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1. HEJIb U 3AJAYM OCBOEHUSA JUCITUILJIMHBI (MOIYJIS)

1.1

]_ICJ'H) OCBOCHUS NUCHUINIMHBI 3aKJIIFOYACTCA B OBJIAICHUU TCOPECTUICCKUMU 3HAHUAMU B obnacTu HOpMaTPIBHO—HpaBOBOﬁ
0a3bl JAOKYMCHTAITUOHHOT'O obOecrieueHUs O6pa3OBaT€J'H)HOFO nponecca, IMpPakKTUICCKUMU IPpUEMaMu COBPEMCHHOI'O
ACIOIIPON3BOACTBA.

1.2

3az[aq1/1 OCBOCHUA TUCHUIIIMHBI:

1.3

N3yYUTH BUB OPUIMATIBHBIX JOKYMEHTOB M TPEOOBAHHS K MIX COCTABIICHHIO ¥ O(OPMIICHHIO B COOTBETCTBHH C
HOPMaTHUBHO-IIPAaBOBBIMU aKTaMU B cepe oOpa3oBaHus;

1.4

PaCcCMOTPETD JIMHTBUCTHYICCKHUC 0COOEHHOCTH JAOKYMCHTHBIX TCKCTOB, a4 TAKXKC IIpaBUJjia, pEryIupyromune A3bIKOBbIC
CTOPOHBI ﬂOKyMeHTHOfI KOMMYHUKallUU;

1.5

OBJIAICTh HaBbIKaAMU, PETYIHPYIOIIUMHA 'OTOBHOCTD CIICHUAIUCTA K B3aUMOJICHCTBUIO C ydaCTHUKaMH 06pa3OBaTeJ'H>HOFO
npounecca,

1.6

C(i)OpMPIpOBaTI) HaBBbIK IPABUJIBHOT'O O(l)OpMJ'IeHI/ISI JAOKYMCHTAllUM B COOTBCTCTBHUU C YCTAaHOBJICHHBIMH Tp€6OBaHI/I$IMI/I,
B TOM YHCIIC UCIIOJIb3Ys1 HH(bOpMaL[HOHHLIC TEXHOJIOI'UH,

1.7

OBJIa/IETh CrI0co0amMu paboThI B cucTeMe "JeKTpoHHoe oOpa3oBaHue.

2. MECTO JUCHHUILIUHBI (MOIYJISI) B CTPYKTYPE OBPA3OBATEJBHOM ITPOTPAMMBI

Huxn (paznen) OIT: |Bl.B.I[B.08

21

TpeGoBaHus K NpeABapHTEIbLHON MOAT0TOBKE 00y4al0LIerocs:

2.1.1

BHeyueOHast eI TENbHOCTD 110 PYCCKOMY S3BIKY

2.1.2

WHTEepaKkTHBHBIC TEXHOIOTHH B 00y4EHUHU PYCCKOW JIUTEpaType

2.13

VHTepaKTHBHBIE TEXHOJIOTUU B 00YUE€HUU PYCCKOMY S3BIKY

2.14

IIporuBoneiicTBIE TEPPOPU3MY U IKCTPEMUIMY

2.1.5

O06pazoBaTenbHOE IPABO

2.1.6

OCHOBBI KOJIOTMYECKON KYJIBTYpBI

2.1.7

IIpaBoBenenue

2.1.8

HpOI/ISBOZICTBGHHaH MpaKTUKa I10 NOJTYYCHUIO

2.1.9

IIpodeccnoHanbHBIX YMEHUI U ONBITA MTPOJECCHOHATBHON 1A TENILHOCTH

2.1.10

KoMMyHHKaTUBHBIN NPAaKTUKYM

2.1.11

OcHOBBI 001IIEH Nefaroruky ¥ NCTOpUs 00pa30BaHus, BBEICHUE B EJArOTMUECKYIO JeITebHOCTD

2.1.12

IIpoTuBonelicTBrE KOPPYILIUN

2.2

ﬂl/lCHI/lHJII/lHLI U MIPAKTHKH, 1JI51 KOTOPbIX OCBOCHHE JAHHO! XN CIUIJIMHBI (MOI[y.]'Iﬂ) Heo0X0IHMO KaK
npeamecTreymoniee:

221

3amura BBITYCKHONW KBATU(UKAIIMOHHOM pabOThl, BKIIIOYAs OATOTOBKY K IPOLEAYpPE 3aIUThl U MPOLEAYPY 3aIIUTHI

3. IMTAHUPYEMBIE PE3YJILTATHI OBYYEHMS IO KAKJION TUCHUIIIMHE (MOIY.JIO),

OBECIEYMBAIOIIME JIOCTUKEHUE IJIAHUPYEMBIX PE3YJIbTATOB OCBOEHHMS OBPA3OBATEJIBHOM

ITPOI'PAMMBbI

OIIK-4:

TOTOBHOCTBIO K NPodecCHOHANBHOI 1eSITeJIbHOCTH B COOTBETCTBMH ¢ HOPMATHBHO-NIPABOBBLIMHI AKTaMH c(epbl
o0pa3oBaHust

3HaTh:

CTPYKTYPY H BBl HOPMATHUBHBIX IPABOBBIX AKTOB, PErIIAMEHTHP YIOIIHX PO} ECCHOHAIBHYIO JIESTEIbHOCTD B chepe
o0pazoBaHus;

TpeOOBaHUS K KAYECTBY PEAIM3yEeMbIX 00pa30BaTEIbHBIX IPOrPAMM Ha OCHOBE ACHCTBYIOIINX HOPMATHBHO-
IIPABOBBIX aKTOB B chepe 00pa3oBaHMS;

TpeOOBaHUS K 00pa30BaTENbHBIM PE3yIbTATAM B COOTBETCTBHHU C HOPMATHBHBIMH [IPABOBBIMHU aKTaMuU C(hepbl
o0pazoBaHus;

YMmeTh:

WCTIONIb30BaTh 0a30BbIe MPABOBHIC 3HAHMUS MPU PELICHUHN PAa3JIMIHBIX MPO(PECCHOHANBHBIX 3a/1a4;

OLICHHBATh Ka4YECTBO PEATU3yEeMbIX 00pa30BaTEeIbHBIX IPOrPAMM Ha OCHOBE ACHCTBYIOIINX HOPMATHBHO-IIPABOBBIX
akToB B chepe 0Opa3oBaHuS;




aHAJIM3UPOBAThH M OIICHUBATH PE3YJIBTATHL, IIOCIEICTBHS IeHCTBUIH (Oe31eCTBHIT) B COOTBETCTBUH C HOPMATUBHBIMH
IIPaBOBBIMH aKTaMH c(epbl 00pa30BaHMUS,;

Baagern:

HaBBIKaMH HCIOJIb30BAaHHST HOPMATHBHO-TIPABOBOM 0a3bl ISl peleHuUs TPoeCCUOHATBHBIX 3a7a4  Cepbl
o0pazoBaHus;

HaBBIKAMH TTO00Pa TaKeTa HOPMATHBHBIX MTPABOBBIX aKTOB Cepbl 00pa30BaHUS IS PEIICHNST KOHKPETHBIX
pod)eCCHOHANIBHBIX 3a]1a4;

HaBbIKaMH pa3pa60TKI/1 JIOKAJIbHBIX HOPMATUBHO-IIPABOBBIX dKTOB B cd)epe 06p8,30BaHI/I$I;

IIK-6: roTOBHOCTBIO K B3aUMO/IeHiCTBHIO € YYaCTHUKAMHU 00pa30BaTe/IHLHOIO Mpolecca

3HaTh:

OCHOBBI B3aMMOJICHCTBHUS C Y4aCTHUKaMH 06pa3OBaTCJ'IBHOFO npounecca;

KpUTCPHUU YCIICILIHOI'O B3aUMOJICHCTBUS CO BCEMU Y4aCTHUKaMH O6pa30BaTeJ’ILHOFO npounecca;

TCOPCTUUCCKUC U NPUKIAHBIC OCHOBBI IIPOCKTUPOBAHUS BSaHMOHeﬁCTBHﬂ C YJaCTHUKaMHU 06pa3OBaT€J'[LHOI"O
npomnecca,

YMmeTs:

B3aMMOJIEHCTBOBATH C yYaCTHUKAMH 00pa30BaTeNbHOr0 Npoliecca (regaroraMu; 00yJaronuMHC 1 UX POAUTEINSAMHE);

OTPENENATh OCHOBHBIC 33/1a4H B3aMMOJICHCTBHS C YYaCTHUKAMH 00pa30BaTEIbHOTO Mpolecca YIS TOCTHKECHHS
00pa30BaTENIBHBIX IIENICH;

OIIpEIeNsATh MPUOPUTETHBIE 33/1a4H B3aUMOJICHCTBHUS C YUaCTHUKaMH 00pa30BaTeNbHOTO MpoIiecca, Oupasich Ha
KOHKPETHBIE XapaKTePUCTUKH 00pa30BaTEILHON CPEIbI;

Baagern:

HaBbIKaMH YCTAaHOBJICHU L B3aHMO}1€ﬁCTBHﬂ C KoJIJIeraMu, OGy‘{ﬁ}OH.II/IMI/ICH U UX pOAUTEIIAMUA IJIs1 pEIICHUA
KOHKPETHBIX BOITPOCOB O6y‘{eHI/IH, BOCITUTaHUA U Pa3BUTUS;

OITBITOM B3aUMOJICHCTBHS CO BCEMH YYaCTHUKaAMH 00pa30BaTEIBHOIO MPOLECcca 110 3aJaHHBIM KPUTEPHUSIM YCIICITHOTO
B3aUMOJICUCTBUS;

IMPOCKTHUPOBATH HAITPABJICHUA B3aUMOJICICTBHUS C ydaCTHUKaMH 06p330BaTeJ'IBHOFO Inpounecca ajis peuIcHu
IIOCTaBJICHHBIX 3a1a4,

B pe3yabTare OCBOCHUS TUCHHUIIIMHBI oﬁyqammnﬁm AOJIKCH

3.1

3HaTh:

3.1.1

OCHOBHBIE IIOHATHS, COCTaBIsIONINE 0a3y COBPEMEHHOH (DUIIOIOIHYECKON HAyKH, | €€ TePMUHbI

3.12

OCHOBHBIC ITOHATHA O HAYYHBIX UCCIICJOBAHUAX B OTACIIBHBIX 00J1aCcTsIX (I)I/IJ]OJ]OFI/II/I W MHBIX TYMaHUTapHBIX HAYK

3.13

¢ dHEKTUBHBIE CIOCOOBI peaan3aliy  00pa30BaTEIbHBIX IPOrPAMM C UCHOJIL30BAHUEM COBPEMEHHBIX TEXHOIOIHI

3.14

IIpUEeMBbI B3aUMOJCHCTBUS ¢ YIaCTHUKaMH 00pa30BaTeIbHOTO MIPOLECcca U COLMAIBHBIMU MTapTHEpaMu 00pa3oBaTeIbHON
OpraHu3aluu

3.1.5

OCHOBHBIE XapaKTEPUCTUKH U TEXHOJIOTHH B3aMMOAEHCTBHS yIaCTHUKOB 00Pa30BaTENLHOro Iporecca

3.1.6

CTPATCTUH COTPYAHUYICCTBA I JOCTHIKCHUA MOCTaBIICHHOM 1EJIH

3.2

YMmeTh:

321

[IPUMEHSThH Ha MPAaKTUKe 0a30BbIe HABBIKKM COOpa M aHAIM3A SI3BIKOBBIX M JIMTEPATYPHBIX (DaKTOB

322

AHAJIM3UPOBATH U UHTCPIIPETUPOBATE HA OCHOBE CYHICCTBYIOINX HAYYHBIX KOHL[eHL[I/Iﬁ OTACIBHBIC A3BIKOBBIC,
JINTEPATYPHbIC 1 KOMMYHHUKATUBHBIC SIBJICHUS U ITPOLCCCHI

323

HCIONB30BaTh 3P (PEKTUBHBIC CIIOCOOBI peanu3alui  00pa30BaTe/bHBIX MPOTrPaMM

324

MIPUMEHSTH IPUEMBI B3aUMOJICHCTBHS C YIaCTHUKAMU 00Pa30BaTEILHOrO MPOIecca U COUMAIbHBIMK MapTHEPAMH
00pa30oBaTeNbHOI OpraHn3alyu

325

CTPOHTH B3aUMOZICHCTBHE C CYOBEKTaMH 00pa30BaTENBFHOrO MpoLecca ¢ LENbI0 JOCTKEHHS IIOCTABICHHON LIETH

3.2.6

VICITIOJIB30BATh CTPATCIUU COTPYAHUYCCTBA JJIA JOCTHXKCHUA ITOCTABJICHHOM I1eJIH

3.3

Baagern:

33.1

CIIOCOOHOCTBIO K BOCIIPUATHIO, aHAU3Y, 0000IIeHUI0 HH(OpMAIIMH, TOCTAHOBKE IIEJIM U BEIOOPY MyTEH €¢ TIOCTHKEHHUS,
OCHOBHBIMH METOAMH M IIPUEMAMH HUCCIICIOBATENBCKON MPAKTHYECKON paboThI B 001aCTH (DIIOIOrUH

332

cOopoM 1 00pabOTKOM SA3BIKOBOM M IUTEPATYpHOH MH(POPMAIIMHU C UCTIOJIb30BAaHUEM TPAIUIIMOHHBIX METOJI0B U
COBPEMCHHBIX HH(OPMAIIMOHHBIX TEXHOIOT Uit

333

3¢ (EKTUBHBIMU CIIOCOOAMU peau3alii  00pa30BaTebHBIX POTrPaMM

334

MIpUeMaMH B3aUMOJICHCTBHS ¢ yIaCTHHKaMH 00pa30BaTENbHOTO MPOLIECca U COUABHBIMU MapTHEPaMH 00pa30BaTelbHOM
OpraHu3alyu

335

OCHOBHBIMHM XapaKTCPUCTUKAMU U TEXHOJIOTUAMU BBaHMOHeﬁCTBHH Y4aCTHUKOB O6paSOBaTeJII>HOFO Tiporecca

3.3.6

HaBBIKAMH HUCIIOJIB30BAHMS CTPATETUN COTPYAHUIECTBA IS JOCTHIKEHUA IMOCTaBIICHHOM JE(SA104




4. CTPYKTYPA U COJEP)KAHUE JUCOUILIMHBI (MOLY.JIS)

Kon
3AHATHUSA

HaumeHoBaHMe pa3/iesioB M TeM /BU]
3aHsATHA/

Cemectp /
Kvpc

Yacos

Komneren-
100

JIntepatypa

Hutep
aKT.

IIpumeyanue

Pazpea 1. Cymnocts
JOKYMEHTAMOHHOI 0 o0ecreyeHust
o0pa3oBaTeJIbHOrO Ipoluecca

1.1

OCHOBHBIE TIOHATHS JJOKYMEHTallHOHHOT O
obecreueHNs1 00pa30BaTEIBLHOTO IPOLECCa.
Lleny, 3anaun, Ha3HAYEHUE CHCTEMBI
JOKyMEHTALlIOHHOTO 00€CIICUeHH s
oOpa3oBaTenbHOro npouecca. OCHOBHbBIE
TpeOOBaHMUS ¥ IpaBmIIa OHOPMIICHHS
nokymeHToB. HopmaTiBHO-1IpaBoBas 6asa
OpraHM3aIMH JOKYMEHTAIIMOHHOIO
obecreueHms: 00pa30BaTEIBLHOTO IPOLECCa.

/JTex/

OIIK-4 IIK-
6

JI1.1J12.1J13.1
0139233

1.2

CHucTeMbl TOKYMEHTAIMOHHOTO
obecrieueHus1 00pa3zo0BaTENLHOTO
nporecca.Opranu3saius paboThI ¢
JOKyMeHTaMHu. J[OKyMEHTOO0OpOT U
KOHTPOJIb UCTIONTHEHHUS JIOKYMEHTOB.
IOpuanyeckas cuna 1okyMeHTa. [Ipuka3ssr
10 OCHOBHOM JiesiTeIbHOCTH. [Tucbmo —
3ampoc. [TucbMo — npeaoKeHue o
coBMecTHOM cotpynHuuectse./I1p/

OIIK-4 IIK-
6

JI1.1J12.1J13.1
0102093

1.3

O030p COBPEMEHHBIX TAKETOB IIPOTPaMM,
HpeIHa3HAYCHHBIX I paOOTHI ¢
JOKYMEHTaMH IIearorn4eckom
nesrensHocTH /Cp/

OIIK-4 ITK-

JI1.1J12.1J13.1
219233

Pazges 2. YuuduuupoBaHHble CHCTEMbI
JOKYMEHTOB, IPABUJIA HX COCTABJICHHUS

2.1

YHUUIUPOBAHHBIC CUCTEMBI
nokymeHTtany. COBepIICHCTBOBaHUE
JOKYMEHTALMOHHBIX MTPOLECCOB.
OpraHu3anOHHO-PACIOPSTUTEIbHBIC
JOKYMEHTBI. THCTPpYKTHBHO-
METOIMYECKUX JOKYMEHTOB./JIek/

OIIK-4 IIK-

JI1.1J12.113.1
0105233
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OdopmiieHne TekcTa JOKYMEHTOB B
aHKeTHOU M TpadaperHoi Gopmax /Cp/

OIIK-4 I1K-

JI1.1J12.1J13.1
015233

2.3

Hcnonp3oBaHue COKpalleHuil CjIoB U
CIIOBOCOYETaHuH B noKymeHTax. [IpaBuia
HanucaHus GU3MIECKUX BEIUYMH B
nokymenTax /Cp/

OIIK-4 I1K-

JI1.1J12.1J13.1
015233

24

ITpaBuna opopmiieHus yrcen B
OpraHU3aIMOHHO-PACHOPSIUTEIbHBIX
nokymenTax /Cp/

OIIK-4 IIK-

JI1.1J12.1J13.1
019233

25

OCOo0EHHOCTH fA3bIKA U CTHJIS CITYXKEOHBIX
JOKYMEHTOB. SI3bIKOBas CTAHIAPTH3ALHS U
TpeOOBaHUsI K TEKCTY JOKYMEHTOB. /JIek/

OIIK-4 IIK-

JI1.1J12.1J13.1
019233

2.6

Knaccugpukanus gokymenton. OO0rine
TpeOoBaHusI K 0)OPMIICHUIO IOKYMEHTOB.
Ipapuna oopMIICHHUST OTAETBHBIX
PEKBH3HTOB yIPABICHYCCKUX JOKYMEHTOB.
Astobuorpadus./T1p/

OIIK-4 IIK-

JI1.1J12.1J13.1
019233

2.7

CoBpemeHHoe fienoBoe mucbMo. OCHOBHEIE
BUABI nEceM. JlOKITaHbIe 3aMUCKU.
OO0mbscauTenbHBIE 3anucku. CripaBka ¢
mecta padoTsl. /TIp/

OIIK-4 IIK-

JI1.1J12.1J13.1
019233

2.8

Opranuzanusi ciyK0bl
JIOKyMEHTALHOHHOTO 00eCIIeueHH s
obpazoBaTensHOro nporecca. /IIp/

OIIK-4 IIK-

JI1.1J12.1J13.1
0109233




Paznen 3. Knaccupukanusi 10KyMeHTOB

3.1 Krnaccudukarms 2 OIIK-4 IIK- | JI1.1J12.1J13.1
OpraHu3allOHHOM, pacIIOpsSIUTENILHOM U 6 019233
CIIPaBOYHO-UH(DOPMAIIOHH O
nokymenTtanun. Kiaccudukanms T0KyMeHTOB
10 PO ECCHOHATEHON
nestenbHOCTH. KaapoBast JOKyMEHTAIHS
/JTex/

32 Ha3nauenue opraHu3aliOHHBIX TOKYMEHTOB. 10 | OIIK-4 IIK- | JI1.1J12.1J13.1
OdopmiieHne ycTaBa, HHCTP YKL, IITATHOTO 6 219233
pacricaHus, IpaBuil, perjaMenTa,
coryamienus, noropopa /Cp/

33 Hasnavenue 1 0co00CHHOCTH 0pOpMITCHUS 10 | OIIK-4 IIK- | JI1.1J12.1J13.1
pacrnopsauTeNbHBIX JOKYMEHTOB. Pemenue, 6 219233
yKa3aHue, nmocranosyienue. /Cp/

34 CocraB JIOKyMEHTOB, HEOOXOJUMBIX JIJIs 10 | OIIK-4 TIK- | JI1.1J12.1J13.1
peleHus BoIpoca o mpueme Ha padory /Cp/ 6 2139233

35 Knaccugukanuys aeinoBsix nmuceM. S36IK0BOM 2 OIIK-4 T1K- | JI1.1J12.1J13.1
CTaHAApT JIeJI0BOro NMUchMa. PeueBoil sTuker 6 219233
JIETIOBOro mrchMa. /JIek/

3.6 Opranusanust fokymeHToodopota /I1p/ 2 OIIK-4 TIK- | JI1.1J12.1J13.1

6 315233

3.7 Oco0EeHHOCTH OpraHu3alMy XPaHEHUS 11 | OIIK-4 TIK- | JI1.1J12.1J13.1
JOKYMEHTOB KaJipoBoii ciyx0b! /Cp/ 6 2139233
Pa3nen 4. Komnborepusamus
JOKYMEHTAIHOHHOI 0 00ecmedeHust
00pa3oBaTeJbLHOrO Mpomecca

4.1 ABTOMaTH3aLHsI IPOLIECCOB 2 OIIK-4 IIK- | JI1.1J12.1J13.1
JOKYMEHTALlMOHHOT'O 00€CIeYeHH . 6 2139233
DJeKTpOHHBII JoKyMeHTooOopoT. [Tpuewm,
00paboTKa U pacnpeelieHie MOCTynaroIei
JOKyMEHTaluH. ABTOMAaTU3UPOBAHHbIE
cHcTeMbI peructparmu./JIex/

4.2 Iepconanbubie ceenenns. OcoOEHHOCTH 2 OI1K-4 TIK- | JI1.1J12.1J13.1
OpraHu3aluu xpaneHus 1oKkymeHTos /I1p/ 6 2195233

4.3 Pabouas moxkyMeHTaus rneaarorndeckoro 2 OI1K-4 TIK- | JI1.1J12.1J13.1
paboruuxa. /TIp/ 6 2195233

4.4 DJekTpoHHas mo4ta. THUIBI CUCTEM 10 | OIIK-4 TIK- | JI1.1J12.1J13.1
3JIEKTPOHHOM MOYTHI (IJ100abHBIE, 6 219233
kopmnoparusHsie). /Cp/

4.5 Hcnonb3oBaHKue EpCOHATBHBIX 12 | OIIK-4 TIK- | JI1.1J12.1J13.1
KOMITBIOTEPOB B OpraHU3aIMK PAOOTHI C 6 219233
nokyMeHTamu. CocTaBHBIE YaCTH
KOMITBIOTEPHOTO Aeonpou3Bozactea /Cp/

4.6 HNudopmaimonHo-cripaBovHas pabora B 12 | OIIK-4 TIK- | JI1.1J12.1J13.1
YCIOBUSIX MPUMEHEHNST KOMIIBIOTEPHBIX 6 213233
texHosorui /Cp/

4.7 /Ox3amen/ 9 OIIK-4 IIK- | JI1.1J12.1J13.1

6 213233




S. ®OHJI OHEHOYHbIX CPEJCTB

5.1. KonTpoJbHbIe BONPOCHI H 32JaHUS

[pomexyTovHas aTTecTanus

Bonpocs! 11t HOATOTOBKH K SK3aMEHY

1.XapakTeprcTrka COBpEMEHHOH 3aKOHOJATENBHON 1 HOPMAaTHBHO-METOANYECKOH 0a3bl AEIOIPON3BO/ICTBA.
2.Ionstue nadopmanym. TpeOoBaHHs, MPEABIBIAEMbIC K YIIPABICHYECKOH HH(OpMAITHH.

3.MH]opManmoHHBIE PECYPCHI.

4.AHanu3 NOHATHUS «TOKYMEHT». Poib TOKyMeHTa B ynpaBiIeHHH. XapaKTepHCTHKa (QYHKIHH TOKyMEHTA.

6.Bunsr nokymenToB. FOpunnaeckas cmna fokymenTa. Croco0bl JOKYMEHTHPOBAHHMS. DIICKTPOHHBINA TOKYMEHT.
7.YHuUKAIMA U CTAHIAPTU3ALMS: HCTOPHUS, COOTHOIICHHE, CYTh, Pe3yJIbTaThl, coBpeMeHHoe cocTostHie OKY /1.

8. YHndumpoBaHHas cucTeMa OpraHH3al[HOHHO-PACIIOPSATUTENFHON JOKYMEHTAllMH: XapaKTepPUCTHKA, HA3HAUYCHHUE, COCTaB.
9.I'OCT P 6.30-2003. O6m1as xapakreprcTrka. [IOHATHS «pOpMyIsIp TOKYMEHTa» U «PEKBU3HT JOKyMeHTa». CIIocoOb!
pacroiokeHus peKBU3UToB. [IocTosHHAS M TIepeMEeHHast YaCTH PEeKBH3UTA.

10.513BIK ¥ CTHIIB CITYXKEOHBIX JIOKyMEHTOB

11.HasHaueHwue, cocTaB H 0pOpMIIEHHE OPTraHU3aOHHO-TIPABOBEIX JOKYMEHTOB.

12.IToHsITHE TOrOBOpA, €TO COCTaBICHHE M O(OPMIICHHE

13.VIHCTpYKIHS IO BHY JESTEIEHOCTH M JODKHOCTHASI HHCTPYKIIHSL.

14.HaznaueHwue, cocTaB M 0pOpMIICHHE PACIIOPSINTENEHBIX JOKYMEHTOB. [Iponenypa moAroToBKY pactopsiIuTENEHBIX JOKYMEHTOB.
15.CrnpaBoyHO-HH(OPMAIIMOHHBIE JOKYMCHTHI: Ha3HauCHHE, BHIBL, TIOPSIOK pa3paboTkH  odopMITeHHs.
16.HazHauenue, coctaB ¥ 0 OpMIIEHUE JTUYHBIX JOKYMEHTOB.

17.J10;KHOCTHOH ¥ YMCIICHHBIH COCTaB CIIYXO JOKYMEHTAIIMOHHOTO 00SCIICYEHHs YIIPABICHHSL.

18.@yHK1MY, IpaBa U OTBETCTBEHHOCTh COTPYAHUKOB ciyx0 JOY.

19.HopmaTuBHO-MeTonuueckas 6aza cinyxOst JJOY.

20.HopmaTHBHEIC 1 HOPMaTHBHO-METOIMYECKHE JOKYMEHTHI, PErIIaMCHTHPYIOIIHE ITOPSAOK COCTABICHNS HHCTPYKIUH 10
JOKYMEHTaLlIHOHHOMY O0ECIICUCHHIO YIIPABICHUS OpPraHU3aliH.

21.AHanu3 u opranuzanus 10kymeHToobopora. O0beM JTOKYMEHTOOOOpOTa.

22.Cucrema ynpasieHUs JOKYMEHTaMH. XapaKTePUCTHKA U ATaIbl BHEAPCHUSL.

23.I1puem, nepBuyHast 00pabOTKa U PEABAPUTEIBHOE PACCMOTPEHHE JIOKYMEHTOB.

24.Y4er u peructpanus J0KyMeHToB. MH(POPMaIOHHO-TIONCKOBBIC CHCTEMBL. KOHTPOIIB HCIIONHEHNS TOKYMECHTOB.
25.Cucrema apromatuzanuu nenornpousBoacrsa (CAJl) u cucrema 35ekTpoHHOro AoKkymeHToobopota (CO/I).
26.CoBpemeHHOe nporpammHoe obecriedenue B chepe JJOY: kpurepun BbIOOpa 1 TpeOOBAHMUS.

27.YupaBineHue KOpInopaTuBHBIMUA MHPOPMAaLMOHHEIMU PECYPCAMHU.

28 KonduaenimanpHocTs vHpopMarmu. [IpaBuia paboThl U 3alUThl KOHPHUICHIIMAIBEHBIX JOKYMEHTOB.
29.0Opranuzanysi XpaHeHHst JOKYMEHTOB: MOHSATHE, CIIOCOObI, HOPMATHBHOE PETYJIHPOBAHUE.

30.OxcnepTu3a LEHHOCTH JOKYMEHTOB: IIOHATHE, HA3HAUCHUE, KPUTEPUH LICHHOCTH IOKYMEHTOB.

31.IloaroToBKa JOKyMEHTOB K Iepeiaue B apXuB opranuzanuy. OpraHusanusi UCIOIb30BaHMS apXUBHBIX JOKYMEHTOB.

5.2. TeMbl NUCbMEHHBIX padoT

Texyiuit KOHTPOJb yCIIEBAEMOCTH

TeMbl MUCbMEHHBIX PA0OT:

1.AHanu3 ¥ opranusanys J0KyMeHTo000poTa. OOBEM JOKYMEHTO00O0pOTA.

2.Cucrema ynpasieHUs] JOKyMEHTaMU. XapaKTePUCTUKA U 3TAIlbl BHEIPEHUSL.

3.Ilpuem, nepBuuHas 00paboTKa M NpeIBAPUTEILHOE PACCMOTPEHNE TOKYMEHTOB.

4.Yuer u peructpauyst 10KyMeHTOB. VIH(OpMaOHHO-TIONCKOBBIE CHCTEMBI. KOHTPOIb HCIIOHEHHS TOKYMEHTOB.
5.Cucrema aBromarusaiuu aenonpoussozactsa (CAJl) u cucrema 31eKTpoHHOro AokymeHToobopota (CO/I).
6.CoBpemenHoe nporpammHoe obecrnieuenue B chepe JOY: kpurepun BeiOOpa 1 TpeOOBaHUS.

7.Y1paBieHne KOpIopaTUBHBIMH HH)OPMAILIMOHHBIMH PECYpCaMu.

8.KondunenumansHocts nHPpopManyu. [IpaBuia paboThl U 3alIMTl KOH(PHUICHIIMATBHBIX JOKYMEHTOB.
9.0pranuzanys XpaHeHHs TOKYMEHTOB: MTOHSITHE, CIIOCOOBI, HOPMAaTHBHOE PETYIUPOBAHUE.

10.9xcnepTu3a HEHHOCTH TOKYMEHTOB: MTOHATHE, HA3HAUECHHE, KPUTEPUU LIEHHOCTH JOKYMEHTOB.

11.IloaroroBka TOKyMEHTOB K IepeAaye B apXuB opranu3anui. Opranu3anus UCIIOIb30BaHUS APXUBHBIX JOKYMEHTOB.

5.3. ®oH1 OLIEHOYHBIX CPeCTB

Cwm. ®onp onenouHbIx cpeacts B [Ipunoxxennn k PI1J]

6. YYEBHO-METO/IMYECKOE 1 UH®OPMAIIMOHHOE OBECIIEYEHHME JTUCIIUIIJIMHBI (MO YJIS)

6.1. Pexomenayemas autepatypa

6.1.1. OcHoBHas JuTepaTypa

ABTOpEI, COCTaBUTENH 3ariaBue W3 patenbcTBO, TOJ

JI1.1 |Hoponuna, JI.A. JlokyMeHTOBe/IcHUE: YUCOHUK U MIPAKTUKYM JIs akagemudeckoro [ MockBa: M3natenscteo KOpaiir,
OakamaBpuara / JI. A. Jloponuna [u ap.] ; mox pexakuueit JI. A.  |2019

JlopoHuHO#. — 2-¢ U311, iepepad. u nom. — Mocksa :

W3 narenscrBo HOpaiit, 2019. — 309 c. — (bakamasp.
Axanemmaecknii kype). — ISBN 978-5-534-03053-2. — Tekcr :
anexrponHslit // OBC HOpaiT [caiit]. — URL:
https://biblio-online.ru/bcode/433067

6.1.2. lonoyiHNTEIbHAA JIUTEPATYPa



https://biblio-online.ru/bcode/433067

ABTOpI)I, COCTaBUTCIIN 3ariiaBue I/I3I[aTeIII>CTBO, rog

JI2.1 |lysanosa, H. H. Opraau3anys 1 TEXHOJIOTHS JTOKyMEHTAIIMOHHOro obecriedeHnst  (Mocksa: M3natenscto FOpaitr,
YIpaBIICHHS | yIeOHHUK M IIPAKTHKYM JUIS aKaJJeMHIECKOTO 2019

Oaxanmaspuara / H. H. IllyBamoBa. — Mocksa : V3naTenscTBo
IOpaiit, 2019. — 221 ¢. — (baxanaBp. AkafgeMU4ecKuil Kypc). —
ISBN 978-5-9916-5843-0. — Tekcrt : anektponHbIii // D5C
IOpaiir [caiit]. — URL: https://biblio-online.ru/bcode/451066

6.1.3. IlepeyeHb y4eOHO-METOAMYECKOr0 o0ecIedeHHs ISl CAMOCTOATE/IbHOI padoThl 00y4aIOLIUXCA 110 AUCHUILIHHE

ABTOpBI, COCTABUTENHN 3arnaBue Wz parenscTBoO, ron

JI3.1 |Jly3una, T. B. OCHOBBI JJOKYMEHTO000pOTa B TaMOXKEHHBIX opraHax B 2 4. Yacrts 2 :[Mocksa : M3narenbcTBo
yuebnoe nocodue 11s By3os / T. B. Jlysuna, C. C. Pemetnukosa. — |FOpaiir, 2019

Mocksa : M3natensctBo Opaiir, 2019. — 261 ¢. —
(Cnemmanuct). — ISBN 978-5-534-02589-7. — Teker :
anekrponHstii // DBC FOpaiir [caiit]. —

URL:

6.2. ITepeuens pecypcoB HHGOPMAIMOHHO-TEJIeKOMMYHHKANMOHHOI ceTn "MHTepHer"

D1 OnextpoHHbIi katanor oubdanoreku HI'TIY. - Pexxum nocryna
. http://bibl.ngpi.net:81/cgi-bin/zgate.exelinit+test.xml.simple.xsl+rus

32 |Hayunas snextponnas 6ubnuoreka eLIBRARY.RU. - URL: Pexum noctyna:: https://elibrary.ru

33  |FILOLOGIA.su - ®unonorus u nTUHrBucTika Pesxum nocryna: http:/filologia.su/sociolingvistika

3. Ilepeyenb HHGOPMATMOHHBIX TEXHOJIOT Wil

6.3.1 IlepeyeHb IMIEH3HOHHOI0 IPOrPAMMHOI0 00ecIeyeHust

6.3.1.1|AaTuBupycHoe nporpammaoe obecniedenne Kaspersky Endpoint Security gt 6usHeca - Cranaaptaeiii Band T: 250-499
Node 1 year Educational Renewal License: Jlorosop Ne 2020.2987 ot 21.02.2020

6.3.1.2|Desktop Education ALNG LicSAPk OLVS E 1Y AcademicEdition Enterprise: Jlorosop Ne 2020.13967 ot 27.07. 2020

6.3.1.3|Office 365 ProPlus Open for Students ShrdSvr ALNG Subscriptions VL OLVS NL 1Month AcademicEdition Stdnt
STUUseBnft: JJoroBop Ne 2020.13967 ot 27.07.2020

6.3.2 Tlepeyens npodeccHOHANBHBIX 623 JaHHBIX 1 HH(POPMAIHMOHHBIX CPABOYHBIX CHCTEM

6.3.2.1|3nexrponno-6ubnuoreunas cucrema (35C) IPRbooks. - Pexxum moctyna:  www.iprbookshop.ru

6.3.2.2|Onexrponnas oubmmoreuHas cucrema «FOpait» - Pexxum mnocrymna: https://biblio-online.ru/

6.3.2.3|udopmanimonnas npaBoBas cucteMa ['apaHT. - Pexxum gocryna: http:/www.garant.ru/

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JTUCHHUIIJIMHBI (MO Y JISA)

7.1]1-205 Tlomemienue aist camocrostenbHon padoTsl (423806, Pecyonuka Tarapceran (Tatapcran), r. Habepexxnsie UenHsl,
yi. Huzameraunosa, A. 28). OCHaIIEHHOCTh:  ClIeHATM3UPOBaHHAS MeOEib, KOMITLIOTEPBI C BO3MOXKHOCTHIO TOIKITFOUCHHS
K ceTn «IHTepHET» U JIOCTYIOM B 3JIEKTPOHHYIO HH(POPMAIIMOHHO-00pa30BaTENLHYIO Cpey, YueOHO-HATIISIHBIE TOCOOUSI.

7.2]1-211 YueGHast ayauTopusi Uit IPOBEACHHUS 3aHATUH JICKIIMOHHOTO TUIA, y4eOHAas aydUTOPHUS Ui POBEICHUS 3aHATUH
CEMHUHApPCKOTO THIIA, y4eOHas ayJAUTOPHsI ISl IPOBEJCHHUS TPYITIOBBIX U HHINBHIYAIbHBIX KOHCY/bTalmi (423806,
PecniyOnuka Tarapcran (Tarapceran), r. Habepexnbie Yennsl, yia. Huzamerannosa, . 28). OcHallleHHOCTb:
CIeIUAIN3UPOBaHHAs Me0EeJIb, HOYTOYK, 3KpaH, MPOEKTOp, Y4eOHO-HATIISIHBIC TOCOOHSL.

7.3|1-313 YuebHas ayaqutopus Uit NPOBENCHHS 3aHATHI JICKIIMOHHOTO TUIIA, ydeOHAas ayIUTOpHUs sl TPOBEACHUS 3aHATHH
CEMHUHAPCKOTO THIIA, yueOHas ayIUTOPHs IJIsl POBEJICHHUS TEKYILIEro KOHTPOJISL W MPOMEXKYTOUHOM arrectaiuu (423806,
Pecnyonuka Tarapcran (Tatapcran), r. Habepexxusie Yennsl, yi. Huzamernnaosa, a. 28). OcHaLICHHOCTb:
CIeIUAIN3UPOBAHHAS Me0EIIb, KOMITLIOTEPHI, J0CKA, Y4eOHO-HATIISITHBIC TOCOOUSI.

8. METOAUYECKHE YKA3AHMUA JIUIAA OBYYAIOIIUXCS IO OCBOEHUIO JUCIUIIIUHBI (MOAYJIS)

Meroanueckue yKazaHHs K JICKLIUSM

I'maBHOE B IepHO/ MOATOTOBKH K JIEKIIMOHHBIM 3aHATHAM — HAYYUTHCS METOAAM CAMOCTOSTEINEHOTO YMCTBEHHOT'O TPY/Ia, CO3HATEIBHO
pa3BUBATH CBOM TBOPYECKHE CIIOCOOHOCTH U OBJIAAEBATh HABBIKAMH TBOPYECKOH pabOTHL. J{jIst 3TOro He0OX0AUMO CTPOro COOMI0IATh
THCIMIUTIHY y4eObl ¥ TOBeAeHHs1. UeTKoe MIIaHUpOBaHKE CBOETO Pad0UEro BpeMEHH! U OTAbIXA SIBJISIETCS HEOOXOANMBIM YCIIOBUEM JULS
YCIICIITHOW CaMOCTOSTEIbHOU pabOThI.

B 0CHOBY ero Hy)HO MOJOKHUTH pabodre MPOrpaMMbl H3y9aeMbIX B CEMECTPE TUCLUIIIHH.

KaxxgoMy CTyIeHTY CIIEAyeT COCTABIIATh €KCHEACTbHBIN U CEMECTPOBBIN TUIaHBI PA0OTHI, a TAKKE TUIAH HA KaK/pli pabouwnii geHs. C
Beuepa Bcerja HaJo pachpenessiTh paboTy Ha 3aBTpalIHU 1eHb. B KOHIle Ka)X1oro JHS 11e71ec000pa3Ho MOJBOANUTE UTOT pabOoTHI:
TIIATEIBHO POBEPHUTH, BCE JIH BHITIOIHEHO 10 HAMEYEHHOMY TUTaHy, He OBLIO I KaKUX-JIMOO OTCTYIUIEHHIH, a eciu ObUIH, 10 KaKOH
MIPUYMHE 5TO MPOU30MLT0. HY>KHO OCYIIIECTBIATH CAMOKOHTPOIIB, KOTOPBIH SBIISETCS HEOOXOIUMBIM YCIIOBHEM YCIEITHON yueObl.
Ecam 94T0-TO 0CTanI0Ch HEBBIMOIHEHHBIM, HEOOX0AUMO U3BICKAaTh BpeMsI IJIsl 3aBEPIICHHs 3TOM YacTH paboThl, HE YMEHbIIas 00beMa
HeJeTbHOrO IJIaHa.

Mertoanieckue yKazaHHs K JICKLIUSM

I'maBHOE B IIEPUO/ MTOTOTOBKH K JIEKIIMOHHBIM 3aHATHAM — HAYIUTHCS METOAaM CAMOCTOSTEIEHOTO YMCTBEHHOT'O TPY/Ia, CO3HATEIHHO
pa3BUBATH CBOM TBOPYECKHE CTIOCOOHOCTH U OBJIAJEBATh HABBIKAMH TBOPUYECKOH paOOTHI. st 3TOro He0OX0MMO CTPOTO COOITIONATD
IHCIUIUTHHY Y4eObl B ToBeIeHHs1. UeTKoe MITaHUPOBaHNE CBOETO pab0ouero BPEMEHH U OT/bIXA SABJISIETCS HEOOXOANMBIM YCIOBHEM IS
YCIIETITHOM CaMOCTOSITEEHOM PaOOTHI.



https://biblio-online.ru/bcode/451066
https://biblio-online.ru/bcode/438391
http://bibl.ngpi.net:81/cgi-bin/zgate.exe?init+test.xml,simple.xsl+rus
https://elibrary.ru/
http://filologia.su/sociolingvistika
http://www.iprbookshop.ru/
https://biblio-online.ru/
http://www.garant.ru/

Mertoqudeckne yka3aHUS K JICKIIIAM

I'maBHOE B II€pHOI ITOITOTOBKH K JICKIIMOHHBIM 3aHATHSIM — HAYIUTHCSA METOAAM CaMOCTOSTEIIFHOTO YMCTBEHHOTO TPY/Ia, CO3HATEIBHO
pa3BHBATh CBOM TBOPYECKHE CIIOCOOHOCTH U OBJIAICBaTh HAaBBIKAMH TBOPYECKOH paOOTEL. [IIs 3TOro HEOOXOAMMO CTPOTO COONIONAT
JIMCIIMILTHHY y4eOBl B ITOBeeHHs. YeTKoe MTaHnpOBaHUE CBOCTO pPaO09ero BpeMEHH U OTABIXA ABIIAETCSA HEOOXOANMBIM YCIIOBHEM JUIS
YCHEIIHOH CaMOCTOSITETbHON PadOTHL.

B oCHOBY €ro HY>KHO OJIOXKHTE pabodre MPorpaMMBI H3yJaeMBbIX B CEMECTPE TUCIUIIINH.

Kaxnomy cTyeHTy ClielyeT COCTaBIIATh €KEHEIeIbHBIA H CEMECTPOBBIN ITaHBI paOOTHI, a TAKXKE TUIAH Ha KaXIpli pabouwnii n1eHb. C
Beuepa BCerzia HaJIo PaclpenessaTh paboTy Ha 3aBTPAIIHUIM JIeHb. B KOHIIE KaX0ro THA Ielieco00pa3Ho MOIBOIUTE HTOT PA0OTEHIL:
TIIATEIBHO MPOBEPHUTH, BCE JIH BHITIONHEHO 110 HAMEYEHHOMY TUTaHYy, He OBLIO JI KaKUX-JIMOO OTCTYIUICHHI, a i OBbUIH, 10 KaKOH
MPUYHHE 3TO MPOU301LT0. Hy)XHO 0CyIecTBIATE CaMOKOHTPOIIB, KOTOPHIH SABISETCS HEOOXOANMBIM YCIIOBHEM YCIICIITHON Y4eObI.
Ecnu 9T0-TO 0CTayIoCh HEBBIIOTHECHHBIM, HEOOXOINMO U3BICKATh BPEMs [T 3aBEPIICHHS 9TOH YacTH PabOTHI, He YMEHbIIas o0beMa
HEJEJNBHOrO IUIaHA.

CamocrosiTenbHas paboTa Ha siekuuu. CiylllaHue U 3aich JIEKIUI — CI0AKHBIH BUJI BY30BCKOM ayqUTOpHON paboThl. BHuMaTensHoe
CITyIIaHUE M KOHCIEKTHPOBAHHKE JICKIMI IPe/IIoiaracT HHTCHCHBHYIO YMCTBEHHYIO JIeITeIbHOCTh CTyeHTa. KpaTkue 3ammcn
JIEKIHH, NX KOHCIICKTUPOBAHME IIOMOTaeT YCBOUTH yUeOHBINH MaTepra. KOHCIIEKT SBISETCS NOJIE3HBIM TOT/Ia, KOT/a 3alHCaHo CaMoe
CYIIECTBEHHOE, OCHOBHOE ¥ CJICTIAHO 3TO CAMHM CTYICHTOM.

He Hayto crpeMuThCs 3amuicaTh JOCIOBHO BCIO JICKIHIO. Takoe «KOHCIEKTHPOBAHKEY IPUHOCUT OOJBINE Bpea, YeM MONb3BI. 3aInch
JIEKIUI PEKOMEH/TYeTCsI BECTH 10 BO3MOXKHOCTH COOCTBEHHBIMH (DOPMYITHPOBKaMH. JKeIaTenbHO 3aich OCYIECTBIATh Ha OTHOI
CTpaHHIIE, a CJICTYIONIYIO OCTABIIATE JUIS IPOPAOOTKH YIeOHOTr0 MaTepuaia CaMOCTOSTENBHO B IOMAITHAX YCIOBUSX.

KOHCIEKT JeKI|H JTydlle HOoIpa3aelsaTh Ha MyHKTHI, Taparpadbl, COOII0Nast KPACHYI0 CTPOKY. DTOMY B OOJBIIOHN CTEIeHN OyayT
CIIOCOOCTBOBATH ITYHKTHI IIaHA JIEKINH, IPEIUIOKEHHBIC TIpenoaaBaTelisiM. [[pHHIMTHAIEHBIC MeCTa, ONpeAeNeHus, GOpMYITEI 1
JpYroe ClieqyeT COMPOBOXKIATH 3aMEUaHMSMH «BaYKHOY», OCO00 BaXKHOY, «XOPOIIO 3aIIOMHUTEY M T.I.. MOXHO JIeTIaTh 3TO U C
TIOMOIIBIO Pa3HOIBETHBIX MapKePOB MM pydek. Jlydiie ecit OHi OYIyT COOCTBEHHBIMH, YTOOBI HE IIPUXOJMIIOCH IPOCHTH UX Y
OJTHOKYPCHHKOB M TEM CaMBIM HE OTBJICKATh UX BO BPEMs JICKIHH.

Ilenecoobpa3Ho pa3paboTaTh COOCTBEHHYIO «MapKorpaduio» (3Ha4KH, CHMBOJIBI), COKpAIICHH cI0B. He nuimHuM Oyaer n n3ydeHue
ocHOB cTeHorpadun. PaboTast HaJy KOHCTICKTOM JICKIMIA, BCeria HeoOX0IMMO UCIIONB30BaTh HE TOJBKO YUYEOHHUK, HO U TY JUTEPATYPY,
KOTOPYIO TOTOJTHUTEIIBHO PEKOMEH/I0BAJ JIeKTOp. VIMEHHO Takas cepbe3Hasi, KpOIOTIHBas padoTa ¢ JEKIMOHHBIM MaTepHAIIOM
MO3BOJIUT MTyOOKO OBJIaAETh (POPMUPYEMBIMH KOMITCTCHITHSMH.

Meroquyeckue yKa3aHus K IPaKTHICCKUM 3aHATHSIM

IpakTHyecKue 3aHATHI OPHECHTUPYIOT NPEHOIAaBaTENs U CTY/ICHTa Ha HHTEPAKTUBHBIHN MPOLIECC YCBOCHHUS Kypca, Te
paccMaTpUBAIOTCS CIIOKHBIC IIPOOIEMHBIC BOIPOCHI IIPOTPAMMBI, C 0053aTEJIBHBIM UCIIONB30BAaHUEM HCTOYHHKOBEIICCKOM 0a3bl. D10
CBSI3aHO C OCHOBHOM JMIAKTHYECKOH 3a1a4ueii MPaKTHYCCKUX 3aHATHI — 00YYCHHIO CTYICHTOB aHAJIN3Y HCTOYHUKOB U
(bopMHpOBaHHEM HABBIKOB PAOOTHI ¢ HAYYHOU JIUTEPaTypoil. [10JOOHBIH MOAX0A CTUMYITUPYET CAMOCTOSTENIBHOE TBOPYECKOES
OTHOLICHUE K MPO(ECcCHH U CIOCOOCTBYET MOTOTOBKE K MPEIOaBaTeNbCKOM JeaTeNbHOCTH. [Iponcxomut o0ydeHne HaBbIKam
yOIMYHON AUCKYCCUH, POodecCHOoHaNa, OpPUEHTUPOBAHHOTO HAa YMEHUE HE TOJIBKO BBICKa3bIBaTh U OTCTaHBATh TMYHOCTHYIO
MIO3UIIMIO, HO ¥ HA IPUHATHE TOUKHU 3PEHUsI ONIIOHEHTOB, IOMCKA IPYIIIOBOTO KOHCEHCYCa B PACCMOTPEHUH IIPOOIIEMBI.

Lenbio NpakTUYECKUX 3aHATUH SBIISETCS 3aKpeIieHue, pacliupeHre U yriyoaeHue 3HaHUi 110 TeMaM JICKLUH, BhIpaO0oTKa HaBBIKOB
IIyOJIMYHOTO BBICTYIUIEHHS M AUCKYCCHH, A TAK)Ke [IOHUMAaHUe U MPAKTUYECKOE UCTIONIb30BAaHKE MOJIOKEHUN U METO/I0B,
COCTABJIAIONINX AUCLUIIINHY.

CemMuHap MPOBOJMTCS 10 Y3JIOBBIM M HAUOOJIEE CIIOKHBIM BOIIPOCaM (TeMaM, pasjenam) yaeOHoi mporpamMbl. OH MOXKET OBITh
MIOCTPOCH KaK Ha MaTepHase OHOM JICKI[MH, TaK U Ha COJCP KaHUK 0030pHOM JISKIMH, a TAKXKE MO ONPEAeIEHHON TeMe 0e3 YTeHUs
IIpeABapUTENbHOM JeKIUH. [ 1aBHas 1 onpeensonias 0cOOEHHOCTh JII000ro ceMUHapa — HaIM4ue JIEMEHTOB IUCKYCCUH,
IPpOOJIEMHOCTH, JUAIora MeKAY NPENoAaBaTelIeM U CTYIeHTaMH M CAMUMH CTYICHTAMH.

[pu moAroToBKE KIACCHYECKOTr0 CEMUHAPA JKENATENFHO MPUAEPKUBATHCS CIESIYIOMETO allrTOPUTMA:

a) pa3paboTKa yueOHO-METOANYECKOro MaTepuana: GopMyaIHMpoBKa TEMbI, COOTBETCTBYIOIIEH MPOrpaMMe U CTaHAAapTY; ONpeAeIcHIe
IUIAKTUYECKUX, BOCOMTHIBAIOIINX U (POPMHUPYIOIIUX 1€ 3aHATH; BBIOOP METOJ OB, IPHEMOB U CPEICTB ISl IPOBEACHHS CEMHUHAPa,
oA0Op IUTEPATYPHI AJIsl IPEMOaBaTeNs U CTYICHTOB; IPU HEOOXOAUMOCTHU MPOBECHNE KOHCYIbTALlUH AT CTY/IEHTOB;

0) moAroToBKa 0Oy4aeMBbIX M NPEMOAaBaTells: COCTaBICHHE IJIaHA CEMUHAPa U3 OTIEIbHBIX BOIPOCOB; IPEAOCTABICHUE CTYIEHTAM
BpeMeHH (He MeHee Helenn) HEH U1 MOArOTOBKY K CeMUHApy; MPEIOCTaBIeHNEe PEKOMEHIAN O OCAe10BATENbHOCTH U3YYEHHS
uTepaTypbl (YueOHUKH, yueOHbIe TTOCOOHS, PYKOBOJICTBA M TIOJIOKEHHUSI, KOHCIIEKTBI JICKIIMH, CTaThH, CIIPABOYHUKH,
“HPOPMAITMOHHBIE COOPHUKH | Jp.); CO3IaHHEe HaOOpa HATJISIIHBIX TTOCOOHH.

[pakTHyeckoe 3aHATHE MOAPa3yMEBaET /IBa BUBI pabOT: MOATOTOBKY COOOIIEHHS Ha 3aJaHHYIO TEMY H y4acTHe B OOCY)KACHHN
po0JIeMbI, 3aTPOHYTOH COOOIIICHUEM.

Jns Gonee TOYHOrO MOHUMAHMS MaTepHaIa MPAKTHUECKUX 3aHATHI PEKOMEHIYETCs Meper] KaKIbIM U3 3aHATUI NPOYNTATh
COOTBETCTBYIOLIYIO TJIABY B PEKOMEHIyeMo# juTeparype. [IoAroroBKy K NpaKTHYEeCKUM 3aHATHSAM CIIEAYET HAUMHATh KaK MUHIMYM
3a HeZIeMo 0 ero Havama. [Ipexe Bcero, He0OX0IMMO MO3HAKOMUTRCS ¢ TEMOH M Borrpocamu 3aHsTHsL. O0s3aTeNbHBIMH
KOMITOHEHTaMH MOATOTOBKHU K NPAaKTUYECKUM 3aHSTHSM SIBJISIFOTCS JOCKOHAJIBHBIN aHAIN3 HCTOYHUKOB M POYTEHHE HAYIHOU
nutepatypsl. Tak jke HeoOXOIUM OMCK MH(GOPMAIIMH B U3AaHHUSIX U3 AOMOTHUTENBEHOTO CIIMCKA JIUTEPaTyphl, ceTr MHTepHET, ApYyrux
HCTOYHUKOB. TakuM 00pa3om, 00yJaronuecs T0KHbBI BHUMATEIBHO Pa300paTh Kax Ikl BOIIPOC, 3anKcaB Hanboee




BakHbIe (DAKTBI, MOAXOBI ¥ KOHIEIIIHU B TETPAIb.

Ha cemuHap *xenatenbHO SBISTHCS € 3a1acoM C(POPMYITHPOBAHHBIX HJICH, XOPOIIIO, €CIIF OHU OYAYT COOCTBEHHOTO MPOU3BO/ICTBA;
€CJIH BBl COOMPAETECh MOIb30BATHCS TYKUMHU (POPMYITUPOBKAMHE, TO TOCTAPAUTECH B HUX COPUEHTHPOBATHCS KaK MOXKHO JTy4IIIe.
BhICTYIIICHUS JOIKHBI OBITH IO BO3MOYKHOCTH KOMIIAKTHBIMHE M B TO YK€ BPeMsI Bpa3yMHUTENbHbIMH. Ha MpakTHYecknX 3aHATHIX
o0ydaromyecs TaroT pa3BepPHYThIC OTBETHI HA MIOCTABIICHHBIE BOMIPOCHI, IOMOHSIOT, HE IIOBTOPSISL YK€ CKa3aHHOTO JIPYTUMH.
PaccmoTpeHne KaJ0ro Bompoca 3aKaHIHBaeTCsl OIBEICHHEM UTOTOB, POpMYIIMpOBaHHEM HarOoliee BAXKHBIX BBIBOJIOB, KOTOPHIE
CJIETyeT 3aIicaTh B TETPAIb.

IMoaBoMs UTOTM CEMHUHApa, MOXKHO MCIIONIB30BATh CIICAYIONINE KPUTEPHUH (ITOKA3aTEN M) OIICHKH OTBETOB: TIOJIHOTA U KOHKPETHOCTD
OTBETA; MOCJICAOBATEILHOCTD 1 JIOTHKA H3JI0XKEHHS; CBSI3b TEOPETHUECKUX TTOJIOKEHHUH C MPAKTHKOMH; 000CHOBAHHOCTh U
JIOKa3aTelIbHOCTh M3JIaraeMbIX MOJI0KECHHH; HATMYUE Ka4eCTBEHHBIX U KOJIMYECTBEHHBIX MTOKA3aTeNeil; HaIMYKe HLTIOCTPAIMH K
OTBETaM B BUJIC UCTOPHUIECKUX (PAKTOB, MPUMEPOB H TIp.; YPOBEHB KYJIBTYPhI PEUH; UCTIONH30BAHHUE HATIISHBIX TOCOOUH U T.11.

B KoHIIe ceMHHapa PeKOMEHIYETCs JaTh OLCHKY BCETO CEMUHAPCKOTO 3aHATHS, 00paTHB 0c000e BHUMAHHE Ha CIICTYIOIIHE aCIICKTHI:
Ka4ecTBO MOATOTOBKH; CTCNICHb YCBOCHUSI 3HAHUI; aKTHBHOCTD; TIOJIOXKHUTEIbHBIC CTOPOHBI B pa0OTE CTY/ICHTOB; IICHHBIC 1
KOHCTPYKTHBHBIC MPEITIOKEHHS; HEIOCTATKU B PabOTe CTYJICHTOB; 3a/Ia4H U IMyTH YCTPAHEHUS HEOCTATKOB

Meroaugeckue yka3aHHs K CaMOCTOSTENBHOM paboTe

CamocrosTensHas paboTa 00yJaroIIMXCs MPEAYCMOTpEHa yaeOHBIM ITAHOM | IOJDKHA CITIOCOOCTBOBATE OolIee IITyOOKOMY YCBOCHHUIO
M3y4aeMoro Kypca, GopMHPOBaHUIO HABBIKOB HCCIIEIOBATEIBCKON pabOThI U OPUSHTHPOBATH 00YUYAIOIIUXCS Ha YMEHUE IPUMEHSITh
TEOPETUICCKUE 3HAHUS Ha TIPAKTHKE.

CamocrosTensHas paboTa 00yJarolMXcs MpeAroNaraeT qanbHeiIee pa3BUTHE HCCIET0BATEIECKAX CIOCOOHOCTEH Y cTyaeHTa. B
TIPOLIECCE CAMOCTOATEIBHOM PabOTHI CTYACHT 00yJaeTcst IPO(ecCHOHANBHOH paboTe ¢ MepBOMCTOYHNKAMH, MX TIOHCKY H
KPUTHYECKOMY OCMBICIIeHHI0. Ha qanHOM 3Tane npemiaraercs GOpMUPOBaHKE U 3aKPEIUICHUE HABBIKOB 110 BBISBJICHUIO ITPOOJIEMEI, €¢
(bopMyIHpOBKa, TOCTAaHOBKA IeNeil HCCIIeJOBaHNS, CUCTEMATH3AIMS U aHAJIM3 JINTEPaTyphl, 0hOPMIICHHE W apryMEHTAIs CBOCH
TO3UIIMHU. DTOT THIT pabOTHI ICMOHCTPUPYET YPOBEHBb KBATH(DUKAIIMU CTYICHTA U MOJTBEPIKAALT €r0 HCCIASIOBATEIbCKHUIA CTATyC.

B niporiecce u3ydeHus JaHHOW TUCIUIUIMHBI BBIICIACTCS Ba BUIA CAMOCTOSTENBLHON PaboThl — ayTUTOPHAs, IO PYKOBOICTBOM
MpernoaBaTelis, 1 BHEAYTUTOPHAS. AYIUTOPHAS CAMOCTOsATENbHAS paboTa Mo TUCIUIUINHE BBIMONHACTCS Ha YIeOHbBIX 3aHATUAXK TTO]T
HEMOCPEACTBEHHBIM PYKOBOJICTBOM IMPEMOAaBaTENs U M0 €ro 3aJaHuio. BHeayuTopHasi caMOCTOATEIbHAsS pPaboTa BHIOTHSIETCS
CTYJCHTOM I10 3aJIaHUIO TIPENoiaBaTelsi, Ho 0€3 ero HeloCPEICTBEHHOTO YYaCTHsL.

OCHOBHBIMH BUJIAMH CaMOCTOSITEIILHOM pabOThI CTYICHTOB 0€3 y4acTHsl MpernoaBaTeliei BIA0TCA: GOPMHUPOBAHUE U YCBOCHHE
cofiepKaHus KOHCIEKTA JICKIUi Ha 0a3e peKOMEHIOBAHHOM JIEKTOPOM y4eOHOM JTUTEpaTyphl, BKIIOUas HH)OPMAIIHOHHBIE
00pa3oBaTenbHbIE PECYPChI; TIOArOTOBKA K MPAKTHUECKUM 3aHSITHAM; HamucaHue pedepaToB, IcCe; BHITOIHEHNE KOHTPOIBHBIX PadoT;
BBINOJTHEHNE MUKPOUCCIICIOBAHUIA.

BHeayIuTOpHbIE CaMOCTOSITENILHbBIC 3aHATHS CTYICHTOB MPECTABIISAIOT COOOM JIOMMIECKOE MPOAODKEHNE ayIUTOPHBIX 3aHSITHIA,
IIPOBOJATCS 110 33JJaAHUIO MIPENoJaBaTessl, KOTOPhI HHCTPYKTUPYET 00y4aeMbIX U YCTAaHABJIMBAECT CPOKH BHINOTHEHHUS 3a1aHusl. B
omIn4ue OT ApYrux GopM opraHuzanyu yueOHOro npoliecca 3aTpaThl BpeMEH! Ha BBIIIOTHEHHE 3TOI padOoThl HE periaMeHTUPYIOTCS
pacnucanueM. PexxuM 1 poIoJHKUTENILHOCTh paboThl BEIOUpaeT cam 00y4aeMblii B 3aBUCHMOCTH OT CBOMX CIIOCOOHOCTEH U
KOHKPETHBIX YCIIOBHM.

OCHOBHBIMH BUJIaMH CaMOCTOSITEIbHOM paOOThl CTYICHTOB C y4acTHEM IpernofaBaTeiell BIsSIOTCS: KOJUIOKBIYM Kak Gpopma
KOHTPOJISI OCBOSHUS TEOPETUUECKOT 0 COZIeP KaHMs TUCLUILINH; IPHUEM U pa300p TOMAIIHUX 3aJaHui (B Yachl IPAKTUUECKUX 3aHATHH).
[penonaBatens yYUTHIBAET PE3YIbTAThl CAMOCTOSTEIEHOM PaOOThI P MOABEICHUH UTOTOB OCBOCHUS 00yJaloUMHUCs yueOHOH
JUCLIAIUTHHEL.

Meroanueckue ykazaHHs K 9K3aMeHY

DK3aMeHBl, KaK MIPaBUIIO, CIY>KaT GOPMOI MPOBEPKHU YCBOEHHS yueOHOTO MaTepHraja MPaKTUIECKUX U CEMUHAPCKUX 3aHATUH, a TaKxKe
IIPOBEPKHU PE3YNBTATOB YUEOHBIX U IIPOU3BOJICTBEHHBIX MPAKTHK.

[pu nOArOTOBKE K 9K3aMEHY CTYAEHT JIOMKEH MPAaBUIIBHO M PAIIMOHANIBHO PACIUIAaHUPOBATh CBOE BPEMSI, UTOOBI YCIIETh KAUYeCTBEHHO U
Ha BBICOKOM YPOBHE IOJTrOTOBUTHCS K OTBETAaM I10 BCEM BOIIPOCaM. DK3aMEH NPHU3BaH MOOYIUTH CTYAEHTA HOMYYUTh JONOIHUTEIEHO
HOBBIE 3HaHUS. BO BpeMs HOATOTOBKH K 9K3aMEHY CTYEHTHI TAK)Ke CUCTEMAaTH3UPYIOT 3HAHHS, KOTOPbIE OHU ITPOOPETH IPH H3yYEHUU
pa3zenoB Kypca. ITO MO3BOJISIET UM YSCHUTD JIOTHUECKYIO CTPYKTYPY Kypca, 00 beIUHUTE OT/AENbHbIC TEMBI B €AUHYIO CHCTEMY,
YBUAETH NEPCIIEKTUBB! PA3BUTHS 3aKOHOJATENHCTBA.

CamocrosiTenpHas padoTa o MOATOTOBKE K 9K3aMEHY BO BpeMsI CECCUH JIOJDKHA IUTAHUPOBATHCS CTYIEHTOM, HCXOAS U3 00IIero
00beMa BOMPOCOB, BEIHECEHHBIX Ha 3a4ET U AHEH, OTBEJCHHBIX Ha MIOATOTOBKY K dK3aMeHy. [Ipy 5ToM HE00X0A1MMO, YTOOBI MOCIIEAHIH
JICHb WJIN YacTb €ro, ObLI BBIJIEIICH JUIs IONOTHUTEIEHOTO TOBTOPEHHS BCEro 00beMa BOIIPOCOB B IEIOM. DTO MO3BOJISET CTYACHTY
CaMOCTOSITENBHO TIEPENPOBEPUTH YPOBEHb YCBOCHHS MaTepuaia. BaxkHO HMeTh B BUY, UTO JUIS LIENei BOCHPON3BEIECHNS MaTepHaa
y4eOHOTr0 Kypca OOJIBIIYIO BCIIOMOTATEIBHYIO POJIb MOXKET ChITpaTh MH(OpMaIHs, KOTOpasi COICPIKUTCS B paboueli mporpamMmMe Kypcea.
TuratenbHas MOArOTOBKA K 9K3aMEHY M HAUMHAETCS C IIEPBOT0 3aHSTHS, IIOCKOJIBKY JIUIIb CHCTEMAaTUIECKHUi, TTOBCEJHEBHBIMH,
panroHaIbHO OPTaHU30BAHHBIN YUeOHBIN TPy MOXKET 00€CTIeUnTD YCIEIHBIN Pe3yIbTaT.

C BonpocaMu, BBIHOCHMBIMH Ha 9K3aMeH, CTYJCHT MOXET 03HAaKOMUTHCS 3apaHee. [Ipy MoaroToBke yCTHBIX OTBETOB Ha HUX
HEOOX0IMMO MOCIIEIOBATEIHHO BOCCTAHOBHUTH B TAMSTH MaTepHall KaXI0H TeMBI, KayKAOro pa3aena Kypcea. Jis aToit nenu cnemyer
WCIIONIb30BAaTh KOHCIIEKTHI JIEKIIUI 1 TIEPBOMCTOYHUKOB, 3aITHCH, C/IENIaHHBIE ITPU ITOATOTOBKE K CEMHHApaM, a TaKkKe yIeOHYIO ’
Hay4HYIO JIUTEPaTypYy.

B 3aBHCHMOCTH OT HHAWBUIyAJILHBIX HABBIKOB M CIIOCOOOB CAMOCTOSITENBEHON PabOTHI CTYAEHT MOXKET AENaTh KPATKUE KOHCTIEKTHI
BapHaHTOB OTBETOB, TOBTOPATH HX YCTHO Ha IIAMSTh, COCTABIISATH TE3UCHI HIIH TUIAHBI OTBETOB. Ba)kKHO TaxKe MPaBUIIEHO PACIPENeNUTh
BpeMsi, OTBEJICHHOE Ha MOATOTOBKY TAKUM 00pa3oM, YTOOBI IMENIach BO3MOYKHOCTh TOBTOPUTD M3 yUeHHBIH MaTepral HaKaHyHe THS
sk3ameHa. He cienyer npeneOperaTb KOHCYJIbTallUsIMU, KOTOPBIE OPTraHU3yeT Kadenpa 1 IpernogaBaTenb 0 KaKA0MY IpeaMeTy BO
BpEMSI CECCHH M B MEXKCECCHOHHBIN Meprol. 371eCh MOXXHO BBISICHUTH BCE HEMTOHATHBIE TOJIKOBAHMS, HE3HAKOMBIE TEPMHHBI 1
(hOPMVYIMPOBKH, YTOUHHUTH TE€ WM MHBIE TOTOKEHHUS, CBE/ICHHUS M MJICH, OPTaHU3aIIMOHHBIE BOITPOCHL,




CBSI3aHHBIE C MOPSIIKOM MPOBENICHUS SK3aMeHa.
3a OTBEJICHHOE Ha DK3aMeHE BpeMsl JUIsl [TOJITOTOBKU K OTBETY HEOOXOIMMO COCTABUTDH IIPHUMEPHbIH II1aH (IOCIEeJOBATEIEHYIO CXEMY)
OTBETa C BKIIFOYCHHEM B HETO BCEX BAXKHEHIIINX MPOOIIEM 1 3HAYMMbIX HIOAHCOB B MPEIOIaraeMoi JOrHKe U3JI0KEHUS MaTepraa.
Ipu 5TOM COBEpILIEHHO HE 00sI3aTeNHLHO MOAPOOHO MPONKCHIBATH BCE COEPKAHUE, TOCKOIBKY 9TO 3aHUMAET JIUIITHEE BPeMsT H
3aTPyIHSET BBIICIICHHE OMIOPHBIX MBICIIEH 1 TIIAaBHBIX HICH.

Ipu mpueme 3adera y JIHI] C OrPAHUYSHHBIMHA BO3MOXKHOCTSIMHU 37I0POBBSI JIOITYCKAETCS IIPUCYTCTBUE B AyTUTOPHH JIUIIA,
OKa3BIBAIOIIEr0 00yJaroMIeMyCsl COOTBETCTBYIOIYIO TOMOIIIb.

IIpu BO3HUKHOBEHHUHU OCOOBIX OOCTOATENBCTB, OCBOCHUE TUCIUILTHHBI «J[OKyMEHTaIIMOHHOE o0ecTieueHne 00pa3oBaTeIbHOTO
Mpolecca YUUTENs CJIOBECHOCTHY OCYIIECTBIISETCS C IPUMEHEHUEM 3JICKTPOHHOTO 00yYeHHS ¥ JMCTaHIIMOHHBIX 00pa30BaTEIbHBIX
TEXHOJIOT M.




