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1. llosicHUTEIHLHAA 3aINCKA

Kypc «/Joxymenmoobopom 6 opzanuzayusx cepéuca» 3aHUMAET BaXKHOE
MECTO Tpu mnoArotoBke OakanaBpoB mo HampaBieHuio 43.03.01 «Cepsucy.
VYrpasnenue npeanpusTueM (opraHu3anueit), OKa3bIBaIOIIUM YCIYTH, HEU30€KHO
TpeOyeT CO3/1aHUsI MHOTHUX BHJIOB JIOKYMEHTOB, 0€3 KOTOPBIX HEBO3MOXKHBI
pEILIEHHE OCHOBHBIX IPOM3BOACTBEHHBIX 3a/ay, IUIAHUPOBAHUE EATEIBHOCTH,
(dbuHaHCcHpOBaHUE, OyXTradTepCKUil yYeT U OTUYETHOCTh, ONEPATUBHOE YIIpaBJICHHUE,
KaJIpoBoe oOecreyeHue NeATebHOCTH U T.M. JJOKYMEHTBI SIBIISIOTCSI OCHOBHBIM
JTIOKA3aTeIbCTBOM COBEPIICHHUS] TOTO WJIM HMHOro (pakTta MpOU3BOJICTBEHHO-
XO3IMCTBEHHOU JEATENbHOCTH npeanpusatus. OpraHuzaius JOKyMEHTAIMOHHOTO
oOecrnieueHusi ympaBieHuss B cdepe cepBuUca HMMEET HEKOTOPhIE OCOOEHHOCTH,
CBSI3aHHBIC C KOHKPETHBIMHU MPOIEAYypaMH pealu3aluu TPeOOBAaHUU U HOPM,
OMPEICICHHBIX 3aKOHOIATEIHCTBOM.

Llenpt0 OCBOEHHUSI AMCHMIUIUHBI «/[OKyMenmoobopom 6 Op2aHu3ayusx
cepsuca»  SABISETCA  W3Y4YCHUE  CHUCTEM  JIOKYMEHTAllUM,  OpraHu3aluu
JTIOKYMEHTUPOBaHUS u JIETIOTIPOU3BOJICTBRA, COCTABJISIFOLIUX OCHOBY
WH(OPMAITMOHHBIX MPOIIECCOB B CEPBHUCE, COBOKYIMHOCTh KOTOPBHIX OOECIECYHBAET
OpraHM3alXI0 IPOLIECC CEPBUCA.

3ajaun TUCHUIUINHBI:

* O3HAaKOMJICHHME CTYJEHTOB C 3aKOHOJATEJIbHOW W HOPMATUBHOW 0a3oMu,
METOJINYECKUMU pa3pabOTKaMu U OCHOBHOM HAyYHOM JINTEPATYPOH 1O KypCy;

* W3yYCHHE TMPAKTUKH OPTraHM3allMu JIOKYMEHTAIlMOHHOTO OOecredyeHus
yIpaBJeHUs Ha MPEANPUSITUSIX, OpPraHU3aIUsIX U YUPEKICHUIX CepBHCa.

2. IlepeyeHb MIAaHMPYEMBbIX Pe3yJIbTATOB 00yYEeHHUS 0 AUCHHUILINHE,
COOTHECEHHBIX € INIAHUPYEMBIMH pPe3yJIbTAaTAMHU 0CBOCHUS 00pa30BaTe/JbHOM
NPOrpaMMslI

JucuuminHa «/[okymenmoobopom 6 opeaHu3ayusx cepsuca» y4acTBYET B
GhopMHUPOBAHUHU CIICTYIONICH KOMITETCHIINH (CIEAYIOIINX KOMIIETSHIIH):

OIIK-3 - 3HAHMSA: OCHOBBI JOKYMEHTAJIHHOIO OOECIEeYeHUsl OpraHu3aluy Tpoliecca
TOTOBHOCTb CepBHCa;  COCTaB  OPraHU3AllMOHHO-TIPABOBOM,  PACIOPSAIUTENIbHOM,
OpraHHu30BaTh MH(POPMAIMOHHO-CIIPABOYHOIA, IJIAHOBO-OTYETHOMN JIOKYMEHTAI1H,

MpOLIECC CepBUCa, | mpaBmiia €€ cocTaBieHHs W O(OpMIICHHS; MpaBHia JOKYMEHTOOOOpPOTA.
MPOBOANTH BEIOOP | Pecypcsl, cpencTBa u mpaBuia T0KyMEHTOO00pOTa B CEpBUCE

pecypcoB u YMEHHSI: ONPENIEsATh COCTaB, CTPYKTYPY U COJEepKaHUE TIOKYMEHTALIUH,
CPEIICTB C y4eTOM obecreunBaroIIeil OpraHu3aImio Ipolecca CepBrca, BEIOMPATh PECYpChl U
TpeGoBanHii CpeICTBa TI0KYMEHTO000pOTa;

ToTp CGI/IT eIst OMpECACIIATL BUABI YIHPABJICHYCCKHUX )IOKYMGH’I:'OB, I—\IJ@O6XOJII/IMI)IX JJIA
OIIMCaHUA PAa3JIMIHBIX YIPaBJICHUYCCKHUX JACUCTBUU B Pa3JINYHBIX




CUTYaIUsX; COCTaBIATH U O(OPMIIATH [EJIOBBIE MUCHMA, IOKJIATHBIE U
CITy>KeOHbIe 3aIMCKN OTBEYATh Ha KaJloObl HOTpeOUTENeH

HABBIKH: pa3paboTku Habopa OpraHHU3alOHHO-TIPABOBO,
paclopsANTEeNbHOM, WH(GOPMAIMOHHO-CIIPABOYHON, IJIAHOBO-OTYETHOU
JOKYMEHTAIlMH, BBIOOpAa  pPEcypcoB M CpEACTB JIOKYMEHTOO0OpoTa B
mporecce  OpraHu3alliil  CEPBHCHOM  JIEATENBbHOCTH;  HAaBBIKAMH
CUCTeMAaTH3allui JOKYMEHTAllMM B IPOLIECCEe CEPBUCHOW NEATEIbHOCTH,
OpPTraHU30BBIBATH JOKYMEHTOOOOPOT

3. MecTO AUCHUILIHHBI B CTPYKTYpe 00pa3oBaTeibHOH MPOrpaMMbl

Hucrunmmaa  b1.5.18  «/lokymenmoobopom 6 opeanuzayusx cepsuca
ABJIETCS TUCUUIUIMHOM 0a30BOM 4YacTW Yy4eOHOro IjlaHa MOATOTOBKH CTYIEHTOB
no Hampasienuto 43.03.01 Cepsuc.

[udp IIpenmecTByronme QUCHUIUTMHBL [Tocnenyromue TUCHUILIIMHBI
KOMIICTCHITIH y4eOHOro IJIaHa, B KOTOPBIX y4eOHOrO0 IJ1aHa, B KOTOPBIX
OCBaMBAETCSI KOMIIETEHIIHS OCBaMBAETCSI KOMIIETEHIIHS
OIIK-3 Hucumiuiiea — sBisiercst  mepBoit B | MEHEDKMEHT B cepBHCe
(GOpMHUPOBAaHNH JaHHOI KoMIeTeHIMy | MapKeTHHT B cepBuce

4. O0beM IMCHUILIAHBI (MOAYJISI) B 3a4€THBIX eIMHULAX C YKAa3aHUEM
KOJINYeCTBA AKaJeMHYEeCKHX UM ACTPOHOMHYECKHX YaCOB, BbIJIEJIEHHBIX HA
KOHTAKTHYI0 padoTy 00y4arLIUXCH ¢ npenojgasaresaeM (1Mo BUAAM Y4eOHbIX

3aHATHI) U HA CAMOCTOATE/IbHYIO pa0doTy 00y4YaroIIMXCs

O6mas TPYAOEMKOCTh OCBOCHMUS y4eOHOM JCIUTLIIMHBI
«/lokymenmoobopom 6 opeaHuzayusx cepeuca» COCTaBISACT 4 3a4ETHBIX €UHUIIBI
win 144 akageMruyecKux 4Jaca.

Kypc No 2
OO61ast Tpy10€MKOCTh (BCEro aK. 4acoB / 3.€11) 144/4
Jlexmmm 6
KonTtakthas pabora
[IpakTuueckue 3aHATUA 6
CamocTtosiTenbHas padoTa 130
Bun
IPOMEKYTOYHOMN 3ader C 11
aTTeCTalluu OIICHKOW/KOHTp.paboTa




5. Conep:xxanne TMCHUILIMHBI (MOIYJIs), CTPYKTYPHMPOBAHHOE 110 TEMaM
(pa3aenam) ¢ ykazaHueM OTBeJI€HHOI0 HA HUX KOJMYECTBA aKaJeMH4YeCKHUX
WIN ACTPOHOMHUYECKHMX YaCOB U BUIOB YUeOHBIX 3aHATHIA

HaunmenoBanue paziena
JTUCHUTUTUHBI (TeMa)

TpynoeMKocTb

BCETO

JICKIIUHN

IIPpaKTU4. 3aHATUA

nabop.3aHITHS

camocT. pabora

Conepxanue

\9]

=
S

(@]

OCHOBBI
HOI'0
OpraHH3aIiH
cepBHca

JIOKYMEHTAJb-
obecreueHus
nporecca

32

30

[lonsitue o pokymenrte. CBOIICTBa,
IpU3HaKy, (QYHKIUU JOKYMEHTAa.
Metoabl U cnocoObl JOKYMEHTH-
pOBaHMUS. HopmarusHo-
METOMYECKast 6a3a
JIOKYMEHTAIlMOHHOTO  O0ec-IeueHUs
yIpaBIEHUA JESATEIIBHOCTBIO
opraHuzanuu cgepsl cepuca. Bubl
yIpaBJIEHYECKUX TOKYMEHTOB, HEOO-
XOJMMBIX Il ONHCAHMS Pa3IUYHBIX
YIPABJICHUYECKUX JTECHCTBUI.

Cuctembl JTOKyMEHTAallUH,
oOpasyromuecs B mpolec-
ce YIpaBICHUS JEATelNlb-
HOCTBIO OpraHu3alHu
cdepsl cepBUca..

32

30

CocraB, CTpyKTypa M COAEp)KaHHE
JTIOKyMEHTAIMK,  00ecreunBaronieit
OpraHu3alMio Ipolecca CepBHca.
CocTtaB opraHu3aIMOHHO-TIPABOBOM,
pacnops,INTENbHOM,
MH(}OPMaLMOHHO-CIIPAaBOYHOM,
[JIAHOBO-OTYETHOM ~ TOKYMEHTALUH,
npaBmwiia €€ COCTAaBIICHUS U
odopmiIeHuUs;

JlokyMeHTaIoHHOE o0ec-
IIEYCHUE YIPABJICHUS IIep-
COHAJIOM.

30

OO6mrast xapakTepucTHUKa KaJapoOBOTO
coctaBa mpeanpusaTus. Opranu3ams
JIOKYMEHTAITMOHHOTO  OOECTICUCHHS
JESTEIBHOCTH  KaJpPOBOU  CITYXKOBI
npennpustus chepsl ceppuca. Opra-
HU3alus paboThl ¢ KaJApOBOM JIOKY-
Mentanuer. OCOOEHHOCTH HCIIOINb-
30BaHUs ceTu  VHTepHeT  JuiA
pelreHus 3ama4 KaJIpOBOTO
nenonpousBoAacTBa.  OdopmieHue
JCIIOBBIX IIMCEM, JOKJIaTHBIX u
CIIy’)KeOHBIX 3amiCOK, OTBETOB Ha
XKaOOBI TOTpeOUTEINEH.

Opranuzanus

30

Opranuzanus paboThl Cc




JOKYMEHTO000pOoTA. JTOKyMEHTaMu. Pecypchl, cpeactsa u

Pecypcsl, cpeactea WU IpaBuiIa JOKyMEHTO00OpOTa B CEpBHCE.
npaBuiia I[OKyMCHTOO60p0Ta Hx BLI60p B 3aBUCHUMOCTH oT
B cepBuce. Mx BwIOOp B 0COOCHHOCTEH JEATENBHOCTU
3aBUCUMOCTH oT MpEANIPpUATHA.

ocoOeHHOCTeN CucremaTtuzanusi JOKyMEHTAIlUU B
ACATEILHOCTH TIPCATIPUATH. MPOIECCE CEPBUCHOU NEATEILHOCTH.

dopmupoBanue u 0hopMICHUE JEL.
DKcnepTu3a IEeHHOCTH I0KyMEHTOB,

MOITOTOBKA JIOKYMEHTOB K
XPpaHCHUIO.
3aueT ¢ OLEHKON 1]-
Kontp. pabora 1 10
Hroro 3a 3 cemectp 144 6 8 [-] 130

6. IlepeyeHb yueOHO-METOAMYECKOT0 00ecredYeHUs /Il CAMOCTOSATEIbHOM
padoThl 00y4YaOIIUXCS MO0 JUCHUILINHE (MOTYJIIO)

CaMocTosiTesIbHAsi pad0Ta CTYICHTOB HA 04HOH opme 00yUeHHs

Ne Buael camocTosiTenbHOU Tpynoemkocts, | @opma KOHTpoOJIS*
paboThI aK.4achl

1. | IIpopaboTka TEOPETHUECKOTO
Marepuaa 1o KOHCIEeKTam

. . YCTHOE

JIEKIIMH, PEKOMEHI0BAHHOMN 45
cobeceoBaHne

JTUTEPATYPE, TOTOJTHUTEIHHBIM
MCTOYHHMKAM WHOOpMAIuu

2. IToaroroBka K mMpakTHYECKUM MpPE/ICTaBIICHUE
3aHATHUSM: TTIOUCK 40 nHpopmaIuu B
HE0O0X0o MO HH(pOpMAITHH, 06paboTaHHOM
00paboTka nHpopmauu BUJIC

3. [TonroroBka k TekyIiei
aTTecTaluu (TECTUPOBAHUE U 45 KOHTpOJIbHAs
HaMMCaHWEe KOHTPOJIBHOM pabora
paboThI)

Jlist caMoCTOSATEeNbHOM paboThl MO JUCHUIUIMHE (MOIYINI0) oOydarouiuecs
UCITIOJIB3YIOT CIIENIyIolIee yueOHO-METOJuYeCKOe 00ecrieyeHue:

1) bBeikoBa T. A. JloKyMEHTallMOHHOE OOECIICUCHHE YIPABJICHUS
(menompou3BoicTBO): YueO. moc. / T.A.bbikoBa u Ap. - 2 u3a., nepepad. u Jom. -
M.: HUILT HNudpa-M, 2013 - 304c.
http://znanium.com/bookread?.php?book=390575

2) JlokyMeHTalMOHHOE OOEeCIeUYeHHUEe YIpaBJICHHUs IEPCOHAIOM: YdeOHOe
nocooue/bynar P. E. - M.. HUI[ HHOPA-M, 2015. - 234 c.
http://znanium.com/bookread?2.php?book=488066



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

3) JokymeHTanmoHHOe 00ecrieueHIe YIpaBiIeH!s B COIMATLHO-KYJIETYPHOM
cepBuce U TypuzMme: YdebHoe nocodbue / I'ymmna U. A., 3aiiuesa H. A. - M.:
Anbda-M, HUI] NH®OPA-M, 2015. - 240 C.
http://znanium.com/bookread?.php?book=489737

4) ®oHI OIEHOYHBIX M METOAMYCCKUX MATEePHAJIOB IO JIUCIUILINHE
«/lokymenmoobopom 6 opeanuzayusax cepeucay.



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

7.®oH1 OLIEHOYHBIX U METOAMYECKUX MATEPHAJIOB /IJIsl POBeAeHMsI
NMPOMEKYTOUHOM aTTecTAMU 00y4aIOIIMXCSH M0 JUCIUIIINHE

7.1. Ilepeyenb KOMIETEHUMH ¢ YKa3aHHeM 3TanoB ux GopMupoBaHus B
npouecce 0CBOCHUA 00pa3oBaTeIbHOH NMPOrPaMMbI

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

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

JTanbl (l)OpMHpOBaHI/ISI KOMIICTCHIINHN

1 sTan 2 sran
JIOKyMeHT0000pOT B OpPraHu3anusax MapKeTHHT B cepBHce
cepBHca (3 kypc)
(2 xype)
MeHeIKMEHT B CepBHUCE
(3 Kypc)




7.2.

Onucanue nokasarejeu u KpUTEPpUEB OICHUBAHUA KOMHeTeH]_lI/Iﬁ Ha Pa3/inYHbIX 3Tallax uX (l)OpMI/IpOBaHI/Iﬂ,
OIMMCAHHUC IKAJI OHCHUBAHUA

= | = Kpurepun oneHuBanusi pe3yJbTaToB 00y4YeHUsI

s 5| E

= SE § Ilnanupyembie He3auer ¢ onenkoit 3a4er ¢ OLEHKOM 3adeT ¢ OEHKOH 3ader c OIEHKOMH

E E 2 | pe3yabTaThl 00y4YeHHUs] | «HEYAOBJIETBOPUTEIbH | «YIOBJIETBOPHUTEILHO» «XOpouo» «oTauaHo» (85-100

= E o» (0-54 6as10B) (55-69 6a110B) (70-84 6a1a) 0aJ1710B)
1 sTan
3HaHus: He 3Haet ocHOBBI: JleMOHCTpHpYET YacTu4- 3HaeT 10CTaTOYHO B JleMOHCTpHUpYET BBICOKUI
-OCHOBBI JIOKYMEHTAJIb- -IOKyMEHTaJIbHOT0 00ec- | Hble 3HaHUs 0e3 rpyObIX 6a30BoM o0BEME: YPOBEHb 3HAHUM:

W HOTr0 00ecreueHus opra- | MeuyeHus: OpraHu3aluu OIIMOOK: -OCHOBBI JIOKYMEHTAJIBHO- | ~-OCHOB JJOKYMEHTAJIBHOI'O

= HU3alMK IpoLecca cep- | mpoliecca CepBUCa; - IPOLIECCOB IOKYMEH- ro o0ecreveHus oprauus3a- | ooecrneyeHus opranmza-

2 BHCA; -COCTaB OpPraHM3allMOH- | TaJbHOT'O 00ECIIEUEHUS LM IIpOLIecca CEPBUCA; LIUH IIPOLIECCA CEPBHUCA;

% - COCTaB OpraHM3alMoOH- | HO-IPABOBOM, paclopsi- | OpraHU3allK CEPBUCA; - COCTaB OPraHU3alMOHHO- | - COCTaBa OpraHU3aIMOH-

= HO-TIPaBOBOM, pacnops- | AUTEIbHOU, HHPOpMa- - OPTaHMU3aLMOHHO-TIPABO- | MPABOBOMW, PaCIOPsIU- HO-IIPAaBOBOM, paclopsIu-

& JTUTENbHOM, nHpopma- LIHOHHO-CIIPABOYHOM, BOH, paclOpSANTENbHOM, | TeIbHOU, MHPOPMAIIMOH- | TeTbHOU, HHGOPMAIMOH-

% [IUOHHO-CTIPABOYHOM, IJIAHOBO-OTYETHOMH 10Ky~ | ”HOpPMAIlMOHHO-CIIpa- HO-CIIPaBOYHOM, INIAHOBO- | HO-CIIPABOYHOM, IIJIAHOBO-

= ’§ IJIAHOBO-OTYETHOM JOKY- | MEHTALIMH, IPaBUiIa €€ BOYHOM, IJIAHOBO-OTYET- OTYETHOM JOKYMEHTALIUM, | OTYETHOU JOKYMEHTALUH,

g QE: f‘bz MEHTalllH, IpaBuia eé cocTaBlieHUs U oopmiie- | HOW JOKYMEHTAlMH, OTpe- | paBuJia €€ COCTABJICHUS U | IIPaBUJI €€ COCTaBJICHUS U

>§ OE = | cocTaBIeHus 1 0popM- HUS, JIeJICHUU TIPaBUI COCTaB- odopmIiIeHHUS; odopmIIeHHUS;

S S O | nenus; -TpaBUJIa JOKYMEHTO- JeHUs U 0(OPMIICHHUS; -fpaBuia JOKyMEHT0000- | -IIPaBUJI JOKYMEHTO000-

s 2 -IpaBUia JOKYMEHTO- oboporTa; - OIpe/IeNICHUN MPABUIT porta; poTa;

§ obopoTta -pecypcoB, CpEACTB U JIOKyMEHTO000poTa -pecypcsl, CpelicTBa U -pecypcoB, CPEACTB U

é -pecypcsl, CpelcTBa U paBuiI -pecypcoB, CpeACTB U npaBuja npaBui

° npaBuiia JIOKyMEHTO000pOoTa B MpaBUII JIOKyMEHTO0000pOoTa B JIOKYMEHTO000poTa B

% JIOKYMEHTO00O0pOTa B cepBuUce. JIOKYMEHTO00O0pOTa B cepBuUCe. cepBuce.

3] CepBUCE. CepBUCE.

g Ymenus: He ymeer unu nemonct- | [IlemoHcTpupyet YMeer npuMeHsTh 3HaHusl | JleMOHCTpUpPYET BHICOKUIA
-OnpeacIATh COCTaB, pUpYET YaCTHUYHbIE yMe- | YaCTUYHbIE yMEHUs Oe3 Ha MpaKkTUKe B 0a30BOM YPOBEHb YMEHHI MPHU:
CTPYKTYpY H COIEpKa- HUS, IOMyCKast TpyoObie rpyOBIX OIIMOOK MpH: o0Bbeme npu: -OIPCICICHUH COCTaBa,
HUE NOKYMCHTAlNH, OIIMOKHU MM -OMpEeNIeJICHUH COCTaBa, -OIIPENICJIEHUH COCTaBa, CTPYKTYPBI U CONEPKAHUA




o0ecreunBaroIen
OpraHu3aIlHIo TIpoIecca
cepBuca, BLIOMpaTh
PECYPCHI M CpEJICTBA
JTIOKYMEHTO000POTa;
-OIPEACIIATh BUIBI
yIpaBIEHYECKUX
JIOKYMEHTOB, HEOOX 0 11 -
MBIX JJIsI OTIMCAHUS Pa3-
JUYHBIX yIpaBJIeHYEC-
KHUX JICVCTBHIA B pa3ind-
HBIX CUTYaIUsX;
-COCTaBJIATh U 0(hopM-
JIATH JI€JIOBBIE IINChMA,
JIOKJIQJHBIC U CITYXKe0-
HBI€ 3aIIMCKH OTBEYATh
Ha JKaJI00bI MOTpeOUTE-
b (S

-OIpeIEeTICHUN COCTaBa,
CTPYKTYpBI U coJiepxka-
HUS IOKYMEHTalUH,
o0ecneunBaroleii opra-
HU3AIMIO ITpolLecca cep-
BHUCA, BEIOUPATH PECypChI
U Cpe/icTBa
JIOKYMEHTO000pOTa;

- ONIpe/IETICHNU BUI0B
yIPaBICHUYECKUX JOKY-
MEHTOB, HEOOXOAUMBIX
JUISL OIMCAaHMsSI pa3iny-
HBIX YIPaBIEHYECKUX
JICHCTBUN B Pa3JIMYHBIX
CUTYalMsX;

- COCTaBJICHUU U 0OpM-
JIEHUU JIETIOBBIX IHCEM,
JIOKJIAAHBIX U CITYKeO-
HBIX 3aIIMCOK OTBEYATh
Ha KaJ00BI MOTpeduTe-
Jen

CTPYKTYPBI H COJICPYKAHHS
JOKYMEHTAIuH, 00ecreyn-
BaIONICH OPraHU3aIUI0
nporiecca cepBuca,
BBIOUPATH PECYPCHI U
cpeicTBa
JIOKYMEHTO000pOTa;

- OTIpE/ICIICHUN BUJIOB YII-
PaBJICHYECKUX JIOKYMECH-
TOB, HEOOXOIUMBIX TSI
OTIMCAHUS PA3THYHBIX YII-
paBIICHUYECKUX JICHCTBUH B
Pa3IMYHBIX CUTYAIUsX;

- COCTaBJICHUU U 0OpM-
JICHUH JICTIOBBIX TTUCEM,
JOKJIQJIHBIX U CITY)KEOHBIX
3aIHUCOK OTBEYaTh HA
)Kajo0bl MOTpeOuTENIeH

CTPYKTYPBI H COJICPIKAHHS
JIOKYMEHTaIuH, 00ecreyn-
BaIONICH OPraHU3aIUI0
nporiecca cepBuca,
BBIOMPATH PECYPCHI U
cpezicTBa
JIOKYMEHTOO00pOTa;

- OTIpE/ICIICHUN BUJIOB YII-
PaBJICHYECKUX JIOKYMECH-
TOB, HEOOXOAUMBIX IS
OTIMCAHUS PA3IMYHBIX YII-
paBIICHYECKUX JICHCTBUH B
Pa3IMYHBIX CUTYaIUAX;

- COCTaBJICHUU U 0OpM-
JICHUH JICTIOBBIX MTUCEM,
JIOKJIQJIHBIX ¥ CITY)KEOHBIX
3aIMCOK OTBEYaTh Ha
)Kaj00bl MOTpeOUTENICH

JOKYMEHTaIuu, obecreun-
BaIONICH OPraHU3aIUI0
npoIriecca cepBuca,
BBIOUPATH PECYPCHI U
cpexacrTsa
JOKYMEHTO000pOTa;

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

- COCTaBJICHUHU 1 0POPM-
JICHWH JISIOBBIX TTUCEM,
JOKJIQ/IHBIX M CITY)KEOHBIX
3aIMCOK OTBEYATh Ha
JKaj00bl MOTPEOUTENCH

HaBbiku:

- HaBBIKaMU pa3pabOTKH
Habopa opraHU3aI[uoH-
HO-TIPaBOBOM, pacropsi-
JTUTENBHOM, nH(pOpMa-
LHOHHO-CTIPABOYHOM,
MJIAHOBO-OTYETHOM JOKY-
MEHTAIINH,BBI0O0pa
PECYPCOB U CPEICTB
JIOKYMEHTO000pOTa B
IpoLecce OpraHu3alun
CEpPBHUCHOM
NesATeTLHOCTH;

- HaBBIKAMU CUCTEMATHU-
3alliy JOKYMEHTAIINH B

He Biageer winu ne-
MOHCTPUPYET HU3KUU
YPOBEHb BIIaJICHUS:

- HaBBIKaMU pa3pabOTKH
Habopa OpraHU3aIuoH-
HO-TIPABOBOM, pacropsi-
JTUTENbHOM, nHpopma-
[{UOHHO-CIPABOYHOM,
MJIAHOBO-OTYETHOM JOKY-
MEHTAIINH, BEIOOpA
PECYPCOB U CPEICTB
JOKYMEHTO000pOTa B
IpoLecce OpraHu3alun
CEpPBHUCHOM
JIeSITEIbHOCTH;

JemoHCcTpHpYyeT
YaCcTUYHBIE BIaJIeHUs O0e3
rpyOBIX OMHUOOK

- HaBBIKAMU pazpabOTKH
Habopa opraHu3alroOHHO-
IPaBOBOM, pacopsiiu-
TeIbHOU, HHPOPMAIOH-
HO-CIPAaBOYHOH, MJIAHOBO-
OTYETHON JOKYMEHTAIUH,
BbIOOpa pecypcoB U
CpeACTB
JOKYMEHTO00O0pOTa B
nporecce OpraHu3alu
CEPBHUCHOM AEATEIbHOCTH;
- HaBBIKAMU CHCTEMaTH3a-

Bnaneer 6a3oBbiMu
IpHUEeMaMH:

- pa3paboTKu Habopa op-
TaHU3aI[OHHO-TIPAaBOBOM,
pacnopsIuTeIbHOM, HH-
(dbopMaImoHHO-CTIPaBOY-
HOM, INIAaHOBO-OTYETHOU
JIOKyMEHTaIiH, BRIOOpa
PECYPCOB U CPENICTB
JIOKYMEHTO000pOTa B
MPOIIECCEe OpPTraHu3aIun
CEPBUCHOMU JIESITENIbHOCTH;
- CHCTeMAaTH3alluU JJOKY-
MEHTAallUM B MPOLECCE Cep-
BHCHOM JESATEIbHOCTH, OP-

JleMoHCTpHUpYET BIIaICHUS
Ha BBICOKOM YPOBHE:

- HaBbIKaMU pa3padOTKH
Habopa opraHu3aloOHHO-
IIPaBOBOM, pacropsiAnTe-
JTbHOM, HHPOPMALIMOHHO-
CIIPaBOYHOM, IIJIaHOBO-
OTYETHON JOKYMEHTALIUH,
BBIOOpa PECypCoOB H
CPEICTB
JIOKYMEHTO000poTa B
IIPOLIECCE OpraHu3alun
CEpPBHUCHOM EATEIbHOCTH;
- HaBbIKaMU CHUCTEMAaTH3a-
1IUY JOKYMEHTAIMU B MIPO-
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nporiecce CepBUCHOM
NESITEIIbHOCTH, OpTaHH-
30BBIBATh JIOKYMEHTO-
oboport

- HAaBBIKAMU CHCTEMATH-
3aIUK JOKYMEHTAIUHU B
nporiecce CepBUCHOM
NESTEIIbHOCTH, OpTaHH-
30BBIBATh JIOKYMEHTO-
obopoTt

LMY TOKYMEHTAIIUH B IIPO-
LIECCE CEPBUCHOM JIEATEIb-
HOCTH, OPIraHU30BbIBATh
JIOKyMEHTO000pOT

raHU30BbIBAThH JIOKYMEHTO-
obopoTt

11eCCe CEPBUCHOM JCSTEIb-
HOCTH, OPraHU30BbIBAThH
JIOKYMEHTOOO0OPOT
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7.3. TunoBble KOHTPOJIbHBIE 32JaHUA WM UHbIE MATEPHAJIbl, HE00X0IMMbIEe
JJ151 OLeHKM 3HAHUI, YMEeHHM i, HABBIKOB H (MJIH) ONBITA 1eATeJIbHOCTH,
XapakTepu3yoIuX 3Tanbl (JOPMUPOBAHNS KOMIIETEHI[UI B IpoLecce

O0CBOEHHsI 00pa30BaTEeIbHOM MPOrPaMMbI

FOCYﬂAPCTBEHHbIIZ MHCTUTYT DKOHOMUKU, DUHAHCOB, ITIPABA U TEXHOJIOI' M1
Kadeapa ynpap/ieHusi conuajaibHbIMM M IKOHOMHYECKUMU MPoIeccaMu
BWJIET K 3AYETY Ne 1

ITo pucimminbe «JI0KyMEHTOO0OPOT B OPraHU3alMsaX CEPBUCA»
2017-2018 yu.ron

Teopernueckre BOIPOCHL:

1. O6ocHOBaHNE HEOOXOAUMOCTH O0YUYEHHS JOKYMEHTAIIMOHHOMY 00€CIIeYeHHUIO
¥ €r0 aBTOMAaTH3aIIlNH;

2. JlokyMeHTO0O0pOT B opranu3anuu. Pabora ¢ BXOIAIIMMU JOKyMEHTaMH;
[IpaKkTHKO-OPUEHTUPOBAHHOE 3a/IaHUE:

OdopmuTh prKa3 0 HA3HAYSHUH OTBETCTBEHHOTO 32 OOpalieHue ¢ OJ1aHKaMH
npennpusitus B coorserctBun ¢ ['OCT P 6.30-2003

3as.kagedpori «YTpaBieHUs CONUATHHBIMU
¥ SKOHOMUYECKHMU TIPOIIECCaAMI» 1.3.H., mpod. 3aboposckas O.B.

(moanuce)

I'OCYJJIAPCTBEHHbBIM MHCTUTYT SKOHOMUKHU, ®PUHAHCOB, ITPABA U TEXHOJIOI' M1
Kadeapa ynpaJ/ienus conuajabHbIMM M IKOHOMUYECKUMHU MPoLeccaMu
BUWJIET K 3BAUETY Ne 2

ITo aucrmminbe «JI0KyMEHTOO0OPOT B OPraHU3alUsaX CEPBUCA»
2017-2018 yu.rox

TeopeTnyeckne BOIPOCHL:

1. Kinaccudukaropsl JOKYMEHTOB;

2. ®opMUpOBaHKE U XPAHEHUE JICIT;

[IpaKTUKO-OpHUEHTUPOBAHHOE 33/IaHHE:

OdopMUTE TPOTOKOJT 3aCETAHMSI SKCIEPTHOM KOMUCCHUU B COOTBETCTBUU C
THUIIOBOM MHCTPYKIMEN IO IEIIONPOU3BOJICTBY

3as.xaghedpori «YTnpaBieHUs COLUATLHBIMU
¥ SKOHOMHUYECKMMH IPOLIeCCaMM» 1.3.H., mpod. 3aboposckas O.B.

(moanuce)

F'OCYJAPCTBEHHBI MUHCTUTYT DKOHOMUKU, ®DUHAHCOB, IIPABA U TEXHOJIOI' U
Kadenpa ynpasijiennsi cOnaabHbIMH M JKOHOMHYECKHUMH NPoLeccaMu
BUJIET K 3AUETY Ne 3

ITo pucimnnube «JIoKyMeHTOO00pOT B Opra’Hu3alisax ceEpBUcay
2017-2018 yu.ron

TeopeTnueckrue BOOPOCHL:

1. PernamenTanus Ae10NpOU3BOJICTBA;

2. llpesenranus. Ee dynkuus u Haznauenne. OCHOBHBIC AJIEMEHTHI;
[IpakTUKO-OpHUEHTHPOBAHHOE 3aJIaHHE:

CocTaBuTh CIyKEOHYIO 3aMMMCKY Ha MOONIIPEHUE COTPYAHUKA, EPEBBITTOJHUBIIIETO

IIJIAHOBBIC ITOKA3aTCIN
3as.xagheopoii «YnpaBlieHHs CONUATEHBIMU
¥ SKOHOMUYECKHMH TPOILIECCaMM» 1.3.H., ipod. 3aboposckas O.B.

(monmuce)




7.4. MeToguuecKue MaTepuaJibl, onpeaeJsolimne Npoueaypbl OeHuBaAHUS
3HAHUH, YMEHHUI, HABBIKOB WJIH ONBITA [IEATEJIbHOCTH, XapaAKTePU3yIOIIHe
Tanbl GOPMUPOBAHMSA KOMIIETCHIIMH

B TUDDIIT pans oneHKW 3HAHUN, YMEHUH, HABBHIKOB M (WJIM) OIbITa
NESATEIbHOCTH HCIONb3yeTCcsl OalbHO-pedTuHTrOBas cucrema. [log OamibHO-
PEUTHUHTOBON CHUCTEMOM MOHUMAETCSl CUCTEMA KOJIMYECTBEHHOM OIEHKH KayecTBa
ocsoeust OIl BO. Ilpu 3ToM wH3yyaeMas JAMCUMIUIMHA JEIUTCA HA Pl
CaMOCTOSITETIbHBIX, JIOTUYECKH  3aBEPIICHHBIX pa3iesioB  (Moayneil) ajis
MIPOBEICHMSI IO HUM KOHTPOJBHBIX MEPOTIPHUSITHA.

Texymmii KOHTPOJL TMPEACTABISIET COOOW MPOBEPKY YCBOCHHUS y4eOHOTO
MaTepuaga TEOPETUYECKOr0 M MPAKTHYECKOrOo  XapakTepa, PeryyspHO
OCYULIECTBIISIEMYI0 Ha NPOTSHKEHUU cemecTpa. K JTOCTOMHCTBaAM JaHHOTO THIIA
OTHOCUTCS €ro CHUCTEMaTUYHOCTb, HEIOCPEICTBEHHO KOPPEIUPYOIasics ¢
TpeOOBaHHEM MTOCTOSIHHOTO U HEMPEPHIBHOIO MOHUTOPUHTA KauecTBa OOy4eHHs, a
TaKkKe BO3MOKHOCTb OAIITEHO-PEUTUHTOBOM OLICHKH YCIIEBAEMOCTH
oOyuaronuxcs. K ocHOBHBIM (hopmMaM TEKYIIEro KOHTPOJIs (TEKyIIeH aTTeCTallim)
MO>KHO OTHECTH YCTHBIH OIPOC, MMCbMEHHBIC 3a/IaHUsI, KOHTPOJIbHBIE PA0OTHI.

[IpoMexxyTouHass arrecTanusi, Kak MpPaBUIO, OCYLIECTBIAETCS B KOHIE
CeMecTpa M MOJKET 3aBepllaTh MU3YYEHUE KaK OTAECIbHON NUCLMIUIMHBI, TaK U €€
pasznena (paznesnoB) /moaynst (moayneit). IIpoMexxyToduHasi aTTecTanusi MOMOraeT
OLICHUTH 0OJIe€ KPYITHbIE COBOKYITHOCTH 3HAHUW M YMEHHI, B HEKOTOPBIX CITydasx
— gaxe QOopMUpOBaHUE OINPEICICHHBIX MNPO(HECCHOHATBHBIX KOMIIETEHLIUMN.
OcHoBHbIE (Qopmbl: 3auer (auddepeHurpoBaHHblil). Tekymuid KOHTPOJIb H
MPOMEXKYTOUHAs aTTecTalus TPAAMIMOHHO CIYXaT OCHOBHBIM CPEACTBOM
obOecrieueHus: B y4eOHOM MpoLIecce «0OpaTHOUM CBA3W» MEXKAY MPENojaBaTesieM U
OOy4JaronMMcsi, HEOOXOAUMOM JJIsi CTUMYJMPOBAHUS PabOTHl OOY4YaIOIIUXCSA U
COBEPIIIEHCTBOBAHUSI METOIUKH MPENOTaBaAHUS YUSOHBIX JUCITUTUINH.

[To pe3ynbTaTaM MPOMEKYTOUHOW ATTECTALMU CTYJIEHTY 3aCUHUTBIBACTCS
TPYJOEMKOCTh  JWCIUIUIMHBI B 3a4€THBIX  C€AMHMIAX,  BBICTaBJISETCS
muddepeHnupoBaHHas  OIEHKAa B NPHUHATOM  By3€  CHCTEMe  OalioB,
XapakTepu3yrouas KaueCTBO OCBOCHUS CTYAEHTOM 3HAHUW, YMEHHUI U HaBBIKOB I10
ATOM JUCLUILIVHE.

YPOBHHU OCBOEHMUSA JNCIIUITJIMHBI

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

3auyTeHO C OleHKoWM S («oramuHo», 85-100 ©Oas/u10B) cCTaBUTCS

O0Oy4JaroIIMMCsi, KOTOPBIE PU OTBETE:

— OOHapy>KHBAaIOT BCECTOPOHHEE CHUCTEMAaTUYeCKOe H TIyOOKOe 3HaHue
MPOTPaMMHOT0 MaTepUaa;

- JIEMOHCTPUPYIOT 3HAHUE COBPEMEHHOMN Y4eOHOM U HAYYHOU JTUTEPATYPHI;

— CIIOCOOHBI ~ TBOPYECKM TNPUMEHATh 3HAHME TEOPUM K  PEIICHUIO
npodeccuoHaNbHbIX 3a/1a4;

— BJIQJICIOT OHSATUMHBIM aNMapaToM;
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— JEMOHCTPUPYIOT CHOCOOHOCTh K QHAIM3y U COMOCTABJICHHUIO PA3THMYHBIX
MOJIXOJIOB K PEUICHUIO 3asiBJICHHOM B OUjIeTe Mpo0JIeMaTUKY;

— MOATBEPKIAIOT TEOPETUUECKHE MOCTYJIAThl MPUMEPAMU U3 MPAKTUKHU.
3aureHo ¢ oneHkou 4 («xopoio», 70-84 6asia) cTaBUTCS 00yJaIOITAMCS,

KOTOPHIE TIPA OTBETE:

— OOHapYKUBAIOT TBEPIOE 3HAHUE TPOTPAMMHOT0 MaTepHaa;

— YCBOWJIM OCHOBHYIO M Han0oJiee 3HaYMMYIO JIONIOJTHUTENIbHYIO JTUTEPATYPY;

— CIOCOOHBI ~ MPUMEHSATH  3HAHME  TEOPUHM K  PEIICHHIO  3aj]au
po(hecCHOHABHOTO XapaKTepa;

— JOMYCKAIOT OT/IEIBHBIC MOTPEITHOCTH M HETOYHOCTH ITPH OTBETE.
3auTeHO C OIEHKOW 3 («yIOBJIETBOPUTEIBHO», 55-69 0a/10B) CTaBUTCS

00y4aroIuMcsi, KOTOpbIE PU OTBETE:

— B OCHOBHOM 3HAIOT MPOrPaMMHBIA MaTepHuan B 00bEMe, HEOOXOAUMOM IS
npeacrosieii paboTsl 1o npodeccuu;

— B 11€JIOM YCBOMJIM OCHOBHYIO JIUTEPATYPY;

— JOMYCKAIOT OT/ICIbHBIC TIOTPEITHOCTH B OTBETE HA BOIIPOCHI.
3a4TeHO C OIEHKOW 2 («HeyI0BJIETBOPUTEJIbHO», (0-54 (asa) craBUTCS

00y4aronIMMcsi, KOTOpbIE MPU OTBETE:

— OOHapy>KMBAaIOT  3HAYUTEJbHBICE NPOOENBl B  3HAHUAX  OCHOBHOTO
IPOrpaMMHOTO MaTepuarna;

— JOMYCKAIOT MPUHIIUITHATBHBIE OIIMOKN B OTBETE HA BOIPOCHI;

— JEMOHCTPUPYIOT HE3HAaHHWE TEOPUA W TPAKTHKA TMPOdheCcCHOHATHHOU
TESATETHLHOCTH.
OcHoBaHueM ISl HEAOMYCKA K 3a4eTy SIBJSIETCS TO, YTO OOYyYaromuics BO

BpeMs ceMecTpa He Habpasl yCTaHOBJIEHHOTO MUHUMYyMa 0alioB — 55 6anios.

8. [lepeuyeHb OCHOBHO¥ U TONOJHUTEILHOMH Y4eOHOI JTUTEPATYPBHI,
He00X0AUMOIi 1JI OCBOCHUSA TUCHMILTIMHBI (MOIYJIA)

a) rocy1apcTBeHHbIE CTAHAAPTHI
1) TOCT P51141-98 «/lenonpousBoaCTBO U apXUBHOE Jen0. TepMHUHBI U

OIpeIeICHUS
2) TOCT P 6.30-2003 «YHuUPHUIUPOBAHHBIE CHCTEMBI JIOKYMCHTAIIWH.
YHudunupoBaHHas ~ CHCTeMa  OpPTaHM3AallMOHHO -  PacCHOPSAUTEIHHOU

JTOoKyMeHTaIuu. TpeboBaHus K 0(pOPMIICHUIO TOKYMEHTOBY

3) TOCT P 7.097-2016 «Cucrema cTaHmapToB 1O HH(DOPMAIUH,
OMOMMOTEYHOMY W H3AaTeNbCKOMy neiy. OpraHu3annoHHO-pacIopsAUTEIbHAS
nokymeHTarus. TpeboBanus K 0hOPMIICHHIO JOKYMEHTOBY

0) ocCHOBHAsI JIMTEpPaTypa:

1) beikoBa T. A. JloKyMeHTallMOHHOE OOCCIEYCHUE YIPABICHUS
(memompousBoicTBO): Yueb. moc. / T.A.beikoBa u 1p. - 2 u3., nepepad. u AoI. -
M.: HUI]J Nudpa-M, 2013 - 304c.
http://znanium.com/bookread?.php?book=390575
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http://znanium.com/bookread2.php?book=390575

2) JloxyMeHTaMOHHOE OOEeCIeUeHNEe YIpaBJICHHs MEepPCOHAIOM: Yd4eOHOe
nocooue/bynar P. E. - M.:. HUIl HNHO®PA-M, 2015. - 234 c.
http://znanium.com/bookread?. php?book=488066

3) lokyMeHTallMOHHOE 00ECIICUeHHIE YITPABICHUS B COIMATLHO-KYJIBTYPHOM
cepBuce U TypusMme: YueOHoe nocobue / I'ymuna U. A., aiineBa H. A. - M.:
Anbda-M, HUI] NH®PA-M, 2015. - 240 C.
http://znanium.com/bookread?. php?book=489737

B) JIONOJIHUTEJILHAS JINTEpaTypa:

1) UYepnoa C. I. JlokyMCHTAIlMOHHOE OOECICUYCHHUE YIIPABJICHUS
[DnexTponHBIi pecypc] : yued. mocodbue / HoBocub. Toc. arpap. yH-T, DKoH. ¢ak.;
coct. C.I. UYepnoBa. — HoBocubupck: 3omnoroit komoc, 2014. - 106 c.
http://znanium.com/bookread?.php?book=516760

2) JlIoKyMEHTaIlMOHHOE OOeCIICueHUe YIpaBieHusA: YueOHoe mocooue/
I'maguit E.B. - M.: HUI[ PUOP, HUIl HUHDPA-M, 2016. - 249 c.
http://znanium.com/bookread?.php?book=304633

9. I[lepeuenb pecypcoB HH(POPMALMOHHO-TEJIEKOMMYHUKAIMOHHOM CeTH
«/HTEepHeT», He0OXOAUMBIX 1JISl 0CBOCHHMS JUCHHUILIUHBI (MOIYJIs1)

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

2) Jlenonpous3BOACTBO U JIOKYMEHTOOOOPOT Ha  IPEANpPHATHH.
http://www.del o-press.ru/journal s.php?page=documents

3) KamgpoBoe jgemompom3BOACTBO MW TpyAoBoe TipaBo.  http://hr-
portal.ru/rubric/kdp

4) OenepanbHblii opTan «IkoHOMHUKA. Corumonorus. MeHEeIKMEHTY.
http://ecsocman.edu.ru

5)  DnekrponHas oubnmoreka HR-cnermanucros. http://www.hrm.ru/

10. MeToauyeckue ykazaHus JJIs1 00y4alOIIMXCH M0 0CBOECHUIO U CIIUNINHBI
(MoayJist)

CaMocTosTenbHast MOATOTOBKA 00YYaIOUIMXCsl MPOBOIUTCS ISl yIiTyOJIeHUs
U 3aKpeIUIeHHs] 3HAaHUH, MOJYYeHHBIX Ha JIEKIMUAX W APYTUX BUJAX 3aHATHH, IS
BbIPa0OTKH HAaBBIKOB CAMOCTOSITEIbHOTO NMPUMEHEHHUS HOBBIX, JOMOJHUTEIBHBIX
3HAaHUU U MOATOTOBKH K MPEJCTOALIMM YUeOHBIM 3aHATHIM, 3aUETYy.

BaxxHpIM  yCcrOBHEM  yCHENIHOTO W3YYeHHS AUCIMUIUIUHBI  SBISICTCS
nocemienue jekiuid. [lon mocemenneM mnoapaszymeBaercss He (GopMa MAaCCUBHOTO
PUCYTCTBHS, a aKTUBHAs paboTa Mo M3y4eHHIO HOBOTo Marepuaia. [loaroroska k
JICKIIMOHHBIM 3aHSATHSM BKIIOUAeT B ceOs aHANIM3 TpeIaraeMbIX IS H3ydeHUs
BOTIPOCOB, H3yY€HHWE HOPMATHUBHBIX HCTOYHHUKOB M Y4eOHON U HaydHOU
JUTEpaTypsl MO paccMaTpUBaeMbIM BOIpocaM JIeKIHMUA. B mporecce JeKiuu
oOydaroluiicss MOMKET 3a/aBaTb  YTOYHSIOIIME BOMNPOCHl,  OCYLIECTBUTH
B3aMMOCBSA3b HOBOI'O MaTe€pHala C YXE H3YYCHHBIM, MOJATOTOBHUTH 0a3zy is
3¢ (HEKTUBHOTO MCIONb30BAHMS MOJYUYEHHBIX 3HAHHUM, OOJETrYuTh MOJATOTOBKY K
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MPAKTUYECKOMY 3aHATHIO. D((PEKTUBHBIM CcMOCOOOM (UKCAINN JIEKIIMOHHOTO
MaTepuaa SBISIETCS KOHCIEKTHPOBAHME, IPENCTABIAIOLIEE COOONH HE TOJBKO
(¢uKcalui0 BaXKHEHIIMX MOMEHTOB JIEKIMM, HO M YKa3aHUE IPUMEPOB JUIs
IIOHUMAaHUS TOTO WIA NHOTO TEOPETUYECKOI0 MaTepraa.

[Ipy moAroToBKE K MPAaKTUYECKOMY 3aHATUIO HEOOXOAMMO HCIIONb30BaTh
KOHCIIEKTUPOBAaHHBIE MaTepUalbl JEKIUI, YY4EOHYI0O U HAY4YHYIO JIUTEPATYpPY.
[TonroroBka OTBETOB IO BBIHOCUMBIM Ha OOCYXJAEHHE BOIPOCAM MPAKTUYECKOTO
3aHATHS BKJIIOYAET B ce0s HE TOJBKO MPOYTEHHE MaTepHasia, HO U €ro aHajau3 H
KPUTUYECKYIO0 OLEHKYy. OOyuwaromeMmycs claeAyeT BbIABUTb MAaJOW3yYEHHBIE
aCIEKThl PACCMATPUBAEMBIX BONPOCOB, IPOSABUTh UHUIMATUBY MPU MOATOTOBKE K
PaKTUYECKOMY 3aHATHIO.

[Ipy mOAroTOBKE K NPAKTUYECKUM 3aHATUSMH M 3a4€Ty PEKOMEHIYETCs
CUCTEMATU3UPOBATh 3HAaHMS, H300paxass MX B TaOJIMYHOM, rpaUyEcKOM WIH
CXEMaTU4YHOM BHJIE. ITO MO3BOJIUT YCTAHOBUTH B3aMMOCBSI3b U3yUaEMBbIX SIBJICHUM,
YIOPOCTUT 3aJady 3allOMMHAHUS Marepuaja, OOJErdyuT MpoLEecC MPAKTHUYECKOIO
IIPUMEHEHUS NTOJIYYCHHBIX 3HAHUU.

3ajayeil  NpakTUYECKUX  3aHATUN  SIBISETCS  BbIpAa0OTKA  yMEHMS
UCIIOJIB30BaTh TEOPETUYECKUE 3HAHUS, IMPOSBUTH HAIWYUE NPAKTUYECKUX
HaBbIKOB. Ilpm  moAroroBke K  MPAaKkTHYECKOMY  3aHATUIO  CIEIYET
3a0J1arOBpEMEHHOT0 00€CTIeYUTh HaJMuue HEOOXOAMMO JJisi JIaHHOTO 3aHSTHS
MaTepHuana, CaMOCTOSITEIbHO TOBTOPUTH PaHEE U3YUCHHBIE TEMBI.

JUIs yCHemrHoro OCBOEHUS JAMCIHUIUIMHBI BaXKHBIM SBIISIETCS  YMEHUE
paboTaTh C TEpMUHAMU W HMX ompeneneHusMu. s paboTbl ¢ TEpMUHOJIOTHEN
(G ()EKTUBHBIM SBISIETCSI MCIOJIB30BAHUE KaK YYeOHOW M HAy4YHOU JMTepaTyphl,
TaK U FOPUINYECKUX U QUIOCO(CKUX CIOBapeil.

PaboTa ¢ TepMHHAMH MOKET OCYLIECTBIATHCA Kak B (POpME COCTaBIEHUS
COOCTBEHHBIX TEMATHUYECKHX CJIOBAPUKOB ISl yIOOCTBA M CKOPOCTH IIOWCKA
HeoOxomumoro TepMuHa. C  3TOW IIEIBI0  HEOOXOJAMMO KaKIbIM HOBBIN
BCTPEYAOUIUIICA TEPMHUH 3aIllMChIBATh U BO BPEMs MOJATOTOBKH K CEMUHAPCKUM H
IIPAaKTUYECKUM 3aHATUSAM YKa3blBaThb COOTBETCTBYIOLIEE olpenenceHue. B ciydae
BO3HUKHOBEHHUS CJIO)KHOCTH BbIOOpa OIpenesieHUs] W3 UMEIoulerocss oobeMa B
pamMKax Hay4yHOTO 3HaHHMS HEOOXOIMMO 3a/aBaTh BOMPOCHI MPENOAABATENO B
paMKax JEKIMOHHBIX U IPAKTUYECKUX 3aHATUH.

[Ipy mOArOTOBKE K NPOMEKYTOYHOMY WM HMTOTOBOMY TECTUPOBAHUIO
HEOOXOJMMO M3YYHTh TEOPETUYECKHM W MpPaKTUYECKUH marepuai. TecToBbie
3a/laHus (C TIepeYyHEM BO3MOXKHBIX BAPMAHTOB OTBETOB, CPEAU KOTOPBIX XOTS ObI
OJIMH OTBET SIBJISIETCSI HEBEPHBIM) OOECMEUMBAIOT CTPYKTYPHOCTb MBILIICHHUS,
BBIHYKJIGHHOTO BBIOpaTh M3 MPEJIOAKEHHBIX BapHAHTOB OTBET BCE IMPaBUJIbHBIC
BapuaHThl. TecToBble 3aJaHUsl Ha YCTAHOBJICHUSI COOTBETCTBUSA MOJIPAa3yMEBAIOT
HEOOXOJMMOCTh MPOSBICHUS HE TOJBKO 3HAHHUA Y4eOHOTro MaTepuana, HO H
YMEHHsI TIPUMEHSTh MpaBuia (QopMalbHON JIOTMKHU. TecToBble 3aJaHusd Ha
YHOPSAOYECHHUE HAIIPABJIEHbl HAa YCTAHOBIIEHWE JIOTMYECKOM IMOCIEN0BATEIBHOCTH
paccMaTpUBAEMBbIX SBJICHHH (BPEMEHH CYLIECTBOBAHUS SIBICHHI, PACIOJIOKEHUS
CTPYKTYPHBIX 3JIEMEHTOB [IPABOBBIX JTOKYMEHTOB U T.IL.).
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OddexkTuBHBIM C€ITOCOOOM JIT TOATOTOBKHM K TECTUPOBAHUIO SIBIISIETCS
pabota oOydJaromierocsi Mo PEIIeHUI0 TECTOBBIX 3aJlaHUM, TIPEIOCTaBICHHBIX IS
CaMOCTOATENbHON paldoThl. Takke MpU MOATOTOBKE K TakoW (opMe KOHTPOJIA
3HAHUM, KaK PEIICHUE TECTOBBIX 3aJaHUM, CIEAYET CAMOCTOATEBHO MOMBITATHCS
npopaboTaTh paccMaTpUBaeMble B JMCIUILUIMHE BOIPOCHl B (hOpME COCTABIICHUS
TECTOBBIX 33a/IaHUII.

[Ipy moAroToBKE K 3a4eTy CIENYyeT HMMETh B BHUAY, YTO OH SIBJISIETCSA
UTOTOBOHM (POPMOIT KOHTPOJIS IO M3YyUCHUIO JAHHOW Y4eOHOW AUCITUIUIMHBI. 3a4eT
MOJAPA3yMEBAET  MAKCUMAJbHYIO  KOHLEHTPAlMK) 3HAHUW HU  YMCHWUHU,
MPEANOoJIAraloIuX MOJHOE U3YUEHHUE MaTepuana JUCIUIIINHEI.

3ader mpoBOAWMTCS B (OpME YCTHOTO COOECEOBAaHUS W BBIMIOJHEHUS
MHUCbMEHHOTO 3a/1aHus, TM00 TecTa.

Pemenne mnpenopaBatenss o0 HMTOrOBOM OLIGHKE TNPUHUMAETCA IO
pe3yibTaTaM YCTHOTO OTBETa U BBINOJHEHHOTO MHCHBMEHHOTO (TECTOBOTO)
3a/1aHusl, B 3aBUCUMOCTH OT LLIKaJIbl OL[EHKH.

WNurtepaktuBHble  GOPMBI  MPOBEJACHUS  3aHATUA 1O  JAUCIMIUIUHE
«/lokymenmoobopom 6 opeaHuzayuax cepéuca» BKIIOYAIOT B ce0s CIIETYIOIINe
BUJIbI 3aHITUNA:

- WHTEPAKTUBHBIC JIEKIMHM, MPEANOiaraloT UCIOJIb30BaHUE METoAA
npoOeMHoro usnoxkenus. [lpu Takom moaxojie JEKIUsI CTAHOBUTCS MOXO0KEH Ha
JIAAJIOT, TPENo/laBaHue UMHUTHUPYET HCCIEIOBATEIbCKUNM TpoliecC (BBIIBUTAOTCS
MEePBOHAYAJILHO HECKOJIBKO KIIFOUEBBIX MOCTYJATOB IO TEME JICKIUU, U3JI0KEHUE
BBICTPAMBACTCS I10 TPHUHIMILY CaMOCTOATEIIBHOTO aHadu3a U 0000IIeHUs
CTyJICHTaMU Y4eOHOro marepuaina). JTa METOJMKa IO3BOJISIET 3aUHTEPECOBATH
CTYyJICHTa, BOBJIEYb €r0 B Mpoiiecc oOydyeHus. [IpoTuBopeunsi Hay4HOro MO3HAHUS
PAcCKpBIBAIOTCSI TIOCPEICTBOM IOCTAaHOBKU MpoOieMbl. YueOHas mnpobiema u
npoOJjemMHasi CUTyallus SBJISIOTCS OCHOBHBIMU CTPYKTYPHBIMU KOMIIOHEHTaMHU
npobiemHoro obyuenus. [lepes HauamoMm u3ydeHUs OMPENETECHHOM TeMbl Kypca
CTaBUTCA TIEpell CTyJAEHTAaMU TNPOOJIEMHBIA BOMPOC WM JaeTCsl MPOOJEMHOE
3amanue. CTUMyIUpys paspelieHue MpoOJeMbl, MPEnojaBaTeib CHUMAET
MPOTUBOPEYHS MEXITY UMEIOIIMMCS €€ MOHMMaHUEeM U TPeOYEeMbIMU OT CTyACHTa
3HaHUSAMH. D(DPEKTUBHOCTh TAKOTO METOAa B TOM, YTO OTACIBHBIC MPOOIEMBI
MOTYT MOJHUMATHCS CAMHUMH CTYJE€HTaMH. [ J1aBHBIA ycHeX TaHHOTO METOJa B
TOM, YTO TIpenojaBareiib J0OMBaeTCI OT AayJUTOPHUU «CAMOCTOSITEIBLHOTO
pelieHus» MocTaBieHHOW mpoOnembl. OpraHuzanus MpoOJEMHOTO 00y4YeHUs
MPEACTABIACTCS JOCTAaTOYHO CIIOKHOW, TpeOyeT 3HAYUTENbHOW MOATOTOBKH
aexktopa. OJHaKO Ha HAYaJIbHOM 3Tare MCHOJIb30BaHUSI ATOTO0 METOAa €ro MOXKHO
BHEJIPATh B CTPYKTYPY TOTOBBIX, paHee pa3pabOTaHHBIX JEKIIMH, MPaAKTHUYECKUX
3aHSATUH KaK JOIIOJHECHHUE.

- TPYNIOBBIE JUCKYCCHUU, TPHUMEHSIOTCS [JIsi OOECIeYeHUs HaBBIKOB
KOMaHJTHOM pabOThl U MEXIMYHOCTHOM KOMMYHHMKAIIMU W TIPEICTABISIOT COOOM
OIICHOYHOE CPEACTBO, IIO3BOJISAIONICE BKJIIOYUTh OOYYAIOIIMXCS B MPOIIECC
OOCYXXJIeHHUsI TIPEACTABICHHOM TEMBbI, MPOOJEMbI W OICHUTh WX YMEHHE
apryMEHTUPOBATh COOCTBEHHYIO TOUKY 3peHHs. Kpome Toro, B Xoie 3aHSITHIA
MPOBOJASTCS KPYIJIbIE CTOJIBI MO 3aaHHBIM TEMATUKAM.
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PCKOMeHI[yeTCH Inpu IMOATrOTOBKC HCIIOJIB30BaTh SJICKTPOHHBIC

OMOJIMOTCYHEIC CHUCTCMBI, a TAKIKC CIICHUAJIU3UPOBAHHBIC caunThl ceTH Internet.

11. Ilepeyenb nHPOPMAIUMOHHBIX TEXHOJIOT Ui, HCIIOJIb3yeMBbIX NIPH

OCYyIIeCTBJIEHHMH 00Pa30BATEJIbHOI0 MPOIeCCa M0 JUCHUIINHE (MOTYJIIO0),
BKJIIOYAsI lepeYeHb MPOTrPaMMHOI0 obecredeHusi 1 HHPOPMAMOHHBIX

wnh e

CIPABOYHBIX CHCTEM
[IporpamMmmHOe obecnieyeHue:
Omnepanmonnas cucrema (MicrosoftWindows [Ipomnpuerapras);
[MakeT opucubix mporpamm Microsoft Office ( [Iponpuerapuas);
[IporpammHOe obecrieueHre sl MPOCMOTpa SJICKTPOHHBIX JOKYMEHTOB B
crannapre PDF (Foxit Reader GNU Lesser Genera Public License);
[IporpaMMHBIE CpeaCTBa, OOECIIEUMBAIOIIME MPOCMOTP BHIEO(ANIOB B
dopmarax AVI, MPEG -4, DivX, RMVB, WMV (K-Lite Codec Pack GNU

Lesser Genera Public License);
Web-6paysep (Mozilla Firefox GNU Lesser General Public License);
AntuBupyc (Kacnepckuit Open Space Security [TponpuerapHasi);

o

I/IHd)ODMa]_II/IOHHBIe CIIPAaBOYHBIC CUCTCMbBI.

1) AsromatuszupoBaHHas HWHGOPMAIIMOHHAS OWOMMOTEYHAas CHUCTEMa

Marc21SQL,;
2) CnpaBouHo-1mipaBoBas cucrema «Koncymnbrant [Tnrocy»

12. MaTepuanbHoO-TeXHHYecKasi 0a3a, HeoOXoaMMast Il OCYIIEeCTBJICHUS
00pa30BaTeJIbHOI0 NMPOLECCa MO0 AUCHHUILINHE (MOAYJII0)

No
u/n HaumenoBanue KoauuectBo
1. Cl'IeI_II/IaJ'H/ISI/IpOBaHHBIe AyJUTOPUH:

VYyebnas ayauTopus s IPOBEACHUS 3aHATHN ceMUHapcKoro | 1
THIA, KYpPCOBOTO TMPOCKTUPOBAHHUS (BBITOJHEHUS KYPCOBBIX
paboT), TPYIIOBBIX M HWHIWBUAYAJIbHBIX KOHCYJIbTAIUH,
TEKYIIEro KOHTPOJIA U TMPOMEXKYTOYHOW arrecranuud /
KOMITBIOTEPHBIA KJIacC / TOMEIIEHHUE JJIi CaMOCTOSITEIbHOMN
pabotel Ne 43 (yn. Pommuackas, 5)

2. | Texumueckue cpenctBa 0bydeHus:

KOMITBIOTEP € MporpaMMHbIM obecniedyeHnem Ne 43 ‘ 17

3. \ Crieruaan3upoBaHHbIC AYTUTOPHU:

VYuebHas ayauTopus 7151 IPOBEICHUS 3aHATUH JIEKITMOHHOTO
THUIA, 3aHATUN CEMUHAPCKOTO TUIA, TPYIIIOBBIX U

WHJIMBUAYAJIbHBIX KOHCYJIbTALUN, TEKYIIETO KOHTPOJISI U 1
npomexyTouHoi arrectai Ne 39 (yn. PouuHckasi, 5)

4. | Texunueckue cpencrsa o6yueHus:

[ —

HKpaH HacTeHHbIN Ne 39

MYJIbTUMEIUUHBIA TpoeKTop Ne 39 1
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KOMIIBIOTED € MporpaMMHBIM obecrieueHueM Ne 39

HarJsiaJHbIC 1mocooust
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