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1. Hesan u 3a1a4M U3yYeHHU S TUCHHUILTHHBI

1.1 Heab ocBoeHust AucuunIuHbl «KoMMepyeckuil U KOPIOPAaTUBHBIN JOKYMEHTOOO0POT» -
(dbopMupOBaHUE y CTy/IeHTa 3HaHUI U YMEHH B 001acTH 0230BbIX MOHATHI U IPUHIIUIIOB COBPEMEHHOM
CUCTEMBI JOKYMEHTAI[MIOHHOTO O0ECIIeUeHHUsl U yNpaBJIeHHsI, 3HAKOMCTBO C OCHOBHBIMH MPaBUJIAMH U
3aKOHAMHU JIOKYMEHTO000poTa B cepe KOHIPECCHO-BBHICTABOUHOM MAESITEIbHOCTH, CHEUUu(UKON U
0COOCHHOCTSIMH KOMMEPYECKOTO U KOPIOPATUBHOIO JOKYMEHTO0O0pOTA.

1.2 3apauy AMCHUILIUHDBI:

— MOJy4yeHHe OO0YYaroIMMH 3HAHUI MO0 MCTOPUHU JIEIONPOU3BOJCTBA U CTPYKTYpE
COBPEMEHHOW CUCTEMBI JJOKYMEHTAI[HOHHOTO O0ECTICYCHHUS;

— MOJy4YeHHE OOYy4YaIONMMUCS 3HAHMW W YMEHHA B O0JIACTU METOJIOJIOTHH
OpraHMU3alKi COBPEMEHHOIO KOMMEPYECKOT0 U KOPIOPATUBHOTO JOKYMEHTO000POTA;

— IOJly4YeHHE OO0y4YaroIUMKCS 3HAHUM 00 OCHOBaX, METOAMKAX COCTaBJICHUSA U
o(opMmiIeHHs, TEXHOJIOIMU PaOOThI C TOKYMEHTAMU;

— MOJy4eHHe OOyyaroLUMMUCs 3HAaHMM W yMeHuH B oOjacTu paboThl C
JOKYMEHTUPOBAaHHOM UH(pOpMaLnel;

— MOJIydyeHHe OOyJaroIuMHCS 3HaHUM 00 o00beKkTax, CyObeKTax, CpelcTBax
NESTeIbHOCTH, a TaKXXKe OpPraHM3allMd M YOPaBICHUM  CIYXObl JOKYMEHTALMOHHOTO
obOecrieueHus;

— nojlyyeHue OoOyyarolMMHUCS 3HAaHMW W yMEHMH B 00JacTH NpaBUil BEICHMS
JOKYMEHTO000pOTa U 1€JI0BOM Mepenucke;

1.3 MecTo AMCUMILINHBI B CTPYKTYpe 00pa30BaTe/IbHON NPOrpaMMbl.

Jucuumnnnna «Kommepueckuit 1 KOpIOpPaTUBHBIA JOKYMEHTOOOOPOT» OTHOCUTCS K 0053aTeIbHOM
yactu bnoka 1 Jlucumrmummbel (Momaynu). AKTyalbHOCTh BKJItOYeHMs mpenmera «Kommepueckuil u
KOPIIOPAaTUBHBIN JOKYMEHTOOOOPOT» B y4eOHBIH Mi1aH 00YyCJIOBJIEHA B IIEPBYIO OUEPE/lb, BO3PACTAIOIINM
UHTEpeCOM K mpolieMaM, 3aKOHOMEpPHOCTSAM, MPHUHIMIIAM M IpaBHJaM JEJIONPOU3BOJCTBA KaK
MHCTPYMEHTY  MOBbIIIEHHS  3(QekTuBHOCTH  ynpaBieHus. KommeTeHTHOCT, B BoOIpocax
JIeJIOTIPOU3BOICTBA, HATMUYNE HEOOXOIUMBIX YMEHUI 1 HaBBIKOB pabOThI ¢ JOKYMEHTaMH, TOHUMaHUE UX
poiIM B CHUCTEME YIPABIEHUS — BaXHEHIIMH NpPHU3HAK COBPEMEHHOM [JEJIOBOM KyibTyphl. YeTkas
OpraHu3aiys J0KyMEHT0000pOTa, FPaMOTHAs MOJATOTOBKA, CBOEBPEMEHHOE U KaueCTBEHHOE HCIIOJIHEHHE
HNPUHATBIX PEIIEHUH — 3aJI0T BBICOKOW 3((EKTUBHOCTH YIIPABIEHUYECKOH NeSTETbHOCTH.

OcBoeHMe TUCHUIUIMHBI 0a3upyeTcsl Ha U3yUYEHUH CIEeNYIOIMX KypcoB: «PycCKuil 361K 1 OCHOBBI
NeIOBOM  KOMMyHUKanun», «OCHOBBI ~ ydyera B  KOHI'PECCHO-BBICTABOYHOM  JAESITEIBLHOCTH,
«VHpOopMallMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTMH M aHalu3 JlaHHBIX», «BHyTpuKopnopaTuBHbIE
nH(popMaloHHble cuctembl», «MHpopmanroHHble ceTn U 0a3bl JaHHBIX B KOHIPECCHO-BBICTABOYHOM
JeSITEIbHOCTH.

1.4 llepeyenb MJIAHMPYeMBIX Pe3y/JbTATOB 00y4YeHHs 1O JMCUUILJIMHE, COOTHECEHHBIX C
IVIAHNPYEMBbIMH Pe3y/JIbTATAMH 0CBOCHHSI 00pa30BaTeJbHOH NPOrPaMMbl

N3yuenne naHHON y4eOHOW IUCHMIUIMHBI HampaBieHO Ha (OpMHUpOBaHHE Y OOyYaroIIUXCs
creaytomen npopeccuoHaIbHONH KOMIETEHIUH:



Konx n nanmeHnoBsanue
HWHIUKATOpa
IOCTHOKEHHUS

KOMIICTCHIINH

PesynbraTsl 00y4eHNs IO AUCIUTIIIHE

VYK-4. CrnocoOeH OCYIIECTBIATH JIEJOBYI0O KOMMYHHMKAIlMI0 B YCTHOH M THCbMEHHOH (opMax Ha
rOCYIapCTBEHHOM si3bIke Poccuiickoit Denepanui 1 HHOCTpaHHOM(BIX) sI3bIKe(ax)

NYK-4.4. Bener
JICTIOBYIO TEPEIUCKY
U HUCTIONIB3YET TUAJIOT
JUISL  COTPYJHUYECTBA
B COLMAJILHOH H
po¢heCCHOHATBHOM

ctepax.

3naem:
— CYIIHOCTb, HAIIPABJICHUS U BUIIbI JOKYMCHTAIHOHHOTO O0CCIICYCHUS YIIPABIICHUS;

Ymeem:

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

Bnaoeem:
— ONBITOM COCTABJICHUS ONPOCHBIX AHKET M JIMCTOB Ui cOOpa MEPBHYHBIX JaHHBIX O
MOTPEOUTETIAX;

OIIK-6. CiocoOcH NpUMEHSATh B IPO(ECCHOHAIBHOU JISITEIbHOCTH HOPMATHBHBIC IPABOBBIC AKTHI B Chepe cepBHCca

HOIIK-

6.4 ObecnieunBaet
JOKyMEHTO000pOT
COOTBETCTBUH
HOPMaTHUBHBIMH
TpeOOBaHUAME

o W

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

Ymeem:
- 0OPMIIATh JOKYMEHTAITUIO B COOTBETCTBUU C HOPMATUBHOM 0a301;

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

[1K-1 CrocobeH ocyt

CCTBJIAATh OPraHU3allMOHHYIO ACATCIBHOCTH IO IMOATOTOBKC M OCYHICCTBJICHHUIO IIpoHEcca

MEPEBO3KHU I'Py3a B IIEMH NOCTABOK (B MPOIIECCE OPTaHM3allMd KOHIPECCHO-BBICTABOYHOT'O MEPOIIPHUSITHS)

UIIK-

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

3naem:
— crieriu() UKy OBeICHHs TOTPeOUTENEi HA PHIHKE YCIIYT;

Ymeem:
— IPOTHO3UPOBATH CIIPOC U MPEUIOKEHIE Ha TPAHCIIOPTHEIC YCITYTH;

OpraHu3aniu

KOHIPECCHO- Bnaoeem:

BBICTABOYHOTO — IIpUeMaMU YIIPaBJICHUS KOHKYPEHTOCIIOCOOHOCTBIO CEPBUCHOTO NMPEAIPHUSITHS.
MEPOIPHUSITHSI)

[1K-2 CrocobeH yrmpas

JIATH IPOCKTOM KOHFpeCCHO-BLICTaBO‘IHOﬁ JCATCIBbHOCTHU HAa BCCX dTaIriax

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
nanaTramH,
OTpacieBbIMH
OpraHu3alUsIMH

3naem:
— TEOPETHYECKUE OCHOBBI M METOJIOJOTHIO IIPOBEACHUSI MAPKETHHIOBBIX MCCJIEI0BAHMUM;

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

Braoeem:
— aHAJIM30M IIOJTyYSHHBIX PE3yJIbTATOB C IPUMEHEHHUEM METOJIOB CTATHCTHKH;

UIIK-2.6 YuacTByeT
B 3aKJIIIOYCHHUH
JIOTOBOPOB Ha
BEITIOJTHEHHE PadoT ¢

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

MOAPSTIUKAMHE
KOHI'PECCHO-
BBICTAaBOYHOT'O

Ymeem:
— UCIIOJIb30BaTh HH(POPMAIIMOHHBIE CHCTEMBI JIOKYMEHTAIIHH;

MEPOTIPUATHS
JIOTOBOPOB
MPOJAXY
BBICTaBOYHBIX
TuIomaae
ArCHTCKUMHA

Ha

Bnaoeem:
— HaBBIKAMH pPabOTHI ¢
JIOKYMEHTOB

OpFTGXHHKOﬁ, npu CO31aHMU W HCHOJIb30BAHUW JICJIOBBIX

OpraHu3anusiMu




2. CTpyKTYypa U copep:KaHHue TUCHUTITHHBI
2.1 Pacnpenesienne Tpy10éMKOCTH JUCUMILIMHBI 10 BUAAM PpadoT

OO6mas TpyaoéMKOCTh ITUCHMIUIMHBI cocTaBiseT 3 3ad. en. (108 gyacoB), ux pacrnpeneiieHue 1o
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 AMCUMILIUHBI

Pacripenenenvie BUI0B yaeOHOM paOOTHI M MIX TPYAOEMKOCTH I10 pa3ieiaM TUCITUTUINHEL. Pa3nenbt
JTUCIUTIIMHBI, U3ydaeMble Ha 4 Kypce (3aouHas ¢hopma)

KonnuecTBo 4acos
% AynuropHas | Bueaynut
= HaunmMeHoBaHue pa3/ienos pabota OpHas
8 Bceero pabota
%
J 13 CPC

1 2 3 4 5 6
1 | Wcropus pa3BUTHS U COBPEMEHHOE JIETIONPON3BOJICTBO 9,4 1 - 8,4
2 | JlokymMmeHTUpOBaHHAasI HHPOPMAIIHS: CYIIIHOCTh U 94 1 i 8.4

OCHOBHBIE ITOHSTHS ICJIONPON3BOJICTBA ' ’
3 | XapakTepuCTHKa OCHOBHBIX BHJIOB JOKYMEHTOB 16 2 - 14




4 | IIpaBuna coctaBieHus ¥ 0QPOPMIICHHUS YIIPABICHUECKOU 16 i 9 14
JIOKYMEHTAIuU
5 | Opranm3anus KOMMEPUYECKOT0 U KOPIIOPATUBHOTO 18 i 2 16
JIOKYMEHT0000poTa
6 | JlemoBas qOKyMeHTAIUs: CIy>KeOHas1, eJI0Bas, 12 5 i 10
MEKJIYHapOaHAas EPEIUCKA
7 | Opranmu3anus ciy>K0bl TOKYMEHTAIIHOHHOT'O 11 i 2 9
obecreucHus
8 | ABTOMaTH3aIMs MPOIECCOB JAEIOMPON3BOJICTBA. 10 2 - 10
UTOI'O no pazdenam oucyuniunol: 101,8 8 6 89,8
Kontpons camocrosarensHoil padotsl (KCP) -
[Ipomexxyrounas arrecranus (MKP) 0,2
[ToaroroBka K TEKyeMy KOHTPOJIIO 4
OO0m1as TpyA0€MKOCTh IO TUCIUILIAHE 108
2.3 Conep:xanue pa3ieioB IMCUUILIUHBI
2.3.1 3aHsATHA JEeKIHOHHOI0 THIIA
=
3} dopma
5 Hanwenosaune TemaTnka NEeKIIMOHHLIX 3aHSITUI TEKYILETO
:" pasieia KOHTPOJIA
b=
1 2 3 4
1 | Ucropus u Henonpon3BonctBo B JIpEeBHEPYCCKOM  TOCYHapCTBE.
COBPEMEHHOE [Ipukaznoe pemonpousBoactBo XV—-XVII BB. Cucrema
JIEJIOTPOU3BOJICTBO KOJIJICKCKOT'O JIETIONTPOU3BO/ICTBA. HUcnonaurenbpHoe
MPOM3BOICTBO. JIOpeBOIIOLIMOHHOE ~ OTE€YECTBEHHOE
JIETIOTIPOU3BOJICTBO. Uctopus YIPABJICHUS " T
nenornpoun3Boactsa B 1917-1990 rr. Cucrema MUHUCTEPCKOTO
JIETIONIPOU3BO/ICTBA. Crneuunduka U 0COOEHHOCTH
COBPEMEHHOTO JIEJIOTIPOU3BO/ICTBA. l'ocynapcrBenHoe
perynupoBaHue aenonpousBojacTBa B Poccun. HopmaTusHbie
nokymeHnTsl, [OCTBI.
2 | HokymentupoBanHas | OCHOBHBIC MOHSATHS JACIOMPON3BOICTBA (JEIOMPOU3BOJICTBO,
uHpopMarus: JOKYMEHTHPOBaHHE, JOKYMEHTO000pOT, cUCTEMA
CYHIHOCTb U JOKYMEHTAIlMH, yHHq)I/IL[HpOBaHHaH cucreMa I[OKYMGHTaI_II/II/I).
OCHOBHBIC IIOHATHSA JlokymeHTanbHble ucTOUHUKH. Knaccudukanus, GyHKuuu u
ACJIOIPOXU3BOCTBA BHJIBI JOKYMEHTOB. CUCTEMBI IOKYMEHTAIIUU, TTIOHSTHE.
OcHoBHbIe (PYHKITMOHATBHBIE CUCTEMBI IOKyMeHTaluu B PO.
Opranuzanus 1e10npor3BOICTBA HA TPEANPUITHH.
HopmaTtuBHO-MeTOmMueckast 6a3a TOKYMEHTAIIMOHHOTO vy
obecrnieueHus yrnpaBiaeHus. Y HU(pUKaIys U CTaHAapTU3AIUS
nokyMmeHToB. MH(opmanust B ympaBieHIeCKOU
JEATEIIbHOCTU. Y TIPABJICHHUE JOKYMEHTALIUEN.
l'ocynapcrBeHHas cuctema JOKyMEHTALIMOHHOTO
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 | Hdenoas JlenoBast mepenucka. ITUKA IETOBOTO OOIIECHUS.
JAOKYMEHTaIus: Otnueckue HOpMBI  (upmbl.  SI3pik  mokymeHnta. Hopwsl
CJIY>K66Ha>I, AeJioBasi, O(bHuHanLHo-z[eHOBoro CTHJIA. Tpe60BaHI/I}I K TEKCTaM
MEXKAyHapOoaHasd nokymeHToB. Ha3zHadeHnue u kimaccuuKaims JeI0BBIX MMHCEM.
nEpeImcKa Ilepenucka B  1A€NOBBIX KOMMYHUKauusx. IlucbmeHHas Yy
KOPPECIOHICHIIUSI. MexnyHapoaHas nepenucka.
MexnyHapoaHble CTaHAAPTH MO O(GOPMIICHHIO JOKYMEHTOB.
JlenoBast KOppeCOHACHIMA.
8 | ABTOoMaTH3anuA ONEKTPOHHBIM JOKYMEHT. DJIEKTPOHHBIN
IIPOLIECCOB JTOKYMEHTO000poT. KoMmmbloTepHBIE CpeAcTBa IMOATOTOBKH
JIEJIONPOU3BOICTBA JOKYMEHTOB: OCHOBHBIE OJTanbl. llogroroBka Tabmuly B
JOKyMeHTaX. TexHuueckue cpencTBa OQUCHON JeATEIbHOCTH. v
Kpurepun Boi00opa 0(huCHON TEXHHUKH.
[IpaBuna GezonacHON pabOThl ¢ TEXHUYECKHUMH CpPEACTBAMH.
[IporpamMmmHoe obecrnieueHue JIEIONPOU3BOICTBA Ha
MIPEANPUSITHH.
IIpumeuanue: ¥V — ycTHBIN omnpoc, JI — nekuus-nuckyccus
2.3.2 3aHATHS CEMHHAPCKOI0 THIIA
. ®opma
No HaumenoBanue Temaruka npakTUYECKUX 3aHITHIA TeKyIIero
pasnena (cemmHApOB) KOHTPOI
1 2 3 4
4  |[IpaBuna coctaBienus u |l.HopmaTuBHo-ipaBoBasi  6a3a JIOKYMEHTAllMOHHOTO
ohopmieHus obecrieueHusl.
YHpaBIeHYECKOH 2. TOCTsI o 0opopMIICHHIO YITPABIEHUYECKOW JOKYMEHTAIUH. P
AOKYMCHTallM! 3. Yaudukanus 1ea0Boi JOKyMEHTAIIUH.
4. Ilpumepsl 0oopMIIEHHS pEKBU3UTOB.
5. Odopmnenue 01aHKOB MPEATNPUATHS.
5 |Opranuzanus 1. JIOKyMEHTOOOO0POT BXOJAIINX, UCXOAALINX U
KOMMEPUYECKOT0 U BHYTPEHHUX JIOKYMEHTOB.
KOpIOpaTUBHOIO 2. JTOJDKHOCTHAsT HHCTPYKIIMS CIIEIHAICTa 0OIIEro I1P
JIOKYMEHTO000pOTa otaena. 3. KonnyecTBeHHBIC U KAUE€CTBEHHEIC ITOKA3aTEIIH
JIOKyMEHTO000pOoTA.
7 |Opranuzanus cayx0sl 1. Bua cinyx0bl 1 MaciiTad BHIIOIHIEMBIX (GYHKIUH.
JOKYMEHTAIMOHHOT'O 2. OpraHuzaimoHHasi CTPYKTypa CITykKOBI. v
obecrieyeHus

3. JlokyMeHTanus CIIy>XOBbl.

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

2.3.3 JlabopaTopHble 3aHATHUSI: HE IPETYCMOTPEHBI.

2.3.4 KypcoBble padoThl: HE IPEyCMOTPEHBI.

8




24  IlepeyeHb y4eOHO-METOAUYECKOTO 00eCIeYeHHUs IJIsl CAMOCTOATEIbHON PadoThI

00yYauIUXCcsl M0 JUCHUTIJIMHE

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 |[logroroBka K
3a4ery

[lonrotroBka K  TEKylIEeMy  KOHTPOJIIO,  IMPOMEKYTOUHOH U
roCyJlapCTBEHHOM MTOTOBOM aTTectanuu: Meronuyeckue ykazaHus /
B.B. MunenkoBa, A.B. Mamonoga, A.B. KonoBanosa. — Kpacuonap:

Ky6anckuii roc. yu-t, 2019.

Y4eOHO-MeTOIMYEeCKUE MaTepuaibl UIsl CaMOCTOSTENbHOM paboThl 0Oydarolmuxcs M3 4Yucia
WHBAJIUIOB U JIUIl C OTPAaHHMYEHHBIMH BO3MOXKHOCTSIMU 3710poBbs (OB3) mpenoctaBnsioTcs B dopMmax,
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.

I[J'ISI JII ¢ HApYUICHUSAMU CIIyXa:

— B miedaTHoi opme,

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

— B IIe4aTHOU (opme,

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

3. Oo0pa3oBaTe/ibHbIE TEXHOJIOTUH

B nporecce ocBoeHUsI TMCIUIUIMHBI TPUMEHSIOTCS TPAIULMOHHbIE 00pa30BaTeIbHbIE TEXHOIOTUI
(uHpoOpMaIMOHHas JIeKIUs, YCTHBIA ompoc). [[ns oOecriedeHHsl yCNEUIHOTO OCBOEHHUS JAMCLUIUIMHBI
MIPUMEHSIFOTCS CIIEYIOIINE HHTEPAKTUBHBIE CITOCOOBI aKTUBU3AIIMH TO3HABATEIbHBIX [TPOLIECCOB — JIEKIUS-
TUCKYCCHS, CEMUHAP-AUCKYCCHUS.

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




HUmoczo: 2

I[J'IH Jyan ¢ OrpaHMYCHHBIMHU  BO3MOXHOCTAMH 3JO0POBBA IPCAYCMOTPEHA OpraHu3anus
KOHCYHBTaHHﬁ C UCIIOJIb30BAHUECM BHeKTpOHHOﬁ IIOYTHI.

4. OueHoYHbIE H METOANYECKHE MATEPHAIbI

41  OueHoyHble CpeACTBa JUIA TeKyLIero KOHTPOJSI  yCIIeBAaeMOCTH U
NMPOMEKYTOYHOM aTTeCTALMHU
OrneHouHble cpescTBa NPEJHA3HAYCHBI Ui KOHTPOJIS U OLEHKM 00pa3oBaTEIbHbIX JTOCTUKEHUHN

o0yyaromuxcs, OCBOMBIIUX IporpamMmy ydeOHOW aucuuIuimHbl «KomMmepueckuid M KOpPHOPATUBHBIN
JIOKYMEHTO000poT». OlLleHOUHBIE CpPEACTBAa BKIIOYAIOT KOHTPOJbHBIE MAaTepUaibl s MPOBEACHUS
TeKyIero KOHTPOJsi B (opMe IPaKTUYECKOH paboThl, TECTOBOIO 3aJaHMs, HH(POPMALUOHHOTO
coOOlIeHNsT IO MPOOJIEMHBIM BOIPOCAM, YCTHOTO OIpOca U NMPOMEKYTOYHOH aTTecTanMu B Gopme
BOIIPOCOB K 3a4eTy.

OneHouyHbIE CpeACTBA JUIsl MHBAJIMAOB M JIMI C OTPAaHUYEHHBIMM BO3MOXXHOCTSIMU 3/10POBbSI
BBIOMPAIOTCS C YUETOM MX WHAWBUIYAIBHBIX MICUXO(U3NIECKUX OCOOCHHOCTEH.

— OpY HEOOXOAMMOCTH HMHBAJIMAAM M JIMIAM C OTPAHUYEHHBIMU BO3MOXHOCTSIMH
3JI0POBbS IIPEOCTABIIAETCS JIOTMOJIHUTENBHOE BPEMs JJIs IOATOTOBKU OTBETA HA 3K3aMEHE;

— IIPU IPOBEJCHUY IPOLEAYPbI OLIEHUBAHUS PE3Y/IbTATOB O0YUEHHS HHBAJIUI0B U JIMI]
C OIpaHUYEHHBIMU BO3MOKHOCTSIMHU 3/10pPOBbsl IIPEyCMATPUBAETCS UCIIOJIb30BAHUE TEXHUUYECKUX
CPEICTB, HEOOXOAUMBIX UM B CBSA3H C UX UHJIUBUIYaIbHBIMU OCOOCHHOCTIMU;

— npd HEOOXOTUMOCTH Ui OOYYaroIIUXCS C OTPAaHMYCHHBIMH BO3MOYKHOCTSIMH
3/10pOBbsl 1 MHBAJINWJOB IPOLEAYpa OLEHUBAHUS PE3YJIbTATOB OOyUEHUS IO AUCLUILIMHE MOXKET
IIPOBOAMTHCS B HECKOJIBKO 3TAIOB.

[Iponienypa oleHHBaHUS pe3yJbTaTOB OOY4YEHHMS HWHBAJIUAOB M JIMII C OrpaHHUYEHHBIMH
BO3MOKHOCTSIMH 3/10pOBbsI 110 TUCHUIUIMHE (MOYJII0) IPelyCMaTpPUBAET MpeA0CTaBIeHre HH(pOpMaLUY 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.
Jlnist a1 ¢ HapyIIeHUsIMH CiTyXa:

— B IIe4aTHOU Qopme,

— B (hopMe 3IEKTPOHHOTO JJOKYMEHTA.

Jli i1 ¢ HapyIIeHUsIMM OIIOPHO-/IBUTATENILHOTO armapara:

— B IIe4aTHOU opme,

— B (hopMe 3IEKTPOHHOTO JJOKYMEHTA.

JlaHHBII IepedyeHb MOXKET ObITh KOHKPETU3UPOBAH B 3aBUCHMOCTH OT KOHTMHI'€HTA 00YJarOLIHXCS.

CTpyKTypa OLEHOYHBIX CPEACTB A/l TeKylIeil U MPOMEeKYTOYHOH aTTecTalun

K HaunmeHoBaHMe O1IEHOYHOTO
o1 . CpeacTBa
Ne KonTponupyemsle paznensl KOHTPOJIUPYEMOI
. IIpomexxyrouHnas
/11 NUCHUIMIINHEI KOMIIETEHIUHU Texymmit
aTTecTanus
(unm ee yacTH) KOHTPOJIb
(Bompocs! Ha 3auerte)
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Hcropus u coBpemeHHOE
1 P P OITK-6 v, I 4-7
JIeITOTIPOU3BOICTBO
JlokymeHnTupoBaHHas
UHpOPMaLIUS: CYIIHOCTh U
p | MidopMaLLIs: CYIL OITK-6 y 1-3,30
OCHOBHBIC TTOHSTHS
JIeITOTIPOU3BO/ICTBA
XapakTepuCcTUKa OCHOBHBIX
g | SapaeTep OIIK-6 v 11-13, 28
BUJIOB JJOKYMCHTOB
[IpaBuna cocraBieHus u
4 | odopmIeHUS YIIPaBICHYECKOM OIIK-6 1P 9-10, 31--2
JIOKyMEHTAIu!
Opranu3zanys KOMMEPUYECKOTO
S | ¥ KOPIOPATUBHOI'O OIIK-6 I1P 8, 19-27, 30, 47
JIOKyMEHTO0000pOoTa
eJIoBas JIOKYMEHTAIIHSI:
6 |~ AOKYMEHRTAR OTTK-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 KOMIIETEH 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:

OcyurHoCTb,
HaHpaBHeHI/IH " BUJIbI
JOKYMEHTAIHOHHOTO
obecrieyeHust
yIIPaBIICHHS;

OcranmapTHbIe
TEPMUHBI
JOKYMEHTAI[MOHHOTO
o0OecrevyeHus;

OcymHOCTh, CBOMCTRA,

byHKITHY 1 CTPYKTYPY
YIpaBJICHYECKOI'O

JOKYMEHTa

Ymeem:

OodopmnsaTs
PEKBU3UTHI OTACIBHBIX
BHUJIOB
yIIPaBJICHYCCKUX
JOKYMCHTOB B
COOTBETCTBUH C
MIPaBUJIAMH,
YCTaHOBJICHHBIMH
HOPMAaTHUBHBIMH
JOKYMEHTaMH,
SI3BIKOBBIMHU
TpeOOBaHUSAMU K
0(OpMIICHUIO

PCKBU3UTOB

Bnaoeem:

[ HaBbIKAMH CO3TaHMS
YIPaBJIEHYECKUX
JIOKYMEHTOB U
OpraHMu3aIK padboThI
C HUMH

3naem:

Oxmaccuduxaimio
YIpaBIEHYECKUX
JIOKYMEHTOB;

OuHopMBI cTHIIA
yIpaBJIEHYECKUX
JIOKYMEHTOB;

O popmsbl opranuzanuyl
paboTHI C

JOKYMEHTaMH

Ymeem:

Oodopmasats
JOKYMEHTAIUIO B
COOTBETCTBUH C

HOPMAaTHUBHOM 0a30ii

Braoeem:

0 HaBBIKAMH CO3/IaHUS
YIIPaBJICHYECKUX
JIOKYMEHTOB H
OpraHu3aIu
paboOTHI C HUMU;

0 HaBbIKaMM BeJCHUS
JIeJI0OBOM MEePEenUCKU
C JIeJIOBBIMU
napTHepamH U
KIIMEHTaMH

3naem:

O cocraB Ha3HAUCHHE
OpraHU3aIMOHHOIIPABOBBIX,
pacropsaAuTENbHBIX U
MH(POPMALMOHHOCTIPABOYHBIX
JIOKYMEHTOB;

OcocraB, pacroioxeHue u
npaBuiIo opopmiIeHUs
PCKBU3UTOB NTOKYMCHTOB,

Onopsatok JBUKEHUS
YIPaBICHUYECKUX
JIOKYMEHTOB, POJIb U
OpraHU3aIIo0 KOHTPOJIS UX
HCIIOJIHEHHS,

OocoOeHHOCTH OpraHU3aluu
paboThI C
KOH(bI/II[CHIII/IaJH)HI)IMI/I
JOKYMEHTaMHU;

O coBpeMeHHBIE
MH(pOpPMaLMOHHbIE
TEXHOJIOTHH B
JIOKYMEHTallMOHHOM
o0ecIreyYcHNH;

O opranuzanuio paboTsl ¢
ANEKTPOHHBIMU
JIOKyMEHTaM

Ymeem:

O vcrionp30BaTh
WH(pOPMAIIMOHHBIE CUCTEMBI
JIOKYMEHTAIUH;

U ocymecTBiasTh MOUCK,
XpaHEHHUE U apXUBALUIO
JIOKYMEHTOB;

O vcrionp30BaTh
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TCJIICKOMMYHHUKAIIUOHHBIC
TCXHOJIOTUH B 3JICKTPOHHOM

JOKYMEHTO00O0pOTe

Braoeem:

[0 HaBBIKAMH CO3IaHHUS
YIPABJICHUYECKUX JIOKYMEHTOB
Y OpraHu3alKH paboThI C
HHUMU,

0 naBBIKaMU BEJIECHUS JEJIOBOM
MEPENUCKH C JICTOBBIMU
napTHEPAMH M KIMCHTaMU;

0 naBblkamMu pabOTHI C
OPITEXHUKOM, IPU CO3JaHUU
Y YICIIOJIB30BAHUU JEJOBBIX
JIOKYMEHTOB

TunoBble KOHTPOJIbHbIE 32/1aHUSI WJIM MHbIE MATEPHAJIbI, HeO0X0AUMBIE /ISl OLleHKU 3HAHUI,
YMeHUI, HABBIKOB M (WJH) ONbITA [eSITeIbHOCTH, XapPAKTePU3YIOIIUX 3Tanbl ()OPMHUPOBAHUS
KOMIIEeTEHIIUI B mMpoiecce 0CBOeHNUs1 00pa3oBaTeIbHOM MPOrpaMMBbl.

[Tpumepsl KOHTPOIBHBIX 3aAaHM packpbiBatoT koMmeTeHIo OITK-6.

Ilpumepot mem 0ns npogedenusn 1eKYUU-OUCKyccuu.

Jleknus-guckyccus Ne 1. Tema: «McTopust 1 cOBpeMeHHOE 1eJ10NIPOU3BOICTBO»:
Jenonpon3Boactso B JpeBHEPYCCKOM rOCyAapCTBe.

ITpukasnoe nenonpoussonctso XV—-XVII BB.

CucremMa KOJIJIEKCKOTO JIEJIONPOU3BOICTBA.

M cnomHUTENBHOE IPOU3BOICTBO.

J1OpEeBOIIIOLIMOHHOE OTEYECTBEHHOE JEIONPOU3BOACTBO.

Ucropus ynpasnenus u aenonpou3BoacTsa B 1917-1990 rr.

CucremMa MUHUCTEPCKOTO IE€TI0NPOU3BOJICTBA.

Crneuuduka 1 0COOEHHOCTH COBPEMEHHOTO JIEIOMPOU3BOICTRA.

© oo NN E

['ocymapcTBeHHOE peryanpoBaHie AI0NPOU3BOACTBA B Poccun.
10 HopwmatusHabie nokymenTsl, [OCTbDI.

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

Jleknus Ne 2. Tema «CymiHOCTh M OCHOBHbIE IOHATHSA /1€JI0NPOU3BOICTBA
1. ®ynkuuu JOKyMeHTa

2. Buapl JOKYMEHTOB U UX KJaccU(UKAITHS

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 3ansitue Ne 6. Tema: «OdopmieHue 1e10BOH JOKYMEHTAIUI.
1. PexkBU3UTHI A€TOBOTO MUCHMA.

2. Knaccudukanus Aem0BbIX MHCEM U IPAaBUIBHBIN BEIOOD.

3. JlenoBoii CTUIIh MHUCHMA.

4. DNEeKTPOHHOE JIEJI0BOE MUChMO

Ilpumep npaxmuueckoit padomul.
Kaxnplil cTyeHT I0JKeH COCTaBUTh OOMIMHA OJIaHK MPEeINnpUsATHS C YIVIOBBIM M IPOAOJIbHBIM
BapUaHTaMM PACIIOJIOKEHHs PEKBU3UTOB Ha (popmaTe A4.
Llens BBIMONHEHUS 33JaHUsl — M3Y4YHTh cocTaB pekBm3uToB OPJl, mpaBmia ux odopmieHus,
dbopmyisip — obpazer; OP 1.
[TpuoOperaemble yMEHHS IpPU BBIIOJHEHUM 33JaHUSI — HAYyUYUThCA KOHCTPYHPOBATh OJIaHKU
KOHKPETHOTO NPEANPUATHS B 3aBUCUMOCTH OT UX HAa3HAUYEHUS.
Mertoanyeckue yka3zaHus. YToObI BBIIIOJIHUTD 3a/laHUE,
HE00XO0/IUMO: — O3HAKOMUTHCS C HAKETOM JIOKYyMEHTOB; —
COCTaBUTb OJIAHKH.
3aganue 1:
1) cocraBuTh 0OIIMI OJAHK KOHKPETHOTO MPEINPHATHS C IMPOJOJIBHBIM PaCIOI0KEHUEM
pexBU3UTOB Ha hopmare A4;
2) COCTaBUTh OOIIMII OJAaHK KOHKPETHOTO TPEINPHUSATHS C YIJIOBBIM PACIOIOKCHUEM
pexBU3UTOB Ha (hopmare A4;
3) cocTaBUTh OJIAHK KOHKPETHOTO BHA JJOKYMEHTA KPOME MHChMa;
4) cocTaBUTh OJAHK CTPYKTYPHOTO TIOAPa3/ICICHUs PESIIPUSITHS WIH JOJDKHOCTHOTO JIUIA; 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.
PesynbTarsl mpakTHueckoi paboTel 0popMIIAIOTCS B BUJIE paclieyaTaHHbBIX IOKYMEHTOB Ha JIucTe (hpopMara
A4.

3ayeTHO-3K3aMeHAMOHHbIE MATEPHUAJIbI IJIsl IPOMEKYTOYHOM aTTecTaunu (3a4er)
Bompock! k sk3aMeHy HallelieHbl Ha TPOBepKyY copmupoBanHocTH KomreTeHnnu OITK-6
Bomnpocsl 111 MOATOTOBKH K IK3aMEHY:

1. OCHOBHBIE TIOHSATHUS ¥ TEPMUHOJIOTHSI YIIPABIEHUS TOKYMEHTAITMOHHBIM 00eCTIeYeHIEM
2. OYHKINN JOKYMEHTA
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3. Buer mOKyMeHTOB 1 UX KJIacCU(BUKAIINS

4. Jemompou3BoicTBO B J[peBHEPYCCKOM rOCYIapCTBE

S. IIpukasnoe nenonpousoactso XV—XVII BB. CucreMa KOJUIEKCKOTo
JIeNTOTIPON3BO/ICTBA

6. Cuctema MUHUCTEPCKOTO JIeONpon3BoJicTBa XIX — Havana XX B

7. Ucropus ynpasieHus u genonpoussoactsa B 1917-1990 rr

8. HopmartuBHo-nipaBoBast 6a3a 1e10nponu3BoACTBa

9. bnanku nokymentoB. TpebGoBaHus K M3TOTOBJICHUIO U OPOPMIICHHUIO OJIaHKA.

10. I'OCT P 7.0.97-2016. CocraB pekBu3nuToB. CxeMa pacroioKeHUsI peKBU3UTOB

11. Oprann3anuoHHO-TIPABOBBIE IOKYMEHTBI TOCTHHUYHOTO MPEIIPUATHS

12. Oprann3aluoHHO-PACHOPSIINTENbHBIE JOKYMEHTBI TOCTHHUYHOTO MIPEAIPUSITHS

13. HNudpopMainoHHO-CIIPaBOYHBIE JOKYMEHThI

14. [TonsTue u knaccudukanus CyKeOHbIX THCEM.

15. Crenuduka IeI0BOTO CTHIIS MMChMa. DTHKET B CITYKEOHOH MepenucKe.

16. Odopmienue ciy)eOHOTO MChMa

17. Pa3HoBUIHOCTH CITY:KEOHBIX MUCEM

18. OcobenHoctu 0(opMIICHHS ITUCEM, TIEPEIaBAeMbIX IIEKTPOHHOM MOYTON

19. CrpyKTypa JOKYMEHTALUH 110 JINYHOMY COCTABY

20. CocTaB nporenypsl U JOKYMEHTHPOBAHHE MTPHEMa IPaXkIaH Ha paboTy

21. CocraB npoueaypsl U JOKYMEHTHPOBAHUE NIEPEBOAA COTPYAHUKOB Ha paboTy

22. JIoKyMEeHTHpOBaHUE MTOOUIPEHHS PAOOTHUKOB

23. JlokyMeHTHUpOBaHKE POLEAYPbI IPUMEHEHHS AUCIUTUTUHAPHOTO B3ICKAHUS

24, JloKkyMEeHTHUpOBaHKE IPOLEAYPHI YBOJIbHEHUS paOOTHHKA

25. Odopmienue ciayxeOHON KOMaHIUPOBKH

26. Odopmiienne oTirycka

27. HcTounmnku nogdopa nepcoHana s OpraHu3aiim

28. KonduaeHnnaipHas TOKyMEHTaITUS

29. OcCHOBHBIE HAINIPABIECHHUS COBEPILICHCTBOBAHMS COCTaBa U (POPM JOKYMEHTOB

30. [ToHATHS ¥ NPUHIMITEI OPTaHU3AIUH JOKYMEHTO000pOTa

31. O0paboTka BXOIAIINX, ICXOIAIINX U BHYTPEHHUX IOKYMEHTOB MPEATPUSTHS

32. Peructpanus nokymenToB. uaekcanus JOKyMEHTOB

33. KOHTpOIb NCTIOTHEHUS TOKYMEHTOB

34. OnepaTtuBHOE XpaHEHUE J1ET

35. OdopmiieHre JOKYMEHTOB U JIeJl K YHUYTOKEHHUIO U Ha JUTUTENIbHOE (TIOCTOSIHHOE)
XpaHeHue

36. ApXHBHOE XpaHEHHUE Ael

37. [Moncuyer u onTuMH3aNKs JOKYyMEHTO000pOTa

38. IOpunnyeckue GopMaIbHOCTH U TOKYMEHTHI ITPH OTKPBITUH U PETHCTPAILIH
NpeANPUITHS

39. JIoKyMeHTOOOOPOT FOCTUHUYHOTO IPEATPUSITUS

40. ABTOMaTH3aIUs JOKYMEHTOO00POTa TOCTHHHYHOTO MPEATPUSATHUS

41. Haznauenue, 3a1aun, CTpyKTypa U COCTaB CIIYKObI YIIpaBJICHUS
JIOKYMEHTAIlMOHHBIM O00ecrieueHneM

42. OpranuzalroHHO-pacTopsIUTENbHAS TOKYMEHTALUS CITY>KObI YIIpaBJIeHUS
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. ABTOMaTH3a1M MpoOIlecca YIpaBIeHuUs JOTOBOPHBIMU MPOIlECCaMU Ha
NpEeANPUITHI

4.2 MeroanyecKkue MaTepuaJbl, onpeaesiiomme nNpoueaypbl OHeHUBAHNS 3HAHUI, YMEHUIH,
HABBIKOB M (WJIN) ONBITA 1eATEIbHOCTH, XaPAKTEePU3YIOIIUX 3Tanbl (JOPMUPOBAHUA KOMIIETEHUI

MeTtoauyecKue peKoMeHIAINH, ONpeaesioNe Npoueayphbl OeHNBAaHUSI 3aUeTe:

Jist 3¢ deKkTUBHON MOATOTOBKM K 3a4eTy MPOIECC M3YYCHHs MaTepuaia Kypca Iperoliaract
AO0CTAaTOYHO MHTCHCUBHYIO pa60Ty HC TOJIBKO Ha JICKOUAX W CECMHUHApax, HO U C pa3IMYHbIMHU TCKCTaMH,
HOPMATHBHBIMH JOKYMEHTAaMH W HH()OPMAIMOHHBIMH pecypcamu. B KkadecTBE OCHOBHBIX 3JIEMEHTOB
y4eOHOTO TMpolecca BBICTYMAIOT IMPOOJIEMHO-OPUEHTUPOBAHHBIE JIGKIIMH C  OOBSCHEHHEM U
HWIUIIOCTPUPOBAHHUEM  KIIFOYCBBIX INOHSTUA #W B 00J1acTH KOMMCPYECKOI'0 M KOPIIOPATHUBHOI'O
nokyMeHTooOopora. Takke Ha ceMuHapax OyayT 00CYX IaThCs Pe3yabTaThl OTACIBHBIX pedepaTos.

Oco0oe BHMMaHKE Ha/I0 OOPATUTh HA TO, YTO MOATOTOBKA K 3a4eTy TpeOyeT oOpallieHus He TOIbKO
K yueOHMKaM, HO 1 K uH(popmanuu, coaepxaieiics B CMU, a takxke B cetu MatepueTt. B paznene «Cnucok
PEKOMEHIyeMOH JIUTEpaTyphbl» MPHUBEICH CIUCOK y4eOHUKOB, NEPUOTUUCCKUX U3IaHUN, HOPMATUBHBIX
JOKYMEHTOB M PECYpCOB ceTH VHTEpHET, KOTOPhIE MOTYT OKa3aThCsl OJIC3HBIMU IPH U3YYCHUU Kypca.

Kpumepuu oyenxu omeema cmyoenma na 3aueme.

3aueT siBisieTcs pOpMOi OIIEHKH Ka4ecTBa OCBOCHHUS CTYICHTOM 00pa30BaTEIILHON MPOTPaMMBI T10
mucuuruirHe. [1o pesynpTaTtam 3adeTa CTyJEHTY BBICTABIISICTCS OIICHKA «3aU4TEHO» WIIH «HE 3a4TEHOY.

3aueT MPOBOAMTHCS B (DOpPME YCTHOTO OMPOCa IO BOMPOCAM M3YYCHHBIX TEM Ha JICKITMOHHBIX H
MPAKTUYECKUX 3aHATUSX, & TAKXKE MO BOIIPOCAM TEM JIJISI CAMOCTOSTEIIbHON pa0oThI cTyIeHTOB. CTyIeHTY
3amaeTcs | Bompoc U3 3apaHee yCTaHOBJICHHOTO crucka. Ha moaroroBky naetrcst 20 MUHYT. DK3aMeHATOP
MOJKET MPOCTAaBUTh 3a4eT 03 ompoca TEeM CTYIEHTaM, KOTOpble aKTUBHO pabOTalM Ha MPaKTHYECKHX
(ceMHUHApCKUX) 3aHATUSX.

[IpenogaBaTens MPUHUMAET 3a4eT TOJBKO MPU HATUYMM BEAOMOCTH M HaJJIeXallUM O00pa3oM
o opMIIEHHOI 3a4eTHON KHIDKKU. Pe3ynbTar 3auera 0OBsBISETCS CTYJAEHTY HEMOCPEICTBEHHO MOCIIE €ro
C/lauyu, 3aTeM BBICTABISETCS B HK3aMEHAIIMOHHYIO BEJIOMOCTb M 3aU€THYIO KHIDKKY CTylneHTa. Ecnu B
mporiecce 3adeTa CTYACHT MCIOJIb30Bajl HEIOMYCTHMBIE JOTIOTHUTEIBHBIE MaTEpUaNbl, TO SK3aMEHATOP
HMCECT MPAaBO U3BATH HIITAPTaJIKy U ITOCTABUTH «HE 3a4YTCHO).

HpI/I BBICTABJICHMM OLCHKHW OJK3dMCHATOP YUYUTBIBACT 3HAHHC q)aKTI/I‘IeCKOFO marcpuaia 110
nporpamMmme, CTCIICHb aKTUBHOCTH CTYI€CHTA Ha CCMUHAPCKUX 3aHATUAX, JIOTUKY, CTPYKTYPY, CTUJIb OTBETA,
APTYMCHTUPOBAHHOCTH OTBETA, YPOBCHB CaMOCTOSATECIIBHOTO MBIIIJICHUA, HaJIN4Yne ITPOITYCKOB
CCMHUHAPCKUX U JICKIUOHHBIX 3aHSTHU 110 HCYBAXXHUTCJIIbHBIM ITPUYNHAM.

OreHKa «32aYTEHO0» CTAaBUTCS CTYJIEHTaM, OTBET KOTOPBIX CBHUJIETEILCTBYET O IIYOOKOM 3HAHHUH
MaTepuaia 1mo nmporpaMmme Kypcea, 3HaHUU KOHIENTYaIbHO-TTOHITHIHOTO ammapara Kypca, JIMTepaTyphl Mo
Kypcy, COAEpKHT B IIEJIOM IMpaBWIbHOE, HO HE BCEerJa TOYHOE U apTyMEHTHPOBAHHOE W3IIOKEHUE
MaTepuana.

16



O1eHKa «HE 3aYTEHO0» CTaBHTCS CTyAC€HTaM, HMCIOIIHNM CYIICCTBCHHBIC HpO6€HBI B 3HaHUU
OCHOBHOI'0O Marc€puajia Imo IporpaMme, AOINYCTHBUHIMM HIPHUHIHUIIMAIbHBIC OIINOKHU IIpru H3JI0KCHHUUN
Marcpuraia, a TaKKC HC JaBIIMM OTBCTA Ha BOIIPOC.

MeTtoauyeckue peKoMeHAAlMHU, ONpeAesonMe NPpoLueAypPbl OLleHMBAHUS YCTHOIO ONpoca:

Kaxxnoe cemunapckoe 3aHsATHE [0 COOTBETCTBYIOIICH TEMATUKE TEOPETUUECKOTO Kypca COCTOUT U3
BOIIPOCOB JIJIsl TIOJITOTOBKH, HA OCHOBE KOTOPBIX MPOBOJUTCS YCTHBIM OMPOC KaXXAOro cTyaeHTa. Takxke
Mocjie HM3y4eHUs KaXJO0ro paszena CTYIEHThl Ui 3aKpelyieHUs IMPOEIEHHOro MaTrepuaia IMHIIYT
pedepaTtuBHbIE pabOTHI 110 TONOJHUTEIBHBIM MaTepHaiaM Kypca.

[IpenonaBarens 3apanee OOBSIBISECT BOMPOCHI, KOTOPbIE OyIyT paccMaTpUBATHCS HA CEMUHAPCKOM
3aHATUUA. CTYIOEHT JODKEH BHUMATENIbHO O3HAKOMHUTBLCS C MaTepUalioM, HUCIOJb3Ys IPEIJI0KEHHbIE
IperoiaBaTeNieM MCTOYHUKU JIUTEpaTypbl U COOCTBEHHbIE MH(OPMAIMOHHBIE pecypchl. CTYACHT mpH
IIOJIFOTOBKE K CEMUHAPY MOXET KOHCYJIbTHUPOBATHCS C MPENOJABATENIEM U IIOJy4aTh OT HETO HABOASILNE
pa3bsicHeHus. [lociie OKOHUaHHUS YCTHOTO OIIPOCa CTYAEHTAM BBICTABIISIOTCS OLIEHKHU:

— OLICHKAa «3aumeHO» BBICTABISETCS CTYIEHTY, €CIH BOMPOCHl PACKPBITHI, H3I0KECHBI
JIOTUYHO, 0e3 CYIIECTBEHHBIX OIIMOOK, MOKAa3aHO YMEHHE pabdoTaTh ¢ KapTorpapuuyeckKuM MaTepuaioM,
MIPOJIEMOHCTPUPOBAHO YCBOCHUE PaHEe U3YUYCHHBIX BOMPOCOB. [lomycKkatoTcs He3HaYUTeNNbHbIE OLTHOKY;

— OLIEHKA «He 3a4meHO» BBICTABIISETCS, €CJIM HE PACKPBITO OCHOBHOE CO/IEpKaHUE Y4eOHOTO
MaTepuaia; OOHapy>KeHO HE3HAHHE WM HEMOHMMaHHe OOJbIIeH, Il Hanboiee BaKHOH YacTH y4eOHOTro
MaTepuaia; JOMYyLUIEHbl OIIMOKY B ONpEAEICHUN MOHATUM, KOTOPbIE HE UCIIPABIIEHBI 110CJIE HECKOIbKUX
HABOJISIINX BOIIPOCOB; HE YMEHHE pabOTaTh ¢ KapTOrpahuuecKiuM MaTepHaIOM.

MeToanyeckue peKOMeHIALHH, ONpeiesiiole Npouelypbl OLeHUBAHUS JMCKYCCHOHHBIX
TeM:

Jlexyus-ouckyccus — onuH u3 Haubomnee 3(h(HEeKTUBHBIX CIIOCOOOB AJI OOCYKIACHHS CIOXKHBIX U
aKTyaJbHbIX Ha TEKYILUH MOMEHT BOIPOCOB, OOMEHA OIBITOM M TBOPYECKMX MHMLMATHUB. Takas gopma
00I1IeHUS TO3BOJISIET JIyYllle YCBOUTh MaTepuall, HalTH HeoOX0AMMBIE pelIeHus B pouecce 3(pPpeKTHBHOTO
auasora. Y cioBUe pa3BepThIBAHUS MPOAYKTUBHON JUCKYCCHM — JIMUHbIE 3HAHUS, KOTOpbIE TPUOOPETAIOT
CTYIGHThl Ha JIEKIMAX M caMoCTOsTeNbHON pabore. Ocobas posib B JIEKUUUAUCKYCCUU OTBOJIUTCS
Nefarory, KOTOpPbIM ompefenser Kpyr MpoOjieM U BONPOCOB, MOAJEKAIIUX  OOCYXKIEHUIO;
3aWHTEPECOBBIBAET CTYJCHTOB TEMOI1 JIEKLIUU U KPYTOM 00CYXkJaeMbIX MPOOJIeM, CTUMYIUPYET aKTUBHOE
y4JacTHe CTYJIEHTOB B JIEKI[UH-TUCKYCCHH, TIOOLIPSET BBHICKA3bIBAHNE CTYJEHTaMU COOCTBEHHOI'O MHEHUS
1o 00CyX/1aeMbIM BOITPOCaM; MOJIOMPAET OCHOBHYIO M JIOMOJHUTEIbHYIO IUTEPATYPy MO TEME JEKIUU 1JIs
JOMOJTHUTEIBHON HOATOTOBKM CTYIEHTOB; pacrpenenseT (HopMbl ydacTuss U (DYHKIMM CTYJIEHTOB B
KOJIJISKTUBHOHM paboTe; MOIBOAUT OOIINI UTOT JIEKIIUU-TUCKYCCHH.

Cemunap-ouckyccuss — IUAJIOTHUYECKOEe OOIIEHHE YYacCTHMKOB, B IPOILIECCE KOTOPOIrO uepe3
COBMECTHOE y4acTHhe OOCYKIAI0TCS U PeLIatoTCsl TEOPETUUYECKUE U MpaKTUyeckue npodiemsl Kypca. Ha
oOcCyKJIeHHE BBIHOCSTCS HanboJiee akTyajlbHble IPOOJIIEMHBIE BONIPOCH! yueOHOM MuCIUIUIMHBL. Kaxabiit
U3 YYaCTHUKOB JTUCKYCCHH JIOJKCH: HAyYUThCS TOUHO BBIPAXKATh CBOM MBICIIU B TOKJIA/IE WITH BHICTYIUICHUH
M0 BOMNPOCY; aKTHBHO OTCTaMBAaTh CBOIO TOYKY 3PEHHS;, apTyMEHTHPOBAHO BO3pa)kaTh, OMPOBEPraTh
OLIMOOYHYIO MO3UIIUIO. Y CIIOBHE pa3BepThIBAHUS NMPOJYKTUBHON TUCKYCCUU — JIMUHBIE 3HAHUS, KOTOpPbIE
NpUOOPETalOT CTYASHTHI Ha JIEKIHUSIX U CaMOCTOSTEIbHON pabore. YacThlo ceMUHApPaJUCKyCCUU MOTYT
OBITH JIEMEHTHI «MO3TOBOTO HITYpMay, «IEJI0BOH UTPHI».

Ocobast pons B ceMuHape OTBOAMTCS meparory. OH JOJDKEH: ONpeNesuTh Kpyr mpolieM U
BOIPOCOB, MOJIEKAIIUX 00CYKICHUIO; MOI00paTh OCHOBHYIO M JIOTIOJIHUTENBHYIO JIUTEPATypy MO TEMe
CeMHHapa JUTs JOKJIaTYMKOB M BBICTYMAIOIINX; paclpenessaTh GOpMbI ydacTus U (YHKIUHU CTYACHTA B
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KOJUJIEKTUBHOM paboTe; TOTOBUTH CTYJAEHTOB K BBIOPAHHOMY POJIEBOMY YYaCTHIO; MMOABOIUTEH OO UTOT
TUCKYCCHU.
Kpumepuu oyenxu pabomsi 06yyarowuxcs Ha i1ekyun/cemunape-OucKyccuu:

O OLICHKA «3a4YTE€HO» BBICTABIISETCS, €CIAM CTYACHT, TIPaMOTHO W3JIOXKUI Mpoliemy,
chopMUpOBa TOUHBIE HAYYHbIC 3HAHMS, JIOTUYECKU W3JIOKUJ OTBETHI, OLIEHKA «3aYTEHO)» MOXET OBITh
BBICTABIICHA, €CIIU CTYACHT BBIOIHUI paboTy o0beme 70% u BbIlIIE;

O OLICHKa «HE 3auTEHO)» BBICTABISETCS, €CIM CTYACHT HE H3y4yWs IMpEACTaBICHHbIE Ha
pacCMOTPEHHE BOMPOCH], HE C(HOPMHUPOBANI HAYYHBIE 3HAHUSA TIO0 PACCMATPUBAEMOMY BOIIPOCY, HE
y4acTBOBAJ B IUCKYCCHH.

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

[IpeseHTanust JaeT BO3MOXHOCTh HArJSAHO MPEICTaBUTh WHHOBAIMOHHBIE WJEH, Pa3pabOTKU U
IUIaHbl. YueOHas Mpe3eHTalus MPEACTaBIseT cO00M pe3ynbTaT CaMOCTOSTENbHONH paboThl CTYJIEHTOB, C
MOMOIIBI0 KOTOPOH OHM HAIJISIIHO JEMOHCTPUPYIOT MaTepuanbl MyOJWYHOTO BBICTYIUICHUS MeEpen
aynuropueil. OqHOM U3 OCHOBHBIX MPOTPAMM JIJIsi CO3/IaHMsI TIPE3ECHTAIM B MUPOBOM MPAKTUKE SIBISETCS
nporpamma PowerPoint kommanun Microsoft.

Kommprotepras mpe3eHTanust — 370 (aiir ¢ HeoOXOIUMBIMU MaTepuaiaMi, KOTOPBIA COCTOUT M3
MOCTIEIOBATENBHOCTH CIIaiioB. Kax bl cinaii COIep>KUT 3aKOHYEHHYIO MO0 CMBICTY WH(POPMAIHIO, TaK
KaK OHAa HE NMEPEHOCUTCS Ha CIEAYIOUIUI CllaiiJl aBTOMaTUYECKU B OTIMYME OT TEKCTOBOI'O JIOKYMEHTA.
CryneHTy — aBTOpY IMpe3eHTaIli, HEOOXOAMMO YMETh paclpeesiaTh MaTepuai B Mpejesiax CTPaHUIIbI U
IPaMOTHO pa3MenlaTh OT/eIbHbIE 00bEKTHI. B 3TOM eMy momMoxeT Habop TOTOBBIX 00BEKTOB (TUKTOTPaAMM,
reOMETPUUYECKUX (PUTYP, TEKCTOBBIX OKOH H T.1.).

beccriopHbIM JOCTOMHCTBOM MpPE3EHTAIMH SIBJISIETCS BO3MOXKHOCTH MPU HEOOXOIUMOCTH OBICTPO
BEPHYTHCS K JII0O0OMY U3 paHee MPOCMOTPEHHBIX claiiioB [Ipe3eHTains moMmoraeT caMoMy BBICTYIAIONIEMY
He 3a0BITh TJIABHOE U TOYHEE PACCTABUTH AKICHTHI.

Cmpyxkmypa npezenmayuu

VY nepxuBaTh aKTUBHOE BHUMaHUE CIIylaTesield MOKHO He Oosiee 15 MUHYT, a, Clie10BaTeNbHO, IPU
CpeHEM pacueTe BpeMEHHU MPOCMOTpa — | MUHYTa Ha ciiaii/l, KOJM4eCTBO CJIai 0B HE JOJKHO MPEBHIIIATH
15-Tu.

[TepBbIii craiil mpe3eHTAlMH JOJDKEH COJepKaTh TeMy paboThl, (aMUINIO, UMS U OTYECTBO
UCIIOJTHUTEIS, HOMEp yueOHOU TPYIIIbI, a TAaK)Ke PaMIIINIO, UM, OTYECTBO, TOJDKHOCTD U YUEHYIO CTETIEHb
MPEno1aBaTeis.

Ha BTopom crnaiiie neinecooOpa3zHo NpeCcTaBUTh LIEb U KPAaTKOE COJEpKaHUE MPE3eHTAIUH.

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

Ha 3akimrounTeNbHbIN cIaiil BBIHOCUTCSL CaMO€ OCHOBHOE, INIABHOE U3 COJIEPIKAHUS IIPE3CHTALINH.

Pexomenoayuu no ogpopmnenuro npezenmayuii 6 Microsoft Power Point:

J171st BU3yanbHOTO BOCTIPUSTHS TEKCT Ha ClIalilaX IPEe3eHTAlUU I0JDKEH ObITh He MeHee 24 TT, a JIs
3aroJIOBKOB — HE MeHee 32 MT.

MakeT npe3eHTanuu J0JDKeH ObITh 0OpMIIEH B €IMHOW 1[BETOBOI ramMmme. DOH HE JAOKEH ObITh
CIIMIIKOM SIPKHM HJIM TECTPhIM. TeKCT AOHKEH XOpouio yuTarbes. OJHU U T€ K€ 3JEMEHThl Ha pa3HbIX
claiijax JOJKeH OBITh OJTHOTO IIBETA.

[TpocTpancTBO cnaiifa (dKpaHa) JOMHKHO OBITh MAKCUMAIBHO MCIOJIL30BAHO, 33 CUET, HAIpUMeED,
yBeIMYEHUsT Maciutaba pucyHka. Kpome Toro, mo BO3MOXXHOCTH HEOOXOJUMO 3aHHUMATh BEPXHHE V4
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IJI0Mmaau ciaiaa (dPKpaHa), MOCKOIBKY HIDKHSS 4acTh AKpaHa IUIOXO MPOCMATPUBACTCSA C TMOCIEIHHUX
PAIOB.

Kaxnaplii cnailq JOJDKEH COIEp’KaTh 3arojoBOK. B KOHIE 3arojlOBKOB TOYKAa HE CTaBUTCA. B
3aroJIoBKax JOJDKEH OBITh OTPakKeH BBIBOJ M3 IMpEACTaBIeHHOW Ha crakne mHpopmanuu. OdopmieHue
3aroJIOBKOB 3arJIaBHBIMU OYKBaMU MOKHO HCIIOJIB30BaTh TOJIBKO B CIy4ae MX KPaTKOCTH.

Ha cmaiine cinenyer momemarpb He 60j1ee 5—6 CTpoK U He OoJiee 5S—7 OB B IPEIIOKeHUH. TeKCT Ha
Claiax JOJKEH XOPOIIO YATATHCS.

[Ipu noGaBiIeHMH PUCYHKOB, CXEM, JHWAarpaMM, CHHMKOB JKpaHa (CKPHHIIOTOB) HEOOXOIUMO
MPOBEPUTH TEKCT ATHX DJJIEMEHTOB Ha Hauuywe OomuOok. HeoOxomumo MpoBepsiTh MPaBUIHLHOCTH
HaNMCaHWUs Ha3BaHUH ynwil, (haMUIMii aBTOPOB METOIUK U T.JI.

Henp3s meperpyxarb ciiaiiipl aHUMAIIMOHHBIMH 3P (EKTaMi — ITO OTBJICKAeT CIylaTeleld OT
CMBICIIOBOTO COJIep)KaHus ciaija. J{js CMEHBI CIaiiIoB MCIOIB3YHTE OJUH U TOT K€ aHMMAIlMOHHBIN
¢ dexr.

Tlops00ok u npunyunsvl BLINOIHEHUS KOMNLIOMEPHOU NPEe3eHMAYUU.

Ilepen co3manueM mpe3eHTAllMd HEOOXOAWMO YETKO OIPEICIUTHhCS C IIENbI0, CO3/1aBacMOM
Mpe3eHTAIMK, MOCTPOUTh BCTYIUICHHE U C(HOPMYIHpOBaATh 3aKIIOUEHUE, MPUICPKUBATHCS OCHOBHBIX
ATaroOB U PEKOMEHyEeMbIX MIPUHIIUIIOB €€ CO3JaHusl.

OcHoB8HbIe NPUHYUNDBI BINOTHEHUS U NPEOCMABIEeHUSL KOMNbIOMEPHOU Npe3eHmMayuu.

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 JaiiTe BpeMsi ayIMTOPUU O3HAKOMHUTHCS ¢ MH(OpMalLMeld Ka)KIoro HOBOTO craiiia, a yxe
Mociie 3TOTO J1aBaTh CBOM KOMMEHTapUM MOKa3aHHOMY Ha JKpaHe. B MpoTHBHOM ciyyae BHUMaHHE
ciymiaresnei OyeT paccenBaThes;

O nenante nepepriBbl. He ciienyer TOponuThea ¢ AEMOHCTpPALME MOCIEIYIOIEro ciaiiaa.
[To3BoNBTE CiTymIaTe siM MOyMaTh U YCBOUTH HH(POPMAIIHIO;

O NPEUIOKUTE Pa3aTOYHbIM MaTepuana B KOHIE BBICTYIUICHHUS, €Clid 3TO HeoOxoaumo. He
JieNlaiiTe 3TOr0 B Hauajie Uiu B CEperHe JOKIaa, T.K. BCe BHUMAaHUE JI0JKHO ObITh IPUKOBAHO K BaM U K
JKpaHy;

O 00s3aTeIbHO  OTPENAaKTUPYWTE  MPE3EHTAlMI0  Iepel  BBICTYIJIEHMEM  IOcCie
MIPEIBAPUTENILHOTO MPOCMOTPA (PETETULINN).

B npunoowcenuu nomemarorcs mo HEOOXOAMMOCTH WJUIIOCTPUPOBAHHBIE MaTE€pHAJIbl, UMEIOIINE
BCIIOMOTaTeNIbHOE 3HaUYEHUE (TaOJIUIIBI, CXEMBI, JHarpaMMbl | T.I1.).

Kpumepuu oyenxu npesenmayuu.

MakcumanbHoe Onenka
O¢0pMJzeHue npesenmayuu KOJIMYECTBO 0aJIOB nopenoaaBaTeid
TutynbHbI# crnaiig (opuruHaIbHOE 0(OPMIICHHE) 5
Hcnonp3oBanue gononHuTenbHbIX 3¢ dextoB 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 HAYYHON 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

CryneHTt cBOOOHO 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 €cliid cyMMa 0aisioB cocTasisieT ot 60 1o 79.
OreHka «y0ogiemsopumenbHoy CTAaBUTCS eclii cyMMa 0aiutoB coctapiisieT ot 40 1o 59. Ornenka
«He Y0081emeopumeibHoy CTAaBUTCS €CIIM CyMMa 0aJlJIOB COCTaBIIsIeT MeHee 39.

S. Ilepeyenb OCHOBHON M /IONOJIHUTEJIbHON Y4eOHOH JHMTEepaTypbl, HEOOXOAMMOMH 1JIf
OCBOCHUSA TMCUMIINHBI.

5.1 OcHoBHas IuTEpaTypa:

1. KysnenoB N.H. [lokymeHTanimoHHOe oOecrmedeHue yrpaBieHus. [JokymMeHTooO0opoT u
JENOTPOU3BOCTBO [DINEKTPOHHBIN pecypc]: Y4eOHUK M MPaKTUKYM JUIsl MPUKIAAHOTO OakajgaBpuara. —
M.: N3parenbcTBO FOpaiir, 2018. - 461 c. —  Pexum JOCTYTIA: http://

https://biblioonline.ru/viewer/7873BF4B-A3F7-44E2-8EC0-1E3D6392702A
2. Kopuees U.K., [Tmenko A.B., Mamypiies B.A. [lokymeHTHpOBaHUE YIpPaBICHUYECKOM
NESTeIbHOCTH + TeCThl B 30C [DJEKTPOHHBIM pecypc]: y4eOHMK M MPaKTUKYyM JUIsl aKaJIeMHYECKOTO

OakamaBpuata. — M.: WM3maremsctBo IOpaibit, 2018. — 384 c¢. — Pexum pocryma: http:/
https://biblioonline.ru/viewer/04FOA0D5-BF41-47D1-9AA9-FA622A3FEA49
3. I'punbepr A.C., T'opbaués H.H., Myxamermnna O.A. JlokyMeHTallMOHHOE oOecreueHue

yIipaBiieHUs [ DIeKTpOHHBIN pecypc]: yueoHuk. — M.: FOnurtu-lana, 2015. — 391 c. — Pexxum 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

21.]'[5[ OCBOCHUA AVCHUIIMHBI MHBAJIMAAMHU U JIMHAaMH C OTPaHNUYCHHBIMHU BO3MOKHOCTAMUA 310POBbS
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'ymmuna U.A., 3aiineBa H.A. JlokyMeHTaimOHHOE 0OecriedyeHre yIpaBICHHs B
COLIMAJILHOKYJIBTYPHOM CEpBHUCE U TypU3Me [ DJIEKTPOHHBIN pecypc]: yueOHOe mocodue il CTyIE€HTOB
BY30B. — M.: Anbdpa-M: MHDOPA-M, 2010. - 239 c. — Pexxum noctyma: https://e.lanbook.com/book/69308

5.2 lonosHuTEIbHAS JIUTEPATYypAa:

1. [ysanoa H.H., MBanoBa A.FO. OcHOBBI Jenonpou3BOJACTBA. S3BIK CIIYKEOHOTO
JOKYMEeHTa [DJeKTPOHHBIH pecypc]|: yueOHHK U MPAKTUKYM JUId aKaJeMHueckoro OakanaBpuara. — M.:
W3znarensctBo HOpaiit, 2018. — 375 ¢. — Pexxum noctyna: http:// https://biblio-online.ru/viewer/E472872E-
07FD-4FDA-

A714-897DACSE36DA

2. Unpucoa A.P., AxmeroBa A.D. TeXHOJOTHMH JOKYMEHTAIlMOHHOIO W MHHOBAIIMOHHOTO
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. ABToMarusupoBaHHas cHCTeMa JAOKYMEHTAIIMOHHOTO oOecreyeHus
yInpaBJieHus [DIeKTpoHHbI pecypc]. — M.: Jlaboparopus kaury, 2010. — 99 c. — Pexxum nocrymna:
http://biblioclub.ru/index.php?page=book&id=97300

4. Hemun HO.M. Jlenonpou3BojctBo. JOKyMEHTAIIMOHHBIM MEHEHKMEHT [DJIEKTPOHHBIN
pecypcl:
yuebHoe nocobue. — M.; bepnun: qupexkr-Menua, 2014. — 205 c. — Pexxum gocrymna:
http://biblioclub.ru/index.php?page=book&id=253657

S. Poroxxun M.IO. Opranuzanust nenonpousBojctBa mnpeanpustus: (Ha ocHoBe ['OCT
P6.302003) [DnekTpoHHBIH pecypc]: ydeOHO-TpakTHueckoe mocoome. — M.; bepmun: Jlupexr-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 TPUKJIaHOTo OakanaBpuara. — M.: M3narenscTBo
FOpaiit, 2018. — 177 c¢. — Pesxum moctyma: http:// https://biblio-online.ru/viewer/98462230-A63D-402F-
A36A-24C2D22B5BC5
7. HexpacoBa M.JI. JlokyMeHTalMOHHOE OOECIEUeHUE YOpPaBIEHUS Ha MPEANPUATHSIX
Typu3Ma u cepBuca [Tekct]: yaueOnoe mocodue / M. JI. Hekpacosa; M-Bo oOpa3oBanus u Hayku Poc.
Oenepannn, Kybanckuii roc. yH-T. - Kpacnoaap: [Kybauckuii rocynapcTBeHnHbiit ynusepeuret|, 2009.
- 656 c.— 52 ar3.

5.3 Ilepuoguyeckue u3anus (KypHaibl):

1. JlenonpousBOACTBO.

2. Jlenonpou3BOACTBO U JOKYMEHTOOOOPOT Ha mpennpustun. 3. Cekperapckoe
JIeNo.

6. MeToauuyecKue YKazaHus 1J1s1 oﬁyqamumxca 110 OCBOCHHMI0 JHUCHMITJIMHbI

MGTOHquCKHe YKazaHus A1 06yqafomnx051 B 06H1€M BHUJIC U3JIOKCHEI B CIICAYIOIICM U3JaHUN
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[ToaroroBka K TEKyIeMy KOHTPOJIIO, MPOMEKYTOUHOM U TOCYIapCTBEHHOM UTOTOBOM aTTECTAIUU:
Meroanueckue ykazanusi / B.B. MwunenkoBa, A.B. MamonoBa, A.B. KonosanoBa. — Kpacuomap:
Ky6anckwuii roc. yu-t, 2019.

B wMeroauueckux ykazaHHMSX OTPaKEHbl CYIIHOCTh M COJIEP)KAHUE TEKYIIEro KOHTPOJIS
YCIIEBAEMOCTH, ONMUCAHBI BUbl AYJUTOPHBIX 3aHATUA U PEKOMEHJAIMH MO MOATOTOBKE K HUM (JIEKIIMH,
NPAaKTUYECKHe, CEeMUHAPCKHUE 3aHATHS W T.J.), BHEAyIUTOpHAs, Hay4dHO-HCCIEIOBaTeNbcKas padora,
OLICHOYHBIE CPEACTBA JJIsl IPOBEICHUS TEKYIIEro KOHTPOJIs (YCTHBIM OMpOC, CEMUHAP-AUCKYCCHUS U JIp.),
METOJIMYECKUE PEKOMEHJAIMU IO MOJArOTOBKE K pPAa3IMYHBIM BHJaM KOHTPOJIS, MPEAyCMOTPEHHBIM
MPOMEKYTOUYHOM aTTeCTallUECH.

B ocBoeHuH AUCHMILTUHBI MHBAIUAAMHU U JIMLIAMU C OFPAHUYEHHBIMU BO3MOXKHOCTSIMH 370POBbsI
0oJbIlIOE 3HAUEHUE HMEeT WHIWBUIyajdbHass yueOHas pabora (KOHCYNIbTallMU) — JOMOJHUTEIBHOE
pazbsicHEeHUE y4eOHOro MarepHaiia.

WuauBuayaibHbIE KOHCYJIBTAIIUHN IO TIPEIMETY SBIISIOTCS BAXKHBIM (DAKTOPOM, CIIOCOOCTBYIOIIHM
WHIVBUIYAIN3AIAA O0OYUYCHHS] M YCTAHOBJICHUIO BOCIUTATEILHOTO KOHTAKTa MEXKIY IpernoaBaTesieM U
00yJaromUMCsi THBAIHIOM WJIH JIUIIOM C OTPAaHMYEHHBIMHA BO3MOYKHOCTSIMU 37I0POBBSI.

B ocBoeHMU AUCHMILTMHBI HHBAJIUAAMU U JIULIAMU C OTPAaHUYCHHBIMU BO3MOKHOCTSIMH 3/10POBbSI
0oJbIIOE 3HAUEHUE HMEeT WHIWBUIyajbHass ydyeOHas paboTa (KOHCYNbTALUM) — JIOMOJHUTEIHHOE
pa3psicHEHUE Y4eOHOr0o MaTepHaia.

MuauBuayaibHbIE KOHCYJIBTAIIUH IO TIPESIMETY SBJISFOTCSI BRXKHBIM (DAKTOPOM, CIIOCOOCTBYIOIIHM
WHJMBUIyAIU3allMd O0yYeHHUs W YCTAHOBJICHUIO BOCIIMTATEIILHOIO KOHTaKTa MEXIY MperojaBaTeieM U
00yJaromUMCsl THBAIHJIOM HJTU JIUIIOM C OTPAaHMYECHHBIMHA BO3MOXHOCTSIMHU 3]J0OPOBBSI.

7. Ilepeuenr HMH(OPMALMOHHBIX TEXHOJOTHH, MCHOJb3YyeMbIX INPH OCYIIeCTBJEHUH
o0pa30BaTe/IbLHOIO MpoLecca N0 JUCHHUILIHHE.

7.1 llepeyeHb HHPOPMANMOHHO-KOMMYHHUKALMOHHBIX TEXHOJIOTHIA:

B mporecce o0yueHHsT HCHONB3YIOTCS pasHble BHUABI HH(POPMAIMOHHO-KOMMYHUKAIIMOHHBIX
texHonoruii. OOpazoBarensHbie cpenctBa MKT: cpenctBa, oOecneunBaromue 0a30BYH0 MOATOTOBKY
(oMeKTpOHHBIE Y4eOHUKH, CHCTEMBI KOHTPOJS 3HAHWM), BCIIOMOTAaTeNbHBIE CPEACTBA (DHIMKIONEANH,
CIIOBapH, MYJIbTUMEIUMHbIE Yy4eOHble 3aHATHSA); HMHPOPMAIMOHHO-00yJaroImue (dJIEKTPOHHBIE
OMOIMOTEKH, DNIEKTPOHHBIE KHHTH, 3JCKTPOHHBIC NEPUOAMYECKHUE HU3JaHHs, CIOBapH, CIPABOYHUKH,
oOyuarolue KOMIBIOTepHBIE MPOTrpaMMbl, HHHOPMAIIMOHHBIE CHUCTEMBI); HHTEPAKTUBHBIE (IIEKTPOHHAs
nouta, JONC); mouckoBble (pean3yroTcs Yepe3 KaTaaord, MOUCKOBBIE CUCTEMBI).

ITepeuenb pecypcoB WH()OPMaAITMOHHO-TEIEKOMMYHUKAITHOHHON ceTu
«HTEepHET», HEOOXOIUMBIX /I OCBOCHUS JUCITUTITNHBI:

1. Poccuiickas ['ocynapcrBennas bubnunoreka — http://rsl.ru.

2. MunuctepctBo Tpancnopta Poccuiickoit denepanuu — http://www.mtr.gov.ru.

3. denepanbHas cinyxba rocyaapcTBeHHo# ctatuctuku — http://www.gks.ru.

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

5. EsxenneBnas JIOHIOHCKas ra3eTa, CICUATH3UPYIONIAsACS HA MPoOIeMax MOPCKHX
nepeBo3ok — http://www.lloydlist.com.

6. MexnyHapoaHas MOpCKas OpraHu3aiis — CHeHUATU3UPOBAHHOE YUPEKICHUE

OOH, cmocoOcTByIOIIEE COBEPIICHCTBOBAHUIO TMPOIEAYP MEXKIYHAPOJIHOTO  MOPCKOTO
cynoxozactsa — http://www.imo.org.
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7. MexnyHapoaHas OpraHM3anusl TPaXKJAHCKOW aBHALMH — CHEIHAIN3UPOBAHHOE
yUpexIeHne
OOH, ycraHaBiuBaroIlee MEXKIyHAPOIHBIC HOPMBI, HEOOXOAMMBIC sl OOECIeYeHUs 0E30IacHOCTH,
HAJISKHOCTH U 3()(HEKTHBHOCTH BO3IYIIHOTO coobmenus — http://www.icao.int.
8. NudopmanmoHHsIii pecypc — WWw.rostransport.com.

7.2 IlepeyeHb JIMIEH3MOHHOTO W CBOOOAHO PACHPOCTPAHSAAEMOr0 INPOrPAMMHOIO
ol0ecrieyeHus:

1. Windows 10 KopriopaTusHasi.
2. Microsoft Office npodeccuonanbusiii moc 2016.
3. AHTHBUpYyCHas 3ammra (QHU3MYECKHX pado4Mx cTaHIMi U cepBepoB: Kaspersky

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

7.3 IlepedyeHb cOBpeMeHHBIX NPO(ecCHOHAIbHBIX 0a3 JAaHHBIX M HH(OPMANUOHHBIX
CIIPABOYHBIX CHCTEM:

Kaxapiii oOyuaromuiics B TEUYE€HHUE BCEro Iepuoaa oOydeHMsI OoOecreueH WHAWBUYaJbHbIM
HEOTPaHUYEHHBIM JIOCTYIIOM K 3JIEKTPOHHO-OMOIMOTEYHBIM CUCTEMAM:

1. DnexTponHas OubIMoTeYHast cucrema «YHuBepcuteTrckas Oubamorexa

ONLINE»

(www.biblioclub.ru)

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

3. DunextponHas 6ubnmmoreunas cucrema «lOpaiity (http://www.biblio-online.ru)
DnektponHas oubaroreunas cucrema «BOOK.ruy (https://www.book.ru)
DnekrponHas oubauoreunas cucrema «ZNANIUM.COM» (www.znanium.com)

Jns oOyuaromuxcs obecriedyeH A0CTyN (yAaJ€HHBIM JOCTYIN) K CIEAYIOLIIUM 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 bubnmoreka uccepranuit (https://dvs.rsl.ru)
KubepJlennnka (http://cyberleninka.ru)
«Jlekropuym TB» (http://www.lektorium.tv)
HarmonanwsHhas anekrponnas 6uodnuoreka (http://H36.pd)

No oA~

8. MaTepuajabHO-TeXHUUYECKOE 00ecTievYeHue Mo TUCIIUNIHHE

No Bun pabot HaunmenoBanue yueOHOM ayAUTOPUH, €€ OCHAIIEHHOCTh 000PYJI0BaHUEM U
TEXHUYECKUMH CPEJCTBAMHU O0YICHUS
1 | JIekiuoHHEBIE Jlekunonnsle aynutopun (1207, U211, W218, WH219) ocHameHs
3aHATHUS HEOOXOMMBIMH TEXHHUYECKUMHU CPEICTBAMU OOyUYEHUS: KOMIIBIOTEPOM,
CTEPEOCUCTEMOM, UHTEPaKTUBHOU TpUOYHOI, MYJIBTUMEIUWHBIM

MPOSKTOPOM M COOTBETCTBYIOIIUM MporpamMMHbiM obecrieueHuem (I10)
(Windows Media Player, Microsoft Office 2010), ¢ BeixogoM B MHTEepHET.
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Bce ayauropum ocHamieHbsl y4eOHBIMH JIOCKaMH, KOMIUIEKTOM Yy4eOHOM
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 NepCOHAIILHBIMU KOMIIBIOTEPAMHU € BBIXOJOM B MIHTEpHET,
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'O6pa30BaTeHLHYIO cpeny
YHUBCPCUTCTA
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