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1 IlepeyeHb NMJIAHHPYEMBIX Pe3yJIbTATOB OGYYeHUs MO AUCHMILUIMHE "/JOKYMEHTO00GOpOT M
AEeJIONPOU3BOJACTBO", COOTHECEHHBIX C IVIAHUPYEMBIMH pe3yJIbTaTaMH OCBOE€HHsI 06pa30BaTe/IbHOM
MpOorpaMmsl

OcBoeHMe JUCHUIJIMHBI HAallpaBJieHO Ha GOpMUpOBaHUe:

npodeccuoHaJbHbIX KOMIETEHLIUM:

[MK-7 - Cnoco6eH ocCyLecTBJASATh KOONepalUWl C KoJjJeraMu mno pa6oTe B KOJIJIEKTHUBE,

COBepIIeHCTBOBATb JOKYMEHTO060POT B cdepe MIaHUPOBAHUS U yIpaBJeHUs NMpPoLeccaMu NepeBO30K

rpy30B U NaccaXupoB

Pe3yabTaThl O06y4YeHHs N0 AMCOUIUIMHE ONpejessAloTcsd HWHAMKATOPAMHM AOCTHXKEHUs
KOMIIeTeHIIU I
HNHaukaTop(bl) AOCTIKEHUST:

[IpumeHeHre PopM U coep)KaHUsS YNpaBJIeHYECKHUX JOKYMEHTOB, CUCTEM JOKyMEHTAlUH, BKJIOYasi
CUCTEMY CIPaBOYHO-UHPOPMALMOHHON [JOKYMEHTALMU C KOpPPECHOHJEHIMeNd, a Takxke obecrnedyeHue
JABHXKEHUS JOKYMEeHTOB B OpraHU3aLuH.

Pe3ybTaThl 060y4YeHU MO AUCHHIIIMHE:

3HaThb:

- CII0CcO6BI acylleCTBAEHUs KOOllepalMu C KOJIJIKFaMU 110 paboTe B KOJIJIEKTUBE

- CII0cO6bI COBEPIIEHCTBOBAHUSA JJOYyMeHT0060poTaB cepe NMIaHUPOBAHUA U YIIpABJIEHUSA NPOLecCaMU
NepeBO30K IPy30B M MACCAXKUPOB

Ymeer:

- OCYLIecTBJISATh KOONepalulo ¢ KoJJjeramMy no pabote B KoJJleKTUBe, COBEPLIEHCTBOBATH
JOKYMeHTO060pOoT B cpepe NJIaHUPOBAHUSA U yIIpaBJeHUs IPoLiecCaMUu IepeBO30K I'PY30B U MacCaKUPOB

Bnaageer:

- cnoco6aMH acylecTBJIEeHHUsA KOONepal Uy C KOJIJIKIaMHU 110 paboTe B KOJIJIEKTHUBE

- crnoco6aMu COBEpLIEHCTBOBAHUS I0YyYMeHTO060poTaB chepe NJIAHUPOBAHUSA U yIIPaBJIeHUsA
MpoLeccaMy NepeBO30K IPy30B U NACCAXKUPOB

2 MecTo AMCHMILINHBI "/IOKyMeHTO0GOPOT U Ae/IONPOU3BOACTBO" B cTpyKType OIIOII
6akajiaBpuarTa

Jl1s1 0CBOEHMSI JUCLUIIMHBI HEOOXO0AMMbI 3HAHUSI YMEHHS, HAaBbIKK U (MJIM) ONBIT NPOodecCHOHaTbHON
JlesiTeJIbHOCTH, TMOJyYeHHble B paMKax HW3y4YeHUd CJAeAYIOLUIMX JUCHUIIMH: HWHOCTpaHHBIA A3BIK,
HudopmaTtuka, OcHOBBI pa6oThbl B 0QUCHBIX NMPUI0KeHUAX, OpraHu3sanus KoMMepuyeckol paboThl.

OcHOBHas LieJIb OCBOEHHUS JUCLUIVIMHBI «/lOKyMEeHTOO60POT U AeJI0NPOU3BOJCTBO» — U3ydeHHe GOPMBI
U coJepXaHUs yIpaBJeHYeCKUX [JOKYMEHTOB, CHUCTeM JOKyMeHTallu{, BKJIOYasi CHCTeMy CIpPaBOYHO-
HHPOPMALMOHHON JOKyMEHTAallMM C KOPPECHOHJEeHLMEH, a TakKKe H3yYeHHEe [BWIKEHUS [JOKYMEHTOB B
OpraHHU3anuu.

3 06beM AUCHMILIMHBI "/JOKYyMEeHTOOGOPOT U Ae/IONPOU3BOACTBO" B 3a4eTHBIX eJUHUILAX C
yKa3aHUEeM KOJIMYeCTBa aKaJeMHYeCKHX YacOoB, BblJE/JI€eHHbIX Ha KOHTAKTHYI pa6GoTy
o6ydyawIuxcsa C npemnojaBaTesieM (0 BHJaM 3aHSATHII) M Ha CaMOCTOATEeJbHYIO paGoTy
0Gy4JaromuXxcs

061as TpyA0eMKOCTb JUCHUIIHNHBI "JJOKYMEHTOO6O0POT U JIeJIONPOU3BOJICTBO" COCTABJAET 4 3a4ETHbBIX
eauHUIbI, 144 4Jaca.

Ko/sinyecTBO 4acoB
od 39 |03P

dopma 06yuyeHUs

Kypc 3/Cemectp 6

Bcero 4acoB 144

KoHTakTHasa pa6oTa 06y4aliuxca Cc npenojasaTteseM (1o BUAaM y4eGHbIX
3aHATUN):

AynuTtopHas pa6oTta

Jlekyum 4

JlabopaTopHbi e 3aHATUA

[ pakTuyeckue 3aHaTus 10
1651295094
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dopmMa 06ydeHus

KosinyecTBO 4acoB

od 39(03P
BHeayguTopHas pa6oTa
WHauvsuayanbHas pabota ¢ npenosasatesiem:
KoHcynbTayusa v uHbie BuAabl y4ebHOM AeAaTenbHOCTU
CamocTosaTe /ibHas1 pa6éoTa 130
dopma NpoMeKyTOYHOM aTTecTaluu 3aueT
4

4 CopeprkaHMe AUCHUIUIMHBI "JlOKyMEHTOOGOPOT U JeJI0NPOU3BOACTBO", CTPYKTyPpHUPOBaHHOE 1O

pa3szesnam (Temam)

4.1. JleKIIMOHHbIE 3aHATUA

HaumMeHoBaHMe paboThl

TpynoeMKoCTb B yacax

2. 3aKoHOo/aTe/bHOE U HOPMAaTUBHOE peryJjupoBaHHe JOKYMEHTUPOBaHHUSA U
opraHusaunuy paboTel ¢ AoKyMeHTaMH B Poccuiickod Pepepaunu. bBrank
JOKyMeHTa.

2.1 HanpaByeHusI pa3sBUTHUA 3aKOHOAATEJbHOTO peryJjHpoBaHUA
JIOKyMEeHTUPOBaHUsl yIIpaBJieH4YeCKON JesaTelbHOCTH.

2.2 CtaHgapTHU3anysa U yHUPUKaL s JOKYMEHTOB.

2.3 TocypapcTBeHHOe peryJavMpoBaHHe NPOLLeCCOB OpraHU3aluH paboThl C
JOKyMeHTaMH.

2.4 HopMaTuBHO-MeTOAUYeCKHE JOKYMEHThI MeX0TpPacJaeBoro AelCcTBHUS.
2.5 PerslaMmeHTalnys COXpaHHOCTH JJOKYMEHTOB.

2.6 OTBeTCTBEHHOCTb PYKOBOAUTeJeH U AO/KHOCTHBIX JIML 3a pPaboTy C
JOKyMeHTaMH.

2.7 lloHsTHE «6JIAaHK JOKYMEHTa».

2.8 Buapl 6JIaHKOB, NPHUMEHSIEMBIX B COBPEMEHHOM yIpaBJIeHYEeCKOH
MpakTHKe. BIaHKH CYTJIOBBIM U MPO/I0JIbHBIM Paclo/IoKeHueM PeKBU3UTOB.
2.9 CoctaB W NOPsAZOK pACIOJOXEHHUS] PEKBU3UTOB pPA3JUYHBIX BH/OB
6J1aHKOB. biaHku ¢ uzo6paxeHueM l'ocyapcTBeHHoro rep6a Poccuiickoi
Penepanuu u repba cyorekradesepanuu.

2.10 Oco6enHocTu odpopMJeHHUs] GJIAHKOB OpraHU3anyil pasjuyHbIix Gopm
COOGCTBEHHOCTH.

2.113akoHofaTe/IbHOE peryJMpoBaHHe OTBETCTBEHHOCTH 3a CO3JaHHe
odunrasbHOTO 6JIaHKA

0o 30 039
1
1. Uctopusa OTedyecTBEHHOTO /JeJIONPOU3BOACTBA. /leslonpou3BOACTBO B
yuypexJeHUsax JopeBoJLHOHHOW Poccuu. J[enonpousBojCTBO B
CoBeTckyto anoxy. (1917-1991 rr.).
1.1 dopmupoBaHUe CUCTeMbl NPUKa3HOTO JesonpousBosacTBa B XVI-XVII
BB.
1.2 OpraHusanusi KoJuiexckoro gesionpousBogctBa B XVIII B. PasBurtue
AenonpoussoacTBa BXIX - Hayane XX B.
1.3/les1onpOXU3BOACTBO B IEpBBIe I'0Jibl COBETCKOM BJIACTH.
1.4 iByxxkenue 3a HOT u ero BiaussHUe Ha GOpPMUpPOBaHHUE CUCTEMBI
JAeJIONPOU3BOJCTBA.
1.5 JlenonpousBoactso B 1930-1940-e rr.
1.6 JlenonpousBoactBo B 1950-1960-e rr.
1.7 [enonpousBozctBo B 1970-1980-e rr
1

1651295094
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3. JlokyMeHTUpOBaHHUE OpraHU3alMOHHOU AesdTeJbHOCTH.
JlokKkyMeHTUpOBaHHE pacnopsAajuTeJlbHOH
JlesiTeJIbHOCTH.JJOKyMeHTUPOBaHUEe HHPOPMaIMOHHOH J1esITE/IbHOCTH.

3.1 OpraHusalMOHHbIE JOKYMEHTBI, ONpeJie/leHHble 3aKOHOJAaTeJlbCTBOM
P®. CocTaB OpraHU3allMOHHBIX J[JOKYMEHTOB, BKJIIOYEHHBIX B
YHubUIMPOBaHHYIO CUCTEMY OpraHU3alMOHHO-PaCNoOPAAUTEIbHON
JOKyMeHTalL UHU. HasHaueHue pa3JUYHBIX BU/J 0B
OpPraHM3alMOHHBIXAOKYMEeHTOB. Tpe6GoBaHUA K COCTABJEHUID U
obpopMJIEHHI0O OpPraHU3alUOHHBIX JJOKYMEHTOB,UCIOJb3YEeMbIX B
JesITeJIbHOCTH cayx6b1 JJOY.

3.2 Posp U 3HayeHUe pacnopssjUTeJlbHOH JOKYMeHTaLUHU B
JOKYMEHTUPOBAaHUM YyIpaBJeHYeCKOH JedATesbHocTH. CocTas
pacnopsiiuTe/bHbIX JOKYMeHTOB. HopMaTUBHbIe UNIPaBOBble aKThl KaK BUJ,
pacnopsAuTe/bHbIX JOKYMEHTOB deJilepa/lbHbIX OPraHOB HCIOJHUTEJbHOU
BJacTHU. [Ipukas Kak OCHOBHOW JOKYMEHT, HCNOJb3yeMbIH [Jd
JOKYMEHTHUPOBAaHUs €JMHOHA4Ya/IbHON pacnopsAAUuTe/IbHON AedaTeJbHOCTH.
[IpaBusa cocTaBJeHUss HOGOPMJEHHS MNPHUKA30B IO OCHOBHOM
JesITeJIbHOCTA OpraHusaluu. PasHoBHAHOCTH pacnopsokeHud. [IpaBuiia
cocTaBJeHUsT W odopMJeHHUs pacnopsiKeHMU. Boimucka wus
pacnopsiUTe/IbHOTO JOKYMEHTA, NOpsAoK ee opopmMieHus. l0puaryeckas
CHJla pacrnopsaUTebHbIX JOKYMEHTOB.

3.3 Posp ¥ 3HayeHHe HUHPOPMALUOHHO-CIPABOYHBIX JOKYMEHTOB B
yIpaBJIeHYeCKOH JesaTeJbHOCTH. Hx cocrtaB. CiyxebGHasg mnepenucka.
[lucpbMoO, Kak OCHOBHOH BHJ, JOKyMeHTa JJs OCyLecTBJEeHUs
KOMMyHMKauui. BHyTpeHHAA nepenucka opraHusanui. JlokiaajHble
3alUCKU,CIpaBKU, npaBujJa ux odopmiueHus. Ilepenucka c
HCII0JIb30BaHUEM CPe/CTB 3J1eKTPOCBSA3HU (TeserpaMMsbl, TejlepOHOIrpaMMBbl,
¢daxkcol). AKT Kak BU/ HHGOPMALMOHHO-CIIPABOYHOI0 J0KYMEHTa.

0,5

4. [JloKyMeHTHpOBaHHUE [JAesATeJbHOCTH KOJJeruajbHblX OPraHOB.
OpraHusanus cayx6bl pgesonpousBogctBa ([A0Y). OpraHusanpus
JIOKYMeHTO0060pOoTAa.

4.1 Posp ¥ 3HayeHHe NPOTOKOJA B AOKYMEHTHPOBAHUU yIpaBJeHYeCKOU
JesATeJbHOCTU. Pa3HOBUAHOCTH HNpPOTOKOJIOB. Tpe6oBaHHUA K HX
cocTaBJeHUI0O U odopMJyeHHUI0. 3aKoHoJaTesJbHas perjaMeHTal U
cofiep>kaHusl U 0pOpPMJIeHUSA OTAeJbHbIX BHUJOB NPOTOKOJOB. BrimKcka U3
NpOTOKOJa, NopAAok ee odopmyaeHusa. JoKyMeHTHpPOBaHHUE
pacnopsUTeJbHOW [AesATeJbHOCTU KOJIJIeTrMaJbHbIX OpPraHOB.
IOpuaunveckas cuja NpOTOKOJA U BBIMUCKU M3 MPOTOKOJIOB pas-JIMYHBIX
BHU/IOB.

4.2 OpraHusanyoHHble GOPMBbI [JeJIONPOU3BOJCTBA. THIIOBbIE 3afa4yd U
dyuknun cayx6s1 JOY.JJOPKHOCTHOW M YHCJIEHHBIM cocTaB Cayk6b! J10Y.
HopMaTuBbl BpeMeHH Ha pab6oTel no JOY. [JoKyMeHTHI,
perjaMeHTHUpYyKOIHe oOpraHudanuio cayx6er JJOY B KOHKpPETHOM
y4YpexJeHNu.

4.3 TIoHATHUA «AOKYMEHTOOGOpOT», «OpPraHu3anus JOKYMEHTO0G0pOoTax.
O6mMe TMNPUHLUNBI HMeTOJHUYECKHE OCHOBBI OpraHMU3alLHUHU
JOKyMeHTooGopoTa. [lIOKyMeHTONOTOKH. UX CTpyKTypa, HampaBJIeHHOCTb
ABUXXeHUdA, MaplpyTbl. IJTalbl [JBUXeHUS [JOKYMEHTOB.
TexHoNOruA06paboTKH JAOKYMEHTOB, BXOASALUIUX B pas3Hble
JOKYMEHTONOTOKH. O6'beM JOKYyMeHTO060pOTayupeXJeHus], ero BIUsHUE
Ha opraHusanyi paboTbl C JOKyMeHTaMM. AHaJHU3J0KyMeHT0060poTa
opraHusanuu. Mcnosib3oBaHHe JaHHBIX aHa/Iu3a AJisl COBepLIeHCTBOBaHUA
paGoThI C JIOKyMEeHTaMH.

0,5
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0,5
5. PerucTtpanus [JOKYMEHTOB M OpraHu3anus CIPaBOYHO- ’

HHPOopMaALMOHHOTO O6CayXuBaHUs. KOHTpoOJIb HCHOJHEHHUS
JokyMeHTOB.OOpMUpOBaHUe W XpaHEHUE JOKYMEHTOB B [IeJIONPOU3BOJCTBE.
HomeHnknaTypa ze.

5.1 Perucrpauus Kak cocTaBHas 4aCTb TEXHOJIOTMH JeJIONPOU3BOACTBA U
MHGOPMALIMOHHO-TIOUCKOBOH CHUCTEMBI [0 JOKyMeHTaM NpeAlpUsTHS.
O61Ke NPpUHLMIIBI U NIpaBuJa perucrpanuu.HasHayeHre U OCHOBHbIE LieJIN
pervcrpanuy. XapaKTepPUCTHKA COBPEMEHHBIX PErucTpalMoOHHBIX (GOpM.
CocTaB peKBU3HUTOB PErMCTPALMOHHBIX GOPM M NpaBUJIA UX 3aNOJHEHMUS.
[IpaBusla HMHAEKCHPOBAHUS [JOKYMEHTOB. B3anMoCBA3b perucrpanuu
JOKYMEHTOB COpraHu3anuded crnpaBOYHO-UHGOPMALUOHHONW  pabOThI.
[IpuHnunsl  ¢popMHUpoBaHUSA HMHPOPMALMOHHO-NIOMCKOBBIX CHUCTEM B
YCIOBUAX TPAAUILUOHHOHN CUCTEMBI pabOThI C JOKyMEHTaMH.

5.2 3HayeHHe U OCHOBHbIE€ IPUHIMIBI OPraHU3alMd KOHTPOJIA 32 CPOKAMH
HCNOJIHEHUs [JOKYMEHTOB B alnapaTe ynpaBJeHHUsA. 3ajadd
JleJIONPOM3BO/ICTBEHHOH CJIY>KGbI 10 KOHTPOJIIO HCIIOJIHEHUS JOKYMEHTOB.
CTaZiud KOHTPOJIbHON JeATeNbHOCTH. CPOKM MCIOJHEHHUS JOKYMEHTOB.
TunoBble U UHANBUYaJbHBIE CPOKU. TE€XHOIOTUA KOHTPOJIbHBIX OllepaLuH.
[IpesynpeauTe/bHBIA U UTOTOBBIH KOHTPOJIb. Mcnosb30BaHHE JAHHBIX 00
HCIOJHEHUHU JOKYMEHTOB B YCJOBHUAX TPaJUIHUOHHOH U
aBTOMAaTHU3HUPOBAHHOU TEXHOJIOTUH O06GpPabOTKHU JOKYMEHTOB.
5.3 Ilonsatue «dopmupoBaHue Jea». CoBpeMeHHass HOPMAaTHUBHO-
MeToAuYecKasa 6a3a, onpejessuas TpeGoBaHUSA K OPMUPOBAHUIO i€ U
XpaHEHHUIO JIOKYMEHTOB B JeJIoNpousBofcTBe. OpraHusaunus MU OO6LHUH
nopsiilok GopMUpOBaHUSA JeJ. [IpUHLIMNBI CHCTeMaTH3alUKU JOKYMEHTOB
BHYTpH AeJ. [IpaBuia GpopMHUPOBaHUS JOKYMEHTOB Pa3JIMUHbIX KaTErOpUH
B fpena. YactuuHoe odopmieHue pena. OpraHusaunus XpaHeHUS U
HCII0/Ib30BaHUs JJOKYMEHTOB I10C/Ie 3aBepllieHns pa6oThl ¢ HUMU. [loHATHe
«HOMEHKJIaTypa JieJ». Bujabl HOMEHKJIATypbl JeJ, UX OCOGEHHOCTH U
HasHavyeHMe. PersiaMeHTanus Tpe60BaHUH KCOCTABJIEHHWID HOMEHKJ/IATYpPbI
JleJl B COBPEMEHHBIX HOPMAaTHBHO-MeTOJMYECKHUX JOKyMeHTax. [IpaBusa
coCTaBJieHHWsI HOMeHKJaTypbl jes. KimaccudukanmonHas cxema
HOMEeHKJ/aTypbl. HCTOYHUKHU oINpejesieHUs CPOKOB XpaHeHUs [eJl.
Oco6eHHOCTH 0POPMJIEHUSA U YIO0CTOBEPEHHUSI HOMEHKJIATYPhI Jlel.

0,5
6. DKcrepTH3a LLEHHOCTH JOKYMEHTOB B JesonpousBoacTBe.llogroTroBka u ’

nepesgaya Jesq B apxuB opraHusanuu.Opranusanusg paboThl C
00pallleHUsIMU TPaKJaH.

6.1 TloHATHE «3IKCIEPTH3a LEHHOCTH [JIOKYMEHTOB», €€ Ha3Ha4yeHHeE.
HopmaTuBHO-MeTOfUYeCKMe U TeOopeTHYeCKHe OCHOBBI MpOBeJeHUs
akcnepTH3bl. OpraHusanus 3KCIepTU3bl LEHHOCTH [JOKYMEHTOB B
YYPEX/JEeHUAX Ppas3/MYHbIX YPOBHEH YyIpaBJeHUs. 3aJauyd 3KCIEPTU3BI
LIEHHOCTH JOKyMeHTOB. TpeGoBaHUs K ee npoBejeHH0. [lopsafok u
JOKYMeHTHUpOBaHUE [JesaTeJbHOCTH 3KCHepTHbIXx kKoMuccuit (IK).
OcdopMiieHUEe pe3yIbTATOB 3KCIEPTU3BI LLEHHOCTH JJOKYMEHTOB.

6.2 HopMaTHBHO-MeTOJHYECKHE J[OKYMeHTbl ¢eJepasbHbIX apXUBHBIX
OpraHoB, coJiepXKaliye TpeGOBaHUA K JejiaM, CJaBaeMbIM B apXHB.
OcHOBHBIE Tpe6OBaHUA K 0QOPMJIEHUIO JieJ IPU UX NTOJTOTOBKE K Nlepejaye
Ha fajabHeHllee xpaHeHue. Onucu fJesn. IlpaBujia cocTaBJIeHUS
nodopmiienus onucei. [lepesayda ey B apxXyB OpraHu3aryu.

6.3 TIoHATHSA «IIPEJIOKEHUSI», «3aABJIEHUS», «KAJOOBI», «X0JaTaHCTBa» U
«KOJIJIEKTUBHBbIEe 00pallleHus rpaXk/iaH». 3aKOHOJaTeJIbHOEe U HOPMaTHBHOE
perysipoBaHHue paboThl C 00-pallleHUsAMHU rpakgaH. Oco6eHHOCTH BeJleHUs
JleJIONPOX3BO/CTBA M0 O6palleHUsaM rpaxkjaH. [logroTroska U mnepejgada B
apxXyB OpraHU3alUy obpaleHUH rpaxkaaH. OpraHusanus JUYHOro NpreMa
rpaxkiaH.

4.2 MIpakTnyeckue (CeMUHapPCKUe) 3aHATUSA

Tema 3aHaTUSA pr,CLOGMKOCTb B 4acax

(0]} 3P 0390

UCHOBHbI€ PEKBU3UTbI JOKYMEHTOB




Pa3pa6oTka nprKasa o 0CHOBHOM AesITeTbHOCTH

[ToAroTOBKA /1€JI0BOM KOPPECIOHAEHIIUU

[ToAroTOBKa JOK/JIAAHOM 3aMMUCKU

ﬂOKyMeHTPIpOBaHI/Ie AeATeJIbHOCTHU KOJIJIErMaJIbHbIX OpPraHOB

JleJloBble M INUHBIE KauecTBa ceKpeTapsi- pedpepeHTa

4.3 CamocTosiTe/IbHasA paGoTa 06Gy4aIOLIErocs 1 nNepedyeHb y4e6HO-MeTOJU4eCKOro
oGecreyeHHsI AJI1 CAMOCTOATEbHOM PaGoThl 0GYYAIOUIMXCS M0 AUCHUNIIMHE

Bug CPC TpyAoeMKOCTb B 4acax
0P 30 03
50
1. U3y4eHue siuTepaTyphl COrJIACHO TEMaM AV CLUIJIAHDI
50
2. lloaroToBKa K NpPaKTUYECKUM paboTam
30

3. 3amyTa NpaKTUYeCKUX paboT

5 ®0oHJ, OLlEHOYHBIX CPEJCTB AJIA NPOBEAECHUS NMPOMEKYTOYHOM aTTecTaluy 06yYaloluXCcs
no AUcCHMIIMHE "/JOKyMeHTO060pOT U Je/IONPOU3BOACTBO"

5.1 acnopT ¢poHAA OLIEHOYHBIX CPEACTB

dopmal(bl) Komnertenuuu,|UHaukarop(p1) pocrvmkeHusA|(PesyabTaTbl YpoBeHb
TeKylero dbopmupyemMmble [KOMOEeTEeHUUH oGydyeHUHA no
KOHTPOJIA B pe3yJjbTaTe AUCHUNJHUHE

OCBOeHUs (Moaynmw)

AU CIUIJHUHbI

(Moayis)
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Onpoc n o|I1K-7
KOHTPOJbHBIM
BOompocam /
TeCTUpPOBaHHUE,
NOATOTOBKA
OTYeTOB o
NabopaTOpPHBIM
pa6oTawm B
COOTBETCTBHUHU C
pabouel
nporpaMMmou

[IpumMmenenuedopMHy
coJlep>KaHus yHpaBJIeHY€eCKU3
JOKYMEHTOB, CUCTEM

JOKyMeHTalUH, BKJIIO4asl CHCTEM)
COIpPaBOYHO-UHGOPMALLUOHHOH
JOKyMeHTaLUuU c
KOppecCnoHAeHIHuel, a TaKXe
obecneyeHUe NBUXEHUSH
JIOKYMEHTOB B OpraHU3aLUu.

3HaThb

CImocoosl
acyuecTBJEeHUH
Koomepamnuu c
KOJIJIKTaMH 10 pa6oTe B
KOJIJIEKTHBE
cnocoo bl
COBEpIIEHCTBOBAaHMUS
JloyyMeHTO0oG60poTaB
cdhepe mIaHUpPOBAHUS H
ynpaBJeHHUSH
MpolLeccaMy NepeBO30K
rpy30B U NACCAKUPOB
YmeerT:
OCYyIWMecTBJASATH
Koomepauuio c
KoJlIeraMu no pa6ore B
KOJJEKTHUBE,
COBEpUIEeHCTBOBATH
JOKYMeHT0060pOT B
cdepe MmIaHUPOBAHUS U
ynpaBJeHHUSd
MpolLeccaMy NepeBO30K
rPY30B U NACCAKUPOB
CnocobeH:
acymecTBJASATSH
Koomepamuu c
KOJIJIKTaMH 10 paboTe B
KOJIJIEKTHBE
COBEpUIEHCTBOBATH
JLOYYyMEHTOO60pOT B
cbepe MIaHUPOBAHUA U
ynpaBJeHHUS
NpolieccaMy epeBO30K
rpy30B U HAaCCAKUPOB

Bricokui
UJau
cpeAHUH

BbICOKH YPOBEHb AOCTH)KEHHSI KOMNETEeHI MU - KoMIeTeHUUs1 cboOpMUpOBaHA 4YaCTUYHO,
pPEKOMeH/I0BaHHbIe OLlEHKH: OTJIMYHO, XOPOILIO, 3a4TEHO.
CpeaHUI YPOBEHb JOCTHUXKEHHUA KOMIETEHIIUU - KOMNeTeHUss cpopMUpPOBAaHA YAaCTUYHO,
pPEKOMEH/I0BaHHbIE OLlEHKHU: XOPOLIO, yZ0BJIETBOPUTENBHO, 3a4TEHO
Huskuii ypoBeHb JOCTHKEHHMSI KOMIETEHIIMH - KOMIIETEH[MSA He cGOpPMHpOBaHA YaCTHUYHO,
OLleHHUBAETCsl HeyA0BJIETBOPUTENBHO UM He 3a4TEHO.

5.2. TunoBble KOHTPOJIbHBIE 3aJAHUS UM UHbIE MAaTepPHUaJIbI

TeKyI.LU/Iﬁ KOHTPOJIb yClI€BaeMOCTHU U aTTeCTAJMOHHbIE€ UCIIbITaAaHUA 06yl{a}ou.u4xcn MOTyT ObITH

OpraHU30BaHbl ¢ ucnosab3oBaHueM pecypcoB IMOC KysI'TY

5.2.1. OleHO4YHbIE CPEACTBA MPHU TEKYIEM KOHTpPOJIEe

TeKyLLU/Iﬁ KOHTPOJIb ITO AU CHHUIIJIMHE 3aKJ/JIK0YaeTCA B OIIpoce OGy‘-IaI-OLLU/IXCH IO KOHTPOJIbHBIM BOITpOCaM,
B [IOATOTOBKE U NpeACTAaBJIEHUHU OTYETOB 110 NPAKTUYECKUM pa60TaM

Hanpumep:

KOHTpOJ’IbeIe BOIIPOCHI AJid ONpocCa HAa NMPAKTHUY€CKOM 3aHATHH Nol «OcHOBHBIE PEKBU3UTHI

AOKYMEHTOB»:

1. Kakyto nesb npecieayeT KaJblil U3 HOpMAaTUBHBIX JOKYMEHTOB?
2. Yto nonumaeTcs noJ yHupuUKanel U crangapTusanuen fokyMmenTa? Kak cooTHocATCS 3TH

noHATUA?
Kpurtepuu oneHuBanus:

- 100 6ay10B - MpU NPaBUJIBHOM U IOJIHOM OTBETE Ha /iBa BOIpoOcCa

- 75..99 6amnoB - npyv NnNpaBuJIbHOM U IIOJIHOM OTBe€T€ Ha OAWH M3 BOIIPOCOB W INPAaBUJIBHOM, HO He

MIOJIHOMOTBETE Ha Llpyl"Oﬁ M3 BOIIPOCOB;
- 50..74 6ano0B - IIpU NPaBHUJIBHOM ¥ HEIIOJIHOM OTBETE Ha [ABa BOIIPpOCAa UJIK IPABUJIBHOM H IIOJIHOM

OTBE€TE TOJIbKO Ha OJJUH U3 BOIIPOCOB;

- 25..49 6annoB - npu npaBHanomluwnml lm Im ll"o Ha

1651295094
8

OJJMH W3 BOINPOCOB;




- 0..24 6an/10B - MpPU OTCYTCTBUM I

KosnyecTBo 6a/1/10B

0..24]25..49[50..64

65...74]75..9999..100

[IIkasa oneHUBaHUSA

He 3a4TeHO

3a4TEeHO

PAaBHUJIBHBIX OTBETOB HA BOIIPOCHI.

3amyTa NpakTU4ecKux paboT

OLeHOYHBIMU CPeACTBAMU AJs1 TeKylLlero KOHTpPOJIs MO 3alliUTe MNPaKTHUYeCKUX pPaboT SABJSIOTCSA
KOHTpPOJIbHbIe BONPOCHL.

Onpoc no KOHTPOJIbHBIM BOIIPOCAM.

[Ipy npoBeJleHUH TeKyLero KOHTPOoJIA 06y4yariuMcsa 6yAeT NMCbMEeHHO 33/laHo /iBa BOIIPOCa, Ha
KOTOpbIe OHU J0/DKHBI JaTh OTBETHI.

Hanpumep:

1. Ha kakux JOKyMeHTax NPOCTaBJSETCA PEKBU3UT «aapecaT»?

2. Kakue fOKyMeHTbI I0/l/1e3KaT YTBEPXKJEHUI0?

3. B kakux ciy4asax AOKYMEHT [0/KeH COZepKaTb NPUJIOXKeHUA?

4. lloyeMy PEKBU3UT «IOAMUCH» 06J1a/laeT 0COG0H IOPUAUIECKON CUI0N?

KpuTepuu ouneHuBaHus:

- 100 6a/10B - pU NMPAaBUJIBHOM M IOJHOM OTBETE Ha JiBa BONPOCA;

- 75..99 6anysoB - mMpu NPaBUJIBHOM U NOJHOM OTBeTe Ha OJWH U3 BONPOCOB M NPAaBUJIBHOM, HO He
MOJIHOMOTBETe Ha Jpyroil U3 BONPOCOB;

- 50...74 6a//10B - IpY NpaBUJIbHOM U HENIOJITHOM OTBeTe Ha JiBa BONPOCA WU IPAaBUJIbHOM U TOJHOM
OTBeTe TOJIbKO Ha OJMH U3 BONPOCOB;

- 25..49 6a10B - NpHU NPAaBHUJIBHOM M HENOJIHOM OTBETe TOJIbKO Ha OJMH M3 BOIIPOCOB;

- 0..24 6an/10B - MpU OTCYTCTBUU I
0..24]25..49]50...64

He 3a4TeHO

PaBHUJIbHbBIX OTBETOB Ha BOIIPOCHI.
65...74]75..99(99...100
3a4TeHO

KosinyecTBo 6a/1/10B

lkana OLl€HHWBaHHUA

5.2.2 OneHoOYHbIE CPEeACTBA IPU IPOMEKYTOYHOM aTTecTaliuu
dopMOH DpPOMEXYTOYHOH aTTecTAalUU SABJsSIEeTCHS 3a4eT, B IMpomecce KOTOPOro
onpefesaeTcicCPOPMUPOBAaHHOCTb 0003HAaYeHHOW B pabodell NporpaMMe KoMmeTeHLWH. HHCTpyMeHTOM
“3MepeHHUs CGOPMHUPOBAHHOCTHU KOMIIETEHIIUH ABJISIOTCS BbIIIOJHEHHbIE U 3a4TeHHbIe IPAaKTUYeCKHe PaboThl,
OTBeTbl HABONPOCHI BO BpeMsl Oolpoca IO TeMaM 3aHATHM, Bompockl Ha 3adeT. Ha 3adeTe o6yuvaromuics
OTBeYyaeT Ha OGUJIeT, B KOTOPOM cojepUTcs 2 Bonpoca. OneHka "3auTeH0" WJIK'He 3a4TeHO" BbICTABJISIETCS C
y4eTOM INPAaKTHUYECKHUX PabOT M OTBETA HAa BONPOCHI.

[IpuMepHBIN epedyeHb BONIPOCOB Ha 3a4eT:

1. Kakoit 6bl1a CTpyKTypa NPUKa30B U UX LITAaTHBIA cocTaB?

2. B yeM cocTos11M 06513aHHOCTH CJIY>KUJIbIX JIIOJell B paboTe ¢ AOKYMeHTaMu?

3. IlepeunciauTe BUABI [JOKYMEHTOB, B KOTOPBbIX (GUKCHUpOBaJach yNpaBjeHYecKas JAesTeJbHOCTb
Byupexzaenusax XVI-XVII Bs.

4. OxapakTepusyite dpopmyssap gokymenta XVI-XVII BB.

5. Onumyte 3Tanel 06pabOTKU JOKYMEHTOB B IpHKa3ax.

6. Uto Takoe cTtosibnoBas ¢opma JesionpousBoaAcTBa? KakuM 3aKOHOJATe/bHBIM aKTOM OHa
6bL1a3akpensieHa? HasoBuTe fgaTy ee OTMeHBI.

7. ChopMynupyiiTe 0CO6€HHOCTH NPUKA3HOTO e/ I0NPOU3BO/CTBA.

8. Kako# 6blJa CTPYKTypa KOJIJIETMH U COCTAB AOJI)KHOCTHBIX JIUL CTPYKTYPHBIX
noapa3sneneHuii?llepedyrucauTe UX OCHOBHBIE JJOJIXKHOCTHBIEe 065I3aHHOCTH.

9. HazoBuTe BuAbl fokyMeHTOB XVIII B. OxapakTepusyiiTe ux ¢popmyssp.

10. Kako#i cTasia opraHu3anus AeJoIpoU3BOCTBa MOC/ae U3aHuA 3aKkoHa 1775 r.?

Kpurtepuu oneHnBaHuA:

- 100 6a/710B - MpHU NPaBUJIBHOM U NOJHOM OTBeTe Ha JiBa BONPOCA;

- 75..99 6anjoB - NpU NpPaBUJBHOM U NOJHOM OTBeTe Ha OAWH U3 BONPOCOB M NPAaBUJIBHOM, HO He
MOJIHOMOTBETe Ha J|pyroil U3 BONPOCOB;

- 50...74 6a1/10B - IpY NpaBUJIbHOM U HEMOJIHOM OTBeTe Ha /iBa BONPOCa UJIH MPaBUJIbHOM U TOJHOM
OTBeTe TOJIbKO Ha OJJMH U3 BONPOCOB;

- 25..49 6a110B - NP NPABUJIBHOM M HENOJIHOM OTBeTe TOJIbKO Ha OJAMH U3 BOIIPOCOB;

- 0..24 6a/1/10B - NpPU OTCYTCTBUM I
0..24{25..49[50...64

He 3a4TeHO

PAaBUJIbBHBIX OTBETOB Ha BOIIPOCHI.
65..74]75..99]99...100
3a4YTEeHO

KoJsinyecTBO 6aJ1710B

[IIkasa oneHUBaHUSA

5.2.3. MeTOoaAUYECKHE MaTepHaJibl, ONPEAEISIIOUME NPOLEeAYPbl OeHUBAaHUA 3HAHUM,
yMEeHMIii, HABbIKOB U (WJIM) OnbITa AEeSTeJbHOCTH, XapaKTepu3ymuue 3tanbl GopMUPOBaAHUS
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KOMIIeTEeHIIUI

1. TekyuMi KOHTPOJIb YCIIeBAaeMOCTH 06y4aloIUXCs, OCYIeCTBJISIETCH B CJeAyIolleM MopsAAKe: B KOHIle
3aBepIIeHUs] OCBOEHHS COOTBETCTBYIOLIeM TeMbl OOydYamwInuecs, IO pPaCHOpsHKEHHUIO IeJarorudyecKkoro
paboTHUKA, yOUPAIOT BCe JIMYHbIE BEIlH, 3JIEKTPOHHBIE CPE/ICTBA CBA3U U NeYaTHble UCTOYHUKH MHPOPMaIHH.

Jl1s MOArOTOBKM OTBETOB Ha BOMPOCHI OOydaroldecs HCMNOJb3YIOT YUCTBIA JMCT G6yMaru Jwo60ro
pasMepa U pyuyky. Ha snucre 6ymaru obydaromuecs yKasblBalOT CBOM GaMHJHIO, WUMfA, OTYeCTBO (IIpH
HaJIMYMH ), HOMep y4e6HOM Irpynnbl U JaTy NPOBeJeHHs TEeKYIero KOHTPOJIsl yCIIeBaeMOCTH.

Hay4dHo-nmesaroruyeckuid paGOTHUK YCTHO 3aZiaeT JiBa BOIIPOCA, KOTOpble OOy4aloLIUHCA MOXeT
3anucaTh Ha NOATOTOBJIEHHBIN A1 OTBETA JIUCT GyMaru.

B TeueHHe yCTAHOBJIEHHOTO HAayYHO-TIEJarorniecKuM paGOTHHKOM BpeMeHH 06ydalouirecsi MIMCbMEHHO
bopMynMpyIOT OTBeTbl Ha 3aZaHHble Bompockl. [lo HCTe4yeHUM YKa3aHHOTO BpeMeHH JIMCThl OGyMaru c
MOArOTOBJEHHBIMU OTBETaMH oOOyyawlidecs IepefalT HAay4YHO-NeJarornieckoMy pabGOTHHUKY  JJId
MoCJIeAyIOLero OLleHUBaHUS pe3ybTaTOB TEKYILero KOHTPOJIsI yClleBaeMOCTH.

[Ipy mnoAroToBke OTBETOB Ha BONPOCH OOYYAWIMMCH 3alpeljaeTcsd HCIOJb30BaHHE JIHOOBIX
3JIEKTPOHHBIX M I€YaTHBIX HMCTOYHHMKOB HMHpopManuu. B ciydyae oGHapyXeHHs HaAy4HO-IIeJAaroruyecKuM
paboTHUKOM ¢aKTa HCIO0JIb30BaHUA 00y4yalolLMMcs NpPHU MOJATOTOBKE OTBETOB Ha BOIPOCHI YKa3aHHbIe
HCTOYHHUKHU UHPOpPMAIMHK — OLleHKa Pe3yJIbTaTOB TEKYILero KOHTPOJIA cooTBeTCTBYeT 0 6a/IJI0OB M Ha3HAYaeTCs
JaTa IOBTOPHOI'O NIPOX0X/JEeHUs TEeKyLero KOHTPOJIS yClleBaeMOCTH.

Tekylw M KOHTPOJIb yCIIeBaeMOCTH 06y4alolMXCs 110 pe3y/AbTaTaM BbINIOJHEeHUs 1abopaTOPHBIX U (UIH)
NpaKTHYeCKUX paboT ocyumecTBiasgeTrcd B ¢opMe OTYeTa, KOTOPbIH INpeAoCTaBJAETCS Hay4dHO-
neJjaroruiieckoMy paGoOTHUKY Ha OyMaXHOM U (WJM) 3JEeKTPOHHOM HocuTesie. Hay4yHo-meaarorudeckui
paboOTHUK, Mocje NpPOBeAeHHUs] OLeHOYHBbIX MNpOLeJyp, MMeeT NpaBO BEpHYTb O0Oy4awolleMycsl OT4YeT AJis
nocjeAyoued KOppeKTUPOBKYU C YKa3aHUeM IepeyHsi HecooTBeTCTBUM. O6yyaruiica 0653aH yCTPaHUTD Bce
yKa3aHHble HeCOOTBETCTBUSI M HaNpaBUTb OTYeT HAy4YHO-NeJaroru4yeckoMy pabGOTHUKY B CpPOK, He
MpeBbIIIAIOLNN TpeX Yy4eOHbIX JHEeH, cle[yI0lIuX 3a JJHEM NIPOBeIeHUs TeKyIero KOHTPOJIs yClleBaeMOCTH.

Pe3ysibTaThl TeKyllero KOHTPOJA JOBOJSATCA [0 CBeJleHUs OOYy4YaroIUXCA B TedeHHe TpeX y4eOHBIX
JHeH, clelyIoUMX 3a JHEM IIPOBeleHUs TeKyIlero KOHTPOJIA yCIeBaeMOCTH.

O6yuarouiyecsi, KOTOpble He MPOLLJIM TEKYLUH KOHTPOJIb YCIIEBAEMOCTH B YCTAHOBJIEHHBIE CPOKH,
00s13aHbl NPOWTH ero B CPOK [0 HauyajJa MNpolefypbl NPOMEXYTOYHOH aTTecTalMu MO JUCHHUIJIMHE B
COOTBETCTBHHM C paclicaHUeM NPOMeXXyTOYHOU aTTecTaluHu.

Pe3ysibTaTbl NpOX0XkAeHUs NPOLeAyp TeKylLlero KOHTPOJisl yclleBaeMOCTH 06y4alolUXCcsl YYUThIBAOTCS
IIpY OLleHUBAHMUU Pe3yJIbTATOB IIPOMEXYTOUYHON aTTECTALUN 00y4aloLIXCH.

2. [lpomexxyTo4yHass aTTecTalys OO6Y4YalOIMXCAd IPOBOAUTCA TIOCJe 3aBeplieHHs Oo6ydyeHUs IO
AUCOUIIJINHE B CEMeCTpe B COOTBETCTBHHU C KaJIeHJApHBIM y4YeOHBIM rpaduKoM U pacHUCaHUEM
NMpOMeXKyTOYHOH aTTeCcTalHH.

Jl1s ycnelmHoro MpoOXOXJAeHHUsI NpoleAypbl NPOMeXYyTOYHOH aTTecTalMM MO JUCLHUIJIUHE
obyuarouiyecs JOJKHBI:

1. MOJIyYUTB NMOJIOXKUTEbHbIe Pe3yJbTaThl 110 BCeM NpeAyCMOTPeHHbIM paboyel nporpaMmoi ¢opmam
TeKyIlero KOHTPOJISl yCeBaeMOCTH;

2. IOJIyYUTh IOJIOXKUTEJIbHble pe3y/JbTaTbl aTTeCTALMOHHOTO UCIBbITAaHUA.

JU1 ycrenrtHoro mpoOXOXKAEHHUs aTTeCTALlMOHHOTO HCIBITAHHUS OOy4amINUKCcAd B TedeHHe BpeMeHH,
YCTaHOBJIEHHOI'0 Hay4YHO-NeJlaroriyecKUM paGOTHHUKOM, OCYIeCTBJIsIeT NOATOTOBKY OTBETOB Ha JiBa BOINPOCa,
BBIOPaHHBIX B CIY4YaWHOM NOpSJKeE.

Jlns1 NOArOTOBKH OTBETOB MUCMOJIb3YeTCsI YUCThIHM JIUCT 6yMaru U pydka.

Ha sucre 6ymMaru oGyvamwlyecs ykKasblBalOT CBOM (GaMHJIMIO, UMS, OTYECTBO (IIPU HAJHWYHUH), HOMEDP
y4eGHOU IpyNnel ¥ JaTy IPOBeJeHUs aTTeCTAMOHHOI0 UCIIbITAHHUS.

[Ipy moAroToBKe OTBETOB HA BONPOCH OOYYAMIMMCH 3alpeljaeTcs HCIOJb30BaHHE JIHOOBIX
3JIEKTPOHHBIX U NeYaTHBIX HCTOYHUKOB MHGOpPMaL U H.

[Io ucTeyeHUM yKa3aHHOI'O BpeMeHH, JIMCTHI C NOArOTOBJEHHbBIMU OTBEeTaM Ha BOIPOCHI 06yvaroluecs
nepefjlaloT HAy4YHO-NeAarorudyeckomMy pabGOTHHUKYy A/l NOCJe[yHOLero OLieHWBaHUSA pe3y1bTaTOB
MPOMeXKyTOYHOM aTTeCTalHHu.

B ciydyae oGHapyKeHHs] HAy4YHO-NEeJAaroru4eckuM paboTHHKOM (aKTa HCIOJIb30BAaHUSA 00y4aloLIMMCs
IpU TOJArOTOBKE OTBETOB HA BONPOCHI yKa3aHHble HCTOYHUKM HHPOpMALMM - OLeHKa pe3yJbTaToB
NMpOMeXYTOYHOH aTTecTauuu cooTBeTcTByeT 0 6a//IoB M Ha3HauyaeTcsa JaTa MOBTOPHOrO MHPOXO0XKJeHHUs
aTTeCTalMOHHOI0 HUCIbITAHHUS.

Pe3ysbTaThl IPOMEXKYTOYHOHN aTTecTauuu obyvarmuxcs pa3menjarotcs B IUOC KyaI'TY.

Tekyw Uil KOHTpPOJIb yClleBaeMOCTH U IPOMEXYTO4YHasd aTTecTalus OoOydyaloUlUXcsl MOTYT OBbITh
opraHusoBaHbl c ucnoJsb3oBaHueM JUOC KysI'TY, mopsisok v ¢OpMbl NpPOBEJEHUS TEKYLIEro KOHTPOJIA

yCIeBaeMOCTH U IPOMEKYTOYHOM aTTeCTmmn'm»Im ﬂm I"OM He MeHSeTCs.
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6 YueGHO-MeTOoAUYECKOEe obecnedyeHue

6.1 OcHOBHas JMTepaTypa

1. MapTtbiHOBa, E. B. lokymeHnToBegenue / E. B. MapTeiHOBa. - KemepoBo : KemepoBckui
rocyiapcTBeHHBbIH yHUBepcUTeT KyaAbTyphl U uckyccTB (KemI'YKH), 2009. - 108 c. - URL:
http://biblioclub.ru/index.php?page=book red&id=227741 (nata o6pauienus: 05.06.2022). - Tekcr :
3JIEKTPOHHBIMN.

2. Kynses, H. H. JlokymentoBenenue / H. H. Kynuses, /[I. H. Ypanos, A. I'. ®a6puynoB. - MockBa :
Jloroc,2011. - 356 c. - ISBN 9785987043298. - URL:
http://biblioclub.ru/index.php?page=book red&id=84880 (naTa obpamenus: 05.06.2022). - TekcT :
3JIEKTPOHHBIH.

3. KupcanoBa, M. B. Kypc gesnonpousBoacTBa: JloKyMeHTAaLMOHHOe ob6ecliedeHHe YIpaBjeHHUs
y4yebHOe nocobue sl CTYAEHTOB By30B, 00y4yaloLUXCcs N0 crneluasbHOCTH "MeHemxkmeHT" / M. B. KupcaHoga,
10. M. AkceHoB; HoBocu6. roc. yH-T 3KOHOMHUKHU U yIIpaBJeHUs. — 6-e U3J., uclp. u gon. - Mocksa : UHOPA-M,

2013. - 256 c. - (Bbicuiee o6pazoBanue : bakanaBpuar). - TeKCT : HemocpeCTBEHHbIH.
6.2 /lonosIHUTE/IbHAA JUTepaTypa

1. Pazgopoxnbliif, A. A. loKyMeHTUpOBaHUe yIIpaBJeHUYeCKON eI TeJIbHOCTH : yuyeb. mocobue il By30B
/ A. A. PaspgopoxHbiii. - M. : UH®PA-M, 2007. - 304 c. - (Briciuee o6pa3oBaHue). - TekcT :
HenocpeJ CTBeHHBIH.

2. llenpminy, H. B. JlokymeHnTOo0GOpOT B cdepe aBTOonepeBo3ok / H. B. [lenbmnH, H. 3anykaesa, A. A.
I'ycbkoB ; TaMGOBCKUM rocyiapCTBEHHBIA TEXHUYECKUN YHUBepcUTET. — TaM60B : TaM6OBCKUH
rocyfiapcTBeHHbI TexHUuyeckuit yHusepcurtet (TITY), 2013. - 84 c. - URL:
http://biblioclub.ru/index.php?page=book red&id=277952 (gara o6pauienusi: 05.06.2022). - Tekcr :
3JIEKTPOHHBIHN.

6.3 MeToau4ecKasa jiuTepaTtypa

1. /lokyMeHTOO60OPOT U [IeJIONPOU3BOACTBO : MeTOJMYECKHEe YKa3aHUs K MPAaKTUYECKUM 3aHATHUAM U
CaMoOCTOSITe/JIbHOM paboTe JJs cTyAeHTOB HanpasseHus 23.03.01 «TexHoJsOTUS TPAHCMOPTHBIX MPOLECCOBY,
npoouau 23.03.01.01 «OpraHusanys NepeBO30K U ynpaBjeHHe Ha aBTOMOGUJIBHOM TpaHcnopTe», 23.03.01.02
«OpraHusanus 1 6e3onacHocTb JBHxkeHUs», 23.03.01.03 «TpaHcnopTHas JIOTUCTHKA», Bcex GopM obyyeHUs /
OI'BOY BO «Kyas6ac. roc. TexH. yH-T uM. T. @. l'op6ayeBa», Kad. aBToM06. nepeBo3ok ; coct. H. A. CTeHuHa. —
KemepoBo : KysI'TY, 2017. - 190 c. - URL: http://library.kuzstu.ru/meto.php?n=8784 (mara oGpameHus:
08.06.2022). - TeKCT : 3/1eKTPOHHBIH.

6.4 l'[pocl)eccnonaﬂbﬂme 6a3bl AAHHBIX U I/IH(l)OpMaI.lPIOHHLIe CIIpPABOYHbIE€ CUCTEMBbI

1. JsieKTpoHHast GUGIMOTEeUHAs CUCTEMA «YHUBEPCUTETCKasi 6MbanoTeKa oHaaiH» http://biblioclub.ru/
2. dneKTpoHHas 6ubaMoTeyHas cucteMa «J/laHb» http://e.lanbook.com
3. . dneKTpoHHAaA 6u6GIHUO
TeKa Kysl'TVY
https://elib.kuzstu.ru/index.php?option=com content&view=article&id=230&Itemid=229
4. CnpaBouHas npaBoBas cucteMa «KoncynbranTllitoc» http://www.consultant.ru/
5. . HayuHasn 3N1eKTpPpOHHAH 6ubarMoTeEeKaA
eLIBRARY.RU
https://elibrary.ru/projects/subscription/rus titles open.asp?

6.5 IlepuoauyecKie U3JaHUSA

1. le1onpou3BOACTBO : HHPOPMALMOHHO-IPAKTUYECKUH KypHaJ (eyaTHbIH)

2. MHpopManMOHHBIE CUCTEMBI U TEXHOJIOTHH : HAYYHO-TEXHUYECKUH KypHaJ (3/1eKTPOHHBIN)
https://elibrary.ru/contents.asp?titleid=28336

3. Mup TpaHcnopTa : )KypHaJ (le4aTHbIN)

7 llepeyeHb pecypcoB MHPOPMALUOHHO-TEJIEKOMMYHUKAIlMOHHON ceTu «MHTepHeT»

9HOC KysI'TY:

a) dsaekTpoHHas 6ubarnoTeka Kysll i // HayuHo-TexHU4YecKas 6UbIn0oTEKA
Kys6acckoro rocyiapcTBeHHOTO TeXHUYE ﬂﬂfm ®. l'opb6auena : caiT. - Kemeposo, 2001
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http://biblioclub.ru/index.php?page=book_red&id=227741
http://biblioclub.ru/index.php?page=book_red&id=84880
http://biblioclub.ru/index.php?page=book_red&id=277952
http://library.kuzstu.ru/meto.php?n=8784
http://biblioclub.ru/
http://e.lanbook.com/
https://elib.kuzstu.ru/index.php?option=com_content&view=article&id=230&Itemid=229
http://www.consultant.ru/
https://elibrary.ru/projects/subscription/rus_titles_open.asp
https://elibrary.ru/contents.asp?titleid=28336
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- .- URL: https://elib.kuzstu.ru/. - TeKcT: 3/1eKTPOHHBIH.

b) Moprtan.KysI'TY : ABromatusupoBanHasi HHpopmanmnoHHas Cucrema (AUC) : [caitt] / Kys6acckuit
rocyJJapCTBeHHbIM TexHU4Yeckuil yHuBepcuteT UM. T. @. TopbaueBa. - Kemepomo : KysI'TY, [6. r.]. - URL:
https://portal.kuzstu.ru/. - Pexxum foctyna: Ajs1 aBTOpHU3. noJib30BaTesieil. — TeKCT: 3JIeKTPOHHBIMN.

c) dnekTpoHHOe oOy4yeHue : [caiiT] / Kysbacckuil rocyfapcTBeHHbId TeXHUYECKUH yHUBepcuTeT uM. T.
®. TopbauyeBa. - KemepoBo : KyaI'TY, [6. r.]. - URL: https://elkuzsturu/. - Pexxum pocrtyna: Jjs aBTOpH3.
nosb3oBaTesnell KysI'TY. - TekcT: 3/1eKTpOHHBIH.

8 MeToau4YecKHe YyKa3aHUS JJsA OOGYYAWIIUXCA MO OCBOEHHIO JAMCIMNJJUHBI
"JIOKyMEeHTOOGOPOT U AeJIONPOU3BOACTBO"

CamocTosiTe/IbHAsi paboTa 00Y4YaIOIIEr0Cs ABJSETCS YacThIO ero y4eOHOU AesTeJbHOCTH, 06 bEMbI
CaMOCTOSITE/IbHON paGoThl N0 AUCLHUILJIMHE YCTAHABJIMBAKOTCA B y4eOHOM IVIaHE.

CaMocTosiTesibHasi paboTa N0 AUCLHUIIJIMHE OPTaHU3YETCs CJIEAYIOIIUM 06pa3oM:

1. /lo Havya/1a OCBOEHMS JUCLUILIMHBI 06y4YaroleMycsi HEOOX0AUMO 03HAKOMUThCS C COJlep’KaHUueM
paboyeil nporpaMMbl JUCHUIIMHEI B CJIeAYIOIIEM ITOPSAKE:

1.1 copepkaHue 3HaHUH, YMEHHUH, HABBIKOB U (MJ/IM) ONbITa NPOPECCUOHAIBbHOMN AeATebHOCTH,
KOTOpBIE OYAYT CPOPMHUPOBAHBI B IPOLIECCE OCBOEHHUS JUCLHUIINHBIL;

1.2 coneprkaHue KOHCIEKTOB JIEKIIUH, pa3MelleHHbIX B 3JIEKTPOHHOU HHopMalnoHHou cpene Ky3['TY
B NOPsi/IKE OCBOEHHUS AUCLHUIIJIMHBI, YKa3aHHOM B pabo4el nporpaMMe AUCLUILIMHBL;

1.3 cozep>kaHye OCHOBHOH U JI0NOJIHUTE/IbHOM JINTEPATYPHI.

2. B nepuos ocBoeHHA AUCHUIIIMHBI 00Y4YaOLUICA OCYLeCTBJISIET CAMOCTOATE/bHYIO paboTy B
c/leiyIoIeM MopsifKe:

2.1 BbINOJIHEHWE NPAKTUYECKUX U (UJIM) JIaGOPaTOPHBIX PaboThI U (MJIM) OTYETOB B MOPsIJKE,
YCTAaHOBJIEHHOM B paboyel mporpaMMe JUCLUILJIUHBI;

2.2 NoAroTOBKa K ompocaM U (MJIM) TECTUPOBAHHUIO B COOTBETCTBHUM C MOPSAKOM, YCTAHOBJEHHOM B
paboyeil mporpamMMe JUCLUIIIUHBL;

2.3 moAroToBKa K MPOMEXYTOYHOM aTTeCTAallMd B COOTBETCTBUU C MOPSAKOM, YCTAHOBJIEHHOM B
paboyeil mporpaMMe AU CLHUILJINHBIL.

B ciyyae 3aTpyAHeHWH, BO3HUKUIMX IPU BBIIIOJHEHHHU CAaMOCTOSTEJIBbHOH DabOThI, 00y4YarolieMycs
Heo6X0ZMMO O6paTUTBhCA 3a KOHCyJbTallMeld K IMeJaroruyeckoMy pab6oTHHUKY. Ileproasl mnpoBejeHUs
KOHCYJIbTALlMH YCTaHABJIMBAIOTCS B PACIIMCAHUU KOHCYJIbTALUH.

9 IlepeyeHb UHPOPMANHUOHHBIX TEXHOJIOTHUH, HCHOJIb3ye€eMbIX NPH OCYHIeCTBJIEHUH
o6Gpa3oBaTeJIbHOTO Npolecca No JUcCHUIUInHe "/IoOKyMeHTOOGOPOT U Ae/IONPOU3BOACTBO", BK/IIOYAsI
nepevyeHb MPOrPaMMHOro o6ecrneYyeHusi U MTHPOPMAIUOHHBIX CHIPaBOYHbIX CHCTEM

Jlns U3y4deHUs JUCIUIIJIMHBI MOXKET HCI0Jb30BaThCA CIEAYI0Iee MPOrpaMMHoOe o6ecredyeHue:
1. Libre Office

2. Mozilla Firefox

3. Microsoft Windows

4. ESET NOD32 Smart Security Business Edition

10 OnucaHue MaTepHua/IbHO-TEXHUYECKOM 6a3bl, HEO6X0AUMOM AJIs1 OCyLleCTB/IEHUA
oGpa3oBaTe/JIbHOTO NMpouecca no AUcCHMUIUIMHEe "/JOKyMeHTO0GOpOT U JAe/IONPOU3BOJCTBO"

Jlnst peany3sanuy nporpaMMbl y4eGHON AUCHUIIINHEI TPeyCMOTPEHBI ClieljhalbHble TIOMEeIeHUS:

1. lloMereHUs /11 CaMOCTOSITEJIbHOW pPaboThl 0GYYAIOUMXCS JIODKHBI OCHAIlleHHble KOMIIbIOTEPHOU
TEXHUKOU C BO3MOXXHOCTBbI MOJAKJIKYEHUS K ceTH HHTepHeT U obGecliedyeHHEM JOCTyna K 3JIEKTPOHHOU
nH}OpPMaLMOHHO-06pa3oBaTebHOU cpefie OpraHu3anuu.

2. YyebGHble ayAUTOPUHU AJIs MPOBEJleHUs] 3aHATHH JIEKILIMOHHOTO THIIA, 3aHSITUH CEMHUHApCKOro THIMA,
KypPCOBOT'0 MPOEKTHUPOBaHUs (BBIMOJHEHUS KYPCOBBIX paboT), TPYINOBLIX U NWHAUBUAYAJIbHBIX KOHCYJIbTALUH,
TeKYILEero KOHTPOJISL ¥ MPOMEKYTOUYHON aTTeCTALHH.

11 HiHble cBeJeHUs U (MIKN) MaTepUaIbl

1. O6pasoBaTe/bHBIM NPOLECC OCYIECTBJSETCH C UCNOJb30BaHUEM KaK TPAJUIMOHHBIX TaK U
COBpPEMEHHbIX UHTEPAKTUBHBIX TEXHOJIOTHM.

B paMKax ay U TOPHBIX 3aHATHH NPUMEHSIOTCS C/IeAYIOLIMe UHTEPAKTUBHBIE METO/bI:

- pa360p KOHKPETHBIX IPUMEPOB;

- MyJ'IbTHMe,Z[PIﬁHaH npe3eHTanusd.
2. HpOBeﬂeHHe FPpYNINoOBBIX U HWH/J Ui ocCyuiecTtBdeTcd B COOTBETCTBHUU C

1651295094
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pacnnucaHueM KOHCyJ’leaL{HfI 1o TeMaM, 3adBJIEHHbIM B pa6oqeﬁ nporpamMmme AWCHUIIJIMHBI, B IEpHUOL
OCBOEHHWA OJUCLHUUIIJIMHBI U TIepe] npomemyTquoﬁ aTTECTa]_[I/Ief;I C y4eTOM pe3yJIbTAaTOB TEKYyLUero KOHTPOJIA.
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