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HOACHUTEJIBHAA 3AIIMCKA

1. Heap 1 321244 U3y4eHUs] AMCHHUILIMHBI
[[enbl0 OCBOEHHsI JUCLHUIUIMHBI «YTIPaBIEHUE KaJIPOBOU JESATEIBHOCTHIO»
ABJIAETCS. MPUOOpPETEHNE 3HAHUW W HABBIKOB, HEOOXOIUMBIX ISl (hOPMHUPOBAHUS
LEJOCTHOIO NPEACTABICHUS O KAaJApPOBOM [JEJIONPOU3BOACTBE KaK OJHOTO U3
HEOOXOIMMBIX JJIEMEHTOB CHUCTEMbl YIpaBICHUS MPEANpPUATHEM, a TaKkKe
pa3BUTHE HABBIKOB BEIEHUA KaJApOBOW JOKYMEHTAallUM, KaK OJHOrO0 W3
OCHOBOIOJIAraroluX NpophecCuOHANbHBIX KaueCTB.
3ajauy U3y4eHUs! JUCHUTUINHBI:
— O3HAKOMJICHHE OO0Yy4YalolMXCsl C 3aKOHOAATENIbCTBOM, PETYIHPYIOLIUM
KaJIpOBYIO J€ATEIBHOCTh OPraHU3aluu;
— M3y4YEHUE OCHOBHBIX PUEMOB YIPABJICHUS KaJPOBOU JIESATEIBHOCTBIO;
— OCBOEHHE CIyHIaTeJsIMU OCOOEHHOCTEH JTOKYMEHTOB NpHU paboTe B OTHENE
KaJIpOB U MPABOITUCAHUS MTPU UX COCTABJICHUMU.

2. IlepevyeHb IVIAHUPYEMBIX Pe3yJIbTATOB 00y4eHHUS MO JUCHUIINHE,
COOTHECEHHBbIE C MJIAHUPYEMBIMH Pe3yJIbTATAMH OCBOEHUS OCHOBHOM
npogdeccnoHanbLHOH 00pa3oBaTeJIbHOM MPOrpPaMMbl

[Ipouiecc  w3ydeHWss OUCUMIUIMHBI  HampaBieH Ha  (QOpMUpOBaHUE
CIEAYIOIMNX KOMIETEHIH:

- BJIaJICHHE HAaBbIKAMHU IOMCKA, aHAJIN3a U WCIIOJIb30BaHUS HOPMATHUBHBIX U
IPaBOBBIX JOKYMEHTOB B CBO€H mpodeccruonanbHoi aesreasnoctu (OITK-1);

- CIIOCOOHOCTh MIPOEKTUPOBATH OPTaHU3AIMOHHBIE CTPYKTYpPbI, Y4aCTBOBAaTh B
pa3paboTKe CTpaTeruii ymnpaBlIeHUS YETOBEYECKUMHU PECcypcaMu OpraHHU3allui,
IUIAHUPOBATh M OCYLIECTBIIATh MEPOINPHUATHS, PACIpPENETsATh U JEJIETUpPOBATH
MNOJIHOMOYHUSI C YYE€TOM JIMYHOW OTBETCTBEHHOCTHM 32 OCYILIECTBIISIEMbIE
meponpusitus (OITK-3);

- BIAJCHUE HAaBBIKAMU CTPATETHYECKOTO aHaiu3a, pa3pabOTKu W
OCYIICCTBJIICHHS] CTpaTerMy OpraHW3alliM, HaMpaBJICHHOM Ha oOecredyeHue
koHKypeHTocrnocooHoctr (I1K-3);

- CIMOCOOHOCTh y4YacTBOBAaTh B YNPABIEHWU MPOCKTOM, MPOTPaMMOM
BHEJIPEHUSI TEXHOJOTHMYECKUX W MPOAYKTOBBIX HMHHOBALUMUW WA MPOrpamMMoi
oprannzannoHHbIX m3mMeHeHui (ITK-6);

- BJIQJICHHE HABBIKAMH TIOJTAIMHOTO KOHTPOJS peain3anuyd OW3HEC-TUTAaHOB U
YCIIOBUM 3aKJIIOYaeMbIX COTJIANICHUN, JOTOBOPOB M KOHTPAKTOB/ yMEHHUEM
KOOPAWHHUPOBATh JAEATEIIBHOCTh MCIOJHUTENIEH C IOMOLIBKD METOAUYECKOTO
MHCTPYMEHTapus  pealu3aldd  yOpaBJIEHYECKHX  pelIeHud B 00JacTu
(GYHKITMOHAIBHOTO MEHEPKMEHTA IS JTOCTH)KCHHSI BBICOKOW COTJIACOBAHHOCTHU
IIPH BHITIOJTHEHUH KOHKPETHBIX MPoeKkToB 1 padot (ITK-7).




B pe3ynbTare u3ydeHus IUCUUIIMHBI 00yYarOIUNCs JOJIKEH:
3HATh:

— HOPMAaTUBHO-TIPABOBYIO 0a3y KaJpoOBOro JeI0Npon3BocTBa B PD (3-1);

— TOCYJapCTBEHHBIE CTaHIAPTHl, PETIAMEHTHPYIOLIME BOMPOCHI CO3JAaHUA,
TEXHOJIOTHIO 0OpaOOTKHM U XpaHCHHUs KaJApOBOU JOKyMeHTaluH (3-2);

— OCHOBBI OpraHu3aluu J0KyMeHTooooporta (3-3);

— OCHOBHBIE NpaBWJIa U MOAXOAbl K IOCTAHOBKE TEKYUIErO M apXUBHOI'O
XpaHEHUs JOKYMEHTOB I10 IMYHOMY COCTaBy (3-4);

— MEpPCNEKTUBHbIE TEHJEHUUU pPALMOHAIM3ALMK U  KOMIbIOTEPHU3ALUU
COBPEMEHHOW CHCTEMBbI ayJuTa YeJIOBEYECKHX PECYpCOB M JIMATHOCTHKHU
OpraHu3aIlMOHHON KyIbTYpHI (3-5).

YMerTb:

— pa3pabateiBaTh U 0POPMIIATH KaApOBYI0 qokyMeHTaruio (¥Y-1);

— BECTH JJOKYMEHTAIIUIO 110 JINYHOMY COCTaBY, TPYAOBbIM OTHOMICHUSIM (Y -2);

— aHANM3HPOBATh M CHCTEMAaTH3UPOBATh HMHQPOPMALMIO [0 OpraHU3aluu
XpaHEHUs JIOKYMEHTOB, COJIEpKalllMX NEPCOHANbHBIE JIaHHbIE, COOJI0IATh
OCHOBHBIC TpeOoBaHus HHPOPMALIMOHHOM Oe3omacHocTH (Y-3);

— CaMOCTOSITENIBHO pa3pabaThiBaTh HOPMATHUBHO-METOJUYECKHE JIOKYMEHTHI
apXWBOB 110 JIMYHOMY cocTaBy (Y-4);

— OCYIIECTBIISATH M OPraHW30BBIBATH TEKYyIIee XpaHEHHWE [TOKYMEHTOB IO
JUYHOMY COCTaBy, HKCIEPTU3Y IIEHHOCTH, MOJITOTOBKY K apXuBallUd U
APYyTHe BUIBI PA0OOT 10 KaAPOBOMY nesionpou3BoacTBy (Y -5);

— CaMOCTOSITENIBHO COCTABJISITh U padOTaTh ¢ HAYYHO-CIIPABOUYHBIM aIllapaToM
10 KaapoBoii nesreiapHocTH (Y-6).

Bianers:

— TCOPETUYCCKUM UHCTPYMEHTApHEM KaIpoBOro Jenonpoun3Bojactsa (B-1);

— TEPMUHOJIOTHYECKUM HWHCTPYMEHTApUEM KaJpPOBOTO JEJIONPOU3BOICTBA
(B-2);

— COBPEMCHHBIMH TEXHOJIOTHSIMH yIIpaBjeHus nepconanom (B-3).

3. Mecro nucuuniaunnbl B ctpykrype OIIOII BO

JlucuuruiiHa BKIIOUeHa B 0a30Byro yacTh Osioka 1 OITOIT BO.

K ucxomupiM TpeOGOBaHMSIM, HEOOXOAMMBIM ISl WU3YYCHHS HUCIUTTAHBI
«YnpaBieHue KaJpoBOH AEATEIbHOCTbIO», OTHOCATCS 3HAHUS, YMEHUS U HABBIKH,
chopMHpOBaHHBIE B XOA€ UW3y4YeHHUs auciuIiuinH: «TpymoBoe  mpaBoy,
«YnpaBieHue JOKyMEHTaAMMI.

3HaHus, MOJTYYEHHbIE B pe3yJIbTaTe U3YUYEHHUs AAHHON AUCUUILIUHBI, OYTyT
MOJIC3HBI TSI TPO(PECCHOHAIBHON ACATEIBHOCTA OYIyIIEro CIeNHalnucTa |
MO3BOJIUT €My OCYIIECTBISITh KBATM(DUIIMPOBAHHBIC NEUCTBUS W TMPUHUMATH
000CHOBaHHbBIEC PELICHUS B Pa3MYHBbIX cepax, CBA3aHHBIX C MpodecCuoHanbHON
NEATENbHOCTHIO.



COLEPKAHUE JUCIHHUIIJINHBI

4. Copep:xanue JMCHHUILIMHBI, CTPYKTYPHPOBaHHOE 110 TeMaM (pa3jaeJiam) ¢
yKa3aHHEM OTBEJACHHOI0 HA HUX KOJIMYECTBA aKAJAeMUYECKUX WIH
ACTPOHOMMYECKHX YaCOB M BUJIOB Y4COHBIX 3aHATHH

Cxema pacnpeesieHusi y4eOHOT0 BpeMeHHU 110 BUIaM y4eOHOoil padoThl

OO61mast TpyA0EMKOCTh JUCUUILIIMHBI IPU 3a04HON (hopme oOyueHus — 4 3a4eTHbIe
equHunbl (144 akajgeMrU4ecKux yaca)

Cxema pacnpeeseHusi yaeOHOro BpeMeHH 10 Kypcam

3aounas popma 00yuyeHus

TpynroemMkocThb, 4ac
Buabl yueOHoi padoThI 5 kype Beero

O01ast Tpy10eMKOCTh 144 144
AyautopHasi paéorta 4 4
B TOM YHUCJIE:
JIEKITUHU 2 2
PAKTUYECKUE 3aHATHUS 2 2
CamocTosiTeqibHasi paboTa 131 131
IIpome:kyTouHasi arTecTanust (3K3aMeH) 9 9




TemaTnyeckui mjiaH
3aouynas ¢popma o0yueHusn

Oo0masn B Tom 4mncie Camocr | IIpomex

Ne Pa3nesibl U TemMbl TpyA0eM ay/IMTOPHBIX 0fiTeJIb | yTOYHAs

n/n AUCHMILINHBI KOCTb, | BCEro W3 HUX: Has arrecran

qac JeKl. | mpakr. | pa6ora ust
OcHoBHbIE TIOHSATHUSA

1. | ympaBnenus KaJIpOBOM 14 2 2 12

JESITENIbHOCTBIO.

Mecto kaapoBoi CiykObl B

cucreMme yIpaBJIeHUs

[IEPCOHAIIOM.

3anaun KaJIpoBOM CIyKObl B 12 12

2. JIOKyMEHTAIMOHHOM
obecrnieueHnH yIIpaBJIeHUS
TIEPCOHAIIOM. [Tonsarue
KaJIpOBOTO
JIeJIOTPOU3BO/ICTBA.

YHubuuupoBanHas cucrema 12 12

3. | nokymerntamuu. OdopmireHue
CITY’)K€OHBIX JOKYMEHTOB.

4 Opranuzanus CITY>KOBI 12 12
JIeJIOTIPOU3BO/ICTBA
CucreMa pacnopsauTesIbHOM

5. JOKYMEHTAINH, ee 12 12
Ha3HAYeHHE U COCTaB.

6. Jlenonpoun3BoaCTBO o 15 2 5 13
JUYHOMY COCTaBY.

TabGenb GpopM TOKYMEHTOB 10

7 THUIIOBBIM  YIIPaBJIEHYECKUM 12 12
cutyaiusim.  llonartue o
JTOKYMEHTO00O0pOTE.

XapakTepucTUKa

8. | KOMILIEKCOB KaJpoBOI 12 12
JOKYMEHTAIIH.

JloroBopHasi,

9 pacropsauTenbHas, ydeTHas, 12 12
OTueTHas KaJpoBas
JOKYMEHTAIHSI.

JloxymeHTUpOBaHuE

10. KaJpOBOM JESITEILHOCTH. 12 12
[IepconanbHas
JOKYMEHTAIHS.

11. | TpynoBble KHUKKH. 10 10
[IpomexyTouHas aTTecTanus 9 9
(aKx3ameH)

Bcezo 144 4 2 2 131 9




Conep:kanmne IMCUUIINHBI

1. OcHOBHBIC IOHATHS YIIPABJICHUA KAJAPOBOM AeATEJIbHOCTHIO
MecTo AMCHMIUIMHBI «YTIpaBiI€HUE KaJIpOBOM NEATEIBHOCTU» B Y4EOHOM IUIaHE
cpenu apyrux KypcoB. ColepKaHHME OCHOBHBIX IOHSATUN JTOKYMEHTAIHOHHOTO
oOecrieyeHnsl  yNpaBJeHUs: JAEIONPOU3BOACTBO, AOKYMEHT, JHOKYMEHTHUPOBAHUE,
NO0KyMeHT000opoT. TexHomorusi paboTel ¢ gokyMeHTamu. HOpuauueckas cuia
nokymenTa. Ilonnmuaauk nokymenTa. Konus nokymenTta. CucreMa TOKyMEHTALUH.
Opraan3allnOHHO-PaCOPAIUTEIbHBIE TOKYMEHTHI.
Jluteparypa:
OcHoBHast —15
Homnonuutensuas — 1, 3, 4, 5, 9,10, 11, 13.
HNuTepuer-pecypc:
http://students.rfei.ru/a/students/library.jspx;
http://pravo.gov.ru;
http://www.consultant.ru;
http://www.edou.ru.
®opmupyembie komrnereniuu: OIMK-1, OIK-3.
O6pa3zoBatenbHbIC pe3ynbTaThl: 3-2, 3-3, V-1, V-2, B-1

2. MecTo KapoBOii C1ykK0bl B CHCTEME YIIPABJIEHHS NMEPCOHAIOM. 3a1a4u
KA/JPOBOil CJIyK0bl B JOKYMEHTAIIHOHHOM O0ecIie4eHNH YIIPaBJIeHUS
nepcoHanom. [lonsaTe KaAPOBOIro AeT0NPOU3BOICTBA.

[lonsiTue w ompeaelneHue IMpolecca JTOKYMEHTAIMOHHOTO  OOecredeHus
yIOpPaBJIECHUSI TMEPCOHAJIOM OpraHU3aluu, POJb JOKYMEHTOB B YIPABICHUECKOU
nesTenbHOCTH. Ponb M 3amaud KagpoBOMl CHy>KObI B CHUCTEME YIpaBJICHUS

nepcoraioM. [loapazaeneHust KaJpoBOM CITYKOBI.

KaapoBble TOKyMEHTBHI KakK COLHMAJIBHO 3HAYUMbIE€ JOKYMEHTBHI OpraHu3aluy,
peryaupyroume TpYyIOBble MpaBOOTHOLIEHHUS. HopmaTuBHBIE JOKYMEHTHI,
pErynupyrome 3Tu oOTHoIeHus: TpynoBoi kojaekc PO, denepanbubiii 3akoH «O0
uHdopmary, HHPOPMAIMOHHBIX TEXHOJOTUSIX M O 3aluTe HWHGOPMAIIHI,
NHCTpyKIMS IO BENCHUIO TPYNOBBIX KHHMXKEK, [IeHCHOHHOE 3aKOHOIATENbCTBO,
[Tonoxenune o denepanbHOl cimyx0e 3aHATOCTH POoccuu, ycTaBbl U MOJIOKEHUS O
JUCLUUIUIMHE (Ha KEJIE3HOJIOPOKHOM, BOJHOM, BO3JIYIIHOM TpPAaHCHOPTE U Jp.).
OCHOBHbIE MTOHATHS U TEPMUHBI.

Jluteparypa:

OcHoBHast —1 —5

JlomonmauTensHas — 1, 3, 4, 5, 9,10, 11, 13.

HNuTepuet-pecypc:

http://students.rfei.ru/a/students/library.jspx;

http://pravo.gov.ru;

http://www.consultant.ru;

http://www.edou.ru.

dopmupyembie kommereriun: OITK-1, OIK-3, TTK-6.

OG6pazoBatenbHbie pe3ynbTaThl: Ne-1, 3-2, 3-3, V-1, V-2, B-1



3. YuupuuupoBanHas cucremMa JokymMeHrauuu. Ogopmiienne ciyxedOHbIX
AOKYMEHTOB.

Odopmienue ciyxeOHBIX TOKYMEHTOB B cOOTBeTCTBUU ¢ TpeboBaHusimu ['OCT P
6. 30-2003. ITpaBoBbIE OCHOBBI pErjlaMEHTALIMH BOIIPOCOB O(POPMIICHHS CITYKEOHBIX
nokymeHnToB. Xapakrepuctuka ['OCT P6. 30-2003. TpeOGoBaHusi K peKBU3UTAM
CIIy’K€OHBIX JOKYMEHTOB. COCTaBIE€HUE TEKCTOB CIIYKEOHBIX JOKYMEHTOB. SI3bIK U
CTWJIb CIIY)KEOHbIX JOKYMEHTOB. (OCOOEHHOCTH O(PUIHUAIBHO-AEIOBOIO CTHIIA.
VYnorpebiieHne MPONUCHBIX U CTpouHbIX OykB. COOCTBEHHBIE  HMMEHA.
l'eorpaduueckue  HazBanus. Ha3panus  rocygapctB,  aJMUHHCTPATHUBHO-
TEppUTOpUANIbHBIE HauMeHOBaHMUs. HamMmeHoBaHHME Npa3HUKOB, MaMATHBIX JaT,
NaMSITHUKOB CTapuHbl, MPOM3BEIACHUI HCKYCCTBa, JUTepaTyphl. EnnHooOpasue
NPUHIIMIIOB U POPMBI COKpalieHui. Mcrnonb3oBaHue yucel.
Jluteparypa:
OcHoBHast —1—5
Jononuutensuas — 1, 3, 4, 5, 9,10, 11, 13.
HNnTepuer-pecypc:
http://students.rfei.ru/a/students/library.jspx;
http://pravo.gov.ru;
http://www.consultant.ru;
http://www.edou.ru.
dopmupyemsbie komneteHiuu: OIMK-1, OITK-3.
O6pa3zoBatenbHbIC pe3ynbTaThl: 3-1, 3-2, 3-3, V-1, V-2, B-1

4. Opranmzanusi  cayx0bl  Jejonpou3BoaAcTBa. OCHOBHBIE JOKYMEHTbI
ynpasJieHusi nepconasiom. TpeboBanusi k pazpadorke u 0popmMJIeHHIO.
Cuctema OpraHM3allMOHHO-TIPABOBOM JTOKYMEHTAIMU, €€ HA3HAYEHHE U COCTaB.
CocraBinenne u o0¢oOpMIIEHUE OTIEIbHBIX BUIOB OPTraHU3AIMOHHO-TIPABOBBIX
JOKYMEHTOB. YUpeIWUTelbHbIE JOKYMEHTBHI: J0roBop, ycraB. CrpykTypa
YUPEAUTENbHBIX JIOKYMEHTOB, TIOPAJIOK WX COCTaBICHHS U O(QOpMICHHUS.
[Tonoxenne 00 yupexaeHuu (OpraHM3alldh), €ro paslelbl, XapaKTEePUCTHKA,
nopsaniok oopmiienus. [lonoxkeHrne o CTPYKTYpHOM TOJIpa3eieHIH, €T0 Pa3eibl,
XapaKTepUCTUKa, MOpsSAoK odopmiieHus. [JJomKHOCTHAST HHCTPYKIIUS, €€ pa3/edbl,
nopsanok odopmiienus. IlltatHoe pacnucanue. YHubunupoanHas dopma
mTatHoro pacrnucanus. I[lopsmoxk pa3paboTku ¥ 0GOPMIICHHS IITaTHOTO
pacniucanusi. MHCTpykums, ee CTpykTypa, mnopsgok odopmienus. [IpaBuna,
MOJIOKEHHUS.

Jluteparypa:

OcHoBHasg —1—5

JonmomautensHas — 1, 3, 4, 5, 9,10, 11, 13.

HNuTepuet-pecypc:

http://students.rfei.ru/a/students/library.jspx;

http://pravo.gov.ru;

http://www.consultant.ru;

http://www.edou.ru.



®opmupyembie komneteHuu: OIMK-1, OIIK-3, I1K-3, TTIK-6, TTK-7.
O6pazoBatenbHbIe pe3ynbTaThl: 3-1, 3-2, 3-3, V-1, V-2, B-1, B-2

5. CucteMa pacnopsiiuTe/1bHOI JOKyMEHTAIMHU, €e HA3HAYEHNe U COCTAB.
Jlenenue paclopsIUTENbHBIX JOKYMEHTOB C y4eToM cdepbl JeHCTBUS.
JIOKyMEHTBI, W37aBaéMble B  YCIOBUSX  KOJUICTHAIBHOCTH.  J{OKyMEHTHI,
M3/1aBa€MbI€ B YCJIOBUSIX €UHOJMYHOTO NMpuHATUS pereHuit. [Iponeaypa uznanus
nokymeHTOB. [Ipornieaypa n3ganust B yCiIoBUsX KoyuieruaabHOCTU. CocTaBieHUE U
odopmIieHHE TIOCTaHOBJICHUs, pemieHus. llpouenypa u3gaHus B YCIOBUSIX B
YCJIOBUSX €IMHOJIMYHOTO MPUHSITHUS penieHuid. Buapl npuka3zoB, UX COCTaBICHUE
u opopmiieHue. PacriopsikeHue, ykasaHue.

Jluteparypa:

OcHoBHast —1 —5

Homnonuutensuas — 1, 3, 4, 5, 9,10, 11, 13.

HNurepuer-pecypc:

http://students.rfei.ru/a/students/library.jspx;

http://pravo.gov.ru;

http://www.consultant.ru;

http://www.edou.ru.

dopmupyembie komneteHiuu: OIMK-1, OITK-3, ITK-6.

O6pazoBatenbHbIe pe3ynbTaThl: 3-1, 3-2, 3-3, V-1, V-2, V-3, V-4, B-1, B-2

6. le10mpou3BOACTBO MO JTUYHOMY COCTABY.
Opranuzaionnsle  GopmMbl  pabOTBl C  JOKYMEHTaMH: II€HTpaJM30BaHHAs,
JNEUEHTPaIN30BaHHasA, CMEIIaHHas. TUNOBbIE OpPraHU3ALMOHHBIE CTPYKTYPHI
CITY>KOBI JICJIONIPOM3BOJICTBA. 3aaull M (YHKIMH CIIY>KOBbI JCIONPOU3BOJICTRA.
OyHKIUU CTPYKTYPHBIX ITOJPA3ACICHUN JEeI0NPOU3BOACTBA. JlOJDKHOCTHOM |
YHUCIICHHBI COCTaB CIY>KOBI JIenomnmpou3BojicTBa. HopmartuBHas periaMeHTanus
CIIy’)KOBbl  JIEIONIPOU3BOJICTBA. [Tonoxkenue o ciaykOe AETOMPOU3BOJICTBA.
JlomxHOCTHAs MHCTPYKIMs. MHCTPYKIMS MO JOKYMEHTAIIMOHHOMY OOECIIeYEHUIO
YIIPaBJICHUS, €€ CTPYKTYypa.

Jluteparypa:

OcHoBHasg —1—5

JonmomaurensHas — 1, 3, 4, 5, 9,10, 11, 13.

HNuTepuer-pecypc:

http://students.rfei.ru/a/students/library.jspx;

http://pravo.gov.ru;

http://www.consultant.ru;

http://www.edou.ru.

dopmupyembie komneteHiuu: OITK-1, OITK-3, ITK-6.

O6pa3zoBaTtenbHbIC pe3ynbTaThl: 3-1, 3-2, 3-3, 3-4, V-1, V-2, V-3, V-4, B-1, B-2



7. TaGeab (popM J10KYMEHTOB 110 THIIOBBIM YIIPABJICHYECKUM CHUTYALHSAM.
IlonsiTHe 0 JOKYyMEeHTOOOOpOTE.

Pa3Butue opranmzanuu A0KyMeHTOoOOpoTa. OCHOBHBIE MpaBHJIa OpPraHU3ALMU
JIOKyMEHTO00OpOoTa B yupexJaeHuu. JlokyMeHTomoTok. Pa3sHoBUIHOCTHU
nokymeHnronoTtoka. lIlpuem wu mnepBuuyHas o0paboTka AOKyMeHTOB. [lpaBuia
nepBu4YHOM  00paboTku  gokymeHToB. Ilepemaua  goxymentoB. Ilopsaok
HalpaBJIeHUs] JOKyMEHTa Ha wucrnoyiHeHue. [lopsnok paOOThl HCHOJHUTENS C
NOKyMeHTaMU. BuyTpenHue noxkyMmeHThl. HMcxomsmue nokymeHtsl. [IpaBuiia
00pabOTKH UCXOMASIIUX JOKYMEHTOB.
Jluteparypa:
OcHoBHast —1—5
Homonuuntensuas — 1, 3, 4, 5, 9,10, 11, 13.
HNuTepuer-pecypc:
http://students.rfei.ru/a/students/library.jspx;
http://pravo.gov.ru;
http://www.consultant.ru;
http://www.edou.ru.
dopmupyembie komrereniuu: OIK-1, OIK-3.
O6pa3zoBatenbHbIC pe3ynbTaThl: 3-1, 3-2, 3-3, 3-4, V-1, V-2, V-3, V-4, B-1, B-2

8. XapakTepHucTHKAa KOMILJIEKCOB KAJAPOBOii JOKYMEHTALUM.
CrpykTypa KaapoBoii UHGOPMANMOHHO-TOKYMEHTAMOHHON  CHCTEMBI.
Kommuiekcbl kaapoBOil JOKyMEHTAaMM B OopraHu3anuu. KomIiiekcsl TOKyMEHTOB,
UMEIOIINE  IIEJIEBYI0  MPUHAMIEKHOCTH  Pa3IUYHbIM CTPYKTYPHBIM
noJipa3fieJIeHUsIM IO y4eTy pabodero BPEMEHHU M PACUETOB C MEPCOHAJIOM TIO
oriate Tpyaa.

HopMaTuBHAsi 1 HOPMATHBHO-CIIPABOYHAasi JOKyMmMeHTauus. [loctaHoBieHue
[IpaBurensctBa PO «O TpynoBbIX KHIKKax», MHCTpyKuus O MOpsiake BEACHUS
TPYJOBBIX KHIDKEK Ha MPEANPUATUAX, B YUPEKICHUAX U opraHuzanusx; TapudHo-
KBAJIM(DUKAIIMOHHBIE XapaKTEPUCTUKU OOIIEOTPACIEBBIX JOKHOCTEH CIYKaIUX
1 obmeorpacieBbix npodeccud pabounx M T.A. HOpMaTUBHBIE ITOKYMEHTHI,
n3naBaembie cyOnekramu P®. JlokambHbIE HOPMATHUBHBIE AaKThl OpTaHU3AINH
(obs3atenbubie W dakynabTaTHBHBIC). I[l1aHoBas kaapoBasi JAOKyMeHTaUMS.
JIOKyMEHTBI IEPCIIEKTUBHOI'O M TEKYIIETO MPOTrHO3UPOBAHKS U INIAHUPOBAHHUS B

YaCTH KOMIUIEKTOBAHHS OpPraHM3alMM KaJpaMH, YHCICHHOTO COCTaBa Pa3JIMYHBIX
KaTerOpuH. pabounx, CIyXallluX, 00CITy>KMBaIOIIETO IepCOHAIIA,
aJMUHHUCTPATUBHO-YTPABICHUYECKOTO TepcoHana u T.1. CocraBlieHHE IJIaHOBBIX
JOKYMEHTOB. TEXHOJIOTHSI COCTaBJICHUS! TJIAHOBBIX JOKYMEHTOB B OOOOIIEHHOM
Bune. Ilporpamma. IInan. Crtpyktypa u 1mrTaTHas uyuciaeHHOCTh. IllTaTHoe
pacniucanue. ['paduk oTmyckoB. OpraHu3alMOHHO-NPABOBAsA JOKYMEHTAIUS.
TexHONOrus COCTABIEHHS] OPraHW3alHMOHHO-TIPABOBOM JOKyMeHTanuu. Kommieke
JOKYMEHTOB MO KaJpaMm, PErIaMEHTUPYIOIIUN TMOPSAJAOK MOCTPOCHUS u
(YHKIIMOHUPOBAHUSL CUCTEMBI yIpaBieHUs paOOTHHKaMM opraHu3anuu. [IpaBuna
BHYTPEHHEr0  TPYJOBOIO  paclopsiaka,  MOJIOKEHUS O  CTPYKTYPHBIX



MoApa3JeiICHUsIX opraHu3zanuu, 00 otraene (ympaBleHUM, CIYXOe€) IMepcoHana,
JOJDKHOCTHBIE HMHCTPYKIMH, IPHKA3bl O DPa3sTPaHMYEHHMU IIOJHOMOYHMH MEXKIY
PYKOBOAMTENSAMM, IIPaBWIa, METOOUKM II0 MPOBEACHUIO CcO0eCeI0BaHUM,
TECTUPOBAHMIO, AaTTECTAIllMM, AaHKETUPOBAHWIO TIIPETCHICHTOB HA 3aHSITHE
TOJKHOCTH U JP.

Jluteparypa:

OcHoBHast —1 —5

Homonuutensuas — 1, 3, 4, 5, 9,10, 11, 13.

HNurepuer-pecypc:

http://students.rfei.ru/a/students/library.jspx;

http://pravo.gov.ru;

http://www.consultant.ru;

http://www.edou.ru.

®opmupyemsbie komrerenumn: OIIK-1, OIK-3, TTK-7.

O6pa3zoBatenbHbIe pe3yabTathl: 3-1, 3-2, 3-3, 3-4, 3-5, V-1, V-2, V-3, V-4, V-5, V-
6, B-1, B-2, B-3.

9. JloroBopHasi, pacniopsiiuTeJIbHAS, y4eTHAS, OTYETHASI KAJAPOBasi
AOKYMEHTAIUS.

JloroBopHasi noKymeHTanms. J[OKyMeHTauus, perjaMEHTHPYIOIIas IpPaBOBbIC
B3aMMOOTHOIIIEHUS pa0OTHMKA W paboTojaresis B TNPOIECCEe HX COLMAIBHO-
TpynoBeIXx oTHomeHnd. Cornamrenus. KomtektusHbl  gorosop. Tpynosoi
noroBop: croponbl TJI, comepxkanue T/, cpox T/I. PacmopsiamrenabHas
nokyMeHntanusi. CTpyKTypa TMpuKa3oB: mpoctas u cioxHad. llopsagok
oopMIIeHUS U perucTpanuu nprka3oB. CoCTaBlIeHHE MPUKA30B C YIETOM PAa3HOTO
CpoKa XpaHeHHus. YHUUIMPOBaHHBIE (OPMBI MPUKA30B MO JUYHOMY COCTABY.
JloBeneHne MPUKa30B 1O CBelEeHUsA PabOTHUKOB MoJ pocnuch. OCHOBaHHS s
U3JIaHWs TIPUKA30B 10 JHMYHOMY COCTaBY M OCOOCHHOCTH WX XpaHECHHS B
OpraHu3aluy. Y4YeTHas KajJpoBas [OKyMeHTanus. llepBuuHble yyeTHbIE
JIOKYMEHTBI - TUYHAsI KapTouka pabOTHUKA, JIMYHAS KapTOYKa rOCYAapCTBEHHOTO
(MyHUIIMIIAJIBHOTO) ~ CJY’KAIllETO, Y4Y€THas KapToyka HAay4YHOro, HAay4YHO-
nejarorudeckoro padorauka. [IponsBoanbie (BTOpUYHBIE) YUETHBIE JOKYMEHTHI -
CIIPAaBOYHO-KOHTPOJIBHBIE,  CIPAaBOYHO-AHAJIUTUYECKHE, OTUYETHBIE KaJIpPOBBIC
JIOKyMEHTBI, KHHKHBIE (POPMBI PETUCTPALMU YYETHHIX CBeAeHMH (an(aBurhl,
KHUTH y4yeTa U T.II.)

JJokyMeHTAMA MO y4eTy padodyero BpeMEeHHM U PACYeTOB C IEPCOHAJIOM.
YuaudunupoBanubie GOpMbI JOKYMEHTOB /IS y4eTa pabodyero BpeMeHH U pacyeTa
3apaboTHOW TUTAaThl: Tabenp ydera pabodyero BPEMEHH, pacyeTHas BEIOMOCTD,
JILIEBOM CYET U JP.

OT14eTHast M OTYETHO-CNIPABOYHAsA AOKyMeHTauusi. DOpMBI, NEPUOAUYHOCTD
(rom, kBaptan, wMecsi). Opradbl, B KOTOpPbl€ MPEAOCTABISIIOTCS  OTYETHI
(BBIILIECTOAIIAS] OpPraHU3allMs, OpraHbl CTATHUCTHKH, CIYy>K0a 3aHSATOCTH U T.1.)
CBsA3p IJIAHOBOM JOKYMEHTAallMM C OTYETHOM, YYETHOW JIOKyYMEHTAIUEH.
BHyTpeHHsIs 0TYETHO-CIIpaBOYHAs JOKYMEHTalUs (CIpaBKHU, CBOJAKHU, MEPEYHU U



T.J.), TpeaocTaBisieMas  PYKOBOJCTBY  OpraHM3alMld U  CTPYKTYPHBIM
MOAPA3AETICHUSM.

Jluteparypa:

OcHoBHast —1 —5

Homonuuntensuas — 1, 3, 4, 5, 9,10, 11, 13.

HNurepuer-pecypc:

http://students.rfei.ru/a/students/library.jspx;

http://pravo.gov.ru;

http://www.consultant.ru;

http://www.edou.ru.

®opmupyemsbie komrerenun: OIIK-1, OIK-3, TIK-3.

O6pazoBatenbHbie pe3yabrathl: 3-1, 3-2, 3-3, 3-4, 3-5, V-1, V-2, V-3, V-4, V-5, V-
6, B-1, B-2, B-3.

10. lokymMmeHTHPOBaHUE KAJAPOBOii AesiTeJbHOCTH. [lepconanibHan

AOKYMEHTALUSI.

[Topsimox odopmiieHUs, N3MEHEHUS, TTPEKPAIICHHS TPYAOBBIX OTHOIICHUN (TIpueM

Ha paboTy, MEepeBOJl Ha JPYryl paboTy, YBOJBHEHHE); MOPSAOK O(OpMIICHUS

MOOIIPEHN U HarpaxACHUU, HAJO0XXCHUsS B3bICKAHHH, OTIIYCKOB, PE3yJIhTaTOB

arrecrauuu. OgopmieHue Aen KaapoBOW CIyKObI COTJIACHO HOMEHKJIAType e

opranmuzanuu. Mx Texyiee u apXuBHOE XpaHEHHUE.

Kowmrneke mepcoHanbHBIX JOKYMEHTOB, HA OCHOBAHMHM KOTOPBIX MPUHUMAETCS

pelIeHue o mpueme, NepeBoie, YBOJILHEHUN PabOTHUKA:

1. JOKyMEHTHI, BbIIaHHbBIE rpakjaHam COOTBETCTBYIOLIUMU
rOCyIapCTBEHHBIMU ~ OpraHaMHd,  OpraHU3alUsIMH U IOPUIAMYECKH
MOJITBEPKAAIONINE T€ CBEIEHUSA, KOTOpbIE TpakJaHe CcOOOHIaloT o cebe
(macmopt, JOKYMEHT 00 o00pa3oBaHWM, BOCHHBIM OWJIET, JIMCTOK
HETPYAOCTIOCOOHOCTH, MEAUIIMHCKAs CIpaBKa, MOBECTKAa M3 BOCHKOMAaTa U
T.1.);

2. TpyJnoBasi KHMKKA: COJEP’KaHUE Pa3/IeNioB, MOPSIOK 3alOJHEHUSI, BEICHUS,
y4deTa, XpaHEHUs], BbIIAuU.

3. IOKyMEHTHI, BbIJIaBacMble paOOTHHUKAM OpraHu3aluei, B KOTOpPOW OH
paboTtaer, IS TOATBEPXKICHUSA Pa3IMYHBIX MPaBOBBIX (akToB (KOMUHU
IPUKA30B, TPYIOBBIX KHHXXEK, pa3JIUYHbIE CIPABKH, MOATBEPKAAIOLINE
MECTO paboThl, JOJDKHOCTh, 3apabOTHYIO IUIaTy, KOMaHJIUPOBOYHBIC
yIOCTOBEPEHHUS, IPOITYCK, TOUYETHBIE TPAMOThI U YIOCTOBEPEHUS O HAarpaaax
u ap.);

4. IOKYMEHTBI, COCTaBJICHHbIC T'pa)KlaHAMHU, paOOTHUKAMHU U HampaBisieMble
UMHU paboTOAATENI0 UITA B MPO(COIO3HBIE OPraHbl, KOMUCCHUIO MO TPYIOBBIM
cropaM  C  LeJbl0  W3MEHEHHMS  WIM  NOpeKpauleHus  TPYAOBBIX
MIPAaBOOTHOIIICHUH (pe3loMe, peKOMEHAATEeNbHbIE MUChbMa, XapaKTEePUCTUKH,
JUYHBIC 3asBIICHUS, OOBSICHUTEIbHBIC 3aMUCKHU, Kal00bl, MUCHMEHHbIC
oOpartieHus u ap.);

5. CilyKeOHbIe IOKYMEHTBI, XapaKTepu3yrolue npopeccuoHaabHbIe, 1eJIOBhIE,



MOpaJibHbIC, INYHbIE KaUeCTBa pabOTHUKA, KOTOPbIE HE MPEAHA3HAUYCHBI JIJIs
BbIJau  eMmy (TpeAcTaBi€HHME K  Ha3HAYEHUIO Ha  JOJDKHOCTb,
aTTECTAIlMOHHBIN JIUCT, MPOTOKOJ MPOBEICHUS cOOECEeNOBaHUS, PE3yIbTaThl
TECTUPOBAHMSI W AHKCTUPOBAHUS, MPOTOKOJBI M PEIICHUS KOHKYPCHBIX M
aTTECTAlIMOHHBIX ~ KOMHMCCHMH, JHCCEPTAlMOHHBIX, YYEHBIX COBETOB,
3aceaHMU [TPaBICHUM, COOPaHUH aKIIMOHEPOB U Ip.).

Jluteparypa:

OcHoBHast —1 —5

Homonuurensuas — 1, 3, 4, 5, 9,10, 11, 13.

HNuTepuer-pecypc:

http://students.rfei.ru/a/students/library.jspx;

http://pravo.gov.ru;

http://www.consultant.ru;

http://www.edou.ru.

®opmupyembie komrerenuu: OIIK-1, OIIK-3, TIK-7.

O6pa3zoBatenbHbIe pe3yabTathl: 3-1, 3-2, 3-3, 3-4, 3-5, V-1, V-2, V-3, V-4, V-5, V-

6, B-1, B-2, B-3.

11. TpynoBble KHHKKH.
N3 ucrtopur BO3ZHUKHOBEHUS TPYAOBBIX KHUXEK. JlefCTByrollME HOPMAaTHBHBIE
JOKYMEHTBl MO TPYAOBBIM KHIKKaM. OOpasibl OJaHKOB TPYAOBBIX KHIDKEK.
CtpykTypa u cojep:kaHue Tpya0Boi KHIKKU. OO11IMe rnpaBuia BeASHUs 3arucei B
TPYIOBBIX KHMKKaxX. TUTynbHbIN nucT. CBenenus o padore. [IpaBuna 3anucu nar,
Ha3BaHWI OpraHu3allyii, CBEICHUIN O TIpueMe, nepeBojie, KBaupuKauuu. 3anucu
0 paboTe MO COBMECTUTENBCTBY. 3amucu 00 yBojdbHeHUU. CBemeHUus o
HarpaxJaeHusX (rmoompenusx). JlyOomukar TpymoBod KHIMKKA. Bximageim B
TPYAOBYIO KHUKKY. BHECEHME MCIpaBICHUN U U3MEHCHUU B TPYJAOBYIO KHUKKY.
VYyeT u XxpaHeHUe TPYJOBbIX KHUKEK.
Jluteparypa:
OcHoBHasg —1—5
JonmomaurensHas — 1, 3, 4, 5, 9,10, 11, 13.
HNuTepuer-pecypc:
http://students.rfei.ru/a/students/library.jspx;
http://pravo.gov.ru;
http://www.consultant.ru;
http://www.edou.ru.
dopmupyembie komneteHuu: OITK-1, OITK-3.
OGpazoBatenbHble pe3yabTathl: 3-1, 3-2, 3-3, 3-4, 3-5, V-1, V-2, V-3, V-4, V-5, V-
6, B-1, B-2, B-3.



5. IlepedyeHb y4eOHO-METOANYECKOr0 00ecreYeHUu ISl CaMOCTOSTeIbHOM
padoThI 00yYAKOIIMXCH 10 IUCHHMILIHMHE

1. Pazges, reMa: OCHOBHBIC IOHATHSA YIIPABJCHHUS KaJAPOBOH AeATEIbHOCTHIO.

ConepxaHue €aMOCTOATENbHON PadoOTbI: JaliTe KPaTKyH XapaKTEPUCTHKY
OCHOBHBIM TOHSTHUSIM YIPABJICHUS KaIpOBOW NeATEIbHOCTHbIO. OXapaKTepusyurte
OCHOBHBIE HOPMATUMBHO-TIPABOBBIE HCTOYHHUKH TIOJIOKEHHUE OpPraHU3alMOHHO-
OpaBOBBIX JOKyMeHTOB. Haiiaure u  wu3yunte oO0pasubl yupeAUTENIbHbIX
JOKYMEHTOB HEKOMMEPUYECKUX OpraHU3alil U X03UCTBEHHBIX OOIIECTB.
Jluteparypa:

OcHoBHast —1 —5

Homnonuutensuas — 1, 3, 4, 5, 9,10, 11, 13.

HNuTepuer-pecype:

http://students.rfei.ru/a/students/library.jspx;

http://pravo.gov.ru;

http://www.consultant.ru;

http://www.edou.ru.

dopmupyemsbie komneteHiuu: OIMK-1, OITK-3.

O6pa3zoBatenbHbIe pe3yibTaThl: 3-2, 3-3, V-1, V-2, B-1.

@DopMBbI KOHTPOJISI, OLIEHOYHBIE CPEJICTBA: OIpoc, pedepart.

2. Pazje, Tema: MecTo KaJpoBOii CJIy:K0ObI B CHCTeMe YIIPABJICHUSA
NMepCcoHANIOM. 3a1aUM KAAPOBOH CIyKObI B JOKYMEHTAIIHOHHOM O0ecneYyeHun
ynpasJjienus nepconanom. Ilousitne kaapoBoro 1e10npou3BoaCTBA.

Conepxanue caMoOCTOATENBHON PadOTBI: OXapaKTEepU3YHUTE poOJb U 3aJa4u
KaJIpOBOM CIYXObl B CHCTEME YIMpaBleHUs MepcoHasoM. ONUIINUTE OCHOBHBIC
HNOHSTUS U TEPMUHBI KaJPOBOTO JIEJIONPOU3BOJICTBA.

Jluteparypa:

OcHoBHasg —1—5

JonmomaurensHas — 1, 3, 4, 5, 9,10, 11, 13.

HNuTepuer-pecypc:

http://students.rfei.ru/a/students/library.jspx;

http://pravo.gov.ru;

http://www.consultant.ru;

http://www.edou.ru.

dopmupyembie komneteniuu: OITK-1, OITK-3, TTK-6.

OG6pa3oBatenbHbIe pe3ynbTaThl: 3-1, 3-2, 3-3, V-1, V-2, B-1.

®opMbl KOHTPOJISI, OLIEHOUHbIE CPEJICTBA: OMPOC, TECT.


http://students.rfei.ru/a/students/library.jspx

3. Pazges, Tema: YHu(puuupoBaHHasi cucremMa JokymMeHTtauuu. Ogopmienune
CIIYKeOHBIX TOKYMEHTOB.

Conep:xanue CcaMOCTOATENbHOM PadOTBI: OIPENEIUTE MPABOBBIE OCHOBBI
peryiaMeHTaIi BOPOCOB O(POPMIICHUS CITYKEOHBIX JOKYMEHTOB.
Jluteparypa:

OcHoBHast —1 —5

Homonuutensuas — 1, 3, 4, 5, 9,10, 11, 13.

HNurepuer-pecypc:

http://students.rfei.ru/a/students/library.jspx;

http://pravo.gov.ru;

http://www.consultant.ru;

http://www.edou.ru.

®opmupyembie komrereniuu: OIIK-1, OIK-3.

O6pa3zoBarenbHbIC pe3yibTaThl: 3-1, 3-2, 3-3, V-1, V-2, B-1.

dopMBbI KOHTPOJIS, OIICHOYHBIE CPEACTBA: OMPOC, TECT, KEHC-U3MEPUTEITb.

4. Pa3znen, tema: Opranu3zanus cJay:k0bl gejonpous3BoacTsa. OcCHOBHbIE
AOKYMEHTBI yIIpaBJieHUs nmepcoHanoM. TpeGoBanusi k pa3padorke u
o opmiteHH10.

Conep:xanue camMOCTOATENbHOH PadOTHI: ONMUIINTE CUCTEMY OPraHU3aLHOHHO-
IpaBOBOM JIOKYMEHTAllMM, €€ Ha3Ha4eHHWE M COCTaB, a TaKXKE CTPYKTYpy
YUPEAUTENbHBIX IOKYMEHTOB, TOPSIOK UX COCTaBICHUS U 0POPMIICHUS.
Jluteparypa:

OcHoBHasg —1—5

HonomaurensHas — 1, 3, 4, 5, 9,10, 11, 13.

HNuTepuer-pecypc:

http://students.rfei.ru/a/students/library.jspx;

http://pravo.gov.ru;

http://www.consultant.ru;

http://www.edou.ru.

®dopmupyemsbie komneteHiuu: OIIK-1, OITK-3, T1K-3, TIK-6, ITK-7.
O6pa3zoBatenbHbIC pe3yibTaThl: 3-1, 3-2, 3-3, V-1, V-2, B-1, B-2.

@opMbl KOHTPOJIA, OLIGHOYHBIE CPEACTBA: OINPOC,  TECT, KeWC-U3MEpUTETb,
pedepat/mokna.

5. Pa3znen, tema: CucremMa pacnopsiinTeIbHON JOKYMEHTALIMH, €€
HA3HAYEeHHE U COCTaB.

Conep:kaHue  CaMOCTOSTEJbHOM  PaldOTBI:  NPOAHATM3BUPYWUTE  JCICHHUE
pacropsAuTEIbHBIX IOKYMEHTOB C y4€TOM Cephl ICUCTBUS.
JIuteparypa:



OcHoBHass —1—5

Homonuutensuas — 1, 3, 4, 5, 9,10, 11, 13.

HNurepuer-pecypc:

http://students.rfei.ru/a/students/library.jspx;

http://pravo.gov.ru;

http://www.consultant.ru;

http://www.edou.ru.

®opmupyemblie kommnerenun: OIIK-1, OIIK-3, TTK-6.

O6pa3zoBatenbHbie pe3ynbTaThl: 3-1, 3-2, 3-3, V-1, V-2, V-3, V-4, B-1, B-2.
dopMbl KOHTPOJIS, OIEHOYHBIE CPEJCTBA: OMpPOC, MpE3CHTAIus, TeCT/ Kekc-
U3MEPUTEITb.

6. Paznen, tema: Jle10npon3BoaCTBO 110 JIUYHOMY COCTABY.

Conep:xkanue CaMOCTOSATEILHOM padoThI: 0TOOpa3uTe OCHOBHbBIE
opraHu3aiMoHHbie  (GopMbl paboTel ¢ JOKyMeHTaMu. ONUIIUTE THUIIOBBIC
OpraHU3aIMOHHBIE CTPYKTYPHI CIYKOBI JEIONMPOU3BOJICTRA.

Jlureparypa:

OcHoBHass —1 —5

Hononuutensuas — 1, 3, 4, 5, 9,10, 11, 13.

HNuTtepHer-pecypc:

http://students.rfei.ru/a/students/library.jspx;

http://pravo.gov.ru;

http://www.consultant.ru;

http://www.edou.ru.

dopmupyembie komneteHiuu: OITK-1, OITK-3, TTK-6.

O6pa3zoBatenbHbIC pe3ynbTaThl: 3-1, 3-2, 3-3, 3-4, V-1, V-2, V-3, V-4, B-1, B-2.
@opMBbl KOHTPOJIA, OLEHOYHBIE CPEACTBA: OINPOC,  TECT, KEWC-U3MEpPUTETD,
pedepar.

7. Paznen, tema: Tabesb ¢opM 10KYyMEHTOB 10 TUIIOBBIM YIIPaBJIeHYECKHM
curyauusim. [lousitue o 1okyMeHToo00poTe.

Conep:kanue caMOCTOSITEIbLHON PadOThI: ONMUIINTE STAIbI IEPBUYHON 00pabOTKH
JTIOKYMEHTOB.

Jluteparypa:

OcHoBHasg —1—5

JlomonmauTensHas — 1, 3, 4, 5, 9,10, 11, 13.
HNuTepuet-pecypc:
http://students.rfei.ru/a/students/library.jspx;
http://pravo.gov.ru;

http://www.consultant.ru;

http://www.edou.ru.

®opmupyemblie komnetenuu: OIIK-1, OIIK-3, T1K-7.



O6pazoBatenbHbie pe3ynbTaThl: 3-1, 3-2, 3-3, 3-4, V-1, V-2, V-3, V-4, B-1, B-2.
®opMbI KOHTPOJIS, OLICHOYHBIE CPEACTBA: OMPOC, TECT, KEHC-U3MEPUTEITb.

8. Pazen, Tema: XapakTepHCTHKA KOMILJIEKCOB KaJPOBOH JOKYMEHTAIUH.

Conep:xanue caMOCTOSITEJILHON PadOThI: IPEACTABBTE CXEMATUYHO CTPYKTYPY
KaJIpOBOW MH(POPMALIMOHHO-TOKYMEHTAIUOHHOM CHUCTEMBI.

Jluteparypa:

OcHoBHast —1 —5

Homnonuutensuas — 1, 3, 4, 5, 9,10, 11, 13.

HNuTepuer-pecypc:

http://students.rfei.ru/a/students/library.jspx;

http://pravo.gov.ru;

http://www.consultant.ru;

http://www.edou.ru.

dopmupyembie komrereniuu: OIIK-1, OIK-3.

O6pa3zoBatenbHbIe pe3yabTathl: 3-1, 3-2, 3-3, 3-4, 3-5, V-1, V-2, V-3, V-4, V-5, V-
6, B-1, B-2, B-3.

@opMBI KOHTPOJIS, OLIEHOYHBIE CPEACTBA: ONPOC, TECT, KEUC-U3MEPUTEb.

9. Pa3nen, tema: /loroBopHasi, pacnopsiinre/ibHasl, y4eTHasi, OTYeTHAS
Ka/IpoBasi JOKyMeHTAlHs.

Conep:kaHue CaMOCTOAITEJIbHOM PadOTbI: TIPOJOIKUTE CXEMY CTPYKTYPHI
KaJIpoBOI MH(DOPMAIIMOHHO-TOKYMEHTAITMOHHON CHCTEMBI.

Jluteparypa:

OcHoBHasg —1—5

HonomaurensHas — 1, 3, 4, 5, 9,10, 11, 13.

HNuTepuer-pecypc:

http://students.rfei.ru/a/students/library.jspx;

http://pravo.gov.ru;

http://www.consultant.ru;

http://www.edou.ru.

dopmupyembie komneteHiuu: OIIK-1, OITK-3, TTK-3.

O6pa3zoBatenbHbIC pe3yabTathl: 3-1, 3-2, 3-3, 3-4, 3-5, V-1, V-2, V-3, V-4, V-5, V-
6, B-1, B-2, B-3.

@ OopMBI KOHTPOJIS, OLIEHOYHBIE CPEJICTBA: ONPOC, TECT, KEUC-U3MEPUTEIb.

10. Pa3zgen, rema: JlokyMeHTHpPOBaHHME KAAPOBOU 1eATEJIbHOCTH.
IlepcoHajibHAsI JOKYMEHTALHA.
ConepxaHue caMOCTOSITEJIbHONH Pa0OThI: PACCKAXKUTE O MOpsAJKE 0POpPMIICHHUS,
M3MEHEHMs], IPEKPALIEHHs TPYJOBBIX OTHONIEHHH (IPHEM Ha paboTy, IEPEBOM Ha
Apyryio  paGoTy, yBOJNbHEHME); TOPAAOK O(GOPMICHMS MOOMIPEHUH U
HarpaXkICHUM, HAJIOXKEHHMS B3LICKAHUH, OTITYCKOB, PE3YJIbTATOB aTTECTALIUH.



Jluteparypa:

OcHoBHast —1 —5

Homonuutensuas — 1, 3, 4, 5, 9,10, 11, 13.

HNurepuer-pecypc:

http://students.rfei.ru/a/students/library.jspx;

http://pravo.gov.ru;

http://www.consultant.ru;

http://www.edou.ru.

®opmupyembie komrnerenuu: OIIK-1, OIIK-3.

O6pa3zoBatenbHbie pe3ynbrathl: 3-1, 3-2, 3-3, 3-4, 3-5, V-1, V-2, V-3, V-4, V-5, V-
6, B-1, B-2, B-3.

DopMBbI KOHTPOJIS, OLIEHOYHBIE CPEICTBA: OMPOC, TECT, KEUC-U3MEPUTETb.

11. Pa3nen, tema: TpyaoBbie KHUAKKH.

Conepxxanue caMoOCTOSITEIbLHOI PaGOTBI: ONUIIUTE TIOJHOE COJEpKaHUE
TPYJIOBOM KHUXKH. PacckakuTe O JOMOJHUTEIBHBIX IMpolieccax padoThl ¢
TPYAOBOM KHUKKOM.

Jlureparypa:

OcHoBHasg —1—5

Jononuutensuas — 1, 3, 4, 5, 9,10, 11, 13.

HNuTtepHer-pecypc:

http://students.rfei.ru/a/students/library.jspx;

http://pravo.gov.ru;

http://www.consultant.ru;

http://www.edou.ru.

dopmupyembie komrereniuu: OIIK-1, OIK-3.

O6pa3zoBatenbHbIC pe3yabTathl: 3-1, 3-2, 3-3, 3-4, 3-5, V-1, V-2, V-3, V-4, V-5, V-
6, B-1, B-2, B-3.

@opMBbl KOHTPOJIA, OILIEHOYHBIE CpPEACTBA: OMNPOC, TECT, KEUC-U3MEpUTETD,
pedepat/noknan, mpe3eHTaIus.

BOHpOCBI AJId CAMOKOHTPOJIA IO CAMOCTOATEC/IbHO U3YYE€HHBIM TEMaM

1. CoctaB HOPMATHBHO-METOJIUYECKON Oa3bl KaJpOBOrO EJIOMPOM3BOJICTRA.
3akoHoxaatenbHble akThl Poccuiickoit @enepanuu B chepe mHbopMauuu u

JIOKYMEHTALUU (ypoBHH rOCyJapCTBEHHOU perilaMeHTaluu
JTOKYMEHTUPOBaHMS, KIAaCCH(PUKAIMSA 3aKOHOAATCIbHBIX, IPABOBBIX U
HOPMAaTUBHBIX aKTOB, HOPMAaTHBHO-METOIMYECKUX JIOKYMEHTOB,
rOCyJapCTBEHHBIX CTaHJapTOB o OTACIbHBIM HampaBJICHUSM

pEeryaupoBaHUs JOKYMEHTUPOBAHUS U IOKYMEHTAIIMOHHOTO 00ECIIeueHus).
2. YHuumupoBaHHBIE CUCTEMBI TJOKyMEHTAITUH.
3. Cucrema y4eTa KaJapOBBIX JIOKYMEHTOB.



ok

~

TexHonorus yuera u XxpaHeHus KaJpoBOil TOKYMEHTALUH.

3amura MEepPCOHANBHBIX  JTaHHBIX paboTHHKA. (OTBETCTBEHHOCTH 3a
HapylIeHUE HOPM, PEryIupYyrOIUX o0paOOTKy M 3alUTy MEePCOHATBHBIX
JAHHBIX pa0OTHUKA.

OpraHu3alMOHHO-IPABOBBIE,  pacnopsAuTeNbHbe  (YHU(ULIHUPOBAHHBIE
(dopMbl), THPOPMALIMOHHO-CIIPABOYHBIE JOKYMEHTBI, IPOTOKO.
Copeprxanue TpyJa0BOrO I0rOBOpA.

[lopsanok odopmieHUss U3MEHEHUs, MPEKpPAUICHUSI TPYIOBbIX OTHOIICHMIA;
nopsiiok  oopMIICHUST  TOOUIPEHUNW W HarpakJeHU#d, HaJOXKEHUs
B3bICKaHM, OTITYCKOB, PE3yJbTaTOB aTTECTAIUH.

KonTpons kanpoBoil noxkymeHTanuu (QenepanbHOW WHCIEKIMEH Tpyaa,
npodcoro3amMu, TpoOKypaTypoil.



6. ®oHI OLICHOYHBIX CPEACTB MJISl IPOBEACHHUSA MPOMEKYTOUYHOM ATTECTALMH
00y4arOIIMXCH 10 JUCHMIINHE

Cwm. ITpunoxenne Nel k paboueil mporpamme.



7. IlepeyeHb OCHOBHOM U J0NOJHHUTEIbLHON JIUTEPATYPbl, HEOOXOAUMOM /I

9.

0CBOCHUA TUCHUIIJIMHBI

OcHoBHas qUTEpaTypa

3axapoBa T.W. Jlenompou3BOACTBO B KaJpoBOM ciyxOe: ydeOHO-
MeToAanvecKuil komrieke / 3axaposa T.u. — M., 1U3a. nentp EAOU, 2010 —
276 c. [PNEKTPOHHBINA pecypc: AoCTyI yepe3 ibooks.ru]

Kysnenos U. H. JlenonpousBoctBo: YueOHO-cripaBouHoe nocobue / M. H.
Ky3nenoB. — 6-e u3a., nepepad. u pon. — M.: U3narenbcko-Toprosas
kopnopauus «JlamkoB u K°», 2014. — 460 c.[pneKTpOoHHBIN pecypc: JOCTYI
yepe3 ibooks.ru]

Ky3snenos W.H. JlokyMeHTalMOHHOE oOOecrleueHue YOpaBICHHUS U
nenonpousBoactBo: yueonuk/ M. H. Ky3uenos. - M.: FOpaiit, 2012. - 576 c.
[PnexkTpOoHHBIN pecypc: nocTyn yepe3 lib2.rfei.ru]

VYropaBnenue  KaJApoBOW  NEATENbHOCTHIO:  y4eOHUK; PernoHanabHbIiM

(¢uHaHCOBO-dKOHOMUYECKU  WHCTUTYT. — Kypck, 2015. — 246
c.[anekTpoHHBIN pecypc: goctyi yepes lib2.rfei.ru]

YnpagiieHue KaApOBOM [E€SATEIbHOCTBIO: TMPAKTUKYM ; PeruoHalbHBIN
¢uHaHCOBO-dKOHOMUYECKU  uHCTUTYT. —  Kypek, 2015. - 79

c.[anekTpoHHBIN pecypc: gocty yepes lib2.rfei.ru]

JonoHuTeIbHAS JUTEpPATypa

bacakoB M.U. [enonpousBoacTBo. KoHcnekT neknuil. YueOHoe mocobue.
PocroB u//]: ®enukc, 2011.

bacakoB M.U. Tlpuka3 u nenoBoe nmucbMo (TpeOoBaHHS K O(POPMIICHUIO U
obpasnel qokymMeHToB corjiacHo 'OCT P 6.30-2003). KoHCHeKT JIEKIIHA.
Yue6Hoe nocobue. Pocros H//]: denuke, 2009.

Bacuna FO.A. bonpmioil crnpaBoyHUK KaJpoBuka. C ydeTOM MOCHEAHUX
M3MEHEHHUH B 3aKkoHOaTenbeTBe. - MHnekcMenma, 2007. - 792 c.

Hemun KO.M. [enonpousBojactBo. IloaroToBKa Ciy’)K€OHBIX JTOKYMEHTOB:
VYyebnoe nocobue. — CII6.: [Turep, 2010.

KaapoBoe nenonpon3BoacTBO: HAUMHAEM C HYJsA. AyAUT CBOUMU CUJIaMU. -
M.: UHOPA-M, 2010. - 184 c. + CD-R. - ( b-xa xypn. "TpynoBoe npaso
Poccuiickoit @enepanun". Boin.7(194)).

MutpodanoBa B.B. KampoBoe memompou3BojicTBO B KOMMEPYECKOM
opranuzaiuu. — M.: U3znarensctBo «Ik3amen», 2006. - 144 c.

Hogwiii KBanmdukamoHHbI CIPaBOYHUK JTOJDKHOCTEH PYKOBOJMTENEH,
CIEUUAIIMCTOB U IPYTUX ciayxamux. — M.: Okemo, 2009.

Poroxun M.YO. [JenonpousBoacto. Opranusanus apxvBa OpeanpusIThs. —
CI16.; ITutep, 2005.

Poroxun M.IO. JlokymeHTarmonHoe oOecrnedeHnue ymnpasiaeHus. - M.: TK
Benbu, U3a-so I[pocnext, 2010. - 384 c.

10.Poroxxua M.IO. CripaBOYHHK 10 JIETONPOM3BOJICTBY. 2-€ U3/., OOHOBJICHHOE

(+ CD). - CII0.: ITurep, 2011. - 176 c.: un.
23



11.Tpynosoii konekc Poccuiickoit denepanuu.

12. TpycoB A. @. byxranatepckuii, HAJIOrOBbI y4€T U JEJIONPOU3BOACTBO Ha
Excel miis manoro 6usneca (+CD). — CII6.: ITurtep, 2008. — 224 c.: wi.
— (Cepust «...Ha KOMIIBIOTEpPE»). [FNEKTPOHHBIN pecypc: IOCTYyH uepes
ibooks.ru]

13.Tpyxanosuu  JI.B., Iyp JAJI. ChopaBouHuK TIO  KaJApOBOMY
JIEJIOTPOU3BOJICTRY. - /-€ u3Janue, nepepad. u pom., - M.: U3narenbcTBo
«/lemo u cepsucy, 2010.
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8. Ilepeyensb pecypcoB HH(POPMALMOHHO-TEJICKOMMYHHUKAIIMOHHOM CeTH
«HTepHeT (1as1€e — ceTh « MHTEPHET»), HEOOXOAUMBIX J1JISI OCBOCHHUS
AMCHUTIAHBI

1. Dnexrponnas 6ubauorexka PernoHanbHOro (PMHaAHCOBO-PKOHOMHUYECKOTO
UHCTUTYTA
http://students.rfei.ru/a/students/library.jspx;
2. OdunmanbHbI UHTEPHET-MOPTAN TPAaBOBON MH(MOPMALIHH.
['ocynapcTBeHnHas cucrema npaBoBoi UHGOpMauu
http:// pravo.gov.ru/
3. CnpaBouno-nipaBoBas cuctema «Koncynprantllnroc
http://www.consultant.ru/
4. lleHTp KOMIIETEHIIUU 10 BOIPOCaM JOKYMEHTAIIMOHHOTO o0ecreueHus
yIpaBiIeHUSA
http://www.edou.ru/
5. bubnnoteka 31eKTpoHHBIX yueOHbIX KypcoB MUDIII
http://e-college.ru/education/lib/abc.html
6. OdunmanbHbiii caiT xxypHana «CekpeTapb-pedepeHT
http://profiz.ru/sr/
7. ®denepanbHbiii mopTan «Poccuiickoe obpa3zoBaHue»
http://www.edu.ru/
8. Poccuiickas ['ocynapcTBennas bubnnoreka
http://lwww.rsl.ru/
9. Hayunast a5iekTpoHHasi OMOIMOTEKA
http://txt.elibrary.ru/
10.Hayunas 6ubnnoreka MOCKOBCKOTO TOCYAapCTBEHHOT'O YHHUBEPCUTETA
uM. M.B.JIomoHOCOBa
http://www.lib.msu.su/index.html
11.Hayunas 6ubnmnoreka CaHKT-IETepOYpPIrcKOTo TOCy1apCTBEHHOTO
YHUBEPCUTETA
http://www.lib.pu.ru/
12. ®ynnamenTtanbaas oudimoreka CIIOITTY
http://www.unilib.neva.ru/rus/lib/
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9. MCTO}II/I‘ICCKHe YKazaHnus AJast oﬁyqamumxcn 10 OCBOCHHMIO TUCINUIIJIMHbI

Metoauyeckue yka3zaHUs 1O U3YUYCHHUIO JTUCIHUIUIMHBI MPEJICTABISIIOT COOOM
KOMIUIEKC ~ PEKOMEHJalUi U  OOBSICHEHMM, MO3BOJAIONIMX  OakaiaBpy
ONTUMaJIbHBIM 00pa30M OpPraHU30BaTh MPOILECC M3YUYCHUS! JAHHOW JUCITUTLIUHBI.
N3BecTHO, 4TO B CTPYKTYype y4eOHOIO IUIaHa 3HAYUTEIbHOE BPEMs OTBOJUTCS Ha
CaMOCTOSITEJIbHOE HM3Yy4YCHHE NUCHUIUIMHBIL. B pabouux mnporpamMmax IUCHMILIUH
pa3sMeaeTcsa MPUMEPHOE PACIpPENCIICHUE YacOB ayJAUTOPHOU U BHEAYJIUTOPHOU
HArpy3KH 10 Pa3JInYHbIM TEMaM JaHHOW JTUCUUIUINHBI.

JI71s1 yerenmHoro OCBOSHUS JUCHUILIMHBI OaKaiaBp JTOKEH:

1. ITpocnyiiars Kype J€KIUNA MO TUCIUILINHE.

2. BbINOJIHUTH BCE 3a/laHUsA, PACCMATPUBAEMbIE HA MPAKTUUYECKUX 3AHSATHUSX,
BKJIIOYAsl PEIICHUE 3a/1a4.

3. BeIOTHUTH BCE IOMAIIHUE 3aJJaHUs, TTOTy4YaeMbIe OT IIPENoaBaTes.

4. PemuTh BCe NPUMEpPHBIC MPAKTUUECKUE 3a/JaHUs, PACCUUTAHHBIE Ha
MMOJrOTOBKY K NMPOMEKYTOYHOU aTTECTALINU.

[Ipu moaroToBKe K MPOMEKYTOUHOM aTTeCTallud 0CO00€ BHUMAaHUE CIIETyeT
00paTUTh Ha CIIETYIOIINE MOMEHTHI:

1. BelyunTs onpeeleHus BCeX OCHOBHBIX MOHATHH.

2. IloBTOpPUTH BCE 3a/1aHMs], pPACCMATPUBAEMbIE B TEUEHUE CEMECTPA.

3. IIpoBepUTH CBOM 3HAHMS C IIOMOILBIO TECTOBBIX 3a1aHHHU.

Hns  Oonee  riayOOKOrO  yCBOGHHUSA  CTYACHTOM  IpeAMeTa  MOXKHO
NOPEKOMEHI0OBATH CIIEYIOILIEE:

— pabota ¢ y4eOHMKaMH M CHEIUAIbHON JTUTEpaTypoi, U3yuyeHHUEe ImyOIuKaui
B HayuyHBIX KypHanax (Hampumep, «lIpobmeMbl TeopuM © MPaKTUKU
ynpasieHus», «MenemkMmenT B Poccum um 3a pybexxom», «HR - Human
Resources», «9xcmept», «BOCCy», «9KO», «Cexper dupmb», «Bompocst
SKOHOMUKN», «JlenoBble Bectn», «Kommepcant», «9xkoHOMUCT», «Bompocsl
yIpaBJlieHUs peanpusituem», « HHoBblii MEHEKMEHT, «Bracte» u ap.);

— mpu paboTe ¢ JIUTEpaTypoul CIEMyeT BECTH 3aliCh OCHOBHBIX IMOJIOKEHUMN
(KOHCIIEKTUPOBAaTh OTIEJbHBIC Pa3/elibl, BBINUCHIBATH HOBBIE TEPMHUHBI U
PacCKpbIBATh UX COJIEPKAHUE);

— HE0O0XOoAMMO MPOPadOTaTh PAMl JIUTEPATYPHBIX UCTOYHUKOB U, TIPEKIE BCETO
yueOHBIE MOCOOMS, B KOTOPBHIX Haumbojiee TIOJHO OTPaXXEHbl U
CHUCTEMATH3UPOBaHbI Y3JI0BbIE BOIIPOCHI Kypca.

N3ydeHne AUCUUILIMHBI JIOMKHO 3aBEPUIUTHCS OBIAJEHUEM HEOOXOIUMBIMU
mpoecCHOHaTBFHBIMU 3HAHUSIMU, YMEHUSMH U HaBBIKAMHU. DTOT PE3yJIbTaT MOXKET
OBITh JTOCTUTHYT TOJIBKO TIOCIIE BeChMa 3HAYMTENbHBIX ycunui. [lpu sTom
BOXHBIMH OKQXKYTCS HE TOJBKO CTapaHUE H CIIOCOOHOCTH, HO M XOPOIIO
MpoJyMaHHasi OpraHu3alus Tpyjaa CTyJeHTa. B mepByto odepelib 3TO MpaBUiibHAs
opraHuzanus BpemeHHU. l[Ipu H3ydeHUM JUCUUIUIMHBI HAWMEHBIIHE 3aTPaThl
BpEMEHHM 00€CTeUHT CIEeAYIOIas Mociea0BaTeIbHOCTh AercTBuil. [Ipexae Bcero,
HEOOXOJMMO CBOEBPEMEHHO, TO €CTh IIOCJI€ CAAa4d JK3aMEHOB M 3a4€TOB 3a
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MPEAIIECTBYIOUMNA CEMECTp, BBISICHUTb, Kakod oObeM HHpOpMalUUU CIEAyeT
YCBOUTb, KaKM€ yMEHHUS MPUOOPECTH MJisl YCIEIIHOTO OCBOCHHS JUCLUIUIMHBI,
KAaKU€ 3aJlaHds BBIIOJIHUTH JJI TOTO, YTOOBI IMONYYUTh JOCTOMHYIO OLIEHKY.
PerynspHoe mocenieHue JIEKIMHA M NPAKTUYECKUX 3aHATHM HE  TOJIBKO
CIIOCOOCTBYET YCHEIIHOMY OBJAJEHUI0 MPOQPECCUOHATBHBIMU 3HAHUSAMH, HO U
MOMOTaeT HaWJIy4ylluM 00pa3oM OpraHu30BaTh BpeMsl, T.K. BCE€ BHUJblI 3aHATHI
pacnpenenieHbl B CEMECTpPE IUIAaHOMEPHO, C y4E€TOM HEOOXOJIMMBIX BPEMEHHBIX
3aTpar.

VY4eOHUK, pU BCEH ero BaXXHOCTHU JUIsl MPOLECCa U3YUEHUS AUCIUIUIUHBI, KaK
OPaBWIO, COJEPKHUT JIMIIb MUHUMYM HEOOXOJIHUMBIX TEOPETHUYECKUX CBEACHHUH.
ByzoBckoe oOpa3zoBaHue npejmnoaraeT 6osuee riyookoe 3Hanue npeamera. Kpome
TOr0, OHO MPEANOJaraeT He TOJIbKO yCBOE€HHE MH(pOpMaIui, HO U (popMupoBaHUe
HABBIKOB HCCJIEAOBATENbCKOW paboThl. [l 3TOro HEoOXOaMMO U3y4aTh H
CaMOCTOATENbHO aHAJIM3UPOBATh CTATbU NEPUOJUYECKUX H3AaHMM U VIHTepHeT-
pECYpCHI.

PaGoTy 1o KOHCHEKTHPOBAHUIO CJIEAYET BBIMNOJIHATh, MPEABAPUTEIHHO
U3YYMB IUIaHBl MPAKTUYECKUX 3aHATUA M TEMbl KOHTPOJBHBIX pabor. B sToMm
cilly4ae HUYero He OyleT YyNylIeHO U CTYACHTY He NMPHUIETCS KOHCIEKTHUPOBAThH
UCTOYHUK MOBTOPHO, TpaTs Ha 3TO JparoleHHoe Bpems. [IpaBuibHas opranuzaus
paboThl, YeMy JIOJDKHBI CIIOCOOCTBOBATH JIAHHBIE BBIIIE PEKOMEHAIUU, TTO3BOJIUT
CTYIEHTY CBOEBPEMEHHO BBINIOJHUTH BCE 3aJaHUs, MOJYYNUTh JTOCTONHYIO OLIEHKY
U 130exarh, TAKUM 00pa3zoM, HEOOXOIUMOCTH TPATUTh BPEMs Ha MEPENoATrOTOBKY
U niepecaady npeaMera.

Pexomenaanum no paéore Ha JIEKIMOHHOM 3aHATHHI
Ha nexmusix mpemnomaBaTellb H3JIaraeT M pa3bsACHIET OCHOBHBbIC, HamOoJee
CIIOXHBIC TIOHSTUSI TEMBI, a TakKXKe CBS3aHHBIE C HEH TEOpEeTHUYECKHEe W
NpaKTHYECKUEe MpOOJEMBbI, aeT PEKOMEHIAIMd Ha CEMHUHAPCKOE 3aHSATHE U
yKa3aHWs HAa CaMOCTOSITENbHYIO paboTy. B xome nexuuu OakanaBp TOJDKEH
BHUMATEJIBHO CIYIIATh U KOHCIIEKTUPOBATH JIEKIIMOHHBIN MaTepual.

PexoMeHnaanum 1jisi caMOCTOATEILHON padoThI

CamocrositenbHas pabora OakaiaBpoB — IUIaHUpyeMas ydeOHasi, Hay4HO-
MCCIeIoBaTeNbCcKas paboTa, BHITIOTHSIEMAas BO BHEAYIUTOPHOE BPEMS TI0 3a/IaHUIO
M TpH  METOAMYECKOM  pYKOBOJCTBE  TpenojaBaTess, HO 0e3  ero
HETMOCPEICTBEHHOT'O YYaCTHSI.

Lens camocTosiTenpbHOM pabOTHI OakalaBpa — HAYYUTHCS OCMBICICHHO U
CaMOCTOSATETILHO paboTaTh CHayama ¢ y4eOHBIM MaTepUalioM, 3aTeM C HaydHOU
uH(popMaImeil, U3y4nuTh OCHOBBI CaMOOPTaHU3AIMA W CAMOBOCIIMTAHHS C TEM,
9TOOBI B TaJTbHEHIIIEM HETIPEPHIBHO MOBHIIIATH CBOIO KBAIM(DUKAIIUIO.

Ilenpto camMoCTOATENBHON paboTHl OakadaBPOB IO JUCITUIUIMHE SBISICTCS
oBiajieHne (yHIAMEHTATBHBIMUA 3HAHUSAMHU, TPO(HECCHOHATFHBIMU YMECHHSIMU U
HaBBIKAMH pEIICHUS 3aad M TEOPETHUYECKUM MaTepHaioM IO JUCIUTIINHE.
CamocrosiTenpbHas paboTa  CHOCOOCTBYET  Pa3BUTHUIO  CaMOCTOSITEILHOCTH,
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OTBETCTBEHHOCTH W OPTaHW30BAHHOCTH, TBOPUYECKOTO IMOAXOAa K PEIICHUIO
Pa3IUYHBIX MPOOJIEM.

B 3aBucMMOCTM OT KOHKPETHBIX BHJOB CaMOCTOSTEILHONH paloTHI,
UCIOJB3YEMbIX B  KaXJIOM KOHKPETHOM pabodeil mporpamme, cileayer
MIPUACPKUBATHCS CIACAYIOMNUX PEKOMEHTAIIHMA.

OpHoit w3 (opM TEKYIIEro KOHTPOJIS 3HAHUW CTYIACHTOB SIBIISCTCS
KOHTposibHas pabota. KouTponpHas paboTa monpa3yMeBaeT 3HAKOMCTBO C
OCHOBHOW W JOTIOJHUTEIBHOW JIMTEPaTypOi, BKJIIOYAs CIIPAaBOYHBIC W3aHUS,
3apy0eKHbIE MCTOYHUKH, KOHCIIEKT OCHOBHBIX IIOJIOXKEHHMH, TPEOYIOIMXCS I
3aIIOMUHAHUS U SBIISFOIIMXCS OCHOBOIIOJIATAOIIIMMH B 3TOW TEME.

BBITIOJTHSST KOHTPOTBHYIO PabOTy, HEOOXOAUMO BHUMATEIIBHO O3HAKOMMThCS
C YCJIOBMSAMH 3aJlaHWid W HaIUcaTh pPa3BEPHYTHIH M apryMEHTUPOBAHHBIH
CChUTKAMM Ha HOPMATHMBHBIC aKThl W JHTEpaTypy OTBeT. llpm Hamucanwuu
KOHTPOJILHOM pPabOThl HEOOXOAUMO TPOAHAIM3HPOBATh HAYYHYI) W YUEOHYIO
CICIUANBHYIO  JIUTEPATypy, JCHCTBYIOIIME HOPMATHBHO-TIPABOBBIC  aKTHI,
nyOJIMKalMd B TIEPUOJUYECKON IeYaTH, CyAeOHYIO IMPAKTHKYy, CTaTHCTHYCCKHE
naHHBIC. B mporiecce BBIMOTHEHUS PAOOTBI HEOOXOAMMO IMOATBEP)KIATH CBOH
BBIBOJIBI ITU(POBBIMK MPUMEPAMH, MPEACTABICHHBIMU B BHJIC TAaOJIUI, JHarpamm,
rpaduKkoB, a TaKXkKe MpuMepaMu CyAcOHON npakTHKU. Kak mpaBuiio, KOHTPOJIbHBIC
paboThI MPOBOASITCS HA CEMUHAPCKOM 3aHSATHH.

[lonroToBka K HamucaHuio pedeparta MpeanoiaraeT MOUCK JHUTEPATyphl U
COCTaBJICHUE CIHCKAa UCIOJIb3YyEeMbIX UCTOYHUKOB, M3JI0KEHUE MHEHHUS aBTOPOB U
CBOETO CYXJCHHS 10 BbIOpAaHHOMY BONpPOCY; (QOPMYJIHPOBAHUE OCHOBHBIX
aCIEKTOB MPOOJIEMBI.

KomnokBuym mpencraBmser coboit oaHy u3 ¢GopM Y4eOHBIX 3aHITHH,
OPUEHTUPOBAHHYIO HA OIPENEICHUE KAadeCTBA PabOThl ¢ KOHCIIEKTOM JICKIIUH,
MOJIFCOTOBKM OTBETOB K KOHTPOJBHBIM Bompocam H Jp. KoIIOKBHUYMBI, Kak
PaBWJIO, TIPOBOJATCA B (pOpME MHUHH-IK3aMEHA, UMEIOIIETO IEIbI0 YMEHBIIHUTH
CIIUCOK T€M, BHIHOCUMBIX Ha OCHOBHOW 3K3aMEH, M OLICHUTh TEKYIIUH YpOBEHb
3HaHUN OaKaJIaBpOB.

[Ipu moarotoBke K MpaKTUKyMy/mabopaTopHoil paboTe OakaiaBpam
MpeajiaracTcsl BBINOJHUTH 3a/laHWs], TOJITOTOBUTH TIPOEKTHI, COCTaBICHHBIC
MpenoaaBaTeyeM Mo K101 yueOHOU TUCIUIUINHE.

PexomeHaanum no noAroToOBKe K NPaKTHYECKOMY (CEMHUHAPCKOMY) 3aHATHIO

CeMuHApCKOE 3aHATHE MPEJCTABISIET cOOO0W Takyr (opmy oOOydeHHsS B
YUPEKJCHHUSIX BBICIIETO OOpa3oBaHUs, KOTOpash NPEAOCTaBISET CTyAEHTaM
BO3MOKHOCTH ISl OOCYK/I€HUSI TEOPETUUECKUX 3HAHUM C 1EJIbI0 OMPEICICHUs UX
MPAaKTUYECKOTO MPUMEHEHHUsS, B TOM YHCJIE€ CPEACTBAMHU MOJACIHPOBAHUS
npodeccuonansHOil  fmearenbHOCTH. CeMHHApCKHE 3aHATHS — CIyXaT  JUIs
3aKpeIUIeHUs U3YYEHHOr0 MaTepuala, pa3BUTHUS YMEHHUU W HABBIKOB MOATOTOBKHU
JIOKJIaJI0B, COOOIIEHUN, TPUOOPETEHUSI OTbITa YCTHBIX MyOJIMYHBIX BBICTYIUICHUH,
BEJICHUSl JUCKYCCUHM, apryMEHTAllud M 3alllUThl BbIJBUTA€MbIX IOJOXKECHUH, a
TaKKe JUIsi KOHTPOJISl MPENoJaBaTresieM CTENEeHU MOATOTOBIEHHOCTH OakajaaBpOB
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10 U3y4yaeMou aucuuIuiiee. [Ipy Hanuyuy npakTUYeCKUX 3alaHuil 10 U3y4aeMou
JUCLUIUIMHE OakajiaBp BBINOJHSET BCE YIPAKHEHUSA W 3aJa4M, MOATOTOBIECHHBIE
npenojasareneM. Llenbro MpakTHYECKOro 3aHATUA ABIETCs Oosee yriayOJaeHHOe
U3YYEHUE OTACNbHBIX TE€M JUCUUIUIMHBI W  NPUMEHEHHE IOJTYYEHHBIX
TEOPETUYECKUX HABBIKOB Ha MPAKTHUKE.

CeMHHapCKOe 3aHSATHE HE CBOAMTCS K 3aKPEIUVICHUIO WIM KOIMUPOBAHMIO
3HAHMM, MOJIYYEHHBIX Ha JEeKUUU. Ero 3agaum 3HAYUTENBHO WIMPE, CIOXKHEE U
uHtepecHee. CeMHMHApCKOE 3aHATHE OJHOBPEMEHHO peanu3yeT ydeOHoe,
KOMMYHUKATHBHOE U TnpodeccuoHaibHOoe mnpeAaHazHayeHue. IloaroroBka k
NPAKTHYECKOMY  (CEMUHApCKOMY) 3aHATHIO HAuMHAETCid C  THIATEJIBHOTrO
O3HAKOMJICHUS C YCIOBUSMHM MPEACTOAIIEH padoThl, T. €. ¢ o0palleHHs K TUIaHaM
CEMUHAPCKUX 3aHATUH.

[lonroToBka K MpPaKTUYECKUM 3aHATHSAM JOJKHA HOCUTh CHCTEMATHYECKHI
XapakTep. OTO TMO3BOJUT OakajaBpy B TMOJHOM OObEME BBINIOJHUTH BCE
TpeOOBaHUS MPENOIaBATENS.

TimarenpHas MOArOTOBKA K CEMUHAPCKUM 3aHSATUSAM, KaK U K JEKIUSIM, UMEET
oTpeJiesItoee 3HaYeHUE: CeMUHap MPOUIET Tak, KaK ayJUTOpHUs MOATrOTOBHIIACH
K €ro MpOBEACHHUIO.

CamocrosiTenbHast paboTa — CTOJII, HA KOTOPOM JEPKUTCS BCA MOJATOTOBKA 110
U3y4yaeMoMy Kypcy. ['OTOBSICh K NpakTHYECKUM 3aHATHSIM, CIEAYET aKTHUBHO
NOJIb30BAaThCSl  COPABOYHOW  JIMTEPATYPOM: DHUUKIONEIUSIMH,  CIIOBAPSMH,
anpbO0oMaMu cxeM W JAp. BrajeHue NMOHATHIHBIM amnmapaTtoM H3y4yaeMoro Kypca
ABIIAETCS HEOOXOAMMOCTHIO.

[Ipu noxaroroBke K cemMuHapy OakajlaBpbl HMMEIOT  BO3MOXKHOCTh
BOCITIOJIb30BAThCSl KOHCYJNbTAUMAMHU Mpenojasarens. Kpome yka3aHHBIX TeM
OakanaBpbl BIIpaBe, IO COTJACOBAHUIO C TperojaBareieM, H30UpaTh U Apyrue
UHTEPECYIOUINE UX TEMBI.

OnpenenuBmuch ¢ MpoOJIEeMON, TMPHUBIEKAIONICH HauWOoJbIlee BHUMAaHUE,
cienyeT oOpaTUThCS K peKoMeHayeMon nutepatype. CiielyeT uMeTh BBUY, UTO B
CEMHHApPE Y4YacTBYET BCA TpYIa, a MOTOMY 3aJlaHHE K MPAKTUYECKOMY 3aHSTHUIO
CIIEyeT paclpeieNuTh Ha BECh KOJUICKTHUB. 3a/JaHHE JOJKHO OBITh OXBAayeHO
MOJTHOCTBIO U PEKOMEHJIOBaHHAs JIUTepaTypa JODKHA OBITh OCBOEHA IpYMION B
MOJTHOM 00BEME.

JUJ1s TIOJTHOIIEHHOM NOJATOTOBKHU K MPAaKTUYECKOMY 3aHATHUIO YTEHHs YdeOHUKA
KpailHe HEIOCTaTOYHO — B YYEOHBIX TMOCOOMSAX M3JIArarTcs  TOJIBKO
MPUHIIMITHATBHBIE OCHOBBI, B TO BpeMsI KAK B MOHOTpausIX U CTaThAX HA Ty WIH
MHYI0 TEMY [OJHUMAEMbI BOIPOC PACCMATPUBAETCS C Pa3HBIX PAKypCOB WM
pakypca OJTHOTO, HO B JIOOOM CiIy4ae JIOCTaTOYHO MOAPOOHO U riyOoko. Tem He
MeHee, JJIl TOr0, 4TOObI JOJDKHBIM 00pa3oM COPUEHTUPOBATHCS B CYTH 3aJaHUS,
CHayajla CJeAyeT O3HAKOMUTHCS C COOTBETCTBYIOLIMM TEKCTOM y4eOHHKA — BHE
3aBUCUMOCTH OT TOIO, NMPEAYyCMOTpPEHa JIM JIEKUUS B JOINOJHEHHE K JIaHHOMY
cemuHapy wiM HeT. OLIEeHHUB 3aJaHue, BIOpaB TOT WJIM MHOW CIOKET, U 10J100paB
COOTBETCTBYIOLLYIO JINTEPATYPY, MOXKHO MPUCTYNATh COOCTBEHHO K MOATOTOBKE K
ceMuHapy. st nonydeHnus Oomnee riyOOKUX 3HAHUN OakajgaBpaM pPEKOMEHIYETCs
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U3ydyaTh JONOJHUTEIbHYI0 JmTepaTypy. CreayeT aKTHBHO IIOJIh30BaThCS
CIIPABOYHOM JIUTEPATYPO: SHITUKIONEANSIMH, CIOBAPSIMHU, AIbOOMaMHU CXeM U JIp.
Brnagenne — MOHATHHHBIM  ammapaToM  W3y4aeMoro  Kypca  sIBISETCS
HEO0OXOIMMOCTHI0. B X0/e paboThl CTYACHT JOHKCH MPUMEHHUTHh MPUOOPETCHHBIE
3HaHMSI TpU OOOOILIEHWHM TEOPETHUYECKOTO M MPAaKTUYECKOTo MaTepuana,
MPOJIEMOHCTPUPOBATh HABBIKM T'PAMOTHOTO HM3JIOKCHHUS CBOMX MBICICH C
MCITOJIb30BaHUEM OOIIETTPABOBOM M OTPACICBON TEPMUHOJIOTHH.

Cemunap (IIpakTHUECKOE 3aHSATHE) MpEArnoyiaraerT CBOOOIHBIA OOMEH
MHEHHUSMH 110 n30panHO# TeMartuke. [IpenomaBatens GOpMyIUPYET MENb 3aHATHS
U XapaKTEepPU3yeT €ro OCHOBHYIO MPOOJIEMaTHKy. 3acCIyIIUBAIOTCS COOOIICHUS
OakamaBpoB. OOcyXIeHHE COOOIICHHS COBMEMIAeTCI C PacCMOTPEHHEM
HaAMEUYCHHBIX  BOMPOCOB. KpoMe  TOro  3aciymmBarOTCsS  COOOIICHUS,
NPEINOoNaraloiue aHajau3 IyOJUKAIlMi 1O OTAEIBHBIM BOMpPOCAM CEMHHApa.
[ToompsieTcss  BBIABMJKGHHE W OOCYXKICHUE  allbTCPHATHBHBIX  MHCHHM.
[IpenoyiaBatens  MOABOJAMT HWTOTH  OOCYXJEHHUS ¥  OOBSABISACT  OICHKH
BBICTYIIABIIUM OakajaBpaMH. B IesX KOHTPOJIS MOJATOTOBJICHHOCTH OaKajJaBpOB
U TIPUBUTHS UM HABBIKOB KPAaTKOTO IMHCBMEHHOTO H3JIOKCHHUS CBOMX MBICICH
npernojaBaTelb B XOJ¢ CEMHUHAPCKUX 3aHATHH MOXET OCYIICCTBIISITH TCKYIIHH
KOHTPOJIb 3HAHWUW B BHJIC TECTOBBIX 3aJIaHUN.

Ha cemunape uaér He nmpoBepKa Balleil MOATOTOBKU K 3aHATHIO (IO OTOBKA
€CTh HEOOXOJIMMOE YCIOBHE), HO CTENEeHb NMPOHUKHOBEHUS B CYTh Marepuala,
obcyxmaemoirt mpobsemsl. [losTomy Oecena Oymer WATH HE IO COJACPNKAHUIO
NPOYUTaHHBIX PabOT; MpemnojaBarenab OyJIeT CTaBUTHb MPOOJEMHBIE BOMPOCHI, HE
BCE€ U3 KOTOPBIX MOTYT MPSIMO OTHOCUTHLCS K 00pabOTaHHOM BaMU JIUTEpPATYpE.

B xome mpakTHUecKMX 3aHATHH  OakajmaBphl IOJ  PYKOBOICTBOM
NpernojaBaTeisi MOTYT PacCMOTPETh pA3IMYHbIE METOJbl PEIICHHs 3adad IIo
muctiuinee.  [IpoAomKUTENbHOCTh MOATOTOBKU K MPAKTUYECKOMY 3aHATHIO
JIOJIKHA COCTaBISITh HE MEHee TOro o0beMa, YTO OMNpEeNeeHO TEeMaTHYECKUM
IUTAaHUPOBaHKWEM B paboueit mporpamme. [IpakTuueckue 3aHSITHS MO JUCHUTUIMHE
MOTYT MPOBOJIUTHCS B PAa3IMYHBIX Popmax:

1) ycTHble OTBETHI Ha BONPOCHI MPENOJABATENsl MO TEME 3aHATHS; 2)
IHCEMEHHBIE OTBETHI Ha BOIPOCHI MPENOAABATENS; 3) TPYNIIOBOE 00CYKIEHHE TOH
WIM WHOW TpOOJeMBbI MOJ PYKOBOJACTBOM M KOHTPOJEM IpemnojaBarens; 4)
3acIymIUBaHUs U 00CYKJIEHNE KOHTPOJIBbHON paboThI; 5) perieHue 3aaad.

[Ipu pabGote HEOOXOAUMO HE TOJBKO MPHBICYb HaWOOJIee MIUPOKHA KPYT
JUTEPATyphl, HO U CYMETh Ha €€ OCHOBE pa300paThCsi B CTEMECHH W3YYCHHOCTHU
TeMbl. CTOUT BBISIBUTH JAMCKYCCHOHHBIE BOMPOCHI, HEPEIICHHBIE TPOOIIEMBI,
MOTIBITATHCS BBICKA3aTh CBOE OTHOIIEHWE K HUM, NMPHUBECTH M apryMEHTHUPOBATH
CBOIO TOYKY 3pPEHUS WM OTMETUTh, KAKOW M3 MMEIONINXCS B JIUTEPATYpPE TOYCK
3peHus 10 TaHHOU MPpOoOIeMaTHKE MPUACPKUBACTCS aBTOP U TIOYEMY.

Pexomenpanuu nmo padore ¢ Jurepatypoi

N3ydenne nurepaTypbl OYE€Hb TPYIAOEMKass M OTBETCTBEHHAsl YacTb
MOATOTOBKM K CEMUHAPCKOMY 3aHSTHIO, HAMCAHUIO 3cce, pedepaTa, OKIana U
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T.1. PaboTa Haj nuTepaTypoil, CTaThs JIM 3TO WX MOHOrpadus, COCTOMT U3 TPEX
ATANoOB — YTEHUsI pabOThl, €€ KOHCIEKTUPOBAHUS, 3aKIIOUUTEIIHLHOTO 0000IIECHHS
CyTH U3y4aeMOU paboTHI.

PaGora c nuTeparypoil, Kak MpaBUiIO, COMPOBOXKIACTCS 3alHUCSIMU B
cieayomux Gpopmax:

— KOHCIIEKT — KpaTkKasi CXeMaThueckas 3aluch OCHOBHOTO COJEpKaHUs
Hay4YHOU paboThl. [lenbl0 KOHCTIEKTUPOBAHUS SIBISICTCS BBISIBJICHUE JIOTHUKH,
CXEMBI J10Ka3aTelIbCTB, OCHOBHBIX BHIBOJIOB MPOU3BEICHNUS;

— IUIaH — KpaTkas ¢opma 3amucd MTPOYUTAHHOTO, IEepeYeHb BOIPOCOB,
paccMaTpUBaeMbIX B KHHUT€, CTaThe, COCTABJICHUE TJIaHA PACKPBIBAET JIOTUKY
IPOU3BEJICHMS], CTIOCOOCTBYET OPUEHTAIINH B €r0 COJICPKAHUU;

— BBIMUCKU — JUOO IUTAThl U3 TPOU3BEICHUs, JIMOO JOCIOBHOE HU3JIOKEHHUE
MECT U3 MCTOYHHUKA, CIOCOOCTBYIOT 0Oojee TIIyOOKOMY MOHUMaHUIO
YUTAEMOT'0 TEKCTa;

— TE3UCHl — CXKATO€ W3JIOKEHHWE OCHOBHBIX MBICIIEH W  TIOJIOKEHUM
IPOYMTAHHOTO MaTepHaa;

— aHHOTAIUS — OYEHb KPATKOE M3JI0KCHHUE COJICPIKAHUS MPOYUTAHHON padoTHI,
COCTaBJISICTCS MMOCIIE TTOJTHOTO IPOUYTEHUSI 1 OCMBICIIMBAHUS PAOOTHI;

— pe3loMe — KpaTkas OIleHKa TMPOYUTAHHOTO TIIPOM3BEICHUS, OTpaKaet
HauboJee o01Me BHIBOIBI U MOJIOKEHUS pabOThl, €€ KOHIENTYyalbHbIE UTOTH.
[Ipexxne, yem OpaTbcs 3a KOHCIEKTUPOBAHUE, CKAXKEM, CTAThH, CIENYeT e

XOTs1 ObI OJTHAXKBI MPOYUTATH, YTOOBI COCTABUTH O HEW MpeBapUTEIHLHOE MHEHHE,
MOCTAapaThCs BBIICIUTH OCHOBHYIO MBICIh WM HECKOJBKO 0a30BBIX TOYEK,
ONMHpPasiCh Ha KOTOPbIE MOXKHO OYJIET B JajibHEeHIIeM paboTaTh C TEKCTOM.

KoHcrniekTpoBanue — J1e710 O4€Hb TOHKOE U TpPyAoEéMKoe, B 0OIeM BuUIE
MOJKET OBITh OTPEIEICHO KaK (PUKCAlMs OCHOBHBIX MOJOKEHUNM U OTINYUTEIbHBIX
YepT paccMaTpUBAaeMOro TPyAa BKYIe C TBOPUYECKOM ImepepaboTKo uieh, B HEM
coaepxkamuxcs. KoncnexkrupoBanue — oquH U3 3QPEKTUBHBIX CTIOCOO0B YCBOCHHS
NUCBMEHHOTO  TEKCTa. XOTS  camMO  KOHCHEKTHUPOBAHUE YK€  MOXKET
paccMaTpuBaThCs Kak 0000IeHHEe, TeM HE MEHee €eCTh CMBICT BBIIECTUTH
MOCJIe/THEE OCOOMIICH, MOCKOJIBKY B XOJ€ 3aKIIOUUTEIHLHOIO 0O0O0OIICHUS HIEH
u3ydaemMoil paboThl OKOHYATEIIbHO YTBEPXKIAIOTCI B CO3HAHUU W3YYaloOIIeTo.
JIOCTOMHCTBOM 3aKJIIOUYUTEIBHOTO OOOOIIEHHUS KaK CaMOCTOSTEIBHOTO JTama
paboThl C TEKCTOM SIBISIETCA TO, YTO 3/ICh YWTaTeNb, OYIydd aBTOPOM
000011IeHMIA, OTAEISIET ce0sl OT CTaThH, YTO SIBJSETCS TapaHTHEH HE3aBUCUMOCTH
YUTaTENs OT TEKCTA.

Ecnu nporpamma 3aHsiTUS NpeycMaTpuBaeT pabOTy ¢ UCTOYHUKOM, TO ATOU
CTOpOHE MOJIOTOBKA K CEMHUHApy CleAyeT YIEIUTh MPUCTAIbHOE BHHMMaHuE. B
CYIIHOCTH, pa300p UCTOUYHHKA HE OTIMYAETCA OT pabOThI C JIUTEPATYPOl — TO Ke
YTeHUE, KOHCIIEKTUPOBaHKE, 0000IIEHHE.

PexoMennanum k Hanncannio pedepara
Ucnonw3oBanue pedepata B KadyecTBE NPOMEXKYTOYHOTO WA HUTOTOBOTO
OoTueTa CTYACHTA O CAMOCTOSITEJIbHOM H3YYEHUU KaKON-TMOO TeMbl y4yeOHOTO
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Kypca MpeArnojaraer, Npekae BCEro, YCTAaHOBJICHHE LEJIed M 3aJay JIaHHON
paboThl, a TakKe ero PyHKIIMOHATLHON HArPY3KH B Ipoliecce 00yYeHUsI.

Peghepam — 310 KOMIIO3ULIMOHHO-OPTraHU30BaHHOE, 0OOOIIEHHOE H3JI0KEHHE
colepKaHUsl UCTOYHMKA HHPopMauuu (B y4yeOHOM CHUTyalluu — CTarew,
MoHorpaduii, MaTepraioB KOH(pepeHInH, OQUIIMATIBHBIX TOKYMEHTOB U Jp., HO HE
yueOHMKa TI0 JaHHOW auciuiuinHe). Tema pedepara MoxeT OBITH MpensiokeHa
IpernojaBarejieM WIA BbIOpaHa CTyJA€HTOM U3  pabodeil  mporpammsl
COOTBETCTBYIOIIEU TUCLIUILJIUHBI.

Bo3MmoxkHO, Toclie KOHCYJbTalluu C MpernojaBaTesnieM, OOOCHOBaHHE U
dopMynrpoBaHUe COOCTBEHHOU TEMBI.

Tema peghepama noixHa OTpaxkaTh MPoOIEMy, KOTOpask JOCTATOYHO XOPOIIO
uccienoBaHa B Hayke. Kak mpaBuiio, BHyTpH Takod mpoOsieMbl BbIOMpaeTcs s
aHanM3a Kakou-11u00 e JMHUYHBINA acIeKT.

TemaTnka MOXXET HOCUTh Pa3IMYHbIN XapaKTep:

— MEXIPEIMETHBIMH,

— BHYTPHUIIPEIMETHBIH,

— HMHTETPaTHBHBIM,

— OBITh B paMKaxX MpPOTpaMMbl JUCHUIUIMHBI WM PACHIMPATH €€ COJeprKaHHe
(paccMOTpeHHE HCTOPUU TPOOJIEMbl, HOBBIX TEOPUH, HOBBIX aCIEKTOB
IPOOJIEMBI).

Ilenvio peghepama siBnsieTcs U3IO0KEHUE KAKOrO-TMOO BOMpPOCAa HA OCHOBE
000011IeHNsI, aHalM3a M CHUHTE3a OJHOTO WJIM HECKOJbKHX MEPBOMCTOYHUKOB.
Hpyrumu  crnoBaMu, pedepar OTBEYaeT Ha BOINPOC «Kakas HHPpopMalus
COJIEPKUTCS B IEPBOUCTOYHUKE, YTO U3JIAraeTCsl B HEM?».

[Ipuaumass Bo BHHMMaHue, 4To pedepaT — oaHa U3 (PopM HHTEpHpeTaruu
UCXOAHOTO TEKCTa OJHOTO WJIM HECKOJbKUX TMEPBOUCTOYHUKOB, CIEIyET
chopMyIHpoOBaTh 3a/1a4y, CTOSIIYIO Tepe]l CTyJIEHTaMHU: CO37aTh HOBBIA TEKCT Ha
OCHOBE HUMEIOIUXCS TEKCTOB, T.€. TEKCT O TekcTte. HoBH3HA B JTaHHOM cllydae
MoJIpa3yMeBaeT COOCTBEHHYIO CHCTEMATH3allMI0 MaTepuala MPU COMOCTABICHUH
pa3IMYHBIX TOYEK 3pPEHUs] aBTOPOB U H3JIOKEHUU Hauboyiee CyIEeCTBEHHBIX
MOJIO’KEHUI U BBIBOJIOB peepUpyEeMbIX HCTOUYHUKOB.

1. Tpebosanusa k pegpepamam.

[Ipexxae Bcero, cieayer MOMHUTH, 4YTO pedepaT HE JODKEH OTpakaTb
CYOBEKTUBHBIX B3IUIA0B pedepeHTa (CTyAeHTa) Ha U3J1araeMblii BOIIPOC, a TaKXKe
J1aBaTh OLICHKY TEKCTY.

OcHOBHBIME TpeOOBaHUAMU K pedepaTy CUUTAIOTCS

l. wuHQOPMATMBHOCT, W  TMOJHOTAa  W3JIOKEHUS  OCHOBHBIX  HJEH
NIEPBOMCTOYHUKA;

2. TOYHOCTb W3JIOKEHUS B3IJISI0B aBTOpa — HEUCKaXKEHHOE (PUKCHPOBAHUE
BCEX MOJIO)KEHHI IEPBUYHOIO TEKCTA,

3. OOBEKTUBHOCTH — pedepaT [OOMKEH pPacKpbIiBaTb  KOHIEMIIUU
MEPBOMCTOYHUKOB C TOUKH 3PEHUS UX aBTOPOB;

4. W3JI0)KEHUE BCEro CYLIECTBEHHOI'O — «YTOOBI YMETh CXBaTHUTh HOBOE M
cyliecTBeHHOe B counHenusix» (M.B. JlomonocoB);
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S. U3J0KEHHE B JIOTUYECKOW IIOCIEN0BATEIBHOCTA B COOTBETCTBUM C
0003HaYECHHON TEMOU U COCTABIICHHBLIM IIJIAHOM;

6. cOOI0/IEHNE €IMHOTO CTUJISI — UCIIOJIB30BAHUE JTUTEPATYPHOTO SI3bIKA B €r0
Hay4YHO-CTHJIEBOW pa3HOBUIHOCTH;

7. KOPPEKTHOCTh B XapaKTEPUCTUKE aBTOPCKOTO U3JI0KEHUSI MaTepuala.

2. Buowt peghepamoe.

[To xapakTtepy BoOCHpou3BeAcHUST UHPOPMAIMK pa3IMYalOT pedepaTs
PENPOIYKTUBHBIC M MPOTYKTHBHBIC.

PenponyktuBHBIE pedepaTbl BOCHPOU3BOAAT COAEpKAHUE TEPBUYHOTO
TEKCTa:

— pedepaT-KOHCIIEKT COAEPKUT B 0000IIeHHOM BuUJE (akTorpaduuecKyro
uHQOpMalMiO, WUTIOCTPATUBHBIM  MaTtepuall, CBEIECHUS O METOoJax
UCCJIEJIOBAHUS, O TOJYYCHHBIX pe3yJbTaTaXx M BO3MOXHOCTIX HX
IPUMCHCHUS;

— pedepaT-pe3roMe MPUBOJIUT TOJIBKO OCHOBHBIE MOJIOKEHUS, TECHO CBSI3aHHbBIC
C TEMOM TEKCTa.

[IponykTuBHBIE pedepaThl MPEANOJAraloT KPUTHUYECKOE WM TBOPUYECKOE
OCMBICJICHUE JINTEPATYPHI:

— pedepaT-0030p OXBaThIBAET HECKOJIBKO TEPBUYHBIX TEKCTOB, JaeT
COIIOCTaBJIEHUE PA3HBIX TOUEK 3PEHUS IO KOHKPETHOMY BOTIPOCY;

— pedepar-noknany  gaeT  aHanuM3  MHQOpPMALMK, ~ TPHUBEACHHOW B
NEPBOUCTOYHUKAX, 1 OOBEKTUBHYIO OIIEHKY COCTOSIHUSI IPOOJIEMBI.

[To xonmuuecTBy pedepupyemMbiXx HCTOUHUKOB:

— MOHOTpaduyecKre — OJIMH MePBOUCTOYHUK;

0030pHBIE — HECKOJIBKO MEPBUYHBIX TEKCTOB OJTHON TEMATHKH.
[lo unTaTeTbCKOMY Ha3HAYECHUIO:
— o0mme — XapaKTepucTUKa COACpP)KAHUS B IIEJIOM; OPUEHTAIUS HA HIMPOKYIO
ayJIMTOPHIO;
— CIENHATM3UPOBAHHBIC — OPUEHTAIIUS Ha CIICI[UAIHNCTOB.
3. Dmanwvt pabomul Hao pedhepamonm.
1. Boi6op Temsl.
. I3ydyeHne OCHOBHBIX UCTOYHUKOB IO TEME.
. CocraBnenue 6ubmmorpadum.
. KoncniekTrpoBaHnue He00X0JMMOIr0 MaTepHraia Ui COCTaBIICHUE TE3UCOB.
. CuctemaTu3anus 3aUKCUPOBAHHON ¥ 0TOOpaHHOW HH(POPMAIIHH.
. OnpeneneHrie OCHOBHBIX MOHATUN TEMbI U aHATU3UPYEMBIX MTPOOJIEM.
. Pa3zpaboTka noruku uccneaoBaHusi mpoOIeMbl, COCTaBICHHE TIaHA.
. Peanuzanus mutana, Hanmcanue pedepara.

9. Camoananu3, ITpeANoJiararliuii OLIEHKY HOBU3HBI, CTENEHU PACKPBITUS
CYITHOCTH TIPOOJIEMbI, 000OCHOBAaHHOCTH BBIOOpAa HMCTOYHHUKOB W OIICHKY 00BeMa
pedepara.

10. IIpoBepka opopMiieHHs CTUCKA JIUTEPATYPHI.

11. PepakTopckasi mpaBKa TEKCTA.

(o BEN B o) NNV, IS SN USIN \ O]
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12. Odopmnenue pedepara u npoBepka TEKCTa ¢ TOYKUA 3PEHUS TPAMOTHOCTH
U CTUJTUCTHUKH.

4. Cmpykmypa pegepama.

B crpyktype pedepara BbIACHSAIOTCS TPU OCHOBHBIX KOMIIOHEHTA:
oubnuorpaduyeckoe onvcaHue, COOCTBEHHO pedepaTUBHBIN TEKCT, CIPABOYHBIN
anmnapar.

bubnuorpaduyeckoe onucaHue MpeanoiaraeT XapakTepUCTUKY HUMEIOIIUXCS
Ha 9Ty TeMy paboT, Teopuid; ucToprorpaduio BONPOCa; BbIICICHUE KOHKPETHOTO
BoIpoca (MpeaMeTa HCCieNoBaHus); 00OCHOBaHUE UCIIOB30BAHUS H30paHHBIX
NEPBOUCTOYHUKOB.

Coocmeenno peghpepamuenntii mekcm:

Brenenne — 000cHOBaHUE aKTyaJbHOCTH TEMBI, IPOOJIEMBI; IPEAMET, LIEIU U
3aiauu peepupyemoi padboTel, MpeABapUTeNIbHOE (HOPMYTUPOBAHKUE BHIBOIOB.

OcHOBHasi 4acTh — COJEp)KaHUe, MPEJCTaBIsAIoNee COOOW OCMBICICHHE
TEKCTa, aQHAJTUTUKO-CUHTETHYECKOE npeobpa3oBaHue uHopManuu,
COOTBETCTBYIOIIEH TeMe pedepara.

OCHOBHYIO 4YacThb PEKOMEHIYETCS pa3JeluTh Ha JABa-Tpu Bompoca. B
3aBUCUMOCTH OT CJIO)KHOCTH W MHOTOTPAHHOCTH TEMBbI, BOIPOCH MOXKHO
pasnenuTh Ha naparpadsl. UpeamepHoe apobiieHrne BOMPOCOB MK, HA00OPOT, UX
OTCYTCTBUE TMPUBOASAT K TOBEPXHOCTHOMY H3JIOKEHUIO MaTepuana. Kaxibiii
BOMPOC JOJDKEH 3aKaHYMBATHCS TPOMEKYTOUHBIM BBIBOJOM M YKa3bIBaTh Ha CBS3b
C TIOCTIEAYIOIIUM BOTIPOCOM.

3axnmoueHne — 0000IIeHHe BBIBOJOB aBTOpa, 007acTb MNPUMEHEHHS
PE3yNIBTaTOB PAOOTHI.

Cnpaeounslit annapam:

Cnucok nuTepatypbl — CIMCOK HCIIOJNIb30BAaHHBIX aBTOpPOM pedepata paboT
(MOeT COCTOSIT U3 OJTHOTO M O0JIee N3TaHui).

[Ipunoxenuss (HeoOs3aTenbHAs YacTh) — TaONMIBI, CXEMbI, TpaduKH,
dboTorpadum u T.1.

Pechepam kak odpaszey nucomeHnHoil HAyUHOU peyuu

1. KauectBa HayyHOU peyH.

OYHKIIMOHAIBHBIE CTHJIA PA3TUYAIOTCS:

— XapakTepoM IpeaaBaeMoil HHPOpPMaIINH;

— cdepoit HyHKITMOHUPOBAHUS;

— aapecaToM;

— HCTIOJIB30BAHUEM S3BIKOBBIX CPEJICTB PA3IMYHBIX YPOBHEH.

['maBHOW KOMMYHHMKATHUBHOW 3amadedi pedepaTa SBISETCS BBIPAKCHUE
HAYYHBIX ITOHATUN U YMO3AKJIIOUCHUM.

Pedepar qomxen ObITh HAaNTMCAH HAYYHBIM CTHJIEM, YTO MPEANOJIATacT:
nepenavy nH(popMaIuu Hay9HOTO XapaKTepa;

— (GYHKIMOHUPOBAHUE B 00PA30BaATEIbHON CPEIE;

— B KauecTBe ajjpecaTa MpernoiaBaTes, T.€. CIeIUaInucTa, Uil CTY/IeHTOB,
— 3aWHTEPECOBAHHBIX B TIOJYYCHUH JAHHOW HHGOPMAIIHH;
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JEMOHCTPALMIO  XapaKTEPHBIX S3BIKOBBIX OCOOEHHOCTEH MUCHhMEHHOMH
Pa3HOBUHOCTH HAYYHO-Y4€OHOIO MOACTHIISL IMTEPATYPHOTO SI3bIKA.
Hayusblii cTuiab o0nafaeTr psaoM 3KCTPATMHTBUCTHUYECKHX XapaKTEPHUCTHK,

HUIIHW Ka4CCTB:

TOYHOCTb — CTPOrO€ COOTBETCTBUE CJIOB O0O3HA4aeMbIM IpeaMeTaM U
SABIICHUSIM JICHCTBUTEIBHOCTH (3HAHUE TIpeaMeTa M yYMEHHE BHIOHpaTh
HEOOXOJIUMYIO JIEKCHKY );

MOHSITHOCTh — JIOCTYMHOCTh peYd I8 TeX, KOMY OHa aJpecoBaHa
(mpaBUIILHOE HCIOJIBL30BaHUE TEPMUHOB, WHOCTPAHHBIX CJIOB,
npodeccroHaIn3MOB);

JOTHYHOCTh, IIOCJIEAOBATENHLHOCTE — UYETKOE CIEJOBAHHME B H3JI0KECHHUU
JIOTUKE U TIOPSIJIKY CBSI3eH B IEHCTBUTEILHOCTH (IIEPBOUCTOYHUKE);
O0OBEKTUBHOCTh — OTCYTCTBHE CYOBCKTHUBHBIX CYXKJICHUH W OIEHOK B
U3JI0’)KCHUH UH(pOpMaIuu;

a0CTpPaKTHOCTh W  OOOOIIEHHOCTb —  OTBJICYEHHOCTh OT  YaCTHBIX,

HECYIIIECTBEHHBIX MPU3HAKOB;
npeoOiafianue pacCy>KJIEHUsT KaKk TUIA pPEeYd HaJ ONHCAHHEM H
IIOBECTBOBAHUEM;

rpaduueckas uHboOpMaIH HAIUYUE CXeM, rpapuKoB, Tabaull, GOpMyII U T.II.
2. Oco0eHHOCTH NUCHbMEHHON HAYYHON peuun

[TucemeHHast peub, B OTIMYME OT YCTHOMU, IIOJPa3yMeEBaeT:

OIIpE/IETICHHYIO CTENIEHb MMOATOTOBIEHHOCTH K paboTe;

BO3MO’KHOCTb UCIIPABIICHUS U 10pa0OTKH TEKCTA;

HaJINYKe KOMIO3UIMKU CTPOSHUs, COOTHOLIEHUS U B3aMMHOI'O PaCIOIOKEHUS
yactel pedepara;

BBIJICP’)KAHHOCTb CTHUJISL M3JI0OKEHUS, CTPOTO€ CJEJI0BAHUE JIEKCUYECKUM U
rpaMMaTH4YE€CKUM HOPMaM.

JloMuHupyouuM (akTopoM OpraHU3alMH SI3bIKOBBIX CPEJICTB B HAyYHOM

CTHJIC SIBIISIETCSI WX OO0OOIIEHHO-OTBICYEHHBIM XapakTep Ha JEKCHYECKOM U
rpaMMaTHYECKOM YPOBHSX SI3bIKOBOM CUCTEMBL.

Jlekcuueckuii ypoOBEHb MPEAIOIIAraer:

UCIIOJIb30BaHNe a0CTPaKTHOM JIEKCHKHU, TPeo0Ianaroieil HaJ KOHKPETHOM:
MBIIIJICHUE, OTPAKECHHE, U3MEHSIEMOCTh, IPE00pPa30BaHUE, TEMOKPATU3AIIHS 1
T.IL;

OTCYTCTBHME CIWHWYHBIX TIOHATAH W  KOHKPETHBIX OO0pa3oB, dUTO
MOJAYEPKUBACTCS YMOTPEOJICHUEM CJIOB OOBIYHO, MOCTOSIHHO, PETYJSIpHO,
CUCTEMATHYECKHU, KaXKIbIA U T.I1.;

npeoOialanie TEPMHUHOB pPA3JUYHBIX OTpaciell HayKW: JIEKCUKOJIOTHS,
KOMMYHHKALIHSI, SMIIUPU3M, THOCEOJIOTUsL, aIalTalus U T.11.;

WCIIOJIb30BaHUE CJIOB OONIEHAYYHOTO YMoTpeOsieHusi: (QYHKIUs, KadyecTBO,
3HAYEHHUE, JJIEMEHT, MPOLIECC, aHAIN3, JOKA3aTEJIbCTBO U T.IL.;
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ynotpeOjeHne MHOTO3HAYHBIX CJIOB B OJIHOM (peXe JBYX) 3HAYCHUSX:
Mpemnoiarath (CYuTaTh, IOMYCKATh); OKOHYAHUE (3aBEPILICHUE), PACCMOTPETh
(pa3oOpath, 061yMaTh, OOCYAUTH) U T.I1.;

Hajau4yue  creuuduyeckux  (Gpa3eoJoru3MOB:  palMOHAIBHOE  3€pHO,
nemorpaduyeckuii B3pblB, MarHUTHas Oyps U T.11.;

KJIMITAPOBAHUE: TPEICTABISACT COOOM.., BKIOYaeT B CeOs.., OTHOCUTCH K..,
3aKJII0YaeTcs B.. U T.I1.;

npeoOiiaJaHle OTBJICYCHHBIX CYIIECTBUTEIBHBIX HAJ OJHOKOPEHHBIMHU
rJ1arojamu: B3aUMOJICHCTBHE, 3aBUCHUMOCTb, KJaccuduKkanusi,
cUCTEeMaTH3alus 1 T.1I.

I'pamMmmaTnyeckuii ypoBeHb:

UCIIOJIb30BAHUE AHAIMTUYECKOW CTEIEHW CpaBHEHUS: OO0Jee CIIOKHBIH,
HanboJiee MPOCTOM, MEHEE M3BECTHBIM U T.NM. B OTIUYUE OT IMOIIMOHAIHHO
OKpAaIIeHHBIX: HAUBAKHEUIIINH, CIOKHEUIIINMA, OIMKAUIITUN U T.11.;
IPEUMYIIIECTBEHHOE YIOTPEOICHUE T1arojioB 3 JIMIa €. ¥ MH.4Y. HaCTOSIIETO
BpeMeHn (pexxe 1 Juma Oyaymero BpEMEHH CpaBHUM, PAcCMOTPHM):
UCCIIEYIOTCS, POCMATPUBACTCS, TTOAPAa3yMEBACTCs, JOKA3bIBACT U T.I1.;
AKTUBHOCTb COIO30B, TMPEJJIOTOB, MPEIJIOKHBIX COYETAHUNU: B CBS3H.., B
COOTBETCTBHH.., B KAYECTBE.., B OTHOIIIEHUH.., CDABHUTEIIBHO C .. U T.II.;
npeo0biaiaHie TacCUBHBIX (CTpaAaTeNbHBIX) KOHCTPYKIUH: PacCMOTPEHbI
BOIIPOCHI,

OIHMCAHBI SIBJICHUS, CICIAaHbl BEIBOIBI, OTPAKEHBI MPOOJIEMBI U T.I1.;
BBIPA)KEHUE YETKOW CBSA3U MEK/Y YaCTAMM CJIOKHOTO IPEIJIOKEHHUS: CIEAYET
CKa3aTh, YTO..; HAOIIOJACHHS MOKA3bIBAIOT, YTO.., HEOOXOUMO MOAYEPKHYTh,
YTO.. U T.IL;

yCWJICHHAsl CBsI3ylomlasgs (QYHKIUS Hapeyuil W HApEeYHBIX BBIPAKCHUM:
MI09TOMY, UTaK, TAKUM 00pa3oM, HAaKOHEIl.. 1 T.I1L.;

OCJIOXKHEHHUE MPEITOKESHUM 000C0O0ICHHBIMU KOHCTPYKIIMSMU :
«CTpeMIiIeHHeM K CMBICIIOBOM TOYHOCTH U MHGOPMATUBHOCTU OOYCIIOBIEHO
yrmoTpebiieHne B HayYHOW peur KOHCTPYKIMM C HECKOJBKUMHU BCTaBKaMH U
MOSICHEHHSIMU, YTOUYHSAIOIIUMU coJiep;KaHHe BBICKA3bIBaHUSI,
OTPaHUYMUBAIONIUMHU €T0 00BEM, YKa3bIBAIOIIMMH HCTOYHUK WHGOPMAIUU H
T.J.».

0060011251 OTAUYHUTETBHBIE S3BIKOBbIE OCOOCHHOCTH MHCHbMEHHOTO HAYYHOTO

CTUJIAA, MOJXKHO CKa3aTb, YTO OH XapaKTCPU3YCTCA:

yrmoTpebIeHneM KHIKHOW, HEUTPATbHON M TEPMHUHOIOTHYECKOM JICKCUKH;
npeo0OraianeM a0CTPaKTHOM JIEKCUKHU HaJl KOHKPETHOM;

YBEIIMYECHUEM JI0JIA HMHTEPHALIMOHAIU3MOB B TEPMUHOJIOT MU,

OTHOCHUTEJIBHON OJJHOPOHOCTBIO, 3aMKHYTOCTBIO JIEKCHYECKOI'O COCTaBa;
HEYNOTPEOUTEIBbHOCTHIO PA3TOBOPHBIX M MPOCTOPEUYHBIX CJIOB; CIIOB C
SMOLIMOHATBHO-IKCIIPECCUBHOW M OLIECHOYHOM OKPACKOM;

HAJIMYUEM CUHTAKCUYECKHX KOHCTPYKLHM, MOJYEPKUBAKOMINX JIOTUYECKYIO
CBSI3b M MTOCJIEN0BATEIILHOCTD MBICIICH.
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Odropmnenue pechpepama. Kpumepuu oyenu.
[IpaBuna opopmiienus pedepara pernameHTupoBanbl. O0beM — He Oomee 10-
15 crp. MamMHONMUCHOIO TEKCTa, HameyataHHoro B Qopmare Word 7,0, 8,0;
pazmep wmpudpra — 14; wunrepsan — 1,5, ¢opmar Oymarm A 4, CcHOCKH
MOCTPaHWYHBIC, CIUIONIHBIC; TOJie (BEpXHEE, HIDKHEE, JIeBOe, MpaBoe) 2 MM,
BbIPABHUBAaHUE — M0 IIMPUHE; OpHeHTauus KHKHas; mwpudt Times New Roman
Cyr.
PabGora pomkHa uMETh MOJNSA; KaXAbIM paszznen odopmigeTcs ¢ HOBOU
CTpaHUIIBL.
TurynbHBIH TUCT 0QOPMITSETCS B COOTBETCTBHH C YCTAHOBJICHHOH (OPMOIA.
Ha mepBoii cTpanuie mevaraercss miaH pedepara, BKIIOUYAIONIUN B ceOs
oubnuorpaduueckoe OINUCaHUE; BBEICHHE, pa3fenbl M mnaparpadbl OCHOBHOM
YacTH, pacKpBIBAIOIIME CYTh padOThI, 3aKIIOYEHHE, CIUCOK JUTEPaTypHl;
TPUITIOKEHHUSL.
B koHIe pedepara mpenctaBisieTcsl CIIHUCOK MCIIOJIB30BAHHOMN JINTEPATYpPhI C
TOYHBIM yKa3aHHWEM aBTOPOB, Ha3BaHMsI, MECTa U T0JIa €€ U3AaHusI.
Kpurepuu onienku pedepara.
1. CreneHb pacKpBITHSI TEMBI TIPEIITOJIATACT:
— COOTBETCTBHE IUIaHa TeMe pedepara;
— COOTBETCTBHUE COJIEpKaHUS TEME U TUIaHy pedepara;
— TOJHOTY U TITyOUHY PAacKpBITUS OCHOBHBIX MTOHSTHIA;
— 00OCHOBAaHHOCTH CITIOCOOOB U METOJIOB PabOThI C MaTEPUATIOM;
— yMeHue paboTarh C JIUTEPaTypoOi, CUCTEMATU3UPOBATh U CTPYKTYPHPOBATH
MaTepual;
— yMmeHue 0000111aTh, e1aTh BBIBOJIbI, COOCTABISTH Pa3INYHbIC
— TOYKH 3pEHUs [0 pacCMaTPpUBaeMOMY BOMIPOCY.
2. O60CHOBaHHOCTH BHIOOpPA HCTOYHUKOB OIICHUBACTCS:
— TIOJIHOTOM MCITOJIb30BaHUS padoT 1Mo mpobiieme;
— TpUBJICYCHUEM HanWOoyiee M3BECTHBIX M HOBEHIIMX paboT Mo mpodiaeme
(>KypHanbHbIE MyOIMKAINNA, MaTepHabl COOPHUKOB HaYYHBIX TPYAOB U T.1.).
3. CoGmronenue TpeboBaHUi K 0OPMIICHUIO OMIPEICIIACTCA:
— MpaBWIBHBIM 0()OPMIICHUEM CCBUIOK Ha MCTIOIb3YEMYIO JTUTEPATYPY;
— OILICHKOW IPaMOTHOCTH U KYJIbTYPBI U3JI0KEHHUS;
— BJIAJICHUEM TEPMUHOJIOTHEN U MOHATUHHBIM anapaToM NpoOIeMbl;
— cobOmrogeHneM TpeboBaHMil K 00beMy pedepara;
— KyJIbTYpol 0(pOpMIICHUS.
3awguma peghepama
Pedepatbl 0OBIYHO MPEACTABISIOTCA Ha 3aKIIOYUTENBHOM JTare W3y4eHHUs
AUCHMIUIMHBl KaK Ppe3yJbTaT HMTOrOBOM CaMOCTOSITENbHOM paboThl CTYy/AEHTA.
3ammTta pedepara  OCYIIECTBISETCS WJIM HAa  AyAUTOPHBIX  3aHATHUSAX,
MPEeIyCMOTPEHHBIX YU€OHBIM IIAHOM.
Eciu pedepar moapazymeBaeT myOJIHUHYIO 3alIUTy, TO BBICTYHAIOIIEMY
cieAyeT 3apaHee MOJATOTOBUTbCS K  pedepaTUBHOMY  COOOIICHUIO, a
MPETOAaBATEI0 U BO3MOKHBIM ONTIOHEHTaM — 03HAKOMUTBCS C pabOTOM.
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PedepatuBHoe cooOiieHne oTauyaeTcs OT caMoro pedepara Mmpexiae BCEro
00BEMOM U CTHJIEM M3JI0KEHUS, T.K. YUUTHIBAIOTCS OCOOEHHOCTH YCTHOW HAYYHOU
peurn u nyOJMYHOrO BBICTYIUIEHHMS B LeloM. B pedepatuBHOM co0OIIEHUN
cojiepkanue pedepara MpeacTaBiseTcss ToApPoOHO (WM KPaTKO) U, KaK MPaBuIo,
BHE OILICHKH, T.€. M3JIOKEHUE TMpUoOpeTaeT OO30pHBIM XapakTep W peuaeT
KOMMYHUKATHBHYIO 3a/lauy (mepefaTh B YCTHOH (opme uH(pOpMaIio, KOTopas
J0JKHA OBITh BOCIPHUHSTA CIIyLIATeNAMH). YUWTHIBas IyOJMYHBINA XapakTep
BBICKa3bIBaHUH, BHICTYNAIOIINI JOJDKEH:

— COCTaBUTbH IJIaH U T€3UCHI BHICTYIUICHMUS;

— KpAaTKo MpeACTaBUTh MPOOIEeMaTHKY, 11€Jlb, CTPYKTYPY U T.I1.;

— obecnevyuTh MOPLMOHHYIO M0/Iayy MaTrepuasa He B COOTBETCTBUM C YACTIMH,
pasnenamu U naparpadaMu, a CErMEHTHPOBAaTh B 3aBUCMMOCTH OT HOBU3HBI
uH(pOpMaLINH;

— co0JIoAaTh YETKOCTh U TOYHOCTh BBIpAXKEHUH, UX MPOU3HECEHUE; 00palaTh
BHMMaHHE Ha MHTOHALIMIO, TEMII, TPOMKOCTb U T.II. 0COOCHHOCTHU MyOJIUYHOTO
BBICTYTLICHUS;

— JIEMOHCTPHUPOBATH MOATOTOBIICHHBIN XapaKTep BbICKA3bIBAaHUH, JOMyCKast, KaK
B JTIFO00M IPpYyroil YCTHOM pedH, CIIOBECHYIO UMITPOBHU3ALIUIO.

Y4eOHO-MeTOAMYEeCKHE YKA3AHUSA K BbINOJHEHUIO TECTOBBIX 3aJlaHUM

TecToBBIM KOHTPOJb OTIWYAETCS OT JIPYTHX METOJ0B KOHTPOJS (YCTHBIE U
MUCbMEHHBIE JK3aMEHBI, 3a4€Thl, KOHTPOJbHBIE PAOOTHI W T.II.) TEM, YTO OH
npeAcTaBiIsieT CcoOOW CHNEeNUabHO TOATOTOBJICHHBIM KOHTPOJBHBIA Ha0OOP
3aJJaHUM, MO3BOJISIONIUMN HAJIE)KHO M aJ€KBATHO KOJWYECTBEHHO OICHUTH 3HAHUSA
00yJaromuXxcs MOCPEICTBOM CTATUCTUUECKUX METOIOB.

Bce BhIeykazaHHbIE TMPEUMYIIECTBA TECTOBOTO KOHTPOJIS MOTYT OBIThH
JOCTUTHYTHI JIMIIIH TIPU UCIOJIb30BAHUU TEOPUM MEAArOTMUYECKUX TECTOB, KOTOpas
CJIOKMJIaCh Ha CTBHIKE MEJAAroruky, MCUXOJIOTUH M MaTeMaTUYECKON CTaTUCTHUKHU.
OCHOBHBIMHU JIOCTOMHCTBAMHU MPUMEHEHUSI TECTOBOI'O KOHTPOJIS ABJISIOTCSA:

— OOBEKTUBHOCTH pE3yJIbTATOB IIPOBEPKH, TaK KaK HaJIU4He 3apaHee

ONPEAEIECHHOr0 ATajoHa OTBETa (OTBETOB) KAXKJBIM pa3 MPUBOJAUT K OJTHOMY

Y TOMY K€ pe3yJIbTary;

— moBbImeHHE P(OEKTUBHOCTH KOHTPOJIHUPYIOMICH IEATEILHOCTH CO CTOPOHBI

MPENoaaBaTeNs 32 CYET YBEIMUYEHUS €€ YaCTOThI U PETYJISIPHOCTH;

— BO3MO>XHOCTh aBTOMATH3allUM MPOBEPKH 3HAHWUN YYAIIUXCS, B TOM YHUCIE C

WCMOJIb30BAHUEM KOMITBIOTEPOB;

— BO3MOYKHOCTb HCITOJIb30BaHUS B CUCTEMAaX JUCTAHIIMOHHOTO 00pa30BaHUSI.

Tecm — WHCTPYMEHT, COCTOSIIUM M3 CHCTEMbI TECTOBBIX 3aJaHUN C
OMHUCAaHHBIMU CHCTEMaMH OOpa0OTKM M OIEHKU pe3yjbTaTa, CTaHJIapTHOU
Npoueaypbl MPOBEACHUS W MPOLEAYPhl IS W3MEPEHHS KadyeCTB M CBOWCTB
JIMYHOCTH, H3MEHEHHUE KOTOPBIX BO3MOXKHO B MPOIECCE CHUCTEMATUYECKOTO
00yUYeHMUS.

[IpeuMyIiieCTBO TECTOBOTO KOHTPOJIS COCTOMT B TOM, YTO OH SIBJISIETCS
HAay4yHO OOOCHOBAaHHBIM METOJIOM OJMIIMPHUYECKOTO HCCIEIOBaHUSI W B

38



onpeniesieHHONW cdepe MO3BOJSET MPEOJIONETh YMO3PUTEIbHBIE OLICHKU 3HAHUHN
ctyneHtoB. Cieayer OTMETUTh, YTO 3aJlaHUs, HCIOJIb3yEeMble MHOTHUMH
npenojaBaTes MU M Ha3blBa€Mble UMU TECTOBBIMU, Ha CaMOM JieJie TaKOBBIMU
BOBCE HE SIBIAIOTCSA. B oTinuMuue oT OOBIYHBIX 3ajlady TECTOBBIC 3aJIaHUSI UMEIOT
YETKUM OJTHO3HAYHBIM OTBET M OIIEHMBAIOTCSI CTAHJIAPTHO HAa OCHOBE IleHHUKA. B
cCaMOM TIPOCTOM CJIy4ae OLIEHKa CTYJeHTa €CThb CyMMma OallJIoB 3a MPaBUIHHO
BBITIOJTHEHHBIE 3aJaHus. TecTOBbIE 3aJaHusl JOJKHBI ObITh KPaTKUMH, SCHBIMHU U
KOPPEKTHBIMM, HE  JOMYCKAIOIUMH  JABYCMBICJIEHHOCTH. Cam  &e TecT
MpeacTaBisAeT coOOM CUCTEMY 3aJaHMil Bo3pacTaromieil TpyaHocTu. TecToBbiit
KOHTPOJIb MOXET NPHUMEHSATHCS KaK CpEeJICTBO TEKYIIEero, TeMAaTHYeCKOTO U
PYOEKHOTO KOHTPOJIS, @ B HEKOTOPHIX CITydasiX U UTOTOBOTO.

Tekyiee TeCTUpOBaHUE OCYIIECTBISACTCS MOCTE U3YYCHHUS! OTIEIBLHON TEMBI
WK Tpynnbl TeM. Tekyliee TeCTUpOBAaHHE, MPEkKIE BCEro, SBISETCS OJHUM U3
AJIEMEHTOB CAMOKOHTPOJI M 3aKpeIyIeHUs CIyIIaTesieM MPOWJIEHHOTO Y4eOHOTro
MaTepuana.

Buowt mecmoswix 3a0anuii

TectoBoe 3amanne (T3) MoxkeT ObITH IPEACTABICHO B OJHOU U3 CIICAYIOIINX
CTaHJAPTU3UPOBAHHBIX (POpPM:
— 3akpeiTtoe T3, mpenrnosnararoiiee BbIOOp OTBETOB (MCHBITYEMbIH BbIOMpaET
NPaBWIBHBIA OTBET (OTBETHI) M3 YKCJIAa TOTOBBIX, MpEJjIaraeéMblX B 3aJaHUU
TecTa);
— oTtkpeiToe T3 (MchbITYyeMbIil caM (OpMYNHpPYET KpPAaTKUW WIH pa3BepHYTHIN
OTBET);
— T3 Ha ycTaHOBIIEHHE NPABUIBHOM MOCIEA0BATEIBHOCTH;
— T3 Ha ycTaHOBIIEHHE COOTBETCTBUS MEXKIY FJIEMEHTAMU JABYX MHOKECTB.
3akpeimoe mecmosoe 3adanue
3akpeiToe T3 COCTOMT M3 HEMOJIHOTO TECTOBOIO YTBEPKICHUS C OJHUM
KJIFOUEBBIM 3JIEMEHTOM U MHOXECTBOM JOMYCTUMBIX BapUAaHTOB OTBETOB, OJIMH
WIN HECKOJIBKO W3 KOTOPBIX SIBIAIOTCA IMPAaBUJIbHBIMH. TE€CTUPYEMBI CTYAEHT
OmpeNieNiseT NPaBUIbHBIE OTBETHI M3 JAaHHOTO MHOXECTBAa. PekoMeHayeTcsl MATh
WM IIeCTh BapUaHTOB OTBETOB, W3 KOTOPBIX JBa WIM TPHU SIBISIOTCS
MIPaBUJIbHBIMH.

Omkpvimoe mecmogoe 3adanue

OtkpeiToe T3 vMeeT BU HEMOJIHOTO YTBEPKICHUS, B KOTOPOM OTCYTCTBYET
OJIMH WU HECKOJBKO KIIOUEBBIX OJIIEMEHTOB M TpeOyeT CaMOCTOSTEIbHOM
(bOpMyITHPOBKH OTBETa TECTHPYyeMOro. B KadecTBe OTCYTCTBYIONMIUX KIFOYEBBIX
AJIEMEHTOB MOTYT OBITh: 4YHCIIO, OyKBa, CJIOBO WJIH cloBocodeTtanue. [lpu
dbopMynHpOBKE 3a/aHUs HAa MECTE KJITFOYEBOTO dJEeMEHTa HEOOXOAMMO TOCTABHUTH
MPOYEPK WJIA MHOTOTOUYHE.

Tecmogoe 3a0anue Ha yCmanosieHue NPasuIbHOU NOC1e008aAMENbHOCHIU

T3 Ha yCTaHOBJIEHHWE TMPABWIBHOM MOCIEAOBATEIBHOCTA COCTOUT W3
OJIHOPOJIHBIX 3JIEMEHTOB HEKOTOPOU TPYMHIbI U YETKOW (POPMYITUPOBKU KPUTEPUS
YOOPSIAOUEHHUSI ITUX PJIEMEHTOB.

Tecmogoe 3a0anue Ha yCmMaHosieHue coomeemcmeus
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T3 Ha yCTaHOBJIEHHE COOTBETCTBUSA COCTOMT W3 JBYX TPyIIl DJIEMEHTOB U
4eTKOM (POpMYITUPOBKH KpUTEPHUSI BHIOOpA COOTBETCTBUS MEXIAy HUMU. BHyTpu
KaXXJIOW TPYNIBI AJIEMEHTHI JOJKHBI ObITh OJHOPOAHBIMU. KOTMYECTBO 271EMEHTOB
BO BTOPOI TpyIIie AOJDKHO MPEBBINIATH KOJIUYECTBO AJIEMEHTOB MEPBOM TPYIIIIbL,
HO He Oozee yeM B 2 pa3za. MakcuMaabHO AOMYCTUMOE KOJIMYECTBO HJIEMEHTOB BO
BTOPOM rpynne He JoJKHO npesbimaTh 10. KonmnuecTBo ke 37€MEHTOB B IEPBOM
IPYIIIE TOKHO OBITh HE MEHEE JIBYX.

Tpebosanusa Kk mecmogvim 3a0aHUAM

Jlnst oGecrieyeHusl aJieKBaTHOCTH OLIEHKU 3HAHUWM TECThl JOJKHBI 00J1a7aTh
CJIECIYIOIIMMHU CBOMCTBAMU:

— TECT JOJDKEH OBITh pPenpe3eHTATHBHBIM C TOYKU 3PEHUS H3Yy4aeMOoro
maTepuasa (OTBETbl Ha BOIPOCHI, IMOCTABJIEHHbIE B TECTE, HE JOJKHBI
BBIXOJIUTH 32 MIPEACbl JAaHHOW y4eOHOU JUCIUILIUHBI);

— TECT JOJKEH ObITh YMECTHBIM: (OPMYIMPOBKA U COCTAB BOMPOCOB JOJIKHBI
COOTBETCTBOBATh OCHOBHOW 1€ JUCHMIUIMHBI (P TECTUPOBAHUHU MO
ONpENIEICHHON TEME BOIIPOCHI IOJ>KHBI COOTBETCTBOBATH OJTHOM U3 OCHOBHBIX
3a/1a4 TUCIUIUIMHBI, YIOMSHYTBHIX B TIpOrpaMMe Kypca);

— TECT JOJDKEH OBITh 00bEKTHBHBIM, YTO 3aKIIOYAaeTCS B HEHU30EKHOCTH
BbIOOpa TPABUJIBLHOTO BapuWaHTa OTBETAa PA3IUYHBIMU OSKCIEPTAaMH, a HE
TOJIBKO IIPENOIABATEIEM, OCTABUBIINM TECT;

— TECT JOJDKEH OBITh crneuu(UYHBIM, T.€. B TECT€ HE JIOJDKHO OBITh TaKUX
BOMNPOCOB, HAa KOTOpPhIE MOTI Obl OTBETHTHh YEJOBEK, HE 3HAIOMIMKA TaHHOMN
JTUCIUIUIMHBI, HO 00JIaIal0IIUNA TOCTATOYHOU SpYIUIIUEH;

— TECT JOJDKEH OBITh OMEePATHBHBIM, YTO MPEAYCMAaTPUBAET BO3MOXKHOCTH
OBICTPOrO OTBETA HA OTACNIBHBIN BOIPOC, TOATOMY BOIIPOCH! (HOPMYITUPYIOTCS
KOPOTKO M TMPOCTO M HE JOJDKHBI BKJIIOYATh PEAKO MCIOJIb3YEMBIE CIIOBA,
KOHEYHO, €CJIM JTU CJOBa HE SBISIOTCSA MOHATHSIMHU, 3HAHUE KOTOPBIX
IPEyCMOTPEHO B yU4eOHOM TUCIUTIIIUHE.
llepeuucnennvlie  ceolicmea  mecmogviX  3a0aHuli  0becneyugarom

HeoOX00UMblUL KAYeCmBEeHHbll YPOBeHb NPOBEOeHUs UMO0208020 KOHMPOJS, K
KOMOPOMY NpedbAsIAmcs ciedyrouue mpeoosanus.

[Ipouecc TecTHpoBaHUS JOMKEH OBITh BAJMIAHBIM (3HAYUMBIM), KOTZa
pe3yabTaThl MOATBEPKAAIOT KOHKPETHBIE HABBIKM W 3HAHUSA, KOTOPBIE 3K3aMEH
MOJAPa3yMEBAET IIPOBEPHUTb.

TectupoBaHue sBISETCS 00bEKTHBHBIM, €CIM PE3YJIbTaThl HE OTPAKAIOT
MHEHUS WIN CHUCXOAUTEIbHOCTD MPOBEPSIOLIETO.

YOenutbcsi B HAMAEKHOCTH TECTUPOBAHUS MOXKHO, €CIM PE3YNIbTAThI
MMOBTOPHO MOJTBEPKICHbBI MOCIEAYIOIMNMU KOHTPOIBHBIMU MEPONPUATUSIMHU.

P PeKTUBHOCTh TECTUPOBAHUS OINPEACISAETCS, €CIM €ro BBIMOJHEHUE WU
OLICHMBAHME HE 3aHUMAET OOJIbIlIE BPEMEHU WJIU JEHET, Y4eM HEOOXOANMO.

TectupoBaHue MOXHO CUUTaTh NPHEMJIEMBIM, €CIM CTYIEHTHl U
MPENOaBaTed BOCIHPUHHUMAIOT KOHTPOJIBHOE MEPONPUATHE aJCKBATHO €TO0
3HAYUMOCTH.
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N3yyeHne puHaMuKU Ipolecca IPOBEPKU 3HAHUKA C IIOMOILBIO TECTOB
[I03BOJISICT YCTAHOBUTH WHIMBUIYaJbHOE BpEMs TECTUPOBAHUs Ui KaXXIOIO
KOHKPETHOTO Habopa TecTOBBIX 3aJaHuil. Hepeako Bpemsi TecTMpoOBaHUS IS
Pa3IMYHBIX JUCLUIUIMH YCTAaHABIMBACTCS OJUHAKOBBIM HAa OCHOBAHUU HEKOTOPOTO
CTaHJapTa, He MPUHUMAsI BO BHUMaHUE ClIeUU(PUKY KOHKPETHOMN NUCLIMIUIUHEI U €€
paszeia.

YkazaHus 10 NOATOTOBKE K YK3aMeEHY
@opMON UTOrOBOIO KOHTPOJISI 3HAHUW U YMEHHUU, MOJYYEHHBIX B IIPOLECCE
U3YUYCHUS JUCLUIUIMHBI SBJISAECTCS DK3aMEH.
DK3aMEH JaeT BO3MOKHOCTb IIPENOAAaBATEIIO:
— BBIICHUTH  ypOBEHb  OCBOCHHSA  CTYJE€HTaMH Y4eOHOM  IpOrpamMMbl

IUCIMILIAHEI,
— OILICHUTH ()OPMUPOBAHUE Y CTYJICHTOB OINpPEJICICHHBIX 3HAHUM U HABBIKOB UX
UCIIOJIb30BaHMUS,  HEOOXOAUMBIX M JIOCTAaTOYHBIX  JUIsl  Oyayiie

npodeccroHaIbHON JeATeTbHOCTH;

— OILICHUTh YMEHHE CTYJCHTOB TBOPYECKH MBICIUTh U JIOTUYECKH MPABUIBHO
u3JlaraTh OTBETHI HA MTOCTABIICHHBIC BOIIPOCHI.

[Ipu moAroTOBKE K dK3aMEHY HEO0OXOIUMO OPUEHTHPOBATHCS HA KOHCIIEKTHI
JEKIUi, peKoMeHAyemyr iureparypy u Ap. Crmada sk3aMeHa MpeAnoJiaraet
NOJIHOE TOHMMAaHHE, 3allOMUHAHHE W NPUMEHEHHE H3YYEHHOIO0 Marepuaja Ha
npakTuke. [ ycnenHoi moAroToBKY K MPOMEXKYTOUYHOM aTTECTAllMU CTyAEHTaM
HEOOXOJMMO BHOBb OOpaTUThCS K MpoifeHHOMY Martepuany. Jluteparypa ans
MOJIFOTOBKM K 9K3aMEHY PEKOMEHJIyeTcsl NpernojaBareieM, Ju00 yKazaHa B
paboueit mporpaMMe 1Mo JUCIUTUTHHE.

[Ipy moAroTOBKE K NPOMEKYTOUHOM aTTECTAallMd B KayeCcTBE OPHUEHTUpPA
CTyIEHT MOXET UCIIOJNb30BaTh IMEPEYEHb KOHTPOJBHBIX BOIPOCOB IS
caMornpoBepkHu. [IoAroToBKka OTBETOB Ha 3TH BOIPOCHI ITO3BOJIUT:

— BBIACHUTH YPOBEHb OCBOCHHUS CTYACHTAMH YUEOHBIX MPOTPaAMM;

— OIEHUTH (POPMHUPOBAHUE Y CTYACHTOB OINPEICICHHBIX 3HAHUI M HaBBIKOB MX
UCTIONIb30BaHMS,  HEOOXOAMMBIX WM JOCTaTOYHBIX I Oymyrieit
npodeccuoHaIbHON 1eITeTbHOCTH;

— OLICHUTh YMEHHE CTYACHTOB TBOPYECKH MBICIUTH U JIOTUYECKH MPABUIBHO
U3JIaraThb OTBETHI HA MTOCTABJICHHBIE BOIPOCHI.

OneHka 3HaHWN CTYACHTOB MOJDKHA OMHPATHCS HA CTPOTO OOBEKTHBHBIC
KpUTEPHUH, HAYYHO 0OOCHOBAHHBIE TIEAArOT KON M 00s3aTEeIbHBIE /IS BHITTOJTHCHHUS
BCEX MPENOAABATEICH.

Cpenu Takux KpUTEPUEB BAKHEHUIIMMHU SBIISIIOTCS MPUHIMIBL MOAXO0Ja K
onleHke. B HamOonee oOmeM BuAe 3TH NPUHUUIBI MOXHO MPEACTaBUTH
CJIETYIOIITIM 00pa3oM:

— riyOOKue 3HaHMs U TIOHUMaHHE CYIIECTBa BOMPOCA, HO HE BCEX €ro JeTalei,
a JINIIb OCHOBHBIX;

— CTENEeHb CO3HATEIBHOIO0 U TBOPUYECKOTO YCBOCHHUS M3yUYaeMbIX HaAyK Kak 0a3bl
JUYHBIX YOXKICHUN U TIOJIE3HBIX OOIIECTBY JEUCTBUI;
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— MOHMMAaHUE CYIIHOCTH HayKH, MECTa KaxJOW TeMbl B oOLIEM Kypce U €€
CBSA3U C NMPEABIAYIIMMH U MOCIEIYIOINMHA TEMAMH;

— BBIJICJICHUE KOPEHHBIX MPOOJIEM HAyKW M YMEHHUE MPABUIBHO HCIOIb30BATh
3TO 3HAHUE B CAMOCTOATEIILHOM HAy4YHOH ACATEIIBHOCTH WIM NPAKTUYECKOU
paboTe Mo crnerualIbHOCTH.

DOK3aME€H MOXKET TMpPOBOJUTHCS B YCTHOM, NHUCbMEHHOM ¢opMe U ¢
IIPUMEHEHUEM TECTOB. DK3aMEH MPOBOJUTCS MO BOIPOCAM, OXBAThIBAIOLIUM BECH
NpOMACHHBIM Martepuan. 110 OKOH4YaHUIO 3K3aMEHa IpernoaaBaTelb MOXKET 3a4aTh
CTYZIEHTY JONOJIHUTENIbHBIE U YTOUHSIOIIHUE BOIPOCHI.

CryaeHTaMm HEOOXOJMMO TINATEIBHO TOTOBUTHCA K HMTOrOBOMY 3K3aMEHY.
IIporniecc MOAroTOBKM K UTOTOBOMY 3K3aMEHY HAUMHAETCA, MO CYLIECTBY, C CAMOTO
nepBoro srana u3yudeHus npeamera. OH BKJIIOYAeT B Ce0S CAMOCTOSITENBbHYIO
paboTy HaJ pEeKOMEHJIOBaHHOHN nuTeparypoil. Kak mpaBuio, oH HauMHaeTCs 3a
NoJITOpa-ABa Mecsla A0 3K3aMEHAUMOHHON ceccuM. M3yuuB M 3aKOHCIIEKTHPOBAB
PEKOMEHIOBaHHbIE MCTOYHUKHU, BBITIOJHUB MPETyCMOTPEHHBIE YYEOHBIM ILJIAHOM
NUCbMEHHBbIE pabOThl M HMMes peleH3UMH Ha HHUX, CTYACHT HauyuHaeT
HEMOCPEJICTBEHHYIO MOATOTOBKY K 3K3aMEHy C TINATEIhbHOM OTpabOTKH Kypca B
COOTBETCTBUM € TpeOOBaHUSAMH y4eOHOH MpPOrpaMMbl U BBIIOJIHEHHS
pEKOMEHAAMi MpenoaaBarTelis, AaHHBIX B perneH3ur. Ha 3Tom »Tame cTyaeHT
JIOJKEH TMOBTOPUTHh M3YYEHHOE MO YYEOHHKaM M y4eOHBIM MOCOOHUSIM, JIMYHBIM
KOHCIIEKTaM, 3amucsiM JIeKIud u JapyruMm Marepuanam. [lpu 3ToM ocoboe
BHUMaHUE JOJDKHO OBITh OOpAllleHO Ha TIHIATEeNIbHYI0 OTPa0OTKY Te€X KOHKPETHBIX
BOMPOCOB U TeM YUEOHOI MPOrpaMMbl, KOTOpbIE ¢J1a00 YCBOEHBI.

[Ipy moBTOpeHHHM MaTepuana Iepel, UTOTOBBIM 3K3aMEHOM HeoOXxoauma
CaMOITPOBEPKA WJIM B3aMMHasl MPOBEpPKA 3HAHUN. B 3TOM ciydae 1o Kaxxaou teMe
HAJI0 €1l pa3 XOPOLIO IPOAYyMaTh MaTepuaj, HAUTU COOTBETCTBYIOLINE CTATbU U3
HOPMAaTUBHBIX aKTOB, MO00paTh MpuUMepbl. BrionHe ce0s onmpaBabIBaeT rpyImnoBas
B3aWMHas mpoBepka. JJis 3Toro pekomMeHayercs coouparbes mo 3-4 uenoBeka U
IPOBOAUTH Pa3zdoop BOMPOCOB MO Kypcy. DK3aMeH MpoBoJUTCA 1o Omneram. Eciu
KaKoW-TM00 U3 MOCTABJIICHHBIX B OWJIETE BONPOCOB CTYJIEHTY KAXKETCA HESCHBIM,
OH MOXET OOpaTUThCS K IIpernojaBaTeNlio 3a pazbsicHeHueM. llonb3oBarbes
HaIVAHBIMU TIOCOOMSIMM, CJIOBApsIMA WM CIPAaBOYHUKAMH MOYKHO TOJIBKO C
paspeuienus npenoaasarend. [Ipy moaroToBke K OTBETY, a TAKKE IPU OTBETE HE
00s13aTeIbHO MPUAEPKUBATHCS TOW MOCIE0BATEIFHOCTH BOIIPOCOB, KOTOpasi AaHa
B Omierax. 3amucu OTBETOB JIyUllle JIeJaTh B BUJIE€ Pa3BEPHYTOr0 IJIaHa, X MOKHO
JOTIOJIHUTE U paMu, IpuMepaMu, (pakTaMu, a TAK)KE COCIIAThCSl Ha HEOOXOAUMBbIE
HOPMAaTUBHBIE AKThl U IPYTHE UCTOUYHMKHU.

OTBeT nomkeH ObITH MOCTpPOeH B (opMe CBOOOAHOIrO pacckasa. BaxHo He
TOJIBKO BEPHO M3JI0KUTh COOTBETCTBYIOILEE MOJIOXKEHUE, HO U AaTh €ro riiy0oKoe
TeopeThueckoe obocHoBaHue. Ilpum oTBetax Hamo u3OeraTth  OOJBIINUX
BBICTYIUUIEHUH, OTKJIOHEHUH OT CYILECTBA BOIIPOCOB, HO HE CIEAYET BAABATHCS U B
TaKyl0 KpPaWHOCTb, KaK IIOTOHS 3a KpaTKOCThO. TakoW OTBET HE pPacCKpOeT
COJZIEpKaHMsI BOIIPOCA M HE JACT BO3MOKHOCTH IPETIOIABATENIO IPABUIIBHO CYIUTh
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0 3HaHMAX CTyJeHTa. [lociie 0TBETOB Ha BOIPOCHI OMieTa MPEenogaBaTeslb MOXKET
3a/1aTh JONOJIHUTENbHBIE BOIIPOCHI, HA KOTOPBIE CTYAEHT 00513aH OTBETUTD.

DK3aMEHaTOp OLICHUBAET 3HAHMS MO YEThIPEXOAUIBHON CUCTEME: «OTIUYHOY,
«XOPOIIO», «YAOBIIETBOPUTEIBHOY, «HEYOBIETBOPUTEIBHO. Bcee
MOJIOKUTENIbHBIE OLIEHKH 3alHiChIBAIOTCA B JK3aMEHAIIMOHHYIO BEJOMOCTb U
3aUeTHYI0 KHWKKY. HeynoBieTBopUTENnbHbIE OLEHKH MPOCTABIAIOTCS B
HK3aMEHALMOHHYIO BEJOMOCTb.
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10. Ilepeyenb HHGPOPMALMOHHBIX TEXHOJIOT Ui, HCIOJIb3yeMbIX NPH
OCYLIECTBJICHHH 00Pa30BATEIBLHOIO MPoLecca M0 AUCHUILINHE, BKIIYas
nepeYyeHb MNPOrpaMMHOI0 odecnedyeHust U HH(POPMALUOHHBIX CIIPABOYHBIX
cUcTeM

[Ipu ocymecTBiICHHH 00Pa30BATEIIBHOTO TPOIECCa HCIOJIB3YeTCS  Ps
MH(QOPMAIIMOHHBIX TEXHOJOTHN  OO0EeCleueHUs JIUCTAHIIMOHHOTO OO0ydeHwUs,
BKJIIOYAIOIIMI, HO HE HMCUEPIBIBAIOIIMIICS, TEXHOJOTUSMU OHIAH U odduaiin
pacrpocTpaHeHus: o0pa3oBaTesibHON HHPOpMaIK (ITOYTOBAsT PACChUIKA MEYATHBIX
MaTEepHaioB W  OJIAHKOB  TECTUPOBAHUS WM  DJEKTPOHHBIX  BEPCHM
o0pa3oBaTeIbHBIX MAaTEPHAIOB Ha (YU3UYCCKUX HOCUTEISIX, JTUOO0 WHTEPAKTUBHBIH
JOCTyI K MarepuajgaM 4Yepe3 HHTEPHET, JOCTYH K JJICKTPOHHO-OMOJINOTCUYHBIM
CUCTEMaM  HWHCTUTYTa W  CTOPOHHUX  IIOCTaBIIUKOB),  TEXHOJOTHUSIMH
B3aMMOJICHCTBHS CTYJICHTOB C TIperojaBareieM (BUICO-JICKIIMU W CEMUHApHI,
I'PYNIIOBBIC ¥ MHIMBHUIYAIbHBIC KOHCYJBTAIIMHA YE€PE3 HHTCPHET, MHIANBUIYaTbHBIC
KOHCYJIbTAllMA IO Tele(POHY), TEXHOJOTHUAMH O0pPa30BaTCIIbHOIO KOHTPOJIS
(MHTepaKTHBHBIC OHJIAHH TECThI B MHTEPHET, 0P daliH TECTHI C HUCIIOJIb30BAaHUEM
NIEPCOHAIBHBIX MTEYaTHBIX OJIAHKOB).

Jist  peanu3an  yKa3aHHBIX ~ TEXHOJOTHMH  MCIIOJB3YETCS  Habop
IPOrpaMMHOTr0 OOecrieyeHus U MH(POPMALIMOHHBIX CHCTEM, BKIIIOUYAIOIIUNA, HO HE
OTPaHUYUBAIOIIUIICS, CIEIYIOUIUM CITUCKOM.

e ornepanuoHHbie cucteMbl Microsoft Windows (paznuuHbIx Bepcuit);

e onepanuonHas cuctema GNU/Linux;

e cBoOoaHbIN (hucHBIHM makeT LibreOffice;

e cucTema ympaBicHHS mporieccom oOyuenus «Lete e-Learning Suite»

(coOcTBeHHAs pa3paboTKa);

® cucTeMa  HHTEpPaKTUBHOTO  OHJIAMH  TeCcTHpoBaHUA  (COOCTBEHHas

pa3paboTka);

e cucreMa TeneOHHON MOAAECPNKKA M KOHCYIbTAIIUH COTPYAHUKAMH KOJUI-
nentpa «llenTpanbhas cimyx0a moanepKku» (coOCTBEHHas pa3paboTKa);
cuctema onJaiiH Buaeo kondpepenmnuit Adobe Connect;
AIEKTPOHHO-OUOIMOTEeUHAs cucTeMa «ANOyKe»;

ANEKTPOHHO-OnbOMMoTeuHas cucrema «3marenscrBa «JIaHb;
UHTEpHET-Bepcus crpaBouHuka «KoHcynpranTlLrocy;

IPUIIOKCHUE TJIA MOOUIBHBIX YCTPOMCTB «KoHcynbtanTlnioc: CTyAeHT»;
unsle UCC.
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11. Onucanue MaTepuaIbLHO-TeXHUYECKOH 0a3bl, HEOOXOAUMOM 1151
OCyLIeCTBJIEHUSI 00Pa30BaTEJbHOI0 MPOLEcca M0 AUCHHUILJIMHE

AynutopHas 6a3a (JIEKUMOHHAsl ayJUTOpHUSA, AYAUTOPHUS AJiA MPOBEACHUS

MPAKTUYECKUX 3aHATUH, BUPTyaJbHbIE KIIACCHBIE KOMHATBhl Ha IOpTaie

P®ON)

OpraHu3alMOHHO-TEXHUYECKUE CPEICTBA M ayIHOBU3YaJbHbBINA (OHIOBBIM

MaTepuall, MyJIbTUMEIUHHOE 000pYyJOBaHUE.

Kommnektsl BugeopunbmoB, ayauokuHur, CD-nuckoB mno mnpoOGiemam

JTUCIUIUIMHBI.

HNuTepHer.
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