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1. llosicHUTEIHLHAA 3aINCKA

Kypc «/Joxymenmoobopom 6 opzanuzayusx cepéuca» 3aHUMAET BaXKHOE
MECTO Tpu mnoArotoBke OakanaBpoB mo HampaBieHuio 43.03.01 «Cepsucy.
VYnpasnenue npeanpusTueM(opraHu3alyeii), OKa3bIBAIOIIUM yCIyTH, HEU30€KHO
TpeOyeT CO3/[aHusl MHOTHMX BHJIOB JOKYMEHTOB, 0€3 KOTOPBIXHEBO3MOKHBI
pEILIEHHE OCHOBHBIX IPOM3BOACTBEHHBIX 3a/1a4, IUIAHUPOBAHUE EATEIBHOCTH,
(dbuHaHCcHpOBaHUE, OyXTradTepCKUil y4eT U OTUYETHOCTh, ONEPaTUBHOE YIIpPaBJICHHUE,
KaJIpoBoe oOecIeueHue NeATeNbHOCTH U T.M. JJOKYMEHTHI SIBJISIIOTCSI OCHOBHBIM
JIOKA3aTeIbCTBOM  COBEPIICHUSITOr0O WM HMHOro (akrta MpPOU3BOJICTBEHHO-
XO3IMCTBEHHOU JEATEeNbHOCTH npeanpusatus. OpraHuzanus JOKYMEHTAIMOHHOTO
oOecrnieueHusiynpaBiieHus: B cdepe cepBUCa UMEET HEKOTOpPble OCOOEHHOCTH,
CBSI3aHHBIC CKOHKPETHBIMH TMPOLEAYypaMH peaiu3aluu TpeOOBaHUI U HOPM,
OMPEICICHHBIX 3aKOHOIATEIIHCTBOM.

Llenpt0 OCBOEHHUSI AMCLUMIUIUHBI «/{OKyMenmoobopom 6 OpeaHu3ayusx
cepeuca ABJISICTCSIM3YUCHHUE CUCTEM JTIOKYMEHTAIUH, OpraHu3aluu
JTIOKYMEHTUPOBaHUS u JIETIOTIPOU3BOJICTBRA, COCTABJISIFOLIUX OCHOBY
WH(OPMAITMOHHBIX MPOIIECCOB B CEPBUCE, COBOKYIMHOCTh KOTOPBIX OOECIECYMBAET
OpraHU3alXI0 IPOLIECC CEPBUCA.

3agaun TUCHUIUINHBL:

* O3HAaKOMJICHHME CTYJEHTOB C 3aKOHOJATEJIbHOW W HOPMATUBHOW 0a3oHu,
METOJINYSCKIUMH pa3pabOTKaMu U OCHOBHOM HAyYHOM JINTEPATYPOH 1O KypCy;

* W3yYECHHE TMPAKTUKH OPTraHM3alliu JIOKYMEHTAIIMOHHOTO OOecreYeHus
yIpaBJieHUs Ha MPEANPUITUSIX, OPTraHU3AIUAX U YUPEKICHUSIX CepBHCa.

2. IlepeyeHb MIAaHMPYEMBbIX Pe3yJIbTATOB 00yYECHHUSA 0 AUCHUILINHE,
COOTHECEHHBIX € INIAHUPYEMBIMH Pe3y/JIbTAaTAMHU 0CBOCHUS 00pa30BaTe/JbHOM
NPOrpaMMslI

JucuuminHa «/[okymenmoobopom 6 opeaHu3ayusx cepsuca» y4acTBYET B
GhopMHUPOBAHUHU CIICTYIONIECH KOMITETCHIIMH (CJICIYIOMMNX KOMITETCHIINH):

OIIK-3 - 3HAHMSA:OCHOBBI JIOKYMEHTAJILHOIO OOECIeYeHHs OpraHM3alliu Ipoliecca
TOTOBHOCTb CepBHCa;  COCTaB  OPraHU3AllMOHHO-TIPABOBOM,  PACIOPSAIUTENIBbHOM,
OpraHHu30BaTh H(pOPMAIMOHHO-CIIPABOYHO, IJIAaHOBO-OTYETHOMN JIOKYMEHTAI1H,
Ipolecc cepBuca, | npasuia eé COCTaBJICHUS u odopmIieHus; npaBuiia

MIPOBOANTH BEIOOP | JOKyMeHTooOOopoTa.Pecypcel, cpeicTBa u mpaBuiia JOKYMEHTOOOOpOTa B
pecypcoB u cepBuce

CPEJICTB C y4ETOM | YMEHHSsI: ONPEIENATh COCTaB, CTPYKTYPY U COAEPIKAHUE JOKYMEHTAIIUH,
TpeGoBaHuUii o0ecrneunBaroIIel OpraHu3aIiio mpoIecca CepBuca, BHIOMPATh PECYPCHI U
CpeAcTBa IOKYMEHT0000pOTa;

MOTpeOuTENs
ONPEACNATh BUIBI YIPABICHYECKHX JOKYMEHTOB, HEOOXOMMMBIX JUISI
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ONMMCAHUS  PA3IUYHBIX  YIPaBICHUECKUX JEHCTBUII B  pa3IMYHBIX
CUTYaIUsX; COCTaBIATH WU O(OPMIIATH NEIOBBIE MUCHMA, IOKJIATHBIC H
ci1y>keOHBbI€ 3alMCKU OTBEYATh Ha 5kalio0bl oTpeduTenei

HABBIKH: pa3paboTku Habopa OpraHU3alOHHO-TIPAaBOBOM,
pacnopsAUTeNbHOM, WHGOPMAIMOHHO-CIIPABOYHOM, IJIAHOBO-OTYETHOU
JOKYMEHTAIlMH, BBIOOpAa pPECYpCOB M CPEACTB JOKYMEHTOOOOpOTa B
mpolecce  OpraHu3alid  CEpPBUCHOM  JIEATENIBHOCTH;  HABbIKAMU
CUCTEMATH3allMM JOKYMEHTAllMM B IIPOLIECCE CEPBUCHOW NIEATEIbHOCTH,
OpPraHU30BBIBATH JOKYMEHTO0OOPOT

3. MecTO AUCHUILIHHBI B CTPYKTYpe 00pa3oBaTeibHOM NIPOrpaMMbl

Huctuniuna  b1.6. 18«/[okymenmoobopom 6 opeanuzayusix cepeuca
SBJIICTCS] TUCHUIUIMHOM 0a30BOM 4YacTW y4eOHOro IjIaHa MOJTOTOBKH CTYJICHTOB
o HarnpasiieHuto 43.03.01Cepasuc.

Mudp [IpenmecTByronme JUCHUILTMHBL [Tocnenyromme TMCUUTLIAHBI
KOMIIETECHIINHT y4eOHOro Ij1aHa, B KOTOPBIX y4eOHOTO Ij1aHa, B KOTOPBIX
OCBaMBaCTCsI KOMIIETCHIIUS OCBaMBaCTCsI KOMIICTCHIIUS
OIIK-3 JluciMiiiHa — sABAsSEeTcs  nepBoii B | MEHEKMEHT B cepBHCE
GopMHpOBaHKY TaHHOM KoMreTeHnmu | MapKeTHHT B cepBuce

4. O0beM IMCHUIIMHBI (MOIYJIS) B 3a4€THBIX €IMHUIIAX C YKA3aHUEM
KOJINYeCTBA aKaJleMHUYeCKHX UM ACTPOHOMHUYECKUX YACOB, BbI/IEJICHHBIX HA
KOHTAKTHYI0 pa0doTy 00y4aromuxcd ¢ npenojaanarejiemM (Mo BUAaM y4eOHbIX

3aHATHH) U HA CAMOCTOSITEIbHYI0 Pa00Ty 00y4aKOIUXCA

O6mmas TPYAOEMKOCTh OCBOCHMS y4aeOHOM JIACITUTIITAHBI
«/loxymenmoobopom 6 opeaHuzayusx cepeuca» COCTaBisieT 4 3ayeTHbIC
enuHuLbIIN 144akageMuyeckuxyaca.

Cemectp No 3
OO6mmast Tpy10€MKOCTh (BCETO aK. 4acoB / 3.€1) 144/4
Jlexnu 26
KonrtakTHas pabota
[IpakTHyeckue 3aHATUS 28
CamocrosiTenpHast paboTa 89
Bun
MIPOMEXKYTOUYHOU .
P Y 3a4eT ¢ OlEHKOM -
aTTeCTaINH
(Kont./camocT.pafb.)




5. Conep:xxanmne TMCHUILIMHBI (MOIYJIs), CTPYKTYPHMPOBAHHOE 110 TEMaM
(pa3aenam) ¢ ykazaHueM OTBe€HHOT0 HA HUX KOJIMYECTBA aKaJeMHU4YeCKHUX
WIN ACTPOHOMUYECKHMX YaCOB U BUIOB YUeOHBIX 3aHATHIA

TpynoeMKocTb
E = 2]
NEE:
No Haumenoanue pa3nena o = = % 5 Coneprkanie
JUCLUILIMHEI (TEMa) g 2 = | 2| e
=18 E |8 8
= |'S| 2
|5 °
3 cemectp
- [lonsatue o npokymenre. CBolicTBa,
npu3Hakd, (QYHKIOUH  JOKYMEHTA.
Metonsl M cHOcoOBl  TOKYMEHTH-
OCHOBBI  JOKYMEHTAJIb- poBanusa. HopmaTtuBHO-MeTOIHMUECKAS
1 | Horo obecrnieueHus 2| 6 6 20 0aza  JOKYMEHTAI[MOHHOTO  obec-
OopraHuzaly  Ipolecca MEYCHUST YIPABJICHUS IEATEIHbHOCTHIO
cepBuca opranuzanuu chepsl cepuca. Bumbl
YIPaBICHUYECKUX JOKYMEHTOB, HE00-
XOJUMBIX JUIsl ONHCAHUS Pa3IMYHBIX
YIPABICHUYECKUX JEHCTBUMN.
- CocraB, CTpyKTypa U COJEpXKaHUE
JIOKYMEHTAIUH, obecrnieunBaroIIen
Cucrembl JTOKYMEHTAIIWH, OpraHU3aIII0 nporecca
oOpa3ymomuecs B Mporiec- cepsuca.Cocras OpraHu3aIMOHHO-
2. | ce ympamineHusi nesirenb- | 32 | 6 6 20 | mpaBoBOI, pacrnopsiAUTEIbHOMN,
HOCTBIO OpraHu3anun UH(OPMaIIMOHHO-CIIPABOYHOMH,
cdepsl cepBuca.. MJIAHOBO-OTYETHOM  JIOKYMEHTAIIHH,
npaBuIia ed COCTaBIICHUS u
oopmIieHus;
OOmiass xapaKkTepUCTHKa KaJpOBOTO
cocraBa mpeanpuatus. OpraHuzarus
JIOKYMEHTAIMOHHOTO obecrniedueHus
NEeSTeIbHOCTH ~ KaJIpOBOW  CITYXObI
JToKyMEHTAIHORHOCOBEC- npeanpusaTus chepsl cepBHuCa. Opra-
3. | meuenue ympasnenus mep- | 36 | 8 8 20 | MBI Pa6OTH ¢ KaJIPOBOH AOKY~
COHATOM. MeHTaruel. (OCOOEHHOCTH — HCIOJIb-
30BaHus ceTd VHTepHET /Il pemeHus
3a/1a4  KaJpOBOTO JIEJTONPOU3BOJICTBA.
Odopmnenue JIETIOBBIX THCeM,
JOKJIATHBIX U CIY>KEOHBIX 3alHCOK,
OTBETOB Ha JKaJIOOBI TOTpEOUTETICH.
Opranusanus Opranu3zanys padoThl ¢ JOKYMEHTaMHU.
4. | mokymMeHTO00OopOTA. 43 [ 6 8 29 | Pecypcsr, cpeactea M IpaBuia
Pecypcel, CpelncTBa u JIOKyMeHTo0oOopoTa B cepBuce. Mx BbIOOp
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MpaBuUiIa JOKyMEHTO00OpOTa B 3aBUCHMOCTH  OT  OCOOEHHOCTEH

B cepBuce. Ux BeIOOp B JEATEIILHOCTH MIPEAIPUAATHA.
3aBHCHMOCTH oT Cucrematuzanuss JOKYMEHTalUd B
0coGeHHOCTEH rnporuecce CEpPBHUCHOM
ACATEILHOCTH TIPCATIPUATH. nesrenbHocTH. @opMupoBaHue "
odopmiieHue JIeI. DkcnepTusa

OECHHOCTHU JOKYMCHTOB,
IMOAroTOBKAa NOKYMCHTOB K XpPaHCHHIO.

3ayeT ¢ OLEHKOM 1 1 |-

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

6. Ilepeyenb yueOHO-METOAMYECKOT0 00ecriedeHUs AJIs1 CAMOCTOSITEIbHOM
patdoThI 00y4AKOIIMXCS MO JUCHUIINHE (MOTYJIIO)

CamocrosiTesIbHas pad0Ta CTYACHTOB HA 04HO# opme 00yueHHs

Ne Buapl camocTosiTenbHOU Tpynoemkocts, | @opma KOHTpoOJIs™
paboThI aK.4acsl
1. | IIpopaboTka T€OpETHUECKOTO
Marepualia o KOHCIeKTam
JICKIIAHA, PEKOMEHIOBAaHHOM 30 YCTHOC
cobeceoBaHuE

JTUTEPATYPE, TOTOJTHUTEIHLHBIM
HMCTOYHHKAM WHOOpMAIuu

2. [ToaroToBKa K MPakTUUYECKUM Mpe/ICTaBlICHUE
3aHATHUSM: TTIOUCK 29 uHdopmaIuu B
HEe0OXo Mo HH(pOpMaIHH, 06paboTaHHOM
o0paboTka nHpOopMauu BHJIC

3. [ToaroToBKa K TEKyIIEMY
KOHTPOJIIO (TECTUPOBAHUE U 20 KOHTPOJIbHAS
HaIlMCaHue KOHTPOJbHON pabora
paboThI)

Jlns caMoCTOSTeNBbHOM paboThl MO AUCIUILIMHE (MOIYJII0) OOydJaromuecs
UCITIOJIB3YIOT CIIeNIyIoNee yueOHO-METOJUIECKOEe 00ecIieyeHueE:

1) bBeikoBa T. A.JlokymMeHTanMoHHOE OOECIEYCHUE  YIPABICHUS
(menompou3BoicTBO): Yueb.moc. / T.A.bbikoBa u ap. - 2 u3ad., nepepad. u Jom. -
M.: HULL Uudpa-M, 2013-304c.http://znanium.com/bookread?.php?book=390575

2) JlokyMeHTalMOHHOE OOEeCIeUCHNEe YIpaBJICHHs IEepPCOHAIOM: YdeOHOe
nocoobue/bynar P. E. - M.. HHUI] HNHDPA-M, 2015. - 234
c.http://znanium.com/bookread?.php?book=488066

3)lokyMeHTaIlMOHHOE 00eCrIeYeHHe YIPABICHUS B COLIMAIBHO-KYIbTYPHOM
cepBuce U TypusMme: Ydebnoe nmocobue / I'ymuna U. A., 3aiinmeBa H. A. - M.:
Anpda-M, HUII NH®PA-M, 2015. - 240
c.http://znanium.com/bookread?.php?book=489737



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

4) DonHp OLICHOYHBIX u METOIMYECKHUX MaTepuaioB o
TUCHUTUTMHE«/[OKYMEHMO0O0pOm 6 OpeaHU3AYUSX CEPEUCcay.



7.®oH1 OLIEHOYHBIX U METOIMYECKUX MATEPHAJIOB /IJIsl POBeAeHMSsI
NMPOMEKYTOUHOM aTTecTAlMU 00y4aKOIIMXCH M0 JUCIUIIINHE

7.1. IlepeyeHb KOMIETEHUMH ¢ YKa3aHHeM 3TAanoB ux GopMupoBaHus B
npouecce 0CBOCHUN 00pa3oBaTeJIbHOM MPOTrPaMMbI

[Iporiecc wm3yyeHUss IUCHMIUIMHBI «/JOKYyMeHmMO0O0Opom 6 OpeaHu3ayusix
cepeucay HarpaBjeH Ha ((OPMUPOBAHUE CIECTYIOMINX KOMIIETSHIINM]:

OIIK-3 - 2comosHocmb opeanuzo8ams npoyecc cepsuca, nposooums eblO0p
Dpecypcos u cpedcms ¢ yuemom mpeoosanull nompeoumens

JTanbl (l)OpMHpOBaHHSI KOMIICTCHIINHN

1 sTan 2 3Tal
OKYMEHTO000POT B OPraHN3aIMAX
Aoxy p p n MapkeTuHr B cepBuce
cepBHca (5 cem)
(3 cem)

MeEHEKMEHT B CepBHCE
(5 cem)




7.2.

Onucanue nokasarejeu u KpUTEpUEB OLICHUBaHUA KOMHeTeHHHﬁ Ha pa3/inYHbIX 3TallaX uX (l)OpMI/IpOBaHI/IH,
OIMMCAHHUC IIKAJI OHCHUBAHUA

= | = Kpurepun oneHuBanusi pe3yJbTaToB 00y4YeHUsI
= E
s Z| E
= B II1anupyemsbie He3auder ¢ onenkoii 3a4er ¢ OLEHKOM 3adeT ¢ OEHKOH 3ader c OIEHKOMH
|5
= S| 2| pesyabTaTbl 00ydeHHsl | «HEeyJOBIETBOPHTEIbH | «yAOBJCTBOPHTEILHOY «X0pouio» «OTJIMYHO»
2]
=| 2 o» (0-54 6an110B 55-69 6a.110B 70-84 6an1a 85-100 6as1;10B
S
°| =
1 aran
3HaHus: He 3Haet 0cHOBBI: JleMOHCTpHpYET YacTu4- 3HaeT 10CTAaTOYHO B JleMOHCTpHUpYET BBICOKUI
-OCHOBBI JJOKYMEHTaJIb- -IOKYMEHTaJIbHOI'O 00ec- | Hble 3HaHUs 0e3 IpyObIX 06a30BoM o0OBEME: YPOBEHb 3HAHUM:
= HOTr0 00ecreueHus opra- | MeuyeHus: OpraHu3aluu OIIMOOK: -OCHOBBI JIOKYMEHTAJIBHO- | ~-OCHOB JJOKYMEHTAJIBHOI'O
= HU3aLUU IIpoLecca cep- | Mpolecca CEPBUCA; - IIPOLIECCOB IOKYMEH- ro obecrieyeHus: opranusa- | o0ecrneyeHus opraHusa-
aa]
= BHCA; -COCTaB OpPraHM3allMOH- | TaJbHOT'O 00ECIIEUEHUS LM IIPOLIECCA CEPBUCA; LIUH IIPOLIECCA CEPBHUCA;
o - COCTaB OpPraHMU3alMOH- | HO-IIPABOBOM, paclopsi- | OpraHU3ally CEpBUCA; - COCTaB OPraHU3alMOHHO- | - COCTaBa OPraHU3alMOH-
: HO-TIPaBOBOM, pacnops- | AUTEIbHOU, HHPOpMa- - OPTaHMU3aLMOHHO-TIPABO- | MPABOBOMW, PaCIOPsIU- HO-IIPAaBOBOM, paclopsIu-
2 JUTEIbHOH, nHpOopMa- LIHOHHO-CIIPaBOYHOM, BOH, pacIOpsAAUTEIIbHOM, TEJIbHOM, MHPOPMALIMOH- | TEJIbHOM, MHPOPMAIIMOH-
§ = LIIOHHO-CIIPABOYHOM, IJIAHOBO-OTYETHOMH 10Ky~ | ”HOpPMAIlMOHHO-CIIpa- HO-CIIPaBOYHOM, IUNIAHOBO- | HO-CIIPABOYHOM, IIJIAHOBO-
a § ™ IJIAHOBO-OTYETHOM JOKY- | MEHTALIMH, IPABUJIA €€ BOYHOM, IJIAHOBO-OTYET- OTYETHOM JOKYMEHTALIUMU, | OTYETHOW JOKYMEHTALUH,
; OE) < | MEHTAIIWH, TIPaBUIIA €€ cocTaBieHUs ¥ oopMmiie- | HOW JOKYMEHTAllMH, OTpe- | MpaBuJia €€ COCTABJICHUS U | IIPaBUJI €€ COCTaBJICHUS U
= 2 E COCTaBJIEHUS U 0POPM- HUS; JIEJICHUY TIPABUII COCTaB- odopmieHus; oopmienus;
2]
5 2 JICHUS; -paBWJIa JOKYMEHTO- JeHUs U 0(OPMIICHHUS; -TpaBuia JOKyMEHT0000- | -IIPaBUJI JOKYMEHTO000-
5 ™ -IpaBUJIa JOKYMEHTO- o0opora; - OIIPECIICHUH TIPABUII pora; pora;
§ obopoTta -pecypcoB, CpEACTB U JIOKyMEHTO000poTa -pecypcsl, CpelicTBa U -pecypcoB, CPEACTB U
2 -pecypcsl, CpelcTBa U IIpaBUI -pecypcoB, CpeACTB U IIpaBuIIa IIPaBUII
2 npaBuiia JIOKyMEHTO000pOoTa B MIpaBHII JIOKyMEHTO0000pOoTa B JIOKYMEHTO000poTa B
% JIOKYMEHTO00O0pOTa B cepBuUce. JIOKYMEHTO000pOTa B cepBuUCe. cepBuce.
E CEPBHCE. CEPBHUCE.
©) Ymenus: He ymeer unu nemoncr- | [leMoHCTpHUpYyeT YMeer npuMeHsTh 3HaHus | JleMOHCTpUPYET BBICOKHUM
-OnpeacATh COCTaB, pUpYET YaCTHUYHbIE yMe- | YaCTUYHbIE yMEHUs Oe3 Ha MpaKkTUKe B 0a30BOM YPOBEHb YMEHHUMIIPH:
CTPYKTYPY H COIEpKa- HUS, IOMYyCKasi TpyObie rpyOBIX OHIMOOKNPH: o0BeMerpH: -OIPEICICHUH COCTaBa,
b
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HUE JIOKYMCHTALINH,
o0ecreunBaroIen
OpTraHM3aIUIo TIpoIecca
CepBHCa, BEIOUPAThH
PECYPCHI M CpeicTBa
JIOKyMEHTO000pOTa;

-OIpeIeIsTh BUIbI
yIpaBIEHYECKUX
JIOKYMEHTOB, HEO0OXO0/11-
MBIX JJIsI OTIMCAHUS Pa3-
JUYHBIX yIpaBJIeHYEC-
KHUX JICVCTBHIA B pa3ind-
HBIX CUTYaIUsX;
-COCTaBJIATh U 0(hopM-
JSTh 1€JIOBbIE MHChMA,
JIOKJIQJHBIC U CITYXKe0-
HBIE 3aIMMCKH OTBEYATh
Ha JKaJI00bI MOTpeOUTE-
nen

OIIMOKH TIPH:
-ONpeeTICHUN COCTaBa,
CTPYKTYPBI H COJIepXKa-
HUS TOKYMECHTAIIUH,
oOecnieuynBaroliel opra-
HU3AIHIO MpoIecca cep-
BHUCA, BEIOUPATH PECyPCHI
U CpE/ICTBA
JIOKyMEHTO000pOTa;
-OTpeICTICHUH BUIOB
YIPaBJICHYECKHUX JIOKY-
MEHTOB, HEOOXOIMMBIX
JUTSL OTIMUCAHUSI pa3Jiny-
HBIX yIIPABICHYECKUX
JICHCTBUH B pa3IMuHBIX
CUTYaITUSX;

- COCTaBJICHUU ¥ 0OPM-
JICHUU JIETIOBBIX TIHCEM,
JOKJIaTHBIX U CITyXKe0-
HBIX 3aIHCOK OTBEYATh
Ha JKaJ00bI MOTpeduTe-
nen

-OIPECIICHUH COCTaBa,
CTPYKTYPHBI B COACPKaHUS
JIOKyMEHTAIM1, oOecreun-
BAIOIICH OpPraHU3aIlnIo
mporiecca cepBuca,
BBIOMPATh PECYpPCHI U
Cpe/cTBa
JIOKYMEHTOO00POTa;

- OIIPEICIICHUH BUIOB YII-
PaBIEHYECKUXJOKYMEH-
TOB, HEOOXOUMBIX IS
OTIMCAHUS PA3THYHBIX YII-
PaBIICHUYECKUX JICUCTBUI B
Pa3IMYHBIX CUTYAIUsX;

- COCTaBJICHUU U 0OPM-
JIEHUH JICJIOBBIX ITMCEM,
JOKJIATHBIX U CITY>KEOHBIX
3allMCOK OTBEYaTh Ha
*anoObl moTpeduTeneit

-OTIpeIeIICHUN COCTaBa,
CTPYKTYPBI U COAEPKaHUS
JOKYMEHTAINH, 00eceyun-
BAIOILCH OpraHU3aINI0
nporecca cepBuca,
BBIOMPATh PECypCHI U
cpexacTBa
JOKYMEHTOO00POTa;

- OIIPEICTICHUH BHJIOB YII-
PaBIIEHYECKUXTOKYMEH-
TOB, HEOOXOAUMBIX IS
OTIMCAHMSI PA3INYHBIX YII-
paBICHYECKUX ACHCTBUH B
Pa3INYHBIX CUTYaLUsX;

- COCTaBJIeHNH U 0hopM-
JICHUU JETIOBBIX IIHCEM,
JOKJIaHBIX M CITY’KEOHBIX
3allMCOK OTBEYaTh Ha
*anoObl moTpeduTeneit

CTPYKTYPBI U COJICPKAHUS
JOKYMEHTaIuM, o0ecreun-
BaIONICH OPraHU3aIUI0
npoIriecca cepBuca,
BBIOUPATH PECYPCHI U
cpexacrTsa
JOKYMEHTO000pOTa;

- OTIPEJICIICHUH BUJIOB YII-
paBJICHYECKUXJOKYMEH-
TOB, HEOOXOAUMBIX TSI
OTIMCAHUS PA3IMYHBIX YII-
paBIICHUECKUX JICHCTBUH B
Pa3IUYHBIX CUTYaIUX;

- COCTaBJICHUU U 0OPM-
JICHWH JISIOBBIX TTUCEM,
JOKJIQ/IHBIX M CITY)KEOHBIX
3aIMCOK OTBEYATh Ha
JKaj00bl MOTPEOUTENCH

HaBpbiku:

- HaBbIKaMU pa3padOTKU
Habopa opraHu3alroH-
HO-IIPaBOBOM, pacmopsi-
TUTENbHOM, nHpopma-
IUOHHO-CITPABOYHOM,
IJIAHOBO-OTYETHOM JOKY-
MEHTaIllH,BBIOOpa
pPECYPCOB U CPELICTB
JIOKYMEHTO000pOTa B
Mpoliecce OpraHu3anuu
CEpPBHUCHOI
JIESATEIbHOCTH;

He Bnaneer win ne-
MOHCTPHUPYET HU3KUI
YPOBEHB BIIaJICHUS:

- HaBbIKaMU pa3pabOTKH
Habopa opraHu3aloH-
HO-TIPaBOBOM, pacmopsi-
JTUTENbHOM, nHpopma-
UOHHO-CITIPABOYHOM,
IJIAHOBO-OTYETHOM JJOKY-
MEHTaIllH, BBIOOpa
pPECYPCOB U CPELCTB
JTIOKYMEHTO000pOTa B
IIpoLiecce OpraHu3anuu

JemMoHcTpHUpyeT
YaCTUYHBIE BIIaIeHUs 0e3
rpyOBIX OINOOK

- HaBbIKaMU pa3pabOTKH
Habopa opraHu3alMoOHHO-
IIPaBOBOM, pacropsau-
TEJbHOM, MHPOPMALIMOH-
HO-CIPAaBOYHOM, JIAHOBO-
OTYETHON JOKYMEHTALUH,
BBIOOpa PECYPCOB H
CPEICTB
JTIOKYMEHTO000pOTa B
IIPOLIECCE OpraHu3alun

Brnaneer 6azoBsiMu
IpUEMaMHU:

- pa3paboTku Habopa op-
raHU3alMOHHO-TIPABOBOM,
pacnopsAUTEIbHON, UH-
(hopmaImoHHO-CIIPaBOY-
HO, IJIaHOBO-OTYETHOM
JIOKyMEHTaIuH, BIOOpa
PECYPCOB U CPEJCTB
JIOKYMEHTO00O0pOTa B
IIPOLIECCE OpPraHu3alnn
CEpPBHUCHOM AEATEIbHOCTH;
- CUCTEMATH3a1H JI0KY-

JleMOHCTpUpYeT BlIaJICHUS
Ha BBICOKOM YPOBHE:

- HaBBIKaMU pa3pabOTKH
Habopa opraHMu3aluOHHO-
IPaBOBOM, pacropsIuTe-
JbHOU, HHPOPMAITMOHHO-
CIPaBOYHOH, IJIAHOBO-
OTYETHON JOKYMEHTAIIUH,
BbIOOpa pecypcoB U
CpeAcCTB
JOKYMEHTO000pOTa B
MpolLiecce OpraHu3aluu
CEPBHCHOM IEATEIbHOCTH;
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- HaBbIKaMU CUCTEMAaTHU-
3alluM JIOKYMEHTALIUH B
MIPOLIECCE CEPBUCHOM

JeATEeIbHOCTH, OPTaHU-

CEpPBHUCHOI
JIeSATEIbHOCTH;

- HaBbIKaMU CUCTEMAaTHU-
3aI[uu JOKYMEHTAINU B

CEPBHUCHOM JESITEIbHOCTH;
- HaBbIKAMHU CUCTEMaTHU3a-
[[UU TOKYMEHTAIIUH B MIPO-
LIECCE CEPBUCHOM JIEATEIb-

MEHTAallUM B POLECCE Cep-
BUCHOM JESATEIBbHOCTH, OP-
raHU30BbIBATHIOKYMEHTO-
obopoTt

- HaBBIKAMHU CHCTEMAaTH3a-
WU JOKYMEHTAI[UHU B MPO-
11€CCE CEPBUCHOM JIESTENb-
HOCTH, OPraHU30BbIBATH

30BBIBATHIOKYMEHTO- nporiecce CepBUCHOM HOCTH, OPTaHU30BbIBATh JIOKYMEHTOO00POT
oboport NeSITEIbHOCTH, OPTaHu- | JIOKyMEHTO000pOT

30BBIBATHIOKYMEHTO-

oboport

12




7.3. TunoBble KOHTPOJIbHBIE 32JaHUA WM UHbIE MATEPHAJIbl, HE00X0IMMbIEe
JJ151 OLeHKM 3HAHUI, YMEeHM i, HABBIKOB H (MJIH) ONBITA 1eATeJbHOCTH,
XapakTepu3yoIuX 3Tanbl (JOPMUPOBAHNS KOMIIETEHI[UI B IpoLecce

O0CBOEHHsI 00pa30BaTEIbHOH NPOrPaMMbI

T'OCYJIAPCTBEHHBIY UHCTUTYT SKOHOMUKH, PUHAHCOB, I[IPABA U
TEXHOJIOTUI
Kadenpa ynpasijieHusi cOuMajbHbIMUA U IKOHOMUYECKUMH MPOLECCAMH
BWIET K 3AYETY Ne 1
HO JUCIHUTIIIINHE <<I[OKVMCHTOO6ODOT B OpradHu3anuiax CCpBuca»
2017-2018vyuy.ron

Teoperuyeckre BOIPOCHI:

1. OGocHOBaHME HEOOXOIUMOCTH O0YICHHS JOKYMEHTAIIMOHHOMY 00ECIICUYCHHIO U €T
aBTOMATH3AIIHH;

2. lokymMeHTO00O0pOT B opranuzanui. PaboTa ¢ BXOASIIUME JOKYMEHTAMHU;
[IpakTHKO-OPUEHTHUPOBAHHOEC 33/IAHHE:

OdopmuTh NprKa3 0 HA3HAYCHUU OTBETCTBEHHOTr03a oOpalieHne ¢ OJaHKaMy IPEAPUSTHS B
cootBercTBuu ¢ ['OCT P 6.30-2003

3as.kagedpori «YpaBineHus: cCouuaibHbIMU
Y HYKOHOMHYECKHMMHU Tporieccamu»  1.3.H., mpod.3aboposckas O.B.
(moamuck)

FOCYI[APCTBEHHBIPI MHCTUTYT DKOHOMUKHU, PUHAHCOB, ITPABA U
TEXHOJIOT I
Kadeapa ynpasJiieHust COUMaJIbHBIMHA U IKOHOMUYECKUMHM NPOLIeCCaMu
BUJIET K 3AUETY Ne 2
ITo gucimnauiae «JIoKyMeHTOOOOPOT B OPraHU3AIIHAIX CEPBUCA
2017-2018 yu.ron

Teopernyeckne BONPOCHI:

1. KnaccudukaTopsl 10KyMEHTOB;

2. ®opMUpPOBaHUE U XPaHEHUE JIET;

ITpakTUKO-OPHEHTUPOBAHHOE 3aJaHKE:

OdopmMuTh MPOTOKOI 3aceaHus IKCIIEPTHON KOMUCCHU B COOTBETCTBUU ¢ THUIIOBOI
UHCTPYKLUEN 10 IEI0NPOU3BOJICTBY

3as.xaghedpori «YTpaBieHUs COLUATLHBIMU
1 YKOHOMHYECKHUMH MPOIIECCaAMM» 1.3.H., ipod. 3aboposckas O.B.

(moamuce)




T'OCYJIAPCTBEHHBIY UHCTUTYT SKOHOMUKH, ®UHAHCOB, IIPABA U
TEXHOJIOTUI
Kadenpa ynpajieHusi coumajibHbIMUA U IKOHOMUYECKUMH MPOLECCAMH
BWIET K 3AUYETY Ne 3
HO JAUCIHUIIIINHE <<I[OKVMCHTOO6ODOT B OpradHu3anuiax CCpBuUca»
2017-2018 yu.roxg

TeopeTrueckne BOOPOCHI:

1. PernamenTanus 1ea0npou3BOICTBA;

2. lIpeszentanus. Ee pyHkusa u HazHaueHne. OCHOBHBIE DJICMEHTHI;
[IpakTUKO-OPUEHTUPOBAHHOE 3a/IaHUE:

CocTaBuTh CIy>KeOHYIO 3aIIUCKY Ha MOOIIPEHUE COTPYIHUKA, IEPEBHINMOIHUBIIETO MJIAHOBHIE
[I0Ka3aTeNu

3as.kagedpori «YpaBineHus: cColuaibHbIMU

1 YKOHOMHUYECKHUMU MPOIIECCAMM 1.3.H., ipod. 3aboposckas O.B.

(monmuce)

7.4. MeToau4ecKue MaTepuaJibl, ONpeaeJsaolue Npoueaypbl OLeHUBAHUS
3HAHUN, YMEHHU, HABBIKOB HJIM ONBITA AEATEJbHOCTH, XaPAKTEPU3y0lIHe
JTanbl (OPMUPOBAHUA KOMIIETEHIMI

B TUD®IIT nnga oueHKM 3HAHUWA, YMEHMH, HABBIKOB M (WJIM) OMbITa
NEeATEIbHOCTH HUCIONb3yeTcsl OalmbHO-pedTuHroBas cucrema. Ilog OamibHO-
PEUTUHTOBOM CHUCTEMOW MOHUMAETCA CUCTEMa KOJMYECTBEHHON OLCHKH KauyeCcTBa
ocsoeausi OIl BO. Ilpu sToM wu3ydaemas JUCUUIUIMHA JEJIUTCA Ha P
CaMOCTOSITEJIbHBIX, JIOTHYECKH  3aBEPIICHHBIX  pa3iesioB  (Moaynei)  as
MIPOBEJICHUSI IO HUM KOHTPOJIbHBIX MEPOTIPUSITHUH.

Texymmii KOHTPOJIL MPEACTABIIET COOOM MPOBEPKY YCBOCHUS y4eOHOTO
Marepuajia  TEOPETHYECKOr0 U  MPAKTUYECKOIO0  XapakTepa, PEryJsipHO
OCYILIECTBISIEMYIO Ha MPOTSHKEHUM cemecTpa. K [10cTOMHCTBaM [TaHHOrO THIA
OTHOCHUTCS €ro CHCTEMAaTUYHOCTb, HEMOCPEACTBEHHO KOPPEIUPYIOLIAsAC C
TpeOOBaHHEM MTOCTOSTHHOTO ¥ HETIPEPHIBHOIO MOHUTOPUHTA KauecTBa OOy4CHHS, a
TaKXKe BO3MOXXHOCTh OaNIbHO-PEUTUHIOBOM OLICHKU yCIIEBAEMOCTHU
oOyuaroruxcs. K ocHOBHBIM (hopMaM TEKYIIEro KOHTPOJIS (TEKYIIEeH aTTeCTaIIH)
MOYHO OTHECTH YCTHBIM OIMPOC, MUCbMEHHBIC 3aJJaHHsI, KOHTPOJIbHbBIC PAOOTHI.

[IpomexxyTouHass arrecTanus, Kak MPaBUIIO, OCYIIECTBISECTCS B KOHIIE
ceMecTpa U MOXKET 3aBepllaTh MU3y4YeHUE KaK OTACIbHON MUCIMIUIMHBI, TaK U €€
pazaena (pasnenoB) /moayis (moxynei). IIpomexxyTouHas arrectamusi moMoraet
OIICHUTH O0Jiee KPYMHbIE COBOKYITHOCTH 3HAHUN U YMEHUMN, B HEKOTOPBIX CIydasix
— Jaxe (popMHpOBaHHE OMNPEACIICHHBIX MPOGECCUOHAIBHBIX KOMIIETEHIIUA.
OcHoBubie ¢opmbl: 3ader (auddepeHnrpoBanHblii). Texkymuid KOHTPOJIb H
MPOMEXKYTOUHASI aTTECTalUsl TPAAUIIMOHHO CIIYXaT OCHOBHBIM CpPEICTBOM
oOecrieueHuss B y4eOHOM TIPOIECCe «OOPaTHOW CBSI3M» MEXIy MperojaBaTeeM H

14




oOyJaromumcsi, HeoOXOUMOW HJisi CTUMYJIUPOBAaHUSA PabOThl OOydaIOLUUXCS H
COBEPILIEHCTBOBAHMSI METOIUKH MPENOIaBaHUS yUSOHBIX JUCITUIUIMH.

[To pe3ynbTaTaM MPOMEXKYTOUHOW ATTECTALMU CTYJICHTY 3aCUHUTHIBACTCS
TPYNOEMKOCTh  JUCHMIUIMHBI B 3aU€THBIX  E€QUHULAX,  BBICTABISAETCSA
muddepeHpoBaHHasT  OLIGHKa B TIPUHATOM  By3e  CHUCTeMe  0alioB,
XapaKTepu3yromas Ka4eCTBO OCBOCHHS CTyICHTOM 3HAaHUM, YMEHHUI U HABBIKOB 10
ATOM NUCIUILIINHE.

YPOBHU OCBOEHUS JTUCIHIUTIJIMHBbI

MuHuManbHbIN OCHOBHOI1 [IponBunHyTHIN
bannv 55-69 70-84 85-100
Ouenka 3 4 5

3aureHO ¢ OICHKOMS  («oTam4yHO», 85-100 6anjioB) CTaBHTCH

00y4JaronIMMcsi, KOTOpbIE MPU OTBETE:

— OOHapy>KUBAaIOT BCECTOPOHHEE CHUCTEMAaTUYECKOe M TIyOOKOe 3HaHue
IPOrpaMMHOT0 MaTepuarna;

— JIEMOHCTPUPYIOT 3HAHUE COBPEMEHHOMN Y4eOHOM U HAyYHOU JIUTEPATYPHI;

— CIOCOOHBI ~ TBOPYECKHM TPHUMCHATh 3HAHWE TEOPUU K  PEIICHHIO
npodeCCUOHANIBHBIX 33]1a4;

— BJIAJICIOT MOHATUIHBIM aNapaToMm;

- JEMOHCTPUPYIOT CHOCOOHOCTh K aHAIM3y U COMOCTABJICHHUIO PA3THYHBIX
MOIXO/IOB K PEIICHUIO 3asBJICHHON B OMJIeTe MPOOIeMaTUKH;

— MOATBEP)KIAIOT TEOPETUUECKHE ITOCTYJIATHl IPUMEPAMHU U3 MPAKTHKH.
3auteHo ¢ oueHKoU 4 («xopomoy, 70-84 6asa) ctaButcs oOydaromumcs,

KOTOPBIE TIPA OTBETE:

— OOHapy>KHUBAIOT TBEPOE 3HAHKE MPOTPAMMHOI0 MaTepHaa,

— YCBOWJIM OCHOBHYIO M HanboJiee 3HAYMMYIO JIOTIOJTHUTEIbHYIO JIUTEPATYPY;

— CIOCOOHBI ~ TPUMEHSATH  3HAHWE  TEOPUHM K  PEIICHHUIO  3aaad
Po)eCCHOHAIEHOTO XapaKTepa;

— JOTYCKAIOT OTICITbHBIC MOTPEITHOCTH M HETOYHOCTH ITPH OTBETE.
3a4TeHO C OICHKOU 3 («yI0BJIETBOPUTEIBLHO», 55-69 0aJl10B) CTaBUTCS

0Oy4JaroIIMMCcsi, KOTOpBIE MPU OTBETE:

— B OCHOBHOM 3HAIOT MPOrPaMMHBIA MaTepHuan B 00béMe, HeOOXOAMMOM IS
npeacTosiei padoTel o npodeccuu;

— B 11€JIOM YCBOWJIM OCHOBHYIO JIUTEPATYPY;

— JOMYCKAIOT OT/ICIbHBIC TIOTPEITHOCTH B OTBETE HA BOIPOCHI.
He 3auteHo («HeyaoBjeTBopuTENabHO», 0-54 Oamma) craBuTCA

OOyJaroIIMMCsi, KOTOPBIC PU OTBETE:

— OOHapy>KMBAaIOT  3HAYUTENbHBIE TPOOEIBI B  3HAHUAX OCHOBHOTO
IPOrPaMMHOTO MaTepHala;

— JOMYCKAIOT MPUHITUITHATBHBIC OIIMOKH B OTBETE HA BOIIPOCHI;

— JEMOHCTPUPYIOT HE3HAaHHWE TEOPUM ¢ TIPAKTHKHA MPOodhecCHOHATBHOU
NeSTeTLHOCTH.
OcHoBaHueM TSl HEAOMYCKA K 3a4eTy SIBJSETCS TO, YTO OOYyYaromuics BO

BpeMsi ceMecTpa He HaOpajl yCTaHOBJIEHHOTO MUHUMYyMa 0ajioB — 55 6aos.
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8. IlepeyeHb OCHOBHOI M JONOJHHUTEIbLHON Y4eOHOI IUTEPATYPBHI,
HEe00X0AUMOI JIJI1 OCBOCHUS TUCHMILIMHBI (MOTYJIS)

a) rocy1apcTBeHHbIE CTAHIAPTHI

1) TOCT P51141-98 «/lenonpousBoCTBO U apXHWBHOE Je10. TepMHUHBI U
OTIPEICTICHUS

2I'OCT P 6.30-2003 «YHupHUIUpOBaHHBIE CHUCTEMbI JIOKYMEHTAIIWH.
YHuuupoBanHas ~ CUCT€Ma  OPraHU3allMOHHO -  PACIOpPSAUTEIbHON
nokyMeHTauu. TpeGoBaHust K 0POPMIICHUIO TOKYMEHTOBY

3) TOCT P 7.097-2016 «Cucrema craHmapToB 1O HH(DOPMAIUH,
OMOIMOTEUHOMY W HW3JaTeNbCKOMYy Jeny. OpraHu3alMOHHO-PACIIOPSAUTENbHAS
nokyMeHTanusi. TpeboBanus kK 0OPMICHHUIO TOKYMEHTOBY

0) OCHOBHAas JiUTEepaTypa:

1) beikoBa T. A.JIOKyMEHTallMOHHOE OOECIICYCHHUE  yIPaBJICHUS
(memonpou3sBojicTBO): Yueb.moc. / T.A.bvikoBa u ap. - 2 uza., nepepad. u aom. -
M.: HUIL Uudpa-M, 2013-304c.http://znanium.com/bookread?.php?ook=390575

2) JloxyMeHTallMOHHOE OOECIICUCHUE YIIpaBIICHHUS TEPCOHAIOM: Yd4eOHOe
nocobue/bynar P. E. - M.. HHUI MHWHDPPA-M, 2015. - 234
c.http://znanium.com/bookread?2.php?book=488066

3)doxymeHTarimoHHOe 00ecIeYeHUE YIPaBICHHUS B COIIUATBHO-KYJITYPHOM
cepBuce u TypusMe: YuebHoe mocobue / I'ymuna U. A., 3aiiueBa H. A. - M.:
Annspa-M, HUII NH®PA-M, 2015. - 240
c.http://znanium.com/bookread?2.php?book=489737

B) JIOINOJIHUTE/IbHAA JIUTEpaTypa:
1) UYepunoa C. TI'.JlokyMeHTAIlMOHHOE OOCCIICUCHUE  YIIPABJICHUS
[DnexTpoHHBIN pecypc] : yueb.mocodue / HoBocuO. roc. arpap. yH-T, DKOH. ¢ak.;

coct. C.I. UYepnoBa. — HoBocubupck: 3osoroit komoc, 2014. - 106
c.http://znanium.com/bookread?.php?ook=516760
2)/loxkyMeHTaImoOHHOE obecrieueHue yIIpaBJICHUS: YuebHoe

nocooue/I'mamuitE.B. - M.: HMIl PUOP, HUIl HHDOPA-M, 2016. - 249
c.http://znanium.com/bookread2.php?book=304633

9. I[lepeuenb pecypcoB HH(OPMALMOHHO-TEJIEKOMMYHUKAIMOHHOM CeTH
«AHTEpHET», HEOOXOAMMBIX /IJIS1 OCBOCHUS AN CIUIIUHBI (MOILYJIA)

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

2) Jleaompou3BOJACTBO M JIOKYMEHTOOOOPOT  Ha  MPESANPHUATHH.
http://www.del o-press.ru/journal s.php?page=documents

3) KagpoBoe  Jenompou3BOACTBO W TpyaoBoe  mpaBo.  http://hr-
portal.ru/rubric/kdp

4) denepanbHblii mopTan «IOkoHOMHKA. Commosorus. MeEHEIHKMEHT.
http://ecsocman.edu.ru

5) DnekrponHas oubnmmorexka HR-cniermanucros. http://www.hrm.ru/
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http://znanium.com/bookread2.php?book=390575
http://znanium.com/bookread2.php?book=488066
http://znanium.com/bookread2.php?book=489737
http://znanium.com/bookread2.php?book=516760
http://znanium.com/bookread2.php?book=304633
http://delo-ved.ru/
http://www.delo-press.ru/journals.php?page=documents
http://hr-portal.ru/rubric/kdp
http://hr-portal.ru/rubric/kdp
http://ecsocman.edu.ru/
http://www.hrm.ru/

10. MeToauyeckue yKa3aHus JJis1 00y4alOIMXCHA M0 OCBOCHHI0 TUCIHIJIMHBI
(MoayJin)

CamocrosiTenbHasi MOArOTOBKA 00y4arOIIUXCsl TPOBOJUTCS JJIs YriyOaeHus
U 3aKperuIeHHs] 3HaHWM, MOJYYEHHBIX Ha JIGKIUSAX U APYTUX BUAAX 3aHATUH, JUIS
BBIPAOOTKH HABBIKOB CAMOCTOSITEILHOTO MPUMEHEHUS HOBBIX, JOMOIHUTEIbHBIX
3HAHWM U MOATOTOBKHU K MPEJCTOSIIIUM YYCOHBIM 3aHITHUSIM, 3a4ETY.

BaxxHpIM  yCcOBHEM  YCHEIIHOTO HW3YYCHHs] JUCIHUIUIMHBI  SIBIISETCS
nocemienue aekuil. [lox mocemenrneM moapasymeBaeTcss He (popMa MAaCCUBHOTO
IPUCYTCTBHS, a aKTUBHAs paboTa Mo W3y4eHHIO HOBOro Marepuana. [loaroroska k
JCKIIMOHHBIM 3aHSATUSM BKIIOYAeT B ce0s aHANIM3 MpeJiaraeMbIX ISl U3y4eHUs
BOINPOCOB, HM3yYE€HHUE HOPMATUBHBIX HCTOYHHKOB M Y4YeOHOW U HaydHOH
JUTEpaTypsl MO paccMaTpUBaEMBIM BOIpocaM JIeKIHMUA. B mporecce JeKiuu
oOyyaroluiics MOMET 3a/JaBaTb  YTOYHSIOIIME BOMNPOCHl, OCYLIECTBUTb
B3aMMOCBSA3b HOBOI'O MaTepualla C YK€ HU3YYE€HHBbIM, MOATOTOBUTH 0a3zy yis
3((HEKTUBHOIO MCIIONB30BAHMS MOJYYEHHBIX 3HAHUM, OOJErYyuTh MOATOTOBKY K
IPAKTUUECKOMY 3aHATUIO. OQ(EKTUBHBIM CIIOCOOOM (HUKCAUU JIEKIUOHHOTO
MaTepuaia SBISIETCS KOHCIEKTHPOBAHME, MPENCTaBIAIOLIEE COOONM HE TOJIBKO
¢uKcalui0 BaXKHEHIIMX MOMEHTOB JIEKIIMM, HO M YKa3aHHE IPUMEPOB Jis
HNOHMMAaHHUS TOTO UJIM MHOT'O TEOPETHUECKOI0 MaTepuasa.

[Ipy moOATOTOBKE K MPAKTUYECKOMY 3aHSATHIO HEOOXOAMMO HCIIOIb30BATh
KOHCIICKTUPOBAHHBIE MAaTE€pUANbl JICKIUH, Y4EOHYI0O U HAYYHYIO JIUTEPATypy.
[TonroroBKa OTBETOB MO BBIHOCUMBIM Ha OOCYXACHHE BOMPOCAM MPAKTUYECKOTO
3aHATHS BKJIIOYAET B ceOsl HE TOJBKO MPOYTCHHE MaTepHalia, HO M €ro aHaJIu3 |
KPUTHYECKYI0 OIeHKy. OOydJaromemycsi CieIyeT BBISIBUTh MAaJOW3YYCHHBIC
aCTIeKThl PACCMAaTPUBAEMBIX BOMPOCOB, MPOSBUTH MHUIIMATUBY TPU MOJATOTOBKE K
IPAKTUYECKOMY 3aHSTHIO.

[Ipy moAroToBke K MPAKTUYECKUM 3aHATUSAMU U 3a4€Ty PEKOMEHIYeTCs
CUCTEMATU3UPOBATh 3HAHMS, M300pakas WX B TaOJIMYHOM, TpadUUYECKOM WIH
CXEMaTUYHOM BHUJIE. DTO MO3BOJUT YCTAHOBUTH B3aUMOCBSI3b U3y4YaeMbIX SBJICHUM,
YIOPOCTUT 3ajady 3allOMMHAaHUSA MaTepuana, OOJEeryuT MPoLecC MPaKTUYECKOTO
MPUMEHEHUS TTOJTYYCHHBIX 3HAHUU.

3amaueli  TPAKTUYECKUX  3aHATHA  SIBJISIETCS  BBIpaOOTKAa  yMEHUS
UCTIONb30BaTh TEOPETUYCCKUE 3HAHMS, TPOSBUTH HAIUYUE TMPAKTHYECKUX
HaBbIKOB. [Ipy  mMOATOTOBKE K  MPAKTHYECKOMY  3aHATHIO  CIEAyeT
3a0J1arOBPEMEHHOTO 00ECTICYUTh HaJNMuMe HEOOXOAMMO Jisi JaHHOTO 3aHSTHS
MaTepuasa, CaMOCTOSTEIHHO TOBTOPHUTH paHee U3YUCHHBIC TEMBI.

JIiss  yCIIeNTHOTO OCBOEHUSI JUCIUIUIMHBI BaKHBIM SIBIISIETCSI  YMEHHE
paboTaTh ¢ TepMUHAMHU U UX ompeaeneHusMHU. s paboThl ¢ TEpMUHOJIOTHEH
3¢ (EKTUBHBIM SIBISIETCS MCHOJIb30BaHUE KaK yYeOHOM M HAy4dyHOU JIMTEpaTyphl,
TaK U OPUIAYECKUX U PUIOCO(CKUX CIIOBAPEH.

Pabota ¢ TepMHHaMU MOXET OCYIIECTBISATHCS Kak B (JOPME COCTaBJICHHS
COOCTBEHHBIX TEMATHUYECKHUX CJIOBAPUKOB JUIsl yIOOCTBA M CKOPOCTH IIOMCKA
HeoOxomumoro TepmuHa. C  ITOW TENBI0 HEOOXOAUMO KAKIBI  HOBBIM
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BCTPEYAIOIIUICI TEPMUH 3aIMCHIBATh U BO BPEMS MOJATOTOBKH K CEMHHAPCKUM H
MPAKTUYECKUM 3aHATHSM YKa3bIBaThb COOTBETCTBYIOLIEE ompeeneHue. B ciydae
BO3HMKHOBEHHUSI CJIOHOCTH BBIOOpa OIpEACNICHUs] W3 HMEIoIIerocs odbhema B
paMKax Hay4YHOTO 3HAHHMS HEOOXOJMMO 3a7aBaTh BOMPOCHI MPENOAABaTENO B
paMKax JIEKIMOHHBIX U IPAKTUYECKUX 3aHITUH.

[Ipy nNOAroTOBKE K MNPOMEKYTOUYHOMY HIM HTOTOBOMY TECTUPOBAHUIO
HEOOXOJMMO M3YYHTh TEOPETUYECKHM W MpPaKTHUYECKUN Mmarepuai. TecToBbie
3aiaHus (C TIEpeYHEeM BO3MOXKHBIX BAPHAHTOB OTBETOB, CPEAM KOTOPHIX XOTS OBI
OJIMH OTBET SIBJISICTCS HEBEPHBIM) OOECIEUMBAIOT CTPYKTYPHOCTH MBIIUICHMUS,
BBIHYKJECHHOTO BBIOpAaTh U3 MPEMJIOAKEHHBIX BAPUAHTOB OTBET BCE IMPABUIIbHBIC
BAPUAHTHI. TE€CTOBBIC 3aJaHUs] HA YCTAHOBJIEHHS COOTBETCTBUS IMOAPA3YMEBAOT
HEOOXOJMMOCTh TPOSIBIICHUS HE TOJHKO 3HAHUS Y4eOHOro Marepuajna, HO H
YMEHUSI TPUMEHSTh TpaBWwia QopMalibHOM JOTMKH. TecToBble 3amaHusl Ha
YIIOPSIIOYEHHUE HAIIPABJIEHbl HA YCTAHOBJICHUE JIOTMYECKOM IOCIEA0BATEIBHOCTH
paccMaTpuBaeMbIX SIBJICHUH (BPEMEHH CYIIECTBOBAHUS SIBJICHHUH, PaCIONIOKEHUS
CTPYKTYPHBIX 3JIEMEHTOB ITPABOBBIX JOKYMEHTOB U T.IL.).

OddexkTuBHBIM C€IIOCOOOM 1T TMOATOTOBKM K TECTUPOBAHUIO SIBIISETCS
pabota oOydJaromierocsi Mo PEIIeHUI0 TECTOBBIX 3aJIaHUM, TIPEIOCTABICHHBIX NS
CaMOCTOATENbHON paldoThl. Takke MpU MOATOTOBKE K TakoW ¢opMe KOHTPOJIS
3HAHUM, KaK PELIEHUE TECTOBBIX 3aJaHUU, CIEAYET CaAMOCTOSITEIIBHO ITOIBITAThCS
npopaboTaTh paccMaTpUBaeMble B JUCIUILIMHE BOMPOCH B (hOpME COCTaBIICHUS
TE€CTOBBIX 33JIAHUM.

[Ipy moaroToBKE K 3a4eTy CIEAYET UMETh B BHUIY, YTO OH SIBISETCS
UTOTrOBOM (POPMOY KOHTPOJISI 1O U3YUYEHUIO TAHHOW y4eOHOW MUCHMIUIMHBI. 3a4eT
MOJAPA3yMEBAET  MAKCUMaJbHYIO  KOHLEHTpPAlUK  3HAHUW WU YMCHUH,
MPEAINOIararorX MOJTHOE U3YUYeHUE MaTepuala JUCIUILIMHBI.

3ader mpoBOAMTCS B (QopMe YCTHOTO coOeceoBaHUS U BBIMOJIHEHUS
MUCBMEHHOTO 3aJIaHus, TUOO TeCTa.

Pemenne mpemnomaBatenss 00 WUTOTOBOWM  OILIGHKE MPUHUMAETCS  T10
pe3yapTaraM YCTHOIO OTBETAa M BBINOJHEHHOTO MHUCbMEHHOTO (TE€CTOBOIO)
3a71aHusl, B 3aBUCUMOCTH OT ILLIKaJIbl OLIEHKHU.

UurtepaktuBHble  GOPMBI  MPOBEJACHUS  3aHATUA 1O  JAUCIMIUIUHE
«/lokymenmoobopom 6 opeaHuzayusx cepéuca» BKIIOYAIOT B ce0s CIETyIOIINe
BUJIbI 3aHSTUH:

- HWHTEPAKTUBHBIC JICKIIMH, MPEANOIaraloT MCIOJIb30BAHUE METO/Ia
npoOJieMHOT0 W3oXKeHusl. [Ipu TakoM moaxoje JEKIUs CTAaHOBUTCS MOXO0XKeH Ha
JIAAJIOT, TPEro/laBaHue UMUTHUPYET HCCIIEIOBATEIbCKUM TpoliecC (BBIIBUTAOTCS
MEpPBOHAYAJILHO HECKOJBKO KJIOUEBBIX MOCTYJIATOB MO TEME JIEKIWUH, WU3JI0KCHUE
BBICTPAMBACTCS II0 TPUHIMIY CaMOCTOATEIBHOTO aHajdu3a | 0000IIeHus
CTyJEHTaMHi Y4eOHOro MaTrepuaia). JTa METOJHMKA IO3BOJISIECT 3aWHTEPECOBAThH
CTYyJIEHTa, BOBJICUb €ro B Mpoiiecc 00ydeHus. [IpoTuBopeunss HayqHOTO TTO3HAHUS
PAcCKpBIBAIOTCS TIOCPEJCTBOM IIOCTAHOBKH MpoOJeMbl. YdeOHas mpobOiema u
npoOJeMHasi CHUTyalus SBJISIOTCS OCHOBHBIMU CTPYKTYPHBIMH KOMITOHEHTaMHU
npobiemHoro obydenus. [lepen Hauamom u3ydeHUs OMPENETIEHHON TEMBI Kypca
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CTaBUTCA TIEpeN CTyIASCHTAaMU TPOOJIEMHBIA BOMPOC WM JAETCs MPOOJIEMHOE
3amanue. CTUMyNIHpys pas3pelieHue MpoOJIeMbl, TpernojaBaTelb CHUMAET
MIPOTUBOPEUHS MEXTYy UMEIOIUMCS €€ MOHUMaHueM M TpeOyeMbIMU OT CTYACHTa
3HaHUSAMH. D(DPEKTUBHOCTh TAKOTO METOAa B TOM, YTO OTACIIBHBIC MPOOIEMBI
MOTYT TOAHUMATHCSI CaMUMHU CTyJeHTaMu. ['J1aBHBIM ycmnex JaHHOIO METoAa B
TOM, 4YTO TIpenojaBarelib J00MBaeTcs OT AayJUTOPHUH «CAMOCTOSITEIBLHOTO
pelIeHus» TOCTaBJICHHOW TpobsieMbl. OpraHuzanus MpoOJIeMHOTO OOydYeHUs
NPEACTABIAECTCS JOCTAaTOYHO CJIOKHOW, TpeOyeT 3HAYUTENbHOW MOATOTOBKH
nektopa. OHaKO Ha HAYAJIILHOM 3Tarle MCIOJIb30BaHUSI ATOTO METOJa €ro MOKHO
BHEJIPATh B CTPYKTYPY TOTOBBIX, paHee pa3paOOTaHHBIX JEKIHUM, MPAKTHUYECKUX
3aHITHU KaK JOMOJIHCHHE.

- TPYNIOBBIE JUCKYCCHUU, TPHUMEHSIOTCS [JI1 OOCSCIeYCHUS HaBBIKOB
KOMaHJAHOW paOOThl U MEXIUYHOCTHOM KOMMYHUKAIIUU U MPENCTABISIOT COO0M
OIICHOYHOE CPEJICTBO, II03BOJISIIONIEE BKJIIOUUTH OOYYAIOIIUXCS B IIPOIIECC
OOCYXJeHUS TMPEJCTABICHHON TEMbI, MPOOJEMbI M OICHUTh HUX YMEHHE
apryMEHTHPOBAaTh COOCTBEHHYIO TOYKY 3peHHs. Kpome Toro, B Xoje 3aHATHM
MIPOBOJSATCS KPYTJIBIE CTOJIBI 110 3aJaHHBIM TEMATHUKAM.

Pexomennyercs pu IMOATOTOBKE HCII0JIb30BaTh 3JICKTPOHHBIE
OMOJIMOTEUHBIE CUCTEMBI, a TAK)Ke CIEIMau3upOBaHHbIE caliThl ceTu Internet.

11. Ilepevyenb MH(POPMANHOHHBIX TEXHOJIOTHI, HCIOJIb3YEeMbIX NIPH
OCYLIEeCTBJICHUH 00pa30BATEIBLHOIO0 MPOLEcCa M0 JUCHUILINHE (MOAYJIIO0),
BKJIIOYAs NepeYeHb MPOrPAMMHOI0 o0ecnevyeHusi 1 MH(POPMAMOHHBIX
CIIPABOYHBIX CUCTEM

[IporpammHuoe obecrieyeHue:

Onepanunonnas cucrema (Microsoft Windows Ilponpuemapnas);
[Taker oducubix nporpamm (Microsoft Office Ilponpuemapnas);
Web-6paysep (Mozilla Firefox GNU Lesser General Public License);

el A

NHdopmanmoHHbIe CIIPaBOYHBIE CUCTEMBI:
1) AsBromaTuzupoBaHHas HWHGPOpPMAIMOHHAs OWOIMOTEYHas CuUCTeMa

Marc21SQL,;
2) CnpaBouHo-mipaBoBas cucrtemMa «Koncynprant [Tmrocy
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12. MarepuajibHO-TeXHHMYECKas 0a3a, HEOOX0AUMAas ISl OCYIeCTBJICHUS
00pa30BaTeJbHOIO NMPOLECcca Mo AUCHHUIINHE (MOTYJII0)

Ne

HaumenoBanue
n/n

KoanuecTtBo

1. | Cnenmanu3upoBaHHBIE AYJUTOPHUU:

YdeOHast ayauTopus JJsl MIPOBEICHUS 3aHITHI CEMHHAPCKOTO
TUTA, KypCOBOTO MPOEKTUPOBAaHHUS (BBIMOJHEHHSI KYpPCOBBIX
paboT), TpPYNNOBBIX ¥ WHAMBUAYAIbHBIX KOHCYJbTAIUH,
TEKYLIEro KOHTPOJII M MPOMEXKYTOYHOW arrecrauuud /
KOMITBIOTEPHBIA KJIacc / MOMEIIEHUE ISl CAMOCTOSITEIbHOU
paboTeINe 43 (yn. PomuHckas, 5)

2. | Texmmueckue cpencrsa oGyuenus:

KOMITBIOTED € MPOrpaMMHBIM obecrieueHrueM No 43

| 17

3. ‘ CHGHI/IaHI/I3I/Ip0BaHHI>IG AYIUTOPUH:

YdaeOHast ayTuTOpHs 7151 IPOBEACHUS 3aHITHIA JICKITMOHHOTO
THUTIA, 3aHATHI CEMUHAPCKOTO TUTIA, TPYIITIOBBIX
WHIMBHUIYAIbHBIX KOHCYJIBTAINH, TEKYIIIETO KOHTPOJIS U
npomexxyTouHoil arrectaumu Ne 39 (yn. Pommnckas, 5)

4. | TexHuueckue cpeacTBa OOyUEHHS:

SKpaH HacTeHHbIN Ne 39

MYJIbTUMEIUUHBIA PpoeKTOpNe 39

=

KOMITBIOTEP € MpOorpaMmMHbIM obecriedeHnemMNe 39
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