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1. MIOACHUTEJIBHAS 3AIIMCKA

K METOAUYECKHUM PEKOMEHIALNUAM 110 BBIITOJTHEHHUTIO
INPAKTUYECKHUX PABOT

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

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

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

Meroanueckue yka3zaHWsl 1O BBINOJHEHUIO MPAKTUYECKUX 3aJaHuM, pa3paboTaHbl B
MOMOIIb CTYACHTaM IS CaMOCTOSITCJIBHOTO BBIMMOJHEHUS HWMH IPAKTHYECKUX padoT,
PEIYCMOTPEHHBIX pabodeii mporpaMMon.

[IpakTrueckue 3aHATHS TPOBOJATCS MOCIE U3YYEHHUS] COOTBETCTBYIOIIMX TEM Pa3JesioB.
BrinmonHenue cryaeHTaMu MPaKTHUYECKUX pPAOOT TMO3BOJISIET MM TOHATh, KaK H3ydaeMble
TEOPETUYECKHE TMOJIOKECHHSI U MPAKTHUYECKHEe YMEHHS MOTYT OBITh HCIOJB30BaHBI B Oymylei
IIPAKTHYECKOU NEATEIbHOCTH.

B nporecce npoBeneHuss NpakTUYECKUX 3aHIATHI CTYAEHTAM INPEIaraeTcs BbIITOJIHEHUE
pa3IUYHOTO poja 3aJaHui, B TOM YHCJIE PEIICHHE CUTYallMOHHBIX 3a7a4 (MHOTHE U3 KOTOPBIX
COCTaBIICHBI HA OCHOBE M3YUEHHOU Cy/1e0HOM MPaKTUKU CyI0B 00IIel Iopucaukiuu Poccuiickoit
Odeneparyin); TOATOTOBKA HMCKOBBIX 3asBIICHUH WM OT3BIBOB Ha HHUX; pa3pabOTKa TEKCTOB
JIOTOBOPOB M COIVIAILIEHWW; MOJATOTOBKA YCTHBIX JOKJIAJOB Ha 3aJaHHYI0 TEMY; HalUCaHUE
HEOOIBIIUX pedepaToB M ICCE;, MPOBEACHHE MOJCIBHBIX CYACOHBIX IMPOIECCOB W KPYIIIBIX
CTOJIOB IO IMCKYCCHOHHBIM BOITPOCAM IPaBa; PELIEHUE TECTOBBIX 3a/IaHUM.

OTBeT Ha MPAKTUYECKOM 3aHATUU HE TMPEIAINOJaraeT MPOCTOTO UTEHUS TOTOBOTO

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

2. METOAUYECKHUE PEKOMEHJIAIIUU 110 BBINIOJIHEHUIO TIPAKTUYECKHUX
PABOT

He.]'ll/l U 3aJJa4YM JUCUHUIIMHBI — Tpeﬁonaﬂnﬂ K pe3yJqbTartaM 0CBOCHUA TUCHMUIIJINHBI:

B pesynbraTe 0CBOCHUS IUCHUIUIMHBI O0yYaIOIIUICs T0JIKEH YMeTh:

HMeTh NPAKTHYECKHI ONbIT:

Ol opranuzanuu padOThl NOJYMHEHHBIX U JTOKYMEHTALMOHHOIO O0ECIIeUeHHUs yIpaBIeHYECKOM
NeSITeIbHOCTH, COOJIIOJICHUS PEXUMA CEKPETHOCTH;

yMeThb:

VY1 pa3pabareiBaTh INIAHUPYIOILYIO, OTYETHYIO U JPYTYIO YIPABICHYECKYIO JOKYMEHTAIHIO;
3HATh:

31opranu3zanuio CUCTEMBbI YIPaBICHUS, KaIpOBOro, HH(POPMAIMOHHOTO U JIOKYMEHTAIlMOHHOTO
oOecrnieyeHus ynpaBIeHYECKON AeSITeNbHOCTH (TI0 TPO(UITIO TTOATOTOBKH);

TpeGoBanus k pe3yjJbTaTaM OCBOCHUS JUCHHUILINHBI:



[Ipouecc wm3ydyeHHs AMCUMIUIMHBI HalpaBleH Ha (QOPMUPOBAHUE CIEIYIOIINX

xkomnerennuii: [1K 2.2

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

OTJINYHO

BricTaBisiercss o0ydaromemMycsi, €CIi OTBET IMOKAa3bIBAeT TIyOOKOE |
CUCTEMaTUYECKOE 3HAHWE BCEro MPOrPaMMHOIO Marepuaiga |
CTPYKTYPBhl KOHKPETHOT'O BOMPOCA, & TAKXKE OCHOBHOTO COJICPXKAHUS U
HOBAIIMI JIEKIIMOHHOTO Kypca M0 CPaBHEHUIO ¢ yueOHOU JUTEpaTypou.
OOyJaromuiicss JEMOHCTPUPYET OTYETIMBOE W CBOOOJHOE BIAJICHUC
KOHLICTITYaJIbHO-TIOHATUWHBIM ~ allaparoM, Hay4YHbIM S3BIKOM U
TEPMHUHOJIOTHEH  COOTBETCTBYIOIIEH HAy4HOH oOiactu. 3HAHHE
OCHOBHOM  JIUTEpAaTypbl W  3HAKOMCTBO C  JIONOJIHUTEIBHO
PEKOMEHJOBAaHHOW  JuTepaTypor.  JIOrMYeCKu  KOpPpEKTHOE U
yOeTuTeNbHOE U3JI0KEHHE OTBETA.

XOpOLIO

BricTaBisieTcs 00ydarneMycs, eClii €ro OTBET IEMOHCTPUPYET 3HAHUE
Y3J0BBIX IPOOJIEM IMPOrpaMMbl H OCHOBHOT'O COJICpKaHUs JICKIIMOHHOIO
Kypca; YMEHHE TO0JIb30BaThCsl KOHIICNTYaIbHO MOHATUHHBIM aIlapaToM
B IIPOIIECCE aHajM3a OCHOBHBIX MPOOJIEM B paMKaxX JdaHHOW TEMEI;
3HAaHWE BOKHEUIIUX pabOT M3 CIHCKA PEKOMEHJOBAaHHOM JHMTEPATYPHI.
B 1enoMm JorMyecku KOPPEKTHOE, HO HE BCerjga TOYHOE U
ApryMEHTHPOBAHHOE M3JI0KEHHE OTBETA.

YAOBJICTBOPUTCIBHO

BricTaBisiercss  00ydJarolmieMycsi, €cClid €ro OTBET JEMOHCTPUPYET
(¢parMeHTapHbIE, TTOBEPXHOCTHBIC 3HAHMUS BAXKHEUIINX pa3/eiioB
MporpaMMbl M COJIEpKaHHUS JICKIIMOHHOTO Kypca; 3aTPyIHEHHS C
MCIIOJIb30BAHUEM HAyYHO-TIOHSTUIHOTO armapaTta M TEPMUHOJIOTUHU
y4eOHOW JTUCIUIIIMHBI, HETMOJHOE 3HAKOMCTBO C PEKOMEHJIOBAaHHOMU
NTUTEepaTypoi; YaCTUYHbBIE 3aTpyAHEHUS c BBITIOJIHEHUEM
MPEAYCMOTPEHHBIX MPOTPAMMOM 3aJlaHUi; CTPEMJICHHE JIOTHYECKH
ONPENIETIEHHO U MOCIEA0BATENbHO U3JI0KHUTh OTBET.

HCYHAOBJICTBOPUTCIIBHO

BricTaBisercs 00ydarolleMycsi, €Cld €ro OTBET JIEMOHCTPUPYET
HEe3HaHMe, MO0 OTPBHIBOUHOE MpEACTaBIEHUE O JaHHOH mpobieme B
pamMKax y4eOHO-TIPOrpaMMHOr0 MaTepuana; HEyMEHHE HCIOJIb30BaTh
[HOHSITUIMHBIN anmnapar; OTCYTCTBUE JIOTUYECKOM CBSI3U B OTBETE.




COAEPXAHUE ITPAKTUYECKUX PABOT

IIpakTHyeckas padora

TEMA 1 lokyMeHT, 1I0KyMeHTalHusl, JOKyMEHTHPOBAHHE
Heas padoThI: NpUOOPETECHHE HABBIKOB COCTABICHUS M OQOPMIICHHS PaCIOPSAUTEIBHBIX

JAOKYMCHTOB.

IIpakTnyeckoe 3ansitue 1

Ananusz HOPMAaTUBHO-MCTOAUYCCKUX NJOKYMCHTOB

3a,I[aHI/I€ Ha COOTBETCTBUC.

HaumenoBaunue
HOPMATHUBHBIX  IPaBOBBIX
JIOKYMEHTOB

XapakTepuCTUKa HOPMAaTUBHBIX IPABOBBIX JOKYMEHTOB

[IpaBoBoii akT

MMACbMECHHBIA O(UIIMAIBHBIA JTOKYMEHT, TPUHATHIA (M3JaHHBIN)
MPaBOTBOPUYECKUM OPraHOM B Mpejienax ero KOMIeTeHIIUN

Y HalpaBJICHHBI Ha YyCTAHOBJIEHHWE, W3MEHEHHE WM OTMEHY
MIPaBOBBIX HOPM.

HopMmartuBHbIli  mpaBoBOM
aKT

O(UIMAIbHBIN MUCHMEHHBIN TOKYMEHT WIH JCHCTBHE,
UCXONAIIME OT YIOJHOMOYEHHBIX OpraHa TOCYAapCTBEHHOMU
BJIACTH WJIM MECTHOTO CaMOYIpPaBJICHHUs], JOKHOCTHOTO JIWIIA,
KOTOPBIMU yCTAHABIIUBAIOTCS ONPE/EICHHBIC TIPABUIIa TTOBEICHUS
Y4aCTHUKOB OOIIIECTBEHHBIX OTHOIICHHIA.

Koncturymus

HauWBBICIIAsE TpaBoBas (opma, B KOTOPOH OQHUIMAIBHO
3aKpEIISAIOTCS LIEHHOCTH, WHCTUTYTBI U HOPMBI
KOHCTUTYLIMOHHOTO CTpOsl, OCHOBBI I'OCYAapCTBEHHO-IIPABOBOIO
peryaupoBaHus KayeCTBEHHBIX OOILIIECTBEHHBIX CBA3EH

Y OTHOLLIEHUH rOCYAAPCTBEHHOM BJIACTH.

YcraB

HOPMATUBHBIM aKT, MNPUHATHIA B OCOOOM TIOPSIKE BBICIINM
MIPEACTAaBUTEIHHBIM OPTaHOM 3aKOHOIaTEIBLHOM BIACTH

aub0  HEMOCPEACTBEHHBIM  BOJICU3BSABICHHUEM  HacelleHUs
(manmpumep, B TopsAnke pedepeHaymMa) U PETYIHPYIOIIUN
HanboJsiee BAKHBIE U YCTONYMBBIE OOIIECTBEHHBIE OTHOIIICHUSI.

3akoH

YCTQHOBJICHHBIN rocyJapcTBOM (rocynapcTBamu),
COOCTBEHHHMKOM MMYILECTBA JINOO OOLIECTBEHHON OpraHu3anuen
CBOJI TpaBWJI, PEryIHUPYIOUIMX: MPABOBOM CTAaTyC KOHKPETHBIX
IOPUAMYECKUX JIMIL (YHUTAPHBIX MPENNpHUATHH, XO03SHCTBEHHBIX
o0IIeCTB M TOBAapHIIECTB, OOIIECTBEHHBIX U PEITUTHO3HBIX
opraHu3aryi, mpohcorw30B H T.1.) U JIp.

Kozexkc

CBOJIHBIM 3aKOHOJATEIbHBIN aKT, B KOTOPOM OOBEIUHSIOTCS U
CHUCTEMAaTU3UPYIOTCS ~ IPABOBBIE  HOPMBI,  PETYJIHMPYIOLIUE
CXOJIHbIE, OJTHOPOJIHbIE OOLIECTBEHHbIE OTHOLICHHUSI.

ITon3akoHHEIA aKT

IPOU3BOJUTCS HA3HAUYEHUE U OCBOOOXKIEHUE OT JOJKHOCTH
BBICIIMX JOJKHOCTHBIX JIML, BBOAUTCS PEKUM YPE3BBIYANHOIO
MIOJIOXKEHUS  WJIM  BOCHHOIO  IOJOXKEHHUS, IMPOU3BOJIUTCS
HarpaXJe€HUe OpJAEHAaMHU U MEIAISIMH, IPUCBOCHUE BBICUIMX
BOMHCKUX M TIOYETHBIX 3BaHUM, OQOPMIISIOTCS pEeLICHUS
00IIEHOPMATUBHOTO XapaKTepa.

VYka3

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




IIpakTnyeckoe 3ansiTue 2

CocraBneHue pacnopsSAUTENbHON TOKyMEHTAllUU: COCTaBlIeHHE M O(OpMIICHHE NpUKa3a H
paciopsHKEHHUS.

3ananue 1. W3paiite mpuka3 OT MMEHM HadajlbHUKA IPAaBOOXpaHUTENbHOro opraHa H. or
01.11.20xx o mpoBeIEHWH WHBEHTApU3ALMHU TOBAPHO-MATEPUAIBHBIX LIEHHOCTEH Ha CKJIajie U
Ha3HAYeHUM JJI 3TOr0 KOMHUCCHIO IOJ IpEeICceNaTelbCcTBOM HadaiabHuKa Thula C.. B cocras
KOMHCCHH BKJIIOUYEHBI T1aBHBIM Oyxranrep P.B.J/lenexkuna u Oyxranrep JX.B.Komeiikuna. B
IIPUKa3e MOPYUYEHO MPEJCTaBUTh HA YTBEP)KIEHUE JTOKYMEHTBI CKJIAJCKOTO Y4e€Ta U OTYETHI 00
OCTaTKax TOBAPHO-MAaTepHAIbHBIX IEHHOCTEH 1o coctosiHuio Ha 01.11.20xx. MHBeHTapu3anus
JoJKHA OBITH TIpoBeneHa 1o 01.12.20xx.

3ananue 2. Usnaiite pacnopsbkenue ot 06.04.20xx 0 cO3JaHUM CJIEACTBEHHOM TIpyMIbl IO
paccieOBaHUIO0 YroJoBHOro Jena Ne XX M Ha3HAueHUM CTaplIero TIPyNIbl HadaJlbHUKA
CJIEICTBEHHOT0 oTaeneHus H.

IMpakTuueckoe 3ansiTue 3

CocraBiieHHE DPACIOPAIUTEILHON JOKYMEHTAIlMU: COCTAaBJICHHWE M OQOpMIIEHHE IpHUKaza o
npyeMe Ha TOCYIapCTBEHHYIO CiIykOy (robas mrTaTHas JOJDKHOCTH — COTPYIHHKA
IPaBOOXPAHUTEIIHOTO OpraHa, aHKETHBIC NaHHbIC - JIMYHBIC) W JIMYHBIA JIUCTOK IO YYETy
kaapos (popma T-2).

IIpakTu4eckoe 3ansaTue 4
Ocobennoctn 0hOpMIICHHS M COCTaBJICHHS OPraHU3ALUOHHBIX JAOKyMEeHTOB. CocTaBlieHHE U
oopmieHrEe TOIKHOCTHON MHCTPYKIUH.

3amanue  1.CocraBpTe  JODKHOCTHYIO  MHCTPYKLMIO  COTPYAHMKA  IOJpa3AciieHUs
JIEJIONPOU3BOJICTBA (CIIEUUANINCT, MHCIIEKTOP, HAYaJIbHUK [TOApa3IeIICHNs)
Pexsuzumvi ghopmynapa 00axcHOCmMHOU UHCIPYKYUU.
1. HamMeHOBaHME OpraHU3alLUY;

HaUMEHOBAaHME BUJA JOKYMEHTA,;

JaTa;

PEruCTPALlMOHHBIN HOMED;

MECTO COCTAaBJICHHUS;

3aroJI0BOK K TEKCTY;

rpu¢ yTBEpKACHUS;

TEKCT;

MOAIKCB;
. OTTHUCK II€4aTH;
. BU3BI COIIACOBAHNS;
. BH3a O3HAKOMJICHUSI.
. COZIEpKaHUE UHCTPYKLIUU: PA3IEIIbL.

CoNOORWN

[ S S
WNEFk O

IIpakTnyeckoe 3ansiTue 5
Cocrasnenue u opopmiieHHE TUIAHOBOW U OTUETHOW JOKYMEHTAI[UH.

3aganue 1. CocraButh M 0¢GOpMHTH TpaduK INpuUeMa TIpaxIaH PYKOBOACTBOM OpraHa
BHYTPEHHUX J1eJ1 (MHOTO MPAaBOOXPAHUTEIHLHOTO OpPraHa).

3ananue 2. CocTaBUTh OTYET y4aCTKOBOrO ynojHoMmo4deHHoro noauuuu H.- ro OMB/I Poccun
nepes HaceneHneM 3a 20XX ro.



KonTpoaupyembie komnerennuu: [1K. 2.2. O1 V131

IIpakTHyeckas padora

Tema 2 Opranusanusi J0KyMeHT0000poTA

Heas padoThl: npuoOpeTeHNE HABBIKOB COCTABICHHS M O(GOpMIICHUS HH(POPMALMOHHO-
CIPaBOYHBIX JOKYMEHTOB.

IIpakTnyeckoe 3ansitue 1
Cocrasnenue u opopmiieHue HHPOPMAITMOHHO-CIIPABOYHON IOKYMEHTAIUH: aKT.

3amanue
CocraBnenue u 0OpMIICHHE aKTa 0TOOpa JOKYMEHTOB JIJIsl YHHUTOKCHHUSI.
Cocrasnenue u opopmiieHHe aKTa 00 YHUYTOXKECHUU JOKYMEHTOB.
CocraBnenue u opopmiieHHe akTa o mepefade JOKYMEHTOB Ha apXMBHOE XpaHEHHUE.

Pexeusumoi popmynapa akma:
— HAMMEHOBAaHWE OpraHM3alMK (HAUMEHOBAHUE CTPYKTYPHOTO MOApa3/ieieHUs (€CIU €CTh));
— HaMMEHOBaHME BHUJA JOKYMEHTA;
— Jnara;
— PErHCTpalOHHBIA HOMEp;
— MECTO U3JaHHS;
— Tpud YTBEPKACHHUS JOKYMEHTA;
— 3aroJIOBOK K TEKCTY;
—  TEKCT;
— OTMETKa O HAIWYHH MPUI0KCHHUS;
—  TOANHUCH (4WICHOB KOMHUCCHH);

IIpakTn4yeckoe 3ansiTue 2

Opranuzanus J0KyMeHT0000poTa.
3amaunue 1

1. CocraBnenne nuarpaMmMsl xona aercteui «llopsinox ABMKEHHS JOKYMEHTOB B OpraHU3alluu
(YupexaeHuu, IpeaIpUsITUN ).

2. O6paboTKa MOCTYNAONUMX JOKYMEHTOB. 3aMI0JIHEHHE PETUCTPAlMOHHON KapTOUKH:

1. Ha OymMa)kHOM HOCHUTEIIE.

2. 3NIeKTPOHHBII 00pa3 perucTpalluoOHHON KAPTOUKH.

(cMm. BenomcTBeHHbIE HHCTPYKIUH, NTpUKa3bl, DenepaabHbie 3aKOHBI).

IIpakTHyeckoe 3ansaTHe 3
CocraBieHre HOMEHKIATYPBI A€.
3aganue 1.

N3yuutes mpukaz MBJI PD Ne 615 OT 20.06.2012 r. «O6 yrBepxaeHun WHCTpyKIMu 10
nenonpousBoAcTBy B OB/[ POy.



N3yunts

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

«OcHoBuple [IpaBmma apxuBoB opranmzanuit» 1.3.7 (0IOOpEHHBIE pelIeHuEM

3ananue 2.CocTaBieHUE HOMEHKIATYPHI A€l U1 TepputopuanbHoro OMBJI B cooTBeTcTBHH C

BbIINIC YKA3aHHBIMH JOKYMCHTAMU.

IIpakTnyeckoe 3ansitue 4
3anaua 1

Koumpons ucnonnenuss 0oxymenmos.

((KOHTpOJ'IB HCIIOJIHEHUA IOOKYMCHTOB), 3aIllOJIHCHUEC
Ta6JII/II_[BI <<KaT€F0pI/II/I AOKYMCHTOB, IMOJJIC)KAIIUX UCITOJTHCHUTIO U CPOKH UCTIOJTHCHUSA.

HaumenoBan | Pezomor; | Cpok
ue s (KTO | UCTIONHE
JOKYMEHTa, | pacCMOT | HUsA
pEerucTpanmo | ped,
HHBIN Ne yKa3aHu

e)

HUcnomnuu
TEJb

Conepxa
HUE
JIOKYMEH
Ta

PesynbTar
paccMoTp
CHUA

Jlata
HCITOJTHE
HUA

Ucxons
ARN5 05|
HOMEpP
OTBETAa
WHALAAT

opy

IIpakTnyeckoe 3ansaTue 5

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

JOKYMCHTOB K YHUUYTOXCHHUIO.

3amaume Ne 1

CocraBneHre HOMEHKIATYpbl Jen s TepputopuansHoro OMBJI

HOPMAaTUBHBIMHU JOKYMCHTaMHU.

3aganue Ne 2 CocTaBiieHHe OIUCH JIE.
Cm. Ilpuxkaz MBJI P® Ne 615 OT 20.06.2012 r. «O6 yrBepxnaeHun HWHCTpykuuu 1o

nenornpousosictBy B OB/l PDy;

B COOTBCTCTBHUHU C

«OcHoBHble IlpaBuna apxuBoB opranuzauuit» 1.3.7 (omoOpenHsle pemenueM Komneruu
Pocapxusa ot 06.02.2002 r.) IIpunoxenue 10 BuyTpeHnuss poucs.

PEECTP OIIMCEM JIEJI, JOKYMEHTOB

Ne Ne Howmep u HazBanue Kon- | BT.4. mo Kpaiinue Kon- | IIpumeuanue
oo | ¢poHga OIUCH BO | JIMY.COCT. JaThI BO
ea.Xp. JK3.
1 2 3 4 5 6 Il 8

3amaune Ne 3

CocraBieHue u O(bOpMHeHHe akTa 00 YHUYTOXCHUU JOKYMCHTOB.
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Pexsuzumur popmynapa akma:
— HAMMEHOBAHUE OpPraHM3alMM (HAUMEHOBAHUE CTPYKTYPHOTO MOAPAa3/IeICHUs (€CIH €CTh));
— HaWMEHOBaHUE BHJIA IOKYMEHTA;
— jara;
— PerucTpalOHHBIA HOMED;
— MECTO U3JIaHus;
— rpud yTBEp)KIEHUS JOKYMEHTA,;
— 3aroJIOBOK K TEKCTY;
— TEKCT;
— OTMETKa O HAJIMYMH MPUIIOKEHHUS;
—  TOANHUCH (YICHOB KOMHUCCHH).

KOHTpOJII/IpyeMLIe KOMIICTCHIUU

IIpakTHyeckoe 3aHsATHE 6

ABTOMaTH3aIMs JEI0NPOU3BOICTBA

3ananue 1.

N3y4nTs HOpMaTHBHBIE IPABOBBIE AKTHI, PETYIHPYIOUIHE PYHKIIHOHHPOBAHHE:

1. anmaptHO-porpammubie UHGPacTpyKTypsl « MHPOpMaloHHas cuctemMa ooecreyeHust
HA/IXO0pa 3a UCMOJIHEHNEM 3aKOHOB B opraHax mnpokyparypst PO» (MCOII).
2. Tlpuxnagnas cuctema AUK «Hamzopy.

3aganue 2.

[lepeuncnuth Moapa3aesieHusi OPraHOB MPOKYPATYPhI, YHaCTBYIOIINX B (hOpMHUpPOBAaHUU 0a3
nanubix AUK «Hanzop».

3ananue 3.

[Tepeuncnuth nosbp30BaTeNel MpaB Ha padoty ¢ qokymeHTamu B AUK «Hamzop».

(Cwm. TIpukas I'enepanbHoii ipokyparypsl PO ot 29.12.2011 r. Ne 450 «O BBeneHU B elicTBHE
WHCTpyKIIMK 10 JENIONPOU3BOCTBY B OpraHax U YUPekKACHUSIX MPOKypaTypsl Poccuiickoit
denepanuny).

IIpakTHyeckoe 3ansitue 7
Opranuzanus ciy>x0bl JOKYMEHTAIIHOHHOTO OOECTIeUEeHUs YIPaBIEHHs: CTPYKTypa U IITaTHBIN
COCTaB.

3aganue 1.
CocTaBUTh CTPYKTYpY MOJIpa3/IeieHUs AEI0NPOU3BOJICTBA:
1. [enaprameHnta
2. VYnpasieHus
3. Oramena
4. Orpgenenus.
IIpakTH4eckoe 3ansaTHE 8
Obpawenus  epasxcoan. CoCTaBIeHHE JOKYMEHTOB: TPEIJIOKECHHE, 3asBIICHHE, >Kajo0a.

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

3agaunue 1.
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CocTaBuTh 3asBJICHIE OT UMEHHU I'paXkIaHWHA B IPOKYpaTypy MO cieayromen hopme:
[Ipokypopy parioHa
oT

IIPOYKUBAIOLLETO 110 aAPECy

Ten.

3asaBieHue

[lpomy mnpoBecTH NPOKYPOPCKYIO TPOBEPKY M 3alIUTHTh MOHM MpaBa IO CIICAYIOIIUM
oOcTosiTenscTBaM:  (MOAPOOHO  OmMUcaTh NPUYMHY  OOpaIIeHus)

JHara TToamuce

3amauue 2
CocTaBuTh xano0y OT UMEHHU T'paXkJIaHWHA B IPOKYpaTypy IO cleayromei hopme:

B
(HauMEeHOBaHUE MPOKYpPaATYypPHI)
Or
(®UO nosHOCTHIO, aTPEC)
KAJIOBA
Obparmarocs ¢ xanoboit Ha (Yka3aTh MOJIHOE HaWMEHOBAaHHWE JUIA, YbH JEHCTBUS
00’KayroTCsl B IPOKYPATYPY).
OcHoBanneM oOpallleHusi C KanoOoW B MPOKypaTypy SBHIOCH TO, YTO (ykazathb

OCHOBaHUSI MOIAYHU KAIO0OBI, KOTJ]a U YTO TIPOU30IILIO).
Ha ocHOBaHMH H3JI0KEHHOTO, PYKOBOJCTBYSCh DeiepasibHbIM 3aKOHOM «(O mpoOKypaType
Poccuiickout @eneparum»,

IIpomy:
1. IIpoBecTn npoBEpKy IO NEPEYUCIEHHBIM MHOI HapyIIEHUSIM Ha IPEIMET COOTBETCTBUS
JnencTBUI (ykazaTh MOJHOE HAMMEHOBAaHUE JIUIA, YbH JICHCTBUS 00XKaTyl0TCs
B IIPOKYpPATypy) 3aKOHOAaTeNbCTBY PD.
2. OO6s3aTh (YKazaTh MOJIHOE HaUMEHOBAHUE JIMIA, YbH JACUCTBUS 00XKaIyIOTCS

B IIPOKYpaTypy) YCTPAaHUTh HApYLIEHUS MOUX IPaB.

Ilepeuenn npujaraeMpix K ’ajnode JT0KYMEHTOB (TIpU HATUYUH UX Y paOOTHHKA):

1. JloxyMeHTHI, MOATBEPKIAIOIINE TOBOIbI )KaJI00bI B IPOKYPATYPY

Jlara mogauu xanao0bl " T. Iloamuce

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

CamocrosTenpHas paboTa — IUTaHHpyeMas YydeOHas, y4eOHO-HCCleAoBaTenbCKasl,
HAy4YHO-UCCIIeIOBaTeNbCcKasi paboTa CTYIEHTOB, BBINOJHSEMash BO BHEAYJUTOPHOE BpeMs IO
3aJJaHUI0 ¥ TIPU METOJMYECKOM PYKOBOJCTBE IperojaBaTelisi, Ho 0e3 ero HermocpeiICTBEHHOTO
yuactusi (P YaCTUYHOM HEMOCPEICTBEHHOM Y4YacTHHM MpErnoAaBaress, OCTaBIISIOIIEM
BEYILYIO pOJIb 32 pabOTOM CTY/IEHTOB).

CamocrositenbHas padota cryneHToB (nainee — CPC) sBisieTcss BaKHBIM BHUIOM Y4eOHOU
U HayuyHOW pedarenbHocTH cryneHTa. CPC urpaer 3HAUUTENBbHYIO pOJb B PEHTHMHIOBOM
TexHoJoruu oOyuenus. OOyueHue BKIIIOYaeT B ceOsl ABE, MPAKTHUECKH OJIMHAKOBLIE MO 00BEMY
Y B3aUMOBJIMSHHMIO YacTH — Ipolecca oO0yueHus u mpoiecca camooOydenus. [Toatomy CPC
JOJIKHA cTaTh 3 PEKTUBHOI U LieJIeHaNpaBiIeHHON padoToil cTyneHTa.

K coBpemenHOMY crienuanucTy oOIMIeCTBO MPEABABISICT JOCTATOYHO MIMPOKUN MEPEYCHb
TpeOOBaHUI, CcpeAr KOTOPHIX HEMAJIOBAKHOE 3HAUEHHWE HMMEET HaJMuue Yy BBITYCKHUKOB
OTIPENIeICHHBIX CIIOCOOHOCTEH M YMEHHsS CaMOCTOSITENIbHO JOOBIBaTh 3HAHUS W3 Pa3ITHUHBIX
HMCTOYHUKOB, CHCTEMAaTHU3HPOBATh MOTYYCHHYIO HMH(OpPMAIIMIO, JaBaTh OICHKY KOHKPETHOM
cutyauu. OopMUpOBaHUE TAKOTO YMEHHS IMPOUCXOIUT B TEUEHHE BCErO Mepuoja oOyueHus
Yyepe3 ydacTUe CTYACHTOB B IPAKTUYECKUX 3aHATHUSX, BBIIIOJIHEHUE KOHTPOJBHBIX 3aJaHUN U
TECTOB, HAITMCAaHUE KYPCOBBIX M BBITYCKHBIX KBaTH(pHUKannoHHbIX padoT. [Ipu atom CPC urpaer
pEIIAIOIIYI0 POJIb B X0/I€ BCEr0 Y4eOHOTo mpoIiecca.

B mporiecce camocTosTENBHON pabOTHI CTYACHT MPUOOPETAET HABBIKK CAaMOOpPTaHU3aINH,
CaMOKOHTPOJIS, CAaMOYTIPaBJICHHsI, caMOpedIECKCUU U CTAHOBUTCS aKTUBHBIM CaMOCTOSITEIbHBIM
CyOBEKTOM y4eOHOH IesATEIbHOCTH.

@DopMBI CAMOCTOSITENILHON pabOThI CTYICGHTOB pa3HO0Opa3Hbl. OHU BKIIOYAIOT B ceO:

* U3Y4YEHHME M CHUCTEMAaTH3alUI0 O(UIMATIBHBIX TOCYJAPCTBEHHBIX JIOKYMEHTOB -
3aKOHOB, TOCTAHOBJICHUM, YKa30B, HOPMaTUBHO-UHCTPYKIIMOHHBIX U CIIPABOYHBIX MATEPUAJIOB C
UCTIOJIb30BaHUEM HMH(DOPMAIIMOHHO-TTOUCKOBBIX cucTeM «KoHCynmbTaHT-TUTIOC), «l'apanTy,
rio0anbHo cetn «IHTepHETY;

* u3ydyeHHe YyueOHOM, HaydyHOHl M METOAMYECKON JHUTepaTypbl, MaTepuajoB
NEpUOJIMYECKUX  M3JaHUM C  TPUBJICYEHHEM  DIIEKTPOHHBIX  CPEICTB  O(UIMAIBHOM,
CTaTHUCTUYECKOM, MEPUOANUECKON 1 Hay4HOH MHpOpMaLny;

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

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

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

2. lemn u ocHoBHEIe 3agaun CPC

Benymas unens opranuzauuu u ocymectBieHus CPC nomkHa coBmajath ¢ IEJbIO
o0y4eHMsI CTyleHTa — TMOATOTOBKOW CIEIUaiuCcCTa €O CPeAHUM MpOo(hecCHOHAIBHBIM
obpazoBanuem. [lpu opranmzamuu CPC BaXHBIM M HEOOXOAMMBIM YCIOBUEM CTaHOBSITCS
(dopMHpOBaHHE YMEHHUS CaMOCTOSATENbHOW paboThl [UIs NMPHOOpeTeHHs 3HAHUM, HABBHIKOB U
BO3MOXXHOCTH OpraHu3aluy y4eOHON 1 HaAYy4YHOH J1eATeIbHOCTH.

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

3agauamu CPC sBisgroTcs:
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* cUCTeMaTH3alMs M  3aKpeIUIeHHWe TOJIY4E€HHBIX TEOPETUYECKMX 3HaHUM U
NPaKTUYECKUX YMEHHUN CTYICHTOB;

* yruyOseHne U paclIMpeHue TEeOPETUYECKUX 3HAaHUM;

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

* pa3BUTHE IO3HABATEIFHBIX CIIOCOOHOCTEH M AKTUBHOCTH CTYACHTOB: TBOPYECKOMH
VMHUIIMATHBBI, CAMOCTOSITEIbHOCTH, OTBETCTBEHHOCTH M OPraHU30BaHHOCTH;

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

* pa3BUTHE UCCIIEOBATEIbCKUX YMEHUI;

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

3. Bunbl camocTosTensHOM paboThI

B obpa3zoBarensHoM nporecce BY3a BeiiensieTcs 1Ba BUAa CaMOCTOSTEIBHON padOThI —
ayJUTOpHAs, 110J1 PYKOBOJCTBOM IpENoAaBarels, U BHeayuTOpHasd. TecHas B3aUMOCBS3b 3TUX
BUIOB paboT mpexycMmarpuBaeT aupdepeHnnanuio U IPPEKTHBHOCTh PE3YIbTaTOB €€
BBIMIOJIHEHUS] M 3aBUCUT OT OpraHu3alMy, COJEpXKaHus, JOIMKM Y4eOHOro mpolecca
(MeXIpeIMETHBIX CBSI3€H, NEPCIIEKTUBHBIX 3HAHUN U JIp.).

AynuTopHas caMocCTOsITelIbHAas paboTa MO JUCHMIUIMHE BBIIOJHIETCS Ha Y4eOHBIX
3aHATHSIX TI0JI HEMOCPEICTBEHHBIM PYKOBOJCTBOM IPENOJABATENS U IO €r0 3aJaHUIO.

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 JieKuud Ha  Oase
PEKOMEHJOBAaHHOW  JISKTOPOM  Yy4eOHOH  juTeparypsl, BKIO4Yas  WH(POPMAIMOHHBIE
o0Opa3oBaTenbHbIe PeCypChl (3NMEKTPOHHBIE YUEOHUKH, DIIEKTPOHHBIE OUOIUOTEKH U JIp.);

* HamucaHue pedeparos;

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

* BBINOJIHEHUE MUKPOUCCIIECOBAHMIA;

* MOATOTOBKA NMPAKTUYECKUX pa3pabOToOK;

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

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

OCHOBHBIMHU BUJAMHU CAMOCTOSITEILHON PaOOTHI CTYJICHTOB C Y4acCTHEM TMperoaaBaTeseit
SBIISTFOTCSL:

* TEKYyIUE KOHCYJIbTALUN;

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

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

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

* BBIIIOJTHEHHE KYPCOBBIX paboOT (MPOEKTOB) B paMKax JIUCHUILIMH (PYKOBOJCTBO,
KOHCYJIbTUPOBAHUE U 3alllMTa KypPCOBBIX padoT (B 4aChl, IPEeyCMOTPEHHbIE YIEOHBIM IJIAHOM);

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

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

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

4. Opranuzarnus CPC
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Metonrka opraHu3aniy CaMOCTOSITENIbHOW pabOThl CTYIEHTOB 3aBUCHT OT CTPYKTYPHI,
XapakTepa U OCOOEHHOCTEW HM3y4aeMOW AMCUMIUIMHBI, 0ObE€Ma 4acoB Ha €€ H3y4eHHUe, BUAA
3aJJaHUN JUIsI CaMOCTOSITENIbHOW pabOThl CTYJEHTOB, MHAMBUIYAJIBHBIX KAayeCTB CTYAEHTOB M
yCIIOBUH y4eOHO esSATeThbHOCTH.

IIponiecc opraHuzanuy CaMOCTOSATENBHOM pPa0OTHl CTYIAEHTOB BKIJIIOYAeT B ceOs
CJICAYIOIINE ATAIBL:

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

* OCHOBHOH (peanu3aiys NporpaMmbl, UCIIOJIb30BaHUE IPUEMOB MTOMCKA MHPOPMALUY,
YCBOGHHSI, NepepadOTKH, TNPUMEHEHUs, Nepefadyd 3HaHuM, (UKCHpPOBAaHHE pPE3YIbTATOB,
camMoOopraHu3anus rnpouecca paboTsl);

* 3aKJIOYHMTENIBHBIN (OIICHKAa 3HAYUMOCTH M aHAJIHM3 PE3yJIbTaTOB, UX CHCTEMaTHU3aLus,
olleHKa 3((EeKTUBHOCTH MpOrpaMMbl M IPUEMOB pabOThl, BBIBOABI O HANpaBJIECHUIX
ONTUMM3ALMU TPYIA).

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

5. Obwue pexomernoayuu no opeanu3ayuy CamoCcmosmenbHol pabomol

OcHOBHOI (HOpMOIT caMOCTOATENBHON pabOThI CTYACHTA SBISACTCS M3yYCHHE KOHCIIEKTa
JeKIHH, UX TOMOJIHEHHE, PEeKOMEHI0BAaHHON JINTEpaTyphbl, aKTUBHOE Y4aCTHE Ha MPAKTHYECKUX
U CEeMHUHApCKHX 3aHATHsIX. Ho i ycrienmHoi y4eOHOW NesTeIbHOCTH, €€ MHTEHCHU(HKAINH,
HE00XO0/IMMO YYUTHIBATh CIEAYIOLINE CYyObEKTUBHbBIE (DAKTOPBI:

1. 3HaHWe MWKOIBHOTO MPOTPaMMHOTO MaTepHalia, HAJMYNUE TMPOYHOW CUCTEMBI 3USHHIM,
HE0O0XOIMMOM /JI1 YCBOEHHUSI OCHOBHBIX BY30BCKUX KypcoB. HeoOGxonnmMo otianuaTh npoOesns! B
3HAHUSX, 3aTPYJHSIONIME YCBOCHHWE HOBOTO MaTepHaja, OT MajbIX CHOCOOHOCTEH. 3aTpaTuB
CHJIBI Ha MIPEOJI0JIEHHE 3TUX MPOOEIOB, CTYIEHT 00ecreunT cede HOpMAIbHYIO YCIIEBaeMOCTh U
IIOBEPUT B CBOU CITIOCOOHOCTH.

2. Hanuune yMeHMi, HaBBIKOB YMCTBEHHOTO TpyJa:

a) yMEHHE KOHCIIEKTUPOBAThH Ha JICKIIH U TIPU paboTe ¢ KHUTO;

0) BIaJeHUE JIOIMYECKHMMM OIEpalisMH: CpaBHEHHME, aHalIu3, CHHTe3, 000OIIeHue,
oTIpeNieNieHue TIOHITHH, IPaBHJIa CHCTEMAaTU3aIlUH U KIIacCH(UKAIIH.

3. Cnenuduka mo3HaBaTeNbHbIX NCHUXUYECKUX IPOILECCOB: BHUMAHHUE, MaMsATh, peub,
HaOJI01aTeIbHOCTh, HHTEIUIEKT U MbllUIeHHe. Crnaboe pa3BUTHE KaKIOro U3 HUX CTAHOBUTCS
Cepbe3HBIM MPEISATCTBHEM B yuele.

4. Xopomrasg paboTOCOCOOHOCTh, KOTOpasi 00ecreynBaeTcss HOPMaldbHbIM (DPU3UYECKUM
coctosiHueM. Benb cepbe3Hoe yueHue - 3To 00JIbII0 MHOTOCTOPOHHHUM M pa3HOOOpa3HbIi TPy/I.
Pe3ynbraTr 00y4eHus olleHUBaeTCS HE KOJIMYECTBOM cOO00IIaeMoi nH(pOpMalMY, a KaYeCTBOM ee
YCBOGHHSI, YMEHHEM €€ HCIIONb30BaTh W PAa3BUTHEM y ce0sl CIOCOOHOCTH K JallbHEHIIeMy
CaMOCTOSITEIbHOMY 00pa30BaHHUIO.

5. CootBerctBue  u30paHHOM  JAEATENBHOCTH, NPOPEcCUr  HHIUBUIYaTbHBIM
cnocoOHocTsM. HeoOGxoauMo BbIpaboTaTh y cebs yMEHHE CaMOpEryJlupoBaTh CBOE
HIMOIIMOHAIBHOE COCTOSHHE W YCTPAHATH OOCTOSTENHCTBA, HAPYIIAIONIUE NIEIOBOW HACTPO,
MelIlaroIue HaMeYeHHOi padore.

6. OBiaziecHre ONTUMAIIEHBIM CTHJIEM paOOTHI, 00ECTICYMBAIOIIUM YCIIEX B JCSITEIHHOCTH.
YepenoBanue TpyAa U nay3 B pabore, HEpuoOJIbl OTABIXA, UHAUBHUIYaTbHO 0OOCHOBAHHAS HOpMa
NOPOJOJDKUTETPHOCTH ~ CHA,  NPEANOYTeHHWE  BEUEPHUX  WIM  YTPEHHUX  3aHSATHIA,
CTPECCOYCTOMYMBOCTh HA HK3aMeHaX U OCOOCHHOCTH MOJATOTOBKU K HUM,

7. YpoBeHb TpeOoBaHUI K ceOe, ompeesieMblil CIIOKUBIIEHCS CaMOOIICHKOM.

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

OnHa u3 OCHOBHBIX OCOOCHHOCTEH OOyUEHHUs B BBICIICH IITKOJIE 3aKIIOYAETCS B TOM, YTO
MOCTOSIHHBIM BHEIIHUH KOHTPOJIb 3aMEHSeTCs CaMOKOHTPOJIEM, aKTHBHAs poOJib B OOy4eHUU
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MPUHAJJICIKUT yXKE HE CTOJIBKO MPEToAaBaTelNio, CKOJIBKO CTYIEHTY.

3Hasi OCHOBHBIE METOJIbl HAYYHOM OpraHu3alud yMCTBEHHOTO TpyAa, MOXKHO MpH
HAaUMEHBIIUX 3aTpaTax BpPEMEHHU, CPEACTB U TPYAOBBIX YCHIMNH JOCTUYDb HAWIYUIIUX
pE3yJIbTaTOB.

D¢ heKTUBHOCTh YCBOCHUS MOCTYIAIOIIEH HH(DOPMAIIUK 3aBUCUT OT PabOTOCIIOCOOHOCTH
YeJIOBEeKa B TOT UJIM MHOM MOMEHT €r0 IS TeIbHOCTH.

PaborocnnocoOHOCTh - CHOCOOHOCTH 4YeNoBeKa K TPYAY C BBICOKOW CTENEHbIO
HaIpPSKEHHOCTH B TEYEHHUE OIPEACIICHHOIO0 BpeMEHHU. Pa3nuyaioT BHYTpPEHHHE W BHEIIHHE
(dhakTophl paboTOCIIOCOOHOCTH.

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

K BHemHuM:

- opraHu3anus padbouero MecTa, peskuM TpyAa U OTIIbIXa;

- YpOBEHb OpraHu3alMud TpyAa - YMEHHUE TMOJYyYUTh CHOPaBKy U II0JIb30BaThCS
nHpopManuei;

- BEJIMYMHA YMCTBEHHOMN Harpy3KH.

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

- BO BCSIKU TPYJ HYKHO BXOJIUTh TIOCTENEHHO;

- MEPHOCTh M PUTM pabOTHl. Pa3HBIM JIOAsSM TIpHCyIl OoJiee WM MEHEe pa3HbIM TeMIT
padoTHI;

- IPUBBIYHAS TTOCJIEIOBATEILHOCTh M CHCTEMATHYHOCTD JEATEIbHOCTH;

- IpaBUWJIBHOE YepeIoBaHUE TPY/Ia U OTAbIXA.

OtapIx He mpeanonaraeT 00s3aTeNbHOTO MOJHOTO Oe3[eHCTBUS CO CTOPOHBI YEIOBEKa,
OH MOXET OBITh JOCTUTHYT MPOCTON mepemMeHol aena. B Tedyenuwe nHA pabOTOCIOCOOHOCTH
u3MeHnsercsa. Haubosnee miogoTBopHbIM siBIsieTCsl yTpeHHee BpeMs (¢ 8 1o 14 gacoB), nmpuuem
MakcUMaibHas paboTOCMOCOOHOCTh mpuxoauTcs Ha mepuon ¢ 10 mo 13 yacos, 3aTem
nocieodenennoe - (¢ 16 10 19 vacoB) u Beuepree (¢ 20 1o 24 yacos). OueHb TPYAHBIA IS
MOHMMAHUS MaTepHall Jydllle W3y4yaTh B Hayale KaKIOro OTpe3Ka BpPEMEHH (ITy4Illle BCETro
yTpeHHero) nocie xopouero orasixa. Yepes 1-1,5 ywaca HyxHbI nepepsiBbl o 10 - 15 muH,
yepes 3 - 4 yaca pabOThI OTABIX TOJKEH 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 CITIOCOOHOCTSAIMH, JTOJIKEH, OyAYy4YH CTYJIEHTOM, OTAaBaTh yuyeHuio 9-10 yacoB B
JeHb (13 HUX 6 4acoB B By3e U 3 - 4 yaca goma). JIro0oif mpeaMeT Hemb3s U3YYHTh 32 HECKOIIBKO
nHeW mepen sk3ameHoMm. Ecium cTyaeHT B romy paboTaeT cHCTEMaTH4YecKH, TO OH OBICTPO BCe
BCIIOMHHT, BOCCTAHOBHT 3a0bITOe. EClin ke moAroToBKa I11j1a aBpajibHO, TO y CTY/€HTa HE OyleT
Jaxe OOIIETro MPEICTABICHHS O MIPeAMETE, OH 3a0yIeT BCE CTaHHOE.

Crnenyer B34Th 3a IPABUJIO: YUUTHCS €XKEIHEBHO, HAUMHAS C TIEPBOTO AHS CEMECTPA.

Bpemsi, koTopeIM pacmojaraer CTYIEHT JUIS BBINOJHEHHUS y4eOHOTO TUIaHA,
CKJIQ/IBIBAETCSl M3 JIBYX COCTaBISIOLIUX: OJHA W3 HUX - 3TO ayAWTOpHas padoTa B By3e IO
paclvcaHuio 3aHSATUH, Jpyras - BHEAyAUTOpPHAs CaMOCTOsITelNbHAs pabora. 3amaHus H
MaTepuanbl JJIS CaMOCTOATEIbHOW pabOThl BBIIAIOTCS BO BpeMsi Y4eOHBIX 3aHSATUH IO
pactucaHvi0, Ha OTUX K€ 3aHATHSAX TMPENoJaBaTellb OCYIIECTBISAET 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 exeaHeBHo. HaumHaTh camMoCTOSITENIbHbIE BHEAYIUTOPHBIE 3aHSTHUSI CIEAYET C
MEepBBIX K€ JIHEH ceMmecTpa, NPOMyIIEHHbIe JTHU OYyIAyT TMOTEepsHbI OE3BO3BPATHO,
KOMITCHCHPOBATh WX TO3/JHEEC YCUJICHHBIMH 3aHSATUAMH 0€3 CHIDKCHHS KadecTBa paOOThI U ee
MPOU3BOUTENILHOCTH HEBO3MOXXHO. [lepBble THU cemecTpa OYeHb BaXKHBI JJISI TOTO, YTOOBI
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BKJIIOUUTHCS B pabOTy, YCTAHOBUTH OIpENEICHHbI MOPSAIOK, PaBHOMEPHBII PUTM Ha BEChH
ceMecTp.

PutMm B pabote - 3TO eXeTHEBHBIE CAMOCTOSTEIIbHBIC 3aHATHSI, KEJIATEIbHO B OJHHU U T
K€ Yachl, PH 1eJIeCO00pa3HOM YepeOBAHUH 3aHITHIA ¢ TIEPEePhIBAMH ISl OTJbIXa. BHavane s
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 pUTM YCTAaHOBJICHBI ITPABIIIBHO, TO CTYICHT M30 JAHS B JCHD
MOJKET paboTaTh, HE CHUXAsl CBOEW MPOU3BOIUTEILHOCTH U HE meperpysxkas ceds. [IpaBunbHas
CMEHa OJJHOTO BHJa pa0OTHI IPYTHM ITO3BOJISIET OTABIXATh, HE MPeKpaiast paboThl.

Takum o0pa3om, nepBas 3ajlaya OpraHu3ally BHEAyIUTOPHOI CaMOCTOSITENLHON paboThI
— 3TO COCTaBJICHHME DPACIUCAHMSA, KOTOPOE JOJDKHO OTpa)XkaTb BpeMs 3aHATUH, MX XapakTep
(TeopeTnyeckuil Kypc, MpakTUYECKUE 3aHATUS, Tpaduueckre paboThl, YTEHUE), MEPEPHIBbI HA
o0e, yXHH, OTABIX, COH, MPOE3] U T.A. Pacnucanue He mpenonpeaessieT coaepKanus padoThl,
ee cojepkaHue Heu3OexkHO OyneT U3MEHATbCA B TedeHwe ceMectpa. [lopsamok ke ciemyer
3aKpENHTh Ha BECh CEMECTP U MPUJIOKUTH BCE YCUIIHS, YTOOBI MOICPKUBATH €0 HEM3MEHHBIM
(kpoMe ucrmpaBlieHUs: OMIMOOK B TJIAHWPOBAHUHU, KOTOPHIE MOT'YT BOSHUKHYThH M3-3a HEJJOOIEHKU
00BbeMa pabOThI WM TIEPEOLIEHKH CBOUX CHII).

[Ipu omgHOOOpa3HOIl paboTe uenoBek yToMisieTcss Ooublie, YeM Ipu padoTe pa3zHOro
xapakrepa. OHaKo HE Bcera 1enecoo0pa3sHo 3aHUMAaThCsl MHOTUME YI€OHBIMHU JAUCIUTUTHHAMUA
B OJIMH U TOT € JIeHb, TaK KakK MPH Ka)XJI0M MEepexo/ie Hy>KHO BHOBb COCPEIOTOYUTH BHUMAHHE,
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 MO TPYAHOCTH, 3aTeM MepelTH K Oojee TpyaHoi pabote. U
HAIOCJIEZIOK OCTABUTH JIETKYIO YacTh, TPEOYIOIIYI0 HE CTOJBKO OONBIIMX HHTEIICKTYAIbHBIX
YCHIIUH, CKONBKO OIpEAETICHHBIX MOTOPHBIX JEUCTBUN (UepueHue, MOCTpoeHHe rpadukoB U
T.IL.).

CamMocTosTeIbHbIE 3aHATUS MOTPEOYIOT MHTEHCHBHOTO YMCTBEHHOTO TpPYZAa, KOTOPHIHA
HEOOXOJUMO HE TOJBKO IMPABUIHLHO OPraHW30BaTh, HO W CTUMYJIHPOBaTh. [IpW 3TOM OYEHB
BaXHO YMETh MOJICPKHBATh YCTOMYMBOE BHUMaHHE K M3ydyaeMoMy Mmarepuany. BripaboTka
BHUMaHUs TpeOyeT 3HAUYUTENBHBIX BOJIEBBIX YCHIHA. IMEHHO MMOATOMY, €Clii CTYJEHT 3aMeyaeT,
YTO OH YacTO OTBJICKACTCS BO BPEMsI CAMOCTOSITEIBHBIX 3aHITHHA, €My HAJ0 3aCTaBHTH ceOs
cocpenotounthes. [lonobHyI0 mpouenypy HE0OXOIUMO MPOAEIBIBATh MOCTOSIHHO, TaK Kak 3TO
SIBIIIETCS TPEHUPOBKOW BHUMAHHS. Y CTOWYMBOEC BHUMAHHUE IOSBISETCS TOTJA, KOTJAa YEIIOBEK
OTHOCHUTCS K JIeIIy C HHTEPECOM.

Crnemyer mpaBHIIbHO OPTaHU30BATh CBOM 3aHATHUS 1O BpeMeHu: 50 MuHyT - pabdota, 5-10
MUHYT - TepephIB; mocie 3 4dacoB paboTel mepepwiB - 20-25 munyr. MHade Hapacrtaroiiee
YTOMJICHHE TIOBJICYET HEYCTOMYUBOCTh BHUMaHUSA. OUYEHb CYIMECTBEHHBIM (AKTOPOM,
BIUSIONIMM Ha TMOBBIIICHHE YMCTBEHHOW pabOTOCIIOCOOHOCTH, SIBISIOTCS CHCTEMAaTHYECKHE
3aHATHS (DU3MYECKOH KyJnbTypoil. OpraHum3amusi aKTHBHOTO OTJABIXa IPEeIyCMaTPUBACT
YyepeOBaHUE YMCTBEHHOM M (DM3MUECKOH IEeATENbHOCTH, YTO MOJHOCTHIO BOCCTAHABIMBACT
paboToCrocOOHOCTh YeIIOBEKa.

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

[Iporpecc Hayku © TEXHUKH, HWHGOOPMAIMOHHBIX TEXHOJOTUH MPUBOAUT K
3HAYUTEIIbHOMY YBEJIIMYCHHIO HAY4YHOM HH(pOpMAIMK, YTO HPEIbsIBIseT Oojee BbICOKUE
TpeOOBaHUS HE TOJIBKO K MOpaIbHBIM, HPABCTBCHHBIM CBOWMCTBAM 4YEJIOBEKa, HO MU B
0COOEHHOCTH, TTOCTOSIHHO BO3pacTarolue TpeOoBaHUs B 00J1acTh 0Opa3oBaHUsI — OOHOBJICHHE,
MOJIepHH3AIUs OOIIMX U MPOJeCcCHOHANBHBIX 3HAHUN, YMEHUH CTIeIIHATUCTA.

Besikoe oOpasoBaHMe MOJDKHO BBICTYNATh Kak JUHAMHYECKMHA MpoIecc, MNPUCYLIUIl
YeIIOBEKY U MPOOIKAIOIINIACS BCIO €ro Xu3Hb. OBIa/IeHue HAyYHOU MBICTBIO U SI3bIKOM HAyKH
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ABIIIETCS HEOOXONMMOM COCTaBISIOLIEH B CcaMOOpraHM3alUu OyAyllero crenuaiucTa
uccnenoBarens. [log »TUM MOHUMAaeTCs HE CTOJIBKO HAKOIJICHWE 3HAHWUMN, CKOJIBKO OBJIAJICHHE
HAayyHO OOOCHOBaHHBIMU cIlOCOOaMH HX MpHoOpereHus. B 3Tom, BooOIIE TOBOps, COCTOUT
OCHOBHAA 33J]aua By3a.

Cneunduka  BY30BCKOro  y4eOHOro  Impolecca, B  OpraHHU3alld  KOTOPOTO
CaMOCTOSITENIbHOW paboTe CTyJeHTa OTBOIATCS BCe OOJIbIIE MECTa, COCTOMT B TOM, YTO OH
ABIIETCS KaK OyATO OBl MOCIEAHHM M CAaMbIM aJIeKBATHBIM 3BEHOM [UIsl peaiu3aldd 3TON
3amaun. V60 Bo BpeMmsi y4eObl B By3€ NPOHMCXOJUT BBIpAOOTKA CTHJIS, HABBIKOB Y4eOHOMU
(o3HaBaTENbHOM) AEATEIbHOCTH, PAllMOHATBHBIA XapaKTep KOTOPHIX OYyIeT CIoCOOCTBOBATH
MOCTOSTHHOMY OOHOBJICHUIO 3HAHHI BHICOKOKBATH()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 COJEpKaHHEM O0OydeHus (pacmmpeHue oOero
o0pa3oBaHus U yrirydjaeHue npodeccHoHaNbHON MOATOTOBKM), TaK M C HOBBIMH, HEU3BECTHBIMU
1o cux nop popmamu: oOyueHus (JEKUUU, CEMUHAPHI, 1a00paTOpHbIC 3aHATUA U T.1.). CTyleHT
NOJIy4aeT He TOJbKO 3HAHUS, MPETYCMOTPEHHBIE MPOTPAMMON U Y4EOHBIMU MOCOOHMSIMH, 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 CaMOCTOSATEIbHYIO 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 3aKJII0YAeTCs B PYKOBOJICTBE HAKOIIJICHHUS 3HAHUHN
(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 33 WX JEATENBHOCTHIO. BaXHO NMOHWMAaTh, YTO HENb3S OTPAHUYMBATHCS
TOJILKO MPUOOpPETeHHEM 3HaHHM, MPEAYCMOTPEHHBIX MPOrPaMMOIl M3yd4aeMO#l AMCIMILTUHBL,
HAJIO MOCTOSHHO YIIyOJIATh TOJTY4YeHHBIE 3HAHMS, COCPEOTAauMBas X Ha KaKOW-HUOYIb y3KOU
oTpeieIeHHOM 001acTH, COOTBETCTBYIOIIECH HHTEpEcaM CTyJeHTa. YTIIyOJIeHHOE H3YYeHHEe 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 CAMOCTOSITEIbHO BBIOPAHHOM CTYAEHTOM
TEMBI.

Koneuno, Bce coBeThl, MNpPUMEPHI, PEKOMEHIAMM B JTOW OOJIACTH, J1aBaeMble
mperojaBareyieM, WIA ONPEISIICHHBIMH IYOJIMKAMSIMK, WA JAPYTAMHA HWCTOYHUKAMHU, HE
rapaHTUPYIOT HUKAKOTro ycrexa 0e3 MpOosBIECHUS COOCTBEHHOW aKTUBHOCTH B ATOM Jelie, T.C.
OHM HE JAIOT TOTOBBIX PEIENTOB, a JODKHBI CIIOCOOCTBOBATh aHAIM3Y COOCTBEHHOM pabOTHI, ee
1eNed, OpraHu3alui B COOTBETCTBUU C MHIMBUYaTbHBIMA OCOOEHHOCTAMHU. Y YUTHIBAS TUYHbBIE
BO3MOXXHOCTH, CYIIECTBYIOIIME YCIOBHS JKU3HM M pabOTHl, HABBIKM, HAa OCHOBE OTHX
pEeKOMEHalluii, BO3MOXKHO, BBIPA0OTaTh WHAMBHAYAJbHO OOOCHOBAaHHYIO COBOKYIMHOCTH
METO/IOB, CIIOCOOOB, HAaWTH CBOW CTHJIb WJIHM YCOBEPIICHCTBOBATh €ro, YTOOBI HW3YyYUB
OTpeICNICHHBI MaTepuala, HMETb BpEeMS OILCHUTh €ro 3HAa4MMOCTh, MPUTOJHOCTH U
BO3MOXXHOCTH €T0 TPUMEHEHUs, 4YTOObI, B KOHEYHOM CYETe, OOCCII€YNTh YCIEITHOCTh CBOCH
yuebe ¢ Oynyiel mpohecCuOHaTbHOM e TEbHOCTH

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

C mepBBIX K€ CEHTAOPbCKMX JHEH Ha CTyAeHTa OOpPYIIMBAETCS TPOMAIHBIN 00BEM
uH(pOpMaIlMK, KOTOPYI0 HEOOXOAUMO YCBOUTH. HyXKHBIH MaTepuan COIAEPKUTCS HE TOJBKO B
JeKUUAX (3allOMHUTH €ro — 3TO TOJBKO Majas 4yacTh 3a/adyd), HO U B yuyeOHMKax, KHHUrax,
ctatbsx. [Topoit Bo3HHKaeT HEOOXOIMMOCTD MPHUBJIEKATh HH(DOPMAIIMOHHBIE pecypchl IHTepHET.

Cucrema  BY30BCKOTO  OOydYeHHsS  TOJpa3yMeBaeT  3HAYUTEIBHO  OOJBIIYIO
CaMOCTOSITENILHOCTh CTYJCHTOB B IUIAHMPOBAaHUM U OPraHHU3aIlMM CBOCWU JIeATEIHHOCTH.
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Buepamnemy IIKOJBHUKY cZefaTh 3TO ObIBA€T BeChbMa HENPOCTO: €CIIM B ILKOJIE €XeIHEBHBIN
KOHTPOJIb CO CTOPOHBI YUYHUTCIIA 34CTaBJIAJI MOCTOAHHO U CUCTEMATUYCCKU TOTOBUTHCA K
3aHATHUSM, TO B By3€ BOIIPOC 00 YpOBHE 3HaHMH BIUIOTHYIO BCTA€T Iepes CTYJEHTOM TOJIBKO B
nepuol ceccu. Takast cuTyarusi o0OpadMBaeTcsi JUIsi HEKOTOPHIX COOJIA3HOM BECh CEMECTp
HOCBATUTH CBOOOJHOMY BPEMSIPENPOBOKICHUIO («Korjga OyneT HY)KHO — Bblydy!»), a Korja
IOPUXONT 1OpPa SK3aMEHOB, MaTepUaa, MoJIeKAIIEr0 YCBOCHHUIO, OKa3bIBAETCSI TAK MHOTO, YTO
HUKaKas IaMATh He CIOCOOHA C HUM CIIPABUTHCS B OCTABILIUICS IPOMEXYTOK BPEMEHHU.

Pabora ¢ kHuroi.

[Tpu pabote ¢ KHUrol HEOOXOIUMO MOAOOpaTh JIUTEPATypy, HAyUYUThCS HPABUIBHO €€
YHUTaTh, BECTH 3amucH. s moxbopa nurepaTypsl B OMOIMOTEKE UCHOIB3YIOTCS a(h)aBUTHBIN U
CHUCTEMaTHYECKHI KaTaJloru.

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

[IpaBunbHbE  1OAOOp Y4EOHHMKOB PEKOMEHIYETCsS MPENoJaBaTeiIeM, YHUTAIOLIUM
JEeKIMOHHBIN Kypc. HeoOxoaumas nurepaTypa MOXKET ObITh TaKXKe YKa3aHa B METOAMYECKHX
pa3paboTKax 1o JaHHOMY KYpCYy.

N3yuas marepuan no y4eOHMKY, CIEAYeT MEePEXOJUTh K CIEIYIOLIEMY BOIPOCY TOJIBKO
OoCJIC TMPAaBUJIBHOIO YACHCHHA MNPCALIAYIICTO, OIMUChIBAsA Ha 6YMaI‘C BCC BBIKJIaJAKU U
BBIUUCIICHUS (B TOM YHUCJIE T€, KOTOpble B y4eOHUKE OINYILIEHbl MM Ha JIEKLUU JaHbl AJIs
CaMOCTOSITEJIbHOTO BBIBO/JIA).

[Tpu n3yueHuu a060H AUCHUILIUHBI OONBLIYIO U BXKHYIO POJIb UTPAET CaMOCTOSATENbHAs
UHAMBHUYyalIbHas padoTa.

Ocoboe BHMMaHUE cleAyeT OoOpaTUTh Ha ONIpeAEJeHHE OCHOBHBIX MOHATHH Kypca.
CryneHT AODKEH MOJApOOHO pa3duparh MPUMEPHI, KOTOPBIE MOSCHSIOT TaKHE OINpPENeIICHUs, 1
YMEThb CTPOMTH aHAJIOTHYHBbIE MPHUMEPBl caMocTosATeNbHO. HyXHO 10OMBaThcs TOYHOTO
NpPEICTaBICHUS O TOM, YTO H3ydaemb. [l0JE€3HO COCTaBIATH OMOpHBIE KOHCHEKTHL. I[lpm
U3y4yeHUM MaTepuaja 1o y4eOHMKY MOJIE3HO B TeTpaiM (Ha CHelMaIbHO OTBEIEHHBIX IMOJISAX)
JOITOJIHATh KOHCIICKT J'ICKIII/IIZ. Tam xe CJICAYCT OTMCYATh BOIIPOCHI, BBIACICHHBLIC CTYACHTOM
JUI KOHCYJIBTAllUU C MPENoAaBaTesIeM.

BI)IBOI[BI, IMOJIYYCHHBIC B PC3YJIbTATC U3YUCHUA, PCKOMCHAYCTCA B KOHCIICKTC BBIACIIATD,
4TOOBI OHM ITPU NEPEUUTHIBAHUY 3aMMCEH JTyyllle 3aIOMUHAIINCH.

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

3agaua BTOPUYHOTO YTEHMSI - MOJIHOE YCBOEGHHE CMBIC/IA LIEJIOro (10 CYETy 3TO UTEHHE
MOJKET OBITh Y HE BTOPBIM, & TPETHUM WJIM YETBEPTHIM).

IIpasuna camocmosmenvHol pabomwl ¢ TUMepamypoll.

Kak yxe ormeuanoch, camocToATelabHas paboTa ¢ yueOHMKaMU M KHUTaMH (@ TaKxke
CaMOCTOSITENIbHOE TEOPETUYECKOEe HCCiIeI0BaHne Mpo0ieM, 0003HAYEHHBIX IpenoiaBaTeieM Ha
JEKUUAX) — ATO BakHeillee ycioBue (OPMUPOBAHUSA y ceOsl HaydHOro crnoco0a MO3HaHMSL.
OCHOBHBIE COBETHI 3/I€Cb MOKHO CBECTHU K CIICAYIOLIIM:

* CocTaBUTh NEpCUCHb KHUT', C KOTOPBIMU Bawm CJICOYCT IO3HAKOMUTLCA, «HE CTapaﬁTCCB
3allOMHUTH BCE, YTO BaM B Oimkaiiliee BpeMs HE MOHAIOOUTCS, — COBETYET CTYACHTY H
Mosionomy yueHomy I'. Cenbe, — 3alIOMHUTE TOJIBKO, T/I€ 3TO MOKHO OoThIcKaTh» (Cenbe, 1987.
C. 325).

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

e O0s3aTeNbLHO BBINUCHIBATL BCE BBIXOJHBIE JaHHBIC I10 Ka)K)IOfI KHHUTC (HpI/I HarmcCaHuu
KYPCOBBIX U IUIUIOMHBIX Pa0OT 3TO MO3BOJIUT OYEHb COKOHOMUTH BpEMSI).
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* PazobOparbcst st cebs, Kakue KHUTH (WM KakWe TJaBbl KHUT) CIAEAYeT MpPOYUTaTh
0oJsee BHUMATEIBHO, @ KAKUE — IIPOCTO MPOCMOTPETb.

* [Ipu cocraBiaeHun nepevHen JIMTepaTyphl ClIeAyeT IOCOBETOBAThCS C MIPENo1aBaTeNIIMU
U HAayYHBIMH PYKOBOAMUTEISAMHU (MJIM Jake ¢ 0ojiee MOArOTOBJICHHBIMH U 3PYAMPOBAHHBIMH
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 MOJPS»: MOXKHO BBIIHUCHIBATH KPAaTKO
OCHOBHBIC MJIEM aBTOPAa U HMHOTAA NPHUBOJUTH HambOosiee sipKUe M IOKa3aTelIbHble LUTATHI (C
YKa3aHHWEM CTpaHUL).

* Ecnu xHura — Bama coGcTBeHHas, TO JOIycKaeTcs JejaTh Ha MOJSIX KHUIM KpaTKue
IIOMETKH WM K€ B KOHLE KHUIH, HAa IMYCTBIX CTPAHMUIAX IIPOCTO CAEIATh CBOHM «IIpeAMETHBII
yKazaTelnby», IJ€ OTMedaroTcsl Haumboiee HHTepecHble i1 Bac Mblcim U 00s3aTenbHO
YKa3bIBAIOTCA CTPaHUIBl B TEKCTE aBTOpa (3TO OYEHb XOPOLIMI COBET, IO3BOJIAIOIIUN
9KOHOMHTbH BpeMsI U OBICTPO HAXOAUTh «M30paHHbIE» MECTA B CAMBIX Pa3HbIX KHUI'AX).

* Ecnin Bel panbiie mano paboTaiy ¢ HaydHOW JMTEpaTypoi, TO CIEAyeT BhIpaboTaTth B
ce0e CroCOOHOCTh «BOCHPUHUMATBY CII0XKHBIE TEKCTBI; JUISl TOrO JIyUYIIUH PUEM — HAyYUThCs
«4UTaTh MENJIEHHO», Korga Bam NOHATHO KaXJ0€ NPOYUTAHHOE CJOBO (a €CIM CJIOBO
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 3arjiaThIBaTh KHUTH M YyTh JIM HE BHIETh «CKBO3b OOJIOKKY», CTOSIIAs 3TO paboTra
WIN HET...

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

* Ectp eme oauH 3¢ ¢eKTUBHBIA COCOO ONTUMHU3UPOBATh 3HAKOMCTBO C Hay4YHOH
JUTEPATypOl — CIEeIyeT yBIEUbCsl KaKON-TO UJieel U BCe KHUTU IIPOCMATPHUBATh C TOUKU 3PEHUS
JaHHOM naen. B aToM ciyyae cTyaeHT (MM MOJOA0H y4eHbI) OyeT Kak Obl UCKaTh apryMEHThI
«3a» WU «IIPOTHB» MHTEPECYIOIEH ero uaeu, 1 OJHOBPEMEHHO OH OyneT Kak Obl oOmarbes ¢
aBTOpaMH 3TUX KHUT IO MOBOJY CBOMX HJeW M pa3mblluieHui... [Ipobiema numb B TOM, Kak
HAlTU «CBOKO» UIEHO...

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

Bb1aensoT yeTbipe OCHOBHBIE YCTAHOBKM B YTEHUM HAYYHOI'O TEKCTA!

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

2. ycBauBarouias (yCWJMsl 4YuTaTessl HalpaBlieHbl Ha TO, YTOOBl KaK MOXHO IIOJHEE
OCO3HAaTh U 3allOMHUTH, KaK CaMU CBEJCHUS H3JIaraéMbleé aBTOPOM, TaK M BCIO JIOTUKY €ro
paccyXIeHui)

3. aHAINTUKO-KpUTHYECKasl (YUTATEeNb CTPEMHTCS KPUTUYECKH OCMBICIUTH MaTephall,
IPOaHAJIM3UPOBAB €0, ONPEICIIUB CBOE OTHOILIECHHUE 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 HaOIroAeHus, pa3pabOTaHHYIO METOIUKY,
JIOTIOJTHUTD UX, ITOJABEPTHYTh HOBOM IIPOBEPKE).

C HanuuumeM pa3IMYHBIX YCTAaHOBOK OOpalleHHs K HayyHOMY TEKCTy CBSI3aHO
CYILIIECTBOBAaHHME U HECKOJIBKUX BUJIOB UTEHUS:
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1. Gubnumorpaduyeckoe — MpPOCMATPUBAHHWE KAPTOYECK KaTajora, PEKOMEHIATEThbHBIX
CIIMCKOB, CBOJHBIX CIIMCKOB KypHAJIOB U CTAaTel 3a FOJ U T.I1.;

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 YCTAHABIMBACT, KAKHE U3 HCTOYHHUKOB
OyIyT UCIIOJIB30BaHbl B JabHENIIEH paboTe;

3. O3HAKOMMTEJIbHOE — IOJPa3yMEBAET CIUIOIIHOE, JOCTATOYHO MOAPOOHOE MPOUYTEHUE
OTOOpaHHBIX CTaTeW, IJIaB, OTIENIbHBIX CTPAHML], LEIb — IO3HAKOMUTHCA C XapaKTepoM
uHpOpMaLMY, Yy3HaThb, Kakue BOIPOCHl BBIHECEHbI aBTOPOM HA pAacCMOTpPEHHE, IPOBECTH
COpPTUPOBKY MaTepHuana;

4. u3yyaromee — IpeanoaracT JOCKOHAJIbHOE OCBOCHHME MaTepuaia; B XOJE€ TaKOro
YTEHUs MPOSIBISIETCA JIOBEpPUE 4YHUTATENs K aBTOPY, I'OTOBHOCTb IPHUHATh H3JI0KEHHYIO
UH(POPMALINIO, pealIn3yeTcs yCTaHOBKA Ha MPEEbHO MOJIHOE IOHUMaHKie MaTepHaa;

5. aHAIUTUKO-KPUTHUYECKOE M TBOPUYECKOE YTEHHE — JBa BUAA YTEHHS OJIM3KHE MEXKIY
coOOi TeM, 4YTO Y4YacTBYIOT B pELIEHHH HCCIeNoBaTelNbCKUX 3afad. IlepBbli M3 HHX
IperoiaracT HapaBIeHHbIA KPUTUYECKUI aHAN3, KaKk caMoil mH(OopManuu, Tak U Croco0oB
ee MOJyYeHUs U I10JIa4l aBTOPOM; BTOPOE — MOUCK TeX CYKICHMH, (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 IMO3BOJISIET B paboTe ¢ yueOHOM TUTepaTypoil HaKaIIMBaTh 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 ITPHEMBI, OBBIIIAIONINE Y3PPEKTUBHOCTH paOOThI ¢ HAYYHBIM TEKCTOM.

OcHoBHbIE BUBI CUCTEMATU3UPOBAHHOMN 3alIMCH MPOYUTAHHOTO:

1. AHHOTHpOBaHHE — TMpENeNbHO KpaTKOE CBSI3HOE ONMCAaHUE MPOCMOTPEHHOM WU
IPOYUTAHHOMN KHUTH (CTaTbU), €€ COEPKAHUS, UCTOUHUKOB, XapaKTepa U Ha3HAYCHUS,

2. IInanupoBaHue — KpaTKass JIOTWYECKas OpraHu3alus TEeKCTa, pacKpbIBarollas
CoOJIep’KaHue U CTPYKTYPY U3Y4aeMOro MaTepuana;

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

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

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

KoHcnekT — coHbli crnoco0 U3J10KeHUs COAEepKaHUsl KHUTU WM CTaTbU B JJOTMYECKON
nocienoBarenbHOCTU. KOHCIEKT akKyMynupyeT B cebe mpeblayIiue BUAbl 3alKCH, TT03BOJISET
BCECTOPOHHE OXBAaTUTh COJEPKAHUE KHUTH, CTaTbU. [103TOMY yMEHME COCTABIIATH IUIAH, TE3UCHI,
JlenaTh BBIIUCKU U APYTHUE 3alUCH OIPEAEIAET U TEXHOJIOTHUIO COCTABIECHU KOHCIIEKTA.

Memoouueckue pekomenoayuu no coCmasieHuo KOHCNeKma:

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

2. Bplenure riaBHOE, COCTaBbTE ILJIAH;

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

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

5. I'pamoTHO 3anuceiBaiiTe nuTarbl. L{uTHpys, yuyuThIBaiiTe TaKOHUYHOCTD, 3HAUUMOCTh
MBICIIH.

B TekcTe KOHCIEKTa kKenaTesbHO IPUBOAUTH HE TOJIBKO TE3UCHBIE IIOJI0KEHUS, HO U UX
nokazarenbeTBa. [Ipu odopmieHnr KOHCIEKTa HEOOXOJUMO CTPEMUTHCS K €MKOCTH Ka)J10TO
npeuioskeHus. MBICIM  aBTopa KHUTH CIIEAyeT u3jaraTb KpaTko, 3a00TsACh O CTHIE U
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BBIPA3UTEIHLHOCTH HAMMMCAHHOTO. YHCIIO AOMOIHUTENBHBIX JIEMEHTOB KOHCIEKTa JI0JKHO OBITh
JOTUYECKH  OOOCHOBAaHHBIM,  3alUCH  JOJDKHBI  PACIpeNeNsiThCs B ONpPENeICHHON
MOCIIEI0BATEIbHOCTH, OTBEYAIOIIEH JIOTMUECKO CTPYKTYype MmpousBeaeHusd. s yrouHeHus u
JIOTIOJTHEHHUSI HEOOXOAUMO OCTABJIATh OIS,

OBnasneHve HaBbIKAMHU KOHCIIEKTHUPOBAHUS TPEOYET OT CTYACHTA IIeNIeyCTPEMIIEHHOCTH,
MOBCEHEBHOM CaMOCTOSATEILHON pabOTHI.
[TamsiTKa 1O CO3AHUIO TIPE3EHTALIUN

DNeKTpoHHAs Tpe3eHTAlHuss —  JJICKTPOHHBIA JOKYMEHT, MPEICTaBISIONINA HaO0p
CIAiIoB, TpEeIHAa3HAYCHHBIM IS JIEMOHCTpaIluu IpojaelaHHON paboTel. Ilenpio moboi
NPE3CHTAIMH SBIISCTCS BH3YyalIbHOE TPEACTABICHUE 3aMBICIa aBTOpA, MAKCHUMAaIbHO yJOOHOE
JUTSL BOCIIPUSITHSL.

3ajaud Mpe3eHTalNu:

— MpUBJICYEHUE BHUMAHUS ayJJUTOPHH;

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

— MpenocTaBieHrne HHPOPMAITUN B MAKCUMAIILHO KOM(POPTHOM BHJIE;

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

Tpebosanus k oghopmaenuro cnatioos

TumynvHoll cratio

[Ipesentanusi HaumHaeTcs CO cCiaiifa, coaepkallero Ha3BaHWe pabOThI (JoKiIana) u
uMeHa aBTOpa(oB). DTH 3JEMEHTHI OOBIYHO BBIAETSIOTCA Oojee KpyHmHbIM HIpudTOM, 4YeMm
OCHOBHOHM TEKCT TNpe3eHTalnu. Takke Ha MEpBBIH Cal]] 11e1eco00pa3HO MOMECTHTDH JIOTOTHII
YUpEeXJIeHUs, OT JHUIa KOTOPOro Jenaercs mpe3eHTtanus. B kauectBe (oHa winm n3oOpakeHus
NEepBOTO  Cllaiila  MOXKHO ~ HCIOJNB30BaTh  PHUCYHOK WM ¢ororpaduio, HMEIONIYIO
HEMOCPEACTBEHHOE OTHOIIEHWE K TeMme mpe3eHTtauuu (doto kadenpsl, By3a, Hauboiee
3allOMUHAIOLIUIICS 3JIEMEHT MCCIEI0BAaHUS U T.I1.), OJHAKO TEKCT MOBEPX TaKOro M300pa’keHus
JOJKeH 4YuTaThCcsl O4YeHb Jierko. [lomoOHoe mpaBmio cobmtomaercs M ans (OHA OCTalbHBIX
cmaiimoB. TemM He MeHee, MOHOTOHHBIH (GoH Wi (GOH B BHUAEC MITKOrO T'pajaueHTa OyneT
CMOTpPETHCS HA TIEPBOM cJaiiie Toxke BrodHe YPPEKTHO.

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

Obwue mpebosanusi

Cpennuii pacdyer BPEMEHH, HEOOXOIMMOTO Ha TMPE3EHTAIUI0 BENETCS HCXOIsi W3
KOJIM4YecTBa ciaiioB. OOBIYHO HA OJIUH Cllaii]i HE0OX0AUMO He 6oJiee OHON-ABYX MUHYT.

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

Jlu3aifH 10JDKEeH OBITh MPOCTHIM U JTAKOHUYHBIM.

Kaxxapiii cnaiif 10KeH UMETh 3aT0JIOBOK.

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

3aBepmiaTh NPE3CHTAIMIO CIEAYeT KPAaTKUM pe3loMe, COJCpXKAalluM €€ OCHOBHBIE
MOJIO’KEHUS, BaXKHBIE TAHHBIE, IPO3BYYABIINE B TOKIaAe, U T.1.

Odghopmnenue 3a20108K08

Hasnauenue 3aroinoBka — OJHO3HaYHOE MHGOPMUPOBAHUE AYAUTOPHH O COACPKAHHUH
cnaiima. Caenath 3TO MOXHO, IO MEHBIIEH Mepe, TpeMs CIocoO0amMu: O3BYyYHMB TeMY Claifa,
JTAKOHWYHO M3JI0KUB CaMyl0 3HAYUMYI0 WHGOpMaIUIO claiia win copMyIupoBaB OCHOBHOU
BOIIPOC ciaija. B 3arojioBke HyHO yKa3aTb OCHOBHYIO MBIC/Ib Claija.

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

TekcT cnaiiga 1uist 3aroJIOBKOB JJOJKEH OBITH pazMepoM 24—36 MyHKTOB.

Touky B KOHIIE 3ar0JIOBKOB HE CTaBHTh. A MEXy NMPEIOKCHUSIMA CTAaBUTh.

He nucarh qyiMHHBIE 3aTOJIOBKH.
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Buvibop wpugpmos

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

!!!Hcnonvzosanue wipugpmos, He 6X00AWUX 6 KOMNIEKM, YCMAHABIUBAEMbIL NO
YMONUAHUIO éMecme C ONEPAYUOHHOU CUCMEMOU, MOdiCem NpUueecmu K HeKOPPEKMHOMY
omoopadceHur0  6awiell NpeeHmayuu  Ha OpyeoM Komnwlomepe, M.K. HECMAHOAPMHbIX
wpugmos, Komopwvie pewunu UCNOIb308AMb 6bl, MAM MOMCem npocmo He okazamwcs. Kpome
mo2o, OONLUUHCINGO OUZAUHEPCKUX WPUPDMO8, UCNOIbIYEMBIX 00bIYHO 011 HAOOPA KPYNHLIX
3a20/106K08 8 NEYAMHBIX U30AHUAX, OPOPMIEHUA QUPMEHHO20 CMUA, YNAKOBOK U m. 0., 8
PAMKAX — Npe3eHmayuu  CMOMPSAMCS  CIUWKOM OPOCKO, OMGIeKam 6HUMAHUe Om ee
cooepaicanisl, a nopoll U NPOCMO BbI3bl8AIOM PA30PANHCEHUE AYOUMOPUU.

B onHoOIi mpe3eHTaIK JOMyCKaeTCsl UCIONIb30BaTh He Oosiee 2-3 pa3iuyHbIX MpUTOB,
XOTS B OOJBIIMHCTBE CIIy4aeB BIIOJHE JOCTAaTOYHO U OAHOro. Pasmep mpudra s
uHpopmanmonHoro tekcra 18-22 mynkra. IllpudTt mMeHee 16 MyHKTOB MIIOXO YHTACTCS MPHU
npoeknuu Ha dKkpaH. [Ipu co3maHum criaiiia HEOOXOAMMO TOMHHUTH O TOM, YTO PE3KOCTh
n300pakeHMs Ha OOJIBIIIOM DKPaHE MOXKET OBITh HIIKE, YeM Ha MOHUTOpPE. Upe3aMepHO KPYIHbIH
pasMep mpudTa 3aTpyAHSIET mpoiecc Oeryoro ureHus. [IporucHbie OYKBBI BOCIPUHUMAIOTCS
Tsokenee, yeM crpounbie. Kupusiit mpudr, kypcuB u CAPS LOCK wucnonb3yiite TOIbKO AJis
BBIJICTICHUSL.

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

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

L{eemosas camma u ¢hon

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

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

[Icuxonoruvyeckre MOMEHTBHI: OCHOBHOE CBOWMCTBO «TCIUTBIX» I[BETOB — BHI3LIBATH
BO30YXKICHHE, OHU CTHUMYJIHPYIOT HHTEpPEC YeJIOBeKa K BHEIIHEMY MHUPY, OOIIECHUI0 U
JESTEIIbHOCTH. «XOJIOAHBIC» I[BETAa BBI3BIBAIOT TOPMOXEHHE. OITO YCIOKAWBAIOIIUE U
CHUMaloIe BO30Y)KICHHE I1IBeTa, OHU BHOCAT B TIOBEJCHUE UYEJIOBEKA PAaCCYAO0YHOCTH,
PaIMOHAIILHOCTb.

[Ipu coBMeleHHH aKTHBHBIX M MACCHBHBIX I[BETOB HYXXHO YYHUTHIBaTh, YTO AKTHBHBIC
[[BETa BCEI/Ia BOCIPUHUMAIOTCS spY€ M JIYYIIe 3alIOMHUHAIOTCS, MO3TOMY IS JOCTHIKCHUS
paBHOBECHSI OHU JIOJDKHBI 110/1aBaThCS B MEHBIITUX MPOMOPIIUSX.

[{Bera cuHe-romy0o0il YaCTH XPOMATUYECKOTO Kpyra CUMTAIOTCSI HanboJiee TSHKEIbIMU IS
BocTpuATUs. JKEeNThIi IBET BHIMJISAUT, HAOOOPOT, HAMOOIEE JIETKUM U BO3TYIITHBIM.

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

!!l«Packpawiueanuey mekcma moOabKO U3 ICMEMUYECKUX CooOpaxicenuti, Kax U
HeyOaumblll 8blO0p WPUDMO8, MO2Ym NPUBECU K OMEIeHeHUr) SHUMAHUA CaAywamene u ux
pazopadxcenuro. OCHOBHOU MeKCM PeKOMEHOYemcs HaOupamy HeUmpanibHbIM YEemom — YepHbIM,
OenviM UnU CepyviM PA3TUYHBIX OMMEHK08, 6 3asucumocmu om spkocmu ¢oua. Credyem
usbe2amv  UCNONL308AHUL meKcma, 2paguku u @GoHa 00HO20 UYema, CcO CXOOHOU
HACBIUWEHHOCMbIO Y8ema U 0OUHAKOBOLL APKOCMU.

[ToxnepxuBaiiTe BBICOKMI KOHTPACT.
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Crnaiigel MOTY IMETH MOHOTOHHBIN (DOH, a Takke GOoH-TpaareHT WK (HOH- H300paKeHNE.
Bribop ¢oHa TOTHOCTBIO OmpeAenseTcs XyAO0XKECTBEHHBIMH IPEANOYTCHUSAMU aBTOPA
Mpe3eHTAIUU, OJJHAKO CIEAYET MOMHUTh, YTO YeM MEHBIIE KOHTPACTHBIX MEPEXO0JI0B COACPKHUT
¢oH, TeM Jerdye YHMTaTh pAcCIONOKEHHBIH Ha Hem TekcT. Cremyer wu3berarb (OHOB,
neperpyKeHHbIX rpaQUUeCcKUMU JIeMEHTaMHU.

!!!Kapmunku na 3a0nem niaune, NOJI0OCKU, KI€MOUYKU — IMO NUUIHASL HA2PY3KA OISl 21a3d.
Yem cnooicnee 00vekm, mem Oonvule pemeHu mpedyemcs, ymoobvl e20 paccmompems U NOHAMb.

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

Ctuiib U3N10KeHUs

CrnenyeT UCHOIb30BaTh MUHUMYM TEKCTAa. TEKCT HE SIBISIETCS BU3YaJIbHBIM CPEICTBOM.
[IpaBna, ucnonp30BaHNE TEKCTa HE U30€KaTh, KOTJa HYKHbBI MOSICHSIFOIINE MOANNUCH K PUCYHKAM
WIM NIPEIBSBICHUE NIEPEUHS YETr0-In0O0.

Hu B xoem ciiydae He CTOUT cTapaThCsl pa3MECTUTh HA OJTHOM CJaii/ie Kak MOXHO OOJIbIIIe
TekcTa. s TOro dYroObl MpOYecTh MENKHHA TEKCT, MHOTUM HEOOXOJMMO CYIIECTBEHHO
HanpsraTh 3peHue, U, CKOpee BCero, Mo CBOEH BOJE HUKTO ITOro aenarth He Oyner. [lostomy,
yeM OoJbllIe TEKCTa Ha OJHOM Claijie Bbl MNPEMJIOKUTE AyAUTOPUHU, TEM C MEHbILIEH
BEPOATHOCTHIO OHA €TI0 MPOYUTALT.

Pexomenayercst momemaTh Ha Clai TOJIBKO OJUH Te3uc. PacmpoctpanenHas ommoOka —
9TO Mpe/CTaBICHNE Ha ciaiiie 6oyee 4eM OAHON MBICIH.

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

He nepenuceiBaiite B Ipe3eHTALUIO CBOW TOKJIA.

B mpeane BooOImIe HU OAHO CIOBO JOKJIAAa HE JOJDKHO AYONMpPOBAThCS Ha Cladgax —
KpOME TeMbI 1 UIMEH COOCTBEHHBIX, Ha3BaHUI rpaduKoB U Tabmuil. JleMoHCcTpalus npe3eHTalun
Ha 3KPaHEe — 3TO BCIIOMOTraTeJIbHbI HHCTPYMEHT, WITIOCTPUPYIOIIUI Bally Peyb.

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

Paszmep u 1nBer mpudra noaduparoTcs Tak, YTOOBI TEKCT ObUT XOpOIIO BHUJCH.
[TonuepkuBanne HE wucnons3yercs, T.K. OHO B JOKYMEHTE YKa3blBa€T Ha THIEPCCBHUIKY.
DJIeMEeHTHI CIIMCKA OTICIISAIOTCS TOUKOH C 3armaToil. B koHIle 0053aTeNIbHO CTABUTCS TOYKA.
ITpumep:

Karanoru:

— YpPOBEHb 1;

— YPOBEHb 2;

— YpOBEHB 3.

OOparute BHHUMAaHHE, YTO TIOCJE JBOETOYUS BCE JJIEMEHTHl CIUCKA MUIIYTCS C
ManeHbkoi OykBbl! Ecnu crnmcok HaumHaeTcs cpa3y, TO IEpPBbIH AJIEMEHT 3allUChIBACTCS C
IPONKCHOM (00JIbII0I) OYKBBI, Jajiee — CTPOYHBIMHU (MAJICHBKUMHU).

Ha cxemax tekcT nmyuiie popmatupoBarh 10 HEHTPY.

B Tabaumax — no yCMOTPEHUIO aBTOPA.

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

Cnenyer uzberath 3(p(PEeKTOB aHMMAIUU TEKCTa W rpaduKH, 3a MUCKIIOUEHHUEM CaMbIX
IIPOCTBIX, HAIIPUMEP MEJIEHHOTO MCUE3HOBEHUS WJIM BO3HUKHOBEHHS IIOJIOCAMHU, XOTS U OHU
JOJIKHBI IPUMEHATHCS B MEPY.

Hcnonb3oBanue  o0Opa3oB u  MeTtadop, go0aBIeHHE  PUCYHKA,  HATJISIHO
JEMOHCTPHUPYIOIIETO OCHOBHYIO MBICIIb, C/I€JIA€T MaTepHall 3alIOMUHAIOIINMCS.
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PexomeHyeTcst MCIONIb30BaTh IYCTOM ClIaiiji, YTOOBI CKOHIIEHTPUPOBATh BHHMaHUE
ayUTOPUU HA TOM, YTO BbI ToBoputTe. Ecim Ha cnaiize Oymer kakoe-muO0 M300pakeHHeE,
BHUMaHHEe OyIIeT OTJaHO 3TOMY M300paKCHUIO, a HE BalluM clioBaM. [103TOMY IycCThIe CiTaii bl
MOYKHO BCTaBIISITH IEpe] CIai oM C M300pakeHHeM, 4ToOBl, CHayajla ayIuTOPHs BbICIyIIana
Bac, a notom yBueN1a HY)KHOE H300paKeHHUE.

LenecooOpa3Ho BbIBOIUTH HH(pOpMamuio Ha ciaiin mnocrenenHo. I[lycte cioBa u
KapTUHKHU TOSIBIIIIOTCS TTAPAJUICIIEHO Balllel «03BYYKE»: TaK IOHSATHEE, YeM BECTH PaccKas I1o
CTaTUYHOMY CJIAN]y.

Hcnonvzoeanue ghopmyn

MOHO OCTaBHTbH 00IIYIO (hOpPMY 3aITUCH W/WIIK PE3yabTaT, a 0TOOpaXKaTh BCIO IETIOYKY
peleHus He Hajo. bombioe konmryecTBO GopMyIT Ha ciaiiie He YNTACTCS.

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

Odghopmnenue unnrocmpayuii

O0s3aTenbHO WILTIOCTPUPYNUTE MPE3EHTAUI0 PUCYHKAMH, (GoTorpadusiMu, HarsIHBIMH
cxeMamH, rpadukaMu U quarpaMMamu. SIpkue KapTUHKU MPUBJICKAIOT BHUMaHUE dQEeKTUBHEE,
4eM CYXOU TEKCT WM, IIOPOH, Ja)Ke OYEHb HEII0OXas Pedb.

N300pakeHnIo Bcerja CleAyeT NMPUAaBaTh KaK MOXHO OOJBIIUI pa3Mep; €cid 3TO
BO3MOYKHO, WJUTIOCTPAIIMA CTOUT PACHPEICITUTh MO0 HECKOJIBKUM ClaiiiaM, HeXXEeNHu pa3MeliaTh
X Ha OJIHOM, HO B YMEHBIIEHHOM BUJE. M300padiceHue 001dCcHO 3aHumMams He 6Oonee 60%
pazmepa craida. VnmocTpaluu AODKHBI OBITH moanucanbl. llofmucu BIONHE JOMTyCTUMO
pacrioyiaraTh HE HajJ W He MojA H300pakeHHeM, a COOKy, €ClIM OHO, HalphMep, HMEeT
BEPTUKAJIBHYIO OpHEHTaluio. lcrmonp3yiiTe TrOpH30OHTAIBHOE HAampaBlIeHHE TeKCTa. Pasmep
wpugma 011 Haonucel — 0003HAUCHUN HA PUCYHKE HA O0BEKTaX He Hudice 12 nyHKkmos.

Tpebosanusi k oghopmaenuro ouazpamm

VY nuarpamMMsbl JOJDKHO OBITH Ha3BAaHHME WIIM TAKMM Ha3BaHHUEM MOJKET CITYXKHTh
3aroJI0BOK Cllai1a

Jluarpamma JOJDKHA 3aHMMATh BCE MECTO Ha Ciale.

JIVHWY ¥ TIOJIMTUCH JIOJKHBI OBITH XOPOIIO BHJIHBI.

Tpebosanus k oghopmaenuro mabauy

Ha3Banwne TaOnuIL.

[{enbHOCTH BOCTIPUSTHSL.

Ilpasuna nmanucanus scce.

Cr0BO «3ccey MPUIIIO B PYCCKUH S3BIK U3 (PPAHITY3CKOTO M STUMOJIOTHYECKH BOCXOIUT
K JaTHHCKOMY CIIOBY exagium (B3BemmuBaHue). DpaHiy3ckoe eSSai MOXHO OyKBalIbHO
MIEPEBECTH CIIOBAMH OIIBIT, MPO0Oa, MOIBITKA, HAOPOCOK, OYEPK.

Occe - 3TO COYMHEHHE HeOONbIIOro oObeMa U CBOOOIHONW KOMITO3UIIMU, BBIpAXKarollee
WH/IMBUYalIbHBIC Pa3MBIIIICHAST KOHKPETHOMY BOIPOCY M 3aBEIOMO HE TpEeTeHIyIoIIee Ha
OTIPECIISIONIYIO HJIM UCUYEPIBIBAIOIIYIO TPAKTOBKY IIpeaIMeETa.

Llenb 3cce COCTOMT B Pa3BUTHH TaKUX HABBIKOB, KaK CAMOCTOSTEILHOE TBOPUYECKOE
MBIIUIEHHE U TUChMEHHOE M3JI0KEHNE COOCTBEHHBIX MBICIIEH.

CrpykTypa 3cce onpenensiercs: IpeabsBIsIeMbIMA K HEMY TPeOOBaHHSIMHU:

1. Mbeicnu aBTOpa Mo npobiaeMe u3nararoTcs B opmMe KpaTkux TE3HUCOB.

2. MBpIcib ToJDKHA OBITH MOAKPEIUICHA apTyMEHTaMHU.

3. Dcce N0KHO UMETh BBEJICHUE U 3aKITIOYCHHE.

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

1. BcerymieHue U 3aKiiOYeHHE JTOKHBI (POKYCHPOBAaThH BHHUMaHHE Ha Tpodieme (BO
BCTYIUICHUU OHA CTABUTCS, B 3aKJIFOUYCHUH - PE3FOMHUPYETCSI MHEHHE aBTOPA).

2. Heo0xomumo BeiienieHNE a03a1ieB, KPAaCHBIX CTPOK.

3. Heo0xoauMoi sBsieTCs sicHasl, IOrH4YecKasi CBI3b a03alieB.

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

IIpasuna nod2omosKu K 3auemam u 3K3aMeHaM.
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* Jlyumie cpa3y COpHUEHTHPOBATHCS BO BCEM MarepHaje M 005S3aTeNIbHO PAaCIIONIOXKUTh
BECh MaTepHall COTJIACHO JK3aMEHAIMOHHBIM BOmNpocaMm (WJIH BOMpOcaM, OOCYXKIaeMbIM Ha
CEeMHMHapax), 5Ta padoTa MOXET 3aHATh MHOTO BPEMEHH, HO BCE OCTaJbHOE — 3TO YKe
TEXHUYECKHUE JeTau (TJIaBHOE — 3TO OPUEHTUPOBKA B MaTepuaie!).

+ CaMa TOATOTOBKa CBSi3aHA HE TOJILKO C <«3allOMHHAaHWEM». [lOATrOTOBKa Takke
MpeJIoJiaracT U NePEeoCMbBICIICHHE MaTepraia, U JaKe PaCCMOTPEHUE aIbTePHATHBHBIX HJICH.

» CHavana CTyJIeHT JIOJDKEH MPOJIEMOHCTPUPOBATh, YTO OH «yCBOMII» BCE, YTO TPeOyeTcs
o MporpamMme 00y4eHus (WK [0 MPOoTrpamMMe TAHHOTO MPENOIaBaTENs ), ¥ JIUIIH MTOCJIE TOTO 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:

HMeTh NPAKTUYECKHUH ONbIT:

Ol opranuszanuu padboThl HOJYMHEHHBIX U JIOKYMEHTAlMOHHOTO OOECIeUeHHUsl YIPaBICHYECKOM
JeSITeIbHOCTH, COOJIIOJICHUS PEKUMA CEKPETHOCTH;

yMeTh:

V1 pazpabarbIBaTh INIAHUPYIOLIYIO, OTYETHYIO U JPYTYIO YIIPABIECHUECKYIO JOKYMEHTAIHUIO;
3HATh:

31opranu3zanuio CUCTEMBI YIPaBICHHS, KaApOBOro, HH(POPMAITMOHHOTO U JTOKYMEHTAIIMOHHOTO
oOecrnievueHus ypaBIeHYeCKON AeSITeNbHOCTH (TI0 TPOMUIIIO TOATOTOBKH);

TpeboBaHus K pe3yibTaTaM 0CBOEHHS IMCHMILIUHBI:

[Ipouiecc wW3ydyeHHWs] AWCHMIUIMHBI HAMpaBIeH HAa (OPMUPOBAHUE  CIIEAYIONINX
xkomnerennuii: 11K 2.2

K 2.2. OcymiecTBIATh  JOKYMEHTAIIMOHHOE  oOecreueHrue  yrpaBJIeHYECKON
JESITEIbHOCTH.
KPUTEPUU OLNEHKU
Onenka Kpurepun

BricTaBisercs oOydaromemMycs, €Clii OTBET IMOKAa3bIBaeT IIyOOKOoe U
CHCTEMaTHYeCKOE 3HAaHHME BCETO0 NPOTPaMMHOTO Marepuaja |
CTPYKTYpPbl KOHKPETHOT'O BOIIPOCA, & TAK)KE€ OCHOBHOTO COJAEP)KAHUS U
HOBAIIMI JIEKIIMOHHOTO Kypca M0 CPaBHEHUIO C yUeOHOU JUTEepaTypou.
OO0yJarmuiicss TEMOHCTPUPYET OTYETIMBOE W CBOOOJHOE BIIaJICHUE
KOHIENTYaTbHO-IOHSITUAHBIM  amlmapaToM, HayYHbIM  SI3BIKOM U
TEPMHHOJIOTHEN  COOTBETCTBYIOIEH Hay4yHOM oOsactu. 3HaHHE
OCHOBHOM  JIUTEpaTypbl ¥  3HAKOMCTBO C  JIOMOJHHUTEIbHO
PEKOMEHJOBAHHOW  JuTepaTypor.  JIOrMYecKu  KOPpEKTHOE U
yOeauTenbHOe U3JI0’KEHHE OTBETA.

OTJINYHO

BricTaBisiercs 00y4aromemMycsi, €Clid €ro OTBET IEMOHCTPUPYET 3HAHUE
Y3JIOBBIX MPOOJIeM MPOrpaMMbl 1 OCHOBHOTO COJIEPKaHHsI JIEKIIHOHHOTO
Kypca; YMEHHE MOJIb30BaThCsl KOHIENTYaJIbHO MMOHATUINHBIM aIlllapaToM
XOpOoLIO B IIPOLIECCE aHAJIM3a OCHOBHBIX NPOOJEM B paMKax JaHHOH TeMbI;
3HAHME Ba)KHEHIIMX pabOT U3 CIHCKAa PEKOMEHJOBAHHOM JHUTEPaTypBhl.
B 1menoM JI0rM4YeckM KOPPEKTHOE, HO HE BCeraa TOYHOE U
ApPIYMEHTHPOBAHHOE M3JI0KEHHE OTBETA.

BricTaBnsercs oO0ydaromeMmycsi, €clii €ro OTBET JEeMOHCTPUPYET
(¢bparMeHTapHbIe, TOBEPXHOCTHBIC 3HAHMUSI BAXKHEUIIUX pa3/IesioB
[MpOrpaMMbl U COJEpKaHUs JIEKIIMOHHOTO Kypca; 3aTpyJHEHHs C
MCIIOJIb30BAHUEM HAYUYHO-TIOHATUMHOIO armapara ¥ TEPMHUHOJIOTUU
yaeOHOW JTUCIUIIIMHBI, HETMOJHOE 3HAKOMCTBO C PEKOMEHJIOBAaHHOMW
JIATEpaTypO; YaCTUYHBIE 3aTpyIHEHUSA c BBIIIOJIHEHUEM
[MPEyCMOTPEHHBIX MPOrPaMMOI 3aJaHuid; CTPEMJICHHE JIOTHUYECKHU
OIPEAECIEHHO U NTOCIEA0BATEIBHO U3JIOKUTH OTBET.

YAOBJICTBOPUTCIBHO
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HCYAOBJICTBOPUTCIILHO

BricTaBisiercss  00ydJaromemMycs,
He3HaHWe, OO OTPHIBOYHOE MpPEACTaBICHHE O JIaHHOW MpobjeMe B
paMKax yueOHO-TIPOTPaMMHOI0 MaTepHaia; HEYMEHHE HCIOJIb30BaTh
MOHSATUHHBIH anmmapar; OTCYTCTBUE JIOTHYECKOU CBSI3H B OTBETE.

€ClIi €ro OTBET JEMOHCTPHPYET

Bpewmsi, 3arpaunBacMoe Ha BBIMOJTHCHHE BHEAYAUTOPHOW CAMOCTOSATEIBHOW pabOTHI U
(dbopMBbI ayTUTOPHOM M BHEAYTUTOPHOM CaMOCTOSITENIbHOIN pabOThl MPEACTABICHBI B CIEAYIOMIEH

TadnuLe:
Bpems
Buabl pemi,
3aTpayuBaemMoe
caMocTos- N
TelbHOI Tema HA BBINOJIHEHHE DopMBI CAMOCTOSATEJILHOM PadoThI
€CaMOCTOAITEIbHOM
padoTsI
paboThl, yac

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

JIOKYMEHTOB,

BBIIIOJIHCHUEC 3a):[aH1/1171 npeayCMOTPCHHBIX
AynutopHas > IPCAYCMOTP

IUIAHOM IPAKTHYECKOTO 3aHATHU
Tema 2 Opranuszanus KOHCIIEKTHPOBAHUE U3JIaraeMoro Marepuaia
JIOKYMEHTO0000pOTa JICKIIMH B COOTBETCTBHH C IIAHOM,;

BEITIOJTHEHHE 3aJJaHAH, TPEIyCMOTPEHHBIX
IUTAHOM MIPAKTUIECKOTO 3aHATHUS
Bueaymutopnas | Tema 1 JlokymeHT, 20 MIOJITOTOBKA OITOPHOTO KOHCIIEKTA [T OTBETa

JIOKYMCHTAITHS, HA TPAKTHYCCKOM 3aHATHU
JIOKYMEHTHPOBaHHE
Tema 2 Opranmzanus 20 MIOJITOTOBKA OITOPHOTO KOHCIIEKTA I OTBETa
JIOKYMEHT0000pOTa HA TPaKTHYECKOM 3aHATHH,

N3y4YCHUEC HOPMATUBHBIX HCTOYHUKOB I10
YKa3aHHOU TeMe
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COIEPXXAHUE CAMOCTOSTEJIBHBIX PABOT (JOMAIIITHHUX 3A JAHUIN)

TEMA 1 JlokyMeHT, TOKYMeHTAaIUs, TOKYMEHTHPOBAaHNe

CamocrosTenpHas paboTa 00yJarOIuXCs:

3aganue 1 PaboTta ¢ KOHCHEKTOM M y4eOHBIMH HMCTOYHMKAMH IpPHU MOATOTOBKE K Y4EOHBIM
3aHATHUSM.

3aganue 2.

1. CocraButh u odopMuTh mpHKa3z 1o TeppuropuarbHomy OMBJl  Poccunm o
peopraHM3alMd KaHUEIApUM B OTAEN HH(OPMAIMOHHO-AOKYMEHTAIL[MIOHHOIO O0eCHeueHUs
(ONO). B xoHcTaTtupyromed yacTu HEOOXOJMMO COCIAThCS Ha paclIMpeHue (QYHKUUH U
BHE/IPEHHE B PabOTy CHUCTEMBI IEKTPOHHOIO JOKYMEHT0000poTa. B pacnopsaurensHoil yactu
YCTaHABJIMBACTCS ITaTHAs YUCICHHOCTh OT/E]a B KOJUYECTBE 7 YENIOBEK, JAIOTCS MOPYYCHUS
HayaJIbHUKY SKOHOMMYECKOIO OT/EeNa 10 BHECEHUI0 HM3MEHEHMHM B IITAaTHOE pacHUCaHue U
HAYaIbHUKY KaHIEJSApUU 1o paspadbotke noioxenus 00 ONJIO. OcranbHble JaHHBIE YKAKUTE
CaMOCTOSITENIBHO.

2. CocTaBuTh U 0QOPMUTH pacHopsKEHHE HaydallbHUKA ThlIa TepputopuaibHoro OMBJ]
00 opraHu3anuy KOMUpOBaJbHO-MHOXKHUTEIBHOIO O010po. B TekcTe ykaxkure, 4TO B COOTBETCTBUU
C IpHUKa30M HaudajabHHKa TeppuTopuaibHoro OMB/I Poccun, HayaibHUK Thula OOSI3bIBACT 3aB.
KOIMPOBAJIbHO-MHOXKUTEIBHOTO  OOpo  pa3paboraTh (GopMy 3aka3a Ha pa3MHOXEHHE
JOKYMEHTOB, BblaBaThb pPAa3MHOXKEHHbBIE JOKYMEHTHI HCIIOJHUTENISIM C COOTBETCTBYIOLIEH
pacnyMcKol B KypHalle ydeTa, PErHCTPUpOBaTh NOCTYNAIOIIME HA PAa3MHOXKEHHE JTOKYMEHTHI,
KOHTPOJIb UCIIOJHEHHS BO3JIOKUTh HA Ha4aIbHUKA OOIEro OTAeNa.

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

.CoctaButh U 0OPMHUTH JOKJIATHYIO 3aMHCKy HAaYaJIbHUKA TJIAaHOBO-DKOHOMHYECKOTO OT/eja
HAYaJbHUKY ThUIa 00 O0eCredeHrur OTea YeThIpbMs KoMIbloTepaMu. OcTanbHble PEKBU3UTHI
YKaXXHUTE CAMOCTOSITENIBHO.

4. . CocraBuTh U 0OpMUTH aKT 10 TeppuTopraribHoMmy OMB/I Poccun 06 utorax peBusuu
[0 TpoBepKe (UHAHCOBOTO OTuUeTa. B TekcTe ykakuTe, 4TO peBU3UEH OOHApy>KEHbI (PAKTHI
rpyooro HapyuieHus ()MHAHCOBOIO Y4eTa M OTYETHOCTH IO KOMAaHJIUPOBKAaM, OTCYTCTBUE
JKypHaJla yueTa JJ0BEpEHHOCTEM.

S. .CocTaBuTh U OQOPMUTH rapaHTUIiHOE NHUCbMO MO TepputopuaibHoMy OMBJI Poccun
I[TAO “IIporpecc” o0 oka3aHMM TEXHHYECKOM MOMOIIM B pa3paboTke pabouux yepTexei
Tene@oHHOI cTaHuuu. o TepputopuaibHoMy OMBJI Poccun mpocuT npousBectu 3Ty paboty
HEINOCPEICTBEHHO Ha IIJIOLIAJIKE.

KonTposmpyembie komnerennuu: [1K. 2.2.01 V1 31

Tema 2 Opranu3anusi J0KyMeHT0000poTa

CamocrosrenbHas paboTa 00y4aroIXCs:

3ananue 1. PaGora ¢ KOHCHEKTOM M Y4eOHBIMM HMCTOYHUKAMU NPU MOATOTOBKE K y4eOHBIM
3aHATUIM. V3ydeHre HOpMaTUBHBIX HCTOYHUKOB I10 TEME.

3ananue 2. Unpopmayuonno - cnpasounas 00KyMeHmayus.:

1. CocraBnenue u odopmieHne HHPOPMAIMOHHO-CIIPABOYHON JOKYMEHTAIMH: JOKJIaTHas
3anucKa, 00bsCHUTENbHAS 3aMKCKa.

2. CocraBnenue u odopmieHre WHHOPMAIMOHHO-CIIPABOYHON JOKYMEHTAllMU: CIpaBKa,
3asBIICHUE.

3. CocraBnenne u odopmieHHe HHPOPMAIMOHHO-CIIPABOYHON JOKYMEHTAIMH: MPOTOKOI
3aceaHus .
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4. CocraBnenue u odopmieHne HHHOPMAIMOHHO-CIIPABOYHONW JTOKYMEHTAIUH: CIIYXeOHOe
MUCHMO.
KonTpoaupyembie komnerenuuu: [1K. 2.2.01 V1 31
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IlepeyeHb OCHOBHOWI W [ONMOJIHUTEJbHON JIUTEPATYpPbl, HHTEPHET—PECYPCOB,
HEeO0XO0AUMBIX VIl BHINOJTHEHHUS MPAKTHYECKUX U CAMOCTOSITEJILHBIX padoT

OcHoBHas nuTeparypa:

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

JlononHuTeNbHAS TUTEpATypa:

1. JlokyMeHTaIluOHHOE obecrnieueHue YIPaBIICHUS (c OCHOBaMH
apXHBOBEACHMS )| DICKTPOHHBIA  pecypc]: ydeOHoe mocodbme / M.M. bBacakoB. —
OnekTpoH.TeKcToBbIe AaHHble. — Mocksa: KnoPyc, 2018. — 216 c¢. — [{na CITO u HIIO. —

ISBN 978-5-406-06067-4. - Pexxum noctyma:https:// www.book.ru/book/926606- 9bC BOOK .ru,
IO ITAPOJTI0

2. JlokyMeHTalMOHHOEe oOecledeHre yrpaBieHusi [DIeKTpOHHBIH pecypc]: yueOHHK /
B.B. Bapmyna. — DnexktpoH.TekcToBble AaHHble. — MockBa: FOctunus, 2018. — 271 c. —
CIIO. — ISBN 978-5-4365-1585-4. - Pexum nocryna:https://www.book.ru/book/924242 - 5bC
BOOK .ru, o maposto

3. JloKyMeHTaI[HOHHOe O0eCIeUCHNEe YIPaBICHYECKUX MPOIECCOB [ DICKTPOHHBIH
pecypc]: yueonoe mocobue / JI.B. lllupoxora, N.A. AcradbeBa. — DIEKTPOH.TEKCTOBBIC JaHHBIC.
— Mocksa: Pycaitnc, 2018. — 110 c. — ISBN 978-5-4365-1355-3. - Pexum
noctyna:https://www.book.ru/book/926766 - 35C BOOK .ru, 1o maposro

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

2. http://school-collection.edu.ru/ - Emunast xosuteknus nudpoBbIX 00pa30BaTEIbHBIX
pecypcoB, BKIIOYaroiias Iu(poBbie 00pa3oBaTebHBIC PECYPChI, METOIMUYCCKHE MaTepHAaIbI,
TEMaTHYECKHE KOJUIEKIIMH, WHCTPYMEHTHI (IPOrpaMMHBIE CPEJCTBA), MpeIHa3HAYEHHBIE JIIs
HOJJIEPXKKH y4eOHOM e TeTbHOCTH U OPraHU3aIliK y4eOHOTo mporiecca



