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1. llosicHUTEABLHAA 3AIIUCKA

Kypc «/lokymenmoobopom 6 opzanuzayusx cepsuca» 3aHUMAET Ba)KHOE
MECTO MpU MOJArOTOBKE OakaiaBpoB 10 HampasieHuto 43.03.01 «Cepsucy.
VYnpasienue npeanpuaTieM (OpraHusanueit), 0Ka3bIBaloIUM YCIYTH, HEN30€KHO
TpeOyeT cO3/1aHusi MHOTHUX BHJOB JOKYMEHTOB, 0€3 KOTOPBIX HEBO3MOKHBI
pellleHre OCHOBHBIX IPOW3BOJCTBEHHBIX 3a/a4, IUIAHWPOBAaHUE EATENBHOCTH,
¢uHaHCHpOBaHHE, OYXTaITEPCKUN Y4eT U OTYETHOCTb, ONIEPATUBHOE YIPABICHHUE,
KaZpoBoe obOecreueHue AESITENbHOCTH U T.N. JIOKYMEHTHI SIBISIOTCS OCHOBHBIM
JI0Ka3aTeIbCTBOM COBEPIICHHS TOTO WIM HMHOTO (akTa MpPOU3BOJICTBEHHO-
XO3AUCTBEHHON JEeATEIbHOCTH Npeanpusatus. Opranuzanus J0KyMEHTAIlHOHHOTO
oOecrieueHus ympaBieHusi B cdepe cepBHca HMEET HEKOTOpble OCOOEHHOCTH,
CBSI3aHHBIE C KOHKPETHBIMHU TMPOLEAYpaMH pealu3alu TpeOOBaHUNH U HOPM,
OIIpEeIEIEHHBIX 3aKOHO1aTEIbCTBOM.

[lesnbt0o  OCBOEHUS AUCHUILIUHBL «/[oKyMenmoobopom & OpeaHu3ayusx
cepguca»  SABIAETCS  HM3YyYEHHUE  CHUCTEM  JOKYMEHTAallud, OpraHU3aluu
JOKYMEHTUPOBaHUS U JeIOTPON3BO/ICTBA, COCTAaBJISIOLINX OCHOBY
UH(GOPMAIIMOHHBIX MPOIECCOB B CEPBUCE, COBOKYMHOCTh KOTOPHIX O0OECIEeUnBaET
OpraHu3alHIo MPOLIECC CEpBUCA.

3anaun TUCIUILTUHBL:

* O03HaKOMJICHME CTYACHTOB C 3aKOHOJATEJIbHOH M HOPMATHUBHOW 0a30H,
METOAMYECKUMH Pa3pabOTKaMu M OCHOBHOM HAayYHOM JINTEPATypou 1O KypcCy;

* U3yYeHUE NPAKTUKU OpraHu3alMyd JOKYMEHTAIIMOHHOTO oOecreueHus
yIpaBJICHUs Ha MPEINPUATHAX, OPTaHU3AIMIX U YUPEKICHHUIX CEpBUCA.

2. [lepeyeHb IUIAHUPYEMBbIX Pe3yJIbTATOB 00y4YeHMs MO TMCUHUILINHE,
COOTHECEHHBIX C IIJIAHMPYEMBbIMH Pe3yJIbTaTaMM 0CBOCHHS 00pa3oBaTeIbLHOM
NporpamMmslI

JucuunnuHa «/[oxymenmoobopom 6 opeaHu3ayusx cepeuca» y4acTByeT B
dbopMHUpPOBaHUY CIEAYIONICH KOMIIETCHITNH (CIAEAYIOIMMX KOMITETEHITAN ):

OIIK-3 - 3HAHUS: OCHOBHI JIOKYMEHTAJILHOTO 00€CNeUYeHHs OpraHu3aluy mpoiecca
TOTOBHOCTB CEpBHCA;  COCTaB  OPraHMU3AlMOHHO-NIPABOBOM,  PACIOPAIUTENBHOM,
OpraHu30BaTh MH(OPMAIIMOHHO-CIIPABOYHOM, IIJIAHOBO-OTYETHOU JOKYMEHTalUH,

mpoliece cepBuca, | mpaBuja €€ COCTaBIICHUS W OQOPMIICHHS; IMpaBWiia JOKYMEHTOO00OpOTa.
poBOJUTH BEIOOP | Pecypcsl, cpencTBa u mpaBuia JOKYMEHTOO00pOTa B CEPBHCE

pecypcoB u YMeHHUsI: ONIPEIEIISATh COCTAB, CTPYKTYPY H COJIEp)KaHHE JOKYMECHTAIIHH,
CPElCTB ¢ yuerom | 0OCCTICUMBAIOLICH OPraHHM3AIIMIO IPOLIECCA CEPBHCA, BEIOMPATH PECYPCHI I
CpeAcTBa JIOKYMEHTO000POTa;

OTIPENIeNIATh BUABI YIPaBICHYECKHX JOKYMEHTOB, HEOOXOAWMBIX JUISI
ONMMCAHMS  PA3IMYHBIX  YIOPABICHUYECKUX JEHCTBUH B  pa3iIMyYHBIX
CUTYallUsAX; COCTaBJIATh U OQOPMIIATH JEIIOBBbIE MHUChMA, IOKIAJHBIC H
CITy>KeOHbIE 3aIMCKN OTBEYATh Ha XKaJloObl MOTpeOUTENei

HABbIKH: pa3paboTKu Habopa OpraHU3aIMOHHO-TIPABOBOM,

TpeboBaHUH
MOTPeOUTENS
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pacnopsiIUTEeNIbHON, WH(OPMAIMOHHO-CIIPABOYHOM,  IJIAHOBO-OTYETHOM
JOKYMEHTAIlNH, BBIOOpAa  PECypCOB H CPEACTB JIOKYMEHTOOOOpOoTa B
mpolecce  OpraHu3aldd  CEpPBUCHOM  JIEATENIbHOCTH;  HABbIKAMU
CUCTCMATU3AlUN OOKYMCHTAIlUKM B IPOLECCEC CepBI/ICHOf/'I ACATCIIbHOCTH,
OpPraHHU30BbIBATH JOKYMEHTO0OOPOT

3. MecTO AUCHUIIMHBI B CTPYKTYpe 00pa3oBaTeIbHOI NPOrpaMMbl

Hucuumunnaa b1.5.18  «/[okymenmoobopom 6 opeanuzayusix cepeuca»
SBJISIETCS] TUCUUIUIMHOM 0a30BOM 4acTW y4eOHOro IjlaHa MOATOTOBKHU CTYJIEHTOB
o Hanpasienuto 43.03.01 Cepsuc.

Mudp [IpenmecTByromuye TUCHUIIIIUHBI [Tocnenyromuye TMCUUILIAHBI
KOMIIETEHITNHN y4eOHOT0 IJIaHa, B KOTOPBIX y4eOHOT0 IJ1aHa, B KOTOPBIX
OCBaMBACTCS KOMIICTCHITHS OCBaMBACTCS KOMIICTCHITHS
OIIK-3 JucuumiuMHa — sBisercs  nepBoil B | MEHEIKMEHT B CEPBHCE
(GopMupoBanuy JaHHOMN KoMIeTeHnuy | MapKeTHHT B cepBHce

4. O0beM IUCHUILUIMHBI (MOAYJIf1) B 3a4€THBHIX eIMHULAX ¢ YKAa3aHUEM
KOJIMYECTBA AKAJeMHUYeCKUX WIH ACTPOHOMHYECKHX YaCOB, BbI/IeJIEHHbIX HA
KOHTAKTHYI0 padoTy 00y4ar0IUXCcA ¢ npenojaaBaresieM (Mo BUAaAM y4eOHbIX

3aHATHH) U HA CAMOCTOSITEJIbHYI0 Pa00Ty 00y4ar0IIUXCSA

OOmas TPYI0€MKOCTb OCBOCHUA y4eOHOM JTUCIIUILITNHBI
«/lokymenmoobopom 6 opeaHuzayusx cepeuca» COCTABISET 4 3a4ETHBIX STUHUIIBI
i 144 akageMruyecKux daca.

Cemectp No 3
OO6m1ast Tpy1I0€MKOCTh (BCETO aK. 4acoB / 3.€11) 144/4
Jlexn 26
KonrtakTHas pabota
[IpakTueckue 3aHATUSA 28
CamocTosiTenbHas paboTa 89
Bun
| 7 .
POMEIKYTORHON 3a4er ¢ OLIEHKOM 1/-
aTTecTallu
(Kont./camoct.pab.)




5. Conepxxanue JMCUMILNIMHBI (MOAYJIs1), CTPYKTYPHPOBAaHHOE 110 TEMaM

(pa3z1e.J1aM) C YKa3aHUEM O0TBCACHHOI'0O HA HUX KOJUYIECTBA aKAACMHUIECCKHUX

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

TpynoeMKocTh
= s
E | 2| g
H <| 2 |E| &
auMEHOBaHUE pazjiena = s
Ne P el 2] % |5 & Conepxanue
JTUCITUTITUHEI (TeMa) 3 = = | 2]
M Q | Q| o
= E |2 ©
2
s 5| 8
=
3 cemecTp
- [Tonsstue o pgoxymente. CBONMCTBa,
npu3Hakd, (QyHKOUM  JOKyMEHTA.
Meroapl W CrOCOOBI  JTOKYMEHTH-
OCHOBBI  JOKYMEHTAJIb- poBanusa. HopmaTuBHO-MeTOIMUECKAS
1 HOT'O o0ecrieueHus 37 6 6 20 Oaza JTIOKYMEHTAIMOHHOTO o0ec-
" | opraHuzanuu  mpoiiecca MEYEHUs] YIpPaBICHUS JEATEIbHOCTHIO
cepBuca opranuzamuu cdepsl cepBuca. Bumpl
yIPaBICHUYECKUX JIOKYMEHTOB, HEO00-
XOIUMBIX JUISl OMHUCAHUS Pa3IMYHBIX
YIPABJICHYECKUX JECHCTBUM.
- CocraB, CTpyKTypa H COJAEp)KaHUE
OKYMEHTAIUU oOecIieuynBaroIIeH
Cucrembl JTOKYMEHTAlMH, AOKY i Hl
OpraHu3alMio0  MpoIecca  CepBuUca.
oOpasyromuecs B Ipolec- .
CoctaB  OpraHu3allMOHHO-TIPABOBOM,
2. | ce ymnpaBnenus nesarenb-| 32 [ 6 6 20 .
. pacropsiINTeNIbHON, WH(POPMAIIMOHHO-
HOCTBIO OpraHu3aIui . .
CIIPaBOYHOM, MJIaHOBO-OTYETHOM
cdepsl cepBuca.. N
JIOKYMEHTAITNH, npaBuja eé
COCTaBJICHUSI ¥ 0POPMIICHHUS;
OOmiasi xapakTepUCTHKa KaJIpoBOTO
cocraBa mpeanpusatus. OpraHuzaius
JIOKYMEHTAIMOHHOTO obecrnieueHus
NEATETLHOCTH  KaJPpOBOM  CITYXOBI
npeanpusTus cdepsl ceppuca. Opra-
JlokymMeHTaImoHHOE 00ec- pearp (bep P . P
HU3aIusl paboThl C KaJIpOBOW JOKY-
3. | meuenue ynpasieHus mnep- | 36 | 8 8 20 .
MeHTanueil. (OCOOCHHOCTH  HCIIOJb-
COHAJIOM.
30BaHus ceTd MHTepHET Il pemeHus
3a/1a4  KaJpOBOTO JIETOMPOU3BOJICTBA.
Odopmnenue JIETIOBBIX THICEeM,
JNOKJIATHBIX W CIY)KEOHBIX 3aIlHCOK,
OTBETOB Ha JKaJIOOBI TOTpEeOUTEIICH.
Opranu3anus Opranuzanus padoThl C JOKyMEHTaMHU.
JOKYMEHTO000pOoTA. Pecypcel, CpencTBa u MpaBuiIa
Pecypcm, cpeacTBa u }_'[OKYMGHTOO60p0Ta B CCpBHCC. Nx BLI60p
4, MpaBuiIa I[OKYMCHTOO60p0Ta 43 6 8 29 | B 3aBUCUMOCTHU oT 0COOEHHOCTEH
B CEpBHUCE. Nx BBI60p B ACATCIIBHOCTH NIPCATIPUATHA.
3aBHCHMOCTH oT CuctemaTuzanusi JOKYMEHTAllUH B
ocoOeHHOCTEeH MPOLECCE CEPBUCHOM IEATEIBHOCTH.
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JESTEILHOCTU IPEATPUATHS. ®opmupoBanue u odopmieHue mIel.
OKcnepTu3a HEHHOCTU JOKYMEHTOB,
HOJrOTOBKA JJOKYMEHTOB K XPaHEHUIO.

3ayeT ¢ OLEHKOMH 1 1 |-

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

6. IlepeyeHb y4eOHO-METOAMYECKOT0 00ecTeYeHUs IJISl CAMOCTOSTeIbHOM
padoTHI 00y4AKOIIMXCH MO0 JMCUHUILINHE (MOLYJIIO)

CamocTosiTesibHasi pad0Ta CTYJIeHTOB Ha 04HOi ¢opMe 00ydeHHsI

No Buibl caMocTOSITENIbHOU TpynoemMkocTs, | @opma KOHTPOJIS™®
paboThI aK.4achl

1. |IIpopabGoTka TEOpETHYECKOTO
MaTepHualia o KOHCIIEKTaM

N . YCTHOE
JIEKIUH, PEKOMEH1I0BaHHOM 30
cobecenoBaHue
JTUTEPATYpPE, NOMOJHATEITHLHBIM
MCTOYHUKaM MH(OpMaluu
2. [ToaroroBka K MPaKTUIECKUM IpeICTaBICHNE
3aHATUSAM: TTOUCK 29 uHpOpMaIIU B
HE0OX0IMMOM HH(pOpMAITNH, 00paboTaHHOM
00paboTka nHboOpMaIuu BUJIC
3. [ToaroToBka K TeKyIen
aTTecTaluu (TeCTUPOBAaHUE U 30 KOHTPOJIbHAS
HamMCaHue KOHTPOIbHON pabota
paboThI)

JIns caMoCTOSITENhHOM PadOThl MO JUCHUIUIMHE (MOIYJII0) 00yYaroluecs
UCIIOJIB3YIOT ClIeNIyIolee yueOHO-METOJUUECKOe 00ecrieyeHue:

1) beikoBa T. A. JloKyMEHTaLMOHHOE OOECHEYECHHE YIPaBICHUS
(menompousBocTBO): Yuel. noc. / T.A.beikoBa u np. - 2 u3n., nepepad. u Jo1. -
M.: HUII Nudpa-M, 2013 - 304c.
http://znanium.com/bookread2.php?book=390575

2) JloxymeHTarimoHHOE OOECTICUeHHE YIpaBJICHUS TEpCOHAIOM: YueOHOe
nocobue/bynar P. E. - M.. HUL[ HHOPA-M, 2015. - 234 c.
http://znanium.com/bookread2.php?book=488066

3) JlokyMeHTalMoHHOE 00ecreyeHUE YIPaBIEHUS B COLUATBHO-KYJIbTYPHOM
cepBuce u Typusme: YdeOHoe mocobue / I'ymuna M. A., 3aiineBa H. A. - M.:
Anbda-M, HUIL] NHOPA-M, 2015. - 240 C.
http://znanium.com/bookread2.php?book=489737

4) ®oHA OUEHOYHBIX MU METOAMYECKUX MATEpUAJIOB MO AUCIUIUIMHE
«/lokymenmoobopom 6 opeanu3ayusax cepeucay.




7.@0oH/1 OLIEHOYHBIX U METOAMYECKUX MATEPHAJIOB VISl IPOBEIEeHNS
MPOMeKYTOUYHOI aTTecTauuu 00yYAKIIHUXCS 10 JUCIUIINHE

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

[Iporiecc wm3yueHus] IUCHMIUIMHBI «/JOKyMeHmMOoOopom 6 opeanu3ayusix
cepgucay HarpaiieH Ha (GOPMUPOBAHUE CIAEAYIOIINX KOMITETCHIIUNA:

OIIK-3 - rOTOBHOCTH OPraHU30BATh NMPOLECC CEPBHUCA, MIPOBOAUTH BLIOOP
PeCypPCOB U CPeICTB ¢ Y4eTOM TPeOGOBaHUIl MOTPeOuTE s

Jrtanbl GopMUPOBAHUS KOMIIETEH MU

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

MeHemKMEHT B CepBUCE
(5 cem)




7.2. Onucanue nokasaresjieil 1 KpuTepueB OLCHUBAHUS KOMIIETEHIMI HA Pa3JIMYHbIX 3Tanax ux ¢GopMupoBaHus,
ONUCAHHUE IIKAJ OLlCHUBAHUS

x| E Kputepuu oneHUBaHUsA Pe3yJIbTATOB 00y4eHH
- =
33 o Ilnanupyembie He3auer ¢ oneHKoOM 3auer ¢ oLIEHKOM 3auer ¢ oueHKoOM 3auer ¢ oueHKOM
E E “E’ pe3y/bTaThl 00y4eHHs | «HeY/J0BJIeTBOPHUTEJIbH | «YyAOBJETBOPUTEIbHO» «X0pOoLIo» «oTIH4HO» (85-100
g § o» (0-54 6a10B) (55-69 6aa10B) (70-84 6anana) 0aJ1J10B)
1 sTan
3HaHus: He 3naeT ocHOBBI: JeMoHCTpHUpYyET YacTuy- 3HaeT JOCTaTOYHO B JIeMOHCTpUPYET BBICOKUI
-OCHOBBI JOKyMEHTQJIb- | -JIOKYMEHTAJILHOTO 00€C- | Hble 3HAHUS 03 IPyOhIX 06a30BOM 0OBEME: YpOBEHb 3HAHHM:
= HOT'O 00ECIIeYeHUs Opra- | Me4YEeHUsl OpraHu3aIu OLINOOK: -OCHOBBI JOKYMEHTAJIbHO- | -OCHOB JOKYMEHTAJILHOTO
g HU3aLUU IIPOLECCa cep- | MPOLIECcca CEPBUCA; - IPOLIECCOB TOKYMEH- ro o0ecredyeHns opranusa- | 00ecreueHus OpraHnu3a-
E BHCA; -COCTaB OPraHU3ALMOH- | TAJIBHOTO 0OecreueHus LIMY TPOIIECCA CEPBUCA; LIMU TPOLIECCA CEPBUCA;
o - COCTaB OPraHMU3alMOH- | HO-IIPAaBOBOM, paclopsi- | OpraHU3alluu CEPBUCA; - COCTaB OPraHMU3ALMOHHO- | - COCTaBa OPraHMU3alMOH-
: HO-TIPaBOBOM, pacropsi- | TuTenbHOU, MHpopMa- - OPraHU3allMOHHO-TIPABO- | IIPABOBOM, pacloOpsIn- HO-IIPaBOBOM, pacopsau-
2 TUTENBHOM, nHpOpMa- IUOHHO-CIPABOYHOM, BOW, pacropsiIuTEIbHOM, TeIbHOMN, HHPOPMAIIMOH- | TEIHHOU, HHPOPMAITUOH-
§ = LII/IOHHO-CHpa.}.SOLIHUOI\/’I, IJIAHOBO-OTYETHOU JI0Ky- I/IHq)OinIaI_II/IOHHO-CHp?:- HO-(in&]iO‘-IHOfI, [IJIAHOBO- Ho-(.{npa}iquoﬁ, I1JIAHOBO-
S, 5| o | VIAHOBO-OTYETHON NOKY- | MECHTALIMH, [IpaBHIIa & BOYHOM, IIJIAHOBO-OTYET- OTYETHOU JOKYMEHTAIMH, | OTYETHOW JOKYMEHTAlUH,
; cE) < | MEHTAIWH, TIpaBUIIA €€ COCTaBJIEHHUS U 0opmIie- | HOM TOKYMEHTAlluH, OTIpe- | MpaBHiia €€ COCTaBICHHUS U | MIPaBUJI €€ COCTABIICHUS U
= 2 5 cocTaBieHHs U 0hOpM- HUS, JIeJIEHUU TIPaBUIJI COCTaB- odopMIIeHNS; oopMIIeHUS;
5 2 JICHUS; -IpaBuja JOKyMEHTO- JeHus ¥ 0(OpMIICHHUS; -TpaBUJIa TIOKyMEHTO000- | -IIpaBHJI TOKyMEHTO000-
5 ™ -TIpaBuja JOKyMEHTO- obopora; - OIIPEIIETICHAHN ITPaBUII pora; porta;
é obopora -pecypcoB, CpEACTB U JOKYMEHT0000poTa -pecypchl, CpelcTBa U -pecypcoB, CpeACTB U
2 -pecypchl, CpelcTBa U IIPABUII -pecypcoB, CPEACTB U IIpaBUIIa IIPABHII
2 paBuiIa JOKYMEHTO000pOTa B IPaBUJI JOKYMEHTO000pOTa B JOKYMEHTO000pOTa B
% JOKYMEHTO000pOTa B CEepBHCE. JOKYMEHTO000pOTa B CEepBHCE. CEpBHCE.
E CEpBHUCE. CEpPBHUCE.
o Ymenus: He ymeer wim nemonct- | JlemoHCTpHUpyeT YMeeT npuMeHsTh 3HaHus | JIeMOHCTpUPYET BBICOKUIA
-ONPEICTATh COCTAB, pUpYET YaCTHUHBIC yMe- | YaCTHYHBbIC YMEHHs 0e3 Ha MPaKTHKE B 6a30BOM YPOBEHb YMEHHUI IIPU:
CTPYKTYPY H COICPKA- HUS, IOMyCKasl rpyoObIe rpyOBIX OHIMOOK MpH: o0beMe Npu: -OIPENICTICHUH COCTaBa,
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HUE JOKYMEHTAIINH,
obecneynBaroiei
OpraHU3aIUIo TIpoIecca
cepBuca, BEIOMpaTh
pecypchl U CpecTBa
JIOKYMEHTOO000POTa;
-OTIPEEISITh BUIBI
yIIPaBIEHYECKUX
JIOKYMEHTOB, HEOOXO/TH-
MBIX JJIsl OTIMCAHUS Pa3-
JUYHBIX yIIpaBJeHYEC-
KUX JICCTBHI B pa3iny-
HBIX CUTYaIUsX;
-COCTaBIATH U 0POPM-
JIATH JIeJIOBBIE ITHNCHMA,
JOKJIAJTHBIC U CITYKe0-
HBI€ 3aIIMCKH OTBEYATh
Ha JKaJ00bl MOTpeOuTe-
Jen

OIIMOKH TIPH:
-OIpeIeJICHUH COCTaBa,
CTPYKTYPBI M COJIEpIKa-
HUS TOKYMEHTAIINH,
o0ecrieunBaroIei opra-
HU3AIHIO IpoIecca cep-
BHUCA, BEIOUPATH PECYPChI
U CpeJICTBa
JTIOKYMEHTO000pOTa;

- OMPENIeTICHUH BHJIOB
YIPaBJICHYECKHUX JIOKY-
MEHTOB, HEOOXOUMBIX
JUTST OTIMCAHUSI pa3iny-
HBIX YIIPABICHYCCKUX
JIEUCTBUI B pa3IUYHBIX
CUTYAIIHSX;

- COCTaBJICHUH U 0(hopM-
JICHUU JICJIOBBIX THCEM,
JOKJIAIHBIX U CITYKeO-
HBIX 3aITMCOK OTBEYATH
Ha KaJI00BI MOTpedHTE-
nen

-OIpeIeJICHNH COCTaBa,
CTPYKTYPBI U COZIEPIKaHUS
JIOKyMEHTAIMHU, o0ecreun-
BaIOIIE OPraHu3alnIo
npolecca cepBuca,
BBEIOMPATH PECYPCHI U
cpeacTna
JIOKYMEHTOO000POTa;

- OIpeJIeJIeHUH BUJIOB YII-
PaBICHUYECKUX JIOKYMEH-
TOB, HEOOXOAUMBIX IS
OIMCAHMSA PA3JIMYHBIX YII-
paBJICHYECKUX JIEUCTBUI B
PA3JINYHBIX CUTYyalUAX;

- COCTaBJICHUH U 0(HOpM-
JICHUHU JCJIO0BBIX ITUCEM,
JOKJIATHBIX U CITYKEOHBIX
3aMrCcOK OTBEYATh HA
KanoObl MOTpeOUTENeH

-OIpeieJIeHUH COCTaBa,
CTPYKTYPBI U COZIEPIKaHUS
JIOKyMEHTAIMH1, o0ecreun-
BalOIIE OPraHU3alINIo
npolecca cepBuca,
BBEIOMPATH PECYpPCHI U
cpeacTna
JIOKYMEHTO000POTa;

- OIpeJIe]IeHUH BUJIOB YII-
PaBJICHUECKUX JIOKYMEH-
TOB, HEOOXOAUMBIX IS
OIMCAHMSA PA3JIMYHBIX YII-
paBJICHYECKUX JIEUCTBUI B
PA3JINYHBIX CUTYyallUAX;

- COCTaBJICHUH U 0(hOpM-
JICHUHU JCJIO0BBIX ITNCEM,
JOKJIATHBIX U CITYKEOHBIX
3aMrCcOK OTBEYATh HA
KaoObl MOTpeOUTENCH

CTPYKTYpPHBI U COJIEpKaHUs
JOKyMEHTAIMHU, o0ecreun-
BaloIllel OpraHU3aIIIo
mpolecca cepBuca,
BBIOMPATh PECYpCHI U
CpeacTBa
JIOKyMEHTOO00pOTa;

- OIpeeIeHUH BUIOB YII-
PaBJICHYECKUX IOKYMEH-
TOB, HEOOXOAUMBIX IS
OIIMCAaHKS PA3IUYHBIX YII-
PaBJICHYECKHUX JIEUCTBUI B
PA3JIMYHBIX CUTYyAIIUAX

- COCTaBJIeHUH U 0(hOopM-
JICHUHU OCJIOBBIX ITHUCEM,
JOKJIAJTHBIX U CITYXKEOHBIX
3aIMCOK OTBEYATh Ha
KaIOOBI MOTPEOUTENCH

HaBbiku:

- HaBBIKAMH Pa3pabOTKu
Habopa OpraHu3aIuOH-
HO-IIPaBOBOM, pacmopsi-
TUTENBHOM, nHpOpMa-
LHOHHO-CIIPABOYHOM,
MJIAHOBO-OTYETHOM JOKY-
MEHTAINH,BBI00pa
PECYPCOB U CPENICTB
JOKYMEHTO000pOTa B
Ipolecce OpraHu3alun
CEpPBHUCHOMN
JeSITEIbHOCTH;

He Bnaneet unu ne-
MOHCTPUPYET HU3KUI
YpOBEHbB BJIaJICHUS:

- HaBBIKAMH Pa3pabOTKu
Habopa OpraHU3aIuOH-
HO-IIPaBOBOM, pacmopsi-
TUTENBHOM, nHpOpMa-
LHOHHO-CIIPABOYHOM,
MJIAHOBO-OTYETHOM JOKY-
MEHTAIINH, BEIOOpA
PECYPCOB U CPENICTB
JOKYMEHTO000pOTa B
polecce OpraHu3alnu

JleMoHCTpHpYyET
YacTUYHbIE BIaJieHus 0e3
rpyOBIX OMHMOOK

- HaBBIKAMH Pa3pabOTKH
Habopa OpraHU3aIMOHHO-
IIPaBOBOM, pacropsiau-
TeIbHOMN, HHPOPMAITMOH-
HO-CIIPaBOYHOM, INIAHOBO-
OTYETHON JOKYMEHTAIIUH,
BbIOOpa peCypcoB U
CpEICTB
JOKYMEHTO000pOTa B
polecce OpraHu3aluu

Biageer 0a30B5IMU
IpHUEMaMHU:

- pa3paboTKu Habopa op-
raHU3aLHOHHO-TIPABOBOM,
pacnopsaIuTeNbHON, NH-
(b opMaImOHHO-CTIPaBOY-
HOM, INIAHOBO-OTYETHOU
JOKYMEHTAIuH, BBIOOpa
PECYPCOB U CPENICTB
JOKYMEHTO000pOTa B
Ipolecce OpraHu3aluu
CEpPBHUCHOM JEATEIbHOCTH;
- CUCTEeMaTH3alluu JOKY-

JleMoHCTpUpYyET BlIaJICHUS
Ha BBICOKOM ypPOBHE:

- HaBBIKAaMU Pa3pabOTKH
Habopa opraHu3aloHHO-
MPaBOBOM, pacnopsauTe-
JHHOH, HH(OPMAIIMOHHO-
CIIPABOYHOM, MJIAHOBO-
OTYETHON JOKYMEHTALIUH,
BBIOOpA PECYPCOB U
CPEICTB
JIOKYMEHTO000pOTa B
IIPOLIECCE OpPraHu3aluu
CEpPBUCHON JESATEIbHOCTH;
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- HaBBbIKAMU CUCTEMAaTHU-
3allu¥ JIOKYMEHTALUH B
MPOIECCE CEPBUCHOM
ACATCIIBHOCTH, OpTraHn-
30BbIBaTh IOKYMEHTO-
000poT

CEpPBHUCHOI
JACATCIIbHOCTH,

- HaBBIKAMU CUCTEMAaTHU-
3allu¥ JIOKYMEHTALIUH B
MPOIECCE CEPBUCHOM
ACATCIIBHOCTH, OpTraHn-
30BBIBaTh IOKYMEHTO-
000poT

CEpPBHUCHOM JEATEIBbHOCTH;
- HaBbIKaMUu CUCTEMATHU3a-
WU JOKYMEHTAIUU B MPO-
LIECCE CEPBUCHOM JIEATEIb-
HOCTH, OPIraHU30BbIBATh
JOKYMEHTO000POT

MEHTAaLlUH B MPOLECCE Cep-
BHCHOM JAESATEIBbHOCTH, Op-
TFaHU30BbIBATH IOKYMEHTO-
000poT

- HaBBIKAMHU CHCTEMaTH3a-
[IUH TOKYMEHTALIUH B IIPO-
1IeCCEe CEPBUCHOM JIESITENb-
HOCTH, OpFaHI/I3OBbIBaTB
JTIOKYMEHTOO0OPOT
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7.3. TunoBble KOHTPOJIbHBIE 3aJaHUS WJIH UHbIE MATePHUAJIbl, HE0OXOIUMbIE
JJI51 OLleHKH 3HAHUIA, YMEeHH i, HABBIKOB U (MJIH) ONBITA 1eATeIbHOCTH,
XapakTepu3yIMX 3Tanbl (JOPMHUPOBAHUS KOMIIETEHIIMI B Npoiecce

O0CBOEHHSI 00pa30BaTEeIbHOM MPOrPaAMMBbI

T'OCYJIAPCTBEHHbBIA MIHCTUTYT SKOHOMUKU, ®PUHAHCOB, [TPABA U TEXHOJIOI M1
Kadeapa ynpap/jienusi couuajabHbIMM M JKOHOMUYECKHUMHU NPoOLeccCaMu
BWJIET K 3AYETY Ne 1

o mucrmminne «JI0KyMEHTO000POT B OPraHU3aIUgX CEPBUCA»
2017-2018 yu.rog

Teopernueckne BOMPOCHI:

1. O6ocHOBaHME HEOOXOAUMOCTH O0YUYEHHS JOKYMEHTAIMOHHOMY 00€CIIeYeHUIO
¥ €r0 aBTOMAaTHU3aIiH;

2. JlokyMeHTOOOOpOT B opranu3anuu. Pabora ¢ BXoAAIMMH JOKYMEHTAMU;
[IpaKkTHKO-OPUEHTUPOBAHHOE 3a/IaHUE:

OdopmuTh pUKa3 0 HA3HAYSHUH OTBETCTBEHHOTO 3a oOpalieHue ¢ 6JaHKaMH
npeanpusatus B cootBerctBuu ¢ 'OCT P 6.30-2003

3as.kagedpori «YTpaBneHus CONUaTLHBIMU
1 DKOHOMHUYECKHUMH TPOIIECCaAMU» 1.3.H., ipo¢d. 3aboposckas O.B.

(monmuce)

T'OCYJIAPCTBEHHbBIM MHCTUTYT SKOHOMUKU, ®DUHAHCOB, [TPABA U TEXHOJIOI' M1
Kadeapa ynpap/ienus couajabHbIMM M JKOHOMUYECKHUMHU NPoOLecCaMM

BUJIET K 3AYETY Ne 2

o mucrmminne «JI0KyMEHTO000POT B OPraHU3aIUAX CEPBUCA»
2017-2018 yu.rox

Teopernyeckne BOIPOCHL:

1. Knaccudukatopsl TOKyMEHTOB;

2. ®OopMHUpPOBAHHE U XPAHCHUE JIEIT;

IIpaKkTHKO-OpHEHTUPOBAHHOE 3aaHUE:

OdopMuUTh IPOTOKOJ 3aCeAaHUs FIKCIIEPTHON KOMUCCUH B COOTBETCTBUU C
THIIOBOY MHCTPYKIMEN IO AEIIONPOU3BOJICTBY

3as.xagheopoii «YnpaBieHHs COUATLHBIMU
1 DKOHOMHUYECKHUMH TPOIIECCaAMU» 1.3.H., ipod. 3aboposckas O.B.

(monmuce)

T'OCYJIAPCTBEHHbBIM MHCTUTYT SKOHOMUKU, ®DUHAHCOB, [TPABA U TEXHOJIOI M1
Kadeapa ynpap/jienusi couajabHbIMM M JKOHOMUYECKHUMHU NPoOLecCaMM

BUJIET K 3AYETY Ne 3

o mucrmminne «JI0KyMEHTO000POT B OPraHU3aIIUAX CEPBUCA»
2017-2018 yu.rox

Teopernyeckne BOIPOCHIL:

1. PernamenTanus Ae0npou3BOACTBA;

2. llpesenranus. Ee ynkius u HazHaueHue. OCHOBHBIE SJIEMEHTHI;
[IpakTHKO-OpUEHTUPOBAHHOE 3aaHUE:

CocTaBUThH CIYKEOHYIO 3aMCKY Ha OOIMIPEHUE COTPYAHHUKA, IIEPEBHIMOIHUBIIETO

IIJIAHOBBIC I1OKA3aTCIN
3as.kagedpori «YTpaBneHus CONUATHLHBIMU
1 DKOHOMHUYECKUMH TPOIIECCaAMU» 1.3.H., ipod. 3aboposckas O.B.

(monmuce)




7.4. MeToauuecKue MaTepuaJbl, onpeaejsomme Npoueaypbl OleHMBAHUS
3HAHUM, YMEHUI, HABBIKOB WJIH ONBITA IeATEIbHOCTH, XapAKTePU3yIOIIHe
Tanbl GOPMUPOBAHUA KOMIIETEHLIMI

B TUDDIIT pans oueHKW 3HAHUW, YMEHUW, HABBIKOB M (WJIM) OIbITa
NEeATEIbHOCTH HUCIONb3yeTcsl OalbHO-pedTuHroBas cucrema. Ilog OamibHO-
PEUTHHTOBOM CHCTEMON MOHMUMAETCSI CUCTEMA KOJIMYECTBEHHOW OLIEHKM KaueCTBa
ocsoenuss OIl BO. Ilpu s3TOM wH3ydaemass AUCHUIUIMHA JACJIHTCA Ha PsA
CaMOCTOSITEJIbHBIX, JIOTMYECKH  3aBEPLICHHBIX  pa3lesioB  (Monyse) i
IIPOBEJICHUSI 10 HUM KOHTPOJIBHBIX MEPOIIPUATHUI.

Texymmii KOHTPOJL TPEACTABISIET COO0M MPOBEPKY YCBOEHUS YYEOHOTO
MaTepyaja  TEOPETUYECKOIO0 M MPAKTHYECKOTO  XapakKTepa,  PEryJyIspHO
OCYLIECTBISIEMYI0 Ha MPOTSLKEHHHM ceMecTpa. K JgocTomHCTBaM JaHHOrO THUIA
OTHOCUTCSI €ro CHCTEMATHYHOCThb, HEMOCPEICTBEHHO KOPPEIHUPYIOWIAsCS C
TpeOOBaHKEM MOCTOSIHHOTO U HETPEPHIBHOIO MOHUTOPUHTA KauyecTBa 0Oy4YeHus, a
TaKXKe BO3MO>KHOCTb OaJITbHO-PEUTUHTOBOM OLICHKH YCIIEBAEMOCTH
oOyyaronuxcs. K ocHOBHBIM popMaM TeKyIero KOHTpOJs (TEKyIleil aTTecTalnumn)
MO>KHO OTHECTH YCTHBIH OIPOC, MUCbMEHHbBIE 3a/IaHUsI, KOHTPOJIbHbIE PAOOTHI.

[IpoMexyTouHass arrecTtanus, Kak MPaBUIO, OCYLIECTBIIAETCS B KOHLE
CEMECTPAa U MOXKET 3aBEpLIaTh M3YYEHHUE KAK OTIAEIbHOW AUCUUILUIMHBI, TAK U €€
pasnena (pasnenoB) /Momyns (Moxyneit). [IpomexyToduHas arrectanus mMOMOTaeT
OLIEHUTH 00Jiee KPYITHbIE COBOKYITHOCTH 3HAHUI U YMEHHU, B HEKOTOPBIX CIy4asx
— naxe (QOpPMHUPOBAHUE OIPEACIEHHBIX MNPOPECCHOHANBHBIX KOMIETEHITHH.
OcHoBHble ¢opMbl: 3aueT (AuddepeHurpoBaHHbIi). Tekymuii KOHTPOJb H
IPOMEKYTOUHAs aTTecTalys TPAAULUUMOHHO CIY’KaT OCHOBHBIM CpPEICTBOM
oOecrnieueHus B yueOHOM Mporecce «00paTHON CBS3M» MEX]y MpEenojaBaTeieM U
oOyyJarouumcsi, HEOOXOUMOM JIsl CTUMYJIMPOBAaHUS PAOOThl OOyHarOUIUXCS U
COBEPILIEHCTBOBAHUS METOJIMKH MPENoAaBaHusl yU€OHbIX TUCHUTLINH.

IIo pe3ynbTaTaM MPOMEXKYTOUHOW ATTECTALMU CTYJECHTY 3aCUHMTBIBACTCS
TPYNOEMKOCTh  JUCLMIUIMHBI B 3aU€THBIX  €JUHULAX,  BBICTABISAETCSA
nuddepeHiupoBaHHas  OlleHKa B TNPUHATOM  By3e  cHUCTeMe  0aslioB,
XapakTepu3yrnias Ka4eCTBO OCBOCHHS CTyJICHTOM 3HAaHUW, YMEHHI U HaBBIKOB I10
ATON JAUCIUIIJINHE.

[Io muciumivHe «/{OKyMEHTOOOOPOT B  OpraHM3alUsAX CEpPBUCA»
IIPEAYCMOTPEH 3a4ET C OLICHKOU.

YPOBHU OCBOEHUS TINCHUIIJIMHBI

MuHUManbHbBIN OCHOBHOI1 IIpoaBuHyTHIN
bannw 55-69 70-84 85-100
Oyenra 3 4 5

3aureHO ¢ oOueHkod S5 («oram4Ho», 85-100 Oasui0B) cTaBUTCS
00yJarmMMcs, KOTOPbIE IPHU OTBETE:
— 00HApY>KMBAIOT BCECTOPOHHEE CHUCTEMaTHYeCKOoe U TJyOOKOoe 3HaHue
MIPOTPaMMHOT0 MaTepuarna;
— JIEMOHCTPHUPYIOT 3HAHUE COBPEMEHHON Y4E€OHON U HAYUHOU JIUTEPATYPHI;
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— CIIOCOOHBI ~ TBOPYECKM TMPHUMEHSATh 3HAHWE TEOPHUH K  PEHICHUIO
npodeccruoHanbHbIX 3a/1a4;

— BJIAJCIOT MOHATUHHBIM anmnapaToM;

— JEMOHCTPHUPYIOT CIHOCOOHOCTh K QHAIM3y W COMOCTABJICHHUIO PA3TUYHBIX
MO/IXO/IOB K PEIIEHUIO 3asBJICHHON B OMJIeTe MPOOIEeMaTHKY;

— MOATBEP)KIAIOT TEOPETUUECKHE MTOCTYJIATHl IPUMEPAMHU U3 MPAKTHKHU.
3auTeHo c oreHKOU 4 («xopomoy», 70-84 6ana) cTaBUTCS 00ydaromMMCs,

KOTOpbIE TIPU OTBETE:

— 00HapyXMBAIOT TBEPAOE 3HAHUE MPOrPAMMHOTO MaTeprana;

— YCBOWJIM OCHOBHYIO ¥ HanOoJiee 3HAYNMYIO JOTIOTHUTENBHYIO IUTEPaATypPy;

— CIIOCOOHBI ~ MPUMEHATH  3HAHWE  TEOPHUH K  PEHICHWIO  3ajad
npo(deccCHOHaIbHOTO XapaKTepa;

— JOMYCKAIOT OT/IeJIbHbIE MOTPEIIHOCTH U HETOYHOCTH MPU OTBETE.
3auTeHO C OIEHKOW 3 («yIOBJIETBOPHUTEJIBbHO», 55-69 (ay10B) cTaBUTCS

00ydJaronmmMcs, KOTOphIE PU OTBETE:

— B OCHOBHOM 3HAIOT MPOTPAMMHBIA MaTepuai B 00bEMe, HEOOXOAMMOM IS
npencTosimel paboTel Mo npodeccui;

— B 1I€JIOM YCBOMJIM OCHOBHYIO JIUTEPATYPY;

— JOMYCKAIOT OT/IENbHBIE MOTPEIIHOCTH B OTBETE Ha BOPOCHI.
3a4TeHO C OULEHKOW 2 («HeyI0BJIeTBOPUTEJbHO», 0-54 Oassa) craBuUTCSA

00ydJaronmmcs, KOTOphIE PU OTBETE:

— OOHApY)KMBAIOT 3HAYUTEIbHBIE TPOOETBI B  3HAHUSIX  OCHOBHOTO
MIPOTPaAaMMHOTO MaTepHaa;

— JOMYCKAIOT TPUHIIMITIHATbHBIE OIIMOKU B OTBETE HA BOIPOCHI;

— JEMOHCTPUPYIOT HE3HAaHUE TEOpPUM M TPAKTUKU MNpodecCHOHATbHON
TeSTETHHOCTH.
OcHoBaHuEM sl HEIOMYCKA K 3a4eTy SIBJISICTCS TO, YTO OOYYaroOmuUiCs BO

BpeMsi ceMecTpa He HaOpajl yCTaHOBJIEHHOTO MUHUMYyMa 0ajuioB — 55 GaJiioB.

8. IlepevyeHb OCHOBHOM M JONIOJHUTEIBHON Y4eOHOI JIUTEepaTyphbl,
HE00X0IMMOii 17151 OCBOCHUS TMCUUIIIIMHBI (MOTYJIA)

a) rocy1apcTBeHHbIe CTAHAAPTHI
1) TOCT P51141-98 «Jlenonpous3BOACTBO U apXUBHOE Jieji0. TepMUHBI U

onpeeICHUS
2) TOCT P 6.30-2003 «YHudumupoBaHHbIE CHUCTEMbl JIOKYMEHTAIWU.
YHudummpoBanHas ~ cucteMa — OpPraHM3allMOHHO -  PACHOPSIUTENbHOU

nokyMeHTauuu. TpeboBaHus K 0POPMIIEHUIO JOKYMEHTOBY

3) TOCT P 7.097-2016 «Cucrema crangapToB 10 HH(pOpMAIUH,
OMOIMOTEUHOMY UM H3AaTelbCcKoMy Jieny. OpraHu3alMOHHO-PACIIOPSAUTENbHAS
nokyMeHTanus. TpeboBanus kK 0OPMICHHUIO TOKYMEHTOBY

0) ocHOBHas1 JIMTepaTypa:

14



1) beikoBa T. A. JloKyMEHTalMOHHOE OOECHEYECHHE YIPaBICHUS
(menonpoun3BoicTBO): YueO. moc. / T.A.bbikoBa u ap. - 2 u3., nepepad. u JIo1. -
M.: HUI] Nudpa-M, 2013 - 304c.
http://znanium.com/bookread2.php?book=390575

2) JlokymeHTallMoOHHOE OOecreueHre yIpaBlieHUs] MEPCOHAIOM: YueOHoe
nocooue/bynar P. E. - M.:. HUIl HWH®PA-M, 2015. - 234 c.
http://znanium.com/bookread2.php?book=488066

3) JoxymeHTalnoHHOE 00eCIeYeHrE YIPaBICHHS B COLUAIBHO-KYJIBTYPHOM
cepBuce U TtypmsMme: YueOHoe mocoome / 'ymuna U. A., 3aitnea H. A. - M.:
Annpa-M, HUII NH®PA-M, 2015. - 240 c.
http://znanium.com/bookread2.php?book=489737

B) JIONOJIHUTEJILHAS JINTEpaTypa:

1) UYepnoBa C. TI. JlokyMeHTalMOHHOE oOOecreyeHne YyIpaBICHUS
[DnexTpoHHBIHN pecypc] : yuebd. mocodue / HoBocuO. roc. arpap. yH-T, DKOH. ¢ax.;
coct. C.I. UYepnoBa. — HoBocubupck: 3omnoroii kojoc, 2014. - 106 c.
http://znanium.com/bookread2.php?book=516760

2) JlokyMeHTallMoOHHOE OOecleueHre YIpaBieHus: YueOHoe Tmocooue/
Imagmit E.B. - M.: HUI[ PUOP, HUIL][ HHDPA-M, 2016. - 249 c.
http://znanium.com/bookread2.php?book=304633

9. IlepeyeHnb pecypcoB HHPOPMANMOHHO-TEJTEKOMMYHHKALIMOHHOM CETH
«/HTepHeT», HeOOXOAUMBIX IJISl OCBOCHH S JUCHUILIUHBI (MO1YJIf)

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

2)  Jlenonmpou3BOACTBO U  JIOKYMEHTOOOOPOT Ha  NPEANpPUSITHUU.
http://www.delo-press.ru/journals.php?page=documents

3) KaapoBoe nAenonpou3BOACTBO W TpylaoBoe mpaBo. http://hr-
portal.ru/rubric/kdp

4)  OepepanbHblii mopTan «IOkoHOMHKA. Commonorus. MeHemKMEHT).
http://ecsocman.edu.ru

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

10. MeToauveckue yKa3aHus AJsl 00y4AIOIIUXCH M0 OCBOCHHUIO U CIMILIMHBI
(MoayJist)

CaMocTosTenbHAas MOATOTOBKA 00YYaIOUXCsS IPOBOAUTCS ISl YTITyOIeHHs
U 3aKpeIUIeHHs] 3HAHUM, TMOJYyYEHHBIX Ha JIGKIHUSIX U OPYTHX BHIAX 3aHATUH, AJS
BbIPAa0OTKH HAaBBIKOB CaMOCTOSITEJIBHOTO MPUMEHEHHSI HOBBIX, JTOMOJHUTEIBbHBIX
3HAaHUU ¥ MOATOTOBKH K MPEACTOALIUM YIEOHBIM 3aHATHSM, 3a4ETy.

BaxxHpiM  yCcOBHEM  YCHEIIHOTO HW3YYEHHs] JUCIHUIUIMHBI  SIBISIETCS
nocemenue aekuuid. [lox mocemennem noapazymeBaercs He (popMa MacCUBHOIO
NPUCYTCTBUS, a aKTUBHAasA paboTa 1Mo U3y4yeHuIo HOBOro marepuania. [lonroroska k
JEKIIMOHHBIM 3aHATHAM BKIIOYAaeT B ceOs aHAIW3 NpeularaeMbIX A U3Y4YeHUS
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BOIIPOCOB, W3yYCHHE HOPMATUBHBIX WCTOYHUKOB ¥ YYEOHOH © HAyYHOU
JUTEpaTypel IO paccMaTpuBaeMbIM BOIIpOcaM JICKIMH. B Tmpoliecce JeKmuu
oOydJarmuicss MOXET 3aJaBaTh YTOUYHSIOIIME BOMPOCHL,  OCYIIECTBUTH
B3aMMOCBSI3b HOBOTO MaTepuaia C YXE€ HW3YYCHHBIM, TOJTOTOBUTH 0a3y s
3¢ (HEKTUBHOTO HCIIONH30BAHUS TMOJYYCHHBIX 3HAHUH, OOJErduTh MOATOTOBKY K
PAKTHUECKOMY 3aHATHIO. D(P(GEKTUBHBIM CIOCOOOM (HUKCAIUU JICKIIMOHHOTO
MaTepuaia SBISIETCS KOHCIIEKTHPOBAHME, MPEICTaBIAIoNIee COOO0W HE TOJBKO
buUKcaio BAXKHEUIIUX MOMEHTOB JIKIIMHM, HO W YyKa3aHWE MPUMEPOB IS
MOHUMAHUS TOTO WJIM MHOTO TEOPETUYECKOT0 MaTepuaa.

[Ipu moAroTOBKE K MPAKTHUYECKOMY 3aHATHIO HEOOXOIWMO HCIOIH30BaTh
KOHCIIGKTUPOBAHHBIE MaTepuajbl JICKIUH, y4eOHYI0 W HAy4HYIO JIHTEpPaTypy.
[ToaroToBKa OTBETOB MO BBIHOCHMBIM Ha OOCYXXKJICHHE BOTPOCAM MPAKTHIECKOTO
3aHSTHS BKJIIOYACT B ceOsl HE TOJIBKO MPOYTECHUE MaTepuana, HO M €ro aHaliu3 U
KPUTHYECKYIO OIeHKY. OOyuwaromemycs CJeayeT BBIIBHTH MaJjoU3ydeHHbBIE
aCTIeKThl PACCMAaTPUBAEMBIX BOMPOCOB, MPOSBUTH WHUIIMATHBY MPH MOATOTOBKE K
NPAKTHYECKOMY 3aHSITHIO.

[Ipy MOATOTOBKE K MPAKTUYECKUM 3aHATHUSAMU W 3a4eTy PEKOMEHIYETCS
CUCTEeMAaTH3UPOBATh 3HAHUS, HM300pakas WX B TaOJIMYHOM, TpauueckoM WU
CXEMaTUIHOM BHUJIE. DTO TO3BOJIUT YCTAHOBUTH B3aUMOCBSI3b N3YYaeMbIX SIBICHUH,
YIPOCTHUT 3aJady 3allOMHHAHHUS MaTepuaja, OOJErdyuT MpOIecC MPAKTHIECKOTO
MPUMEHEHUS TTOTYICHHBIX 3HAHHM.

3amaueld  MPaKTUYECKWX  3aHATHUH  SBISETCS  BBIpaOOTKA  YMEHHUS
WCIIOJIP30BAaTh TCOPETUUYCCKUE 3HAHWS, TMPOSBUTH HAIMYAE MPAKTUYECKHUX
HaBBIKOB. [lpm  TOATOTOBKE K  MPAKTHUYECKOMY  3aHATHIO  CIEAyeT
3a0J1arTOBPEMEHHOTO 00€CTIeUnTh HAJIN4he HEOOXOAMMO ISl TaHHOTO 3aHSITHS
MaTepHaa, CaMOCTOSITEIIbHO TTIOBTOPUTH PaHEE N3YICHHBIC TEMBI.

JIiss  yCIenTHOrO OCBOGHHWSI JUCUUIUIMHBI BaKHBIM  SIBIIETCS YMEHHUE
paboTaTh ¢ TepMUHAMHU M UX ompeaeneHusMu. s paboThl ¢ TEPMUHOIOTHEH
3¢ (GEKTUBHBIM SIBIISIETCS MCIOJB30BaHWE KaK yuyeOHOW M HAaydHOH JHUTEpaTyphl,
TaK U IOPUANYECKUX U PUITOCOPCKUX CIIOBAPEH.

Pabota ¢ TepMHHaMU MOXET OCYIIECTBISTHCS Kak B (pOpME COCTaBICHHUS
COOCTBEHHBIX TEMAaTHYECKUX CIIOBAPUKOB I YAOOCTBA M CKOPOCTH TIIOMCKa
HeoOxoaumoro TepmMuHa. C  9TOM  1ENbI0  HEOOXOAMMO KaXKIbIi  HOBBIN
BCTPEYAIONIUIICS TEPMHUH 3alUCHIBATh U BO BPEMsI TIOJITOTOBKH K CEMHHAPCKUM U
MPAKTUYECKUM 3aHSTUSM YKa3bIBaTh COOTBETCTBYIOIEE ompenencHue. B ciayuae
BO3HMKHOBEHUS CJIOKHOCTH BBIOOpA OMPEACIICHHUS] W3 HUMEIOIIETOCS o0bheMa B
paMKax HAy4YHOTO 3HAaHHMS HEOOXOIWMO 3a7aBaTh BOIPOCH TPEMOJaBATEIIO B
paMKax JEKIIMOHHBIX U MIPAKTUIECKUX 3aHIATHMA.

[Ipu mOATOTOBKE K MPOMEKYTOUYHOMY WJIH HMTOTOBOMY TECTHPOBAHUIO
HEOOXOMMO M3YyYUTh TEOPETUYCCKUU W TMPAKTUYECKUH Marepuai. TecToBbie
3aaHus (C MepeyHeM BO3MOXHBIX BAPHAHTOB OTBETOB, CPEAM KOTOPBIX XOTS OBI
OJIMH OTBET SIBISICTCS HEBEPHBIM) O00ECIEYMBAIOT CTPYKTYPHOCTH MBIIUICHUS,
BBIHYX/JICHHOTO BBIOpaTh U3 MPEAJIOKEHHBIX BAapUAHTOB OTBET BCE MPaBUIIHHBIC
BapuaHThl. TecToBble 3aJaHUs HA YCTAHOBJICHHSI COOTBETCTBHUS IOAPA3yMEBAIOT
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HEOOXOJMMOCTh TMPOSBIEHUS HE TOJIBKO 3HAHMS Y4eOHOTO MaTepuana, HO U
yMEHUSI MPUMEHATHh IMpaBuiia (OpPMaIbHONW JIOTUKH. TecToBble 3ajJaHusl Ha
yHOPSAI0YEHUE HAIMpaBIE€Hbl HA YCTAHOBJICHHE JIOTUYECKOW MOCIEN0BATEIbHOCTU
paccMaTpuBaeMbIX SIBJICHUH (BPEeMEHHM CYLIECTBOBAHUS SIBJICHUH, pacloNOKEHUs
CTPYKTYPHBIX 3JIEMEHTOB MPABOBBIX TIOKYMEHTOB U T.II.).

OddexkTuBHBIM CcrOCOOOM JIi MOATOTOBKA K TECTUPOBAHUIO SIBIISETCS
pabota oOydaronierocs Mo PEIIeHUI0 TECTOBBIX 3a/laHUi, NPEIOCTaBICHHBIX IS
CaMOCTOSITENIbHON paboThl. Takke mpH MOATOTOBKE K Takol (opme KOHTPOIsS
3HAHM, KaK PEIICHNE TECTOBBIX 3aJaHUM, CIEAYET CAMOCTOSITENBHO IMOIBITATHCS
npopadoTaTh paccMaTpuBaeMble B TUCIUILUIMHE BOMPOCH! B ()OpPME COCTaBIICHUS
TECTOBBIX 3a/IaHUM.

[Ipy moAroToBKE K 3a4eTy CcIeAyeT HMMETh B BHUIY, YTO OH SBIIAETCS
UTOTOBOU (POPMOI KOHTPOJISI MO M3YUCHHIO JAaHHOW y4eOHOW NUCHUIUIMHBIL. 3adeT
NO/Ipa3yMEBaeT  MAaKCHUMAJIbHYI0  KOHIIEHTPALIMIO  3HAHUM W yMEHUH,
MPEAnojaralmx MoJIHOE U3y4eHUe MaTepuana JUCIUIUIUHBDIL.

3ader mnpoBoAMUTCS B (OpME YCTHOrO cOOECeOBaHUS U BBIMOJHEHUS
MMCbMEHHOIO 33/IaHMsl, TMOO TecTa.

Pemenne mnpenopaBatenss 00 HUTOrOBOM OLIGHKE TPUHUMAETCA IIO
pe3yibTaTaM YCTHOTO OTBETa M BBIMIOJHEHHOTO MHUCbMEHHOIO (TECTOBOIO)
3a/1aHusl, B 3aBUCUMOCTH OT IIKAJIbI OLICHKHU.

WutepakTuBHble  (QOpPMBI  MPOBENEHUS  3aHATHA MO  JUCIHIUIMHE
«/lokymenmoobopom 6 opeaHuzayusAX cepeuca» BKIIOYAIOT B ce0s CIeAyIoLIue
BUJIbI 3aHSITHH:

- WHTEpPaKTUBHBIC JIEKLUHU, MPEANOJaraloT HCIOJIb30BAHHE METO/A
npoOsieMHOT0 u3J0XKeHus. [Ipyu TakoM mojaxoje JEeKIUs CTAHOBUTCS MOXOXKEW Ha
JMAJor, MPENoJaBaHUEe UMUTUPYET HMCCIIEIOBATENbCKANA MPOUECC (BBIABUTAIOTCS
NEPBOHAYAILHO HECKOJIBKO KIIFOUEBBIX MOCTYJIATOB IO TEME JICKIUHU, U3JI0KEHUE
BBICTPAMBAETCS 1O MPUHIUIIY CAMOCTOSTEIBHOTO aHajln3a H  0000LIeHUS
CTyJIEHTaMH Yy4e0HOro Marepuana). JTa METOAMKa IO3BOJISIET 3aWHTEPECOBATh
CTYyJIEHTa, BOBJIEYb €ro B Ipoiecc o0yueHus. [IporuBopeursi HAy4YHOro MO3HAHUS
PACKpBIBAIOTCSI TIOCPEJCTBOM IOCTAHOBKU IMpoOjeMbl. YueOHas mnpodiieMa u
npoOiemMHasi CUTyalus SBJSIOTCS OCHOBHBIMH CTPYKTYPHBIMH KOMITOHEHTaMU
npobiemHoro oOyuenus. [lepen Havamom H3yudeHHs OINpPEACIIEHHOM TEMBbI Kypca
CTaBUTCS TeEpel CTyACHTaMu NpPOOJEMHBIA BOMPOC MM JaeTcs NpoOJIeMHOE
3aganue. CTUMynHpys paspelieHre MpoOJieMbl, MpenojaBareilb CHUMAET
IPOTUBOPEYMS MEXTY UMEIOIIUMCS €€ IOHUMAHUEM U TPeOyeMbIMH OT CTYJIEHTa
3HaHUSAMHU. D(DPEKTUBHOCTH TAKOTO METOAA B TOM, YTO OTHAEIbHBIC MPOOIEMBI
MOTYT MOJHUMATHCS CaMHMH CTyAeHTamMH. [J1aBHBIA ycrnex JaHHOrO METOJa B
TOM, 4YTO NPENoJaBareib JOOMBAaeTCA OT ayJUTOPUH «CAMOCTOSTEIBbHOIO
peleHus» MocTaBieHHOM mpobiembl. OpraHuzanus MNpoOJEMHOTO O0y4YeHUs
NPEACTABISECTCS JOCTATOYHO CIIOKHOM, TpeOyeT 3HAYUTEIbHOM MOATOTOBKHU
aexktopa. OHAKO Ha HAYaJIbHOM 3Tare MCIOJIb30BaHUSI ATOTO METOJA €ro0 MOXKHO
BHEJIPSITh B CTPYKTYpPY T'OTOBBIX, paHee pa3pa0OTAHHBIX JIEKIUH, MPAKTUYECKUX
3aHATUH KaK JI0NOJIHEHHUE.
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- TPYIIOBBIE IHUCKYCCHHM, TPUMEHSIOTCS JIsi OOeCleyYeHus] HaBBIKOB
KOMaHJIHOM pabOThl U MEXIMYHOCTHON KOMMYHHMKALMU U MPEACTABISIIOT cOOOM
OIICHOYHOE CPEJCTBO, TMO3BOJIAIONIEE BKJIIOYUTH OOYYArONIMXCSI B MPOIECC
00CYX/IeHUsI TMPEJCTABICHHON TeMbl, MPOOJEMbl M OLEHUTh HUX YMEHUE
apryMeHTUPOBaTh COOCTBEHHYIO TOUKYy 3peHus. Kpome Toro, B Xoje 3aHSTHI
MPOBOJIATCS KPYTJIBIE CTOJIBI 1O 33JJAHHBIM TEMaTHUKaM.

Pekomenayercs  mpu  MOATOTOBKE  HMCIIOJIB30BaTh  JJIEKTPOHHBIE
OMOJIMOTEUHBIE CUCTEMBI, & TAKXKE CIEIUATM3UPOBaHHbIE CalThI ceTu Internet.

11. Ilepeyens nHGOPMALMOHHBIX TEXHOJIOTHH, HCIIOJIb3yeMbIX IIPH
OCylleCTBJIEHUH 00pa30BaTEeIbHOIO NMPoLecca Mo JUCHUIIHHE (MOAYJIIO),
BKJII0Yas NlepeYyeHb MPOrPaMMHOro odecneyeHnsl 1 HH(POPMAITUOHHBIX
CIIPABOYHBIX CHCTEM
[IporpamMmmHoe obecnieueHue:
1. Omnepanmonnas cuctema (Microsoft Windows Iponpuemapnas);
2. IMaker odwucHeix nporpammMicrosoft Office MS Word, MS Excel, MS
Power Point, MS Access, MS Publisher u ap. liponpuemapnas);
3. Web-6paysep (Mozilla Firefox GNU Lesser General Public License);
NudopmanmoHHbie CripaBOYHbIE CUCTEMBI:
1) AprtomaTuzupoBaHHas HWHQOpMaIMOHHAs OWOJMOTEYHAss CHUCTeMa
Marc21SQL;
2) CopaBouHo-npaBoBas cuctema «Koncynbsrant [Lmrocy

12. MaTepuanbHo-TeXHH4YecKasi 0a3a, He0OXoAMMas IS OCYIIeCTBJICHUS
00pa30BaTEJIbHOI0 MPOLECCA MO TUCIHUIINHE (MOAYJII0)

Ne
n/n
1. | Cnenmaiv3upoBaHHbIE Ay TUTOPHH:
VYyebHas ayauTOpusi ISl MPOBEACHUS 3aHATUNA CeMHUHApCKOro | 1
TUIAa, KYpPCOBOTO IPOEKTUPOBAHUS (BBIIOJHEHUS KYpPCOBBIX
paboT), TpPYNIOBBIX W WHIWBHUIYAIbHBIX KOHCYJbTAIUH,
TEKYUIEr0 KOHTPOJII M MPOMEXYTOYHOM arrectauuu /
KOMITBIOTEPHBIA KJIacC / TMOMEUIEHUE Il CaMOCTOSTEIbHOU
pabotel Ne 43 (yn. Pommnckas, 5)

HaunmenoBanue KoauuecTtBO

2. | Texunueckue cpencrna o6ydeHus:
KOMIBIOTEP C MPOrpaMMHBIM obecrieueHueM ayz. Ne 43 |17
3. | CrermanusupoBaHHbIe ayAHTOPUN:

VYyebHas ayauTopust 711 IPOBEICHUS 3aHATUHN JTEKIIMOHHOTO
THUIIA, 3aHATU CEMHUHAPCKOTO THUIIA, TPYIIOBBIX U

WHMBUYyAJIbHBIX KOHCYJIbTAIlMI, TEKYIIIETO KOHTPOJIS U 1
npomexyTouHoi arrectaniuu Ne 39 (yi. Pomunckast, 5)

4. | Texaudeckue cpeacTra 00yIeHUs:
JIOCKa MHTepakTUBHAas ay. Ne 39
MYJIbTUMEIUNHBIN TTpoekTop aya.Ne 39
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KOMIIBIOTED € MPOTrpaMMHBIM obecrieueHueM aya. Ne 39

HarJsigHeIe mocoOus ay. Ne39
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