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1. ]_Ie.]'ll/l H 3aJa4Y1 U3YUYCHUSA TUCHUIIJINHDBI

1.1 Hesan ocBoeHus1 JMCHUIUIMHBI «KOMMepUYecKuii 1 KOPIOPATUBHBIA JTOKYMEHTO000pOT) -
(dhopMUpOBaHHE Yy CTy/ICHTA 3HAHWUH U YMEHHI B 001acTH 0230BBIX MOHSATHI U IPUHIIUIIOB COBPEMEHHOM
CHCTEMBI JJOKYMEHTAIHOHHOTO 00ECTICUCHHSI U yTIPaBIICHHs], 3HAKOMCTBO C OCHOBHBIMH MPABHJIAMH U
3aKOHAMH JIOKyMEHTO00OpoTa B cepe KOHIPECCHO-BBICTABOYHON IESTEIBHOCTH, CHEIM(PUKON U
0COOEHHOCTSIMM KOMMEPYECKOI'0 U KOPIIOPATUBHOI'O I0KyMEHTO000pOTA.

1.2 3agauu AMCHMILINHEIL:

— IMOJly4YeHHE OOYYaroIMMHU 3HAHUI [0 MCTOPUHU JEJIONPOU3BOJCTBA U CTPYKTYpE
COBPEMEHHOW CUCTEMBI JJOKYMEHTAIIMOHHOTO 00ECTICYeHHS,

— MOJly4YeHHE OOydaroUMMHUCA 3HAHMH W yMEHUH B 00JacTH METOJO0JIOIMH
OpraHMU3alKi COBPEMEHHOIO KOMMEPYECKOT0 U KOPIOPATUBHOTO JOKYMEHTO000POTA;

— TOJly4eHHE OOYyYarolMMUCS 3HAHUKW OO0 OCHOBaX, METOJUKAX COCTABJICHHUS M
o(opMmiIeHHs, TEXHOJIOIMU PaOOThI C TOKYMEHTAMU;

— MOJly4YeHHE O00yYaroUMMHCA 3HaHUH W yMeHMH B oOmactu paboThl C
JOKYMEHTUPOBAaHHOM UH(pOpMaLnel;

— moiy4yeHue oOydalolmuMMucs 3HaHUH 00 o0O0beKTax, CyObeKTaX, CpeacTBax
NESATEIbHOCTH, a TAaKKE€ OpraHu3allud U YOPABJIEHUU  CIYXKObl JOKYMEHTAallMOHHOIO
obOecrieueHus;

— MOJy4YeHHe OoOydYarolMMMCS 3HAaHUM M yMEHUM B 00JacTH NpaBUI BEACHUS
JOKYMEHTO000pOTa U 1€JI0BOM Mepenucke;

1.3 MecTo AUCUMIIIMHBI B CTPYKTYpe 00pa30BaTe/IbHOM MPOrpaMMabi.

Jucnunimna «KoMMepueckuil 1 KopropaTUBHBIA JOKYMEHTOOOOPOT» OTHOCUTCS K 00s3aTeNIbHOM
gactu bioka 1 Jucumniuasl (Monaynu). AKTyaldbHOCTh BKJIIOUEHMs mnpeamera «Kommepueckuil u
KOPIIOPaTUBHBIN JOKYMEHTOOOOPOT» B y4eOHBIH IJIaH O0YCIIOBJIEHA B IIEPBYIO OUEPEb, BO3PACTAOIIUM
UHTEpPECOM K IMpoOieMaM, 3aKOHOMEPHOCTSIM, NpHUHLMIAM U TpaBHJaM JeJIONPOM3BOJACTBA Kak
MHCTPYMEHTY  TOBbIIIeHHS  3pdexTtuBHOCTH  ympaieHus. KommeTreHTHOCTr B BoONpocax
JIeJIONPOU3BOICTBA, HATMYNE HEOOXOAUMBIX YMEHUHN U HAaBBIKOB pabOTHI C TJOKYMEHTaMH, TOHUMaHHE UX
pOJIM B CHUCTEME YIPABICHHUS — BAKHEWIINN IPU3HAK COBPEMEHHOM JEOBOM KynbTyphl. UeTkas
opraHu3anus J0KyMEHTO000pOTa, IPaMOTHas IOATOTOBKA, CBOEBPEMEHHOE M KaUECTBEHHOE UCIIOIIHEHUE
HNPUHATBIX PEIIEHUH — 3aJI0T BBICOKOW 3((EKTUBHOCTH YIIPABIEHUYECKOH NeSTETbHOCTH.

OcBoeHue TUCIUIIMHBI 0a3UpYyeTCsl Ha U3YUEHUU CIEAYIONMX KypcoB: «Pycckuil 361K U OCHOBBI
JEIOBOM  KOMMyHHUKanmun», «OCHOBBI ~ yd4eTa B  KOHI'PECCHO-BBICTABOUYHOM  AEATEIBLHOCTH,
«MH(pOpMaIMOHHO-KOMMYHHKALIMOHHbIE TEXHOJIOTMM M aHajdu3 JaHHbIX», «BHyTpuKopnopaTuBHbIE
nH(pOpPMaIMOHHbIE cUCTeMbl», «MH(popManoHHble ceTH U 0a3bl JAHHBIX B KOHIPECCHO-BHICTAaBOYHOU
JESTEIIBHOCTHY.

1.4 TlepeyeHb NJIAHHUPYEMBIX Pe3yJbTATOB 00y4eHHs MO IMCUHUILJIMHE, COOTHECEHHBIX €
IJIAHMPYEMbIMH pe3yJIbTaTaMH 0CBOEHUsI 00pa30BaTeIbHON NPOrPaMMbI

N3yuenne nanHOW y4eOHOW NUCUUIUIMHBI HampaBieHO Ha (HOPMHUPOBAHHE y OOYJAFOIITHXCS
cienyromiei mpohecCHoOHaTbHOW KOMITETEHITNH:



Konx n nanmeHnoBsanue
HHIUKATOpa
IOCTHOKEHUS

KOMIIETCHIINH

PesynbraTsl 00y4eHNs IO AUCIUTIIIHE

VYK-4. CrnocoOeH OCYIIECTBISTh JEJOBYI0O KOMMYHHKAI[MIO B YCTHOM M NUCbMEHHOW (opmax Ha
rOCYIapCTBEHHOM si3bIke Poccuiickoit Denepanun 1 HHOCTpaHHOM(BIX) sI3bIKe(ax)

NYK-4.4. Bener
JICTIOBYIO TEPEIUCKY
U HWCIIONB3YET JUAJIOT
JUISL  COTPYJHUYECTBA
B COLMAJILHOH H
po¢heCCHOHATBHOM

ctepax.

3naem:
— CYI[HOCTb, HATIPABJICHHUS M BH/Ibl JOKYMEHTALIMOHHOTO 00ECIICUSHHS YIPaBICHHUS;

Ymeem:

- 0(pOPMIISTH PEKBH3HUTHI OTACIHHBIX BUIOB YIIPABICHYECKUX JOKYMCHTOB B COOTBETCTBHU C
MIPaBUJIAMH, YCTAHOBJICHHBIMUA HOPMATHBHBIMU JOKYMEHTAMHU, I3bIKOBBIMH TPCOOBAHUSMHE K
0(hOPMJICHHUIO PEKBU3UTOB,

Bnaoeem:
— ONBITOM COCTABJICHHUS ONPOCHBIX AHKET M JIMCTOB UIi cOOpa MEPBHYHBIX JAHHBIX O
MOTPEOUTETIAX;

OIIK-6. CiocoOeH NpUMEHsTH B TPO(hecCHOHATLHOM JISSITEIbHOCTH HOPMATHBHEIC IPABOBHIC AKTHI B chepe cepBUca

HOIIK-

6.4 ObecnieunBaeT
JOKyMEHTOO000pOT
COOTBETCTBUH
HOPMaTHUBHBIMH
TpeOOBaHUAME

o

3naem:
— CTaHJapTHBIC TEPMUHBI JOKYMEHTAI[HOHHOTO 00ECIIeYCHUS;

Ymeem:
- 0OPMIIATh JOKYMEHTAITHIO B COOTBETCTBUN C HOPMATHBHOI 0a301;

Braoeem:
HABBIKAMU BEJICHUS JICIOBOM MEPEITUCKH C JISIOBBIMHU MAapTHEPAMU U KIIMCHTAMU;

[1K-1 CrocobeH ocymn

CCTBJIATh OPraHMU3allMOHHYIO JACATCIBHOCTH IO IMOATOTOBKEC M OCYHICCTBJICHHUIO IIpoHECCa

MEPEBO3KHU I'Py3a B IIEMH NOCTABOK (B MPOIIECCE OPTaHM3allMi KOHIPECCHO-BBICTABOYHOT'O MEPOIIPHUSITHS)

UIIK-

1.2 Opranmzanus
paboTsI c
MO IPS TIUKAMHU Ha
PBIHKE TPAHCIIOPTHBIX
ycayr (B mporecce

3naem:
— crieri() UKy NOBeIeHHs TOTpeOuTENeil Ha PHIHKE YCIIyT;

Ymeem:
— MPOTHO3UPOBATH CIIPOC U MPEJIOKEHUE HA TPAHCIIOPTHBIEC YCIIYTH;

opraHu3anuu

KOHIPECCHO- Bnaoeem:

BBICTABOYHOI'O — IpUeMaMH yIIPaBICHUS KOHKYPEHTOCITIOCOOHOCTEIO CEPBUCHOTO TPEATIPHSATHS.
MEpOIIPUSITHS)

I1K-2 CrocobeH ympas

JIATH IPOCKTOM KOHFpeCCHO-BLICTaBO‘IHOﬁ JCATCIBbHOCTHU HAa BCCX dTaIrax

HUIIK-2.5 Opranusyer
COBMECTHYIO pPaboTy
c napTHepaMu
KOHT'PECCHO-
BBICTaABOYHOTI'O
MEpOIPHATUS, B TOM
qHCIie c
3aUHTEPECOBAaHHBIMHU
OpraHamu
roCyJapcTBEHHOTO
yIIpaBJICHUS,
OTpPaciIeBbIMH
acCoLMAlUsIMU u
COI03aMH,  TOProOBO-
TIPOMBINIICHHBIMHA
nanaTamm,
OTPACIIEBBIMH
OpraHu3aLUsIMU

3naem:
— TeOpeTH‘IeCKHe OCHOBBI U METOJOJIOTUIO HpOBEI[eHI/ISI MapKeTI/IHFOBI)IX I/ICCJ'IGI[OBaHI/If/'I;

Ymeem:
— c(hopMHPOBaTH MaPKETHHTOBYIO HHPOPMAIIMOHHYIO CUCTEMY CEPBUCHOTO MPEINPHSTHS; —
co3ath noptpeT LIA cepBUCHOIO NPeANPHITHS;

Braoeem:
— aHAJIM30M IIOJTyYSHHBIX PE3yJIbTATOB C IPUMEHEHHUEM METOJIOB CTATHCTHKH;

NIIK-2.6 YuacTtByeT
B 3aKITIOYCHU U
JIOTOBOPOB Ha
BEITIOJTHEHHE PadoT ¢

3Hnaem:
— poib yHU(UKAMK U CTaHJapTH3alMK JJOKYMEHTOB B COBPEMEHHOM JIOKYMEHTAI[HOHHOM
0o0ecTieueHNH yIIpaBICHIS;

MOAPSTIUKAMHE
KOHI'PECCHO-
BBICTAaBOYHOT'O

Ymeem:
— HCIIOJIB30BAThH I/IH(I)OpMaLH/IOHHBIe CHUCTCMbI )IOKyMeHTaLU/II/I;

MEPOTIPUATHS
JIOTOBOPOB
MPOJAXY
BBICTaBOYHBIX
TuIomaae
ArCHTCKUMHA

Ha

Bnaoeem:
— HaBBIKAMH pPabOTHI ¢
JIOKYMEHTOB

OpFTGXHHKOﬁ, npu CO31aHMU W HCHOJIb30BAHUW JICJIOBBIX

OpraHu3anusiMu




2. CTpyKTypa H coepxkaHue TUCHUILINHBI
2.1  PacnpenesieHue TPyI0EMKOCTH AUCUHUILIMHBI 10 BUIaM padoT

OO61mas TpyA0EMKOCTh ITUCUUIUIMHBI cocTaBigeT 3 3ad. en. (108 wacoB), X pacnpeneieHue o
BUaM paboT mpezcTaBieHo B Tabmuie (0 cmydenmos 300)

Bun yueGHO# paboThI Bcero Kypc
4acoB (dachr)
4
KonrakTHasi pa6oTa, B TOM yHcJIe: 14,2 14,2
14 14
3aHATHS TEKIMOHHOTO THIA 8 16
3aHATHSI CEMUHAPCKOr0 TUIIA 6 28
(ceMUHApBI, TPAKTUYCCKUE 3aHITHS)
HNuas koHTaKTHas padora: 0,2 0,2
KonTpons camoctositensHol padotsl (KCP) - -
[Tpomexyrounas atrectauus (UKP) 0,2 0,2
CamocTosiTeIbHAsi paboTa, B TOM 4HcIIe: 89,8 89,8
[IpopaboTka yueOHOro (TEOPEeTUYECKOr0) MaTepuana 50 50
[ToaroToBka K TEKymieMy KOHTPOJIIO U Jp. 39,8 39,8
KonTpoJs: 4 4
[ToaroroBka k 3auery 4 4
OO01mas Tpy10eMKOCTh yac. 108 108
B TOM 4HCJIe KOHTAKTHAsA 14.2 14.2
padora
3a4. ef 3 3

2.2  CTpyKTypa AMCUMIIUHBI

Pacnpenenenue Bu1oB yueOHON pabOThl M UX TPYAOEMKOCTH I10 pa3zenaM JUCUUIUIMHBL Pa3nenst
JMCLUIUIMHBL, U3y4aeMble Ha 4 Kypce (3aounas ghopma)

KonnuecTBo yacos

% AynutopHas | Baeayaut
= HaumenoBanwue pa3aenon pabota opHas
g Bcero pabora
=]
= a1 | m | cpc
1 2 3 4 5 6
1 | Ucropus pa3BuTHs U COBPEMEHHOE JEIOMPON3BOICTBO 9,4 1 - 8,4
2 | JloxymeHTupoBaHHas UH()OPMALIUS: CYIIIHOCTh U 94 1 i 8.4

OCHOBHBIC ITOHSTHS JICJONPOU3BOJICTBA ' ’
3 | XapakTepucCTHKa OCHOBHBIX BHJIOB JOKYMEHTOB 16 2 - 14




4 | TlpaBuna coctaBieHHus U 0O)OPMIICHUS YIIPABICHUECKOM 16 ) 5 14
JIOKYMEHTaluu
5 | Opranusanusi KOMMEpPYECKOT0 U KOPIIOPaTUBHOIO 18 i 2 16
JIOKYMEHT0000poTa
6 | [emnoBas moKyMeHTAIMs: CITy>)KeOHas, 1eIoBas, 12 5 i 10
MEXIYHApOJAHAas EePEencKa
7 | Opraamu3anus ciry>kObl JOKYMEHTAI[HOHHOTO 11 i 2 9
obecrnieueHus
8 | ABTOMaTu3anus MPOIECCOB JIEIOMPOU3BOJICTRA. 10 2 - 10
HUTOI'O no pazoenam oucyuniumvi: 101,8 8 6 89,8
KonTtpoib camocTositenbHOM padoThl (KCP) -
[Tpomexxyrounast arrectanus (MKP) 0,2
[ToaroroBka K TEKyIIEMYy KOHTPOJIIO 4
OO0mias TpyA0€MKOCTh 1O TUCLUILIAHE 108
2.3 Conep:kanue pa3aeoB JUCHUILIAHBI
2.3.1 3anaTHus JeKIMOHHOI0 THIIA
g
o) dopma
§ Hanverosarie Temaruka JICKUMOHHBIX 3aHATUN TEKYILETO
:“ pasaena KOHTPOJIS
<
1 2 3 4
1 | Ucropus u Henonpon3BonctBo B JIpEeBHEPYCCKOM  TOCYHapCTBE.
COBPEMEHHOE [Ipukaznoe pemonpousBoactBo XV—-XVII BB. Cucrema
JIEJI0NPOU3BOICTBO KOJIIEKCKOTO JIEeJI0NPOU3BO/ICTBA. HcnonnurtensHoe
IIPOU3BOJICTBO. JIOpEBOIIOLINOHHOE ~ OTEYECTBEHHOE
JEJIONPOU3BOCTBO. Ucropus YIpaBICHUS u T
nenonpoussoacTsa B 1917-1990 rr. CucremMa MUHUCTEPCKOTO
JIEJIONPOU3BOICTBA. Crenuduxa " 0COOEHHOCTH
COBPEMEHHOI0 JEJIONPOU3BOCTBA. I'ocynapctBennoe
perynupoBaHue aenonpousBojacTBa B Poccun. HopmaTusHbie
nokymeHnTsl, [OCTBI.
2 | loxymenTtupoBanHasi | OCHOBHBIE MOHSTHS JAETIOMPONU3BOICTBA (IETOMPON3BOICTBO,
uHpopMarus: JOKYMEHTHPOBaHHE, JOKYMEHTO000pOT, cUCTEMA
CYHIHOCTb U JOKYMEHTAIlMH, yHHq)I/IL[HpOBaHHaH cucreMa I[OKYMGHTaI_II/II/I).
OCHOBHBIC IIOHATHSA JlokymeHTanbHble ucTOUHUKH. Knaccudukanus, GyHKuuu u
ACIONPOU3BOACTBA BHJIbI JOKYMEHTOB. CHUCTEMBI JOKYMEHTALNH, TIOHSTHE.
OcHoBHbIE HYHKIIMOHATIBHBIE CUCTEMBI JJOKyMeHTaIuu B PO.
Opranu3zanys AeT0NpoON3BOICTBA HA PEIIPUITHH.
HopmartuBHo-MeToanueckas 6a3a J0KyMEHTAIIHOHHOTO Yy
obecrnieueHus yrnpaBiaeHus. Y HU(pUKaIys U CTaHAapTU3AIUS
nokyMmeHToB. MH(opmanust B ympaBieHIeCKOU
JeSATEIbHOCTH. YTIpaBieHUE JOKYMEHTAIIUEH.
lNocynapcTBeHHast cucteMa JOKyMEHTAIMOHHOTO
obecnieueHus ynpasieHus. Enqunas rocygapcTBeHHas
cucTema JenonpousBojcTBa. Opranuzanus HHGOPMALIMOHHO-
MOMCKOBBIX CHCTEM MO JOKYMEHTaM Ha NpeINpUATUSIX.




XapakTepucTuKa
OCHOBHBIX BUJIOB
JIOKYMEHTOB

Odopmnenne nokymeHToB. dopMatel Oymaru, moJis,
HyMepalus CTpaHull, opopMIIeHHE J1aT, COKPAIIEHUS CIOB B
JOKYMEHTaX, HallucaHue yucell, GU3NYeCKuX BeITUUHH,
MaTeMaTH4eckux (popmyi, oopmiieHre TaOIUI] U BBIBOJIOB,
3HAKH NPENUHAHUS U CUMBOJIBL. BIaHKK JOKYMEHTOB.
TpeboBanus k pazpadbotke. OpraHu3alMOHHBIE TOKYMEHTEHI.
PacnopsinurensHbie 10KyMeHThI. MHpOpMamonHo-
CIpaBOYHBIE TOKYMEHTHI. PaboTa ¢ KoH(DHIeHITHATEHEIMU
JOKYMEHTaMHU.




6 | HdenoBas JlenoBast mepenucka. ITUKA IETOBOTO OOIIEHUS.
JOKYMEHTAIHS: Otuyeckue HOpMBL  GupMbL.  S3bIK  TOKymMeHTa. Hopmbl
ciryxeOHasi, eJIoBas, opUIMANTEHO-/IEIOBOTO  CTHJIsA. TpeboBaHHS K  TEKCTaM
MEXKAyHapOoaHasd TOKyMeHTOB. Ha3zHaueHnne u kiaccuukanus 1eI0OBBIX MTHCEM.
Hepenucka Ilepenucka B AeOBBIX KOMMyHUKanusax. [lucemeHHas y
KOPPECIIOHIEHIIHSL. MexayHapoaHas nepenucka.
MexayHapoaHble CTaHAApThl MO O(GOPMIICHHIO TOKYMEHTOB.
JlenoBasi KOppPECTIOHIEHIIHSL.
8 | ABTOoMaTH3anuA ONEKTPOHHBIM JOKYMEHT. DJIEKTPOHHBIN
IIPOLIECCOB JIOKYMEHTO000poT. KoMmmbloTepHble CpeAcTBa IOATNOTOBKU
JIEJIONPOU3BOICTBA JOKYMEHTOB: OCHOBHBIE OTambl. llogroroBka Ttabmuir B
JOKyMeHTaX. TexHuueckue cpencTBa 0(UCHON JeATeIbHOCTH. v
Kpurepuun Be160pa 0puCHON TEXHUKH.
IIpaBuna Ge3zomacHOi pabOTHI C TEXHUYECKUMH CPEICTBAMM.
IIporpammHuoe obecrieueHue JIeJIONPOU3BOICTBA Ha
IPEIIPUATHH.
IIpumeuanue: ¥V — ycTHBIN omnpoc, JI — nekuus-nuckyccus
2.3.2 3aHATHS CEMHHAPCKOT0 THIIA
. ®opma
No HaumenoBanue Temaruka npakTUYECKUX 3aHITHIA TeKyIIero
pasnena (cemunapoB) ROHTPONA
1 2 3 4
4  |[IpaBuna coctaBienus u |l.HopmaTuBHO-ipaBoBast ~ 6a3a JIOKyMEHTAllMOHHOTO
oopmIIeHHs obecriedeHus.
YHpaBIeHYECKOH 2. TOCTsI o 0opopMIICHHIO YITPABIEHUYECKOW JOKYMEHTAIUH. P
AOKYMCHTallM! 3. Yaudukanus 1ea0Boi JOKyMEHTAIIUH.
4. Ilpumepsl 0oopMIIEHHS pEKBU3UTOB.
5. Odopmnenue 01aHKOB MPEATNPUATHS.
5  |Opranuzanus 1. JIoKyMeHTO0O0POT BXOIAIINX, UCXOASIIUX U
KOMMEPUYECKOT0 U BHYTPEHHUX JOKYMEHTOB.
KOpIOpaTUBHOIO 2. JTOJDKHOCTHAsT HHCTPYKIIMS CIIEIHAICTa 0OIIEro I1P
JIOKYMEHTO000pOTa otnena. 3. KomndecTBeHHBIE M KAUeCTBEHHBIC ITOKA3aTCIIN
JIOKyMEHTO000poTa.
7 |Opranuzanus cnyx0sl 1. Bua cinyx0bl 1 MacTad BHIIOIHIEMBIX (YHKIUH.
JOKYMEHTAIMOHHOT'O 2. OpraHuzaimoHHasi CTPYKTypa CITykKOBI. v
obecrieyeHus

3. JlokyMeHTanus CIIy>XOBbl.

[Tpumeuanue: Y — yctHsli onpoc, [1P- mpakTuueckas pabora

2.3.3 JlaGopaTopHbIe 3aHATHUSI: HE IPSTYCMOTPECHBI.

2.3.4 KypcoBbie padoThI: HE IPETyCMOTPEHBI.

8




2.4  llepeyeHb Y4eOHO-METOAMYECKOr0 o0ecneyeHus A1 CAMOCTOATEIbHOI padoThI
o0y4aromuxcs Mo JMCHUIIIHHE

Hepequb y‘le6H0'MeTOI[I/ILIeCKOFO obecnieueHus JUCHUITIIIMHBI II0

Ne Bun CPC BBIMIOJTHEHUIO CAMOCTOSATEIHHON PabOThI
1 2 3
1 |[ToaroToBka K yCTHOMY
orpocy

2 |[loaroroBka K
JICKIIUU-TUCKYCCUHU

3 [IlogroroBka K
MPaKTUYECKON paboTe

4 |IlogroroBka K
3a4ery

IlogroroBka K  TEKylleMy  KOHTPOIIO,  IPOMEXYTOYHOU U
TOCY/IapCTBEHHOW WMTOTOBOM aTrTecTanmuu: MeToAaudeckue yka3aHus /
B.B. MunenkoBa, A.B. Mamonosa, A.B. Konoanosa. — Kpacnonap:
Ky6anckuii roc. yu-t, 2019.

Y4eOHO-MEeTOINYECKHEe MaTepHallbl JUIsl CaMOCTOSITENIBHONH pabOThl OOydYaIONIMXCS W3 YHCa
WHBAJIWJIOB W JIUI[ C OTPAHHMYECHHBIMH BO3MOXHOCTSMU 3710poBbs (OB3) mpemocTaBisroTcst B GpopMmax,
aIalITUPOBAHHBIX K OTPAaHUYEHUSAM UX 3JI0POBbsI U BOCTIPUATHS HH(POPMAIIUU:

s an ¢ HapyIueHUsAMY 3pEHUS:
— B Ie4aTHOH (hopMe yBEIMUYCHHBIM MIPU(TOM,

—B (l)opMe QJICKTPOHHOT'O JOKYMCHTA,

— B popme ayaunocaiina,
— B meyatHoi (hopme Ha si3bike bpaits.
Jlia i1 ¢ HapyIIeHUsIMU CITyXa:

— B IIe4aTHOU (opme,

— B (popMe PIIEKTPOHHOIO TOKYMEHTA.
Jlnist a1 ¢ HapyIIeHUsIMHM OTIOPHO-/IBUTATENIBHOTO anmapara:

— B IIe4aTHOU (opme,

— B (hopMe JIEKTPOHHOTO JOKYMEHTA,
— B opme ayauoaiina.

3. Oopa3oBaTebHbIE TEXHOJIOTHH

B nmponecce OCBOCHUA JUCHUIUIMHBI IPUMCHATOTCS TPaJAUITHOHHBIC O6pa3OBaTCJ'IBHBIC TCXHOJIOTHNH
(I/IH(I)OpMaI_II/IOHHa}I JICKIIMA, YCTHBIﬁ OHpOC). I[J'ISI obecneucHUs YCIICHIHOTO OCBOCHHA AUCHUITIIMHBI
MPUMCHATOTCS CICAYIOIINC HHTCPAKTUBHBIC CIIOCOOBI AKTUBU3alUU MTO3HABATCIIbHBIX IPOLCCCOB — JICKI U -

AUCKYCCHUA, CCMHUHAP-AUCKYCCUA.

Kypc Bup 3ansatusi | Ucnosib3yeMble HHTEpAKTHBHbBIE 00pa3oBaTe/bHbIe KoimnuecTBo
(I, ©) TEeXHOJIOTHH 4acoB
390
JEKIHS-TUCKYCCHS 2
4 JI 1. McTopust 1 COBPEMEHHOE IE€JIONPOU3BOACTBO. 4




Umoczo: 2

Jnsa naun ¢ OrpaHMYEHHBIMH  BO3MOXKHOCTSAMM — 3JI0POBbSl  IIPEAYCMOTPEHA OpraHu3anus
KOHCYJIbTAllMi C UCIIOJIb30BAHUEM DIIEKTPOHHOM IIOYTBHI.

4. OueHoYHbIE M METOAUYECKHE MATEPHAIbI

41  OueHouyHble CcpeAcTBA IS TeKylIero KOHTPOJISA YCIeBaeMOCTH H
NPOMEKYTOYHOM aTTecCTANMHU
OrneHouHbIE CpecTBa NMPEAHA3HAYCHBI Ui KOHTPOJIS U OICHKH 00pa30oBaTEIbHBIX TOCTUKECHUI

00y4aroImuxcs, OCBOMBIIUX IporpamMmy y4deOHOW aucuuIuimHbl «Kommepueckuii M KOPHOPAaTUBHBIN
JTOKYMEHTO000poT». OILeHOUHBIE CpPEACTBAa BKIIOYAIOT KOHTPOJBHBIE MAaTepUaibl JIJsl MPOBEICHHS
TeKYIIero KOHTPOJsi B (GopMe MNPaKTUYECKOH paboThl, TECTOBOTO 3aJaHHs, WH(POPMALHUOHHOTO
COOOMIeHNsT IO MPOOJIEMHBIM BOIPOCAM, YCTHOTO OINpOca W NMPOMEKYTOYHOI aTTecTanuu B dopme
BOIIPOCOB K 3a4€Ty.

OueHouHble CpeACTBa UIsl MHBAJIMAOB M JIMI C OTPAaHUYEHHBIMM BO3MOXXHOCTSIMH 310POBbS
BBIOMPAIOTCS C YUETOM MX WHAWBUAYAIBHBIX MICUX0(U3NIECKUX OCOOCHHOCTEH.

— Ipy HEOOXOAMMOCTH HMHBAJIWJAM M JIMLAM C OTPaHUYEHHBIMH BO3MOXHOCTSMU
3JI0pOBbS IPEIOCTABIIAETCS JONOJHUTEIBHOE BPEMs Ul IOATOTOBKH OTBETA HA DK3aMEHE;

— IpY IPOBEJICHUHU NPOLIEAYPhI OLIEHUBAHMSI PE3Y/IbTaTOB 0O0YyUEHHs MHBAJIUIOB U JIHIL
C OIPaHUYECHHBIMU BO3MOKHOCTSMM 310pPOBbs IIPEyCMATPUBAETCS UCIIOJIb30BAHNE TEXHUUECKUX
CPEICTB, HEOOXOAUMBIX UM B CBSA3H C UX UHJIUBUIYaIbHBIMU OCOOCHHOCTIMU;

— OpU HEOOXOIUMOCTH [UId OOYyYaroIuXcs C OrPaHMYCHHBIMH BO3MOXKHOCTSIMU
3I0pOBbsl U MHBAJIMJIOB MPOLEAYPa OLIEHUBAHUS PE3YJIbTATOB OOYUYEHUS MO JUCLMIIMHE MOXKET
IIPOBOAMTHCS B HECKOJIBKO 3TAIOB.

[Ipouenypa ouneHuUBaHUS pE3yJIbTaTOB OOY4YEHHMsS WHBAJIUIOB U JMIl C OTPaHUYEHHBIMU
BO3MOXKHOCTSIMU 3/J0POBbSI 110 AUCHUIIIIMHE (MOJYJIIO) IPEyCMaTpUBAET MPeJ0CTaBIeHUE HHPOPMAIIIH B
¢dopmax, aTanTHPOBAHHBIX K OTPAaHUYEHUSM UX 370POBbsl M BOCIPUATHS UH(OPMALIUH:

Jlist mun ¢ HapyIIeHUsIMU 3pEHUS:

— B I1€YaTHOM (hopMe yBEIMUEHHBIM IIPUPTOM, — B (hOpMe 3JIEKTPOHHOT'O JOKYMEHTA.
Jlia i1 ¢ HapyIIeHUsIMU CITyXa:

— B IIe4aTHOU Qopme,

— B (hopMe 3IEKTPOHHOTO JJOKYMEHTA.

Jli i1 ¢ HapyIIeHUsIMM OIIOPHO-/IBUTATENILHOTO armapara:

— B IIe4aTHOU opme,

— B (hopMe 3IEKTPOHHOTO JJOKYMEHTA.

JlaHHBI IepedyeHb MOXKET ObITh KOHKPETU3UPOBAH B 3aBUCHUMOCTH OT KOHTMHI'€HTA 00YJaOLIHXCS.

CTpyKTypa OLEHOYHBIX CPeICTB A/l TeKyIIeil U MPOMEeKYTOYHOM aTTecTallui

K HaunmeHoBaHMe O1IEHOYHOTO
o1 . CpeacTBa
Ne KonTponupyemsle paznensl KOHTPOJIMPYEMOI
. [IpomexxyTounast
/11 NUCHUIMIINHEI KOMIIETEHIUHU Texymmit
aTTecranus
(unm ee yacTH) KOHTPOJIb
(Bompocs! Ha 3auerte)
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Hcropus u coBpemeHHOE
1 P P OITK-6 v, I 4-7
JIEJIIONPOU3BOJICTBO
JlokymeHnTupoBaHHas
uH(pOpMaLUs: CyIIHOCTb U
p | MibopMmaLLis: CYLL OITK-6 y 1-3,30
OCHOBHbIE MTOHSATHUS
JIEJIONPOU3BOJICTBA
XapakTepucTuKa OCHOBHBIX
g | SapaKTeD OIIK-6 v 11-13, 28
BUJIOB IOKYMEHTOB
[IpaBuna cocraBieHus u
4 | odopmMIeHUS YIIPABICHYECKOM OIIK-6 1P 9-10, 31--2
JIOKyMEHTAIu!
Opranu3zanys KOMMEPUYECKOTO
S5 | ¥ KOPIOPATUBHOTO OIIK-6 I1P 8, 19-27, 30, 47
JIOKyMEHTOO00pOTa
eJIoBas JIOKYMEHTAIIHSI:
6 |4 AOKYMEHRTAR OITK-6 Y% 14-18
ciyxeOHas, J1enoBas,
MEXTYHApO/IHAS TIePEIHcKa
Opranu3zanus ciayx0bl
7 | TOKyMEHTaIlMOHHOTO OIIK-6 v 33-38, 41-42
obecrieueHus
ABTOMAaTH3aIMS IPOIIECCOB
8 1A TIPOT OIIK-6 v 40, 43-46,48-50
JIeTTOTIPOU3BOICTBA.
IMoka3aTenu, KpUTEPHUHU U MIKAJIA OIEHKH C(POPMUPOBAHHBIX KOMIETEH It
Kon u CooTBeTCTBHE YPOBHEH 0CBOEHHS KOMIIETEHIINHU MIAHUPYEMBIM
HAUMeEHOBaHUe pe3yJbTaTaM 00y4eHUsl U KPUTEPHUSIM UX OLlEHMBAHUSI
KOMIIeTEeH U MOPOroOBbIN 0a30BbIi NPOABHHYTBIH
Ouenka
Y 10BIETBOPUTETHHO Xopo110/3a4TeHO OTAM4YHO/3a4TEHO
/3a4TEeHO
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OIIK-6 criocoben
INPUMCHAITH B
npodeccnoHaTBEHOMI
JeSATEIIbHOCTH
HOPMAaTUBHBIC
IIPaBOBLIC AKThLI B

cdepe cepuca

3naem:

OcyurHocCTb,
HaIPaBJICHUS U BUIBI
JOKYMEHTAIMOHHOTO
obOecrieyeHus
YIPaBIICHUS;

OcranmapTHbIe
TEPMUHBI
JOKYMEHTAIMOHHOTO
obecrneucHus;

OcymHOCTh, CBOMCTRA,

byHKITHY 1 CTPYKTYPY
YIpaBJICHYECKOI'O

JAOKYMCHTa

Ymeem:

OodopmnsaTs
PEKBU3UTHI OTACIBHBIX
BHUJIOB
yIIPaBJICHYCCKUX
JOKYMCHTOB B
COOTBETCTBUH C
MIPaBUJIAMH,
YCTaHOBJICHHBIMH
HOPMATUBHBIMH
JTOKYMEHTaMH,
SI3BIKOBBIMU
TpeOOBaHUSIMU K
oopmieHuro

PCKBU3UTOB

Bnaoeem:

0 HaBBIKAMH CO3JaHUSI
YIPaBICHUYECKUX
JTIOKYMEHTOB 1
OpraHMu3aIK padboThI
C HUMH

3naem:

Oxnaccudukaimio
YIPaBICHYCCKUX
JIOKYMEHTOB;

OHOpMBI CTHIIS
YIPaBICHYECKUX
JIOKYMEHTOB;

O gopmbl opranu3anuy]
paboTHI C

JNOKyMEHTaMU

Ymeem:

Oodopmusats
JIOKYMEHTAIUIO B
COOTBETCTBUH C

HOPMAaTHUBHOM 0a30ii

Braoeem:

0 HaBbIKaMH CO3aHUS
yIpaBIeHYECKUX
JIOKYMEHTOB H
OopraHu3aIu
paboOTHI C HUMU;

O uaBeIKaMu BeneHUS
JIEJIOBOM IIEPENUCKHU
C JICIIOBBIMU
MapTHEPAMH U
KJIHECHTaMH

3naem:

OcocTaB Ha3HAUYECHUE
OpraHU3aIMOHHOIIPABOBBIX,
paclopsAUTEIbHBIX 1
HMH(OPMAaLMOHHOCITPABOYHBIX|
JIOKYMEHTOB;

OcocraB, pacnoyiokeHue u
paBuIo OOpMIICHUS
PEKBU3UTOB JOKYMEHTOB;

Onopsatok JBUKEHUS
YIPaBICHYECKUX
JIOKYMEHTOB, POJb U
OpraHU3aIMI0 KOHTPOJIS UX
HCIIOJIHEHM;

0oco0eHHOCTH OpraHU3aIul
paboThI C
KOH(UICHITNATbHBIMH
JIOKyMEHTaMU;

O coBpemeHHbIE
HH(OPMALMOHHBIE
TEXHOJIOTHH B
JIOKYMEHTAITMOHHOM
obecreyeHnu;

O opranuzanuio paboTsl ¢
3JIEKTPOHHBIMU
JIOKyMEHTaM

Ymeem:

O vcrionp30BaTh
MH(OPMALIMOHHBIE CHCTEMBI
JIOKYMEHTAIUU;

O ocymiecTBIsSTh TOUCK,
XpaHEHUE U apXUBaIIUIO
JIOKYMEHTOB;

O ucmonp30BaTh
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TCJIICKOMMYHHUKAIIUOHHBIC
TCXHOJIOTUH B 3JICKTPOHHOM

JOKYMEHTO00O0pOTe

Braoeem:

00 HaBBIKAMH CO3JaHHUS
YIPABJICHUYECKUX JIOKYMEHTOB
Y OpraHu3alKH paboThI C
HUMH;

0 maBeIKaMu BEIEHUS HEIIOBOU
MEPENUCKH C JICTOBBIMU
MapTHEpPaMH U KJIUEHTaMU;

0 maBbIKaMH pabOTHI C
OPITEXHUKOH, IPU CO3JaHUU
¥ HCIIOJIb30BaHHUH JETIOBBIX
JOKYMEHTOB

TunoBble KOHTPOJIbHbIE 32IAHUSI WM HHbIE MaTePUAaJIbl, He00X0JUMbIE /1JIsl OLlEHKH 3HAHUIA,
YMeHHUii, HABBLIKOB M (MJIM) ONbITA JESITEJILHOCTH, XapaKTepU3YIIMX 3Tanbl (opMHUPOBaAHUS
KOMIIETEHIUIi B MPOIecce 0CBOEHNs 00pa30BaTe/IbHOI MPOrpaMMBI.

[Tpumepsl KOHTPOIBHBIX 3aAaHM packpbiBatoT koMmeTeHIo OITK-6.

Ilpumepot mem 0ns npogedenusn 1eKyUU-OUCKyCccuu.

Jlekums-quckyccusi Ne 1. Tema: «McTopust u coBpeMeHHOe /1eJ10IIPOM3BOICTBO»:
Henonpoun3Boactso B JIpeBHEPYCCKOM rOCYIapCTBE.

ITpukasnoe nenonpoussonctso XV—-XVII BB.

CucremMa KOJIJIEKCKOTO JIEJIONPOU3BOICTBA.

M cnomHUTENBHOE IPOU3BOICTBO.

J1OpEeBOIIIOLIMOHHOE OTEYECTBEHHOE JEIONPOU3BOACTBO.

HcTopus ynpasnenus u aenonpouspoactsa B 1917-1990 rr.

CucremMa MUHUCTEPCKOTO IE€TI0NPOU3BOJICTBA.

Crenuduka u 0COOEHHOCTH COBPEMEHHOTO JIEIOMPOU3BOICTRA.

©ooNo gk LDNE

['ocynmapcTBeHHOE peryanpoBaHue AIONPON3BOACTBA B Poccnn.
10 Hopwmarusnsie nokymentsl, 'OCTBI.

Hpumep 80NRpPOCO6 o1 YCmHO20 onpoca K 3aHAMUAM JIEKUUOHHO020 muna:

Jleknusi Ne 2. Tema «CyliHOCTh M OCHOBHbIE IIOHATHSA 1€JI0NIPOU3BOICTBA
1. dynkumu JOKyMeHTa

2. Busibl TOKYMEHTOB M UX KJIaCCH(PHUKAIIHS

3. HopmatuBHO-TIpaBoBas 0aza JeI0mponu3BOICTBA

4. braHku JOKYMEHTOB. TpeOoBaHUs K U3TOTOBJICHUIO U 0(OpMIICHUIO OJIaHKa.
13



5. CocraB pekBu3UTOB. CXeMa pacroyIOKEHUS PEKBU3UTOB.

Ilpumep mamepuana 013 nposepKu 3HAHUIL YMEHUIL, HABLIKOE U ONbLIMA 0CAMENbHOCHU CIYO0eHmA
HA 3AHAMUAX CEMUHAPCKO20 MURA:

Ilpumep 6onpocos ona ycmnozo onpoca

Cemunapckoe 3ansatTue Ne 6. Tema: «OdopmiieHue 1e10BOH JOKYMEHTALUID).
1. PexBU3UTHI 1€710BOrO MUCHMA.

2. Knnaccugukanus 1e10BbIX MMCEM U IMPAaBUIIbHBIA BBIOOP.

3. Jlen0BoOi CTUIIb ITMCHMA.

4. DEeKTPOHHOE JIeI0BOE MHUCHMO

Ilpumep npaxmuueckoit padomul.
Kaxnplii cTyeHT IOKeH COCTaBUTh OOMIMKA OJIaHK MPENNpUSATHS C YIJIOBBIM M MPOJOJBHBIM
BapUaHTaMM PACIIOJIOKEHHs PEKBU3UTOB Ha (popmaTe A4.
Llenp BbIMONHEHUS 33JaHusl — M3Y4YUTh cocTaB pekBu3uToB OPJl, mpaBuia ux odopmieHus,
dbopmyisip — obpazer; OP 1.
[TpuoOperaemble yMeHHMs NpH BBIIOJHEHHWU 33/aHUSl — HAyYUTbCS KOHCTPYUPOBATh OJaHKH
KOHKPETHOTO NPEANPUATHS B 3aBUCUMOCTH OT UX HAa3HAUYEHUS.
Mertoanyeckue yka3zaHus. YToObI BBIIIOJIHUTD 3a/laHUE,
HE00XO0/IUMO: — O3HAKOMUTHCS C HAKETOM JIOKYyMEHTOB; —
COCTaBUTb OJIAHKH.
3ananue 1:
1) coctaBuTh OO OJAHK KOHKPETHOTO MPEINPHUATHS C MPOIOJBHBIM PACIOIOKECHHUEM
pexBU3UTOB Ha hopmare A4;
2) cocTaBUTh OOWIMH OJNAHK KOHKPETHOTO MPEANPHUITHS C YIJIOBBIM PACIOJI0KECHHEM
pexBU3UTOB Ha (hopmare A4;
3) cocTaBUTh OJIAHK KOHKPETHOTO BHA JJOKYMEHTA KPOME MHChMa;
4) coctaBHUTh OJaHK CTPYKTYPHOTO MOJPA3IeIICHUS PESANPHSTHS WK JTODKHOCTHOTO JTHIA; 5)
COCTaBUTh OJIaHK MHCHMA.
3ananue 2. M3roroBuTh 001K GJIaHK C YTIIOBBIM U MPOJIOJIBHBIM PAaCHOI0KEHUEM PEKBU3UTOB
TOCTUHUYHOT'O IPEAIPUSITHS, CTPYKTYPHOTO MOAPA3IeICHHS U JOIKHOCTHOTO JIUIA, IEJIOBOTO MUChMa Ha
koMmrbtoTepe. CaaTh paboTy Ha MIPOBEPKY HA CIEAYIOIINI CeMUHAp.
Pe3ynbraThl mpakTHyeckoil paboThl 0hOpMIISIIOTCS B BUJIE pacliedaTaHHbIX JOKYMEHTOB Ha JIHcTe (hopmara
A4.

3a4eTHO-IK3aMeHAIMOHHBbIC MaTePHAJIbI 1JIsl IPOMEKYTOYHOH aTTecTalMu (3a4eT)
Bompock! k sk3aMeHy HallelieHbl Ha TPOBepKyY copmupoBanHocTH KomreTeHnnu OITK-6
Bonpocs! 1J1s1 NOATOTOBKH K 9K3aMEHY:

1. OCHOBHBIE TIOHSTHSI ¥ TEPMUHOJIOTHS YIIPaBIIeHUs JOKYMEHTAIIMOHHBIM o0ecrieueHueM
2. OYHKIIUU JOKYMEHTa
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3. Bunbl 1oKyMeHTOB 1 WX Ki1accU(pUKaLUs

4, Hemonmpon3BoicTBO B J[peBHEPYCCKOM rOCYIapCTBE

5. [Tpukasznoe nenomnpousBoictBo X V—XVII BB. CucreMa KOJIEKCKOTO
JIeJIOTIPOU3BOICTBA

6. Cuctema MUHUCTEPCKOTO enonpoun3BojictBa XIX — Hauana XX B

7. Ucropus ynpasnenus u nenonpousBojctsa B 1917-1990 rr

8. HopmaTtuHO-TIpaBoBas 6a3a JeI0Mpon3BOICTBA

0. bnanku nokymentoB. TpebGoBaHUs K U3TOTOBICHUIO U OPOPMIICHHUIO OJIaHKA.

10. I'OCT P 7.0.97-2016. CocraB pekBu3uToB. CXeMa pacroioKeHus] peKBU3UTOB

11. OpraHu3anmoHHO-TIPABOBbIE JOKYMEHTHI TOCTUHUYHOTO TPEIIPUSITUSL

12. OpraHu3amoHHO-PAaCIOPSIAUTENbHBIE JOKYMEHTHI TOCTUHUYHOTO TPEIIPUSITUS

13. HupopMaIimoHHO-CIIPaBOYHBIC TOKYMEHTBI

14. [TonsiTre n KaccuuKamus CIyKeOHBIX TUCEM.

15. Crieninrka qeI0BOT0 CTHIISI MUChMa. DTHKET B CITY)KEOHOMU TIepeIucKe.

16. Odopmienue ciayxeOHOTo micbMa

17. Pa3HOBUIHOCTD CITy>KEOHBIX ITHCEM

18. OcobenHoctu 0(opMIIeHHs ITUCEM, TIEpe1aBaeMbIX JIEKTPOHHOM MOYTON

19. CTpyKTypa JOKYMEHTAIMH 110 TUMYHOMY COCTaBY

20. CocraB npoueaypsl 1 JOKyMEHTHPOBAHUE MIPHEMa TpakKaaH Ha paboTy

21. CocraB npoueaypsl 1 JOKYMEHTHPOBAHUE NIEPEBOAA COTPYIHUKOB HA paboTy

22. JlokyMeHTHpOBaHUE MOOUIPEHHs PAOOTHUKOB

23. JloKyMEeHTHpOBaHNE NPOLEAYPHI IPUMEHEHUSI AUCIUIUTMHAPHOTO B3bICKAHUS

24. JlokyMeHTHpOBaHKE NPOLEAYpPbl YBOJIbHEHUS! paOOTHHUKA

25. OdopmieHue ciykeOHOH KOMaHTUPOBKH

26. OdopmieHe OTIycKa

27. HcTounnku nogadopa nepcoHana uist OpraHu3aiu

28. KonduaennuanpHast TOKyMEeHTAIUS

29. OcCHOBHBIE HaNpaBJICHUS COBEPIICHCTBOBAHMUS COCTaBa U JOPM TOKYMEHTOB

30. [ToHATHS ¥ IPUHIMITEI OPraHU3AIMH JOKYMEHTO000pOTa

31. O06paboTka BXOJAIINX, HCXOSIIUX U BHYTPEHHUX JOKYMEHTOB MPEIIPUSTHS

32. Perucrpanus nokymentoB. MHaekcanust TOKyMEHTOB

33. KoHTponb ucnoaHeHus: JTOKyMEHTOB

34. OnepaTuBHOE XpaHEHUE JIe

35. OdopmiieHre JOKyMEHTOB U JIeJl K YHUYTOKEHHUIO U Ha JUINTENIbHOE (TIOCTOSIHHOE)
XpaHEeHHe

36. ApXHUBHOE XpaHECHHUE JeIT

37. [Toncyer n onTuMU3anUs JOKYMEHTO000pOTa

38. IOpuandeckue GopMaTbHOCTH U JOKYMEHTHI IPU OTKPBITHH M PETHCTPAINN
NpeANPHUITUS

39. JIoKyMeHTOOOOPOT FOCTUHUYHOTO IPEATPUSITUS

40. ABTOMaTH3aIMs TOKYMEHTOO000POTA TOCTUHUYHOTO MPEIIPUATHS

41. Hasnauenwue, 3a1aum, CTpyKTypa U COCTaB CIYKObI yIIpaBICHUS
JIOKYMEHTAIlMOHHBIM O00ecrieueHneM

42. Opranu3anuoHHO-PaCTIOPSIUTENbHAS TOKYMEHTAIUS CITY>KObI YIIpaBIICHUS
JOKYMEHTAIMOHHBIM 00eCTIeYeHHEM

43. TexHUUecKue cpecTBa, NCIOIb3yeMble IPU CO3JIaHUH U 00paOOTKHU IOKYMEHTOB

44, Kputepun Bbi00pa opuCHON TEXHUKH
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45, [IpaBuna 6e30macHOCTH pabOTHI C TEXHHYECKUMU CPEICTBAMHU

46. ABTOMAaTH3a1UA I€JIONPOU3BOJICTBA: OCHOBHBIE MOHSTHS U MPUHLIUIIBI
47, 3anaHble CUCTEMBI JIeJIONPOU3BOACTBA B Poccuu
48. ABTOMAaTH3WPOBaHUE JCIONPOU3BOJICTBA, JICJTOBBIX MPOLEIYP U JOKYMEHTOO00pOTa

Ha MpCAIPpUATHUHA. OCHOBHBIE KaTCeropnuun MOJIL30BaTEIICH CHCTEM aBTOMaTHU3allu1
JACJIOIIPOU3BOJACTBA U ,Z[OKYMGHTOO60pOTa.

49, [lepcrieKTUBBI pOCCUMCKONM MHAYCTPUU aBTOMATHU3ALIUH JI€JIONIPOU3BOICTBA
50. ABTOMaTH3aIMs IPOIEcca YIPaBIeHUS JOrOBOPHBIMU MPOIIECCAMU Ha
NpEeANPUITHI

4.2 MeToanyeckne MaTepuaJibl, onpeae/siiomue nNpoueaypbl OueHUBAHUS 3HAHUIN, YMEHUH,
HABBIKOB M (MJIM) ONBITA 1eATeIbHOCTH, XapPaAKTePU3YyOIIMX 3TaNbl (JOPMUPOBAHUA KOMIIETEHNH

MeTtoanyeckue peKOMeHAalMH, ONpe/iesiioNie Npouelypbl OlleHUBAHNS 3a4eTe:

Jnsa 3¢ dexkTrBHOM MOArOTOBKM K 3ayeTy Ipolecc M3y4eHHMs Marepuana Kypca Ipearosaraer
JOCTaTOYHO MHTEHCUBHYIO PabOTy HE TOJBKO Ha JICKIUSAX M CEMHHApax, HO U C PAa3JIUYHbIMU TEKCTaMH,
HOpPMAaTHUBHBIMU JOKYMEHTaMH U HH(OpMAIMOHHBIMU pecypcamMu. B KadecTBe OCHOBHBIX 3JI€MEHTOB
y4yeOHOro mporecca BBICTYHNAIOT MPOOJEMHO-OPUEHTUPOBAHHbIE JIEKIMH C OOBSICHEHUEM U
WUIIOCTPUPOBAHUEM  KIIFOYEBBIX TOHATHM M B 0O0JIACTM KOMMEPUYECKOr0 M KOPHOPATUBHOIO
nokyMeHTooOopora. Takke Ha ceMuHapax OyayT 00CYX IaThCs Pe3yabTaThl OTACIBHBIX pedepaTos.

Oco0oe BHUMaHKE Ha/10 OOPATUTH HA TO, YTO MOJATOTOBKA K 3a4eTy TpeOyeT oOpallieHus: He TOJIbKO
K yueOHHMKaM, HO U K nHpopMmarmn, conepxkaieiicss B CMU, a takxke B cetn MHTepHET. B paznene «Crnncox
PEKOMEHIYeMO# JTUTEepaTyphbl» MPHUBEIEH CIUCOK y4eOHUKOB, NEPUOTUYECKUX M3IAHUN, HOPMATUBHBIX
JOKYMEHTOB U pecypcoB ceTH VHTepHeT, KOTOpble MOT'yT OKa3aThCs MOJIE3HBIMU NIPH U3YUYEHUH Kypca.

Kpumepuu oyenxu omeema cmyoenma na 3aueme.

3ayer sBisieTcs (OpMON OLIEHKH KaueCTBa OCBOCHUS CTYIEHTOM 00pa30BaTeIbHONW MPOTrpaMMBI 110
mucuumiuHe. [1o pe3ynbrataM 3ayeTa CTy/I€HTY BBICTABIISIETCS OLIEHKA «3aUTE€HO» W «HE 3aUTEHO.

3ayeT NMpOBOAUTHCS B (popMe YCTHOrO ompoca MO BOMPOCAM M3YYEHHBIX TEM Ha JIEKIMOHHBIX U
MPAKTUYECKHX 3aHATHAX, a TAKXKE [0 BOIPOCAM TEM JUIs CAMOCTOATENbHOM paboThl cTy1eHTOB. CTyleHTy
3ajaeTcs | Bompoc U3 3apaHee yCTaHOBJIEHHOTO cnucka. Ha moaroroBky naercst 20 MUHyT. DK3aMeHaTOp
MOJKET MPOCTABUTh 3a4eT 03 ompoca TEeM CTYIEHTaM, KOTOpble aKTHBHO pabOTalM Ha MPaKTUYECKUX
(ceMUHapCKUX) 3aHATHSIX.

[IpenogaBaTens NMPUHUMAET 3a4eT TOJIBKO MPU HAJUYUM BEAOMOCTH M HaJJIeXalllUM 00pa3oM
o opMIIEHHO 3a4eTHON KHWKKU. Pe3ynbTar 3auera oObsBISETCS CTYJEHTY HEMOCPEICTBEHHO MOCIIE €r0
C/layd, 3aTEM BBICTABISAETCS B HK3aMEHALIMOHHYIO BEJIOMOCTb M 3aU€THYIO KHMKKY cTyneHTa. Ecinu B
Ipoliecce 3ayeTa CTYAEHT MCIOJIb30Baj HEIOMYCTHMBbIE JOMOJIHUTENbHBIE MaTepUabl, TO 3K3aMEHATOP
MMEET MPaBO U3BATH MINAPTAIKY U TOCTABUTh «HE 3aYTEHO».

[Ipy BBICTaBIEHUHM OLIEHKM 5K3aMEHATOp YYMUTHIBAET 3HaHME (PAKTHMUECKOrOo Marepuaiga Mo
nporpamMmMe, CTeleHb akTUBHOCTH CTYACHTA HA CEMUHAPCKUX 3aHATHX, JIOTHKY, CTPYKTYpPY, CTHIIb OTBETA,
apryMEHTHPOBAaHHOCTh OTBETA; YPOBEHb CAaMOCTOATENBHOTO MBIIUICHUS, HaJHM4ue IPOIYCKOB
CEeMHUHAPCKHUX ¥ JICKIIMOHHBIX 3aHSATHH MO0 HEYBAXUTEIHHBIM IIPHYNHAM.

OrneHka «3a4TeH0» CTaBUTCS CTYJIEHTaM, OTBET KOTOPBIX CBUJIETEIHCTBYET O IIYOOKOM 3HAHHUU
MaTepuaa 1o nmporpaMmme Kypca, 3HaHuU KOHIENTYalIbHO-MOHSITUIHOTO anmnapaTa Kypca, JIMTepaTypsbl Mo
KypCy, COJEpPKHUT B II€JIOM IpaBWJIbHOE, HO HE BCEerja TOYHOE U apryMEHTHPOBAHHOE H3JIOKEHHE
Mmarepuara.
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OLIGHKa «HE€ 3aYTCHO0» CTaBUTCA CTYACHTAM, HMCIOIIHUM CYIICCTBCHHBLIC HpOGGHBI B 3HAHUU
OCHOBHOI'0 MaTcpuajia mo IporpamMme, AONYCTHBUHIMM HNPUHIHUIIAAJIBHBIC OIINOKHU IpuU H3JI0KCHUU
Marcpuraia, a TaKKC HC JaBIIMM OTBCTA Ha BOIIPOC.

MeTtoauyeckue peKoMeHAAlMHU, ONpeAesonMe NPpoLueAypPbl OLleHMBAHUS YCTHOIO ONpoca:

Kaxknoe ceMrMHapcKoe 3aHATHE 110 COOTBETCTBYIOIIEH TEMATUKE TEOPETUUECKOTO Kypca COCTOUT U3
BOIIPOCOB JIJIsl MOATOTOBKH, HA OCHOBE KOTOPBIX MPOBOJUTCS YCTHBIM ONMPOC KaXJAO0ro CTyaeHTa. Takxke
IIOCJIE M3YyYEHUS KaXJO0ro pasjena CTYAEHThl Ul 3aKpelyIeHUs IPOEJEHHOr0 MaTrepuaja MHIIYT
pedepaTtuBHbIE pabOTHI 110 TONOJHUTEIBHBIM MaTepHaiaM Kypca.

[IpenogaBarens 3apaHee 0OBSABISET BOMPOCH], KOTOPbIE OYIyT paccCMaTpuBaThCA Ha CEMUHAPCKOM
3aHsaTUd. CTYIEHT JOKEH BHUMATENIbHO O3HAKOMHUTBHCS C MaTepHalioM, HUCIOJB3YS MPEeI0KEHHbIE
npernojaBaTesieM HCTOUYHUKH JHUTEpaTypbl U COOCTBEHHBIE MH(pOpMAMOHHbIE pecypchl. CTyAeHT mnpu
MOJITOTOBKE K CEMUHAPY MOXET KOHCYJIbTHPOBATHCS C MPErnojaBaTesieM U MoJydaTh OT HEr0 HaBOASIINE
paszbsicHeHus. [locne okoHUaHMSI YCTHOTO OMPOCa CTYEHTAaM BBICTABIISIIOTCS] OIICHKHU:

— OLIGHKAa «3aumeHO» BBICTABISETCS CTYIEHTY, €CIM BOMIPOCHl PACKPBITHI, H3JI0KEHBI
JIOTHYHO, 0€3 CYIIECTBEHHBIX OMIMOOK, IMOKa3aHO yMEHHE padoTaTh ¢ KapTOrpaduuecKuM MaTepHAIIOM,
MIPOJIEMOHCTPUPOBAHO YCBOCHUE PaHEe U3YUYCHHBIX BOMPOCOB. [lomycKkatoTcs He3HaYUTeNNbHbIE OLTHOKY;

— OLICHKA «He 3a4meHO» BHICTABISIETCS, €CIIM HE PACKPBITO OCHOBHOE CO/IepKaHHE Y4eOHOTO
MaTepuasna; oOHapyKeHO HEe3HAHUE WUJIM HeTIOHUMaHue OoJbllel, Wik Hanbosee BaXKHON 4acTu y4eOHOTro
MaTepuaia; JIOMyLIeHbl OIIMOKY B ONMpEeAeNICHUU MOHATUH, KOTOPbIE HE HUCIIPABIICHBI MOCIIE HECKOIbKUX
HABOJISIIIUX BOIIPOCOB; HE YMEHUE pa0d0TaTh C KapTOrpaduIecKUM MATePUAIIOM.

MeToanyeckue peKOMeHJIALHH, ONpeesiiole NPoueIypbl OlleHUBAHUS THCKYCCHOHHBIX
TeM:

Jlexyus-ouckyccus — onquH u3 HanbOoiee d(H(HEKTHBHBIX CIIOCOOOB I OOCYKICHHS CIOXHBIX U
aKTyaJbHBIX Ha TEKYIIMH MOMEHT BOIIPOCOB, OOMEHa OIBITOM M TBOPYECKHX MHHIMATHB. Takas dopma
OOIIEHUS TO3BOJISIET JIyYIlle YCBOUTH MaTepHall, HAMTH He0OXOAMMBIE pelIeHus B rpoiecce 3(pPpeKTuBHOTO
auasnora. Y ClIoBUe pa3BepThIBAHUS MPOAYKTUBHON MUCKYCCHH — JIMYHBIE 3HAHUS, KOTOPBIE TPUOOPETAIOT
CTY/ZICHTBl Ha JIGKIIMAX M CaMOCTOSTENbHOW pabore. Ocobas poib B JIEKIUUAUCKYCCHU OTBOIUTCS
Mearory, KOTOPBIH ONpeAensieT Kpyr TMpoOJieM U BOMPOCOB, MOJISKAIMIHUX  OOCYKIECHHIO;
3aWHTEPECOBBIBACT CTYJCHTOB TEMOH JIEKIIMU U KPYTOM OOCYKIAaeMBbIX MPOOJIEM, CTUMYIUPYET aKTHBHOE
Y4acCTHE CTY/ICHTOB B JIEKIIMU-TMCKYCCHH, TTOOIIPSIET BBICKA3bIBAHUE CTYIEHTAMH COOCTBEHHOTO MHEHUS
1o 00CyX/1aeMBIM BOITPOCAaM; MOIOMPAET OCHOBHYIO H JIOMTOTHUTEIBHYIO JIUTEPATYPY MO TEME JEKIIHH JIIs
JOTIOJTHUTEIBHON TOATOTOBKH CTYIEHTOB; pacrpenenseT (HOopMbl ydacTusi U (QYHKIMH CTYIEHTOB B
KOJIJISKTUBHOHM paboTe; MOIBOAUT OOIINI UTOT JIEKIIUU-TUCKYCCHH.

Cemunap-ouckyccusi — IMAJOTHUECKOE OOILIEHHE YYaCTHHKOB, B IIpOILleCCE KOTOPOTo depes
COBMECTHOE y4acTHe 00CYKAAl0TCA U PEIIAloTCsl TEOpPEeTHUECKUe U MpaKkTuiyeckue nmpolieMsl kypca. Ha
o0CyXJIeHHe BBIHOCSATCS Haubosiee akTyallbHble MPOOJIeMHbIE BOMPOCH! YUeOHOH IuCIMITIHHBL. Kaxblii
U3 YUaCTHUKOB JUCKYCCHH JIOJIKEH: HAyYUThCS TOUHO BBIPAXKaTh CBOM MBICIIU B TOKJIAJIE UIIH BBICTYIUICHUH
[0 BONPOCY; aKTUBHO OTCTauBaTh CBOIO TOYKY 3PEHMS; apryMEHTHUPOBAHO BO3pa)kaTb, ONPOBEPraTh
OMMOOYHYIO TIO3UITNIO. Y CIIOBHE Pa3BEPTHIBAHUS MPOYKTUBHOW TUCKYCCUU — JIMYHBIC 3HAHUS, KOTOpPbIC
MpHOOPETAIOT CTYASHTHI Ha JIEKIMSIX W CaAMOCTOSTEIhHON pabore. YacThio ceMHUHApPAJNCKYCCHU MOTYT
OBITH JIEMEHTHI «MO3TOBOTO HITYpMay, «IEJIOBOH UTPHI».

Oco0Oast ponb B cemuHape oTBoauTcA menarory. OH JOJDKEH: ONpeNeNuTh Kpyr IpobiieM u
BOTIPOCOB, MOJISKAINX OOCYKIACHUIO; MOI00paTh OCHOBHYIO M JIOTIOJIHUTEIBHYIO JIUTEPATYPY MO TEME
CeMHHapa JUIsl JOKJIaJYMKOB M BBICTYMAIOIIUX; paclpenensaTh GopMbl yyacTus M (YHKIHU CTYJCHTa B

17



KOJUJIEKTUBHOUN pab0Te; TOTOBUTH CTYJACHTOB K BRIOPAHHOMY POJIEBOMY YYaCTHIO; MIOABOIUTEH OOIIHIA UTOT
TMCKYCCHH.
Kpumepuu oyenxu pabomsi 06yuarowuxcs Ha aekyuu/cemunape-oucKyccul.

O OLICHKA «3a4YTE€HO» BBICTABIISETCS, €CIAM CTYACHT, TIPaMOTHO W3JIOXKUI Mpoliemy,
chopMHUPOBAl TOUYHBIC HAYYHBIC 3HAHMS, JIOTUYECKU W3JIOKUJ OTBETHI, OLIEHKA «3aUTEHOY» MOXET OBITh
BBICTABIICHA, €CIIU CTYACHT BBIOIHUI paboTy o0beme 70% u BbIlIIE;

O OLICHKa «HE 3auTEHO)» BBICTABISETCS, €CIM CTYACHT HE H3y4yWs IMpEACTaBICHHbIE Ha
paccMOTpeHHE BOIMPOCH, HE c(HOpPMHUpOBANl HAydHble 3HAHHA MO PACCMATPUBAEMOMY BOIIPOCY, HE
y4acTBOBAJ B IUCKYCCHH.

MeTtoauyeckue peKOMeH/ ALl 110 BINOJHEHHIO IPAKTHYECKO0il padoThI
(npe3entauus B Microsoft PowerPoint)

[IpeseHTanust Ja€T BO3MOXHOCTh HArjsAHO MPEICTaBUTh WHHOBAL[MOHHBIE WJEH, pa3pabOTKU U
IUIaHbl. YueOHasl Ipe3eHTalus MPeACTaBiIsieT co00i pe3ynbTaT caMOCTOSATENbHON paboThl CTYIEHTOB, C
MOMOIIBI0 KOTOPOW OHM HAarJSAHO JAEMOHCTPHPYIOT MaTepHallbl ITYOJUYHOTO BBICTYIUICHHUS Tepe
ayauropueil. OTHON U3 OCHOBHBIX MPOIPaMM JJISl CO3/IaHUs MPE3EHTALUN B MUPOBOU MTPAKTUKE SBIISETCS
nporpamma PowerPoint kommanun Microsoft.

KomnbroTepHas npeseHTanust — 3710 (aiin ¢ HeoOXOIUMBIMU MaTepualaMu, KOTOPBI COCTOUT U3
[I0CJIeI0BATENbHOCTH CiIaiioB. Kax bl cinaiii cogepKUT 3aKOHUYEHHYIO 10 CMBICIY MH(pOpMAINIO, TaK
KaK OHa He MEePeHOCHTCS Ha CIEAYIOUIMHA ciai] aBTOMaTUYECKH B OTIMYUE OT TEKCTOBOTO JOKYMEHTA.
CryneHTy — aBTOpy IIpe3eHTAaIMi, HEOOXOAMMO YMETh paclpeeaTh MaTeprail B Ipeesiax CTpaHULIbl U
IPaMOTHO pa3MellaTh OTJeIbHbIE 00bEKTHI. B 3TOM eMy oOMOXKeT HaOOp TOTOBBIX 0OBEKTOB (TUKTOTPaMM,
reoMeTpHUECKUX (PUTYp, TEKCTOBBIX OKOH U T.[1.).

beccriopHbIM JOCTOMHCTBOM MpE3EHTALMU SIBISIETCS BO3MOXKHOCTH NMPU HEOOXOJIUMOCTH OBICTPO
BEPHYTHCS K JII000MY U3 paHee MPOCMOTPEHHBIX cllaiiioB [Ipe3eHTalys moMoraeT caMoMy BBICTYIAIOLIEMY
He 3a0bITh IJIaBHOE M TOUHEE PACCTAaBUTh AKLIEHTHI.

Cmpyxkmypa npezenmayuu

VY aep>xuBaTh aKTUBHOE BHUMaHME CllylaTesaed MoKHO He 6osee 15 MUHYT, a, clieoBaTeIbHO, PH
CPEIHEM pacueTe BpEMEHHU POCMOTpa — | MUHYTa Ha ciaiizl, KOJIM4eCTBO CJIAN0B HE JOJKHO NPEBBIIIATh
15-Tu.

[lepBbIil crmaiin mpe3eHTalMu JOJDKEH COJepKaTh TeMmy padoThl, (GaMUIINI0, UMSI U OTYECTBO
UCIIOJIHUTEJIS, HOMEp yueOHOU TPYIIIbI, a TaKKe paMUIINIO, UMsI, OTYECTBO, TOJPKHOCTh U YUEHYIO CTEIIEHb
IpenojaBaTels.

Ha BTopom crnaiiie neinecooOpa3zHo NpeCcTaBUTh LIEb U KPAaTKOE COJEpKaHUE MPE3eHTAIUH.

[Tocnenyromue ciaitapl HEOOXOAMMO pa3OUTh HA pa3/eibl COTJIACHO MyHKTaM IIaHa paboTHhl.

Ha 3axirounTenbHblil cilaiii BBIHOCUTCS CaMOE€ OCHOBHOE, IJIaBHOE U3 CONEP KAHUS NTPE3CHTALNH.

Pexomenoayuu no ogpopmnenuro npezenmayuii 6 Microsoft Power Point:

J11s BU3yanbHOTO BOCIIPUSTHS TEKCT Ha ClIalijaX IPEe3eHTallUU T0JKEH ObITh HE MeHee 24 NT, a JUIs
3aroJIOBKOB — HE MeHee 32 MT.

MakeT nmpe3eHTalu JA0JDKeH ObITh 0pOpMIIeH B eUHOM 11BeTOBOI ramme. PoH HE J0JKEH ObITh
CIIMIIKOM SIPKMM WJIM TECTPBIM. TEKCT AOHKEH XOpowo yuTarbes. OJHU U T€ K€ JIEMEHTHI Ha pa3HbIX
claiijax JOJKeH OBITh OJTHOTO IIBETA.

[TpocTpancTBO cnaiifa (3KpaHa) JOHKHO OBITh MAKCUMAJIbHO MCIOJIb30BaHO, 33 CUET, HApUMED,
yBeJIMueHus: Mmacirtaba pucyHka. Kpome Toro, mo BO3MOXXHOCTH HEOOXOJMMO 3aHHMAaTh BEpPXHHUE Ya
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IJIomaau cinaijga (dPKpaHa), MOCKOJIbKY HIDKHSSL 4acTh AKpaHa IUIOXO MPOCMATPUBAETCA C IMOCIEIHHUX
PAIOB.

Kaxnaplii cinaiiq AOJKEH coliepKaTh 3arojoBOK. B KOHIE 3arojloBKOB TOYKa HE CTaBUTCA. B
3arojIoBKax JOJDKEH ObITh OTpakeH BBIBOJ M3 IMpeAcTaBiIeHHOW Ha cnaiae mHpopmauuu. OdopmieHue
3aroJIOBKOB 3arJIaBHBIMU OYKBaMU MOKHO HCIIOJIB30BaTh TOJIBKO B CIy4ae MX KPaTKOCTH.

Ha cnaiine cienyer momemars He 6onee 5—6 cTpok u He 6onee 5—7 clloB B mpeasioskeHnuu. Tekct Ha
cllaiijaX JOJKeH XOPOILO YUTAThCS.

[Ipu noGaBieHUM PUCYHKOB, CXEM, JAMAarpaMM, CHMMKOB JKpaHa (CKPHHILOTOB) HEOOXOIHMMO
MIPOBEPUTH TEKCT ATHX DJIEMEHTOB Ha Haiuuyue omubok. HeoOxomumo mpoBepsATh MNPaBUIHLHOCTH
HaNMCaHWUs Ha3BaHUH ynwil, (haMUIMii aBTOPOB METOIUK U T.JI.

Henb3s meperpyxaTh ciaiiibl aHUMAallMOHHBIMU 3(QeKTaMu — 3TO OTBJIEKAET CiIyIIaTreiaeil oT
CMBICJIOBOTO COJACpKaHUs cianja. s CMEHBI CIaiiloB HUCIIONB3YHUTE OJHMH M TOT K€ aHMMAllMOHHBIN
¢ dexr.

Tlopsook u npuryunvl BLINOIHEHUSI KOMNbIOMEPHOU NPE3eHMAaYUU.

[lepen co3manumeM mpe3eHTAllMd HEOOXOJWMO YETKO OIPENSIUTHhCS C IIeNIbI0, CO3/1aBacMOM
MPE3CHTAIMH, MMOCTPOUTHh BCTYIUICHHE U C(HOPMYIHpPOBATH 3aKIIOUCHUE, MPHUICPKUBATHCS OCHOBHBIX
ATaroOB U PEKOMEHyEeMbIX MIPUHIIUIIOB €€ CO3JaHusl.

OcHogHble npuHYyUNsl 8bINOJIHEHUS U NPeOCMABeHUsl KOMNbIOMEPHOU NPEe3eHMAYULU.

O KOMIIBIOTCpHAA IPE3CHTAlHMA HC IIPCAHA3HAYCHA JI1 aBTOHOMHOI'O HCIIOJIb30BaHHA, OHA
AOJIKHA JIMIIb [TOMOTr'aTh JOKJIAAYUKY BO BpEMs €0 BBICTYIUICHUS, ITPABUJIIBHO PACCTABIIATh AKIICHTHI,

O HE YCJIOXKHSNTE IPE3CHTALUIO U HE IIEPErpyKalTe €€ TEKCTOM, CTATUCTUYECKUMU JaHHBIMU
U rpapuuecKUMH N300paKEHUSIMH;

a HE YATaWTE TEKCT Ha ciaigax. YCTHas pedb JOKJIaJaurKa JOJDKHA JIOMOJIHITh, OMUCHIBATH,
HO HE IlepecKa3blBaTh, IPEJICTABICHHYIO Ha cllaiiaXx HH(POPMAIHUIO;

O naiTe BpeMsl ayJUTOPUU O3HAKOMUTbCSA ¢ MH(OpMaIMe Kaka0ro HOBOro ciaija, a yxe
[ocjie 3TOr0 J1aBaTh CBOM KOMMEHTapUM IOKa3aHHOMY Ha dJKpaHe. B mpoTWBHOM ciyyae BHUMaHHE
ciymaresnei 0yaer pacceuBaTbes;

O nenante nepepriBbl. He ciienyer TOponuThea ¢ AEMOHCTpPALME MOCIEIYIOIEro ciaiiaa.
[To3BonbTE CiTymIaTeasiM NOAyMaTh U YCBOUTH HH(POPMAIIHIO;

O NPEUIOKUTE Pa3aTOYHbIM MaTepuana B KOHIE BBICTYIUICHHUS, €Clid 3TO HeoOxoaumo. He
JienaiiTe 3TOro B Havaje UK B CeperHe J0Kaa, T.K. BCe BHUMaHHE JOJKHO OBITh MPUKOBAHO K BaM U K
JKpaHy;

O 0053aTENIBHO  OTPEAAKTUPYHTE  MpE3eHTAUUI0  Iepel  BBICTYILUICHHMEM  IOCHe
MIPEIBAPUTENILHOTO MPOCMOTPA (PETETULINN).

B npunoswcenuu momemarorcss mo HEOOXOIUMOCTH WILTIOCTPHUPOBAHHBIE MaTEpUabl, UMEIOIINE
BCIIOMOTaTeNIbHOE 3HauUeHue (TaOJUIIbI, CXEMBI, IUarpaMMBbl U T.I1.).

Kpumepuu oyenxu npesenmayuu.

MakcumaiibHOE Onenka
O¢0pMJzeHue npesenmayuu KOJIMYECTBO 0aJIOB nopenoaaBaTeid
TutynbHbI# crnaiig (opuruHaIbHOE 0(OPMIICHHE) 5
Hcnonb3oBanue nononHuTenbHbIX 3¢ dexroB PowerPoint 5
(cMeHa cnaiiioB, rpaduka, aHUMaLs)
Cooeporcanue npezenmayuu
CooTBeTcTBHE Y4eOHBIM IIENISIM U 3a/1a4aM 10
OTpaskeHre OCHOBOIIOJIAraloIIero BOIpoca 10
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Hamuuwne sneMeHTOB HNCCIICAOBAHUs 110 TCMC 10

BriBO1bI, 000CHOBAaHHBIC C HAYYHOUH TOYKH 3PCHHUS, 10
OCHOBAHHBIC Ha JTAHHBIX UCCIICTOBAHHS

Ogopmrenue mexcma

Tekct npeacTaBieH TPaMOTHO, MOCIEAOBATEIbHO, UMEET 10
JIOTHYECKYIO 3aBEPIIEHHOCTh

Tekcr xoporo yntaem (moadop mpudTa u GoHa) 5
OdopMmieHue cIaiIoB B €IMHOM CTHIIE 5
CootBercTBHE AU3aliHA COACPHKAHUIO IIPE3EHTALUN 10
Tpebosanus k gvlcmynienuio

CryneHT CBOOOJHO BIAJEET COACPNKAHUEM, SICHO H 5)
IpPaMOTHO M3JIaraeT MaTepual

CryneHT cBOOOJHO U KOPPEKTHO OTBEYAET HAa BOIMPOCHI U 5
3aMeuyaHus ayJuTOpUI

CTyneHT TOYHO YKJIabIBaeTCsS B pAMKHU PEriaMeHTa 5

nokiana (15 MunyT)

Obwuii bann/oyenka 100*

*[1epeBoj 0aIOB B OLIEHKH NPUBEJEH HUXKE.
Ouenka «omauyHo» cTaBUTCA eciii cymma 6aisos coctasiser ot 80 mo 100.
Oruenka «xopouto» CTaBUTCSA €Clid cyMMa 0aiioB cocTasisieT ot 60 1o 79.
Oruenka «yodognemsopumesnibHo» CTAaBUTCS ecliu cyMMa 6aiioB cocrasiisieT ot 40 1o 59. Onenka
«He Y0081emeopumeibHoy CTAaBUTCS €CIIM CyMMa 0aJlJIOB COCTaBIIsIeT MeHee 39.

S. Ilepeyens OCHOBHOW M /ONOJHHUTENbHON Y4eOHOH JHMTEPaTypbl, HEOOXOAMMOH 1JIAA
OCBOCHHUSA THCUMILINHBI.

5.1 OcHoBHas quTeparypa:

1. Ky3nenor W.H. JlokymeHTalnimoHHoe oOecrieueHue yrpaBieHus. JoKyMeHTOOOOpOT u
JIEIOTIPOU3BOJICTBO [DNEKTPOHHBIN pecypc]: YUEOHUK M MPAKTUKYM JUIsl IPUKIAIHOTO OakajgaBpuara. —
M.: N3narenscTBO IOpaiir, 2018. - 461 c. —  Pexum JOCTYyTIA: http://
https://biblioonline.ru/viewer/7873BF4B-A3F7-44E2-8EC0-1E3D6392702A

2. Kopnees U.K., IImenko A.B., Mamypues B.A. JloOKyMEHTHpOBaHUE YNpPaBICHUYECKON
JeSTeNbHOCTH + TecThl B 30c [DNeKTpoHHBIM pecypc]: yuyeOHHK M MPAaKTHKYM Ul aKaJeMU4YeCKOro
OakanmaBpuata. — M.: MWsnatensctBo IOpaiit, 2018. — 384 c¢. — Pexum pocryma: http://
https://biblioonline.ru/viewer/04F0A0D5-BF41-47D1-9AA9-FA622A3FEA49

3. I'punbepr A.C., I'opbaués H.H., Myxamermuna O.A. JlokyMeHTaIlMOHHOE o0ecredeHne
yIipaBJiieHUs [ DIeKTPOHHBIN pecypc]: yueoHuk. — M.: FOuutu-lana, 2015. — 391 c. — Pexum goctyna:
http://biblioclub.ru/index.php?page=book&id=115031

4, Poroxxun M.IO. JlokymeHTanimonHoe obecnieueHne yrpasieHus [ DIeKTpOHHBIN pecypc:
npaktuyeckoe nocobdue. — M.; bepnun: upekr-Menua, 2014. — 398 c. — Pexum nocryna:
http://biblioclub.ru/index.php?page=book&id=253705

I[J'I}I OCBOCHU NUCHUIIMHBI MHBAJIMAAMU U JIMNAMHU C OTPAHUYCHHBIMHA BO3MOKHOCTAMU 300POBBA
HMCIOTCA U3JaHH B OJICKTPOHHOM BU/IC B 3J'IGKTpOHHO-6I/I6J'II/IOTe‘IHI)IX cucremax «JIaHp .
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1. Tumodeena E.C. JlokymeHTaIImOHHOE 00ECIICYCHHE YITPABICHUS COITUATBHO-KYIbTYPHBIM
CEPBUCOM M TYPU3MOM [ DNEeKTpOHHBIN pecypc]: yued. mocodbue. — Cankt-IlerepOypr: D0 CIIOYTYuD,
2009. — 175 c. — Pexxum nocryna: https://e.lanbook.com/book/63809.

2. I'ymuna N.A., 3aiiueBa H.A. JlokymeHTanimonnoe o0ecrieyeHre yrpaBieHHs B
COLIMATILHOKYJIBTYPHOM CEPBUCE U TypU3Me [ DIEKTPOHHBIN pecypc]: yueOHOe ocoOue sl CTYICHTOB
BY30B. — M.: Anbda-M: MHDOPA-M, 2010. - 239 c. — Pexxum noctyna: https://e.lanbook.com/book/69308

5.2 lonoiHuTEIBHAS JIUTEPATYpPA:

1. [ysanoa H.H., MBanoBa A.IO. OcHOBBI Jenonpou3BOACTBA. S3BIK CIIYKEOHOTO
JOKYMEeHTa [DJeKTPOHHBIH pecypc]|: yueOHHK U MPAKTUKYM JUId aKaJeMHueckoro OakanaBpuara. — M.:
U3znarensctBo HOpaiit, 2018. — 375 ¢. — Pexxum noctyna: http:// https://biblio-online.ru/viewer/E472872E-
07FD-4FDA-

A714-897DACSE36DA

2. Unpucora A.P., AxmeroBa A.D. TexHOJOTHMH JOKYMEHTAIIMOHHOTO M WHHOBAIIMOHHOTO
obecnieueHus ynpaieHus [DIeKTpoHHbIN pecypc]: yueOHoe nocodue. — Kazans: KI'TY, 2010. — 180 c. —
Pexxum noctyna: http://biblioclub.ru/index.php?page=book&id=258929

3. CamaxBanoB E.B. ABToMaru3upoBaHHas cHCTEMa JAOKYMEHTAIIMOHHOTO o0OecreueHus
yInpaBJeHus [DIeKTpoHHbI pecypc]. — M.: Jlaboparopus kaury, 2010. — 99 c. — Pexxum nocrymna:
http://biblioclub.ru/index.php?page=book&id=97300

4, Hemun HO.M. Jlenonpoun3BojactBo. JIOKyMEHTAaUMOHHBIM MEHEHKMEHT [DIJIEKTPOHHBII
pecypel]:
yuebHoe nocobue. — M.; bepnun: qupexkr-Menua, 2014. — 205 c. — Pexxum gocrymna:
http://biblioclub.ru/index.php?page=book&id=253657

5. Poroxun M.FO. Opranuzanus nenonpousBojcTBa mnpeanpusitus: (Ha ocHoBe ['OCT
P6.302003) [DnexTpoHHbI pecypc]: ydeOHO-TpakTHueckoe mocobue. — M.; bepnun: [{upexr-Menua,
2014. -

209 c. — Pexxum nocryna: http://biblioclub.ru/index.php?page=book&id=253709
6. Kazakeuu T.A., Tkanuu A.U. JlokymeHnToBeneHue. JJOKyMeHTaIIMOHHBINH CEPBHC
[D5eKTpOHHBIN pecypc]: YIeOHUK U TPaKTUKYM JUIsl PUKJIaHOro OakanaBpuara. — M.: M3narenscTBo
FOpaiit, 2018. — 177 c¢. — Pesxum moctyma: http:// https://biblio-online.ru/viewer/98462230-A63D-402F-
A36A-24C2D22B5BC5
7. HekpacoBa M.JI. JlokyMeHTalMOHHOE OOECleYeHne YIPABICHUS Ha NPEANPUATHIX
Typu3Mma u cepBuca [Tekcr]: yuebHoe nocodue / M. JI. HekpacoBa; M-Bo oOpa3oBanus u Hayku Poc.
®Oeneparun, Kydanckuii roc. yu-T. - Kpacnonap: [Ky6anckuii rocyaapctBenHsli yausepcutet], 2009.
- 656 c.— 52 ar3.

5.3 Ilepuoguyeckue u3anus (KypHaibl):

1. JlenonpousBoaCTBO.

2. Jlenonpou3BOACTBO U AOKYMEHT0000pOoT Ha mpeanpustun. 3. Cexperapckoe
JeII0.

6. MeToauyeckne ykazaHus sl 00y4aOUIUXCSl IO OCBOEHHIO JUCIIHIJIMHBI

MGTOHquCKHe YKazaHus A1 06yqafomnx051 B 06H1€M BHUJIC U3JIOKCHEI B CIICAYIOIICM U3JaHUN
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IToaroroBka K TEKyIeMy KOHTPOJIIO, IPOMEKYTOUYHON U TOCYAAPCTBEHHOW UTOTOBOM aTTECTALMU:
Metonuueckne ykazanuss / B.B. MunenkoBa, A.B. MamonoBa, A.B. KonoBamnoBa. — Kpacuonap:
Ky6anckwuii roc. yu-t, 2019.

B Meroaumdeckux yKa3zaHUSAX OTPaXEHbl CYHNIHOCTh M COACPKAHME TEKYLLEro KOHTPOJIS
yCIIEBa€MOCTH, OIIMCAHbl BU/Jbl AyJJUTOPHBIX 3aHATHA U PEKOMEHJAIMH IO MOATOTOBKE K HUM (JIEKLIUH,
IIPAKTUYECKHE, CEMUHApCKHUE 3aHATHS U T.J.), BHEAyIUTOpHAas, HaydyHO-HCCIeIoBaTelbckas palora,
OLIEHOYHBIE CPEJCTBA AJIS IPOBEICHUS TEKYILEro KOHTPOJIA (YCTHBIHA OIPOC, CEeMUHApP-AUCKYCCHUS U JIp.),
METOJIMYECKUE PEKOMEHJAMM 110 IOArOTOBKE K pPAa3IMUHBIM BHJAM KOHTPOJISI, IMPEAYCMOTPEHHBIM
MPOMEKYTOUYHOM aTTeCTallUECH.

B ocBoeHMM IUCIUIUIMHBI HHBATUAAMU U JIMIIAMUA C OTPAHUYEHHBIMHU BO3MOXHOCTSIMU 3[10POBBS
OosplIOe 3HAYCHHME HMMEET WHAMBUIyalbHAas ydeOHas paboTa (KOHCYNbTallMM) — JOIMOJHHUTEIHHOE
pa3bsiCHEHUE yueOHOro Marepuania.

WMuauBuyaibHbIE KOHCYJIBTALUU 110 MPEAMETY SBIISIOTCS BaXKHBIM (PaKTOPOM, CIIOCOOCTBYIOLIUM
WH/IMBUyaJIN3alui O0y4YEeHUsl U YCTAHOBJIEHUIO BOCIMTATEILHOTO KOHTAKTa MEXIY IPEroiaBaTesieM U
00y4aroImuMCsl HHBAJIHJIOM WM JIULIOM C OTPaHUYEHHBIMHI BO3MOKHOCTSIMH 3/10POBBSI.

B ocBoeHMM IUCHUIUIMHBI HHBATUAAMU U JIMLAMU C OFPAaHUYEHHBIMU BO3MOKHOCTSIMU 3/10POBbSI
OoyplIOe 3HAYCHHE WMMEET WHAMBUIyalbHas ydeOHas pabora (KOHCYNbTAIlMM) — JOMOJHHUTEIHHOE
pa3bsiCHEHUE yueOHOro MaTepuania.

WuauBuyabHble KOHCYJIbTALUU 110 MPEAMETY SBIISIOTCS BaXKHBIM (PaKTOPOM, CLIOCOOCTBYIOLIUM
WHAMBUyaJIN3aluy O0y4YeHHs U YCTAaHOBJECHUIO BOCIIUTATENBHOIO KOHTAKTAa MEXIY IpPErojaBaTesieM U
00y4aroImyMCsl HHBAJIMJIOM WJIH JIULIOM C OTPaHUYEHHBIMH BO3MOKHOCTSIMH 310POBBSI.

7. Ilepeuens HMH(POPMAIMOHHBIX TEXHOJOTHH, MCHOJb3yeMbIX NPH OCYIIECTBJIEHUH
00pa30BaTeIbHOIO NMpoLecca N0 JUCIHUILIHHE.

7.1 IlepeyeHb HH(POPMANMOHHO-KOMMYHUKALMOHHBIX TEXHOJIOTHIA:

B mpouecce oOyueHuss HCHONB3YIOTCS pas3Hble BUAbl WH(OPMaLMOHHO-KOMMYHHUKAIIMOHHBIX
texnonoruii. O6pazoBatenbhuble cpeactBa MKT: cpencrBa, obecneunBaromyie 0a30BYIO IMOATOTOBKY
(37eKTpOHHBIE Y4€OHUKH, CHUCTEMbl KOHTPOJIS 3HAHUM), BCIIOMOTAaTeNIbHbIE CPEACTBA (IHLMKIONEANH,
CIIOBapH, MYJIbTUMEIUNHbIE YydeOHblE 3aHATUSA); MHPOPMALMOHHO-00yYaromue (dJIEKTPOHHBIE
OMOIMOTEKH, 3JIEKTPOHHBIE KHMIHU, 3JEKTPOHHBIE NEPUOAMYECKHUE H3JaHMs, CIOBAapH, CIPaBOYHUKU,
oOyuarolue KOMIIbIOTEpHbIE NMPOrpaMMbl, HH(HOPMALIMOHHBIE CUCTEMBI); HHTEPAKTUBHBIE (3JIEKTPOHHAs
nouta, JONC); mouckosble (peanu3yroTcs yepe3 KaTajaoru, IOMCKOBBIE CUCTEMBI).

[Tepeuenn pecypcoB UH()OPMAIIMOHHO-TEICKOMMYHHUKAITUOHHOM cetu
«HTEepHET», HEOOXOIUMBIX /I OCBOCHUS JUCITUTITNHBI:

1. Poccwuiickas ['ocynapcrBennas bubnmoreka — http://rsl.ru.

2. MunucrepcTBo Tpancnopra Poccuiickoit deneparuu — http://www.mtr.gov.ru.

3. denepanbHas ciry:k0a rocyIapcTBEHHON craTucTuku — http://www.gks.ru.

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

5. ExenneBnast JIoHIOHCKas ra3eTa, CIeMUATH3UPYIOMIAsACS Ha MPoOIeMax MOPCKHX
nepeBo3ok — http://www.lloydlist.com.

6. MexayHapoaHas MOpCKas OpraHM3alusi — CHENUAIM3UPOBAHHOE YUpEKICHHE

OOH, cmocobcTByIOIIEE  COBEPIICHCTBOBAHUIO — IMPOLEAYP  MEXIYHApOJHOTO  MOPCKOTO
cynoxozactsa — http://www.imo.org.
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7. MexayHapoaHasi OpraHu3alys TpaXKIaHCKOW aBUAIlMM — CIICIUATU3UPOBAHHOE
yUpEKIACHUE
OOH, ycranaBimBarIee MEKIYHApOJIHBIE HOPMBI, HEOOXOAMMBIC UIsl OOecriedeHus 0e30MacHOCTH,
HAJICKHOCTH U 3PPEKTUBHOCTH BO3AYIIHOTO coobmieHust — http://www.icao.int.
8. NudopmanmoHHsIii pecypc — WWw.rostransport.com.

7.2 IlepeyeHb JIMIIEH3HUOHHOTO W CBOOOJHO PACIPOCTPAHIEMOr0 MPOrPaAaMMHOIO
ol0ecreyeHu:

1. Windows 10 KopriopaTusHasi.
2. Microsoft Office npodeccuonanbusiii moc 2016.
3. AHTHBHpYCHas 3amuTa Qu3nueckux paboumx craHuuii M cepepoB: Kaspersky

Endpoint Security ansa 6uzneca — Cranaaptabiii Russian Edition.
4. 1500-2499 Node 1 year Education Renewal License.

7.3 IlepeyeHb COBpPeMEHHBIX NPO(EeCCHOHANBHBIX 0a3 JaHHBIX W WH(OPMAIMOHHBIX
CIIPABOYHBIX CHCTEM:

Kaxnpiii oOyuarommiicss B TEYCHHE BCEro Mepuojia OO0ydeHHsi OOECIICYCH WHAWBUIYATbHBIM
HEOTPaHUYCHHBIM JIOCTYIIOM K AJICKTPOHHO-OMOIMOTCYHBIM CUCTEMAM:

1. DnexTpoHHas OoubIoTeyHast cucreMa «YHuBepcuTeTckas Oubmmoreka

ONLINE»

(www.biblioclub.ru)

2. DnexTpoHHas oubiauoredHas cucrtemMa m3aarenseTsa «Jlarpy (http://e.lanbook.com)

3. DunextponHas 6ubnmuoreunas cucrema «tOpaiity (http://www.biblio-online.ru)
DnektponHas oubaroreunas cucrema «BOOK.ruy (https://www.book.ru)
OnektponHas oubinoreunas cucrema «ZNANIUM.COM» (www.znanium.com)

Jdns oOydarommxcsi oOecriedeH IOCTyNn (yHaJeHHBIH OCTYH) K CIEIYIOIIMM COBPEMEHHBIM
npodeccHoHaIbHBIM 0a3aM TaHHBIX, THPOPMAIIMOHHBIM CIIPABOYHBIM U TIOMCKOBBIM CHCTEMaM:
1. Koncynsrant [lmtoc — cnpaBouHas npaBoBas cucteMa (http://consultant.ru)
2. Web of Science (WoS) (http://apps.webofknowledge.com)
Hayunas snekrponnast 6udimoteka (HOB) (http://www.elibrary.ru)
Onektponnas bubnuoreka uccepranuii (https://dvs.rsl.ru)
KubepJlennnka (http://cyberleninka.ru)
«Jlekropuym TB» (http://www.lektorium.tv)
HarmonanwsHhas anekrponnas 6uodnuoreka (http://H36.pd)

No oA~

8. MaTepua/bHO-TEXHUYECKOE O0ecneyeHne 1o TUCIHUTLIHHE

No Bun pabot HaunmenoBanue yueOHOM ayAUTOPUH, €€ OCHAIIEHHOCTh 000PYJ0BaHUEM U
TEXHUYECKUMH CPEJCTBAMHU O0YICHUS
1 | JIekiuoHHEBIE Jlekunonnsle aynutopun (1207, U211, W218, WH219) ocHameHs
3aHATHUS HEOOXOUMBIMH TEXHHUUYECKUMHU CPEJCTBAMU OOyUYEHHUS: KOMIBIOTEPOM,
CTEPEOCUCTEMOM, UHTEPaKTUBHOU TpUOYHOI, MYJIBTUMEIUWHBIM

MPOEKTOPOM M COOTBETCTBYIOLIUM mporpamMmHbiM obecnieuenueM (I10)
(Windows Media Player, Microsoft Office 2010), ¢ Beixogom B MHTEpHET.
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Bce ayauropum ocHamieHbl y4eOHBIMH JIOCKaMH, KOMIUIEKTOM Y4eOHOMH
mebenu

CeMuHapckue
3aHATHS

VY4eOHble ayAUTOPUM JJIsl IPOBEAEHUS 3aHATUI ceMuHapckoro tuna (1200,
Nn201, 1205, M208) ocHarmieHbl y4eOHOM TOCKOH, TPOSKTOPOM, IKPAHOM

I'pynmoseie
(MHAMBUYaTbHBIC)
KOHCYJIbTAIIUU

KaOuneTs! U1 rpynnoBbiX (MHAMBUAYAIbHBIX) KOHCYIbTanui (1206, 1214,
N217) ocHalieHbl IepcOHAIbHBIMU KOMIIBIOTEPAMU € BBIXOJOM B MHTEpHET,
MOV, ydyeOHuMKamMH, Y4eOHBIMH H Y4eOHO-METOAMYECKHMH ITOCOOUSIMHU,
MPOEKTOPOM JIIsl JEMOHCTpAIMH  CJIAaiZ0B, MOOWJIBHBIM SKPaHOM IS
IIPOEKTOpa

Texymuil KOHTPOIIb,

VY4eOHble ayAUTOPUHU JIsl TPOBEACHUS 3aHATUN JIEKIIMOHHOTIO U CEMUHAPCKOTO

MIPOMEKYTOUHAs tuma (U200, U201 U205, U207, U208, U211, U218, 1U219) ocHamieHb
aTTecTalus HEOOXOIMMBIMHA TEXHHYECKUMU CPEICTBAMH O0YICHUS
CamocrositenbHast | Kabuner nisi camocrositenbHONM pabotTel cryneHTa (M205a), ocHamiex

pa60Ta CTYACHTa

KOMHLIOTepHOﬁ TEXHUKOHM C BO3MOYKHOCTBIO INOAKIKOYCHUA K CCTU
«I/IHTepHeT», r[porpaMMoﬁ OKpPAaHHOT'O YBCIMYCHUA U obecrneyeHHbIN
AOCTYIIOM B DJJICKTPOHHYIO I/IH(1)OpMaI_II/IOHHO'O6pa30BaTeHBHy10 cpeny
YHUBCPCUTCTA
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