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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 !

OMNK.1.y2 ymeTb NPUMEHATb MH(OPMALMOHHbIE TEXHONOr MK, 0PUCHOe 060py0BaHME U
nepcoHasIbHbIe CPeACTBa B TYPUCTCKOM AeATEeIbHOCTU

l.H.l'IaHI/IpOBaTb TPOTIECCHl OpraHu3aIiy pa OOTHI C AOKYMCHTaMH Ha IPEITIPUITHN |'|pa|('|'|/|t_|ec|(|/|e 3aHATUS;
CamocrosTe/ibHas pa60Ta

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

Z.HpoeKTI/IpoBaTB CXEMBIL JIOKYMCHTOO60pOTa Ha IpeJIIpusITUR |'|pa|('|'|/|t_|ec|(|/|e 3aHATUS;
CamocrosTe/ibHas pa60Ta

OlNK.1.y2 ymeTb NPUMEHATb MHOPMaLMOHHbIE TEXHOIOMMK, 0DMCHOE 060PpYyA0BaHME U
NnepcoHasIbHbIE CPeACcTBa B TYPUCTCKOM AeATE/TbHOCTH

3.PaboraTh ¢ coBpeMeHHBIME MH(POPMATTMOHHBIMA W KOMITBIOTEPHBIMA Nexunu; TNpakTUYECKUE 3aHATUS;
TEXHOJIOTHSIMH, HCIIOJIB3YEMBIMH B JIOKYMEHTAIMOHHOM 00€CIIe e 1N YIPABICHIS | CaMoCTOsTeNbHAs paGoTa

4.006 ocHOBHBIX cdepax MpUMEHEHS TIOTyIaeMbIX 3HAHMH Nexuyu; TNpakTUYECKUE 3aHATUS;
CamocTosTenbHas paboTa

S.COBpeMeHHLIMI/I KOMITBIOTCPHBIMH IIpOr'paMMaMi, UCIHOJIB3YECMBIMHA B HEKLU/WI; ﬂpaKTM YecKune 3aHATNS;

HOKYMCHTAaITHOHHOM obecrieueHIH YIiipaBJICHHA CamocToaTenbHas pa60'|'a

OK.3.y4 yMeTb OCYLLLECTBNATL [L/10BYHO NMEPEMUCKY HA PYCCKOM A3bIKe

6.0OcobeHnocTH OpraHu3anuy JOKyMEeHTo000poTa IpeAIIPHATHN U YIpek IeHIH Nexumu; MpakTUYecKne 3aHATUS;
COITHAJIbHO-KYJIBTYPHOIO CEpPBHCA U TYPHU3Ma M OpraHU3alluy JeIOIPOU3BO/ICTBA. CamocTosTeNbHas paboTa
7.0(1)OpMJ'ISITB AOKYMEHTEBI B COOTBETCTBUHA C Tp€6OBaHH}IMH TOCY TapCTBEHHBIX HEKU'I/II/I; ﬂpaKTM YecKue 3aHATKNS,
HOPM H CTaHapTOB CamocToaTesibHasa paboTa
8.Opranuzanuu nponecca padoThl ¢ JOKyMEHTAMU Nexuyu; MpakTUYeCKUe 3aHATUS;
CamocTosaTesibHasa paboTa
9.CocraBieHnus u PEAAKTUPOBaAHUS PAa3JIMIHBIX JOKYMCHTOB HEKU'VWI; ﬂpaKqueCKme 3aHATNS;

CamocTtoaTesibHaa paboTa




OK.6.y3 yMeTb UCMO/b30BaThb B NPOGECCMOHANIbHON AeATeNbHOCTM NPaBOBbIE, B TOM UNCHE,

[I0rOBOPHbIE CPeACTBA

10.Pons JoKyMeHTAIIMOHHOTO 00eCIIeTeHNS B COBEPINICHCTBOBAHIY YIIPaBICHUS
npe IpAITHSIME X YIpexX JSHISIMY , TOCYJapCTBeHHas CHCTeMa

JOKYMCHTaITHOHHOI'O obecrieueHUsE YHpaBIICHHS.

Nekuwnu; TpakTnyeckme 3aHATUS;
CamocTosTenbHasa paboTa

11.YupapneHueckue CTPYKTYPHI e IPHSI TS

Nekuwnu; TpakTnyeckme 3aHATUS;
CamocTosaTenbHas paborta

3. CofiepykaHvie 1 CTPYKTypa y4e6HOI AUCUMNANHbI

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

CemecTp: 5

AvpakTnyeckas eanHuua: FocyaapcTBeHHasi cMcTeMa JOKYMeHTaLMOHHOr0 o6ecrneyveHns B

NpogeccnoHaNbHON fesATeNbHOCTY

1. BeeeHuve B JOKYMeHTaLMOHHOe
obecneyeHve NpogeccnoHanbHOM
[eATeIbHOCTW.

10, 4

nekuus-6ecena

CemecTp: 6

AvpakTnyeckas egnHMLa: Ponb JOKYMeHTaLMOHHOr0 o6ecrneyeHnsi B COBePLUEHCTBOBAHN
ynpasieHVs NPeANPUATUAMU 1 YUPEXAEHUSIMMA.

1. JokymeHT. Knaccugmkaums

LLOKYMEHTOB. POJib JOKYMEHTa B 0 2 10, 11,5, 8,9 |/lekumns B hopmaTe 3XY
COBEPLUEHCTBOBHWW YrpaB/ieHNs.
AnpakTnyeckas eguHmua: JJoKyMeHTO060pOT NPEANPUATIUI N YUPeXaeHNIA
2. bnaHK JOKymeHTa. PeKBU3UTLI 0 2 356 79 |NPE3EHTALNA TEOPETUHECKOTO
[IOKYMEHTA. T MaTepuana
Tabnuua 3.2
CcbINIKN Ha
< | AKTMBHbIE
TeMbl NPaKTUYECKNX 3aHATUI Uacbl | pesynbTathbl YyebHada aesaTeNlbHOCTb
(popmbl, yac. 06y4eHus

CemecTp: 6

AvpakTuyeckas eauHuLA: [oKyMeHT0060poT NPeANpPUSITUI 1 yUpexXaeHWit

3. PacnopaauTenbHble 1
OpraHu13auMoHHbIe JOKYMEHTbI B
cthepe Typu3Ma.

3,4,57,9

N3yyeHne ocobeHHOCTel
CO3[aHunsA 1 co3faHue
OpraHu3aLUyoHHbIX OKYMEHTOB
(ycTaB, NonoXeHus, Npasuna,
WHCTPYKLUK 1 ap.). PaboTa B
rpynnax.




M3yyeHune npasmn co3faHns un
co3fjaHve JOKYMEHTOB,
OTHOCALLMXCA K TYPUCTUYECKOW
[OKYMeHTaLum; npasuia paboTbl
C AaHHbIMUY (Jorosop, NCT
OpOHMPOBaHMA, 3asBKa Ha
OpoHVpoBaHwe, Bayyep,
MeAMLUMHCKaA CTPaxoBKa,
10, 11, 2, 3, 4, |3arpaHnacnopT, Bu3a u ap.)
5,6,7,8,9 [CocTasneHve n pefaktnposaHue
TEKCTOB JOKyMeHTOB. Ornpoc no
Lenoyke "Bonpoc-oTBeT".
CocTaBfeHue 1 pefakTMpoBaHue
TEKCTOB [JOKyMeHTOB. [lenoBas
urpa "Typnoe3aka".
O6cyxaeHne nopsaka Bblessa v
Bbe3fja TypucTos. [enosas urpa
"Bble3q 3a rpaHumLy".

4, TypucTn4yeckas JOKyMeHTaUmA 1 2

5. OpraHusauus paboTbl ¢
[AOKyMeHTaMW. [OKYMeHTO060pOT.
CoBpeMeHHble MH(OPMAaLMOHHbIE 1 0 2 1,2,3,5, 6,8 |3aHaTue B hopmarte "TIMIN"
KOMMNbIOTEPHbIE TEXHOMOMNM B
paboTe ¢ JOKyMeHTamu.

4. CamocTtosTe/lbHaa paboTta oby4atroLerocs

Ccbinkuy Ha
o Yacbl Ha Uackl Ha
Ne Buabl caMoCTOATE/IbHON paboThbl pesynbTaTthbl
BbIMONIHEHWE [KOHCY/IbTauMu
06yyeHus
CemecTp: 5
1 |KOHTpOJ'IbeIe paboTbl 11,3,4,5,7,9 |5 |1

MoAroToBKa K KOHTPOMbHLIM paboTam. V3yueHuns peKBM3MTOB 1 TpeboBaHUIA MO COCTaBNEHNIO LOKYMEHTOB
pasHoro Tuna.: Bonkosa M. B. JOKyMeHTaLUMOHHOE 06ecrneyeHme ynpaBneHns [SneKTpoHHbIN pecypc] :
3N1EKTPOHHbIV y4e6HO-MeToAMYeCKMA Komnneke / V. B. Bonkosa ; HOBOCKG. roc. TEXH. YH-T. -
Hosocnbupck, [2015]. - Pexxum goctyna: http://elibrary.nstu.ru/source?bib_id=vtls000214628. - 3arn. ¢
akpaHa. Conory6 O. IM. MNMpakTUKyM no OKYMeHTaLMOHHOMY 06eCreqeHunio ynpasneHns : [y4ebHuK ans
BY30B N0 crneuunanbHocTy "' JOKYMEHTOBEAEHME U AOKYMEHTALIMOHHOe o6ecneyeHne ynpasneHus™] / O. M.
Conory6. - M., 2010. - 127, [1] c. : Tabn.

1,10, 11, 2, 3,

456789 [P 1

2 |[MoprotoBka K 3aHATUAM

: Bonkosa . B. JokymeHTaLMOHHOe 06ecrneyeHne ynpaseHns [SNeKTPOHHBIA pecypc] : 3/1eKTPOHHBI
yuyebHO-MeToANYecKniA Komnneke / . B. Bonkosa ; HoBocK6. roc. TexH. yH-T. - HoBocubmpck, [2015]. -
Pexxum goctyna: http://elibrary.nstu.ru/source?bib_id=vtls000214628. - 3arn. ¢ akpaHa. Cosnory6 O. I.
MpakTUKyM No JOKYMEHTaLMOHHOMY 06ecrneyeHnto ynpaBneHus : [y4ebHMK 4ns By3oB No creumanbHOCTK
" [I0OKyMeHTOBEAEHME 1 OKYMeHTaLUMOHHOe obecrieveHue ynpasnedns™] / O. M. Conory6. - M., 2010. - 127,
[1] c. : Tabn.

50112131
8 9 0 0

3 [loaroToBka K aTTectaumm 1,1 ! 1
A . 4,5,6,7,




B npouecce NoaroToBKM K 3a4eTy CTyAeHT FrOTOBUT OTBETbI Ha TEOPETUUECKME BOMPOChI, a TakKe
A0NONHSET NMOPTHONNO AOKYMEHTAMU, CAMOCTOSTE/IbHO NOATOTOBMEHHBIMU UM B COOTBETCTBUM C
TPeGOBaHMAMU K OCHOPMIIEHNIO JOKYMEHTOB, pa3pabaThbiBaeT CXeMbl JOKYMEHTO060POTa, paspabaTbiBaeT
MpPe3eHTaLIMI0 MO OpraHu3aLumn paboTbl C AOKYMEHTAMU B MPeACTaBNSEMON M OpraHu3aLum.

Co3spgaHve v 3awuta noptonno: Bonkosa W. B. [JokyMeHTaUMOHHOE 06ecneyeHmne yrpasieHns
[@neKTPOHHBI pecypc] : aNeKTPOHHBIN yuebHO-MeToanYecKuiA komnneke / . B. Bonkosa ; HoBocu6. roc.
TeXH. yH-T. - HoBocnbupck, [2015]. - Pexxum goctyna: http://elibrary.nstu.ru/source?bib_id=vtls000214628.
- 3ar/. ¢ akpaHa. Conory6 O. I1. MNpakTUKym Mo JOKYMeHTaLWOHHOMY 06eCrneyeHmno ynpaseHns :
[yuebHVK ans By30B MO cneynansHOCTH ' OKYMEHTOBEAEHUE N JOKYMEHTALMOHHOE 06ecreyeHme
ynpasneHuna'] / O. M. Conory6. - M., 2010. - 127, [1] c. : Ta6bn.

CemecTp: 6

1 |KOHTp0]‘IbeIe paboTbl |11, 3,4,57,9 |20 |2

: Bonkosa . B. lokyMmeHTaLOHHOe 06ecrieveHne ynpasneHns [SNeKTPOHHBIN pecypc] : 3N1eKTPOHHBIA
yue6HO-MeTOAMYecKuiA Komnekc / . B. Bonkosa ; HoBocu6. roc. TexH. yH-T. - HoBocun6upck, [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 CreumanbHOCTy
"[I0OKyMeHTOBeJeHMe 1 JOKYMeHTaUMoHHOe obecnieveHue yrnpaenenus™] / O. M. Conory6. - M., 2010. - 127,
[1] c. : Tabn.

10, 11, 3, 4, 5,

6.7 8.9 20 0

2 |lNoArotoBKa K 3aHATUAM

M3y4yeHne TEOPETMYECKOrO MaTepmana, paboTa ¢ JoOKymMeHTaMu : Bonkosa . B. [loOKyMeHTaLMOHHOe
obecneyeHve ynpasneHnst [NeKTPOHHbIV pecypc] : 3N1eKTPOHHBLIN y4ebHO-MeTOAMYEeCKMI Komnneke / . B.
Boskosa ; HoBocK6. roc. TexH. yH-T. - HoBocnbupck, [2015]. - Pexxkum focTyna:
http://elibrary.nstu.ru/source?bib_id=vtls000214628. - 3arn. ¢ akpaHa. Conory6 O. I1. MpaKT1KyM no
[OKYMEHTaLMOHHOMY 06ecreveHmio yrnpasneHns : [y4ebHVK 4ns By30B Mo CheLuanbHOCTH

" [lOKyMeHTOBe/leHVe 1 JOKyMeHTaunoHHoe obecneyeHue ynpasneHns”] / O. . Conory6. - M., 2010. - 127,
[1] c. : Tabn.

10, 11, 2, 3, 4,

5679 14 2

3 |MoaroToBKa K aTTecTauum

n3yyeHve TeopeTmyeckoromateprana: Bosnkosa . B. [lokymeHTaLMOHHOe 0becreyeHue ynpasieHNs
[3neKTpoHHBIV pecypc] : 3NeKTPOHHBIA y4ebHO-MeToAuYecKui Komneke / W. B. Bonkosa ; Hosocwu6. roc.
TeXH. YH-T. - HoBocmbumpck, [2015]. - Pexxum goctyna: http://elibrary.nstu.ru/source?bib_id=vtls000214628.
- 3arn. ¢ akpaHa. Conory6 O. M. MpakTYKym no JOKyMeHTauyMoHHOMY 06ecneyeHuIo yrnpasieHuns
[yue6bHUK ansa By308B No cneupanbHocTH " [JOKyMeHTOBeleHWe U JOKYMeHTaLOHHOe 0becreyeHmne
ynpasnenus™] / O. . Conory6. - M., 2010. - 127, [1] c. : Tabn.

5. TexHomorns obyyeHuns

[Nsi opraHu3aLmy 1 KOHTPO/IS CaMOCTOSTe/NIbHOW PaboThl 06YUaKOLLIMXCS, a TAKXKE NPOBEAEHNS
KOHCYNbTaLMiA MPUMEHATCA MHDOPMALOHHO-KOMMYHUKALIMOHHbIE TeEXHONOrMK (Tabn. 5.1).

Tabnmua 5.1

[eaTensHOCTb H(hopMaLMOHHO-KOMMYHUKALIMOHHbIE TEXHO/O N

VHopmupoBaHme e-mail; CounanbHble ceTu

KoHcynbT1poBaHve e-mail; Moptan HI'TY




Tabnmuya 5.2

AKTVBHbIE 1 MHTEPAKTVBHbIE (DOPMbI MPOBEAEHNS 3aHATUI

Kofbl hopMmpyembIx

Ne HanmeHoBaHMe akTUBHbBIX (hopM .
KOMMETEeHLU M

1 |PKMUT] OlnK.1,

@opmHpyeMbie YMEHHHA: V2. YMETh PUMEHAT HH(OPMAIIHOHHBIE TEXHOJIOTHH, OPUCHOE
obopynoBaHre U IepCOHANIBHBIE CPEACTBA B TYPUCTCKON AesiTeIbHOCTH

Kparkoe onucanue npumenenusn: Paborta B MaibIx rpynmax, padoTa ¢ TEKCTaMHC
HCIOIB30BaHNeM pasHbeix npuémos PKMUYII

6. MpaBuna aTTecTaumm 06yYatoLLMXCS Mo yUebHOM ANCLUMNINHE

[ns atTecTaumm obyyaroLmxca no ANCUMNINHe NCnonb3yeTcs 6anbHO-penTUHIOBas cUcTeMa
(BPC), nossonstoLlast BbICTaBSATb OLEHKN MO TPagULMOHHON LKane n 15-yposHesoi ECTS.

Kpatkas nHgopmauus o BPC npusegeHa B Tabn. 6.1.

Tabnunua 6.1
MuH. o
OueHnBaeMble BUbI LeATEIbHOCTY 06yYaroLMXCA 6an MakcnmasibHbIA 6asin
CemecTp: 5
[onoanumenvhas yueoOHas OesameabHOCHb. | 0 |
CewmecTp: 6
Iloozomosxra k 3auAMUAM: 10 20

KoHTponupytoLme maTepuansl npuBogaTcs B “Bonkosa W. B. [lokyMeHTaLMOHHOe obecneyeHue ynpasneHns [SneKTPOHHbIA pecypc] : 3NeKTPOHHbI
yueGHO-MeTOANYeCKMiA Komnneke / W. B. Bonkosa ; HOBOCKG. roc. TexH. yH-T. - HoBocm6umpcek, [2015]. - Pexxum goctyna:
http://elibrary.nstu.ru/source?bib_id=vtls000214628. - 3arn. ¢ 3kpaHa."

[onoanumenvhas yueOHas OesameabHOCHb. 0

Jexyus: 9 18
IIpaxmuyeckue 3aHAMUA: 9 18
Koumponvnsie pabomei: 12 24

KoHTponupytowme Matepuansl npueogasates B “Conory6 O. M. MpaKTUKyM NO LOKYMEHTALMOHHOMY 06ecreyeHuo yNpasneHuns @ [yueGHMK AN By30B MO CMeELManbHOCTH
" [IOKYMEHTOBE/ZIEHNE M JIOKYMEHTALMOHHOEe o6ecneyeHme ynpaenenms™ / O. M. Conory6. - M., 2010. - 127, [1] c. : Tabn."”

3auem: | 10 | 20

KoHTponupytowme Matepuansl npueogasates B “Conory6 O. M. MpaKTUKyM No LOKYMEHTALMOHHOMY 06ecreyeHo yNpasneHuns @ [yueGHMK AN1s By30B MO CMeELManbHOCTH
" [IOKYMEHTOBE/ZIEHNE M JIOKYMEHTALMOHHOEe o6ecneyeHme ynpasnenms™ / O. M. Conory6. - M., 2010. - 127, [1] c. : Tabn."”

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

Tabnunua 6.2
Kogpl Dopmbl
KOMMEeTEH KOHTPOA
z PesynibTaTbl 00y4eHUs
umn KoHTp. 3
droc Dab. aueT
OK.3 | y4. ymeTb OCyLLEeCTBNATL AEN0BYHO MEPENUCKY Ha PYCCKOM fA3bIKe + +
OK.6 y3. YMeTb UCM0/b30BaTb B MPOMECCUOHA/IbHOW [eATe/IbHOCTY NPaBOBble, B TOM YUC/E, +
"~ | BOroBopHble cpeacTBa
OMK 1 y2. yMeTb NPUMEHATb MH(OPMaLMOHHbIE TEXHONMOMMK, 0(h1cHOE 060pyL0BaHVe 1 + +
"~ | nepcoHanbHble CPeACTBa B TYPUCTCKON AeATebHOCTY
MK.2 | yl. ymeTb OCyLLECTBAATb MOMUCK MH(OPMALIMY B TOKANbHBIX U FNO6aNbHbIX CETAX +




®OH[, OLEHOYHBIX CPEACTB MO AVUCLMN/IMHE NPeACTaBNeH B MPUIoXeHWn Ne 1 K paboueit
nporpamme.

7. lutepatypa

OcHoBHas nMuTepaTypa

1. I'ymuna U. A. JlokyMeHTannoOHHOE 00ecrieueHre YIpaBaeHus: B COLUAIbHO-KYJIbTYPHOM
cepBuCe U TypusMe : yueOHoe nocobue [Jist By30B MO crienHaibHOCTH " COLMaIbHO-KYIbTYPHBIN
cepeucu typusm"| / . A. I'ymuna, H. A. 3aiineBa. - M., 2011. - 239 ¢.

2. lOguna JI. H. JlokymeHTanmmoHHoe obecriedeHre yrpaBieHYeCKON AesTeTbHOCTH | yueOHoe
niocobue / JI. H. FOnuna ; HoBocu®. roc. TexH. yH-T. - HoBocuOupck, 2011. - 52, [1] ¢. : ., Tadu. -
Pesxum mocrymna:http://elibrary nstu.ru/source?bib_id=vtls000157883

JononHnTensHaa nuTepaTypa
1. JlenoBoe muceMo : yueOHO-cripaBounoe nocodue / aBT.-cocT. M. H. Kysneros. - M., 2009. - 194,

[1]c.

2. Kazannera I'. B. JInuHble mokyMeHThI: TpeOoBaHwMs K OPOPMIIEHHIO U 00pasiibl JOKYMEHTOB |
yueOHoe rmocooue / I'. B. Kasanresa. - Mockea, 2013. - 38, [2] c.

3. Kopobeiinukora JI. C. JlokymMeHTaIrmoHHOE 0OecrnieyeHre NejIoBOro o0menus | yaeOHoe
nocodue / JI. C. Kopobeiinukosa, O. M. Kynpromuna ; oz pea. [{. A. Enposurkoro. - M., 2007. -
301, [1] c. : mn., Tabu.

4. Kysnenora T. B. J/lokymeHTarimoHHoe oOecrieueHue yrpasiieHus | yaeOHuk 1iis By3os / T. B.
Kysneuona, JI. B. Cankuna, T. A Beixosa. - M., 2007. - 430, [1] c. : Tabmn.

5. JTapun M. B. Odopmiierne ciykeOHBIX TOKyMEHTOB : pekomeHaanuu Ha ocHose [OCT P
6.30-2003 / M. B. JIapun, A. H. Cokosa. - M., 2006. - 111 c. : s

6. Opranm3anus paboThl ¢ JOKyMEHTAMH ;| YIeOHUK AJIsSI BY30B MO CHELHATEHOCTSIM
"JlokyMeHTOBeIeH!E U AOKYMEHTALIMOHHOe o0ecrieueHue ynpasieHus" u "MeHemKMeHT
opranusanuu” / B. B. T'anaxos [u ap.] ; mox pen. B. A. Kynpsiesa ; ['oc. yH-T yripaBienus. - M.,
2003. - 590, [1] c. : Tabmn.

7. IImenko A. B. JlokyMmeHTalimoHHOE 0OecrieueHne yIipasjieHus : [yaeOHoe mocobne mis
o0pa3oBaTesbHBIX YUPEKIESHUN cpenHero npodeccuonaapHoro oopasosanus| / A. B. ITmenko. -
M., 2008. - 174, [2] c. : un.

8. Cokonora O. H. JlokymeHTanmmoHHOe oOecrieueHne yrpaBieHus B OpraHu3auud : [yaeOHoe
nocodue mist By3oB] / O. H. Cokomnora, T. A. Akumoukuna. - M., 2010. - 155, [1] ¢. : .

9. Comory06 O. I1. JlTokyMmeHTallMOHHOE OOeCTieYeHUe yIpaBaeHus B cepe COLuaIbHO-KYJIbTYPHOTO
CepBHCA U TypHU3Ma . COOPHHUK YIIPAKHEHUM U CUTYAI[UOHHBIX 3a1a4; yuebHoe mocodue / O. 1.
Comory6 ; HoBocu06. roc. TexH. yH-T. - HoBocubupck, 2005. - 38, [1] ¢. : Tabum.. - Pexxum goctyma:
http://www library.nstu. ru/fulltext/metodics/2005/sologub.rar

10. YUykosenkor A. HO. Odopmenne noxkymentos : kommenrtapuii kK TOCT P 6. 30-97
"VHUPUIUPOBAHHBIE CUCTEMBI JOKYMEHTALUH. Y HU(UITUPOBAHHAS CHCTEMA
OpPTraHU3alMOHHO-PACIIOPSATUTENILHON ToKyMeHTauu. TpeboBanus kK 0OPMIIEHUIO TOKYMEHTOB" /
A. 1O. YykoBenkos, B. ®@. AukoBasi ; Akazn. Hap. xo3-Ba npu [Ipasutensctee Poc. @eneparmm. -
M., 2001. - 213, [1] c. : un., Tadm.

11. TOCT P 6.30-97. YundunupoBanHasi cucTeMa OpraHu3alMOHHO-PaCTIOPSIUTEIEHON
nokymenTauuu. TpeboBanus k opopmiennto nokymerTos / ['oc. crannapt Poc. ®@eneparuu. - M.,
1998. - 19¢.

12. TOCT P UCO 23081-1-2008. IIporeccer ynpapiieHus: fTOKyMeHTaMu. MeTamaHHbIe st
nokymeHTOB. Y. 1 / Ddenep. areHTCTBO MO TEXH. PEryJIMPOBAHUIO U MeTposioruu. - M., 2009. - IV,19
C. @ WL

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

2. OBC «Hznmarenscteo Jlaney : https://e.lanbook.com/



3. OBC IPRbooks : http://www.iprbookshop.ru/
4. OBC "Znanium.com" : http://znanium.com/

5.

8. MeToamnyecKoe 1 nporpaMmMHoe obecneyeHue

8.1 MeToamn4yeckoe obecneyeHune

1. Bonkosa U. B. JlokymeHTarmoHHOe oOecneveHre yrpasiieHusl [ DIeKTpOoHHBIH pecypc] :
3JIeKTPOHHBIN y4eOHo-MeTomuueckuii komruiekce / M. B. Bonkosa ; HoBocu®. roc. TexXH. yH-T. -
Hosocubupck, [2015]. - Pesxxum moctyna: http://elibrary.nstu.ru/source?bib_1d=vtls000214628. -
3ari. ¢ sKpaHa.

2. loxymentHas auHrBuctaka. OcHoBbl Teopun. [IpakTukym : yueGHOe mocobue / [JI. A.
Tlomermkuna u ap. | ; HoBocu6. roc. texH. yH-T. - HoBocubupck, 2015. - 107, [1] c. : Tabin.. - Pexum
nocrtymna: http://elibrary.nstu.ru/source?bib_1d=vtls000218150

3. Comory® O. I IlpakTukyM MO JOKYMEHTALIMOHHOMY OOECIeueHHIO YIpaBaeHus ; [y4eOHUK 1ist
BY30B IO CHeUaIbHOCTH "JIOKyMEHTOBEeHHEe U JOKYMEHTALMOHHOE 00ecTieueHHe YIIpaBaeHus" |
/ O. I1. Comnory6. - M., 2010. - 127, [1] ¢. : Tabm.

8.2 CreunanmsnpoBaHHOe NporpammHoe obecreyeHme
1 Windows
2 Office

9. MaTepuasibHO-TEXHUYECKOE obecneyeHne

MpeseHTaLMOHHOE 060pYJ0BaHME

No HanmeHoBaHue Ha3HaueHue

1 |lNpe3eHTaUMOHHOE 060pYyAOBaHME ANSt NEKUMOHHbIX 3aHATUIA
(MyNbTUMeMa-NPOeKTOop, 3KpaH, KOMMNbIOTEP
118 yNpaBaeHus)

KomnbtoTepHbI Knacc

No HanmeHoBaHue Ha3HauyeHue

1 |KomnbtoTepHblIi Knacc (KomnbioTepsl ANSi NPaKTUYECKNX 3aHATUI
00beIMHEHbBI B NTOKa/bHYH CETb C BbIXOJ0M B
Internet )
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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.
Tabnuia

Iranbl OEeHKH KOMIIeTeHIHii

Iloka3arenu
DopMmupyembIe c(bopanonaHchTn Meponpusitust .
KOMMeTeH N KOMIIeTeHIIUH Tembl TeKyLero poMeXyToYHas
(3HaHus1, yMeHusl, KOHTPOJISt aTTecranus (3K3aMeH,
HABBIKH) (xypcoBoii mpoexT, 3a4er)
PI'3(P) u op.)

OK.3 criocoGHOCTS K |y4. yMeTh bnank noxymenra. PexBusutsl  [KoHTponbHBIE 3ayer, Bompocs! 1 — 6
KOMMYHUKAIUH B OCYILIECTBIISITH JOKyMeHTa. JIOKyMeHT. pabotsl, pazneinst 1,

YCTHOH U
MUCBMEHHOU (hopmax
Ha PYCCKOM U

JENOBYIO IIEPEIHUCKY
Ha PYCCKOM $I3bIKE

Knaccudukanms 10KyMeHTOB.
Ponb noxymenra B
COBEPILICHCTBOBHUU

HHOCTPaHHOM ynpasneHus. Opranuszanus
A3BIKAX JUIS PELICHUS paboTHI C JOKyMEHTaMH.
3a1a4 JlokyMeHTO00O0POT.
MEKIMYHOCTHOTO U CoBpemeHHEBIE
MEKKYJIBTYPHOIO nH(popMannoHHbIE U
B3aUMOJIEHCTBUSA KOMIIBIOTEPHBIE TEXHOJIOTUH B

paboTe ¢ TOKyMEHTaMHu.
PacnopsinutenbHble U
OpraHM3aIlMOHHBIE JOKYMEHTHI B
chepe Typusma. Typuctudeckas
JIOKyMEHTAIHsI

2

OK.6 ciocobHOCTE  |y3. yMETh BBeaenne B JOKyMEHTAITMOHHOE 3ader, BOMIPOCHI
HCIIOJIB30BaTh HCIOJIB30BaTh B obecrieueHue 2,3,17-22
00I11IeTTPaBOBBIC poeCCHOHATBHON | TPOheCCHOHATBHOM

3HAHUS B PA3IHYHBIX |J€SITSIBHOCTH JestenbHOCTH. Typuctuveckas

chepax [PaBOBBIE, B TOM JIOKYMEHTALHS

JIeITEeILHOCTH, B TOM
YHCIIe C yIETOM
COIMATIbHON
MTOJIMTHKHU
rocy/aapcTBa,
MEXTYHAPOJIHOTO U
POCCHUICKOr0 IpaBa

4Yuciie, 10roBOpHbIC
CpeacTBa

OIIK.1 cioco6HOCTE

y2. yMeTb IPUMEHSITh

bnank nqoxkymenTa. PekBu3nuThI

KonTtpomsHsie

peliath CTaHAapTHbIE |MHPOPMAIIMOHHBIE | OKyMeHTa. BBeneHue B paboThl, pa3elnsl
3aa4uu TEXHOJIOTHH, JIOKYMEHTAI[MOHHOE 1,2
npodeccnonansHoO |oducHOE obecrieueHme

JIeITeIbHOCTH Ha o0opynoBanue U podecCHOHAIBLHOMN

OCHOBE TIepCoOHaJIbHBIE JeaTeNbHOCTH. JIOKyMEeHT.
MH(OpPMALMOHHOM 1 |cpezcTBa B Knaccudukanms 1o0KyMeHTOB.
6ubmmorpaduuecKkoi | TypucTCKOi Ponb noxymenTa B

KYJIBTYPBI C JEATETbHOCTH COBEPIICHCTBOBHUH

NPUMEHEHHUEM ynpasienust. OpraHuzarust
MHPOPMAIMOHHO- paboThI ¢ JOKYyMEHTaMH.
KOMMYHHUKAIMOHHBIX JloKyMeHTOO00OPOT.

TEXHOJIOTHUH U ¢ CoBpeMeHHbIe

Y4€TOM OCHOBHBIX

nHPOPMALMOHHBIE U

TpeGoBaHuUi KOMIIBIOTEPHBIE TEXHOJIOTHUH B
nH(OopMaMOHHOM paborte ¢ TOKyMEeHTaMHu.
6e3omacHocTH, Pacniopsiautenbabie 1
UCIIOJIb30BATh OpraHM3aIMOHHBIC JOKYMEHTHI B
pasynuHbIe chepe Typusma. Typucruueckas
WCTOYHHUKHU JOKyMEHTALHS

uHpopmanuu 1o

00BeKTY

TYPUCTCKOTO

POIYKTA

3ayer, Borpockl 1-22




IK.2/TT cnoco6HOCTH |y1. yMeTh Opranuzanus padboThI C 3auer, Bompockr 6-22
o0pabaTbIBaTh 1 OCYIIECTBIISAITh MOUCK |IOKYMEHTaMHU.
HHTEPIPETUPOBATH ¢ |MH(POpPMAIH B JIoKyMeHTOO0OOPOT.
UCIIOJIb30BaHUEM JIOKANbHBIX U CoBpeMeHHbIe

0a30BbIX 3HAHHUI rII00ANBHBIX CETAX  |MHPOPMAINOHHBIC U
MaTeMaTUKH U KOMITBIOTEPHBIC TEXHOJIOTUH B
UH(POPMATUKU paborte ¢ TOKyMEeHTaMHu.
JTAaHHEBIC, Typuctuieckas JOKyMEHTAIIHS
HEOOXOTUMBIE IS

OCYIIECTBIICHHS

MIPOEKTHOM

JICSITETTHHOCTH B

TypHu3Me

2. Meroauka oneHKH 3TanoB GopMUPOBaAHNS KOMIIETEHUM B pAMKaX JUCUMUILIIMHBI.

[TpoMexyTouHass aTTecTanus Mo AUCHUILUIMHE TIPOBOAMTCI B 6 cemecTpe - B GopMe 3a4era, KOTOPBIN
HampaBlieH Ha olleHKy cpopmupoBanHocTu komneTennuit OK.3, OK.6, OIIK.1, ITK.2/I1.

3ayeT MpoBOAMUTCS B YCTHOH (opme B BuIE OTBeTa Ha 1 TeopeTudeckuil Bompoc M cobeceloBaHMS IO
noptdosnuo.

Kpome Toro, chopMupoBaHHOCTh KOMIIETEHIIUI MPOBEPSETCS MPH MPOBEJCHUU MEPOIIPHATHI TEKYILETo
KOHTPOJISI, YKa3aHHBIX B Tabnule paszzaena 1.

B 6 cemecTpe 00s13aTeTBHBIM 3TAlIOM TEKYIIEH aTTeCTAIMH SBIISICTCS KOHTPOJIbHas paboTa. TpeboBaHus K
BBINIOJIHEHUIO KOHTPOJIBHOM paboThl, COCTaB W MpaBWila OLEHKH C(HOPMYIMPOBAHbI B Macnopre
KOHTPOJIbHOM paboThI.

OOu1me npaBuiia BEICTABJICHUS OLIEHKU 10 AUCLUIUIMHE ONPEAETSAIOTCs O0alIbHO-PEUTHHTOBON CUCTEMOM,
IPUBEIEHHON B paboyeil mporpamMMe yueOHOM TUCIIUIIIUHBI.

Ha ocHoBanuu mpuBeIEHHBIX Aaliee KPUTEPUEB MOXKHO CIIeNaTh OOLIUI BHIBOJ O CHOPMHPOBAHHOCTH
komnerenimii OK.3, OK.6, OIIK.1, I[TK.2/I1, 3a koTOpble OTBEYAET TUCIUILINHA, HA Pa3HBIX YPOBHSX.

O0mas xapaKTepucTHKA YPOBHEH 0CBOCHHUSI KOMIIETCHIIHIA.

Hu:ke moporoBoro. YpoBeHb BBINOJHEHHS PabOT HE OTBEYaeT OOJIBIIMHCTBY OCHOBHBIX TpeOOBaHUA,
TEOPETUYECKOE COJIEPKAHNE Kypca OCBOCHO YaCTHYHO, IPOOENbl MOI'YT HOCUTbH CYILIECTBEHHBIN XapakTep,
HE00X0/IMMbIE IPAKTUYECKHE HABBIKU Pa0OThI C OCBOCHHBIM MaTepHaioM COPMHUPOBAHBI HE 1I0CTATOYHO,
OOJBIIMHCTBO MPEIYCMOTPEHHBIX MPOTrpaMMON 0OydeHUs y4yeOHbIX 3aJaHMi HE BBINOJHEHbBI WIN
BBITIOJIHEHBI C CYIIIECTBEHHBIMU OLIUOKaMHU.

IloporoBblii. YpoBeHb BBIIOJHEHUS PAa0OT oOTBeYaeT OOJBIIMHCTBY OCHOBHBIX TpeOOBaHUi,
TEOPETHUYECKOE COJIEPKAHNE Kypca OCBOCHO YaCTHYHO, HO IPOOeNbl He HOCAT CYIECTBEHHOT'O XapakTepa,
HEOOXOMMBbIEe MPAKTUUECKHE HABBIKA PabOTHI ¢ OCBOCHHBIM MaTe€pHalioM B OCHOBHOM C(OPMHPOBAHBI,
OOJIBIIMHCTBO IPEyCMOTPEHHBIX MPOTrpaMMOil 0OyueHHs y4eOHBIX 3a/JaHUI BBIIOJIHEHO, HEKOTOpHIE
BUJIbI 33/1aHUH BBITIOJIHEHBI C OMIMOKAMH.

Ba3oBblii. YpoBeHb BBINOJIHEHUS pabOT OTBEYAET BCEM OCHOBHBIM TPEOOBAHUSM, TEOPETHUECKOE
coJiepKaHUe Kypca OCBOCHO MOJHOCTHIO, 0€3 MpoOesnoB, HEKOTOPbIE MPAKTHYECKWE HaBBIKU PabOTHI €
OCBOCHHBIM MaTepHajoM c(hOPMHUPOBAHBI HEIOCTATOYHO, BCE MPEIYCMOTPEHHbIE MPOrpaMMoil oOyueHus
y‘-Ie6HI:Ie 3aJaHus BBIIIOJIHCHBI, KAYCCTBO BBINIOJHCHHUA HHW OJHOI'O M3 HUX HC OLCHCHO MHWHHUMAJIbBHBIM
YHUCIIOM 0aJsIoB, HEKOTOPHIE M3 BBIMOJTHEHHBIX 33JaHHi, BO3MOXKHO, COJIEPKAT OIIHMOKH.

IIpoaBMHYTHI. YPOBEHb BHIOIHEHHS pabOT OTBEYAET BCEM TPEOOBAHMUAM, TEOPETUUECKOE COJICPIKaHNe
Kypca OCBOEHO MOJHOCTBIO, 0€3 MpoOesoB, HEOOXO0MMbIE PAKTUYECKUE HAaBBIKU PabOThI ¢ OCBOGHHBIM
MaTtepuajoM c(hOpMUPOBaHBI, BCE NPEAYCMOTPEHHBIE MpOrpaMMoi oOyueHHs YydeOHbIE 3aJaHus
BBINOJIHEHBI, KAUECTBO MX BBIIMOJHEHHSI OLICHEHO YHUCIIOM OaiiioB, OJU3KUM K MAaKCUMAaJIbHOMY.
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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.



