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IMosicauTeILHAN 3aNINCKA.,

[Iporpamma npodeccHoHanbHON MOArOTOBKM KaK KOMIUIEKC HOPMATHBHO-METOJMUECKOH JOKYMEHTAaLMH,
pernaMeHTHPYIOLIeH COAepIkKaHUe, OpPraHu3alMIo M OLEHKY KadecTBa IOJAIOTOBKM cliyluaTeneil nmo mnpodeccHu
«CekpeTapb-a/IMHHHCTPATOP» HAIIpaB/IeHa HAa NOJYYeHHE JIMUAMM pPa3jIMYyHOro Bo3pacTa mpodeccuu pabouero
(IOJZKHOCTH  CJ1yKallero), NpuoOpeTeHHe MNpoQecCHOHANBHON KOMIIETEHLMH, B TOM 4Yucie mis paboTel c
KOHKPETHBIM 000pYNI0BaHMEM, TEXHOJIOTHAMM, annapaTHO-NMPOrPaMMHBIMH M HHBIMH POdECCHOHANEHBIMU
CPEelCTBAMM, ¢ y4deTOoM mnoTpebHOCTeH NMPOM3BOJACTBA, BHAA INPodheccHOHATLHOM AeATeNbHOCTH 663 M3MEeHeHHs
ypoBHs 00pa3oBaHus.

Hannas nporpamma paspaborana B cooTBeTcTBHM ¢ DeepanbHbiM 3akoHOM OT 29.12.2012 Ne273-®3 «06
obpasoanuu B Poccuiickoii @enepaumm»; Ipukazom Munnpocseiwenns Poceuu ot 26.08.2020 N 438 "O6
yreepaeHud [lopsiika opraHuzauMM W ocyllecTsiieHus oBpa3oBaTe/ibHON J€ATENLHOCTH MO OCHOBHBIM
nporpammam npodeccuonansHoro obyuenus" (3apeructpupoBaHo B Muniocre Poceun 11.09.2020 N 59784);
[lpukasom MunucrepcTsa Tpyaa U couansHOM 3aumntel PO or 15 mions 2020 r. N 333u  «O6 yTBEep)kKIAeHUH
npogeccuonanpHOro crangapra «CnemuasucT Mo OpraHM3alMOHHOMY M J0KyMEHTALUHMOHHOMY ofecrnedeHuIo
yIpaBJIeHHs OpraHu3aLueny,

K ocsoenunio nporpaMmel JonycKalTes JHNA, HMEOLLKe cpeHee (noaHoe) obinee oGpasosanue.

O0bem nporpaMmbl: nporpamMma paccuuTana Ha 112 akazeMHYecKUX 4acoB 3a BECh NepUoj 00ydeHus.

@®opma obyuenusi: 3a04Has C TNPUMEHEHHEM HCKIIOUMTEIBHO [IMCTAHLMOHHBIX 00pa3oBaTeNbHBIX
TEXHOJIOTHH, 3JIEKTPOHHOrO oOyueHus, nocpeacTBoM ceTH MHHTepHer, ¢ HCNONB30BAHMEM MNPOrPAMMHOIO
obecrnieyeHus.

eabs nporpammer: chopmupoBaTh y 00yHalOLIMXCS CHCTEMY ICHXONIOTHYECKHX W YIIPaBIEHYECKHX
3HAHMH, NPAKTHYECKMX HABBIKOB M YMEHMI MO OCHOBHEIM HAaIPaBIeHUsM W hopmam paboTel, 06s3aTeIbHBIM LIS
CeKpeTapeii — aAMHHICTPATOPOB, & TakKe C(OPMHUPOBATL HABBIKM OPraHM3ALIAH /Ie/IONPOH3BOCTBA HA KOMITBIOTEPE.

3agaun kypea: copmupoBaTh y 00yualolMXcs HEOGXOANMBIC 3HAHHS M HABBIKH JUIS NPaBHIBHOTO
CBOCBPEMEHHOI'O BBITOIHEHHS A0JIPKHOCTHBIX 00A3aHHOCTEH CrienManycTa ceKpeTaps-aAMHHUCTPATOpA.

OcHoBHas weab BHAA NPOGECCHOHANLHONH eATEJILHOCTH: peann3auus obecrneuuBalomnX GyHKIHIT
YNpaBJI€HUs OpraHu3alMed; BHEAPEHHE JYYIIMX TEXHUHYECKMX pa3paboToK M HOBEHIIMX TEXHOJOTHH B
ofecneyeHue yrnpaBieHHs OpraHu3almei.

Pesyawrar  ocBoenmuss  nporpammbl  npoeccHOHANLHON — NEPeNOArOTOBKH:  NPHOOPETEHHBIE
BBINYCKHMKOM KOMIIETCHLHH, BBIPAXKEHHBIE B CIIOCOOHOCTH MPUMEHSATH MOJYYEHHbIE 3HAHHA M YMEHHS [pH
pelIeHHH NpodecCHOHALHBIX 3a/1a4.

Jluuam, ycriemHo OCBOMBLUMM MPOrpamMmy NpoheCcCHOHATLHOrO OGYHYEHHs M MPOLIEINM HTOTOBYIO
aTTeCTalluio, BbIIAETCS CBHAETEILCTBO O NPodeccHH paboyuero, TOMKHOCTH CITyKallero.

XapakTepucTHKa 1PodecCHONAILHOI AeSTeIbHOCTH BLIMYCKHHKA: CITYLIATE b, OCBOUBLINH NPOrpaMMmy
npoeccHoHanbHOro obyueHus Mo nporpaMme Mpod)ecCHOHANBLHOH NOATOTOBKH MO Npodecchsm paboumx,
NOJIKHOCTSAM cltykatinX « Cekperapb-aAMHHUCTPATOPY, MPHOOPETAET CIIe/YIOIUe 3HAHUS M YMEHHS:

Komnemenyuu seinycknuxa, popmupyemuie 6 pesyiomame 0C60eHUA RPO2PAMMBL.
Cnennajucr 10/:KeH 00,121aTh O0LIHMH KOMIIETEHINSMH, BKIYAIOMAME B ce0s CIocodHOCTD:
I. JlokymenraunonHoe obecriedeHue AEATENEHOCTH OPraHU3aLuH.
2. OpraHu3auMOHHOE, AOKYMEHTALMOHHOE M MHDOPMALMOHHOE OfecrieyeHHe eATeNbHOCTH pPYKOBOJMTES
OpraHMu3aLlH.
Cnenuasmer gomken 06.1a1aTe 1podeccHoOHaTBHBIMH KOMIIETEHIHSIMH, COOTBETCTBYIOUIHMHA 0CHOBHBIM
BH/1aM NpodeccHOHAILHON IeATeNbHOCTH:
Crmenmanuer jo/pken  o61agate npodeccHOHATBHBIMH  KOMIETEHIMSIMH, COOTBETCTBYIOIMMMH
OCHOBHLIM BH/IaM NpopeccHoHATILHON e TeILHOCTH:
Opranusanus paGoTsl ¢ JOKYMEHTAMH.
Opranusauus TeKyLiero XpaHeHus 10KYMEHTOB,
Oprauunzanus 06paboTku e UIs NoC/IeAyIOLIEro XpaHeH! .
Oxa3zanue NomoLIM PYKOBOAMTEINIO B TUIAHHPOBAHUM pabouero BpeMeHH.
[Tnanuposanue pabodero jHa cekperaps.
Opranunsaups TenedoHHBIX IEPEroBOPOB PYKOBOANTENS.
Opranuzanus KOMaHAMPOBOK PYKOBOAWTENS.
Opranusaums paboTsl ¢ MOCETUTENSIMYE B IPHEMHON PYKOBOMTEIIS.
Opranusauus N0ArOTOBKH, MPOBE/ICH!s U 00CTy)KHBaHUS KOH(EPEHTHBIX MEPOTPHATHIA.
0. Oprann3alus HCNIOTHEHNS PELIEHHH, OCYLIECTB/ICHHE KOHTPOJIS UCTIONHEHHS TIOPYYEeHHI PYKOBOAMTEIIA.
I. Opranusaums v noiepxkanue  (yHKLUMOHANLHOTO pabouero MpoCTpaHCTBa npueMHoH M kabuHera
PYKOBOAMTEIS.
12. PaspaboTka J10KaJIbHBIX HOPMATHBHBIX AKTOB, PeriiaMeHTHPYIOLLMX paboTy cekpeTaps.
13. Cocraenenne 1 opopmiieHHe YIPaBIeHYECKOR JOKYMEHTALIMH.
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14.
13.
16.
17.

SHAMb!

Opranusauus paboTel ¢ JOKYMEHTAMH B IPHEMHOMN PYKOBOMUTENS.

Opranusauus XpaHeHus: JOKyMEHTOB B IIPHEMHON PYKOBOJHTETA.

OGecneuenne pykoBoanTess HHOPMALIUEH.

Opranusaums MHGOPMALIHOHHOIO B3aMMOJEHCTBUS PYKOBOJHMTENA C TOAPA3JACACHUSIMH M JOJKHOCTHBIMHU
JIMLIAMH OPraHW3aLHH.

ITo pesyabTaTam ofyvennsi 00y4aOMHACs J0/I3KeH 3HATL U YMeTh!

Hopmarusibie NpaBoBble aKThl M HOPMATHBHO-METOLMYECKHE [OKYMEHTBI, ONpeAessIoNmie MOPILOK
JIOKYMEHTALMOHHOTO o0ecreveH s YIpaBieHHs.

CTpyKTypa OpraHu3aluH, PyKOBOACTBO CTPYKTYPHBIX MO/Ipas/ieNieHuit.

CospemenHbie HHOOPMALIHOHHBIE TEXHOJIOTHH pabOTEI C IOKYMEHTAMH.

Iopsiiok paGoTsl ¢ JOKYMEHTaMH.

Cxembl 1okyMeHTo0oGOpOTA.

CucTeMbl CKOPOCTHOTO MHCHMA,

[Tpaguna paboThl ¢ BXOAALLMMH, HCXOMALIMMH M BHYTPEHHUMH JOKYMEHTAMH.

[Ipasuna opranuszauuu 1 GopMbl KOHTPOJIS UCITOJIHEHUS JOKYMEHTOB B OPraHM3aliH,

Turnoseie CPOKHM UCTIOJIHEHHA JOKYMEHTOB.

[Tpunumnbl paGoThl CO CPOKOBOH KAPTOTEKOIA.

Haznauenue ¥ TeXHONOrUs TEKYIEro U NPeAYNpeUTeIbHOrO KOHTPOJIA.

[lpaBnia cocTaBieHHs aHATMTHUECKMX CIPABOK IO OPraHM3alMu paboThl ¢ AOKYMEHTAMM M KOHTPOJIIO
HCIO/IHEHUsA JOKYMEHTOB,

[lpaBuna lokymMeHTalMOHHOTO ObecTIeHeH s AEATeLHOCTH OpraHU3aluHy.

Buabl 10KyMEHTOB, UX Ha3Ha4YeHMe.

TpeGoBanus, npeabssaseMble K 10OKYMEHTAM B COOTBETCTBAM ¢ HOPMATHMBHBIMU NPABOBBIMH aKTAMH M
roCy/1apCTBEHHbIMH CTAHAAPTAMH.

[lpasuna  coctasienus v odopmieHHs — MH()OPMALMOHHO-CMIPABOYHBIX,  OPraHM3ALMOHHbIX,
YTIPABJIEHYECKUX IOKYMEHTOB,

[pasuna cosnaums v Beenus 6a3s JaHHbLIX cTyKeGHBIX IOKYMEHTOB B OPraHH3aLiH.

CHcTeMbl 3J1EKTPOHHOIO JOKyMeHTo06opoTa.

Ipasuia U CPOKHM OTIPABKH HCXOAALUMX JOKYMEHTOB,

TpeboBanus oxpaHsl Tpyaa.

Hopmaruphbie npasoBbie akTbl, HOPMATHBHO-METOJIMYECKHE JIOKYMEHTBI, [OCY/APCTBEHHbIE CTAHIAPThI,
OMNpeeIsOIMe MOPAI0K TOKYMEHTALMOHHOro obecreYe s yIpaBieHHs.

Buibi nomenkiatyp, obuime TpeboBaHHs K HOMEHKITATYPE, METOAMKA €€ COCTAB/ICHUSA U OOPMITCHHS.
[lpaBmiia corsiacoBaHus HOMEHKIIATYPbI 1€/ C BEAOMCTBEHHBIMM apXHBAMH M 3KCTIEPTHON KOMHCCHEIH.
[Topsizok opmuposanns u odopmienus aen, cneunduka GopMUpOBaHUs OTAETLHBIX KATETOPHIA Ae1.
[paBuia Xpanenus aen, B TOM UMc/ie ¢ JOKYMEHTAMH OFPAHUUEHHOTO OCTYTIA.

[IpaBuna Bel1a4y ¥ MCNIO/IB30BAHUS JOKYMEHTOB M3 C(HOPMUPOBAHHBIX JIe.

TpeGosanus oxpansl Tpyaa.

Kpurepun paspesieHus JOKyMEHTOB Ha TIpylibl B COOTBETCTBMM C UEHHOCTHIO HMH(pOpPMALIH,
cojieprkalliefcs B HUX.

[lopsiok WCNONB30BAHUA THIOBLIX MM BEJOMCTBEHHBIX MEpeyHeil OKYMEHTOB, ONpeieIeHUs CPOKOB
XPaHEHHs B [IPOLIECCE IKCIEPTH3bI LIEHHOCTH JIOKYMEHTOB.

[Topsnok cosaaHus, OpraHu3aLMmi U JIOKYMEHTHPOBaHMA paboThl IKCTIEPTHOM KOMHCCHH.

[lpaBuia cocTaBienus ¥ yTBep;KICHHS NPOTOKO/1A PaBOTHI SKCTIEPTHON KOMHCCHH.

[lpaeuna cocrasienus 1 yTBepiKaAEHHS aKTa O BBIICICHHH JOKYMEHTOB, He MOUIEKALMX XPaHEHHIO,
[lpasuna Texnn4eckoit 06paboTky 1 NOIHOrO OGOPMICHHS [/ NOCTOAHHOIO ¥ BPEMEHHOIO XpaHeHus.
[paBuna cocraBieHus onMCH e/ MOCTOSHHOTO M BPEMEHHOrO XPaHEHHs B COOTBETCTBUHU C HOPMaTHBHO-
METOIMYECKMMH JOKYMEHTaMH.

IlpaBuna nepejayum aes1 B apXUB OPraHU3aliHu,

Crieunduka OCHOBHOM J1€SITEILHOCTH OPraHU3aLMHU.

OcCHOBBI 8/IMMHUCTPATHBHOTO [IPaBa K TPYA0BOTO 3aKOHOAATE/IbCTBA POCCHICKOIH Denepaliuu.
PyxkoBoasimmit cocras opraHusalmu M ee oapasaeneHHil.

DyYHKLMH CAMOMEHEDKMEHTA.

[IpuHiwnsl v npasuna niuaHupoBaHus pabouero BpeMeHH.

MeToabl nocTaHOBKHM Lie/ei.

[pasuia nposeaeHus A€10BBIX NEPErOBOPOB.



OcobenHocTr 0hOpMIIEHHS TUIAHUPOBLUMKA (Ha 2JIEKTPOHOM M GYMaKHOM HOCHTEIIAX).
OCHOBbBI YNpaB/IeHHS BPEMEHEM.

TenedoHHbIE KOHTAKTBI PYKOBOAUTEIS

DyHKUMM, 3a/1a44, CTPYKTYpPa OPraHM3alliu, ee CBSI3H M0 BEPTHKAIM H FTOPU30HTAIIH.
[lpasuiia B3aUMOJIEHCTBUS C NAPTHEPAMM, K/IMEHTAMH, CPEACTBAMH MacCOBOM HH(pOpMaLIMH.
[IpaBuna noaep:kaHus U pa3sBUTHA MEKIMYHOCTHBIX OTHOILEHHH.

ITpaBuna npoBeieHHs JIe/10BBIX I1€PErOBOPOB.

[TpaBuna 3alMTE KOH(pUAECHLIMAILHOH HHQOPMALIUK,

[Topsinok MoAroTOBKM U NMpoBeeHUs: KOMaHHPOBOK.

[Topanok odopmieHHs JOKYMEHTOB IUISi KOMAHAHPOBKM W OTYETHBIX JOKYMEHTOB 110 KOMAHIMPOBKE
PYKOBOJMTEJIS.

HenoBoii npoTtoko.

OTHKa /1e10BOro 00LIeHUs.

[NpaBuiia opraHyU3aly pHeMa MoCeTHTEIEH,

[Tpaeuna aesnosoro obuieHMs.

[TpaBuna ycTaHOB/IEHMS KOHTAKTA, TIOAJAEPKAHNS W PA3BUTHSA MEKIHYHOCTHBIX OTHOILEHMA.

CrpykTypa opraHMsauuMd M pacnpejefieHMe (QYHKUMH MeKAy CTPYKTYPHBIMHM TOJpasiefieHUAMU W
CTIELIHATTNCTAMM,

[IpaBmiia opranusalmMy NpUeMoB B oduce.

ODTUKET U OCHOBBI MEX/TYHAPOAHOrO MPOTOKOA.

IIpaBuna cepBUpoBKY YaiiHoOro (kodeitHoro) crona.

[IpaBuiia IPUrOTOBJICHHA U NOAAYH FOPSAYHMX HAITUTKOB M 3aKYCOK K HUM.

ITpaBuna 3a1IMTEl KOHGUACHIHANIEHOH Cy:keGHON MHpOpMALIKH,

Komiuieke opraHM3aLMOHHO-TEXHHYECKHX MEPOIIPUATHH 10 MMOArOTOBKE W IIPOBEAEHHIO COBEINAHMI W
[EPEroBOPOB, B TOM HHC/IE MEKAYHAPOAHBIX.

[lpaBuna BejleHMs, NOArOTOBKM M 0GOPMIIEHMS NPOTOKOJIA M JOKYMEHTOB, CO37aBaeMbIX B Mpoliecce
NOJIrOTOBKM KOH(EPEHTHOrO MEPOTIPUATHS.

MeTo/iMKa COCTAB/IEHHS CMEThl PACXO/10B KOH(EPEHTHOTO MEPONIPUATHA.

OcHOBBI HAIIMCAHHA peyel H IOKIa0B PYKOBOAMUTEIIA.

llpaBuna ycTaHOBIEHHA KOHTAKTA, MOUIEPHKAHUA U Pa3BUTHA MEKITHYHOCTHBIX OTHOLLEGHHIA.

[TpaBuna fe/1080r0 001IEHHS, 1@JIOBOr0 ITHKETA.

DTHKET U OCHOBBI MEXKIYHAPOAHOrO MPOTOKONA.

IlpaBuna rpose/ieHHs J1€/10BbIX NEPEroBOPOB.

[IpaBuiia 3aMTBl KOHGUACHLHATBHOH CTy:ke0HOM MH(pOpPMALHH,

CucTeMbl CKOPOCTHOTO MTHCHMA.

OcHoBbl nporpammHoro obecneuenus 1 opucHoro o6opyoBanus B 061aCTH CKOPOCTHOTO MUCHMA.
Obwume TpeGoBaHMs K CPOKAM MCIHOJHEHMS JOKYMEHTOB W KOHTPOJILHBIM (DYHKUMAM ciykGbl
JIOKYMEHTALIHOHHOTO o0ecredyeHus.

[MpuHumnel, crocobel MHMOPMUPOBAHHS COTPYAHHKOB.

Ynpasiienyeckas CTPyKTypa OpraHM3alMy, PyKOBOJCTBO OPraHH3aLun, 06pasiibl MOAMUCEH PYKOBOASLLIMX
COTPYAHHKOB, KPYT MX MOJHOMOYHH M OrPaHHYEHHS 30H UX OTBETCTBEHHOCTH.

JlokanbHble HOPMATHBHBIE aKThl OPraHHW3aLHH.

TpeGosanus oxpansl Tpy/ia, MPOU3BOACTBEHHON CAHUTAPHM, IPOTUBOIIOKAPHOMN 3ALIHTHI.

OcHOBBI MpaBHIILHOM OpraHM3alMy TPY/Ia U METO/IbI NIOBbILEHUS €0 3(GPEeKTHBHOCTH.

OcHOBBI 3proHOMUKH O(hrca U QIIOPHCTHKH,

CranaapTsl ¥ peKOMEHAALMH 110 060PY10BAHHIO OQHCHBIX MOMELIEHHI.

Cocras OpraHM3aLMOHHON TEXHUKH, ee YCTPONCTBO M MOPSI0K paboThl ¢ Heid.

[IpaBoBbie OCHOBEI yIpaB/ieHHs (OCHOBBI AIMHHUCTPATHBHOIQ, TPYAOBOIO M MPAXkKIAHCKOrO Npaga).
HopmaruBHbie 1paBoBbie aKTbl, HOPMATUBHO-METO/IMYECKME IOKYMEHTBI, FOCY/aPCTBEHHbIE CTAHAAPTHI,
ONpEeAEIIAIOLIME MOPAAOK JOKYMEHTALIMOHHOTO 0becreueH!s yrpaB/ieHHs.

CTpykTypa, pyKOBOACTBO CTPYKTYPHBIX TMO/pa3ie/ieHuii, 00pasibl MOAMMCEH /ML, WUMEIOUUX TMPaBO
MOJANHUCAHMS W YTBEPIK/IEHHS JJOKYMEHTOB, M OrPaHMY€HHs 30H HX OTBETCTBEHHOCTH.

[lpasuna nokymenTaMoHHOr0 obecreyeHns IeSTebHOCTH OPraHU3alfH.

[Topsnok paboTsl ¢ 1oKyMeHTaMH,

TpeGosanus, npeabssisiemMble K JOKYMEHTAM B COOTBETCTBHM C HOPMATHBHBIMH MPABOBBIMH aKTAMH M
roCy/IlapCTBEHHBIMU CTAHJAPTAMH.

[TpaBuiia cocrapnenns OpraHU3alMOHHBIX JOKYMEHTOB (MI00KEHMH, MHCTPYKLIHIA, PErIaMEHTOB).



ymems:

Buasl 10KyMEHTOB, MX HA3HAYEHUE.

OCHOBBI JIOKYMEHTHOH JIMHIBUCTHKH.

[IpaBoBLIe OCHOBEI yIpaBieHHs (OCHOBBI IMMHHUCTPATHRHOTO, TPYAOBOIO H XO3AHCTBEHHOTO NpaBa)
[TpaBuia noAnucaHus U YTBEPIKACHUS JOKYMEHTOB.

[IpaBuia opraHU3alMy KOHTPOJIS HCTIOJHEHUs JOKYMEHTOB M THIOBBIE CPOKH MCIMOTHEHHS JOKYMEHTOB.

[Tpasuia coCcTaB/IEHHs] aHAIIMTHYECKHX CIIPABOK IO OpraHu3aund paboThl ¢ JOKYMEHTAMH H KOHTPOJIO
HCTIOJTHEHHA JIOKYMEHTOB.

[Tpaguiia cosjlanms 1 BejleHus 0a3 JaHHbIX cilykeOHBIX JOKYMEHTOR B OpraHHu3aliuu.

CucTeMbl 2JIEKTPOHHOTO IOKYMeHTOo0OpOTAa.

OcobenHocTy HOPMUPOBAHHA BHELIHUX U BHYTPEHHUX MH(OPMALIMOHHBIX TTIOTOKOB.

Cocrap BHEIHUX HHOOPMALIMOHHBIX TOTOKOB.

Cocras BHYTPEeHHHX MH(OPMALIMOHHBIX I1OTOKOB.

CoBpemeHHblE HayuyHble METOAbl M TEXHHYECKME CpeicTBa, crnocobcTByroume cbopy, obpaboTtke,
COXPaHEHHIO U repejiade MHQOPMALIMOHHAIX MOTOKOB.

Metoapl 06paboTku uHGOpPMALMK ¢ TPUMEHEHHEM COBPEMEHHBIX TEXHUYECKUX CPEe/ICTB KOMMYHUKALMH 1
CBA3M, BLIYMCIIUTE/ILHOH TEXHHUKH,

Knaceuukaums ynpasieHueckold uHoOpMaLyy, BBl yrpasieH4eckod HHGopmMaluu

dopMbl 1pecTaBIeHHs yIIpaBieHYecKoi HHpOpMaLHH.

Hcrounuku ynpasnendeckoi HHGopMaLuu, MeToauKa 0Td0opa MCTOYHUKOB HHOOPMALHH.

TpebGoBanus, npeabABIseMble K YIPaBIeHYeCKOH HH(OPMALHH.

PaGoratk co Beeit COBOKYNHOCTbIO MHDOPMALMOHHO-I0KYMEHTALMOHHBIX PECYPCOB OpraHU3alliH.
INonb3oraThes HazamMu JIaHHBIX, B TOM YMC/IE YAAIEHHO.

[Tonb30BaTLCS CNIPABOYHO-TIPABOBBIMH CHCTEMAMH.

[Toab30BaThCs aBTOMATH3UPOBAHHBIMH CHCTEMAMH Y4eTa, PerMcTpaLdM, KOHTPOIS W MH(OPMALMOHHO-
CIIPABOYHLIMH CHCTEMaMK NpH paboTe ¢ JOKYMEHTAMH OpraHU3alMH.

[IppumeHATs  cOBpeMeHHble  MH(OOPMALMOHHO-KOMMYHHMKALMOHHBIE  TEXHONIOTHM juii  paBoTel ¢
JOKYMEHTaMH, B TOM YHCJIE JUIS €€ ONTHMM3ALIMH U TTOBBILICHUA 3 PEKTHBHOCTH.

IIpumeHsTs NpaBuUia PyCCKOro si3blKa.

[TpHMeHATHL HABBIKH CKOPOCTHOTO NMUCHMA.

OpranuzopeiBaTh paboTy Mo yudeTy, XpPaHEHHIO MW nepedayYe B COOTBETCTBYIOIUME CTPYKTYpHEIE
NoJpa3ieeH!s JA0KYMEHTOB TEKYLLEro JIe/IONpPOU3BO/CTBA.

OcyliecTBIsTL  METOJAMYECKOE PYKOBOJICTBO JI€IOMPOM3BOJCTBOM B OPraHM3allid, KOHTPOJIMPOBAThH
npaBHIIbHOE HOPMHPOBAHHE, XPAaHEHHE M C/1auy /el B ApXHB.

PazpabareiBaTh HOMEHKIATYPY JieJl CTPYKTYPHOIO MOAPa3AeeHus.

HMcrionb30B8aTh HOMEHKIATYPY A€ [PU U3YYEHHH CTPYKTYPbI OPraHH3aLiK, COCTABJIEHWH OIUCEH ael.
OprannsossiBath paboty no GOpMHUPOBAHHMIO €N B COOTBETCTBHHM C YTBEPK/ICHHOH HOMEHKIATYpPOHl jien
OpraHH3allHH.

@DopMHPOBATH AOKYMEHTLI B A€/18 ¢ YUETOM MX CrIeLH(UKH.

CucTemMaTH3MpOBaTh JOKYME@HTbI BHYTPH J1e/1a.

O6ecneunBaTh COXPAHHOCTD H 3aLLMTY JOKYMEHTOB OpraHH3aLnH.

[Tpumensats MHGOPMALMOHHO-KOMMYHHKALIMOHHbIE TEXHONOIHH TIpH paboTe ¢ JI0KyMEHTaMH.
[lonb3oBaTbes MepevyHAMH TOKYMEHTOB M aHA/IM3MPOBATh (hAKTHYECKOE COJEPKAHME MMEIOLLMXCH B Jee
ZIOKYMEHTOB TIPH ONpe/Ie/IeHHU CPOKOB UX XPaHEHHUs.

OdopmiisiTh JOKYMEHTBI KCTIEPTHOH KOMHCCHH,

OgopmasTs 06M0KKHM €1 MOCTOSHHOTO W BPEMEHHOTO XPAHEHHWs B COOTBETCTBMHM C TpeGOBaHMAMH
rocyapcTBEeHHBIX CTAHAAPTOB.

[IpoM3BOANTL XPOHOIOIMHYECKO-CTPYKTYPHYIO CHCTEMATH3ALHIO JIell.

OcyuiecTsiaTs TeXHU4ECKYI0 00paboTKy M rosiHoe odopmieHHe fea TOCTOSHHOTO M BPEMEHHOTO
XpaHEeHUs,

CocraBiaTh OMMCh €1 MOCTOSHHOTO M BPEMEHHOIO XpaHeHHs B COOTBETCTBHM C HOPMAaTHBHO-
METO/IMYECKUMH JIOKYMEHTAMH.

YcTanaBnuBaTh LEH, ONpPeLesIaTh HEPaApXHIO Lee.

Onpe/eisTh NPHOPHUTETHOCTE M OUEPEJHOCTD BBIMOJIHEHHsS paboT W 3hdeKTHBHO pacrpenensTs pabouee
BpeMms.

OKa3bIBaATh MMOMOIILL PYKOBOIAUTEIIO B pACNIPENE]ICHUH €ro pa60qer0 BpEMEHHU.



Beibupare  onTuMasibHble  criocoObl  MHOOPMHPOBAHMSA  MApPTHEPOB,  KIMEHTOB, MOCETHTENEH,
PYKOBOJIMTENEH MOApa3ae/ieHHii U COTPYIHUKOB O TUNIAHUPYEMBIX MEPOTIPHUITHSX.

O6ecneunBaTh HHGOPMALIMOHHYIO 6E30MAaCHOCTH JAeSTeTBHOCTH OPraHH3aL|H.

Bribupats U 0hopMIATh MIaHUPOBLIHK.

BrocuTs 1 oTenexknsaTh HHOOPMALMIO HA 3JIEKTPOHHOM W/UNK OyMa)HOM HOcHTEe.

PaccraBiisTs NpUOPUTETHI, BBIJIENISTE BAXKHOE U CPOYHOE,

BribupaTs onTuManbHbli puT™ paboTsl.

AHaIM3MpOBaTh NPUYMHbI HEBITIOJHEHHS 3a/1a4.

ITpuMeHsTL HHPOPMALIHOHHO-KOMMYHHKALIMOHHBIE TeXHOIOTHH.

BectH u ucnons3orats B pabote 6a3y JaHHBIX Tene(OHHBIX KOHTAKTOB PYKOBOUTEIS.

Henonkzosars cpesicTBa KOMMYHHKALMOHHON OPITEXHUKH U1 [IOJYHeHHS U Nepenad HHGopMaLuH.
BecTn yuerHsle perucTpalidoHHble HOPMbI, HCMONB30BAaTh WX 11 MHGOOPMALIHOHHON paboTel ¥ paboTsl 110
KOHTPOJTIO MCITOJIHEHHS PELEHNt PYKOBOAUTENA.

CrnamuBaTh KOH(MIMKTHBIE W CJIOMKHbIE CHTYALIMH MEIJTHHHOCTHOTO 00LIeHHS.

Mcnone3oBaTh TeXHHWYECKHE M MPOTpPaMMHBIE CPEACTBA JUIS NPOBEAEHUS TOJIOCOBOM WM BUIEO-
KOH(EepPEeHI-CBA3H.

O6ecneunBars HHGOPMALIHOHHYIO HE30MaCHOCTh ACATEILHOCTH OPraHH3all|H,

Cobuntoath cityskeOHbIA STHKET.

OcdopmiIsTE aBAaHCOBBIE OTYETBI PYKOBOIHTEIIS.

OpraHu30BbIBATL BCTPEHH PYKOBOAMTES C IPUHUMAIOLIEH CTOPOHOM.

OdopmnsaTe KOMaHIHPOBOUYHBIE JOKYMEHTEI.

OG6pabaTbiBaTh JOKYMEHTEI H MaTepHalIbl N0 PE3yJIbTATaM [0€3KH PYKOBOJHTES.

ObecneunBars paboTy oduca BO BpeMsi OTCYTCTBHA PYKOBOJIMUTES.

[IpumeHsTs crocoObl AeI0BOro 00LIEH S,

Hcnonb3oBaTh CpeicTBa KOMMYHHUKALMK U1 ofecnieueHns B3aUMOAEHCTRBHA C PYKOBOAMTENIEM BO BpeMs
€ro /1elI0BOH NOE3/KH.

Opranus3orbslBaTh ¥ 00eCIeUMBATE TIMHHBIE KOHTAKTBI PYKOBROIUTES.

YnpasnaTh KOHQIHKTaMH.

YunTBIBATL MCHXOJIOTHYECKHE OCOOEHHOCTH JIMYHOCTH MPH PasiHYHBIX BHAAX NPOQECCHOHATEHOrO
o01eHNs.

Mcnonb3oBaTh yCTAHOBACHHbIE NPABH/IA M NPOLIELYPbl KOMMYHHKALMH BHYTPH OpraHU3aluH.

Bectu yueTHble perucTpalMoHHbIe (OPMBI, HCIIOIL30BATL MX /1 UH(OPMALIHOHHOM paGoTel 1 paboThl 110
KOHTPOJIIO MCIIOJIHEHUS PeLUeHHI PYKOBOAMUTEIS.

CosaasaTh NONOKUTENbHBI MMHIK OpraHU3aLHH.

[IpHUMAaTL MEpBI MO pa3peeHHI0 KOHDIUKTHBIX CHTYaLIUH.

[IpumeHaTs HHPOPMALIMOHHO-KOMMYHHKALIMOHHBIE TeXHOJIOTHH.

OGecrieunBarh  KOHGMACHLMATLHOCTE B TIPUEMHOW M kabuMHeTe  PYKOBOJAMTENS, COXPaHAThb
KOH(MACHUHANBHYIO HHDOPMALIMIO B TalHe,

OpraHu3oBbIBaTH NPOLECC MOANOTOBKH K NPOBEACHHIO KOH(PEPEHTHOTO MEPOIPHUATHSA MHANBU/YAILHO U B
coctaBe paboueil rpyrnsl.

JOKyMEHTHPOBATE pasHble 3Talbl NPOLE/ypPbl OArOTOBKH U NPOBEACHHS KOH(DEPEHTHOTO MEPOIPHUATHS.
[Tepenabath MHGOPMALIMIO, TOKYMEHTBI H MaTePHa/Ibl Y4aCTHUKAM KOH(EPEHTHOrO MEPOTIPHATHA.
[oarorasnueate W 060pyA0BaTE CTOJ NPE3HAMYMA U paboure MecTa y4acTHUKOB COBELIAHMS (3ace/laHus).
CepauposaTh vaiitblii (kodeiHblit) cTo Bo BpeMs NpoBeieHUs kKode-nays.

CobnionaTk npaBuia AeJ10BOrO ITHKETA U IPOTOKOJIA.

[TopneprkuBaTh MMHIK OpPraHU3aLIMH.

CosniaBarh MMHIDK CEKpeTapsi, COOTBETCTBYIOLMH HMHJDKY OprraHU3aLiH.

PaGotats ¢ uH(OpMalMEH, aHAJIM3UPOBATH U NPECTABNIATE €€ B CHCTEMATH3MPOBAHHOM BHJIE.
O6ecnieunpaTts 6€30MaCHOCTD IATEILHOCTH OPraHU3aLuy.

ITpumMeHATL HHPOPMALIMOHHO-KOMMYHHKALIHOHHBIE TEXHOJIOTHH.

[TpumMeHsATh MpaBUila PYCCKOro A3bIKA.

[TpUMEHATH HABBIKM CKOPOCTHOIO NMHCHMA.

[IpUuMeHATL HaBBIKM 3aNHCH W pacliHbPOBKM TEKCTA.

Hcnonp30BaTh coBpeMeHHBIE TEXHHUECKHE CPE/ICTBA B 0671aCTH CKOPOCTHOIO MUCHMA.

O6ecneunBaTh KOMMOPT YHACTHUKOB KOH(EPEHTHOrO MEPONPUATHS, MOMOTaTh B BONPOCAX TIPOKHUBAHH,
TPaHCNOPTHOI'O 06CCHC‘1CHH8.

BecTH cpokoBy1O KapTOTEKY.



e Bectu yueTHble perucrpalHoHHbie (OPMbI, HCMONB30BATH WX JUls paboThl 10 KOHTPOMIO HCHOJHEHHS
NOPYyYeHHH PyKOBOIHTENS.

e Paborars ¢ uHpOpMalLMeH MO KOHTPOIIO, CHCTEMATH3UPOBATHL €€ W TPEACTABIATh B BH/IE CBOJHBIX

JIOKYMEHTOB.

HMcnonb3osath cpeicTBa KOMMYHHKALMA 1A [IEPEayuu OPYYEHHH PYKOBOAMTENS.

HMcronb3osath coBpeMenHble cpeacTa cbopa u 06paboTKM KOHTPOIbHOM HHbOpMALHH.

[IpumensTE HHOOPMALIMOHHO-KOMMYHHUKALMOHHBIE TEXHOJIOIHH.

OueHMBATh Pe3yNbTaThl B PAMKAaX NOCTABJIEHHBIX 33/1a4.

OcyIecTBAsTE KOHTPOJIB HCTIOJIHEHHA NOPYYEHHI PYKOBOIHTENS COTPYAHHKAMM.

Cosnasate ycnosus, oGecrnieunsaioiue 3G PpekTHBHYIO paboTy pyKOBOOHTEIS.

[IpuMeHATL B COOTBETCTBMM ¢ HA3HAYEHMEM CPEJCTBA OPraHW3aLMOHHOW TEXHMKH, KaHLEIAPCKHE

NPUHAIEKHOCTH.

¢ OcHaware pabodee MECTO pyKOBOAMTENS U cBOE paboyee MECTO HEOGXOAMMBIM 060PYI0BAHHEM.

e  OcyLIecTBIATE 3aMEHY PACXOAHBIX MAaTEPHAJIOB, YXO/ 3a OPITEXHUKOM.

¢  KOHTPO/MPOBaTh COCTOSHUE M MONOJHATE 3aMackl KaHLEIIPCKMX TOBAPOB, CPEJCTB MMIHEHBI, TPOIYKTOB

MUTAHUS.

CocTapnaTs ¥ 0QOPMIIATE OPraHU3aLUMOHHbIE H METOAUYECKHE OKYMEHTBI,

PenakTpoBaTh TEKCTBI CI1y:KeGHBIX IOKYMEHTOB.

Paborarh co BCeH COBOKYNMHOCTBIO HHPOPMALIMOHHO-I0KYMEHTALMOHHbBIX PECYPCOB OPraHH3alHHU,

[Tonb3zoBaThes 6azaMK JaHHBIX, B TOM YHC/IE YAAIEHHO,

Hernonb30saTh cripaBovHble NPaBOBbIE CHCTEMBI.

Paborats ¢ koMnbtoTEpoM, KaTasioramu (nankamu) 1 dainamu, CKaHepoM.

[Tonb3oBaThest OPUCHBIM NMAKETOM (TEKCTOBbIH pefakTop, Tabaulb).

e [loab3oBaTbest nepUpepUHHBIME YCTPOHCTBAMH U OPITEXHUKOH.

e [lonb30BaTHCA NIEKTPOHHOH MOYTOH.

¢ [lonb30BaThCs CUCTEMAMH SIEKTPOHHOTO JIOKYMEHT0060pOTA.

e [lonb3oBaThea YHH(DULMPOBAHHBIMK (DOPMAMH 10KYMEHTOB,

¢ Odopmiate KkaccoBble (UHAHCOBBIE IOKYMEHTbI M JOKYMEHTBI I10 YHETY HaKJIaHbIX PACXO/I0B.

® Jleuarars ciyseOHbIE JOKYMEHTDI.

o [lone3osarbes nepudepuitHEIMI YCTPOHCTBAMH M OPITEXHUKOM.

e Paborate ¢ BXOAsAMmeH, HCXOAALIEH, BHYTPEHHEH JOKyMEHTaLHEH.

¢ [lonb30BaThCs CUCTEMAMM 3NIEKTPOHHOrO JOKYMEHTOO0OpOTa sl PETHCTPALIMH, KOHTPOIS JOKYMEHTOB M
HH(OPMALIHOHHO-CIIPABOYHOH paboThl ¢ JOKYMEHTAMH.

e [lpumensTs HHHOPMALMOHHO-KOMMYHHKALIMOHHBIE TEXHOJIOHH Ui pabOTBI ¢ JI0KYMEHTAMH.

e PaspabarbiBaTh HOMEHKIATYPY JIe/l OPIraHU3ALMHK C Y4ETOM HOPMATUBHO-METOAMYECKHX JIOKYMEHTOB.

¢ MHcnone3opaTe HOMEHKNATYPY /€] IPH U3YHYEHHH CTPYKTYPBI OPraHW3alMK, COCTABIEHHH OIHCel e,

e ®DopmHupoBaTh U OQOPMIIATE €A B COOTBETCTBHH C YTBEPIKACHHOH HOMEHKIATYPOH JIe/1 OpraHH3aliuH.

* Ocymecrsnars c6op, 06paboTKy ¥ aHanu3 MHGOPMALMK B COOTBETCTBMM C TPeGOBAHMAMH KPaTKOCTH,
YETKOCTH (JOPMYJIMPOBOK, CBOEBPEMEHHOCTH MOCTYIUICHHS, TOYHOCTH M JIOCTOBEPHOCTH, ONMTHMATBHOCTH
CHCTEMaTH3aLMH, HEMpepbIBHOCTH cOopa u 06paboTkH HH(OpMALIHH.

* OcyuecTB/IsTh PErMCTPALMIO, HAKOIVICHHE M Nepefayvy, CHCTeMATM3HPOBAHHOE XPAHEHHWE M BbIAAdy

uH(opmalnu B Tpebyemoii popme.

CocrapaTh H 0GOPMIIATE CBOHBIE, OTYETHBIE, CTATHCTHYECKHE NOKYMEHTDI.

BBoauThL HOBBIE IaHHBIE B CIIPABOYHO-HH(BOPMALMOHHBIE CHCTEMBI.

BBoAMTE B naMATh KOMIbIOTEPA 3MEKTPOHHBIE 06pa3sbl I0KYMEHTOB.

[IpousBoauTs nonck HHGOPMALIMK B CYLLECTBYIOMIMX 6a3aX JaHHBIX, BECTH MH(OPMALIHOHHO-CIIPABOYHYIO

paboTy Ha 0OCHOBE Pa3THIHBIX KOMOHHALMH NOMCKOBLIX MPU3HAKOB.

2. OpraHu3anHOHHO-NEIArOIHYECKHE YCI0BUS
Opranu3alliOHHO-TIe1arOrHYeCKHe YCIOBHS Peain3aiiny o6pasoBaTebHOM porpaMMel 06ecreuHBaloT ee
peanusauuio B noiHomM o0beme, KayeCTBO MOArOTOBKM OOYHAIOUIMXCS, COOTBETCTBME MPHMEHSEMBIX (opM,
CPE/CTB, METOOB O0YUeHHs [JIAHUPYEMbIM Pe3y/IbTaTaM OCBOSHHS [IPOrpaMMBl,

Jlns BCeX BHAOB ayAMTOPHBIX 3aHATHI aKaJeMUYECKHil 4ac ycTaHaBIMBAETCH 45 MUHYT.

[lpu opranusaimu  yueGHOro Ipouecca HCMOIb3YIOTCS MHTEPAKTHBHEIE GOpMBI  00y4eHHH.
Mcronb3oBaHne MHTEPAKTUBHBIX 0Opa3oBaTeIbHBIX — TEXHONOrMH CHOCOGCTBYET MNOBBIMIEHHIO MHTEpeca W
MOTHBALHK 00Y4AIOUIMXCS, AKTHBU3ALIMM MBICTUTE/ILHON AEATENLHOCTH M TBOPYECKOTO MOTEHIHAA, jeiaeT Gosee
oQ(EKTHBHBIM  YCBOGHHE MaTepualia, [103BONAET WH/MBU/YAIM3UPOBATE OGYyUEHHe. [lpu opranuzauun



caMocToATeNbHOH paboTel OOyualrolMXCs MCMONb3yloTes ydeOHble MaTepHanbl. Bce 3TH TEXHOJOrMH B
COBOKYIMHOCTH 00ecreunBaloT ycreuHoe ocBoeHe yuebHoro Marepmana JUCLMUIUTHH.

I[Tpu peannsaunmn o6paszoBaTe/IbHONM NPOrpaMmbl ¢ NPUMEHEHHEM 3JIeKTPOHHOrO 00y4YeHHs, JMCTaHIMOHHBIX
obpasopare/bHBIX TexHOI0rMI obyuatomuics ocparvBaeT 00pa30BaTe/IbHYIO NMPOrpaMMy MMOJIHOCTBIO YIajeHHO C
MCIIOJIB30BAHHEM CICLHAIM3UPOBAHHOM JMCTAHLUMOHHOH ofonouku (nnatdopms), ¢GyHKLIMOHAILHOCTE KOTOPOH
obecrneunBaeTcs 00pa3oBaTebHON OpraHH3alMen.

Hudopmanmonno-obpa3osatenbHas cpeja, BKIoYaeT B ce0s 2JIeKTpOHHbIE HMH(OpPMAalMOHHBIE Pecypesbl,
3NIEKTPOHHBIE 00pa30BATEIbHBIC PeCypPChl, COBOKYITHOCTE MH()OPMAIIMOHHBIX TEXHOIOTHH, TEIEKOMMYHHKAIIMOHHBIX
TEXHOJIOTHI, COOTBETCTBYIOLUIMX TEeXHOJIOrMYeCKHMX CpeAcTB M obecrieduBaeT OCBOeHHe 00pa3oBaTenbHOH
NporpamMMbl MOJHOCTBIO HE3aBMCHMO OT MECTa HaxoxAeHHMs oOywarowmxcs. Mcnonp3oBanue 3/1€KTPOHHOrO
0o0yueHHs, AMCTAHLIMOHHBIX 00pa3oBaTe/IbLHEIX TEXHOIOTHH obecnieunBaeTca MOCPEACTBOM A0CTYyNa obyHalolerocs
K MH(QOPMALMOHHO-TEIEKOMMYHUKALMOHHOMK ceTH MHTepHeT.

[Toaxnouenne obyuarolerocs K HHGOPMALIMOHHO-TEIEKOMMYHHKALMOHHON ceTH MHTepHeT obecneunBaeTrcs
HM caMocTosTenbHO. Pabouee mecTo ofyvaroulerocs W nejgarormyueckoro paGoTHWKa JIOKHO ObITH 0G0pYAOBaHO
MEPCOHANILHBIM  KOMIIBIOTEPOM M KOMIIBIOTEpHOHW nepudepued (MUKpohOHOM, ayJIMOKOJOHKAMH M (MiK)
HAYUTHUKAMH).

Peanuszauus nporpammsel obecrieqMBaeTcs neJarorMMecKUMH paboTHMKaMH, TpeOoBaHHe K KBATH(HKALMH
KOTOPBIX peryiupyercs 3akoHofaTtennctsoM Poccuiickoit Menepaunn B chepe oOpa3oraHus U Tpya.

[Ipu noaroToeke ciymiaTened npenojaBaTen CTPEMATCS OPraHMYHO COYeTaTh IIIy0OKYI TEOPETHYECKYIO
MOJrOTOBKY M  pPa3sBHTHEC CMCTEMBl IPaKTHYECKMX 3HaHMH W HaBeIKOB, ofecneuwBas  BBICOKYIO
KOHKYPEHTOCTIOCOOHOCTE MpOLIeAINX 00yueHue.

Bce npenoaapateny, y4acTBYIOUIME B peaiv3aldd JAaHHOH NPOrpamMmbl, ABJISIOTCH CHELHATHCTAMH C
GONBLIMM OMBITOM NPAKTHUECKOH AeSTEILHOCTH.

Buowt yuednsix sanamuit,

B npouecce ofyuenus no QaHHOH nporpaMme BO3MOMKHO NMPHUMEHEHHE pasHOOOPAa3HbIX BHOB yueOHBIX
3aHATHH, B 3aBUCMMOCTH OT CJIOKHOCTH MaTepHaia W ero MpakTHYecKOro rnpumMeHeHus. Buj 3aHstuit nponucax B
KaxaoM yueOHOM miaHe B pasjene «@Dopma KOHTPOJIA M BUAbl 3aHATHHY. [Ipu peanusaiyu nporpaMmsl
MCTIONBL3YETCH M3YYeHHE JIEKLIHOHHOTO MaTepHaia, KOTOPhIe MOTYT BKJIKOUATE CISYIOUHE BHIBI 3aHATHA:

- CAMOCTOATEIbHOE U3YHEHUE JIEKLIHUH;

- CeMHHap;

BLINOJIHEHHE TBOPHECKHX, TeMaTHYECKHX paboT;
conporoxeHue off-line;

KOHCYJILTALMS;

NpaKkTHHECKHE 3aHATHSA (33/1aHu).

[IpakThueckas pabora oOyuyalOUMXCs MOXKET BKIOYATL CJICAYIOIUIHE OpraHU3alMOHHbe (OpMbI
(351eMeHTBI):

- paboTa ¢ 37eKTPOHHBIM nocobuem;

[MPOCMOTP BHACO-JIEKLMH, aHAIH3;
npe3eHTaluy;

- BUJIGOMATEpHAT,

- KOMIILIOTEPHOC TECTHPOBAHHE.

[Ipu opranusalmy y4eGHOro npolecca HCMOAB3YIOTCS JIEKTPOHHBIE METOAUYECKHE MTOCOOMS HA KAKIOTO
obyuarouterocsi. Bce 5TH TeXHONOTMM B COBOKYIHOCTH OBECIIEUHBAIOT YCIIELIHOE OCBOeHUE yueGHOro MaTepuana
JIMCLIMITTHH,

Mamepuansno-mexnuneckue yenogus peaiusayui Hpopammsi.

OGpazoparesibHas OpraHW3alMs  pacrosiaraeT MaTepualibHO-TeXHHUecKoi 6aszoi, ofecrneunBaroieit
peanusaumio  00pasoBare]bHOW  NPOrpaMMbl M COOTBETCTBYIOUIEH — JEHCTBYIOLIMM  CAHMTAPHBIM U
MPOTHBONOKAPHBIM TPABKIAM H HOpMaMm.

MarepuajibHO-TeXHHHECKHE YC/IOBHS pealu3alMd 00pa3oBaTe/ibHOW nporpamMel  00ECTIEUHBAIOT ee
peajM3aluio B TMOJHOM OOBEME, Ka4yecTBO [OJArOTOBKM OOYHAaIOLIMXCS, COOTBETCTBHE IIPHUMEHSEMBIX (opM,
Cpe/CTB, METOOB 0OYUYEeHUs MIAHUPYEMBIM PE3YJIBTATaM OCBOEHHS MPOrPaMMBbl.

TpeGosanus x MamepuanbHO-MeXHUNECKUM YCI0BUAM CO CMOPOHbL 0Byuaiowezocs (nompebumens
obpazosamenbroll ycayeu)

Pexomenyeman koHpUrypaims KOMIblOTEpa:

Paspewienue sxpana ot 1280x1024.

Pentium 4 win Gosee HoBBIN npoLieccop ¢ noaep:kkoi SSE2.

512 M6 onepaTHBHOH NamsITH.

200 MG ¢Bo6oaHOrO AUCKOBOTO MPOCTPAHCTBA.

Cospemennbiii BeG-Opaysep akryansHoit Bepeun (Firefox 22, Google Chrome 27, Opera 15, Safari 5,
Internet Explorer 8 uiu Gonee HoBbIiH).
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6. [Ilnarun Adobe Flash Player.

Hcnonvzoeanue OuCmanyuonHelx 06paz06amensHblx MexHoI02uli 06ecneyu6aemea ROCpeoCcmeom 0ocmynda
obyuaiowe20cs K UHGOPMAYUOHHO-MeNeKOMMYHUKayuonnot cemu Humepuem. ITodxmouenue obywaiowezocs k
uHd)opmauuanHo-me.fzexowwyuuxauuoyyoz? cemu HHMEP.’-!'em obecneyusaemes UM camoCmosmensio.

Yueono-memoouuecroe u ungpopmanuonnoe obecneuenue npozpammel.

Ob6pazopare/bHas opraHusalis obecnedeHa yueOHO-METOAMUECKOM JIMTEPATYPOH U MaTepHAIaMH 110 BCEM
yueOHbIM AUCUMIIIHHAM (MOZYJISIM) NPOrpamMMBl.

an peajiuzallliid nporpaMmM ¢ [MIpUMCHCHHEM JMCTAHLUHOHHBLIX o6pa3013a1'enbm=1x TEXHOMOrHH B
OGpazoBaTe/lbHON OpraHW3allMK CO3/aHbl YC/IOBHA Ui (DYHKLUMOHHPOBAHMS 3JIEKTPOHHOH HH(OPMALIMOHHO-
oOpasopaTenbHON cpeibl, BKIloUaloLeH B cels:

1.OnexTpoHHbIe UHYOPMALIMOHHBIE PECypPChI.

2. CoBokynHocTh  MHGOPMALMOHHBIX  TEXHONOIMH,  TEJIeKOMMYHHKALMOHHBIX  TEXHOIOrHi,
COOTBETCTBYIOUIUX TEXHOJIOTHYECKHX CPEACTB.

HcnonsioBanue HHTEPAKTHBHBIX OGpMOBaTEHbeIX TEXHOMOruH CnOCOﬁCTByeT [MOBBILIEHHWKD HHTEpPECA M
MOTHBaLHH Oﬁy'—h’ﬂOlﬂHXCH, AKTHBHU3ALIMH MbICJUTE/ILHOW NeSTEIbHOCTH U TBOPHECKOI'O NnoTeHuMana, AcjaacT bonee
2 heKTUBHBIM YCBOEHHE MaTepHalla, MO3BOJISeT HHAWBHAYATH3HPOBATh O0yUEHHE.

3. Onenka Ka4uecTBa OCBOCHHHA nporpamMmal

3.1. ®opMBbI TEKYIEero KOHTPO.IS YCIEeBAEMOCTH H IIPOMEKYTOYHOI aTTecTalHH,

B nponecce o0yueHus ucrnone3yercs TECTUPOBaHUE Kak (opMa TeKyLero KOHTPOIIs YCIeBaeMOCTH.

(DOpMOﬁ ﬂpOMC}K}’TOLIHOﬁ arrecrtagMd 1o  JUCLHIUTHHaAM nporpaMmel  ABJIAETCA  3a4€T  HIIH
nuhdepeHIIMPOBAHHBIN 3aHeT.

[IpomesxyTouHas arrecTalius BXOJMT B NepHO/ (BpemMs M3ydeHHs) y4eOHOH IUCLMIUTMHEL U TIPOBOJIMTCS B
dopme, ykazanHo# B yuebHoM nnane. Bpems, oTBoaMMOE Ha NMPOMENKYTOUYHYIO ATTECTALMIO, 3AJI0XKEHO B KaX/I0M
JHUCLIMTITHHE MTPOrpaMMbl 10 ONPEIE/IEHHBIM MOAY/IAM (B 3aBUCUMOCTH OT NPOrpPaMMBl).

3.2. Urorosas arrecranus.

HUrorosas arrecrauus oOy4arolMXcs Mo nporpaMme sBiseTcss 00s3aTebHON M OCYLIECTBISAETCS T110Ce
ocBOeHHs 00pa3oBaTe/IbHOH MPOrpaMMBl B IOJTHOM 00beMe.

Hroroeas arrecralus MpoBOAUTCH B d)opme UTOroBoro sk3amena. Mrorosas aTTecTalus IpejHasHavyeHa
Ul ompejesieHus o0IIMX M crnelHaIbHbIX (MPodecCHOHATLHBIX) KOMIETEHIMHA 00yJalomxcs, OnpeAeAIOLnX
MOJATOTOBJIEHHOCTD K PELICHHIO MPOMECCHOHANBHBIX 33/1a4, YCTAHOBICHHBIX 00pa3oBaTe/IbHOM MporpaMMOoi.



