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PABOYAA NPOrPAMMA OUCUUMIINHDBI (MOAYINA)
51.B.[1B.02.1.KomnbloTepHOE 4EMONPOM3BOACTBO
Ha 108 yaca(oB), 3 3a4eTHbIX(ble) eanHML(bI)

ONs HanpaBneHnsa NOAroToBkK (cneunanbHocTn) 44.03.01 — MNeparormyeckoe obpasoBaHme

cocTtasrneHa B cootBeTcTBUM ¢ PIOC BO, yTBEpXKAEHHLIM NPUKA3OM
MuHucTepcTBa 0OpasoBaHus n Hayku Poccunckon ®egepaumm ot
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Mpodmnb — JowkonbHoe obpasoBaHue (aons Habopa 2018)

dopma 0byyeHns ovHas, 3ao4Has



1. OpraHu3auMoOHHO-MeToANYEeCKUI pa3gen
1.1 Uenb 1 3agauu gucumnnuHbl (moayns)
Llenb nayyeHust aucunnnmHbl;

oBraieHne MeToanKoM UCNONb30BaHUS MHCOPMALIMOHHbBIX TEXHONOMIA B A€0NPON3BOACTBE
obpa3oBaTenbHON AeATENBHOCTU U cnocobamMm opraHM3auumn JOKyMeHToobopoTa.

3apaym nsyyeHus aMCUMNnHbI

- (bopMuMpoBaHMe CUCTEMbI 3HAHUIM O TEXHOMOIUSAX JOKYMEHTOODOpOTa 1 X MECTE B CUCTEME
obpasoBaHus;

- MoKa3 3Ha4YMMOCTU MHAPOPMALIMOHHBIX TEXHOMOIMIN A5151 COBPEMEHHOTO YenoBeka Kak
KayecTBa Heo6X04MMOro AN yCNeLwHON Xn3HeaeaTenbHOCTY;

- N3y4YeHne TEXHNYECKMX CPEACTB MHopMaTm3auumn obpasoBaHms 1 cneundukn nx
MCnonb30oBaHMsA B 00pa3oBaTeNbHOM AEeATENBHOCTY;

- O3HaKOMIEeHMe C OCHOBHbIMY CocobamMu KOMMNbIOTEPHOro Aenonponu3BoACTBa;

- OCBOEHWE CUCTEMbI JOKYMEHTOOOOpPOTA B YCNOBUSX MHpOPMaLMOHHON 0bpa3oBaTesibHOM
cpeabl;

- (hopmupoBaHme roTOBHOCTM NearoroB K MCNOMb30BaHUID TEXHOMOMMIA KOMMbIOTEPHOTO
Jenonpoun3BoacTBa B o6pasoBaTenbHON AeATenbHOCTY;

- pasBuUTME 3IMOLMOHANbHO-LEHHOCTHOIO OTHOLLEHUS K AeATENbHOCTM U ee coaepKaHuio.

1.2. MecTto gucumnnuHbl (Mogyns) B cTpyktype Ol
Bnok o6sa3atenbHbIX gncumnnvH. ducumnnmHa no Beibopy. b1.B.0B.2.1.

1.3. O6bem ancuunMHbl (MOoayns) ¢ ykazaHMeM TPYAOEMKOCTU BCEX BUAOB
y4yeOHOM paboTbl

OOwWwaa TpyAoeMKOCTb ANCUUMNMNHBI (MOAyns) cocTaBnseT 3 3aveTHbIX(bie) eguHuu(bl), 108
Yyacos.

OuHasa ¢opma

PacnpegeneHue no cemectpam

Buabl 3aHATUI 2 Bcero yacos
cemecTp

OO0was TpyaoeMKOCTb 108
AyauTOpHbIE 3aHATUS, B 36 36
T.u.
nekuyunoHHble (1K) 0 0
npakTnyeckue 0 0
(cemuHapckue) (M3, C3)
na6bopatopHbie (J1P) 36 36
CamocTosTenbHas 36 36
paboTa ctygeHToB (CPC)
dopma NpoMexKyTOYHOM SK3aMeH 36

arTectauunm B cemMmecTpe

KypcoBasi pabota
(kypcoBow npoekT) (KP,
KIT)




3aouHas dopma

PacnpefneneHue no cemectpam

Buabl 3aHaATUI 4 Bcero yacos
cemecTp

O0was TpyaoeMKOCTb 108
AyauTOpHbIE 3aHATUS, B 10 10
T.u.
nekumoHHble (J1K) 0 0
npakTnyeckue 0 0
(cemuHapckue) (M3, C3)
na6bopatopHsbie (J1P) 10 10
CamocTosTernbHas 62 62
paboTa ctygeHToB (CPC)
dopma NpoMeKyTOYHOM SK3amen 36

artrTectauum B cemMmecTpe

KypcoBasi paboTta
(kypcosow npoekT) (KP,
KIT)

2. TpeﬁoBaHMﬂ K pe3ynbTatamMm oCBOeHUA ANCUUMNIIUHDbI

I'Ipou,ecc N3y4vyeHna ancunniinHbl HarnpasiieH Ha (*)OpMI/IpOBaHI/Ie cnepyrowmx KOMMETEHUWIA:

NHpoeke
CogaepkaHme KoMneTeHUnn
KOMMeTeHLun
OK-6 CNOCOBHOCTL K CaMoopraHusauum n camoobpasoBaHuto
MK-2 CMOCOOHOCTbL MCMOMb30BaTb COBPEMEHHbIE METOAbl U TEXHONOTNN
0by4eHUst 1 ANarHoCTUKM

MNMnanupyemble pesynbTaTbl 06y4eHUs No AUCUUNAMHE Ana nocnegoBaTenbHOro JOCTUXEHUS
YPOBHEN CHOPMUPOBAHHOCTN KOMMETEHLNI

PesynbtaTt 06yyeHus




Moporosbli:

1) 3HAYMMOCTb OS5I COBPEMEHHOIO YenoBeka BraaeHns UHPOPMaLMOHHbIMN
TEXHONOrMSMMU;

2) 6a30Bble TEPMUHbI NPeaMETHON 06racTM MHOPMALMOHHBLIX TEXHOMOTUIA;
3) OCHOBHbIE METOAbI M CpeacTBa NOMyYeHUsl, XpaHeHusl, nepepaboTky 1
npeacTaBneHns nHpopmaLmu;

4) TEPMUHOOMMYECKYIO CUCTEMY NPeAMETa KOMMbIOTEPHOE AENONPOU3BOACTBO;
5) ocHOBHble HanpaBneHUsi BHEAPEHUSI KOMMbIOTEPHOIO A4ENONPOM3BOACTBA B
obpasoBaTenbHYyH0 OeATENbHOCTD;

6) nporpamMmmHoe obecnedeHre Heobxoanumoe Ans NonyYeHusi, XpaHeHwus,
nepepaboTkn 1 NpeacTaBneHus MHpopmaumm;

7) TEOPETUYECKNE OCHOBbI KOMMBIOTEPHOIO AENONPON3BOACTBA.

3HaTb
CTaHpapTHbIN:
1) TEXHONOrMYECKUIN, ECTECTBEHHO-HAY4YHbIN 1 MeTanpeaMeTHbIN
(MeTogoOnOrMyecknin) acnekTbl COAEPXXaHNSA KOMMNbIOTEPHOrO 4ENONPOMN3BOACTBA;
2) onoakTU4ecKkne NpuMHUMMbI UCMoNb30BaHNS KOMMLIOTEPHOTO
Jenonpoun3BoAcTea B 0b6pa3oBaTenbHON OeATENbHOCTY;
3) uenecoobpasHoCcTb BbIOOpa NporpaMMHOro obecneyeHmst KOMMbLITEPHOMO
Oenonpon3BoACTBa.
OTanoHHbIN:
1) UICTOPUIO CTAHOBIEHMS N Pa3BUTUSI KOMMLIOTEPHOMO AENONPOU3BOACTBA;
2) noruky ookymeHToobopoTa.
Moporosbli:
1) HaxoaNTb U CTPYKTYpMpPOBaTbL UHOPMALMIO;
2) paboTaTtb C pasnnyHbIMM HOCUTENAMU MHAYOPMALIMK;
3) ncnonb3oBaTb B CBOEN AEATENBHOCTU CEPBUCHI JTOKArbHOM 1 rnobanbHom
ceTen;
4) ncnonb3oBaTb Pa3nu4yHblie NPOrpamMmmbl U MPUMEHATE pasfnnyHbIie BUAbI NOUCKa
N Knaccudmkauum OKYMEHTOB;
5) ncnonb3oBaTb NpPorpaMMHoe obecnevyeHne st KOMMNbITEPHOTO
Aenonpon3BoOACTBa;
6) ncnonb3oBaTh MHPOPMALIMOHHBIE N KOMMYHUKALMOHHbIE TEXHOOMN B
npoLiecce peanvsauumn KOMMNbITEPHOrO AOKYMeHToobopoTa.
CTtaHgapTHbIN:
1) BbIGUpaTh cnocob knaccndmkalmm 4OKYMEHTOB COrflacHO TpeboBaHUAM;
2) npeacTtaenATb MHOPMaUUIo Mo AOKYMeHTO0bopOoTY, cornacHo TpeboBaHusM,
B TOM 4ucCrie B CeTU VIHTEpHeET;
3) npoekTMpoBaTb 0Opa3oBaTENbHbIN NPOLECC C UCMOMNb30BaHNEM
KOMMbIOTEPHOrO AeNnonpon3BOACTBA.

YmeTb




OTarnoHHbIN:

1) oueHMBaTbL COGCTBEHHLIE OOpa3oBaTenbHbIE JOCTMXKEHNS U NPOBNeMbI,
onpegensaTtb NoTpebHOCTM B AanbHenwem obpasoBaHuu;

2) ynpoLwiatb opraHm3auuto ynpasneHns obpasoBaTenbHOro npolecca
NnocpeacTBOM KOMMbIOTEPHOrO 4OKYMEHTOO00pPOTa;

3) aHanuanpoBaTb U oLeHUBaTb AOCTOBEPHOCTbL MHGOPMaLMM NpeaocTaBnsaemMon
CMW, B TOM uncne B cetn NHTepHET;

4) camMOoCTOATENbHO NOMyYaTh U PacIMPATE 3HAHWS MO KOMMbIOTEPHOMY
Oenonpou3BOACTBY, NONb3YSICb PA3NNYHBIMU MHAOPMALIMOHHBIMU Y
KOMMYHUKaLMOHHBIMWN TEXHONOTUSAMU;

5) oueHuBaThb, knaccnuLMpoBaTb U MHTEPNPETUPOBATL AOKYMEHTALMIO C
pasnnyHbIX TOYEK 3pPEHNS;

6) NPUMEHATb KOMMNbLIOTEPHLIA AOKYMEHTOOOOPOT ANsi coobpasHom
ynpaBneHYecKkon AesTeNbHOCTM B 00pa3oBaTeNbHbIX YYPEXOeHUsIX.

BnapgeTb

Moporosbli:

1) rOTOBHOCTb K UCMOMb30BaHNIO TEXHOSTOMMIN KOMNBIOTEPHOrO AENONPON3BOACTBA
B obpasoBaTenbHON AeATENbHOCTY;

2) oTbupaTtb 1 peann3oBbIBaTh CYLLECTBYHOLLME MOAENN NpoLecca
OOKYMEHTO060poTa € MCMOMb30BaHNEM MHPOPMALNMOHHBLIX TEXHONOMMI 1
nporpamMmmMHoOro obecneyeHus.

CTaHpapTHbIN:

1) paspabaTbiBaTb COBCTBEHHbLIE MOAENM NpoLecca AOKYMeHToo6opoTa ¢
NCMonb30BaHNeM NHAOPMALIMOHHbLIX TEXHOMOMIA U NPOrpaMMHOro oGecneyeHus.

OTanoHHbIN:

1) camocTosTenbHO pa3pabartbiBaTb MOAENM NpoLecca JOKyMeHTOObopoTa Ha
Honee BbICOKOM YpOBHE npoLecca AoKyMeHToo6opoTa ¢ MCnorfb3oBaHEM
WHOPMALMOHHBIX TEXHOMOMNIA.

3. CopepxaHme gUCLUMNIUNHBI

3.1. Pasgensl gucumnnuHbl U BUAbI 3aHATUNA

Ou4Hasna hopma
H B AyaouTopHble
Mogayrnb pagx;fa HanmeHoBaHue pasgena q:cegg 3aHATMA CPC
JIK[N3(C3)| IIP
1 y Beenenune. Ponb genonpon3soncTea B 13 6 7
yrnpaBneHuu.
2 2 OpraHusaums gokymeHTooboporTa. 15 8 | 7
3 3 OnNeKTPOHHBIN oduCc. 10 6 | 4
CpencTtBa agMUHUCTpPaATUBHO-
4 yrnpaBrieHYEeCKON CBA3N U TUPaKNUPOBAHUS 8 4 | 4
OOKYMEHTOB.




4 5 KomnbtoTepHble ceTu. 4 2| 2
6 TekcToBbIM Npoueccop. 11 4 | 7
7 Bbasbl gaHHbIX B oduce. 11 6 5
Utoro 72 |0 0 36 | 36
3ao4Hasa popma
Home Bcero AyAnTopHeie
Mogaynb pas,u,er?a HanmeHoBaHue pasgena 4aCOB 3aHATUSA CPC
JIK|M3(C3)| NP
1 y BeegeHuve. Ponb genonponssoacrtsea B 6 1 5
ynpaBneHuu.
2 2 Oprannsaumsa gokymeHToobopoTa. 6 1 5
3 3 ONEKTPOHHBIN oduc. 6 1 5
CpeacTtBa agMUHUCTPaTUBHO-
4 ynpaBrieH4YE€CKOWN CBA3W U TUPaKMpoBaHNA 6 1 5
OOKYMEHTOB.
4 5 KoMnbloTepHble ceTu. 6 1 5
6 TekcToBbIV NpoLEeccop. 36 4 | 32
7 basbl faHHbIX B oduce. 6 1 5
Utoro 72 |0 0 10 | 62

3.2. JIeKUMOHHbIe 3aHATUA

3.3. MpakKkTn4yeckne (ceMnHapcKme) 3aHATUSA

3.4. labopaTopHble 3aHATUSA

OuyHas cpopma

Homep

Mopyne pasgena

CogaepxaHue nabopaTopHbIX 3aHATUN

WcTtopua paseutusa genonpoussoacTtea B Poccun. MIHpopmaunoHHbie

cBsA3un npeanpuaTust. lokymeHToo60poT. CoBpeMeHHoe
[EeNnonpov3BOACTBO: LieNu, 3a4a4n U OCHOBHbIE NPUHLMMbI.




Mpencraenenne o gokymeHTax. HopmatusHasa 6a3a genonponsBoacTBea.
Knaccndukaums 0OKyMeHTOB. ByMakHble 1 3NEKTPOHHbIE JOKYMEHTHI.
OcHoBHble TpeboBaHUA K 0OPMIIEHNIO JOKYMEHTOB. BHyTpeHHne
AOKYMEHTbI ynpaBneHusi. BHewwHne AOoKyMeHTbl. [IOKyMeHTbl N0 IMYHOMY
cocTaBy. ObpaboTka BXOAALMX, UCXOAALMNX U BHYTPEHHUX OOKYMEHTOB.
Pernctpaums n KOHTPOb UCMONTHEHUS JOKYMEHTOB.

Mporpamma opraHusauumn paboTsl cekpeTaps Ha npumepe Outlook. YueT
cBegeHun o nioaax B nanke «KoHTakTbl». NnaHupoBaHne paboyero
Kanengaps. Y4yeT BbINonHeHHOW paboThl. [Nepecbinka coobLeHnn no
AEKTPOHHOWM NoYTe.

Knaccudukaums cpeacts cBa3un: TenedoHHasi, NengppKMHroBas,
TenerpadHas, hakcummnnobHasn. Knaccudukaums cpeacrs
TupaxupoBaHus. Buabl npuHTepos. Cpencrea KonnmpoBaHus,
pa3MHOXEHMUSA LOKYMEHTOB. [lononHUTeNbHbIE CPeACcTBa NOArOTOBKM
OOKYMEHTOB.

Buabl KoMNbOTEPHBLIX ceTen. AnnapaTtHoe 1 nporpaMmHoe obecneveHne
KOMMNbIOTEPHLIX ceTen. MNoaroToBka pabo4ero Mecrta cekpeTaps.
ApxuBauus annos. Nepegaya dannos No nokansHOM ceTu.

OdopmnieHne nnyHbIX AokymeHToB. Co3gaHne bnaHka npegnpusitus ¢
ambnemon. OdopmneHne nHopmaLlnoHHoro ctenaa. lNoarotoska
KOHBEPTOB W1 Hakneek. Cnocobbl ohopMmeHnst nucem.

Vicnonb3oBaHne anekTpoHHOM Tabnuubl kKak dopmbl ANS BeAeHUS
otyeTHoCcTU. Co3gaHne guarpamm. Ctatuctnyeckas obpaboTka OaHHbIX.
CospaHue n pegaktnpoBaHme 6asbl JaHHbIX. YCTaHOBIEHWE CBA3EN
mexay Tabnvuamu. Co3gaHue n pegakTupoBaHne opmbl AN BBOAA
AaHHbIX. CopTupoBka 1 dunbTpauunsa gaHHbix. ObpaboTka AaHHbIX C
nomoLpbto 3anpocoB. Co3gaHne U pefakTMpoBaHNe OTHETOB.

3aouHasa dhopma

Mogaynb

Homep
pasgena

CopeprkaHne nabopaTopHbIX 3aHATUN

WcTtopua passutusa genonpounssoactsa B Poccun. MHpopmaunoHHble
cBsA3n npegnpusaTtud. JJokymeHtoob6opoT. CoBpeMeHHoe
Aenonpon3BoACcTBO: Lenun, 3a4a4n U OCHOBHbIE MPUHLMIbI.




Mpencraenenne o gokymeHTax. HopmatusHasa 6a3a genonponsBoacTBea.
Knaccndukaums OKyMEHTOB. ByMaxkHble 1 3NEKTPOHHbIE JOKYMEHTHI.
OcHoBHble TpeboBaHUA K 0OPMIIEHNIO JOKYMEHTOB. BHyTpeHHne
AOKYMEHTbI ynpaBneHusi. BHewwHne AoKyMeHTbl. [JOKyMeHTbl N0 IMYHOMY
cocTaBy. ObpaboTka BXOAALMX, UCXOAALMNX U BHYTPEHHUX OOKYMEHTOB.
Pernctpaums n KOHTPONb UCMONTHEHUS JOKYMEHTOB.

Mporpamma opraHusauumn paboTsl cekpeTaps Ha npumepe Outlook. YueT
cBegeHun o nioaax B nanke «KoHTakTbl». NnaHupoBaHne paboyero
Kanengaps. Y4yeT BbINonHeHHOM paboThl. [Nepecbinka coobLeHnn no
AEKTPOHHOWM NoYTe.

Knaccudukaums cpeacts cBasun: TenedoHHas!, NengppKMHroBas,
TenerpadHas, hakcummnnobHasn. Knaccudukaums cpeacrs
TupaxupoBaHus. Buabl npuHTepos. Cpencrea KonnmpoBaHus,
pa3MHOXEHMUSA LOKYMEHTOB. [lononHUTemNbHbIE CPeaCcTBa NOArOTOBKM
OOKYMEHTOB.

Buabl KoMNbOTEPHBLIX ceTen. AnnapaTtHoe 1 nporpaMmHoe obecneveHne
KOMMNbIOTEPHLIX ceTen. MNoarotoBka pabovero Mecrta cekpeTaps.
ApxuBauus annos. MNepegaya dannos No NokansHOM ceTu.

OdopmnieHne nNnyHbIX AokymeHToB. Co3gaHne bnaHka npegnpusitus ¢
ambnemon. OdopmneHne nHopmaLlnoHHoro ctenaa. lNoarotoska
KOHBEPTOB W Hakneek. Cnocobbl ohopMeHnst NMcem.

Vicnonb3oBaHne anekTpoHHOM Tabnuubl kak dopmbl ANS BeAeHUS
otyeTHOCTU. Co3gaHne guarpamm. CtatucTnyeckas obpaboTka OaHHbIX.
CospaHue n pegaktnpoBaHme 6asbl JaHHbIX. YCTaHOBIEHWE CBA3EN
mexay Tabnvuamu. CosgaHue n pegakTupoBaHne oopmbl AN BBOAA
AaHHbIX. CopTupoBka 1 dunbTpauunsa gaHHbix. ObpaboTka AaHHbIX C
nomoLupbto 3anpocoB. Co3gaHne U pefakTMpoBaHNe OTHETOB.

3.5. OpraHnsauunsa camocTosTesribHOMN paboThbl

OuHasa ¢opma

Moaynb

Homep
pasgena

CopepxaHue matepuana BbIHOCMMOrO Ha Buabl camocTosiTenbHom
CaMoCTOATENbHOE N3ydeHne paboThl




JenonpouseoacTtso B [IpeBHEPYCCKOM
rocyaapcrtse. lNpukasHoe
aenonpoussoacteo XV-XVII BB. Cuctema
KOJSIMEXCKOro Aenonpon3soacTaa.
Cucrtema MUHMUCTEPCKOro
penonpouseogctea XIX - Hayana XX BB.
VicTopus ynpaBneHus un
penonpoussogctea B 1917-1941 rr.
VcTopusa ynpasneHuns un
penonpounssogctea B 1945-1990 rr.
KomMnbloTepHOE 4enonpon3BoAcTBO: LEnMu,
3agayn. MNpenmyliecTsa MCNoONb30BaHUSA
KOMMbIOTEPHOro 4EMnonpon3BoacTsa.
Vicnonb3oBaHne KOMMbLITEPHOIO
aenonpoun3soacTtea B 06pa3oBaHum.
[enonpon3BoacTBO 1 €ro 3Ha4eHne B
paboTe yupexaeHuii. Npodeccun,
CBS13aHHbIE C KOMMbIOTEPHbLIM
aenonpounssoactsom. OCHOBHbIE
npodeccrmoHanbHble PYyHKUUN cekpeTaps.
OpraHusaums paboyero mecra cekpeTtapsi.
O6wme cBeaeHns o npodeccun
CceKkpeTapb-4enonponssoauTens.
OcHoBHbIE GYHKLMM paboTbl cekpeTaps
AekaHata. KnaBmaTtypHble TpeHaxepbl.
lMocTaHoBKa pyK Ha KraBuaType.
O6y4yeHune cnenow mawmHonucu. KynbeTtypa
MaLunHonucu. Buabl MaMHONMUCHbBIX
paboT.

KOHCNeKT/MHdopMaLnoHHoe
nnucbmo/nabopartopHas
paboTa/npoekT

Oprannsaumsa gokymeHToobopoTa.
CpepnctBa agMUHUCTPATUBHO-
yrnpaBneH4YecKom CBA3N N TUPaXKUPOBaHUS
OOKYyMeHTOB. NHdopmaLmoOHHO-
CrpaBOYHbIE JOKYMEHTHI.
PacnopsigutenbHble JOKYMEHThI.
OT1nuuuTtenbHas 0cobeHHOCTb
oduLmnanbHoO-AeNoBoro CTuns. Ycrae
opraHusaumu. lNpukasbl, pacnopsikeHus,
ykasaHusi. CnpaBku, akTbl, JOKNaAHbIE
3anunckn. CnyxebHble Tenerpammbl,
TenedoHorpammel. MevyaTb opraHnsaumm.
Cnocobbl ohopMneHns JOKYMEHTOB.
HopmaTtuHas 6a3a gokymeHTtoobopoTa.
Knaccmdgukaumnsa JOKyMEHTOB.
[okyMeHTMpOBaHWe ynpaBreH4YeCcKon
pesatenbHocTU. FTOCTbl. PekBn3nTbl.
MpaBnna no cocTaBnNeHno TEKCTOB
CNy>kebHbIX JOKYMEHTOB.
[enonpon3BoACTBO MO IMYHOMY COCTaBy.
[oKyMeHTbI NMYHOIO XapakTepa.
OpraH13aumMoHHO-pacnopsguTernbHble
OoKyMeHTbl. CoBpeMeHHOe AenoBoe
NMUCbMO.

KOHCMEeKT/MHdopMaLUmnoHHoe
nMcbmo/nabopartopHas
paboTa/npoekT




Mporpamma opraHm3auum padoTbl
cekpeTtaps Ha npumepe Outlook.
Mporpamma opraHusaumm padboThl
cekpeTaps Ha npumepe FrontPage.
Mporpamma opraHm3auum padoTbl
cekpeTtaps Ha npumepe Lokl lapTHep.
(0630pbl) Pasnu4yHble nporpammbl 4ns
opraHmsaumm paboTbl C AOKYMEHTaMM.

KOHCNeKT/MHdopMaLnoHHoe
nnucbmo/nabopartopHas
paboTa/npoekT

CpeacTBa TUpaXnpoBaHUS JOKYMEHTOB.
Pu3sorpadbi.

KOHCNeKT/MHdopMaLnoHHoe
nncbMo/nadopaTopHas
paboTa/npoekT

KomnbloTepHble TeNeKOMMYHUKaLumM npu
paboTe cekpeTaps. INeKTPOHHas rnoyTa.
[loCTOMHCTBA 3MEKTPOHHOWM NOYThI NpU
paboTe ¢ gokymeHTamun. CTpyKTypa
3MEKTPOHHOro AenoBOro nMcbma.
AJpecauusi B cucteme aneKkTpOHHON
noyTbl. HeobxogumocTb apxmeauum
annos. MNporpamMmmbl-ynakoBLUNKN.
OCHOBHbIE XapakTepUCTUKN NPOrpamMMm:
CTeneHb CxXaTus, CKOPoCTb paboThl,
cepsuc. PaboTta ¢ apxmBaTtopom.
Knaccudmkaumsa komnbioTEPHbIX BUPYCOB.
O630p aHTMBMPYCHbIX CpeacTB. HacTponka
aHTUBUPYCHbIX CPEACTB, UX NpaKTu4eckoe
ncnonb3oBaHue npu pabote ¢
OOKYMEHTaMM.

KOHCMeKT/MHdopmaLmnoHHoe
nucbmMo/nabopartopHas
paboTta/npoekT

CospgaHue WwabnoHoB NpMKasos,
NPOTOKOMOB, BbIMMCOK N3 MPOTOKOJIOB U
pelueHuin. Co3gaHme NNYHbIX KapToYek
cTyaeHToB. [lpuMeHeHe onTuMansHon
paboThbl Npy CO34aHUKN pacnmcaHus
3aHATUI U 3K3aMEHOB, NepPeYHs 3a4eTOB U
ak3ameHoB. PaboTa ¢ y4ebHbIM nnaHom.

KOHCMEeKT/MHdopMaLUnoHHoe
nucbmo/nabopaTtopHas
paboTa/npoekT

VMcnonb3oBaHWe aneKTPOHHOM Tabnmubl
Kak popMbl Ans BeAEeHUS OTYETHOCTU
ctygeHToB. Ctatuctnyeckas obpaboTka
OaHHbIX 0 cTyaeHTax. Co3gaHue n
pedakTupoBaHue 6asbl JaHHBIX CTYOEHTOB.
YcTaHoBeHME cBA3en mexay Tabnuuamu.
Co3spgaHve 1 pegaktupoBaHue opmbl Ans
BBOAA AaHHbIX. CopTMpoBKa U
dunbTpauunsa gaHHbIx. O6paboTka gaHHbIX
c nomoLbto 3anpocos. Co3aaHue u
peaakTMpoBaHNE OTHETOB.

KOHCNeKT/MHdopMaLnoHHoe
nnucbmo/nabopartopHas
paboTa/npoekT

3aoyHas dopma

Moaynb

Homep
pasgena

Cop,epmaHme mMaTepunana BbIHOCMMOro Ha

camMocCTodATeSIbHOE U3y4eHne

Buabi
CaMOCTOSATENBHOMN
paboTbl
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Oenonpoun3seoacTtso B [lpeBHEPYCCKOM rocygapcTBe.
MpukasHoe genonpounssoacteo XV-XVII Be. Cucrtema
Konnexckoro genonpoussoactea. Cucrema
MUHUCTEpCcKoro genonponssoacTtea XIX - Hayana XX
BB. VIcTopusa ynpaBneHus n 4enonponssoacTea B
1917-1941 rr. ctopusa ynpasneHus u
aenonpoussoacTtea B 1945-1990 rr. KomnbloTepHoe
Oenonpou3BoACTBO: Luenu, 3agaydn. lNpenmyllectea
NCMONb30BaHMS KOMMbIOTEPHOIO AENONPOU3BOACTBA.
Vcnonb3oBaHne KOMMbIOTEPHOrO AENONPON3BOACTBA B
obpasoBaHun. [1enonponsBoACTBO U €ro 3HaYeHue B
paboTe yupexaeHui. Npodeccum, cBsi3aHHbIe C
KOMMbIOTEPHbIM Aenonpon3soacTtBoM. OCHOBHbIE
npodgeccroHanbHble PyHKLMN cekpeTaps.
OpraHusaums paboyero mecta cekpetaps. Obume
cBefeHns o npodeccun cekpeTapb-
aenonpoussogutens. OCHOBHblE YHKLUMM paboTbl
cekpeTaps AekaHaTa. KnaBmaTypHble TPEHaXeEpDI.
MocTaHoBKa pyk Ha knasunatype. ObyveHne cnenom
mMawmHonucu. KynbTypa malumHonucu. Buabl
MaLUNHOMMNCHBbIX paboT.

nabopaTtopHasi
paboTa

Oprannszaumsa gokymeHToobopoTa. Cpeacrtea
agMUHUCTPaTUBHO-YMpaBNeHYeCcKon CBA3N U
TUpaXnpoBaHNsa AOKYMeHTOB. IHpopMaLMOHHO-
crpaBOYHble JOKYMeHTbl. PacnopsianTtenbHble
OOKYMeHTbIl. OTnnynteneHas 0CoOeHHOCTb
oduLManbHO-4EN0BOro CTUMS. YCTaB OpraHnsaumu.
Mpukasbl, pacnopsbkeHns, ykasaHus. CnpaBku, akThbl,
AoknagHble 3anuckn. CnyxebHble TenerpamMmmel,
TenedoHorpaMmmel. MNMevyaTb opraHmsaumm. Cnocoo.l
odhopmMIeHNst LOKyMeHTOB. HopmaTtnBHas 6asa
AoKymeHToobopoTa. Knaccndmkaumsa LOKYMEHTOB.
[lokymeHTMpoBaHMe ynpaBneH4Yeckon 4eaTeNbHOCTH.
FOCTbl. PekBuauThl. [1paBuna no cocraBneHuto
TEKCTOB CNy>ebHbIX AOKYMEHTOB. [lenonpon3soacTBo
no NMYHOMY cocTaBy. [JoOKyMeHTbl IMYHOro Xapakrepa.
OpraHnsaLumoHHO-pacnopsaTenbHble JOKYMEHThI.
CoBpeMeHHOe oenoBoe NMcbMo.

nabopaTtopHas
paboTa

Mporpamma opraHmsauumn paboTbl cekpeTaps Ha
npumepe Outlook. MNporpamma opraHusaumm paboThl
cekpeTaps Ha npumepe FrontPage. NMporpamma
opraHusaumu paboThbl cekpeTaps Ha npumepe
HoklMNapTHep. (0630pbl) PaznuyHblie nporpaMmmel 4ns
opraHusaummn paboThbl C JOKYMEHTaMM.

nabopaTtopHasi
paboTa

CpepncTBa TUpaXupoBaHUs AOKyMEHTOB. Pusorpadbl.

nabopaTtopHasi
paboTta
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KomnbloTepHblie TENEKOMMYHUKaLUKM Npu paboTte
cekpeTaps. AnekTpoHHasa noyta. [locTouHcTBa
3NEKTPOHHOM NOYTLI Npu paboTe ¢ AOKYMeHTaMMu.
CTpyKTypa anekTpoHHOro AenoBoro nMcbMa.
Afpecauunsi B cMCTeMe 3NEKTPOHHOM NOYThI.
HeobxogumocTb apxusauum cainos. Nporpammel- nabopaTtopHas
ynakoBLUKN. OCHOBHbIE XapakTepUCTUKN Nporpamm: paboTta
CTeneHb CXaTusl, CKOPoCTb paboTbl, cepBuc. PaboTa ¢
apxmBaTopoM. Knaccuiukarms KoMnbTEPHbIX
BMpycoB. OB30p aHTMBMPYCHbIX CpeacTB. HacTpoika
aHTUBUPYCHbIX CPeACTB, UX NpakTuyeckoe
ncnonb3oBaHme npu paboTe ¢ JOKYMEHTaMU.

CosgaHuve WwabnoHOB NpUKasoB, MPOTOKONOB, BbIMMCOK
N3 NPOTOKOSOB 1 peweHnin. Co3gaHne nNn4HbIX
KapToyek CTyaeHToB. [TpuMeHeHne onTMansHon nabopatopHas
paboTbl NpM CO34aHUN pacnucaHus 3aHATUN K paboTa
3K3aMEHOB, NepeyHs 3a4eTOB 1 dk3ameHOoB. PaboTa ¢
y4€OHbIM MM1aHOM.

Vicnonb3oBaHne anNeKTpOHHOM Tabnuubl Kak opmbl
ONs BeAeHNss 0TYETHOCTU CTyaeHToB. CTaTtuctuyeckas
0bpaboTka gaHHbIX 0 cTyaeHTax. Co3gaHue u
pedaktupoBaHue 6asbl JaHHBIX CTYOEHTOB.

4 7 YcTaHoBrneHue cBasen mexay tabnuuamu. CosgaHue
N peaakTupoBaHne opmbl AN BBoAA AaHHbIX.
CopTupoBka u hunbTpaums gaHHbix. O6paboTka
OaHHbIX ¢ nomoLbto 3anpocoB. Co3gaHne n
penakTMpoBaHME OTYETOB.

nabopaTtopHasi
paboTa

4. WHTepakTnBHbIe popMbl 0Opa3oBaTesibHbIX TEXHOSOrnm

Bu
Homep A Konun4yectBo
Mogaynb asgena y4ebHbIX O6pasoBaTenbHble TEXHONOMMn 4acoB
P 3aHATUN

WHTEPAaKTUBHbIE NTEKLMN C NCMONb30BaHNEM
1 1 JiP MynbTUMeauna, pa3bop KOHKPETHbLIX CUTyaLun 4
(cuTyaumoHHble 3agayn), y4ebHble OUCKYCCUM;

NHTEPAKTMBHbIE NEKLUN C NCMOSNIb30BaHNEM
2 2 JiP MynbTUMeauna, pa3bop KOHKPETHbIX CUTyauui 6
(cuTyaumoHHble 3aga4yn), y4ebHble QUCKYCCUM;

np paboTa C 3NeKTPOHHLIMU 06pa3oBaTENbHbLIMU

3 3-4 _ 7
pecypcamu;
4 5.7 nP paboTa ¢ anekTpoHHbIMK 06pa3oBaTernbHbIMU 8
pecypcamu;
1-4 1.7 P paboTa ¢ aNeKTPoHHbIMK O6pa3oBaTeNbHbLIMK 9
(030) pecypcamMmu, MH(OPMALIMOHHBIMWN TEXHOMOTUAMMU

5. ®DoHA OLEHOYHbIX CPeACTB AN NPOBeAEHUS TeKYLLEero KOHTPONA u
NPOMeXyTO4YHOM aTTecTauMm oby4varolmxca no gucumnimHe (moayno)
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doHA OLIEHOYHbIX CPeacTB

6. Yyeb6HO-MeTOANYECKOE U NH(pOPMALMOHHOE obecnevyeHne AUCLUMNIUHDI
6.1. OcHoBHasa nuTepaTypa
6.1.1. NMNeyvyaTHbIe UsgaHusa

1. MakapoBa, Hartanbs BnagumupoBHa. KomnbioTepHoe genonpouns3BoacTtBo : y4deb. kypc /
Makaposa Hatanba BnagumunpoBHa, Hukonamdyk lanuHa CemeHoBHa, Tutosa OnusiHa
dpaHueBHa. - 2-e uag. - Cankr-lNetepbypr : MNMutep, 2006. - 410 c. : nn. - ISBN 5-91180-074-8 :
118-80.

2. MunxeeBa, EneHa BuktopoBHa. KomnbloTepHOE AeNONpon3BOACTBO B Byxrantepun : y4ebHuK
/ MnxeeBa EneHa BuktopoBHa, TutoBa Onbra UropesHa. - Mocksa : Akagemus, 2011. - 320 c.
- (HayanbHoe npodeccmnoHanbHoe obpasoBanue). - ISBN 978-5-7695-127-5 : 440-00.

3. Ceupugosa, Mapuna KOpbeBHa. 3nekTpoHHble Tabnuubl Excel : yueb. nocobue / Cempraosa
MapwuHa KOpbeBHa . - 3-e mn3g., crtep. - Mocksa : Akagemunsa, 2009. - 144 c. - (HavyanbHoe
npodeccuoHansHoe obpasoBaHue). - ISBN 978-5-7695-6397-3 : 212-30.

4. CnpaBOYHUK NO AEMNONpPOn3BOACTBY, apXMBHOMY AEny U OCHOBaM paboTbl HA koMmnbioTepe /
J1. B. Maentok [n gp.]. - 9-e uag., nepepab. n gon. - Mocksa ; CaHkt-lNeTepbypr : Mepaa, 2004. -
352 c. : vn. - ISBN 5-94125-070-3 : 181-50.

6.1.2. U3paHua us 3B6C

1. CoBeTtoB, bopuc AkoeneBumd. basbl AaHHbIX : Y4ebHuk / CoBeTtoB bopuc HAxkoBneswnd;
CoseToB b.A., LlexaHosckuii B.B., YepToBckon B.[. - 2-e n3g. - M. : N3pgatenbscteBo HOpawr,
2017. - 463. - (bakanasp. MNMpuknagHown kypc). - ISBN 978-5-534-00834-0 : 137.59.

2. MaBpunos, Mnxaun Buktoposudy. MHpopmaTuka n MHOOPMaLMOHHbBIE TEXHOMOIMK : Y4ebHMK
/ FaBpunoB Muxaun Buktoposud; Maespunos M.B., Knumos B.A. - 4-e nsg. - M. : MIagaTenscTBo
KOpant, 2017. - 383. - (lMpodeccrmoHanbHoe obpasoBaHue). - ISBN 978-5-534-03051-8 :
117.12.

3. Kabawos, C.1O. [lenonpon3sBoacTBO 1 apXMBHOE AeNo B TepMunHax u onpegenenusax / C. 0.
Kabawos, W. I. AcchaHansaposa; Kabawos C.1O.; AcchaHamnsaposa W.IL - Moscow : dnunHTa,
2009. - . - lenonpon3BOACTBO U apXMBHOE Aefo B TEPMUHAX U onpefeneHnsax [SneKTPOHHbIN
pecypc] : y4eb. nocobue / C.HO. Kabawos, W.I. AcchaHgusapoa - M. : ®ITIMHTA, 2009. - ISBN
978-5-9765-0784-5.

6.2. [lononHuTenbHaa nuTepaTypa
6.2.1. MNeyvyaTHbIe U3gaHuA

1. OcHoBbl genonponsBoacTea : Metogudeckme ykasaHus / coct. O.A. Makaposa. - Yuta :
3ably, 2015. - 116 c. - 116-00.

2. bacakos, M.W. lenonpou3soacteo [[JokymeHTaunoHHoe obecneyeHne ynpaBneHus] : y4eo. /
M. W. bacakos, O. WN. 3amblukoBa. - 13-e usg., ctep. - Poctos-Ha-[oHy : ®eHunkc, 2014. - 376 c.
- (CpenHee npodheccnoHanbHoe obpasoBaHue). - ISBN 978-5-222-21763-4 : 387-50.

3. baciok, Buktop CrtecbaHoBuy. [lenonponsBoAcTBO B AOLUKOMbHbIX OBpasoBaTenbHbIX
yupexgeHusax. Y. 2 : MNopsagok odopmneHns gokymeHtoB / Baciok Buktop CredaHoBuy. -
Mockea : HKL], 2011. - 120 c. + +CD. - (YnpaBneHue obpasoBaHueM). - ISBN 978-5-904827-41-
0: 180-00.

4. Cankos, Bnagummnp BaneHTnHOBMY. NHOPMAaUMOHHLIE TEXHOMOMMK M KOMMbIOTEPU3aLNSA
Jenonpon3BoacTBa : y4ebHuk / Cankos Brnagmmup BaneHTuHoBWu. - 6-€ 13g., ctep. - Mockea :
Akagemus, 2011. - 288 c. - (HayanbHoe npodeccnoHanbHoe obpasoBaHue). - ISBN 978-5-
7695-8185-4 : 163-68.

6.2.2. U3paHua u3 36C

1. JoponuHa, Jlapuca AnekceeBHa. [IoKyMeHTaLMOHHOE obecneyeHne ynpaeneHus : YJYebHuk
n npaktukyMm / [JopoHuHa Jlapuca AnekceesHa; OopoHuHa J1.A., Vputukosa B.C. - Computer
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http://work.zabspu.ru/fos/22/223/223_44.03.01_%D0%94%D0%9E-16-17_%D0%9A%D0%94_%D0%BE_%D0%BE%D0%B7%D0%BE.pdf

data. - M. : UsgaTtenbcTtBo KOpant, 2018. - 233. - (lMpodeccuoHansHoe obpasoBaHue). - ISBN
978-5-534-05783-6 : 1000.00. https://www.biblio-online.ru/book/D9DA38D8-226D-4EC9-876C-
F47D53A990C9

2. KonblwkuHa, TatbaHa BopucoeHa. [enoBas kynbTypa : YdyebHoe nocobue / KonbiwkuHa
TatbsaHa BopucosHa; KonbiwknHa T.b., WyctuHa U.B. - 2-e u3g. - M. : UsgatenbcTteo KOpanT,
2017. - 164. - (MNpodeccmoHanbHoe obpasoBaHue). - ISBN 978-5-534-00996-5 : 57.33.
https://www.biblio-online.ru/book/B3FA7ABB-EC89-433D-86C1-4C3FBAA93251

3. Tpos3osa, Onbra CepreeBHa. [denonpoun3BoacTBo : YyebHoe nocobue / Mpo3oBa Onbra
CepreeBHa; po3osa O.C. - M. : UzgatenbctBo HOpanTt, 2017. - 126. - (MNpodeccnoHansHoe
obpasoBaHue). - ISBN 978-5-534-04295-5 : 48.32. https://www.biblio-online.ru/book/851416E3-
4D50-40A1-A967-6B9AF0A11247

6.3. ba3bl gaHHbIX, MHPOPMaLUOHHO-CNPABOYHbI€ U MOUCKOBbLIE CUCTEMbI

Kaxgomy ©OakanaBpy npegocTaBnsieTCs BO3MOXHOCTb MHAMBWUOYANbHOIO OUCTAHLMOHHOMO
JocTtyna 13 nobon Touku, B KOTOpon mmeeTcs NHTepHET, kK MHOOPMAaLVNOHHO-CNPaBOYHbLIM U
MOWNCKOBBIM CUCTEMAaM, 3NEKTPOHHO-OUBMMOTEYHBIM CUCTEMAM, C KOTOPbIMU Y By3a 3aKIO4eH
poroBop (OBC «Tpouukmin MocT»; OBC «HOpanty; OBC «KoHcynbTaHT CTydeHTay;
«ANeKTpoHHO-6MbnnoTevHas cuctema elibrary»).

Ne n/n HasBaHwue canta OnekTpoHHbIA agpec

1 Poccunckun  cneumanmnanpoBaHHbIn -~ UHAPOPMALMOHHBLIM  nopTan  NOCBALLEHHbIN
aBTOMaTM3auun ynpasneHns gokymeHtamu. www.document.ru

2 OneKTpoHHbIE OUCHBIE CUCTEMbI. WWW.€0S.ru/eos/eos_law
3 denepanbHaga apxmBHas cnyxba Poccuun. www.rusarchives.ru/map.shtml
4 dopym B3anmonomoLrum http://www.sekretar-info.ru/

5 TlpocbeccmnoHanbHbin  XypHan Ans  cekpeTaped W ynpaBfieHYyeckux paboTHMKOB
http://profiz.ru/sr/

6 [lenonpon3BoACTBO M 3MEKTPOHHLIN JOKYMeHTO060opoT http://www.termika.ru/

7 «PRO - cekpeTapuaT» coobOLWECTBO cekpeTapen, oduc-MmeHeakepoB, MOMOLLHNKOB
pykoBogutenen http://www.sekretariat.ru/

8 [enoBon xypHan «[enonpou3BoACTBO W  AOKYMEHTOOOOPOT Ha  MpeanpuatTumn»
http://www.delo-press.ru/journals.php#documents

9 T B. KysHeuoBa [enonpou3BoacTBO (OOKyMEHTaUMOHHOe obecneyeHne ynpaBneHus)
Mocka "busHec-wkona "MInten-Cuntes", 1999 http://www.bibliotekar.ru/deloproizvodstvo-2/

10 «Wctopusa passutma Poccunckoro penonpoussoactesa» [lo maTepuanam  yyebHuka
"OpraHmszaums pabotel ¢ pgokymeHTammn" B.A. Kygpses wn gp. M..MNH®PA-M, 1998r.
http://www.pseudology.org/

Documets/Deloproizvodstvo.htm

11 OG6pasoBatenbHbin  cant HwukutuHom Hatanbu  BuktopoBHbl  http://www.nikitina-
nv.ru/Ychebniematerialbl/page61/index.html

7. MepeyeHb NporpamMHoro o6ecne4yeHust

MporpammHoe obecnedeHne obuwero HasHadveHus: OC Microsoft Windows, Microsoft Office,
ABBYY FineReader, ESET NOD32 Smart Security Business Edition, Foxit Reader, AUBC
"Merallpo".

MporpammHoe obecneyeHne cneunarnbHOro Ha3HauYeHus:
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8. MaTepMaano-TeXHqucxoe obecnevyeHue AUCLUNIINHbBI

672000, r. YuTa, yn. babywknHa, 129, aya. 14-117.

YyebHaa ayguTtopus Ons NpoBeAeHMs! 3aHATUA NEKUMOHHOro Tuna, 3aHATUA CEMUHAPCKOro
TMNa, rpynnoBbiX U MHOVBMAYANbHbLIX KOHCYNbTaUWA, TEKYLLEro KOHTPONS U MPOMEXYTOYHON
aTTecTaumm, KypCOBOIO MNPOEKTUPOBAHMUST  (BbIMOSIHEHWUSI  KYPCOBbIX  paboT), Hay4Ho-
uccnegosaTenbCkon paboTbl, CAMOCTOATENbHOW PaboThl.

KoMnbloTepHbIN Kracc.

KomnnekT cneumansHon yyebHon mebenu.

[ocka ayantopHas.

MynbTumeannHoe obopynosanume: MK — 30 wT. (B TOM YMcne npenogaBaTenbCKun);
MYynbTUMEOUNHbBIN CTaLNOHaPHbIN NMPOEKTOP.

HDoctyn k cetm WHTepHeT un obecnevyeHne [OOCTyNa B 3NEKTPOHHYH MHAOPMALMOHHO-
obpa3oBaTenbHyO Cpeay OpraHu3auum.

9. MeToguyeckue peKkomMeHaaunn no opraHn3aum ndyvyeHmna gucumniiHbl

B TeyeHne cemecTpa CTyAeHTbl BbIMOMHAKT pa3HooOpasHbie BMAbl paboT, 3a KoTopble
nony4yatoT OGannbl. ExemecsidHO npenogaBaTeflb  O3BYYMBAET KONMMYECTBO HabOpaHHbIX
cTyAeHToM GannoB, U nepedeHb HEeBbINOMHEHHbLIX paboT. PesynbtaT obWero cymmmpoBaHus
DOannoB onpegenseT NTOroBOE NOMOXEHWE CTYAEHTa B KOHLIE CeEMeCTpa.

0-54 6anna - HeyaoBNETBOPUTEILHO,

55-69 - ynoBneTBOPUTENEBHO,

70-84 - xopoLwuo,

85-100 - oTnn4Ho.

Ecnn cTygeHT He cornaceH ¢ OUEeHKON, OH MOXET cOaTb 3K3aMeH, MOBLICUTb OLIEHKY Ha Oann.
Ecnm cTyoeHT B TeyeHMe ceMecTpa He Habpan HyxHoro uucrna 6annos ans
YOOBETBOPUTENBHOWM OLIEHKWU, TO CAAB MOSNIOXUTENBHO 3K3aMEH, OH MOXET MOMYy4YMTb OLIEHKY
«YOOBIETBOPUTENBHOY.

PaboTta CTygeHTOB MO M3yYEeHVMO AUCUMMIMHBLI CKNagblBaeTcs U3 creaylowmx 06a3oBbix
KOMMOHEHTOB: y4acTne B NPakTUYECKNX 3aHATUSX, CaMOCTosATeNbHasi paboTa.

MpakTnyeckne 3aHATUS — SBASIOTCS LUKOMOW NyOrnu4YHbLIX BbICTYMSIEHWIA CTYAEHTOB, OHMU
npoxogat B atmocdepe cBOOGOOHOrO OOMEHa MHEHVMSMM, B (DOPME XMBOFO M TBOPYECKOrO
06cyxaeHnst 6a3oBbix BonpocoB. OTAenbHblE 3aHATUS MO pPeLleHuio npenogaBsaTens MoryT
NPOBOAUTLCS C UCMOSb30BAHNEM aKTUBHbLIX METOL0B O0yYeHUS.

CamocTosiTenbHas paboTta siBNsieTcs OCHOBHbIM METOAOM ry6oKoro u TBOPYECKOro YCBOEHMS
coaepxaHust aMcumnnuHbl. K OCHOBHbIM (hopMam CcaMOCTOSTENbHOM paboTbl OTHOCHATCS:
YTeHMe OCHOBHOW W [JOMOSNHUTENBHOM nuTepaTypbl MO  OUCLUMNIWHE, MOArOTOBKA K
nabopaTtopHbiM paboTam, paboTa ¢ NPaKTUKYMOM.

MponywleHHble  cTygeHTamMn  3aHATUS (N0 YBaXXMTENbHbIM UMM UHBIM  MpUYMHaM)
oTpabaTtblBalOTCs B MHOUBMAyaNbHOM MOpsiAke B [OHW KOHCynbTauui npenogaBaTens,
BeAYLLEro 3aHsTus.

PaspaboTumk/rpynna paspaboTtumkoB: MupoxHukosa A.M. goueHT kad. UTuMON

PaccmoTpeHa Ha 3acepgaHum kadeapbl
(npotokon ot 31.08.2018 r. Ne 1)
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