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1. llosicHUTEBLHAA 3AIIUCKA

Kypc «/lokymenmoobopom 6 opzanuzayusx cepsuca» 3aHUMAET Ba)KHOE
MECTO MpU MOJArOTOBKE OakaiaBpoB 10 HampasieHuto 43.03.01 «Cepsucy.
VYnpasienue npeanpusTieM (OpraHuzanueit), 0Ka3bIBaloIUM YCIYTH, HEU30€KHO
TpeOyeT cO3/1aHusi MHOTHUX BHJOB JOKYMEHTOB, 0€3 KOTOpPBIX HEBO3MOXKHBI
pellleHre OCHOBHBIX IPOU3BOJCTBEHHBIX 3a/ay, IJIAHUPOBAHUE JIEATEIBHOCTH,
¢uHaHCHpOBaHHE, OyXTaITEPCKUN Yy4eT U OTYETHOCTb, ONIEPATUBHOE YIPABICHHUE,
KaJpoBoe obOecreueHue AEATEIbHOCTH U T.M. JIOKYMEHTHI SIBISIOTCS OCHOBHBIM
JI0Ka3aTeIbCTBOM COBEPIICHHS TOTO WIM HMHOTO (akTa MpPOU3BOJACTBEHHO-
XO3AUCTBEHHOHN JEeATeIBbHOCTH Npeanpusatus. Opranuzanus J0KyMEHTAIlMOHHOTO
oOecrieueHHs ympaBieHusi B cdepe cepBHca HMEET HEKOTOpble OCOOEHHOCTH,
CBSI3aHHBIE C KOHKPETHBIMHU TPOLEAYpaMH peaau3ali TpeOOBaHUNH U HOPM,
OIIpEIEIEHHBIX 3aKOHO1AaTEIbCTBOM.

Ilenpt0o OCBOEHUS AUCLUIUIUHBL «/[oKyMenmoobopom 6 OpeaHu3ayusx
cepguca»  SABIAETCS  HM3yYEHHUE  CHUCTEM  JOKYMEHTAalluW, OpraHU3aluu
JOKYMEHTUPOBaHUS U JeIOTPON3BO/ICTBA, COCTAaBJISIOLINX OCHOBY
UH(GOPMAIIMOHHBIX MPOIECCOB B CEPBUCE, COBOKYMHOCTh KOTOPHIX OOECIeunBaeT
OpraHu3alMIo IPOLIECC CEPBUCA.

3anaun TUCIUILTUHBL:

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

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

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

JucuunnuHa «/[oxymenmoobopom 6 opeanu3ayusx cepeuca» y4acTByeT B
dbopMHUpPOBaHUY CIEAYIONMICH KOMIIETCHITNH (CIEAYIOMMNX KOMITETSHITAN ):

OIIK-3 - 3HAHUS: OCHOBHI JIOKYMEHTAILHOTO 00eCIeUYeHNs OpraHu3aluy mpoiecca
TOTOBHOCTB CEpBHCA;  COCTaB  OPraHMU3AlMOHHO-NIPABOBOM,  PACHOPAIUTENBHOM,
OpraHu30BaTh MH(POPMAIIMOHHO-CIIPABOYHOM, IJIAHOBO-OTYETHOU JOKYMEHTAlUH,

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

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

OTIPENeNIATh BUJABI YIPaBICHYECKHX JOKYMEHTOB, HEOOXOJWMBIX JUISI
ONMMCAHMS PA3JIMYHBIX  YIOPABICHUECKUX JIEHCTBUH B  pa3iIM4YHBIX
CUTYallUsAX; COCTaBJIATh U OQOPMIIATH JEIIOBBIE MHUChMA, JOKIAJHBIC H
CITy>KeOHbIE 3aIMCKN OTBEYATh Ha XKaJloObl MOTpeOUTENeH

HABBIKH: pa3paboTKu Habopa OpraHU3aIMOHHO-TIPABOBOM,

TpeboBaHUH
noTpeduTeNs
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pactopsiIUTEeNIbHON, WH(OPMAIMOHHO-CIIPABOYHOM, IJIAHOBO-OTYETHOM
JOKYMEHTAI[NH, BBIOOpA  PECypCOB H CPEACTB JOKYMEHTOOOOpOTa B
mpolecce  OpraHu3alid  CEPBUCHOM  JIEATENIbHOCTH;  HABbIKAMU
CUCTCMATU3AlUN NOKYMCHTAIlUKM B IPOLECCE CepBI/ICHOf/'I ACATCIIbHOCTH,
OpPraHHU30BbIBATH JOKYMEHTOOOOPOT

3. MecTO AUCHUIIIMHBI B CTPYKTYpe 00pa3oBaTeIbHOI NPOrpaMMbl

HNucuumnuaa b1.5.18  «/[okymenmoobopom 6 opeaHuzayusx cepeuca»
SBJISIETCSl TUCUUIUIMHON 0a30BOM 4acTW Yy4eOHOro IjiaHa MOATOTOBKHU CTYJIEHTOB
no Hanpasienuto 43.03.01 Cepsuc.

Mudp [IpenmecTByromuye TUCIUIIIIMHBI [Tocnenyromue TUCUUILITAHBI
KOMITETEHIINH y4eOHOro IjIaHa, B KOTOPBIX y4eOHOro IJjiaHa, B KOTOPBIX
OCBaMBaETCs KOMIIETEHLIUS OCBaMBaECTCsI KOMIIETEHLIUS
OIIK-3 JvcuuniuHa saBisieTcs IepBoil B MenemKMEHT B cepBuCe
(dbopMHpOBAHNHN TaHHOW KOMIIETEHIMU Mapkertunr B cepsrce

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

3aHATHH) U HA CAMOCTOSITEJIbHYIO Pa00Ty 00y4ar0IUXCs

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

Kypc Ne 2
OO6m1ast Tpy10€MKOCTh (BCETO aK. 4acoB / 3.€11) 144/4
Jlexum 6
KonrtakTHas pabota
[IpakTHueckue 3aHATUA 6
CamocTtosiTenbHas paboTa 130
Bun
IPOMEKYTOYHOM 3auer ¢ U1
aTTeCTalluU OIIEHKOM/KOHTp.paboTa




5. Conepxxanue JMCUMILIMHBI (MOAYJIs1), CTPYKTYPHPOBAaHHOE 110 TEMaM

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

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

TpynoeMKocTb
= s
= |E| 8
z | =] @©
HaumenoBanue paznena = s S,
Ne P el 2] 8|5 & Conepxanue
JTUCITUTITMHEI (TeMa) 3 = = | 2]
M Q | Q o
= E [\2] ©
PEE
2158
2 Kypc
- [Tonstue o noxymente. CBOMCTBa,
npu3Hakd, (QYHKIUKA JOKYMEHTA.
Metoasl ¥ crmocoObl  JOKYMEHTH-
OCHOBBI  JIOKyMGHTAITD poBaHus. HopmarusHo-
METOANYECKAS Oaza
HOT'O obecrnieueHus
I. 32 1 1 30 | JOKYMEHTAIMOHHOTO O0eC-TIeYCHHS
OpraHm3aiuu  Ipoiiecca
ceDpBICA yIpaBiIeHUS NeSITeIbHOCTHIO
P opranmu3anuu cdepsl cepBruca. Buib
yIpaBIEeHYECKUX JOKYMEHTOB, HE00-
XOJIUMBIX ISl OTIMCAHUS PA3IAYHBIX
YIPaBJICHUYECKUX JICUCTBUU.
- CocraB, CTpyKTypa H coJiepKaHUe
JOKyMEHTaluu,  obecreyuBaroneit
Cucrembl JTOKYMEHTAIIMH, OpraHM3alMIl0 Ipolecca CepBuUca.
oOpasyromuecs B Ipolec- CocTtaB OpraHu3alMOHHO-MPABOBOM,
2. | ce ympaBneHus nesarens- | 32 | 1 1 30 | pacnopsiiuTENbHOM,
HOCTBIO OpraHu3aluii WH()OPMaAITMOHHO-CTIPABOYHOM,
cdepsl cepBuca.. IJIAHOBO-OTYETHOM  JIOKYMEHTALUU,
npaBuiia €€ COCTaBIICHUA U
oopmieHus;
OO0mas xapakTepUCTHKA KaJIPOBOTO
cocrtaBa mnpeanpusaTus. Opranuszanus
JOKYMEHTAI[MOHHOTO  00eCTeueHUs
NESTENIbHOCTH  KaJpOBOW  CITYXKObI
npeanpustus cepsl cepsuca. Opra-
JlokyMeHTaImoHHOE 00ec- HU3aIMs paboThl ¢ KaJapOBOW JIOKY-
3. | meuenue ynpasieHus nep- | 34 | 2 2 30 | menTanmeir. OCOOEHHOCTH HCIOIb-
COHAJIOM. 30BaHus cetu  WuTepHer i
peteHus 3a1a4 KaJIpOBOTO
nenonpousBoactea.  OdopmieHue
JENOBBIX THUCEM, JOKJIATHBIX U
CIIy’)keOHBIX 3alHMCOK, OTBETOB Ha
XKaso0bl MOTpeOUTENEH.
Opranuzanus Opranuzanus paboThI c
4 ,Z[OKYMGHTOOGOpOTa. 34 ) ) 30 JIOKyMeHTaMu. Pecypchl, cpeactsa u
’ Pecypcm, CpeacTBa n ImpaBujia ,Z[OKyMeHT0060p0Ta B CCpBHCC.
MpaBmiIa JOKyMEHTO00OpOTa Ux BbIOOp B  3aBUCHMOCTH  OT
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B cepBuce. Mx BeIOOpD B OCOOCHHOCTEH JIeATeTbHOCTH

3aBUCUMOCTHU oT MPpEANTIPpUATHA.
ocoOeHHOCTEH CucremaTtuzanusi JOKyMEHTAllud B
ACATCIPHOCTH NPEANPUATHA. MPOIECCE CEPBUCHON NIESITEIBLHOCTH.

®dopmupoBanue U 0popMIICHUE NI
DKCIepTu3a EeHHOCTH JOKYMEHTOB,

MOJITOTOBKA JIOKYMEHTOB K
XPaHEHUIO.
3ader ¢ OlleHKOU 1 1 |-
Kontp. pabota 11 1 10
Hroro 3a 3 cemectp 1441 6 8 -] 130

6. IlepeueHb y4eOHO-METOAMYECKOT0 O0ecTIeYeHHS IJIsl CAMOCTOSITeILHOM
padoThHI 00y4aKIIMXCH M0 JMCUHUILINHE (MOLYJIIO)

CamocTosiTesibHasi padoTa CTyIeHTOB Ha 04HOH hopMe 00ydeHHsI

No Bunsl camocTosiTenbHOU TpynoemMkocTs, | @opma KOHTPOJIS*
paboThI aK.4achbl
1. | IIpopaboTka TEOPETUUECKOTO
Marepualia o KOHCIEKTam
JEKIHUMN, pEKOMEHIOBaHHOMN 45 YCTHOC
cobeceoBane

JTUTEpaType, NOMOTHUTETbLHBIM
UCTOYHMKAM MHGOpMALIIH

2. [ToaroToBka K MpakTUYECKUM npe/iCTaBlICHUE
3aHSTUSIM: TTIOUCK 40 uH(pOopMaIuu B
HeoOxoauMoi nHpopmaruu, 00paboTaHHOM
oOpaboTka nHbOpMaITHH BHJIC

3. [ToaroToBka K TeKyIeMy
KOHTPOJIIO U (TECTUPOBAHUE U 45 KOHTPOJIbHAs
HaNMCaHue KOHTPOJbHON pabora
paboThI)

JIJisi caMOCTOSITENTbHON PabOThl MO MUCHUILINHE (MOIYJI0) O0ydaromuecs
UCHIOJIB3YIOT CIIEAyIoIIee yueOHO-MeTOIuuecKoe 00eceueHue:

1) beikoBa T. A. JloKyMEHTallMOHHOE OOECHEYECHHE YIpPaBICHUS
(menompounsBoacTBO): Yuel. noc. / T.A.beikoBa u np. - 2 u3n., nepepad. u Jo1. -
M.: HUII HUudpa-M, 2013 - 304c.
http://znanium.com/bookread2.php?book=390575

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

3) JlokyMeHTalnoHHOe 00ecreyeHre YIpaBIeHusl B COLUATbHO-KYJIbTYPHOM
cepBuce u Typusme: YdeOHoe mocobue / I'ymuna M. A., 3aiineBa H. A. - M.:




Annspa-M, HUIL] NH®D®PA-M, 2015. - 240 C.
http://znanium.com/bookread2.php?book=489737

4) @®oHA OIEHOYHBIX M METOAMYECCKUX MATEpUAJIOB 10 JAUCITUILUIMHE
«/lokymenmoobopom 6 opeanuzayusx cepeucar.

7.®0oH1 OLIEHOYHBIX U METOIMYECKUX MATEPHUAJIOB /IVIsl IPOBeEAEeHUsI
NMPOMEKYTOUHOM aTTecTAlMH 00yUYAKIIMXCS M0 JUCHUILIHHE

7.1. IlepeyeHb KOMIIETEHIMI € YKa3aHMEM 3TANOB UX ()OPMUPOBAHUA B
npouecce 0CBOCHUs 00pa3oBaTeIbHOM NPOrpaMMbl

[Ipouecc wu3y4yeHUs] TUCHUIUIMHBL «/[oKyMenmoobopom 6 opeaHu3ayusax
cepaucay HarpapiieH Ha (POPMHUPOBAHUE CIACAYIOMINX KOMITCTCHITHN:

OIIK-3 - roTOBHOCTh OpTraHU30BaTh MPOIIECC CEPBHUCA, TPOBOIUTH BHIOOP
PECYPCOB U CPENICTB C YUETOM TPeOOBAHMIM MOTPeOUTENS

Oranbl GOpMHUPOBAHUS KOMIIETEHIIMH

1 sran 2 3ran
JIokyMeHT0000pOT B OPraHu3anmsix MapKeTHHr B CepBHCe
cepBHCca (3 Kype)
(2 xype)
MeHemKMEHT B CEpBUCE
(3 xypc)




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

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

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

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

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

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

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

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

-OIpe/IeJICHNH COCTaBa,
CTPYKTYPBI U COZIEP KaHUS
JIOKyMEHTAIM1, obecreun-
BalOIEN OPraHU3alHIo
mpolecca cepBuca,
BBIOMPATH PECYpPCHI U
CpeacTBa
JIOKYMEHTOO000POTA;

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

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

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

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

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

HaBbiku:

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

He Bnaneet unu ne-
MOHCTPUPYET HU3KUHI
YpOBEHbB BJIaJICHUS:

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

JleMoHCTpHpYyET
YacTUYHbIE BIaJieHus 0e3
rpyOBIX OMMOOK

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

Biageer 0a30B5IMU
IPHEMaMH:

- pa3paboTku Habopa op-
raHU3aLHOHHO-TIPABOBOM,
pacnopsaauTeNbHON, NH-
(dbopMaImoOHHO-CTIPaBOY-
HOM, INIAHOBO-OTYETHOM
JIOKyMEHTAIUH, BBIOOpa
PECYPCOB U CPENICTB
JIOKYMEHTO000pOTa B
IpolLecce OpraHu3aluu
CEpPBHUCHOM JEATEIbHOCTH;
- CUCTEeMaTH3alluu JOKY-

JleMoHCTpUpYyET BlIaJICHUS
Ha BBICOKOM ypPOBHE:

- HaBBIKaMU pa3pabOoTKH
Habopa opraHu3aoHHO-
MPaBOBOM, pacnopsAUTE-
JHOM, HH(OPMAITMOHHO-
CIIPABOYHOM, MJIAHOBO-
OTYETHON JOKYMEHTALIHH,
BBIOOpA PECYPCOB U
CPEICTB
JIOKYMEHTO000pOTa B
Mpoliecce OpraHu3aluu
CEpPBUCHOM NESATEILHOCTH;

10




- HaBbIKAMU CUCTEMAaTHU-
3al[uu JOKYMEHTALUH B
MPOIECCE CEPBUCHOM
ACATCIIBHOCTH, OpTaHn-
30BbIBaTh IOKYMEHTO-
00opoT

CEpPBHUCHOI
JACATCIIbHOCTH,

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

CEpPBHUCHOM JESATEIBbHOCTH;
- HaBbIKaMU CUCTEMAaTHU3a-
N JOKYMEHTALMU B MIPO-
LIECCE CEPBUCHOM JIEATEIb-
HOCTH, OPTaHU30BbIBATh
JIOKYMEHTO000POT

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

- HaBLIKAMHU CUCTEMAaTH3a-
LIUHA TOKYMEHTAIUH B IIPO-
1IECCE CEPBUCHOMU JIESITENb-
HOCTH, 0pFaHI/I3OBbIBaTB
JTIOKYMEHTOO0OpPOT
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7.3. TunoBble KOHTPOJIbHBIE 3aJaHUS WJIH UHbIE MATEPUAJIbl, HE0OXOIUMbIE
JJIS1 OLleHKH 3HAHUI, YMEeHHN i, HABBIKOB U (MJIH) ONBITA 1eATeJIbHOCTH,
XapakTepu3yIMnX 3Tanbl ((OPMHUPOBAHUS KOMIIETEHIIMI B Npolecce

OCBOEHHSI 00pa30BaTEIbHOM NPOrPaAaMMBbI

T'OCYJIAPCTBEHHbBIA MIHCTUTYT SKOHOMUKU, ®PUHAHCOB, [TPABA U TEXHOJIOI' M1
Kadeapa ynpas/ienusi couuaaibHbIMH ¥ JKOHOMUYECKUMHU MPoLeccaMu
BWJIET Ne 1

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

TeopeTnyeckne BONpOChHL:

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

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

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

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

(moamuce)

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

BUJIET Ne 2

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

Teopernyeckne BOIPOCHL:

1. Knaccudukatopsl TOKYMEHTOB;

2. ®OopMHUpPOBAaHHE U XPAHCHUE JIE;

IIpaKkTHKO-OpHEHTUPOBAHHOE 3aaHUE:

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

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

(moamuce)

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

BUJIET Ne 3

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

Teopernyeckne BOIPOCHIL:

1. PernamenTanus Ae0npou3BOACTBA;

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

CocTaBUThH CITYKEOHYIO 3aMCKY HA OOIMIPEHUE COTPYAHHUKA, IIEPEBHIMOIHUBIIETO

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

(moamuce)




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

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

Texymmii KOHTPOJL TPEACTABISIET COO0M MPOBEPKY YCBOEHUS Y4EOHOTO
Marepruajia  TEOPETUYECKOr0 M IPAKTUYECKOTO  XapakTepa,  PperyispHO
OCYILECTBIISIEMYIO Ha NPOTSLKEHUM ceMecTtpa. K J1oCTOMHCTBAM AaHHOTO THUIA
OTHOCUTCSI €ro CHCTEMATHYHOCTb, HEMOCPEICTBEHHO KOPPEIHUPYIOWIAsICA C
TpeOOBaHKEM MOCTOSIHHOI'O U HETPEPHIBHOIO MOHUTOPUHTA KauyecTBa 0Oy4YeHus, a
TaKke BO3MO>KHOCTb OAJITbHO-PEUTUHTOBOM OLICHKH YCIIEBAEMOCTH
oOyyaronuxcs. K ocHOBHbIM popMaM TeKyIero KOHTPOJs (TEKyIleil aTTecTalumn)
MO>KHO OTHECTH YCTHBIH OIPOC, MUCbMEHHbBIE 3a/1aHUsI, KOHTPOJIbHbIE PAOOTHI.

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

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

[To guciuminHe «/{OKyMEHTOOOOPOT B  OpraHM3alusX CEpPBUCA»
IIPEAYCMOTPEH 3a4ET C OLICHKOU.

YPOBHU OCBOEHUS TNCHUIIJINHBI

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

3aureHO ¢ oOueHkod S («oram4Ho», 85-100 OajsuI0B) CTaBUTCS
00yYarIMMCcs, KOTOPbIE TIPU OTBETE:
— 00HApY>KMBAIOT BCECTOPOHHEE CHUCTEMAaTHYECKOoe U TJIyOOKOoe 3HaHue
MIPOTPaMMHOT0 MaTepuarna;
— JIEMOHCTPHUPYIOT 3HAHUE COBPEMEHHON YU4E€OHON M HAYYHOM JIUTEPATYPHI;

13



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

— BJIAICIOT MOHATUIHBIM aNapaToMm;

— JEMOHCTPUPYIOT CIHOCOOHOCTh K QHAIM3y W COMOCTABJICHHUIO PA3TUYHBIX
MO/IXO/IOB K PEIIEHUIO 3asBJICHHON B OMUIeTe MPOOIEMAaTHKY;

— MOATBEPAKAAIOT TEOPETUUECKUE TTOCTYJIAThl IPUMEPAMHU U3 TPAKTUKH.
3auTeHo c orieHKOU 4 («xopomoy», 70-84 6ansa) cTaBUTCS 00y4arOIMIMMCH,

KOTOpBIE TIPU OTBETE:

— 00HapyKMBAIOT TBEPAOE 3HAHUE MPOrPAMMHOTO MaTeprana;

— YCBOWJIM OCHOBHYIO U HanOoJiee 3HAYNMYIO JOTIOJTHUTENBHYIO IUTEPaATypy;

— CIIOCOOHBI ~ MPUMEHATH  3HAHWE  TEOPHUM K  PEHICHWIO  3ajad
npo(deccHOHaIbHOTO XapaKTepa;

— JOMYCKAIOT OT/IeJIbHbIE MOTPEIIHOCTH U HETOYHOCTH IPU OTBETE.
3a4yTeHO C OIEHKOW 3 («yIOBJIETBOPHUTEJIbHO», 55-69 (ay10B) cTaBUTCS

00ydJaronmmcs, KOTOphIE PU OTBETE:

— B OCHOBHOM 3HAIOT MPOTPAMMHBIA MaTepuan B 00bEMe, HEOOXOMMOM IS
npencTosimel paboTel Mo npodeccui;

— B LI€JIOM YCBOMJIM OCHOBHYIO JIUTEPATYPY;

— JOMYCKAIOT OT/IENIbHBIE MOTPEIIHOCTH B OTBETE Ha BOMPOCHI.
3a4TeHO C OLEHKOW 2 («HeyI0BJIeTBOPUTEJIbHO», 0-54 0assa) craBUTCS

00ydJaronmmMcs, KOTOphIE MPU OTBETE:

— OOHApY)KMBAIOT  3HAYUTEIbHBIE TPOOETBI B  3HAHUSIX OCHOBHOTO
MIPOTPaMMHOT0 MaTepuarna;

— JOMYCKAOT TPUHIIMITHATbHBIE OIIMOKU B OTBETE HA BOIPOCHI;

— JEMOHCTPUPYIOT HE3HAaHUE TEOpPUM M TNPAKTUKU MNpodecCHOoHATbHON
NEATEIIbHOCTH.
OcHoBaHuEM TSl HEIOMYCKA K 3a4eTy SIBJISIETCS TO, YTO OOYYaIOmUiCsS BO

BpeMsi ceMecTpa He HaOpajl yCTaHOBJIEHHOTO MUHUMYyMa 0aiioB — 55 6asios.

8. IlepeyeHb OCHOBHOM M JONIOJHUTEJIBHON Y4eOHOI JIUTEepaTyphl,
HE00X0AMMOi1 /17151 0CBOCHUS TMCUUIIIIMHBI (MOTYJIA)

a) rocy1apcTBeHHbIe CTAHAAPTHI
1) TOCT P51141-98 «Jlenonpou3BOACTBO U apXUBHOE Jiesi0. TepMUHBI U

onpeeIeHUS
2) TOCT P 6.30-2003 «YHudumupoBaHHbIE CHUCTEMbI JIOKYMEHTAIIWU.
YHudummpoBanHas ~ cucteMa — OpPraHM3allMOHHO -  PACHOPSAUTENbHOU

NoKyMeHTauuu. TpeboBaHus K OPOPMIIEHUIO JOKYMEHTOBY

3) TOCT P 7.097-2016 «Cucrema craHgapToB 10 HH(pOpPMAIUH,
OMOIMOTEUHOMY UM H3JaTelbCcKoMy Jieny. OpraHu3alMOHHO-PACIIOPSAUTENbHAS
nokyMeHTanus. TpeboBaHus kK 0OPMICHHUIO TOKYMEHTOBY

0) ocHOBHasi JIMTepaTypa:
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1) beikoBa T. A. JloKyMEHTaMOHHOE OOECHEUYECHHE YIPaBICHUS
(menompou3BoicTBO): YueO. moc. / T.A.bbikoBa u ap. - 2 u3., nepepad. u JoI1. -
M.: HUI] Nudpa-M, 2013 - 304c.
http://znanium.com/bookread2.php?book=390575

2) JlokymMeHTallMOHHOE OOecrieueHre yIpaBlieHUs] MEPCOHAIOM: YueOHOoe
nocooue/bynar P. E. - M.:. HUIl HNH®D®PA-M, 2015. - 234 c.
http://znanium.com/bookread2.php?book=488066

3) JoxymeHTalnoOHHOE 00eCIIeYeHrE YIPaBICHHS B COLUAIBHO-KYIbTYPHOM
cepBuce u Ttypusme: YueOHoe mocoome / I'ymuna U. A., 3aitnea H. A. - M.:
Anbspa-M, HUII NH®OPA-M, 2015. - 240 c.
http://znanium.com/bookread2.php?book=489737

B) JIONOJIHUTEJILHAS JINTEpPaTypa:

1) UYepnoa C. TI. JlokyMeHTalMOHHOE OOecleyeHNe YyIpaBICHUS
[DnexTpoHHBIN pecypc] : yuebd. mocodbue / HoBocuO. roc. arpap. yH-T, DKOH. ¢ax.;
coct. C.I. UYepnoBa. — HoBocubupck: 3omnoroii kojoc, 2014. - 106 c.
http://znanium.com/bookread2.php?book=516760

2) JlokyMeHTallMoOHHOE OOecleueHUe YIpaBieHus: YueOHoe Tmocooue/
Imamgmit E.B. - M.: HUIl PUOP, HUL][ HMHDPA-M, 2016. - 249 c.
http://znanium.com/bookread2.php?book=304633

9. IlepedyeHnb pecypcoB HHPOPMAIMOHHO-TEJIEKOMMYHUKALIMOHHOMH CETH
«/HTepHeT», HeOOXOAUMBIX IJISl OCBOCHH S JUCHUILITUHBI (MO1YJIs1)

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

2)  Jlemompou3BOJACTBO W  JOKYMEHTOOOOPOT HAa  MPEANPHSITHH.
http://www.delo-press.ru/journals.php?page=documents

3) KaapoBoe Aenonpou3BOACTBO U TpylnoBoe TmpaBo. http:/hr-
portal.ru/rubric/kdp

4)  OepepanbHbi mOpTan «IOkoHOMHKA. Commonorus. MeHEemKMEHTY.
http://ecsocman.edu.ru

5)  DnektponHas 6ubnuoreka HR-cnenmanucros. http:/ www.hrm.ru/

10. MeToauveckue yKa3aHus AJsl 00y4AIOIIUXCH M0 OCBOCHHUIO TUCIMILIMHBI
(MoxyJist)

CaMocTosTenbHAas MOATOTOBKA 00YYaIOUIUXCS TPOBOAUTCS ISl YTIIyOIeHHs
U 3aKpeIUIeHHs] 3HAHUM, MOJYyYEHHBIX Ha JIGKIHUSIX U OPYTHX BHIAX 3aHATUH, AT
BbIPA0OTKH HABBIKOB CaMOCTOSITEIBHOTO MPUMEHEHHSI HOBBIX, JTOTOJHUTEIbHBIX
3HAHUN U TIOJTOTOBKHU K MPEICTOSIINM y4eOHBIM 3aHATUSM, 3a4ETY.

BaxxHpIM  yCcOBHEM  YCHEIIHOTO HW3YYEHHs] JUCIUIUIMHBI  SIBISETCS
nocemienue jekuuid. [lox mocemennem noapazymeBaercs He (popMa MacCUBHOIO
NPUCYTCTBUS, a aKTUBHasA paboTa 1Mo U3y4yeHuIo HoBOoro marepuania. [lonroroska k
JEKIIMOHHBIM 3aHATHAM BKIIOYAaeT B ceOs aHAIW3 MpeularaeMbIX A M3Y4YeHHs
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BOIIPOCOB, W3yYCHHE HOPMATHBHBIX WCTOYHUKOB M YYEOHOH © HAyYHOU
JUTEepaTypel IO paccMaTpuBaeMbIM BOIpOCaM JICKIMH. B mpoliecce eKmuu
oOydJarmuicss MOXET 3aJaBaTh YTOUYHSIOIIME BOMPOCHL,  OCYIIECTBUTH
B3aMIMOCBSI3b HOBOT'O MaTepuaia C Y€ HW3YYCHHBIM, TOJTOTOBUTH 0a3y s
3¢ (HEKTUBHOTO WCIIONH30BAHUS IMOJYYCHHBIX 3HAHUH, OOJErdyuTh MOATOTOBKY K
NMPAKTHYECKOMY 3aHATHIO. D(P(GEKTUBHBIM CIOCOOOM (HUKCAIUU JICKIIMOHHOTO
MaTepuaia SBISIETCS KOHCIIEKTHPOBAHME, MPEICTaBiAioNiee cOO0W HE TOJBKO
buKcaio BaXKHEUIIUX MOMEHTOB JICKIIMM, HO W YyKa3aHWE MPUMEPOB IS
MOHUMAaHUS TOTO WJIM MHOTO TEOPETUYECKOT0 MaTepuaa.

[Ipu moAroToBKE K MPAKTHUYECKOMY 3aHATHIO HEOOXOIUMO HCIOIH30BATh
KOHCIIGKTUPOBAHHBIE MaTepUajbl JICKIUH, y4eOHYI0 W HAyYHYIO JIHTEpaTypy.
[ToaroToBKa OTBETOB MO BBIHOCHMBIM Ha OOCYXKJICHHE BOTPOCAM MPAKTHYECKOTO
3aHSTHS BKJIIOYACT B ce0sl HE TOJIBKO MPOYTECHUE MaTepuaia, HO M €ro aHaliu3 U
KPUTHYECKYIO OIeHKY. OOywaroniemycs CJeayeT BBIIBHTH MaJoU3ydeHHbBIE
aCTIeKThl PACCMAaTPUBAEMBIX BOIPOCOB, MPOSBUTHh WHUIIMATHBY MPH MOATOTOBKE K
PAKTHYECKOMY 3aHSITHIO.

[Ipy MOATOTOBKE K MPAKTUYECKUM 3aHATHUSAMU W 3a4eTy PEKOMEHIYETCS
CUCTEeMAaTH3UPOBATh 3HAHUS, WM300pakas WX B TaOJIMYHOM, TpauueckoM WU
CXEMaTUIHOM BHUJIE. DTO TTO3BOJIUT YCTAHOBUTH B3aUMOCBSI3b N3YIaeMbIX SIBICHUH,
YIPOCTHUT 3aJady 3allOMHHAHHUS MaTepuaja, OOJErdyuT MpOIecC MPAKTHIECKOTO
MPUMEHEHUS TTOTYICHHBIX 3HAHHM.

3amaueld  MPaKTUYECKWX  3aHATHH  SBISETCS  BBIpaOOTKA  YMEHUS
WCIIOJIP30BAaTh TCOPETUYCCKUE 3HAHWSI, TMPOSIBUTH HAIMYAE MPAKTUYECKHUX
HaBBIKOB. [lpm  TOATOTOBKE K  MPAKTHUYECKOMY  3aHATHIO  CIEAyeT
3a0J1arTOBPEMEHHOTO 00€CTIeUNTh HAJINYhe HEOOXOAMMO ISl JTaHHOTO 3aHSITHS
MaTepHaa, CaMOCTOSITEIbHO TTIOBTOPUTH PaHEe N3YICHHBIC TEMBI.

Jliss  yCIenmrtHOro OCBOEHHWSI JNUCHUIUIMHBI BaKHBIM  SIBIIICTCS YMEHHUE
paboTaTh ¢ TepMUHAMU M UX ompeaeneHUusMuU. s paboThl ¢ TEPMUHOIOTHEH
3¢ (EKTUBHBIM SIBIISETCS MCIOJIB30BaHWE KaK yuyeOHOW M HAaydHOH JHMTEpaTyphl,
TaK U IOPUANYECKUX U (PUITOCOPCKUX CIIOBAPEH.

Pabora ¢ TepMHHaMU MOXET OCYIIECTBISTHCS Kak B (pOpME COCTaBICHHS
COOCTBEHHBIX TEMAaTHYECKUX CIIOBAPUKOB I YAOOCTBA M CKOPOCTH TIOMCKA
HeoOxomumoro TepmMuHa. C  3TOM  1ENbI0  HEOOXOAMMO KaXKIIbIii  HOBBIN
BCTPEYAIOIIUIICS TEPMHUH 3alUCHIBATh U BO BPEMsI TIOJITOTOBKH K CEMHHAPCKUM U
MPAKTUYECKUM 3aHSTUSM YKa3bIBaTh COOTBETCTBYIOIIEE ompenencHue. B ciayuae
BO3HMKHOBEHHUS CJIO)KHOCTH BBIOOpA OMpPEACIICHHUs] W3 HUMEIOIIETOCs o0bheMa B
paMKax HAy4YHOTO 3HAaHHMS HEOOXOIWMO 3a7aBaTh BOIPOCH TPEMOAABATEIIO B
paMKax JEKIIMOHHBIX U MIPAKTUIECKUX 3aHATHMA.

[Ipy mOATOTOBKE K MPOMEKYTOUYHOMY WJIH HMTOTOBOMY TECTHPOBAHUIO
HEOOXOMMO H3YyYUTh TEOPETUYCCKUU W TMPAKTUYECKUH Marepual. TecToBbie
3amanus (C TMepeuyHeM BO3MOXKHBIX BAPHAHTOB OTBETOB, CPEAM KOTOPBIX XOTS OBl
OJIMH OTBET SIBJSICTCS HEBEPHBIM) 00ECIEYMBAIOT CTPYKTYPHOCTH MBIIUICHUS,
BBIHYX/ICHHOTO BBIOpaTh U3 MPENIOKEHHBIX BApPUAHTOB OTBET BCE MPaBUIIHHBIE
BapuaHThl. TecToBble 3aJaHMs HA YCTAHOBJICHHSI COOTBETCTBHUS IOAPA3yMEBAIOT
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HEOOXOJMMOCTh TMPOSBIIEHUS HE TOJIBKO 3HAHMS Y4eOHOTO MaTepuana, HO U
yMEHUSI TNPUMEHATHh IMpaBuiia (OpMaIbHONW JIOTUKH. TecToBble 3ajaHusi Ha
yHOPSAI0YEHUE HAIMpaBJIEHbl HA YCTAHOBJICHHE JIOTUYECKOM MOCIEI0BATEIbHOCTU
paccMaTpuBaeMbIX SIBJICHHUH (BPEMEHHM CYLIECTBOBAHUS SIBJICHHH, pacloiOKEHUs
CTPYKTYPHBIX 3JIEMEHTOB IPABOBBIX JIOKYMEHTOB U T.II.).

OddexkTuBHBIM CcrOCOOOM JII MOATOTOBKA K TECTUPOBAHUIO SIBIISETCS
paboTa oOyd4aronierocs Mo PEIIeHUI0 TECTOBBIX 3a/laHUi, TPEIOCTABICHHBIX IS
caMOCTOSITeNIbHON paboThl. Taxke mpU MOATOTOBKE K TakoW (opme KOHTPOJIS
3HAaHWH, KaK pelIeHHe TECTOBBIX 3a/laHuM, CJIeTyeT CaMOCTOSATEIbHO MOMBITATHCS
npopaboTaTh paccMaTpuBaeMble B JUCIHUILUIMHE BOMPOCH! B ()OpME COCTaBICHUS
TE€CTOBBIX 33JIaHUMU.

[Ipu moATOTOBKE K 3a4eTy CleAyeT HWMETh B BHIY, YTO OH SIBIIACTCS
UTOTOBON (POPMOI KOHTPOJISI MO M3YUCHHUIO JAaHHOW y4eOHON NUCHUIUIMHBL. 3aueT
NO/pa3yMeBaeT  MAaKCUMAJIbHYIO  KOHIEHTPALMI  3HAaHUM W yYMEHUH,
MPEANnojaralmx MoJIHOE U3y4eHHe MaTepuaa JUCIUIUIUHBDI.

3ader mnpoBoAMTCS B (OpME YCTHOrO cOOEceOBaHUS U BBIMOJHEHUS
MMCbMEHHOIO 33/IaHMsl, TMOO TecTa.

Pemenne mnpenopaBatenss 00 HMTOrOBOM  OLIGHKE TPUHUMAETCA IO
pe3yibTaTaM YCTHOTO OTBETa M BBIMIOJHEHHOIO MHUCbMEHHOIO (TECTOBOTO)
3a/1aHusl, B 3aBUCUMOCTH OT IIKAJIbI OLICHKHU.

UntepaktuBHble  GOPMBI  MPOBEACHUS  3aHATHA TIO0  JAUCITUIUIHHE
«/lokymenmoobopom 6 opzanuzayuAX cepeuca» BKIIOYAIOT B ce0s CIeayIouIue
BUJIbI 3aHSITHH:

- MHTEPAaKTUBHBIE JIEKIUH, MPENOJaraloT HCIOIb30BaHUE METOoJa
npobsieMHOro u3noXkeHus. [Ipyu TakoM moaxoje JEeKIUs CTAHOBUTCS MOXOXKEW Ha
JIMAJIOT, MPENoJaBaHUe UMUTHPYET HCCIIEIOBATENbCKUN Tpolecc (BBLABUTAIOTCA
NEPBOHAYAILHO HECKOJIbKO KJIFOUEBBIX MOCTYJIATOB IO TEME JICKIUHU, U3JI0KEHUE
BBICTPAMBAECTCS. MO MPUHIUIIY CAMOCTOSTEIBLHOrO aHalin3a M 0000LIeHUS
CTyJIEHTaMH Yy4e0HOro Marepuana). JTa METOAMKA IO3BOJISIET 3aWHTEPECOBATh
CTYyJIEHTa, BOBJIEYb €ro B Impoiiecc 00yueHus. [IporuBopeurss HAy4YHOro MO3HAHUS
PACKpBIBAIOTCS TIOCPEJCTBOM IOCTAHOBKU IMpoOjeMbl. YueOHas mpodiieMa u
npoOiemMHasi CUTyalus SBJSIOTCS OCHOBHBIMH CTPYKTYPHBIMH KOMITOHEHTaMU
npobnemHoro oOyuenus. [lepen Hauamom HM3ydeHHs ONMpPEAEIEHHOM TEMBbI Kypca
CTaBUTCS TeEpel CTyACHTaMU NpPOOJEMHBIA BOMPOC MM JaeTcs MpoOJIeMHOE
3aganue. CTUMynIHpys paspelieHue MpoOJieMbl, MpenojaBareilb CHUMAET
IPOTUBOPEYHS MEXKTY UMEIOIUMCS €€ TTOHUMAaHUEM U TPeOyeMbIMH OT CTYJICHTa
3HaHUSAMU. D(DPEKTUBHOCTH TAKOTO METOAA B TOM, YTO OTHEIbHBIC MPOOJIEMBI
MOTYT TOJHUMATHCS CAMHMH CTyAeHTamH. [JIaBHBIA ycmeX JaHHOTO METOoJa B
TOM, 4YTO TMpernojaBaTesib J0OMBAaeTCA OT ayAUTOPUU «CAMOCTOSTEIHHOTO
pelieHus» MnocTaBieHHOW mpoOiembl. OpraHuzanus MNpoOJEMHOTO O0y4YeHUs
NPEACTABISECTCS JOCTATOYHO CIIOKHOM, TpeOyeT 3HAaYUTEIbHOM MOATOTOBKHU
aextopa. OHAKO Ha HAYaJIbHOM 3Tare MCIOJIb30BaHUSI ATOTO METOJA €r0 MOXKHO
BHEJIPSTh B CTPYKTYpPY T'OTOBBIX, paHee pa3paOOTaHHBIX JIEKIUH, MPAKTUYECKUX
3aHATUH KaK JI0MOJIHEHHUE.
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- TPYIIOBBIE IHUCKYCCHM, TPUMEHSIOTCS i1 OOEeCIeYeHUs] HaBBIKOB
KOMaHJIHOM pabOThl U MEXJIMYHOCTHOM KOMMYHHMKALMUA U MPEACTABISIIOT COO0M
OLICHOYHOE CpEJCTBO, TMO3BOJIAIONIEE BKIIOYUTH OOYYAIOIIMXCS B MPOIECC
0o0CYyX/IeHUsI TMPEJCTABICHHON TeMbl, MPOOJEMbl M OLEHUTh HUX YMEHUE
apryMEHTUPOBAaTh COOCTBEHHYIO TOUKYy 3peHHus. Kpome Toro, B Xoje 3aHSTHI
MIPOBOJASTCS KPYIJIBIE CTOJIBI MO 3aJaHHBIM TEMATHKAM.

PexoMeHnyeTcs  mpu  MOATOTOBKE  HCHOJIB30BAaTh  JJIEKTPOHHBIE
OMOJIMOTEUHBIE CUCTEMBI, & TAKXKE CIEIMATIM3UPOBaHHbIE CalThI ceTu Internet.

11. Ilepeyens nHGOPMALMOHHBIX TEXHOJIOTHH, HCIIOJIb3yeMbIX IIPH
OCylleCTBJIEHUH 00pa30BaTEeIbHOIO NMPoLecca Mo JUCHUIIUHE (MOAYJIIO),
BKJII0YAsl NlepeYyeHb MPOrPaMMHOro odecneyeHnsi 1 HH(POPMAITUOHHBIX
CIIPABOYHBIX CHCTEM
[IporpamMmmHoe obecrieueHue:
1. Omnepanmonnas cuctema (Microsoft Windows Iponpuemapnas);
2. IMaker odwuchHbix nporpammMicrosoft Office MS Word, MS Excel, MS
Power Point, MS Access, MS Publisher u ap. liponpuemapnas);
3. Web-6payzep (Mozilla Firefox GNU Lesser General Public License);
NudopmanmoHHbie CripaBOYHbIE CUCTEMBI:
1) AprtomaTu3upoBaHHas HWHQOpMalMOHHAs OWOJMOTEYHAss CHUCTEMa
Marc21SQL;
2) CopaBouHo-npaBoBas cuctema «Koncynbsrant [Lmrocy

12. MaTepuanbHo-TeXHH4YecKasi 0a3a, HeoOXoAMMas I OCYIIeCTBJICHUS
00pa30BaTEJIbHOI0 MPOLECCA MO TUCHUILINHE (MOAYJII0)

Ne
n/n
1. | Cnenmanv3upoBaHHbBIE Ay IUTOPUH:
VYyebHas ayauTOpusi ISl MPOBEACHUS 3aHATUNA ceMHHapCKoro | 1
TUIAa, KYpPCOBOTO MPOEKTUPOBAHUS (BBIOJHEHUS KYpPCOBBIX
paboT), TpPYNNOBBIX W WHIMBUAYAIbHBIX KOHCYJIbTAIUH,
TEKYUIEr0 KOHTPOJII M MPOMEXYTOYHOM arrecrauuu /
KOMITBIOTEPHBIA KJIAcC / TMOMEUIEHUE [UJIi CaMOCTOSTEIbHOU
paboTel Ne 43 (yi. Pommnckas, 5)

HaunmenoBanue KoaunuectBO

2. | Texunueckue cpencrna o6ydeHus:
KOMIBIOTEP C MPOrpaMMHBIM oOecnieueHueM ayz. Ne 43 |17
3. | CrermanusupoBaHHbIe ayIHTOPUN:

VYyebnas ayautopus 711 IPOBEICHUS 3aHATUHN JTEKIIMOHHOTO
THUIIA, 3aHATU CEeMHUHAPCKOTO THUIIA, TPYIOBBIX U

WHMBUYyAJIbHBIX KOHCYJIbTAIlMH, TEKYIIIETO KOHTPOJIS U 1
npomexyTouHoi arrectariiu Ne 39 (yi. PoruHckast, 5)

4. | Texaudeckue cpeacTra 00yueHUs:
JIOCKa MHTEpaKkTUBHas ayi. Ne 39
MYJIbTUMEIUNHBIN TTpoekTop aya. Ne 39
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KOMITBIOTED € MPOTrpaMMHBIM obecrieueHueM aya. Ne 39

HarJsAHeIe mocoous aya.Ne39
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