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1. ITosicHUTEJILHAA 3ANMUCKA

Kypc «[oxymenmoobopom 6 opeanuzayusx cepéuca» 3aHHUMAET BaKHOE

MecTo Tpu mnoarotoBke OakamaBpoB mo HampasieHuto 43.03.01 «Cepsucy.
Jloructuka CEpBUCHOTO OOCTYXXKMBAHHS, OKA3bIBAIOIINM YCIYTH, HEH30EKHO
TpeOyeT CO3IaHus MHOTHX BHUJIOB JOKYMEHTOB, 0€3 KOTOPBIX HEBO3MOXKHBI
pelIeHne OCHOBHBIX ITPOM3BOJICTBCHHBIX 3ajlad, IUIAHUPOBAHUE [ESATEIBHOCTH,
¢duHaHCHpOBaHUE, OYXTANTEPCKUIN y4eT U OTYETHOCTh, ONIEPATHBHOE YIIPABIICHUE,
KaJIpOBOE OOECIeYeHUEe ICSITEIbHOCTH M T.I. JIOKYMEHTBI SIBISIFOTCS OCHOBHBIM
JOKa3aTeIbCTBOM COBEPIICHUS TOTO WJIM HMHOTO (pakTa MPOM3BOJCTBEHHO-
XO3AUCTBEHHOHN JesATeNbHOCTH npeanpusatis. OpraHuszanus TOKYMEHTAllMOHHOTO
oOecrieyeHus yrpaBlieHUs B cdepe cepBHca MMEET HEKOTOpble OCOOCHHOCTH,
CBSI3aHHBIE C KOHKPETHBIMH MPOLEAYpPaMU peaju3aliid TPeOOBaHUU M HOPM,
OTIPECTICHHBIX 3aKOHOATEIECTBOM.

[leapt0 OCBOEHUSA MHUCUMIUIUHBI «/[OKyMeHmoobopom 6 Op2aHu3ayusx

cepguca»  ABIAETCA  WU3yYEHHE  CUCTEM  JIOKYMEHTAlUHM, OpraHU3alHH
JOKYMEHTUPOBAHHUS U JIEJIONPOU3BOCTBA, COCTaBJISFOIINX OCHOBY
MH(OPMAIIMOHHBIX MPOILIECCOB B CEPBHCE, COBOKYMHOCTh KOTOPBIX 00ECIEeYMBAET
OpraHM3ALMIO MPOLIECC CEPBUCA.

33,[[3‘11/1 JUCHUITIINHBI:
O3HAKOMIJICHUC CTYACHTOB C 33KOHOI[3TCJII>HOI?I )51 HOpMaTHBHOﬁ 6330ﬁ,

METOJINYECKUMU pa3pabOTKaMu U OCHOBHOM HAyYHOM JINTEPATYyPOM 1O KypCy;

HN3YyUCHHUC IIPAKTHKH OpraHu3alni JOKYMCHTAIIMOHHOI'O obecrnicueHus

YIIPaBJIEHUS HA MIPEANIPUITUAX, OPTAHU3ALMIX U YUPEKICHUSAX CEPBUCA.

2. IlepeyeHb MIIAHNPYEMbIX Pe3yJIbTATOB 00y4YeHHS 10 JUCHHUILIUHE,

COOTHECEHHBIX C IVIAHUPYEMBbIMH Pe3yJIbTATAMHU OCBOCHHUS 00pa30BaTeIbHOM

NPOrpaMMbl

Hucuunnuna «/Jokymenmoobopom 6 op2aHu3ayusx cepsuca» y4acTBYET B

(hopMUPOBaHUHU CJICTYIONIECH KOMITETCHIINH (CIEAYIOIINX KOMIIETECHIIH):

OIIK-3 - 3HAHMSI. OCHOBBI JIOKYMEHTAJLHOTO OOECTICUeHHsI OpraHU3aINK Ipolecca
TOTOBHOCTH CepBHCa;  COCTaB  OPTaHU3AIMOHHO-TIPABOBOM,  PACIOPSIUTEIBHOM,
OpraHu3oBaTh WH(POPMAITMOHHO-CIIPABOYHOM, IJTAHOBO-OTYETHOM JOKYMEHTAlNH,

Ipoliecc cepBuca, | mpaBuja €€ COCTaBJIEHUS M OQOPMIICHHS; IMpaBHia JTIOKyMEHTOOOOpOTa.
IpOBOJUTH BEIOOp | Pecypcsl, cpencTBa 1 mpaBuia JOKYMEHTOO00POTa B CEpPBUCE

pecypcoB u YMEHHS: OIIPENENATh COCTaB, CTPYKTYPY U COAEPKAHUE TOKYMEHTALIUH,
CPEZCTB ¢ yueTom | 0OSCIICUMBAIOLICH OPTaHU3ALIHIO IPOLIECCA CEPBHCA, BEIONPATh PECYPCHI I
CpPENCTBa JOKYMEHTOO00POTa;

OTIpeNeNIATh BUJABI YHPABICHYECKHX JIOKYMEHTOB, HEOOXOAMMBIX JUIS
ONMCAaHUS Pa3IMYHBIX  YIPaBICHUECKUX JEHCTBUII B  pa3IUYHbBIX
CUTYyallUsX; COCTaBIATh U OGOPMIIATH JENIOBbIE MUCbMA, JOKJIAJHbIE U
city>keOHbIe 3alMCKU OTBEYATh Ha 5kajio0bl MoTpeduTenei

HABBIKHU ! pa3paboTku Habopa OpraHHU3aIlIOHHO-TIPAaBOBOM,

TpeOoBaHMi
noTpeduTens




pacropsiIUTEeNIbHON, WH(OPMAIMOHHO-CIIPABOYHOM,  IJIAHOBO-OTYETHOM
JOKYMEHTAIluH, BbIOOpa pECypcoB M CpPEICTB JOKYMEHTOOOOpOTa B
MpolLecce  OpraHu3ald  CEPBUCHOM  JEATENbHOCTH;  HABbIKAaMU
CUCTCMATHU3AllUN OOKYMCHTAllMUKM B IIPOLIECCE CepBHCHOfI ACATCIIbHOCTH,
OpPraHU30BBIBATH JOKYMEHTO0OOPOT

3. MecTO AMCHUILIHHBI B CTPYKTYpe 00pa3oBaTeibHOM NPOrpaMMbl

HNucuumuuaa  B1.b5.18«/[okymenmoobopom 6 opeanuszayusix cepsuca»
SBJISICTCSIAMCIMIUIMHON 0a30BOM 4YacTW y4eOHOIO IIaHa MOJTOTOBKH CTYIEHTOB
1o HanpasaeHuto 43.03.01Cepsuc.

Mudp [IpenmecTByronme JUCHUILTUHB [Tocnenyromme TUCUUTIITMHBI
KOMIIETECHIINHU y4eOHOro Ij1aHa, B KOTOPBIX y4eOHOTO IJ1aHa, B KOTOPBIX
OCBaMBaCTCs] KOMIIETCHIIUS OCBaMBaCTCsI KOMIICTCHIIUS
OIIK-3 JlucuMIiiHa — sABAsSEeTcs  nepBoi B | MEHEKMEHT B cepBHCE
GopMHpOBaHKH JaHHOM KoMreTeHnuu | MapKeTHHT B cepBuce

4. O0beM IMCHUIIMHBI (MOXYJIS) B 3a4€THBIX eIMHUIAX C YKA3aHHEM
KOJINYeCTBA aKaJleMHYeCKHUX UM ACTPOHOMHYECKHX YaC0B, BbIIEJICHHBIX HA
KOHTAKTHYI0 pa0doTy 00y4alOIUXCcA ¢ npenojaaBarejaemM (Mo BUAaAM yY4eOHbIX

3aHATHH) U HA CAMOCTOSITEJIbHYI0 Pa00Ty 00y4aKOIUXCA

O6mmas TPYAOEMKOCTh OCBOCHUSA y4aeOHOM JACITUTITAHBI
«/loxymenmoobopom 6 opeaHuzayusx cepeuca» COCTaBIsAeT 4 3a4eTHBIX
enuHULBIIN 144akageMuyecKkuxyaca.

Cemectp Ne 3
OO6m1ast Tpy10€MKOCTh (BCETo aK. 4acoB / 3.€1) 144/4
Jleknun 26
KonrtakTHas pabota
[IpakTueckue 3aHATHS 28
CamocrosiTenpHast paboTa 89
Bun
MIPOMEXKYTOUYHOU .
p Y 3ader ¢ OIECHKOM 1/-
aTTeCcTaluu
(Kont./camocT.pab.)




5. ConepxaHue IMCHMILIMHBI (MOAYJIS1), CTPYKTYPHPOBAHHOE 10 TeMaM

(pa3aenam) ¢ ykazaHHeM OTBeIEHHOTO HA HUX KOJMYECTBA aKaJeMUIeCKHX

HJIA ACTPOHOMHUYIECCKHUX YaCO0B 1 BH10B y‘leﬁHbIX 3aHATHH

TpynoemMKocTb
§ = <
= | E| e
Ne HaumenoBanue paznena o = S % g Comepncanme
JTUCITUTIIMHBI (TeMa) 9 =l = | 3] =
=1 2] E g8
=
3 ceMecTp
- IlonsitTue o poxymenrte. CBOMCTBa,
MpU3HAKK,  (QYHKIUU  JIOKYMEHTa.
Metoasl ¥ cmocoObl  JIOKYMEHTHU-
OCHOBBI  JTOKYMEHTAJIb- poBanus. HopmaruBHO-MeTOqMUECKAS
1 | Horo obecrnieueHus 2| 6 6 20 06aza  JOKyMeHTaluoHHOro  obec-
OopraHuzaluy  Tpolecca MEYCHUST YIPABJICHUS IEATEIbHOCTHIO
cepBuHca opranmuzaiu cdepsl cepBuca. Buabl
YIPaBJIEHYECKUX JOKYMEHTOB, HE00-
XOJUMBIX JUIS OIUCAHUS PA3IUYHBIX
YIPABICHYECKUX JICHCTBUI.
- CoctaB, CTpyKTypa U COJAEpX)aHHE
JIOKYMEHTAIlWH, oOecrieunBaroIIen
CucremMbl JTOKyMEHTAIIUH, OpTraHHU3aIII0 mpoiiecca
oOpasyromuecs B mpolec- cepsuca.Cocran OpraHU3aIMOHHO-
2. | ce ympaBieHus paesTens-| 32 | 6 6 20 | mpaBoBoii, pacnopsAUTEIbHOM,
HOCTBIO OpraHu3aluu MH(}OpPMaLMOHHO-CIIPaBOYHOM,
cdepsl cepBuca.. MJIAHOBO-OTYETHOM  JIOKYMEHTAllUH,
MpaBUIIa eé COCTaBJICHUSA 51
oopmieHus;
OOmiass XxapakTepuCTHKa KaJpOBOTO
coctaBa mpeanpustus. OpraHuzaus
JIOKYMEHTAllMOHHOTO obecrnieueHus
JEATeTLHOCTH  KaJPpOBOM  CITYXKOBI
JloKyMeHTalHOHHOE ofec- npennpusaTus chepsl cepBHuca. Opra-
3. | meuenne aBiaeHus mep- | 36 | 8 8 20 HU3AUHMA PA0OThl C KaApOBOif JIOKY-
ynpasJjc €p <
COHAIIOM. MeHTanuer. (OcoOEHHOCTH —HCIOIb-
30BaHMs ceTu VHTepHET A penieHus
3a/1a4 KaJpOBOTO JIEJIOMPOU3BOJICTBA.
Odopmiienne JIEITIOBBIX THCEM,
JMOKJIAaTHBIX U CIY>KEOHBIX 3alHCOK,
OTBETOB Ha >KaJI0OBI TOTpEOUTEICH.
Opranuzanus Opranuzaiys padoThl C JOKYMEHTaMHU.
JIOKYMEHTOO0O0pOTA. Pecypcsi, cpeacTBa u npaBuiIa
4 Pecypcsl, cpencTBa ul ag 6 8 29 JIOKyMEHT000OpoTa B cepBuce. Mx BbIOOD
MpaBmiIa JOKyMEHTOO000pOoTa B 3aBHCHMOCTH OT  OCOOCHHOCTEH
B cepBuce. Mx BeIOOp B JIeSITENIbHOCTH TIPEAIPUSITHS.
3aBHCHMOCTH OT CucremaTtuzanusi JOKYMEHTAllUM B




0COOEHHOCTEH rporiecce CEpBHUCHOMI
ACATEIIPHOCTH TIPEATIPUATHA. nesrenbHocT. @opMupoBaHue "
oopmienue JelL. Okcneprusa
LICHHOCTHU JOKYMEHTOB,

IIOJrOTOBKA JOKYMEHTOB K XPaHEHMIO.

3ayeT ¢ OLEHKOH 1 1 |-

Hroro 3a 3 cemectp 1441 26 | 29 |-| 89

6. IlepeueHb yueOHO-METOAMYECKOT0 O0ecTIeYeHHs IJIsl CAMOCTOSTEILHOM
padoThI 00y4aOLIUXCA M0 JUCHUILIMHE (MOAYJIIO)

CamocTosiTesibHasi padoTa CTyJIeHTOB HA 04HOi ¢opme 00ydeHHsI

Ne Buapl camocTosiTenbHOU TpynoemkocTs, | @opMa KOHTPOJIA™
paboThI aK.4acsl
1. | IIpopaboTka TeOpeTHYECKOro
Marepuaa 1mo KOHCIIEKTam
JIEKIIAHA, PEKOMEHIOBAaHHOM 30 YCTHOC
co0OeceroBaHUE

JTUTEPATYPE, TOTOJTHUTEIHLHBIM
HMCTOYHHUKAM WHOOpMAIuu

2. [ToaroToBKa K MpakTUYECKUM Ipe/ICTaBIICHUE
3aHATHUSM: TTOUCK 29 uHdopmaIuu B
HEe00X0o Mo HH(pOpMaIIHH, 06paboTaHHOM
o0paboTka nHpOopMauu BHJIC

3. [TonroroBka k TekyIiei
aTTecTaluu (TECTUPOBAHUE U 30 KOHTPOJIbHAS
HaIMMCcaHue KOHTPOJIbHOMN pabora
paboThI)

Jlns caMocTOSTeNhbHOM paboThl MO AUCIHUILIMHE (MOIYJII0) OOydJaromuecs
UCITIOJIB3YIOT CIIeNIyIolee yueOHO-METOJUIECKOe 00ecredeHHeE:

1) beikoBa T. A.JIOKyMEHTAallMOHHOE  OOECIICYCHUE  YIPABJICHUS
(memonpou3BoicTBO): Yueb. noc. / T.A.bbikoBa u ap. - 2 u3f., nepepad. u AOI. -
M.: HULL Uudpa-M, 2013-304c.http://znanium.com/bookread?.php?book=390575

2) JlokyMeHTalMOHHOE OOEeCIeUCHHEe YIpaBJICHHUs IMEePCOHAIOM: YdeOHOe
nocoobue/bynar P. E. - M.. HUIl HWHDOPA-M, 2015. - 234
c.http://znanium.com/bookread2.php?book=488066

3)AokyMeHTalMOHHOE 00ecreYeHrne YIPaBICHUs B COLMATbHO-KYJIBTYPHOM
cepBuce U TypusMme: YdeObnoe nmocobue / I'ymuna U. A., 3aiineBa H. A. - M.:

Anbda-M, HUI], NH®DPA-M, 2015. - 240
c.http://znanium.com/bookread2.php?book=489737
4) doHx OLICHOYHBIX " METOJIUYECKHUX MaTEpUaIOBIIO

TUCITUTUTUHE/[OKYMEHMO0O0pOm 6 OP2AHU3AYUSX CEPBUCay.


http://znanium.com/bookread2.php?book=390575
http://znanium.com/bookread2.php?book=488066
http://znanium.com/bookread2.php?book=489737

7.D0oH/1 OLIEHOYHBIX U METOAMYECKUX MATEPHUAJIOB /IVIsl IPOBEACHUS
NMPOMEKYTOUYHOM aTTecTAlMU 00YYAIOIIHUXCS 10 JUCIUIINHE

7.1. IlepevyeHb KOMIETEHIMH ¢ YKa3aHHEM 3TANOB UX (JOPMUPOBAHUSA B
npoiecce 0CBOCHUSI 00Pa30BaTeJbHOM NPOTrPaMMbl

[Iporecc u3ydeHUs IUCHMIUIMHBI «/JOKyMeHmoobopom 6 OopeaHu3ayusix
cepgucay HarpaBJieH Ha (OPMUPOBAHUE CIIETYIONTUX KOMIIETEHITUI:

OIIK-3 - roTOBHOCTH OPraHU30BaTh NMPOLIECC CEPBHUCA, IPOBOAUTH BHIOOP
PECYPCOB U CPECTB ¢ Y4eTOM TPeOOBaHMIl MOTPeOUTE A

JTanbl (l)OpMI/IpOBaHI/Iﬂ KOMIICTCHIINH

1 sTam 2 JTaI
OKYMEHTO0000POT B OPraHu3aIMaAX
Aoxy p p n MapkeTuHr B cepBUce
cepBHca (5 cem)
(3 cem)

MeHEeKMEHT B CepBHCE
(5 cem)




7.2. Onucanmne noxkasarejield u KPUTEPHUEB OLICHUBaHUS KOMHeTeHHI/Iﬁ Ha pa3/iYHbIX 3Tallax ux (l)OpMI/IpOBaHI/IH,
OIMMCAHMUC IIIKAJI OHCHUBAHUSA

= | = Kpurepun oneHuBaHusi pe3yJbTaToB 00y4YeHHsI
= E
s | E
= 3 @ Ilnanupyembie He3auer ¢ onenkoii 3a4er ¢ OLEHKOM 3adeT ¢ OEeHKOH 3adeT ¢ OIEHKOM
E S| 2| pesyabTaTbl 00ydeHHsl | «HEeyJOBIETBOPHTEIbH | «yAOBJCTBOPHTEILHOY «X0pouio» «oTauaHoy» (85-100
2]
= 2 o» (0-54 6asi10B) (55-69 6a/110B) (70-84 6aL1a) 0aJ1710B)
°| =
1 stan
3HaHus: He 3Haet 0cHOBBI: JleMOHCTpHpYET YyacTru4- 3HaeT 10CTAaTOYHO B JleMOHCTpHUpYET BBICOKUI
-OCHOBBI JJOKYMEHTaJIb- -IOKYMEHTAJIbHOIO 00ec- | Hble 3HaHUs 0e3 IrpyObIX 6a30BoM oOBEME:! YPOBEHb 3HAaHUM!
= HOTr0 00ecreueHus opra- | MeueHus: OpraHu3aluu OMMOOK: -OCHOBBI JIOKYMEHTAJIBHO- | ~OCHOB JJOKYMEHTAJIBHOI'O
= HU3aLUU IIpoLECcca cep- | Mpoliecca CEPBUCA; - IIPOLIECCOB IOKYMEH- ro odecrevyeHus: opraiusa- | o0ecrneyeHus opraHusa-
aa]
= BHCA; -COCTaB OpPraHM3allMOH- | TaJbHOTO 00ECIIEUEHUS LM IIpoLIecca CEPBUCA; LU IIPOLIECCA CEPBHUCA;
o - COCTaB OPraHMU3alMOH- | HO-IIPABOBOM, paclopsi- | OpraHU3ally CEpBUCA; - COCTaB OPraHU3alMOHHO- | - COCTaBa OPraHU3alMOH-
: HO-TIPaBOBOM, pacropsi- | AUTEIbHOU, HHPOpMa- - OPTaHMU3ALMOHHO-TIPABO- | MPABOBOMW, PaCIOpsIU- HO-IIPaBOBOM, paclopsIu-
2 JUTETbHOH, nHpOpMa- LIUOHHO-CIIPaBOYHOM, BOH, pacIOpsAAUTEINbHOM, TeJIbHOM, MHPOPMALIMOH- | TEJIbHOM, HHPOPMALIMOH-
§ = LIIOHHO-CIIPABOYHOM, IJIAHOBO-OTYETHOM 10Ky~ | ”HOpPMaIlMOHHO-CIIpa- HO-CIIPaBOYHOM, IUNIAHOBO- | HO-CIIPABOYHOM, IIJIAHOBO-
a § . IJIAHOBO-OTYETHOM JJOKY- | MEHTALIMH, [IPaBUiIa €€ BOYHOM, IIJIAHOBO-OTYET- OTYETHOM JOKYMEHTALIMH, | OTYETHOU JOKYMEHTALUH,
; 0:) < | MEHTAIWH, TIPAaBUIIA €€ cocTaBieHUs ¥ oopMmiie- | HOM JOKYMEHTAllUH, OTpe- | MpaBuJia €€ COCTABJICHUS U | IIPaBUJI €€ COCTaBJICHUS U
= 2 E COCTaBJIEHUS U 0POPM- HUS; JIEJIEHUN TIPABUJI COCTaB- odopmieHus; oopmieHus;
2]
5 2 JICHUS; -paBWJIa JOKYMEHTO- JeHus U 0(OpMIICHHUS; -TpaBuia JOKyMEHT0000- | -IIpaBUJI JOKYMEHTO000-
5 ™ -IpaBUJIa JOKYMEHTO- o0oporTa, - OIIPECIICHUH TIPABUII pora; pora,
§ obopoTta -pecypcoB, CpEACTB U JIOKyMEHTO000poTa -pecypcsl, CpelicTBa U -pecypcoB, CPEACTB U
2 -pecypcsl, CpelCTBa U IIpaBUI -pecypcoB, CpeACTB U IIpaBuJIa IIPaBUII
2 npaBuIIa JIOKyMEHTO0000pOoTa B MpaBUII JIOKyMEHTO0000pOoTa B JIOKYMEHTO000pOoTa B
% JOKYMEHTO000pOTa B cepBuce. JIOKYMEHTO000pOTa B cepBuUCe. cepBuce.
E CEPBHCE. CEPBHUCE.
©) Ymenus: He ymeer unu nemoHcer- | [leMoHCTpHUpYyeET YMeer npuMeHsTh 3HaHus | JIeMOHCTpUPYET BBICOKHUN
-OnpeacATh COCTaB, pUpYET YaCTHUYHbIE yMe- | YaCTUYHbIE yMEHUs 0e3 Ha MpaKkTUKe B 0a30BOM YPOBEHb YMEHHUU IIpU:
CTPYKTYpY H COIEpKaA- HUS, IOMyCKast TpyObie rpyOBIX OHIMOOK MpH: o0BbeMe npu: -OIPCICICHUH COCTaBa,
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HUE JIOKYMCHTAIINH,
o0ecreunBaroIen
OpraHM3aIMIo IIpoIecca
CepBHCa, BEIOUPAThH
pEeCYpCHI M CpejICTBa
JIOKyMEHTO000pOTa;

-OIpeIeIsTh BUJIbI
yIpaBIEHYECKUX
JIOKYMEHTOB, HEOOXO0/11-
MBIX JJIsI OTIMCAHUS Pa3-
JUYHBIX yIIpaBJIeHYEC-
KHUX JICVCTBHIA B pa3ind-
HBIX CUTYaIUsX;
-COCTaBJISATh U 0(hopM-
JSTH 1€JIOBbIE MHChMA,
JIOKJIJHBIC U CITYXKe0-
HBIE 3aMMCKH OTBEYAThH
Ha JKaJI00bI MOTpeOUTE-
nen

OIIMOKY TIPH:
-ONpeAeTICHUH COCTaBa,
CTPYKTYPHI H COJIepXKa-
HUS TOKYMECHTAIIUH,
oOecnieunBaroIiel opra-
HU3AIHIO Mpolecca cep-
BHUCA, BEIOMPATH PECypCHI
U CpE/ICTBA
JIOKyMEHTO000pOTa;

- OTIpE/ICTICHUN BU/IOB
YIPaBJICHYCCKHUX JIOKY-
MEHTOB, HEOOXOIMMBIX
JUTSL OTIMCAHUSI pa3Jiny-
HBIX yIIPABICHYECKUX
JICHCTBUH B pa3IMUHBIX
CUTYaITUSX;

- COCTaBJICHUU U 0OpM-
JICHUU JIETIOBBIX TIHCEM,
JOKJIATHBIX U CITyXKe0-
HBIX 3aIHCOK OTBEYATh
Ha JKaJ00bI MOTpeOuTe-
nen

-OTIpeIeIICHUH COCTaBa,
CTPYKTYPBI U COAEPKaHUS
JOKyMEHTaIIH, 00ecreyn-
BAIOILICH OpraHU3aINI0
npolrecca CepBHuca,
BBIOMPATh PECypCHI U
cpeacTBa
JOKYMEHTO000POTa;

- OIIPE/IeTICHNH BHJIOB YII-
paBIIEHYECKUX TOKYMEH-
TOB, HEOOXOAUMBIX IS
OTIMCAHMSI PA3INYHBIX YII-
paBICHYECKUX ACHCTBUH B
Pa3INYHBIX CUTYalUsX;

- COCTaBJICHUH U 0(hopM-
JICHUU JIETIOBBIX IIHCEM,
JOKJIaHBIX M CITY’KEOHBIX
3aIlMCOK OTBEYaTh Ha
*anoObl moTpeduTeneit

-OTIpeIeIICHUN COCTaBa,
CTPYKTYPBI U COAEPKaHUS
JOKYMEHTAaIIH, 00ecneyn-
BAIOILCH OpraHU3aINI0
npolrecca CepBHuca,
BBIOMPATh PECYpCHI U
cpexacTBa
JOKYMEHTOO00POTa;

- OTIPEIeTICHNH BHJIOB YII-
paBIIEHYECKUX TOKYMEH-
TOB, HEOOXOAUMBIX IS
OTIHMCAHUSI PA3INYHBIX YII-
paBIICHYECKUX ACHCTBUH B
Pa3NIUYHBIX CUTYalHsX;

- COCTaBJIeHUH U 0hopM-
JICHUU JIETIOBBIX IIHCEM,
JOKJIaHBIX M CITY’KEOHBIX
3allMCOK OTBEYaTh Ha
*anoObl moTpeduTeneit

CTPYKTYPBI U COJICPKAHUS
JOKYMEHTaIH, o0ecreun-
BaIOIICH OpPTraHU3aIUI0
npoIriecca cepBuca,
BBIOUPATH PECYPCHI U
cpezncrTsa
JOKYMEHTO000POTa;

- OTIPEJICIICHUH BUJIOB YII-
PaBJICHUECKUX JIOKYMCH-
TOB, HEOOXOAUMBIX JIJIsI
OTIMCAHUS PA3IMYHBIX YII-
paBIICHUECKUX JCHCTBUH B
Pa3IUYHBIX CUTYaIUSX;

- COCTaBJICHUU ¥ 0POPM-
JICHWUH JISTIOBBIX TTUCEM,
JOKJIQ/IHBIX ¥ CITY)KEOHBIX
3aIMCOK OTBEYATh Ha
JKajo00bl MOTPEOUTENCH

HaBpbiku:

- HaBbIKaMU pa3padOTKU
Habopa opraHu3alroH-
HO-IIPaBOBOM, pacmopsi-
TUTENbHOM, nHpopma-
IUOHHO-CITPABOYHOM,
IJIAHOBO-OTYETHOM JOKY-
MEHTaIlU!,BBIOOpa
pPECYPCOB U CPELCTB
JIOKYMEHTO000pOTa B
Mpoliecce OpraHu3anuu
CEpPBHUCHOI
JIeSATEIbHOCTH;

He Bnaneer win ne-
MOHCTPHUPYET HU3KUI
YPOBEHB BIIaJICHUS:

- HaBbIKaMU pa3pabOTKH
Habopa opraHu3aloH-
HO-TIPaBOBOM, pacmlopsi-
TUTENbHOM, nHpopma-
IUOHHO-CIIPABOYHOM,
IJIAHOBO-OTYETHOM JOKY-
MEHTaIllH, BBIOOpa
pPECYPCOB U CPELICTB
JTIOKYMEHTOO0O0pOTa B
IIpoLIecce OpraHu3anuu

JemMoHcTpupyeT
YaCTUYHBIE BIIaIeHUA 0e3
rpyOBIX OMNOOK

- HaBbIKaMU pa3pabOTKH
Habopa opraHu3aloHHO-
IIPaBOBOM, pacropsau-
TEJBbHOM, MHPOPMALIMOH-
HO-CIPAaBOYHOM, MJIAHOBO-
OTYETHOM JOKYMEHTALINH,
BBIOOpa PECYPCOB H
CPEICTB
JIOKYMEHTOO00O0pOTa B
IIPOLIECCE OpraHu3alun

Brnaneer 6a3zoBsiMu
IpUEMaMHU:

- pa3paboTku Habopa op-
raHU3alMOHHO-TIPABOBOM,
pacnopsAUTEIbHON, NH-
(dhopmaImoHHO-CIIPaBOY-
HOIi, IJIaHOBO-OTYETHOM
JIOKyMEHTaIuH, BIOopa
PECYPCOB U CPEICTB
JIOKYMEHTOO00pOTa B
IIPOLIECCE OpraHu3alnun
CEpPBHUCHOM AESATEIbHOCTH;
- CUCTEMATHU3AL1H JI0KY-

JleMOHCTpUpYeT BlIaJICHUS
Ha BBICOKOM YPOBHE:

- HaBBIKaMU pa3pabOTKH
Habopa opraHu3aluOHHO-
IPaBOBOM, pacropsIuTe-
JbHOU, HHPOPMAITMOHHO-
CIPaBOYHOH, IJIAHOBO-
OTYETHON JOKYMEHTAIINH,
BbIOOpa pecypcoB U
CpeAcCTB
JIOKYMEHTO000pOTa B
Mpoliecce OpraHu3aluu
CEPBHUCHOM EATEIbHOCTH;
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- HAaBBIKAMU CHCTEMATH-
3aIiK JOKYMEHTAIUHU B
npoIiecce CepBUCHOM
NEeSTEIIbHOCTH, OpTaHH-
30BBIBATH JIOKYMEHTO-
oboport

CEpPBHUCHOI
JeSATEIbHOCTH;

- HaBbIKaMU CUCTEMAaTHU-
3aI[uu JOKYMEHTAINU B
MIPOLIECCE CEPBUCHOM
JesATEeIbHOCTH, OPTaHU-
30BbIBaTh JIOKYMEHTO-
obopoTt

CEPBHUCHOM JESITEIbHOCTH;
- HaBbIKaMU CHUCTEMAaTH3a-
MU TOKYMEHTAIIUH B MIPO-
LIECCE CEPBUCHOM JIEATEIb-
HOCTH, OPIaHU30BHIBATh
JIOKyMEHTO000pOT

MEHTAalLlUM B POLECCE Cep-
BUCHOM JEATEIBbHOCTH, OP-
raHU30BbIBATH IOKYMEHTO-
obopoTt

- HaBBIKAMHU CHCTEMAaTH3a-
WU JOKYMEHTAI[UHU B MIPO-
11€CCE CEPBUCHOM JIESTENb-
HOCTH, OPraHU30BbIBAThH
JIOKYMEHTOO0OPOT
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7.3. TunoBbie KOHTPOJIbHbIE 32IaHUS UJIH HHbIE MAaTEPHUAJIbI, HEOOXOUMbIe
1JI51 OLleHKH 3HAHMI, yMeHHM i, HABBIKOB M (MJIM) ONbITA JeSITeJIbHOCTH,
XapaKTepu3yolIuX dTanbl (JOPpMUPOBAHUS KOMIIETEHUM B Mpoiecce

0CBOEHMsI 00pa30BaTeJIbHON MPOrPaMMbl

FOCYI[APCTBEHHI)IPI MHCTUTYT DKOHOMUKU, DUHAHCOB, ITIPABA U TEXHOJIOI' M
Kadeapa ynpasiieHusi couuaibHbIMHUA IKOHOMHYECKHMH MpoleccaMu
BWJIET K 3AYETY Ne 1

ITo mucimminbe «JI0KyMEHTOO00POT B OpraHU3alisaX CEPBUCA)
2017-2018 yu.ron

Teopernueckre BOIPOCHL:

1. O6ocHOBaHME HEOOXOAUMOCTU O0YUYCHHS JOKYMEHTALIMOHHOMY 00€CIIEYeHHUIO
¥ €r0 aBTOMAaTH3AIINH;

2.J1okyMeHTOO00pOT B opranu3anuu. Pabota ¢ BXOAAIMMH JOKYMEHTaMU;
[IpaKkTHKO-OPUEHTUPOBAHHOE 3a/IaHUE:

OdopmuTh IprKa3 0 HA3HAYSHUH OTBETCTBEHHOT03a OOpaIlieHne ¢ OaHKaMu
npennpusitus B coorBerctBuu ¢ OCT P 6.30-2003

3as.kagedpori «YpaBieHUs CONUATHHBIMU
¥ DKOHOMUYECKHMH TpolieccaMu»  1.3.H., mpod.3adboposckas O.B.
(moamuce)

I'OCYJJAPCTBEHHbBIM MIHCTUTYT SKOHOMUKHU, ®PUHAHCOB, [TPABA U TEXHOJIOI' M1
Kadeapa ynpasiieHusi couuaibHbLIMHUA IKOHOMHYECKHUMH MPOLECCAMHU
BUJIET K 3AUETY Ne 2

ITo mucrmminbe «JI0KyMEHTOO00POT B OPraHU3aLMsIX CEPBUCA)
2017-2018 vyu.rox

TeopeTnyeckne BONpPOCHL:

1. KnaccuduxaTopsl TOKyMEHTOB,;

2. ®opMHUpOBAHUE U XPAHEHUE JIE;
[IpaKkTHKO-OpUEHTHUPOBAHHOE3A /IAHHUE:

OdopMUTH IPOTOKOT 3aCeAaHUS HIKCIIEPTHON KOMHCCUU B COOTBETCTBHUU C
THUIIOBOM MHCTPYKIMEN IO IEITONTPOU3BOJICTBY

3as.xaghedpori «YTpaBieHUs COLUATLHBIMU
¥ SKOHOMUYECKHUMHU TpoleccaMu» J.3.H., mpod.3aboposckas O.B.
(moamuce)

T'OCYJAPCTBEHHBIM MUHCTUTYT DKOHOMUKU, ®DUHAHCOB, ITIPABA U TEXHOJIOT' U
Kadeapa ynpasiieHusi couuaabHbIMHH JKOHOMHYECKHMH NPoLecCaMu
BUJIET K 3AUETY Ne 3

ITo pucimnnuge «JIoKyMeHTOO0OpOT B Opra’Hu3alisaX CEPBUCA»
2017-2018 yu.rox

TeopeTnueckue BOOPOCHL:

1. PernmameHnranysi 1eJI0MPOU3BOJICTBA;

2. [lpesenrtanus. Ee dbynkuus u HaznadeHue. OCHOBHBIC AJIEMEHTHI;
IIpakTHKO-OpHUEHTHPOBAHHOE 3aJIaHHE:

CocTaBuTh CIyKeOHYIO 3aIMMCKY Ha MOOIIPEHUE COTPYAHUKA, MEPEBLITOJHUBIIIETO

IIJIAHOBBIC ITOKA3aTCJIN

3as.xagheopoii «YnpaBieHHs CONUATLHBIMU

¥ SKOHOMUYECKHUMHU TpolieccaMu» J.3.H., mpod.3adoposckas O.B.
(moamuck)




7.4. MeToguveckue MaTepHuaJibl, ONpeaeJaolne Npoueaypbl OeHUBAHUS
3HAHUH, YMEHHUI, HABBIKOB WJIH ONBITA IEATEJIbHOCTH, XaPAKTePU3yOIIHe
3Tanbl GOPMUPOBAHMSA KOMIIETCHIIMH

B TUDDIIT pns oneHKH 3HAHWN, YMEHHH, HAaBBIKOB W (WJIM) OIIBITA
JESATEIbHOCTH HCIONb3yeTcsl OalibHO-pelTuHTrOBas cucrema. Ilox OGamibHO-
PEUTHUHTOBON CHUCTEMOM MOHUMAETCSl CUCTEMA KOJIMYECTBEHHOM OIEHKH KayecTBa
ocsoeuss OIl BO. Ilpu s3ToM wn3yyaemas [OHCLUMIUIMHA JIEIUTCS Ha PAl
CaMOCTOSITETIbHBIX, JIOTUYECKH  3aBEPIICHHBIX  pa3lesioB  (MoIyneil)  aJis
MIPOBEICHMSI IO HUM KOHTPOJBHBIX MEPOTIPHSITHIA.

Tekyuuii KOHTPOJIb MPEACTABISET COO00l MPOBEPKY YCBOCHHSI y4eOHOTO
Marepuansa TEOPETUYECKOr0 M MPAKTUYECKOrO0  XapaKTepa,  PEryisipHO
OCYULIECTBJISIEMYI0 Ha NPOTSKEHUU cemecTpa. K JTOCTOMHCTBaAM JaHHOTO THIIA
OTHOCUTCS €ro CHUCTEMaTUYHOCTb, HEIOCPEACTBEHHO KOPPEIUPYIOIIAsCS C
TpeOOBaHHEM MTOCTOSIHHOTO M HEMPEPHIBHOIO MOHUTOPUHTA KauyecTBa OOy4eHHUsI, a
TaKXKe BO3MOKHOCTb OaIITEHO-PEUTUHTOBOM OIICHKH yCIIEBAEMOCTH
oOyuaronuxcs. K ocHOBHBIM (hopmMaM TEKYIIEro KOHTPOJIs (TEKyIIel aTTecTalim)
MO>KHO OTHECTH YCTHBIH OIPOC, MMCbMEHHBIE 3a/IaHUsl, KOHTPOJIbHBIE PA0OTHI.

[IpomexxyTouHast arrectanusi, Kak MPaBHIIO, OCYIIECTBISETCS B KOHIIE
CEMECTpa U MOXET 3aBeplliaTh W3YYCHUE KaK OTIEIbHOM JAUCIMIUIUHBI, TaK U €€
pasznena (paznesnoB) /moaynst (moayneit). IIpoMexxyTouHasi aTTecTalusi MOMOraeT
OLICHUTH 0OJIe€ KPYITHbIE COBOKYITHOCTH 3HAHUW M YMEHHI, B HEKOTOPBIX CIIydasx
— gaxe QOopMUpOBaHUE OINpPEACICHHbIX MNPO(EeCCUOHATBHBIX KOMIIETEHUIUH.
OcHoBHBIE (Qopmbl: 3aueT (auddepeHunpoBaHHblil). Tekymuid KOHTPOJIb H
IMPOMEKYTOUHAs aTTecTalus TPAAUIMOHHO CJIYXKaT OCHOBHBIM CpEIACTBOM
o0OecrieueHus: B y4eOHOM MpOoLIecce «0OpaTHOM CBS3W» MEXKAY MperojaBaresieM U
OOy4JaronMmMcsi, HEOOXOAUMOM JJIsi CTUMYJUPOBAHUS PabOTHl OOYYaIOIIUXCSA U
COBEPIIIEHCTBOBAHUSI METOIUKH MPENOTABaAHUS YUSOHBIX JUCITUTUINH.

[To pesynapTaTaM MpPOMEKYTOYHOM ATTECTAIMU CTYJEHTY 3aCUUTHIBACTCS
TPYJOEMKOCTh  JWCIHUIUIMHBI B 3a4€THBIX  C€AMHMIAX,  BBICTABIISETCS
muddepeHniupoBaHHas  OIEHKa B NPHUHITOW  By3€  CHUCTeMe  OaJlioB,
XapaKTepHU3yoIas KaueCTBO OCBOCHUS CTYICHTOM 3HaAHUM, YMEHHUN U HABBIKOB 10
ATOM JUCLUILIHE.

I[To pucuumniuHe «JloKyMEHTOOOOPOT B  OpraHU3alUsSIX CEpPBUCA»
MPETYCMOTPEH 3a4€eT C OI[EHKOM.

YPOBHHU OCBOEHMUS JNCIIUITJIMHBI

MuHUMaIIBHBIN OcHoBHOM [IponBUHYTHIN
bannv 55-69 70-84 85-100
Oyenka 3 4 5

3auTeéHO ¢ OICHKOMS  («oTau4HO», 85-100 ©OamioB) cTaBUTCS
00y4aroluMcsi, KOTOpbIE MPU OTBETE:
— OOHapyXMBAaIOT BCECTOPOHHEE CHCTEMAaTHYECKOE M TIIyOOKOe 3HaHHe
IPOrpaMMHOI0 MaTepuaa;
— JEMOHCTPUPYIOT 3HAHHE COBPEMEHHOMN YUeOHOU U HayYHOU JIUTEPATYPHI;
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— CHOCOOHBI ~ TBOPUECKH TPUMEHATH 3HAHUE TEOPUU K  PEIICHUIO
npoeccuoHaNbHBIX 3a/1a4;

— BJIAJCIOT MOHATUHHBIM anmnapaToM;

— JIEMOHCTPHUPYIOT CIIOCOOHOCTh K aHAIM3y U COIOCTABIICHUIO PA3IUYHBIX
MOJIXOJIOB K PELICHHIO 3asBICHHON B OHIieTe MpoOIeMaTHKY;

— NOATBEPKIAAIOT TEOPETUYECKHE MOCTYJIAThl IPUMEPAMU U3 MPAKTHKHU.
3auteHo ¢ oleHKon4 («xopoiuo», 70-84 6ajia) craBUTCsS OOyJarOIIUMCH,

KOTOpbIE TIPU OTBETE:

— OoOHapy>KUBAIOT TBEPOE 3HAHKE MPOTPAMMHOI'0 MaTepHaa;

— YCBOMJIM OCHOBHYIO U HanboJjee 3HAaUMMYIO JIONOJHUTENBHYIO JINTEPATypy;

— CHOCOOHBI ~ MPUMEHATH  3HAHUE  TEOPUM K  PEHICHHIO  3a1ad
po(heCCUOHATIBHOTO XapaKTepa;

- JOIYCKAIOT OTJAEJbHBIE MOTPEIIHOCTH U HETOYHOCTH IIPU OTBETE.
3a4TeHO C OLIEHKOM3 («yA0BJETBOPHUTENbHO», 55-69 (aJ10B) cTaBUTCS

oOy4Jarouumcsi, KOTOpbIE MPU OTBETE:

— B OCHOBHOM 3HAIOT MPOrpaMMHBIA MaTeprasl B 00bEME, HEOOXOIMMOM ISt
npeacTosei padoTel 1o npodeccuu;

- B LIEJIOM YCBOWJIM OCHOBHYIO JIUTEPATYPY;

- JOIYCKalOT OTJIEJIbHBIE MIOTPEIIHOCTH B OTBETE HA BOIIPOCHI.
3auTeHO C OLICHKOW2 («HeyAoBJeTBOpPUTENbHO», (0-54 Oansa) craBUTCS

oOy4Jaroumcs, KOTOpbIE MPU OTBETE:

— OOHapy’>KMBalOT  3HAYUTENbHbIE NPOOENBl B  3HAHUAX  OCHOBHOTO
MIPOrpaMMHOT0 MaTepHaa;

- JIOTyCKal0T MPUHILIUIIAAIbHbIE OIIMOKU B OTBETE Ha BOIIPOCHI;

- JEMOHCTPUPYIOT HE3HAHUE TEOPUM M MPAKTUKH MNPOPECCHOHATbHON
NEeSATENbHOCTH.
OcHoBaHuEM ISl HEAOMYCKA K 3a4€eTy SIBJSIETCS TO, YTO OOyYaroluiics BO

BpeMs ceMecTpa He Habpasl yCTaHOBJIEHHOTO MUHUMYyMa 0aljioB — 55 0aios.

8. [lepeueHb OCHOBHOI M TONOJTHUTEILHOM YueOHOH JTUTEpaTypHI,
HEe00X0AUMOi J1JI1 OCBOCHUS TUCHMILIMHBI (MOTYJIS)

a) rocy1apcTBeHHbIE CTAHAAPTHI

1) TOCT P51141-98 «/lenonpou3BOACTBO W apXMBHOE J€JI0. TEpMUHBI U
OTIpeICTICHUS

2)IOCT P 6.30-2003 «YuuduimpoBaHHbIE CHUCTEMbI JOKYMEHTAI[HH.
YuudunupoBannas ~ cucreMa — OpraHU3aI[MOHHO - pacnopsAIuTeIbLHOM
nokymeHTaruu. TpeboBaHus K 0(hOPMIICHUIO IOKYMEHTOB)

3) TOCT P 7.097-2016 «Cucrema cTaHZapTOB 1O HHMOPMAIIHH,
OMONMMOTEYHOMY W H3AaTeNbCKOMY Jneiy. OpraHu3alroHHO-pacIOpsAUTEIbHAS
nokyMeHTarus. TpeboBaHus K 0pOPMIICHUIO JOKYMEHTOBY

0) OCHOBHAas JiUTEeparypa:
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1) beikoBa T. A.JlokyMEHTalMOHHOE OOECIEYeHUE  YIPaBICHUS
(memonpou3BoicTBO): Yueb. noc. / T.A.bbikoBa u ap. - 2 u3j., nepepad. u AOI. -
M.: HUII Uudpa-M, 2013-304c.http://znanium.com/bookread2.php?book=390575

2) JIoKyMeHTallMOHHOE OOEeCICUeHHE YIPaBJICHUS MEepCcoHATOM: Y4eOHOe
nocooue/bynar P. E. - M.. HUIl HWHDOPA-M, 2015. - 234
c.http://znanium.com/bookread?2.php?book=488066

3)JdoxymeHTanmoHHOe oOecreyeHue yIpaBieHUs! B COIMAIbHO-KYJIbTYPHOM
cepBuce U TypusMme: YdeOHoe mocobue / I'ymmua U. A., 3aiineBa H. A. - M.:
Annpa-M, HUII NH®DOPA-M, 2015. - 240
c.http://znanium.com/bookread?2.php?book=489737

B) JIONOJIHUTEJILHAS JINTEpaTypa:

1) UYepnoBa C. TI'.JlokyMeHTAIlMOHHOE OOCCIICUCHUE  YIPABJICHUS
[DnexTpoHHBIN pecypc] : yued. mocodue / HoBocub. roc. arpap. yH-T, DKOH. ¢ak.;

coct. C.I'. UYepnoBa. — HoBocubupck: 3omoroit kosoc, 2014. - 106
c.http://znanium.com/bookread2.php?book=516760
2)JI0KyMEHTaI[HOHHOE oOecrieueHue yIIpaBJICHUS: VYuebHoe

nocobue/I'mamuiE.B. - M.: WL PUOP, HUI[ HNH®DPA-M, 2016. - 249
c.http://znanium.com/bookread2.php?book=304633
9. Ilepeuenb pecypcoB HH(POPMALMOHHO-TEJIEKOMMYHUKAIMOHHOM CeTH
«/HTEepHeT», HeOOXOAUMBIX VISl OCBOCHHS JUCHUILIHHBI (MOYJIA)

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

2)  [emompousBOACTBO H  JIOKYMEHTOOOOPOT HAa  NPEANPUSITHH.
http://www.delo-press.ru/journals.php?page=documents

3) KamgpoBoe maemompom3BOACTBO W TpyAOBoe TmpaBo. http://hr-
portal.ru/rubric/kdp

4) @enepanbHbli mopTan «IkoHoMHKA. Couuonorus. MeHemKMEHT».
http://ecsocman.edu.ru

5)  DnekrponHas 6ubaunorexka HR-cienmanuctos. http://www.hrm.ru/

10. MeToauyeckne ykazaHus sl 00y4alOMMXCS M0 OCBOCHUIO TMCUMILINHBI
(MoxyJist)

CamocrosiTenbHast MOATOTOBKA 00YYarOIIUXCsl TPOBOJIUTCS JJI YTITyOIeHUs
W 3aKpEIUICHUs] 3HaHWM, TMOJYYEHHBIX Ha JIGKIUSAX U JAPYTHX BUAAX 3aHSATUH, IS
BBIPA0OOTKH HABBIKOB CaMOCTOSITEILHOTO MPUMEHEHUS HOBBIX, JOIOTHHUTEIIBHBIX
3HAHWH W MMOATOTOBKH K MPECTOSIIINM YICOHBIM 3aHITHAM, 3a4CTY.

BaxkHBIM  yCIIOBHEM  YCHCIIHOTO W3YYCHHUS JAWCIUIUIMHBI  SBJISETCS
nocernienne jekiuid. [log mocemenuemM moapasymeBaercs He (popma IMacCHBHOTO
MPUCYTCTBHS, @ aKTUBHAs paboTa 1Mo M3y4eHHUIO0 HOBOTO Marepuaia. [loaroroska k
JICKIIMOHHBIM 3aHATHSAM BKIIOUaeT B ceOs aHaIW3 IMpeiaraeMbIX IS U3YYCHHS
BOIMIPOCOB, H3yYCHHE HOPMATHUBHBIX HCTOYHHUKOB H Yy4eOHOM W HAyIHOU
JUTEPATYphl 1O pacCMaTPpUBAEMbIM BOIpocaM JieKuu. B mporecce nexnuu
OOyJarOmIMiiCsT MOXET 3aJaBaTh  YTOUHSIONIME  BOIMPOCH,  OCYIIECTBHUTH
B3aMMOCBSI3b HOBOTO Marepuaja C YXKE€ HW3YYEeHHBIM, TMOJATOTOBHUTH 0a3y Ui
3¢ (HEKTUBHOTO MCIIONB30BAHMS TONYUYEHHBIX 3HAHHUM, OOJErYuTh MOJATOTOBKY K
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IPAKTHUECKOMY 3aHATHIO. D(P(GEKTUBHBIM CIHOCOOOM (PHUKCAUU JIEKIIMOHHOTO
MaTepuaia SBISIETCS KOHCIEKTHPOBAHME, IPENCTABIIONIEE COOONM HE TOJBKO
(¢uKcalui0 BaXKHEHIIMX MOMEHTOB JIEKIIMM, HO M YKa3aHHE IPUMEPOB JIs
NOHMMAaHUs TOTO WIA HHOTO TEOPETUYECKOI0 MaTepuaia.

[Ipy mOAroTOBKE K MPAaKTHUYECKOMY 3aHSATHUIO HEOOXOAMMO MCIOIb30BaTh
KOHCIIEKTUPOBAHHBIE MaTe€pUalbl JEKIUM, Y4EOHYI0 U HAY4YHYIO JIUTEPATYpPY.
[TonroroBka OTBETOB MO BBIHOCUMBIM Ha OOCYXJAEHHE BOIPOCAM MPAKTUYECKOTO
3aHTHS BKJIIOYAET B c€0d HE TOJBKO MPOYTEHHE MaTepHasia, HO U €ro aHajau3 U
KPUTUYECKYIO OLEeHKYy. OOyuaromemycs CclIeQyeT BbISIBUTh MAaJOU3yYEHHbIE
aCIEKThl paCCMATPUBAEMBIX BOIPOCOB, MPOSBUTh UHUIIMATUBY MPU MOATOTOBKE K
NPAKTUYECKOMY 3aHATHUIO.

[Ipy mOArOTOBKE K NPAKTUYECKUM 3aHATUSMU M 3a4ETy PEKOMEHIYETCs
CHUCTEMAaTU3HPOBATh 3HAHMS, H300paxas MX B TaOIMYHOM, rpaUyecKoM WIH
CXEMaTUYHOM BHJI€. DTO MO3BOJIMUT YCTAHOBUTH B3aUMOCBSI3b U3y4aEeMbIX SIBJICHUM,
YIOPOCTUT 3aJady 3allOMHMHAHUS MaTepuana, OOJEryuT IMPOLEcC MPaKTUYECKOTO
IPUMEHEHUS NTOJIYYCHHBIX 3HAHUU.

3amaueil  NpaKTUUECKUX  3aHATUH  sIBISETCS  BbIpa0OTKA  yMEHHUS
UCIIOJIB30BaTh TEOPETUYECKUE 3HAHWS, MPOSIBUTH HAIMYME IPAKTUYECKUX
HaBbIKOB. Ilpym  mOAroToBKE K  NIPAKTUYECKOMY  3aHATHIO  CIIEAYET
3a0J1arOBpEMEHHOTO O00ECNEeUUTh HATU4Yhe HEOOXOAMMO JJIsi JIaHHOTO 3aHSITHS
MaTepHuana, CaMOCTOSITEIbHO TOBTOPUTH PAaHEE U3YUECHHBIE TEMBI.

JUIst  ycnemrHoro OCBO€HUS JUCIHUIUIMHBI BaXHBIM SBJISIETCS YMEHHE
paboTath ¢ TepMUHAMHM U UX ompeneneHussMu. s paOoTel ¢ TEpMUHONOTUEH
3((PEKTUBHBIM SIBIISIETCS UCIOJIB30BAHUE KaK YYEOHOW M HAyYHOU JMUTEpaTyphl,
TaK U FOPUINYECKUX U PUIOCO(CKUX CIOBapei.

PaboTta ¢ TepMHHAMH MOXET OCYILIECTBISATHCS Kak B ()OpME COCTABIICHUS
COOCTBEHHBIX TEMAaTHYECKHX CIIOBAapUKOB JJsi yA0OCTBA M CKOPOCTH IOMCKa
HeoOxoauMmoro TepMuHa. C  93TOHM IEIbI0O  HEOOXOIMMO KaKIbId HOBBIM
BCTPEYAOLIUICSA TEPMHUH 3allUCHIBATh U BO BPEMsI MOJArOTOBKH K CEMHUHAPCKHM U
NPaKTUYECKUM 3aHATUSAM YKa3blBaThb COOTBETCTBYIOLIEE ompeneneHue. B ciayuae
BO3HUKHOBEHHUS CJIO)KHOCTH BbIOOpa OIpeneseHus] M3 UMErouierocss oobema B
paMKax Hay4yHOTO 3HaHHMS HEOOXOIMMO 3a/aBaTh BOMIPOCHI MPENOAABATENIO B
paMKax JEKIHOHHBIX U IPAKTUYECKUX 3aHATHH.

[Ipy 1OArOTOBKE K NPOMEKYTOUYHOMY WJIM HTOTOBOMY TECTUPOBAHUIO
HEOOXOJMMO M3YYHTh TEOPETUYECKHM W NpPaKTUUYECKUH Marepuai. TecToBble
3aiaHus (C IepeuHeM BO3MOXKHBIX BapUAHTOB OTBETOB, CPEAM KOTOPBIX XOTs ObI
OJIMH OTBET SIBJISIETCS HEBEPHBIM) OOECMEUYMBAIOT CTPYKTYPHOCTb MBIIUICHHUS,
BBIHY)KJIEHHOTO BBIOpaTh M3 MPEJIOKEHHBIX BapUAHTOB OTBET BCE IMPaBUJIbHbBIE
BapuaHThl. TecToBble 3aJaHUsl HAa YCTAHOBJICHUSI COOTBETCTBUSA MOJPa3yMEBAIOT
HEOOXOJMMOCTh MPOSABIEHUS HE TOJBKO 3HAHHUA Y4YeOHOTrO MaTepuana, HO H
YMEHMSI TIPUMEHSTh MpaBuia (QopMalbHON JOTMKHU. TecToBble 3aJaHusd Ha
YHOPSA0YECHHUE HAIIPABJIEHBI HA YCTAHOBJIEHHUE JIOTHYECKOU MTOCIIEI0BATEIbHOCTH
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paccMaTpUBaeMbIX  SBJICHUW  (BPEMEHU  CYIIECTBOBAHMS  SIBJICHUMU,
PaCIOJIOKEHUS CTPYKTYPHBIX JIEMEHTOB MPABOBLIX TOKYMEHTOB U T.I1.).

OddexkTuBHBIM CcrOCOOOM MJii TOATOTOBKHM K TECTUPOBAHUIO SIBIISIETCS
pabota oOydJaromierocsi Mo PelIeHUI0 TeCTOBBIX 3aJlaHUl, MPEIOCTaBICHHBIX IS
CaMOCTOATENbHON palboThl. Takke MpU MOATOTOBKE K Takol QopMe KOHTPOJIA
3HaHUM, KaK PEIICHUE TECTOBBIX 3aJaHUM, CIEAYET CAMOCTOSATEIBHO MOIBITATHCS
npopaboTaTh paccMaTpUBaeMble B JMCIHUILUIMHE BOIPOCHl B (DOpME COCTABIICHUS
TE€CTOBBIX 33JIaHUM.

[Ipy moaroToBke K 3a4eTy cleayeT HMETh B BHUIY, YTO OH SIBJISIETCSA
UTOTOBOM (POPMOY KOHTPOJISI 1O U3YUYEHUIO TAHHOW y4eOHOUW MUCIMIUIMHBL. 3a4eT
MOJAPAa3yMEBAET  MAKCHMAJbHYIO  KOHLEHTPAlUK) 3HAHWUW HU  YMCHUHU,
MPEAIOJIAararorX MOJTHOE U3YUYCHUE MaTeprala JUCIUILINHBIL.

3ayeTr mnpoBoAUTCA B (OpME YCTHOTO COOECeJOBaHUS U BBINOJHECHHS
MMCBMEHHOTO 3a/I1aHHusl, 0O TecTa.

Pemenne mnpemnomaBaTtenss 00 UTOrOBOM OLIGHKE MPUHUMAETCS  T10
pe3yJibTartaM YCTHOTO OTBETAa M BBIIOJHEHHOTO IHUCBMEHHOTO (TECTOBOIO)
3a/1aHusl, B 3aBUCUMOCTH OT ILLIKaJIbl OLIEHKH.

WUurtepaktuBHble  GOPMBI  MPOBEJACHUS  3aHATUA 1O  JUCIMILIUHE
«/lokymenmoobopom 6 opeaHuzayusx cepéuca» BKIIOYAIOT B ce0s CIIETYyIOIINe
BU/IbI 3aHITUN:

- UHTEPAKTUBHBIC JIEKIMH, TMPEAINOoiaraloT MCIOJIb30BaHUE METOo/Aa
npoOJieMHOTO M3JoXkeHus. [Ipu TakoM moaxoje JEKIMs CTAaHOBUTCS MOXO0XKEH Ha
JIAAJIOT, TPErno/laBaHue UMUTHUPYET HCCIEN0BATEIbCKUNA TpoliecC (BBIIBUTAIOTCS
MEepPBOHAYATILHO HECKOJIBKO KIIFOUEBBIX MOCTYJATOB MO TEME JIEKIMU, U3JI0KECHHE
BBICTPAMBACTCS IO TPHUHIMILY CaMOCTOATEIIBHOTO aHaiu3a U  0000IIeHUs
CTyJIEHTaMu Yy4eOHOro marepuaina). JTa METOJMKa IO3BOJISIET 3aMHTEPECOBATh
CTYJIEHTa, BOBJIEUb €ro B Mpoiiecc 00ydeHus. [IpoTuBopeunss HaydHOTO MTO3HAHUS
PacCKpBIBAIOTCS TIOCPEJCTBOM IIOCTAHOBKH MpoOJieMbl. YdeOHas mpolOiema u
npoOjeMHasi CHUTyalus SBJSIOTCS OCHOBHBIMU CTPYKTYPHBIMH KOMIIOHEHTAMH
npobiemHoro obyuenus. [lepen HauamoMm u3yudeHUs OIPEACIIEHHONW TEMBbI Kypca
CTaBUTCA TIEpeNl CTyJACHTAaMU MPOOJIEMHBIA BOMPOC WM JaeTcs MPOOJIEeMHOE
3amanue. CTUMyIupys paspelieHue MpoOJeMbl, MpenojaBaTelib CHUMAET
MPOTUBOPEYHST MEXTY UMEIOIUMCS €€ MOHUMaHUEM U TPeOyeMbIMHU OT CTY/ICHTA
3HaHUSAMHU. D(DPEKTUBHOCTh TAKOTO METOJa B TOM, YTO OTAEIbHBIE MPOOJIEMBI
MOTYT TOJHUMATHCS CAMUMM CTYyJEHTaMH. [JIaBHBIA ycmexX TaHHOTO METOoJa B
TOM, YTO TIpenojaBareiib JA0OHUBAETCI OT ayJUTOPUU «CAMOCTOSITEIIHLHOTO
peuieHus» MocTaBieHHOM mpoOnembl. OpraHuzanus MpoOJEMHOTO 00y4YeHUs
MPEACTABIACTCS JOCTaTOYHO CIIOKHOM, TpeOyeT 3HAYUTENbHOW MOJATOTOBKH
nekTopa. OQHAKO HAa HAYAIBLHOM 3Tare MCIOJb30BAHUS 3TOTO METOJIa €r0 MOKHO
BHEJIPSITh B CTPYKTYpPY TOTOBBIX, paHee pa3pabOTaHHBIX JEKIHHA, MPAKTHUYECKUX
3aHATHH KaK JIONOJHEHHUE.

- TPYNIOBBIE JTUCKYCCHUU, NPHUMEHSIOTCS JUIsi OOECIEUYCHHUS HABBIKOB
KOMaHJTHOM pabOThl U MEXJIMYHOCTHOM KOMMYHMKAIIMU U TIPEICTABISIOT COOOM
OIICHOYHOE CPEACTBO, ITO3BOJISIONICEC BKIIOYUTH OOYYaAIOMUXCS B IPOIECC
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00CYX/ICHHS TPEACTAaBICHHOW TEMbI, MPOOJEMbI H OICHUTh WX YyMEHHE
apryMEHTUPOBAaTh COOCTBEHHYIO TOYKY 3peHus. Kpome Toro, B Xojie 3aHATHM
MPOBOJISATCS KPYTJIbIE CTOJIBI M0 33JJaHHBIM TEMAaTHKaM.

Pexomenayercs  mpu = MOATOTOBKE  HMCIOJIb30BaTh  DJEKTPOHHbBIC
OMOTMOTEUHbIE CUCTEMBI, a TAK)KE CIIEIUATN3UPOBaHHbIE CaliThl ceTH Internet.

11. IlepeyeHb MH(OPMANUOHHBIX TEXHOJIOTH, MPO(eccHOHATBLHBIX 0a3
JAAHHBIX, HCMOJIb3yeMbIX MPH OCYIECTBIEHUHN 00Pa30BATEILHOIO NpoLecca
Mo JUCHUILTHHE (MOIYJ/II0), BKJIIOYAsI epeYyeHb MPOrpaMMHOT0 o0ecneyeHust
1 HH(POPMAIHOHHBIX CIPABOYHBIX CHCTEM
IIporpammHoe obecneueHue:
1. Omeparmonnas cuctema (Microsoft Windows Iponpuemapnas);
2. Tlaker oducHeix mporpamm Microsoft Office MS Word, MS Excel, MS
Power Point, MS Access, MS Publisher u ap. Ilponpuemapnas);
3. Web-6pay3ep (Mozilla Firefox GNU Lesser General Public License);
NudopmarimonHbie CripaBOYHbIC CUCTEMBI:
1) AsromaTuszupoBaHHas HWHGOPMAIIMOHHAA OWOIMOTEUHAs CHUCTEMa
Marc21SQL,;
2) CnpaBouHno-tmipaBoBas cucrtemMa «Koncynbrant [Tnrocy

12. MaTepuajibHO-TeXHUYecKasi 6a3a, HEOOX0AMMAas JIJIsl OCYIeCTBJIEHUS
00pa30BaTeJIbHOI0 NMPoLecca Mo AMCHUIINHE (MOIYJII0)

No
w/n HanmenoBanue KoanuyecTtBO
1. Cl'IeI_[I/IaJ'H/ISI/IPOBaHHBIe ayJIUTOPUHU:

VYueOHas ayauTopust JUIsl MPOBEICHUS 3aHATUM ceMHHapcKoro | 1
TUIMA, KypPCOBOTO MPOCKTUPOBAHUS (BBITOJHEHUS KYpPCOBBIX
paboT), TPYIIOBBIX M WHAWUBUAYAIBHBIX KOHCYJIbTAIIUM,
TEKYIIErO0 KOHTPOJII U TMPOMEXKYTOYHOW arrecranuud /
KOMITBIOTEPHBIA KJIacC / TOMEIIEHHUE I CaMOCTOSITEIBLHOMN
pabotbl Ne 43 (yn. Pormackas, 5)

2. | Texuuueckue cpenctsa oGydenus:
KOMITBIOTED C TPOTPaMMHBIM oOecrniedeHrem ay. Ne 43 ‘ 17
3. | CrermanmsupoBaHHbIC ayTHTOPHH:

VYueOHas ayquTopus 1Jisl IPOBEACHUS 3aHATHUN JIEKITMOHHOTO
THUIIA, 3aHATUN CEMUHAPCKOTO THUIIA, TPYIITIOBBIX U

WHMBUAYAJbHBIX KOHCYJIbTALUN, TEKYIIETO KOHTPOJISI U 1
npomexyTouHol arrectann Ne 39 (yn. PonuHckast, 5)

4. | Texumueckue cpencTna 06ydeHHS:

JIOCKa MHTepakTUBHAas ayj. Ne 39 1
MYJIBTUMEIUHHBIN TTpoekTop aym.Ne 39 1
KOMITBIOTEP C MMPOTPaMMHBIM obecniederrnem ay. Ne 39 1

HarJIsIHbIE TocoOust ay. Ne39
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