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Leab MeToaM4YecKNX peKOMEHAANMIA - 00ECIICYNTh CTYJCHTY ONTUMAIBHYIO OPTaHH-
3aIMI0 MIPOIIecCca N3yUECHNUS TUCIUIUINHBI, 8 TAKXKE BHIOJTHEHUS Pa3IUYHBIX (POPM CaMOCTOSI-
TEJILHOU paboTHI.

CryneHnTaM HEOOXOAMMO O3HAKOMHUTHCS C COJIEpKaHUEM paboyeil MporpaMMBbl AUCIH-
IUTMHBI; C IETSIMA ¥ 33]]a4aMi TUCIUIUINHBI, €€ CBSA3SIMU C APYTMMU TUCHUILUTHHAMYU 00pa3oBa-
TENBHOM MTPOTPaMMBI; C METOANYECKUMH Pa3pabOTKaMH M0 JAHHOHN TUCHUILTHHE, HMEIOIIUMCS
Ha 00pa30BaTeIbHOM MOpTANIE U caiiTe Kadeapsbl.

esab u 3a1a4u OPraHU3aAMUN CAMOCTOSITEILHOH Pa0d0ThI
Lenpro caMOCTOSTENBHOM PadOTHI CTYICHTOB SIBJISIETCSI OBJIaJICHHE (DYH/IaMEHTAILHBIMH 3HAHH-
MU, IPO(EeCCHOHATBHBIMU YMEHUSIMH U HaBBIKAMH JIESITEIBHOCTH 110 IPO(UITIO, OITBITOM TBOP-
YECKOM, HCCIIEA0BATENbCKOM AeaTelbHOCTH. CaMocToATeNIbHAsS paboTa CTYACHTOB CIIOCOOCTBYET
Pa3BUTHIO CAMOCTOSATEIILHOCTH, OTBETCTBEHHOCTH M OPraHM30BaHHOCTH, TBOPUECKOTO MOIX0Aa K
pelieHuo npodieM y4eGHOro U mMpo(ecCHOHANTBHOTO YPOBHSL.
3agagaMu caMOCTOSTEIILHOM PabOThI CTYICHTOB SBIISIFOTCS:

o CHUCTEMaTH3alusl U 3aKPEIICHUE MOTYYEHHBIX TEOPETUUECKUX 3HAHUN U MPAKTHU-
YECKUX YMEHUH CTYJICHTOB;

o yriIyOJieHHE U pacIiupeHue TeOPETHUECKUX 3HAHUIH;

o dbopMUpOBaHHE YMEHHI HCIOIH30BaTh HOPMATHUBHYIO, MPABOBYIO, CIIPABOYHYIO
JOKYMEHTAIMIO U CTICIHAIIbHYIO TUTEPaTypy;

o pa3BUTHE TIO3HABATEIBHBIX CIIOCOOHOCTEN M aKTUBHOCTH CTYJEHTOB: TBOPUYECKOI
WHULUATHUBBI, CAMOCTOSATEIBHOCTH, OTBETCTBEHHOCTH U OPraHU30BAHHOCTH;

. (opMHpOBaHHE CAMOCTOSATEIBHOCTH MBIIUICHUS, CIIOCOOHOCTEH K camMopa3BH-
THIO, CAMOCOBEPILIEHCTBOBAHUIO M CAaMOpPEaIn3aluy;

o pa3BUTHE UCCIIENOBATEIBCKUX YMEHUN;

o HCIOJIb30BaHNE MaTepuasa, COOPaHHOTO U IMOJIyYEHHOTO B XOJI€ CaMOCTOSITElNb-

HBIX 3aHATHH Ha CEMUHapax, Ha MPaKTUYECKUX 3aHATUAX, IPU HAMCAHUM KOHTPOJIBHBIX U Kyp-
COBBIX U pabOT MO3BOJHUT 0OecneunTh (P (HEKTUBHYIO MOATOTOBKY BBITYCKHON KBaJH(HKAIIMOH-
HOM paboT.

Obszamenvhasn camocmosamenvras paboma 006ecreunBaeT MOJrOTOBKY CTYAEHTA K TEKYIUM
ayJUTOPHBIM 3aHATUAM. Pe3ynbpTaThl 3TOM NOArOTOBKH MIPOSBIISIFOTCSA B aKTUBHOCTH CTYJIEHTA HA
3aHATUAX U KQUECTBEHHOM YPOBHE MPEJICTABICHHBIX JJOKJIAI0B, BHIIOTHEHHBIX KOHTPOJIBHBIX
paboT, TECTOBBIX 3aJlaHUH U APYTUX (POPM TEKYLIEro KOHTPOJIA. baibl, MolydyeHHbIE CTyJEHTOM
0 pe3yNbTaTaM ayIuTOPHON paboThl, POPMUPYIOT PEHTHHIOBYIO OLICHKY TEKYIIeH ycreBaeMo-
CTH CTYJEHTa 0 AUCLUILINHE.

Konmponupyemas camocmosmenvras paboma HalnpapieHa Ha yriyOJlIeHUE U 3aKpEIIJICHUE 3Ha-
HUI CTyJIeHTa, pa3BUTHE aHAINTUYECKUX HABBIKOB IO IpobaemMaTuke aucuumiinHsl. [loasene-
HHUE UTOTOB U KOHTPOJIb 32 PE3YJIbTaTOM TaKHX (POPM CaMOCTOSITEIbHON pabOTHl OCYIIECTBISCT-
Cs1 BO BpeMsl KOHTAKTHBIX YacoB C MpernojasareieM. baibl, mosydyeHHble 0 3TUM BUAaM pado-
ThI, (POPMHUPYIOT OLIEHKY 110 KOHTPOJIUPYEMOH CaMOCTOSTENIbHON pabOTe U YUUTHIBAIOTCS MIPH
UTOrOBOM aTTecTaly Mo AUCLUILINHE.

TecHast B3aUMOCBSI3b Pa3HBIX BUJIOB CAMOCTOSTEILHOM paboThI perycMaTpuBaeT 1uddepeHiu-
anuio U 3pPEKTUBHOCTb PE3YIbTATOB €€ BHIITOJHEHHS ¥ 3aBUCUT OT OPraHU3alluH, COJICPHKAHUS,
JIOTHKH 00pa30BaTeIbHOrO Mpolecca (MeXIPEAMETHBIX CBSI3€H, NePCIEKTUBHBIX 3HAHUH U JIp.):

® AyaUuTOpPHAsA CaMOCTOATCIIbHAA pa60Ta IO JUCHHUITIIIMHE BBIITOJIHACTCA HAa
y‘le6HI)IX 3aHATHUAX, 10 HCIIOCPEACTBEHHBIM PYKOBOJACTBOM IIPEIIOAAaBaTEIA U IO €TI0 3a1aHUIO,
L4 BHCAYAUTOpPHAA CaAMOCTOATCIIbHAA pa60Ta BBITIOJIHACTCA CTYACHTOM I10 3aJaHUIO

HpernoaaBaTess, Ho 0e3 ero HermoCpPeICTBEHHOTO YJacTusl.

AyIuTOpHAs caMOCTOsATeNbHAs paboTa — yueOHast CUTYaIus, IPU KOTOPOi

CTYZICHT BBIHY/ICH HETIOCPE/ICTBEHHO M aKTUBHO JieiicTBOBaTh. OCHOBHAS 33/1a4a
npernojaBaress — 00y4eHue CTyIeHTa croco0aM caMOCTOSTETbHON pabOThl C MaTEPUAIIOM, TTO-
MCKY HY’KHOTO MaTepHaja, yMEHHIO iepepadaThIBaTh U HHTEPIPETUPOBATH €TO.




OCHOBHBIMHU BH/IaMHU CAMOCTOSITETILHON paOOThI CTYIEHTOB C y4acTHeM NMpenojgaBaTeJsieil siB-
JISIIOTCH:

L TCKYIIHUC KOHCYJIbTAllUU;

. KOJJIOKBHYM Kak (hopMa KOHTPOJISI OCBOCHHUSI TEOPETUUYECKOTO COICPIKAHUS IIHC-
UTITAH: (B 9achl KOHCYJIbTAIMH, MPETyCMOTPEHHBIX YICOHBIM TIJIAHOM);

o BBINOJIHEHHE KYpPCOBBIX paboT (IPOEKTOB) B paMKax JUCLUHUIUIMH (PYKOBOJICTBO,
KOHCYJIbTUPOBAHHE U 3aIIUTa KYPCOBBIX paboT (B 4achl, MPEAYCMOTPEHHBIE y4EOHBIM IUIAHOM);

o BBITIOJIHEHHE y4eOHO-UCCIIE0BATEILCKON paboThl (PYKOBOACTBO, KOHCYJIBTHPO-
Banue u 3ammurta Y UPC);

o MPOXOXKACHHE W O(QOpMIICHHE PE3yNbTAaTOB MPAKTUK (PYKOBOACTBO M OIICHKA
ypOBHS CHOPMUPOBAHHOCTH MPOPECCHOHATBHBIX YMEHHI U HABBIKOB);

o BBITIOJITHEHHE BBITYCKHOW KBATM(UKAIIMOHHONW padOTHl (PYKOBOJCTBO, KOHCYIb-

TUPOBAHHWE U 3aIIMTa BBITYCKHBIX KBATU(UKAITMOHHBIX PabOT) | JIp.
BreayautopHas caMocTosiTenbHast paboTa CTyACHTOB (0e3 yd4acTus mpernoaaBaTesis) — 3TO yCBO-
€HHue coziepKaHus 00pa3oBaHus U (HOpPMHUPOBaHKE MPOGECCHOHATHHBIX KOMITETCHIIMA BO BHEa-
YIUTOPHOE BpeMs 110 TeMaM HMJIH pasziesiaM TeM, olpeAeaEHHbIM paboueii mporpaMmon yueOHoH
JTUCIUIUIAHBI TSI CAMOCTOSTEIHHOTO N3YUEHUS.

J (dopmMHpOBaHUE U YCBOECHHUE COZEP KaHUS KOHCIIEKTa JIEKIUi Ha 6a3e peKoMeHI0-
BaHHOM JIEKTOPOM y4eOHOM JIUTepaTyphl, BKIOUast HH(GOPMaLMOHHbIE 00pa30BaTE/IbHBIE PECYp-
CBI (3JIEKTPOHHBIEC YYEOHUKH, SJICKTPOHHbIC OMOIMOTEKH U JIP.);

o Harnvcanue pedeparos;
o MOATOTOBKA K CEMUHApaM M JJA0OpaTOPHBIM paboTaM, ux ohopMiIeHHE;
. COCTaBJICHUE aHHOTHPOBAHHOTO CIUCKA CTAaTEH M3 COOTBETCTBYIOIIMX >KYPHAIOB

M0 OTPACsAM 3HAHUH ([IeJaroruyecKux, MCUX0JIOTMYECKUX, METOIUUECKUX U JIP.);
MOJIFOTOBKA PEIICH3MI Ha CTaThio, OcoOue;
BBITIOJIHEHHE MUKPOUCCIIEIOBAaHUM;
MOJITOTOBKA MPAKTUIECKHUX Pa3padOToK;
o KOMIIBIOTEPHBIA TEKYIIMH CAMOKOHTPOJIb M KOHTPOJIb YCIEBAaeMOCTH Ha 0ase
3IEKTPOHHBIX 00YYAIONINX U aTTECTYIOIIHUX TECTOB.

CamocrosiTesibHasi pad0Ta CTYJAEHTOB 10 JUCHUILINHE «[JOKyMeHTAalMOHHOe 00ecriedeHue

yIpaBJIeHU»
Ne Temun Dopma camocmosn- Tpyooemkocmp 6 ua-
n/m OuUCUUNIUHBL menvHoll padbomol cax
Pa3nen I. CtpykTypa n UCXOQHBIE IOHATHS Koncnekr 2
JIeJIONPOU3BOICTBA.
Tema 1.

OCHOBHBIC TIOHSATHSI JOKYMEHTAI[HOHHOTO
o0ecrieyeHns yrpaBJIeHUs

Tema 2. Koncmext 2
Jlenonpoun3BOACTBO, €T0 3aKOHOJATEIBHOE U
HOPMaTHUBHOE TIPABOBOE PETYIMPOBAHHUE.
Hcropust 0Te€uecTBEHHOTO JIETI0NPOU3BO/I-
CTBa

Tema 3. Koncnekr 2
CocTaBHEBIE YacTH JOKYMCHTAIIMUOHHOI'O
o0ecrieyeHus yrpaBJIeHUs

Tema 4. Koncmexr 2
OcCHOBHBIE 337auH, CTOSILIUE NEPEN CITYXK-
6oii J1I0Y, cocrapisitonue ee GyHKIIUA




5 Tewma 5. Koncnekr
OcHOBHbIE HOPMATHUBHbBIE JOKYMEHTHI, pe-
TJIaMEHTUPYIOLINE JeATEIbHOCTh CIIYKOBI
JOY
6 Tema 6. Juckyccus
JIOKYMEHT, ero BU/bI, CBOICTBAa U QYHKIIMH, | TPE3eHTALUs Ha OC-
XapaKTEPUCTUKH, CBOMCTBA U MIPU3HAKU HOBE COBPEMEHHBIX
MYJIbTUMEIUIHBIX
CPEJZICTB
7 Tewma 7. Koncnekr
Yuudukanus u crannaptusanus. Kmaccu-
(buKaiys TOKyMEHTOB
8 Tema 8. Juckyccus
Odopmiienne 6J1aHKOB TOKYMEHTOB. biiank IIpe3EHTAalMs Ha OC-
JOKYMEHTA, BU/IbI OJJAHKOB HOBE COBPEMEHHBIX
MYJIbTUMEAUIHBIX
CPEJZICTB
9 Tema 9.
CucreMbl JOKyMEHTAIIMOHHOTO o0ecreye-
HUSI YIIPaBJICHUS
10 | Pazmen II. TpeGoBanus k opopmieHuUto Huckyccus
YIPaBIEHYECKUX JOKYMEHTOB IIpe3eHTAalMs Ha OC-
Tema 10. HOBE COBPEMEHHBIX
OOu1re HOpMBI U MpaBuiia 0(OPMIICHUS J10- MYJIbTUMEAUIHBIX
KYMEHTOB. fI3bIK U CTUJIb I€JIOBOTO JOKY- CPENCTB
MEHTa
11 | Tema 11. ®opmynsap JOKYMEHTa U €r0 CO- Juckyccus
CTaBHbIE YacTU. PEKBU3UTHI TOKyMEHTa IIpe3eHTAalMs Ha OC-
HOBE COBPEMEHHBIX
MYJIbTUMEAUITHBIX
CPEJZICTB
12 | Tema 12. CocraBnenue u ohopmiIeHHE Koncnekr
YIPaBIEHYECKOW JOKYMEHTALUU YUpEXKae-
HUM KYJIbTYpbI
13 | Tema 13. Koncnekr
Krnaccudukanus opraHu3amoHHO-
pacnopsiINTENbHON JOKYMEHTAIIUU
14 | Tema 14. Juckyccus
OpraHu3alliOHHO-IIPaBOBasi JOKYMEHTAIU. | IPE3eHTalMs Ha OC-
[lonsiTHE M BUIBI OPraHU3alHOHHO- HOBE COBPEMEHHBIX
MPaBOBBIX JOKYMEHTOB MYJIbTUMEANIHBIX
CPEJICTB
15 | Tema 15. Koncnekr
JIOKyMEHTBI, OIIPEETAIOIINE CTPYKTYPY
opranu3anyu cepbl KyIbTyphl
16 | Tema 16. Huckyccus
OdopmiieHne pacriopsaUTENbHbIX JOKYMEH- | TPE3eHTALus Ha OC-
TOB HOBE COBPEMEHHBIX
MYJIbTUMEANIHBIX
CPEJZICTB
17 | Tema 17. Huckyccus

Odopmerne nH(OpMaIMOHHO-

MMpE3CHTars Ha OC-




CIPaBOYHBIX HOBE COBPEMEHHBIX
JIOKYMEHTOB MYJIbTUMEAUIHBIX
CPEJICTB
18 | Tema 18. Huckyccus 2
JlenoBast 1 KoMMeEpUYecKasi NepenucKa MIPE3EeHTALMS Ha OC-
HOBE COBPEMEHHBIX
MYJIbTUMEIUMHBIX
CPEACTB
19 | Tema 19. Juckyccus 2
OdopMmieHre TOKyMEHTOB 10 JTHYHOMY CO- MPE3EHTAIMS Ha OC-
CTaBy HOBE COBPEMEHHBIX
MYJIbTUMEAUITHBIX
CPENCTB
20 | Tema 20. Juckyccus 2
[ToaroroBka u 00CTyKUBaHUE COBELIAHUI Mpe3eHTaLus Ha OC-
HOBE COBPEMEHHBIX
MYJIbTUMEAUITHBIX
CPEJICTB
21 | Pazpmen III. Opeanusayus pabomor ¢ 0oxy- Huckyccus 2
MeHnmamu MIPE3EHTALMS Ha OC-
HOBE COBPEMEHHBIX
Tema 21. JIokyMeHTOOOOPOT M €T0 OpraHu- MYJIbTUMEIUIHBIX
3arus CpEJICTB
22 | Tema 22. Koncnekr 1
Perucrpanus JOKyMEHTOB
23 | Tema 23. Koncnekr 1
Homenkiatypa aen 1 moAroToBkKa JTIOKyMEH-
TOB K CJlay€ B apXUB
24 | Tema 24. Koncnekr 1
TexHuueckue CpelncTBa, HCIOIb3yEeMbIE B
JIEI0NPON3BOJICTBE
25 | Tema 25. Koncnekr 1
DNEeKTPOHHBIN TOKYMEHTO000POT

Opranuzanusa CPC
MeTtouka opraHU3aIuu CaMOCTOATEIbHOU PabOThI CTYJIEHTOB 3aBUCHUT OT CTPYKTYPBI, XapaKTe-
pa 1 0COOEHHOCTEH N3y4aeMol TUCIUTUINHEI, 00hEMa YacoB Ha €€ n3ydeHue, BUa 3aJaHui JjIs
CaMOCTOSITENIbHOW PadOThl, MHAWBUAYAIBHBIX KAUEeCTB 00YYalOLIerocs U yCIoBUi 00pa3zoBa-
TEJILHOU JIEITEILHOCTH.
[Iporiecc opraHu3ammy caMOCTOSATENBHON Pa0OTHI CTYACHTOB BKIIIOUAET B c€0s1 CIETYIOIINE dTa-
TIBI:

J NMOATrOTOBHUTEIbHBIN (OIpesieieHue 1eNel, COCTaBIeHUE MPOrpaMMBbl, TOJrOTOB-
Ka METOIMYECKOr0o 00ecreyeHus, MOAroTOBKa 000pYA0BaHus);
J OCHOBHO# (peanu3anys NpOrpaMMBbl, UCIIOJIB30BAHUE NPHEMOB MOHMCKa MH)OP-

MaIiH, YCBOCHHUSI, epepabOTKU, MPUMEHEHUs, Tiepefadyn 3HaHui, GUKCUPOBAaHUE PE3YyJIbTaTOB,
caMOOpraHu3aIus mnpoiecca padoThl);

o 3aKJII0YMTENbHbIN (OLIEHKAa 3HAUMMOCTH M aHaJHU3 pPe3yJbTaToB, X CHCTEMaTH-
3a1us, oleHKa 3Q(PEKTUBHOCTH MPOTrpaMMbl U MPHUEMOB pabOThI, BHIBOABI O HAMPABJICHUSIX OII-
TUMM3ALUU TPYIA).




[TonBeaeHrE UTOTOB U OLICHKA PE3YJIbTATOB KOHTPOJIUPYEMOM CaMOCTOSITENbHON paboTHI OCy-
IIECTBIISIETCS BO BpeMs KOHTAaKTHBIX 4acOB C IpenogaBareneM. KoHTaKTHbIE 4ackl C IPEnoiaBa-
TEJIEM MOT'YT OBITh OPTaHU30BaHbI B BUJIE:

o TECTOBOTI0 KOHTPOJIA (TpenojaBaTenb JHIlb (GUKCUPYET OTMETKY, KOTOPYIO BbI-
CTaBJISIET IPOrpaMMa);
o KOHCYJIbTAIIMS TIpernoiaBaresis, GuKkcupoBaHHas B rpaduke mo xadempe.

KoHTpoJIb BBINOJTHEHUS CAMOCTOSITEILHON padoThI
Pe3ynbpTaThl caMoCTOSTENBHON paObOTHI OLIEHUBAIOTCS M YYUTBIBAIOTCS B XOJ1€ TEKYIIEH, TpoMe-
JKYTOYHOM aTTECTALMU CTYJEHTA 10 U3y4aeMON JUCLUIIINHE.
@dopma OLIEHKHU Pe3yJIbTaTOB PA0OTHI IO N3y4aeMON AUCHUIUINHE — TOKJIaJ], KOHCIIEKT, IPaKTH-
YecKHe 3aJJaHuH, IPE3eHTallns, 3aIuTa pedepara, 3a4eT C OL[CHKOH.

MeToauyeckne peKOMeHIAUMHU 1JISl CTY/IEeHTOB
10 OTAEeJbLHBIM (pOpMaM caMOCTOSITEJIbHOI PadOThI

CucremMa By30BCKOTO 00YYEeHHS MOpa3syMeBaeT OOIbIIYIO 00 (10 75% BpeMeHHu Ha
OCBOEHHUE Y4EOHOMN AUCUHUIIIIMHBI) CAMOCTOATEILHOCTH CTYJICHTOB B IJITAHUPOBAaHUU U OpraHu3a-
[IUU CBOEH AESITCILHOCTH.

Paboma c yueonou iumepamypoii

[Ipu pabore ¢ yuebHOI TuTEpaTypoilf HEOOXOAUMO 1MO00PATh JIUTEPATYPY, HAYIUTHCS
MPaBUJIBHO €€ YUTaTh, BeCTH 3anucH. /s mogOopa nurepatypbl B OMOIHOTEKE UCIIONB3YIOTCS
a1(h)aBUTHBIN M CUCTEMAaTHUECKUI KaTaJOTH.

[TpaBuiibHBI OO0 yueOHOM TUTEpaTyphl PEKOMEHIYEeTCs IPENoJaBaTeNIeM, YUTAIOIIUM
JEKIMOHHBIN Kypc. HeoOxoaumas muTepaTypa ykazaHa B METOAMYECKHUX pa3paboTKax Mo JaH-
HOMY KYypCYy.

N3ygast maTtepual o BEIOpaHHOM TUTEpAType , CAEAYET MEPEXOIUTH K CIEAYIONIEMY BO-
MPOCY TOJIBKO MOCIIE MPAaBUILHOTO YSCHEHUS MPEIbIIYIIETr0, ONUCHIBasi HA OyMare BCe BBIKJIA-
KU Y BBIYKCIICHHS (B TOM YHCIIE T€, KOTOPHIE B Y4eOHUKE OMYIICHBI WIIM Ha JICKITUH JTAHBI JIS
CaMOCTOSITENIbHOTO BBIBOJIA).

Oco0oe BHIMaHHE CIIEIyeT OOpaTUTh Ha ONPEICICHNe OCHOBHBIX MOHITHH Kypea. CTy-
JEHT JTOJKEH MOAPOOHO pa3OupaTh NpUMEPHI, KOTOPbIE MOSICHSIOT TaKWe ONPEAEICHUs, U YMETh
CTPOUTH aHAJIOTUYHBIE TIPUMEPHI CAMOCTOATENHHO. Hy)KHO TOOMBATHCSI TOYHOTO TIPEICTABICHUS
0 TOM, YTO u3y4aeurb. [1oJae3H0 cocTaBniATh ONOpPHBIE KOHCHEKTHI. [1py n3yyennn marepuana mno
y4eOHUKY MMOJIE3HO B TETPAIH (Ha CIICIUAIBHO OTBEJCHHBIX MOJISIX ) JONOIHATh KOHCIICKT JIEK-
uuii. Tam ke ciielyeT oTMeyaTh BOIIPOCHI, BbIACIIEHHbIE CTYIEHTOM ISl KOHCYJIBTALUU C MPEro-
JaBATEIICM.

BrIBO1BI, TTOJTy4E€HHBIE B pE3y/IbTaTe U3YUYCHUS, PEKOMEHIYEeTCS B KOHCIIEKTE BBIJICIATh,
YTOOBI OHH NPH MEPEUUTHIBAHUH 3aIUCEH JTyUIlle 3alIOMUHAIKCD.

OnBIT MOKA3BIBAET, YTO MHOTUM CTYJICHTaM ITOMOTAET COCTABJICHUE JINCTA OTIOPHBIX CHT-
HaJIOB, COJIEPIKaIEro BAXKHEHUININE U HanboJiee 4acTo ynoTpedasieMble MOHIATHS. Takoi JInCT 1o-
MOTaeT 3aIIOMHUTH OCHOBHBIE MTOJIOKEHHS JIEKIIUH, & TAKIKE MOXKET CIY)KUTh ITOCTOSIHHBIM CITpa-
BOYHUKOM IS CTYJEHTA.

Paznuuarot 1Ba BHIa YTCHUS: IEPBUYHOE ¥ BTOPHYHOE.

Ilepsuunoe - T BHUMATEIbHOE, HETOPOILIMBOE YTEHHE, IPU KOTOPOM MOKHO OCTaHO-
BUTHCS HA TPYIHBIX MecTax. [locne Hero He JOKHO OCTaThCSl HU OJHOTO HEMOHSTHOTO OJIOBA.
CopepxaHue He BCeryia MOKeT ObITh TIOHATHO IOCJIE IEPBUYHOTO YTEHUSI.

3anaua 6mopuyHo20 YTEHUs TOJIHOE YCBOCHHUE CMBICIIA 11e7I0T0 (TI0 CUETY ATO YTEHHE MO-
KeT ObITh U HE BTOPBIM, @ TPETHUM HJIA YETBEPTHIM).

Ilpasuna camocmoamenvhou pabomul ¢ 1umepamypoi

Kak yxe oTMedaocs, caMOCTOSITeNIbHAs padoTa ¢ y4eOHHMKaMU U KHUTaMH (& Tak)Ke caMo-
CTOSITENIFHOE TEOPETUUECKOE UCCIIE0BaHUE MPO0IIeM, 0003HAUEHHBIX MPETIO1aBaTEeNIeM Ha JIeK-
IIUSX ) — 9TO BaXKHEHIIee yCIoBre GOPMUPOBAHUS Yy ceOsl HAYYHOTO CrIoco0a MO3HAHMUS.




Brinensiior uemasipe ocnosmnvie ycmano6Ku 6 UmeHuu HayYHo20 MeKcma:

1. WH()OPMAITMOHHO-TIONCKOBBIN (3a7a4a — HAWTH, BBIACIUTh MCKOMYIO HH(pOpMa-
11310}

2. ycBamBaromas (yCHJIMs YUTaTessl HallpaBlIeHbl Ha TO, YTOOBI KaK MOXHO TIOJTHEE
OCO3HATh U 3alIOMHUTH KaK CaMH CBEJICHUS M3JIaraeéMble aBTOPOM, TaK M BCIO JIOTHKY €r0 pac-
CYXKJICHUH )

3. AQHATUTHKO-KPUTUYECKas (UUTATENh CTPEMUTCS KPUTUYECKH OCMBICIUTh MaTepu-
aJl, IPOAHAIM3UPOBAB €0, OIPEEINB CBOE OTHOLIEHUE K HEMY)
4. TBOpYECKas (CO37aeT y uuTaressl TOTOBHOCTh B TOM WJIM MHOM BHJIE — KaK OT-

MpaBHOM MYHKT JJISI CBOMX PACCYXACHUH, Kak o0pa3 mJis INCUCTBHS MO aHAJOTHH U T.II. — HC-
MOJIb30BaTh CYXKJEHUSI aBTOPA, XOJ €ro MBICIEH, pe3ylnbTaT HAOMIOACHUS, pa3paboTaHHYIO Me-
TOJIUKY, TONOJHUTh UX, TOJBEPTHYTH HOBOM NMPOBEPKE).

C Hanu4reM pa3InYHBIX YCTAaHOBOK OOpAIIeHUs K HAYYHOMY TEKCTY CBSI3aHO CYIIECTBO-
BaHUE U HECKOJIbKUX U008 UM EHUS:

1. 6ubnmorpaduyeckoe — mpocMaTpUBaHUE KAPTOUYCK KATaJIora, peKOMEH/1aTeNIbHBIX CIIUC-
KOB, CBOJIHBIX CIIMCKOB >KYPHAJIOB U CTaTeH 3a roJl u T.IL.;

2. IPOCMOTPOBOE - UCTIONB3YETCsl ISl IOMCKA MaTepPHUajIoB, COACPIKAIIMX HYKHYIO HH-
dbopmariio, 00BIYHO K HEMY MTPUOETAIOT Cpa3y Mocje paboThl CO CITMCKAMHK JIUTEpaTyphl U KaTa-
JoTaMH, B PE3yJIbTaTe TAKOTO MPOCMOTPA YUTATEIh YCTAHABIUBACT, KAKHE U3 HCTOYHUKOB OyIyT
WCITOJIh30BaHbI B JaJIbHEHIIIEeH padboTe;

3. 0O3HaKOMHTEIBHOE — MOAPA3yMEBAET CIJIOLIHOE, JOCTATOUYHO MOAPOOHOE MPOUYTEHUE
OTOOpaHHBIX CTaTeH, I7IaB, OTACNIbHBIX CTPAHULL, 1IeJIb — I03HAKOMUTLCS C XapakTepoM HHPOp-
MAaIi¥, Y3HaTh, KAKHE BOMPOCHI BEIHECEHBI aBTOPOM Ha PACCMOTPEHHUE, IIPOBECTH COPTUPOBKY
MaTepuana;

4. nzyyaroliee — npeArnoiaraeT JOCKOHaJIbHOE OCBOCHUE MaTepuaa; B X0/1€ TaKOro ure-
HUS IPOSIBIISIETCS IOBEpPUE YUTATENS K aBTOPY, TOTOBHOCTh IPUHATDH U3JI0KEHHYIO HHOpMa-
U0, PeaTN3yeTCsl YCTAaHOBKA Ha MIPEISIHbHO MOJHOE TOHMMAHUE MaTepHara;

5. aHAJIUTUKO-KPUTUYECKOE U TBOPUYECKOE YTEHHE — JIBa BHUJIa UYTEHHUS OJIM3KUE MEXKITY CO-
00l TeM, YTO YJaCTBYIOT B PEIIICHUH UCCIIEeIOBATENbCKUX 3a1ad. [IepBbIii U3 HUX MpeArnoIaraeT
HaIpPaBJIEHHBI KPUTUYECKHM aHaIN3, Kak caMoil HH(OPMAaIIUY, TaK U CIIOCOOOB €€ MOJIy4YeHUs U
M0JIa4¥ aBTOPOM; BTOPOE — TIOUCK TEX CYKJIEHUH, aKTOB, 10 KOTOPHIM WU B CBSI3H C KOTOPHI-
MU, YATATENIb CYUTAET HY>KHBIM BBICKA3aTh COOCTBEHHBIE MBICIIH.

N3 Bcex paccMOTpPEHHBIX BUJOB YTEHHUS OCHOBHBIM JJISI CTYJICHTOB SIBIISICTCS M3YYAOIIEe —
MMEHHO OHO MO3BOJIAET B paboTe ¢ yuyeOHOM IUTepaTypoi HaKaruIMBaTh 3HAHUS B Pa3IUYHBIX
obnactsx. BoT mouemMmy HMEHHO 3TOT BUJ UTECHHS B paMKax y4eOHOM AeATeTbHOCTH JOKEH
OBITH OCBOEH B MepBYIO ouepenb. Kpome Toro, mpu oBiaieHuH JaHHBIM BUAOM 4TeHUs (HOpMHU-
PYIOTCSI OCHOBHBIE TIPUEMBI, MOBBIMIAIOITNE 3()PEKTUBHOCTE PAOOTHI C HAYYHBIM TEKCTOM.

OcHogHble 6U0blL CUCMEMAMUIUPOBAHHOIL 3ANUCU RPOYUMAHHO20:

1. AHHOTMPOBaHUE — TPEAETHHO KPATKOE CBA3HOE OMHMCAHUE NMPOCMOTPEHHON WIIN
MPOYUTAHHON KHUTH (CTaTbH), €€ COAEeP KaHUsI, HICTOYHUKOB, XapaKkTepa U Ha3HAYCHMUS,

2. I[InanupoBaHue — KpaTKas JIOTUYECKasi OpraHu3aIus TeKCTa, PaCKphIBAIOIIas CO-
Jep’KaHUE U CTPYKTYPY U3y4aeMOro MaTepuaa;

3. Te3upoBaHue — JJaAKOHUYHOE BOCIIPOU3BEJICHUE OCHOBHBIX YTBEPXKACHUH aBTOpa
0e3 npuBeYeHUS (aKTHUECKOTO MaTepuana;

4. [uTnpoBanue — MOCIOBHOE BBHIMHCHIBAHUE U3 TEKCTa BBIIEPIKEK, W3BJICUCHUH,
HauboJee CyIeCTBEHHO OTPAXKAIOUINX Ty WM UHYIO MBICIH aBTOPA;

5. KoHcnekTHpOBaHMe — KpaTKOe M IOCIIEJOBATEIbHOE HM3JI0KEHUE COACpIKAHUS
MPOYUTAHHOTO.

Y4eOHO-MeToInYecKoe 00eCIIeYeHuEe CaMOCTOATENBHOM paboThI

Iloozomoexa koncnekma

KoHcrekT — 3T0 cuctemaTideckast, JOTH4eCKH CBsI3HAs 3alUCh, 00BEIUHSIONIAs TIJIaH, BbI-
MUCKHU, TE3UCHI WM, IO KpaifHel Mepe, 1Ba U3 3TUX TUIOB 3anucH. Mcxoas u3 onpezeneHus,



BBINIMCKH C OTJECIbHBIMH ITYHKTAMH TJIaHA, €CJIU B LIEJIOM OHU HE OTPAXAIOT JIOTUKHU IIPOU3BeIe-
HUS, €CITU MKy OTAETbHBIMU YaCcTSMHU 3aIlCH HET CMBICIIOBOM CBSI3HU, - 3TO HE KOHCIIEKT.

B oTiiume oT T€3UCOB U BHIMUCOK, KOHCIEKTHI MPU 0053aTEIbHON KPATKOCTH COJIEPIKAT HE
TOJIbKO OCHOBHBIE MOJIOKEHHS U BHIBOJIBI, HO M (DAKThI, M I0KA3aTEIbCTBA, U IPUMEPHI, U HILTIO-
crpamuu. [loaTroMy TO, UTO B Hayasie KaXEeTCsl BTOPOCTENEHHBIM, MOKET CO BPEMEHEM OKa3aThCsl
HEHHBIM U HYHBIM. C Ipyroil CTOpOHBI, yTBEpkKACHHE, HE MOJKPEINIEHHOE (DaKTOM WM MPH-
MepoM, He OyIeT yOeAUuTeIbHBIM U TPYIHO 3aIIOMHHACTCS.

Tunwsi KOHCNEKMOB:

[L1anoBBIi.

2. TexcTyanbHbIM.

3. CBOOOIHBIIA.

4. Tematnueckui.

Kpamkas xapakxmepucmuxka munog KOHCneKmos:

1. [TmaHOBBIN KOHCIIEKT: SBJISISICH CKATHIM, B (popMe T1aHa, mepecka3oM MPOYUTAHHOTO,
3TOT KOHCTIEKT — OJIMH U3 HanboJiee [EHHBIX, TOMOTAET JIy4Ille YCBOUThH MaTepHall elie B Mpo-
necce ero nuzydenusi. OH y4uT Mocae10BaTeNIbHO M YETKO U3J1araTh CBOU MBICITH, paboTaTh Hall
KHUTOM, 0000111251 cofiepkaHue ee B (GOpMyITHpPOBKax TiaHa. Takoi KOHCIEKT KPaToK, IPOCT U
SICEH T10 CBOEH (hopme. DTO JIeJaeT ero He3aMEHUMBIM ITOCOOMEM TPH OBICTPOM MOATOTOBKE J0-
KJIaJa, BeICTYIUIeHUsl. HeocTaTok: mo mpoiiecTBUY BpeMEHU C MOMEHTA HAMMMCaHUs TPYIHO
BOCCTaHOBUTH B aMSTH COJICPKAHUE UCTOYHUKA.

2. TekcTyanpHBIM KOHCIEKT — 3TO KOHCIIEKT, CO3/1aHHbII B OCHOBHOM U3 OTPBIBKOB MO/~
JMHHHUKA — UTAT. DTO MPEeKpPacHbIH HCTOYHUK JOCIOBHBIX BHICKAa3bIBAHUIN aBTOpa U MPUBOIU-
MBIX UM (PAKTOB.

3. CBOOOHBIN KOHCTIEKT MPEACTABIISIET COOOM COUeTaHNE BBIITUCOK, ITUTAT, HHOTA TE3H1-
COB, YaCTh €TI0 TEKCTa MOKET OBITH CHAOXKEHA IJIAaHOM. JTO HauboIee MOJIHOLEHHBIN B KOH-
CIIEKTa.

4. TemaTn4ecKuil KOHCIIEKT JaeT 0oJiee WM MEHEee MCUEPIIbIBAIOIINI OTBET Ha TIOCTaB-
JeHHBIN Bompoc TeMbl. CocTaBlIeHHE TEMaTHUYEeCKOr0 KOHCIIEKTa yYUT paboTaTh HaJl TEMOI, Bce-
CTOPOHHE 00TyMBIBas €€, aHATU3UPYs PA3IMYHBIC TOUKH 3PEHHUS HA OJUH U TOT ke Borpoc. Ta-
KHM 00pa3oM, 3TOT KOHCIIEKT o0yierdaeT padoTy HaJl TEMOU MPU YCIIOBUH UCTIOIB30BAHMS HE-
CKOJIBKMX MCTOYHHUKOB.

Tlo3naxomvmecs ¢ npasunamu KOHCNEKMUPOBAHUSL:

1. 3anucarp Ha3BaHUE KOHCIIEKTUPYEMOTO TIPOU3BEACHUS (UM €r0 YaCTH) U €r0 BBIXOI-
HbIE JJAaHHBIE.

2. OCMBICIUTH OCHOBHOE COJEP>KaHUE TEKCTA, IBAXK/IbI IPOYUTAB €TO.

3. CocTaBUTH IIJIaH - OCHOBY KOHCIIEKTA.

4. KoHcniekTupysi, OCTaBUTh MECTO (LITUPOKUE MOJIs1) AJIsl JOTOTHEHU, 3aMETOK, 3alTUCH
HE3HAKOMBIX TEPMUHOB 1 UMEH, TPEOYIOIIUX pa3bsiCHEHUH.

5. IToMHHTB, YTO B KOHCTIEKTE OTAEIbHBIC (Dpa3bl U Jake OTACIbHBIC CIIOBA UMEIOT OoJiee
BaXHOE 3HAYEHHE, YEM B MOJPOOHOM U3JI0KEHUH.

6. 3anmuch BeCTH CBOMMH CJIOBAMHU, 3TO CIIOCOOCTBYET JIYYIIIEMY OCMBICTICHHIO TEKCTA.

7. IIpuMeHATH ONPEACIICHHYIO CUCTEMY TTOTYePKUBAHUS, COKPAIIICHHH, YCIOBHBIX 0003HA-
YEeHUH.

8. CobmioaTh npaBuiia LIUTUPOBAHUS - LIUTATY 3aKII0YATh B KaBBIYKH, 1aBaTh CCHUIKY Ha
MCTOYHHK C YKa3aHUEM CTPAHUILIBI.

9. HayuuTech moab30BaThCS [IBETOM IS BBIACTICHUS T€X WIM UHBIX HHOPMATUBHBIX Yy3-
JIOB B T€KCTE. Y KaXKJIOTO IBETA JOJKHO OBITH CTPOTO OJHO3HAYHOE, 3apaHee MPETYyCMOTPEHHOE
Ha3zHayeHue. Hampumep, eciu Bbl OJIb3yeTeCh CHHUMH YE€PHUIIAMH JIJIS 3aIIUCH KOHCIIEKTa, TO:
KpPacCHBIM I[BETOM - TIOTYCPKUBANTE HA3BAHUS TEM, MUIINUTE Harnboiee BaxHbIe (POPMYIIBI; Yep-
HBIM - TIOJJUEPKUBANTE 3ar0JIOBKU MOJITEM, aparpados, U T.J.; 3€JICHbIM - JIeJaiiTe BBIMUCKH IH-
TaT, HyMepyiTe GopmMynsl U T.14. s BeIeaeHHs OONBIION YacTH TEKCTA UCTIONB3YETCS OTUep-
KHBaHHUE.



10. Yuutech knaccupunupoBaTh 3HAHUS, T.€. paCIPEISISITh UX IO TpyImam, naparpadam,
rJ1aBaM u T.1. J{7s pacnpeneneHusi MOXHO MOJIb30BaThCs OYKBEHHBIMU 0003HAYEHUSIMU, PYC-
CKUMH WJIH JTaTHHCKUMHU, a TaKXkKe Mu(paMu, a MOXKHO UX COBMEIIATh.

KoHCIeKT, miaH-KOHCIIEKT - 3TO Coco0 paboThl ¢ TekcToM. Lens - 3adukcupoBarh u me-
pepaboTarh Kakoi-11b0 TeKcT. KOHCIEKT - 3TO BBIMUCKH U3 TeKCTa UCTOYHUKA. Ho 3TO HE mo-
HOE TMEePeNnHUChIBAaHUE UYKOT0 TeKCTa. DTO nepepaboTka nH(GOpMaIuK 3a CUET €€ CBEPThIBAHMUS.

Koncnekr - 310 kpaTkoe mociieJ0BaTeIbHOE U3JI0KEHUE COICPKAHUS CTaTbU, KHUTH, JICK-
1uu. Ero oCHOBY COCTaBIISIOT TUIaH TE3UCHI, BHIMUCKH, IUTAaThl. KOHCIIEKT, B OT/IMYHUE OT Te3U-
COB BOCITPOU3BOISAT HE TOJHKO MBICIIA OPUTHHAJIA, HO U CBSI3b MEXIy HUMH. B KOHCIEKTe OT-
pakaercs He TOJBKO TO, O YeM TOBOPUTCA B paboTe, HO M YTO YTBEPKAAETCA, U KaK JOKa3bIBaeT-
csl.

Cywecmsyrom pasHoobpasHvle 6udvl U CHOCOObL KOHCHEKMUPOBAHUSL:

TexcTyanbHBINA KOHCIEKT - MPEACTABISAET COO0M MOCIEA0BATENBHYIO 3aMUCh TEKCTa KHUTH
WK JeKiuu. Takol KOHCIEKT TOYHO IepeaeT JOTUKY MaTepralia i MaKCUMyM HH(OpMaIHH.
[Ipu HamMcaHWW KOHCTIEKTA: - CHaYaja MPOYUTHIBACTCS TEKCT-UCTOYHHK, - B HEM BBIJICISIFOTCS
OCHOBHBIE MTOJIOKEHHUSI; - TOJIOMPAIOTCS IPUMEPHI; - UAET IEPEKOMIIOHOBKA MaTepuaa; - 3aTeM
odopmIIsieTcs: TEKCT KOHCTIEKTa; - KOHCIIEKT MOKeT OBITh MOJTHBIM, KOTJa paboTa UAET CO BCeM
TEKCTOM MCTOYHMKA WM HETOJIHBIM, KOTJ]a HHTEPEC MPEACTaBIseT KaKoH-In00 OJMH WM He-
CKOJIBKO BOIIPOCOB, 3aTPOHYTHIX B UCTOUHMKE; [[ITaH-KOHCIIEKT - 3TO OoJiee neTanbHas mpopa-
00TKa UCTOYHUKA; - COCTABIISIETCS MOAPOOHBIH, CIOXKHBIN J1aH, B KOTOPOM OCBEIIAIOTCS HE
TOJILKO OCHOBHBIEC BOIIPOCHI MCTOYHUKA, HO U YaCTHBIC; - K KAKIOMY ITYHKTY HIIU TOJITYHKTY
IJIaHa MO0UPAIOTCS U BBIMHUCHIBAIOTCS IUTATHI.

KoHcmekTsl MOTYT OBITh IJIAHOBBIMU, T.€. TUIIYTCS HA OCHOBE COCTABIIEHHOTO IJIaHa CTa-
ThU, KHUTH. Ka)k7j0My BOIpocCy MmiiaHa COOTBETCTBYET OIpe/IeICHHAs YacTh KOHCIEeKTa. Y JOOHO
B 9TOM CJIy4ae BOCIOJIB30BaThCS BOMPOCHBIM IUTAHOM. B 11€BO#1 4acTH CTpaHUIILI BBl CTABUTE
po0JIeMbl, 3aTPOHYThIE B KHUI'E B BUE BOIIPOCOB, a B IPABOM YaCTU CTPAHUIIbI JAaETe Ha HUX
OTBETHI.

KoHcnekr-cxema

Y 100HO MOTB30BAThCS CXEMATHYHOW 3aMKUChI0 MPOoUnTaHHOTO. COCTaBICHHE KOHCIIEKTOB-
CXEM CIIYXHUT HE TOJIbKO JJIsl 3allOMUHaHMs MaTtepraia. Takas paboTa CTAHOBUTCSL CPEACTBOM
Pa3BHUTHS CIIOCOOHOCTH BBIJICISITH CAMOE TJIaBHOE, CYIIECTBEHHOE B yueOHOM MaTepuale, Kiac-
cuunrpoBaTh HHPOPMAIIHIO.

CxeMBbI MOTYT OBITh MPOCTHIMH, B KOTOPBIX 3aMHCHIBAIOTCS CaMble OCHOBHBIC TTOHATHS 03
o0bsicHeHuil. Takas cxema HUCIOJIb3YeTCsl, €CIIU MaTepuall He BbI3bIBACT 3aTPyIHEHUH MpU BOC-
npou3BeieHnH. J{efCTBUS IPU COCTABIIEHUU KOHCIIEKTA - CXEMbI MOTYT OBITh TAKUMH:

[TonGepuTe hakThI IIs1 COCTABICHUSI CXEMBI.

BrigenuTe cpeay HUX OCHOBHBIE, OOIIE MTOHSATHSI.

Omnpenenure KitoYeBbIe CI0Ba, (hpa3bl, MOMOTAIOUINE PACKPBITH CYTh OCHOBHOTO TOHSATHS.

Crpynmnupyiite (hakThl B JOrHYECKON TOCIE0BATEIBHOCTH.

JlaliTe Ha3BaHWE BBIICTICHHBIM TPYIIIIAM.

3anoHATE CXeMY TaHHBIMH.

[Tpu mr060M BHJIe KOHCTIEKTUPOBAHUS BaXKHO TOMHUTD O TOM, UYTO:

3amucH MoJIe3HO IENUTh, Ui 3TOTo ucnonb3ytores: 1. [Togzaronosku. 2. AG3arHbie OT-
crymnsl. 3. [IpobenbHbie CTpoKHU. Takoi TEKCT yI00HO YUTATh.

[Ipu KOHCTIEKTHPOBAHUH HYKHO TIOJB30BATHCS OPOPMHUTEINHECKUMH CPEJICTBAMMU:

1. JlenaTh B TEKCTE KOHCIIEKTA MOYEPKUBAHUS

2. Ha monsix TeTpaau OTYEPKUBAHUS «HATIPUMED, BEPTUKAILHEICH

3. 3aki104aTh OCHOBHBIE MTOHATHS, 3aKOHBI, IPAaBUJIA U T. 1. B PAMKH.

4. TTonp30BaThCs MPU 3AMUCH PA3TUIHBIMU I[BETAMH.

5. [Mucatp pa3HbIMH MIPUPTAMHU.

6. CTpaHHIIBI TETPAAH TSI KOHCIIEKTOB MOKHO MPOHYMEPOBATH U CIIENaTh OTJIaBJICHHE.

B sTOoM citydae BbI OBICTPO CMOKETE HAUTH HEOOXOIUMYIO BaM HHGOPMAIIHIO.



Wrak, KOHCTIEKT TIpeCcTaBIsieT cO00# TOCIIOBHBIC BBITUCKU U3 TEKCTA UCTOYHUKA. [Ipn
3TOM KOHCIIEKT - 3TO HE MOJIHOE MePEeNUChIBaHNE 4yK0ro TekcTa. OObIYHO MPU HAMMCAHUU KOH-
CIIEKTa CHayYaIa MPOYUTHIBACTCS TEKCT-UCTOYHUK, B HEM BBIICTISIIOTCS OCHOBHBIC MTOJIOKCHHS,
noI0UPAIOTCs MPUMEPHI, UAET MEPEKOMIIOHOBKA MaTepuaa, a y>ke 3aTeM opopMIIsieTCs TEKCT
KoHCTeKTa. KOHCIIeKT MOKeT OBITh TIOJHBIM, KOT/Ia paboTa UAET CO BCEM TEKCTOM UCTOYHHUKA
WJIM HETIOJIHBIM, KOT/1a MHTEPEC MPEACTaBIISIET KaKOM-T1100 OJJMH UM HECKOJIBKO BOIIPOCOB, 3a-
TPOHYTHIX B HCTOYHHUKE.

Tpebosanus k ouckyccuu

Juckyceus - 3T0 00CYKIASHHE KaKOT0-TM00 CIOPHOTO BOIpOca, mpobiaemsbl. BaxHol xa-
PaKTEPUCTUKON JUCKYCCHUHU, OTIMYAIONIEH ee OT IPYruX BUJIOB CIIOPa, SBISETCS apryMEHTUPO-
BaHHOCTb.

Juckyceus npenmnonaraeT BIpaOOTKY U aKTUBHOE MPOABMKEHNE CBOCH TOUKH 3PEHUs MO
U3y4aeMoil mpobiemMe, yMEeHUE BBICTYIIATh albTEPHATUBHYIO TOUKY 3PEHHUS, BCTYIHTH B MOJIC-
MUKY, Ha OCHOBE U3JIO’KEHUS U yUeTa BCEX TOUYEK 3PEHHUsI MPUNTH K OOBEKTUBHOMY pE3yibTary.

OcCHOBHBIE IIary MPU TOJTOTOBKE K JUCKYCCHH.

Bp160p TEMBI TUCKYCCHH OTIPEAEISIETCS IEISIMU OOYICHHS U COJIep)KaHNEM yu4eOHOTO Ma-
tepuana. [Ipu 3ToM Ha 00CykIeHne 00yJatOMIUXCsl BBIHOCSTCS TEMbI, UMEIOIIHE TPOOIEMHBII
XapakTep, coepxallre B cede MPOTUBOPEUUBbIE TOUKH 3PEHHUS, JUIIEMMBI, 3a/I€BalOLIUeE TPU-
BBIYHBIC YCTAHOBKH OOy4aronuxcs. Tema pa30uBaeTcst Ha OTAEIbHBIC BOIPOCHI, KOTOPBIE CO00-
HI1al0TCs 00yJaromumMcs. Y Ka3plBaeTcs JIUTepaTypa, ClipaBOYHbIe MaTepraiibl, HEOOXOIUMbIE AJIs
MOJTOTOBKU K TUCKYCCHH.

[IpoBeneHne TMCKYCCHM:

- popmynupoBaHue MPoOIEMBI U TIENIeH JTUCKYCCUH;

- CO3JJaHUE MOTUBALIUU K OOCYKIEHUIO - OIPEIeICHHE 3HAYUMOCTH TPOOJIEMBI, YKa3aHHe
Ha HEPEIICHHOCTh ¥ MMPOTUBOPEUYUBOCTH BOIIPOCA  T.1I.;

- YCTaHOBJIEHUE perjlaMeHTa IUCKYCCUHU U €€ OCHOBHBIX ATAllOB;

- COBMECTHas BBIPAOOTKA MPaBWII JUCKYCCHH;

- BBISICHEHUE OJJTHO3HAYHOCTH MOHUMAaHUsI TEMbI TUCKYCCHH, UCIIOJIb3YEMBIX B HEll TepMU-
HOB, IIOHATHUH.

[Tpuembl BBeZIeHUS B TUCKYCCHIO:

- IpeAbSBIICHUE TPOOIEMHON CUTYaIUH;

- IEMOHCTpAIHs BUACOCIOKETA;

- IEMOHCTpAIIU MaTepUaIOB (CTaTel, TOKYMEHTOB);

- poJieBO€ MPOUTPbIBaHKE IPOOJIEMHOM CUTYALINH;

- aHaJN3 TPOTUBOPEUYHNBBIX BHICKA3bIBAHHH - CTOJTKHOBEHHE MPOTHUBOMOIOKHBIX TOUEK
3peHust Ha 00CYyXKIaeMyto pooemy;

- IOCTaHOBKA MPOOJIEMHBIX BOIIPOCOB;

- aJbTEPHATUBHBIN BHIOOp (y4aCTHUKAM IpeajiaraeTcs BbIOpaTh OAHY U3 HECKOJIBKUX TO-
YeK 3pEHUS MU CIIOCOOOB peIIeHUs POOIEMBI).

[Tpuembl BBeZIeHHS B TUCKYCCHIO:

- IpeAbSBIICHUE TIPOOIEMHON CUTYaIUH;

- IEMOHCTpAIIHs BUICOCIOKETA;

- IEMOHCTpAIIU MaTepUaIOB (cTaTel, TOKYMEHTOB);

- poJieBO€ MPOUTPBIBaHKE IPOOJIEMHOM CUTYAlINH;

- aHaJN3 IPOTUBOPEUYNBBIX BHICKA3bIBAHHH - CTOJTKHOBEHHE MPOTHUBOMOIOKHBIX TOUEK
3peHust Ha 00CYyXKIaeMyto Ipooemy;

- MIOCTaHOBKA MPOOJIEMHBIX BOIIPOCOB;

- aJIbTEPHATUBHBIN BBIOOp (YyUaCTHUKAM IIpe/siaraeTcsi BbIOpaTh OAHY U3 HECKOJIBKUX TO-
YeK 3pEHUS WU CIIOCOOOB peIIeHUs POOIIEMBI).

Tpebosanus Kk KoMnvlIOMepHOU Npe3eHmayuu.



KomMmnproTepHas npe3eHTanus — 3T0 3JEKTPOHHBIN MyJIbTUMEAUINHBINA JOKYMEHT, KOTOPBIH
CO3JIaI0T M UCHOJB3YIOT AJIS MoAauu MH(OpMAIMK IIMPOKON ayAUTOPUH B HATJISAHOM U JIAKO-
HUYHOM BUJIE.

[Ipe3enTtanus opopMiIsieTcst o ONPEACIICHHON CTPYKTYpe:

- TUTYJIBHBIH JIUCT C BXOJHBIMH JIaHHBIMY;

- TEKCT XOPOIIO HanucaH U c(hOPMHUPOBAHHBIE UAEH SICHO U3JI0KEHBI U CTPYKTYPUPOBAHbI
B IIPE3CHTALINH;

- CIIai bl IPEICTABIICHBI B JIOTUYECKON MTOCIIEN0BATEIbHOCTH;

- CITUCOK MCTOYHUKOB HH(POPMALIUH.

3amura y4eOHOro MpoeKTa — MPe3eHTALUN:

3amuTa NPOBOJUTCS B BUAE YCTHOM 3aLIUTHI IPOEKTA NEPE]] CAYILATENSIMH C MyJIbTUME-
JTAMHON Mpe3eHTalueH.

®dopma U coepKaHUE 3aIUTHI TPOEKTA JOJIKHBI IPETyCMAaTPUBATh HAIMYME BCEX KOMIIO-
HEHTOB:

1. AKTYyallbHOCTb U 3HAUUMOCTb TE€MBI, 1I€JIb U 33/1a4H.

2. [TonHOTaA PaCKpHITUS TEMBI.

3. OrnpezenieHne MOHATUM 3asIBJICHHOMN TEMBI.

4. Teopernueckue acnekThl, CTPYKTypa, KOHUEMIUH, MOJENH (C YIOMUHAHUEM W3-
BECTHBIX MCCIIEZIOBATENICH, YUCHBIX, ICUXOJIOTOB IO Mpobieme).

5. OpUrHHAIBHOCTD PEIICHUS TTPOOITIEMBI.

6. lenHoCcTh ¥ HOBH3HA MOTYYEHHOI'O MPOEKTHOTO MPOYKTA WM MPOoIEecca.

7. CaMoCTOSATETLHOCTh PA0OTHI HAJT TPOCKTOM.

8. HaydHocTb, apTrCTH3M, YOSTUTEIIEHOCTD M BHIPA3UTEIILHOCTD BHICTYIIIICHUS.

9. AnanTanys TBOPYECKOTO MPOEKTa K HOBBIM PEATUsM B COLIMAIBHO-KYJIBTYPHOM
JeSATEeIbHOCTH.

10. PackpeiTue cogepxaHus MpoeKkTa Ha MPE3EHTalUH.

1. Hcnonp3oBanune cpeacTB HAMISIAHOCTH, CTUIIb IIPE3EHTAIUH.

12. OTBeTHI HAa BONPOCHI (BO3MOXKEH HHTEPAKTHB C Ay IUTOPHEH ).

13. IIpakTueckuil aHanu3 3asBJICHHOM TEMbl U IIPUMEHEHHE B COLMAJIBHO-
KYJIbTypHOU cdepe (puMepsl).

14. BrBIBOJIBI M peKOMEHIALUK JIJIS1 YUPEXKICHUS KYJIbTYPBI

15. Hcnonp3yemas nureparypa

Tpebosanus k 6bINOIHEHUIO MECTOB:
TecTel — 3TO BOIPOCHI WX 3aaHus, NPEAyCMATPUBAIOIINE KOHKPETHBIN, KPATKUN, YETKUN
OTBET Ha MUMEIOLIMECS BApUAHThI OTBETOB. IIpy caMOCTOATENBHOM OArOTOBKE K TECTUPOBA-
HUIO CTYJIEHTY HEOOXOUMO:
a) mpopaboTtaTh HHPOPMAITMOHHBIN MaTepral MO TUCIUTIIINHE;
0) BBISICHUTB BCE YCJIOBHUSI TECTUPOBAHUS: CKOJIBKO TECTOB OyIET MPEIOKEHO, CKOJIBKO Bpe-
MEHH OTBOAMTCS Ha TECTUPOBAHUE, KAKOBA CUCTEMA OLIEHKH PE3y/IbTaTOB U T.JI.
B) IpUCTyMas K paboTe ¢ TeCTaMu, BHUMATEIbHO MIPOUYUTATh BONIPOC U MpesiaraeMble Bapu-
aHTBI OTBETOB. BIOpaTh MpaBUIIHHBINA OTBET.
) €CJIM BCTPEUYEH TPYAHBIN BOIIPOC, CIAEAYET NEPEUTH K IPYTMM BOIPOCaM; K TPYAHOMY BO-
IPOCY HEOOXOUMO BEPHYTHCS MO3KE.
1) BAKHO OCTaBUTb BpeMs Uil IPOBEPKU OTBETOB, YTOOBI H30€KaTh MEXaHMYECKUX OLIHOOK.

Obuwgue mpedosanusa K peKOMEHOAUUAM RO U3YYEHUI0 OUCUUNAUNBL [1J1s1 yCTIEUTHOTO
OBJIQ/ICHUS TUCIUTLTUHON HEOOXOIMMO BBITTOJHATH CIIEIYIONIHE TPeOOBaHUS:

1) nmoceuiaTb BCC JICKIUOHHBIC U MTPAKTUYCCKUC 3aHATHSA, IIOCKOJIBKY BCCh TeMaTHIECKUU
MaTepHall B3aUMOCBSI3aH MEXy COOOH M TEOPETHUECKOTO OBJIAJICHUS TPOITYIIEHHOTO HEIOCTa-
TOYHO OJId KaUYCCTBCHHOI'0 YCBOCHUSA 3HAHUH 110 JUCIHUITIINHC,



2) Bce paccMaTpUBaeMble Ha JEKIMIX U MPAKTHUECKUX 3aHATUSAX TEMBI M BOIPOCHI 00s13a-
TeIbHO (PUKCHPOBATH (JTMOO0 HA OYMaXKHBIX, THOO Ha MAaITUHHBIX HOCUTEISAX HH(POPMAIIHH );

3) O6$I3aTeJ'II>HO BBITIOJIHATE BCC JOMAIIHUC 3a/IaHH, ITIOJTYUIAaCMbIC HaA JICKIIUAX WJIN ITPaK-
TUYECKUX 3aHATHUSX;

4) MMPOSABJIATH AKTUBHOCTH HA UHTCPAKTUBHBIX JICKIUAX W MPAKTUUCCKUX 3aHATUAX, a4 TAK-
e TIPH MOATOTOBKE K HUM. Heo0X0AMMO MOMHHUTE, YTO KOHEUHBIN pe3yJabTaT OBIIAJACHUS CO-
JiepKaHueM TUCIHUILTMHBI HEOOXO0IMM, B TIEPBYIO O4€peIb, CAMOMY CTYICHTY;

5) B ciydasx mpoIrycKa 3aHSATHH 10 KaKUM-JIM00 MpUYrnHaM, HEOOXOAMMO 0053aTeITbHO
CaMOCTOATENIBHO U3y4aTb COOTBETCTBYIOIIUN MaTEpHAll.

Memoouueckue pekomenoayuu no no020MmoeKe K RPAKMUYECKUM 3AHAMUAM

st ycnenHoro npoBeieHUs MPAKTUYECKUX 3aHATUN ¢ TBOPUECKOM AUCKYCCHEN HY)KHA
LieJIeHalIpaBJICHHAs [IpeIBApUTENIbHAS IOATOTOBKA CTYEHTOB.

CemuHap B CpaBHEHHUH C IpyruMH popMaMu 00ydeHHUs TpeOyeT OT CTYJEHTOB BEICOKOTO
YPOBHSI CAMOCTOSATEIBHOCTH B pabOTE € JIUTEPATypON, HHULIMATHBBI, @ UMEHHO:

- yMeHHe paboTaTh C HECKOJIbKUMHU HCTOYHUKAMU,

- OCYILLECTBUTh CPAaBHEHHUE TOI'0, KaK OJMH U TOT K€ BOIIPOC U3JIAraeTcsl pa3IMuHbIMU aB-
TOPAMH,

- clienath COOCTBEHHBIE 0000IICHUS U BBIBOIBI.

Bce 370 co3maer GnaronpusTHbIE YCIOBHS ISl OPraHU3aluU JUCKYCCUM, TIOBBIIIAET YpO-
BEHb OCMBICJICHUS 1 0000IICHNS U3YYEHHOTO MaTepraa.

B npouecce cemunapa uier akTUBHOE 00CYX/I€HUE, TUCKYCCUU U BBICTYILJICHUS CTYACH-
TOB. B X016 ceMHHapa CTyJeHT yuyuTcs MyOIUYHO BBICTYIATh, BUJETh PEAKIMIO CITyIaTeNeH,
JIOTUYHO, SICHO, YETKO, TPAMOTHBIM JIUTEPATYPHBIM SI3bIKOM H3JIaraTh CBOU MBICIIU, TPUBOJHUTH
JI0BOJIBI, (hOPMYITHPOBATH APTyMEHTHI B 3AIIUTY CBOCH MO3HIINU.

['oToBsICH K CEMUHAPY, CTYAECHTHI JOJKHBI:

1. ITo3HAaKOMUTBCS C PEKOMEHIYyEMOM IIPETIOAAaBaTENEM JINTEPATYPON;

2. PaccMOTpeTh pa3iMyHbIe TOUKHU 3pEHUS TT0 U3Yy4aeMOW TEME, UCIIOJIb3Ys BCE JOCTYITHBIE
UCTOYHUKU MH(POPMALINH;

3. Beinenuts npoOaemMHbIe 001aCTH U HEOJHO3HAUHBIE MTOAXO0/IbI K PELISHHUIO TTOCTaBJIeH-
HBIX BOIIPOCOB;
4. ChopmynupoBaTh COOCTBEHHYIO TOUKY 3PEHUS,
5. BBITh TOTOBBIMU COPMYIIHPOBATH CBOI TMCKYCCHOHHBIN BOTIPOC.

Memoouueckue pekomenoayuu no n0020moseKe 00K1a006 U CO0OUeHUIl HA CeMUHA-
pax

[ToaroToBka Jokiaaa TpeOyeT OT CTyJeHTa OOJIBIION CAMOCTOSTEIbHOCTH U CEPhE3HOM
MHTEJJIEKTYyaTbHOU paboThl. OHA BKIIIOYAET HECKOJIBKO TANOB U MPeyCMaTpUBAET AITUTEIb-
HYI0, CHCTEMATHYECKYIO paboTy CTYJEHTOB U MOMOIIb IEIaroroB Mo Mepe HEOOXOJMMOCTH:

- COCTaBIIAETCS TUIaH JOKJIAa IMyTeM 0000IeHHS U IOTHYECKOTO MOCTPOSHHsI MaTepHa-
Ja TOKJIaaa;

- MOJIOUPAIOTCS OCHOBHBIC HCTOYHHUKHU WH(OpMAIUK;

- CUCTEMATH3UPYIOTCS MOJIYYCHHBIE CBEJICHUS ITyTEM U3Y4CHHUs Hanbosee BaKHBIX
Hay4YHBIX paboT MO TaHHOW TeMe, IepeueHb KOTOPBIX, BO3MOXKHO, TA€T CaM MPernojaBaTelb;

- ISNAI0TCS BBIBOJIBI 1 00OOIICHHS B PE3yJbTaTe aHAIM3a U3YYEHHOTO MaTepuaa, Bbl-
JieJieHns HanOoJsiee 3HaUMMBIX U1 PACKPBITHS TeMBbI 10KJIa1a (JakTOB, MHEHHI pa3HbIX YY4EHBIX
U TpeOOBaHUSI HOPMATHUBHBIX JOKYMEHTOB.

[Tpu mpoBeneHNH CeMUHAPCKUX 3aHATUH METOJOM Pa3BEPHYTOM Oecebl o OTACIbHBIM
BOIIPOCaM MOXET BBICTYIHTD 3apaHee MOATOTOBIEHHOE COOOIIEHNE.

HeoOxonuMo BbIpa3uTh CBOE MHEHHE 110 TTOBOJY ITOCTABIEHHBIX BOIIPOCOB U TOCTPOUTH
CBOM OTBET B JIOTHYECKOU B3aUMOCBSI3HU C YK€ BHICKa3aHHBIMU CYXKIACHHUSIMU. BoIomHEeHUS



OTpe/ieIEHHBIX TPEOOBAHM K BBICTYIIJICHUSM CTYICHTOB HA CEMHHApaX SIBIISIOTCS OJHUM U3
yCIIOBUH, 00ECTIEYNBAIOLIUX YCIIEX BhICTYHAIOIIHX.

Cpenu HUX MOKHO BBIIETUTD CIAEAYIOIINE:

1) B3aUMOCBSI3b BBICTYIUICHHUS C MPEIICCTBYIOIICH TEMOU UITH BOITPOCOM;

2) packpbITHE CYHUIHOCTH MPOOIEMBI
3) MeTo0JI0THYECKOE 3HAYEHUE HCCIIeYEMOTro BOIIpoca AJis HayyHO, mpodeccuo-
HAJIbHOM U MPAKTUYECKOU IEATEIBHOCTH.

Iopaook opeanuzayuu camocmoamenvHoll padbomosl Cmy0eHmos

3aaHus SBISAIOTCS KOHKPETU3ALMEH JIEKIIMOHHOTO MaTepuaia MOJyJisl peIMeTa U Co-
OTBETCTBYIOT OCHOBHBIM €r0 TeMaM. 3aJJaHus BBIJAIOTCS BO BPEMsI MHAMBUAYAJIbHbBIX 3aHATUM,
MOCJI€ 3HAKOMCTBA € MPAKTHUYECKOM 3HAYMMOCTbIO COOTBETCTBYIOIIMX PEIICHUH U IOKYMEHTOB,
¢ TpeOOBaHUAMH K MOPSIIKY UX pa3paboOTKU U cofepxaHuio. TeMaTuka KOHKPETHOTO WHIANBUAY-
AIBHOTO 33JJaHUS COTJIACYeTCs C MPETOJaBaTeIeM U ONPEILISIETCS M. 3alluTa MOATOTOBIICH-
HBIX [IPOEKTOB 33JIaHUs IPOBOJUTCS B XOJ€ CEMECTPA Mepe]] KOJUIEKTUBOM TPYIIIbI B BUJE Ipe-
3eHTanuu. Hanbonee y1aqHo BHIMOTHEHHBIC IPOSKTHI M TUITMYHBIC OMIMOKH 00CYKIAI0TCs Ha
MOCEAYIOLUX ayIUTOPHBIX 3aHIATHUAX. BrinonHeHne 3aqanuil siBisieTcs mpeIMeToM OalibHOM
aTTecTalliy CTYJAEHTOB 3a ceMecTp. JIydime mpoeKThl peKOMEHAYIOTCS sl KadenpanbHbIX, ¢a-
KYJIbTETCKUX U YHUBEPCUTETCKUX HAYYHO-TIPAKTUICCKUX KOH(MEPEHIINH U "KPYTJIBIX CTOJIOB".

CamocrosTenpHas paboTa 6akanaBpoB M0 JaHHOM IUCIUIUTHHE MPEAIOIaraeT:

- CaMOCTOSTEIbHBIN OUCK OTBETOB U HE0OX0AUMOM MH(OPMALIUU N0 MPEATI0KEHHBIM
BOIIPOCAM;

- BBITIOJTHEHUE 3aJIaHUM TSI CAMOCTOSTEILHON PabOTHI,

- U3y4YE€HHE TEOPETUUECKOTO U JICKIIMOHHOTO MaTepuaa, a TaKKe OCHOBHOU U JIOTOJI-
HUTEJIBHOM JINTEpATyphl IPH MOATOTOBKE K CEMUHAPCKUM 3aHATUSAM, HAYYHBIM JUCKYCCHUSM,
HaIUCAHUU JIOKJIAJOB;

- IOATOTOBKA K KOHTPOJILHBIM paboTaMm 1o TeMaM, MPe1yCMOTPEHHBIM IPOrpaMMoii
JIAHHOTO Kypca;

- BBIIIOJIHEHUE UHAUBUIYAJIBHBIX 3aJJaHUI IO OTAENbHBIM TEMAM IACLIUILIAHBIL.

METOIUYECKUE YKA3ZAHUSA 10O OCBOEHUIO JUCHUIIJIMHBI

1.1. IlnaHbl CeMHHAPCKUX 3aHATHH

[Tpaktuueckoe 3anstue Ne 1 mo teme 6 «JIOKyMeHT, €ro BHIbI, CBOMCTBA U (DYHKIIMH, Xa-
PaKTEPUCTHUKH, CBOMCTBA U MIPU3HAKI

XapakTtep paboThI (pPENPOTYKTUBHBIN, TOUCKOBBIN).

®dopma opraHuzanuy yaeOHO! AeITenTbHOCTH ydanuxces (QpoHTaapHas, TpynnoBasi, HHIN-
BUJTyaJIbHAS ).

JluakTH4ecKkue LeidH MPaKTUYeCKOoi paldoThl: — 00O0OLIUTH, 3aKPENUTh TEOPETHUYECKHE
3HaHUA N0 TeMe; — chOPMHUPOBATH MPAKTUUECKUE YMEHHS U HAaBBIKU.

TpebGoBaHus K 3HAHUSAM U YMEHUSIM y4allluxcsl.

CTyneHThl TOJDKHBI 3HATH: — OMPEENIeHus: 9To Takoe «J{okymeHT», «OdunmuanbHbIii 10-
kymeHT», «llommuaauk», «Komus noxkymentay — «llogauHHBIA TOKyMEHT», «IlomOXKHBINY,
«OpurnHany; — QyHKIUH JOKYMEHTa, IPU3HAKU OKYMEHTa; — CUCTEMAaTH3aIUI0 JTOKYMEHTOB
0 BHJIaM U TPYIITIaM.

CTyneHTbl TOJKHBI YMETh: - CUCTEMAaTU3UPOBATh IOKYMEHTHI 110 BUJaM U IPyIIIaMm.

Jluteparypa u cpeacta oOyuyenus: 1 «['OCT P 7.0.97-2016. HanuonanbHelid cTangapT
Poccuiickoit ®eneparnuu. Cucrema cTaHIapToB 10 MHGOPMAIMK, OMOIHMOTEYHOMY U U3AaTellb-
ckomy neny. OpraHu3aoHHO-pacIoOpSAUTENbHAS JoOKyMeHTaus. TpeboBaHus K opopMIIeHUIO
JTIOKYMEHTOB.

Tewmbl a1t 00Cy)KaeHUS:

Oyaknun 1okymenTa. [lpusznaku nokymenrta. Kimaccudukamus 1okymMeHTOB. Buasl m1oKy-
MEHTOB.

OTBETUTH Ha KOHTPOJIbHBIE BOIIPOCHI:



1 HazoBuTe OCHOBHBIE NMPU3HAKU JOKYMEHTA U JAaUTE KPATKYI0 XapaKTEPUCTUKY KaXJI0ro U3 HUX
2 Yo Takoe ropuauyeckas cuiia JOKyMeHTa?

3 JlaiiTe onpezencHre NOUIMHHUKA U yOJIMKaTa JOKyMEHTA.

4 JlaitiTe onpeaenieHue KoMUY JOKYMEHTA.

5 Korpa komust npruoOpeTaeT IpUuIuIecKyro cuiny?

6 UeM MOJTMHHBIA TOKYMEHT OTJIMYAETCS OT MOJI0OAKHOTO0?

7 Yto mpencrapiseT co0oil JOKYMEHT, (pambCU(PUIMPOBAHHBINA TOTHOCTHIO?

8 Uro mpeacTaBisieT co00i TOKyMEHT, haabCcuDUIIMPOBaHHBIA YACTHYHO?

9 Yro mpencrapisier coOOW OpUTrHHAI JOKYMEHTA?

[Ipaktuyeckoe 3austie Ne 2 o teme 8§ «OdopmiieHue 0J1aHKOB AOKYMEHTOB. briaHk mo-
KyMEHTa, BUJIbI OJIAaHKOB)

Xapakrep paboThl (perpOAYKTUBHBIN, ITOMCKOBBIH).

®dopma opraHmu3anuu y9eOHOU NeATeIbHOCTH yJamuxcs (GpoHTaIbHAS, TPYIIOBasi, HHIU-
BuAyasbHas). JlunakTuyeckue e MpakTUYecKord padoThl: — 0000IIUTh, 3aKPENUTh TEOPETH-
YeCcKUe 3HaHUS 10 TeMe; — cPOpMHUPOBATh MPAKTUYECKUE YMEHHUS U HABBIKH.

TpebGoBanusi k 3HaHUSAM U yMEHUAM ydamuxcs: CTyAeHTbl JOKHBI 3HATh: - MOHSTHS:
«TOKYMEHT», «PEKBU3HUT JTOKYMEHTa», «OJIaHK JOKYMEHTa», «0O0muil OIaHKy», «OMaHK MHChMay;
- BUAbI 01aHKOB. CTYAEHTHI AOJKHBI YMETh: - 0pOopMIISATh OJaHKU JOKyMEeHTOB. Jluteparypa u
cpeacTBa O0yUYCHHS.

OcnoBHas nuteparypa: - «['OCT P 7.0.97-2016. Hanmonanenslii cranaapt Poccuiickoit
Oenepanuu. CucreMa CTaHIAPTOB MO WHGOPMAIUK, OMOIMOTEYHOMY M H3IaTEIbCKOMY JENy.
OpranuzaloOHHO-pacopsIuTeNbHass JoKyMeHTanus. TpeboBaHus K OGOPMICHHIO JTOKYMEH-
ToB». CpecTBa HarlAIHOCTU: cxema: «Buasl OJIaHKOB», «YTIOBOE U MPOAOIHHOE PACIIONONKE-
HUe pekBU3UTOB B Omanke», «['OCT P 7.0.97-2016. Hanumonanensiii ctanaapt Poccuiickoi de-
nepanuu. CuctemMa CTaHAApTOB MO MHPOPMAIUU, OMOIMOTEUHOMY M M3AaTelIbcKoMy aeny. Op-
raHU3alMOHHO-pAaCHIOpAAUTENbHAs JOKyMeHTalus. TpeOoBaHus K 0POPMIIEHUIO TOKYMEHTOB.

JumpakTudeckass CTpyKTypa 3aHsATUs AKTyanu3alusi OMOPHBIX 3HAHUN U MPAKTHIECKOTO
OTIbITA MPU JAOMYyCKe K paboTe, IUCKYCCUSl Ha TEMBI:

1 Yro Takoe OIaHK TOKYMEHTA.

2 Bubl 01aHKOB.

3 O06muii 6y1aHK.

4 bnank nucepMa.

5 bitaHK KOHKPETHOIO BUJ1a JOKYMEHTA.

6 brnaHku ¢ yriioBbIM U EHTPOBAHHBIM PACIOJI0KEHUEM PEKBU3UTOB.

7 OcoOeHHOCTH U3TOTOBIICHUS OJIAaHKOB.

3amanus IS TpaKTHUecKo paboTel Mcmonb3yst 00Opasiel OJIAaHKOB JTOKYMEHTOB O(Op-
MUTh: | O0uwmii 6;ank opranuzanuu. 2 O6paserl yriaoBoro u nNpoaojabHOro OJaHKa MUCbMa Op-
ranuzamnuu. 3. OOpa3zen 0j1aHKa KOHKPETHOTO BHJA JOKYMEHTA OpraHu3amuu, npukas. 4 brank
CBOEH OpraHu3aluu.

OTBeTUTHh HAa KOHTPOJIbHBIE BOMpOChl: | brnank gokymenrta. 2 OTinuus OJaHKOB C YIJIO-
BBIM U [IEHTPOBAHHBIM PACIIONIOKEHHEM PEKBU3UTOB. 3 OCOOEHHOCTH M3TOTOBIICHUS OJIaHKOB. 4
Ocobennoctu repboBoro OaHkKa.

[Tpaktrueckas padora Ne 3 mo temam 10-11 «OO0ume HOpMBI U paBwiia OGOpMIICHUS J10-
KYMEHTOB. SI3BIK U CTWJIb JE€JI0BOr0 JOKYMEHTa», «DOpMyIIsip JOKYMEHTA U €r0 COCTaBHbIC Ya-
CTH. PEKBU3HUTHI JOKYMEHTa)

HGHBI HU3YUUTh PCKBU3UTHI JOKYMCHTOB.

CTyneHT JODKEH YMETh: - 0QOpMUTh OJIaHK JTOKYMEHTA; - COCTABJIATh U OPOPMIISTH PEK-
BU3HUTHI JOKYMCHTOB.

CpencTBa 00y4eHUs:: HOPMATUBHBIC JOKYMEHTBI, OJJAHKU JIOKyMEHTOB, METOJAMYECKHE YKa-
3aHMsI, KOHCIEKT. AKTyaln3alysl OOPHBIX 3HAHUN M NMPaKTUYECKOIO OIbITa IPH AOIYCKE K pa-



oore: 1. [ToHITHS «IETOMPOU3BOJICTBO», KIOKYMEHT», «(OPMYIISP TOKYMEHTa», «PEKBU3UTY. 2.
Onummre TpeboBaHus K 0popMiIeHUIO peKBU3UTOB 3. IlocTosiHHBIE U NTepeMEHHbIE PEKBU3UTHI.
4. IlpaBuna opopmiieHUsT pEKBU3UTOB TOKYMEHTA. 5. biank qokymeHTa. 6. bnaHku ¢ yrioBbIM U
LEHTPOBAHHBIM PACIOJI0KEHHEM PEKBU3UTOB. 7 OCOOEHHOCTH U3TOTOBIIEHUS OJIAHKOB.

3amanus Ui mpakTudeckoi pabotel 3amanue 1 1) Ilpaktuueckoe u3yuenue popmysspa.
2) Pa3z06op pexBu3uTOB AoKyMeHTa. 3amanue 2 1) CoctaBUTh OOIIMi OJTaHK KOHKPETHOW OpTaHU-
3alMH C YTJIOBBIM U MPOJIOJILHEIMU BapUaHTAMH PACIIONIOKECHHSI PEKBU3UTOB Ha hopmare A 4 u
A 5. 2) CocraButh OJ1aHK KOHKPETHOTO BHAA JOKyMeHTa. 3) CocTaBUTh OJIAaHK JOJKHOCTHOTO
nuIa.

OcnoBHas gureparypa: «['OCT P 7.0.97-2016. HauunonansHbiii cTtanmapt Poccuiickoit
Oenepanuu. CucreMa CTaHIAPTOB MO WHGOPMAIUK, OMOIMOTEUHOMY M H3/IaTEIbCKOMY JENy.
OpranuzaloOHHO-pacopsIuTeNbHass JoKyMeHTanus. TpeboBaHus K OGOPMICHHIO JTOKYMEH-
TOBY.

CpencrtBa HarimsagIHOCTH: cxeMa «MakeT pacroyioKeHUs PEeKBU3UTOBY». 1 TpeOoBaHus K
0(pOpMIICHHIO TOKYMEHTOB»». 2 3aiaHus JUIsl IPaKTHYECKON paboT

[Ipaktuueckoe 3anstue Ne 4 no teme 14 «OdopmieHre opraHu3alOHHO-TIPABOBBIX J0-
KYMEHTOB)

Lenb paGoThI: HAYUYUTHCS COCTABIATH U 0(OPMIIATH OPTaHU3AIMOHHO-TIPABOBHIE TOKYMEH-
TbI B cooTBeTcTBUM ¢ ['OCT.

[opsimok BeImonHeHHUsT paboTel 1 3anmucath HOMEpP MPAKTUYECKOH padoThl, TEMY U LIEJb
paboThl. 2 3anucaTh KOPOTKO MPE/I0KEHHBIE 3aJaHus.

[IpakTuyeckast pabora cocTouT u3 3-x 3aaanuii no cocrasnenutro OP/l. Yto6s1 ohopMUThH
JOKYMEHTBI HEOOXOMMO HCIIOIb30BaTh TUIOBBIE (hOPMBI, KOTOPBIE HAXOJATCS B MPUIIOKEHUSX.
B npunoxeHusix Taxkke MpeacTaBlIeHBI 3all0JIHEHHBIE 00pa3Ibl ATHX JOKYMEHTOB. OdopmiieHue
JIOKYMEHTOB MPOU3BOIUTCA B penakrope Microsoft Word ¢ cobmtoieHreM Bcex OTCTYNOB U MH-
TepBajoB. Bce BHINOJIHEHHBIE 33aJjaHUs JOJDKHBI OBITh pacriedaTaHbl M MPEICTaBlICHbl Mpenoa-
BaTEJIO JIJISl IPOBEPKHU.

[Tpaktuueckoe 3anarue Ne 5 o teme 16 «CocraBieHue u opopMiaeHHE OPraHN3aIUOHHO-
pacniopsiautenbHon qokymeHTanuu (OP1)»

Lenb 3ansTus: OOpa3zoBaTelbHasA: HaAyYUTh CTYJEHTOB NMPAaBUILHOMY O(OPMIIEHUIO U CO-
CTaBJICHUIO PACTIOPSIIUTENBHBIX JOKYMEHTOB Hcmoib3ys ['OCT, 3akpenuTh MOHSATHE «PEKBU-
3UT», IOKA3aTh PACIOJIOKEHNE PEKBU3UTA 110 KOHCTPYKIIMOHHOM CeTKe, MOoKa3aTh 3HauUeHue J10-
KYMEHTA JUIsl COBPEMEHHOTO OOIIIECTBA U YEJIOBEKA.

Xapaktep paboThl (pEeNpPOAYKTHBHBIN, YaCTUYHO - TOUCKOBBIM) dopma opraHuzamuu
yueOHOM NesATeNbHOCTH yJamuxcs ((hpoHTaIbHAsL, TPYIIOBast, UHIUBUIYATbHAS )

TpebGoBaHus K 3HAHUSIM U YMEHHUSIM: CTYACHTHI JIOJKHBI 3HATh: - HA3HAYEHHUE PACIIOPSIIU-
TENhHBIX JOKYMEHTOB (MPUKa3bl MO OCHOBHOM NEATEILHOCTH), PEKBU3UTHI U PACIIOJIOKECHUE
PEKBHU3UTA MO KOHCTPYKIIMOHHOM CETKE JIJISl PACTIOPSIUTENbHBIX TOKYMEHTOB - MOPAI0K 0PopM-
JICHUS] PEKBU3UTOB. CTYACHTHI JOJIKHBI YMETh: - OPOPMIIATH «PEKBU3UTHD) IJIS PACTIOPSIUTETb-
HBIX JOKYMEHTOB, pacrojaraTh peKBU3UTHI 10 KOHCTPYKIIMOHHOM CETKe.

3amaHus 17 npakTUdeckod pabotel. 1 3amucaTh HOMEp MPAKTUYECKOH pabOTHL, TeMy H
1eb paboThI. 2 3anucaTh KOPOTKO MPEII0KCHHBIC 3a/TaHHS.

[IpakTuueckast pabora cocTouT u3 4-x 3aaanuii no cocrasnenuto OP/l. YtoO6s1 ohopMUTH
JIOKYMEHTBHI HEOOXOMMO HUCIIOIb30BaTh TUIOBBIE (DOPMBI, KOTOPBIE HAXOJATCS B MPUTIOKEHUSX.
B npunoxeHusix Takke MpeacTaBlIeHBI 3all0JIHEHHBIE 00pa3Iibl ATHX JOKYMEHTOB. OdopmiieHne
JIOKYMEHTOB MPOU3BOUTCA B penakrope Microsoft Word ¢ cobmtoieHneM Bcex OTCTYNOB U MH-
TepBaJIOB. Bce BBIMONHEHHBIE 3aaHUsI TOJDKHBI OBITH pacliedaTaHbl U MPEACTABIEHBI MPemoa-
BaTEJIO JIJIsl POBEPKHU.



[Ipaktuueckoe 3anstue Ne 5 mo teme 17 «OdopmieHne nHGOPMAIIMOHHO-CIIPABOYHBIX
JIOKYMEHTOB

Henp 3anarus: OOpa3zoBarenbHas: MO3HAKOMUTh C HOPMaMHU M MPAaBUIIAMH, PEKBU3UTAMHU
oQopMIIEeHHS aKTa, HAyYUTh CTYACHTOB MPaBUILHOMY O(OPMIICHHUIO aKTa. MOKa3aTh 3HAUYEHUE
JIOKYMEHTA /1151 COBPEMEHHOT0 00IIeCTBA U YEJIOBEKA.

TpeboBanust k 3HaHUSM U yMEHUSM ydammxcsd CTyneHThl JOJKHBI 3HATh: - CHOCOOBI
oopmIIeHHS PEKBU3UTOB aKTa, OOIICTPUHATHIX COKpalIeHNH, Hn(poBOi MHPOpPMALINH, CIICIH-
¢dbuyeckre 0COOEHHOCTH O(DUIMAIIBHO-IEIOBOTO CTHIISI PEYH; TUITUYHBIC OIIMOKH, MPHU COCTaB-
JICHUU TeKcTa JoKyMeHTa. CTyIeHTHI OJKHBI YMETh: - COCTABISATh TEKCT JIEIOBOTO JIOKYMEHTa
B COOTBETCTBHHM C OOIIMMU MpaBUIIaMU U HOPMaMH, C Y4€TOM TpeOOBaHUM K CTUIIO O(pUIIUATb-
HBIX IOKYMEHTOB. 3a/laHu€ MPaKTHUECKOTro 3aHATHs - OpopMUTe aKT.

3amanne mpakTudeckoro 3aHATHs 1 OdopmuTe OOBICHUTENBHYIO 3alMCKY O MPOITyCKax
y4eOHbIX 3aHATHHA. PekBU3UTHI mpou3BosibHBIE. 2 OdopMHUTE AOKIATHYIO 3aIMUCKy Ha MM
HavaJbHUKA OT/IENIa, O MOSIBJICHUH B HETPE3BOM BHJIE COTPYIHUKA. PEKBU3UTHI MPOU3BOJIbHBIE. 3
Odopmute cripaBKy O IPOBEIEHUN MHBEHTApU3aIllMM B KOMIBIOTEpHOM Kiacce. Ogopmure He-
o0xoauMbIe TaHHBIE B TabMuuHOM GopMme. 4 OTpenakTUpyHTe MPEII0)KEHHBINA JOKYMEHT.

[IpakTuueckoe 3ansatue Ne 7 mo teme 18 «JlenoBas u komMepuecKas epenuckay

Lenb 3anaTHA: CHOPMHUPOBATH NPEACTABICHUS YYaIIUXCs O JOKyMeHTax. [l03HakKOMUTH co
city>keOHbIMH MUcbMaMu. HayduTh CTyA€HTOB pa3inyaTh MUChMa M0 UX Tpynnam u opopmisiTh
B cootBeTcTBUU ¢ [[OCTom.

Tun 3aHsaTHS: TPAKTUYECKUX HABBIKOB AKTyaju3allds OTMOPHBIX 3HaHUN U MPaKTHYECKOTO
OTbITa TIpU J0MycKe K padore: 1 Onpenenenne nucbma. 2 Buasl nucem. 3 PexkBu3utel nuchma. 4
SI3pIkOBBIC (POPMYITBI TMCHMA. 3aJaHus ISl TPAKTUUECKOU paboThl. OnpeaenuTe THI MUChMa 10
S3BIKOBBIM (popmynaM. SI3pikoBast popmyna Tun nmucema 1. IIpocum cooOmuTh naty mpuesna
neneranun oT Bameit ¢upwmel... a) odepra (mpennoxxenne) 2. Mbl yBepeHbl, uTo Bac 3amHTepe-
CyeT BBICOKOE KaueCTBO Hallel MPOIyKIHH... 0) oTka3 3. B cBsA3u ¢ npuOIMKEHHEM CPOKOB I10-
CTaBKU, HarloMuHaeM Baw, 4ro... B) conpoBoautensHoe nucbmMo 4. Ham Oyaer mpusTHO BUAETH
Bac na ro0unee Hamielr GupMbl, KOTOPBIA COCTOUTCS... T) TIpockda 5. K coxaneHuto, Mbl HE MO-
KeM NpUHATH Baiie npensoxenue... 1) HanomuHanue 6. [Ipeacrasisiio Ha yTBEpKIEHNUE MTPOEKT
IU1aHa... €) npuriamienue 25 OpopMuTe peKBU3HUT «aapecaT» s MHCEM, KOTOPbIe HAIPaBIISIOT-
csl:

[Mopsimox BeIMONHEHUS PadoThl 1 3amucaTh HOMEP MPAKTHUYECKON pabOThI, TEMY U IIETh
pabotel. 2 3anucaTh KOPOTKO MpejioKeHHbIe 3amanus. [Ipaktuueckas pabora cocTouT u3 3-x
3aJJaHHii 110 COCTABJICHUIO CIYKeOHBIX mHuceM. UToOb 0hOpMUTH TOKYMEHTHl HEOOXOIUMO HC-
M0JIb30BAaTh TUIIOBBIE ()OPMBI, KOTOPbIE HAXOIATCS B MPUIIOKEHUSIX. B MpHIIOKEHUSX Takxke
IPEeCTaBJICHbI 3aMOJHEHHBIE 00pa3Ibl 3TUX JTOKyMeHTOB. OdopmiieHHe TOKYMEHTOB MPOU3BO-
nuTes B penaktope Microsoft Word ¢ coOnmroeHremM Bcex OTCTYNOB U MHTEpBaJIOB. Bee BhIMOII-
HEHHBIC 33JJaHUs JIOJDKHBI OBITH paclieyaTaHbl U MPEACTABICHBI IPETOaBATEIIO ISl IPOBEPKHU

[Ipaktuueckas padora Ne 8 mo teme 19 «OdopmieHne JTOKyMEHTOB IO JTUYHOMY COCTaBY»

Ilens 3ansaTua: OOpa3oBaresbHasi: HAYyYUTh CTYJCHTOB NPaBUIBHOMY O(OPMIICHHIO JOKY-
MEHTOB I10 JINYHOMY COCTaBY B COOTBETCTBHH C HOPMAaTUBHBIMU TPEOOBaHUSIMU

®dopma opraHmu3anuu y9eOHOU NeATeTbHOCTH ydamuxcs (GpoHTaIbHAS, TPYIIOBasi, HHIHU-
BUJlyaJIbHAs)

TpeGoBaHMs K 3HAHUSAM M YMEHHSM CTYJEHTOB: CTYAEHTHI JOJDKHBI 3HAaTh: - Ha3HAUYEHUE
JIOKYMEHTOB JINYHOTO XapakTepa M MOPSIOK COCTaBJICHUS, - HA3HAYEHUE JOKYMEHTOB I10 JINY-
HOMY COCTaBY, MOPSJIOK COCTaBJIEHUS M PEKBHU3UTHI NPHUKA3a. CTYAEHThl JOJDKHBI YMETb: -
0(pOpPMIIATH MPHUKA3bI [0 JTUYHOMY COCTaBY, - OPOPMIIATH JOKYMEHTHI JIMYHOTO XapakTepa (pe-
3I0M€, 3asIBJICHUS, AaHKETY, JOKJIAJHYIO0 U OOBSICHUTEIBHYIO 3aIIUCKN).

Jluteparypa u cpenctBa oOyuenus: OcHoBHas aureparypa: «['OCT P 7.0.97-2016. Hauwu-
oHabHBINA cTaHgapT Poccuiickoit denepanuu. Cucrema cranaapToB 1o uHdopmaiuu, 6ubano-



TEYHOMY M M3JaTeNIbCKOMY Jeny. OpraHu3aloHHO-pacIopsAUTENIbHAS JOKyMeHTanus. Tpebo-
BaHUs K 0QOPMIICHHUIO IOKYMEHTOB.

PazpnaTounsii Matepuan: cxemsl «MakeT Ipukasa 1o JIMYHOMY COCTaBy», «Maker pesro-
Mey», «MakeT 3asBlieHus», «MakeT aHKeTh», «MaKeT JOKJIaTHOHN 3amuCcKny, «MakeTt ciykeOHOn
3anucKu». 3aaHns IPAKTUYECKON pabOTHI.

CryneHTsl ONy4aroT MHANBUAYAJIbHbIE IPAKTUYECKUE 3aaHusl U IIPUCTYMAIOT K €ro pea-
mu3armu. 1. CocTaBUTh M OOPMHUTH JOKYMEHTHI (Ha CBOE MMs1), HEOOXOAUMBIE JJIsl IpUeMa Ha
paboty: 3asBIICHHE, pe3loMe, aHKeTa. PeKBHU3UTHI JOKYMEHTOB Mpou3BoibHBIE. 2. OhopMHUTH
CBOJHBIN MPUKa3 O IpHeMe Ha padoTy.

[IpakTuueckas padora Ne 9 mo teme 21«/{okyMeHTOOOOPOT U €ro OpraHu3aLus»

[{enb paboOThI: HAYYUTHCS CO3JaBaTh 3JIEKTPOHHBIC SIIIUKH, OTIPABIATH U MOJIYy4YaTh MOYTY.
[Mopsinok BeimoaHeHUs: paboThl 1 3amucaTh HOMEp MPAKTUYECKON pabOThI, TEMY U 1Ielb padOThI.
2 Bemonauth 3ananue. 3aganue 1 Co3marh mpe3eHTanuio B mporpamme Power Point Ha temy
«CucTeMbl yIpaBleHUs SICKTPOHHBIM JTOKYMEHTO000pOTOM». B KaduecTBe crnaiiloB peKOMEHIY-
erca cienyromme: 1 Tema. 2 McTopusi pOCCUIUCKOTO PhIHKA CUCTEM 3JIEKTPOHHOTO JOKYMEHTO-
obopota. 3 TlomynsipHbie CHCTEMBI 3IEKTPOHHOTO TOKyMeHTooOopoTa B Poccuu. 4 Ilemu wuc-
MOJIb30BAaHUS CUCTEM YIPaBJICHUS AJICKTPOHHBIM 000poToM. 5 Craiipl Ha CBOE YCMOTpEHHE.
MeTtonudeckue MaTepraibl DNEKTPOHHBIA JOKYMEHTOOOOPOT BKIIIOUAET: CO3/IaHHUE JOKYMEHTOB,
ux o0paboTKy, mepenayy, XpaHeHHE, BbIBOJA MHGOpMaIUH, MUPKYIUPYIOUIEH B OpraHu3aluu
WM TPEINpPUsATUN, HA OCHOBE UCIIOJIb30BaHUSI KOMIBIOTEPHBIX ceTel. [lon ympaBienunem siek-
TPOHHBIM JOKYMEHTOOOOPOTOM B 00IIEM ciay4yae MPHUHITO MOHUMATh OPTaHU3ALMIO ABUKCHUS
JIOKYMEHTOB MEXy MOJIpa3ieICHUIMH NPEANPUATUS WA OPTraHU3alUU, TPYIIIIaMH 0JIb30BaTe-
JIed WM OTAENIbHBIMU MOJb30BaTessAMU. 1Ipu 3TOM, Mo 1BMKEHHEM JOKYMEHTOB IOJIpa3yMeBa-
eTcs He uX (pu3mdeckoe mepeMelieHne, a nepenaya npaB Ha UX NPUMEHEHHUE C YBEIOMIICHUEM
KOHKPETHBIX IOJb30BaTEIC M KOHTPOJIEM 3a UX HMCIOJIHEHUEM. POCCHIICKMII PBIHOK CHUCTEM
3IIEKTPOHHOT'O JIOKyMEHTO000pOTa 3apoaAnsicss mpuOin3uTenbHo B KoHue 1980-x rofos, B 3TO
BpeMsl B MUHHCTEPCTBAaX U BEJIOMCTBAxX Ijla pa3pabdoTKa MepBbIX aBTOMAaTU3UPOBAHHBIX CHCTEM.
Cuctembl peCcTaBIsuIn o000 0JHO pabouee MECTO CEeKpeTaps, IEIONMPOU3BOIUTENS, IKCIIE -
Topa. OYHKIHOHAJI CUCTEM MEPBOTO MOKOJIEHHS ObLT BECbMa OTpaHUYEH: BBOJ PErHCTPAIlIOHHO-
koHTpobHBIX KapTouek (PKK) B 44 cucreMy, BefieHHE KYPHAIOB BXOSIIUX/UCXOASIIUX BHYT-
PEHHUX TOKYMEHTOB M oOpamieHuil rpaxaad, mouck PKK mo arpubyram, cocraBieHue orepa-
TUBHBIX OTYETOB IO IOKYMEHTOOOOPOTY Uil pyKOBOICTBA. [loBhIIeHHEe TpeOOBaHUN K (QYHKITH-
o"HabHOCTH COJl 1 pa3BuTHE HHPOPMAIIMOHHBIX TEXHOJIOTHI MPUBEIN K CYIIECTBEHHOMY pac-
MIPEHUI0 (QYHKITMOHATBHBIX BO3MOXKHOCTEH CHCTEM. 3HAUYUTENHHO YCKOPHIIO Pa3BUTHE CHCTEM
3IEKTPOHHOTO JOKYMEHTO0OO0pOTa MOSBIEHUE 3aKOHOJATENIbCTBA B 00JIaCTH aBTOMaTU3UPOBAH-
HbIX cucteM (3akoH D3 Nel «O6 DII1»,2002; TOCT PCO 9001:2001 u 1.1.) B HacTosmmii cu-
creM poccuiickuil ppiHOK COJl, Kak U MEXIYHApOJIHBIM, pa3BUBaeTCs B COOTBETCTBUM ¢ ECM-
koHuenuuei (Enterprise Content Management), uTo mpeanoyaraeT yrpaBlieHHE HE TOJBKO
CTPYKTYPUPOBAHHBIMHU JOKYMEHTaMH, HO U BCEM COJEP>KUMBIM (KOHTHUHEHTOM) KoMmaHuu. Poc-
CHMCKHIA PBIHOK CHCTEM 3JICKTPOHHOTO IOKyMEHTO000pOTa Ha CETOHSIIHUN 1IeHb HACUUTHIBACT
6osee 50 MpOAYKTOB, MMEIOIITME HAWOOJIbIIIEEe YUCIIO BHEAPEHUN B CBOEM KJlacce: — U3 CHUCTEM
JIeIONPOU3BOJICTBA — cucTeMa Jleno-npeanpusTe; — U3 CUCTEM YIPABJICHUS 3JIEKTPOHHBIM J10-
KyMeHTo0o0opoToM — cuctema DocsVision; — U3 cucreM-HaACTpoek u KOHCTpykTopoB — BOCC-
Pedepent. Cucrema ympaBieHUs 3JIEKTPOHHBIM JoKymMeHTooOopoToM (CYD/l) mpennasHaueHa
JUTSI CIIEIYIOMINX TEJIeH: — HHTETpaIliy IPOIECCOB IOKYMEHTAILHOTO 00eCTIeYeHUS YIIPABICHUS
OPEINpUsITHEM B paMKaX €IUHOW MH()OPMAIMOHHOW CHUCTEMBI; — MOBHINICHUE WH()OPMHUPOBAH-
HOCTH PYKOBOJCTBA U CIIELUATKMCTOB 3a CYET yBeIMYeHUs 00beMOB MHPOPMAIIMIOHHOTO XpaHe-
HUS, [ICHTPATM30BAaHHON 00pabOTKM MHGOPMAIIUU, YMEHBIIICHHSI BPEMEHHU MOWCKA JOKYMEHTOB
Y COOTBETCTBEHHO MOJATOTOBKM OTYETOB M JIOKJIAJ0B, a TAKXKE 33 CUET MOBBILICHUS MOJHOTHI U
JIOCTOBEPHOCTH OTYETOB; — YMEHBIICHHUSI CTOUMOCTH JOKYMEHTAIIMOHHOTO 00eCreueHHs yrpas-
JICHUS TPEANPUATHEM 3a CUET Mepexoja OT OyMakKHOTO JETONPOU3BOACTBA K AJIEKTPOHHOMY,



CHIDKEHHSI CTOMMOCTH KOIHMPOBAHUS U Teperaud OyMakKHBIX JOKYMEHTOB; YMEHBIICHHS CTOM-
MOCTH U COKpAILEHUSI BPEMEHHU MOMCKa OYMaXKHBIX OPUTHHAIOB JOKYMEHTOB B apXUBHOM Xpa-
HEHMH 3a CYET MOJyYCHUs TOUYHOU aJpecannu B AJIEKTPOHHOM BUJIE; — HHTETpalluu HHPOpMaIu-
OHHBIX MPOLIECCOB B paMKax KOOIEpaluu MNPEINpHUATUN; — CO3JaHHE KAaY€CTBEHHO HOBOM WH-
dbopMarmoHHOM 0a3bl I MOCAEAYIOLIET0 COBEPIICHCTBOBAHUS MTPOLIECCOB JOKYMEHTAIMOHHO-
ro o0ecreyeHus yrpaBieHUs! U TEXHOJIOTUH PabOoThI ¢ JOKYMEHTaMH.

Tewmbl 71 CaMOCTOSTENILHON pabOTHI CTY/ICHTOB

Tema

Coneprxanue 3aganuit, BeiHocuMbix Ha CPC

JIOKYMEHTBI, yCTaHABIUBAIOIINE
MIPaBOBBIE OCHOBHI JICSITEIILHOCTU
CTPYKTYPHBIX €MHHII OpraHu3a-
117041

Jnst TOCTUKEHHUST KOOPJMHALIMU JIEUCTBUNA MO PEHICHUIO 3a7a4
MEXIy CTPYKTYPHBIMH €IMHUIIAMU OPTaHHU3alUU HEOOXOIUMO
YCTAaHOBUTh OTBETCTBEHHOCTh, IIOJIHOMOYHS M B3aWMOJICH-
CTBHC. K ,Z[OKYMGHTaM, yCTaHaB.HI/IBaIOH_II/IM HpaBOBBIe OCHOBBI
JEATETLHOCTH CTPYKTYPHBIX €IWHHII OpPTraHU3aIlid OTHOCST
TIOJIOKCHUS U JOJIDKHOCTHBIC I/IHCprKI_II/II/I.

JIOKyMEHTBI, yCTaHABIUBAIOIIIHE
HpaBOBBIG OCHOBBI B3aUMOOTHO-
IEHUN OpraHu3aluii

Opraam3anuu Jyisi 00ecredeHus: OCHOBHBIX II€JIe CBOeH fes-
TEJIbHOCTh, YCTAHOBJIEHHBIX B YUYPEAMUTENbHBIX JIOKYMEHTAX,
HEOOXOAMMO BCTYMaTh BO B3aWMOOTHOIIECHHUS C BHEUTHEH cpe-
JIOH, a UMEHHO IOPUIMYECKUMH U (puznyeckumu Junamu. [Ipa-
BOBBI€ OCHOBBI TaKMX B3aMMOOTHOUIEHHWHM YCTaHABIUBAIOTCS
JIOTOBOpaMH.

PacniopsiautenbHbIC TOKYMEHTHI,
W3/1aBa€MbI€ B YCJIOBUSIX €IMHO-
JUYHOTO TIPUHSITHS PEIICHUS

B ycnoBusiX eAMHONMYHOTO MPHUHATHS PEIIEHUH BIACTH IO
BCEM BOIIPOCAM YIIPABJIECHHS B OpraHU3alMHU IIPUHAICKUT €€
pykoBoauTeno. EquHONMMYHOE MPUHATHE PEIICHU 0OecTeun-
BAaCT OICPATUBHOCTL YIPABJICHHUSA, MOBBIIACT IMCPCOHAIBHYIO
OTBETCTBEHHOCTh PYKOBOJUTENEH 32 MPUHSITHIE PEIICHHUSL.

JIOKyMEHTBI J€I0BOM MTEPENUCKU

JenoBas mepenucka 3aHUMAET 3HAUYUTEIBHOE MECTO B JIOKY-
MEHTAallHOHHOM MAacCHBE OpraHu3anui. SIBISSCH CBA3YIOIIMM
3BCHOM MG)K,Z[y OpI‘aHI/I3aI_II/I}IMI/I, HGpGHI/ICKa MOXKET COCTABJIIATH
1o 80% Bxomsmen u ucxoaamiet qokymerTauu. Mudopmarm-
OHHBI OOMEH C MOMOIIBIO MEPENUCKU CIeTyeT UCIOIb30BaATh
TOJILKO B TOM cClTydae, KOrjJa 3aTPyAHECH WM HEBO3MOXXEH WHON
crmocod oOMeHa MHEHHAMU

JlokymeHTanus 1o TpyAOBbIM OT-
HOILIEHUSM U KaapaM. TpynoBeie
OTHOILIEHUS

OTHo1IEHNUs, OCHOBAaHHBIE HA COTJIAICHUH MEXy PaOOTHUKOM
U paboToaTeNeM O JIMYHOM BBIITOJTHEHUN paOOTHUKOM 3a Iiia-
Ty TpPYyIOBOW (YHKIMH, MOJAYMHEHUH PAaOOTHUKA IpaBUIIaM
BHYTPEHHET'0 TPYIOBOTO pacropsiika Mpu oOecredeHun pado-
TOJaTeleM YCIOBUHM Tpyna, MPedyCMOTPEHHBIX TPYAOBBIM 3a-
KOHOJIaTEIbCTBOM M MHBIMH HOPMAaTHUBHBIMH MTPABOBBIMHU aKTa-
MU, COJEpKAIlUMHU HOPMBI TPYAOBOTO IpaBa, KOJUIEKTUBHBIM
JIOTOBOPOM, COTJIAIICHUSIMH, JTOKAIbHBIMH HOPMATHUBHBIMH aK-
TaMU, TPYJOBBIM JJOTOBOPOM

OdopmreHne TOBEpPEHHOCTEH,
pacIucok

[lucbmMeHHOE YIOTHOMOYME HA TMOJYYEHUE MPEACTABUTEIEM
rpaXkJIaHWHA €ro BKJIaJa B OaHKe, BHECEHHE IEHE)KHBIX CPEICTB
Ha €ro CUeT IO BKJIaTy, Ha COBEPIICHHUE OIepaInii o ero OaH-
KOBCKOMY CUETY, B TOM UYHCJI€ MOTYyYeHHE JEHEKHBIX CPECTB C
ero 0aHKOBCKOT'O CUETa, a TAKXKe Ha MOJTyYCHHE apecOBaAaHHOU
€My KOPPECHOHJIEHLUWH B OpraHU3allMd CBA3HM MOXKET OBITh
MPEJICTABJICHO MPEICTaBIsIEMbIM HEMOCPEACTBEHHO OaHKY WIIU
OpTraHu3aIiH CBS3U.




Konuu noxkymenToB u npasuia ux | Konus nokymeHTa - 3TO JOKYMEHT, HOJHOCTBIO BOCIPOHU3BO-
oopmienus AR MHPOPMALIMIO TOJJIMHHOTO JIOKYyMEHTa M BCE €ro

BHEIIIHUE TIPU3HAKU WM 9aCTh MX, HE HMCIOUIHHA FOPUIHMYECKON
CHUIJIBI. HOI[ BHCIIHUMU NPU3HAKAMH ITOHHUMAIOT HOCUTCJIb WH-
dbopmanyu, GU3NIECKOE COCTOSHHE IOKYMEHTOB, pa3Mep Jo-
KyMCHTA, OJ3JICMCHTBI JCIOINPOU3BOJACTBCHHOIO WM XYIOXKC-
CTBEHHOTO 0(hOPMIICHHSI.

OnepaTtuBHOE XpaHEHHUE JOKY- 3a COXpaHHOCTb JOKYMEHTOB OTBETCTBEHHOCTb HECYT PYKOBO-
MEHTOB TUTENN CTPYKTYPHBIX MOJpa3aesieHuil, paOOTHUKH CITyKOBbI fe-

JONpou3BoOIcTBA. Pacmonaraior gena B COOTBETCTBUM C HOMEH-
KJIATypoH el CTPYKTypHOro moxapaszaenenus. s ymoOcTBa
IIOUCKa HGO6XO[[I/IMOFO ACJIa U MMPOBCPKU HAJINYIUA [CJT HOMCH-
KJIaTypy JIe pa3MelaloT Ha BHYTpeHHEH cTopoHe mkada. [Tpu
palMoOHATBHON OpraHU3aluyd ONEPaTUBHOIO XPAHEHHS U Mpa-
BWJILHOTO O(opMIIEHUS OOJIOKEK NeN TMOUCK JIF000TO HMCIOJI-
HCHHOI'O NOKYMCHTA HC MPCBLIIACT IISITU MUHYT.

Jlenonpon3BoOACTBO B YUPEKACHUN KYJIbTYPbl HEOOXOIMMO BECTH C COOIIOACHUEM OIpe-
JIEJIEHHBIX TPeOOBaHMI, 32 HEBBIMOIHEHHE KOTOPBIX MPETYCMOTPEHA OTBETCTBEHHOCTh: YIIOJI-
HOMOYEHHBIE OpraHbl MOTYT IIPOBEPHUTH PadOTY € JOKyMEHTaMH. PaccMOTpuM HOpMaTHUBHO-
MIPaBOBYIO 0a3y opraHu3alvy AeTONPOU3BOACTBA B YUPEKICHUU KYIbTYpPbl U BOBMOXKHbBIE CaAHK-
LMY 34 HAPYILIECHHUE JIEUCTBYIOILETO MOPSAIKA.

HopmaTuBHO-nipaBoBasi 6a3a opraHu3ainuu JAeJ0Nnpou3BoACTBA

OpraHmaumI pa6OTI:I C JOKYMCHTAaMU HalIpaBJICHA HA CO3JaHUC ONITUMAJIbHBIX YCJIOBI/Iﬁ
JUISL BCeX BUIOB paboT ¢ JOKYMEHTaMU M BKJIIOYAeT OpraHU3aUIo0 JOKYMEHTO000poTa (JIBUXKeE-
HUS JOKYMCHTA C MOMCHTA CO3JJaHU NJIN IMMOJTYUYCHUA 10 UCIIOJIHCHUA UTN OTHpaBKI/I), XpaHCHUC
JIOKYMEHTOB UM UX HCIOJIb30BaHHE.

HOI[ I[OKyMeHTOO60pOTOM MMOHUMACTCA IBUKCHUC JOKYMCHTOB B YUPCKACHUN C MOMCHTA
UX CO3JaHMs WM TIOJTyYEHUS /10 3aBEpILCHNUs] UCTIOJHEHHS UK OTIpaBieHus. JlenonpousBou-
CTBOM HA3bIBAKOT OTpPACIIb ACATCIBHOCTH, O6CCHC‘-II/IB3_IOH_IYIO JAOKYMCHTHPOBAHUC U OpraHu3a-
IIAI0 pabOTHI ¢ OPUITUATHEHBIMH TOKYMEHTAMH.

JlokymMeHTOM siBIsieTcs 3ahuKCUpOBaHHAsl HA MaTepHaIbHOM HOCHUTENE HH(POpMAIIUS C
PEKBU3UTAMU, KOTOPbIE MO3BOJISIOT €€ UAECHTHU(PUIINPOBATH.

Oq)I/IL[I/IaJIBHBIC JAOKYMCHTBI CO3AA0TCA OPUAUYCCKUMU U (1)I/I3I/ILICCKI/IMI/I JIMIaMu,
0(QOPMIISIIOTCS M YIOCTOBEPAIOTCS B YCTAaHOBJICHHOM Topsiake. K opuipanbHbIM JOKyMEHTaM
OTHOCAT: YIIPABJIICHYCCKUC, HAYYHBIC, TCXHUYCCKUC, ITPOU3BOACTBCHHBIC U AP.

Baxxnoe mecTo cpeny opuIIMaNbHBIX JOKYMEHTOB 3aHUMAIOT YIIPaBI€HYECKHUE JOKYMEH-
ThI, KOTOPBIE SBJISIOTCSI OCHOBOW JOKYMEHTAIMH JI000T0 YUpekaeHus KyabTypsl. CocTaB
yIpaBIECHUYECKUX JOKYMEHTOB OIpeessieTCsl KOMIETeHIInEeH U PYHKIMUSIMU YUPEKICHUS KyIlb-
TYpBI, IOPSIKOM PEIICHHs BOIPOCOB (€IMHOHAYAINE HIIM KOJUIETHAIBHOCTH), 00bEMOM U Xa-
pakTepoM B3aMMOCBA3€EH KaK B caMOi OpraHu3aluy (CTPYKTYpa yUpeKIeHUs, KOJIUYECTBO U
GyHKIMHU 3amMecTuTeNel U Jp.), TaK U ¢ APYTUMHU OPTaHU3aLUAMHE (BBILIECTOSIIUMHI OpraHaMu,
00IIIeCTBEHHBIMU CTPYKTYpaMHt U T.1.). Bce TOKyMeHTBI 0pOpMIISIIOTCSI B COOTBETCTBHH C TPeOO-
BaHUSIMH TOCYJapCTBEHHBIX CTAHIAPTOB U, 32 UCKIIOYEHHUEM (PMHAHCOBO-OyXTaITEPCKUX U
YUETHO-CTaTUCTHUECKUX, OTHOCSTCS K CUCTEME OPraHU3allMOHHO-PACTIOPSIAUTEILHON JOKYMEH-
Talunu.

[Tpu opranu3zanuu AeI0NPOU3BOICTBA B YUPEKICHUHU KYIbTYpPhl HEOOXO0IUMO MPEX/IE BCe-
T'O YYUTBIBATH CJICAYIOIMIUC HOPMATHBHBIC ITPABOBBLIC AKThI:

o @denepanbHbli KOHCTUTYIMOHHBIN 3aKOH OT 25.12.2000 N 2-®K3 "O [N'ocynapcTBeHHOM
rep6e Poccuiickoit ®enepanun';
o ®@enepanpHblii 3ak0H 0T 27.07.2006 N 152-®3 "O nepcoHalbHbIX JaHHBIX";




o @enepanbublii 3akoH 0T 02.05.2006 N 59-@3 "O nopsiike paccMOTpeHuUs: 00paIeHui rpax-
naH";

o  @enepanbHblil 3akoH 0T 27.07.2006 N 149-03 "O06 undopmanuu, nHGOPMALMOHHBIX TeX-
HOJIOTHSIX M O 3amuTe nHopmaun';

o ®depnepanbubiii 3ak0H 0T 27.12.2002 N 184-®3 "O TeXHUYECKOM PETyIUPOBAHUN";

e 3akoH P® ot 25.10.1991 N 1807-1 "O sa3bikax HaponoB Poccuiickoit denepanun';

e 3axoH P® ot 23.09.1992 N 3520-1 "O ToBapHBIX 3HaKaX, 3HAKaX 0OCIYXHUBaHHU U HAMe-
HOBAHUSX MECT NMPOUCXOXKIACHUS ToBapa';

e 3akoH P® ot 23.09.1992 N 3523-1 "O npaBoBoii 0XpaHe Nporpamm Jjis 3JIEKTPOHHBIX BbI-
YUCTUTENIBHBIX MAIIMH 1 0a3 TaHHBIX" U Ap.;

o  @enepanbHblil 3akoH 0T 22.10.2004 N 125-03 "O06 apxusHOM nene B Poccuiickoit denepa-
nun" (nanee - @enepanbbiii 3aKkoH N 125-D3);

e Tlocranornenue [IpaBurenscrBa PD ot 27.12.1995 N 1268 "O6 ynops109eHUN U3TOTOBJIE-
HUS, UCTIOJIb30BAHNUS, XPAaHEHHs U YHUUTOKEHUS 1eyaTei ¥ 0J1aHKOB ¢ n3o0pakeHueM I'oc-
ynapctBeHHoro repba Poccuiickoit deneparyn;

e [IlocranoBnenue [IpaButensctBa PO ot 17.06.2004 N 290 "O denepaibHOM apXUBHOM
areHTCcTBE";

e Pacnopspkenune [IpaButensctBa PO ot 21.03.1994 N 358-P "O06 obecrnieueHNN COXPaHHOCTH
JOKYMEHTOB 10 JIMYHOMY COCTaBY";

e IIpuka3 Munkynetypsl Poccun ot 08.11.2005 N 536 "O TunoBoi HHCTPYKIIMU IO AEJI0-
IPOM3BOJICTBY B (eiepalibHBIX OpraHax UCIOMHUTENbHON BracTu" (nanee - Tunosast uH-
CTPYKIIMSI 1O €JIONPOU3BOICTBY);

o IlepedyeHb TUMOBBIX YIPaBICHYECKUX JOKYMEHTOB, 00Pa3yIOUINXCS B IEATEILHOCTH OpraHu-
3anuii, yrBepkaeHHb Pemennem Pocapxusa ot 06.10.2000 (nanee - [lepedyeHb THIOBBIX
YIPaBIEHYECKUX JOKYMEHTOB);

e [IpumepHOE MOJIOKEHHUE O MOCTOSHHO JACUCTBYIOIIECH YKCIIEPTHOM KOMUCCUU YUPEKICHHUS,
OpraHu3aluu, NpeanpusaTus, yreepxaeHtoe IIpukazom Pocapxusa ot 19.01.1995 N 2;

o IlepedyeHb TUMOBBIX TOKYMEHTOB, 00Pa3yIOIIUXCS B A€SITEIbHOCTH TOCKOMUTETOB, MUHHU-
CTEPCTB, BEAOMCTB U JIPYTUX YUPEKIACHUM, OPraHU3alui, IIPEAPUATHN, C YKa3aHUEM CPO-
KOB XpaHeHus, yrBepkaeHublil [ maBapxusom CCCP 15.08.1988;

o Ilonoxenue o JOKyMEHTaX U JOKYMEHTOOOOPOTE B OyXTaJlTepCKOM YUeTe, YTBEP)KICHHOE
[Tpukazom Munduna CCCP ot 29.07.1983 N 105 (nanee - [TonoxxeHne o JOKyMEHTaxX U J0-
KyMEHTO000pOTE);

e T'OCT P 6.30-2003. YaudummupoBaHHas CUCTEMa OPTaHU3AIMOHHO-PACTIOPSIIUTEILHOMN J10-
KyMeHTaluu. TpeboBaHus K 0pOPMICHHIO TOKYMEHTOB;

e T'OCT P 51141-98. [lenonpou3BOCTBO U ApXUBHOE J1€J10. TepMUHBI U ONIpEACICHU U JIp.;

e T'OCT 6.01.1-87. Enunas cucrema kiaccu(puKanuy U KOJUPOBAHUS TEXHUKO-
SKOHOMUYECKOU MH(pOpMaIuu;

e T'OCT 6.10.3-83. YHUpHUUIHMPOBAHHBIE CUCTEMBI JJOKYMEHTAIMU. 3alTUCh HH(POpPMAIIUU YHU-
(UIMPOBAHHBIX JOKYMEHTOB B KOMMYHMKAaTUBHOM (hopmarte;

e T'OCT 6.10.4-84. YHuHUUMpOBaHHBIE CUCTEMBI JOKyMeHTanuu. [Ipuganue opuandeckon
CHJIBI JOKYMEHTaM Ha MAIIMHHOM HOCUTEJIE U MAIIMHOTPAMME, CO3AaBAEMbIM CPEJCTBAMU
BBIUNCIUTENbHON TeXHUKU. OCHOBHBIE ITOJIOKEHHUS.

Taxoke B mpouecce pabOThI ¢ JOKYMEHTaMH HCIIOJIb3YIOTCS:

1. yHuUIIPOBAHHBIE CUCTEMbI TOKYMEHTALIUN:

e  OPraHU3aLMOHHO-PACHIOPAAUTENBHON TOKYMEHTALUY;

e (hMHAHCOBOM, yIETHOU U OTUETHON OYXTalTEPCKOM TOKYMEHTAUHU OI0/DKETHBIX YUpekKae-
HUH;

e  OTYETHO-CTaTUCTUYECKON JOKYMEHTAIUH;

e JIOKYMEHTAlLUH 110 TPYAY H Jp.;

1. obmepoccuiickue kiacCu(PpUKaTOpbl TEXHUKO-3KOHOMUYECKOH U COLMaIbHON HH(pOpMa-
L1H:



e OOmepoccuiickuii knaccudukaTop ynpapineHueckoi qokymentanuu (OKY J1);

e OOmepoccuiickuii knaccuduxarop npeanpusatuii u opranuzanuii (OKII10);

e OOmepoccuiickuii kaccudukarop orpacieit HapoaHoro xo3siictea (OKOHX);

e OOmepoccuiickuii knaccuduxatop npodeccuii pabounx, T0JKHOCTEN CIIyKaluX U Tapud-
HbIX pa3psanoB (OKIIATP) u np.;

1. BemoMCTBEHHBIE IPABOBHIE AKThl HOPMATUBHOTO U MHCTPYKTUBHOI'O XapaKkTepa:

o IlIpuka3 PockymnbTypsl ot 08.06.2006 N 243 "O06 yrBepx)aeann MHCTPYKIIUU MO IETOMPOU3-
BO/ICTBY B anmnapate denepanbHOro areHTCTBa Mo KyJabType U KuHematorpadun';

e IlIpuka3z MunkynsTypsl Poccun ot 28.07.2006 N 377 "O6 MHCTpYKIMH 11O AETOMPOU3BOJI-
cTBY B MUHHCTEPCTBE KYJIBTYpPbl 1 MaCCOBBIX KOMMYHUKalui Poccuiickoit @eaepaunn’ u
Ap.

OO61ure npaBuiia U3rOTOBICHUS JOKYMEHTOB M 0(OPMIICHHS OTAEIbHBIX PEKBU3UTOB OIKCHIBA-

I0TCSl B TOCYIapCTBEHHBIX cTaHaprax. B Hacrosmee Bpems neiicteyer 'OCT P 6.30-2003, xo-

TOPBII ONpeeIIsIeT:

e  COCTaB PEKBU3UTOB (OTACIHHBIX JIEMEHTOB) JOKYMEHTOB;

e TpeOoBaHUS K OPOPMIICHUIO PEKBU3UTOB JJOKYMEHTOB;

e TpeboBaHUs K OJaHKaM U 0(hOPMIICHHUIO JOKYMEHTOB;

e TpeOOBaHUS K U3TOTOBJICHUIO, YUETY, UCIIOIB30BAHHUIO U XPAHEHUIO OJIAHKOB C BOCTIPOM3BE-
nenueM ['ocynapcrBenHoro rep6a PO, repbos cyobekroB PO.

HecMmotpst Ha o yto 'OCT P 6.30-2003 permamenTupyeT opopmMiaeHnue JOKyMEHTOB, MPHU-
HA/JISKAIIUX TOIBKO K CHCTEME OPTaHU3aIMOHHO-PACTIOPSIUTEILHOM JOKYMEHTAITNH (ITPUKA36I,
pelIeHus, TPOTOKOJIbI, aKThI, MMChMA U JIp.), IPaBUiia U TpeOOBaHUs, 3aI0KEHHbBIE B CTaHIapTe,
HOCSIT YHHBEPCAIbHBIA XapaKTep U MOTYT MPUMEHSTHCS It 0POPMIICHUS APYTUX TOKYMEHTOB.

Tunosast HHCTPYKLIMSI 110 JI€JIONPOU3BOJICTBY, HA OCHOBAaHUHU KOTOPOU M3/IAI0TCS HHCTPYK-
IIUU TOCYJAPCTBEHHBIX U MYHUIIUTIATHHBIX OPTaHOB MCIIOTHUTEILHOU BIACTH, BKIIFOUAET KaK
o0l MOpsIIOK MOATOTOBKU U 0POPMIIEHHUSI JOKYMEHTOB, TaK U OCOOCHHOCTH MOATOTOBKH OT-
JENBHBIX BUJIOB JIOKYMEHTOB: MIPUKA3a, PACTIOPSHKEHUS, HHCTPYKIIHH, TPOTOKOJIA, CITYKEOHBIX
MIUCEM U JIp. BUJIOB IOKYMEHTOB. B Heil onucanbl mpoueaypa perucTpaiiy J0KyMeHTOB, 0-
CTPOEHHE MMOMCKOBBIX CUCTEM JUISI CIIPABOYHOM PabOThI, OpraHU3aIis KOHTPOJIS UCTIOTHEHHS
JIOKYMEHTOB, MOPSIIOK COCTAaBIEHUS M pabOThl ¢ HOMEHKIJIATYPOil 1ei1, popMupoBaHue 1€, mpo-
BEJICHHE YKCIIEPTU3bI [ICHHOCTH TOKYMEHTOB, 0(hOpMIICHHE JIeN, COCTaBIIEHUE OIMKUCEH, onepa-
TUBHOE XpaHEHUE JIell U Tepefada uX Ha apxuBHoe xpaHenue. B [lpunoxxenuun nansl Gopmbl
HOMEHKJIATYPHI JIeJT, aKTa O BBIJCIICHUU JOKYMEHTOB K YHUUTOXKCHHIO, ONTUCeH u 1p. Tem caMbim
sta IHCTpYKIMS OTpa’kaeT MPaKTUYECKU BCE BOMPOCHI OPTaHU3alMK JEIONPOU3BO/ICTBA, U Ha €€
OCHOBE CO3/Ial0TCSI HHCTPYKIIMK OpraHaMH MECTHOTO caMOyTpaBieHus. Takke oHa MOXKET ObITh
MOJIO’KEHA B OCHOBY IPH pa3pabO0TKe MHCTPYKIIUHU IO JIETONPOU3BOJCTBY KOHKPETHOTO yupe-
KICHUS KYTbTYPBHI.

OcHOBHBIE TIpaBUIIa pabOTHl APXUBOB OpPraHU3alnid <1> periiaMeHTUPYIOT padoTy C T0KY-
MEHTaMH B apXHBE, a TAKXKE:

e TpeOOBaHMS K HOMEHKJIATypaM e, UX BUJbI, IOPSIOK UX COCTABIIECHUS, 3a10I-
HeHus, Benenus (pasa. 3.4);

e TOPSAAOK GOPMHUPOBAHUS JIEN B ICTOMPOU3BOACTBE (pas. 3.5);

e OPraHM3AIMIO M MOPSIOK IPOBEACHHS SKCIIEPTU3I IICHHOCTH IOKYMEHTOB B JIe-
JIOTIPOM3BOJICTBE (pas3. 2);

o MOPSIIOK BBIJIETICHUSI JOKYMEHTOB K YHUUTOXEHUIO (pa3z. 2.4);

e  TIOATOTOBKY JIEJN K Iepeaaue B apXuB: opopMiIeHHE Ael (HyMepalusi, MOAIINBKa,
noohopMIeHre 00JI0KKH | T.J.), COCTABICHHUE OMKCE, iepeaaqy B apxuB (pasm. 3.6 u 3.7).

<I> OcHnosHvle npasuia paboml apxueos opearuzayuii 000openvt Pewenuem Konnecuu
Pocapxusa om 06.02.2002.

Jlnsa yupexieHui KyJabTyphl, He epeJaloIinX JOKYMEHThI Ha TOCYJapCTBEHHOE XpaHEeHHE,
a XpaHsamumx ux y ceds, OCHOBHBIE MpaBuiIa pabOThI ApXHUBOB OPTaHHU3AINH SBISIOTCS 0a30i st
OpraHHU3aIui UX apXUBa.



CamocrosTenbHas paboTa CTyIeHTOB JOJDKHA 00J1a/1aTh CISAYIOIIUMH MPU3HAKAMU:

- OBITH BBIMOJHEHHOM JIMYHO CTYIEHTOM WJIU SBISITHCS CAMOCTOSITENIbHO BBIMIOJTHEHHOH Ya-
CTBIO KOJUIEKTUBHOU PabOTHI COTJIACHO 3aaHUIO TIPEI0IaBaTes;

- MPEJCTABIATh COOOW 3aKOHUCHHYIO pa3pabO0TKy (3aKOHUYECHHBINA dTaml pa3paboOTKH), B KO-
TOPOW PACKpPBIBAIOTCA U aHATM3UPYIOTCS aKTyalbHBIE MPOOJIEMBI IO ONpPEIeIEHHON TeMe U e
OTJICIbHBIM acleKkTaM (aKTyallbHble MPOoOJIeMbl U3y4aeMO MUCIUIUIMHBI U COOTBETCTBYIOIEH
cepbl MPaKTUYECKOHN EATEIILHOCTH);

- IEMOHCTPUPOBATH JOCTATOYHYIO KOMIIETEHTHOCTh aBTOPa B PACKPHIBAEMBIX BOMPOCAX;

- IMETh y4eOHYI0, HAY4HYIO, MPAKTHUYECKYIO HANpPaBIEHHOCTh U 3HAYUMOCTH (€CIH pedb
uaeT 00 yueOHO-HCClIeI0BaTEIhCKON padboTe);

- COZepXKaTh OIpeAeieHHbIe A1eMeHThl HOBU3HBI (eciu CPC npoBeneHa B paMKax Hay4HO-
HCCJIEI0BATEIbCKOW paboThI).

Bunbr xontposns CPC cOOTBETCTBYIOT BHJIaM KOHTPOJBHBIX MEPONPHUITHH, MPEAYCMOT-
pPEHHBIX y4eOHOI mporpaMMoin o0 CHUCTEME OLIEHKH YCIIEBAeMOCTH CTYACHTOB U IPEANOJaraioT:

TEKYIIMH KOHTPOJIb, TO €CTh ONEPATUBHOE, PETYJIIPHOE OTCIECKUBAHUE YPOBHS
BeimostHeHHs: CPC Ha ekiusx, 1ab0opaTopHBIX U MPAKTUYCCKUX 3aHATHIX;
v’ pyOEKHBIIM KOHTPOJIb 110 OKOHYAHUH U3yYEHHs JUCLHUTLIMHBL;

4 POMEKYTOUHBIM KOHTPOJIb, KOTOPBIN MpEANoiaraeT y4er o0bemMa, CBOEBpEMEH-
HOCTHU U KaudecTBa BbinoiaHeHUss CPC no qucuuiuivHe 3a BECb MOJYJIb WIM CEMECTP U OCYILECTB-
JSI€TCS Ha 3a4eTe UM dK3aMeHe.

CaMOKOHTpOJIb - OCO3HAHHOE YIPABIEHUE CBOEH NO3HABATEIbHO-NPAKTUYECKON JEATEINb-
HOCTbBIO, OCYILECTBJISIEMOE CTYIAEHTOM B IPOLECCe M3YUYEHMs AUCLUMILIUHBI, IPU MOATOTOBKE K
KOHTPOJIbHBIM BHEIITHUM MEPOTPHUSITHSIM.

B kauectBe ¢opm korTpOsst CPC MOTYT OBITH HCITOIB30BaHBI:

» JKCIIPECC-OMPOC Ha JIGKIIUU U MPAKTHYECKUX 3aHATHIX;
» TEKYyIIUH YCTHBIA BEIOOPOYHBIN OMPOC HA MIPAKTHYCCKUX 3aHATHUSX;
» TIpOBEpKa MUCbMEHHBIX PadoT;
» MHACHBMEHHOE PEIICH3UPOBaHUE,
» WHIMBHIYyaJbHOE coOeceqoBaHNe, KOHCYIIbTAIHS;
» TECTUPOBAHHUE;
» BBICTYIUICHUE C IOKJIAJIOM, TIPE3CHTAIIUCH.

[Ipumenenue nepeunciaeHHbIX GopM KOHTpodass CPC He ucKiIoYaeT BapuaHTa, Korja pe-
3ynbTar BeimoiHeHUs: BCP Oyzner yuTeH eIMHOXKIbI, IPU BHICTABICHUH OIEHKU MPH MPOMEKY-
TOYHOM KoHTpoJie. [Ipu pyOexxHoM KoHTpoJie BeinosHeHue ctynenrom KCP (nmpu Hanmmuuu ee B
rpaduKe cCaMOCTOSTEILHON pabOThI) TOMKHO OBITH OTPAXKEHO 0053aTENBHO.

[Tpu mpoBeneHUM KOHTPOJIBHBIX MEPOIPHUATHI MpernojaBaTeslb MOXET MPUMEHSTh pas3-
JAUYHBIE POPMBI U METOJII KOHTPOJIS B 3aBUCUMOCTH OT €ro IieJiel, Ynciaa CTYACHTOB U (pOpMEI

CPC:

YCTHBIN;
MMACHEMEHHBINH;
TECTOBBII
(bpOHTANIbHBIN;
OIICHKA OJTHOKYPCHHKOB HIIM CAaMOOIICHKA TPY TPOBEJCHHUH JIETIOBOM UTPBI;
CIIJTOIITHOIA;
BBIOOPOYHBIH.
®opMbl 0TUETA CTYAECHTA MEpe MPEnoJaBaTesieM O pe3yiIbTaTax BBIMOIHEHUSI CaMOCTOSI-

TEJIbHOM padoThI:

v apryMeHTHPOBAaHHOE PEIICHUE CUTYaIlWid, 337134,

v’ KOHCIIEKTBI, IUIAHbI, CIIPaBKH, Pa3pa0OTaHHbIE CTYIEHTOM;

v rpadudeckoe npeacTaBiIeHue H3y4eHHOro y4e0HOro MaTepHaa;

ASANENENENENEN



v/ OTBETHI HA 3aJAHHS-TECTHI.

Kontpoib u onenka CPC 10oyKHBI HOCUTH CUCTEMaTHYECKU 1 000CHOBAaHHBIN XapakKTep.

Onenka BeicTaBisiercs no pesyibraraMm CPC 3a onpeneneHHbI KOHTPOJIBHBIN MIEPHOJ] 110
HAKOIIUTEJIbHON CUCTEME.

Kpurepun onieHKM ycTaHaBIMBAET NIPENOJABATEND U JOBOAUT UX /10 CBEIEHUS CTYIEHTOB.

[Ipyn nmpuMeHEHHH PEUTHUHIOBOM CHCTEMBI OLIEHKH YCIEBAEMOCTU CTYIAEHTOB PE3YJIbTaThl
CPC onenuBatorcs B 0annax pedTHHra, BXOIAIIUX B CTPYKTYPY OOIIEH OLEHKH

OrneHka pe3ynbTaToB CaMOCTOSITENIBHON paboThl KaXKIOTO CTYJEHTa TPYIIIbI JOJIKHA ObITh
IIPOKOMMEHTHPOBaHA MPEN01aBaTeIeM Ha 3aHATHH.

OrcraBanue B BbIMoJIHeHUH Tpaduka naauBuayaabHoH CPC nnu ero HeBbimoaHeHue (0e3
YBa)XUTEJIbHOW NPUYMHBI), HU3KHE OLeHKU pe3yibTaToB CPC cBUIETENBCTBYIOT O XaJaTHOM OT-
HOILIEHUU CTyJeHTa K y4eOHOMY MpoIieccy U IMPEAnoiaraoT NPpUMEHEHHE aIMUHUCTPATUBHBIX
Mep BO3JCHUCTBHUA.

Pa3zpabotansl B cootBeTcTBUHM ¢ TpeboBanusmu @I'OC BO mo nanpaBjieHuo

51.03.03 «CouuanabHO-KYJIbTYpPHAasl 1eTeJbHOCTb, MTPOdiIo «MeHeI:KMeHT U TeXHOJIOTHH
COIUATIbHO-KYJIbTYPHOM 1€ATEJILHOCTH.

CocraBurenb: CeBepona JI.A., kauauaaT nej. HayK, JOIEHT




