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1 IlepeyeHb NIAHHUPYEMBIX Pe3yIbTATOB O0yYeHHsI IO JUCHHUIIHHE "[[OKyMeHT0000pOT B
OJOPOKHOM [BHXEHHH", COOTHECEHHBIX C IIJIaHUPyYeMBIMH pe3yjJbTaTaMH OCBOEHHS
00pa3oBaTe/IbHOM MPOrPaMMBbI

OcBoeHMe JUCIUIIIMHE HallpaBIeHo Ha (GOpMUPOBaHME:

mpodeccruoHanbHLIX KOMITETEHITHH:

IMIK-6 - CmocobGeH OCYyIIeCTBASTH KOOMepaluio C KojneramMu mo paboTe B KOJNJIEKTHUBE,

COBEPILIEHCTBOBATh MOKYMEHTO000POT B chepe MIaHuPOBAHUS U YIIPaBIeHUS TOPOKHEIM JIBUXKEHUEM

Pe3yabTaThl O0OY4YEeHHS N0 AUCHUIIINHE ONPENeISI0TCS HHIUKATOPaMH TOCTHXKEHHUS
KOMIIeTEeHITHH
HMuapukaTop(bl) JOCTHIKEHUS:

OcyulecTBieHre KOOIepalUud C KojyeraMu o paboTe B KOJJIEKTHBE, COBEPIIEHCTBOBaHUE
DOKyMeHT0060poTa B chepe IMIaHUPOBAHWS W YIPABIEHUS HOPOXKHHIM ABUXKEHHEM
Pe3ynbTaThl 00yYE€HHS 1O AUCIUIUIHHE:

3HaTh;

- cIoCO0OBI OCYIECTBIEHNS KOOTIEPAIUY C KOJIJIeraMu Mo paboTe B KOJIJIEKTHBE,

- CITOCOOEI COBEPIIEHCTBOBAHUS LOKYMEHTO000POTa B chepe MIAHUPOBAHUS U YIPABIEHUS JOPOXKHEIM
OBUXKEHUEM

Ywmeer:

- OCYLIEeCTBISITH KOOTMEepaluio C KoJjijeramMud 1o paboTe B KOJIEKTHBE, COBEPIIEHCTBOBATH
DOKYMEHT0060pOT B chepe IMIaHWPOBAHUS ¥ YIIPABIEHUS OOPOXKHBIM NBUKEHHEM

Bnapeer:

- CIOCOOHOCTHIO OCYIIECTBIISATh KOOIEPAIIHMIO C KOJITIeraMu Mo paboTe B KOJIIEKTHBE,

- CIIOCOOHOCTHIO COBEPIIEHCTBOBAThE HOKYMEHTO0G0OPOT B cdepe IMIAaHUPOBAHUS ¥ YIPaBIEHUS
OOPOXKHBIM IBUKEHUEM

2 MecTO JHCHHIIHHBI "[[OKYyMEeHTO000pPOT B JOPOXKHOM ABHXKEHHH" B CcTpyKType OIIOII
OakajaBpHaTa

[ 0CBOEHUS [NUCLUUIINHLE He0OXOOUMEl 3HAHUS YMEHUS, HaBRKU U (UJIK) OIBIT IpodeccuoHanbHON
0esTeNbHOCTH, IONy4YeHHEle B paMKaX WU3y4eHUS CIENVIOIUX AUCHUNNHNH: WHOCTpPAHHHN S3HK,
WudopmaTuka, OCHOBH pabOTH B OGUCHBIX MPUIOKEHUIX, MeXIyHaponHAasi TEPMUHOJIOTUS B JOPOXKHOM
OBUKEHUU.

OucuunnuHa BxoguT B bnok 1 «Jucuunnuus (Mogynu)» OIIOII. Llens AUCHUIIKHE - IOJy4eHUE
00y4alomuMuUCs 3HAHWH, YMEHUH, HABEIKOB U (MJIX) OIBITA IPO(PECCUOHAILHON OEATEIEHOCTH, HE0OX0IUMEIX
nnis GopMUPOBaHUS KOMIIETEHIIUY, YKa3aHHAIX B IyHKTe 1.

3 00beM JUCHHIUTHHBI "[IOKyMEeHT0000pOT B JOPOKHOM ABHKE€HHH" B 3aUETHBHIX €JHHHUIIAX C
yKa3aHHEeM KOJIHYeCTBAa aKaJeMHYEeCKHX 4YacOB, BbBIJIeJICHHBIX Ha KOHTAKTHYI paborty
00yJawIuxCcs C mpemogaBatejeM (0 BHIaM 3aHSATHH) M HAa CaMOCTOSATE/IbHYIO padoTy
00yJaIouuxcs

O6mrasi TPYAOEMKOCTh AUCUMILIUHHEL "[JOKYMEHTOO00POT B HOPOXKHOM ABUXKEHHWH" COCTaBIsIeT 4
3a4YeTHHIX eguHuUIH, 144 gaca.

KonunuecTBO 4acoB
0® |30 030

®opma 00yueHHS

Kypc 3/CemecTtp 6
Bcero gacos 144

KoHTakTHasi pa0oTa 00y4aloUIuXCcs C mpemnogaBaTe/ieM (II0 BHIAM Y4eOHBIX
3aHATHH):

AynutopHas pabora

Jlekyuu 16
JIabopamopHbie 3aHAMUS
IIpakmuyecKue 3aHsmus 32

BreaymutopHas pa6ota

HHousudyaavHas paboma ¢ npenodasamesem:

1651295064
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KonuuecTBo 9acoB
0® (3@ | 03®

®opma 00ydeHHUs1

KoHcyabmauus u uHble 8udbl yuebHol desimeabHOCMU
CaMocTosiTeIbHasi padoTa 96
®opMa NPOMeKyTOYHOH aTTeCTalHH 3ayer

4 CopgepXkaHHe OHCHUNIHHBI "[JOKYMEHTOO0OPOT B [JOPOXKHOM JABHXKEHHH",
CTPYKTYpHMpPOBaHHOE IO pa3fejaM (TeMaM)

4.1. JIeKIHOHHBIC 3aHATHSA

HaumMeHnoBaHMe paGoTEI TpymoeMKOCTh B Yacax

0o 30 030

1. HUctopusa OTedyeCTBEHHOTO [EJIONPOHU3BOACTBA. [eT0IpPOu3BOACTBO B | 2
yUpeXOEeHUAX [OOPEBONIUOHHOU Poccum. [1enonpou3BOACTBO B
CoBeTtckyio 3moxy. (1917-1991 rr.).

1.1 ®opMupoBaHUe CUCTEMH IMPUKA3HOTO HEeNonpou3BoAcTBa B XVI-XVII
BB.

1.2 OpraHmsanusa KOJIekCKoro genonpoussopactsa B XVIII B. Passutue
menonpou3BoacTBa BXIX - Hadame XX B.

1.3]1enonpou3BOACTBO B IEPBEIE TOOBI COBETCKOU BIACTH.

1.40Buxenue 3a HOT u ero Bnusinume Ha GpOpMHUPOBAHHUE CHUCTEMEI
OeoIPOU3BOICTRA.

1.5 Henonpou3ssonctso B 1930-1940-e rT.

1.6 Henonpou3ssonctBo B 1950-1960-€ rT.

1.7 Oenonpou3ssonactBo B 1970-1980-e rr

2. 3aKOHOMaTeIbHOE ¥ HOPMaTUBHOE PETyIHPOBaHNe NOKYMEHTHPOBaHUSA U | 2
opraHu3anuyu paboTH ¢ JOKyMeHTaMu B Poccuiickoi ®enepaunu. Brank
DOKYMEHTa.

2.1 HampaBieHus pPa3BUTUS 3aKOHOMATENBHOTO PETyIUPOBAHUSI
OOKYMEHTHPOBAHUS YIPaBIEHYECKON [ESITEIHHOCTH.

2.2 CraHpapTu3alus U yHU(PUKaIUsI TOKYMEHTOB.

2.3 TocymapCTBEHHOE PEryIHpPOBaHUE MPOIECCOB OPraHU3aluu paboTH C
DOKyMEHTaMHU.

2.4 HopMaTuBHO-METONUYECKHE HOKYMEHTH MeXKO0TPaciieBOro AelCTBUS.
2.5 PernaMeHTanus COXpaHHOCTU SOKYMEHTOB.

2.6 OTBETCTBEHHOCTb PYKOBOAMTENIEH U HOJIXKHOCTHHIX JIUI 3a paboTy C
DOKYMEHTaMHU.

2.7 Tlousitue «OJIaHK JOKyMEHTa».

2.8 Bupmel 67aHKOB, MPUMEHSEMEX B COBPEMEHHON YIpPaBJIeHYEeCKOH
TIpaKTHUKE. BJIaHKX CYTJIOBEIM U IIPONOJIBHEIM PACIIOIOKEHUEM PEKBU3UTOB.
2.9 CocTaB ¥ NOPSALOK PACIIOJIOXKEHUS PEKBU3UTOB Pa3NUYHEIX BUIOB
6;aEKOB. Banku ¢ m3obpaxenueM ['ocymapcTBeHHOro repda Poccuiickoi
depeparnmu u repba cydrekTadenepanuy.

2.10 Ocobennoctu odpopmieHus 671aHKOB OPTaHU3AIMHE PA3IUYHEIX (HOPM
COOCTBEHHOCTH.

2.113axKoHOmAaTeNbHOE DPETryINpOBaHUe OTBETCTBEHHOCTH 3a CO3haHue
opunmanbHOTO GIaHKA
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3. JlokyMeHTHpPOBaHWE OPraHM3alMOHHOW [HESITENbHOCTH.
IJOKyMeHTUPOBaHUE pacnopsgUTENbHOU
oesTenbHOCTHU.[JOKyMeHTHPOBaHWe UHPOPMAIIMOHHOM eI TeTbHOCTH.

3.1 OpranusanuoHHbEe TOKYMEHTH], OMpefeleHHEEe 3aKOHOJATEIbCTBOM
P®. CocraB oOpraHu3aIlMOHHBX [OOKYMEHTOB, BKJIIOUEHHHEIX B
YHUOUUUPOBAHHYI0 CHCTEMY OPraHU3alMOHHO-PACTIOPSIOUTEIbHON
OOKYyMEHTAalluu. HasnaueHue Pa3nNUuYHHX BHOOB
OpTaHU3AIMOHHHXJOKYMEHTOB. TpeGoBaHUS K COCTABIEHHID U
ohopMIEeHNI0 OpPTaHMW3AIMOHHHEX MOKYMEHTOB,MCIONIb3yEeMHX B
mesTenbHOCTU CiayxkO0B [JOY.

3.2 Ponpr ¥ 3HadYeHUE paCHOPAOUTENHHOM MOKYMEHTALUU B
OOKYMEHTUPOBAHUU YIpPaBlleHYeCKoM pesarenbHocTu. CocTaB
pacmopsauTebHEIX JOKYMEeHTOB. HopMaTUBHEIE UITPABOBEIE aKTH KaK BUT
pacmopsIauTEeIbHEIX JOKYMEHTOB (emepambHbIX OPTaHOB MCIIOTHUTENIbHON
BrmacTu. [IpMKa3 KaK OCHOBHOU MOKYMEHT, HCIONb3yeMHH [Is
OOKYMEHTHPOBAHUS eIMHOHAYabHOM PACIOpPSIAUTENbHOM NeATETbHOCTH.
ITpaBuma cocrtaBneHuss uUOGDOPMIIEHUS TNPUKA30B MO OCHOBHOM
OesTeIbHOCTU OpraHu3anuu. Pa3HOBUOHOCTU paclopsxkeHuii. [IpaBuna
cocTaBlieHus ¥ o0GOpMIIeHUS pacmopsxkeHuN. Brimucka us
pacnopsauTeNbHOTO JOKYMEHTA, MOPSAA0K ee obopMienusi. Opunudeckas
CHJa PaCIOpPSIAUTENbHBIX JOKYMEHTOB.

3.3 Ponp ¥ 3HayeHue MHGOPMAIMOHHO-CIPABOYHBIX HOKYMEHTOB B
yIpaBlieHuYecKo# mesTenbHOCTU. MX coctaB. CnyxebOHas Iepemucka.
I[TucrMoO, KaK OCHOBHOU BHJ [OOKYMEHTa [JiS OCYIIECTBIEHUS
KOMMYHUKaluuii. BHyTpeHHSAA Nepenucka opraHu3anuil. [JoknagHbIe
3aMUCKHU,CIIpaBKu, MmpaBuna ux odopminenusi. I[lepemumcka c
KCIIONTh30BAHUEM CPEJICTB 3JIEKTPOCBS3U (TelerpaMMel, TenedhOoHOTPaMME,
(daxcer). AKT Kak Buj MHGOPMALMOHHO-CITPABOYHOI'0 HOKYMEHTA.

4. JIoKyMeHTHpPOBaHWE OESITENbHOCTU KOJJerualbHEIX OPraHOB.
Opranusanus cnyxk0b penonpousBoacTBa ([JOY). OpraHuszanus
DOKYyMEeHT0000poTa.

4.1 Ponb ¥ 3HAUEeHUE NMPOTOKOJIa B JOKYMEHTUPOBAHUHU YIIPaBIeHYECKON
oesTeNnbHOCTH. Pa3HOBUOHOCTH IPOTOKONOB. TpebGoBaHUS K UX
cocTaBJieHHI0 U odopMneHuI0o. 3aKOHOAATENbHAs periaMeHTalus
comepxkaHusg 1 0hOPMIIEHUS OTHENbHEIX BUOOB MPOTOKOJIOB. BRIMMCKa U3
NMpOTOKOJNa, TOpsAAOK ee odopmiueHusi. [JOKyMeHTUPOBaHUE
pacmopsAguTeNbHON HESITeILHOCTH KOJIJIeTrHalbHBIX OPTaHOB.
HOpunguyeckass cuia IpOTOKOJA U BHIIUCKYM M3 MPOTOKOJIOB Pa3-TMYHBIX
BHUJIOB.

4.2 OpraHu3alnuoHHBIE GOPMEI [IEIONPOU3BOACTBA. TUIIOBLIE 3afadyu U
byuxuuu cnyx06s1 JOY.[TonKHOCTHON ¥ YUCIEHHHIH cocTaB ciyxk6b 1OY.
HopmaTuBb BpeMmeHH Ha paboThl mo JOY. JJOKYMEHTHI,
pernaMeHTHUpYIOUIMe opraHu3anuio ciayxk6s JOY B KOHKpPeTHOM
yupexXneHuH.

4.3 TIoHATHS «HOKYMEHTO000POT», «OpraHU3alus MOKYMEHTO0GopoTa».
O6mue TNPUHUUNB HMETORLUYECKHE OCHOBHL OpraHu3aluu
OOKyMeHTOo000poTa. JJOKYMEHTONOTOKU. MX CTPYKTypa, HalpaBlIeHHOCTh
OBUXKEHMUS, MapUIPyTh. ITalbkl [BUXEHUS [JOKYMEHTOB.
TexHonorusio6paboTKM HOKYMEHTOB, BXOASIIMX B pa3HHE
OOKYMeHTONoTOKH. O0beM HOKYMeHT0060pOoTayupeKAeHUs, eT0 BIUSHUE
Ha opraHu3aluio paboTh C OOKyMeHTaMHu. AHaNU3MOKYyMeHT0000opoTa
opraHu3anuy. Mcrnonb3oBaHrWe OaHHBIX aHaK3a AJIST COBEPIIEHCTBOBAHUS
paboTH C HOKYMEHTaMH.
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5. PerumcrTpauusd OOKYMEHTOB U OpraHu3alus CIPaBOYHO-
uHboOpManUuOHHOr0 oO0cnyXuBaHusi. KOHTPONb UCIONHEHUSA
noKyMeHTOB.QopMUpOBaHUe U XpaHeHNe JOKYMEHTOB B I€JIOIIPOM3BOLCTBE.
Homenkmnarypa pmer.

5.1 PerucTpanus Kak cocTaBHas 4acTh TEXHOJIOTUU [IeJIOIPOU3BOLCTBA U
“HGOPMAIMOHHO-IIOUCKOBOM CUCTEMEH II0 HOKyMEHTaM IpennpUsiTHS.
OO1ue IPUHIUIIE U ITpaBuia perucrpanuu.HasHauyeHre ¥ OCHOBHEIE 1IeNTd
peructpanuu. XapakKTepUCTUKA COBPEMEHHBEIX DErucTPalMoHHEIX (HopM.
CocTaB peKBU3UTOB PETUCTPALMOHHEIX HOPM U IIpaBuiia UX 3al0JIHEHUS.
[IpaBuna MHOEKCUPOBAHUA NOKYMEHTOB. B3auMOCBS3b perucrpanuu
OOKYMEHTOB cOpraHu3anueidl CIpaBOYHO-UHGOPMAIMOHHON pPabOTH.
[Mpunnunel GopMupoBaHus HHGOPMAIMOHHO-IOUCKOBHX CHUCTEM B
YCIIOBUAX TPANULUMOHHOM CHUCTEMEl PabOTHl C HOKyMEHTaMHU.

5.2 3HaueHUe U OCHOBHEIE IPUHIUIEI OPTraHU3AIUY KOHTPOJIS 3a CPOKaAMU
HCHNONHEHUS [IOKYMEHTOB B allllapaTe YyhOpaBleHHUsA. 3agaydu
[eJI0NPON3BOICTBEHHOM CIYKOH 110 KOHTPOJIIO UCIIONIHEHUS TOKYMEHTOB.
Cramuy KOHTPONBbHON HesTenbHOCTH. CPOKM HCIIOIHEHUS NOKYMEHTOB.
TumnoBble 1 MHOUBUYaIbHEIE CPOKU. TE€XHOIOTUS KOHTPOJILHEIX ONepaIuii.
[TpenynpenuTenbHBIM U UTOTOBHE KOHTPONb. McIonb30BaHNe JaHHBIX 00
HCIONHEHUU HOKYMEHTOB B YCJIOBUAX TPAaOUIUOHHOU U
aBTOMATU3UPOBAHHON TeXHONOTUU 00pabOTKM HOKYMEHTOB.
5.3 Tlousatue «dopmupoBanue pen». CoBpeMeHHas HOPMATHUBHO-
MeToguyecKas 6asa, onpenendiomas TpeboBanus K GOPMUPOBAHUIO el U
XpaHeHUI0 NOKYMEHTOB B [elonpou3BorncTBe. Opranusanus u o0mui
mopsnok GopMupoBaHus mein. [IpUHIUNE cUCTEMaTU3alluy JOKYMEHTOB
BHyTpH nen. [IpaBuna GopMUpPOBaHUSA TOKYMEHTOB Pa3IMYHEIX KaTerOpHUi
B mena. YactuuHoe odopmieHue gena. OpraHusalnusd XpaHEHUd U
HCIIONIb30BaHUS TOKYMEHTOB IIOCJIe 3aBeplieHusd paboTs ¢ HUMU. [loHATHE
«HOMEHKJIaTypa [ejl». Bunbl HOMEHKIATYypHl Oejl, X 0COOEHHOCTH U
Ha3HaueHUe. PernamenTaius TpeOOBaHUN KCOCTABIEHUI0 HOMEHKIIATYPHI
Ien B COBpeMEHHBIX HOPMaTHBHO-METONWYEeCKUX NOKyMeHTax. [IpaBuia
COCTaBJIeHUS HOMEHKJIATypH pen. KnaccubukaumoHHas cxeMa
HOMEHKJaTyphl. MCTOUHUKYM ompenesieHUS CPOKOB XpaHEHUS [ell.
OcobeHHOCTH 0GOPMIIEHUS U YIOCTOBEPEHUS HOMEHKJIATYPH [ell.

6. dKcrepTH3a IeHHOCTU OOKYMEHTOB B [I€JIOIPOK3BOfCTBE. [I0ATr0TOBKA 1
nmepefgadya fgen B apxuB opraHusanuu.Opranusanus paboTH C
oOpalleHusIMU TpazkiaH.

6.1 TIoHsATHE «3KCIEpTH3a LIEHHOCTH OOKYMEHTOB», €€ Ha3Ha4yeHHUe.
HopMaTuBHO-MeTOOUYECKHE M TEOPETHUYECKHE OCHOBHI IIPOBEEHUS
9KcmepTu3sl. OpraHu3alus 3KCHEpPTU3b II€HHOCTU [JOKYMEHTOB B
y4pexXaeHUusIX Pa3NU4YHBEX YPOBHEN ympaBleHUs. 3agadd 9KCIEPTU3H
IIeHHOCTU [OKyMeHTOB. TpebGoBaHUS K ee IMpoBedeHuio. [TopsamoK u
OOKYMEHTHUPOBaHME [esITebHOCTH OJKCIepPTHHX Komuccuil (9K).
OdopmiieHne pe3ynbTaTOB SKCIEPTU3H IIEHHOCTU JOKYMEHTOB.

6.2 HopmaTuBHO-MeTOOWYECKHE OOKYMEHTHl (hemepanbHBIX apXUBHBIX
OpraHOB, cofepxkalque TpeGoBaHMUS K HenaM, CHaBaeMBEIM B apXuB.
OcHoBHEBEIE TpeOoBaHUS K 0DOPMIIEHUIO [l IIPU UX TTOATOTOBKE K Iepefayde
Ha HOanbHelmee xpaHeHue. Omucu pen. IIpaBujia COCTaBIeHUS
nodopmienus omuceit. Ilepefada fen B apXuB OpraHU3alUMU.

6.3 TTOHATUS «IIPeNJIOKEHUSI», «3aIBIEHUI», «XKalobb», «X0HaTauCTBa» U
«KOJIIeKTUBHEIE 00palleHus TpaXkaaH». 3aKOHOJAaTeNbHOe ¥ HOPMaTUBHOE
perynupoBaHue paboThHl ¢ 00-palleHusIMU rpaxpaaH. OcOOEHHOCTY BeOeHUs
OeoIPOM3BOAICTBA 0 obpalleHusaM rpaxpaaH. [IoOTOTOBKa U mepefayia B
apxuB opraHu3auuy obpaleHuii rpaxmad. OpraHu3anus TUYHOTO IprueMa
rpaxpjaH.

Hroro

16
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4.2 TIpakTHUYecKue (CeMHHApPCKHe) 3aHATHSI

Tema 3aHsTHS TpymoeMKOCTh B gacax
(0]0) 30 030

OCHOBHEBIE PEKBU3UTHL JOKYMEHTOB 2

Pa3paboTka mpuKa3a 0 OCHOBHOM eI TeNTbHOCTH 6

IToproToBKa fIeI0BOM KOPPECIIOHAEHITUHT 6

ITogroToBKa HOKJIAgHOM 3aIIHCKKU 6

[TOKyMeHTHpOBaHUE AEATENbHOCTH KOJIJIETHaIbHEIX OPTaHOB 6

[lenoBrle ¥ TUYHBIE KaYeCTBa CEKpeTapsi- pedepeHTa 6

Hroro 32

4.3 CamocrosiTelbHass padoTa 0o0ydYalomerocsi W mepedYeHb y4eOHO-METOTHYECKOI O
obecmedeHHs1 [JIsi CAaMOCTOSITeIbHOM PAaGOTHI 00YYAIOUIUXCS MO TUCIHHITHHE

Bupg CPC TpymoeMKOCTh B 4acax
0o 30 030
1. Vi3yueHue NUTepaTypH COrIaCHO TeMaM IUCLUIIINHEL 32
2. [ToproroBka K ImpakTUYeCKUM paboTam 32
3. 3ammTa TpakTUYecKux pabor 32
Hroro 96

5 ®OH[ OLEHOYHBIX CPENCTB [JIsi MPOBEeNeHHsI MPOMEXKYTOYHOH aTTeCTAllHH 00yJaI0IIHXCs
mo gucHumnInHe "[[0KyMeHT0000pOoT B IOPOKHOM IBHKEHHUH"

5.1 ITacopt ¢doHAA OIEHOYHBIX CPECTB

®opma(bl) Komnerennuu,MagukaTop (bl) Pe3ynbTaThl 00YyYeHHSsI|YPOBEHD
TEeKyIlnero ¢popmMupyeMbie B[IOCTHXKEHH 5 mo OUCHHUNIHUHE
KOHTPOIsA pe3yjibTaTe |KOMOETEHIHH (Mmopymnmo)

OCBOE€HHA
OUCIUIIINHBI
(Monynsi)
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Onpoc mo
KOHTPONBbHEB M

BOompocaM /
TEeCTHUPOBaHUE,
TIOATOTOBKA OTYETOB
1m0 1aGopaTOPHHIM

paboTrtam B
COOTBETCTBHUU C
paboueit
nporpaMMou

IK-6

OcymecTBIeHHUE
KOOTIepaluu C KoJjieraMmu
no paboTe B KOJIJIEKTUBE,
COBepIIeHCTBOBaHUE
ookyMeHTOooOOpoTa B
chepe NIaHUPOBAHUSA U
yIpaBleHUs OOPOXKHBIM
IBUKEHHEM

3HaTh :

- Cioco6bl OCyIecTBIEHUS
KOOTlepaluyu ¢ KOJleraMu
Mo paboTe B KOJIJIEKTUBE,
Cnoco0m
COBEpPUIEHCTBOBAHUS
ookyMmMeHTooOOpoTa B
cbhepe MIaHUPOBAHUS U
yIpPaBlIeHUS [TOPOXKHBEIM
IBUXKEHNEM

Ymeer:
OcymecTBNIATH
KOOIIepalnio ¢ KoJjaeramMmu
o paboTe B KOJJIEKTUBE,
COBEpPMEeHCTBOBATSH
OOKyMeHT0000poT B cepe
ONNTaHUDPOBAHUI u
yIOpaBleHUsS OOPOXKHHM
OBUXKEHUEM

Cnoco6en:
OcymecTBNIATH
KOOIIepalrio ¢ KoJjaeramMmu
1o paboTe B KOJIJIEKTHBE,
CoBepumeHCTBOBATH
OOKyMeHT0000poT B cepe
NNTaHUDPOBAHUI u
yIOpaBleHUs OOPOXKHHM
OBUXKEHUEM

Bricokuin
HIH
CpemHUU

BHICOKHH YypPOBEHb [OCTHXKEHHS KOMIETEHIHH - KOMIeTeHIHs CchOpMHpPOBaHa 4YaCTUUHO,
PEKOMEH[IOBAaHHBEIE OLIEHKM: OTJIMYHO, XOPOILIO, 3a4TEHO.
CpedIHHH YpOBeHb [JOCTHXEHHSs KOMIETEeHIHH - KOMIeTeHIHus CHopMHpPOBaHA YaCTHUUHO,
PEKOMeH[IOBaHHbEIe OIEHKHU: XOPOIIO, YVIOBIETBOPUTENILHO, 3aUTEHO.
Hu3kuii ypoBeHb [OCTHKEHHsI KOMIETEHIHH - KOMIeTeHIHs He CHOPMHUPOBAHA YaCTHYHO,
OLIEHUBAETCS HEYIOBIETBOPUTEILHO WM HE 3a4TEHO.

5.2. TunoBbIe KOHTPOJIbHBbIE 3alaHHUS WIH HHbIE€ MaTEepPHaAJIbI

Texyuuii KOHTPOJIb YCIEBAEMOCTH M aTTeCTallMOHHEIE HCNHTAHUS 00ydaloIIUXCs MOTYT ObITH
OpraHKW30BaHEI C UCIIONIb30BaHuEeM pecypcoB OMOC Ky3I'TY

5.2.1.0neH0YHbI€E CPeICTBa IIPU TeKyleM KOHTPOJIe

TEKyIJ.II/Iﬁ KOHTPOJIb ITIO OJUCLUIIJIMHE 3aK/II04YaeTCA B OIIpoce 06yqa}oumxcs[ 10 KOHTPOJIBHEIM BOIIPpOCaM,
B MOATOTOBKE U IIPEOCTAaBJIEHUN OTYETOB I10 MPAKTUYECKUM pa60TaM

Hanpumep:

KOHTpOHbHBIe BOIIPOCHI OJIsi OIIpOCa Ha MNPAKTHYECKOM 3aHATUHU Nol «OcHOBHEIE PEKBU3UTHL

OJOKYMEHTOB»:

1. Kakyto nens npecnenyeT KaXabli U3 HODMAaTUBHEIX JOKyMEHTOB?
2. Uro noHuMaeTcd nop yHubUKaluel U cTaHOapTU3lalnuel moKyMeHTa? Kak COOTHOCATCS 3TU

TOHATHSA?

Kputepuu ouenuBanus:
- 100 6amIoB - Mpy IPABUIBFHOM U IIOJTHOM OTBETE Ha [IBa BOIIPOCA;
- 75...99 6annoB - npu NPaBUILHOM U IIOJIHOM OTBETe Ha OOUH U3 BOIPOCOB M IIPABUJILHOM, HO He

IIOJIHOMOTBETEe Ha OPYTOX U3 BOIIPOCOB;
- 50...74 6anyioB - Mpy IPaBUJILHOM U HEIIOJIHOM OTBETE Ha OBa BONPOCA HMJIU IIPABUJIBHOM U IIOJTHOM

OTBETE TOJIBKO Ha OfUH U3 BOIIPOCOB;
- 25...49 6annos - IpHu IPaBUILHOM U HEIIOTHOM OTBETE TOJIBKO Ha ONWH U3 BOIIPOCOB;
- 0...24 6amoB - IPY OTCYTCTBUY MPABUJIBHLIX OTBETOB HA BOIIPOCHL.

KomuuectBo 6anioB

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

65...74]75...99]99...100

IITxana oleHNUBaHUS

He 3a4YTeHO

3a4YTEeHO
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3amuTa MPakKTUIEeCKUX paboT

OueHOYHBIME CPELCTBAMU [JIS TEKYLUIET0 KOHTPOJIS IO 3allUTe MPAKTUYECKUX PaboT SBIAOTCH
KOHTPOJIbHBIE BOIIPOCHL.

Ompoc 10 KOHTPOJILHEIM BOIIPOCAM.

[Tpu mpoBeneHUM TEKYyIero KOHTPONsA oOydalomuMcs OymeT IMCHMEHHO 3aJaHO OBa BOIpoca, Ha
KOTOpHIE OHU JIOJIKHEI IaTh OTBETHL

Hampuwmep:

1. Ha xakux JOKyMeHTax IPOCTaBIAETCSI PEKBU3UT «afpecar»?

2. Kaxkve JOKyMeHTH IOAJIeXKAaT YTBEPXKIECHUIO?

3. B xakux ciy4dasix JOKYMEeHT JOJIKEH COfepkKaTh IPUIOKEHU?

4. TToueMy PEKBHU3UT «IIOIHUCH» 061amaeT 0co60 I0PUANIECKOH CUI0N?

Kpurepuu onenuBanus:

- 100 6amnioB - py NPaBUIBHOM U IIOJTHOM OTBETE Ha [IBa BOIIPOCA;

- 75...99 6annoB - IpuU IPABUIEHOM ¥ IIOJIHOM OTBETE Ha OOWH M3 BOIPOCOB U IIPABUJIBHOM, HO HE
TIOJIHOMOTBETE Ha PYTO# U3 BOIIPOCOB;

- 50...74 6asioB - IpHU MPABUILHOM ¥ HETIOJTHOM OTBETE Ha OBA BOIPOCA HJIM IPABUIBHOM U IIOJTHOM
OTBeTe TOJIbKO Ha OUH K3 BOIIPOCOB;

- 25...49 6annoB - mMpu IPaBUILHOM U HEIIOTHOM OTBETE TOIBKO Ha ONWH U3 BOIIPOCOB;

- 0...24 6aIoB - IpY OTCYTCTBUY NIPABUILHLIX OTBETOB HA BOIIPOCHL.
Komuuectso Gamnos|0...24[25...49[50...64]65...74[75...99[99...100
[lxana olneHUBaHUs|HE 3a4TEHO 3a4YTeHO

5.2.2 OneHoOYHbIEe CPEeICTBA IIPH MPOMEXKYTOYHOH aTTeCTalluH

®opMoOii NDpPOMEXYTOYHOM aTTecTaluu SABIgeTCS 3adyeT, B Ipollecce KOTOPOTO
onpepenseTcsicGopMUPOBAaHHOCTh 0003HAYEHHON B pabodyedl mporpaMMme KOMIIETEHIWH. VHCTPyMEHTOM
u3MepeHus: cHOPMUPOBAHHOCTH KOMIIETEHIIUH SBIISIOTCS BHIIOJHEHHBIE W 3aUTEHHEIE TPAKTUYECKUE PABOTHI,
OTBETH HABOIIPOCHL BO BPEMS OIIPOCa IO TEMaM 3aHSITHM, BONPOCH Ha 3adeT. Ha 3ayeTe obyvammuics
OTBedYaeT Ha Ouset, B KOTOPOM CONEPKUTCS 2 Bompoca. OreHKa "3a4TeH0" Ui '"He 3a4TEHO" BEICTABIAETCS C
y4eToM IPaKTUYeCKUX paboT 1 0TBeTa Ha BOIIPOCHL.

[TpuMepHHIl TepeyeHb BOIIPOCOB Ha 3a4eT:

1. Kakotit Oblyia CTPYKTypa NMPUKa30B U UX IITATHHIN COCTaB?

2. B 4eM cocTOsITH 00513aHHOCTH CITYKHUIIBIX JIIOfIeN B paboTe C JOKyMeHTaMu?

3. Tlepeuucnure BUAH OOKYMEHTOB, B KOTOPHX (UKCUpOBanachk ylpaBleHUecKas OesITeIbHOCThb
Byupexpenusax XVI-XVII Bs.

4. OxapakTepusyute hopmynsap gokymenTa XVI-XVII Ba.

5. Onumurte sTans 06paboTKY JOKYMEHTOB B IIPUKA3aX.

6. Yto Takoe cronbuoBas ¢opMa menonpou3BoACcTBaA? KakuMm 3aKOHOJATENbHEIM aKTOM OHa
OplmasakperieHa? Ha3oBuTe maty ee OTMEHEL.

7. ChopmynupyiiTe 0cOOEHHOCTU IIPUKA3HOT0 [eJIONPOXU3BOLCTBA.

8. Kakoi#l OrITa CTPYKTypa KOJJIETHH M COCTAB [MNONKHOCTHBEIX JHI CTPYKTYPHBIX
nmompa3neneHui?IlepedynciuTe WX OCHOBHHIE HOONMXHOCTHHEE 00S3aHHOCTH.

9. HazoBute Bupan fokymeHToB XVIII B. OxapakTepusdyite ux Gopmysp.

10. Kako#i cTana opraHu3anys Oe0POX3BOACTBA II0CTIe U3IaHus 3akoHa 1775 r.?

Kputepuu ouenuBanus:

- 100 6amIoB - Mpy PABUIBFHOM U IIOJTHOM OTBETE Ha [IBA BOIIPOCA;

- 75...99 6annoB - Opu NPaBUJILHOM U IIOJIHOM OTBETe Ha OOUH U3 BOIPOCOB M IIPABUJILHOM, HO He
IIOJIHOMOTBETEe Ha OPYTOX U3 BOIIPOCOB;

- 50...74 6anyioB - Mpy IPaBUJILHOM U HEIIOJIHOM OTBETE Ha OBa BOIPOCA HJIU IIPABUJIBHOM U IIOJTHOM
OTBETE TOJIBKO Ha OfUH U3 BOIIPOCOB;

- 25...49 6annoBs - IpHu IPaBUILHOM U HEIIOTHOM OTBETE TOJIBKO Ha ONWH U3 BOIIPOCOB;

- 0...24 6amoB - IpY OTCYTCTBUY NMPABUJIBHLIX OTBETOB HA BOIIPOCHL.
Komuuectso 6aymos|0...24[25...49]50...64[65...74]75...99[99...100
IlTxana oleHUBaHUsI|HE 3a4TEHO 3a4TEHO

5.2.3. MeTogHYeCKHe MaTepHajbl, ONpeaeIsiioliHe NMPouenypbl ONMEeHHBAHHUSI 3HAHHUH,
YyMEHHH, HABLIKOB M (HJIH) ONLITA [AesiTeJIbHOCTH, XapaKTepH3yIlHe 3Tanbkl (GopMHUpPOBaHHSA
KOMIeTeHIuH

1. Texyumii KOHTPOJb YCIIEBAEMOCTH 06yYaIOIIUXCsI, OCYILECTBISETCS B CIEAYIOUIEM ITOPSIAKE: B KOHIIE
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3aBEPIIEHNS OCBOEHHUS COOTBETCTBYIOIIEH TeMEl 00ydYalomuecs, IO PACHOPSAKEHUIO IeJarorudeckoro
paboTHUKA, YOUPAIOT BCE JIMYHbIE BEIH, 3JIEKTPOHHEIE CPEMICTBA CBSI3U U NTeYaTHLIE UCTOYHUKY NHPOPMALUH.

[ MOOTOTOBKY OTBETOB Ha BONPOCH 00ydYalOMMEeCcs MCHOIb3YIOT YUCTHIHM nuct Gymaru maoboro
pa3Mepa u pyuky. Ha nmucte 6ymaru obyuarliuecs yKa3hBalOT CBOM (GaMUINI0, UM, OTUECTBO (IpHu
Hanmu4uu), HoMep y4eOHOU IPYIIH U HaTy NPOBeNeHUs TeKyIlero KOHTPOJIS yCIeBaeMOCTH.

Hayuno-meparoruyeckuii pabOTHUK YCTHO 3afaeT ABa BOIPOCA, KOTOPHle OOyHAIOI[UNCST MOXKET
3amucarth Ha NOATOTOBIEHHEIH AJIST OTBETA JIUCT OyMarm.

B TeueHMe yCTaHOBIEHHOTO HAYYHO-TIEAArOTHYECKUM PaOOTHUKOM BpeMeHM 00y4alomuecs MUICbMEHHO
GOPMYyNUPYIOT OTBETH HAa 3afaHHbIE BOMPOCH. [10 MCTEUYEHWH YKA3aHHOTO BPEMEHM JIUCTH OyMaru C
MOATOTOBJIEHHEIME OTBeTaMu oOOydalomuecs NepefaloT Hay4YHO-IeNarorudeckoMy pabOoOTHUKY [Os
MOCTIEAYIOLIET0 OLleHUBAHUS PE3y/NbTaTOB TEKYIero KOHTPOISA YCIeBaeMOCTH.

[Tpy mOAroTOBKE OTBETOB HA BONPOCH 00ydarmIIMMCS 3alpeliaeTcss HUCIOJIb30BaHUe JIOOBIX
3JIeKTPOHHEIX U IeYaTHHIX UCTOYHUKOB WHopMmauuu. B ciyuae oOHapyKeHUs Hay4dHO-IeZarorudecKuM
paboTHUKOM (aKTa HCIOIH30BaHUS 00YyYAOIIMMCS NIPU IHOATOTOBKE OTBETOB HAa BONIPOCH! YKa3aHHEIE
WCTOYHUKY MH(OpPMAIWK - OIleHKa Pe3yIbTaTOB TEKYIIero KOHTPONIT COOTBETCTBYeT 0 6aniioB 1 Ha3HA4aeTCs
maTa IOBTOPHOT'0 IIPOX0XKAEHUS TEKYIIEero KOHTPOJIS YCIIeBa€MOCTH.

Tekymuii KOHTPOJIb YCIIEBAEMOCTH 00YJaIOIIUXCS [0 PE3YIbTaTaM BHIIOHEHUS J1a00PaTOPHEIX U (VITH)
mpakTHYecKuxXx paboT ocymecTBnseTrcd B GopMe 0OT4YeTa, KOTOPHIM MPENOCTABISETCS HAY4YHO-
IefarorudyeckoMy paGOTHUKY Ha OyMaxKHOM U (MJIM) 3JIEKTPOHHOM Hocutenie. HayyHo-megaroruyeckui
paboTHUK, [IOCTIEe IPOBeeHUs OLeHOYHHIX IPOLefyp, UMeeT IPaBo BepPHYTh 00ydalolleMycs OTYeT MJIs
mocrnenyoniell KOppeKTUPOBKY C yKa3aHWeM IepeyHsl HecooTBeTCTBUil. O0ydatomuiicss 00513aH yCTPaHUTh BCe
yKa3aHHbIE HECOOTBETCTBUS W HANPABUTH OTYET HAYYHO-NIENArOTMYECKOMY pPabOTHUKY B CPOK, He
IIPEBHIIIAIOMNH TPeX YYeOHEIX JHeH, CIIeAyOMNX 3@ THEM TPOBEIEHNUS TEKYIIET0 KOHTPOJIS YCIEBAEMOCTH.

Pe3ympTaTh TEKYIIETO KOHTPOJIS MOBOASTCS [0 CBEOEHUS 00y4YalOIIUXCS B TeUEHHE TPEX yIeOHBIX
OHEH, CIeNy0UNX 3a JHeM IPOBeEeHUs TeKyIero KOHTPOJIS yCIIeBaeMOCTH.

Of6yuaromuecs, KOTOPhE He MPOIUIN TEKYIINH KOHTPOJIb YCIEBAEMOCTH B YCTAHOBJIEHHLIE CPOKH,
00513aHH IPOUTH €ro B CPOK OO0 Hayaja MPOLeAyph NPOMEXYTOYHOM aTTECTAlWyU 110 OUCHUNIUHE B
COOTBETCTBUU C PaClCaHUEM IIPOMEXYTOUYHOHU aTTeCTalluu.

Pe3ymbTaTH IPOX0XKOEHUS POLEYDP TeKYIero KOHTPOJId yCIeBaeMOoCTH 00y4aomuxCcs YYUTHBAIOTCS
IIPY OLIEHWBAHUY PE3YNIbTATOB IPOMEXKYTOUHON aTTECTAIMY 00yYaIOIIIXCS.

2. IlpoMexyTO4YHas aTTecTanus O0YdYAIOIMIMUXCS IPOBOOUTCS IIOCTE 3aBePIIEHUS 00ydYeHUs IO
OUCLHUIJINHE B CEMECTPEe B COOTBETCTBHUM C KaJe€HOAPHHIM y4eOHBIM rpaduKOM U pacHuCaHHEM
NIPOMeXyTOYHOU aTTeCTalluu.

[Ons yCHemHOT0 IPOXOXIOEHUS NPOLeAyPhH IPOMEXYTOUYHOU aTTeCTallUd N0 OUCLUIIJIAHE
00y4arouecs MOTKHEL:

1. IONMy4YUTH IOIOXKUTENBHEIE PE3YIbTAThl II0 BCEM IIPENYCMOTPEHHEM paboueil mporpaMmmoit hopmMam
TEKYIIEero KOHTPOJISl yCIE€BaeMOCTH;

2. IONIy4YUTh [TOJIOKUTENIbHEIE Pe3y/IbTaThl aTTECTAallMOHHOIO UCIIBITaHUA.

I7ns yCHemHoro mpoXoXAeHHs aTTECTALMOHHOTO HUCIBITAHUS 00ydYaroUIuiicsi B TeYeHUE BPEMEHH,
YCTaHOBJIEHHOTO HAyYHO-TIe[arornyeCcKuM pabOTHUKOM, OCYIIECTBIISIET MOATOTOBKY OTBETOB Ha ABa BOIIPOCA,
BHIOPAHHBIX B CITy4YalHOM HOPSIOKE.

[7151 MOOTOTOBKY OTBETOB HUCIIOJIB3YETCS YUCTHIY IUCT OyMaru u pydka.

Ha nucte 6ymaru ofy4armuecs yKashBalOT CBOM (paMuUiInio, UM, 0TYECTBO (IpU HATUYUM), HOMED
y4eOHOM I'PYIIH U OATy IPOBENeHUsS aTTeCTalluOHHOT0 UCIIEITAaHUS

[Tpy mOArOTOBKE OTBETOB HA BONPOCH o0ydamImUMCS 3alpeliaeTcss HUCIOJIb30BaHUe IJIOOBIX
3JIEKTPOHHEIX M Ile4aTHBIX HCTOYHUKOB MH(pOpMaIuu.

ITo ucTeuyeHNN YKa3aHHOTO BPEMEHH, JIUCTHL C TOATOTOBIEHHEIMY OTBETAM Ha BOIIPOCH 00y4aloIuecs
mepefganT HAYYHO-NEJAroTHYeCcKoMy pPabOTHUKY [AJIS IOCTEeOyIOIIero OIeHWBAHWUS pPe3yJIbTAaTOB
NIPOMeXyTOYHOU aTTeCTalluu.

B ciy4ae oO6HapyXKeHUs HayYHO-IIENAarOTHYeCKUM PAOOTHUKOM (aKTa MCIOIb30BAHUS 00ydaIonIMCs
IpU IOATOTOBKE OTBETOB Ha BONPOCH YKa3aHHbE MCTOYHUKYM MHPOPMAIUU - OlleHKa pPe3yIbTaToB
IIPOMEXKYTOYHOU aTTecTauuu CooTBeTCTByeT 0 GayyioB U Ha3HAdaeTCsS HaTa IIOBTOPHOTO NPOXOXOEHUS
aTTeCTAl[MOHHOTO UCIBITAHUS

Pe3ynmbTaTh MPOMEKYTOUHOM aTTecTauuyu obydaromumxcs pa3meiraiorcs B IUOC KysI'TV.

Texymu# KOHTPONIb YCIIEBAEMOCTH U IPOMEXKYTOYHAS aTTecTanus o0ydamomumxcs MOTYT OBITH
opraHu3oBaHul ¢ ucnonbloBanueM IMOC KysI'TY, mopsamox u GopMbl IPOBefeHUs TEKYLUeTO KOHTPOJIS
yCIIEBAaEMOCTH ¥ ITPOMEKYTOYHOM aTTeCcTaluy 00yJaomuxCcs IPU 9TOM He MEHSETCS.
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6 YueOHO-MeTOZHYECKOE oDecliedyeHue

6.1 OcHoBHas nuTEpaTypa

1. MaptuuaoBa, E. B. JokymeHnToBenenue / E. B. MaprrHOBa. - Kemeposo : KemepoBckui
roCymapCTBEHHBIM YHUBepCUTeT KynbTypel u uckycctB (KemI'YKH), 2009. - 108 c. - URL:
http://biblioclub.ru/index.php?page=book red&id=227741 (mata oGpamenus: 30.04.2022). - TekcrT :
3JIEKTPOHHEIM.

2. Kynses, H. H. lokymenToBenerue / H. H. Kyusies, [I. H. Vpanos, A. I'. ®a6puyHoB. - Mocksa :
Joroc, 2011. - 356 c. - ISBN 9785987043298. - URL:
http://biblioclub.ru/index.php?page=book red&id=84880 (mata obpamenusa: 30.04.2022). - TexkcT :
3JIEKTPOHHBIH.

3. KupcanoBa, M. B. Kypc menompou3BoacTBa: [JoKyMeHTaIlMOHHOe o0ecredyeHue ynpaBlIeHUs :
yuebHOe mocobure [y CTYIeHTOB By30B, 00y4alomKXCs 10 crienranbHOCTH "MeHemxkmenT" / M. B. KupcaHoBa,
FO. M. Akcenos; HoBocub. Toc. yH-T 9KOHOMUKH ¥ VIIPaBIeHus. - 6-€ U3[., UCIp. U HOI. - MockBa : UHOPA-M,
2013. - 256 c. - (Briciiee o6pa3oBanue : bakanaBpHar). - TEKCT : HEIIOCPEICTBEHHHIM,

6.2 TonoTHUTEILHASA JIUTEPaTypa

1. PasmopoxkHbil, A. A. [IOKyMeHTUPOBaHUE YIIPaBIeHYECKON NesTeIbHOCTH : yuel. mocobue mJisi By30B
/ A. A. PazgmopoxHuii. - M. : UHOPA-M, 2007. - 304 c. - (Beiciree o6pa3oBanue). - Tekcr :
HEeINO0CPENCTBEHHBIH.

2. ITenpurnH, H. B. [TJokyMeHT0060pOT B chepe aBTomepeBo3ok / H. B. Iensmun, H. 3anykaesa, A. A.
I'ycpkoB ; TaMOOBCKHYE TOCYHapCTBEHHBIH TEXHUYECKHH yHHBepcuUTeT. - Tam6oB : TaMOOBCKHH
TOCYyOapCTBeHHHE N TexHU4Yeckuit yHuBepcuter (TITY), 2013. - 84 c¢. - URL:
http://biblioclub.ru/index.php?page=book red&id=277952 (mata obpamenus: 30.04.2022). - TekcrT :
3JIEKTPOHHBIH.

6.3 MeToguueckasi 1uTeparypa

1. oKyMeHTO000POT U OEIOMPOU3BOACTBO : METONMUECKKE YKa3aHUs K MPAKTUYECKUM 3aHATUSIM U
CaMOCTOSITEIFHOMN paboTe mns cTymeHTOB HampaBneHus 23.03.01 «TexHOIOTHS TPAHCIOPTHHIX ITPOIIECCOBY,
npodunm 23.03.01.01 «OpraHu3anms IePeBO30K U yIIpaBjIeHNe Ha aBTOMOOUIEHOM TpaHcmopTe», 23.03.01.02
«Opranu3sanus u 6e30macHOCTh aBuxkeHus», 23.03.01.03 «TpaHCcIOpTHAS JIOTUCTHUKA», BCEX (HOpM 00ydeHus /
OT'BOY BO «Kyasbac. roc. Texs. yu-T uM. T. ®. I'opbaueBa», Kad. aBTom06. mepeBo3ok ; coct. H. A. Ctrenuna. -
Kemeposo : Ky3I'TY, 2017. - 190 c. - URL: http://library.kuzstu.ru/meto.php?n=8784 (mata obpamieHus:
30.04.2022). - TeKCT : 371IeKTPOHHBIMU.

6.4 TIpodeccuoHaIbHBIE 0a3bI JaHHBIX ¥ HHGOPMAIHOHHBIE CIIPABOYHBIE CHCTEMbI

1. OnekTpoHHas 6ubIHOTEYHAS CHUCTEMA «YHUBEPCUTETCKAs OubnuoTeka oHnmaiH» http://biblioclub.ru/

2. dnekTpoHHas OubnuoTeuHas cucrema «Jlanb» http://e.lanbook.com

3. ONeKTpPOHHAS 6bubnuorexa Kys3I'TY
https://elib.kuzstu.ru/index.php?option=com content&view=article&id=230&Itemid=229

4. CpaBouHas mpaBoBas cucteMa «KoncynbrantlIlmoc» http://www.consultant.ru/

5. HayuyHasxa 93TeKTPOHHASA 6ubnuorekKa eLIBRARY.RU
https://elibrary.ru/projects/subscription/rus _titles open.asp?

6.5 Ilepuoguyeckue N3TaHUST

1. Iemonpou3BOACTBO : “HGOPMaUXOHHO-IPAKTUIECKUN KypHa (Ie4aTHHIN)

2. WadopManuoOHHEIE CUCTEME M TEXHOJIOTMHU : HAYYHO-TEXHUYECKUH XKypHan (371eKTPOHHEIN)
https://elibrary.ru/contents.asp?titleid=28336

3. Mup TpaHcnopTa : XKypHal (IeyaTHbIN)

7 IlepeueHb pecypcoB HHGPOPMaNMOHHO-TEIEKOMMYHHUKAIIHOHHOH ceTH « AHTEepHeT»

1651295064
11

9UOC KysI'TY:



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

a) dnekTtponHas O6ubnmoreka Ky3['TY. - TekcT: 37eKTPOHHHI // HayuHo-TeXxHWYeCcKas 6ubnuoTeka
Kysb6acckoro rocyapCTBEHHOT0 TEXHUUECKOT0 yHUBepcuteTa uM. T. @, 'opbauesa : caiit. - Kemeposo, 2001
- . - URL: https://elib.kuzstu.ru/. - TeKCT: 37I€KTPOHHBIH.

b) Moptan.Ky3I'TY : ABromaTtusupoBanHas MHpopmauuonuas Cuctema (AUC) : [cait] / Ky3bacckuit
TOCy[apCTBEHHHIM TexHU4Yeckuil yuupepcutet uM. T. ®. T'opbaueBa. - Kemeposo : Ky3I'TY, [6. r.]. - URL:
https://portal. kuzstu.ru/. - Pexkum gocTyna: ojis aBTOPHU3. MOJIb30BATENEN. - TEKCT: 3/IEKTPOHHBIN.

c) OnmekTpoHHOE o0yuyeHue : [caiT] / Ky36acCKuii rocyiapCTBEHHBIN TEXHUYECKUH YHUBEPCUTET UM. T.
®. T'opbauesa. - Kemeposo : KysI'TY, [6. r.]. - URL: https://el.kuzstu.ru/. - Pexxum gocTyma: A aBTOPHU3.
nonb3oBateneit Ky3I'TY. - TeKCT: 371eKTPOHHEIN.

8 MeTogmuyecKHe YKa3aHHSA O OOYYAIMIUXCsI N0 OCBOEHHI0 JHCIHIIJIHHBI
"TOKyMEHT0000pOT B TOPOXKHOM IBHKEHHH"

CamocrosiTenbHas paboTra oOydalierocs sIBISETCS 4acThio ero yueOHOU IesTeIbHOCTH, 00HeMEI
CaMOCTOSITENIbHOM paboTH 110 JUCHUIIINHE YCTaHaBIUBAIOTCS B y4eOHOM IINaHe.

CamocTosiTenbHasi paboTa 110 DUCLUIIIMHE OPTAHU3YETCS CIeNyoIM 06pa3oM:

1. o Hayama OCBOEHUS OUCLUIIUHE 00ydalomeMycs HeoOXONUMO 03HAKOMUTHCS C COLePXKaHUEM
paboyell mporpaMMbl JUCHUIIIMHEL B CIIEAYIOIEM IOPSIAKE:

1.1 comepxXkaHue 3HAHUU, YMEHUMN, HABHIKOB U (UJIK) ONBITA NPO(PECCUOHANBHOU AEeSATENbHOCTH,
KOTOpHIE 6yayT CHOPMUPOBAHEL B IIPOLIECCE OCBOEHUS NUCIUILINHEL;

1.2 comepXaHue KOHCIIEKTOB JIEKIVH, pa3MeIleHHEIX B 97IeKTPOHHON HHGOPMaImoHHOu cpene Kys['TY
B IIOPSIIKE OCBOEHUS NUCLUIIIMHEL, YKa3aHHOM B pabouell mporpaMMe OUCHUILIMHEL;

1.3 comepxkaHue 0CHOBHOU U [OTIOJIHUTEILHON TUTEPATYPHL.

2. B mepuon oCBOEHUS OUCLUIIUHL 00yYaIOUIMACS OCYLUIECTBIISIET CAaMOCTOSTENbHYI0 paboTy B
ClIenyloleM NOopsiaKe:

2.1 BHIIONHEHWE NPAKTUYECKUX ¥ (unu) nabopaTopHHX PaboTH U (M) OTYETOB B MOPSAKE,
YCTQHOBJIEHHOM B pabodeil mporpaMMe AUCIUILIAHEL;

2.2 IOOTOTOBKA K OIIpocaM U (MIK) TeCTUPOBAHUIO B COOTBETCTBUU C NOPAAKOM, yCTAaHOBJIEHHOM B
pabouel mporpaMMe OUCHUIIIMHEL

2.3 IOATOTOBKA K IPOMEXYTOYHON aTTeCTAl[Ud B COOTBETCTBUM C HMOPSANKOM, YCTAHOBJIEHHOM B
pabouell mporpaMMe OUCHUIIIMHEL.

B cnyugae 3aTpymHeHUH, BO3HUKIINX IIPY BHIIOJIHEHUM CAaMOCTOSITENIBHOU pAabOTEl, 00ydaroImemMycs
HeoOxomuMo 06pPATUTHCA 3@ KOHCYIbTalueld K IeJarorudeckoMy paboTHUKY. Ilepmopbl MpoBemeHUs
KOHCY/IbTallu#l yCTaHABNIMBAIOTCS B PACIIMCAHUN KOHCY/IbTallUi.

9 IlepeyeHbh HHPOPMANMHMOHHBIX TEXHOJIOTHH, HCHOJIb3yeMbIX NPH OCYIIECTB/ICHHH
ofpa3oBaTeJIbHOr0 mpomnecca mo JUcCHUIUIHHE "[JOKYyMEeHTO0000pOT B JOPOKHOM IBHKEHHH",
BKJ/IIOYasi 1IepevYeHb NporpaMMHOro o0eceyeHHs H I/IH(l)OpMaIIIfIOHH]:IX CIIPaBOYHBIX CHCTEM

[ u3y4eHus OUCLUUIIIHHEI MOXKET MCII0Ih30BaThCs CIEAyIOIlee MPOrpaMMHOe 06ecredeHue:
1. Libre Office

2. Mozilla Firefox

3. Microsoft Windows

4. ESET NOD32 Smart Security Business Edition

10 OnucaHHe MaTepHa/lIbHO-TEXHHYECKOH 0a3bl, HEOOXOOUMOMH [AJis OCYI[eCTBICHHS
00pa30BaTeILHOI0 Mponecca no aucHuninHe "JOKyMeHTOO00pPOT B HOPOKHOM JABHKEHHH"

[ns peanu3anuy TPOrpaMMbl y4eOHON OUCIUIIMHEL IIPEIYCMOTPEHH ClIelMaTbHEIE TIOMEIeHNUS:

1. Tlomelenus AyIs1 CAMOCTOSITEIbHOM PAaGOTH 00YYAIOUIMXCS JOJIKHEI OCHAIIEHHEIE KOMIBIOTEPHOM
TEXHUKOHM C BO3MOXKHOCTHIO MONKITIOUEHUS K ceTH MHTepHET U obecrnedeHueM JOCTyIA K 3JIEKTPOHHOH
nHGOPMAIMOHHO-00pa30BaTENbHOM cpefie OpraHu3anuy.

2. YueOHEIE ayIUTOPUY [7S1 IPOBEIEHNS 3aHATUH JIEKIIMOHHOTO THUIIA, 3aHSATUN CEMUHAPCKOTO THUIIA,
KYPCOBOTO ITPOEKTHPOBAHUS (BHIIONHEHUS KYPCOBHIX Pab0T), IPYIIOBEIX U WHAUBUAYATBHBIX KOHCYIbTAIUM,
TEKYILET0 KOHTPOJIS ¥ TPOMEKYTOYHON aTTECTAIVH.

11 Anbie cBegeHus U (UIM) MaTepHUaIbI

1. O6pa30BaTeNbHEIN MPOIECC OCYLIECTBIASETCS C MCIOIb30BAaHUEM KaK TPAAUIIMOHHBIX TaK M
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COBPEMEHHBIX NUHTEPAKTUBHEIX TEXHOJIOTHH.

B paMKax ayquTOPHBIX 3aHATHHR IIPUMEHAITCS CIIeAYIOIe HHTePAaKTUBHEIE METObI:

- pa360p KOHKPETHHIX IIPIMEPOB;

- MyJIbTUMENUAHAS TIPe3eHTaIHUS.

2. [lpoBemeHue TPYMIOBLHX U MHOWBUAYATbHHIX KOHCYbTALUUN OCYIIECTBISIETCS B COOTBETCTBUHU C
pacmucaHueM KOHCYIbTalWil IO TeMaM, 3asBlIeHHEM B paGoueil mporpaMMe AMCUUIIIUHE, B IEPUOT
OCBOEHHS MUCLUIIIMHEL ¥ TePe] IPOMEKYTOUHOM aTTeCTalluel C yYeTOM Pe3yIbTaTOB TEKYLIET0 KOHTPOJIS.
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