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1. [TosicHUTEIHbHASA 3ANMNCKA

Kype «oxymenmoobopom 6 opeanuzayusx cepeuca» 3aHUMAET BaXKHOE
MECTO IMpH MOArOTOBKE OakanaBpoB Mo HanpasieHuo 43.03.01 «Cepsucy.
VYrpaBneHue npeanpuaTueM (opraHu3anueit), 0Ka3blBalOIIMM yCIyTH, HEM30€KHO
TpeOyeT CO3/[aHKMsi MHOTHMX BHJIOB JIOKYMEHTOB, 0€3 KOTOPBIX HEBO3MOKHbI
pPEILICHUE OCHOBHBIX ITPOM3BOJCTBEHHBIX 3a/1a4, IUIAHUPOBAHHUE JIESATEIBHOCTH,
dbuHaHCHpOBaHUE, OYXTANTEPCKUN yUeT U OTYETHOCTh, OMEPATHBHOE YIIpaBJICHUE,
KaJIpoBoe oOecreyeHue NeATeIbHOCTH U T.I. JIOKyMEHTBI SIBJSIOTCS OCHOBHBIM
JIOKA3aTeIbCTBOM COBEPIICHHUS] TOTO0 WM HMHOro (pakTa MpOU3BOJICTBEHHO-
XO3SIUCTBEHHOW JESITENbHOCTH Npeanpusitus. OpraHus3anusi T0KYMEHTAIMOHHOTO
oOecrieueHusi ympaBieHHs B cdepe cepBuUca HMEET HEKOTOpble OCOOCHHOCTH,
CBS3aHHBIE C KOHKPETHBIMU MPOLIEAypaMU pead3ali TPeOOBaHUM W HOPM,
ONPEAECICHHBIX 3aKOHOIATEIHCTBOM.

Llenpi0 OCBOEHUSI NUCHMIUIMHBI «/[OKYyMeHmoobopom 6 OpeaHu3ayusx
cepguca»  SABIAECTCS  HM3YYEHHE  CHCTEM  JIOKyMEHTAllMd, OpraHu3aluu
JIOKYMEHTUPOBAHUS u JIEIIONTPOU3BOCTBA, COCTaBJISIFOIINX OCHOBY
MH(OPMAITMOHHBIX MPOIIECCOB B CEPBUCE, COBOKYITHOCTh KOTOPHIX 00€CIIeurBaET
OpraHu3aluIo IIPOLECC CEPBUCA.

3agauu TUCIUIIINHBI:

* O3HAaKOMJICHHE CTYJCHTOB C 3aKOHOJATEIHLHOM M HOPMATHUBHON 0a30ii,
METOIUYCCKUMU pa3pad0OTKaMH M OCHOBHOM HAYYHOU JIMTEPATYPOH 10 KypCy;

* W3y4YCHHE TMPAKTUKH OPTraHM3allMU JIOKYMEHTAllMOHHOTO oOOecreyeHus
YIPaBJICHUS HA TPEANPUATHAX, OPTaHU3AIUAX U YUPEKICHHUSIX CEPBUCA.

2. IlepeyeHb MIIAHNUPYEMbIX Pe3YyJIbTATOB 00yUEeHUS MO AUCIUIIIMHE,
COOTHECEHHBIX C IVIAHUPYEMBbIMH pe3yJibTaTaMi 0CBOEHHsI 00Pa30BaTeIbHOIM
MPOrpamMmbl

Hucuunnuna «/Jokymenmoobopom 6 opeanusayusax cepeuca» y4acTBYET B
dbopMuUpOBaHUH CIIEAYIONIEH KOMIETEHIIUN (CAETYIONUX KOMIIETCHIUMN):

OIIK-3 - 3HAHUS: OCHOBBI JIOKYMEHTAJILHOTO OOECIeUeHHsI OpraHu3aIuu IMpoiiecca
TOTOBHOCTb CepBHCAa;  COCTaB  OPraHU3ALMOHHO-IIPABOBOW,  PACHOPSAUTEIBHOM,
OpraHu30BaTh WH(POPMAITMOHHO-CTIIPABOYHOM, IJIAHOBO-OTYETHON JTIOKYMEHTAIUH,

Ipoliecc cepBuca, | mpaBuja e€ cocTaBiIeHHS M O(OpPMIIEHUS; IMpaBUia JTOKYMEHTOOOOpOTa.
MPOBOANTH BHIOOP | Pecypcel, cpencTa u npaBuia JOKyMEHTOOOOpPOTA B CEPBHCE

peCypcoB U YMeHHUSI: ONIPEJEIsATh COCTaB, CTPYKTYPY U COJiepkKaHUe JOKYMEHTAlNH,
CpeICTB ¢ yuerom | OOCCIEYNBAONICH OPraHU3aIHIO POLECCa CePBHCA, BBIOPATh PECYpCHI 1
CpeACcTBa JIOKYMEHTO000pPOTa;

OTpeNeNIATh BUJABI YIPABICHYECKHX JOKYMEHTOB, HEOOXOIMMBIX JUIS
ONMHMCAHMs  PA3JIMYHBIX  YOPAaBICHUYECKUX JEHCTBMH B  pa3IMUYHBIX

TpeOoBaHMi
noTpeduTens

4




CUTyalludX; COCTaBJIAATb H O(i)OpMJI?ITI: ACJIOBBIE IIHCbMa, AOKJIAIHBIC H
CITyKeOHBIE 3aITUCKH OTBEUYATh Ha KAJIOOBI MOTpeOUTenen

HABBIKU: pa3paboTku Habopa OpraHu3aIMOHHO-TIPABOBOM,
pacropsIuTeIbHONH, WHGOPMAIIMOHHO-CIIPABOYHOM,  IUIAHOBO-OTYETHOU
JTOKYMEHTAINH, BBIOOpa PECYPCOB U CpPEICTB JOKYMEHTOOOOpOTa B
mporiecce  OpraHM3aldyd  CEPBUCHOM  JICATENBHOCTH;  HaBBIKAMHU
CUCTCMATHU3allU JOKYMCHTAUWMHU B IPOLCCCC CepBHCHOﬁ ACATCIIBHOCTH,
OpPraHUu30BBIBATH JIOKYMEHTOOOOPOT

3. MecTO TUCHUILIMHBI B CTPYKTYpe 00pa30oBaTe/ibHOI NPOrpaMMbl

HNucuumniuna b1.5.18 «/{okymenmoobopom 6 oOpeanusayusx cepeuca»
SBJISICTCS] JUCHUIUIMHONW 0a30BOM 4acTH y4eOHOTO IMJIaHa MOJTOTOBKH CTYIEHTOB
no HanpasiieHuto 43.03.01 Cepsuc.

[udp [IpenmecTByronime QUCHUIIIIMHBL [Tocnenyromuye TUCHUITIIUHBI
KOMIIETEHIINHU y4eOHOro IJ1aHa, B KOTOPBIX y4eOHOro IJ1aHa, B KOTOPBIX
OCBaMBAETCS KOMIICTCHITHS OCBaMBaETCsI KOMIIETEHIIUS
OIIK-3 JucuuiuinHa  siBisieTcst  mepBoil B | MEHEDKMEHT B cepBuCe
dbopMupoBanuy JaHHOH KommeTeHuy | MapKeTHHT B cepBUCe

4. O0beM QMCHUNJIMHBI (MOIYJISI) B 3a4€THBIX eIMHULAX C YKA3aHUEM
KOJIMYECTBA AKAJJeMUYeCKUX MU ACTPOHOMUYECKHUX YACOB, BbIJEJIEHHbIX HA
KOHTAKTHYI0 padoTy 00y4arommxcs ¢ npenogaBaresieM (1o BUIamM y4e0HbIX

3aHATHI) K HA CAMOCTOSITEJIbHYI0 Pa00Ty 00y4alomuXxcsi

O6mmas TPYAOEMKOCTb OCBOCHMUS yueOHOM JTUACIUTLTAHBI
«/lokymenmoobopom 6 opeaHu3ayusx cepeuca» COCTABISIET 4 3aU€THBIX €AUHUIIBI
nin 144 akageMHUYecKuX Jaca.

Kypc No 2
OO6m1ast TpyI0€MKOCTh (BCEro aK. 4acoB / 3.e11) 144/4
Jleknun 6
KonTtakTtHas pabota
[IpakTruueckue 3aHATHS 6
CamocrosiTenpHast paboTa 130
Bun
MPOMEKYTOUHOMN 3auer ¢ 11
aTTeCTallu OIICHKOW/KOHTp.padoTa




5. Conep:xanue TMCUUIIMHBI (MO1YJIsl), CTPYKTYPHPOBAHHOE 110 TEeMaM
(pa3aesiam) ¢ ykazaHueM OTBEIEHHOI0 HA HUX KOJIMYeCTBA aKaJeMUYeCKUX
WIHA ACTPOHOMHMYECKHUX YACOB U BUA0B y4eOHBIX 3aHATHIA

HaumenoBanue paznena
JTHUCITUILIMHEI (TEMA)

TpynoeMKoCTh

BCETO

JICKIIUHN

MMPAaKTU4. 3aHATHA

1a00p.3aHATHS

camocT. pabota

Conepxxanue

\®]

=

OCHOBEI
HOTO
OpraHu3aIuu
cepBuca

JIOKYMEHTAaJIb-
obecneueHus
npoiecca

32

30

[lonsitTue o noxkymente. CBONCTBa,
npu3HaKku, (QYHKIUKM  JOKYyMEHTa.
Meroasl U CroOcoObl  JTOKYMEHTH-
pOBaHMSI. Hopmatusho-
METOAUYECKas baza
JIOKYMEHTAI[MOHHOTO ~ 00ec-TIeYeHUs
YIIPABJICHUS JIeSITCIIbHOCTRIO
opranuzaiuu chepbl cepBuca. Bumbl
VIIPaBICHUYECKUX JIOKYMEHTOB, HEO00-
XOJUMBIX JUIsI OTIMCAHUSl Pa3TuYHBIX
YIIPABJICHUYECKUX JEUCTBUM.

Cucremsl JOKYMCHTAlUU,
oOpasyromuecs: B mpolec-
Ce YNpaBICHHS JIESATENb-
HOCTBIO OpraHu3aIHii
cdepsl cepBuca..

32

30

CocraB, CTpYKTypa M COJIEp’KaHHE
JIOKYMEHTALNH, o0ecrneunBaroeh
OpraHu3alyio IMpoIecca CepBuUca.
CoctaB oOpraHu3alOHHO-IIPaBOBO,
pacrnopsIUTEIbHOM,
MH(OPMaIIMOHHO-CITPABOYHOM,
IJIAHOBO-OTYETHOM  TOKYMEHTAIIUH,
npaBuja eé COCTaBJICHHS u
opopmIIeHNS;

JlokyMeHTaIMoHHoe obec-
TIeYEHUE YIPABJICHUS Tep-
COHAJIOM.

34

30

OO6mrast xapakTepUCTHKA KaJIPOBOTO
cocraBa npennpustus. OpraHu3anus
JOKYMEHTAIlMOHHOTO0  o0ecreyeHus
JESTENIbHOCTH  KaZpOBOW  CITYXKObI
npeanpusatus cdepsl cepBuca. Opra-
Hu3auusg paboThl C KaJpoBOW JOKY-
MeHTanueil. OCOOEHHOCTH HCIONb-
30BaHWsl cetm  MHTepHEeT  MIIA
pereHus 3a1a4 KaJpOBOT0
JIEJI0OIPOU3BO/ICTBA. Odopmrnenue
JENIOBBIX ~ MHCEM, JOKJIAJHBIX U
CIy’)KeOHBIX 3allMCOK, OTBETOB Ha
XKAJIOOBI MOTPEOUTENEH.

Opranuzanus

34

30

OpraHuzanus paloTHI C




JTOKYMEHTO000pOTa. JIOKyMeHTaMH. Pecypcsl, cpenctBa

Pecypchr, cpeactea W npaBuiia JOKyMEHTOO00pOTa B CEpBHCE.
MpaBmia JOKyMEHTO000poTa Nx BeIOOp B 3aBHCUMOCTH  OT
B cepBuce. Mx BBIOOpD B 0COOCHHOCTEH JIESATSIIBHOCTH
3aBHCHMOCTHU oT MPETPUSITHS.

0coOeHHOCTEH CucremaTuzanusi JOKyMEHTAI[UU B
JESTENbHOCTH HPCAIPHSTHS. HpoLecce CEPBUCHON JEATEIbHOCTH.

dopmupoBanue u ohpopmIICHUE OE.
OKcnepTu3a HeHHOCTU JOKYMEHTOB,

MOJITOTOBKA JIOKYMEHTOB K
XPaHEHHUIO.
3aueT ¢ OLEeHKON 1 |-
KonTtp. pabota 1 10
Hroro 3a 3 cemectp 144 | 6 8 |- 130

6. IlepevyeHb y4eOHO-METOAUYECKOT0 O0ecIIeYeHUs AJIsl CAMOCTOATEILHOM
padoThI 00y4aOIIUXCSH MO JUCHUIIIMHE (MOXYJIIO)

CamocrosiTeibHasi pad0oTa CTYICHTOB HA 04HOI (popme 00ydeHust

No Bunpr camocTosTEIbHOM Tpynoemkocts, | @opma KOHTpOIIS*
paboTHI aK.4achbl
1. | [IpopaboTka TEOPETUUECKOTO
MaTrepuala 1o KOHCIIEKTaM
JICKIIUH, PEKOMEHIOBAaHHOMU 45 YCTHOC
cobecenoBanme

JTUTEepaType, TOMOJTHUTEIHLHBIM
HMCTOYHHKAM UHGOPMAITHH

2. [ToaroToBKa K MPAaKTHYECKUM MIpEeICTaBIICHHE
3QHSATHSIM: TIOUCK 40 nHpopmaruu B
HEO0O0X0IMMOM HH(pOPMAITUH, 00paboTaHHOM
00paboTka nHbopmauu BHJIC

3. [TonroroBka k Tekyueu
aTTeCTaIM (TECTUPOBAHUE U 45 KOHTPOJIbHAS
HaIMCaHUE KOHTPOJIbHON pabora
paboThI)

JInst caMoCTOSITENbHOM paboThl MO AUCIUILIIMHE (MOJYIII0) OOy4aroliuecs
UCIOJIB3YIOT clleytoliee yueOHO-MEeTOAMYECKOe 0OecreueHue:

1) beikoBa T. A. JlokymeHTanimoHHOe oOecrieueHUue YIpaBICHUS
(memonpoun3BoicTBO): Yueb. moc. / T.A.beikoBa u np. - 2 u3a., nepepad. U J01. -
M.: HUIJ Nupdpa-M, 2013 - 304c.
http://znanium.com/bookread?2.php?book=390575

2) JlokyMeHTaIlMOHHOE OOEeCIeUeHUE YIpPaBIEHUs TMEPCOHAIOM: YucOHOe
nocobue/bynar P. E. - M.. HHUL[ HHDPA-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) JlokyMeHTalmOHHOE O0eCTeueHUE YIPABIEHUS B COLUATIBHO-KYJIBTYPHOM
cepBuce u TypusMme: YueOHoe mocooue / I'ymmna U. A., 3aineBa H. A. - M.:
Anbda-M, HUI] NHOPA-M, 2015. - 240 C.
http://znanium.com/bookread?2.php?book=489737

4) ®OoHI OUEHOYHBIX M METOAUYECKHX MaTepHajoB IO JUCIUILINHE
«/lokymenmoobopom 6 opeanuzayusax cepeucar.



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

7.M0oH OLIEHOYHBIX U METOAMYECKUX MATEPHUAJIOB /IJIsl POBeeHUS
NMPOMEKYTOUHOM aTTecTAIMU 00YYAIOUIUXCSI 0 TUCHUIIHHE

7.1. IlepevyeHb KOMIIETEeHIMH C YKa3aHUEM ITANOB UX (POPMUPOBAHUSA B
npoiecce 0CBOeHNs 00pa3oBaTeIbHON NMPOrpaMMbl

[Iporiecc u3ydeHUs IUCHUILUIMHBI «/JOKYMEHMO0O0Opom 6 Opeanu3ayusx
cepeucay HalpaBjieH Ha GOPMUPOBAHUE CIEAYIONTINX KOMITETEHIIHIA:

OIIK-3 - 2omogHocmb 0peaHU308anv NPoYyecc cepsucd, npo8ooums 8b100p
pecypcos u cpeocma ¢ y4emom mpebosanuti nompeoumens

JTanbl (l)Ole/IpOBaHI/IH KOMIICTCHIINHN

1 sTan 2 3TaI
JloKyMeHT0000pOT B OPraHu3anusx MapKeTHHT B CepBHCe
cepBHca (3 Kypc)
(2 kypc)

MeHemKMEHT B CEpBUCE
3 xypc)




7.2. Onucanue nokasareJiei u KPUTEPUEB OLICHUBAHUSA KOMlIeTeHIII/Iﬁ Ha pa3/inYHbIX ITanmax ux q)OpMI/IpOBaHI/IH,
OIMNCaHMUC INKAJ OIICHUBAHUA

<| = Kputepuu ouneHnBaHusi pe3yJbTaToB 00yUeHHs
s 2 =
=3 o Ilianupyembie He3auer ¢ ouenkoii 3a4der C OLEeHKOI 3a4der ¢ OLlEHKOI 3a4deT ¢ OLEHKOI
E E'ES 2 | pe3yabTarhbl 00y4YeHHsI | «HEYAOBJIETBOPHUTEJIbH | «YIOBJETBOPHUTEIHLHO» «XOpOoIIo» «oTmyHo» (85-100
= 2 o» (0-54 6an10B) (55-69 6a/10B) (70-84 6an1a) 0aJ1J10B)
°l =
1 3tan
3HaHuA: He 3HaeT ocHOBBI: JleMoHCTpHpYyeT YacTuy- 3HaeT JOCTaTOYHO B JIeMOHCTPHPYET BHICOKHIA
-OCHOBBI JIOKYMEHTAJIb- -JIOKyMEHTaJILHOTO 00€C- | Hble 3HAHUS 0e3 rPyOhIX 06a30BOM o0BbeME: YPOBEHb 3HAHUI:
= HOr0 00€CIIeYEHHs Opra- | MeueHHs OPraHu3auK OMIMOOK: -OCHOBBI JJOKYyMEHTAJIbHO- | -OCHOB JOKYMEHTAJILHOTO
= HU3alMK [IPOLECCa Cep- | mpoliecca CepBUCa; - MPOLECCOB JTOKYMEH- ro o0ecreYeHuns: Opranu3a- | 00ecreueHust OpraHmu3a-
% BUCA; -COCTAB OPTaHH3aLMOH- | TAJILHOIO obecrieueHus UM MIPOIECCa CEPBUCA; [IUU TIpOIIECcca CEPBHCA;
g - COCTaB OPraHM3alMOH- | HO-TIPAaBOBOM, PacCIOpsA- | OpraHM3alMu CEPBUCA; - COCTaB OPraHU3AIMOHHO- | - COCTaBa OPraHU3AIHOH-
° HO-IIPaBOBOM, pacops- | AuTenbHOU, HH(OpMa- - OpPraHu3alOHHO-TIPaBoO- | IPAaBOBOM, PACIIOPsIU- HO-TIPAaBOBOM, PACIIOPSITU-
o TUTENbHOM, nHpopMa- LIUOHHO-CIIPABOYHOM, BOW, pacropsiIuTEIbHOM, TENLHOU, HHPOPMAIIHOH- TeIbHOU, HHPOPMAIIUOH-
§ = LIIOHHO-CIIPaBOYHOI, IUIAHOBO-OTYETHOM JIOKY- | HH(POPMAIIHOHHO-CIIPa- HO-?_HpaliO‘IHOfI, TIJIAHOBO- | HO-CIIPAaBOYHOM, IIJIAHOBO-
= =3 - IJTAHOBO-OTYETHOM JIOKY- | MEHTAllUU, TPaBUia €€ BOYHOM, IJIAHOBO-OTYET- OTHCTHOM JOKYMCHTALMH, | 0TYETHOM JOKyMEHTAIIUH,
Z QE < | MeHTanuMH, npaBuIa eé cocTaBleHus ¥ 0pOpMIIe- | HO¥ JOKyMeHTaIuH, onpe- | [PABHIA €€ COCTABICHUA M | npapnn e€ cocrabneHus u
= 2 % coctaBnenus u opopM- | Hus; JIeTIeHHH MPABUII COCTAB- odopmiteHns; . 0(OPMIICHUS;
=z JICHHS; -IpaBUJIA TOKYMEHTO- neHns 1 oOPMIICHNS; —Hpal.snna AOKYMEHTOO00 | _npapun gokyMeHT0060-
£ -TpaBHIIa JOKYMEHTO- oGopora; - OIIpe/IENeHNH [IPABHI poTa; pota;
3 obopora -PECYPCOB, CPEJICTB U JIOKYMEHT0060poTa ~PeCYPCBL, CPEACTBA 1 -pPecypcoB, CPeJICTB U
S -pECYpPCHI, CPENCTBA U MPaBUII -pECYpPCOB, CPENICTB U TpaBHia HpaBUJI
o IpaBuiIa JIOKYyMEHT0000pOTa B TIpaBUI JIOKyMEHT0000pOTa B JIOKyMEHT0000pOTa B
‘E JIOKyMEHTO000pOTa B CEpBHCE. JIOKyMEHTO000pOoTa B cepeuce. cepBHCE.
= cepBuce. cepBuce.
o YMenusi: He ymeer unu nemoHcT- | JleMoHCTpUpyeT YMeeT npuMeHsTh 3HaHusl | JleMOHCTpHpYyeT BHICOKHI
-ONpPEIENsTh COCTAaB, pUpYET YaCTHUYHBIE YMe- | YaCTUYHBbIC yMEHUs 0e3 Ha TIPaKTHKE B 6a30BOM yYpOBEHb YMEHUH MpH:
CTPYKTYpY U COJEpKa- HUS, I0IyCKas rpyoObie rpyOBIX OIMOOK MpH: o0beMe Ipu: -OIpe/IeJICHNH COCTaBa,
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HUE JIOKYMCHTAIIUH,
obecrieunBaroIiei
OpraHu3aIuIo Tpolecca
cepBuca, BEIOUPATh
pecypChI U CpeICTBA
JIOKYMEHTO000pOTa;
-OIpeIeTATh BUIBI
YIIPaBJICHYECKUX
JIOKYMEHTOB, HEOOXO/11-
MBIX JUUIsI OTIMCAHUS pa3-
JUYHBIX yIIpaBJICHYEC-
KUX JICHCTBUI B pa3iind-
HBIX CUTYaIUsX;
-COCTaBIISITh U OPOPM-
JSTh JIEJIOBBIE IMHCHMA,
JOKJIAJTHBIC U CITYKeO-
HBbIC 3alUCKU OTBEYATh
Ha KaJo0bl MOTpeduTE-
nen

OIIMOKY TIPH:
-OIpe/IeIEHNH COCTAaBa,
CTPYKTYPBI U COJepxKa-
HUS IOKyMEHTAIUH,
oOecnieunBaroiel opra-
HU3AIHIO MpoLecca cep-
BHUCa, BEIOUPATH PECyPChI
U CpE/ICTBA
JIOKYyMEHTO000pOTa;

- OTIpeIeNICHUN BUJIOB
YIIPaBJIEHYECKUX JIOKY-
MEHTOB, HEOOXOIUMBIX
JUTSL OTIMCAHUS Pa3Iny-
HBIX YIIPaBICHYECKUX
JICHCTBHUN B Pa3JIMYHbIX
CHUTYaIHIX;

- COCTaBJICHUU U 0POpM-
JICHUH JICTIOBBIX ITHCEM,
JIOKJIQHBIX U CITYKeO0-
HBIX 3aMCOK OTBEYATh
Ha KaJI0OBI MOTpeOHTE-

nen

-OIIpeIeJIEHUH COCTaBa,
CTPYKTYpPHBI U COJIEpPKaHUS
JIOKyMEHTaIuH, o0ecreyn-
BaloIlell OPraHU3alHIO
mpolecca cepBuca,
BBIOUpATh pecypchl U
CpeacTBa
JIOKYyMEHTO000pOTa;

- OIPEJEIIEHUN BUJIOB YII-
PaBJIEHYECKUX TOKYMEH-
TOB, HEOOX OJIUMBIX JIJIS
OMHCAHUS PA3INYHBIX yII-
PAaBIICHUYECKUX JICUCTBUM B
Pa3IMYHBIX CUTYAIUsIX;

- COCTaBJIEHUU U 0(hOpM-
JICHUH JIETOBBIX MTUCEM,
JOKJIaJTHBIX U CIIYKEOHBIX
3aMHUCOK OTBEYaTh Ha
JKao0bl MOTpeOuTENeH

-OIIpe/IETICHUH COCTaBa,
CTPYKTYpPBI U COJEP>KaHUS
JOKyMEHTaIH, o0ecreyu-
BaIOIIEH OpraHu3aInio
mpolecca cepBuca,
BBIOUpATh pecypchl U
CpeacTBa
JIOKyMEHTO000pOTa;

- OIIPEJICIICHUH BUJIOB YII-
PaBJICHYECKUX IOKYMEH-
TOB, HEOOXOUMBIX JIJIS
OTMCAHUS PA3IUYHBIX Y-
paBJICHYECKHX JICVCTBUIA B
Pa3IMYHBIX CUTYaIUsIX;

- COCTaBJICHUU U 0(OpM-
JICHUH JIETIOBBIX MTUCEM,
JOKJIaJTHBIX U CITyKEOHBIX
3aMMCcoOK OTBEYATh Ha
XKaoObl MOTpeduTENeH

CTPYKTYpPBI U COAEPKAHUS
JOKyMCHTALMH, 00ecreyn-
BAIOIIECH OpraHU3aLHIo0
polecca cepBuca,
BBIOMpATH pecypchl U
cpencTaa
JIOKYyMEHTO000pOTa;

- OIIPEJICIIEHUH BUJIOB YII-
PaBJIEHUECKUX TOKYMEH-
TOB, HEOOXOAUMBIX JIJIsI
ONMMCAaHUs PA3INYHbIX YII-
paBJICHYECKHX JICVCTBUI B
Pa3IMYHBIX CUTYALMSIX;

- COCTaBJICHUU U 0(OpM-
JIEHUU JEJIOBBIX MHCEM,
JOKJIaTHBIX U CITyKEOHBIX
3alMCOK OTBEYATh HA

Kao0bl MOTpeOUTENEH

HaBpbiku:

- HaBbIKaMHU pa3paboTKu
Habopa opraHu3alroH-
HO-IIPaBOBOM, pacnops-
TUTENbHOM, nHpOopMa-
HUOHHO-CIPABOYHOM,
IJIAHOBO-OTYETHOM JOKY-
MEHTaIlUH,BBIOOpa
pPECYPCOB U CPENCTB
JIOKYMEHTO000pOTa B
Mpoliecce OpraHu3anuu
CEpPBHUCHOI
NesATeTLHOCTH;

He Bnageet unu ne-
MOHCTPHUPYET HU3KUI
YPOBEHb BIIAJICHUS:

- HaBBbIKAMHU pa3paboTKu
Habopa opraHu3aImoH-
HO-TIPaBOBOM, pacmopsi-
JTUTENbHON, nH}pOopMa-
LIHOHHO-CIPAaBOYHOM,
IJIAHOBO-OTYETHOM JJOKY-
MEHTaIllH, BBIOOpa
PECYPCOB U CPEICTB
JIOKYMEHTO000pOTa B
IIPOLIECCE OPraHU3alnn

JeMoHncTpupyeT
YaCTUYHBIE BIaJIeHUs Oe3
rpyOBIX OMINOOK

- HaBBIKAMHU Pa3paboTKH
Habopa opraHu3aIMOHHO-
NIPaBOBOM, pacopsiu-
TeNbHOU, THPOPMAIMOH-
HO-CIPAaBOYHOH, MJIAHOBO-
OTYETHON JOKYMEHTAIINH,
BbIOOpa pecypcoB U
CPEICTB
JOKYMEHTO000pOTa B
MpOLIecCe OpraHu3aluu

Brnaneer 6a3oBbiMu
npueMaMu:

- pa3paboTku Habopa op-
raHU3allMOHHO-IIPaBOBOM,
pacnopsaIuTENbHON, UH-
(hopmarmoHHO-CIIPaBOY-
HOM, TIJIAaHOBO-OTYETHOM
JOKYMEHTAIMH, BEIOOpa
PECYPCOB U CPEICTB
JIOKYMEHTO000pOTa B
Mpoliecce OpraHu3auu
CEpPBHUCHOM EeATEIbHOCTH;
- CUCTEMaTHU3aL1H T0KY-

JleMoHCTpHpYET BiIaJeHUs
Ha BBICOKOM YPOBHE:

- HaBBIKaMHU pa3paboTKu
Habopa opraHu3aIlMOHHO-
IIPaBOBOM, pacIopsIANTE-
JbHOM, MH(OPMALIMOHHO-
CIPaBOYHOH, MJIAHOBO-
OTYETHOM JOKYMEHTALIUH,
BbIOOpa pecypcoB U
CPEICTB
JOKYMEHT0000poTa B
MpoLIecCe OpraHu3aluu
CEPBHUCHOH IE€ATEIbHOCTH;
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- HaBbIKaMU CUCTEMATH-
3aIH JOKYMEHTAIUHU B
nporiecce CEpBUCHOM
NeSITeTbHOCTH, OPTaHu-
30BBIBATh JIOKYMEHTO-
oboport

CEpPBHUCHOM
JESITEIIBHOCTH;

- HaBbIKAMH CUCTEMaTH-
3allu¥ IOKyMEHTAIlUU B
nporiecce CepBUCHOM
NESTEIIbHOCTH, OpTaHH-
30BBIBaTh JOKYMEHTO-
oboport

CEPBHUCHOM AESITEITbHOCTH;
- HaBBIKAMU CHCTEMaTH3a-
MU JOKYMEHTAIIUU B MIPO-
LIECCE CEPBUCHOM JIEATEIIb-
HOCTH, OPraHU30BBIBATH
JOKYMEHTO000POT

MEHTAlUH B IPOLIECCE Cep-
BUCHOM JIESITEIBHOCTH, Op-
FaHU30BbIBATH JOKYMEHTO-
oboport

- HaBBIKaMU CUCTEMAaTH3a-
[IUU JOKYMEHTAIIUH B MIPO-
[[ECCe CEPBUCHOM JICSATEIb-
HOCTH, OPTraHU30BbIBATh
JIOKYMEHTOOO0OPOT
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7.3. TunoBble KOHTPOJIbHBIEC 32JaHUS] MJIM MHbIE MAaTePHAJIbI, HEO0X0AUMbIE
JJIS OLlCHKU 3HAHUI, YMEHHI, HABBIKOB U (WJIH) ONbITA 1eATeJIbHOCTH,
XapaKTepU3yIIUX 3Tanbl POPMUPOBAHUA KOMIIETEHIM B Ipouecce
0CBOCHHUS 00Pa30BaTEJbHOI MPOTrPaAMMBbI

IroCY JAPCTBEHHbIM UHCTUTYT 3KOHOMUKU, DUHAHCOB, IIPABA 1 TEXHOJIOI' MU
Kadeapa ynpasJienusi couuaibHbIMH U IKOHOMHYECKHMH ITPOLeCCAMHU

BUJIET K 3AYETY Ne 1

Mo mucimmuinbae «J/loK YyMEHTOO0OPOT B Opr aHM3AIMIX Ce

pBHCaA»
2017-2018 yu.r
o

Teo p eTH Yecku € BOIIPO CHI:
1. O6ocHOBaHUE HEOOXOIUMOCTH 00YUEHHUSI JOKYMEHTAIIMOHHOMY 00€CTICUCHHUIO

U €r0 aBTOMaTU3alluu;
2. JIokyMeHTOO0OPOT B opraHu3amnuu. PaboTa ¢ BXOISIUMH JOKYMEHTAMU;

[Ip akTH KO-OpU €H TUPO BAHHO € 33JIaHHU €:
O(bOpMI/ITB IMIPpUKa3 0 HA3HAYCHHUH OTBCTCTBCHHOI'O 34 O6paHlCHHC ¢ OJaHKaMH

npeanpustusa B coorserctBuu ¢ ['OCT P 6.30-2003

3as.kageopori «YTpaBIeHUs CONUATLHBIMA
nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn axnxr ynad Qalanancrraa N D

FOCYI[APCTBEHHI)HZ HMHCTUTYT 3KOHOMUKHN, PUHAHCOB, ITPABA 1 TEXHOJIOI' N
Kadeapa ynpasiienusi couuaibubivu 1 3xonomuueckumu npoueccamu BUJIET K

3AYETY Ne 2
[To mucrmminde «JIoK YMEHTOOOOPOT B OPI aHU3ALUIX CE
pBHCay
2017-2018 yu.r
o

Teo p eTu Yecku € BOIPO ChI:

1. Kimaccudukaropsl 1OKYMEHTOB;

2. ®opMUpOBaHHE U XPAHEHUE JIETT;

[Ip akTH KO-OpU €H TUPO BAaHHO € 3aJIaHHU €:

OdopMHUTH MPOTOKOJI 3aCEIaHUS SKCIIEPTHON KOMUCCUU B COOTBETCTBHH C

TrnoBoN MHCTPYKUKEN TIO AETONPOU3BOJICTBY

3as.xaghedpori «YTpaBlieHUs COLUATBHBIMU
T'OCYJAPCTBEHHBIV UIHCTUTYT SKOHOMMKU, ®DUHAHCOB, [TIPABA U TEXHOJIOI M

Kadenpa ynpasiienusi counaabubivu u sxonomuyeckumu npouneccamu BUJIET K

3AYETY Ne 3
Mo pucimmuinHe «JIoK YyMEHTOOOOPOT B OPr aHM3ALMIX Ce
BHCaY

2017-2018 yu.r
on

Teo p eTH YeCcKHu € BOIIPO CHI:
1. PernamenTanus Ae10NpOU3BOICTBA;

2. llpeszentanus. Ee dynkuus u Haznadenne. OCHOBHBIE AJIEMEHTHI;
IIp aKkTH KO-OpHM €H TUPO BAHHO € 3aJaHH €:

CocTtaBuTh C1yKeOHYI0 3alUCKY Ha TMOOIIPEHNUE COTPYTHUKA, TIEPEBBITTOTHUBIIIETO

IIJIAHOBBIC ITOKAa3aTEIIn
3as.kagedpori «YTpaBneHus CONUATLHBIMU




7.4. MeToan4yecKkue MaTepHaJibl, ONpeAesIIoIMe NPoueypbl OleHMBAHUSA
3HAHUI, YMEHN i, HABBIKOB MJIU ONBITA AeATEJbHOCTH, XapaKTepu3youme
3Tanbl (POPMUPOBAHMS KOMIIETEHIU A

B TUDDIIT pns OlLEHKM 3HAHWUM, YMEHUW, HABBIKOB M (WJIM) OIIbITA
NESATEIbHOCTH HCIONIb3yeTcsl OajulbHO-pelTHHrOBasg cucreMa. llon OamibHO-
PEUTUHTOBOM CHCTEMOM MOHUMAETCS CHUCTEMa KOJIMYECTBEHHOM OLIEHKH KayecTBa
ocoerust OIl BO. Ilpu sTtomM wu3yyaemas JOUCHMIUIMHA JEJIUTCS Ha P
CaMOCTOSITEJIbHBIX, JIOTUYECKH  3aBEPIICHHBIX  pa3liesioB  (Momaynei)  ais
MPOBEJICHUS 10 HUM KOHTPOJIBHBIX MEPOTPUSITUH.

Texymmii KOHTPOJIb MPEACTABISICT COOOW MPOBEPKY YCBOCHHS y4eOHOTO
MaTepuanga TEOPETUYECKOTO0 M MPAKTHYECKOrOo  XapakTepa, PeryysipHO
OCYLIECTBIISIEMYIO Ha MpOTsHkeHUuM cemecTtpa. K 10oCTOMHCTBaM AaHHOTO TUIA
OTHOCUTCS €ro CHUCTEMaTUYHOCTb, HEIOCPEACTBEHHO KOPPEIUPYIOIAsics C
TpeOOBaHMEM MOCTOSHHOTO M HEMPEPBHIBHOIO MOHUTOPUHIA KauecTBa 00y4eHHUs, a
TaKkKe BO3MOXHOCTb OaJIbHO-PEUTUHTOBOM OLICHKM  YCIIEBAEMOCTHU
oOyuatonuxcsa. K ocHOBHBIM hopMaM TEKyIIEero KOHTPOJIs (TEKyIel aTTecTalun)
MO>KHO OTHECTH YCTHBIM ONPOC, MTUCbMEHHBIE 3a]]aHusl, KOHTPOJIbHBIE PAOOTHI.

[IpoMexyTouHast aTTecTauusi, KaKk IPaBUIIO, OCYIIECTBIISIETCS B KOHIIE
CEMeCTpa M MOKET 3aBEPIIATh W3YyYECHHE KaK OTAEJIbHOW AUCUUILIMHBI, TaK U €€
paznena (pasnenoB) /Moayns (monynei). [IlpomexxyTounas arrectanusi moMoraer
OLIEHUTH 00Jiee KPYIHbIE COBOKYITHOCTH 3HAHUI M YMEHUM, B HEKOTOPBIX CIIydasix
— gaxe (QopMUpOBaHHE OIPEAECICHHbIX MNPO(EeCCUOHANBHBIX KOMIIETEHIIUM.
OcHoBHBIE (opmbl: 3auer (auddepeHurpoBanHblii). Tekymuid KOHTPOJIb U
NPOMEXKYTOUHAsl aTTecTaluus TPAAMIMOHHO CIYXaT OCHOBHBIM CPEACTBOM
obOecrieueHus: B y4eOHOM TMPOIIECCEe «OOPATHOM CBSI3M» MEXIY IpernoaaBaTeyieM U
oOy4JarmumMcsi, HeOOXOAUMON Ji CTUMYJIMPOBAHMS PabOThl OOydaronIuxcs M
COBEPILIEHCTBOBAHUS METOANKHY MPENOIaBaHUsl YU€OHBIX TUCUHUILINH.

[lo pe3ynbTaTam NpPOMEKYTOYHOW ATTECTALIMU CTYACHTY 3aCUUTHIBACTCS
TPYIOEMKOCTh  JUCLUMIUIMHBI B  3aU€THBIX  E€JUHHUIAX,  BBICTABISAETCS
mupdepeHupoBaHHas  OLlEHKa B IPUHATOM  By3e  CUCTeMe  0alioB,
XapakTepu3yrolas Ka4eCTBO OCBOCHHUSI CTYJICHTOM 3HAHHI, yMEHUN U HABBIKOB 10O
ATOM JUCLUILIMHE.

YPOBHUM OCBOEHUA JNCHHUITJIMHBI

MuHUMalIbHBIN OcHoBHOM [IponBunyTHIN
bannv 55-69 70-84 85-100
Oyenka 3 4 5

3auTeHOo ¢ oneHkod S («oTamuHo», 85-100 Oaa0B) craBUTCH
o0y4Jaromumcsi, KOTOpble IIPU OTBETE:

OOHapY>KMBAIOT BCECTOPOHHEE CHUCTEMaTHYECKOE U TIyOOKOe 3HaHUE
MIPOrpaMMHOTO MaTepuana;
JEMOHCTPUPYIOT 3HAHWE COBPEMEHHOW y4eOHON U HAyYHOU JINTEpaTyphl;
CIIOCOOHBI  TBOPYECKM TPUMEHATh 3HAHHE TEOPUU K  PEIICHUIO
npodecCruoHaIbHBIX 3a]1a4;
BJIJICIOT MOHATUHHBIM aIapaToM;
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JEMOHCTPUPYIOT CIOCOOHOCTh K aHaM3y W COIOCTaBIICHHIO Pa3IMYHBIX
MOIXO/I0B K PEIIECHUIO 3asIBJICHHOW B OMJIETE MPOOIIEMATUKH; TIOITBEPKAAIOT
TEOPETUUYECKUE MMOCTYNIAThl IPUMEPAMH U3 MIPAKTUKU. 3a4TEHO C OIleHKOU 4
(«xopomio», 70-84 0as1a) craBUTCS O0ydarOIUMCH,

KOTOpBIE TIPH OTBETE:

0OHApYKUBAIOT TBEPAOE 3HAHKE MPOTPAMMHOTO MaTEPHAIIa;

YCBOMJIM OCHOBHYIO M Han0oJiee 3HAYMMYIO JIOTIOJHUTEIBHYIO JTUTEPaTypy;
CIIOCOOHBI ~ TIPUMEHATh  3HAHWE  TEOPHMM K  PEIICHUI0  3aj7ad
MPOECCHOHATTEHOTO XapaKTepa;

JOMYCKAIOT OT/ICJIbHBIC MTOTPEIIHOCTA U HETOYHOCTH IIPH OTBETE.
3a4TeHO C OIEHKOU 3 («yI0BJIETBOPHUTEIbHO», 55-69 06a/10B) cTaBUTCS

0Oy4JaroIMMCs, KOTOPBIE TTPU OTBETE:

B OCHOBHOM 3HAIOT IIPOTPAMMHBIM MaTepuasi B 00bEMe, HEOOXOIUMOM IS
npeacrosiei padoTel o npodeccuu;

B I1€JIOM YCBOMJIM OCHOBHYIO JINTEPATYPY;

JOTTYCKAIOT OT/ICTBHBIC ITOTPEITHOCTH B OTBETE HA BOTIPOCHI.
3auTeHO C OIEHKOU 2 («Heyd0oBJeTBOPpUTENbHO», 0-54 0asia) craBuUTCA

00y4Jaromumcsi, KOTOpble IIPH OTBETE:

0OHAPYXUBAIOT 3HAYMTENIBbHBIE MPOOENTBl B  3HAHUIX  OCHOBHOIO
IPOTPaMMHOT0 MaTepHaa;

JOTYCKAIOT MPUHIMITHAIBHBIC OIMOKA B OTBETE Ha BOTIPOCH;
JEMOHCTPUPYIOT HE3HAHME TEOPHMM U TMPAKTUKH MPOodhecCHOHAIBHON
NEeATEIIBHOCTH.

OcHoBaHUEM ISl HEIOMYCKA K 3a4eTy ABISIETCS TO, YTO OOy4YaroUIUiics BO

BpeMs ceMecTpa He HaOpaJsl yCTaHOBJIICHHOT'O MUHUMYMa 0ayioB — 55 6asioB.

8. [lepeyeHb OCHOBHOI U JONMOJHUTEIbHON YUeOHOM JINTEPATyPhl,
He00X0MMOii 1JI1 0CBOCHHUS TUCIMILUIMHBI (MOYJIA)

a) rocy1apcTBeHHbIE CTAHIAPTHI

1) TOCT P51141-98 «Jlenonpou3BOACTBO U apXUBHOE Jej0. TepMUHBI U
ONpEICTICHUS

2) TOCT P 6.30-2003 «YHuduimpoBaHHbIE CHUCTEMBI JOKyMEHTAIUH.
YHuduuupoBaHHas  CHUCTeMa  OPTraHU3alMOHHO - pacmnopsIuTeIIbHOU
nokymeHTaru. TpeboBaHust K 0hOPMIICHUIO TOKYMEHTOBY

3) TOCT P 7.097-2016 «Cucrema cTaHgapToB [0 HHPOpPMALIUH,
OMOIMOTEUHOMY W M3JaTesibckomMy aAeny. OpraHu3alliOHHO-PaCOPSAUTEIbHAS
nokymeHTarus. TpeboBaHust kK 0(hOPMIICHUIO TOKYMEHTOBY

0) ocHOBHas JMTEpaTrypa:

1) beikoBa T. A. JloKyMeHTalMOHHOE OOECHeYeHHe YIpaBICHUS
(menonpou3BojicTBO): Yuel. noc. / T.A.bbikoBa u ap. - 2 u3f., nepepad. u Jof. -
M.: HUI] Nudpa-M, 2013 - 304c.
http://znanium.com/bookread?2.php?book=390575
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2) JloKkyMEeHTaIMOHHOE OOEeCIIeYeHUE YIPABICHUS MEPCOHAIOM: YUeOHOe
nocooue/bynar P. E. - M.:. HHUI[ HNHO®PA-M, 2015. - 234 c.
http://znanium.com/bookread?2.php?book=488066

3) JlokyMeHTalmoOHHOE 0OeCIieYeHHEe YIIPABJICHHS B COLIMAIbHO-KYJIBTYPHOM
cepBuce U Typusme: YueOHoe mocobue / I'ymuna U. A., 3aiiuesa H. A. - M.:
Anbda-M, HUI] NHO®OPA-M, 2015. - 240 C.
http://znanium.com/bookread?2.php?book=489737

B) JONOJIHUTEJILHAS JINTEpaTypa:

1) Yepunoa C. I. JlokyMeHTanmMOHHOE OOECIeUeHUE YIpaBICHUS
[DnmexTponHBIH pecypc] : yuaeb. mocodue / HoBocuO. roc. arpap. yH-T, DKoH. (ak.;
coct. C.I. UepnoBa. — HoBocubupck: 3omoroit komoc, 2014. - 106 c.
http://znanium.com/bookread2.php?book=516760

2) JloKyMeHTallMOHHOE OOecIieueHrue ymIpaBieHus: YdeOHoe mocooue/
I'maguit E.B. - M.: ULl PUOP, HUI[ HNHDPA-M, 2016. - 249 c.
http://znanium.com/bookread2.php?book=304633

9. [lepeyens pecypcoB HHGOPMALMOHHO-TEJIEKOMMYHUKAIIMOHHOW CeTH
«/HTEepHeT», He00XOAMMBbIX 1JIf OCBOCHHUS M CHUILIMHBI (MOIYJIA)

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

2)  Jlemompou3BOJACTBO W  JOKYMEHTOOOOPOT Ha  MPEANPUATHH.
http://www.delo-press.ru/journals.php?page=documents

3) KampoBoe nenonpou3BOACTBO W TpyAoBoe mpaBo. http://hr-
portal.ru/rubric/kdp

4)  @enepanpHbil nopran «I9koHOMHKA. Conuonorus. MeHEIKMEHT».
http://ecsocman.edu.ru

5)  DOnexrtponnas o6mbimoreka HR-cnenumanucros. http:/www.hrm.ru/

10. MeToauyeckne yKa3aHus JJIs1 00y4aIOIIMXCH M0 OCBOEHUIO JUCITUIITIMHBI
(Mmoxyst)

CamocrosiTenbHas MOATOTOBKA OOYUYAIOIIUXCS TPOBOAUTCS ISl YTIyOIeHuUs
W 3aKperUICHUs] 3HaHWM, MOJTYYEHHBIX Ha JICKIMSIX W JAPYTUX BUJAX 3aHITHH, s
BBIPAOOTKM HABBIKOB CaMOCTOSTEJIBHOTO MPUMEHEHUSI HOBBIX, JOTOJHUTEIIBHBIX
3HAHUU U TIOATOTOBKH K MPECTOSAIINM YICOHBIM 3aHITHSIM, 3a4ECTY.

BakHpIM  yClIOBHEM  YCNEIIHOTO W3YYEHUS AUCIUIUIUHBI  SIBIAETCS
nocemienue jgekuuid. [log nocemenrem noapasymeBaeTcsi He GopMa MACCUBHOTO
MPUCYTCTBHUSI, @ aKTUBHAs pab0Ta Mo U3y4EeHHIO HOBOTO Marepuaina. [loaroroska
JICKLIMOHHBIM 3aHATUSAM BKJIOYAET B ce0s aHAIM3 MpeasiaraeMbIX JJid U3ydEHUs
BOIMIPOCOB, H3yYCHHE HOPMATHUBHBIX WCTOYHHUKOB M Yy4eOHOM W HAyYHOU
JUTEpaTypbl IO paccMaTpUBAEMbIM BOIpocaM JEKIHMH. B mpoiecce JeKuuu
oOydalIMiicss MOXET 3aJaBaTh  YTOUHSIOIIME  BOIPOCHI, OCYIIECTBUTH
B3aMMOCBSI3b HOBOTO Marepuana C YK€ H3YYEHHBbIM, MOATOTOBUTH 0a3y mJid
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3G ()EKTUBHOTO HMCHOJIB30BAHMS TMOJTYYEHHBIX 3HAHUM, OOJEr4uTh MOATOTOBKY K
MPAKTHUYECKOMY 3aHATHIO. D(PQPEKTUBHBIM CIIOCOOOM (PUKCAIMH JIEKIIHOHHOTQ
MaTepuana SBJISETCA KOHCIEKTHPOBaHWE, MPEJCTaBJSAIoNIee COOOM HE TOJIbKO
¢ukcanMio Ba)KHEUIIMX MOMEHTOB JIEKIIMM, HO W YKa3aHHE TPUMEPOB [
MOHMMAHHUS TOTO UJIM MHOTO TEOPETUYECKOTO MaTepHara.

[Ipy MOArOTOBKE K MPAKTUYECKOMY 3aHITHIO HEOOXOIWMO HCIOJB30BaTh
KOHCIIEKTUPOBAHHbIE MaTepuaibl JIEKIHH, Y4eOHYI0 U HAy4YHYIO JHUTEpaTypy.
[TonroroBka OTBETOB MO BBIHOCUMBIM Ha OOCYXJIEHHE BOMPOCAM MPAKTHUYECKOTO
3aHATHS BKJIIOYAET B ceOs HE TOJBKO MPOUTEHUE MaTepuaia, HO U €ro aHaju3 u
KPUTHUECKYIO OIleHKy. OOydJaromeMmycsi CleIyeT BBIIBUTh MAaJOU3YyYEHHBIC
aCTeKThl PacCMaTPUBAEMbBIX BOIIPOCOB, MPOSIBUTH MHUIIMATUBY MPHU MOJATOTOBKE K
MPAKTHUYECKOMY 3aHSITHIO.

[Ipy mOATrOTOBKE K MPAKTUYECKUM 3aHATHSAMH M 3a4€Ty PEKOMEHIYeTCS
CUCTEMATU3UpOBaTh 3HAHUA, M300paxas UX B TAaOJUYHOM, IpagHUuecKOM WU
CXEMaTUYHOM BHJIE. DTO TIO3BOJUT YCTAHOBUTH B3aMMOCBS3b U3YUaEMBbIX SIBICHUH,
YIPOCTUT 3a/ady 3allOMUHAHUS MaTepuaia, OOJEeTYUT MPOIECC MPaKTUYECKOTO
PUMEHEHUS TTOTyYECHHBIX 3HAHHM.

3amaueld  OPAKTUUECKUX  3aHATUM  sIBISETCA  BbIpAaOOTKAa  yMEHMS
UCIIONIb30BaTh TEOPETUUYCCKUE 3HAHMS, TMPOSBUTh HAIUYHE TPAKTHUECKUX
HaBbIKOB. [lpm  moAroroBke K  NPaKTUUYECKOMY  3aHATHIO  CJIEAYeT
3a0J1arOBPEMEHHOT0 O0ECIEeUNUTh HAJIMYUE€ HEOOXOAMMO [Ji JAHHOTO 3aHATHS
MaTepuraina, CaMOCTOSITEIbHO TIOBTOPUTH paHee N3yUE€HHBIC TEMBI.

JIis  yCHEemrHOTO OCBOEHHS JTUCIHUIUIMHBI BaXKHBIM SIBIISIETCSI  YMEHHE
paboTaTh ¢ TepMHUHAMH W WX OmpeneneHusMu. s paboTel ¢ TEpMHHOIOTHEN
(b ()EKTUBHBIM SBIISIETCS MCIOJIb30BaHUE KaK y4yeOHOM W HaydHOW JUTEPaTypHhl,
TaK 1 OPUIAYECKUX U PUI0COPCKHUX CIOBAPEH.

Pabota ¢ TepMHHAMH MOXET OCYLIECTBIATHCS Kak B (JOpME COCTaBIICHUS
COOCTBEHHBIX TEMAaTHUYECKHUX CJIOBApUKOB Jig YIAOOCTBa M CKOPOCTH IIOMCKa
HeoOxoaumoro TepMuHa. C  3TOM I1ENBbIO  HEOOXOJAMMO KaXIbld HOBBIN
BCTPEUAIOLIUIICS TEPMUH 3allUChIBATh U BO BPEMsI MOATOTOBKH K CEMHUHAPCKUM U
NPAKTHYECKUM 3aHSATHSM yKa3bIBaTh COOTBETCTBYIOIEE OmperesneHne. B cimydae
BO3HUKHOBEHUS CJIO)KHOCTH BBIOOpa OIpenesieHus U3 HMeERIerocs odobema E
pamMKax Hay4yHOTO 3HaHHUs HEOOXOJMMO 3aJlaBaTh BOIPOCHI IPENOJABATENI0 B
pamKax JEKIIMOHHBIX U MTPAKTHUECKUX 3aHATHI.

[Ipy mOArOTOBKE K MPOMEKYTOUHOMY WM HUTOTOBOMY TECTHPOBAHUIC
HEOOXOIMMO HW3YYUTh TEOPETUYECKUA W TMpaKkTUYeCKuil marepuain. TecToBble
3amaHus (C TIepedyHeM BO3MOKHBIX BAPHUAHTOB OTBETOB, CPEIH KOTOPHIX XOTS OBl
OJIMH OTBET SIBJISIETCS HEBEPHBIM) OOECIEUUBAIOT CTPYKTYPHOCTH MBIILICHHUS,
BBIHYK/ICHHOTO BBIOpaTh M3 MPENJIOKEHHBIX BAPHAHTOB OTBET BCE MPaBHUIILHBIC
BapHaHThl. TecTOBbIC 33JaHHs HA YCTAHOBJIEHUS COOTBETCTBUS IOJPA3yMEBAIOT
HEOOXOJMMOCTh TPOSIBIICHUS HE TOJBKO 3HAHMWS Y4eOHOro Marepuaia, HO H
YMEHUS TPUMEHSATHh TpaBwia (OpMaIbHON JOTUKH. TecToBble 3amaHusl Ha
YIOPSI0YEHNE HaMpaBJIeHbl HA YCTAHOBJICHHE JIOTUYECKON IMOCIEI0BATEIbHOCTU
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paccMaTpuBaeMbIX SIBJICHUM (BPEMEHU CYIIECTBOBAHUS SIBIICHUMN, PACOJOKEHUS
CTPYKTYPHBIX 3JIEMEHTOB MTPABOBBIX JOKYMEHTOB U T.II.).

OddexkTuBHBIM CcOCOOOM Il MOATOTOBKA K TECTUPOBAHUIO SIBIISIETCS
paboTa oOydaromerocsi Mo PEreHUu0 TECTOBBIX 3aJaHUM, MPEAOCTABICHHBIX I
caMoCTOSITeNbHOM paboTel. Takke MpU MOATOTOBKE K Takol ¢dopmMe KOHTpPOJIs
3HAaHUM, KaK PEIICHUE TECTOBBIX 3aJaHUM, CJIEAYET CAMOCTOSTEIbHO MOMBITATHCS
mpopaboTaTh paccMaTpuBaeMble B NHUCIMIUIMHE BOMPOCH B (JOPME COCTABIICHHS
TE€CTOBBIX 3aJIaHUM.

[Ipy moAroToBKE K 3a4yeTy CIEAyeT HUMETh B BHUJY, YTO OH SBJISIETCS
UTOTOBOM (POPMOIT KOHTPOJIA MO U3YUYEHUIO JAaHHOW y4eOHON NUCIUIUIMHBI. 3a4eT
MOJAPA3yMEBACT  MAKCUMAJIbHYI0  KOHLEHTPAUHUK)  3HAHUW HU  YMCHUHU,
MPEANOoIaralonX MOJIHOE U3YyYeHUE MaTepralia JUCIUILIAHBI.

3ader mpoBoaMTCS B (opMe YCTHOTO coOecelOBaHUSI M BBITIOJHECHUS
MMCbMEHHOTO 3a/I1aHusl, TUOO TecTa.

Pemenne mnpemnomaBatens 00 HMTOTOBOM OIIGHKE TPUHUMAETCA TIO
pe3yibTartaM YCTHOTO OTBETa W BBINOJHEHHOTO MHUCHBMEHHOTO (TE€CTOBOTO)
3a/1aHus, B 3aBUCUMOCTH OT LIKAJIbI OLICHKH.

Uu Tep aktTu BHBIE (O TPOBENEHUS  3aHATUA MO  JAUCIUIUIMHE
«/lokymenmoobopom 6 opeaHuzayuUAx cepeuca» BKIIOYAIOT B ceOs Clemyronue
BUJbI 3aHSITHIL:

- HHTEPAKTUBHBIC JIEKIMH, TMPEANOJaraloT HUCIOJIb30BaHUE METOJa
npoOJieMHOTO u3JIokeHus. [Ipu TakoM Mojaxojie JIEKIMs CTAHOBUTCSA MOXOXKEH Ha
JMaJIor, MPernoJjaBaHue UMUTHPYET UCCIEA0BATEIbCKHUIM Tpolecc (BBIIBUTAIOTCS
MEPBOHAYAJILHO HECKOJIBKO KIFOUEBBIX MOCTYJIATOB MO TEME JIEKLIHH, U3JI0KEHUE
BBICTpAMBACTCSl 10 TPUHLMUIY CaMOCTOATEIIBHOTO aHajdu3a U 000OIIeHUs
CTyJEHTaMU Y4eOHOro maTepuana). JTa METOJMKA MO3BOJISIET 3aUHTEPECOBATh
CTYyJIeHTa, BOBJIEYb €ro B mpolecc o0yuenus. [IpoTrBopeunsi HaydHOTO TTO3HAHMUS
PACKpBIBAIOTCS TOCPEACTBOM TIOCTAHOBKM MpoOsiemMbl. YueOHas mpodiieMa U
npoOJeMHasi CUTyalusl SBJSIOTCS OCHOBHBIMH CTPYKTYPHBIMH KOMITOHEHTaMH
npoOiemHoro oOydenus. Ilepen HauamoM H3ydeHUs OMPENCICHHOW TEMbl Kypca
CTAaBUTCSl TMeEpel CTyJIeHTaMu NPOOJEMHBIM BONPOC WM JAaeTcs MNPOOJIEeMHOE
3amanue. CTUMYIUpPYs pas3pelieHue MpoOJeMbl, MpernoAaBaTeb CHUMAET
MPOTUBOPEYHS MEX]Ty UMEIONTUMCS €€ TIOHUMaHUEM U TPeOyeMBbIMH OT CTYyJEHTa
3HaHUSAMH. D(DPEKTUBHOCTH TAKOTO METOJAa B TOM, UTO OTJHEIbHBIC IMPOOJIEMBI
MOT'YT MOJHUMATHCSI CAMHUMH CTyA€HTaMH. ['JIaBHBIN ycrexX JaHHOTO METOJa B
TOM, YTO TIpenojaBareib J00MBaeTCd OT AayJUTOPUU «CAaMOCTOSITEIHLHOTO
pelieHus» TOCTaBICHHOW mnpooOsieMbl. Opranuzanus MOpoOJIEeMHOTO0 OOy4YeHHUs
MPEACTABIACTCS JIOCTATOYHO CIIOKHOW, TpeOyeT 3HAYMTENbHOW MOATOTOBKH
nektopa. OJIHAKO HAa HAYAJILHOM 3Tar€ MCIOJIb30BaHUSI 3TOr0 METO/AA €ro MOXKHQ
BHEJIPATh B CTPYKTYPY TOTOBBIX, paHee pa3paOOTaHHBIX JIEKIIMH, MPAKTUYECKUX
3aHSATHUHN KaK JOIIOJHEHHUE.

- TpyNMHoBbIE AUCKYCCHUHU, TPUMEHSIOTCS JUIsi OOECIICUeHHUs] HaBBIKOB
KOMaHJAHOW pabOThl U MEXIMYHOCTHOW KOMMYHHUKAIIMU W TIPEACTABIAIOT COOOM
OLICHOYHOE CPEACTBO, IMO3BOJSIONIEE BKIOYUTh OOYYAIOIIMXCA B MPOIECC
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OOCYXICHHsI TPEACTAaBICHHOW TEMbI, MPOOJEMbl U OLEHUTh HUX YMEHHE
apryMEeHTUpPOBaTh COOCTBEHHYIO TOYKY 3peHus. Kpome Toro, B Xoae 3aHATUH
IIPOBOASATCS KPYIJIBIE CTOJIBI 10 3aIaHHBIM TEMATHUKaM.

Pexomennyercs Ipd  IOATOTOBKE  MCIIOIB30BaTh  DJIEKTPOHHBIE
OMOIMOTEYHbIE CUCTEMBI, a TAKXKE CIIEUANIN3UPOBaHHbIE cailThl ceTH Internet.

11. Ilepeyenb HH(POPMANUOHHBIX TEXHOJIOTHIi, HCMOJIb3yEMbIX MPH
OCYIIIeCTBJIEHUH 00Pa30BaTEILHOIO MPOLECCA MO AUCIHUIINHE (MOTYJII0),
BKJIIOYAsl MlepevyeHb NPOrPaMMHOro odecrnedyeHusi 1 MHPOPMAIHMOHHBIX
CIIPABOYHBIX CHCTEM
[IporpammHoe obecrnieueHue:
1. Onepammonnas cucrema (Microsoft Windows Ilponpuemapnas);
2. Ilaker oducHeix nporpammMicrosoft Office MS Word, MS Excel, MS
Power Point, MS Access, MS Publisher u np. Ilponpuemapnas);
3. Web-6paysep (Mozilla Firefox GNU Lesser General Public License);
NudopmarimoHHbie ClipaBOYHBIE CUCTEMBI:
1) AsromatuszupoBaHHasi HWHGOpMAIMOHHAs OMOJMOTEUHAss CHUCTEMa

Marc21SQL;
2) CripaBouHO-nipaBoBas cuctema «KouncynbranT ITmrocy»

12. MaTepuajbHo-TeXHHYecKasi 6a3a, He0OXoAUMAsI 1JIs1 OCYILIECTBIEHHUsI
00pa3oBaTeJIbLHOIO Npolecca Mo AUCUUILIHHE (MOIYJII0)

Ne

HaumenoBanue KoanuyecTBo
/o
1. | Cnenmanu3upoBaHHbBIE AYAUTOPHH:

VYyeOHast ayauTopusi A NPOBEACHUS 3aHATUA CEMHUHAPCKOro | 1
TUIA, KYpCOBOIO NPOEKTHUPOBAHHUS (BBINOJIHEHUS KYPCOBBIX
paboT), TpYyNNOBBIX W WHAUBUAYAJIbHBIX KOHCYJbTALMM,
TEKyIIEro KOHTPOJII M TPOMEXYTOYHOM arrectamuu /
KOMIIBIOTEPHBIA KJacC / MOMEUIEHUE [UIi CAMOCTOSATEIBHOU
paboTsl Ne 43 (yn. Pomunckas, 5)

2. | Texunueckue cpencTsa 06ydeHus:

KOMITBIOTED € MporpaMMHbIM obecrieueHreM Ne 43 17
3. | CnenmanusupoBaHHbIe ayUTOPHHL:

VYyebHas ayauTopus JUisl NPOBEACHUS 3aHITUNA JIEKIIMOHHOTO
TUIIA, 3aHATHI CEMHUHAPCKOTO TUIIA, TPYIIOBBIX U
WHMBUTyaJIbHBIX KOHCYJbTAIMH, TEKYILIET0 KOHTPOJIA U 1
npomexxyTouHoil arrectaunn Ne 39 (yn. Pomunckas, 5)

4. | Texnanueckue cpenctsa 06yueHns:
9KpaH HacTeHHbINA Ne 39
MYJIbTUMEIUAHBIA TpoeKkTop Ne 39 1
KOMITBIOTEP € MporpaMMHbIM obecrieuenrem Ne 39
HarJsAHbIe TOCO0Us
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