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1.BBenenue

CamocrosarenbHass pabora mo aucuuiuimHe b1.B.04 Cranpaptuzanus ynpaBieHUs
IOoKyMeHTaMu B Poccum sBisieTcs BaKHEWIIEW dYacThio 00pa30BaTENbHOrO TIpoIlecca,
JUJIAaKTUYECKUM CPEACTBOM Pa3BUTHs TOTOBHOCTH OyAymMx OakajaaBpoB K MpodecCHOHAIbHOM
JeSITeIbHOCTH, CPEACTBOM MPUOOPETEHUSI HABBIKOB U KOMITETEHIUH, cooTBeTcTBYIOmUX PI'OC
BO.

Bce BuIbl camocTOsATENbHONM pabOThl O0YyYalOMUXCA MO JUCIHILIMHE OIpEIesICHbI
COOTBETCTBYIOILIEH paboueil mporpaMMoil JUCHUIUIMHBL, TPYIOEMKOCTh 2 3a4ETHBIX €IUHMIIBI,
72 akaleMUYECKHUX yaca

[Tporpammoii moAroToBKM OakazaBpoOB MPETyCMOTPEHBI:

BaxHbBIM 3J€MEHTOM CaMOCTOSATENIbHOM padoThl  SABISETCS pa3BUTHE HABBIKOB
CaMOKOHTPOJISI OCBOCHUSI KOMITETCHIINH, KOTOPBIMU JIOJIKEH OBJIQAETh O0YJarOIIUICS.

Lenbio caMOCTOSATENBHOM PabOThI CTYJACHTOB SIBIISIETCS OBNaJZieHHE (yHIaMEHTAIbHBIMU
3HAHUSMH, TPOPECCUOHATBHBIMI YMEHUSIMH U HAaBBIKAMHU JICATEILHOCTHU 0 MPOQUIIIO, ONBITOM
COOTBETCTBYIOLIIEH TMpakTU4YecKol aearenbHocTH. CamocrosiTenbHas paboTa CTYIEHTOB
CHOCOOCTBYET pPAa3BUTHIO CaMOCTOSTEIBHOCTH, OTBETCTBEHHOCTHM M  OPraHW30BAaHHOCTH,
TBOPYECKOTO MOIX0a K PEIICHUIO MpobIeM y4eOHOTO U MPoecCHOHAIBHOTO YPOBHSIL.

3amauaMu caMOCTOSITETILHON pabOTHI CTYIEHTOB SIBIISIFOTCS:

— cHCTEeMaTH3alMs U 3aKpelUICHHE TMOJYYCHHBIX TEOPETUYECKHX 3HAaHUH U
MPAKTUYECKUX YMEHHN CTYACHTOB;

— yruyOJeHue U paciIipeHne TeOPeTUIeCKUX 3HaHUM;

— (opmupoBaHre yMEHUN HCIOJIb30BaTh HOPMATHBHYIO, IIPABOBYIO, CIPABOYHYIO
JOKYMEHTAIUIO U CIelUaIbHYIO JTUTEPaTypy;

— pa3BUTHE MO3HABATEIbHBIX CIIOCOOHOCTEN M aKTUBHOCTH CTYJIEHTOB: TBOPUYECKOI
MHUIUATUBBL, CAMOCTOSITEIbHOCTH, OTBETCTBEHHOCTH U OpPraHM30BaHHOCTH;

— (dopmupoBanue CaMOCTOSITEIbHOCTH MBIIILICHHUS], CrocoOHOCTEM K
CaMOpa3BUTHIO, CAMOCOBEPILIEHCTBOBAHUIO U CAMOPEATU3alluH;

— pPa3BHUTHE HCCIEI0BATEIbCKUX YMCHUIA;

— HCIIONIb30BaHHWE  MaTepuasia, COOpaHHOrO W  TMOJYYEeHHOTO B  XOJe
CaMOCTOSITENIbHBIX 3aHATHH Kak crocod 3(PeKTUBHON MOATOTOBKH K HAITMCAHUIO
BBIITYCKHON KBaTH(PHUKALMOHHON pabOoTBhI.

OOs3arenbHasl caMOCTOSITENIbHAs paboTa oOecredyrBaeT TMOATOTOBKY CTYACHTa K
TEKYIIUM ayJIUTOPHBIM 3aHATHSM. Pe3ynbTarhl 3TOM MOATOTOBKMU MPOSBISIOTCS B aKTUBHOCTH
CTyJIEHTa Ha 3aHATUSAX M KAUYEeCTBEHHOM YpPOBHE IPEACTABIECHHBIX JOKJIAJ0B, BBHINOJIHEHHBIX
KOHTPOJIbHBIX pabOT, TECTOBbIX 3aJaHui U Jpyrux Gopm Ttekymiero KoHTpouss. baiisl,
MOJIyYE€HHBIE CTYJIEHTOM IO pe3yibTaTaM ayJuTOpPHOU paldoThl, (GOPMHUPYIOT OLEHKY TEKyIIen
yCIIeBAa€MOCTH CTYACHTA M0 IUCHUIUIHHE.

KonTponupyemas camocTosTenbHas paboTa HampaBieHa Ha yriayOJleHHe U 3aKperieHHne
3HAaHUU CTyJIeHTa, pa3BUTHE AaHAJUTUYECKHX HABBIKOB MO MpoOJIeMaTHKe JUCIUILTUHBL
[TonBeneHue WMTOroB M KOHTPOJb 3a PE3yIbTATOM TakuUX (OPM CaMOCTOATEIbHOU paboThI
OCYIIIECTBIISIETCS BO BPEMsI KOHTAKTHBIX YacOB € MpenojaBaTeneM. baibl, moigydeHHbIe IO 3TUM
BUJIaM paboOThl, (OPMHUPYIOT OIEHKY IO KOHTPOJUPYEMOH CaMOCTOSTEIBHOM padoTe u
YUUTBHIBAIOTCS MPU UTOTOBOM aTTeCTAllMU IO JUCIUIINHE.



TecHas B3aMMOCBSI3b Pa3HBIX BHJIOB CaMOCTOSITENILHON paboOThI MpeaycMaTpuBaeT
muddepeHmanuo U 3PPEKTUBHOCTh PE3yAbTATOB €€ BBIOJHECHUS U 3aBUCUT OT OpraHHU3aIuH,

COJIepKaHusl, JIOTUKH 00pa30BaTENILHOTO Mporiecca (MEKIPEIMETHBIX CBS3€H, MEPCIEKTUBHBIX
3HAHUU U 1Ap.).

2. ®opMBbI CAMOCTOATEILHOM PA0OTHI 00yYAIOIIUXCS

— ouHas popma oOydeHHS

Tabauya 1
Ne Pa3nenn! 1M cHMNINHBI DopMBbI CAMOCTOSITEJILHON PadoThI TPYII(!):;‘I\Z:;)CTB B
L. Paszgen 1 Cemunap 1 8
2. Paspen 2 Cemunap 2,3 6
Huckyccus
TepMUHOJIOTHUECKUN TUKTAHT
3. Pasznen 3 P A 24
Cemunap 4
Pedepar
— 3aouHas Gpopma oOyUyeHHS
Tabauya 2
Ne Pa3nenn! 1M cHMNINHBI DopMBbI CAMOCTOSITEJILHON PadoThI TPYII(!):;‘I\Z:;)CTB B
L. Paszgen 1 Cemunap 1 10
2. Paszgen 2 Cemunap 2,3 5
Huckyccus
TepMUHOJIOTHUECKUN JUKTAHT
3. Pasnen 3 P A 35
Cemunap 4
Pedepar

3.PekoMeH1alluM MO0 OPraHU3alHH CAMOCTOSATEIbHOU PadoThl 00y4arOIIUXCS

3.1. O0mme pexkoMeHJAAUMH IO OPraHU3AUMH CAMOCTOSTEJbHOUH PadoThI
o0y4yaromuxcsi

MeToauka OpraHu3alid  CaMOCTOSTENIbHOM pa0oThl  OOydyaromuxcs 3aBUCHUT OT
CTPYKTYpHI, XapakTepa M OCOOCHHOCTEW W3y4aeMoW JHCHMILTUHBL, O00BEMa YacoB Ha e€
W3y4CeHHEe, BHJA 3aJaHUN IS CaMOCTOSTENIBHOH pPal0OThl, WHAMBHIYATbHBIX KAuecCTB
00yJaromerocss ¥ ycjaoBHil 00pa3oBaTeIbHON AESITETLHOCTH.

[Tpornecc opranu3amnuu caMOCTOSITEILHON pabOTHI BKITIOYAET B Ce0sl CIIEAYIONINE ITAIIbI:

— TOATOTOBUTENBHBIN (OMpe/eNieHne 1eliei, COCTaBlIeHHEe MPOTrpaMMBbl, MMOATOTOBKA
METOAMYECKOTO 00ecreueHus, MOAr0TOBKAa 000y 10BaHMs ),
— OCHOBHOW (peanuzallds MpPOTPaMMbl, HCIIOJIB30BAHME TIPUEMOB  IOWCKA
nH(pOpMalUK, YCBOCHHUS, TMEpepadOTKU, NPHUMEHEHUs, T[epelayd 3HAHHIA,
(buKcupoBaHHE pe3yabTaTOB, CAMOOPTaHHU3AIIUS IpoIecca paboThI);



— 3aKIIIOYMTENbHBIM  (OIIEHKa 3HAYMMOCTM W aHAIM3  PE3yJbTaToOB, HX
cucTeMaTu3amus, orneHka 3()(PEKTUBHOCTH MPOTpaMMBbI U TPHUEMOB pPaOOTHI,
BBIBO/Ibl O HAIPaBJICHUSAX ONTUMU3ALMH TPYAA).

[TonBeneHne UTOTOB U OIICHKA PE3YJIbTATOB KOHTPOJIMPYEMOM CaMOCTOATENBHON paboThI
OCYILIECTBJISIETCS. BO BpEMsl KOHTAaKTHBIX 4YacoB C IpemnojaBareneM. KOHTakTHbBIE 4Yachl ¢
IpernojiaBaTeaeM MOryT ObITh OPraHU30BaHbI B BUJIE:

— TECTOBOrO KOHTPOJS (IIperojaBaTeNlb JHIIb (PUKCHPYET OTMETKY, KOTOPYIO
BBICTABJISIET TIPOrpaMma);
— KOHCYJbTallMs MpernoaaBaTens, GUKcupoBaHHas B rpaduke nmo kademape.

3.2. Meroau4yeckue PpeKOMEHJAANMH a5 OOY4YAIOIIUXCH MO OTAeJbHbIM
(popmam caMoCTOATEILHOM PadOTHI

®Dopma caMOCTOSITEIbHOM

Dafioara MeToanyeckne peKOMEHIAUM JJIsl CTYAeHTOB

IMpu pabore c y4eOHOH JsmuTepaTypoil HeoOXomuMo Moao0paTh JIHUTEpaTypy,
HaY4YUTHCS IPABWILHO €€ YUTaTh, BECTU 3alIUCH.
Jisn monOopa smTeparypbl B OMONMOTEKE WCIONB3YIOTCS ajl(QaBUTHBIH H
CHCTEMaTHYECKUH KaTaJIOTH.
[IpaBwibHBIH MOAOOP y4eOHOW JWTEpaTyphl PEKOMEHIYeTCsS NperoaaBaTelieM,
YHUTAIOIMM  JIGKIMOHHBIM Kypc. HeoOxomumas sreparypa ykasaHa B
METOJNYECKHX pa3paboTKax Mo JaHHOMY KypCy.
W3ydas wmarepuan 1o BBHIOpaHHOW JHTepaType, CIENyeT MepexoauTh K
CJIeYIOIEMY BOIIPOCY TOJNBKO IIOCIE INPaBHJIBHOIO YSICHEHHS INPEabIIyILIero,
onuckiBast Ha Oymare Bce BBIKJIAJKH M BBIYHCICHHS (B TOM YHCIIE T€, KOTOPHIC B
y4eOHMKE OITyIIEeHbl MJIM Ha JIEKLIUH JaHbl IS CAMOCTOSITEILHOTO BBIBOJIA).
Ocoboe BHUMaHHE ciieyeT 00paTHTh Ha ONpeJIelICHHE OCHOBHBIX IMOHATHH Kypca.
CTyneHT IOJDKeH MoapoOHO pa3dupaTh HPUMEpPbI, KOTOPHIE MOSCHSIOT TaKHe
OIIpEEIICHUs, U YMETh CTPOUTDH aHAJIOTMYHBIE IPUMEPBI CaMOCTOATeNbHO. HykHO
JI0OMBATHCSl TOYHOT'O MPEJCTABICHUS O TOM, YTO M3Yy4Yaellb.
I[Tose3HO COCTABIATH OIIOPHBIE KOHCHICKTHI.
Ilpy w3ydeHnn MartepHala 1O y4eOHHKY IIOJIC3HO B TEeTpaad (Ha CIELHAIBHO
OTBEJCHHBIX IIOJISIX) NOIOJHATH KOHCHEKT JIeKIMH. TaM ke clielyeT oTMedarh
BOIIPOCHI, BBIACJICHHBIE CTYJCHTOM JUI KOHCYJIbTallUH C IPETIOJaBaTElIeM.
AHanus u BeIBOIBI, MONy4YEeHHBIE B pe3yibTaTe HM3YYCHHUS, PEKOMEHIYETCS B KOHCIEKTE
KOHCIIEKTUPOBaHHUE BBIJICIISITH, YTOOBI OHU IIPH TIEPEYUTHIBAHHUH 3aITUCEH JIydIle 3alOMHUHAINC.
OCHOBHOH H OnbIT 1OKa3bIBAE€T, YTO MHOTUM CTYyJEHTaM IIOMOTAeT COCTaBJICHUE JIMCTa
JIOTIOJTHUTENbHON ONOPHBIX  CHUTHAJIOB, COJEPXALIEro  BaKHEHImIME ¥  Hauboyiee  4acTo
JUTEPaTypHI. yrnorpebisieMble  HOHATHS. TakoW JIMCT IIOMOTaeT 3allOMHHTh OCHOBHBIE
TIOJIOKEHHS JICKIIMHU, a TaKKe MOJKET CIY)KUTh IOCTOSIHHBIM CHPAaBOYHUKOM JUIs
CTYyZICHTA.
Pasniuaror 1Ba BHIa YTEHUS: IEPBHYHOE U BTOPHYHOE.
[TepBuyHOE - 3TH BHMMAaTeNIbHOE, HETOPOIUIMBOE YTCHHE, IIPU KOTOPOM MOXKHO
OCTaHOBHUTBCSA Ha TPYAHBIX MecTax. Ilociie Hero He DOJDKHO OCTaThCsl HH OIHOTO
HeroHsATHOTO osioBa. CoxepkaHMe HE Bcerza MOXKET OBITh IOHSTHO IIOCIE
HEPBUYHOTO YTCHUSL.
3amaya BTOPUYHOIO YTEHHS IIOJHOE YCBOGHHME CMBICIA LENOro (o c4ery 3TO
YTEHHE MOXKET OBITh ¥ HE BTOPBIM, & TPETHHM HJIM YETBEPTHIM).
OCHOBHBIE BH/IbI CHCTEMATU3NPOBAHHOM 3aIIUCH IPOYUTAHHOTO:

1. AHHOTHpOBaHME — TIPEIEIbHO KpaTKOe CBS3HOE OIMCaHHE
MIPOCMOTPEHHOM MJIM MPOYUTAHHON KHHUTH (CTATBH), €€ COJCPIKaHMUs, HCTOYHUKOB,
XapakTepa 1 Ha3HAuYCHHMS;

2. IlnanupoBaHMEe — KpaTKas JIOTHYECKas OpTaHM3alUs TEKCTa,
PacKpHIBAIONIAs CONIEPKAHNE M CTPYKTYPY U3ydaeMOro MaTepraa;
3. Te3upoBaHme — JAKOHUYHOE BOCIIPOM3BEICHHE OCHOBHBIX

YTBEpKICHHH aBTOpa 0e3 MPUBICYCHUS (PaKTHIECKOTO MaTepHaa;
4. llutupoBaHWe — MIOCIIOBHOE BBHINMMCHIBAHWE M3 TEKCTa BBIICPIKEK,
M3BJICUCHNH, HanOoJIee CYIIECTBEHHO OTPAXKAIONINX Ty MIIM HHYIO MBICITB aBTOPA;
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5. KoHcnextupoBaHue — KpaTKOe€ M IOCJIEA0BATEIIbHOE W3JI0KEHUE

COZIepKaHUS TIPOYUTAHHOTO.
KoHcmiekT — CIOKHBIH cHOCO0 W3JT0KEHHS COACpXKAHWSA KHWUTH WM CTAaThbH B
JIOTHYECKON TTOCIIe0BAaTENFHOCTH. KOHCIIEKT akKKyMyJIHpyeT B ce0e MpeapIayIne
BHIBI 3aITUCH, IO3BOJISET BCECTOPOHHE OXBATHUTH COMACpPKAHWE KHUTH, CTATHH.
[TosToMy yMeHHE COCTaBJIATH IUIAH, TE3WCHI, JEIAaTh BBHINUCKH U IPYTUE 3aIiCH
OnpeaeNseT U TEXHOJIOTHUIO COCTABIICHUSI KOHCIIEKTA.

Meronnyeckue peKOMEHIAlNY 10 COCTABICHHUIO KOHCIIEKTa:

1. BuaumarenbHO mNpoyuTaliTeé TEKCT. YTOYHUTE B CHPaBOYHON
JUTEepaType HEMOHATHBIC cioBa. [Ipu 3amucu He 3a0ynbTe BBIHECTH CIPABOYHBIC
JIaHHBIE HA TOJISl KOHCIICKTA,

2. Beienure riiaBHOE, COCTaBbTE IJIaH;

3. Kpatko chopmynmupyiiTe OCHOBHBIE MOJOXCHHS TEKCTa, OTMETHTE
apryMeHTaIHnIo aBTOPa;

4. 3akOHCIEKTHPYHTE MaTepwaji, 4eTKO Cledys MyHKTaMm IuiaHa. [lpm
KOHCTIEKTHPOBAaHNH CTapaiiTech BBIPa3UTh MBICIh CBOMMH CJIOBaMHU. 3allHCH
CJIeyeT BECTH YETKO, SICHO.

5. TI'pamorHo  3anmceiBaiite  mutarel.  luTupys,  y4uTbIBaiiTe
JIAKOHUYHOCTh, 3HAUMMOCTb MBICIIH.

B TekcTe KoHCHIEKTa jKenaTesIbHO NPUBOAUTh HE TOJBKO TE3UCHBIE MOJIOKEHHUS, HO
U WX JOoKaszarenbcTBa. [Ipu odopMiIeHHN KOHCIIEKTa HEOOXOAMMO CTPEMHTBCS K
€MKOCTH Ka)I0T0 IMpejIoxKeHusl. MbIC/IM aBTOpa KHUTH CJIEYeT U3larath KpaTko,
3a00TACh O CTHJIC M BBIPA3UTEIBHOCTH HAMUCAHHOTO. YWCIIO MHOMOJIHHUTEIBHBIX
AJIEMEHTOB KOHCIIEKTa JTOJDKHO OBITH JIOTHIECKH 0OOCHOBAHHBIM, 3aITHUCH JIOJDKHBI
pacrpeAenaThcsi B ONPeIeIEHHON MOCIeI0BaTeIbHOCTH, OTBEYAIOICH JIOTHYECKON
CTPYKTYpE Tpon3BeeHUs. {1 yTOUHEHHS U JOTIOTHEHUS HEOOXOANMO OCTABIIATH
TOJISI.

OBnanenne HaBBIKAMU KOHCIIEKTUPOBAHUS  TpeOyeT oT CTyZICHTA
IIEJICYCTPEMIICHHOCTH, TTOBCETHEBHON CaMOCTOSITENBHOMN PabOTEHI.

Jlexumsa

Hammcanne KOHCHEKTa JIEKIWH: KpaTKO, CXEMAaTHYHO, IIOCJIEOBATEIbHO
(UKCHpOBaTh OCHOBHBIC IIOJIOXKEHHS, BBIBOIBI, (OPMYIHMPOBKH, 000OLICHUS;
1oMeyaTh BAXKHBIE MBICIH, BBIJIEISATH KIIOYEBBIE CJIOBa, TEPMHUHBL [IpoBepka
TEPMHUHOB, IOHATHH C IOMOIIBIO DHIMKIIONEANH, CIOBapeil, CHPaBOYHUKOB C
BBHIITUCHIBAHUEM TOJKOBAaHMH B TeTpagb. (OO003HaYMTH BONPOCHI, TEPMHUHBL,
Marepuall, KOTOPBIH BBI3BIBACT TPYAHOCTH, IIOMETHTh U TONbITAThCSl HANTH OTBET
B pEKOMEHyeMoii uteparype. Ecin caMocTosTeNnsHO He yaeTcsi pa3ooparbes B
Marepuae, Heo0X0IuMO C(OPMYIMPOBATh BOMPOC M 3aAaTh IPETIONABATENIO Ha
KOHCYJIBTaINH, HA TPAKTHUECKOM 3aHSTHH.

I'pynmnoBas nuckyccus

I'pynmoBas IUCKyCCHsI — 9TO CPEACTBO, KOTOPOE MO3BOJISIET ONPEACIUTh YPOBEHb
c(hOpMUPOBAHHOCTH KOMIIETCHIMI B YCJIOBHUSX MaKCUMAJbHO MPHOJIMKEHHBIX K
npodeccruoHaIBEHOM cpee.

Jlyist mpoBeJeHMsT TPYIIIOBON IHCKYCCHH MperojaBarelb Mpeiiaraet Haubosee
aKTyalnbHYI0 TEMy M CTaBST IepeJ] ayIuTOpHed NpoOJEMHBIC AaCIEKThI, Ha
KOTOpBbIEe O0OyJaroIuiics IODKEeH 00paTuTh 0co00e¢ BHHUMAHHE, CPOPMHPOBATH
CBOI0 TO3WIHUIO, OOOCHOBAaThH €¢ W MOATOTOBUTCS K YyYacTHUIO B JIUCKYCCHUHU.
[IpoBenenue TPYIIIOBOA JIUCKYCCHH Ipe/oaaract YBHUJICTh
c(hOpPMUPOBAHHOCTh Y OOYYAIOMICTOCS COOTBETCTBYIOIIMX KOMIICTCHIMHA, B TOM
YypCI€ YMCHHE CTaBUTh MPOOJIeMy, OOOCHOBHIBATH IYTH €€ BO3MOXKHOTO
paspelieHus, yMeHHe BECTH LHBHJIM30BAHHBINA TUAJIOr, OTCTAHBATh CBOIO TOYKY
3peHus, apryMEeHTUPOBAHO OTBEYaTh HA MO3UIMH YYAaCTHHKOB TPYIIIOBON
JIUCKYCCHH.

CeMHHApCKUE 3aHATUS

Cemunap no aucuuiuimae «CTaHgapTHU3anus yIpaBIeHUs JOKYMEHTaMU
B Poccunm — BUI Yy4eOHOrO 3aHATUS, TPH KOTOPOM B pPE3yIbTaTe
MpeABapPUTENbHON pabOTHl Haj MPOTPaMMHBIM MAaTEpHAJIOM IIPENOAABaTENd U
CTYIEHTOB, B OOCTAaHOBKE WX HENOCPEACTBEHHOTO M AaKTHUBHOTO OOIICHUS
pelmaroTcst  3aJayd  [O3HABAaTEIbHOTO M BOCHHUTATENIBHOTO  XapakTepa,
(opMupyeTcsi MUPOBO3PEHHE, IPUBUBAIOTCSI METOOJIOTHYECKHE U MPAKTHYECKHE
HaBBIKM B OOJACTH JOKYMEHTOBEICHHUS, HEOOXOJMMBIE MJIsi CTaHOBIICHHMS
KBaIM(HUINPOBAHHBIX CHELUAIMCTOB B COOTBETCTBHU ¢ TpeboBanusmu GI'OC BO
TI0 HaIIPaBJICHHIO MOITOTOBKH «/I0KyMEHTOBE/ICHHE 1 apXHBOBEACHHEY, OaKalaBpuar.
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Leap ceMHHAPOB: 3aKPEIUICHHEC TEOPETHUECKUX 3HAHWH, AKTHBH3AIHSA
pabOTBI CTYAGHTOB B XOJ€ W3Y4YEHHS IUCHUIUIMHBL, Pa3BUTHE HAaBBHIKOB
CaMOCTOSATEIIFHOW ~ HMCCIIEOBATENBCKON AEATENbHOCTH, yMEHHUs paboTaTh C
Hay4dHOW ¥ Y4YeOHOH JHTepaTypod, apryMEHTHPOBAaHO OOOCHOBBIBATH CBOH
peIIeHHS.

Posb ceMHHApOB: CTUMYIHPYIOT BHUMATEIbHOE OTHOIICHHE CTYIECHTOB
K JIEKLIUOHHOMY KYpPCY U PETYJSIpHOE U3YUEHHE UMU JIUTEPATYphl MO0 AUCLUILITUHE
«Opranuzanus rocyJapCTBEHHBIX YupexaeHUN Poccum» 3akpemisiorT 3HaHUS,
MOJyYCHHBIC CTYJCHTAMH Ha JICKIHAX U B XOJIC CaMOCTOSITCIBHOW pabOTHl HaJ
JIUTEPATypOil; PacIIUpPSIIOT KPyr 3HAHUH MO KOHKPETHOM TeMe;  MO3BOJISIOT
CTyJIEHTaM MPOBEPUTh NPABUIBLHOCTb PaHEe MOJYUEHHBIX 3HAHUI, BBHIWICHUTH B
HUX Hauboliee, CYyNICCTBEHHOC; NPUBUBAIOT HABBIKK CaMOCTOSTEIBHOTO
MBIIIUIEHUSI, YCTHOTO BBICTYIUICHHS 10 TEOPETHYECKHM BOIPOCAM, OTTAUHBAIOT
MBICTIb, TPUYYAIOT CTYJCHTOB CBOOOJHO ONEPHPOBATH TEPMHUHOJIOTHEI;
MIPEIOCTABIIIOT BOBMOXKHOCTD TPETIOAaBaTEINI0 CHCTEMATHIECKH KOHTPOIUPOBATh
YPOBEHb CaMOCTOSTENIFHOH pabOTHl CTYISHTOB HaJ YYeOHBIM MaTepHAJIOM,
CTETIeHb MX BHUMATEIFHOCTH Ha JIEKIIHAX.

OcHoBHbIe (OpMBI CeMHHAPOB: pa3BepHyTas Oecema, 0oOCyXICHHE
BOIIPOCOB, CEMUHAp-AUCIYT, KOMMEHTHPOBAHHOE UTEHHUE, VIPAXKHEHHUS Ha
CaMOCTOSATEIIFHOCTh MBIIUICHUS, MTHUCbMEHHAsi (KOHTpPOJIbHAS) paboTa, CeMHHAp-
KOJUIOKBHYM.

Pedepar

Pedepar - 9310 camocrosiTenbHAs — yueOHO-HMCCieAOBaTeNbCKas —paboTa
oOyuarolierocs, TIA€ aBTOP PpAacKpbIBAET CYTh HCCIEAYeMOH HpoOIIeMbl,
NPUBOANT PA3IMYHBIC TOYKM 3PEHMS, a TaKKe COOCTBEHHBIC B3Il HAa HEe.
Conepkanue Marepuana [OOJDKHO OBITh JIOTHYHBIM, H3JIOKECHHE MaTepuaa
JOJDKHO HOCUTBH IPOOJIEMHO-TIOUCKOBBIN XapakTep.

Bri6op TeMbl pedepara OCyHIeCTBISACTCS OOyJaloOMMMCS HE MEHee 4eM 3a JBe

HEJIeNIN 10 TIAaHUPYEMOTro OKOH4YaHMs paboTsl. Temaruka pedeparoB H0BOAWTCS

JI0 CBEJECHUS 00yUarOIINXCS BELYIINM IIPEIIOJaBaTENCM.
[Ipumepnble astansl paborsl Hax pedepatom: (opMmynupoBaHue TeMbl (Tema
JOJDKHA OBITh aKTyaJlbHOHM, OPUIMHAJIBHOM M MHTEPECHOW 10 COIEPIKaHHIO);
noadOp M M3ydeHHE OCHOBHBIX MCTOYHMKOB IO TeMe (KakK IpaBWIIO, HE MEHee
7); cocraBienue Oubnmorpaduu; oOpadoTka M cucTeMaTH3aLMs MHPOPMALUHN;
pa3paboTka IiiaHa; HanMcaHue pedepara; BO3MOXKHO MyOJIMYHOE BBICTYILICHUE
C pe3yJibTaTaMu HCCIIeIOBaHMs (Ha CeMUHApe, Ha MPaKTHYECKOM 3aHSATHH, Ha
CTYZIEHUECKOI HAyYHO-TIPAKTHIECKOH KOH(EPCHIINH, Ha KOHCYIbTAllNH).
Pedepar momxeH oTpakaTh: 3HAHHE COBPEMEHHOTO COCTOSIHMSI NPOOJIEMBI;
000CHOBaHNE BBIOPAHHON TEMBI; HCIIOIb30BAHWE H3BECTHBIX PE3YNIBTATOB MU
(hakTOB; TONHOTY LUTHPYEMOW JIMTEPATyphl, CCHUIKM Ha pabOTHl YUCHBIX,
3aHUMAFOIINXCS JAHHOH MPOOJIEMOH; aKTyaJIbHOCTh TIOCTaBJICHHON MPOOJIEMBI,
Marepual, MHOATBEPXKIAOMMHA Hay4YHOE, JHOO0 IpPaKTHYECKOe 3HAYCHHE B
HacTosIIee BpeMsi.

Pexomennyemsiit  oovem  pedepara  10-15  crpaHMIl =~ KOMIIBIOTEPHOTO
(MalIMHOIMCHOT0) TEKCTA.

HpaKTI/I‘IeCKI/Ie 3aHATHA

IIpopaboTtka paboueii mporpaMMel, yaessiss 0co00e BHUMAHUC IEISAM U 3aadam,
CTPYKTYpPE U COACPIKAHUIO NUCIUILTHHEL. KOHCIIeKTHpOBaHe UCTOYHUKOB. PaboTa
C KOHCIIEKTOM JIEKL[UH, TOArOTOBKA OTBETOB K KOHTPOJILHBIM BOIIPOCaM, IPOCMOTP
pPEeKOMEH/IyeMOo#l nuTeparypsl, pabota ¢ TekctoMm. llpocmymuBanme ayamo- u
BHJICO3AIIUCEH M0 3aJaHHOW TeMe, pelIeHHe pacueTHO-rpadUUecKuX 3aJaHui,
pernieHne 3aad 1o aaropuTMy | Ip.

NunuBuayanbHbie
3aJaHMs

3HaKOMCTBO C OCHOBHOW U JIOTIOJIHUTEIHHOW JIMTEPATypoOH, BKIIIOUAs
CIpaBOYHBIC W3JaHUA, 3apyOekKHbIE HMCTOYHUKH, KOHCIIEKT OCHOBHBIX
MOJIOXKCHNH, TEPMHHOB, CBEACHWH, TPEOYIOUIMXCSA s 3allOMHHAHUS |
SBIISIOIIMXCST OCHOBOITIOJNIATAIOIIMMHU B 3TOW TeMe. CocTaBlieHHE aHHOTAIWH K
MIPOYUTAHHBIM JINTEPATYPHBIM UCTOUHHUKAM U Jp.

CaMocrosTenbpHas pa60Ta

CaMocTosTenbHas pa60Ta MpOBOAUTCHA C LCJIbIO: CUCTEMATU3ANU U 3aKPCIICHUA
TMOJYYCHHBIX TCOPCTUUYCCKUX 3HAHUU H MPAKTUYCCKUX yMeHI/Iﬁ 06yqafom14xcs{;
yFJ'Iy6J'I€HI/I${ nu paciupeHus TCOPECTUYCCKUX 3HAHUU 06yqa}onmxc;1;
(bOpMP[pOBaHI/Iﬂ yMeHI/Iﬁ HCIO0Jb30BaTh HOPMATHBHYIO, IIPABOBYIO, CIPABOYHYIO




®dopma caMOCTOSITEIbHOM
padoThI

MeTtoauueckue PEKOMEHIAINH IJIA CTYICHTOB

JMOKYMEHTAIUIo,  y4eOHyIO W CHCNHWAJbHYI0  JUTEpaTypy; pPa3BUTHA
MMO3HABATENBHBIX CHOCOOHOCTEH M aKTHBHOCTH OOYYarOIIUXCS: TBOPYECKOI
WHUINHAATUBB, CAMOCTOSTEIFHOCTH, OTBETCTBEHHOCTH, OPTaHM30BaHHOCTH;
(hopMHUpOBaHNE CAMOCTOATEIFHOCTH MBIIIJICHHS, CIIOCOOHOCTEH K caMOpa3BUTHIO,
COBEPIIICHCTBOBAHUIO W CaMOOpPTaHMW3alWH; (HopMUpOBaHHUS TPOQPECCHOHATBHBIX
KOMITETEHITHI; Pa3BUTHIO HCCIIEIOBATEIBCKUX YMEHUH oOydarommxcsi. @opMbl U
BUIBI CAMOCTOSATCIBHOW pabOThl  OOYYAIONIMXCS: YTEHHE OCHOBHOW U
JIOTIOJTHUTENIFHON JIUTEpaTypbl — CAMOCTOSATENIFHOE HW3yYeHHE MaTepuaia II0
PEKOMEHAYEMBIM JTUTEPATYPHBIM HUCTOYHUKAM; paboTa ¢ OUOIHOTCYHBIM
KaTaJOroM, CaMOCTOSTEIBbHBI TOA00p HEOOXOAMMOW JHUTEpaTyphl; pabora co
CJIOBapeM, CIPaBOYHUKOM; IMOUCK HE0OXoaumol mHbopMarmu B ceT MHTEpHET;
KOHCIICKTUPOBAHHE  HWCTOYHUKOB, pedepHpoBaHHE HCTOYHUKOB; COCTABJICHUC
AHHOTAIIM{ K MPOYUTAHHBIM JIUTEPATYPHBIM HCTOYHHKAM; COCTABJICHUE PEICH3NUI
U OT3BIBOB Ha TMPOYHWTAHHBIN MaTepHal; COCTaBICHHE 0030pa MyOIMKaIuil 1o
TEeMe; COCTaBJCHHE M DPa3paboTKa TEPMHUHOJOTHMYECKOTO CIIOBAPS; COCTABIICHHE
XPOHOJIOTUIECKOW TaOJHIBI; cocTaBieHre Oubnmorpadun (6mbmmorpaduueckoi
KapTOTEeKH); TOATOTOBKA K PA3MUYHBIM (OpMaM TEKyIIeH W MPOMEXYTOTHOM
arrectaniui (K TECTHPOBAHHWIO, KOHTPOJIBHOH paboTe, 3adeTy, DK3aMEHY);
BBIIOJIHCHUE JOMAITHUX KOHTPOJBHBIX PabOT; CaMOCTOSTEIbHOC BBITIOJHCHUE
MPAKTUYCCKUX 3aJaHUi PENpPOAYKTHBHOTO THIA (OTBETHI HA BOIPOCHI, 3aJllayu,
TECTBI;  BBINIOJHCHHE TBOPYCCKHX  3aJaHuil). TeXHOIOrus  OpraHu3aluu
CaMOCTOSATENIFHOW ~ pabOThl  OOydYarommxcs ~ BKIIOYAaeT  HCIOJIb30BAHUC
WHPOPMAIMOHHBIX W MAaTEPUANTBHO-TCXHHUUYCCKUX PECypCcOB 00pa30BaTEIBHOTO
YUpeXOeHNs: OWOMMOTEKy ¢ YHTAJbHBIM 3aJI0M, YKOMIUIEKTOBaHHYIO B
COOTBETCTBHMH C CYIIECTBYIOUINMH HOpPMaMH; Y4eOHO-METOTUUYECKyro 0azy
y4eOHBIX KaOUHETOB, JIAOOpaTOpHUil U 3a1a KOAu(PHUKAITNH; KOMIIBIOTEPHBIE KIaCChI
C BO3MOXHOCTBIO paboOTBl B ceTH VIHTEepHET, ayauTopuH (KJIACcChl) IS
KOHCYJBTAaIlHOHHON  ICSATEIBHOCTH; YYEOHYl0 H  y4eOHO-METOIUIECKYIO
JTUTEpaTypy, pa3paboTaHHYI0O C Yy4YETOM YBEJIMYEHHUS IOJH CAMOCTOSTEIHHON
paboTBI CTYICHTOB, U MHBIC METOJUWYECKHE MaTepualibl. [lepen BBIMOJIHCHHEM
00yYaIOMIMMHUCS BHEAYIAUTOPHOW CaMOCTOSITEIBHOW pabOThl IperojaBaTelb
MPOBOJUT KOHCYJIBTHPOBAHKE IO BBITIOJHECHUIO 33aHHUs, KOTOPBIA BKIIFOYACT 1IEITh
3aJ]aHMs, €ro COJCPXKAHMs, CPOKU BBIIIOJHCHHS, OPHCHTUPOBOYHBIN 00BEM
paboThI, OCHOBHBIC TPEeOOBaHUS K pe3yibTaTaM pabOTHI, KPUTCPUHU OLECHKU. Bo
BpeMsl BBIIIOJHEHUST 00YUYAIOMIMMHUCS BHEAYAUTOPHON CAMOCTOSATEIILHOW pabOThI U
pu HEOOXOIMMOCTH TIPENOAaBaTeNb MOXET IPOBOAWTH HHIWBHUIyaJbHBIC U
rpynmoBsle KOHCynbTaruu. CamocTtosTensHas paboTa MOXKET OCYIIEeCTBIATHCS
WHAWBUIYATbHO WM TPYMIIIaMU OOYJaroNIXCsl B 3aBUCHMOCTH OT LIeNH, 00beMa,
KOHKPETHOH TEMAaTHKH CaMOCTOATENFHOW pabOTHI, YPOBHS CIOXXHOCTH, YPOBHS
yMeHu#l oOydaromuxcs. KOHTposb caMOCTOSATENbHOH pPabOThl 00YyJaroIIHXCs
MpeyCMaTPUBACT:
— COOTHECCHHE  COJICpXKaHUsS  KOHTPOJIS C  LEIsAMH  OOYYCHHS;
00BEKTHBHOCTH KOHTPOJIS,
—  BaJIHJHOCTh KOHTPOJIA (COOTBETCTBHE MPEIBSABISACMBIX 3aIaHUN TOMY,
YTO MPEAINOIAracTCs MPOBEPUTH);
—  muddepeHIUAIIIO KOHTPOIBHO-U3MEPUTEIBHBIX MATCPHAIIOB.
—  ®opMBI KOHTPOJIS CAMOCTOSTENBHON paOOTHI:
— TPOCMOTP ¥ TIPOBEpKAa BBHIMOJHEHHS CaMOCTOSATENFHOW  pabOTHI
IperoaBaTesieM;
—  OpraHM3aIys CaMOIIPOBEPKH,
— B3aWMOIIPOBEPKH BBIIOJHEHHOTO 3aJaHUsl B Tpymme; oOCyXICHHE
PE3yJIbTATOB BHITIOJTHEHHON paOOTHI HA 3aHATHH;
—  TpPOBEACHUE MUCHBMEHHOTO OMPOCa;
— TIPOBE/ICHHE YCTHOI'O ONPOCa;
— OpraHu3anus ¥ TPOBEICHHEC WHAMBUAYAIBHOTO  COOCCEOBAHUS;
OpraHu3alys U IpoBeIcHUE cOOeCeIOBaHNUs C IPYIIIO;
— 3aIIUTa OTYECTOB O MPOJICIIAHHON paboTe.

Ompoc

Onpoc - 3TO CpPeACTBO KOHTPOJISi, OPraHM30BaHHOE Kak CleluaibHas Oecena
npenogasateiass ¢ oOy4alOUmIMMCs Ha TEMBbl, CBsS3aHHbIE C H3ydaeMou




®dopma caMOCTOSITEIbHOM
padoThI

MeTtoauueckue PEKOMEHIAINH IJIA CTYICHTOB

JTUCIATUTHHOM, ¥ pACCUNTAHHOE Ha BBIBJICHHE 00beMa 3HaHUH, 00yJaronerocs no
OTIpE/ICIICHHOMY pa3zeny, Teme, mpobieme u T.1. IIpobGnemaTika, BEIHOCMMAs Ha
OTIPOC OTpeseieHA B 3aJaHHAX JJIS CAaMOCTOSATENBHON paboThl oOydaromerocs, a
TaKXKe MOKET ONPEACIATHCSA MPENOoAaBaTeNeM, BEIYIINM CEMHHAPCKHUE 3aHITHS.
Bo Bpems mpoBemeHus ompoca OOyYaroUIMics NODKEH yMETh OOCYAHWTH C
IIperoiaBaTesIeM COOTBETCTBYIOIIYIO MPOOJIeMAaTHKY HAa YPOBHE THAJIOTA.

Texymuii KOHTPOJIb
(KOHTPOJBHBIH cpe3)

OpranusyeTcss Kak dJJIeMEHT Yy4eOHOTO 3aHsITHS B BHAC  BBITIOJHEHUS
oOyuaromuMucs OJIoKa 3aJaHuii B MUCHMECHHOW (OopMe MO 3aJaHHBIM TeMaMm
IUCLUIUIAHEL

KonrponbHas padora

KonrponpHass paborta — OpHrHMHaJIbHOE COYMHEHHE HEOOJBLIOro pasMepa, B
KOTOPOM  H3JIaraloTcs KOHKPETHBIE PE3YJIbTaThl H3y4YeHUS 00y4aeMbIM
JUCLUILIMHBL (Pe3yJbTaThl COOCTBEHHOT'O HCCIICAOBAHUS 110 KOHKPETHOU TeMe).
B xonme HamucaHuMs KOHTPOJBHOW PabOTHI 0OydaeMblii MpUOOpETacT HAaBBIKH
CaMOCTOATENILHOM PabOThl C HAYy4YHOW, YyUeOHOW M CIEIHMAIbHON JIMTEpaTypOH,
YYUTCSl aHAIM3MPOBATH HCTOYHUKM M TPAMOTHO H3JIaraTh CBOM MBICIH.
BrimosiHeHne KOHTPOIBHON paOOTHI BKITIOUACT PSIJT ATAIIOB:

— BBIOOp TEMBI U TOJIOOP HAYIHBIX HCTOYHUKOB;

— W3y4YCHHE HAyYHOU JIUTEPATyphl, aHAJIH3 W 000OIICHHE MaTEepHaloOB II0

mpoOJieMe UCCIIeIOBaHMUS;

— (opmynupoBaHue OCHOBHBIX IOJIOKEHHUI U BHIBOJIOB,;

— odopMiIeHHE KOHTPOJIBHON paboTHI.
OdopmiteHre SBIISETCS 3aBEPIIAIOIIUM JTAallOM KOHTPOJBbHOH paboThl. BeiOop
TeMbl ¥ TO0AOOp MCTOYHUKOB JIOJDKEH OBITh COIJIacOBaH C  HAayYHBIM
pyKoOBOAMTENEM, BexymMM mpexmer. Ha ocHoBe coOpaHHOro Marepuaia
YTOUHSETCS CTPYKTYpa, CoJepKaHHEe M O00beM KOHTPOJBbHOW paboTHI
Texandyeckue TpeboBanus k pabote: odveM 10-12 cTpaHWIl MAIIMHOTHCHOTO
TeKcTa, oTmedaTaHHoro depe3 1,5 waTepBanma. KoHtposbHas paboTa HOJDKHA
WMETh: THTYJIBHBIH JTUCT, colaepkamuii: Ha3Banue padoter, ®.M.0. aBTOpa M
HAYYHOTO PyKOBOJAMTENS, Ha3BaHUE (aKyIbTeTa, Kypca, O M MECTO HAIMCAHHUSA,
CONepXXaHWE Ha OTICNBHON CTpaHHWIe, HyMmepanuio crpaHul. CTpykTypa
KOHTPOJIbHOW pa®oThl BKJIIOYAET: 3arojiOBOK, BBEJICHHE, OCHOBHYIO YacTb
(u3nokeHWe  BYX  BOIPOCOB), 3aKJIIOYEHHE, CIIMUCOK  HCIIOJIb30BAHHOM
JUTEPATYPHIL
3aroyioBoK (Ha3BaHHE) OTPAXKAET TEMY JAHHOTO COYMHEHUS M COOTBETCTBYET
coliepxaHuio. Beenenue (BBOHAS YacTh) JOJDKHO OBITH KPAaTKMM W TOYHBIM. B
HeM 0OOCHOBBIBacTCSl BBIOOp TeMbl, (opmynupyercst nesnb padoTbl. OcHOBHas
YacTh [ENWTCS Ha TJaBBl B COOTBETCTBHHM C 3amgadamMu paboTel. Jlaercs
OTIpeNieNIeHUe TTOHITHSAM HCCIIeIyEeMBIX SIBICHUH U MPOIIECCOB, PACKPHIBAIOTCS MX
CYIIHOCTh U 0cOOeHHOCTH. B HebombIIoi paboTe 4acTH MOTYT HE BBIACHATH, HO
KaK7as HOBasi MBICTb 0OopMIISIeTCS B HOBBIN a03all. 3akiToueHne umeeT Gopmy
BBIBOJIOB, COOTBETCTBYIOMIMX dTariaM MCCIeIOBaHMS, WU (opMy pesiome.

IToaroroBka K 3auéty c
OLIEHKOM

ITpu noaroToBke K 3a4€Ty HEOOXOJMMO OPUEHTHUPOBATHCS HA  KOHCIIEKTHI
JIEKIIUH, pabodyio MporpamMmy y4eOHOW JUCIMILTNHBI, HOPMAaTUBHYIO, YICOHYIO
U pEeKOMEHAyeMylo JuTepaTypy. OCHOBHOE B MOATOTOBKE K chade 3adé€Ty - 3TO
MMOBTOPEHHUE BCEr0 Marepuaia yueOHOHM NUCHHUIUIMHBI, TI0 KOTOPOMY HEOOXOIMMO
caaBath dk3aMeH. [Ipu MoOAroToBke K crave 3ayéra oOydaromMHCS BeCh 00bEM
paboTBl NTOMDKEH pachpelelisiTh PaBHOMEPHO IO JHSM, OTBEJACHHBIM IS
MOJITOTOBKH K 3a4€Ty, KOHTPOJIUPOBATh KAXKABIN JCHb BBIMOJHCHIEC HAMEUYCHHOU
paboTel. B mepuo noAroToBku K 3a4€Ty 00ydaromuiicss BHOBb 00pamaeTcs K yxe
M3y4eHHOMY (MIPOUJCHHOMY) YIeOHOMY MaTepray.

MeToauueckue YKazanud CTyAeHTaM IJId CCMUHAPCKUX 3aHATHH

Cemunap 1. Ilosutuka B P® B cdepe ynpapiieHusi J0KyMEHTAMHU




1. CoBpeMeHHbIE NOAXOAbl K KaTEropusM: JOKYMEHT, 3alUCh, 3JIEKTPOHHBIN
JOKYMEHT, 3JIEKTPOHHAS TIOJIITUCH.

2. Pa3paboTka moHsATHS ynpaBieHue JokyMeHTaiueit B Poccuiickoit denepanuu

3. Opranuzanuy, 3aHUMAOIIMECs NPoOIEeMaMU YIOpPABICHUS JOKYMEHTaMH U
uH(GOpPMallMOHHBIMU pecypcamu B Poccun

Cemunap 2. HopmaTuBHOE peryJiMpoBaHue BONPOCOB YIIPABJIEHUSA
aokymeHramu B Poccuu

1. YopaBnenue nokymeHTanuei Ha eepajibHOM YPOBHE.

2. OcHOBHBIE 3aKOHOJATeNbHbIE akThl PO B cepe ympaBneHus JOKyMEHTaMU U
OpraHu3aluy JTOKyMEHT0000poTa.

3. Ob6mmue TEHJEHIUU HOPMATHBHO-IIPABOBOT'O pEryIMpOBaHUS
JOKYMEHTAIlMOHHOT 0 o0ecrieueHus ynpasieHus B Poccun

Cemunap 3. OcHoBbl cTanaaptusanuu JI0OY, oredecTBeHHbIE CTAHAAPTHI B
cepe ynpas/jieHus JOKyMEHTaMMU.

1. Ilonatue o crangapTax U UX OO0IIAst XapaKTePUCTUKA, CYIIHOCTh U COAEPHKAHUE
CTaHAapTU3ALIMY.

2. OCHOBHBIE OTEYECTBEHHBIE OpraHU3allMM, pa3padaThIBAIOUIME CTaHAApTHl B
chepe JOKYMEHTALMK U YIIPaBICHUS JOKYMEHTAMH.

3. O06u1as xapakTepucTUKa OCHOBHBIX CTaHIapTOB.

Cemunap 4. JlokyMeHTHPOBaHUe MPOLECCOB CHCTEM MEHe)KMEHTa KauecTBa,
IKOJIOTHYECKOT0 MEHEIKMEHTA, 3alIUThI JOKYMEHTOB H
AOKYMEHT0000poTa

1. OcHoBHoe HazHaueHue crangaptToB NCO cepuit 9000 u 14000.

2. YnopaBneHue npoleccamu JOKYMEHTUPOBAHUSI CUCTEM MEHEIKMEHTa KayecTBa
1 DKOJIOTHYECKOTO MEHEIKMEHTA.

3. [onoxxenue o 3amurte uHpopmaiuu B cragaaprax MCO

MeToauueckne YKazaHnusd 110 BBINMOJHCHUIO IPAKTHYICCKHUX paﬁoT

[IpakTudeckoir  paboTe  TpPEAIIeCTBYeT  H3YYCHHE  METOAMYECKHX
pPEKOMEHAALNN MO KaXJ0W TeMe, O3HaKOMJIEHHE C JIMTepaTrypoi, moadop e€ B
uHTepHeTe Wi Oubnuoreke. K 3aHATHIO cielyeT MOArOTOBUTH TaOIHUIIbI, CXEMbI
U Ipyroil MaTepuai B COOTBETCTBUE C METOANYECKIMHI PEKOMEHJAIUSIMHU.

[IpakTnueckass paboTa MPOBOAUTCA B KOMIBIOTEPHOM KJlacce C
MPUMEHEHHEM HEOOXOIUMBIX CpeAcTB o0ydeHus (00pa3lloB HOPMATHUBHBIX,

10



ApPXWBHBIX M TEXHUYECKUX TOKYMEHTOB M T.I.). [IpakTuueckas paboTra 0OBIYHO
3aKJIIOYAeTCI B TMOJATOTOBKE HEOOXOAMMOTO OO0OpYyIOBaHUSA, W3YYCHUH
METOJIUKH pPabOThl, BOCIPOM3BEIACHUU HM3Yy4a€MOTO SBJICHUS, OINPEACICHUN
COOTBETCTBYIOIINX XapaKTEPUCTUK U TTOKa3arelnei, 00paboTKe U aHalIn3€e JaHHBIX,
0000111eHNN Pe3yTbTATOB.

B xonme paboThl MCMONMB3YIOTCS TaOMUIBI I 3alUCH HAONIOACHUN W
pe3ynbTaToB aHaiu3a. [Ipy BHIMOJHEHUU MPAKTHUECKOW pabOThl CTYJIEHT BEAET
pabourie 3amUCH pe3yJabTaTOB, OQOPMIIAET U aHATU3UPYET MOJTyUYeHHbIE JaHHbIE
yTEeM YCTAHOBJICHUS MX COOTBETCTBHS HOpMaM M CPAaBHEHHUS C M3BECTHHIMHU B
auTepatype AaHHBIMU. OKOHYATENbHBIE pEe3yJIbTaThl MPAKTHYECKOW pPabOTHI
0(QOPMIISIFOTCSI TUCBMEHHO B JopMe 0TUETA, MPEJCTABISIEMOTO MPENOIaBaTeIIo Ha
IPOBEPKY.

HopmaTuBHoe pery/inpoBaHnue BONPOCOB YNIPABJIeHHS TOKYMeHTalel
B Poccun
1. Cdepa Benenust Pocapxus u Ynpasienus ciry:x0 0011ero Ha3HaueHUSI.

2. HopmaTuBHas  perjaMeHTalus BOIPOCOB  OpraHu3aluu  paboThl €
ANIEKTPOHHBIMU JOKyMeHTamu B Poccun

3. 3akoHOJaTeNbHBIE AaKThl IO YMPABICHUIO JOKyMEHTalMEeW U padore C
JOKYMEHTAMM.

Opranusanus cucTemMbl ynpasJjieHus JokyMeHTanueii B Poccun u B CHIU

1. ®opmupoBanue, crienrdprka U pa3BUTHE HAIMOHAIBHBIX CUCTEM YIPABJICHUS
nokymeHnTtamuen B Poccun u CHI'.

2. PernameHTanus npoueccoB yrpaBieHUs TOKyMEHTalMen apxusaMu B Poccun u
CHI’

3. IlpaBoBbie U HOopMaTuBHBIe akThl cTpaH CHI' B cdepe mOKyMEeHTAIMOHHOTO
obecrieueHurs ynpaBiaeHus, OOIIMe TCHICHIIUN U Pa3TUNIHBIC TTOIXO/IBI.

OCHOBBI CTAHAAPTU3ANNH JOKYMEHTAIIMM M YIIPABJIEHUS JOKYMEHTAMH

1. CrannapTuzanuus u €€ uemu.

2. OcHOBHBIE MNPOOJEMBI CTaHAAPTU3ALUUM JOKYMEHTAUUM W YIpaBICHUS
nokymeHTamu B Poccun

3. Craryc, CTpyKTypa, LEJIM M OCHOBHBIC HAINPABICHUS JEATEIbHOCTU
MexnyHnapoaHoi opranuzanus o cranaaptuzamnuu (MCO).

OcHoBHoOE coiep:kaHHe MeKTYHAPOIHBIX U POCCUICKUX CTAHIAPTOB B
cepe ynpapjaeHus JOKyMEeHTAMH
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1. MexnyHapoaHble JTHYECKHME M MpodeccCHOHalIbHbIE TpeOOBaHUS K
YOPaBISAOMUM JOKYMEHTALUEH.

2. O0bmras xapakTepucTuka ocCHOBHBIX ctanaaptToB MCO.

3. IIpoGnembl 11€7€COO0PA3HOCTH M MPAKTUKU BHEIPEHHUS MEXIyHAPOIHBIX
CTaHJApTOB B POCCUICKOW MPAKTUKE YIIPABICHUS JOKYMEHTALIUEN.

Meroanuyeckue yKka3zaHusi 10 BHINOJHEHHI) CAMOCTOATEIbHOH padoThI
CTYAeHTAMH

CamocTosaTenbHass paboTa JUisi CTYJEHTOB COCTaBIIIET OCHOBY OCBOCHUS
nporpammsl Kypca «CTanaapTu3aius 1 yrpasieHue J0KyMeHTaMu B Poccumy.

3amaHus Uil CaMOCTOSITENIBHOW pPabOThl COCTaBIEHBI MO paslenam, IO
KOTOpPBIM TpeOyeTcsi JOMOJHUTEIbHO MpopaboTaTh W MPOAHAIU3HPOBATH
y4eOHBIN MaTepual.

3a7aHus 0 CaMOCTOSITENIbHON padoTe mpeaycMaTpUBaIOT:

— KOHCIEKTUPOBAHME  TNEPBOMCTOYHUKOB M JAPYyrod  ydeOHOU
JUTEPaTypBhL;

— TpopalboTKy yueOHOro Marepuasna (Mo KOHCIEKTaM JIEKUUH, y4eOHOM
Y HAay4yHOH JIMTEpPAType) U MOATOTOBKY JOKJIAJ0B HA CEMHUHApax H
NPAKTUYECKUX 3aHATUAX, K YUYACTUIO B TEMATUYECKHUX JTUCKYCCHUSIX
U JIEJIOBBIX UTPax;

— paboTy C HOpMAaTUBHBIMH TOKYMEHTaMH U 3aKOHOJIaTEIbHOMN 06a30ii;

— TIOUCK M 0030p HAayUYHBIX MyOJUKAIMA U 3JIIEKTPOHHBIX HCTOUHUKOB
uH(popMaIuu, MOArOTOBKY 3aKJIIOUYEHHS 10 0030pY;

— BBINOJIHEHUE KOHTPOJBHBIX pPaboOT, TBOPUECKUX (MPOEKTHHIX)
3a1aHuM, MUCHbMEHHBIX PaboT;

— peleHue 3a7a4, ynpaxHeHul, Hanucanue pedeparos;

— paboTa ¢ TecTaMU U BOIIPOCAMU JIsl CAMOTIPOBEPKHU;

— BBINOJIHEHUE NIEPEBOJIOB C HHOCTPAHHBIX SI3bIKOB;

— MOJIEJIMPOBAHUE U/WIIH aHAJIN3 KOHKPETHBIX TPOOJIEMHBIX CUTYAIIHi.

CamocrosiTenbHyl0 paboTy HEOOXOJMMO HayWHATh C YSACHEHHS UEH
W3YUYEHHS] KAXKJIOM TEMBbI, MEPEYHsI OCHOBHBIX BOIPOCOB K Teme, 3amanus. Llemu
U3Y4YEHUSI U BOMPOCHI YKa3aHbl M0 KaXJA0W TeMe B 3TOM paznene. bonee noapoobHo
COZIEP’KAHUE BOMPOCOB Ka)JA0W TEMBI U3JIOKEHO B pazaene «1.3. Coxepkanue teM
3aHsATHID 3Toro YMK.

Pe3ynbTaThl caMoCTOSATEIbHOM pabOThI CTY/IEHTA JOJIKHBI ObITh OTPAXKEHBI B
paboueil TeTpaau: MUCBMEHHO J1aTh OTBET Ha KaXJbld ydeOHbIN Bompoc. Mtoru
CaMOCTOSITENIbHON paboThl B (popme 3amuceil B pabounx TeTpaasX MPEACTaBUTH
IPENOIaBATEIO HA IPOBEPKY.

4.0ueHKa caMOCTOATEILHOM PadOThI
«OTIUYHO» — BBICTABISIETCS OakamaBpy, IOKa3aBIIEMYy BCECTOPOHHHE,
CHUCTEMAaTU3UPOBAHHbIE, TIIyOOKHE 3HAHUS y4eOHOW MporpaMMbl AUCIUIUIMHBI U

12



YMEHHE YBEPEHHO IMPUMEHATh WX I aHaJd3a HMCTOPUKO-TEAArOTUYECKUX
COOBITHH.

«Xopoiio» — BbICTaBIsieTCA OakanaBpy, IMOKa3aBIIeMYy IIOJHbIE 3HAHUS
y4eOHON TpOrpaMMbl JUCITUIUIMHBI, YMEHHE TMPUMEHATh WX JUIA aHajau3a
UCTOPUKO-TIEJATOTUYECKUX COOBITUH U JOMYCTUBIIEMY B OTBETE€ HEKOTOPbIC
HETOYHOCTH.

«Y IOBNETBOPUTEIILHO» —  BBICTaBJIsieTCs  OakayiaBpy, I[OKa3aBLIEMY
dbparMeHTapHbIN, pPa3pO3HEHHBIM XapakTep 3HAHWM, MPH OSTOM OH BIIAJEET
OCHOBHBIMH pazjieflaMy y4eOHON MporpaMmbl, HEOOXOAUMBIMU JIJISl JAJIbHEUILIErO
oOyJeHwus.

«HeynoBiaeTBOpUTENHHO» — BBICTABISECTCS OakajgaBpy, OTBET KOTOPOTO
COJICPKUT CYIIECTBEHHBIE MPOOEThl B 3HAHWM OCHOBHOTO COJEpKaHUs y4eOHOU
IPOTrPaMMBbl TUCLUILIUHBI.

Pazpaborano B coorBercTtBum ¢ TpeboBanmsmu OI'OC BO mo nHampaBieHHIO
46.03.02 JloKkyMEHTOBEJACHUE U apXWUBOBEIAEHUE» - Jlokymenmosedenue u
00KyMeHmayuonHoe obecnedenue ynpasienus, u Mcmopuueckoe apxusogeoenue
PazpaboTunk: kanauaaT BoeHHbIX HayK B.A. Haymenko

PaccmoTtpeno Ha 3acenanuu kadeapsl JJokyMEeHTOBEACHHS U apXUBOBEIACHHUS
Ilpoepamma ymeepowcoena Ha 3acedanuu Kkagheopwl

2019 2., npomokon Ne
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