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1. llosicHUTEABLHAA 3AIIUCKA

Kypc «/lokymenmoobopom 6 opzanuzayusx cepsuca» 3aHUMAET Ba)KHOE
MECTO MpU MOJArOTOBKE OakaiaBpoB 10 HampasieHuto 43.03.01 «Cepsucy.
VYnpasienue npeanpusTreM(OpraHu3aineii), OKa3plBaOIIUM YCIYTH, HEU30€kKHO
TpeOyeT CO3J4aHus MHOTUX BHJOB JOKYMEHTOB, 0€3 KOTOPBHIXHEBO3MOXKHBI
peleHre OCHOBHBIX IPOU3BOJCTBEHHBIX 3a/ay, IUIAHUPOBAHUE EATEIBLHOCTH,
¢uHaHCHpOBaHHE, OYXTaITEPCKUN Y4eT U OTYETHOCTb, ONIEPATUBHOE YIPaBICHHUE,
KaZpoBoe obOecrieueHue AESITEeNbHOCTH U T.N. JIOKYMEHTHI SIBISIOTCS OCHOBHBIM
JI0Ka3aTeIbCTBOM COBEPUICHHS TOTO WIM HMHOTO (akTa MpPOU3BOJICTBEHHO-
XO3AUCTBEHHON JEeSATEIBbHOCTH Npeanpusatus. Opranuzanus J0KyMEHTAI[HOHHOTO
oOecrieueHus ympaBieHusi B cdepe cepBHca MMEET HEKOTOpble OCOOEHHOCTH,
CBSI3aHHBIE C KOHKPETHBIMHU TMPOLEAYpaMH pealu3aliu TpeOOBaHUNH U HOPM,
OTIpeeNIEHHBIX 3aKOHOIATEIbCTBOM.

[lenpto OCBOEHHUS ITUCHUIUIUHBI «/[OKYMeHmMOoOOpom 6 OpeaHu3ayusx
cepguca»  SABIAETCS  WM3yYEHHUE  CHUCTEM  JOKYMEHTAalluW, OpraHu3aluu
JOKYMEHTUPOBaHUS U JeIOTPON3BO/ICTBA, COCTaBJISIOIINX OCHOBY
UH(GOPMAIIMOHHBIX MTPOLIECCOB B CEPBUCE.

3amaun JUCIUILUINHBL:

. 03HAKOMJIEHUE CTYICHTOB C 3aKOHOJATEIbHOW U HOPMATUBHOM 0a3oM,
METOAMYECKUMU pa3pabOTKaMHi U OCHOBHOM HAYYHOU JIMTEpPaTypoOil Mo Kypcy;
. U3y4YeHUE MPAKTUKU OPraHU3alMU TOKYMEHTAIMOHHOTO 00ecreueHus

YHOpaBJICHUA Ha MPCANIPUATHUAX, OpTraHUu3aluaX U YUPCIKIACHUAX CCPBHCA H.

2. [lepeyeHb IUIAHUPYEMBbIX Pe3yJIbTATOB 00y4eHMs MO TMCUHUILINHE,
COOTHECEHHBIX C IIJIAHMPYEMBbIMH Pe3yJIbTaTaMH 0CBOCHHS 00pa3oBaTeIbLHOM
NporpamMmblI

JucuunnuHa «/[oxymenmoobopom 6 opeaHu3ayusx cepeuca» y4acTByeT B
dbopMHUpPOBaHUY CIEAYIONMICH KOMIIETCHITNH (CIAEAYIOIMMX KOMITETSHITAN ):

OIIK-3 - 3HAHUS:OCHOBHI JOKYMEHTAJIBHOTO 00eCleYeHHsI OpTaHM3aluK IpoIecca
TOTOBHOCTh CEepBUCA; COCTAaB  OpPraHU3ALMOHHO-NPABOBOM,  pacCHIOPSAUTENBHOM,
OpraHu30BaTh UH(OPMAIIMOHHO-CIIPABOYHOM, IJTAHOBO-OTYETHOM JOKYMEHTAallUH,

mpoIiece cepBuca, | MpaBuia e€ CoCTaBlIeHHs U 0(pOPMIICHHUS; IPaBUiIa JOKYMEHTOO00POTA.
MIPOBOJIUTH BEIOOP | YMEHMSI: ONpPEACIATh COCTaB, CTPYKTYPY M COZIEp)KaHUE JOKYMEHTAIlUH,

pecypcoB u o0ecCIeYnBaOIIei OpraHU3alMi0 IMPOIEcca CEpBUCA; OMPEIEISATh BHIIBI
CpCACTB C y4HCTOM YHOPaBJICHUCCKUX HNOKYMCHTOB, HGO6XOI[I/IMLIX U OMMUCAHUA Pa3IMYIHBIX
TpeOoBaHUI VIIPaBICHYECKUX JCHCTBHI B PAa3UYHBIX CHTYallUsX; COCTaBISATH U
HOTpe6I/ITeJ'I}I O(bOpMJIHTB JACJIOBBIC ITHUCbMA, JOKJIAAHBIC U CHy)I(e6HBIe 3allUCKU OTBCYATh
Ha XKaJIo0bl MOTpeOUTENCH
HABBIKH: pa3zpaboTka Habopa OpraHu3aIMOHHO-TIPAaBOBOH,

pacnopsiIUTeNIbHON, WH(OPMAIMOHHO-CIIPABOYHOM,  IJIAHOBO-OTYETHOM
AOKYMCHTAIlUKM B TIPOLECCEC OpraHUu3aluu CepBHCHOfI ACATCIIbHOCTH,
HaBbIKAMHU CHCTEMaTH3allMi JOKYMEHTAllUM B TIPOLECCe CEepBHUCHOM
ACATCIIbBHOCTH, OPTaHNU30BLIBATH I[OKYMGHTOOGOPOT




3. MecTO AUCHUIIIMHBI B CTPYKTYpe 00pa3oBaTeibHOM NPOrpaMMbl

Hucuumuuaa b1.5.18  «/[okymenmoobopom 6 opeanuzayusx cepsuca»
ABJISIETCS] 00A3aTENBHON NUCHUIUIMHON 0a30BOM YacTH AJi MOJTOTOBKH CTY/IEHTOB
1o HanpasieHuto 43.03.01Cepsuc.

Mudp [IpenmecTByromuye TUCHUITIIUHBI [Tocnenyromue TUCUUILIAHBI
KOMIIETEHITNHN y4eOHOT0 IJIaHa, B KOTOPBIX y4eOHOT0 IJIaHa, B KOTOPBIX
OCBaMBACTCSI KOMIICTCHITHS OCBaAMBACTCS KOMIIECTCHITHS
OIIK-3 JucuuiuiiHa — sBisieTcst  mepBoil B | MEHEDKMEHT B cepBHce
(GopMHUpOBAHNY JaHHOM KoMreTeHuu | MapKeTHHr B cepBuce

4. O0beM IMCHUILUIMHBI (MOAYJIf1) B 3a4€THBHIX €IMHULAX ¢ YKA3aHUEM
KOJIMYECTBA aKAJeMHYeCKUX WIN ACTPOHOMHYECKNX YaCOB, Bbl/IeJIEHHbIX HA
KOHTAKTHYI0 pa0doTy 00y4ar0LIUXCA ¢ npenoaaBaresiaeM (Mo BUAAM Y4eOHbIX

3aHATHH) U HA CAMOCTOSITEJIbHYI0 Pa00Ty 00y4ar0IIUXCsA

Oo6mmas TPYI0EMKOCTb OCBOEHHUS yaeOHOU JTUCHUILIHHBI
«/loxymenmoobopom 6 opeanuzayusx cepsuca» COCTaBISET 4 3a4ETHBIX €IWHMII
wiu 144akagemMuyeckuxyaca.

Cemectp 3
OO6mu1as TpyA0€MKOCTh (BCErOak. 4acoB / 3.€11) 144/4
KonTakTHas Jlexuun 16
pabora [IpakTUuEeCcKue 3aHATHS 16
CamocrositenbHas paboTa 94
Bun
MIPOMEKYTOUYHOMU
aTTecTaruu (KOHT. 3ader ¢ OIeHKOM 0,25/17,75
pabota/cam.
paboTa)




5. Conepxxanue JMCUMILNIMHBI (MOAYJIs), CTPYKTYPHPOBAaHHOE 110 TEMaM
(paznesaM) ¢ yka3aHueM OTBEJEHHOI'0 HA HUX KOJINYECTBA aKaJleMHYeCKHX
WJIM ACTPOHOMHUYECKHX YaCOB ¥ BHAOB YUeOHBIX 3aHATHIA

HaumenoBanue pasnena
JTUCIUIUTMHEI (TeMa)

TpynoeMKOCTh

BCETO

JIEKI{UHA

IMMPpaKTHUY. 3aHATUA
n1ab0p.3aHITHS

camocT. pabora (1o
JTUCIUTUTMHE ¥ KOHTPOJIIO)

Conepxxanue

3 cemecTp

OCHOBBI
HOT'O
OpraHHu3aIu
cepBHca

JOKYMEHTAaJb-
o0ecrieueHus
mporecca

26

20

[lonsatne o
CBoiicTBa,
byHKIIH
Metonasbl Hu
JOKYMEHTHU-POBaHUSI.
HopMmaruBHo-MeToquueckas
Oaza JTIOKYMEHTAIMOHHOTO
o0ec-nevyeHust  yIpaBJICHUS
NeSITeNIbHOCThIO OpraHu3aluu
chepel  cepBuca.  Bunsl
yIpaBIeHYECKUX
JIOKYMEHTOB, HE00-XOJIUMBIX
JUIS  OMHCAHUS  Pa3IMYHBIX
YIPABJICHUYECKUX JCUCTBUM.

JOKYMEHTE.
MPHU3HAKH,
JOKYMEHTA.
CII0COOBI

CucreMsl AOKYMCHTAIUHU,
oOpasyromuecs B Ipoliec-
CE€ YIpaBJCHUS AesTellb-
HOCTBIO OpraHu3aluii
cdepsl cepBuca.

28

22

Cocras, CTPYKTypa u
coliepKaHue JTOKYMEHTalUH,
oOecreunBaroIen
OpraHU3aLHIo
cepuca.Cocran
OpraHU3alMOHHO-IIPABOBOM,
pacnopsaIuTeNbHOM,
UH(pOPMAIMOHHO-
CIIPABOYHOM, MJIAHOBO-
OTYETHOHU IOKyMEHTAIlUH,
MpaBWiia €€ COCTAaBIICHUS U
oopmienus;

npoiiecca

JlokyMeHTaImoHHoeo0ec-
HICYCHUE YIPABICHHUS TIep-
COHAJIOM.

32

22

Oomas XapaKTEepUCTHKA
KaJpOBOTO cocraBa
npennpusatus. OpraHuzanus
JTOKYMEHTAI[HOHHOTO

oOecrieyeHns: ACSITEIbHOCTH
KaJIpOBOM CITyKObI
MPEANPHUATHS chepsr
cepBuca. Opra-au3zanus
paboThl C KaapoBOM TOKY-
MeHTanuel.  OcoOeHHOCTH

6




HCIIOJIb-30BaHUA CETH

WNHTepHer s pelueHus
3a1aqy KaJIpOBOT'O
JeTOTIPOU3BOICTBA.
Odopmnenue JIETTOBBIX
MHCEM, JTOKJTaTHBIX u
CITYKEOHBIX 3aIHCOK,
OTBETOB Ha KOOI
MOTpeOUTENeH.

Opranmszanus  paboTel ¢
JOKyMEHTaMHU.
CucreMaTu3anus

JIOKYMEHTalUuu B IIpolecce
CEpPBUCHOI

4. Oprannsaus 40 6 4 30 nesiteabHocTH. DopMupoBaHu
JTIOKYMEHTOO000pOTa

e u odopmieHue e
DkcnepTusa LEHHOCTH
JOKYMEHTOB,
MOATOTOBKA JIOKYMEHTOB K
XpaHEHHUIO.

3a4eT C OLIEHKON 18 025 |- 1775

Hroro 3a 3 cemectp 1441 16 | 16,25 | -| 111,75

6. Ilepeyenb yueOHO-METOAMYECKOT0 00ecriedeHUs AJIs1 CAMOCTOSTEIbHOM
padoThl 00Yy4AOIIMXCSH MO JUCHUIINHE (MOTYJIIO)

Ne Buaer camocTosiTensHON Tpynoemkocts, | Popma KoHTpOIS™
paboThHI aK.4achl
1. | IIpopaboTka TEOPETUUECKOTO
MaTepHalia 1o KOHCIeKTaM
JIEKLIMH, PEKOMEHIOBAHHOMN 32 YCTHOE
JuTepaType, cobeceoBaHUE
JOTIOJTHUTEIbHBIM
HMCTOYHHUKAM WHGOpMAITIN
2. [ToaroroBka K NpakTUYECKUM
Ipe/ICTaBIICHUE
3aHSTUSIM: TTIOUCK
. 32 uH(pOpMaIuu B
HE0O0X0 MO HH(pOpMAITIH,
00paboTaHHOM BHU/IE
00paboTka nHbOpMaIUu
3. [ToaroroBka Kk TeKyIeu
aTTecTaluy (TeCTUpOBaHUE U
( posart 30 KOHTpOJIbHas paboTa
HaIrcaHue KOHTPOJIbHOMN
paboThI)
4. [ToaroToBka K YCTHOE
IPOMEKYTOYHOM aTTecTaluu co0ece0BaHuE,
17,75 MPaKTUKO-
OpUEHTHUPOBAHHOE
3a/laHne




JIns caMoCTOSITENNBbHOM PabOThl MO JUCHUIUIMHE (MOIYJII0) 00yYaroluecs
UCIIOJIB3YIOT ClIeNIyIolee yueOHO-METOJUUECKOe 00ecrieyeHue:

1) JIoKyMEHTaIMOHHOE obecrnieueHue yIpaBJICHUS: YuebHoe
nocobue/I' mamguiE.B. - M.: UL PUOP, HUIl MHDPA-M, 2016. - 249 c.
https://new.znanium.com/read?id=12647

2) JloxymeHTaIlmoHHOE OOECTICUeHHE YIpaBJICHHUS TEepCcoHAIoM: YueOHOoe
nocoobue/bynar P. E. - M.. HUL[ HHOPA-M, 2015. - 234 c.
https://new.znanium.com/read?id=168805

3)AokyMeHTaIMoOHHOEe 00eCIeYeHnEe YIPaBICHUS B COIUAIBHO-KYJIbTYPHOM
cepBruce U Typusme: YueOHoe mocobue / I'ymumna U. A., 3aiiuea H. A. - M.:
Anspa-M, HUL] UTH®PA-M, 2015. - 240 c. https:/new.znanium.com/read?id=116067

4) doHx OIIEHOYHBIX u METOINYECKUX MAaTEPHUAIIOBIIO
TUCIUIUTUHE«/[OKYMEHMO0O0pOm 8 Op2aHU3AYUSIX CEPBUCAY.

7.®@0oH1 OLIEHOYHBIX U METOANYECKHUX MaTEpHAJIOB AJA NPOBCACHUSA
l'[pOMe)KyTO‘IHOﬁ arrecTanmuu Oﬁy‘lalOI]_[l/IXCH o JTUCIMIIIMHE

7.1. IlepeyeHb KOMIETEHUMH ¢ YKa3aHUEM 3TANoOB UX (GOpMUPOBAHNS B
npouecce 0CBOCHUA 00pa30BaTeJIbHOM MPOrPaAMMBbI

Komnerenunn, ocBanBaeMble B MPOLECCE OCBOCHUS JTaHHOW IUCLUILIMHBL,
bopmupyroTcs Ha npoTsbkeHuu ocBoeHus Beet Ol

[Ipouiecc wW3yyeHUs: AMCHMILUIUHBL «/JOKYMeHmOooOOpom 6 OpeaHu3ayusx
cepeucay HarpaBJieH Ha (POPMUPOBAHHE CIECAYIOIINX KOMIETCHIIHIHA:

OIIK-3 - roTOBHOCTHh OPTaHU30BATh MPOIIECC CEPBUCA, IPOBOIUTH BHIOOD
PECYPCOB U CPEJICTB C YIETOM TPEOOBAHMI MMOTPEOUTEIS

1 sran 2 3Tan
JIoKyMeHTOOOOpOT OpraHU3aIUsIX CepBUCa MapkeTuHr B cepBuce
(3 cem) (5 cem)
MeHenKMEHT B CEpBUCE
(5 cem)




7.2. Onucanue nokasaresieil 1 KpuTepueB OLCHUBAHUS KOMIIETEHIMI HA Pa3JIMYHbIX 3Tanax ux ¢GopMupoBaHus,
ONUCAHHUE IIKAJ OLlCHUBAHUS

x| E Kpurepumn oueHuBaHusi pe3yJibTaToB 00y4eHUsI
s | =
= Ouenka
5 2|2 Iaanupyembie ! Ouenka
2 = 5 «HEY/10BJIETBOPHTEIbH Ouenka «xopomo» / OueHka «OTIHYHOY /
= E| 5| PesyanTaThI o0y4eHuUs «YAOBJICTBOPHUTEJIBHO» /
o =5 0» / He3auer (0-54 3auet (70-84 6as1a) 3auet (85-100 6aJ10B)
| 5 3a4eTt (55-69 0a/1510B)
o 0aJ1110B)
=z
1 sran
3HaHus: He 3naeTOCHOBBI: JeMoHCTpHUpYyET YacTuy- 3HaeT JOCTaTOYHO B JIeMOHCTpUPYET BBICOKUI
-OCHOBBI JOKyMEHTQJIb- | -JIOKYMEHTAJILHOTO 00€C- | Hble 3HAHUS 03 IPyOhIX 06a30BOM 0OBEME: YpOBEHb 3HAHHM:
= HOT'O 00ECIIeYeHUs Opra- | Me4YEeHUsl OpraHu3aIu OLINOOK: -OCHOBBI JOKYMEHTAJIbHO- | -OCHOB JOKYMEHTAJILHOTO
= HU3alMK IpoLecca cep- | mpoliecca CepBUCa; - IPOLECCOB JOKYMEH- roobecreyeHus opranusa- | obecreueHus: opranusa-
aa)]
= BHCA; -COCTaB OPTaHM3ALMOH- | TATbHOTOOOECTICYECHHUS LUUIIPOLIECCA CEPBUCA; LIMU TPOLIECCA CEPBUCA;
o - COCTaB OPraHM3allOH- | HO-MPAaBOBOW, paclopsi- | OpraHu3aluu CEpPBUCA; - COCTaB OPraHM3alMOHHO- | - COCTaBa OpPraHM3alMOH-
: HO-TIPaBOBOM, pacropsi- | TuTenbHOU, MHpopMa- - OPraHU3allMOHHO-TIPABO- | IIPABOBOM, pacloOpsIn- HO-IIPaBOBOM, pacopsau-
2 TUTENBHOM, nHpOpMa- IUOHHO-CIPABOYHOM, BOW, pacropsiIuTEIbHOM, TeIbHOMN, HHPOPMAIIMOH- | TEIHHOU, HHPOPMAITUOH-
§ = LIUOHHO-CIIPAaBOYHOM, IUTaHOBO-OTYETHON JOKY- | HH(OpMAIIMOHHO-CIIpa- HO-CIIPaBOYHOM, INIAHOBO- | HO-CIIPAaBOYHOM, IIJIAHOBO-
S 5| | M1aHOBO- TYETHOM JIOKY- | MEHTAIINH, IpaBHIIa €& BOYHOM, IIJITAHOBO-OTYET- TYETHOU JTIOK HTaIH, TYETHOU JTIOK HTallUH,
= AHOBO-OTYETHOM 110 €HTa aBuia eé OYHO aHOBO-0TYE OTYETHOM JOKYMEHTa OTUETHOM JOKYMEHTAa
; cE) < | MEHTAIWH, TIpaBUIIA €€ COCTaBJIEHHUS U 0opmIie- | HOM TOKYMEHTAlluH, OTpe- | MpaBHiia €€ COCTaBICHHUS U | MIPAaBUJI €€ COCTABIICHUS U
= B 5 cocTaBieHHs U 0hOpM- HUS, JIeJICHUUITPaBUII COCTaB- odopMIIeHNS; oopMIIeHNS;
o]
5 2 JICHUS; -IpaBuja JOKyMEHTO- JeHus ¥ 0(OpMIICHHUS; -TpaBUJIa TIOKyMEHTO000- | -IIpaBHJI TOKyMEHTO000-
§ a -IIpaBUJIA TOKYMEHTO- o0opoTa. - ONPEAEIICHUH MPABUII pora. pora.
. 00opoTa. JIOKYMEHT0000pOoTA.
2 Ymenus: He ymeer wim nemoHct- | JlemoHCTpHUpyeT YMeeT npuMeHsTh 3HaHus | JIeMOHCTpUPYET BBICOKUIA
2 -OIpPENENATh COCTaB, pUpYET YaCTHUHBIC yMe- | YaCTHYHBbIC YMEHHS Oe3 Ha MPaKTHKE B 6a30BOM YPOBEHb YMEHUUIIPU:
% CTPYKTYPY H COAEpIKa- HUS, JOITyCcKasi TpyObIe rpyOBIX OMIMOOKIIPHU: obbemenpu: -OTIpeICIICHUH COCTaBa,
= HUE IOKYMEHTALIUH, OLITMOKUITPH: -OIpeIETIEHNH COCTaBa, -OIpeIETIEHNH COCTaBa, CTPYKTYpPBI U COJIEpKaHuUs
®) oOecnieuynBaroen -OIpeNIeJICHUH COCTaBa, | CTPYKTYPHI U COJEPKAaHUSL | CTPYKTYPBI U COIEP)KaHUS | JOKYMEHTAaIuu, o0ecreyu-
OpraHM3alMIo IIpoLiecca | CTPYKTYpPBI U COAEpIKa- JOKYMEHTAIuH, 00ecreuu- | JOKyMEeHTaIuH, 00ecrey- | Balolleld opraHu3aIiio
CEpBUCA; HUS JOKYMEHTAIUH, BAOIIIEH OPraHU3alNIo BAOIIIEH OPraHU3alNIo Ipoliecca CepBHCa;




-OTIPEEISITh BUIBI
yIIPaBIEHYECKUX
JIOKYMEHTOB, HEOOXO/TH-
MBIX JJIsl OTIMCAHUS Pa3-
JUYHBIX yIIpaBJeHYEC-
KUX JICCTBHI B pa3iny-
HBIX CUTYaIUsX;
-COCTaBIATH U 0POPM-
JIATH JIeJIOBBIE ITHNCHMA,
JOKJIAJTHBIC U CITYKe0-
HBI€ 3aIIMCKH OTBEYATh
Ha JKaJ00bl MOTpeOuTe-
Jen

obecrieunBaroIeii opra-
HU3AIHUIO TIpoliecca cep-
BHCA;
-OIpeIeTICHUMBHUI0B
YIPABJICHUYECKUX JTOKY-
MEHTOB, HEOOXOUMBIX
JUTSL OTIMCAHUS Pa3JIHy-
HBIX YIIPABICHYECKUX
JIEUCTBUI B pa3TUYHBIX
CUTYaIUsX;

- cocTaBlIeHUHH 0(popM-
JICHWH JIEJIOBBIX IIHCEM,
JOKJIAIHBIX U CITYKeO-
HBIX 3aIMCOK OTBEYATh
Ha KaJI00BI MOTpedHTE-
JIeH

npolecca cepBuca;

- OTIpeICTICHUUBU/IOB YII-
paBJIeHYECKUXAOKYMEH-
TOB, HEOOXOIUMBIX IS
OMMCAHUS PA3IMYHBIX YII-
paBJIIEHYECKUX JICVCTBUI B
Pa3TUYHBIX CUTYALUSX;

- COCTaBJIEHUUU 0(OpM-
JICHUH JIETIOBBIX MTUCEM,
JOKJIATHBIX U CITY)KEOHBIX
3allMCOK OTBEUYaTh Ha
*anoObl moTpeduTeneit

polecca cepBuca;

- OTIpeIeTICHUUBU/IOB YII-
paBJIeHYECKUXAOKYMEH-
TOB, HEOOXOIUMBIX IS
OMMCAHUS PA3IMYHBIX YII-
paBJIIEHYECKUX JICVCTBUI B
Pa3IUYHBIX CUTYaLUX;

- COCTaBJICHUUU 0(OpM-
JICHUH JIeTIOBBIX MTUCEM,
JOKJIAJTHBIX U CITY)KEOHBIX
3allMCOK OTBEYaTh Ha
*anoObl moTpeduTeneit

- OIpEeJEICHUUBUIOB YII-
paBICHUYECKUXTOKYMEH-
TOB, HEOOXOAUMBIX IS
OITMCAHUS Pa3JIMYHBIX YII-
pPaBJICHYECKHUX JIEUCTBUI B
PA3JIMIHBIX CUTYyAlIUAX

- cocTaBJieHUn# 0(hopm-
JICHUHU ACJIOBBIX ITHUCEM,
JOKJIAJTHBIX U CITYXKEOHBIX
3aIMCOK OTBEYATh Ha
KaIOOBI MOTPEOUTENCH

HaBbiku:

- HaBBIKAMH Pa3pabOTKu
Habopa OpraHU3aIuOH-
HO-IIPaBOBOM, pacmopsi-
TUTENBHOM, nHpOpMa-
LHOHHO-CIIPABOYHOM,
MJIAHOBO-OTYETHOM JOKY-
MEHTAlIUU B MPOIECCE
OpraHU3aIu CEPBUCHOMN
JeSATEeIbHOCTH;

- HaBBIKAMU CUCTEMAaTHU-
3allu¥ JIOKYMEHTALUH B
MPOIECCE CEPBUCHOM
JeATEeIbHOCTH, OPTaHU-

He Bnaneet unu ne-
MOHCTPUPYET HU3KUI
YPOBEHb BIIA/ICHHUS:

- HaBBIKAMH Pa3pabOTKH
Habopa OpraHU3aIuOH-
HO-IIPaBOBOM, pacmopsi-
TUTENBHOM, nHpOpMa-
LHOHHO-CIIPABOYHOM,
MJIAHOBO-OTYETHOM JOKY-
MEHTAIMH B Ipoliecce
OpraHU3aIMu CEPBUCHOMN
NESATEIHOCTH;

- HAaBbIKAMH CHCTEMATH-
3allMM JOKYMEHTAlUH B

JleMoHCTpHpYyeT
YaCTUYHBIC BIaICHUs 0e3
rpyOBIX OMHMOOK

- HaBBIKAMH Pa3pabOTKH
Habopa opraHU3aIMOHHO-
IIPaBOBOM, pacropsiau-
TeIbHOMN, HHPOPMAITMOH-
HO-CIIPaBOYHOM, INIAHOBO-
OTYETHON JOKYMEHTAIUU
B IIPOLIECCE OpraHu3alun
CEpPBHUCHOM JEATEIbHOCTH;
- HaBbIKAMHU CUCTEMAaTH3a-
[IUU TOKYMEHTAIlUH B MPO-
LIECCE CEPBUCHOM JIEATEIb-

Biageer 0a30B5IMU
IPHUEMaMH:

- pa3paboTKu Habopa op-
raHU3aLHOHHO-TIPABOBOM,
pacnopsaIuTeNbHON, NH-

(b opMaImOHHO-CTIPaBOY-
HOM, INIAHOBO-OTYETHOU
JIOKYMEHTAIMU B MpoIlecce
OpraHU3aIMu CEPBUCHOMN
JeSATEeIbHOCTH;

- cUCTeMaTH3aluu J0KY-
MEHTallUM B MPOIECCE Cep-
BHCHOMI JESATETbHOCTH, Op-
raHU30BbIBATHIOKYMEHTO-

JleMoHCTpUpYyET BlaJICHUS
Ha BBICOKOM ypPOBHE:!

- HaBBIKaMU Pa3pabOTKH
Habopa opraHu3aloHHO-
MPaBOBOM, pacnopsauTe-
JHHOH, HH(OPMAIIMOHHO-
CIIPABOYHOM, MJIAHOBO-
OTYETHON JOKYMEHTALIMU
B [IPOLIECCE OpPraHU3alNuU
CEpPBUCHOM JEATEIBHOCTH;
- HaBbIKaMU CHCTEeMaTH3a-
MU JOKYMEHTAIUHU B MIPO-
1IeCCEe CEPBUCHOM JIESITENb-
HOCTH, OPraHU30BbIBATh

30BBIBAThJOKYMEHTO- IPOIIECCe CEPBUCHOM HOCTH, OPTaHU30BHIBATh obopoT JTOKYMEHTOO00pOT
obopoT NEeSITeIbHOCTH, OPTaHU- | JIOKyMEHTO000pOT

30BBIBAThJOKYMEHTO-

000poT
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7.3. TunoBble KOHTPOJIbHBIE 3aJaHUS WJIH UHbIE MATePHUAJIbl, HE0OXOIUMbIE
JJI51 OLleHKH 3HAHUIA, YMeHH i, HABBIKOB U (MJIH) ONBITA 1eATeIbHOCTH,
XapakTepu3yIMX 3Tanbl (POPMHUPOBAHUS KOMIIETEHIMI B Npoiecce

O0CBOEHHSI 00pa30BaTEeIbHOM MPOrPaAMMBbI

T'OCYJIAPCTBEHHbBIA MIHCTUTYT SKOHOMUKHU, ®PUHAHCOB, [TPABA U TEXHOJIOI M1
Kadeapa menemxxkmenrta

BWJIET K 3AYETY Ne 1
o muctmminne «/{oKyMeHTOO6OPOT B OPraHU3AIUAX CEPBUCAY»

Teopernueckne BOMPOCHI:

1. ObocHOBaHNE HEOOXOAUMOCTH O0YUYEHHS JJOKYMEHTAMOHHOMY 00€CIIeYeHUIO
¥ €r0 aBTOMAaTHU3aIiH;

2.J1okyMeHTO000pOT B opranuzanuu. PaboTa ¢ BXOAAIMMH JOKYMEHTaMU;
[IpaKkTHKO-OPUEHTUPOBAHHOE 3a/IaHUE:

OdopmuTh NprKa3 0 HA3HAYCHUHU OTBETCTBEHHOT03a OOpallieHre ¢ OIaHKaMu
npeanpusatus B cootBerctBuu cI'OCT P 6.30-2003

3as.kagedpori «MeHemKMEHTa»  K.3.H., JoueHT Yymakos B.H.

(moamuck)

r OCYI[APCTBEHHLIIZ UHCTUTYT DKOHOMUKU, ®DUHAHCOB, IIPABA U TEXHOJIOI Ul
Kadeapa menenxmenra

BUJIET K 3AYETY Ne 2

Ilo JUCTUITIIINHE «I[OKVMCHT006ODOT B OpraHm3anuiax CEpBUca»
TeopeTnyeckne BOOPOCHL:
1. Knaccudukatopsl TOKyMEHTOB;
2. ®opMHUpPOBAHUE U XPAHECHUE JIET;
[IpaKTUKO-OpHUEHTUPOBAHHOE3A/TAHUE:
OdopMUTH TPOTOKOJI 3aCeIaHUsI SKCIIEPTHON KOMUCCHUU B COOTBETCTBUU C
THUNOBOM MHCTPYKIMEN IO AEITIONPOU3BOACTBY

3as.kagedpori «MeHeKMEHTa»  K.3.H., JouleHT Yymakos B.H.

(moamuck)

FOCYI[APCTBEHHI:IPT MHCTUTYT DKOHOMUKU, PUHAHCOB, ITPABA 1 TEXHOJIOT U
Kadenpa menex:kmenrta

BUJIET K 3AYETY Ne 3

ITo JUCTUTTIIINHE «I[OKVMCHT006ODOT B OpraHu3anuigax CEpBUca»
Teopernueckrie BOIPOCHL:
1. PernamenTanus ae100pou3BOICTBA;
2. llpesenranus. Ee pynkius n HaznaueHue. OCHOBHBIE 2JIEMEHTHI;
[IpaKTUKO-OpUEHTUPOBAHHOE 33/IAHUE:
CocTaBUTh CIy>KeOHYIO0 3aMKCKY Ha MOOMIPEHUE COTPYAHUKA, TEPEBHITOIHUBILETO

IIJIAHOBLBIC ITIOKA3aTCJIN
3as.xageopoii «MeHeHIKMEHTa K.3.H., moneHt Yymakos B.H.

(monmuce)
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7.4. MeToauuecKue MaTepuaJbl, onpeaejasomme Npoueaypbl OleHUBAHUS
3HAHUH, YMEHHUI, HABBIKOB WJIH ONBITA IEATEIbHOCTH, XapAKTePU3YOIIHe
Tanbl GOPMUPOBAHUA KOMIIETEHLIM I

B TUDDIIT pans oueHKW 3HAHUW, YMEHUW, HABBIKOB M (WJIM) OIbITa
NEeATEIbHOCTH HUCIONb3yeTcsl OalbHO-pedTuHroBas cucrema. Ilog OamibHO-
PEUTHHTOBOM CHCTEMON MOHUMAETCSI CUCTEMA KOJIMYECTBEHHOW OLIEHKM KaueCTBa
ocsoenuss OIl BO. Ilpu 53TOM wu3ydaemass AUCUUIUIMHA JACJIHTCA Ha PsA
CaMOCTOSITEJIbHBIX, JIOTMYECKH  3aBEPLICHHBIX  pa3lesioB  (Monyse) i
MPOBEJCHUS 10 HUM KOHTPOJIbHBIX MEPOIPUSATHIA.

Texymmii KOHTPOJL MPEACTABISIET COO0M MPOBEPKY YCBOEHUS YYEOHOTO
MaTepyaja  TEOPETUYECKOIO0 M MPAKTHYECKOTO  XapaKTepa,  PEryJIspHO
OCYLIECTBISIEMYI0 Ha MPOTSDKEHMHM ceMecTpa. K gocTomHcTBaM JaHHOrO THUIA
OTHOCUTCSI €ro CHCTEMATHYHOCThb, HEMOCPEICTBEHHO KOPPEIHUPYIOWIAsCS C
TpeOOBaHKEM MOCTOSIHHOTO U HETPEPHIBHOIO MOHUTOPUHTA KauyecTBa 0Oy4YeHus, a
TaKXKe BO3MO>KHOCTb OaJITbHO-PEUTUHTOBOM OLICHKH YCIIEBAEMOCTH
oOyyaronuxcs. K ocHOBHBIM popMaM TeKyIero KOHTpOJs (TEKyIleil aTTecTalnumn)
MO>XHO OTHECTH YCTHBIM OMpOC, MUChMEHHBIE 3a/laHusl, J1abOpaTOpHbIE PabOTHI,
KOHTPOJIbHBIE pa0OTHI.

[IpoMexxyTouHass arrecTtanus, Kak MPaBUIO, OCYLIECTBIAETCS B KOHLE
ceMecTpa W MOJXKET 3aBepulaTh W3yYEHHE KaK OTAEJIbHON TUCUUIUIMHBI, TaK U €€
pasnena (pasnenoB) /Momyns (Moxynei). [IpomexyTodnas arrectanus mMOMOTaeT
OLICHUTH 00Jiee KpyIHbIE COBOKYITHOCTH 3HAHUNA U YMEHUH, B HEKOTOPBIX CIIydasx
— naxe (QOpMHUPOBAHUE OINPEACTEHHBIX MNPOPECCHOHANBHBIX KOMIETEHITHH.
OcHoBHble GopMbl: 3aueT (AuddepeHurpoBaHHbIi). Tekymuii KOHTPOJb H
IPOMEKYTOUHAs aTTecTauys TPAAULUMOHHO CIyKaT OCHOBHBIM CpPEICTBOM
obecrieueHrs B yueOHOM Ipoliecce «00paTHOM CBSI3W» MEXAY MpErnojiaBaresieM U
0o0yJarmmMcs, HE0OOXOIUMON IS CTUMYJIUPOBAHUS Pa0OThl OOYYAIOIIMXCS U
COBEPILIEHCTBOBAHUS METOJIMKH MPENOAaBaHusl yU€OHbIX TUCIUTIINH.

[Io pe3ynbTaTaM MPOMEXKYTOUHOW ATTECTALMU CTYJECHTY 3aCUMTBIBACTCS
TPYNOEMKOCTh  JUCLMIUIMHBI B 3aU€THBIX  €JUHULAX,  BBICTABISAETCS
muddepeHpoBaHHas ~ OIlEeHKa B NPUHATOM  By3e  cucremMe  0asuios,
XapakTepu3yronias Ka4eCTBO OCBOCHHS CTyJICHTOM 3HaHUW, YMEHHUI U HaBBIKOB I10
3TOMW JUCIUILIAHE.

YPOBHU OCBOEHMUS JTUCIHHATIJIMHbI

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

3a4yTeéHO ¢  OLCHKOHS  («oTau4HO», 85-100 ©0as/u10B) CTaBUTCS
00y4arIMMcs, KOTOPbIE IIPU OTBETE:
— 00HApY>KMBAIOT BCECTOPOHHEE CHUCTEMAaTHYECKOoe U TIyOOKoe 3HaHUue
MPOrPAaMMHOr0 MaTepHUana;
— JIEMOHCTPHUPYIOT 3HAHUE COBPEMEHHON YU4E€OHON U HAYYHOM JIUTEPATYPHI;
— CIIOCOOHBI ~ TBOPYECKM TMPHUMEHSITh 3HAHWE TEOPHUH K  PEHICHUIO
npodeCCUOHANIbHBIX 3a]1a4;
12



— BJIQJICIOT MOHATUHUHBIM aIIapaToM;
— JEMOHCTPUPYIOT CIIOCOOHOCTh K aHAJIM3y W COIOCTAaBJICHUIO Pa3IMYHBIX
MO/IXO/IOB K PEIIECHUIO 3asBJICHHON B OMieTe MPOOIEeMAaTHKY;
— MOATBEPAKAAIOT TEOPETUUYECKHE MOCTYJIAThI npuMepaMu u3
MPABONPUMEHUTEIBHON MTPAKTHUKHU.
3auTeHo ¢ oleHKoW4 («xopomoy», 70-84 GaJsa) craBuTcs 00y4arOIIMMCH,
KOTOpBIE MPU OTBETE:
— 00Hapy>KMBAIOT TBEPI0E 3HAHUE ITPOTPAMMHOTO MaTepuara;
— YCBOWJIM OCHOBHYIO M Han0o0Jiee 3HAUUMYIO JIOMOJTHUTEIBHYIO JTUTEPATYPY;
— CIIOCOOHBI ~ MPUMEHATH  3HAHWE  TEOPHUH K  PENICHWI0  3ajad
PO ECCUOHAIEHOTO XapaKTePa;
— JIOMYCKAIOT OT/AEJIbHBIE MOTPEITHOCTH U HETOYHOCTH MPU OTBETE.
3a4TE€HO C OILIEHKON3 («ya0BJIETBOPUTEIBbHO», 55-69 0aJs10B) cTaBUTCS
00yJaroIMMcs, KOTOPBIE IIPU OTBETE:
— B OCHOBHOM 3HAIOT MPOTPaMMHBIN MaTepuaia B 00bEéMe, HEOOXOAUMOM JIJIst
npecTosimel paboTel Mo npodeccui;
— B 11€JIOM YCBOMJIM OCHOBHYIO JIUTEPATYPY;
— JOTYCKAIOT OT/ICJIbHBIC MIOTPEITHOCTH B OTBETE HA BOMPOCHI.
3a4TE€HO C OIIEHKON2 («HeyI0BJIeTBOPUTENbHO», 0-54 0Oassa) craBuTCS
00yJarIMMcs, KOTOPbIE IIPU OTBETE:
— 0OHApY>KMBAIOT 3HAYUTEIbHbIE TPOOENIbl B  3HAHUSAX  OCHOBHOTO
MIPOTPaMMHOT0 MaTepuarna;
— JOMYCKAIOT MPUHIUNHAIbHBIE OIMOKN B OTBETE HA BOMPOCHI;
— JEMOHCTPUPYIOT HE3HaHWE TEOPUU U TMPAKTUKH MPOodheCCHOHATBHOM
TIeSTCILHOCTH.
OcHoBaHuEM JIJIs1 HeIOMYyCKA K 3a4eTy SBJSAETCS TO, YTO OOYyYaroIIHiics BO
BpeMsI ceMecTpa He Ha0pajl YCTaHOBJICHHOTO MUHUMYyMa 0ajioB — 55 Gasios.

8. IlepevyeHb OCHOBHOM M JONOJHUTEIBHON Yy4eOHO JIUTEepaTyphbl,
HE00X0IMMOii 17151 OCBOCHUS TMCUUIIIIMHBI (MOTYJIA)

a) rocy1apCcTBeHHbIE CTAHAAPTHI
1) TOCT P51141-98 «/lenonpon3BoacTBO U apXWBHOE Aen0. TepMHUHBI U

OTIpeCTICHUS»
2)I'OCT P 6.30-2003 «YHupuuupoBaHHblE CHUCTEMbl JOKYMEHTAalWU.
YHuuuupoBaHHasi ~ cUCTeMa  OPraHM3alMOHHO -  PacCHOPSAUTEILHON

nokymeHTanuu. TpeboBanust K 0(hOPMIIEHHIO TOKYMEHTOBY

3) TOCT P 7.097-2016 «Cucrema craHgapToB 10 HH(pOpMAIUH,
OuOIMOTEeUHOMY U HU3AaTeNbcKoMy Jieny. OpraHu3alMOHHO-PACTIOPSAUTENIbHAS
nokymeHTaius. TpeboBaHus K 0pOPMIIEHHIO TOKYMEHTOBY

0) OCHOBHAasI JIUTEpPaTypa:
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JIOKyMEHTaIlIMOHHOE obecrnieueHue yIpaBJICHHUS: VYuebHoe
nocooue/I' mamuiE.B. - M.: UL PHUOP, HUIl HNHDOPA-M, 2016. - 249 c.

https://new.znanium.com/read?id=12647
B) IOMOJTHUTEJIbHAS JINTEPATYyPa
2) JoxymeHTarimoHHOE OOECTICUeHHE YIpaBJICHHUS TEPCOHAIOM: YueOHOe

nocoobue/bynar P. E. - M.. HUL[ HHOPA-M, 2015. - 234 c.
https:/new.znanium.com/read?1d=168805

3)JdoxymeHTanmoHHoe o0ecrieyeHue yrpaBieHUsl B COLMAIbHO-KYJIbTYPHOM
cepBuce u Typusme: YdeOHoe mocobue / I'ymuna U. A., 3aiineBa H. A. - M.:
Anspa-M, HUL] UTH®PA-M, 2015. - 240 c. https:/new.znanium.com/read?id=116067

9. Ilepeuenns pecypcoB HH(POPMANMOHHO-TEJIEKOMMYHUKALIMOHHOM CeTH
«/HTepHeT», HeOOXOAUMBIX IJISl OCBOEHH S JUCHUILIUHBI (MO1YJIs1)

1)  CuopaBouno-npaBoBas cuctema «Koncynbrantllmrocy

2)  JIoKyMEHTOOOOpOT U JeNOnpou3BOACTBO. CHCTEMBI 3JIEKTPOHHOTO
nokymeHToobopoTta (C3/]) www.doc-online.ru

3)  ApxwuBbsl Poccunwww.rusarchives.ru

4)  Kypnan «/lenonpous3BoaCcTBO U JOKYMEHTOOOOPOT HA MPEAPUATUN
www.delo-press.ru/documents-it/index.html

10. MeToauveckue yKa3aHus AJsl 00y4AOIIUXCH M0 OCBOCHHUIO TUCIUIIMHBI
(MoayJist)

CaMocTosTenbHAas MOATOTOBKA 00YYaIOIUXCS IPOBOAUTCS TSl YTITyOIeHHS
U 3aKperUIeHHs] 3HAHUM, MOJYyYEHHBIX Ha JIGKIHUSIX U IPYTHX BHUIAX 3aHATUH, AJS
BBIPA0OTKH HAaBBIKOB CaMOCTOSITEIBHOTO MPUMEHEHHSI HOBBIX, JTOMOJHUTEIBHBIX
3HAHUU ¥ MOATOTOBKH K MPEJACTOALIUM YIEOHBIM 3aHATHSM, 3aUETy.

BaxxHpiM  yCclOBHEM  YCHEIIHOTO HW3YYEHHs] JUCIHUIUIMHBI  SIBISIETCS
nocemienue jeknuid. [lox mocemennem noapazymeBaercs He (popMa MacCUBHOIO
NPUCYTCTBUS, a aKTUBHasA paboTa 1Mo U3y4eHHIo HOBOro marepuania. [lonroroska k
JEKIIMOHHBIM 3aHATHAM BKIIOYAaeT B ceOs aHAIW3 NpeularaeMbIX A U3Y4YeHHS
BONPOCOB, M3y4YCHHE HOPMATHUBHBIX MCTOUYHUKOB M Yy4eOHOW M HaydyHOMH
JIUTEpaTyphl MO paccMaTpUBAEMbIM BOIpOcaM JEKIHMHU. B mpolecce exmuu
oOyyarommicss MOXET 3a/aBaTh  YTOUHSIOUIME BONPOCH, OCYIIECTBHUTH
B3aMMOCBSI3b HOBOTO MaTepuajia C YK€ H3yYeHHBIM, HOJArOTOBUTH 0a3zy uis
3 PEKTUBHOTO HCIOIB30BaHMsI MOJYYCHHBIX 3HAHUN, OOJEr4uTh MOATOTOBKY K
OPAKTHUECKOMY 3aHATHIO. D(P(GEKTUBHBIM CIOCOOOM (PUKCAIUU JIEKIIMOHHOTO
MaTepuaga SBISIETCS KOHCIIEKTUPOBAHHE, NPEICTaBIsioliee cOOOW HE TOJIBKO
¢ukcalnio BaXXHEHIIMX MOMEHTOB JEKIMH, HO U YKa3aHHE MPUMEPOB IS
MOHMMAHHUA TOTO UJIM HHOT'O TEOPETHUECKOI0 MaTepuara.

[Ipy MOArOTOBKE K MPAKTHUYECKOMY 3aHATHIO HEOOXOJUMO HCIOJIb30BaTh
KOHCIIEKTUPOBAHHBIE MaTE€pUalbl JIEKIUi, Y4eOHYI0 M Hay4dHYIO JIUTEpaTypy.
[ToaroToBka OTBETOB MO BHIHOCHMBIM Ha OOCYXJIEHHE BOIMPOCAM MPAKTUYECKOTO
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3aHATUS BKJIIOYAET B ceOsl HE TOJBKO MPOYTEHHE MaTepHualia, HO M €ro aHaiu3 U
KPUTUYECKYIO OlEeHKY. OOyuaromeMmycs CcJeayeT BbISIBUTh MaJOU3yUYEHHbIE
aCIEeKThl paCCMAaTPUBAEMBIX BONPOCOB, MPOSBUTH UHUIIMATUBY MPHU MOJATOTOBKE K
MPAKTUYECKOMY 3aHATHUIO.

[Ipu moAroToBKE K MPaKTUYECKUM 3aHATUSAMH U 3a4€Ty PEKOMEHAYeTCs
CHUCTEMAaTU3UPOBATh 3HAHMS, M300paxkas MX B TaOIMYHOM, TpaduuecKoM WU
CXEMaTU4YHOM BHJI€. DTO MO3BOJIUT YCTAHOBUTH B3aUMOCBSI3b U3yUaeMbIX SIBIICHUH,
YIPOCTHUT 3aJady 3allOMHHAHUS MaTepuaja, OOJErdyuT MpOIecC MPAKTHUYECKOrO
MPUMEHEHUS TTOTYICHHBIX 3HAHHM.

3amaueld  MPaKTUYECKWX  3aHATHH  SBISETCS  BBIpAaOOTKA  YMEHUS
WCIIOJIP30BAaTh TCOPETUUYCCKUE 3HAHWS, TMPOSBUTH HAIMYAE MPAKTUYECKHUX
HaBBIKOB. [lpm  TOATOTOBKE K  MPAKTHYECKOMY  3aHATHIO  CIEAyeT
3a0J1arTOBPEMEHHOTO 00€CTIeUNTh HAJINYhe HEOOXOAMMO ISl JTaHHOTO 3aHSITHS
MaTepuaa, CaMOCTOSITENIbHO TOBTOPUTH PaHEE N3YUEHHbBIEC TEMBI.

JUIst  yCcnemrHoro OCBOEHHUS AUCHUIUIMHBL BaXKHBIM  SIBJISIETCS.  YMEHHE
paboTath ¢ TepMHUHAMH U UX ompeneneHusiMu. s paboOThl ¢ TEPMHHOJIOTHEN
3G ()EKTUBHBIM SBIISIETCSI UCIOJIb30BAaHUE KaK Y4eOHOW M HAYyYHOU JHMTEpaTyphl,
TaK U FOPUIMYECKUX U PUIOCO(CKUX CIIOBapei.

PabGoTa ¢ TepMHHAMH MOKET OCYILIECTBIATHCS Kak B (OpMeE COCTaBIICHUS
COOCTBEHHBIX TEMAaTHYECKUX CJIOBAPUKOB JUIsl yA0OCTBA M CKOPOCTH IOMCKA
HeoOxoaumoro TepmuHa. C  OITOM TENBIO HEOOXOJUMO KaXKIbIH  HOBBIN
BCTPEYAIOIIUIICS TEPMHUH 3alUCHIBATh U BO BPEMsI TIOJITOTOBKH K CEMHUHAPCKUM U
NPAKTUUECKUM 3aHSATHUSAM YKa3blBaTh COOTBETCTBYIOIEE ompezaeneHue. B cmyuae
BO3HUKHOBEHHUSI CIIO)KHOCTH BBIOOpa OINpeAeNeHus] U3 HMEIoLerocs odbema B
pamMKax Hay4yHOTO 3HaHHS HEOOXOJHWMO 3a/aBaThb BONPOCHI MPENOAABATENIO B
paMKax JEKIIMOHHBIX U MIPAKTUIECKUX 3aHATHM.

WNurtepaktuBHble  GOpMBI  MPOBEAEHUS  3aHATUA 1O  AUCIUIUIMHE
«/[okymenmoobopom 6 opzaHuzayusx cepéuca» BKIIOYAIOT B ce0s CleayIoIIne
BUJIBI 3aHSATHU:

- UHTEpaKTUBHBIC JIEKI[MU, MPEANOJaraloT MCIOJIb30BAHUE METO/A
poOeMHOro u3nokeHus. [Ipu TakomM moaxone JIEKIUsl CTAHOBUTCS MOXO0XKEH Ha
JMajor, MpernojlaBaHlue UMUTUPYET MCCIIeNOBATEIbCKUN Mpouece (BBIABUTAIOTCS
NEPBOHAYAILHO HECKOJIBKO KIIFOUEBBIX MOCTYJIATOB IO TEME JICKIUHU, U3JI0KEHUE
BBICTPAMBAETCS MO MPUHLMUIIY CAMOCTOSATEIBHOIO aHain3a M 0000UIeHUS
CTYJEHTaMH Y4YeOHOro Marepuana). JTa METOJAWKa IO3BOJSET 3aWHTEPECOBATH
CTYJI€HTa, BOBJIEUb €ro B Impoiecc o0yueHus. [IpoTuBopeurs Hay4yHOTO MO3HAHUS
PacCKpbIBAIOTCSI TOCPEACTBOM IIOCTAHOBKM MpoOieMbl. YdeOHass mnpobiema u
npoOJeMHasi CHUTyalus SBJSIOTCS OCHOBHBIMH CTPYKTYPHBIMH KOMITOHEHTaMHU
npobiieMHoro ooyuyenus. [lepen HayamoMm H3ydeHHs ONMpPENEICHHONW TeMbl Kypca
CTaBUTCA TNEpea CTyJEeHTaMHU NpOoOJEMHBIM BOMPOC WIM JaeTcsi MpoOJieMHOE
3aganue. CTUMyIUpys pas3pelieHue MnpoOJieMbl, MpenojaBaTelb CHUMAET
MPOTUBOPEYHS MEXKITY UMEIOIIUMCS €€ OHUMAaHUEM U TpeOyeMbIMHU OT CTYJIEHTa
3HaHUSMU. D(PPEKTUBHOCTh TAKOTO METOJa B TOM, YTO OT/AEJbHBIE MPOOJIEMbI
MOTYT MOJHUMATBCS CaMUMH CTyAeHTamH. [J1aBHBIA ycrnex JaHHOTrO MeEToJa B
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TOM, 4YTO NpPENoJaBareib JOOMBAaeTCA OT ayJIUTOPUH «CAMOCTOSTEIBHOIO
peuieHus» mnocTaBieHHOM mpobiembl. OpraHuzanus MNpoOJEMHOTO O0y4YeHUs
MPEACTABISECTCS JOCTAaTOYHO CJIOKHOM, TpeOyeT 3HAaYMTEIbHOM MOATOTOBKHU
nektopa. OQHAaKO Ha HAYaJIbHOM 3Tale UCIOJIb30BaHUS 3TOI0 METOJIa €r0 MOKHO
BHEJIPSITh B CTPYKTYpPY T'OTOBBIX, paHee pa3pabOTaHHBIX JICKIUH, MPAKTUYECKUX
3aHATUN KaK JIOMOJHEHUE.

- TpYINNOBbIE  JHUCKYCCHM,  MPUMEHSAIOTCS  1is  oOecreueHus
HABBIKOBKOMAHJHOW PaOOThI U MEXKIIMYHOCTHOM KOMMYHHUKAITUU H TIPEACTABISIOT
co00i1 OLIECHOYHOE CPEICTBO, MO3BOJIAIOIIEE BKIIOYUTH O0YYaIOUIUXCS B MPOLIECC
00CYX/ICHHS TPEICTABICHHON TEMbI, MPOOJEMBI ¥ OIEHUTh HUX YMEHUE
apryMEHTHUPOBAaTh COOCTBEHHYIO TOUKY 3peHHus. Kpome TOoro, B XOje 3aHSITHIA
MPOBOASTCS KPYIJIbIE CTOJIBI MO 3aJaHHBIM TEMATHKAM.

[Ipy nNOAroTOBKE K HNPOMEXKYTOYHOMY WM HMTOTOBOMY TECTUPOBAHUIO
HEOOXOJMMO M3YYUTh TEOPETHUECKUI W NpakTUYeCKUd wmaTtepuall. TecTtoBbie
3aiaHus (C MepeyHeM BO3MOXKHBIX BapHAHTOB OTBETOB, CPENIM KOTOPBIX XOTS Obl
OJIMH OTBET SBJISETCS HEBEPHbIM) OOECIEUMBAIOT CTPYKTYPHOCTH MBIIIJICHUS,
BBIHYKJIGHHOTO BBIOpaTh U3 MPEJIOKEHHBIX BapUaHTOB OTBET BCE MPABHIIbHbBIE
BApUAHTBIL. TE€CTOBBIE 3aJaHUsl HAa YCTAHOBJICHHS COOTBETCTBUS IOAPA3yMEBAIOT
HEOOXOJMMOCTb MPOSIBJICHUS HE TOJBKO 3HAHUS Y4YeOHOro marepuana, HO U
yMEHUSI TPUMEHATHh IMpaBuiia (OpMaIbHONW JIOTUKH. TecTOBble 3ajJaHusl Ha
YHOPSAJOYECHHE HAIPAaBIEHbl HA YCTAHOBJICHHE JIOTMYECKOW MOCIEN0BATENbHOCTH
paccMaTpUBaeMbIX SIBJICHUM (BPEMEHU CYIIECTBOBAHUS SIBICHUM, PaclOIOXKEHUs
CTPYKTYPHBIX 3JIEMEHTOB IMPABOBBIX JJOKYMEHTOB H T.I1.).

OddexkTuBHBIM CcTOCOOOM I TOATOTOBKA K TECTUPOBAHUIO SIBIISCTCS
paboTa 00ydaromerocs Mo PeleHUI0 TECTOBBIX 33JaHUN, MPEAOCTABICHHBIX IS
CaMOCTOSITeNIbHON paboThl. Takke mpu MOATOTOBKE K Takoil (popme KOHTPOIsS
3HAHUW, KaK PELIEHUE TECTOBBIX 3aJaHUM, CIECITYET CAMOCTOSTEIBHO MONBITATHCS
npopaboTaTh paccMaTpUBaEeMble B AUCIMIUIMHE BOMPOCHI B OpME COCTaBICHUS
TECTOBBIX 3a/IaHUI.

[Ipy moaroToBke K 3a4eTy CcleAyeT HMMETh B BHUAY, YTO OH SIBIISIETCS
UTOTOBOM (POPMO¥ KOHTPOJIS MO M3YUYCHHIO JAHHOW Yy4eOHON JMUCIUILIMHBIL. 3a4yeT
NOAPA3yMEBAET  MAKCHUMAJIbHYK)  KOHUEHTPAMK  3HAHWM W YMEHUH,
MPEANOJIATAl0IINX MOJHOE U3YYEHNE MaTeEpUaia IUCIUIIINHBI.

3ader mpoBoauTcs B (GOpMe YCTHOrO coOeceloBaHWS ¥ BBITIOJHCHUS
MMUCHbMEHHOTO 3aaHus, I100 TecTa.

Pemenne mnpenonaBatenss 00 UWTOTOBOW OIEHKE MPUHUMAETCA 10
pe3yabTaraM YCTHOTO OTBETAa M BBINOJIHEHHOTO MHCHbMEHHOIO (TE€CTOBOIO)
3a/1aHusl, B 3aBUCUMOCTH OT ILIKaJIbl OI[EHKHU.

PaboTa ¢ meyaTHRIMU U3TAHUSAMH JJIs1 00YUaIOIIETOCs MOXKET ObITh CBSI3aHA
C TPYAHOCTAMM B OOJAcCTH JIOCTyNa K COBPEMEHHOW HAy4yHOM Me4aTHON
auTepatype. B CBA3M C pa3BUTMEM HAyYHO-TEXHUYECKOrO Iporpecca B TaKoOu
CUTYyalllH HAJJIEKUT BOCIOJIb30BATHCS MAaTepUaIaMH, HAXOAIIUMUCS B OTKPBITOM
nocryne cetu Internet. Takyke HEOOXOJUMO YUUTHIBATH, YTO MO COCTOSHHUIO Ha
CErOIHSIIHUI IEHb MHOTHE CIIPABOYHBIE ITPABOBBIE CUCTEMBI COAEP)KAT HE TOIBKO
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TEKCT HOPMATHBHBIX AKTOB, HO M Hay4HbIE€ CTAaThbU IO PA3JIUYHBIM BOIPOCAM
(manmpumep, CIIC «KoncynpranT [Lmtocy). OMHOBpeMEHHO ciieyeT oOpaTUTh CBOE
BHUMaHHE Ha MyOIu4yHbie OMOIMOTEKH, PEIOCTABISIONINE BO3MOKHOCTh JJOCTYIIA
K 3JIEKTPOHHBIM BEPCHUSIM MEYATHBIX UCTOYHUKOB.

B cuily KpaTKOBpEeMEHHOCTH W3Y4Y€HHUS U 3HAYUTEIBHOrO O0bemMa JaHHOU
y4eOHOM NUCHMIUIMHBI Kadelpa HACTOATEIbHO PEKOMEHIYeT CUCTEeMAaTHYeCKH, a
HE 3MU30AMYECKU padoTaTh HaJl U3yYEHHUEM Kypca.

11. Ilepeyenb MHPOPMANUOHHBIX TEXHOJIOTHI, MPOPecCHOHATBLHBIX 0a3
JAAHHBIX, HCMOJIb3YEeMbIX MPHU OCYIIECTBIEHUH 00Pa30BaTEeILHOIO MpPoIlecca
Mo JUCHUILTHHE (MOIYJ/II0), BKJIIOYASI MepeYyeHb MPOrpaMMHOTro o0ecneyeHust
U UHGPOPMAIHOHHBIX CIPABOYHBIX CHCTEM

[IporpamMmmHoe obecrieueHue:

1) Onepammonnas  cucrema  (Microsoft  Windows  XP, 7,
8 .XHponpuemapHaﬂ);

2)  Ilaker odwucubix mnporpamm Microsoft Office Professional 7 (MS

Word, MS Excel, MS Power Point, MS Access Ilponpuemapnas),

3) IIporpamMmmHoe  obecreueHue Uil  MPOCMOTPA  BIEKTPOHHBIX
JOKYMCEHTOB B CTaHapTE PDF (F oxit Reader GNU Lesser General Public License);

4) Web-6payzep (Mozilla Firefox GNU Lesser General Public License);

NupopmarmoHHbie CIPaBOYHBIC CHUCTEMBI:
1) AprtomaTu3upoBaHHas HWHPOpMaIMOHHAs OWOJMOTEUHAsT CHUCTeMa

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

12. MaTepuaibHO-TeXHHMYECKas 0a3a, He00OXoauUMAas ISl OCYHIeCTBJICHUSA
00pa30BaTeJIbHOIO NMPOLEcca Mo IMCHUIIUHE (MOYJII0)

Ne
n/n
1. | CneunaivM3upoBaHHbIE Ay IUTOPHH:

VYyeOHasi ayAUTOpHs AJIs MPOBEACHUS 3aHATHI CEMHUHAPCKOTO
TUIIA, KYpPCOBOT'O IPOEKTUPOBAHUS (BBIIOJHEHUS KypCOBBIX
paboT), TpPYNIOBBIX M HWHIWBHIYAJIbHBIX KOHCYJIbTAIUH,
TEKyIIEr0o KOHTPOJS M TMPOMEXKYTOYHOM aTrTecrauuud /
KOMIIBIOTEPHBIN KJIacc / MOMEIIEHUE ISl CaMOCTOSATEIbHOM | 1
paboThI

2. | Texnnueckue cpeacTna 06ydeHus:
KOMIBIOTEP C IPOIPaMMHBIM 00€CTIEYEHUEM 117
3. | CrermanusupoBaHHbIe ayAHTOPHN:

VYyeOHasi ayauTopus IJsi MPOBEACHUS 3aHATUN JIEKIMOHHOTO
THNA, 3aHSATAA  CEMHHAPCKOTO  THUIA, TPYNNOBBIX U

Haumenosanue KoanuyecTBO
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HHAWBUYAJIbHBIX KOHCYHBT&HI/II\/'I, TCKYLICTO KOHTPOJIA
HpOMﬁ)KYTO‘IHOﬁ aTTCCTaln

4. | Texunueckue cpenctsa 06ydenns:

9KpaH HACTCHHBIN

MYJIbTUMEIANHBIN TPOEKTOP

KOMIBIOTEP C MPOrPaMMHBIM 0OecTieYeHUEM
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