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1. O6mue cBeaeHNs O JUCHUIUIUHE (MOJIYIIE).

[ensamMu OCBOCHUS TUCHUIUIMHBI (MOYJISI) SIBISIOTCS:

- W3y4YEHHUE CTYJICHTAaMH OCHOB KaJIpOBOM TMOJUTUKHM U KaJIpPOBOIO
TIJITAHUPOBAHUSI;

- W3YYEHHE CTYJICHTAMH MPAKTUKU MNPUMEHEHUS] KaJpPOBOM MOJUTUKU U
KaJIpOBOTO IJIAHUPOBAHUS B JIEATEIIbHOCTH OTaHU3AIIUN;

- U3Y4YEHHE CTYyJCHTaMHu O0a30BBIX KaJPOBBIX OMepaluii U HOPMAaTHUBHBIX
JIOKYMEHTOB, PErJIaMEHTUPYIOIIUX TPYI0BbIC OTHOIICHUS C IIEPCOHATIOM.

3agayaMy TUCUUTUIMHBI (MOIYJISI) SIBJISIFOTCS:

- (opMupoBaHME HABHIKOB 10 pa3paboTke, (OPMUPOBAHUIO M
JTOKYMEHTAJIBHOMY O(DOPMIICHUIO KaIPOBOM MOJMTHKHA OPTaHU3AINH;

- (¢dopMUpOBaHHE HABBIKOB II0 MPHUMEHCHHIO METOJOB KaJpOBOTO
MJIAHUPOBAHUS M COCTABJICHUS 0A30BBIX KPATKOCPOUHBIX KaJIPOBBIX IJIAHOB;

- (opMHpoBaHHE HABBHIKOB MO JOKYMEHTAIHbHOMY O(OpPMIIECHHUIO 0a30BBIX
KaJpOBBIX OIlEpaLi;

- (opMHUpPOBAHHE HABBHIKOB I10 TOWUCKY, H3YUYCHHIO M HCIIOJIb30BaHUIO
HOPMATUBHBIX aKTOB, PETIIaMEHTUPYIOIIMNX TPY/I0BbI€ OTHOIICHUS C IIEPCOHATIOM.

2. [Inanupyembie pe3ynbTaThl 00y4eHUs 10 AUCIUIUIMHE (MOIYJIIO).

[lepeuenr GopMHpyeMBIX pe3yibTaTOB OCBOCHHSI  0Opa30oBaTEIbHOM
porpamMmbl (KOMIIETEHIIMI) B pe3ysbTaTe 00yUYeHus M0 AUCHUIUIMHE (MOIYIIO):

OIIK-4 - CnocobeH HpUMEHSATH COBPEMEHHBIE TEXHOJOTMU M METOJIbI
OMEpPAaTUBHOIO  YNPABIECHUS  MEPCOHATIOM,  BECTH  JOKYMEHTAalMOHHOE
COTIPOBOXKJICHUE U YUET;

IIK-1 - CnocoOeH omnpenensTh NOTPEOHOCTh OpraHU3AlMKM B IEpPCOHAJIE,
OCYIIECTBJISAThH TIOUCK, MPUBJICUEHUE, TIOJI00p U 0TOOP MepcoHaIa.

OO0y4eHue 1o JUCUUILIMHE (MOAYJII0) IPEANOaraeT, YTo MO €ro pe3yJibraram
oOyuatoruiicst 0yier:

3HaTDb:

- 0c00eHHOCTH (HOPMUPOBAHMS KAJIPOBOM MOJIMTUKUA KOMIIAHUH,

- METO/JIbI KaJIPOBOT'O IJIAHUPOBAHMUS;

- crienu(UKY KaJIpOBBIX U UHBIX JOKYMEHTOB I10 YIPABJICHHUIO IIEPCOHAIIOM B
KOMITQHHUSX;

- KJIIOYEBBIC KaJPOBBIC JTOKYMEHTBI, HEOOXOAMMBIC ISl JCSATEIHHOCTH
KOMIIaHUH;



- cnenuduky odopMICHHUS TOKYMEHTOB OTACIbHBIX BHAOB pPaldOT, B
CUTyauusX I[IOrPAaHUYHBIX MEXAY TPYAOBBIMH U TPaXXJAaHCKO-IIPABOBBIMHU
OTHOLLICHUSIMU;

- CTAHAapThl B 00JaCTH KaIpOBOT'0 JOKYMEHTO000pOTA.

Ymersb:

- NPUMEHATH COBPEMEHHbIE MH(GOPMAIMOHHBIE CUCTEMBbl U NPOTPAMMHBIE
KOMIUIEKCHI 7151 (POPMUPOBAHUS KaIPOBON JOKYMEHTAIIMH KOMIIAaHUY;

- aHAJIM3UPOBATH CYIIECTBYIOIINIA KaJPOBBIM TOKYMEHTOOOOPOT KOMITAHUU;

- HaWTH COOTBETCTBYIOIIME CHUTYallUM HOPMATHBHBIE AKThI, CTAHAAPTHI U
WHBIE JOKYMEHTBHI, PETJIAMEHTUPYIOIINE ICHCTBUSI KOMITAHHH;

Baanern:

- HaBBbIKAMH PEIICHUS OpraHMW3allMOHHO-KAAPOBBIX 3a/1a4 C UCIIOJIb30BAHUEM
COBPEMEHHBIX HH()OPMAIIMOHHO-KOMMYHHUKAITMOHHBIX TEXHOJIOTHIA,

- HaBBIKAMH aHaJIW3a W MHTEPOpETarud HHPOPMAIMA O COCTOSHUU
KaJIpOBOT0 JIOKYMEHTO000POTa KOMIIAHUH;

- HaBbIKaMU O0(hOpMIIEHUS U Pa3pabOTKH KaJIpOBON JTOKYMEHTAIUU C YU4ETOM
TpeOOBaHUM CTAHAAPTOB U HOPMATUBHBIX AKTOB.

3. O06beM TUCUMIUTAHBI (MOYJIS).
3.1. Obmas Tpy10eMKOCTh JUCITUTUTHHBI (MOTYIIS).

OO6mast TpynOEMKOCTh AMCIUIUIMHBI (MOAyJns) coctaBiser 4 3.e. (144
aKaJgeMUYeCKUX yaca(oB).

3.2. O6bem mucummuiiHbl (Momynsi) B (opmMe KOHTAaKTHOW pabOThI
oOyyarmuxcsi ¢  MeJarorMueckuMu  paboTHUKaMu ©  (WIM)  JIUIAMH,
MPUBJIEKAEMBIMHU K pean3aiu o0pa3oBaTeIbHON MPOrpaMMbl Ha MHBIX YCIOBUSIX,
MIpU POBEJCHUN YUCOHBIX 3aHSATUMN:

KomnuectBo yacos

Tun y4eOHBIX 3aHATHI
Bcero | Cemectp Ned

KonTtaktHas paboTa mpu npoBeIeHUH yIeOHBIX 3aHATHH (BCETO0): 48 48

B toMm uncie:

3aHATUS] CEMUHAPCKOrO THUIIA 48 48

3.3. O0beM aucUUIUIMHBL (MOAyJid) B (opmMe caMOCTOSITENbHONW padoThI
oOyyaromuxcs, a Takke B (opMe KOHTAKTHOM paboOThl OO0ydYaroIuxcs ¢
nearoruueckuMu paboTHUKAMH U (M) JTUIAMU, IPUBJIEKAEMBIMH K peau3aiiiu
oOpa3oBaTeIbHOM TpOrpaMMbl Ha HWHBIX YCIOBHUSIX, TpU TPOBEICHUU
MIPOMEKYTOUHOM aTTECTALIMHU COCTABIsET 96 akaJeMHUUeCcKUX vaca (OB).




3.4. [Ipu 0Oy4eHUu 10 UHAUBUIYATBHOMY YU€OHOMY ILJIaHY, B TOM YHUCJIE TIPU
YCKOPEHHOM O0Y4Ye€HHH, 00BEeM TUCIUIUIMHBI (MOJYJIs1) MOXKET ObITh peaan30BaH
MOJIHOCTBIO B (DOPME CaMOCTOSITENIbHOM paboThl 00yJaronuxcs, a Takxke B hopme
KOHTaKTHOM paboOThl 00ydaloIUXCsl ¢ MeAaroruyecKuMu pabOTHUKAMHU U (WJIH)
JUIAMU, TIPUBJIEKAEMBIMH K pPeasiu3aIliu 00pa30oBaTEIHbHON MPOTrpaMMBbl HA HHBIX
YCJOBUSIX, IPU IPOBEJACHUU TPOMEKYTOUYHON aTTECTALINH.

4. ConeprxkaHue JUCHUTUIAHBI (MOIYJIA).
4.1. 3aHsaTHs JIEKIIMOHHOIO TUIIA.

He npenycMoTpeHo yueOHBIM TIJIaHOM

4.2. 3aHATHS] CEMUHAPCKOTO THUIIA.

HpaKTI/ILIeCKI/Ie 3aHATHA

Tematuka MPAKTUYCCKUX 3aHSATHI/ KpaTKO€ COACPIKAHUC

1 |PA3JIEJI 1 KagpoBas noauTuka

2 |Tema: KagpoBas monuTHka
Jnarnoctuka KaJapoBOil MOIUTHUKH
[Ipe3enTanuu cTyA€HTOB C MOCIENYIOMIENH JUCKYCCUEn

3 |Tema: M3MeHeHME KaApOBOM MOJIUTUKU
(DaKTOpLI, BJIMAIOUINE HA KaIPOBYIO MMOJIUTUKY
IIpe3eHTanuu CTyA€HTOB C NOCIELYIOIIENH AUCKYCCUEH

4 |PA3EJI 2 KagpoBoe miaHupoBaHUE

Tema: Mecto n POJIb INIAaHUPOBAHUA IIEPCOHAJIA B YIIPABJICHUHA KOMIIaHHEH
OHpGJIEJ'IeHI/Ie TPYAOBOI'0 MOTCHIIHAJIa COTPY THUKOB
HpeBeHTaHI/II/I CTYJICHTOB C HOCJ'IeZ[YIOH_[eﬁ HHCKYCCHeﬁ

6 Tewma: HHaHI/IpOBaHI/IC KaueCTBa COTPYAHHUKOB
Omnpeznenenne NOTPEOHOCTH B Ka4ECTBE MIEPCOHAA
IIpe3eHTanuu CTyA€HTOB C NOCIELYIOIIEH AUCKYCCUEH

7 |Tema: IlnanupoBanue NOTpeOHOCTH B KOJUYECTBE MEpCOHANIA
Merton Pozenkpanna
[Ipe3eHTanuu cTyA€HTOB C MOCIENYIOIIENH JUCKYCcCUen

8 Tewma: qDy'HKLII/IOHaJIBHOC N CUTYAIITMOHHOC IIJIAHUPOBAHHUC IICPCOHAJIA.
BroxeTnpoBaHue Ha HyJIeBOH OCHOBE
IIpe3eHTanuu CTyA€HTOB C NIOCIELYIOIIEH JUCKYCCUEH

9 |PA3JIEJI 3 KampoBele onepanuu

10 |Tewma: IIpuem Ha paboty
[Mpouenypa npuema Ha paboTy
IIpe3eHTanuu CTyAEHTOB ¢ NOCIEAYIOLIEH AUCKyCCHEn




/ TemaTHka MPaKTHYECKUX 3aHATHI/KPaTKOE COIEepPIKaHNe
n/m

11 |MarepuanbHasi OTBETCTBEHHOCTh PaOOTHHKA M pabOTOaATENS
[Ipouenypa HalOKEeHUST JUCLMITIMHAPHOTO B3bICKAHUS

[Ipe3eHTanuu cTyA€HTOB C MOCIENYIOMENH JUCKYCCUEn

12 |Tema: Iloompenus u HaKa3aHU

[Ipouenypa yBOJIbHEHUS 32 aJIKOTOJIBHOE OIIbSIHEHHE

[Ipe3eHTanum CTyA€HTOB C NIOCIELYIOIIEN AUCKYCCUEH

4.3. CamocrosiTenbHas paboTa 00y4daroImuXCs.

Ne Bun camocrosTensHO# paboThI
/o
1 |M3ydeHue TOMOJHUTEIBHOMN JIUTEPATYPHI U HHTEPHET-UCTOYHUKOB.
2 |[ToaroroBka K MPaKTUICCKUM 3aHATHSM.
3 | IloaroroBka K MPOMEKYTOYHON aTTECTAIIUU.
4 | [loarotoBKa K TeKyIIeMy KOHTPOJIO.

5. llepeueHb wu3AAHUN, KOTOpPHIE PEKOMEHIYETCS HCIOJb30BaTh IMPHU
OCBOCHHH JTUCIUTLTUHBI (MOIYJIs).

No
i bubnuorpaduueckoe onucanue Mecro nocryna
1 Kanposas nonutuka u kagposoe mianuposanue Oneros 1O. HTb MUWT
I'., ITaBnoBa B. B 375 c. Yuebnoe nocobue M. , 2021
2 Kanposerit MeHEDKMEHT Ha TOCyIapCTBEHHOM Tpaxaanckod | HTb MUUT

U MyHUITUTIATBHOM ciryx0e 3aboposckas C. I'. 440 c.
YuebHoe nmocodue M. , 2021

3 VYupasnenue nepconanom HMcaesa O. M., IIpunoposa E. A. HTb MUUT
453 c. YueOHoe mocodue M. , 2021

6. IlepeueHb COBpEMEHHBIX MPOPECCHOHANBHBIX 0a3 JaHHBIX U
WHGOPMAITMOHHBIX CIPABOYHBIX CHCTEM, KOTOPHIE MOTYT HCIIOJIb30BAaThCS TPHU
OCBOCHHH JTUCIUTLTUHBI (MOIYJIs).

1. http://library.miit.ru/ - snexkrpoHHO-OMONMHMOTeYHast cuctemMa Haydwo-
TexHu4IecKoi oudamorexku MUNT.

2. http://elibrary.ru/ - Hay4HO-371€KTpOHHAs OMOIMOTEKA.

3. I[Touckoseie cucremsl: Yandex, Google, Mail.

4. DNeKTpOHHbIE MaTepUalbl Kypca, BbIIABAEMbIe KaXKJIOMY CTYJICHTY

7. llepeueHb  JNHIIEH3UOHHOTO ©  CBOOOJHO  PaCIpPOCTPAHSIEMOTO
IPOrpaMMHOTO OOECIeYeHHs, B TOM YHCIIE OTEUYECTBEHHOTO MPOU3BOICTBA,
HEO0OXOAMMOTO JJIsl OCBOCHUS TUCIUTLTAHBI (MOIYJIs).



1) Jnst mpoBeAeHus 3aHATUM JICKIIMOHHOTO TUIIA TPeOyeTCs:

Microsoft Windows, Microsoft Office

2)J1ns mpoBeIeHUsT CEeMUHAPCKUX 3aHATHUH , TPYIIINOBBIX U UHAUBUYaTbHBIX
KOHCYJIbTAIIUM TpeOyeTcs:

Microsoft Windows, Microsoft Office

3)A1st mpoBeeHUS 3aHIATHI 1711 CAMOCTOATENLHON pabOThI TpeOyeTcs:

Microsoft Windows, Microsoft Office

4) Ins npoBeeHus 3aHATHI B AUCTAHIIMOHHOM (hopme TpedyeTcs:

Windows Teams

8. Omnucanue MaTepUaIbHO-TEXHUYECKOW 0asbl, HEOOXOAMMOW st
OCYIIIECTBJICHUSI 00pa30BaTEILHOrO Mpoliecca Mo JUCIUILTHHE (MOIYJIIO).

1) Jnst mpoBeeHUs 3aHATUM JIEKIIMOHHOTO TUIIA TPeOyeTCs:

[lepcoHanbHble  KOMIBIOTEPHI  ,TEJIEBU30P,AyIMOCUCTEMA.  AYIUTOPHUS
o0opyZ0BaHa BBIXOJIOM B ceTh "WMHTepHET" M 3JIEKTPOHHYI0 HH(POPMALUOHHO-
o0pa3oBaTeIbHYIO Cpely

2)/1ns mpoBeieHUsI CEMUHAPCKUX 3aHATHUM , TPYNIIOBBIX U WHINBUY ATbHBIX
KOHCYJIbTaIMi TpeOyeTcs:

MynbTuMenuitHOe 000pyI0BaHKe (MPOEKTOP ISl BHIBOJA M300paKEHUSI Ha
9KpaH), MHTEPaKTUBHAS JOCKA aKyCTHYECKasi CUCTEMa, IEPCOHAIIbHBII KOMIIBIOTEP
3)Anst mpoBeaeHUs 3aHATHUI 1711 CAMOCTOATENbHOM pabOThl TpeOyeTcs:

[lepcoHanbHble  KOMIBIOTEPHI  ,TEJIEBU30P,AyIMOCUCTEMA.  AYIUTOpPHUS
o0opyZ0BaHa BBIXOJIOM B ceTh "MHTEpHET" M 3JIEKTPOHHYIO HH(POPMAIMOHHO-
o0pa3oBaTeIbHYI0 CpeIy

4) [Ins mpoBeieHUs 3aHATHI B IUCTAHIIMOHHON (hopme TpedyeTcs:

OtnensHoe nomenienue, [1IK ¢ BeixogoMm B 0 Opa3oBarenbHyto cpeny, WEB
KaMmepa, TapHUTYpa (HAyIIHUKU U MUKPO(OH).

9. ®opma NPOMEKYTOUYHOM aTTECTALIUM:

3auer B 4 cemecTpe.

10. OuenouHble MaTEpHUAIIBI.

OueHoOYHbIE MaTepUalibl, IPUMEHSIEMBIE MPU MPOBEACHUU MPOMEKYTOUHON
aTTeCcTaly, pa3padaThIBAIOTCS B COOTBETCTBHHM C JIOKAJIbHBIM HOPMATHBHBIM
aktom PYT (MUNT).
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