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1. Hesan u 3a1a4M U3yYeHHU S TUCHUILTHHBI

1.1 Heab ocBoeHUs] AMCHUITHHBI «/[e10MPON3BOICTBO Ha MPEANPUATHSIX CEpBHCA, TypU3Ma
U TOCTETIPUUMCTBAY - (OPMHUPOBAHUE Yy CTYAEHTA 3HAHUI U yMeHUll B 001acTu 6a30BbIX MOHATHHA U
MPUHIIMIIOB COBPEMEHHOM CHCTEMBbI TOKYMEHTAIIMOHHOTO 00ECTIeUeHHS U YIIPaBJICHUS, 3HAKOMCTBO C
OCHOBHBIMM TMpaBUJaMH M 3aKOHaMH JIOKyMEHTOoOopoTa B cdepe KOHIPECCHO-BhICTABOYHON
NEeSTeNIbHOCTH,  CrenupUKOd ¥ OCOOEGHHOCTSMM  KOMMEPYECKOTO U KOPHOPaTHMBHOIO
JOKYMEHTO000pOoTA.

1.2 3apauy AMCHUILIMHDBI:

— MOJly4yeHHe OO0YYaroIMMHU 3HAHUI MO0 MCTOPUHU JIEIONPOU3BOJCTBA U CTPYKTYpE
COBPEMEHHOW CUCTEMBI JJOKYMEHTAI[HOHHOTO O0ECTICYCHHUS;

— MOJy4YeHHe OOy4YaIoNMMUCS 3HAHWMA W YMEHHA B O00JIACTH METOJIOJIOTHH
OpTaHU3aIH COBPEMEHHOTO KOMMEPUYECKOTO U KOPIIOPATUBHOTO JOKYMEHTO000POTa;

— MOJlyYeHHE OO0Yy4YarolUMKCS 3HAHUM 00 OCHOBaX, METOAMKAX COCTaBJICHUS U
oopmieHHs, TEXHOIOIMU PaObOThI C TOKYMEHTAMU;

— MoJNy4eHue oOydarolUMuUcs 3HAaHUW W yMeHMl B oOjactu paboThl ¢
JOKYMEHTUPOBAaHHOM UH(pOpMaLnei;

— moJlydyeHne OO0yJaroImuMuCS 3HaHUM 00 oO0bekTax, CyObeKTaxX, CpeacTBax
NESTeNbHOCTH, a TaKXKe OpraHM3allud M YOPAaBICHUM  CIY)XObl JOKYMEHTALMOHHOTO
obOecrieueHus;

— nojlyyeHue oOyyarolMMHUCS 3HAaHMM W yMEHUH B 00JacTW HpaBUJ BEJICHHS
JOKYMEHTO000pOTa U I€JI0BOM MEepenucke;

1.3 MecTo AMCUMIIMHBI B CTPYKTYpe 00pa30BaTe/IbHOM MPOrpaMMbl.

Juctumummza «Jlenonpon3BoACTBO Ha MPENNPUATUSAX CEpPBUCA, TypU3Ma M TOCTEIPHUMMCTBAY
OTHOCHUTCS K 00s13aTenbHOM yacT broka 1 Jluciumninuns! (Moynn). AKTyallbHOCTh BKIIFOUEHUS TpeMeTa
«Jlenonpon3BOACTBO Ha MPEANPHUATUAX CEpBHCA, Typu3Ma M TOCTENIPUMMCTBa» B Y4eOHBIH IUIaH
o0yclIOBJI€Ha B TEpPBYIO OYepedb, BO3pPACTAIOLIMM HHTEPECOM K IMpobiieMaM, 3aKOHOMEPHOCTSIM,
NPUHIUIAM U TIpaBUJIaM JIEIONPOU3BOJCTBA KAK HHCTPYMEHTY MOBBIIEHUS 3((HEKTUBHOCTH YIPABICHHUS.
KomnereHTHOCTh B BOIIpOCax JIEIONPOU3BOJCTBA, HATMUNE HEOOXOAUMBIX YMEHUH U HABBIKOB PabOTHI C
JOKYMEHTaMH, IOHUMAaHUE HUX POJM B CUCTEME YIPABICHUS — BAXKHEHIIMM IPU3HAK COBPEMEHHOU
Je7I0BOM KyabTYpbl. UeTkas opraHusanus JOKyMEHTO000pOTa, paMOTHas MOArOTOBKA, CBOEBPEMEHHOE U
KayeCTBEHHOE HCIOJIHEHUE MPUHATHIX PEIIeHHH — 3a10r BBICOKOH 3(Q(EKTHUBHOCTH YIpaBIEHUYECKOH
JESTEIBHOCTH.

OcBoeHMe TUCHUIUIMHBI 0a3upyeTCsl Ha U3YUYEHUU CIIEeNYIOIMMX KypcoB: «PycCcKuil 361K 1 OCHOBBI
NeIOBOM  KOMMYyHHKanun», «OCHOBBI  ydera B  KOHI'PECCHO-BBICTABOYHOM  JAESITEIBLHOCTH,
«HpOopMallMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTMM M aHalu3 JaHHBIX», «BHyTpukopnopaTtuBHbIe
nH(popmManoHHble cuctembl», «MHbopmanoHHble ceTu U 0a3bl JaHHBIX B KOHIPECCHO-BBICTAaBOYHOM
JeSITEIbHOCTH.

1.4 llepeyenb MJIAHMPYeMbIX pPe3yJbTATOB 00y4eHHMs MO JAMCUMILJIMHE, COOTHECEHHBIX €
IVIAHNPYEMBIMH Pe3y/JIbTATAMH OCBOCHHUSI 00pa30BaTeJbHOH NPOrpaMMbl

N3yuenne naHHOM y4eOHOW IUCLMIUIMHBI HampaBieHO Ha (OpMHUpOBaHHE Y OOyYaroIIUXCS
creaytomen npopeccnoHaIbHONH KOMIIETEHIIUY:



Kox n nanmeHnoBanue
HHIUKATOpa
IOCTHOKEHHUS

KOMIIETCHIINH

PesynbraTs! 00y4eHNs IO AUCIUIIIIHE

VYK-4. CrnocoOeH OCYIIECTBISTh JEJOBYI0O KOMMYHHKAIlMIO B YCTHOW M NUCbMEHHOW (opmax Ha
roCyJIapCTBEHHOM si3bIKe Poccuiickoii Deaepariui 1 ”HOCTpaHHOM(bIX) s3bIKe(aX)

NYK-4.4. Bener
JICTIOBYIO TEPEIUCKY
U WCIIOJB3YET JUAJIOT
JUISL  COTPYJHUYECTBA
B  COLMAJILHOH |
po¢heCCHOHATBHOM

ctepax.

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

VYmeem:

- 0(pOPMIISITH PEKBH3HUTHI OTACIHHBIX BUIOB YIIPABICHYECKUX JOKYMCHTOB B COOTBETCTBHU C
MPaBUJIAMH, yCTAHOBJICHHBIMUA HOPMATHBHBIMH TOKYMEHTAMHU, I3bIKOBBIMH TPSOOBAHUAMH K
0(hOPMIICHHIO PEKBU3UTOB;

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

OIIK-6. Cioco0eH mpuMEHSTh B IPo(heCCHOHATBHOMN IeATEIPHOCTH HOPMATHBHBIE IPABOBBIE aKTHI B chepe cepBHCca

HOIIK-

6.4 ObecnieunBaet
JOKyMEHTO00OPOT
COOTBETCTBUH
HOPMaTHUBHBIMH
TpeOOBaHUAME

o

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

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

Braoeem:
HaBBIKAMU BEJICHUS JICIOBOM MEPEITUCKH C JICIOBBIMHU MAapTHEPAMU U KIIMCHTAMU;

[MK-1 Crocoben ocymx

CCTBJIATh OPraHU3allMOHHYIO JACATCIBHOCTH IO IMOATOTOBKC M OCYHICCTBJICHHUIO IIpoHECCa

MEPEBO3KHU I'Py3a B MK NOCTABOK (B IPOIECCE OPraHU3alMi KOHIPECCHO-BRICTABOYHOIO MEPOIIPHITHS)

UIIK-

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

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

Ymeem:
— MPOTHO3UPOBATH CIIPOC U MPEJIOKEHHE HA TPAHCIIOPTHBIEC YCIIYTH;

OpraHu3aIuu

KOHIPECCHO- Bnaoeem:

BBICTaBOYHOI'O — IpUeMaMH yIIPaBIeHUS KOHKYPEHTOCIIOCOOHOCTBIO CEPBUCHOTO TIPEATIPHUSATHS.
MEPOTIPHUSTHSI)

[1K-2 Crocoben ympas

JIATh IPOCKTOM KOHFpeCCHO-BLICTaBO‘IHOﬁ JCATCIBbHOCTHU HAa BCCX dTarax

WUIIK-2.5 Opranusyer
COBMECTHYIO pPaboTy
c napTHepaMu
KOHI'PECCHO-
BBICTaABOYHOTI'O
MEpONPHATUS, B TOM
qHCIe c
3aWHTEPECOBAaHHBIMHU
OpraHamu
roCyJapcTBEHHOTO
yIpaBJICHUS,
OTpPaciIeBbIMH
acCoMAlUsIMU u
COI03aMH,  TOProOBO-
TIPOMBINIICHHBIMHA
nanaTramH,
OTpacIeBbIMH
OpraHu3alUsIMH

3naem:
— TeOpeTH‘IeCKHe OCHOBBI U METOJOJIOT U HpOBEI[eHI/ISI MapKeTI/IHFOBBIX I/ICCJ'IG}:[OBaHI/Iﬁ;

Ymeem:
— copMHUPOBATH MAPKETHHIOBYIO HH(OOPMAITHOHHYIO CUCTEMY CEPBUCHOTO MPEANIPUSATHS; —
co31ath nopTpet L{A cepBUCHOrO NpeANpHUsATHS;

Braoeem:
— aHAJIU30M Honyqume pe3yHbTaTOB C HpI/IMeHeHI/IeM METOOO0B CTATUCTHUKMH,

NIIK-2.6 YuacTByeT
B 3aKJIIOYEHUHI
JIOTOBOPOB Ha
BEITIOJTHEHHE PadoT ¢
MOAPSTIUKAMHE
KOHI'PECCHO-
BBICTAaBOYHOI'O
MEPOTIPUSITHS
JIOTOBOPOB
MPOJAXY
BBICTABOYHBIX
TToIaaen
areHTCKUMU
OpraHu3alusIMy

Ha

Snaem:
— POJib yHI/I(i)I/IKaLII/II/I " CTaHAapTU3alui JOKYMEHTOB B COBPEMCHHOM JTOKYMCHTAIIUOHHOM
obecrieueHNH yIIpaBICHIS;

Ymeem:
— HUCIIOJIB30BAThH I/IH(I)OpMaLH/IOHHBIe CHUCTCMBbI )IOKyMeHTaLU/II/I;

Bnaoeem:
— HaBBIKAMH pPabOTHl ¢
JIOKYMEHTOB

OpFTGXHHKOﬁ, npu CO31aHMU W HCHOJIb30BAHUU JICJIOBBIX




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

OO6mas TpynoéMKOCTh ITUCHMIUIMHBI cocTaBiseT 3 3ad. en. (108 gacoB), ux pacrnpeneiieHue 1o
BUJaM paboT mpezcTaBieHo B Tabmuie (s cmydenmos 300)

Bun yueGHO# paboThI Bcero Kypc
4acoB (dachr)
3
KonrakTHasi pa6oTa, B TOM yHcJIe: 14,2 14,2
14 14

3aHATHS JTEKIMOHHOTO THIA 8 8
3aHATHSI CEMUHAPCKOr0 TUIIA 6 6
(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: 90 90
[IpopaboTka yueOHOro (TEOPEeTUYECKOr0) MaTepuana 50 50
[ToaroToBka K TEKymieMy KOHTPOJIIO U Jp. 40 40
KountpoJs: 3,8 3,8
[ToaroroBka k 3adery 3,8 3,8
OO01mas Tpy10eMKOCTh yac. 108 108

B TOM YK CJIi€ KOHTAKTHASA 14.2 14.2

padora

3a4. ef 3 3

1.2  Crpykrypa IMCUUILIHHBI

Pacripenienenvie BuI0B yaeOHOM paObOTHI M MIX TPYAOEMKOCTH I10 pa3/ieiaM JTUCITUTUINHEL. Pa3nenbr
JTUCIUTIIMHBI, U3ydaeMble Ha 4 Kypce (3aouHas ¢hopma)

KonnuecTBo 4acos
% AynuropHas | Bueaynut
= HanmenoBaHue pa3nenos pabota OpHas
é Bcero pabota
%
J 113 CPC

1 2 3 4 5 6

1 | Mcropus pa3BUTHS U COBPEMEHHOE JICTIONPON3BOJICTBO 10 1 - 8,5
2 | JokymeHTHpOBaHHAs WHPOPMAIIHS: CYIITHOCTh U 10 1 i 8.5

OCHOBHBIE IOHSTHS AETIONPOU3BOICTBA ’

3 | XapakTepuCTHKa OCHOBHBIX BHJIOB JOKYMEHTOB 16 2 - 14




4 | IIpaBuna coctaBieHus ¥ 0QPOPMIICHHUS YIIPABICHUECKOU 16 i 9 14
JIOKYMEHTAIUU
5 | Opranuzanus KOMMEpYEeCKOro U KOpIopaTUBHOIO 18 i 2 16
JIOKYMEHT0000poTa
6 | [enoBas nokyMeHTaIus: ciiy>keOHasi, 1enoBasi, 12 5 i 10
MEKJIYHapOAHas MEPENUCKA
7 | Opranuzanus ciy>k0bl JOKYMEHTAI[HOHHOTO 11 i 2 9
obecrieueHus
8 | ABTOMaTH3aIMs IPOIIECCOB JAEIONPON3BOJICTBA. 10 2 - 10
UTOI'O no pazdenam oucyuniunol: 104 8 6 90
Konrtpons camocrosarensHoil padotsl (KCP) -
[Tpomesxxyrounas arrecrauus (MKP) 0,2
[ToaroToBKa K TEKyIIeMy KOHTPOJIIO 3,8
OO61mas TpyA0EeMKOCTh O JUCIUILINHE 108
1.3 Conep:xanue pa3ieioB IMCUUILIUHBI
1.3.1 3aHATHSA JTeKIMOHHOTO THIIA
=
3} dopma
§ Hanvenosaune TemaTnka NTeKIIMOHHLIX 3aHSITUI TEKYILETO
:‘ pasaena KOHTPOJIA
-~
1 2 3 4
1 | Ucropus u HenonponsBonctBo B JIpeBHEPYCCKOM  TOCYHapCTBE.
COBPEMEHHOE [Ipukaznoe pemonpousBoactBo XV—-XVII BB. Cucrema
JIEJI0NPOU3BOICTBO KOJIJIEKCKOTO JIEeJI0NPOU3BO/ICTBA. UcnonnurtensHoE
MIPOU3BO/ICTBO. JlOpeBOIIOLIMOHHOE ~ OTEYECTBEHHOE
JIEJI0NPOU3BOJICTBO. Ucropus YIPABJICHUS u T
nenornpoun3Boactsa B 1917-1990 rr. Cucrema MUHUCTEPCKOTO
JIETIONIPOU3BO/ICTBA. Crneuunduka u 0COOEHHOCTH
COBPEMEHHOTO JIEJIOTIPOU3BO/ICTBA. l'ocynapctBenHoe
perynupoBaHue aenonpousBojacTBa B Poccun. HopmaTupHbie
nokymeHnTsl, [OCTBI.
2 | HoxymentupoBanHas | OCHOBHBIC MOHSATHS JACIOMPON3BOICTBA (JEIOMPOU3BOJICTBO,
uHpopMarus: JOKYMEHTHPOBaHHE, JOKYMEHTO000pOT, cUCTEMA
CYHIHOCTb U JOKYMEHTAIlMH, yHHq)I/IL[HpOBaHHaH cucreMa I[OKYMGHTaI_II/II/I).
OCHOBHBIC IIOHATHSA JlokymeHTanbHble ucTOUHUKU. Knaccudukanus, GyHKIuu u
ACJIOIPOXU3BOACTBA BHJIBI JOKYMEHTOB. CUCTEMBI IOKYMEHTAIIUU, TTIOHSTHE.
OcHoBHbIe (PYHKITMOHATBHBIE CUCTEMBI IOKyMeHTaluu B PO.
Opranuzanus Je10npor3BOICTBA HA TPEANPUITHH.
HopmaTtuBHO-MeTOmMueckast 6a3a TOKYMEHTAIIMOHHOTO Yy

oOecrieyeHus yrpaBieHus. YHUPHUKAKSA U CTaHAapTU3ALUS
NoKyMeHTOB. H(popMmanys B yrpaBieHUECKO
NEATENIBHOCTH. YTIPaBIEHUE TOKYMEHTALUEH.
I'ocynapcTBeHHas cucteMa 10KyMEHTAILIHOHHOTO
oOecrieuenus yrpasienus. Ennnas rocynapcTBenHas
cucrema Jiesionpou3BoacTBa. Opranusanus HHPOPMAITUOHHO-
ITOMCKOBBIX CUCTEM IO JOKYMEHTaM Ha MPEANPUATHSAX.




XapakTepucTuKa
OCHOBHBIX BUJIOB
JIOKYMEHTOB

Odopmnenune nokymeHToB. DopmMaTel Oymaru, moJis,
HyMepalus CTpaHull, opopMIIeHHE J1aT, COKPAIIEHUs CIOB B
JOKYMEHTaX, HalucaHue yucell, GU3NYECKUX BeTUUHH,
MaTeMaTH4ecKux (popmyi, oopmiieHre TaOIUI] U BBIBOJIOB,
3HAKM NPENMUHAHUS U CUMBOJIBL. BIaHKK JOKYMEHTOB.
TpeboBanus k pazpadborke. OpraHu3aMOHHBIE TOKYMEHTEHI.
PacnopsinutensHbie 1oKyMeHThl. MHpOpMamonHo-
CIpaBOYHBIE TOKYMEHTHI. PaboTa ¢ KoH(DHIeHITHATEHEIMU
JOKYMEHTaMHU.




6 | HdenoBas JlenoBast mepenucka. ITUKA IETOBOTO OOIIEHUS.
JAOKYMEHTaLUA: Ortudeckue HOpMBI  (upmbl.  SI3bIK  qOKymMeHTa. Hopwmsr
CJIY>K€6Ha>I, AeJoBasi, O(bHuHanLHo-z[eHOBoro CTHJIA. Tpe60BaHI/I}I K TEKCTaM
MEXKAyHapOoaHasd nokymeHToB. Ha3zHadeHnue u kimaccuuKaims JIeI0BBIX MMHCEM.
nEpeImcKa Ilepenucka B  1A€NOBBIX KOMMYHUKauusx. IlucbmeHHas Yy
KOPPECHOHICHIIUSI. MexnyHapoaHas nepernucka.
MexnyHapoaHble CTaHAAPTH MO O(GOPMIICHHIO JOKYMEHTOB.
JlenoBast KOppeCOHACHIMA.
8 | ABTOoMaTH3anuA ONEKTPOHHBIM JOKYMEHT. DJIEKTPOHHBIN
IIPOLIECCOB JOKYMEHTO000poT. KoMmmbloTepHBIE CpeAcTBa IMOATOTOBKH
JIEJIONPOU3BOICTBA JOKYMEHTOB: OCHOBHBIe OJTanbl. llogroroBka Tabmuly B
JOKyMeHTaX. TexHHueckue cpencTBa OhUCHON JeATEIbHOCTH. v
Kpurepuu Bo160pa 0pucHOM TEXHUKH.
[IpaBuna GezonacHON pabOThl ¢ TEXHUYECKHUMH CpPEACTBAMH.
[IporpamMmmHoe obecrnieueHue JIEIOMPOU3BOICTBA Ha
MPEANPUSITHH.
IIpumeuanue: ¥V — ycTHBIN omnpoc, JI — nekuus-nuckyccus
1.3.2 3aHATHA CEMUHAPCKOIO THIA
. ®opma
No HaumenoBanue Temaruka MpakTUYECKUX 3aHITHIA TeKyIIero
pasnena (cemmHApOB) KOHTPOI
1 2 3 4
4 |IIpaBuna cocraBieHus u |l.HopmaTuBHO-IpaBoBass ~ 6a3a  JOKYMEHTAI[HOHHOTO
oopmIieHus obecreveHms.
YHpaBIeHYECKOH 2. TOCTsI o opopMIICHHUIO YITPABIEHUYECKOW JOKYMEHTAIUH. P
AOKYMCHTalM! 3. Yaudukanus 1ea0Boi JOKyMEHTAIIUH.
4. Ilpumepsl oopMIIEHUS pEKBU3UTOB.
5. Odopmnenne 01aHKOB MPEANPUATHS.
5  |Opranusanus 1. JIOKyMEHTOOO0POT BXOJAIINX, UCXOAALINX U
KOMMEPUYECKOT0 U BHYTPEHHUX JOKYMEHTOB.
KOpIOpaTUBHOTO 2. JTOJDKHOCTHAsT HHCTPYKIIMS CIIEIHAIKCTa 00IIEro [P
JIOKYyMEHT0000pOTa otnena. 3. KoanuecTBeHHbIE U KaUeCTBEHHbIE TTOKa3aTeNn
JIOKyMEHTO000pOoTA.
7 |Opranuzanus cayx06sl 1. Bua ciyx0bl 1 MaciTad BHIIOIHIEMBIX (YHKIUH.
JOKYMEHTAIMOHHOTO 2. OpraHuzaimoHHasi CTPYKTypa CITykKOBI. v
obecrieyeHus

3. JlokyMeHTanus CIIy>KOBbl.

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

1.3.3 JIaGopaTopHble 3aHATHS: HE TIPETyCMOTPEHBI.

1.3.4 KypcoBble padoThI: HE NIPEyCMOTPEHBI.

8




14  TlepeyeHb yueOHO-METOAUYECKOT0 00ecTedeH NSl IJIS CAMOCTOSITEILHOI PadoThl

00yYauIUXCcsl M0 JUCHUTIJIMHE

Hepequb y‘le6H0'MeTOI[I/ILIeCKOFO obecnieueHus JUCHUITIIIMHBI I10

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

2 |[loaroroBka K
JICKIIUU-TUCKYCCUU

3 [IlogroroBka K
MPaKTUYECKON paboTe

4 |[logroroBka k
3a4ery

[lonrotroBka K  TEKylIeMy  KOHTPOJIIO,  IMPOMEXKYTOUHOH U
roCyJlapCTBEHHOM MTOTOBOM aTTectauuu: Meronuyeckue ykazaHus /
B.B. MunenkoBa, A.B. Mamonoga, A.B. KonoBanosa. — Kpacuonap:

Ky6anckuii roc. yn-t, 2019.

Y4eOHO-MeTOIMYECKUE MaTepuaibl UIsl CaMOCTOSTENbHOM paboThl OOydarolmuxcs M3 4Yucia
WHBAJIUIOB U JIUIl C OTPAaHHMYEHHBIMH BO3MOXHOCTSIMU 3710poBbs (OB3) mpenoctaBnsioTcs B dopMmax,
aIaITUPOBAHHBIX K OTPAaHUYEHUSAM UX 3JI0POBbsI U BOCIPUATHS HH(POPMALIUU:

st muu ¢ HapyIeHUusAMU 3pEHHUS:

— B Ie4aTHOM (hopMe yBEIMUYCHHBIM MIPU(TOM,

— B (popMe 3JIEKTPOHHOI'0 IOKYMEHTA,
— B popme ayauocaiina,
— B meyatHoi (hopme Ha si3bike bpaits.

I[J'ISI JII ¢ HApYUICHUSAMU CIIyXa:

— B miedaTHoi opme,

— B (popMe DIIEKTPOHHOIO JTIOKYMEHTA.
Jlnist u1 ¢ HapyIIeHUsIMHM OTIOPHO-/IBUTATENIBHOTO anmapara:

— B IIe4aTHOU (opme,

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

2. Oo0pa3oBaTe/ibHbIE TEXHOJIOTUH

B nporecce ocBoeHUs TUCIUIUIMHBI TPUMEHSIOTCS TPAIULIMOHHbIE 00pa30BaTeIbHbIE TEXHOIOTUI
(uHpoOpMaIMOHHas JIeKIMs, YCTHBIA ompoc). [[ns oOecriedeHHsl yCNEUIHOTO OCBOEHHUS JAMCLUIUIMHBI
MIPUMEHSIFOTCS CIIEYIONINE HHTEPAKTUBHBIE CITOCOOBI aKTUBU3AIIMH MTO3HABATENbHBIX [TPOLIECCOB — JIEKIUS-

AUCKYCCHUA, CCMHUHAP-AUCKYCCUA.

Kypc Bup 3ansatusi | Ucnosib3yeMble HHTEpAKTHBHbBIE 00pa3oBaTe/bHbIe KoimnuecTBo
(I, ©) TEeXHOJIOTHH 4acoB
390
JIEKIHS-TUCKYCCHS 2
4 JI 1. McTopust 1 COBPEMEHHOE IEJIONPOU3BOACTBO. 4




Umoczo: 2

I[J'IH Jyan ¢ OrpaHMYCHHBIMH  BO3MOXHOCTAMH 3J0pPOBBA IPCAYCMOTPEHA OpraHu3anus
KOHCYHBTaHHﬁ C UCITIOJIb30BAHUECM BHeKTpOHHOﬁ IIOYTHI.

3. OueHo4YHbIEe U METOAMYECKHE MATEPUAIbI

3.1 OueHoyHble CcpeAcTBa JUIA TeKyLIero KOHTPOJSI  yCIIeBAaeMOCTH U
NMPOMEKYTOYHOM aTTeCTALMHU
OrneHouHble cpesicTBa NPEJHA3HAYCHBI U KOHTPOJISA U OLEHKM 00pa3oBaTEIbHbBIX JTOCTUKEHUHN

o0yyJaroImuxcs, OCBOMBILUX IPOrpaMMy Y4eOHOH IUCIHMILIMHBI «/eI0nponu3BOACTBO HA NMPEANPUITUAX
CepBHUCa, TYpU3Ma U TOCTENPUUMCTBaY». OLIEHOYHbIE CPE/ICTBA BKIIIOYAIOT KOHTPOJIbHbIE MaTepHalIbl JUIs
IIPOBEICHUSI TeKylero KOHTPoJasA B (opMe MpakTHUECKOW paboOThl, TECTOBOIO  3a/laHus,
MHGOPMALIMOHHOTO COOOILIEHHUsS O NPOOJIEMHBIM BOIPOCaM, YCTHOIO ONpOca U HMPOMEKYTOYHOM
aTTecTaluu B (hopMe BOIIPOCOB K 3a4eTy.

OneHouHbIE CpeACTBA JUIsl MHBAJIMAOB M JIMI C OTPAaHMYEHHBIMM BO3MOXXHOCTSIMH 3/10POBbSI
BBIOMPAIOTCS C YUETOM MX WHAWBUAYAIBHBIX MICUXO(U3NIECKUX OCOOCHHOCTEH.

— Opy HEOOXOAMMOCTH HMHBAJIMAAM M JIMIAM C OTPAHUYEHHBIMU BO3MOXHOCTSIMU
3JI0POBbS IIPEOCTABIIAETCS JIOTOJIHUTENBHOE BPEMs JJIs IOATOTOBKU OTBETA HA 3K3aMEHE;

— IIPU IPOBEJCHUY IPOLEAYPbI OLIEHUBAHUS PE3YJIbTATOB O0YUYEHHS HHBAJIUI0B U JIMI]
C OIpaHUYEHHBIMU BO3MOKHOCTSIMU 3/10pPOBbs IIPEyCMATPUBAETCS UCIIOJIb30BAHUE TEXHUUYECKUX
CPEICTB, HEOOXOAUMBIX UM B CBS3H C UX UHJIUBUIAYaIbHBIMU OCOOCHHOCTIMU;

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

[Iponienypa oleHHMBaHUS pe3yJbTaTOB OOY4YeHHMS HWHBAJIUAOB M JIMIl C OrpaHHUYEHHBIMU
BO3MOKHOCTSIMH 3/I0POBbsI 110 TUCHUIUIMHE (MOYJII0) MPeyCMaTpUBAET MpeA0CTaBIeHNe HH(OpMalUY B
¢dopmax, aTanTHPOBAHHBIX K OTPAaHUYEHUSM UX 370POBbsl M BOCHPUATHS UH(OPMALIUH:

Jlist a1 ¢ HapyIIeHUsIMU 3pEHUS:

— B I1€YaTHOM (hopMe yBEIMUEHHBIM IIPUPTOM, — B (hopMe 3JIEKTPOHHOTO JOKYMEHTA.
JUnist a1 ¢ HapyIIeHUsIMU CiTyXa:

— B IIe4aTHOU opme,

— B (hopMe 3IEKTPOHHOTO JJOKYMEHTA.

Jlis 1 ¢ HapyIIeHUsIMM OIIOPHO-/IBUTATENILHOTO amapara:

— B IIe4aTHOU opme,

— B (hopMe 3IEKTPOHHOTO JJOKYMEHTA.

JlaHHBIH IepedyeHb MOXKET ObITh KOHKPETU3UPOBAH B 3aBUCHMOCTH OT KOHTMHI'€HTA 00YJarOLIIXCS.

CTpyKTypa OLEHOYHBIX CPeICTB A/l TeKyIIeil U MPOMEeKYTOYHOM aTTecTallui

K HaumeHnoBaHMe O1IEHOYHOTO
o1 . CpeacTBa
Ne KonTponupyemsle paznensl KOHTPOJIUPYEMOI
. IIpomexxyrounas
/11 NUCHUIMIINHEI KOMIIETCHIINHU 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
JIEJIONPOU3BOJICTBO
JlokymeHnTupoBaHHas
uH(pOpMaLUA: CyIIHOCTb U
p | MibopMaLLis: CYLL OIIK-6 y 1-3,30
OCHOBHbIE MTOHSATHUS
JIEJIONPOU3BOJICTBA
XapakTepucTuKa OCHOBHBIX
g | SapaeTeD OIIK-6 v 11-13, 28
BUJIOB IOKYMEHTOB
[IpaBuna cocraBieHus u
4 | odopmIeHUS YIIPABICHYECKOM OIIK-6 1P 9-10, 31--2
JIOKyMEHTAIU!
Opranu3zanys KOMMEPUYECKOT 0
S | ¥ KOPIOPATUBHOI'O OIIK-6 I1P 8, 19-27, 30, 47
JIOKyMEHTOO00O0pOTa
eJIoBas JOKYMEHTAIIHSI:
6 |4 AORYMEHTAR OITK-6 Y% 14-18
ciyxeOHas1, 1enoBas,
MEXTYHApO/IHAS TIePEIHcKa
Opranuzanus ciayxO0bl
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 OTAM4HO/3a4TEHO
/3a4TEeHO
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OIIK-6 cnocobeH
MIPUMECHSTH B
podeccHoHaATbHOM
JEATEILHOCTH
HOPMAaTHUBHBIC
IIPABOBBIC AKTHI B

cdepe cepuca

3naem:

O cymHocTs,
HaIpaBJICHUS ¥ BUIBI
JTOKYMEHTAI[IOHHOTO
obecrieyeHus
yIIpaBJICHUS;

OcrangapTHbie
TEPMUHBI
JIOKYMEHTAIMOHHOTO
o0OecreveHus;

OcyurHocTh, CBOMCTBA,

(yHKLMH ¥ CTPYKTYPY
YIIPABJIEHYECKOTO

JOKYMEHTa

Ymeem:

Oodopmitsate
PEKBH3HTHI OTACIBHBIX|
BUJIOB
YIIPaBIEHYECKUX
JOKYMEHTOB B
COOTBETCTBHUH C
MIpaBUIIAMH,
YCTaHOBJIEHHBIMU
HOPMAaTHBHBIMU
JTOKyMEHTaMH,
SI3BIKOBBIMU
TpeOOBaHUSAMU K
oopmieHuro

PECKBU3UTOB

Bnaoeem:

0 HaBbIKAMH CO3aHMS
YIPaBJIEHYECKUX
JIOKYMEHTOB U
OpraHM3alu padoThl
C HUMH

3naem:

Oxnaccuduxaruro
YIPaBIEHYECKUX
JIOKYMEHTOB;

OuHopMBI cTHIIA
yIpaBJIEHYECKUX
JIOKYMEHTOB;

O dbopmbl opranuzamuy|
paboThI C

JNOKyMEHTaMU

Ymeem:

Oodopmisate
JOKYMEHTALUIO B
COOTBETCTBHUHU C

HOPMAaTHUBHOM 0a30ii

Braoeem:

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

0 HaBbIKaMM BeJCHUS
JIeJI0OBOM MEePEenUCKH
C JIeJIOBBIMU
napTHepamH U
KIIMEHTaMH

3naem:

0 cocTaB Ha3HAUYEHHE
OpraHU3aI[MOHHOIIPABOBHIX,
pacnopsIUTENbHBIX U
UH(OPMAIMOHHOCITPABOYHBIX|
JIOKYMEHTOB;

OcocraB, pacroioxeHue u
npaBuiIo opopmieHUs
PCKBU3UTOB TOKYMCHTOB,

Onopsiok IBHKEHUS
YIPaBICHUYECKUX
JIOKYMEHTOB, POJIb U
OpraHu3aIio0 KOHTPOJIS UX
HCIIOJIHCHMS,

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

0 coBpeMeHHbIE
MH(pOpPMaLMOHHbIE
TEXHOJIOTHH B
JIOKYMEHTallMOHHOM
o0ecIreyYcHNH;

0 opranuzanuio padboTsl ¢

QJICKTPOHHBIMHA
AOKYMCHTaM

Ymeem:

O ucmonp30BaTh
UH(pOPMAIIMOHHBIE CUCTEMBI
JIOKYMEHTAIUH;

0 ocymecTBiasTh MOUCK,
XpaHEHHUE U apXUBALUIO
JIOKYMEHTOB;

O vcrionp30BarTh

12



TEICKOMMYHHKAIIMOHHBIC
TEXHOJIOTHUH B AJICKTPOHHOM
JIOKYMEHTO000poTe

Braoeem:

[0 HaBBIKAMH CO3IaHHUS
YIPABJICHUYECKUX JIOKYMEHTOB
¥ OpraHu3alKK paboThI C
HHMMU;

0 naBbIKaMH BEJICHUS NEJIOBOM
MEPENUCKH C JICTOBBIMU
napTHEPAMH M KIMCHTaMU;

0 naBblkamMu pabOTHI C
OPITEXHUKOM, IPU CO3JaHUU
Y UCIIOJIB30BAHUU JEJIOBBIX
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.

HcnomHUTENBHOE IPOU3BOICTBO.

J1OpEeBOIIIOLIMOHHOE OTEYECTBEHHOE JEIONPOU3BOACTBO.

Ucropus ynpasnenus u aenonpousBoacTsa B 1917-1990 rr.

CucremMa MUHUCTEPCKOTO IE€TIONPOU3BOJICTBA.

Crneuuduka 1 0cCOOEHHOCTH COBPEMEHHOTO JEIOMPOU3BOJICTRA.

©ooNo gk LDNE

['ocymapcTBeHHOE peryanpoBaHue AEI0NPOU3BOACTBA B Poccun.
10 HopwmatusHabie noxkymenTsl, [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 0a3a JeI0mponu3BOICTBA

4. braHku JOKYMEHTOB. Tpe0oBaHUs K U3TOTOBJICHUIO U 0(OpMIICHUIO OJIaHKa.
13



5. CocraB pekBu3uTOB. CXeMa pacroyIOKEHUST 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 1€TTOBOTO MUCHMA.

2. Knaccudukanus AeT0BbIX MHCEM U IPAaBUIBHBIN BEIOOD.

3. JlenoBoii CTUIIh MHUCHMA.

4. DNEeKTPOHHOE JIEJI0BOE MUCbMO

Ilpumep npaxmuueckoit padomul.
Kaxnplil cTyeHT IOJKeH COCTaBUTh OOIIMKA OJIaHK MPEeNNnpUsATHS C YIVIOBBIM M HPOAOJIbHBIM
BapUaHTaMM PACIOJIOKEHHs PEKBU3UTOB Ha (popmaTe A4.
Llens BBIMONHEHUS 33JaHUsl — M3Y4YHTh cocTaB pekBm3uToB OPJl, mpaBmia ux odopmieHus,
dbopmyisip — obpazer; OP 1.
[TpuoOperaemble yMEHHS IpPU BBIIOJHEHUM 33JaHUSI — HAyUYUThCA KOHCTPYHMPOBATh OJIaHKU
KOHKPETHOTO NPEANPUATHS B 3aBUCUMOCTH OT UX HAa3HAUYEHUS.
Mertoanyeckue yka3zaHus. YToObI BBIIOJIHUTD 3a/laHUE,
HE00XO0/IUMO: — O3HAKOMUTHCS C HAKETOM JIOKYyMEHTOB; —
COCTaBUTb OJIAHKH.
3aganue 1:
1) cocraBuTh 0OIIMI OJaHK KOHKPETHOTO MPEINPHATHS C IMPOJOIBHBIM 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 OJIAHK CTPYKTYPHOTO TIOAPA3ICICHUs PESIIPUSATHS WIH JOJDKHOCTHOTO JIUIA; 5)
COCTaBUTh OJIaHK MHCHMA.
3ananue 2. M3roroBuTh 00IIMIA GJIaHK C YTIIOBBIM U MPOJIOJIBHBIM PACIOI0KEHUEM PEKBU3UTOB
TOCTUHUYHOTO IPEAIPUSITHS, CTPYKTYPHOTO MOAPA3IeIeHHs U JOIKHOCTHOTO JIUIA, IEJIOBOTO MHChMa Ha
koMmrbioTepe. CaaTh paboTy Ha MIPOBEPKY HA CIEAYIOIINI CeMUHAp.
PesynbTarsl mpakTHueckoi padoTel 0hOpMIISIOTCS B BUJIE paclieyaTaHHbBIX IOKYMEHTOB Ha JiucTe (hopMara
A4.

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

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

4, Hemonpon3BoicTBO B J[peBHEPYCCKOM rOCYIapCTBE

5. IIpukasnoe nenonpousoactso XV—XVII BB. CucreMa KOJUIIEKCKOTO
JIeJIOTIPOU3BOICTBA

6. Cuctema MUHUCTEPCKOTO enonpoun3BojictBa XIX — Hauana XX B

7. Ucropus ynpasnenus u nenonpousBoctsa B 1917-1990 rr

8. HopmaTtuBHO-TIpaBoBas 6a3a JeJI0npon3BOICTBA

0. bnanku nokymentoB. TpebGoBaHus K U3TOTOBJICHUIO U 0POPMIICHHUIO OJIaHKA.

10. I'OCT P 7.0.97-2016. CocraB pekBu3uTOB. CXeMa pacroioKeHUs] PeKBU3UTOB

11. OpraHu3anmoHHO-TIPABOBbIE JOKYMEHTHI TOCTUHUYHOTO TPEIIPUSITUSL

12. Opranu3amoHHO-PACIOPSIAUTENbHBIE JOKYMEHTHI TOCTUHUYHOTO TPEIIPUSITUSL

13. HHubopMaIimoHHO-CIIPaBOYHBIC TOKYMEHTBI

14. [TonsiTre n KaccuuKamus CIyKeOHBIX TUCEM.

15. Criennrka qeI0BOTO CTHIISI MUChMa. JTHKET B CITY)KEOHOM TIepeIncKe.

16. Odopmienue ciayxeOHOTo MmicbMa

17. Pa3HOBUIHOCTB CITy>KEOHBIX ITUCEM

18. OcobenHoctu 0(opMIIeHHs ITUCEM, TIEpe1aBaeMbIX JIEKTPOHHOM MOYTON

19. CTpyKTypa JOKYMEHTAIHH 1O JINYHOMY COCTaBY

20. CocraB npoueaypsl 1 JOKYMEHTUPOBAaHUE MPHEMa TpakIaH Ha paboTy

21. CocraB npoueaypsl 1 JOKyMEHTHPOBAHUE IIEPEBOAA COTPYIHUKOB Ha paboTy

22. JlokyMeHTHpOBaHUE MOOUIPEHHs] PAOOTHUKOB

23. JloKyMeHTHUpOBaHNE MPOLEAYPHI IPUMEHEHHS AUCIIUIUIMHAPHOTO B3BICKAHUS

24. JlokyMeHTHpOBaHKE MPOLEAYPbl YBOJIbHEHUS paOOTHHUKA

25. OdopmieHue ciy)eOHOM KOMaHTUPOBKH

26. OdopmieHre OTIyCcKa

217. Hcrounnku moabopa nepcoHana Juis OpraHu3aiuu

28. KondunenunanbHas 10KyMeHTaLusA

29. OcCHOBHBIE HANPaBJICHUS COBEPIICHCTBOBAHMUS COCTaBa M JOPM TOKYMEHTOB

30. [ToHATHS ¥ IPUHIMITEI OPraHU3AIMH JOKYMEHTO000pOTa

31. O0paboTka BXOJAIINX, UCXOSIIUX U BHYTPEHHUX JOKYMEHTOB MPEIIPUSTHS

32. Perucrpanus nokymenToB. MHaekcanus TOKyMEHTOB

33. KoHTpomnb ucnoaHeHus: JOKyMEHTOB

34. OnepaTuBHOE XpaHEHUE JIe1

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

36. ApXHUBHOE XpaHCHHUE JeIT

37. [Toncyer n onTuMU3anUs JOKYMEHTO000pOTa

38. IOpunnyeckue GopMaIbHOCTH U JOKYMEHTHI ITPH OTKPBITUH U PETHCTPALIIH
NpeANPUITHS

39. JIoKyMeHTOOOOPOT TOCTUHUYHOTO IPEATPUSITUS

40. ABTOMaTH3aIMs TOKYMEHTOO000POTAa TOCTUHUYHOTO MPEIIPUATHS

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

42. Opranu3alroHHO-pacTopsIUTENbHAS TOKYMEHTALUS CITY>KObI YIIpaBJIeHUS
JOKYMEHTAIMOHHBIM 00eCTIeYeHHEM

43. TexHuuecKkue cpecTBa, NCHOIb3yeMble IPU CO3JIaHUH U 00paOOTKHU IOKYMEHTOB

44, Kputepun Bbi00Opa opuCHON TEXHUKH
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45, [IpaBuna 6e30macHOCTH pabOTHI C TEXHHYECKUMU CPEICTBAMHU

46. ABTOMAaTH3a1KA 1€JIONPOU3BOJICTBA: OCHOBHBIE MOHSTHS U MPUHLIUIIBI
47, 3anaHble CUCTEMBI JIeJIONPOU3BOACTBA B Poccuu
48. ABTOMAaTH3UPOBaHUE JCIONPOU3BOJICTBA, JICJTOBBIX MPOLEIYP U JOKYMEHTOO00OpOTa

Ha MpCAIPUATHUHA. OCHOBHBIE KaTCropnuun MOJIL30BaTEIICH CHCTEM aBTOMaTHU3alluK1
JACJIOIIPOU3BOJACTBA U ,Z[OKYMGHTOO60pOTa.

49, [lepcrieKTUBBI pOCCUMCKONM MHAYCTPUU aBTOMATHU3ALIUH JI€JIONIPOU3BOICTBA
50. ABTOMaTH3aIM MpOIlecca YIpaBIeHUs JOTOBOPHBIMU MPOIleCCaMu Ha
IpEeANPUITHI

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¢ GdeKkTHBHON MOATOTOBKM K 3adueTy MPOIECC M3YYCHHs MaTepuaia Kypca IperoJiaract
AO0CTAaTOYHO MHTCHCUBHYIO pa60Ty HC TOJIBKO Ha JICKOUAX WU CECMHUHApax, HO U C pa3IMYHbIMHU TCKCTaMH,
HOPMATHUBHBIMHA JOKYMEHTAaMH W HH()OPMAIMOHHBIMH pecypcamu. B KkadecTBE OCHOBHBIX 3JIEMEHTOB
y4eOHOTO TMpolecca BBICTYMAIOT IMPOOJIEMHO-OPUEHTUPOBAHHBIE JIGKIMH C  OOBSCHEHHEM U
HWIUIIOCTPUPOBAHHUEM  KIIFOUYCBBIX MNOHSTHA #W B 00J1acTH KOMMCPYECKOI'0O M  KOPIIOPATUBHOI'O
nokyMeHTooOopora. Takke Ha ceMuHapax OyayT 0OCYXIaThCs Pe3yabTaThl OTACIHHBIX pedepaTos.

Oco0oe BHMMaHKE Ha/10 OOPATUTH HA TO, YTO MOATOTOBKA K 3a4eTy TpeOyeT oOpallieHus He TOIbKO
K yueOHMKaM, HO U K uH(popmanuu, coaepxkaieiics B CMU, a Takxke B cetu MaTepHeT. B paznene «Cnucok
PEKOMEHIYyeMOM JIUTEpaTyphbl» MPHUBEICH CIUCOK yYeOHUKOB, EPUOTUYCCKUX U3JIaHUN, HOPMATUBHBIX
JOKYMEHTOB M PECypCcOB ceTH VHTEpHET, KOTOPhIE MOTYT OKa3aThCsl MOJIC3HBIMU IPH U3YYECHUU Kypca.

Kpumepuu oyenxu omeema cmyoenma na 3aueme.

3aueT siBisieTcst popMOi OIIEHKH Ka4eCcTBa OCBOCHHUS CTYJICHTOM 00pa30BaTEIIbHON MPOTPaMMBI T10
mucuuruiiHe. [1o pesynapTaTtam 3adeTa CTyeHTY BBICTABIISICTCS OIICHKA «3aU4TEHOY» WIIH «HE 3a4TEHOY.

3adeT MPOBOAMTHECS B (hOpME YCTHOTO OMpOCca IO BOMPOCAM M3YYCHHBIX TEM Ha JICKITMOHHBIX H
MPAKTUYECKUX 3aHATHSX, & TAKXKE MO BOIIPOCAM TEM JIJISI CAMOCTOSTEIILHON padoThI cTyIeHTOB. CTyIeHTYy
3amaeTcs | Bompoc U3 3apaHee yCTaHOBJICHHOTO cnucka. 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
mporecce 3adeTa CTYACHT MCIOJIb30Bajl HEJIOMYCTHMBIE JOTIOTHUTEIBHBIE MaTEpUaNbl, TO SK3aMEHATOP
HMECT MPAaBO U3BATH HIITAPTaJIKy U IMOCTABUTH «HE 3a4YTCHO).

HpI/I BBICTABJICHUM OLCHKHW OJK3dMCHATOP YUYUTBLIBACT 3HAHHC q)aKTI/I‘IeCKOFO marcpuaia 110
nmporpamMme, CTCIICHb aKTUBHOCTH CTYA€HTA HAa CCMUHAPCKUX 3aHATUAX, JIOTUKY, CTPYKTYPY, CTUJIb OTBETA,
APTYMCHTHUPOBAHHOCTH OTBETA, YPOBCHB CaMOCTOSATECIIBHOTO MBIIIJICHUA, HaJIM4Yne IMPOITYCKOB
CCMHUHAPCKUX U JICKIUOHHBIX 3aHSTHH 110 HCYBAXXHUTCJIIbHBIM ITPUYMHAM.

OreHKa «3aYTEHO0» CTAaBUTCS CTYJIEHTaM, OTBET KOTOPBIX CBHUJIETEILCTBYET O IIYOOKOM 3HAHHMH
MaTepuana 1mo nmporpaMmme Kypcea, 3HaHUU KOHIENTYaIbHO-TTOHITHITHOTO ammapara Kypca, JIMTepaTyphl Mo
Kypcy, COAEpKHT B IIEIOM IMpaBWIbHOE, HO HE BCEerJa TOYHOE U apTyMEHTHPOBAHHOE H3IIOKEHUE
MaTepuana.
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O1eHKa «HE 3aYTEHO0» CTaBHTCS CTyAC€HTaM, HMCIOIIHNM CYIICCTBCHHBIC HpO6€HBI B 3HaHUU
OCHOBHOI'0O Marc€puajia Imo IporpaMme, AOINYCTHBUHIMM MHIPHWUHIHUIIAAIbHBIC 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 TOJITOTOBKH, HA OCHOBE KOTOPBIX MPOBOJUTCS YCTHBIM OMPOC KaXXAOro CTyaeHTa. Takxke
Mocjie M3y4YeHUs KaXJOro paszena CTYIEHTHl Ui 3aKpelyieHUs IMPOEEHHOro MaTrepuaia IMHIIYT
pedepatuBHbIE pabOTHI 110 TONOJHUTENIBHBIM MaTepHaiaM Kypca.

[IpenonaBarens 3apanee OOBSIBISET BONPOCHI, KOTOPbIE OyIyT paccMaTpUBATHCS HA CEMUHAPCKOM
3aHATUUA. CTYIOEHT JODKEH BHUMATENIbHO O3HAKOMHUTBLCS C MaTe€pUalioM, HUCIOJb3Ys IPEJI0KEHHbIE
IPEeroIaBaTeNIeM MCTOYHUKU JIUTEpaTypbl U COOCTBEHHbIE MH(OpMAIMOHHBIE pecypchl. CTYACHT mpH
IIOJITOTOBKE K CEMUHAPY MOXET KOHCYJIbTHUPOBATHCS C MPENOJABATENIEM U IIOJyYaTh OT HETO HABOASILNE
pa3psicHeHus. [lociie OKOHUaHUS YCTHOTO OIIPOCa CTYAEHTAM BBICTABIISIOTCS OLIEHKHU:

— OLICHKAa «3aumeH0» BBICTABISETCS CTYIEHTY, €CIM BOMPOCHl PACKPBITHI, H3I0KEHBI
JIOTUYHO, 0e3 CYIIECTBEHHBIX OIIMOOK, MOKAa3aHO YMEHHE pabdoTaTh ¢ KapTOorpapuuyecKuM MaTepuaioM,
MIPOJIEMOHCTPUPOBAHO YCBOCHUE PaHEe U3YUYCHHBIX BOMPOCOB. [lomycKkatoTcs He3HaYNTeNNbHbIE OLTHOKY;

— OLIEHKA «He 3a4meHO» BBICTABIISIETCS, €CJIM HE PACKPBITO OCHOBHOE CO/IepKaHUE Y4eOHOTo
MaTepuaia; OOHapyKEHO HE3HAHHE WM HEMOHUMaHHe OOJbIIeH, Il Hanboiee BaXKHOH YacTH y4eOHOTro
MaTepuaia; JIOMYyLIEHbl OINOKY B ONPEIEICHUU MOHATUN, KOTOPbIE HE UCIIPABJICHBI I1OCJIE HECKOJBKHUX
HABOJSIINX BOIPOCOB; HE YMEHHUE paboTaTh C KapTOrpauIecKuM MaTepHaIoM.

MeToanyeckue peKOMeHIALHH, ONpeiesiiole Npouelypbl OLeHUBAHUS JMCKYCCHOHHBIX
TeM:

Jlexyus-ouckyccus — onuH u3 Haubomnee 3(h(HEeKTUBHBIX CIIOCOOOB AJ OOCYKIACHHS CIOXKHBIX U
aKTyaJbHbIX Ha TEKYILUH MOMEHT BOIIPOCOB, OOMEHA OINBITOM M TBOPYECKMX MHMLMATHUB. Takas gopma
O0I1IeHUS TO3BOJISET JIyYllle YCBOUTh MaTepHuall, HalTH HeoOX0AMMBIE pelIeHus B rpouecce 3(pGpeKTUBHOTO
auasora. Y cioBUe pa3BepThIBAHUS MPOAYKTUBHON JUCKYCCHM — JIMUHbIE 3HAHUS, KOTOpbIE TPUOOPETAIOT
CTYIGHTBl Ha JIEKIMAX MU caMocTOsTeNbHON pabore. Ocobas posib B JIEKUUUAUCKYCCUU OTBOJIUTCS
Nefarory, KOTOpBI ompefenser Kpyr MpoOjieM U BONPOCOB, MOAJEKAIIUX  OOCYXKIEHUIO;
3aWHTEPECOBBIBAET CTYJCHTOB TEMOI1 JIEKLIUU U KPYTOM 00CYXkJIaeMbIX MPOOJIeM, CTUMYIUPYET aKTUBHOE
y4JacTHe CTYJIEHTOB B JIEKI[UH-TUCKYCCHH, TOOLIPSET BBHICKA3bIBAHNE CTYJEHTaMU COOCTBEHHOI'O MHEHUS
1o 00CyX/1aeMbIM BOITPOCaM; MOJIOMPAET OCHOBHYIO M JIOMOJHUTEIbHYIO IUTEPATYPY MO TEME JEKIUU 1JIs
JIONIOJTHUTEIBHON MOJATOTOBKM CTYIEHTOB; pacrpenenseT (HopMbl ydacTuss U (YHKIMM CTYJIEHTOB B
KOJIJISKTUBHOHM paboTe; MOIBOAUT OOIINIT UTOT JIEKIIUU-TUCKYCCHH.

Cemunap-ouckyccuss — IUaIOTHYECKOEe OOIIEHHE YYacTHMKOB, B IPOILIECCE KOTOPOIrO uepe3
COBMECTHOE y4yacThe OOCYKIAIOTCA U PEUIatoTCsl TEOPETUYECKUE U MpaKTUyeckue npodiemsl Kypca. Ha
o0CyXJIeHHE BBIHOCSTCS HanboJiee akTyajabHble IPOOJIIEMHbIE BOIIPOCH! yueOHOM MuCIUIUIMHBL. Kaxabiit
U3 YYaCTHUKOB JTUCKYCCHH JIOJKCH: HAyYUThCS TOYHO BHIPAXKATh CBOM MBICIIU B TOKJIA/IE WITH BHICTYIUICHUH
M0 BOMNPOCY; aKTHBHO OTCTaMBAaTh CBOIO TOYKY 3PEHHS;, apTyMEHTHPOBAHO BO3pa)kaTh, OMPOBEPraTh
OLIMOOYHYIO MO3UIUIO. Y CIIOBHE pa3BepThIBAHUS MPOJYKTUBHON TUCKYCCUU — JIMUHBIE 3HAHUS, KOTOpPbIE
NpUOOPETaloT CTYASHTHI Ha JIEKIHMSAX U CaMOCTOSTEIbHON pabore. YacThlo ceMUHApPaJUCKyCCUU MOTYT
OBITH JIEMEHTHI «MO3TOBOTO HITYpMay, «IAEIOBON UTPHI».

Ocobast pons B ceMuHape OTBOAMTCS meparory. OH JOJDKEH: OINpeNesuTh Kpyr mpolieM U
BOIPOCOB, MOJIEKAIIUX 00CYKICHUIO; MOI00paTh OCHOBHYIO M JIOTIOJIHUTENBHYIO JIUTEPATypy MO TEMe
CeMHHapa JUTs JOKJIaT9MKOB M BBICTYMAIOIINX; paclpenessaTh GOpMbI ydacTus W (YHKIUHU CTYACHTA B
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KOJUJIEKTUBHOM paboTe; TOTOBUTH CTYJAEHTOB K BBIOPAHHOMY POJIEBOMY YYaCTHIO; MMOABOIUTH OOIIHI UTOT
TUCKYCCHU.
Kpumepuu oyenxu pabomsi 06yyarowuxcs Ha i1ekyun/cemunape-OucKyccuu:

O OLIEHKA «3a4TE€HO» BBICTABISIETCS, €CJIM CTYACHT, TPaMOTHO H3JIOKWI THpoliemy,
chopMUpOBaJl TOUHbIE HAYYHbIC 3HAHMS, JIOTUYECKU W3JIOKUJ OTBETHI, OLIEHKA «3aYTEHO» MOXET OBITh
BBICTABIICHA, €CIIU CTYACHT BBIOIHUI paboTy o0beme 70% u BbIlIIE;

g OLICHKAa «HE 3a4YTEHO» BBICTABJISETCS, €CJIM CTYACHT HE HM3Y4WJI MPEACTABJICHHBbIE 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 Jae€T BO3MOXHOCTh HArJSAHO MPEICTaBUTh WHHOBAI[MOHHBIE WJEH, Pa3pabOTKU U
IUIaHbl. YueOHas Mpe3eHTalus MPEACTaBIseT cO00M pe3ynbTaT CaMOCTOSTENbHONW paboThl CTYJIEHTOB, C
MOMOIUIBI0 KOTOPOH OHM HAIJISIAHO JEMOHCTPUPYIOT MaTepuanbl MyOJWYHOTO BBICTYIUICHUS MeEpen
aynuropueil. OqHOM U3 OCHOBHBIX MPOTPAMM JIJIsi CO3/IaHMsI TIPE3ECHTALMN B MUPOBOM MPAKTUKE SIBISETCS
nporpamma PowerPoint kommanun Microsoft.

Kommprotepras mpe3eHTanust — 370 (aiir ¢ HeoOXOIUMBIMU MaTepuaiaMi, KOTOPBIA COCTOUT M3
MOCTIEIOBATENBHOCTH CIIaiioB. Kax bl cinaiify COIep>KUT 3aKOHYEHHYIO MO0 CMBICTY WH(POPMAIHIO, TaK
KaK OHAa HE MEPEHOCUTCS Ha CIEAYIOUIUI Cllaii]l aBTOMaTUYECKU B OTJIMYME OT TEKCTOBOI'O JIOKYMEHTA.
CryneHTy — aBTOpY IMpe3eHTaIli, HEOOXOAMMO YMETh paclpeesiaTh MaTepuai B Mpe/esiax CTPaHUIIbI U
IPaMOTHO pa3MenlaTh OT/eIbHbIE 00bEKTHI. B 3TOM eMy moMoxkeT Habop TOTOBBIX 00BEKTOB (TUKTOTPaAMM,
TE€OMETPUUYECKUX (PUTYP, TEKCTOBBIX OKOH H T.1.).

beccriopHbIM JOCTOMHCTBOM MpPE3EHTAIMH SIBISIETCS BO3MOXKHOCTH MPU HEOOXOIUMOCTH OBICTPO
BEPHYTHCS K JII0O0OMY U3 paHee MPOCMOTPEHHBIX claiiioB [Ipe3eHTaiys moMoraeT caMoMy BBICTYIAIONIEMY
He 3a0BITh TJIABHOE U TOYHEE PACCTABUTH AKICHTHI.

Cmpyxkmypa npezenmayuu

VY nepxuBaTh aKTUBHOE BHUMaHUE CIIylaTesield MOKHO He Oosiee 15 MUHYT, a, ClIe10BaTeNbHO, IPH
CpEIHEM pacueTe BpeMEHHU MPOCMOTpa — | MUHYTa Ha ciiaii/l, KOJM4eCTBO CJIai0B HE JOJKHO MPEBHIIIAThH
15-Tu.

[lepBbIii craiil mpe3eHTAlMH JOJDKEH COJepKaTh TeMy paboThl, (aMUINIO, UMS U OTYECTBO
WCIIOJTHUTEIS, HOMEpP yueOHOMU TPYIIIbI, a TAak)Ke PaMHIIINIO, UM, OTYECTBO, TOJDKHOCTD U YUEHYIO CTEIIEHb
MPEenoiaBaTeis.

Ha BTopom crnaiiie neinecooOpa3zHo NpeCcTaBUTh LIEb U KPAaTKOE COJEpKaHUE NPE3eHTAIUH.

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

Ha 3akirounTeNbHbIN cIaii BBIHOCUTCSI CaMO€ OCHOBHOE, INIABHOE U3 COJIEPIKAHUS IIPE3CHTALINH.

Pexomenoayuu no ogpopmnenuro npezenmayuii 6 Microsoft Power Point:

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

MakeT npe3eHTanuu J0JDKEH ObITh 0OpMIIEH B €IMHOW I[BETOBOM ramMmme. DOH HE JAOKEH ObITh
CIIMIIKOM SIPKMM HJIM TECTPhIM. TeKCT AOHKEH XOpouo yuTarbes. OJHU U T€ K€ 3JEMEHThl Ha pa3HbIX
claiijax OJKeH OBITh OJTHOTO IIBETA.

[TpocTpancTBO cnaiifa (dKpaHa) JOMHKHO OBITh MAKCUMAIBHO MCIOJIB30BAaHO, 33 CUET, HAIpUMED,
yBEeIMYEHUsT Maciutaba pucyHka. Kpome Toro, mo BO3MOXXHOCTH HEOOXOJUMO 3aHUMATh BEPXHHE V4
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IJIOMAaM claiaa (dPKpaHa), MOCKOIBKY HIDKHSS 4acTh JKpaHa IUIOXO MPOCMATPUBACTCSA C IMOCIECIHHUX
PAIOB.

Kaxnaplii ciail JOJDKEH COIEp’KaTh 3arojoBOK. B KOHIE 3arojlOBKOB TOYKAa HE CTaBUTCA. B
3aroJIOBKax JOJDKEH OBITh OTPakKeH BBIBOJ M3 MpEACTaBIeHHOW Ha craknae mHpopmanuu. OdopmieHue
3aroJIOBKOB 3arJIaBHBIMU OYKBaMU MOKHO HCIIOJIH30BATh TOJBKO B CIy4ae MX KPATKOCTH.

Ha cmaiine cinenyer momemarpb He 60j1ee 5—6 CTpoK U He OoJiee 5S—7 CIIOB B IPEII0KeHUH. TeKCT Ha
Claiax JOJKEH XOPOIIO YATATHCS.

[Ipu noGaBiIeHMHM PUCYHKOB, CXEM, JHUAarpaMM, CHHMKOB JKpaHa (CKPHHIIOTOB) HEOOXOIUMO
MPOBEPUTH TEKCT ATHX DJJIEMEHTOB Ha Hauuywe OomuOok. HeobxomumMo MpoBepsiTh MPaBUIHLHOCTH
HaNMCaHMs Ha3BaHUH ynwil, (haMUIMii aBTOPOB METOJIUK U T.JI.

Henp3s meperpyxarb ciiaiiipl aHUMAIMOHHBIMH 3P (EKTaMu — ITO OTBJICKAeT CIymaTeleld oOT
CMBICIIOBOTO COJEp)KaHus ciaija. [ CMEHBI CIaiiioB MCIOIB3YHTE OJUH U TOT K€ aHMMAIIMOHHBIN
¢ dexr.

Tlops0ok u npunyunsvl BLINOIHEHUS KOMNLIOMEPHOU NPEe3eHMAYUU.

Ilepen co3manueM mpe3eHTAllMd HEOOXOAWMO YETKO OIPEICIUTHhCS C IIENbI0, CO3/1aBacMOM
Mpe3eHTAINH, MOCTPOUTh BCTYIUIGHHE U C()OPMYIHpOBaATh 3aKIIOUEHUE, MPUIACPKUBATHCS OCHOBHBIX
ATaroOB U PEKOMEHyEeMbIX MIPUHIIUIIOB €€ CO3JaHusl.

OcHoB8HbIe NPUHYUNDBI BINOTHEHUS U NPEOCMABIEeHUSI KOMNbIOMEPHOU NPe3eHMAayuu.

O KOMIIBIOTCPHAA NPC3CHTAlWA HC NPCAHA3HAYCHA AJId aBTOHOMHOI'O HCIIOJIL30BaHHWsA, OHA
AOJIKHA JIMIIb [TOMOTr'aTh JOKJIAAYUKY BO BpEMs €0 BBICTYIUICHUS, ITPABUIIBHO PACCTABIIATh AKIICHTHI,

O HE YCJIOKHINTE NPE3CHTALNIO U HE IEPETPYKANTE €€ TEKCTOM, CTATUCTUYECKUMU JaHHBIMU
U rpapuuecKUMH N300paKEHUSIMH;

a HE YUTalTe TeKCT Ha ciaiinax. YCTHas peub MOKIaT4hKa JOJKHA AOMOJHATH, OMUCHIBATH,
HO HE IlepecKa3blBaTh, IPEJICTABICHHYIO Ha cllaiiax HH(POPMAIUIO;

O JaiiTe BpeMsi ayIMTOPUU O3HAKOMUTHCS ¢ MH(OpMaLKel KaKA0ro HOBOrO ciaiiia, a yxe
IIOoCJIe 3TOTO J1aBaTh CBOM KOMMEHTapHM IIOKa3aHHOMY Ha dJKpaHe. B NpoTMBHOM ciyyae BHUMaHHE
ciymaresnei Oyaer pacceuBaTbes;

O nenaiTe nepepbiBel. He cienyer ToponuThes ¢ JEMOHCTpalMed MOCIEAYIOLIETro craiaa.
[To3BoabTE CitymIaTensiM NOAyMaTh U YCBOMTh HHPOPMALIUIO;

O MIPEeIOKUTE pa3daTOYHbI MaTepHuall B KOHIIE BBICTYIUIEHHS, €ciau 3To Heobxoaumo. He
JieJlaiiTe 3TOr0 B Hauajie Uiu B CEperHe JOKIaa, T.K. Bce BHUMAaHUE JI0JKHO ObITh IPUKOBAHO K BaM U K
JKpaHy;

O 00s3aTeNIbHO  OTPEAAKTUPYHTE  MpEe3eHTalUI0  ITepel  BBICTYIUICHMEM  Iocie
MIPEIBAPUTENILHOTO MPOCMOTpA (PETETULINN).

B npunooswcenuu momemarorcss mo HEOOXOIUMOCTH WLIFOCTPHUPOBAHHBIE MAaTEpUalbl, MMEIOLIUE
BCIIOMOTaTeNIbHOE 3HaUY€HUeE (TaOJINIIbI, CXEMBI, IUarPaMMBbI U T.I1.).

Kpumepuu oyenxu npesenmayuu.

MakcumanbHoe Onenka
O¢0pMJzeHue npeseHnmayuu KOJIMYECTBO 0aJIOB nopenoaaBaTeid
TutynbHbI cnaiig (opuruHaIEHOE 0(OPMIICHHE) 5
Wcnonp3oBanue gononHuTenbHbIX 3¢ dexto PowerPoint 5
(cMeHa cnaiiioB, rpaduka, aHUMaLs)
Cooeporcanue npezenmayuu
CooTBeTcTBHE YUeOHBIM IIENISIM U 3a/1a4aM 10
OTpaskeHre OCHOBOIIOJIAraloIIEro BOIpoca 10
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Hamuuwne sneMeHTOB HNCCIICAOBAHUs 110 TCMC 10

Br1BO1BI, 000CHOBAaHHBIC C HAYYHON TOYKH 3PCHHUS, 10
OCHOBAHHBIC Ha JTAHHBIX UCCIICTOBAHHS

Ogopmrenue mexcma

Texct npeacTaBieH TPaMOTHO, MOCIEAOBATEIBHO, UMEET 10
JIOTHYECKYIO 3aBEPIIEHHOCTh

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

CryneHT CBOOOJHO BIAJEET COACPNKAHHEM, SICHO H 5}
IpPaMOTHO M3JIaraeT MaTepual

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

CTyzneHT TOYHO YKJIaJbIBaeTCsS B paMKHU PEriaMeHTa 5

nokiana (15 MunyT)

Obwuii bann/oyenxa 100*

*[1epeBoj 0aIOB B OLIEHKH NPUBEJCH HUXKE.
Ouenka «omauyHo» cTaBUTCA eciii cymma 6aiso coctasiser ot 80 mo 100.
Onenka «xopouto» CTaBUTCS €ClId cymMMa 0aiioB cocTasisieT ot 60 1o 79.
OrieHka «y0ogiemsopumesnbHoy CTaBUTCS eclii cyMMa 0aiutoB coctaiisieT ot 40 1o 59. Ornenka
«He Y0081emeopumeibHoy CTAaBUTCS €CITU CyMMa 0aJlJIOB COCTaBIIsIeT MeHee 39.

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

5.1 OcHoBHas IuTEpaTypa:

1. KysnenoB M.H. [lokymeHTanimoHHOe oOecmedeHue ympaBieHus. [JokymMeHTooO0opoT u
JENOTPOU3BOCTBO [DNEKTPOHHBINM pecypc]: Y4eOHUK M MPAaKTUKYM JUIsl MPUKIAAHOTO OakajgaBpuarta. —
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., Mamypies B.A. JlokymeHTHpOBaHUE YIpPaBICHUYECKOM
NESITeIbHOCTH + TeCTbl B 30C [DJEKTPOHHBIM pecypc]: y4eOHMK M MPaKTUKYyM JUIsl aKaJIeMHYECKOTO

OakamaBpuata. — M.: WMsmarensctBo IOpaibit, 2018. — 384 c¢. — Pexum pocryma: http:/
https://biblioonline.ru/viewer/04F0A0D5-BF41-47D1-9AA9-FA622A3FEA49
3. I'punbepr A.C., T'opbaués H.H., Myxamermnna O.A. JlokyMeHTallMOHHOE oOecreueHue

yIipaBiieHUs [ DIeKTPOHHBIN pecypc]: yueoHuk. — M.: FOuurtu-lana, 2015. — 391 c. — Pexum goctyna:
http://biblioclub.ru/index.php?page=book&id=115031

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

21.]'[5[ OCBOCHUA AVCHUIIIMHBI MHBAJIMAAMU U JIMIAaMH C OTPaHWUYCHHBIMHU 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 00ECIIEYCHHE YITPABICHUS COITUATBHO-KYIbTYPHBIM
CEPBUCOM M TYPU3MOM [ DNEeKTpOHHBIN pecypc]: yued. mocodue. — Cankt-IlerepOypr: D0 CIIOYTYuD,
2009. — 175 c. — Pexxum nocryna: https://e.lanbook.com/book/63809.

2. I'ymuna U.A., 3aiineBa H.A. JlokyMeHTaimoHHOE oOecriedeHre yrpaBICHHs B
COLIMAJIbHOKYJIBTYPHOM CEpBHUCE U TypU3Me [ DIEKTPOHHBIN pecypc]: yueOHOe mocodue sl CTYIEHTOB
BY30B. — M.: Anbdpa-M: MHDOPA-M, 2010. - 239 c. — Pexxum noctyna: https://e.lanbook.com/book/69308

5.2 lonosHuTEIbHAS JIUTEPATYypAa:

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

A714-897DACSE36DA

2. Unpucoa A.P., AxmeroBa A.D. TeXHOJOTHMH JOKYMEHTAIlMOHHOIO W WHHOBAIIMOHHOTO
oOecnieueHus ynpasieHus [DIeKTpoHHbIN pecypc]: yueOHoe nocodue. — Kazans: KI'TY, 2010. — 180 c. —
Pexxum noctyna: http://biblioclub.ru/index.php?page=book&id=258929

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

4. Hemun HO.M. Jlenonpou3BojcTBo. JJOKyMEHTAIIMOHHBIM MEHEHKMEHT [DJIEKTPOHHBIN
pecypcl:
yuebHoe nocobue. — M.; bepnun: qupexkr-Menua, 2014. — 205 c. — Pexxum gocrymna:
http://biblioclub.ru/index.php?page=book&id=253657

S. Poroxun M.IO. Opranusanus aenonpousBojcTBa mnpeanpustus: (Ha ocHoBe ['OCT
P6.302003) [DnekTpoHHBIH pecypc]: ydeOHO-TpakTHueckoe mocobue. — M.; bepmun: Jlupexr-Menua,
2014. —

209 c. — Pexxum nocryna: http://biblioclub.ru/index.php?page=book&id=253709
6. Kazaxesuu T.A., Tkanuu A.W. JlokymeHtoBeaeHue. JloOKkyMeHTAalMOHHBINA CEpBUC
[D5eKTpOHHBIN pecypc]: YIeOHUK U TPaKTUKYM JUIsl IPUKJIaHOTo OakanaBpuara. — M.: M3narenscTBo
FOpaiir, 2018. — 177 ¢. — Pesxum moctyma: http:// https://biblio-online.ru/viewer/98462230-A63D-402F-
A36A-24C2D22B5BC5
7. HexpacoBa M.JI. [lokyMeHTalMOHHOE OOECIEUeHUE YOpPaBIEHUS Ha MPEANPUATHIX
Typu3Ma u cepBuca [Tekct]: yaueOnoe nmocodbue / M. JI. HekpacoBa; M-Bo oOpa3oBanus u Hayku Poc.
Oenepannn, Kybanckuii roc. yH-T. - Kpacnoaap: [Kybauckuii rocynapcTBeHnHbiit yausepeuret|, 2009.
- 656 c.— 52 ar3.

5.3 Ilepuoguyeckue u3anus (KypHaibl):

1. JleonpousBOACTBO.

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

6. MeToauuyecKue YKazaHus 1J1s1 oﬁyqamumxca 110 OCBOCHHMI0 JHUCHMITJIMHbI

MGTOHquCKHe YKa3aHus 01 06yqa}onmxcs[ B O6HIGM BHUJIC U3JIOKCHBI B CJICAYIOIICM U3 JaHUN
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[ToarotoBka K TEKyIeMy KOHTPOJIIO, MPOMEKYTOUHOM U TOCY/ITapCTBEHHON UTOTOBOM aTTECTAIlUU:
Meroanueckue ykazanusi / B.B. MwunenkoBa, A.B. MamonoBa, A.B. KonoBanoBa. — Kpacuomap:
Kyb6anckwuii roc. yu-t, 2019.

B wMertoaumueckux ykazaHHMSX OTPaXKEHbl CYIIHOCTh M COJIEP)KAHUE TEKYIIEro KOHTPOJIS
YCIIEBAEMOCTH, OMUCAHBI BUbl AYJUTOPHBIX 3aHATUA U PEKOMEHJAIMU MO MOATOTOBKE K HUM (JIEKIIMH,
NPAaKTUYECKHe, CEeMUHAPCKHUE 3aHATHS W T.J.), BHEAyIUTOpHAs, HAy4YHO-HCCIEIOBaTeNbCcKas padora,
OILICHOYHBIE CPECTBA JJIsl IPOBEICHUS TEKYIIEro KOHTPOJIs (YCTHBIN OMpPOC, CEMUHAP-AUCKYCCHUS U JIp.),
METOJIMYECKUE PEKOMEHJAIMU IO MOArOTOBKE K pPAa3IMYHBIM BHJIaM KOHTPOJIS, MPEAyCMOTPEHHBIM
MPOMEKYTOUYHOM aTTeCTalUEH.

B ocBoeHMH AUCHMILTUHBI MHBAIUAAMU U JIMLIAMHU C OFPAaHUYEHHBIMU BO3MOXKHOCTSIMH 370POBbsI
0oJbIlIOE 3HAUEHUE HMEET WHIWBUIyajbHass ydeOHas pabora (KOHCYJIbTallMU) — JOMOJHUTEIHHOE
pa3bsicHEeHHE y4eOHOro MarepHaiia.

NuauBuayaibHbIe KOHCYJIBTAIIUHN TIO TIPEIMETY SBIISIOTCS BXXHBIM (DAKTOPOM, CIIOCOOCTBYIOIIHM
WHIVBUIYIA3AIAA O0YUYCHHS] M YCTAHOBJICHUIO BOCIUTATEILHOTO KOHTAKTa MEXKIY IpernoaBaTesieM U
00yJaromUMCsi THBAIHJIOM WJIH JIUIIOM C OTPAaHMYEHHBIMHA BO3MOYKHOCTSIMU 37I0POBBSI.

B ocBoeHHMU OUCHUIUTMHBI WHBAJIUAAMU U JIULIAMU C OTPAaHUYCHHBIMU BO3MOKHOCTSIMH 3/10POBbS
0oJbIIOE 3HAUEHUE HMEeT WHIWBUIyajbHass ydyeOHas paboTa (KOHCYNbTALUK) — JIOMOJHUTEIHHOE
pa3psicHEHUE Y4eOHOro MaTepHaia.

WMuauBuayaibHbIE KOHCYJIBTAIIUH IO TIPESIMETY SBJISFOTCS] BXKHBIM (DAKTOPOM, CIIOCOOCTBYIOIIHM
WHJMBUIyAIU3allMd O0yYeHHUs U YCTAHOBJICHUIO BOCIIMTATEIIBHOIO KOHTaKTa MEXKIY MperojaBareieM U
00yJaroIUMCsl THBAIHJIOM HJTU JIUIIOM C OTPAaHNYECHHBIMHA BO3MOXHOCTSIMHU 37J0OPOBBSI.

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

7.1 llepeyeHb HHPOPMANMOHHO-KOMMYHHUKALMOHHBIX TEXHOJIOTHIA:

B mporecce o0yueHUsT HCHONB3YIOTCS pasHble BUABI HH(POPMAIMOHHO-KOMMYHUKAIIMOHHBIX
texHonoruii. OOpazoBarensHbie cpenctBa MKT: cpenctBa, oOecneunBaromue 0a30BYHO MOATOTOBKY
(oMeKTpOHHBIE Y4eOHUKH, CHCTEMBI KOHTPOJS 3HAHWM), BCIIOMOTAaTeNIbHBIE CPEACTBA (PHIMKIONEANH,
CIIOBapH, MYJIbTUMEIUMHbIE Yy4eOHbIe 3aHATHA); HMHPOPMAIMOHHO-00yJaromue (dJIEKTPOHHBIE
OMOIMOTEKH, DNIEKTPOHHBIE KHHTH, JJCKTPOHHBIC NEPUOAMYECKHUE HU3JaHHs, CIOBapH, CIPABOYHUKH,
oOyuarolue KOMIBIOTepHbIE MPOTrpaMMbl, HHHOPMAIIMOHHBIE CHUCTEMBI); HHTEPAKTUBHBIE (IIEKTPOHHAs
nouta, JOUNC); mouckoBbIe (pean3yroTcs Yepe3 KaTalord, MOMCKOBBIE CHUCTEMBI).

ITepeuenb pecypcoB WH(OpPMaAITMOHHO-TEIEKOMMYHUKAITHOHHON ceTu
«HTEepHET», HEOOXOIUMBIX /IS OCBOCHUS JUCITUTITHBI:

1. Poccuiickas ['ocynapctBennas bubnuroreka — http://rsl.ru.

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

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

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

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

6. MexnyHapoaHas MOpCKas OpraHu3aiis — CHeHUATU3UPOBAHHOE YUPEKICHUE

OOH, cmocoOcTByIOIIEE COBEPIICHCTBOBAHUIO MPOIEAYP MEXKIYHAPOJIHOTO  MOPCKOTO
cynoxozactsa — http://www.imo.org.
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7. MexnyHapoaHas OpraHM3anusl TPaXKJAHCKOW aBHALMM — CHCIHAIN3UPOBAHHOE
yUpexIeHne
OOH, ycraHaBiuBaroIee MEXKIyHAPOIHbIC HOPMBI, HEOOXOAMMBIC sl OOECHeYeHUs 0E30IacHOCTH,
HAJISKHOCTH U 3()(HEKTHBHOCTH BO3IYIIHOTO coobmienus — http://www.icao.int.
8. NudopmanmoHHsIil pecypc — WWw.rostransport.com.

7.2 IlepeyeHb JIMIEH3MOHHOTO W CBOOOJHO PACHPOCTPAHSIEMOI0 NPOrPAMMHOIO

ol0ecreyeHuns:
1. Windows 10 KopriopaTusHasi.
2. Microsoft Office npodeccuonanbhsiii moc 2016.
3. AHTHBHpYCHas 3amuTa Qu3nMdeckux paboumx craHmuid u cepBepo: 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 mnepuoaa oOydeHMsI OoOecreyeH WHAWBUYaIbHBIM
HEOTPaHUYEHHBIM JIOCTYIIOM K 3JIEKTPOHHO-OMOIMOTEYHBIM CUCTEMaM:

1. DnexTponHas OubIMoTeYHast cucrema «YHuBepcuteTrckas OubImorexa

ONLINE»

(www.biblioclub.ru)

2. DnexTpoHHas oubiaroTedHas cuctemMa m3aarenscTsa «Jlarpy (http://e.lanbook.com)

3. DunextponHas 6ubnmuoreunas cucrema «lOpaiity (http://www.biblio-online.ru)
DnektponHas oubanoreunas cucrema «BOOK.ru» (https://www.book.ru)
DnekrponHas oubaunoreunas cucrema «ZNANIUM.COM» (www.znanium.com)

Jns oOyuatomuxcs obecriedyeH A0CTyn (yAal€HHBIA JOCTYH) K CIEAYIOUIMM COBPEMEHHBIM
npodeccHoHaIbHBIM 0a3aM TaHHBIX, THPOPMAIIMOHHBIM CIIPABOYHBIM U TIOMCKOBBIM CHCTEMaM:
1. Koncynsrant I[lmtoc — cnpaBouHas npaBosas cucteMa (http://consultant.ru)
2. Web of Science (WoS) (http://apps.webofknowledge.com)
Hayunas anekrponnast 6udimoteka (HOB) (http://www.elibrary.ru)
DOnextponnas bubnmoreka uccepranuit (https://dvs.rsl.ru)
KubepJlennnka (http://cyberleninka.ru)
«Jlekropuym TB» (http://www.lektorium.tv)
HarmonanwsHhas anekrponnas 6ubnuoreka (http://H36.pd)

No oA~ w

8. MaTepuajibHO-TeXHUYECKOE 0DecrevyeHune Mo TUCIIUNTIHHE

No Bun pabot HaunmenoBanue yueOHOM ayAUTOPUH, €€ OCHAIIEHHOCTh 000PYJI0BaHUEM U
TEXHUYECKUMH CPEACTBAMHU O0YICHUS
1 | JIekiuoHHEBIE Jlekunonnsle aynutopun (1207, U211, W218, H219) ocHameHs
3aHATHUS HEOOXOMMBIMH TEXHHUYECKUMHU CPEICTBAMU OOyUYEHUS: KOMIIBIOTEPOM,
CTEPEOCUCTEMOM, UHTEPaKTUBHOU TpUOYHOI, MYJIBTUMEIUHHBIM

MPOEKTOPOM M COOTBETCTBYIOLIUM mporpamMmHbiM obecnieuenueM (I10)
(Windows Media Player, Microsoft Office 2010), ¢ Beixogom B MHTEpHET.

23


http://www.biblioclub.ru/
http://www.biblioclub.ru/
http://www.biblioclub.ru/
https://www.book.ru/
https://www.book.ru/
https://www.book.ru/
http://www.znanium.com/
http://www.znanium.com/
http://apps.webofknowledge.com/
http://apps.webofknowledge.com/
http://www.elibrary.ru/
http://www.elibrary.ru/
http://www.elibrary.ru/
https://dvs.rsl.ru/
https://dvs.rsl.ru/
http://cyberleninka.ru/
http://cyberleninka.ru/
http://www.lektorium.tv/
http://www.lektorium.tv/

Bce ayauropum ocHamieHbl y4eOHBIMU JIOCKaMH, KOMIUIEKTOM Y4eOHOI
mebenu

CeMuHapckue
3aHATHS

VY4eOHble ayAUTOPUM JJIsl IPOBEAEHUS 3aHATUH ceMuHapckoro tuna (M200,
N201, 1205, M208) ocHarieHbl y4eOHOM TOCKOH, TPOSKTOPOM, IKPAHOM

I'pynmoseie
(MHAMBUYaTIbHBIC)
KOHCYJIbTAIIUU

KaOuneTs! U1 rpynnoBbix (MHAMBUAYAIbHBIX) KOHCYIbTanmi (1206, 1214,
N217) ocHalieHbl NepCOHAIbHBIMU KOMIIBIOTEPAMU € BBIXOJOM B MHTEpHET,
MOV, ydyeOHMKamMH, Y4eOHBIMH H Y4eOHO-METOAMYECKHMH ITOCOOUSIMHU,
MPOEKTOPOM ISl  JIEMOHCTPAIlMM  CJIAalJ0B, MOOWJIBHBIM 3KpAaHOM IS
IIpOEKTOpa

Texymui KOHTPOIIb,

VY4eOHble ayAUTOPUU JIsl IPOBEACHUS 3aHATUN JIEKIIUOHHOTI'O U CEMUHAPCKOTO

MIPOMEKYTOUHAS tuma (U200, U201 N205, U207, U208, U211, U218, 1U219) ocHamieHb
aTTeCcTalus HEOOXOIMMBIMHA TEXHHYECKUMU CPEICTBAMH O0YICHUS
CamocrositenbHast | Kabuner nisi camocrositenbHONM paboTel cryneHTa (M205a), ocnHamiex

pa60Ta CTYACHTa

KOMHLIOTepHOﬁ TEXHUKOHM C BO3MOYKHOCTBIO INOAKIKOYCHHUA K CCTU
«I/IHTepHeT», r[porpaMMoﬁ OKpPAaHHOT'O YBCIWYCHUA U o0ecneyeHHbIN
AOCTYIIOM B DJJICKTPOHHYIO I/IH(1)OpMaI_II/IOHHO'O6pa30BaTeHLHYIO cpeny
YHUBCPCUTCTA
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