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1. llosicHUTEBLHAA 3AIIUCKA

Kypc «/lokymenmoobopom 6 opzanuzayusx cepsuca» 3aHUMAET Ba)KHOE
MECTO MpU MOJArOTOBKE OakaiaBpoB 10 HampasieHuto 43.03.01 «Cepsucy.
VYrpasnenue npeanpusTueM(opraHu3alyeii), OKa3blBaOIMIMM YCIYTH, HEU30€KHO
TpeOyeT CO34aHUs MHOTHUX BHJOB JOKYMEHTOB, 0€3 KOTOPBIXHEBO3MOXKHBI
pElIeHNe OCHOBHBIX IPOM3BOJCTBEHHBIX 3a7ad, IUIAHWPOBAHUE JESATEIBHOCTH,
(uHaHCUpPOBaHUE, OYXTaNTEPCKUNA yUET U OTYETHOCTh, ONIEPATUBHOE YIPABIICHUE,
KaJIpoBOoe€ 00eCleYeHHe AEATEIbHOCTU U T.N. JIOKYMEHTBI SIBJSIIOTCS OCHOBHBIM
JI0Ka3aTeNbCTBOM  COBEPIICHUATOTO MM HMHOTO (axkTa MPOU3BOJICTBEHHO-
XO3SIMCTBEHHON JEATENBHOCTH NMpeaAnpusTis. Oprannsanus JOKYMEHTAIl[MOHHOTO
oOecrieyeHUsynpaBiieHuss B c(epe cepBUCa HMMEET HEKOTOpble OCOOEHHOCTH,
CBS3aHHBIE CKOHKPETHBIMU IIpOLEAypamMH peaau3aluu TpeOOBaHUM U HOpM,
OIPEAEIEHHBIX 3aKOHOIATEIBCTBOM.

[lenbt0o  OCBOEHUS AUCLUIUIUHBL «/[oKyMenmoobopom & OpeaHu3ayusx
cepsuca»  SBIACTCAN3YYCHHE CUCTEM JOKYMEHTALUH, OpraHu3aIiu
JOKYMEHTUPOBAHUS U JEJIONPOU3BOCTBA, COCTaBJISIOLINX OCHOBY
UH(GOPMAIIMOHHBIX MPOIECCOB B CEPBUCE, COBOKYMHOCTh KOTOPHIX OOECIeunBaeT
OpTraHMU3aLMIO IPOLECC CEPBUCA.

3a1auu JUCLUIUINHBI:

* O3HAKOMJICHHE CTYJIEHTOB C 3aKOHOJATEIbHOM M HOpMAaTUBHOM 0a30il,
METOMYECKMMU pa3pabOTKaMy U OCHOBHOW HAay4HOU JIMTEpATypoil o Kypcey;

* W3y4YCHHE I[PAKTUKU OPraHu3aluy JTOKYMEHTALIMOHHOrO o0ecnedeHus
yIpaBJIEHUS HA NPEANPUATHAX, OPTraHU3ALMIX U YUPEKICHHUIX CEPBHCA.

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

JucuunnuHa «/[oxymenmoobopom 6 opeanu3ayusx cepeuca» y4acTByeT B
dbopMHUpPOBaHUY CIEAYIONICH KOMIIETCHIINH (CIAEAYIOMMNX KOMITETSHITAN ):

OIIK-3 - 3HAHMA:OCHOBBI JOKYMEHTAJIHHOTO OOECIeYeHHs OpraHM3alliu Mpolecca
TOTOBHOCTB CEpBHCA;  COCTaB  OPIraHMU3ALMOHHO-NIPABOBOM,  PACHOPAIUTENBHOM,
OpraHu30BaTh MH(OPMAIIMOHHO-CIIPABOYHOM, IJIAHOBO-OTYETHOU JOKYMEHTAlUH,
IIPOLIECC CEpBUCA, | IpaBwiIa eé COCTaBJICHUS u oopmieHus; IIpaBUIIa

MPOBOAMTH BEIOOP | JOKyMeHTooOOopoTa.Pecypchl, cpeicTBa U mpaBmia JOKYMEHTOOOOpOTa B
pecypcoB u cepBuCe

CPEJICTB C y4ETOM | YMEHHSsI: OIPEIENATh COCTaB, CTPYKTYPY M COAEPKAHHE JOKYMEHTAIIUH,
Tpe6oBaHmii o0ecrieunBaroIeii OpraHu3almio Mporecca cepBrca, BEIOUPaTh pecypehl U
CpeICTBa TOKYMEHTO000pOTa;

OTPEAENATh BUIBI YIPABICHYECKHX JTOKYMEHTOB, HEOOXOIMMBIX JUJIS
ONMMCAHMs  PA3JIMYHBIX  YIPABICHUECKUX JICHCTBHHA B  pa3IMYHBIX
CUTYaIUsAX; COCTaBIATh W O(QOPMIIATH JETOBBIE MHUCHMA, TOKJIAIHBIE U
CITy»eOHBIC 3aITMCKH OTBEUYATh Ha KAJIOOBI MOTpeduTenen

noTpeduTeNs




HABBIKM: pa3paboTKu Habopa OpraHU3aIMOHHO-TIPABOBOM,
pacropsauTeabHOH, WH(POPMALMOHHO-CIIPABOYHOM, IUIAHOBO-OTUETHOM
JOKYMEHTAIlMH, BBIOOpPA PECYpPCOB W CPEIACTB JOKYMEHTOOOOpOoTa B
mporiecce  OpraHu3alliil  CEPBUCHOM  JIEATENbHOCTH;  HaBBIKAMHU
CUCTeMAaTH3allui JOKYMEHTAIlMM B TPOILIECCE CEPBUCHOM JAESITETHHOCTH,
OpPraHU30BBIBATH JOKYMEHTOOOOPOT

3. MecTo JUCHUIIIMHBI B CTPYKTYpe 00pa3oBaTeibHOI NPOrpaMMbl

Hucrunmuaa  b1.6. 18«/[okymenmoobopom 6  opeanHuzayusix cepeuca»
ABJIACTCS NUCUUIUIMHON 0a30BOM 4acTW y4eOHOTro IjiaHa MOJATOTOBKU CTYICHTOB
no HanpasiieHuto 43.03.01Cepsuc.

[udp [IpenmecTByronme JUCHUILTMHBI [Tocnenyromue TUCIUTIITAHBI
KOMIIETEHIIUH y4eOHOro IJIaHa, B KOTOPBIX y4eOHOro MiaHa, B KOTOPBIX
OCBaMBAETCSI KOMIIETEHIIUS OCBaMBAETCSI KOMIIETEHIIUS
OIIK-3 JucuuiuinHa — sBisieTcst  mepBoil B | MEHEDKMEHT B cepBHCe
(GopMHpPOBaHKH JTaHHOM KoMreTeHImy | MapKeTHHT B cepBUCe

4. O0beM IUCHUILTHHBI (MOIYJISI) B 3a4€THBIX ¢IUHUIAX C YKA3aHHEM
KOJIMYECTBA AKAJAeMHUYeCKUX WIH ACTPOHOMHUYECKHX YaCOB, BbIICJICHHBIX HA
KOHTAKTHYI0 padoTy 00y4yaliuuxcs ¢ npenojapareseM (10 BUAAM y4eOHBIX

3aHATHI) U HA CAMOCTOSITEJIbHYI0 Pa0d0oTy 00y4aromuxcs

Oo6mas TPYI0EMKOCTb OCBOEHHUS yaeOHOU JUCHUILIHBI
«/loxymenmoobopom 6 opeaHuzayusax cepeuca» COCTaBISIET 4 3ayeTHBIC
eqnHuIbIIN 144akageMuuyeckuxyaca.

Cemectp No 3
OO6mmast Tpy10€MKOCTh (BCETO aK. 4acoB / 3.€1) 144/4
Jlexuun 26
KoHnrtakTHas padota
[IpakTHUeCcKHE 3aHATHUS 28
CamocTosTenbHas paboTa 89
Bun
MPOMEKYTOUYHOU .
p Y 3ayeT ¢ OLEHKOM 1/-
aTTeCTaINH
(Kont./camocT.pab.)




5. Conepxxanue JMCUMILIMHBI (MOAYJIs), CTPYKTYPHPOBAaHHOE 110 TeMaM
(paznesaM) ¢ yka3aHueM OTBEJEHHOI0 HA HUX KOJINYECTBA aKaJeMHYeCKHX
WJIM ACTPOHOMHUYECKHUX YaCOB M BUAOB YUeOHbIX 3aHATHIA

TpynoeMKocTb
E = <
|5 &
No HaumenoBanue paznena o E 3 % g Comepramme
JTUCITUTITMHEI (TeMa) 3 21 = |3 o
=12l E |58
FEE
&5 8
3 cemecTp
- [Tonsstue o pgoxymente. CBONMCTBa,
npu3Hakd, (QyHKIUKM  JOKyMEHTa.
Metoael M crnocoObl  TOKYMEHTH-
OCHOBBI  JIOKYMEHTAJIb- poBanusa. HopmaTuBHO-MeTOIMUYECKAS
1 HOT'O o0ecrieueHus 32 6 6 20 Oaza JTIOKYMEHTAIMOHHOTO o0ec-
opraHuzaluy  Ipolecca MEYEHUsl YIpPaBJICHUS JEATEIbHOCTHIO
cepBuca opranuzanuu cdepsl cepBuca. Buabl
YIPaBIEHYECKUX JIOKYyMEHTOB, HEO00-
XOJIMMBIX JUISl OMHMCAHUS Pa3INYHBIX
YIPaBICHUYECKUX JNEUCTBUM.
- CocraB, CTpyKTypa H COJAEpXKaHUE
JIOKYMEHTAIUH, obecnieunBaroIen
Cucrembl TOKYMEHTAlIMH, OpraHU3aLHI0 npoiecca
oOpasyromuecs: B IpoIliec- cepsuca.Cocran OpraHu3allMOHHO-
2. | ce ympaBnenuss nestens- | 32 | 6 6 20 | mpaBoBOi, pacropsiIuTeIbHOM,
HOCTBIO OpraHu3aLuu MH(OPMAIMOHHO-CIIPABOYHO,
cdepsl cepBuca.. IJIAHOBO-OTYETHOM JOKyMEHTAIUH,
MpaBuiia eé COCTaBJICHUS u
oopMIIEeHNS;
OOmiasi xapakTepucTHKa KaJpOBOTO
cocraBa mpeanpuatrus. OpraHuzaius
JOKYMEHTAIMOHHOTO o0ecrnievyeHus
NEeSATEIbHOCTH ~ KaJPOBOW  CITYXKOBI
JToKyMEHTAIHOHHOCOGEC- npennpusaTus chepsl cepBHuca. Opra-
3. | meuenue ynpasieHus mep- [ 36 8 8 20 Hu3atA PaGOTH ¢ KaZpoBom JIOKy-
COHAIIOM. MeHTanueil. (OCcoOEHHOCTH  HCIOJb-
30BaHus ceTu VHTepHET uisl pelieHus
3a/a4 KaJpOBOTO JIEJIONPOU3BOJICTBA.
Odopmrenne JIEIIOBBIX MTUCEM,
JOKJIAHBIX U CIY>KEOHBIX 3alHCOK,
OTBETOB Ha JKaJI00BI MOTPEOUTEINCH.
Opranuzanus Opranmzanus paboThl C JOKYMEHTaMHU.
JTOKYMEHTO000pOoTA. Pecypchi, cpezcTBa n npaBuia
4. Pecypcsi, CpeAcTBa Hu 43 6 8 29 JTOKyMEHTO000poTa B ceppuce. Mx BL16013
npaBujia I[OKYMCHTOO60p0Ta B 3aBUCHUMOCTHU oT 0COOEHHOCTEN
B cepsuce. Mx BBIOOp B JEATEIIbHOCTH NPEANPUITHS.
3aBHCHMOCTHU OT Cucremaruzanusi JOKYMEHTAIlMU B

6




ocobeHHoCTEN npoiecce CEpPBHUCHOI
ACATEIILHOCTH TIPEATIPUATHA. nesirenbHocT. @opmMupoBanue 54
oopmieHne T, DKcnepTu3a
LIEHHOCTH JOKYMEHTOB,

MTOATOTOBKA JOKYMEHTOB K XPAHEHHUIO.

3ayeT ¢ OLEHKOH 1 1 |-

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

6. IlepeueHb y4eOHO-METOAMYECKOT0 O0ecTIeYeHHS IJIsl CAMOCTOSITEILHOM
PadoThHI 00y4aKIMXCH M0 JMCUHUILINHE (MOLYJIIO)

CamocrosiTesibHasi padoTa CTYJIeHTOB Ha 04HOH hopMe 00ydeHHsI

No Bunsl camocTosiTenbHOU TpynoemkocTs, | @opma KOHTPOJIS*
paboThI aK.4achbl

1. | IIpopaboTka TEOPETUUECKOTO
MaTepuasa no KOHCIeKTaM

N . YCTHOE
JIEKLHI, PEKOMEHJOBaHHOM 30
cobecenoBaHe
JUTEepaType, TONOTHUTEIbHBIM
MCTOYHUKaM MH(OpMaLUU
2. [ToaroroBka K MPaKTUIECKUM NpeICTaBICHNE
3aHATUSAM: TTOUCK 29 uHpOpMaIIU B
HE00X0 MO HH(pOpMAITNH, 00paboTaHHOM
00paboTka nHboOpMaIuu BHJIC
3. [ToAroToBKa K TEKYILIEMY
KOHTPOJTIO (TECTUPOBAHUE U 30 KOHTPOJIbHAS
HamMCcaHue KOHTPOIbHON pabota
paboThI)

JIns caMOoCTOSITENNBbHOM PabOThl MO JUCHUIUIMHE (MOIYJII0) 00yYaromuecs
UCTIONB3YIOT CIIEAyIoIee yueOHO-METOIuIecKoe o0ecreueHue:

1) beikoBa T. A.JloKkyMeHTallMOHHOE oOOecreueHne  yIpaBlICHUS
(menompousBoacTBO): Yueb.moc. / T.A.bvikoBa u np. - 2 uzna., nepepad. u goim. -
M.: HUIT Undpa-M, 2013-304c.http://znanium.com/bookread2.php?book=390575

2) JloxymeHTarlmoHHOE OOECTICUCHHE YIpaBJICHHUS TEepCcoHAIoOM: YueOHOe
nocooue/bymar  P. E. - M.: HHUI[ HWHDPA-M, 2015. - 234
c.http://znanium.com/bookread2.php?book=488066

3)lokyMeHTaIlmoOHHOEe 00eCIIeYeHHE YIPaBICHUS B COIUATBHO-KYJIBTYPHOM
cepBuce u Typusme: YdeOHoe mocobue / I'ymuna M. A., 3aiineBa H. A. - M.:
Ansda-M, HUILT NHOPA-M, 2015. - 240
c.http://znanium.com/bookread2.php?book=489737

4)  @oHA  OICHOYHBIX W METOAMYECKHX  MaTepHalioB IO
TUCIUTUTAHE«/[OKYMEHMO0O0POm 8 OP2AHU3AYUSIX CEPBUCAY.




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

[Iporiecc u3yueHUs] IUCHMIUIMHBI «/JOKyMeHmOoOopom 6 opeanu3ayusix
cepgucay HarpaiieH Ha (OPMHUPOBAHUE CIAEAYIOMINX KOMITETCHIIUN:

OIIK-3 - 2comosHocmb opeanuzo8ams npoyecc cepsuca, nposooums 8blOop
pecypcos u cpedcma ¢ yuemom mpebdosanuii nompeoumeJis

Jrtansbl GopMUPOBAHUS KOMIIETEHIMU

1 sTam 2 JTan
OKYMEHTO0000POT B OPraHN3aINAX
Aoky p P 1 MapkeTuHT B cepBuUCe
cepBHca
(5 cem)
(3 cem)

MeHemKMEHT B CepBHUCE
(5 cem)




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

x| E Kpurepun oueHuBanus pe3yabTaToB 00y4eHHs
- =
33 e Ilnanupyembie He3auer ¢ oneHKoi 3auer ¢ OLIEHKOM 3auer ¢ oueHKOM 3auer ¢ oueHKOM
E E “E’ pe3y/abTaThl 00y4eHHsl | «HeY/J0BJIeTBOPHUTEJIbH | «YyAOBJETBOPUTEIbHO» «X0poLIo» «OTJIHYHO»
g é o» (0-54 6a10B) (55-69 6aa10B) (70-84 6aana) (85-100 6as1;10B)
1 sran
3HaHus: He 3HaeT ocHOBBI: JleMoHCTpHUpYET YacTHy- 3HaeT JOCTaTOYHO B JIeMOHCTpHUPYET BBICOKUI
-OCHOBBI JJOKyMEHTQJIb- | -JIOKYMEHTAJILHOTO 00€C- | HbIe 3HAHUS 0e3 rPyOhIX 06a30BOM 0OBEME: YpOBEHb 3HAHHM:
= HOTO 00ECIIeYeHHs Opra- | Me4YEeHUsl OpraHu3aIiu OLINOOK: -OCHOBBI JOKYMEHTAJIbHO- | -OCHOB JOKYMEHTAJILHOTO
= HU3allMM Ipolecca cep- | mpoliecca CepBUCa; - IPOLECCOB JOKYMEH- ro obecriedeHust opraHuza- | odecreueHus: opranmsa-
E BHUCA; -COCTaB OPraHM3ALMOH- | TAJIBHOTO 0OecreueHus LIMU TIPOLIECCA CEPBUCA; LIMU TPOLIECCA CEPBUCA;
o - COCTaB OPraHM3alMOH- | HO-MPAaBOBOW, paclopsi- | OpraHu3aliu CEpPBUCA; - COCTaB OPraHM3alMOHHO- | - COCTaBa OPraHNU3alMOH-
: HO-TIPaBOBOM, pacropsi- | TuTenbHOU, nHpopMma- - OPraHU3allMOHHO-TIPABO- | IIPABOBOM, pacCIOpsIIn- HO-IIPaBOBOM, pacopsu-
2 TUTENBHOM, nHpOpMa- [IUOHHO-CIPABOYHOM, BOW, pacropsiIuTEIbHOM, TeIbHOHN, HHPOPMAIIMOH- | TEIBHOU, MHPOPMAITUOH-
§ = LII/IOHHO-CHpa.}.SOLIHUOI\/’I, IJIAHOBO-OTYETHOU JIOKy- HH(l)opleqauHOHHo-cnp?- H0-€Hpa13u.0qH0171, IJIAHOBO- Ho-(.{npa}iquoﬁ, ILJIAHOBO-
S, 5| on | TAHOBO-OTYETHON NOKY- | MEHTALIMH, [IpaBHIIa & BOYHOM, IJIAHOBO-OTYET- OTYETHOM JOKYMEHTAIMHU, | OTYETHOM JOKYMEHTAIHH,
; cE) < | MEHTAIWH, TIPaBUIIA €€ COCTaBJIEHHUS U 0opmIie- | HOM TOKYMEHTAlluH, OTIpe- | MpaBHiia €€ COCTaBICHUS U | MIPAaBUJI €€ COCTABIICHUS U
= 2 5 cocTaBleHUs U 0hOpM- HUS, JIeJICHUU TIPaBUI COCTaB- odopMIIeHNS, oopMIIeHNS;
5 2 JIEHUS; -IpaBuja J10KyMEHTO- JeHus U 0(hOpMIICHUS; -TpaBUJIa IOKyMEHTO000- | -IIpaBHJI TOKYMEHTO000-
g ™ -IIpaBUJIA TOKYMEHTO- o0oporTa; - ONPEAEIICHUH PABUII porta; poTa;
é obopora -pecypcoB, CpEACTB U JOKYMEHT0000poTa -pecypchl, CpelcTBa U -pecypcoB, CpeACTB U
2 -pecypchl, CpeacTBa U paBUI -pecypcoB, CpeACTB U npaBuia MIpaBUI
2 npaBuiia JOKYMEHTO000pOTa B IIPaBHII JOKYMEHTO000pOTa B JOKYMEHTO000pOTa B
% JIOKyMEHTO000pOTa B cepBuce. JIOKyMEHT0000poTa B cepBuce. cepBucCe.
E CEpBHUCE. CEpPBHUCE.
o Ymenus: He ymeer wim nemonct- | JleMmoHCTpHUpYyeT YMeeT npuMeHsTh 3HaHus | JIeMOHCTpUPYET BBICOKHUIA
-ONPEICATh COCTAB, pUpYET YaCTHUHBIC yMe- | YaCTHYHBbIC YMEHHs Oe3 Ha MPaKTHKE B 6a30BOM YPOBEHb YMEHUMIIPHU:
CTPYKTYPY H COIEPKA- HUS, IOMyCKasl rpyoObIe rpyOBIX OHIMOOKIPH: o0BbeMENpH: -OIPENICTICHUH COCTaBa,
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HUE JOKYMEHTAIINH,
o0ecrieunBaroIein
OpraHU3aIHIo TIpoIecca
cepBuca, BEIOMpaTh
pecypchl U CpecTBa
JIOKYMEHTOO000POTA;
-OTIPEEISITh BUIBI
yIPaBIEHYECKIX
JTIOKYMEHTOB, HEOOXO/TH-
MBIX JJIsl OTIMCAHUS Pa3-
JUYHBIX yIIpaBJIeHYEC-
KHUX JICCTBHI B pa3iny-
HBIX CUTYaIUsX;
-COCTaBIATH U 0POPM-
JIATH JIeJIOBBIE ITHNCHMA,
JOKJIAJTHBIC U CITYKe0-
HbIE 3alIMCKHA OTBEYATH
Ha ’KaJo00bI MOTpeOuTe-
JIen

OIIMOKH TIPH:
-OIpeIeJICHUH COCTaBa,
CTPYKTYPHI U COJIepKa-
HUS TOKYMEHTAIIUH,
o0ecrieunBaroIei opra-
HU3AIHIO MpoIecca cep-
BHUCA, BEIOUPATH PECYPChI
U CpeJICTBa
JIOKYMEHTO000pOTa;
-OIpeIeTICHNH BUIOB
YIIPaBJICHYECKHUX JIOKY-
MEHTOB, HEOOXOUMBIX
JUTST OTIMUCAHUSI pa3iny-
HBIX YIIPABICHYCCKUX
JIEUCTBUI B pa3IUYHBIX
CUTYaIIHSX;

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

-OIpe/IeJICHNH COCTaBa,
CTPYKTYPBI U COZIEPIKaHUS
JIOKyMEHTAIM1, o0ecreun-
BalOIIEN OPraHU3alIHIo
mpolecca cepBuca,
BBIOMPATH PECYpPCHI U
cpeacTna
JIOKYMEHTO000POTa;

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

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

-OIpe/IeJICHNH COCTaBa,
CTPYKTYPBI U COZIEP KaHUS
JIOKyMEHTAIM1, obecreun-
BalOIIEN OpraHu3alHIo
mpolecca cepBuca,
BBIOMPATH PECYpPCHI U
CpeacTBa
JIOKYMEHTOO000POTA;

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

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

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

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

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

HaBbiku:

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

He Bnaneet unu ne-
MOHCTPUPYET HU3KUHI
YpOBEHbB BJIaJICHUS:

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

JleMoHCTpHpYyET
YacTUYHbIE BIaJieHus 0e3
rpyOBIX OMMOOK

- HaBbIKaMH pa3pabOTKu
Habopa OpraHU3aIMOHHO-
IIPaBOBOM, pacropsiau-
TeIbHOM, HH(POPMAITMOH-
HO-CIIPaBOYHOM, INIAHOBO-
OTYETHON JOKYMEHTAIUH,
BEIOOpa pecypcoB U
CPEICTB
JOKYMEHTO000pOTa B
polecce OpraHu3aluu

Biageer 0a30B5IMU
IPHEMaMH:

- pa3paboTku Habopa op-
raHU3aLHOHHO-TIPABOBOM,
pacnopsaauTeNbHON, NH-
(dbopMaImoOHHO-CTIPaBOY-
HOM, INIAHOBO-OTYETHOM
JIOKyMEHTAIUH, BBIOOpa
PECYPCOB U CPENICTB
JIOKYMEHTO00O0pOTa B
IpolLecce OpraHu3aluu
CEpPBHUCHOM JEATEIbHOCTH;
- CUCTEeMaTH3alluu JOKY-

JleMoHCTpUpYyET BlIaJICHUS
Ha BBICOKOM ypPOBHE:

- HaBBIKaMU pa3pabOoTKH
Habopa opraHu3aoHHO-
MPaBOBOM, pacmopsAUTeE-
JHOM, HH(OPMAIIHOHHO-
CIIPABOYHOM, MJIAHOBO-
OTYETHON JOKYMEHTALIHH,
BBIOOpA PECYPCOB U
CPEICTB
JIOKYMEHTO000pOTa B
Mpoliecce OpraHu3aluu
CEpPBUCHOM NESATEILHOCTH;
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- HaBbIKAMU CUCTEMAaTHU-
3al[uu JOKYMEHTALUH B
MPOIECCE CEPBUCHOM

ACATCIIBHOCTH, OpTaHn-

CEpPBHUCHOI
JACATCIIbHOCTH,

- HaBBIKAMU CUCTEMAaTHU-
3allu JOKYMEHTALNH B

CEpPBHUCHOM JESATEIBbHOCTH;
- HaBbIKaAaMM CUCTEMATHU3a-
UM TOKYMEHTALINU B MPO-
LIECCE CEPBUCHOM JIEATEIb-

MEHTAallUH B POLECCE CEp-
BHCHOM JEATEIBbHOCTH, Op-
TFaHU30BbIBATHI0KYMEHTO-
000poT

- HaBLIKAMHU CUCTEMAaTH3a-
LIUHA TOKYMEHTAIUH B IIPO-
1IECCE CEPBUCHOMU JIESITENb-
HOCTH, OpFaHI/I3OBbIBaTb

30BBIBAThJOKYMEHTO- IPOILIECCe CEPBUCHOM HOCTH, OPTaHU30BBIBATh JTOKYMEHTOO00pOT
obopoT NESITeIbHOCTH, OPTaHu- | JIOKyMEHTO000pOT

30BBIBATh/JOKYMEHTO-

000poT
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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 MPOrPaMMBbI

TOCYJJIAPCTBEHHBIU UHCTUTYT SKOHOMUKH, ®DUHAHCOB, [IPABA U
TEXHOJIOTUI
Kadenpa ynpas/jienusi cOunajbHbIMH U IKOHOMUYECKUMM NMPOLECCAMH
BWIET K 3AYETY Ne 1
HO JOUCIINIIJIINHEC «HOKVMCHTOO6ODOT B OpraHHU3aIMnigXxX CCpPBUCA»
2017-2018y4.rox

Teopernueckne BOPOCHI:

1. O6ocHOBaHNE HEOOXOAUMOCTH O0YICHHS IOKYMEHTAIIMOHHOMY O0ECIIEUEHUIO U €T0
aBTOMATH3AIIHH;

2. IokyMeHTO0OO0pOT B opraHu3auu. PaboTa ¢ BXOIAIINMEI TOKYMEHTAMU;
[IpakTHKO-OPHEHTHPOBAHHOE 3aIaHKE:

OdopmuTh pHKa3 0 HA3HAYEHUH OTBETCTBEHHOTr03a oOpalieHue ¢ OJaHKaMy IPEANpUSTHS B
cootsercTBuu ¢ I'OCT P 6.30-2003

3ae.xagheopoii «YmpaBieHHs COUATLHBIMU
¥ DKOHOMHUYECKHMH TIporieccaMu»  J.3.H., ipod.3aboposckas O.B.
(moamucek)

TOCYJIAPCTBEHHBI UIHCTUTYT SKOHOMUKH, ®DUHAHCOB, [IPABA U
TEXHOJIOT A
Kadeapa ynpasjieHnsi COnMaJabHbIMHM M JKOHOMHUYECKHMH NPOLECCAMM
BUWIET K 3AUYETY Ne 2
HO JUCITUIIIINHC «I[OKVMCHTOOGODOT B Opra"dm3aiimiaXx CCpBUCA»
2017-2018 yu.rox

Teopernyeckne BONPOCHI:

1. Kitaccudukatopsl TOKyMEHTOB;

2. ®opMUPOBAHUE U XPAaHEHUE JIET;

[IpaKkTHKO-OPUEHTUPOBAHHOE 3a/IaHUE:

OdopMUTE TPOTOKOIT 3aCEAAHUS IKCIIEPTHON KOMUCCHH B COOTBETCTBUU ¢ THUITOBOI
WHCTPYKLMEN 0 IETONPOU3BOJICTBY

3ae.xagheopoii «YnpaBieHHs COUATLHBIMU
¥ DKOHOMUYECKHMHU TPOIIECCaAMMU)» 1.3.H., mpod. 3aboposckas O.B.

(moamuck)




TOCYJIAPCTBEHHbBIN UHCTUTYT SKOHOMUKHU, ®DUHAHCOB, [IPABA U
TEXHOJIOTUI
Kadenpa ynpas/jienusi cOuMajbHbIMH U SIKOHOMUYECKUMHM NMPOLECCAMH
BWIET K 3AUETY Ne 3
HO JOVCIINIIJIINHEC «HOKVMCHTOO6ODOT B OpraHHU3aIuigX CCpPBUCA»
2017-2018 yu.rox

Teopernueckne BOPOCHI:

1. PernameHTarus 1eI0MPOU3BOJICTBA;

2. lIpesentanus. Ee pynkinus u HazHaueHre. OCHOBHBIC AJIEMEHTHI;
[IpakTUKO-OPUEHTUPOBAHHOE 3aIaHUE:

CocTaBUTh CITy)KEOHYIO 3alMCKY Ha TIOOIIPEHNE COTPYIHUKA, TIEPEBBITTOTHHUBILETO IJIAHOBBIC
MOKa3aTeNH

3ae.xagheopoii «YnpaBieHHs COUATLHBIMU

¥ DKOHOMUYECKHMHU TPOIIECCaMMU)» 1.3.H., mpod. 3aboposckas O.B.

(moamuck)

7.4. MeToanuyecKue MaTepuaJbl, onpeaeJsiomue Npoueaypbl OeHMBAHUS
3HAHUH, YMEHUI, HABBIKOB WJIH ONBITA IeATEJIbHOCTH, XapaAKTePU3yOIIHe
Tanbl GOPpMUPOBAHMA KOMIIETEHLIMI

B TUDDIIT pans oueHKW 3HAHUN, YMEHUW, HABBIKOB M (WJIM) OIIbITa
JESTEIIbHOCTH HUCHONB3yeTcsl OampHO-peiiTuHroBast cucrema. [lox OamibHO-
PEUTHHIOBOM CHCTEMOM MOHUMAETCSI CUCTEMA KOJMYECTBEHHON OLIEHKM Ka4yeCcTBa
ocsoenust OIl BO. Ilpu 53TOM wH3ydaemas AUCUUIUIMHA JACIATCA Ha Psij
CaMOCTOSITENIbHBIX, JIOTUYECKH 3aBEPIICHHBIX  pa3fesioB  (Moaynen) s
IIPOBEICHUS] 10 HUM KOHTPOJIBHBIX MEPOIIPUATHI.

Texymmii KOHTPOJL MPEACTABISIET COO0M MPOBEPKY YCBOEHUS YYEOHOTO
Marepuajia TEOPETHYECKOr0 M  MPAKTUYECKOTO  XapakTepa, PperyJyisipHO
OCYILIECTBIISIEMYIO Ha NPOTSLKEHMU ceMecTtpa. K JIOCTOMHCTBAM JaHHOTO THUIA
OTHOCUTCSI €ro CHCTEMAaTHYHOCTb, HEMOCPEICTBEHHO KOPPEIHUPYIOWIAsIC C
TpeOOBaHKEM MTOCTOSIHHOTO U HEMPEPHIBHOIO MOHUTOPUHTA KauecTBa 0Oy4YeHus, a
TaKke BO3MOKHOCTb OaJITbHO-PEUTUHTOBOM OLICHKH yCIIEBAEMOCTH
oOyyaronuxcsi. K ocHOBHBIM (popMaM TeKyIEero KOHTPOJs (TEKyIleil aTTecTalumn)
MO>KHO OTHECTH YCTHBIH OIPOC, MUCbMEHHbBIE 3a/IaHUsI, KOHTPOJIbHbIE PAOOTHI.

[IpomexxyTouHast aTrecTtanus, Kak MpPaBHIIO, OCYLIECTBISETCS B KOHIIE
ceMecTpa M MOXKET 3aBepuliaTh W3yYEHUE KaK OTAEIbHON TUCUUIUIMHBI, TaK U €€
pasnena (pasnenoB) /Momyns (Moxyneit). [IpomexxyTodHas arrectands mMOMOTaeT
OLIEHUTH 00Jiee KPYITHbIE COBOKYITHOCTH 3HAHUI U YMEHHUI, B HEKOTOPBIX CIy4asx
— naxe (QOpMHUPOBAHUE OIPEACTICHHBIX MNPOPECCHOHANBHBIX KOMIETEHITHH.
OcHoBHble ¢opMbl: 3aueT (AuddepeHurpoBaHHbIi). Tekymuii KOHTPOJb H
MPOMEXKYTOUHAS] aTTECTalMsl TPaJAULUOHHO CIYKaT OCHOBHBIM CpEICTBOM
obecrieueHrs B y4eOHOM Ipoliecce «0OpaTHOM CBSI3W» MEXAY MPErnojiaBaresieM U
oOyyJaroummcsi, HEOOXOUMON JUIsl CTUMYJIHMPOBAaHUS PAOOTHI OOyHarOIIUXCS U
COBEPILIEHCTBOBAHUS METOJIMKH MPENoAaBaHusl yU€OHbIX TUCIUTIINH.
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[To pe3ynbraTaM OpPOMEKYTOUHOM ATTECTALUM CTYACHTY 3aCUUTHIBACTCS
TPYAOEMKOCTh  JUCUMIUIMHBI B 3a4€THBIX  €IMHUIAX,  BBICTABJISETCA
muddepeHiupoBaHHas  OlleHKa B TPUHATOM  By3e  cHUCTeMe  OajlioB,
XapaKTepU3ylolas KauyeCTBO OCBOECHUS CTYJEHTOM 3HAHUM, YMEHHUI U HABBIKOB T10
ATON JAUCIUIIJINHE.

YPOBHU OCBOEHUS JNCHUIIJINHBI

MuHUMaIbHbBIN OCHOBHOI1 IIpoaBuHyTHIN
bannw 55-69 70-84 85-100
Ouyenka 3 4 5

3a4TeHO ¢  OLEHKOUS  («oTaMmuHO», 85-100 OaujoB) craBUTCH

00ydJaronmmMcs, KOTOphIE PU OTBETE:

— 0OHapyKMBAIOT BCECTOPOHHEE CHCTEMATHUYECKOE M TIIyOOKOE 3HAHHE
MIPOTrpaMMHOT0 MaTepHaa;

— JEMOHCTPUPYIOT 3HAaHHE COBPEMEHHOMN YUeOHOM U HayYHOU JIUTEPATYPhI;

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

— BJIQJICIOT OHSATUMHBIM aNMapaToM;

— JEMOHCTPUPYIOT CHOCOOHOCTh K aHAJIM3y M COIMOCTABJICHUIO Pa3IUYHBIX
MOJIXOJIOB K PELICHUIO 3asIBJICHHOU B OUJieTe MpOOIeMaTHKY;

— MOATBEPKIAIOT TEOPETUUECKHE MOCTYIAThl MPUMEPAMHU U3 MPAKTUKHU.
3auteHo ¢ oneHkoi 4 («xopomo», 70-84 6ajia) cTaBUTCS 00yJarONTUMCH,

KOTOPBIE MPU OTBETE:

— 0OHapyXKHMBAIOT TBEPAOE 3HAHUE TIPOTPAMMHOTO MaTepHaa;

— YCBOWJIM OCHOBHYIO M HanOoJIee 3HaYUMYI0 JOTOJHUTENBHYIO JIUTEPATypy;

— CIIOCOOHBI ~ MPUMEHATH  3HAHME  TEOPUM K  PEHICHHI0  3ajad
POeCCUOHAIEHOTO XapaKTePa;

— JIOMYCKAIOT OT/IEJIbHBIE MOTPENTHOCTH U HETOYHOCTH MPU OTBETE.
3a4TE€HO C OILIEHKON 3 («yIOBJETBOPUTEJbHO», 55-69 0a//I0B) CTaBUTCS

o0yyJaroummcs, KOTOpble Mpy OTBETE:

— B OCHOBHOM 3HAIOT MPOrpaMMHBIA MaTepuan B 00bEMe, HEOOXOAUMOM ISt
npeacTosIei padboTel o npodeccuu;

— B 11€JIOM YCBOMJIM OCHOBHYIO JIUTEPATYPY;

— JIOMYCKAIOT OT/ICJIbHBIEC MOTPEITHOCTH B OTBETE HA BOMPOCHI.
He 3auteHo («HeymoBjieTBOpUTENBbHO», 0-54 0Oasia) craBurcs

o0yyJaroummcs, KOTOpbIe MpU OTBETE:

— OOHapyKMBAIOT  3HAYUTEIbHbIE MpPOOEIbl B  3HAHUSIX  OCHOBHOIO
IPOrpaMMHOr0 MaTepHaa;

— JIOMYCKAIOT MPUHIUNHAIbHBIE OIIMOKN B OTBETE HA BOIPOCHI;

— JEMOHCTPUPYIOT HE3HAaHWE TEOpPHUH M TPAKTUKH TPodecCHoHATEHON
NS TETBHOCTH.
OcHoBaHuEM JUIsl HEIOMYCKA K 3a4eTy SIBJSIETCS TO, YTO 00ydYarolmuics BO

BpeMs ceMecTpa He Habpas yCTaHOBJIEHHOTO MUHUMYyMa 0aioB — 55 6aiios.
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8. IlepeyeHb OCHOBHOM M JONIOJHUTEIBHON Y4eOHO JIUTEepaTyphbl,
He00X0AMMOIi J1JI1 OCBOCHUS TUCUMIIIMHBI (MOYJIs1)

a) rocy1apcTBeHHbIE CTAHAAPTHI
1) TOCT P51141-98 «Jlenonpou3BOACTBO U apXUBHOE Jiesi0. TepMuHBI U

onpeeIeHUsS
2)I'OCT P 6.30-2003 «YHuGUUUPOBAHHBIE CHUCTEMBI JTOKYMEHTAIIWU.
YuudummpoBannas ~ cucTeMa — OpPTaHM3AIMOHHO -  PACTIOPSAUTEIHHOU

nokyMeHTanuu. TpeboBaHus K 0(pOPMIICHUIO TOKYMEHTOB)

3) TOCT P 7.0.97-2016 «Cucrema craHaapToB 10 uH(pOpPMAaLUH,
OMOIMOTEUHOMY W H3AaTelbCcKoMy Jieny. OpraHu3alMOHHO-PACIIOPSAUTENbHAS
nokyMeHTanus. TpeboBanus kK 0OPMICHHUIO TOKYMEHTOBY

0) ocHOBHasi JIMTEepaTypa:

1) beikoBa T. A.JlokymMeHTalMOHHOE OOEcCIeYeHue  YIpaBIICHUS
(menompou3BoicTBO): Yueb.moc. / T.A.bbikoBa u aAp. - 2 u3ad., nepepad. u Jo1m. -
M.: HULL Uudpa-M, 2013-304c¢.http://znanium.com/bookread2.php?book=390575

2) JoxymeHTanmoHHOE OOecredyeHne yIpaBieHHUs MepcoHajoM: YueOHoe
nocooue/bynar P. E. - M.. HUIl HWHOPA-M, 2015. - 234
c.http://znanium.com/bookread2.php?book=488066

3)doxymeHTanmoHHoe o0ecrieueHue yrpaBieHus: B COIUAIbHO-KYJIbTYPHOM
cepBuce U Ttypmsme: YueOHoe mocoome / 'ymuna U. A., 3aitnea H. A. - M.:
Annsda-M, HUILT NHOPA-M, 2015. - 240
c.http://znantum.com/bookread2.php?book=489737

B) AONOJIHUTEIbHAS JUTepaTypa:
1) UYepnoBa C. [I'.JlokymeHnraunoHHoe oOecre4eHne yIpaBlICHUS
[DnexTpoHHBIN pecypc] : yueb.nmocodue / HoBocuO. roc. arpap. yH-T, DKOH. ¢ak.;

coct. C.I. UYepnoBa. — HoBocubupck: 3omoroit komoc, 2014. - 106
c.http://znanium.com/bookread2.php?book=516760
2)JIokyMeHTallMOHHOE obecrnieueHue yIpaBJIeHUS: YuebHoe

nocooue/I'mamgniE.B. - M.: Wl PUOP, HUI[ HMHDPA-M, 2016. - 249
c.http://znanium.com/bookread2.php?book=304633

9. IlepedyeHnb pecypcoB HHGPOPMANMOHHO-TEJIEKOMMYHUKALIMOHHOM CETH
«/HTepHeT», He0OXOAUMBIX IJISl OCBOEHH S JUCHUILITUHBI (MO1YJIs1)

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

2) Jenompow3BOACTBO W JOKYMEHTOOOOPOT  HA  MPEANPUSTHH.
http://www.delo-press.ru/journals.php?page=documents

3) KagpoBoe  Aenompou3BOACTBO W TpyJaoBoe  mpaBo.  http://hr-
portal.ru/rubric/kdp

4) ®enepanbHblii mopTan «OkoHOMHKA. Coruonorus. MeHEeIHKMEHTY.
http://ecsocman.edu.ru

5) OnexrponHas 6ubiaumorexka HR-crienmanuctos. http:/www.hrm.ru/

15



10. MeToauveckue ykazanus JJis1 00y4al0IMXCH [0 OCBOEHUIO TN CIUIIJINHBI
(MoayJist)

CaMocTosTenbHAas TOATOTOBKA O0YYAIONTUXCS IPOBOJAUTCS TSl YTITyOICHMSI
Y 3aKpeIUICHHs 3HAHUH, TOTYYEHHBIX Ha JICKIHMSIX U IPYTHX BHIAX 3aHATUH, IJIs
BBIPA0OTKH HABBIKOB CaMOCTOSITEIBHOTO MPUMEHEHHUS HOBBIX, TOTOJHUTEIBHBIX
3HAHWUW U TIOJTOTOBKH K MIPECTOSIIIAM YUYECOHBIM 3aHSATHUSIM, 3a4ECTY.

BaxxHpIM  ycloOBHEM  YCHENIHOTO W3YYEHUS JUCIUIUIMHBI  SBIISACTCS
nocemenne jekiuil. [lon mocemenueM noapasymeBaercs He (opMa MaCCUBHOTO
MPUCYTCTBHS, @ aKTUBHAs paboTa 1Mo M3y4eHut0 HoBoro matepuana. [logroroska
JICKIIMOHHBIM 3aHATHSIM BKIIIOYAeT B ceOs aHAIW3 MpejiaraeMbplX IS W3Y4YeHUS
BOIIPOCOB, H3yYCHHE HOPMATHBHBIX WCTOYHUKOB M YYEOHOW © HAyYHOU
JUTEPATYphl IO pacCMaTPUBAEMbIM BOIIpocaM JIeKWH. B mporecce nexnuu
oOydJaromuiicss MOXET 3aJaBaTh YTOUYHSIOIIAE BOMPOCHL,  OCYIIECTBUTH
B3aMMOCBSI3b HOBOT'O MaTe€puaia C YXE€ HW3YYCHHBIM, MOJTOTOBUTH 0a3y s
3¢ (HEKTUBHOTO HCIIONH30BAHUS TMOJYYCHHBIX 3HAHUH, OOJErduTh MOATOTOBKY K
NPAKTHUECKOMY 3aHATHIO0. D(P(GEKTUBHBIM CIOCOOOM (HUKCAIUU JICKIIMOHHOTO
MaTepuaia SBISICTCS KOHCIIEKTHPOBAHME, MpPEICTaBiAioNiee cOOO0W HE TOJBKO
¢uKcanio BaKHEHIIMX MOMEHTOB JIEKIIMH, HO W YKa3aHUE TPUMEPOB IS
MOHMMAaHUS TOTO WM HHOT'O TEOPETHUECKOr0 MaTepuara.

[Ipu moAroTOBKE K MPAKTHUYECKOMY 3aHATHIO HEOOXOIUMO HCIOIH30BATh
KOHCIICKTUPOBAHHBIE MaTepHajbl JICKIUH, y4eOHYI0 W HAy4HYIO JIHTEpPaTypy.
[ToaroToBKa OTBETOB MO BBIHOCHMBIM Ha OOCYXKJICHHE BOTPOCAM MPAKTHIECKOTO
3aHSTHS BKJIIOYAET B ceOsl HE TOJIBKO MPOYTEHUE MaTepuaia, HO M €ro aHaliu3 U
KPUTHUYECKYIO OIleHKYy. OOydaromeMycs CIeayeT BBISBUTh MAaJOW3yUYCHHbIE
ACTIEKTHl PacCMAaTPUBAEMBIX BOTIPOCOB, IPOSBUTH MHUITMATUBY TIPH MOATOTOBKE K
IPAKTHYECKOMY 3aHSITHIO.

[Ipy MOATOTOBKE K MPAKTUYECKUM 3aHATHUSAMU W 3a4eTy PEKOMEHIYETCS
CUCTEeMAaTH3UPOBATh 3HAHUS, WM300pakas WX B TaOJIMYHOM, TpauueckoM WU
CXEMaTUIHOM BHUJIE. DTO TTO3BOJIUT YCTAHOBUTH B3aUMOCBSI3b N3Y4aeMbIX SIBICHUH,
YIPOCTHUT 33Jady 3allOMHHAHHUS MaTepuasa, OOJErdyuT MpOIecC MPaKTHIECKOTO
IPUMEHEHUS TTOJTyYEeHHBIX 3HAaHUH.

3amadeil  MPAaKTHYECKWX  3aHATHUH  SBIAETCS  BBIPAOOTKA  yMEHHS
WCIIOJIP30BAaTh TCOPETUUYCCKUE 3HAHWS, TMPOSIBUTH HAIMYAE MPAKTUYECKHUX
HaBBIKOB. [lpm  TOATOTOBKE K  MPAKTHUYECKOMY  3aHATHIO  CIEAyeT
3a071arTOBPEMEHHOTO 00€CTIeUNTh HAJINYMe HEOOXOAMMO ISl JTaHHOTO 3aHSITHS
MaTepuaa, CaMOCTOSITEIbHO TTIOBTOPUTH PaHEe N3YICHHBIC TEMBI.

JIIst  yCHenrtHoro OCBOEHWS JUCITUIUIMHBI BaXKHBIM  SIBJISIETCST  YMCHHE
paboTaTth ¢ TepMHHAMH W WX ompeneneHusMu. s paboOThl ¢ TEPMHHOJIOTHEH
3¢ (EKTUBHBIM SIBIISIETCS MCIOJB30BaHNWE KAaK yu4eOHOW M HAy4YHOH JHMTEpaTyphl,
TaK U IOPUANYECKUX U PUITOCOPCKUX CIIOBAPEH.

Pabora ¢ TepMHHaMU MOXET OCYIIECTBISTHCS Kak B (pOpME COCTaBICHHUS
COOCTBEHHBIX TEMAaTHYECKHX CIIOBAPUKOB I YAOOCTBA M CKOPOCTH TIOMCKA
HeoOxoaumoro TepmMuHa. C  93TOM  1ENbI0  HEOOXOAMMO KaXKIbIii  HOBBIN
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BCTPEYAOIIMICSA TEPMHUH 3aIMCBIBATh U BO BPEMs MOATOTOBKM K CEMHUHAPCKUM U
IIPAaKTUYECKUM 3aHATUSAM YKa3blBaThb COOTBETCTBYIOLIEE ompeneneHue. B cioyuae
BO3HUKHOBEHUSI CJIO)KHOCTH BbIOOpA OINpEAENCHUs] W3 HMEIOLIErocss o0bema B
paMKax Hay4yHOIrO 3HaHHUS HEOOXOAMMO 3aJaBaThb BOIPOCHI IPENOAABATENO B
paMKax JEKIHOHHBIX U IIPAKTUYECKHUX 3AHITHUM.

IIpy 1OArOTOBKE K IPOMEKYTOUYHOMY WJIM HMTOTOBOMY TECTHPOBAHUIO
HEOOXOJMMO M3yYUTh TEOPETUYECKUN W MPAKTUYECKUH Marepuai. TecToBble
3a/laHus (C IEpPEeYHEM BO3MOXKHBIX BAPUAHTOB OTBETOB, CPEAU KOTOPBIX XOTs ObI
OJIMH OTBET SIBJISIETCA HEBEPHBIM) O00ECIEUYMBAIOT CTPYKTYPHOCTH MBIILICHUS,
BBIHYK/ICHHOTO BBIOpaTh U3 NMPEJIOKEHHBIX BApUAHTOB OTBET BCE NMpaBUIIbHbBIC
BAPUAHTHI. T€CTOBBIE 3aaHUs HA YCTAHOBJICHMS COOTBETCTBUS IOAPA3YMEBAIOT
HEOOXOJMMOCTh TMPOSBIICHUS HE TOJIBKO 3HAHMS Y4eOHOTrO MaTepuana, HO U
YMEHHsI TIPUMEHSTh MpaBuia (OpPMaIbHON JIOTUKH. TecToBble 3aJaHHs Ha
YIOPSIOYECHHUE HAIPABICHbl HA YCTAHOBJICHHE JIOTUYECKOM IOCIEN0BATENbHOCTH
paccMaTpuBaeMbIX SIBJICHUI (BPEMEHHU CYLIECTBOBAHUS SIBJICHUM, PacIOJIOKEHUS
CTPYKTYPHBIX JIEMEHTOB IPABOBBIX JTOKYMEHTOB U T.I1.).

O¢pdexTuBHBIM CcHOCOOOM JJI MOATOTOBKM K TECTUPOBAHUIO SIBISETCS
paboTta 00ydaromerocs Mo PELIEHUI0 TECTOBBIX 3aJaHUMN, MPEAOCTaBICHHBIX AJIs
CaMOCTOSITENIbHON paboThl. Takke HpU MOATOTOBKE K Takol (popme KOHTPOJs
3HaHUM, KaK PELICHHE TECTOBBIX 33JlaHUM, CIEAYET CAMOCTOSATEIBHO IOIBITATHCS
npopaboTaTh paccMaTpuBaeMble B TUCIUILUIMHE BOMPOCH! B ()OpME COCTaBIICHUS
TECTOBBIX 3a/IaHUM.

IIpy moaroTroBke K 3a4ery cleayeT HMMETh B BHUAY, YTO OH SIBJIIETCS
UTOTOBOM (POPMOM KOHTPOJISI MO M3YUCHHUIO JaHHOW y4eOHON MUCHUIUIMHEL. 3adeT
MOJAPAa3yMEBAET  MAKCHUMAJIbHYK)  KOHILIEHTPAUMIO  3HAHMM U YMEHUU,
IIPEANOJIATAOIINX [T0JHOE U3YYEHNE MaTepUaa JUCLUIIINHBI.

3auer npoBOAUTCS B (OpPME YCTHOIO COOECENOBaHMUS M BbINOJIHEHMS
NUCBbMEHHOTO 3aJ1aHus, JIN0O TeCTa.

Pemenune mnpenonaBarenss o0 UTOrOBOW OLEHKE MPUHUMAETCA 10
pe3ysibTaTaM YCTHOTO OTBETa M BBIIOJHEHHOTO IUCBMEHHOTO (TECTOBOIO)
3a/1aHus], B 3aBUCUMOCTH OT IIKAJIBI OLICHKU.

WuTepakTuBHbIE  (OpPMBI  MPOBENEHUS  3aHATHUM 1O  JUCLHMILIMHE
«/lokymenmoobopom 6 opzanuzayusx cepeuca» BKIIOYAIOT B ce0s CIEAYIOLIUE
BUJIbI 3aHSITHIH:

- HHTEPAKTHUBHBIE JIEKI[MW, MNPEANOJAralT HCIOJIb30BAaHUE METOJA
npo06sieMHOT0 u3J0XKeHus. [Ipyu TakoM mojaxoje JEeKIUs CTAHOBUTCS MOXOXKEW Ha
JMajor, MPenoJaBaHue UMUTUPYET HCCIEI0BATENbCKANA MPOUECC (BBIABUTAIOTCS
IIEPBOHAYAJIBHO HECKOJBKO KIIFOYEBBIX ITOCTYJIATOB II0 TEME JIEKLNH, U3JI0KEHUE
BBICTPAUBACTCSl 10 MPUHIUIY CaMOCTOSITENIbHOTO aHaiuu3a ©u  00001eHus
CTYJEHTaMH Y4YeOHOro marepuana). JTa METOAMKA I03BOJSET 3aWHTEPECOBATH
CTYJEHTa, BOBJEUYb €r0 B Ipouecc o0yueHus. [IporuBopeurss Hay4yHOro MO3HAHUS
PacKpbIBAIOTCSI MOCPEICTBOM IOCTAHOBKM NIpoOJieMbl. YueOHas mnpoOiema u
npoOJieMHasi CUTyalMsl SIBJSIOTCS OCHOBHBIMU CTPYKTYPHBIMM KOMIIOHEHTaMH
npobsieMHoro odyuenus. Ilepen HagamoMm H3ydeHHs] ONPENEICHHOM TEMBbI Kypca
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CTaBUTCS TEpel CTyACHTaMu NpOOJEMHBIA BOMPOC MM JaeTCs MPOoOJIEeMHOE
3amanue. CTUMyIUpysh paspeuieHue MpoOJieMbl, MpPEenojaBareib CHUMAET
IPOTUBOPEUMS MEXKIY MUMEIOLIUMCS €€ IIOHUMaHUEM U TpeOyeMbIMHU OT CTYACHTA
3HaHUAMH. D(PPEKTUBHOCTh TAKOT'O METOAA B TOM, YTO OTIENIbHBIE MPOOJIEMBI
MOTYT IOJHUMATHCS CaMHMM CTyAeHTamu. [JIaBHBIM ycrnex JaHHOTO METOJa B
TOM, YTO IIpernojaBaTesib J0OMBAETCA OT ayAUTOPUHU «CAMOCTOSTEIBHOIO
pelIeHus» MOCTaBJIEHHOW mpobsemMpl. OpraHuszanus HpoOJIEMHOTo OOydeHHus
NPEJCTaBISIeTCST JOCTATOYHO CJIOXKHOM, TpeOyeT 3HAYMTENbHOM MOArOTOBKU
aexktopa. OJHAKO Ha HAaYaJIbHOM 3Talle MCIOJIb30BAHUS ATOTO METOJA €r0 MOXKHO
BHEJPATH B CTPYKTYPY T'OTOBBIX, paHee pa3pabOTaHHBIX JIEKIHMH, MPAKTUYECKUX
3aHATUN KaK JTOIIOJIHEHUE.

- TPYNONOBBIE JUCKYCCHM, NPUMEHSAIOTCS i OOECHEYeHHsT HaBBIKOB
KOMaH/JHON pabOThl U MEXJIMYHOCTHON KOMMYHUKALMU U MPEACTABIAIOT COOOM
OLICHOYHOE CpEACTBO, MO3BOJSIOLIEE BKIIOYUTH OOYyYarOIUXCsl B IPOLECC
OoOCY)XJ€HUSI TPEACTABICHHOW TEeMBbl, MpOOJEMBl M OLIEHUTh MX YMEHHUE
apryMEHTUPOBAaTh COOCTBEHHYIO TOUKY 3peHusa. Kpome Toro, B Xoae 3aHATHI
IIPOBOJATCS KPYTIJIBIE CTOJIBI 110 33JaHHBIM TEMAaTHKAM.

Pexomennyercs  npu  INOATOTOBKE  HMCIIOJIB30BaTh  JJIEKTPOHHBIC
OMOIMOTEYHbBIE CUCTEMBI, a TAKXKE CIIELMAIN3UPOBAHHbIE CaliThl ceTH Internet.

11. ITepeyenb nHGOPMAIUMOHHBIX TEXHOJIOT Ui, HCIIOJIb3yEeMbIX NPH
OCYIIIeCTBJIEHHMH 00Pa30BaTeJILHOIO Mpolecca Mo TUCHUILTHHE (MOYJII0),
BKJIIOYAS NepeYeHb NPOrPAMMHOI0 obecnedeHus 1 UHPOPMANMOHHBIX
CIIPABOYHBIX CUCTEM

[IporpammHoe obecrnieyeHue:

Omnepanuonnas cucteMa (Microsoft Windows Ilponpuemapnas);,
[Taket oducubx mporpamm (Microsoft Office IIponpuemapnas);
Web-6payzep (Mozilla Firefox GNU Lesser General Public License);

Y=

HNupopmaninoHHble CLIPABOYHBIE CUCTEMBI:
1) AsromMaTu3upoBaHHas HHQOpPMAIOHHAs OMOIMOTEYHAs CcUcCTeMa

Marc21SQL;
2) CnpaBouHo-nipaBoBas cucteMa «Koncynprant [Lmrocy
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12. MarepuaibHO-TeXHHUYECKas 0a3a, He00OX0oauMAast ISl OCyHIeCTBJICHUSA
00pa30BaTeJIbHOIO MPoLecca Mo AMCHUIVIUHE (MOYJII0)

Ne

u/n HaunmenoBanue KoimnuectBo
1. | Coenpanu3upoBaHHbBIC Ay IUTOPUM:

VYuebHas ayauTopus sl MPOBEACHUS 3aHATUNA CEMHUHAPCKOTO
TUIMA, KYpPCOBOTO MPOECKTUPOBAHUS (BBIOJTHEHUS KYPCOBBIX
paboT), TPYNIOBBIX ¥ WHIWBHIYAIbHBIX KOHCYJIBTAIUH,
TEKYIIErO0 KOHTPOJII H TMPOMEXYTOYHOW arrectamuu /
KOMITBIOTEPHBIA KJIACcC / TOMEIIEHUE [JIi CaMOCTOSTEIHLHOU
paboThiNe 43 (yn. Pormunckas, 5)

2. | TexHudeckue cpencTBa O6yUEHNUS:

KOMITBIOTED € MPOrpaMMHBIM obecriedeHueM No 43 | 17
3. | CnenmpanusupoBaHHbIe ayIUTOPUN:

VYyeOHast ayIuTOpus sl IPOBEACHUS 3aHATHI JIEKIIMOHHOTO
THUITIA, 3aHATHI CEMUHAPCKOTO TUIIA, TPYIIIOBBIX U
VHAMBUIYAIbHBIX KOHCYJIBTAINH, TEKYIIIETO KOHTPOJIS U
npoMexxyTouHoi arrectaruu Ne 39 (yi1. PommHckas, 5)

4. | Texunueckue cpenctsa 06ydenns:

9KpaH HacTeHHbIH Ne 39

MYJIbTUMEIUUHBINA TPoeKTOpNe 39

KOMIBIOTEP C MPOrpaMMHBIM obecrieueHuemMNe 39
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