ABTOHOMHOE 00pa30BaTEIHLHOE YUPEKICHUE
BbICIIIEr0 oOpa3zoBaHus JIeHHHrpajCcKon 001acTu
«l"ocymapcTBEHHBIN HHCTUTYT SKOHOMUKHU, GUHAHCOB, TIPaBa M TEXHOJIOTHID»

T
) TOP, 1Y yyebHoii paboTe

2

PABOYAS NTPOI'PAMMA 11O JUCHUIIVIMHE 5
«JOKYMEHTAIMOHHOE OBECIIEYHEHHUE YIIPABJIEHUECKOU
HNEATEJIBHOCTW»

Hanpasiienue moaroToBKu
38.03.02 MeneKMeHT
(ypoBeHb OakanaBpHuaTa)

Hampasnennocts (mpoduis) 06pa3oBaTeabHON TPOrpaMMBbI
Mapxketunr

dopma oOyueHus
OuHas

I'atunHa
2017



PaGouass mporpamma mo guctummHe «JlokymeHTarmoHHoe —obecrieueHue
YIOPABJICHUECKOW JIEATETbHOCTHY pa3paboTaHa Ha ocHOBe DeaepanbHOTO
roCyapCTBEHHOT0 00pa30BaTENIbHOTO CTAaHJapTa BBICHIEro OOpa3oBaHuUs (l1ajee
dI'OC BO) no mHanpaiaenuto mnoarotoBku  38.03.02  MeHemKMeHT
HaIpaBJICHHOCTH (Mpoduiib) 06pa3oBaTeIbHON MporpaMMbl — MapKeTHHT

VYpoBenb OakanaBpuara

Opranmzanus-paspadorunk: AOY BO JIO «l'ocysapcTBeHHBII HHCTUTYT
HYKOHOMUKH, (DMHAHCOB, IIPaBa U TEXHOJIOTHII»

PazpaboTuuk: K.3.H., JOLIEHT Kadeapbl MapKETHUHTA /bapanosa I'.H.

Paccmotpena u ogoOpeHa Ha 3acemannu Kadenpsl MEHEIKMEHTa «26» aBrycra
2017 r. ITpotoxou Ne 1.

COI'JTACOBAHO:
3aBenyromuii kadenpoi / Uymaxkos B.H.
PykoBoaurens OI1 / JleBuzoB B.A.




Conep:xkanue

1. TTOSICHUTEIBHAS BAITHCKA ....cceeuueeeeuireeeiueteeentteesaitteeeareeesatteeesasteeesabaeesaaseeesasseessanee 4
2. IlepeyeHb TUIAHMpPYEMBIX PE3YJbTATOB OOy4YEeHUS 1O  JIMCUHUILIMHE,
COOTHECEHHBIX C IUJIAHUPYEMBIMU pe3yJbTaTaMU OCBOCHHSI 00pa3oBaTesbHON
TIPOTPAMMBDBL. ...eeeeeueetreeeeesenrreeesesssereesassssreesasssssseessssssseeesesssssesesessssseeesensssssesessssseessanns 4
3. MecTo IUCHMIUIMHBI B CTPYKTYpE 00pa30BaTEIIbHON MPOTPAMMEI .........ccevveenn.... S
4. O06beM TUCIUTIIMHBI (MOYJISI) B 3a4E€THHIX €AMHUIIAX C YKa3aHUEM KOJIMYECTBA
aKaJeMUYECKUX WA ACTPOHOMHUYECKHX 4YacCOB, BBIIEICHHBIX HAa KOHTAKTHYIO
paboTy oOyuaromuxcs C mpernoaaBaTeneM (MO BUAAM Yy4YeOHBIX 3aHSATHUN) M Ha
CAMOCTOSITEITBHYIO PAOOTY OOYHAFOIIIHIXCSL. .. vvveenvreenvreeereennseesseesnseeessseessseessseensseennns 5
5. CopepxxaHue JAUCUMIUIAHBI (MOAYJISA), CTPYKTYpUPOBAaHHOE IO TEMaM
(pa3menaM) ¢ yKa3aHHEM OTBEJEHHOTO Ha HUX KOJWYECTBA aKaJEMUYECKHX WM

ACTPOHOMUYECKUX YACOB U BUJOB YUEOHBIX 3AHATUH] ...eevvenreenreeiieniienirenieeenieeeeenns 6
6. [lepedeHp y4eOHO-METOAMUECKOTO 00ECTICUSHHMS I CAMOCTOSTEITLHONU paOOThI
00YYaAIOIIUXCS MO TUCITUTITHHE (MOYITEO) 1eeeeuvveeeerreeenereeeessreeesnseeessseesssseesssseeeannns 7
7.DOH] OIIECHOYHBIX U METOAINYSCKUX CPECTB IS TMPOBEACHHUS TPOMEKYTOUHOM
aTTeCTAIUU O0YUYAIOUTUXCS MO TUCITUTITHHE ... .eeuveenrreereneresreenseenseessnesseessseenseenseenns 8
7.1. IlepeueHb KOMIETEHIIMN C yKa3aHUEM 3TaroB X (GOPMUPOBAHUS B TPOIECCE
OCBOCHHS 00PA30BATEITEHOM IMTPOTPAMMBI ......eevvienereerenareenreeseenseenseesseesssessseenseenseenns 8
7.2. OnucaHue mnokKa3zaTeaed M KPUTEPUEB OLEHUBAHMS KOMIETEHUMN Ha
pa3TUYHBIX dTamax X (OPMHUPOBAHUS, OTIMCAHUE IIIKAJT OIEHUBAHHUS .................... 9

7.3. TunoBble KOHTPOJILHBIC 3aJIaHUsl WJIM WHBIC MaTepUaibl, HCOOXOIUMBIC JIsI
OIICHKM 3HAHWH, yMEHWH, HABBIKOB © (WIM) OMNbITA JIEATEIHHOCTH,
XapaKTePU3YIOMIMX 3Talbl (POPMHUPOBAHUS KOMIICTCHIMHA B TIPOIECCE OCBOCHUS
00PA30BATEITEHOMN TIPOTPAMMDBI.......c.uveeeureeeereeeereeesseeensreessseesseesseessseesssseessseensseensseens 11
7.4. MeToauyecKre MaTepUabl, ONPEACISIONINE POIICTyphl OLICHUBAHUS 3HAHUM,
YMEHUH, HaBBIKOB WJIM OMNbITA JIEATCILHOCTH, XapaKTePU3YIOIIUE ITaIlbl

(GOPMUPOBAHUST KOMITETCHITHH .....vveeevveeeeeiieeesireeesreeeesareeesssesessssesesssseeesssesenssseeans 12
8. IlepedyeHr OCHOBHOM M JOIMOJHUTEILHONW YUeOHON JTUTEpaTypbl, HEOOXOIUMOM
JUTSL OCBOCHUS TACHUTIITUHBL (MOLYTIS) c.venvveenireeieeesiteeeteesneeenteeenneeesnseesnseesseesnnens 12
9. Ilepeuenbp pecypcoB  HHGPOPMAILMOHHO-TEIEKOMMYHUKAIIMOHHOW  CETH
«HTepHET», HEOOXOAUMBIX ISl OCBOCHUSI TUCUUIUTAHBI (MOIYIIS) .eevvvveenveeanenenns 13
10. Meronuueckue ykazaHUs A7 OOy4YarOIIUXCS MO OCBOCHHUIO JUCLHUILIHMHBI
(MOJTYTIS) « vttt eeettee et e ettt e ettt e et e e sttt e e st eeesasseeensaeeesnseeesnnseaeansseesansseesanseeesnnseeeans 13
11. Ilepeyenb  MHPOPMAIMOHHBIX  TEXHOJOTHH,  HCIONB3YEMBIX  IPHU

OCYIIECTBIICHUU O00pa30BaTEIBHOTO TIpollecca MO JIUCHUILIUHE (MOMYJIIO),
BKJIFOYAsl TEPEYCHbh MPOrpaMMHOrO obecrmedeHuss W WH()OPMAIMOHHBIX

CIIPABOUHBIX CHCTEM ...c.uuvireeureeenureeeaseeeaanseeesssseessnsseessnseesssseessssseessssseessnssessssseeenns 16
12. MarepuanbHo-TeXHUYECKass 0asza, HeoOXoaumas sl  OCYIIECTBICHUS
00pa30BaTEILHOTO MPOIIECCA MO TUCITUTUTHHE (MOJTYITIO) ..eevveeereenreenerenirenanesnneennes 17



1. llosicHUTEBLHAA 3AIIUCKA

Kypc «Joxymenmayuonnoe obecneuenue ynpasieHuecKou 0esmenbHOCmu
3aHMMAeT Ba)KHOE MECTO IMPHU TMOJTOTOBKE OakamaBpoB 1Mo HampaBieHuro 38.03.02
«Meneoocmenmy. YnpaBieHUE NOpPEeANPUITHEM (OpraHU3alMEN), OKa3bIBAIOIINM
yCIIyTH, HEU30€KHO TpeOyeT CO37aHusI MHOTHX BHJIOB JOKYMEHTOB, 0€3 KOTOPBIX
HEBO3MOXKHBI DEIIEHHE OCHOBHBIX IPOU3BOACTBEHHBIX 3a/ay, IUIAHWUPOBAHUE
NesTebHOCTH, (DUHAHCHUpPOBaHUE, OyXranTepcKud y4yeT ¢ OTYETHOCTb,
OMEpaTUBHOE YIIpaBJIEHUE, KaJpoBoe oOOecleueHue JeATeIbHOCTH U T.II.
JIOKyMEHTBI SIBJISIIOTCSI OCHOBHBIM JIOKA3aTE€ILCTBOM COBEPLIECHUSI TOTO MJIM MHOTO
dakta IPOM3BOICTBEHHO-X 0351 HCTBEHHOM NS TENBbHOCTH OPEeANpUATHS.
Opranuzanusi TOKyMEHTAallMOHHOTO OOecleueHus ynpaBlieHus B cdepe cepBuca
UMEET HEKOTOpble OCOOEHHOCTH, CBSI3aHHBIE C KOHKPETHBIMHU MpOIeaypamMu
peanu3aiuu TpeOOBaHUN U HOPM, OTIPEICTIEHHBIX 3aKOHOIATETLCTBOM.

Llenpr0 OCBOEGHMS JOUCUUIUIMHBL  «/[oxymenmayuonnoe obecneuenue
VIPABAEeHYECKOU O0esimeibHOCmUy SIBISIETCS. U3yYEHHE CHUCTEM JIOKYMEHTAalUH,
OpraHu3alii JOKYMEHTUPOBAHUS U JICJIONPOU3BOJICTBA, COCTABIISIOUIUX OCHOBY
WH(OPMAITMOHHBIX MPOIIECCOB B CEPBHCE, COBOKYIMTHOCTh KOTOPBHIX O0OECIEYMBACT
OpraHU3aLMIO IPOLECC CEPBUCA.

3aayn AUCHUIUIAHBIL:

* O3HAaKOMJICHME CTYJEHTOB C 3aKOHOJATEeJbHOW W HOPMATUBHOW 0a3oM,
METOJAMYECKUMU pa3pabOTKaMi U OCHOBHOM HAYYHOU JIUTEpaTypoOil 1Mo Kypcy;

* W3y4YCHHE TMPAKTUKU OpraHu3alydyd JOKYMEHTAIIMOHHOIO oOecreyeHus
YIOPABJICHUS HA MPEIIPUATUSIX, OPraHU3aIUAX U YUPEKICHUAX CepBHCa.

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

HucuunnuHa  «/{oxymenmayuouHoe  obecneuenue  YHPABIEHYECKOU
oesmenbHOCMUy» Y4acTBYeT B (JOPMUPOBAHUU CIEIYIOIIEH KOMIETCHIINN:

[IK-11. Banenue HaBbIKaMu aHajlv3a | 3HAHUSL:

nHpopManuu O (PYHKIIMOHUPOBAHUH | OCOOEHHOCTH OpTaHHM3AIlMd CHUCTEMBbI BHYTPEHHETO
CUCTEMBI BHYTPEHHETO | JOKYMEHTOOOOPOTa; COCTaB, CTPYKTYpPy M OIHUCAHHE
JOKYMEHTO000poTa OpraHu3aluy, | TOKyMEeHTalluu

BeZICHUs1 0a3 JaHHBIX M0 PA3IMYHBIM | YMEHHS:

nokasareaaM H  (OPMHUpPOBaHUS | OCYLIIECTBIATh OKCIIEPTU3Y LEHHOCTH JOKYMEHTOB;

MH(OPMAIIHOHHOTO obecreyenys | OPTAHU30BBIBATE  JOKYMEHTallMOHHOE  o0OecredeHue
YYaCTHUKOB opraHm3armonnblx | ACTTCIBHOCTH MPEIPHUATI
IPOEKTOB HABBIKH:
dbopMupoBaHus HHPOPMAIIMOHHOTO oOOecleYeHusl Ha
MPEIIPUSTHH; aHam3a UHpOpMAaIUN 0

(YHKIIMOHMPOBAHUH CUCTEMBI JOKYMEHTO00O0pOTa




3. MecTOo AUCHUIIIMHBI B CTPYKTYpe 00pa3oBaTeibHOM NPOrpaMMbl

HNuctuumuaa @T/]..01 «/loxymenmayuonnoe obecneuenue ynpasienueckou
OdesimenvHocmuy  SIBIAeTCS  (aKkyJbTaTMBOM 1O  HampaBiieHuto  38.03.02
Meneoocmenm, npoghune « Mapremuney.

Mudp [IpenmecTByronme QUCHMUIIITUHBI [Hocnenyromye TUCUUTUINHBI
KOMIIETEHITNHN y4eOHOTO IJIaHa, B KOTOPBIX y4eOHOTO IJ1aHa, B KOTOPBIX
OCBaMBAaEcTCsI KOMIIETEHIIUS OCBaMBAaETCsI KOMIIETEHIIUS
IK-11 Hurepuer-mapkeTuHr/ CoBpeMeHHbIE [IpennuriioMHas mpakTHKa
WHTEPHET TEXHOJIOTUHU

4. O0beM IUCHUILTHHBI (MOIYJISI) B 3a4€THBIX ¢IUHULAX C YKA3aHUEM
KOJIMYECTBA AKAJAeMHUYEeCKUX WIH ACTPOHOMHUYECKHX YaCOB, BbIICJICHHBIX HA
KOHTAKTHYI0 padoTy 00y4yawiuuxcs ¢ npenojapareseM (110 BUIAAM y4eOHBIX

3aHATHI) U HA CAMOCTOSITEJbHYIO Pa0d0Ty 00y4aromuXxcs

Oo6mas TPYI0EMKOCTb OCBOEHUS yaeOHOI TV CHUTUIAHBI
«/loxymenmayuonnoe obecneuenue ynpasieHuYecKou 0esimeabHOCmu» COCTABIISET
1 3aueTHyO0 eMUHUIY WK 36 aKaJEMUYECKUX YaCOB.

Cemectp No 8
OO6mr1ast Tpy10€MKOCTh (BCETO aK. 9acoB / 3.€11) 1/36
Jlexuun 12
KonrakTHas padota
[IpakTHUecKUe 3aHATHUS 14
CamocrosTenpHas paboTa 9
Bun
MPOMEKYTOUHOU
P Y 3auer 1/-
aTTeCTaIluu
(Kont./camoct.pab.)




5. Conepxxanue JMCUMILIMHBI (MOAYJIs), CTPYKTYPHPOBAaHHOE 110 TEMaM

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

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

TpynoeMKocTb
= c::
E|E| g
u < | 2 [§l &
aMEHOBaHHE pa3jeia = =
Ne P el 2] 8|5 & Conepxanue
JTUCITUTITMHEI (TeMa) 3 = = | 2]
M o ~ ol o
= = ol ©
2 '8l 2
s |=| 8
=]
8 cemecT
- [Tonsstue o pgoxymente. CBONMCTBa,
npu3Hakd, (QyHKIUKM  JOKyMEHTa.
Meroapl W CrmOCOOBI  JTOKYMEHTH-
OCHOBBI  JTOKYMEHTAJIb- poBanusi. HopMmaTuBHO-MeTOAMUYECKAS
1 HOT'O o0ecrieueHus 9 3 4 ) Oaza JTIOKYMEHTAIMOHHOTO o0ec-
" | opraHuzanuu  mpoiiecca MEYCHUS YIPABICHUS JEATEIBHOCTHIO
cepBHca opranuzanuu cdepsl cepBuca. Bump
VIpaBIEHYECKUX JTOKYMEHTOB, HEO0O0-
XOJIUMBIX JUIsl OTMHCAHUS Pa3IUYHBIX
YIPaBICHUYECKUX JNEUCTBUM.
- CocraB, CTpyKTypa H COJAEp)KaHUE
OKYMEHTAaIlnH o0ecrieunBaroIIei
CucreMbl JTOKYMEHTAIIHH, HOKY HHH, H
OpraHW3alMi0  MpoIlecca  CepBuUca.
oOpasyromuecs B Ipolec- .
CoctaB  OpraHu3alMOHHO-IPABOBOM,
2. | ce ympaBieHus neATenn- [ 9 3 4 2 .
. pactopsiINTeNIbHON, WH(POPMAIIMOHHO-
HOCTBIO OpraHu3aIui . ..
CIIPaBOYHOM, IJIAHOBO-OTYETHOM
cdepsl cepBuca.. N
JIOKYMEHTAITUH, npaBuia eé
COCTaBJICHUSI ¥ 0POPMIICHHUS;
OOmiass XapakTepUCTHKA KaJpOBOTO
cocraBa mpeanpusatus. OpraHuzarus
JOKYMEHTAIMOHHOTO obecneueHUs
NESATETLHOCTH  KaJPOBOM  CITYXOBI
npeanpudaTtus cdepbl ceppuca. Opra-
JlokymMeHTaImoHHOE 00ec- peatp (bep P . P
HU3aIusl paboThl C KaJIpOBOM JOKY-
3. | meueHue ynpasieHus mnep- | 8 3 3 2 .
MeHTaler. (OCOOCHHOCTH  HCIIOJIb-
COHAJIOM.
30BaHus ceTd VHTepHET /Il pemeHus
3a/1a4 KaJpOBOTO JIEJIOMPOU3BOJICTBA.
Odopmnenue JIEJIOBBIX MHCEM,
JOKIIATHBIX U CIY’)KEOHBIX 3aIlHCOK,
OTBETOB Ha JKaJIOOBI TOTpeOUTEICH.
Opranu3anus Opranu3zaiys padoThl ¢ JOKyMEHTaMHU.
JOKYMEHTO000pOoTA. Pecypcsi, CpencTBa u npaBuiIa
Pecypc],[j CpeacTBa u Z[OKYMGHTOO60pOTa B CCpBHUCC. Nx BLI60p
4. | npaBuna noxkymentoo6opora | 9 3 3 3 | B  3aBUCHMOCTH  OT  OCOOEHHOCTEH
B CEpBHUCE. Nx BBI60p B ACATCIIBHOCTH NIPEATIPUATHA.
3aBUCUMOCTHU oT CuctemaTuzanusi JIOKYMEHTallUH B
ocoOeHHOCTEH MPOLECCE CEPBUCHOM JEATEIBHOCTH.

6




JESTEILHOCTHU IPEANPUATHS. ®opmupoBanue u odopmieHue mIel.
DKkcnepTu3a HEHHOCTU JOKYMEHTOB,
HOJTrOTOBKA JJOKYMEHTOB K XPaHEHUIO.

3auer 1 1 |-

Uroro 3a 8 cemectp 36 | 12 |15 | -] 9

6. IlepeyeHb y4eOHO-METOAMYECKOT0 O0ecTIeYeHHs IJIsl CAMOCTOSITeILHOM
PadoTHI 00Yy4aAKOIMXCH MO0 JMCUHUILINHE (MOLYJIIO)

CamocTosiTesibHasi padoTa CTYIeHTOB Ha 04HOH hopMe 00ydeHHsI

No Buibl caMocTosITeNIbHOM TpynoemMkocTh, | @opma KOHTPOJIS*
paboThI aK.4achl

1. |IIpopaboTka TEOpETHYECKOTO
MaTepHualia o KOHCIIEKTaM

N . YCTHOE
JIEKIUH, PEKOMEH1I0BAaHHOM 3
cobecenoBaHme
JTUTEPATYPE, NOMOJHATEITHLHBIM
MCTOYHUKaM MH(pOpMaluu
2. [ToaroTroBka K MpakKTUYECKUM NpeCTaBICHNE
3aHATUSAM: TTIOUCK 3 uHpOpMaIUU B
HE0O0X0 MO HH(pOpMAITIH, 00paboTaHHOM
00paboTka nHbOpMaIuu BUJIC
3. [ToaroToBKa K TEKyIIEMY
KOHTPOJIIO (TECTUPOBAHUE U 3 KOHTPOJIbHAS
HamMCaHue KOHTPOJIbHON paborta
paboThI)

JIns caMoCTOSITENhbHOM padOThl MO JUCHUIUIMHE (MOIYJII0) 00yYaromuecs
UCIIOJIB3YIOT ClIeNIyIolee yueOHO-METOJUUECKOe 00ecIieYeHuE:

1) beikoBa T. A. JlokyMeHTallMOHHOE OOECIeuYeHnue YyMIpaBICHUS
(menompousBoacTBo): YueO. noc. / T.A.beikoBa u np. - 2 u3n., nepepad. u Jo1. -
M.: HUII Nudpa-M, 2013 - 304c.
http://znanium.com/bookread2.php?book=390575

2) JoxymeHTarmoHHOE OOECTICUeHHE YIpaBJICHHUS TEepCcOoHAIoOM: YueOHOe
nocooue/bynar P. E. - M.. HHUI[ HWHOPA-M, 2015. - 234 c.
http://znanium.com/bookread2.php?book=488066

3) JlokyMeHTalnoHHOE 00ecredeHre YIpaBIeHusl B COLMATbHO-KYJIbTYPHOM
cepBuce u Typusme: YdeOHoe mocobue / I'ymuna M. A., 3aiineBa H. A. - M.:
Anbda-M, HUIL] NH®OPA-M, 2015. - 240 C.
http://znanium.com/bookread2.php?book=489737

4) ®oHA OUEHOYHBIX M METOAMYECKUX MATEpUAJIOB MO AUCIUIUIMHE
«/okymenmayuonnoe obecneyenue ynpasieHuecKol 0esameibHOCmuY.




7.@D0oH/1 OLIEHOYHBIX U METOAMYECKUX MATEPHUAJIOB /IJIsl IPOBEACHUS
NPOMeKYTOUYHOI aTTecTaluu 00YYAKIIHUXCS M0 JUCIUIINHE

7.1. IlepeyeHb KOMIETEHUMH ¢ YKa3aHUEM 3TANOB UX (OPMUPOBAHNS B
npouecce 0CBOCHUA 00pa30BaTeJIbHOM MPOrPaMMBbI

[Ipoiecc wu3ydeHUs JUCHMIUIMHBI —«/[OKyMeHmayuoHHoe obecneuenue
VIPAGIeHYeCKOol OesmelbHOCmuy HamnpaBieH Ha (OpPMHUPOBAHUE CIICTYIOIIUX
KOMIIETCHIIU

IIK-11. Braoenue Hasvikamu ananuza uHgopmayuu o GyHKYyUOHUpOBaHuU
cucmemvl GHYmMpeHHe20 00KYMEeHmMoobopoma op2anu3ayuu, 8eoenus 6a3 OaHHbIX
1O pa3uYHbIM NOKA3AMeENAM U POPMUPOBAHUS UHDOPMAYUOHHO20 0becneyeHs]

VUACMHUKO8 OP2AHUZAYUOHHBIX NPOEKMO8

1 aTan 2 sTan
HHTepHeT-MapKeTUHT/ HHTepHeT-MapKeTUHT/
CoBpeMEHHbIE UHTEPHET CoBpeMEHHbIE UHTEPHET
TEXHOJIOTHHI TEXHOJIOTHHI
(7 cem) (8 cem)

JIOKyMEHTaIlMOHHOE 00ecTedeHne
YIIPaBICHYECKOH eI TEIEHOCTH
(8 cem)
[MpenauniuomMHas nIpakTHKa
(8 cem)




7.2. Onucanue nNokasaresjieil 1 KpUTepHeB OLCHUBAHNMSI KOMIIETEHIIMA HA Pa3JIMYHBIX 3Tanax ux popmMupoBaHus,
ONMCAHME HIKAJ OLlCHMBAHMS

= Kpurepun oueHuBaHusi pe3yJibTaToB 00y4eHMsI

€| =

= E
s | E
S| Ilnanupyembie He3ader ¢ onenkoii 3auer ¢ oueHKOM 3auer ¢ oueHKOM 3ayer ¢ OLEHKOI

B =
E E 2 | pe3yJabTaThl O0yYeHHsI | «HEYJAOBJETBOPHTEJILH | «YyJAOBJIETBOPHTEILHO» «X0pOoII0» «oTan4Ho» (85-100

g § o» (0-54 6a10B) (55-69 6aa10B) (70-84 6aana) 0aJ1J10B)

=
2 sTan
3HaHus: He 3naer ocoGenHocreli | JlemoHCcTpupyeT uacTuu- | 3HaeT  JOCTaToyHO B | JIeMOHCTpHpYeT BBICOKHI

= 0COOEHHOCTEN OpraHu3anii CUCTEMBI | Hble 3HaHUSA 0e3 rpyOnIX | 0a30BOM o0BeEME OBEHb 3HAHUH
=
= OpTaHHU3AIH CHCTEMBI BHYTPEHHETO OmrOOK B 00J1acTu 0COOCHHOCTEM 0COOCHHOCTEH
/M o
= BHYTPEHHETO JIOKyMEHTO0000pOTa; 0coOeHHOCTEH OpraHu3aluu CUCTEMBI | OpraHU3aI[l CUCTEMBI
o JIOKyMEHTO000pOTa; COCTaB, CTPYKTYpy U | OpraHU3aIlMi CUCTEMBI BHYTPEHHETO BHYTPEHHETO
g COCTaB, CTPYKTYpY H OINMCaHNEe JOKYMEHTAIH | BHYTPEHHETO JIOKyMEHTO0000pOTa; JOKYMEHTO000pOTa;
2 OMHUCaHue JOKYMEHTAIINU JIOKyMEHTO0000pOTa; COCTaB, CTPYKTYpy U | COCTaBa, CTPYKTYPhI U
§“ = COCTaBa, CTPYKTYpPHI U ONMCaHNE JOKYMEHTAIlMH | OMHCAHMS TOKyMEHTaluu
= = _ OTHMCAHUS TOKYMEHTAIIUU

= =
; o | = | YMmenns: He ymeer wim nemoncT- | JleMoHCTpHUpyeT YMeeT npuMeHsATh 3HaHus | JIeMOHCTpUPYET BBICOKUIA
= 2 bé OCYIIIECTBIISATh pUPYET YaCTUYHBIE YMe- | YaCTUYHBbIC YMEHHUS 0e3 Ha TMPaKTUKE B 0a30BOM YpOBEHb YMEHUI TIPH:
§ § AKCTIEPTHU3Y IEHHOCTH HUS, JOITycKasi TpyObIe rpyOBIX OMIMOOK MPH: o0beMe pu: OCYIIECTBICHUHU
S JIOKYMEHTOB; OIIMOKHU TIPH: OCYIIECTBIIECHUU OCYIIECTBICHUU AKCMEePTU3BI IEHHOCTH
§ OpPraHu30BBIBATH OCYICCTBJICHUN 9KCIIEPTHU3bI ICHHOCTHU 9KCIIEPTHU3bI ICHHOCTHU JOKYMEHTOB; OpraHu3auu
= JOKYMEHTAIMOHHOE OKCIEPTU3BI HIEHHOCTH JIOKYMEHTOB; OPTaHU3AINH | TOKYMEHTOB; OpraHU3alliu | JOKYMEHTAIIHOHHOTO
e obecrieuenre gg?gr;;ﬁ);ﬁ JIOKYMEHTAITHOHHOTO JIOKYMEHTAITHOHHOTO obecrieueHme
=
§ JeATETbHOCTH JOKYMEHTAITHOHHOTO obecrnieueHue obecrnieueHue NEesATETbHOCTH
= IPEITPUITUS OGECIEUCHIE JEeSITEIIbBHOCTH eI TEIIbHOCTH MIpeANPUATHS
o IEeATECIbHOCTH MMpCaAnpuiATUs MpeaAnpuiaATus

IPETPUSITHS




HaBpbiku: He Bnameer wmm pe- | JleMmoHcTpupyeT Brnaneer 6a3oBbsiMu JleMoHCTpUpYyET BlIaICHUS
¢dbopmupoBaHus MOHCTPUPYET  HH3KHUH | YaCTWYHBIE BIIaJieHUs 0e3 | MpreMaM M HaBbIKAMU Ha BBICOKOM YpOBHE
nH(})OPMAITMOHHOTO YPOBEHB BIIQJICHUS | TPYOBIX OMIMOOK dbopmMupoBaHU HaBBIKAMH
o0ecrieueHus Ha | HaBbIKaMU HaBBIKaMU (POPMHUPOBAHUS | HHPOPMALMOHHOTO ¢dbopmupoBaHus
NpeANpUITHH;  aHanu3a | GOpMUPOBAHUS nH(pOpPMAITMOHHOTO obecrieueHus Ha MH(POPMAITMOHHOTO
uHpOpMaun 0 | HHPOPMAIIMOHHOTO oOecrieyeHus Ha IpEeaIPUATHH; aHaIN3a obecrieyeHus: Ha
(GYHKIIMOHUPOBAHUHT o0ecrieueHus Ha | IPEANPUATHH; aHATH3a UHpOpPMAIIIHU O MPEINPUSATHH; aHATN32a
CUCTEMBI OpeANpUATHH;  aHaidu3a | UHHOPMAIHH O (GYHKIMOHUPOBAHUU uHpOpMaIIU O
JIOKYMEHTOO00pOTa uHpopmarun 0 | GYHKIIMOHUPOBAHUH CHUCTEMBI (G YHKIIMOHUPOBAHUU

(GYHKIIMOHUPOBAHUHU CUCTEMBI JOKYMEHTO0000poTa CUCTEMBI

CHUCTEMBI JIOKYMEHTO000pOTa JTIOKYMEHTO0000pOTa

JIOKYMEHT0000pOoTa
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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 MPOrPaAMMBbI

T'OCYJIAPCTBEHHbBIA MIHCTUTYT SKOHOMUKU, ®PUHAHCOB, [TPABA U TEXHOJIOI M
Kadenpa menexxkmenrta
BWJIET K 3AYETY Ne 1

o mucrmminze «JI0KyYMEHTAIMOHHOE 00eCeYCHHE YITPABICHYCCKOMN eI TEIIbHOCTIDY
2017-2018 yu.rog

TeopeTnueckue BONIPOCHI:
1. O6ocHOBaHUE HEOOXOIUMOCTU O0YUCHHS JOKYMEHTAIIMOHHOMY 00ECIIeUYeHUIO
1 €ro aBTOMAaTH3aIllH;

[IpaKkTHKO-OPUEHTUPOBAHHOE 3a/IaHUE:
OdopmuTh IpUKa3 0 HA3HAYSHUH OTBETCTBEHHOTO 32 oOpalleHue ¢ 6aHKaMu
npeanpusatus B coorBerctBuu ¢ 'OCT P 6.30-2003

3as.kagedpori «MeHeIKMEHTaY K.3.H., go1. Yymakos B.H.

(moamuck)

r OCYI[APCTBEHHLIIZ UHCTUTYT DKOHOMUKU, ®DUHAHCOB, IIPABA U TEXHOJIOI' Ul
Kadenpa menenxmenra
BUJIET K 3AYETY Ne 2

ITo nucimnnune «JIoKyMeHTAIMOHHOE 00ECIIEYEHHE VIIPABIEHYECKON AESITEILHOCTID)
2017-2018 yu.rog

TeopeTndyeckne BOIPOCHL:
1. Knaccugukatopsl JOKyMEHTOB;

[IpakTUKO-OPUEHTUPOBAHHOE 3aJAHHUE:
OdopMUTH MPOTOKOJI 3aCeIaHUsI SKCIIEPTHON KOMUCCHUU B COOTBETCTBUU C
THUOBOW MHCTPYKIMEN IO AEITIONPOU3BOACTBY

3as.kagedpori «MeHEeHKMEHT K.3.H., gou. Yymakos B.H.

(moamuce)

T'OCYJIAPCTBEHHbBIM MHCTUTYT SKOHOMUKU, ®PUHAHCOB, ITPABA U TEXHOJIOI M1
Kadenpa menexxkmenrta

BUJIET K 3AYETY Ne 3

o mucrmminne «JI0KyMEHTAIMOHHOE 00eCeYCHHE YITPABICHICCKOMN IS TEIIbHOCTIDY
2017-2018 yu.rox

TeopeTnyecKue BOIPOCHL:
1. PernamenTanus 1ea0npou3BOICTBA;

ITpakTMKO-OPUEHTUPOBAHHOE 3a/1aHHUE:!
CocTaBUThH CITYKEOHYIO 3aMCKY Ha MOOIIPEHUE COTPYAHHUKA, IEPEBHIMOIHUBILIETO

IJITAHOBBIE MTOKA3aTEIN
3as.kagedpori «MeHeIKMEHTaY K.3.H., gou. Yymakos B.H.

(moamuck)




7.4. MeToauuecKue MaTepuaJbl, onpeaeasome Npoueaypbl OeHMBAHUS
3HAHUH, YMEHUI, HABBIKOB WIH ONBITA IeATEIbHOCTH, XapAKTePU3yIOIIHe
Tanbl GOPMUPOBAHMSA KOMIIETEHIIMI

B TUDDIIT pans oueHkW 3HAHUW, YMEHUW, HABBIKOB M (WJIM) OIIbITa
NEeSATEILHOCTH HUCIONb3yeTcsl OalibHO-pedTuHrOBas 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
MaTepyajia  TEOPETUYECKOIO0 M MPAKTHYECKOTO  XapakKTepa,  PEryJspHO
OCYLIECTBISIEMYI0 Ha MPOTSLKEHHHM ceMecTpa. K JocTomHCTBaM JaHHOrO TuUIa
OTHOCUTCSI €ro CHCTEMATHYHOCTb, HEMOCPEICTBEHHO KOPPEIHUPYIOWIAsICS 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 AUCUUILUIMHBI, TAK U €€
pasnena (pa3nenoB) /Momyns (Moxyneit). [IpomexxyTouHas arrectanys MOMOTaeT
OLIEHUTH 00Jiee KPYITHbIE COBOKYITHOCTH 3HAHUI U YMEHHU, B HEKOTOPBIX CIy4asx
— naxe (QOpMHUPOBAHUE OIPEACTICHHBIX NPOPECCHOHANBHBIX KOMIIETEHITHH.
OcHoBHble ¢opMbl: 3aueT (AuddepeHurpoBaHHbIi). Tekymuii KOHTPOJb H
IPOMEKYTOUHAs aTTecTauys TPAAULUMOHHO CIYKaT OCHOBHBIM CpPEICTBOM
oOecrnieueHus B yueOHOM Mpolecce «00paTHON CBS3M» MEX]y MPEnoaBaTeieM U
oOyyJaroumcsi, HEOOXOUMOM JIsl CTUMYJIMPOBAaHUS PAOOThl OOyYaroOUIUXCs U
COBEPILIEHCTBOBAHUS METOJIMKH MPENoAaBaHusl yU€OHbIX TUCIHUTLINH.

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

YPOBHU OCBOEHMUS JTUCIHHUTIJIMHbI

MuHUManbHbBIN OCHOBHOI1 IIpoaBuHyTHIN
bannw 55-69 70-84 85-100
Ouyenka 3a4YTEHO

Onenka «3auyTeHo» (Oosee 55 OamwioB) CTaBUTCA, €CIHH OOYyYarOUIHICS
OCBOWJI TPOTpaMMHBIM MaTepuall BCEX pa3/iesioB, 3HAET OT/AEJbHbIC JETallu,
NOCJIeIOBAaTEIeH B H3JIOKEHUU  MPOrpaMMHOTO  Marepuana,  BIaJieeT
HEOOXOJMMBIMU YMEHUSMH W HABBIKAMH TPU BBINOJHEHUU MPAKTUYECKUX
3aJITaHUMU.

OreHKa «He3auTeHo» (MeHee 55 0auioB) CTaBUTCS, €CJIM O0yJarOUTUNACs HE
3HAeT OTJEJbHBIX Pa3/IeJIOB MPOrpaMMHOI0 MaTepHuala, HEeMoCIe0BaTeNIeH B €ro
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U3JI0)KCHHUH, HE B TIOJTHOW Mepe BIIajieeT HEOOXOMUMBIMUA YMEHUSMHA U HaBBIKAMU
IIPY BBIMOJHEHUU MPAKTUUECKUX 3aaHUM.

OcHoBaHUEM J1JIs1 HEOMYCKA K 33a4ETy SIBJISETCS TO, YTO OOyUYaroIIMiics BO
BpeMs ceMecTpa He Habpasl yCTaHOBJIEHHOTO MUHUMYyMa 0alioB — 55 6aiios.

8. IlepeyeHb OCHOBHOI U IONOJHUTEJILHOU YU4eOHOM JIUTEPATYPHI,
He00X0AUMOIi J1JI1 OCBOCHUS TUCHMILIMHBI (MOYJIs)

a) roCy1apCcTBeHHbIE CTAHAAPTHI
1) TOCT P51141-98 «/lenonpon3BoacTBO U apXWBHOE Aen0. TepMHUHBI U

OTIpeNIeICHUs»
2) TOCT P 6.30-2003 «YHuuuupoBaHHbIE CHCTEMBbI OKYMEHTAalWU.
YHudpuuupoBaHHas  CHCTeMa  OpPraHU3AllMOHHO -  PacHOPSAUTEIbHOU

nokyMeHTanuu. TpeboBaHus K 0(pOPMIICHUIO TOKYMEHTOB

3) TOCT P 7.097-2016 «Cucrema craHgapToB 10 HH(pOpPMAIUH,
OuOIMOTEUHOMY U HU3AaTeNbcKoMy Jieny. OpraHu3alMOHHO-PACTIOPSAUTENIbHAS
nokymeHTanus. TpeboBaHus K 0pOPMIIEHHUIO TOKYMEHTOBY

0) OCHOBHAasI JIUTEepaTypa:

1) beikoBa T. A. JlokyMeHTalMOHHOE OOecrledYeHue YIpaBlIeHUs
(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) JoxymeHTarmoHHOE OOECTICYCHHE YIpPaBJICHHS TEPCOHAIOM: YueOHOe
nocooue/bynar P. E. - M.. HHUI[ HHOPA-M, 2015. - 234 c.
http://znanium.com/bookread2.php?book=488066

3) JoxymeHTalnOHHOE 00eCIIeUeHrE YIPaBICHHS B COLUAIBHO-KYJIbTYPHOM
cepBuce U Ttypusme: YueOHoe mocoome / I'ymuna U. A., 3aitnea H. A. - M.:
Anbpa-M, HUILL NHOPA-M, 2015. - 240 c.
http://znanium.com/bookread2.php?book=489737

B) JONOJIHUTEJILHAS JINTEpaTypa:

1) UYepnoBa C. TI. JlokyMeHTAalMOHHOE OOECIIEUCHUE YIpPaBJICHUS
[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) JIoKyMeHTalMOHHOE OOeCIeueHue YyIpaBleHus: YueOHoe mocobue/
Imaqut E.B. - M.: HUI[ PUOP, HUI[ HUHDPA-M, 2016. - 249 c.
http://znanium.com/bookread2.php?book=304633

9. IlepeueHns pecypcoB HH(POPMANMOHHO-TEJIEKOMMYHUKALIMOHHOM CeTH
«/HTepHeT», He0OXOAUMBIX VISl OCBOEHH S JUCHUILTUHBI (MOTYJIs1)

1) Bcé o nenonpousBojactse http://delo-ved.ru/
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2)  Jlenompou3BOACTBO U  JIOKYMEHTOOOOPOT Ha  NPEANPUSITHUU.
http://www.delo-press.ru/journals.php?page=documents

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

4)  OepepanbHblii mopTan «IOkoHOMHKA. Couuonorus. MeHEIHKMEHTY.
http://ecsocman.edu.ru

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

10. MeToguveckue ykazanus JJis1 00y4al0IMXCH [0 OCBOEHUIO TN CIUIINHBI
(MoayJist)

CaMocTosTenbHAas MOATOTOBKA O0YYaIOIUXCS TPOBOAUTCS TS YTIyOIeHHs
U 3aKpeIUICHUs] 3HAHUM, MOJYYEHHBIX Ha JIGKIUSIX U IPYTHX BHUJAX 3aHATUH, AJs
BBIPA0OTKH HABBIKOB CaMOCTOSITEJIBHOTO MPUMEHEHHSI HOBBIX, JTOMOJHUTEIbHBIX
3HAaHUH U MOJITOTOBKH K MPEJICTOALINM y4E€OHBIM 3aHATHUSAM, 3aUETy.

BaxHbIM  ycloBHEM  YCHEIIHOTO WM3Y4YEHHs JUCHUIUIUHBI  SBISETCS
nocemienue jeknuid. [lox mocemennem noapazymeBaercss He (popMa MacCUBHOTO
NPUCYTCTBUS, a aKTUBHAs paboTa 1o U3y4yeHuIo HOBoro marepuania. [lonroroska k
JEKIIMOHHBIM 3aHATHAM BKIIOYAaeT B ceOs aHAIW3 MpeUlaraeMbIX A U3Y4YeHHs
BOMPOCOB, M3y4YCHHE HOPMATHUBHBIX MCTOYHUKOB M Yy4eOHOW M Hay4yHOU
JAUTEpaTyphl MO paccMaTpUBAEMbIM BOIpOcaM JEKIHMU. B mpouecce iexknuu
oOydaromuicss MOXET 3aJaBaTb  YTOUHSIOIIKE BOMPOCHL,  OCYIIECTBUTH
B3aMMOCBSA3b HOBOI'O MaTepuala C YXE€ H3YYCHHBIM, MHOJITOTOBUTH 0a3y s
3¢ (HEKTUBHOTO HCIONB30BAHUS IMOJYYCHHBIX 3HAHUH, OOJErdyuTh MOATOTOBKY K
OPAKTHUECKOMY 3aHATHIO. D(P(GEKTUBHBIM CIOCOOOM (PUKCAUU JEKIIMOHHOTO
MaTepuaia SBISIETCS KOHCIIEKTHUPOBAHME, MpPENCTaBJsAIoNIee COOO0N HE TOJIBKO
¢ukcalnio BaXKHEHIIMX MOMEHTOB JEKIUH, HO W YKa3aHHE MPUMEPOB IS
HNOHUMAaHHMSI TOTO WM MHOTO TEOPETUYECKOr0 MaTepHara.

[Ipu moAroTroBke K MPaKTHYECKOMY 3aHATHUIO HEOOXOJMMO HCIIOJIB30BaTh
KOHCIIEKTUPOBAaHHbIE MaTepualibl JIeKUWH, Y4eOHYI0 M HAy4HYIO JIUTEpaTypy.
[ToaroToBka OTBETOB MO BHIHOCHMBIM Ha OOCYXJIEHHE BOIPOCAM MPAKTUYECKOTO
3aHATHUS BKIIOYAET B ce0s HE TOJBKO MPOYTEHHWE MaTepualia, HO U €ro aHalu3 U
KPUTUYECKYI0 OlLeHKy. OOydJaromemycs CleayeT BBIIBUTh MaJlOU3Y4YECHHBIC
aCIeKThl pacCMaTPUBAEMBIX BOIIPOCOB, MPOSBUTh MHUIIMATUBY MPHU MOATOTOBKE K
PAKTHUECKOMY 3aHSITHIO.

[Ipy moOAroTOBKE K MPAKTUYECKUM 3aHATUSAMU U 3a4€Ty PEKOMEHIYETCS
CHUCTEeMAaTU3UPOBATh 3HAHUS, HM300pakas MX B TaOJIMYHOM, TIpauueckoM WU
CXEMAaTUYHOM BUJE. DTO MO3BOJIUT YCTAHOBUTH B3aUMOCBSI3b N3Y4aeMbIX SIBICHUH,
YIPOCTHUT 3aJady 3allOMHHAHMUS MaTepuasa, OOJErdyuT MpoIecC MPAKTHUYECKOrO
NPUMEHEHHUS MOJTy4YEeHHBIX 3HAaHUH.

3amauell  MpakTHYECKUX  3aHATHH  SBIAETCS  BBIPAaOOTKAa  YMEHHS
UCTOJIb30BAaTh TEOPETHUYECKUE 3HAHUS, TPOSIBUTH HaTU4ME MPAKTHYECKUX
HaBbIKOB. Ilpm  mOAroTOBKE K  MPaKTHYECKOMY  3aHATHIO  CJEIyeT
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3a0J1arTOBPEMEHHOTO 00€CTIeUNTh HAJINYMe HEOOXOAMMO ISl TaHHOTO 3aHSITHS
MaTepuaa, CaMOCTOSITEJIbHO TOBTOPUThH PaHEE U3YUEHHbBIEC TEMBI.

JUIss  yCHnemrHoro OCBOEHUS JUCIHUIUIMHBI BaXXHBIM SIBJISIETCS. YMEHHE
paboTath ¢ TepMHHAMH U UX omnpeneneHusiMu. s pabOThl ¢ TEPMHHOJIOTHEN
3G (HEKTUBHBIM SBIISIETCS] UCIOJIB30BAHUE KaK YYEOHOW M HAyYHOH JIMTEpaTyphl,
TaK U IOPUIMYECKUX U PUIOCO(CKUX CIOBapei.

PaboTa ¢ TepMHHAMH MOKET OCYIIECTBIATHCS Kak B (OpME COCTaBIICHUSA
COOCTBEHHBIX TEMAaTHYECKHX CIIOBAapUKOB /s YAOOCTBA M CKOPOCTH TIOMCKa
HeoOxomumoro TepmuHa. C  3TOM TENbIO HEOOXOJUMO KaKIbI  HOBBIN
BCTPEUAIONINICA TEPMHUH 3aMHUCHIBATh U BO BPEMsS MOJATOTOBKH K CEMUHAPCKUM U
NPaKTUYECKUM 3aHSATUSM YKa3blBaTh COOTBETCTBYIOLLEE ompeneneHue. B ciayuae
BO3HUKHOBEHHUSI CIIO)KHOCTH BBIOOpa OINpeAeNeHUs] U3 HMEIOLIErocs odbema B
pamMKax Hay4yHOTO 3HaHHS HEOOXOIMMO 3a/aBaThb BONPOCHI MPEMOAABATENIO0 B
paMKax JIEKIIMOHHBIX U MPAKTUYECKUX 3aHSITHM.

[Ipy mOArOTOBKE K MPOMEKYTOUYHOMY WJIM HMTOTOBOMY TECTHPOBAHHUIO
HEOOXOJMMO M3YYUTh TEOPETHUECKHH W NpakTUYeCKuid matepuan. TecTtoBbie
3aianus (C MepeyHeM BO3MOXKHBIX BapUAHTOB OTBETOB, CPENIM KOTOPBIX XOTs Obl
OJIUH OTBET SBJISETCS HEBEPHbIM) OOECIEUMBAIOT CTPYKTYPHOCTH MBIILJICHUS,
BBIHY)KJIGHHOTO BBIOpaTh U3 MPEJI0KEHHBIX BapUaHTOB OTBET BCE MPABHIIbHbBIE
BapuaHThl. TecToBble 3aJjaHUsl HA YCTAHOBJIEHUS COOTBETCTBUS IMOAPA3YyMEBAIOT
HEOOXOJMMOCTh MPOSBIEHUS HE TOJIBKO 3HAHMS Y4eOHOTrO MaTepuana, HO U
YMEHUSI TPUMEHATHh TMpaBuia (OPMAIBHOW JIOTUKH. 1€CTOBbIE 3ajaHus Ha
YHOPSIAOUECHHE HANpPABJICHbI HA YCTAHOBJICHUE JIOTUYECKOW IMOCIEA0BATEIbHOCTH
paccMaTpUBaEMbIX SIBJICHUM (BPEMEHU CYIIECTBOBAHUS SIBJICHUM, PacTOIOXKEHUS
CTPYKTYPHBIX 3JIEMEHTOB MPABOBBIX JOKYMEHTOB H T.I1.).

OddexkTuBHBIM CcIOCOOOM I TOATOTOBKA K TECTUPOBAHUIO SIBIISCTCS
pabota oOydJaronierocsi Mo PEIIeHUI0 TECTOBBIX 3a/laHUi, TPEIOCTaBICHHBIX IS
caMoCTOsITeNIbHOM paboThl. Taxke mpu MOArOTOBKE K Takod (opme KOHTPOJsS
3HaHUH, KaK PelIeHHe TECTOBBIX 3aJlaHUM, CIEAYET CAMOCTOSTEIBHO MOMbBITATHCS
npopaboTaTh paccMaTpUBaeMble B AMCIMIUIMHE BOMPOCHI B JOpME COCTaBICHUS
TECTOBBIX 3a/IaHUM.

[Ipu moAroToBke K 3adeTy cleAyeT HMMETh B BHUJY, UYTO OH SIBIAETCS
UTOTOBOM (POPMOM KOHTPOJIS 10 U3YUYECHHIO TAaHHOM Y4eOHOU AUCHUIUIMHBI. 3a4eT
MOJAPA3yMEBAET  MAKCHUMAJIbHYK)  KOHILIEHTPAUMIO  3HAHMM W YMEHU,
IPEANOIAraloIiX MOJHOE U3YYEHUE MaTepHUalia JUCIUIUINHBI.

3ader mpoBoauTcs B (GOpMe YCTHOrO CcoOeceloBaHWS ¥ BBITIOJHCHUS
MMMUCHbMEHHOTO 3aJaHus, T100 TecTa.

Pemenne mnpenonaBatenss o0 UWTOTOBOW OIEHKE MPUHUMAETCA IO
pe3yabTaraM YCTHOIO OTBETAa M BBIIOJIHEHHOTO MHCHbMEHHOIO (TE€CTOBOIO)
3a/1aHusl, B 3aBUCUMOCTH OT IIKAJIbI OLIEHKHU.

WNurtepaktuBHble  GOpMbI  MPOBEAEHUS  3aHATUA 1O  AUCIUIUIMHE
«/[okymenmayuonHoe obecneuenue ynpasieH4ecKou 0eameabHOCmu)y BKIYAIOT B
ce0s cieyIouue BU bl 3aHATUHI:
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- HHTEPAKTHUBHBIE JIEKIMW, MNPEANOJAralT HCIOJIb30BAaHUE METOJA
po0JIeMHOro u3ioXeHus. IIpyu TakoM nmojaxoae JEeKIUsl CTAHOBUTCS MOXO0XKEW Ha
JUAJIOT, MPENOJaBaHUE UMUTHUPYET HCCIIENOBATEIbCKUN IMpoLece (BBIABUTAIOTCA
IIEPBOHAYAJIIBHO HECKOJIBKO KJIFOUEBBIX IIOCTYJIATOB IIO TEME JICKLMH, U3JI0KECHUE
BBICTPAUBAETCSl 110 MPUHUUIY CaMOCTOSITEJIBHOTO aHajau3a M 0000IeHus
CTYJEHTaMH Y4YeOHOro marepuaia). JTa METOAUKa I03BOJSET 3aWHTEPECOBATH
CTYJI€HTa, BOBJIE€UYb €r0 B Ipouecc o0yueHus. [IporuBopeurss Hay4yHOTO MO3HAHUS
pPacKpbIBAIOTCS TOCPEICTBOM IOCTAHOBKM NpoOseMbl. YyeOHas mpoOiema u
npoOsieMHasi CUTyalusl SIBJSIOTCS OCHOBHBIMU CTPYKTYPHBIMH KOMIIOHEHTaMU
npobiieMHoro odyuyenus. [lepen HayamoMm H3ydeHHs ONMpPENEICHHONW TeMbl Kypca
CTaBUTCS TeEpel CTyACHTaMU NpPOOJEMHBIA BOMPOC MM JAeTCs MPOoOJIEeMHOE
3aganue. CTUMynHpys paspelieHre MpoOJieMbl, MpenojaBareilb CHUMAET
IPOTUBOPEYMS MEXTY UMEIOIIUMCS €€ IOHUMAHUEM U TPeOyeMbIMH OT CTYJIEHTa
3HaHUAMH. D(PPEKTUBHOCTh TAKOT'O METOAA B TOM, YTO OTIENIbHBIE NMPOOJIEMBI
MOTYT IOJHUMATHCS CaMHMM CTyAeHTamH. [J1aBHBIM ycrneX JaHHOTO METOJa B
TOM, YTO IIpernojaBaTeslb J0OMBAEeTCA OT ayAUTOPUHU «CAMOCTOSTEIBHOIO
pElIeHUs» MOCTaBJIEHHOW mpobsemMpl. OpraHuszanus HpoOJIEMHOT0 OOydeHHUs
IPEJCTABISIETCSL  IOCTAaTOYHO CJIOKHOM, TpeOyeT 3HAYMTENbHOM IOArOTOBKU
aexropa. OJHAKO Ha HAYaJIbHOM JTalle MCIOJIb30BAaHUSA ATOTO METOJA €r0 MOKHO
BHEPATH B CTPYKTYPY I'OTOBBIX, paHee pa3paOOTaHHbBIX JIEKIIUHA, MPAKTUYECKUX
3aHATUN KaK JTOIIOJIHEHUE.

- TPYNONOBBIE JUCKYCCHM, NPUMEHSAIOTCS i OOECHEYeHUsT HaBBIKOB
KOMaH/JHON pabOoThl U MEXJIMYHOCTHON KOMMYHUKALMU U MPEACTABIAIOT COOOM
OLIEHOYHOE CpEJCTBO, IO3BOJIAIONIEE BKIIOYUTH OOYYAOIIMXCS B MPOLECC
OOCYXXJI€HUSI TPEACTABICHHOW TEeMbl, MNpPOOJIEMbl M OLEHUTh HX YMEHHUE
apryMEHTUPOBAaTh COOCTBEHHYIO TOUYKY 3peHHs. Kpome Toro, B XoAe 3aHITHI
IIPOBOJATCS KPYTIJIBIE CTOJIBI 110 33JaHHBIM TEMAaTHUKAM.

Pexomennyercs  npu  INOATOTOBKE  HMCIIOJIB30BaTb  JJIEKTPOHHBIC
OMOIMOTEYHbBIE CUCTEMBI, a TAKXKE CIIELUAaIN3UPOBAHHbIE CaliThl ceTH Internet.

11. ITepeyenb nHGOPMAIUOHHBIX TEXHOJIOT Ui, HCIIO0JIb3yEeMbIX NPH
OCYIIECTBJIEHHMH 00PAa30BaTEJIbHOI0 MPOLECCA MO AUCHHUIINHE (MOTYJII0),
BKJIIOYAs MepeYeHb MPOrPaMMHOro odecneyeHnsi 1 HH(POPMAITUOHHBIX
CIIPABOYHBIX CHCTEM
[IporpammHoOe obOecrieyeHue:
Omneparmonnas cucrema (Microsoft Windows ITponpuemapnas);
[Taker oducHsix nporpamm Microsoft Office (MS Word, MS Excel, MS
Power Point, MS Access, MS Publisher u np. riponpuemapnas);
3. Web-06payzep (Mozilla Firefox GNU Lesser General Public License);
NudopmarnmoHHbie CIpaBOYHBIC CHUCTEMBI:
1) AprtomaTu3upoBaHHas HWHPOpMaIMOHHAs OWOJMOTEYHAsT CHUCTEMa
Marc21SQL;
2) CnpaBouHo-npaBoBas cuctrema «Koncymnprant [1nrocy
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12. MarepuanbHO-TeXHHYeCKas 0a3a, HeoOXoauMasi 1J1s1 OCylIeCTBICHUS
00pa30BaTeJIbHOI0 NMPOoLecca Mo IMCHUIVIUHE (MOYJII0)

Ne
n/n

HaunmenoBanue

KoaunuectBO

1. | Cnennaiu3upoBaHHbIE Ay TUTOPUHN:

VYyebHas ayauTopusi Il POBEACHUS 3aHATUNA CEMUHAPCKOTO
TUIMA, KypCOBOTO MPOCKTUPOBAHUS (BBIOJIHEHUS KYyPCOBBIX
paboT), TPYNIOBBIX ¥ HWHIWBUIYAIbHBIX KOHCYJIbTAIIHUH,
TEKYIIErO0 KOHTPOJII H TPOMEXYTOYHOM arrectamuu /
KOMITBIOTEPHBIA KJIACcC / TOMEIICHUE [JIi CaMOCTOSTEIHLHOU
pabotel Ne 43 (yn. Pormuackas, 5)

2. | Texunueckue cpencrna o6ydeHus:

KOMIIBIOTED C MPOrpaMMHBIM obecriedeHueM No 43

|17

3. | Crnenyannu3nupoBaHHbIC Ay TUTOPUM:

VYyeOHast aytuTopust sl IPOBEACHUS 3aHATHH JEKIIMOHHOTO
THUIIA, 3aHATHI CEMHUHAPCKOTO THIIA, TPYNIIOBBIX U
WHIUBUYAIbHBIX KOHCYJIbTAlUMI, TEKYIIET0 KOHTPOIS U
npoMexxyTouHoi arrecrauuu Ne 39 (yn. PommHckas, 5)

4. | Texunueckue cpenctsa 06ydenns:

MHTEpaKTUBHAs qocka ayna. Ne 39

MYJIbTUMEIUIHBINA TpoeKTOop ay. Ne 39

KOMIIBIOTEP C MPOrpaMMHBIM oOecnieueHueM ayz. Ne 39
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