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1. He.]'ll/l U 3aJa91 UBYIYECHUSA TUCHHUIIINHBI

1.1 Ieab ocBoeHust JMCHUIIMHBI «KOMMEpUECKUI U KOPIIOPATUBHBIN JOKYMEHTOO00pOT» -
(dhopMHpOBaHKE Y CTy/ICHTAa 3HAHU U YMEHHI B 0071acTH 0230BBIX MOHSATUH U IPUHIIUIIOB COBPEMEHHO N
CUCTEMbI JOKYMEHTAIIMOHHOTO O0ECIIeYeHUsl U yIpaBJIEHMsI, 3HAKOMCTBO C OCHOBHBIMU MpaBUIaMH U
3aKOHAMH JIOKyMEHTO00OpoTa B c(epe KOHIPECCHO-BBICTABOYHOW IEATENBHOCTH, CHEIH(PUKON |
0COOEHHOCTSIMU KOMMEPYECKOT0 M KOPIOPATUBHOTO TIOKyMEHTOO0OpOTA.

1.2 3apauyu TUCHMILINHBI:

— MOoJy4YeHHe OOyyaroUMMHU 3HAaHUI 10 HMCTOPUU JEIONPOU3BOJCTBA U CTPYKTYpE
COBPEMEHHOM CHCTEMBI JOKYMEHTAIIMOHHOTO 00eCTIeUeHus;

— MOJIyueHHE OOYyJaroUMMUCS 3HAaHUW HW YMEHUW B OOJACTH METOJIOJIOTHUH
OpraHu3aIii COBPEMEHHOTO KOMMEPUYECKOT0 ¥ KOPIOPATUBHOIO JOKYMEHTO000POTAa;

— TOJIyueHHEe OOYyJarolmMMHCS 3HAaHUKW 00 OCHOBaX, METOJMKAX COCTaBJICHUS U
0(pOpMIIEHHUS], TEXHOJIOTUN PabOThHI C TOKYMEHTaAMU;

— MOJy4eHHue OOy4aroMHCs 3HaHUH W yMeHul B oOjactu paloOTHl C
JOKYMEHTUPOBAHHOM HHOpMaIIHeii;

— MoJy4yeHHe oOydaromuMucs 3HaHUH 00 o00beKTaX, CyObeKTaX, CpeicTBax
NEeSTeIbHOCTH, a TaKKe OpraHuM3allid W YIOPaBIE€HUU  CIYXKObl JOKYMEHTAI[MOHHOTO
oOecreyeHus;

— MOJy4YeHHEe OOydYalolMMHUCA 3HAaHUM M yMEHUH B OOJAacTH MpaBUI BEIACHUS
JOKYMEHTOO0O0pOTa U IETIOBON MEPENUCKE;

1.3 MecTo TUCHUIJIMHBI B CTPYKTYpe 00pa30BaTe/ibHOI NPOrpaMMbl.

Jucriunnuna «KoMMepdyeckuid 1 KOpITOPATHBHBIN TOKYMEHTOOO0POT» OTHOCUTCS K 0053aTeITbHOM
gactu bioka 1 Jlucummiuabl (Momynm). AKTyaldbHOCTh BKIIOYEHHsS mpeamera «KomMmepdeckuit u
KOPHOPaTUBHBIA TOKYMEHTOOOOPOT» B yueOHBIN IJIaH 00YCIIOBJIEHA B MEPBYIO O4Yepeilb, BO3PACTAIOIIUM
UHTEpEeCOM K TMpoliemMaM, 3aKOHOMEPHOCTSM, MpPUHLUIAM U TpaBHiaM JeJONpPOU3BOJACTBA Kak
WHCTPYMEHTY  TOBBIIIEHUS  3QQPEKTUBHOCTH  ymnpaBieHus. KoMIETeHTHOCTb B BOIpPOCax
JIeIONIPOU3BOICTBA, HATMYKE HEOOXOAUMBIX YMEHUHN U HaBBIKOB pabOThI C JOKYMEHTaMHU, MOHUMAaHUE UX
pOJM B CHUCTEME YINPAaBJICHUS — BAXHEWIIMA NPU3HAK COBPEMEHHOW JI€JIOBOM KyJIbTyphbl. YeTkas
OpraHu3aius J0KyMeHT0000pOoTa, rpaMOTHAs MOATOTOBKA, CBOEBPEMEHHOE U KaueCTBEHHOE MCIOJIHEHUE
MIPUHSATHIX PEIICHUH — 3aJI0T BBICOKOH 3()(PeKTUBHOCTH YIIPABICHYECKOH 1EATEIHHOCTH.

OcBoeHMe NUCHUIUIMHBI 0a3upyeTcs Ha U3y4EeHUH CIEIYIOMUX KypcoB: «Pycckuil S3bIK U OCHOBBI
NEIOBOM  KOMMYHUKaluu», «OCHOBbl ~ydyeTa B  KOHIPECCHO-BBICTABOYHOM  JIEATEIILHOCTWY,
«H(DpOpMaIIIOHHO-KOMMYHHKAIIMOHHBIE TEXHOJOTHMH M aHallu3 JaHHBIX», «BHyTpuKOpmopaTHBHBIC
uH(popmalnoHHbIe cucTeMbl», «MHpopmarronHbie ceTd U 0a3bl JaHHBIX B KOHTPECCHO-BBICTABOYHOM
JEeSATENBHOCTI.

1.4 TlepeyeHb MIAHMPYEMBIX Pe3yJbTATOB 00y4eHHMs IO JMCHHUILIMHE, COOTHECEHHBIX €
IUIAHMPYEMbIMH Pe3yJIbTATAMH OCBOCHHUSI 00Pa30BaTeIbHON NMPOIrPaMMbl

W3yuenne naHHOM y4eOHOW IUCLMIUIMHBI HampaBieHO Ha (opMUpOBaHUE Yy OOYy4aroLIUXCs
creaytomen npogpeccnoHaIbHON KOMITETEHIIUH:



KOI[ 1 HAUMCHOBAHUEC
HUHAUKaTOpa
JOCTHXXCHUA

KOMIICTCHIIMH

PeSyJ'ILTaTI)I 06yqu1/I${ 10 JUCHUITITIMHEC

YK-4. CnocoOeH OCYIIECTBISTh JEJIOBYI0O KOMMYHHKAIIMIO B YCTHOW M NUCbMEHHOW (opmax Ha
rocynapcTBeHHOM si3bike Poccuiickoii ®eneparwin 1 nHOCTpaHHOM(BIX) S3bIKe(axX)

NYK-4.4. Bener
JICTIOBYIO TIEPEITUCKY
U UCIIONB3YET JUAJIOT
JUIA COTPYTHHYECTBA
B COIMAJBHOM W
podeCCHOHATHHOMN
chepax.

3naem:
— CYIIHOCTb, HATIPABJICHUS U BUBI IOKYMCHTAI[HIOHHOT'O O0CCIICUCHUS YIIPABIICHNUS;

Ymeem:

- 0hOPMIIATH PEKBU3UTHI OT/IENILHBIX BHIOB YIIPABJICHYECKUX JOKYMEHTOB B COOTBETCTBUH C
MPaBUJIAMH, YCTAHOBJICHHBIMH HOPMATUBHBIMHU JJOKYMEHTAMH, S3BIKOBBIMHU TPEOOBAHUAMHE K
0(hOpMJICHHIO PEKBH3HTOB;

Bnaoeem:
— ONBITOM COCTAaBJICHHS OINPOCHBIX AHKET W JIMCTOB Ui cOOpa MEPBUYHBIX MAHHBIX O
NOTpeOUTENsIX;

OIIK-6. CnocoOeH puMeHSTh B TpodecCHOHaTbHOMU Jes TeIbHOCTH HOPMAaTHBHBIE IPABOBBIE aKTHI B cpepe cepBrca

HOIIK-

6.4 OOecrieunBaer
JIOKyMEHTO0000pOT
COOTBETCTBUU
HOPMAaTHBHBIMHU
TpeOOBaHUAMU

oW

Snaem:
— CTaHJapPTHBIC TCPMHUHBI TOKYMEHTAIIMOHHOT'O 00CCIICUCHUS;

Ymeem:
- 0(OpPMIIATH TOKYMEHTAIHIO B COOTBETCTBUU C HOPMATHBHOM 0a301;

Braoeem:
HaBbIKAMHU BCACHUS lleJ'[OBOﬁ HepeHI/ICKI/I C ACJIOBBIMU napTHepaMH U KJIIMCHTaAMH,

[1K-1 Criocoben ocy

CCTBJIAATh OPTaHU3alMOHHYIO JACATCIBHOCTH IO IMOATOTOBKE M OCYHICCTBJICHHIO IIpoLEecca

TIEPEBO3KH IPy3a B MMM MOCTABOK (B MpOIlecce OpraHu3allii KOHIPECCHO-BBICTABOYHOI'O MEPOIIPUSITHSI)

NIIK-

1.2 Opranuzanys
paboTsl c
NOApAOYMKAMH  Ha
PBIHKE TPAaHCIIOPTHBIX
ycayr (B mpomecce

Snaem:
— crielin( UKy TOBE/IeHUs TIOTpeOHTENel Ha PHIHKE YCIIYT;

Ymeem:
— [IPOrHO3UPOBATH CIIPOC H MPEIOKEHIE Ha TPAHCIIOPTHEIE YCIYIH;

OpraHu3aluuu

KOHIPECCHO- Bnadeem:

BBICTABOYHOTO — IIpUeMaMH YIIPaBJICHUS! KOHKYPEHTOCIIOCOOHOCTBIO CEPBUCHOIO MPEAIPHUSTHSL.
MEPOIIPHSITHSI)

[1K-2 CrocobeH yrpas

JIATH IIPOCKTOM KOHFpCCCHO-BBICTaBO‘iHOﬁ JCATCIIBHOCTH Ha BCCX DTAaIax

UIIK-2.5 Opranusyer
COBMECTHYIO paboTy
c napTHepaMu
KOHIPECCHO-
BBICTABOYHOTO

Snaem:
— TCOPETHUYECKUE OCHOBBI 1 METOIOJIOIHIO MPOBEACHUS MAPKETHHIOBBIX HCCIICIOBAHMT;

Ymeem:
— chopMHPOBATH MAPKETHHTOBYIO HH(POPMAIIMOHHYIO CUCTEMY CEPBUCHOTO MIPEATIPHSTHSL, —
co3aath moptpet [{A cepBUCHOTO NPEANPHUATHS;

MEpOIPUSTHS, B TOM
qucIe c
3aUHTEPECOBaHHBIMU
opraHamu
rOCyapCTBEHHOTO
yIIpaBieHNUS,
OTpPaCIIEBBIMH
accoLManUsIMU u
COI03aMH,  TOPIOBO-
MIPOMBIIICHHBIMHU
raJiaTaMu,
OTpPaCIIEBBIMH
OpTaHU3aMsIMU

Bnaoeem:
— QHAIM30M MONYYCHHBIX PE3YJIbTATOB C MIPUMEHEHUEM METOJIOB CTATHCTHKH;

UIIK-2.6 YuactByer
B 3aKITIOYCHUH
JIOTOBOPOB Ha
BEITIOJTHEHHE PadoT ¢

3naem:
— poiib YHU(DUKALUH M CTAaHAAPTH3ALHUN JOKYMEHTOB B COBPEMEHHOM JOKYMEHTALIOHHOM
00eCTIeYCHNH YTIPaBIICHHUS;

TOZPSATYMKAMH
KOHI'PECCHO-
BBICTAaBOYHOTO

Ymeem:
— WCTIONB30BaTh HH(POPMAIIMOHHBIE CUCTEMBI JJOKYMEHTAIINH;

MEPOIIPUITHS
JIOTOBOPOB
MPOJAXY
BBICTaBOYHBIX
Iomaaen
areHTCKUMU

u
Ha

\Bnaoeem:
— HaBBIKAMH pabOTHI ¢
JIOKYMEHTOB

OprTCXHPIKOﬁ, npu Co3aaHun W HCHOJIb30BAaHUM JICITOBBIX

OpraHmM3anusMu




2. CTpyKTYpa M coiep:KaHHe JUCIUIIIHHBI
2.1  PacnpepaeieHue TPyI0éMKOCTH JMCHUILIMHBI 10 BHIaM padoT

OOmast Tpyto€MKOCTh TUCHMIUIMHBI cocTaBiseT 3 3ad. ef. (108 yacoB), ux pacmpezneneHue 1o
BUJaM paboT npescTaBiieHo B Tabmutie (01 cmyoenmos 300)

Bun yae6HOMI paboThI Bcero Kypc
4acoB (uacer)
3
KonrakTHasi pa6oTa, B TOM yHcJIe: 14,2 14,2
14 14

3aHsATHS JIEKIIMOHHOTO TUTIA 8 8
3aHATHSA CEeMUHAPCKOTO THTIA 5 5
(ceMHHapBl, TPAKTUYECKUE 3aHSTUSA)
HNuas koHTaKkTHas padora: 0,2 0,2
KonTponas camoctoarensHoi padotsl (KCP) - -
[Ipomexyrounas arrecrauus (UKP) 0,2 0,2
CamocrosiTejibHasi pa6oTa, B TOM YK cJIe: 90 90
[TpopaboTka yaeOHOTO (TCOPETHUECKOTO) MaTeprala 50 50
[ToaroToBKa K TEKyIIeMy KOHTPOJIIO | JIp. 40 40
KonTpoJn: 3,8 3,8
[ToaroroBka K 3auety 3,8 3,8
OO0mas Tpy10eMKOCTh yac. 108 108

B TOM YHCJIe KOHTAKTHAsA 14.2 14.2

padora

3a4. eJ 3 3

2.2  CTpyKTypa IMCUHILIHHBI

Pacrnipenenenne Bu10B yueOHOM pabOThI U UX TPYAOEMKOCTH I10 pa3jieiaM JTUCIHUILIMHBL. Paznensl
JTUCHUIUTMHBL, U3ydaeMble Ha 4 Kypce (3aouHasn ghopma)

KosmmuecTBo yacos
g AymuropHas | Baeayaur
= HaumeHnoBanue pasziesnon paboTa OpHas
g Bceero pabota
2
J I13 CPC

1 2 3 4 5 6
1 | UcTtopust pa3BUTHS U COBPEMEHHOE AEJIONPOU3BOJICTBO 10 1 - 8,5
2 | JloxymeHTHpOBaHHas HH(OPMAIHS: CYIIHOCTh U 10 1 i 8.5

OCHOBHBIE MOHSTHS AEJIONPOU3BOICTBA ’
3 | XapakTepHuCTHKa OCHOBHBIX BUIOB JIOKYyMEHTOB 16 2 - 14




4 | TlpaBmiia cocTaBiieHUS U OPOPMIICHUS YITPABIECHUECKOM 16 i 2 14
JIOKYMEHTAIUU
5 | Opranuszanus KOMMEPUYECKOr0 U KOPIOPaTUBHOIO 18 i 9 16
JOKYMEHTO00O0poTa
6 | JlenoBas mokyMeHTAIUs: CIy)KeOHas, 1eIoBas, 12 9 i 10
MEXKIyHapOaHAs TIEPENHCKa
7 | Opranu3zanust ciry>K0bl TOKYMEHTAIlHOHHOTO 11 i 2 9
obecrieueHus
8 | ABTOMAaTH3aIMs MPOILIECCOB JICTIOIPOU3BOJICTRA. 10 2 - 10
UTOI'O no pazoenam oucyuniunsol: 104 8 6 90
KonTposas camoctosarensHoit padotsl (KCP) -
[Tpomexxyrounas arrecranus (MKP) 0,2
[ToaroToBKa K TEKyIeMy KOHTPOJTIO 3,8
OO0mmast TpyI0eMKOCTh IO TUCITUILTHHE 108
2.3 Copaep:xkaHue pa3aejioB THCIHUNIHHBI
2.3.1 3aHATHS JEeKIUOHHOTO THNA
=
3} dopma
§ Hanverosare TemaTuka JIEKIMOHHBIX 3aHATUN TEKYIIETO
oQ: pasaena KOHTPOJISI
-~
1 2 3 4
1 | Ucropus u HenonpousBoactBo B JIpeBHEpYCCKOM  TOCYyAapCTBE.
COBpPEMEHHOE IIpukaznoe pgenonpousBoiactBo XV—-XVII BB. Cucrema
JEJIONPOU3BOJCTBO KOJIJIEKCKOTO JEJIONPOU3BOJICTBA. HcnonnurensHoe
MIPOU3BO/ICTBO. JIOpEBOIIOLIMOHHOE ~ OTEYECTBEHHOE
JIEJI0TIPOU3BOJICTBO. Ucrtopus YIPaBICHUS u T
nenonpousBojictBa B 19171990 rr. Cucrema MUHUCTEPCKOTO
JIEJIONIPOU3BO/ICTBA. Crenuduka u 0COOCHHOCTH
COBPEMEHHOTO JEJIOITPOU3BOICTBA. I'ocynapcTBenHoe
peryaupoBaHue aenonpousBojacTtsa B Poccun. HopmatupHbie
nokyMeHTsl, ['OCTBI.
2 | HoxymentupoBaHHas | OCHOBHbIE MOHSATHUS AETOMPOU3BOICTBA (JI€IOMPOU3BOJICTBO,
uHpopmanus: JTOKYMEHTUPOBaHUE, TOKYMEHTOO00POT, cUcTeMa
CYLIHOCTb U JOKYMEHTAIuH, YHU(PHUIIUPOBAaHHASL CUCTEMA TOKYMEHTAIUN ).
OCHOBHBIC ITIOHSTHSL IIOKyMeHTanLHHe HCTOYHHUKH. KJIaCCI/I(bI/IKauHﬂ, Q)yHKuHI/I u
ACIOIPOU3BOACTBA BU/JIbI IOKYMEHTOB. CHUCTEMBI JOKYMEHTALINH, IOHATHE.
OcHoBHbIe (DYHKIIMOHAJIBHBIE CUCTEMBI TIOKyMeHTaluu B PO.
Opranu3zanus Jen0npon3BOJICTBA HA IPEANPUATHH.
HopmartuBHo-mMeToauueckas 6a3a JOKYMEHTAIIHOHHOTO Yy

oOecrieueHus ynpasieHus. Y HUPUKALKS U CTaHAApTU3ALUS
JNOKyMeHTOB. MH(opMaIys B yrpaBieHUECKOM
JESATENIBHOCTH. YTIPaBIEHUE TOKYMEHTALUEN.
l'ocynapcTBenHas cucreMa JOKYMEHTAlIMOHHOTO
oOecnieuenus ynpasneHus. Eaunas rocynapctBeHHast
cucTema J1enonpou3BoicTBa. Oprausanus HHPOPMaIHOHHO-
ITOMCKOBBIX CUCTEM I10 JOKYMEHTaM Ha MPEANPUATHSIX.




XapakTepucTuKa
OCHOBHBIX BHJIOB
JOKYMEHTOB

Odopmienue nokymenToB. Popmarsl Oymaru, moss,
HyMepauus CTpaHuil, 0popMIICHHE AT, COKPAIICHUS CJIOB B
JOKYMEHTaX, HalmucaHue yuces, (u3nyeckux BeTu4rH,
MaTeMaTu4eckux Gopmyi, oopmiieHne TabIull ¥ BHIBOJIOB,
3HAKH MPENUHAHUS U CUMBOJIbL. BilaHKM TOKYMEHTOB.
TpebGoBanus k pazpadotke. OpraHu3alMOHHbIE JOKYMEHTHI.
PacniopsinutenbHble 1oKyMeHTbI. THpOpMaLoHHO-
CIpaBOYHbIE JOKYMEHTHI. PaboTa ¢ KOH(pUIeHIIMaIbHBIMU
JOKyMEHTaMH.




6 | JenoBas Jenoas nepenucka. ITUKA I€TOBOTO OOIICHUSI.
JOKYMCHTAIUS Ortudeckue HOpMbI  pupmbl.  S3pik  mokymenta. Hopwbl
CJIy>Ke6Haﬁ, AcJioBasd, O(bHuHaJILHo-I[eJIOBoro CTHIIA. TpeGOBaHI/IH K TEKCTaM
MEXKAYyHapOaHAA nokymeHToB. HazHauenue u kiaccuukanus ATOBBIX MHUCEM.
IepenncKka Ilepennucka B 1enoBbBIX KOMMYyHMKanusx. IlncemenHas vy
KOPPECTIOHICHIIUS. MexayHapoiHas Mepenucka.
MexayHapoaHbIE CTaHIAPTH MO0 O(QOPMIICHUIO TOKYMEHTOB.
JenoBast KoppeCIOHACHUUS.
8 | ABromaru3zamnus DNEeKTPOHHBIN TOKYMEHT. DJIEKTPOHHBIN
IIPOLIECCOB TOKyMeHTO0000poT. KommbloTepHbIE CpeacTBa TOATOTOBKHU
JIeTONIPOU3BOICTBA JIOKYMEHTOB: OCHOBHBIE »dTambl. [loarotoBka Tabmuil B
JTOKyMeHTaX. TeXHUYEeCKue CpeacTBa O(UCHOMN JCSITEIbHOCTH. y
Kputepuu Be160pa 0(pucHOM TEXHUKH.
[IpaBuna Ge3omacHON pabOTHI ¢ TEXHUYECKUMH CPEICTBAMHU.
[Tporpammuoe obecnieueHue JIEJIONPOU3BOICTBA Ha
MPEANPUSITHH.
[Ipumeuanue: ¥V — ycTHbIN omnpoc, JI — nekuus-nucKkyccens
2.3.2 3aHsATHSI CEMUHAPCKOTO THIIA
. dopma
No HanmenoBanue TemaTnka NpakTUYECKUX 3aHATUN TeKYIEro
pasnena (cemMuHapoB) KOHTPOIE
1 2 3 4
4  |IIpaBmia cocraBnenus u |l.HopmaTuBHO-TIpaBoBass ~ 0a3a  JOKYMEHTAI[HOHHOTO
opopmieHus oOecreyeHus..
YHPaBICHUECKOH 2. 'OCTsl o odopMiIeHHIO YIPaBIEHYECKONW TOKYMEHTAIUH. P
AOKYMCHTallUH 3. Yuuduxanus 1en0Boi JOKyMEHTALH.
4. ITpumepsl opopmIIeHUST PEKBU3UTOB.
5. Odopmiienue O6J1aHKOB MPEAIPUATHUS.
5 |Opranuzanus 1. JIokyMeHTOOOOpOT BXOIAUINX, UCXOASIINX U
KOMMEPUYECKOTO U BHYTPEHHHUX JOKYMEHTOB.
KOPHOPaTuBHOTO 2. JlomKHOCTHAS MHCTPYKIIMS CTIEUAINCTa 00IIero I1P
JOKYMEHTO000pOTa otaena. 3. KonmnuecTBeHHBIE U KaUeCTBEHHBIE ITIOKA3aTEIN
JOKYMEHT0000pOoTa.
7 |Opranuszanus cayx0s1 (1. Bua cinyx0bl 1 MaciITal BHINOTHIEMBIX (QYHKIUI.
JOKYMEHTAI[HOHHOI'O 2. Opranu3aluoHHas CTPYKTypa CIyXOBbl. v
oOecrieueHus

3. JlokyMeHTanus CIIy>KObl.

[Tpumeuanue: Y — yctHbIi onpoc, [1P- npaktuyeckas padora

2.3.3 JIaGopaTopHbIe 3aHATHUSI: HE IPEAYCMOTPEHBI.

2.3.4 KypcoBble padoThbl: HE PETYCMOTPEHBI.

8




2.4  llepeyeHb y4eOHO-MeTOAMYECKOI0 o0ecnedeHus A1 CAMOCTOATEIbHOI padoThI
o0yyaromuxcs 1o JMCHHILIMHE

[Tepeyenn yueOHO-METOAMUECKOTO 00ECIICUSHHS AUCIIUIUIMHBI TI0

Ne Bun CPC BBITIOJTHEHUIO CAMOCTOSITEIILHON PabOThI
1 2 3
1 |[ToaroToBKa K yCTHOMY
onpocy

2 |IlogrotoBka k
JIEKITUU-TUCKYCCUHT

3 |[ToaroroBka k
MpaKTH4eCcKoi padore

4 |IlogroroBka K
3a4ery

[logroroBka K  TeKylmieMy  KOHTPOJIIO,  INPOMEXYTOYHOM U
roCyJapCTBEHHON WMTOTOBOW aTTecTaluu: Meroauueckue ykazaHus /
B.B. MunenkoBa, A.B. MamonoBa, A.B. Konoanosa. — KpacuHoxaap:
Ky6anckuii roc. yn-t1, 2019.

Y4eOHO-METOAMYECKHUE MaTepualbl JII CaMOCTOSITEIbHOW paboThl OOy4aroluxcsi M3 Yucia
WHBAJIHUJIOB U JIUI] C OTPAaHUYECHHBIMH BO3MOXXHOCTAMH 370poBbsi (OB3) mpemocrasisiores B dopmax,

AIalITUPOBAHHBIX K OTPaHUYCHUAM UX 3JOPOBbS U BOCIIPUATHA I/IH(l)OpMaHI/II/IZ

JIJIsL TUIT ¢ HApYIICHUSIMHA 3PCHUS

— B Me4aTHOM (opMe YBEITMYCHHBIM MIPUPTOM,
— B (hopMe FIIEKTPOHHOTO JOKYMEHTA,

— B opme aynuodaiina,

— B reyaTHo# ¢opMe Ha s3bike bpaiins.

Jjig U1 ¢ HapyILIEHUSMHU CIyXa:

— B reyaTHo# dopme,

— B (hopMe AIIEKTPOHHOTO JOKYMEHTA.
Jjis 11 ¢ HapyIIeHUAMH OTIOPHO-BUTATENILHOTO anmnapara:

— B 1eyaTHoO# dopme,

— B (hopMe AIIEKTPOHHOTO JOKYMEHTA,

— B hopme aynuodaiina.

3. Oo0pa3oBaTe/ibHbIE TEXHOJIOTUH

B nporuecce ocBOEHUS TUCIMILIIMHBI IPUMEHSIOTCS TPAAULIMOHHBIE 00pa30BaTeIbHbIE TEXHOJIOTHH
(uHopMaMoHHas JeKuMs, YCTHBIM ompoc). s obecredeHus: yCHEIIHOTO OCBOEHUS IMCLUIUINHBI
MIPUMEHSIOTCS CIIEAYIOIINE HHTEPAKTUBHBIE CIIOCOOBI aKTUBU3AIMH IT03HABATEIBHBIX TPOLIECCOB — KLU -

AUCKYCCUs, CCMHUHAP-TUCKYCCHUS.

Kypc Bun 3anaTusa | Hcnmoab3yeMble HHTEpaKTHBHBIE 00pa3oBaTeIbHbIe KoanuecrBo
L, ©) TEeXHOJIOTUH 4acoB
300
JEKUUA-AUCKYCCUs 2
4 JI 1. UcTtopusi u coBpeMeHHOE JI€I0TPOU3BOICTBO. 4




HUmoeo: 2

I[HSI Jan, € OrpaHMYCHHBIMMU  BO3MOXHOCTAMH  3J0POBbA MNPCAYCMOTPCHA OpraHu3anusa
KOHCYJ’II)T&III/II\/JI C UCIIOJIb30BAHUECM 3H€KTpOHHOI71 TIOYTHI.

4. OueHo4HbIe M MeTOANYECKHE MATEPHAIbI

4.1 OueHouHble cpeacTBa sl TeKyLIero KOHTPOJS  yCHeBAaeMOCTH M
NMPOMEKYTOYHOM aTTecTaluu
OneHoYHBIE CpPEICTBA NMPEAHA3HAYCHBI Il KOHTPOJIS M OLIEHKHA 00pa30BaTENbHBIX JOCTHKEHHUH

oOyyarouuxcs, OCBOMBIIMX MpoTrpamMMy yueOHOW IUCHUIUIMHBI «KomMMepueckuil M KOPIOpPAaTUBHBII
TOKyMeHTO000opoT». OIeHOYHBbIE CPEJICTBA BKIIIOYAIOT KOHTPOJIbHBIE MaTepuaibl Uil IPOBEICHUS
TeKylero KOHTpPoJsi B (opMe mpakTUyeckoid paldoThl, TECTOBOrO 3a/JaHus, HH(OPMALMOHHOIO
coo0IIeHHs Mo MPOoOJIEMHBIM BOIPOCaM, YCTHOTO OIpoca W NMPOMEKYTOYHOH aTTecTanMu B dopme
BOIIPOCOB K 3a4eTy.

OneHouHble CPEACTBA Ul WHBAJIMAOB M JIMII C OTPAaHUYEHHBIMH BO3MOXXHOCTSIMH 3/10POBbSI
BBIOMPAIOTCS C YIETOM UX MHIUBUAYATIbHBIX ICUXO(PHU3NUECKHX OCOOCHHOCTEI.

— Mpy HEOOXOAMMOCTH HMHBAIMJAM U JIMLIAM C OTPaHUYEHHBIMH BO3MOKHOCTSMHU
3J10pPOBbSI MTPEIOCTABIIAETCS AOMOJHUTEIBHOE BpeMs JUIsl TOATOTOBKH OTBETAa HA HK3AMEHE;

— IIPH [IPOBEJICHUH MTPOLEAYPHI OLIEHUBAHUS PE3YyIbTaTOB O0YyUEHHS] MHBATUAOB U JIUI]
C OIpaHUYEHHBIMU BO3MOXKHOCTSIMU 3/I0POBbS IIPEYyCMaTPUBAETCS UCIIOJIb30BAHUE TEXHUYECKUX
CPEACTB, HEOOXOIUMBIX UM B CBSI3U C UX UHAUBUAYAIbHBIMU OCOOEHHOCTIMY;

— IpU HEOOXOIUMOCTH Ul OOy4aromuxcs € OrPaHUYEHHBIMH BO3MOXHOCTSIMHU
3JI0pOBbSl M MHBAJIMJIOB IPOLEAYpa OLEHUBAHUS PE3YJIbTATOB OOYYEHHUS MO AUCLUIIIMHE MOXKET
IIPOBOJUTHCS B HECKOJIBKO JTaIlOB.

IIpouenypa oueHuBaHUSA pe3yabTaTOB OOY4YEHHsS HWHBAIUAOB M JMIL C OIPaHUYCHHBIMU
BO3MO’KHOCTSIMH 3/I0POBbS 110 JUCLUIUIMHE (MOJYJI0) MpeAycMaTpUBaeT NpeoCcTaBileHue nHpopMaluy B
(dbopmax, alanTHPOBAHHBIX K OTPAaHUYEHUSM MX 370POBbsl U BOCIPUATHS UH(OpMALIMU:

JUta U1 ¢ HapyILIEHUsAMU 3PECHHUS:

- B IIeyaTHOH (hopMe yBeTMUEHHBIM IIPU(PTOM, — B (hOpMeE IJEKTPOHHOTO JOKYMEHTA.
JUid U1 ¢ HapyIIEHUSAMH CIIyXa:

— B [1I€UaTHOM opme,

— B (hopMe 3IEKTPOHHOIO JOKYMEHTA.

JUia nu1 ¢ HapyLIEHUsAMH OIIOPHO-BUTaTEJIbHOTO anmapara:

— B [I€UaTHOM opme,

— B (hopMe 3JIEKTPOHHOTO JJOKYMEHTA.

JlaHHBI TIepeueHb MOXKET ObITh KOHKPETU3UPOBAH B 3aBUCUMOCTH OT KOHTHUHI'€HTa 00y4YaroIIUXCS.

CTpyKTypa OLlEHOYHBIX CPEACTB /ISl TeKylleil i MPOMeKYTOYHOM aTTecTAluU

HaumeHnoBaHMe O1IEHOYHOTO
Koxn . CpencTBa
Ne KoHnTponupyemsle pa3nessl KOHTPOJIUPYEMOM
. IIpomexxyrouHas
/1 JUCLUILINHEI KOMIIETEHIINH Texymuit
aTTecTanus
(unu ee 4acTH) KOHTPOJIb
(Bompocs! Ha 3auerte)
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Hctopus u coBpeMeHHOE
1 P P OITK-6 v, 1 4-7
JEJIOTIPOU3BOJICTBO
JIoKyMEeHTUpOBaHHAas
nH(pOpMAIUS: CYITHOCTh U
p | tmbopMaL: Cy OIITK-6 v 1-3, 30
OCHOBHBIC ITOHSTHUS
JIEJIOTIPON3BOJICTBA
XapakTepucTHUKa OCHOBHBIX
g | apaxiep OIIK-6 v 11-13, 28
BHJIOB JIOKYMCHTOB
[IpaBuna cocraBieHus u
4 | obopmIleHHs YIPABJICHUECKOU OIIK-6 [P 9-10, 31--2
JOKYMEHTAITU!
Opranu3zaiys KOMMEpUecKoro
S5 | ¥ KOPIOPATUBHOTO OIIK-6 11P 8, 19-27, 30, 47
JTOKYyMEHTO000pOoTa
eJoBasi JOKYMEHTAIIHSI:
6 |~ AOKYMEHTAn OITK-6 Y 14-18
cimyxeOHasi, JeoBas,
MEXTyHapOaHAs TIEPeTcKa
Opranuzanus ciryxO0bl
7 | TOKyMEHTaIlMOHHOTO OIIK-6 Y 33-38, 41-42
obecrieueHus
ABTOMaTH3aLUs TPOLIECCOB
8 LI POt OIK-6 y 40, 43-46,48-50
JIeTIOTIPOU3BOCTBA.
IToka3aTenu, KpUTEPHH M MIKAJIA OLEHKH C(POPMUPOBAHHBIX KOMIIETEH NI
Kon u CooTBeTcTBHE YPOBHEH 0CBOEHNSI KOMIIETEHIMHU IJIAHUPYEMbIM
HAUMeHOBaHUe pe3yJbTaTaM 00y4eHUs] U KPUTEPUSIM UX OLleHUBAHUS
KOMIIeTeHIIM i MOPOroBbI 0a30BbIH NPOABHHYTHII
Ouenka
Y 10BIIETBOPUTETHHO Xopo1io/3auTeHo OTnMYHO/324TEHO
/3a4TEHO
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OIIK-6 criocoben
IIPUMCHSITL B
npodeccruoHaIbHO N
JeSATEIIbHOCTH
HOPMAaTUBHBIC
IIPaBOBLIC AKTLI B

cdepe cepBuca

3naem:

OcymHoCTS,
HaIPaBJICHUS U BUJIBI
JOKYMEHTAIMOHHOTO
oOecreueHust
yIIPaBJICHHS;

OcrannaptHbie
TEPMUHBI
JOKYMEHTAllMOHHOTO
oOecIrcycHuS;

O cymHocTh, CBOMCTBA,

(GYHKIMH U CTPYKTYPY
YIIPaBJIEHYECKOT O

JIOKYMEHTa

Ymeem:

Oodopmiare
PEKBH3UTHI OT/ICTHHBIX|
BHJIOB
YIIPaBICHYECKUX
JOKYMEHTOB B
COOTBETCTBHUH C
MpaBHIIAMH,
yYCTaHOBIICHHBIMHU
HOPMaTHBHBIMH
JTOKYMEHTaMH,
SI3BIKOBBIMHU
TpeOOBaHUSAMU K
0(hOpPMIICHUIO

PEKBU3HUTOB

Braoeem:

OHaBpIKaMH CO3JaHUS
yIpaBICHUYECKUX
JOKYMEHTOB U
OpraHu3aIul padoOTHI
C HUMH

3naem:

Oxnaccuduxarnmro
yIPaBJICHYCCKUX
JIOKYMCHTOB;

OHopMBI cTHIIS
yIPaBIECHYECKUX
JIOKYMEHTOB;

O dhopmel opranuzanum
paboThl ¢

JOKyMEHTaMU

Ymeem:

Oodopmisrs
JOKYMEHTAIUIO B
COOTBETCTBHUH C

HOpPMaTUBHOM 0a30it

Braoeem:

[ naBbIKaMu CO3TaHUS
YIPaBJICHUYECKHX
JTIOKYMEHTOB 1
OopraHu3aIun
paboTHI C HUMU;

O uaBrIikaMu BeeHUS
JIEJIOBOM MEPENUCKU
C JEIOBBIMHA
napTHEpaMH H
KJIIMEHTAMH

3naem:

0 cocraB Ha3HAYECHHUE
OpFaHI/I3aLII/IOHHOHpaBOBBIX,
pactuopsIUTENBHBIX U
MH()OPMAITMOHHOCTIPABOYHBIX
JIOKYMCHTOB;

Ococras, pacroyioxeHue u
npaBUiIo 0QOpPMIICHHUS
PECKBU3UTOB JOKYMCHTOB;

Omnopsiiok IBHKEHUS
YIPABJICHUYECKUX
JIOKYMEHTOB, POJIb 1
OpraHu3aIuio KOHTPOJIS UX
HCIIOJIHEHUS,;

0ocobeHHOCTH OpraHu3aluu
paboThI C
KOH(HICHIINATEHBIMU
JOKYMEHTaMHU;

O coBpemeHHbIE
nH(pOpPMAaLMOHHbBIE
TEXHOJIOTUH B
JOKYMEHTallHOHHOM
o0ecreUYeHNH;

O opranuzamuio paboThI ¢
AIIEKTPOHHBIMU
JOKYMEHTaM

Ymeem:

Oucnosp3oBare
UH(OPMAIMOHHBIEC CUCTEMBI
JIOKYMEHTAIUH;

O OCYHICCTBJIATDH IIOUCK,
XpaHCHHUC U apXUBaIllUIO
JAOKYMCHTOB;

Oucnosip30BaTh
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TCIICKOMMYHHUKAIITMOHHLIC
TCXHOJIOTHUU B DJICKTPOHHOM

JIOKyMEHTO000pOoTE

Braoeem:

0 HaBBIKAMH CO3IaHUS
YIPABJICHUYECKUX IOKYMEHTOB
Y OpraHu3aiuu padboTsl ¢
HHUMU;

[ HaBBIKAaMH BEJICHUS IEJIOBOM
MIEPENUCKHU C JIETOBBIMU
napTHEPAMH U KJIUEHTaAMU;

0 naBbIkamMu pabOTHI C
OPITEXHUKOM, IIPU CO3/IaHUH
Y HCIIOJIb30BAHNU JEJIOBBIX
JTOKYMEHTOB

Tunoselie KOHTPOJIbHBIC 3a/IaHUsl WM HHBIC MaTEepUaJIbI, H€06XOIll/lele OJIA OCEHKH 3HaHHﬁ,
YMeHHil, HABBIKOB M (HMJIM) ONbITA [AeATEJbLHOCTH, XAPAKTEePU3YHIIMX 3Tanbl (popMHUPOBaAHMS
KOMIIeTEeHIIMi B Mpoiecce 0CBOCHUs 00pa30BaTe/IbHOM MPOrpaMMbl.

[TpuMepsl KOHTPOIBHBIX 33/IaHUK packpbiBatoT kommneTeHuo OITK-6.

Ilpumepvt mem 013 nposedenusn 1eKyuu-OUCKyccuu.

Jlexkuusi-quckyccusi Ne 1. Tema: «UcTropusi 1 cOBpeMeHHOe /1eJI0NPOU3BOACTBO»:
Jlenonpou3BoAcTBO B JIpeBHEPYCCKOM TOCYAapCTBE.

[Ipukasznoe genonpounszBoactso XV—-XVII BB.

Cucrema KOJUIEKCKOTO JIEIONPOU3BOICTRA.

HcnomauTenbHOE MPOU3BOICTBO.

J1OpEBOJIIOIIMOHHOE OTEUYECTBEHHOE JICIIONIPOU3BOICTBO.

Ucropus ynpasnenus u aenonpou3ojactsa B 1917-1990 rr.

CucremMa MUHHUCTEPCKOTO JCIIONPOU3BOICTRA.

O N O wWwN R

Cnennguka 1 0COOEHHOCTH COBPEMEHHOTO JIETIONPOU3BOICTBA.
. T'ocynmapcTBeHHOE peryaupoBaHue JeI0Npon3BocTBa B Poccun.
10 Hopmarusnsie noxymentsl, 'OCTDBI.

Ilpumep eonpocoeé 013 ycmnozo onpoca K 3aHAMUAM J1EKYUOHHO20 MUNA:

Jleknus Ne 2. Tema «CymiHOCTh M OCHOBHbIE IIOHATHS /1€J10NPOU3BOACTBA»
1. dynkuuu 10KyMeHTa

2. Buspl TOKyMEHTOB U MX KJIaccUPHUKAIIST

3. HopmatuBHO-TIpaBoBas 6a3a Mel0Mponu3BOCTBA

4. bnaHku AOKYMCHTOB. Tpe60BaHI/I}I K U3IrOTOBJICHHUIO U O(bOpMJ'ICHI/IIO OJraHKa.
13



5. CoctaB pekBU3UTOB. CXeMa pacloyIokKEeHHUs] pEKBU3UTOB.

Ilpumep mamepuana 0nsa npoeepKu 3HAHUIL YMEHUIl, HAGLIKOG U ONbIMA 0eAMENbHOCIU CIYO0CHMA
HA 3aHAMUAX CEMUHAPCKO20 MUna:

Ilpumep eonpocoe ona ycmnozo onpoca

Cemunapckoe 3anatue Ne 6. Tema: «OdopMienne 1e10BOMH TOKYyMeHTALMIY.
1. PekBU3UTHI IETIOBOTO MHUCHhMA.

2. Kimaccudukarus AeI0BbIX TUCEM U MTPABIIIBHBIN BEIOOP.

3. [lenoBo# CTHIIb ITHCHMA.

4. DIEeKTPOHHOE JIEI0BOE MTUCHMO

Ilpumep npakmuueckoit pabomot.
Kaxxaplif cTyIeHT MOJIKEH COCTaBUTh OOIIMN ONaHK NPEINnpUSTHS C YIJIOBBIM U MPOIOJIBHBIM
BapHaHTaMH PacroJIOKeHUs! peKBU3UTOB Ha popmare A4.
llenp BbIMONHEHMS 3aJaHUS — M3Y4UTh cocTaB pekBu3uToB OPJl, mpaBuna ux odopmieHus,
bopmymsip — obpazer; OP/I.
[IpnoOperaemble yMEHHS TpPHU BBIOJHEHUU 3aJaHUsI — HAYYUTHCS KOHCTPYHUPOBATH OJaHKHU
KOHKPETHOTO MPEANPUATUS B 3aBUCUMOCTH OT UX HA3HAYCHUSI.
Metoandeckue ykazanusi. YToObI BBITIOJHUTH 3a/IaHUE,
HEO0OXO0IMMO: — O3HAKOMMTHCS C TAKETOM JOKYMEHTOB; —
COCTaBUTbH OJIAHKH.
Samanue 1:
1) cocraBuTh OOIIMI ONaHK KOHKPETHOIO MPEANPUATHS C MPOJOJIBHBIM PACHOJIOKEHHEM
PEKBU3HTOB Ha GopMmare A4;
2) cocTaBUTh OOIMIMI OJAaHK KOHKPETHOTO TMPEANPUATHS C YIJOBBIM PACIOJIOKECHHEM
pPEKBU3HTOB Ha Gopmare A4;
3) cocTtaBuTh OJIAHK KOHKPETHOTO BUIA JJOKYMEHTA KPOME IMHChMa;
4) cocTaBUTh OJAHK CTPYKTYPHOTO MOApa3AeeHuUs! PEIIPHUSITUS WIH JOJDKHOCTHOTO JIHIA; 5)
COCTaBHTH OJIaHK MHUCHMA.
3amanue 2. U3rotoBuTh 00IIMIA GJIaHK C YIIIOBBIM U MPOJIOJIBHBIM PACHIOIOKEHUEM PEKBU3UTOB
TOCTUHUYHOIO MPEANPUSITUS, CTPYKTYPHOTO MOAPA3AEIICHUS U IOJKHOCTHOTO JIMIIA, I€JI0BOr0 MUChMa Ha
koMmriptoTepe. Caate paboTy Ha MPOBEPKY HA CIAEAYIOIINI CeMUHAp.
Pesynbratel mpakTrueckoit paboTsl 0(OPMIISIOTCS B BUJE pacliedaTaHHbIX JOKYMEHTOB Ha IucTe opmata
A4.

3a4eTHO-IK3aMeHAIMOHHbIE MaTePHAJIbI 1JIsl IPOMEKYTOYHOH aTTeCTANMH (324€T)
Bomnpocs! k 3k3aMeHy HalleJIeHbl Ha poBepKy cpopmupoBanHocTH koMmeTeHuu OI1K-6
Bonpocs! 111 MOATOTOBKHU K IK3aMEHY:

1. OCHOBHBIE TIOHATHSI K TEPMUHOJIOTHSI YITPABJICHUS JOKYMEHTAIIMOHHBIM 00eCTIeYeHUEM
2. DYHKIUY JOKYMEHTa
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3. Bunibl TOKyMEHTOB U UX KJIacCU(pUKAIUs

4. HenmonponszBoacTBo B JIpeBHEPYCCKOM TOCYAapCTBE

S. IIpukaznoe nenonpoussogactso XV—XVII BB. CucreMa KOJIEKCKOTro
JeTONPOU3BOICTBA

6. Cucrema MuHHCTEpCKOro AenonponssoacTsa XIX — nauana XX B

7. Hcropus ynpasienus u nenonpoussoacrsa B 1917-1990 rr

8. HopmaruBHo-TipaBoBast 6a3a J1e1onponu3BOACTBA

9. bnanku noxkymenToB. TpeOoBaHUs K U3TOTOBJIEHUIO U OQOPMIIEHUIO OJIaHKa.

10. I'OCT P 7.0.97-2016. CoctaB pekBu3uToB. Cxema pacroaoxeHus: PEeKBU3UTOB

11. OpraHu3anuoHHO-TTPABOBbIE TOKYMEHTBI TOCTHHUYHOTO IPEATPHSTUS

12. OpraHu3anuoHHO-PACIOPSIUTENFHBIE JOKYMEHTHI TOCTHHUYHOTO TIPEIIPUSITHS

13. WHupopmanimoHHO-CIpaBOYHbBIE JOKYMEHTBI

14. [TonsTHE M KIaccUpUKALUS CITY>KEOHBIX ITHCEM.

15. Crennuka nemoBoro CTHISA MUChMa. DTHKET B CIY)KEOHOM MepernmcKe.

16. Odopmitenne ciry>ke0HOT0 MUChMa

17. Pa3HOBHIIHOCTD CITy)KEOHBIX THCEM

18. OcobenHocT 0pOpMIICHHS TUCEM, TTEPEIaBAEMBbIX 3JICKTPOHHOW MOYTOM

19. CrpykTypa JOKYMEHTALMH IO JUYHOMY COCTaBY

20. CocraB nporeypsl U TOKYMEHTHPOBAHHE TIpHEMa TpaxaaH Ha paboTy

21. CocTaB npore1ypsl 1 JOKYMEHTUPOBaHHE IIEPEBOJIa COTPYIHHKOB Ha paboTy

22. JIOKyMEeHTHpOBaHNE MOOMIPEHNUS PAOOTHUKOB

23. JIoKyMeHTHpOBaHHUE MPOLEAYPHl IPUMEHEHUS AUCIUIITHHAPHOTO B3BICKAHUS

24. JlokyMeHTHpOBaHME MPOIEAYPHl YBOIBHEHUS pabOTHUKA

25. Odopmitenne ciry>xe0HOM KOMaHIUPOBKU

26. OdopmiieHne oTirycka

27. Hcrounnku moadopa nepcoHaia ajisi OpraHu3aIim

28. KondpunennuanpHas TOKyMeHTaIUs

29. OCHOBHEBIC HAIIPaBJICHUS COBEPIICHCTBOBAHMS COCTaBa M (HOpM JOKYMEHTOB

30. [ToHSITHS ¥ IPUHIIMAIIBEI OpTaHU3AINH TOKYyMEHTO000pOoTa

31. O0paboTka BXOIAIINX, HCXOSIINX U BHYTPEHHUX TOKYMEHTOB MPEAPUATHS

32. Peructpamus nokymeHnToB. MHIeKcaus TOKyMEHTOB

33. KoHTposs ucnomHeHus TOKyMEHTOB

34. OrnepaTuBHOE XpaHEHUE eI

35. OdopmieHne TOKyMEHTOB | JIe]l K YHUYTOKEHHIO U Ha JUTUTENIbHOE (ITOCTOSHHOER)
XpaHeHue

36. ApXUBHOE XpaHEHHUE JIeT

37. [Moacuer u onTUMH3ALKS JOKYMEHTOOOOPOTA

38. IOpunndeckne GpopManbHOCTH M JOKYMEHTBI IPU OTKPBITHH U PETHCTPALIIH
TPEANPUATHS

39. JIOKyMEHTOOOOPOT TOCTUHUYHOTO MPEANPUATHS

40. ABTOMaTH3aIMs TIOKYMEHTOO00POTa TOCTUHUYHOTO MPEANPUSATHS

41. Ha3znauenwue, 3a1auu, CTpyKTypa U COCTaB CIYKObl yIpaBJIeHUsS
JOKYMEHTAI[MOHHBIM O0ecTiedeHneM

42, OpraHu3anoHHO-pacIoOpIUTEIbHAsT JOKYMEHTAIHS CTY>KOBI yITPaBICHHS
JOKYMEHTAI[HOHHBIM O00ecTiedeHneM

43. TexHuueckue cpeacTBa, UCMOIb3yeMbIE MPU CO3JaHUU U 00pabOTKH JOKYMEHTOB

44, Kpurepun Bb160pa 0(hucHON TEXHUKH
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45. [TpaBumia 6e30MacHOCTH padOThI ¢ TEXHUISCKUMU CPEACTBAMHU

46. ABTOoMaTH3aLMs AEIONPOU3BOICTBA: OCHOBHBIE MTOHATHUS U IIPUHIIUIIBI
47. 3anagHble CUCTEMBI JEJIONPOU3BOACTBA B Poccun
48. ABTOMAaTH3UPOBAHUE JEIONPOU3BOCTBA, JEIOBBIX MPOLEAYP U JOKYMEHTOO00pOTa

Ha IMpCAINPUATHIHA. OcHOBHEBIE KaTCropmuu II0JIL30BATEIIEN CUCTEM aBTOMaTHu3alnu
JIeTIONPOM3BOJICTBA U IOKYMEHTO000pOTA.

49. [IepcniekTHBEI pOCCUICKON MHIYCTPUU aBTOMATHU3ALMH JEIONPOU3BOICTBA
50. ABTOoMaTH3a1Ms IpoLEcca YIIPABICHUS 10TOBOPHBIMU IpoOlieccaMu Ha
HNpEANPUITUI

4.2 MeToauueckue MaTepuaJibl, onpee/siloliue Npoueaypbl OLeHUBAHUS 3HAHUI, YMEHUH,
HABBIKOB M (MJIH) ONBITA 1eATEJbHOCTH, XaPaAKTEePU3YIOLIUX ITANbI ()OPMUPOBAHUS KOMIIETEHIIUH

MeToanyeckue peKoOMeHIAIUH, ONIPeAe/IsIoNne MPoueaypbl OlleHHBAHNS 3aUeTe:

Jis 2pPeKTUBHON MOATOTOBKH K 3a4eTy MPOIECC M3YYCHHs MaTepuaia Kypca Mpernoliaraet
JOCTaTOYHO MHTEHCUBHYIO PabOTy HE TOJBKO Ha JISKIUSIX W CEMUHApaX, HO M C Pa3IMYHBIMU TEKCTAMH,
HOPMATHUBHBIMH JIOKyMEHTAaMH ¥ HH(POPMAIIMOHHBIMH pecypcaMu. B KadecTBe OCHOBHBIX JJIIEMECHTOB
y4eOHOTO TMpolecca BBICTYMAIOT MPOOJIEMHO-OPUEHTUPOBAaHHBIE JIGKIIMH C  OOBSICHEHWEM U
WUTIOCTPUPOBAHUEM  KIIFOUEBBIX TIOHSATHA HW B O0JAaCTH KOMMEPYECKOr0O U  KOPIHOPaTHBHOTO
nokymeHToo0opoTa. Takxke Ha ceMuHapax OyayT o0CyXIaTbCs pe3yIbTaThl OTJEIBHBIX pedepaToB.

Oco6oe BHMMaHUE HaI0 OOpaTUTh Ha TO, YTO MOJATOTOBKA K 3a4eTy TpeOyeT 0OpalleHrs He TOJIBKO
K yueOHUKaM, HO U K nH(popMmanuu, conep:xkameiics B CMU, a takxe B cetu UaTepHeT. B pazaene «Crnucok
PEKOMEHAYEeMOM JUTEepaTypbl» MPHUBEACH CHUCOK y4EOHHUKOB, MEPUOIUUECKUX W3/IaHUN, HOPMATHUBHBIX
JOKYMEHTOB M pecypcoB ceTu VHTepHeT, KOTOpbIe MOTYT OKa3aThCs MOJIE3HBIMU TP U3YYEHUHU Kypca.

Kpumepuu oyenku omeema cmyoenma na 3aueme.

3auert sBsAETCS POPMOI OIIEHKH KauecTBa OCBOCHHUS CTYJIEHTOM 00pa30BaTeIbHON IPOTrpaMMBbl 1O
mucuumnHe. [To pesynbrataM 3aueTa CTYIEHTY BBICTABIISIETCS OLIEHKA «3aUTEHOY» UIIH «HE 3a4TEHOY.

3aueT MpoBOIUTHCS B (OpME YCTHOTO OMpoca MO BOMPOCAM HM3YYEHHBIX TEM Ha JEKIMOHHBIX U
MPAKTUYECKUX 3aHATHUAX, a TAKXKE [0 BOIIPOCAM TEM Il CAMOCTOSITENIbHOM paboThl cTyieHTOB. CTyneHTy
3amaeTcs | Bompoc U3 3apaHee ycTaHOBJIEHHOTO cnucka. Ha moaroroBky gaercs 20 MUHYT. DK3aMeHATOP
MOXKET MPOCTaBUTh 3a4eT 03 Ompoca TEeM CTyIEHTaM, KOTOpble aKTMBHO pabOTalu Ha MPaKTUYECKUX
(ceMuHapCKUX) 3aHATHSIX.

[IpenogaBaTens MpUHUMAET 3a4eT TOJIBKO MPU HATUYUM BEAOMOCTH U HaJUIeXKaIlUM O00pa3oM
opOpMIIEHHOH 3a4eTHON KHIDKKU. Pe3ynbrar 3auera 0ObABIAETCS CTYyJEHTY HEMOCPEICTBEHHO MOCIE €ro
C/layM, 3aTE€M BBICTABIIACTCS B SK3aMEHAIIMOHHYIO BEJOMOCTh M 3a4eTHYIO KHIDKKY cTyneHTa. Eciu B
MPOLIECCE 3aueTa CTYIEHT KCIOJIb30Ball HEOMYCTUMBIEC JOTOIHUTENbHBIE MaTepuaibl, TO SK3aMEHATOP
MMeeT MPaBO U3BATH LIMAPTajKy U MOCTABUTDH «HE 3aUTEHOY.

[Ipy BBICTAaBICHHHM OIICHKH 5JK3aMEHATOpP YUMTHIBAeT 3HAHHE (PAKTHUECKOTO MaTepuana IIo
MpOrpaMMe, CTETIeHb aKTUBHOCTH CTYACHTA Ha CEMUHAPCKUX 3aHATHUSAX, JJOTUKY, CTPYKTYPY, CTHIIb OTBETA;
apryMEHTUPOBAHHOCTh OTBETA; YPOBEHb CaMOCTOSATEIHHOTO MBIIIJICHUS, HaIU4Yhe MPOIMYCKOB
CEMHUHAPCKUX U JIEKIIMOHHBIX 3aHSATHH 10 HEYBAKUTEIbHBIM PUYUHAM.

OrneHka «3a4TeH0» CTAaBUTCS CTYJEHTaM, OTBET KOTOPBIX CBUJIETENHCTBYET O TIyOOKOM 3HAHUU
MaTepuana 1o MporpaMMme Kypca, 3HaHUU KOHIENTYaIbHO-IOHATHITHOTO anmapara Kypca, JJUTepaTypbl 1o
KypCy, COAEPKHUT B IEJIOM MPaBUIbHOE, HO HE BCErJa TOYHOE M apryMEHTHUPOBAHHOE H3JIOKEHUE
Martepuana.
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OL[CHKa «HE€ 3aYTC€HO0» CTAaBUTCA CTYACHTAM, HMCIOIIUM CYHICCTBCHHBIC HpOGGHBI B 3HaHHUH
OCHOBHOI'0O Marcpuajia Mo IMmporpamme, AOIMYCTHBIIMM MIPUHIOUIIAMAJIBHBIC OIIMOKHU IIpu  HU3JI0OKCHUU
Marcpuaia, a TakKKC HC JaBIIMM OTBETA HAa BOIIPOC.

MeTtoanyeckue peKoMeHAalNM, ONpe/ie/isiiole Npoue1ypbl OeHUBAHUSI YCTHOTO ONpoca:

Kaxmoe cemuHapckoe 3aHATHE TI0 COOTBETCTBYIOIIECH TEMAaTHKE TEOPETUIECKOTO Kypca COCTOUT M3
BOITPOCOB JIsI NIOATOTOBKHU, HA OCHOBC KOTOPBIX IIPOBOJUTCA YCTHbIﬁ OIIpOC KAXKAOTO CTYACHTA. Taxxe
MOCIIe W3YYCHHS KaXIOTO paszziena CTYACHTHI s 3aKpeIyIeHHs IPOEJCHHOTO MaTephalia IMUIIYT
pedeparuBHbIe pabOTHI 1O TOTIOJHUTEIFHBIM MaTepruataM Kypca.

[IpenogaBatens 3apanee 0OBSBIAET BOIPOCHL, KOTOPBIE OYyIyT paccMaTpUBATHCS HA CEMUHAPCKOM
3aHsATHUH. CT}’JICHT JOJDKCH BHUMATCIBHO O3HAKOMUTBLBCA C MATCPUAIOM, HCIOJB3Yysd MNPCATOKCHHBIC
MpernojaBaTesieM HCTOYHMKH JHUTEpPaTypbl U COOCTBEHHBbIE MH(pOpMAIMOHHBbIE pecypchl. CTyneHT mnpu
IMOATOTOBKE K CCMUHAPY MOKCET KOHCYJIbTUPOBATHECA C MPCTIOAABATCIIEM U 1IOJIYYaThb OT HCTO HABOJAIINC
pazbsicHeHus. [locie OKOHYaHHS YCTHOTO OINpOca CTYJCHTaM BBICTABIISIFOTCS OT[CHKH:

— OIICHKA «3aymeH0» BBICTABIACTCS CTYAEHTY, €CIU BOMPOCHI PACKPBITHI, H3JI0KEHBI
JIOTUYHO, 0€3 CyHIECTBEHHBIX OIINOOK, MOKa3aHO YMEHHE pabdoTaTh ¢ KapTorpaduuyeckuM MaTepualioM,
MIPOJEMOHCTPHPOBAHO YCBOEHHUE paHee M3yYeHHBIX BOMPOCOB. JlOMyCKarOTCsl He3HAYUTEIBHBIE O ITHOKH;

- OIICHKA «He 3aumeHO0» BBICTABIISETCS, €CIIM HE PACKPBITO OCHOBHOE COJIEpKaHne y4eOHOTO
Marepuaia; 0OOHapy)KeHO He3HAHWE WM HEeTIOHUMaHue OOJIbIIeH, WM HanOoJiee BaXKHOW YacTH yaeOHOTO
Marcpuaina; JOMyUICHbI OIIIMOKHU B ONIpCACIICHNN HOHS[TI/II\/II, KOTOPBIC HE HCIIPABJICHBI ITOCJIC HCCKOJIBKUX
HABOJISIIMX BOMIPOCOB; HE YMEHHUE paboTaTh C KapTOrpauIecKuM MaTepHATIOM.

MeTtoanyeckue peKOMeHIANNH, ONpeAesiioNe Mpouexypbl OMeHHUBAHUS JANUCKYCCHOHHBIX
TeM:

Jlexyus-oucxkyccuss — onuH 13 Hanbosiee A((HEKTUBHBIX CIIOCOO0B T 0OCYKICHUS CIIOXKHBIX H
aKTyaJbHBIX Ha TEKYIIUH MOMEHT BOIPOCOB, OOMEHA OTBITOM M TBOPYECKMX HHHIMATHB. Takas gopma
OOIICHUS MTO3BOJISIET JIyYIlle YCBOUTh MaTepHuall, HATH He0OX0AMMBbIE pelIeHus B rporecce 3G HEeKTHBHOTO
auasora. Y ClIoBUE Pa3BEPTHIBAHUS MPOAYKTHBHON JUCKYCCHH — JIMYHBIC 3HAHHS, KOTOPbIE TPHUOOPETAIOT
CTYICHTHl Ha JICKIIMSIX M CaMOCTOSTENbHOW pabote. Ocobas posib B JICKIUUAUCKYCCUU OTBOIUTCS
Nelarory, KOTOPBIM —Ompelenser Kpyr mnpoOjJeM ¥ BOINPOCOB, MOJUICKAIIUX  OOCYXKICHUIO;
3aWHTEPECOBBIBACT CTYJCHTOB TEMOH JICKIIUU U KPYTOM O0OCYXKIAaeMbIX MPOOIeM, CTUMYIUPYET aKTUBHOE
y4acTHe CTYJICHTOB B JICKIIUH-TUCKYCCHH, OOIIPSET BHICKA3bIBAHUE CTYJICHTAMH COOCTBEHHOTO MHCHHS
10 00CYKJIaeMbIM BOIIPOCAM; MOIOMPACT OCHOBHYIO H JOTIOJHUTEIBHYIO JJUTEPATYPY 1O TEME JICKIIUHU JIJIS
JOTIOJTHUTEIPHON TIOJArOTOBKH CTYJCHTOB; pacrpenenseT (opMbl ydacTwss M (YHKIUU CTYJICHTOB B
KOJUICKTUBHOM paboTe; MOABOJIUT OOIIUI UTOT JICKITUH - TUCKYCCUH.

Cemunap-ouckyccuss — JTUAJIOTUYECKOE OOIEHUE YYaCTHUKOB, B IMPOIlECCE KOTOPOTrO uepes
COBMECTHOE Y4acTHE OOCYKIAIOTCS U PEIIAOTCS TEOPETUUYECKUE M MPAKTUYECKHe mpooiaembl Kypca. Ha
oOCyKJIeHHe BBIHOCSTCS HanOoliee akTyalabHbIE MPOOIEMHBIE BOMPOCH! yueOHOW MUCIUIUIMHBL Kaapiit
13 YYaCTHUKOB JIUCKYCCHH JOJKEH: HAYYUTHCS TOYHO BhIPaKaTh CBOU MBICIIH B JOKJIA/I€ WU BHICTYIUICHUN
M0 BOMPOCY; aKTUBHO OTCTaWBaTh CBOIO TOYKY 3PEHHUS; apryMEHTHPOBAHO BO3pa)kaTh, OMPOBEPraTh
OIIMOOYHYIO TIO3UIINIO. Y CIOBUE Pa3BEPTHIBAHUS MPOAYKTUBHOM JUCKYCCUU — JIMYHBIE 3HAHUS, KOTOPHIE
MPHOOPETAIOT CTYACHTHI Ha JIEKIMSAX M CaMOCTOSITENIbHON paboTe. YacThio CEeMUHAPAIUCKyCCUU MOTYT
OBITh DIIEMEHTHI «KMO3TOBOTO IITYPMay, «IEIOBON UTPHD».

Ocobast ponb B cemMuHape oTBoauTCsA menarory. OH JOJDKEH: OMPENeNUTh KpPYyr mpodiieM u
BOIPOCOB, MOJJIEKAIIUX OOCYKICHHUIO; MOJ00paTh OCHOBHYIO M JIOMIOJIHUTENIBHYIO JINTEPATypy MO TeMe
ceMHUHapa JUIs JOKJIATYMKOB U BBICTYMAIOIIUX; paclpenensTh GopMbl ydacTus U (YHKIHH CTyJeHTa B
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KOJUIEKTUBHOM paboTe; TOTOBUTH CTYACHTOB K BRIOPAaHHOMY POJIEBOMY YYACTHIO; MOJBOJUTH OOIIHIA UTOT
JUCKYCCHU.
Kpumepuu oyenxu pabomul o6yuarowuxcsa Ha nekyuu/cemunape-oucKyCccuuL.:

a OIICHKA «3a4T€HO» BBICTABJISICTCSA, €CIU CTYACHT, TPaMOTHO HW3JIOKHI TpodIemy,
chOpMHPOBAIT TOYHBIC HAYYHBIC 3HAHUS, JJOTUYCCKH M3JIOKHUII OTBETHI, OIEHKA «3aYTCHO» MOXKET OBITh
BBICTABJICHA, €CJIM CTYACHT BBINOJIHUI paboTy oobeme 70% u BhIIIIE;

o OIICHKA «HE 3a4YTEHO» BBICTABIISIETCSA, €CIIM CTYJEHT HE W3y4uJ INPEJCTaBIICHHbIE Ha
paccMOTpeHHE BONPOCHl, HE c(opMHpoBall HAayuyHblE€ 3HAaHUSA [0 pPacCMaTpPUBAEMOMY BOIIPOCY, HE
y4acTBOBAJI B IUCKYCCHH.

MeToanyeckue peKOMEHAAIUH 110 BHINIOJTHEHUI0 IPAKTHYECKO padoThl
(npe3enTauus B Microsoft PowerPoint)

[IpesenTanus naeT BO3MOXKHOCTh HArjsiJHO IPEJICTaBUTh WHHOBAI[MOHHBIE WU, pa3pabOTKU U
IUIaHbl. Y4ueOHasl mpe3eHTalus MpeAcTaBiIsieT co00il pe3ylbTaT caMOCTOSATENbHON padOThI CTYIAEHTOB, C
MOMOIIBI0O KOTOPOM OHHM HArJsAHO JIEMOHCTPUPYIOT MaTepuaibl MYOJMYHOTO BBICTYIUICHHUS MeEpen
ayautopuer. OTHOW U3 OCHOBHBIX MPOTPaMM JJIsl CO3/IaHMS MPE3EHTAUN B MUPOBOM MPAKTUKE SIBIISIETCS
nporpamMmma PowerPoint komnanun Microsoft.

KowmmnbrotepHas npeseHTanus — 310 Qailyl ¢ He0OX0AMMBIMU MaTepuaiaMu, KOTOPBIA COCTOUT U3
MOCJIEI0OBATENLHOCTH claioB. Kaxkaplii cmaii COACpKUT 3aKOHYCHHYIO 110 CMBICTY WH(POPMAIIHIO, TaK
KAaK OHa HE NEPEHOCHUTCS Ha CIEAYIOLINN CIIaiiJl aBTOMAaTUYECKH B OTIMYHE OT TEKCTOBOTO JIOKYMEHTA.
CryneHTy — aBTOpY Ipe3eHTallH, HE0OXOAUMO YMETh pacIpeesiaTh MaTepral B Mpeesiax CTpaHUuLbl U
TPaMOTHO pa3MeNIaTh OTACIbHBIE 00BEKTHI. B 3TOM emy momoskeT Habop TOTOBBIX 0OBEKTOB (MTUKTOTPAMM,
reOMETPUUECKHX (PUTYP, TEKCTOBBIX OKOH U T.JI.).

beccriopHbIM JOCTOMHCTBOM MPE3EHTALMH SBJISIETCS BO3MOXKHOCTH MPU HEOOXOJUMOCTH OBICTPO
BEPHYTHCS K JTI0O0OMY U3 paHee MPOCMOTPEHHbIX claiiioB [Ipe3eHranus nomoraetT caMoMy BbICTYHAIOLIEMY
He 3a0bITh TJIABHOE U TOYHEE PACCTaBUTh AKICHTHI.

Cmpykmypa npezenmayuu

VY aepkuBaTh aKTUBHOE BHUMaHUE clTylaTesieil MOXKHO He 6oJjiee 15 MUHYT, a, ClieI0BaTeNIbHO, IPU
CpPEIHEM pacyeTe BpEMEHH ITPOCMOTpa — | MUHYyTa Ha ciaii, KOJIMYECTBO CIAi0B HE JOHKHO IIPEBBIILIATH
15-tu.

[lepBriii cnaiin mpe3eHTalMM JOJDKEH COJEepKaTh TeMy paboThl, (GaMUIHIO, UMS U OTYECTBO
WCIIOJIHUTEIISI, HOMEp yu4eOHOMU TPYIIbL, a TaKKe PaMHIINIO, UMS, OTYECTBO, JOJKHOCTD U YUEHYIO CTEIIeHb
IpenoaaBaTesl.

Ha BTopom crnaiine nenecoobpa3zHo npeAcTaBUTh ENb U KPATKOE COAEPIKaHHUE MTPE3CHTALIHH.

[Tocnenyromue cnaiiipl HEOOXOIUMO Pa30UTh Ha Pa3/ieibl COTJACHO MyHKTaM IJ1aHa paboThlI.

Ha 3akimrounTenbHbIi cllaiig BBIHOCUTCS CaMO€ OCHOBHOE, IIABHOE U3 COJEPKAHUS IPE3CHTALNN.

Pexomenoayuu no opopmnenuro npezenmayuti 6 Microsoft Power Point:

JU1st BU3yaJIbHOTO BOCTIPUATHS TEKCT Ha CllaiiiaX Npe3eHTallu I0JDKEeH ObITh He MeHee 24 1T, a Juis
3aroJ0BKOB — HE MeHee 32 MT.

Maket npe3eHTaluu JI0JKeH ObITh 0popMIIeH B €AMHOM 1[BeTOBOM ramme. DOH He JI0JIKEeH ObITh
CIIMIIKOM SIPKUM WJIM NECTPBIM. TEKCT NOJDKEH XOpowo uuTaThesd. OQHU U T€ XKE JIEMEHTHI Ha pa3HbIX
claiiiax ToJHKEeH ObITh OJIHOTO IBETA.

IIpocTpancTBO cnaiina (9KpaHa) JOJKHO OBITh MaKCHMMaJbHO HMCIIOJIb30BAHO, 3a CUET, HalpHMep,
yBEeIMUEHUsT MaciTabda pucyHka. Kpome Toro, mo BO3MOXHOCTH HEOOXOJMMO 3aHUMATh BEPXHHE V4
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IUIOUIaM claiaa (9KpaHa), MOCKOJIbKY HMXKHSAS 4YacTh JKpaHa IUIOXO IPOCMATPUBAETCS C HMOCIEAHUX
PAIOB.

Kaxnaplii cnaiiy JOJKEH COAEpKAaTh 3arojOBOK. B KOHIE 3aroJIOBKOB TOYKa HE CTaBUTCS. B
3aroJIOBKax JOJDKEH ObITh OTPa)XeH BBIBOJI M3 MPEACTAaBICHHON Ha ciaiige uHdopmamun. Odopmienue
3aroJIOBKOB 3arJIaBHBIMU OyKBaMU MOKHO MCIIOJIb30BaTh TOJIBKO B CIy4ae WX KPAaTKOCTH.

Ha cnaiine cnenyer nomemars He 6oJiee 5—6 cTpok U He 6oJiee 5—7 CIIOB B IPEAIOKEHUH. TeKCT Ha
cramjax J0JKEH XOPOIIO YUTATHCS.

[Ipu nobGaBieHMH PHCYHKOB, CX€M, AMarpaMM, CHHMKOB SKpaHa (CKPHHIIOTOB) HEOOXOIMMO
MPOBEPUTh TEKCT OSTHUX 3JEMEHTOB Ha Hanmuyue omuOok. HeoOXomumo mpoBepsiTh MPaBUIBHOCTH
HaNMCaHUs Ha3BaHUU YW, GaMUIIMA aBTOPOB METOJMK H T.I.

Henb3s meperpyxkath ciaiiibl aHUMAallMOHHBIMU 3(PeKTamMu — 3TO OTBJIEKAeT ciymiarenaeil oT
CMBICIIOBOTO COJiepkaHus cianga. JlJisi CMEHbl ClaiioB UCMHOJb3YWTE OAUH W TOT K€ aHUMAIlMOHHBIN
b dexT.

Tlopsiook u npuHyuUnsl BLINOIHEHUS KOMNBLIOMEPHOU NPE3eHMAYUU.

Ilepen cozmanmem mpe3eHTAlMM HEOOXOAMMO 4YETKO OMNPEAENUThCS C LEbl0, CO3JaBaeMou
Mpe3eHTAallK, MMOCTPOUTh BCTYIUIEHHE U CPOPMYIHPOBATH 3aKIIOYEHHUE, MPUICPKUBATHCS OCHOBHBIX
ATaroB U PEKOMEHTyeMbIX IPUHIIUIIOB €€ CO3IaHUsl.

OcHogHble npUHYUNbL 8LINOIHEHUS U NPEOCMABIeHUs. KOMNbIOMEPHOU NPe3eHMAayulu.

O KOMIIBIOTCPHAA MPE3CHTALMA HC MPEAHA3HAYCHA JIA aBTOHOMHOI'O HCIIOJIB30BaHHWsA, OHA
AOJDKHA JIUIOb MOMOraTh JOKJIIAJYUKY BO BPEMS €0 BBICTYIIJICHHSA, ITPABUJIIBHO PaCCTaBJIATh AKIICHTHI,

ad HE YCJIOKHSHTE MPE3CHTAIHNIO M HE TIEPErpyaiTe ee TeKCTOM, CTATUCTUYSCKIUMHU TaHHBIMHU
U rpaduIeCKUMH U300paKECHUSIMU;

O HE YMTANTE TEKCT Ha claigax. YCTHas pedb MOKIaIuuKa JOJDKHA JOMOJHSITH, OTTUCHIBATH,
HO HE TIepecKa3bIBaTh, MPEACTABICHHYIO Ha ClaiaX HHPOPMAIIHIO;

g JaiTe BpeMs ayIUTOPUU O3HAKOMHTHCS ¢ MH(MOPMAIMEH KaKI0TO HOBOTO Claijia, a yxKe
[OCJIe ATOTO JaBaTh CBOM KOMMEHTapHHM IMOKa3aHHOMY Ha d9KpaHe. B mpoTuBHOM cilyuae BHUMaHHE
ciymiarenei OyneT pacceuBaThCs;

O JemaiTe nepepsiBbl. He cieayer TOponmuThes € JIEMOHCTpAIMel MOCaeayIomero ciaia.
[To3BoJsibTE CcymaTensIM MoayMaTh U YCBOUTH HH(OPMAITHUIO;

a MPeJIOKUTE Pa3aTOYHbI MaTepHall B KOHIE BBICTYIUICHHUS, €clid 3TO0 HeoOxoaumo. He
JieNlaifTe 3TOTO B HAYaJIe WM B CEpeIHEe TOKIaa, T.K. BCe BHUMAaHUE JI0JDKHO ObITh MPUKOBAHO K BaM U K
JKpaHy;

a 00s3aTeNbHO  OTPEAAKTUPYHTE  MPE3EHTAIMI0  [epel  BBICTYIUICHHMEM  IOCTe
MIPEIBAPUTENILHOTO MPOCMOTpa (PEHETHIINHN).

B npunooswcenuu momemartcs mo HEOOXOAMMOCTH WJUIIOCTPUPOBAHHBIE MaTEpUAIbI, UMEIOIIHE
BCIIOMOTaTeJIbHOE 3HaYeHUe (TabIMIIbI, CXEMBI, AUarpaMMbl U T.I1.).

Kpumepuu oyenxu npesenmayuu:

MakcumanbHoe Ouenka
Ogopmnenue npezenmayuu KOJINYECTBO 0aliioB npernoiaBaTens
TutynbHbI# crnaiig (opuruHaIbHOE 0(OPMIICHHE) 5
Hcnonb3oBaHue gononHuTeNbHBIX 3¢ dexToB PowerPoint 5
(cMeHa cnaiinos, rpaduka, aHuMaIys)
Cooeporcanue npezenmayuu
CooTBeTrcTBHE YUeOHBIM IIENISIM U 33 auaM 10
OTpaxkeHne 0CHOBOIIOJIAraroIIero BOIpoca 10
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Hanudue 351eMEeHTOB HCCIeI0OBAHUS 110 TEME 10

Br1Bo1bI, 000CHOBaHHBIC C HAYYHON TOUYKU 3pEHMUS, 10
OCHOBAHHbBIE HA JAHHBIX UCCIIEIOBAHUS

Ogopmnenue mexcma

Texct mpencraBieH TPaMOTHO, MOCIEAOBATEIBLHO, UMEET 10
JIOTHYECKYIO 3aBEPIIEHHOCTh

Texct xopomro untaeM (moxbop mpudra u Gona) 5
OdopmiieHHE CIaiIoB B €IMHOM CTHIIE 5
CootBercTBHE qU3aiiHA COACPKAHUIO IPE3EHTALUN 10

Tpebosanus k biCmMynieHUIO

CryneHT CcBOOOJHO BJIAACET COJEpPKAHHEM, SICHO | 5
IPaMOTHO U3JIaraeT MaTepual

CryneHT cBOOOJHO M KOPPEKTHO OTBEYAET HA BONPOCHI U 5
3aMeYaHus ayAUTOPUHN

CTyZeHT TOYHO YKJIaJpIBA€TCS B pAMKH PErJIAMEHTA 5
nokiana (15 MuHyT)

Obwuit 6ann/oyenka 100*

*[IepeBoj 6aIOB B OLIEHKH TPUBECH HIDKE.
OreHka «omauyHo» CTaBUTCS eciii cymma 6amnoB coctasiisieT oT 80 1o 100.
OreHKa «xopouto» CTaBUTCS €Cli cymMMa 0aioB coctaBisieT oT 60 10 79.
OreHka «yodognemsopumeibHo» CTAaBUTCA eciu cymma 0aioB coctaiisieT oT 40 10 59. Ouenka
«He Y0081emeopumesibHo» CTaBUTCS €CIIU cCyMMa 0ajioB cocTaBiisieT MmeHee 39.

5. IlepeyeHb OCHOBHOW W JONMOJHUTEJLHOH Y4eOHOIl JuTEpaTypbl, HEOOXOAUMOMN IS
OCBOEHHS TUCHUIITUHBL.

5.1 OcHoBHas auTEpaTrypa:

1. Kysnenor M.H. JlokymeHTammonHoe oOecreueHue ympasieHUs. JIOKyMEHTOOOOpOT M
JeIONIPOU3BOCTBO [DIEKTPOHHBIN pecypc]: ydeOHUK M MPAaKTHKYM JUIs MPUKIAAHOro OakajgaBpuara. —
M.: Uz partenscTBO IOpaiir, 2018. - 461 c. - Pexum JOCTyHa: http://
https://biblioonline.ru/viewer/7873BF4B-A3F7-44E2-8ECO0-1E3D6392702A

2. Kopuees N.K., [Tmenko A.B., MamypueB B.A. JlokymMeHTHpOBaHUE YHPABICHUECKOU
NEeSITeNILHOCTH + TeCTbl B 230C [DIEeKTpOHHBIN pecypc]: y4eOHMK M MPaKTUKyM Ui aKaJeMUYECKOTO
OakanaBpuata. — M.: MWzpmarensctBo IOpaiit, 2018. — 384 c. — Pexum pocryma: http://
https://biblioonline.ru/viewer/04FOA0D5-BF41-47D1-9AA9-FA622 A3FEA49

3. I'pundepr A.C., I'op6aués H.H., Myxamermnna O.A. JlokyMeHTallMOHHOE oOecrieueHue
yIpaBiieHUs [ DIeKTpOoHHBIN pecypc]: yueOHuk. — M.: FOnutu-Zlana, 2015. —391 c. — Pexxum nocryna:
http://biblioclub.ru/index.php?page=book&id=115031

4. Poroxxun M.IO. JlokymeHTanimonHoe odecrieueHue yrpasieHus [ DIeKTPOHHBIN pecypc]:
npaktuyeckoe nocobdue. — M.; bepnun: lupexr-Menua, 2014. —398 c. — Pexxum noctyna:
http://biblioclub.ru/index.php?page=book&id=253705

I[J'ISI OCBOCHUA AUCHUIIMHBI MHBAJIMAAMU U JIMIAMH C OTPAHUYCHHBIMU BO3MOKHOCTAMU 3J0POBbA
HUMCIOTCA U3AaHUA B 3JICKTPOHHOM BHJIC B 3HeKTp0HHO-6I/I6HI/IOTe‘-IHBIX cucremMax «JIaHpy .
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1. Tumodgeera E.C. JlokymeHnTanmonHoe o0ecriedeHrne yrnpaBieHHs COIMATbHO-KYIbTYPHBIM
CEPBHCOM U TYPU3MOM [ DIEKTPOHHBIN pecypce]: yued. mocodue. — Cankr-IlerepOypr: U230 CIIOYTYuD,
2009. — 175 c. — Pexxum gocryma: https://e.lanbook.com/book/63809.

2. I'ymuna N.A., 3aitueBa H.A. JlokymeHTanmonnoe odecrieyeHne ynpaBieHHs B
COIMATBHOKYJIBTYPHOM CEPBHCE U TypU3Me [ DJIEKTPOHHBIN pecypc]: yueOHOe oCcoOue s CTYICHTOB
BY30B. — M.: Ansda-M: UHDPA-M, 2010. - 239 c. — Pexxum noctyna: https://e.lanbook.com/book/69308

5.2 lonoiHuTeIbHAS JIMTEPATypa:

1. [yBanosa H.H., MBanoBa A.FO. OcHOBBI JenOnpou3BOJCTBA. SI3BIK CIYXEOHOTO
JOKyMEHTa [DJEeKTPOHHBIM pecypc]: y4eOHUK M MPaKTUKYM JUld aKaJeMHueckoro OakanaBpuara. — M.:
WznarensctBo FOpaiit, 2018. — 375 ¢. — Peskum poctyna: http:// https://biblio-online.ru/viewer/E472872E-
07FD-4FDA-

AT714-897DACSE36DA

2. Unpucoa A.P., AxmeroBa A.D. TexHOJOTHH JOKYMEHTAllUOHHOTO M WHHOBAIMOHHOTO
obecrieueHus ynpaBieHus [ DJIeKTpOHHBIN pecypc]: yuebHoe mocooue. — Kazanp: KI'TY, 2010. — 180 c. —
Pexxum nmoctyma: http://biblioclub.ru/index.php?page=book&id=258929

3. CamaxBanmoB E.B. ABromaTusupoBaHHas cCHCTeMa JOKYMEHTAIIMOHHOTO OOECTICUCHUSI
ynpasieHus [DnekTpoHHbIN pecypc]. — M.: Jlaboparopust kuuru, 2010. — 99 c. — Pexxum gocrymna:
http://biblioclub.ru/index.php?page=book&id=97300

4, Hemun FO.M. Jlenompou3BoacTBO. JIOKyMEHTAIMOHHBIM MEHEIKMEHT [DJIEKTPOHHBIN
pecypcl:
yaeOHoe nmocodue. — M.; bepiun: lupext-Menua, 2014. — 205 c. — Pexxum gocrymna:
http://biblioclub.ru/index.php?page=book&id=253657

5. Poroxxun M.IO. Opranumzanust nenonpousBojcTBa mnpeanpustus: (Ha ocHoe ['OCT
P6.302003) [DnexktpoHHBIA pecypc]: yueOHO-TpakTH4eckoe mocobue. — M.; bepnun: upexr-Menua,
2014. —

209 c. — Pexxum moctyma: http://biblioclub.ru/index.php?page=book&id=253709
6. KazakeBuu T.A., Tkamuu A.W. JlokymeHTOBeAeHUE. JJOKYMEHTAIIMOHHBIN CEPBUC
[DnekTpoHHBIH pecypc]: Y4eOHHUK U MPAKTUKYM JUTs TPUKJIaAHOro OakaaBpuara. — M.: M3narenbcTBo
FOpaiit, 2018. — 177 c. — Pexxum goctyna: http:// https://biblio-online.ru/viewer/98462230-A63D-402F-
A36A-24C2D22B5BCS
7. HexpacoBa M.JI. JlokyMeHTalMOHHOE OOECHeUeHUE YIPaBICHUS Ha MPEANPUATUIX
Typusma u cepBuca [Tekcrt]: yaebnoe nmocobue / M. JI. HekpacoBa; M-Bo o6pa3zoBanus u Hayku Poc.
Oenepannu, Kybanckuii roc. yu-T. - KpacHonap: [Kybanckuii rocynapctBennbiit yausepcurer|, 2009.
- 656 c. — 52 or3.

5.3 Ilepnoauyeckue u3anus (KypHaibl):

1. JTenompou3BOACTBO.

2. Jlenonpou3BOACTBO U JOKYMEHTOOOOpOT Ha mpenmpustun. 3. Cekperapckoe
JeTI0.

6. MeToanyeckue YKazanusda AJjis oﬁyqamumxca 10 OCBOCHMI0 JUCHUIIJIMHbI

Metoauueckue YKa3aHuA JJis 06yqa101u1/1x051 B O6H.[CM BHJIC U3JIOKCHBI B CIICAYIOIIICM U3 JaHUN
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IToaroroBka K TeKyiiemMy KOHTPOJIIO, IPOMEKYTOUHON U TOCYAAPCTBEHHOM UTONOBOM aTTECTALIUMN:
Metonuueckne ykazanus / B.B. MwunenkoBa, A.B. MamonoBa, A.B. KonoBanoBa. — KpacHonap:
Kyb6anckwuii roc. yu-t, 2019.

B Meronnyeckux yka3zaHUSX OTpPaXEHbl CYIIHOCTb U COJAEpPKAHUE TEKYLIEro KOHTPOJIS
yCIEBAaEMOCTH, OMUCAHbI BUAbI ayJUTOPHBIX 3aHATHUI M PEKOMEHJAlMU [0 MOJArOTOBKE K HUM (JIEKLHH,
MIPaKTUYECKUE, CEMUHAPCKHE 3aHsATHs W T.J1.), BHEAYAUTOPHas, Hay4yHO-UCCIIeJoBaTelbCcKas paboTa,
OIICHOYHBIE CPEACTBA JJISl IPOBEACHUS TEKYLIEro KOHTPOJIs (YCTHBIN OMpOC, CEMUHAP-AUCKYCCHUS U Ap.),
METO/IMYECKUE PEKOMEHJAIMK [0 MOJArOTOBKE K pa3jIMYHbIM BUJAM KOHTPOJS, MPEAYCMOTPEHHBIM
IIPOMEKYTOYHON aTTeCTaLlUEH.

B ocBoeHMM TUCHUIUIMHBI HHBAIUMAAMU U JIMLIAMU C OTPAHUYEHHBIMH BO3MOXHOCTSMU 3/I0POBBS
0oJbIIOE 3HAUEHHWE MMEET WHIMBUIyalbHass ydeOHas paboTa (KOHCYAbTAlMM) — JOTOJHUTEIBHOE
pa3bsCHEHUE yUeOHOT0 MaTepuaa.

WNuauBuayanbHble KOHCYAbTAIIMKM IO IPEAMETY SBJISIFOTCSI BaXKHBIM (PaKTOPOM, CIIOCOOCTBYIOIIUM
WHIUBUAyaIU3allMi 00y4eHHsI M YCTAaHOBJIEHUIO BOCIIMTATEIILHOTO KOHTAKTa MEX]y MpernojaBaTesieM U
00yyarouMMcsl THBAIHMJIOM WUJIU JINLIOM C OTPaHMYEHHBIMH BO3MOYKHOCTSIMU 37J0POBbSI.

B ocBoeHMM TUCHUIIMHBI MHBATUAAMHU U JIULAMHU C OTPAHUYEHHBIMU BO3MOKHOCTSIMH 3/I0POBbS
0oJbIIOE 3HAUEHHWE MMEET WHIWBUIyalbHass y4yeOHas paboTa (KOHCYNIbTallMM) — JOTIOJHUTEIBHOE
pa3bsICHEHUE yueOHOT0 MaTepuaia.

WNuauBuayanbHble KOHCYIbTAIIMH MO IPEIMETY SBIISIFOTCSI BaXKHBIM (PaKTOPOM, CIIOCOOCTBYIOIIUM
WHIUBUAyaIU3allM 00y4eHUs] U YCTAaHOBJIEHHIO BOCIUTATENILHOTO KOHTAKTa MEXIY IpernojaBaresieM U
00y4aromuMcsi THBAJIUIOM WM JIMLIOM C OFPaHUYEHHBIMU BO3MOKHOCTSIMU 370POBBSI.

7. Ilepeuens WHGPOPMALMOHHBIX TEXHOJIOTHH, HMCHOJb3yeMbIX NpPH OCYHIECTBJICHUHU
o0pa3oBaTeIbHOIO NMpolecca Mo AUCIHUIINHE.

7.1 IlepeyeHb MHGPOPMANHUOHHO-KOMMYHUKANMOHHBIX TEXHOJIOTHIA:

B mnpomecce 0oOydeHUs HCIONB3YIOTCS pPa3HbIE BHIBI WHPOPMAIMOHHO-KOMMYHUKAITMOHHBIX
texHnosioruii. OOpazoBarenbHble cpenctBa MKT: cpeacrBa, obecreunBaromue 0a3oBYI TOITOTOBKY
(97eKTpOHHBIC Y4EOHUKH, CUCTEMBI KOHTPOJIS 3HAHHMIA), BCIIOMOTATENBHBIC CPEACTBA (SHIMKIIOTCIHH,
CIIOBapH, MYJbTHUMEAUMHBIC Yy4eOHbIE 3aHATHsA); HMHPOPMAIMOHHO-OOyJaomue (3JICKTPOHHBIC
OMOJIMOTEKH, SJICKTPOHHBIC KHUTH, SJICKTPOHHBIC IMEPHOIMYECKHE W3IaHUs, CIOBApH, CIPABOYHHKH,
oOyyJaronue KOMIBIOTEPHBIE MPOTPaMMbl, HHPOPMAIIHOHHBIE CUCTEMBbI); HHTECPAKTUBHBIC (DIICKTPOHHAS
noura, JOUC); nouckoBble (peann3yroTcs yepe3 KaTaloTu, TOUCKOBBIE CHCTEMBI).

[MepeucHb pecypcos HH(POPMAIIMOHHO-TEIEKOMMYHHKAIIHOHHOM cetn
«HTEpHET», HEOOXOIUMBIX /ISl OCBOCHUSI AUCIIUILTHHBL:

1. Poccuiickas I'ocynapctBennas bubmuoreka — http:/rsl.ru.

2. MunuctepctBo TpaHcnopTa Poccuiickoit denepannu — http://www.mtr.gov.ru.

3. denepanbHas cayx0a rocyIapcTBEeHHOM cTaTticTHKA — http://www.gks.ru.

4, Poccus B okpyxatorieM mupe (exxeroanuk) — http://eco-mnepu.narod.ru/book.

5. EsxenneBHast JIoHIOHCKas Ta3era, ClCHUATH3UPYIOLIAsCS HA MPOOIeMax MOPCKHX
nepeBo3ok — http://www.lloydlist.com.

6. MexayHapoaHas MOpPCKas OpraHu3alus — CICHHATH3UPOBAHHOE YUPEKICHUEC

OOH, cmocoOcTByIOIIEE  COBEPIICHCTBOBAHUIO  MPOLEAYP MEXKIYHAPOAHOTO  MOPCKOTO
cynoxojactea — http://www.imo.org.
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7. MexayHapoaHash OpraHu3als IPaXKJIaHCKOW aBHAllMM — CIICHUAIN3UPOBAHHOE
YUIPEKICHUEC
OOH, ycraHaBiuBaroIee MEXIyHAPOIHbIE HOPMBI, HEOOXOAMMBIC Uil OOecredeHus: OE30MacHOCTH,
HAJICKHOCTH U 3P PeKTUBHOCTH BO3AyIIHOTO coobieHus — http://www.icao.int.
8. NudopmanmonHsiii pecypc — WWw.rostransport.com.

7.2 TlepeyeHb JIMIIEH3MOHHOT0O W CBOOOJHO PAaCHPOCTPAHSIEMOT0 MPOrPaAMMHOIO
o0ecreyeHu:

1. Windows 10 KoprnoparusHasi.
2. Microsoft Office mpodeccuonanbhblii mtoc 2016.
3. AHTUBUpYCHas 3amuTa (QU3NYeCKUX pabouynx cTaHIMil u cepBepoB: Kaspersky

Endpoint Security muia 6uszneca — Crannaptabiii Russian Edition.
4. 1500-2499 Node 1 year Education Renewal License.

7.3 TlepeyeHb COBpPeMEHHBIX MNpodeccHOHANBLHBIX 0a3 JaHHBIX W HHOOPMAIHOHHBIX
CIIPABOYHBIX CHCTEM:

Kaxnpiit oOyuaromuiics B TeYeHHE BCero mnepuofa oOydyeHus obOecreyeH WHIWBUyaIbHbIM
HEOTPaHUYEHHBIM JIOCTYIIOM K 3JIEKTPOHHO-OMOIMOTEYHBIM CUCTEMAM:

1. DnexTpoHHas O6ubnroTeyHas cucrema «YHuBepcuteTrckass OubanoTexa

ONLINE»

(www.biblioclub.ru)

2. DnexTpoHHas oubamoTeuHas cucrema u3naarenberBa «Jlanby (http://e.lanbook.com)

3. DraekrponHas oubmuoreunas cucrema «FOpaiit» (http://www.biblio-online.ru)
Dnexkrponnas oubauoreunas cucrema «BOOK.ru» (https://www.book.ru)
DnexkrponHas oudauoreunas cucrema «ZNANIUM.COM» (www.znanium.com)

s oOywaromuxcss obOecriedeH J0cTyn (yHajleHHBIH JOCTYI) K CIEAYIOIIUM COBPEMEHHBIM
npoheccHOHATFHBIM 0a3aM JaHHBIX, WHHOPMAIMOHHBIM CIIPABOYHBIM M TIOMCKOBBIM CUCTEMaM:
1. KoncynpranT Ilnroc — cnpaBounas npaBoBas cuctema (http://consultant.ru)
2. Web of Science (WoS) (http://apps.webofknowledge.com)
Hayunas snexrponnas oudanoreka (HOB) (http://www.elibrary.ru)
Onekrponnas bubnuoreka quccepranuii (https://dvs.rsl.ru)
KubepJlenunka (http://cyberleninka.ru)
«Jlexktopuym TBy» (http://www.lektorium.tv)
HanmonanwsHas snexrponnas oubauorexa (http://H36.pd)

No ok~ w

8. MartepuajJbHO-TeXHHYECKOe ofecnevyeHne 1Mo TUCIUTLIHHE

No Bun pa6or HaumenoBanue yueOHOM ayTUTOpUH, €€ OCHALIEHHOCTh 000PYIOBAHUEM H
TEXHUYECKUMU CPEJICTBAMHU OOyUCHHS
1 | JleknuoHHBIE Jleximonnsle aymutopun (U207, U211, WN218, UN219) ocHamieHbI
3aHATHS HEOOXOIMMBIMH TEXHUYECKUMHU CPEICTBAMHU OOYYCHHS: KOMIIBIOTEPOM,
CTEPEOCUCTEMOM, MHTEPAaKTUBHOU TpUOYHOI, MYJIbTUMEIUHHBIM

MPOSKTOPOM U COOTBETCTBYIOIIUM TMporpaMMHbIM obecrieuenuem (I10)
(Windows Media Player, Microsoft Office 2010), ¢ Beixogom B MHTEpHET.
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Bce aymuropum ocHamieHbl Y4eOHBIMH JIOCKAMH, KOMIUIEKTOM Y4eOHOM
mebenn

CeMmuHapckue
3aHATHS

VY4eOHble ayAUTOPHUM AJIs IIPOBeIeHUs 3aHsITuil ceMunapckoro tuna (11200,
N201, 1205, N208) ocHaiieHbl y4eOHOM TOCKOH, MPOEKTOPOM, SKPAaHOM

I'pynmosslie
(MHIMBUTyaIbHbIE)
KOHCYJIbTalluH

KaGuneTs! /1 rpynnoBbIx (MHAUBUAYAIbHBIX) KOHCYnbTauui (U206, 1214,
N217) ocHarieHsl epcoHaIbHBIMU KOMIIBIOTEPAMHU € BBIXOJIOM B MIHTEpHET,
MOV, ydyeOHUKaMHU, Y4eOHBIMH M y4eOHO-METOJAMYECKHMHU IOCOOUSIMHU,
MIPOEKTOPOM Il JEMOHCTpalMM CJaiioB, MOOWJIBHBIM 3KPaHOM st
MIpOEKTOpa

Texymuit KOHTPOJIb,

VY4eOHble ayAUTOPUH JJIsl TPOBEICHUS 3aHITUN JIEKIUOHHOTO ¥ CEMUHAPCKOTO

MPOMEKYTOYHAS tura (200, 201 HN205, U207, U208, U211, U218, N219) ocHameHb
aTTecTarus HEO0OXOIMMBIMH TEXHHYECKUMU CPEJICTBAMHU O0yICHUS
CamocrositensHas | Kabuner mis camocrosrensHOM paboTel crymeHta (M205a), ocHamieH

paboTa cTyaeHTa

KOMITHIOTEPHOW TEXHUKOW C BO3MOXKHOCTBIO IOJKIIIOUEHUS K CETH
«HTepHET», MPOTPaMMON DSKPAHHOTO YBEIWYEHUS U OOCCIICUCHHBIN
JOCTYIIOM B JJICKTPOHHYIO HH(OPMAIMOHHO-00Pa30BaTEIbHYIO CpEay
YHHUBEpPCUTETA
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