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1. Henu u 3a1a4u U3yYeHUs1 TUCHUILINHBI

1.1 Heanr ocBoeHusi nucuumauHbl «KomMmepueckuil U KOpHOpPAaTUBHBIA JTOKYMEHTOOOOPOT» -
(dbopMHpoOBaHUE Yy CTYIECHTA 3HAHUN U YMEHUH B 001acTH Ga30BbIX MOHATUH U MPUHIMIIOB COBPEMEHHOM
CHCTEMBI JIOKyMEHTAIIMOHHOTO O0eCHeueHHsI U YIpPaBJICHHs, 3HAKOMCTBO C OCHOBHBIMH IPAaBHJIAMU H
3aKOHaMM JIOKyMEHTOO0OpoTa B cdepe KOHIPECCHO-BBHICTABOYHOM JEATEJbHOCTH, cHeuupukoil u
0COOEHHOCTSIMH KOMMEPYECKOTO M KOPIIOPATHBHOTO JIOKYMEHTO000pOTA.

1.2 3agayn TUCHUTINHDI.

— TIOJIyYeHHE 00yYarOIIMMH 3HAHUH 110 UCTOPUH JICTONIPOU3BOJICTBA U CTPYKTYPE COBPEMEHHOM
CUCTEMBbI JIOKYMEHTAIIMOHHOT'O 00ECTICUeHHUS;

— TIOJIy4eHHE OOYYarOIIUMHUCS 3HAaHUH W yMEHUH B 00JIaCTM METOJIOJIOTHH OpTraHU3aINH
COBPEMEHHOTO KOMMEPYECKOTO U KOPIOPATUBHOTO JJOKYMEHTOO0OPOTA;

— ToNy4eHre 00yJaroMMHCs 3HaHU 00 OCHOBaX, METOAMKAaX COCTaBIEHUS U 0hopMIIeHHS,
TEXHOJIOTUH PadOTHI C JOKYMEHTAMH,

— MOJy4YeHHe OOy4yaroUIMMHCS 3HAHUI W yMEHHUil B o0nacTh paboThl C JOKYMEHTHPOBAHHOMN
nHpopManue;

— HoNy4eHre 00yJaroMuMHcs 3HaHU 00 00beKTax, CyObeKTax, CpeICTBAX AEATEeIbHOCTH, a
TaKKe OPTaHU3allUU U YIIPABICHUH CIY>KOBI TOKYMEHTAIIMOHHOTO 00€CIIeueHNs;

— ToNy4YeHHe 00yJaroMMHCS 3HAHUW U YMEHUH B 00J1aCTH MIPABHII BEJACHHS IOKYMEHTOO00pOTa
U JIETIOBOM IEPEIHCKE;

1.3 MecTo AUCHUILUINHBI B CTPYKTYpe 00pa3oBaTe/ibHOH MPOrpaMMbl.

Jucuunnmna «KomMMmepueckuil 1 KOpIOpaTUBHBINA JOKYMEHTOOOOPOT» OTHOCUTCS K 00s13aTeIbHON
gactu bioka 1 Jlucuumimebl (MOAYiHM). AKTyaJbHOCTh BKIIIOUeHHS npeamera «Kommepueckuil u
KOPIIOPAaTUBHBIN JOKYMEHTOOOOPOT» B YUeOHBIH IJ1aH 0OYCIIOBJIEHA B MEPBYIO OYEPE/Ib, BO3PACTAIOIIUM
MHTEpPECOM K mpoOsieMaM, 3aKOHOMEpPHOCTSIM, MpUHIMIAM U MpaBWIaM JEeJIONPOU3BOJCTBA Kak
UHCTPYMEHTY  MOBBIIEHUs  3(pdekTuBHOCTH  ympaBieHus. KoOMIETeHTHOCTb B BONPOCAxX
JIeJIONPOU3BO/ICTBA, HATMYNE HEOOXOIMMBIX YMEHHUI 1 HABBIKOB pa0OTHI C TOKYMEHTaMH, IOHUMaHUE UX
pOJIM B CHUCTEME YIPaBIEHUA — BaXXHEHIIMM MPU3HAK COBPEMEHHOM JEIIOBOM KyNbTypbl. Yerkas
opraHu3zanys J0KyMEHTO000pOTa, FpaMOTHas IOJArOTOBKA, CBOEBPEMEHHOE M KAUECTBEHHOE MCIIOJIHEHHE
MPUHATBIX PEIIEHUH — 3aJI0T BBICOKOW A((EKTUBHOCTH YIIPABIEHUYECKOH NeSTETbHOCTH.

OcBoeHMe TUCHUIUIMHBI 0a3UpyeTcs Ha U3YyYEHUH CIIEAYIOMUX KypcoB: «Pycckuil sI3bIK M OCHOBBI
JEJIOBOM  KOMMYHUKanuu», «OCHOBBI ~ydeTa B  KOHIPECCHO-BBICTABOYHON  JESATEIBHOCTHY,
«HpOopMallMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTUM W aHAIMW3 JaHHbIX», «BHyTpukopmopaTuBHbIE
nH(pOpMalMOHHbIE cUcTeMbl», «VHpopMalMoHHbIE ceTH U 0a3bl JAHHBIX B KOHIPECCHO-BBICTABOYHOM
JESATEIIBHOCTHY.

1.4 [lepeyeHb NUIAHUPYEMBIX Pe3yJabTATOB O0y4YeHHUs] IO JAMCUMILJIMHE, COOTHECEHHBIX ¢
IUIAHMPYEMbIMH Pe3yJIbTATAMM 0CBOCHHUSI 00pPa30BaTeIbHON NMPOrPaMMbl

N3yuenne naHHON yueOHOW AMCUUIUIMHBI HampaBieHO Ha (OpMHUpPOBaHHE Yy OOYYAIOIIMXCS
cienyomen npodeccuoHaTbHON KOMITETEHINH:

No Kon u WHaukaTopsl JOCTHKEHHUSI KOMIETEHITH
HalMEHOBAHHE
ILI. 3HaeT ymeeT BJajeeT
KOMIIETEHINH
1 | OIK-6 — CYIIIHOCTb, HAIIPaBJIEHUS U — 0OpMIIATH — HaBbIKaMU
criocobeH BUIBI IOKyMEHTAIIHOHHOTO PEKBU3UTHI CO37aHUS
HNPUMEHSATH B oOecrieyeHus yrpaBieHUS, OTJECNIBHBIX BHJIOB YIIPaBIEHYECKUX
npodeccHOHaIbHON | — CTaHAAPTHBIE TEPMUHBI YIIPaBIEHYECKUX JTOKYMEHTOB 1
JeATEIILHOCTH JTIOKYMEHTAIIMOHHOTO JJOKYMEHTOB B OpraHu3aIH




HOPMAaTHUBHBIC
MIPABOBHIE AKTHI B
chepe cepBuca

obecrieueHud;

— CYIIHOCTb, CBOWCTBA, (D YHKITHUH
U CTPYKTYPY YIPaBJIEHYECKOTO
JIOKYMEHTA,

— KJIACCU(UKALIUIO
YIPaBJIEHYECKUX IOKYMEHTOB;

— poJib yHU(UKAITUH U
CTaHJAPTU3AINH JOKYMEHTOB B
COBPEMEHHOM
JOKYMEHTAITMOHHOM
0o0ecrieueHnH yIpaBJIeHUS,

— COCTaB M HA3HAYCHUS
YHUDUIIUPOBAHHBIX CHCTEM
JOKYMEHTAIUH,

— HOPMBI CTUJISL YIIPABICHYECKIX
JIOKYMEHTOB;

— 0c00eHHOCTH 0(OPMIICHUS
TEKCTOB B aHKETHOM,
TpadapeTHOW U TaOIUIHON
dbopwme;

— COCTaB Ha3HAYCHHE
OpraHu3alMOHHO-TIPABOBBIX,
pacropsaUTEIbHBIX U
UH(POPMALIMOHHO-CITPABOYHBIX
JIOKYMEHTOB;

— COCTaB, PACIIOJIOKEHUE U
paBUIO 0OGOPMIICHUS
PEKBU3UTOB JOKYMEHTOB;

— (hopMbI Opranuzanuu padoTh C
JOKYMEHTaMH,

— HOPSI0K JABHIKEHHS
yIpaBJIEHYECKUX TOKYMEHTOB,
POJIb U OPTaHU3AIUIO KOHTPOJIS
UX UCTIOJHEHUS;

— 0COOEHHOCTH OpraHU3alNH
paboThI C
KOH(UIEHINATbHBIMH
JIOKYMEHTaMHU;

— COBPEMEHHBIE
UH(POPMALIMOHHbIE TEXHOIOTHH
B JIOKYMEHTAI[HOHHOM
0o0ecCIIeUeHN N,

— OpraHu3aIuio padoThl C
AIIEKTPOHHBIMHU JOKYMEHTaM,

— BUJIBI OPTTEXHUKHU B CITOCOOBI
€€ UCTIOIh30BaHUS B
JIOKYMEHTAIHOHHOM
obecrieyeHnn

COOTBETCTBHH C
MIpaBUJIAMU,
YCTaHOBJICHHBIMU
HOPMAaTUBHBIMH
JIOKyMEHTaMH,
SI3BIKOBBIMU
TpeOOBaHUSMHU K
0(pOPMIICHHIO
PEKBU3HUTOB;
YIPaBIEHYECKUX

— ohopMITATh
JIOKYMEHTAIUIO B
COOTBETCTBUH C
HOpPMAaTUBHOM
0asoii;

— HCIIOJIb30BAaTh
nH(pOPMaILMOHHbBIE
CUCTEMBI
JIOKYMEHTAIUH;

— OCYILIECTBIISITh
MIOVCK, XPAaHCHUE U
apXUBaIUIO
JIOKyMEHTOB,

— HCIIOJIb30BAaTh
TEJIeKOMMYHHUKAIIIO
HHBIC TEXHOJIOTHH B
AIIEKTPOHHOM
JIOKYMEHTOO0O0pOTE;

paboOTHI C HUMU,

— HaBBIKAMU
BEJICHUS JCIIOBOH
MIEPENUCKH C
JICIIOBBIMU
napTHEPAMH U
KJIMCHTAMH,

— HaBBIKAMU
paboThI C
OPITEXHUKOM,
IIPU CO3JaHUU U
HCIOJIb30BaHUU
JIETTOBBIX
JIOKYMEHTOB




2. CTpyKTYypa M coiepKaHHe JMCIUIIIHHbI
2.1 PacnpeaesieHue TPYA0EMKOCTH JUCHUILIMHBI IO BHAaM padoT

OO1mast Tpy0EMKOCTh TUCHHUIUIMHBI cocTaBisier 3 3ad. ei. (108 wacoB), X pacmpeieseHue o
BUJIaM pa0oT npescTaBieHo B Tabuune (05 cmyoenmos 3@0)

Bun yaeOHO# paboThI Bcero Kypc
4acoB (dachr)
4
KonrakTHasi pa6ora, B TOM yHcJe: 14,2 14,2
14 14

3aHATHSA JIEKIIMOHHOIO THUIIA 8 16
3aHATHSI CEMUHAPCKOr0 TUIIA 6 08
(ceMUHApBI, TPAKTUYCCKUE 3aHITHS)
HNHuas koHTaKTHAas padora: 0,2 0,2
KonTpons camoctostensHo pabotsl (KCP) - -
ITpomexyrounas atrectanus (MKP) 0,2 0,2
CamocTosiTe1bHAsi paboTa, B TOM YHcJIe: 89,8 89,8
ITpopaboTka yuebHOro (TeopeTuyecKkoro) MaTepuana 50 50
[TonroToBKa K TEKyIneMy KOHTPOJIIO | Jp. 39,8 39,8
KontpoJis: 4 4
[TonroroBka K 3auery 4 4
OO0mas Tpy10eMKoCTh qac. 108 108

B TOM 4HCJIe KOHTAKTHAsA 14.2 14.2

pabora

3a4. e 3 3

2.2 CTpyKTypa JUCHUNINHBI

Pacnipenenenuie Bu1oB yueOHOM pabOThI M UX TPYIOEMKOCTH I10 pa3jieiaM JUCIUIUINHBI.
Pa3nensl TUCHUITIIMHBI, H3yvaeMble Ha 4 Kypce (3aounas popma)

< KonnyectBo yacoB

oE AynutopHas | BueaynuropHas

é HaumenoBanue pasnenon pabora pabora

= Beero | m3 CPC

1 2 3 4 5 6

1 | Mcropus pa3BUTHS M COBPEMEHHOE JICIOTPOU3BOJICTBO 9,4 1 - 8,4

2 | lokyMeHTUpOBaHHAas HHPOPMALIUS: CYIIHOCTb U 9.4 1 i 84
OCHOBHBIE MTOHSTHS JAETOMPONU3BOICTBA ' ’

3 | XapakTepHuCTHKAa OCHOBHBIX BUIOB JIOKYMEHTOB 16 2 - 14

4 | IlpaBuna coctaBieHUs U OPOPMIICHHUS YIIPABICHUYECKON 16 i 5 14
JOKYMEHTAIIUN

5 | Opranuzanus KOMMEpPUECKOro U KOPIOPaTUBHOTO 18 i 5 16
JIOKYMEHTO000pOTa

6 | JenoBas noxkyMmeHTalnus: CiyxeOHas, AejoBasd, 12 2 i 10
MEXyHapOAHas Nepenrcka

7 | Opranuzanus ciy>k0bl TOKyMEHTAIIHOHHOTO 11 ) 5 9
obecneyeHus




8 | ABromMaTu3aIys IpoIeccoB ASIOMPOU3BOICTRA. 10 2 - 10
UTOIO no pazoenam oucyuniumsl: 101,8 8 6 89,8
Kontposb camocrostensHOM padotsl (KCP) -

[Tpomexxyrounas arrecramus (MKP) 0,2
[ToaroroBka K TEKyLeMy KOHTPOJIIO 4
OO01mmast Tpy10€MKOCTh 10 JUCIHILTAHE 108
2.3 Coaep:xanue pa3iesioB JMCHUILIMHBI
2.3.1 3aHATHSA JIEKIHOHHOTO THIIA

g

:;,")( HaumenoBanue . Popma

2 Temaruka JIEKIIMOHHBIX 3aHATUH TEKYIIEeTO

8, paszzena

- KOHTPOJISI

Z

1 2 3 4

1 | Ucropusi u Jenonpon3BoacTtBo B IpeBHEPYCCKOM roCyAapCTBeE.

COBPEMEHHOE [Ipukaznoe nenonpousBoactso XV—-XVII BB. Cucrema
JeTIOTIPOU3BOICTBO KOJUICKCKOTO JISTIONPOU3BOJICTBA. VICTIOTHUTETEHOE
MPOU3BOJICTBO. JlOPEBOIIOIMOHHOE OTEYECTBEHHOE
JEJIONPOU3BOCTBO. VICTOpHS ynpaBiieHus U T
nenornpou3BojictBa B 1917-1990 rr. Cucrema MUHUCTEPCKOTO
nenonpousBojacTBa. Crienuduka 1 0COOEHHOCTH
COBPEMEHHOT0 JIeJIONPOU3BOJICTBA. [ 0cyaapcTBEHHOE
peryirpoBaHue aenonpoun3Boactsa B Poccun. HopmaTuHbie
nokymeHnTsl, OCTBI.
2 | HokxymentupoBanHas | OCHOBHBIC MOHSATHS JACIOMPON3BOACTBA (ICIOTPOU3BOICTBO,
nHbopMaLIHS: JOKYMEHTUPOBaHUE, TOKYMEHTOO00POT, CUCTEMA
CYITHOCTb U JOKYMEHTAIUH, YHUPUITUPOBAHHAS CUCTEMA JJOKYMEHTAITUH ).
OCHOBHBIE MTOHATHS JlokymeHnTanbHble ncTouHUKH. Kinaccudukanms, pyHkumu u
JICIIOTIPOU3BOICTBA BHJIBI TOKyMEHTOB. CUCTEMBI JOKYMEHTAITNH, TIOHSITHE.
OcHoBHbIe (PYHKITMOHATIBHBIE CUCTEMBI IOKyMeHTaluu B PO.
Opranu3zanys Ae0MPON3BOICTBA HA TIPEIPUSTHH.
HopmartuBHo-MeToaMueckas 6a3a JOKYMEHTAIIHOHHOTO Y
obecrieueHus yrpaBicHUs. Y HU(PHUKAIMS ¥ CTaHIapTU3AIUS
nokyMmeHToB. MH(opManus B yrpaBieHYeCKON AesITeTbHOCTH.
VYnpasnenue nokyMeHTanuen. ['ocynapctBeHHas cucrema
JOKYMEHTAIMOHHOTO 00eCTIeUeHus yIPaBICHHUS.
Enwnas rocyrapcTBeHHas CHCTEMa JISTIONPOU3BOJICTBA.
Opranu3zanus nHGOPMAITMOHHO-TIOUCKOBBIX CUCTEM I10
JOKYMEHTaM Ha MPEANPUATHSIX.
3 | XapakTtepuctuka Odopmnenne nokymeHToB. Dopmatel Oymaru, mosis,

OCHOBHBIX BHJIOB HyMepaIis CTpaHull, ohopMIICHHUE JIaT, COKPAIICHHUS CIIOB

JTIOKYMEHTOB B JOKYMEHTaX, HalucaHue yucell, GU3NIECKUX BEITUYHH,
MaTemMaTHueckux ¢popmyii, opopmiieHne Tabaull 1
BBIBOJIOB, 3HAKU MPETMIMHAHUS U CUMBOJIBL. briaHku Y

ToKyMeHTOB. TpeboBanus Kk pa3padoTke. OpraHu3ainOHHbIC
JNOKYMEHTBL. PacniopsauTenbHble JOKYMEHTHI.
NudopmanmonHo-cipaBoYHbIe TOKYMEHTHI. PaboTa ¢
KOH(I)I/II[GHI_[I/Ia.HBHLIMI/I JOKYMCHTAaMMH.

6




6 | JenoBas

JlenoBast nepenucka. DTUKA JICIOBOT0 OOLICHUS.

JOKYMEHTALU: Ortudeckue HOpMBbI  (upMbL.  S3bIK  oKymMeHTa. Hopwmbl
ciry>keOHas, 1enoBasi, | opUIMAIbHO-IEI0BOr0  CTHIA. TpeOoBaHMs K  TEKCTaM
MEXIyHapoaHas nokyMmeHToB. Ha3Hauenue u kinaccudukaiysi 1e10BbIX MHUCEM.
IEepeIucKa Ilepennucka B A€/OBBIX KOMMYyHMKauusx. IlucemeHHas v
KOPPECTHOHICHLIUS. MexnyHnaponHas [epenucka.
MexayHapoaHble CTaHAApPTHl MO O(GOPMIICHUIO TOKYMEHTOB.
JlenoBast KOppecrnoHAEHIUS.
8 | ABromaTuzanms DJIEKTPOHHBIN JOKYMEHT. DJIEKTPOHHBIN
IIPOLIECCOB JTOKYMEeHTO000poT. KoMmmbloTepHble cpeacTBa MOATOTOBKH
JEJIONPOU3BO/ICTBA JOKYMEHTOB: OCHOBHbIe »OTambl. [logroroBka Tabnui B
JIOKyMeHTaX. TexHudeckue cpenctBa O(hUCHON AEATEIbHOCTH. y
Kpurepuun Be160pa 0pUCHON TEXHUKH.
[IpaBuna OezomacHO pabOTHI C TEXHUYECKUMH CPEICTBAMH.
[Iporpammuoe obecrnieueHue JIeJI0NPOU3BOJICTBA Ha
HpENNPUITHH.
IIpumeuanue: ¥ — ycTHBIN onpoc, JI — JIeKuus-1ucKyccust
2.3.2 3aHATHS CEMHHAPCKOT0 THIA
. ®opma
No Haumenosanue TeMarnka npakTUYECKUX 3aHITUI TeKymero
pasnena (cemmnHapoB)
KOHTPOJISI
1 2 3 4
4  |IIpaBuna coctasinenus u |1l.HopmaTuBHO-1IpaBoBast 6a3a JIOKYMEHTAllHOHHOT'O
odopmieHus obecrieyeHus.
yIpaBIe€HYECKON 2. T'OCTsl o opopMIICHHIO YIPABIEHYECKOW JOKYMEHTAIUH. TP
JOKYMEHTaluu 3. YHudukanus 1e10Boi JOKyMEHTAIUH.
4. TIpumepsl ohopMIICHUST PEKBU3UTOB.
5. Opopmnenne 6J1aHKOB MPETPUATHS.
5 |Opranuzanus 1. IokyMeHTOOOO0POT BXOJSAIIMX, UICXOAAIIUX U BHYTPEHHUX
KOMMEPUYECKOT0 U JIOKYMEHTOB.
KOPIIOPAaTUBHOTO 2. Jlo;KHOCTHASI MHCTPYKIUSA CIIEIUAMCTa O0IIEero oT/aena. [P
JOKYMEHTO000poTa 3. KonnuecTBeHHBIE U KAUECTBEHHBIE [10KA3aTEIN
JIOKYMEHT0000poTa.
7 |Opranuzanus cayx0sl  |1. Bua cinyx0bl 1 MaciTad BHIIOIHIEMBIX (YyHKIUH.
JIOKYMEHTAIIHOHHOT'O 2. OpraHu3anoHHasi CTPYKTypa CIy>KOBI. v
obecrieyeHus 3. JlokyMeHTa1us CIIy>KObl.

[Tpumeuanue: Y — yctHsli onpoc, [IP- mpakTuueckas padbora

2.3.3 JIaGopaTopHbIe 3aHATHSA: HE TIPETyCMOTPEHEI.

2.3.4 KypcoBble padoThl: HE IPEYCMOTPEHBI.

2.4 TlepeyeHb Yy4eOHO-MeTOAMYECKOIr0 o0ecmedeHUs A CaAMOCTOSATEIbHOH pPadoThI
00y4yaroImmxcs Mo JMCHUIVINHE




[TepeueHs yueOHO-METOAMYECKOTO 00ECTICUCHUS JUCIIUILTAHBI

Ne Bun CPC o
T10 BBIMIOJIHEHUIO CAMOCTOSITEIIbHON pabOThI
1 2 3
1 |[ToaroToBka K yCTHOMY
orpocy

2 |[loaroroska
K JICKIIUU-TUCKYCCUHU

3 |[loaroroBka x
[IPaKTHYECKON paboTe

4 |[logroroBska
K 3a4eTy

IlogroroBka K  TEeKylleMy  KOHTPOJIO,  INPOMEXYTOYHOM U
roCy/IapCTBEHHOW MTOTrOBOI aTTectanuu: Meroauuyeckue ykazaHus /
B.B. MunenkoBa, A.B. MamonoBa, A.B. KonoBanoBa. — KpacHonap:
Ky6anckwii roc. yu-T, 2019.

Y4eOHO-MeTOIMYECKUE MaTepuaibl JUIsi CAMOCTOSTEIbHOW paboThl OOYYArOIIMXCS W3 4HKCIa
WHBAJIUJIOB U JIMI] C OFPAHMYECHHBIMU BO3MOXKHOCTSIMHU 3710poBbsi (OB3) mpenocraBusitorcst B dopmax,
aIaITUPOBAHHBIX K OTPAaHUYEHUSAM UX 3JI0POBbs U BOCIPUATHS HHPOPMAIUU:

Jlist mur ¢ HapyIIeHUsIMU 3pEHUS:

— B IleyaTHOU popme yBeTMueHHBIM HIpUdTOM,

— B (popMe 2IIEKTPOHHOTO IOKYMEHTA,

— B dhopMe aynuodaiina,

— B meyatHoi (hopme Ha si3bIke bpaiins.

Jist muIL ¢ HapyIIeHUSIMH CTyXa:

— B miedaTHoi opme,

— B (popMe 3JIEKTPOHHOI'O IOKYMEHTA.
J1s AL ¢ HapyIeHnussMH OITIOPHO-JBHUIaTEIbHOTO aNapara:

— B 1e4atHo opme,

— B (hopMe JIEKTPOHHOT'O TOKYMEHTA,
— B opme ayauodaiina.

3. O6pa3oBare/ibHbIE TEXHOJIOTHHU

B nmponecce 0OCBOCHUA NUCHUIUINHBI ITIPUMCHAKOTCA TPAAUILTUNOHHBIC O6pa3OBaTeJ'IBHLIe TCXHOJIOT'HMH

(uHpOpMaIMOHHAs JIEKLIUS,

yCcTHBIA ompoc). Jlns obecrieueHust YCHEIIHOTO OCBOCHHUS JIMCIUTUIAHBI

MNPUMCHAIOTCA CIICAYIOIINC HWHTCPAKTUBHBIC CIIOCOOBI AKTUBU3allUU TI1I03HABATCIIbHBIX MPOHECCOB —
JICKOUA-AUCKYCCHA, CCMUHAP-AUCKYCCHA.

Kype Bup 3anatusa | Mcnoab3yeMble HHTEPAKTHBHBIC 00pa3oBaTe/IbHbIE KoanuecrBo
L, C) TeXHOJIOTHH 4acoB
300
JEKUUA-AUCKYCCUs 2
4 JI 1. UcTopust u cOBpeMEHHOE JEJIONMPOU3BOICTRO. 4
Hmoeo: 2

21.]'[5[ Jan; € OrpaHUYCHHBIMHM  BO3MOKXHOCTAMHU  3O0POBBA MPCAYCMOTPEHA OpraHu3alusd
KOHchIBTaI_II/Iﬁ C UCITIOJIb30BAHHUECM BHCKTpOHHOﬁ IIOYTHI.

4. OueHoOYHbIE U METOAUYECKHE MATEPHAJIBI
4.1 OueHovHbIe CpeACTBA /IS TeKYHIEro KOHTPOJISI YCIeBAeMOCTH M NPOMEXKYTOYHOM

aTTeCTalluu

O1eHOYHBIE CPE/ICTBA MPEIHA3HAYCHBI JIJI1 KOHTPOJIS W OLIGHKU OOpa30BaTEIIbHBIX TOCTHKCHHI
o0yJaromuxcsi, OCBOMBIIUX TMPOTpaMMy y4eOHOW MUCHHUIUTMHBI «KoMMepueckuid U KOPIIOpaTUBHBIN
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JTOKyMEHTO000poT». OIICHOYHBIE CpEACTBA BKIIOYAIOT KOHTPOJIBHBIC MaTepHaibl Ul IPOBEICHUS
TeKYIIero KOHTPOJisi B (QOopMe NpPaKTUYECKOH pabOThI, TECTOBOTO 3aJaHHs, WHPOPMALHUOHHOTO
COOOILEHHSI TI0 MPOOJEMHBIM BOIIPOCAaM, YCTHOTO OIpPOCa M NMPOMEKYTOUHON aTTecTalmuu B Gopme
BOTIPOCOB K 3a4eTy.

O1eHOYHBIC CpEICTBA Uil WHBAJIMIOB M JIMI C OIPAHMYCHHBIMH BO3MOKHOCTSIMH 30POBBS
BBIOMPAIOTCS C YUETOM MX WHAUBUIYAIBHBIX MICUX0()U3NIECKUX OCOOCHHOCTEH.

— Opd HEOOXOTUMOCTH WHBAJIUAAM W JIMIAM C OrPAaHHMYCHHBIMH BO3MOXKHOCTSIMH 3/I0POBbS
MIPEOCTABIISICTCS TOTIOJIHUTEILHOE BPEMs JIJIs IIOATOTOBKU OTBETA Ha 3K3aMCHE;

— TpU TPOBEICHUH TPOLEIYPbl OLICHUBAHUS PE3yJIbTaTOB OOYyYCHHsS WHBAIUAOB M JIUI[ C
OTpaHUYECHHBIMU BO3MOYKHOCTSIMH 3JI0POBbSI TIPEAYCMATPHBACTCS] UCIIOJIB30BAHNE TEXHUYCCKUX CPEICTB,
HEOOXO/JMMBIX UM B CBSI3U C UX UHIMBHYAIbHBIMH OCOOCHHOCTSIMH;

— IpH HEOOXOTUMOCTH Il OOYYarOMIMXCSl C OTPAaHWYCHHBIMH BO3MOXKHOCTSIMH 3JIOPOBBSI U
MHBAJIKMJIOB NpOLEAYypa OLCHUBAHHS PE3yJbTaTOB OOYYCHUS IO JUCUUILIMHE MOXKET IMPOBOJHUTHCS B
HECKOJIbKO ATAIloB.

[Ipouenypa OLEHUBAHUS pPE3YJLTATOB OOYYCHUS WHBAJIMIOB M JIMI[ C OrPAaHHYCHHBIMHU
BO3MOKHOCTSIMH 3JI0POBbsSI 110 JTUCHHUIUIMHE (MOJYJII0) MPEIyCMaTpUBAaET MPEIOCTABICHUE HH(POPMALIUU
B (popMax, aJaliTHPOBAHHBIX K OTPAHHYCHHUSM UX 3[I0POBbS U BOCHPUSITUS HHOOPMALIUH:

J1J1st U1 ¢ HApYILICHUSIMH 3PCHHS:

— B [IEYaTHOM (hOpME YBEITMYCHHBIM IIPUPTOM,

— B )OopMe DIIEKTPOHHOTO JIOKYMEHTA.

Jlns AL ¢ HapyIIeHUsAMHU CIlyXa:

— B [TIeYaTHOU opme,

— B pOopMe PIIEKTPOHHOTO TOKYMEHTA.

J1J1st U1 C HApYIIEHUSIMH OTIOPHO-JIBUTATEIIBHOTO ammapara:

— B miedaTHoi opme,

— B (hopMe DIIEKTPOHHOTO IOKYMEHTA.

JlaHHBIN TepedeHb MOXKET OBITh KOHKPETHU3UPOBAH B 3aBHCUMOCTH OT KOHTHHICHTA
00y4aroIuXxcs.

CTpyKTypa OLEHOYHBIX CPEICTB AJIsl TeKyIIeil U MPOMeKYyTOYHOM aTTecTaluu

Ko HaumenoBanue
! . OIIEHOYHOT'O CPEJICTBA
Ne KonTponupyemsbie pazaesnsl KOHTPOJMPYEMOU
. [Ipomexxyrounas
n/m JUCITUTLIAHBI KOMIIETEHIINHU Texymuit
aTTecTaIus
(wm ee yacTH) KOHTPOJIb
(Bompocs! Ha 3aueTe)
Uctopus u coBpemeHHoe
1 P P OITK-6 v, 4-7
JIeIOTPOU3BOJICTBO
JloxymeHTHpOoBaHHas
uH(pOpMaLUs: CyIIHOCTb U
2 IK- 1-
OCHOBHBI€ MTOHSTHUSA 0 6 Y 3,30
JIETIOTIPON3BO/ICTBA
XapakTeprucTHKa OCHOBHBIX
3 BHJIOB JIOKYMEHTOB OIIK-6 v 11-13, 28
[IpaBuna cocraBienus u
4 | opopMIieHUS YIIPABICHUECKOM OIIK-6 I1P 9-10, 31--2
JIOKyMEHTAIUU
Opraau3zanys KOMMEPUYECKOTO
5 | ¥ KOpPIOPaTUBHOTO OIIK-6 I1P 8, 19-27, 30, 47
JIOKYMEHTOO000pOTa
ast JIoK arus:
6 JenoBas n1oKymeHTaLMs OIK-6 v 14-18
cimyxeOHasi, 1ey1oBas,




MeXIyHapOaHas Mepenucka

Opranuzanus ciryK0bl

7 | TOKYMEHTaIlMOHHOTO OIIK-6 vy 33-38, 41-42
o0ecrieyeHus

8 ABTOMAaTH3aIUs TIPOIECCCOB OI1K-6 v 40, 43-46.48-50
JIEJIONIPOU3BOICTBA.

IToka3aTenu, KpUTEPHH M MIKAJIA OLEHKH C(POPMUPOBAHHBIX KOMIIETEH LU

Koa u CooTBeTCTBHE YPOBHEH OCBOEHHSI KOMIIETEHIMHU IJIAHUPYEMbIM
HAHUMEHOBaHUe pe3yjbTaTaM 00yYeHUsi 1 KPUTEPUAM UX OLlCHUBAHUS
KOMIIeTeHIUI NOPOroBbIN \ 0a30Bblil \ NPOABHHYTBIH
Ouenka
Y 10BNIETBOPUTETBHO Xopo1110/3a4TeHo OTnuyHO/3a4TEHO
/3a4TeHO
OIIK-6 3naem: 3naem: 3naem:
crocobeH — CYLIHOCTb, — KItaccu(huKaIuio — COCTaB Ha3HA4YCHHE
IIPUMEHSATH B HANpPABJIEHUS U BUJIbI YIPABJICHYECKUX OpraHU3alMOHHO-
po(eCCUOHANBHOM | JOKYMEHTAIIMOHHOTO JIOKYMEHTOB; MIPaBOBBIX,
ACATCIIPHOCTH obecrniedeHus — HOPMBI CTHJIS pacnopsauTCIbHBIX U
HOPMAaTHUBHBIE YIPABIICHHUS; YIPABICHYECKUX nH(OPMAaLIMOHHO-
MIPaBOBBIE AKTHI B — CTaHJapTHBIC TEPMUHBI |  JTOKYMEHTOB; CIPABOYHBIX IOKYMEHTOB;
cdepe cepuca JOKYMEHTAlMOHHOIO | — (hOpMBI OpraHu3alyu | — COCTaB, PACIOJI0KEHUE U
obecrnieueHus; paboTEI ¢ PaBMIIO O(HOPMIICHUS
— CYLIHOCTb, CBOWCTBA, JOKyMEHTaMU PEKBU3UTOB JOKYMEHTOB;
(GYHKIIUHN U CTPYKTYPY — NOPSIIOK ABUKECHUS
YIIPaBJIEHYECKOTO Ymeem: YIPaBICHYECKUX
JOKyMEHTa — ohopMITATH JOKYMEHTOB, pOJIb U
JIOKYMEHTALUIO B OpraHU3alMI0 KOHTPOJIS
Ymeem: COOTBETCTBUU C UX UCIIOJIHEHNS,
—oopmiIATh HOpPMAaTUBHOM 0a30i | —ocoOeHHOCTH
PEKBHU3UTHI OTAEIBHBIX OpraHu3aluu padboThl ¢
BUJIOB Braoeem: KOH(MUICHIIMATEHBIMU
YIPaBJICHUCCKHUX — HaBBIKaMHU CO3JaHU AOKYMCHTAMMH;,
JIOKYMEHTOB B YIIPAaBICHYECKUX — COBPEMEHHBIE
COOTBETCTBUU C JIOKYMEHTOB U nH(OpMaIMOHHBIE
MIpaBUIIAMH, OpraHu3aluy padoThl C| TEXHOJOTHH B
YCTaHOBJIEHHBIMH HUMU; JOKYMEHTallMOHHOM
HOPMaTHUBHBIMU — HaBBIKAMU BeJIEHUS o0ecrieueHunu;
NOKYMCHTaMH, JIEJIOBOM MEPENUCKU C | — OpraHu3aInio PadOTHI C
SI3bIKOBBIMU JICTIOBBIMHU ITAPTHEPAMH|  DJICKTPOHHBIMU
TPeOOBAHUAMH K U KIIMEHTaMU JTOKYMEHTaM
oopmIIeHHIO
PEKBU3UTOB Yveem:
— UCIIOJIB30BAaTh
Baaoeem: uH(pOpPMaIMOHHBIE
— HaBbIKaAMH CO3/TaHUA CHCTEMBI IOKYMCHTAIWH,
YIPaBJICHICCKUX — OCYLLECTBIISTH ITOUCK,
MNOKYMCHTOB 1 XpaHEHUE U apXUBaLUIO
OpraHu3aI paboTHI C JIOKYMEHTOB;
HUMH — MCIOJIb30BATh
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TEICKOMMYHHKAIIMOHHBIC
TEXHOJIOTHUHU B
JIIEKTPOHHOM
JOKYMEHTO000pOTE

Braoeem:

— HaBBIKaMU CO3/1aHHUs
YIIPaBICHYECKUX
JIOKYMEHTOB U
opraHuzanuu paboTsl ¢
HUMU;

— HaBBIKaMU BEICHUS
JIEJIOBOM NEPENHCKU C
JIEJIOBBIMU [TapTHEPAMU U
KIIMEHTAMU;

— HaBbIKaMU pabOTHI C
OpPITEXHUKOH, IIPH
CO3/IaHUHU U
UCIIOJIb30BaHUU
JIEJIOBBIX JJOKYMEHTOB

TunoBble KOHTPOJIbHbIE 3aJaHUSI WJIM HHble MAaTepHAJIbl, He00XOAMMbIe Il OLEHKHU
3HAHM, YMEHHWiIl, HABBIKOB M (MJIH) ONbITA [AEATEJbHOCTH, XAPAKTEPHU3YKIOIUHUX ITAMNbI
¢GopMupoBaHusi KOMIIETEeHIM B Mpolecce 0CBOEHHUsI 00Pa30BaTEeIbLHON MPOrPaAMMBbI.

[TprMepbl KOHTPOJIBHBIX 3a/laHUM packpbiBatoT komnereHuo OITK-6.

Ilpumepot mem 0ns npogedenusn 1eKYUU-OUCKYCCUU.

Jlekuus-guckyccusi Ne 1. Tema: «McTopus 1 cOoBpeMeHHOE 1eJI0NPOU3BOACTBO»:
Jenonpon3BoicTBO B JpeBHEPYCCKOM rOCyAapCTBeE.
[Ipukasnoe penonpoussoactso XV—-XVII Bs.

Cucrema KOJIJIEKCKOIo JeIONPON3BOCTBA.

HcnomHuTenbHOE NPOU3BOACTBO.

J1opeBOIIOLIMOHHOE OTEYECTBEHHOE JIETIONPOU3BOJICTBO.
Uctopus ynpasnenus u aenonpousBoactsa B 1917-1990 rr.
Cucrema MUHHCTEPCKOTO JI€TIONPOU3BO/ICTBA.

Crnenuduka 1 0coOOEHHOCTH COBPEMEHHOTO JICIONPOU3BOJICTBA.
. 'ocynapcTBeHHOE peryanupoBaHue J1eJI0npou3BoicTBa B Poccun.
10 Hopmarusnsie nokymentsl, 'OCTBI.

©CoNoR~wWNE

Hptmep eonpocoe ona YCMHO20 onpoca K 3aHAMUAM JIEKUUOHH020 muna:

Jleknus Ne 2. Tema «CymiHOCTh M OCHOBHbIE IIOHAATHSA [1€JI0NIPOU3BOICTBA)
1. ®yHKIMM TOKyMEHTa

2. Bunpl TOKyMEHTOB M MX KJIacCH(UKAIUS

3. HopmaTtuBHO-TipaBoBas 6a3a AeI0mpon3BOCTBA

4. bnanku 1oKyMeHTOB. TpeboBaHuUs K U3TOTOBICHHUIO M 0(hOPMIICHHUIO OIaHKa.
5. CocraB pexkBu3uTOB. CXeMa pacoyoKeHHs] pEKBU3UTOB.

Ilpumep mamepuana 013 nposepKu 3HAHUI YMEHUTl, HABLIKOG U ONbLIMA 0EAMEIbHOCIU CHYOeHma
HA 3AHAMUAX CEMUHAPCKO20 MUNA:
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Ilpumep eonpocoe ona ycmnozo onpoca

Cemunapckoe 3ansitue Ne 6. Tema: «OdopMmieHue 1e10B0Oi JOKYMEHTALMID).
1. PekBU3UTHI J€0BOr0 MUCHhMA.

2. Knaccudukarnus ae0BbIX MUCEM U MPABUIILHBIN BBIOOD.

3. JlemoBo# CTUIIb MHChMA.

4. DJIEKTPOHHOE JI€JIOBOE MUCHMO

Ilpumep npakmuueckoii padomeul.

Kaxiplii CTYACHT J0JDKEH COCTaBUTh OOLINI OJIaHK MPEANPUATHS C YTTIOBBIM U ITPOAOIBHBIM
BapHaHTAMHU PACIOIOXKEHUS peKBU3UTOB Ha (hopmate A4.

Llenb BBIMOMHEHUS 3aJaHUSI — U3YYUTh cocTaB pekBu3uToB OPJl, mpaBuina ux opopmiieHus,
dhopmymsip — obpazer; OP 1.

[TproGperaemble yMEHHMSI IPU BBIOJIHEHNH 3aJJaHUs] — HAYYUThCSI KOHCTPYUPOBATh OJaHKU
KOHKPETHOTO MPEANPHUATHS B 3aBUCUMOCTH OT UX Ha3HAYEHUSI.

Mertonnyeckue ykazanus. YToObl BBIIIOJIHUTD 33JaHUE, HEOOXOIUMO:

— O3HAKOMHTHCS C TAKETOM JIOKYMEHTOB;

— COCTaBUTH OJIAHKH.

3aganue 1:

1) cocraBuTh 00MmMi OJAHK KOHKPETHOTO MPEIIPHUATHS C IPOJOJIBHBIM PACTIOI0KECHUEM
peKBU3HTOB Ha (hopmate A4,

2) cocTaBUTh 00N OJJAHK KOHKPETHOTO MPEIIPUSATHS C YIIIOBBIM PACIOJI0KEHUEM PEKBU3HTOB
Ha opmate A4;

3) cocTtaBuTh OJIaHK KOHKPETHOI'O BUJIA IOKYMEHTA KpOME MHUChMa;

4) cocTaBUTh OJIAHK CTPYKTYPHOTO MOAPA3AEICHUS MPEANPUATHS WU JOKHOCTHOTO JIMIIA;

5) cocTaBuTh OJIAHK MTHUCHMA.

3ananue 2. M3roToBUTH 001Ul OJ1aHK C YITIOBBIM U IIPOAOJIBHBIM PACIOIOKEHUEM PEKBU3UTOB
TOCTUHUYHOTO IPEINPUSTHS, CTPYKTYPHOTO MOJAPA3AETICHUS U TOJKHOCTHOTO JIUIA, IEJIOBOTO MUChbMa
Ha koMnbioTepe. Cnath paboTy Ha IPOBEPKY Ha CIEAYIOUINH CeMHHAp.

PesynbTarsl npakTHyeckoil paboTel 0OPMIISIOTCS B BUE pacledyaTaHHbIX JOKYMEHTOB Ha

mucte popmara A4.

3a4yeTHO-IK3aMeHAIMOHHbIE MATEPUAJIbI ISl IPOMEKYTOYHOH aTTecTAIINH (3a4eT)
Bomnpocs! k 5k3aMeHy HallelIeHbI Ha TPOBEPKY chopmupoBanHocTH KomreTeHnu OITK-6

Bonpoce! 1J1 NOATOTOBKM K 3K3aMEHY:

. OCHOBHBIE TIOHSATHUS M TEPMHUHOJIOTHSI YIIPABICHHUS TOKYMEHTAIIMOHHBIM 00eCTIeueHIEM
. @YHKIIMU JOKYMEHTa

. Busipl TOKyMEHTOB U uX Kjlaccupukauus

. lenonpoun3BoaAcTBO B JIpeBHEPYCCKOM roCy1apCcTBe

. [Ipukaznoe nenonpounsBoactBo XV—XVII BB. CrucreMa KOJIEKCKOTO IeTONMPOU3BO/ICTBA
. Cucrema muHHcTepcKoro aenonpouspoacTsa XIX — nauana XX B

. Uctopus ynpasnenus u aenonpousBojactea B 1917-1990 rr

. HopmaTuBHo-mIpaBoBast 6a3a 1emonpon3BoICTBA

. bnanku nokymenToB. TpebGoBaHMs K U3rOTOBICHUIO 1 O(OPMIICHHIO OJIaHKA.

10. TOCT P 7.0.97-2016. CoctaB pekBU3UTOB. CxeMa pacronokKeHUss pEKBU3UTOB

11. Oprann3anOHHO-IIPABOBBIE TOKYMEHTBI TOCTUHUYHOT'O MPEANPUATUSL

12. Opranu3aiiOHHO-pacoOPsIAUTENbHbBIE TOKYMEHTbl TOCTUHUYHOTO TPEANPUiTUS

13. adopmaiioHHO-CIIpaBOYHbIE JOKYMEHTHI

14. TlonsTue u kiaccupuKanus CIy>KeOHBIX MHCEM.

15. Cnenuduka 1eI10BOTO CTUJIS TUChMA. DTHKET B CIIYKEOHOU TIepenucKe.

16. Opopmnenue ciryxkeOHOTO TUCHEMA

O 001N Nk~ W —
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17. Pa3HOBHIIHOCTB CITY)KEOHBIX TTHICEM

18. Ocobennoctu ohopMIIeHHS MUCEM, TTEPEIABAEMBIX HJIEKTPOHHOM MOYTOMN

19. CtpykTypa JOKyMEHTALUHU 10 JUYHOMY COCTABY

20. CocraB nporieaypsl U JOKYMEHTHUPOBAHUE TIpHEeMa TpaXkJaH Ha paboTy

21. CocraB nporeaypsl 1 JOKYMEHTHPOBAHUE TIEPEBOIa COTPYAHUKOB Ha padoTy

22. JIokyMEeHTHPOBaHKE TOOIIPEHHS] pAOOTHUKOB

23. JIokyMEeHTHPOBaHUE NPOLEAYPbI IPUMEHEHHS JUCLUINIMHAPHOTO B3bICKAHUS

24. JIokyMEHTHPOBAaHUE TIPOIIEAYPhI YBOJILHEHUSI paOOTHHUKA

25. OdopmiteHne ciry>keOHONM KOMaHIHPOBKH

26. OdopmiteHne OTITycKa

27. IcTouHMKH 1T000pa TIepCoHaa JIjIsl OpraHu3aiuu

28. KonduneHnuansHas JOKyMEHTAIHS

29. OcHOBHBIE HAIPABIICHUS] COBEPIICHCTBOBAHUS COCTaBa M (POpPM JOKYMEHTOB

30. TToHsATHS ¥ IPUHLIMIIBEI OPTaHU3ALUHN TOKYMEHTO000pOTa

31. O6paboTKa BXOJAIMUX, UCXOSIUX U BHYTPEHHUX JJOKYMEHTOB ITPEIIPUATHS

32. Peructpauus 1oKkyMeHTOB. MHaeKcanusi JOKyMEHTOB

33. KoHTpoabs UCTIOTHEHUS JOKYMEHTOB

34. OnepaTuBHOE XpaHEHHUE eI

35. OdopmiieHre JOKYMEHTOB U JIeJI K YHHYTOKEHHIO U Ha UIUTENIbHOE (IOCTOSTHHOE) XpaHEHHE

36. ApxvBHOE XpaHEHHUE e

37. IloacueT u onTUMH3ANKUS JOKyMEHTO000pOoTa

38. FOpunuueckue GopManbHOCTU U JOKYMEHTBI IPU OTKPBITUH U PETUCTPALIMU IPEATNPHUITUS

39. JIokyMEeHTOO0OPOT TOCTUHUYHOTO IPEITPUSITUS

40. ABromartu3anus J10KyMEHTOO00pOTa FTOCTUHUYHOIO MIPEAIPUATHS

41. Ha3znavenwue, 3ajauu, CTPYKTypa U COCTaB CIIYKObI YIIPaBJICHUS JOKYMEHTAI[MOHHBIM
obecriedyeHneM

42. Opranu3aliOHHO-PACTIOPAIUTENbHAS JOKYMEHTAIUS CITY:KOBI YIpaBIeHUS
JIOKYMEHTAIMOHHBIM 00ECTICYCHUEM

43. TexHu4yecKue CpeAcTBa, UCIOIb3YEMbIC TPH CO3JaHUN U 00PAOOTKU JOKYMEHTOB

44. Kputepuu BbIOOpa 0pUCHON TEXHUKH

45. IlpaBuna 6e30macHOCTH pabOThI C TEXHUYECKUMH CPEACTBAMHU

46. ABTOoMaTH3alMs 1E€JIO0MPOU3BOJICTBA: OCHOBHBIE MOHITHS U MIPUHIIMIIBI

47. 3anagHble CHCTEMBI JIeJIoNpou3BoAcTBa B Poccun

48. ABTOMaTHU3UpPOBAHUE JIETONPOU3BOJICTBA, JIETIOBBIX MPOLEAYP U JOKYyMEHTOO00pOTa Ha
npeanpusTii. OCHOBHBIE KATETOPHUH MOJIB30BATENEH CUCTEM aBTOMATU3AIMH IEIONPOU3BOICTBA U
JIOKYMEHTOO0O0pOTA.

49. IlepcrieKTHUBBI pOCCUICKON MHIYCTPUU aBTOMATH3alluU AEIONPOU3BOACTBA

50. ABroMaTu3alus mpouecca yupasieHus JOrOBOPHBIMU IIPOLECCAMH Ha IPEIIPUITUH

4.2 MeroanuecKkue MaTepHuaJibl, ONpeleJsaonue NpoueAypbl OLeHUBAHUS 3HAHUN, YMEHUH,
HABBIKOB M (MJIH) ONBITA AEATEJbHOCTH, XaPAKTEPHU3YIOIIMX ITaNbl (POPMUPOBAHUS KOMIIETEHIIHI

MeTtoauyeckue peKOMeHAaLNHU, ONpeie/ISIoNMe NPoueAypPbl OCHNBAHUSA 3a4eTe:

Jns >¢pdexkTuBHON MOATOTOBKHM K 3a4eTy IMpolLecC M3y4yeHUs Marepualia Kypca IMpearnoyaraet
JOCTaTOYHO MHTEHCUBHYIO PabOTy HE TOJBKO Ha JIEKIHUSIX U CEeMHUHAPax, HO U C Pa3IMYHBIMH TEKCTAMHU,
HOPMAaTUBHBIMH JJOKYMEHTaMU M WH(OPMALMOHHBIMU pecypcaMu. B KkauecTBe OCHOBHBIX 3JIE€MEHTOB
y4eOHOro mpolecca BBICTYMAIOT MPOOJIEMHO-OPUEHTHPOBAHHBIE JIEKIUHM C  OOBSCHEHHWEM U
WUIIOCTPUPOBAHUEM  KIIIOUEBBIX TMOHATUH © B 00JaCTM KOMMEPYECKOTO U  KOPHOPATHUBHOTO
JIOKyMeHTooOopoTa. Takke Ha ceMUHapax OyayT 00CyKIaTbcs Pe3ybTaThl OTJCIBHBIX pedepaToB.

Oco0oe BHHMMaHHE HaJl0 OOpaTHTh Ha TO, YTO MOJTrOTOBKA K 3adeTy TpeOyeT oOpaileHus He
TOJBKO K yuyeOHHMKaM, HO M K uHpopmanuu, conepxamieiics B CMU, a taxke B cetu MuTepuer. B
pasnene «CHHCOK pPEKOMEHAYEMOH JMTepaTypbl» IPHUBEJCH CIHMCOK YYEOHHMKOB, INEPHOANYECKHUX
W3/1aHui, HOPMaTUBHBIX IOKYMEHTOB U peCypcoB ceTu VHTEpHET, KOTOpbIE MOTYT OKa3aThCsl MOJIE3HBIMU
IIPU U3Yy4YCHHUH Kypca.
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Kpumepuu oyenxu omeema cmyoenma na 3aveme.

3ayer sBisieTcs: (HOPMOI OIEHKM KayecTBa OCBOCHUS CTYICHTOM 00pa30BaTENIbHOW MPOTPaMMBbI
o qucruiuimHe. [lo pe3ynpTaTam 3adera CTYIACHTY BBICTABIISIETCS OLIEHKA «3aYTCHO» WIIH «HE 3a4TCHOY.

3ayer MpoBOAMTHCS B (hOpME YCTHOTO OMpOCA IO BOMPOCAM M3YYEHHBIX TEM Ha JICKIIUOHHBIX U
MIPAKTUYECKHX 3aHATHUSX, & TAKXKE 110 BOMPOCAM TEM JJIsSI CAMOCTOSTEIILHON padoThI CTyIeHTOB. CTyIeHTY
3amaercsi | BOIpOC M3 3apaHee yCTaHOBJICHHOTO crrucka. Ha moaroroBky maercs 20 MUHYT. DK3aMeHATOP
MOJKET TMPOCTABUTh 3aUeT 0€3 Oompoca TeM CTYyJEHTaM, KOTOPhIE aKTUBHO padOTaM HAa MPAKTUYSCKUX
(ceMUHAPCKUX ) 3aHATHSX.

[IpenogaBaTens MPUHMMAET 3a4€T TOJIBKO MPU HATWYHH BEJOMOCTH W HAJUICKAIIMM 00pazoM
oopMIICHHOI 3aueTHON KHIKKH. Pe3ynbTar 3auera 0OBSBISIETCS] CTYICHTY HENOCPEICTBEHHO TOCIIE €T0
C/Iauu, 3aTe€M BBICTABJISICTCS B DK3aMCHAIIMOHHYIO BEAOMOCTh W 3QUeTHYIO KHIDKKY CTynaeHTa. Ecnm
B IIpOIIeCCe 3a4eTa CTYIECHT UCIIOIb30Bal HEIOMYCTUMBIC JTOTIOJIHUTEIILHBIE MAaTePHAIIbI, TO 3K3aMEHATOP
MMEET MPaBO U3BATH MIMAPTAIKY U TTOCTABUTh «HE 3aUTEHOY.

[lpy BBICTaBICHMM OIICHKH 95K3aMCHATOP YYHWTHIBACT 3HAaHUE (HAKTHUYECKOro Marepuania
IO MPOTpaMMe, CTENeHb AKTUBHOCTH CTYACHTA HA CEMUHAPCKUX 3aHSTHSX, JIOTHKY, CTPYKTYPY, CTHIIb
OTBETa; apryMEHTHPOBAHHOCTh OTBETA; YPOBEHb CAMOCTOSTEIBHOTO MBINUICHHS, HAJIHMYUE MPOITYCKOB
CEMHHAPCKHUX U JICKIIMOHHBIX 3aHSATHH 110 HEYBAKUTECIIBHBIM MPUIHMHAM.

OrneHka «3a4TeHO0» CTaBUTCS CTYACHTAaM, OTBET KOTOPBIX CBUAETEILCTBYET O IIIyOOKOM 3HAHHH
MaTepuaa 1o nporpamme Kypcea, 3HaHUU KOHIICTITYJIbHO-TIOHATUIHHOTO arapara Kypca, JUTepaTypsl 1o
KypCy, COJCpXHT B IICJIOM NpPaBUIBHOE, HO HE BCEr/a TOYHOE U apryMEHTHPOBAHHOC W3JIOKECHUE
MaTepuara.

OneHka «He 3a4TeH0» CTAaBUTCA CTYACHTaM, HMEIOLIUM CYIIECTBEHHBbIE MpoOesbl B 3HAHUU
OCHOBHOTO MaTepuaia IO MpPOorpaMMme, IOMYCTHBIIMM TMPUHIUIHAIBHBIE OIMUOKU MPH H3JI0XKCHHUH
MaTepuala, a TAKKE He JaBIIUM OTBETa Ha BOIPOC.

MeTtoauyeckue peKOMEeHAALMHU, ONPeAe/IAIoNMe NPOneAyPbl OLCHMBAHNS YCTHOIO ONpoca:

Kaxnoe cemuHapckoe 3aHATHE IO COOTBETCTBYIOIIEH TEMaTHKE TEOPETUYECKOIO0 Kypca COCTOMT
U3 BOIPOCOB [UIsl MOATOTOBKHM, HA OCHOBE KOTOPBIX NMPOBOJUTCS YCTHBIM ONPOC KaXAOrO CTYIECHTA.
Taxoke nocne n3yueHust Kakaoro pasjelia CTyAEHThI AJIs 3aKpEMJICHUs IPOEJICHHOI0 MaTepyaia MUIILyT
pedepaTuBHbIe pabOTHI 110 TOTIOJIHUTENBHBIM MaTepUaiaM Kypca.

[TpenonaBatens 3apaHee 0OBABISAET BOIPOCH], KOTOPbIE OYAYT paccCMaTpUBaThCs HA CEMUHAPCKOM
3aHATHA. CTYAEHT NOJDKEH BHHMMATEIBHO O3HAKOMHUTBHCS C MATE€pHAlIOM, HCIOJb3Ys IPENIOKEHHBIE
IpernojaBaTesieM HCTOUYHUKH JIUTEpPaTypbl U COOCTBEHHbIE HMH(OpPMalMOHHBIE pecypchl. CTYIEHT Hpu
IIOATOTOBKE K CEMUHAPY MO>KET KOHCYJIBTUPOBATHCSI C IIPENIOAABATENEM U MOJIY4aTh OT HErO HABOJAIINE
pa3bsicHeHus. [lociie OkOHYaHUS YCTHOTO ONPOCa CTYAEHTAaM BBICTABIISIFOTCS OLIEHKHU:

— OLIEHKA «3ayYmeH0» BBICTAaBIISETCS CTYJIEHTY, €CJIM BOIPOCH! PACKPHITHI, U3JI05KEHBI JIOTHYHO, 0e3
CYUIECTBEHHBIX  OIIMOOK, TIOKa3aHO yMeHue paboraTh ¢ KapTorpapuyeckuM MaTepUajioM,
MIPOIEMOHCTPUPOBAHO YCBOEHHUE paHee U3yYeHHbIX BOMPOCOB. JlomyckaloTcss He3HAUuTeNbHbIE OIIMOKH;

— OLICHKA «He 3aumeHo» BBICTABISETCS, €CIU HE PAaCKPBITO OCHOBHOE COJAEP)KaHUE Yy4eOHOro
MaTepHasa; OOHapy>KeHO He3HAHHE WM HEMOHMMaHHue OoJbIlel, M Hanbosee BaXKHOM YacTH yueOHOro
MaTepuasa; JOMyUIeHbl OIMOKY B ONpeesIeHUH MOHATUH, KOTOPbIE HE MCIPABIIEHBI MOCJIE HECKOJIBKUX
HaBOJSIINX BOIPOCOB; HE YMEHHUE paboTaTh ¢ KapTorpauIeckuM MaTepHaIoM.

MeToanyeckue peKoOMeHIALUN, ONpPeIeIsIoNe MPoueaypbl ONeHNBAHUS TUCKYCCHOHHBIX
TeM:

Jlexyus-ouckyccus — onquH u3 HambOosnee dPPEKTUBHBIX COCOO0B ISl OOCYKIEHUS CIOXKHBIX U
aKTyaJbHBIX Ha TEKYIIUH MOMEHT BOIPOCOB, OOMEHA OIMBITOM W TBOPYECKUX WHHMIIMATHB. Takas gopma
OOIIIEHUs] TO3BOJIAET JIy4llle YCBOWTh MaTepHall, HaWTH HEOOXOJMMBIC pEIICHHS B Tpollecce
3¢ GEeKTUBHOTO aManora. YCJIOBHE pa3BEePTHIBAHHMS MPOAYKTHBHOW JUCKYCCHH — JIHYHBIC 3HAHMSA,
KOTOpBIE MPUOOPETAIOT CTYACHTHI HA JIEKIHSIX U CaMOCTOSATENbHOU pabore. Ocobas poyib B JEKIUU-
JMCKYCCHH OTBOJHTCS TENarory, KOTOPBIA OmpeaessieT Kpyr MpoOjeM M BONPOCOB, MOIJIEKAIIHX
OOCYXJICHUIO; 3aMHTEPECOBBIBACT CTYACHTOB TEMOW JIEKIIMM W KPYroM OOCYXIaeMbIX MpoOIieM,
CTHUMYJIUPYET aKTUBHOE y4acTHE CTYICHTOB B JICKIIMH-AMCKYCCHH, TIOOIIPSET BBICKa3bIBAHHUE CTYJACHTAMHU
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COOCTBEHHOTO MHEHHSI 1O OO0CYXJIaeMbIM BOIpPOCaM; MOAOHMPAET OCHOBHYIO M JOIMOJHUTEIBHYIO
JUTEpaTypy MO TEME JICKIHU JUIsS JIOTOJHUTEILHOW IMOATOTOBKH CTYACHTOB; pacmpeaesseT (opMbl
y4acTusi ¥ QYHKIIMH CTYJICHTOB B KOJUICKTUBHOW PabOTe; MOABOIUT OOIIHIA UTOT JICKIIUH-TUCKYCCHH.

Cemunap-ouckyccusi — JHANOTHYecKoe OOIICHWE YYaCTHHUKOB, B IMPOIECCe KOTOPOTO uepes
COBMECTHOE y4acTHe OO0CYXIAI0TCS M PEIIAloTCs TEOPETUYECKHE U MpaKTHUYecKhe mpobiemsl kypca. Ha
00CyXJIeHUE BBIHOCATCS HanboJiee akTyaabHbIE MPOOJIEMHBIC BOIIPOCH YYCOHOW AUCHUILTHHBI. Kaabrii
U3 YYaCTHUKOB JHCKYCCHU JOJDKCH: HAYYUTHCS TOYHO BBIPAKATh CBOU MBICIH B JIOKJIAQAC WIH
BBICTYIUICHHH TI0 BONPOCY; aKTUBHO OTCTaMBaTh CBOI TOYKY 3PCHHS; apryMEHTHPOBAaHO BO3PaXKarTh,
OIpOBEpraTh OMIMOOYHYIO TO3HIMIO. YCJIOBHUE DPAa3BEPTHIBAHUS MPOJYKTUBHON UCKYCCHH — JIMYHBIC
3HaHUs, KOTOPbIE MPUOOPETAIOT CTYJCHTHI Ha JICKIUAX U CAMOCTOSTENIbHOM padore. YacThio ceMuHapa-
JTUCKYCCUU MOTYT OBITh 3JIEMEHTBI «MO3TOBOTO IITypMay, «ICIIOBOM UTPHI».

Ocobast pons B cemMuHape OTBOmUTCsS memarory. OH JOJDKEH: ONPENeIuTh KPyr MHpolieM u
BOIIPOCOB, MOJISKAIIUX 00CYXKACHUIO; IOJ00paTh OCHOBHYIO U JIOTIOJIHUTENBHYIO JUTEPATYpy IO TeMe
CeMHHapa JUIs JIOKJIATYUKOB M BBICTYIAIOIINX; PAacHpeAcsaTh GOpMbl ydacThs U (QYHKIMU CTYJICHTA B
KOJUIGKTHBHOH paboTe; TOTOBUTH CTYJICHTOB K BHIOPAHHOMY POJICBOMY YYACTHIO; IIOBOIUTEH OOIIHA HTOT
JCKYCCHH.

Kpumepuu oyenxu pabomul 06yuarowuxcs Ha 1eKyun/ceMuHape-oucKyccuu:

— OIICHKA «3aYTEHO» BBICTABIISACTCS, €CJIU CTYACHT, TPAMOTHO U3JIOXKHII TpodiieMy, chopMHpOBal
TOYHBIC HAYYHBIC 3HAHUS, JIOTUYCCKU HM3JI0KWJI OTBETHI, OLEHKA «3a4YTCHO» MOXET OBITh BBICTABIICHA,
€CJIM CTYAEHT BBINOJHUI paboTy oobeme 70% u BhIIIIE;

— OIICHKA «HE 3a4TEHO» BBICTABISACTCS, €CIM CTYACHT HE HW3YyYWJ MPEICTABICHHBIC Ha
paccMOTpeHHe BONPOCH, HE c(OpMUpOBaN HaydyHbIE 3HAHUS MO paccMaTPUBAEMOMY BOIIPOCY, HE
y4aCTBOBAJ B JJUCKYCCHH.

MeTtoauyeckue peKoOMeHAAalMH 110 BHINOJHEHUIO MPAKTHYeCKO padoThl
(npezentanus B Microsoft PowerPoint)

[TpeseHTanust JaeT BO3MOXKHOCTh HAIJISIIHO IPEICTaBUTh MHHOBALMOHHBIE WUJEU, pa3pabOTKu U
IUTaHbl. YueOHas Mpe3eHTalMsl MpeJICTaBIseT co00il pe3yapTaT caMOCTOATENbHOM paboThl CTY/IEHTOB, C
MIOMOUIBI0 KOTOPOH OHM HAIIAJIHO JEMOHCTPUPYIOT MarepHalbl MYOJIMYHOTO BBICTYIUIEHUS MEpen
aynutopueil. OTHOM U3 OCHOBHBIX IIPOIPaMM Ul CO3JaHUS IPE3EHTALUN B MUPOBOM ITPAKTUKE SIBIISIETCS
nporpamMma PowerPoint komnanun Microsoft.

KomnbroTepHas npeseHTanus — 3To ¢ailil ¢ He0OOX0MMBIMU MaTepUanaMu, KOTOPBIA COCTOUT U3
MOCJIEI0BATENBHOCTH ciaiioB. Kakaplil ciaaiin cofepKUT 3aKOHUEHHYIO 110 CMBICIY MH(OpMAINIO, TaK
KAaK OHA HE MEPEHOCUTCS Ha CIENYIOIIMH ClaiiJ aBTOMaTU4YECKH B OTJINYHME OT TEKCTOBOI'O JOKYMEHTA.
CryneHTy — aBTOpYy IPE3eHTALUU, HEOOXOIMMO YMETh pacIpeesaTh MaTepUall B Ipe/esiax CTPaHULIbI U
IpPaMOTHO pa3MellaTh OTAeNbHble OO0BEKThl. B 3TOM emy moMoXeT Habop TOTOBBIX OOBEKTOB
(MUKTOTpaMM, TEOMETPUUYECKHX (UTYP, TEKCTOBBIX OKOH U T.1.).

beccriopHbIM TOCTOMHCTBOM MPE3EHTALUU SBJISETCS BO3MOXKHOCTH MPU HEOOXOJIUMOCTU OBICTPO
BEPHYTbCA K JI000OMY M3 paHee NPOCMOTpEHHbIX crhaiinoB IlpeseHTanmsi mnoMmoraer camomy
BBICTYIAIOUIEMY He 3a0bITh IJIABHOE U TOUHEE PACCTaBUTh aKI[EHTHI.

Cmpykmypa npezenmayuu

VYepxuBaTh aKTUBHOE€ BHUMAHHE CIymiaTejell MOKHO He Oosiee 15 MUHYT, a, ClienoBaTelIbHO,
P CPEJHEM pacyeTe BPEMEHU MPOCMOTpa — | MHHYyTa Ha CllaiJl, KOJIMYECTBO CIANIOB HE JIOJIKHO
MpeBbIIAaTh 15-TH.

[lepBblii cnaii mpe3eHTauuu JOJKEH coAepkaTbh TeMy paboThl, (aMHUIINIO, UMS U OTYECTBO
WCIIOJIHUTEINS, HOMEp y4yeOHOW TIpymmbl, a Takke (aMUIINIO, UMs, OTYECTBO, JIOJDKHOCTh U YUEHYIO
CTETEHb NIPENOJaBaTEIs.

Ha BTOpowMm craiine nenecooOpa3Ho MpeAcTaBUTh LENb U KPaTKOE COiepKaHHUE MTPEe3eHTAIUH.

[Tocnenyromuue ciaaipl HEOOXOAUMO Pa30UTh HA pa3JeNibl COTIACHO MTyHKTaM IJIaHa padoThI.

Ha 3axmrounTenbHbli cail BBIHOCUTCSI CAMO€ OCHOBHOE, INIABHOE U3 COJIEPKAHUS IPE3CHTALH.
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Pexomenoayuu no ogpopmaenuro npezenmayuii 6 Microsoft Power Point:

Jl1s BU3yanbHOTO BOCIPHATHS TEKCT Ha Claiilax Mpe3eHTaluu J0JDKEeH ObITh He MeHee 24 mT, a
JUTs1 3ar0JIOBKOB — HE MeHee 32 TT.

Maker npe3eHTanuu J0JKeH ObITh 0(OpMIIEH B €IMHOM 11BeTOBOM ramme. DOH He JT0JKEH OBITh
CJIMIIIKOM SIPKUM WJIM MecTpbIM. TeKCT A0MKeH Xopoino yutatbes. OHU U T Ke 3JIEMEHThI Ha pa3sHbIX
claiijax OJKeH OBITh OJIHOTO IIBETA.

[IpoctpancTBO ciaitna (3KpaHa) TOKHO OBITh MAKCUMAJIbHO MCIOJIB30BAHO, 32 CUET, HAIPUMED,
yBenuueHus: macmrtaba pucyHka. Kpome Toro, mo BO3MOKHOCTH HEOOXOJMMO 3aHHMAaTh BEPXHHUE V4
IJIoMaau ciaija (3KpaHa), MOCKOJIbKY HWXKHSS 4acTh 9KpaHa IUIOXO MPOCMATPUBAETCA C MOCIEIHUX
PAIOB.

Kaxnaplii cnaily JOJDKEH COJEpXaTh 3aroJioBOK. B KOHIIE 3arojioBKOB TOYKa HE craBUTCS. B
3arojIoBKax JOJDKEH OBITh OTpa)KEH BBIBOJI M3 MpeACTaBlIeHHOW Ha cnaiiae uHpopmanuu. OdopmieHue
3aroJIOBKOB 3arJIaBHBIMU OYKBaMU MOKHO HCIIOIH30BaTh TOJBKO B CIIy4ae MX KPATKOCTH.

Ha cnaiine cnegyer nomemares He 6ojnee 5—6 cTpok u He Oosiee 5—7 ClIOB B IpeiIoKeHUH. TekcT
Ha cjaiax JOJKEH XOPOIO YUTATHCS.

[Ipu noGaBieHUU PUCYHKOB, CXEM, AUarpamMm, CHHUMKOB SKpaHa (CKPHHILIOTOB) HEOOXOIUMO
MPOBEPUTH TEKCT H3THUX DJIEMEHTOB Ha Haimuuue omuOok. Heobxoaumo mpoBepsTh MPaBHIBHOCTH
HanucaHMs Ha3BaHUH ynuil, haMuIMii aBTOPOB METOJUK U T.1I.

Henp3s meperpyxars ciaiiipl aHUMalMOHHBIMU d()eKTaMu — ATO OTBIEKAeT CIymaTelield OT
CMBICIIOBOTO cojepxaHus ciaiiaa. [{ns cMeHbl cnaiiJoB MCHOJb3yWTE€ OJMH U TOT K€ aHMMALIMOHHBIN
¢ dekr.

Tlopsaook u npuryunvl GLINOIHEHUSI KOMNbIOMEPHOU NPE3eHMAaYUU.

[lepen co3maHueM mMpe3eHTAIUM HEOOXOJUMO YETKO ONPEAENTUTHCA C IEIbI0, CO3/1aBacMOM
MIpEe3eHTAIMH, MMOCTPOUTh BCTYIUIEHHE U CHOPMYIUPOBATH 3aKIIOYEHUE, MPUIIECPKUBATHCA OCHOBHBIX
ATANoB U PEKOMEHAYEMbIX MPUHIIMIIOB €€ CO3/IaHuUs.

OcHogHbie npuHYUNbl 8bINOJIHEHUS U NPeOCMABNeHUsl KOMNbIOMEPHOU NPEe3eHMAYUU.

— KOMIIBIOTEpHAsI TIPE3CHTAlMsl HE TpeJaHa3HayeHa Il aBTOHOMHOTO WCIIOJIb30BAaHMS, OHA
JTOJDKHA JIUIIIH IIOMOTaTh JIOKJIAYMKY BO BPEMsI €T0 BBICTYIIJICHHUS, TPABUIILHO PACCTaBIIATh aKI[EHTHI;

— HE YCJIOXHAWTE MPE3EHTALNIO U HE NIEPErpyKaiTe €e TEKCTOM, CTATUCTUYECKUMU JAaHHBIMHU U
rpaguIecKuMU N300paKEHHUSIMU;

— HE YWTalTe TEeKCT Ha claijax. YCTHas pedb JOKIAaTIMKa JOJKHA JOMOJHATh, OMUCHIBATh, HO
HE TIepecKa3biBaTh, MPEICTABICHHYIO Ha claiiiax HHPOpMAIHUIO;

— J1aifTe BpeMsl ayJIMTOPUH 03HAKOMUTHCA ¢ HH(OpMaIMen KakI0ro HOBOTO Cllaiiia, a y)Ke 1mocie
ATOTO JaBaTh CBOU KOMMEHTAPHH MTOKA3aHHOMY Ha dKpaHe. B mpoTHBHOM ciydyae BHUMaHUE CyIIaTeN e
OyZeT pacceuBaThcs;

— genaite mnepepbiBbl. He cieayer TOpONMUTBCA € JAEMOHCTpaluend MOCIEAYIOIIEro Cliaiia.
[To3BosbTe ciymaTensM MoAyMaTh U YCBOUTH HH(OPMAITHIO;

— MPEMIOKUTE Pa3IaTOYHBIA MaTepuan B KOHIIE BBICTYIUICHHS, €Cld 3TO Heobxomumo. He
JieNaiiTe 3TOT0 B Havase Ui B CeperHe JOKIaa, T.K. Bce BHUMaHUE JI0JDKHO OBITh MPUKOBAHO K BaM U K
JKpaHy;

— 00s13aTeNbHO OTPEJAKTUPYITE MPE3CHTAIMIO MEePe BBICTYINICHUEM TOCTIE TIPEIBAPUTEIHLHOTO
IIPOCMOTpa (PENETULINH).

B npunosicenuu momemniarorcs mo HEOOXOAMMOCTH HWJUTIOCTPUPOBAHHBIE MaTEpHANbl, UMEIOIINE
BCIIOMOTaTeNbHOE 3HaUYeHUE (Ta0IHIIbI, CXEMBI, IUATPAMMBI | T.I1.).

Kpumepuu oyenxu npezenmayuu:

MaxkcumanbHoe Onenka
Odpopmnenue npesenmayuu KOJIMYECTBO 0aJLIOB TpernoiaBaTess
TutynbHbIl craii (opurnHaibHOE 0(OPMIICHHE) S)
Hcnonp3oBanue pomnonHuTenbHbIX 3¢ dexroB PowerPoint 5
(cmena ciaiiioB, rpadrika, aHuMaIus)

Cooepocanue npezenmayuu

CooTBeTcTBHE YUCOHBIM TIETISIM U 3a/1a4aM \ 10
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OTpakeHre OCHOBOIIOJIAraloIIero BOIpoca 10

Hanudue 351€eMEHTOB UCCIeI0OBaHUS 110 TEME 10

BriBO1bI, 000CHOBAaHHBIC C HAYYHON TOYKH 3PCHUS, 10
OCHOBaHHBIC HA JIAHHBIX UCCIICIOBAHUS

Ogopmnenue mexcma

Teker npeacraBiaeH rpaMOTHO, IOCIEN0BATEIbHO, UMEET 10
JIOTHYECKYIO 3aBEPIICHHOCTh

TexcT xopomio untaem (mogdop mpudra u Gpona) 5
OdopMieHre CIaiIoB B €IMHOM CTHIIS 5}
CooTBeTCTBHE IM3aliHA COJICPIKAHUIO MPE3CHTAUN 10
Tpebosanus K 6blCMynIeHUIO

CtyneHT CcBOOOJHO BIAJCET COJCPXKAHHUEM, SICHO U 5
IpaMOTHO M3JIaraeT MaTepuall

CTyneHT cBOOOJHO U KOPPEKTHO OTBEYAET HA BOIPOCHI U 5
3aMEUYaHus ayIUTOPUU

CTyoeHT TOYHO YKIJIAIBIBAETCS B PaMKH periamMeHTa 5

nokiazaa (15 Munyr)

Obwuii bann/oyenka 100*

*[1epeBoj 0aIOB B OLIEHKH NIPUBEJECH HUXKE.
Ouenka «omauyHo» cTaBUTCA eciii cymma 6ansos coctasiser ot 80 qo 100.
OrneHka «xopouio» CTaBUTCS €ClIi cymMMa 0ailoB coctasiisieT oT 60 10 79.
Oruenka «yodogremsopumesnbHo» CTAaBUTCS ecliu cyMMa 6auioB coctasisieT ot 40 1o 59.
OLieHKa «He Y0081emeopumenbHoy» CTaBUTCS €CJIM CyMMa 0ajllioB cOCTaBisieT MmeHee 39.

5. IlepeyeHb OCHOBHOH M /IONOJHHUTEIbHOH Y4eOHOH JUTepaTypbl, HeO0OXOAUMOW [Jisi
OCBOCHUS TMCUMILIMHBI.

5.1 OcHoBHasi IuTEpaTypa:

1. KysnenoB WM.H. JlokymeHTanMoHHOe oOecrieyeHue yrpaBieHus. JlOKyMEHTOOOOpOT W
JEJIONPOU3BOJICTBO [DIEKTPOHHBIN pecypc]: Yy4eOHUK M MPAaKTUKYM JJis NMPUKIAJAHOTO OakanaBpuaTa. —
M.: UzparensctBo FOpaiit, 2018. — 461 <c¢. — Pexum goctyna: http:// https://biblio-
online.ru/viewer/7873BF4B-A3F7-44E2-8EC0-1E3D6392702A

2. Kopuees U.K., ITmenko A.B., Mamypues B.A. JloOKyMEHTHpOBaHUE YIPaBIECHYECKON
NESTeIbHOCTH + TeCThl B 30C [DIEKTpOHHBIM pecypc]: y4eOHMK M NPAKTHKYM JI aKaJeMHYeCKOIo
OakanaBpuata. — M.: MsnarensctBo [Opaiit, 2018. — 384 c. — Pesxum moctyma: http:// https://biblio-
online.ru/viewer/04FOAOD5-BF41-47D1-9AA9-FA622A3FEA49

3. I'punbepr A.C., T'opbaués H.H., Myxamermmua O.A. JlokyMeHTalumOHHOE oOOecreyeHue
yrnpaBieHus [DnekTpoHHbINH pecypc]: yueoHuk. — M.: IOnutu-/ana, 2015. — 391 c. — Pexxum nocrymna:
http://biblioclub.ru/index.php?page=book&id=115031

4. Poroxun M.IO. JlokymMeHTallMOHHOE OOECTICUCHHE YMpaBlICHUs [DIEKTPOHHBIA pecypc:
npaktuyeckoe mnocobue. — M.; bepmun: [upexkr-Menua, 2014. — 398 c. — Pexum pocryma:
http://biblioclub.ru/index.php?page=book&id=253705

21.]'[5[ OCBOCHHA OUCHUIUIMHBI HHBAJIMAAMU MW JIMOaAMU C OrpaHUYCHHBIMU BO3MOKHOCTSIMU
3A0POBbA UMCIOTCA U3JaHUA B 3JICKTPOHHOM BHU/IC B 3JICKTpOHHO-6H6J'II/IOTC‘{HBIX cucteMmax «JIaHby .

1. Tumodeena E.C. JlokymMeHTaIMOHHOE 00ECTIeYeHHE YIIPABICHHS COLUATBHO-KYIbTYPHBIM

CEPBUCOM M TYPU3MOM [ DNEeKTpOHHBIN pecypc]: yaeb. mocodue. — Cankt-IlerepOypr: D0 CIIOYTYuD,
2009. — 175 c. — Pexxum moctyna: https://e.lanbook.com/book/63809.
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2. I'ymuna U.A., 3aiineBa H.A. JlokymMeHTallMOHHOE OOECII€YEHHUE YNPABJICHUS B COLUAIBHO-
KYJIBTYPHOM C€pBHCE U TypHu3Me [DJIeKTPOHHBIN pecypc]: yueOHoe mocobue i CTyIeHTOB By30B. — M.:
Ansda-M: UHOPA-M, 2010. - 239 c. — Pexum nocryna: https://e.lanbook.com/book/69308

5.2 lonotHUTEILHAS JIATEpPATYypa:

1. [llyBanosa H.H., iBanoBa A.}O. OCHOBBI J1e10MPOU3BOICTBA. S3BIK CTyKEOHOTO JOKYMEHTA
[DneKTpOHHBIN pecypc]: YUEOHHK U TPAKTUKYM JUIs aKaJeMUdYecKoro OakanaBpuara. — M.: M3naTenbcTBo
FOpaiir, 2018. — 375 ¢. — Peskum mocryma: http:// https://biblio-online.ru/viewer/E472872E-07FD-4FDA-
AT714-897DACSE36DA

2. Unpucosa A.P., AxmeroBa A.D. TexHOJIOTUN TOKYMEHTAIIMOHHOTO ¥ HHHOBAIIMOHHOTO
obecrnieueHus yrpaBieHus [ DIeKTpoHHbBIN pecypc]: yueOHnoe mocobue. — Kazans: KI'TY, 2010. — 180 ¢. —
Pexxum moctyma: http://biblioclub.ru/index.php?page=book&id=258929

3. CamaxsanoB E.B. ABToMaTH3upoBaHHas cucTeMa JOKYMEHTAlMOHHOTO 00ecreueHus
yInpaBJieHus [DneKTpoHHbIi pecypc]. — M.: Jlaboparopus kaury, 2010. — 99 c. — Pexxum nocrymna:
http://biblioclub.ru/index.php?page=book&id=97300

4. lemun FO.M. JlenonpounsBoactBo. JJOKyMEHTAIlMOHHBIA MEHEKMEHT [ DJIEKTPOHHBINA pecypc]:
yaeOHoe mocobue. — M.; bepnun: Jupekr-Menua, 2014. — 205 c. — Pexxum ngocryma:
http://biblioclub.ru/index.php?page=book&id=253657

5. Poroxxun M.IO. Opranuzanuus nenonpousBoactsa npeanpustus: (Ha ocaose ['OCT P6.30-
2003) [DnexTpoHHBIN pecypc]: yueOHO-TipakTHUeckoe nocodue. — M.; bepnun: lupexr-Menua, 2014. —
209 c. — Pexxum pocryma: http://biblioclub.ru/index.php?page=book&id=253709

6. KazakeBuu T.A., Tkanuu A.U. JlokymeHnToBeaeHue. JloOKyMEHTallMOHHBIN CEPBUC
[DmekTpoHHEBIH pecypc]: yIeOHUK U IPAKTHKYM JUIsI IPUKIaHOTO OakanaBpuara. — M.: M3marenscTBo
FOpaiit, 2018. — 177 c. — Pexxum poctyma: http:// https://biblio-online.ru/viewer/98462230-A63D-402F-
A36A-24C2D22B5BC5

7. HekpacoBa M.JI. JlokyMeHTaIlMOHHOE OOecTIeYeHHe yIpaBiIeHHs Ha MPEANpUITUIX Typu3Ma U
cepBuca [Tekcr]: yueObnoe mocodue / M. JI. Hekpacosa; M-Bo o6pa3oBanus u Hayku Poc. denepanuu,
Ky06anckuit roc. yu-1. - Kpacnonap: [KybaHnckuii rocynapctBeHsslil yausepcurer], 2009. - 656 c¢. — 52
ar3.

5.3 llepuoanueckue u3gaHus (KypHaJIbI):

1. lenonpon3BoACTBO.

2. J1enonpou3BOACTBO U TIOKYMEHTOOOOPOT Ha MPeANPUATHH.
3. Cekperapckoe aeno.

6. MeToauyeckne yKazaHus s 00y4alOUIUXCSl 0 OCBOEHUIO JUCIHUNIMHBI

Metoauueckue yKkazaHus JUisi 00y4aroImuxcsi B 00IIeM BH/JIE U3JI0KEHBI B CIEAYIOIIEM U3aHUN

ITonroroBka K TeKyIeMy KOHTPOJIIO, TIPOMEXYTOUYHON M FOCYAAPCTBEHHOW HTOTOBOM aTTeCTalUH:
Meronnueckue ykazanus / B.B. MunenkoBa, A.B. MamonoBa, A.B. KonoBamoBa. — KpacHomap:
Ky®6anckwuii roc. yu-t, 2019.

B Meroandeckux yKa3aHUAX OTPaXEHbl CYIIHOCTh MW COJEpPKAHME TEKYIIEro KOHTPOJIA
YCHEBAEMOCTH, OMKMCAaHbl BUbl ayAUTOPHBIX 3aHATUN U PEKOMEHJAIMU 0 MOJATOTOBKE K HUM (JIEKIUH,
MpaKTUYECKHE, CEMUHAPCKHE 3aHsATUS U T.JA.), BHEAYAUTOpHAas, Hay4yHO-HCCJeIoBaTellbcKas padora,
OLIEHOYHBIE CPEJICTBA JIJIsl POBEACHUS TEKYIIEro KOHTPOJs (YCTHBIN OMpoc, cCeMUHAp-IUCKyCCUs U JIp.),
METOJIMYECKUE PEKOMEHAAIMHU IO TMOATOTOBKE K Pa3MYHBIM BUIAM KOHTPOJS, MPEAYyCMOTPEHHBIM
MIPOMEKYTOUYHOM aTTECTALUEM.

B ocBoeHnM AUCIUTUIMHBI HHBAJIMIAMHU U JIMIIAMH C OTPAaHUYEHHBIMU BO3MOXXHOCTSIMU 37I0POBbSI
0oJbIIOE 3HAUECHUE WMEET WHANBUAYyalbHas ydeOHas paboTa (KOHCYNbTAlUK) — JIOTIOJHUTEIHHOE
pa3bsicHeHuE y4eOHOTo MaTepHuaia.

NuauBuayanbHble KOHCYIBTAIMH 110 TIPEIMETY SIBIISIFOTCS BaXKHBIM (DAKTOPOM, CITOCOOCTBYIOIIUM
WHIUBUAYAIU3alHMH 00yYeHHs] U YCTAHOBJICHHUIO BOCIIMTATEIBHOIO KOHTAKTa MEXY MpernoJaBaTesieM U
00yJaroIuMCsi THBAIUIOM WJTH JIUIIOM C OTPAaHHYEHHBIMUA BO3MOXKHOCTSIMH 37I0POBBSI.
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B ocBOCHMM DUCHHMIUTMHBI UHBATHIAMHU U JTUIAMH C OTPAHMYEHHBIMA BO3MOXKHOCTSIMU 370POBbBS
00JbIIOE 3HAYEHUE HMEET HWHAMBUAYalbHas ydyeOHas paboTa (KOHCYNbTALUM) — JIOMOJHUTEIbHOE
pa3bsCHEHUE y4eOHOTO MaTepuania.

NuauBuayaibHble KOHCYJIbTAIMH 10 MPEIMETY SIBIISIFOTCS BaXXHBIM (PaKTOPOM, CIIOCOOCTBYIOIIMM
WHIUBUAYIA3AIAA OOYYCHHSI M YCTAHOBJICHHIO BOCIIUTATEIHPHOTO KOHTAKTa MEXY MPErogaBaTesieM U
00y4aroIuMCcsi THBAIUIOM WJIH JIUIIOM C OTPaHUYEHHBIMU BO3MOKHOCTSIMU 37J0POBbSI.

7. IlepeyeHb HMH(OPMAIMOHHBIX TEXHOJIOTUH, WCNOJb3yeMbIX IIPH OCYIIECTBJIEHHHU
00pa3oBaTeILHOIO NMpolecca Mo AUCHUIINHE.

7.1 Ilepevyenb MHGPOPMANMOHHO-KOMMYHHKANMOHHBIX T€XHOJIOTHIi:

B mnpouecce oOyueHHs] HCHONB3YIOTCS pa3Hble BHJbI MH()OPMALMOHHO-KOMMYHUKAIIMOHHBIX
texHoyioruii. OOpa3oBarenbHbie cpenctBa MKT: cpeacrtBa, obecrieunBaromiyie 0a30BYIHO MOJITOTOBKY
(971eKTpOHHbIE y4eOHUKH, CUCTEMbI KOHTPOJIS 3HAHUM), BCIOMOraTejbHbIE CPEACTBa (IHLUKIIONEANH,
CIIOBapH, MYJIbTUMEIUHHBIE ydeOHbIE 3aHATHA); HHPOPMALMOHHO-OOydaronme (AJIEKTPOHHBIE
OUOINOTEKH, 3JEKTPOHHBIE KHHUIH, 3JIEKTPOHHBIE NEPUOJMYECKHUE W3JIaHMs, CIOBApH, CIPAaBOYHUKHU,
o0yyJaromye KOMIBIOTEPHBIE TPOTrPaMMBbl, HH(OPMAIIMOHHBIE CHCTEMBI); HHTEPAKTHBHBIE (JIEKTPOHHAS
noura, DONC); nouCKoBbIC (pealn3yloTCs Yepe3 KaTalor, TOUCKOBBIC CHCTEMBI).

[lepeuerb  pecypcoB  HH(DOPMAIMOHHO-TEICKOMMYHHUKAIMOHHONH  cetn  «MHTepHETY,
HEOOXOIMMBIX ISl OCBOCHHS TUCIIUTLIHHBIL

1. Poccuiickas 'ocynapctBennast bubmuoreka — http://rsl.ru.

2. MunucrepctBo Tpancnopra Poccuiickoit ®eneparmu — http://www.mtr.gov.ru.

3. depepanbHas cayxba rocyaapcTBeHHO# ctatuctuku — http://www.gks.ru.

4. Poccus B OKpyxarorieM mupe (exeroanuk) — http://eco-mnepu.narod.ru/book.

5. ExxenneBnast JIoHIOHCKas ra3era, CICHUATM3UPYIOMIAsCS Ha MPoOJieMaX MOPCKHX MEPEBO30K —
http://www.lloydlist.com.

6. MexayHapoaHash MOpCKash OpraHum3aius — Cheluanu3upoBanHoe yupexaeHne OOH,
CIOCOOCTBYIOIIEE COBEPIICHCTBOBAHHUIO MPOIEAYP MEXKIYHAPOIHOTO MOPCKOTO CYIOXOJICTBA —
http://www.imo.org.

7. MexyHapoHasi OpraHH3als TPAKIAHCKON aBHAlMK — CHCIUATM3UPOBAHHOE YUPEKICHHE
OOH, ycTraHaBIHMBaKoOIIee MEKIYHAPOIHbIE HOPMbI, HEOOXOAMUMBIC AJsi obecrieueHUs] Oe30MacHOCTH,
HAICKHOCTH U 3PPEKTUBHOCTH BO3AYIIHOTO coodmeHust — http://www.icao.int.

8. IndopmarimoHHsIi pecypc — WWw.rostransport.com.

7.2 IlepevyeHb  JIMIEH3HOHHOTO W  CBOOOJHO  PacHpOCTPAHSEeMOro  MPOrpaMMHOIO
olecreyeHust:

1. Windows 10 KopniopatuHas.

2. Microsoft Office mpodeccnonansubIi moc 2016.

3. AuTHUBHMpYCHas 3ammTa (QU3NYecKuX pabounx craHiuii U cepsepoB: Kaspersky Endpoint
Security qst 6usneca — Crangaptasiid Russian Edition.

4. 1500-2499 Node 1 year Education Renewal License.

7.3 IlepeyeHb cOBpeMeHHBIX NPOPeCcCHOHAIBHBIX 0a3 [JaHHBIX H HH(OPMALUOHHBIX
CIPABOYHBIX CHCTEM:

Kaxnpiii oOydaronuiicsi B TEYEHHE BCEro Iepuojaa OOydeHHs OOeCTedYeH WHIAMBUIYaIbHBIM
HEOTPaHUYEHHBIM JIOCTYIIOM K 3JIEKTPOHHO-OMOIMOTEUHBIM CUCTEMAM:

1. Dnextponnas OuOnMoTeuHas cucremMa «YHuBepcurerckas Oubmnmoreka ONLINE»
(www.biblioclub.ru)

2. DnekTpoHHas oubnroTedyHas cuctemMa u3aarenbcTa «Jlanby (http://e.lanbook.com)

3. DraexrponHas oubnmoreunas cucrema «fOpaii» (http://www.biblio-online.ru)
DnektponHas oudnuoreunas cucrema «BOOK.ru» (https://www.book.ru)
DnexkrponHas oubmuoreunas cucrema «ZNANIUM.COM» (www.znanium.com)
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Jns obywaromumxcs obecriedeH AOCTyN (yOAJeHHBIH AOCTYI) K CIEAYIOUIUM COBPEMEHHBIM

HpO(beCCI/IOHaJIBHLIM 0azam JaHHBIX, I/IH(i)OpMaLII/IOHHBIM CIIPpaBOYHBIM U IMOUCKOBBIM CUCTEMAM:

. Koncynwranr ITimroc — cripaBounas npaBoBast cuctema  (http://consultant.ru)
. Web of Science (WoS) (http://apps.webofknowledge.com)

. Hayunas snextponnas 6ubanoreka (HOB) (http://www.elibrary.ru)

. Dnekrponnas bubnunoreka uccepranuii (https://dvs.rsl.ru)

. KubepJlenunxa (http://cyberleninka.ru)

. «JIextopuym TB» (http://www.lektorium.tv)

. HanmonanwsHas snexrponnas oubnuoreka (http://m36.pd)

~No olh~ WN -

8. MaTtepua/ibHO-TEXHHYECKOE o0ecriedeHne 1Mo JUCHUIIHHEe

Ne Bup pabot HaumenoBanue yuyeOHOU ayqUTOPHH,
€€ OCHAIllEHHOCTh 000PYZ0BAHUEM U TEXHUYECKHUMHM CPEeICTBAMU 00yUeHUs
1 | Jlekunonusie Jlexumonnsle aymutopun (1207, W211, WN218, WM219) ocHaieHsl
3aHATHUA HEOOXOAUMBIMU TEXHUUECKUMH CpEJICTBAMHU OOYUEHHs: KOMIIBIOTEPOM,
CTEPEOCUCTEMOM, WHTEPaKTUBHOU TpUOYHOH, MYJIbTUMEIUMHBIM
IIPOEKTOPOM M COOTBETCTBYIOIIMM HporpaMMHbeIM oOecneyenueM (I10)
(Windows Media Player, Microsoft Office 2010), ¢ Berxomom B MHTEpHET.
Bcee ayauropun ocHamieHbl y4yeOHBIMHM JJOCKaMH, KOMILIEKTOM Yy4eOHOH
Mebenu
2 | CemuHapckue VYuyeOHble ayqUTOpUW JUId TPOBEJNCHUS 3aHATUH CEMHHAPCKOro THIIA
3aHATHS (1200, 1201, 1205, M208) ocHamieHbl y4eOHOW HOCKOW, MPOEKTOPOM,
9KpPaHOM
3 | I'pynmoBsie KaOunets! 1u1st rpynnoBsIX (MHAUBUAYAIbHBIX ) KOHCYabTanuil (1206, 11214,
(uaouBHRyanbHbIE) | M1217) ocHaleHbl NEpCOHATBHBIME KOMITBIOTEPAMU C BBIX0JI0OM B MHTEpHET,
KOHCYJIBTALIUU M®V, yyeOHuMKamMH, Y4EOHbBIMH U Yy4E€OHO-METOJIUYECKUMHU MOCOOHIMH,
MIPOEKTOPOM ISl JIEMOHCTpPALlMU  CIai10B, MOOWJIBHBIM 3KPaHOM IS
IIPOEKTOpa
4 | Texymuit KOHTPOJIb,| YUeOHBIE ayIUTOPUM S TPOBEACHUS 3aHATHHA  JIGKLIMOHHOTO U
MIPOMEKYTOUHAS cemuHapckoro tuna (11200, 201 1205, U207, 1208, U211, U218, N219)
aTTecTanus OCHAIlleHbl HEOOXOIMMBIMU TEXHUUECKUMH CPEICTBAMU O0yUCHHUS
5 | CamocrositenbHas | KaOuner 11t camocrositenbHOM pabotel cryneHTa (M205a), ocHaiien
paboTa cTyzneHTa KOMIIBIOTEPHON TEXHMKOH C BO3MOXKHOCTBIO TMOJAKIIIOYEHHUS K CeTH

«HTepHET», TPOTrpaMMON HSKPAHHOTO VYBEIHMYEHUS U 00eCreueHHBIN
JOCTYIIOM B 3JEKTPOHHYIO HH(DOPMAIIMOHHO-00pAa30BATENbHYIO CpeIy
YHUBEPCUTETA
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