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1. O6mue cBeaeHus O JUCHUIUIMHE (MOTYJIE).

LlenssMu OCBOCHMS AUCUUIUIAHBI (MOIYIIS) SIBIISIFOTCSL:

- U3yueHUE CTYJCHTaMH OCHOB KaJIpOBOH TMOJUTUKA H KaJpOBOTO
IUTAHUPOBAHMS,

- U3YYECHHE CTYICHTaMH MPaKTUKA NPUMEHEHHUS KaJpOBON MOIUTUKH U
KaJ[pOBOTO TUIAHUPOBAHUSA B ACSITEIHHOCTH OTaHU3AIIHIA;

- M3Y4YCHHE CTyJCHTaMU 0a30BBIX KaJPOBBIX ONeEpalii U HOPMAaTHUBHBIX
JOKYMEHTOB, PETJIaMEHTUPYIOIIUX TPYAOBbIE OTHOIICHUS C IEPCOHATIOM.

3ajayamMy JUCIUIUIMHBI (MOYJIsA) SIBJISIIOTCA:

- (¢opMupoBaHHE HABBIKOB IO  pa3paboTke, (OPMUPOBAHUIO U
JTOKYMEHTaJIbHOMY O(OPMIICHUIO KaJpOBOM MOJIUTHUKH OpTraHU3allNY;

- ¢opMupOBaHHWE HABBHIKOB 10 MPHUMEHEHHUIO METOJOB  KaJapOBOTO
IUTAHUPOBAHMSI U COCTABIIEHUS 0A30BbIX KPAaTKOCPOUYHBIX KaJIPOBBIX IJIAHOB;

- (QopmMHpOBaHME HABBIKOB IO JOKYMEHTaJIbHOMY O(OpMIIEHHIO 0a30BbIX
KaJIpOBBIX ONepalui;

- (opMUPOBAHHE HAaBBIKOB II0 IMOHCKY, M3YyYEHUI0O M HCIOIb30BAHUIO
HOPMATHUBHBIX aKTOB, PETTIAMEHTHPYIOIIHUX TPYIOBbIE OTHOIICHHSI C IEPCOHATIOM.

2. [Inanupyemble pe3ysbTaThl 00yUYeHHUs 10 JAUCIUIUIMHE (MOIYJIIO).

[lepeuenp (GopMupyeMBIX pPeE3yJbTaTOB OCBOCHHUS  0Opa30BaTEIbHOMN
porpamMmsbl (KOMIIETEHIIUI) B pe3ysbTaTe 00y4eHHUs 10 AUCLUIUIMHE (MOAYIIO):

OIIK-4 - CnocoOeH UPUMEHSTH COBPEMEHHBIE TEXHOJOTMU W METOJbI
OIEepPaTUBHOIO yTpaBJIeHUS EpCOHAJIOM, BECTHU JOKYMEHTAI[MOHHOE
COIIPOBOX/ICHUE U YUET;

IIK-1 - CnocobeH ompenensTh NOTPEOHOCTh OpPTaHM3AIlMK B IEpPCOHAJIE,
OCYIIECTBJISAThH TIOUCK, MPUBJICUEHUE, T10100p U OTOOP MepcoHaa.

OOydeHue 1O AUCHUIUIMHE (MOJIYJIO) TpeArnoiaraer, 4Yro T0 €ro
pe3yabTataMm oOyJaromuics OyeT:

3HaTh:

- 0c00eHHOCTH (DOPMHUPOBAHUS KAJIPOBOM MOJUTHKNA KOMIIAHUU;

- METOJIBI KaJIPOBOTO IJIAHUPOBAHMS;

- crienu(UKy KaapOBBIX U WHBIX JOKYMEHTOB IO YNPABICHUIO MEPCOHAIIOM B
KOMIIAHUSX;

- KIIIOYEBBIC KaJpPOBBIE JIOKYMEHTHI, HEOOXOJHWMBIC I JCSITCIBHOCTH
KOMIIaHUU;

- crnenuduky OoQOpMIIEHUS ITOKYMEHTOB OTIEIBHBIX BUIOB pPabOT, B



CUTyaluUsAX IIOTPAHUYHBIX MEXIAYy TPYAOBBIMM M TI'PAXKIAHCKO-IIPABOBBIMU
OTHOLLEHUAMU;
- CTAHAAPTHI B 00J1aCTH KaJIpOBOr0 JJOKYMEHTOO0O0pOTA.

Ymersb:

- TPUMEHSATHh COBPEMEHHBbIE WH(OPMAIMOHHBIE CHCTEMBl U MPOTpaMMHBIC
KOMIUTEKCHI A7 (POPMUPOBAHMS KaIPOBON JOKYMEHTAIIMH KOMITaHUU;

- aHAJIM3UPOBATH CYIIECTBYIOIIUI KaJpOBBIM JOKYyMEHTOOOOPOT KOMITaHUH;

- HAUTU COOTBETCTBYIOIINE CUTYyallMd HOPMATUBHBIE AKThI, CTAHIAPTHI U UHBIE
JOKYMEHTBI, PETJIAMEHTUPYIOIINE IEHCTBHS KOMIIaHUMY;

Baanersn:

- HaBbIKaMM PELICHUS OpPraHU3allMOHHO-KaJPOBbIX 33Jad C MCIOJIb30BaHUEM
COBpEMEHHBIX HHPOPMAIIMOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJIOTHI;

- HaBBIKAMHU aHaJIM3a U UHTEPIIpEeTaluu HH(HOPMALIUK O COCTOSITHUM KaJPOBOTO
JIOKyMEHTO000pOTa KOMIIAHUY;

- HaBBIKAaMH O(OpMIICHUS U pa3pabOTKU KaapOBOH JOKYMEHTAIMH C y4ETOM
TpeOOBaHUIl CTaHJAPTOB U HOPMATUBHBIX aKTOB.

3. O0beM AUCIUTLIUHBI (MOIYJIs).
3.1. O6mias Tpy10eMKOCTb JTUCIUIUIUHBI (MOIYJIIA).

OO0miast TpyAOEMKOCTh JUCHUMUIUIMHBI (MOIyJis) cocTaBisier 4 3.e. (144
aKaJIeMHUICCKHUX yaca(oB).

3.2. O6bem paucuMIUIdHBL (Monaynsi) B (oOpME KOHTAaKTHOW padOThI
oOyJarommxcsi C  MeJarorM4ecKuMM  paboTHUKaMU U (WIM)  JIMIIAMH,
IPUBJIEKAEMBIMU K peasin3aluy 00pa3oBaTesIbHOM NporpaMMbl Ha UHBIX YCIOBHSIX,
IIPU MPOBEJCHUHN yUE€OHBIX 3aHITHI:

KomnuectBo yacos

Tun yaeOHBIX 3aHATHI
Bcero | Cemectp Ned

KonrtaktHas paboTa mpu npoBeIeHIH yUeOHBIX 3aHATHH (BCETO): 50 50

B toMm umncie:

3aHATUS CEMUHAPCKOTO THIA 50 50

3.3. O0beM AUCHUIUIMHBI (MOIynsl) B (pOpME CaMOCTOSITEIBLHON paOOTHhI
oOyyarommxcsi, a Takke B (¢(opMe KOHTAKTHOM pabOThl O0O0y4YarIIMXCs C
MeJarornaecKuMy paboTHUKAMH U (WJIH) JTUIIAMU, TIPUBJICKAEMBIMHU K peaTn3alun
oOpa3oBaTeNbHOM  MpPOTPpaMMBI  HA  HHBIX  YCJIOBHSX, TP  TMPOBEIACHUU
MPOMEKYTOUHOM aTTECTALIMU COCTaBIsAeT 94 akajeMHuecKrx yaca (OB).



3.4. IIpu oOy4eHnn MO UHIWBHIYATPHOMY y4eOHOMY TUIaHY, B TOM YHCIIC TIPU
YCKOPEHHOM OOyYe€HHUH, 00bhEM IUCHUIUIMHBI (MOJYJISI) MOXKET OBITh PeaTn30BaH
MOJTHOCTBIO B (hOpME CaMOCTOATEIHHOU paboThl 00yJarommxcs, a Takke B Gopme
KOHTAKTHOM paboThl OOyYaromUXCA C MEJarornuyecCKuMU paOOTHUKAMU M (HJIH)
JUIAMH, TIPUBJICKAEMBIMH K peaU3aiiil 00pa30BaTEIHbHONW MPOTrpaMMbl Ha WHBIX
YCIIOBHSIX, TIPH MPOBECHUN TIPOMEKYTOUHOM aTTECTAIINH.

4. ConepxaHue JUCHUTIUIAHBI (MOIYJIA).
4.1. 3aHsaTus JISKIIUOHHOTO THUIIA.

He npenycMoTpeHo yueOHBIM MJIaHOM

4.2. 3aHATHS CEMUHAPCKOTO THUIIA.

Hp AKTHYCCKHUC 3aHATHA

TemaTuka MMPAKTUICCKUX 3aHATHH/ KpaTKOC COACPIKAHUC

1 |PA3JIEJI 1 KagpoBas moauTuka

2 |Tema: KagpoBas monutuka
JnarHocTuka KaapoBOil MOTUTUKH
[Ipe3eHTanuu CTYICHTOB ¢ TOCIEAYIONIeH JUCKYyCCHEH

3 |Tema: 3meHeHue KaipOBOM MOJUTUKH
@DakTOpBbl, BIUAIOLIUE HA KaIPOBYIO IIOJUTUKY
IIpe3enTanuy CTyIEHTOB € MOCIEAYIOLEN JUCKYCCUEN

4 |PA3JIEJI 2 KagpoBoe muiaHupoBaHue

Tema: MecTo 1 posib INIAHUPOBAHUS IIEPCOHAIIA B YIIPABJICHUHN KOMIIAHUEH
OHpCZ[eHeHI/Ie TPYAOBOI'O MOTCHIIMAJIA COTPYAHHUKOB
IIpe3eHTanuu cTyA€HTOB C MOCIENYIOMIENH JUCKyCcCUen

6 Tewma: HJ’IaHI/IpOBaHI/Ie KaueCTBa COTPYAHHUKOB
Omnpenenenre MOTPEOHOCTH B KaUe€CTBE MEPCOHAIA
IIpe3enTanuy CTyIEHTOB € MOCIEAYIOLEN JUCKYCCUEN

7 |Tema: [InanupoBaHue NOTPeOHOCTH B KOJIMYECTBE MEPCOHATIA
Meron Po3enkpania
IIpe3eHTanuu CTyA€HTOB C MOCIENYIOMIENH JUCKyCcCUer

8 |Tema: ®yHKIMOHAIBHOE U CUTYAIIHOHHOE IJIAHUPOBAaHHUE MTEPCOHATIA.
BromxeTupoBaHue Ha HyJIEBOW OCHOBE
IIpe3eHTanuu CTyAEHTOB C NOCIENYIOIIENH JUCKYCCUEH

9 |PA3JIEJI 3 KagpoBsle oneparuu

10 |Tewma: Ilpuem Ha paboTy
[Ipouenypa nmpuema Ha padboTy
Hpe3CHTaHI/II/I CTYACHTOB C HOCJ'IG,HyIOHIGfI HHCKYCCHCﬁ

11 |MarepuanbHasi OTBETCTBEHHOCTh paOOTHHKA U pabOTOMaTENsI
Hpoueﬂypa HaAJIO0XCHUA JII/ICI_[I/IHJ'II/IHapHOFO B3BICKAHUA

IIpe3eHTanuu CTyAEHTOB C MOCIENYIOIIENH JUCKYCCUEH




TemaTnka MpaKTHUECKUX 3aHATHI/KPATKOE COJIEpKAHNE

/11
12 |Tewma: IloompeHus u HaKa3zaHUs
IIpouenypa yBoJIbHEHHUS 32 alIKOTOJIbHOE OTIbSIHEHUE
IIpe3eHTanuu CTyACHTOB C OCIEAYIOIEH JUCKYCCUEH
4.3. CamocrosiTenbHas paboTa 00y4JarOIHUXCS.
Ne
Bun camocrositensHOM paboTh
/11
1 |M3yueHue MOMOTHUTEIHHOU TUTEPATYPHI U MHTEPHET-UCTOYHUKOB.
2 |[ToaroToBKa K MPaKTHYECKUM 3aHATHSIM.
3 | [loaroToBka K MpoOMEXyTOYHOM aTTeCTAINH.
4 | TloaroToBka K TEKYyIIEMY KOHTPOIIIO.

5. IlepeueHp wu3naHWU,

OCBOCHUHU JUCHUILUIMHBI (MOIYJIA).

KOTOPbIE PEKOMEHIYETCS HCIOJb30BaTh IMpHU

jﬁl bubnmorpaduueckoe onucanue Mecto nocryna

1 | KagpoBas monuTHKa M KaJpOBbIHA ayJUT OPraHU3alHH : OGpa3soBareibHas
yueGHUK 115 By30B / oy obweit penaxnueit JI. B. ®@otunoit. | mrardopma FOpaiir [caiiT].
— Mockga : U3parensctBo FOpaiit, 2021. — 478 c. — — URL:
(Boiciiee o6pasoBanue). — ISBN 978-5-534-14732-2. — https://urait.ru/bcode/479808
TeKcT : SIeKTPOHHEIH (naTa obpamerus:

25.05.2021).
2 Onerog, 0. I'. Kagpoas nonutrka u KaapoBoe O6pasoBarenbHas

IUTAHUPOBAHME : YUeOHUK U MPaKTUKyM ais By3oB / 1O. T
Operos, B. B. [TaBnoBa, A. B. [letponasnosckas. — 3-€ u3n.,
nepepad. u gon. — Mocksa : U3natensctBo FOpaiit, 2021. —

575 ¢. — (Bricmiee obpazoBanue). — ISBN 978-5-534-
14217-4. — TekcT : 3IeKTPOHHBIN

wiatdopma FOpaiT [caiit].
— URL:
https://urait.ru/bcode/477357
(marta oOpareHus:
25.05.2021).

6. IlepeueHb COBpPEMEHHBIX

poheCCHOHAIBHBIX

0a3 [HaHHBIX ©

WH(OPMAITMOHHBIX CIPABOYHBIX CHUCTEM, KOTOPHIE MOTYT HCIIOJIB30BATHCS MPH

OCBOCHMH TUCUHUILITUHBI (MOIYJIS).
1. http://library.miit.ru/ - snekTpoHHO-OMOMMOTEUHass cuctema HayuHo-
TexHu4eckoi oudamorexku MUNT.

2. http://elibrary.ru/ - Hay4uHO-37€KTpOHHAST OMOIMOTEKA.

3. [Touckoseie cuctemsul: Yandex, Google, Mail.

4. DNEeKTpOHHBIE MAaTEPHAIIBI Kypca, BBIAABAEMBIE KaXAOMY CTYJIEHTY




7. IlepedyeHb  JUIEH3MOHHOTO H  CBOOOJHO  PacIpOCTPAHSIEMOTO
IPOrpaMMHOr0 00€CIEeYeHHsl, B TOM YHCIE OTEYECTBEHHOIO IPOU3BOJICTBA,
HEO0OXOMMOTO JIJIS1 OCBOCHHMSI TUCIIUTUTAHBI (MOYJIs).

1) Jnst mpoBeaeHusl 3aHATHI JICKIIMOHHOTO THUIA TPeOyeTCs:

Microsoft Windows, Microsoft Office

2)J1ns mpoBefieHNs CEMUHAPCKUX 3aHATUM , TPYNIOBBIX M WHIUBUIYTBHBIX
KOHCYJIbTallui TpeOyeTcs:

Microsoft Windows, Microsoft Office

3)/1ns ipoBeIeHUs 3aHIATHI 111 CAMOCTOSITEILHOM paboThI TpeOyeTcs:

Microsoft Windows, Microsoft Office

4) JIns mpoBeeHUs 3aHATHI B AUCTAHIIMOHHON (hopMe TpedyeTcs:

Windows Teams

8. Omnwucanme MaTepHaIbHO-TEXHUYECKOW 0a3bl, HEOOXOAUMOUN s
OCYILECTBJICHUSI 00pa30BaTEIbHOrO Mpoliecca Mo TUCIUILIMHE (MOIYIIIO).

1) Jnst mpoBeaeHust 3aHATHI JICKIIMOHHOTO THUIIA TPeOyeTCs:

[lepcoHasibHBIE ~ KOMIBIOTEPHI  ,TE€JIEBU30P,ayIUOCUCTEMA.  AyIUTOpUS
o0opy/ioBaHa BBIXOJOM B ceTb "MHTEepHET" M 3JIEKTPOHHYIO HH(POPMAIMOHHO-
00pa30BaTeNbHYIO Cpeay

2)/[Inst mpoBeAeHHsI CEMUHAPCKUX 3aHSITUN , TPYNIOBBIX U WHIUBUAYAIbHbBIX
KOHCYJIbTallui TpeOyeTCs:

MyneTumMennitHoe o0opyaoBaHue (IPOEKTOP sl BbIBOJA HM300pakKeHUs Ha
9KpaH), MHTEPAKTUBHAS JOCKA aKyCTHYECKasl CUCTEMA, IEPCOHAIBbHBIN KOMIBIOTEP

3)An1st mpoBeAeHUS 3aHIATHI 111 CAMOCTOATEIBHOM paboThl TpeOyeTcs:

IlepcoHaJIbHBIE ~ KOMIBIOTEPHI  ,TEJIEBU30P,ayIUOCUCTEMA.  AyauTOpHUs
o0opyZoBaHa BBIXOJOM B ceTh "WMHTepHET" M SJEKTPOHHYIO HH(OpPMAIMOHHO-
o0pa3oBaTeIbLHYIO Cpey

4) [Ins mpoBeieHUs 3aHATHH B AUCTAHIIMOHHON (hopme TpedyeTcs:

OtpenbHoe nomemienue, 11K ¢ BeixomoM B o OpasoBarenbHyto cpeny, WEB
KaMmepa, TapHUTYpa (HAyIIHUKU U MUKPOQOH).

9. ®opMa NpoMEKYTOUHOU aTTECTAIUU:

3ayeT B 4 cemecTpe.

10. OrieHOUYHBIE MaTEPUATTBI.

OueHouyHblE MaTepualbl, TPUMEHSAEMbIE MPU MPOBEACHUU MPOMEKYTOUHOMN
aTTeCTaIllH, pa3padaThIBAIOTCS B COOTBETCTBUHU C JIOKATHHBIM HOPMATHBHBIM aKTOM



PYT (MUUT).
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