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rOCYIapCTBEHHOrO 00Pa3oBATENIFHOTO CTAHAApTa CpefHero Mpod)ecCHOHANBHOrO 00pa3oBaHus
(mamee — OI'OC CIIO) mo cmemuansrocTy 40.02.01 IlpaBo H opraHmsamys COLUMAIBHOTO
obecrieyeHus, YTBEPKACHHOTO npukazoM Munobprayku Poccun ot 12.05.2014 No 508 (pen. ot
14.09.2016).

ABTOp: CT. IperoaaBar
Banbxora C.D. s

%xgigﬁa(penpm SKOHOMHMKH, YIIPaBIeHUSI U (HUHAHCOB

(noarmcs )

Pabouas mporpaMMa AMCLMILIMHBI pacCMOTpPeHa U 0/100peHa Ha 3aceTaHui Kadeapsl IKOHOMUKH,
ynpapnesus U GuHaHCOB «13» staBaps 2017 1., mpotokon Ne 4
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1. IlepeuyeHb MIaHHpPYEeMBIX Pe3yJbTATOB O0Y4YEHHS MO IMCIHHUILINHE, COOTHECEHHBIX
¢ IVIAHMPYEMbIMH pe3yJIbTATAMH 0CBOCHHUsI 00pa30BaTe1bHOM NPOrpaMMbl

1.1. Ileaun ocBoeHUs TUCHHUILINHDI

@®opMHpOBaHUE IIETOCTHOTO TMPEJICTABICHUSI O COBPEMEHHOM JEJONPOU3BOJACTBE KakK
OCHOBE JOKYMEHTAIIMOHHOTO 0OecrieueHnsl ypaBieHUs; o0ecriedyeHne KoMIUIeKca 3HaHui B cdepe
JOKYMEHTOBE/ICHUS, pa3BUTHE MPAKTHYECKHX HABBIKOB IOKYMEHTUPOBAHUSI.

1.2. 3agayu ocBoeHUSA AUCIUIINHEI

O3HakoMJIeHHE C COBPEMEHHOH CHUCTEMOW M MpaBHJIaMH (PUKCALMU, PETHCTPALIUH, YYeTa,
oOMeHa U XpaHeHUs! HHpopMau; co cTaHaapraMd Oo(QOpPMIIEHUS JOKYMEHTOB U TEKCTOBBIX
pabot; ¢ oOecneueHHMEM LUPKYISIIUMA JOKYMEHTOB M HMX COXPaHHOCTH,  (OpMHpOBaHHE
NPEJICTAaBICHUS O POJIM U 3HAYMMOCTH JOKYMEHTa B CHUCTEME YIpaBJeHUs; 00 yHH(DUKAIUU U
CTaHJapTH3allM1 KaK OCHOBHOM HAaIlpaBJIEHUH B COBEPILIEHCTBOBAHUH JJOKYMEHTOB,; 00
OCHOBHBIX YHHU(UIIMPOBAHHBIX CHCTEMax JOKyMEHTAalluM, NpuMeHseMblx B Poccuiickoi
@enepanuy; obecnieueHHe 3HAHUM M MPAKTHUECKMX YMEHHMH B OONAacCTH COCTaBJICHUS U
o(opMIIeHHsT OCHOBHBIX BHUOB JOKYMEHTAIMM, COCTAaBIIAIONIMX OCHOBY YIpaBieHHUS pabOTOM
npeanpusaTUs (OpraHu3aIim).

1.1. TpeboBanus K pe3y/ibTaTaM OCBOEHUS JMCHMIIIHHBI

[Ipouiecc n3ydeHus TUCIUIUIMHBI HAMIPaBIIeH HA (HOPMUPOBAHUE CIEAYIONIEH KOMIETEHIUHN:
OK 1-5, 8-9,11K 1.1-1.4, 1.6.

OK 1. [ToHumaTh CYIIHOCTh M COLMAJIBHYIO 3HAYMMOCTHb cBOeW Oymyieil mpodeccuu,
IIPOSIBIIATH K HEW YCTOWYMBBINA UHTEPEC.

OK 2. OpraHu3oBbiBaTh COOCTBEHHYIO IESTEIBHOCTh, BBIOMpATh THUIIOBBIE METOJABI W
CIoCcoOBI BBITIOJTHEHHSI TPO(ECCHOHANBHBIX 3314, OIICHUBATh UX 3()PPEKTUBHOCTH U Ka4ECTBO.

OK 3. [IpuHuMaTh pelieHuss B CTAaHJAPTHBIX U HECTAHAAPTHBIX CUTYAlMsIX ¥ HECTH 32 HUX
OTBETCTBEHHOCT.

OK 4. OcymecTBiiaTh TNOWCK U HCHOJb30BaHHE WH(GOPMALUU, HEOOXOTUMOWU Jis
3¢ (HEeKTUBHOTO BBIMIOJIHEHUS MPO(EeCCHOHANBHBIX 3a7a4, MPOGECCHOHANBHOTO U JHUYHOCTHOTO
pa3BUTHSL

OK 5. Hcnons3oBath  MHGOPMAIMOHHO-KOMMYHUKAIIMOHHBIE ~ TEXHOJOTMH B
npodeccnoHanbHOM eI TENbHOCTH.

OK 8. CamocTosTeNnbHO OMpeAeaTh 3a7auu TPpo(hecCHOHATFHOTO U THYHOCTHOTO Pa3BUTHA,
3aHUMAThCS CaMO0Opa30BaHUEM, OCO3HAHHO MIAHUPOBATH MOBBIIICHNE KBATH(UKALIUH.

OK 9. OpueHTHpOBaTHCS B YCIOBUIX TOCTOSTHHOTO U3MEHEHHUS MTPaBOBON 0a3bl.

[1IK 1.1. OcymecTBusaTh MpodeccruoHalbHOEe TOJIKOBaHHE HOPMATHBHBIX MPABOBHIX AaKTOB
JUIS pealin3alliy MpaB Tpak/iaH B cepe NEHCHOHHOTO 00eCTIeYeH S M COITUAIbHOM 3aIlIUTHI.

[IK 1.2. OcymiecTBisiTh NpUEM TpaxaaH IO BOMPOCAM IEHCHOHHOTO OOecnedeHus u
COIIMAIBLHOM 3aIllMTHI.

I[IK 1.3. PaccmarpuBaTh mMakeT [JOKYMEHTOB [UIsli Ha3HAYeHHWs] TICHCHM, MOCOOuUH,
KOMIIEHCAIU#, APYTUX BBIIUIAT, a TAK)KE€ MEpP COLMAIBHOW MOJACPKKH OTACIbHBIM KaTE€ropusiM
rpakJiaH, Hy)KJAIOIMMCS B COLIMAJIbHOM 3aILUTE.

1K 1.4. OcymecTBasTh ycraHoBjIeHHe (Ha3HAuCHHUE, TIepepacyeT, IepeBo), HHACKCAIHIO 1
KOPPEKTUPOBKY IEHCUHM, Ha3HAaYeHHE MOCOOMH, KOMIEHCAIM M IPYruX COIMAJIbHBIX BBITUIAT,
UCIOJIB3YS] HH(POPMALIMOHHO-KOMIIBIOTEPHBIE TEXHOJIOTHH.

[1K 1.6. KoHcynbTupoBaTh rpaXkiaH W NpeICTaBUTENCH FOPUIMYECKUX JIMII MO BOMPOCAM
MIEHCHOHHOI'0 00€CIIEUeHU U COLUAJIbHOM 3alINTHI.

B pe3ynbTaTe n3ydeHus: JUCUMIUTMHBI CTYICHT J10JKEH:
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3namo:
—  TIOHSTHE JOKYMEHTA, €r0 CBOMCTBA, CIIOCOOBI IOKYyMEHTUPOBAHHUS;
—  TpaBWia COCTaBleHHS © OGOPMIICHHS OPraHU3alMOHHO-PACIOPSTUTEIBHBIX
nokymeHnTtoB (nmanee - OPJI);
—  CHCTeMY M THIIOBYIO TEXHOJIOTHIO JOKYMEHTAIIMOHHOTO OOECIICUEHUsS YIPaBJICHUS
(manee - 10Y);
—  OCOOCHHOCTH JICJIONPOU3BOJICTBA MO OOpAICHUSIM TPaKIaH U KOH(PHUIACHIIUATHHOTO
JeTOTIPOU3BOJICTBA;
Ymemn:
—  0opOpMISITh OPraHU3ANUOHHO-PACTIOPSIUTENbHBIE JOKYMEHTHl B COOTBETCTBHH C
neiictBytorm ['OCTowm;
—  OCYILIECTBISITH O0paOOTKY BXOMSAINIUX, BHYTPEHHUX M HCXOMAANIUX JOKYMEHTOB,
KOHTPOJIb 32 X UCTIOJTHCHHEM;
—  0OpMIISITH JOKYMEHTHI JUIsI IEPEAayl B apXUB OpPraHU3aIlvy,;
Bnaoemo:
—  TOHSITHWHO-KaTETOPUATHHBIM alapaToM JeIONPOU3BOICTBA,
—  HaBBIKaMU 0()OPMIIEHUS] OCHOBHBIX BUJIOB JJOKYMEHTOB

2. Mecto nucuumimHbl B cTpykrype HHIICC3

JloKyMeHTaIllMOHHOE OOECIeYeHnEe YIPABJICHUS OTHOCUTCS K 00s3aTelbHON YacTh
npogeccroHanbHOro yueoHoro iukia (OI1.13).

CHGI_II/IaHBHBIe TpC6OBaHI/I$I K BXOJHBIM 3HAHHUAM, YMCHUSAM HW KOMIICTCHIOUAM HC
[IpeayCMaTpUBaIOTCS.

O6eCHe‘-II/IBaeMLIMI/I JUCHUIINIMHAMHN SABJISIFOTCS . «I[GJIOHPOI/I?)BOI[CTBO u PCIKUM
CEKPETHOCTHU.

KpomMe TOro, 3HaHMs, YMCHHS W HaBBIKM, TOJYYCHHBIC CTYACHTOM B XOJC HW3YUCHHS
JUCIUTUTHHBI «J[[OKyMEHTAIIMOHHOE 00CECIICUCHUE YIPABICHHUS» MOTYT IPUMEHSTHCS TIPU U3YYCHUU
OOJIBIIMHCTBA AUCIUILINH, IPEYCMOTPEHHBIX YU€OHBIM TUIAHOM.

3. O0beM JUCHUILIMHBI B 32a4e€THBIX €IMHHMIAX ¢ YKa3aHHEeM KOJHYecTBa
aKajeMHMYeCKHMX WM ACTPOHOMHUYECKHUX 4YACOB, BbIIEJEHHBIX HA KOHTAKTHYH padoTy
00yJalIuXcsl ¢ mpemnogaBaTejeM (Mo BHIAM Y4YeOHBIX 3aHSATHI) H HA CAMOCTOSITEIHHYIO
padoTy 00y4arommuxcs

Bup yue6HO# paboThI

Bcero B cemectpe nnu roxy o0ydeHust
Hacos 1 2 3 4 5
AyaUTOpHBIE 3aHATHSA, BCEI0 40 40

B ToM uucne:

Jexiuu (JI) 20 20

JlaGopatopubie padoTsl (JIP) - -

[Mpaxtuyeckue 3anstus (I13) 20 20

Cemunapsi (C) - -

Komnoksuymsi (K) - -

Kypcogast padota (KP) —
ayaUTOpPHAs Harpys3ka

CamocrosiTesibHas padoTa, Bcero 20 20




B ToM uncne:

Kypcogas padota (KP) —
caMmocCTosTeNIbHAs paboTa

BrimmoniHeHHe TECTOBBIX 3alaHUN 4 4
PedepupoBanue nureparypsl 4 4
Pabora ¢ IeKIMoOHHBIM 8 8
MaTepuaIoM

AHanu3 Hay4YHO-METOINYECKOU

JUTEpaTyphl 4 4

HTorosag arrectanuu mno
JUCHUIUINHE — 3a4eT

OOmmast TpyI0eMKOCTb, B yacax 60 60

4. ConepkaHHe JTHCHMIUIMHBI, CTPYKTYPHpPOBaHHOe Mo TemaMm (pa3menam) ¢
YKa3aHHMeM OTBEJCHHOI0 Ha HUX KOJMYeCTBA aKaJeMHUYeCKHX WM ACTPOHOMHYECKHX YaCOB U
BH/IOB Y4eOHbIX 3aHATHI

4.1.Pa3geanl IMCIUILINHLI H BUALI 3aHATHIA

KonrakTnas pabora
C TIPENo/JaBaTeieM cvs S = A
5 S| 8E|, 7 38
0]
Ne HanmeHosanue paszena g o g °§ SO % ci 5
- JUCLMILIMHEL C YKa3aHUEM z, = 3 =5 |9 ¥ =3 2
/1 1 o = P S ok
TEM ~ g = g = 8 8 S 5 ™ o GH)
= 8 = E Bl & =fte} NS QB
g = 2 B > 5 S| g =2
Q < = (o =t ~
= =8 | E 8
Paznen 1. JlIokyMeHT, TOKyMEHTaIusl, TOKYMEHTUPOBAHUE
BBenenue B npeamer OK 1-5, 8-
1 1 - - - 1 2 |9 IK11-
1.4,1.6
HcTopus nenonpousBo/CcTBa B OK 1-5, 8-
2 | Poccun 1 - 2 - 1 4 |9 IIK11-
1.4,1.6
HopmaruBHO-MeTO11uecKast OK 1-5, 8-
3 | 6a3a COBpeMEHHOT0 1 - 4 - 1 6 |9 IIK11-
JIeJIONPOU3BOCTBA 14,16
CucTemMbl TOKyMEHTAIUH. OK 1-5, 8-
Cucrema opranu3aloHHO- 9,[IK1.1-
4 1 - - - 1 2
pacnopsaUTENbHbIX 14,16
JTOKYMEHTOB
TpeboBanust k 0pOpMIICHHIO OK 1-5, 8-
5 | IOKyMEHTOB 1 - 4 - 1 6 |9 IIK11-
1.4,1.6




OpranuzanvoHHbIE OK 1-5, 8-
5 JOKYMEHTBI: BUBI U 1 ) 4 1 5 9 IIK1.1-
0CcOOeHHOCTH 0opMIICHUS U 14,16
COCTaBIICHUS
PacniopsutenbHbie OK 1-5, 8-
7 | JIOKYMEHTbI 1 - - 1 2 9, IIK1.1-
1.4,1.6
Paznien 2. Opranusanus 10KyMeHT0000poTa
WudopmanronHo- OK 1-5, 8-
8 | cupaBOYHbBIEC JOKYMEHTHI 1 - - 1 2 9, IIK1.1-
1.4,1.6
JlenoBble TIMChbMa: BUBI U OK 1-5, 8-
9 | npaBuia opopmIICHUS 2 - 2 1 5 |9 IIK11-
1.4,1.6
OKYMEHTOO000pOT: 001Ias
fapa};ch;epHCTHKE, HpI/IHII-_I[-II/IHBI u OK 1-5, 8-
10 2 - 2 1 5 |9 IIK11-
npaBuia paboThl ¢
1.4,1.6
JOKYMEHTaMHU
Perucrpanus 10KyMEeHTOB OK 1-5, 8-
11 1 - - 1 2 |9IIK11-
1.4,1.6
KoHTpons ucronHeHus OK 1-5, 8-
12 | 1OKyMEHTOB 1 - - 1 2 |9IIK11-
1.4,1.6
Jlenonpou3BOACTBO 110 OK 1-5, 8-
13 | oOpaleHusM rpaxaaH 1 - 2 1 4 |9IIK11-
1.4,1.6
Howmenknatypa nen: BUIbI 1 OK 1-5, 8-
14 | mpaBuia COCTaBICHUS 1 - - 1 2 9, IIK1.1-
1.4,1.6
DKcrnepTu3a eHHOCTH OK 1-5, 8-
15 | JOKyMEHTOB. Y HUUTOXKCHHE 1 - - 1 2 |9 IIK11-
JOKYMEHTOB 14,16
[Topsimok mepenaun OK 1-5, 8-
16 | JOKYMEHTOB B apXUB 1 - - 1 2 |9IIK11-
1.4,1.6
ABTOMaTH3AIMS OK 1-5, 8-
17 | menompou3BOCTBA 1 - - 2 3 |9 IIK11-
1.4,1.6
Opranuzanus ciryxObl OK 1-5, 8-
18 | AOKYMEHTaIHOHHOTO . 1 i i 5 3 |9 K11
obecrieueHus YIpaBIEHUS: 14 16
CTPYKTYpa ¥ IITAaTHBII COCTaB
3auer
Bcero 20 - 20 20 60
4.2.Conepixanue pa3aejaoB AMCHUIIUHBI MO JEKIUAM
‘ No ‘ HaumeHnoBanue pasznennos ‘ Cojeprxkanue pa3iesioB ‘ Tpynoem ‘ Dopmup
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n/m KOCTb yeMble
(uac.) KOMITETe
HITUU
(OK,
1K)
[TonsiTue nOKyMEHTa, CTPYKTYpa,
PEKBHU3UTHL. 20
JloKyMeHT Knaccudukarus JOKyMEHTOB, BHJIBI, OK 1-5,
1 ,Z[OKyMeHT?;.I_II/DI uX xapaxkrepuctuka. OyHkiun 8-9, I[IK
’ JOKYMEHTOB. JlIokymeHTanus u 1.1-1.4,
JTOKYMEHTHUPOBaHUE. ;
yIpaBlieHUE. pojb TOKYyMEHTOB B 1.6
yIpaBICHUH TPEANPUITACM.
CriocoObl TOKYMEHTHPOBAHUSL.
Htoro 20

4.3.CooTBeTCTBHE KOMIETEHIUH, (POPMHUPYEMbIX NPU M3yYeHUH TUCHUILINHBI M BUI0B

3aHATHH
Ilepeuenn Bupp! 3anstui @OopMBI KOHTPOJIA
KOMITIETEHIIUH JI JIab. I1p. KP CPC
OK 1-5, 8-9, IIK Koncnekr, Tect, yCTHBIN OTBET
+ - + -
1.1-14,16 Ha IPaKTUYECKOM 3aHATHU

JI- nexums, Ilp. — mpakTudeckue U ceMuHapckue 3anartus, Jab. — maboparopHsie paboTHI,
KP — kypcoBas pabota, CPC — camocrosiTenbHas paboTa CTy/IeHTa

4.4 TexH010rMY HHTEPAKTHBHOIO 00y4eHusi IPH Pa3sHbIX opMax 3aHATHII B yacax

@opwmsbl | Jlekuun IIpaktnue | TpeHUHT CPC Bcero
(9ac) ckue/cemu |  Macrep- (9ac)
MeTtoapl Hapckue | kiacc (Jac)
3aHATHUA
(uac)

IT-MeToaBI - - - - R
Pabora B komaHe - - - - -
Case-study (meton

KOHKPETHBIX CUTYaIINH) ) ) ) ) )
Urpa - - - - -
ITouckoBEIil MeTO, - 4 - - 4
Pemienue cuTyanmoHHBIX 3a/1a4 - - - - -
HccnenoBaTeabckuii METOL 4 - - - 4
ZE;FT(;I EHTepaKTI/IBHHX 4 4 i i 8

JlonmosiHUTEIbHBIE 3JIeMEHThI, BKJI4Yaemble B PII/] npu ux Hanuuuu:

4.5.

JlabopaTopHbBIil NPAKTHKYM

JlaGopaTopHBIil MPaKTUKYM HE IPEAYCMOTPEH

4.6.

IpakTHyeckue 3aHATHSA (CEMUHAPBHI)

‘ Ne ‘ Ne paznena

‘ HanmeHnoBaHue NpakTUYECKUX 3aHATHN ‘ Tpynoem ‘ KoMmnerenuuu
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/Tl | JUCIUTUIMHEI U3 (ceMuHapOB) KOCTh OK, IIK
tabm. 4.1. (uac.)
Paznen 1 Hctopus nenonpounsBojcTa B Poccun OK 1-5, 8-9,
5 IK 1.1-1.4,
1.6
HopmaruBHO-MeTO1MuecKkas 6aza OK 1-5, 8-9,
COBPEMEHHOTO JIET0NPOU3BOJICTBA 5} K 1.1-1.4,
1 1.6
' TpeboBanus k 0(hOPMIICHUIO TOKYMEHTOB OK 1-5, 8-9,
5 IK 1.1-1.4,
1.6
Opranu3alOHHbIE JOKYMEHTBI: BUJIBI U OK 1-5, 8-9,
0COOCHHOCTH 0(opMIICHUS 1 5 K 1.1-1.4,
COCTaBJICHUS 1.6

5. IlepevyeHb y4eOHO-METOAMYECKOrO oO0ecmeveHHsl IJIsi CAMOCTOSATEIbLHOH PadoThl
o0yvyarmuxcs Mo TUCHUILINHE

CamocrogaTeabHas padora

KonTpons
Ne paszena Temaruka § Tpynoem | Komrere BBITTOJTHEHUS
Ne CaMOCTOSATEIILHOM paboThI
i JTUCLUUIUIMHBL U3 paboTe! KOCTb HIIUU (ompoc, Tect
Tabm. 5.1. (4gac.) OK, IIK ’ ’
(meranuzarsi) JIOM. 3aJ1aHue
U T.J.)
1 2 3 4 5 6
1 Paznen 1. JlokyMeHTaIMOHHOE 10 OK 1-5, Tecr,
JIOKyMeHT, o0ecrieyeHne Kak HayKa, 8-9, I[IK | pedepupoBan
JIOKyMEHTaIu, [lonsaTue noxymeHTa, 1.1-1.4, ue
JOKYMEHTUPOBAHHE. | CTPYKTYPa, PEKBU3UTHI. 1.6 JUTEPaTypHl,
Knaccudukarms pabota ¢
JOKYMEHTOB, BUJIbI, UX JIEKIIUOHHBIM
XapaKTEePUCTUKA. MaTepHaioM,
OyHKIUU JOKYMEHTOB. aHaJIu3
JlokyMeHTanus u Hay4YHO-
yIIpaBJieHHUE: POJIb METOJUUYECKO
JOKYMEHTOB B YIIPaBJICHUU i
npeanpustTeM. CrocoOsl JUTEPATypHI
JOKYMEHTUPOBAHUS.
I'ocynapcTBeHHas cucrema
JOKYMEHTAIMOHHOTO
o0ecrieyeHus yrpaBJIeHHUs
2 Pazpen 2. HNudopmarimoHHo- 10 OK 1-5, Tecr,
Opranuzanus CIIPaBOYHbBIE JOKYMEHTBI 8-9, I[IK | pedepupoBan
JOKyMeHTO00OopoTa |/{enoBble MUChMa: BUBI U 1.1-1.4, ue
npaBuia 0(oOpMIICHHS 1.6 JIUTEPATYPHI,
JIOKyMEHTOO00POT: 00111as1 pabora ¢
XapaKTePUCTUKA, TPUHIMIIBI U JICKITUOHHBIM
npaBuia paboThl ¢ MaTepHaioM,
TTOKYMEHTaMHU aHaIu3
Perucrpanus 10KyMEHTOB HAy4YHO-
KOHTpOJIb HCTIOJTHEHNS METOJUYECKO
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v

TTOKyMEHTOB i
J1en0npon3BOACTBO IO TUTEPaTyPhI
oOpaleHusM TpaxaaH
Homenkiiarypa aein: BUibl 1
[paBUJIa COCTABIICHUS
DJKCHepTH3a HEHHOCTH
TOKYMEHTOB. Y HUYTOKEHUE
TTOKYMEHTOB

[lopsnok nepenayn
TTOKyMEHTOB B apXHB
ABTOMAaTH3aLUI
NIeTI0TIPOU3BOICTBA
Opranuzanus ciryx0bl
TOKYMEHTAI[HOHHOTO
oOecrieyeHus yrpaBICHUS
CTPYKTYypa ¥ ITAaTHBIA COCTaB

Bcero 20

6. ®oHI OLIEHOYHBIX CPEJCTB A5 MPOBeIeHUs MPOMEKYTOYHOI aTTecTaluu
o0y4aromuxcs 0 JMCHUILJIMHE

6.1. IlepevyeHb KOMIETEHIHIl C yKa3aHMeM 3TanoB MX (OPMHPOBAaHHS B Ipouecce
OCBOCHHSA 00pa30BaTEJIbHOI NPOrpaMMBbI

Tabmuua 6.1.1. Ilepeuens Tem mo pasjenaMm JUCLMIUIMHBI C YKa3aHHEM KOMIIETCHLUH U
JTAIllOB UX OCBOCHHUs B paMKaX JUCLUIIJIUHBI

Ne HanmenoBanue paszeina ¢ yka3aHUEM TEMBI Komnereniun
n/a OK 1-5, 8-9,T1IK 1.1-
14,16

1 Beenenue B npenmer +

2 Hcropus nenonpoussoacrsa B Poccuun +
HopmaruBHO-MeTo1MuecKasi 6a3a COBpEMEHHOTO +
JeTI0TIPOU3BOICTBA

4 Cucremsl fokyMeHTanuu. Cuctema opraHu3alioHHO- +
pacnopsIuTeNbHBIX JOKYMEHTOB

5 | TpeboBanus kK 0pOpMIICHUIO JOKYMEHTOB +

5 OpraHu3anroHHbIE JOKYMEHTHI: BUbI 1 OCOOCHHOCTH +
0(OPMIICHHUS U COCTABIICHUS

7 | PacnopsiautenbHble JOKYMEHTHI +

8 | UndopmanmoHHO-CIpaBOYHbBIE TOKYMEHTHI +

9 | JlenoBble mucbMa: BUJIBI U IpaBuiIa 0hopMIICHHS +

10 JIOKyMeHTOOO0POT: 00111ast XapaKTepUCTUKA, TPUHIIUIIBI U +
npaBwia pabOThI C TOKYMEHTAMU

11 | Perucrpauusi JOKyMEHTOB +

12 | KoHTpOJb HCIIOTHEHNS JOKYMEHTOB +

13 | Jlenonpou3BOACTBO MO 0OpalIeHUsIM IpaxkJIaH +

14 | HomeHknaTypa Jel: BUABI U MPaBUJIA COCTABJICHUS +

15 | Dkcneprusa IEHHOCTH JOKYMEHTOB. Y HUUTOXKEHUE TOKYMEHTOB +

16 | Ilopsok nmepeadn JOKYMEHTOB B apXUB +




+

17 | ABromaru3anus JeJI0NpPON3BOCTBA

18 Opranu3zanus Ciry:k0bl JOKYMEHTAIMOHHOTO 00€CIIeYCHHUSI +
yIpaBJICHUS. CTPYKTYpa M MTATHBINA COCTaB

6.2. Onucanue noka3arteJieil 1 KpuTepueB OLeHUBAHUS KOMIIETEHIHIl Ha Pa3IHYHbIX
Tanax ux (popMHUpoOBaHHUS, ONMCAHME KA OLEeHUBAHUS

6.2.1. OueHkH, MOJy4eHHBIE MO KypcOBBIM paboram (MpH WX HAIWYMU) C OTPAKCHUEM
KPUTEPHEB UX MOJTYYCHHS.

s monyueHust 6aJUIOB MO BBITIOJHEHHONW KypCOBOW paboTe cieqyeT MPUMEHSTh JaHHBIE
Tabauns! 6.2.1.

Tabnuua 6.2.1. bamibHO-pedTHHTOBAsI CUCTEMA JJIs1 OLICHKH BBITIOJHEHUS! KypCOBOM paboThI

DeMeHTHl y4eOHOH IedaTenbHOCTH MunHuManeHbei 0amn | MakcuMabHBIH
Oarmn

KomnoHeHT cBoeBpeMEHHOCTH 10 10

CoziepkaTenbHOCTh M3JI03KEHHOTO MaTepuaia 25 30

Hcnosb30BaHne COBPEMEHHBIX HICTOYHUKOB 10 10

uHpOopMaluu

Hanuune BBIBOJIOB, OTpaXKeHHE COOCTBEHHOW TOUKH 15 20

3peHHsI [0 pa3zesaM KypcoBOU pabOThI

Hroro: 60 70

3amTa KypcoBoit paboThl ompenensercs Oamiamu B koiuuectBe oT 0 mo 30 (tabnuia
6.2.2).

Tabnuua 6.2.2. banibHble OLIEHKU ISl OIICHKH 3alIUThI KYpCOBOM PabOTHI

Orenka (ECTS) KommyecTBo 6amioB
A (oTiM4HO) 30
B (ouenpb xopoiio) 15
C (xopor1o) 10
D (ynoBieTBOpUTEIHHO) 5
E (mocpencTBeHHO) 3
F (HeyJ0BIETBOPUTEIHHO) 0

[lepecu€r cymmbl OalZIOB B TPAAUIIMOHHYIO OIICHKY MPOBOJUTCS TPENOIABATEIEM II0
Tabimmne 6.2.3.

Tabnuma 6.2.3. [lepecuer cymmBbl 6aJUIOB B TPAJAUIIMOHHYIO M MEXKAYHAPOIHYIO OLICHKY

TpanuuoHHast OIleHKa Hrorosas cymma 6asmios, Ornenka (ECTS)
YUUTHIBAET YCIICIITHO
CIAaHHBIM DK3aMCEH
5, OTIINYHO, 3aYTEHO 90 -100 A (oTau4HO)
4, XopoI1110, 3a4TEHO 85 -89 B (ouenpb xopoiiio)
75 -84 C (xoporo)
70-74 D (yzoBneTBOpHTEIBHO)
3, YIOBJIETBOPUTEIHHO, 3a4TEHO 65 - 69
60 — 64 E (mocpencTBeHHO)
2, HEyJIOBJIIETBOPUTEILHO, HE 3aYTCHO Hwuxe 60 OayutoB F (HEy/IOBIETBOPUTEIILHO)
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6.2.2. OueHkH, NOJTYYEHHBIE IO TECTOBBHIM 3aJaHUAM C OTPAKEHUEM KPUTEPHEB UX
MOJTyYEeHUS.

TecToBble 3amaHusi OLIEHUBAIOTCS MO 5-0ayUIbHOHM cuUcTeMe, paclpeneieHue OaioB B
KOTOPO# mpoBoIuTCs 1Mo Tabnuie 6.2.4.

Tabmuna 6.2.4. bamibHble OIEHKH I OLIEHKU BBIIOJIHEHUS TECTOBBIX 3aJaHUI

banel 3a BepHO BHITIOJTHEHHBIE TECTOBBIC 3a/1aHUS Onenka
> 90 % oT BepHO BHITIOJHEHHBIX 3aJaHUN 5
Ot 70 % no 89 % BKIIOYUTETHLHO OT BEPHO BHITIOJHEHHBIX 3aJaHUA 4
Ot 60 % nmo 69 % BKIIOYUTETHLHO OT BEPHO BHITIOJHEHHBIX 3aaHUIA 3
< 60 % oT BepHO BHITIOJHEHHBIX 3aJaHHIA 2

6.2.3. Ouenka, noiyyeHHas Ha 3a4é€Te (3K3aMeHE) C OTPAKCHUEM KPUTEPUEB €€ TTOTyICHUS.
Orenka B 6ayiax MpOBOJUTCSA B COOTBETCTBUU ¢ Tabnuuei 6.2.5.

Tabnuna 6.2.5. banipHble OLeHKH JUTsl TpHeMa 3a4éTa

Orenxka (ECTS) KomuuecTBo 6amioB
A (otimuno)/3aureHo 20
B (ouenpb xoporio)/3aureHo 15
C (xopomo)/3auteno 10
D (ynoBnerBoputenbHo)/3auTeHO 5
E (mocpenctBenno)/3aureHo 3
F (meynosierBopuresnbho)/He 3aureHo 0

[IIkana onMcaHusi CHCTEMBI OLIEHOK IpeCTaBiIeHa B Tabmmie 6.2.6.

Tabnuna 6.2.6. ComocTaBnenue mKaibl cucteMbl oiieHok ECTS u TpaauiinoHHON mIKaIbl

Tpamuunon | Illkana Omnucanue OIeHOK
Has IIKaja | CUCTEMBI
ECTS
OtinuHO A Omauyno. TeopeTnueckoe cojaepkaHue ydyeOHOTO Kypca, MpeaMeTa,

OUCHMIUIMHBI, MOJYJS OCBOEHO MOJHOCTBhIO. CopMUpOBaHHBIE
3HAaHHMSI U YMEHHUS TMO3BOJSIOT CTYACHTY BBIpaXaTh COOCTBEHHOE
MHEHHUE 10 BOTPOCY, JUCKYTHPOBATH B paMKaX MEXIAUCIHUILTHHAPHON
B3aMMOCBSI3M  DK3aMEHYeMOro  y4eOHOro  Kypca, MpeaMmerTa,
JTUCHUILTUHBL, MOyssl. HeoOXonuMble MPakTUUECKUE HABBIKU PaOOTHI
C OCBOCHHBIM MaTepuaioMm c(hOpMHUpOBaHBIL. Bce mpemycMoTpeHHbIE
pabodeil mporpamMmoii yueOHbIe 3a/JaHUs BBITIOTHEHBI CBOEBPEMEHHO U
KauecTBeHHO. KadecTBO BBIMONHEHUs YYEeOHBIX 3aJaHUN OILIEHEHO
ypciIoM 0amnoB, He MeHee 60 6amioB.

Xopowo B Ouenv xopowio. Teopermdeckoe coaepxkaHue Y4eOHOTO Kypca,
npeaMera, TMCLUIUIAHBI, MOJTYJIS OCBOEHO MOJTHOCTBIO.
CchopMupoBaHHbIC 3HAHUS U YMEHHUS TO3BOJISIIOT CTYIEHTY BBIPAXKaTh
COOCTBEHHOE€ MHEHHE Mo Bompocy. HeoOxoaumble NpakTHUECKHE
HaBBIKM pabOTBI C OCBOGHHBIM MaTepuajoM B  OCHOBHOM
copmupoBanbl. Bce mpenycmMoTpeHHble pabodel  mporpammoi
y4yeOHbIe 3aJaHUsl BBINIOJHEHBl CBOEBPEMEHHO M Ka4eCTBEHHO.
KadecTBO BBINONHEHUS Y4EOHBIX 3aJaHHM OLICHEHO YMCIOM OalljoB,
He mMeHee 60 Gaos.
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Xopowo. Teopernueckoe cojaepkaHHe Y4eOHOTO Kypca, MpeaMera,
IUCUUIUIMHBL, MOIYN OCBOEHO moJHOCThI0. CdopmupoBaHHbIe
3HAaHUS U YMEHHs MO3BOJIAIOT CTYACHTY B LEJIOM PAcCKpbITh BOMPOC.
HeoOxonumble TpakTUYeCKWE HAaBBIKM PabOTBI C  OCBOEHHBIM
MaTepualoM B OCHOBHOM c(hopMupoBaHbl. Bce mpemycMoTpeHHBIE
paboueii mporpaMMoii yueOHbIe 3aJaHHsI BHIITOTHEHBI CBOEBPEMEHHO U
KadecTBeHHO. KauecTBO BBIMOJIHEHUS Y4YEOHBIX 3aJaHU OLIEHEHO
yuciaoM 6aioB, He MeHee 60 GanoB.

YnoBneTso
PUTEIBHO

Yooeremsopumenvno. TeopeTnueckoe coiepkaHue ydeOHOTO Kypca,
npeaMeTa, TUCHUILTUHBI, MOAYAS OCBOCHO YAaCTHYHO, HO MPOOEINbl He
HOCAT CyIIecTBEHHOro xapakrepa CdopMupoBaHHBIE 3HaHHA U
YMEHUSI TO3BOJISIIOT  CTYAEHTY PAcKphITh  BONPOC  YaCTHYHO.
HeoOxonumble TNpakTUYeCKWE HAaBBIKM PabOTBI C  OCBOEHHBIM
MaTepuaJioM B OCHOBHOM  C(POpMHPOBaHBL.  BOJBIIMHCTBO
MPEeIyCMOTPEHHBIX ~ pabodeil  mporpaMMoil  y4eOHBIX  3aJaHHA
BBIINIOJIHEHO, HEKOTOpbIE W3 3aJaHuil conepkaT omuOku. KauectBo
BBITNIOJIHEHUS] YU4EOHbIX 33JaHUN OLIEHEHO YMCIIOM OajlioB, HE MEHee
60 OaoB.

Ilocpeocmeenno. Teoperuueckoe coaepkaHue y4deOHOro Kypca,
npeaMeTa, IUCHMIUIMHBI, MOIYJIS OCBOEHO YaCTHYHO, HUMEIOTCA
npo6ensl. ChopMUpOBaHHBIE 3HAHUS M YMEHUS MO3BOJISIIOT CTYJCHTY
PacKpeITh BOMpOC 4YacTHuHO. HeoOxoaumble MpakTUYeCKUe HaBBIKU
paboTbl C OCBOCHHBIM MAaTEPUATIOM YacTUYHO C(HOPMHUPOBAHBI.
[TonoBuHAa TPENYCMOTPEHHBIX pabodell mporpaMMoil  y4eOHBIX
3aJJaHA{  BBINOJIHEHA, 3aJaHus cojepxkar omuOku. KauectBo
BBITMIOJIHEHUST YU4EOHBIX 33JaHUN OLIEHEHO YMCIIOM OajioB, HE MEHee
60 Oanos.

Heyooenemsopumenvno. Teoperudeckoe coAepkaHue y4eOHOTO
Kypca, mpeaMeTa, AUCHUIUIMHBL, MOIYJIsl OCBOGHO MeHee yeM Ha 50
nporeHToB. CdopMupoBaHHbIE 3HAHHUS M YMEHHS HE IO3BOJISIOT
CTYZIEHTY PAacKpbITh Bompoc. HeoOxoaumple NMpakTUYECKHE HABBIKH
paboTBl C OCBOCHHBIM MaTepHaIIOM He C(HOPMHUpPOBaHbI. bombIas
4acTh MPEIyCMOTPEHHBIX paboyell mporpaMMoi y4eOHbIX 3a/laHUil He
BbIMOJIHEHA. KayecTBO BBINOJIHEHUS YYEOHBIX 3aJaHUN OLIEHEHO
yuciaoM 6amioB MeHee 60 6amos.

Ny

IlepeyeHb BONIPOCOB K 3a4€Ty

Pousb noxymenTa B cepe mpaBa u ynpaBiieHUsI.

JIOKyMEHT: OCHOBHBIE TIOHSTHS, CIIOCOOBI IOKyMEHTHPOBAHHUS.
WNudopmanust u TOKyMEHT.

YHu}uUKanus ¥ CcTaHAapTU3aLUs KaK OCHOBHOE HAIpaBJICHHE COBEPLICHCTBOBAHMS

nokymMeHTOB. [OCTr1 Ha YC/. CucteMbl TOKYMEHTAIIUH.

5.
6.
7.

8.
9.
10.
11.
12.

XapakTepucTuka, coctaB U coaepxkanue aerctpytromero 'OCTa.
Cocras pexuzutoB OPJl, mpaBuiia ux opopMIeHHS.

[IpaBuna odopmieHus, U3TOTOBICHUS, y4eTa, UCIOIB30BAHUS U XPAHEHUs OJIAHKOB
OpraHu3aIuy.

XapakTepucTrKa U COCTaB OPraHU3aLUOHHBIX JOKYMEHTOB.
XapakTepucTUKa U COCTAB CIIPABOYHO-UH(DOPMAIIMOHHBIX TOKYMEHTOB.
XapakTepucTuKa U COCTAB PaCOPSIAUTENIbHBIX TOKYMEHTOB.

OcobeHHOCTH TOKYMEHTHUPOBAHUS ACSITENLHOCTH KOJUIETHAIBHBIX OPTaHOB.
JlenoBas nepenucka: BUAbI U TPeOOBAaHUS K COCTABICHHUIO B O(hOPMIICHHIO.
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13. [lenmompou3BOACTBO Kak (YHKLHUS YIOpPaBICHHs, COBPEMEHHbIE TPeOOBAaHUS K €ro
OpraHu3aluH.

14. Cnyxb6a JOKYMEHTAIlHOHHOTO OOeCleyYeHus YIpaBleHHus: (YHKLIHH, CTPYKTYpa,
JOJKHOCTHOM COCTaB, HOPMATHBHbBIE MaTEPUAIIBL.

15. OO0uue npUHIKIBI OpraHU3aIui TOKYMEHTO000poTa. OCHOBHBIE 3TAIbl TEXHOJIOTUU
paboThI C JOKYMEHTaMH.

16. IlepBonauanbHasg 00pabOTKa JOKYMEHTOB B YUPEKICHUH.

17. TexHosiorusi pacCCMOTPEHHS JOKYMEHTOB B YUPEKICHUU.

18. Peructpamusi HOKyMEHTOB Kak MpoOLIeCC cO3laHus OaHKa JAaHHBIX O JOKYMEHTax
OpraHu3alINH.

19. KoHTpoJb UCTIONHEHUS TOKYMEHTOB.

20. DxcmnepTH3a LIEHHOCTH JOKYMEHTOB.

21. OcHoBHBIE TpeOOBaHUS K OPraHU3aLMK XpPaHEHHs UCIIOJHEHHBIX IOKYMEHTOB.

22. Bunel HomeHkaTyp aen. [lopsaaok coctaBiaeHus U 0pOpMIIEHHS.

23. Cpoxu XpaHEHUs TOKYMEHTOB.

24. IlpaBuia HOATOTOBKH €T K cllaue B BEJIOMCTBEHHBIN apXUB.

25. ApxuBHOE XpaHEHHE JOKYMEHTOB.

26. CocraB HOpPMAaTHBHBIX JOKYMEHTOB, pPEIJIAMEHTUPYIOLIMX  COCTaBICHHE U
oopMIICHHE JOKYMEHTOB, UX XapaKTepPHCTHUKA.

27. CocraB HOPMATHUBHBIX JOKYMEHTOB, PErjJaMEHTHPYIOIIUX OpraHu3alMio paboThl C
JOKYMEHTaMU B YUPEKICHUHU, UX XapPAKTEPUCTHUKA.

28. TlopsioOK YHUUYTOXEHUS TOKYMEHTOB.

6.3. TunoBble KOHTPOJIbHbIE 3aJaHUSl WJIH HHble MaTepHalibl, He0O0XoAMMBbIE I
OLIEHKH 3HAHWMH, YMeHUii, HABBIKOB U (/M) ONbBITA AeSITEJbHOCTH, XaPAKTEPU3YIOLINX ITATBI

(popMHpOBaHUSI KOMIIETEHIIHII B IIpoLecce 0CBOCHUsI 00pa30BaTeJIbHOM MPOIrPaMMbl

HDMM@DHble 3a0aHUsA (mecmbl) ons OYEHKU 3HaHuﬁ, VM@HMZZ U HABbIKOE:

Bapuanr 1

1). Yro BKIItOUAET B ceOsl MOHATHE “AETOMPOU3BOICTBO”?

2). Pe3omonus 1oKyMeHTa. MOPSIOK ee 0(OPMIICHUS.

3). 3naueHue MHG)OPMALMOHHO-CIIPABOYHON PabOTHl B OpraHU3alUK JOKYMEHTAIIHOHHOTO
oOecrieyeHus yIpaBIeHYECKOH NesITeTbHOCTH

4). Teneponorpamma: o(hOpMIICHUE U COCTAB PEKBU3UTOB.

Bapuant 2

1). C guem cBsI3aHO MOSIBJICHUE NOHATHS “TOKYMEHTAIIMOHHOE 00ECIICUCHHE YIIPaBICHHS ?

2). [lopsimok naTupoBaHus IOKYMEHTA U BUJIBI JAT.

3). Kak crpoutcs mHpOpMAIMOHHO-CIIPAaBOYHAsI KapTOTEKa B TPAIUIMOHHOW (opme, ee
pazaenurenu?

4). Bemucka u3 npukasa. [IpaBuna opopmiieHusL.

Bapuant 3

1). Kakoe u3 onpeneneHnii JOKyMEHTa BBl CYMTaeTe HauOOJIee MOTHBIM U IToYeMy?

2). CocTaBHBIE YaCTH PETHCTPAIIHIOHHOTO HOMEpa JOKYMEHTA U MOPSI0K €ro MPOCTABICHUSI.
3). PazHoBuaHOCTH ciy:keOHBIX TuceM. OcOOEHHOCTH 0(OPMIICHUSI.

4). Pemenue: opopmiieHHE U COCTaB PEKBU3HUTOB.

Bapuant 4
1). T'me 3akpemjeHbl OIpEAETICHUS OCHOBHBIX NPO(ECCHOHATbHBIX TEPMHUHOB IO
JIeTIOTIPOU3BOCTBY?
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2). CriocoObI 0(hopMIIeHHS yTBEPIKICHUS JOKYMEHTA.
3). Kakue TpeGoBaHMs IPEABSIBISIOTCS K OPraHU3aliKi PETHCTPALIMH JJOKYMEHTOB?
4). Kpatkast (hopma npoTokosa: o()OpMICHHUE U COCTaB PEKBU3UTOB.

Bapuanr 5

1). Kakoe mnonsatue “mHopmManuu” HCHONB3YyeTCS B JEIONPOM3BOACTBE M TJIE OHO
3aKpeIIeHo ?

2). [lopsiiok naTupoBaHUs U BUBI AAT.

3). Kak undopmannonHo-crpaBoyHasi paboTa cBsi3aHa C perucTpauueii JOKyMeHTOB?

4). JIomKHOCTHAst MHCTPYKIHS. [lepedeHb pEeKBU3UTOB U MOPSIOK COCTABIICHHUSI.

B mosiHoM o0beme 3amanust (TecThl) HaxoaaTcss B DOHIE TECTOBBIX 3aJlaHMil — MpOrpaMMa

MyTest (Bepcus 10).

6.4. MeToauueckue MaTepuaJibl, ONpeAesONMe MPOoUeAyPbl OLEHWBAHUS 3HAHMIA,
yMeHHii, HAaBbIKOB M (MJIH) ONBITA JeSITEJILHOCTH, XapaKTePU3YIOIIUX dTanbl (opMuUpoBaHUsI
KOMIIeTeHII M

Tabnuna 6.4.1. bannsHbIe OIICHKH IS 2JIEMEHTOB KOHTPOJIS

DneMeHTHl y4eOHOU Makcumanshblii | MakcuManbsbiii | Makcumanbsssiii | Beero 3a
JIeATETbHOCTH Oamrt Ha 1-yro | Gam 3a mepuoj | 0aut 3a MEPUON | CEMEeCTp
KT c nagana mexay 1KT u mexay 2KT u
ceMecTpa 2KT Ha KOHeEI]
cemMecTpa
ITocemmenue 3aHaTHA - - - -
TecToBbII KOHTPOJIb 4 4 4 12
KonTponsHble paboTh! Ha 9 9 9 27
MPAKTUYECKUX 3aHATUAX
KomnokBuym - - - -
Jlaboparopabie paboThI 11 8 8 27
Kommnonent 4 4 4 12
CBOEBPEMEHHOCTH
Hmoeo maxcumym 3a 25 25 30 80
nepuoo:
Craua 3aueTa(MaKCUMyM) 20
Hapacrawoumm utorom 25 50 80 100
KT — xoHTpOsIBHAs TOUKA
Tabnuua 6.4.2. [lepecuer 6a1710B B OIICHKH 32 KOHTPOJIbHBIE TOUKU
bajuibl Ha 1aTy KOHTPOIBHON TOYKH Orenka
>90 % ot MakcuManbHOM cyMMBbl OasuoB Ha naty KT 5
Ot 70 % no 89 % ot makcumanbHOM cymmbl 6amutoB Ha gaty KT 4
Ot 60 % no 69 % ot makcumanbHOI cymmBbl OamnoB Ha naty KT 3
< 60 % ot MakcumasibHOM cymMMBbl 6ayutoB Ha gaty KT 2

Tabnuna 6.4.3. Ilepecuer cymmbl 6a1JI0B B TPAJUIMOHHYIO U MEXKIYHAPOIHYIO OLICHKY

TpaguioHHas oleHKa Hrorosast cymma 6asios, Onenka (ECTS)
YUUTBIBACT YCIICUIHO CAaHHBIN

dK3aMeH
5, OTIIMYHO, 3a4TEHO 90 -100 A (oTau4HO)
4, XopoI1110, 3a4TEHO 85-89 B (ouenpb xopoiio)
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75 -84 C (xoporo)
70-74 D (ynoBieTBOpUTEIBHHO)
3, YIOBJIETBOPHUTEIHLHO, 65 - 69
3a4TCHO 60 — 64 E (mocpencrBeHHO)
2, HEYJIOBJIETBOPHUTEIHHO, Huxe 60 0ayutoB F (Hey/mOBIETBOPUTEIBHO)
HE 3a4TCHO

7. IlepeyeHb OCHOBHOI M JONOJHHUTEIbHOH y4eOHOI JuUTepaTypbl, HEOOXOAUMOM NS
OCBOCHHUS THCUMILINHBI

7.1. OcHoBHas IUTEpPaTypa

1. JlokyMeHTalMoOHHOE oOecrieueHrne ynpaBieHus (C OCHOBaMU apXWBOBEJCHUS): yueOHOe
nocoone / M.U. BbacakoB. — Mocksa: KuoPyc, 2016. — 216 c¢. — Jlns CIIO u HIIO.
https://www.book.ru/book/918426.

2. JIoKyMeHTallMOHHOE O0ECIeUCHHE YIPaBICHHS B OpraHu3alMu. yueOHoe mocobme /
O.H. Coxonosa, T.A. Akumoukuna. — Mocksa: KnoPyc, 2016. — 156 c. — Jlns OGakanaBpos.
https://www.book.ru/book/918509.

7.2. JlonoTHUTEbHAS JUTepaTypa

1. lokyMeHTalMOHHOEe OOecleueHne YIpaBlIeHYeCKHX MpolieccoB: MoHorpadus / JL.B.
upoxoBa, = MN.A.  AcrappeBa. @~ —  Mocksa:  Pycaitnc, 2016. — 110 c.
https://www.book.ru/book/921995.

2. Jlenonpou3BOJCTBO: OpraHu3aius U BeAceHue: yueOHoe mocobue / B.M. AnapeeBa. —
Mocksa: KuoPyc, 2016. — 294 ¢. https://www.book.ru/book/918552.

3. TunuyHble OMKMOKU KaJIpOBOTO JAEIONPOU3BOCcTBA: cripaBouHuK / M.1O. Poroxun. —
Mocksa: IIpocnekt, 2016. — 158 c. https://www.book.ru/book/919606.

4. JlokyMeHTallMOHHOE oOecriedeHue ynpasieHus: yueoHoe nmocoodue / T.M. 3axapoBa. —
Mockga: EBpasuiickuii oTkpbIThlii uactuTyT, 2010. — 155 ¢. https://www.book.ru/book/905489.

8. IlepeyeHnb pecypcoB HHGOPMAIMOHHO-TEJIEKOMMYHHUKAIMOHHON ceTH «MHTepHeT»,
HEe00XOAUMBIX /UVIS1 OCBOCHUS AUCHHUILINHBI:

8.1. DnexTpoHHBIE 00pa30BaTEIBLHBIE PECYPCHI:

- http://eor-np.ru/ - anexkrpoHHsIe 00pa30BaTEIbHBIC PECYPCHI;

- polpred.com/ - ITosnHoTekcTOBast 6a3a manubix [IOJITTPE/I.

8.2. DnexTpoHHbIE OMOIMOTEYHBIE CUCTEMBI:

- window.edu.ru/ - DnekrpoHHas Oubianoreka EquHOro okHa nocTymna Kk 00pa3oBaTebHBIM
pecypcam;

- www.aup.ru/library/ - DnexrponHas 6HOIMOTEKa SKOHOMUYECKOH U JIEJIOBOI JTUTEPATYPHI.

- elibrary.ru/ - Hayunas snextponnas 6ubnmoreka eLIBRARY.RU;

- WWW.heicon.ru/ - DnekTpoHHo-0nOmmoTedHas cucrema budmmoPoccuka.

8.3. Basbl naHHbBIX:

- TEMaTHYECKU CTPYKTYPUPOBAHHAS KOJUICKIHS MYJIbTUMEIHMIHBIX O0OBEKTOB CalA-TeKIUH
no ¢uiocodun (MLTIOCTpaLUK, TOPTPEThl PUIOCOPOB, PUCYHKH, TOKYMEHTBI, CXEMBbI, TAOIUIIbI 1

T.JI.

8.4. [Iporpammuoe obecrnieveHue:
- JUIsl IPOBEJICHUS JICKIIMOHHBIX 3aHATUI — POrpaMMa Uil IEMOHCTPAIUU KOMITBIOTEPHBIX
npe3enTanuii (Hanpumep, MS Power Point);
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- JUIsl IpOBeIeHHs TecTupoBanus — nporpamma My Test Bepcust 10);

- KOMIIBIOTEPHI C YCTAHOBJIEHHBIM TPEOYEMbIM MPOrPaMMHBIM 00€CIICUeHUEM.
8.5. UndopmanmoHHO-CITpaBOYHBIC U IOUCKOBHIE CHCTEMBI

- KOMIIBIOTEPHI C AOCTYIOM B Internet;

- http://filosofia.ru/.

9. Onucanue MaTrepuajIbHO-TEXHUYECKOH 0a3bl, HEOOXOAMMOM [Jisi OCYIIeCTBJIEHHUS
0o0pa3oBaTe/ILHOIO NMPoLecca MO JMCUHUILINHE

Tabmuma 9.1. MarepuanbHO-TeXHHUECKass 0asza Ui OCYIIECTBJIICHUS O00pa3oBaTEIBLHOTO
npoliecca 1o JUCHUIUIMHE «/{oKyMeHTalMoHHoe obecrieueHre yIpaBIeHUs»

Ne HanmenoBanue 060py10BaHHBIX y4eOHBIX KAOMHETOB HaumenoBanue
/i (;mabopatopuii) ¢ ykazaHHeM HE00X0AUMOTro 000pyIOBaHuS, Kadeapsl, 3a KOTOPO
nprOOPOB, HATIISAHBIX TOCOOUI 3aKperieHa ayAuTOpus
1 KaOuHeT ryMaHUTapHBIX JUCHIUTUTHH VD
2 bu6nmoTeyHbIil 971€KTPOHHBINA YU TAIBHBIN 3aI1 bubmmoreka
3 [Tomernienue 1t CaMOCTOSITEIBHOM PabOTHI 00YJaIOLTHXCS VD

10. MeToau4yeckue YKazaHud Qs oﬁyqammnxw 10 OCBOCHHMIO JUCHUIIJIMHBI

10.1. MeToan4eckne yKa3aHHusl 0 OPraHU3ALMH CAMOCTONATEIbHOI PadoThI CTYAEeHTOB
¥ H3Y4YCHHIO M CHHUIIIHHbI

CamocrosTenbHas paboTa — IulaHupyeMasi ydeOHasi, yueOHO-HCCIIeJOBAaTENbCKast, HayYHO-
UCCIeIoBaTeNbCKas paboTa CTYICHTOB, BBINOIHAEMAast BO BHEAYAUTOPHOE BpeMsl MO 3aJIaHHIO U MIPU
METOJNYECKOM PYKOBOJCTBE IpenojaBarelisi, HO 0e3 ero HEeNoCpeACTBEHHOro yd4acTus (mpu
YaCTUYHOM HEMOCPEJACTBEHHOM Yy4YacTUW IIPerojaBaTelis, OCTaBJSIOIIEM BEAYIIYI0 pOJIb 3a
paboTOM CTYICHTOB).

CamocrositenpHas pabota cryaeHtoB (namee — CPC) B BY3e siBiisieTcsi BaXHBIM BHIOM
yueOHON M HaydHOH nestenbHOCTH cryfeHTa. CPC urpaer 3Ha4MTENbHYIO POJb B PEHTHHIOBOM
TexHosioruu oOyuenus. O0yuenue B BY3e Bkiouaer B ce0s aBE, MPAKTUYECKU OJMHAKOBBIE MO
00BeMy U B3aMMOBJIMSIHUIO YaCTH — Tpoliecca 00ydeHus u nporecca camooOydenus. [loatomy CPC
JIOJDKHA cTaTh 3(Q(EKTUBHOM U 1iesieHanpaBlIeHHON paboTO! CTy/IeHTa.

K coBpeMeHHOMY crenuanucTy OOLIECTBO MPEIbABISET JOCTATOYHO IIMPOKUN IepeueHb
TpeOOBaHMN, Cpeau KOTOPbIX HEMAJIOBAXHOE 3HAUYEHHE HMEEeT Halu4ue Yy BBITYCKHUKOB
OTIPE/ICTIEHHBIX CHOCOOHOCTEH W yMEHHUS CaMOCTOSITEIbHO JOOBIBaTh 3HAHUS M3 PA3TUYHBIX
UCTOYHHUKOB, CHCTEMAaTH3HpOBATh IMOJYYEHHYIO HWH(POPMALMIO, aBaTh OLEHKY KOHKPETHOMH
cutyaruu. opMHPOBAHKUE TAKOTO YMEHHUS IPOUCXOIUT B TEUEHUE BCETO MEepHOJa 00yueHHs yepe3
y4acTHE CTYAEHTOB B NPAKTUYECKUX 3AHSATHUSAX, BBINOJIHEHHME KOHTPOJBHBIX 3aJJAHUH U TECTOB,
HalKMCaHUEe KYpPCOBBIX M BBIMYCKHBIX KBalu(uKauMoHHbIX pabor. [Ipu stom CPC wurpaer
pEeLIaIOIIYIO POJIb B X0/1€ BCET0 y4eOHOTO Mpolecca.

B mpornecce camocTosTeNbHOW pabOThl CTYAEHT MPHOOpPETaeT HaBBIKM CaMOOPIraHU3aIUH,
CaMOKOHTPOJIS, CaMOYIpPaBJICHUs, caMOpe(IeKCUH W CTAHOBUTCS AKTUBHBIM CaMOCTOSTEIBHBIM
CyOBEKTOM y4eOHOU AEATEIbHOCTH.

DOopMBI CAMOCTOSITETILHON pabOTHI CTYICHTOB pa3HOOOpa3Hbl. OHU BKIIIOYAIOT B CEOsI:

*  U3y4YCHHE M CHUCTEMAaTH3alMI0 O(QHUIUATBHBIX FOCYIapCTBEHHBIX JOKYMEHTOB - 3aKOHOB,
IIOCTAHOBJICHUH, YKa30B, HOPMAaTUBHO-MHCTPYKLMOHHBIX U CIPAaBOYHBIX MAaTEpUAIOB C
UCTOJb30BAHUEM  HH(POPMALMOHHO-TIOUCKOBBIX  cucteM  «KoHcynpTaHT-TuIIOC»,  «I"apaHT»,
rinobansHOM cetn «MHTEpHETY;
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* u3yueHHe yd4eOHOH, HayyHOW W  METOAMYECKOM  JINTEpaTypbl, MaTepUaIOB
MEPUOINYECKIX U3IaHUI C MPUBICYCHUEM DJICKTPOHHBIX CPEACTB O(DUIUATHHON, CTATHCTUYECKOM,
NEPUOANYECKON U HAyYHOI MH(OpMaLHH;

* TMOATOTOBKY JOKJIAagOoB U pedepaToB, HAMUCaHUE KYPCOBBIX U  BBIMTYCKHBIX
KBaJTM (PUKAIIMOHHBIX padoT;

* yyactue B paboTe  CTYICHUYECKMX KOH(EpeHIHMH, KOMIUIEKCHBIX  Hay4HBIX
UCCIIEIOBAHUSIX.

CamocTrosTenpHas paboTa NPUOOINAET CTYACHTOB K HAy4YHOMY TBOPUYECTBY, IMOUCKY H
PEIICHUIO aKTYaJIbHBIX COBPEMEHHBIX MTPOOIIEM.

2. llenu u ocHoBHBIE 3a1aun CPC

Benymas nens opranmanuu u ocymiectsienuss CPC nomkHa coBNaaaTh ¢ HENbI0 00ydeHUs
CTYICHTa — MOATOTOBKOM CTennanucTa u 6akamaBpa ¢ BeICIIUM oOpa3oBaHueM. [Ipu opranuzanuu
CPC BaXHBIM M HEOOXOJAMMBIM YCIIOBHEM CTAHOBSTCS ()OPMUPOBAHHE YMEHUS CaMOCTOSTEIbHON
paboThl A MPHOOpPETEHUsT 3HAHUI, HaBBIKOB M BO3MOYKHOCTH OpraHHU3alK y4eOHON M HayqyHOM
JeSITEeNIbHOCTH.

[lenpto camMOCTOSTENBHON PAaOOTHI CTYACHTOB SIBISETCS OBIaJeHHE (yHIaMEHTATLHBIMU
3HAHHUSIMH, MPOPECCHOHATBHBIMU YMEHUSMH M HAaBBIKAMH JEATEIHHOCTU MO TPO(UIIO, OMBITOM
TBOPUYECKOHM, HCCIENOBATENbCKONW  aearenbHOCTH. CamocrositenbHas  paboTa  CTYACHTOB
CHOCOOCTBYET  Pa3BUTHUIO  CaMOCTOSTEIBHOCTH, OTBETCTBEHHOCTH M  OPraHM30BaHHOCTH,
TBOPUYECKOTO MOJIX0/a K PEeISHUI0 MpobieM yueOHOro U mpoheCCHOHATBHOTO YPOBHSI.

3apauamu CPC sBastores:

* cucTeMaTH3alus U 3aKPEIUICHUE MOJIYYCHHBIX TEOPETUUYECKUX 3HAHUU U MPAKTUUYECKHX
YMEHH CTY/IEHTOB,;

* yrnyOJIeHHe U pacliupeHne TEOPETUUECKUX 3HAHUH;

* (QopmupoBaHue YMEHHH HCIONB30BaTh HOPMATHBHYIO, TIPABOBYIO, CIPABOYHYIO
JIOKYMEHTAIUIO U CHEIUABHYIO TUTEPATYPY;

* pa3BHUTHE I[I03HABATENBHBIX CIIOCOOHOCTEH W AaKTUBHOCTH CTYJIEHTOB. TBOPYECKOM
WHUIMATUBBI, CAMOCTOSITEIbHOCTH, OTBETCTBEHHOCTH U OPraHU30BaHHOCTH,

* (QopmupoBaHHE CaMOCTOSTEIBPHOCTH MBIIUICHHS, CIIOCOOHOCTEW K CaMOPa3BUTHIO,
CaMOCOBEPILIEHCTBOBAHHUIO M caMOpeaIn3aluy,

* pa3BHUTHE UCCIIETOBATEILCKUX YMEHUH;

* WCIOJIb30BaHHME MaTepuayia, COOPAaHHOTO M TMOJNYYEHHOTO B XOJE€ CaMOCTOSTEIbHBIX
3aHATUN HAa CEMUHApax, Ha MPAKTUUYECKUX U JTaOOPATOPHBIX 3aHATHUSX, IPU HAMMMCAHUU KYPCOBBIX U
BBIITYCKHOM KBaIU(PUKAIIMOHHON paboT, 11t 2PPeKTUBHON MOATOTOBKM K UTOTOBBIM 3a4eTaM H
AK3aMEHAaM.

3. Buabl camocTosSTENIbHON PabOTHI

B o6Gpa3oBarensHoM mpornecce BY3a Beiaensercs ABa BUAA CaMOCTOATEIbHOW pabOThl —
ayIUTOpHAsl, MOJ PYKOBOJACTBOM IpernojiaBarens, U BHeayauTopHas. TecHas B3aUMOCBSI3b ATHX
BUJIOB paboT npeaycmarpuBaer quddepeHuuanuio 1 3pPEeKTUBHOCTh PE3YAbTATOB €€ BBHIOJIHEHUS
U 3aBHCHT OT OpPTraHU3alliH, COACPXKAHMUs, JIOTHKH ydeOHOTro mpoiiecca (MEKIPEeIMETHBIX CBS3CH,
NEePCIEKTUBHBIX 3HAHUH H JIP. ).

AynutopHasi caMOCTOATeIbHas paboTa Mo IUCIUIUIMHE BBITIONHSAETCS Ha Y4eOHBIX 3aHATUAX
M0J1 HEMOCPEICTBEHHBIM PYKOBOJICTBOM IMPEMNOJIaBATENS U O €T0 3a/IaHUIO.

BueaynuropHas camocrosiTenbHas pa0oTa BBINOJNHSETCA CTYIEHTOM IO  33JaHHIO
npernogaBaTelis, Ho 6e3 ero HermoCpPeICTBEHHOTO Y4acTusl.

OCHOBHBIMU BUJAMH CaMOCTOSITEIbHOU PabOTHI CTYIEHTOB 0€3 ydacTus MperojaBaTesien
SBIISIOTCS

* (opmupoBaHUEe U YCBOEHHE COJEp>KaHUs KOHCIEKTa JISKIH Ha 0a3e peKOMEeHI0BaHHOM
JEKTOpOM y4eOHOM JHuTepaTyphl, BKIIOYas HHPOPMAIMOHHbIE OOpa30BaTENbHBIE PECypPCh
(97IEKTPOHHBIE YICOHUKH, SJICKTPOHHbBIC OHOIHOTEKH U JP.);

* HamucaHue pedeparos;

* MOArOTOBKa K CEMHHAapaM M J1JabopaTOpHBIM paboTaM, ux 0popMIICHHE;
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* COCTaBJICHHE AHHOTHUPOBAHHOTO CITMCKA CTAaTe€ll M3 COOTBETCTBYIOIIUX KYPHAIOB TIO
OTpacysiM 3HaHUH (MeAarOrHUeCKUX, ICUXOJOTMYCCKUX, METOIUUYCCKUX U JIp.);

* MOJrOTOBKA PElEH3U Ha CTaThIO, TOCOOHE;

* BBINOJIHEHUE MUKPOUCCIIECIOBAHUH;

* [OJrOTOBKA MPAKTUYECKUX Pa3pabOTOK;

* BBINOJIHCHUE JOMAITHHUX 3aJJaHUI B BUJIC PELICHUS OTACIbHBIX 33/1a4 U T.II.;

* KOMIBIOTEPHBIM TEKYIIHA CaMOKOHTPOJb W KOHTPOJb YCIIEBAeMOCTH Ha 0ase
ANEKTPOHHBIX 00YYAIOIINX U ATTECTYIOIIUX TECTOB.

OCHOBHBIMH BHJIaMU CAMOCTOSITEIHPHONW pPabOTHI CTYIEHTOB C Y4acTHEM IMPErojiaBaTeiei
SIBJISTFOTCS.

* TEKyIIUE KOHCYJIbTAIIUU;

* KOJUIOKBHYM Kak (popMa KOHTPOJISI OCBOCHHSI TEOPETUUYECKOTO COJICPKAHMSI TUCIUTUIAH: (B
Yachl KOHCYJIBTAIUH, IPETyCMOTPEHHBIX YICOHBIM TUIAHOM);

* IpUeM | pa300p TOMAITHKX 3adaHUH (B Yachl MPAKTHYECKHUX 3aHITHIA);

* PUEM H 3allKTa JIA00PATOPHBIX PaboT (BO BpeMs POBEACHUS JI/P);

* BBIIIOJIHCHHE KYpPCOBBIX paboT (IPOEKTOB) B paMKax JUCIHUIUIMH (PYKOBOJCTBO,
KOHCYJIbTUPOBAHUE U 3aIlIUTa KYPCOBBIX pabOT (B 4achl, IPEAyCMOTPEHHBIC YUCOHBIM TIAHOM);

* BBINIOJIHEHUE Y4eOHO-HCCIIEA0BATEILCKOW pabOThl (PYKOBOJICTBO, KOHCYJIbTHPOBAaHHE M
samnuta YHUPC);

* MPOXOXKACHUE U O(GOPMIICHHE PE3yIbTaTOB MPAKTUK (PYKOBOJCTBO M OIICHKA YPOBHS
c(OpPMUPOBAHHOCTH NPOPECCHOHATIBHBIX YMEHUI U HABBIKOB);

* BBINIOJTHCHHUE BBIMTYCKHON KBAIM(DUKAIMOHHON paboThl (PYKOBOJCTBO, KOHCYJIbTHPOBAHHE
U 3aIIMTa BBIITYCKHBIX KBATU(DUKAIIMOHHBIX pa0OT) U JIp.

4. Opranuzanus CPC

MeToauka OpraHu3alli CaMOCTOSITENILHOM pPabOThl CTYIEHTOB 3aBUCUT OT CTPYKTYPHI,
XapakTepa U OCOOEHHOCTEH H3ydyaeMOil JMCUUIUIMHBI, 00beMa YacoB Ha €€ H3y4YeHHe, BHa
3aJaHuil A7 CaMOCTOSITeNbHOW paboOThl CTYAEHTOB, WHAMBHAYyAJIbHBIX KAauecTB CTYAEHTOB U
yCIOBHM y4eOHOM NesSTeTbHOCTH.

[Ipouecc opraHu3anli CaMOCTOSITENIbHON paboOThl CTYAEHTOB BKIIIOYaeT B ce0s
CJIeIYIOIIIHUE STAlbl:

* TOATOTOBHUTENIBHBIN (OMpeaeseHUue IIeNiei, COCTAaBACHHWE MPOrPaMMBbl, TOATOTOBKA
METOAUYECKOr0 00ECICUCHHUs, MOATOTOBKA 000y I0BAHNS);

* OCHOBHOU (peanu3anus HPOTrPaMMbl, HCIOJIB30BAHHE MPUEMOB IMOMCKAa HH(MOPMAIIHH,
YCBOGHHMsI, TMepepadOTKH, TMPUMEHEHHs, TMepenadd 3HaHUM, (UKCUpPOBAHHUE PE3YIbTaTOB,
caMOOpraHu3allis mpoiecca paboThl);

* 3AKIIOYMTENbHBIA (OI[CHKA 3HAYMMOCTH W aHAIW3 PE3yJabTaTOB, MX CHCTEMaTH3aIlWs,
orieHKa (P PEKTUBHOCTH MPOTrPaMMBbI M TIPUEMOB PabOThI, BBIBOJIBI O HAMPABIICHUSX ONTHMHU3AINH
Tpyaa).

Opranuzanui CcaMOCTOSTENbHOM paboThl CTyIEeHTOB oOecneunBaroT. (aKylbTeT,
kadenpa, yaeOHO-METOAMUSCKHIIA OTEIN, MPEenoaaBaTelb, ONOIMoTEeKA.

5. O0mmue peKkoMeHIaIuH TI0 OPTaHU3aIid CAMOCTOSITEIbHON PabOThI

OcHoBHOW (POopMOI CaMOCTOATENBEHON PabOTHI CTYACHTA SBJISETCS HM3YUYCHHE KOHCIIEKTa
JIEKIIUH, UX JTOTIOJHEHNUEe, PEKOMEHIOBAHHOHW JMTEpaTyphbl, aKTUBHOE yJacTHE Ha MPAKTUYECKHUX U
CEeMUHApCKUX 3aHATHAX. Ho mms ycmemHoW y4deOHOW JeATEeIbHOCTH, €€ HMHTEHCH(UKAINH,
HEO0OXOMMO YYHUTHIBATh CIICIYIOIINE CyOBEKTUBHBIC (PAKTOPHI:

1. 3HaHWE MIKOJBPHOTO MPOTPAMMHOIO MaTepuana, HAJIMYUE MPOYHON CHCTEMBI 3USHUH,
HEOOXOAMMOM I YCBOCHHSI OCHOBHBIX BY30BCKHX KypcoB. HeoOxomumMo oTimyaTh mpoOeibl B
3HAHUSAX, 3aTPYIHSAIONINE YCBOEHHE HOBOTO MaTepHasia, OT MajbIX CIIOCOOHOCTEH. 3aTpaTHUB CHJIBI
Ha TPEOJI0JICHHE ITHX MPOOEIIOB, CTYJIEHT 00ecreuuT cede HOPMaIbHYIO YCIIEBAEMOCTh U TIOBEPHUT
B CBOH CITOCOOHOCTH.

2. Haimune yMeHMi, HABBIKOB YMCTBEHHOTO Tpy/a:

a) yMEHHE KOHCIIEKTUPOBATh Ha JIEKIUK U IIPU paboTe ¢ KHUTOA;
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0) BiIaJeHUE JIOTHYECKUMH OICpalUsIMU. CpaBHEHHE, aHAIW3, CHHTE3, 0000IIeHHe,
OTIpeieIeHUe TIOHSATHIA, TpaBUIIa CUCTEMAaTU3allui U KilacCU(UKaIuu.

3. Cneuuduka mNO3HABATENbHBIX IICUXUYECKUX IIPOIIECCOB. BHHUMAaHHUE, NaMsiTh, peyb,
HaOJII01aTeNbHOCTh, MHTENIEKT M MblnuleHue. Crnaboe pa3BUTHE KaKIOro M3 HHUX CTAHOBHTCS
CephE3HBIM MPEISATCTBUEM B yueOe.

4. Xopomasg paboTOCIIOCOOHOCTh, KOTOpasi 00ecreurBaETCs] HOPMAIbHBIM (DU3NYECKUM
cocTrossHMEM. Benb ceppe3Hoe ydyeHHE - 3TO OOJIBIIONH MHOTOCTOPOHHUM M Pa3sHOOOPA3HbIA TpyI.
Pesynbrar 00y4ueHHs OLIEHUBAETCS HE KOJMYECTBOM COOOIIaeMoil MH(POPMAIIMU, a KAueCTBOM €€
YCBOGHHS, YMEHHEM €€ HCIOJb30BaTh MU Pa3BUTHEM Yy ce0si CIOCOOHOCTH K JalibHEHIIeMy
CaMOCTOSTEIIbHOMY 00pa30BaHHUIO.

5. CooTBeTcTBHE M30paHHOU AEATEIBHOCTH, MPO(ECcCHH UHIUBUIYaTbHBIM CIIOCOOHOCTSIM.
HeoOxoanMo Belpa®oTaTh y ce0si yMEHHE CaMOPEryIupoBaTh CBOE SMOLMOHAJIBHOE COCTOSHHUE U
YCTPaHATh 0OCTOSATENHCTBA, HAPYLIAIONIUE JIETI0BOM HACTPOM, MelIaroIe HaMe4eHHOH padoTe.

6. OBnazeHne ONTHMAJbHBIM CTHJIEM paboThl, 00ECIIEUUBAIONIUM YCIEX B AEATEIbHOCTH.
UYepenoBanue TpyJa U may3 B paboTe, MEpHUOAbI OTIbIXa, MHAWBUIYAIbHO O0OOCHOBAaHHAs HOpMa
MPOJIOJDKUTEIBLHOCTH CHA, IPEANOYTEHHE BEUSPHUX WIIM YTPEHHUX 3aHATHH, CTPECCOYCTOMUMBOCTh
Ha 3K3aMEHaX U 0COOEHHOCTH MOATOTOBKHU K HUM,

7. YpoBeHb TpeOoBaHMil k ce0e, onpenesieMblid CII0KHUBILEHUCS CAMOOILIEHKOM.

AnlekBaTHasi OIIGHKAa 3HaHUM, JOCTOMHCTB, HEIOCTaTKOB - Ba)KHAas COCTaBIAIOIIAS
CaMOOpraHU3allMy 4eloBeKa, 0e3 Hee HEBO3MOXKHA YcIellHas padoTa IO YNpPaBJICHUIO CBOUM
MIOBEJICHUEM, JIEATEIIbHOCTHIO.

OnHa U3 OCHOBHBIX OCOOCHHOCTEH 0Oy4yeHMs B BBICHICH ILKOJIE 3aKIIOYACTCS B TOM, UTO
MOCTOSIHHBII BHEIIHUI KOHTPOJb 3aMEHSETCS CAMOKOHTPOJIEM, AaKTHBHasg pojib B OOy4EHUU
NPUHAISKUT YK€ HE CTOJIBKO MPENoaBaTeio, CKOJIBKO CTYCHTY.

3Hasg OCHOBHBIE METOJbl HAy4YHOH OpraHu3alid YMCTBEHHOTO TpPYyZAa, MOXHO IIpH
HaMMEHBIINX 3aTpaTax BPEMEHH, CPEACTB U TPYJIOBBIX YCHIIMN JOCTHYb HAUIYYILIMX PE3yJIbTaTOB.

D¢ deKTUBHOCTh YCBOEHMs TOCTyMHaromed WHpopMaluy 3aBHCUT OT pabOTOCHOCOOHOCTH
YeJI0BeKa B TOT WJIM MHON MOMEHT €ro JesITeIbHOCTH.

PaborocnocoOHOCT, - CIMOCOOHOCTH 4YeNnoBeKa K TPYAy C BBICOKOW CTENEHbIO
HAMpsDKEHHOCTH B TEYEHHUE OTMPEIEeNIEHHOTr0 BpeMeHU. Pa3nuuaioT BHYTpEHHHE U BHEIIHHE
(bakTopbl pabOTOCTIOCOOHOCTH.

K  BHyrpeHHuM  Qaktopam  pabOTOCIOCOOHOCTH  OTHOCSTCS  WMHTEJUIEKTyaJbHBIC
0COOCHHOCTH, BOJISl, COCTOSIHUE 3/I0POBBSIL.

K BHemHum:

- opranu3zaius pabo4ero MecTa, peXkuM TpyZAa U OTIbIXa;

- YPOBEHb OpraHHu3aluy TpyJa - YMEHHE MOIYUYUTh CIIPABKY U MOJIb30BAaThCA MH(OpMaIIUEH;

- BEIMYMHA YMCTBEHHOMN HATrpy3KH.

Boigaromuiics pycckuii  ¢usuonor H.E. BBeneHckuil BblenWI CHEAyIOUINE YCIOBHS
MPOJYKTUBHOCTH YMCTBEHHOH JI€ATEIbHOCTH:

- BO BCAKHI TPYy/ HY’KHO BXOJIUTh TIOCTENEHHO;

- MEpPHOCTh M PUTM paboThl. PazHbIM nronsM mpucyil Oojiee UM MEHEE pa3HbId TeMIl
paboTHI;

- MPUBBIYHAS TIOCIIEI0BATEIBHOCTh U CHCTEMATHYHOCTh JIETEIbHOCTH;

- MpaBWJIbHOE YepeOBaHUe TPYIa U OT/bIXA.

OTtapIx HE mpeAnoiaraeT 00s13aTebHOTO MOJHOTO Oe31eUCTBUA CO CTOPOHBI YelOBEKa, OH
MOXKET OBITh JOCTUTHYT MpOCTOH TmiepeMeHoil nema. B Tewenwe nHS paboTOCIOCOOHOCTH
usMmensiercs. Haubosee miogoTBOpHBIM siBiisieTcss yrpenHee Bpemst (¢ 8 mo 14 dacos), mpuuem
MakcuMaibHas paboTocnocoOHOCTh mpuxoauTcs Ha mnepuonx ¢ 10 mo 13 wacos, 3arem
nocineobenernoe - (¢ 16 mo 19 wacoB) m Beuepuee (¢ 20 mo 24 yacos). OucHb TPYIAHBIN IS
NOHUMAHUSI MaTepuaj JIydille HM3ydaThb B Hadajge KaXIOTro OTpe3ka BpeMeHu (Jydine Bcero
YTPEHHEr0) mocJe Xxoporero orasixa. Yepes 1-1,5 yaca nyxxusl epepbiBol o 10 - 15 muH, yepes 3
- 4 yaca pabOTHI OTABIX TOJKEH ObIThH MPOJIOJIKUTEIILHBIM - OKOJIO Yaca.
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CocTaBHOIM 4YacThl0O HAy4yHOM OpraHM3alUMU YMCTBEHHOTO TpyJa SBISETCS OBJIAJICHUE
TEXHUKOU YMCTBEHHOI'O Tpy/a.

@u3uyecku 3J0pOBBIH  MOJIOJIOM 4YeJOBEK, O0O0JaNaloONIMii XOpoIled MOJrOTOBKOW H
HOPMAaJIbHBIMU CHIOCOOHOCTSIMH, JIOJDKEH, Oy/lydd CTYAEHTOM, OTHaBaTh yueHuto 9-10 yacoB B 1eHb
(u3 HuX 6 yacoB B By3e u 3 - 4 yaca qoma). JIro0o# mpeaMeT Helb3s U3Yy4YHTh 32 HECKOJIBKO JTHEH
nepen ’x3aMeHoM. Eciu cTyneHTt B rogy paboTaeT CUCTEMAaTH4eCKH, TO OH ObICTPO BCE€ BCIIOMHHMT,
BOCCTaHOBUT 3a0bIToe. Ecniu jke MoAroToBKa 1UTa aBpajibHO, TO y CTYICHTA HE OyIeT Aake 001ero
IpEeCTaBICHUS O MIPeIMETe, OH 3a0y/IeT Bce CAAHHOE.

Crenyer B34Th 3a IPABUJIO: YUUTHCS €KEIHEBHO, HAUMHAS C TIEPBOTO JTHS CEMECTpa.

Bpemsi, KoTOpbIM pacronaraer CTyJeHT JUIS BBINOJHEHHS Yy4eOHOro IJIaHa, CKIIaJbIBaeTCs
U3 JBYX COCTaBJIIOIIMX: OJHA M3 HUX - 3TO ayauTOpHas paboTa B By3e IO PACHUCAHUIO 3aHSATHH,
Jpyrasi - BHEayJUTOPHAsl CaMOCTOsITeNIbHAs paboTa. 3alaHusl U MaTepUallbl Ul CaMOCTOSATEIbHOM
paboThl BBIJAIOTCA BO BpeMs Y4eOHBIX 3aHATHHA 10 PACHMCAHUIO, HA JTUX K€ 3aHATHAX
IpernoiaBaTeNlb OCYLIECTBISET KOHTPOJb 32 CAMOCTOSITENIbHOM pPaboOTOM, a Takke OKasbIBaeT
MOMOIIIb CTYAEHTaM I10 MPaBUJIbHOW OpraHU3aluK padoThI.

YToOBI BBITOJHUTH BECh 00BEM CaMOCTOSTEIbHON pabOThl, HEOOXOAUMO 3aHUMAThCA 10 3 -
5 yacoB exeqHeBHO. HaunHaTh caMocTosTENbHbIEC BHEAYJUTOPHBIE 3aHATHS CIEIYeT C MEPBBIX XKe
JHEW ceMecTpa, MpOMyIIeHHbIe JHU OyayT MOTepsHbl 0€3BO3BPATHO, KOMIIEHCUPOBATh UX MO3THEE
YCUJIEHHBIMHU 3aHATUSAMH 0€3 CHM)KEHUSI KayecTBa pabOThl U €€ MPOU3BOIUTEILHOCTH HEBO3MOKHO.
[lepBble OHM ceMecTpa OYEeHb BaXKHBI JUIS TOTO, YTOOBI BKIIOYHUTHCS B paldOTy, yCTaHOBUTH
OTIpE/IETICHHBIN MOPSI0K, pABHOMEPHBIM PUTM Ha BECh CEMECTP.

Putm B paboTe - 3T0 eXeAHEBHbIE CAMOCTOSTEIILHBIC 3aHATHUS, KEJIATeIbHO B OJTHU U TE XKe
4ackl, MPH 11eJIeco00pa3HOM YepelOBaHNHU 3aHATHH ¢ IepepbiBaMu 11 OTabIxa. BHavane ams Toro,
4yTOOBI OPraHU30BaTh PUTMHUYHYIO paboTy, TpeOyeTcs coO3HaTeldbHOE HampsbkeHue Bosd. Kak
TOJIBKO YeJIOBEK BTAHYJCS B pabOTy, NMPUHYXKJECHUE CHU)KAETCS, BO3HUKACT NpPUBBIUKA, paboTa
CTaHOBUTCS MOTPEOHOCTHIO.

Ecnu nopsinox B paboTe ¥ €e pUTM YCTaHOBJIEHBI NPABUIIBHO, TO CTYAEHT U30 JHA B JEHb
MOKET paboTaTh, HE CHMXas CBOEH MPOM3BOJAUTEIBHOCTH U He meperpyxas cebs. IIpaBuibHas
CMEHa OJIHOTO BUa pabOThl IPYrHM MO3BOJISET OT/AbIXaTh, HE MpeKpalias paboThl.

Taxkum oOpa3om, nepBas 3a7aya OpraHU3aluy BHEAYJUTOPHON CaMOCTOATENIbHOW paboOThl —
9TO COCTaBJIEHHE pACHHUCAHUSA, KOTOpPOE JOJDKHO OTpaXkaTb BpeMs 3aHATHHA, HMX XapakTep
(TeopeTHYecKHid Kypc, PAKTHUECKUE 3aHATHs, TpadudecKie paboThl, YTCHHUE), TIEPEPhIBbI HA 00/,
YKUH, OTABIX, COH, Mpoe3n U T.1. Pacnucanue He mpepomnpernenser coaep:kaHus paboThl, ee
coJiepKaHNue Hen30eKHO Oy/eT M3MEHAThCS B TeueHue ceMectpa. [lopsaaok ke cienyer 3aKpenuThb
Ha BECh CEMECTP M HPHIOXKUTh BCE YCHJIHS, YTOOBI MOANCPKHBATH €ro HEU3MEHHBIM (KpoMe
UCHpPaBJIeHUs OIIMOOK B IJIAHUPOBAHUM, KOTOPbIE MOI'YT BO3HUKHYTh H3-32 HEJOOLEHKH 00BbeMa
PabOThI WK MEPEOLICHKH CBOMX CHLI).

IIpu omHOOOpa3HON paboTe uyenoBeK yTomisiercs Oojblle, 4eM Ipu paboTe pa3HOro
xapakTepa. OIHaKO He BCerja 1ejaecoo0pa3Ho 3aHUMAThCsi MHOTUMH Y4eOHBIMU AUCLUIUIMHAMU B
OJIMH U TOT € JIeHb, TaK KaK MPHU KaXJIOM Iepexo/ie Hy)KHO BHOBb COCPEIOTOUYNTh BHUMAaHUE, YTO
MOJKeT NMpHUBECTHU K noTepe BpeMeHu. Hanbosee nienecooOpa3Ho exxeAHEBHO paboTaTh He Oosiee yeM
HaJ ABYMS-TPeMsl TUCLUILIUHAMH.

Hauunas pa®oTy, He HYHO CTpEMHUTbCA JeaTh BHaYale caMylo TSDKENyl0 €€ 4acTb, Halo
BbIOpAaTh 4YTO-HUOYAb CpelHee O TPYAHOCTH, 3aTeM IepedTH Kk Oosee TpyaHoil pabote. U
HAIoCJIeJOK OCTAaBUTh JIETKYIO YacTh, TPEOYyIOLIyI0 HE CTOJbKO OOJBIIMX HHTEIUIEKTYaJbHbIX
YCHUIIHI, CKOJIBKO OIPEIeICHHBIX MOTOPHBIX JICHCTBUI (YepueHre, HOCTPOCHUE TPadHKOB H T.11.).

CamocrosiTenbHbIE 3aHATUS MOTPEOYIOT WHTEHCUBHOIO YMCTBEHHOIO TpyJa, KOTOPBIH
HE00XOIMMO He TOJIBKO MPABWJIBHO OPraHM30BaTh, HO U CTUMYIHUPOBATh. IIpu 3TOM OueHb BaXHO
yMETh NOJIEP)KUBATh YCTOWYMBOE BHUMAHUE K M3ydaeMoMy Marepuany. BelpabGoTka BHUMaHUs
TpeOyeT 3HaUNTENIbHBIX BOJEBBIX YCHINM. VIMEHHO I0ATOMY, €CIIM CTYIEHT 3aMEYaeT, 4YTO OH 4acTo
OTBJICKAETCS BO BPEMsI CaMOCTOSATENIbHBIX 3aHATHUI, €My HaJ0 3aCTaBUTh ce0s COCPEIOTOUYUTHCH.
[TooOHyr0 mpoueaypy HE0OX0JUMO MPOAEIBIBATh IOCTOSIHHO, TaK KaK 3TO SBJISAETCS TPEHUPOBKOH
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BHUMAaHMs. YCTOHYMBOE BHHMAHHUE TIOSBISIETCS TOIZA, KOTJAa YeNOBEK OTHOCUTCS K JAedy C
UHTEPECOM.

Crnenyer mpaBWJIBHO OpPraHW30BaTh CBOM 3aHATHA 1O BpemeHH: S50 mMuHyrt - pabdota, 5-10
MUHYT - TepepbiB; mocie 3 4vacoB paboTel mepepeiB - 20-25 munyr. MuHauye Hapacraromee
yTOMIJIEHHE TOBJIEYET HEYCTOMYMBOCTh BHUMaHHA. OYeHb CyHIECTBEHHBIM (DAKTOPOM, BIUSIOIIUM
Ha TIOBBIIICHUE YMCTBEHHOM pabOTOCIOCOOHOCTH, SBISIOTCA CHUCTEMAaTUYECKUE 3aHATUS
¢usnueckoil KynapTypoil. OpraHuzanmuss akTHBHOTO OTAbIXa NpeAyCMaTpHBAaeT dYepeaoBaHUE
YMCTBEHHOM M (pU3MUYECKON EATENBHOCTH, YTO MOJIHOCTHIO BOCCTAHABIMBAET PabOTOCIOCOOHOCTD
YeJI0BEeKa.

6. CamocrosTenbHas paboTa CTyIeHTa - HE0OX0JMMOE 3B€HO CTAHOBIICHUS UCCIIEN0BATENS U
CreuaIncTa

[Tporpecc Hayku M TEXHUKH, HHPOPMALMOHHBIX TEXHOJOTUN NPUBOIUT K 3HAYUTEIHLHOMY
YBEIMYEHUIO HAyYHOU HMH(OpPMAIMH, YTO MpEeabsBIseT 0ojee BHICOKHE TpeOOBaHMSA HE TOJIBKO K
MOpAJIbHBIM, HPAaBCTBEHHBIM CBOMCTBaM 4e€JIOBEKa, HO U B OCOOEHHOCTH, TOCTOSHHO
BO3pacraromue TpeboBaHUS B 00JacTH 00pa3oBaHHs — OOHOBJIEHHME, MOJEPHHU3ALMUSA OOIUX U
npo(ecCUOHATIBHBIX 3HAHUH, YMEHUI crieruanucra.

Besikoe o0pa3oBaHMe [ODKHO BBICTYNAaTh Kak JAMHAMHYECKUH Tpolecc, NpUCYIIUN
YeJIOBEKY U MPOJIOJDKAIOUINICS BCIO €ro >Ku3Hb. OBiajieHne HaydyHOW MBICIIBIO M S3bIKOM HAayKH
SBISETCS  HEOOXOAMMOM  COCTaBIISIIOIIEH B CaMOOpraHM3aluMu  OyAyllero  crenuaaucra
uccnenoBatens. Ilog 3TUM NMOHMMAaeTcs HE CTOJIBKO HAKOIUIGHHME 3HAHUM, CKOJBKO OBIIAJICHHE
Hay4HO OOOCHOBaHHBIMH cHoco0amu HuX MpHoOpereHus. B 3ToMm, BooOIIEe TOBOps, COCTOMUT
OCHOBHas 3a/1a4a BY3a.

Crenuduka By30BCKOTO y4eOHOIO IMpolecca, B OpraHU3alui KOTOPOTo CaMOCTOSATEIbHON
paboTe cTyleHTa OTBOJATCA Bce OOJIbIIE MECTa, COCTOMT B TOM, YTO OH SIBJISETCS Kak OyaTo Obl
HOCJIETHUM U CaMbIM aJIeKBaTHBIM 3BEHOM /IS pealu3aluy 3Toi 3agayun. 1160 Bo Bpems yueObl B
By3¢ MPOWCXOJUT BBIPAOOTKA CTHIIS,, HABBIKOB Y4eOHOM (IO3HABATENbHOMN) AEATEIbHOCTH,
palMoHaNbHBIA XapakTep KOTOPBIX OyIeT CIOCOOCTBOBATH MOCTOSSHHOMY OOHOBIIEHUIO 3HAHHH
BBICOKOKBAIN()UIIMPOBAHHOTO BBIITYCKHUKA BY3a.

OnHako Ha 3TOM MyTU CYIIECTBYIOT OIpEAEICHHbIE TPYAHOCTH, B YAaCTHOCTH, HEPEXOJ]
CTyIEHTa OT CHHTETHYECKOro Ipolecca OOydeHHs B CpEOHEH IIKOJIe, K aHAJUTUYECKOMY B
BBICILICH. DTO CBSA3aHO KaK C HOBBIM CoJiepkaHneM o0ydeHus (paciupenne oomiero oopa3oBaHus 1
yrayoneHue mpoQeccCHOHATbHOW MOATOTOBKH), TaK M C HOBBIMH, HEHM3BECTHBIMH [0 CHX IOp
dopmamu: 00ydueHUs (JIEKIMH, CEMHHAPBI, Ta0OpPaTOpHbIE 3aHATHSA U T.1.). CTYICHT MOJy4aeT He
TOJBKO 3HAHHS, NPEAYCMOTPEHHBIE MPOrPAaMMOM U y4eOHBIMH IOCOOUSMH, HO OH TaKXe JOJDKCH
IIO3HAKOMUTHCS CO CIIOCO0aMU MPUOOPETEHHsI 3HAHUI TaK, YTOOBI CYMETh OLIEHUTh, YTO MBI 3HAEM,
OTKyZa MBI 3TO 3HaeM M KakK 3TOr0 3HaHHUS Mbl JocTHINIM. Ko BceMy 3ToMy MpUXOAAT uepe3
COOCTBEHHYIO CAMOCTOSITEIBHYIO paboTy.

DT0 HW TMOTOMY, 4YTO CaMOCTOSITEJIbHO NPUOOpPETEHHbIE 3HAHUS SBIAIOTCS Ooiiee
OTIEPAaTHBHBIMH, OHHM CTAHOBATCS JIMYHOH COOCTBEHHOCTBIO, @ TaK)Ke MOTHBOM IOBEICHHS,
Pa3BUBAIOT HWHTEIUIEKTyalbHBIC YEPTHl, BHUMaHHE, HAOIIONATEIbHOCTh, KPUTHYHOCTH, YMEHHE
oneHMBaTh. Poip mpenosaBarens B OCHOBHOM 3aKJIIOYAETCS B PYKOBOJCTBE HAKOIUICHHS 3HAHWN
(MO0 OTHOIIECHHIO K MEPBOKYPCHHKaM), a B MOCJIEAYIOIIME TOJbl yueObl, HA CTapIIMX Kypcax, B
COBMECTHOM YCTaHOBJIEHHH NPOOJeM M 3a00T€ O CaMOCTOATENFHBIX IMOMCKAX CTYJCHTA, a TaKkKe
KOHTPOJIMPOBAHUS 33 MX JEATENLHOCThIO. BakHO MOHMMATH, YTO HENb35 OTPAHUYUBATHCS TOIBKO
npuoOpeTeHueM 3HAHWM, MPEIYCMOTPEHHBIX MPOTPaMMON H3ydaeMoil JUCHUILIMHBEL, HAalo
MOCTOSTHHO yrIyOJIiTh TOJNyYeHHbIE 3HAHMSA, COCPENOTAadMBas HX Ha KaKOH-HUOYOb y3KOH
OTIpeNieNIeHHON 00IacTH, COOTBETCTBYIOIIEH MHTEpEcaM CTy/AEHTAa. YTIIyOleHHOe M3Y4eHHE BCeX
IPEJIMETOB, NPEIYCMOTPEHHBIX MPOTPaMMOi, Ha TPAKTHKE SIBISETCS BO3MOXKHBIM, M XOpOLIas
opraHm3anusi padOTHl TO3BOJSIET SKOHOMUTH BpPEMs, YTO CO3MAaeT YCIOBHUS Ui TIyOOKOToO,
CHCTEMaTHUYECKOT0, 3aMHTEPECOBAHHOTO U3YUCHHUS CAMOCTOSTENIFHO BHIOPAHHOM CTYICHTOM TEMBI.

Koneuno, Bce coBeThl, MNpHUMEpHl, PEKOMEHJAIMKM B O3TOW 00JacTH, JaBaeMble
npenojaBareneM, WIM OINpEACICHHBIMU ITyONUKAlMsAMHU, WIM JPYTMMH HCTOYHUKAMH, He
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rapaHTUPYIOT HUKAKOTO ycrexa 0e3 MpOsBIEHUS COOCTBEHHOW aKTUBHOCTH B 3TOM Jele, T.€. OHH
HE JTAIOT TOTOBBIX PEIENTOB, a JOJIKHBI CIIOCOOCTBOBATH aHAIN3Y COOCTBEHHOW paboTHhI, ee IeNeH,
OpraHM3allii B COOTBETCTBUM C WHJAMBUIYaIbHBIMH OCOOCHHOCTSMHU. YUHUTHIBAs JINYHBIC
BO3MOXXHOCTH, CYIIECTBYIOIIME YCIOBUS JKM3HM U pPabOTHI, HaBBIKH, Ha OCHOBE JTHX
pEeKOMEHalNii, BO3MOKHO, BBIPAOOTaTh HHIMBHIYATHHO 0OOCHOBAHHYIO COBOKYITHOCTh METOJIOB,
crioco0OB, HAaWTU CBOM CTWUJIb WM YCOBEPUICHCTBOBATb €ro, 4YTOOBl M3YYHB OIpeNeIICHHBIN
MaTepual, UMETh BpeMsl OLIEHUTh €ro 3HAYMMOCTh, IPUTOTHOCTh U BO3MOXKHOCTHU €r0 MIPUMEHEHHUS,
9TOOBI, B KOHEYHOM CYeTe, 00ECIIeUUTh YCIEIIHOCTh CBOCH yuele ¢ Oymyiei nmpodeccuoHanbHON
JIESITEIIbHOCTH

7. MeTton4eckue peKOMEHIAINU IS CTYACHTOB 0 OTJEIBHBIM (JopMaM CaMOCTOSTEIBHOM
paboThI.

C mepBBIX € CEHTAOPbCKMX THEH Ha CTyAeHTa OOpYIIMBaeTCs TPOMAIHBIN 00BEM
uH(pOpMallUY, KOTOPYIO HEOOXOJMMO YCBOWTH. HyXHBIH Marepual COICPXKHUTCS HE TOJBKO B
JeKIMsIX (3alIOMHUTH €r0 — 3TO TOJBKO MaJlasi 4acTh 3aJlaud), HO U B YUeOHHMKAX, KHUTAX, CTAThsIX.
[Topoit Bo3HMKAET HEOOXOAUMOCTH MPUBJIEKATh MHPOPMAIIMOHHBIE pecypchl HTepHET.

Cucrema BY30BCKOTO oOyueHus MOApa3yMeBaeT 3HAYUTEIBHO 00JIBIIY IO
CaMOCTOSITEIbHOCTh ~CTYACHTOB B IUIAHHMPOBAHUM M OPTraHU3allMd CBOGH JEATETbHOCTH.
BuepamiHemy MIKOIBHUKY CeNaTh 3TO ObIBACT BEChbMa HEMPOCTO. €CIU B IIKOJIE €KEIHEBHBIN
KOHTPOJIb CO CTOPOHBI YUHUTENS 3aCTABIISII MOCTOSHHO M CUCTEMAaTUYE€CKH TOTOBUTHCS K 3aHITHSIM,
TO B By3€ BOMPOC 00 ypOBHE 3HAHUI BINIOTHYIO BCTAET Mepe] CTYACHTOM TOJILKO B MEPUO]I CECCUMU.
Takas cutyanus o00paynuBaeTCs Al HEKOTOPHIX COOIA3HOM BECh CEMECTP MOCBATUTH CBOOOTHOMY
BPEMSIIPENPOBOXKICHHUIO («KOTIa OyIeT HYXKHO — BbIydy!»), a KOorja MpUXOJUT MOpa dK3aMEHOB,
MaTepuaia, MoAJexKallero yCBOCHUI0, 0Ka3bIBAETCsl TAK MHOTO, YTO HUKAKas MaMATh HE CIIOCOOHA ¢
HUM CIIPABUTHCS B OCTABIIUNCS MPOMEXYTOK BPEMEHHU.

Pabora ¢ KHUTOH.

[Ipn pabote ¢ KHMroil HEOOXOAMMO MOMOOpaTh JIUTEPATYypy, HAYUUTHCS MPABHIBHO €€
YUTaTh, BeCTU 3amucu. J[ns mombopa nuTeparypbl B OMOIMOTEKE WCHOJNB3YIOTCS an(aBUTHBIA U
CHUCTEeMAaTHUYECKUI KaTaloTH.

BaxHO MOMHHTB, YTO palMOHAIBbHBIE HABBIKM PabOTHl C KHUTOW - 3TO Bcerjga Ooublias
HSKOHOMHS BPEMEHU U CHUJI.

[IpaBunbHbIl  TOAO0OpP Y4eOHHUKOB  pEKOMEHAyEeTCsl  MpenojaBaTeieM, YHUTAIOLUM
JNeKIUOHHBIN Kypc. HeoOxomumas nuteparypa MOXeT OBITh TaKKe yKa3zaHa B METOAUYECKUX
pa3paboTKax Mo JaHHOMY KypCy.

W3ydas matepuan mo y4eOHUKY, CIeAyeT MEepPEeXOIUTh K CIEAYIOIIEMY BOIPOCY TOJBKO
MocJie MPaBUILHOTO YSICHEHUsSI MPEAbIAYIIETO, OMUChIBasg HAa Oymare BCe BBIKIAIKUA U BBIYMCICHUS
(B TOM 4mcie Te, KOTOpble B YU€OHHMKE OMYIIEHbI MU Ha JIEKIUHU JAHBl Ui CaMOCTOSTEIBHOTO
BBIBO/IQ).

[Tpu u3ydeHuu 11000 TUCHUILUIMHBI OOJBIIYIO U BaXXHYIO POJIb UTPAET CaMOCTOSITEIbHAsS
WHANBUIyallbHas paboTa.

Ocoboe BHUMaHUE cleayeT oOpaTUTh Ha OnpejesieHue OCHOBHBIX MOHATHH Kypca. CTyaeHT
JIOJIKEH MOpOOHO pa3dbupaTh MPUMEpPHI, KOTOPBIE MOSICHIIOT TaKUE OIPe/IeJIeHHs], U YMETb CTPOUTH
aHAJIOTMYHBIE TPUMEPBI caMOCTOATENbHO. Hy)kHO 10OMBaThCS TOYHOTO MPEACTABIECHUS O TOM, YTO
u3ydaenib. [lone3Ho cocTaBisTh ONMOpHbIE KOHCMEKTHI. [lpu mM3ydeHun marepuana Mo y4eOHUKY
MOJIE3HO B TeTpanu (Ha CHCHHATbHO OTBEICHHBIX TOJISX) MOMOJHATH KOHCIEKT Jeknuid. Tam ke
ClIeZlyeT OTMeUaTh BOMPOCHI, BbIJICIICHHBIE CTYIEHTOM JIJIsl KOHCYJIBTAIIUU C MPENOo/IaBaTeNIeM.

BriBogbI, MoONydyeHHBIE B pe3yabTaTe M3Y4EHHUS, PEKOMEHIYeTCS B KOHCIEKTE BBIICIATH,
YTOOBI OHU MPH NEPEUUTHIBAHUH 3aMUCEH JTydIlle 3alIOMUHANCH.

PaznuyaroT ABa BuJa uTeHUs; MepBUYHOE U BTOpuyHOE. [lepBuUHOE - 3TH BHUMATENbHOE,
HETOPOIUTMBOE YTEHHE, MPU KOTOPOM MOXHO OCTAaHOBHUTHCS Ha TpyIHBIX MecTax. [locnme Hero He
JOJIKHO OCTaThCsl HU OJHOTO HEMOHSTHOTO osioBa. CojepikaHue He BCErJa MOXKET OBbITh MOHSTHO
MOCJIe IEPBUYHOTO YTCHHUS.

3ajaya BTOPUYHOIO YTEHHs - MOJIHOE YCBOCHHE CMbICTA 1enoro (Mo CYeTy 3TO YTCHHE
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MOJET OBITh ¥ HE BTOPBIM, & TPETHHM WJIU YETBEPTHIM).

[IpaBuna caMoCTOSATETHLHOM pabOTHI C TUTEPATYPOH.

Kak yxke oTMedanoch, caMoCTOsATEeNbHas paboTa ¢ yuyeOHMKaMH M KHUramu (a Takxke
CaMOCTOATEIbHOE TEOPETHYECKOe HCCIeloBaHue MpoOsieM, 0003HAYEHHBIX IpernojaBaTeleM Ha
JEKLIUAX) — OTO BaKHeiIee yciuoBue (OpPMUpOBaHUS y ceOs HaydyHOTro cCroco0a IMO3HAHUS.
OCHOBHBIE COBETHI 3/IECh MOKHO CBECTH K CIETYIOLIIM:

* CocTaBUTh NEpPEeYeHb KHUT, ¢ KOTOPhIMU Bam cienyer mo3HakOMHTBCS; «HE CTapalTech
3allOMHHTH BCE, YTO BaM B Ourkaiiliiee BpeMsi He IOHAZOOHUTCS, — COBETYET CTYACHTY U MOJIOJAOMY
yueHoMmy I'. Cenbe, — 3alIOMHHTE TOJIBKO, T7Ie 3TO MOXKHO oThickaTh» (Ceinbe, 1987. C. 325).

e Cam Takoil mepeueHb IOJDKEH OBITh CHCTEMaTH3MPOBAHHBIM (YTO HEOOXOAWMO IS
CEMHMHAPOB, YTO U1 9K3aMEHOB, UTO MPUTOUTCS JJIsl HAIMCAHUS KYPCOBBIX M TUTUIOMHBIX paboT, a
yro Bac uHTepecyer 3a pamkamMu O(QUIMATBHON Y4eOHON AEATENBHOCTH, TO €CTh YTO MOXKET
pacmupuTh Barry o011yto KyabTypy...).

* O0s3aTeNIFHO BBIITUCHIBATh BCE BBIXOIHBIC JaHHBIC MO KaKA0H KHUTe (MPH HANHMCAHUU
KyPCOBBIX U AUTUIOMHBIX Pa0OT 3TO TO3BOJIUT OYEHb COKOHOMHTD BPEMS).

* Pa3zoOpatbcs st ceds, Kakue KHUTH (MM KaKue TJIaBbl KHHUT) CIEAYET MPOYHTaTh Oosee
BHUMATEJBHO, a KaKHEe — IPOCTO MPOCMOTPETb.

* [Ipu cocraBieHuu nepeyHen JIuTepaTypsl CledyeT NOCOBETOBATHCS C MPENoaBaTes MU U
HayYHBIMH PYKOBOIMTENsSIMH (MM Jaxe C 0ojee IMOATOTOBICHHBIMH ¥ 3PYJHPOBAHHBIMH
COKYPCHHMKaMH), KOTOpbIE MOMOTrYT Bam mydie COpHMEHTHpPOBaThCS, HAa YTO CTOMT OOpaTUThH
Oouiblllee BHUMaHKE, a Ha YTO BOOOIE HE CTOUT TPATUTH BPEMSL...

*EcTecTBeHHO, Bce MPOUYUTAHHbIE KHUTH, Y4€OHUKH U CTaThU CIIeyeT KOHCIIEKTUPOBATh, HO
TO HE O03HAYaeT, 4TO HaJ0 KOHCIEKTUPOBATb «BCE IMOJAPSA». MOXHO BBIIUCBHIBATh KPaTKO
OCHOBHBIC WJIEM aBTOpa W HMHOTAA IMPUBOJIUTH HauOoJiee SPKUE M IOKa3aTesibHble IMTAThl (C
yKa3aHUEeM CTPAHHII).

e Eciu kuura — Bama coOcTBeHHasi, TO JOIMyCKaeTcs JelaTh Ha MOJIAX KHUTU KpaTKue
IIOMETKM WIM K€ B KOHIIE KHMIH, Ha IYCTBIX CTPaHMIAX MPOCTO CAETaTh CBOW «IpeIMETHBIN
yKaszarenb», I7le OTMeuaroTcst HauboJiee MHTEepecHbIe Ui Bac MbIcin 1 00s13aTeNbHO yKa3bIBAIOTCS
CTPaHUI[BI B TEKCTE aBTOpa (3TO OYEHb XOPOIIHiA COBET, MO3BOJISIOININN SKOHOMHUTE BpeMsl U OBICTPO
HaXOJIMTh «U30pPaHHBIE» MECTA B CAMbIX Pa3HbIX KHHUTaX).

e Ecniu Bol panbiie Mano paboTanyd ¢ HaydyHOM IUTEpaTypoil, TO cieayeT BbIpabOTaTh B
cebe CroCcOOHOCTh «BOCIPUHUMATB» CIOXKHBIE TEKCTHI; AJIS 3TOTO JYYIIUNA MPHEM — HAYYUTHCS
«JIHUTATh MEJICHHOY», KOTa BaM MOHATHO KaX10€ MPOYUTaHHOE CJIOBO (@ €CITH CJI0BO HE3HAKOMOE,
TO MO0 ¢ TIOMOIIIBIO CJIOBaps, JIMOO C MOMOIIBIO MPENoIaBaTes 00sI3aTeIbHO €ro y3HaTh), U 3TO
MOYET 3aHATh Hemajaoe BpeMs (y KOro-To — J0 HECKOJbKHX HENIelb U JIaKE MECSIIEB); OTBIT
MOKAa3bIBAET, UTO IOCIE ATOr0 CTYIEHT KaKUM-TO «4yJOM» HauWHaeT OyKBaJbHO 3arjaThiBaTh
KHHUTHY ¥ 9yTh JIU HE BUJIETh «CKBO3b O0JI0KKY», CTOSIIAs 3TO paboTa WU HET...

* «JIubo uwuraiiTe, TMOO MEpeNUCThIBAiTE MaTepHall, HO HE MbITANTECh YUTATh OBICTPO...
Ecnu TexkcT MeHS MHTepecyeT, TO YTE€HHE, Pa3MBIIUICHHE U Jaxe (PaHTa3UpOBaHHUE MO STOMY
MOBOJTy CIIMBAIOTCS B €IMHBIN MpPOIECC, B TO BpeMs KaK BBIHYKJICHHOE CKOPOYTEHHE HE TOJBKO HE
CIIOCOOCTBYET KadecTBY UTEHHUS, HO W HE MPHHOCUT YYBCTBA YAOBIETBOPEHUS, KOTOPOE MBI
M0JIy9aeM, pa3MBIIUIsIst O mpoynTanHoM», — coBetyeT . Cenbe (Cenbe, 1987. — C. 325-326).

* Ectb eme omuH 3¢¢eKTUBHBIN CHMOCOO ONTUMHU3HUPOBATH 3HAKOMCTBO C HAyYHOU
JUTEPaTypol — cleAyeT yBIeUbCsl KaKOM-TO ujeel M BCE KHUTH MPOCMATPUBATh C TOYKU 3PEHUS
JMaHHOW umen. B aToM ciydae crymeHT (MM MOJIOJON ydeHbIi) OyaeT Kak Obl HCKaTh apryMEHThI
«3a» WIH IPOTUB» MHTEPECYIOUIEH ero wujeu, U OJHOBPEMEHHO OH OyaeT Kak Obl 00mIaThCs C
ABTOPAaMU STUX KHUT 10 IOBOJY CBOUX MJIEH U pa3MbIlUICHUM... [Ipobnema nuiib B TOM, Kak HalTH
«CBOIO» UJICIO. .

UreHrne HAy4HOTO TEKCTa SIBJISIETCS YaCThIO IMO3HABATENbHOHN aearenbHocTH. Ee nenp —
U3BJIeYCHHE U3 TeKkcTa HeoOxoaumoi uHpopmanuu. OT TOro Ha CKOJIBKO OCO3HAHHA YUTAIOIIUM
COOCTBEHHAasi BHYTPCHHsSS YCTaHOBKA MPH OOpaIIeHHWH K IEYaTHOMY CJIOBY (HAWTH HYKHBIC
CBEJICHHS, YCBOUTh MHGOPMAIMIO MOJTHOCTHIO WM YAaCTUYHO, KPUTHUYECKH MPOAHAIN3UPOBATH
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MaTepHa U T.I.) BO MHOTOM 3aBHCUT d(PPEKTUBHOCTH OCYIIECTBISIEMOTO JICHCTBUSI.

BLIIIGJISIIOT YCTBIPC OCHOBHBLIC YCTAHOBKH B YTCHUU HAYYHOT'O TCKCTA.

1. uHpOpPMAIMOHHO-TIOMCKOBBIH (3a7a4a — HAWTH, BBIICTIUTH HCKOMYIO HH(DOPMAIIHIO)

2. ycBamBaomias (ycWJIMsi YHMTAaTeNs HANpaBiIeHbl Ha TO, YTOOBI KaK MOJYKHO IIOJTHEE
OCO3HAaTb U 3allOMHUTBH, KaK CaMMU CBCIACHHA MH3JIAracMbIC aBTOPOM, TaK U BCHO JIOTUKY C€ro
paccyxJIeHuUH )

3. aHAIMTUKO-KpPUTHYECKas (YUTATEdb CTPEMHUTCS KPHUTUYECKH OCMBICIHUTH Marepual,
pOaHAIM3UPOBAB €ro, OMPEICIIUB CBOC OTHOIICHHE K HEMY)

4, TBOPYCCKasA (COSI[aeT Yy 4UTaTteiid roTOBHOCTL B TOM HJIM MHOM BHIC — KaK OTHpaBHOﬁ
NYHKT JUISI CBOUX PAaCCyXJICHUH, KaKk o0pa3 Juis JNCHCTBUS O aHAJIOTHU U T.II. — KCIOJIb30BaTh
CYXIICHHs] aBTOpa, XOJ €ro MbICIeH, pe3yibTaT HaONIOJCHUsS, pa3pabOTaHHYI0 METOIHKY,
JIOTIOJTHUTD WX, TIOJIBEPTHYTh HOBOU TIPOBEPKE).

C HaimMuyWeM pa3IMYHBIX YCTAHOBOK OOpalieHHs K HAyYHOMY TEKCTY CBSI3aHO
CYIIECTBOBAHHME U HECKOJIBKMX BUJIOB UTCHHS

1. 61/16J11/10rpa(1)1/1qec1coe — IMIPpOCMATpUBAHHUC KAPTOYUCK KaTajiora, pCeKOMCHIATCIbHBIX
CIIMCKOB, CBOJHBIX CITMCKOB KYPHAJIOB U cTaTeil 3a rog U T.II.;
2. MpOCMOTPOBOC — HUCHOJB3YCTCA I TIOUCKa MAaTCpUAJIOB, COACPIKAIINX HYXHYIO

uHpopMalKIo, OOBIYHO K HEMY NpHUOEraroT cpasy mocie paboThl CO CHMCKAMU JINTEPaTypbl U
KaTajloTaMy, B pe3ylbTaTe TaKoro MPOCMOTpPA YMTATeNlb YCTAHABJIMBAET, KaKU€ W3 MCTOUYHUKOB
OyAyT UCIOJIb30BaHbI B JJIbHEHIIEH paboTe;

3. O3HAKOMHTEIbHOE — IMOJPa3yMeBaeT CIUIOLIHOE, JOCTaTOYHO MOAPOOHOE NpPOUYTCHHE
OTOOpaHHBIX CTaTed, IJIaB, OTIENbHBIX CTPAHUL, LEJIb — I[O3HAKOMHUTBCA C XapaKTepoM
uHpOpMallUY, Yy3HaTh, KAaKHe BOIIPOCHl BBHIHECEHBI AaBTOPOM Ha PACCMOTPEHHUE, IPOBECTU
COPTUPOBKY MaTepHaa;

4. u3ydaroliee — NpeAnojaraeT JOCKOHaJIbHOE OCBOGHUE MaTepUaa; B X0JIe TAKOro YTEHUs
NPOSIBIISIETCS JIOBEpUE YMTATeNsi K aBTOpPY, FOTOBHOCTh MNPHUHATH H3JI0KEHHYIO HH(OpMaIHIO,
pean3yeTcsl yCTaHOBKA Ha MPEAEIbHO MOJTHOE IOHMMaHUE MaTepuaa;

5. aHATTMTUKO-KPUTHYECKOE U TBOPUECKOE YTEHUE — JIBA BUJIA YTEHUs OJIU3KHUE MEXKITY cOO0M
TeM, 4TO Y4YacTBYIOT B pELIEHMM HCCIeloBaTeNbCKUX 3aday. [lepBblii M3 HUX mpexnosaraer
HalpaBJIeHHbIH KPUTHYECKUI aHaU3, Kak caMoi MH(pOpMaliH, Tak U CIOCOOOB €€ MOJydeHUs U
[10/1a4X aBTOPOM; BTOPOE — MOMUCK TeX CY)KJICHMH, (PaKTOB, MO KOTOPHIM WU B CBSA3U C KOTOPBIMH,
YUTaTeNIb CUUTACT HYXKHBIM BBICKA3aTh COOCTBEHHBIE MBICIIH.

W3 Bcex pacCMOTpPEHHBIX BUJIOB YTEHUS] OCHOBHBIM JUIsSl CTYACHTOB SBJISICTCS U3ydarollee —
MMEHHO OHO IO3BOJIsieT B paboTe ¢ yueOHOM JUTepaTypoil HakaluBaTh 3HAHUS B pa3MUHbIX
oOnactsax. Bor moyeMy UMEHHO 3TOT BHJ YTE€HUS B paMKaX y4eOHOW AEATENbHOCTU JOJIKEH ObITh
OCBOCH B IEpBYIO ouepelb. Kpome Toro, npu oBiaJeHUM JaHHBIM BHJIOM UYTEHHUS (OPMHUPYIOTCS
OCHOBHBIE ITPHEMBI, OBBIIIAIONINE YPPEKTUBHOCTh pa0OTHI C HAYYHBIM TEKCTOM.

OcCHOBHBIE BUIbI CUCTEMATU3UPOBAHHOMN 3alIUCH IPOYUTAHHOTO!

1. AHHOTHpOBaHI/Ie — IIPCACJIbHO KpPAaTKOC CBA3HOC OIIMCAHUC HpOCMOTpGHHOfI 50)05%1
HpO‘IHT&HHOfI KHHUTH (CT&TBI/I), €€ COJCpKaHM:A, HCTOYHHUKOB, XapaKTepa U Ha3HAYCHUA,
2. HJ'IaHI/IpOBaHI/Ie — KpaTkasa JIOTM4YCCKad oOpraHu3anuda TCKCT4, pPaCKPbIBAroIias

coJiep;KaHue U CTPYKTYPY U3ydaeMoro MaTepuana,

3. Te3upoBaHue — JaKOHUYHOE BOCIPOU3BEJCHHE OCHOBHBIX YTBEp)KJIEHUN aBTOpa 0€3
npuBieyeHus (aKTUYECKOro MaTepHarna,

4. llutupoBaHue — IOCIOBHOE BBIMHUCHIBAHUE U3 TEKCTa BBIJEPKEK, U3BICUECHUH, Hanboee
CYIIECTBEHHO OTPaXAIOIINUX Ty UJIM UHYIO MBICIIb aBTOPA,;

5. KoHcnektupoBanue — KpaTkoe U TOCIEAOBaTEIbHOE U3JIOKEHHE COJCpKaHUS
POYUTAHHOTO.

KoHcriekT — cliokHBIH cOcO0 MU3II0KEHHS COJIEep)KaHUs KHUTH WM CTaTbU B JIOTHUECKOMH
nocnefoBareabHOCTU. KOHCIEKT akkymyiupyeT B cebe Mpeabplayllue BUABI 3alUCH, MO3BOJISIET
BCECTOPOHHE OXBaTUTh COJEpKaHWE KHHUTH, cTaThu. [103TOMYy ymMeHHE COCTaBJIATH IJIAH, TE3UCHI,
JIeNaTh BBIMUCKU U IPYTHUE 3aIHCH OIPEIENSIeT U TEXHOJIOTHIO COCTABJICHUS KOHCIIEKTA.
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Metoanyeckre peKOMEHAALUH 110 COCTABJICHUIO KOHCIIEKTA!

1. BHumarenpbHO NpOYUTAMTE TEKCT. YTOUYHUTE B CIPABOYHOM JIMTEPAType HENOHSATHBIE
cioBa. [Ipu 3amucu He 3a0y1bTe BEIHECTH CIPABOYHBIC JaHHBIE HA MOJIST KOHCIIEKTA;

2. Bpienure riaaBHOE, COCTABbTE IJIaH;

3. Kparko cdopmynupyiite OCHOBHBIE NOJOXKEHHS TEKCTa, OTMEThTE AapryMEHTAIUIO
aBTOPA,;

4. 3aKOHCIEKTUPYHTE MaTepuall, YeTKO CJleqys MyHKTaM IulaHa. [Ipu KOHCIEKTUpOBaHUU
CTapaiiTech BHIPA3UTh MBICIb CBOMMHU CIIOBAMH. 3allUCH CJIEIyeT BECTU YETKO, SICHO.

5. I'pamoTHO 3amuchiBaiiTe nUTaThl. LIUTHPYs, yuuThIBalTE JIAKOHMYHOCTH, 3HAYUMOCTh
MBICJIH.

B TekcTe KOHCHEKTa KenaTeabHO MPUBOAUTH HE TOJBKO TE3UCHBIE TOJIOKEHHUS, HO M UX
nokaszarenbcTBa. [Ipu oQopMIIeHHH KOHCIEKTa HEOOXOJUMO CTPEMUTBhCS K €MKOCTH KaXKJI0ro
npesiokeHus. MpICiM  aBTOpa KHUTH  CleyeT H3Jlaratb KpaTko, 3a00TAch O CTHIE U
BBIPA3UTEIILHOCTH HAIMCAHHOTO. YMCIIO JOMOJHUTENbHBIX JIEMEHTOB KOHCHEKTa JOJDKHO OBITh
JOTMYecKd  OOOCHOBAHHBIM,  3allUCH  JOJDKHBI  paclpelesiiTbCsi B ONpPEAeTICHHOU
MOCJIeIOBATEIbHOCTH, OTBEYAIOIIEH JIOTUYECKON CTpyKType mnpousBeneHus. [l yrouyHeHUs H
JIOTIOJIHEHUS] HEOOX0AUMO OCTABIISATH IMOJIS.

OBnageHne HaBBIKAMU KOHCIIEKTUPOBAaHUS TpeOyeT OT CTYAEHTA LENeYCTPEMJICHHOCTH,
MOBCETHEBHOM caMOCTOSITEIbHOI pabOoTHI.

[TpaBua MOArOTOBKH K 3a4€TaM U 3K3aMEHaM:

e Jlyumie cpazy COpHEHTUPOBATbCA BO BCEM MaTepuane U 00s3aTesIbHO PACIOJIOKHUTh BECh
Marepuall COTJIaCHO YK3aMEHAIIMOHHBIM BOmpocaM (MM BOIIpocaM, 00CYKIaeMbIM Ha CEMUHAPAX),
3Ta paboTa MOXKET 3aHSITh MHOTO BPEMEHH, HO BCE OCTAJIbHOE — 3TO YK€ TEXHHUYECKHE JeTalli
(rmaBHOE — 3TO OPHEHTHPOBKA B MaTepuaie!).

 Cama mOAroTOBKa CBfi3aHA HE TOJBKO C «3aloMUHaHMeM». [loAroTroBka TaKxke
HpeArnojaraeT u NepeocMbICIIEHUEe MaTepualla, 1 Jake pacCCMOTPEHHE albTEPHATUBHBIX UIICH.

* CHauana CTyJeHT JIOJDKEeH MPOJIeMOHCTPUPOBATh, YTO OH «YCBOMJI» BCE, UTO TpeOyeTcs 1Mo
nporpamMme oOydeHus (WM MO MPOrpaMMe JAHHOTO MPEroJaBaTess), W JHIIb MOCIEe 3TOr0 OH
BIIPaBE BbICKA3aTh WHbBIE, JKEJIATEIBHO apryMEHTHUPOBAHHbIE TOUKHU 3PEHUS.

Memooduyeckue pexomendayuu 015 cmyoenmos no no020mosKe u 0ghopmieHuro pedhepamos

Pedepat (ot nar. refero — «cooOrarwo») — KpaTkoe H3JI0KEHHUE B MUCHBMEHHOM BHUC WU
¢dopme myOAMYHOTO TOKIAa COACPIKaHUS KHUTH, CTaThU WIIM HECKOJIBKUX padoT, HAYYHOTO Tpy/a,
JUTEPaTyphl O OOLIEH TeMaTUKe.

MHorue KpynHble Hay4dyHbIE pe3yJabTaTbl BO3HHMKJIM MPOCTO W3 TMOMNBITOK IPUBECTH B
MOPAAOK U3BECTHBIN MaTepHall.

Pedepar — 310 camocrosTenbHas yueOHO-HMccIe0BaTeIbckas padoTa o0ydaromerocs, rie
aBTOP PACKPBIBAET CYTh HCCIIEYyeMOU NpoOIeMbl, IPUBOAUT Pa3IMUYHbIe TOUKH 3PEHHS, a TAKKe
coOCTBeHHBIE B3MIAAbl Ha Hee. CoJlepkaHME Marepuana JOJDKHO ObITh JIOTMYHBIM, H3JIOKEHHE
MaTepHaia HOCUT PpOoOJIeMHO-TIOMCKOBBIM XapakTep.

Otanbl paboTsl HaJl pedepaToMm:

1. ®opmynupoBanue TeMbl. Tema A0kHA OBITh HE TOJBKO AKTYyaJbHOW IO CBOEMY
3HAYEHUI0, HO M OPUTHHAIBHOM, HHTEPECHOH 10 COIepKaHHIO.

2. [Ton0Oop u u3yueHne OCHOBHBIX UCTOUHUKOB TI0 TeMe (Kak rpaBuiio, He MeHee 8-10).

3. CocraBieHue CIUCKA UCTIOJIb3YeMbIX HCTOYHHUKOB.

4. O6paboTka U cucTeMaTH3alus HHPOPMaLUH.

5. PazpaboTka miana pedepara.

6. Hanucanue pedepara.

7. IlyOnuuyHOe BBICTYIUIEHHE C pe3yiabTaTaMU HCCIEJOBAHMS HA CEMHUHAPCKOM 3aHSTHUH,
CTY/IEHYECKON Hay4YHO-TIPAKTHUECKONH KOH(EPEHIINH.

Conepxanue pabOThI JOHKHO OTPAXKATh:

1. 3HaHME COBPEMEHHOTO COCTOSIHUSA MPOOIEMBI,

2. 060CHOBaHME BHIOPAHHOW TEMBI;
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3. HCIOJIb30BaHHE U3BECTHBIX PE3YNIbTATOB U (DAKTOB;

4. TOTHOTY LUTHPYEMOU JTUTEPaTyphl, CCHUIKH Ha Pa0OThI YUEHBIX, 3aHUMAIOIINXCS TAaHHON
poOIeMOH;

5. aKTyalbHOCTb MOCTaBJICHHOW MPOOIEMBI,

6. Marepuai, MOATBEPXKIAIOIIMN HaydyHOe, JHUOO MpPaKTUYECKOe 3HAuYEHHE B HACTOsILEe
BpeMH.

Tunosasi cTpykTypa pedepata:

TUTyIBHBIN JTUCT.

[Tnan (mpocToii MK pa3BepHYTHIN C YKa3aHUEM CTPaHHUIl pedepara).
Beenenue.

OCHOBHasI 4acTb.

3aKIroueHue.

CHuCOK UCTOIb3yeMBIX HCTOYHUKOB.

[Tpunoxenus (KapThl, CXeMbl, rpaguKH, JUArPaMMbl, PUCYHKH, OTO U T.11.).

71 D€608(1HM}Z K oghopmnenuio pazoenog pegpepama.

TurynpHblil gUCT. TUTYNBHBIN TUCT 0(GOPMIISIETCS TIO €AUHBIM TPEOOBAHHSIM, H3JI0’KEHHBIM
B «TpeboBaHUAX IO OPOPMIICHUIO MUCBMEHHBIX pa00T (KOHTPOJIBHBIX padoT, SK3aMEHAIMOHHBIX
paboT, 3a4eTHBIX paboT, pedepaToB, KypCOBBIX padOT, KypCOBBIX 3aJlaHUM, OTYETA IO MPAKTUKE
(Bce BHIBI TPAKTHK), BBIMTYCKHBIX KBATM(UKAIMOHHBIX pabOT M Ap.) Ais oOydaromuxcs IO
nporpammam CI1O, BITIO u nocneBy30Bckoro npoecCHOHaIbHOT0 00pa3oBanus (aCHUPAHTYPhI) U
JOTIOJTHUTEIBHOTO MpodeccuoHanbHOro o0pasoBanus (ciaymareneii). — Mypmanck: MADY, 2014 r.
(C moCHIenyONUMHI U3MEHEHUSIMH U JIOTIOJTHCHUSIMH ) ».

[lnan. [Tnan (wu coneprkanue) pedepara OTpaxkaeT OCHOBHOM €ro Marepuat

Bseoenue wMeeT 1enb O3HAKOMHUTb YHTATENsl C CYIIHOCTBIO H3JIaraéMoro BOIpOCa, C
COBPEMEHHBIM COCTOSIHUEM MpoOieMbl. 37eCh JO0JDKHA OBITh YEeTKO C(HOpMYIMpPOBaHA LENb U
3aauu paboThl. O3HAKOMUBIINCH C BBEJICHUEM, YUTATENb JOJDKEH SICHO MPEACTAaBUTH cede, 0 4eM
nanblne nowaer peub. O0beM BBeneHUs — He Oojee 1 cTpaHuIbl. YMEHHE KpaTKo U MO CYLIECTBY
U3JIaraTh CBOM MBICIIM — 3TO OJIHO M3 JJOCTOMHCTB aBTopa. Miumoctpanuu B pasnen «BBenenue» He
MIOMEIIAI0TCS.

Ocnosnas uacme. Crepyromuii nocie «BpeneHusr» pasnen IODKEH HMETh 3arjlaBue,
BBIpa)Kalolllee OCHOBHOE coJiepkaHue pedeparta, ero cyrb. [J1laBbI OCHOBHOM 4YacTH pedepata
JOJDKHBI COOTBETCTBOBATH IIaHy pedepara (IpoCTOMY WM Pa3BEpHYTOMY) M YKa3aHHBIM B IUIAHE
cTpanunaMm pedepata. B 3TOM pazgene momkeH ObITh NOAPOOHO MpPENCTaBIEH MaTepual,
NOJYYCHHBIH B XOJ€ H3Y4YCHHUS Pa3JIMUHBIX HMCTOYHMKOB WH(popmaimu (nurteparypsl). Bce
COKpAIlleHUs1 B TEKCTE JOJDKHBI ObITh pacuiudpoBanbl. CCBUIKM Ha aBTOPOB LUTHPYEeMOM
JUTEpaTyphl JIOJDKHBI COOTBETCTBOBAaTb HOMEpAM, IOJ KOTOPHIMH OHH HUAYT IO CIHHUCKY
muteparypsl. O6beM camoro pedepara — He MeHee 15 THCTOoB.

3aknrouenue. @OpMyIUpoOBKa €ro TpeOyeT KpaTKOCTH W JIAKOHHMYHOCTU. B aToM paznene
JIOJDKHA COJepKaTbesi MH(POPMAIMs O TOM, HAaCKOJBKO YAAJIOCh JOCTHYb IOCTABICHHOHN MLEiH,
3HAYUMOCTb  BBIMOJIHEHHOM paboOThl, MNPEeNIOKEHHS MO0 MPAKTUYECKOMY HCIIOIb30BAHUIO
pe3ynbTaTOB, BOZMOYKHOE JabHENIIIee PO10JKEHUE pabOTHI.

Cnucok ucnonv3yemvix ucmounukog. VImerorcs B BHAY Te€ HCTOYHUKHM HH(POPMALUH,
KOTOpbIE UMEIOT MPSIMOE OTHOILIIEHHE K paboTe M UCMOoIb30BaHbl B Hell. [Ipu 3ToM B caMmoM Tekcrte
paboThI TOJHKHBI OBITH CCHUIKM HAa UCTOYHUKHU HH(OPMAIIHH.

Ipunoosicenusi (KapThl, CXeMbl, TpaduKH, TUarpaMMbl, PUCYHKH, (OTO H T.1I.).

TpeGoBanus K 3ammre pedepara:

3amura npogospkaercs B redyeHue 7-10 MuHyT 1o muiany:

- aKTyaJbHOCThH TE€MbI, 000CHOBAaHKE BBIOOPA TEMBI,

- KpaTKasi XapaKTepUCTHKa U3y4eHHOU JIUTepaTyphl U KpaTKoe cojepkanue pedepara;

- BBIBOJIBI IO TEME pedepara ¢ U3JI05KEHUEM CBOCH TOUKH 3PEHUSI.

6.4. ABTopy pedepara Mo OKOHUAHHM IpeJCTaBICHUS pedepata 3K3aMEHATOpaMH MOTYT
OBITH 3aJ1aHbI BOIIPOCHI IO TeMe pedepara.

NogakrowdE
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IIpumepHas Tematuka pedeparos.

IIpu omcymemeuu Ha nNPaKmMu4ecKux 3aHamuax cmyoenm OOIXiCeH bINOIHUMb peghepam no
00HOI U3 CNIeOYIOUWUX TeM:

1.Ponp noxymeHTa B cdepe mpaBa v yrpaBJIeHHs.

2. JIOKyMEHT: OCHOBHBIE TOHSTHS, CIIOCOOBI TOKYMEHTHPOBAHMUS.

3. HWudopmanus u 10KyMEHT.

4. VYuudukanusg W CTaHAApTH3alMsg KaKk OCHOBHOE HAIpaBJICHHE COBEPIICHCTBOBAHUS
nokymMeHTOB. [OCTel Ha YC. CucteMbl TOKYMEHTALIUH.

5. XapakTepHuCTHKa, COCTaB U coaepxkanue aeictyroniero I'OCTa.

6. CocraB pexBuzutoB OPJl, npaBuia ux opopmieHus.

7. IlpaBuna odopmieHHs, M3TOTOBJICHUS, y4eTa, MCIIOJIb30BAaHUS U XpaHEHHs OJIaHKOB
OpraHU3aLINH.

8. XapakTepucTHKa M COCTaB OPTaHU3AUOHHBIX JOKYMEHTOB.

9. XapakTepucTHKa U COCTaB CIPAaBOYHO-MH(POPMAITMOHHBIX TOKYMEHTOB.

10. XapaxTepucTHKa U COCTaB paclopsIUTEIbHBIX JOKYMEHTOB.

11. Ocob6ennoctu oopmMieHus KaapoBOi JTOKYMEHTAIINH.

12. YuudunupoBanubsie pOpMbI TOKYMEHTAIUH 110 TPYAY.

13. JlenonpousBoJACTBO Kak (YHKIMS YIOpPaBIEHHs, COBPEMEHHble TPeOOBaHUS K €ro
OpraHu3aluH.

14. Cnyxx6a IOKyMEHTallMOHHOTO oOOecredyeHusi YIpaBleHUs: (QYHKIUH, CTPYKTYpa,
JOJDKHOCTHOM cOCTaB, HOPMaTHUBHBIE MaTE€PUAIbI.

15. OOmue mpUHLMIBI OPraHU3ALUU JOKYMEHTO000poTa. OCHOBHBIE 3Talbl TEXHOJOTMU
paboThI ¢ JOKYMEHTaMH.

16. IlepBonauanbHas 06pabOTKa TOKYMEHTOB B YUPEIKICHUU.

17. TexHonOTUs PACCMOTPEHUS TOKYMEHTOB B YUPEXK ICHHH.

18. Peructpamus JOKyMEHTOB Kak IpOLIECC CO3/aHHMs OaHKa JaHHBIX O JIOKyMEHTax
OpraHu3aluy.

19. KoHTposb UCHOTHEHUS JOKYMEHTOB.

20. OpraHu3anus OTIPABKU JOKYMEHTOB.

21. OcHOBHBIE TPEOOBAHUS K OpraHU3alMy XPaHEHUS UCTIOJIHEHHBIX JOKYMEHTOB.

22. Bupapl HoMeHKknatyp aein. [lopsiok coctaBneHus 1 0popMIIeHUS.

23. Cpoku XpaHEHHUs JOKYMEHTOB.

24. TlpaBuia MOArOTOBKHM JIeJl K c/lauye B B€IOMCTBEHHBIN apXMB.

25. ApxHBHOE XpaHEHHUE JOKYMEHTOB.

26. CocTtaB HOPMATUBHBIX TOKYMEHTOB, PEriIaMEHTUPYIOIIUX COCTaBJICHUE H 0pOpMIICHHE
JOKYMEHTOB, UX XapaKTEePUCTHKA.

27. CocTaB HOPMAaTHBHBIX JOKYMEHTOB, DPEIVIAMEHTHUPYIOIIMX OpraHu3aluio paldoThl ¢
JTOKYMEHTaMH B YUPEXKICHUH, UX XapaKTCPUCTHKA.

BBI60p 3aJaHusA (TCMH) OCYHICCTBJISACTCA IO COTJIACOBAHUIO C ITPCIIOAABATCIICM.

B HpeHCTaBHCHHOﬁ Ta6.]'II/II_IC CTYACHT MOXCET O3HAKOMUTBCA C KOJINYECCTBOM 68.J'IJ'IOB,
MMOJIy4aCMbIX UM IIPpHU HAIIUCAHUN pe(bepaTa

Kpurepuu oneHku MunumanbHoe MakcumainbHOe
KOJINYECTBO OAJIJIOB 32 | KOJMYECTBO OAJUIOB
y4yacTue 3a yyactue

1 conepxanue 1 4
2 oopmiieHne 1 3
3 UCTOJB30BAHUE AKTYAJIBHBIX MAaTEPHUAIOB 1 4
IpY NOJrOTOBKE pedepara

4 ¥cnonb30BaHUE COBPEMEHHBIX HCTOUYHUKOB 1 3
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JIUTEpaTyphl

ol

S CBOEBPEMEHHOCTb 1

6 aBTOpPCKUIl MOIXO/, BEIpAXKECHUE 1 5
COOCTBEHHOM TOYKH 3pEHUS

10.2. MeToauyecKkue yKa3aHHus N0 NPOBEAEHUIO NPAKTHYECKUX 3aHATHI

CemuHap — 0JWH U3 HauOOJee CIOXKHBIX U B TO K€ BPEeMsl ILIOJOTBOPHBIX BUIOB ((popm)
BY30BCKOT'O OOYy4YeHMS M BOCHHMTaHUS. B ycIOBUSX BBICIICH IIKOJIBI CEMUHAp — OAMH U3 BUIOB
[IPAKTUYECKUX 3aHATUH, IIPOBOJUMBIX I10J] PYKOBOACTBOM IIPEIO1aBATEIIA.

CemuHap mpeaHa3Ha4yaeTcss A yriayOJIeHHOTOo M3Y4YEHHUs TOW WIM WHOW TUCHUIUIMHBI U
OBJIQJICHUSI METOJIOJIOTHEH MPUMEHHUTEIBHO K OCOOCHHOCTSIM HM3y4aeMOM OTpaciu Hayku. MO>KHO
OTMETHUTH, OJHAKO, YTO IPU U3YYCHUHU AUCLUIUIMHBI B By3€ CEMHUHAp SBISETCA HE IPOCTO BUAOM
NPaKTUYECKUX 3aHATHUM, a, HapsLy ¢ JieKuuel, ocHOBHOM (popMoii yuebHorO mporuecca. Cemunap —
3TO TakoM BUJ y4eOHOTO 3aHATHS, NMPH KOTOPOM B pe3yjbTare IMpeIBapUTENIbHON pabOThl Hax
POTPaMMHBIM MaTEepHaJIOM M MpenoJaBareis U CTYyJIEHTOB, B OOCTAaHOBKE UX HETOCPEACTBEHHOTO
U aKTUBHOTO OOIIEHHUS, B MPOLECCE BBICTYIUICHUN CTYJEHTOB IO BOIPOCAM TE€MbI, BO3HUKAIOLICH
MEX]Jly HUMHU JHUCKycCHU M OOOOIIEHUH mHperojaBaress, peIlaloTcs 3a7ayl MO3HABAaTEIbHOTO U
BOCIMTATEIBHOTO XapakTepa, (JOpMUPYETCS MUPOBO33pEHHE, NMPUBUBAIOTCS METOM0JIOTUYECKUE U
NpPaKTUYECKUE HaBBIKHM, HEOOXOIUMBbIE JUIsl CTAHOBJIEHUS KBATU(PULIMPOBAHHBIX CIIELIUATHUCTOB.

[Ipu ycnoBuu cobmoieHust TpeOOBAHUN METOIUKU MX MPOBEIEHUS CEMUHAPbI BHIMOIHSIOT
MHOT'OI'PAaHHYIO POJb. CTUMYJIMPYIOT PEryJIIipHOE HM3Y4EHHME CTYAEHTaMHM I[I€PBOMCTOYHUKOB MU
JApYrol nuTepaTypel, a TaKK€ BHHUMATEJIBHOE OTHOILUEHUE K JICKIHOHHOMY KYpCy; 3aKpEIUIAIOT
3HaHUS, TIOJyYEHHbIE CTYJACHTAaMH IPHU MPOCIYLIIUBAHUM JIEKIIUK M CAMOCTOSITEIbHON paboTe Hax
JUTEPATypO; pacIIupsIOT Kpyr 3HAHUM Ojarojaps BBICTYIUICHHSIM TOBApHILEH M IMpernojaBaTelis
Ha 3aHATUU, IO3BOJAIOT CTYACHTAM IIPOBEPUTH IIPABWIBHOCTH paHee IOJYYCHHBIX 3HAHHM,
BBIWICHUTh B HUX HauOoJiee Ba)KHOE, CYIIECTBEHHOE, CIIOCOOCTBYIOT NpPEBpAILlEHUIO 3HAHUN B
TBEp/Ible JINYHbIE YOEXKJIEHHs], PACCEMBAIOT COMHEHHUs, KOTOPble MOTJIM BO3HUKHYTh Ha JICKLUAX U
IpU U3YyYEHHM JMTEpaTyphbl, 4TO OCOOEHHO XOpOLIO JOCTHIaeTcs B pPe3ysbTaTe CTOJIKHOBEHHUS
MHEHUH, TUCKYCCHH; IPUBUBAIOT HABBIKM CAMOCTOSTEIBHOIO MBILIUICHHS, YCTHOTO BBICTYIUICHHUS
[0 TEOPETHYECKHM BOIPOCAM, OTTAUYMBAIOT MBICIb, IPUYYaOT CTYJEHTOB CBOOOJIHO ONEPHPOBATH
TepMUHOJIOTHEH, PUIoCOPCKUMU MOHATUAMHM M KaTErOpPUSIMM; CO3JAI0T LIMPOKUE BO3MOXKHOCTU
JUIi OCO3HAaHMsI M HCHOJNb30BaHUSA (uIocopuM Kak METOAOJIOTUM HAy4yHOro IO3HaHWS U
npeoOpa3oBaHUs MUpPA, NPUMEHEHHs HaubOosiee OOIIMX 3aKOHOB M Kareropud, ¢uiocopckux
IPUHLUIIOB K aHAJIM3y OOLIECTBEHHBIX SIBJICHUI M HayYHBIX MPOOIEM, 0COOEHHO MPO(YUIHPYIOLINX
JUIs  JTaHHOM  CEMMHApCKOM  IpyNIbl;  HPENOCTaBISAIOT  BO3MOXHOCTb  IIPETOJABaTEIIIO
CHCTEMaTHMYeCKH KOHTPOJMPOBaTh YPOBEHb CAMOCTOSITENIHOM  pPabOThl  CTYAEGHTOB  HaJ
NIEPBOMCTOYHUKAMH, JPYTHM YUEOHBIM MaTepHajoM, CTENEeHb UX BHHUMATEJIBHOCTH Ha JICKIUSIX;
IIO3BOJISIIOT U3Yy4UTh MHEHHMsI, HHTEPECHI CTYACHTOB, CIIy’KaT CPEICTBOM KOHTPOJIA IIpemnojaBaTels
HE TOJBKO 3a pabOTOM CTYIEHTOB, HO M 3a CBOEH COOCTBEHHOW Kak JIEKTOpa M PYKOBOAUTEJS
CEMHMHapa, KOHCYJIBTAHTa U T.JI.

Kak 1 B yueGHOM Ipoliecce B LIeJIOM, OCHOBHOM U BeAylled (QpyHKIMel ceMuHapa sBIseTCs
¢GyHKUMs To3HaBaTenbHas. Eciin 3aHATHE XOPOIIO MOJArOTOBIEHO, B Mpoliecce OOCYXKIEHHUS Ha
CEMHUHApe KOHKPETHbIX (MIOCO(CKUX MpoOIeM BBIPUCOBHIBAIOTCS WX HOBBIE ACIEKTHI,
yriiyomnsiercss MX OOOCHOBaHME, BBIJABUIAIOTCSA IOJIOKEHMs, HE IpPUBIEKLIME paHee BHUMAHUS
cTyzeHTOB. Jlaxke caMo yriyOseHue 3HaHH, ABUKEHHE MBICIH OT - CYLIHOCTH MEPBOTO MOPsIKa K
CYIIIHOCTH BTOPOTO MOPSJKAa COOOLIAIOT 3HAHMAM CTYACHTOB 00Jiee OCMBICICHHOE M INPOYHOE
coJiepKaHue, MOJAHUMAIOT UX Ha 00Jiee BBICOKYIO CTYIEHb.

BocnurarenbHas ¢GyHKLIUS CEeMHHapa BBITEKA€T U3 €ro IMO3HaBATENbHOW (DYHKIMH, 4TO
CBOMCTBEHHO BceMy ydeOHOMY mpoleccy. [ 1y0okoe MoCTHKEHHE BeNMYalIlero TeopeTnyeckoro
OorarctBa, hopMupoBaHue PUIOCOPCKOro MUPOBO33PEHUS HEOOXOAUMO CBSI3aHbI C YTBEPKACHUEM
IyMaHUCTUYECKOW  MOpalld, COBPEMEHHBIX JCTETHYECKUX KpuTepueB. BocnurarenpHble
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BO3MOKHOCTH HAyKH, pa3yMeeTcs, HE peajH3yloTcs aBTOMaThudecku. VMU HYXHO yMelo
BOCIIOJIb30BaThCS MPU OPraHU3ALUN CAaMOCTOATENIBbHOM PabOThI CTYAECHTOB, B COJCPKATEIbHON U
ruOKoil MeToAMKe CEeMMHAPCKUX 3aHATUH. HakoHel, ceMuHapy npucyma 1 (yHKIHMS KOHTPOJIS 32
COJICPKATENBHOCTBIO, TIIYOMHOM M CHCTEMaTHYHOCTHIO CaMOCTOATENBHOM pabOThl CTYICHTOB,
SBIISIONIASsICA BCIIOMOTAaTEIbHOM IO OTHOLICHWIO K BbIIIEHA3BaHHBIM (yHKUIMsAM. MmeHHO Ha
CEeMUHApEe PACKPBIBAIOTCS CUJIbHBIE U CIIa0ble CTOPOHBI B MOCTHKEHUU CTyAE€HTaMu (huinocodcekoit
HayKd €IIe 3aJ0JIM0 JI0 5K3aMEHOB, YTO JAeT IPerojaBaTeli0 BO3MOXKHOCTb CHCTEMAaTHYECKU
aHAJM3UPOBATh M OIICHUBATh, KaK YPOBEHb PaOOTHI IPYMIIbI B IIEJIOM, TaK U KaXJOTO CTYJCHTa B
OTJENBHOCTH M COOTBETCTBYIOIIMM 00Opa3oM pearupoBaTh HAa HETaTHBHbIE CTOPOHBI B OCBOCHHUH
¢unocopun. CkazaHHOE HE HCKIIOYaeT BO3MOXKHOCTH Jpyrux (opM KOHTPOJS, HampHuMep,
MH/IMBUYaJIbHBIX cOOECe0BaHUIl.

Bo1iensior Tpu TUIIa CEMHUHAPOB, IPUHSATHIX B BBICIIEM y4eOHOM 3aBEICHHU:

1) cemmHap C LENBIO YTITYOJICHHOTO U3Y4YEHHSI OTIPEISICHHOTO TEMaTHYECKOTo Kypca,

2) ceMHHap, IPOBOAMUMBIN JUIS TIYOOKOW TPOPaObOTKH OTIACTBHBIX, HAN0OJIEEe BaXKHBIX U
TUIHYHBIX B METOJIOJIOTMYECKOM OTHOILICHUH TEM Kypca MJIU J1aXe OT/IEIbHOM TeMBI,

3) criericeMuHap MCCIIENOBATENBECKOTO THIIA TI0 OTASIBHBIM YaCTHBIM MPOOJIEeMaM HAayKH ISt
yrIIyONeHUsl UX pa3paboTKH.

TpeboBaHUs K BBHICTYIICHHUSIM CTYJCHTOB.

OpHuM U3  ycloBUHM, oOecleYMBAaIOIUX YCIEX CEMMHApPCKUX 3aHATHH, SBIsSETCS
COBOKYITHOCTb ONpPEAETICHHBIX KOHKPETHBIX TpeOOBaHUN K BBICTYIICHHMSAM, JOKJIaaaM, pedeparam
CTY/AEHTOB. DTU TpeOOBaHMs JOJKHBI OBITh JOCTATOYHO YETKHMMH U B TO XK€ BpEMsl HE HACTOJIBKO
periaMeHTUPOBAHHBIMHU, YTOOBI CKOBBIBATh TBOPYECKYIO MBICIIb, HACAXK/IATh CXEMATU3M.

[lepeuenp TpeboBaHuUi K JII0OOMY BBICTYIJICHUIO CTY/ACHTA!

1) CBsi3b BBICTYIUICHHS C MPEAMIECTBYIOUIMMH TEMOW HIIK BOTIPOCOM.

2) PackpbiTHE CynTHOCTH POOJIEMBI.

Pazymeercs, cTyneHT He 00s3aH CTPOTO MPUIEPKUBATHCS TAKOT'O MOPSIKA U3JI0KEHUS, HO
BCE aCMEKThl BOMIPOCA JIOJKHBI OBITh OCBELIEHbI, YTO OOECIEUYUT BBICTYIUIEHUIO HEOOXOAUMYIO
HOJIHOTY U 3aBEPIIEHHOCTb.

O06s3arenbHBIM TPeOOBAHMEM K BBICTYIAIOLIEMY, OCOOCHHO B Hayaje CEMUHApCKOro Kypca,
SBJIICTCS 3aYMThIBAaHUE IUIaHA BBICTYIUIEHUS, 0KIaja, pedepara. ONbIT MOKa3bIBAET, YTO MHOTHE
CTY/IEHTBI, COJEP’KaTEeIbHO BBICTYNIMB IO KaKOMY-TMOO BOINpPOCY, YacTO 3aTPYAHSIOTCS CXKATO
U3JI0KUTh OCHOBHBIE IOJIOKEHHUSI CBOEro JOKJIana. Ha mepBbIX CEeMHMHApCKUX 3aHATUSAX MHOTHE
CTYEHThl HE MOTYT YeTKO IUIaHMpOBAaTh BBICTYIUIEHUS. MHOrja CTyAEHT NpHU HOATOTOBKE K
CEeMHUHApy COCTaBJIET IUIaH He B Hauyase paldoThl, a yKe IOcJe TOro, Kak BBICTYIUICHHE UM
HamucaHo. B Takux ciydasx BBICTYIUIEHHE OOBIYHO MpPEJCTaBIsAET COOOH MHOYTH JOCIOBHOE
BOCIIpOM3Be/ieHuEe (parMeHTOB M3 YueOHBIX mocoOuil 0e3 TIyOOKOro HuX OCMBICIeHUs. B
OIpE/ICTICHHON CUTYallud MO>KHO PEKOMEHJ0BAaTh CTYAEHTY OCBETUTbH JIMIIbL OJIMH WUJIM J[Ba IyHKTA
ero J0Kjajaa, 4ro (OpMHUpPYeT THMOKOCTh MBIIUIEHUS, CHOCOOHOCTh MEpPEeKIYaTh BHUMAaHMUE,
OBICTPOTY TEPEOPUEHTUPOBKU. PyKOBOAMTENIO K€ CEMHMHapa 3TO IO3BOJSIET MpeloTBpallaTh
MOBTOPEHUS, BBIAEIATH [NIABHOE, SKOHOMUTH BPEMSI.

Baxwuelimue TpeOOBaHUS K BBICTYIUIEHHUSM CTYIEHTOB — CAMOCTOSITEIBHOCTh B MoAOOpe
(dakTHuecKoro Mmarepuajga M aHAJUTUYECKOM OTHOIIEHHWM K HEMY, YMEHHE paccMaTpUBaTh
npuMepsl M (QakThl BO B3aMMOCBSI3M M B3aUMOOOYCJIOBICHHOCTH, OTOHMpaTh Haubosee
CYIIECTBEHHbIE U3 HUX. [IpuBOAMMBIE YyYaCTHHKOM CEMHHapa NpUMeEpbl U (akTbl JOKHBI ObITH
CYIIECTBEHHBIMH, MO BO3MOXHOCTH MEPEKINKATHCS ¢ MpoduiaeM oOydeHHs U B TO e BpeMs He
OBbITh CIIMIIKOM «CIelHaTu3upoBaHHbIMU». Ilpumepsl U3 oOsacTh Hayk, OnM3KuUX K Oynymiei
CIELUAIBHOCTH CTY/AEHTa, U3 cdepbl MO3HAHUSA, OOyuYeHHs MOOUIPSAIOTCS PYKOBOAUTEIEM
ceMuHapa.

BeicTynnenue CcTyldeHTa JOJDKHO COOTBETCTBOBAThH TpeOOBaHUAM JIOTHMKH. Yerkoe
BBIUWICHEHUE  M3JIaraeMoil  mpobnembl, ee TouyHas  (OpPMYJUpPOBKA,  HEYKOCHUTENIbHAs
[I0CJIEIOBATEIbHOCTh ~ APTyMEHTALMM HMEHHO JaHHOM mpolsiembl, 0e3 HeonpaBIaHHBIX
OTCTYIUIEHUH 0T Hee B  1npouecce 0OOCHOBaHMs, Oe€3yclOBHas  J0OKa3aTeJbHOCTS,
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HEMPOTUBOPEUYUBOCTh M MOJTHOTA apryMEHTAIluH, MPaBUIBHOE U COJEPIKATEIHHOE HCIIOJIb30BAHKE
MIOHATUN U TEPMHUHOB.

OO6cyxaeHne T0KIa 0B U BBICTYIUICHUH.

[Topsimok BefeHHsI CEeMHHApa MOXKET OBITh CAMBIM Pa3HOOOpa3HBIM, B 3aBUCUMOCTH OT €T0
dbopMbI M Tex Iened, KOTopble Mepen HuUM cTaBsaTcs. OOBIMHO HMMEET MECTO ClIeAyIoIas
MOCJICIOBATEITLHOCTD

a) BBICTyIICHHE (JI0KJIa]1) IO OCHOBHOMY BOIIPOCY;

0) BOIPOCHI K BBICTYITAIOLIEMY;

B) OOCYXXJICHHUE COJIEpXKaHHS JOKJIA/a, €r0 TEOPETUUCCKUX U METOJMUYECKUX JOCTOUHCTB U
HEJOCTAaTKOB, IOTIOTHEHUSI U 3aMEUYaHUs TI0 HEMY;,

T') 3aKJIFOYMTENILHOE CII0BO JTOKJIATUHKA,

JT) 3aKJIFOYCHUE TIPETIoIaBaTelIs.

Pasymeertcst, 970 e oOmiast cxema, KOTOpas MOXKET BKJIIOYATh B ce0sl pa3BepThIBAHUE
JTUCKYCCHM TIO0 BO3HHKIIIEMY BOIPOCY M Apyrue sneMmeHthl. [Ipu pedeparuBHO-nokmagHon Gopme
CeMHHapa MepBbIMH TOJTYYar0T CIOBO paHee HaMeueHHBIE JOKIAIUUKH, a TIPU pa3BepHyTOH Oecene
— JKEJAIoIINe BBICTYHTh.

[TpuHIMnI JOOGPOBOJILHOCTH BBICTYIUICHUSI COYETAETCS C BBI30BOM CTYAEHTOB. OCTaIbHBIM
JKEJIAIOIIMM BBICTYIIUThH IO OCHOBHOMY BOTIPOCY, YTOOBI HE MOTAaCUTh Y HUX UHTEpeca K CEMUHapY,
MO>KHO TMOCOBETOBATh OBITH TOTOBBIMH MJISi aHAIHM3a BBICTYIUICHHH TOBAapUINEW MO Tpymme, A
JIOIIOJTHEHUN U 3aMEYaAHUM.

KenarenbHo, 4YTOOBI CTYAEHT M3JIarai MaTepuai cBoOOAHO. [IpUKOBAaHHOCTh K KOHCHIEKTY,
00BsACHSETCS OOBIYHO CIEAYIOIIMMH MPUIHMHAMU:

a) TJIOXO MPOJyMaHa CTPYKTypa M3JI0OKCHHS, BOIIPOC HE OCMBICICH BO BCEH €ro MOJIHOTE,
CTyICHT OOUTCS TOTEpSATh HUTh MBbICICH, HAPYIIUTh JIOTUYECKYI) TOCIEA0BATEIHHOCTh
BBICKa3bIBAEMBIX MOJIOKEHUH, CKOMKATh BBICTYIUICHHE;

0) HEIOCTAaTOYHO pa3BUTA KyJIbTypa YCTHOW pEUYH, OMAceHHEe TOBOPUTH «KOPSBO» H
HeyOeUTENbHO;

B) MaTepHas CIIUCAH U3 Y4eOHBIX TTOCOOUH MEeXaHUMIEeCKH, O0€3 JOCTATOYHOTO OCMBICTHBAHHUS
ero;

I) KaK MCKIFOUCHHUEe, MaTepHall CIIMCAH Yy TOBAPHIIA HITH JKE UCTIONb3YeTCS UY/KOH KOHCIIEKT.

JIro0ast U3 MepevncICHHBIX TPUYHH, 32 UCKIFOUEHUEM BTOPOM, TOBOPUT O MOBEPXHOCTHOM
WIN e MPOCTO HETOOPOCOBECTHOW MOJATOTOBKE CTYACHTA K 3aHATHIO. M3BECTHO, YTO TBOpUYECKas
atMoc(epa Ha CEMUHApEe B 3HAYMTEIBHON Mepe 3aBHCHUT OT COJACpKaHHs U (OPMBI JOKIAIOB U
BBICTyIUICHUH. UYeM UWHTEepecHee, cojepKaTelibHee JOKJIal, TeM OOJIbIle OH TPHUBJICKACT
CJIyIIATENICH, BBI3BIBAET C UX CTOPOHBI JKEIIAaHUE MPUHATH ydacTUe B 0OCYKIIEHUH, BbICKAa3aTh CBOE
MHeHHe. C MepBbIX Ke 3aHATUNA MPUXOIUTCS yOexkIaTh CTYJACHTOB B TOM, YTO MPOCTOW MEpecKas
JICKIMHA U YYEOHBIX MOCOOMIT — paboTa HAMIOJIOBUHY BXOJIOCTYIO.

BakHO HAy4YHTBCS CTYJCHTY BO BPEeMsI BHICTYIUICHUS TOJICP’KUBAThH MTOCTOSIHHYIO - CBSI3b C
ayauTopuer, ObICTpO, HE TepsisiCh, pearupoBaTh Ha PEIUIMKH, BOMPOCHI, 3aMEYaHUs, YTO JAeTCs
00BIYHO HE cpa3zy, TpeOyeT MOCTOSHHOW paboThl Haj coboi. BeicTymarommii obparmiaercs K
ayqUTOPHH, a HE K IPEeroJaBaTellto, Kak IIKOJbHUK Ha ypoke. KoHTakT co ciymarensmMu —
TOBApUINAMU [0 TPYIIe — TOMOTraeT CTYACHTY JIydllle BBIPA3UTh CBOK MBICIh, PEAKIUs
ayJIUTOPHUU TIO3BOJIMT €My ITOYYBCTBOBATh CHJIbHBIC M CJIA0BIE CTOPOHBI CBOETO BBHICTYIUICHHUS. be3s
«0OpaTHOM CBSI3U» CO CIYIIATEISIMUA BBICTYIUICHHE CTYIEHTa — 3TO Pa3roBOp C caMHM COOOW,
oOpalleHue B MyCTOTY; €My OJTMHOKO H HEYIOTHO.

Bonpockl kK AOKIaqUMKy 3a/1al0T TPEXKJIE BCErO CTYACHTHI, a HE MPEroJaaBaTellb, B YeM UX
cienayer moompste. HeoOxomumo TpeboBaTh, 4TOOBI BOIPOCHI, 3aJaBaeMbie CTYyJCHTaM, OBLIN
CYIIECTBEHHBI, CBSI3aHBI C TEMOMW, TOYHO C(HOPMYITHPOBAHBI.

Bonpocam npernogaBaTenst 0OBIYHO MPHUCYIIH CIIEAYIOIIee TPEOOBaHUS: BO-IIEPBHIX, SICHOCTD
U YETKOCTh (OPMYIHUPOBOK, OIPENCIIEHHOCTh T'PAaHUI], BECOMOCTh CMBICIOBOH Harpy3KH; BO-
BTOPBIX, YMECTHOCTh IIOCTAHOBKM BOIpPOCa B JaHHBI MOMEHT, OCTpPOTa €ro 3By4aHHs B
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CJIOKMBIIEHCS CUTYallMH, MPOOYKIaromas >KUBOKH MHTEPEC CTYJCHYECKOW ayTUTOPHH; B-TPETHUX,
BOIIPOCHI JIOJKHBI OBITH MOCHJIBHBIMU JUTSI CTYJICHTOB.

ITo cBoeMy xapakTepy BONpPOCHI OBIBAIOT YTOYHSIOUIMMM, HABOASIIMMH, BCTPEUHBIMU;
Jpyras KaTreropust BOIIPOCOB, HAIIPUMEP, Ka3yCHBIX, MOXKET COJAEPKATh IPEANOCHUIKH Pa3Iu4HbIX
CYXJICHHH, OBITh MPUMEPOM HIIM TOJIO)KEHUEM, BKJIIOYAIONIMM KaXKyIleecss WU JCHCTBUTEIbHOE
IIPOTUBOpPEUUE. Y TOUHSIOLIUE BOIIPOCHI UMEIOT CBOEH LENbIO 3aCTaBUTh CTYICHTA SICHEE BBICKA3aTh
MBICJIb, YETKO U OIpPEICNCHHO C(POpMYyIHpOBaTh €€, YTOObl YCTAaHOBUTH, OTOBOPHJICS JIM OH WU
UMEEeT MECTO HEBEpHOE TOJIKOBaHUE NpoOieMbl. OTBET MO3BOJSET IPENOAABATENIO0 MPHHSITH
NIPaBUJIBHOE pELICHHE. UCTIPABIEHHAsi OTOBOPKA CHUMAET BOIPOC, OIIMO0YHOE MHEHUE BBIHOCUTCS
Ha OOCYKJEHHE YYacCTHHUKOB CEeMHHapa, HO 0e3 moauyepKuBaHHs ero omubouHoctd. HaBonsmue
WY HaIpaBJIAIONME BOIPOCHI HMMEIOT CBOCH 3aJadedl BBECTH IIOJEMUKY B HYXHOE pYCIO,
MOMENIaTh HeXeNaTeJIbHbIM OTKJIOHEHUSIM OT CyTH Ipobiembl. VX moctaHoBka TpeGyeT ocoboro
TakTa ¥ TOHKOTO METOJMYECKOr0 MaCTepCTBA OT PYKOBOJAMTENS ceMUHapa. BaxHo, 4ToObl Takue
BONPOCHI MPUOTKPBIBAIM HOBBIE C(Epbl NPUIOKEHHUS BBICKA3aHHBIX IOJOXEHUH, paCIIMPsUIN
MBICJIUTENBHBIA TOPU3OHT CTYAEHTOB. HaBomsdiue BOIpPOCHI Ha BY30BCKOM CEMHUHApE SBISAIOTCA
PEOKOCTBIO M CTaBATCSA JIMIIb B MCKIOYUTENBHBIX Ciydasx. BcTpeuHble BOIIPOCHI coaepkKar
TpeOOBaHMS [JOMOJHUTENBHOM apryMeHTalud, a Takke (OPMaIbHO-JIOTHUYECKOTO aHalIu3a
BBICTYIJICHMS. WJIM €r0 OTHENbHBIX MoJjoxkeHud. Llenp Takux BompocoB — (opMUpOBaHHE Y
CTYACHTOB YMEHMS BCECTOPOHHE M TJIyOOKO OOOCHOBBIBATH BBIJIBUTAEMbIE MOJOXKEHMUS,
CcrocoOHOCTH OOHapyXHBaTh JIOTUYECKUE OHIMOKM, OOYCIOBUBIIME HEYOEIUTENbHOCTh WU
COMHHUTEJIBHOCTh BbIBOJA. Ka3zycHble BONIPOCH! NpeulararoTcsl CTYACHTY WM BCEH IpyIIE B TEX
cllyyasiX, KOTrJia B BBICTYIUICHMH, OKJIaje MpolieMa OCBELIeHA B OOLIEM-TO BEpHO, HO CIUIIKOM
CXEMaTHYHO, BCE KaXKETCsI SICHBIM M TIPOCTHIM (XOTsI MOJTMHHAS TITyOnHa NpoOIeMbl HE PacKphITa)
U B ayauTopuu oOpasyeTcs «BakyyM HHTepecoB». Bo3HMKaeT HE0OXOAMMOCTh IOKa3aTh, YTO B
U3JI0KEHHOM MpobJieMe He BCe TaK MPOCTO, KaK 3TO MOXKET MOKa3aThCH.

Ilenp Takux BONPOCOB B TOM, YTOOBI CIIOKHOE, NMPOTHBOPEUYMBOE SIBIECHUE peabHON
JEMCTBUTENIBHOCTH, COJAEpiKallee B cede MpeanoChUIKM IS pa3IMyHbIX CYXAEHUi, OblIo
OCMBICJICHO CTYJECHTaMH B CBeT€ OOCY)XIEHHOM TEOpeTHUeCKOW NpoOieMbl, 4TOOBl CTYAEHT
Hay4YMJICS MBICIUTh IIMpe U riiyoke. Bompoc MoxkeT ObITh MOCTaBlIE€H B YHUCTO TEOPETUYECKOM
IUIaHE, HO MOTYT OBbITh YINOMSHYTHl U KOHKPETHBIE CIydau, COOBITHS, 1O BO3MOXKHOCTH OJIM3KHE
WIM XOPOLIO M3BECTHBIE YYAaCTHHKAM CEMMHApa, M IPEIOCTaBlI€HAa BO3MOXXHOCTb CaMUM
KOMMEHTUPOBATh UX B IUIAHE TEOPETUUECKOI MpobiemMbl, 00CyKjaeMoi Ha ceMuHape. Bompockl,
IpecieyIoue CO3[JaHue «CUTYyallMd 3aTpyIHEHHI», OOBIYHO NpPEeACTaBISIOT OO0l aBe-TpU
OPOTHBOpEYAIUX JPYr Jpyry (OpMYyIHMpPOBKH, U3 KOTOPBIX HEOOXOJMMO OOHApyKuThb U
000CHOBATh MCTHHHYIO, WM e Oepercs BbICKa3bIBAHHE KAaKOTo-MOO aBTopa (0e3 ykazaHus ero
(bamuin) s aHanu3a. B OCHOBHOM XapakTep TaKuX BOIPOCOB COBMAJACT C MIOCTAHOBKOI 3aj1a4
Ha CaMOCTOSITEJIbHOCTD MBIIIJICHUS.

JUts ydiiero yCBOEHHUs CTYJEHTaMU Kypca aKTHBHO HCIIOJIB3YIOTCS TEXHUUYECKHE CPENCTBA
oOyueHus ¥ HarJIsAHbIE TIOCOOUSL.

10.3. MeToauuyeckue peKOMEHAANMH MO BHINOJHEHUIO U 3aIIMTe KYPCOBOii padoThl

KypcoBoii paboTsl 0 AUCHUIUIMHE pab0oduM y4eOHBIM IJIAHOM HE IPEIYCMOTPEHO.

31



