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1. MIOACHUTEJIBHAS 3AIIMCKA

K METOAUWYECKHUM PEKOMEHIALNUAM 110 BBIIIOJTHEHHUTIO
INPAKTUYECKHUX PABOT

[Ipo4HOCTh, OCO3HAHHOCTH W JICKCTBEHHOCTh 3HAHWKW OOydYalOIIMUXCA Haubosee
3 dexTuBHO OOECTICUnBACTCS TPHU IMOMOIIM AKTUBHBIX METOJ0B. Cpelr HHX BaXXHOE MECTO
3aHUMAIOT MPAKTUYECKUE 3aHITHS.

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

[Ipy BBIMOJHEHWH NPAKTUYECKUX PAOOT BBIPAOATHIBAIOTCS YMEHHUS aHAJIM3UPOBATh,
CpaBHUBaTh, 0000mIaTh, JCJNAaTh BBIBOJABIL.  BBINOJHEHHWE 3aJaHUS  JOJDKHO  OBITh
apryMEHTHPOBAHHBIM, OTBETHI Ha 3aJIaHUs TTPEACTABIICHBI MTOJTHO.

Meroandeckue yka3zaHWsl 1O BBITIOJIHEHMIO TPAKTUYECKUX 3aJaHuiM, pa3paboTaHbl B
MOMOIIb CTYIEHTaM JJS CaMOCTOSATEIHHOTO BBHIMOJHEHHS WMH TMPAKTHUYECKUX pador,
IPEyCMOTPEHHBIX pabouel porpaMMoii.

[IpakTrueckue 3aHATHS TPOBOJATCS MOCIE U3YYEHHUS] COOTBETCTBYIOIIMX TEM pa3JesioB.
BrinmonHenue cryaeHTaMu MpakTHUYECKUX pPaOOT TMO3BOJSIET MM TOHSATh, KaK H3ydaeMble
TEOPETUYECKHE TMOJIOKECHHSI U MPAKTHYECKHEe YMEHHS MOTYT OBITh HCIOJB30BaHBI B OyIyIei
IIPaKTHUYECKON NEATEIbHOCTH.

B nporecce npoBeneHuss NpakTUYECKUX 3aHIATHI CTYAEHTAM INPEIaraeTcs BbIITOJIHEHUE
pa3IUYHOTO POoJa 3aJaHui, B TOM YHCJIE PEIICHHE CUTYallMOHHBIX 3a7a4 (MHOTHE U3 KOTOPBIX
COCTaBJICHBI HA OCHOBE M3YUEHHOU Cy/1e0HOM MPaKTUKU CyI0B 00IIel Iopucaukiuu Poccuiickoit
®denepannn); MOATOTOBKA HWCKOBBIX 3asBJICHUN WJIM OT3bIBOB HAa HHUX; pa3pabOTKa TEKCTOB
JIOTOBOPOB U COIJIALIEHWW; MOJATOTOBKA YCTHBIX JIOKJIAJOB HA 3aJaHHYI0 TEMY; HalUCaHUE
HEOOJBIINX pedepaToB M 3Cce; MPOBEACHHE MOJENBHBIX CYAEOHBIX IPOILIECCOB U KPYIJIBIX
CTOJIOB IO IMCKYCCHOHHBIM BOIIPOCAM IIPaBa; PELICHUE TECTOBBIX 3a1aHUM.

OTBeT HaA MPAKTUYECKOM 3aHATUU HE TMPEIAINOoJaraeT MPOCTOTO UTEHUS TOTOBOTO

MaTepuana, CTYICHT JOJDKeH OTBedYaTh CBOOOJHO, mpuberas K IIOMOIIU 3apaHee
MOATOTOBJICHHOTO MaTeprayia. CTyleHTaM, UMEIOIUM TPOOJIEeMBbl ¢ AWKIUCH W/WIH ToJadei
MaTepualla, UMEET CMBICII IPOTOBOPUTH CBOE BBICTYIUIEHUE 3apaHee.
[{enpr0 MPaKTUYECKUX 3aHATUHN SIBISIETCS 3aKPEIUICHUE TEOPETUUECKUX 3HAaHUKM U TTpHoOpeTeHne
MPAKTUYECKUX YMEHHH U HaBBIKOB, (opmupoBaHHEe MTPO(HECCHOHATBHBIX U OOIIUX
koMmreTeHmi. Kaxmoe W3 NpakTHYECKUX 3aHATHM MOXET TPEACTaBIATh HEOOIBIIOE
3aKOHUYEHHOE UCCIIEA0BAHNUE OJJHOTO U3 TEOPETUYECKUX BOIIPOCOB U3y4aeMOM JUCLUILIMHBI.

2. METOOAUYECKHUE PEKOMEHIAIIUU 110 BBINIOJIHEHUIO NTIPAKTUYECKHUX
PABOT

HCJII/I M 3aJJa4YM JUCHHUIIIMHBI — TpEﬁOBaHI/IH K pe3yJdbTarTaM 0CBOCHUA TUCHUIIJIHHBI:

B pe3ynbraTe 0CBOCHUS TUCIUILIMHBI O0YYaIONIHIACS JODKEH YMETh:

HMeTh MPAKTHYECKHUI ONBIT:

Ol opranuzanuu padboOThl TOJYMHEHHBIX U JTOKYMEHTALMOHHOIO O0ECIeUeHus yIpaBIeHYeCKOi
NESTEIbHOCTH, COOIIOICHHSI pEXKIMa CEKPETHOCTH;

yMeThb:

V1 pa3pabareiBaTh INIAHUPYIOILYIO, OTYETHYIO M JPYTYIO YIPABICHYECKYIO JOKYMEHTAIHIO;
3HATh:

31opraHu3anuio CUCTEMbI yIPaBICHHs], KaJPOBOro, HH(HOPMAIIMOHHOTO U JOKYMEHTAIIHOHHOTO
obecrieueHus yrpaBiIeHYECKON AeITeIbHOCTH (TI0 MPOQHUITIO TTOATOTOBKH);

TpeGoBaHnus K pe3yJbTaTaM 0CBOEHUS TUCHUILINHBI:



[Ipouecc wm3ydyeHHs AMCUMIUIMHBI HalpaBleH Ha (QOPMUPOBAHUE CIEIYIOIINX

komnerennuii: [1K 2.2

[IK 2.2. OcymiecTBIATh  JOKYMEHTAIIMOHHOE  oOecrieueHrue  yIpaBiIeHUYECKOM
JESTEIIbHOCTH.
KPUTEPUU OLHEHKU
Onenka Kpurepun

OTJINYHO

BricraBisiercsi o0ydaromeMycs, €Clu OTBET IOKa3bIBaeT TIyOOKoe U
CUCTEeMAaTUYECKOE 3HAHME BCEro MPOrpaMMHOT0 Marepuajia |
CTPYKTYpPbl KOHKPETHOTO BOIPOCA, & TAK)KE OCHOBHOTO COJCPIKAHUS U
HOBAIIMI JIEKIIMOHHOTO Kypca M0 CPaBHEHHUIO ¢ yueOHOU JHUTEpaTypou.
OO0y4armuiicss TEMOHCTPUPYET OTYETIIMBOE W CBOOOJHOE BIIAJICHUE
KOHIENTYaIbHO-IOHSATUAHBIM  amlmapaToM, Hay4HbIM SI3bIKOM U
TEPMHHOJIOTHEN  COOTBETCTBYIOIEH Hay4dHOM oOsiactu. 3HaHHE
OCHOBHOIl ~ JHTepaTypbl U  3HAKOMCTBO C  JIOMOJHHUTEIHBHO
PEKOMEHJOBAHHOW  JuTepaTypor.  JIOrMYeCKM  KOPpEKTHOE U
yOeTuTeNIbHOE H3JI0KEHHE OTBETA.

XOpOLIO

BricTaBisieTcst 00y4aroniemMycsi, €Clid €ro OTBET JIEMOHCTPUPYET 3HAHUE
Y3JI0BBIX MPOOJIEM MPOTPaMMbI U OCHOBHOTO COJIEpKaHUS JIEKIIMOHHOTO
Kypca; YMEHHE MOJIb30BaThCsl KOHIENTYaJIbHO MOHATUNHBIM aIlIapaToM
B IIPOIIECCE aHajdu3a OCHOBHBIX NPOOJEM B paMKax JaHHOW TEMBI;
3HaHWE BAKHEUIIUX pabOT M3 CIHCKAa PEKOMEHOBAaHHOM JUTEPATYPHI.
B memom gnoruuecku KOpPpPEeKTHOE, HO HE Bcerja TOYHOE U
ApPryMEHTHPOBAHHOE M3JI0’KEHHUE OTBETA.

YAOBJICTBOPUTCIBHO

BoicTaBisiercs oOywaroniemycsi, €clii €ro OTBeT JAEMOHCTPUPYET
(dbparMeHTapHbIe, TOBEPXHOCTHBIC 3HAHHS BaXHEHIIUX pa3ieiioB
[MpOrpaMMbl U COJEpKaHUs JIEKIIMOHHOTO Kypca; 3aTpyJHEHHs C
MCIIOJIb30BAHUEM HAYYHO-TIOHATUHHOIO armapara U TEPMHUHOJIOTUU
y4eOHOW JTUCIHUIIIMHBI, HETMOJHOE 3HAKOMCTBO C PEKOMEHJIOBAHHOMU
JITEepaTypou; YaCTUYHbIC 3aTpPyIHEHUS c BBITIOJIHEHUEM
MPEIYCMOTPEHHBIX MPOrPAMMOMN 3aJaHU; CTPEMJICHHE JIOTHYECKHU
OIPEACIEHHO U NTOCIEA0BATENBHO U3JIOKUTH OTBET.

HEYIOBJIETBOPUTEIBHO

BricTaBisercs 00ydarolieMmycsi, €clid €ro OTBET JIEMOHCTPUPYET
He3HaHMe, JMO0 OTPBHIBOUHOE MPEACTaBICHUE O JaHHOM mpobieme B
pamMKax y4eOHO-TIPOTpaMMHOr0 MaTepuana; HEyMEHHE HCIOJIb30BaTh
[OHSITUIHBIN anmapar; OTCYTCTBUE JIOTUYECKOM CBSI3U B OTBETE.




COAEPXAHUE ITPAKTUYECKUX PABOT

IIpakTuyeckas padora

TEMA 1 lokyMeHT, 1I0KyMeHTalHusl, JOKyMEHTHPOBAHHE
Leas padoThi: NpUOOPETCHHE HABBIKOB COCTABJICHUS M O(QOPMIICHHS paCIOpPSIUTEIbHBIX

JAOKYMCHTOB.

IIpakTnyeckoe 3ansitue 1

Ananusz HOPMAaTUBHO-MCTOAUYCCKUX NJOKYMCHTOB

3a,I[aHI/I€ Ha COOTBETCTBUC.

HaumenoBaunue
HOPMATHUBHBIX  IPaBOBBIX
JIOKYMEHTOB

XapaKTepI/ICTI/IKa HOPMATUBHBIX ITPABOBBIX TOKYMCHTOB

[IpaBoBoii akT

MUCHbMEHHBIA OQUIMAIBHBIN JOKYMEHT, NPUHATHIA (U3JaHHBIN)
IIPAaBOTBOPUYECKHUM OPraHOM B IIPEJIENAX €ro KOMIETEHLIUN

M HAmnpaBJICHHBbIH HAa YCTAHOBJIEHHWE, M3MEHEHHE WIH OTMEHY
MIPaBOBBIX HOPM.

HopMmartuBHbIli  mpaBoBOM
aKT

O(UIMAIbHBIN MUCHMEHHBIN TOKYMEHT WIH JCHCTBHE,
UCXONAIIME OT YIOJHOMOYEHHBIX OpraHa TOCYyAapCTBEHHOM
BJIACTU WJIM MECTHOT'O CaMOYIpPaBJEHUs, JOJHKHOCTHOIO JIMIIA,
KOTOPBIMU yCTAHABIIUBAIOTCS ONPE/EICHHBIC TIPABUIIa TTOBEICHUS
Y4aCTHUKOB OOIIIECTBEHHBIX OTHOIICHHIH.

Konctutymus

HauWBBICIIAsE TpaBoBas (opma, B KOTOPOH OQHUIMAIBHO
3aKPEIUIAIOTCS LIEHHOCTH, WHCTUTYTBI U HOPMBI
KOHCTUTYIIMOHHOTO CTpOsl, OCHOBBI T'OCYAapCTBEHHO-IIPABOBOTO
peryapoBaHUs Ka4eCTBEHHBIX OOLIECTBEHHBIX CBSA3EH

Y OTHOLLIEHUH rOCYAAPCTBEHHOM BJIACTH.

YcraB

HOPMATUBHBIM aKT, MNPUHATBIA B OCOOOM TIOPSIKE BBICIINM
MIPEACTaBUTEIHHBIM OPTAaHOM 3aKOHOIATEILHOM BIIACTH

aub0  HEMOCPEACTBEHHBIM  BOJIEU3BSABICHHEM  HacelleHUs
(manmpumep, B TopsAnke pedepeHaymMa) U PETYIHPYIOIIUN
HanboJsiee BAKHBIE U YCTONYMBBIE OOIIECTBEHHBIE OTHOIIICHUSI.

3akoH

YCTQHOBJICHHBIN rocyJapcTBOM (rocynapcTBamu),
COOCTBEHHHMKOM MMYILECTBA JINOO OOIIECTBEHHON OpraHu3anueit
CBOJI TPaBWJI, PErYIUPYIOUIMX: MPABOBOM CTAaTyC KOHKPETHBIX
IOPUAMYECKUX JIMIL (YHUTAPHBIX MPENNpHUATHH, XO03SHCTBEHHBIX
06H.[€CTB U TOBApHUIICCTB, 06H.[CCTB€HHLIX H  PCIMUTHO3HbIX
opraHu3arui, mpohcorw30B H T.JI.) U JIp.

Kozxekce

CBOJIHBII 3aKOHOJATEIbHBIA aKT, B KOTOPOM OOBEAMHSIOTCS M
CHUCTEMaTU3UPYIOTCA MpaBOBBIE HOPMBI, perynupyronme
CXOJIHBIE, OJTHOPOJIHBIE OOIIECTBEHHBIE OTHOIICHUSI.

ITon3akoHHEIN akT

IPOM3BOJUTCS HA3HAUYEHHUE U OCBOOOXKIEHUE OT JOJKHOCTH
BBICIIMX JOJKHOCTHBIX JIML, BBOAUTCS PEKUM YPE3BBIYANHOIO
MIOJIOXKEHUS  WJIM  BOCHHOIO  IOJOXKEHHUS, IMPOU3BOJIUTCS
HarpaxJIe€HUe OpJAEHAaMH U MEIAJSIMH, IPUCBOCHUE BBICIIMX
BOMHCKUX M TIOYETHBIX 3BaHUM, OQOPMIISIOTCS pEeLICHUS
00IIEHOPMATUBHOTO XapaKTepa.

Vka3

MIPaBOBOM aKT OpraHa rocy/1apCTBEHHON BJIACTH, UMEIOIINIA Ooee
HU3KYIO IOPUIMYECKYIO CUITY, YEM 3aKOH.




IIpakTnyeckoe 3ansiTue 2

CocraBneHue pacnopsAUTENbHON TOKyMEHTAllUU: COCTaBlIeHHWE M O(OpMIICHHE NpUKa3a H
paciopsHKEHHUS.

3ananue 1. W3paiite mpuka3 OT MMEHM HadajlbHUKAa IPaBOOXpaHUTENbHOro opraHa H. or
01.11.20xx o mpoBeIEeHWH WHBEHTApU3AIMH TOBAPHO-MATEPUAIBHBIX 1IEHHOCTEH Ha CKJIajie U
Ha3HAYeHUM JJI 3TOr0 KOMHUCCHIO II0J IpPEICEeNarenbCcTBOM HaudaidbHuKa Thula C.. B cocraB
KOMHCCHH BKJIIOUYEHBI I1aBHBIM Oyxrantep P.B.J/lenexkuna u Oyxranrep JK.B.Komeiikuna. B
IIPUKa3€e MOPYYEHO MPEACTABUTH HA YTBEP)KICHHUE JTOKYMEHTBI CKJIAJCKOTO Y4e€Ta U OTYETHl 00
OCTaTKax TOBAPHO-MAaTepHAIbHBIX IEHHOCTEW 1o coctosiHuio Ha 01.11.20xx. MHBeHTapu3anus
JoJKHA OBITH TIpoBeeHa 1o 01.12.20xx.

3ananue 2. Uznaiite pacnopsbkenue ot 06.04.20xx 0 cO3JaHUM CJIEACTBEHHOH IpymImbl MO
paccie0BaHUI0 YroJoBHOro fena Ne XX M Ha3HAu€HUM CTaplIero TIpyNIbl HadalbHUKA
CJIeICTBEHHOT0 oTaeneHus H.

IIpakTHyeckoe 3ansaTHe 3

CocraBiieHHE PACIOPSAIUTEILHON JOKYMEHTAIlMU: COCTAaBICHHE M OQOpMIIEHHE IpHUKa3a o
IpueMe Ha TOCYAapCTBEHHYIO CiIykOy (iobas InTaTHas JIOJDKHOCTh — COTPYIHHKA
NPaBOOXPAaHUTEIBHOTO OpraHa, aHKETHBIC JaHHBIC - JIMYHBIC) W JIMYHBIA JIUCTOK MO YyYeTy
kaapos (popma T-2).

IIpakTu4eckoe 3ansaTue 4
OcobenHoctu opopMIICHUSI U COCTABIEHUS OPTraHU3aIMOHHBIX NOKyMeHTOB. CocTaBiieHUE U
oopmieHnEe TOKHOCTHON MHCTPYKIUH.

3aganne  1.CocTaBbTe  JOJDKHOCTHYIO — MHCTPYKLHIO  COTPYJHHMKA  IOJApa3feieHUs
JIeJTOTIPOU3BOICTBA (CIICIIUAIIUCT, MHCTIEKTOP, HAYaTbHUK TTOAPA3ICTICHHS)
Pexsuzumvi ghopmynapa 00axcHOCMHOU UHCIPYKYUU.

HaMMEHOBAHWE OpTraHU3aIHH;

HalMEHOBaHME BU/1a JOKYMEHTA;

nara;

PEruCTpAallMOHHBINA HOMED;

MECTO COCTaBJICHHUS;

3aroJIOBOK K TEKCTY;

rpu¢ yTBEpKACHUS;

TEKCT;

HO/IIHCh;

0. oTTHCK ITEUaTH;

1. BU3BI corylacoBaHus;

12. BHW3a 03HAKOMIICHHSI.

13. conep:kanue MHCTPYKIMH: pa3aebl.

RBOO~N O~ R

IIpakTnyeckoe 3ansiTue 5
Cocrasnenue u opopmiieHHE TUTAHOBOW U OTYETHON JOKYMEHTAIIHH.

3aganue 1. CocraButh M 0¢GOpMHTH TpaduK INpuUeMa TIpaxIaH PYKOBOACTBOM OpraHa
BHYTPEHHHX J1eJ1 (MHOT'O NMMPAaBOOXPAHUTEIHLHOTO OpraHa).

3ananue 2. CocTaBUTh OTYET yYaCTKOBOIO ynojJHoMo4deHHoro noauuuu H.- ro OMB/I Poccun
nepen HacesieHueM 3a 20XX TO/I.



KonTpoaupyembie komnerennuu: [1K. 2.2. O1 V131

IIpakTHyeckas padora

Tema 2 Opranusanusi J0KyMeHT0000poTA

Heas padoThl: npuoOpeTeHNE HABBIKOB COCTABICHHS M O(GOpMIICHUS HH(POPMAIIMOHHO-
CIIPaBOYHBIX JOKYMEHTOB.

IIpakTnyeckoe 3ansitue 1
Cocrasnenue u opopmiieHue HHPOPMAITTOHHO-CIIPABOYHON TOKYMEHTAIUH: aKT.

3aganue
CocraBnenue u opopmiieHHe akTa 0TOOpa JOKYMEHTOB JJISi YHUYTOXKCHHUS.
Cocrasiienne u opopmiieHHe aKTa 00 YHUYTOXKCHUU JOKYMEHTOB.
CocraBnenue u opopmiieHHe akTa o mepefade JOKYMEHTOB Ha apXHMBHOE XpaHEHHUE.

Pexsuzumur popmynapa akma:
— HAMMEHOBAaHHE OpraHM3allK (HAUMEHOBAHUE CTPYKTYPHOTO MOApa3/ieieHHsl (€CIU €CTh));
— HaWMEHOBaHUE BHJIA IOKYMEHTA;
— Jnara;
— PperucTpaloOHHBIA HOMED;
— MECTO U3JaHHS;
— rpu( yTBEp)KICHUS JOKYMEHTA;
— 3aroJIOBOK K TEKCTY;
— TEKCT;
— OTMETKa O HAIMYHH MPUIIOKCHHUS;
— MOANMUCH (YIECHOB KOMHUCCHUN);

IIpakTuyeckoe 3ansiTue 2

Opranuzanus J0KyMeHT0000poTa.
3amaunue 1

1. CocraBnenne nuarpaMmMsl xona aelcteuil «llopsinok ABMKEHHS JOKYMEHTOB B OpraHU3alluu
(YupexxaeHud, IPEATPUSITHH )».

2. O6paboTKa MOCTYNAONUUX JOKYMEHTOB. 3aMl0JIHEHHE PETUCTPAIMOHHON KapTOUKH:

1. Ha OymMa)kHOM HOCHUTEIIE.

2. 3NIEeKTPOHHBII 00pa3 perucTpaluOHHON KAPTOUKH.

(cM. BenomcTBEeHHBIE HHCTPYKLINY, NTpHKa3bl, DefepaibHbIe 3aKOHBI).

IIpakT4eckoe 3ansTHe 3
CocraBneHre HOMEHKIATYPBI A€.
3aganue 1.

N3yuuts mpukaz MBJI PD Ne 615 OT 20.06.2012 r. «O6 yrBepxaeHun WHCTpyKIMU 1O
nenonpousBoacTBy B OB/] POy.



N3yunth

Komnneruu Pocapxusa ot 06.02.2002 r.) IIpunoxenue 7, 8.

«OcHoBuple [IpaBmma apxuBOB opranmzanuit» 1.3.7 (0I0OpEHHBIE pelieHuEM

3ananue 2.CocTaBieHUEe HOMEHKIATYPHI A€l Ui TepputopuanbHoro OMBJI B cooTBeTcTBHM C

BbIINIC YKA3aHHBIMH JOKYMCHTAMU.

IIpakTnyeckoe 3ansitue 4
3anaua 1

Koumpons ucnonnenuss 0oxymenmos.

((KOHTpOJ'IB HCIIOJIHEHUA JOKYMCHTOB)»; 3aIllOJIHCHUEC
Ta6JII/IIIBI «KaTeropHH AOKYMCHTOB, IMOJJIC)KAIIUX UCITOJIHCHUTIO U CPOKH UCITIOJTHCHUA.

HaumenoBan | Pezomorn | Cpok
ue s (KTO | UCTIONHE
JOKYMEHTa, | pacCMOT | HUsA
perucTpanmo | pen,
HHBIN Ne yKa3aHu

e)

HUcnomnuu
TEJb

Conepxa
HUE
JOKYMEH
Ta

PesynbTar
paccMoTp
CHUA

Jarta
HCITOJTHE
HUA

Ucxons
ARN5 05|
HOMEp
OTBETA
WHULAAT

opy

IIpakTH4yeckoe 3aHATHE S

OHGpaTI/IBHOG XpaHCHUC IOOKYMCHTOB M IIOAIOTOBKAa AOKYMCHTOB K APXWBHOMY XPaHCHHIO.
O(bOpMJ'ICHI/Ie HOMCHKIJIATYpPBbI JCJI. CocraBiieHHE OITHCH JACII. CocraBlieHHE aKTOB O BBIACICHUU

JOKYMCHTOB K YHUUYTOXCHUIO.

3amganue Ne 1

CocraBieHHe HOMEHKIATypbl Jen Ui TepputopuansHoro OMBJI

HOPMAaTUBHBIMH JOKYMCHTAaMHU.

3aganue Ne 2 CocTaBiieHHE OIUCH JIE.
Cm. Ipuxkaz MBJI P® Ne 615 OT 20.06.2012 r. «O6 yrBepxknaenun HWHCTpykuuu 1o

nenonpou3osictBy B OBJ[ PDy;

B COOTBETCTBHH C

«OcHoBHble IlpaBuna apxuBoB opranuzauuit» 1m.3.7 (ogoOpenHble pemeHueM Kosnerun
Pocapxusa ot 06.02.2002 r.) I[Ipunoxenue 10 BHyTpeHHss poucs.

PEECTP OIIMCEM JIEJI, JOKYMEHTOB

No No Howmep u Ha3zBanue Kon- | B T.4. O Kpaiinue Kon- | IIpumeuanue
TIIT q)OH,Z[a OIIMCH BO JINY.COCT. JaThl BO
e.XP. 9K3.
1 2 3 4 5 6 7 8

3amaune Ne 3

CocraBnenue u opopMIIeHHE aKTa 00 YHUYTOKEHUHU JTOKYMEHTOB.
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Pexeusumoi popmynapa akma:
— HAMMEHOBAHUE OpraHM3alMM (HAUMEHOBAHUE CTPYKTYPHOTO MOAPAa3/IeIeHUs (€CIH €CTh));
— HaMMEHOBaHME BHUJA JOKYMEHTA;
— JnaTa;
— PErHCTpalIOHHBIH HOMEp;
— MECTO U3JaHHS;
— Tpud YTBEpKACHUS JOKYMEHTA;
— 3aroJIOBOK K TEKCTY;
— TEKCT;
— OTMETKa O HAIWYHH MPUI0KECHHUS;
—  TOANHUCH (4ICHOB KOMUCCHH).

Koutposmpyembie KoMneTeHIHT

IIpakTH4eckoe 3aHsATHE 6

ABTOMaTH3aMs JeI0NPOU3BOACTBA

3ananue 1.

N3yunTh HOpMaTHBHBIE IPABOBbIE AKThI, PErYIUpYIOLIUe (PYHKIIMOHUPOBAHHE:

1. anmaptHO-mporpammubie UHGPacTpyKTYypsl « MHPOpMaloHHas cuctema ooecreyeHust
HA/IXOpa 33 UCMOJIHEHNEM 3aKOHOB B opraHax mnpokyparypst PO» (MCOII).
2. Tlpuxknagnas cuctema AUK «Hamzopy.

3aganue 2.

[lepeuncnuTh Moapa3aeIeHNs] OPraHOB MPOKYPATYPHI, YIACTBYIOIINX B (hOpMHUpPOBaHUU 0a3
nanubix AUK «Hanzop».

3agadue 3.

[lepeuncnute monp3oBareneil mpas Ha padboTy ¢ fokymeHTamu B AUK «Hamzop».

(Cwm. TIpukas I'enepanbHoii ipokyparypsl PO ot 29.12.2011 r. Ne 450 «O BBeneHU B elicTBHE
WHCTpyKIIMU TIO JENONPOU3BOCTBY B OpraHax U YUPekKACHUSIX MPOKypaTypsl Poccuiickoit
denepannny).

IIpakTHyeckoe 3ansitue 7
Opranuzanus ciyx0bl JTOKYMEHTAIlMOHHOTO O0eCleYeHusl YIPaBICHHS: CTPYKTypa U IITATHBIN
COCTaB.

3amanue 1.
CocTaBuTh CTPYKTYpPY MOJpa3eIIeHuUs JeIOTPOU3BOACTBA:
1. JlemaprameHnra
2. VYupasieHus
3. Orgena
4. OrtgeneHus.
IIpakTH4eckoe 3ansaTHE 8
Obpawenus  epasxcoan. CoCTaBIeHHE JOKYMEHTOB: TIPEIJIOKCHHE, 3asBIICHHE, >Kajo0a.

CocraBieHue AuarpaMmhbl Xxoda ACATCIbHOCTU pa6OTBI C O6paH_IeHI/I${MI/I rpaxxJiaH.

3amaunue 1.
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CocTaBuTh 3asBJICHIE OT UMEHHU I'paXkIaHWHA B IPOKYPATypy MO cieayromien hopme:
[Ipokypopy parioHa
oT

IIPOYKUBAIOLLETO 110 aAPeCy

Ten.

3asaBieHue

[lpomy mnpoBecTH NPOKYPOPCKYIO TPOBEPKY M 3alIUTHTh MOHM MpaBa IO CIICAYIOIINM
oOcrosiTenbcTBaM:  (MOAPOOHO  omucaTh NPUYMHY  OOpalieHus)

JHara TToamuce

3amauue 2
CocTaBuTh ano0y OT UMEHHU T'paXkJlaHWHa B IPOKYpaTypy Mo cleayromei popme:

B
(HaMMEeHOBaHUE MPOKYpPaATYypPHI)
Or
(®UO nosHOCTHIO, aTPEC)
KAJIOBA
Obpamatocs ¢ xanoboit Ha (YKazaTh MOJIHOE HAaMMEHOBAaHUE JIUIIA, YbU JIEHCTBUSA
00’KayrOTCsl B IPOKYPATYPY).
OcHoBaHMeM OOpallleHusi C KajJo00i B MPOKypaTypy SBHIOCH TO, YTO (ykazatb

OCHOBaHUSI MOIAUU KAIO0OBI, KOTJ]a U YTO TIPOU30IILIO).
Ha ocHOBaHMM H3JI0KEHHOTO, PYKOBOJCTBYSCh DefiepasibHbIM 3aKOHOM «(O mpOKypaType
Poccuiickout ®eneparum»,

IIpomy:
1. IIpoBectu mpoBEpKy MO MEPEUUCICHHBIM MHOIO HAPYIICHUSIM Ha MPEIMET COOTBETCTBUS
JeNCTBUM (Yka3aTh MOJHOE HAUMEHOBAHHE JUIIA, YbU JEHCTBUS 00KATYIOTCS
B IIPOKYPATYPY) 3aKOHOJATEILCTBY PD.
2. OO6s3athb (YkazaTh MMOJIHOE HAMMEHOBAHUE JIUIA, YbH JCUCTBUS 00XKAIYIOTCS

B IIPOKYpaTypy) YCTPAaHUTh HApYIIEHUS MOUX MPaB.

IlepeyeHb npuiIaraeMbix K ’Kajiode J0KyMEHTOB (TIpH HATUYUHU UX Y paOOTHUKA):

1. JlokyMeHTHI, MOATBEPKIAIOIINE TOBOIBI )KaJI00BI B IPOKYPATYPY

Jlara mogauu xano0bl " T. Iloamuce

3amanue 3.
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CocTaBuTh NpeUIoKeHne 0T UMEHU TpakJJaHUHA B POKYpaATypy B MPOU3BOIBHOM popme.

Kontpoaupyemsbie komnerenuuu [1K. 2.2. O1 V1 31
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3. MOSICHUTEJIBHAS 3AITUCKA

K METOJUYECKHM PEKOMEHJIALIMSIM I10 BBITTOJTHEHUIO
CAMOCTOSITEJBHBIX PABOT (IOMAIITHUX 3A 1A HUIA)

CamocrosTennpbHas paboTa — IUTaHHpyeMas YydeOHas, y4eOHO-HCCleAoBaTenbCKasl,
HAy4YHO-UCCIIeIOBaTeNbCcKasi paboTa CTYIEHTOB, BBINOJHSAEMAash BO BHEAYJUTOPHOE BpeMs IO
3a/1aHUI0 M IIPU METOJMYECKOM PYKOBOJICTBE IpenojaBaTelisi, HO 0€3 €ro HermocpeiCTBEHHOTO
yuactusi (P YaCTUYHOM HEMOCPEICTBEHHOM Y4YacTHHM IpernojaBaresis, OCTaBIISIOIEM
BEAYILYIO pOJIb 32 pabOTOM CTY/IEHTOB).

CamocrositenbHas padota cryneHToB (nainee — CPC) sBhsieTcs BaKHBIM BUIOM Y4eOHOU
U HayuyHOW pearenbHocTH cryneHTa. CPC urpaer 3HAUUTENBbHYIO pOJb B PEHTHUHIOBOM
TexHoJoruu oOyuenus. OOyueHue BKIIIOUaeT B ceOsl ABE, MPAKTHUECKH OJIMHAKOBLIE IO 00BEMY
¥ B3aUMOBIIMSHHIO YacTH — Mpolecca oO0yueHus u mporecca camooOydeHus. [Toatomy CPC
JIOJDKHA cTaTh () ()EeKTUBHOM U 1eTIeHanpaBlIeHHON paboToM CTyIeHTa.

K coBpemeHHOMY crienuanucTy 0OMIeCTBO MPEABSABISET JOCTATOYHO MIMPOKUN MEpEeYCHb
TpeOOBaHUI, cpeAr KOTOPHIX HEMAaJOBAKHOE 3HAUEHHUE HMMEET HaJNuue Yy BBITYCKHUKOB
OTpE/ICNIEHHBIX CIHOCOOHOCTEM M YMEHMsI CaMOCTOSTEIbHO N0ObIBaTh 3HAHUS M3 PA3IUYHBIX
UCTOYHUKOB, CHCTEMAaTU3UPOBaTh MOJTYYEHHYIO HH(pOpMAlMIO, JaBaTh OLIEHKY KOHKPETHOH
cutyauuu. OopMUpOBaHUE TAKOTO YMEHHS HMPOUCXOAMUT B TEUEHHE BCEro Nepuojia oOyuyeHUus
Yyepe3 ydacTUe CTYACHTOB B NPAKTUYECKUX 3aHATHUSIX, BBIIOJIHEHUE KOHTPOJBHBIX 3aJaHUN U
TECTOB, HAIMCAaHUE KYPCOBBIX M BBITYCKHBIX KBaMH(pHUKannoHHbIX padoT. [Ipu atom CPC urpaer
pEIIaOIIYI0 POJIb B X0JI€ BCEr0 Y4eOHOT0 mpoliecca.

B nporiecce caMmocTosTENbHOM pabOTHI CTYIEHT MPUOOPETAET HABBIKK CAMOOPTaHU3AINH,
CaMOKOHTPOJIS, CAMOYTIPaBJICHHsI, caMOpe(IEKCUU U CTAHOBUTCS aKTUBHBIM CaMOCTOSITEIbHBIM
CyOBEKTOM y4eOHOMU e TETHHOCTH.

@DOopMBI CaMOCTOSTENbHOI pabOTHI CTYIEHTOB pa3HOO0pa3Hbl. OHU BKIIIOYAIOT B ceOs:

* U3Y4YEHHME M CHUCTEMAaTH3alUI0 O(UIMATIBHBIX TOCYAAPCTBEHHBIX JIOKYMEHTOB -
3aKOHOB, ITIOCTAHOBJIEHUH, YKa30B, HOPMATHBHO-UHCTPYKIIMOHHBIX U CIIPABOYHBIX MATEPUAIIOB C
HCIIOJIb30BaHUEM HMH(OPMALMOHHO-TIOUCKOBBIX cucteM «KoHcynbTaHT-TUIIOCY), «["apaHT»,
rio0anbHo cetn «IHTEepHETY;

* u3ydyeHHe Yy4eOHOM, HaydyHO M METOAMYECKON JHUTepaTypbl, MaTepuaioB
NEpUOJIMYECKUX  M3JaHUH C  TPUBJIEYEHHEM  DIIEKTPOHHBIX  CPEICTB  O(UIMAIBHOM,
CTaTHUCTUYECKOM, MEPUOANUECKON 1 Hay4HOH MHpOpMalLHH;

* TOJATOTOBKY JIOKJIAaJ0B M pedeparoB, HAMUCAaHHE KYPCOBBIX M  BBITYCKHBIX
KBaJIM(DUKAIIMOHHBIX padoT;

* yyacTue B paboTe CTyIEHYECKUX KOH(EpeHIUil, KOMIUIEKCHBIX HayYHBIX
UCCJIEJIOBAHUSIX.

CamocrosrenbHas paboTa MpHOOLIAET CTYJEHTOB K HAyYHOMY TBOPYECTBY, MOMUCKY U
PEIIEHUI0 aKTYyaJIbHBIX COBPEMEHHBIX TPOOJIEM.

2. lemn u ocHoBHEIe 3agaun CPC

Benymas nens opranusamuu u ocyuiectBienuss CPC ngobkHa coOBMAnath C UEIBIO
o0y4yeHHMsT CTylIeHTa — TOATOTOBKOW CIEHHUaUCTa €O CPeAHUM MpOo(hecCHOHAIbHBIM
obpazoBanmem. [lpu opranmzanmmu CPC BaXHBIM W HEOOXOAMMBIM YCIOBUEM CTaHOBSITCS
(dopMHpOBaHHE YMEHHUS CaMOCTOSATENIbHOW paboThl [UIs NMPHOOpeTeHHs 3HAHUM, HABBHIKOB U
BO3MOXXHOCTH OpraHu3aluy y4eOHON 1 HaAYy4YHOH J1eATeIbHOCTH.

Lenbio caMOCTOATENBHOM pabOThI CTYJCHTOB SIBISETCS OBJIaJcHHE (hyHIAaMEHTAIbHBIMU
3HAHUSAMHU, TPOPECCUOHANTBHBIMU YMEHUSIMHU U HaBBIKAMH JESATEIILHOCTH MO MPOMUITIO, ONIBITOM
TBOPYECKOH, HCCIIeOBATENbCKOM  aesTenbHOCTH. (CamocrosTenbHas paboTa CTYJIEHTOB
CIIOCOOCTBYET pa3BUTHIO CaMOCTOSATEIbHOCTH, OTBETCTBEHHOCTH M OpPraHM30BaHHOCTH,
TBOPYECKOTO MOAX0/Ia K PEIIEHHUIO Mpo0ieM y4eOHOro U Mpo(ecCHOHAIBHOTO YPOBHSL.

3agauamu CPC gBnsgrorcs:
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* cHUCTeMaTH3alMs M  3aKpelUIeHHWe TOJIYYEHHBIX TEOpPETUYECKMX 3HaHUM U
IPAKTUYECKUX YMEHUHN CTYJEHTOB;

* yruyOseHne U paclIMpeHue TEeOPETUYECKUX 3HAaHUM;

* (opMuUpOBaHME YyMEHHUI HCIONB30BaTh HOPMATHBHYIO, IPABOBYIO, CIPABOYHYIO
JOKYMEHTAIUIO U CHIE[HUATIbHYIO IUTEpaTypy;

* pa3BUTHE IO3HABATENIFHBIX CIIOCOOHOCTEH M AKTHUBHOCTH CTYACHTOB: TBOPYECKOMH
VMHUIIMATHBBI, CAMOCTOSITEIbHOCTH, OTBETCTBEHHOCTH U OPraHU30BaHHOCTH;

* (opMHUpPOBaHHE CAMOCTOSTEIBHOCTH MBILIUICHHUS, CIOCOOHOCTEH K CaMOpas3BHUTHIO,
CaMOCOBEPILEHCTBOBAHUIO U CaMOpeaIn3aliu;

* pa3BUTHE UCCIIEOBATEIbCKUX YMEHUI;

*  HCIIOJIb30BaHME MaTepHala, COOPaHHOIO M IOJyYEHHOTO B XOJE CaMOCTOSATENBbHBIX
3aHATHH Ha CeMUHAapax, Ha MPaKTUYECKUMX U JIa0OpAaTOPHBIX 3aHATUAX, I[PU HANMCAHUU
KypCOBBIX M BBIIYCKHOM KBaTM(pUKALMOHHON paboT, 11 3((EeKTUBHON MOATOTOBKU K
UTOTOBBIM 3aYE€TaM U IK3AMEHaM.

3. Buubl camocTosTensHON pabOThI

B o6pazoBatensHoM nporiecce BY3a BoigensieTcss ABa BUAa CaMOCTOSATEIbLHON pabOThl —
ayJUTOpHAs, 10J1 PYKOBOJCTBOM IpENoAaBarelis, U BHeayUTOpHasd. TecHas B3aMMOCBS3b 3TUX
BUIOB paboT mpexycMmarpuBaeT aupdepeHnnanuio U IPPEKTHBHOCTh PE3YIbTaTOB €€
BBIIIOJIHEHUS] M 3aBUCUT OT OpraHu3alMy, COJEpXKaHus, JOIMKM Y4eOHOro mpoiecca
(MeXIpeIMEeTHBIX CBSI3el, NEPCIEKTUBHBIX 3HAHUN U JIp.).

AymuTopHas caMocTosITeldbHas paboTa MO JUCHMIUIMHE BBIIOJHIETCS Ha Yy4eOHBIX
3aHATHSIX TI0J1 HEMOCPEICTBEHHBIM PYKOBOJCTBOM IPENOJaBaTelNs U IO €ro 3aJaHuIo.

BueaynutopHas camocrosTenbHas pa0oTa BBIIOJHIETCS CTYAGHTOM 110 3aJaHHUI0
npenoaaBaress, Ho 6€3 ero HermoCpeCTBEHHOTO y4acTHsl.

OCHOBHBIMU BUJAMHU CaMOCTOSITENIbHONW pabOThI CTYJEHTOB 0€3 ydacTHs MpernoaaBareseit
ABJISIOTCS:

* (opMuUpOBaHME U YCBOEHHME COJEp)KaHHMs KOHCIEKTa JiIeKuud Ha Oase
PEKOMEH/JI0BaHHOM  JIEKTOpOM  y4eOHOW  JuTepaTyphl, BKJIOYas  MH(QOpPMAaIOHHBIE
o0Opa3oBaTeNbHbIE PECYPCHI (AIEKTPOHHBIE YIEeOHUKH, SJIEKTPOHHBIE OUOINOTEKU U JIp.);

* HammucaHue pedeparos;

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

* BBIIIOJHEHUE MUKPOUCCIIEJOBAHN;

* IOArOTOBKA NMPAKTUYECKUX pa3zpabOToOK;

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

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

OCHOBHBIMHU BUJAMHU CAMOCTOSITEILHON PaOOTHI CTYAICHTOB C YYaCTHEM MperoaaBaTeneit
ABIISIOTCS:

* TEKyIME KOHCYJIbTAlUH;

* KOJUIOKBUYM KakK (popMa KOHTPOJIsI OCBOEHUS TEOPETHUECKOTO COJCPKAHUS JUCIUIUINH:
(B yachl KOHCYJIBTAIMI, IPETYCMOTPEHHBIX YU€OHBIM IIJIAHOM);

* IpueM U pa30op JTOMAILTHMX 33/1aHUH (B 4achl NPAKTUYECKHUX 3aHITUN);

* IPUEM | 3aluTa JIA0OpaTOPHBIX PabOT (BO BpeMsi MPOBECHUS JI/P);

* BHIIIOJTHEHHE KYPCOBBIX paboOT (MPOEKTOB) B paMKax IUCHHUIUIMH (PYKOBOJICTBO,
KOHCYJIbTUPOBAHUE U 3alllMTa KypPCOBBIX padoT (B 4acChl, MPeyCMOTPEHHbIE YIEOHBIM IJIAHOM);

* BBINIOJTHEHHE YUE€OHO-HMCCIIEI0BATENbCKOM paboThl (PyKOBOACTBO, KOHCYJIbTHPOBAHUE U
samurta YUPC);

* IPOXOXKAECHUE U O(OpMIIEHHE PEe3yJIbTATOB MPAKTHK (PYKOBOACTBO M OLIEHKA YPOBHS
c(hopMUPOBAHHOCTH NMPOPECCUOHATHHBIX YMEHHUI 1 HABBIKOB);

* BBINIOJTHEHUE BBIITYCKHOM KBaJTM(PUKAITMOHHON paboThI (pyKOBOACTBO,
KOHCYJIbTUPOBAHME U 3alLUTa BBITYCKHBIX KBAIN(UKALMOHHBIX paboT) U 1p.

4. Opranuzarus CPC
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MeTtoauka opraHu3alMi CaMOCTOSITENIbHOM pabOThl CTYJEHTOB 3aBHCHUT OT CTPYKTYBI,
XapakTepa U OCOOEHHOCTEW HM3y4aeMOW AMCUUIUIMHBI, 00bE€Ma YacoB Ha €€ W3Yy4eHHUe, BUAA
3aJJaHUM ISl CAaMOCTOSITENIbHOM pabOThl CTYJACHTOB, MHIWBUIYaJbHBIX KauyeCTB CTYICHTOB M
YCIIOBUH y4eOHO eATeThHOCTH.

[Ipouiecc opraHu3anuu CcaMOCTOSITENIBHOM pabOThl CTYACHTOB BKIIOYaeT B ceds
CJIEIYIOINE ATAlbI:

* TMOATOTOBUTENbHBIN (OMpeieNieHue ILeJeil, COCTaBJIeHHEe MPOrpaMMbl, MOJTOTOBKA
METOAMYECKOT0 00eCTIeYeHNs, TTOATOTOBKA 000PYAOBaHMUS);

* OCHOBHOH (peanu3aiys NporpamMmbl, UCIOJIb30BaHUE MPUEMOB MOUCKA UH(OPMALIUH,
YCBOGHHsSI, NepepadOTKH, TNPUMEHEHUs, Mepefadyd 3HaHuH, (UKCHpOBaHHE pPE3YIbTATOB,
camMoopraHu3zauus mnpouecca padoThl);

* 3aKJIOYHMTENIBHBIN (OIICHKAa 3HAYUMOCTH M aHAJIHM3 PE3yJIbTaTOB, UX CHCTEMAaTHU3aLus,
omnleHka 3(G(EeKTUBHOCTH TMpOrpaMMbl U TPUEMOB pabOThl, BBHIBOABI O HAMPABICHUSIX
ONTUMM3ALMHU TPYIA).

Opranuzanuto CaMOCTOSITENTbHOM paboThl CTYJCHTOB o0ecrne4nBaroT:
npeaMeTHas(IIUKIOBast) KOMHCCHS, yIeOHO-METOIMIECKUN OTe, Pero aBaTelb, OnOInoTeKa.

5. Obwue pexomenoayuu no opeanu3ayuy CamoCmossmenbHol pabomol

OcHoBHOM (HOpPMOI CaMOCTOSTEIIEHON PabOTHI CTYICHTA SIBISICTCS M3yYeHUE KOHCIICKTA
JIEKIIUH, UX TOTIOJHEHHE, PEKOMEHIOBAHHOM JTUTEPaTyphl, aKTUBHOE y4acTHE Ha MPAKTHYECKHX
U CEeMHUHApCKHX 3aHATHsIX. Ho i ycrenmHo# y4eOHOW NesTeIhbHOCTH, €€ MHTEHCHU(HUKAINH,
HEOOXOIMMO YUUTHIBATh CIAEAYIOUINE CYObEKTHBHBIC (DaKTOPDI:

1. 3HaHWe MWKOIBHOTO MPOTPaMMHOT0 MaTepHalia, HAJTMYUE TPOYHOW CUCTEMBI 3USHHIA,
HEOOXOUMOM Il YCBOGHHUS OCHOBHBIX BY30BCKUX KypcoB. HeoOXxoaumo oTnudarh mpoOesnsl B
3HAHMSIX, 3aTPYAHSAIOIIME YCBOEHHME HOBOTO MaTepualia, OT MallbIX CHOCOOHOCTeHl. 3aTpaTuB
CHJIBI Ha MIPEOJI0JIEHHE ATUX MPOOEIOB, CTYJIEHT o0ecreuuT cede HOpMAbHYIO YCIIEBaeMOCTh U
MOBEPUT B CBOM CITIOCOOHOCTH.

2. Hannuue ymeHuit, HAaBBIKOB YMCTBEHHOT'O TPYy/a:

a) YMEHHE KOHCIIEKTUPOBATh Ha JICKIIH U TIPU paboTe ¢ KHUTO;

0) BIaJeHUE JIOIMYECKHMMM OIEpalUsMH: CpaBHEHHE, aHalIM3, CHHTE3, 0000IIeHue,
oTIpeNieNIeHue TOHITHH, IPaBHJIa CUCTEMAaTHU3aIlUH U KIacCH(UKAIIH.

3. Cneuuduka mo3HABATETBHBIX TCHUXWYECKUX MPOIIECCOB: BHUMAaHUE, MaMsTh, PEUb,
HaOJI01aTeIbHOCTh, UHTEIUIEKT U MbllUieHHe. Crnaboe pa3BUTHE KaKIOrO U3 HUX CTAHOBUTCS
Cepbe3HBIM MPEISATCTBHEM B yueOe.

4. Xopomrasg paboTOCOCOOHOCTh, KOTOpasi 00ecreuynBaeTcss HOpMaldbHbIM (PU3HYECKUM
cocTtosiHHEM. Benb cepbe3Hoe yueHue - 3T0 0O0JIbIIONH MHOTOCTOPOHHUM M pa3HOOOpa3HbIN TPY/I.
Pe3ynbraT 00y4eHus: OlleHUBaeTCS HE KOJIMYECTBOM cOO0IIaeMoi nH(pOpMaIMY, a KaYeCTBOM ee
YCBOEHHS, YMEHHEM €€ HCIOJIb30BaTh M Pa3BUTHEM Y ce0sl CIOCOOHOCTH K JAalbHEHIIeMYy
CaMOCTOSITEIbHOMY 00pa30BaHHUIO.

5. CootBercTBHe  W30paHHON  JEATENBHOCTH, MNpodeccur  MHAMBUAYaTbHBIM
cnocoOHocTsIM. HeoOGxomauMo BbIpaboTaTh y cebs yMEHHE CaMOpErylupoBaTh CBOE
SMOIIMOHAIBHOE COCTOSIHUE U YCTPaHSITh OOCTOSTENhCTBA, HapyIIaKolIue IeIOBOM HACTPOH,
MEIIAIIe HaMeUYeHHOU padoTe.

6. OBnasieHne ONTHUMAJIbHBIM CTUJIEM pa0bOThl, 00ECIEUNBAIOIIUM YCIIEX B JEATEIbHOCTH.
YepenoBanue TpyAa u nay3 B pabore, IepuoJIbl OTABIXA, UHAUBHIYaTbHO 000OCHOBAaHHAS HOpMa
NOPOJOIDKUTEIPHOCTH ~ CHA,  NPEANOYTeHHWE  BEUEPHUX  WIM  YTPEHHUX  3aHSATHI,
CTPECCOYCTOMYMBOCTh HA HK3aMEHaX U OCOOCHHOCTH MOJATOTOBKU K HUM,

7. YpoBeHb TpeOoBaHUi K ceOe, ompeesieMblil CIIOKUBIIEHCS CaMOOIICHKOM.

AnekBaTHasi OIICHKAa 3HAHWHM, JOCTOMHCTB, HEIOCTATKOB - Ba)KHAS COCTABJIAIOLIAs
caMOOpraHu3alliy 4ejioBeka, 0e3 Hee HeBO3MOXKHA yCHelllHas padoTa MO YIPABIEHUIO CBOUM
MOBEJICHUEM, NI TEILHOCTBIO.

OnHa W3 OCHOBHBIX OCOOCHHOCTEH OOyUYEHHUs B BBICIICH IITKOJIE 3aKII0YAETCS B TOM, YTO
NOCTOSIHHBIA BHEIIHUH KOHTPOJIb 3aMEHSETCS CaMOKOHTPOJIEM, aKTHBHAs pOJib B OOy4eHUU
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MIPUHAJJICIKUT yXKE HE CTOJIBKO MPEToAaBaTeio, CKOJIBKO CTYIEHTY.

3Hasi OCHOBHBIE METOJIbI HAYYHOM OpraHu3alud yMCTBEHHOTO TpyAa, MOXKHO IpH
HAaUMEHBIINX 3aTpaTax BpPEMEHHU, CPEACTB U TPYAOBBIX YCHIMNH JOCTUYDb HaWIYYIIUX
pE3yJIBTaTOB.

D¢ heKTUBHOCTh YCBOCHUS MOCTYIAOIIEH HH(DOPMAIIUK 3aBUCUT OT pabOTOCIIOCOOHOCTH
YeJIOBEKa B TOT UJIM MHOM MOMEHT €r0 IS TeIbHOCTH.

PaborocnocoOHOCTH - CHOCOOHOCTH 4YeNoBeKa K TPYAY C BBICOKOM CTENEHbIO
HaIpPSKEHHOCTH B TEUYEHHUE OIPEACIICHHOIO0 BpeMEHHU. Pa3znuyaioT BHYTpPEHHHE W BHEIIHHE
(hakTophl pabOTOCIIOCOOHOCTH.

K BHyrpenHmM (dakTopam pabOTOCTIOCOOHOCTH OTHOCSTCS  HHTEIUICKTyallbHBIC
0COOEHHOCTH, BOJISl, COCTOSIHHE 3/I0POBBSI.

K BHemHuM:

- opraHu3anus pabouero MecTa, peKuM TpyAa U OT/IbIXa;

- YpOBEHb OpraHM3alMyd TpyAa - YMEHHUE TMOJYyYUTh CHOPaBKy U TI0JIb30BaThCS
nHpopManuei;

- BEJIMYMHA YMCTBEHHOUN Harpy3KH.

Boigarommiics pycckuit pusmonor H.E. BBenenckuii BbIOENHUI CIEIYIONINE YCIOBHS
MPOIYKTUBHOCTU YMCTBEHHOMU JESATEIHLHOCTH:

- BO BCSIKUI TPYJ HYKHO BXOJIUThH TIOCTENEHHO;

- MEPHOCTh U PUTM paboThl. PazHbIM moasiM TIpUCyIl OoJiee MM MEHEE Pa3HbIN TeMI
padoTHI;

- IPUBBIYHAS TIOCJIEIOBATEILHOCTh M CHCTEMATHYHOCTD JIEATEIbHOCTH;

- IPaBWJIBHOE YepeIoBaHUE TPY/Ia U OTAbIXA.

OTapix HE MpeanoJiaraeT 00sS3aTeNbHOTO MOJIHOTO O€37eHCTBUS CO CTOPOHBI YEJIOBEKa,
OH MOXET OBITh JOCTUTHYT MPOCTON mepeMeHol aena. B TedeHue nHA pabOTOCIOCOOHOCTH
u3Mensercsa. Hanbosnee miogoTBopHbBIM siBIsieTcsl yTpeHHee BpeMs (¢ 8 1o 14 gacoB), mpuuem
MakcUMaibHas paboTOCMOCOOHOCTh mpuxoauTcs Ha mepuon ¢ 10 mo 13 wyacos, 3aTem
nocieodenennoe - (¢ 16 10 19 gacoB) u BeuepHee (¢ 20 g0 24 gacoB). OueHb TPYIHBIA IS
MOHMMAHUS MaTepHall JIydllleé W3y4aTh B Hayale KaKIOro OTpe3Ka BPEMEHH (ITydIllle BCEro
yTpeHHero) mnocie xopouero orasixa. Yepes 1-1,5 yaca HyxHbI nepepsiBbl o 10 - 15 muH,
yepes 3 - 4 yaca pabOTHI OTABIX TOKEH OBITh MPOJOIIKUTENBHBIM - OKOJIO Yaca.

CocTaBHOW YacThi0O HAYYHOH OpraHu3allMd YMCTBEHHOTO TpyJAa SIBJISETCS OBJIAJCHHUE
TEXHUKON YMCTBEHHOTO TPY/a.

Ou3nyecKku 370POBBIA MOJOJONW YeNOBEK, OONaNaolUil XOpoIlleld MOATOTOBKON Hu
HOPMaJIbHBIMU CITIOCOOHOCTSAIMH, JTOJIKEH, OyAYy4YH CTYJIEHTOM, OTAaBaTh yuyeHuio 9-10 yacoB B
JeHb (13 HUX 6 4acoB B By3e U 3 - 4 yaca noma). JIo0oii mpeaMeT Hemb3s U3YyYHUTh 332 HECKOIIBKO
nHEeW mepen ’k3ameHoM. Eciaum cTyaeHT B romy paboTaeT CHCTEMaTH4YeCKH, TO OH OBICTPO BCe
BCIIOMHHT, BOCCTAaHOBHT 3a0bITOe. EClin ke MOoAroTOBKA IIjIa aBpaibHO, TO y CTY/ICHTa HE OyeT
Jaxke OOIIEro MPEICTABICHHS O NIPEAMETE, OH 3a0yIeT BCE CIaHHOE.

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

Bpemsi, koTOppIM pacmojaraer CTYIEHT /IS BBITIOJHEHHUS y4eOHOTO TUIaHA,
CKJIQ/IBIBAETCSl M3 JIBYX COCTaBISIOIIUX: OJHA U3 HUX - 3TO ayAuUTOpHAas padoTa B By3e IO
paclyCcaHUI0 3aHATUHM, Jpyras - BHEayJIUTOpHAas caMOCTOsTeNbHas pabora. 3ajnaHus u
MaTepuanbl IS CaMOCTOATEIbHOW pabOThl BBIIAIOTCS BO BpeMsi Y4eOHBIX 3aHSATHH 10
pacnucaHvi0, Ha OTUX K€ 3aHATHSAX TMPENoJaBaTellb OCYIIECTBISAET KOHTPOJIb 3a
CaMOCTOSITENILHOM paboToif, a TakKe OKa3blBaeT IOMOIIL CTYACHTaM TI0 MPaBHIBHOMN
opraHu3aiu padoThl.

UToOBbI BBHIMOJIHUTE BECh 00BEM CAMOCTOSITENILHONW pabOThl, HEOOXOJMMO 3aHUMATHCS T10
3 - 5 yacoB exeaHeBHo. HaumHaTh caMoOCTOSITENIbHbIE BHEAYIUTOPHBIE 3aHSTHUS CIEAYET C
MEepBBIX K€ JHEH ceMmecTpa, NPOMYyIIEHHbIE JTHU OYyIyT TMOTEepsSHbI OE3BO3BPATHO,
KOMIIEHCHPOBAaTh MX MO3/IHEE YCHUJICHHBIMHU 3aHATHUSAMU 0€3 CHUKEHMsI KauecTBa paboOThl U ee
MIPOU3BOUTEIILHOCTH HEBO3MOXKHO. [lepBble MHU cemecTpa OYeHb BAXKHBI IJISI TOTO, YTOOBI
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BKJIIOUUTHCS B pabOTy, YCTAaHOBUTH OIpENEICHHbIN MOPSAIOK, PaBHOMEPHBII PUTM Ha BEChH
ceMecTp.

PutMm B pabote - 3TO eXeTHEBHBIE CAMOCTOSTEIIbHbBIC 3aHITHSI, KEJIATEIbHO B OJHHU U T
K€ Yachl, IPH 1eJIeCO00pa3HOM YepeOBAHUH 3aHITHIA C TIEpEephIBAMH JIJIsl OTJbIXa. BHavane s
TOT0, YTOOBI OPraHU30BaTh PUTMHUHYIO paboTy, TpeOyeTcs cCO3HATeNbHOE HaIpsHKEHHUE BOJIU.
Kak TonpKO 4YelloBeK BTSAHYJICS B PaldOTy, MPUHYKICHHE CHUXKACTCS, BO3HUKACT IPHUBBIYKA,
paboTa cTaHOBUTCS MOTPEOHOCTHIO.

Ecnu nopsiiok B paboTe U e pUTM YCTaHOBJICHBI ITPABIIIBHO, TO CTYICHT W30 JAHS B JCHD
MOJKET paboTaTh, HE CHUXAs CBOEW MPOU3BOIUTEILHOCTH U HE meperpysxkas ceds. [IpaBunbHas
CMEHa OJIHOTO BHJa pa0OTHI IPYTHM ITO3BOJISIET OTABIXATh, HE MpeKpaIiast paboThlI.

Takum o0pa3om, nepBas 3ajlaya OpraHu3aliy BHEAyIUTOPHOIN CaMOCTOSTENbHOM paboThI
— 3TO COCTaBIICHUE pACIHCAHUS, KOTOPOE IOJDKHO OTPAXKaTh BpPEMs 3aHSTHH, UX XapakTep
(TeopeTnyeckuil Kypc, MpakTUYECKUE 3aHATUS, Tpaduueckre paboThl, YTEHUE), MEPEPHIBbI HA
o0eq, y)KHMH, OTIIBIX, COH, TIPOe3]] U T.A. Pacrucanue He MpenonpeneiseT coaepKanus padoTEI,
ee cojepkaHue Heu30ekHO OyneT U3MEHATbCA B TedeHwe ceMectpa. [lopsamok ke ciemyeT
3aKpEIHTh Ha BECh CEMECTP U MPUJIOKUTH BCE YCHUIIHS, YTOOBI TIOJICPKUBATH €r0 HEM3MEHHBIM
(kpoMe ucmpaBlieHUs: OMIMOOK B TJIAHWPOBAHUHU, KOTOPHIE MOT'YT BOSHUKHYTh M3-3a HEJJOOIEHKU
0o0BemMa pabOThI WU TIEPEOIICHKH CBOUX CHII).

[Tpu omHOoOOpa3HOIl paboTe uenoBek yTomisieTcss Oosblie, yeM Hpu padoTe pazHOro
xapaktepa. OTHaKO He BCer/ia Melieco00pa3sHoO 3aHUMAThCS MHOTUMH YI€OHBIMH JTUCITUTUTHHAMU
B OJIMH U TOT € JIeHb, TaK KaK MPH KaXJI0M MEepexo/ie Hy>KHO BHOBb COCPEOTOYUTH BHUMAHHE,
YTO MOXKET NMPUBECTH K noTepe BpeMeHu. Hanboinee nenecoobpa3Ho e€xeqHEBHO padoTaTh He
Oosee yeM HaJl ABYMsSI-TPEMS TUCHUIIIMHAMH.

Hauwnast paboty, HE HYKHO CTPEMHUTHCS JEJIaTh BHAYAJIC CAaMYIO TSDKEIYIO €€ 4acTh,
HAJ0 BBIOpATh 4TO-HUOYIb CpeHee MO TPYAHOCTH, 3aTeM MepelTH K Oojee TpyaHoi pabote. U
HATIOCTICIOK OCTaBUTH JICTKYIO YacTh, TPEOYIONIYI0 HE CTOJBKO OOJBIIMX WHTEIDICKTYaThbHBIX
YCHIIUH, CKOJBKO OIpEAeTICHHBIX MOTOPHBIX JEUCTBUN (UepueHue, MOCTpoeHHe rpadukoB U
T.IL.).

CaMocTosTenbHbIE 3aHATUS TMOTPEOYIOT MHTEHCUBHOTO YMCTBEHHOTO TPYZAa, KOTOPBIA
HEO0OXOUMO HE TOJBKO IMPABUIHHO OPraHW30BaTh, HO W CTUMYJIHPOBaTh. [IpW 3TOM OYEHB
BaXHO YMETh MOJICPKHBATh YCTOMYMBOE BHHUMaHHE K M3ydyaeMoMy Mmarepuany. BreipaboTka
BHUMaHUs TPeOyeT 3HAUYUTENbHBIX BOJIEBBIX YCHUIHA. IMEHHO MOATOMY, €Clii CTYJEHT 3aMeyaer,
YTO OH YacTO OTBJICKACTCS BO BPEMsS CAMOCTOSITEIBHBIX 3aHITHHA, €My HaJ0 3aCTaBHTH ceOs
cocpenoTounThes. [lonobHyIO mponenypy HE0OXOIUMO MPOAETBIBATh MOCTOSIHHO, TaK Kak 3TO
SIBIIIETCS TPEHUPOBKOW BHUMAHHS. Y CTOWYMBOEC BHUMAHHUE IOSBISETCS TOTJA, KOTJAa YEIIOBEK
OTHOCHUTCSI K JIETTy C HHTEPECOM.

CrnemyeT MpaBWIBHO OPTaHU30BaTh CBOM 3aHATHS 1O BpeMeHu: S0 MuHYT - pabora, 5-10
MUHYT - TepephIB; mocie 3 dacoB paboTel mepepsiB - 20-25 munyr. Muade Hapacrtaroiee
YTOMJICHHE TIOBJIEYET HEYCTOWYMBOCTH BHUMaHUSA. OYeHb CYIIECTBEHHBIM (aKTOpPOM,
BIUSIONIMM Ha TMOBBIIICHHE YMCTBEHHOW pPabOTOCIOCOOHOCTH, SIBISIOTCS CHCTEMAaTHYECKHE
3aHATHS (U3UYeCKOH KynbTypoi. OpraHum3amusi aKTHBHOTO OTJAbIXa IPEeIycMaTpPUBACT
YyepeOBaHUE YMCTBEHHOM M (DM3MUECKOH IEATENbHOCTH, YTO TOJHOCTHIO BOCCTAHABIMBACT
paboTOCIIOCOOHOCTH YeJIOBEKa.

6. Camocmosmenvuas paboma cmydeHma - HeOOXO00UMOEe 36€HO CMAHOBIEeHUs.
uccnedosamelis U CHeyuaIucma

[Iporpecc Hayku © TEXHUKH, HWHGOPMALIMOHHBIX TEXHOJOTUHA MPUBOAUT K
3HAYUTEIIbHOMY YBEJIIMYCHUIO HAY4YHOM HHQpOpMAIMK, YTO NPEIbsIBIseT Oojee BbICOKUE
TpeOOBaHUS HE TOJIBKO K MOpaJIbHBIM, HPABCTBCHHBIM CBOWCTBAM 4YEJIOBEKa, HO U B
O0COOEHHOCTH, TTOCTOSIHHO BO3pacTarolue TpeOoBaHuUs B 00JlacTh 0Opa3oBaHUsI — OOHOBJICHHE,
MOJIEpHH3AIUS 00X U MPO(EeCCHOHATBHBIX 3HAHUN, YMEHUH CTICIIHATTUCTA.

Besikoe oOpa3oBaHue MOJDKHO BBICTYINATh KaK JWHAMHYECKHH MPOIECC, MPHUCYITUN
YeNIOBEKY U MPOOJIKAIOIINIACS BCIO €ro Xu3Hb. OBIa/IeHue HAyYHOW MBICTBIO U SI36IKOM HAyKH
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ABIIIETCS HEOOXONMMOM COCTaBISIONIEH B CcaMOOpraHM3alUu OyAyliero crenuaiucra
uccnenoBarens. [log 3TUM MOHUMAaeTCs HE CTOJIBKO HAKOIJICHWE 3HAHWMN, CKOJIBKO OBIJIAJICHHE
HAyyHO OOOCHOBaHHBIMU cIlOcOOaMH HX MpHoOpereHus. B sTtom, BooOIIe TOBOps, COCTOUT
OCHOBHas 33/J]a4a By3a.

Cneunduxka  By30BCKOTO  y4eOHOro  mpoliecca, B  OpraHHM3alld  KOTOPOTO
CaMOCTOSITENIbHOW paboTe CTyJAEHTa OTBOIATCS BCE OOJIbIIIE MECTa, COCTOMT B TOM, YTO OH
ABIIETCS Kak OyATO OBl MOCIEAHHM M CAaMbIM aJ€KBAaTHBIM 3BEHOM [UIsl peaiu3aldd 3TON
3agaun. V60 Bo BpeMmsi y4eObl B By3€ NPOHMCXOJUT BBIpAOOTKA CTHJIS, HAaBBIKOB Y4eOHOMU
(mo3HaBaTENbHOM) JAEATEIbHOCTH, PAlMOHATBHBIA XapaKTep KOTOPHIX OYyIEeT CIOCOOCTBOBATH
MOCTOSTHHOMY OOHOBIICHUIO 3HAHUN BBHICOKOKBATM(DUIIMPOBAHHOTO BHITYCKHUKA BY3a.

OpnHako 70 3TOM MYTU CYIIECTBYIOT ONpPENEICHHbIE TPYAHOCTH, B YaCTHOCTHU, MEPEXO]
CTYJIEHTa OT CHHTETHUYECKOTrO Mpolecca OOy4YeHHUS B CpEOHEH IIKOle, K aHAIUTUYECKOMY B
BbICIIEH. OTO CBSI3aHO Kak C HOBBIM COJEp)KaHuEM O0OydeHus (pacmmpeHue oOuero
oOpa3oBaHus U yriyoiaeHue mpo(ecCHOHATLHOW TOTOTOBKH ), TAK U C HOBBIMHU, HEU3BECTHBIMU
1o cux nop popmamu: oOyueHus (JEKUUU, CEMUHAPHI, 1a00paTOpHBIE 3aHATUA | T.1.). CTyIeHT
MOJTy4aeT HE TOJIBKO 3HAHHWS, MIPEIYCMOTPEHHBIE MPOTPaMMOA U YIeOHBIMU MTOCOOUSMH, HO OH
TaKk)Ke JIOJDKEH TMO3HAKOMHUTHCA CO CHOCOOaMM MPHOOpETEeHUs 3HAHUM Tak, 4TOOBl CyMETh
OIICHHUThH, YTO MBI 3HAaeM, OTKYyJla MbI 3TO 3HAEM M KaK 3TOTO 3HaHUs MbI jJocturim. Ko Bcemy
ATOMY MPUXOJIAT Yepe3 COOCTBEHHYIO CaMOCTOSATEIbHYIO PaboTy.

DOT0 W TOTOMY, 4YTO CaMOCTOSITCIIbHO TPHOOPETEHHBIC 3HAHHS SBISIOTCS Oolee
OTEpaTUBHBIMU, OHU CTAHOBSTCS JTUYHONW COOCTBEHHOCTBIO, a TaKKe MOTHBOM IIOBEICHUS,
Pa3BHBAIOT MHTEIUICKTYATbHBIC YEePThI, BHUMAHUE, HAOJOIAaTeIbHOCTh, KPUTHYHOCTh, YMEHUE
orieHuBaTh. Posb mpernogaBaresns B OCHOBHOM 3aKJII0YAeTCs B PYKOBOJICTBE HAKOIIJICHHS 3HAHUHT
(O OTHONIEHUIO K MEPBOKYPCHUKAM), a B MOCJIEAYIONIME TOAbl Y4eObl, Ha CTapuIuX Kypcax, B
COBMECTHOM YCTAHOBJICHHH MPOOIEM U 3a00T€ O CAaMOCTOSITENBHBIX TTOUCKAX CTYJEHTA, a TaKXKe
KOHTPOJIMPOBAHMS 32 WX JACSITEIHLHOCThIO. BaXHO MOHWUMAaTh, YTO HENb3S OTPAHHYUBATHCS
TOJILKO MPUOOpPETeHHEM 3HaHHM, MPEAYCMOTPEHHBIX MPOrPaMMOIl M3yd4aeMOil AMCIMILTUHBL,
HAJI0 TIOCTOSTHHO YIITYOJISITh MOJIY9€HHBIC 3HAHHSI, COCPEAOTAYNBas MX HA KAaKOH-HUOYIb Y3KOU
oTpeieIeHHOW 001acTH, COOTBETCTBYIOIIEH HHTEpEcaM CTyJeHTa. YTIIyOJIeHHOE N3YUYeHHE BCEX
MIPEIMETOB, TPEYCMOTPEHHBIX MPOTPaAMMOM, Ha MPAKTUKE SBISICTCS BO3MOXKHBIM, M XOpOIIas
opraHu3aius padoThl MO3BOJISIET SKOHOMHUTH BpEeMs, YTO CO3/aeT YCIOBUS s TIIyOOKOTO,
CUCTEeMAaTUYECKOT0, 3aWHTEPECOBAHHOTO H3YyYEHHUS CaMOCTOSTEIBHO BBIOPAHHON CTYIECHTOM
TEMBI.

Koneuno, Bce coBeThl, MNpPUMEPHI, PEKOMEHIAIMM B JTOW OOJIACTH, J1aBaeMble
mperojaBareyieM, WIA ONPEISIICHHBIMH IMYOJIMKAIMSIMK, WA JAPYTAMHA HWCTOYHUKAMHU, HE
rapaHTUPYIOT HUKAKOTO ycrexa 0e3 MpOsBIECHUS COOCTBEHHOW aKTUBHOCTH B ATOM Jele, T.C.
OHH HE JAIOT TOTOBBIX PEIENTOB, a JODKHBI CTIOCOOCTBOBATh aHAIM3Y COOCTBEHHOM paboTHI, ee
1eNel, OpraHu3alliu B COOTBETCTBUU C MHJIMBUYaTbHBIMA OCOOEHHOCTSAMHU. Y YUTHIBAS TUYHBIE
BO3MO)XHOCTH, CYIIECTBYIOLIME VYCIOBUS HU3HU U pabOThl, HABBIKH, HAa OCHOBE 3THUX
pEeKOMEHalluii, BO3MOXKHO, BBIPA0OTaTh WHAMBHAYAJILHO OOOCHOBAHHYIO COBOKYIMHOCTH
METOJIOB, CIIOCOOOB, HAWTH CBOH CTHJIb WM YCOBEPIICHCTBOBATH €r0, YTOOBI HW3YYHB
OTIpe/ICIEHHBI MaTepuana, HMETb BpeMS OIEHUTh €ro 3HAa4MMOCTh, TPUTOJHOCTH U
BO3MOXXHOCTH €ro NPUMEHEHHsI, 4TOObl, B KOHEYHOM CyYeTe, 00eCleYUTh YCIEUIHOCTh CBOEH
yuebe ¢ Oynymei mpodhecCHOHATBLHOM e TENbHOCTH

7. Memoouueckue pexomeHoayuu Onsi CMYOEeHMO8 NO  OMOENbHLIM  (popmam
camocmosamenvHol pabomeoi.

C mepBBIX K€ CEHTSIOPbCKMX JHEH Ha CTyACHTa OOpPYIIMBAETCS TPOMAIHBIN 00BEM
uH(pOpMaIIMK, KOTOPYI0 HEOOXOAUMO YCBOUTH. HyXHBIH MaTepuan COIACPKUTCS HE TOJBKO B
JeKUUAX (3allOMHUTH €ro — 3TO TOJBKO Majas 4yacTh 3a/ad), HO M B yuyeOHMKax, KHUrax,
ctarbsx. [Topoit Bo3HHKaeT HEOOXOIUMOCTD MPHUBJIEKATh HH(DOPMAIIMOHHBIE pecypchl IHTepHET.

Cucrema  BY30BCKOIO  OOy4yeHHUs  MOJpa3syMeBaeT  3HAUMUTEIbHO  OOJIBLIYIO
CaMOCTOSITENILHOCTh CTYJCHTOB B IUIAHMPOBAaHWUM W OPraHHW3allMM CBOCHU JIEATEIHHOCTH.



19

Buepamnemy MIKOIBHUKY clienaTh 3TO ObIBA€T BECbMa HEMPOCTO: €CJIM B IIKOJIE €XKEIHEBHBIN
KOHTPOJIb CO CTOPOHBI YYMTENS 3aCTaBisUI MOCTOSHHO M CHUCTEMAaTHYECKH TOTOBUTHCS K
3aHATUSAM, TO B By3€ BOIPOC 00 ypOBHE 3HAHUU BIUIOTHYIO BCTAeT Iepej CTYIEHTOM TOJIbKO B
nepuol ceccu. Takasi cuTyanusi o0OpadMBaeTcsi JUIsi HEKOTOPHIX COOJIA3HOM BECh CEMECTp
MOCBSITUTh CBOOOJTHOMY BPEMSIMPENPOBOXKACHUIO («korga OyneT HY>KHO — BbIydy!»), a Kormaa
NPUXOMT TOpPa SK3aMEHOB, MaTepraa, MoAJIeKaIIero YCBOCHUIO, OKa3bIBAETCSI TAK MHOTO, YTO
HUKaKasl MaMsTh He CIOCOOHA C HUM CIIPaBUTHLCS B OCTABIIMICS MPOMEKYTOK BPEMEHH.

Pabora ¢ kHuUTOM.

[Tpu pabGote ¢ KHUTONH HEOOXOAMMO MOAOOPATH JUTEPATYPY, HAYUUTHCS MPABHIBHO €€
YHUTaTh, BECTH 3amucH. s moxbopa nurepaTypsl B OMOIMOTEKE UCIONIB3YIOTCS a(h)aBUTHBIN U
CUCTEeMAaTUYECKUI KaTaJlOTH.

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

[IpaBunbHBIE  TOA00P YYEOHMKOB PEKOMEHIYETCsl NpenojaBaTeieM, UYUTAIOIIUM
JeKIMOHHBIN Kypc. HeoOxomumas nuteparypa MOXKeT ObITh TaKKe yKa3aHa B METOAMYECKHX
pa3paboTKax Mo JaHHOMY KypcCy.

W3yuas marepuan mno y4eOHUKY, CIEAyeT MEePEXOAUTh K CIEAYIOIIEMY BOMPOCY TOJBKO
1OCJ€ TPAaBUJIBHOTO YSCHEHHMS MPEIBIAYIIEro, ONWChIBas Ha OyMare BCE BBIKIAJAKH U
BbIUKCJICHHS] (B TOM YHUCJIE TE€, KOTOpbIe B Y4eOHHMKE OMYIIEHbl WIM Ha JIEKIUH JaHBbI IS
CaMOCTOSITEJIbHOTO BBIBOJIA).

[Tpu u3yueHuu 1000 AUCHUTUIMHBI OOJIBIIYIO U BaXKHYIO POJIb UTPAET CAMOCTOSITENIbHAS
UHAMBHUyalIbHas padoTa.

Ocoboe BHMMaHUE cleayeT OoOpaTUTh Ha OIpeAETeHHE OCHOBHBIX IOHATHH Kypca.
CryneHT AODKEH MOJApOoOHO pa3duparh MpUMEpHI, KOTOPBIE MOSICHSIOT TaKHE OINPENEeNICHUs, 1
YMEThb CTPOMTH AHAJIOTHYHBIE IPHUMEPBl caMocToATeNbHO. HyXHO 10OMBaThcs TOYHOTO
NpPEICTaBICHUS O TOM, YTO H3ydaemb. [l0Je€3HO COCTaBIATH OMOPHBIE KOHCHEKTHL. [lpm
U3y4eHHHM MaTepHuaja 1o y4eOHMKY MOJIE3HO B TeTpaiM (Ha CHelMaIbHO OTBEIEHHBIX IMOJISAX)
JIOTIONTHATh KOHCMEKT JeKIuid. TaM ke ClieyeT OTMeYaTb BOMPOCHI, BBIJIEIEHHBIE CTYACHTOM
JUIS KOHCYJIBTAllUU C TIPETOAaBaTEeNIeM.

BrIBOIBI, TTONTydeHHBIE B PE3yJIbTaTe H3yUCHHS, PEKOMEHIYETCsl B KOHCIIEKTE BBIICISTH,
4TOOBI OHM ITPU NEPEUUTHIBAHUY 3aMMCEH JTyyllle 3aIOMUHAIINCH.

Paznuuaror aBa BUJa YTeHUS; IEpBUYHOE U BTOpU4HOE. [lepBHUUHOE - 3TU BHUMATEIBHOE,
HETOPOIUIMBOE YTEHHUE, IPH KOTOPOM MO>KHO OCTAaHOBUTHCS Ha TPYIHBIX MecTax. [locne Hero He
JIOJDKHO OCTaThCSl HU OJTHOT'O HEMOHATHOTO os10Ba. Coziep kaHue He BCerja MOKET ObITh OHSATHO
10CJI€ IEPBUYHOTO YTEHHSI.

3agaya BTOPUYHOTO YTEHMSI - TOJIHOE YCBOGHHE CMBIC/IA LIEJIOro (10 CYETy 3TO UTCHHE
MOYET OBITh M HE BTOPBIM, @ TPETHUM HITH YETBEPTHIM).

IIpasuna camocmoamenvHou pabomul ¢ AUmMepamypou.

Kak yxe oTmewanock, camocTosiTeIbHas padoTa ¢ y4eOHMKaMH W KHUTaMHU (a TaKxke
CaMOCTOSITENIbHOE TEOPETUYECKOE HCCiIe0BaHne Mpo0ieM, 0003HAYEHHBIX IpenojaBaTeieM Ha
JEKUUAX) — ATO BakHeiIee ycioBue (OPMHUPOBAHUSA y ceOsl HaydHOro crnoco0a MO3HaHMSL.
OCHOBHBIE COBETHI 37I6Cb MOKHO CBECTHU K CIICAYIOLIHM:

* CocTaBUTh NepeUYeHb KHUT, C KOTOPHIMU BaM cienyeT mo3HaKOMHUTBCS; «HE CTapalTech
3allOMHUTH BCE, YTO BaM B Oimkaiiiiee BpeMs HE IMOHAIOOUTCS, — COBETYeT CTYAEHTY U
Mosionomy yueHomy I'. Cenbe, — 3aIIOMHUTE TOJIBKO, TZI€ 3TO MOKHO OoThIcKaTh» (Cenbe, 1987.
C. 325).

* CaMm Takoil nepeuyeHb JOJDKEH OBbITh CHUCTEMATU3HPOBAHHBIM (YTO HEOOXOIUMO MJIs
CEeMMHApOB, YTO Ul 3K3aMEHOB, YTO MPHUTOJUTCA A HANHMCAHUS KYPCOBBIX U TUILIOMHBIX
pabort, a yto Bac nHTepecyer 3a pamMmkamMu OpUIIMATBLHON y4eOHOU ACSITEIBHOCTU, TO €CTh YTO
MOXET pacuIMpuTh Bamry o011yto KyasTypy...).

* O0s13aTeIbHO BBIMUCHIBATh BCE BBIXOJHBIC JAHHBIE MO KaXI0H KHUTE (MpU HAMHCAHUU
KYPCOBBIX U IUTUIOMHBIX Pa0OT 3TO IMO3BOJIUT OYEHb CIKOHOMUTH BpEMSI).
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* PazobOparbcst st cebs, Kakue KHUTH (WJIM KakWe TJIaBbl KHUT) CIEAYeT MpPOYUTaTh
0oJjiee BHUMATEIBHO, @ KAKUE — IIPOCTO MPOCMOTPETb.

* [Ipu cocraBneHNN NepeyHe TUTepaTyphl CIeAyeT MOCOBETOBATHCSA C MPENnoaBaTessiMu
U HAayYHBIMH PYKOBOAMUTEISAMHU (MJIM Jake ¢ 0ojiee MOArOTOBICHHBIMH U 3PYAMPOBAHHBIMH
COKYpCHHKaMH), KOTOpbIe MOMOryT Bam Iydiie COpueHTHPOBATHCS, HA YTO CTOUT OOpaTHUThH
OoJbllIee BHUMaHKE, a HA YTO BOOOIE HE CTOUT TPATUTH BPEMS...

*EcTecTBEeHHO, BCe MPOYUTAHHbIC KHUTH, YYEOHUKH U CTaTbH CIIEyeT KOHCIIEKTUPOBATbD,
HO 3TO HE 03HAYAET, YTO HAJ0 KOHCIEKTUPOBATH «BCE MOJPSAI»: MOXKHO BBIIHCHIBATH KPATKO
OCHOBHbIE HJIeM aBTOpa M HMHOT/A MPUBOJAUTH HamOojee SpKUe M IMOKa3aTeNbHbIE IUTATHI (C
yKa3aHUEM CTpaHuI).

* Ecniu xHura — Bama coOcTBeHHas1, TO JIOMyCKaeTcs JejaTh Ha MOJIAX KHUTU KpaTKue
IIOMETKM WJIM K€ B KOHIIE KHWUTH, Ha MYCThIX CTPAaHUIAX MPOCTO CAENaTh CBOW «IIpEIMETHBIN
yKaszareiaby, TIJIe OTMeualoTcs Haubojee HHTepecHble Mg Bac wmbican u  00s3aTenbHO
YKa3bIBAIOTCA CTPaHUIBl B TEKCTE aBTOpa (3TO OYEHb XOPOLIMIl COBET, MO3BOJIAIOIIUN
SKOHOMHTD BpeMs U ObICTPO HAXOUTh «U30pPaHHBIE)» MECTA B CAMBIX Pa3HBIX KHHUTaX).

* Ecnin Be1 panbiie mano paboTaiy ¢ HaydHOW JMTEPaTypo, TO CIIEAyeT BhIpaboTaTth B
cebe CroCOOHOCTh «BOCIPUHUMATEY CIOXKHBIE TEKCTHI; JUISl TOTO JTYYIIUNA MPUEeM — HAY4YUThCS
«4uTaTh MENJIEHHO», Korga Bam NOHATHO KaXJ0€ NPOYUTAHHOE CJIOBO (a €CIM CJIOBO
HE3HAaKOMO€, TO JTUOO C MOMOIIBIO CIOBaps, JTUOO C MOMOIUIBIO MPEnoiaBaTelis 0053aTeIbHO ero
y3HaTh), U 3TO MOKET 3aHATh HeMayuoe Bpems (y KOro-To — JI0 HECKOJIbKMX HEZeNb U Jaxe
MECSIIEB); OMNBIT TOKAa3bIBA€T, YTO IOCIE O3TOTO CTYAEHT KAaKUM-TO «4yJOM» HauWHAaeT
OyKBaJIbHO 3arylaThlBaThb KHUTU U YYyTh JM HE BHUJIETh «CKBO3b OOJIOXKKY», CTOsIas 3To0 padbora
WJIH HET...

* «JIubo umraiite, 16O NMEPETUCTHIBATE MaTepUall, HO HE MbITATECh YUTATH OBICTPO...
Ecnu TekcT MeHs MHTEpecyeT, TO UT€HHE, pPa3MbIIJIeHHe U Jaxke (paHTazupoBaHHE MO ATOMY
MIOBOJIY CIIMBAIOTCSl B €AMHBIN MPOIIECC, B TO BPeMsI Kak BBIHYKICHHOE CKOPOUYTEHHE HE TOJIBKO
HE CIIOCOOCTBYET KayeCcTBY UTEHMS, HO U HE MPUHOCUT YyBCTBA YIOBJIETBOPEHHSI, KOTOPOE MBI
HOJTy4aeM, pa3MbIILIsis O TPOUYUTaHHOMY, — coBetyeT ['. Cenbe (Cenbe, 1987. — C. 325-326).

* Ectp eme oauH 3¢ ¢eKTUBHBIA COCOO ONTUMHU3UPOBATh 3HAKOMCTBO C HAy4YHOMH
JUTEPATypOi — CIIEAYET YBIIEUbCSl KaKOH-TO MIeei U BCe KHUTH MPOCMATPHUBATH C TOUKU 3PEHHS
JaHHOM naen. B aToM ciydae cTyaeHT (MM MOJIO0HM y4eHbI) OyeT Kak Obl UCKaTh apryMEHThI
«3a» WU «IIPOTHB» MHTEPECYIOIEH ero uaeu, 1 OJHOBPEMEHHO OH OyneT Kak Obl oOmarbes ¢
aBTOpPaMHU 3TUX KHUT IO MOBOAY CBOMX HICH M pa3MbinuieHui... [Ipobiema nuimmp B TOM, Kak
HAalTU «CBOIO» UIEHO...

UreHne Hay4HOTO TEKCTa SIBJISIETCS YacThIO MO3HABaTENIbHOM JesTenbHOCTH. Ee menp —
U3BJICUEHHE U3 TeKcTa HeoOXxoauMoil nHpopmaru. OT TOro Ha CKOJIBKO OCO3HAHHA YUTAIOIIUM
COOCTBEHHAsi BHYTPEHHSS YCTaHOBKA INPH OOpalleHHH K TICYATHOMY CIIOBY (HAaWTH HY)XKHBIE
CBEJICHUS, YCBOUTH MH(POPMAIIHMIO MOJHOCTHIO WJIM YaCTHYHO, KPUTHYECKU MPOAHAIN3UPOBATH
MaTepHua U T.I.) BO MHOTOM 3aBUCHT d(P(PEKTUBHOCTH OCYIIECTBIIIEMOTO ICHCTBHUS.

Bb1iensitoT yeTblpe OCHOBHBIE YCTAHOBKH B YTEHUH HAYYHOTO TEKCTa:

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

2. ycBauBaronias (yCWJIMsl YMTaTessl HalpaBlieHbl Ha TO, YTOOBI KaK MOXHO IIOJHEE
OCO3HAaTh W 3allOMHUTH, KaK CaMU CBEACHHUS H3JIaraeMble aBTOPOM, TaK M BCIO JIOTUKY €ro
paccyXIeHUi)

3. aHAINTUKO-KpUTHYECKasl (YUTATENb CTPEMHTCS KPUTHYECKH OCMBICIUTH MaTephall,
POaHAJIM3UPOBAB €0, ONPECIINB CBOE OTHOILIECHUE K HEMY)

4. TBopuyeckas (co3/aeT y yuTaress TOTOBHOCTh B TOM WJIM MHOM BHJI€ — KaK OTIPAaBHOMN
IYHKT JJIS CBOMX PacCyKICHUU, Kak 00pa3 i ACWCTBUS MO aHAJOTHM U T.II. — UCHOJIb30BATh
CYXKICHHSI aBTOpa, XOJ €ro MbICJIEH, pe3ysibTaT HaOo/eHus, pa3pabOTaHHYI0 METOJUKY,
JIOTIOJTHUTD UX, TIOJIBEPTHYTh HOBOM MPOBEPKE).

C HanuuueM pa3MYHBIX YCTAaHOBOK OOpalleHHs K HaydyHOMY TEKCTy CBSI3aHO
CYIIECTBOBaHHME U HECKOJIbKUX BHJIOB YTCHHUS:
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1. Gubnmorpaduyeckoe — MpOCMATPUBAHWE KAPTOYECK KaTajlora, PEKOMEHIATEIhbHBIX
CIIMCKOB, CBOJHBIX CIIMCKOB KypHAJIOB U CTAaTel 3a FOJ U T.I1.;

2. MpPOCMOTPOBOE — HCHOJB3YETCS Ul IIOMCKA MAaTepUalioB, COJEpPKAIIUX HYXKHYIO
uHpOpMaLKIo, 0OBIYHO K HEMY IpUOEraroT cpasy mociie paboThl CO CIHMCKAMHU JUTEPATyphl U
KaTaJloraMH, B pe3yJbTaTe TaKoro MPOCMOTpa YUTATeNlb YCTAaHABIMBACT, KAKHE U3 HCTOYHHUKOB
OyIyT UCIIOJIB30BaHbl B JalbHENIIEH padoTe;

3. 0O3HAKOMMTEJIbHOE — IOJPa3yMEBAET CIUIOIIHOE, JOCTATOYHO MOAPOOHOE MPOUYTEHUE
OTOOpaHHBIX CTaTeW, IJIaB, OTIENbHBIX CTPAHMI], LEJb — II03HAKOMUTHCA C XapaKTepoM
uHpOpMaLMY, Yy3HaTh, KakKue BOIPOCHl BBIHECEHBI aBTOPOM Ha pAacCMOTpPEHHE, IPOBECTH
COpPTUPOBKY MaTepHuana;

4. uzyvarolee — IpeanoaraeT JOCKOHAJIbHOE OCBOCHHME MaTepuaia; B XOJE€ TaKOro
YTEHUs MPOSIBISIETCA JIOBEpUE 4YHUTATENsl K aBTOPY, T'OTOBHOCTb IPHUHATh H3JI0KEHHYIO
MH(POPMALIMIO, pealIn3yeTcs yCTaHOBKA Ha MPE/IebHO MOJIHOE IOHUMaHKie MaTepHala;

5. aHAIUTUKO-KPUTHUYECKOE M TBOPYECKOE YTEHHE — JBA BUAA YTEHHS OJIM3KHE MEXKIY
coOOH TeM, 4YTO Y4YacTBYIOT B pELIEHUHM HCCIeN0oBaTelNbCKUX 3afad. IlepBbli M3 HHX
IpeJioiaracT HallpaBJICHHbI KPUTUYECKUH aHalu3, Kak caMoi MH(pOpMalMM, TaKk U CIOCOOOB
ee MOJyYeHUs U I10JIaul aBTOPOM; BTOPOE — MOUCK TeX CYKICHMMH, (PaKTOB, 10 KOTOPHIM WIH B
CBSI3U C KOTOPBIMH, YUTATENb CYNTACT HYKHBIM BBICKA3aTh COOCTBEHHBIE MBICITH.

N3 Bcex pacCMOTPEHHBIX BUJIOB YTEHUSI OCHOBHBIM JJISl CTYACHTOB SIBJISETCS U3ydalrollee
— UMEHHO OHO IMO3BOJISIET B paboTe ¢ yueOHOM TUTepaTypoil HaKaIIMBaTh 3HAHUS B Pa3IMYHbIX
obmnactsax. Bor mouemy MMEHHO 3TOT BHJ UTEHHS B paMKax y4eOHOW HesTeIbHOCTHU JOJKEH
OBITh OCBOEH B IEpByK ouepenb. Kpome Toro, mpu oOBIaJeHUU JaHHBIM BHUJOM UTEHUS
(GopMHpPYIOTCS OCHOBHBIE ITPHEMBI, OBBIILIAIONINE Y3PPEKTUBHOCTH paOOThI ¢ HAYYHBIM TEKCTOM.

OcHoBHbIE BUbI CUCTEMATU3UPOBAHHON 3aIIMCH POYUTAHHOTO:

1. AHHOTHpOBaHHE — TpENEeNbHO KPAaTKOE CBSI3HOE ONMCAaHUE NPOCMOTPEHHOM WU
MPOYUTAHHOMN KHUTH (CTaTbM), €€ COEPKaHUs, UCTOYHUKOB, XapakTepa U Ha3HAYCHMUS,

2. IlnanupoBaHue — KpaTKas JIOTWYeCKas OpraHu3alus TeKCTa, pacKpbIBarollas
CoJIep’KaHue U CTPYKTYPY U3Y4aeMOro MaTepuana;

3. Te3upoBaHHe — JJAKOHUYHOE BOCIIPOU3BE/ICHHNE OCHOBHBIX YTBEp)KIEHHH aBTOpa 0e3
IpUBJICYEHUS (PAaKTUUYECKOI0 MaTepuraa;

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

5. KOHCHGKTI/IpOBaHI/Ie — Kparko€ W 1OCIACAOBATCIIBHOC H3JI0KCHUC COACPIKAHUA
MMPOYHUTAHHOTIO.

KoHcnekT — cnoHbli crnoco0 U3J10KeHUs COAEepKaHUsl KHUTU WM CTaTbU B JIOTHYECKON
nocienoBarenbHOCTH. KOHCIEKT akKyMynupyeT B cebe mpeblayIiue BUAbl 3alKCH, TT03BOJISET
BCECTOPOHHE OXBAaTUTh COJECPKAHUE KHUTH, CTaTbU. [103TOMY yMEeHME COCTABIIATH IUIAH, TE3UCHI,
JleaTh BBIIMCKU U APYTHUE 3alIUCH OIPEAEIAET U TEXHOJIOTHUIO COCTABIECHU KOHCIIEKTA.

Memoouueckue pekomenoayuu no cocmasieHuo KOHCneKma:

1. BHumarenbHO NMPOYUTANUTE TEKCT. YTOYHHUTE B CIIPABOYHOMN JTUTEpaType HETOHSITHbIE
cinoBa. [Ipu 3anucu He 3a0yAbTe BHIHECTH CITPABOYHBIE JAHHBIE HA MOJISI KOHCIIEKTA;

2. Bplnenure riaBHOe, COCTaBbTE ILJIAH;

3. Kpatko cdopmynupyiiTe OCHOBHBIE IOJIOKEHUSI TEKCTa, OTMETHTE apryMEHTALUIO
aBTOpA;

4. 3akOHCIEKTUpPYHTE  MaTepuain, dYeTko  cieayss  MOyHKTam  ma”a.  [lpu
KOHCIIEKTUPOBAHUU CTapalTECh BBIPA3UTh MBICIb CBOMMH CJIOBaMHU. 3allUCH CIEAYET BECTH
YETKO, SICHO.

5. I'pamotHO 3anuceiBaiiTe nutaTsl. LUTHUPYs, yUuThIBaliTe JaKOHUYHOCTD, 3HAUUMOCTh
MBICIIH.

B TekcTe KOHCIEKTa kKenaTesIbHO IPUBOAUTH HE TOJIBKO TE3UCHBIE ITOJIOKEHUS, HO U UX
nokaszarenberBa. [Ipy opopmileHHMM KOHCIIEKTa HEOOXOIUMO CTPEMHTHCA K €MKOCTH KayKIOoro
npeuiokeHusl. MBICIM  aBTopa KHUTH CIIEAyeT u3jaraTb KpaTko, 3a00TsACh O CTHIE U
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BBIPA3UTEIHLHOCTH HAMMCAHHOTO. YHCIIO AOMOIHUTENBHBIX JIEMEHTOB KOHCIEKTA JIOJKHO OBITh
JOTHYECKH  OOOCHOBAaHHBIM,  3alUCH  JOJDKHBI  paclpeneNiaTbCsi B ONPENEICHHOU
MOCIIEI0BATEIbHOCTH, OTBEYAIOIIEH JIOTMUECKO CTPYKTYype MmpousBeaeHus. s yrouHeHus u
JIOTIOJTHEHHUST HEOOXOAUMO OCTABJISTh OIS,

OBnaneHve HaBbIKAMHU KOHCIIEKTHPOBAHUS TPEOYET OT CTYACHTA IIeNIeyCTPEMIIEHHOCTH,
MOBCEHEBHOM CaMOCTOSATEILHON PabOTHI.
[TamsiTKa 1O CO3AHUIO NIPE3EHTALIUN

DNeKTpOHHAsI Tpe3eHTalus —  3JICKTPOHHBIM JOKYMEHT, NpPEACTaBISIOMUN Habop
CIAiIoB, TpEIHAa3HAYCHHBIA JJIA JIEMOHCTpAIluu TMpojaelaHHON paboTel. Ilenpio moboi
NPE3CHTAIMH SBIISCTCS BH3YyalbHOE TPEACTABICHUE 3aMBICIa aBTOpPA, MAKCHUMAaIbHO yJ00HOE
JUTSL BOCIIPUSITHSL.

3ajaud Mpe3eHTalNu:

— MpUBJICYEHUE BHUMAHUS ayJJUTOPHH;

— TmpeAocTaBiICHHE HEoOXoauMol WH(GOPMAIMK, JOCTATOYHON JUISI BOCHPHSTHS
pe3yNIbTaTOB MPOJIETAaHHON paboThI 0e3 MOsSCHEHHIA;

— MpenocTaBiIeHne HHPOPMAITUN B MAKCUMAIILHO KOM(pOPTHOM BHJIE;

— aKIEHTUPOBAHUE BHUMaHMsI Ha HauboJjee CyIeCTBEeHHBIX HH(OPMALIMOHHBIX pa3/enax.

Tpebosanus k oghopmaenuro cnatioos

TumynvHolil cratio

[IpesenTanuss HauMHAeTCs CO crlaiiia, cojiepxallero Ha3zBaHue paboThl (O0KIana) U
uMeHa aBTOpa(oB). DTH 3JEMEHTHI OOBIYHO BBIAETSIOTCA Oojee KpyHmHbIM HIpUdTOM, yeM
OCHOBHOM TEKCT Mpe3eHTanuu. Takxke Ha MepBBIA Claia 1eaecoo0pa3Ho MOMECTUTh JIOTOTHUII
YUpeXJIeHUs, OT JHUIa KOTOPOro Jenaercs mpe3eHTtanus. B kauectBe (oHa winm n3oOpaskeHus
NepBOro  ciaiij]a MOXXHO  MCIOJNb30BaThb PHUCYHOK WM  (ororpaduio, HMEIOIIYIO
HEMOCPEJCTBEHHOE OTHOILIEHHEe K Teme npe3eHTanuu (¢porto kadenpsl, By3a, Hauboiee
3alIOMUHAIOLIUIICS 3JIEMEHT MCCIEI0BaHUs U T.I1.), OJHAKO TEKCT MOBEPX TaKOro M300pa’keHus
JIOJDKEH 4YuTaTbes ouyeHb Jerko. [lomoOHoe mpaBuio cobmrogaercs M Uil (poHa OCTadbHBIX
cnaiioB. TemM He MeHee, MOHOTOHHBI (POH MIM (QOH B BHUAE MATKOro rpajaueHTa Oyner
CMOTPETHCS Ha IEPBOM CJIali/ie TOKe BIOIHE Y3PPEKTHO.

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

Obwue mpebosanusi

Cpennuii pacuer BpeMeHH, HEOOXOIUMOIO Ha MPE3CHTAIMIO BEAETCS HUCXOIs W3
KOJIM4YecTBa ciaioB. OOBIYHO HA OJUH CllaiiJi HE0OX0AUMO He 0oJiee OHON-ABYX MUHYT.

Heo0OxomuMo UConbp30BaTh MaKCUMAIbHOE MTPOCTPAHCTBO IKpaHa (Ciaiiia) — Hampumep,
pactsinyB pucyHku. [1o BO3MOXKHOCTH UCIIONB3YiTe BepXHUE 3/4 MiIomaay skpana (ciaiaa), T.K.
C TIOCJIEIHUX PSAOB HIDKHSS 4acTh SKpaHa OOBIYHO HE BUIHA.

Jlu3aifH M0JDKEeH OBITh MPOCTHIM U TAKOHUYHBIM.

Kaxapiii cinaiif 10KeH UMETh 3aT0JIOBOK.

Crnaiimel MOTYT OBITH TTPOHYMEPOBAHBI C YKa3aHHEM OOIIETr0 KOJIMYECTBAa CIAWIOB B
IPe3eHTAIHH.

3aBepuiaTh MpPE3EHTALMIO CJIEAYeT KpaTKUM pe3loMe, COJIep)KalliM €€ OCHOBHbBIE
MOJIO’KEHUSI, B)KHBIC TAHHBIE, TPO3BYYABIIHE B JOKIAJIE, U T. 1.

Odgpopmnenue 3a20106x08

Hasnauenue 3aroinoBka — OJHO3HaYHOE WHGOPMHUPOBAHUE AYIUTOPHH O COACPKAHHUH
cnaiima. Caenath 3TO MOXHO, IO MEHBIIEH Mepe, TpeMs CIocoO0amMu: O3BYyYHMB TeMY Claifa,
JAKOHWYHO M3JI0KUB CaMyl0 3HAYUMYI0 WH(MOpMaIUI0 claifa win copMyIrupoBaB OCHOBHOM
BOIIPOC ciaija. B 3arojioBke HyKHO yKa3aTb OCHOBHYIO MBIC/Ib Claija.

Bce 3aronoBku JOMKHBI OBITH BHITIOTHEHBI B €IMHOM cTujie (UBET, MIpU(PT, pasMmep,
Ha4YepTaHUE).

Texct cnaiifa Ass 3aroJIOBKOB JIOJIKEH OBITH pazMepoM 24—36 MyHKTOB.

Touky B KOHIIE 3ar0JIOBKOB HE CTaBUTh. A MEXYy NMPEATIOKEHUSIMU CTaBUTh.

He nucarb qyiMHHBIE 3aTOJIOBKH.
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Buvibop wpugpmos

Juis  odopMieHHS TMPE3CHTAIMU CIIEAyeT UCIOIb30BaTh CTAHIAPTHHIE, I[MUPOKO
pacrpoCcTpaHCHHbBIC MPONOPIHOHaIbHbIe mpudThl, Takue kak Arial, Tahoma, Verdana, Times
New Roman, Georgia.

/!!Hcnonvsoeanue wipugmos, He 6X00AWUX 8 KOMNIEKM, YCMAHABIUBAEMbIU NO
YMONUAHUIO éMecme C ONEPAYUOHHOU CUCMEMOU, MOdiCem NpUueecmu K HeKOPPEKMHOMY
omoopadcenur0 6awiell npeeHmayuu  Ha OpyeoM Komnwlomepe, M.K. HECMAHOAPMHbIX
wpugmos, Komopwvie pewunu UCNOIb308AMb 6bl, MAM MO}Cem Npocmo He okazamwcs. Kpome
mo2o, OOILUUHCINGO OUZAUHEPCKUX WPUPDMOB8, UCNOIb3YEMbIX 00bIYHO 011 HAOOPA KPYNHLIX
3a20/106K08 8 NEYAMHbIX U30AHUAX, OPOpMIEHUS QUDMEHHO20 CMUA, YNAKOBOK U M. 0., 8
PAMKAX — Npe3eHmayuu CMOMPSAMCSA  CIUWKOM —OPOCKO, OMGIeKAalom 6HUMAHue Oom ee
cooepacanusl, a nopoll U NPOCMO BbI3bl8AIOM PA30PANHCEHUE AYOUMOPUU.

B onHoOIi mpe3eHTaIK JOMyCKaeTCsl UCIONIb30BaTh He Oosiee 2-3 pa3iuyHbIX MpUTOB,
XOTs B OOJIBIIMHCTBE CJIy4aeB BIIOJIHE JOCTaTOYHO W ojHOro. Pasmep mpudTa mis
uHpopmanmoHHoro Tekcta 18-22 mynkra. [llpudt mMenee 16 MyHKTOB IJIOXO YMUTAETCS IMPHU
npoeknuu Ha dKkpaH. [Ipu co3maHuu criaia HEOOXOAMMO TIOMHHUTH O TOM, YTO PE3KOCTh
n300pakeHus Ha OOJIBIIIOM DKPaHE MOXKET OBITh HIDKE, YeM Ha MOHUTOpPE. Upe3aMepHO KpYITHbBIH
pasMep mpudTa 3aTpyAHSIET mpoiecc Oeryoro ureHus. [IporucHbie OYKBBI BOCIPUHUMAIOTCS
TsoKenee, yeM crpounble. Kupusiit mpudr, kypcuB u CAPS LOCK wucnonb3yiite TOIbKO AJs
BBIJICTICHUS.

/!!He cmoum yenekamuvcs cozoanuem Haonucei ¢ nomowwto oowvexkmos \WOrdArt, umo
noseoasiom oeiams muocue npunodcenus naxema Microsoft Office, 6 mom uucie u PowerPoint.
Taxkue Haonucu, nooKynarmwue papabomyuxa npe3eHmayuu npuyyoIuUgol  Gopmoti,
B03MONCHOCHBIO UCHONL3068AMb PAZHOOOPA3HBIE MEHU U 00beM, KAK NPAUlo, TUllb YXyOuaom
socnpusimue ciatioos.

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

L{eemosas camma u ¢hon

JUia mpe3eHTaluy M3Ha4yaJlbHO HEe00XO0IuMO Moa00paTh IIBETOBYIO raMMy: OOBIYHO 3TO
TPH — TATH [IBETOB, CPEAU KOTOPBIX MOTYT OBITh KaK TEIUIbIe, TaK U XOJIoAHbIe. JIF000# U3 »THX
IIBETOB JIOJDKEH XOPOIIIO YUTATHCS HAa BEIOpAaHHOM paHee QoHe.

B BbIOOpe 1IBETOBOI MamUTpPHI JOJDKHBI OBITH YUTEHBI IPrOHOMUYECKHE TPEOOBAHUSA:
3HAUEHUS I[BETOB JIOJKHBI OBITH TIOCTOSIHHBI M COOTBETCTBOBATH YCTOMUMBHIM aCcCOIUAIIUSIM.

[Icuxonoruvyeckre MOMEHTBHI: OCHOBHOE CBOWMCTBO «TCIUTBIX» I[BETOB — BHI3LIBATH
BO30YXKICHHE, OHU CTHUMYJIHPYIOT HHTEpPEC 4YeJIOBeKa K BHEIIHEMY MHUPY, OOIIEHUIO U
JESTEIIbHOCTH. «XOJIOAHBIC» I[BETa BBI3BIBAIOT TOPMOXEHHE. OITO YCIOKAaWBAIOIIUE U
CHUMaloIKe BO30Y)KICHHE I1IBeTa, OHU BHOCAT B TIOBEJECHUE UYEIOBEKA PACCYAOYHOCTH,
PaIMOHATILHOCTb.

[Ipu coBMeleHNH aKTHBHBIX M MMACCUBHBIX [[BETOB HYXXHO YYUTHIBaTh, YTO AKTHBHBIC
[[BETa BCET/Ia BOCIPUHUMAIOTCS SpYe W JIyYIlle 3allOMHUHAIOTCS, TMO3TOMY Il JOCTH)KCHUS
paBHOBECHSI OHU JIOJDKHBI 110/1aBaThCS B MEHBIITUX MPOMOPIIUSX.

[IBera cuHe-romy00il YacTH XPOMATUYECKOTO Kpyra CYMTAIOTCS HanboJiee TSHKEIbIMU IS
BocTIpuATHs. JKENThIi BET BHITJISAUT, HAOOOPOT, HAMOOJIEE JTETKUM U BO3TYIITHBIM.

Ha3naunB KakxqoMy W3 TEKCTOBBIX DJJIEMEHTOB CBOW IIBET, HAlpUMeEp: KPYITHBIM
3aroJioBKaM — KpAacHBIM, MEJIKUM 3aroJioBKaM — 3€JICHBIH, MOJAPUCYHOYHBIM MOMAMUCAM —
OpaHXEBbIN U T.II., HYKHO CJIEZIOBaTh TAKO CXEME Ha BCEX ClIaigax.

!!l«Packpawiueanuey mekcma moOabKO U3 ICMEMUYECKUX CooOpaxicenuti, Kax U
HeyOaumbvlll 8blO0p WPUDMO8, MO2Ym NPUBECU K OMEIeHeHUr) SHUMAHUA CaAywamene U ux
pazopadxcenuro. OCHOBHOU MeKCM PeKOMEHOYemcs Hadupamy HeUmpaiIbHbIM YEemom — YepHbIM,
OenviM U CcepuiM pPA3TUYHBIX OMMEHKO8, 6 3asucumocmu om spkocmu ¢oua. Credyem
usbe2amv  UCNONL308AHUSL mMeKcma, 2paguku u @GoHa 00HO20 yeemada, CcO CXOOHOU
HACIUWEHHOCMbIO Y8ema U 0OUHAKOBOLL APKOCMU.

ITonnepxuBaiiTe BBICOKHI KOHTPACT.
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Crnaiigel MOTY IMETH MOHOTOHHBIN (DOH, a Takke GOoH-TpaareHT WK (HOH- H300paKeHNE.
Bribop (¢oHa TOTHOCTBIO OHpeAensieTcs XyAO0XKECTBEHHBIMH IPEANOYTCHUSAMU aBTOPA
Mpe3eHTAlUU, OJJTHAKO CIEAYET MOMHUTh, YTO YeM MEHBIIIE KOHTPACTHBIX NEPEXO0JI0B COACPKHUT
¢doH, Tem Jerdye YHMTaTh pAcIOJIOKEHHBIH Ha Hem TekcT. Cremyer wu3berarb (OHOB,
neperpyKeHHbIX rpaQUUecKUMHU JIeMEHTaMHU.

!!!Kapmunku na 3a0nem niaune, NOJIOCKU, KI€MOUYKU — IMO JUUIHASL HA2PY3KA OJisl 21d3d.
Yem cnooicnee 06vekm, mem Oonvuie pemeHu mpedyemcs, ymoobvl e20 paccmompems U NOHAMb.

KomdopT npu urenun, Kak mpaBuiIo, IBISAETCS ONPEACISIONM (PaKTOPOM ISl YEITOBEKa,
3HAKOMSILETOCs C Ballleil Mpe3eHTaluel, 1 HeyauHO BHIOpaHHBIN (DOH HEPEIKO MOXKET MPOCTO
BBIHYJIUTh YaCTh ayAUTOPUH CMOTPETH Ky/la YTOJHO, TOJIBKO HE Ha 3KpaH.

Ctuiib U3N10KeHUs

CrnenyeT UCHOIb30BaTh MUHUMYM TEKCTAa. TEKCT HE SIBISIETCS BU3YaJIbHBIM CPEICTBOM.
[TpaBna, ucnonp30BaHuE TEKCTa HE U30€kKaTh, KOTJa HYKHbBI MOSICHSIFOIINE MOANNUCH K PUCYHKAM
WIH [IPEIbSBICHUE NIEPEUHS YEro-1uoo.

Hu B xoem ciiydae He CTOUT cTapaThCs pa3MECTUTh HA OJTHOM Ciaii/ie Kak MOXHO OOJIbIIIe
TekcTa. s TOro dYroObl MpoYecTh MENKHA TEKCT, MHOTUM HEOOXOJMMO CYIIECTBEHHO
HamnpsraTh 3peHue, U, CKOpee BCero, Mo CBOEW BOJIE HUKTO ITOro aenarth He Oyner. [losTomy,
yeM OOJbllIe TEKCTa Ha OJHOM Claijie Bbl MNPEAJIOKUTE AyAUTOPUU, TEM C MEHbILIEH
BEPOATHOCTHIO OHA €0 MPOYUTALT.

PexoMenayercs moMeniaTh Ha ciail TOJbKO OJUH Te3uc. PacmpocTpaneHHas ommoOka —
9TO Mpe/CTaBICHNE Ha ciaiiie 6oyee 4eM OAHON MBICIH.

CrapaiiTech He UCIHOJB30BaTh TEKCT Ha claiiie Kak 4YacTh Balledl peuu; Jiydine
MOMECTUTE TyJda Ba)KHbIE TE3UChl M JIMIIb OJWH-IBA pa3a OOCPHUTECh K HUM, IOCBSITHB
OCTaJIbHOE BPEMSI HETOCPEICTBEHHON KOMMYHHUKAIIMHU C BalllUMU CITYIIATEISIMHU.

He nepenuceiBaiite B mpe3eHTAlUIO CBOW TOKJIAI.

B upneane BooOIie HU OJHO CJIOBO JIOKJIaJa HE JOJKHO AYOJIMpOBAaThCA Ha cilalgax —
KpOMe TeMbl 1 UIMEH COOCTBEHHBIX, Ha3BaHUM rpapuKoB U Tabmui. JleMOHCTpalus Ipe3eHTalun
Ha 3KPaHEe — 3TO BCIIOMOTaTeJIbHBIN HHCTPYMEHT, WITIOCTPUPYIOIIUHI Bally peyb.

Texcr Ha cnaiinax ¢opmaTtupyercs no mupuse. /g aydmieil KOMIOHOBKM TEKCTa Ha
caiijie 1menaecoo0pa3Ho MCIOJIb30BaTh (PYHKIMH, MpeaaaraeMeie B cpeae Microsoft PowerPoint:
WHTEPBAJIbL, TUHEWKA U Jp.

Pasmep u 1nBer mpudra noaduparoTcs Tak, YTOOBI TEKCT OBbUT XOpOIIO BHUJCH.
[TonuepkuBanne HE wucnons3yercs, T.K. OHO B JOKYMEHTE YKa3blBa€T Ha THIEPCCBHUIKY.
DJIeMEeHTHI CIIMCKA OTIEISAIOTCS TOUKOH C 3armaToil. B koHIle 0053aTeNbHO CTABUTCS TOUKA.
IIpumep:

Karanoru:

— YpOBEHB 1;

— YPOBEHb 2;

— YpOBEHB 3.

OOparuTe BHHMaHHE, YTO TIIOCJIE JBOETOYUS BCE JJIEMEHTHl CIUCKA MUIIYTCS C
ManeHbkoi OykBbl! Ecnu crnmcok HaumHaeTcs cpa3y, TO NIEpPBbIH AJIEMEHT 3allHChIBAeTCS C
IPONHUCHOM (60Jb1I0I) OYKBBI, Jajiee — CTPOYHBIMHU (MAJICHBKUMHU).

Ha cxemax tekct nmyuiie popmMaTupoBarh 1o HEeHTPY.

B Tabaumax — mo yCMOTpEHHUIO aBTOPA.

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

Cnenyer uzberath 3(p(PEeKTOB aHMMAIUU TEKCTa W rpaduKH, 3a MUCKIIOUEHHUEM CaMbIX
IIPOCTBIX, HAIIPUMEP MEJIEHHOTO MCUE3HOBEHUS WJIM BO3HUKHOBEHHUS IOJIOCAMHU, XOTS U OHU
JOJIKHBI IPUMEHATHCS B MEPY.

Hcnonb3oBanue  oOpa3oB u  Metadop, go0aBiIeHHE  PUCYHKA,  HATJISAHO
JEMOHCTPHUPYIOIIETO OCHOBHYIO MBICIIb, C/I€TIA€T MaTepHall 3alTOMUHAIOIINMCS.
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PekoMeHnayercss MCHoib30BaTh IYCTOM cjaiil, 4TOOBl CKOHIIEHTPUPOBATh BHHUMaHUE
ayUTOPUU HA TOM, YTO BbI ToBoputTe. Ecim Ha cnaiine Oymer kakoe-muO0 M300pakeHHeE,
BHHUMaHue Oy/IeT OTAaHO 3TOMY M300pa)xeHHIO0, a He BalluM ciioBaM. [loaToMy mycTble craibl
MOYKHO BCTaBIISITH IEPEe] CIai oM C M300pakeHHeM, 4ToObl, CHa4yaja ayIuTOPHs BbICIyIIana
Bac, a motom yBuaena HyHOe U300paxeHHe.

LenecooOpa3Ho BbIBOIUTH HH(pOpMamuio Ha ciaiin mnocrenenHo. I[lycte cioBa u
KapTUHKU TMOSBJISIOTCS MapajuleIbHO Ballei «03BYYKE»: TaK MOHITHEE, YEM BECTH paccka3 Io
CTaTUYHOMY CJIANy.

Hcnonvzosanue popmyn

MOHO OCTaBHTbH O0IIYIO (hOpPMY 3alTUCH W/WIIK PE3yIbTaT, a 0TOOpaXKaTh BCIO IETIOYKY
pemieHus He Has0. bosbiioe konuyecTBO GopMyIl Ha cllaiifie He YUTAETCS.

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

Odghopmnenue unnrocmpayuii

O0s13aTeNIbHO WILTIOCTPUPYUTE NMPE3EHTALUI0 PUCYHKAMHU, (poTorpadusamMu, HariasAHbIMU
cxemamu, rpadukamMu U quarpammami. SIpkrue KapTUHKU MPUBJIEKA0T BHUMaHUE P eKTUBHEE,
4eM CyXOH TEKCT WJIH, IIOPOM, 1aXKe OUYEHb HEII0Xasl peyb.

N300paxenuto Bcerga ciieqyeT NpuAaBaTh KaK MOXHO OOJBIIMK pa3Mep; eciau 3TO
BO3MOYKHO, WJUTIOCTPAIIMA CTOUT PACHPEICITUTh MO0 HECKOJIBKHM CliaiiiaM, HeXXeNHd pa3MeliaTh
X Ha OJIHOM, HO B YMEHBIIEHHOM BUJE. M300padiceHue 001CcHO 3aHumMams He 6Oonee 60%
pazmepa craioda. VnmocTpauu AODKHBI OBITH mojanucanbl. [lofmucu BIONHE JOMTyCTUMO
pacmojaraTh He HaJ W HE MOJA HU300pakeHHeM, a CcOOKy, €Clid OHO, Hampumep, HUMeeT
BEPTUKAJIBHYIO OpHEHTanuio. lcrmonp3yiiTe ropu3oHTANBHOE HampaBleHHE TeKcTa. Pasmep
wpugma 011 Haonucel — 0003HAUCHUN HA PUCYHKE HA O0BEKTaX He Hudice 12 nyHKmos.

Tpebosanus k ogopmaenuio ouazpamm

VY nuarpaMMebl 10JDKHO OBITH Ha3BaHHE WJIM TAKHUM Ha3BaHHUEM MOXKET CIYXKUTh
3aroJI0BOK Cllai1a

Jlmarpamma qoiKHa 3aHUMATh BCE MECTO Ha CIaie.

JIVHWY ¥ TIOJIITUCH JIOJDKHBI OBITH XOPOIIIO BHUJIHBI.

Tpebosanus k opopmaenuro mabauy

Ha3Banwne TaOnuIL.

[{enbHOCTH BOCTIPUSTHSL.

Ilpasuna nanucanus 3cce.

Cr0BO «3ccey MPUIIIO B PYCCKUH S3BIK U3 (PPAHITY3CKOTO M STUMOJIOTHYECKH BOCXOIUT
K JaTHHCKOMY CIIOBY exagium (B3BemmBaHue). DpaHiry3ckoe eSSai MOXHO OyKBalIbHO
MIEPEBECTH CIIOBAMM OIIBIT, MPO0Oa, MOMBITKA, HAOPOCOK, OUEPK.

Occe - 3TO COYMHEHHE HeOONbIIOro oObeMa U CBOOOIHONW KOMITO3UIIMHU, BBIpAXKarolee
WH/IMBUYalIbHBIC Pa3MBIIIICHAS KOHKPETHOMY BOIPOCY M 3aBEIOMO HE TpEeTeHIyIoIee Ha
OTIPEICIISIONIYIO MIIM UCUYEPIBIBAIOIIYIO TPAKTOBKY IIpEeIMETa.

Ilenp 3cce COCTOMT B pa3BUTUM TaKWX HABBIKOB, KaK CAMOCTOSATEIBHOE TBOPYECKOE
MBIIUICHHE U TUChMEHHOE M3JI0KEHNE COOCTBEHHBIX MBICIIEH.

CtpykTypa 3cce onpenensieTcs: MPeabsIBIsIEMbIMI K HEMY TPeOOBaHUSIMH:

1. Msicau aBTopa 1o npodiemMe u3naraorcs B opmMe KpaTkux Te3HCOB.

2. Mpicip 10DKHA OBITH TOJKPEIITIEHA apTyMEHTaMHU.

3. Dcce HOKHO UMETh BBEJICHHUE U 3aKITIOUCHHE.

[Tpu HanMcaHUM cCe BaXKHO TAK)KE YUUTHIBATH CIEAYIONIHE MOMEHTHI:

1. BcerymieHue U 3aKiIO4eHHE TOJKHBI (JOKYCHPOBAaThH BHHUMaHHE Ha Tpodiieme (BO
BCTYIJICHUU OHA CTaBUTCSI, B 3aKJIIOUEHUH - PE3IOMHUPYETCS MHEHUE aBTOPa).

2. Heo0xomumo BbiienieHUE a03a1ieB, KPAaCHBIX CTPOK.

3. Heo0xoaumoii sBsieTCs sicHasl, IOrH4YecKasi CBSI3b a03alieB.

4. CTwibp WM3JI0KEHHUS: 5CCe TMPHUCYIIM OSMOIMOHAIBHOCTE M JKCIPECCHBHOCTD,
XYyJ0’KE€CTBEHHOCTb.

Ilpasuna no02omosKu K 3auemam u 3K3aMeHaM.
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* Jlyumie cpa3y COpHMEHTHPOBATHCS BO BCEM Marepuaje M 005S3aTeNbHO PaCIIONIOXKUTh
BECh MaTepHajl COIJIACHO SK3aMEHAI[MOHHBIM BOMpocaM (WM BOMpOcaM, OOCYXIaeMbIM Ha
CEeMHMHapax), 3Ta padoTa MOXET 3aHSATh MHOIO BPEMEHH, HO BCE OCTaJbHOE — 3TO YKe
TEXHUYECKHUE JeTau (TJIaBHOE — 3TO OPUEHTUPOBKA B MaTepuae!).

+ CaMa TOATOTOBKa CBSi3aHA HE TOJILKO C <«3allOMHHAaHWEM». [lOArOTOBKa Takke
MpEeJIoJiaraeT U NePeOCMbBICIICHHE MaTepraia, U JaKe PaCCMOTPEHUE AIbTePHATHBHBIX HJICH.

» CHavana CTyJIeHT JIOJDKEH MPOJIEMOHCTPUPOBATh, YTO OH «yCBOMII» BCE, YTO TPeOyeTcs
10 mporpamMMe o0y4deHus (WU 110 IporpaMMe TaHHOTO IPenoJaBaTesis), ¥ JUIIb IOCIe 3TOr0 OH
BIIPaBE BHICKA3aTh WHBIE, KEJIATSIHLHO apIyMEHTHPOBAHHBIC TOYKH 3PEHHUSL.
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4. METOAUYECKHUE PEKOMEH/JAIIMU 11O BBINTOJIHEHUIO
CAMOTOATEJIBHBIX PABOT

I_Ie.]'II/I H 3a1a4Y1 JTUCHUIIMHBI — Tp660BaHI/Iﬂ K pe3yJbTarTaM 0CBOCHUA NTUCHUIIJINHBI:

HMeTh NPAKTUYECKUH ONbIT:

Ol opranuzanuu padboThl TOJYMHEHHBIX U JTIOKYMEHTALMOHHOTO OOECIeUeHHUs YIPaBICHYECKOM
NeSITeIbHOCTH, COOJIIOJICHUS PEKUMA CEKPETHOCTH;

yMeTh:

V1 pa3zpabarbiBaTh IJIAHUPYIOLIYIO, OTYETHYIO U JPYTYIO YIIPABICHUECKYIO JOKYMEHTAIHUIO;
3HATh:

31opranu3anyio CUCTEMBI YIPaBICHHS, KaApOBOro, HH(POPMAITMOHHOTO U JTOKYMEHTAIIMOHHOTO
oOecrnievueHus ynpaBIeHYeCKON AeSITeNbHOCTH (TI0 TPOMUIIIO TOTOTOBKH);

TpeGoBanus k pe3yJbTaTaM 0CBOCHUS TUCHHUILINHBI:

[Ipomiecc wm3yuyeHus AUCHUIUIMHBI HANpaBJIeH Ha (QOPMUPOBAHUE CIEIYIOUIUX
xkomnerennuii: 11K 2.2

K 2.2. OcymiecTBIATh  JOKYMEHTAIIMOHHOE  oOecreueHrue  yrpaBJIeHYECKON
JESTEIbHOCTH.
KPUTEPUU OLNEHKU
Ounenka Kpurepun

BricraBnsercs oOyuwaromemycsi, €CliM OTBET IOKa3bIBaeT IIyOOKOe M
CHCTEMaTHYeCKOe 3HaHWE BCETrO0 NPOTPAaMMHOTO Marepuaia |
CTPYKTYpPbI KOHKPETHOT'O BOIPOCA, & TaKXKE€ OCHOBHOT'O COZAEP)KaHUS U
HOBALIMH JIEKIIHOHHOTO Kypca M0 CPAaBHEHMIO ¢ y4yeOHOM JUTepaTypou.
OO0yJarmuiicss TEMOHCTPUPYET OTYETIMBOE W CBOOOJHOE BIIaJICHUE
KOHIICTITYyalbHO-TIOHSATUHHBIM ~ allapaToM, HAy4yHbIM  S3bIKOM U
TEPMHHOJIOTHEN  COOTBETCTBYIOIIEH Hay4yHOM oOnactu. 3HaHUE
OCHOBHOM  JIUTEpaTypbl ¥  3HAKOMCTBO C  JIOMOJHHUTEIHHO
PEKOMEHJIOBAHHOW  JIUTEpATypoul.  JIorMuecku  KOpPpEKTHOE W
yOeauTenbHOe U3JI0’KEHHE OTBETA.

BricTaBisiercs: 00ydJaromeMycsi, €CIIM €ro OTBET JEMOHCTPUPYET 3HAHNE
Y3JIOBBIX MPOOJIEeM MPOrpaMMbl 1 OCHOBHOTO COJIEPKaHHsI JIEKITHOHHOTO
Kypca; YMEHHUE TIOJIb30BaThCsl KOHIETITYaIbHO MOHATUHHBIM anmapaTom
XOpOLLO B IIPOLIECCE aHAJIM3a OCHOBHBIX NPOOJEM B paMKax [JaHHOH TEMbI;
3HaHUE Ba)KHEHIIMX paboT U3 CIMCKA PEKOMEHIOBAaHHOMN JMTEPATYpHI.
B meroM JOrMyYeckd KOPPEKTHOE, HO HE BCerja TOYHOE U
aQpryMEHTHPOBAaHHOE U3JI0)KEHUE OTBETA.

BricraBnsercs oOyuwaromeMmycs, €clid ero OTBEeT JIeMOHCTPHPYET
(dbparMeHTapHbIe, TOBEPXHOCTHBIC 3HAHWS BAXHEUIIMX DPa3/eoB
MpOTpaMMbl W COJIEp)KaHUS JIEKIIMOHHOTO Kypca; 3aTpyJHEHHS C
MCIOJIb30BAaHUEM HAyYHO-TIOHATUHHOIO ammapara M TepMHUHOJIOTHU
yaeOHOM UCIMITIMHBI, HEMOJHOE 3HAKOMCTBO C PEKOMEHOBaHHOU
U TEpaTypoii; YaCTUYHBIC 3aTpyAHEHUS c BBITIOJIHEHUEM
[PEIYCMOTPEHHBIX MPOrpaMMON 3aJaHUN; CTPEMJIEHHE JIOTHUYECKH
OTIpENIeIEHHO U TIOCJIEI0BATENIbHO U3JIOKHUTH OTBET.

OTJINYHO

YAOBJICTBOPUTCIBHO
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HCYAOBJICTBOPUTCIILHO

BricTaBisiercs  o0ydaronemycs,
HEe3HaHWe, JHOO OTPHIBOYHOE MMpPEACTaBICHHE O JaHHOW MpobjeMe B
paMKax y4eOHO-IPOrpaMMHOI0 MaTephalia; HEYMEHHE HCII0JIb30BaTh
MOHSATUHHBIHN anmapar; OTCYTCTBUE JIOTHYECKOW CBSI3H B OTBETE.

€CIi  €ro OTBET JEMOHCTPHPYET

Bpewms1, 3aTpaunBaeMoe Ha BBINIOJHEHHWE BHEAYAHTOPHOM CaMOCTOSTEIHHOH pabOThl U
(bopMbl ayTUTOPHOHN U BHEAYAUTOPHOW CaMOCTOSITEIbHON pabOThI MPEACTaBIEHBI B ClIeyroIei

Tadnue:
Bpems
Buab! p ’
3aTpaynBaeMoe
caMocTos- N
o Tema HA BBINOJIHEHHE DopMBI CAMOCTOSATEJILHOMH PadoThI
TeJIbHOM N
CaMOCTOATEIbHOM
padoTsI
paboThl, yac

Tema | lokymeHT, KOHCIIEKTHPOBaHHE M3JIaraeMOro MaTepraa
JOKyMEHTalus, JICKIIMH B COOTBCTCTBHU C IINIAHOM,
JOKYMCHTHUPOBAHUEC aHaJIu3 HOPMATUBHO-MCTOAUYCCKUX

JIOKYMEHTOB,

BBIIIOJIHCHUEC 3a)1aH1/1171 npeayCMOTPCHHBIX
AynutopHas > IPCAYCMOTP

TUIAHOM IPAKTHYECKOTO 3aHATHS
Tema 2 Opranuszanus KOHCIIEKTHPOBAHUE U3JIaraeMoro Marepuaia
JIOKYMEHTO000pOTa JICKIIMHA B COOTBETCTBHH C IIAHOM,;

BEITIOJTHEHHE 3aJJaHAH, TPEIyCMOTPEHHBIX
IUTAHOM MIPAKTUYECKOTO 3aHATHUS
Bueaymutopnas | Tema 1 JlokymeHT, 55 MOJIrOTOBKA OMMOPHOT'0 KOHCIICKTA [T OTBETa

JIOKYMCHTAITHS, HA TPAKTHYECKOM 3aHATHU
JIOKYMCHTHPOBaHHE
Tewma 2 Opranuszanus 55 MOJIrOTOBKA OMMOPHOT'0 KOHCIICKTA JIsl OTBETa
JIOKYMEHTO000pOTa HA TPaKTHYECKOM 3aHATHH,

N3y4YCHUEC HOPMATUBHBIX HCTOYHUKOB I10
YKa3aHHOU TeMe
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COIEPXXAHUE CAMOCTOSITEJIBHBIX PABOT (JOMAIIITHHUX 3AJAHUIN)

TEMA 1 JlokyMeHT, T0OKYMeHTAaIUs, TOKYMEeHTHUPOBAaHHe

CamocrosTenpHas paboTa 00yJarOIuXcs:

3aganue 1 PaboTta ¢ KOHCHEKTOM M y4eOHBIMH HMCTOYHHKAMH IMpPHU MOATOTOBKE K Y4E€OHBIM
3aHATHUSM.

3aganue 2.

1. CocraButh u odopMuTh mpHKa3z 1o TeppuropuarbHomy OMBJl  Poccunm o
peopraHM3alMyd KaHUEJISApUM B OTAEN HMH(OPMAIMOHHO-AOKYMEHTAIL[HIOHHOIO O00eCHeueHUs
(OMJO). B xoHcTaTupyroleil 4yacTu HEOOXOAMMO COCJIaThCs Ha paclIMpeHue (QpyHKUUHA U
BHE/IPEHHE B Pa0bOTy CHUCTEMBI IEKTPOHHOIO JOKYMEHT0000poTa. B pacnopsaurensHoil yactu
YCTAHABJIMBAETCS LITaTHAs YMCIEHHOCTh OTJEJ]a B KOJIMYECTBE 7 YEJIOBEK, JAIOTCS MOPYYEHUs
HAyaJIbHUKY SKOHOMMYECKOIO OT/eNa 10 BHECEHUI0 HM3MEHEHHHM B IITaTHOE pPacHUCaHuEe U
HAYaIbHUKY KaHIEISpUU 1o pa3padotke noioxenus 00 ONJIO. OcranbHble JaHHBIE YKAKHUTE
CaMOCTOSITENIBHO.

2. CocTaBuTh U 0OPMUTH pacnopsKEHHE HaydallbHUKA ThlIa TepputopuasbHoro OMBJ]
00 opraHu3zany KOMUpOBabHO-MHOXKHUTEIBHOTO 010po. B TekcTe ykaxkute, 4TO B COOTBETCTBUU
C IpHUKa30M HaudajabHHKa TeppuTopuaibHoro OMB/I Poccun, HayalibHUK Thula OOSI3bIBACT 3aB.
KOIMPOBAJIbHO-MHOXKUTEJIBHOTO  OOpo  pa3pabortath (QopMy 3aka3a Ha pa3MHOXKEHUE
JIOKYMEHTOB, BblAaBaThb Pa3MHOXKEHHbBIE JOKYMEHTHI HCIIOJHUTENSIM C COOTBETCTBYIOLIEH
pacnucKol B KypHalle ydeTa, PErHCTPUpPOBaTh NOCTYNAIOIIME HA PAa3MHOXKEHHE JTOKYMEHTHI,
KOHTPOJIb UCIIOJHEHHS BO3JIOKUTh HA Ha4aJIbHUKA OOLIEro OTAeNa.

3. Odopmuth yHUGUIMPOBAHHBIE (OPMBI MPHKA30B MO JIMYHOMY COCTaBy O IpHEME,
nepeBoJie, OTIycKe, yBoJdbHEHUU. OPOPMUTH TNUHON KAPTOUKH.

.CoctaButh U 0OPMHUTH JOKJIATHYIO 3aMMCKy HAaYaJIbHUKA IJIAaHOBO-DKOHOMHYECKOTO OT/eja
HAYaJIbHUKY ThUIa 00 O0ECIedeHrr OTHeNia YeThIpbMs KoMIbloTepaMu. OcCTaabHbIe PEKBU3UTHI
YKa)XUTE CAMOCTOSITENIBHO.

4. . CocraBuTh U 0OpMUTH aKT 10 TeppuTopraribHoMmy OMB/I Poccun 06 utorax peBusuu
[0 TpOBepKe (UHAHCOBOTO OTuYeTa. B TekcTe ykakuTe, 4TO peBH3UEH OOHapy>KEHbI (PAKTHI
rpyooro HapyuieHus ()MHAHCOBOIO Y4eTa M OTYETHOCTHM IO KOMAaHJIUPOBKAaM, OTCYTCTBHE
JKypHaJla yuyeTa JJ0BEpEHHOCTEM.

S. .CocTaBuTh U OQOPMUTH rapaHTUIiHOE NHCbMO MO TepputopuarsHoMy OMBJI Poccun
ITAO “IIporpecc” o0 oka3aHMM TEXHHYECKOM MOMOIIM B pa3paboTke pabouux wyepTexei
Tene@oHHOI cTaHuuu. 1o TepputopuaibHoMy OMBJI Poccuu mpocut npoussectu 3Ty padoty
HEINOCPEICTBEHHO Ha IJIOLIAJIKE.

KonTposmpyembie komnerennuu: [1K. 2.2.01 V1 31

Tema 2 Opranusanus 10KyMeHT0000poTa

CamocrosrenbHas paboTa 00y4aroIXcs:

3amanne 1. PaboTa ¢ KOHCIEKTOM M y4e€OHBIMH HMCTOYHHUKAMH IPH TOJATOTOBKE K Y4COHBIM
3aHATHSIM. V3ydeHre HOpMaTUBHBIX UCTOYHUKOB TI0 TEME.

3amanue 2. Unpopmayuonno - cnpagounas 0OKyMeHmayus:

1. CocraBnenne u odopmieHre HH(YOPMAITMOHHO-CIIPABOUYHONW JTOKYMEHTALUU: JOKJIQJHAs
3anucKa, 00bsCHUTENbHAS 3aMKCKa.

2. CocraBnenue u odopmieHHe HHPOPMAITMOHHO-CIIPABOYHOM JIOKYMEHTALUU: CIIPaBKa,
3asBIICHUE.

3. CocraBnenne u odopmieHHEe HH(OOPMAIIMOHHO-CIIPABOYHONH JOKYMEHTAI[MH: MPOTOKOI
3aceaHus .
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4. CocraBnenue u odopmieHne HWHHOPMAIMOHHO-CIIPABOYHONW JTOKYMEHTAIUH: CIIYXeOHOe
MUCHMO.
KonTpoaupyembie komnerenuuu: [1K. 2.2.01 V1 31
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IlepeyeHb OCHOBHOWI W [ONMOJIHUTEJbHON JIUTEPATYpPbl, HHTEPHET—PECYPCOB,
HEeO0XO0AUMBIX IJIfl BHINOJTHEHHUS MPAKTHYECKUX U CAMOCTOSITEJILHBIX padoT

OcHoBHas nuTeparypa:

1. JlokyMeHTaIMOHHOE oOecIieueHne YIpaBieHus [DIEKTPOHHBIM pecypc]: y4eOHHK /
T.A. beixoBa, E.A. Ckpunko, IO.M. Kyxkapuna, A.IO. KonpkoBa, C.A. I'ioroBa. -
DNIeKTpOH.TEKCTOBBIE NaHHble. — MockBa: KunoPyc, 2018. — 266 c. — Il CITIO. — ISBN
978-5-406-05649-3. - Pexum mocryna:https://www.book.ru/book/926891 - 9bC BOOK.ru, no
HapoIro

JlononHuTeNbHAS TUTEpATypa:

1. JlokyMeHTaIlMOHHOE obecrieueHue YIPaBJICHUS (c OCHOBaMH
apXUBOBEICHMS ) DNEKTPOHHBIM  pecypc]: yuebHoe mocobume / M.UM. bacakoB. -
DneKTpoH.TeKCcTOBbIe AaHHble. — MockBa: KaoPyc, 2018. — 216 c. — Jnsa CIIO u HIIO. —

ISBN 978-5-406-06067-4. - Pexxum nocrtyma:https:// www.book.ru/book/926606- 9bC BOOK .ru,
IO ITapOJTI0

2. JlokyMeHTalMOHHOE oOecledeHre yrpaBieHus [DJIeKTpOHHBIA pecypc]: yueOHHK /
B.B. Bapmyna. — DnextpoH.TekcToBble AaHHble. — Mocksa: FOctunus, 2018. — 271 c. —
CIIO. — ISBN 978-5-4365-1585-4. - Pexum noctyna:https://www.book.ru/book/924242 - 5bC
BOOK.ru, o maposto

3. JlokyMeHTalMOHHOE OO0CCIEYCHNUE YIPABICHYECKHX MPOIECCOB [ DICKTPOHHBIH
pecypc]: yuebnoe nmocodue / JI.B. [llupokoa, U.A. ActadbpeBa. — DIEKTPOH.TEKCTOBBIE JTAHHEIE.
— Mocksa: Pycaitnc, 2018. — 110 c¢. — ISBN 978-5-4365-1355-3. - Pexum
noctyna:https://www.book.ru/book/926766 - 35C BOOK .ru, 1o mapostro

HNuTepHeT-pecypcebl:
1. http://window.edu.ru/ - ExnHoe okHO g0cTyma K 00pa3oBaTeIbHBIM pecypcam

2. http://school-collection.edu.ru/ - Emunast xosutekuus nudpoBhIX 00pa30BaTEIbHBIX
pecypcoB, BKIOYaroIias Iu(poBbie 00pa3oBaTebHBIC PECYPCHI, METOIMUYCCKHE MaTepHaIbl,
TEMaTHYECKHE KOJUIEKIIMH, WHCTPYMEHTHI (IPOrpaMMHBIE CPEICTBA), NpeIHa3HAYEHHBIE JIIs
HOJJIEPXKKH y4eOHOM e TeTbHOCTH U OPraHu3aIliK y4eOHOTo mporecca



