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1 IlepeyeHb NMJIAHHPYEMBIX Pe3yJIbTATOB OGYYeHUs MO AUCHMILUIMHE "/JOKYMEHTO00GOpOT M
AeJIONPOU3BOJACTBO", COOTHECEHHBIX C IVIAHUPYEMBIMH pe3yJIbTaTaMH OCBOE€HHsI 06pa30BaTe/IbHOM
MpOorpaMmsl

OcBoeHMe JUCHUIJIMHBI HAallpaBJieHOo Ha GOpMUpOBaHUe:

npodeccuoHaJbHbIX KOMIETEHLIUM:

[MK-7 - Cnoco6eH ocCylecTBJASATh KOONepalHWl C KoJjJeraMu mno pa6oTe B KOJIJIEKTHUBE,

COBepIIeHCTBOBATb JOKYMEHTO060pOT B cdepe MIaHUPOBAHUS U yIpaBJeHUs NMpoLeccaMu NepeBO30K

IrPy30B U NMaccaXupoB

Pe3yabTaThl 06y4YeHHss NO AMCOUIUIMHE ONpejessaloTcsd HWHAMKATOPAaMHM AOCTHXKEHUs
KOMIIeTeHIIU I
HNHaukaTop(bl) AOCTIKEHUST:

[IpumeHeHre PopM U cofepKaHUS YNpaBJIeHYECKHUX JOKYMEHTOB, CUCTEM JOKyMEeHTAlUH, BKJIOYas
CUCTEMY CIPaBOYHO-UHPOPMALMOHHON [JOKYMEHTALUU C KOpPPECHOHJEeHIMeNd, a Takxke obecrnedyeHue
JABHXKEHUS JOKYMEeHTOB B OpraHU3aLuH.

Pe3ybTaThl 060y4eHU N0 AUCHHUIIIMHE:

3HaThb:

- CII0CcO6BI acylleCTBIEHUs KOOllepalMu C KOJIJIKFaMU 110 paboTe B KOJIJIEKTUBE

- CIIoco6bI COBEPIIEHCTBOBAHUSA JJOYyMeHT0060poTaB cepe MIaHUPOBAHUA U YIIPABJIEeHUSA NPOLecCaMu
IepeBO30K IPy30B M MACCAXKUPOB

Ymeer:

- OCYLIecTBJISATh KOONepalulo ¢ KoJJjeramMy no paboTe B KoJIJleKTUBe, COBEPLIEHCTBOBATH
JOKYMeHTO060pOoT B cpepe NIaHUPOBAHUSA U yIIpaBJeHUs IPoLiecCaMU IepeBO30K I'PY30B U MacCaKUPOB

Bnageer:

- cnoco6aMH acylecTBJIEeHUsA KOONepal U C KOJJIKIaMHU 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
6akajiaBpuaTa

JlJ1s1 0CBOEHMSI UCLUIIMHBI HEOOXOAUMBI 3HAHUS YMEHHs], HAaBbIKK U (MJIM) ONBIT NpodecCHOHATbHON
JlesiTeJIbHOCTH, TOJy4eHHble B paMKax HW3y4YeHUs CJAeAYIOUMX JUCHUIIMH: MHOCTpaHHBIH A3BIK,
HudopmaTtuka, OcHOBBI pa6oThbl B 0QUCHBIX NMPUI0KeHUAX, OpraHu3sanus KoMMep4yeckoi paboThl.

OcHOBHas LieJIb OCBOEHHUS JUCLUIVIMHBI «/lOKyMEeHTOO60POT U [1eJIONPOU3BOJICTBO» — U3ydeHHe GOPMBI
U coJep)KaHUs yIpaBJeHYeCKUX [JOKYMEHTOB, CHUCTeM JOKYMeHTallu{, BKJIOYasi CHCTeMy CIpPaBOYHO-
WHPOPMALMOHHON [JOKyMEHTAaLlMM C KOPPECHOHJEeHLMEH, a TakKKe H3yYeHHEe [BWIKEHUS [JOKYMEHTOB B
OpraHHU3anuu.

3 06beM AUCHUMIIMHBI "/JOKYyMEeHTOOGOPOT M JAe/IONPOU3BOACTBO" B 3a4eTHBIX eJMHULAX C
yKa3aHUEeM KoOJIMYeCTBa aKaJeMHYeCKHX YacCcOoB, BblJE/JI€eHHbIX Ha KOHTAKTHYI pa6GoTy
o6ydyawIuxcsa C npemnojaBaTresieM (0 BHJAaM 3aHSATHII) M Ha CaMOCTOATEJbHYI0 paGoTy
0Gy4JaoImnuXxcs

061as TpyA0eMKOCTb JUCHUIIINHEBI "/lOKYMEHTO060POT U JIeJIONPOU3BOACTBO" COCTABJISIET 4 3a4eTHBIX
eauHUIbI, 144 4Jaca.

KosimyecTBO 4yacoB
odp 39|03

dopma 06yuyeHUs

Kypc 3/CemecTp 6

Bcero yacos 144

KoHTakTHasa pa6oTa 06y4alwiuxca Cc npenojasaTteseM (1o BUAaM y4eGHbIX
3aHATUH):

AynuTtopHas pa6oTta

Jlekyum 4
JlabopaTopHbi e 3aHATUA
[ pakTuyeckue 3aHaTus 10




dopmMa 06ydeHus

KosinyecTBO 4acoB

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

4 CopeprkaHMe AUCHUIUIMHBI "JlOKyMEHTOOGOPOT U JeJI0NPOU3BOACTBO", CTPYKTypHUPOBaHHOE IO

pa3szenam (Temam)

4.1. JleKIIMOHHbIE 3aHATUA

HamumMeHoBaHMe paboThl

TpynoeMKoCTb B yacax

2. 3aKoHO/aTe/lbHOE U HOPMAaTUBHOE peryJjupoBaHHe JOKYMEHTUPOBaHHUSA U
opraHusaunuy paboTel ¢ AoKyMeHTaMH B Poccuiickod ®epepaunu. Brank
JOKyMeHTa.

2.1 HanpaByeHUsI pa3sBUTHUA 3aKOHOAATEJbHOTO peryJjHpoBaHUA
JIOKyMEeHTUPOBaHUs yIpaBJeH4YeCKOHN JesaTelbHOCTH.

2.2 CtaHgapTHU3anys U yHUPUKaALMs JOKYMEHTOB.

2.3 TocypapcTBeHHOe peryJavMpoBaHHe NPOLLEeCCOB OpraHU3aluH paboThl C
JOKyMeHTaMH.

2.4 HopMaTuBHO-MeTOAUYeCKHE JOKYMEHThI MeX0TPacaeBoro AelCcTBHUS.
2.5 PerslaMmeHTaln s COXpaHHOCTH JJOKYMEHTOB.

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

2.7 lloHsTHE «6JIaHK JOKYMEHTa».

2.8 Buabpl 6JIaHKOB, NPHUMEHSIEMBIX B COBPEMEHHOM yIpaBJIeHYECKOH
NpaKTHKe. BIaHKH CYTJIOBBIM U MPO/I0JIbHBIM Paclo/I0KeHueM PeKBU3UTOB.
2.9 CoctaB W NOPsAJOK pACIOJOXKEHHUS] PEKBU3UTOB pPA3/JIUYHBIX BH/OB
6J1aHKOB. biianku ¢ uzo6paxeHueM ['ocyapcTBeHHoro repb6a Poccuiickoi
Penepanuu u repba cyorekradesepanuu.

2.10 Oco6enHocTu odpopMJieHHUs] GJIAaHKOB OpraHU3anyil pasjuyHbIix Gopm
COGCTBEHHOCTH.

2.113akoHofaTe/IbHOE peryJMpoBaHHe OTBETCTBEHHOCTH 3a CO3JaHue
odunrasbHOTO 6JIaHKA

0o 30 039
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1. Uctopusa OTedyeCcTBEHHOTO /JeJIONPOU3BOACTBA. /leslonpou3BOACTBO B
yudpexJeHUusax JopeBoJLHUOHHOW Poccuu. J[enonpousBojCTBO B
CoBeTckyto anoxy. (1917-1991 rr.).
1.1 dopmupoBaHHUe CUCTeMbl NPUKA3HOTO JesonpousBosacTBa B XVI-XVII
BB.
1.2 OpraHusanusi KoJuiexckoro gesionpousBogctBa B XVIII B. PasBurtue
AenonpoussoacTsa BXIX - Hayane XX B.
1.3/les1onpOXU3BOACTBO B IEpPBBIe I'OJibl COBETCKOM BJIACTH.
1.4 iByxkenue 3a HOT u ero BiaussHUe Ha GOpPMUpPOBaHUE CUCTEMBI
JAeJIONPOU3BO/CTBA.
1.5 JlenonpousBoactso B 1930-1940-err.
1.6 JlenonpousBoactso B 1950-1960-e rr.
1.7 JenonpousBozctBo B 1970-1980-e rr
1




3. JlokyMeHTUpOBaHHE OpraHU3alMOHHOU AesATeJbHOCTH.
JlokKkyMeHTUpOBaHHUE pacnopsAajuTeJlbHOH
JlesiTeJIbHOCTH.JJOKyMeHTUPOBaHUe HHPOPMaIMOHHOH J1esITE/IbHOCTH.

3.1 OpraHusalMOHHbIE JOKYMEHTBI, ONpeJie/leHHble 3aKOHOJAaTeJlbCTBOM
P®. CocTaB OpraHU3allMOHHBIX JAOKYMEHTOB, BKJIIOYEHHBIX B
YHubUIIMPOBaHHYIO CUCTEMY OpraHU3alMOHHO-PaCcNoOPAAUTEIbHON
JOKyMeHTalL UHU. HasHaueHue pPa3JUYHBIX BU/J 0B
OpraHU3alMOHHBIXAOKYMEeHTOB. Tpe6GoBaHUA K COCTABJEHUID U
obpOopMJIEHHI0O OpPraHU3ALUOHHBIX JOKYMEHTOB,MCIOJb3yeMbIX B
JesiTeJIbHOCTH cayx6b1 JJOY.

3.2 Posp U 3HayeHUe pacnopssjUTeJbHON JOKYMeHTaLUHU B
JOKYMEHTUPOBAaHUM YyIpaBJeHYeCKOW JedAaTesbHocTH. CocTaB
pacnopsiiuTebHbIX JOKYMeHTOB. HopMaTHBHbIe UNIPaBOBble aKThl KaK BUJ,
pacnopsAuTe/bHbIX JOKYMEeHTOB deJiepa/lbHbIX OPraHOB HCIOJHUTEJbHOU
BJacTH. [Ipukas Kak OCHOBHOW JOKYMEeHT, HCNOJb3yeMbIH [Jd
JOKYMEHTHUPOBAaHUs €JMHOHA4YaJIbHON pacnopsAAguTe/IbHON AedaTeJbHOCTH.
[IpaBusa cocTaBJeHUss HODOPMJEHHS MNPHUKA30B IO OCHOBHOM
JesITeJIbHOCTH OpraHusalMu. PasHoBHAHOCTH pacnopsokeHuH. [IpaBuiia
cocTaBJieHUsT W odopMJeHUS pacnopsiKeHMU. Boimucka wus
pacnopsiUTe/bHOIO JOKYMEHTA, NOpsAoK ee odpopmMieHus. l0puaryeckas
CHJla pacrnopsaUTelbHbIX JOKYMEHTOB.

3.3 Posp ¥ 3HayeHHe HUHPOPMALUOHHO-CIIPABOYHBIX JOKYMEHTOB B
yIpaBJIeHYECKOH JesaTeJbHOCTH. Hx cocrtaB. CiyxebHasg mnepenucka.
[lucpbMoO, Kak OCHOBHOW BHJ, JOKyMeHTa JJs OCyLecTBJEeHUs
KOMMyHMKauui. BHyTpeHHAA nepenucka opraHusaunui. /JlokiaajHble
3alUCKU,CIpaBKU, npaBuja ux odopmieHus. Ilepenucka c
HCII0JIb30BaHUEM CPe/CTB 3J1eKTPOCBSA3HU (TeserpaMMsbl, TejlepOHOIrpaMMBbl,
¢daxkcol). AKT Kak BU/J HHGOPMALMOHHO-CIIPABOYHOI0 I0KYMEHTa.

0,5

4. [JloKyMeHTHpOBaHHUEe [AesATeJbHOCTH KOJJeruajbHbIX OPraHOB.
OpraHusanus cayx6bl pgesonpousBogctBa ([A0Y). OpraHusanpus
JLOKYMEeHTO0060pOoTAa.

4.1 Posp ¥ 3HayeHHe NPOTOKOJA B JAOKYMEHTHPOBAHUU yIpaBJeHYEeCKOU
JesATeJbHOCTU. Pa3HOBUAHOCTH HNpPOTOKOJIOB. Tpe6oBaHHUA K HX
cocTaBjJeHUI0O U odopMJeHHUI0. 3aKoHoJaTesJbHas perjaMeHTal U
cofiep>kaHusl U 0pOpPMJIeHUsA OTAeJNbHbIX BHUJOB NPOTOKOJOB. BriMKcka U3
NpoOTOKOJa, HopAAok ee odopmyaeHusa. JoKyMeHTHpPOBaHHUE
pacnopsUTeJbHOW [AesATeJbHOCTU KOJIJIerMaJbHbIX OpPraHOB.
IOpuaunveckas cuja NpOTOKOJA U BBIMUCKU M3 MPOTOKOJIOB pas-JIMYHBIX
BHU/IOB.

4.2 OpraHusanyoHHble GOPMBbI [JeJIONPOU3BOJCTBA. THIIOBblE 3aJa4yd U
dyuknun cayx6s1 JOY.JJOPKHOCTHOW M YHCJIEHHBIM cocTaB Cayk6b! J10Y.
HopMaTuBbl BpeMeHH Ha pab6oTel no JOY. [JoKyMeHTHI,
perjaMeHTHUpYylOIHe oOpraHudanuio cayx6er JJOY B KOHKpETHOM
y4YpexJeHNu.

4.3 TIoHATHUA «JAOKYMEHTOO6OpOT», «OpraHu3anus JOKYMEHTO0G0pOoTa».
O6mMe TMNPUHLUNBI HMeTOJHUYECKHE OCHOBBI OpraHHU3alL UM
JOKyMeHToo6opoTa. JIOKyMeHTONOTOKH. UX CTpyKTypa, HampaBJIeHHOCTb
ABUXXEeHUA, MapulmpyTbl. IJTalbl [JBUXeHUS [JOKYMEHTOB.
TexHoNOruA06paboTKH JAOKYMEHTOB, BXOASALUIUX B pas3Hble
JOKYMEHTONOTOKH. O6'beM JOKyMEeHTO060pOTayupeXJAeHus], ero BIHUsHUE
Ha oOpraHusanyi paboTbl C JOKyMeHTaMM. AHaJHU3J0KyMeHT0060poTa
opraHusanuu. VMcnosb3oBaHHe [JaHHBIX aHa/Iu3a AJisl COBepLIeHCTBOBAHUA
paGoThI C JIOKyMEeHTaMH.

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

HHPOopMaALMOHHOTO O6CayXuBaHUs. KOHTpoOJb HCHOJHEHHUS
JokyMeHTOB.OOpMUpOBaHUe W XpaHEHHE JJOKYMEHTOB B [IeJIONPOU3BOJCTBE.
HomeHnknaTypa ze.

5.1 Perucrpauus Kak cocTaBHas 4aCTb TEXHOJIOTMH JeJIONPOU3BOACTBA U
MHGOPMALIMOHHO-TIOUCKOBOH CHCTEMBI [0 JOKyMeHTaM HpeAlpUsTHS.
O61Ke NPpUHLMIIBI U NIpaBuJa perucrpanuu.HasHayeHre U OCHOBHbIE LieJIN
pervcrpanuy. XapaKTepPUCTHKA COBPEMEHHBIX PErucTpalMoOHHBIX (GOpM.
CocTaB peKBU3HWTOB PErMCTPALMOHHBIX GOPM M NpaBHJIA UX 3aNOJTHEHMUS.
[IpaBusia HMHAEKCHPOBAHUS [JOKYMEHTOB. B3anMoCBA3b perucrpanuu
JOKYMEHTOB COpraHu3anuded cnpaBOYHO-UHGOPMALUMOHHONW  pabOTHI.
[IpuHnunsl  ¢GopMHUpoBaHUSA HMHPOPMALMOHHO-NIOMCKOBBIX CHUCTEM B
YCIOBUAX TPAAUILMOHHOHN CUCTEMBI pabOThI C JOKYMEHTaMH.

5.2 3HayeHHe U OCHOBHbIE IPUHIMIBI OPraHU3alMd KOHTPOJIA 32 CPOKAMH
HCNOJIHEHUs [JOKYMEHTOB B alnapaTe ynpaBJeHHUsA. 3ajadd
JleJIONPOM3BO/ICTBEHHOH CJIY>KOGbI 10 KOHTPOJIIO HCIIOJIHEHUS JOKYMEHTOB.
CTaZiu¥ KOHTPOJIbHON JesATeNbHOCTH. CPOKHM HCIOJHEHHUS JOKYMEHTOB.
TunoBble U UHANBUYaJbHBIE CPOKU. TE€XHOIOTNA KOHTPOJIbHBIX OllepaLuH.
[IpesynpeauTe/bHbIA U UTOTOBBIH KOHTPOJIb. Mcnosb30BaHHE JAHHBIX 00
HCIOJHEHUHU JOKYMEHTOB B YCJOBHUAX TPaJUIUOHHOH U
aBTOMAaTHU3HUPOBAHHOU TEXHOJIOTUH O06GpPabOTKHU JOKYMEHTOB.
5.3 Ilonsatue «dopmupoBaHue Jea». CoBpeMeHHass HOPMAaTHUBHO-
MeToAuYecKasa 6a3a, onpejessaLas TpeGoBaHUA K OPMUPOBAHUIO e U
XpaHEHHUIO JIOKYMEHTOB B JeJoNpousBofcTBe. OpraHusaunus MU O6LHUH
nopsiiok GopMUpOBaHUSA JeJ. [IpUHLIMNBI CHCTeMaTH3alUKU [OKYMEHTOB
BHYTpH AeJ. [IpaBusia GpopMHUPOBaHUsS JOKYMEHTOB Pa3JIMUHbIX KaTErOpUH
B pena. YactuuHoe odopmieHue pena. OpraHusaunus XpaHeHUS U
HCII0/Ib30BaHUs JJOKYMEHTOB I10CJ/Ie 3aBepllieHns pa6oThl ¢ HUMU. [loHATHE
«HOMEHKJIaTypa JieJ». Bujabl HOMEHKJIATypbl JeJ, UX OCOGEHHOCTH H
HasHavyeHMe. PersiaMeHTanuss Tpe60BaHUH KCOCTABJIEHHWID HOMEHKJ/IATYPbI
JleJl B COBpPEMEHHBbIX HOPMAaTHBHO-MeTOJMYECKHUX JOKyMeHTax. [IpaBusa
coCTaBJIeHHWsI HOMeHKJaTypbl jes. KimaccudukanmumonHasa cxema
HOMEeHKJ/aTypbl. HCTOYHUKHU oINpejesieHUs CPOKOB XpaHeHUs [eJl.
Oco6eHHOCTH 0GOPMJIEHUSA U YIOCTOBEPEHHUSI HOMEHKJIATYPhI Jlel.
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6. DkcrepTU3a LLEHHOCTH JOKYMEHTOB B JesonpousBoacTe.llogroTroBka u ’

nepesgaya Jesq B apxuB opraHusanuu.OpraHusanusg paboThl C
00pallleHUsIMU TPaXKJaH.

6.1 TloHATHE «3IKCIEpPTH3a LEHHOCTH [JIOKYMEHTOB», €€ Ha3Ha4yeHHeE.
HopmaTuBHO-MeTOfHYeCKMe U TeopeTHYeCKHe OCHOBBI MpOBeJeHUs
akcnepTH3bl. OpraHusanus 3KCIepTU3bl LEHHOCTH [JOKYMEHTOB B
YYPEX/JEeHUsAX Ppas3JMYHbIX YPOBHEH YyIpaBJeHUs. 3aJadyd 3SKCIEPTU3BI
LIEHHOCTH JIOKyMeHTOB. TpeGoBaHUs K ee npoBejeHHUI0. [lopsafok u
JOKYMeHTHUpOBaHUEe [JesaTeJbHOCTH 3KcHepTHbIXx kKoMuccuit (IK).
OcdopMiieHUE pe3yIbTAaTOB 3KCIEPTU3BI LLEHHOCTH JJOKYMEHTOB.

6.2 HopMaTHBHO-MeTOJHYECKHE J[OKYMeHTbl ¢eJepaJbHbIX apPXUBHBIX
OpraHoB, coJiepXKaliye TpeGOBaHUA K JejiaM, CJaBaeMbIM B apXHB.
OcHOBHBIE Tpe6OBaHUA K 0QOPMJIEHUIO JieJ IPU UX NTOJTOTOBKE K Nlepefaye
Ha fajbHellee xpaHeHwe. Onucu fJesn. IlpaBujia cocTaBJIeHUS
nodopmiienus onucei. [lepesayda fes1 B apxXyB OpraHu3arym.

6.3 TIoHATHSA «IIPEJIOKEHUS», «3aABJIEHUS», «XKAJOOBI», «X04ATaHCTBa» U
«KOJIJIEKTUBHBbIe 00palleHus rpaXkiaH». 3aKOHOJaTeJIbHOE U HOPMaTHBHOE
perysiipoBaHHue paboThl C 00-pallleHUsAMHU rpakgaH. Oco6eHHOCTH BeJeHUs
JleJIONPOM3BO/CTBA 10 06palieHUsaM rpakjaH. [loAroTtoska U mnepespada B
apxXyB OpraHU3alUy obpalleHUH rpaxkaaH. OpraHusanus JUYHOTo NpUeMa
rpaxkiaH.

4.2 MlpakTnyeckue (ceMUHapPCKUe) 3aHATUSA

Tema 3aHaTUSA pr,CLOGMKOCTb B 4acax

(0]} 3P 039

UCHOBHbI€ PEKBU3UTbI JOKYMEHTOB




Pa3pa6oTka nprKasa o 0CHOBHOM AesITeTbHOCTH

[ToAroTOBKA /1€JI0BOM KOPPECIOHAEHIIUU

[ToAroTOBKa JOK/JIAAHOM 3aMUCKU

ﬂOKyMeHTPIpOBaHI/Ie AeATeJIbHOCTHU KOJIJIErMaJIbHbIX OpPraHOB

JleJloBble M INUHBIE KauecTBa ceKpeTapsi- pedpepeHTa

4.3 CamocTosTe/IbHasA paGoTa 06Gy4aloLIEerocs U nepedyeHb y4e6HO-MeTOJU4eCKOro
oGecreyeHHsI AJI1 CAMOCTOATEbHOM PaGoThl 0GYYAIOUIMXCS M0 AUCHUIIIMHE

Bug CPC TpyAoeMKOCTb B 4acax
(0]e) 30 03
50
1. U3y4eHue siuTepaTypsl COrJIACHO TeMaM AW CLUIJIAHBI
50
2. lloaroToBKa K NpakKTUYECKUM paboTaM
30

3. 3amyTa NpaKTUYeCKUX paboT

5 ®0oHJ OLEHOYHBIX CPEJCTB AJIA NPOBEAECHUS NMPOMEKYTOYHOM aTTecTaluy 06yYaloUHuXCs
no AUcHMIIMHE "/JOKyMeHTO060pOoT U Je/IONPOU3BOACTBO"

5.1 acnopT ¢poHAA OLIEHOYHBIX CPEACTB

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

OCBOeHUsn (Moaynw)

AU CIUIJHUHbI

(Moayis)




Onpoc n o|I1K-7
KOHTPOJbHBIM
BOompocam /
TeCTUpPOBaHHUE,
NOATOTOBKA
OT4YEeTOB I o
NabopaTOpPHBIM
pa6oTawm B
COOTBETCTBHUHU C
pa6boued
nporpaMMou

[IpumMmenenuedopMHy
coJlep>KaHUs yHpaBJIeHY€eCKU3
JOKYMEHTOB, CUCTEM

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

3HaThb

Crmocoosl
acyuecTBJeHUH
Koomepanuu c
KOJIJIKTaMH 10 pa6oTe B
KOJIJIEKTHBE
cnocoo sl
COBEpIIEHCTBOBAaHMUS
JloyyMeHTO0oG60poTaB
cdhepe mIaHUpPOBAHUA U
ynpaBJeHHUSd
MpolLeccaMy NepeBO30K
rpy30B U NACCAKUPOB
YmeerT:
OCYyIWecTBJASATH
Koomepanuuio c
KoJlIeraMu 1no pa6ore B
KOJJEKTHUBE,
COBEpUIEeHCTBOBATH
JOKYMeHT0060pOT B
cdbepe MmIaHUPOBAHUS U
ynpaBJeHHUSd
MpolLeccaMy NepeBO30K
rPY30B U NACCAKUPOB
CnocobeH:
acymecTBJATSH
Koomepamuu c
KOJIJIKTaMH 10 paboTe B
KOJIJIEKTHBE
COBEpUIEHCTBOBATH
JOYYyMEHTO060pOT B
cbepe MIaHUPOBAHUSA U
ynpaBJeHHUS
NpolieccaMy epeBO30K
rpy30B U HAaCCAKUPOB

Bricokui
UJau
cpeAHUH

BbICOKUH YPOBEHb AOCTH)KEHHSI KOMNETEeHI MU - KoMIeTeHUUs1 chOpMUpOBaHA 4YaCTHUYHO,
pPEeKOMeH/I0BaHHbIe OLIEHKH: OTJIMYHO, XOPOILIO, 3a4TEHO.
CpeaHUI YPOBEHb JOCTHUXKEHHUA KOMIETEHIIUU - KOMNeTeHIIUss cpopMUpOBAaHA YACTUYHO,
pPEKOMEH/I0BaHHbIE OLlEHKHU: XOPOLIO, YA 0BJETBOPUTENBHO, 3a4TEHO
Huskuii ypoBeHb JOCTHKEHHMSI KOMIETEHIIMHU - KOMIIETEHI[MSA He cGOpPMHpOBaHA YaCTHUYHO,
OLleHHUBAETCsl HEyAOBIETBOPUTENBHO UM He 3a4TEHO.

5.2. TunoBble KOHTPOJIbHBIE 3aJAHHUS UM UHbIE MAaTepPHUaJIbI

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

OpraHU30BaHbl € ucnosab3oBaHueM pecypcoB IMOC KysI'TY

5.2.1. OleHOYHbIE CPEACTBA MPHU TEKYIEM KOHTpPOJIEe

TeKyLLU/Iﬁ KOHTPOJIb ITO AWM CHHUIIJIMHE 3aKJ/JIK0YaeTCA B OIIpoce O6y‘{a}OLLU/IXCH 10O 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 KaJbli U3 HOPMAaTUBHBIX JOKYMEHTOB?
2. Yto nonumaeTcs noJ yHupuKanye u crangaptTusanuen fokymenTa? Kak cooTHocAaTCsS 3TH

noHATUA?
Kpurtepuu oneHuBanus:

- 100 6a/10B - MpU NPaBUJIBHOM U IOJIHOM OTBETE Ha JiBa BOIpoca

- 75..99 6annoB - npyv NpaBUJIbHOM U IIOJIHOM OTBe€T€ Ha OAWH M3 BOIIPOCOB W INIPaBUJIBHOM, HO He

MIOJIHOMOTBETE Ha Llpyl"Oﬁ M3 BOIIPOCOB;
- 50..74 6ano0B - IIpU NIPaBHUJIBHOM ¥ HEIIOJIHOM OTBETE€ Ha [ABa BOIIpOCAa UJIU IPABUJIBHOM H IIOJIHOM

OTBE€TE TOJIbKO Ha OJUH U3 BOIIPOCOB;

- 25..49 6anoB - NpH MPaBUJIbHOM M HENOJIHOM OTBETE TOJIbKO Ha OJWH U3 BOMPOCOB;




- 0..24 6an/10B - pPU OTCYTCTBUU NI

KosnyecTBo 6a/1/10B

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

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

[IIkasa oleHUBaHHUSA

He 3a4TeHO

3a4YTEeHO

PAaBHUJIBHBIX OTBETOB HA BOIIPOCHI.

3amyTa NpakTU4ecKux paboT

OLeHOYHBIMU CPeACTBAMU AJS1 TeKyllero KOHTpPOJIs MO 3alliuTe NPaKTHUYeCKUX pPaboT ABJSIOTCSA
KOHTpPOJIbHbIEe BONPOCHL.

Onpoc no KOHTPOJbHBIM BOIPOCAM.

[Ipy npoBeJjleHUH TeKyLero KOHTPOoJIA 06y4yaruMcsa 6yAeT NMCbMEeHHO 33/laHo /iBa BOIIPOCa, Ha
KOTOpbIe OHU JO/DKHBI JaTh OTBETHI.

Hanpumep:

1. Ha kakux JOKyMeHTax NPOCTaBJSETCA PEKBU3UT «aapecaT»?

2. Kakue JOKyMeHTbI I0/I/1€3KaT YTBEPXKJEHUIO?

3. B Kakux ciy4asax JOKYMEHT [0JKeH COZepKaTb NPUJIOXKeHUA?

4. lloyeMy PEKBU3UT «IOAIMUCH» 06J1a/laeT 0COG0H IOPUAUIECKOH CUI0N?

KpuTepuu ouneHuBaHusA:

- 100 6a/10B - pY MPAaBUJIBHOM M IOJHOM OTBETE Ha JiBa BONPOCA;

- 75..99 6anysoB - mMpu NPaBUJIBHOM U NOJHOM OTBETe Ha OJWH M3 BONPOCOB M NPAaBUJIBHOM, HO He
MOJIHOMOTBETe Ha Jpyroil U3 BONPOCOB;

- 50...74 6a/1/10B - IpY IPaBUJIbHOM U HENOJITHOM OTBeTe Ha JiBa BONPOCA UM IPAaBUJIbHOM U TOJHOM
OTBeTe TOJIbKO Ha OJMH U3 BONPOCOB;

- 25..49 6an10B - NpYU NPAaBHUJIBHOM M HENOJIHOM OTBETe TOJIbKO Ha OJMH M3 BOIIPOCOB;

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

He 3a4TeHO

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

KosinyecTBo 6a/1/10B

llkana OLl€HHWBaHHUA

5.2.2 OneHoYHbIe CPEeACTBA IPU IPOMEKYTOYHOM aTTecTaliuu
dopMOH NpPOMEXYTOYHOH aTTecTAalUU SABJsSETCS 3a4eT, B Ipomecce KOTOPOro
onpefesaeTcICPOPMUPOBAHHOCTb 00603HAaYeHHOW B pabodell mnporpaMMe KoMmeTeHLUHU. HHCTpyMeHTOM
“3MepeHHUs CGOPMHUPOBAHHOCTHU KOMIIETEHIIUH ABJISIOTCS BbIIIOJHEHHbIE U 3a4TEHHbIe IPAaKTUYeCKHe paboThl,
OTBeTbl HABOIPOCHI BO BpeMsl ollpoca IO TeMaM 3aHATHM, Bompockl Ha 3adeT. Ha 3adeTe o6yuvaromuics
OTBeYyaeT Ha O6UJIeT, B KOTOPOM cojepUTcs 2 Bonpoca. OneHka "3auTeH0" UJIK'He 3a4TeHO" BbICTABJISIETCS C
y4eTOM INpPAaKTUYECKHUX PabOT U OTBETA HAa BONPOCHI.

[IpuMepHBbIN epedyeHb BONIPOCOB Ha 3a4eT:

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

2. B yeM cocTos11M 06513aHHOCTH CJIY>KUJIBIX JIIOJ el B paboTe ¢ AOKYMeHTaMu?

3. IlepeuncauTe BUABI JOKYMEHTOB, B KOTOPBbIX (GUKCHUpOBaJach yNpaBjeHYecKas JAesTeJbHOCTb
Byupexaenusax XVI-XVII Bs.

4. OxapakTepusyite ¢popmyssap gokymenta XVI-XVII BB.

5. OnuwmnTe aTanel 06pabOTKU JOKYMEHTOB B IPHUKa3ax.

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

7. ChopMynupyiiTe 0cO6€HHOCTH NPUKA3HOTO e/ I0NPOU3BO/CTBA.

8. Kako# 6blJa CTPYKTypa KOJIJIETMH M COCTAaB AOJI)KHOCTHBIX JIML CTPYKTYPHBIX
noapa3sneneHuii?llepedrucauTe UX OCHOBHBIE JJOJIXKHOCTHBIEe 065I3aHHOCTH.

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

10. Kako#i cTasia opraHu3anus AeJoNpoUu3BOCTBa MOC/ae U3aHuA 3akoHa 1775 r.?

Kpurtepuu oneHnBaHuA:

- 100 6a/1710B - MpH NPaBUJIBHOM U NOJHOM OTBeTe Ha JiBa BONPOCA;

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

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

- 25..49 6a110B - NpYU NPABHUJIBHOM 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 oneHUBaHHUSA

5.2.3. MeToaAUYECKHE MaTepHaJibl, ONPEAEISIIOUIME NPOLEeAYPbl OeHUBAHUA 3HAHUM,
yMEeHMIii, HABbIKOB U (WJIM) ONbITa AEeSTeJbHOCTH, XapaKTepusymuue 3tanbl GopMUPOBaAHUS



KOMIIeTEeHIIUI

1. TekyuMi KOHTPOJIb YCIIeBAaeMOCTH 06y4aloIUXCs, OCYIEeCTBJISETCH B CJeAyIolleM MopsAAKe: B KOHIle
3aBepIleHUs] OCBOEHHS COOTBETCTBYIOLIeH TeMbl OOydYamwInuecs, IO pPaCHOpsHKEHUI0 IeJarorudyeckoro
paboTHUKA, yOUPAIOT BCe JIMYHbIE BEIlH, 3JIEKTPOHHBIE CPE/ICTBA CBA3U U NeYaTHble UCTOYHUKH MHPOPMaIHH.

Jl1s MOArOTOBKM OTBETOB Ha BOMNPOCHI OOydaroldecs HCMNOJb3YIOT YUCTBIA JUCT G6yMaru Jwo60ro
pasMepa U pyuyky. Ha snmucre 6ymaru obydaromuecss yKasblBalOT CBOM GaMHJHIO, HUMfA, OT4YeCTBO (IIpH
HaJIMYMH ), HOMep y4e6HOU Irpynubl U JaTy NPOBeJeHHs TeKYIero KOHTPOJIS yCIIeBaeMOCTH.

Hay4dHo-nmesaroruyeckuid paGOTHUK YCTHO 3aZiaeT JiBa BOIPOCA, KOTOpble OOy4aloLIUHCA MOXeT
3anucaTh Ha NOATOTOBJEHHBIN A/l OTBETA JIUCT GyMaru.

B TeueHHe yCTAaHOBJIEHHOTO HAayYHO-IIEJarorniecKuM paboOTHUKOM BpeMeHH 06ydarouirecs MIMCbMEeHHO
bopMysMpYyIOT OTBeTbl Ha 3aJaHHble Bompockl. [lo HcTe4yeHUM YKa3aHHOTO BpeMeHH JIMCThl OGyMaru c
MOArOTOBJEHHBIMU OTBETaMH of0yvawlidecs IepefalT HAay4YHO-NeJarornieckoMy pabGOTHHUKY JJId
MoCJIeAyIOIero OLleHUBaHUs pe3ybTaTOB TEKYILero KOHTPOJIsI yClleBaeMOCTH.

[Ipy mnoAroToBke OTBETOB HA BONPOCH OOYYAWIMMCH 3alpeljaeTcs HCIOJb30BaHHE JIIOOBIX
3JIEKTPOHHBIX M IE€YaTHBIX HMCTOYHUKOB HMHPopManuu. B ciydyae oGHapyXeHHUs HaAy4HO-NeJAaroruyecKuM
paboTHUKOM ¢aKTa HCIOJb30BaHUA O00y4yaloLMMCS HpPHU MOJATOTOBKE OTBETOB Ha BOIPOCHI YKa3aHHbIe
HCTOYHHUKHU UHPOpPMAIMHK — OLleHKa pPe3yJIbTaTOB TEKYILero KOHTPOoJIA cooTBeTCcTBYeT 0 6a/IJI0OB M Ha3HAYaeTCs
JaTa MOBTOPHOI'O NIPOXOX/JEeHUs TeKyLero KOHTPOJIS yCl1eBaeMOCTH.

Tekyl M KOHTPOJIb yCIIeBaeMOCTH 06y4alolMXCs 110 pe3y/AbTaTaM BbINOJHEeHUs J1abopaTOPHBIX U (UJIH)
NpaKTHYeCKUX paboT ocyumecTBiasgercd B ¢opMe OTYeTa, KOTOPbIH INpeAoCTaBJIAETCH Hay4dHO-
neJjaroruiieckoMy paGoOTHUKY Ha OyMaXHOM U (WJIM) 3JEeKTPOHHOM HocuTese. Hay4yHo-meaarorudeckui
paboOTHUK, Mocje NpPOBeAeHHUsl OLeHOYHBbIX MNpOLeJyp, MMeeT NpaBO BEpPHYTb O0Oy4awolleMycs OT4YeT AJis
nocjeAyoued KOppeKTUPOBKYU C YKa3aHUeM IlepeyHsi HecooTBeTCTBUM. O6yyaruuiica 0653aH yCTPaHUTD Bce
yKasaHHble HeCOOTBETCTBUSI M HaNpaBUTb OTYeT HAy4YHO-NeJaroru4yeckoMy pabGOTHUKY B CpPOK, He
MpeBbIIIAILHN TpeX Yy4eOHbIX JHEeH, cle[yI0luX 3a JJHEM NIPOBeJeHUs TeKyIero KOHTPOJIsl yclleBaeMOCTH.

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

O6yuarouiyecsi, KOTOpble He MPOLIJIM TEKYLUH KOHTPOJIb YCIIEBAEMOCTH B YCTAHOBJIEHHBIE CPOKH,
006s13aHbl NPOWTH ero B CPOK /[0 Hayaja MNpolefypbl NPOMEXYTOYHOH aTTecTalMu MO JUCHUIJIMHE B
COOTBETCTBHHM C paclvcaHUeM NPOMeXXyTOYHOU aTTecTaluHu.

Pe3ysibTaTbl NpOX0XAeHUs NpOLeAyp TeKylLlero KOHTPOJisl yclleBaeMOCTH 06y4alolUXCsl YYUTbIBAOTCS
IIpY OLleHUBAaHUU Pe3yJIbTATOB IIPOMEXYTOUYHON aTTECTALUN 00y4aloLIUXCH.

2. [lpomexxyTo4yHasgs aTTecTalys OO6Y4YalOIUXCAd IPOBOAUTCA IOCJe 3aBeplieHHss Oo6ydyeHUs IO
AUCOUIIJINHE B CeEMeCTpe B COOTBETCTBHHU C KaJIeHJAapHBIM y4YeOHBIM rpaduKoOM U pacHUCaHUEM
MpOMeKYyTOYHOH aTTeCcTalHH.

J1s ycnelmHoro MpoOXOXJAeHHUs NpoleAypbl NPOMeXyTOYHON aTTecTalMM MO JUCLHUIJIHHE
obyyarouiyecs JOJKHBI:

1. MOJIyYUTB NMOJIOXKUTEbHbIe Pe3yJbTaThl 110 BCeM NpeAyCMOTPeHHbIM pabodel mporpaMmoi popmam
TeKyIlero KOHTPOJISl yCeBaeMOCTH;

2. IOJIyYUThb IOJIOKUTEJbHble pe3y/bTaTbl aTTeCTALMOHHOTO UCIBbITAaHUA.

[ ycrnenrHoro mpoOXOXKAEHHs aTTeCTALlMOHHOTO HCIBITAHHS OOy4amINuKcsad B TedeHHe BpeMeHH,
YCTaHOBJIEHHOI'0 Hay4YHO-NeJlaroriyecKUM pabOTHHUKOM, OCYIeCTBJIsIeT NOATOTOBKY OTBETOB Ha JiBa BOINPOCa,
BbIOPaHHBIX B CIY4YaWHOM NOpsJKeE.

Jlns1 NOArOTOBKH OTBETOB UCHOJIb3YeTCsI YUCThIHM JIUCT 6yMaru U pydka.

Ha sucre 6ymMaru oGyvamwlyecs ykKasblBalOT CBOM GaMHJIMIO, UMS, OTYECTBO (IIPU HAJHUYHUH), HOMEDP
y4eGHOU IpyNnbl ¥ JaTy NPOBeJeHUs aTTeCTAlMOHHOI0 UCIIbITAHHUS.

[Ipy moAroToBKe OTBETOB HA BONPOCH OOYYAWIMMCH 3alpeljaeTcs HCIOJb30BaHHE JIHOOBIX
3JIEKTPOHHBIX U NTeYaTHBIX HCTOYHUKOB MHGOpMaL U H.

[Io ucTeyeHUM yKa3aHHOI'0 BpeMeHH, JIMCTHI C NOArOTOBJEHHbBIMU OTBETaM Ha BOIPOCHI 06yJarluecs
nepejjlaloT HAy4YHO-NeAaroruiyeckomMy pabGOTHHUKYy [/l NOCJe[yIOLero OLieHWBaHUSA pe3y1bTaTOB
MPOMeXKYyTOYHOMN aTTeCTalHHu.

B ciydyae oGHapyKeHHUs] HAy4YHO-NEeJAaroru4eckuM paboTHHUKOM (aKTa HCIOJIb30BAaHUSA 00y4aloLIMMCs
IpU TOJArOTOBKE OTBETOB HA BONPOCHI yKa3aHHble HCTOYHUKM HHPOpMALMM - OLeHKa pe3yJbTaToB
NMpOMeXKYTOYHOH aTTecTayuu cooTBeTcTByeT 0 6a//IoB M Ha3HauyaeTcsa JaTa NMOBTOPHOrO MHPOXO0XKJeHHUs
aTTeCcTalMOHHOIO UCIbITAHHUS.

Pe3synbTaThl IPOMEXKYTOYHOHN aTTecTauuu obyvarwmuxcs pa3menjarotcs B IUOC KyaI'TY.

Tekymwuii KOHTpPOJIb yClleBaeMOCTH U INPOMEXYTO4YHasA aTTecTalus O0OydyaroUlMXcsl MOTyT OBbITh
opraHusoBaHbl c ucnoJsb3oBaHueM JUOC KysI'TY, mopsisok v ¢OpMbl NpPOBEJEHUS TEKYLIEro KOHTPOJIA
yCIeBaeMOCTH Y NMPOMEXYTOYHON aTTeCcTallMy 06y4aloLUXCsd IPYU 3TOM He MeHsIeTCs.
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6 YueGHO-MeTOoAUYECKOEe obecnedyeHue

6.1 OcHOBHas JMTepaTypa

1. MapTtbiHOBa, E. B. lokymeHnToBegenue / E. B. MapTeiHOBa. - KemepoBo : KemepoBckuit
rocyiapcTBeHHBbIH yHUBepcUTeT KyAbTyphl 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. JlokymentoBegenue / H. H. Kynuses, /[I. H. Ypanos, A. I'. ®a6puunoB. - MockBa :
Joroc,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: JloKyMeHTAaLlMOHHOe ob6ecliedeHHe YIpaBjeHHUs
y4yebHOe nocobue sl CTYAEeHTOB By30B, 00y4YaloLUXCcs M0 crneluasbHoCcTH "MeHemxkMmeHT" / M. B. KupcaHoga,
10. M. AkceHoB; HoBocu6. roc. yH-T 3KOHOMHUKHU U yIpaBJeHUs. — 6-e U3J., uclp. u gon. - Mocksa : UHOPA-M,

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

1. Pazgopoxublii, A. A. lokyMeHTUpOBaHUe yIIpaBJeHUYECKON eI TeJIbHOCTH : yueb. nocobue JJisl By30B
/ A. A. PaspgopoxHbiidi. - M. : UH®PA-M, 2007. - 304 c. - (Briciiee o6pa3oBaHue). - TekcT :
HenocpeJ CTBeHHBIH.

2. llenpminy, H. B. JlokymeHnTO0GOpOT B cdepe aBTOonepeBo3ok / H. B. [lenbminH, H. 3anykaesa, A. A.
I'ycbkoB ; TaMOGOBCKUM rocyiapCTBEHHBIA TEXHUYECKUNW YHUBepcUTET. — TaM60B : TaM60OBCKUH
rocyfiapcTBeHHbIH TexHUuyeckuit yHusepcurtetr (TITY), 2013. - 84 c. - URL:
http://biblioclub.ru/index.php?page=book red&id=277952 (gara o6pauienus: 05.06.2022). - Tekcr :
3JIEKTPOHHBIHN.

6.3 MeToau4decKasa jiuTepaTtypa

1. /lokyMeHTOO6OPOT U [IeJIONPOU3BOACTBO : MeTOJUYECKHEe YKa3aHUs K MPAaKTUYECKUM 3aHATHUAM U
CaMoOCTOSITe/JIbHOM paboTe JJs cTyAeHTOB HanpasseHus 23.03.01 «TexHoJsOTUS TPAHCHMOPTHBIX MPOLECCOBY,
npoduau 23.03.01.01 «OpraHusalys nepeBo30K U ynpaBjeHHe Ha aBTOMOGUJIBHOM TpaHcnopTe», 23.03.01.02
«OpraHusanus 1 6esonacHocTb 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 (zmara oGpameHus:
08.06.2022). — TeKCT : 371eKTPOHHBIH.

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

1. JsiekTpoHHasi GUGIMOTEeUHas CUCTEMA «YHUBEPCUTETCKasi 6MbanMoTeKa oHaaiH» http://biblioclub.ru/
2. dneKTpoHHas 6ubaMoTeyHas cucteMa «J/laHb» http://e.lanbook.com
3. . dneKTpoHHAaA 6u6GIHO
TeKa KysIl'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. . HayuHnasn 3NMeKTpPpOHHAHA 6ubaroTeEeKaA
eLIBRARY.RU
https://elibrary.ru/projects/subscription/rus titles open.asp?

6.5 IlepuoauyecKie U3JaHUSA

1. [le1onpou3BOACTBO : HHPOPMALMOHHO-IPAKTUYECKUH KypHaJ (eyaTHbIH)

2. WHpopManMOHHBIE CUCTEMBI U TEXHOJIOTHHM : HAyYHO-TEXHUYECKHUH KypHaJ (3/1eKTPOHHBIN)
https://elibrary.ru/contents.asp?titleid=28336

3. Mup TpaHcnopTa : )KypHaJ (le4aTHbIN)

7 llepeyeHb pecypcoB MHPOPMALUOHHO-TEJIEKOMMYHUKAIlMOHHON ceTu «MHTepHeT»

JUOC KysI'TY:
a) daekTpoHHas 6ubarnoTreka Kys['TY. - TekcT: asieKTpoHHbIH // HayyHO-TexHUUYecKast GUGIUOTEKA
Kys6acckoro rocyapcTBeHHOro TexHUYecKoro yHuBepcutera uM. T. . T'op6auesa : caiit. - Kemeposo, 2001


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 HHpopmannonHas Cucrema (AUC) : [caitt] / Kys6acckuit
rocyJJapCTBeHHbIM TexHU4Yeckuil yHuBepcuteT HUM. T. @. TopbaueBa. - Kemepomo : KysI'TY, [6. r.]. - URL:
https://portal.kuzstu.ru/. - Pexxum foctyna: Aj1s1 aBTOpHU3. noJib30BaTesieil. — TeKCT: 3JIeKTPOHHBIMN.

c) dnekTpoHHOe o6y4yeHue : [caiiT] / Kysbacckuil rocyfapcTBeHHbId TeXHUYECKUH yHUBepcuTeT uM. T.
®. TopbauyeBa. - KemepoBo : KyaI'TY, [6. r.]. - URL: https://elkuzstuoru/. - Pexxum pocrtyna: Jjs aBTOpH3.
nosb3oBaTesnell KysI'TY. - TekcT: 3/1eKTpOHHBIH.

8 MeToau4YecKHe YyKa3zaHUS [JJsA OGYYAWIIUXCA MO OCBOEHHIO JAMCIMNJJUHBI
"JIOKyMEeHTOOGOPOT U AeJIONPOU3BOACTBO"

CamocTosiTe/IbHAsE paboTa 00Y4YaIOIIEr0Cs ABISETCA YacThIO ero y4eOHOU AesTeJbHOCTH, 06 bEMbI
CaMOCTOSITE/IbHOH PaGoThl N0 AUCLHUILJIMHE YCTAHABJIMBAKOTCA B y4eOHOM IJIAHE.

CaMocTosiTesibHasi paboTa N0 AUCLHUIIJINHE OPTaHU3YETCs CJEAYIOIIUM 06pa3oM:

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

1.1 copep>xaHue 3HaHUH, YMEHUH, HABBIKOB U (MJ/IM) OoNbITa NPOPeCCUOHAIBbHOM AeATeNbHOCTH,
KOTOpBIE OYAYT CPOPMHUPOBAHBI B IPOLIECCE OCBOEHHUS JAUCLHUIINHBIL;

1.2 coneprkaHue KOHCIEKTOB JIEKIIUH, pa3MelleHHbIX B 3JIEKTPOHHOU HHopMalnuoHHou cpeae Kys['TY
B NOpPsi/IKE OCBOEHHUS AUCLHUIIJIMHBI, YKa3aHHOM B pabo4el nporpaMMe AUCLUILIMHBL;

1.3 cozeprkaHue OCHOBHOH U JI0NOJIHUTE/IbHOH JINTEPATYPBI.

2. B nepuos ocBoeHHs AUCHUIIIMHBI 00YYaOLUICA OCYLeCTBJISIET CAMOCTOATENbHYIO paboTy B
cJleiyIoIeM MopsifKe:

2.1 BBINOJIHEHWE NPAKTUYECKUX U (UJIM) JIaGOPaTOPHBIX PaboThI U (MJIM) OTYETOB B MOPsIJKE,
YCTAaHOBJIEHHOM B paboyell mporpamMMe JUCLUIIJIUHBI;

2.2 NOoAroTOBKa K ompocaM U (MJIM) TECTUPOBAHHUIO B COOTBETCTBHUM C MOPSZAKOM, YCTAHOBJEHHOM B
paboyeil mporpaMMe JUCLUIIIMHBL;

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

B ciyyae 3aTpyAHeHWH, BO3HUKUIMX IPU BBIIIOJHEHHHU CAMOCTOSTEJIBbHOH DaGOThI, 00y4YarolieMycs
Heo6X0AMMO O06paTUTBhCA 3a KOHCyJbTallMeld K IMeJaroruyeckoMy pa6oTHHUKY. Ileproabsl mnpoBejeHUs
KOHCYJIbTALlMH YCTaHABJIMBAIOTCS B PACIMCAaHUU KOHCYJIbTAlUH.

9 IlepeyeHb UHPOPMANHUOHHBIX TEXHOJIOTHUH, HCHOJIb3ye€eMbIX NPHU OCYHI€CTBJIEHUH
oGpa3oBaTeJIbHOTO NMpolecca o JUcCHUIUInHe "/IOKyMeHTOOGOPOT U Ae/IONPOU3BOACTBO", BK/IIOYAsI
nepevyeHb MPOrpaMMHOro o6ecneYyeHusi U MTHPOPMAIUOHHBIX CIPaBOYHBIX CHCTEM

Jlns U3y4deHUs JUCIUIIJIMHBI MOXKET HCI0JIb30BaThCA CIEAYI0Iee MIPOrpaMMHOe o6ecredeHue:
1. Libre Office

2. Mozilla Firefox

3. Microsoft Windows

4. ESET NOD32 Smart Security Business Edition

10 OnucaHue MaTepua/JbHO-TEXHUYECKOM 6a3bl, HEO6X0AUMOM AJIs1 OCyLleCTB/IEHUA
oGpa3oBaTe/JIbHOTO NMpouecca No AUcCHMIUIMHe "/JOKyMeHTO0GOpOT U Ae/IONPOU3BOJCTBO"

Jlnst peany3sanuy nporpaMMbl y4eOGHON JUCHUIIINHEI TPeyCMOTPEHBI ClieljialbHble TIOMeIleHUS:

1. lloMeleHUs /11 CaMOCTOSITeJIbHOW pPaboThl 06YYAIOUMXCS JIODKHBI OCHAIlleHHble KOMIIbIOTEPHOU
TEXHUKOU C BO3MOXXHOCTBH MOJAK/JIKYEHUS K ceTH HHTepHeT U obGecliedyeHHEM JOCTyNa K 3JIEKTPOHHOU
HH}OpPMaLMOHHO-06pa30BaTeNbHOU cpefie OpraHu3anuu.

2. YyeGHble ayAUTOPUHU AJIs NPOBEJleHUs] 3aHATHH JIEKIIMOHHOTO THIA, 3aHSITUH CEMHUHApCKOro THIMA,
KYpPCOBOT'0 MPOEKTHUPOBaHUs (BBIMOJHEHUS KYPCOBBIX paboT), TPYINOBLIX U WHAUBUAYAJIbHBIX KOHCYJIbTALUH,
TeKYILEero KOHTPOJISL ¥ MPOMEKYTOUHON aTTEeCTALHH.

11 ViHble cBeAeHUs U (MIK) MaTepHUaIbl

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

B paMKax ayJUTOPHBIX 3aHATHH NPUMEHSIOTCS C/IeAYIOLIMe UHTEPAKTUBHBIE METO/bI:

- pa360p KOHKPETHBIX IPUMEDOB;

- MyJIbTUMeIUHHAsA Npe3eHTal .

2. llpoBegeHue rPyNNOBBIX U HMHAWBUAYAJNbHBIX KOHCYJbTALMHA OCYLIECTBJSETCI B COOTBETCTBHHU C
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pacnnucCaHueM KOHCyJ’leaLlPIﬁ 10 TeéMaM, 3adBJIEHHbIM B pa6oqe171 nporpamMmme AUCHUIIJIMHBI, B IEPpHUOL
OCBOEHHWA OJUCLHUIIJIMHBI U I1epen npomexcyTquoﬁ aTTeCTa]_[Heﬁ C y4eTOM pe3yJIbTAaTOB TEKyLUlero KOHTPOJIA.
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