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1. llosgicHUTEABLHAA 3aIIUCKA

Kypc «/Jokymenmoobopom 6 opeanuzayusax cepsuca» 3aHUMaeT BaKHOE
MEeCTO Tpu mnoArotoBke OakanaBpoB mo HampaBieHuio 43.03.01 «Cepsucy.
VYrpasieHue npennpusTueM(opraHu3amnneii), OKa3plBalONIMM YCIYTH, HEH30€KHO
TpeOyeT CO3MaHus MHOTHUX BHUJIOB JOKYMEHTOB, 0€3 KOTOPBIXHEBO3MOKHBI
peleHre OCHOBHBIX IPOW3BOACTBEHHBIX 3a/1ay, IUIAHUPOBAHHE IESITEIbHOCTH,
¢uHaHCHpOBaHME, OyXTaJTEepCKUN y4eT U OTYETHOCTb, ONIEPATUBHOE YIPaBJICHHUE,
KaJpoBoe obOecrieueHue AEATeNbHOCTH U T.I. JJOKyMEHTHI SBISIOTCS OCHOBHBIM
JI0Ka3aTeJIbCTBOM COBEPIICHUS TOTO WIM HMHOTO (PakTa MPOU3BOJCTBEHHO-
XO3AUCTBEHHOHN JesITeIbHOCTH npeAanpusaTus. OpraHuzanus TOKYMEHTAllMOHHOTO
obecrieyeHus yrpaBlieHUs B cepe cepBUCa HMMEET HEKOTOPhIE OCOOCHHOCTH,
CBSI3aHHBIE C KOHKPETHBIMH TMPOLEAYpPaMU peajlu3aluud TpeOOBaHUI M HOPM,
OIPE/ICIICHHBIX 3aKOHOIATEIIbCTBOM.

Llenpto OCBOEHUS TUCHHUIUIUHBI «/[OKYMeHmMOooOOpom 6 OopeaHu3ayusx
cepsuca»  SBISETCS ~ W3y4CHHWE  CHCTEM  JIOKyMCHTAIlMH,  OpTaHHU3aluu
JOKYMEHTUPOBaHUS u JIeIIOTIPON3BOICTBA, COCTABJISTFOIIINX OCHOBY
WH(OPMAIMOHHBIX TIPOIIECCOB B CEPBHCE.

3amaun JUCIUTUINHEL:

. O3HAKOMJICHUE CTYJICHTOB C 3aKOHO/IATEIbHON U HOPMAaTUBHOM 0a30ii,
METOJMYECKUMU pa3pabOTKaMU U OCHOBHOM HayYHOU JIUTEPATYPOU MO KypCy;
. U3Y4YeHUE MPAKTUKU OPTaHU3AIUU IOKYMEHTAIMOHHOTO 00eCIIeYeHUs

YIIPABJICHUS HA MIPEAIIPUATUAX, OPTAHU3ALUIX U YUPEKICHUAX CEPBUCA .

2. IlepeyeHb MIIAHMPYEMbIX Pe3yJIbTATOB O0yUE€HHUS MO AUCIHHUILINHE,
COOTHECEHHBIX C INIAHUPYEMbIMH Pe3yJIbTATAMHU 0CBOCHUS 00pa30BaTeIbHOM
NporpamMmbl

HuctunnuHa «/Jokymenmoo6opom 6 opeaHu3ayusx cepeuca» y4acTBYET B
GhopMUPOBAHUHU CIICTYIONIEH KOMIIETCHIINH (CJICTYIOIMMX KOMIETEHIIUM ):

OIIK-3 - 3HAHMS:OCHOBBI JIOKYMEHTAJIBLHOTO OOECTIEUEeHHsSI OpraHU3aIlMH Ipoliecca
TOTOBHOCTb CEepBUCA; COCTAaB  OPraHU3alMOHHO-TIPABOBOM,  paCHOPSAUTEIILHOMH,
OpraHu30BaTh WH(POPMAITMOHHO-CIIPABOYHOM, IJIAHOBO-OTYETHOM JIOKYMEHTAaI1H,

mpoliecc cepBuca, | mpaBuiia €€ cocTaBleHHUs U 0POPMIICHHS; TPaBUiIa JOKYMEHTOO00pOTa.
MIPOBOJUTH BHIOOP | YMEHMSI: OIpPEAENsATh COCTaB, CTPYKTYPY U COJAEpKaHHE TOKYMEHTalluH,

pecypcoB u obOecrieunBaroIIell OpraHU3aIMI0 MPOIEcca CEPBUCA; OMPEACNATh BUIBI
CPEIICTB C YYETOM | YIPaBIEHYECKUX JTOKYMEHTOB, HEOOXOIMUMBIX ISl OTMHCAHUS Pa3IMYHBIX
TpeOoBaHMI YIOPABJICHUECKUX JEUCTBUI B pa3IMYHBIX CUTyalUsiX; COCTaBJISATh U
noTpeduTens 0hOpMIIATH JICTTOBBIE TUChMA, TOKJIAIHBIC U CIY>KEOHBIC 3alMCKH OTBEYATh
Ha ’kano0bl MoTpeOuTenei
HABBIKH: pa3zpaboTka Habopa OpraHu3alMOHHO-TIPABOBOM,

pacropsauTeabHOH, WHPOPMALMOHHO-CIIPABOYHOM, IJIAHOBO-OTYETHOM
JOKYMEHTAalluM B TPOLECCE OPraHU3allld CEPBUCHOM JIE€ATEIBHOCTH;
HaBbIKAMHM CHCTEMATH3alMMd JOKYMEHTAlMM B IIPOLECCE CEPBUCHOU
JeSITEIbHOCTH, OPraHU30BbIBATh JOKYMEHTOOOOPOT
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3. MecTO AUCHUILIHHBI B CTPYKTYpe 00pa3oBaTeibHOM NPOrpaMMbl

HNucuumuuaa b1.5.18  «/lokymenmoobopom 6 opeaHuzayusx cepeuca»
ABJIIETCS] 00A3aTENBHON NUCIUILIMHON 0a30BOM YacTH JJIS OJITOTOBKHU CTYJIEHTOB
1o HanpasieHuto 43.03.01Cepsuc.

Mudp [IpenmecTByronme qUCHUIUTMHBL [Tocnenyromume TUCHUTITAHBI
KOMIIETEHLIUH y4eOHOro Ij1aHa, B KOTOPBIX y4eOHOro Ij1aHa, B KOTOPBIX
OCBaMBACTCSI KOMIIETEHLIUS OCBAaMBACTCSI KOMIIETEHLIUS
OIIK-3 JucumiuiiHa — sBisiercst  1mepBoil B | MEHEDKMEHT B cepBHce
(GOpMHUPOBAHNH JAHHOM KoMIeTeHIMu | MapKeTHHr B cepBuce

4. O0beM IMCHUIIMHBI (MOXYJIS) B 3a4€THBIX eIMHUIAX C YKA3aHHEM
KOJINYeCTBA aKaJleMHYeCKHUX MM ACTPOHOMHYECKNX YaCOB, BbIIEJICHHbIX HA
KOHTAKTHYI0 pa0doTy 00y4alomuxcs ¢ npenoaaBareseM (1Mo BUAaM y4eOHbIX

3aHATHH) U HA CAMOCTOSTEIbHYI0 Pa00Ty 00y4aKOIUXCA

O6mas TPYAOEMKOCTh OCBOCHMUS y4eOHOM JTUCIUTLINHBI
«/lokymenmoobopom 8 opeanuszayusx cepsuca» COCTaBISIET 4 3a4eTHBIX €IUHUIL
i 144akageMuyeckuxyaca.

CemecTtp 3
OO6m1as Tpy10€MKOCTh (BCETOAK. YacoB / 3.€11) 144/4
KonTakTHas Jlexiu 16
pabora [IpakTHUecKue 3aHATUS 16
CamocrosiTenbHas paboTa 94
Bun
IIPOMEKYTOUYHOU
aTTecTanuu (KOHT. 3a4eT ¢ OLEHKOMN 0,25/17,75
paboTa/cam.
paboTa)




5. Conepxanue JMCUMILIMHBI (MOAYJIs1), CTPYKTYPHPOBAHHOE IO TEMaM
(pa3aenam) ¢ ykazaHMeM OTBEICHHOI0 HA HUX KOJHMYECTBA aKaAeMHUYeCKHX
WJIM ACTPOHOMHYECKHMX YaCOB U BH/IOB YUCOHBIX 3aHATHI

TpynoemMkocTsb
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3 cemecTp

- [lonatne 0  JOKyMeHTe.
CsoiicTBa, IPU3HAKH,
GbyHKIMN JOKYMEHTA.
MeTtobl u CIoCO0bI
JIOKYMEHTU-POBaHMS.

OCHOBBI  JIOKYMEHTAJIb- HopmaruBHO-MeTOqMUECKast
1 | moro o0ecrieueHus %6 | 2 4 20 06a3a  JOKYMEHTAl[MIOHHOI'O
" | oprammzanum  mporecca oOec-TieYeHusl  yIpaBICHHS
cepBuca JeSITebHOCTBIO OpraHU3aIIH
cheper  cepBuca.  Bunus
yTIpaBJIEHYECKUX
JIOKYMEHTOB, HE00-XOIUMBIX
JUIS  ONHCAHUS  Ppa3IMYHbBIX
YIPABJICHYECKUX JTECHCTBHMN.

- Cocras, CTPYKTYypa U
coJiep)KaHne JOKYMEHTAIIHH,
o0ecrneunBaroIei
OpTaHU3aINI0 nporecca

CucrteMbl JTOKyMEHTAIIWH, p i port
cepsuca.Cocras

oOpa3yromuecs B MpoIiec- .
OpTraHU3aIOHHO-TIPaBOBOMH,

2. | ce ympamineHusi nestenb- | 28 | 2 4 22 N
. pacropsauTeIbHOM,

HOCTBIO OpraHu3anui
nH(}OPMALIMOHHO-

cdepsl cepBuca. .
CIPaBOYHOM, IUIaHOBO-
OTYETHOM JOKYMEHTAIIHH,
npaBuja €€ COCTaBJICHUS MU
oopmIIeHus;
Obmas XapaKTepuCTUKa
KaJpOBOT0 cocTaBa
npennpustis. OpraHu3anus
JIOKYMEHTAI[HOHHOT'O

JlokyMeHTamoHHoeo0ec-
oOecrieyeHuss JAEATEIbHOCTH

3. | meyenue ympasnenus nep- | 32 | 6 4 22 o

KaJpoBOi1 CITYKOBI

COHAJIOM.
MPEeaIPUATHS cdepsl
cepBuca. Opra-au3anus
paboThl ¢ KaJpoBOM JOKY-
MeHTauuen.  OcoOeHHOCTH
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HUCIIOJIb-30BaHUA CETH

HNHtepHer s pelueHus
3a1a4 KaJIpOBOTO
JIEJIONPOU3BO/ICTBA.
Odopmnenue JIETOBBIX
IIHCEM, JOKJIAHBIX u
CITy’>KeOHBIX 3aIMHCOK,
OTBETOB Ha KaJ100bI
noTpeOuTeeH.

Opranuzanus  paboThl  C
JIOKYMEHTaMH.
CucremaTtuzanuus

JOKYMEHTAllMi B TIpoliecce
CEpPBHUCHOI

4, Oprannsauys 400 | 6 4 30 nesitebHoCcTH. DopMuUpoBaHU
JOKYMEHT0000pOTa
e u odopmieHue  Jed.
DkcnepTusa [EHHOCTH
JIOKYMEHTOB,
HOJrOTOBKA JTOKYMEHTOB K
XPaHCHUIO.
3a4eT ¢ OLEHKOMN 18 0,25 | - 17,75
Hroro 3a 3 cemectp 144 16 | 16,25 | - | 111,75

6. Ilepeyenb yueOHO-METOANYECKOT0 00ecriedeHUs AJIs1 CAMOCTOSTEIbHOM
padoThI 00Yy4AIOIIUXCH MO TUCHUILINHE (MOAYJII0)

Ne Buasl camocTosTenbHOM Tpyaoemkocts, | Popma KOHTpOIS™
paboThI aK.4achbl
1. | IIpopabGoTka TeopeTUIeCKOro
MaTepHalia 1o KOHCIeKTaM
JIEKLUM, pPEKOMEHAOBAaHHOU 32 YCTHOE
JTUTEPATYpE, cobecenoBaHue
JIOTIOJTHUTEJIbHBIM
MCTOYHHMKAM WHOOpMAIuu
2. [ToaroToBKa K MPAaKTHYECKUM
MPE/ICTABIICHNE
3aHATHSAM: TTOUCK
. 32 uH(popmaIuu B
HEO0O0X0IMMOM HH(POPMAITUH,
00paboTaHHOM BHJIC
o0OpaboTka nHpOpMauu
3. [ToaroroBka k Tekyuiei
aTTeCTaIuy (TECTUPOBAHUC U
( popart 30 KOHTpPOJIbHAs paboTa
HaIMCcaHue KOHTPOJLHOM
paboThI)
4, Iloaroroska k YCTHOE
MIPOMEKYTOUYHON aTTECTAIlUU co0ecei0BaHuE,
17,75 MPAKTUKO-
OPUEHTUPOBAHHOE
3a/laHue




JIns caMoCTOSITeNNbHOM paboOThl MO JUCHHUILIMHE (MOIYJII0) 00yYaromiuecs
UCTIOJNIB3YIOT CIIeAYIoIIee yueOHO-METOIuIecKoe o0ecreueHue:
1) JIOKyMEHTaIIMOHHOE oOecrieueHue yIPaBIICHUS YyebHoe

nocooue/I' mamuitE.B. - M.: UL PUOP, HUILl MH®PA-M, 2016. - 249 c.
https://new.znanium.com/read?d=12647

2) JlokxyMeHTaMOHHOE OOECIeUYCHNEe YIPaBJICHHS IEPCOHAIOM: Yd4eOHOe

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

3)JdoxymeHTanumoHHOE 00eCIIeYeHUE YIIPaBICHUS B COL[UATBHO-KYJIbTYPHOM
cepBuce U TypusMme: YdeObnoe mocobue / I'ymmua U. A., 3aiineBa H. A. - M.:
Anspa-M, HUL] UTHD®PA-M, 2015. - 240 c. https://new.znanium.com/read?id=116067

4) ®onp OILICHOYHBIX u METOUIECKIX MaTeprajoBIIO
TUCIUTUTAHE«/[OKYMEeHmo0oOopom 6 OpeaHu3ayusax cepeuca.

7.(I)OHII OLHCHOYHBIX 1 METOAUYECCKUX MATEPHUAJTOB Uil IPOBECACHNA
l'[pOMe)KyTO‘lHOﬁ arTrecranmumn oﬁyqamnmxca o AMCIUMIIJINHE

7.1. Ilepevyenb KOMIIETEHIUI ¢ yKa3aHHEM ITanoB ux GopMupoBaHus B
npouecce 0CBOCHUA 00pa3oBaTeJIbHOM MPOrPaMMbI

Komrnierenium, ocBanBaeMble B MPOIECCE OCBOCHUS JTAHHOW AUCHMILIMHBI,
dbopMUPYIOTCS Ha MPOTsHKeHUU ocBoeHUs Beeit OI.

[Ipouiecc wm3y4deHUs: MUCHMIUIMHBI «/JOKYMEHmMO0oOOpom 6 OpeaHu3ayusx
cepsucay HanpapJieH Ha (GOPMUPOBAHUE CIACAYIONIUX KOMITCTCHITUN:

OIIK-3 - roTOBHOCTH OPTaHU30BaTh MPOIECC CEPBUCA, POBOAUTH BHIOOD
PECYpPCOB U CPENCTB C YUETOM TPEOOBAHMI MOTPeOUTENS

1 aran 2 sTan
JIOKyMeHTOOOOPOT OpraHU3aIUsIX CepBUCA MapKeTHHT B CEpBHCE
(3 cem) (5 cem)
MeHemKMEHT B CepBUCE
(5 cem)



https://new.znanium.com/read?id=12647
https://new.znanium.com/read?id=168805
https://new.znanium.com/read?id=116067

7.2. Onucanne noxKasarejiend u KPUTEPHUEB OLICHUBAaHUS KOMHeTeHHI/Iﬁ Ha pa3/iMYHbIX 3Tallax ux (l)OpMI/IpOBaHI/IH,
OIMMCAHHUC IKAJI OHCHUBAaHUA

x| E Kpurepun oueHuBaHus pe3yJabTaToB 00y4eHHUs
] E = '9)
28 § Inanupyembie HeHKa Ouenka
= 5 «HEYAOBJIETBOPUTEJIbH Ouenka «xopoiuo / Ouenka «OTJIHYHO» /
S Z | £ | PesyabTarel obyuenus o» / nezauer (0-54 «YOBACTBOPUTEIALHO» [ | (70,84 Ganna) 3auer (85-100 6a1108)
= 55-69 6aj1;10B)
g S 6aJ1710B) saver (
1stan
3HaHus: He 3HaeTocHOBBI: JleMOHCTpHpYET YyacTrud- 3HaeT 10CTAaTOYHO B JleMOHCTpHUpYET BBICOKUI
-OCHOBBI JIOKYMEHTAJIb- -IOKyMEHTaJbHOTO 00ec- | Hble 3HaHUs 0e3 rpyObIX 6a3oBoM oOBeMe: YPOBEHb 3HAHUN:
= HOTO oOecrieueHus opra- | MeYeHus: OpraHu3aluu OIIMOOK: -OCHOBBI IOKYMEHTAJIBHO- | ~OCHOB JJOKYMEHTAJIbHOIO
5 HU3alUM IpoLecca cep- | Mmpolecca cepBuca; - IPOLIECCOB IOKYMEH- roo0OecrevyeHust opranusa- | ooecreyeHus Oopranmza-
E BHCA; -COCTaB OPraHM3aIlMOH- | TAJIBHOTOOOECIIeUEHUs LIHATIPOLIECCA CEPBUCA; LIUH IIPOLIECCa CEPBHUCA;
o - COCTaB OPraHU3allMOH- | HO-IIPABOBOM, pacrops- | OpraHU3allM CEPBUCA; - COCTaB OPraHU3alMOHHO- | - COCTAaBAa OpraHU3alMOH-
: HO-TIPaBOBOM, pacropsi- | AUTEIbHOU, HHPOpMa- - OPraHMU3aLMOHHO-TIPABO- | MPABOBOMW, PaCIOpsIU- HO-IIPaBOBOM, paclopsIu-
2 JUTEIbHOH, nH(pOpMa- LIHOHHO-CIIPaBOYHOM, BOH, pacIoOpsAaUTEINbHOM, TEJIbHOM, MHPOPMALIMOH- | TEJIbHOM, MHPOPMAIIMOH-
5 = HUOHHO-CITPABOYHOM, MJIAHOBO-OTYETHOU JTOKY- | MH(POPMAIIMOHHO-CTIpa- HO-CITPABOYHOM, TIJIAHOBO- | HO-CIIPABOYHOM, IJIAHOBO-
i = ™ IJIAHOBO-OTYETHOM JOKY- | MEHTALIMH, [IPABUJIA €€ BOYHOM, IIJIAHOBO-OTYET- OTYETHOM JOKYMEHTALIUM, | OTYETHOW JOKYMEHTALUH,
; c:) < | MEHTAIWH, TIPAaBUIIA €€ COCTaBJICHUS U opopMIie- | HOM JOKYMEHTAIIMH, OTIpe- | IpaBuia e€ COCTAaBIECHUS U | TIPABWII €€ COCTaBJICHUS U
= 2 E cocTaBleHHS U 0hOpM- HUS, JIeJICHUUIIPaBUII COCTAB- odopmIIeHHUS; odopmIIeHHUS;
5 2 JICHUS; -IpaBuiia JOKYMEHTO- neHus 1 0hOpMIICHHUS; -TpaBuia JOKyMEHT0000- | -IIPaBUJI JOKYMEHTO000-
= -IpaBujia JOKYMEHTO- obopoTa. - OIIPEJIETICHUH TIPaBUIT pora. pora.
§ obopora. JIOKYMEHTO000POTA.
= Ymenus: He ymeer unu nemoncr- | JleMoHCTpUpyeT YMeeT npuMeHsITh 3HaHus | JJeMOHCTpHUpyeT BBICOKUI
2 -ONPEeNIEATh COCTaB, pUpyeT YaCTHUYHBIC yMe- | YaCTHYHBIC YMEHUs 0e3 Ha MIPaKTHUKE B 6a30BOM YPOBEHb YMEHUUIIPU:
% CTPYKTYPY U COIEpHKa- HUS, IOyCKast TpyObie TpyOBbIX OMIMOOKITPH: obvemMenpu: -OIIPEJIEIIEHUH COCTaBa,
= HUE IOKYMEHTAIHH, OIMOKHUTIPH: -OMpeIeICHUHN COCTaBa, -OMpEeIeICHNHN COCTaBa, CTPYKTYPHBI M COJIEpKaHUS
o obecrnieunBaroIien -OIIPE/ICJICHUH COCTaBa, CTPYKTYPHI M COICPKAHUS | CTPYKTYPBI U COACpX aHUSA | JTOKYMEHTAIUU, 00eCIeun-
OpraHU3aIMIo IIpolecca | CTPYKTYPBI U COAEpKa- JMIOKyMEHTAIMu, 00ecreun- | JOKyMEHTAIlM1, 00eCleun- | BalOIIel OpraHu3aIinio
CEpBHUCA; HUSI JOKYMEHTALINH, BAIOLEH OPraHU3aI1IO BAIOLLEH OPraHU3aI1IO IIpOLECCa CEPBUCA;




-OIPEACIIATh BUIBI
yIpaBIEHYECKUX
JIOKYMEHTOB, HEOOXO0/1H-
MBIX JJIsI OTIMCAHUS Pa3-
JUYHBIX yIIpaBieHYeC-
KHUX JICCTBHIA B pa3iny-
HBIX CUTYaIUsX;
-COCTaBJIATh U 0(hopM-
JIATH JEJIOBBIE IIHChMA,
JIOKJIQJHBIC U CITYXKe0-
HBI€ 3aIIMCKU OTBEYATh
Ha JKaJI00bI MOTpeOUTE-
Jen

obecrnieunBaroliei opra-
HU3AIHUIO TTpoliecca cep-
BHCA;
-ONpEeICIICHUUBHIOB
yIpaBICHUYECKUX JOKY-
MEHTOB, HEOOX OTMMBIX
JUTSL OTUCAHUSI pa3iny-
HBIX YIIPABICHYECKUX
NEHCTBUI B pa3TUYHbBIX
CUTYaITUSX;

- COCTaBIIEHUUHU 0POpM-
JICHUH JICTIOBBIX MTUCEM,
JOKJIATHBIX U CITy»kKe0-
HBIX 3alTUCOK OTBEYATH
Ha KaJI00BI MOTpeOHTE-
Jen

polecca cepBuca;

- OIPEJECIIEHUNBUJIOB YII-
PaBJIEHYECKUXTOKYMEH-
TOB, HEOOXOAUMBIX JIJIsI
OMMCAHUS PA3IUYHBIX YII-
PaBIICHUYECKUX JCHCTBUN B
Pa3IMYHBIX CUTYAIUsX;

- COCTaBJICHUUH 0(hopM-
JICHUH JIETOBBIX MTUCEM,
JOKJIATHBIX U CITY’KEOHBIX
3alHUCOK OTBEYaTh Ha
KAIOOBI IOTpeOUTENCH

Ipolecca CepBuUca;

- OIPEJCIIEHUNBUJIOB YII-
paBJIEHYECKUXIOKYMEH-
TOB, HEOOXOAUMBIX JIJIsI
OIUCAHUS Pa3IUYHbIX YII-
PAaBIICHUYECKUX JICUCTBUI B
Pas3IMYHbIX CUTYaLUAX;

- COCTaBJICHUUU 0(hopM-
JICHUH JETIOBBIX IIHCEM,
JIOKJIaJTHBIX U CITYy’KEOHBIX
3aIllMCOK OTBEYaTh Ha
KaoObl moTpeduTenen

- ONpE/ICIICHUUBHUIOB YII-
PaBJIEHYECKUXTOKYMEH-
TOB, HEOOXOUMBIX JJIS
OTMCAHUS PA3INYHBIX YII-
paBJICHYECKUX JIEUCTBUI B
Pa3IUYHBIX CUTYaIUX;

- cOCTaBJIeHUUU 0HOPM-
JICHUM JIEJIOBBIX IIHCEM,
JOKJIAJTHBIX U CITY)KEOHBIX
3aIMCOK OTBEYATh HA
JKajo00bl MOTPEOUTENCH

HaBbiku:

- HaBbIKaMU pa3padOTKH
Habopa opraHu3aloH-
HO-IIPAaBOBOM, pacmopsi-
JUTEIbHOH, nHpOpMa-
LIIOHHO-CIIPABOYHOM,
IJIAHOBO-OTYETHOM JIOKY-
MEHTallUH B IPOIECCE
OpraHM3ali CEPBUCHON
JIEATEIbHOCTH;

- HaBbIKaMU CUCTEMATHU-
3K TOKYMEHTAllUH B
IIPOLIECCE CEPBUCHOMU
JIeATEIbHOCTH, OPTaHU-
30BBIBAThJJOKYMEHTO-
obopot

He Bnaneer win ne-
MOHCTPHUPYET HU3KUI
YPOBEHb BIIaJICHUS:

- HaBbIKaMU pa3pabOTKH
Habopa opraHu3aloH-
HO-TIPaBOBOM, pacmopsi-
JUTETbHOH, nHpOpMa-
LIIOHHO-CIIPaBOYHOM,
IJIAHOBO-OTYETHOM JOKY-
MEHTAalllH B MPOIECCE
OpraHu3aluy CEpBUCHOU
JIEATEIbHOCTH;

- HaBbIKAMU CUCTEMATHU-
3alMM TOKYMEHTAllUK B
IIPOLIECCE CEPBUCHOMU
JeATEIbHOCTH, OPTaHU-
30BBIBATbJOKYMEHTO-
obopot

JlemoHCTpHUpYyET
YaCTUYHBIE BIIaIeHUS 0€3
rpyOBIX OIINOOK

- HaBbIKaMU pa3pabOTKH
Habopa opraHu3alMoOHHO-
IIPaBOBOM, pacropsau-
TEeJIbHOM, NHPOPMALIMOH-
HO-CIPAaBOYHOM, IJIAHOBO-
OTYETHOM JOKYMEHTALIUU
B [IPOIIECCE OPTAHU3ALNH
CEPBHUCHOM AEATEIbHOCTH;
- HaBbIKaMU CHUCTeMaTu3a-
LIMU IOKYMEHTALIUU B IIPO-
1IECCE CEPBUCHOM JIEATEIb-
HOCTH, OPIraHU30BbIBATh
JIOKyMEHTO000pOT

Brnaneer 6a3oBriMu
IIpUEMaMHU:

- pa3paboTku Habopa op-
raHU3alMOHHO-TIPABOBOM,
pacnopsAUTEIbHON, NH-
(dhopmaImoHHO-CIIPaBOY-
HOM, IJIaHOBO-OTYETHOU
JIOKyMEHTaIMU B Ipo1iecce
OpraHu3aly CEPBUCHON
JIeSITEIIbHOCTH;

- CUCTEMaTHU3aL1H J10KY-
MEHTAIINH B MpolIecce cep-
BHUCHOM JI€ATENBHOCTH, Op-
raHU30BBIBATHIOKYMEHTO-
obopoT

JleMOHCTpUpYeT BIaJACHUS
Ha BBICOKOM YPOBHE:!

- HaBBIKaMU pa3pabOTKH
Habopa opraHu3aluoOHHO-
IIPaBOBOM, paclopsiAUTE-
JbHOU, THPOPMAILITMOHHO-
CIPaBOYHOM, TUIAHOBO-
OTYETHON JOKYMEHTALIMU
B IIPOLIECCE OpraHu3aluu
CEpPBHUCHOM EeATEIbHOCTH;
- HaBbIKaMU CUCTEMAaTH3a-
LMY JOKYMEHTAIUU B IIPO-
1[ECCE CEPBUCHOU JIEATENb-
HOCTH, OPTraHU30BBIBATH
JIOKYMEHTO000POT
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7.3. TunoBbie KOHTPOJIbHbIE 32aHUS UJIH HHbIE MAaTEPHUAJIbI, HEOOXOUMbIe
1JI51 OLeHKM 3HAHUI, YMEeHM i, HABBIKOB H (MJIH) ONBITA 1eATeJIbHOCTH,
XapakTepu3yoIuX 3Tanbl (JOPMUPOBAHNS KOMIIETEHI[UIl B MpoLecce

O0CBOEHHSI 00pa30BaATEIbHOM MPOrPaAMMBbI

FOCYﬂAPCTBEHHBlﬁ UHCTUTYT DKOHOMUKU, DUHAHCOB, ITIPABA U TEXHOJIOI' M1
Kadeapa menemxxkmenrta

BUJIET K 3AYETY Ne 1

ITo gucimnnugae «JJoKyMeHTOOOOPOT B OpraHm3aIisIX CEPBUCAY

Teopernueckre BOIPOCHL:

1. O6ocHOBaHME HEOOXOAUMOCTH O0YUECHUS JOKYMEHTAIMOHHOMY 00€CIIeYeHUIO
¥ €r0 aBTOMATH3AIINH;

2.1okyMeHTOO00pOT B opranu3anuu. Pabota ¢ BXOAAIMMH JOKYMEHTAMU;
[IpaKkTHKO-OPUEHTUPOBAHHOE 3a/IaHUE:

OdopmuTh NprKa3 0 HA3HAYECHUH OTBETCTBEHHOT03a OOpalleHne ¢ OIaHKaMu
npennpusitus B coorserctBun ¢’ OCT P 6.30-2003

3as.xageopoii «MeHeKMEeHTa»  K.3.H., JouieHT Yymakos B.H.

(monmuce)

FOCVI[APCTBEHHI)II71 MHCTUTYT DKOHOMUKU, DUHAHCOB, ITIPABA U TEXHOJIOI' M
Kadeapa menemgxkmenrta

BUJIET K 3AYETY Ne 2

Ilo JUCTUITIINHEC «HOKVMCHTOO6ODOT B OpraHHu3aimiax CEpBUCA)
Teopernyeckne BOMPOCHL:
1. KnaccudukaTopsl TOKYMEHTOB,;
2. DopMUpOBaHUE U XPaHEHUE JICII;
[IpaKkTHKO-OpUEHTHUPOBAHHOE3A /IAHHUE:
OdopMHUTH MPOTOKOJT 3aCeTaHUsI SKCIIEPTHON KOMUCCHUU B COOTBETCTBUU C
TrnoBoM MHCTPYKUUEN TIO AETONPOU3BOJICTBY

3as.xageopoii «<MeHeKMEHTa»  K.3.H., noiieHT Yymakos B.H.

(moamuce)

T'OCYJIAPCTBEHHbBIA MIHCTUTYT SKOHOMUKU, ®PUHAHCOB, [TPABA U TEXHOJIOI' U1
Kadeapa menexxkmenrta

BUJIET K 3AYETY Ne 3

Ilo JUCHUIIIIMHC «HOKVM€HTOO6ODOT B OpraHmu3anusiaX CSpBuca»
TeopeTnueckre BOIPOCHI:
1. PernameHTanus AeJIONPOU3BOJICTRA,;
2. [lpesentanus. Ee dynknus u HazHaueHne. OCHOBHBIC AJIEMEHTHI;
[IpakTHKO-OPUEHTHPOBAHHOE 3aJIaHHE:
CocTaBuUTh CIyKeOHYIO 3aMMKICKYy HA MOOIMIPEHNE COTPYAHUKA, TIEPEBHIMTOTHUBIIIETO

IIJIAHOBBIC I1OKAa3aTCJIN
3as.kageopoii «MeHeKMEHTa»  K.3.H., ToiieHT Yymakos B.H.

(moamuch)
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7.4. MeToguvecKkue MaTepHuaJibl, ONpeaeJaolne Npoueaypbl OeHUBAHUS
3HAHUH, YMEHHUI, HABBIKOB WJIH ONBITA [IeATEJIbHOCTH, XaPAKTePU3yOIIHe
3Tanbl GOPMUPOBAHMSA KOMIIETEHIIMH

B TUDDIIT pans oneHKW 3HAHUW, YMEHUW, HABBIKOB M (WJIM) OIbITa
NESATEILHOCTH HUCIONb3yeTCcsl OalmbHO-pedTuHTrOBas cucrema. [log OamibHO-
PEUTHUHTOBON CUCTEMOM MOHUMAETCSl CUCTEMA KOJIMYECTBEHHOM OIEHKH KayecTBa
ocoeuss OIl BO. Ilpu 3ToM wH3yyaeMas JAMCUMIUIMHA JEIUTCA HA Pl
CaMOCTOSITEJIbHBIX, JIOTUYECKH  3aBEPIICHHBIX  pa3iesioB  (Moayneil)  ais
MPOBEJCHUSI IO HUM KOHTPOJIbHBIX MEPOIPUSTHIA.

Texymmii KOHTPOJL TPEACTABISIET COOOM MPOBEPKY YCBOCHHUS y4eOHOTO
MaTepuaga TEOPETUYECKOIO0 M MPAKTHYECKOTO  XapakTepa,  PEryJyisipHO
OCYULIECTBJISIEMYI0 Ha NPOTSKEHUU cemecTpa. K TOCTOMHCTBaAM JaHHOTO THIIA
OTHOCUTCS €ro CHUCTEMaTUYHOCTb, HEIOCPEICTBEHHO KOPPEIUPYIOIIAAICT C
TpeOOBaHUEM MTOCTOSIHHOTO U HETPEPHIBHOIO MOHUTOPUHTA KauecTBa OOy4EHHUs, a
TaKXKe BO3MOKHOCTb OaJIBbHO-PEUTUHIOBOM OLICHKH yCIIEBAEMOCTH
oOyuaronuxcs. K ocHOBHBIM (hopMaM TEKYIIEro KOHTPOJIs (TEKYIIel aTTeCTallim)
MO>KHO OTHECTH YCTHBIM OINPOC, MUCHMEHHbIE 3a/IaHMs, JJa0OpaTOpHbIE PabOTHI,
KOHTPOJIbHBIE paOOTHI.

[IpoMexyTouHass arrecTanusi, Kak MpPaBUIO, OCYLIECTBIAETCS B KOHILE
CEMECTpa U MOXET 3aBepllaTh M3YYEHUE KaK OTIAEIbHOW JAMCIMIUIMHBI, TaK U €€
pasznena (pazaenoB) /mMoaynst (moaynei). IIpoMmexxyTodHasi aTTecTaiusl MOMOTaeT
OLICHUTH 00JIee KPYITHbIE COBOKYITHOCTH 3HAHUW M YMEHHH, B HEKOTOPBIX CITydasx
— gaxe QopMUpOBaHUE OINPEACICHHBIX NPO(ECCUOHATBHBIX KOMIIETEHLIUMN.
OcHoBHBIE (opmbl: 3aueT (auddepeHunpoBaHHblii). Tekymuid KOHTPOJIb H
IMPOMEXKYTOUHAs aTTecTauus TPAAUIMOHHO CJIYXKaT OCHOBHBIM CpPEJICTBOM
o0ecrniedyeHuss B yueOHOM Ipolecce «0OpaTHOM CBSI3W» MEXIY IpernojaBaTesieM U
OOy4JaronMMcsi, HEOOXOAMMOUM JJIsi CTUMYJHMPOBAHUS PabOTHl OOYYaIOIMIUXCA U
COBEPIIIEHCTBOBAHUSI METOIUKH MPENOTaBaAHUS YUSOHBIX JUCITUTUINH.

[To pe3ynbTaTaM MPOMEKYTOUHOM aTTECTAllMM CTYJEHTY 3aCUHUTHIBACTCS
TPYAOEMKOCTh  JUCHMIUIMHBI B 3aY€THBIX  E€JUHHUIAX,  BbICTABISAETCSA
muddepeHniupoBanHas  OIEHKa B TNPHHATOM  By3€  CHUCTEME  OalioB,
XapakTepu3yroas Ka4eCTBO OCBOCHUS CTyICHTOM 3HAaHUM, YMEHHUI U HABBIKOB 10
ATON JAUCIUIIIINHE.

YPOBHHU OCBOEHMUSA JTNCIIUITJIMHBI

MuHUMaIIBHBIN OcHoBHOM IIpoBUHYTBIN
bannv 55-69 70-84 85-100
Ouyenxa 3 4 5

3auTeéHO ¢  OICHKOMS  («oTau4HO», 85-100 ©OamioB) cTaBUTCS
00y4aroIuMcsi, KOTOpbI€ MPU OTBETE:
— OOHaApyXKMBAIOT BCECTOPOHHEE CHCTEMAaTHYECKOEe M TJIyOOKOe 3HaHHe
MIPOTPaMMHOT0 MaTepUaa;
— JEMOHCTPUPYIOT 3HAHHE COBPEMEHHOMN Y4eOHOU U HayYHOU JIUTEPATYPhI;
— CHOCOOHBI ~ TBOPYECKM TNPUMEHSTh 3HAHWE TEOPUU K  PEIICHHIO
poQeCCUOHATILHBIX 3a/1a4;
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— BJIJICIOT OHSATUMHBIM aNMapaToM;
— JEMOHCTPUPYIOT CHOCOOHOCTh K aHAIM3y U COMOCTABJIICHUIO PA3JTHYHBIX
MTO/IXO/IOB K PEIIECHUIO 3asBJICHHON B OmIIeTe TPOOIeMaTHKY;
— MOATBEPKAAIOT TEOPETUUYECKUE MOCTYJIAThI puMepaMu u3
MPaBONPUMEHUTEIBLHON TPAKTUKHU.
3auteHo ¢ olneHKol4 («xopoiioy», 70-84 GaJsa) craBuTca 00y4aromMMCH,
KOTOpBIE MPU OTBETE:
— OoOHapy>KUBAIOT TBEPOE 3HAHKE MMPOTPAMMHOI'0 MaTepHaa;
— YCBOWJIM OCHOBHYIO M HanboJsiee 3HaYMMYI0 JIOTIOJHUTENIbHYIO JTUTEPATYPY;
— CIOCOOHBI ~ TPUMEHSATH  3HAHWE  TEOPUHM K  PEIICHHUIO  3aaad
po(hecCHOHAIBHOTO XapaKTepa;
— JIOMYCKAIOT OT/CJIbHBIC MOTPEITHOCTH U HETOUHOCTHU MPU OTBETE.
3auTeHO C OLIEHKOU3 («YAOBJIETBOPHUTEIbHO», 55-69 0aslJIOB) cTaBUTCA
00y4JaronIMMcsi, KOTOpbIE MPU OTBETE:
- B OCHOBHOM 3HAIOT MPOrPaMMHBIA MaTepuas B 00bEMe, HEOOXOIUMOM IS
npeacTosei padoTel o npodeccuu;
— B LIEJIOM YCBOMJIM OCHOBHYIO JIUTEPATYPY;
- JIOITYCKAIOT OT/EJIbHBIC MIOTPEIIHOCTH B OTBETE HA BOIPOCHI.
3aUTEeHO C OILIEHKOW2 («HeyI0BJIETBOPUTEILHO», (0-54 0ajia) craBuUTCA
00y4JaronIMMcsi, KOTOpPBIE MPU OTBETE:
- OOHapy>KMBAIOT  3HAYUTEJbHBICE TNPOOENBl B  3HAHUAX  OCHOBHOTO
MPOTPaMMHOT0 MaTepUaa;
— JIOMYCKAIOT MPUHIUITHAIBHBIE OITUOKHU B OTBETE HA BOIIPOCHI;
- JEMOHCTPUPYIOT HE3HAaHWE TEOPUU M TPAKTUKUA MPodhecCHOHATHHOU
NEATEIIbHOCTH.
OcHoBaHueM TSl HEIOMYCKA K 3a4eTy SIBJSIETCS TO, YTO OOyYaromuics BO
BpeMs ceMecTpa He Habpasl yCTaHOBJIEHHOTO MUHUMYyMa 0aiioB — 55 6anios.

8. IlepeyeHb OCHOBHOI M JOMOJTHUTEILHON YUeOHOI JTUTEPATYPHI,
He00X0AUMOi J1JI1 OCBOCHUS TUCHMILIMHBI (MOTYJIS)

a) rocy1apCcTBEeHHbIE CTAHAAPTHI
1) TOCT P51141-98 «Jlenonpou3BOACTBO U apXUBHOE Jei0. TepMHUHBI U

OIIpeICIICHUS
2)I'OCT P 6.30-2003 «YHupHUIUPOBAaHHBIE CUCTEMbI JIOKYMCHTAIIWH.
YHudunupoBaHHas  cHUCTeMa  OpPraHMU3allMOHHO -  PacHoOpsSAUTEIbHOU

nokymeHTaruu. TpeboBanus K 0(hOPMIICHUIO TOKYMEHTOB

3) TOCT P 7.097-2016 «Cucrema cTaHmapToB 1O HH(OPMAIUH,
OuOMMOTEeUHOMY W HW3AaTeNbcKoMy Jeiny. OpraHu3alMOHHO-PACTIOPSAUTEIIbHAS
nokymeHTaius. TpeboBanus K 0hOPMIICHHIO TOKYMEHTOBY

0) ocCHOBHAasI JINTEpPaTypa:
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JIOKyMEHTaIIMOHHOE o0ecrnieueHue YIPABJICHUS: VYyebHoe

nocooue/I' mamuitE.B. - M.: ULl PUOP, HULl MH®PA-M, 2016. - 249 c.
https://new.znanium.com/read?d=12647

B) JOINOJIHUTEJIBHASA JIUTEpaTypa

2) JlokyMeHTaMOHHOE OOECIeUYCHNEe YIPaBJICHHUS IEPCOHAIOM: Yd4eOHOe

nocooue/bynar P. E. - M.:. HUI[ HNHOPA-M, 2015. - 234 c.
https://new.znanium.com/read? d=168805

3)doxymeHTanmoHHoe o0ecrieueHue yrpaBieHus! B COIUATbHO-KYJIbTYPHOM
cepBuce U TypusMme: YueOHoe nocodbue / I'ymuna WM. A., 3aiiueBa H. A. - M.:
Anspa-M, HUL] UTH®PA-M, 2015. - 240 c. https://new.znanium.com/read?id=116067

9. I[lepeuennb pecypcoB HH(OPMALMOHHO-TEJIEKOMMYHUKAIMOHHOM CeTH
«AHTEepHET», HEOOXOAUMBIX /I OCBOCHUS IUCHHUILUIMHBI (MO1YJIs)

1) CnpasouHo-tipaBoBas cucrema «Koncynbrantllimroc»

2)  J1okyMeHTOOOOpOT W JAeTOonpou3BoACTBO. CHCTEMBI AIIEKTPOHHOTO
nokymeHnroooopota (CDJ]) www.doc-online.ru

3)  ApxuBbl Poccumwww.rusarchives.ru

4)  Kypnan «/lenonpou3BoACTBO U JOKYMEHTOOOOPOT Ha MPEIAIPHUSITUNY
www.del o-press.ru/documents-it/index.html

10. MeToau4yeckue yKkazaHus sl 00y4aroUIUXCsl O OCBOEHHMIO THCIUIIIMHBI
(MoayJin)

CamocrosiTenbHas MOArOTOBKA 00yYarOIUXCsl MPOBOJUTCA AJI YITyOneHus
U 3aKpeIUICHHs] 3HAHUH, MOJYYCHHBIX Ha JIEKIHUIX W APYTUX BUIAX 3aHATHH, IS
BBIPA0OTKH HaBBIKOB CAMOCTOSITEIbHOTO TPUMEHEHHUS HOBBIX, JOMOJHUTEIHHBIX
3HAaHUW ¥ OATOTOBKH K MPEACTOSAIINM YIEOHBIM 3aHITHSIM, 3a4ETYy.

BaxxHpiM  ycrmoBHEM  yCHENIHOTO W3YYEeHHUS AUCIHMILIUHBI  SBISIETCS
nocemenue jekuuil. Ilox nocemenneM noapasymeBaercss He (popMa MaCCUBHOTO
IPUCYTCTBHS, @ aKkTUBHAs paboTa MO W3y4eHHIO HOBOro Marepuana. Iloaroroska k
JEKIIMOHHBIM 3aHATUSM BKIIOYAeT B ceOs aHANIM3 MpeiJiaraeéMblX JUIsl U3yYeHUs
BOINPOCOB, M3yYE€HHUE HOPMATUBHBIX HCTOYHUKOB M Y4YeOHOH U Hay4dHOH
JUTEepaTyphl MO paccMaTpUBaeMbIM BoOIpocaM JieKIMUA. B mporecce exuuu
oOyJaroluiicss MOMET 3a/laBaTb  YTOYHSIOIIME BOMPOCHl,  OCYLIECTBHUTH
B3aMMOCBSA3b HOBOI'O MaTepHalla C YK€ HW3YYEeHHBIM, MOATOTOBUTH 0a3zy s
3¢ (HEKTUBHOTO MCIIONB30BAHUS IMOJYYEHHBIX 3HAHUM, OOJErdyuTh MOATOTOBKY K
MPaKTUYECKOMY 3aHATHIO. D((PEKTUBHBIM CMOCOOOM (UKCAMU JEKIIMOHHOTO
MaTepuana SBISIETCS KOHCIIEKTHPOBAHME, IPENCTABIAIOLIEE COOONH HE TOJIBKO
(buKcalMilo BaXKHEWIIMX MOMEHTOB JIEKIMM, HO M YKa3aHHWE MPUMEPOB MJis
MOHUMAaHUS TOTO WJIK MHOTO TEOPETUYECKOr0 MaTepuaia.

[Ipy moaroTroBKe K MPAKTUYECKOMY 3aHSATHIO HEOOXOAMMO HCIOJIb30BATh
KOHCIIEKTUPOBAHHbIE MaTepuasbl JIEKIUH, y4eOHYI0O M HAy4YHYIO JIUTEpaTypy.
[TonroroBka OTBETOB MO BBIHOCUMBIM Ha OOCYXACHHE BOMPOCAM MPAKTUYECKOTO
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3aHITHS BKJIIOYAET B ce0s HE TOJBKO MPOYTEHHE Marepuaia, HO M €ro aHajiu3 U
KPUTUYECKYIO OlleHKYy. OOyuaromeMycs cleAyeT BbIIBUTh MAaJOU3yYEHHBIC
aCIEKThl paCCMATPUBAEMBIX BOMPOCOB, MPOSBUTH UHUIIMATUBY MPHU MOATOTOBKE K
MPAKTUYECKOMY 3aHATHUIO.

[Ipy moAroTOBKE K MPAKTUYECKUM 3aHATHUSMU M 3a4eTy PEKOMEHIYyEeTCs
CUCTEMATU3UPOBATh 3HAHMS, M300pakas MX B TaOJIMYHOM, rpadUyEecKOM WIH
CXEMaTHUYHOM BHU/JIE. ITO MO3BOJIUT YCTAHOBUTH B3aMMOCBSI3b U3y4aEeMbIX SIBJICHUH,
YIOPOCTUT 3a7ady 3allOMHHAHHS MaTepuaja, OOJIETYUT IMPOIECC MPAKTHICCKOTO
MIPUMEHEHUS TTOJTYICHHBIX 3HAHUM.

3amaueli  TPAKTUYECKUX  3aHATHA  SIBISICTCS  BBIpAaOOTKAa  yMEHUS
WCITOJI30BAaTh TCOPETUYCCKHWE 3HAHUS, TMPOSIBUTh HAIMYHUE TPAKTUICCKUX
HaBBIKOB. [lpm  TOATrOTOBKE K  MPAKTHYECKOMY  3aHSATHIO  CIEIyeT
3a0J1arOBPEMEHHOTO 00€CIIeUNTh HAIMYWe HEOOXOMMMO IS JAHHOTO 3aHATHS
MaTepuaa, CaMOCTOSITEIbHO TOBTOPUTH PaHee N3YUCHHBIC TEMBI.

JUist  yCHemrHoro OCBOEHUSI AWCIUIUIMHBI BaXXHBIM SBIISIETCSI  YMEHHUE
paboTath ¢ TepMUHAMH U UX ompeneneHussMu. s pa®oThl ¢ TepMUHOIOTUEH
(G ()EKTUBHBIM SBIISETCS UCIOJIb30BAaHUE KaK Y4eOHOW U HAYYHOM JIUTEpaTyphl,
TaK U PUIAYECKUX U GUIO0CODCKUX CITOBapei.

PabGoTa ¢ TepMuHAMH MOKET OCYIIECTBIATHCA Kak B (pOpME COCTaBICHUS
COOCTBEHHBIX TEMAaTUYECKHX CIIOBAPUKOB Jisi YJ00CTBA M CKOPOCTH IIOMCKA
HeoOxoaumoro TepMuHa. C  3TOM I1EAbI0O HEOOXOIUMO KaXKIbIA HOBBIM
BCTPEYAIOIIUIICS TEPMHUH 3alUCHIBATh U BO BPEMs MOJATOTOBKH K CEMUHAPCKUM U
MPAKTUYCCKUM 3aHATUSAM YKa3bIBaTh COOTBETCTBYIOIIEE omperenceHue. B ciydae
BO3HMKHOBEHHUS CIIOKHOCTH BBIOOpA OIPEACIICHUS W3 HMEIOIIErocs o0bhema B
paMKax HAy4YHOTO 3HaHHWS HEOOXOAMMO 3aJaBaTh BOMPOCHI IPEIOIABATEIIIO B
paMKax JEKIIMOHHBIX U MPAKTUICCKUX 3aHATHH.

WNnrtepaktuBHble  GOPMBI  MPOBEJACHUS  3aHATUA 1O  JAUCIMIUIUHE
«/lokymenmoobopom 6 opeaHuzayuax cep8uca» BKIIOYAIOT B ce0s CIIETYIOIIHNE
BUJIbI 3aHSITHH:

- UWHTEPAKTUBHBIC JICKIIMM, TIPEIIOJAraloT UCIMOJIb30BAaHUE METOja
poOeMHOro u3noxkenus. [Ipu TakoMm moaxojie JEKIHUsS CTAaHOBHUTCS MOXOXKEH Ha
JTMAJIoT, TPETNoJJaBaHue UMUTUPYET HCCIE0BATEIbCKUN MpoIiecC (BBIABUTAIOTCS
MEePBOHAYAIILHO HECKOJIBKO KJIOUEBBIX MOCTYJIATOB MO TEME JICKIUH, WU3JI0KCHHUE
BBICTPAMBACTCS MO MPUHIUIY CaMOCTOSITEIBHOTO aHalu3a U 0000IIeHus
CTyJIEHTaMH Y4eOHOro MaTepuayia). JDTa METOJHWKAa ITO3BOJISICT 3aWHTEPECOBAThH
CTYJIEHTa, BOBJICYb €ro B Ipoiiecc o0ydeHus. [IpoTuBopeunss HAyqHOTO MTO3HAHUS
PACKpBIBAIOTCS TIOCPEJACTBOM IIOCTAHOBKU MpoOieMbl. YdeOHass mpobiema u
npoOJIeMHasl CHUTyallus SBJISIOTCS OCHOBHBIMH CTPYKTYPHBIMH KOMITOHCHTaMH
npobiaemMHoro obyuenus. [lepeq HavamoMm W3ydeHHs ONMpPEACIICHHONH TEMBbI Kypca
CTaBUTCA TIEpeNl CTyJACHTAaMU TMPOOJIEMHBIA BOMPOC WM JAETCS MPOOJEMHOE
3amanne. CTUMyIupys paspelieHue MpoOJeMbl, MpenoaaBaTesib CHUMAET
MPOTUBOPEYHS MEXITY UMEIOIIMMCS €€ MIOHMMaHUEeM U TPEOYEeMBIMU OT CTyACHTa
3HaHUSAMH. D(DPEKTUBHOCTh TAKOTO METOJa B TOM, YTO OTACIBHBIC MPOOIEMBI
MOTYT MOJHUMATHCS CAMHUMH CTyAC€HTaMmH. [JIaBHBIA ycmexX DaHHOTO METoja B
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TOM, 4YTO TIPENoJaBarelib JOOMBACTCA OT AayJUTOPUH «CAMOCTOSTEIHLHOTO
peleHus» TMocTaBieHHOM mpobiembl. OpraHuzanus MpPoOJEMHOTO 00y4YeHUs
MPEACTABIACTCS JOCTATOYHO CIIOKHOM, TpeOyeT 3HAYUTENbHOW MOJITOTOBKH
nekropa. OqHaKO Ha HAYAJIBHOM 3Tal€ MCIOJIb30BAHUS 3TOTO METOAA €ro MOYKHO
BHEJIPSITh B CTPYKTYpPY TOTOBBIX, paHee pa3pabOTaHHBIX JIEKIMH, MPaKTUYECKUX
3aHATUN KaK TONOJHEHUE.

- TpYNIOBbIE  JUCKYCCHUU,  TPUMEHSIOTCA  JUIsi  oOecredyeHus
HaBBIKOBKOMAaHHOW pabOThl U MEKJIMYHOCTHOM KOMMYHHMKAIIMU U MPECTABIISIIOT
co00# OIIEHOYHOE CPECTBO, MO3BOJISIONIEE BKIIOYUTH OOYUYAIOIMIUXCS B MPOIIECC
OOCY)XIICHHsI TIPEACTABICHHOM TEMBbI, MpPOOJEMbI W OICHHTh WX YMCHHE
apryMEHTHPOBaTh COOCTBEHHYIO TOYKY 3peHus. Kpome Toro, B Xojie 3aHSTHIl
MPOBOJASTCS KPYIJIbIE CTOJIBI MO 3aJaHHBIM TEMATUKAM.

[Ipy mOAroTOBKE K MNPOMEKYTOUYHOMY UM HTOTOBOMY TECTUPOBAHUIO
HEOOXOJMMO M3YYHUTh TEOPETUYECKHM W TMPaKTHYECKUN Matepuai. TecToBbie
3a/laHus (C TIepeYHEeM BO3MOKHBIX BAPUAHTOB OTBETOB, CPEAM KOTOPHIX XOTS ObI
OJIMH OTBET SIBJISICTCSI HEBEPHBIM) OOECMEYMBAIOT CTPYKTYPHOCTH MBIIUICHHUS,
BBIHY’KJICHHOTO BBIOpAaTh U3 MPEIOKEHHBIX BapHUAHTOB OTBET BCE IMPaBUIIbHBIC
BapUaHThL. TE€CTOBbIE 3aJaHUs HA YCTAHOBIICHHUS COOTBETCTBUS MOAPA3yMEBAIOT
HEOOXOJMMOCTh TPOSIBJICHUST HE TOJHKO 3HAHUS Y4eOHOro marepuana, HO H
YMEHUSI TPUMEHATHb IMpaBujia (OpPMAIbHONW JIOTUKHU. TecTOoBblE 3ajaHUsi Ha
YHOPSIZIOUCHUE HAMNpPaBJICHbI Ha YCTAHOBJICHUE JIOTUYECKOW MOCIEA0BATEILHOCTH
paccMaTpUBaEMbIX SIBJICHUM (BPEMEHU CYIIECTBOBAHUS SIBIICHUM, PACIOIOXKECHUS
CTPYKTYPHBIX AJIEMEHTOB MPABOBBIX JOKYMEHTOB U T.I1.).

D¢ heKTUBHBIM CcHOCOOOM ISl TOJATOTOBKM K TECTUPOBAHUIO SIBIISACTCS
paboTa 00y4aroIerocsi Mo PEHIeHUI0 TECTOBBIX 3aJaHUM, MPEJOCTaBICHHBIX IS
CaMOCTOATENbHON palboThl. Takke MpU MOATOTOBKE K TakOW (opMe KOHTPOJIA
3HAHUM, KaK PEIICHUE TECTOBBIX 3aJaHUM, CIEIYET CAMOCTOSATEIbHO MOMIBITATHCS
nmpopaboTaTh paccMaTpuBaeMble B JHUCIUIUIMHE BOIPOCH! B (hOpME COCTABICHUS
TECTOBBIX 3aJIaHUMU.

[Ipy moaroToBke K 3a4ery cleyeT HMMETh B BHUAY, YTO OH SIBJISIETCS
HUTOTOBOM (pOpMOM KOHTPOJISI IO U3YUYEHUIO TAHHOW YUCOHOM MUCIMIUIMHBI. 3a4eT
MOApPa3yMEBAET  MAKCUMAJIbHYK0  KOHUEHTpPAlMKO  3HAHUM W YMEHUH,
MPEANOJIAraloInuX MOJHOE U3YYEHHUE MaTepyraia TUCIUIIINHBI.

3adeT MpOBOAUTCA B (OpME YCTHOTO COOECeJOBAaHUS U BBITIOJHEHUS
MUCHbMEHHOTO 3a/1aHus, TU00 TecTa.

Pemienne nmnpenogaBarenss 00 UTOrOBOM  OIEGHKE MPUHUMACTCS IO
pe3yJibTaTaM YCTHOTO OTBETAa U BBINOJHEHHOTO IHCHbMEHHOTO (TE€CTOBOIO)
3a/1aHusl, B 3aBUCUMOCTH OT IIIKaJIbl OI[EHKH.

Pabora ¢ meyaTHBIMU U3IaHUSIMU JJIsI 00YUYAIOIIErocsl MOXKET OBITh CBsI3aHA
C TPYAHOCTSAMHU B o0OJacTH JOCTyNa K COBPEMEHHON Hay4yHOM I€4aTHOU
auTepatype. B CBA3M ¢ pa3BUTHEM HAyYHO-TEXHUYECKOrO IMporpecca B TakKoOu
CUTYyalluy HAJIJIEKUT BOCIOJIb30BATHCS MaTEpUaIaMy, HaXOASIIMMUCS B OTKPBITOM
noctymne cetu Internet. Takyke HEOOXOAUMO YUWTHIBATH, YTO IO COCTOSHHUIO Ha
CETOJIHSIIIIHUI JIEHb MHOTHE CIIPAaBOYHBIE TPABOBBIE CUCTEMBI COJIEPKAT HE TOJIBKO
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TEKCT HOPMATHBHBIX AKTOB, HO M HAay4HbIE€ CTAaThbU IO Pa3IMYHBIM BOIPOCAM
(manpumep, CIIC «Kouncynbrant [Lmtocy). OqHOBpeMEHHO clieyeT OOpaTUTh CBOE
BHUMaHHE Ha MyOJIu4YHbIe OMOIMOTEKH, PEIOCTABISIONIME BO3MOKHOCTh JJOCTYIIA
K 2JICKTPOHHBIM BEPCHUSAM MEYATHBIX UCTOYHUKOB.

B cuily KpaTKOBpEMEHHOCTH M3Y4YEHUS W 3HAUYUTEIHLHOTO 00beMa JTaHHOMU
y4eOHOM NUCHMIUIMHBI Kadepa HACTOATEIbHO PEKOMEHIYEeT CUCTEeMAaTHUYeCKH, a
HE AMU30ANYECKU padoTaTh HaJl U3YYEHUEM Kypca.

11. Ilepevyenb MHPOPMANUOHHBIX TEXHOJIOTH, MPOdeccHOHATBLHBIX 0a3
JAHHBIX, MCIOJIb3yEeMbIX NPHU OCYIIECTBIEHNH 00Pa30BaTEJIbLHOIO Npoiecca
N0 JUCHUILUIUHE (MOYJII0), BKJIIOYAS NMepevYeHb MPOrPAMMHOTI0 o0ecreyeHus
U MH(OPMAIUOHHBIX CIIPABOYHBIX CHCTEM

[IporpammHoe obOecrieueHue:

1) OneparoHHast cuctrema  (Microsoft ~ Windows  XP, 7,
8 .XHponpuemapHaﬂ) ;

2) Ilaker o¢wucuHeix nporpamm Microsoft Office Professional 7 (MS
WOI‘d, MS Excd . M S Power Poi nt, M S Access Hponpuemapnaﬂ);

3) IIporpammHOe  oOecrieyeHWe JUIsI  MPOCMOTPA  DIICKTPOHHBIX
nokymeHTtoB B cranaapte PDF (Foxit Reader GNU Lesser General Public License);

4)  Web-06pay3ep (MozillaFirefox GNU Lesser General Public License);

NudopmarimoHHbIie CIIPaBOYHBIC CUCTEMBI:

1) AsromatuszupoBaHHas HWHGOPMAIMOHHAS OWOMMOTEUHAs CHUCTEMa
Marc21SQL,;

2) CnpaBouHo-mipaBoBas cucrema «Koncynbrant [Taroc»

12. MaTepuanbHo-TeXHHYecKasi 0a3a, HeoOXoAMMas JIJIsl OCYIIeCTBJIEHHS
00pa30BaTeJbHOI0 MPOLECCa MO TMCHUIINHE (MOAYJII0)

Ne
u/n HanmenoBanue KoaunuyecTtBo
1. CHeI_II/IaJII/ISI/IpOBaHHBIe ayJIUTOPUHU:

VYueOHas ayauTopust JUisl IPOBEICHUS 3aHATHN CEMHUHAPCKOTO
TUIMA, KYpPCOBOTO MPOCKTUPOBAHUS (BBITOJHEHUS KYPCOBBIX
paboT), TPYINNOBBIX M HHAUBUIAYAIbHBIX KOHCYJIbTAIIUM,
TEKYIIer0 KOHTPOJS U MPOMEKYTOYHOM arrecrauuu /
KOMITBIOTEPHBIA KJIacC / TOMEIICHHE I CaMOCTOSTEIbHOM | 1
paboTHI

2. ‘ TexHudeckue cpecTBa 00yUeHUs:
KOMITBIOTED C MTPOTPAMMHBIM 00eCTIeYCHIEM ‘ 17
3. \ Crieruaan3upoBaHHbIC AYTUTOPHU:

VYueOHas aynuTopus JJisi TPOBEACHUS 3aHSITUH JIEKITMOHHOTO
TUMQA, 3aHSATAA CEMHHAPCKOTO THUIA, TPYNNOBBIX U
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HHAWBUYAJIBbHBIX KOHCYHBT&HHﬁ, TECKYHICTO KOHTPOJIA

IIPOMEKYTOYHOM aTTECTALMU 1
4. | TexHuyeckue cpeacTBa 00yyeHHUs:

DKpaH HACTECHHBIN 1
MYJIbTUMETUUHBIA IIPOEKTOP 1
KOMIBIOTEP C MPOrPaMMHBIM 00ecTIeYeHHEM 1
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