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1 BBEAEHUE K PABOYEW NPOrPAMME OUCLUMMNIIUHBI

1.1 Uenb AMcuUMnnuHbI: (opMUpPOBaHME Yy 0BYHaIOLWNXCA 3HAHWIA, YMEHUIA U HaBbIKOB B 061acTy opraHusaumum
JOKYMEHTaLMOHHOro obecneyeHmnsl BLICTaBOYHON OeATENbHOCTM B COOTBETCTBUU C TpeboBaHMSAMU 3akoHOAaTenbCTBa U
Npou3BOACTBEHHOTO NpoLiecca.

1.2 3apauv QUCLUUNIUHBI:

paccMoTpeTb 3aKoHodaTeNbHbIE HOPMbI B 061acTK OpraHnsaumMm 4OKyMeHTauNMoHHOro obecneveHuns n BeaeHnst
OOKYMeHTO060poTa BbICTABOYHOTO NPEANpUATUS

packpbiTb MpaBuna, MeToabl W TEXHOMOIMW BEAEHUS [[OKYMEHTOoOopoTa KOHIPECCHO-BbICTABOYHOrO
npeanpusaTms

1.3 TpeboBaHus K NnpeaBapuTenibHOM NOAroTOBKe OOy4aloLerocs:

I'Ipe,uBapMTeanaﬂ noAroToBKa npeagnonaraeT co3gaHne OCHOBbI OA (bOpMVIpOBaHVIﬂ KOMMeTEeHUUN, YKa3aHHbIX
B M. 2, npun n3yv4eHnmn ancunninH:

2 KOMMNETEHUMU OBYYAIOWEIOCA, ®OPMUPYEMBbIE B PE3YJIbTATE OCBOEHUA OAUCLIUMNIIUHBI

MNK-3: Cnocob6eH obecneunBaTb NpoBeAeHME TOProBO-NMPOMbILLNEHHON BbICTaBKU B COOTBETCTBUM C
3asBfIeHHOW NPOrpaMMoW U cornaweHusimm ¢ coopraHusaTopamm, napTHepamMmm, COHCOpamMm
3Hatb: CneumanbHble TEXHOMOTMYECKME PELUEHUsi, TEXHUYECKMEe CpeacTBa, MpUMembl U MEeTOAbl OHNavH u odnawH
KOMMYHUWKaLU Ans JOKYMEHTaUMOHHOro obecnevyeHnsi BbICTAaBOYHOM OEATENBHOCTH
YmeTtb: OtOupate U wucnonb3oBatb 3PPEKTUBHbIE TEXHUYECKME CPEACTBa, TEXHOMNOIMM OHManH W odranH
KOMMYHUWKaLun Ans JOKYMeHTaunMoHHoro obecnevyeHns BbICTaBOYHOM OEATENBHOCTH
BnapeTtb: HaBbikoM addeKTUBHOro MCNONb30BaHMSA OCHOBHbIX TEXHUYECKUX CPeACTB M TEXHONOMn OHManH 1 odnanH
KOMMYHUWKaLU Ans JOKYMEHTaLUMOHHOro obecnevyeHnsi BbICTaBOYHOM OEATENBHOCTH




3 PE3YJIbTATbI OBYYEHUA NO AUCLUUMINHE

HavmeHoBaHue v cogepxaHve pasgernos,
TEM U y4eOHbIX 3aHATUIA

CemecTp
(kypc gns 3A0)

KoHTakTHas

paboTta

Tlek.
(4achbl)

Mp.
(4achbl)

CP
(4achbl)

MHHOBaL.

dopmbl
3aHATUN

dopma
TeKyLLero
KOHTpOns

Paspgen 1. OcHoBHble MOHATMA
OOKYMEHTaLMOHHOTO obecneyeHns
yrpasneHus KOHIPECCHO-BbICTABOYHbIM
npegnpuaTuem

Tema 1. CyLHOCTb, HOPMATUBHO-NPABOBbIE
OCHOBbI [AOKYMEHTaLMOHHOro obecneyeHus
KOHIPECCHO-BbICTABOYHOW AeATENBHOCTY.
MpakTnyeckoe 3aHaTHE: Knaccudukaums
OOKYMEHTOB no COCTaBy, oxBarty
NMHGOPMaLMM N COCTaBMEHUIO OOKYMEHTOB.
OTpakeHne pekBU3NTOB B JOKYMEHTAX.

Tema 2. CrtpaTerMdeckme u TaKTU4eckue
acnekxTbl NPUHATMSA opraHu3aumen-
9KCMOHEHTOM pELLEHUSA O NMPUHATUM y4acTus
B BbICTaBKe.

MpakTnyeckoe  3aHsaTME:  TexHUYeckoe
3afjaHue Ha y4acTune B BbICTaBKe.

Pasgen 2. [okymeHTaunoHHoe
obecneyeHre TpyaoBbIX OTHOLLIEHWN

Tema 3. OpraHunsauuns JOKyMEHTMPOBaHNS U
genonpovssoactea B cdepe TpydoBbIX
OTHOLUEHWI Ha NPEeANPUATMAX BbICTABOYHON
cdepsl

MpakTnyeckoe 3aHqaTue: Cneuudpuka
TPyOoyCTponcTBa BbICTABOYHOIO
nepcoHana.

Tema 4. OcHoBHblE 3agauun
OOKYMEHTaLMOHHOTO obecneyeHus
ynpaBreHnsi MepcoHanoM  BbICTABOYHOW
opraHusauun.

MpakTuyeckoe 3aHATME: CyllecTByloLWME
cuctembl gokymeHTtauuu. CrtaHgapTusauus
N YHUrKaumst JOKYMEHTOB.

Paspen 3. [oKkymeHTaunoHHoe
obecneyeHve KoppecnoHaeHUnn

Tema 5. OdwuumanbHO-OENOBON CTUSb.
MoHaTWe, BMAbI M NPUEMBbI  OENOBOro
obLeHnsa B BbICTaBOYHOM Aene
MpakTnyeckoe  3aHATUE: MncbmMeHHbIe
bopMbl AeNOBON KOMMYyHUKauuun. PeyeBble
copmynbl " NpueEmbl 3asBreHUN,
OOKNagHbIX, OO bACHUTENBHBIX, PE3toMe

Tema 6. [enoBas nepenucka. PeuyeBble
dhopMyrnbl ENOBLIX MUCEM.

MpakTuyeckoe 3aHATME: PepakTupoBaHue
Hay4HbIX TEKCTOB W AenoBbIX Oymar.

Pasgen 4. OcHOBHble hOpMbI JOKYMEHTOB
ONsl y4acTusi B BbICTaBKax

Tema 7. Ob6sa3arenbHble  OOKYMEHTHI,
npeaocTaBnsieMble 3KCMOHEHTOM
opraHu3aTopy BbICTaBKM

MpakTnyeckoe 3aHAaTHE: O630op
hopMynsipoB JOKYMEHTOB.
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Tema 8. [dononHutenbHble [OKYMEHTHI,
npegocTaBnsiemble 3KCMOHEHTOM
opraHmMsaTopy BbICTaBKU 4 6
MpakTnyeckoe 3aHATHE: O630p
hopMynsipoB JOKYMEHTOB.

11,25

Wtoro B cemecTpe (Ha kypce ansa 3A0) 34 34

87,25

KoHcynbTaumm 1 npoMexyToyHast

aTTecTtauus (3aver) 025

Bcero koHTakTHasa pa6orta n CP no

68,25
OVCcUUnnuHe

87,25

4 KYPCOBOE NMPOEKTUPOBAHUE
KypcoBoe npoekTupoBaHmne y4ebHbIM NaHoM He NpeaycMOTPeHo

5. ®OH[1 OLIEHO4YHbIX CPELCTB AN NPOBEOEHUSA NMPOMEXYTOYHOW ATTECTALMU
5.1 OnucaHue nokasaTtenen, KpUTepueB U CUCTEMbI OLLEHUBaHWA pe3ynbLTaToB o6yYeHus

5.1.1 NMokasaTenun oueHUBaHUA

Kon HanmeHoBaHMe oueHOo4YHOoro
MokasaTenu oueHUBaHUS pe3ynbTaToB 0byyYeHus
KOMneTeHunm cpencrtea

XapaktepuayeT npueMbl, TEXHONOMMN U METOAbI AOKYMEHTaLNOHHOMO
obecneyeHnsi KOHrPECCHO-BbICTAaBOYHOMW AEATENBHOCTU.. Bonpocsbl ans YCTHOrO
Mcnonb3yeT  cOBpeMeEHHble cpeactBa OHMaWH M odnaiH|cobecenoBaHms

AK-3 KOMMYHMKaLmn npu [OKYMEHTaLNOHHOM obecneyeHunm |MpakTMKO-OpUeHTUPoBaHHOE
KOHIPECCHO-BbICTAaBOYHON AEATENBHOCTY. 3agaHve
MpuMeHsaeT npodeccuoHanbHylo [OernoByld OHMAaWH u  odnaviH|pakTMKo-opueHTMpoBaHHoe
KOMMYHMKaLMIO B Mnpouecce obecneyeHnss OokyMeHToobopoTal3agaHue
KOHIPECCHO-BbICTABOYHOIO NPEANpUATUSI.

5.1.2 Cuctema un KpMTEpPUM OLLIEHMBaAHUSA

KpVITepI/lI/I oueHnBaHUA Cg

pOpMMPOBaHHOCTN KOMMETEHLMI

LLikana oueHmBaHus
YcTHOe cobecenoBaHune

MucbmeHHas paboTa

O6yyvaowmiics gaeT pa3BepHyTbIA OTBET
Ha nocTaBfeHHbI BOMpOC,
AEMOHCTPUPYET 3HaHUS, NPUOBPETEHHbIE
Ha  JNEeKUMOHHbIX M NPaKTUYEeCKUX
3aHATUAX, a Takke  MoslyYeHHble
MOCPEACTBOM WU3y4eHus 006s3aTernbHbIX
y4ebHbIX MaTepuasnoB Mo Kypcy, AaeT B
JocTaToyHoM cTeneHn
apryMeHTUpOBaHHbIe OTBEThI, NPMBOAUT
npumepbl, B OTBEeTe  TMPUCYTCTBYET
NOMMYHOCTL W nocregoBaTenbHOCTb
oTBeTa.

3ayTeHo

He npegycmoTpeHa

OtBeT ob6yuvatoLerocs coaepXuT psag
CyLLLEeCTBEHHbIX OLMBOK n/vnm
HeToYHOCTEN, obHapyxumBaroLL i
He3HaHue npoLeccoB n3yyaemon
npegmMmeTHON obnacTu, oTnunyaeTcs
NMOBEPXHOCTHbIM  PaCKpPbITUEM  TEMbI,
He3HaHWeM OCHOBHbIX BOMPOCOB TEOpuM,
HechopMUPOBaHHBIMU HaBblkaMK
aHanusa SABMEHUN, npoLeccoB.
O6yvalowmiicas He cnocobeH paBaTb
aprymeHTUpoBaHHble  OTBeThl, cnabo
BNajeeT  MOHOMOrMYECKOW peYbio, B
oTBeTEe OTCYTCTBYEeT FOMMYHOCTb U
nocrnenoBaTenbHOCTb. BeiBoAab!
NOBEPXHOCTHbI. T.e obyyaroLwmiics He
crnocobeH OTBETUTb Ha BOMPOCHI Aaxe
npu OOMONHUTENbHbIX HaBOASALLNX
BOMnpocax npenogasaTtens.

He 3auTteHo

He npegycmoTpeHa




5.2 TunoBble KOHTPOJNbHbIE 3aA4aHUA UNU UHbIe MaTepuarbl, HeO6XoAMMbIe ANl OLeHKN 3HAHUNA, YMEeHUN,
HaBbIKOB U (MNK) ONbITa AeATeNIbHOCTH
5.2.1 Nepe4yeHb KOHTPOJIbHbLIX BONPOCOB

Ne n/n | DOpMYyNMPOBKM BONPOCOB

Cemectp 5

®yHKUMM BbICTABOK B COBPEMEHHOM 06LecTBe. Llenu n 3agaun opraHm3atopoB. BeicTaBouHbIE OpraHusaumu.

N

PbiHOK BbICTAaBOYHO-APMAPOYHbIX YCIyr. Tunel BbICTaBOK B Poccun. MemyHapoaHble KJ'IaCCVI(bVIKaLI,VIVI BbICTaBOK

3akoHofaTenbHas U HopMaTyBHas 6a3a BbICTaBOYHOW AEATENIbHOCTU. 3alumTa MHTeNNeKTyanbHo
COBCTBEHHOCTM, [IEMOHCTPUPYEMOI Ha BbICTABKAX.

Knaccudpmkaums JoKyMEHTOB, NpefoCcTaBnNsieMble 3KCNIOHEHTOM OpraH1M3aTopy BbICTaBKM

OcHoBHble TpeGOBaHVIﬂ K O(*)OpMJ'IeHVII-O Aoroeopa Ha ydactue BbICTaBKU C 3KCMOHEHTOM.

OcHoBHble TpeGOBaHVIﬂ K OCbOpMJ'IeHVII-O KOHTpPaKTa Ha y4YaCThe BbICTaBKM MHOCTPAHHOIO 3KCNOHEHTa.

I'Ipanma Oq)OpMJ'IeHVIFI AOBEPEHHOCTUN U ee pa3dHOBUAOHOCTU ANnA y4YacTne B BbICTABOYHOMN AEATENBHOCTH.

OcobeHHOoCTH 1 NpaBuna BBO3a/BbiBO3a 060PYA0BaHMS N AKCMOHATOB Ha BbICTABKY.

O|lo|N|jo|jO|h~] W

OcHoBHblE Tpe6OBaHVIF| K OpraHunsauumu pa60T SaCTpOI7ILLI,I/IKOB BbICTaBOYHbIX CTEHO0B M IKCMO3NLINN.

MepeyeHb ycnyr, okasbiBaeMblii OpraHM3aTopoOM BbICTABKW A1 SKCMOHEHTa BO BPEMS MPOBEAEHMS
MepOoNpUATUS.

3HayeHne KagpoBOro aenonponssoacTtea B ynpaBrieHUn nepcoHasiom KOHFpeCCHO-BbICTaBOHHOVI opraHusaumm n

11 N
B X0[4€e BbICTaBOYHOU OEATENTbHOCTW.

HOpMaTVIBHaﬂ 6asa, pernaMmeHTUpytolasa opraHm3auno 1 TeXHONoruro VIH(bOpMaLI,I/IOHHO-,D,OKyMeHTaLl,I/IOHHOFO

12
obecneyeHust 4eATENbHOCTU NPEANPUATUS

TpeboBaHWsi K COCTABMNEHUIO M ODOPMIIEHNIO AOKYMEHTOB Pa3nMYHOro doopmaTa B paMkax XO3siIMCTBEHHOM

13
AeATeNIbHOCTU KOHIPECCHO-BbICTAaBOYHOIO NpeanpuaTna

14 OcHoBHble pacnopaaunTenbHble JOKYMEHTbl B OpraHn3aunn, X nogarotoBka, O(*)OpMJ'IEHVIe N XpaHeHue.

15 WHbopMaLMoHHO-CNpaBOYHbIE JOKYMEHTbI, HeobxoaumMble Ans paboThbl Ha BbICTaBKE.

,D,OKyMeHTbI Nno KOMaHOMPOBaHUIO paGOTHI/IKOB Aana y4qactna B MHOropoAHUX KOHIPEeCCHO-BbICTaBO4YHbIX

16
MepOnpUATUSX.

17 BHyTpE‘HHﬂﬂ M BHELWHAA OTYETHOCTb NO opraHn3aunn n y4actuio B BbICTAaBOYHOWN OEATENbHOCTM.

18 ABTOMaTU3NPOBAHHbLIE CUCTEMbI AENONPON3BOACTBA.

19 CoBpemeHHas opraHusaumsa OY B Poccuiickonn degepauum

20 MCTOpVIﬂ BO3HMKHOBEHUA U pa3BUTUA CUCTEMbI TOCyAapCTBEHHOro Aenonpon3soacTtea B Poccuw.

COBpeMeHHbIe nporpamMmmMHo-annapaTtHble KOMMNJ1eKCbl CpeacTs I/IHC*)OpMaU,I/IOHHO-KOMMyHVIKaLI,VIOHHbIX

21 9 N
TeXHOoNnorum ana peweHusa I'IpOCbeCCVIOHaJ'IbeIX 3adad BbICTaBO4YHOU OeATENIbHOCTU

22  |MHdopMaLMOHHBIE TEXHOMOMMM OpraHM3auny JOKYMEHTannbHbIX MAacCUBOB 1 MHCHOPMALIMOHHOIO novcka

MpuknagHble MHAPOPMAaLIMOHHbIE CUCTEMBI, peanuaytoLume 3a4aquv enonponsBoacTBa B NPOECCHMOHANbHbIX

23 obnacTsax

24 ABTOMaTU3aLMsA ynpaslieHna opraHn3auMoHHbIMU CUCTEMaMU KOHIPEeCCHO-BbICTaBO4YHOIo NpeanpuAaTna

25 |MoproToBka, XxpaHeHUe, pernctTpauus u 06paboTka JOKYMEHTOB B JOKYMEHTaLUOHHON cucteme

26 TexHonornm gokyMmeHToobopoTa B pacnpeneneHHon AOKYMEHTAUNOHHON CUCTEME.

MHd)OpMaLI,VIOHHOG obecneyeHune ynpasrneHua: onpeaerieHne, uenb pa3p360TKI/I, OCHOBHO€ Ha3Ha4eHue,

21 TpeboBaHUs K OpraHM3aummn, CTPyKTypa

28 HopmaTuBHbIE OKYMEHTbI MO CTaHAapTU3aUMmK: CTaHAapT, TEXHUYECKME YCIOBUS, TEXHUYECKUIA perfaMeHT,
cBOZbI NpaBur, nonoxeHusl. HopmaTtneHas 6a3a ctaHgapTM3aumu.

29 Llenu, 3agaun, npuHUmMnbl U MeToabl YHUMKaLMKN gokymeHToB. CTpykTypa YC[. Vcnonb3oBaHue

knaccudmkatopos TOCU npu npoBegeHnn yHUdUKaLMN JOKYMEHTOB.

30 ObecneyeHne LPUANYECKON CUIbl JOKYMEHTOB B YCINOBUSIX NPUMEHEHWS MHADOPMALMOHHbLIX TEXHOMOTUIA.

WHbopMaLmoHHo-NpaBoBoe obecneyeHne OeaTenbHOCTU AOKYMEHTOBEAA B KOHIPECCHO-BbICTaBOYHOM
npeanpuaTuu.

31

3agayn KOMMIeKCHoro coBepLlIeHCTBOBAHUA Moy s YCNoBUAX HOBbIX VIHd)OpMaLI,VIOHHbIX TEXHOSOrnM:

32 . . o
OpraHn3aunOHHbIN, TEXHNYECKNN, codepXaTellbHbIN aCrneKThbl.

5.2.2 TunoBble TeCcTOBbIe 3a4aHUA
He npegycMoTpeHbl
5.2.3 TunoBble NPaKTUKO-OPUEHTUPOBaHHbIE 3afaHuA (3agaym, Kenchbl)
Ha ocHoBaHuu TOCT 32608-2014 «[eaTenbHOCTb BbICTABOYHO-APMapoyHas. TepMuHbl 1 onpegeneHusa» gante

onpegeneHnda cneayruwmmMm NOHATUAM U OonNUWNTE TEeXHUYEeCKune TpeﬁOBaHVIFl K O(*)OpMJ'IeHVHO COOTBeTCTByIOU.Lel)lI
AOKYMeHTauunun: ycrnoBua y4actua,; 3asdBKa Ha ydacTtue; 4oroBop Ha ydacTtue; Katanor BbICTaBKU; KapHeT ATA.




5.3 MeToanuyeckne matepuanbl, onpegensivolime npoueaypbl oLeHMBaHUs 3HaHUW, YMEHUI, BrageHui (HaBbIKOB
1 (UNKN) NPaKTUYECKOro onbiTa AeATENbLHOCTH)

5.3.1 YcnoBus gonycka oby4atrowerocsi K npomMexXyTo4HOW aTrecTaumm U NopsAoK NMUKBMAALMKN akafeMU4yeckon
3a10/MKEeHHOCTHN

lMpoBedeHne NPOMEXYTOYHOW aTTecTauun perfiameHTMpPOBaHO JloKanbHbIM HOopMaTtuBHbIM aktom CI6MYMNTA
«lMonoxeHne o0 NpoBeAeHMN TEKYLLLErO KOHTPONSA YCNeBAaeMOCTM U MPOMEXYTOYHOM aTTecTauumn obydaroLmxcay

5.3.2 dopma npoBeaeHUsi NPOMEXYTOYHOM aTTecTauum No gucumnnmHe

YcTHas X lMucbMeHHada KomnbloTepHoe TecTupoBaHue UHas

5.3.3 Oco6eHHOCTU NpoBeAeHUsi NPOMEXYTOYHOM aTTecTauMm No AUCLUNNnHe
Bpemsi Ha NOAroTOBKY B OTBETY - 25 MUHYT.

6. YYEBHO-METOOMYECKOE N UH®OPMALIMOHHOE OBECNEYEHUE OAUCLUUNIIUHDI
6.1 YyebHasa nutepatypa

ABTOp | 3arnasue | M3paTtenbcTBO [oa nspaHusa | Ccbinka

6.1.1 OcHoBHas y4yeb6Hasa nuTepartypa

Crtposckunn, J1. E.,|OcHoBbl BbICTABOYHO- http://www.iprbooksh

®ponosa, E. [.,|9pmapoyHon gesaTenbHoOCTH op.ru/81813.html

Ctposckunn, O. 1,

o o & Mockea: KOHUTA-IAHA | 2017

KpvBbix, n. (o

®ponos, A. A.,

Crtposckoro, J1. E.

[okaweHko, J1. B. OKOHOMMKA W opraHuMsauus . - http://www.iprbooksh
KOHIpeCCHO-BbICTaBOYHOW OpeHbypr: OpeH6ypr9KMM op.ru/54176.html
[ESITENbHOCTH rocygapcTBEeHHbIN 2015

yHuBepcutet, 96C ACB

6.1.2 lononHuTenbHas y4yebHas nutepatypa

KocTttok n. C.,|HTepakTnBHbIE TEXHONOMMN B http://publish.sutd.ru/

YumHuosa A. K. BbICTABOYHOM MPOCTPaHCTBE chne.: crierynTtg 2018 tp_ext_inf_publish.ph

p?id=2018379

aspuniok . A. Opranmsauma mn TexHomnorus http://publish.sutd.ru/
peKnaMHO-BbICTaBOYHOIO chne.: crierynTtg 2015 tp_ext_inf_publish.ph
bun3Heca p?id=3027

BabaHunkoBa O. A.,|TexHonoruss u opraHusauyus http://publish.sutd.ru/

BbiykoB U. T KOHIPEeCCHOro Typuama chne.: crierynTtg 2017 tp_ext_inf_publish.ph

p?id=2017304

6.2 MNMepe4yeHb NnpodeccuoHanbHbIX 6a3 AaHHbIX U UHPOPMALUOHHO-CMPABOYHbLIX CUCTEM

OneKkTpoHHO-6MbnmoTevHasa cuctema IPRbooks [OnekTpoHHbI pecypc]. URL: http://www.iprbookshop.ru/
CnpaBoyHas nHdopmaumoHHo-npaBoBas cuctema «KoHcynbTaHT nntocy http://www.consultant.ru/

6.3 MNepeyeHb NULEH3UOHHOIO U CBO6OAHO pacnpocTpaHsAeMoro NporpaMmmMHoOro oéecneyeHust
MicrosoftOfficeProfessional

Microsoft Windows
6.4 OnncaHue maTepuanbHO-TEXHUYECKOMN 6a3bl, HEOO6XoAMMOW ANA ocyllecTBeHMA o6pa3oBaTenibHOro
npouecca no gucumnnuHe

AyouTopus OcHalleHue

MynbTuMeauninHoe 060 OBaHue, cneunanuanpoBaHHas mebenb, Jocka
JlekunoHHas y A pyA H P a
ayauTopus

YyeGHas ayautopus

CﬂeLl,MﬂﬂVI3I/IpOBaHHaF| mebenb, gocka
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