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1. BHelUHwWe TpeboBaHuSA

Tabnuua 1.1

Komnemenyuna @IO0C: OK.3 cnocodHocTh K KOMMYHHKAIIH B YCTHOH H NHCHbMeHHOI opMax Ha pycckoM H
WHOCTPAHHOM SI3BIKAX [IJISI peIeHHst 32129 MEeKINTHOCTHOI0 H MEKKYILTYPHOT0 B3AHMOXEHCTBHUSI; ¢ uacmu
CLEOYIONUX PE3YTIbMIANI0e OOy eHUA:

y4. yMETb OCYLLECTB/ISITb AE/IOBYH) MEPENMCKY HA PYCCKOM S3bIKe

Komnemenyus @IrOC: OK.6 ciocoGHOCTD HCHOTBL30BATH 00IIENPABOBHIC 3HAHHS B Pa3/IMIHBIX cdepax
AeSITeILHOCTH, B TOM UNC/Ie ¢ YIeTOM CONHAIBHOI NOJATHKHA rocyJapcTBa, MeKIYHAPOTHOTO H POCCHHCKOTo
NPaBa; ¢ YACHU CeOVIOWUX Pe3yIbmamoe 00yYeHus:

y3. YMETb NCNOJ1b30BaTb B I'IpOdJGCCVIOHBJ'IbHOVI 0eATENNbHOCTW MPaBOBbIE, B TOM YMC/1E, OTOBOPHbLIE CPEACTBA

Komnemenyun @I'0OC: OIIK.1 cnocodHOCTh pelIaTh CTAHAAPTHHIC 3a1aYH NPoQecCHOHATBLHOI Aesi TeTLHOCTH
Ha 0CHOBe HHQpopMannoHHoi 1 6néanorpadguvaeckoii KyJbTYpbI ¢ IPAMEHEHHEM
HH(GOPMAINOHHO0-KOMMYHUKAIMOHHBIX TEXHOJIOTHIl M ¢ YI€TOM OCHOBHBIX TpeGoBannii HHPpopMAHOHHOT
0e30IACHOCTH, HCIIO/IL30BATH PA3IMYHbIe HCTOYHHKH HHPOPMALNHHA 110 00bEKTY TYPHCTCKOI0 HPOAYKTA; 6
uacmu cedyomux pe3yabmanos 00y4eHus:

y2. yMeTb NPUMEHSTL MH(OPMALIMOHHbIE TEXHOMOT U, O(IUCHOE 0BOPYAOBaHME U NEPCOHA/IbHBIE CPEACTBA B
TYPUCTCKOI fesTeNbHOCTY

Komnemenyua @IOC: I1IK.2 ciocoGHOCTH 06padaTbIBATh H HHTEPHPETHPOBATH ¢ HCIOJIL30BAHNEM 0a30BBIX
3SHAHAN MATeMATHKA H NHPOPMATHKH JaHHbIE, He00X0UMBbIe /ISl 0CYIECTBICHHSI IPOEKTHO AesITe/ILHOCTH B
TYPU3ME; 8 HACHU CLeOVIOMUX PE3YTbHIAN08 00yUenun:

yl. YMETb OCYLWECTB/IATb NMONCK VIHq)OpMaLI,VIVI B NIOKa/IbHbIX 1 rN06abHbIX CETAX

2. TpeboBaHus HI'TY K pe3ynibTaTaM 0CBOEHUS ANCLUUM/INHbI

Tabnuua 2.1
PEBy}'IbTaTbI N3y4yeHna ANCLUMNNANHbI N0 YPOBHAM OCBOEHUA (VIMeTb CDOprI opraHmsayumu
npescTaB/ieHWe, 3HATb, YMeTb, BNaJeTh) 3aHATUIA

[IOKyMeH T auMoHHoe obecneyeHmne B NPpodecCMoHanbHO AeATeNbHOCT !

OlMK.1.y2 ymeTb MPUMeHSATb UHMOPMaLNOHHbIE TEXHOIOM MK, OMCHOE 060PYA0BaHME N
nepcoHasibHbIE CPeACTBa B TYPUCTCKOW AeATE/TbHOCTH

l.H.l'IaHI/IpOBaTb TPOTIECCHl OpraHu3aIiy pa OOTHI C AOKYMCHTaMH Ha IPEITIPUITHN j'|eK|_|||/]|/|; CamocToaTenbHas
paboTa

Z.HpoeKTI/IpOBaTB CXEMBI JIOKyMeHTOO60pOTa Ha IpeaUpusITHH HEKU'I/WI; ﬂpaKqueCKme 3aHATUS;
CamocToaTensHasa pabota

MK.2.yl yMeTb OCYLLECTB/IATL MOMCK MH(hOPMAaLMK B NIOKa/IbHbIX U FN106aIbHbIX CETSIX

3.PaGorats ¢ COBpPEMEHHBIMHY I/IH(i)OpMaH;[/IOHHbIMI/I A KOMIBIOTCPHBIMHA HEKU'I/WI; ﬂpaKqueCKme 3aHATUS;
TEXHOJIOTHSMH, HUCIIOIB3YEMBIMHA B JIOKYMEHTaITHOHHOM ofecrieueHUN YIPaBICHUSI | CaMOCTOATeIbHaA pa60-|-a

OK.3.y4 yMeTb OCYLLECTBNATL [/I0BYHO NMEPENUCKY Ha PYCCKOM A3bIKe

4.0OcobeHHoCcTH OpraHu3auy JOKYMEeHTo000poTa TIPeAIPIATHN U YIPek TeHIH Nexuyu; MpakTUYeCKUe 3aHATUS;

COITHAJIbHO-KYJIBTYPHOIO CEpBHCa U TYPU3Ma B OpraHU3alluy JeI0IPOU3BO/ICTBA. CamocTosTeNbHas paboTa

S.O(bOpMJ'[SITB HAOKYMCHTBI B COOTBETCTBUHU C Tp€6OBaHH$[MH I‘OCy’Z[apC—TBeE[HbIX HEKU.MVI; ﬂpaKTM yeckme 33HﬂTV|H;

HOPM H CTaHJapTOB CamocTosTensHas pa60Ta

6.006 OCHOBHBIX C(bean IPUMEHCHUS ITOITYIaeMBbIX 3HaHUH HEKU'VWI; ﬂpaKqueCKme 3aHATNS;
CamocTosTensHas pa60Ta

7.Opraauzanuu npornecca paboThl ¢ JOKyMEHTaMU Nexuyu; TNpakTUYecKue 3aHATUS;
CamocTosTensHas pa60Ta

8.CocraBieHus 1 peJakTHPOBAHUS Pa3IHUHBIX JOKYMEHTOB Nexunu; MpakTUYECKUE 3aHATUS,

CamocTosTenbHas paborta

OK.6.y3 yMeTb UCMO/b30BaThb B MPOGECCMOHA/IbHON eATeNbHOCTM NPaBoBbIe, B TOM UNCHE,
[0TOBOPHbIE CpeacTBa

9.Poib IOKyMEHTAITHOHHOTO 00SCIICTEeHHS B COBEPIICHCTBOBAHUH YIIPABICHUS Nexumu; MpakTUYeCKmMe 3aHATUS;

Ipe AIPUATUAMA U YIPEK JCHUIMHU , TOCYTapCTBEHHAS CHCTEMA CamocToaTenbHas paﬁoTa
AOKYMEHTAITHOHHOI'O obecrieaeHusT YIpaBIICHHUS.




10.YupapneHueckne CTPYKTYPBI e IPHSITHS

JNekuwnu; TpakTnyeckune 3aHATUS;
CamocTosaTenbHas paborta

OlNK.1.y2 ymeTb NPUMEHATb MHGOPMaLMOHHbIE TEXHOIOMMK, 0DMCHOE 060pYyA0BaHME U
NnepcoHasIbHbIE CPeACTBa B TYPUCTCKOW AeATE/TbHOCTH

12.CoBpeMeHHBIME KOMIBIOTEPHBIMHA MIPOTPaMMaMH, HCTIOIE3YeMBIMU B
JOKYMEHTAITHOHHOM 00ecIIedeHUN yIIpaBICHUL

Nekuwnu; MNpakTnyeckme 3aHATUS;
CamocTosTenbHasa paboTa

3. CofepykaHve 1 CTPYKTypa y4e6HOI AnCUMNAnHbI

Tabnuua 3.1
CcCbINIKN Ha
o AKTUBHbIE
Tembl nekuunit Yacebl pe3ynbTaThl YyebHast eATeNIbHOCTb
hopMmbl, yac.
0byueHus

CemecTp: 6

AvpakTrnyeckas eanHuua: FocyaapcTBeHHasi cMcTeMa JOKYMeHTaLMOHHOr0 o6ecrneYveHns B

NpogeccnoHaNbHON fesATeNbHOCTY

1. BBefeHue B JOKYMeHTaLUNOHHOe
obecreyeHne NpodeccnoHansLHoOM
LeaTeNbHOCTH.

6,9

Nekums-6ecepa. CTyaeHTbI
006cyXaaT posb
roCylapCTBEHHO CUCTEMBI
AOKYMEHTaLOHHOI0
obecrieveHvs B
npodeccroHanbHoM
[esTeNbHOCTM

AvpakTuueckas equHuLAa: Ponb AOKyMeHTal,

ynpaB/ieHVs NPeANPUATUAMU 1N YUPEXAEHVUSMN.

WMOHHOIro obecrneveHNs B

coBepLueHCcTBOBaHUA

2. [lokymeHT. Knaccudurkaums
[LOKYMEHTOB. PO/b JOKYMEHTA B
COBEPLUEHCTBOBHUW YrpaB/eHNS.

0

10,12,7,8,9

Nekums B hopmate 3IXY

AnpakTnyeckas egMHMLA: YNpaBieHUecKne CTPYKTYPbl NPeanpusiTy

7.

3. YnpaBneHueckye CTPYKTYpbI
Typu3ma.
HopmaTnBHO-MeToaMYecKme

MpeseHTaums
HOPMAaTUBHO-METOANYECKMX
MaTepuanos, 06CyXaeHNe 1
CpaBHUTE/IbHbIV aHaNN3.

0 2 10, 2,7

martepuasbl, perynvpyrowue cgepy BbIsiBNIeHNE OCHOBHbIX
[OKYMEHTaLMOHHOrO 06ecneyeHmns HOPMaTUBHO-METOANYECKUX
YNpaBfeHns TypU3MOM. MaTepumanos, UCMob3yeMbIX B

paboTe ¢ JOKyMeHTamu.
AnpakTnyeckas eanHmua: JOKYMEHTO060pOT NPeanpuUaTUin N yUPeXXaeHNi
4. bnaHK fOKyMeHTa. PEKBU3UTbI 0 2 12345 8 npe3eHTaLMa TEOPETUYECKOTO
[IOKYMEHTA. o maTepuana
5. PasHble BU/bl [JOKYMEHTOB B Nekupa- Gecepa. CTyAeHTL!

: AbT AOKY 0 8 12,5,6,8,9 |3HakomATCA C pa3HbIMU BUAaMU

cthepe Typusma.

[JOKYMEHTOB B Chepe Typusma.
6. OpraHusauus paboTbl ¢
JOKYMeHTaMu. [JoKymMeHTO060pOT.
CoBpeMeHHble MH(OPMaLMOHHbIE 1 0 2 1,12, 2, 3,4, 7 |Nekumns B hopmaTte "TMMIN"
KOMMNbIOTEPHbIE TEXHOMOMM B
paboTe C JOKyMEHTaMu.

Tabnuua 3.2
CcbINIKN Ha
. | AKTUBHbIe
TeMbl NPaKTUYECKUX 3aHATUI Yacbl | pesynbTathbl YyebHana feAaTe/IbHOCTb
(popwmib, uac. 06y4eHus

CemecTp: 6

AvpakTrnyeckas eagnHuua: MocyaapcTBeHHasi cMcTeMa JOKyMeHTaLMOHHOro obecrneyveHnst B

NpogeccnoHaNbHOM fesATeNbHOCTU




1. ¥npaBneH4YecKne CTPyKTypbl
Typu3ma. HopmaTtusHble 1
MEeTOAMYECKME MaTepuasbl,
perynupytoLiue chepy
[OKYMEHTALMOHHOr0 06ecneyeHms
YNpasfeHnsa TypU3MOM.

AHanms n o6eyxaeHune
2 2 10,6, 9 HOPMATMBHbIX 1 METOANYECKNX
MaTep1asnos.

AvpakTrnyeckas egnuHuLa: Ponb JOKYMEHTaLMOHHOI0 o6ecrneyeHnsi B COBEPLUEHCTBOBAHNN
ynpas/ieHVs NPeAnPUATUAMA U YUPEXAEHUSMNA.

Pa6oTa B MasbIX rpynnax.
2. A3bIK M CTW/b JOKYMEHTA. 4 4 3,4,5,6,8,9 [MybnnyHas npeseHTaLms
pe3ynbaToB rpynnoBoi paboTbl.

AnpakTnyeckas eamHnLa: JOKyMeHTO060pOT NPeANPUATUIA N YUPEXXAEHWI

W3yueHre ocobeHHOCTEN
CO3[jaHunA 1 co3faHue
OpraHu3aLyoHHbIX JOKYMEHTOB
(ycTaB, NonoxeHus, Npasuna,
WHCTPYKUMK 1 ap.). PaboTa B
rpynnax.

3. PacnopaauTesibHble 1
opraHu3alUMoHHble JOKYMEHTbI B 2 4 12,3,5,6,8
cthepe Typuama.

M3yyeHune npasun co3faHns un
co3fjaHve JOKYMEHTOB,
OTHOCALMXCA K TYPUCTUYECKOW
JOKYMeHTauun; npasunna paboTsl
C AaHHbIMY (Jorosop, NCT
OpOHMPOBaHMA, 3asBKa Ha
OpOHMpOBaHWe, Bayuep,
MeMLUHCKas CTPaxoBKa,
10, 12, 2, 3, 4, |3arpaHnacrnopT, Bu3a u ap.)
56,7,8,9 [CocTtaBneHune n pefaktuposaHue
TEKCTOB [JOKyMeHTOB. Onpoc no
Lenoyke "Bonpoc-oTBeT".
CocTaB/ieHne 1 pefakTMpoBaHue
TEKCTOB [JOKyMeHTOB. [lenoBas
urpa "Typnoe3gka".
O6cyxaeHne nopsaKa Bblesaa u
Bbe3fja TypucTos. [enosas urpa
"Bblesg 3a rpaHuuy”.

4, TypucTnyeckas JOKyMeHTaUma 8 8

4. CamocTosaTeNlbHaa paboTa oby4atroLLerocs

Ccbinkuy Ha
o Yacbl Ha Yackl Ha
Ne Buabl caMoCTOATE/IbHON paboThbl pesynbTaThl
BbIMONIHEHWE [KOHCY/IbTauMun
06y4eHus
CemecTp: 6
1 |KOHTpOJ'IbeIe paboTbl |10, 12, 3,5, 6, 8|5 |1

MofroToBKa K KOHTPO/bHbLIM paboTam. V3yyeHns peKBU3UTOB U TpeboBaHWUIA MO COCTaBNEHUIO JOKYMEHTOB
pasHoro tuna.: Amutpuesa J1. V. lokyMeHTauMoHHOe 06ecrneveHune ynpaBneHYeckon aesTebHOCTY
[GNeKTPOHHBIN pecypc] : aNeKTPOHHBIN Yy4e6HO-MeTOANYECKMIA KOMMNEKE [ans cTyaeHToB 3® 1 40
HanpasneHus 080200 «MeHemkmeHT»] / J1. . AmuTpuesa ; HoBocmG. roc. TeXH. yH-T. - HOBOCMOUPCK,
[2014]. - Pexxum poctyna: http://elibrary.nstu.ru/source?bib_id=vtls000196412. - 3arn. ¢ akpaHa. Bonkosa
W. B. [JokymeHTaLUMOHHOe 0becneyeHne ynpasBneHns [SNeKTPOHHBIA pecypc] : 3NeKTPOHHBIN
yuyebHO-MeToANYeCKMIA Komnneke / . B. Bonkoea ; HoBocK6. roc. TexH. yH-T. - HoBocubmpcek, [2015]. -
Pexxum goctyna: http://elibrary.nstu.ru/source?bib_id=vtls000214628. - 3arn. ¢ skpaHa. Conory6 O. I.
MpakTUKyM No LOKYMEHTaLMOHHOMY 06ecrneyeHnto ynpaBneHus : [y4ebH1K 4ns By30B No crieymanbHOCTK
"[I0OKyMeHTOBeAeHMe 1 JOKYyMeHTaUMoHHOe obecrieveHue yrnpasnenns™] / O. M. Conory6. - M., 2010. - 127,
[1] c.: Tabn.

110,12 2.3,
456789 | 1

2 |MMoAroToBKa K 3aHATUSM




: Bonkosa . B. [lokyMmeHTaLOHHOe 06ecrieveHne ynpasneHns [SNeKTPOHHBIN pecypc] : 3N1eKTPOHHBI
yue6HO-MeTOAMYecKuiA Komnekc / . B. Bonkosa ; HoBocu6. roc. TexH. yH-T. - HoBocun6umpcek, [2015]. -
Pexxum goctyna: http://elibrary.nstu.ru/source?bib_id=vtls000214628. - 3arn. ¢ skpaHa. Conory6 O. IM.
MpakTUKyM Mo JOKyMeHTaLMOHHOMY 06ecneyeHuio ynpasneHns : [y4e6HWK Ans By30B M0 CreLmanbHOCTy
" [lOKyMeHTOBe/leHVe 1 JOKyMeHTaLUnoHHoe obecneyeHue ynipasneHusa”] / O. M. Conory6. - M., 2010. - 127,
[1] c. : Tabn.

1,10, 12, 2, 3,

456789 [0 2

3 |MNopgrotoBka K arrectauun

B npoLiecce NoAroToBKM K 3a4eTy CTy/AeHT rOTOBUT OTBETHI HA TEOPETUUECKME BOMPOChI, a TaKKe
[0MNOMHSET NOPTHONNO JOKYMEHTAMM, CAMOCTOSATE/IbHO MO/ArOTOBNEHHBIMU UM B COOTBETCTBUM C
Tpe6oBaHUSIMU K OOPM/IEHIIO AOKYMEHTOB, paspabaTbiBaeT CXeMbl JOKYMEHTOO60pOTa, pa3pabaTbiBaeT
Mpe3eHTaLmIo Mo opraH13aLymn paboTbl C JOKYMEHTaMU B MPEACTaB/SEMOI UM OpraHu3aLui.

Co3spgaHue n 3awymta noptonuno: Amutpresa J1. V. JoKymeHTaLMOHHOE 06ecneyeHve ynpaBieH4YecKom
[eATeNbHOCTY [SNeKTPOHHBIW pecypc] : 3N1eKTPOHHbIN y4e6HO-MeTOANYECKUIA KOMMEKC [4/15 CTYAEHTOB
3® n N0 HanpaeneHns 080200 «MeHemkmeHT»] / J1. . AmuTpuesa ; HOBOCKG. roc. TeXH. YH-T. -
Hosocunbupck, [2014]. - Pexxum goctyna: http://elibrary.nstu.ru/source?bib_id=vtls000196412. - 3arn. ¢
akpaHa. Bonkosa . B. [JoKyMeHTaLMOHHOe 06ecrneyeHme ynpasneHus [3neKTpoHHbIV pecypc] :
3NIEKTPOHHBI y4ebHO-MeToauYecKnin komnneke / V. B. Bonkosa ; HoBocKG. roc. TexH. yH-T. -
Hosocunbupck, [2015]. - Pexxum goctyna: http://elibrary.nstu.ru/source?bib_id=vtls000214628. - 3arn. ¢
akpaHa. Conory6 O. IM. MpakTUKyM No JOKYMeHTaLNOHHOMY 06ecreqeHunio ynpasneHns : [y4ebHuK ana
BY30B 0 CreumanbHOCTY " JOKYMeHTOBejeH e 1 JOKYMeHTaLMOHHOe obecneyeHune yrnpasnenus™] / O. IM.
Conory6. - M., 2010. - 127, [1] c. : Tabn.

5. TexHonormnsa oby4veHns

[N opraHn3aLum 1 KOHTPO/ISt CaMOCTONTeIbHOM PaboThbl 06YYatOLLIMXCA, & TaKXKe NPOBeAeHUs
KOHCYNbTaLMiA NPUMEHSIOTCS MH(OPMALIMOHHO-KOMMYHUKALIMOHHbIE TexHonorum (Taén. 5.1).

Tabnuua 5.1

[esTenbHoCTb VHhopMaLMOHHO-KOMMYHUKALMOHHbIE TEXHOM0T M

VHhopmumpoBaHme e-mail; CoupnabHble ceTu

KoHcynbTnpoBaHue e-mail; Moptan HI'TY

Tabnuua 5.2

AKTUBHbIE N MHTEPaKTUBHbIE (DOPMbI NPOBEAEHUS 3aHATHI

Kogb! hopmmpyembix

Ne HanmeHoBaHWe aKTUBHbIX (PopM o
KOMMNeTeHUN

1 |PKMYI OK.3;

@opvupyemMbie yMeHH: V4. yMETh OCYIIECTBIISITE ASJIOBYIO MIEPEIUCKY Ha PyCCKOM SI3BIKE

Kparkoe onucanue npumenenusn: Paborta B ManbsIx rpynmax, paboTa ¢ TEKCTaMHC
HCIOJIb30BaHUEM pa3Hbix npuémos PKMUYII

6. MpaBnna aTTecTalum 06yyatoLLMXCs Mo yUeGHOM AUCUUNINHE

[ns atTecTaymm obyvarowmxca no AUCUMNINHE UCnosb3yeTcs 6abHO-penTUHIOBas cUcTeMa
(BPC), no3sonstoLLas BbICTaBNATb OLEHKM MO TPaAULMOHHON LWKane 1 15-yposHesoi ECTS.

KpaTkast nHopmaumsi o BPC npuseseHa B Tab. 6.1.

Tabnuua 6.1

MwuH.

MaKcuManbHbI 6ann
6ann

OueHMBaeMble BUAbI AeSITENBbHOCTY 06y4YatoLLMXCs




CemecTp: 6

[onoanumenvhas yueOHas OesameabHOCHb. 0
Jlexyus: mocemenne 18 36
IIpaxmuyeckue 3aHAmMUA: BHITIONHEHNE 3aTaHUN 18 36

KoHTponupytoLme MaTepuansl NpueoasaTes B "Amutpuesa J1. V. [JokyMeHTaLMOHHOe 06ecneyeHme ynpaseHYeckol AeaTenbHOCTU [NeKTPOHHBIN pecypc] :
3NeKTPOHHBIN y4ebHO-MeToanYeCKMiA komnnekce [Ana cTygaentos 3® n A0 HanpasneHns 080200 «MeHemxkmeHT»] / J1. . AmuTpresa ; HoBocu6. roc. TexH. yH-T. -

Hosocmnbupck, [2014]. - Pexxum goctyna: http://elibrary.nstu.ru/source?bib _id=vtls000196412. - 3arn. ¢ 3kpaHa."

Koumponvruie pabomvi. BHITIOJHEHNE 3a1aHUM | 4
KoHTponupytoLme matepuanbl npuogsaTes B "Conory6 O. M. MpakTUKym Mo AOKyMeHTaLWOHHOMY 06ecreyeHuto ynpasneHus : [yueGHK AN By30B MO CreLnanbHoCTU
" [JOKYMEHTOBE/IEHVE 1 JOKYMeHTaLMOoHHOe obecneyeHwe ynpasnenus™] / O. M. Conory6. - M., 2010. - 127, [1] c. : Ta6bn."

3auem: 3amurta noptdosro 10

20

KoHTponupytowme matepuansl npusogatcs B “Amutpuesa J1. V1. [lokymeHTaLMOHHOe 06ecreyeHiie ynpaBieHYecKoi AesTenbHOCTU [SneKTpOoHHbIN pecypc] :
3NEKTPOHHbIV y4e6HO-MeToANUeCKMiA kKomnneke [ana ctyaeHTos 3® 1 A0 HanpasneHna 080200 «MeHexmeHT»] / 1. W. iImuTpuresa ; HOBOCKG. rOC. TEXH. YH-T. -
HoBocunbupck, [2014]. - Pexxum goctyna: http://elibrary.nstu.ru/source?bib id=vtls000196412. - 3ar/. ¢ 3kpaHa."

B Tabnuue 6.2 npecTaBeHO COOTBETCTBIE POPM KOHTPO/IS 3asiB/ISIEMbIM TPEGOBAHUAM K
pe3ynbTaTaM OCBOEHUS AUCLUMIIUHBI.

Tabnmua 6.2
Kogabl Dopmbl
KOMIMETEH KOHTPOA
z PesynibTaTbl 06yYeHUs
umn KoHTp. 3
droc Dab. aueT
OK.3 | y4. ymeTb OCyLLECTBNATL AE/0BYIO MEPENUCKY Ha PYCCKOM fA3bIKe + +
OK 6 y3. yMeTb UCM0/b30BaTb B MPO(ECCUOHA/IbHOW AeATeIbHOCTM NPaBOBbIe, B TOM YKC/IE, +
"~ | BOroBOpHbIe CpeacTBa
OnK.1 y2. yMeTb NPUMEHSATb MHGOPMaLOHHbIE TEXHOMOrMKW, odncHoe 060py0BaHue 1 + +
"~ | nepcoHanbHble CPeACTBa B TYPUCTCKON AeATeNbHOCTY
MK.2 | yl. ymeTb OCyLLECTBAATb MOWUCK MHAOPMALIMM B NTOKANbHBIX U TN06aNbHbIX CETAX + +

®OH/ OLIEHOYHBIX CPEACTB MO AMCLMMIIMHE NPeACTaBNeH B NpunoXeHn Ne 1 K paboyel
nporpamme.

7. lutepatypa

OcHoBHas nMTepaTypa

1. loxymenTtHas gunarsuctrka. OcHoBel Teopun. [IpakTikym : yuebuoe nmocobue / [JI. A.
Tloneiukunza u ap. | ; HoBocu6. roc. TexH. yH-T. - HoBocubupck, 2015. - 107, [1] ¢. : Tabun.. - Pexum
noctymna: http:/elibrary.nstu.ru/source?bib_1d=vtls000218150
2. Kproxosa H. I1. JlokyMeHTHpOBaHUE YIIPABJIEHYECKON AesTesIbHOCTH | yueOHoe mocodue / H. 1.
Kprokosa. - Mocksa, 2014. - 266, [1] c. : Tabu.
3. Kysnenor U. H. JlokymeHTarmonHoe obecriedeHye ynpasjaeHUs U ASJIOMPOU3BOACTBO ;| yUeOHUK
st bakanaepo / . H. Kysuernos. - Mockea, 2015. - 576 ¢.. - Ka. moctyriHa B 31eKTpOH. OHOII.
cucteme biblio-online. ru.

[lononHuTensHaa nanTepaTypa
1. l'ymunaa U. A. JlokymMeHTannoOHHOE 00eCreueHue YIpaBaeHus: B COLMAIbHO-KYJIbTYPHOM
cepBHUCe U TypusMe : yueOHoe nocobue [Jist By30B MO crienHaibHOCTH " COLMaIbHO-KYIbTYPHBIN
cepeucu typusm"] / . A. T'ymmna, H. A. 3aiinesa. - M., 2011. - 239 ¢.
2. lenoBoe mucbMoO | yaeOHO-cripaBodHOe rmocooue / aBT.-coct. M. H. Kysnenios. - M., 2009. - 194,
[1] c.
3. Kopobeitnukosa JI. C. J[lokymeHTamonHoe obecriedeHre 1eioBoro odmenus | yaebHoe
nocobue / JI. C. KopobGeiinukosa, O. M. Kynprommuna ; mox pexn. /1. A. Engosuiikoro. - M., 2007. -
301, [1] c. : un., Tabn.

4. Kysnenora T. B. JlokymeHTarmonHoe obecrieueHne yrpasiieHus | yaeOHuk s By30s / T. B.
Kysuenosa, JI. B. Cankuna, T. A beikosa. - M., 2007. - 430, [1] c. : TabGmn.




5. Jlapuu M. B. Odopmnenue ciykeOHBIX TOKyMEHTOB : pekomenmanuu Ha ocaoe [OCT P
6.30-2003 / M. B. Jlapun, A. H. Cokosa. - M., 2006. - 111 c. : un.

6. Opranmsanus paboThl ¢ JOKYyMEHTAMH ;| YIeOHUK AJIsI BY30B MO CHELHATEHOCTSIM
"JlokyMeHTOBEeHNE U JOKYMEHTALMOHHOe obecrieueHue yrpasjeHus" u "MeHeKMEeHT
opranusauuun" / B. B. I'anaxos [u ap.] ; mox pen. B. A. Kyapsiesa ; ['oc. yH-T yripaBneHust. - M.,
2003. - 590, [1] c. : Tabm.

7. ITmenxo A. B. JlokyMeHTaliHOHHOE oOecriedeHre yrpasiieHus | [yueOHoe mocooue st
oOpa3oBaTesIbHbIX YUPEKISHUH cpenHero npodeccuoHanbHoro oopasosanusi| / A. B. ITinenko. -
M., 2008. - 174, [2] c. : un.

8. Cokonora O. H. JlokymeHTaiuoHHOe oOecrieueHre yrpaBieHUs B OpraHu3aliy | [yueOHoe
nocodbue mis By3oB] / O. H. Cokomnosa, T. A. Akumoukuna. - M., 2010. - 155, [1] ¢. : .

9. Comory6 O. I1. JlokymeHTaunoHHOE o0ecrieueHre yrpasiieHus B chepe COLUaTbHO-KYJIbTYPHOTO
CEpBHCA U TypH3Ma | COOPHUK YITPaKHEHUH U CUTYalIMOHHBIX 3a1a4:; yueOHoe rmocodue / O. I1.
Comnory®6 ; HoBocub. roc. Texu. yH-T. - HoBocubupck, 2005. - 38, [1] c. : Tabmn.. - Pexum moctymna:
http://www. library. nstu. ru/fulltext/metodics/2005/sologub.rar

10. Yykosenkor A. HO. Odopmienne nokymentos : kommenrtapuii kK OCT P 6. 30-97
"VHu(uoupoBaHHbIE CHCTEMBI JOKYMEHTALMH. Y HU(PHUIIMPOBAHHAS CHCTEMA
OpTraHU3aLMOHHO-PACTIOPSATUTENILHON ToKyMeHTauu. TpeboBanus K 0)OPMIIEHUIO TOKYMEHTOB" /
A. 1O. YykoBenkos, B. ®@. AuxoBasi ; Akazn. Hap. xo3-Ba npu [Ipasutensctee Poc. @eneparum. -
M., 2001. - 213, [1] c. : un., Tabm.

11. TOCT P 6.30-97. YuuduippoBaHHasi CHCTEMa OPTraHU3ALMOHHO-PaCTIOPSIUTETLHON
noxkymenTauuu. Tpebosanus k opopmiiennto nokymeHToB / ['oc. crannapt Poc. ®@eneparun. - M.,
1998. - 19 ¢.

12. TOCT P UCO 23081-1-2008. IIpoueccer ynpapyieHus: fToKyMeHTaMu. MeTanaHHbIe st
nokymeHToB. U. 1 / @exep. areHTCTBO MO TEXH. PETYJIUPOBAHUIO U MeTposioruu. - M., 2009, - 1V,19
C. . WL

NHTepHeT-pecypehl
1. OBC HI'TY : http://elibrary.nstu.ru/

2. OBC «HznarensctBo Jlaney : https://e.lanbook.com/
3. OBC IPRbooks : http://www.iprbookshop.ru/
4. 9BbC "Znanium.com" : http://znanium.com/

5.

8. MeToanyecKoe 1 NPorpammMHoe obecrieyeHue

8.1 MeToamn4yeckoe obecneyeHune

1. Bonkosa 1. B. JlokymeHTarmonHOe oOecnieueHre yrpasiieHusl [ DIeKTpOoHHSIN pecypc] :
3JIEKTPOHHBIN yueObHO-MeTonuueckuii komruieke / M. B. Bonkora ; HoBocub. roc. TexH. yH-T. -
Hosocubupck, [2015]. - Pexxum moctyna: http://elibrary nstu.ru/source?bib_1d=vtls000214628. -
3ari. ¢ sKpaHa.

2. Imutpuesa JI. . JlokymeHTaIrmoHHOE OOECIIeUeHHE YITPaBIeHYECKON AeATeIbHOCTH
[DmexTpoHHBIH pecypc] : PIeKTPOHHBIN yueOHO-METOAUYECKH I KOMITIIEKC [Iuist cTyneHToB 3D u
N0 nanpaenenus 080200 «Menemxmenty] / JI. . Imutpuesa ; HoBocu®. roc. TeXH. yH-T. -
Hogsocubupck, [2014]. - Pexwum noctyma: http://elibrary.nstu.ru/source?bib_1d=vtls000196412. -
3ars. ¢ 3KpaHa.

3. Comory6 O. IL IlpakTukym o JOKYMEHTALIMOHHOMY OOECIeueHHUIO YIIPaBaeHus ;| [yueOHuK 1ist
BY30B IO CIeUATBFHOCTH "JIOKyMEHTOBEEHHE U JOKYMEHTALMOHHOE 00eCTieueHHe yIripaBieHus'" |
/ O. I1. Comory6. - M., 2010. - 127, [1] ¢. : Tabmn.



8.2 CreunasmsnpoBaHHOe NporpammHoe obecreyeHme
1 Microsoft Windows
2 Microsoft Office

9. MaTepuasibHO-TEXHUYECKOE obecneyeHue

Mpe3eHTaLUOHHOE 060pY0BaHE

No HanmeHoBaHue Ha3HaueHue

1 |MpeseHTaLMOHHOE 060pPYA0BaHME ANSt NEKUMOHHbIX 1 NMPAKTUYECKUX 3aHATHI
(MyNbTUMeaMa-NPOeKTop, 3KPaH, KOMMbITEP
ANS YNPaBIeHNs)

KomnbtoTepHbIN Knacc

No HanmeHoBaHuMe Ha3HauyeHne

1 |KomnbloTepHblit Knacc (KoMnbioTepsl ANS NPaKNYECKUX 3aHATUIA
06beAMHEHbI B TOKA/IbHYIO CETh C BbIXOJOM B
Internet )
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®OH/I OHEHOYHBIX CPEJICTB
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1. OO000meHHas1 CTPYKTYPA (POHIA OLEHOYHBIX CPEICTB YUeOHOM THCUMILINHBI
O6o0menHas cTpykTypa (oHIa OIICHOYHBIX CPEACTB MO AMCHUIIMHE  J[OKyMEHTallMOHHOE
obecrnievueHre B Mpo(hecCHOHALHON IeATENBHOCTH MpuBeaeHa B Tadnuie.
Tabmmima

Iranbl OEeHKH KOMIIeTeHIHii

Iloka3arenu
chopMUpPOBAHHOCTH Meponpusitust
Popuupyevre KOMIIeTeHI Ui Tembl TEKylero IIpome:xyrounas
KOMIETEHIINH (3HAHMS, yMeHHsI, KOHTPOJISt aTTecranus (3K3aMeH,
HABDBIKH) (xypcoBoii mpoexT, 3a4er)
PI'3(P) u op.)

OK.3 criocoGHOCTS K |y4. yMeTh bnank noxymenra. PexBusutsl  [KoHTponbHas 3ayer, Bonpochi1-6
KOMMYHUKAIUH B OCYILIECTBIISITH JoKyMeHTa. BBenenue B pabora, pazaesbl

YCTHOH U
MUCBMEHHOU (hopmax
Ha PYCCKOM U
HHOCTPAaHHOM
SI3BIKAX YIS PEIICHUS
3a1a4
MEKJIMYHOCTHOTO H
MEKKYIBTYPHOTO
B3aUMOJICHCTBUS

JENOBYIO IIEPEIHUCKY
Ha PYCCKOM $I3bIKE

JOKyMEHTAI[MOHHOE
obecrieueHne
npoheCCHOHATBHOM
JIeATENBHOCTH. JIOKYMEHT.
Knaccudukanms 10KyMeHTOB.
Ponb nokymenra B
COBEPIIICHCTBOBHUH
ynpasnernus. Opranusanus
paboTHI C JOKyMEHTaMH.
JoKyMeHT0000POT.
CoBpeMeHHbIe
nHpopManMOHHbIE U
KOMIIBIOTECPHBIC TCXHOJIOTUU B
pabore ¢ nokymeHTamu. PazHbie
BUJIBI JIOKYMEHTOB B chepe
TypusMa. PacriopsiiuTenbHble 1
OpraHM3aIIMOHHBIC JOKYMEHTHI B
chepe Typusma. Typucruueckas
JOKyMEHTAIHs Y IIpaBIeHUECKHE
CTPYKTYpPbI TypHu3Ma.
HopmaruBHO-MeToqu4Ieckue
Marepuabl, peryIupyoiie
chepy JOKYMEHTAI[HOHHOTO
obecriedeHns yIpaBIeHUS
TypU3MOM. YIIPaBICHUECKUE
CTPYKTYpBI TypuU3Ma.
HOpMaTI/IBHI)Ie U METOOAUYCCKHEC
MaTepHallbl, peryIupyIoIue
cdepy 1OKYyMEHTaIIHOHHOTO
obecrieyeHuns! ynpaBieHus
TYpPHU3MOM. SI3BIK ¥ CTHIIb
JIOKyMEHTA.

1,2

OK.6 ciocoOHOCTB
UCIIOJIb30BaTh
o01enpaBoBbIe
3HaHUA B Pa3IMIHBIX
chepax
JACATCIBHOCTHU, B TOM
YHUCIIC C YICTOM
COIMaIbHOU
TOJUTUKH
rocyJapcTBa,
MEXyHAPOIHOTO U
poccuiickoro npasa

y3. yMeThb
UCIIONIb30BaTh B
npodeccruoHaTbLHOM
JIeSTeIbHOCTH
[PaBOBBIE, B TOM
YrcIe, JOTOBOPHBIE
cpeacTaa

BBeznenue B 10OKyMEHTalMOHHOE
obecrieucHHe
npodeccuoHaTbLHOM
NeATeIbHOCTH. Pa3HbIe BUJIBI
JOKYMEHTOB B c(epe Typu3ma.
Typuctudeckast 1OKyMEeHTaLUs
VYipaBiieHYeCKUE CTPYKTYPBI
Typusma. HopmatusHo-
METOINYECKHE MaTepHaJbl,
peryiupytonye chepy
JOKYMEHTAI[HOHHOTO
obecrieyeHuns! ynpaBieHUs
TYpHU3MOM. YTIpaBJICHYECKHE
CTPYKTYpPBI TypH3Ma.
HopmaTuBHBIE 1 METOIMYECKHE
MaTepHaJIbl, PEeryIupyIOIIHe
chepy JOKYMEHTAIHOHHOTO
obecrieueHns yrpaBIeHUs
TYPU3MOM.

3aueT, BONPOCHI
2,3,17-22.




OIIK.1 ciocobHOCTH

y2. yMeTb IPUMEHSITh

brnank nokymenra. PexkBu3utol

Kontpombusle

3ayer, Bonpocs! 1- 22

peniath CTaHnapTHbIE [MHPOPMAITMOHHBIE IOKyMeHTa. JIOKyMeHT. paboTsI, pa3aensil,
3a1a4u TEXHOJIOTUH, Kiaccudukauuns okymeHTos. |2
npodeccnonansHOM |0oHucHOE Ponp moxymenra B

JesATEeIEHOCTH Ha obopynoBaHUe U COBEPILICHCTBOBHUHI

OCHOBE HepCOHAIbHBIE yrpasieHns. Opranu3anus
uH(OpPMaLMOHHOM 1 |cpezcTBa B paboThI C JOKYMEHTaMHU.
O6ubmorpaduuecKoi | TypuCTCKOM JloxyMeHTO00O0POT.

KYJIBTYPBI C JEATELHOCTH CoBpeMeHHbIE

NPUMEHEHHUEM nH}opManMoOHHbIE U
nH(OpMaLMOHHO- KOMITBIOTEPHBIE TEXHOJIOTUH B
KOMMYHHUKaIMOHHBIX pabore ¢ ntokymeHTamu. Pa3uble
TEXHOJIOTHH H C BUIIBI TOKYMEHTOB B cepe
Y4ETOM OCHOBHBIX TypusMa. PacriopsauTenbHble U
TpeOoBaHU OpraHU3al[MOHHbIC JOKYMCHTHI B
HHPOPMAITHOHHON chpepe Typusma. Typucrudeckas
0e30macHoOCTH, JOKYMEHTAIHsl Y IpaBIeHYeCKUe
UCIIONB30BATh CTPYKTYpBI TypH3Ma.

pa3JIMYHbIC HOpMaTI/IBHO-MeTO}II/I‘IeCKI/Ie
HUCTOYHUKH MaTepualbl, peryIupyromue
UH(POPMAITUH 10 chepy TOKYMEHTAIHOHHOTO
00BEKTY obecrieyeHuns! ynpaBieHus
TYPHCTCKOTO TYPHU3MOM.

NpPOIYKTA

ITK.2/IT cnocoOHOCTB |y 1. yMeTh bnank noxymenra. PexBusutsl  |KoHTponbHBIE 3ayer, Bonpockl 3-7,

00pabaTbeIBaTh U
WHTEPIPETHPOBATH C
HCIIOJIE30BaHIEM
0a30BbIX 3HAHHUI
MaTEeMaTHKH U
HHPOPMATHKA
JIaHHbIE,
HEO0OXOTUMBIE IS
OCYIIECTBIICHHS
MIPOEKTHOM
JIeSTeNIbHOCTH B
Typu3Me

OCYIIECTBIISATH TIOHCK
HHPOPMALIIH B
JIOKaJbHBIX U
IJI00ANIBHBIX CETSIX

JokyMmeHTa. Opranusanus
paboTHI C JOKyMEHTaMH.
JoKyMeHT0000POT.
CoBpeMeHHbIE
nH(popMannoHHbIE U
KOMITBIOTEPHBIE TEXHOJIOTHH B
pabote ¢ TOKyMEeHTaMHU.
PacnopsinutenbHble U
OpraHM3allMOHHBIE JOKYMEHTHI B
cthepe Typusma. Typuctuueckas
JOKyMEHTAIMs SI3bIK U CTHIIb
JIOKyMEHTA.

paboTHI, pa3nerns
1,2

17 -22

2. MeToauKa OLEHKH 3TANOB ()OPMHUPOBAHUSI KOMNETEHI[HII B paMKaX AUCHHUILINHBI.

[IpomexyTouHas aTTecTanys Mo AUCHHUILVIMHE IIPOBOAMTCA B 6 cemecTpe - B ¢opMe 3auera, KOTOPBIN

HarpaBJieH Ha OolleHKY cpopmupoBanHocTH kommeTeHuuit OK.3, OK.6, OIIK.1, ITK.2/TI.

3auer OpoOBOAUTCA B yCTHOﬁ (l)opMe B BHJC OTBCTA Ha 1 TeOpeTI/IquKI/Iﬁ BOIIPOC H CO6CC6,Z[OBaHI/I$I oo

noptdonmno.

Kpome Toro, chopMupoBaHHOCTh KOMIETEHIUI MTPOBEPSETCS MPH NMPOBEICHUN MEPOTIPHUITUN TEKYILEro

KOHTPOJISA, YKa3aHHBIX B Ta0iwuIle pazaena 1.

B 6 cemecTpe 00s13aTeTFHBIM 3TAllOM TEKYIIECH aTTECTAIMH SIBIISIETCS KOHTPOIbHas padbota. TpeboBanus K

BBITIOJTHCHH IO KOHTpOJILHOﬁ pa6OTLI, COCTaB M IIpaBuWJia OLCHKHU C(i)OpMyJII/IPOBaHLI B MacropTe

KOHTPOJIbHOM paboTHI.

O6H_II/IC IMpaBUJia BBICTABJICHUA OLCHKHU MO JUCHUIIINHE OIMPECACIIAIOTCA 6aHHBHO-pCﬁTHHFOBOﬁ CHCTCMOﬁ,

MIPUBEJICHHON B paboyeil mporpaMMe y4eOHON TUCITUTITMHBI.

Ha ocHOBaHuuM mnpHuBenEeHHBIX Jajiee KPUTEPUEB MOXKHO CJlieNaTh OOIIMH BBIBOA O C(HOPMUPOBAHHOCTU

komrerennmii OK.3, OK.6, OIIK.1, I[TK.2/I1, 3a koTOpbIe OTBEYAET TUCIUILINHA, HA Pa3HBIX YPOBHSIX.

O0mas xapakTepucTHKA YPOBHEH 0CBOCHHUSI KOMIIETEeHIIHIA.

Hu:ke moporoBoro. YpoBeHb BBINIOJHEHHS PabOT HE OTBeYaeT OOJIBIIMHCTBY OCHOBHBIX TpeOOBaHUA,

TEOPETHUYECKOE COJIEPKAHUE Kypca OCBOCHO YaCTHYHO, MTPOOEITBI MOTYT HOCHTh CYIIIECTBEHHBIH XapakTep,

HE00XO0IMMbIE IPAKTUYECKHE HABBIKU PA0OThI C OCBOCHHBIM MaTepranioM c(pOPMUPOBAHBI HE TOCTATOYHO,




OOJIBIIMHCTBO TMPEAYCMOTPEHHBIX MPOrpaMMoii OOy4deHHs Y4eOHBIX 3a/JaHUMl HE BBITIOJIHEHBI WIIH
BBITOJIHEHBI C CYIIECTBEHHBIMU OITUOKAMHU.

IloporoBblii. YpoBeHb BBIIOJHEHUS PA0OT OTBeYaeT OOJBIIMHCTBY OCHOBHBIX TpeOOBaHU,
TEOPETUYECKOE COJEPKAHUE Kypca OCBOEHO YaCTUYHO, HO MPOOEIIbl HE HOCST CYLIECTBEHHOI'O XapaKTepa,
HEOOXOMMBIEC MPAKTUUECKHE HABBIKA PaOOTHI C OCBOCHHBIM MAaTE€pHalioM B OCHOBHOM C(OPMHPOBAHBI,
OOJIBIIMHCTBO TMPEIyCMOTPEHHBIX MPOTpaMMOil 0OyueHHs y4eOHBIX 3aJaHUI BBIIIOJIHEHO, HEKOTOPHIC
BUJIBI 33/1aHUH BBITIOJHEHBI C OMIMOKAMH.

Ba3oBblii. YpoBeHb BBINOJIHEHUS pabOT OTBEYAET BCEM OCHOBHBIM TPEOOBAHUSM, TEOPETHUECKOE
COZIep’KaHuE Kypca OCBOECHO IIOJHOCTBIO, 0€3 MpoOesoB, HEKOTOpPhbIE MPAKTUYECKHE HAaBBIKM pabOThI C
OCBOCHHBIM MaTepHaioM c(OPMHUPOBAHBI HEIOCTATOYHO, BCE MPEIYCMOTPEHHbIE MPOrpaMMoil oOyueHus
y4eOHbIe 3aJ]aHHs BBIIIOJHEHBI, KAYECTBO BBHIMOJIHEHUS HU OJHOTO M3 HUX HE OLIEHEHO MHUHUMAJIbHBIM
YHUCIJIOM 0ayIoB, HEKOTOPHIE U3 BBINOJIHEHHBIX 33JaHUI, BO3MOXKHO, COJAEPKAT OIIMOKH.

IIponBUHYTBIN. YpOBEHb BBINOJHEHUS pabOT OTBEYAET BCEM TPeOOBAHUSAM, TEOPETHUECKOE CO/EpKaHUE
Kypca OCBOEHO IOJIHOCTHIO, 0€3 Mpo0esioB, HEOOXOAUMbIE PAKTUYECKUE HABBIKU PabOThl C OCBOEHHBIM
MaTepuaioM CQOPMHUPOBAHBI, BCE IMPEIYCMOTPCHHBIC MPOTrPaMMON OOYy4YeHHs Y4eOHBIC 3aTaHUs
BBIIIOJTHEHBI, KQAUECTBO UX BBIIIOJIHCHHS OLICHCHO YU CJIOM 68,JIJ'IOB, OJIN3KHUM K MaKCUMaJIbHOMY.



DenepanbHOE TOCYAaPCTBEHHOE OI0KETHOE 00pa30BaTEIbHOE YUPEKICHHE
BBICITIETO 00Opa30oBaHUs
«HoBocubupckwii rocy1apcTBEHHBIN TEXHUYIECKIH YHHBEPCUTET»

Kadenpa dunonorun

IHacnopr 3a4era

10 AUCHUIUTIHE «/loKyMeHTannoHHOe obecrniedeHne B Npo(ecCHOHAIbHOM AeATEIBHOCTHY, 6
cemecTp

1. Meroauka oneHKH

3adeT NpoBOAUTCA B YCTHOU opMe (cobecenoBanme). 3a4€T COCTOUT U3 IBYX YaCTEH: repBast
4acTb — BOIPOC, KOTOPBI BbIOMpAETCs U3 JAMara3oHa BOMPOCOB (CIIMCOK BONPOCOB NPUBENEH
HIDKe), BTOpas 4acTh — Oecena 1o noprdosmo. B xone sk3ameHa npenojaBarelis BIPaBe 3aaBaTh
CTYJICHTY JIOTIOJTHUTEIBHBIE BOIIPOCKHI M3 00IIIero nepedHs (11. 4).

2. Kputepuu oleHKH

* OtBer Ui 3a4eTa CYNTACTCS HEYAOBJEeTBOPUTEIbHBIM, €CIIU CTYACHT PU OTBETE Ha BOIIPOC
HE JIaeT ONpEICICHUII OCHOBHBIX MOHSATHI, HE CIIOCOOEH MOKa3aTh MPUYMHHO-CJICICTBCHHBIC
CBSI3U SIBJICHUH, MTOPT(HOINO HE MPEICTaBIeHO; oneHKa cocTaBisier 0— 7 bannos.

* OtBer I 3a4eTa 3aCUUTHIBACTCS HAa MOPOrOBOM YPOBHE, €CIIM CTYACHT NpPU OTBETEC Ha
BOIIPOCHI JIa€T OIPEeTICHHE OCHOBHBIX MOHSATHIA, MOKET TOKa3aTh MPUYHMHHO-CJIC/ICTBEHHBIC
CBSI3U SIBJICHUW, YaCTHYHO BBIMIOJIHEHBI TPEOOBaHUS 1O TOPT(OINO; OLIEHKA COCTABIsET 8 —
11 6annos.

* OrtBer A7 3a4eTa 3aCUUTHIBAETCS HAa 0a30BOM YPOBHE, €CJIM CTYJIEHT IPU OTBETE Ha BOIPOCHI
(GopMynHpyeT OCHOBHBIC TMOHSATHS, 3aKOHBI, JA€T XapaKTEPUCTHUKY IIPOILIECCOB, SBICHHIA,
MPOBOAMT aHANU3 MPUYHUH, YCIOBUH, MOXKET MPEICTABUTh KAaUeCTBEHHBIC XapaKTEPUCTUKU
MPOIIECCOB, €CTh 3aMeYaHus 1o MopTdoyno; oreHka coctasisieT 11 — 15 bannos.

* OrtBer Ha Ouier (TecT) /Ui 3adeTa OWUJIET 3aCUMTHIBACTCS Ha MPOABHHYTOM YPOBHE, €CIH
CTY/IGHT TIpA OTBETE Ha BOMPOCHI MPOBOJUT CPABHUTEIBHBIA aHAIN3 TOAXOJO0B, MPOBOIUT
KOMIUIEKCHBIM aHall3, BBIABISET MPOOJIEMBI, MpeiJiaraeT MEeXaHU3Mbl PEHICHUS, CIIOCOOEH
MPEJICTABUTHh XAPAKTEPUCTUKN JIOKYMEHTOB, MTPUBOJUT KOHKPETHBIC TIPUMEPHI M3 MPAKTUKH,
3aMeuyaHuil mo mopThoIno HET; olleHKa cocTaBisier 16 - 20 6annos.

3. IIkana oueHku

3auer curTaeTcs CJAHHBIM, €CJIM CyMMa OaJljIoB IO BCEM 3aJaHHsIM OHJIETa OCTABIISIET HE MEHee
10 GamnoB (3 _20  BO3MOXKHBIX).

B 00m1eii onieHke Mo JUCHUIUIMHE OAJlIbI 3@ 3a4€T YYUTHIBAIOTCS B COOTBETCTBUU C MPABHIIAMH
OaIbHO-PEUTUHTOBOM CHCTEMBI, IPUBEACHHBIMH B paboyeil mporpaMMe JUCIUIIINHEL.

4. Bompocsl K 3a4eTy M0 AUCHMILIMHE «J[0OKyMEHTaIllMOHHOE 00ecTieYeHNE B
npodecCHOHATBHON eI TETLHOCTID
1) Tlpenmet u 3amaun Kypca "JloKyMeHTalMOHHOE obOecrieueHHe MpodhecCHOHATbLHON
JIeATeTbHOCTH .
2) Tlonste noxymenta. ®yHkunu nqokymenrta. Kinaccudukarmm JOKyMEHTOB.
3) OcHOBHBIE HOPMAaTHBHO-METOJMUYECKHE MaTepuaisl Mo pabore ¢ JOKYMEHTaMH, UX
cofiepykaHue, CTPYKTYpa.



4) OCHOBHbBIC PEKBH3HUTHI JJOKYMEHTA U MTPaBUIIa UX 0POPMIICHHS.

5) OcHOBHBIE OpraHU3aNNOHHEBIC JOKYMEHTBI, PABMIIA HX O(OPMIICHUS.

6) OcHOBHBIC PaCHOPSIUTEILHBIC JOKYMEHTBI, IPABUIIA HX O(OPMIICHHS.

7) Tlpuka3 Kak OCHOBHOM pacropsAUTEIbHBIA JOKYMEHT.

8) JIoKyMeHTHI OIIepaTUBHOIO XapakTepa, MpaBiiia ux 0hopMIICHHSI.

9) JlenoBoe MMUCHMO Kak JOKYMEHT. Buibl muceM, 0COOCHHOCTH MX 0(OPMIICHHUS.
10) OOBsICHUTENBHBIC U JOKJIAIHBIC 3aIMCKH, KX 0()OpMIICHHE.

11) Iporokom, ero ohopmIIeHUE.

12) AKT KaKk JOKyMEHT, ero 0(popMIICHHE.

13) JlokyMeHTBI 4YaCTHOTO XapakTepa, MpaBuia uX 0hOPMIICHHUSL.

14) ToxyMeHTBI Chepbl CONUATBLHO-KYJIBTYPHOTO CEPBHCA U TYPH3MA.

15) JIoKyMEHTBI [10 OpraHU3aI[|H TYPHUCTCKOTO My TEIIeCTBHS

16) lokyMeHTbI ~ HEOOXOIUMBIE JJISl OCYIIECTBICHHS TYPUCTCKOTO MyTEIISCTBHS
17) TlonsiTue TOKyMEHTOO0OPOTA, €r0 XapaKTePUCTHKA.

18) Cucrema perucrpalyy JOKYMEHTOB B YUPEKICHUHU.

19) KoHTpOJIb HCHIOJTHEHHUS IOKYMEHTOB.

20) Odopmaenue aei. CocTaBieHHe HOMEHKIATYPBI JCIT.

21) TloarotoBka JOKyMEHTOB K apXHBHOMY XPaHCHHIO.

22) KoMmmboTepHbIe TEXHOJIOTHH B c(epe TOKYMEHTOBEICHHUS.



denepanpHOE TOCYIAPCTBEHHOE OI0/KETHOE 00pa30BaTEIbHOE YIPEKICHNE
BBICITIIETO 00pa30BaHUs
«HoBocubupckuii rocy1apcTBEHHBI TEXHUYECKHI YHUBEPCUTET
Kadenpa dunonorun

IMacnopT KOHTPOJILHOM PAdOTHI

o TUCIUIUTHHE «/[oKyMeHTalmoHHOe o0ecriedueHre B IpoeCCUOHATBLHOM ASSITEILHOCTHY, 6
ceMecTp

1. MeToauka oeHKH

KOHTpOJ’IBHaH pa60Ta IMPOBOJMUTCA 110 TEME «SI3BIK ¥ CTHIIB JOKYMCHTA», BKIIIOYacT 3 3aJlaHus.

BrinonHseTcss TUCEMEHHO.

2. Kpurtepum oneHku

Kaxxnoe 3aanne KOHTPOJIBHON pabOTHI OIICHUBAETCS B COOTBETCTBUH C MPUBEACHHBIMU
HUKE KPUTEPUSIMHU.

KontponbHass paboTa cyHMTaeTCs HEBBINOJHEHHOH, €CIIM CTYJISHT HE HWMEeT
MPEJICTABJICHUS O COJICP)KAHUH Kypca, HE BJIQJICCT TCOPSTHUSCKUM arapaToM PeIaKTUPOBAHUS
Y BBHITIOJIHSIET BCE MpeiaraeMple 3a/1anus ¢ omuokamu. OnieHka cocrapisier 0 6ayoB.

PaGoTa BbIIIONIHEHA Ha MOPOrOBOM YPOBHE, €CJIM CTYIEHT MMEET IPEICTABICHHE O

COJICpKaHUU Kypca, B IIEJIOM BJIaJIECT TCOPETHUCCKUM aIllapaToM PelakTUPOBAHMUS, OJHAKO TPU
9TOM BBITIOJHSET MpeiaraeMble 3a/1anus ¢ omuoOkamu. Takas paboTa oneHuBaercs B 1-2 Gama.
+ PabGora BbIONHEHa HAa 0a30BOM YPOBHE, €CJIM CTYISHT 3HAeT COJCpKaHUE Kypca,
MOKA3bIBACT JOCTATOYHBIC TCOPETHYCCKHE 3HAHWS 10 NpPEIaracMbIM 3aJaHUSM, HO HMEET
3aMeuyaHus B MpakTHueckoil uactu. Takas paboTa oneHuBaeTcs B 3 - 5 6ajoB.
+ Pabora cumraeTcs BBIOJIHGHHONW HAa MPOABHHYTOM YpPOBHE, €CIM CTYJACHT 3HAET
coJlep’KaHue Kypca, MTOKa3bIBaeT TITy0OKHe TEOPEeTUUECKHEe 3HAHUS 10 Tpe/iaraeMbIM 3aJIaHUsIM,
a TaK)Ke HE UMEET 3aMEYAaHHUN B MPAKTUYECKON YaCTH, T.C. TIOKA3bIBACT YMEHUS B TPUMCHECHUU
M3Y4EeHHOTO Matepuana. Takas paboTta olieHuBaeTcs B 6-8 6amios.

3. Hlkana oueHKu
B o0mell omneHke Mo AUCHMIUIUHE Oalibl 32 KOHTPOJIBHYIO pabOTy YYHMTHIBAIOTCS B
COOTBETCTBUU C TIpaBUJIaMU Oa/NIbHO-PEHTUHTOBONM CHUCTEMBI, MPUBEIECHHBIMU B pabouei
porpamme AUCIUIUINHBL.
4. Tlpumep BapuaHTa KOHTPOJIbHOI PadoThI
1) Ompenenurte TUI TOKYMEHTA.
2) TlpoBeanTe peaakTOPCKYIO MPABKY PEKBU3UTOB U TEKCTA JJOKYMEHTAa B COOTBETCTBUU
C €r0 THUIIOM.
3) ApryMeHTHpYHTE CBOM OTBET.
B csazu ¢ Ilocmanoenenuem Ilpasumenscmea P® «O mpebosanusx Kk pyKogooumento
opeanuzayuuy om 12.03.2013 Ne 23 pyxoeooumeneii ecex npeonpuamuii Hoeocubupcka
0053b16a10:

. Ilo nonedenvHukam Oblms camvimMu 00AAMENbHIMU U NPUBTEKAMETbHBIMU.

. Ilo émoprukam émecmo 3aniaHupOBaAHHO20 COBEUWAHUS NPOBOOUNMb BHENIAHOBbIE
KOpNopamuebi.

. Ilo cpeoam ysenuuusams 3apabomHyIo niamy 6cem coOmpyOHUKam KOMNAHUU.

. Ilo uemsepeam nucams 6cem compyOHUKAM cOOOUeHUsI NO KOPNOPAMUBHOU noume ¢

mekcmom «Pebama - vl nyuwiue!!!y.
. Ilo namuuyam no30pasisams 6cex ¢ OKOH4aHuem pabouerl Heoeu.



