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1. MIOACHUTEJIBHAS 3AIIMCKA

K METOAUYECKHUM PEKOMEHIALNUAM 110 BBIITOJTHEHHUTIO
INPAKTUYECKHUX PABOT

[Ipo4HOCTh, OCO3HAHHOCTH W JICKCTBEHHOCTh 3HAHWKW OOydYalOIIMUXCA Haubosee
3 dexTuBHO OOEcTIeUnBaCTCS TPHU MOMOIIM AKTUBHBIX METOJ0B. Cpelar HHX BaXXHOE MECTO
3aHUMAIOT MPAKTUYECKUE 3aHITHS.

Mertonuueckue yKa3aHWsi HalpaBJI€HbI, MPEXIE BCEro, Ha OKa3aHUE METOAMYECKOU
MOMOIIY CTYJICHTaM IPU MIPOBEACHUM TPAKTUUECKUX 3aHATHM.

[Ipy BBIMOJHEHWH NPAKTUYECKUX PAOOT BBIPAOATHIBAIOTCS YMEHHUS aHAJIM3UPOBATh,
CpaBHUBaTh, 0000IaTh, JCJIAaTh BBIBOJABI.  BBINOJHEHHWE 3aJaHMS  JOJDKHO  OBITh
apryMEHTHPOBAHHBIM, OTBETHI Ha 3aJIaHUs TTPEACTABIICHBI MTOJTHO.

Meroanueckue yka3zaHHsl 1O BBINOJHEHUIO MPAKTUYECKUX 3aJaHUM, pa3paboTaHbl B
MOMOIIb CTYACHTaM IS CaMOCTOSITCJIBHOTO BBIMMOJHEHUS HWMH IPAKTHYECKUX padoT,
PEIYCMOTPEHHBIX pabodeii mporpaMMon.

[IpakTrueckue 3aHATHS TPOBOJATCS MOCIE U3YYEHHUS] COOTBETCTBYIOIIMX TEM pa3JesioB.
BrinmonHenue cryaeHTaMu MPaKTHUYECKUX pPAOOT TMO3BOJISIET MM TOHATh, KaK H3ydaeMble
TEOPETUYECKHE TMOJIOKECHHSI U MPAKTHUYECKHEe YMEHHS MOTYT OBITh HCIOJB30BaHBI B Oymylei
IIPAaKTUYECKON NEATEIbHOCTH.

B nporecce npoBeneHuss NpakTUYECKUX 3aHIATHI CTYAEHTAM INPEIaraeTcs BbIITOJIHEHUE
pa3IUYHOTO poja 3aJaHui, B TOM YHCJIE PEIICHHE CUTYallMOHHBIX 3a7a4 (MHOTHE U3 KOTOPBIX
COCTaBIICHBI HA OCHOBE M3YUEHHOU Cy/1e0HOM MPaKTUKU CyI0B 00IIel Iopucaukiuu Poccuiickoit
®denepannn); MOATOTOBKA HCKOBBIX 3asBJICHUN WJIM OT3bIBOB Ha HHUX; pa3pabOTKa TEKCTOB
JIOTOBOPOB M COIVIAILIEHWW; MOJATOTOBKA YCTHBIX JOKJIAJOB Ha 3aJaHHYI0 TEMY; HalUCaHUE
HEOOIBIIUX pedepaToB M ICCE;, MPOBEACHHE MOJCIBHBIX CYACOHBIX IMPOIECCOB W KPYIIIBIX
CTOJIOB IO IMCKYCCHOHHBIM BOITPOCAM IIPABA; PELIEHUE TECTOBBIX 3a/1aHUM.

OTBeT Ha MPAKTUYECKOM 3aHATUU HE TMPEIAINOJaraeT MPOCTOTO UTEHUS TOTOBOTO

MaTepuana, CTYIEHT JOJDKeH OTBedYaTh CBOOOJHO, mpuberas K IIOMOIIU 3apaHee
MOJTOTOBJICHHOTO Marepuana. CTyaeHTaMm, UMEIOMIMM TPOOJIeMbl ¢ JHUKIMCH W/WIN IMoJadei
MaTepualia, UMEET CMBICII IPOTOBOPUTH CBOE BBICTYIUIEHUE 3apaHee.
[lenpro MPaKTUYECKUX 3aHATUHN SIBISIETCS 3aKPEIUICHUE TEOPETUUECKUX 3HAaHUM U TTpUoOpeTeHne
MPAKTUYECKUX YMEHHH U HaBBIKOB, (opmupoBaHHEe MTPO(HECCHOHATBHBIX H  OOIIUX
koMmrereHnmi. Kaxmoe W3 MNpakTHYECKUX 3aHATHM MOXET TPEACTaBIATh HEOOIBIIOE
3aKOHYEHHOE UCCIIEA0BAHNUE OJHOIO U3 TEOPETUYECKUX BOIIPOCOB U3y4acMOM JUCLUILIMHBI.

2. METOAUYECKHUE PEKOMEHJIAIIUU 110 BBINIOJIHEHUIO TIPAKTUYECKHUX
PABOT

He.]'ll/l H 3aJaYu JUCHHUIIMHBbI — TpeﬁoBaHI/lﬂ K pe3yjgbTartaM OCBOCHHUA IUCHUIIJIMHBI

(MIK):

HMeTh NPAKTHYEeCKUH ONbIT:

Ol BbINONHEHHS ONEPATUBHO-CIY)KEOHBIX 3aJad B COOTBETCTBUU C MNpoduiieM
JEATEIIBHOCTH NTPABOOXPAHUTEIBHOTO OpraHa B yCJIOBHAX PEKMMA UPE3BBIUAHHOIO MOJIOKEHHUS,
C HCIIOJIb30BAHMEM CIIELMAIbHOW TEXHUKH, BOOPYKEHHUS, C CcOOJo/leHneM TpeOoBaHUI
JIEJIONPOU3BO/ICTBA U PEKNUMA CEKPETHOCTH.

yMeThb:

Y9 npaBUIBbHO COCTaBISATH U OQOPMIIATH CIY)KEOHBIE JIOKYMEHTBI, B TOM YHCIE
CEKpETHbIE, Co/iep Kalllie CBEACHHSI OTPAaHUYEHHOT'O TI0JIb30BaHUS;

V10 BBIMOMHATH CIyXkeOHble 00S3aHHOCTH B CTPOTOM COOTBETCTBHM C TPEOOBAHUSMHU
peXHUMa CEKPETHOCTH;



3HATh:

311 ycTaHOBIEHHBIM MOPAJOK OpraHMU3alMM JEJIONPOU3BOJCTBA, HCIIOJIB30BAHUS
CBEICHMM, COlEpKaINXCs B JOKYMEHTAX;

312 ocHOBHBIE MpaBUIIA U MOPSIOK MOJTOTOBKH U 0()OPMIICHHUS TOKYMEHTOB;

313 opraHn3alMOHHO-IIPABOBBIE OCHOBBI PEXUMa CEKPETHOCTH B IPAaBOOXPAHUTENIBHBIX
opraHax, IOpsI0K OTHECEHMsI CBEJICHUN K IOCYJapCTBEHHOM TaliHE, MOPSAJOK 3aCEKPEYMBAHUS U
pacCeKpeunuBaHusl HOCUTENIEH CBEIEHUH, COCTaBISAIONIMX TOCYAAPCTBEHHYIO TalHY, MOPAIOK

JIOIyCKa K FOCYJapCTBEHHOM TalHE;
314 npaBuia 1oyb30BaHMs U OOPAIEHUS C CEKPETHBIMU JOKYMEHTAMH U U3JIETUSIMH.

TpeOoBaHusi K pe3yJibTaTaM OCBOEHMSI JUCUMILIUHDI:

[Ipouecc

HU3ydCHHUA JUCHUINIMHBI HAIIpaBJICH Ha (bOpMI/IpOBaHI/Ie cJIeayrommx

komnerennuii: [IK 1.10 [IK 1.11

IIK 1.10

HUcnonw3oBaTth B HpO(beCCHOHaHBHOﬁ ACATCIIbHOCTU  HOPMATHBHBIC

IPaBOBbIE AaKTHl M JOKYMEHTHl 1O OO0ECIIEYEHHIO peXHMa CEKpeTHOCTH B Poccuiickoit

®enepanuu.

IIK 1.11 OOGecneunBarh 3alIUTy CBEICHUI, COCTABISIOUIMX TOCYAAPCTBEHHYIO TailiHY,
CBEJICHUH KOH(PUACHIIMAIBHOTO XapaKTepa U MHBIX OXPaHsAEMbIX 3aKOHOM TaiiH.

KPUTEPUHU OLHEHKH

Onenka

Kpurepun

OTJIMYHO

BricTaBnsercs o00ydaromeMmycs, €ClId OTBET IOKa3bIBaeT TJyOOKoe U
CUCTEMAaTUYECKOE 3HAHHWE BCEro MPOrpaMMHOrO0 Marepuana U CTPYKTYpbI
KOHKPETHOI'O BOIIPOCa, a TaKXE OCHOBHOIO COJEpXKaHUS W HOBALUil
JIEKIIMOHHOTO Kypca 10 CPaBHEHHIO ¢ yueOHOU muTepaTypoii. O0yuaronuiics
NIEMOHCTPUPYET OTYETIMBOE M CBOOOJHOE BIaJieHHE KOHIENTYaIbHO-
MOHATUMHBIM  anmapaToM, Hay4YHbIM  SI3bIKOM M TE€PMHHOJOTHEH
COOTBETCTBYIOIIEH HAay4HOH 001IacTH. 3HAaHHWE OCHOBHOM JHTEpaTypsl H
3HAKOMCTBO C JIOIIOJHUTEIBHO PEKOMEH0BAaHHOM JIUTepaTypoil. Jlornueckn
KOPPEKTHOE U YOeIUTEIbHOE N3JI0KEHNUE OTBETA.

XOPpOIIO

BricTaBnsercs o0ydaromieMmycsi, €clid €ro OTBET JEMOHCTPUPYET 3HAHUE
Y3JI0BBIX MPOOJIEM MPOrpaMMbl W OCHOBHOTO COJACpXKaHUS JIEKITMOHHOTO
Kypca; YMEHHE IOJIb30BaThCsl KOHLIENTYaJIbHO MOHATUMHBIM almapaToM B
MpoIlecce aHajM3a OCHOBHBIX TPOOJIEM B paMKax JaHHOW TEMbI, 3HAHHE
BaXHEHIINX pabOT M3 COHMCKa PEKOMEHJOBaHHOW IUTEpaTyphl. B memom
JIOTMYECKH KOPPEKTHOE, HO HE BCErJa TOYHOE W apryMEHTHUPOBAHHOE
M3J105KCHUE OTBETA.

YIOBJIETBOPUTEILHO

BrictaBnsercs  oOydaromieMmycsi, €cid  €ro OTBET  JIEMOHCTPUPYET
(bparmMeHTapHble, TOBEPXHOCTHBIEC 3HAHUS BXKHEHIIINX Pa3/IeNIOB MPOTrPaMMBbI
U CcoJep)KaHUsl JIEKIMOHHOTO Kypca; 3aTpyJHEHHS C HCIOJIb30BaHHEM
HAyYHO-TIOHSATUIHOIO ammapara ¥ TEPMHUHOJIOTMH Y4eOHON TUCIUIUIMHBI,
HEIIOJIHOE 3HAKOMCTBO C PEKOMEHJIOBAaHHOM JINTEpaTypol; YacTHUYHBIE
3aTPYJHEHHUS] C BBIOJIHEHHEM MPEIyCMOTPEHHBIX INPOrpaMMOMN 3aJaHUil;
CTPEMJIEHHE JIOTUYECKH OIPENIETIECHHO U MOCIIEI0BATEIbHO U3JI0KHUTh OTBET.




HCYAOBJICTBOPUTCIILHO

BrictaBnsercs o0y4aromeMycs, eCial €ro OTBET JIEMOHCTPHPYET HE3HaHUE,
MO0 OTPBHIBOYHOE MPEJCTABICHHWE O JaHHOW MpobiieMe B paMmKax ydeOHOo-
[IPOrpaMMHOTO MaTepuasa; HEyMEHUE MCIIOIb30BaTh MOHATUMHBIN armapar;
OTCYTCTBHE JIOTUYECKOI CBS3HU B OTBETE.




COAEPXAHUE ITPAKTUYECKUX PABOT

IIpakTHyeckas padora

Tema 1.1 Coneprxkanue 1e10MPOU3BO/ICTBA B MPABOOXPAHUTEIBHBIX OpraHax (opranax
BHYTpEeHHUX Jiei). O01ie HopMBbI U paBuiia 0(hOPMIICHUS JTOKYyMEHTOB

IIpakTHyeckne 3aHATHSA:
Bormpocs! 1u1st 00y 1eHus:

1. [IpaBoBast ocHOBA AEJIOMPOU3BOJICTBA B IIPaBOOXpaHUTENbHBIX opraHax (OBJI).
2. Ilonstue u knaccupuKanus JOKyMEHTOB.

3. [lonsiTue U copepx aHue ASIOMPOU3BOJICTBA B OpraHax BHYTPEHHUX JIEI.

4. Bunb! ciy:xe0HBIX TOKYMEHTOB U TPeOOBaHMUS, IPEIbABISEMbIE K HUM.

3aganue
Omnpenenenue pazmepa Oymaru, HyMepaluu CTpaHull, crioco0oB opopmileHus Aart.

Tema 1.2. JlokymMeHTHPOBaHUE YIIPABJIEHYECKON AeATeIbHOCTH
IIpakTH4yeckue 3aHATHS:
Bomnpocs! 1u1st o6cyxaeHus:

1. CpenctBa ¢uKcanuu M COXpaHEHHS YNPABICHUECKOW MH(OpPMAIMK B OpraHax BHYTPEHHHX
Jel.

2. CrtocoObl U3TOTOBIICHUS YIIPABICHYECKON TOKYMEHTAUN M OJIAHKOB JIOKyMEHTOB.

3. IloHsTHE NOJUIMHHUKA U KONIMM JOKYMEHTOB. [IpaBuina ux opopmiieHus.

4. IlonsTue u copepkanue MHHOPMALMOHHON EMKOCTH JOKYMEHTA.

5. XapakTepucTika yHU ()UK U CTAaHAAPTH3AIUHU CITY)KSOHOW TOKYMEHTAIHH.

3aganue
Odopmuth Tabenb (GopM JAOKYMEHTOB, MPHUMEHSEMBIX B OpraHusanuu Ha ¢opmare A4 ¢
coommonenneMm ['OCT P 6.30-2003.

Tema 1.3. JokymeHntoo6opor. Opranuzanusi padoTbl ¢ JOKYMEHTAMHM H HX XpaHeHHe
IIpakTHyeckue 3aHATHA:
Bormpocs! muist o6cyxieHust:

1. ITopsanok perucTpanuy NOCTYNAIUX (BXOIALINX ) YIPABICHYECKUX T0OKyMEHTOB B OB/]

2. llopanox UCHIOTHEHUSI JOKYMEHTOB M 3HaU€HUe pe3otoluil HadainbHuka OB/JI.

3. Iopsiiox mMpou3BOJCTBA MO OTIpaBIIsieMOl JoKyMeHTaluu. [lpaBuna popmupoBanus aen U Ux
ITPYHIHPOBKA.

4. ITpaBuna opopmiIeHHs €]l 1 HAHECEHUS PEKBU3UTOB Ha UX 0OJIOKKHU

5. [lopsimok mepenayu A€ B MOAPa3ACIICHUS CIICIIMATBHBIX (JOHIOB

3amanue
OdopmMuTh 1 3aMOTHUTH aKT 00 YHUYTOKEHUHU OTACIBHBIX TOKYMEHTOB Ha ¢opmare A4.

Metoauueckue ykazanust «OcHoBHble [IpaBuia paOoThl apXWMBOB OpraHu3anuii» (0A00pEeHbI
pemenneM Komneruun PocapxuBa ot 06.02.2002) Ipunoxenune 4; «[OCT P 57664-2017.
Harnmonaneueiii crangapt P®. JlokyMeHTBI B 3aKOHOJAATENbHBIX (MPEACTaBUTEIbHBIX) OpraHax
cyobekroB P®. Yacte 2. Tumossle obOpasusl» (yrB. W BBemen B neiictBue Ilpukazom
Poccrangapra ot 14.09.2017 Ne 1110-ct) [Ipunoxenue AS7.



Tema 1.4. Ilopsaaok cocTaBjieHUsI OPraHNU3ALMOHHBIX TOKYMEHTOB

IIpakTnyeckne 3aHATHSA:
Bompocs! 1uist 06cyxnenns:

1. Buzb! u mpaBusia opopMIICHHS OPTraHU3alMOHHBIX JIOKYyMEHTOB B OpraHax BHYTPEHHUX JeIl.

2. ITopsAnoK yTBEp)KJICHUS OPraHN3aIMOHHBIX JOKYMEHTOB

3. Xapakrepuctuka coaepkanus Ilonoxxenust o0 opraHe BHYTPEHHHX JEJ, €r0 CTPYKTYPHOM
HOJpa3AeiIeHUH, IPAaBOBOM IOJI0KEHUH OPTraHW3aI[MOHHBIX IOKYMEHTOB

4. CocraBnenue U 0(opMIIeHUE TOHKHOCTHBIX HHCTPYKITHH.

3ananue. CocTaBUTHh U OPOPMUTH TOJKHOCTHYIO HHCTPYKIIHIO.
Tema 1.5. IlpaBuJjia cocraB/jieHHs1 U 0()OPMJIEHHUS PACTOPATUTEIHLHBIX JOKYMEHTOB

IIpakTHYeckune 3aHATHSA:
Bonpocsr 1uist 06cyxaenus:

1. CtpykTypa, pEeKBU3HUTHI U TOPSAOK OQOPMIICHHS TNPHKA3a M PACHOPSDKEHHS] HadallbHUKA
opraHa BHYTPEHHHX JI€J.

2. Ilopsaok coryacoBaHus U YTBEPKICHHS paCIIOPSIUTENbHBIX JOKYMEHTOB.

3. OcHoBHbIE TpeOOBaHUS, IPEIbIBIsEMbIe K 0OPMIICHHIO PACIOPSIUTENBHBIX JOKYMEHTOB B
OopraHax BHYTPEHHHUX JEIL.

4. IlonsiTe MpaBOBOW FKCIEPTU30M PACTIOPSIAUTEIBHBIX TOKYMEHTOB.

3ananue. CocTaBUTh U O(POPMUTH NIPUKA3 U BBIMHUCKY U3 MIPUKA3a.

Tema 1.6. Odopmiienne HHGOPMAIHOHHO-CIIPABOYHOM TOKYMEHTALMH

HpaKTuquKue 3aHATHUA:
BOHpOCBI JJIA O6Cy)KI[eHI/I$I2

1. OcHoBHble [IpaBuna u mnopsinok OoQGOpMIIEHHUS PEKBU3UTOB ajpecara W OTIPABUTENS B
TenerpaMmax.

2. CtpyKTypa, Ha3HaYEHUE U MOPSIIOK COCTABICHUS TOKIaIHbIX U OOBSICHUTEIbHBIX 3aIIUCOK

3. Ilopsiiok oopMIIEHUS U YTBEPKIACHUS JOKYMEHTOB KOJIETHalbHBIX OPraHOB

4. Bunpl, npaBuiia 0OpMIICHHUS M COCTAB PEKBU3UTOB CITYKEOHBIX MTHCEM.

3ananue. OPopMUTH cITyKeOHOE TUCHMO.

Tema 1.7.
IIpakTHyeckne 3aHATHA:
Bompocs! q1st 06cyxnenus:

1. Iopsinok mpuema u 06padboTku noctynaromux B OB/l mucbMeHHBIX 00palieHuil rpax/iaH.
2. Ilopsiok 1e7101IpON3BOJICTBA 10 MMCHbMEHHBIM OOPALEHUSAM JIMLL, COAEPIKAIIUXCS B
u30JsITOpax BpeMeHHoro coaepskanus (MBC).

3. Ilopsiiok opranu3anys npruemMa rpax/iad pyKoBOJACTBOM OpraHa BHYTPEHHUX eIl

4. 1enonpou3BOJCTBO 10 MOBTOPHBIM OOpaIlleHUsIM FPpaKIaH.

3ananue. 1.CoctaBuTh rpaduk npruemMa rpaxxkJiaH pyKOBOJICTBOM YUPEXKACHUS Ha TEKYILIUN
MeCsIL.



2. CocTaBUTh KapTOUKY JUYHOTO IIpUEMa I'paXklaHNHA PYKOBOIUTENEM YUPEXKICHUS.

Tema 1.8 KoHTpPOJIb HCIIOJIHEHHS JOKYMEHTOB

IpakTnyeckne 3aHATHS:
Bompocs! q1st 06cyxnenus:

1. TlompazneneHus opraHOB BHYTPEHHHX JIEJ, OCYIIECTBIISIONINE KOHTPOJIb HAJl

HCIIOJIHEHHEM JIOKYMEHTOB.

[ToHsITHE TPOMEKYTOUYHOTO KOHTPOJIS UCITOTHEHHUS.

3. Tlopsaok ucYUCIIEHUs U MPOJICHUS CPOKOB HaYaia UCMIOJHEHUS IOKYMEHTA U CPOKOB
€ro 3aBEPILICHHUS.

4. Tlopsiok mepeHoca UCIOJHEHHS TOKYMEHTa Ha CIICAYIOMNNA OTYCTHBINA TTEPHO/I.

no

3ananue. CocTaBUTH PAropT O MPOJJICHUH CPOKA PACCMOTPEHHS 0OpaleHHs TpakJaHIHA.

Tema 2.1 IlonsiTue rocynapcTBeHHol TaiiHbl. CHcTEMAa 321U THI TOCYAAPCTBEHHON TallHbI
B OPraHax BHYTPEeHHUX JieJl.

IIpakTHyeckne 3aHATHA
Bonpocsr muist 06cyxaenus:

1. Tlonatue W copep’aHuEe CBEICHUW, COCTABISIOIIMX TOCYIAapCTBEHHYIO TaiHy. lloHsTHe
MAaKCHMAJIbHOTO CPOKA 3aCEKPEUUBAHMS.

2. CBeneHus, COCTaBIISIONINE CIy)KeOHYI0 TaiiHy. CBelleHus, He MoAJexkallre 3aCEKPEUNBAHUIO
3. Opranbl 3alATHl TOCYAApPCTBEHHOM TallHBI M JOJDKHOCTHBIC JIMIA, KOHTPOJIUPYIOIIWE
cOOJTI0JICHHE peXKUMa CEKPETHOCTH B mojpasneneHusx MB/[ PO.

4. Tlonsite 1 (popMBI TOMyCKa JOHKHOCTHBIX JIMIL U TPaXAaH K CBEIACHUSM, COCTABJISIIOIIUM
roCyJapCTBEHHYIO TallHy

5. OcHOBaHuMs J1s1 OTKa3a JOJDKHOCTHOMY JIMITY B JIOMYCKE K rocynapcTBeHHOU TaitHe. [Ipenen
JIOCTYIIa JOJKHOCTHBIX JIMI] K 3aIUIIAEMbIM CBEACHUSIM

3ananue. CocraButh nepeueHb HIIA, perynupyromux AONYCK K CBEIEHMSIM COCTaBISIOLIUM
rOCYJapCTBEHHYIO TalHY.

Tema 2.3 O0A3aHHOCTH COTPYAHHKOB OPraHOB BHYTPEHHHX €] 110 COOII0IEHII0 PeKHMA
CEeKPETHOCTH

IpakTuYecKue 3aHATHS

Bormpocs! 1ist 00CyKaeHuUs:

1. O6s3anHOCTH coTpynHukoB OBJ] mo o0ecreueHnto COXpaHHOCTH CBENIEHUM, COCTABIISIONINX
rOCyJapCTBEHHYIO U CIyXeOHYI0 TailHy

2. ConepxaHue 00s13aHHOCTEN COTPYTHUKOB IIPU pa3pabOTKe CEKPETHBIX JJOKYMEHTOB

3. Buasl o6s3anHoCTel coTpynHukoB OBJI npu noixy4eHnu ceKpeTHOH T0KyMeHTaluu, padboTe ¢
HEl U €€ XpaHEHUH.

4. Tlopsinok caauu U nepeaavu HOCUTENEW CBEEHUH, COCTABIIAIOIINX I'OCYJapCTBEHHYIO TalHY
5. KakoBa 0TBETCTBEHHOCTh cOTpyAHMKOB OB/] 3a HapynieHue pexxuma CEKpeTHOCTH

Tema 2.4 OCHOBBI CEKPETHOI'0 /1e10NPOU3BOACTBA U COOIOICHUS PEKUMA CEKPETHOCTH B
opraHax BHYTPEHHHUX JeJI

IIpakTHyeckue 3aHATHA
Bormpocs! mtst o6cyxieHust:
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1.IToHsATHE IPOITYCKHOTO PEXMMA B OpraHax BHYTPEHHHX JICI.

2.TpeOoBaHus, NPEABABIAEMbIE K PEKUMHBIM MTOMEILEHUSM, B KOTOPBIX XPAHATCS CEKPETHBIE
JIOKYMEHTBI, CTIICIIMAIbHbIC U3/ICNNs, BEIETCS CEKPETHAs paboTa.

3.Co0uroieHne pexruMa CEKPETHOCTH TP JIBHKCHUH CEKPETHBIX JOKYMEHTOB BHYTPHU OpraHa
BHYTPECHHUX JICNl M UX XPAaHCHHH.

4.CobmrofieHre pekrMa CEKPETHOCTH MPU U3TOTOBICHUH CEKPETHBIX JOKyMeHTOB. CoOroieHNe
pEeKUMa CEKPETHOCTH TIPU Pa3MHOKEHHH CEKPETHBIX IOKYMEHTOB.

5.I1opsiok paboOThl M YHHUTOXKEHHS CEKPETHBIX TOKYMEHTOB B CIyXEOHBIX KOMaHAUPOBKAX.

3ananue. COCTaBUTh aKT O BCKPBITHUHM XPAHUJIUILA C CEKPETHBIMU TOKYMEHTAaMHU.

KonTposmmpyembie komnerennuu [1K 1.10 MK 1.1101311-14 ¥ 9-10
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3. MOSICHUTEJIBHAS 3AITUCKA

K METOAUWYECKUM PEKOMEHJAIIMAM 11O BBIITOJIHEHHUIO
CAMOCTOATEJBHBIX PABOT (JIOMAIIIHUX 3AJTAHUN)

CamocrostensHas paboTa — IUIaHHpyemas YydeOHas, Yy4eOHO-HCCIeI0BaTeIbCKasl,
HAy4YHO-UCCIIeIOBaTeNbCcKasi paboTa CTYIEHTOB, BBINOJHSEMash BO BHEAYJUTOPHOE BpeMs IO
3aJJaHUI0 ¥ TIPU METOJMYECKOM PYKOBOJCTBE IperojaBaTelisi, Ho 0e3 ero HermocpeiICTBEHHOTO
yuactusi (P YaCTUYHOM HEMOCPEICTBEHHOM Yy4YacTHHM MpernojaBaresisi, OCTaBISIOIIEM
BEJIYIIYIO POJIb 32 pabOTOM CTYACHTOB).

CamocrositenbHas padota cryneHToB (nainee — CPC) sBisieTcss BaKHBIM BHUIOM Y4eOHOU
U HayuyHOW pedarenbHocTH cryneHTa. CPC urpaer 3HAUUTENBbHYIO pOJb B PEHTHMHIOBOM
TexHoJoruu oOyueHus. OOyueHue BKIIIOUaeT B ceOs JBe, MPAKTHUECKU OJUHAKOBBIE 10 00beMY
Y B3aUMOBJIMSHHMIO YacTH — Ipolecca oO0yueHus u mpoiecca camooOydenus. [Toatomy CPC
JOJIKHA cTaTh 3 PEKTUBHOI U LieJIeHaNpaBiIeHHON padoToil cTyneHTa.

K coBpemenHOMY crienuanucTy oOIMIeCTBO MPEABABISICT JOCTATOYHO MIMPOKUN MEPEYCHb
TpeOOBaHUI, CpeAr KOTOPHIX HEMAJOBAXHOE 3HAUYEHHWE HUMEET HAJIU4Hhe VY BBITYCKHUKOB
OTIPENIeICHHBIX CIIOCOOHOCTEH M YMEHHsS CaMOCTOSITENIbHO JOOBIBaTh 3HAHUS W3 Pa3ITHUHBIX
HMCTOYHUKOB, CHCTEMAaTHU3HPOBATh MOTYYCHHYIO HMH(OpPMAIIMIO, JaBaTh OICHKY KOHKPETHOM
cutyauu. OopMHUpOBaHUE TAKOTO YMEHHS MPOMCXOAUT B TEUEHHME BCETO Mepuoja oOyueHus
Yyepe3 ydacTUe CTYACHTOB B IPAKTUYECKUX 3aHATHUSX, BBIIIOJIHEHUE KOHTPOJBHBIX 3aJaHUN U
TECTOB, HAITMCAaHUE KYPCOBBIX M BBITYCKHBIX KBaTH(pHUKannoHHbIX padoT. [Ipu atom CPC urpaer
pEIIAIOIIYI0 POJIb B X0/I€ BCEr0 Y4eOHOTo mpoIiecca.

B mporecce camocTosATeNbHOM paboThI CTYIEHT MPHOOpPETaeT HABBIKM CaMOOPTaHN3AINH,
CaMOKOHTPOJIS, CAaMOYTIPaBJICHHsI, caMOpedIECKCUU U CTAHOBUTCS aKTUBHBIM CaMOCTOSITEIbHBIM
CyOBEKTOM y4eOHOH IesATEIbHOCTH.

DopMBI CAMOCTOSITENIBHON pabOTHI CTYACHTOB pa3HO0Opa3Hbl. OHU BKIIIOUYAIOT B Ce0s:

* W3y4YCHHE M CHCTEMATH3alWi0 O(UIMAIBHBIX TOCYHAPCTBEHHBIX JIOKYMEHTOB -
3aKOHOB, TOCTAHOBJICHUM, YKa30B, HOPMaTUBHO-UHCTPYKIIMOHHBIX U CIIPABOYHBIX MATEPUAJIOB C
UCTIOJIb30BaHUEM HMH(DOPMAIIMOHHO-TTOUCKOBBIX cucTeM «KoHCynmbTaHT-TUTIOC), «l'apanTy,
rio0anbHo cetn «IHTepHETY;

* u3y4yeHHe Yy4yeOHOH, Hay4dHOH UM METOJMYECKOM JMTepaTypbl, MaTepuajoB
NEpUOJIMYECKUX  M3JaHUM C  TPUBJICYEHHEM  DIIEKTPOHHBIX  CPEICTB  O(UIMAIBHOM,
CTaTHUCTUYECKOM, MEPUOANUECKON 1 Hay4HOH MHpOpMaLny;

* MOJATrOTOBKY JIOKJIAaJO0B M pedeparoB, HAMUCAaHHE KYPCOBBIX M  BBITYCKHBIX
KBaJIM(DUKAIIMOHHBIX padoT;

* yyacTue B paboTe CTyIEHYECKUX KOH(EepeHIUil, KOMIUIEKCHBIX HayYHBIX
MCCJIEIOBAHUSIX.

CamocrosTenbHas paboTa MpHOOLIAET CTYJEHTOB K HAyYHOMY TBOPYECTBY, MOMCKY U
PELICHUIO aKTYyalbHBIX COBPEMEHHBIX MTPOOIIEM.

2. lemn u ocHoBHEIe 3agaun CPC

Benymas unens opranmzauuum u ocymectsienuss CPC nomkHa coBHaAaTh € IIEJNbIO
o0y4eHMsI CTyleHTa — TMOATOTOBKOW CIEIUaiuCcCTa €O CPeAHUM MpOo(hecCHOHAIBHBIM
obpazoBanuem. [lpu opranmzamuu CPC BaXHBIM M HEOOXOAMMBIM YCIOBUEM CTaHOBSITCS
(dopMHpOBaHHE YMEHHUS CaMOCTOSATENIbHOW paboThl Ui NMPHOOpeTeHHs 3HAHUM, HABBIKOB U
BO3MOXXHOCTH OpraHu3aluy y4eOHON 1 HaAYy4YHOH J1eATeIbHOCTH.

Lenbto caMOCTOATENBHOM pabOThI CTYJCHTOB SIBJISETCS OBJIaJcHHE (HyHIAMEHTAIbHBIMU
3HAHUSAMHU, TPOPECCUOHANTBHBIMU YMEHUSIMHU U HaBBIKAMH JESATEIILHOCTH MO MPO(UITIO, ONIBITOM
TBOPYECKOH, HCCIIEOBATENbCKOM  nesTenbHOCTH. CaMmocrosiTenbHas paboTa  CTYIEHTOB
CIIOCOOCTBYET pa3BUTHIO CaMOCTOSTEIbHOCTH, OTBETCTBEHHOCTH M OpPraHM30BaHHOCTH,
TBOPYECKOTO MOAX0/1a K PEIIEHUI0 Mpo0ieM y4eOHOro U Mpo(ecCHOHAIBHOTO YPOBHSL.

3agauamu CPC sBisgroTcs:
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* cHUCTeMaTH3alMsg M  3aKpeIUIeHWEe IOJYYEHHBIX TEOPETHMYECKMX 3HAHUH U
IPAKTUYECKUX YMEHUH CTYJECHTOB;

* yruyOseHne U paclIMpeHue TEeOPETUYECKUX 3HAaHUM;

* (opMUpOBaHME YyMEHHUI HCIOIB30BaTh HOPMATHBHYIO, IPAaBOBYIO, CIPABOYHYIO
JOKYMEHTAIUIO U CHELHUATIbHYIO IUTEPaTypy;

* pa3BUTHE IO3HABATEJbHBIX CIOCOOHOCTEN M AKTUBHOCTH CTYAEHTOB: TBOPYECKOU
VMHUIIMATHBBI, CAMOCTOSITEIbHOCTH, OTBETCTBEHHOCTH M OPraHU30BaHHOCTH;

* (opMHUpPOBaHHE CAMOCTOSTEIBHOCTH MBIIUICHUS, CIOCOOHOCTEH K CaMOpas3BHUTHIO,
CaMOCOBEPILEHCTBOBAHHUIO U CaMOpeaIn3aluu;

* pa3BUTHE UCCIIEOBATEIbCKUX YMEHUM;

*  HCIIOJIb30BAaHME MaTepHala, COOpPaHHOIO M IOJYYEHHOTO B XOJE CaMOCTOSATENBbHBIX
3aHATHM Ha CeMUHapax, Ha MPaKTUYECKUX U JIa0OpAaTOPHBIX 3aHATUSAX, I[PU HANMCAHUU
KypCOBBIX M BBIIYCKHOM KBaIM(pUKALMOHHON paboT, 111 3(p(EeKTUBHON NOATOTOBKU K
UTOTOBBIM 3aYETaM U IK3aMEHaM.

3. Bunbl camocTosTensHOM paboThI

B obpa3zoBarensHoM nporecce BY3a BeiiensieTcs 1Ba BUAa CaMOCTOSTEIBHON padOThI —
ayJUTOpHAs, 110J1 PYKOBOJCTBOM IpENoAaBarels, U BHeayuTOpHasd. TecHas B3aUMOCBS3b 3TUX
BUIOB paboT mpexycMmarpuBaeT aupdepeHmmanuio U dPPEKTUBHOCTh PE3yIbTaTOB €€
BBIMIOJIHEHUS] M 3aBUCUT OT OpraHu3alMy, COJEpXKaHus, JOIMKM Y4eOHOro mpolecca
(MeXIpeIMETHBIX CBSI3€H, NEPCIIEKTUBHBIX 3HAHUN U JIp.).

AynuTopHas caMocCTOsITelIbHAas paboTa MO JUCHMIUIMHE BBIIOJHIETCS Ha Y4eOHBIX
3aHATHSIX TIOJ1 HEMOCPEICTBEHHBIM PYKOBOJCTBOM IMPENOABATENS U MO €r0 33aJJaHUIO.

BueaynutopHass camocrosTenbHas pa0oTa BBIIOJHIETCS CTYACHTOM [0 3aJaHHUIO
Iperno/iaBaTess, Ho 0e3 ero HemoCPECTBEHHOTO YUaCTHS.

OCHOBHBIMU BUJAMHU CaMOCTOSITENILHONW pabOThI CTYJEHTOB 0€3 ydacTHsl NpernoaaBaresieit
ABJISIOTCS:

* (opMuUpOBaHME U YCBOEHHME COJEp)KaHHMs KOHCIEKTa JIeKuMd Ha  Oase
PEKOMEHJOBAaHHOW  JISKTOPOM  Yy4eOHOH  juTeparypsl, BKIO4Yas  WH(POPMAIMOHHBIE
o0Opa3oBaTenbHbIe PeCypChl (3NMEKTPOHHBIE YUEOHUKH, DIIEKTPOHHBIE OUOIUOTEKH U JIp.);

* HamucaHue pedeparos;

* MOJrOTOBKA K CEMHHAapaM U JIabOpaTOpHBIM paboTaM, UX 0pOpMIICHHE;

* BBINOJIHEHUE MUKPOUCCIIECOBAHMIA;

* MOATOTOBKA NMPAKTUYECKUX pa3pabOToOK;

* BBINOJIHEHUE JOMAIIHUX 33JJaHUH B BUJE PELICHUS OTJENbHBIX 3a/1a4 U T.I1.;

* KOMIIBIOTEPHBIM TEKYIIMH CaMOKOHTPOJIb MU KOHTPOJb YCIEBaeMOCTH Ha 0aze
AJIEKTPOHHBIX 00YUAIOIIMUX U ATTECTYIOLINX TECTOB.

OCHOBHBIMHU BUJAMHU CAMOCTOSITEILHON PaOOTHI CTYJICHTOB C Y4acCTHEM TMperoaaBaTeseit
SBIISTFOTCSL:

* TEKYyIUE KOHCYJIbTALUN;

* KOJUIOKBUYM KaK (popMa KOHTPOJISI OCBOCHUS TEOPETUUECKOTO COEPKaHHsI TUCIIUILINH:
(B yachl KOHCYJIBTAIUI, IPETYCMOTPEHHBIX YU€OHBIM IIJIAHOM);

* IpueM U pa300p JTOMALTHUX 33/1aHUi (B 4achl IPAKTUYECKUX 3aHITUI);

* IPUEM | 3al1uTa JIA0OPaTOPHBIX PabOT (BO BpeMsi MPOBECHUS J1/P);

* BBIIIOJTHEHHE KYpPCOBBIX paboT (MPOEKTOB) B paMKax IUCLUIUIMH (PYKOBOJICTBO,
KOHCYJIbTUPOBAHHUE U 3aIllMTa KypCOBBIX padoT (B 4aChl, IPEyCMOTPEHHbIE YIEOHBIM IJIAHOM);

* BBINIOJTHEHHE YU4EeOHO-HMCCIIEeI0BATENbCKOM paboThl (PyKOBOACTBO, KOHCYJIbTHPOBAHUE U
samurta YUPC);

* IPOXOKACHNE U O(OopMIIEHHE PEe3yIbTATOB MPAKTHK (PYKOBOACTBO M OLIEHKA YPOBHS
chopMUPOBAaHHOCTH NMPOPECCUOHATHHBIX YMEHHUI 1 HABBIKOB);

* BBINIOJTHEHHE BBIITYCKHOM KBaJTM(UKAITMOHHON paboThI (PYKOBOJCTBO,
KOHCYJIbTUPOBAHUE U 3aIlIMTa BBIITYCKHBIX KBAIN(UKAIIMOHHBIX paboT) U JIp.

4. Opranuzanus CPC
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Mertonrka opraHuzany CaMOCTOSITEIbHONW pabOThl CTYJIEHTOB 3aBUCHUT OT CTPYKTYpBHI,
XapakTepa U OCOOEHHOCTEW HM3y4aeMOW AMCUMIUIMHBI, 0ObE€Ma 4acoB Ha €€ H3y4eHHUe, BUAA
3aJJaHUN JUIsI CaMOCTOSITENIbHOW pabOThl CTYJEHTOB, MHAMBUIYAJIBHBIX KAayeCTB CTYAEHTOB M
yCIIOBUH y4eOHO esSATeThbHOCTH.

IIponiecc opraHu3zany CaMOCTOSATENBHOM pPabOThl CTYAEHTOB BKIIOYAET B ceOs
CJICAYIOIINE ATAIBL:

* IOJArOTOBUTENILHBIA (ONpelesieHue IeNiell, COCTaBJIEHHE MPOrpaMMbl, [OATOTOBKA
METOAMYECKOT0 00EeCTIeYeHHUs, TTOATOTOBKA 000PYAOBAHMUS);

* OCHOBHOH (peanu3aiys NporpaMmbl, UCIIOJb30BaHUE IPUEMOB ITOMCKAa MHPOpPMALUY,
YCBOGHHSI, NepepadOTKH, TNPUMEHEHUs, NepeAayd 3HaHuH, (UKCHpPOBAHHE pPE3YIbTATOB,
camMoOopraHu3anus rnpouecca paboTsl);

* 3aKJIOYHMTENIBHBIN (OIICHKAa 3HAYUMOCTH M aHAJIHM3 PE3yJIbTaTOB, UX CHCTEMaTHU3aLus,
olleHKa 3((EeKTUBHOCTH MpOrpaMMbl M IPUEMOB pabOThl, BBIBOABI O HANpaBJIECHUIX
ONTUMM3ALMHU TPYLQ).

Opranuzanuo CaMOCTOSITENIbHON paloThI CTY/IEHTOB o0ecreynBaroT:
npeaMeTHas(LIMKI0Bast) KOMUCCHS, yUeOHO-METOIMUYECKUN OTAE, IIPErnoiaBaTeb, ONOIoTeKa.

5. Obwue pexomenoayuu no opeaHu3ayuu camoCmosmenbHol pabomol

OcHOBHOI (HOpMOIT caMOCTOATENBHOIN pabOTHl CTYACHTA SIBIISCTCS M3yYCHHE KOHCIIEKTa
JeKIHH, UX TOMOJIHEHHE, PEeKOMEHI0BAaHHON JINTEpaTyphbl, aKTUBHOE Y4aCTHE Ha MPAKTHYECKUX
U CEeMHUHAPCKHUX 3aHATHsIX. Ho 1 ycremHoi y4eOHOW IesTeTbHOCTH, €€ MHTCHCHU(HUKAINH,
HE00XO0/IMMO YYUTHIBATh CIEIYIOLUE CYObEKTUBHBIE (PAKTOPBHI:

1. 3HaHWe MWKOIBHOTO MPOTPaMMHOTO MaTepHalia, HAJMYNUE TMPOYHOW CUCTEMBI 3USHHIM,
HE0O0XOIMMOM /JI1 YCBOEHHUSI OCHOBHBIX BY30BCKUX KypcoB. HeoOGxonnmMo otianuaTh npoOesns! B
3HAHUSX, 3aTPYTHSIONINE YCBOCHHWE HOBOTO MaTepHaja, OT MajbIX CrocoOHOcTel. 3arpaTuB
CHJIBI Ha MIPEOJI0JIEHHE 3TUX MPOOENIOB, CTYIEHT o0ecreuuT cede HOpMabHYIO YCIIEBaeMOCTb U
IIOBEPUT B CBOU CITIOCOOHOCTH.

2. Hanuune yMeHMi, HaBBIKOB YMCTBEHHOTO TpyJa:

a) yMEHHE KOHCIIEKTHUPOBATh Ha JICKIIUH U TIPU paboTe ¢ KHUTOM;

0) BIaJeHUE JOIMYECKHMMM OIEpalsMHU: CpaBHEHHME, aHAJIU3, CUHTE3, 0000ILeHHe,
oTIpeNieNieHue TIOHITHH, IPaBHJIa CHCTEMAaTU3aIlUH U KIIacCH(UKAIIH.

3. Cnenuduka mo3HaBaTeNbHbIX NCHUXUYECKUX IPOILECCOB: BHUMAHHUE, MaMsATh, peub,
HaOJI01aTeIbHOCTh, HHTEIUIEKT U MblluieHHe. Craboe pa3BUTHE KaKIOI0 U3 HUX CTAHOBUTCS
Cephe3HBIM MPEISATCTBHEM B ydeOe.

4. Xopomrasg paboTOCOCOOHOCTh, KOTOpasi 00ecreynBaeTcss HOPMaldbHbIM (DPU3UYECKUM
coctosiHueM. Beb cepbe3Hoe yueHue - 3To 00JIbII0 MHOTOCTOPOHHHUM M pa3HOOOpa3HbIi TPY/I.
Pesynbrar 00y4eHus olleHUBAeTCsA HE KOJIMYECTBOM coo0IaeMoi nHpopMalnu, a KaueCTBOM ee
YCBOGHHSI, YMEHHEM €€ HCIIONb30BaTh W PAa3BUTHEM y ce0sl CIOCOOHOCTH K JallbHEHIIeMy
CaMOCTOSITEIbHOMY 00pa30BaHHUIO.

5. CootBerctBue  U30paHHOM  JAEATENBHOCTH, MPOPECCHH  HMHIUBUIYaTbHBIM
cnocoOHocTsM. HeoOGxoauMo BbIpaboTaTh y cebs yMEHHE CaMOpEryJlupoBaTh CBOE
HIMOIIMOHAIBHOE COCTOSHHE€ W YCTPAHATH OOCTOSTENHCTBA, HAPYIIAIONIUE NEIOBOW HACTPO,
MelIlaroIue HaMeYeHHOi padore.

6. OBiazieHre ONTUMAIILHBIM CTHJIEM paOOTHI, 00ECTIEYMBAIONINM YCIIEX B ACATEITHHOCTH.
YepenoBanue TpyAa U nay3 B paboTe, IepuoJIbl OTAbIXA, HHAUBUIYATbHO 00OCHOBaHHAs HOpMa
NOPOJOJDKUTETPHOCTH ~ CHA,  NPEANOYTeHHWE  BEUEPHUX  WIM  YTPEHHUX  3aHSATHIA,
CTPECCOYCTOMYMBOCTh HA HK3aMeHaX U OCOOCHHOCTH MOJATOTOBKU K HUM,

7. YpoBeHb TpeOoBaHMi K ceOe, ompeiensieMbli CII0KUBIICHCS CaMOOIIEHKOM.

AnekBaTHasi OIICHKAa 3HAHUHM, JOCTOMHCTB, HEIOCTATKOB - BaKHAS COCTABJIAIOLIAs
caMOOpraHu3alMK 4esloBeKa, 0e3 Hee HEBO3MOXKHA yCIIeIIHas paboTa IO YNPaBJIEHUIO CBOUM
MOBEJICHUEM, JIeATEIbHOCTBIO.

OnHa 13 OCHOBHBIX OCOOECHHOCTEN O00yUeHHUS B BBICIICH IIKOJIE 3aKII0YAETCS B TOM, YTO
MOCTOSIHHBIA BHEIIHUN KOHTPOJIb 3aMEHSETCs CaMOKOHTPOJIEM, aKTHUBHas pojb B OOY4YEHUH
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MPUHAJJICIKUT yXKE HE CTOJIBKO MPEToAaBaTelNio, CKOJIBKO CTYIEHTY.

3Hasi OCHOBHBIE METOJIbl HAYYHOM OpraHu3alud yMCTBEHHOTO TpyAa, MOXKHO MpH
HAaUMEHBIIUX 3aTpaTax BpPEMEHHU, CPEACTB M TPYAOBBIX YCHIMHA JOCTUYDb HAWUITYYIIUX
pE3yJIbTaTOB.

D¢ hEeKTUBHOCTh YCBOCHUS MOCTYIAIOIICH HH(DOPMAITUU 3aBUCUT OT PabOTOCIIOCOOHOCTH
YeJIOBEeKa B TOT UJIM MHOM MOMEHT €r0 IS TeIbHOCTH.

PaborocniocoOHOCTH - CHOCOOHOCTH 4eNOBeKa K TPYyAY C BBICOKOW CTENEHbIO
HaIpPSKEHHOCTH B TEYEHHUE OIPEACIICHHOrO0 BpeMEeHHU. PasznuyaioT BHYTpPEHHHE W BHEIIHUE
(dhakTophl paboTOCIIOCOOHOCTH.

K BHyrpeHHHM QakTOopaM pabOTOCIIOCOOHOCTH OTHOCATCS  MHTEIJICKTYaJIbHBIC
0COOEHHOCTH, BOJISl, COCTOSIHHE 3/I0POBBSI.

K BHemHuM:

- opraHu3anus padbouero MecTa, peKuM TpyAa U OTIbIXa;

- YpOBEHb OpraHM3alMy TpyAa - YMEHHUE TMOJYy4YUTh CIHOPaBKY U IOJb30BATHCS
nHpopManuei;

- BEJIMYMHA YMCTBEHHOMN Harpy3KH.

Boigarommiics pycckuit pusuonor H.E. Bpenenckuii BbIIenui cieayroniye yCIOBH
MPOJIYKTUBHOCTHA YMCTBEHHOM JCSATEIHHOCTH

- BO BCSIKU TPYJ HYKHO BXOJIUTh TIOCTENEHHO;

- MEPHOCTh M PUTM Ppa0OTHl. Pa3HBIM JIFOASIM TpUCYyI OoJiee MM MEHEEe Pa3HBIA TEeMIT
padoTHI;

- IPUBBIYHAS TTOCJIEIOBATEILHOCTh M CHCTEMATHYHOCTD JEATEIbHOCTH;

- IpaBUWJIBHOE YepeIoBaHUE TPY/Ia U OTAbIXA.

OtapIx He mpeanonaraeT 00s3aTeNbHOTO MOJHOTO Oe3[eHCTBUS CO CTOPOHBI YEIOBEKa,
OH MOXeT OBITh JOCTUTHYT MPOCTON mepemMeHol aena. B TedeHue nHA pabOTOCIIOCOOHOCTH
u3MeHnsercsa. Haubosnee miogoTBopHbIM siBIsieTCsl yTpeHHee BpeMs (¢ 8 1o 14 gacoB), nmpuuem
MakcUMaibHas paboToCrmocOoOHOCTh mpuxoautcs Ha mnepuon ¢ 10 go 13 yacos, 3aTem
nocneobeneHHoe - (¢ 16 no 19 yacos) u Beuepnee (¢ 20 no 24 yacoB). O4yeHb TPYAHBIN IS
MOHMMAHUS MaTepHall Jydllle W3y4yaTh B Hayale KaKIOro OTpe3Ka BpPEMEHH (ITy4Illle BCETro
yTpeHHero) mnocie xopouero orasixa. Yepes 1-1,5 waca HyxHbI nepepriBbl o 10 - 15 muH,
yepes 3 - 4 yaca pabOThI OTABIX JOJKEH OBITH MPOJOIKUTENBHBIM - OKOJIO Yaca.

CocraBHOW YacThl0O HAYYHOH OpraHu3allMd YMCTBEHHOTO TpyJAa SIBJISETCS OBJIAJCHHUE
TEXHUKON YMCTBEHHOTO TPY/a.

Ou3nyecKku 370POBBIA MOJOJONM 4YeloBeK, O0O0JaJalomuii XOpOIIed MOATOTOBKON H
HOPMaJIbHBIMU CITIOCOOHOCTSAIMH, JTOJIKEH, OyAYy4dH CTYJEHTOM, OTAaBaTh ydeHHto 9-10 yacoB B
JeHb (13 HUX 6 4acoB B By3e U 3 - 4 yaca goma). JIro0oif mpeaMeT Hemb3s U3YYHTh 32 HECKOIIBKO
nHell mepen sk3aMeHoM. Ecnu cTyseHT B roay paboTaeT cucTeMaTHYecKH, TO OH ObICTpO Bce
BCIIOMHHT, BOCCTAHOBHT 3a0bIToe. Eciin ke moAroToBKa 1u1a aBpaibHO, TO Y CTy/IeHTa He OyIeT
Jaxe OOIIETro MPEICTABICHHS O MIPeAMETE, OH 3a0yIeT BCE CTaHHOE.

Crnenyer B34Th 3a IPABUJIO: YUUTHCS €XKEITHEBHO, HAUMHAS C IEPBOTO JHS CEMECTpa.

Bpemsi, koTopeIM pacmojaraer CTYIEHT JUIS BBINOJHEHHUS y4eOHOTO TUIaHA,
CKJIQ/IBIBAETCSl M3 JIBYX COCTaBISIOIIUX: OJHA W3 HUX - 3TO ayAWTOpHAas paboTa B By3e IO
pacnucaHMIO 3aHATUM, JApyras - BHEAYAUTOPHAs CaMOCTOsATeNbHas paloTa. 3ajaHus H
MaTepuanbl IS CaMOCTOATEIbHOW palOoThl BBIAAIOTCS BO BpeMs Y4YeOHBIX 3aHATUN 1O
pacnucaHvi0, Ha OTUX K€ 3aHATHIX TIPErojiaBaTellb  OCYIIECTBISET KOHTPOJb 3a
CaMOCTOSITENIbHOM paboToif, a Takke OKa3bIBaeT IIOMOIIb CTYACHTaM TI0 MPaBHIBHOMN
opraHu3aiu padoThl.

UToOBbI BBHINOJIHUTE BECh 00BEM CAMOCTOSTENILHONW PabOThl, HEOOXOIMMO 3aHUMATHCS 110
3 - 5 yacoB exeaHeBHo. HaunHaTth caMoCTOATENbHbIE BHEAYAUTOPHBIC 3aHATUS CIEAYET C
MEepBBIX K€ JIHEH ceMmecTpa, NPOMyIIEHHbIe JTHU OYyIAyT TMOTEepsHbI OE3BO3BPATHO,
KOMITCHCHPOBATh WX TMO3/JHEEC YCHWJICHHBIMH 3aHATHUAMH 0€3 CHIDKCHHsI KauecTBa palbOTHI U €€
MIPOU3BOUTENILHOCTH HEBO3MOXKHO. [lepBble MHU cemecTpa OYEHb BAXKHBI JJISI TOTO, YTOOBI
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BKJIIOUUTHCS B pabOTy, YCTAHOBUTH OIpENEICHHbI MOPSAIOK, PaBHOMEPHBII PUTM Ha BEChH
ceMecTp.

PutMm B pabote - 3TO eXeTHEBHBIE CAMOCTOSTEIIbHBIC 3aHATHSI, KEJIATEIbHO B OJHHU U T
K€ Yachl, PH 1eJIecO00pa3HOM UepeOBaHUM 3aHATUH C IepepbIBaMu sl OTAbIXa. BHauane s
TOT0, YTOOBI OPraHU30BaTh PUTMHUHYIO paboTy, TpeOyeTcs cO3HATeNbHOE HaIpsHKEHHUE BOJIU.
Kak TonpKko 4YeloBeK BTSAHYJCS B PaldOTy, MPUHYKICHUE CHUXKACTCS, BO3HUKACT IPHUBBIYKA,
paboTa cTaHOBUTCS MOTPEOHOCTHIO.

Ecnu nopsiok B paboTe U e€e pUTM YCTaHOBJICHBI IPABUIIBHO, TO CTYJCHT M30 JIHS B JICHb
MOJKET paboTaTh, HE CHUXAsl CBOEW MPOU3BOIUTEILHOCTH U HE meperpysxkas ceds. [IpaBunbHas
CMEHa OJJHOTO BHJa pa0OTHI IPYTHM ITO3BOJISIET OTABIXATh, HE MPeKpaiast paboThl.

Takum oOpa3om, nepBas 3a/1aya OpraHu3aluy BHEAYIUTOPHON CaMOCTOSITENIbHOM paboThI
— 3TO COCTaBJICHHME DPACIUCAHMSA, KOTOPOE JOJDKHO OTpa)XkaTb BpeMs 3aHATUH, MX XapakTep
(TeopeTnyeckuil Kypc, MpakTUYECKUE 3aHATUS, Tpaduueckre paboThl, YTEHUE), MEPEPHIBbI HA
o0e, yXKHH, OTIBIX, COH, MPOe3] U T.A. Pacnucanue He mpenonpeaesser coaepx anus padoThl,
ee cojepkaHue Heu3OexkHO OyneT U3MEHATbCA B TedeHwe ceMectpa. [lopsamok ke ciemyer
3aKpENHTh Ha BECh CEMECTP U MPUJIOKUTH BCE YCUIIHS, YTOOBI MOICPKUBATH €0 HEM3MEHHBIM
(kpoMe ucmpaBiieHUs: OMIMOOK B TUIAHUPOBAHUU, KOTOPHIE MOT'YT BOSHUKHYThH M3-3a HEJJOOLEHKU
00BbeMa pabOThI WM TIEPEOLIEHKH CBOUX CHII).

[Ipu omgHOOOpa3HOIl paboTe uenoBek yToMisieTcss Ooublie, YeM Ipu padoTe pa3zHOro
xapakrepa. OHaKo HE Bcer/a 1esecoo0pa3Ho 3aHUMAThCss MHOTUMH YI€OHBIMH JUCIUTLIAHAMHE
B OJIMH U TOT € JIeHb, TaK KaK MPH KaXJI0M MEepexo/ie HY>KHO BHOBb COCPEIOTOYUTH BHUMaHUE,
YTO MOYKET MPUBECTH K noTtepe BpeMeHu. Hanbosee nenecoobpa3Ho e€xeqHEBHO padoOTaTh HE
Oosee yeM HaJl ABYMsSI-TPEMS TUCHUTIIMHAMH.

Hauunast paboty, HE HY)KHO CTPEMHUTHCS JENIaTh BHAUYAIEC CAMYIO TSDKEIYIO €€ YacTh,
HAJ0 BBIOpATh 4TO-HUOYIb CpeHee 0 TPYAHOCTH, 3aTeM MepeiiT k 6onee TpynHoil padote. 1
HAIOCJIEZIOK OCTABUTH JIETKYIO YacTh, TPEOYIOIIYI0 HE CTOJBKO OONBIIMX HHTEIICKTYAIbHBIX
YCUIIUH, CKOJBKO OIpENeJICHHBIX MOTOPHBIX NEHCTBUH (UepueHHe, MOCTpOeHHE TpaduKoB U
T.IL.).

CamMocTosTenbHbIE 3aHATUS MOTPEOYIOT MHTEHCUBHOTO YMCTBEHHOTO TpPYZAa, KOTOPBIi
HEOOXOJUMO HE TOJBKO IMPABUIHLHO OPraHW30BaTh, HO W CTUMYJIHPOBaTh. [IpW 3TOM OYEHB
BaXHO YMETh MOJICPKHBATh YCTOMYMBOE BHHUMaHHE K H3ydyaeMoMy Mmarepuany. BreipaboTka
BHUMaHUs TPeOyeT 3HAUYUTENbHBIX BOJEBBIX YCUIHH. IMEHHO MOATOMY, €CITU CTYACHT 3aMeuaeT,
YTO OH YacTO OTBJICKACTCS BO BPEMsI CAMOCTOSITEIBHBIX 3aHITHHA, €My HAJ0 3aCTaBHTH ceOs
cocpenotounthes. [lonobHyI0 mpouenypy HE0OXOIUMO MPOAEIBIBATh MOCTOSIHHO, TaK Kak 3TO
SIBIIIETCS. TPEHUPOBKOW BHUMAaHHS. Y CTOWYMBOEC BHUMAHUE IOSBISETCS TOTJA, KOT/IA YEJIOBEK
OTHOCHUTCS K JIeIIy C HHTEPECOM.

Crnemyer mpaBHIIbHO OPTaHU30BATh CBOM 3aHATHUS 1O BpeMeHu: 50 MuHyT - pabdota, 5-10
MUHYT - TepepbhIB; mocie 3 4dacoB paboTel mepepwiB - 20-25 munyr. MHade HapacTtaroiiee
YTOMJICHHE TIOBJIYET HEYCTOWYMBOCTh BHUMaHUSA. OUYEHb CYIICCTBCHHBIM (DaKTOPOM,
BIUSIONIMM Ha TMOBBIIICHHE YMCTBEHHOW pabOTOCIIOCOOHOCTH, SIBISIOTCS CHCTEMAaTHYECKHE
3aHATHS (DU3MYECKOH KyJnbTypoil. OpraHum3amusi aKTHBHOTO OTJABIXa IPEeIyCMaTPUBACT
YyepeOoBaHUE YMCTBEHHOM M (DU3MUECKON NEATENbHOCTH, YTO MOJHOCTHIO BOCCTAHABIUBACT
paboToCrocOOHOCTh YeIIOBEKa.

6. Camocmosmenvuas paboma cmydeHma - HeOOX00UMOe 36€HO CMAHOBIEeHUs.
uccnedosamelis U CHeYuaIUcma

[Iporpecc Hayku © TEXHUKH, HWHGOOPMAIMOHHBIX TEXHOJOTUH MPUBOAUT K
3HAYUTEIIbHOMY YBEJIMYEHHIO HAY4YHOH HHQOpPMAIMK, 4YTO MPEIbsBIAET OOJee BBICOKHE
TpeOOBaHUS HE TOJIBKO K MOpaIbHBIM, HPABCTBCHHBIM CBOWMCTBAM 4YEJIOBEKa, HO MU B
0COOEHHOCTH, TTOCTOSIHHO BO3pacTarolue TpeOoBaHUs B 00J1acTh 0Opa3oBaHUsI — OOHOBJICHHE,
MOJIEpHH3AIUs 00X U MPOQEeCcCCHOHANBHBIX 3HAHUM, YMEHUN CHIEIIHAUCTA.

Besikoe oOpasoBaHuMe MOJDKHO BBICTYNaTh KakK JAMHAMMYECKUN TIpoOLEecC, MPHUCYIIHMA
YeIIOBEKY U MPOOIKAIOIINIACS BCIO €ro Xu3Hb. OBIa/IeHue HAyYHOU MBICTBIO U SI3bIKOM HAyKH
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ABIIIETCS HEOOXOJMMOI COCTaBISIONIEH B CcaMOOpraHW3aluu OyIylero crenuanucTa
uccnenoBarens. [log »TUM MOHUMAaeTCss HE CTOJBKO HAKOIUICHWE 3HAHUH, CKOJIBKO OBIIAJICHUE
HAayyHO OOOCHOBaHHBIMU cIlOCOOaMH HX MpHoOpereHus. B 3Tom, BooOIIE TOBOps, COCTOUT
OCHOBHAA 33J]aua By3a.

Cneunduka  BY30BCKOro  y4eOHOro  Impolecca, B  OpraHHU3alld  KOTOPOTO
CaMOCTOSITENIbHOW paboTe CTyJeHTa OTBOIATCS Bce OOJIbIIE MeCTa, COCTOMT B TOM, YTO OH
ABIIETCS KaK OyATO OBl MOCIEAHHM M CAaMbIM aJIeKBATHBIM 3BEHOM [UIsl peaiu3aldd 3TON
3amaun. V60 Bo BpeMmsi y4eObl B By3€ NPOHMCXOJUT BBIpAOOTKA CTHJIS, HABBIKOB Y4eOHOMU
(mo3HaBaTEIbHOW) NEATEIbHOCTH, PAllMOHATBHBIA XapakTep KOTOPHIX OYyAeT CIOCOOCTBOBATH
MOCTOSTHHOMY OOHOBJICHUIO 3HAHHMI BHICOKOKBATU()UITMIPOBAHHOTO BBITYCKHUKA BY3a.

OpnHako 70 3TOM MYTU CYIIECTBYIOT ONpPENEICHHbIE TPYAHOCTH, B YaCTHOCTHU, MEPEXO]
CTYZICHTa OT CHUHTETHYECKOTO Ipolecca OOy4YeHHs B CpelHEeH MIKoJie, K aHAJUTUYECKOMY B
BbICIIEH. OTO CBSI3aHO Kak C HOBBIM cojepaHueM oOydeHus (paciidpeHue OOIIero
o0pa3oBaHus U yrirydjaeHue npodeccHoHaNbHON MOATOTOBKM), TaK M C HOBBIMH, HEU3BECTHBIMU
1o cux nop hopmamu: oOyueHus (JEKIUU, CEMUHAPHI, Ta0opaTOpHBIC 3aHATUA U T.1.). CTyleHT
NOJIy4aeT He TOJbKO 3HAHUS, MPEIYCMOTPEHHBIE NMPOrPaMMON M YY€OHBIMH MTOCOOUSMHU, HO OH
TaKk)Ke JIOJDKEH TMO3HAKOMUTHCA CO CHOCOOaMM MPHOOpETEeHUs 3HAHUM Tak, 4TOOBl CyMETh
OLIGHUTH, YTO MBI 3HaE€M, OTKY/a MBI 3TO 3HAEM M KaK 3TOTO 3HaHWS MbI gocturim. Ko Bcemy
ATOMY MPUXOJIAT Yepe3 COOCTBEHHYIO CaMOCTOSATEIbHYIO PaboTy.

OTO W TOTOMY, YTO CaMOCTOSITEIIbHO TIPHOOPETCHHBIE 3HAHUS SBISIOTCA Oolee
OTEepaTUBHBIMU, OHU CTAHOBSTCS JTUYHONW COOCTBEHHOCTBIO, a TaKkKe MOTHBOM IIOBEJCHUS,
Pa3BUBAIOT MHTEJUICKTYAIbHbIC YEPTHl, BHUMaHUE, HAOIIOAATEIHHOCTh, KPUTUYHOCTD, YMEHHE
orieHuBaTh. Posb mpernogaBaresns B OCHOBHOM 3aKJIIOYAETCSl B PYKOBOJICTBE HAKOIUJICHHSI 3HAHUI
(IO OTHOIIEHHIO K TIEPBOKYPCHHKAM), a B MOCJIEIYIONINE TOAbl y4eObl, HA CTapIINX Kypcax, B
COBMECTHOM YCTAHOBJICHHH MPOOIEM U 3a00T€ O CaMOCTOATEIbHBIX MOMCKAaX CTYICHTA, a TAaKkKe
KOHTPOJIMPOBAHUS 332 WX JEATENBHOCTHIO. BakXHO MOHUMATh, YTO HEJIB3s OTPAHUUYUBATHCS
TOJILKO MPUOOpPETeHHEM 3HaHHM, MPEAYCMOTPEHHBIX MPOrPaMMOIl M3yd4aeMO#l AMCIMILTUHBL,
HAJIO MOCTOSHHO YIIyOJIATh TOJTY4YeHHBIE 3HAHMS, COCPEOTAuMBas X Ha KaKOW-HUOYIb y3KOU
OTpeieIeHHOM 00J1acTH, COOTBETCTBYIOIIEH MHTEpECaM CTYACHTA. YTIIyOJeHHOE U3yUYeHUE BCEX
MPEIMETOB, TPEyCMOTPEHHBIX MPOTPAMMOM, Ha MPAKTUKE SBJISCTCS BO3MOXKHBIM, U XOpOIIast
opranu3aiys paboThl MO3BOJSIET SKOHOMHUTH BpEMs, YTO CO3/Aa€T YCJIOBUSA HJS TIyOOKOTo,
CHUCTEMaTHYECKOI'0, 3aMHTEPECOBAHHOI'O H3YUEHHUS CAMOCTOSTENIbHO BBIOPAHHOM CTyIEHTOM
TEMBI.

Koneuno, Bce coBeThl, MNpPUMEPHI, PEKOMEHIAMM B JTOW OOJIACTH, J1aBaeMble
mperojaBareyieM, WIA ONPEISIICHHBIMH IYOJIMKAMSIMK, WA JAPYTAMHA HWCTOYHUKAMHU, HE
rapaHTUPYIOT HUKAKOro ycrexa 0e3 MposBIIEHUS COOCTBEHHOW aKTUBHOCTH B ATOM Jele, T.e.
OHM HE JAIOT TOTOBBIX PEIENTOB, a JODKHBI CIIOCOOCTBOBATh aHAIM3Y COOCTBEHHOM pabOTHI, ee
1eNed, OpraHu3alui B COOTBETCTBUU C MHIMBUYaTbHBIMA OCOOEHHOCTAMHU. Y YUTHIBAS TUYHbBIE
BO3MOXXHOCTH, CYIIECTBYIOIIME YCIOBHS JKU3HH U padOThl, HAaBBIKA, HAa OCHOBE JTHX
pEeKOMEHaluii, BO3MOXKHO, BBIPAOOTaTh WHAWBHIYATFHO OOOCHOBAHHYIO COBOKYIHOCTH
METO/IOB, CIIOCOOOB, HAaWTH CBOW CTHJIb WJIHM YCOBEPIICHCTBOBATh €ro, YTOOBI HW3YyYUB
OTpeeNIEeHHbI MaTepuala, HWMETb BpeMs OICHUTh €ro 3HAaYUMOCTb, MPUTOJHOCTh U
BO3MOXXHOCTH €T0 TPUMEHEHUs, 4TOObl, B KOHEYHOM CYETE, O00ECICYHTh YCIICITHOCTh CBOCH
yuebe ¢ Oynyiel mpohecCuOHaTbHOM e TEbHOCTH

7. Memoouueckue pexomeHoayuu ONsi CMYOEeHMO8 NO  OMOENbHLIM  (popmam
camocmosamensHot pabomeoi.

C mepBBIX K€ CEHTIOPbCKMX JHEW Ha CTyJeHTa OOpYIIMBAaeTCS TPOMAIHBIN 00BEM
uH(pOpMaIIMK, KOTOPYI0 HEOOXOAUMO YCBOUTH. HyXHBIH MaTepuan COIEPKUTCS HE TOIBKO B
JeKUUAX (3allOMHUTH €ro — 3TO TOJBKO Majas 4yacTh 3a/adyd), HO U B yuyeOHMKax, KHHUrax,
ctatbsx. [lopoit Bo3HHKaeT HEOOXOIMMOCTh MPHUBJIEKATh HHPOPMAIIMOHHBIE pecypchl THTepHET.

Cucrema  BY30BCKOrO  OOydYeHHsS  TOJpa3yMeBaeT  3HAYHTENBHO  OOJBIIYIO
CaMOCTOSITENILHOCTh CTYJCHTOB B IUIAHMPOBAaHUM U OPraHHU3aIlMM CBOCWU JIeATEIHHOCTH.
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Buepamnemy IIKOJBHUKY cieaTh 3TO ObIBA€T BECbMa HENPOCTO: €CIM B IIKOJE €KEIHEBHBIH
KOHTPOJIb CO CTOPOHBI YYHUTCIIA 34CTaBJIAJI MOCTOAHHO MW CUCTECMATUYCCKU TOTOBUTHBCA K
3aHATHUSM, TO B By3€ BOIIPOC 00 YpOBHE 3HaHMH BIUIOTHYIO BCTA€T Iepes CTYJEHTOM TOJIBKO B
nepuol ceccu. Takast cuTyarusi o0OpadMBaeTcsi JUIsi HEKOTOPHIX COOJIA3HOM BECh CEMECTp
HOCBATUTh CBOOOJAHOMY BPEMSIIPENPOBOXKICHNUIO («Korjna OyneT HyXKHO — Bblydy!»), a koraa
IOPUXONT 1OpPa SK3aMEHOB, MaTepUaa, MoJIeKAIIEr0 YCBOCHHUIO, OKa3bIBAETCSI TAK MHOTO, YTO
HUKaKas IaMATh He CIOCOOHA C HUM CIIPABUTHCS B OCTABILIUICS IPOMEXYTOK BPEMEHHU.

Pabora ¢ kHuroi.

ITpu pabote ¢ KHUroi HEOOXOIUMO MOAOOpaTh JIUTEPATYPY, HAYUUTHCS MPABUIBHO €€
YHUTaTh, BECTH 3amucH. s moxbopa nurepaTypsl B OMOIMOTEKE UCHOIB3YIOTCS a(h)aBUTHBIN U
CHUCTEMaTHYECKHI KaTaJloru.

BaxHO MOMHUTB, YTO palMOHAIbHBIE HABBIKA PabOTHI C KHUTOW - 3TO Bcerna Oobliast
9KOHOMHUS BPEMEHHU U CHIIL.

[IpaBunbHbIE  1OAOOp Y4EOHHUKOB PEKOMEHIYETCSl IPENOJaBaTEeNIeM, UHUTAIOLIUM
JEeKIMOHHBIN Kypc. HeoOxoaumas nurepaTypa MOXKET ObITh TaKXKe YKa3aHa B METOAMYECKHX
pa3paboTKax 1o JaHHOMY KYpCYy.

N3yuas marepuan no y4eOHMKY, CIEAYeT MEepPeXouTh K CIEIyIOLEMY BOIPOCY TOJIBKO
oCJIC TMPAaBUJIBHOIO YACHCHHA MPCAbIAYIICTO, OIMUChIBASA HaA 6YMaI‘€ BCC€ BBIKJIaAKU U
BBIUUCIICHUS (B TOM YHUCJIE T€, KOTOpble B y4eOHUKE OINYILIEHbl MM Ha JIEKLUU JaHbl AJIs
CaMOCTOSITEJIbHOTO BBIBO/JIA).

[Tpu n3yueHnu a060HM AUCHUILIUHBI OOJIBLIYIO U BRXKHYIO POJIb UTPACT CAMOCTOSITEIbHAs
UHAMBHUYyalIbHas padoTa.

Ocoboe BHMMaHHUE cleAyeT OOpaTUTh Ha OIpEeAEJeHHE OCHOBHBIX IOHATUH Kypca.
CryneHT AODKEH MOJApOOHO pa3duparh MPUMEPHI, KOTOPBIE MOSCHSIOT TaKHE OINpPENeIICHUs, 1
YMEThb CTPOMTh aHAJIOTMYHBIE IPUMEPbl camMocToATeNbHO. HyXHO [n0OMBaTHCS TOYHOTO
NpPEICTaBICHUS O TOM, YTO H3ydaemb. [l0Je3HO COCTaBIATH OMOpPHBIE KOHCIEKTHL I[lpum
U3y4yeHUM MaTepuaja 1o y4eOHMKY MOJIE3HO B TeTpaiM (Ha CHelMaIbHO OTBEIEHHBIX IMOJISAX)
JOITOJIHATh KOHCIICKT J'ICKIII/IIZ. Tam xe CJICAYCT OTMCYATh BOIIPOCHI, BBIACICHHBLIC CTYACHTOM
JUI KOHCYJIBTAllUU C MPENoAaBaTesIeM.

BI)IBOI[BI, MOJIYYCHHBIC B PE3YJIbTATC U3YUCHUSA, PCKOMCHAYCTCA B KOHCIICKTC BBIACIIATD,
4TOOBI OHM ITPU NEPEUUTHIBAHUY 3aMMCEH JTyyllle 3aIOMUHAIINCH.

Paznuuaror ABa BUJa YTeHUS; IEpBUYHOE U BTOpUYHOE. [lepBrUHOE - 3TU BHUMATEIBHOE,
HETOPOIIIMBOC YTCHUC, ITPU KOTOPOM MOKHO OCTAHOBUTHLCA HA TPYAHBIX MCCTax. ITocne wero He
JIOJDKHO OCTaThCSl HU OJTHOT'O HEMOHATHOTO os10Ba. Coziep kaHue He BCerjja MOXKET ObITh HOHSATHO
MOCJIC MIEPBUYHOI'O UTCHUS.

3agaya BTOPUYHOTO YTEHHS - MOJHOE YCBOGHHE CMBIC/IA LENOTo (10 CYETy 3TO YTEHHE
MOJKET OBITh Y HE BTOPBIM, & TPETHUM WJIM YETBEPTHIM).

IIpasuna camocmosmenvHol pabomwl ¢ IUMepamypoll.

Kak yxe ormeuanoch, camocToATelabHas paboTa ¢ yueOHMKaMU M KHUTaMH (@ TaKxke
CaMOCTOSITENIbHOE TEOPETUYECKOEe HCCiIeI0BaHne Mpo0ieM, 0003HAYEHHBIX IpenoiaBaTeieM Ha
JEKUUAX) — ATO BakHeiIee ycioBue (OPMHUPOBAHUSA y ceOsl HAy4yHOTO crocoda MO3HaHUS.
OCHOBHBIE COBETHI 3/I€Cb MOKHO CBECTHU K CIIEIYIOLIIM:

* CocTaBUTh NEpCUCHb KHUT', C KOTOPBIMU Bawm CJICOYCT IO3HAKOMUTLCA, «HE CTapaﬁTCCB
3allOMHUTH BCE, YTO BaM B Oimkaiiliee BpeMs HE MOHAIOOUTCS, — COBETYET CTYACHTY H
Mosionomy yueHomy I'. Cenbe, — 3alIOMHUTE TOJIBKO, TJI€ 3TO MOXHO OThICKaTh» (Cenbe, 1987.
C. 325).

* CaMm Takoil mepedeHb JOJKEH OBbITh CHCTEMATU3MPOBAHHBIM (YTO HEOOXOAMMO IS
CCMHUHApPOB, 4YTO JISI 3K3aMCHOB, YTO IMPUIOAUTCA JIsI HAIIMCAHUA KYPCOBBIX W JUITJIOMHBIX
pabot, a yto Bac uHTEepecyer 3a pamkamMu OpUIIMATBLHON y4eOHOUW AESITEIBHOCTU, TO €CTh UTO
MOXET pacuIMpuTh Bairy oOI11yto KyabTypy...).

e O0s3aTeNbLHO BBINUCHIBATL BCE BBIXOJHBIE JaHHBIC I10 Ka)K)IOfI KHHUTC (HpI/I HarmcCaHuu
KYPCOBBIX U IUIUIOMHBIX Pa0OT 3TO MO3BOJIUT OYEHb COKOHOMUTH BpEMSI).
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* PazobOparbcs it cebsi, Kakue KHUTH (WIM KaKue TJaBbl KHUT) CJIEIyeT MPOYUTaTh
0oJsee BHUMATEIBHO, @ KAKUE — IIPOCTO MPOCMOTPETb.

* [Ipu cocraBiaeHun nepevHen JIMTepaTyphl ClIeAyeT IOCOBETOBAThCS C MIPENo1aBaTeNIIMU
U HAayYHBIMH PYKOBOJUTENSAMHU (MM Jake ¢ 0ojee MOATOTOBICHHBIMU M SPYAUPOBAHHBIMHU
COKYPCHUKaMH), KOTOpbIe MOMOTYT Bam iydie COpHEeHTHPOBAThbCS, Ha YTO CTOUT OOpaTUTh
Oosblliee BHUMaHKE, a HA YTO BOOOILE HE CTOUT TPATUTH BPEMS...

*EcTecTBeHHO, Bce TPOUYUTAHHBIE KHUTH, YUCOHUKU U CTaTbU CJIelyeT KOHCIEKTUPOBATH,
HO 3TO HE 03HAYaeT, YTO HAJ0 KOHCIEKTHUPOBATh «BCE MOAPSAI»: MOKHO BBIIHUCHIBATH KPAaTKO
OCHOBHBIC MJIEM aBTOPAa U HMHOTAA NPHUBOJUTH HambOosiee sipKUe M IOKa3aTelIbHble LUTATHI (C
YKa3aHHWEM CTpaHUL).

* Ecnu xHura — Bama coGcTBeHHas, TO JOIycKaeTcs JejaTh Ha MOJSIX KHUIM KpaTKue
IIOMETKH WM K€ B KOHLE KHUIHU, Ha IYCTBIX CTPAHMULIAX IPOCTO CAEIATh CBOU «IIPEIMETHBIN
yKazaTelnby», IJ€ OTMedaroTcsl Haumboiee HHTepecHble i1 Bac Mblcim U 00s3aTenbHO
YKa3bIBAIOTCA CTPaHUIBl B TEKCTE aBTOpa (3TO OYEHb XOPOLIMI COBET, IO3BOJIAIOIIUN
9KOHOMHTbH BpeMsl U ObICTPO HAXOIUTh «M30paHHbIE» MECTA B CAMBIX Pa3HbIX KHHUIaX).

* Ecnin Bol panbiie mano paboTany ¢ HAy4HOM JHMTEpaTypoid, TO CleayeT BhIpaboTaTh B
ce0e CroCOOHOCTh «BOCHPUHUMATBY CII0XKHBIE TEKCTBI; JUISl TOrO JIyUYIIUH PUEM — HAyYUThCs
«4uTaTh MENJIEHHO», Korga Bam NOHATHO KaxJ0€ NPOYUTAHHOE CJIOBO (a €cClii CJIOBO
HE3HAKOMO€, TO JIM00 C MOMOLIbIO CI0Baps, JUOO0 C IOMOILBIO MPENoAaBaTelis 00s3aTeabHO €ro
y3HaTh), U 3TO MOJKET 3aHATh HeMayuoe Bpems (y KOro-To — JI0 HECKOJIbKMX HEZENb U Jaxe
MECSIIEB); ONBIT IOKAa3blBa€T, 4YTO IIOCIE 3TOTO0 CTYACHT KAaKUM-TO «UyJOM» HauWHaeT
OyKBaJIbHO 3arylaThlBaThb KHUTU U YYTh JIM HE BUJETh «CKBO3b OOJIOKKY», CTOSIIAs 3TO pabdoTa
WIN HET...

* «JIubo umraiite, TMOO MEpeNUCTHIBaliTE MaTepHall, HO HE MBITAUTECh YUTATH OBICTPO...
Ecnu TekcT MeHs MHTEpecyeT, TO UT€HHUE, pPa3MbIIIJIeHHE U Jaxke (paHTa3upoBaHHE MO 3TOMY
MIOBOJy CJIMBAIOTCSI B €AMHBIN MPOLIECC, B TO BPEMS KaK BBIHYK/IEHHOE CKOPOUTEHHE HE TOJIBKO
HE CIIOCOOCTBYET KayeCTBY UTEHMS, HO U HE MPUHOCUT YyBCTBA YIOBJIETBOPEHHSI, KOTOPOE MBI
HOJTy4aeM, pa3MbIILIsIs O TPOoUYUTaHHOMY, — coBetyeT ['. Cenbe (Cenbe, 1987. — C. 325-326).

* Ectp eme oauH 3¢ ¢exTUBHBIA CrMOCOO ONTUMHU3UPOBATH 3HAKOMCTBO C HAay4yHOU
JUTEPATypOl — CIEeIyeT yBIEUbCsl KaKON-TO UJieel U BCe KHUTU IIPOCMATPHUBATh C TOUKU 3PEHUS
JaHHOM naen. B aToM ciyyae cTyaeHT (MM MOJOA0H y4eHbI) OyeT Kak Obl UCKaTh apryMEHThI
«3a» WU «IIPOTHB» MHTEPECYIOIeil ero uaeu, 1 0OJHOBPEMEHHO OH OyAeT Kak Obl 00IaThCs ¢
aBTOpaMH 3TUX KHUT IO MOBOJY CBOMX HJeW M pa3mblluieHui... [Ipobiema numb B TOM, Kak
HAlTU «CBOKO» UIEHO...

UreHne Hay4HOTO TEKCTa SIBJISIETCS YacThIO MO3HABATENIbHOM JesTenbHOCTH. Ee menp —
U3BJICUEHHE U3 TeKcTa HeoOxoauMoil uHdopmaruu. OT TOro Ha CKOJIBKO OCO3HAHHA YUTAIOLIUM
coOCTBEHHasi BHYTPEHHsSl YCTaHOBKA NpU OOpallleHUH K MEeYaTHOMY CJIOBY (HAllTH HY>KHBIE
CBEJIEHUS, YCBOUTh MH(POPMALIMIO MOJHOCTHIO WM YaCTHYHO, KPUTHYECKU MPOAHAIN3UPOBAThH
MaTepuai U T.I.) BO MHOIOM 3aBUCHUT 3()(PEKTUBHOCTh OCYILIECTBISIEMOTO JIEHCTBUS.

Bb1aensoT yeTbipe OCHOBHBIE YCTAHOBKM B YTEHUM HAYYHOI'O TEKCTA!

1. urpOPMAIMOHHO-TIONCKOBBIN (3a/1a4a — HAWNTH, BBIICIUTH UCKOMYIO HH()OPMAITHIO)

2. ycBauBaronias (yCWJIMs 4YUTaTeNsl HAlpaBieHbl Ha TO, YTOOBl KaK MOXKHO IIOJHEE
OCO3HAaTh U 3allOMHHUTH, KaK CaMU CBEACHMS H3JIaraéMble aBTOPOM, TaK M BCIO JIOTUKY €ro
paccyXIeHui)

3. aHAINTUKO-KpUTHYECKasl (YUTATEeNb CTPEMHTCS KPUTUYECKH OCMBICIUTH MaTephall,
IIPOAHAIIM3UPOBAB €T0, ONIPENIEIUB CBOE OTHOLIEHHE K HEMY)

4. TBOpYecKas (CO3/aeT y YMUTaTENs TOTOBHOCTh B TOM WJIM MHOM BHJI€ — KaK OTIPAaBHOM
IOYHKT JJISl CBOUMX PacCyKICHHUH, Kak 00pa3 Ui ACWCTBUS MO aHAJOTHM U T.II. — UCIOJIB30BATh
CYXKJIEHUSI aBTOPA, XOJ €ro MbICIEH, pe3ynbTaT HaONIOAEHUs, pa3pabOTaHHYI0 METOAMKY,
JIOTIOJTHUTD UX, ITOJABEPTHYTh HOBOM IIPOBEPKE).

C HanuuuMeM pa3IMYHBIX YCTAaHOBOK OOpalleHHsi K HAaydHOMY TEKCTY CBSI3aHO
CYILIIECTBOBAaHHME U HECKOJIBKUX BUJIOB UTEHUS:
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1. Gubnumorpaduyeckoe — MpPOCMATPUBAHHWE KAPTOYECK KaTajora, PEKOMEHIATEThbHBIX
CIIMCKOB, CBOJHBIX CIIMCKOB KypHAJIOB U CTAaTel 3a rOJ U T.I1.;

2. MpPOCMOTPOBOE — HCHOJB3YETCS Ul IOUCKA MaTepUalioB, COJEpPIKAILUUX HYXKHYIO
uHpOpMaLKIO, 0OBIYHO K HEMY HpUOEraroT cpasy mociie padoThl CO CIHMCKAMHU JUTEPATyphl U
KaTaJloraMu, B pe3yjbTaTe TaKoro MpOCMOTpa YUTATeIb YCTAHABIMBAET, KAKUE U3 UCTOYHUKOB
OyIyT UCIIOJIB30BaHbl B JabHENIIEH paboTe;

3. O3HAKOMMTEJIbHOE — IOJPa3yMEBAET CIUIOIIHOE, JOCTATOYHO MOAPOOHOE MPOUYTEHUE
OTOOpaHHBIX CTaTeW, IJIaB, OTIENIbHBIX CTPAHML], LEIb — IO3HAKOMUTHCA C XapaKTepoM
UHpOpMaLMY, Yy3HaTh, KaKWe BOIIPOCHl BBIHECEHbI aBTOPOM Ha pPAcCMOTPEHME, IMPOBECTH
COpPTUPOBKY MaTepHuana;

4. u3yyaromiee — IpeanojaracT AOCKOHAJIbHOE OCBOEHHE Marepuaja; B XOJ€ TaKoro
YTEHUs MPOSIBISIETCA JIOBEpPUE 4YHUTATENs K aBTOPY, I'OTOBHOCTb IPHUHATh H3JI0KEHHYIO
MH(POPMALINIO, pealIn3yeTcs yCTaHOBKA Ha MPe/IeIbHO M0JIHOE IOHMMaHUEe MaTepuaa;

5. aHAIUTUKO-KPUTHUYECKOE M TBOPUYECKOE YTEHHE — JBa BUAA YTEHHS OJIM3KHE MEXKIY
coOOi TeM, 4YTO Y4YacTBYIOT B pELIEHHH HCCIeNoBaTelNbCKUX 3afad. IlepBbli M3 HHX
IperoiaracT HalpaBICHHBI KPUTUYECKUN aHATN3, KaK caMoil MH(OpMAaINH, TaK U C0cOO0B
ee MOJy4yeHUs U 10JIaul aBTOPOM; BTOPOE — IMOUCK TeX CYKIEHUH, (PaKTOB, IO KOTOPBIM UJIH B
CBSI3U C KOTOPBIMH, YUTATENb CYUTACT HYKHBIM BBICKA3aTh COOCTBEHHBIE MBICITH.

N3 Bcex pacCMOTPEHHBIX BUJIOB YTEHUSI OCHOBHBIM JJISl CTYACHTOB SIBJISETCS U3ydaroliee
— UMEHHO OHO IMO3BOJISIET B paboTe ¢ yueOHOM TUTepaTypoil HaKaIIMBaTh 3HAHUS B Pa3IMYHbIX
oOnactsax. BoT mouemy MMEHHO 3TOT BHJ UTEHHMS B paMKax y4eOHOW IesITeIbHOCTH JOJDKEH
OBITh OCBOEH B IEpByK ouepenb. Kpome Toro, mpu oOBIaJeHUU JaHHBIM BHUJOM UTEHUS
(bopMHPYIOTCS OCHOBHBIE ITPUEMBI, OBBIIIAIOIINE Y3PPEKTUBHOCTH pabOThI ¢ HAYYHBIM TEKCTOM.

OcHoBHbIE BUBI CUCTEMATU3UPOBAHHON 3aMIUCH IPOYUTAHHOTO:

1. AHHOTHpOBaHHE — TMpENeNbHO KpaTKOE CBSI3HOE ONMCAaHUE MPOCMOTPEHHOM WU
IIPOYUTAHHOMN KHUTHU (CTaTbU), €€ CO/IEPKAHUS, UCTOUHUKOB, XapaKTepa U Ha3HAUCHUS;

2. IInanupoBaHue — KpaTKass JIOTWYECKas OpraHu3alus TEeKCTa, pacKpbIBarollas
CoJIep’KaHue U CTPYKTYPY M3Y4aeMOro MaTepuana,

3. Te3upoBaHHe — JJAKOHUYHOE BOCIIPOU3BE/IEHNE OCHOBHBIX YTBEp)KJIEHHH aBTOpa 0e3
MpUBJICYEHUS (PAKTHUYECKOI0 MaTepuaa,

4. ]_[I/ITI/IpOBaHI/Ie — JOCJIOBHOC BBIIIMCBIBAHNUE M3 TCKCTAa BBIJCPIKCK, HSBHCHCHHﬁ,
HanOoJee CYHICCTBCHHO OTpaKar0InX TY WJIW UHYIO MBICJIb aBTOPA,

5. KOHCHGKTI/IpOBaHI/Ie — Kparko€ H 1OCIACAOBATCIIBHOC H3JI0KCHUC COACPIKAHUA
MMPOYHUTAHHOIO.

KoHcnekT — cnoxHbli crioco0 U3J10)KeHUs COAepKaHMsI KHUTH WIHM CTaThbU B JIOTUYECKOM
nocienoBarenbHOCTU. KOHCIEKT akKyMynupyer B cebe nmpeiblayIiyue BUAbI 3alKCH, T03BOJISET
BCECTOPOHHE OXBAaTUTh COJEPKAHUE KHUTH, CTaTbU. [103TOMY yMEHME COCTABIIATH IUIAH, TE3UCHI,
JlenaTh BBIIUCKA U JPYTHUE 3alIUCH OIIPENEIAET U TEXHOJIOTHUIO COCTABIICHUS KOHCIIEKTA.

Memoouueckue pekomenoayuu no coCmasieHuo KOHCNeKma:

1. BHuMarenbHO NMPOYUTANUTE TEKCT. Y TOUHUTE B CIPABOYHOMN JINTEpAType HEMOHSATHBIE
cinoBa. [Ipu 3anucu He 3a0yAbTe BHIHECTH CIIPABOYHBIE JAHHBIE HA MOJISI KOHCIIEKTA;

2. Bplenure riaBHOE, COCTaBbTE ILJIAH;

3. Kpatko cdopmymupyiiTe OCHOBHBIC ITOJIOKEHHUS TEKCTa, OTMETHTE apryMEHTAIUIO
aBTOPA;

4. 3akOHCHEKTUpYHTe  MaTepuas, 4YeTKo  ciexys  MmyHKTaM  IuiaHa.  [lpu
KOHCIIEKTUPOBAHUU CTapalTECh BBIPA3UTh MBICIIb CBOMMH CIIOBaMHU. 3allUCH CIEAYET BECTH
YETKO, SICHO.

5. I'pamoTHO 3anuceIBaiiTe nuTathl. L{IuTHpYs, yIUTHIBalTe JIAKOHUYHOCTh, 3HAYUMOCTb
MBICIIH.

B TekcTe KOHCIEKTa kKenaTesIbHO IIPUBOAUTEL HE TOJIBKO TE3UCHBIE IOJIOKEHUS, HO U UX
nokazarenbeTBa. [Ipu odopmieHnr KOHCIEKTa HEOOXOJUMO CTPEMUTHCS K €MKOCTH Ka)J10TO
npeuioskeHus. MBICIM  aBTopa KHUTH CIIEAyeT u3jaraTb KpaTko, 3a00TsACh O CTHIE U
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BBIPA3UTEIbHOCTH HAMMMCAHHOTO. YHCIIO AOMOIHUTENBHBIX JIEMEHTOB KOHCIIEKTA JOKHO OBITH
JOTHYECKH  OOOCHOBAaHHBIM,  3alUCH  JOJDKHBI  paclpeneNiaTbcsi B ONPENeIeHHOU
MOCIIEI0BATEIbHOCTH, OTBEYAIOIIEH JIOTMUECKO CTPYKTYype MmpousBeaeHusd. s yrouHeHus u
JIOTIOJTHEHHUSI HEOOXOAUMO OCTABJIATh OIS,

OBnaneHre HaBbIKAMHU KOHCIIEKTUPOBAHUS TPEOYET OT CTyIEHTa IEeNeyCTPEMIICHHOCTH,
MOBCEHEBHOM CaMOCTOSATEILHON pabOTHI.
[TamsiTKa 1O CO3AHUIO TIPE3EHTALIUN

DNeKTpOHHAsI Tpe3eHTalus —  3JICKTPOHHBIM JOKYMEHT, NpPEACTaBISIOMUN Habop
CIAiIoB, TpEeIHAa3HAYCHHBIM IS JIEMOHCTpaIluu IpojaelaHHON paboTel. Ilenpio moboi
NPE3CHTAIMH SBIISCTCS BH3YyalIbHOE TPEACTABICHUE 3aMBICIa aBTOpA, MAKCHUMAaIbHO yJOOHOE
JUTSL BOCIIPUSITHSL.

3ajaud Mpe3eHTalNu:

— MpUBJICYEHUE BHUMAHUS ayJJUTOPHH;

— TmpeAocTaBicHHE HEoOXoauMoi WHGOpPMAIMK, OCTATOYHON JUISI BOCHPHUSITHS
pe3yJIbTaTOB MPOJIETaHHON paboThI 0e3 MOsSICHEHHIA;

— MpenocTaBieHrne HHPOPMAITUN B MAKCUMAIILHO KOM(POPTHOM BHJIE;

— aKIEHTUPOBAHUE BHUMAHMsI Ha HauboJjee CyIeCTBEeHHBIX HH(OPMALMOHHBIX pa3/enax.

Tpebosanus k oghopmaenuro cnatioos

TumynvHoll cratio

[Ipesentanusi HaumHaeTcs CO cCiaiifa, coaepkallero Ha3BaHWe pabOThI (JoKiIana) u
uMeHa aBTOpa(oB). DTH 3JEMEHTHI OOBIYHO BBIAETSIOTCA Oojee KpyHmHbIM HIpudTOM, 4YeMm
OCHOBHOHM TEKCT Npe3eHTAalnu. Take Ha TMEpBBIH Cal]] 1e1ecoo0pa3HO MOMECTHTDH JIOTOTHIIT
YUpEeXJIeHUs, OT JHUIa KOTOPOro Jenaercs mpe3eHTtanus. B kauectBe (oHa winm n3oOpakeHus
NEepBOTO  Cllaiila  MOXKHO ~ HCIOJNB30BaTh  PHUCYHOK WM ¢ororpaduio, HMEIONIYIO
HEMOCPEACTBEHHOE OTHOIIEHWE K Teme mpe3eHTtauuu (doto kadenpsl, By3a, Hauboiee
3allOMUHAIOLIUIICS 3JIEMEHT MCCIEI0BAaHUS U T.I1.), OJHAKO TEKCT MOBEPX TaKOro M300pa’keHus
JOJKeH 4YuTaThCcsl O4YeHb Jierko. [lomoOHoe mpaBmio cobmtomaercs M ans (OHA OCTalbHBIX
cmaiiioB. Tem He MeHee, MOHOTOHHBIM (OH Wi (HOH B BHJIE MATKOTO TpajveHTa Oyaer
CMOTpPETHCS HA TIEPBOM cJaiiie Toxke BrodHe YPPEKTHO.

HeoOxonuMo ydecTs, 4To Hanboiee KOHTPACTHBIN TEKCT — YEPHBI Ha KEJITOM.

Obwue mpebosanusi

Cpennuii pacuer BpeMeHH, HEOOXOIUMOIO Ha MPE3CHTAIMIO BEAETCS HUCXOHIs U3
KOJIMuYecTBa ciaiioB. OOBIYHO HA OJUH Cllaii]i HE0OX0AUMO He 6oJiee OHON-ABYX MUHYT.

Heo0OxonmuMo uConp30BaTh MaKCUMAIbHOE MTPOCTPAHCTBO IKpaHa (ciaiiia) — Hampumep,
pactsinyB pucyHkd. [1o BO3MOXKHOCTH UCIIONB3YiTe BepXHHE 3/4 MiIomaay sKkpana (cnaiaa), T.K.
C TIOCJIETHUX PSAOB HIDKHSS YacTh SKpaHa OOBIYHO HE BUIHA.

Jlu3aifH 10JDKEeH OBITh MPOCTHIM U JTAKOHUYHBIM.

Kaxxapiii cnaiif 10KeH UMETh 3aT0JIOBOK.

Crnaiigel MOTYT OBITH ITPOHYMEPOBAHBI C YKa3aHHEM OOIIETO KOJIMYECTBAa CIAWI0B B
Mpe3eHTAINH.

3aBepuiaTh MpPE3EHTALMIO CJIEAYET KpaTKUM pe3loMe, COJIEp)KalluM €€ OCHOBHbIE
MOJIO’KEHUS, BaXKHBIE TaHHBIE, TPO3BYYABIIHE B JOKIAE, U T. 1.

Odghopmnenue 3a20108K08

Hasnauenue 3aroinoBka — OJHO3HaYHOE MHGOPMUPOBAHUE AYAUTOPHH O COACPKAHHUH
cnaiima. Caenath 3TO MOXHO, IO MEHBIIEH Mepe, TpeMs CIocoO0amMu: O3BYyYHMB TeMY Claifa,
JAKOHUYHO U3JI0KUB CaMyI0 3HAUYMMYI0 WH(GOpMaIMIo claifa win copMyIrupoBaB OCHOBHOU
BOIIPOC ciaija. B 3arojioBke Hy»KHO yKa3aTh OCHOBHYIO MBIC/Ib Claija.

Bce 3aronoBku JOMKHBI OBITH BHITIOTHEHBI B €IMHOM cTujie (UBET, MIpU(PT, pasMmep,
Ha4yepTaHUe).

Texct cnaiina Ass 3aroJI0BKOB JIOJIKEH OBITh pa3MepoM 24—36 MyHKTOB.

Touky B KOHIIE 3aTOJIOBKOB HE CTaBUTh. A MEXKIy MPEIUIOKECHUSIMHU CTaBUTh.

He nucarh qyiMHHBIE 3aTOJIOBKH.
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Buvibop wpugpmos

Jis  odopMieHHs TMPE3CHTAIMU CIIEAyeT WCIOIb30BaTh CTAHIAPTHBIE, I[TUPOKO
pacrpocTpaHCHHbBIC PONOpIHOHaIbHbIe mpudThl, Takue kak Arial, Tahoma, Verdana, Times
New Roman, Georgia.

!!!Hcnonvzosanue wipugpmos, He 6X00AWUX 6 KOMNWIAEKM, YCMAHABIUBAEMbI NO
YMONUAHUIO éMecme C ONEPAYUOHHOU CUCMEMOU, MOdiCem NpUueecmu K HeKOPPEKMHOMY
omoopadceHur0  6awiell NpeeHmayuu  Ha OpyeoM Komnwlomepe, M.K. HECMAHOAPMHbIX
wpugmos, Komopwvie pewunu UCHOIb308AMb Gbl, MAM MOMCem Npocmo He okazamvcs. Kpome
mo2o, OONLUUHCINGO OUZAUHEPCKUX WPUPDMO8, UCNOIbIYEMBIX 00bIYHO 011 HAOOPA KPYNHLIX
3a20/106K08 8 NEYAMHBIX U30AHUAX, OPOPMIEHUA QUPMEHHO20 CMUA, YNAKOBOK U m. 0., 8
PAMKAX —Npe3eHmayuu  CMOMPSMCS  CIUWKOM OPOCKO, OMGIeKAlom 6HUMAHUe Om ee
cooepacanusl, a NOpoll U NPOCMO BbI3bIEAIOM PA3OPAdCEHUE AYOUMOPUL.

B onHoOIi mpe3eHTaIK JOMyCKaeTCsl UCIONIb30BaTh He Oosiee 2-3 pa3iuyHbIX MpUTOB,
XOTS B OOJBIIMHCTBE CIIyd4aeB BIIOJHE JOCTaTOYHO U OAHOro. Pasmep mpudra aus
nHpopmanmonHoro tekcra 18-22 mynkra. IllpudTt mMeHee 16 MyHKTOB IUIOXO YHTACTCS TPH
npoeknuu Ha dKkpaH. [Ipu co3maHum criaiiia HEOOXOAMMO TOMHHUTH O TOM, YTO PE3KOCTh
n300pakeHMs Ha OOJIBIIIOM DKPaHE MOXKET OBITh HIIKE, YeM Ha MOHUTOpPE. Upe3aMepHO KPYIHbIH
pasMep mpudTa 3aTpyAHSET mpolecc Oeroro ureHus. [IpormucHbie OYKBBI BOCTIPUHUMAIOTCS
TsoKenee, yeM crpounbie. Kupusiit mpudr, kypcuB u CAPS LOCK wucnonb3yiite TOIbKO AJs
BBIJICTICHUSL.

/!!He cmoum yenekamuvcs cozoanuem Haonucei ¢ nomowwto oowvexkmos \WOrdArt, umo
noseoasiom oeiams muocue npunodcenus naxema Microsoft Office, 6 mom uucie u PowerPoint.
Taxkue Haonucu, nooKynarmwue papadbomyuxa npe3eHmayuu npuyyoIuUgol  Gopmoti,
B03MONCHOCIBIO UCHONIL3068AMb PAZHOOOPA3HBIE MEHU U 00beM, KAK NPAulo, TUllb YXyOuaom
socnpusmue ciatioos.

[udps qydie BOCIPUHUMAIOTCS, €CIIM OHH 00pa30BaHHBI MIPSMBIMU JTHHHSMH.

L{eemosas camma u ¢hon

JUig mpe3eHTaluy M3HadyaJlbHO HEe00X0IuMO Moao0paTh IIBETOBYIO raMMy: OOBIYHO 3TO
TPH — MATh [IBETOB, CPEINU KOTOPHIX MOTYT OBITh KaK TEIUIbIC, TaK M XOJIOAHBIC. JIF00O0# U3 3THX
IIBETOB JIOJDKEH XOPOIIIO YUTATHCS HAa BEIOpAaHHOM paHee QoHe.

B BbIOOpe 1IBETOBOIl MamUTpPhHI JTOMDKHBI OBITH YYTEHBI IPrOHOMUYECKHE TPEOOBAHUS:
3HAUEHUS [[BETOB JIOJKHBI OBITH TTOCTOSIHHBI M COOTBETCTBOBATH YCTOMUMBHIM aCcCOIUAIIUSIM.

[lcuxonoruvyeckre MOMEHTBHI: OCHOBHOE CBOWMCTBO «TCIUTBIX» I[BETOB — BHI3BIBATH
BO30YXKICHHE, OHU CTHUMYJIHPYIOT HHTEpPEC YeJIOBeKa K BHEIIHEMY MHUPY, OOIIECHUI0 U
JESTEIIbHOCTH. «XOJIOAHBIC» I[BETAa BBI3BIBAIOT TOPMOXEHHE. OITO YCIOKAWBAIOIIUE U
CHUMaloIe BO30Y)KICHHE I1IBeTa, OHU BHOCAT B TIOBEJCHUE UYEJIOBEKA PAaCCYAO0YHOCTH,
PaAIMOHATILHOCTb.

[Ipu coBMeleHHH aKTHBHBIX M MACCHBHBIX I[BETOB HYXXHO YYHUTHIBaTh, YTO AKTHBHBIC
[[BETa BCET/Ia BOCIPUHUMAIOTCS sSpYe M JIy4Illle 3allOMHHAIOTCS, IMOATOMY JUIS JTOCTHIKEHUS
paBHOBECHSI OHU JIOJDKHBI 110/1aBaThCS B MEHBIITUX MPOMOPIIUSX.

[IBera cuHe-rosy0oil YaCTH XpOMAaTUYECKOTO Kpyra CUMTaloTCa HauboJsiee TSKEeIbIMU s
BoCTIpUATHSA. JKEeNThIH LBET BHITJISAUT, HAO0OOPOT, HAMOOJIEe JTETKUM U BO3IYIIHBIM.

HasHaumB KaXJIOMy M3 TEKCTOBBIX JJICMCHTOB CBOW IIBET, HAIpHUMEp: KPYITHBIM
3aroJIoBKaM — KpacHbBIH, MEJIKUM 3aroJioBKaM — 3€JICHBIH, MOJAPUCYHOYHBIM MOMAMUCAM —
OpaHXEBBIN U T.II., HYKHO CJIEZIOBaTh TAKO CXEME Ha BCEX ClIaigax.

/!l«Packpawiueanuey mekcma moOabKO U3 ICMEMUYECKUx Ccooopaxcenut, Kax u
HeyOaumblll 8blO0p WPUDMO8, MO2Ym NPUBECU K OMEIeHeHUr) SHUMAHUA CaAywamene u ux
pazopadxcenuro. OCHOBHOU MeEKCM PeKOMEeHOYemcs HaOupamy HeUMpalbHbIM YEEMOM — YEePHBIM,
OenviM UnU CepuviM PA3TUYHBIX OMMEHK08, 6 3asucumocmu om sapkocmu ¢oua. Credyem
usbe2amv  UCNONL308AHUL meKcma, 2paguku u @GoHa 00HO20 UYema, CcO CXOOHOU
HACBIUWEHHOCMbIO Y8ema U 0OUHAKOBOLL APKOCMU.

[ToxnepxuBaiiTe BBICOKMI KOHTPACT.
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Crnaiigel MOTY IMETH MOHOTOHHBIN (DOH, a Takke GoH-TpaareHT WK (HOH- H300paKeHNe.
Bribop (¢oHa TOTHOCTBIO ONpeAensieTcs XyAO0XKECTBEHHBIMH MPEANOYTCHUSAMU aBTOpPA
Mpe3eHTAIUU, OJJHAKO CIEAYET MOMHUTh, YTO YeM MEHBIIE KOHTPACTHBIX MEPEXO0JI0B COACPKHUT
¢oH, TeM Jerdye YHMTaTh pAcCIONOKEHHBbIH Ha HeMm TekcT. Cremyer wu3berarb (OHOB,
neperpyKeHHbIX rpaQUUeCcKUMU JIeMEHTaMHU.

!!!Kapmunku na 3a0nem niane, NOAOCKU, KI€MOUKU — IMO NUUIHASL HA2PY3KA OISl 21a3d.
Yem cnooicnee 00vekm, mem Oonvule pemeHu mpedyemcs, ymoobvl e20 paccmompems U NOHAMb.

KomdopT mpu urenun, Kak mpaBuiIo, sIBISAETCS ONPEACSIONM (PaKTOPOM ISl YeI0BeKa,
3HAKOMSILEToCs C Balleil mpe3eHTanueil, 1 HeyaauHo BhIOpaHHBIM (OH HEpeIKO MOKET MPOCTO
BBIHYJIUTH YaCTh ayAUTOPUH CMOTPETH Ky/la YTOIHO, TOJIBKO HE Ha 3KpaH.

Ctuiib U3N10KeHUs

CrnenyeT UCHOIb30BaTh MUHUMYM TEKCTA. TEKCT HE SBIJIETCS BU3YaJbHBIM CPEACTBOM.
[IpaBna, ucnonp30BaHKE TEKCTA HE U30€KaTh, KOT/Ia HYXKHBI MOSCHSIOLIUE MOJIUCH K PUCYHKAM
WIM NIPEIBSBICHUE NIEPEUHS YETr0-In0O0.

Hu B xoem ciiydae He CTOUT cTapaThCsl pa3MECTUTh HA OJTHOM CJaii/ie Kak MOXHO OOJIbIIIe
TekcTa. s TOro dYroObl MpOYecTh MENKHHA TEKCT, MHOTUM HEOOXOJMMO CYIIECTBEHHO
HanpsraTh 3peHue, U, CKOpee BCEero, Mo CBOEW BOJIE HUKTO ITOro jaenarth He Oyzaer. [losTomy,
yeM OoJbllIe TEKCTa Ha OJHOM Claijie Bbl MNPEMJIOKUTE AyAUTOPUHU, TEM C MEHbILIEH
BEPOATHOCTHIO OHA €0 MPOYUTAET.

Pexomenayercst momemaTh Ha Clai TOJIBKO OJUH Te3uc. PacmpoctpanenHas ommoOka —
9TO Mpe/CTaBICHHE Ha ciaiifie 6oee 4eM OAHON MBICIH.

CrapaiiTech HE UCIHOJB30BaTh TEKCT Ha claiiie Kak 4YacTh Balllell peuu; Jiydile
MOMECTUTE TyJda Ba)KHbI€ TE3UCHl M JIMIIb OJWH-IBA pa3a OOCPHUTECh K HUM, IOCBSITHB
OCTaJIbHOE BPEMSI HETIOCPEICTBEHHON KOMMYHHMKAIIUU C BalllUMU CIIYILIATEISIMH.

He nepenuceiBaiite B Ipe3eHTALUIO CBOW TOKJIA.

B mpeane BooOImIe HU OAHO CIOBO JOKJIAAa HE JOJDKHO AYONMpPOBAThCS Ha Cladgax —
KpOME TeMbI 1 IMEH COOCTBEHHBIX, Ha3BaHM rpa@uKoB U Tabuil. /JleMoHcTpanus npe3eHTanun
Ha 3KpaHe — 3TO BCIIOMOTraTeJIbHbII MHCTPYMEHT, WJUTFOCTPUPYIOIIUI Bally peyb.

TexcTt Ha cnaitnax dopmatupyercs mo mwupuHe. s nydiieil KOMIOHOBKM TEKCTa Ha
caiijie 1menecoo0pa3Ho MCIOIb30BaTh (PYHKIMH, peaaaraeMeie B cpeae Microsoft PowerPoint:
WHTEPBAJIbL, TUHEWKA U Jp.

Paszmep u nBer mpudra noaduparoTcs Tak, YTOObBI TEKCT ObUI XOpOLIO BH/JEH.
[TonuepkuBanne HE wucnons3yercs, T.K. OHO B JOKYMEHTE YKa3blBa€T Ha THIEPCCBHUIKY.
DJeMEeHTHI CIIMCKA OTIEISAIOTCS TOUKOH C 3anaToi. B KoHIle 00s13aTeIbHO CTaBUTCS TOUKA.
ITpumep:

Karanoru:

— YpPOBEHb 1;

— YPOBEHb 2;

— YpOBEHB 3.

OOparuTe BHUMaHHME, YTO IIOC]IE€ [JBOETOYUS BCE JJIEMEHTHl CIHUCKA MUIIYTCA C
ManeHbkoi OykBbl! Ecnu crnmcok HaumHaeTcs cpa3y, TO IEpPBbIH AJIEMEHT 3allUChIBACTCS C
HPONKUCHOM (00JIbII0I) OYKBBI, Jajlee — CTPOYHBIMHU (MAJIEHBKUMHU).

Ha cxemax tekcT nmyuiie popmatupoBarh 10 HEHTPY.

B Tabaumax — no yCMOTpEHHUIO aBTOpa.

OOBIUHBIN TEKCT MUIIETCs 0€3 MCTOIB30BaHUS MapKEPOB CIUCKA. BIAensiiTe rmaBHOE B
TEKCTe JPYTUM IIBETOM (KeJaTeIbHO BCE B €AMHOM CTHIIE).

Cnenyer uzberath 3(p(PEeKTOB aHMMAIUU TEKCTa W rpaduKH, 3a MUCKIIOUEHHUEM CaMbIX
IIPOCTBIX, HAIIPUMEP MEJIEHHOTO MCUE3HOBEHHUS WJIM BO3HMKHOBEHHS I0JIOCAMM, XOTS U OHU
JOJIKHBI IPUMEHATHCS B MEPY.

Hcnonb3oBanue  o0Opa3oB u  MeTtadop, go0aBIeHHE  PUCYHKA,  HATJISIHO
JEMOHCTPHUPYIOIIETO OCHOBHYIO MBICIIb, C/I€JIa€T MaTepHall 3alIOMUHAIOIINMCS.
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PexomeHyeTcst MCIONIB30BaTh IYCTOM ClIaiiji, YTOOBI CKOHIICHTPUPOBAaTh BHUMAaHHE
ayUTOPUU HA TOM, YTO BbI ToBoputTe. Ecim Ha cnaiize Oymer kakoe-muO0 M300pakeHHeE,
BHUMaHHEe OyJIET OTIAHO 3TOMY M300paKCHUIO, a HEe BaIUM cioBaM. [103ToOMy ImycThie ciiaiijibl
MOYKHO BCTaBISTH IEpe]] CIaioM C M300pakeHUEeM, 4TOOBI, CHa4yaja ayIuTOPHUS BBICIYyIIANa
Bac, a notom yBueN1a HY)KHOE H300paKeHHUE.

LenecooOpa3Ho BbIBOIUTH HH(pOpMamuio Ha ciaiin mnocrenenHo. I[lycte cioBa u
KapTUHKH TOSIBIIIIOTCS TTAPAJUICIIBHO Balllel «03BYUYKe»: TaK TOHSATHEE, YeM BECTH paccKa3 Imo
CTaTUYHOMY CJIAN]y.

Hcnonvzoeanue ghopmyn

MOHO OCTaBHTbH O0IIYIO (hOpPMY 3aITUCH W/WIIK PE3yabTaT, a 0TOOpaXKaTh BCIO IETIOUKY
peleHus He Hajo. bombioe konmryecTBO GopMyIT Ha ciaiiie He YNTACTCS.

Ha cnaiin BBIHOCATCSI TOJNIBKO camble enaghvie popmyinsl, TpaQUKH, BETUYNHbI, 3HAYCHHUS.

Odghopmnenue unnrocmpayuii

O0s3aTenbHO WILTIOCTPUPYHTE MPE3CHTAIMIO PUCYHKaMU, GoTorpadusMu, HArJIITHBIMU
cxeMamH, rpadukaMu U quarpaMMamu. SIpkue KapTUHKU MPUBJICKAIOT BHUMaHUE dQEeKTUBHEE,
4eM CYXOU TEKCT WM, IIOPOH, Ja)Ke OYEHb HEII0OXas Pedb.

N300pakeHnio Bcerna CleAyeT NPUAaBaTh KaK MOXHO OOJBINUN pa3Mep; €CJId 3TO
BO3MOYKHO, WJUTIOCTPAIIMA CTOUT PACHPEICITUTh MO0 HECKOJIBKUM ClaiiiaM, HeXXEeNHu pa3MeliaTh
X Ha OJIHOM, HO B YMEHBIIEHHOM BUJE. M300padiceHue 001xCcHO 3aHumMams He 6Oonee 60%
pazmepa craida. VnmocTpaluu AODKHBI OBITH moanucanbl. llofmucu BIONHE JOMTyCTUMO
pacrioyiaraTh HE HajJ W HE MOjA u300pakeHHeM, a cOOKy, €ClM OHO, HalpuMmep, HUMEeT
BEPTUKAJIBHYIO OpHEHTaluio. lcrmonb3yiiTe TrOpH3OHTANIBHOE HampaBleHHE TeKCTa. Pasmep
wpugma 011 Haonucel — 0003HAUCHUN HA PUCYHKE HA O0BEKTaX He Hudice 12 nyHKkmos.

Tpebosanusi k oghopmaenuro ouazpamm

VY nuarpamMMbl JOJDKHO OBITH Ha3BAaHHE WIIM TAKHMM Ha3BaHUEM MOJKET CITYXKHTh
3aroJI0BOK Cllai1a

Jluarpamma JOJDKHA 3aHMMATh BCE MECTO Ha Ciale.

JIVHAH ¥ TIOJIITUCH JIOJDKHBI OBITH XOPOIIO BHITHBIL.

Tpebosanus k oghopmaenuro mabauy

Ha3Banwne TaOnuIL.

[{enbHOCTH BOCTIPUSTHSL.

Ilpasuna manucanus scce.

Cr0BO «3ccey MPUIIIO B PYCCKUH S3BIK U3 (PPAHITY3CKOTO M STUMOJIOTHYECKH BOCXOIUT
K JaTHHCKOMY CIIOBY exagium (B3BemnBaHue). DpaHily3ckoe eSSai MOXHO OyKBalibHO
MIEPEBECTH CIIOBAMH OIIBIT, MPO0Oa, MOIBITKA, HAOPOCOK, OYEPK.

Occe - 3TO COYMHEHHE HeOONbIIOro oObeMa U CBOOOIHONW KOMITO3UIIMU, BBIpAXKarollee
WHWBUIYyAJIbHBIC Pa3MBIIUICHUS KOHKPETHOMY BOIIPOCY M 3aBEJOMO HE IMPETCHIyIOIIee Ha
OTIPECIISIONIYIO HJIM UCUYEPIBIBAIOIIYIO TPAKTOBKY IIpeaIMeETa.

Llenb 3cce COCTOMT B pa3BUTHH TaKMX HABBIKOB, KaK CaMOCTOSITEILHOE TBOPYECKOE
MBIIUIEHHE U TUChMEHHOE M3JI0KEHNE COOCTBEHHBIX MBICIIEH.

CrpykTypa 3cce onpenensiercs: IpeabsBIsIeMbIMA K HEMY TPeOOBaHHSIMHU:

1. Mbeicnu aBTOpa Mo npodaeMe u3nararoTcst B opme KpaTkux TE3HUCOB.

2. MBpIcib ToJDKHA OBITH MOAKPEIUICHA apTyMEHTaMHU.

3. Dcce I0DKHO UMETh BBEJICHUE U 3aKITIOUCHHE.

[Tpu HarMcaHWU 3¢ce BaXKHO TAaK)KE YIMTHIBATH CJICTYIOIINE MOMEHTHI:

1. BcerymieHue U 3aKirOYeHHE JOJKHBI (POKYCHPOBAaThH BHHUMaHHE Ha mpobOiieme (BO
BCTYIUICHUU OHA CTABUTCS, B 3aKJIFOUYCHUH - PE3FOMHUPYETCSI MHEHHE aBTOPA).

2. Heo0xomumo BeiienieHNEe a03a1ieB, KPAaCHBIX CTPOK.

3. Heo0xoauMoi sBsieTCs sicHasl, IOrH4YecKasi CBI3b a03alieB.

4. Crunp WU3JOKEHUS: 3CCE€ TMPHUCYIIHM OSMOIMOHATBHOCTh U IKCIPECCUBHOCTD,
XYH0KECTBEHHOCTb.

IIpasuna nod2omosKu K 3auemam u 3K3aMeHaM.
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* Jlyumie cpa3y COpMEHTHpOBATHCS BO BCEM MarepHaje M 00sS3aTeNIbHO PAaCIOIOXKHTh
BECh MaTepHall COTJIACHO JK3aMEHAIMOHHBIM BOmNpocaMm (WJIH BOMpOcaM, OOCYXKIaeMbIM Ha
CEeMHMHapax), 5Ta padoTa MOXET 3aHATh MHOTO BPEMEHH, HO BCE OCTAIBHOE — 3TO YXKe
TEXHUYECKHUE JeTau (TJIaBHOE — 3TO OPUEHTUPOBKA B MaTepuaie!).

+ CaMa TOArOTOBKa CBSi3aHA HE TOJBKO C «3alOMUHaHMEeM». [loJArotoBka TaKxke
MpeJIoJiaracT U NePEeoCMbBICIICHHE MaTepraia, U JaKe PaCCMOTPEHUE aIbTePHATHBHBIX HJICH.

» CHavana CTyJIeHT JIOJDKCH MPOJEMOHCTPHPOBATh, YTO OH «YCBOHID) BCE, YTO TPEOYETCsI
0 MporpaMme 00ydeHust (WK 10 TPOoTrpamMMe TaHHOTO TPEIoIaBaTes ), U JIUIIb TOCIIE 3TOTO OH
BIIPaBE BHICKA3aTh WHBIE, KEJIATSIbHO apryMEHTHPOBAHHBIC TOYKH 3PEHHUSL.
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4. METOAUYECKHUE PEKOMEH/JAIIMU 11O BBINTOJIHEHUIO
CAMOTOATEJIBHBIX PABOT

llenn H 3aJaYd AJUCHUIINHBbI — Tp660BaHHﬂ K pe3yjgbTarTaM OCBOCHHUA NUCHUIIJIUHBI
(MIK):

Ol BbHINONHEHUS ONEPATUBHO-CIY)KEOHBIX 3aJad B COOTBETCTBUUM C HpoduiieM
JESATEIIbHOCTH IIPABOOXPAHUTENBHOTO OpraHa B yCJIOBHSIX PEKMMA UPE3BbIUAHHOIO IOJIOKEHUS,
C HCIHOJb30BAaHUEM CIIELHUAIBHOW TEXHUKH, BOOPY)KEHHUS, C COOJIOJCHHEM TpeOOoBaHUM
JEJIONPOU3BOCTBA U PEKUMA CEKPETHOCTH.

yMeTh:

Y9 npaBUIBHO COCTaBISATH U OPOPMIIATH CIY)KEOHBIE JIOKYMEHTBI, B TOM YHCIE
CEKpPETHbIE, COJIEpIKaIlEe CBEICHUS] OTPAaHMUYEHHOT'O 110JIb30BaHUS;

V10 BbINONHATH CHyX’eOHblE O00S3aHHOCTH B CTPOIOM COOTBETCTBUU C TPEOOBaHUSAMU
peKuMa CeKpeTHOCTH;

3HATh:

311 ycTaHOBJEHHBIM NOPSJOK OpraHU3alMy JIEJIONPOM3BOJCTBA, HCIIOJIb30BAHUS
CBEICHMI, collepKalIuXcs B JOKYMEHTAaX;

312 ocHOBHBIE ITpaBuJIa U MOPSAAOK HOJATOTOBKU U 0(OPMIIEHUS JOKYMEHTOB;

313 opraHu3aioHHO-TIPAaBOBbIE OCHOBBI PEKMMa CEKPETHOCTU B MPABOOXPAHUTEIbHBIX
oprasax, IopsiJJok OTHECEHHUS CBEIEHUI K roCcy/1apcTBEHHOM TaiiHe, MOPsAJOK 3aCEKpeUnBaHUs U
pacceKkpeunBaHus HOCUTENIEH CBEJEHUM, COCTaBISIOUIMX TOCYAApCTBEHHYIO TailHy, MOPSJIOK
JIOITyCKa K TOCYJapCTBEHHOM TaiiHe;

314 npaBuia nonb30BaHUs U 0OpAIICHUS C CEKPETHBIMU TOKYMEHTAMHU U U3JEIHUSIMHU.

TpedoBanus Kk pe3yabTaTaM 0CBOEHUS TUCHMIINHBI:

[Ipouecc w3ydyeHMs] AMCUMIUIMHBI HalpaBlIeH Ha (OPMUPOBAHUE  CIEAYIOLIUX
xkomnerennuii: IIK 1.10 TIK 1.11

K 1.10 Hcnonp3oBath B NpoQecCHOHANbHON JESITENIbHOCTH HOPMATHBHBIE
IpaBOBbIE AaKTHl M JOKYMEHThl IO OOECIIEYEHHIO0 pexUMa CeKpeTHocTH B Poccuiickoi
®denepanuu.

IIK 1.11 OOGecneunBarh 3aIUTy CBEICHUN, COCTABIAIOLIMX IOCYJAapCTBEHHYIO TaiiHY,
CBEJICHUM KOH(UIEHIIMAIBHOTO XapaKTepa U MHBIX OXPaHsEMbIX 3aKOHOM TalH.

KPUTEPUHU OLIEHKH

Ounenka Kpurepun

OTJIMYHO

BricTaBisercs oOydaroliemycs, €ClIM OTBET IIOKa3blBaeT TIJIyOOKoe |
CHCTEMaTUYECKOE 3HAHWE BCEro MPOrpaMMHOrO Marepuana U CTPYKTYpbI
KOHKPETHOI'O BOIPOCA, a TAaKXE OCHOBHOIO COJAEpPXKaHUA M HOBalUUU
JICKIIMOHHOT'O Kypca [0 CPaBHEHHIO ¢ yueOHOM nuTeparypoit. O0ydaronuics
IEMOHCTPUPYET OTYETIMBOE U CBOOOJHOE BIIAJCHHE KOHLENTYaJbHO-
MOHSATUMHBIM  anmapaToM, HAy4YHbIM  SI3BIKOM WM TEPMUHOJIOTUEH
COOTBETCTBYIOIICH Hay4HOW oOjacTH. 3HAHWE OCHOBHOW JIMTEpaTyphl W
3HAKOMCTBO C JOTIOJHUTENBHO PEKOMEHI0BAaHHOM nuTeparypoi. Jlornuecku
KOPPEKTHOE U YOeIUTENbHOE U3JI0KEHUE OTBETA.
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XOPpOLIO

BricTaBnsercs 00ydarolieMycsi, €Clid €ro OTBET JIEMOHCTPUPYET 3HAHUE
V3JI0BBIX MPOOJIEM TpOrpaMMbl U OCHOBHOTO COJIEP)KaHUS JICKIIMOHHOTO
Kypca; YMEHHE I0JIb30BaThCsl KOHIIETITYaJbHO MOHSATHUITHBIM ammapaToM B
[poliecce aHaln3a OCHOBHBIX MpoOJieM B paMKaX [IaHHOWM TEMbl; 3HAHUE
BaXHEHIINX paboOT W3 cIHMCcKa PEeKOMEHJOBaHHOW NuTepaTypbl. B memom
JIOTUYECKH KOPPEKTHOE, HO HE BCErja TOYHOE U apryMEHTHPOBAHHOE
M3JI0’KEHUE OTBETA.

YIOBJIETBOPUTEIILHO

BrictaBnsercs  oOydaromieMmycsi, €cid  €ro  OTBET  JI€MOHCTPUPYET
(dbparMeHTapHbIC, TOBEPXHOCTHBIE 3HAHUS BRKHEHIINX Pa3esioB MPOrPaMMBI
1 COACpKaHUA JIEKIIMOHHOTO Kypca; 3aTPyJHEHUS C MCIHOJb30BaHUEM
HAyYHO-TIOHATHIHOTO armapara ¥ TEPMHHOJIOTHH Y4eOHOW TUCITUILINHBI,
HEIIOJIHOE 3HAKOMCTBO C PEKOMEHJOBAHHOM JMTEPATYpOW; 4YaCTUYHbIC
3aTPYIHEHUSI C BBIIOJHEHUEM IPEAYCMOTPEHHBIX IPOrPaMMOMN 3aJaHU;
CTPEMIICHHE JIOTUUECKH OINPEAEIICHHO U MOCIIEI0BATEIbHO U3JI0KUTh OTBET.

HEYHAOBJICTBOPUTCIIBHO

BricTaBisieTcsi 00yJaromemMycsi, €ClIM €ro OTBET ASMOHCTPHPYET HE3HaHUE,
MO0 OTPBIBOYHOE MPEJCTABICHHWE O JaHHOW MpoldiieMe B paMKax ydeOHO-
[IPOrpaMMHOTO MaTepuaja; HEyMEHUE MCIIOIb30BaTh MOHATHUMHBINA aImapar;
OTCYTCTBHE JIOTUUECKOU CBSI3U B OTBETE.

Bpewmsi, 3arpaunBaemMoe Ha BBIMOJTHEHHE BHEAYIUTOPHOW CAMOCTOATEIBHOW pabOTHI U
(GbopMBbI ayTUTOPHON M BHEAYAUTOPHON CaMOCTOSITEILHOM pabOThI MPEACTABIICHBI B CIEAYIOIICH

TaduLe:
Bujabt Bpews,
3aTpaynBaeMoe
camocTos- .
TeNLHOi Tema Ha BbINOIHEHHE DopMbI CAMOCTOSATENbHOM padoThI
CaMOCTOSATeIbHOI
padoTsI
padoThl, Yyac
Tema 1.1. KOHCIIEKTUPOBaHUE U3JIaraeMoro Marepuania
Co;(epncaHI/Ie JICKIIUH B COOTBCTCTBHH C IINIAHOM,
JICJIOTIPON3BOICTBA B BBINOJIHEHHE 3aaHUH, IPETYCMOTPEHHBIX
IMPaBOOXPAHUTEIIbHBIX IIJIaHOM ITPAKTUYECKOI'O 3aHATUA
oprasax (oprarax
BHYTPEHHUX JIeT).
OO1mye HOpMEI 1
npasmia opopMIIeHHs
JIOKYMEHTOB
Tema 1.2. KOHCIIEKTHPOBAHUE N3J1araéMoro MaTepuana
JlokymMeHTHpoBaHue JIEKIIUU B COOTBETCTBHH C TUIAHOM;
AynuropHas N N

yIpaBleHYeCKOI BBITNOJIHEHHE 3aJaHUH, IPeyCMOTPEHHBIX
JIeSITEIbHOCTH IJIAHOM MPaKTUYECKOrO 3aHATUSL
Tema 1.3. KOHCIIEKTUPOBaHKE U31araéMoro Marepuana
JIoKkyMeHTO0000pOT. JIEKI[UHA B COOTBETCTBUHU C IIJIAHOM;
Opranusanus paboTs BBINOJIHEHHE 3a/1aHUH, ITPEAYCMOTPEHHBIX
C IOKYMEHTaMH U UX IUIAHOM IIPAaKTHYECKOTO 3aHITUS
XpaHEeHHE
Tema 1.4. ITopsimox KOHCIIEKTUPOBAHKE M3JIaraeéMoro Marepuana
COCTaBJICHUA JICKIIUU B COOTBCTCTBHH C INIAHOM,
OpTaHHU3aIOHHBIX BBINOJIHEHHE 33/1aHUH, ITPEAYCMOTPEHHBIX
JIOKYMEHTOB IUIAHOM ITPAKTHYECKOT'0 3aHSTHUS
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Tema 1.5. [IpaBuna
COCTaBJICHUS U
odopmieHUs
PacIOpsIUTENIBHBIX
JIOKYMEHTOB

Tema 1.6.
Odopmienue
HHPOPMAMOHHO-
CIIPABOYHOM
JOKyMEHTAINN

Tema 1.7.
Jenonpon3BoacTBO MO
INUCbMCHHBIM
o0palleHHsIM IrpaXkaaH
B
[IPaBOOXPAHUTEIbHBIE
oprassl. OpraHu3aius
npremMa rpaxaaH B
opraHax BHYTPEHHHX
aen

Tema 1.8. KonTpounb
WCTIOJTHEHUS
JOKyMEHTOB

Tema 2.1. Ionsrue,
CYIIIHOCTb, 3HAYCHHE U
MPaBOBOE
perynupoBaHue
peKHrMa CEeKPETHOCTH
B OpraHax BHYTPEHHHUX
Jien

Tema 2.2. ITonsTue
TOCyapCTBCHHOM
TaiiHel. Cucrema
3aIIUATHI
TOCyIapCTBCHHOM
TaifHBI B OpraHax
BHYTPEHHUX JIeJ

Tema 2.3.
Ob6s3aHHOCTH
COTPYAHUKOB OPTaHOB
BHYTPEHHUX JIEJI 110
COOJIIOICHHIO PeXUMa
CEKPETHOCTH

Tema 2.4. OcHOBBI
CEKPETHOTO
JIEITOTIPOU3BOICTBA 1
COOJIOZICHAS PEeKUMA
CEKPETHOCTH B
OpraHax BHYTPEHHUX
e

KOHCIIEKTUPOBAHUE U3J1araéMoro MaTepuala
JIEKLIUU B COOTBETCTBUM C IIAHOM;

BBIIIOJIHEHUE 3aJaHUl, IPEYCMOTPEHHBIX
IJIAHOM IPAKTUYECKOI0 3aHATUSA

KOHCIIEKTHPOBAHUE N3J1araeMoro MaTepHana
JIEKIIUHU B COOTBETCTBHH C TUIAHOM;

BBINOJIHEHNE 3a/1aHNUH, ITPEAYCMOTPEHHBIX
IUTAHOM IIPAaKTHYECKOTO 3aHITUS

KOHCIIEKTHPOBAHHE U3J1ara€MOIo MaTepuana
JIEKLIUU B COOTBETCTBUM C IIAHOM;

BBIIIOJIHEHUE 3aJaHUl, IPEYCMOTPEHHBIX
IJIAHOM IIPAKTUYECKOT'0 3aHATUS

KOHCHICKTUPOBAHUEC U3JIaracMoro Marepuaia
JICKIIUK B COOTBETCTBHHU C IIJIAHOM;

BBIIIOJTHCHHEC SaHaHHﬁ, npeayCMOTPCHHBIX
IIJIaHOM ITPAKTUYCCKOI'O 3aHATU

KOHCIIEKTUPOBAHME M3JIaraeMoro MaTepuaia
JIEKLIIUU B COOTBETCTBUM C IIAHOM;

BBITIOJIHEHUE 3aJIJaHUH, IPENYCMOTPEHHBIX
IJIAHOM IIPAKTUYECKOT'0 3aHATUS

KOHCIHICKTUPOBAHUEC U3JIaracMoro Mmarepuaia
JICKIIUH B COOTBETCTBHHU C IIJIAHOM;

BBIIIOJTHCHHUEC SaHaHHﬁ, npeayCMOTPCHHBIX
IJIaHOM ITPAKTUYCCKOI'O 3aHATHUSL

KOHCIIEKTUPOBAHME M3JIaraeéMoro MaTepuaia
JIEKLIUU B COOTBETCTBUM C IIAHOM;

BBITIOJIHEHUE 33JIaHUH, IIPENYCMOTPEHHBIX
IJIAHOM IIPAKTUUYECKOT0 3aHATUS

KOHCHEKTUPOBAHUE U3JIaracMoro Mmarepuaiia
JICKIIUHU B COOTBETCTBHHU C IIJIAHOM;

BBIIIOJTHCHHUEC SaHaHHﬁ, IpeayCMOTPCHHBIX
IJITAaHOM ITPAKTUYCCKOI'O 3aHATHUSL




28

COIEPXXAHUE CAMOCTOSTEJIBHBIX PABOT (JOMAIIITHHUX 3A JAHUIN)

Tema 1.1 Conep:xaHue 1eJONMPON3BO/JCTBA B NIPABOOXPAHUTEIbHBIX OPraHax (opraHax
BHYTPeHHHUX Je). O01uue HOpMbI M IpaBuIia 0popmiieHHsI JOKYMEHTOB

CamocrosiTeibHass padoTa 00y4arOIMXCs:
[oaroroButk pedepat u Mpe3eHTaLUIO HA TEMY

1. UcToku nenonpou3Bo/ICTBA.
2. CtaHOBJIEHHE IETONPON3BOICTBa B Poccuu.

Tema 1.2. JlokymeHTHPOBaHUE yIIPaBJIeHYeCKOH AesATelbHOCTH CamMocTosiTeIbHAsS padoTa
00y4aronuxcs:

CamocrosiTeibHas padoTa 00y4arOIMXCS:

3amanue 1. M3yuenme cymectByronmx ['OCToB Ha JOKYMEHTAIMI0O W HOPMATHBHON 0a3bl
JIeJIOTIPOU3BOICTBA!

1. I'OCTe1 Ha TOKYMEHTALIHIO.

2. HopmaTnBHO-MeTOMUECKUE aKTHI 110 J1eIONPOU3BO/ICTBY.

3amanue 2. Jlokman, mnpeseHTauust Ha TeMmy: «Hopmbl u TpeboBanus K odopmiieHuro
PEKBU3UTOBY.

Tema 1.3. lokymenToo0opor. Opranusanusi padoThl C JOKYMEHTAMH M UX XpPaHEHHeE.

CamocrosiTesibHas padoTa 00y4arOLIUXCH:
3ananue 1. [loaroroBuTh 10KIa1, IPE3EHTALUIO HA OJHY U3 TEM:

1. ABromaruzanusi  JOKYMEHTAIMOHHOTO 000pOTa.
2. OcHoBHble AVIC 10 1€701pOU3BOJICTBY.
3. IIpaBuiia BeAeHUSI 2JEKTPOHHOTO JIE€IO0NPOU3BOJACTBA.

2. [TonroroBuTh pedepar, Mpe3eHTAIHIO Ha TeMY «INEKTPOHHBIA JOKYMEHT)
IIman

1. TpeGoBaHus, NpeaAbABIIEMbIE K 3JIEKTPOHHBIM TOKYMEHTaM.
2. DAeKTpOHHO-LIU(POBAst OAINHUCH.
3. [Ipenmy1iecTBa U HEAOCTATKU IPUMEHEHUS 3JIEKTPOHHBIX JJOKYMEHTOB.

3amanue 2 Odopmnenue tabmuubl. [lepedenb (opM JOKYMEHTOB, MPUMEHSEMBIX B
OpraHu3aluy.

Tema 1.4. Ilopsinok cocTaBIeHHs OPraHU3AHOHHBIX IOKYMEHTOB

CamocrtosiTeibHAs padoTa 00y4YarOIMXCS:

[loaroroBuTh HOKIAA, NPE3EHTALMIO HAa TeMy «XapaKTEpUCTUKAa OpPraHU3allMOHHBIX
JOKYMEHTOB

I1nan

1. @yHKIMS GOPMUPOBAHUS CUCTEMBI U MPOLIECCOB YIIPABICHHUS.

2. Buzpl opranu3alMOHHbIX JOKYMEHTOB: ONpeAeIeHNs, PEKBU3HUTHI, TPEOOBAaHUS K TEKCTY.
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Tema 1.5. IIpaBusa cocraBjieHusi 1 0popMJIeHUS PACTIOPSIAUTEIbHBIX TIOKYMEHTOB
CamocrosiTeibHasi pabota o0y4yaromuxcs: [1oaroroBuTh pedepar u npe3eHTaIrIo Ha TEMY

[ToaroroBuTh 1OKJIAJ, NPE3EHTALMIO Ha TeMy «XapaKTepUCTUKAa pPaCHOPSAUTENIbHBIX
JIOKYMEHTOB.

[1nan:

1. OcHOBHOE Ha3HAYEHHE PACIIOPSAUTEIBHBIX TIOKYMEHTOB.

2. Ilpouenypsl U31aHUS PaCOPSIUTENbHBIX JOKYMEHTOB.

3. TpeGoBaHMs K TEKCTY.

4. Bunpl, onpeeneHust, PeKBU3UTHI pacIIOPSIUTEIbHBIX JOKYMEHTOB.

Tema 1.6 Odopmienue HH(POPMALITHOHHO-CIPABOYHOM JOKYMEHTALIMHU
CamocrosiTesibHasi padora oOyuyarommxcesi: [1oarotroBuTh 10KJa, MPE3EHTALUI0 HA TEMY
«XapakTepucTuka HHPOPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOBY

1. Buapl nHQOpMaIIMOHHO-CIIPAaBOYHBIX JOKYMEHTOB.
2. Odopmnenue HHPOPMAITMOHHO-CITPABOYHBIX JTOKYMEHTOB.

Tema 1.7 Jenonpon3BoacTrBo 1o NMHACbMEHHBIM oOpameHusIM rpaxiIan B
NMPaBOOXPaHUTEIbHbIe Opranbl. OpraHu3anus nNpueMa rpakaiaH B OPraHax BHYTPEHHHMX
Jell.

CamocrosiTeibHass padora oOyuarommxcsi: [[ogroToBuTh NOKIaJ, NMPE3EHTALUI0 HA TEMY
«Bupl oOpalieHnit ¥ CPOKU UX PACCMOTPEHUS.

IInan:

1. TonsaTue u 3HaYeHHE OOpaIleHU rpaX/iaH.

2. Kimaccudukanus odpaiieHnii Tpax/iaH.

3. Cpoku paccMOTpEHHUS.

Tema 1.8 KoHTPO/I1b HCIIOJTHEHUS] JOKYMEHTOB

CamocrosiTeibHas padora odyuarommxcsi: [[oAroToBUTH JOKIIAM, IPE3EHTALUIO HA TEMY
[Toapasnenenust opraHoB BHYTPEHHUX JIeJT, OCYIIECTBISIOINE KOHTPOJIb Ha/l UCTIOIHEHUEM
JIOKYMEHTOB U UX (PYHKITUH.

ITnan:
1. TlonsTue, BUIBI JOKYyMEHTATHHOTO KOHTPOJIS.
2. Kimaccupukammst monpas3ieneHUs OpPraHOB BHYTPEHHHX JI€N, OCYIICCTBIISIOIINE
JIOKYMEHTAJIbHbI KOHTPOJIb.
3. DyHKIMHU NOApa3IeIeHHs] OPTaHOB BHYTPEHHUX /€.

Tema 2.1 IloHsTHe, CyIIHOCTH, 3HAYEHHME M MPABOBOE peryJUPOBAHHME pPeKUMA
CEKPETHOCTH B OPraHaX BHYTPEHHHX J1eJI

CamocrosiTeibHas padora odyuyarommxcsi: [[oAroToBUTH OKIIAJ, IPE3EHTAIMIO HA TEMY
1.«OcobGeHHOCTH KOH(PHIEHIIMATBHOTO 1€JI0IPOU3BOJICTBAY,

2.«Oc0oOEHHOCTH CEKPETHOTO JIETIOMPOU3BOJICTBAY;

3. «3amura nepcoHaIbHBIX JaHHBIX).

Tema 2.2 IHonsiTne rocynapcrBeHHo# TaifHbl. CHCTEMa 3a1IUTHI TOCYAAPCTBEHHOM
TailHbI B OPraHax BHYTPEHHUX JeJl.

CamocrosiTeibHas padora o0y4arommxcsi: [[oAroTOBUTE NOKIIAM, IPE3EHTALIMIO HA TEMY
[TonsiTHE M conepx’aHue CBEAEHUM, COCTABIIAIOIINX I'OCYJapCTBEHHYIO TallHY.
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Tema 2.3 O0s13aHHOCTH COTPYIHUKOB OPraHOB BHYTPEHHHX /eI 110 COOTI0ACHHUI0
PpeKHMA CEKPETHOCTH.

CamocrosiTesibHasi padora oO0yvarwimmxcs: [[oAroToBUTh 10KIIA1, MPE3EHTALMIO HA TEMY
Bupl OTBETCTBEHHOCTH COTPYIHUKOB 32 HAPYILICHUE PEKUMA CEKPETHOCTH.

IIman:

1. JlucumruinHapHas OTBETCTBEHHOCTb.
2. YroioBHast OTBETCTBEHHOCTbD.

Tema 2.4 OCHOBBI CEKPETHOI0 J1eJIONPOU3BOACTBA U COOJIIOEHUS PesKMMa
CEKPETHOCTH B OPraHaX BHYTPEHHHX JeJl

CamocrosiTesbHasi padora oO0yvarwimmxcs: [[oAroToBUTh 10KIIA, MPE3EHTALMIO HA TEMY

[Topsiok KOCTaBKH, TpUeMa, NEPBUYHON 00paOOTKU M OTIIPABKU CEKPETHON KOPPECIOH/ICHIINH.

Kontpoanpyemsbie komnerenuuu: [IK 1.5IIK 1.8 O 13 1-9 YV 1-10
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IlepeyeHb OCHOBHOWI W [ONMOJIHUTEJbHON JIUTEPATYpPbl, HHTEPHET—PECYPCOB,
HEeO0XO0AUMBIX IJIl BHINOJTHEHUS MPAKTHYECKUX U CAMOCTOSITEJILHBIX padoT

OcHoBHas nuTeparypa:

1. Jlenmonmpou3BOACTBO W PEKHUM CEKPETHOCTH[DJEKTPOHHBIA pecypc|: y4eOHHWK /
A.H. KHmxHHKOBa. — DIEKTPOH.TEKCTOBBIe AaHHble. — Mocksa: FOctunus, 2019. — 161 c. —
ISBN 978-5-4365-2838-0. - Pexxum gocryma:https://www.book.ru/book/930703- 55C BOOK..ru,

0 TIAPOJTIO

JononHuTenpHas TuTepaTypa:

1. Jlenonpou3BOJCTBO: OpraHU3alMs W BEACHHE [DIJIEKTPOHHBINM pecypc]: ydeOHO-
npaktudyeckoe nocodue / B.M. AnnpeeBa. — DnekTpoH.TeKCTOBbIe JanHble. — Mocksa: KHoPyc,
2018. — 294 c. — ISBN 978-5-406-06466-5. - Pexum
nocryna:https://www.book.ru/book/929948 - 36C BOOK .ru, 1o maposro

2. 3ammra ¥ 00paboTka KOH(GUIEHIMAIBHBIX JOKYMEHTOB[DJICKTPOHHBIA pecypc]:
yueOHOo-MeTonudeckoe mocodue / C.K. Bapmaras, M.B. IllaxanoBa. — DIIEKTPOH.TEKCTOBBIC
nanable. — Mocksa: Ilpocmekr, 2015. — 179c. — ISBN 978-5-392-19176-5. - Pexum
nocryna:https://www.book.ru/book/918576- D5C BOOK .ru, o mapoJito

3. KommerotepHas uHpopManus noxa 3amuroil. [IpaBoBoe M KpUMUHAIUCTHYECKOE
oOecrieyeHne 6e30MacHOCTH KOMITBIOTEPHOH MHPOpMauu| DIEeKTPOHHBIN pecypc]: MOHOTrpadus
/ A.. CoToB. — DNeKTpOH.TeKCTOBbIe naHHble. — Mocksa: Pycaitnc, 2017. — 127 c. — ISBN
978-5-4365-1091-0. - Pexxum mocryma:https://www.book.ru/book/920258- D5C BOOK.ru, mo
MapoIro

HHTepHET-pecypehl:

1. http://window.edu.ru/ - Eannoe oKHO A0CTyIa K 00pa3oBaTeIbHBIM pecypcam

2. http://school-collection.edu.ru/ - Emunas xosutekiiusi nupoBbIX 00pa3oBaTelbHBIX
pecypcoB, BKIIIOYAOIIas HU(PPOBbIE 00pa3oBaTENbHBIC PECYPChl, METOJMUYCCKHE MaTepUallbl,
TEeMATHYECKHE KOJUICKIIUH, WHCTPYMEHTHI (IPOrpaMMHBIC CpPEICTBa), MpEIHA3HAYCHHBIC IS
HOJJIEPKKH y4eOHOH eI TeTbHOCTH U OpPraHu3alluK y4eOHOro mporecca

3. http://publication.pravo.gov.ru/ - OduuuanbHelii HHTEPHET-TIOPTAT  MPABOBOM
uHpopManuu (rocy1apcTBEHHAs CUCTeMa NPaBOBOI MH(OpMAIIIH)

4. https://rg.ru/gazeta/svezh.html - Poccuiickas rasera
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