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Al TI0 H3YYCHUIO JUCHHUIUIMHLBI II0 CIICHUAJIbHOCTH CPCOHCTO

npodeccronanbroro odpazosanus 40.02.01 IlpaBo u opranu3anus COLMATBLHOIO OOECIEYEHHS
paccmoTpersl u omoOpeHs!l Ha 3acemanuu II(L)K «IIpodeccnonanbupiil yueOHBIA HUKT» 110
cnenuanpHocTsIM  40.02.01 TlpaBo u opramm3amust conmanpHoro obecreuenus, 40.02.02
[IpaBooxpaHuTENbHAS AeATeNbHOCTS «07» hepais 2018 1., mpotokon Ne 6

Hpencenarens TIHK «IIpodeccronanpbupii yueOupii nuka» 1o crenuansroctsv 40.02.01
[Ipao ® opragmsanmus, —cornuaneHoro obecmedenus, 40.02.02  IIpaBooxpaHuTeNbHAsA
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1. MIOACHUTEJIBHAS 3AIIMCKA

K METOAUWYECKHUM PEKOMEHIALNUAM 110 BBIIIOJTHEHHUTIO
INPAKTUYECKHUX PABOT

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

Mertonuueckue yKa3aHWsi HalpaBJI€HbI, MPEXIE BCEro, Ha OKa3aHUE METOAMYECKOU
MTOMOIITY CTYACHTaM IPU MPOBEACHUU MPAKTUUECKUX 3aHITHH.

[Ipy BBIMOJHEHWH NPAKTUYECKUX PAOOT BBIPAOATHIBAIOTCS YMEHHUS aHAJIM3UPOBATh,
CpaBHUBaTh, 0000IIaTh, JeNaTh BBIBOJABI.  BBINOJHEHHME  3aaHUs  JOJDKHO  OBITh
apryMEHTHPOBAHHBIM, OTBETHI Ha 3aJIaHUs TTPEACTABIICHBI MTOJTHO.

Meroandeckue yka3zaHWsl 1O BBITIOJIHEHUIO TPAKTUYECKUX 3aJaHUM, pa3paboTaHbl B
MOMOIIb CTYIEHTaM [JJS CaMOCTOSATEIHHOTO BBHIMOJHEHHS WMH TMPAKTHUYECKUX pador,
IIPElyCMOTPEHHBIX pabodel porpaMMoii.

[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
IIPAKTHYECKOU NEATEIbHOCTH.

B nporecce npoBeneHuss NpakTUYECKUX 3aHIATHI CTYAEHTAM INPEIaraeTcs BbIITOJIHEHUE
3alaHuil TI0 COCTABJICHHIO W O(GOPMIICHHIO JTOKYMEHTOB B COOTBETCTBUU C JEHCTBYIOIIUM
I'OCTowm, pelieHne TECTOBBIX 3a1aHUM.

OTBeT Ha MPAKTUYECKOM 3aHATUM HE TPENIoiaraeT MPOCTOrO YTEHHUS TOTOBOTO

MaTepuana, CTYIEHT JOJDKeH OTBedYaTh CBOOOJHO, mpuberas K IIOMOIIM 3apaHee
MOATOTOBJIEHHOTO MaTepuaya. CTyleHTaM, UMEIOIUM TpoOIeMbl ¢ AUKIHUEH W/WIM Togade
MaTtepuaa, UMEET CMBICI IPOrOBOPUThH CBOE BHICTYIIJICHUE 3apaHee.
[{enpr0 MPaKTUYECKUX 3aHATUHN SBISICTCS 3aKpEIJICHUE TEOPETUUECKUX 3HAHUM U TTpUoOpeTeHne
MPAKTUYECKUX YMEHHH W HaBBIKOB, (opmupoBaHue Mpo(hecCHOHANBHBIX H  OOMIMX
komrereHnmi. Kaxmoe W3 MNpakTHYECKUX 3aHATHA MOXKET TIPEICTaBIATH HEOONbIIOEe
3aKOHYEHHOE MCCIIEJOBAaHUE OJTHOTO U3 TEOPETUUYECKUX BOMPOCOB U3YUaeMOU NUCIUILIUHBI.

2. METOAUYECKHUE PEKOMEHIAIIUU 110 BBIIIOJIHEHUIO NIPAKTUYECKHX
PABOT

He.]'ll/l U 3aJJa4YM1 JUCUHUIIMHBI — Tpeﬁonaﬂnﬂ K pe3yJqbTartaM 0CBOCHUA TUCHUIIJINHBI:

B pe3ynbraTe 0CBOSHUS TUCHUIUIMHBI O0yYaIOIIUICs T0IKEH YMeTh!
V1 odopMmisaTs OpraHM3allMOHHO-PACIOPAIUTEIbHBIE TOKYMEHTBI B COOTBETCTBHU C
neiicreyromuM I'OCTowm;
V2 ocymecTBiATh 00paOOTKY BXOJSIIMX, BHYTPEHHHX M MCXOJSIIUX JIOKYMEHTOB,
KOHTPOJIb 3@ UX UCIIOJHEHUEM;
V3 opopMIsATh JOKYMEHTSHI JUIS [Iepeaudl B apXUB OpraHU3aIiH;

B pe3ynbrate 0CBOCHUS TUCHUTUIMHBI O0yUYAIOUIUIICS TOJDKEH 3HATH!

31 noHsTHE JOKYMEHTA, €0 CBOICTBA, CIIOCOOBI JOKYMEHTHUPOBAHUS;

32 npaBuia cocTaBieHUs M O(OPMIIEHUS  OPraHU3allMOHHO-PACIOPSIAUTEIBHBIX
noKyMeHTOB (nasnee - OPJI);

33 cucteMy U THUIOBYIO TEXHOJOTHIO JOKYMEHTAI[MOHHOTO OOecredeHHs YIpaBlICHUs
(manee - JIOV);

34 0COOCHHOCTH ACIONMPOU3BOACTBA IO OOpalIEHUsSM TPaXkJaaH ¥ KOH(PUACHIIMAIHHOTO
JeJI0TIPOU3BOICTBA;



TpeOoBanus K pe3yJibTaTaM OCBOEHMSI JUCUMILIUHbI:
[Ipomecc w3ydeHHWs] AUCHUIUIMHBI HAmpaBlieH Ha (QopMHpOBaHUE CIICAYIOIIUX
KOMIIETECHIINH:
OK1-5/8,91IK1.1-14,1.6

OK 1. [loHuMaTh CymIHOCTP M COLMANBbHYIO 3HAYMMOCTh CBOEW Oynymiedl mpodeccun,
IIPOSIBJIATH K HEH YCTOMYMBBINA UHTEPEC.

OK 2. OpraHI/ISOBBIBaTI) CO6CTBCHHy1-O ACATCIIbHOCTD, BBI6I/IpaTB THIIOBBIC MCETOJAbBI H
CIIOCOOBI BHIIIOTHCHUS HpO(beCCI/IOHaHBHBIX 3aJa4, OICHUBATh UX Bq)(beKTI/IBHOCTL 1 Ka4CCTBO.

OK 3. HpI/IHI/IMaTB peuiCcHus B CTAHAAPTHBIX U HCCTAHAAPTHBIX CUTYAllUAX U HCCTHU 3a HUX
OTBCTCTBCHHOCTB.

OK 4. OcymecTBiusiTh MONCK M HCIOJNb30BaHUE WHPOpPMANWU, HEOOXOAMMOW ISt
3 PEKTUBHOTO BBIMTOJHEHHUS MPOPECCHOHATBHBIX 337ad, MPOPECCHOHATBHOTO M JTHYHOCTHOTO
pa3BHUTHSL.

OK 5. MHcnonp3oBarb  MH(POPMAIMOHHO-KOMMYHUKAIIHOHHBIE  TEXHOJOTUH B
npodeCcCHOHATBLHOMN 1eATETbHOCTH.

OK 8. CamocToATenbHO ONpEAeNsaTh 3anaud NPOPECCHOHATBHOTO M JUYHOCTHOTO
pa3BUTHS, 3aHUMAThCS ~ CaMOOOpa3OBaHMWEM, OCO3HAHHO  IUIAaHUPOBATH  IOBBIIICHUE
KBTI (DUKALIHH.

OK 9. OpueHTHPOBAaTHCS B YCIOBHAX IMIOCTOSHHOTO H3MEHEHUS IIPAaBOBOI 0a3bl.

IIK 1.1. OcymectBiaTh mpodecCHOHATIBHOE TOJIKOBAHUE HOPMATUBHBIX MPABOBHIX aKTOB
JUTSL peaiu3alliy MpaB rpakaaH B cepe MEeHCHOHHOTO 00ECTICUCHUSI M COIMATbHOM 3alUTHI.

IIK 1.2. OcymiecTBisTh HpueM TpakJaH MO BOMpPOCaM MEHCHOHHOTO oOecredyeHus u
COLIMAJILHOMN 3aIlUTEI.

I[IK 1.3. PaccMarpuBaTh MakeT [AOKYMEHTOB /i Ha3HA4YCHUS TICHCHH, MOCOOHIA,
KOMIIEHCALIUM, APYIUX BBILIAT, @ TAKXKE MEP COLMAIBbHOU MOIAEPKKH OTIEIbHBIM KaTerOpUsaM
rpaxkaaH, Hy>KJIQrOIIMMCS B COUUAJIBHOM 3alUTe.

I1K 1.4. OcyuiecTBasaTh ycTaHOBICHHE (Ha3HauUeHHE, MepepacyueT, MepeBo), HHIEKCAIHIO
U KOPPEKTHPOBKY MEHCH, Ha3HaUeHHe NOCOOUH, KOMITEHCAlUN U JPYTUX COLMAIbHBIX BBIILIAT,
UCTOJIb3Ysl MH(POPMALMOHHO-KOMIIBIOTEPHBIE TEXHOIOTHH.

IIK 1.6. KoHcynbTupoBaTh rpakjaH ¥ IpeICTaBUTENEH IOPUIUUECKUX JIMIL 10 BOIIPOCaM
IICHCHOHHOT'O 00€CIeUYEHHs U COLMAIBHON 3alUTBHI.



KPUTEPUU OLHEHKH

Onenka

Kpurepun

OTJIMYHO

BricTaBnsercs oOydarolmemMycs, €cClId OTBET IOKa3bIBaeT TIIIyOOKoe H
CUCTEMATUYECKOE 3HAHHWE BCEr0 IPOrpaMMHOr0 MaTepuana U CTPYKTYpbI
KOHKPETHOI'O BOIIPOCa, a TaKXe OCHOBHOTO COJEp)KaHUS W HOBAIUil
JICKIIMOHHOT'O Kypca [0 CPaBHEHMIO ¢ YueOHOM muTeparypoit. O0ydaronuics
IEMOHCTPUPYET OTYETIMBOE U CBOOOJHOE BIAJCHHE KOHLENTYyalbHO-
MOHSITHMHBIM  anmapaToM, HAyYHBIM  SI3BIKOM M TEPMHUHOJIOTHEH
COOTBETCTBYIOIICH Hay4HOW oOjacTH. 3HAHWE OCHOBHOW JIMTEpaTyphl W
3HAKOMCTBO C JOIOJHUTENBHO PEKOMEHIOBAHHOM IUTeparypou. Jlornuecku
KOPPEKTHOE U yOeIUTebHOE U3JI0KEHUE OTBETA.

XOPpOLIO

BricTaBnsercs 00ydaromieMmycsi, €clid €ro OTBET JIEMOHCTPUPYET 3HaHUE
V3JIOBBIX IMPOOJEM TpOrpaMMbl M OCHOBHOTO COJIEP)KaHUS JICKIIMOHHOTO
Kypca; yMEHHE IO0JIb30BaThCsl KOHLENTYaJbHO IMOHATUMHBIM almapaToM B
[pollecce aHaJn3a OCHOBHBIX MPOOJIEeM B paMKaxX JaHHOW TEMbl; 3HAHUE
BaXHEHIINX pabOT W3 COHCcKa PEeKOMEHIOBaHHOW IUTEpaTypbl. B memom
JIOTUYECKH KOPPEKTHOE, HO HE BCErja TOYHOE U apryMEHTHPOBAHHOE
W3JI0KEHUE OTBETA.

YIOBJIETBOPUTEIILHO

BeicraBisiercss  o0Oydamoliemycsi, €cCld  ero OTBET  JEeMOHCTPUPYET
(bparMeHTapHbIe, TOBEPXHOCTHBIE 3HAHUS BaXKHEHIINX Pa3zesioB IPOrPaMMBbI
U COACpXKaHUA JIEKIMOHHOIO Kypca; 3aTpyJHEHHUS C UCIHOJIb30BaHUEM
HAayYHO-TIOHATUIHOIO amnmapata ¥ TEPMHUHOJIOIMHM Y4YeOHON TUCIUIUIMHBI,
HEIIOJIHOE 3HAKOMCTBO C PEKOMEHIOBAHHOW JUTEPATYpOH; 4YacCTUYHbBIC
3aTPYHEHHUS C BBIIOJHEHHEM IIPEIYCMOTPEHHBIX IPOrpaMMON 3aJaHUM;
CTPEMIICHUE JIOTUYECKU OIIPEICIICHHO U ITOCIIEI0BATEIbHO U3JI0KUTH OTBET.

HEYAOBJICTBOPUTCIILHO

BeicTaBisiercss 00ydaromemMycsi, €CliM €ro OTBET JAEMOHCTPUPYET HE3HaHUeE,
MO0 OTPBHIBOYHOE MPEJCTABIECHHWE O JaHHOW IpobiieMe B paMKax ydeOHO-
IPOrPaMMHOI0 MaTepuaa; HEyMEHHE UCIOIb30BaTh MOHATUHHBIN anmapar;
OTCYTCTBHUE JIOTHUECKOW CBS3H B OTBETE.




COAEPXAHUE ITPAKTUYECKUX PABOT

IIpakTHyeckas padora

Tema 2. CucremMa OpraHu3alMOHHO-PACTIOPSAAUTEIbHOM JOKYMEHTAIINH
IIpakTuyeckoe 3aHAATHE. CocraBnenue u oopMIIeHHE OpraHU3aluOHHO-
pacnopsAUTENbHON JOKYMEHTAluU

3amanue 1. M3paiite mpuka3 OT MMEHU PYKOBOJIUTENS JTIOOOH commanbHOW ciykO0bl H. or
01.11.20xx o0 mnpoBEJEHMM HHBEHTapU3aLUU MaTepUAIbHO-IIPOM3BOICTBEHHBIX 3alacoB Ha
CKJIa/Ie M Ha3HAYEHUH Ul 3TOI0 KOMHMCCHIO ITOJ mpezcenarensctBoM pykooaurens AXY C. B
COCTaB KOMHUCCHM BKJIOYEHBbl TJaBHbI Oyxranrep P.B. Jlenexkuna wu Oyxranrtep
JK.B.Koneiikuna. B npuka3e nopy4eHO IIPEACTaBUTh HA YTBEP)KICHHUE JTOKYMEHTBI CKIaJCKOIO
yyeTa U OTYEeThl 00 OCTAaTKax MaTepUabHO-NPOU3BOACTBEHHBIX 3alacoB IO COCTOSHUIO Ha
01.11.20xx. MluBenTapu3amus 1omxHa ObITH poBeaeHa 10 01.12.20xx.

3ananue 2. U3paiite pacnopspkenue ot 06.04.20xx o mpoBeneHuu cyOOOTHHKA M Ha3HAUYEHUU
OTBETCTBEHHOTO 3a Meponpustue H.

3amanue 3. CocTaBieHUE paCHOPSAUTENHHON TOKYMEHTAIlMU: COCTaBieHHE U OdopmIiieHuE
npuKasza o mpueme Ha padbory (Jirobast mTaTHas JOJKHOCTh COTPYAHHMKA COLUATBLHON CIYXOBI,
AQHKETHBIC TAaHHBIC - IMYHbIC) U JIMYHBIN JIMCTOK MO y4eTy Kaapos (popma T-2).

CamocrositesibHass padora o0yuarmuxcsi. CocrapiieHue u odopmiieHue
HOMEHKJIATYPHI JIeJT OpraHu3aIliH.

3aganue 1.

N3yuuts «OcHoBHble [lpaBuna apxuBoB opranmzanuii» 11.3.7 (0100peHHBIE peleHueEM
Komnerun Pocapxusa ot 06.02.2002 r.) [Ipunoxenue 7, 8.

3aI[aHI/IC 2.CocraBncHue HOMCHKJIATYPbI OCJT IJIA 000 COLIMAJIbHOM CJ'Iy)K6LI B COOTBCTCTBHUU
C BBIIIIC YKa3aHHbIM JOKYMCHTOM.

Koutpoaunpyemsbie komnerenuuu: OK 2.V 1-3 3 1-4
Tema 3. JloroBopHoO-npaBoBasi JOKYMeHTAIUsA

IIpakTuyeckoe 3anaTue. CocraBieHue U opopMIIEHHE JOTOBOPOB.

3amanne 1. Jlns BBIMOMHEHUs 3a7aHHS BOCIIOJIB3YWTECh CIPABOYHO-TIPABOBON CHCTEMOM
«Koncynprant [1mocy.

TekcT 3ananus
«bank u xmmenrt. [IpaBa M O0O0S3aHHOCTH CTOPOH IO JIOTOBOPY O pPaccu€THO-KAaCCOBOM
00CITy’)KUBAaHUH
3anoJHUTE NPONYCKU B TEKCTE TecTa 1.

1. bBank o0s3aH:
(1) ¢ xiueHTOM (2), COOTBETCTBYIOIIUX TPEOOBAHUSM,
MPEIyCMOTPEHHBIM 3aKOHOM M YCTAHOBJICHHBIMH B COOTBETCTBHU C HHUM OaHKOBCKUMU

(3):




1.1) coBepumiath IS KIMEHTA OIEPAlMHU, NPEIYCMOTPEHHBIE Uil CYETOB JAHHOTO
BU/JIA;

1.2)  3aumMCIATH MOCTYNHMBIIME HA CYET KIMEHTA CPEJCTBA HE MO3KE JHS, CIICAYIOLIETro
3a THEM TOCTYIUICHUS B OaHK COOTBETCTBYIOIIETO (4), ecru 6oe€ KOPOTKHIA CPOK
HE MPelyCMOTPEH JJOrOBOPOM OaHKOBCKOI'O CUETa;

1.3) mno pacmopsHKEHHIO KJIMEHTa BbIJABaTh WM IEPEYUCISATh CO CYETa CPEICTBA
KJIMEHTa HE MO3KE JAHA, CIEAYIOIIEro 3a JHEM IIOCTYIUIEHHs B OaHK COOTBETCTBYIOILEIO
IUIATEKHOTO JIOKYMEHTa, €CIM HMHBIE CPOKM HE IMPEeIyCMOTPEHBI 3aKOHOM, HW3JIaHHBIMH B
COOTBETCTBUM C HUM O0aHKOBCKMMH IIPAaBUJIAMU, UM JOTOBOPOM OaHKOBCKOI'O CUETa;

1.4)  He pa3riamarh CBEACHUS, COCTABIISIIOIIIEC (5);

1.5) wuHGOPMHPOBATH KJIMEHTA O MPOM3BEIACHHOM 3a4eTe BCTPEUHBIX (6)
B TOPSIIKE M B CPOKH, IPETYCMOTPEHHBIE JIOIOBOPOM, @ €CIIM COOTBETCTBYIOLIUE YCIOBHS
CTOPOHAaMM HE€ COIJIaCOBaHbl — B IOPAJKE M B CPOKH, KOTOpPbIE SBISIOTCS OOBIYHBIMU IS
0aHKOBCKOM MPAKTHKH MPEIOCTABICHHS KIMEHTaM HH(POPMALIUU O COCTOSTHUH CPEJICTB HA CUETE;

1.6) B choydasx HECBOGBPEMEHHOIO  3auiCICHHS HA  CYET  [OCTYIHBIIUX
(7), mubo wux HEOOOCHOBAHHOTO CHHCAaHUS OaHKOM CO cuUeTa, a TaKxke
HEBBINIOJHEHUS YKa3aHUH KIIMEHTa O IIEpEUnCIIEHUH CPEJICTB CO cueTa, JIn0Oo UX Bblaye CO cyeTa
YILUIaTUTh Ha 3Ty CYMMY B IIOPSJKE U pa3Mepe, npeaycMoTpeHHbIM cT. 395 ['K PO.

2. baHk Bripase:

2.1) TpeboBaTh pacTOp)KEHHS TOrOBOopa OAHKOBCKOTO CYETa CYAOM B CICIYIOLIHX
cllyyasix:

2.1.1) xorma cymMma CpeICTB Ha CYETE KJIMEHTAa OKaKETCS HUKE (®),
IPEIYCMOTPEHHOr0 OaHKOBCKMMM IMpaBWJIaMU WM JOTOBOPOM, €CJIM Takas cymMma He Oyner
BOCCTAHOBJIEHA B TEUYEHHE MecsAlla CO JHS NpenynpexaeHus OaHka o0 3TOM, HHOE He
HPEIYCMOTPEHO I0TOBOPOM;

2.1.2) 1mpu OTCYTCTBUU OIeparuil (9) B Teuenue rona;

2.2) cnMchIBaTh CPEACTBA CO CUETa KJIIMEHTAa Ha OCHOBAaHUM:

- pacnopsKEeHUM cya;

- peleHus Cy/a;

- Jpyrux TpeOOBaHUM, YCTAaHOBJIEHHBIX 3aKOHOM WM IPETyCMOTPEHHBIX JOTOBOPOM
MEXy OAHKOM U KIIUEHTOM.

3. Kument Bopage:

3.1) pacTopruyTh 10rOBOD B (10);

3.2) TpeboBaTh OT OaHKa BO3MEUICHUS YOBITKOB TpU pasMVIAlIEHUd OaHKOM
KOMMEPYECKOU TAHBI.

4.  baHK He BIpase:

4.1) orpaHuuMBaTh MpaBa KIMEHTA (11) cpencTBaMu, HaXOAAIIMMUCS Ha
cueTe, 3a MCKIIOYCHHEM HAJIO0XKEHHUs apecTa Ha CpeACTBA, HAXOMAALIMECs Ha cueTe, HIU
IIPUOCTAHOBJICHUSI ONlEpaLUi TI0 CUETY B CIIy4asiX, IPeAYCMOTPEHHBIX 3aKOHOM.

3apnanme 2. Odopmure ¢GopMy KpeauTHOTo joroBopa. Jljis BBITTONTHEHHUS 3aqaHUs
BOCIIOJIB3YHTECh CAiTOM KOMMEpPYECKOro OaHka 1o BalieMy BbIOOpY.

OdopmuTe KpeaUTHBIN TOTOBOP MO CIASAYIOMNUM JIaHHBIM.

Opranuzanus (J1ro0as corpanpHast ciy»x0a) 3aKkiaodaeT KpeauTHbli 1orosop ¢ Kb «MupHbIii» T.
Mocksa. lupextop commanbHON ciyx0b1 - A. K. Jloponun, ynpasmstomuii 6anxkom H.H.
Antunos. Cymma kpeauta cocrasisger 250000 py6. Kpeaurop nepeuncisier cyMMy Kpeaurta B
TEUEHUW 7 JHEW mocie MoanucaHus JoroBopa. [IponeHThl 3a NOJb30BaHUE KpPEAUTOM
coctaBisitoT 15%. IlpoueHThl B3bICKMBAIOTCA exeMecsauHo He moszanee 10 uucna. CpenctBa
KpeauTa - Ha npuodpereHue obopynoBaHus. B 3amor 3aeminuk npeacraBiseT UMyllecTBo. B
Clly4ae HECBOEBPEMEHHO BO3BpaT CyMMbl KpeauTa 3aeMIIMK YIIJauuBaET MPOLEHTHI B pa3Mepe
2% OT HEBBIIUIAYEHHONW CyMMBbI KpeauTa. 3a HECBOEBPEMEHHYIO BbLauy kpenuta Kpemurtop
yILUTaYMBAET 3a€MUIUKY IIEHIO B pazmepe 2% 3a KakIplil 1eHb npocpouku. fOpunnueckuit agpec
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Kb «Mupmnsrit»: 1. MockBa, yn.KpxmkanoBckoro 26, p/c 15896548000000001569 MHH
169458712 x/c 15897445000000000012 T1en.749-85-96 IOpuanyeckuii anpec COMUATBHON
cayxObsl  T. Mocksa, yn. Illa6onoska 30, p/c 1574548000000001569 MHH 169612712 x/c
48997445000000000012 Ten.219-000

Kontposupyemsbie komnerenuuu: 1K 1.6, [IK 1.4,0K 2.V 1-33 1-4

Tema S. [IpeTeH3HOHHO-NCKOBAsI JOKYMEHTALUSI
IIpakTuyeckoe 3ansaTue. CocraBieHue 1 opopmMIIeHHE TPETEH3MOHHO-UCKOBOH TOKYMEHTALIUU.

3ananue 1 CoctaBuTh ¥ 0POPMHUTH MPETEH3MOHHOE TTUCHMO.
Cxema pacrnoJioKeHUs PEKBU3UTOB MPETEH3UOHHOT0 MUChMa

HaunmeHnoBanme opraHu3auy win HaumenoBanue opranuzanuu (I0gy4aTess)

CTPYKTYPHOTO MOJIpa3aeIeHuUs [1,0]

[2,0] JlomKHOCTD
[1.0]

00.00.0000 Ne (00 1.0, Pariuius
[2,0] [1.0]
Ha Ne oT [TouToBBIN agpec nmomyyaresns
[2,0]

3aronoBOK K TEKCTY (0 uem?)

TekcT nucbMa (depe3 MOIyTOPHBIA UHTEPBAN).

[Tpunoxenue: 1. Ha3BaHue NpMiIOKEHHOTO JOKYMEHTAa HA ... JI. B ... 9K3. (Uepe3 OJMHAPHbBIN
UHTEpBa).

2. Ha3BaHue NpuaoKeHHOTO JOKYMEHTA Ha ... JI. B ... 9K3. (Uepe3 OJuHAPHBIM UHTEPBA).

HanmeHnoBanne J0IKHOCTH JMIia,
noANUCaBIICTO JOKYMCHT noAanucChb N.0. ®amunus

®UO ncnoaHuTeNIA,
C YKa3aHHeM HoMepa TenedoHa

Kontposmmpyembie komnerenunu: OK 3, OK2V 1-33 1-4

Tema 6. Opranusanusi pa6éoTbl ¢ JOKYMEHTAMH

I[IpakTuyeckoe 3ansaTue. OdopmieHHe TOKYMEHTOB C WCIIOJIB30BAHUEM PEKBU3UTOB
(cripaBka).

KoHnTpoJibHbBIE BONPOCHI:

1.KaxoBO OCHOBHOE Ha3HaUYEHUE PACIOPAIUTEIBHBIX JOKYMEHTOB?

2.Kakue BUbI paciopAIUTENIbHBIX TOKYMEHTOB U3/1aI0T PYKOBOJIUTENN OpraHu3aui’?
3.KTO roTOBUT IIPOEKTHI paCOPSAIUTENBHBIX JOKYMEHTOB?

4. Kakue peKBU3UTHI 00ECTICUNBAIOT OPUINUYECKYIO CHITY IOKYMEHTOB?
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5. Jlns 4ero Hy>KHa IMpoLEeAypa COracoBaHusl (BUSHPOBAHUS) IPOEKTOB PACTIOPSIAUTEIbHBIX
JIOKYMEHTOB?

6. Ilepeunciute peKBU3UTHI NIPUKA3a IO OCHOBHOM JI€SITEILHOCTH?

7. Ilepeuncinre BUAbI IPUKA30B?

8. Kakune pexkBU3UTHI BXOAAT B OJIaHK TUChMa?

9. Kakue TpeOoBaHUS IPEIBSIBISIFOTCS K PEKBU3UTY «3ar0JI0BOK»?

3anmanue 1. Odopmute cipaBky Ha nucte Oymaru opmara A 4.

Haumenosanue opeanusayuu asmopa 0OKymeHma — KOMHUTET COLMAIbHOW 3aIUThl HACEICHUS
Mypmancka. MypMaHCKU# KOJUIEIK IKOHOMHKH, TIpaBa U HH(POPMAIIMOHHBIX TEXHOJIOTHH.

Bun noxymenta CIIPABKA. 04.09.201x Ne 21. 170 otmenenwe noauuuu r. MypmaHCK
[Macnoprtusiii cton. Crynent IlpokonbseB Bmagumup IlerpoBuu oOyuaercs Ha TpeTbeM Kypce
JTHEBHOTO OTHeleHusT MypMaHCKOTO — KOJJIe[Ka SKOHOMHKH, IpaBa W HH(POPMAIMOHHBIX
TEXHOJIOTHI 10 CIHEUHATbHOCTH «JKOHOMHKA OyXraaTepCKui Y4eT W KOHTpoJb». Cpok
oOyuenus 10 30 utonsa 20xx roga

Tucvmo noonucvieaem - JIupextop xomienxa JI.A. PymbianHa

3anmanue 2. CocTaBbTe CIIPABKY, MOATBEPKAAONIYIO (akT oOyueHus Bac B komiemxke.

3ananue 3. CocraBieHue auarpaMMbl xoia aedcTBuUi «llopsaok NBHXKEHUS JOKYMEHTOB B
opranu3auuy (Y4perxaeHUH, TPEIIPUITHAN )».

KonTposmpyembie komnerennuu: [1K 1.2, [TIK 1.6, 0K 2. YV 1-33 1-4

Tema 7. ABTOMaTH3aIUsl NMPOLECCOB JOKYMEHTAIIMOHHOIO 00ecnedeHusl ypaBJIeHUs
IIpakTnyeckoe 3anssTue. OpopmiieHne ynpaBieHYecKUX J10KyMeHTOB Ha [1K.

3aI[aHI/IC I.Hepe‘{I/ICJII/ITC 00s13aTeNbHbIC PCKBU3UTHI CJICAYIOIMIUX (bOpMI

dopmMma peecTpa CBeJICHH, HEOOXOIUMBIX JUIsl HA3HAYCHUS U BBITUIATHI TOCOOUI 110 BPEMEHHOM
HETPYAOCIIOCOOHOCTH, 10 OEPEMEHHOCTH U POJIaM, €IMHOBPEMEHHOTO MTOCOOHS KEHIITMHAM,
BCTaBIIMM Ha y4eT B MEAMIIMHCKHUX YUPEKICHHUSIX B PAHHHE CPOKH OEPEMEHHOCTH;

dopma peecTpa CBEACHUM, HEOOXOJUMBIX /Il HA3HAUYEHUS U BBIIIAThl €AMHOBPEMEHHOIO
OCOOMS IPU POKJIEHUU pEOCHKA;

dopma peecTpa CBEACHUI, HEOOXOUMBIX /711 HA3HAUEHUS U BBIILIATHI €)KEMECSUYHOTO MOCo0Ous
10 YXO[y 32 peOCHKOM.

(cm.Cornacno IIpukaza @onga connanbHOro crpaxoBanus Poccuiickoit denepanuu oT
24.11.2017 1. Ne 579).

3amanwne 2. COCTaBUTh PEECTPHI MO CICTYIONTUM BHUJIaM ITOCOOMIA:

— 1moco0ue 1Mo BPeMEHHOM HETPYJ0CIIOCOOHOCTH,
— 1ocobue 1o 0epeMEeHHOCTH U poJiaMm,

— mocoOue BCTaBUIMM Ha y4ET B PAHHUE CPOKH,
— T1ocobue npu pokaeHnr peOeHKa,

— mocobue o yxoxay ao 1,5 ner.

3amanue 3. CocraBieHue U OGOpMIIGHHE aKTa O Mepefade IOKYMEHTOB Ha apXUBHOE
XpaHEeHHE.

Pexeusumur hopmynapa axma:
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— HaWMEHOBAaHHE OpPraHW3aluy (HAMMEHOBAHHE CTPYKTYPHOTO MOApPA3ACIICHHs (€CITU €CTh));
— HAMMEHOBAaHHE BUJA IOKYMCHTA;

— jara;

— PEruCTPallMOHHBIN HOMED;

— MECTO U3JIaHus;

— Tpud yTBEpKICHUS JOKYMEHTA;

— 3aroJIOBOK K TEKCTY;

—  TEKCT;

— OTMETKa O HaJIMYMH MPUIIOKEHHUS;

— MOANMUCH (4ICHOB KOMHUCCHUN);

Kontposupyemsbie komnerenuuu: OK 4, OK 5.V 1-33 1-4
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3. MOSICHUTEJIBHAS 3AITUCKA

K METOAUYECKUM PEKOMEHJAIIMAM 11O BbIITIOJIHEHUIO
CAMOCTOATEJBHBIX PABOT (JIOMAIIIHUX 3AJTAHUN)

CamocrostensHas paboTa — IUIaHHpyemas YydeOHas, Yy4eOHO-HCCIeI0BaTeIbCKasl,
HAy4YHO-UCCIIeIOBaTeNbCcKasi padoTa CTYIEHTOB, BBIMOJIHAEMAas BO BHEAYJUTOPHOE BpeMs IO
3aJJaHUI0 ¥ TIPU METOJMYECKOM PYKOBOJCTBE IperojaBaTelisi, Ho 0e3 ero HermocpeiICTBEHHOTO
yuactusi (P YaCTUYHOM HEMOCPEICTBEHHOM Yy4YacTHHM MpernojaBaresisi, OCTaBISIOIIEM
BEYILYIO pOJIb 32 pabOTOM CTY/IEHTOB).

CamocrositenbHas pabota cryneHToB (naigee — CPC) sBhsieTcss BaKHBIM BUIOM Y4eOHOU
U HayuyHOW pedarenbHocTH cryneHTa. CPC urpaer 3HAUUTENBbHYIO pOJb B PEHTHMHIOBOM
TexHoJoruu oOyueHus. OOyueHue BKIIIOUaeT B ceOs JBe, MPAKTHUECKU OJUHAKOBBIE 10 00beMY
¥ B3aUMOBIIMSHHIO YacTH — Mpolecca oO0ydeHus u mporecca camooOydeHus. [Toatomy CPC
JOJIKHA cTaTh 3 (EKTUBHOI U LIeJIeHANpaBICHHON paboToil cTyIeHTa.

K coBpemenHOMY crienuanucTy oOMIeCTBO MPEABSABISECT JOCTATOYHO MIMPOKUN MTEPEeYCHb
TpeOOBaHUIl, CcpeAM KOTOPHIX HEMAJIOBAXHOE 3HAUYEHUE HMMEET HaJIM4Yue Yy BBITYCKHUKOB
OTIPENIeICHHBIX CIIOCOOHOCTEH M YMEHHsS CaMOCTOSITENIbHO JOOBIBaTh 3HAHUS W3 Pa3ITHUHBIX
HMCTOYHUKOB, CHCTEMAaTHU3HPOBATh MOTYYCHHYIO HMH(OpPMAIIMIO, JaBaTh OICHKY KOHKPETHOM
curyannd. @opMupoBaHHEe TAaKOTO YMEHHUsS IMPOMCXOTUT B TEUYEHHE BCEro Ieproja oOydeHUs
Yyepe3 ydacTUe CTYAEHTOB B NPAKTUUYECKUX 3aHATHUSX, BBIOIHEHUE KOHTPOJBHBIX 3aJaHUN U
TECTOB, HAITMCAaHUE KYPCOBBIX M BBITYCKHBIX KBaTH(pHUKannoHHbIX padoT. [Ipu atom CPC urpaer
pEIIAIOIIYI0 POJIb B X0/I€ BCEr0 Y4eOHOTo mpoIiecca.

B mporiecce camocTOsSTEIBHON pabOTHI CTYACHT MPHUOOPETAST HABBIKKM CaMOOPTaHU3aINH,
CaMOKOHTPOJIS, CAaMOYTIPaBJICHHsI, caMOpedIECKCUU U CTAHOBUTCS aKTUBHBIM CaMOCTOSITEIbHBIM
CyOBEKTOM y4eOHOMU e TeTHHOCTH.

DOopMbI cCaMOCTOSITEIbHOM pabOTHI CTYIEHTOB Pa3HOOOpPa3Hbl. OHU BKIIIOYAIOT B CeO:

* U3YYCHHME M CHUCTEMaTH3alUI0 O(UIMATIBHBIX TOCYAapCTBEHHBIX JOKYMEHTOB -
3aKOHOB, IIOCTAHOBJIEHUH, YKa30B, HOPMATUBHO-UHCTPYKLIMOHHBIX U CIPABOYHBIX MATEPUAIIOB C
UCIOJIb30BaHUEM HMH(OPMALIMOHHO-TIOMCKOBBIX cucteM «KoHcynbTaHT-IIIOC», «["apaHT»,
rio0anbHo cetn «IHTepHETY;

* u3ydyeHHe Yy4eOHOM, HaydHOl M METOAMYECKOM JUTepaTypbl, 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 CTYyAEHYECKMX KOH(epeHLUH, KOMIUIEKCHBIX Hay4HBIX
UCCJIEIOBAHUSIX.

CamocrosTenbHas paboTa MpHOOLIAET CTYJEHTOB K HAyYHOMY TBOPYECTBY, MOMCKY U
PEIIEHUI0 aKTyaJIbHBIX COBPEMEHHBIX TPOOJIEM.

2. lemn u ocHoBHEIe 3agaun CPC

Benymas unens opranusamuu u ocyuiectBieHuss CPC gomkHa coBmagaTh € LEJIbHO
o0y4yeHHsT CTyleHTa — TMOATOTOBKOW CIEHHUaUCTa €O CPeAHUM MpOo(hecCHOHATBHBIM
obpazoBanuem. Ilpu opranmzanmmu CPC BaXHBIM W HEOOXOAMMBIM YCIOBUEM CTaHOBSITCS
(dopMHpOBaHHE YMEHHUS CaMOCTOSATEIbHOM pabOThl Uil NPHOOpETeHHs 3HAHUM, HABBIKOB U
BO3MOXXHOCTH OpPTraHU3aluy y4eOHON U Hay4HOH J1eATeIbHOCTH.

Lenbto caMOCTOATENBHOM pabOThI CTYJCHTOB SIBJISETCS OBJIaJcHHE (HyHIAMEHTAIbHBIMU
3HAHUSAMHU, TPOPECCUOHANTBHBIMU YMEHUSIMHU U HaBBIKAMH JESATEIILHOCTH MO MPO(UITIO, ONIBITOM
TBOPYECKOH, HCCIIeOBaTeNbCKOM  aesTenbHOCTH. CamocrosiTenbHass padoTa  CTY/AEHTOB
CIOCOOCTBYET pa3BUTHIO CaMOCTOSATEIBHOCTH, OTBETCTBEHHOCTH M OpPraHM30BaHHOCTH,
TBOPYECKOTO MOAX0/1a K PEIIEHHUIO Mpo0ieM y4eOHOro U Mpo(ecCHOHAIBHOTO YPOBHSL.

3amauamu CPC gaBnsrorcs:
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* cUCTeMaTH3allMsd M  3aKpelUIeHHE TIOJYYEHHBIX TEOpPETUYEeCKUX 3HAaHUH U
IPAKTUYECKUX YMEHUHN CTYJECHTOB;

* yruyOseHne U paclIMpeHue TEeOPETUYECKUX 3HAaHUM;

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

* pa3BUTHE IO3HABATENIFHBIX CIOCOOHOCTEH M AKTHUBHOCTH CTYACHTOB: TBOPUYECKOU
VMHUIIMATHBBI, CAMOCTOSITEIbHOCTH, OTBETCTBEHHOCTH M OPraHU30BaHHOCTH;

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

* pa3BUTHE UCCIIEOBATEIbCKUX YMEHUII;

*  HCIIOJIb30BAaHME MaTepuaa, COOPAaHHOIO U IOJyYEHHOI'O B XOJE CaMOCTOSATENbHBIX
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. Buubl camocTosTenbHON pabOThI

B o6pazoBarensHoM nporiecce BY3a BoigensieTcss ABa BUa CaMOCTOSATEIbLHON pabOThl —
ayJUTOpHAs, 110J1 PYKOBOJCTBOM IpENoAaBarels, U BHeayuTOpHasd. TecHas B3aUMOCBS3b 3TUX
BUIOB paboT mnpexycmarpuBaeT auddepeHmmanuo U IPPEKTHBHOCTh PE3YyIbTaTOB €€
BBIIOJIHEHUSI M 3aBUCUT OT OpraHu3alMy, COJEpXkKaHus, JOIMKM YdeOHOro mpolecca
(MeXIpeIMETHBIX CBSI3€H, NEPCIIEKTUBHBIX 3HAHUN U JIp.).

AynuTopHas caMocCTOsITelIbHAas paboTa MO JUCHMIUIMHE BBIIOJHIETCS Ha Y4eOHBIX
3aHATHSIX TI0J1 HEMOCPEICTBEHHBIM PYKOBOJICTBOM IIPEMOJaBATENs U 1O €ro 3a/1aHulo.

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

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

* (opMuUpOBaHME U YCBOEHHME COJEp)KaHHMs KOHCIEKTa JIeKuMid Ha  0Oase
PEKOMEH/JIOBaHHOM  JIEKTOpOM  y4eOHOM  JuTepaTyphl, BKJIOYas  MH(QOpPMAaIOHHBIE
o0Opa3oBaTeNbHbIE PECYPCHI (ANEKTPOHHBIE YIEeOHUKH, SJIEKTPOHHBIE OUOINOTEKU U JIp.);

* HamucaHue pedeparos;

* MOJrOTOBKA K CEMHHAapaM U JIaOOpaTOpHBIM paboTaM, UX 0POpMIICHHE;

* BBIIIOJHEHUE MUKPOUCCIIEJOBAHN;

* 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
ABIIIOTCS:

* TEKyIME KOHCYJIbTAlUH;

* KOJUIOKBUYM KakK (popMa KOHTPOJISI OCBOCHUS TEOPETHUECKOTO COJIEPKaHHsI TUCIIUILIMH:
(B yachl KOHCYJIBTAIUI, IPETYCMOTPEHHBIX YU€OHBIM IIJIAHOM);

* IpueM U pa300p TOMAITHUX 33/1aHUH (B 4aChl IPAKTUYECKHUX 3aHITHN);

* IPUEM | 3aluTa 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);

* IPOXOKACHUE U O(OpMIIEHHE PE3yJIbTaTOB MPAKTHK (PYKOBOJCTBO M OLIEHKA YPOBHS
chopMUPOBAaHHOCTH NMPOPECCUOHATHHBIX YMEHHUI 1 HABBIKOB);

* BBIIIOJTHEHUE BBIITYCKHOM KBaJTM(UKAITMOHHON paboThI (pyKOBOJICTBO,
KOHCYJIbTUPOBAHME U 3alLlUTa BBITYCKHBIX KBAIN(UKALMOHHBIX paboT) U 1p.

4. Opranuzarus CPC
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MeToauka opraHu3alMi CaMOCTOSITENIbHON paboOThl CTYJEHTOB 3aBHCHUT OT CTPYKTYPBHI,
XapakTepa U OCOOEHHOCTEW HM3y4aeMOH AMCUMIUIMHBI, 00bE€Ma YacoB Ha €€ H3Yy4eHHUe, BUAA
3aJaHUM JUIsl CAaMOCTOSITENIbHOM pabOThl CTYJACHTOB, MHIWBUIYaJbHBIX KauyeCTB CTYICHTOB M
YCIIOBUH y4eOHOH NesaTeTbHOCTH.

[Ipouiecc opraHu3anMu CaMOCTOSITENIBHOM paboThl CTYIEHTOB BKJIIOYAaeT B cebs
CJIEIYIOINE ATAIbI:

* IOATOTOBUTENbHBIN (OMpeiesieHue LeJeil, COCTaBJIeHHEe MIPOrpaMMbl, MOJTOTOBKa
METOAMYECKOT0 00EeCTIeYeHHUs, TTOATOTOBKA 000PYAOBAHMUS);

* OCHOBHOH (peanu3aius NporpamMmbl, UCIOJIb30BaHNE MPUEMOB MOKMCKA UHYOPMAIIHH,
YCBOGHHSI, NepepadOTKH, TNPUMEHEHUs, NepeAayd 3HaHuH, (UKCHpPOBAHHE pPE3YIbTATOB,
camMoopraHu3zalus mnpouecca padoThl);

*  3aKJIIOYMTEIbHBIA (OLIEHKA 3HAYMMOCTU U aHAJIU3 PEe3yJIbTaTOB, UX CHUCTEMAaTU3aLUs,
orneHka 3(G(EeKTUBHOCTH MNporpaMMbl M TPUEMOB pabOThl, BBIBOJALI O HAMpPaBICHHIX
ONTUMU3ALMU TPYHQ).

Opranuzanuto CaMOCTOSITENTbHOM paboThl CTYJCHTOB o0ecrne4nBaroT:
npeaMeTHas(IIUKIOBast) KOMUCCHS, yUeOHO-METOIMIECKUN OTAE, IIPEroiaBaTelb, ONOIHOTeKA.

5. Obwue pexomenoayuu no opeanu3ayuy CamoCcmosmenbHol pabomol

OcHoBHOM (HOpPMOI CaMOCTOSTEIIEHON PadOTHI CTYACHTA SBJIACTCS M3YUCHHE KOHCIICKTA
JIEKIUH, UX TOTIOJHEHHE, PEKOMEHIOBAHHOM JTUTEPaTyphl, aKTUBHOE Y4acTHE HAa MPAKTHYECKHUX
U CEeMHUHApCKHX 3aHATHsIX. Ho i ycrienmHoi y4eOHOW NesTeIbHOCTH, €€ MHTEHCHU(HKAINH,
HEOOXOIMMO YUUTHIBATH CIAEAYIONINE CYObeKTUBHBIC (JaKTOPHI:

1. 3HaHMe MIKOJIBHOTO MPOTrPaAaMMHOIO MarepHalia, HAINYUE MPOYHOM CHUCTEMBI 3USHHM,
HEOOXOUMOM Il YCBOGHHUS OCHOBHBIX BY30BCKUX KypcoB. Heo0Xoaumo oTnuyarh mpoOessl B
3HAHMSX, 3aTPYAHSIOIIME YCBOEHHME HOBOTO MaTepuana, OT MalbIX CHOCOOHOCTEH. 3aTpaTuB
CWJIBI Ha TIPEOIOJTICHUE ITUX MPOOENIOB, CTYACHT 00ecrednuT ce0e HOPMAIbHYIO YCIIEBAEMOCTh U
MIOBEPUT B CBOM CITOCOOHOCTH.

2. Hanuuue ymeHuii, HAaBbIKOB YMCTBEHHOTO TpyAa:

a) yMEHHE KOHCIIEKTUPOBATh Ha JIEKIIUHU U MIPH paboTe C KHUTOM;

0) BiaJeHUE JOIMYECKHMMM OIEpalsMHU: CpPaBHEHHME, aHAJIU3, CUHTE3, 0000ILeHHe,
orpezesieHue MOHATUH, IpaBUiIa CUCTEMAaTU3AIMH U KJIaCCU(UKALINU.

3. Cneuuduka mo3HABATENBHBIX TNCHUXWYECKUX MPOIIECCOB: BHUMAaHUE, MaMsTh, PEUb,
HaOJII01aTeIbHOCTh, UHTEIUIEKT U MblluieHHe. Craboe pa3BUTHE KaXKJIOTO M3 HUX CTAaHOBHUTCSA
CEpbE3HBIM NPEMATCTBUEM B yueoe.

4. Xopomrasg paboTOCOCOOHOCTh, KOTOpasi 00ecreynBaeTcss HOPMaldbHbIM (DPU3UYECKUM
cocTtosiHHEM. Benlb cepbe3Hoe yueHue - 3T0 0O0JIbIIONH MHOTOCTOPOHHUM M Pa3HOOOpa3HBIN TPYI.
Pe3ynbrar 00y4eHus olleHUBaeTCA HE KOJIMYECTBOM cO00IIaeMoii HH(OpMaIMK, a KaYeCTBOM €€
YCBOEHHUS, YMEHHEM €€ HCIOJIb30BaTh U Pa3BUTHEM Y ce0sl CIOCOOHOCTH K JAajibHEHIIeMYy
CaMOCTOSITEIbHOMY 00pa30BaHHUIO.

5. CootBercTBHE  W30paHHON  JEATEIBHOCTH, MNpodeccud  MHAUBUAYATbHBIM
cnocoOHocTsIM. HeoOGxoaumo BbIpaboTaTh y cebs yMEHHE CaMOpErylupoBaTh CBOE
HMOLIMOHAIIBHOE COCTOSIHME M YCTPAaHATh OOCTOSATENbCTBA, HapyLIAIOUINE JEJI0BOH HacCTpOH,
MEIIAIIe HaMEUYeHHOU padoTe.

6. OBnasieHre ONTUMAJIbHBIM CTUJIEM pabOThI, 00ECIEUNBAIOIIUM YCIIEX B JEATEIbHOCTH.
YepenoBanue Tpyaa u nay3 B padoTte, NEpUOJIbl OTAbIXA, MHAUBHIyaIbHO 0OOCHOBAaHHAs HOpMa
OPOJODKUTEIPHOCTH ~ CHA,  NPEANOYTeHHE  BEUEPHMX WM YTPEHHUX  3aHATHUH,
CTPECCOYCTOMYMBOCTh HA HK3aMeHaX U OCOOCHHOCTH MOJATOTOBKU K HUM,

7. YpoBeHb TpeOoBaHUI K ceOe, ompeesieMblil CIIOKUBIIEHCS CaMOOIICHKOM.

AnexBaTHas OLEHKAa 3HAHWM, JIOCTOMHCTB, HEJOCTAaTKOB - Ba)KHas COCTAaBJIAIOLIAS
caMOOpraHu3alliy 4ejioBeka, 0e3 Hee HeBO3MOXKHA yCHelllHas padoTa MO YHIpPaBIEHUIO CBOUM
MIOBEJIEHUEM, JI€ATEIBHOCTBIO.

OnHa W3 OCHOBHBIX OCOOCHHOCTEH OOyUeHHUS B BBICIICH ITKOJIEC 3aKIIOYAETCS B TOM, UYTO
IOCTOSIHHBIA BHEIIHUN KOHTPOJIb 3aMEHSETCS CaMOKOHTPOJIEM, aKTHUBHAs poOjb B OOY4YEHUH
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MPUHAJJICIKUT yXKE HE CTOJIBKO MPEToAaBaTelNio, CKOJIBKO CTYIEHTY.

3Hasi OCHOBHBIE METOJIbI HAYYHOM OpraHu3alud yMCTBEHHOTO TpyAa, MOXKHO IpH
HAaUMEHBIINX 3aTpaTax BpPEMEHHU, CPEACTB M TPYAOBBIX YCHWIMH JOCTUYL HAMITYUYIIMX
pE3yJIbTaTOB.

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

PaborocnnocoOHOCTh - CHOCOOHOCTH 4YeNoBeKa K TPYAY C BBICOKOW CTENEHbIO
HaIpPSKEHHOCTH B TEYEHHUE OIPEACIICHHOrO0 BpeMEHU. PasznuyaloT BHYTpPEHHHE W BHELIHUE
(dhakTophl paboTOCIIOCOOHOCTH.

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

K BHemHuM:

- opraHu3anus padbouero MecTa, peskuM TpyAa U OTIIbIXa;

- YpOBEHb OpraHM3alMyd TpyAa - YMEHHE TMOJYyYUTh CIOPaBKY M IOJb30BAThCS
nHpopManuei;

- BEJIMYMHA YMCTBEHHOUN Harpy3KH.

Boigarommiics pycckuit pusuonor H.E. Bpenenckuii BbIIenui cieayroniye yCIOBH
MPOJIYKTUBHOCTU YMCTBEHHOU JEATEIHLHOCTH:

- BO BCSIKUM TPYJ HYKHO BXOJUTH OCTENEHHO;

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

- IPUBBIYHAS TTOCJIEIOBATEILHOCTh M CHCTEMATHYHOCTD JEATEIbHOCTH;

- IpaBUWJIBHOE YepeIoBaHUE TPY/Ia U OTAbIXA.

OTtapIx He mpeanonaraeT 00s3aTeIbHOTO MOJHOTO 0e3eHCTBUS CO CTOPOHBI YEJIOBEKA,
OH MOXeT OBITh JOCTUTHYT MPOCTON mepemMeHol aena. B TedeHue nHA pabOTOCIIOCOOHOCTH
u3MeHnsercsa. Hanbomnee minonoTBOpHbBIM siBIsieTCsl yTpeHHee BpeMs (¢ 8 1o 14 gacoB), mpuuem
MakcUMaibHas padoTOCMOCOOHOCTh mpuxoauTcs Ha mepuon ¢ 10 mo 13 yacoB, 3arem
nocneobeneHHoe - (¢ 16 1o 19 yacos) u Beuepuee (¢ 20 1o 24 yacoB). O4eHb TPYAHBIN IS
MOHMMAHUS MaTepHall Jydllle W3y4yaTh B Hayale KaKJOro OTpe3Ka BPEMEHH (ITy4Illle BCEro
yTpeHHero) mnocie xopouero orasixa. Yepes 1-1,5 yaca HyxHbI nepepsiBbl 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.

Ou3nyecKu 370POBBIA MOJOJONM 4YeNOBEK, OONaNaoluil XOpolleld MOATOTOBKON H
HOPMaJIbHBIMU CIIOCOOHOCTSAMH, JTOJIKEH, OyAYy4Yd CTYIEHTOM, OTAaBaTh yueHHto 9-10 yacoB B
JeHb (13 HUX 6 4acoB B By3e U 3 - 4 yaca goma). JIro0oif mpeaMeT Hemb3s U3YYHTh 32 HECKOIIBKO
IHel mepen sk3aMeHoM. Eciiu cTyaeHT B roay paboTaeT cUCTEeMaTHYecKH, TO OH ObICTpO Bce
BCIIOMHHT, BOCCTAHOBHT 3a0bITOe. EClin ke mMOoAroTOBKA 1Ta aBpaibHO, TO Y CTy/IEHTa HE OyIeT
Jaxke OOIIEero MPeICTaBICHHS O MIPeAMETE, OH 3a0yIeT BCE CIaHHOE.

Crnenyer B34Th 3a IPABUIIO: YUUTHCS €XKEIHEBHO, HAUMHAS C TIEPBOTO AHS CEMECTpA.

Bpemsi, KkoTOppIM pacmojaraer CTyAEHT JUIS BBITIOJHEHHS Y4eOHOro TIIaHa,
CKJIQ/IBIBAETCSl M3 JIBYX COCTAaBISIONIUX: OJHA U3 HUX - 3TO ayAuUTOpHAas padoTa B By3e IO
pacnyCcaHUI0 3aHATUH, Jpyras - BHeEayJIUTOpHAas caMOCTOsTeNbHas pabora. 3anaHus u
MaTepuanbl JJIS CaMOCTOATEIbHOW pabOThl BBIIAIOTCS BO BpeMsi Y4eOHBIX 3aHSATUH IO
pacnucaHvi0, Ha OTUX K€ 3aHATHIX TIPErojiaBaTellb  OCYIIECTBISET KOHTPOJb 3a
CaMOCTOSITENIbHOM paboToif, a Takke OKa3bIBaeT IIOMOIIb CTYACHTaM TI0 MPaBHIBHOMN
opraHu3aiu padoThl.

UToOBbI BBHINOJIHUTE BECh 00BEM CAMOCTOSITENILHONW pabOThl, HEOOXOJMMO 3aHUMATHCS 110
3 - 5 yacoB exeaHeBHOo. HaumHaTh caMOCTOSITEIbHBIE BHEAYAUTOPHBIEC 3aHATUS CIEAYET C
MEepBBIX K€ JHEH ceMecTpa, NPOMyIIEHHbIE JTHU OYyAyT TMOTEepsHbI OE3BO3BPATHO,
KOMIIEHCHPOBATh MX MO3/IHEE YCHUJICHHBIMHU 3aHATHSAMHU 0€3 CHUKEHMsI KauecTBa pabOThl U ee
MIPOU3BOIUTEIILHOCTH HEBO3MOXXHO. [lepBble NHHM ceMecTpa OuYeHb Ba)KHBI JJII 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 YepeOBAHUN 3aHITHIA C IepephIBaMH JIJIsl OT/IbIXa. BHawane as
TOT0, YTOOBI OPraHU30BaTh PUTMHUHYIO paboTy, TpeOyeTcs cO3HATeNbHOE HaIpsHKEHHUE BOJIU.
Kak TonpKko 4YeloBeK BTSAHYJCS B PaldOTy, MPUHYKICHUE CHUXKACTCS, BO3HUKACT IPHUBBIYKA,
paboTa cTaHOBUTCS MOTPEOHOCTHIO.

Ecnu nopsiiok B paboTe U e€e pUTM YCTaHOBJICHBI IPABUIIBHO, TO CTYJICHT W30 JHS B JICHD
MOJKET paboTaTh, HE CHUXAsl CBOEW MPOU3BOIUTEILHOCTH U HE meperpysxkas ceds. [IpaBunbHas
CMEHa OJJHOTO BHJa pa0OTHI IPYTHM ITO3BOJISIET OTABIXATh, HE MPeKpaiast paboThl.

Takum oOpa3om, nepBas 3aj1laya OpraHu3allyd BHEAYAUTOPHON CaMOCTOSITENIbHOM paboThI
— 3TO COCTaBIICHUE pACIHCAHUS, KOTOPOE IODKHO OTPAXKaTh BpPEMs 3aHSTHH, UX XapakTep
(TeopeTnyeckuil Kypc, MpakTUYECKUE 3aHATUS, Tpaduueckre paboThl, YTEHUE), MEPEPHIBbI HA
o0en, y)KHMH, OTIIBIX, COH, TIPOe3]] u T.A. Pacrucanue He mpeaonpeneiseT coaepKanust padboThl,
ee cojepkaHue Heu30ekHO OyneT U3MEHATbCA B TedeHwe ceMecTpa. llopsamok ke ciemyer
3aKpEMHTh Ha BECh CEMECTP U MPUJIOKUTH BCE YCHUIIHS, YTOOBI TIOJICPKUBATH €0 HEM3MEHHBIM
(kpoMe ucrmpaBlieHUs: OMIMOOK B TJIAHWPOBAHUHU, KOTOPHIE MOT'YT BOSHUKHYTh M3-32 HEJJOOIEHKU
o0BemMa pabOThI WU TIEPEOIICHKH CBOUX CHII).

[Ipu omgHOOOpa3HOIl paboTe uenoBek yToMisieTcss Ooublie, YeM Ipu padoTe pa3zHOro
xapaktepa. OHaKO HE BCer/ia MeJieco00pa3HO 3aHUMAThCS MHOTUMHU YI€OHBIMH JTUCITUTUTHHAMU
B OJIMH U TOT € JIeHb, TaK KaK MPH KaXXIOM I[IepeX0/ie HY>KHO BHOBb COCPEJOTOUYUTH BHUMAHHUE,
YTO MOYKET MPUBECTH K noTtepe BpeMeHu. Hanbosee nenecoobpa3Ho e€xeqHEBHO padoOTaTh HE
Oosee yeM HaJl ABYMsSI-TPEMS TUCHUTIIMHAMH.

Hauunast paboty, HE HY)KHO CTPEMHUTHLCS JEJIaTh BHAYAIEC CAMYIO TSDKEIYIO €€ 4YacTh,
HAJ0 BBIOpATh 4TO-HUOYIb CpeHee 0 TPYAHOCTH, 3aTeM MepeiiTu k Oonee TpynHoil padote. 1
HAIOCTICIOK OCTaBUTH JICTKYIO YacTh, TPEOYIONIYI0 HE CTOJBKO OOJBIIMX WHTEIDICKTYaThbHBIX
YCHIIUH, CKONBKO OIpPEAETICHHBIX MOTOPHBIX JEUCTBUN (UepueHue, MOCTpoeHHe rpadukoB U
T.IL.).

CamMocTosTenbHbIC 3aHATUS MOTPEOYIOT MHTEHCHUBHOTO YMCTBEHHOTO TpPYZAa, KOTOPBIiA
HEOOXOJUMO HE TOJBKO IMPABUIHLHO OPraHW30BaTh, HO W CTUMYJIHPOBaTh. [IpW 3TOM OYEHB
BaXHO YMETh MOJICPKHBATh YCTOMYMBOE BHUMaHHE K M3ydyaeMoMy Mmarepuany. BripaboTka
BHUMaHUs TpeOyeT 3HAUUTENbHBIX BOJIEBBIX ycUIuil. IMEHHO OATOMY, €Clii CTYJCHT 3aMeyaeT,
YTO OH YacTO OTBJICKACTCS BO BPEMsI CAMOCTOSITEIBHBIX 3aHITHHA, €My HAJ0 3aCTaBHTH ceOs
cocpenotounthes. [lonobHyI0 mpouenypy HE0OXOIUMO MPOAEIBIBATh MOCTOSIHHO, TaK Kak 3TO
SIBIIIETCS TPEHUPOBKOW BHUMAHMS. Y CTOWYMBOC BHUMAHUWE TOSBISETCS TOTJA, KOT/IA YEJIOBEK
OTHOCHUTCS K JIETTy C HHTEPECOM.

CrnemyeT nMpaBWJIBHO OPTaHU30BaTh CBOM 3aHATHS 1O BpeMeHu: S0 MuHYT - pabora, 5-10
MUHYT - TepepbhIB; mocie 3 dacoB paboTel mepepsiB - 20-25 munyr. Muade Hapacrtaroiiee
YTOMJICHHE TIOBJIEYET HEYCTOMYMBOCTh BHUMaHUS. (OYeHb CYHIECTBEHHBIM (DakTOpOM,
BIUSIONIMM Ha TMOBBIIIEHHE YMCTBEHHOW pabOTOCIOCOOHOCTH, SIBISIOTCS CHCTEMAaTHYECKHE
3aHATHS (U3UYeCKOH KynbTypoi. OpraHum3amusi aKTHBHOTO OTJAbIXa IPEeIycMaTpPUBACT
YepeOBaHUE YMCTBEHHOM M (DM3MUECKON NEeATENbHOCTH, YTO MOJIHOCTHIO BOCCTAHABIIMBAET
paboTOCIIOCOOHOCTH YeJIOBEKa.

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

[Iporpecc Hayku © TEXHUKH, HWHGOOPMAIMOHHBIX TEXHOJOTUH MPUBOAUT K
3HAYUTEIIbHOMY YBEJIIMYCHHIO HAY4YHOM HH(pOpMAIMK, YTO MpeIbsBIsSeT Oojiee BBICOKUE
TpeOOBaHUS HE TOJIBKO K MOpaIbHBIM, HPABCTBCHHBIM CBOWMCTBAM 4YEJIOBEKa, HO MU B
0COOEHHOCTH, TTOCTOSIHHO BO3pacTarolue TpeOoBaHUs B 00J1acTh 0Opa3oBaHUsI — OOHOBJICHHE,
MOJICpHH3AIUS 00X ¥ MPO(EeCCHOHANTBHBIX 3HAHUW, YMEHUH CTICIIHATTUCTA.

Besikoe o0pa3oBaHue MOJDKHO BBICTYNATh KaK JUHAMHWYECKHHM MPOIECC, MPUCYITHI
YEIIOBEKY U MPOIOJIKAIOIINIACS BCIO €ro Xu3Hb. OBIa/IeHuEe HAyYHOW MBICTBIO U SI3bIKOM HAYKH
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ABIIIETCS HEOOXONMMOM COCTaBISIOLIEH B CcaMOOpraHM3alUu OyAyllero crenuaiucTa
uccnenoBarens. [log 3TUM MOHMMAaeTCss HE CTONBKO HAKOIJICHWE 3HAHUM, CKOJIBKO OBJIAJCHUE
HAayyHO OOOCHOBaHHBIMU cIlOCOOaMH HX MpHoOpereHus. B 3Tom, BooOIIE TOBOps, COCTOUT
OCHOBHAA 33J]aua By3a.

Cneunduka  BY30BCKOro  y4eOHOro  Impolecca, B  OpraHHU3alld  KOTOPOTO
CaMOCTOSITENIbHOW paboTe CTyJEHTa OTBOJIATCS BCE OOJbIIE MECTa, COCTOUT 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
(mMo3HaBaTEIbHOM) NEATEIbHOCTH, PAllMOHATBHBIA XapaKTep KOTOPHIX OyIeT crocoOCTBOBATh
MOCTOSTHHOMY OOHOBJICHUIO 3HAHHMI BHICOKOKBATU()UITMIPOBAHHOTO BBITYCKHUKA BY3a.

OpnHako 70 3TOM MYTU CYIIECTBYIOT ONpPENEICHHbIE TPYAHOCTH, B YaCTHOCTHU, MEPEXO]
CTYACHTa OT CHHTETHYECKOTO Ipolecca OOy4deHHs B CpelHEil MIKoJie, K aHaJUTUYECKOMY B
BbICIIEH. OTO CBSI3aHO Kak C HOBBIM cojepaHueM oOydeHus (paciidpeHue OOIIero
oOpa3oBaHus U yrirydjaeHue npodeccCHoHANBHOW MOATOTOBKHM), TaK M C HOBBIMH, HEU3BECTHBIMHU
1o cux nop popmamu: oOyueHus (JEKUUU, CEMUHAPHI, 1a00paTOpHBIE 3aHATUA U T.1.). CTyIeHT
MOJIy4aeT He TOJBKO 3HAHMWS, MPETYCMOTPEHHBIE MPOTPaMMON M YI€OHBIMH MMOCOOHMSIMHU, HO OH
TaKk)Ke JIOJDKEH TMO3HAKOMUTHCA CO CHOCOOaMM MPHOOpETEeHUs 3HAHUM Tak, 4TOOBl CyMETh
OLICHUTH, YTO MBI 3HaE€M, OTKY/a MBI 3TO 3HAEM M KaK 3TOTO 3HaHHs MbI gocTurim. Ko Bcemy
ATOMY MPUXOJIAT Yepe3 COOCTBEHHYIO CAMOCTOATEIbHYIO paboTy.

OTO W TOTOMY, YTO CaMOCTOSITEIIbHO TIPHOOPETCHHBIE 3HAHUS SBISIOTCA Oolee
OTEepaTUBHBIMU, OHU CTAHOBSTCS JTUYHONW COOCTBEHHOCTBIO, a TaKkKe MOTHBOM IIOBEJCHUS,
Pa3BHBAIOT MHTEIUICKTYAIbHBIC YEePThI, BHUMAHUE, HAOJIOIATEIbHOCTh, KPUTHYHOCTh, YMEHUE
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 CAMOCTOSITENBHBIX TTOUCKAX CTYJAEHTA, a TaKXKe
KOHTPOJIMPOBAHUS 3a WX JIEATENFHOCTHIO. BakHO TMOHUMATh, YTO HEJB3s OTPAHUIMBATHCS
TOJILKO MPUOOpPETeHHEM 3HaHHM, MPEAYCMOTPEHHBIX MPOrPaMMOl M3yd4aeMO#l AMCIMILTUHBI,
HAJIO MOCTOSTHHO YIITyOJIATh TOJTYYeHHBIE 3HAHHS, COCPEOTAaunBas X Ha KaKOW-HUOYIb y3KOU
OIpeieIeHHON 00J1acTH, COOTBETCTBYIOIIEH HHTEpecaM CTYACHTa. YTIIyOJeHHOE U3yUyeHHE BCEX
MPEIMETOB, TPEyCMOTPEHHBIX MPOTPAMMOM, Ha MPAKTUKE SBJISCTCS BO3MOXKHBIM, U XOpOIIast
opranu3aius padoThl MO3BOJISIET SKOHOMHUTH BpEMs, UYTO CO3/aeT YCIOBUSA s TIIyOOKOTO,
CHUCTEMaTHYECKOI'0, 3aWHTEPECOBAHHOI'O H3YYEHHUS CaMOCTOSTENIbHO BBHIOPAHHON CTYIEHTOM
TEMBI.

Koneuno, Bce coBeThl, MNpPUMEPHI, PEKOMEHIAMM B JTOW OOJIACTH, J1aBaeMble
mperojaBareyieM, WIA ONPEISIICHHBIMH IYOJIMKAMSIMK, WA JAPYTAMHA HWCTOYHUKAMHU, HE
rapaHTUPYIOT HUKAKOTro ycrexa 0e3 MpOosBIECHUS COOCTBEHHOW aKTHMBHOCTH B 3TOM JIeNe, T.C.
OHM HE JAIOT TOTOBBIX PEIENTOB, a JODKHBI CIIOCOOCTBOBATh aHAIM3Y COOCTBEHHOM pabOTHI, ee
1eJIel, OpraHu3allii B COOTBETCTBUU C MHJIMBUYaTbHBIMA OCOOEHHOCTSAMHU. Y YUTHIBAS TUUHBIE
BO3MO)XHOCTH, CYIIECTBYIOLIME YCJIOBUS KU3HU U pabOThl, HABBIKM, HA OCHOBE ATHX
peKOMEHaluid, BO3MOXKHO, BBIPAOOTaTh WHAWBHIYATbHO OOOCHOBAHHYIO COBOKYITHOCTH
METO/IOB, CIIOCOOOB, HAaWTH CBOW CTHJIb WJIM YCOBEPIICHCTBOBATh €ro, YTOOBI HW3YYUB
OTpe/CNeHHbI MaTepuala, HMETb BpeMS OIEHUTh €ro 3HAaYMMOCTh, TPUTOJHOCTH U
BO3MOXXHOCTH €ro NpPUMEHEHHs, YTOObl, B KOHEYHOM cueTe, 00eCleUHuTh YCIENIHOCTh CBOEH
yuebe ¢ Oynyiel mpohecCuOHaTbHOM e TEbHOCTH

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

C mepBBIX K€ CEHTSOPbCKMX JHEW Ha CTyAEHTa OOpYIIMBAaeTCS TPOMAJHBIA 00BEeM
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. [Topoit Bo3HHKaeT HEOOXOIUMOCTD MPHUBJIEKATh HH(DOPMAIIMOHHBIE pecypchl IHTepHET.

Cucrema  BY30BCKOIO  OOy4YeHHS  MOApA3yMEBAaeT  3HAYUTENIBHO  OOJBIIYIO
CaMOCTOSITENILHOCTh CTYJCHTOB B IUIAHHPOBAaHUM W OPraHHW3allMM CBOCH JIEATEIHHOCTH.
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Buepamnemy MIKOJIBHUKY clielaTh 3TO ObIBA€T BECbMa HEMPOCTO: €CIIM B IIKOJIE €XKEIHEBHBIN
KOHTPOJIb CO CTOPOHBI YYMTENS 3aCTaBIsI IMOCTOSIHHO W CHCTEMAaTHYEeCKH TOTOBUTHCS K
3aHATUSAM, TO B By3€ BOIPOC 00 ypOBHE 3HAHUU BIUIOTHYIO BCTAeT IEpe] CTYIEHTOM TOJIbKO B
nepuol ceccu. Takast cuTyarusi o0OpadMBaeTcsi JUIsi HEKOTOPHIX COOJIA3HOM BECh CEMECTp
MOCBSITUTh CBOOOJHOMY BPEMSIIPENPOBOXKACHUIO («koraa OyaeT HYKHO — Bblydy!»), a Korma
IOPUXONT 1OpPa SK3aMEHOB, MaTepUaa, MoJIeKAIIEr0 YCBOCHHUIO, OKa3bIBAETCSI TAK MHOTO, YTO
HUKaKasl MaMsTh He CIIOCOOHA C HUM CIIPaBUTHCS B OCTABIIMICS MPOMEKYTOK BPEMEHH.

Pabora ¢ kHuroi.

[Tpu pabGote ¢ KHUTONW HEOOXOAMMO MOAOOPATh JIUTEPATypy, HAYUUTHCS MPABUIIBHO €€
YHUTaTh, BECTH 3amucH. s moxbopa nurepaTypsl B OMOIMOTEKE UCHOIB3YIOTCS a(h)aBUTHBIN U
CUCTEMAaTUYECKUI KaTaJlOTH.

BaxHO MOMHUTB, YTO palMOHAIbHBIE HABBIKA PabOTHI C KHUTOW - 3TO Bcerna Oobliast
SKOHOMMSI BpEMEHU U CUJI.

[IpaBunbHBIE TOA00P YYEOHHKOB PEKOMEHIYETCS TpEroJaBaTeieM, YHUTAIONIM
JeKIMOHHBIN Kypc. HeoOxomumas nuteparypa MOXKeT ObITh TakKe yKa3aHa B METOAMYECKHX
pa3paboTKax Mo JaHHOMY KypcCy.

N3yuas marepuan no y4eOHUKY, CIEAYeT MEPEXOAUTh K CIEAYIOIIEMY BOMPOCY TOJBKO
1oCJ€ MPaBUIBHOTO YSCHEHHS MPEbIAYIIEero, ONMUCHIBas Ha Oymare BCE BBIKIAIKH U
BBIUKCJICHHS] (B TOM YHUCJIE TE€, KOTOpbIE B y4eOHHMKE OMYIIEHbl WIM Ha JIEKIUH JaHbl IS
CaMOCTOSITEJIbHOTO BBIBO/JIA).

[Tpu u3yueHuu 1000 AUCHUTUIMHBI OOJIBIIYIO U BaXKHYIO POJIb UTPAET CAMOCTOSITEIIbHAS
UHAMBHUYyalIbHas paldoTa.

Ocoboe BHMMaHHUE cleAyeT OOpaTUTh Ha OIpEeAEJeHHE OCHOBHBIX IOHATUH Kypca.
CryneHT AODKEH MOJApOOHO pa3duparh MPUMEPHI, KOTOPBIE MOSCHSIOT TaKHE OINpPENeIICHUs, 1
YMETh CTPOHUTH AaHAJIOTUYHBIE MPUMEPHI caMmocTosTenbHO. HykHO 100MBaTbCA TOYHOTO
NpPEICTaBICHUS O TOM, YTO H3ydaenb. [l0J€3HO COCTaBISATH OMOPHBIE KOHCIEKTHL. [lpm
U3y4eHUHM MaTepHuaja Mo y4eOHMKY MOJIE3HO B TeTpaiu (Ha CHelMaIbHO OTBEIEHHBIX IMOJISAX)
JIOTIONTHATh KOHCMEKT JeKIuid. TaM ke clieyeT OoTMe4arb BONPOCHI, BBIIEICHHBIE CTYACHTOM
JUI KOHCYJIBTAllUU C MPETOAaBaTeNIeM.

BrIBOIBI, TTONTydEHHBIE B PE3YyJIbTAaTe U3YUYCHUS, PEKOMEHIYETCS B KOHCIIEKTE BBIICISTH,
4TOOBI OHM ITPU NEPEUUTHIBAHUY 3aMMCEH JTyyllle 3aIOMUHAIINCH.

Paznuuaror ABa BUJa YTeHUS; IEpBUYHOE U BTOpUYHOE. [lepBrUHOE - 3TU BHUMATEIBHOE,
HETOPOIUIMBOE YTEHHUE, IPH KOTOPOM MOKHO OCTAaHOBUTHCS Ha TPYIHBIX MecTax. [locne Hero He
JIOJDKHO OCTaThCSl HU OJTHOT'O HEMOHATHOTO os10Ba. Coziep kaHue He BCerjja MOXKET ObITh HOHSATHO
10CJI€ IEPBUYHOTO YTEHHSI.

3agaua BTOPUYHOTO YTEHMSI - MOJIHOE YCBOEGHHE CMBIC/IA LIEJIOro (10 CYETy 3TO UTEHHE
MOYET OBITh M HE BTOPBIM, @ TPETHUM HII YETBEPTHIM).

IIpasuna camocmoamenvHou pabomul ¢ AUmMmepamypou.

Kak yxe oTmewanock, camocTosiTelIbHas padoTa ¢ y4eOHMKaMH W KHUTaMHU (a TaKxke
CaMOCTOSITENIbHOE TEOPETUYECKOEe HCCiIeI0BaHne Mpo0ieM, 0003HAYeHHBIX IpenojiaBaTeieM Ha
JEKIUAX) — ATO BaxkHeiiiee ycioBue (OpMHUPOBAHUS y ceOsl HaydHOTO croco0a MO3HAHHUS.
OCHOBHBIE COBETHI 37IeCb MOKHO CBECTHU K CIICAYIOLIIM:

» CocTaBUThH NepeyeHb KHUT, C KOTOPHIMU BaM cienyeT mo3HaKOMHUTBCS; «HE CTapalTech
3allOMHUTH BCE, YTO BaM B Oimpkaiiiiee BpeMs HE MOHAIOOUTCS, — COBETYET CTYACHTY H
Mosionomy yueHomy I'. Cenbe, — 3aIIOMHUTE TOJIBKO, TZI€ 3TO MOKHO OThIcKaTh» (Cenbe, 1987.
C. 325).

* CaMm Takoil mepeuyeHb JOJDKEH OBbITh CHUCTEMATU3MPOBAHHBIM (YTO HEOOXOIUMO MJIs
CEeMHMHApOB, YTO JUIS 3K3aMEHOB, YTO MPHUTOJUTCA AJS HANHMCAHUS KYPCOBBIX U TUILIOMHBIX
pabort, a yto Bac uHTepecyer 3a pamkamMu OpHUIIMATBLHON y4eOHOUW AESITEIBHOCTH, TO €CTh YTO
MOXET pacuIMpuTh Bairy o011yto KyabTypy...).

* O0s13aTeIbHO BBHIMUCHIBATh BCE BBIXOJHBIC JAHHBIE MO KaXI0H KHUTE (TpU HAMHCAaHUU
KYPCOBBIX U JIUIUIOMHBIX Pa0OT 3TO MO3BOJIUT OYEHb COKOHOMHUTH BpPEMs).
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* PazobOparbcst st cebsi, kKakue KHUTH (WIM Kakue TJaBbl KHUT) CJIEAyeT MPOYHUTATh
0oJiee BHUMATEIBHO, @ KAKUE — IIPOCTO MPOCMOTPETb.

* [Ipu cocraBiaeHun nepevHen JIMTepaTyphl ClIeAyeT IOCOBETOBAThCS C MIPENo1aBaTeNIIMU
U HAayYHBIMH PYKOBOJMUTENSAMHU (MJIM Jake ¢ 0ojee MOJIrOTOBICHHBIMH W 3PYIHMPOBAHHBIMU
COKYPCHUKaMH), KOTOpble MOMOTYyT Bam iydie cOpHeHTHpOBAaThbCs, 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 BBIIIUCHIBATH KPAaTKO
OCHOBHBIC MJIEM aBTOPAa U HMHOTAA NPHUBOJUTH HambOosiee sipKUe M IOKa3aTelIbHble LUTATHI (C
YKa3aHHWEM CTpaHUL).

* Ecnu kHura — Bama coGcTBeHHas1, TO JONYCKAaeTcs AejaTh Ha MOJISAX KHUTM KpaTKHUe
IIOMETKU WJIM K€ B KOHIIE KHUTH, Ha MYCTHIX CTPAaHUIAX MPOCTO CAENaTh CBOW «IIpEIMETHBIN
yKazaTelnby», IJ€ OTMedaroTcsl Haumboiee HHTepecHble i1 Bac Mblcim U 00s3aTenbHO
YKa3bIBAIOTCA CTPAaHUIBl B TEKCTE aBTOpa (3TO OYEHb XOPOLIMIl COBET, IO3BOJIAIOILIUN
SKOHOMHTb BpeMsl U OBICTPO HaAXOJIUTh «M30paHHbIE» MECTA B CAMBIX Pa3HBIX KHUIaX).

* Ecnin Be1 panbiie mano paboTaiy ¢ HaydHOW JIMTEPaTypoO, TO CIIEAyeT BhIpaboTaTh B
ce0e CroCOOHOCTh «BOCHPUHUMATBY CII0XKHBIE TEKCTBI; JUISl TOrO JIyUYIIUH PUEM — HAyYUThCs
«4uTaTh MENJIEHHO», Korga Bam NOHATHO KaXJ0e IpPOYUTAaHHOE CJIOBO (a €CiIM CIIOBO
HE3HAKOMO€, TO JM00 C MOMOIIbIO CI0Baps, JMOO0 C IOMOIIBIO 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
OyKBaJbHO 3arjaThIBaTh KHUTH M YYyTh JIM HE BHIETh «CKBO3b OOJIOKKY», CTOSIIAs 3TO padoTra
WIN HET...

* «JIubo umraiite, TMOO MEpeNUCTHIBaliTE MaTepHall, HO HE MBITAUTECh YUTATH OBICTPO...
Ecnu TekcT MeHs MHTEpecyeT, TO YTE€HHUE, pPa3MbIIJICHHE U Jake (aHTa3upOBaHUE IO ITOMY
MOBOJTY CJIMBAIOTCSI B €AMHBIN MPOLIECC, B TO BPEMsI KaK BBIHYKJIEHHOE CKOPOUTEHUE HE TOJIBKO
HE CIIOCOOCTBYET KayeCcTBY UTEHMS, HO U HE MPUHOCUT UyBCTBA YIOBJIETBOPEHHSI, KOTOPOE MBI
HOJTy4aeM, pa3MbIILIsis O MpoUYuTaHHOMY, — coBetyeT ['. Cenbe (Cenbe, 1987. — C. 325-326).

* Ectp eme oauH 3¢ ¢eKTUBHBIA COCOO ONTUMHU3UPOBATh 3HAKOMCTBO C HAay4YHOMH
JUTEPATypOl — CIEeIyeT yBIEUbCsl KaKON-TO UJieel U BCe KHUTU IIPOCMATPHUBATh C TOUKU 3PEHUS
NaHHOM naen. B aToM ciyyae cTyneHT (WM MOJIOJ0N y4YeHbIi) OyaeT Kak Obl HCKAaTh apryMEHTBI
«3a» WU «IIPOTHB» MHTEPECYIOLIEi ero uaen, 1 OHOBPEMEHHO OH OyneT Kak Obl o0marbes ¢
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 TeKCcTa HeoOXoauMoil nupopmaru. OT TOro Ha CKOJIBKO OCO3HAHHA YUTAIOIIUM
coOCTBEHHasi BHYTPEHHsSl YCTaHOBKA NpU OOpallleHUH K MEeYaTHOMY CJIOBY (HAllTH HY>KHBIE
CBE/IEHUS, YCBOUTH MH(POPMAIIMIO MOJHOCTHIO WIM YAaCTUYHO, KPUTUUECKU MPOAHATUZUPOBATDH
MaTepHua U T.I.) BO MHOTOM 3aBUCHT d(D(PEKTUBHOCTH OCYIIECTBIIIEMOTO JICHCTBHS.

Bb11ensitoT yeTbipe OCHOBHBIE YCTAHOBKH B YTEHUH HAYYHOTO TEKCTa:

1. uHpOPMANIMOHHO-TIONCKOBBIN (3a/1a4a — HAWNTH, BBIICTUTH HCKOMYIO HH()OPMAITHIO)

2. ycBauBarouias (yCUJIMsI YMTaTessl HAlpaBlIEeHbl HAa TO, YTOOBI KaKk MOXHO IOJIHEE
OCO3HaTh W 3allOMHHUTH, KaK CAMU CBEJEHHS H3JIaracMble aBTOPOM, TaK U BCHKO JIOTUKY €ro
paccyXIeHui)

3. aHAINTUKO-KpUTHYECKasl (YUTATEeNb CTPEMHTCS KPUTUYECKH OCMBICIUTH MaTephall,
IIPOAHAIM3UPOBAB €T0, ONIPEIEIUB CBOE OTHOLIEHHE K HEMY)

4. TBOpYecKas (CO3/aeT y YMUTaTENs TOTOBHOCTh B TOM WJIM MHOM BHJI€ — KaK OTIPaBHOM
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, TIOJIBEPIHYTh HOBOM MPOBEPKE).

C HamuuueM pa3iIM4yHBIX YCTAHOBOK OOpAIleHUss K HAayyHOMY TEKCTY CBSI3aHO
CYIIIECTBOBaHHME U HECKOJIbKMX BHJIOB YTCHHUS:
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1. Gubnumorpaduyeckoe — MpPOCMATPUBAHHWE KAPTOYECK KaTajora, PEKOMEHIATEThbHBIX
CIIMCKOB, CBOJHBIX CIIMCKOB KypHAJIOB U CTaTel 3a roJ 1 T.IL.;

2. MpOCMOTPOBOE — HCHOJB3YETCS Ul IIOMCKA MAaTepUalioB, COJEPKAIUUX HYXKHYIO
uHpOpMaLKIO, 0OBIYHO K HEMY HpUOEraroT cpasy mociie padoThl CO CIHMCKAMHU JUTEPATyphl U
KaTaJloraMH, B pe3yJbTaTe TaKOro MPOCMOTpPa YUTATENb YCTAHABIUBAET, KAKME U3 UCTOYHHUKOB
OyIyT UCIIOJIB30BaHbl B JabHENIIEH paboTe;

3. O3HAKOMMTEJIbHOE — IOJPa3yMEBAET CIUIOIIHOE, JOCTATOYHO MOAPOOHOE MPOUYTEHUE
OTOOpaHHBIX CTaTeW, IJIaB, OTIENIbHBIX CTPAHML], LEIb — IO3HAKOMUTHCA C XapaKTepoM
UHpOpMalLlMY, Yy3HaTh, KakWe BOIIPOCHl BBIHECEHBI aBTOPOM Ha PACCMOTPEHHUE, IPOBECTU
COpPTUPOBKY MaTepHuana;

4. u3yyaromee — IpeanoaracT JOCKOHAJIbHOE OCBOCHHME MaTepuaia; B XOJE€ TaKOro
YTEHUs MPOSIBISIETCA JIOBEpPUE 4YHUTATENs K aBTOPY, I'OTOBHOCTb IPHUHATh H3JI0KEHHYIO
UH(OPMALINIO, pealIn3yeTcs YyCTaHOBKA Ha MPe/iebHO MTOJIHOE TIOHUMaHUe MaTepuaa;

5. aHAIUTUKO-KPUTHYECKOE M TBOPYECKOE YTEHHE — JBA BUAA YTEHHS OJIM3KHE MEXKIY
coOOl TeM, 4YTO Y4YacTBYIOT B pELIEHUHM HCCIeNoBaTelbCKUX 3afad. [lepBblii M3 HHX
IpeJoiaracT HallpaBJICHHbIN KPUTUYECKUI aHallu3, Kak caMod MH(pOpMaluy, TaK U croco0oB
ee MOJyYeHMs U 10JIa4l aBTOPOM; BTOPOE — MOUCK TeX CYKICHMMH, (PaKTOB, 10 KOTOPHIM WIH B
CBSI3U C KOTOPBIMH, YUTATENb CYUTACT HYKHBIM BBICKA3aTh COOCTBEHHBIE MBICITH.

N3 Bcex pacCMOTPEHHBIX BUJIOB YTEHUSI OCHOBHBIM JJISl CTYACHTOB SIBJISETCS U3ydaroliee
— UMEHHO OHO IO3BOJISIET B paboTe ¢ ydeOHOI IMTepaTypoil HaKaIlInBaTh 3HAHUS B Pa3IMYHBIX
oOmnactsax. BoT mouemy MMEHHO 3TOT BHJ UTEHHS B paMKax y4eOHOW AesTeNbHOCTH JOJKEH
OBITh OCBOEH B IEpByK ouepenb. Kpome Toro, mpu oOBIaJeHUU JaHHBIM BHUJOM UTEHUS
(bopMHpPYIOTCS OCHOBHBIE ITPUEMBI, OBBIIIAIOIINE Y3PPEKTUBHOCTH paOOTHI C HAYYHBIM TEKCTOM.

OcHoBHbIE BUBI CUCTEMATU3UPOBAHHOMN 3alIMCH MPOYUTAHHOTO:

1. AHHOTHpOBaHHE — TMpENeNbHO KpaTKOE CBSI3HOE ONMCAaHUE MPOCMOTPEHHOM WU
MPOYUTAHHOMN KHUTHU (CTaTbU), €€ COJIePKaHUs, UCTOUYHUKOB, XapaKTepa U Ha3HAuUEHUs;

2. IlnanupoBaHue — KpaTKas JIOTWYECKas OpraHu3alus TEeKCTa, pacKpbIBarollas
coJIep’KaHue U CTPYKTYPY M3Y4aeMOro MaTepuana;

3. Te3upoBaHue — JJAKOHUYHOE BOCIIPOU3BE/IEHHNE OCHOBHBIX YTBEp)KJIEHHH aBTOpa 0e3
MpUBJICYEHUS (PAKTHUYECKOI0 MaTepuaa,

4. ]_[I/ITI/IpOBaHI/Ie — JOCJIOBHOC BBIIIMCBIBAHUE M3 TCKCTA BbIJACPIKCK, I/I3BJ'I€‘ICHI/II71,
HanOoJee CYHICCTBCHHO OTpaKaroIluX Ty UK UHYIO MBICJIb aBTOPA;

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

KoHcnekT — cnoxHbli crioco0 U3J10)KeHUs COAepKaHMsI KHUTH WIHM CTaThbU B JIOTUYECKOM
nocienoBaTenbHOCTH. KOHCIEKT akKyMynupyeT B cebe ImpeblayIiue BUAbl 3alKCH, T03BOJISET
BCECTOPOHHE OXBAaTUTh COJEPKAHUE KHUTH, CTaTbU. [103TOMY yMEHME COCTABIIATH IUIAH, TE3UCHI,
JlenaTh BBIIMCKUA U JPYTHUE 3alUCH OIIPENEIIAET U TEXHOJIOTHUIO COCTABIICHUs KOHCIIEKTA.

Memoouueckue pekomenoayuu no coCmasienuo KOHCneKma:

1. BHuMmarenbHO NMPOYUTANUTE TEKCT. YTOYHHUTE B CIIPABOYHOH JTUTEpaType HETOHSITHbIE
cinoBa. [Ipu 3anucu He 3a0yAbTe BHIHECTH CIIPABOYHBIE JAHHBIE HA MOJISI KOHCIIEKTA;

2. Bplnenure riaBHOE, COCTaBbTE ILJIAH;

3. Kpatko cdopmynupyiiTe OCHOBHBIE MOJIOXKEHUS TEKCTa, OTMETHTE apryMEHTALUIO
aBTOPA;

4. 3akOHCHEKTUpYHUTe  MaTepuall, 4YeTKO  cieays  NyHKkram  IuaHa.  lpu
KOHCIIEKTUPOBAHUU CTapalTECh BBIPA3UTh MBICIIb CBOMMH CIIOBaMHU. 3allUCH CIEAYET BECTH
YETKO, SICHO.

5. I'pamoTHO 3anuceiBaiiTe nuTathl. LluTHpys, yd4uTHIBAiTe TAKOHUYHOCTD, 3HAYUMOCTh
MBICIIH.

B TekcTe KOHCIEKTa kKenaTesIbHO IPUBOAUTH HE TOJIBKO TE3UCHBIE IIOJIOKEHUS, HO U UX
JokaszarenbeTBa. [Ipyn opopmileHMM KOHCIEKTa HEOOXOIUMO CTPEMHTHCA K €MKOCTH KayKIOoro
npe/uiokeHusl. MBICIM  aBTOpa KHUTH CIEAyeT u3jaraTb KpaTrko, 3a00Tich O CTWIE H
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BBIPA3UTEIHLHOCTH HAMMMCAHHOTO. YHCIIO JOMOIHUTENBHBIX JIEMEHTOB KOHCIIEKTA JIOJKHO OBITh
JOTHYECKH  OOOCHOBAaHHBIM,  3alUCH  JOJDKHBI  paclpeleNiaTbCsi B ONPEIEICHHOU
MOCIIEI0BATEIbHOCTH, OTBEYAIOIIEH JIOTMUECKO CTPYKTYype MmpousBeaeHusd. s yrouHeHus u
JIOTIOJTHEHHUST HEOOXOAUMO OCTABJISTh MOJIS.

OBnazneHve HaBbIKAMHU KOHCIIEKTHPOBAHUS TPEOYEeT OT CTYACHTA IIeNIeyCTPEMIICHHOCTH,
MOBCEIHEBHOM CaMOCTOSATEIHHOU PabOTHI.
[TamsiTKa 11O CO3AHUIO IPE3EHTALIUN

DNEeKTpOHHAsT Tpe3eHTalus —  3JICKTPOHHBIM JOKYMEHT, NpPEACTaBISIOMUN Habop
CAiIOB, TpEIHAa3HAYCHHBIM IS JIEMOHCTpaIluu IpojaelaHHOoN paboTel. I[lenpio moboi
NPE3CHTAIMK SBIISICTCS BH3YyalbHOE TPEACTABICHUE 3aMBICIa aBTOpPA, MAKCHMAIBbHO YyJ00HOE
JUTSL BOCIIPUSITHSL.

3ajaud Mpe3eHTALNH:

— MpUBJICYEHUE BHUMAHUS ayJJUTOPHUH;

— TpeNoCTaBlieHHe HEoOXOoAUMOM HH(POpPMAIMK, OCTATOYHOM MJii BOCHPHUSTHUS
pe3yNIbTaTOB MPOJIETAHHON paboThI 0e3 MOsSICHEHHIA;

— IpeJocTaBiIeHre HH(POPMALIUY B MAKCUMAJIbHO KOM(OPTHOM BUJE;

— aKIEHTUPOBAHUE BHUMAHUSI Ha HauboJee CyleCTBEHHBIX NH(POPMAIIMOHHBIX pa3zenax.

Tpebosanus k oghopmaenuro cnatioos

TumynvHoll cratio

[Ipezentanus HauMHaeTcs cO ciaiifa, COAEpIXKaIIero Ha3BaHWe pabOTH (IOKJIada) U
uMeHa aBTOpa(oB). DTH 3JEMEHTHI OOBIYHO BBIACISIOTCA OoJee KpyHmHbIM MIpUdTOM, 4YeM
OCHOBHOM TEKCT mpe3eHTaluu. Takxke Ha MepBbIA Claia 1eaecoo0pa3Ho MOMECTHTH JIOTOTHII
YUpEeXIEHUs, OT JHUIa KOTOPOro JenaeTcs mpe3eHrtanus. B kauectBe (oHa uinm n3oOpakeHus
NEepBOTO  Cllaiila  MOXKHO  HWCIOJNB30BaTh  PHUCYHOK WM ¢ororpaduio, HMEIONIYIO
HEMOCPEJCTBEHHOE OTHOIIEHHWE K Teme mpe3eHTtauuu (doro Kadeapbl, By3a, Haumbojee
3alIOMUHAIOLIUICS 3JIEMEHT UCCIIEI0BAaHUS U T.I1.), OJHAKO TEKCT MOBEPX TaKOro M300pa’keHus
JIOJDKEH 4YuTaTbes ouyeHb Jerko. [lomoOHoe mpaBuio cobOmrogaercs M Uil (poHa OCTadbHBIX
cnaiioB. TemM He MeHee, MOHOTOHHbIH (POH WIM (OH B BUAE MATKOTO IpagueHTa OyIeT
CMOTPETHCS Ha IEPBOM CJIali/ie TOKe BIOIHE Y3PPEKTHO.

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

Obwue mpebosanus

Cpennuili pacuer BpeMeHH, HEOOXOIUMOIO Ha MPE3CHTAIMIO BEAETCS HUCXOHIsd U3
KOJIMYecTBa ciaiioB. OOBIYHO HA OJUH cllaiil HE0OX0IMMO HE 0oJiee OHON-ABYX MUHYT.

Heo6xo0a1Mo ucnonp30BaTh MAaKCUMAJIbHOE MPOCTPAHCTBO KpaHa (cnaiiia) — Hampumep,
pactsinyB pucyHku. [10 BO3MOKHOCTH MCIIONB3YiTe BepXHUE 3/4 MIIomaay sKkpana (cnaiaa), T.K.
C TIOCJIETHUX PSAOB HIDKHSS YacTh DKpaHa OOBIYHO HE BUJIHA.

Jlu3aiiH 10iKeH ObITh IPOCTHIM U JJAKOHUYHBIM.

Kaxxiplii cinaid 10MKEeH UMETh 3aroj0BOK.

Crnaiigel MOTyT OBITH ITPOHYMEPOBAHBI C YKa3aHHEM OOIIEr0 KOJIMYECTBAa CIAWIOB B
IIpE3EHTALUH.

3aBepuiaTh MpPE3EHTALMIO CJIEAYeT KpaTKUM pe3loMe, COJIEp)KalliM €€ OCHOBHbBIE
MOJIO’KEHUSI, BXKHBIC IaHHBIC, TPO3BYYABIIHE B JOKIAJE, H T. 1.

Odgpopmnenue 3a20106x08

Ha3nauenue 3aroioBka — OJHO3HAYHOE HMH(OPMHUPOBAHME AYAUTOPUU O COJCPKAHUU
cnaiima. Caenath 3TO MOXHO, IO MEHBIIEH Mepe, TpeMs CrIocoO0amMu: O3BYyYHMB TeMY Claifa,
JAKOHUYHO M3JI0KHUB CaMyl0 3HAUMMYI0 MH(OpMaIuio ciaiaa uiu copMyslInpoBaB OCHOBHOU
BOIIPOC ciaija. B 3arojioBke Hy»KHO yKa3aTh OCHOBHYIO MBIC/Ib Clana.

Bce 3aronoBku JOKHBI OBITH BHITIOJHEHBI B €IMHOM cTuje (UBET, MIpU(PT, pasMmep,
Ha4YepTaHUE).

Texct crnaiifa ass 3aroJI0BKOB JIOJIKEH OBITh pazMepoM 24—36 MyHKTOB.

Touky B KOHIIE 3ar0JIOBKOB HE CTaBUTh. A MEXIY MPEATIOKEHUSIMU CTABUTh.

He nucarb qyiMHHBIE 3aTOJIOBKH.
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Buvibop wpugpmos

Hnst  odopmiieHus Tpe3eHTAlMU CIEAyeT UCIONb30BaTh CTAaHAAPTHBIC, IIHUPOKO
pacrpocTpaHCHHbBIC MPONOPIHOHaIbHbIe mpudThl, Takue kak Arial, Tahoma, Verdana, Times
New Roman, Georgia.

!!!Hcnonv3osanue wipugpmos, He 6X008wux 6 KOMNIEKM, YCMAHABIUBAEMbIL NO
YMONUAHUIO éMecme C ONEPAYUOHHOU CUCMEMOU, MOdiCem Npusecmu K HeKOPPEeKMHOMY
omobpadiceHuro  awiell npe3eHmayuu Ha O0pyeoM KoMnwvlomepe, M.K. HeCMaHOApMHbIX
wpugmos, Komopwvie pewunu UCNOIb308AMb 6bl, MAM MO}Cem Npocmo He okazamwcs. Kpome
mo2o, OOILUUHCINGO OUZAUHEPCKUX WPUPDMOB8, UCNOIbIYEMbIX 00bIYHO 011 HAOOPA KPYNHLIX
3a20/106K08 8 NEYAMHBIX U30AHUAX, OPOPMIEHUA QUPMEHHO20 CMUA, YNAKOBOK U m. 0., 8
pPAMKAX npe3eHmayuu  CMOMPAMCS  CIUWKOM OpOCKO, OmGIeKarom 6HUMAHUe Om ee
cooepacanusl, a NOpoll U NPOCMO BbI3bI8AIOM PA30PANICEHUE AYOUMOPUL.

B oanoilt mpe3eHTanMu JOMycKaeTcsl UCOIb30BaTh He Ooisiee 2-3 pa3inuyHbIX MIPUQTOB,
XOTss B OOJBIIMHCTBE CIIy4aeB BIIOJHE JIOCTATOYHO U OJHOro. Pasmep mpudra mis
uHpopMaunoHHOro Tekcta 18-22 mynkra. llpudt menee 16 MyHKTOB IUIOXO YHUTAETCS IPU
npoekuu Ha dKkpaH. [Ipm co3maHum craiiia HEOOXOOUMO TOMHHTH O TOM, YTO PE3KOCTh
M300paxkeHus1 Ha OOJBIIIOM SKpaHE MOKET OBITh HIKE, YeM Ha MOHHUTOpE. Upe3smMepHO KpYIHBII
pasMep mpudTa 3aTpyAHSET mpoiecc Oeroro ureHus. [IpormucHbie OYKBBI BOCIIPUHUMAIOTCS
Tshkenee, yeM crpounbie. Kupusiii mpudr, kypcuB u CAPS LOCK wucnonb3yiite TONIbKO AJis
BBIJICTICHUSL.

!!!He cmoum yenekamuvcs cozoanuem Haonucei ¢ nomowwto oowvexkmos \WOrdArt, umo
noseoasiom oeiams muocue npunodcenus naxema Microsoft Office, ¢ mom uucie u PowerPoint.
Taxkue Haonucu, nookynawmowue papabomyuxa npeseHmayuy npuyyoIUsol  Gopmot,
B03MONCHOCIBIO UCHONIBL3068AMb PAZHOOOPA3HBIE MEeHU U 00beM, KAK NPAGUlo, TUllb YXyOuaom
socnpusmue ciauoos.

[{udpsl Tydie BOCIPUHUMAIOTCS, €CITA OHH 00pa30BaHHBI MIPSMBIMU JTHHHSIMH.

L{gemosas camma u ghon

JUig mpe3eHTaluy M3HadyaJlbHO HE00XO0IuMO Moa00paTh IIBETOBYIO raMMy: OOBIYHO 3TO
TPH — TSATH LIBETOB, CPEAU KOTOPBIX MOTYT OBITh KaK TEIUIbIe, TaK U XOJIoAHbIe. JIF000# 13 ATHX
IIBETOB JIOJDKEH XOPOIIIO YUTATHCSl HAa BEIOpAaHHOM paHee QoHe.

B BbIOOpe 1BETOBOIl MamUTPbI JOMDKHBI OBITH YYTEHBI IPrOHOMUYECKUE TPEOOBAHUSA:
3HAUEHUS [[BETOB JIOJKHBI OBITH TTOCTOSIHHBI M COOTBETCTBOBATH YCTOMUMBBIM aCCOIUAIIUSM.

[lcuxonoruvyeckre MOMEHTBI: OCHOBHOE CBOWMCTBO «TCIUIBIX» I[BETOB — BBHI3BIBATH
BO30Y)KICHHE, OHU CTHUMYJIHPYIOT HHTEpPEC 4YeJIOBeKa K BHEIIHEMY MHUPY, OOIIECHUI0 U
NesITeTbHOCTH. «XOJIOAHBIE» I[BETA BBI3BIBAIOT TOPMOXKEHHE. JTO YCIIOKaWBaIOMIME W
CHUMAIOIIKEe BO30Y)KICHHE I1IBETa, OHU BHOCAT B TIOBEJCHUE YEIOBEKA pPACCYA0YHOCTH,
paIMoOHATEHOCTb.

[Ipu coBMeleHNH aKTHBHBIX M MMACCHBHBIX [[BETOB HYXXHO YYUTHIBaTh, YTO AKTHBHBIC
[[BETa BCEI/Ia BOCIPUHUMAIOTCS fApU€ M JIydllle 3allOMUHAIOTCS, MO3TOMY JJISl JOCTHKEHUS
paBHOBECHSI OHU JIOJDKHBI [10/1aBaThCS B MEHBIITUX MTPOIMOPIIUSIX.

[{Bera cuHe-romy0o0il YaCTH XpOMAaTUYECKOTO Kpyra CUMTaloTCsa Haubosee TSKeIbIMU IS
BoCTIpUATHs. JKENThIN BET BHITJISAUT, HAO0OOPOT, HAMOOJIEE JIETKIUM M BO3IYIIHBIM.

HaznauuB kaxaomMy M3 TEKCTOBBIX 3JIEMEHTOB CBOW IIBET, HAIpUMEp: KpPYIMHBIM
3aroJIoBKaM — KpacHbBIH, MEJIKUM 3aroJioBKaM — 3€JICHBIHA, MOJAPUCYHOYHBIM MOMAMUCAM —
OpaHXEBBIN U T.II., HYKHO CJIEZIOBaTh TAKOM CXEME Ha BCEX ClIaigax.

!!l«Packpawueanuey mekcma moOabKO U3 ICMEMUYECKUx CcooOpaxcenutl, Kax u
HeyOauHblll 6blOOp WPUGDMO8, MO2Ym NpUGecmu K OmeEIe4eHulo 6HUMAHUS crywameneti u ux
pazopadxcenuro. OCHOBHOU MEKCM PeKOMEHOYemcs HaOupamy HeUMpaIbHbIM YEEMOM — YEePHBIM,
OenviM UM cepviM pPAsIUYHLIX OMMEHKO08, 8 3agucumocmu om sapkocmu @oua. Cnedyem
usbe2amv  UCNONL308AHUSL mMeKcma, 2paguku u @GoHa 00HO20 yeema, CcO CXOOHOU
HACbIWEeHHOCbIO Y8ema U 0OUHAKOBOL PKOCMU.

ITonnepxuBaiiTe BBICOKMI KOHTPACT.
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Crnaiigel MOTY IMETH MOHOTOHHBIN (DOH, a Takke GOoH-TpaaueHT Wi (HOH- H300paKeHNe.
Breibop ¢oHa TOTHOCTBIO OHpEAeNseTcs XyAO0KECTBEHHBIMH IPEANOYTCHUSAMU aBTOpPA
Mpe3eHTAlUU, OJJHAKO CIEAYET MOMHUTh, YTO YeM MEHBIIE KOHTPACTHBIX NEPEX0JI0B COACPKHUT
¢doH, Tem Jerdye YHMTaTh pACIOJIOKEHHBbIH Ha HeMm TekcT. Crexyer wu3berarb (OHOB,
NeperpyKeHHbIX rpaQUUEeCKUMU JIeMEHTaMHU.

!!!Kapmunku na 3a0nem niaune, NOJIOCKU, KI€MOUYKU — IMO JUUIHSASL HA2PY3KA OISl 21d3d.
Yem cnooicnee 00vekm, mem Oonvbuie pemeHu mpedyemcs, ymoobvl e20 paccmompems U NOHAMb.

KomdopT npu urenun, Kak mpaBuiIo, sIBISAETCS ONPEACIISIONMM (HPaKTOPOM ISl YEIOBEKa,
3HAKOMSILETOCs C Balllel Mpe3eHTaluel, 1 HeyAauHO BBIOpaHHBIM (JOH HEPEeIKO MOXKET MPOCTO
BBIHYJIUTh YacCTh ayAUTOPUH CMOTPETH Ky/la YTOJHO, TOJIBKO HE Ha 3KpaH.

Ctuiib U3N10KeHUs

CrnenyeT UCHOIb30BaTh MUHUMYM TEKCTA. TEKCT HE SBIIETCS BU3YaJbHBIM CPEACTBOM.
[IpaBna, ucnonp30BaHue TEKCTa HE U30€KaTh, KOTJa HYKHbI MOSICHSIOUINE MOANNCH K PUCYHKAM
WM [IPEIbSBICHUE NIEPEUHS YEro-1noo.

Hu B xoem ciiydae He CTOUT cTapaThCs pa3MECTUTh HA OJTHOM Ciaif/ie Kak MOXHO OOJIbIIIe
TekcTa. s TOro dYroObl MpOYeCTh MENKHA TEKCT, MHOTUM HEOOXOJMMO CYIIECTBEHHO
HampsraTh 3peHue, U, CKOpee BCero, Mo CBOEW BOJIE HUKTO ITOro jaenaTrh He Oyner. [lostomy,
yeM OoJblle TEKCTa Ha OJIHOM Clailjie Bbl MNPEMJIOKUTE AyAUTOPUHU, TEM C MEHbILIEH
BEPOATHOCTHIO OHA €0 MPOYUTAET.

Pexomenayercst momeniaTh Ha Clai TOJIBKO OJUH Te3uc. PacmpocTpanenHas ommoOKa —
9TO Mpe/CTaBICHHE Ha ciaiiie 6oyee YeM OAHON MBICIH.

CrapaiiTech He UCIOJB30BaTh TEKCT Ha claiiie Kak 4YacTh Balllell peuu; Jiydile
MOMECTUTE TyJda Ba)KHbIE TE3UCHl M JIMIIb OJWH-IBA pa3a OOCPHUTECh K HUM, IOCBSITHUB
OCTaJIbHOE BPEMSI HETIOCPEICTBEHHON KOMMYHHMKAIIUU C BalllUMU CITYIIATEISIMHU.

He nepenuceiBaiite B Ipe3eHTALUIO CBOW TOKJIA.

B upneane BooOIIe HU OJHO CJIOBO JIOKJIaJa HE JOJKHO AYOJIMpOBAaThCA Ha claigax —
KpOMe TeMbI 1 IMEH COOCTBEHHBIX, Ha3BaHUH rpadukoB u Tabnui. JleMoHCTpaus npe3eHTaluu
Ha 3KpaHe — 3TO BCIIOMOTaTeNIbHbII MHCTPYMEHT, WITIOCTPUPYIOLIUH Bally peyb.

TekcTt Ha cnaitnax dopmatupyercss mo mupuHe. J[as nydiieil KOMIOHOBKM TEKCTa Ha
cnaijie 1meaecoo0pa3Ho MCIOIb30BaTh (DYHKIMH, peaiaracMeie B cpeae Microsoft PowerPoint:
WHTEPBaJIbl, JUHEHKA U JIp.

Paszmep u nBer mpudra noaduparoTcs Tak, YTOOBI TEKCT OBbUT XOpOIIO BHUJCH.
[TomuepkuBanue HE wucnonws3yercs, T.K. OHO B JOKYMEHTE YKa3blBa€T HA THUIEPCCHUIKY.
DJIeMEeHTHI CIIUCKA OTIEISAIOTCS TOUKOH C 3araToi. B KoHIe 00s513aTeIbHO CTaBUTCS TOUKA.
IIpumep:

Karanoru:

— YpOBEHb 1;

— YPOBEHb 2;

— YpOBEHB 3.

OOparuTe BHHMaHHE, YTO TIOCJIE JBOETOYHS BCE JJIEMEHTHl CIHUCKA MUIIYTCS C
ManeHbkoil OykBbl! Eciu crnmcok HaumHaeTcs cpa3y, TO IEpPBbIH AJIEMEHT 3alHChIBAeTCS C
POMHUCHOM (60JIbII0I) OYKBBI, Jajiee — CTPOYHBIMHU (MAJICHBKUMHU).

Ha cxemax tekct nmyuiie popmMaTupoBarh 1o HEHTPY.

B Tabaunax — no yCMOTPEHHUIO aBTOPA.

OOBIUHBIN TEKCT MUIIETCs 0€3 MCTOIB30BaHUS MapKEPOB CIUCKA. BIAensiiTe rmaBHOE B
TEKCTe JPYTUM IBETOM (KeJIaTeIbHO BCE B €IMHOM CTHIIE).

Crnenyer uzberath 3(p(PEeKTOB aHMMAIUU TEKCTa W rpaduKH, 3a UCKIIOUEHHUEM CaMbIX
IIPOCTBIX, HAIIPUMEP MEUIEHHOTO MCUE3HOBEHUS WJIM BO3HUKHOBEHHUS IOJOCAMHU, XOTSA U OHU
JOJIKHBI IPUMEHSATHCS B MEPY.

Hcnonb3oBanue  oOpa3oB u  Metadop, go0aBieHHE  PUCYHKA,  HATJISIHO
JEMOHCTPHUPYIOIIETO OCHOBHYIO MBICITb, C/I€JIaeT MaTepHall 3alIOMUHAIOIINMCS.
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PexomeHyeTcst MCMONIB30BaTh IYCTOH CiIaidjl, YTOOBI CKOHIIGHTPUPOBAaTh BHUMAaHUE
ayIUTOpUU Ha TOM, 4TO BBl roBopute. Ecnm Ha cmaiime Oynmer kakoe-nmubo u300paskeHHe,
BHUMaHHE OyJIeT OTJaHO 3TOMY M300paKE€HUIO, a He BalluM ciaoBaM. [103TomMy mycTele ciiaiibl
MOYKHO BCTaBIISITH IEPE] CIaiIoM ¢ M300pakeHueM, 4ToObl, CHavala ayAuTOpHUs BBICIYILIANA
Bac, a notom yBuJies1a HyKHOE U300paXKeHue.

Lenecoobpa3Ho BbIBOIUTH HH(pOpMamuio Ha chaifn mnocrenenHo. Ilycte cioBa u
KapTUHKHU IOSIBJIAIOTCS MapajlyIesIbHO Balllell «03BYUYKE»: TAaK IOHATHEE, YeEM BECTH paccKa3 I10
CTaTUYHOMY Clanmy.

Hcnonvzosanue ghopmyn

MOHO OCTaBHTbH O0IIYIO (hOpPMY 3aIUCH W/WIIK PE3yabTaT, a 0TOOPaXKaTh BCIO IIETIOUKY
peleHus He HaJo0. bosbioe konuyecTBO (popMyll Ha ciaaiiie He YNTaeTcs.

Ha crnaiin BBIHOCATCS TOJNIBKO camvle enaghvie popmyinsl, TpaQUKH, BETUYNHbI, 3SHAYCHHUS.

Oghopmnenue unnrocmpayuii

O0s13aTeNIbHO WILTIOCTPUPYUTE MPE3EHTALUI0 PUCYHKAMHU, (poTorpadusmMu, HariasAHbIMU
cxeMami, rpadukaMu U quarpaMMamu. SIpkue KapTUHKU OPUBJIEKalOT BHUMaHUE 3G (deKTUBHEE,
4eM CYXOM TEKCT WM, IIOPOH, JaKe OYEHb HEIUIOXas Pedb.

N300pakeHnto Bcerja clieAyeT NPUAABaTh KaK MOXHO OOJBIIMH pa3mep; €clid 3TO
BO3MOYKHO, WJUTIOCTPAIIMA CTOUT PACHPEICITUTh MO0 HECKOJBKUM CliaiiiaM, HeXKeNHd pa3MeliaTh
WX Ha OJIHOM, HO B YMEHBIICHHOM BHJE. H300padcenue 0012icHO 3aHumams He bOonee 60%
pazmepa crauda. VnmocTpauuu JODKHBL ObITH moanuvcanbl. [loamuicn BHIONHE TOIMYCTHMO
pacrioylaraTb He HajJ W HE MOA H300pakeHHeM, a cOOKy, €ClIM OHO, HalpuMep, HMEeT
BEPTUKAJIBHYIO OpHEHTaluio. lcronp3yiiTe rOpH30OHTANIbHOE HampaBlIeHHE TeKCTa. Pasmep
wpugma ons Haonuceti — 0003HaYCHUN HA PUCYHKE Ha 00BEKTaX He Hudice 12 nyHKkmos.

Tpebosanus k ogpopmaenuto ouazpamm

VY nuarpamMMbl JOJDKHO OBITh Ha3BaHME WIIM TAKMM Ha3BaHUEM MOJKET CIIYXKHUThb
3aroJIOBOK cllanja

Jlnarpamma JJOJKHA 3aHUMATh BCE MECTO Ha Ciaije.

JIMHUY ¥ TTOJIMTUCH JIOJKHBI OBITH XOPOIIO BU/IHBL.

Tpebosanus k opopmaeruio mabauy

Hazpanue Tabmuisl.

L{enbHOCTH BOCTIPUATHS.

Ilpasuna nanucanus scce.

Cr0BO «3ccey MPUIIIO B PYCCKUH S3BIK U3 (PPAHITY3CKOTO M STUMOJIOTHYECKH BOCXOIUT
K JIaTUHCKOMY CJOBY exagium (B3BemuBaHue). PDpaniysckoe eSSai MOXHO OYyKBaJbHO
NEPEBECTHU CIIOBAMU OIIBIT, MP00a, MOMbITKAa, HAOPOCOK, OUEPK.

Occe - 3TO COYMHEHHE HeOONbIIOro oObeMa U CBOOOIHONW KOMITO3UIIMU, BBIpAXKarollee
WH/IMBUyalIbHBIC Pa3MBIIIICHAST KOHKPETHOMY BOIPOCY M 3aBEJOMO HE TpEeTeHIyIoIee Ha
OTIPENIeNIAIONIYI0 WM NCUEPIIBIBAIOILYIO TPAKTOBKY IpeIMeTa.

Ilenp 3cce COCTOMT B pa3sBUTHM TaKUX HABBIKOB, KaK CAMOCTOSITEILHOE TBOPYECKOE
MBIIIIEHHE U TUCbMEHHOE U3JI0’KEHUE COOCTBEHHBIX MBICIIEH.
CtpykTypa 3cce onpenensieTcst IpeabsBIsIeMBIMA K HEMY TPeOOBaHHSIMH:
1. Msicau aBTopa 1o npodiiemMe u3nararTcs B popMe KpaTKux TE3HCOB.
2. MBpIcib 1o/mKHA OBITH MTOJKPEIUIEHa apTyMEHTaMH.
3. Dcce T0KHO UMETh BBEJICHHUE U 3aKJIIOUCHHE.
[Tpu HanMcaHUM cCe BaXKHO TAK)KE YUUTHIBATH CIEAYIONIHE MOMEHTHI:
1. Bcerymnnenue M 3aKiroueHHE JOJDKHBI (DOKYCHpOBaTh BHMMaHUE Ha mpoOsieme (BO
BCTYIUIEHUU OHA CTAaBUTCS, B 3aKJIFOUYEHUU - PE3FIOMUPYETCSI MHEHHE aBTOpPA).
2. Heo0xomumo BeiienieHNE a03a1ieB, KPACHBIX CTPOK.
3. Heo0xoauMoi sBsieTCs sicHasl, IOrH4YecKasi CBI3b a03alieB.
4. CTwibp WM3JIOKEHUS: 5CCe TMPHUCYIIM SMOIMOHAIBHOCTh M JKCIPECCHBHOCTD,
XYI0KECTBEHHOCTb.
Ilpasuna nod2omosku K 3auemam u 3K3aMeHaM.:
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* Jlyumie cpa3y COpMEHTHpOBATHCS BO BCEM MarepHaje M 00sS3aTeNIbHO PAaCIOIOXKHTh
BECh MaTepHajl COIJIACHO SK3aMEHAI[MOHHBIM BOMpocaM (WM BONpOcaM, OOCYXIaeMbIM 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

I_Ie.]'II/I H 3a1a4YM1 JTUCHUIIIMHBI — TpeﬁDBaHI/Iﬂ K pe3yJbTaTaM 0CBOCHUA NTUCHUIIJINHBI:

B pe3synbrare ocBOCHUS AUCIUIUIMHBI 00YYarOUTUNCS JOJIKEH YMeTh!
Y1 odopMisTh OpraHM3alMOHHO-PACTIOPATUTEIbHBIE TOKYMEHTHI B COOTBETCTBHU C
nerictByromum 'OCTowm;
V2 ocymecTBiasATh 00pabOTKY BXOISIINX, BHYTPEHHHX M HMCXOJSIIUX JTOKYMEHTOB,
KOHTPOJIb 32 UX HUCIIOJTHEHUEM;
VY3 obopMIsaTh JOKYMEHTHI AJIsl IEpejaud B apXUB OpraHU3aI1H;

B pe3ynbpTare 0CBOCHHS AUCIUILUIMHBI 00YJarOITUHCS JOJKEH 3HATD.

31 noHsTHE JOKYMEHTA, €r0 CBOICTBA, CIIOCOOBI JJOKYMEHTUPOBAHUS;

32 mpaBwia cocTaBieHUsT W OGOPMIICHHS  OpraHU3AIMOHHO-PACTIOPSIUTEIBHBIX
TOoKyMeHTOB (najnee - OPJ1);

33 cucreMy W THIIOBYIO TEXHOJOTHIO JTOKYMEHTAIMOHHOTO OO0ECHeYeHUs YIpaBJICHUS
(manee - 10Y);

34 0coOEHHOCTH JEIONMPOU3BOJACTBA 1O OOpalmIeHHAM TpakIaH M KOH(HUICHINATBHOTO
JeJI0NIPOU3BOCTBA;

TpeGoBanus Kk pe3yibTaTamM 0CBOCHUS TMCHHUILINHBI:
[Ipomecc wm3yyeHus AUCHUIUIMHBI HAmMpaBlieH Ha (HOPMUPOBAHHE CIEAYIOIIUX
KOMIIETCHIINN:
OK1-58,9IIK1.1-1.4,1.6

OK 1. [loHumarh CyIIHOCTh M COLMAJIbHYIO 3HAYUMOCTb CBOEHM Oynyuied mpodeccuw,
IIPOSIBIIATH K HEH YCTOMYUBBINA UHTEPEC.

OK 2. OpranuzoBbIBaTh COOCTBEHHYIO [E€ATEIbHOCTh, BBIOMpPATh THUIIOBBIE METOILI U
CIOCOOBI BRITMIOJTHEHHUS MPOPECCHOHANTBHBIX 33]1a4, OIIEHUBATh X A()PEKTUBHOCTh U KA4€CTBO.

OK 3. HpI/IHI/IMaTL pemieHuA B CTAHAAPTHBIX U HCCTAHAAPTHBIX CUTYyallUAX U HECTU 3a HUX
OTBCTCTBCHHOCTD.

OK 4. OcymecTBiasTh MOUCK W UCHOJIb30BaHME HHGOpMalMU, HEOOXOAUMOM IS
3(pPEKTUBHOTO BBIMTOJHEHUS MPO(GECCHOHANBHBIX 337a4, NPO(EeCcCHOHANBHOTO U JIMYHOCTHOTO
pasBUTHSL.

OK 5. Hcnomp3oBarh  HMH(POPMAMOHHO-KOMMYHHKALIMOHHBIE  TEXHOJIOTHH B
npodeCcCHOHATBLHOMN 1eATETbHOCTH.

OK 8. CamocToATeNnbHO ONpenessiaTh 3aaud MNPOo(EeCCHOHATBLHOTO U JIMYHOCTHOTO
pa3BUTHS, 3aHUMATbCcs  caMOOOpa3OBaHHWEM, OCO3HAHHO  TUIAHWPOBATh  TOBBINICHUE
KB (DUKALIHH.

OK 9. OpueHTHpOBaTHCS B YCIOBUSAX MOCTOSIHHOIO U3MEHEHUS IPaBOBOi 0a3bl.

IIK 1.1. OcymecTBasaTh NpodeccuoHanbHOEe TOJIKOBAaHHE HOPMATHUBHBIX MPABOBBIX aKTOB
JUIS peau3alyy IpaB TpakaaH B cepe MeHCHOHHOTO 00eCTIeYeHNS U COLIMAIbHOM 3aIUTHI.

I[IK 1.2. OcymecTBiaTh NMpUEM TpakJIaH IO BOIMPOCAM TEHCHOHHOTO OOECIEYCHHS U
COLIMAIBbHOM 3aIIUTEL.
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IIK 1.3. PaccmarpuBaTh makeT AOKYMEHTOB [UIsi Ha3HA4YCHUs TIEHCHH, TIOCOOMH,
KOMHeHcaHHﬁ, I[pyI‘I/IX BBIIIJIAT, 4 TaKXKC Mep COHH&HBHOP’I HOI[I[ep)KKI/I OTACJIIBHBIM KaTeFOpI/ISIM
rpakJiaH, HY>KJIAIOIKUMCSI B COIIMAJIBHOM 3aIlUTe.

IIK 1.4. OcyiiecTBisATh yCTaHOBJICHUE (Ha3HAYEHUE, TIEpEepacyeT, MEePeBO/T), HHACKCAIUIO
¥ KOPPEKTHPOBKY TICHCHIA, Ha3HAUYCHUE MMOCOOUH, KOMIICHCAIIMIA 1 JAPYTUX COMHAIBHBIX BBITLIAT,
UCTIONB3Ysl HHPOPMAIMOHHO-KOMIIBIOTEPHBIC TEXHOJIOTHH.

IIK 1.6. KoHcynbTupoBaTh rpakJjaH ¥ IpeaCcTaBUTENEH IOPUAMYECKUX JIUIL 110 BOIPOCaM
NICHCUOHHOTO 00€CIIEUYeHUS U COLMAIBHOM 3alUTHI.

KPUTEPUU OHEHKH

Onenka

Kpurepun

OTJIIMYHO

BeicTaBisieTcss  0Oyd4aromemMycsi, €Clii OTBET IIOKa3blBaeT TIyOOKoe u
CUCTEeMAaTUYECKOE 3HAaHWE BCEro MPOTPaAaMMHOIO MaTepuana u CTPYKTYPBI
KOHKPETHOTO BOMNPOCA, a TaKXKE OCHOBHOTO COJCpPXKaHUS U HOBAaIUN
TIEKIIMOHHOTO Kypca 10 CPaBHEHHIO ¢ yueOHOH auTepaTypoid. O0yyaromuiics
NEMOHCTPUPYET OTYETIMBOE M CBOOOJHOE BIAJEHHE KOHIETITYaJbHO-
MOHSATUMHBIM  anmapaToM, HAay4YHbBIM  SI3BIKOM M T€PMHHOJOTHEH
COOTBETCTBYIOIICH HAy4YHOH 00JacTH. 3HAHWE OCHOBHOW JHMTEpaTyphl H
3HAKOMCTBO C JIOTIOJTHUTEIHHO PEKOMEHJI0BAHHOW TUTepaTypoii. Jloruuecku
KOPPEKTHOE U YOeTUTENbHOE U3JI0KEHUE OTBETA.

XOpOLIO

BricTaBisercs 00ydaromieMycsi, €Clid €ro OTBET JIEMOHCTPUPYET 3HaHHUE
V3JIOBBIX MPOOJIEM MpOrpaMMbl U OCHOBHOTO COJEP)KaHUS JIEKIIMOHHOTO
Kypca; yMEHHE TOJIb30BaThCSl KOHIIETITYAIbHO MOHATHUMHBIM arapaToM B
[pollecCe aHalli3a OCHOBHBIX MPOOJIEM B paMKax IaHHOW TEMbl;, 3HaHUE
BOKHEUIINX pabOT W3 CHUCKA PEKOMEHIOBAaHHOW JUTEparyphl. B memom
JIOTUYECKH KOPPEKTHOE, HO HE BCErJa TOYHOE U apryMEHTHPOBAHHOE
M3JI0’KEHUE OTBETA.

YAOBJICTBOPUTCIBHO

BeicraBisiercss  00ydaromemycsi, €ClIM  €ro  OTBET  JEMOHCTPUPYET
(bparmMeHTapHble, TOBEPXHOCTHBIEC 3HAHUS BXKHEHIINX Pa3/IesIOB MPOrPaMMBbI
W COJEP)KaHUS JIEKIMOHHOTO Kypca; 3aTpyJHEHHUS C HCIIOIb30BAHUEM
HAyYHO-TIOHATHITHOTO ammapata ¥ TEPMHHOJOTHH Y4YeOHOU TUCIUILIMHBI,
HEIIOJIHOE 3HAKOMCTBO C PEKOMEHIOBAHHOM JMTEPATYpPOW; 4YaCTUYHBIC
3aTPYAHCHUS C BBIIIOJIHEHUEM IIPEAYCMOTPEHHBIX IPOrpaMMOM 3aJlaHUM;
CTPEMJICHHUE JIOTUYECKH OIIPENEICHHO U MOCIEI0BATEIbHO H3JI0KHUTh OTBET.

HCYHAOBJICTBOPUTCIIBHO

BricTaBisieTcss 00yJaromemMycsi, €Cll €ro OTBET JASMOHCTPHPYET HE3HaHUeE,
MO0 OTPBIBOYHOE MPEJCTABICHHWE O JAaHHOW MpoOiieMe B paMKax ydeOHO-
POTPAMMHOTO MaTepuasa; HEyMEHHE HCIOIb30BaTh MOHATUHHBIN armapar;
OTCYTCTBHE JIOTUYECKOI CBS3U B OTBETE.
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COIEPXXAHUE CAMOCTOSTEJIBHBIX PABOT (JOMAIIITHHUX 3A JAHUIN)

Tema 1. JlokyMeHTHpPOBaHME YIIPABJIEHYECKOI 1eATEJTbHOCTH
CamocrosiTesibHas padoTa odyuyawmuxcesi. OdopmieHue u 3anmra pedeparon 1Mo Teme:

«/loKxyMeHTHpOBaHNE YIIPABICHUYECKOU EATEIbHOCTH
Kontposmpyemsbie komnerenuuu: 1K 1.1, T[IK 1.3, OK 1, OK 3, OK 8. OK 9.

Tema 2. CucreMa OpraHu3alHOHHO-PACTIOPAIUTETbHOMH JOKYMEHTALIMU
CamocrosiTeibHast padora o0yJaromuxcs.

CocraBnenue u oQopMIIeHHe HOMEHKJIATYPHI JIe]T OpraHu3alun
KonTposmpyembie komnerenuuu: OK 2.

Tema 4 JIoKyMeHTBI 10 BHEIIIHE-I)KOHOMUYECKOIi 1esITeIbHOCTH

CamocrosiTesibHast padoTa 00y4arOLIUXCS.
Cocrasiieare 1 0pOpMIICHHE TIHCEM.

KonTposnpyembie komnerenuuu: [1K 1.6, OK 2.

Tema 7. ABTOMaTH3aIUsl NMPOLECCOB JOKYMEHTAIIMOHHOIO 00ecnedeHus ypaBJIeHUus!

CamocrosiTeibHasi padora odyqarommxcesi. OdopmiieHue U 3ammra pedeparoB U npe3eHTauui
10 TeMe: «ABTOMATU3aLUs MPOLIECCOB JJOKYMEHTAIMOHHOTO 00ECTIeYeHNs YyIIPaBICHH»

KonTposmpyembie komnerennuu: OK 4, OK 5.
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IlepeyeHb OCHOBHOWI W [ONMOJIHUTEJbHON JIUTEPATYpPbl, HHTEPHET—PECYPCOB,
HeO0XO0AUMBIX /IJIfl BHINOJTHEHHUS MPAKTHYECKUX U CAMOCTOSITEJILHBIX padoT

OcHoBHas nuTeparypa:

JIOKyMEHTAITMOHHOE OOCCIICUCHHE YIpaBieHUsT [DJIEeKTPOHHBIN pecypc]: y4eOHuUK /
T.A. beikoBa, E.A. Cxpunko, F0.M. Kykapuna, A.}O. KonbkoBa, C.A.I'7noToBa. — DIJIEKTPOH.
TekcToBbIe naHHble. — MockBa: KuoPyc, 2018. — 266 c. — Jlnsa CITO. — ISBN 978-5-406-
05649-3. - Pexum aoctyna: https://www.book.ru/book/926891 - 55C BOOK.ru, mo mapoJito

JlononHUTENBHAS IUTEPATYpA:

JlokyMeHTallMoHHOe ~ oOecrieueHne  ympaBieHuss (C  OCHOBaMH  apXUBOBEICHHS)
[DnexTpoHHBIH pecypc]: yaebnoe nocobue / M.U. bacakoB. — DIEKTPOH. TEKCTOBBIC TaHHBIC. —
Mocksa: KaoPyc, 2018. — 216 c. — /[ CITIO u HITO. — ISBN 978-5-406-06067-4. - Pexum
noctyna: https://www.book.ru/book/926606 - 35C BOOK .ru, 1o maposto

JIOKyMEHTAIIMOHHOE O0ecIieYeHUe yIpaBieHus: [DIeKTpOHHBIH pecypc|: yueOHHK /
B.B. BapmyHn. — DnekTpoH. TeKCTOBbIe AaHHble. — Mocksa: FOctumms, 2018. — 271c. —
CITO. — ISBN 978-5-4365-1585-4. - Pexxum noctyma: https://www.book.ru/book/924242 - 5bC
BOOK .ru, o naposto

JIoKyMeHTaIIMOHHOE O0ecIieueHHe YIPaBICHUYECKUX MPOIECcCOB [DIIEKTPOHHBIN pecypc]:
yuebnoe mocobue / JI.B. lllupokoBa, N.A. AcrappreBa. — DIEKTPOH. TEKCTOBBIE JaHHBIC. —
MockBa: Pycaiinc, 2018. — 110c. — ISBN 978-5-4365-1355-3. - Pexum poctyma:
https://www.book.ru/book/926766 - 95C BOOK.ru, 1o maposto

HNuTepHer-pecypcebl:
1. http://window.edu.ru/ - Eauaoe okHO J0CcTyma K 00pa3oBaTeIbHBIM pecypcam

2. http://school-collection.edu.ru/ - Emunas xoiutekuus nudpoBbIX 00pa30BaTEIbHBIX
pecypcoB, BKIOYarolias IU(poBbie 00pa3oBaTe/ibHBIE PECYPCh, METOAMYCCKUE MaTepHAIb,
TEMaTHYECKHE KOJUIEKIIMH, WHCTPYMEHTHI (IPOrpaMMHBIE CPEJCTBA), MpeIHa3HaYEHHBIE JIIs
HOJJIEPXKKH y4eOHOM IeSTeTbHOCTH U OPraHu3alliK y4eOHOro mporecca
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