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1. lTosicHUTEIbHAA 3aANMUCKA

Kypc «Joxymenmoobopom 6 opeanuzayusx cepeuca» 3aHUMAET Ba)XKHOE
MECTO Mpu MOAroToBke OakamaBpoB mo HampaieHuo 43.03.01 «Cepsucy.
VYnpasnenue npeanpustaeM (opraHu3amueii), OKa3bIBaOIIUM yCIYTH, HEU30eKHC
TpeOyeT CO3/[aHKsl MHOTHMX BHJIOB JIOKYMEHTOB, 0€3 KOTOPBIX HEBO3MOKHBI
pelieHne OCHOBHBIX IPOM3BOJACTBEHHBIX 3a7ay, IUIAHUPOBAHHUE EATEINBHOCTH,
¢buHaHCHpOBaHUE, OYXTAITEPCKUI YU€T U OTYETHOCTH, ONEPATUBHOE YIIPABIICHUE,
KaJ[poBo€ oOecreyeHue NeATeIbHOCTH U T.I. JIOKyMEHTBI SIBJSIOTCS OCHOBHBIM
JI0Ka3aTeNbCTBOM COBEPIICHUS TOTO0 WJIM HHOTO (pakTa MPOU3BOJACTBEHHO-
XO34MCTBEHHON AEATEIBbHOCTH npeanpusatusa. OpraHusanus JOKYMEHTAHOHHOIO
oOecrieueHusi ymnpasieHUs B cepe cepBHca MMEET HEKOTOpPble OCOOEHHOCTH,
CBS3aHHBIE C KOHKPETHBIMU MPOLIEAypaMU pead3alui TPeOOBaHUM W HOPM,
ONPENIEIICHHBIX 3aKOHOIATEIHCTBOM.

[lenpt0 OCBOEHUSI NUCHMIUIMHBI «/[OKYyMeHmoobopom 6 OpeaHu3ayusx
cepsuca»  ABISETCA  W3Y4EHHUE  CHCTEM  JIOKYMEHTAllMH,  OpraHU3aluu
JTOKYMEHTUPOBaHUS 51 JIETIONPOU3BOCTBA, COCTaBJIIFOLIUX OCHOBY
MH(GOPMAILMOHHBIX MPOIIECCOB B CEPBHUCE, COBOKYMHOCTh KOTOPBIX 00€CIeUnBaeT
OpraHU3aLHMIo IIPOLIECC CEPBUCA.

3agauu TUCIUIIINHBI:

* O3HAKOMJICHHE CTYJEHTOB C 3aKOHOJATEeIbHONM M HOPMAaTUBHOW 0a30if,
METOJMYECKIUMH pa3pad0OTKaMU U OCHOBHOW HAy4YHOM JIUTEPATypOH 1O KypCy;

* W3y4YCHHE TMPAKTUKH OPTaHM3alUU JIOKYMEHTAllMOHHOTO OOECIeYCHHs
YIPaBJIEHUs Ha IPEANPUITUAX, OPraHU3aUAX U YUPEKICHUAX CEPBUCA.

2. IllepevyeHb NJIaHUPYEMBbIX Pe3yJIbTATOB 00y4eHUsI MO TUCIUILIHHE,
COOTHECEHHBIX C IVIAHUPYEMbIMH Pe3yJIbTATAMHU 0CBOCHHUSI 00pa30oBaTe1bHOH
NMPOrpaMMBbl

Huciunnuna «/Jokymenmoobopom 6 opeanusayusax cepeuca» y4acTBYET B
(OpMHUPOBAHUY CIICAYIOIIEH KOMIETCHIINN (CIICTYIONUX KOMITCTCHITUH):

OIIK-3 - 3HAHUS: OCHOBBI JIOKYMEHTAJILHOTO OOECIIeUeHHsI OpraHu3aIluu IMpoiiecca
TOTOBHOCTb CepBHCa;  COCTaB  OPraHU3aLMOHHO-TIPABOBOW,  PAaCIOPAIMTEINBHOM,
OpraHu30BaTh WH(POPMAITMOHHO-CIIPABOYHOM, MJIAHOBO-OTYETHOM JIOKYMEHTAIIUH,

mpoliecc cepBuca, | mpaBuja e€ cocTaBieHHS M O(OpMIIEHUS; MpaBUiIa JTOKyMEHTOOOOPOTa.
IIPOBOJUTH BEIOOP | Pecypcsl, cpencTBa u npaBuia JOKYMEHTOOO0POTa B CEpPBUCE
peECypCcoB U YMEHHSI: OIIPENIENSTh COCTaB, CTPYKTYPY M COAECPKAHUE TOKYMEHTAIMH,

CPeICTB ¢ yderom | OOCCIEYNBAIONICH OPraHM3aIHIO POLIECCa CEPBHCA, BBIOMPATh PECYpCHI 1
CpeICTBa TI0KYMEHTO000pPOTa,;

OMPCACIIATE BUABI YIPABJICHUYCCKHUX JOKYMCHTOB, HCOGXOI[I/IMBIX JJIs
OIMMUCAHUA  Pa3JIMYHBIX YIPaBJICHYCCKUX JIeVCTBUM B Pa3IMYHBIX

TpeOoBaHMi
noTpeduTens
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CI/ITyaL[I/IHX; COCTaBJIATh U O(I)OpMJI?ITI: ACJIOBBIE IIHCbMa, AOKJIAAHBIC H
CITyKeOHBIC 3aITUCKH OTBEUYATh Ha KAJI00BI MOTpeOUuTenei

HABBIKH: pa3paboTku Habopa OpraHu3aIMOHHO-TIPAaBOBOH,
pacropsIuTeabHOH, WHGOPMAIIMOHHO-CIIPABOYHOM, IUIAHOBO-OTYETHOU
JOKYMEHTAI[NH, BBIOOpa PECYPCOB U CPEICTB JOKYMEHTOOOOpOTa B
mporiecce  OpraHu3allid — CEPBUCHOM  NIESATEIBHOCTH;  HaBBIKAMHU
CUCTCMATHU3aAllU JOKYMCHTAUMHU B IPOLCCCC CepBHCHOﬁ ACATCIIBHOCTH,
OpPraHU30BBIBATH JIOKYMEHTOOOOPOT

3. MecTo IMCUMILINHBI B CTPYKTYpe 00pa3oBaTeibHOM NPOrpaMmbl

Hucrunmaa  b1.5.18  «/Jokymenmoobopom 6 opeanuzayusx cepeuca»
SBJIICTCS] JUCHUIUIMHONW 0a30BOM 4acTH y4eOHOTO IMJiaHa MOJTOTOBKH CTYIEHTOB
no Hanpasyenuto 43.03.01 Cepsuc.

[udp [IpenmecTByronime QUCHUIIIIMHBL [Tocnenyromuye TUCHUIIIIMHBI
KOMIIETEHIINHU y4eOHOro IJ1aHa, B KOTOPBIX y4eOHOro IJ1aHa, B KOTOPBIX
OCBaMBACTCS KOMIICTCHITHS OCBAMBACTCST KOMIICTCHITHS
OIIK-3 JucuumuinHa  siBisieTcst  mepBoil B | MEHEDKMEHT B cepBuCe
dbopMupoBanuy JaHHOH KommeTeHuy | MapKeTHHT B cepBUCe

4. O0beM QMCHUNIMHBI (MOIYJISI) B 3a4E€THBIX eIMHULAX C YKA3aHUEM
KOJIMYECTBA aKaJIeMUYeCKHUX WJIH ACTPOHOMHUYECKHUX YACOB, BbIJIeJ€HHBIX HA
KOHTAKTHYI0 padoTy 00y4arouuxcs ¢ npenojganarejieM (o BUIaM y4eOHbIX

3aHATHI) K HA CAMOCTOSITEJIbHYI0 Pa00Ty 00y4aloImXxcst

O6mas TPYAOEMKOCTb OCBOCHMUS yueOHOM JTUACIUTLTAHBI
«/lokymenmoobopom 8 opeaHu3ayusx cepeuca COCTABISIET 4 3aU€THBIX €AMHUIIBI
win 144 akageMryecKux 4Jaca.

CemecTtp Ne 3
OOmas TpyI0eMKOCTh (BCero ak. 4acos / 3.¢11) 144/4
Jlexnuu 26
KonTtakTtHas pabota
[IpakTHUecKkue 3aHATHS 28
CamocrosiTenpHast paboTa 89
Bun
po 7 N
POMEIHYTOHHOU 3a4eT ¢ OICHKOM 1/-
aTTeCcTalluu
(Konr./camocT.pa0.)




5. Coaep:xaHue QJUCHUIIMHBI (MOIYJISA), CTPYKTYPHMPOBAHHOE 110 TeMaM
(pa3aesiam) ¢ ykazaHueM OTBEI€HHOI0 HA HUX KOJIMYeCTBA aKaJeMUYeCKUX
WIH ACTPOHOMHMYECKHUX YACOB U BUAOB y4eOHBIX 3aHATHIA

TpynoeMKoCTh
= =
R
=
HaumenoBanue paszena | = =l<Q
No P o = g [ =] & ConepikaHue
JTUCHUTUTHHBI (TEMa) s | 2| = |3 <
M o = ol o
= = Q| o
2 €| 2
s [5] 8
=
3 cemecT
- [lonsatue o noxkymenre. CBOMCTBa,
npu3Hakd,  (QYHKIUH  JTOKYMEHTa.
Metonsl W CIOCOOBI  JIOKYMEHTH-
OCHOBBI  JOKYMEHTAJIb- poBanus. HopmaTuBHO-MeTOAMYECKAS
1 | mHoro obecrniedeHust 2| s 6 20 0aza  JIOKyMEHTallMOHHOTO  oOec-
" | opranmzanuu  mpoiecca NEUYCHUS YIPaBIEHUS AESATEIbHOCTHIO
cepBuca opranm3anuu chepsl cepBuca. Buabl
YIIPaBJICHUECKUX JOKYMEHTOB, HE00-
XOJIUMBIX JJII OMHUCAHHS Pa3TUIHBIX
YIIPABJICHYECKUX JIEHCTBUM.
- CoctaB, CTpyKTypa H COJEp)KaHUE
OKYMEHTAIUU o0ecreunBaroIIei
CucremMbl JTOKYMEHTAIIHH, JIOKYM LT, B
OpraHM3aIi0  Tpollecca  CepBHUca.
oOpasyromuecs B IpoIiec- .
CoctaB  opraHU3allMOHHO-TIPABOBOIA,
2. | ce ympaBnenus pnestens-| 32 | 6 6 20 -
. pacnopsiiuTeabHONU, MH()OPMAIIMOHHO-
HOCTBIO OpTaHHU3aIHHA . .
CIIPaBOYHOM, TJIAHOBO-OTYETHOM
cdepsl cepBuca.. N
JOKyMEHTAIIIH, MpaBuIIa ed
coCTaBIeHUS U 0(OPMIICHHS;
OO6miass  xapakTEepUCTHKA KaJpOBOTO
cocraBa mpennpusaTus. OpraHu3arus
JTIOKYMEHTAI[MOHHOTO obecrnieueHus
NESATETLHOCTH  KaJpOBOM  CITYXKOBI
npennpustus cheprsr cepBuca. Opra-
JloxymenTanuorroe odec- HEBS Es{ a6OTI(£pC Ka, p030171 (I))K
3. | meuenue ympasnenus mep-| 36 | 8 8 20 i p AP JIOKY
MeHTanueil. OCOOEHHOCTH — HCIOJb-
COHAJIOM.
30BaHUS ceTH VHTEpHeT /I pereHus
3a/1ad4  KaJpOBOTO JIEJIOMPOU3BOJICTBA.
Odopmnenue JIEIIOBBIX TUCEM,
JOKJIATHBIX W CITY)KEOHBIX 3aITHCOK,
OTBETOB Ha >kaJI00bl MOTpeOUTENEH.
Opranuzanus Opranuzanus paboThl ¢ TOKYMEHTaAMHU.
4 JOKyMEHTO000pOTA. 13| 6 8 29 Pecypchl, cpelcTBa u npaBuia
" | Pecypcesr, CpeacTBa WU JIOKyMeHT0000poTa B cepBuce. Vx BBIOOD
npaBmiia JOKYMEHT0000poTa B 3aBHCHMOCTH  OT  OCOOCHHOCTE
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B CEpPBHUCE. Nx BBI60p B ACATCIIbHOCTH MTPCATIPUATHA.

3aBUCHMOCTH oT Cucrematuzanys JOKYMEHTAllUd B
0COOEHHOCTEH IpoIecce CEPBUCHON JICATEIBHOCTH.
ACATCILHOCTH MPEATPUSTHS. ®dopmupoBanue u 0GOpPMIICHHUE eIl

9Kcnemea HECHHOCTHU JOKYMCHTOB,
IIOATOTOBKA JOKYMCHTOB K XPAaHCHUIO.

3ayer ¢ OLIEHKOH 1 1 |-

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

6. [lepedyeHb y4eOHO-MeTOAUYECKOT0 OOeceYeHUsI 1JIsl CAMOCTOSATEILHOI
PadoTHI 00yYAIOIIHUXCS MO TUCHUILINHE (MOXYJIIO)

CamocrosiTeibHas padoTa CTYICHTOB HA 04HOI (popme 00ydeHust

Ne Buael camoctoaTenbHON Tpynoemkoctsb, | Dopma KOHTpOIS™
paboTHI aK.4achl

1. | IIpopaboTka TE€OpPETUYECKOTO
MaTepuasa 1o KOHCIIEKTaM

N . YCTHO®

JEKIUH, pEKOMEHI0BAaHHOM 30
JTUTEPAType, TOTOJTHUTETHHBIM cobecenoanue
MCTOYHHMKAM UHGOpMAIIIH

2. [ToaroTOBKA K MPAKTUYECKUM MIPEICTABIICHUE
3aHATHSIM. TTOUCK 29 uH(pOpMaIH B
Heo0XxoauMon nHpopmanuy, o0paboTaHHOM
00paboTka nHbopmauu BUJIC

3. IToaroroBka K TeKyIIeu
aTTecTalu (TeCTUPOBAHUE U 30 KOHTPOJIbHAS
HaIMCaHUE KOHTPOJIbHON pabora
paboThI)

Jlist caMOCTOSATEIbHOW PabOThl MO AUCHMILINHE (MOIY/IH0) 00ydYaromuecs
HCIIOJIB3YIOT CIIeIYIOIIee YIeOHO-METOIMUECKOe 00eCIICUCHHE:!

1) BeikoBa T. A. JlokyMeHTallMOHHOE OOECIICUCHHE YIPaBJICHUS
(memonponsBoacTBO): Yueb. moc. / T.A.BeikoBa u ap. - 2 u3A., nepepad. U oM. -
M.: HUIJ Nudpa-M, 2013 - 304c.
http://znanium.com/bookread2.php?book=390575

2) JlokyMEHTallMOHHOE OOECICUCHUE YIpaBIICHHS TEepPCOHAIOM: YueOHOe
nocooue/bynmar P. E. - M.. HUI[ HH®DPA-M, 2015. - 234 c.
http://znanium.com/bookread2.php?book=488066

3) JlokyMeHTalMOHHOE 00eCTICUeHHE YIIPABJICHUS B COI[MATBLHO-KYJIbTYPHOM
cepBuce u Typusme: YueOnoe mocoome / I'ymuna M. A., 3aiineBa H. A. - M.:
Anbspa-M, HUII NH®PA-M, 2015. - 240 C.
http://znanium.com/bookread2.php?book=489737

4) @®oHI OIECHOYHBIX KM METOAUYECKMX MATEPHAIOB IO JUCIUILINHE
«/[okymenmoobopom 6 opeanu3zayusax cepeucar.



http://znanium.com/bookread2.php?book=390575
http://znanium.com/bookread2.php?book=488066
http://znanium.com/bookread2.php?book=489737

7.(I)OHI[ OLCHOYHBIX U METOAUYCCKHUX MATCPHUAJIOB 1JIfl IIPOBCACHUA
HpOMe)KyTOqHOﬁ arrecranmuu oﬁyqamumxcsl o IMCIMIIJIMHE

7.1. Ilepevyenb KOMNETEHIUI ¢ YKa3aHUEM ITAaNoOB UX GOPpMUPOBAHMS B
npoiuecce 0CBOCHUsI 00pa30BaTeIbHOI NMPOrpaMMBbl

[Iporecc u3ydeHUs IUCHMIUIMHBI «/JOKYMeHmMO0OoOpom 6 Opeanu3ayusx
cepgucay HarpalieH Ha (POPMUPOBAHUE CIETYIOIINX KOMITETCHIIHA!

OIIK-3 - 2comosHocmb opeanuz06ams npoyecc cepeucd, npogooums 6b160p
pecypcos u cpeocms ¢ yuemom mpeboeanull nompeoumens

JTanbl (l)Ole/IpOBaHI/IH KOMIICTCHIINHN

1 >Tan 2 JTal
OKYMEHTO000POT B OPraHM3aIUAX
Aoky p P 1 MapkeTHHr B cepBHCce
cepBHca
(5 cem)
(3 cem)

MeHeKMEHT B CEpBHUCE
(5 cem)




7.2. Onucanue nokasareje u KPUTEPHUEB OLICHUBaAHUS KOMHeTeHHHﬁ Ha Pa3s/iMYHbIX 3Tallax ux (l)OpMI/IpOBaHI/Iﬂ,
OINNCaHMuC INKAJ OICHUBAHUA

Kpurtepuu oueHnBaHusi pe3yJbTaToB 00y4eHHUs

JTIOKYMEHTO000pOTa B

cepBHuce.

JIOKYMEHTO000pOTa B

CEepBHCE.

CepBHCE.

= | £

= ,..E. =
T . . . .

=3 o I[Inanupyembie He3aueT ¢ oneHkoii 3a4er c oLeHKOM 3a4er c oleHKOMH 3a4er ¢ oleHKOH
5 S| 2| pesyabTarTnl o0y4eHHsi | «HEYAOBJETBOPHTEIbH | «yJAOBJIETBOPUTEILHO» «XO0pOoII0» «otm4Ho» (85-100

2]

= 2 o» (0-54 6asi10B) (55-69 6as10B) (70-84 d6asa) 0aJ1JI0B)

°l =

1 atan
3HaHus: He 3HaeT oCHOBBI: JleMOHCTpHpYET YacTHy- 3HaeT 10CTaTOYHO B JIeMOHCTPHPYET BHICOKHIA
-OCHOBBI IOKYMEHTAJIb- -JIOKYMEHTaJIbHOTO 00€ec- | Hble 3HAHUS 0e3 rPyObIX 06a30BOM o0BeME: YPOBEHb 3HAHUIM:

= HOTO 00ECIIEYEHHs Opra- | IMeYEeHHUsT OPraHU3aIHH OLINOOK: -OCHOBBI JOKYMEHTAJIBHO- | ~-OCHOB JIOKYMEHTAJILHOT'O
= HU3alMK [IPOLEcca Cep- | mpolecca CepBuCa; - MPOIIECCOB JOKYMECH- ro obecrieyeHns OpraHu3a- | 00ecIieueHUs] OpraHu3a-
o] . . .
= BHCA, -COCTaB OPTaHMU3allMOH- | TAJLHOIO OOECIICYCHHMS UM [IPOIIECCa CEPBUCA; MU TIpOIEcca CepPBUCa;
2] - COCTaB OPraHM3allMOH- | HO-IIPABOBOM, Paclops- | OpraHM3allMi CEPBHUCA, - COCTaB OPraHU3aIMOHHO- | - COCTaBa OPraHU3AIHOH-
° HO-TIPaBOBOM, pacnops- | auTenbHOU, nH(opMa- - OpPraHu3alMOHHO-IIPaBo- | IPAaBOBOM, PaCIOPsIU- HO-TIPAaBOBOM, PACIIOPSITU-
g JIUATEIIbHOM, I/IH(I)OpMa- LII/IOHHO-CHpaBO‘{HOI\/'I, BOIA, paCHOpﬂILHTeHBHOﬁ, TEJIbHOU, I/IH(I)OpMaHI/IOH- TeJILHOM, I/IH(I)OPMEIHI/IOH'
8 < LIIOHHO-CIPABOYHOM, IUIAHOBO-OTYETHOM JI0KY- | HH(POPMAI[HOHHO-CIIpa- HO-CIIPABOYHOH, IUIAHOBO- | HO-CIIPABOYHOM, TITAHOBO-
= o o . o . A o . o
= = o | TVIAHOBO-OTYETHOH 10Ky~ | MEHTALIUH, MPaBUIIA €€ BOYHOM, IIJIAHOBO-OTYET- OTHCTHOM JOKYMCHTALMH, | 0TYETHOM IOKyMEHTALIUH,
; QE < | MEHTALUH, TIpaBuIa eé cocTaBiIeHHs 1 oQopMIIe- | HOli JoKyMeHTaluu, onpe- | TPABUIA €€ COCTABICHWA N | npapyy e cocTaBICHUS U
= B 5 COCTaBJICHHA M 0QOpM- | HuSL; JIeJIEHUHU TIPABUII COCTaB- OpopmIIeHHs; 5 o(hopMIIEHHS;
o - -
= 2 JICHHS; -IpaBHUJIA JOKYMEHTO- neHns 1 oOPMIICHNS; TpaBHIIa IOKYMEHTO000™ | _mpapmn noxymeHT0060-
g = -IpaBUjia JOKYMEHTO- o0oporTa, - OIIPEEIICHUH TIPaBUII pota, poTa,
3 obopora -PECYPCOB, CPENICTB U JIOKYMEHT0060poTa “PeCYpCBL, CPEACTBA 1 -PeCypCOB, CPeJICTB U
S -peCypCHI, CPEACTBA U MPaBUII -pECYPCOB, CPENCTB U TpaBHia 6 HpaBUJI
o IpaBuUiIa JIOKYMEHT0000pOTa B TIpaBUI AOKYMEHTOOOOpPOTA B JIOKyMEHT0000pOTa B
5
o
=
E
o

cepBuce. CEpBHCE.

YMenus: He ymeer unu nemoHnct- | JlemoHcTpupyer YMmeer npuMeHsTh 3HaHUS | JIeMOHCTpHUpYET BHICOKHIA
-OTIPeCTISITh COCTaB, pUpYyeT YaCTUYHBIE yMe- | YaCTHM4YHbIE YMEeHHUs Oe3 Ha MpakTHKe B 06a30BOM YPOBEHb YMEHHI MpH:
CTPYKTYpY U COJEpKa- HUS, IOMyCKas rpyoObie rpyOBIX OIMOOK MpH: o0beMe IpHu: -OIpeJIeICHUH COCTaBa,
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HUE JIOKYMCHTAIIUH,
obecrieunBaroIiei
OpraHu3aIMIo TpoIecca
cepBuca, BEIOUpATh
pecypChI U CpeICTBA
JOKYMEHTO000POTa;
-OMPEIEISTh BUJIBI
YIIPaBJICHYECKUX
JIOKYMEHTOB, HEOOX 011~
MBIX JIJISI OTIUCAHUS Pa3-
JUYHBIX yIIpaBJICHYEC-
KUX JICHCTBUI B pa3iiny-
HBIX CUTYaIusX;
-COCTaBJISTh U 0opM-
JSTh JICTIOBBIC THCHhMA,
JOKJIAJTHBIC U CITYKeO-
HBbIC 3alUCKU OTBEYATh
Ha KaJo0bI MOTpeduTe-
nen

OIMOKY TIPH.
-OTIpeIeNICHUH COCTaBa,
CTPYKTYPBI U coJepxKa-
HUS IOKyMEHTALNH,
oOecnieunBaroiel opra-
HU3AIHIO MpoLecca cep-
BHUCA, BEIOUPATH PECyPChI
U CpE/ICTBA
JIOKYyMEHTO000pOTa;

- OIIpE/ICTICHUH BHJIOB
YIIPaBIEHYECKUX JIOKY-
MEHTOB, HEOOXOIUMBIX
JUTSL OTIMCAHUS pa3Iny-
HBIX YIIPaBICHYECKUX
JICHCTBHUN B Pa3JIMYHBIX
CUTYaIUSIX;

- COCTaBJIEHUU U 0hopMm-
JICHUH JIETIOBBIX ITHCEM,
JIOKJIQHBIX U CITYKeO0-
HBIX 3aIMCOK OTBEYATh
Ha KaJI0OBI MOTpeOUTE-

nen

-OIIpEJIETIEHUH COCTaBA,
CTPYKTYpPHBI U COJIEPKaHUS
JIOKyMEHTaIuH, obecreyn-
BalOIE OPraHU3alHIo
mpolecca cepBuca,
BBIOUpATh pecypchl U
CpeacTBa
JIOKyMEHTO000pOTa,;

- OIPEJEIIEHNN BUJIOB YII-
PaBJIEHYECKUX TOKYMEH-
TOB, HEOOXOJIUMBIX IS
OMHCAHUS PA3INYHBIX yII-
PAaBIICHUYECKUX JICUCTBUN B
Pa3IMYHbIX CUTYaAIUsX;

- COCTaBJIEHUU U 0hopMm-
JICHUH JI€JIOBBIX MHCEM,
JOKJIaTHBIX U CIIYXKEOHBIX
3aMKUCOK OTBEYaTh Ha
JKaro0bl MOTpeouTENeH

-OIpe/IeJICHUH COCTaBa,
CTPYKTYpPHI U COJIEpKaHUs
JOKyMEHTAI1H, o0ecreyu-
BaIOIIEH OpraHu3aInIo
polecca cepBuca,
BBIOHpATh pecypchl U
CpeacTBa
JOKYMEHT0000pOTa,;

- OIIPEJICIICHUH BUJIOB YII-
PaBJICHYECKUX IOKYMEH-
TOB, HEOOXOUMBIX JIJIS
OTHMCAaHUS PA3INYHBIX Y-
pPaBJICHYECKHX JICVCTBUIA B
Pa3IMYHBIX CUTYaIUsX;

- COCTaBJICHUU U 0OpM-
JICHUH JICTIOBBIX MTUCEM,
JOKJIaTHBIX U CITyKEOHBIX
3aMMCcoK OTBEYATh Ha
KaoObl MOTpeduTENeH

CTPYKTYpPBI U COJAEpKAHUS
JOKyMCHTALMH, 0becreyn-
BAIOIIECH OpraHU3aLNIo0
polecca cepBuca,
BBIOMpATH pPeCypchl U
cpencTaa
JOKYMEHTO000pOTa,;

- ONPEIEIIEHUU BUJIOB YII-
PaBJIEHYECKUX TIOKYMEH-
TOB, HEOOXOAUMBIX JIJIsI
ONMMCaHUs PA3INYHbIX YII-
paBJIICHYECKHX JICVCTBUIA B
Pa3IMYHBIX CUTYALUSX;

- COCTaBJICHUU U 0OpM-
JIEHUU JIEJIOBBIX ITHCEM,
JOKJIATHBIX U CITyKEOHBIX
3alMCOK OTBEYATh HA

Kao0bl MOTpeOUTENEH

HaBbiku:

- HaBbIKaMU pa3pabOTKH
Habopa opraHu3alnoH-
HO-IIPaBOBOM, pacmopsi-
TUTENbHOH, nHpopma-
UOHHO-CIPABOYHOM,
IJIAHOBO-OTYETHOM JJOKY-
MEHTaIlUH,BBIOOpa
pPECYPCOB U CPENCTB
JTIOKYMEHTO000pOTa B
MpOLECCE OpraHu3aluu
CEpPBHUCHOI
JIEATENIbHOCTH;

He Bnageer nnu ne-
MOHCTPHUPYET HU3KUI
YPOBEHb BIIAJICHUS:

- HaBbIKaMU pa3pabOTKu
Habopa opraHu3aImoH-
HO-TIPaBOBOM, pacmopsi-
TUTENbHOH, nHpopma-
LIHOHHO-CIPABOYHOM,
IJIAHOBO-OTYETHOM JOKY-
MEHTaIllH, BBIOOpa
PECYPCOB U CPEICTB
JTIOKYMEHTO000pOTa B
IIPOLIECCE OpPraHU3aLNN

JeMoHcTpUpyeT
YaCcTUYHBIE BIaJIeHUs Oe3
rpyOBIX OMINOOK

- HaBBIKAMHU Pa3paboOTKH
Habopa opraHU3aIMOHHO-
MPaBOBOM, paclopsiu-
TeIbHOU, HTHPOPMAIIMOH-
HO-CIPAaBOYHOH, MJIAHOBO-
OTYETHOM JOKYMEHTALINH,
BbIOOpa pecypcoB U
CPEICTB
JIOKYMEHTO000pOTa B
MIPOLIECCEe OpraHu3aluu

Brnaneer 6a3oBbiMu
npueMaMu:

- pa3paboTku Habopa op-
raHU3allMOHHO-TIPaBOBOM,
pacnopsAIuTENbHON, UH-
(hopmarmoHHO-CIIpaBoOY-
HOM, IIJIAHOBO-OTYETHOM
JOKYMEHTAIMH, BEIOOpa
PECYPCOB U CPEICTB
JIOKyMEHTO000pOTa B
MpolLiecce OpraHu3aluu
CEpPBHUCHOM JEATEIbHOCTH;
- CUCTEMaTHU3aLUH 10KY-

JleMOHCTpUpYeT BiIaIeHUs
Ha BBICOKOM YPOBHE:!

- HaBBIKaMHU pa3paboTKu
Habopa opraHu3aIluOHHO-
IIPaBOBOM, paclopsAuTe-
JbHOU, MH(OPMAIIMOHHO-
CIPaBOYHOH, MJIAHOBO-
OTYETHOM JOKYMEHTALIUH,
BbIOOpa pecypcoB U
CpEICTB
JOKYMEHT0000poTa B
MpoLecCe OpraHu3aluu
CEPBUCHOH J1€ATENBHOCTH,
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- HaBbIKaMH1 CUCTEMATHU-
3aIiH JOKYMEHTAIUHU B
nporiecce CEpBUCHOM
NeSITeTTbHOCTH, OpTaHu-
30BBIBATh JIOKYMEHTO-
oboport

CEpPBHUCHOM
JESITEIIbHOCTH;

- HAaBBIKAMHU CHCTEMATH-
3allu IOKyMEHTAIlUU B
nporiecce CepBUCHOM
NESTEIIbHOCTH, OpTaHH-
30BBIBaTh JOKYMEHTO-
oboport

CEPBUCHOM JEATEIbHOCTH,
- HaBBIKAMU CHCTEMaTH3a-
MU JOKYMEHTAILIUU B MIPO-
LIECCE CEPBUCHOM JIEATEIIb-
HOCTH, OPIraHU30BBIBATH
JIOKYMEHTO000POT

MEHTAlUH B IPOLIECCE Cep-
BUCHOM JIESTEIBHOCTH, Op-
TraHU30BbIBATH JOKYMEHTO-
oboport

- HaBBIKAMHU CUCTEMAaTH3a-
MU JOKYMEHTAIIUH B MIPO-
[ECCe CEPBUCHOM JICSATEIb-
HOCTH, OPTaHU30BbIBATh
JIOKYMEHTOOO0OPOT
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7.3. TunmoBbIe KOHTPOJIbHBbIE 32/IaHUS MJIH MHbIE MATEPHAJIbI, HEO0X0AUMbIE
JJIS OLlCHKU 3HAHUI, YMEHHH, HABBIKOB U (WJIH) ONbITA eATeJIbHOCTH,
XapaKTepU3yUIUX 3TAnbl POPMUPOBAHUS KOMIIETEHIMA B pouecce

0CBOCHHUS 00Pa30BaTEJbHOI MPOTrPaAMMBbI

IroCY JAPCTBEHHbIM UHCTUTYT 3KOHOMUKU, DUHAHCOB, IIPABA U TEXHOJIOI' MU
Kadeapa ynpasJienusi conuaibHbIMH ¥ JKOHOMHYECKUMH MTPOLECCAMHU

BUJIET K 3AYETY Ne 1

Mo mucimmuinbae «J/loK YyMEHTOO0OPOT B Opr aHM3AIMIX Ce

pBHCaA»
2017-2018 yu.r
o

Teo p eTH YecKHu € BOIIPO CHI:
1. OGocHOBaHHE HEOOXOIMMOCTH O0YUCHHS JOKYMEHTAIIMOHHOMY 00€CIIeYeHUIO0

1 €r0 aBTOMAaTHU3AIINH,

2. lokyMeHTO000pOT B opranu3anuu. Pabora ¢ BXOAAIMUMH IOKYMEHTaMU;
IIp akTH KO-OpU €H TUPO BAHHO € 33JIaHH €.

OdopMuTh NMpUKa3 0 Ha3HAYECHUH OTBETCTBEHHOTO 3a oOpalieHue ¢ OJIaHKaMu
npeanpusatus B coorBeTcTBun ¢ ['OCT P 6.30-2003

3as.kagedpori «YTpaBiIeHUs CONUATLHBIMA
nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn axnxr rnad Qalanancrraa N D

FOCYI[APCTBEHHI)HZ HMHCTUTYT 3KOHOMUKHN, DUHAHCOB, ITPABA U TEXHOJIOI' MU
Kadeapa ynpasienusi counanbHbiMu U 3koHomudeckumu npoueccamu BUJIET K

3AYETY Ne 2
o mucimmuinae «JIOK yMEHTOOOOPOT B Opr aHM3ALMIX Ce
pBHCay

2017-2018 yu.r
ox

Teo p eTu Yecku € BOIpPO Chl:

1. KnaccudukaTopsl JOKyMEHTOB;

2. DopMHUpPOBAHUE U XPAaHEHUE JICIT;

[Ip akTH KO-OpH €H TUPO BAHHO € 3aJIaHU €:

OdopMHUTH MPOTOKOJI 3aCEIaHUS IKCIIEPTHON KOMUCCUU B COOTBETCTBHH C
TrnoBoM MHCTPYKUKEN TIO AETONPOU3BOJICTBY

3as.xaghedpori «YTpaBlieHUs COLUATBHBIMU

FOCYZ[APCTBEHHBII;‘I UHCTUTYT DKOHOMUKU, PUHAHCOB, [TPABA 1 TEXHOJIOI' M1
Kadenpa ynpasjienusi conuaibubiMu 1 3xonomudeckumu npouneccamu BUJIET K

3AYETY Ne 3
Ho nucimminne «J/IoK yMEHTOOGOPOT B Opr aHU3ALMAX CE
BHCA»

2017-2018 yu.r
ox

Teo p eTH YeCcKHM € BOIIPO CHI.

1. PernameHTanus AeJIONPOU3BOJICTRA,
2. [Ipesenranus. Ee dynkius u HazHauenrne. OCHOBHBIC DJIEMEHTHI;
[Ip akTH KO-OpH €H THPO BaHHO € 3aJaHHU €.

CocTtaBuTh CyKeOHYI0 3alUCKY Ha MOOIIPEHNUE COTPYIHUKA, TTEPEBBITTOTHUBILIETO
IUIAaHOBBIE MTOKA3aTEIN

3as.kagedpori «YTpaBneHus CONUATbLHBIMU




7.4. MeToguvecKkue MaTepPUAJIbI, ONpeAesiionye Mpoueaypbl OlleHNBAHNS
3HAHMI, yMEHUH, HABBIKOB UJIH ONBITA JeATeIbHOCTH, XapaAKTePHU3YIolue
Tanbl GOPMUPOBAHUA KOMIETEHIN I

B TUD®IIT nnas OICHKK 3HAHWKM, YMEHHH, HABBIKOB W (WJIM) OIbITA
NESATEIIBHOCTH UCHOJb3yeTcsd OallbHO-pedTuHroBas cucrtema. llox OamibHO-
PEUTUHIOBOM CHCTEMOM MOHUMAETCS CHCTEMA KOJMYECTBEHHOM OLIEHKM KayeCTBa
ocsoeHuss OIl BO. Ilpm sroM wn3yyaemas JIHCLMIUIMHA JEIUTCS Ha Pl
CaMOCTOSITCNILHBIX,  JIOTUYECKH  3aBEPIICHHBIX  pasfesioB  (MOIyJeu) s
IIPOBEICHHUS 10 HUM KOHTPOJBHBIX MEPOIPUATHH.

Texymuii KOHTPOJIb MPEACTABISIET COOOW MPOBEPKY YCBOCHUS y4EOHOTO
MaTepuansa TEOPETUYECKOTO M MPAKTHYECKOrOo  XapakTepa, pPeryyisipHO
OCYLIECTBIISIEMYIO Ha MpOTsHKeHUM cemecTtpa. K 10oCTOMHCTBaM AaHHOrO THUIA
OTHOCUTCS €ro CHUCTEMaTU4YHOCTh, HEIOCPEACTBEHHO KOPPEIUPYIOIAsiAcsS C
TpeOOBaHMEM MOCTOSTHHOTO M HEMPEPHIBHOTO MOHUTOPUHIA KauecTBa 00y4eHHUs, a
TaKXKe BO3MOXHOCTb OaJIbHO-PEUTUHTOBOM OLICHKM  YCIIEBAEMOCTHU
oOy4atormmxcs. K oCHOBHBIM (popMaM TEKyIIero KOHTPOJIsS (TEKyIIel aTTecTaluu)
MO’KHO OTHECTH YCTHBIM ONPOC, MUCbMEHHBIE 3a/1aHus1, KOHTPOJbHBIE PaOOTHI.

IIpomexxyTouHas arrecranys, Kak IPaBUJIO, OCYIIECTBISIETCS B KOHILE
CEMECTPAa U MOXKET 3aBEPIIATh U3YYCHHE KAK OTACIIBHOM IUCLUUILIMHBL, TaK U €€
paznmena (pasznmenoB) /Momynst (Momyneii). [IpomexxyTodHas aTTecTanus IOMOTraeT
OLIEHUTH 00Jiee KPYIHbIE COBOKYITHOCTH 3HAHUI M YMEHUM, B HEKOTOPBIX CIIydasix
— gaxe (QopMUpOBaHHE ONPEACICHHBIX MNPO(ECCUOHATBHBIX KOMIIETEHLIUM.
OcHoBHble ¢opmbl: 3ader (auddepeHnupoBannblii). Tekymmii KOHTPOIb H
NPOMEXKYTOUHAsl aTTecTaluus TPAAMIMOHHO CIY)XaT OCHOBHBIM CPEACTBOM
obOecrieueHus: B y4eOHOM MPOIIECcCe «OOPaTHOM CBSI3M» MEXIY IpernoaaBaTesieM U
oOy4arImumMcsi, HeOOXOAUMOW Jii CTUMYJIMPOBAHHS pPabOThl OOydaronmIuxcs M
COBEPILIEHCTBOBAHUSI METOAUKHU MTPENOIaBaHUS] YU€OHbBIX TUCIUILINH.

[lo pe3ynbTaTam NpPOMEKYTOUHOW ATTECTALIMM CTYACHTY 3aCUUTHIBACTCS
TPYAOEMKOCTh  JWCHMIUIMHBI B 3a4€THBIX  €AWHMIAX,  BBICTABJISAETCS
mupdepeHurpoBaHHas  OLlEHKa B IPUHATOM  By3e  CUCTeMe  0alios,
XapaKTEPU3YIOIIasi Ka4eCTBO OCBOEHUS CTYJEHTOM 3HAHMM, YMEHUI U HABBIKOB I10
9TOMN NUCLUILIMHE.

YPOBHHM OCBOEHUA JUCHHUITJIMHBI

MuHUMaIbHBIN OcHoBHOM [IponBuHyTHII
bannw 55-69 70-84 85-100
Oyenka 3 4 5

3auteHO ¢ oueHkoi 5 («oramuno», 85-100 GajioB) cTaBUTCS
o0y4Jaromumcsi, KOTopble IIPU OTBETE:

OOHapY>KMBAIOT BCECTOPOHHEE CHUCTEMaTHYECKOE U TIyOOKOe 3HaHUE
MPOrPaMMHOTr0 MaTepuaa,
JEMOHCTPUPYIOT 3HAHWE COBPEMEHHOU y4eOHON U HAyYHOU JINTEepPaTypHI;
CIIOCOOHBI ~ TBOPYECKM TPUMEHATh 3HAHME TEOPUU K  PEIICHUIO
npodecCUOHANIbHBIX 3a]1a4,
BJIJICIOT MOHATUHHBIM aIlapaToM;
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JEMOHCTPHUPYIOT CIMOCOOHOCTh K aHAIM3y M COTOCTaBJICHHUIO Pa3IUYHBIX
MOIXO/IOB K PEIIEHUIO 3asIBJICHHOW B OMJIETE MPOOIEMATUKH, TIOITBEPKAAIOT
TEOPETUYECKHE TTOCTYNIAThI IPUMEPAMHU U3 TIPAKTHKHU. 3a4TEHO C OIEHKOH 4
(«xopomioy», 70-84 6anna) ctaBUTCS O00yJarOITUMCS,

KOTOpBIE TIPH OTBETE:

0OHapYKUBAIOT TBEPIOE 3HAHKE MPOTPAMMHOTO MaTepHaa,

YCBOWJIM OCHOBHYIO U Han0oJiee 3HAYMMYIO JTOTIOTHUTEIBHYIO JTUTEPaTypYy;
CIIOCOOHBI ~ TPHUMEHATh  3HAHWE  TEOPUU K  pCEIICHWIO  3ajad
POeCCHOHATTEHOTO XapaKTepa;

JOITYCKAIOT OT/IEIBbHBIE MOTPEITHOCTH U HETOYHOCTH TIPHU OTBETE.
3a4TeHO ¢ OICHKOW 3 («yX0OBJIETBOPHTEIbHO», 55-69 6ajI0B) cTaBHUTCA

0Oy4JaroIIMMCs, KOTOPBIE TTPU OTBETE:

B OCHOBHOM 3HAIOT NMPOTPAMMHBIN MaTepuall B 00bEME, HEOOXOIUMOM JIJIst
npeacrosmie padboTel o npodeccuy,

B I1€JIOM YCBOMJIM OCHOBHYIO JINTEPATYPY,

JOTTYCKAIOT OT/ICTBHBIC ITOTPEIITHOCTHA B OTBETE HA BOTIPOCHI.
3aureHo ¢ oneHKoW 2 («HeyaoBJeTBOpHTEALHO», 0-54 6ajma) craBUTCS

0Oy4YarIIMMCs, KOTOPBIE ITPU OTBETE:

OOHApPY)KMBAIOT  3HAYUTENbHBICE MPOOENbl B  3HAHUSAX  OCHOBHOTO
IPOrpaMMHOTO MaTepuana,

JOMYCKAIOT MPUHIMITHAIBHBIC OIUOKHA B OTBETE HA BOTIPOCHI;
JEMOHCTPUPYIOT HE3HAHME TEOPUU U TMPAKTUKU MPOQPECCHOHATBHOM
JeSITETBbHOCTH.

OcHoBaHUEM TSI HEIOMYCKA K 3a4€Ty SBISICTCS TO, YTO OOYYAFOIIMICS BO
BpeMs ceMecTpa He HaOpaJsl yCTaHOBJIICHHOT'0 MUHUMYMa 0ayioB — 55 6asios.

8. [lepevyeHb OCHOBHO¥ U JONOJHUTEILHOUH Y4eOHOI JTUTEPATYPHI,
He00X0MMOii 1JI1 0CBOCHUS TUCIUILUIMHBI (MOYJIA)

a) rocy1apcTBeHHbIE CTAHIAPTHI

1) TOCT P51141-98 «/lenonpou3BOJACTBO M apXUBHOE Jei0. TepMHUHBI U
OTIpe/ICTICHUS»

2) TOCT P 6.30-2003 «YHu(DUIIUPOBAHHBIC CHUCTEMbI JOKYMCHTAIIUH.
YuudpunupoBaHHas  CHCTeMa  OpPTaHM3AalMOHHO -  PaCIOPSAUTEIHHON
nokymeHTaru. TpeboBaHust K 0hOPMIIEHUIO TOKYMEHTOBY

3) TOCT P 7.097-2016 «Cucrema craHmapToB Io HH(pOpPMALUH,
OubIMoTEeYHOMY W W3AaTenbcKkoMy gerny. OpraHu3almoOHHO-PACTIOPSIUTEIbHAS
nokymeHTarus. TpeboBaHust K 0hOPMIICHUIO TOKYMEHTOB

0) OCHOBHAasI JIUTEPaTypa:

1) bBeikoBa T. A. JloKkyMeHTallMOHHOE OOECIICUCHHE YIPaBJICHUS
(memonpounsBoacTBO): Yueb. moc. / T.A.BeikoBa u ap. - 2 u3A., nepepad. u oM. -
M.: HUI] Nudpa-M, 2013 - 304c.
http://znanium.com/bookread?2.php?book=390575
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2) JlokyMEeHTaIMOHHOE OOECICUCHNE YIPABJICHUS IMEPCOHAIOM: YueOHOe
nocooue/bynar P. E. - M.. HHUI HHOPA-M, 2015. - 234 c.
http://znanium.com/bookread?2.php?book=488066

3) JlokyMeHTalMOHHOE 00ECTICUEHHE YIIPABJICHUS B COIIMATIBHO-KYJIbTYPHOM
cepBuce u Typusme: YueOHoe mocooue / 'ymuna WM. A., 3aiineBa H. A. - M.:
Anbda-M, HUI] NHO®OPA-M, 2015. - 240 C.
http://znanium.com/bookread?2.php?book=489737

B) JIONOJTHUTEIbHAS JIUTEPATYpAa:

1) UYepnoBa C. [I'. JlokyMeHTallMOHHOE OOECIEYCHUE YIPABICHUS
[DnexTpoHHEI pecypc] : yuebd. mocobue / HoBocuO. roc. arpap. yH-T, DKOH. (ak.;
coct. C.JI. UYepnoBa. — HoBocubupck: 3omoroit komoc, 2014. - 106 c.
http://znanium.com/bookread?2.php?book=516760

2) JloKyMeHTaIlMOHHOE oOOecIieUeHHe YyIpaBicHHus. YdeOHoe mocooue/
Imaqmit E.B. - M.: HI[ PUOP, HUI[ HHDPA-M, 2016. - 249 c.
http://znanium.com/bookread?2.php?book=304633

9. [lepeyenn pecypcoB HHGOPMALMOHHO-TEJIEKOMMYHUKAIIMOHHOM CeTH
«/HTEepHeT», He00XOAMMBIX NJI OCBOCHUS IMCHUILIMHBI (MOIYJIA)

1) Bcé o nemonpousBoactse hitp://delo-ved.ru/

2) [enompou3BOACTBO M JOKYMEHTOOOOPOT  HAa  MPEIIPHUSATHH.
http://www.delo-press.ru/journals.php?page=documents

3) KagpoBoe  Jenmonmpou3BOACTBO W TpymoBoe  mpaBo.  http://hr-
portal.ru/rubric/kdp

4) denepanbublii mopran «OkoHOMHKA. Conuonorus. MeEHEIKMEHTY.
http://ecsocman.edu.ru

5) Daexrtponnas oubmmoreka HR-cnemmanucTos. hitp://www.hrm.ru/

10. MeToanyeckue yKa3aHusl VISl 00y4AKOIIMXCSI 10 OCBOCHHIO THCIMIIJIHHBI
(MomyJist)

CamocrosiTenbHas MOATOTOBKA OOYUYAIOIIMXCS IPOBOAUTCS JJIsl YTIyOIeHUs
W 3aKpEIUICHUS 3HAHUH, MOJYYCHHBIX HA JIGKIUAX U APYTUX BUJAX 3aHATUM, IS
BBIPAOOTKM HABBIKOB CAMOCTOSITEIILHOIO MPUMEHEHHS! HOBBIX, JOMOJTHUTEIBHBIX
3HAHUM U TTOATOTOBKH K MPECTOSAIINM YICOHBIM 3aHITHSIM, 3a4ECTY.

BakHpIM  yclIOBHEM  YCNEIIHOTO W3YYEHUS JUCIUIUIUHBI  SIBISAETCS
nocenienue jekuuil. [log moceiennem mnoapazymeBaeTcs He Gopma MaCCUBHOIO
MPUCYTCTBHUSI, @ aKTUBHAs pab0Ta 1o U3y4eHHIO HOBOTO Marepuaina. [loaroroska
JICKITMOHHBIM 3aHATUSIM BKIIIOYACT B ce0s aHAIM3 TpejylaraéMbIX I U3YUYEHUS
BOIMIPOCOB, H3yYECHHE HOPMATHUBHBIX HCTOYHHUKOB M Yy4eOHOM W HayIHOU
JUTEepaTypbl IO paccMaTpUBAaeMbIM BOIpocaMm JIeKIMU. B mporiecce ekuuu
oOydJarolmuiicsi MOXKET 3aJaBaTh YTOUHSIOIIME  BOIMPOCHI, OCYIIECTBUTH
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B3aMMOCBSI3b HOBOTO Marepuajia C YK€ H3YYeHHBIM, MOJrOTOBUTH 0azy s
7 (HEKTUBHOTO HCIIOB30BAHUS TOTYYCHHBIX 3HAHHM, OOJETYUTh MOATOTOBKY K
MPaKTUYECKOMY 3aHATHI0. DG EKTUBHBIM CHOCOOOM (PUKCAUUUA JEKIIMOHHOTO
MaTepuana SBJAETCA KOHCIEKTHPOBAaHUE, IPEJCTABISAIONIEE COOOM HE TOJIBKO
¢ukcanuio BaKHEUIIMX MOMEHTOB JIEKIIMM, HO W YKa3aHHUE TPUMEPOB I
NOHUMAaHUS TOrO WJIA MHOTO TEOPETUYECKOT0 MaTepHalia.

[Ipy moAroToBKE K MPAaKTUYECKOMY 3aHSATHIO HEOOXOAMMO HMCIOJb30BaTh
KOHCIIEKTUPOBAHHbIE MaTepuaibl JIEKIHH, y4eOHYI0 W HAy4YHYIO JIUTEpaTypy.
[ToaroToBKa OTBETOB MO BBIHOCMMBIM Ha OOCYXKJEHHE BOIPOCaM MPAKTHYECKOIO
3aHATHUS BKJIIOYAET B c€0s HE TOJBKO MPOYTEHHE MAaTepUalia, HO U €ro aHalu3 U

KPUTUYECKYI0 OLEHKYy. OOyyaromeMycsi cleAyeT BbIABUTh MAaJOU3yYEHHBIE
aCIEeKThl paCCMATPUBAEMBIX BOIPOCOB, MPOSIBUTh MHULIMATUBY MPHU MOJATOTOBKE K
MPaKTUYECKOMY 3aHATHUIO.

[Ipy moAroToBKE K MPAKTUYECKUM 3AHIATHSIMU U 3a4€Ty PEKOMEHIYeTCs
CUCTEMATU3UPOBATh 3HAHUS, U300pakas MX B TaOMUYHOM, rpadUyEecKOM WK
CXEMaTHUYHOM BHJIE. DTO MO3BOJIUT YCTAHOBUTH B3aWMOCBSI3b U3y4aeMbIX SIBJIICHUH,
YIPOCTUT 3a/adyy 3allOMUHAHUS Marepuaia, OOJETrdUT IMPOLECC MPaKTUYECKOIo
MIPUMEHEHUS TTOJTYYEHHBIX 3HAHUM.

3amauelt  TPAKTUYECKUX  3aHATUM  SIBJISIETCS  BBIpAaOOTKAa  yMEHUS
UCIIOJIb30BaTh TEOPETUYECKUE 3HAHUs, IPOSABUTh HAIMYUE MPAKTUYECKUX
HaBbIKOB. Ilpy  mOAroToBKE K  MPAaKTUYECKOMY  3aHSITHIO  CIEIYET
3a0J1arOBPEMEHHOT0 O0ECIEeUUTh HAJIMYUEe HEOOXOAMMO [JiIi JAHHOTO 3aHATHS
MaTepHuaia, CaMOCTOATEIbHO OBTOPUTH PAHEE N3YUEHHBIE TEMBI.

JUIsi yCHEemHOro OCBOEHHUSl JHUCLUMIUIMHBI BaXXHBIM SBIISIETCSI YMEHHUE
paboTaTth C TePMUHAMU W MX ompeneneHusMu. s paboTel ¢ TEpMHUHOJOTHUEN
(b ()EKTUBHBIM SBIISETCS MCIOJB30BaHUE KaK y4yeOHOW M HAy4YHOW IUTEPATYpHI,
TaK 1 OPUIAYECKUX U PUI0COPCKHUX CIOBAPEH.

PaboTa ¢ TepMHHAMH MOKET OCYHIECTBISATHCSA Kak B (pOpME COCTaBIECHHUS
COOCTBEHHBIX TEMAaTHYECKUX CIOBAapUKOB JJIsl yA0OCTBA M CKOPOCTH IIOMCKa
HeoOXxoaumoro TepMuHa. C  3TOM 1IETbIO  HEOOXOJAMMO KaXIbld HOBBIN
BCTPEYAKOUIUICSA TEPMHH 3allMChIBATh U BO BpEMs MOATOTOBKHA K CEMUHAPCKUM U
MPaKTUYECKUM 3aHATHUSIM YKa3blBaTh COOTBETCTBYIOLIEE ompeneneHue. B ciydae
BO3HMKHOBEHUSI CJIOKHOCTH BBIOOpa ONpENeNieHHs U3 HUMEIoLerocss oobema B
paMKax Hay4YHOro 3HaHUS HEOOXOAMMO 3a7aBaTh BOIPOCHI IMPENOJAaBATENO0 B
paMKax JICKIIMOHHBIX U MPAKTUYECKUX 3aHATUM.

IIpy NOArOTOBKE K NPOMEKYTOYHOMY WM HTOTOBOMY TECTHPOBAHUIO
HEOOXOMMO M3YYHUTh TEOPETHUYECKUA W TMpaKTHUYEeCKUil marepuan. TecToBbie
3aaHus (C TMepeYHeM BO3MOKHBIX BapHUaHTOB OTBETOB, CPEIU KOTOPBIX XOTS Obl
OJIMH OTBET SBJIAETCS HEBEPHBIM) OOECMEUMBAIOT CTPYKTYPHOCTh MBILIUICHUS,
BBIHY)KJIEHHOTO BBIOpaTh W3 MPEIOKEHHBIX BAPUAHTOB OTBET BCE MPABHIILHBIC
BapuaHThl. TeCTOBbIE 3a/JlaHMsI HA YCTAHOBJICHHUSI COOTBETCTBHUS MOJAPA3YyMEBAIOT
HEOOXOIMMOCTh TPOSBIICHUS HE TOJBKO 3HAHUS Y4YeOHOro marepuana, HO |
YMEHUS TPUMEHATHh TNpaBwia GOpMaTbHON JOTUKH. TecToBble 3ajaHusl Ha
YHOPSAOYECHHUE HaIpaBJI€Hbl HA YCTAHOBJIEHUE JIOTMYECKOW IMOCIIEN0BATEIBHOCTH
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paccMaTpuBaeMbIX SIBICHHM (BPEMEHU CYIIECTBOBAHMS SIBJICHUM, PACHOJIOKEHUS
CTPYKTYPHBIX 3JIEMEHTOB MPABOBBIX JOKYMEHTOB U T.II.).

OddexkTuBHBIM CcOCOOOM Il MOATOTOBKA K TECTUPOBAHUIO SIBIISETCS
paboTa oOydaromerocsi Mo PEIeHUuI0 TECTOBBIX 3aJaHUM, MPEAOCTABICHHBIX I
camMoCTOSITeN HOM paboTel. Takke MpU MOATOTOBKE K Takol ¢dopmMe KOHTpPOJIs
3HaHUM, KaK PEIICHUE TECTOBBIX 3aJaHUM, CJIEAYET CAMOCTOSTEIbHO MOMBITATHCS
mpopaboTaTh paccMaTpUBaeMble B NHUCIMIUIMHE BOMPOCHI B (DOPME COCTABIICHHS
TE€CTOBBIX 33/IaHUMN.

[Ipy moAroToBKE K 3a4yeTy CIAEAyeT HUMETh B BHUJY, YTO OH SBJISIETCS
UTOTOBOM (POPMOIT KOHTPOJIA MO U3YUYEHUIO JAaHHOW y4eOHON NUCHIUIUIMHBI. 3a4eT
MOJAPAa3yMEBACT  MAKCUMAJIbHYK0  KOHLEHTpPAUWI0 3HAHUA W YMCHWUH,
MPEANOoIaralonX MoJHOE U3yYeHUE MaTeprualia JUCIUILIUHBI.

3ader mpoBoaMTCS B (PopMe YCTHOTO coOecelOBaHUS M BBITOJHEHUS
MUCBMEHHOTO 3a/I1aHus, JTM00 TeCTa.

Pemenne mpemnomaBatens 00 HMTOTOBOM OIICHKE TNPUHUMAETCA TIO
pe3yjibTataM yYCTHOTO OTBETa W BBIIOJHCHHOTO MHCBMEHHOTO (TECTOBOTO)
3a/1aHus, B 3aBUCUMOCTH OT IIKAJIbI OLICHKH.

Un Tep aktTu BHBIE (O TPOBENEHUS  3aHATUA MO  JAUCIUIUIMHE
«/lokymenmoobopom 8 opeaHuzayuAx cepéuca» BKIIOYAIOT B ceOs CIemyroue
BUbI 3aHSITHIA:

- UHTEPAKTUBHBIC JICKIMM, MPEANOJaraloT MCIOJIb30BaHUE METO/Aa
npoOJieMHOTO u3JIokeHus. [Ipu TakoM Mojaxojie JIEKIMs CTAHOBUTCSA MOXOXKEH Ha
JMajior, MPernoJjaBaHue UMUTHPYET UCCIEA0BATEIBCKUIM Tpolecc (BBIIBUTAIOTCS
MEPBOHAYAJILHO HECKOJIBKO KIFOUEBBIX MOCTYJIATOB MO TEME JICKLIHUH, U3JI0OKEHUE
BBICTpAMBACTCSl 10 TPUHLMUIY CaMOCTOATENIBHOTO aHajdu3a U 00O0OIIeHUs
CTyJICHTaMU Y4eOHOTO MaTepuana). JTa METOJUKa IO3BOJIIET 3aMHTEPECOBATH
CTYyJIeHTa, BOBJIEYb €ro B mpolecc o0yuenus. [IpoTruBopeunsi HaydHOTO TO3HAHMUS
PACKpBIBAIOTCS TOCPEACTBOM TOCTAHOBKHM MpoOiemMbl. YueOHas mpodiieMa U
npoOJeMHasi CUTyalusl SBJISIOTCS OCHOBHBIMH CTPYKTYPHBIMH KOMITOHEHTaMH
npoOiemHoro oOydenus. Ilepen HauasoM H3ydeHHUS OMPENEICHHOW TEMbl Kypca
CTAaBUTCSl TMepel CTyJIeHTaMu NpPOOJEMHBIM BONPOC WM JaeTcs MNPoOJIeMHOE
3amanue. CTUMyIUpPYs paspelieHue MpoOJeMbl, TMpernoAaBaTeb CHUMAET
MPOTUBOPEYHS MEX]Ty UMEIONTUMCS €€ TOHUMaHUEM U TPeOyeMBbIMH OT CTYyJEHTa
3HaHUSAMH. D(DPEKTUBHOCTH TAKOTO METOJAa B TOM, UTO OTJHEIbHBIC IMPOOJIEMBI
MOTYT MOJHUMATHCSI CAMUMH CTyA€HTaMH. ['JIaBHBIN ycnexX JaHHOTO METOJla B
TOM, 4YTO TIpenojaBareiib J00MBaeTCa OT AayJIUTOPUU «CaMOCTOSITEIHLHOTO
pelleHus» TOCTaBJIeHHOW TmpoOJsieMbl. OpraHuzaiys MTpoOJeMHOr0 OO0ydeHHs
MPEACTABIACTCS JIOCTATOYHO CIIOKHOW, TpeOyeT 3HAYMTENbHONW MOATOTOBKH
nektopa. OJIHAKO HAa HAYAJIILHOM 3Tal€ MCIOJIb30BaHUSI 3TOr0 METO/AAa €ro MOXKHQ
BHEJIPATh B CTPYKTYPY TOTOBBIX, paHee pa3paOOTaHHBIX JIEKIIMH, MPaKTUYECKUX
3aHSATHUHN KaK JOIIOJHEHHE.

- TpYINNOBBIE JHUCKYCCUH, TPUMEHSIOTCS JJIsI OO0EeCleueHUus] HaBBIKOB
KOMaHJAHOW pabOThl U MEXIMYHOCTHOW KOMMYHHUKAIIMU W TIPEACTABIAIOT COOOM
OIIECHOYHOE CPEJCTBO, IIO3BOJISIONICE BKJIIOUUTH OOYyYalOIIUXCS B IIPOIIECC
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OOCYXIEHHsI TPEACTAaBICHHOW TEMbl, MPOOJEMbI U OLEHUTh HUX YMEHHE
apryMEHTUpPOBaTh COOCTBEHHYIO TOYKY 3peHus. Kpome Toro, B Xoae 3aHATUI
IIPOBOJSATCSA KPYIJIBIE CTOJIBI 10 3aJaHHBIM TEMATUKAM.

Pexomennyercs Ipd  IOATOTOBKE  MCIOIB30BaTh  JJICKTPOHHBIE
OMOIMOTEYHbIE CUCTEMBI, a TAKXKE CIEUAIM3UPOBaHHbIE cailTel ceTu Internet.

11. IlepeyeHb MHGPOPMALMOHHBIX TEXHOJIOT U, MCIOJIb3yeMbIX NPHU
OCYIIEeCTBJIEHUH 00Pa30BaTEJILHOIO MPoIecca Mo AUCHHUIInHEe (MOIYTI0),
BKJIIOYAS MlepeYeHb MPOrPaMMHOro odecrnedeHusi 1 HHPOPMATMOHHBIX
CIIPABOYHBIX CHCTEM
[TporpamMmmMHOe obecrieueHue:
1. Omnepanmonnas cucrema (Microsoft Windows XP, 7 ITponpuemapnas);
2. Iaker opucHbix mporpammMicrosoft Office Professional 7 (MS Word, MS
Excel, MS Power Point, MS Access, MS Publisher u ap. ITponpuemapnas);
3. Web-6pay3sep (Mozilla Firefox GNU Lesser General Public License);
WNubopmaninoHHBIE CIIPABOYHBIE CHCTEMBI:
1) ABromaTH3upoBaHHas WHGPOPMAIMOHHAs OHOIMOTEYHAs CHCTEMa

Marc21SQL;
2) CnpaBouHo-1ipaBoBas cucreMa «KoncynpTanT [lnrocy

12. MaTepuajibHO-TeXHHYECKasi 0a3a, He0OX0aAUMAas 1JIsl OCYIeCTBJIEHHS
00pa30BaTEILHOIO MPOLEcca Mo AUCHHUILIHHE (MOIYJII0)

Ne
w/n HaumenoBanue KoJunuecTBo
1. CHeL[I/IaJ'II/ISI/IpOBaHHBIe ayJUTOPHH.

YdeOHast ayauToOpHsl [UIsl IPOBEICHUS 3aHATUN CEMHHApCKOTO| 1
TUTIA, KypCOBOTO TMPOCKTHUPOBAHUS (BBIMOIHEHUS KYPCOBBIX
paboT), TPYNNOBBIX W WHAWBHIYaJbHBIX KOHCYJbTAIUH,
TEKyIIEro KOHTPOJII U TNPOMEXYTOYHOM arrectamuu /
KOMITBIOTEPHBIN Kiacc / TMOMEIIEHHe Uil CaMOCTOSTEIBHON
paboTel Ne 43 (yi. Pormunckast, 5)

| TexHHYECKHE CPEICTBA OOYUCHHUS:
KOMITBIOTED € MTporpaMMHbIM obecrnieuennem Ne 43 17
2 | CnenpanusupoBaHHbIe ayUTOPHHL:
Y4eOHast ayTUTOpUS 7151 IPOBEACHUS 3aHATUN JTEKITHOHHOTO
THUIIA, 3aHATUH CEMHUHAPCKOTO TUIIA, TPYIIOBBIX U
WHAVBUAYATbHBIX KOHCYIBTAINN, TEKYIIEro KOHTPOIIS U 1
npomexxyrounoit arrectarmu Ne 39 (yi. PoruHckas, 5)

| TexHMUecKHe cpecTBA OOYUCHNS:

9KpaH HacTeHHbINA Ne 39 1
MYyJIbTUMeIUHHBIN npoekTop Ne 39 1
KOMITBIOTEP € MporpaMMHbIM obecrieuenrem Ne 39 1
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