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1. llosicHUTEBLHAA 3AIIUCKA

Kypc «/lokymenmoobopom 6 opzanuzayusx cepsuca» 3aHUMAET Ba)KHOE
MECTO MpU MOJArOTOBKE OakaiaBpoB 10 HampasieHuto 43.03.01 «Cepsucy.
VYnpasienue npeanpusTieM (OpraHuzanueit), 0Ka3bIBaloIUM YCIYTH, HEU30€KHO
TpeOyeT cO3/1aHusi MHOTHUX BHJOB JOKYMEHTOB, 0€3 KOTOpPBIX HEBO3MOXKHBI
pellleHre OCHOBHBIX IPOU3BOJCTBEHHBIX 33/ay, IJIAHUPOBAHUE JEATEIHbHOCTH,
¢uHaHCHpOBaHHE, OyXTaITEPCKUN Yy4eT U OTYETHOCTb, ONIEPATUBHOE YIPABICHHUE,
KaJpoBoe obOecreueHue AEATEIbHOCTH U T.M. JIOKYMEHTHI SIBISIOTCS OCHOBHBIM
JI0Ka3aTeIbCTBOM COBEPIICHHS TOTO WIM HMHOTO (akTa MPOU3BOJACTBEHHO-
XO3AUCTBEHHOHN JEsATeIbHOCTH Npeanpusatus. Opranuzanus J0KyMEHTAIIMOHHOTO
oOecrieueHHs ympaBieHusi B cdepe cepBHca HMEET HEKOTOpble OCOOEHHOCTH,
CBSI3aHHBIE C KOHKPETHBIMHU TPOLEAYpaMH peaau3ali TpeOOBaHUNH U HOPM,
OIIpEIEIEHHBIX 3aKOHO1AaTEIbCTBOM.

Ilenbto OCBOEHUS AUCLUIUIUHBL «/[oKyMenmoobopom 6 OpeaHu3ayusx
cepguca»  SABIAETCS  HM3yYEHHUE  CHUCTEM  JOKYMEHTAalluW, OpraHU3aluu
JOKYMEHTUPOBaHUS U JeIOTPON3BO/ICTBA, COCTAaBJISIOLINX OCHOBY
UH(GOPMAIIMOHHBIX MPOIECCOB B CEPBUCE, COBOKYMHOCTh KOTOPHIX OOECIeunBaeT
OpraHu3alMIo IPOLIECC CEPBUCA.

3anaun TUCIUILTUHBL:

* O03HAaKOMJICHME CTYACHTOB C 3aKOHOJATEJIbHONH M HOPMATHUBHOW 0a30H,
METOAMYECKUMH pa3pabOTKaMu M OCHOBHOM HAayYHOH JINTEPATypOH IO KypcCy;

* U3yYeHUE NPAKTUKU OpraHu3alMyd JTOKYMEHTAIIMOHHOTO oOecreueHus
yIpaBJICHUS HAa MPEINPUATHAX, OPraHU3aMIX U YUPESKICHUIX CEpPBHCA.

2. [lepeyeHb MUIAHUPYEMBbIX Pe3yJIbTATOB 00y4eHMs MO JTMCUHUILINHE,
COOTHECEHHBIX C IJIAHMPYEMBbIMH Pe3yJIbTaTaMM 0CBOCHHS 00pa3oBaTeIbLHOM
NporpamMmblI

JucuunnuHa «/[oxymenmoobopom 6 opeanu3ayusx cepeuca» y4acTByeT B
dbopMHUpPOBaHUY CIEAYIONICH KOMIIETCHIINH (CIAEAYIOMMNX KOMITETSHITAN ):

OIIK-3 - 3HAHUS: OCHOBHI JIOKYMEHTAILHOTO 00eCIeUYeHNs OpraHu3aluy mpoiecca
TOTOBHOCTB CEpBHCA;  COCTaB  OPIraHMU3ALMOHHO-NIPABOBOM,  PACHOPAIUTENBHOM,
OpraHu30BaTh MH(OPMAIIMOHHO-CIIPABOYHOM, IJIAHOBO-OTYETHOU JOKYMEHTAlUH,

nporiecc cepBuca, | mpaBuja €€ COCTaBJIICHUS W OQOPMIICHHS; IMpaBHia JOKYMEHTO00OpOTa.
poBOJUTH BEIOOp | Pecypcsl, cpencTBa u mpaBuia JOKYMEHTOO00POTa B CEPBHCE

pecypcoB u YMEHHUsI: ONIPEICIISATh COCTAB, CTPYKTYPY H COJIEp)KAHHE JOKYMEHTAIIHH,
CPElCTB C yuerom | 0OCCTICUMBAIONICH OPraHM3ALIMIO NIPOLIECCA CEPBICA, BEIOMPATH PECYPCHI I
CpezcTBa JIOKYMEHTO000POTa;

OTIPENeNIATh BUJABI YIPaBICHYECKHX JOKYMEHTOB, HEOOXOJWMBIX JUISI
ONMMCAHMUS  PA3JIUYHBIX  YIOPABICHUECKUX JIEHCTBUH B  pa3iIMyHBIX
CUTYallUsAX; COCTaBJIATh U OQOPMIIATH JEIIOBBIE MHUChMA, JOKIAJHBIC H
CITy>KeOHbIE 3aIMCKN OTBEYATh Ha XKaJloObl MOTpeOUTENeH

HABBIKH: pa3paboTKu Habopa OpraHU3aIMOHHO-TIPABOBOM,

TpeboBaHUH
noTpeduTeNs
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pactopsiIUTEeNIbHON, WH(OPMAIMOHHO-CIIPABOYHOM, IJIAHOBO-OTYETHOM
JOKYMEHTAIlNH, BBIOOpAa  PECypCOB H CPEACTB JOKYMEHTOOOOpOoTa B
mpolecce  OpraHu3aldd  CEpPBUCHOM  JIEATENIbHOCTH;  HaBbIKAMU
CUCTCMATU3AlUN NOKYMCHTAIlUKM B IPOLECCE CepBI/ICHOf/'I ACATCIIbHOCTH,
OpPraHHU30BbIBATH JOKYMEHTOOOOPOT

3. MecTO AUCHUIIIMHBI B CTPYKTYpe 00pa3oBaTeIbHOI NPOrpaMMbl

HNucuurmnuaa b1.5.17  «/[okymenmoobopom 6 opeaHuzayusx cepeuca»
SBJISIETCSl TUCUUIUIMHON 0a30BOM 4acTW Yy4eOHOro IjiaHa MOATOTOBKHU CTYJIEHTOB
no Hanpasienuto 43.03.01 Cepsuc.

Mudp [IpenmecTByromuye TUCIUIIIIMHBI [Tocnenyromue TUCUUILITAHBI
KOMIIETEHITNH y4eOHOT0 IJ1aHa, B KOTOPBIX y4eOHOT0 IJIaHa, B KOTOPBIX
OCBaAMBACTCS KOMIICTCHITHS OCBaMBaeTCA KOMIICTCHIIUS
OIIK-3 JucuumiunHa — sBisercs  nepBoil B | MEHEIKMEHT B CEpPBHCE
(GopMupoBaHuy JaHHON KoMneTeHnuy | MapkeTHHT B cepBuce

4. O0beM IMCHUIUIMHBI (MOAYJIS1) B 3a4€THBHIX €eIMHULAX ¢ YKAa3aHUEM
KOJIMYECTBA AKAJeMHUYEeCKUX WIH ACTPOHOMHUYECKHX YaCOB, BbI/IeJIEHHbIX HA
KOHTAKTHYI0 pa0d0Ty 00y4ar0mUXcH ¢ npenoaasaresemM (o BUAaAM Y4eOHBIX

3aHATHH) U HA CAMOCTOSITEJIbHYIO Pa00Ty 00y4ar0IUXCs

OOmas TPYJI0€MKOCTb OCBOCHUSA y4eOHOM JTUCIIUILTAHBI
«/loxkymenmoobopom 6 opeaHuzayusx cepeuca» COCTABISIET 4 3a4ETHBIX STUHUIIBI
i 144 akageMruyecKux 4daca.

Cemectp No 3
OO6m1ast Tpy10€MKOCTh (BCETO aK. 4acoB / 3.€11) 144/4
Jlexun 26
KonrtakTHas pabota
[IpakTueckue 3aHATUA 28
CamocTtosiTenbHas paboTa 89
Bun
| 7 .
POMEIKYTORHON 3ader ¢ OLIEHKON 1/-
aTTeCTalllu
(Kont./camoct.pab.)




5. Conepxxanue JMCUMILIMHBI (MOAYJIs1), CTPYKTYPHPOBAHHOE 110 TeMaM

(pa3zle.J1aM) C YKa3aHHUEM OTBCACHHOI'0O HA HUX KOJUYIECTBA aKAACMHUIECCKHUX

HJIA ACTPOHOMHUYECCKHUX YaCO0B U BU/10B y‘leﬁHBIX 3aHATHH

TpynoeMKocTb
= m
E | 2| g
u < | 2 [§l &
aMEHOBAHHKE pa3jcia s
Ne P S|l E| 8|5 & Conepxanue
JTUCITUTITMHEI (TeMa) 3 = = | 2]
M o = ol o
= = | 2] ©
2
s |=| 8
=]
3 cemecTp
- [Tonsstue o pgoxymente. CBONMCTBa,
npu3Hakd, (QyHKIUKM  JOKyMEHTa.
Meroapl W CrmOCOOBI  JTOKYMEHTH-
OCHOBBI  JIOKYMEHTAJIb- poBanusa. HopmaTuBHO-MeTOIMUECKAS
1 HOT'O o0ecrieueHus 32 6 6 20 Oaza JTIOKYMEHTAIMOHHOTO o0ec-
" | opraHuzanuu  mpoiiecca MEYEHUsl YIpPaBJICHUS JEATEIbHOCTHIO
cepBHca opranuzanuu cdepsl cepBuca. Bump
VIpaBIEHYECKUX JTOKYMEHTOB, HEO0O0-
XOJIUMBIX JUIsl OTMHCAHUS Pa3IUYHBIX
YIPaBICHUYECKUX JNEUCTBUM.
- CocraB, CTpyKTypa H COJAEp)KaHUE
OKYMEHTAaIlnH o0ecrieunBaroIIei
Cucrembl JTOKYMEHTAIIMH, HOKY HHH, H
OpraHW3alMi0  MpoIlecca  CepBuUca.
oOpasyromuecs B Ipolec- .
CoctaB  OpraHu3alMOHHO-IPABOBOM,
2. | ce ymnpaBnenus nesarenb-| 32 [ 6 6 20 .
. pactopsiINTeNIbHON, WH(POPMAIIMOHHO-
HOCTBIO OpraHu3aIui . ..
CIIPaBOYHOM, IJIAHOBO-OTYETHOM
cdepsl cepBuca.. N
JIOKYMEHTAITUH, npaBuia eé
COCTaBJICHUSI ¥ 0POPMIICHHUS;
OOmiass XapakTepUCTHKA KaJpOBOTO
cocraBa mpeanpusatus. OpraHuzarus
JOKYMEHTAIMOHHOTO obecneueHUs
NESATETLHOCTH  KaJPOBOM  CITYXOBI
npeanpudaTtus cdepbl ceppuca. Opra-
JlokymMeHTaImoHHOE 00ec- peatp (bep P . P
HU3aIusl paboThl C KaJIpOBOM JOKY-
3. | meuenue ynpasieHus mnep- | 36 | 8 8 20 .
MeHTaler. (OCOOCHHOCTH  HCIIOJIb-
COHAJIOM.
30BaHus ceTd VHTepHET /Il pemeHus
3a/1a4 KaJpOBOTO JIEJIOMPOU3BOJICTBA.
Odopmnenue JIEJIOBBIX MHCEM,
JOKIIATHBIX U CIY’)KEOHBIX 3aIlHCOK,
OTBETOB Ha JKaJIOOBI TOTpeOUTEICH.
Opranu3anus Opranu3zaiys padoThl ¢ JOKyMEHTaMHU.
JOKYMEHTO000pOoTA. Pecypcsi, CpencTBa u MpaBuwIa
Pecypc],[j CpeacTBa u Z[OKYMGHTOO60pOTa B CCpBHUCC. Nx BLI60p
4. MpaBUiIa I[OKYMCHTOO60p0Ta 43 6 8 29 | B 3aBUCUMOCTHU oT 0COOeHHOCTEH
B CEpBHUCE. Nx BBI60p B ACATCIIBHOCTH NIPEATIPUATHA.
3aBHCUMOCTH oT CuctemaTuzanusi JIOKYMEHTallUH B
ocoOeHHOCTEH MPOLECCE CEPBUCHOM JEATEIBHOCTH.
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JESTEILHOCTHU IPEANPUATHS. ®opmupoBanue u odopmieHue mIel.
DKkcnepTu3a HEHHOCTU JOKYMEHTOB,
HOJTrOTOBKA JJOKYMEHTOB K XPaHEHUIO.

143 | 26 | 28 &9

3ayeT ¢ OIIEHKOHU 1 1 |-

Hroro 3a 3 cemectp 1441 26 | 29 | -| 89

6. IlepeueHb y4eOHO-METOAMYECKOT0 O0ecTIeYeHHS IJIsl CAMOCTOSITEILHOM
padoThHI 00y4aAKIMXCH MO0 JMCUHUILINHE (MOLYJIIO)

CamocTosiTesibHasi pad0oTa CTYJIEHTOB Ha 04HOI opme 00yueHusi

No Bunsl camocTosiTenbHOU TpynoemMkocTs, | @opma KOHTPOJIS*
paboThI aK.4achl

1. | IIpopaboTka TEOPETUUECKOTO
MaTepuasa o KOHCIeKTaM

. . YCTHO®
JIEKIUM, peKOMEHAOBAHHOM 30
coOeceloBaHKE
JUTEPATYPE, TONMOJTHUTEILHBIM
MUCTOYHHUKAM MH(GOPMAIIH
2. [ToaroToBKa K MPaKTHYECKUM MIPEICTABIICHHE
3aHATHUSIM: ITIOMCK 29 uH(pOpMAaIIU B
HeoOxoanmMoi nHpopmaruu, 00paboTaHHOM
o0OpaboTka nHbOpMaITHH BHJIC
3. [ToaroToBKa K TEKyImeMy
KOHTPOJIIO (TECTUPOBAHUE M 30 KOHTPOJIbHAS
HAIMCaHUe KOHTPOJbHOMN pabora
paboThI)

Jlis caMOCTOATENbHOW paboThl MO AUCHUIUIMHE (MOAYIIO) OOy4aroluecs
UCHOJIB3YIOT CIIEAyIolIee yueOHO-METOIuuecKoe 00ecreueHue:

1) beikoBa T. A. JlokyMeHTallMOHHOE OOECIEUYECHHUE YIpPaBICHUS
(menompousBoacTBO): YueO. noc. / T.A.brikoBa u np. - 2 u3n., nepepad. u Jo1. -
M.: HUI] Nudpa-M, 2013 - 304c.
http://znanium.com/bookread2.php?book=390575

2) JlokymeHTallMoHHOE OOecreueHre yIpaBleHUs] MEPCOHAIOM: YueOHOoe
nocooue/bynar P. E. - M.:. HUIl HNH®DPA-M, 2015. - 234 c.
http://znanium.com/bookread2.php?book=488066

3) JoxymeHTannoHHOE 00eCrieYeHre yIPaBICHHS B COIUATBHO-KYIBTYPHOM
cepBuce u Typusme: YdeOHoe mocobue / I'ymmuna M. A., 3aiineBa H. A. - M.:
Anbda-M, HUI] NH®OPA-M, 2015. - 240 c.
http://znanium.com/bookread2.php?book=489737

4) @®oHJ OIEHOYHBIX M METOJUMYECKHUX MAaTEpUajoB IO JUCIHILINHE
«/lokymenmoobopom 6 opeanu3ayusax cepeucay.




7.@D0oH/1 OLIEHOYHBIX U METOAMYECKUX MATEPHUAJIOB /IJIsl IPOBEACHUS
NPOMeKYTOUYHOI aTTecTaluu 00YYAKIIHUXCS M0 JUCIUIINHE

7.1. IlepeyeHb KOMIETEHUMH ¢ YKa3aHUEM 3TANOB UX (OPMUPOBAHNS B
npouecce 0CBOCHUA 00pa30BaTeJIbHOM MPOrPaMMBbI

[Iporiecc u3yueHUs] IUCHMIUIMHBI «/JOKyMeHmOoOopom 6 opeanu3ayusix
cepgucay HarpaiieH Ha (OPMHUPOBAHUE CIAEAYIOMINX KOMITETCHIIUN:

OIIK-3 - 2comosHocmb opeanuzo8ams npoyecc cepsuca, nposooums 8blOop
pecypcos u cpedcma ¢ yuemom mpebdosanuii nompeoumeJis

Jrtansbl GopMUPOBAHUS KOMIIETEHIMU

1 sTam 2 JTan
OKYMEHTO0000POT B OPraHN3aINAX
Aoxy p P 1 MapkeTuHT B cepBuUCe
cepBHca
(5 cem)
(3 cem)

MeHemKMEHT B CepBHUCE
(5 cem)




7.2. Onucanue noka3aresjeil 1 KpuTepueB OLCHUBAHUS KOMIIETCHIMI HA PA3JIMYHBIX 3Tanax ux GopMupoBaHus,
ONUCAHHUE IIKAJ OLCHUBAHUS

x| E Kpurepun oueHuBanus pe3yabTaToB 00y4eHHs
- =
33 e Ilnanupyembie He3auer ¢ oneHKoi 3auer ¢ OLIEHKOM 3auer ¢ oueHKOM 3auer ¢ oueHKOM
E E “E‘ pe3y/abTaThl 00y4eHHsl | «HeY/J0BJIeTBOPHUTEJIbH | «YyAOBJETBOPUTEIbHO» «X0poLIo» «oTIH4HO» (85-100
g § o» (0-54 6a10B) (55-69 6aa10B) (70-84 6aana) 0aJ1J10B)
1 sran
3HaHus: He 3HaeT ocHOBBI: JleMoHCTpHUpYET YacTHy- 3HaeT JOCTaTOYHO B JIeMOHCTpHUPYET BBICOKUI
-OCHOBBI JJOKyMEHTQJIb- | -JIOKYMEHTAJILHOTO 00€C- | HbIe 3HAHUS 0e3 rPyOhIX 06a30BOM 0OBEME: YpOBEHb 3HAHHM:
= HOTO 00ECIIeYeHHs Opra- | Me4YEeHUsl OpraHu3aIiu OLINOOK: -OCHOBBI JOKYMEHTAJIbHO- | -OCHOB JOKYMEHTAJILHOTO
= HU3allMM Ipolecca cep- | mpoliecca CepBUCa; - IPOLECCOB JOKYMEH- ro obecriedeHust opraHuza- | odecreueHus: opranmsa-
% BHUCA; -COCTaB OPraHM3ALMOH- | TAJIBHOTO 0OecreueHus LIMU TIPOLIECCA CEPBUCA; LIMU TPOLIECCA CEPBUCA;
o - COCTaB OPraHM3alMOH- | HO-MPAaBOBOW, paclopsi- | OpraHu3aliu CEpPBUCA; - COCTaB OPraHM3alMOHHO- | - COCTaBa OPraHNU3alMOH-
: HO-TIPaBOBOM, pacropsi- | TuTenbHOU, nHpopMma- - OPraHU3allMOHHO-TIPABO- | IIPABOBOM, pacCIOpsIIn- HO-IIPaBOBOM, pacopsu-
2 TUTENBHOM, nHpOpMa- [IUOHHO-CIPABOYHOM, BOW, pacropsiIuTEIbHOM, TeIbHOHN, HHPOPMAIIMOH- | TEIBHOU, MHPOPMAITUOH-
§ = LII/IOHHO-CHpa.}.SOLIHUOI\/’I, IJIAHOBO-OTYETHOU JIOKy- HH(l)opleqauHOHHo-cnp?- H0-€Hpa13u.0qH0171, IJIAHOBO- Ho-(.{npa}iquoﬁ, ILJIAHOBO-
S, 5| on | TAHOBO-OTYETHON NOKY- | MEHTALIMH, [IpaBHIIa & BOYHOM, IJIAHOBO-OTYET- OTYETHOM JOKYMEHTAIMHU, | OTYETHOM JOKYMEHTAIHH,
; cE) < | MEHTAIWH, TIPaBUIIA €€ COCTaBJIEHHUS U 0opmIie- | HOM TOKYMEHTAlluH, OTIpe- | MpaBHiia €€ COCTaBICHUS U | MIPAaBUJI €€ COCTABIICHUS U
= 2 5 cocTaBleHUs U 0hOpM- HUS, JIeJICHUU TIPaBUI COCTaB- odopMIIeHNS, oopMIIeHNS;
5 2 JIEHUS; -IpaBuja J10KyMEHTO- JeHus U 0(hOpMIICHUS; -TpaBUJIa IOKyMEHTO000- | -IIpaBHJI TOKYMEHTO000-
g ™ -IIpaBUJIA TOKYMEHTO- o0oporTa; - ONPEAEIICHUH PABUII porta; poTa;
é obopora -pecypcoB, CpEACTB U JOKYMEHT0000poTa -pecypchl, CpelcTBa U -pecypcoB, CpeACTB U
2 -pecypchl, CpeacTBa U paBUI -pecypcoB, CpeACTB U npaBuia MIpaBUI
2 npaBuiia JOKYMEHTO000pOTa B IIPaBHII JOKYMEHTO000pOTa B JOKYMEHTO000pOTa B
% JIOKyMEHTO000pOTa B cepBuce. JIOKyMEHT0000poTa B cepBuce. cepBucCe.
E CEpBHUCE. CEpPBHUCE.
o Ymenus: He ymeer wim nemonct- | JleMmoHCTpHUpYyeT YMeeT npuMeHsTh 3HaHus | JIeMOHCTpUPYET BBICOKHUIA
-ONPEICATh COCTAB, pUpYET YaCTHUHBIC yMe- | YaCTHYHBbIC YMEHHs Oe3 Ha MPaKTHKE B 6a30BOM YPOBEHb YMEHHUI MIPHU:
CTPYKTYPY H COIEPKA- HUS, IOMyCKasl rpyoObIe rpyOBIX OHIMOOK MpH: o0beMe npu: -OIPENICTICHUH COCTaBa,
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HUE JOKYMEHTAIINH,
o0ecrieunBaroIein
OpraHU3aIHIo TIpoIecca
cepBuca, BEIOMpaTh
pecypchl U CpecTBa
JIOKYMEHTOO000POTA;
-OTIPEEISITh BUIBI
yIPaBIEHYECKIX
JTIOKYMEHTOB, HEOOXO/TH-
MBIX JJIsl OTIMCAHUS Pa3-
JUYHBIX yIIpaBJIeHYEC-
KHUX JICCTBHI B pa3iny-
HBIX CUTYaIUsX;
-COCTaBIATH U 0POPM-
JIATH JIeJIOBBIE ITHNCHMA,
JOKJIAJTHBIC U CITYKe0-
HbIE 3alIMCKHA OTBEYATH
Ha ’KaJo00bI MOTpeOuTe-
JIen

OIIMOKH TIPH:
-OIpeIeJICHUH COCTaBa,
CTPYKTYPHI U COJIepKa-
HUS TOKYMEHTAIIUH,
o0ecrieunBaroIei opra-
HU3AIHIO MpoIecca cep-
BHUCA, BEIOUPATH PECYPChI
U CpeJICTBa
JIOKYMEHTO000pOTa;

- ONPENIeTICHUH BHJIOB
YIIPaBJICHYECKHUX JIOKY-
MEHTOB, HEOOXOJUMBIX
JUTST OTIMCAHUSI pa3iny-
HBIX YIIPABICHYCCKUX
JIEUCTBUI B pa3IUYHBIX
CUTYaIIHSX;

- COCTaBJICHUH U 0(hOpM-
JICHUU JICJIOBBIX TIHCEM,
JOKJIAIHBIX U CITYKeO-
HBIX 3alTMCOK OTBEYATH
Ha KaJI00BI MOTpedHTE-
Jen

-OIpeIeJICHNH COCTaBa,
CTPYKTYPBI U COZIEPKaHUS
JIOKyMEHTAIM1, o0ecreun-
BalOIIEN OPraHU3alIHIo
mpolecca cepBuca,
BBIOMPATH PECYpPCHI U
cpeacTna
JIOKYMEHTO000POTa;

- OIpeielIeHUH BUJIOB YII-
PaBJICHUECKHUX JTOKYMEH-
TOB, HEOOXOAUMBIX IS
OIMCAHMSA PA3JIMYHBIX YII-
paBJICHYECKUX JICVUCTBUI B
PA3JINYHBIX CUTYyalUAX;

- COCTaBJICHUH U 0(hOpM-
JICHUHU OCJIO0BBIX ITHMCEM,
JOKJIaTHBIX U CITYKEOHBIX
3aMMCOK OTBEYaTh Ha
JKao0bl MOTpeOUTENeH

-OIpe/IeJICHNH COCTaBa,
CTPYKTYPBI U COZIEP KaHUS
JIOKyMEHTAIM1, obecreun-
BalOIIEN OPraHu3alHIo
mpolecca cepBuca,
BBIOMPATH PECYpPCHI U
CpeacTBa
JIOKYMEHTOO000POTA;

- OIpeielIeHUH BUJIOB YII-
PaBICHUECKHUX JTIOKYMEH-
TOB, HEOOXOAUMBIX IS
OIMCAHMSA PA3JIMYHBIX YII-
paBJICHYECKUX JIEUCTBUI B
PA3JINYHBIX CUTYyalUAX;

- COCTaBJICHUH U 0(hOpM-
JICHUHU OCJIO0BBIX ITHNCEM,
JOKJIaTHBIX U CITYKEOHBIX
3aMMCcOK OTBEYATh Ha
JKao0bl MOTpeOUTENCH

CTPYKTYpPHBI U COJIepKaHUs
JTOKyMEHTAIMH1, 00ecTeun-
Balolllell OpraHu3aIiio
mpoliecca cepBuca,
BBIOMPATh PECYPCHI U
CpeacTBa
JIOKYMEHTO000pOTa;

- OIpeJIeIeHUH BUJIOB YII-
PaBJICHYECKUX TIOKYMEH-
TOB, HEOOXOAUMBIX IS
OIIMCAHMS PA3IIUYHBIX YII-
PaBJICHYECKHUX JIEUCTBUI B
PA3JIMIHBIX CUTYyAllUAX

- COCTaBJICHUH U 0(hOpM-
JICHUHU ACJTOBBIX ITHCEM,
JOKJIAJTHBIX U CITYXKEOHBIX
3aIllMCOK OTBEYATh Ha
XKaoObl MOTPEOUTENEH

HaBbiku:

- HaBBIKAMH Pa3pabOTKu
Habopa opraHU3aIuOH-
HO-IIPaBOBOM, pacIopsi-
TUTENBHOM, nHpOpMa-
LHUOHHO-CIIPABOYHOM,
MJIAHOBO-OTYETHOM JOKY-
MEHTAIINH,BBI00pa
PECYPCOB U CPENCTB
JOKYMEHTO000pOTa B
Ipolecce OpraHu3aluu
CEpPBHUCHOMN
JIESITEIbHOCTH;

He Bnaneet unu ne-
MOHCTPUPYET HU3KUHI
YpOBEHbB BJIaJICHUS:

- HaBBIKaMH pa3pabOTKu
Habopa opraHu3aIuoH-
HO-IIPaBOBOM, pacIopsi-
JTUTEIBHOM, HHpOpMa-
LHUOHHO-CIIPABOYHOM,
MJIAHOBO-OTYETHOM JOKY-
MEHTAIINH, BEIOOpA
PECYPCOB U CPENICTB
JOKYMEHTO000pOTa B
polecce OpraHu3aluu

JleMoHCTpHpYyET
YacTUYHbIE BIaJieHus 0e3
rpyOBIX OMMOOK

- HaBbIKaMH pa3pabOTKu
Habopa opraHU3aIMOHHO-
IIPaBOBOM, pacropsiau-
TeIbHOM, HH(POPMAITMOH-
HO-CIIPaBOYHOM, INIAHOBO-
OTYETHON JOKYMEHTAIUH,
BEIOOpa pecypcoB U
CPEICTB
JOKYMEHTO000pOTa B
polecce OpraHu3aluu

Biageer 0a30B5IMU
IPHEMaMH:

- pa3paboTku Habopa op-
raHU3aLHOHHO-TIPABOBOM,
pacnopsaauTeNbHON, NH-
(dbopMaImoOHHO-CTIPaBOY-
HOM, INIAHOBO-OTYETHOM
JIOKyMEHTAIUH, BBIOOpa
PECYPCOB U CPENICTB
JIOKYMEHTO00O0pOTa B
IpolLecce OpraHu3aluu
CEpPBHUCHOM JEATEIbHOCTH;
- CUCTEeMaTH3alluu JOKY-

JleMoHCTpUpYyET BlIaJICHUS
Ha BBICOKOM ypPOBHE:

- HaBBIKaMU pa3pabOoTKH
Habopa opraHu3aoHHO-
MPaBOBOM, pacmopsAUTeE-
JHOM, HH(OPMAITMOHHO-
CIIPABOYHOM, MJIAHOBO-
OTYETHON JOKYMEHTALIHH,
BBIOOpA PECYPCOB U
CPEICTB
JIOKYMEHTO000pOTa B
Mpoliecce OpraHu3aluu
CEpPBUCHOM NESATEILHOCTH;
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- HaBbIKAMU CUCTEMAaTHU-
3alluu JOKYMEHTALUH B
MPOIECCE CEPBUCHOM
ACATCIIBHOCTH, OpTaHn-
30BbIBaTh IOKYMEHTO-
00opoT

CEpPBHUCHOI
JACATCIIbHOCTH,

- HaBBIKAMU CUCTEMAaTHU-
3allu JOKYMEHTALNH B
MPOIECCE CEPBUCHOM
ACATCIIBHOCTH, OpTaHn-
30BBbIBaTh IOKYMEHTO-
000poT

CEpPBHUCHOM JESATEIBbHOCTH;
- HaBbIKaMU CUCTEMAaTHU3a-
N JOKYMEHTAIUU B MPO-
LIECCE CEPBUCHOM JIEATEIb-
HOCTH, OPTaHU30BbIBATh
JIOKYMEHTO000POT

MEHTAallUH B POLECCE CEp-
BHCHOM JEATEIBbHOCTH, Op-
TFaHU30BBIBATH IOKYMEHTO-
000poT

- HaBLIKAMHU CUCTEMAaTH3a-
LIUHA TOKYMEHTAIUH B IIPO-
1IECCE CEPBUCHOMU JIESITENb-
HOCTH, OpFaHI/I3OBbIBaTB
JTIOKYMEHTOO0OpPOT
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7.3. TunoBble KOHTPOJIbHBIE 3aJaHUS WJIH UHbIE MATEPUAJIbl, HE0OXOIUMbIE
JJIS1 OLleHKH 3HAHUI, YMEeHHN i, HABBIKOB U (MJIH) ONBITA 1eATeJIbHOCTH,
XapakTepu3yIMnX 3Tanbl ((OPMHUPOBAHUS KOMIIETEHIIMI B Npolecce

OCBOEHHSI 00pa30BaTEIbHOM MPOrPaMMBbI

T'OCYJIAPCTBEHHbBIA MIHCTUTYT SKOHOMUKU, ®PUHAHCOB, [TPABA U TEXHOJIOI M
Kadeapa ynpas/ienusi couuaaibHbIMH ¥ JKOHOMUYECKUMHU MPoLeccaMu
BWJIET K 3AYETY Ne 1

o mucrmminne «JI0KyMEHTO000POT B OPraHU3aIIUgX CEPBUCA»
2017-2018 yu.rog

Teopernueckne BOMPOCHI:

1. O6ocHOBaHME HEOOXOAUMOCTH O0YUYEHHS JOKYMEHTAIMOHHOMY 00€CIIeYeHUIO
¥ €r0 aBTOMAaTHU3aIuH;

2. JTokyMeHTO0O0pOT B opranu3anuu. Pabora ¢ BXoAAIMMH JOKYMEHTAMU;
[IpaKkTHKO-OPUEHTUPOBAHHOE 3a/IaHUE:

OdopmuTh IpUKa3 0 HA3HAYSHUH OTBETCTBEHHOTO 32 oOpalleHue ¢ 6aHKaMu
npeanpusatus B coorBerctBuu ¢ 'OCT P 6.30-2003

3as.kagedpori «YTpaBieHus COlUaTbLHBIMU
1 DKOHOMHUYECKHMH TPOIIECCAMU)» 1.3.H., ipod. 3aboposckas O.B.

(moamuce)

T'OCYJIAPCTBEHHbBIM MHCTUTYT SKOHOMUKU, ®DUHAHCOB, [TPABA U TEXHOJIOI M1
Kadeapa ynpas/ienusi couuaabHbIMM ¥ JKOHOMUYECKUMU NPoIecCaMu

BUJIET K 3AYETY Ne 2

o mucrmminne «JI0KyMEHTO000POT B OPraHU3aIIUuAX CEPBUCA»
2017-2018 yu.rox

Teopernyeckne BOIPOCHL:

1. Knaccudukatopsl TOKYMEHTOB;

2. ®OopMHUpPOBAaHHE U XPAHCHUE JIE;

IIpaKkTHKO-OpHEHTUPOBAHHOE 3aaHUE:

OdopMuUTh IPOTOKOJ 3aCeIaHUs FIKCIIEPTHON KOMUCCUH B COOTBETCTBHUU C
THIIOBOY HHCTPYKIMEN IO AEIIONPOU3BOJICTBY

3ae.xagheopoii «YnpaBieHHs COUATLHBIMU
1 DKOHOMHUYECKHMH TPOIIECCaAMU» 1.3.H., ipod. 3aboposckas O.B.

(moamuce)

T'OCYJIAPCTBEHHbBIM MHCTUTYT SKOHOMUKU, ®DUHAHCOB, [TPABA U TEXHOJIOI M
Kadeapa ynpas/ienusi couuajaibHbIMM ¥ JKOHOMUYECKUMU NPoIeccaMu

BUJIET K 3AYETY Ne 3

o mucrmminne «JI0KyMEHTO000POT B OPraHU3aIIUgX CEPBUCA»
2017-2018 yu.rox

Teopernyeckne BOIPOCHIL:

1. PernamenTanus Ae0npou3BOACTBA;

2. llpesenranus. Ee ynkius u HaznaueHue. OCHOBHBIE 3JIEMEHTHI;
[IpakTUKO-OpUEHTUPOBAHHOE 3aaHUE:

CocTaBUThH CIYKEOHYIO 3aMCKY Ha TOOIMIPEHUE COTPYAHHUKA, IIEPEBHIMOIHUBIIETO

IJIAHOBBIC I10KA3aTCIN
3as.kagedpori «YTpaBieHus: CONUaTHLHBIMU
1 DKOHOMHUYECKHMH TPOIIECCaAMU» 1.3.H., ipod. 3aboposckas O.B.

(moamuce)




7.4. MeToauuecKue MaTepuaJbl, onpeaeasome Npoueaypbl OeHMBAHUS
3HAHUM, YMEHUI, HABBIKOB WJIH ONBITA IeATEIbHOCTH, XapAKTePU3yOIIHe
Tanbl GOPMUPOBAHMSA KOMIIETEHIIMI

B TUDDIIT pans oueHkW 3HAHUW, YMEHUW, HABBIKOB M (WJIM) OIIbITa
NEeSATEIbHOCTH HUCIONb3yeTcsl OalibHO-pedTuHTrOBas cucrema. Ilog OamibHO-
PEUTHHTOBOM CHCTEMON MOHUMAETCSI CUCTEMA KOJIMYECTBEHHOW OLIEHKM KaueCTBa
ocsoenuss OIl BO. Ilpu s3TOM wH3ydaemas AUCHUIUIMHA JACIATCA Ha Psij
CaMOCTOSITENIbHBIX, JIOTMYECKH 3aBEPIICHHBIX pa3leyoB  (Monyne) i
IIPOBEJICHUSI 10 HUM KOHTPOJIBHBIX MEPOIIPUATHUI.

Texymmii KOHTPOJL TPEACTABISIET COO0M MPOBEPKY YCBOEHUS Y4EOHOTO
MaTepuajia  TEOPETUYECKOIO0 M MPAKTHYECKOTO  XapakKTepa,  PEryJyspHO
OCYLIECTBISIEMYI0 Ha MPOTSLKEHHHM ceMecTpa. K JocTomHCTBaM JaHHOrO TuUIa
OTHOCUTCSI €ro CHCTEMATHYHOCTb, HEMOCPEICTBEHHO KOPPEIHUPYIOWIAsICA C
TpeOOBaHKEM MOCTOSIHHOI'O U HETPEPHIBHOIO MOHUTOPUHTA KauyecTBa 0Oy4YeHus, a
TaKke BO3MO>KHOCTb OAJITbHO-PEUTUHTOBOM OLICHKH YCIIEBAEMOCTH
oOyyaronuxcs. K ocHOBHbIM popMaM TeKyIero KOHTPOJs (TEKyIleil aTTecTalumn)
MO>KHO OTHECTH YCTHBIH OIPOC, MUCbMEHHbBIE 3a/1aHUsI, KOHTPOJIbHbIE PAOOTHI.

[IpoMexyTouHass arrectanus, Kak MpPaBUIO, OCYLIECTBIIIETCS B KOHLE
CEMECTPAa U MOXKET 3aBEpLIaTh M3YYEHHUE KAK OTIEIbHOW AUCUUILIIMHBI, TAK U €€
pasnena (pa3nenoB) /Momyns (Moxyneit). [IpomexxyTouHas arrectanys MOMOTaeT
OLIEHUTH 00Jiee KPYITHbIE COBOKYITHOCTH 3HAHUI U YMEHUI, B HEKOTOPBIX CIy4asx
— naxe (QOpMHUPOBAHUE OIPEACTICHHBIX NPOPECCHOHANBHBIX KOMIIETEHITHH.
OcHoBHble ¢opMbl: 3aueT (AuddepeHurpoBaHHbIi). Tekymuii KOHTPOJb H
IPOMEKYTOUHAs aTTecTauys TPAAULUMOHHO CIYKaT OCHOBHBIM CpPEICTBOM
oOecrnieueHus B yueOHOM Mpolecce «00paTHON CBS3M» MEX]y MpEenojaBaTeieM U
oOyyJaroumcsi, HEOOXOUMOM JIsl CTUMYJIMPOBAaHUS PAOOThl OOyYaroOUIUXCs U
COBEPILIEHCTBOBAHUS METOJIMKH MPENoAaBaHusl yUeOHbIX TUCHUTLINH.

[To pe3ynbTaTaM MPOMEXKYTOUHOW ATTECTALMU CTYJECHTY 3aCUHMTHIBAETCS
TPYNOEMKOCTh  JUCLHMIUIMHBI B 3aU€THBIX  €JUHULAX,  BBICTABISAETCS
muddepeHipoBaHHas  OIlEHKa B OPUHATOM  By3e  cucremMe  Oajios,
XapaKkTepu3yrnias Ka4eCTBO OCBOCHHS CTyJICHTOM 3HaHUW, YMEHHI U HaBBIKOB I10
ATON JAUCIUIIJINHE.

YPOBHU OCBOEHMUS JTUCIHHUTIJIMHbI

MuHUManbHbBIN OCHOBHOI1 IIpoaBuHyTHIN
bannw 55-69 70-84 85-100
Ouyenka 3 4 5

3aureHO0 ¢ oOmeHkon S5 («oram4Ho», 85-100 OaasioB) cTaBUTCH

00y4arIMMCs, KOTOPBIE IIPU OTBETE:

— 00HApY>KMBAIOT BCECTOPOHHEE CHCTEMAaTH4YeCKoe U TJIyOOKoe 3HaHue
pOrpaMMHOT0 MaTepuana;

— JIEMOHCTPUPYIOT 3HAHHWE COBPEMEHHOM yueOHON U HAYyYHOU JIUTEPATYpHI;

— CIIOCOOHBI ~ TBOPYECKHM TMPHUMEHSITh 3HAHWE TEOPUH K  PEHICHUIO
poeCCHOHANTBHBIX 3a/1a4;

- BJIAJICIOT ITIOHSITUHNHBIM arrapaToMm;
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— JEMOHCTPHUPYIOT CIHOCOOHOCTh K QHAIM3y W COIMOCTABJICHHUIO PA3TUYHBIX
MOJXOJI0B K PEIICHUIO 3asIBJIECHHON B OUJieTe Mpo0JIeMaTHKH;

— MOATBEPKAAIOT TEOPETUUECKHUE TTOCTYJIAThl TPUMEPAMU U3 TTPAKTHUKHU.
3auteHo ¢ oneHkoi 4 («xopouo», 70-84 6ajia) cTaBUTCA 00y4JarONTUMCH,

KOTOPBIE MPU OTBETE:

— 00HapyXKHMBAIOT TBEPAOE 3HAHUE TIPOTPAMMHOTO MaTepUaa;

— YCBOWJIM OCHOBHYIO M Han0oJiee 3HAUUMYIO JIOMOJTHUTEIBHYIO JTUTEPATYPY;

— CIIOCOOHBI ~ MPUMEHSATH  3HAHWE  TEOPUHU K  pEIICHHUI0  3ajad
PO ECCUOHAIEHOTO XapaKTePa;

— JIOMYCKAIOT OT/EJIbHBIEC MOTPEITHOCTH M HETOUHOCTH MPU OTBETE.
3a4yTeHO C ONEHKOW 3 («yIOBJIETBOPHUTEJIbHO», 55-69 (aJy10B) cTaBUTCS

00ydJaronmmMcs, KOTOpPhIE PU OTBETE:

— B OCHOBHOM 3HAIOT MPOTPaMMHBIN MaTepuaia B 00bEéMe, HEOOXOAUMOM JIJIst
npeacTosiei padboTel o npodeccuu;

— B 11€JIOM YCBOWJIM OCHOBHYIO JIUTEPATYPY;

— JOMYCKAIOT OT/IEJIbHBIEC MOTPEITHOCTH B OTBETE HA BOMPOCHI.
3a4TeHO C OLEHKOW 2 («HeyI0BJIeTBOPUTEJbHO», 0-54 Oassa) craBUTCSA

00y4aroIMMCcs, KOTOPBIE TIPU OTBETE:

— 0OHApY>KMBAIOT  3HAYUTEIbHbIE TIPOOENbl B  3HAHUSAX  OCHOBHOTO
IpOrpaMMHOT0 MaTepuana;

— JOTYCKAIOT MPUHIIUITHATBHBIC OITMOKN B OTBETE Ha BOIPOCHI;

— JEMOHCTPUPYIOT HE3HAHWE TEOpPHUH U TPAKTUKH TPodecCHOHATEHON
eI TEILHOCTH.
OcHoBaHuEM JIJIs1 HeIOMYyCKA K 3a4eTy SBJSETCS TO, YTO OOyYarolIuiics BO

BpeMsI ceMecTpa He HaOpasl YCTaHOBJICHHOTO MUHUMYyMa 0ajuioB — 55 0aJljioB.

8. IlepeyeHb OCHOBHOI U IONOJHUTEILHOU YU4eOHOM JIUTEPATYPbI,
HEe00X0AMMOIi J1JI1 OCBOCHUS TUCUHMILIMHBI (MOTYJIs)

a) rocy1apcTBeHHbIE CTAHAAPTHI
1) TOCT P51141-98 «J/lenonpous3BOACTBO U apXUBHOE Jies0. TepMuHBI U

OTIpe/IeICHUs»
2) TOCT P 6.30-2003 «YHupuuupoBaHHbIE CHCTEMBI JTOKYMEHTAlWU.
YHudpuuupoBaHHas  CHCTeMa  OpPraHU3AallMOHHO -  PacHoOpsSAMTEIbHOU

nokyMeHTanuu. TpeboBaHus K 0(pOPMIICHUIO TOKYMEHTOB)

3) TOCT P 7.0.97-2016 «Cucrema craHaapToB 1o uH(pOpPMAaIUH,
OUOIMOTEUHOMY M H3JaTeNbCKOMy neny. OpraHu3alMOHHO-PACIOPSAUTEIbHAS
nokyMmeHTarus. TpeboBaHus K 0OPMIICHHIO TOKYMEHTOBY

0) OCHOBHAsI JIUTEpPaTypa:

1) beikoBa T. A. JlokyMeHTallMOHHOE OOECICUYCHHUE YIpPaBICHUS
(menompoun3BoicTBO): YueO. moc. / T.A.bbikoBa u ap. - 2 u3., nepepad. u JIoI1. -
M.: HUI] Nudpa-M, 2013 - 304c.
http://znanium.com/bookread2.php?book=390575
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2) JoxymeHTarmoHHOE OOECTICUeHHE YIpaBJICHHUS TEpCOHAIoOM: YueOHOe
nocooue/bynar P. E. - M.:. HUIl HNH®D®PA-M, 2015. - 234 c.
http://znanium.com/bookread2.php?book=488066

3) JloxymeHTanmoHHOE 00eCTieYeHre YIPABICHHSI B COIMABHO-KYITYPHOM
cepBuce u Typusme: YdeOHoe mocobue / I'ymuna M. A., 3aiineBa H. A. - M.:
Anbda-M, HUIL] NHO®OPA-M, 2015. - 240 C.
http://znanium.com/bookread2.php?book=489737

B) JIONOJIHUTEJILHAS JINTEpPaTypa:

1) UYepnoa C. TI. JlokyMeHTalMOHHOE OOecleyeHHe YyMIpaBICHUS
[DnexTponHBI pecypc] : yued. mocobue / HoBocub. Toc. arpap. yH-T, DKOH. ¢ax.;
coct. C.I' YepnoBa. — HoBocubupck: 3omotoii komoc, 2014. - 106 c.
http://znanium.com/bookread2.php?book=516760

2) JlokyMeHTallMOHHOE OOecCleueHUe YINpaBieHus: YueOHoe Tmocooue/
Imagmit E.B. - M.: HUI[ PUOP, HUIL][ HMHDPA-M, 2016. - 249 c.
http://znanium.com/bookread2.php?book=304633

9. IlepevyeHnb pecypcoB HHPOPMAIMOHHO-TEJICEKOMMYHUKALIMOHHOH CETH
«/HTEepHeT», HeOOXOAUMBIX VISl OCBOCHM S JUCHMILUIUHBI (MOLYJIS)

1) Bcé o nenonpousBojcte http://delo-ved.ru/

2) Jenompow3BOACTBO W JOKYMEHTOOOOPOT  HA  MPEANPUSTHH.
http://www.delo-press.ru/journals.php?page=documents

3) KagpoBoe  Aenompou3BOACTBO W TpyaoBoe  mpaBo.  http://hr-
portal.ru/rubric/kdp

4) ®enepanbHblii TOpTan «OKOHOMHUKA. Couuonorus. MeHEIKMEHT.
http://ecsocman.edu.ru

5) OnextponnHas 6ubiamorexka HR-crienmanuctos. http:/www.hrm.ru/

10. MeToauveckue yKazaHus 1Jsl 00y4aOIUXCHA M0 OCBOCHHUIO TUCIMILIMHBI
(MoayJist)

CaMocTosTenbHAas MOATOTOBKA O0YYaIOLUXCs IPOBOANUTCS ISl yTIIyOneH s
U 3aKpEIUICHMs] 3HAHUM, MOJYYEHHBIX Ha JIEKIMSIX U IPYIMX BHJAX 3aHATUH, 1JIs
BbIPA0OTKH HaBBIKOB CaMOCTOSITEJIbBHOTO NPUMEHEHHS HOBBIX, JTOMOJHUTEIbHBIX
3HaHUN U TIOJTOTOBKHU K MPEJICTOSIINM y4eOHBIM 3aHATHUSM, 3a4ETY.

BaxxHbIM  yCIIOBUEM  YCHEIIHOIO W3YYEHUs JUCUUIUIMHBI  SIBIIAETCS
nocemienue aexkuuid. [lox mocemennem noapazymeBaercs He (popma MacCUBHOIO
IPUCYTCTBUS, @ aKTUBHAs paboTa Mo u3y4yeHuto HoBoro marepuana. [loaroroska k
JICKIIMOHHBIM 3aHSATUSM BKIIOYAeT B ceOs aHalIM3 MpeiaracMbIX A U3yYeHUs
BOMNPOCOB, M3yYE€HUE HOPMATUBHBIX MCTOYHHKOB M Y4YeOHOW U Hay4dHOH
JUTEpaTypel IO paccMaTpuBaeMbIM BOIIpocaM JIEKIMHM. B mpouecce nekuuu
oOydarolmuics MOXET 3aJaBaTb  YTOUHSIOIIME  BOIPOCHL,  OCYLIECTBUTH
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B3aMMOCBSI3b HOBOT'O Marepuajga € YK€ H3YyYEHHBIM, IMOATOTOBUTH 0azy IS
3((EKTUBHOIO MCIIONb30BAHUS IOJIYYEHHBIX 3HAHUM, OOJErYyuTh MOATOTOBKY K
IPAKTUYECKOMY 3aHATHIO. O(P(QEKTUBHBIM CIOCOOOM (HUKCAUMU JIEKIUOHHOTO
MaTepuaia SBISIETCS KOHCIIEKTHUPOBAHME, IPEICTaBIAIOLIEE COOOM HE TOJBKO
(uKcalui0 BaKHEHIIMX MOMEHTOB JIEKIUH, HO U YKa3aHUE NPUMEPOB IS
NOHMMAHHUS TOTO UJIM MHOT'O TEOPETUYECKOI0 MaTepuaa.

[Ipy mOArOoTOBKE K MPAKTHMUECKOMY 3aHATHUIO HEOOXOAUMO HCIOJIb30BaTh
KOHCIIEKTUPOBAHHBIE MaTE€pUaNbl JEKIUi, Y4EeOHYI0 M HAy4dHYIO JIUTEparypy.
[TonroroBka OTBETOB MO BBIHOCUMBIM Ha OOCYXICHHE BOMPOCAM MPAKTHUYECKOTO
3aHATUS BKJIIOYAET B ceOsl HE TOJIBKO MPOYTEHHE MaTepHalia, HO M €ro aHaliu3 U
KPUTHYECKYIO OIeHKy. OOyuatoniemycs CJeayeT BBIIBUTh MaJjOU3ydeHHbIE
aCIEKThl PACCMATPUBAEMBIX BONPOCOB, NPOSABUTh MHULMATUBY IPH MOATOTOBKE K
PaKTUYECKOMY 3aHATHUIO.

IIpy moAroToBKE K MPAKTUYECKUM 3aHATUSAMU U 3a4€Ty PEKOMEHAYETCS
CUCTEMATU3UPOBATh 3HAHUS, M300pakas MX B TaOJIMYHOM, IpaUueckoM WU
CXEMAaTUYHOM BHJE. DTO MO3BOJIUT YCTAHOBUTH B3aUMOCBSI3b N3Y4aE€MBbIX SIBICHUH,
YIOPOCTUT 3aJady 3allOMMHAHMUS MaTepuasa, OOJErdyuT MpoLecC MPAKTUYECKOIO
IPUMEHEHHUS NIOJIyYEHHBIX 3HaHUH.

3ajaueil  NPAKTUYECKUX  3aHATUN  sBIETCS  BbIPA0OTKA  YMEHMS
UCIIOJIb30BaTh TEOPETUYECKUE 3HAHMSI, NPOSBUTh HAIWYME IPAKTUUECKUX
HaBbIKOB. Ilpy  moOAroToBKE K  MPAKTUYECKOMY  3aHATHIO  CIEAYeT
3a0J1arTOBPEMEHHOTO 00€CTIeUNTh HAJINYhe HEOOXOAMMO ISl JTaHHOTO 3aHSITHS
MaTepHuaia, CaMOCTOSITEIbHO TOBTOPUThH PAHEE N3YUECHHBIE TEMBI.

JUIss  yCHemrtHoro OCBOEHUS JUCLUIUIMHBI BaXHBIM SIBJISIETCS. YMEHHE
paboTaTh ¢ TepMUHAMH U HX omnpeaeneHusMHU. g paOoTbl ¢ TEPMUHOIOTHEN
3¢ (EKTUBHBIM SIBIISIETCS MCIOJB30BaHME KAaK yu4eOHOW M HAay4dHOH JMTEpaTypHhl,
TaK U IOPUINYECKUX U (PUITOCOPCKUX CIIOBApPEH.

Pabora ¢ TepMHHaMu MOYET OCYILECTBIATHCS KaK B (pOpME COCTABIICHMUS
COOCTBEHHBIX TEMAaTUYECKUX CIIOBAapUKOB s YAOOCTBA M CKOpPOCTU IIOMCKa
HeoOxoaumoro TepMuHa. C  3TOM 10 HEOOXOAMMO KaXKIblii HOBBIN
BCTPEUAIOLIUIICS TEPMUH 3aIllUChIBaTh U BO BPEMS MOJITOTOBKU K CEMHHAPCKUM U
IPAKTUYECKUM 3aHSATHUAM YKa3blBaTh COOTBETCTBYIOIEE omnpezeneHue. B cimyuae
BO3HUKHOBEHUS CJIO)KHOCTH BbIOOpA OIpEAENCHUs] U3 HMEIOLIErocss o0beMa B
paMKax Hay4yHOTO 3HAHHS HEOOXOIMMO 3a/JaBaThb BONPOCHI MPEMOAABATENIO0 B
paMKax JEKUMOHHBIX U IPAKTUYECKUX 3aHATHM.

[Ipy 1OAroTOBKE K NIPOMEKYTOUYHOMY WJIM HMTOTOBOMY TECTHPOBAHUIO
HEOOXOJMMO H3YyUUTh TEOPETUYECKUN W TMPAKTUYECKUN Marepuai. TecToBbie
3a/laHus (C IEpPEeYHEM BO3MOXKHBIX BAPUAHTOB OTBETOB, CPEAU KOTOPBIX XOTs ObI
OJIMH OTBET SIBJISIETCS HEBEPHBIM) O00ECIEUYUBAIOT CTPYKTYPHOCTH MBIILICHUS,
BBIHY/ICHHOTO BBIOpaTh U3 MPEMJIOKEHHBIX BAPUAHTOB OTBET BCE NPaBUIIbHBIE
BapuaHThl. TecToBble 3aJaHUsl HAa YCTAHOBJIEHMSI COOTBETCTBHUS IO/Pa3yMEBAIOT
HEOOXOJMMOCTh MPOSBIEHUS HE TOJIBKO 3HAHMs Y4eOHOro Marepuana, HO U
YMEHMsI TPUMEHATh MpaBuia (OpMaJIbHON JIOTWKH. TecToBblE 3aJaHMs Ha
yHOPSA0YEHHE HANPABJIEHbl HA YCTAHOBJIEHUE JIOTMUECKOM I1OCIIEI0BATENLHOCTH
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paccMaTpUBAaEMBbIX SBJICHHIN (BPEMEHHM CYLIECTBOBAaHHUS SIBICHHI, paclONOKEHUS
CTPYKTYPHBIX 3JIEMEHTOB IIPABOBBIX JIOKYMEHTOB U T.I1.).

O¢dPexTUBHBIM CcHOCOOOM JJIs MOATOTOBKHM K TECTUPOBAHUIO SIBISETCS
paboTta 00ydarolerocss MO PELIEHUI0 TECTOBBIX 3aJaHUN, MPEAOCTABICHHBIX AJIs
CaMOCTOSITENIbHON paboThl. Takke HpH IMOATOTOBKE K Takol (popme KOHTPOJs
3HAHWUW, KaK PELIEHUE TECTOBBIX 3aJaHUM, CIEIYyET CAMOCTOSITEIBHO MOIBITATHCS
npopadoTaTh paccMaTpuBaeMble B JUCLUIUIMHE BOMPOCH! B (POPME COCTABIICHUS
TECTOBBIX 3a/IaHUM.

[Ipy moAroToBke K 3adeTry cleAyeT HMMETb B BHUIY, YTO OH SBIIAETCS
UTOTOBON (POPMOM KOHTPOJISI MO M3YUCHHIO JAHHOW y4eOHON NUCHUIUIMHBL. 3adeT
MOJAPAa3yMEBAET  MAKCHUMaJIbHYK)  KOHILIEHTPAUMIO  3HAHMM W YMEHU,
IPEANOJIAraloiX MOJIHOE U3YUEHUE MaTeprUalia JUCIUIUINHBIL.

3ader mpoBoauTCs B (GOpME YCTHOTO COOECeNOBaHWS ¥ BBITIOJHCHUS
NUCBbMEHHOTO 3aJIaHus, JIN0O TeCTa.

Pemenne mnpenonaBarenss 00 UWTOrOBOWM OLEHKE MPUHUMAETCA 10
pe3ysibTaTaM YCTHOTO OTBETa M BBIIOJHEHHOTO IHCBMEHHOTO (TECTOBOIO)
3aJlaHus, B 3aBUCUMOCTH OT ILIKaJIbl OLIEHKH.

WuTepakTuBHble  (QOpPMBI  MPOBENEHUS  3aHATHUM 1O  JUCLMILIMHE
«/lokymenmoobopom 6 opzanuzayusx cepeuca» BKIIOYAIOT B Ce0s CIEAYIOLIUE
BUJIBI 3aHSTHU:

- WHTEpPaKTUBHBIC JIEKLUU, MPEANOJaraloT HCIOJIb30BAHHE METOMA
npo6sieMHOro u3noXkeHus. [Ipyu TakoM mojaxoje JEeKIUs CTAHOBUTCS MOXO0XKEW Ha
JMaJIor, MPENoJaBaHUEe UMUTUPYET HMCCIEI0BATEIbCKANA MpOUECC (BBIABUTAIOTCS
NEPBOHAYAJIBHO HECKOJIBKO KJIFOUEBBIX MOCTYJIATOB IO TEME JIEKLUH, U3JI0KEHUE
BBICTPAUBACTCSl 1O MPUHIUIY CaMOCTOSITENIBHOTO aHaimu3a ©  00001eHus
CTyJEHTaMH Y4YeOHOro marepuana). JTa METOAWKa IO3BOJSET 3aWHTEPECOBATH
CTYJI€HTa, BOBJIE€UYb €r0 B Npouecc o0yueHus. [IporuBopeurss Hay4yHOTO MO3HAHUS
PacKpbIBAIOTCSI MOCPEICTBOM IOCTAHOBKM IIpoOJieMbl. YueOHas mpoOiema u
npoOJieMHasi CUTyalMsl SIBJSIOTCS OCHOBHBIMU CTPYKTYPHBIMH KOMIIOHEHTaMU
npobsieMHoro odyuyenus. Ilepen HagamoMm H3ydeHMs] ONpPENEICHHOM TEMBbI Kypca
CTaBUTCSl Iepel CTyAEHTaMU MNpOOJEMHBIH BONPOC WIM JaeTcsi NpoOJIeMHOE
3amanue. CTUMyIUpys paspeuieHue MpoOJieMbl, MpenojaBareib CHUMAET
IPOTUBOPEUMS MEXKTY UMEIOLIUMCS €€ IIOHUMaHUEM U TpeOyeMbIMHU OT CTYACHTA
3HaHUSAMU. D(DPEKTUBHOCTH TAKOTO METOAA B TOM, YTO OTHEIbHBIC MPOOIEMBI
MOTYT MOJHUMATHCS CaMHMH CTyAeHTamH. [J1aBHBIA ycrnex JaHHOrO METOJa B
TOM, YTO TMpernojaBaTellb 0OMBAEeTCA OT ayAUTOPUU «CAMOCTOSTEIHHOTO
pellieHus» TOCTaBIeHHOW mpobaembl. Opranuzanus NpoOIeMHOTO OOydeHus
NOPEJCTaBISIeTCST JIOCTAaTOYHO CJIOXKHOM, TpeOyeT 3HAYMTENbHOM MOArOTOBKU
aexktopa. OJHAKO Ha Ha4aJIbHOM 3Talle UCIOJIb30BAHUS ATOTO METOJA €r0 MOXKHO
BHEPATH B CTPYKTYPY I'OTOBBIX, paHee pa3paOOTaHHbBIX JIEKIHUH, MPAKTUYECKUX
3aHATUN KaK JIONIOJHEHHE.

- TpYHNNOBBIE JUCKYCCUM, NPUMEHSAIOTCS Ui OOECHEYEHUs HaBBIKOB
KOMaH/JHON pabOThl U MEXJIMYHOCTHON KOMMYHUKALMU U NPEACTABIAIOT COOOM
OLICHOYHOE CpEACTBO, IO3BOJSIOLIEE BKIIOYUTH OOYyYaloLUXCsl B IPOLECC
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0OCYXICHHS TPEICTABICHHOW TEMbI, MPOOJEMBI ¥ OIEHUTh HUX YyMEHUE
apryMEHTUPOBAaTh COOCTBEHHYIO TOUYKYy 3peHHus. Kpome Toro, B Xoje 3aHSITHI
MPOBOJISATCS KPYTJIbIE CTOJIBI 10 33JaHHBIM TEMaTHKaM.

Pekomenayercs  mpu  MOATOTOBKE  HMCIIOJIB30BaTh  JJIEKTPOHHBIE
OMOTMOTEUHbIE CUCTEMBI, a TAKXKE CIIEUATN3UPOBAaHHBIE CaliThI ceTH Internet.

11. ITepeyenb nHGOPMAITUOHHBIX TEXHOJIOT Ui, HCIIOJIb3yEeMbIX NPH
OCYIIECTBJIEHHMH 00PAa30BaTEJIbHOI0 NMPOLECCA MO AUCHHUILINHE (MOTYJII0),
BKJIIOYasl MepeYyeHb MPOrpPaMMHOro obecrevyeHus 1 HHPOPMATMOHHBIX
CIIPABOYHBIX CHCTEM
[IporpammHOe oOecrieyeHue:
1. Omepanumonnas cucrema (Microsoft Windows IIponpuemapnas);
2. Tlaker oducHbix mporpamm (Microsoft Office Ilponpuemapnas);,
3. Web-06payzep (Mozilla Firefox GNU Lesser General Public License);
HNubopmannoHHbIE CIIPABOYHBIE CUCTEMBI:
1) AprtomaTuzupoBaHHas HWHQOpMaIMOHHAs OWOJMOTEUHAss CHUCTEMa

Marc21SQL;
2) CnpaBouHo-nipaBoBas cucteMa «Koncynprant [Ltrocy

12. MarepuajibHO-TeXHHUYECKas 0a3a, HeoOXoauMast ISl OCylIeCTBJICHUSA
00pa30BaTeJIbHOIO NMPOoLecca Mo IMCHUIVIMHE (MOYJII0)

Ne
u/n HaunmenoBanue KoimnuecTBo
1. | Cneunayn3upoBaHHbBIC ayJUTOPHHU:

VYuebHas ayauTopus sl MPOBEACHUS 3aHATUNA CEMHUHApPCKOTO | 1
TUIIA, KYPCOBOTO MPOCKTUPOBAHUS (BBITIOJHEHUS KYPCOBBIX
paboT), TPYNIOBBIX ¥ WHIWBUIYAIbHBIX KOHCYJIbTAIIHUH,
TEKYIIeT0 KOHTPOJS ¥ TMPOMEKYTOYHOW aTrTectauuud /
KOMIBIOTEPHBIA KJIacc / MOMEIIEHHE ISl CaMOCTOSTEIbHON
pabotel Ne 43 (yi. Pommnckas, 5)

2. | Texnuueckue cpeacTna 06ydeHus:
KOMIBIOTEP ¢ MpOorpaMMHBIM obecrieueHrem Ne 43 117
3. | CrermanusupoBaHHbIe ayAHTOPUN:

VYuebHas ayauTopus 711 IPOBEICHUS 3aHATUH JCKIIMOHHOTO
THUIIA, 3aHATUN CEMUHAPCKOTO TUIA, TPYIIIOBBIX U

WHJIMBUAYAJIbHBIX KOHCYJIbTALUM, TEKYIIETO0 KOHTPOJIS U 1
npomexyTouHoi arrectariuu Ne 39 (yi. PoruHckas, 5)

4. | Texumueckne cpecTBa OOYUCHHUS:

9KpaH HacTeHHbI Ne 39

MyJIbTUMEIUUHBINA TpoekTop Ne 39

KOMITBIOTED € MPpOrpaMMHBIM obecrieueHrneM Ne 39
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