbMO-TpeOOBaHKME, MUCbMO-PEKIaMalusi, peKiIaMHOe
MUCHMO, MUCbMO-TPUITIAllIEHNE, TUChMO-U3BEIIEHUE, TUCHhMO-TIOATBEPKACHHE, UHPOPMALIMOHHOE MHCHMO,
rapaHTUiHOE  MHCbMO,  MHUCHMO-TO3ApPABICHHE,  MHCbMO-U3BUHEHHE,  MHUCbMO-CO00JIE3HOBAHUE,
nucbMo-tipemyiokenue  (odepra).  [lpaBuma  odopmienus  menoBoro  mucbma.  CoyxeOHas U
uH(popMaIlMOHHas dYacTu JeioBoro muchbMma. CTpyKTypa TekcTa mucbMa (TPUBETCTBUE, OOpalieHHe K
aapecary, Tua-a03all, 3aKIrounTeabHas (Hopmyna BEKIUBOCTH, ITOAMKUCH, TOCTCKPUITYM).

IIpakTnyeckoe 3ansATHE.

CocraBnenne 1 0pOpMIICHHE JIETOBBIX MUCEM PA3IMYHBIX BUOB

3ajanus AJ151 CAMOCTOSITEIbHOM PadoThlI.

[TonroToBka pe3toMe, COACpPKAIIETO CBEACHUS 10 HCTOPUHN KAHIEISIPCKUX MPUHAIICHKHOCTEH

Tema 8. IlonroroBka n oocay:;kuBanue copemanuii (ITK-4)

Jlexknus.
Knaccudukanus nenoBsix coBemianuii. [loaroroBka cosemanuii. Llens npoBeaenust coremanus. Coctas
y4yacTHUKOB. Bpemsi mpoBeneHusi coBemanus. Mecto mposeneHus coBenjanus. [loBectka aus. Crimcok
Y4YacCTHUKOB coBemianus. OTOBEIIeHHe Y4YaCTHUKOB coBenlaHus. [lonroroBka MarepuanoB st
paccMmoTpeHusi Ha coBemanuu. OmnpeereHre 3aTpaT Ha MpoBeaeHue coBemanusa. Opranusanus paboueit
Tpynmnel  JUisi TpoBeleHus coBelranus. [lpoBeneHune opraHu3allMOHHBIX Meponpuatuidl. IIpoBepka
TOTOBHOCTH ToMereHus. OOcmyKuBaHUE coBemlaHuii. Berpeua ydacTHUKOB coBemaHus. Perucrparus
YYaCTHUKOB coBellaHus. Bpems Benenust coBemanus. JlokyMeHTHpoBaHue coBemlaHus. [lpunsitue
pelIeHusl.

IIpakTH4eckoe 3aHATHE.
[TonroroBka u odopmiieHHe JOKYMEHTOB JJIsl OPraHU3alUH TIJIAHOBOTO COBEIIAHUS

3ananus AJ51 CAMOCTOSITeILHOI padoThI.
OdopmiteHne pa3TUIHBIX BUJIOB ITPOTOKOJIA



Tema 9. be3nokymenTHOoe 00cay:xuBanue pykopoaures (ITK-4)

Jlekumus.
[Ipuem coTpynHUKOB MO TeKymuM BompocaMm. [lpumem pabGoTHukam 1o JMYHBIM BompocaMm. [Ipuem
moceTuTeNel u3 Apyrux opranu3zaiui. [Ipuem komaHAMPOBaHHBIX pabOTHUKOB. OCOOCHHOCTH CITY:KeOHOTO
Tene(OHHOTO pas3roBopa. 3BOHSAT CEKpeTapro. 3BOHUT cekperaphb. llcuxonormueckue OCOOEHHOCTH
tenedoHHoTO pasroBopa. OdopmieHue Tenerpamm u TereGoHorpamMm

IIpakTn4yeckoe 3aHsATHE.
HOIIFOTOBK& n O(bOpMHeHI/Ie JOKYMCHTOB I IprueMa ACJICTallui HHOCTPAHHBIX ITAPTHCPOB

3aganus 1J151 CAaMOCTOSITEJIbHOM PadoThI.
CocraBiieHHe MaMITKUA CEKPETapro Mo MpUeMy MOCETUTENEH

Tema 10. IloaroroBka ae10BbIX Moe310k pykopoaurtess (IIK-4)

Jlexknus.
@OyHKIUMHM CeKpeTaps MPH MOATOTOBKE KOMaHIUPOBKHU. [IOKyMEHTHI, ohopMiIsieMble TP KOMaHIMPOBAHUU:
ciry>keOHOE 3aJlaHHe W OTYET O €ro BBINOJIHEHUM, MPHUKA3 O HANPaBICHUHM PAOOTHHKA B KOMAaHAHWPOBKY,
KOMaHJMPOBOYHOE yaocToBepeHue. OmiaTa KOMaHIHPOBOYHBIX PACXO/I0B

IIpakTnyeckoe 3ansATHE.
Cocrapnenue u oopmMiIeHHE JOKYMEHTOB JUIs CIIY>K€OHOM KOMaHAUPOBKH

3aganus AJ151 CAMOCTOSITEIbHOM PadoThI.
ITonroroska mjaaHa KOMaHIUPOBOK COTPYAHUKOB KOHKPETHON OpraHU3alMy HAa TEKYILUN IO/

Tema 11. ITuker B padore cexperaps (I1K-4)

Jlexknus.
CnyxeOHbIIl JTUKET W JENOBOM MPOTOKON. OTHUKAa B3aMMOOTHOIICHHWH PYKOBOAMUTEIS M CEKpeTaps.
CnyxebHas cyOopauHaius. B3zanMonelcTBue ¢ KoJuleramu, STHKET B pabore ¢ moceTutensMu. [IpaBuia
MPUBETCTBUS, TPEICTABICHUS, OOpalieHus. 3HAYCHHE BU3UTHBIX KApTOYEK, WX OQOPMIICHHE, BHIBIL.
PeueBoii »TukeT B nenoBoM oOmeHun cekperaps. Kymbrypa Ttenedonnoro obmienus. TpebGoBanus k
BeneHnio Oecenpl.lloBenenne cekperapsi B KOHMIUKTHBIX CUTyausX. JlomycTuMblie IOJapKH B CITy:KeOHOU
nestenbHOCTH. UMuk cexperaps. TpeGoBaHUS K CTUIIO OJCHKIbI

IIpakTnyeckoe 3aHsATHE.
1.Kynerypa neinoBoro o0meHus cekpeTapsi.
2.DTUKET ¥ UMUK IEJIOBOTO YEJIOBEKA.
3.BusuTHas kaprouka.
4. DTUKET NPUBETCTBUMN U MO3PaBICHUMN.
5. [lomapku B 1€7I0BOM OOIIIEHHUH.
6. BHeuuuii 0OJIHK IEJI0BOTI0 YEJIOBEKA.
7. OcoOeHHOCTH BHEUTHETO 00IMKA IeTIOBOM JKEHIITIHBI

3aganus AJ151 CAMOCTOSITEIbHOM PadoThlI.
[ToaroToBka CpaBHUTENHHOW XapaKTEPUCTHKH MPOBEICHUS MEXTyHAPOTHON KOHPEPEHIINH, CHMIIO3UYMa,
Che3/1a, KOHIpecca, MexIyHapoaHOTo Gopyma

Tema 12. AHaJIMTHYECKHE, CEPBUCHBbIE U TexHN4Yeckue pynkuum cekperapsa (I1K-4)

Jlekumus.
Pedepentckas pestenbHOCTb, paboTa C TEKCTaMU YHIPABICHUYECKHMX JOKYMEHTOB TIPH TMOATOTOBKE
JIOKJIaJIOB, BBICTYIUIEHUN pykoBoauTens. CocTaBiIeHHE OTYETOB, CBOJOK. AHamu3 u cOop uH(MOpMaIuu.
Co3nmanne 0a3 MaHHBIX MO JOKYMEHTaM, KoppecmoHJeHTaM u mpodee. OcobeHHOCTH paboThl CcO
CHeIUaJTU3UPOBAHHOM JIUTepaTypoil. AHanmu3 myonukaruii B mpecce. CocTaBlieHHe aHHOTAITUH.
[IpaBuna cepBHCHOTO OOCTY)KHMBaHHMsS TIPUEMOB, TMpe3eHTanuil. CepBUPOBOYHBIE U XO35AHCTBCHHBIC
omepanuu. YTOIICHUE TIOCETHTeNIed B KaOuHeTe pykoBomutens. Opranusanusdypiiera, Opeik-kode,
Ou3Hec-J1aHya.



OO0s13aHHOCTH CeKpeTapsl MO IMeYaTaHHI0, TUPAKUPOBAHMIO, pacChbUIKEe NOKyMeHTOB. IIpuem u mepenaua
¢akcorpamm. [lepegaya JOKyMEHTOB B CTPYKTypHBIE nIoApazaeneHus. ObecneyeHne nopsiika B IpUeMHON U
KaOMHEeTEe PYKOBOAUTEIISA. YXOJI 32 PAaCTCHUSAMHU

IIpakTnyeckoe 3aHsATHE.

W3yueHne nmpaBui CEpBUCHOTO 0OCITYKUBaHUSI IPHEMOB, MTPE3CHTALIUI

AHanu3 UCTOPUM Pa3BUTHS CPEJICTB CBA3H

3ajanus 1J151 CAMOCTOSITEJIbHOM PadoThlI.

4. Kontpoab 3HaHMI 00y4alOLINXCS M THIIOBbIE OLICHOYHBbIE CPEICTBA
4.1. Pactipenenenue 0auioB:

nocemaemMocts — 10 0ajuioB

TEKyIIUH KOHTPOJIb — 45 6aioB

8 cemecTp

KOHTPOJBHBIC CPE3bI — 3 cpe3a Mo 5 0aIIOB KaXK bl
npemMuaibHbie 0amisl — 20 6ayIoB

OTBET Ha dK3aMmeHe: He Oosiee 30 0aiuioB

Pacripenenenne 6aioB 1mo 3aJaHusIM:

No |HazBanue tembl | @opmbl Max. Mertonuka npoBeJEHUs 3aHITUS U OIIEHKU
Te | /BHUI y4eOHOH |TEKylIero | KOI-BO
MBI paboThI KOHTpOis | Oamios
/ cpe3sl
1. Mecto u [TucemenH 5 5 6amtoB - paboTa BRIMOTHEHA B 0hopMIIeHa OE3yTTPETHO
3HaUCHNE ast pabora 4 Oajia- UMEIOTCS HE3HAYUTEIbHBIC ONIMOKH B COMACPYKAHHUH H/HIH
cekperapsa B | (ITucemen odopMIIeHUHN pabOTHI
CTPYKTypE Has 3 Oaymra — paboTa BBINOTHEHA C OITHOKaMHU
YIIpaBICHHUS. |CaMOCTOST 2 6amia - paboTa BEITIOJTHEHA C OIMMTUOKaMu U oopmIieHa HEOPEKHO
OO6mmas eIpHas 1 Gamn - pabora BBITIOJIHGHA C CYIICCTBEHHBIMH OITHOKAMH |
XapakTepucTuKa | padora) odopMiIeHa HEOPEKHO
JEeSITebHOCTH
cekperapsl.
2. |HopmartuBHo-Me |[TcEMeHH 5 5 6amtoB - paboTa BRIMOTHEHA B 0hopMIIeHa OE3yTTPETHO
Tomuyeckue  |as pabora 4 Oajia- UMEIOTCS HE3HAYHUTEIbHBIC ONIMOKH B COMACPYKAHHUH H/HIH
nokymeHThl, | (Ilucemen odopMIIeHUHN pabOTHI
permaMeHTHPYIO Has 3 Oamura — paboTa BBINOTHEHA C OITHOKaMHU
e CaMOCTOSIT 2 6amia - paboTa BEITIOJTHEHA C OIMMTUOKaMu U oopmIieHa HEOPEKHO
JeSTEeNNbHOCTh | eTbHas 1 Gamnm - pabGora BBINIOJHEHAa C CYIIECTBEHHBIMH OMIMOKaMU |
cekperapsi. pabora) odopMiIeHa HEOPEKHO




IInanoBas u
OTYEeTHAas
TOKyMEHTAIHs B
pabote
cekperaps

Koasnoks
HyM
(KonTpoa
bHBIH
cpe3)(koH
TPOJIBLHBI
i cpe3)

KosmokBryM MOKET IPOBOJUTCS B YCTHOHN M MUChMEHHOU (hopMe.

Ha xomnokBuyM BBEIHOCHTCSI 4acTh Marepuaia sk3ameHa. OlLieHKa 3a
KOJUIOKBHYM YYHUTBIBACTCS TPU BHICTABICHUM (PHHAILHOW OIICHKH 3a
DK3aMEH.

KonnokxBuyMm CTaBUT CleayrOUINE 3a0a4u:

- MPOBEPKa U KOHTPOJIb MOIYYCHHBIX 3HAHUU MO0 U3y4aeMOl Teme;

- pacmMpeHue MpoOJeMaTUKH B paMKaX JIOTIOJIHUTEIIBHBIX BOTPOCOB
110 JaHHOM TEMe;

- yrIyOJieHUe 3HAHWIA MPU TTOMOIIY UCTIONB30BAHUS JTOTIOIHUTEIIEHBIX
MaTepHalIOB MPHU MOATOTOBKE K 3aHSTHUIO;

- CTYHIEHTHl JIOJDKHBI TPOACMOHCTPUPOBAaTh YMEHUS pPadOThI C
Pa3IUYHBIMU BUAAMHU UCTOPUUECKUX UCTOUHUKOB;

- (hopmupoBaHue yMEHUH KOJIJIEKTHBHOTO o0CyX)acHUS
(momaepKUBaTh TUAJIOT B MUKPOTPYTINAX, HAXOMUTh KOMIIPOMUCCHOE
pelIieHue, apryMeHTUPOBAaTh CBOIO TOYKY 3PEHUS, YMEHHUE CIYIIaTh
OIITOHEHTA, TOTOBHOCTh MPUHSTH MO3UIUIO IPYTOT0 YYaIIEerocs).

5-4 Ganna - Iy0OKO€ U MPOYHOE YCBOCHHUE IMTPOrPaMMHOTO MaTrepHaa
- MOJIHBIE, MOCIICAOBATEIbHBIC, TPAMOTHBIC U JIOTUYECKU H3JIaracMble
OTBETHI PU BUJOU3MEHCHUU 3aJ]aHUsl, - CBOOOTHO CIPABIISIONIHECS C
MOCTAaBICHHBIMU 3aJladaMM, 3HAHUSA Marepuana, MPaBUIBHO
000CHOBaHHBIC TPUHSATHIE PELICHUS, - BIAJICHUE Pa3HOCTOPOHHUMU
HaBBIKAMH U TPUEMaMH BBITTOJIHEHUS MPAKTUICCKUX PadoT.

3 Gaya - 3HaHUE MPOTPAMMHOTO MaTepuaia - TPaMOTHOE U3JI0KEHUE,
0e3 CyIIeCTBeHHBIX HETOUHOCTEH B OTBETE HA BOMPOC, - IPABUIHHOC
MPUMECHECHUE TCOPETHUYECKUX 3HAHWUH - BIIAJICHHE HEOOXOIUMBIMU
HaBBIKAMH TIPU BHITOJHEHUHU MPAKTUYECKUX 3a]a4.

2-1 ©Oamn - YyCBOGHHME OCHOBHOTO Marepuajlia - TIpU OTBETE
JOMYCKAIOTCSl HETOUHOCTU - TIPU OTBETE HEAOCTATOYHO MpPaBUIBHBIC
(OpMYITHPOBKH - HAPYIICHHE IOCIIEIOBATSIILHOCTH B H3JI0KCHUU
NpOrpaMMHOTO  MaTepuana - 3aTpydHCHUS B  BBIIOJHEHHUU
MPaKTUYECKUX 3aJTaHui

Tpynoyctpoiicts
0 U aJamnTaius K
pabore
cekperaps

[IncemenH
ast pabora
(ITucemen
Has
CaMOCTOSIT
ebHas
pabora)

5 6amtoB - paboTa BRIMOTHEHA B 0hopMIIeHa OE3yTTPETHO

4 Oajia- UMEIOTCS HE3HAYHUTEIbHBIC ONIMOKH B COMACPYKAHHH H/HIH
odopMIIeHUHN pabOTHI

3 Oamra — paboTa BBINOTHEHA C OITHOKaMHU

2 6amia - paboTa BEITIOJTHEHA C OIMMTUOKaMu U oopmIiieHa HEOPEKHO

1 Gamn - pabora BBITIOJIHGHA C CYIICCTBEHHBIMH OITHOKAMH |
odopMiIeHa HEOPEKHO
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Opranuzanus u
obopynoBaHue
pabodero mecta
cekperaps

IToaroros
Ka 1
3aIlnuTa
Mpe3eHTaIll
13174
(ITonroros
Ka
ANIEKTPOHH
ot
Mpe3eHTaIll
17170

[IpesenTaruisi MOATOTaBIWMBAcTCS IO OJHOMY M3  BOIIPOCOB
MPaKTHYECKOTO 3aHATUSA. [Ipu BBICTYIUICHHMH C Tpe3cHTaIueH
Heo0X0MMO 0o0paiaTh BHUMaHUE Ha TAKUE MOMCHTHI KakK:

- COIEpKaHUE TMPE3CHTAIMU: AaKTYaIbHOCTh TEMBI, MOJHOTa e¢
PACKpBITUS,, CMEICIIOBOE COJICpXKaHHWE, COOTBETCTBHEC 3asBICHHON
TEMbl COMEPIKAHUIO, COOTBETCTBHE METOIUYCCKUM TPEOOBaHUSAM
(memu. CCBUIKM Ha PECypChl. COOTBETCTBUE COACDXKAHHUS W
JUTEpaTyphl), TpakTHYeCKas  HaNpaBICHHOCTh, COOTBETCTBUC
CoZlepaHMs 3asBICHHOW (opMe, aJCKBAaTHOCTh HCITOIb30BaHUS
TEXHUUYECKHUX CPEJCTB YUYEOHBIM 3aJa4yaM, TOCIEI0BaTeIbHOCTh U
JIOTUYHOCTH TIPE3CHTYEMOTO MaTepuana;

- odopMicHHE Tpe3eHTalMu: 00beM (ONTHUMAIBLHOE KOJIMYECTBO),
Mu3aiiH  (YMTAeMOCTh, HAJUYMe W COOTBETCTBHE TpaduKkd U
aHUMAaIlUY, 3ByKOBOE 0()OpMIICHUE, CTPYKTYPUPOBaHHE UH(POPMAIIHH,
COOTBETCTBHE  3asABICHHBIM  TpPeOOBaHUSAM),  OPUTHHAIBHOCTH
o opMIIeHUS, ICTETHUKA, UCTIOIH30BAHUE BOZMOKHOCTH TPOTPAMMHOMN
Cpelbl, COOTBETCTBUE CTaHIapTaM O(POPMIICHHUS;

- JINYHOCTHBIC Ka4eCTBA: OPATOPCKHUE CIOCOOHOCTU. COONIOACHHE
periaMeHTa, AMOIUOHAILHOCTh, YMEHHE OTBETUTh Ha BOIIPOCHI,
CUCTEMAaTH3UPOBaHHbIC, IIIyOOKHE ¥ TIOJHBIE 3HAHHUA TI0 BCEM
paszaenam mporpaMMmel:

- CONep)KaHUE BBICTYIUICHUS: JIOTHYHOCTh W3JIOKCHUS MarepHaa,
PacKphITHE TEMBI, JOCTYIMHOCTh W3JOXKEHUS, IPPEKTUBHOCTH
npumenenus cpenacte MKT, cmocoObl W ycloBHSI JTOCTHIKEHUS
pe3yabTaTUBHOCTU U 3(HD(HEKTUBHOCTH IS BBITIOJTHEHHS 33134 CBOCH
npoecCHOHALHOW WM Y4eOHOH NesATeNbHOCTH, J0Ka3aTeIbHOCTh
MPUHUMAEMbIX  pEIICHWH, yMEHHE  apryMEHTHpPOBAaTh  CBOM
3aKJIIOYEHHS, BBIBOJBL.

5 OamnoB — Tpe3eHTalusi COOTBETCTBYET TeME, CTPYKTypa H
oopMIICHHE OTBEYACT BBINICTICPEUNCICHHBIM TPEOOBAHUSIM, CTYJICHT
CBOOOMHO  BNIAJEET MarepualioM, JEMOHCTPUPYET TIIyOOKue,
CUCTEMAaTHU3UPOBAaHHBIC 3HAHUS, CBOOOMHO OTBEYACT HA BOIPOCHI
WCIIONB3Ys MPO(ECCHOHATLHYIO TEPMHHOIOTHUIO

4 Oamma — TpE3CHTAlUS COOTBETCTBYET TEME, CTPYKTypa H
opopmiieHHE B  OCHOBHOM  OTBEYACT  BBIIICTICPCUNCIICHHBIM
TpeOOBaHUSAM, CTYACHT BIAJCET NPEACTABICHHBIM MAaTepPUAIIOM,
OTBEYAECT Ha 3aJIaHHBIC BOIPOCHI

3 Oamia — B CTPYKType ¥ O(OpPMICHHHM TNPE3CHTAI[MN HMECIOTCS
HeOpabOTKHM, Marepuan TMpPEICTaBICH B  MpE3eHTAllMH  HE
paIoHaIbHO, MAJI0 WLUTFOCTPATHBHOTO Marepuala, CTYIACHT BIaJecT
HEMOJTHOW WH(OpMaNUeld 1Mo TeMe, 3aTPyAHSeTCS C OTBETaMH Ha
3aJlaBacMbIC BOTIPOCHI

2 Oamnma - B CTPYKType W OQOPMIICHUHM MPE3CHTAIlMH WMCIOTCS
HeOpabOTKK, Marepuasl MPEJCTABJICH CIUIOIIHBIM TEKCTOM, Mallo
WJUTIOCTPATUBHOTO MaTepuaia, CTYICHT CIa0o BlaaeeT nHpopMaIluen
Mo TeMe, TMpH OTBETC HWCIOJNB3YeT 3arOTOBICHHBIA  TEKCT,
3aTPYIHACTCS C OTBETaMU Ha 3a/1aBacMbI€ BOIIPOCHI

1 Gamm - B CTpyKType W O(OPMICHHUH TPE3CHTAIUU HMECIOTCS
3HAYUTEIbHBIC HENOPa0OTKH, MarepHall IMPEJCTaBICH HE MO TEMe,
CIUIOIIHBIM TEKCTOM, MaJl0 WJUIIOCTPAaTUBHOTO MaTepuana, CTYISHT
cmabo BrageeT WHGOpPMAIMEH IO TEMe, MPH OTBETE HCIOIB3YET
3arOTOBJIEHHBIM TEKCT, HE MOXKET OTBeYaTh Ha IIOCTaBJIEHHBIE
JIOTIOJTHUTEIIEHBIE BOIIPOCHI

Opranuzanus
UHPOPMAIIOHH
oro
o0CTyKBaHUS
COTPYIHHUKOB U
MOCEeTUTENEN

(hupmbr

[Tucemenn
as pabora
(ITucemen
Has
CaMOCTOSIT
eJbHas
paborta)

5 6amnoB - paboTa BhINOMHEHA U 0popMIIeHa Oe3ypedHo

4 Gayna- UMEIOTCS HE3HAUUTEbHBIE OIIMOKH B COACPKAHUM W/HIU
odopmIIeHUH pabOTHI

3 Ganna — paboTa BBINOJIIHEHA C OIIMOKaMHU

2 Gata - paboTa BBINIOIHEHA ¢ omKOKaMH U ohopMIleHa HEOPEKHO

1 OGamn - paboTa BBINONHEHA C CYIIECTBEHHBIMU OIIMOKaMH U
odopmiieHa HEOPEIKHO
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JlenoBas
MepenucKa.
Opranuzanus
paboTsI €
JIOKyMEHTaMH

Koasnoks
HyM
(KonTpoa
bHBIH
cpe3)(koH
TPOJIBLHBI
i cpe3)

KosmokBryM MOKET IPOBOJUTCS B YCTHOHN M MUChMEHHOU (hopMe.

Ha xomnokBuyM BBEIHOCHTCSI 4acTh Marepuaia sk3ameHa. OlLieHKa 3a
KOJUIOKBHYM YYHUTBIBACTCS TPU BHICTABICHUM (PHHAILHOW OIICHKH 3a
DK3aMEH.

KonnokxBuyMm CTaBUT CleayrOUINE 3a0a4u:

- MPOBEPKa U KOHTPOJIb MOIYYCHHBIX 3HAHUU MO0 U3y4aeMOl Teme;

- pacmMpeHue MpoOJeMaTUKH B paMKaX JIOTIOJIHUTEIIBHBIX BOTPOCOB
110 JaHHOM TEMe;

- yrIyOJieHUe 3HAHWIA MPU TTOMOIIY UCTIONB30BAHUS JTOTIOIHUTEIIEHBIX
MaTepHalIOB MPHU MOATOTOBKE K 3aHSTHUIO;

- CTYHIEHTHl JIOJDKHBI TPOACMOHCTPUPOBAaTh YMEHUS pPadOThI C
Pa3IUYHBIMU BUAAMHU UCTOPUUECKUX UCTOUHUKOB;

- (hopmupoBaHue yMEHUH KOJIJIEKTHBHOTO o0CyX)acHUS
(momaepKUBaTh TUAJIOT B MUKPOTPYTINAX, HAXOMUTh KOMIIPOMUCCHOE
pelIieHue, apryMeHTUPOBAaTh CBOIO TOYKY 3PEHUS, YMEHHUE CIYIIaTh
OIITOHEHTA, TOTOBHOCTh MPUHSTH MO3UIUIO IPYTOT0 YYaIIEerocs).

5-4 Ganna - Iy0OKO€ U MPOYHOE YCBOCHHUE IMTPOrPaMMHOTO MaTrepHaa
- MOJIHBIE, MOCIICAOBATEIbHBIC, TPAMOTHBIC U JIOTUYECKU H3JIaracMble
OTBETHI PU BUJOU3MEHCHUU 3aJ]aHUsl, - CBOOOTHO CIPABIISIONIHECS C
MOCTAaBICHHBIMU 3aJladaMM, 3HAHUSA Marepuana, MPaBUIBHO
000CHOBaHHBIC TPUHSATHIE PELICHUS, - BIAJICHUE Pa3HOCTOPOHHUMU
HaBBIKAMH U TPUEMaMH BBITTOJIHEHUS MPAKTUICCKUX PadoT.

3 Gaya - 3HaHUE MPOTPAMMHOTO MaTepuaia - TPaMOTHOE U3JI0KEHUE,
0e3 CyIIeCTBeHHBIX HETOUHOCTEH B OTBETE HA BOMPOC, - IPABUIHHOC
MPUMECHECHUE TCOPETHUYECKUX 3HAHWUH - BIIAJICHHE HEOOXOIUMBIMU
HaBBIKAMH TIPU BHITOJHEHUHU MPAKTUYECKUX 3a]a4.

2-1 ©Oamn - YyCBOGHHME OCHOBHOTO Marepuajlia - TIpU OTBETE
JOMYCKAIOTCSl HETOUHOCTU - TIPU OTBETE HEAOCTATOYHO MpPaBUIBHBIC
(OpMYITHPOBKH - HAPYIICHHE IOCIIEIOBATSIILHOCTH B H3JI0KCHUU
NpOrpaMMHOTO  MaTepuana - 3aTpydHCHUS B  BBIIOJHEHHUU
MPaKTUYECKUX 3aJTaHui

IToxroroska n
00CITy’)KBaHHE
COBeNIaHnH

CemuHapce
Koe
3aHsTHE

5 OayloB — CTYIEHT YMEET COINOCTaBUTh IONYyYCHHYIO TIpU
MOJTOTOBKE K 3aHATHIO MH(OpMaIuio, 4YeTKo (popMynmupoBarh CBOU
BOIIPOCHI U OTBEYATh HA 3aJ[aBaeMbIe €My BOTIPOCHI, BECTH JTUCKYCCHIO
C MCIOJIh30BAaHMEM COBPEMEHHON TEPMUHOIOTUH

3-4 Gata - CTYIEHT yMEeT MPUMEHSATH MOIYyUYEHHYIO IPU IMTOATOTOBKE
K 3aHATHIO HHPOPMAIIUIO, OTBEYATh Ha OOJBIIMHCTBO BOIIPOCOB

1-2 Gamra — CTyIEHT BlaJceT TCOPETHICCKUM MaTepHajioM 10 TeMe
3aHSTHSI, HO 3aTPYIHAETCS IPU OTBETE Ha BOMPOCHI

Ecmu crymeHT He BnameeT mpoOneMaTwkoW — 3aHATHUS, HE MOXKET
OTBeYaTh Ha BOMPOCHI, 3a4UTHIBACT OTBET [0 TEKCTY — OTBET OaJIaMu
HE OICHUBAETCS

besnokyMeHTHO
e
00CITy)KHBaHHE
PYKOBOAHTEIS

[IncemenH
ast pabora
(ITucemen
Has
CaMOCTOSIT
ebHas
pabora)

5 6amtoB - paboTa BRIMOTHEHA B 0hopMIIeHa OE3yTTPETHO

4 Oajia- UMEIOTCS HE3HAYHUTEIbHBIC ONIMOKH B COMACPYKAHHH H/HIH
odopMIIeHUHN pabOTHI

3 Oaymra — paboTa BBINOTHEHA C OITHOKaMHU

2 6amia - paboTa BEITIOJTHEHA C OIMMTUOKaMu U oopmIiieHa HEOPEKHO

1 Gamn - pabora BBITIOJIHGHA C CYIICCTBEHHBIMH OITHOKAMH |
odopMiIeHa HEOPEKHO

13



10.

IToaroroBka
JIEJIOBBIX
MOE30K

PYKOBOIUTEIS

Koasnoks
HyM
(KonTpoa
bHBIH
cpe3)(koH
TPOJIBLHBI
i cpe3)

KosmokBryM MOKET IPOBOJUTCS B YCTHOHN M MUChMEHHOU (hopMe.

Ha xomnokBuyM BBEIHOCHTCSI 4acTh Marepuaia sk3ameHa. OlLieHKa 3a
KOJUIOKBHYM YYHUTBIBACTCS TPU BHICTABICHUM (PHHAILHOW OIICHKH 3a
DK3aMEH.

KonnokxBuyMm CTaBUT CleayrOUINE 3a0a4u:

- MPOBEPKa U KOHTPOJIb MOIYYCHHBIX 3HAHUU MO0 U3y4aeMOl Teme;

- pacmMpeHue MpoOJeMaTUKH B paMKaX JIOTIOJIHUTEIIBHBIX BOTPOCOB
110 JaHHOM TEMe;

- yrIyOJieHUe 3HAHWIA MPU TTOMOIIY UCTIONB30BAHUS JTOTIOIHUTEIIEHBIX
MaTepHalIOB MPHU MOATOTOBKE K 3aHSTHUIO;

- CTYHIEHTHl JIOJDKHBI TPOACMOHCTPUPOBAaTh YMEHUS pPadOThI C
Pa3IUYHBIMU BUAAMHU UCTOPUUECKUX UCTOUHUKOB;

- (hopmupoBaHue yMEHUH KOJIJIEKTHBHOTO o0CyX)acHUS
(momaepKUBaTh TUAJIOT B MUKPOTPYTINAX, HAXOMUTh KOMIIPOMUCCHOE
pelIieHue, apryMeHTUPOBAaTh CBOIO TOYKY 3PEHUS, YMEHHUE CIYIIaTh
OIITOHEHTA, TOTOBHOCTh MPUHSTH MO3UIUIO IPYTOT0 YYaIIEerocs).

5-4 Ganna - Iy0OKO€ U MPOYHOE YCBOCHHUE IMTPOrPaMMHOTO MaTrepHaa
- MOJIHBIE, MOCIICAOBATEIbHBIC, TPAMOTHBIC U JIOTUYECKU H3JIaracMble
OTBETHI PU BUJOU3MEHCHUU 3aJ]aHUsl, - CBOOOTHO CIPABIISIONIHECS C
MOCTAaBJICHHBIMU 3a/ladyaMM, 3HAaHUA Marepuaia, - IPABUIBHO
000CHOBaHHBIC TPUHSATHIE PELICHUS, - BIAJICHUE Pa3HOCTOPOHHUMU
HaBBIKAMH U TPUEMaMH BBITTOJIHEHUS MPAKTUICCKUX PadoT.

3 Gaya - 3HaHUE MPOTPAMMHOTO MaTepuaia - TPaMOTHOE U3JI0KEHUE,
0e3 CyIIeCTBeHHBIX HETOUHOCTEH B OTBETE HA BOMPOC, - IPABUIHHOC
MPUMECHECHUE TCOPETHUYECKUX 3HAHWUH - BIIAJICHHE HEOOXOIUMBIMU
HaBBIKAMH TIPU BHITOJHEHUHU MPAKTUYECKUX 3a]a4.

2-1 ©Oamn - YyCBOGHHME OCHOBHOTO Marepuajlia - TIpU OTBETE
JOMYCKAIOTCSl HETOUHOCTU - TIPU OTBETE HEAOCTATOYHO MpPaBUIBHBIC
(OpMYITHPOBKH - HAPYIICHHE IOCIIEIOBATSIILHOCTH B H3JI0KCHUU
NpOrpaMMHOTO  MaTepuana - 3aTpydHCHUS B  BBIIOJHEHHUU
MPaKTUYECKUX 3aJTaHui
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11.

OTHKET B
pabote
cekperaps

IToaroros
Ka 1
3aIlnuTa
Mpe3eHTaIll
13174
(ITonroros
Ka
ANIEKTPOHH
ot
Mpe3eHTaIll
17170

[IpesenTaruisi MOATOTaBIWMBAcTCS IO OJHOMY M3  BOIIPOCOB
MPaKTHYECKOTO 3aHATUSA. [Ipu BBICTYIUICHHMH C Tpe3cHTaIueH
Heo0X0MMO 0o0paiaTh BHUMaHUE Ha TAKUE MOMCHTHI KakK:

- COIEpKaHUE TMPE3CHTAIMU: AaKTYaIbHOCTh TEMBI, MOJHOTa e¢
PACKpBITUS,, CMEICIIOBOE COJICpXKaHHWE, COOTBETCTBHEC 3asBICHHON
TEMbl COMEPIKAHUIO, COOTBETCTBHE METOIUYCCKUM TPEOOBaHUSAM
(memu. CCBUIKM Ha PECypChl. COOTBETCTBUE COACDXKAHHUS W
JUTEpaTyphl), TpakTHYeCKas  HaNpaBICHHOCTh, COOTBETCTBUC
CoZlepaHMs 3asBICHHOW (opMe, aJCKBAaTHOCTh HCITOIb30BaHUS
TEXHUUYECKHUX CPEJCTB YUYEOHBIM 3aJa4yaM, TOCIEI0BaTeIbHOCTh U
JIOTUYHOCTH TIPE3CHTYEMOTO MaTepuana;

- odopMicHHE Tpe3eHTalMu: 00beM (ONTHUMAIBLHOE KOJIMYECTBO),
Mu3aiiH  (YMTAeMOCTh, HAJUYMe W COOTBETCTBHE TpaduKkd U
aHUMAaIlUY, 3ByKOBOE 0()OpMIICHUE, CTPYKTYPUPOBaHHE UH(POPMAIIHH,
COOTBETCTBHE  3asABICHHBIM  TpPeOOBaHUSAM),  OPUTHHAIBHOCTH
o opMIIeHUS, ICTETHUKA, UCTIOIH30BAHUE BOZMOKHOCTH TPOTPAMMHOMN
Cpelbl, COOTBETCTBUE CTaHIapTaM O(POPMIICHHUS;

- JINYHOCTHBIC Ka4eCTBA: OPATOPCKHUE CIOCOOHOCTU. COONIOACHHE
periaMeHTa, AMOIUOHAILHOCTh, YMEHHE OTBETUTh Ha BOIIPOCHI,
CUCTEMAaTH3UPOBaHHbIC, IIIyOOKHE ¥ TIOJHBIE 3HAHHUA TI0 BCEM
paszaenam mporpaMMmel:

- CONep)KaHUE BBICTYIUICHUS: JIOTHYHOCTh W3JIOKCHUS MarepHaa,
PacKphITHE TEMBI, JOCTYIMHOCTh W3JOXKEHUS, IPPEKTUBHOCTH
npumenenus cpenacte MKT, cmocoObl W ycloBHSI JTOCTHIKEHUS
pe3yabTaTUBHOCTU U 3(HD(HEKTUBHOCTH IS BBITIOJTHEHHS 33134 CBOCH
npoecCHOHALHOW WM Y4eOHOH NesATeNbHOCTH, J0Ka3aTeIbHOCTh
MPUHUMAEMbIX  pEIICHWH, yMEHHE  apryMEHTHpPOBAaTh  CBOM
3aKJIIOYEHHS, BBIBOJBL.

5 OamnoB — Tpe3eHTalusi COOTBETCTBYET TeME, CTPYKTypa H
oopMIICHHE OTBEYACT BBINICTICPEUNCICHHBIM TPEOOBAHUSIM, CTYJICHT
CBOOOMHO  BNIAJEET MarepualioM, JEMOHCTPUPYET TIIyOOKue,
CUCTEMAaTHU3UPOBAaHHBIC 3HAHUS, CBOOOMHO OTBEYACT HA BOIPOCHI
WCIIONB3Ys MPO(ECCHOHATLHYIO TEPMHHOIOTHUIO

4 Oamma — TpE3CHTAlUS COOTBETCTBYET TEME, CTPYKTypa H
opopmiieHHE B  OCHOBHOM  OTBEYACT  BBIIICTICPCUNCIICHHBIM
TpeOOBaHUSAM, CTYACHT BIAJCET NPEACTABICHHBIM MAaTepPUAIIOM,
OTBEYAECT Ha 3aJIaHHBIC BOIPOCHI

3 Oamia — B CTPYKType ¥ O(OpPMICHHHM TNPE3CHTAI[MN HMECIOTCS
HeOpabOTKHM, Marepuan TMpPEICTaBICH B  MpE3eHTAllMH  HE
paIoHaIbHO, MAJI0 WLUTFOCTPATHBHOTO Marepuala, CTYIACHT BIaJecT
HEMOJTHOW WH(OpMaNUeld 1Mo TeMe, 3aTPyAHSeTCS C OTBETaMH Ha
3aJlaBacMbIC BOTIPOCHI

2 Oamnma - B CTPYKType W OQOPMIICHUHM MPE3CHTAIlMH WMCIOTCS
HeOpabOTKK, Marepuasl MPEJCTABJICH CIUIOIIHBIM TEKCTOM, Mallo
WJUTIOCTPATUBHOTO MaTepuaia, CTYICHT CIa0o BlaaeeT nHpopMaIluen
Mo TeMe, TMpH OTBETC HWCIOJNB3YeT 3arOTOBICHHBIA  TEKCT,
3aTPYIHACTCS C OTBETaMU Ha 3a/1aBacMbI€ BOIIPOCHI

1 Gamm - B CTpyKType W O(OPMICHHUH TPE3CHTAIUU HMECIOTCS
3HAYUTEIbHBIC HENOPa0OTKH, MarepHall IMPEJCTaBICH HE MO TEMe,
CIUIOIIHBIM TEKCTOM, MaJl0 WJUIIOCTPAaTUBHOTO MaTepuana, CTYISHT
cmabo BrageeT WHGOpPMAIMEH IO TEMe, MPH OTBETE HCIOIB3YET
3arOTOBJIEHHBIM TEKCT, HE MOXKET OTBeYaTh Ha IIOCTaBJIEHHBIE
JIOTIOJTHUTEIIEHBIE BOIIPOCHI

12.

AHanuTtuyeckue
, CEpBHUCHBIC U
TCXHUYCCKHC

(dhyHKIIH
cekperaps

Tectupos
aHue

1 Gamn HaumcnseTcs 3a Kax/pie 10% MpaBIIILHBIX OTBETOB

13.

ITocemaeMocThb

10

10 6amnoB — crynent nocetui Bce 100% 3ansTuit
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14. [IpemuansHbie OaIITBI 20 AKTUBHOCTb B XOJI€ MPAKTHUUECKUX 3aJaHUI

15. OTBeT Ha dK3aMeHE 30 10-17 GammoB — CTYIEHT PAcKPhLI OCHOBHBIE BOTIPOCHI W 3aJaHUS
OusieTa Ha OIIEHKY «YJOBJICTBOPUTEIHHOM

18-24 GammoB — CTYIEHT PACKPHLI OCHOBHBIEC BOIIPOCHI W 3aJaHUS
OmieTa Ha OICHKY «XOPOIIIOY,

25-30 6amroB — CTYICHT PacKphll OCHOBHBIC BOTIPOCHI M 3aJaHUS
Ousera Ha OIEHKY «OTIHYHOY.

16. |MunuBunyanbHbIC 3aJaHUs, 50 BBITIOJIHEHUE 3aIaHUM 110 KypCy
C TIOMOIIBIO0 KOTOPBIX
MOXHO HaOpaTb
JIOTIOJTHUTEITEHBIC OaJLThI

17. HUroro 3a cemectp 100

HtoroBass omeHka 1O »JKk3aMmeHy BbicTaBisieTcss B 100-0ayibHON 1mikKame W B TPaTUIIMOHHOMN
gyetpipexOambHoil  mikane. [lepeBom 100-0amnbHOM  pEeHTHHrOBOW OIEHKH 1O JUCHHUILIAHE B
TPAJAUIIMOHHYIO YETHIPEXOATUTHHYIO OCYIIECTBISIETCS CIASIYIOIINM 00pa3oMm:

100-6annpHas cuctema Tpagunuonnas cucrema
85 - 100 GannoB OTnuyHO
70 - 84 Gannos Xoporo
50 - 69 6aiuioB YIOBIETBOPUTENTHHO
Memnee 50 HeynosnerBoputenbHO

4.2 TunoBsle OLICHOYHBIE CPEACTBA TEKYILIETO KOHTPOJIS
KossioxkBuym (KoHTpOJIBHBIH cpe3)

Tewma 3. [1nanoBast ¥ oT4eTHAs TOKYMEHTALUs B paboTe ceKpeTaps
1. Kakue BBIIETSAIOT COBEUIAHUS IO COCTABY YYaCTHUKOB?
2. Yro Ttakoe xkoH(pepeHIHs?
3. Kakoii mepBblid TOKYMEHT COCTABJISAECTCS MPHU MOATOTOBKE COBEIIAHU?
4. Kaxoil BUA IIprieMa OTHOCUTCS K JTHEBHOMY?
5. Kako¥li BuJ1 nmpuema OTHOCUTCS K Be4epHEMY ?

Tema 7. JlenoBas nepenucka. Opranu3anus padoThI C TOKYMEHTaMHU

Tema 10. IToaroroBka 1e10BbIX OE30K PYKOBOIUTEIS

ITucbmennas padora (IlucbMeHHasi caMoOCTOATEIbHAS PadoTa)

Tema 1. MecTo 1 3HaueHHe CeKpeTaps B CTpyKType yrnpasieHus. O01mas XxapakTepucTHKa e TeIbHOCTH
ceKperaps.

1. Onrcarp opraHu3aiyio padoThl IPUEMHON (PETYINPOBAHUE TIOTOKA TPUEM M PETUCTpAITUs
rmoceTurenen).

2. [lepeuncnutek TpeOOBaHMS K OpraHU3alUuU pabOTHl Ha KOMIIbIOTEpE.

3. Hepe‘-II/ICJII/ITB BUJBI TIPUCMOB: TIOATOTOBKA U MMPOBCACHUC.

4. CocTaBUTH IUIaH PabOYETO JTHS CEKpeTaps.

5. HOIIFOTOBI/ITB ACJIOBLIC MMCbMa PA3JIMYHBIX BUIOB.




Tema 2. HopMaTUBHO-METOANYECKHUE JOKYMEHTBI, PEIVIAMEHTHPYIOIINE ACSITEIBHOCTh CEKPETapSI.

Tema 4. TpynoycTpoicTBO U amanTanus K paboTe ceKkpeTaps

Tema 6. Opranuzanus HHGOPMALMOHHOTO OOCITY>KUBAHHSI COTPYIHHKOB M ITOCETUTENEH (PUPMBI

Tema 9. be3nokymeHTHOE 00CTYKUBAHHE PYKOBOAUTEIIS

IoaroroBka u 3amuTa npe3enranuii (IloaroroBka 3/J1eKTPOHHON NMpe3eHTALNH)

Tema 5. Opranuzanus u o6opyaoBaHue padboyero Mecta cekpeTaps
1. 3amuTa KoHPUACHIMATBHOU HH(POPMAITUK TP MPOBEJACHUN COBEIIAHUI W IIEPETOBOPOB.
2. Ponb cexpeTaps B opraHu3aluy nprueMa IoCeTUTENEH.
3. PabGoTa ¢ muchbMEHHBIMU OOpaIIEHUSIMHU TPAKIaH.
4. JlenoBoii 3THUKET B paboTe cekpeTapsl.
5. Texunueckoe obecrnieueHne AesITENIHLHOCTH MepcoHana oduca.

Tema 11. DTuxer B pabote cexpeTaps

CeMuHapckoe 3aHAITHE

Tema 8. [loaroroBka u 00CITy>)KUBaHHE COBEIIAHUI

1. Ponb cexpeTaps B anmnapate yrnpaBieHUsI U B CTPYKTYpe Iy Obl TOKyMEHTAllMOHHOTO 00eCIeueHust
yIpaBlIeHUsS

2. IloaroroBka npoeccuoHaANBHBIX ceKpeTapeil B Poccuu u 3a pyoeskom.

3. IlpaBoBas OCHOBa ceKpeTapcKoi aesTenbHOCTU: TpynoBoe npaBo PO 06 oxpaHe Tpyaa, mpueme u
YBOJIbHEHUH, 3aLIUTEe HHTEPECOB U MpaB paOOTHUKA, IPEIOCTABICHUN OTIIYCKOB U JIBIOT.

4. ITopsiioK 1 0COOEHHOCTH Pa3padOTKHU TOHKHOCTHBIX HHCTPYKLUN CeKpeTaps.

5. CpaBHUTENbHBIE XapaKTEPUCTUKU KBaTU(UKANOHHBIX TPEOOBAHUHN K pa3IMYHBIM KaTerOpUsM
cekpeTapen

TecrupoBanue

Tema 12. Ananutuueckue, CEpBUCHBIE U TEXHUYECKUE (PYHKIIMU CEKpeTapst

1. Bug cBsi3u, uCmionb3yeMblid IS Iepeiadr Ha PaccTosHuEe WH(OpMAIiU B BUJIE TEKCTOB, YEPTEKEH,
PHUCYHKOB, Ha3bIBAa€TCA:

TenedoHHas CBSI3b

AIIEKTPOHHAS CBS3b

(hakcUMIIIbHAS CBSI3b

2. TenedoHHast rapHUTYpA - ITO:

YCTPONCTBO, IpeJHA3HAUEHHOE JIJIsl HAHECEHUS Ha Oymary MjIacTUKOBOTO MOKPBITUS

C LEJBI0 3alIUTHl OT BHEIIHUX BO3JCUCTBUM; YCTPOMCTBO Ul Iepefadd SJIEKTPOHHBIX JIOKYMEHTOB,

XpaHAIHUXCA B TaMATH KOMIIBKOTCPA
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YCTPOUCTBO, COCTOSAIIEE U3 MEXaHMYECKU OOBEAMHEHHBIX HAYIIHUKOB U MHKPO(QOHOB, UCHOIb3yeMOe IS

CBA3U

3. OcHoBHast 3a/1aua cekpeTaps B padbote ¢ TeneoHOM

OCBOOOXKIECHHE PYKOBOAMTENS OT BHI30BOB, K HEMY HE aJpeCOBaHHBIX

COCIMHEHHNE PYKOBOIUTEISI C ADOHEHTOM

pellIeHre ONepaTUBHBIX BOMIPOCOB MO TeNePOHY

4. BeiOepuTe npaBuiIbHYIO (hOpMY IPOCHOBI IPEICTABUTHCS

[IpencraBpTech, moxanmyncra

A xt0 BBI?

Kro rosoput?

T'oBopute

5. Kak copmymnupoBats 11€16 3BOHKA

Ckaxwure, k10 Yy Bac 3anumaercst opopmieHrneM Bu3?

Horanaiitech, 3auemM 51 Bam 3BoHI0?!

ITo mopy4eHnIo MOETO pyKOBOAMUTEIA 51 XOTeNa Obl yTOUHUTb. . .

4.3 TIpomexxyTouHas aTTecTalus M0 AUCIHUILINHE IPOBOAUTCS B GOopMe IK3aMeHa

Tunosbie Bonpockl 3xk3ameHna (I1K-4)

1. Umumx cexperaps.

2. TpeOoBaHuUs K JIMYHBIM Ka4e€CTBaM CEKpeTaps.

3. ApanTanus cekperaps K yCIOBUSIM Tpyaa.

4. Opranuzanusi pabo4ero BpeMeHH CEKpeTapsl.

5. [ToBenenue cekperaps B KOHMIMKTHON CUTYaIUH.

Tunosble 3aganusa s 3k3amena (I1K-4)

AN

[MonroroBka maana pabodero JHs.
[ToaroroBka JOKYMEHTOB IS CTYKEOHOM KOMaHIUPOBKH.
YcTaHOBJICHHE CPOKOB XPaHEHHSI TOKYMEHTOB T10 TICPEYHSIM.
[ToaroToBka pa3IMYHBIX BUIOB ITHCEM.

[Moaroroska TenedoHOrpamMMBI.

4.4. Illkana orieHMBaHMsI IPOMEXKYTOUYHOU aTTECTALIMU

Orenka Kommerenmu

Jeckpuntops! (ypOBHN) — OCHOBHBIC MPU3HAKKA OCBOCHUS (TIOKa3aTEIH
TIOCTYOKCHHSI pe3YJIbTaTa)

[IK-4
COTIINIHO»

(85 - 100 6ammoB)

Ha BbICOKOM ypOBHE OCYIIECTBISAET Tene(OoHHbIE MEPEeroBOpHl,
MOATOTOBKY, IpOBEACHHE U  OOCIy)XHMBaHHE KOH(EPEHTHBIX
MEpPONPUATHIA, OPraHU3AIHIO PabOThI ¢ TOCETUTENSIMHU

IK-4 Ha pgocTtarodHo BBICOKOM YPOBHE OCYIIECTBISICT Telie()OHHBIC

«XOpOLIO» MEPEroBOPhl,  IMOATOTOBKY, MPOBEACHUE W  OOCIY)XKHBAaHUE

(70 - 84 6amnos) KOH(QEPEHTHBIX  MEPOINPHATHHA,  OpraHu3anmuilo  pabdoThl ¢

MOCETUTEIISIMU
IK-4 Cnabo ocymiecTBisieT TenedOHHBIE TIEPETOBOPHI, IOJATOTOBKY,
«YAOBJICTBOPHUTCIBHO» o

(50 - 69 GamnoB) NpoBeNeHNEe U OOCITy)XMBaHWE KOH(PEPEHTHBIX MEPOIPHUSATHH,
OpTaHU3aII0 pabOTHI C TOCETUTEIISIMHU

[IK-4 He cniocoben ocyecTBiaTh Tene(oHHbIE IEPErOBOPLI, MOATOTOBKY,

«HEYJIOBJICTBOPUTEIIHLHOY
(menee 50 6amIoB)

npoBeeHHEe U OOCIy)XMBaHHE KOH(PEPEHTHBIX MEPOIpPUSATHIA,
OpraHu3aIHIo paboThl ¢ MOCETUTEISIMHU

5. MeTonnueckue yKkazaHusi AJisl 00y4a0IIUXCS 10 OCBOCHUIO M CHUILTHHBI (MOLYJIs)
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5.1 Meronuueckue yKa3aHus IO OpraHU3alUN CaMOCTOSITEIbHOM paboThl 00yUYaromuXCs:

[Tpuctynas x M3y4EHUIO AMCLUIUIMHBI, B NEPBYIO odepelb OOydarolMMcs HEOOXOIUMO O3HAKOMMTBCS
comepkanreM paboueii mporpammbl aucturummabl (PIT[]), koTopas ompenenseT comepskaHuwe, oObem, a
TaKXKe MMOPAJOK N3yUeHHsI U IIPENoAaBaHus y4eOHON AUCIUILINHBI, €€ pa3/elia, YacTH.

Jlnist caMOCTOSTENbHON pabOThl BaKHOE 3HaUECHUE UMEIOT paszieisl «O0beM U copepikaHue TUCIUILTHHBDY,
«Y4eOHO-MeToauuecKkoe U HH(popMaIMOHHOE 00ecTedeHne TUCIUILTMHBD U «MarepruaibHO-TEXHUIECKOe
o0ecriedeHre TUCIUILINHEI, IPOrpaMMHOE obecrieueHue, mpodeccHoHaIbHbIe 0a3bl TaHHBIX U
MH(POPMALMOHHBIE CIIPABOYHBIC CUCTEMBI.

B pasgene «O0beM U conep)kaHWe IUCIHMIUIMHBD) YKa3bIBAIOTCS BCE pasfelibl M TEMbl H3y4aeMoil
JTMCLUIUIMHBIL, @ TAKXKEe BUJBI 3aHATHH U TNIAHUPYEMBbI 00bEM B aKaJeMHUYECKUX Yacax.

B pasgene «YuebHO-MeTommyeckoe W HMH(OpMAIMOHHOE oOecreueHre AUCHUIUIMHBDY — yKa3aHa
peKoMeHayeMasi OCHOBHAs U IONOJIHUTEIbHAS JINTEPATypa.

B pasgene «MarepuaabHO-TEXHUYECKOE OOECIeYeHHe TUCLUUIUIMHBL, MPOrpaMMHOE OOecCIeyYeHue,
npodeccruoHabHble 0a3bl JaHHBIX U MH()OPMAIMOHHBIE CIIPABOYHBIC CHUCTEMBD» COAEPKUTCS MEpeuyeHb
npo¢eCCHOHABHBIX 0a3 TaHHBIX U MH()OPMAIIMOHHBIX CIPABOYHBIX CHCTEM, HEOOXOAUMBIX ISl OCBOCHUS
JUCLUIUINHBL.

5.2 Pexomennanuu o0y4aromumcs 1o padbore ¢ TeOPETHUECKUMHU MaTepHallaMy 110 TUCIUILIIHHE

[Tpu n3yuennn u npopaboTKe TEOPETUUECKOTO MaTepraia HeoOX0IUMO:

- IPOCMOTPETH €Ile pa3 npe3eHTaluo Jekuu B cucteMe MOODLe, noBTOpUTh 3aKOHCIEKTUPOBaHHBIN Ha
JEKUMOHHOM 3aHATUM MaTepual M JOMNOJIHUTh €ro € YYE€TOM PEKOMEHJOBAHHOM JIOMOIHUTEIbHOU
JUTEPATYPHI;

- TIPY CaMOCTOSATEJIBHOM U3yYEHUH TEOPETUUECKON TEeMBbI CJIeNaTh KOHCIIEKT, UCTIONIb3Yysl PEKOMEH/I0BAHHbIE
B PITJI ucrounuku, npogeccuoHanbHble 0a3bl JaHHBIX U HHPOPMALMOHHBIE CIIPABOYHBIE CUCTEMBI:

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

- TP MOATOTOBKE K TEKYIIEMY KOHTPOJIIO HCIIOIb30BaTh MaTepralibl (hoHIa oreHouHbIX cpencts (POC).
5.3 Pexomenmanuu mo paboTe ¢ HayYHOU U y4eOHOM JIUTepaTypoit

PabGota ¢ OCHOBHOM M JONOJHUTENBHOM JIHUTEPAaTYpOl SIBISETCS IIaBHOM (POpMOIl caMOCTOATENbHOM
paboThl M HEoOXOoOMMa MPH MOATOTOBKE K YCTHOMY ONpPOCY Ha CEMUHApPCKUX 3aHATHAX, K Jebartam,
TECTHUPOBAaHHUIO, 3Kk3aMeHy. OHa BKIIOYaeT MpopabOTKy JIEKIMOHHOTO MaTephalia M pPEeKOMEHIOBAHHBIX
HCTOYHMKOB U JINTEPATYPHI I10 TEMATHKE JIEKIIUH.

KoHCHeKT JIeKInu JOJKEeH coliepKaTh peepaTuBHYIO 3alIUCh OCHOBHBIX BOIPOCOB JICKIIUH, B TOM YHCIIE C
ornopoii Ha pa3MmenieHHble B cucteme MOODLe mpe3eHTany, OCHOBHBIX MCTOYHUKOB M JIMTEPATYpPhl IO
TeMaM, BBIBOJBI MO KaXKAOMY Bompocy. KoHCeKT MOXKeT OBITh BBITIOJHEH B paMKax pacliedyaTKd BbIIa4uH
Mpe3eHTAlUi JIEKIUH WM B OTACNIBHOW TeTpaau mo mpeamery. OH JODKEH ObITh aKKypaTHBIM, XOPOIIO
YUTAaEMBbIM, HE COAEPIKaTh HE OTHOCALIYIOCS K TeMe HH(POPMAITUIO HITH PUCYHKH.

KoHcnieKkThl HayyHOW JMUTEparypbl NPU CaMOCTOSATENBHOM IOATOTOBKE K 3aHATHUAM JOJDKHBI COJEPIKaTh
OTBETHl HA KaXJbli TOCTAaBICHHBIH B TEME BONPOC, MMETh CCHUIKY Ha HCTOYHHK WH(POpPMALUU C
00s13aTeNbHBIM YKa3aHUEM aBTOpAa, HAa3BaHMS W TOJa W3AAHUS HUCIOJIb3YeMOH HaydyHOW JHMTEpaTyphl.
KoHcniekT MoXeT ObITh ONOpPHBIM (COAEpXkAaTh JUIIb OCHOBHBIC KIIIOUYEBbIC MO3MIMHU), HO TPU 3TOM
MO3BOJISIIOIIMM  JIaTh TIOJIHBIA OTBET IO BOINPOCY, MOXET OBITh MOAPOOHBIM. OO0beM KOHCHEKTa
OIIPENETAETCS CAMUM CTYIAECHTOM.

B nporecce paboThl ¢ OCHOBHOM W 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
U3JI0KEHUE OCHOBHBIX MBICJIEH aBTOpA);

- TOTOBUTH aHHOTAIMH (KpaTKoe 00001eHe OCHOBHBIX BOIIPOCOB PabOTHI);

- CO3/1aBaTh KOHCIIEKTHI (Pa3BEPHYTHIC TE3UCHI).

5.4. PexoMeH1a1tuy MO NOATOTOBKE K OTAEJIBHBIM 33aHUAM TEKYIIETO KOHTPOJISA
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20
ColecenoBanue TmpeAnonaraeT OpraHU3alui0 Oecelbl IMpernojaBaTess CO CTYIEHTaMH II0 BOIPOCaM
MPAaKTUYECKOTO 3aHATUS C LENbl0 0ojiee OOCTOATENBHOTO BBISBICHUS MX 3HAHUN MO ONpEACICHHOMY
paszmeny, Teme, mpoOieme M T.II. Bce uieHBl Tpynmbsl MOTYT y4acTBOBaTb B OOCYXKICHHH, 100aBIATH
MH(POPMALIUIO, TUCKYTUPOBATh, 331aBaTh BOIPOCH! U T.1.
VYCTHBIE ONPOC MOXKET TPUMEHATHCS B pasiMHbIX (opmax: (POHTANbHBIA, WHAWBUIYAIbHBIH,
KOMOMHUPOBaHHBII. OCHOBHBIE KaU€CTBA YCTHOTO OTBETA MOJIIEXKAILETO OICHKE:
- IPaBUIILHOCTB OTBETA IO COACPKAHUIO;
- IOJTHOTA U INIyOuHa OTBETA;
- CO3HATEJIBHOCTh OTBETA;
- JIOTMKA U3JI0KEHUS] MaTepHuaa,;
- PallMOHAIBLHOCTH MCTIOIB30BAHHBIX IIPUEMOB U CIIOCOOOB PELIeHNs TOCTAaBICHHOW yueOHOil 3a1auu;
- CBOEBPEMEHHOCTh M 3((EKTUBHOCTh MCIOIb30BaHUS HANIAJHBIX TOCOOMH U TEXHUUYECKUX CPEICTB IPH
OTBETE;
- HCIOJIb30BAaHUE JOMOJHUTEIBHOIO MaTepHaa;
- PallMOHAILHOCTH MCTIONB30BaHUS BPEMEHH, OTBEJICHHOTO Ha 3a/laHue.
VYCTHBI OIPOC MOMKET COINPOBOXKAATHCS IPE3EHTALMEH, KOTOpas IOArOTABIMBAECTCA IO OJHOMY U3
BOIPOCOB MPaKTHUYECKOro 3aHATUsA. [Ipu BeICTYIUIEHNH ¢ mpe3eHTanuell HeoOXoAUMOo oOpalars BHUIMaHUE
Ha TaKMe MOMEHTBHI KaK:
- cofep)KaHUE MPE3CHTAlMU: AKTYaJIbHOCTh TEMbI, MOJHOTA €€ PACKPBITUS, CMBICIOBOE COJAEp)KaHUE,
COOTBETCTBHE 3asIBICHHON TEMBI COJIEPKAHHUIO, COOTBETCTBHE METOAMYECKUM TPEOOBaHUAM (II€TTH. CCHUIKU
Ha PeCypChl. COOTBETCTBHE COJEPXKaHHUS M JIUTEPATyphl), MPaKTHUECKasi HANpaBIE€HHOCTb, COOTBETCTBHE
CoZiepyKaHus 3asiBICHHON (opMe, aleKBaTHOCTb MCIIOJIb30BaHHUS TEXHHUUECKUX CPEJCTB yUEOHBIM 3a1adam,
MOCIIEIOBATEILHOCTD U JIOTHYHOCTb MPE3CHTYEMOT0 MaTrepuara;
- odopmileHHE Tpe3eHTalMu: 00beM (ONTUMAIbHOE KOJIWYECTBO), IHM3aiH (YMTaeMOCTb, HAJIWYHE WU
COOTBETCTBHE TpapUKd W aHUMAIMM, 3BYKOBOE OQOpMIICHHE, CTPYKTYpUpOBaHHE WH(POpPMALUH,
COOTBETCTBHE 3asBJICHHBIM TpPEOOBAHUSIM), OPUIHMHAIBHOCTH OGOPMIICHHS, 3CTETHKA, HCIIOJIb30BaHHE
BO3MO)KHOCTH ITPOTPaAaMMHOI CpeJibl, COOTBETCTBHE CTaHIapTaM 0(hOpMIICHUS;
- IMYHOCTHBIC Ka4eCTBa: OPATOPCKUE CIIOCOOHOCTH. COOMIOEHHE PETIaMEHTa, SMOLMOHAIBHOCTD, YMEHHUE
OTBETHUTb Ha BOIPOCHI, CHCTEMATU3UPOBAHHBIE, TITyOOKHE 1 TIOJHbIE 3HAHUS 110 BCEM pa3JiesiaM IpOrpaMMBI:
- COnIep)kKaHHE BBICTYIUICHUS: JIOTMYHOCTh M3JIOKEHUS Marepuasa, pacKpbITHE TEeMbl, JOCTYIHOCTb
m3noxkeHus, dPpdexTuBHOCT npuMeHeHus cpeactB WKT, cmocoObl ©u  yClIOBHS —JTOCTHIKCHHUS
PE3yABTaTUBHOCTH M I(PGEKTUBHOCTH AJIsS BBIOTHEHUS 3a/ad cBOed MpodeccHoHATbHOW WU yueOHOU
JesITeIbHOCTH, J0KA3aTeIbHOCTh NMPUHUMAEMBIX PELICHUN, YMEHHE apryMEHTHUPOBATh CBOM 3aKJIIOYCHUS,
BBIBOJIBI.

6. YueOHO-MeTONM4YecKoe M HHPOPMALMOHHOE o0ecrieyeHre JUCHMIITHHbI

6.1 OcHoBHas UTEpaTypa:

1. YpaeBa U1.B. Cekperapckoe oOciyxuBanue : yueO. mocobue. - TamOoB: [MUzmar. nom TI'Y um. I'P.

HepxaBuna], 2014. - 229 c.

2. Tpososa O. C. Jlenonpon3BoncTso : yueGHoe nocobue. - Momxap-Omna: TToBOKCKHiT TOCYIapCTBEHHBIIA
TexHojornueckuii ynusepcuret, 2015. - 124 c. - Tekcr : snexrponnbiii // OBC «YHuBepcuterckas
oubmuoTeka onnaite» [caidt]. - URL: http://biblioclub.ru/index.php?page=book&id=439196

6.2 JlononHUTENbHAS JIUTEPATYpA!

1. JIykam FO. A. BeITh cekpeTapem pykoBomuTesst GupMbl : yaeOHOe mocodue. - 2-¢ u3l., crep.. - Mockaa:
O®nunta, 2017. - 98 c. - Teker : snexkrponHbI // DBC «YHUBEpcUTeTCKas OMOMMOTEKA OHJIAWHY [CalT]. -
URL.: http://biblioclub.ru/index.php?page=book&id=114956

2. PribakoB, A. E. OcHoBbl nenonpons3BoacTBa : yueOHUK. - 2022-08-04; OCHOBBI 1€10NPOU3BOACTBA. -
Munck: PecnyOnukanckuii HHCTUTYT nipodeccroHansHoro obpazosanus (PUIIO), 2016. - 320 c. - Tekcr :
snektpoHHbIi / [IPR BOOKS [caiit]. - URL: http://www.iprbookshop.ru/67690.html
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3. XmenpHunikas, O. E. Cekperapp - U110 KoMInaHuu (MMHIK CEKpeTaps, ACIIOBON 3TUKET U MPOTOKON). -
2023-05-21; Cekperapp - JHIIO KOMIAHMHM (UMUK CEKpeTaps, MEJTOBOM ATHUKET W TPOTOKON). -
HoBocubupck: Cubupckoe yHUBEpCUTETCKOE m3aarenbcTBo, 2017. - 127 ¢. - Tekcr : anexrponnsiii // IPR
BOOKS [caiit]. - URL: http://www.iprbookshop.ru/65153.html

4. Jlazapes, K. [Ipodeccrusi — mOMOUTHUK PYKOBOIUTENS: MPUEMBI «BBICIIETO MmuiioTaxka». - 2020-12-31;
[Tpodeccrst — MOMONTHUK PYKOBOAMTEIIS: MPUEMBI «BBICIIIETO MAJIOTaXXa». - MockBa: Anbrnnaa [Tabaumiep,
2020. - 152 c¢. - Tekctr : oonekrponnsidi // IPR  BOOKS [caiit]. - URL:
http://www.iprbookshop.ru/93047.html

6.3 1Hble UICTOUYHUKH:
1. XKypnan "Cekperapb-pedepent”. Odurmanbusiii caiit - https://www.profiz.ru/sr/

2. XKypnan J[lenonmpou3BOACTBO M JOKYMEHTOOOOpPOT Ha mnepanpustud. OduuuanbHelii calT -
https://delo-press.ru/journals/documents/

3. DHIMKIIONIe s IeTIOMPOU3BOACTRA - https://olimpoks.ru/enc/

7. MaTepuaJbHO-TeXHMYeCKOe o0ecnedeHHe TUCHUILVINHBI, IPOrpaMMHOe o0ecredyeHue,
npogeccnoHanbHbIe 023bI JAHHBIX 1 HHPOPMALMOHHBbIE CIIPABOYHbIE CHCTEMbI

Jlng mpoBeneHus 3aHATHM MO JUCHUIUIMHE HEOOXOIUMO ClIeAyIollee MaTepuaibHO-TEXHUYECKOe
oOecrieueHue: ydeOHble ayqUTOPUM [AJs TMPOBENCHUS 3aHATHH JIEKIIMOHHOTO M CEMHHApCKOro THIIA,
TPYNIOBBIX W WHAMBHUIYaJbHBIX KOHCYJIbTALMM, TEKYLIETr0 KOHTPOJSA U MPOMEKYTOUHOM aTTecTaluw,
MTOMEIIEHUS 111 CAMOCTOSITENIbHON paboThlI.

VYdeOHbIe ayTUTOPHUN U IIOMEIICHUS ISl CAMOCTOSITEIILHON paOOThl YKOMIUIEKTOBAHBI CHICTIHATH3UPOBAHHOM
MeOeNbI0 U TEXHUYECKUMH CPEJCTBAMU OOYyYCHHS, CIIY>KAIIUMH JIJIs1 TIPEICTABICHHS YyueOHOW nHbOpMauu
OOJIBITION ayTUTOPHH.

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

Jlist mpoBeeHNs 3aHATHI JICKIIMOHHOTO THITA UCTIONB3YIOTCS HA0OPBI IEMOHCTPAIHIOHHOTO 000PYI0BaHUS,
o0ecreunBaIIfe TeMaTHYECKUE MILTIOCTpaud (ITPOEKTOP, HOYTOYK, IKpaH/ MHTEPAKTUBHAS JIOCKA).

JluneH3noHHOE ¥ CBOOOTHO PACcTIPOCTPaHIEMOE MPOTPaMMHOE 00eCTICUCHHE:
Omneparmonnas cuctema Microsoft Windows 10
Microsoft Office [Ipodeccronanbhsrii mioc 2007

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

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

2.  YHuBepcuTeTcKas  OMOMMOTEKa  OHJAWH:  DJIEKTpOHHO-OMOmmoreunas  cuctema. —  URL:
https://biblioclub.ru

3. Poccwuiickas rocynapcrBenHast 6nbnuoreka. — URL: https://www.rsl.ru

4. KoHCynpTanT cryaeHTa. ['yMaHWTapHbIE HayKd: OSJEKTpPOHHO-OMOmuoreunas cucrema. — URL:
https://www.studentlibrary.ru

5. [Ipesunentckas 6udnuorexa umenu b.H. Expiiuna. — URL: https://www.prlib.ru
6. Poccuiickast HarmonanbHas Oubmanoreka. — URL: http://nlr.ru

7. ONEeKTPOHHBIN KaTrajor @yHIaMEHTaIbHON OubmuoTeKn TTV. — URL:
http://biblio.tsutmb.ru/elektronnyij-katalog

8. KOpaiit: snexTponHo-0mbamoTeuHas cucrema. — URL: https://urait.ru
9. OBC «YHuBepcutetckas 6nbnuoreka onnain» . — URL: http://www.biblioclub.ru

10. OBC «KoHcynpTaHT cTyaeHTa»: KouleKuu: MenunuHa. 3apaBooxpaHeHue. ['ymaHuTapHbele HayKu . —
URL: https://www.studentlibrary.ru
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11. CrpaBounas npasosas cucrema "Koncynsrant mmtoc". — URL: http://www.consultant.ru
12. IPR BOOKS: anexkrponno-6ubmmoteunas cucrema. — URL: http://www.iprbookshop.ru

JJIeKTpPOHHAs HH(POPMALIMOHHO-00pa3oBaTe/IbHas cpeaa
https://auth.tsutmb.ru/authorize?response type=code&client id=moodle&state=xyz
BianMoneiicTBue mpernomaBaTenss W CTY[JCHTa B Tpolecce OOyYeHHUs OCYHIECTBISIETCS MOCPEICTBOM
MYJIBTUMEHMHHBIX, THIIEPTEKCTOBBIX, CETEBBIX, TEICKOMMYHHUKAIIMOHHBIX TEXHOJIOTHH, HUCHOJIB3YEMBIX B

ANIEKTPOHHOH HH()OPMAIIMOHHO-00Pa30BaTEILHON CPEIe YHUBEPCHUTETA.



