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NOACHHUTEJBHAS 3ATTMCKA

1. lenb 1 3aga4n H3YYeHHS JUCHHIIJIHHBI
[les1bl0 OCBOEHHS AMCIUIUIMHBI «YIpaBjieHUe KaJpOBOH [ESTeIbHOCTBION
SIBJIsIETCS] MPHOOpeTeHrne 3HAHHH W HABBIKOB, HEOOXOIUMBIX IJIs (POPMHUPOBAHUS
LEJOCTHOIO INPEJICTAaBIeHHUsT O KaJpoOBOM JEJIONPOM3BOACTBE KaK OJHOIO U3
HEOOXOJMMBIX 3JIEMEHTOB CHCTEMBl YIIPABJICHUS MPEANPUATHEM, a TaKKe
pa3BHTHE HAaBBIKOB BEACHHUSI KaJpOBOH JOKYMEHTAlUH, KakK OJHOr0 M3
OCHOBOIIOJIAraroIINX MPo(ecCHOHAIBHBIX KaueCTB.
3a/lauy U3ydeHUs JUCLIUIUIMHBL:
— O3HaKOMJIEHHE OOYYalIIUXCcsd C 3aKOHOJATEeNbCTBOM, pEryJHUpPYIOLLIUM
KaJpOBYIO €SITeIbHOCTh OpTaHU3alllH;
— M3yuYeHHEe OCHOBHBIX MPUEMOB YIPaBJICHUS KalpOBOil 1eATeIIbHOCTBIO;
— OCBOEHHE CIIYIIATeIsIMH OCOOEHHOCTEeH NOKYMEHTOB MpH padoTe B oTjele
KaJIpOB U MIPaBOINUCAHHUS NIPH UX COCTABJIEHUHN.

2. Ilepeyenb naHUpyeMbIX pPe3y/ibTATOB 00yU4eHHs 10 AHCUHILIHHE,
COOTHEeCeHHbIE ¢ MJIAHHPYEMbIMH pe3yJIbTATAMH OCBOECHHSI OCHOBHOIi
npogeccHoHaNIbLHOI 00pa3oBaTe/IbHOH NPOrpPaMMBbI

Ilponiecc  M3yuveHuss JAUCUMIUIMHBI — HampasjieH Ha  (opMmHpoBaHHE
CIEAYIOLMX KOMIETCHUMM:

- CIOCOOHOCTh MCMOJB30BATh OCHOBBI 9KOHOMMYECKHX 3HAHWH B pa3jIMUHBIX
cthepax mgesrensHocTd (OK-3);

- CcrnocoOHOCTH paboTaTh B  KOJUIEKTMBE, TOJIEPAHTHO BOCIPHHHUMAsI
colLMalibHble, dTHUYEeCKHe, KOH(eccHoHaNbHble U KyIbTypHBIe pasimnuns (OK-5);

- CIOCOOHOCTH WCIOJB30BAaTh OCHOBBI IPABOBBIX 3HAHUH B Pa3inYHbIX
chepax nesrensHocT (OK-06);

- crocOoOHOCTh K caMoopranu3aium 1 camooopaszonanuio (OK-7);

- crocoOHOCTH  peliaTh  CTaHAApTHBIE — 3afadyd  npodeccroHanbHOM
JesTeIbHOCTH Ha OCHOBe MH(pOpMalMoHHOH M Oubnnorpaduueckoil KyabTypshl €
nOpuMeHeHHeM MH(OPMALMOHHO-KOMMYHHMKAI[MOHHBIX TEXHOJIOIMH W € y4eTroMm
OCHOBHBIX TpeboBanuii mH(popmaronHoi 6e3onacHoctu (OITK-1);

- crnocoOHOCTh OCYHIECTBISTH cOop, aHanmM3 W 00pabOTKy MaHHBIX,
HeO0OXOUMBIX IJIs pelleHns npodeccuonanbibix 3anad (OITK-2);

- CNocOOHOCTh, WCMOJNB3YS OTEUECTBEHHbIE W 3apyOerkHble HMCTOYHHKH
uHpopMalK, coOpaTh HEOOXOAHWMBIe [aHHblE [POAHATU3UPOBATH WX H
MOArOoTOBUTH MH(OPMAIIMOHHBINH 0030p W/nimm ananutudeckuii otuet (11K-7);

- CIIOCODHOCTBL  HUCIIOJIL30BaTh  JUIsl  pelleHHs  aHaJIUTHYeCKUX |
HCC/IeIOBATeNILCKUX — 3a7a4  COBpPEeMEHHble  TEeXHUYEeCKHe  CpeACTBa W
nH(popmarronubie Texnonorud (I1K-8);

- CIIOCOOHOCTh OpraHM30BaTh AESITENBHOCTbh MAJIOH TPYIIbl, CO3AAHHONW JIJis
peasin3aluu KOHKPETHOro 3KkoHOMHueckoro npoekra (ITK-9);

- CHOCOOHOCTH MCHOJB30BaTh Il pelIeHus KOMMYHHUKATHUBHBIX 3aiad
COBPEMEHHBIE TEXHUUECKHE CPeICTRA M MH(popMauuonnbie Texnonoruu (ITK-10);




- CITOCOOHOCTE ~ KPHUTHYECKH OLICHUTH npeajaracmole BapUaHThI
YIIPaBIeHYeCKUX pelieHni W pa3paboTaTh M 0DOCHOBATH MPEUIOKEHUS T10 HX
COBEpILEHCTBOBAHUIO ¢  YYeTOM  KPUTEPHEB  COLMAIbHO-DKOHOMHYECKOH
> PEeKTHBHOCTH, PUCKOB U BO3MOXKHBIX COLHANbHO-PKOHOMHYECKHX MOCIECTBUM
(TIK-11).

B pesynbraTe u3yueHHs AHCLUIIIMHBL 00y4aloLUKCst TOKEH:

3HaTh:

— HOpPMaTHBHO-IIPaBOBYIO 6a3y KaapoBoro jeionpoussoactsa B PO (3-1);

— roCyJapCTBEHHBIE CTAHJIAPThl, PerjJaMeHTUPYIOIHe BOMPOCHI CO3AaHMs,
TEXHOJIOTHIO 00pabOTKK M XpaHeHUs KaJIpoBOi ToKyMeHTauuu (3-2);

— OCHOBbI OpraHu3aluu Jo0KyMeHToodopora (3-3);

— OCHOBHBIE NIPaBMJIAa W IMOJAXOJbl K ITOCTAHOBKE TEKYLIEro W apXUBHOTO
XpaHeHHs JOKyMEHTOB I10 JIMUHOMY cocTaBy (3-4);

— mepcreKTUBHBIE TEHISHIWH  palMOHANM3alUMu ¥ KOMITbIOTepU3aluy
COBPEMEHHOI CHCTEMBI ayJIuTa YelOBEYECKMX pPeCypCOB H IHarHOCTHKH
OpraHu3alMOHHON KyIbTYpHI (3-5).

YMers:

— paspabarbiBaTh U OQOPMILITE KaJpOBYIO IOKyMeHTauuio (Y-1);

— BECTH JOKyMEHTALHIO MO JIMYHOMY COCTaBy, TPYIOBEIM OTHOLIEHHSM (Y -2);

— aHANM3MPOBAThH W CHCTEMATH3MPOBATh MHPOPMALUIO [0 OpraHU3alHy
XpaHeHus JOKYMEHTOB, COJICPIKAILMX NepCOHaNbHBIC JaHHBIE, COOMIONATH
OCHOBHBIE TpeboBaHms HH(POpMaHoHHOH Oe3onacHocTH (Y-3);

— CaMOCTOATENILHO pa3padaTblBaTh HOPMATHBHO-METOIMYECKHE JOKYMEHTBI
apXHBOB IO TUYHOMY cocTaBy (Y-4);

— OCYILECTBJIATH W OPraHU30BBIBATH TEKyllee XpaHEeHHE [OKyMEHTOB IO
JMYHOMY COCTaBY, OKCMEpPTHU3y LEHHOCTH, IOJANOTOBKY K apXuBalWu H
Apyrue BUIBI paboT Mo KaapoBOMY AeNONPOM3BOACTBY (Y-5);

— CaMOCTOSATEILHO COCTABJIATh U paboTaTh C HAYUYHO-CIIPABOYHLIM armnaparoM
1o KaapoBoit nesrenbHocTH (Y-6).

Braners.
— TeopeTHYeCKUM HHCTPYMEHTapHEM KaJpoBOro AelonpoussoacTsa (B-1);

— TePMUHOIOTHYECKMM MHCTPYMEHTapHeM KaJIpoBOro AeIonpon3soiactsa (B-2);
— COBpeMEeHHBIMH TEXHOJIOTHUSMH YIIpaBiieHus nepconanom (B-3).

3. Mecro aucunminnsl B crpykrype OIIOIT BO
JlpcumrnuHa SBAseTcs 00s3aTeNbHON JIMCUMIUITMHON BapHaTUBHOM YacTh
OI10I1 BO.
K ucxoaspiM TpeOOBaHUSAM, HEOOXOOUMBIM JUIsl M3YUEHHS IHCLMILINHGI
«YrpaBieHue KaJpoBOit JIesITeNIbHOCTBIOY, OTHOCSATCS 3HAHMS, YMEHUsSI U HABBIKH,



chopMHUpOBaHHBIE B  XOJ€ U3y4UEHUs JIMCLMIUIMHBL  «JlOKYyMEHTalHOHHOE
obecrnieyeHue ynpaBIeHUI».

3Hanus, HONYyUeHHbIE B pe3ysbrarte W3ydeHus JNaHHOH JUCLMIUINHBL, OyayT
10JIe3HbI 17151 IpodeccHoHaNbHOM esTensHocTr Oyayiuero 0akanaBpa U HO3BOJHT
eMy OCYILECTBIISATh KBATM(HIUPOBAHHbIE NCHCTBUS U MPUHMUMATL OOOCHOBAHHDIC
peleHus B pa3IudHbIX chepax, CBI3aHHBIX ¢ NPO(ECCHOHANBHON e TENIBHOCTBIO.



COJIEP)KAHME JUCHUTLJIMHBI

4. Conep:xaHue JTHCHHILIHHDBI, CTPYKTYPHPOBAHHOE 110 TeMaM (pa3sjeiam) ¢
yKa3aHHeM OTBeJIeHHOI0 HA HUX KOJIHYeCcTBA aKaJeMHYeCKHX HJIH
ACTPOHOMHYECKHX YaCOB H BH/IOB YUeOHbIX 3aHATH I

Cxema pacnpesesieHnsi yueGHOro BpeMeHH 0 BHIAM y4ueOHoii padoThl

Ob1wast Tpy10eMKOCTb AUCLUIUIMHBL IPH 3a04HON (opMe 00yueHus — 4 3aueTHbIe
equHuLbl (144 akaneMuueckux yaca)

Cxema pacnpenesienusi yqe6HOro BpeMeHH [0 C€MeCTPaM H Kypeam

3aounas popma oGyueHus

TpynoemkocTsn, yac
Buapl yuebnoii paGorsl 1 eypi B

Obmas Tpy/10eMKOCTh 144 144
AyautopHas pa6orta - 4
B TOM YHCJIE!
JIEKIIUH 2 2
IPaKTUYeCKUE 3aHSITHSI 2 2
CamocTosiTesibHasi paGora 131 131
IlpomesxyTouHas arrecTanusi (AK3aMeH) o 9




TemaTnueckuii ninan
3aounasn popma oOyuenns

Oobnran B Tom uncae Camocrt | IIpomesx
No Pasaesibl U TeMbI Tpya0em AY/IUTOPHBIX 0fiTeJIb | YTOYHAS
n/n AHCIHIIIHHBI KOCTh, | BCero H3 HHX: Hasn aTrecraly
Hac JIeKIl. | mpakT. | pabora us
OcHoBHBIE IOHATHS
1. | ynpasienus Ka/1poBoii i 2 2 I
JESITEIbHOCTBIO.
Mecto kaznpoBoi ciymObl B
cucreMe yIIpaBJIeHHSI
[IEPCOHAIIOM.
3anaun KajapoBoi cinykObl B 12 12
2. | JOKYMECHTAIHOHHOM
o0ecrieueHuM yHpaBJICHUst
[IEPCOHAJIOM. [TousTe
KaJpoBOTO
JIEJIOTPOU3BOJICTRA.
VauduumpoBannas cucreMa
3. | noxymenrtanuu. Odopmienne i 12
CTYKeOHBIX TOKYMEHTOB.
4 Opranuzanms CILyKOBr 12 12
JEJIONPOH3ROICTRA
Cucrema pacnopsiuTebHOM | 1 1
5. | IOKyMEHTaIlHH, ee
Ha3HA4YCHUE U COCTAB.
6. Jlenonpon3BocTBo 1o 14 5 5 12
JIMYHOMY COCTABY.
Tabene popM TOKYMEHTOB 1O
7 THIIOBLIM  YIIPaBJIEHYECKUM 12 12
' CUTYAaITHSIM. IMTousitue 0
JOKYMEHTO000pOoTE.
Xapakrepucruka
8. | KOMIUIEKCOB KaJpoBOH 12 b
JIOKYMEHTallHH.
JlorosopHnas,
9. pacnopsauTeIbHas, y4deTHas, 12 2
OTYeTHAas KapoBast
JOKYMCHTAIHSI.
Jloxymentupopanue
10 KaJapoBOi eI TeNbHOCTH. 12 12
" | IlepconanesHas
JIOKYMEHTAIHSI.
11. | TpyoBbIe KHMIKKH. e 12
ITpomeskyTounast arrecranus 9
(9K3ameH) &
Beero 144 - 2 2 131 9
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Conepma}me AHCHMIIJIHHBI

1. OcHOBHBIE NOHSITHT yNPaBJIeHHs1 KAAPOBOH JesiTe/IbHOCTbIO
Mecto nuMcHMIIHHEBL «YTIpaBlieHHe KaJpoBOH [esATeIbHOCTH» B y4eOHOM IUlaHe
cpean apyrux KypcoB. CopepkaHHe OCHOBHBIX MOHATHI JOKYMEHTAaLHOHHOIO
ofecrieyeHus: yMHpaBIeHUs: JCJONPOU3BOJICTBO, JOKYMEHT, HOKYMEHTHPOBaHUE,
nokymeHToo0opoTr. TexHonorust padorsl ¢ moxkymentamu. lOpupuueckas cuia
noxkymenta. Ilomnunuuk jokymenrta. Korus pokymenra. Cucrema JOKyMEHTaLUH.
OpranuzalioHHO-PACIOPS U TENIbHbIC JOKYMEHTHI.
Jluteparypa:
OcHogHast — 1 5
HononuurensHas — 1, 3, 4, 5, 9,10, 11, 13.
Wureprer-pecypce:
http://students.rfei.ru/a/students/library.jspx;
http://pravo.gov.ru;
http://www.consultant.ru;
http://www.edou.ru.
®opmupyemsble komnetrenuu: OK-5; OK-7; OIIK-1, OIIK-2.
Ob6pazoBareiibHble pe3ylibrartel: 3-2, 3-3, V-1, V-2, B-1

2. MecTo KaapoBoii c/1y:O0bI B CHCTEMe Y paBJ/jieHHsl NepCOHAJIOM. 3aJa4H
KaApOBOH ci1yKObI B JOKYMEHTALHOHHOM o0ecrie4eHHH ypaBJ/IeHHS
nepconasiom. IousiTue KagpoBOro AeJIONPOH3BOACTBA.

[lonsiTie ©  ompexaejneHue npouecca JOKYMEHTALMOHHOIO — oOecrnedeHus
yIOpaBJeHHsl [epCOHAJIOM OpraHu3alid, poJb AOKYMEHTOB B YIIPaBJICHYECKOM
fesTeibHOCTH. Ponb M 3amaum  KajzipoBod  ciykObl B cHUcTeMe ylnpaBieHHs

nepconanom. [Toapasaenenust KagpoBoii ciyxObl.

KaapoBble J0KYMEHTBHl KaK COHUAIbHO 3HAuMMble JIOKYMEHThl OpraHu3alui,
peryiupyionme  TpyJoBble TpaBOOTHOLUeHHs. HopMaTuBHbIE  JIOKYMEHTHI,
perynupytoie 3T oTHoueHus: TpyaoBoi kojekc PO, ®ejnepanbHblil 3akon «O0
uHpopMaluKl, HHPOPMAIMOHHBIX TEXHOJNOTHSIX W O 3alliuTe HWHQOpMauuny,
WMHcTpykuusi o BeJEHHUIO TPYIOBBIX KHUXEK, [leHCHOHHOEe 3aKOHOAAaTeIbCTBO,
[Tonoxenne o @enepaiibHoil ciyxbe 3aHsTOCTM POCCUM, YCTABbI U MOJIOKEHUS O
AUCUUIUIMHE (Ha >KeJe3HOJ0POKHOM, BOJIHOM, BO3JYIIHOM TPaHCIOpTe U Jp.).
OcHOBHBIE TTOHATHS U TEPMUHBI.

Jureparypa:

OcnoBHast — 1 — 5

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

WNuTepHeT-pecypc:

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

http://pravo.gov.ru;

http://www.consultant.ru;

http://www.edou.ru.

Gopmupyembie komnerennun: OK-5; OK-6; OK-7; OI'lK-1, OIlK-2; ITK-7.
O6pazoBareinbHble pesynbrarel: Ne-1, 3-2, 3-3, V-1, V-2, B-1



3. Yuuduuupoanuas cucrema JokymenTaunn. Odgopmiienne ciryxeoHbIx
JOKYMEHTOB.

Odopmnenue ciykeOHBIX TOKYMEHTOB B cOOTBeTCTBHHU ¢ Tpedosanusmu ['OCT P
6. 30-2003. I lpaBoBbIe OCHOBBI PETJIAMEHTALIMK BOIIPOCOB O(QOPMIIEHHUS CIyKEOHBIX
nokymentoB, Xapakrepuctuka ['OCT P6. 30-2003. TpeGoBanus K peKkBHU3MTaM
clykeOHBIX JoKyMeHTOB, CocTaBlIeHHe TeKCTOB ClY)KeOHBIX JOKYMEHTOB. SI3bIK 1
CTHJIb CIIYXKEOHBIX JTOKyMeHTOB. (CO0eHHOCTH O(MIMANIBLHO-AENI0BOIO CTHIIS.
Vhorpebnenne  NPONMCHBIX W CTpouHbIX  OykB. CoOcTBeHHBIE — HMEHA.
[eorpaduueckue  HaszBaHws.  HasBawust  rocynapcTB, — aJMHHHCTPATHBHO-
TeppUTOpHAIIbHBIE HauMeHoBaHus. HaumeHOBaHHe Npa3JHUKOB, NMaMSITHBIX JaT,
MaMATHUKOB CTAapHMHBI, NPOM3BENEHHN HCKyccTBa, JMTepaTyphl. EnnHoobpasue
NpUHIKNOB U GopMbI coKpallieHHH. Mcnons30Banue Jucel.
Jlureparypa:
OcHoBHast — 1 — 5
HomnonaurensHas — 1, 3,4, 5, 9,10, 11, 13.
HMurepuer-pecypc:
http://students.rfei.ru/a/students/library.jspx;
http://pravo.gov.ru;
http://www.consultant.ru;
http://www.edou.ru.
dopmupyembie komnereHuuu: OK-5; OK-6; OK-7; OINK-1, OIIK-2; TTK-7.
OGpazoBatenbHble pe3ysbrarsl: 3-1, 3-2, 3-3, V-1, V-2, B-1

4. Opranausanus  cayxobl Aejsonpouspoacrsa. OcCHOBHbIE JOKYMEHTBHI
ynpasjenus nepconanom. TpebGopanusi k pazpadorke H 0(popMJIeHHIO.
CucreMa OpraHU3allMOHHO-NIPABOBON JIOKyMEHTALIMH, €€ Ha3HauYeHHWe W COCTaB.
Cocrasiiedne H oQopMIeHHE OTAC/IbHbIX BHIOB OPraHU3alMOHHO-IIPABOBBIX
NOKYMEHTOB.  YupemuTeJbHbIe JIOKYMEHTBI: Jlorosop, yctaB. CTpyKrypa
yUYpeAUTENLHBIX JOKYMEHTOB, MOPAIOK HX COCTaBJeHUSs M  O(OpPMIIEHHS.
[Tonoxkenne o0 yupexaeHuH (OpraHuzalup), €ro pasjiesibl, XapaKTepUCTHKa,
nopsiiok oopmienus. ITonoxkenne o CTpyKTypHOM NOAPa3AeNeHHH, €r0 pa3iebl,
XapaKTepUCTHKA, MOpsioK opopmieHus. JJommKHOCTHAS MHCTPYKIHS, €€ pa3aebl,
nopsgok opopmienus. 1llratHoe pacmucanue. YHUpUUUpOBaHHas (Qopma
wtaTHoro pacnucanus. [lopsimox  paspabGotku U odopmiaeHHs  LITATHOTO
pacnicanusi. MHcTpykuus, ee CTpyKTypa, nopsaaok odopmiuenus. Ilpasuia,
MOJIOYKEHHS. Bisie

Jlutepartypa:

OcHoBHasgs — 1 — 5
HononuurensHas — 1, 3,4, 5, 9,10, 11, 13.
WuTepHeT-pecype:
http://students.rfei.ru/a/students/library.jspx;
http://pravo.gov.ru;
http://www.consultant.ru;
http://www.edou.ru.



Dopmupyemble komrereniun: OK-3; OK-5; OK-6; OK-7; OIIK-2; I1K-9; I1K-10;
TK-11.
O0pazoBarenbHble pe3ynbratel: 3-1, 3-2, 3-3, V-1, V-2, B-1, B-2

5. Cucrema pacnopsiiuTe/IbHOI JOKYyMEHTAIHH, ee HA3HAYEHHE H COCTaB.
Jlenenune pacrnopsauTeNbHbIX JOKYMEHTOB ¢ ydetoMm cdepsl  AelcTBHS.
JlokymMeHTBI, H3#aBaeMble B  YCIOBUSAX  KOJUIETHANIBHOCTH.  JlOKYMEHTHI,
u3/1aBaeMble B YCIIOBUSIX eIMHOJIIMYHOrO NpUHATUS petneHuid. I[Tpouenypa wznanus
nokyMeHTOB. [Ipouenypa u3nanus B yCIOBUAX KoJuternanbHocTd. CocraBieHue
oopmieHune IMocTaHOBICHMS, pelneHus. Ilpoiienypa u3gaHust B YCIOBHSX B
YCIOBHSX €UHOJIMYHOTO MPUHATHS pelieHuii. Buabl npuka3os, UX cOCTaBlIeHHE U
opopmiienue. Pacniopsikenue, ykazanue.

Juteparypa:

OcHoBHast — 1 — 5

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

Hurtepuert-pecypc: .

http://students.rfei.ru/a/students/ llbrary JSPX;

http://pravo.gov.ru; e —

http://www.consultant.ru;

http://www.edou.ru.

®opmupyembie komnerenuu: OK-5; OK-7; OI'K-1; OI'IK-2; TIK-8; TIK-10.
O6pazoBarenbHble pe3yiabTarsl; 3-1, 3-2, 3-3, V-1, V-2, V-3, V-4, B-1, B-2

6. eJioNpou3BOACTBO N0 JHYHOMY COCTABY.
Opranuzauuonasie  ¢opmbl  paboTbl € JOKyMEHTaMHU: [EHTpaJIM30BaHHas,
NeleHTpalu30BaHHas, cMellaHHas. TUIoBble OpraHu3alHOHHbIE CTPYKTYPBI
Cily:kObl JENONMpPOU3BOACTBA. 3aaul U (PYHKIMH CIIy»Obl Jei0NpOM3BOJICTBA.
DyHKUMK CTPYKTYPHBIX NOJpa3feieHuil Aenonpou3BoAcTBa. JIODKHOCTHOH u
YHMCJIEHHBIM cocTaB ciyObl aenonpousBojcTBa. HopmaTuBHas perjiaMeHTalys
CIIy>K0Bl © eJI0NPOU3BOJICTRA. [Tonoxkenue o cioyxbe AeIONPOU3BOACTRA.
JoipkHOCTHAs UHCTPYKLUMS. MHCTPYKIMS 110 JOKYMEHTAaUMOHHOMY 00ecreyeHHIo
yHIpaBieHUsI, ee CTPYKTYpa.

Jlureparypa:

OcHoBhasg — 1 — 5

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

HuTepner-pecype:

http://students.rfei. ru/a/students/hbrary JSpX;

http://pravo.gov.ru;

http://www.consultant.ru;

http://www.edou.ru. -

®opmupyembie komnetrenuu: OK-5; OK-6; OK-7; OIIK-1; OI'K-2; TTK-9.
O6pasoBarenbHble pesynbratel: 3-1, 3-2, 3-3, 3-4, V-1, V-2, V-3, V-4, B-1, B-2



7. TabGesb popM JOKYMEHTOB M0 THINOBBLIM YIPaBJIeHYECKHM CHTYALHAM.
IlousiTue 0 fokymenroobopore.

PazBuTtne opraHuzanuu JIOKyMeHTooOopoTa. OCHOBHBIE MNpaBHjla OpraHU3alUH
JNOKyMeHTooOopoTa B yupexzaeHuH. JIOKyMeHTONOTOK.  Pa3sHOBUAHOCTH
JOKyMeHTOnoToka. I[lpwem u nepuuHas oOpadoTka nokymeHToB. IIpaBuia
nepBUYHONH  00paboTrku  nokymeHTtoB. Ilepemaua  ngokymentos. Ilopsapox
HarpaBJIeHWs] JOKyMeHTa Ha ucroiHeHue. llopsmok paboTel MCIOIHHUTENs C
JoKymMeHTaMu. BuyTpennue nokymentbl. HWexopsimme poxymeHTsl. IIpaBuia
00padOTKH NCXOAIIUX NTOKYMEHTOB.
Jlureparypa:
OcHoBHast — 1 — 5
HononuurensHas — 1, 3, 4, 5, 9,10, 11, 13.
Hutepuet-pecypc:
http://students.rfei.ru/a/students/library.jspx;
http://pravo.gov.ru;
http://www.consultant.ru;
http://www.edou.ru.
®opmupyembie komnetenipn: OK-5; OK-6; OK-7; OIK-1; OINK-2; I'K-7; TIK-10.
Ob6pa3zoBatenbHblie pe3ynbrartel: 3-1, 3-2, 3-3, 3-4, V-1, V-2, V-3, V-4, B-1, B-2

8. XapakrepucTHKa KOMIUIEKCOB KaAPOBOH JOKYMEHTANHH.
Crpykrypa KkaapoBoii HHGOPMAaUHOHHO-JOKYMEHTALHOHHOH  CHCTEMBbI.
Komrnekchl kapoBoii JOKyMEHTalUuHu B opranusauuu. KomIuieKcesl JT0KyMEHTOB,
MMEIOIIe 1eIeBYI0 MPUHAMJIEKHOCTD PA3IMYHBIM CTPYKTYPHBIM I10JIpa3ie/IeHHsIM
1o yuety pabouero BpeMeH! U pacueToB C [IEPCOHAIOM [0 OIlaTe TPy a.
HopmaTuBHasi 1 HOpMATHBHO-CIIpaBO4YHasl AOKyMeHTauus. llocranosienue
[TpaButennctBa PO «O TpyaoBbix KHHKKax», MHCTpYyKUMs O mOpsiKe BeAeHHs
TPYIOBBIX KHWKEK Ha MPEANPUITHIX, B YUPEIKICHUIX U opraHu3anusax; TapudHo-
KBaTH(PUKALUOHHBIE XapaKTEPUCTHKHU 00LIEOTPACIeBbIX AOJKHOCTEH CIlyKallux
u obmeorpacneBbix npodeccuii pabounx u T.4. HopmaTuBHBIE TOKYMEHTEI,
n3naBaemble cyowpextamu P®. JlokalibHble HOpMATHBHBIE aKThl OpPraHU3alUU
(obsi3atenbHble M (akynbTaTuBHBIC). [lnaHoBasi kagpoBasi JOKYMeHTALHS.
JIOKyME@HTBI NIePCIEeKTUBHOTO U TEKYLIEro NPOrHO3UPOBAaHUS U IIIIAHUPOBAHUS B
4YacTH KOMIUIEKTOBAHUS OpraHHU3alMly KagpaMu, YMCJIEHHOrO COCTaBa Pa3jIM4yHbIX
KaTeropui pabouux, CIY)KaIlUX, 00Cy)KMBaIOLLErO IepcoHaa,
aIMUHHUCTPAaTHBHO-YIIpaBJIeH4YeCKOro nepcoHana M T.n. CocTaBieHue IJIaHOBBIX
JIOKYMeHTOB. TeXHOIOrusi cocTaBlieHUs TJIAHOBBIX JOKYMEHTOB B 00001LeHHOM
Bune. llIporpamma. Ilnan. Crpykrypa u wratHas uucieHHocTb. lllratHoe
pacnucanue. ['paduk ornyckoB. OpraHu3auHOHHO-TIPABOBAs JTOKYMEHTAIHS.
TexHonorus cocTaBleHUsl OpraHU3allMOHHO-NIPaBOBOI JoKyMeHTaunu. Kommiekc
JOKYMEHTOB MO KaApaMm, perjiaMeHTUPYIOLLUH TMOpsSJ0K IOCTPOEHUs U
(YHKIMOHMPOBAHHSI CUCTEMBI yIpaBiieHus paboTHUKaMu opranuzauun. [lpasumia
BHYTPEHHEro  TPYLOBOTO  pacropsika, TOJIOKeHH O  CTPYKTYypPHBIX
noJipasjieNeHusx opraHusanuu, o0 oraene (ynpabieHuM, ClyKOe) rnepcoHana,



NOJDKHOCTHBIE WHCTPYKIIMH, TIPUKa3bl O pa3rpaHUyeHUH TOJHOMOYHH MEXIY
PYKOBOAMTENSIMM, [paBW/ia, METONUKM MO NpOBeJeHHI0 cobecenoBaHHH,
TECTUPOBAHMIO, ATTECTAllU{, aHKeTUPOBAHHMIO IMPETEHJIEHTOB HA  3aHSITHE
IOMKHOCTH 1 JIp.

Jlutepatypa:

OcHoBHast — 1 — 5

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

HMurtepuert-pecypc:

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

http://pravo.gov.ru;

http://www.consultant.ru;

http://www.edou.ru.

®opmupyemsie komnereriun: OK-5; OK-6; OK-7; OIK-1; OIIK-2; INK-8; T1K-9.
O6pasosarensHbie pesynsrarel: 3-1, 3-2, 3-3, 3-4, 3-5, V-1, V-2, V-3, ¥-4, V-5, ¥-
6, B-1, B-2, B-3.

9. loroBopHasi, pacopsiiHTE/IbHAs, YHeTHAs1, OTUYeTHAs KAAPOBasi
JOKYMeHTAalHA.

Jdorosopuasi gokymenrtauus. JloKyMmMeHTalus, perjaMeHTHPYIOIas MpaBOBbIC
B3aMMOOTHOILIeHUs paboTHMKA M padorojaTens B Mpolecce HX COLHAIbHO-
Tpynosbix ornourenuit. Cornmamenust. KomnexrusHelii  gorosop.  Tpynosoi
noropop: cropoubt T/, comepxxanue TJI, cpox THI. Pacnopsiaurensnas
noxkymentanua. CrpykTypa nOpukasos: npocras u - cioxnas.  [lopsiok
oopMiIeHHs U perucTpauny npukazos. CocrapieHue MPUKA30B C yUETOM Pa3HOro
cpoka xpaHeHus. YHUDHLMpOBaHHBIE (OPMBI NPHKA30B 10 JHMYHOMY COCTaBy.
JloBeleHNe MPUKA30B JIO CBEeICHHs PaOOTHUKOB 1o pocnuch. OcHOBaHUS IJis
M3/laHKMs  [IPUKA30B 10 JIMYHOMY COCTaBy M OCOOGHHOCTM HMX XpPaHEHHs B
opranuzaiyi. YueTHasi KaapoBasi JOKyMeHTaumsi. IlepBuunble yueTHbIe
NOKYMEHTBI - JIMYHAasl KapTouKa pabOTHUKA, JIMYHAs KapTOUuKa rocylapcTBEHHOIO
(MyHHIIUTIANBHOTO)  CIIy’Kallero, Yyd4yeTHas KapToyka Hay4yHoOro, Hay4HO-
negaroruueckoro paboruuka. IlpousBoaHblie (BTOPHUHBIE) YYETHBIE JOKYMEHTHI -
CIIPaBOYHO-KOHTPOJIBHbIE,—€CIPABOUHO-aHAIMTUYECKHE,  OTYETHBIE  KaJPOBbIC
JOKYMEHTbI, KHIKHBIE (DOPMBI PErHCTPALlMM YUETHBIX CBeleHWHl (andaButhl,
KHHUI'H y4eTa u T.11.) T

JoxkyMeHTAIHsl 1O y4deTy palodero BpeMeHH H pacyeToB ¢ NEPCOHAJTIOM.
Yuudunuposattbie GOpMBI TOKYMEHTOB Ul yueTa padouero BpeMeHn 1 pacyera
sapaboTHOH ruiatel: Tabeib yuera pabodero BpeMEHH, pacyeTHas BEJIOMOCTb,
JIULIEBOM cYeT | Ip.

Or4yerHasi ¥ OTYETHO-CIIPABOYHAA JOKyMeHTauus. Popmbl, NEPHOANYHOCTD
(rom, xBaprai, Mecsw). Opradbl, B KOTOpble NPEIOCTaBISIOTCS  OTYETHI
(BBILLIECTOSIIIAST OpraHM3alusl, OpraHbl CTATMCTHKH, CIy)K0a 3aHATOCTH M T.[I.)
CBsi3b TIIAHOBOM  JIOKYMEHTAllMM C OTYETHOHM, YYETHOM JOKyMEHTaLHUeH.
BHyTpeHHsI1 OTY4ETHO-CIIPAaBOUHAsl JOKYMEHTAIMs (CIIpaBKH, CBOJKH, MEPEeYHH U



T.I.), TpelocTaBisemMas — PYKOBOACTBY  OpraHMsalMd  H  CTPYKTYpPHBIM
noJipasie/eHHIM.

Jluteparypa:

OcHoBHast — 1 — 5

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

Hutepuer-pecypc:

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

http://pravo.gov.ru;

http://www.consultant.ru;

http://www.edou.ru.

dopmupyembie komnerenuun: OK-3; OK-5; OK-6; OK-7; OINK-2; TIK-8; I1K-9;
IMK-10; TK-11. —

OGpazoBarenshble pesynsrarsl: 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. MokymeHTHpOoBanHe KaapoBoii gesitreibHocTH. IlepconanbHas

AOKYMeHTAUHS.

Iopsifok o(GopMIIeHUsI, U3MEHEHHMSI, IPEKPALLeHHs] TPYAOBBIX OTHOLIEHHH (IpreM

Ha paboTy, NepeBOA Ha IPYrylo padoTy, yBOIbHEHHE); NMOPAJIOK OhOpMIeHHs

MOOIIPEHHIT W HArpa<IeHWH, HaJOKEHMs B3BICKAHWM, OTIYCKOB, Pe3yJbTaToB

arrectanmu. OdopmieHue aen KaJpoBoi CiIykObl COrIacHO HOMEHKIAaType Aeml

opranuzanmu. Mx Tekyllee u apXUuBHOE XpaHEHHE.

Komruieke mepcoHanbHbIX TOKYMEHTOB, Ha OCHOBAaHHU KOTOPBIX MPHHHMAETCSI

pellieHre o Mpueme, repeBo/ie, yBOJIbHEHNH paboTHHKA:

1. DOKyMeHTHI, BBhIJIAHHBIE rpaskgaHam COOTBETCTBYIOIINMHU
rOCYyJapCcTBEHHBIMH  OpraHaMiy,  OpraHusalusMd B IOPHMYECKH
TIO/ITBEPKIAIOLINE T€ CBEIEHHs, KOTOpble paxIaHe coobualoT o cebe
(nacriopt, JAOKYMEHT 00 00pa3oBaHHWH, BOEHHBIM OWIIET, IJTHCTOK
HETPY/I0COCOOHOCTH, MEAMLIMHCKAs ClIpaBKa, MOBECTKa M3 BOCHKOMAaTa M
T.1.);

2. TpymoBas KHMKKA: COAEP:KaHMe pa3/esioB, MOPsI0K 3al0JHeHNUs, BeIeHuUs,
yuera, XpaHeHHUs], BblauH.

3. JIOKyMEHTBI, BblJaBaeMble pabOTHMKAM OpraHu3aluel, B KOTOPOH OH
pabortaer, s [OATBEPXKIACHHUS Pa3NUYHLIX NPABOBBIX (DAKTOB (KOmuH
[IPHKA30B, TPYIOBBIX KHIKCK, Ppa3/IMuHble CIPABKH, IOATBEPIKIAIONIME
MeCcTO paboThl, MOKHOCTh, 3apaboTHYIO IJIaTy, KOMaHAHPOBOYHLIE
yIOCTOBEPEHUSI, POINYCK, TOUETHBIE FPaMOTBI U YJIOCTOBEPEHHS O HArpaaax
v 2p.);

4. MOKYMEHTBI, COCTaBJICHHbIC I'paKJaHaMM, paOOTHUKaMHU WU HallpaBjiseMble
UMH paboToHaTeNN0 WIM B MPO(COI03HbIE OpraHbl, KOMUCCHIO 1O TPYAOBLIM
cropaM ¢ LeNBI0  M3MEHEHMs WM NpeKpalleHusi  TPYIIOBbIX
NpaBOOTHOIICHUH (pe3toMe, peKOMeHAaTelbHble NMUChMa, XapaKTePUCTHKH,
JIUYHbIE 3asBIIEHUS, OOBSCHUTENIbHBIE 3alUCKH, Xajlo0bl, IIMCbMEHHbBIE
obpanieHus 1 ap.);



3. cmyxeOHble JIOKYMEHTBI, XapaKTepusyolHe npodecCHOHANBHBIC, eTOBbIE,
MopallbHbIe, JIMYHbIE KaueCTBa paDOTHUKA, KOTOPbIE HE TIPeAHA3HAYEHBI 171
BBIIaYM €My  (IpPeJCTaBlICHHE K  HA3HAYEHHIO Ha  JIOJKHOCTH,
aTTeCTALHOHHBIA JIUCT, TPOTOKOII NIPOBEJICHHs cOOeceI0BaHMUS, PE3yIbTaThl
TECTUPOBAHMUSA U AHKETHPOBAHMA, NPOTOKOIBI U PELICHHs] KOHKYPCHBIX H
aTTeCTALMOHHBIX ~ KOMMCCHH,  JMCCEPTALlMOHHBIX, YY€HBIX COBETOB,
3ace/laHui npaBieHuii, cobpanuil akLMOHEpOB U 1p.).

Jluteparypa:

Ocnonast — 1 — 5

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

http://www.consultant.ru;

http://'www.edou.ru.

Dopmupyemsie komnetenuun: OK-5; OK-7; ITK-7.
O6pasoBatenbhbie pesynsrartel: 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. TpynoBbie KHHKKH.
M3 ncropun BOSHMKHOBEHMS TPYAOBBIX KHIKEK. JleHCTBYIOIIME HOPMATHBHbIE
AOKYMEHTBI I10 TPYAOBBIM KHHXKKaMm. (OOpasubl ONIaHKOB TPYIOBBIX KHHIKEK.
Crpyxrypa u conepkanue TpynoBoii Kumkke. O6Line mpaBuia BeJISHUs 3auceii B
TPYAOBBIX KHIKKax. TuTynbublid nuct. CBefenus o pabote. [pasuna 3anucu mar,
Ha3BaHU OpraHu3alui, CBe/IeH il o rpueme, rnepesoe, KBanuuKauun, 3amucy o
paboTe 10  COBMECTHTENLCTBY. 3amucu 00  yBonbHeHun. CBemeHHS o
HarpaxaeHusx (noowpenusx). JyOmuxkar TpyaoBol KHWKKH. Bxmameimn B
TPY/IOBYIO KHIDKKY. BHeceHue nenpapinenuii 1 M3MEHEHHH B TPYIOBYO KHUIKKY.
Yuer u XpaHeHHe TPYIOBEIX KHHKEK.
Jlureparypa:
OcHoBHast — 1 — 5
Hononuurensuas — 1, 3,4, 5, 9,10, 11, 13.
Hurepuet-pecypce:
http://students.rfei.ru/a/students/library.jspx;
http://pravo.gov.ru;
http://www.consultant.ru;
http://www.edou.ru.
Dopmupyemsbie komneteniun: OK-5; OK-6; OK-7; TTK-7.
ObpasoBaresbHble pesyasTartsl: 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. llepeuenb yueOHO-MeTOAHYECKOI0 o0ecneyeHH A/ CAMOCTOATEeILHOM
patoThl 00y4aloWMNXCs 110 JHCHHIIIHHE

1. Pazgen, rema: OcHOBHbIE MOHAITHS YNIPABJICHHSI KaAPOBOii 1eATeIbHOCTLIO.

Copep:xanne caMoCTOSITeIbHOH paldoThbI: [OaiiTe KpaTKyl0 XapaKTEePUCTUKY
OCHOBHBIM TIOHSATHSIM YyIIpaBIeHHs KaapoBOH neATeNbHOCThbIO. OXapaKTepusyiTe
OCHOBHBIE HOPMATHBHO-IIPABOBbIE HWCTOYHHUKH TOJIOKEHHE OpraHu3allliOHHO-
NpaBoOBBIX JNOKYMeHTOB. Haiiqute u wu3yuute oOpa3ipl yupeIUTeNbHBIX
JOKYMEHTOB HEKOMMEPUECKHX OpraHnu3aiiil 1 Xo3siHCTBEHHbIX 0011ecTB.
JIuteparypa:

OcHoBHasi — 1 — 5

HononaurensHast — 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 komneTenuu: OK-5; OK-7; OIlK-1, OI'K-2.

O6pazoBatenbHble pe3ynbTaTsl: 3-2, 3-3, ¥Y-1, V-2, B-1.

@opMBI KOHTPOJIS, OLIEHOYHbBIE Cpe/ICTBA: OTpoc, pedepar.

2. Pa3zpen, tema: MecTo KaapoBoii ciyk0bl B cHCTEMe YNpPaBJIeHHs
nepcoHaJsioM. 3a/1auH KaIPoBoii ¢JyK0bl B JOKYMEHTAIlHOHHOM ofecnedyeHHH
ynpasJjeHus nepconajiom. Ilonsarue KkaapoBoro e/ionpousBojacTBa.

Conep:xkanne caMOCTOSTeAbLHOH padoOTBLI: oOxapakTepulyiTe posib M 3aaaudu
KaJpoBOi ciiy:KOBl B cHcCTeMe yIpaBiieHHs nepcoHanoM. ONUIIMTE OCHOBHbLIE
MOHATHS U TEPMHUHbBI KaJIPOBOTI'O JICJIONPOU3BO/ICTBA.

Jlureparypa:

OcHoBHass — 1 — 5

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

HurtepueTt-pecypc:

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

http://pravo.gov.ru;

http://www.consultant.ru;

http://www.edou.ru.

®dopmupyemble komnereniuu: OK-5; OK-6; OK-7; OIIK-1, OIIK-2; I1K-7.
Ob6pazosarenbHble pe3ynbTatel: 3-1, 3-2, 3-3, V-1, V-2, B-1.

@opmbl KOHTPOJISA, OLEHOYHBIE CPe/ICTBA: OTIPOC, TECT.



3. Paznen, tema: YHupuuupopanHasi ciucrema jokymentanuu. Odopmiienne
cJ1y:KkeOHbIX IOKYMEHTOB.

Copepixanne camMoOCTOATENLHOH paGoTbl: ONpeleUTe IPaBOBbIE  OCHOBBI
periaMeHTalnuM BOpocoB 0(hopMIIEHHUS CITYKeOHBIX TOKYMEHTOB.
JIureparypa:

Ocnosnast — 1 — 5 .

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

HuTepHeT-pecypc: —

http://students.rfei. ru/a/students/hbrary JSPX;

http://pravo.gov.ru;

http://www.consultant.ru;

http://www.edou.ru.

Dopmupyemblie komrereHiun: OK-5; OK-6; OK-7; OIK-1, OITK-2; IIK-7.
O6pazoBatensHble pe3yabTarsl: 3-1, 3-2, 3-3, V-1, V-2, B-1.

@opMbl KOHTPOIIS, OLEHOYHBIE CPEACTBA: OMPOC, TECT, Kelc-H3MePHTEITb.

4. Pa3pen, tema: Oprauusanusi ¢jaysk0bl feJionpou3BoacTBa. OcHOBHbIE
JOKYMEHTbI yIIpaBJieHHs nepcoHajioM. TpeboBanus k pazpabdorke u
oopmiieHHI0.

Coaeprxanne camMocTOATeNbHOH PadoThl: ONUILNTE CHCTEMY OPIaHW3alMOHHO-
IIPaBOBOM NOKyMEHTalli{, €€ Ha3HAYeHWe W COCTaB, a TaKXkKe CTPYKTYpy
YUpeIUTeNbHbIX JOKYMEHTOB, MOPS/IOK UX COCTaBlIeHUs U 0(OpMIICHHUS.
Jlutepartypa:

OcHoBHass — 1 — 5

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

HNuTtepuer-pecypc:

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

http://pravo.gov.ru;

http://www.consultant.ru;

http://www.edou.ru.

Popmupyemble komnetenuun: OK-3; OK-5; OK-6; OK-7; OIIK-2; I1K-9; ITK-10;
[TK-11. :

ObpaszoBarenbHible pe3ynbratsl: 3-1, 3-2, 3-3, V-1, V-2, B-1, B-2.

DopMBl  KOHTPOJS, OLEHOYHbIE CpEJICTBA: OIpOC, TECT, Kelc-u3MepuTes,
pedepat/noxan.

S. Pazpen, tema: CucreMa pacnopsyiuTeibHOM J0KYMEHTALHH, €e Ha3HAYeHHe
H COCTAB.

Coaepskanne  camocTosiTelbHOH — paboThbl:  NPOAHATM3MPYHTE  [elleHHe
pacropsauTeIbHBIX JOKYMEHTOB € yUeTOM chepsl JeHCTBU.



Jluteparypa:

OcHoBHast — 1 — 5

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

Hurtepuet-pecypc:

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

http://pravo.gov.ru;

http://www.consultant.ru;

http://www.edou.ru.

®opmupyembie kKomnerenimn: OK-5; OK-7; OIK-1; OIK-2; TTK-8; TTK-10.
O6pasoBarenbubie pe3yibrarsl: 3-1, 3-2, 3-3, V-1, V-2, V-3, V-4, B-1, B-2.
DopMBbl  KOHTPOIIS, OLEHOYHBIE CPEJCTBA: OIPOC, Mpe3eHTalus, TecT/ Kelic-
H3MEPHUTEb.

6. Pasnen, Tema: /le1onpoH3BOACTBO MO JTHYHOMY COCTABY.

Coaep:xanue CAMOCTOSITEIbHOI] paGoThI: otobpaszure OCHOBHBIE
opranm3anyonnsie (opmbel  paboTel ¢ AoKkyMeHTaMu. ONMIIUTE THIIOBbIE
OpraHM3alHOHHBIC CTPYKTYPbI CI1yKOBI 1€10IPON3BO/ICTBA.

JIureparypa:

OcHoBHast — | — 5

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

Hurepuert-pecypc:

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

http://pravo.gov.ru;

http://www.consultant.ru;

http://www.edou.ru.

®opmupyemble komrerenipn: OK-5; OK-6; OK-7; OINK-1; OIK-2; T1K-9.
OGpazoBatenbHble pesynbTarel: 3-1, 3-2, 3-3, 3-4, ¥-1,¥-2, V-3, V-4, B-1, B-2.
DopMbI KOHTPOJIS, OLEHOYHBIE CPEICTBA: OPOC, TECT, Kelc-u3MepHTenb, pedepar.

7. Pazgen, rema: TaGeab ¢opmM 10KyMEHTOB M0 THIIOBBLIM YIIPpABJIeHYECKHM
curyanusim. Illonsitue o fokymenToodopore.

Coaep:anue caMOCTOATEbHON paGoThl: ONUIIKMTE TAMbl NepBUYHOH 06paboTKH
TOKYMEHTOB.

Jluteparypa:

OcHoBHast — 1 — 5

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

HMuTepuer-pecypc:

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

http://pravo.gov.ru;

http://www.consultant.ru;

http://www.edou.ru.

DopMHpyeMble KOMITETCHIIHH: OK 5; OK-6; OK-7; OI'K-1; OI'lK-2; I'K-7; I1K-10.



ObpazoBarenbHble pe3yiabratel: 3-1, 3-2, 3-3, 3-4, V-1, V-2, V-3, V-4, B-1, B-2.
DopMbI KOHTPOJISA, OLIEHOUHbIE CPEJICTBA: OMPOC, TECT, KeHC-U3MEPUTED.

8. Pazgen, Tema: XapaKkTepucTHKA KOMILIEKCOB KaAPOBOii JOKYMeHTAIHH,

Copepskanue caMocTOsITe/ILHOI PaGoThI: MPEICTABbTE CXEMATHUHO CTPYKTYPY
KaJpOBOH HH()OPMALIMOHHO-0KYMEHTALIMOHHOH CHCTEMBI.

JIureparypa:

OcHoBHasg — 1 — 5

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

Hurepner-pecypc:

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

http://pravo.gov.ru;

http://www.consultant.ru;

http://www.edou.ru.

®opmupyemsle komnerenuun: OK-5; OK-6; OK-7; OI'IK-1; OITK-2; I'TK-8; TTK-9.
O6pasoBarenbuble pesyasTarsl: 3-1, 3-2, 3-3, 3-4, 3-5, V-1, V-2, V-3, V-4, V-5, V-
0, B-1, B-2, B-3.

DopMBI KOHTPOJISI, OLEHOUYHBIE CPEJICTBA: OMPOC, TECT, KEHC-U3MEPUTED,

9. Pazne, Tema: loroBopHasi, pacnopsiauTe/ibHasi, yueTHasi, 0T4eTHAs
KaJpoBasi 10KyMEHTALHSI.

Conep:xanue caMOCTOSITEAbHONH PabOThI: [POJOIDKUTE CXEMY CTPYKTYPBI
KaJapoBoi HH()OPMAIHOHHO-TOKYMEHTAIIMOHHONH CHCTEMBI.

Jlutepatypa: T

OcHoBHasi — 1 — 5

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

HMurepuer-pecypc:

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

http://pravo.gov.ru;

http://www.consultant.ru;

http://www.edou.ru.

®opmupyemble komnerenuuu: OK-3; OK-5; OK-6; OK-7; OIIK-2; I1K-8; ITK-9;
[TK-10; TIK-11.

Obpasosarenbusle pesynerarsl: 3-1, 3-2, 3-3, 3-4, 3-5, V-1, V-2, V-3, ¥4, V-5, V-
6, B-1, B-2, B-3.

DOpMBI KOHTPOIISI, OLEEHOUHbBIE CPEICTBA: ONIPOC, TECT, Kelic-H3MepUTellb.

10. Pazgesn, Tema: /lokyMeHTHpOBaHHE Ka/APOBOii 1eATe/ILHOCTH.
IlepconanbHas noKyMeHTALHS.
Conep:kanue caMocTosTeILHON PadoThI: paccKaXKuTe o nopsjake opopMIeHH,
H3MCHEHUS, PEeKpalleHus TPYAOBBIX OTHOILICHHUH (IpueM Ha paboTy, rnepeBoj Ha



Apyryio  paboTy, YBOJBbHEHHE); IOPSAOK O(QOPMIEHMS  IOOIIPEHHUH U
HarpaxkIeHuii, HaJIO)KeHUsT B3BICKAHUH, OTIYCKOB, Pe3yJbTaTOB aTTECTall|H.
Juteparypa:

OchoBuast — 1 — 5 e

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

Hurepuer-pecypc: —_—

http://students.rfei. ru/a/students/hbrary 1SpX;

http://pravo.gov.ru;

http://www.consultant.ru;

http://www.edou.ru.

®opmupyembie kommereHuuu: OK-5; OK-7; T1K-7.

OGpazoBartesbhble pe3ynsratel: 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.

DopMBI KOHTPOJIS, OLIEHOYHBIE CPE/ICTBA: OIPOC, TECT, KEHC-U3MEPHUTEID.

11. Pa3zpen, Tema: TpyaoBble KHHIKKH.

Coaepskanue caMOCTOsITeIbHOH padoThI: ONHINKATE [OJHOE COAepIKaHue
TPYAOBON KHWKKH. Pacckaxkure O [JONOTHUTENBHBIX Hpoueccax paboTel ¢
TPYAOBOW KHUKKOM.

Jluteparypa:

OcHoBHast — 1 — 5

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

HutepHer-pecypc:

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

http://pravo.gov.ru;

http://www.consultant.ru;

http://www.edou.ru.

®opmupyemble komnereHuuu: OK-5; OK-6; OK-7; I1K-7.

O6pa3soBarenbhble pesynsrarsl: 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.

®opMBl  KOHTPOJIS, OIECHOYHBIC CPEJCTBA: OMNpPOC, TECT, KeHC-U3MEepHUTelb,
pedepat/noknan, npe3eHTalHusl.



TIESRCR

e

BO[IpOCbI JJI CAMOKOHTPOJIA M0 CAMOCTOATE/ILHO H3YYCHHBIM TE€MaM

CocraB HOPMATHBHO-METOIHYECKOH 0a3bl KaapoBOTO [eJIONPOU3BOACTBA.
3akonojaTenbHbie akThl Poccuiickoii Mejepatun B cdepe HHPOPMALUH H

JOKYMEHTaluu (ypoBHH rocy/1apCTBEHHOM perjlaMeHTaluu
JNOKYMEHTUPOBaHHs, KiIacCU(pUKaLKs 3aKOHOJATENbHBIX, IIPAaBOBBIX H
HOPMaTHUBHBIX aKTOB, HOPMaTHBHO-METOJUYECKHX IOKYMEHTOB,

rOCYJapCTBEHHBIX ~ CTaHAApTOB [0  OTACNBHBIM HaTpaBIeHUIM
perynupoBaHusl IOKYMEHTHPOBAHHS H JOKYMEHTAlMOHHOTO oOecredeH s ).
VHUPHUIHPOBAHHBIE CUCTEMbI JIOKYMEHTAIMH.

CucreMa ydeTa KaJJpOBbIX JJOKYMEHTORB.

Texnoyiorus yuera 1 XpaHeHUs KaZpoBOi JIOKyMEHTallUU.

3ammMTa  [epcoHajbHBIX JAHHBIX  paboTHuka. OTBETCTBEHHOCTH 34
HapylueHHe HOPM, PeryjIupylomux o0paboTKy M 3allUTy NepcOHAJbHbIX
JIAHHBIX paOOTHHKA.

OpraHu3alMOHHO-TIPABOBBIEC,  pacIiopsauTesbHble  (YHH(ULIHPOBAHHbIE
(popMbl), HHHOPMALMOHHO-CIIPABOYHBIE TOKYMEHTBL, TPOTOKOIL.
CopeprkaHue TpyAOBOIO JIOroOBopa.

[Topsanok odopMiIeHHs W3MEHEHHMs, MPeKpalleHus TPYIOBBIX OTHOLICHHH;
nopsaok  oGopMIEHHST  MOOIIPEHMH W HarpaXIeHWH,  HaJOKEeHHs
B3BICKAHHUH, OTITYCKOB, Pe3yJIbTaTOB aTTECTAl[UH.

KonTposnb KaapoBoil mokymeHTaunmu (esnepaibHON MHCMEKLHeH Tpyna,
npogcoro3zaMu, MPOKypaTypPoOu.



6. ®oua OUEHOUHBIX CPeJCTB /s MPOBeJeHHSI MPOMEKYTOUHOMH ATTeCTANMH
o0y4alomHuxes no JHCHUTITHHE

Cwum. ITpunosxkenne Nel x pé160qef/’1 porpaMme.
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7. IllepeyeHb OCHOBHOI 1 JONOJHHTENbHOI JHTEPATYPbl, HEOOXOAUMOH 1JIA

9.

OCBOCHHA-AHCIIHITJIHHBI

OcHoBHas JHTEpaTypa

. 3apnnara, Hanoru u kaapel. — CII6.: ITurep, 2017. — 128 c.: un. —

(Cepus «byxrantepy U ayquTopy»). [3JIeKTPOHHBIN pecypc: AOCTYI uepes
1books.ru]

; KOH(bHﬂeHHHaJ‘IBHOG ASIONPOH3BOACTBO H 3allMILECHHBIN C-).TIEI{TpOHHHﬁ

noxkymentoobopot: yuebnuxk / H.H. Kynses, A.C. [émywxun, T.B.
Konnpaiosa, A.I'. ®abpuunos; nox oour. pea. H.H. Kynsaesa. — 2-e usj. —
M.: Jloroc, 2013. — 452 c. (HoBas yHuBepcuteTrckas OuOIHOTEKa).
[7eKTpOHHBIN pecypc: AocTym yepes ibooks.ru]

. Kysnenos WM.H. JlokymeHTtanuoHHoe oOecredeHHe yIpaBieHHS H

nenornpousBoacteo: yuedbuuk/ M.H. Ky3neuos. - M.: FOpaiit, 2012. - 576 c.
[@nexTponHEIii pecype: poctyn yepes lib2.rfei.ru]

VnpapneHne  KaIpoBOH  AeATeNbHOCTBIO:  yueOHMK;  PernonanbHbIi
(hMHAHCOBO-3KOHOMHUYECKH HHCTHUTYT. - Kypck, 2003, =
246 c.[pneKkTpoHHBIN pecypc: pocTyn depes lib2.rfei.ru]

. YropaBiieHHe KaJpOBOM [eATeIbHOCTBIO: MpakTHKyM ; PerunoHanepHeli

(hHMHAHCOBO-IKOHOMUYECKUI UHCTUTYT. - Kypck, 2015, —
79 c.[anexkTpoHHbI pecypc: nocTyn uepes lib2.rfei.ru]

JonojHUTeALHAS JIMTEPaTypa

. bacakos M.U. [lenonpouspoactso. Koncrexr nekuuit. YueOHoe nocoOue.

Pocrtos u//1: ®enukc, 2015.

bacakos M.W. Ilpukas u genosoe mucbMo (TpebGoBaHUS K O(POPMIIEHHIO U
oOpasubl fokyMeHToB corsiacHo ['OCT P 6.30-2003). KoHcnekr JieKiui.
VYuebnoe nocodue. Poctos u//l: ®enukc, 2016.

. Bacuna FO.A. bonapmoii cnpaBouHMK KaapoBuka. C ydyeToM MOCIEIHUX

U3MEHEeHUH B 3aKoHoarelbeTBe. - MunekcMeana, 2017, - 792 c.
Hemun KO.M. [lenonpousoactso. IToaroroBka ciyeOHBIX MOKYMEHTOB:
VYyebnoe nocodue. — CI16.: [Tutep, 2015.

; Ka,aposoe ACJIONPOU3BOACTBO! HAYHHACEM C HYIJIA. Ay,Z[I/IT CBOMMH CHJIaMH. -

M.: UHOPA-M, 2015. - 184 c. + CD-R. - ( b-ka xyps. "TpynoBoe npaso
Pocculickoii ®enepauun". Boin.7(194)).

. Murpodanosa B.B. KagpoBoe aenonpous3BOACTBO B KOMMEpPUYECKOH

opranu3aiun. — M.: M3narenbcTBo «OK3amen», 2016. - 144 ¢.

. Hosplii KpanuduxanuoHuslii copaBOUYHUK [TODKHOCTEH pPYKOBOJMTENEH,

CIIELIMAJIMCTOB U APYrUX ciayxamux. — M.: Dkemo, 2015.

. Poroxun ML.IO. IenonponssoactBo. Opranu3aiys apxmBa MperpusThs. —

CIIB.; [Trrep, 2015,
Poroxunn M.IO. Jlokymentaunonsoe obecrieuenue ynpasneHus. - M.: TK
Ben6u, M3n-so I1pocnexr, 2015. - 384 c.

10.Poroxun M.IO. CnipaBouHHK MO AeI0NPOU3BOACTBY. 2-€ H3/., 0OHOBIEHHOE
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(+ CD). - CII6.: ITutep, 2015. - 176 c.: un.

11.TpynoBoii koneke Poccuiickoit ®enepauuu.

12.Tpycos A. ®. byxraarepckuii, HaJIOTOBBIN y4eT U JIEJIONPOU3BOACTBO Ha
Excel nns manoro 6uzneca  (+CD). — CI16.: ITutep, 2018. — 224 c.: uin.
— (Cepust «...Ha KOMIIBIOTEpE»). [JIEKTPOHHBIM pecypc: AOCTYII 4epes
ibooks.ru]

13. Tpyxanosuu  JL.B., Ilyp HAJI. ChopaBoyHMK 1O  KaJpOBOMY
JeJONPOU3BOACTBY. - 7-¢ u3janue, nepepad. u gom., - M.: U3garenbcTBo
«[leno u cepsucy, 2015.
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8. [lepeuensb pecypcoB HHPOPMAIHOHHO-TEJIEKOMMYHHKALMOHHOH ceTH
«MuTepHer» (1aiiee — ceTb «UHTEpHET»), HEOOXOAUMBIX /151 OCBOCHHS
AHCHHILIHHBI

1. Daexrponnas Oubdnuorexa PernonanbHoOro (pMHaHCOBO-3KOHOMUYECKOTO
HHCTUTYTa
http://students.rfei.ru/a/students/library.jspx;
2. OdunuanbHbll MHTEPHET-10pTAJl IPAaBOBOH HH(OPMALIHH.
["ocynapcTBeHHas cucteMa rpaBoBoii HHbopMaluu
http:// pravo.gov.ru/
3. CnpaBouHno-npasosas cucrema «Koncynsrantlrocy
http://www.consultant.ru/
4. lleHTp KOMDETEHLMHU O BONPOCAM JIOKYMEHTALIMOHHOIO o0ecIieueHusl
yIpaBleHus
http://www.edou.ru/ o
5. bubnuorexa 3neKTPOHHBIX yueOHbIX KypcoB MUDII
http://e-college.ru/education/lib/abe.html
6. Odunumansuplii caiit xypHana «Cekperapb-pedepeHt
http://profiz.ru/sr/
7. ®enepanbHblil nopran «Poccuiickoe obpazoBanue»
http://www.edu.ru/
8. Poccuiickas ['ocynapcrsennas bubnuorexa
http://www.rsl.ru/
9. Hayunas anektponnas Oubnuorexa
http://txt.elibrary.ru/
10.Hayunas 6ubnnoreka MOCKOBCKOIO rocy/1IapcTBEHHOIO YHUBEPCUTETA
uM. M.B.JlomonocoBa
http://www.lib.msu.su/index.html
11.Hayunas 6ubnuoreka CaHKT-1eTepOyprcKoro rocyJapcTBeHHOTO
YHUBEpCHTETA
http://www.lib.pu.ru/
12.®dynpamenTtansHas ondauorexa CIIOITTY
http://www.unilib.neva.ru/rus/l1ib/
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9. MeToanueckKHe YKa3aHHs i 00y4aIOLIHXCS 110 OCBOCHH IO JHCIHIITHHBI

Meroinueckie yKa3aHus N0 M3YYeHWIO JIMCHUIUIHHEL IPeACTaBIsioT coboil
KOMILUIEKC ~ peKOMeHmalmMi ¥ OObSCHeHHH, Io3BoldloMX  Oakanaepy
ONTHMAaJIbHBIM 00pa3oM OpPraHU30BaTh MPOLIECC W3YUYEHHS NAHHOM JWCIMIIMHBL
M3BecTHO, YTO B CTPYKTYpe yueOHOro riaHa 3Ha4YMuTelIbHOE BPEeMs OTBOJMUTCS Ha
CaMOCTOSITENILHOE W3YUEHHE NUCLMMIMHBEL B pabounx nporpammax JHCLHIIHH
pasMelnaercs MpuMepHoe pachpelielieHHe 4acoB ayUTOPHONW W BHEAyJAHTOPHOH
HArpy3KH 1Mo pas3jJu4dHbIM TeMaM JaHHOM JUCLMILIHHBI,

JIas yCIemHoro OCBOSHHS! TUCIUITIMHBL OaKanaBp JIOJDKEH:

1. I[Npocnymatrek Kypc JIeKUUH 110 JUCLUTIINHE.

2. BBINOIHUTH BCE 3ajlaHus, paccMaTpUBaeMble Ha MPAKTHYECKUX 3aHATHSX,
BKJIIOYAs pelleHue 3a1ad.

3. BEINOJHUATE BCe IOMallHUE 3a/JaHus, [ToJ[ydaeMble OT IIperoaanBarelis.

4. PewnTh BCe MpUMEpHBIC MPAKTHYECKHe 3aJaHusd, pacCUMTaHHBIC Ha
IIOATOTOBKY K TIPOMEXKYTOYHOMH aTTeCTalMH.

[py NMoAroToBKe K MPOMEXYTOUHOH arTecraluu 0coboe BHUMAHHE CJIEIyeT
0o0paTUTh Ha CIeNYIOLIHE MOMEHTHI:

1. BeIyuuTh ompeiesieH|sl BCeX OCHOBHBIX ITOHATHH.

2. IToBTopuTh BCe 3ajjaHus, paccMaTpUBaeMble B T€YEHHE CeMeCTpa.,

3. IIpoBepHTh CBOU 3HAHUS C MOMOLIBIO TECTOBBIX 3aJJaHHH.

Jlns  Oosnee  riyOOKOro  yCBOEHMSI  CTYJAEHTOM  IIpeIMeTa  MOXKHO
MOPEeKOMEH10BaTh CJe/yloLIee:

— pabora ¢ yueOHUKAMH ¥ CIIENHATIBHON JUTepaTypol, n3ydeHne myOauKanui
B HaydHbIX JKypHanax (nanpumep, «IIpoGieMbl Teopun H NPaKTHKH
yrpasienus», «MenepkmeHnT B Poccun u 3a pybexom», «HR - Human
Resources», «kcnept», «BOCC», «IKO», «Cexper (upmby, «Borpock
IKOHOMHUKHY, «JlemoBbie BecTn», «KommepcaHT», « IKOHOMUCT», «Bompocsl
ynpaslieHust peanpustuem», «Hosblii MeHexMeHT», «Bnacte» u ap.);

— npu paboTe ¢ aUTEepaTypoil cileyeT BECTH 3allMCh OCHOBHBIX IMOJIOKEHUH
(KOHCTIEKTUPOBATh OTHEIbHbIC pPa3/ielibl, BBINUCHIBATL HOBbIE TEPMHMHLI U
pacKkpbIBaTh UX COAEpPKaHUE);

— HeoOxonMMo mpopaboTaTh P JIMTEPATYPHBIX UCTOUHUKOB H, IPEKIE BCErO
yueOHble TocoOHus, B KOTOpPBIX Hambojiee IIONHO  OTpPaXKeHbl H
CHCTeMaTU3UPOBAHbl y3JIOBbIE BOIIPOCH] Kypca.

N3yuenue QUCIUTUIMHBI HOHKHO 3aBEPIIMTHCS OBJajieHHeM HeoOXOAMMbIMU
IpoghecCHOHAILHBIME 3HAHUSIME, YMEHHSIMU U HaBbIKaMH. DTOT PE3yJIbTAT MOYKET
OBITh JOCTUTHYT TOJIBKO IIOCIie BechbMa 3HAuYMTeNbHbIX ycuiuuid. [lpm ostom
BaKHBIMH OK&KYTCS HE TOJILKO CTapaHue W CIOCOOHOCTH, HO M XOPOILIO
NpoJiyMaHHasi opraHu3zalus TpyAa cTyleHTta. B nepByo odepenb 3TO IpaBUIIbHAS
opraHuzanus BpemeHH. [lpu H3yueHHH [UCUUIIMHBI HaUMEHBLIUME 3aTPaThl
BpeMeHH o0ecreuuT ciejayiollas nocjienoparensHocTs Aeiicteuii. Ilpexne Bcero,
HEeOOXOAMMO CBOEBPEMEHHO, TO ecTh IIocje CAadd DK3aMEHOB M 3a4€TOB 3a
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NpeIIeCTBYIOUMI ceMecTp, BBIICHUTH, Kakod o0beM HH(pOpMaLUU Clenyer
YCBOUTh, Kakue yMeHHsS NpUoOpecTH IS YCHELIHOro OCBOSHUS JIMCLHIUIHHBIL,
KaKkue 3aJlaHus BBIMOJIHHTBL ISl TOrO, YTOObl MOIYYUTh JOCTOMHYIO OLICHKY.
PerymsipHoe TOCeIeHMe JEeKUMH M TpakTUYecKHX 3aHATHH He  TOJIBKO
CIocOOCTBYET YCIEIIHOMY OBJaJICHUIO NPO()ecCHOHANBHBIMU 3HAHUSMH, HO U
MOMOTaeT HaWIydlUMM o0pa3oM OpraHu3oBaTh Bpems, T.K. BCE BHAbI 3aHITHH
pactipe/ielieHbl B CEMeCTpe IUIAaHOMEPHO, C YUeTOM HeOOXOAUMBIX BpPEMEHHBIX
3arpar.

Y4eOHMK, IPU BCEH ero Ba)KHOCTH JJIsl poLiecca U3yUeHHUs TUCUMIIHHBL, KaK
IpaBUJIO, COAEPKUT JIMIIb MHHUMYM HEOOXOAHMBIX TEOPETHYECKUX CBEICHHU.
Bysosckoe oOpaszoBanue npejnonaraer dolsiee rirydokoe 3HaHue npeamera. Kpome
TOr0, OHO TIPEAINOoJIAardeT He TOJILKO YCBOeHHe HH(OpMauuu, HO U (pOpMUPOBaHUE
HABBIKOB HCcJeAoBaTeNbekoid padotel. Jlas aToro HeoOXoaMMO H3yuyaTb M
CaMOCTOSITEJIbHO aHAJIM3MPOBATh CTATbH NMEPHOAMYECKHUX HM3JaHuil U MHrepHert-
pecypchl.

PaGoTry no KOHCHNEKTHPOBAaHMIO CJEAYeT BBIIOJHATh, TPEABAPUTEIIHEHO
M3yYMB IUTAHBI TIPAKTMUECKUX 3aHATHI M TeMbl KOHTPOILHBIX padoT. B atom
ciydyae HUYero He OyJeT ymylLIeHO U CTYAEHTY He NPUAETCS KOHCIEKTHPOBaTh
HCTOYHUK MOBTOPHO, TPATs HA 3TO AparoueHHoe Bpems. [IpaBuibnas opranuzanus
paboThl, UeMy MOJIKHBI CIIOCOOCTBOBAThH NaHHbIE BbILIE PEKOMEHAALMHN, TT03BOJIUT
CTYJICHTY CBOEBPEMEHHO BBITIOJHUATH BCe 3aJaHUsl, NTOJIYUYUTh NOCTOMHYIO OLIEHKY
1 u30exarThb, TaKUM 00pa3zoM, HeOOXOUMOCTH TPATUTh BPEMsI Ha IEPENOAIOTOBKY
U nepeciady npeaMera.

PexomMenaauuu no padore Ha JIeKIHOHHOM 3aHATHH
Ha nekuusix npenojaBaTesib M3NaraeT W pa3bsCHIET OCHOBHLIe, Hanbouee
CIIOKHbIe TOHSATHS TEMbI, a TaK)Xe CBs3aHHble C HeM TeopeTHveckue H
npakTudeckie npoOJemMbl, [aeT PEeKOMEHJAlMKW Ha CEeMMHApCKoe 3aHsiThe H
yKazaHMsi Ha caMocCTosATeNbHylo padory. B xone nekuuu OakanaBp JIOJDKEH
BHUMATEJILHO CJIYIIATh U KOHCTIEKTUPOBATh JISKUMOHHBIA MaTepuall.

PexoMeHIAMHUHN AJIsl CAMOCTOATEAbLHOH padoThI

CamoctosTenbHas padora GakanaBpoB — IlaHMpyeMas ydeOHas, Hay4dHo-
MccienoBaTenbckas paboTa, BRINONHAEMAs BO BHeayIHTOPHOE BPeMs MO 3aJaHHIO
M TIPpU  METOJAMYECKOM  PYKOBOJACTBE  npenojasareis, Ho 0e3  ero
HENOCPEACTBEHHOrO Y4acTHsl.

[lenr caMocTOATENbHON padOThl OakalaBpa — HAY4YHTHCSI OCMBICIEHHO H
CaMOCTOATENBHO paboTaTh CHavajda ¢ y4eOHbIM MaTepuaiom, 3aTeM C HaydHOM
uH(popMaLneil, U3yuuTh OCHOBBI CAMOOpPraHu3allid W CaMOBOCIHMTAHHS C TeM,
uTOOBI B lajibHEIIIeM HelpepbIBHO MOBLIIIATH CBOIO KBATM(DHUKALIHIO.

Lleasto camocTosiTenbHOM paboThl OakajaBpOB IO JUCLUIJIMHE SBIISETCS
oBjaJieHue (PyHAAMEHTAIbHBIMUA 3HAHUSMHU, NPO(ECCHOHATBHBIMU YMEHUSMH H
HaBbIKAMH peLIeHMs] 3aZlad W TEOPEeTHMYECKUM MaTepualioM MO JHMCIMILIMHE.
CamocrosrenbHass padoTa CIOCOOCTBYET  Pa3BHUTHIO  CaMOCTOSTEIBHOCTH,
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OTBETCTBEHHOCTH M OPraHW30BaHHOCTH, TBOPYECKOrO IMOJIX0Ja K PEILICHHIO
Pas3JIMYHBIX MPOOIEM.

B 3aBUCMMOCTH OT KOHKPETHBIX BHJIOB CaMOCTOSTENLHON  paboThl,
UCTIONIB3YEMbIX B KaMIOM KOHKpeTHOH palouelt mporpamme, cleayer
MIPHUICPIKUBATHCS CHEAYIOIMX PEKOMEHIALIHMA.

Onnoli  u3  (opM  TEKyIIero KOHTPOJSL 3HAHMUN CTYNEHTOB SIBJISCTCS
KoHTposibHas paborta. KonTponbHas pabora mojpasymMeBaeT 3HAKOMCTBO C
OCHOBHOH W JONOJHHUTENbHOH IHTEpaTypoi, BKIIOYAs CIpPaBOYHLIE W3IaHMUS,
3apy0eKHble HCTOUYHMKM, KOHCIIEKT OCHOBHBIX NMOJOKeHMH, TpeOyrolmxes Juis
3alIOMHHAHUS ¥ SIBIAIOLAXCSI OCHOBOIONArAIOIIMMH B 9TOH TEME.

Beinonnsas KoHTponbHY0 paboTy, HEOOXOAHMO BHHMATENIEHO O3HAKOMHTHCS
C YCJIOBHUSMM 3aJaHUH —H— HANKMCATh Pa3BEPHYTHIH M apryMeHTHPOBAHHbIH
CCBUIKAMH HA HOpPMATHBHbIE aKTbl W JHTeparypy otBer. Ilpum Hanucanuu
KOHTPOJBHOH paboThl HeOOXONUMO TIPOAHAIM3UPOBATE HAYyYHYIO U yueOHYIO
CHCIHANIBHYIO  JMTepaTypy, AeHCTBYIOLIME  HOPMATHBHO-TIPABOBLIE  aKThI,
MyOnMKaluy B IE€PUOJMYECKON Nedard, CyAeOHYI TPakTHKY, CTaTHCTHYECKHE
NaHHple. B mpouecce BeIMONHEHHS paboTbl HEOOXOAMMO IOATBEPIKIATH CBOM
BBIBOJBI LIM(PPOBLIMH NPUMEPAMH, IIPEJCTABICHHLIMU B BHJE TaOIKL, UMarpaM,
rpauKoB, a TakiKe npumepamu cyneGHol npaktuku. Kak npaBuio, KOHTPOIBHbIE
pabOThI TPOBOATCS HA CEMHUHAPCKOM 3aHSATHH.

[Togroroska Kk Hanucanuio pedepara HpejaNoNaracT IOUCK JIUTEPAaTypbl M
COCTaBJICHUE CITUCKA MCIOJIb3YEMBIX UCTOYHUKOB, M3JI0KEHIEe MHEHUSI aBTOPOB H
CBOEr0 CYXJEHHsI T0 BBIOpaHHOMY BONpoOCY; (OPMYIUPOBAHHE OCHOBHBIX
acreKToB MpoOIeMBI.

KonnokBuym mnpexcrasisier coboii omHy w3 (opM  yueOHBIX 3aHSTHI,
OPUEHTHPOBAHHYIO Ha OIpefelleHHe KadecTBa paboThl ¢ KOHCIEKTOM JIEKLIMI,
NOArOTOBKM OTBETOB K KOHTPOJBHBIM BompocaMm H 1p. KosmokBuyMmel, Kak
MpaBuJIo, MNPOBOAATCA B (opMe MUHM-DK3aMeHa, HUMEIOLIEro LEeJblo OLIEHUTH
TEKyUIUH ypoBeHb 3HAaHHH OaKalaBpoB.

Ilpu noxaroroBke K mHpakTHKyMy/J1aboparopHoit pabore OakanaBpam
IpeJIaraeTcsl BBINOJHUTL 3alaHMsl, IOATOTOBUTH TMPOEKTHI, COCTABIEHHbIE
MperojaBaresieM Mo KaKI0H yueOHOU TUCIIUTIITHHE.

Pexomenanuu no noaroToBke K NpaKTHYIECKOMY (CeMHHAPCKOMY) 3aHSITHIO

CemuBapckoe 3aHsTHE NpeACTaBiseT coOOl Takylo (opMmy oOyueHus B
YUPEKICHUSIX BBICIIEr0 00pa3oBaHUs, KOTOpas MPEIOCTABISET CTyAeHTaM
BO3MOXKHOCTH JUIsl 00CYKIEHUS TEOPETHUCCKIX 3HAHHHI C 1EJIBI0 ONpeaeneHUs HX
NPaKTHYeCKOro TPUMEHEHWs, B TOM 4YHCJIE€ CpPeJCTBAMH MOIEIUPOBAHUS
npoeccuonanbHoll  gesTenbHOCTH.  CeMHHApCKMe — 3aHATHS — CIy)KarT — Juis
3aKperieHusl M3y4eHHOro mMaTepHana, pa3BUTHS YMEHHI M HaBBIKOB HONTOTOBKH
AOKIIaJIoB, COOOUIEHNH, MPUOOPETEHNs ONbITA YCTHBIX MyOJIMUYHBIX BHICTYIIICHHUI,
BEJICHUSA NMUCKYCCHM, apryMEHTallUd M 3allUThl BBIABHIACMbBIX TOJOXKEHUH, a
TaloKe JUIs KOHTPOJIA IperojaBaresieM CTeNeHH NOArOTOBIEHHOCTH OakKallaBpoB
1o u3ydaeMon aucuuiuinge. Ilpy HanMuum NpakTHYECKUX 3aJaHui M0 W3yYaeMoil
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AUCHUIIIMHE OaKajgaBp BBITOJHSET Bce YIPAKHEHHS W 3aJauM, TOATOTOBICHHBIE
npenofasarenieM. LleNblo MPAaKTHYECKOrO 3aHSATUS ABISeTCsa Oonee yriyOieHHOe
H3y4YeHHe OTACJ]bHbIX TeM JUCLUUIUIMHBI M TNPUMEHEHHE  [OJIy4YCHHbIX
TEOPEeTUYEeCKNX HABBIKOB Ha IIPaKTHKE.

CeMHHApCKOe 3aHATHE HE CBOJAUTCS K 3aKPENJIEHHIO WM KOMUPOBAHUIO
3HAHWH, TONYyYeHHBIX Ha Jekuuu. Ero 3agayn 3Ha4MTENBLHO IIMpe, CIIOXKHEe H
unTepecHee. CeMHMHApCcKOe 3aHATHE OJHOBPEMEHHO peanusyeT ydeOHoe,
KOMMYHUKATHBHOE W npodeccuoHanbHoe npeaHasnavenue. Iloaroroska K
MpaKTHYeCKOMY  (CeMMHApCKOMY) 3aHATHIO HayMHAeTcs C  TIIATeJIbHOrO
O3HAKOMJIEHHUS! C YCIIOBMSIMU OpEJCTOsIIed paboTel, T. €. ¢ o0palleHus K IIaHam
CEeMHUHAPCKUX 3aHsATHH,

[ToAroToBKa K NPakTHUYECKHM 3aHATHAM IOJKHA HOCUTH CHUCTEMATHYECKHH
Xapakrep. DTo T103BoJUT OakanaBpy B TIOJIHOM OObeMe BBIMOJHUTE BCE
TpeOoBaHHUsl MIPernogaBaTes.

TiarenbHas MOAMOTOBKA K CEMUHAPCKUM 3aHATUAM, KAK U K JIEKLMIM, HMEET
onpejesiioiliee 3HaYeHHe: CeMUHap NPpoiAET Tak, KaK ayJIuTOpHs [OArOTOBUIIACh
K €T0 TIPOBEACHHIO.

CamocrosiTenbHas paboTa — CTOJI, HA KOTOPOM JIEPKUTCsI BCSI TOANOTOBKA 110
n3ydaeMoMy Kypcy. ['oToBsick K NPaKTHUYECKUM 3aHATHAM, CJIeJlyeT aKTHBHO
[0JIB30BATLCSL  CMPABOYHOW  JIMTEPaTypoid:  SHLMKIONEIMSIMH,  CIOBapsMHU,
anpboMaMy cxXeM W Ip. BiageHue NOHATUHHBIM aIllapaToM M3y4yaeMoro Kypca
ABIIAETCS HeOOXOIMMOCTEIO.

IIpy noaroroBke K ceMMHapy ©OakanaBpbl  HMEIOT  BO3MOXHOCTh
BOCIIOJIb30BATbCsl  KOHCYJIBTAIIUSIMU  TIperofaBatesis. Kpome yKazaHHBIX TeM
GakanaBphl BIIpaBe, MO COrJIACOBAHMIO C TperojaBaTeaeM, M30uparh W Ipyrue
UHTEPECYIOLINe UX TEMBI.

OnpeaenuBIInCs ¢ NpobJaeMoil, INpuBieKaolleld Hauboubllee BHUMaHHUE,
ciiejiyer o0paTHThCS K peKoMeHyeMoii iureparype. CleyeT UMeTh BBHILY, YTO B
CeMHUHape y4yacTBYeT BCSl IpyIia, a IOTOMY 3a/laiue K NPaKTHIECKOMY 3aHATHIO
clielyeT paclpefie/iiTh Ha Bech KOJUIEKTHB. 3ajaHne JOJDKHO ObITh OXBayeHO
MOJHOCTBIO W PEKOMEHJOBaHHAs JINTepaTypa JOJKHA OBITH OCBOEHA I'PYNNOH B
[TOJITHOM 00OBEME.

J1Jis IOJIHOLEHHOH TOATOTOBKH K IMPAKTHUYECKOMY 3aHSTHIO YTEHUS yueOHHKa
KpaiiHe HeJOCTATOYHO — B  yUeOHBIX IT0COOMAX  M3NAralOTcsl  TOJIBKO
NPUHIMITHATILHBIE OCHOBEL, B TO BpeMs Kak B MOHOIpa(HsaX M CTAaThAX Ha Ty WM
HHYIO TeMy MOJHMMaeMblii BONPOC pPacCMaTpUBAETCA C PA3HBLIX PAaKypCOB WIIH
paKypca OIHOTOo, HO B JIOOOM cllyuyae A0CTaTOYHO 1oApobHO U riyboxo. Tem ne
MeHee, JUIsl TOTO, YTOOB! JIOHDKHBIM 00pa3oM COPHUEHTHPOBATBHCSA B CYTH 3alaHud,
cHavaja clieJlyeT 03HAaKOMHUTBCS ¢ COOTBETCTBYIOIIMM TEKCTOM yueOHUKa — BHE
3aBUCHMOCTH OT TOro, IMpeJycMOTpeHa JIM JIeKIHs B AOTOJHEHHEe K JIaHHOMY
ceMuHapy win HeT. OLEHHMB 3a/laHKe, BbIOpAaB TOT WK MHOH CIOXKeT, U Noao0pas
COOTBETCTBYIOILYIO JIUTEPATYPY, MOKHO IPUCTYINATh COOCTBEHHO K MOJArOTOBKE K
cemuuapy. s nonydyenus Gosee riyOokux 3HaHui OakanaBpam peKOMEHJyercs
W3y4yaTb JIOMOJHHUTENbHYIO JnuTeparypy. CiielyeT akTHBHO II0JIb30BaThCsA
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CTIPABOUHOMN TUTEPATYPOii: SHIMKIIONEMSIMHE, CIOBapsMH, alb0OMaMu CXeM M JIp.
Bnanenuwe — MOHATHUHHBIM  ammapaToM — M3y4aemMoro  Kypca  sSBISETCs
HeoOXoaUuMOCTEI0. B x0j1e paboThl CTYIEHT J0/DKEeH NMPUMEHUTh MPUoOpEeTeHHbIe
3HAHUA TpU  O00O0OUIEHMH TEOPEeTHUYECKOro M IPAKTUYECKOro MaTepuana,
MPOJEMOHCTPUPOBATh HABBIKA TI'PAMOTHOIO HW3IIOKEHHS CBOMX MBICIEH ¢C
MCIOJIh30BaHHEM 00111eNTPaBOBOM U OTPACIECBOH TEPMUHOJIOTHH.

Cemunap (TpakTHuUecKoe 3aHsATHE) IIpejionaraeT CBOOOAHBIA OOMeH
MHEHUsIME 110 W30paHHoil TemaTuke. [Ipenogasarens popMyIUpyeT LENb 3aHATHS
M XapaKTepU3yeT ero OCHOBHYIO MpoOJeMaTuky. 3acilylIMBarOTCA COOOLLEHHS
OaxanmaBpoB. OOcyskieHHe COOOILIEHHS COBMEIIAETCss C  PacCMOTpPEHHEM
HAMEYEHHBIX  BompocoB.  Kpome  Toro  3aciyUIMBalOTCs  COOOINEHHS,
Mpearnoaraolude aHanu3 mnyOoJMkalMi Mo oTAelNbHBIM BOIIPOCAM CEMHHapa.
[ToompsieTcss  BBIABMKEHME M OOCy)K[AeHHe  albTEPHATHBHBIX  MHEHMH.
[lpenogaBaTenb  TOABOAWUT MTOTH  OOCYXKJAEGHMS U OOBABIAET  OLIEHKH
BBICTYTABLIMM OakaiaBpamu. B Hensx KOHTpos MOArOTOBAEHHOCTH OaKaaaBpoB
¥ TPUBHTHS WM HABBIKOB KPAaTKOro IMChbMEHHOTO H3JI0KEHHS CBOMX MBbIC/IEH
npenojaBareib B X0Je CEMHHAPCKUX 3aHATHH MOMKET OCYyUIECTBISITh TEKYIIHi
KOHTPOJTb 3HAHUH B BHJI€ TECTOBBIX 3aJaHUH.

Ha cemunape unért He npoBepka Ballel MOoArOTOBKH K 3aHATHIO (II0ArOTOBKA
ecTh HeOoOXOIMMOE YCJIOBHE), HO CTeleHb NPOHHUKHOBEHHA B CyTh Marepuaa,
obcysxnaemoii mpobiemel. [Toatomy Oecema Oymer HMATH HE IO COJEPIKAHMIO
MPOYMTAHHBIX PabOT; mpernojaBatenb OyAeT CTaBUTh NPOOJIEMHBIE BOINPOCHI, HE
BCE M3 KOTOPBIX MOTYT TIPSAMO OTHOCHTLCS K 00paboTaHHON BaMHU JIMTEPAType.

B xose TmpakTUYeCKHX 3aHATUM  OakanaBpbl I0J  PYKOBOICTBOM
npenojaBaresisi MOryT PAacCMOTpPEeTh pa3iMuHble METObl PelleHHs 3aj1ay o
puctuminHe. [IpoaoinkuTeNbHOCTh MOATOTOBKM K NPAKTHYECKOMY  3aHATHIO
JOJKHA COCTABISATH HE MeHee TOro o0bema, UTO ONpeAe/ieHO TeMaTHYECKHM
nIaHupoBaHueM B pabouei Tiporpamme. [lpakThueckue 3aHATHA MO JMUCLHIUIMHE
MOTYT IMPOBOJUTECS B Pa3NUYHbBIX (DOopMax:

1) ycTHble OTBEeTHhI Ha BOMPOCHI MpenofaBaTelisi MO Teme 3aHSTHS; 2)
IICEMEHHBIE OTBETHI Ha BOMPOCHI [IperojiaBaTels; 3) rpynmnoBoe o0cyKAeHUE TOH
MM WHOH MpoOjeMbl IOJ PYKOBOJCTBOM M KOHTpOJeM Ipernonasatensd; 4)
3aclylIMBaHus U 00CyKIeHre KOHTPOJIbHOM paboThl; 5) peluenue 3aaad.

[Ipu pabGote HEOOXOAMMO HE TONBKO TpPHUBIEYL Haubosiee LMPOKUH Kpyr
JIUTEpaTyphbl, HO U CYMETh Ha €e OCHOBE pa3o0paThCsi B CTENEHM H3YyYEHHOCTH
TeMbl. CTOWT BBISIBUTh JUCKYCCHOHHBIC BOMNPOCHI, HEPELIEHHbIE MPOOJIEMSBI,
HONBITATECS BbICKA3aTh CBOE OTHOIIEHHME K HUM, MPHUBECTH U apryMEHTHPOBATh
CBOK TOYKY 3pEHHsl WIIM OTMETHTh, KaKOil M3 MMeEIoLIUXCS B JUTEpaType TOYeK
3peHU 10 AaHHOH IpodiieMaTHKe NPUAEePKUBAETCS aBTOP U ITOYEMY.

Pexkomenpanuu no padore ¢ auTepaTypoH
M3ydenne nuTeparypbl O4Ye€Hb TpyHAOeMKas W OTBETCTBEHHas 4acTh
MOJIrOTOBKH K CEMUHApPCKOMY 3aHSTHIO, HANMCAHUIO dcce, pedepaTa, AOKIAAa U
T.11. Pabora Hag nuTepaTypoi, CTaThs JIM 5TO WM MOHOTpadusi, COCTOUT U3 TPEX
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9TanoB — yTeHHs1 paboThl, €€ KOHCIIEKTHPOBAHUS, 3aKIIIOUHTEIBHOrO 0000IIeHNs
CYTH U3y4aeMOM paboThl.

PaGora ¢ nutepaTypoi, Kak IIpaBHIIO, CONPOBOXAAETCA 3allUCsAMHU B
clieyroiux Gpopmax:

— KOHCIIeKT — KpaTkasi cXeMaTH4ecKas 3alldch OCHOBHOIO COJepKaHU
Hay4yHOH paboTbl. Llenblo KOHCHEKTHPOBAHUS SIBISIETCS] BBISIBJIEHUE JIOTMUKH,
CXEMBI J0Ka3aTeNIbCTB, OCHOBHBIX BbIBOJOB IIPOU3BEIECHHUS;

— IUlaH — KpaTkas ¢opMa 3anuci NPOYMTAHHOTO, MepevyeHb BOIPOCOB,
paccMaTpuMBaeMbIX B KHUIE, CTAaThe, COCTaBlIeHHE IIaHa pacKpbiBaeT JIOTUKY
NpOM3BeAeHUS, CIIOCOOCTBYET OPHEHTAI[HH B €r0 COJIepIKaHHM;

— BBIIUCKU — JUOO LUTATBl U3 NPOU3BeAEHUs, THNOO JOCIOBHOE M3JI0)KEHHE
MECT M3 MCTOYHMKA, CnocoOCTBYIOT Oosee TiyOOKOMY HOHUMAHHIO
YUTAEMOI0 TEKCTa;

— TE3UChl — CKATO€ U3JIOKEHHE OCHOBHBIX MBICIeH M [OJIOKEeHUH
[POYUTAHHOTO MaTepHaa;

— aHHOTALUs — OYeHb KPaTKoe W3JI0KEeHHe COJIepKaHus MPOUNTAaHHON paboTHl,
COCTaBJIseTCsl TI0CIie ITOJTHOTO MPOYTEHHS!  OCMBICIIMBAHUSI pabOThI;

— pe3toMe — KpaTkas OLEHKa IIPOYMTAHHOrO TPOM3BEJEHMS, OTpaKaeT
Haubosee o0LMe BbIBOJIBI U MOJ0KEeHNUI paboThl, €e KOHLEeNTYaJIbHbIE HTOTH.
Ilpexcne, yem Oparbes 3a KOHCINEKTHUPOBAaHME, CKa)KeM, CTAaThH, clejlyeT eé

XO0Ts Obl OIHAXKbI MPOYUTATh, YTOOB!I COCTABUTE O HEH INpeaBapUTelbHOE MHEHHUE,
nocTaparkCsi BBIIETUTh OCHOBHYIO MBICIAL WJIH HECKOIBKO 0a30BBIX TOYeK,
ONMUPAsICh Ha KOTOpBlE MOXKHO OyAeT B JaibHelHeM padoTaTh ¢ TEKCTOM.

KoHcnekTupoBaHue — Jello O4YeHb TOHKOE W TPyAo&MKoe, B OOLIeM BHJE
MOKeT OBITh OIpeIe]eHO KaK (PUKCALHsi OCHOBHBIX TOJIOKEHHUH U OTIIMYHUTEIbHBIX
uyepT paccMaTpHBaeMOro TpyJAa BKyIe ¢ TBOpUecKoi mepepaboTkol uaeil, B HEM
cozepxkatmxcs. Koncnekruposanue — oiMH U3 3P (PEeKTUBHBIX CITIOCOOOB YCBOEHUS
NUCBMEHHOro  Tekcra.  XOTd  caMO  KOHCMEKTHMPOBaHWE YK€  MOXKeT
paccMaTpuBaThCsl Kak o00o0OIeHHe, TeM He MeHee ecThb CMbBICT BBIJCIHTh
nocinenHee ocoOMLEH, NMOCKOJIBKY B XOJ€ 3aKIIOUHUTENBHOrO 0000IleHus ujieH
U3yyaeMoil paboThl OKOHYATENBHO YTBEPKAAIOTCS B CO3HAHMM M3YyHalOLIero.
JIOCTOMHCTBOM  3aK/IIOUMUTENBLHOIO 0000IIeHHS KaK CcaMOCTOATENbHOro JTarma
paboTel ¢ TEKCTOM SBISIETCSI TO, YTO 37eCh YMUTaTellb, OYAydd aBTOPOM
00001enuii, otaenser cedst OT cTaTbU, YTO SIBISETCS rapaHTUEld HEe3aBUCHMOCTH
YUTATENIST OT TEKCTA.

Ecnu nporpaMma 3aHATHS NpelycMaTpuBaeT paboTy ¢ HCTOYHHMKOM, TO 3TOH
CTOpOHE IOJArOTOBKH K CEMHHapy cliejlyeT YJeJuTh MpUCTalibHOe BHHUMaHue. B
CYLIHOCTH, Pa3bop UCTOUHHKA HEe OTJIMYACTCS OT paboThl C JIMTEPATYPOH — TO Ke
4YTeHHe, KOHCTIEKTHPOBaHHUEe, 0000IIeHHE.

Pexomenpanum k nanucanuio pegepara

Hcnosip30oBanue pedepara B KadecTBE MPOMEKYTOUHOrO WIH HTOTOBOIO
oTYeTa CTYJEHTa O CaMOCTOSATENBHOM H3yHYeHUM KaKOH-THOO TeMBbl y4eOHOro
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Kypca mnpejronaraer, HOpexae BCero, yCTaHOBIEHME MLejed W 3ajay JaHHOM
paboThl, a TakxKe ero (yHKIHOHATBHON Harpy3ky B Ipoliecce 00ydeHMs..

Peghepam — 310 KOMIIO3ULIMOHHO-OPraHU30BaHHOE, 0000IIEHHOE H3I10JKEeHHE
comepaHus HCTOYHMKA uHGpopMauuu (B yueOHOH cuTyallun — CTaTeH,
MOHOTpaduii, MaTepHaloB KOHQEepeHIHH, OQHIHATBHBIX JOKYMEHTOB U JIp., HO He
yueOHuUKa 1o aanHoil aucumminHe). Tema pedepara MoxkeT OBITH INpeaIoKeHa
npenojaBatesieM  MAM  BblOpaHa  cTyJeHTOM M3 pabouyed  MporpaMMel
COOTBETCTBYIOIIEH AUCIUIIIHHEIL.

Bo3MoyHO, Tociie KOHCY/IbTAllMM C [perniojaBatesieM, OOOCHOBaHHE U
dopmynuposanue coOGCTBEHHOM TEMBI.

Tema pegpepama nomKHa OTpaXKaTh MpodiaemMy, KOTOpasi JOCTATOYHO XOPOLIO
uccieoBaHa B Hayke. Kak mpaBuiio, BHYTpPH TakoH npoOiieMbl BeIOMpaeTcs s
aHayiu3a Kakoi-mu0o eJUHUYHBIHA acleKT.

TemaTuka MOXKET HOCUTD pa3iMUHbIA XapaKTep:

— MEXIPEeAMETHBIH,

— BHYTPHUIPEIMETHBIH,

— WHTErpaTUBHBIN,

— OBITH B paMKaxX NpOrpaMMbl JUCHUIUIMHBI WM PACIIUPATH €€ CoAepIKaHHe
(paccMoTpeHHe MCTOpUH TIPOOJEMBbI, HOBBIX TEOPUH, HOBBIX acCIEKTOB
IPOOIIEMBI).

Henvio pegpepama siBnsercs u3I0KeHHe Kakoro-nubOo BONpoca HAa OCHOBE
0000LIeH sI, aHAJIM3a W CHUHTe3a OJHOTO HIHM HECKOJIbKHX IEPBOMCTOYHHKOB.
Jpyrumu  cioBamu, pedeparT oTBedHaeT Ha BONPOC «Kakas MHMOpMarms
COJIEPKHUTCS B IEPBOUCTOYHUKE, YTO U3JIaraeTcst B HeM”».

[lpuHuMast BO BHUMaHHe, 4TO pedepar — ojaHa U3 (POPM HMHTEpHpeTaliu
MCXOJHOTO TEKCTa OJIHOTO WJIM HEeCKONbKHMX [EePBOUCTOYHMKOB, CleayeT
chopMyTHpoBaTh 3374y, CTOSUIYIO Tepe/l CTYAeHTaMU: cO3/1aTh HOBBIN TEKCT Ha
OCHOBE HMEIOIIHXCS TeKCTOB, T.e. TEKCT O TekcTe. HOBHM3HAa B JAaHHOM ciyvae
noJipazymMeBaeT COOCTBEHHYH CHCTEMaTH3aLMI0 MaTepuajia IPH COMNOCTAaBJICHUH
pa3IMYHbIX TOYEK 3pPEHHUsI aBTOPOB M H3JI0KEHMM Haubojee CyLIeCTBEHHBIX
TOJIOKEHUI ¥ BBIBOJIOB pe(pepupyemMbiX HCTOUHHUKOB.

1. Tpebosanusa k pepepamanm.

IIpexne Bcero, cleayer MOMHHTB, 4TO pedepaT HE JOIDKEH OTPaKkaTh
cyOBEeKTHBHBIX B3MJII0B pedepeHTa (CTyAeHTa) Ha U3araeMblii BOIIPOC, a TaKkKe
J1aBaTh OLIEHKY TEKCTY.

OcHoBHBIME TpeOOBaHUSIMH K pedepaTry cUHUTaIOTCS:

1. wundopMaTMBHOCTL W MOJHOTA  M3JOXKEHHS  OCHOBHBIX  HJeH
NePBOUCTOYHUKA,

2. TOYHOCTH M3JIOKEHHs B3TMIAIOB aBTOpa — HeHCKaxKeHHoe (huKcHpoBaHHe
BCEX TMOJIOKEHHH NepBUYHOTO TEKCTa,

3. oObekTMBHOCTE — pedepar JOJKEH  pacKpblBaTh  KOHIENIMH
MEPBOUCTOYHHUKOB C TOYKH 3PEHUSI UX aBTOPOB;

4. W3TIOEHHE BCEro_CYIIECTBEHHOIO — «4TOOBI YMETh CXBATUTh HOBOE M
cyliecTBeHHoe B counHenusix» (M.B. JlomoHocoB);
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5. W3J0KEHHE B JIOTHYECKOH IIOCHeOBaTeIBHOCTH B COOTBETCTBHH C
0003HaueHHOM TeMOI M COCTaBIEHHBIM IJIAHOM;

6. coOutoIeHHEe eIMHOTO CTHIISI — HUCTI0JIb30BAHUE JINTEPATYPHOIO A3bIKA B €0
Hay4YHO-CTUJIEBOH Pa3HOBUJIHOCTH;

7. KOPPeKTHOCTb B XapaKTEPHCTHUKE aBTOPCKOTO U3IIOKEHUS MaTepUaa.

2. Buowt peghepamoe.

[lo xapaktepy BocCrnpou3BeIeHHs HH(POPMALMU Pa3iuuaioT pedeparsl
PenponyKTHBHbIE U IPOAYKTHBHEIE.

PenponyktuBHble pedepaTbl BOCHPOM3BOAST COJCPKAHUE TEPBUYHOIO
TEKCTa:

— peepaT-KOHCIEKT COMepPKUT B 0000IIeHHOM BHE (akrorpapuyecKyio
MH(OPMALIHMIO, HMUIIOCTPATHBHBIM — MaTepuali, CBeI€HHS O MEeToJax
MCCIIeJIOBaHUs, O [IOJyYEHHBIX pe3ylbTaTax W BO3MOXKHOCTSIX  UX
TPUMEHEHHUS;

— pedepaT-pe3ioMe MPUBOAUT TOJIbKO OCHOBHBIE IMOJOKEHHS, TECHO CBI3aHHbIE
¢ TEMOM TEKCTA,

[IponykTuBHbIe pedepaTbl NpeAnonararoT KPUTHYECKOE WIIM TBOPUYECKOE
OCMBICIICHUE JTUTEPaTyPhI:

— pedepar-o030p OXBAaThIBAET HECKOJBKO TEPBHUYHBIX TEKCTOB, JIAET
COMOCTABJIEHHE PA3HBIX TOUEK 3PEHUs 110 KOHKPETHOMY BOIIPOCY;

— petepar-1oknan  gaeT  aHANH3  MHGOpPMAaLUWH,  NPUBEJIEHHOW B
NepPBOMCTOYHHKAX, U O0BEKTHBHYIO OLEHKY COCTOSIHUS TIPOOJIEMBI.

[o xonuuecTBY pedpepupyeMbix HCTOUHHKOB!

— MOHOrpaguyecKkue — OJH MePBOUCTOYHHK;

— 0030pHbIE€ — HECKOJILKO TIEPBUYHEIX TEKCTOB OJIHON TEMATHKH.

ITo ynTaTeIbCKOMY Ha3HAYEHUIO!

— o0mue — XapaKTepUCTHKA COJEep)KaHUs B LIEJIOM; OpHEeHTallUsl Ha IIHPOKYIO
ayAUTOPHIO;

~ CHEUHAIM3UPOBAHHBIE — OPUEHTALIMS Ha CHELIMAIHCTOB.

3. Omanut pabomol Hao peghepamom.

1. Beibop Temsl.

. U3yueHne OCHOBHBIX HCTOYHHKOB I10 TEME.

. CocraBnenue 6ubnuorpaduu.

. Koncnektnposanue HeoOX0AMMOro MaTepralia Uik COCTABIEHHE TE3UCOB.
. Cucremarnsauus 3aduKkcUpoBaHHO U OTOOpaHHOM HHMOPMALIUH,

. Onpenenenyie OCHOBHBIX MOHATHI TEMBI H aHATTH3UPYEMBIX MPOOJIEM.

. PazpaboTka 10ruKu uccienoBaHus nNpodsieMbl, COCTaBIeHHE T1IaHa.

. Peanusanus nnana, HanmucaHue pedepara.

9. Camoananus, npeanonaraloluil OUeHKY HOBH3HBI, CTEIIEHH PaCKPBITHS
CYUIHOCTH NpoOsieMbl, 0OOCHOBAHHOCTH BhIOOpA MCTOYHMKOB M OLIEHKY 0ObeMma
pedepara.

10. IIpoBepka oopMIIeHHS CTIMCKA JIUTEPATYPbI.

11. Pepakropckas npaBka Tekcra.

> BN B e WV, IR TS B NS
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12. Odopmanenne pedepata v mpoBepKa TEKCTa ¢ TOUKH 3PEHHS TPAMOTHOCTH
U CTUJIUCTHKH.

4. Cmpyxmypa pegpepama.

B crpykType pedepara BBIAEISAIOTCS TPH  OCHOBHBIX  KOMIIOHEHTA:
oubnuorpaduueckoe onucanue, COOCTBEHHO pedepaTHBHBIA TEKCT, CIPABOYHBIN
anmnapar. — :

bubnuorpaduyeckoe ornucaHue NMpearnosaraeT XapakTepUuCTUKY UMEKOLIHXCs
Ha 3Ty TeMy paboT, Teopuii; ucToprorpaduio BOIpoca; BIAEICHHE KOHKPETHOrO
Borpoca (mpeaMera HccienoBaHis); 00OCHOBaHHWE WCIONB30BaHKUA M30paHHBIX
TIEPBOUCTOYHNKOB.

Codcmeenno peghepamugnoviii meKcni:

Beenenue — 000CHOBaHHWE aKTyallbHOCTH TeMbl, POOJIEMBI; MIPeaMET, UeId 1
3aa4n pedepupyeMoii paboTsl, NpeaBapuTeIbHoe (POPMYIHPOBAHHE BBIBOIOB.

OcHoBHasi 4acTh — COJEpKaHue, Ipe/cTaBisAiolee coOOH OCMBICIIEHHE
TEKCTa, AHAIIMTUKO-CUHTETHUYECKOE npeobpazoBaHue uHpopmaluu,
COOTBETCTBYIOIIEH TeMe pedepara.

OCHOBHYIO 4YacTh PEKOMEHJYeTCsl pa3leluTh Ha JBa-TpH Bompoca. B
3aBUCHUMOCTH OT CJIO)KHOCTH M MHOTOTPAHHOCTH TEMbI, BOIPOCHI MOXHO
paszenuTh Ha maparpadpl. UpesmMepHoe ApobieHHe BOIPOCOB MM, HA00OPOT, UX
OTCYTCTBUE IPHUBOIAT K IOBEPXHOCTHOMY H3JIOXKEHUIO MaTepuana, Kaxeri
BOIPOC JOJDKEH 3aKaHYMBATHCS MPOMEKYTOUHBIM BBIBOJOM M yKa3blBaTh Ha CBS3b
C TIOCTIEAYIOIIIUM BOTIPOCOM.

3akmioueHne — 0000IIeHWe BBIBOJIOB apTopa, o00iacTh INpUMEHEHHs
pe3ynabTaToB pabOThL.

Cnpasounuiil annapamn:

CriMcok nuTepaTypbl — CIMCOK MCIIOJIB30BaHHbIX aBTOpoM pedepara pador
(MO’KET COCTOSIT M3 OJHOr0 U Hosiee U3AAHMI).

IMpunoxenus (Heobs3arTenbHas 4YacTh) — TaOMMIBL, CXeMBl, Tpaduxy,
dortorpaduu u T.1.

Peghepam kak obpazey nucbMeHHOI HAYYHOU peydy

. KauecTBa Hay4yHOH peywu.

OYHKINOHAIBHBIE CTHIIM PA3JIMIatOTCA:

— XapakTepoM IpeaaBaeMoii HHpOpMalH;

— chepoii PyHKIHMOHUPOBAHUS;

— azapecaTom;

— WCMOJB30BaHHEM SI3bIKOBBIX CPEICTB Pa3IMuHbIX YPOBHEH.

['1aBHOM KOMMYHHMKATHBHOH 3ajadedl pedepata sBIAsSETCs BhIPAKEHUE
HAYYHBIX MMOHSATUN U YMO3aK/IIOUCHUH.

Pedepar momxeH ObITH HAITMCAH HAYYHBIM CTHIIEM, YTO NPEANOIIAraer:

— mnepeaayvy WH(OpPMaLMU HAYYHOIO XapaKkTepa;

— (yHKIIMOHUPOBaHKME B 00pa30BaTeIbHON Cpee;

— B Ka4yecTBe ajpecara MpernoiaBaress, T.e. ClelHalucTa, Wil CTyAeHTOB,
— 3aWHTEPECOBAHHBIX B MOJNYYSHUH JaHHOH MH()OpMALIHH;
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AEMOHCTPALIMIO  XapaKTepPHBIX  S3bIKOBBIX OCOOEHHOCTEH IHCBMEHHOMR
Pa3HOBUAHOCTH HayUHO-yueOHOro NOACTHIIS INTEPATYPHOTO A3BIKA.
Hayunplii cTuine obiiajaer psiloM SKCTPATIMHIBUCTHYECKHX XapaKTEPUCTHK,

NI Ka4ueCTB.

TOYHOCTh — CTPOTOE COOTBETCTBHE CJIOB 0003HAaYaeMbIM IpeJMeTaM U
SIBICHUSIM  JICHCTBUTENLHOCTA (3HaHWE TpeaMeTra M yMeHHe BbIOHpaTh
HEOOXOIUMYIO JIEKCUKY );

HOHATHOCTL — JIOCTYIIHOCTH pedd JUIsi TeX, KOMY OHa aJpecoBaHa
(mpaBuIIbLHOE HCIIOJIL30BaHUE TEPMUHOB, WHOCTPaHHBIX CJIOB,
npoeCCHOHATH3MOB);

JIOTMYHOCTB, MOCHEN0BATENBHOCTE — YETKOe CJeJ0BaHHe B M3JIOKEeHHH
JIOTHKE U TIOPSIAKY CBsI3el B IeHCTBHTEILHOCTH ([1€PBOUCTOUHUKE);
O0BEKTUBHOCTL — OTCYTCTBHE CYODBEKTHBHBIX CYXIEHHH M OIIEHOK B
U3J10’KeHHH WHPOPMAIINH;

abCTpakTHOCTL M 00OOIIEHHOCTH —  OTBJIEYEHHOCTb OT  YacTHBIX,

HECYIIECTBEHHBIX IPU3HAKOB;
npeobiafaHue pacCyXKOeHUs KaK THUIIAa pedyd Haj ONMCAHHeM M
[T0BECTBOBAHUEM;

rpaduyeckas HH(opMalLys Haluurue cxeM, rpadukoB, TadnuL, GOpMyI U T.11.
2. Oco0eHHOCTH MMChbMEHHONH Hay4yHOM peuu

[InceMenHast peyb, B OTJIMYHE OT YCTHOM, I10JIpasyMeBaeT:

Olpele]IeHHYIO CTelleHb [IOArOTOBIEHHOCTH K padoTe;

BO3MOYXHOCTb MCIIPaBIeHHs U J0PaOOTKH TEKCTa;

HAJIMUMEe KOMIIO3UIIMH CTPOEHHsI, COOTHOLIEHHS U B3aUMHOI'O PaCIIONIOKEHHS
yacteil pedepara;

BbIJICP’)KAaHHOCTh CTHJIA M3JI0XKEHMsI; CTPOroe Clie/loBaHue JICKCHYECKMM H
rpaMmMaTH4eCKUM HOPMaM.

JloMuHHUpYIOMKUM (haKTOPOM OpPraHu3alyu SI3bIKOBBIX CPEJICTB B HAYYHOM

CTHJIC HABJIACTCA HX O606IJ.I€HH0-OTBJIGLI€HHBH71 XapakTep Ha JICKCHYECKOM H
rpaMMaTU4eCKOM YPOBHAX SI3BIKOBOI CHCTEMBI.

Jlexcuueckuil ypoBeHb Npearioaraer:

HCIIONB30BaHNe abCTpakTHOH JeKCHKH, Mpeolianaroileil Hall KOHKPETHOI:
MBILJIEHHE, OTPpaKeHHe, H3MEHIeMOCTb, IpeodpazoBanne, 1eMOKpaTH3aLus U
j o8 o8

OTCYTCTBHME  €IMHMYHBIX [OHSTHH M  KOHKpPETHbIX 00pa3oB, uTo
MoJuepKkuBaeTcs yrnorpedieHneM cjoB OOBIYHO, IMOCTOSHHO, PEeryJsipHO,
CHCTeMaTUYEeCKH, KaXbI U T.11.;

npeodiajaHue TEPMUHOB pa3JIMUHBIX OTpacieil HayKu: JIEKCUKOJIOIMS,
KOMMYHHKAIHsI, SMITUPH3M, THOCEOJIOTHsL, aAanTalys U T.1L.;

UCIIOJB30BaHUE CJI0B OOLEHAyYHOro ynotpeOneHus: (yHKLMs, KadecTBo,
3HAYEHHME, NEMEHT, NPOLIECC, aHAJIN3, J0Ka3aTe/IbCTBO U T.11.;
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ynorpeOneHue MHOTO3HAYHBIX CJIOB B OAHOM (peke IBYX) 3HAUYEHUSX:
[peanoarars (CYMTaTh, AOMYCKaTh); OKOHUAHHE (3aBepIleHHE), PACCMOTPETh
(pazobpars, 06aymMaTh, 0OCYIUTH) U T.I1.;

Haouyhe  crenu(uyeckux  (Gpa3eoNoOTH3MOB:  pALMOHAIBHOE  3E€PHO,
AeMorpa(GUuecKuii B3pbIB, MaruuTHas Oyps u T.I1.;

KJIMUIMPOBAHKE: TIPENCTaBlsAeT cOOOM..., BKIIIOYaeT B ceOs..., OTHOCUTCS K...,
3aKJIH0YaeTCs B... U T.I1.;

npeobyiaZiaHke OTBIICUEHHBIX CYIIECTBUTENBHBIX HaJl OJAHOKOPEHHBIMH
rIarojlaMu: B3aUMOJeHCTBHE, 3aBUCHUMOCTb, Kl1accuuKanms,
CUCTEeMAaTH3alus U T.1.

['pamMmMaTuyeckii ypoBeHb:

MCTIOJIb30BAHHE aHAJIMTHYECKOH CTeNeHM CpaBHeHHUs: O0oyiee CIIOKHBIMH,
HauboJiee MPOCTOH, MeHee WU3BEeCTHBIH U T.I. B OTIMYHE OT SMOLMOHAILHO
OKpalIeHHbIX: HAUBAKHEHIINH, clioHeHInnui, OamKkaliii 1 T.11.;
IIPEUMYILECTBEHHOE YNOTpeOIeHe TIIarojoB 3 JIHI@A e/. ¥ MH.4. HACTOALLETO
BpemeHHn (pexke 1 smua Oyayliero BpeMEHH CpPaBHUM, pPACCMOTPHM):
UCCTIeAYIOTCS, MPOCMATPUBAETCS, MOIpa3yMeBaeTcs, I0Ka3biBaeT M T.11.;
AKTUBHOCTL COI030B, IPENJIOrOB, MNPEJIOKHBIX COYETaHHii: B CBA3H..., B
COOTBETCTBHHU..., B KAYECTBE..., B OTHOLIEHHH. .., CDABHUTEIIBHO C ... U T.IL.;
npeobnajanvie IMacCUBHBIX (CTPafaTeNBHBIX) KOHCTPYKLMH: PacCMOTPEHEI
BOIIPOCHI, e

OMHUCaHbI SIBJICHHUS, CAEJIAHbI BBIBO/IbI, OTPaXKeHBI MPOOJIEMBI | T.I1.;
BRIPAYKEHHE Y€TKOH CBA3M MEK/Y 4acTAMM CJIOKHOTO NPEIJIOKEHHUS: CeayeT
CKaszaTh, 4TO...; Ha0IIOAEHUS TOKA3bIBAIOT, YTO..., HEOOXOAHUMO MOAYEPKHYTh,
YTO... U T.IL;

yCHJIeHHas CBA3ylowas (yHKUMS Hapeduid W HapeuHBIX BLIPaKEHHI:
02TOMY, UTaK, TAKUM 00pa3zoM, HaKOHeIl... U T.IL.;

OCJIOJKHEHHE npenoKeHn i 000co0IeHHBIMH KOHCTPYKIHUAMMU:
«CTpemyieHHEeM K CMBICIOBOH TOUYHOCTH W MH(MOPMaTHBHOCTH 00YCIIOBICHO
ynotpebjeHre B Hay4YHOH peud KOHCTPYKLUMH ¢ HECKOJBLKMMH BCTaBKaMU U
MIOSICHEHUSIMU, YTOUHSIIOLIIUMHU cojlepiKaHue BBICKAa3bIBAHMSI,
OTPaHUYHBAIOIIMMHU €ro 00beM, YKa3blBalOIIMMHU HCTOYHUK HHOOPMALUU U
TR,

O6o0was oTiMuuTeNbHbIe A3BIKOBbIE OCOOEHHOCTH MUCEMEHHOTO HAYYHOIO

CTHJISL, MOXKHO CKa3aTb, YTO OH XapaKTepHU3yeTCH:

yrnoTpebneHreM KHUKHOM, HeHTpalbHON U TEPMUHOJOTHYECKOH JTEKCUKH;
npeobiajanueM adCTPaKTHOM JIEKCHKM HaJl KOHKPETHOM;

YBEJITMYECHHEM JI0JIH HHTEPHALUOHAIN3MOB B TEPMHUHOJIOTHH,

OTHOCHTEILHOH OHOPOIHOCTHIO, 3aMKHYTOCTBIO JIEKCHYECKOTO COCTABA;
HEYNMOTPeOUTENBHOCTBIO PA3TOBOPHBIX W MPOCTOPEYHBIX CJIOB, CJIOB C
SMOIMOHAIBHO-2KCIIPECCUBHON U OLIEHOYHON OKPaCKOM;

HaJIM4MeM CHHTAKCUYSCKHUX KOHCTPYKLMH, MOAYEPKUBAIOMIUX JIOTHUYECKYIO
CBSI3b M MOCTEI0BATENEHOCTD MBICIEH.
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Odhopmienue pepepama. Kpumepuu oyenku.
[IpaBuna odopmienus peepara pernamentuponanbl. O6beM — He Gonee 10-
15 c¢rp. mamMHONMCHOro TeKcTa, HamewataHHoro B (opmare Word 7,0, 8,0;
pasmep wpudra — 14; unrepsan — 1,5, dopmar Oymaru A 4, CHOCKH
[IOCTPaHUYHBIE, CIUIOLIHBIE; T0Jie (BepxHee, HUXKHee, JeBOe, MpaBoe) 2 MM;
BBIPaBHUBAHUE — I10 LLIUPUHE; opueHTauus KHwkHas; mpudT Times New Roman
Cyr.
Pabora pnomkHa wWMeTh NOJS; KakIAbld pazgen odopmisieTcss ¢ HOBOI
CTPaHUIIBI.
THUTYyNBHBIN JIUCT OPOPMIISETCS. B COOTBETCTBUH C YCTAaHOBICHHOW (DOPMOIi.
Ha nepsoii crpanuue nedvaraercs riaH pedepara, BKIIOYAOUIUNA B ceds
Oubnuorpaduyeckoe ornucaHde; BBeAeHHE, pas3lelbl W maparpa@bl OCHOBHOMN
JacTH, PACKpbIBAIOLIME CYTh palOThl, 3aKIOYEHHE; CIHUCOK JIUTEPaTyphbl;
TPUIIOKEHHUSL.
B xonue pedepara mpencTaBiuseTcst CIIUCOK UCIOJIB30BAHHOM TUTEPATYPBI ©
TOYHBIM YyKa3aHMEM aBTOPOB, Ha3BaHMs, MECTa U rojia ee U3JaHus.
Kpurepun ouenku pedepara.
1. Ctenenb pacKkpbITHS TEMBI Ipe/IIIoIaraeT:
— COOTBETCTBHUE IlIaHa TeMe pedepara;
— COOTBETCTBHE COJEPXNAHUs TeME U TUIaHy pedepara;
— [OJIHOTY U IIyOUHY PacKPBITHS OCHOBHBIX TIOHSITHI;
— 0DOCHOBAaHHOCTH CIIOCOOOB U METOIOB PabOThI C MaTEPHATIOM;
— yMeHHe paboTaTh ¢ JUTEPATypol, CUCTeMaTH3UPOBAaTh M CTPYKTYPHPOBAThH
MaTrepua;
— yMeHue 000011aTh, 1eiaTh BBIBOJIbI, CONOCTABIATL PA3TMUHBIC
— TOYKH 3peHus [0 pacCMaTpUBaeMOMY BOIIPOCY.
2. O60CHOBaHHOCTE BBIGOPA UCTOYHMKOB OLGHMBACTCS !
— TOJIHOTOM MCNO/Ib30BaHus paboT no npodieme;
— npuBjeYyeHueM Haudollee W3BECTHBIX M HOBEHIIMX paboT mno mnpobrieme
(KypHasbHbIe 1yOJMKaLMK, MaTepralbl COOPHUKOB HAYYHBIX TPYJIOB U T.1.).
3. Cobmonenue TpeOoBaHUH K OQOPMIEHHUIO OTpeIesIseTcs:
— NpPaBUILHBIM 0(QOPMIIEHHEM CCHIIOK HA HCIIONB3YyEeMYIO JTHTEPaTypy;
— OLIEHKO# IPAMOTHOCTH W KYJIBTYPbI H3J10KEHHS;
— BJIaJICHHEM TEPMHUHOIOIHEH U MOHSITHHHBIM arnapaToM mpobeMbl;
— coburojieHreM TpeboBanuii K 00bemy pedepara;
— KyJIbTYpoH o(OopMIIEHUS.
3awuma pegpepama
Pedepatbl 00BIYHO NpPEACTABIIIOTCST HA 3aKIIOYHTEILHOM JTalle H3yueHHs
AUCLIMTUIMHBL KaK pe3ylbTaT MTOrOBOM CaMOCTOATENbHOW paboThl CTYEHTA.
JammTa  pedepara  OCYIUECTBISICTCS WM  Ha  ayJdTOPHBLIX  3aHATHIAX,
MPeyCMOTPEHHBIX Y4ueOHLIM IUIAaHOM, WM Ha 3adeTe Kak OJMH M3 BOIPOCOB
ouiieta (rocne/iHee onpeneNseTcs mpernogasaTeneM).
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Ecnu pedepar noppasymeBaeT NHyOMHUHYIO 3alIMTy, TO BBICTYNAIOLIEMY
clellyeT 3apaHee [OJArOTOBHThCS K  pedepaTUBHOMY  COOOILEHHIO, a
npenoaaBaTeTio ¥ BO3MOKHBIM ONIMOHEHTAM — 03HAKOMUTBCS € pabOTOH.

PedeparnuBHoe cooluieHHe OTAHYAeTCs OT caMmMoro pedepara Ipek/ie BCEro
00BEMOM M CTUJIEM H3JIOKEHUS, T.K. YUUTHIBAIOTCS OCOOCHHOCTH YCTHON Hay4HOH
pedr M NyOJIUYHOTO BBICTYIUIEHHsI B LelioM. B pedepatuBHOM cooOIIeHHH
conepxanue pedepara npeacrapisieTcss NoApoOHO (MM KPaTKO) M, KaK IpaBHIIO,
BHE OLEHKH, T.e. HU3JI0)KeHHe mpuoldperaer OO30pHBIH XapakTep W peliaer
KOMMYHHUKaTHBHYIO 3ajady (meperath B ycTHOHM ¢dopme uHpOpMauuio, KoTopas
noJKHa ObITH BOCHPHUHSITA CIyLIaTessiMu). Y4uThiBas IyOJWYHbIN Xapakrep
BbICKA3bIBAHMWH, BBICTYTNIAIOIIUH OJYKEH:

— COCTaBHTH IIJIAaH U TE3UCHI BEICTYIINICHUS;

— KpaTKo MpeJcTaBUTh NPo0IeMaTuky, 1ellb, CTPYKTYPY H T.I1.;

— obecrnevyuTh MOPLUOHHYIO T10JIauy MartepHayia He B COOTBETCTBUH C YaCTIMH,
pasnenamu U naparpadamu, a CerMeHTHPOBaTh B 3aBUCHMMOCTH OT HOBHM3HBI
uH]opmaluu;

— COo0NIOAaTh YeTKOCTh U TOYHOCTh BhIpaXKeHUl, UX NpouszHeceHue; odpamark
BHUMaHUE Ha MHTOHALIUIO, TeMIT, TPOMKOCTh M T.II. 0COOEHHOCTU MyOIHUYHOTO
BBICTYTUICHUS;

— JIEMOHCTPHUPOBATH IOATOTOBIIEHHBIN XapaKTep BbICKA3bIBAHUM, OIyCcKasl, KaK
B J1I000# Ipyroi yCTHOM peyH, CII0BECHYIO UMIIPOBU3ALIHIO.

PeKOMeHﬂaHHH IO HAIINCAHHIO 3CCE

cce — cpeacTBo, 03BOJIAIOIIEE OLICHUTh YMeHUEe 00y4aromerocs MucbMeHHO
n3araTh CyTh ITOCTaBAEHHOM MpPOOJeMBbl, CaMOCTOSITENIEHO MPOBOAWTL AHAJU3
3TOW  mpoOJieMbl €  MCIOJB30BAHMEM  KOHIENUMH W aHAJIUTUYECKOro
UHCTPYMEHTapHUs COOTBETCTBYIOLIEH JIUCLIMIIIIMHBI, JleaTh BBIBO/IBL,
00o0maroIe aBTOPCKYIO MO3ULIMIO 110 MTOCTaBIEHHOH Mpodiieme.

IJeav 3cce COCTOUT B pa3BHUTUM TaKUX HABBIKOB, KaK CaMOCTOSITENIBHOE
TBOPYECKOE MBIIIJIEHUE W MTHCbMEHHOE U3JI0KeHHEe COOCTBEHHBIX MBICJICH.

Cmpyxmypa scce onpeienseTcs nNpeabsapaseMbIMH TpeOOBaHHUIMMU:

— MBICIIA aBTOpa Mo npobreme U3araroTcs B popme KpaTKHX TE3UCOB.
— MBICIIb J0JDKHA OBITh MOAKPENnieHa 10Ka3aTebCTBAMH — MOITOMY 3a Te3HCOM

CIEIYIOT apryMEeHThl——

AprymMeHTbl — 9TO (akKThl, SBJIEHHS OOIIECTBEHHOH JKW3HH, COOBITHS,
JKU3HEHHbIE CUTYalMH W )XMU3HEHHBIH-OMNBIT, HayUHble JOKA3aTeIbCTBA, CCHIJIKH Ha
MHEHHE YUeHBIX U Jp.

Dcce 00BIYHO MMEET KOJBUEBYIO CTPYKTYpPY (KOJIHYECTBO TE3HUCOB H
apryMeHTOB 3aBUCUT OT T€MbI, U30paHHOTO TIJIaHa, IOTHKH Pa3BUTHS MBICITH):

— BCTYIUIEHHE

— TE3UC, APTYMEHTEI
— TE€3HC, apPryMEHThI
— Te3HC, apIryMEHTEI
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— 3aKJOveHUE.
[Ipu Hanmucanuu 3cce HAAO YUUTHIBATDH ClIeIylolIee:
Beryruienue u 3akioveHHe TODKHBI (POKYCHpOBAaTh BHUMaHHE Ha Mpodieme
(BO BCTYIUICHMH OHA CTABUTCS, B 3aKIIIOUYEHUHN — PE3IOMUPYETCS MHEHUE aBTopa).
Heobxogumo  Beiienende  abzaueB, KpacHbIX  CTPOK, YCTaHOBJIEHHE
JIOrHYecKoii cBA3u ad3alieB: Tak JOCTUIaeTCs LEeJIOCTHOCTh PabOThI.
Cmuo U3/10IICCHUA. SMOIIMOHAIBHOCTb, DKCIIPECCHBHOCTB,
XYJ10)KECTBEHHOCTD.
Ilpasuna nanucanusa >cce:
— 13 (GOpMaNIBHBIX [IPABKI MOKHO HA3BaTh TOJIBKO OJIHO — HAJMYME 3aroJOBKa,;
— BHYTPEHHSsSI CTPYKTypa MOXKeT OBITh NMpou3BoibHOU. [lockonbKy 3TO Manas
dopMa nucbMeHHOW pPaboThl, To He TpebyeTcs 00s13aTeNbHOE TOBTOpPEHHE
BBIBOJIOB B KOHLIE, OHH MOTYT OBITh BKIIIOYEHbl B OCHOBHOIl TEKCT WM B
3aroJlOBOK;
— apryMeHTalus MOXKeT TMpeuIecTBOBaTh  (OPMYJNHUPOBKE  MPOOJIEMBI.
GopmyarpoBka NpodieMbl MOKET COBNAAATH ¢ OKOHYATEILHLIM BbIBOIOM.
B kadecTBe mpuMepa MOXKETe MO3HAKOMUTBECSA C IIMPOKO M3BECTHBIMH JCCe
M. A. byaunna («Hemoctatku coBpemeHHOH mos3uu»), I1.C. MepexkoBckoro («O
NpUYMHAX yNaaka M HOBBIX TEUEHUSIX COBPEMEHHOMH pyccKoH Jutepartypsh»), K./
bansmonTa («DiemMeHTapHbIe ClIOBa O CUMBOJHUYeCKOU nos3um»), B.Sl. bprocosa
(«Knroun rtaiin»), Bsu. MBanoBa («CHUMBOIM3M Kak MHpOMOHMMaHHe»), A.A.
brnoka («O nupuke»).

YuebHO-MeTOAHYECKHE YKA3AHHS K BbINIOJIHEHHIO TECTOBbIX 3aJaHHH

TecTOBBIH KOHTPOIIb OTIMYAETCS OT JAPYTUX METONOB KOHTPOUA (yCTHbIE U
NUCBMEHHbIE 3K3aMeHbl, 3a4eThl, KOHTPOJbHble pabOThl M T.N.) TE€M, YTO OH
npejcrasiger co0olff  cneuMalbHO —TMOJATOTOBIEHHBIH  KOHTPOJILHBIM — Habop
3a/laHui, TTO3BOJISIIOLIMI Ha/JeXKHO U a/IeKBaTHO KOJHUYECTBEHHO OLIEHHUTh 3HAHHA
o0yyaroluxcst MoCpPe/ICTBOM CTATUCTHUYECKUX METOJIOB.

Bce BoileyKazaHHBIE MpEeUMYIIECTBA TECTOBOIO KOHTPOJSI MOI'YT OBbITH
JNOCTUIHYTBI JIULIB ITPHA UCIIOIB30BAHUM TEOPUM ME€1aroruuecKuX TeCTOB, KOTOpas
CIIOXKMJIaCh HA CTBIKE MENAarorukH, MCUXOJOTMM U MaTeMaTH4YecKOl CTaTUCTUKH.
OcCHOBHBIMH IOCTOMHCTBAMH TIPUMEHEHUsI TECTOBOIO KOHTPOJIS SIBJISFOTCS

— OOBEKTUBHOCTH pe3yJIbTATOB I[IPOBEPKH, TaK KaKk Hajauyue 3apaHee

OIpeJIeIEHHOr0 3TaJ0OHa OTBeTa (OTBETOB) KAKJbIM pa3 MPUBOJIUT K OJHOMY

M TOMY JK€ pe3yJIbTary;

— noBpllleHHe YPPEKTUBHOCTH KOHTPOITUPYIOMICH AesSTENIBHOCTH CO CTOPOHBI
pernoiaBaTess 3a CUeT YBEIHUEeHHUs e€ YacTOThl M PeryJIsspHOCTH;
— BO3MOXKHOCTb aBTOMATH3alMU NMPOBEPKH 3HAHUI yYallUXcs, B TOM YHClIe

MCIONB30BaHUEM KOMITBIOTEPOB;

— BO3MOJKHOCTB HCIOJIb30BAHUS B CUCTEMAX JAUCTAHIIMOHHOTO 00pa30BaHMS,

Tecm — MHCTpYMEHT, COCTOSIIMH K3 CHCTEMBI TECTOBBIX 3aJlaHUil C
ONMCAaHHBIMU CHUCTEMAMHM O0pabOTKM M OLEHKHU pe3yinbTara, CTaHAapTHOU
NpoueAypbl MPOBEAEHUS M NPOLEAYPHI Il H3MEpPEHUsi KauecTB W CBOICTB
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JINYHOCTH, W3MEHEHHE KOTOpPhIX BO3MOXKHO B MpOIEccCe CUCTEeMaTHYECKOro
00yueHus.

[IperMyIiiecTBO TECTOBOIO KOHTPOJISI COCTOMT B TOM, YTO OH SIBISETCS
HaydyHO OOOCHOBAaHHBIM  METOJIOM SMIHPUYECKOr0  HCCIEeNOBaHHUS U B
ornpejlelleHHONH cdepe Mo3BONSET NPEOoJ0IeTh YMO3PUTE/IbHbIE OLEHKH 3HaHUM
cryaentoB. Crneayer OTMETHTb, YTO 3aJ@aHMsl, HCIOIb3yEeMble MHOIMMHU
[IpenojaBaTesissMiM M Ha3blBA€Mble MMHU TECTOBBLIMH, HAa CaMOM JeJle TaKOBBbIMU
BOBce He sBJAIOTCA. B oTimuue OT 0OBIUHBIX 3ajlad TECTOBBIE 3aJaHUs HMEIOT
YeTKUH OJHO3HAYHBIM OTBET W OLIEHHMBAIOTCS CTaHJAPTHO HA OCHOBE IieHHHKa. B
caMOM TIPOCTOM CiIy4dae OIleHKa CTYJIeHTa eCTh cymMma OaljaoB 3a IPaBHIILHO
BBITIOJIHEHHBIE 3a]aHusl. TecToBble 3aaHus JOJDKHBI OBITh KPATKUMH, SICHBIMH H
KOPPEKTHBIMHM, HE€ JIONyCKaIOLUIUMM  JBycMblciieHHOcTH. (Cam ke  TecT
npeAcTaBisieT coOOH cuUcTeMy 3afjlaHMil Bo3pacTarolied TpyAHOCTHU. TecTOBbIH
KOHTPOJIb MOJKET TPUMEHSThCS KaK CpeACTBO TEeKYIero, TeMaTHUEeCKOro H
pyOeKHOro KOHTPOJS, a B HEKOTOPBIX ClIydasiX U HTOTOBOTO.

Tekylllee TeCTUpOBaHNE OCYIIECTBIACTCSA TMOCIE U3YUEHHUS] OT/IE/IbHON TEMBI
WM Tpymnbl TeMm. Tekylee TecTUpOBaHHE, TPEXKIe BCEro, SIBJISETCS OJHUM H3
3JIEMEHTOB CAMOKOHTPOJIS U 3aKperuieHusl ciyliaTteileM MpOoHAeHHOro yueOHOoro
Marepuasa.

Buout mecmoegoix 3a0anuii

TecroBoe 3ananue (T3) MoxkeT OBITH NpeICTaBICHO B OJHON M3 ClIELYIOIIHUX
CTaHAaPTU3HPOBAHHBIX (HOPM:

— 3akpeiToe T3, mpennonararoiiee BbIOOpP OTBETOB (HMCIIBITYeMbIiil BbIOMpaeT
IpaBUJIBHBIA OTBET (OTBETHI) U3 YHMClia TOTOBBIX, MpelaraeMbiX B 3aJlaHUU
TECTA);

— otkpblToe T3 (ucnbiTyemblid caM (POpMYJIUpyeT KpaTKUi WK pa3BepHYTHIH
OTBET);

— T3 pa ycraHoBieHue MpaBUILHOM ITOCIE10BATEIbHOCTH;

— T3 Ha ycTaHOBII€EHHE COOTBETCTBUS MEXK/Y 2JIEMEHTaMHU JIBYyX MHOXECTB.
3axpuimoe mecmogoe zadanue
3akpbiToe T3 cOCTOMT M3 HEMNOJHOro TECTOBOTO YTBEpP)KIECHUS C OIHUM

KJIIOUE€BBIM DJJIEMEHTOM M MHOXECTBOM JOMYCTUMbBIX BapUaHTOB OTBETOB, OJUH
MJIMd HECKOJIBKO M3 KOTOPBIX SIBJISIIOTCSI TNpaBUJIbHbIMU. TecTHUpyeMBblH CTYIEHT
omnpejeNsieT NMpaBWIbHbIE OTBEThI M3 JAHHOTO MHOKecTBa. PekoMeHayeTcs TSTh
WIH [IeCTh BapUAHTOB OTBETOB, M3 KOTOPBIX JBa WIH TpU SBISIOTCA
PaBUJILHBIMMU.

Omkpoimoe mecmogoe 3a0anue

OrtkpeiToe T3 UMeeT BUI HEMOJHOTO YTBEPXKJCHHS, B KOTOPOM OTCYTCTBYET
OJMH MM HECKOJIbKO KJIIOYEBBIX 3JIEMEHTOB M TpedyeT caMoCTOsATebHOH
GopMyIMpOBKM OTBeTa TecTUpyeMoro. B KauecTBe OTCYTCTBYIOUIMX KITFOUEBBIX
3JIEMEHTOB MOILYT ObITh: dYHCIO, OyKBa, CJIOBO HWJIH CcjloBocouyeTaHue. Ilpu
GopMynupoBKe 3a7aHug Ha MeCTe KJIIOYEBOro sJieMeHTa HEOOXOJMMO MOCTaBHTh
IpOYEePK UM MHOTOTOUHE.

Tecmosoe 3adanue na ycmanogienue npasutbHol NOCAe008amenbioCcmi
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T3 na ycraHoBiieHWE MPaBWIbHOH MOCIENOBAaTENbHOCTH COCTOUT U3
OJIHOPOIHBIX AJIEMEHTOB HEKOTOPOM I'PYMITbl M YeTKOH (POPMYITUPOBKH KPUTEpHsl
YHOPSIAOUEHHUS 9TUX 2JIEMEHTOB.

Tecmoeoe 3a0anue Ha yCmMaHo81eHUe COOMBRINCINEUs

T3 Ha ycTaHOBJIeHHE COOTBETCTBHSI COCTOMT W3 JBYX IpPyHIl 3J€MEHTOB W
4eTKol (HOPMYIUPOBKH KpHUTEpHUsi BbIOOpa COOTBETCTBUSI MeXIy HUMH. BHyTpH
KKIOH TPYIIBI 3JI€MEHTHI TOJKHEBI OBITh OJTHOpOAHBIMH. KonnuecTBo 271eMeHTOB
BO BTOPOH I'pyIe JOHKHO MPEBBIIIATh KOJUYECTBO 3JIEMEHTOB MepBON IpyIIbI,
HO He Oonee yeM B 2 pasza. MakcMMalnbHO JOIMYyCTHMOE KOJMYECTBO JIEMEHTOB BO
BTOpO# rpynne He AoJKHO rnpesbuuaTh 10. KonruecTBo ke 21eMEHTOB B IEPBOM
rpyIre A0MKHO OBITh He MEeHee JBYX.

Tpebosanus Kk mecmosviM 3A0AHUAM

Jns obecnieyeHust aleKBaTHOCTHU OLIEHKHM 3HAHMHM TeCThl JOJKHBI 00J1aaTh
CJIelyIOLIMMH CBOHCTBAMM:

— TeCT JODKeH ObITh penpe3eHTATHBHBIM C TOYKH 3pPEHUS H3ydaemMoro
Marepuasia (OTBETHl HA BOINPOCHI, IOCTABIEHHbIE B TECTE, HE JOJIKHBI
BBIXOJUTH 3 Npe/iesibl JaHHOH yueOHOH AUCLIUIIIHDI);

— TecT JI0JIKeH OBbITh YMeCTHbIM: (POPMYJIMPOBKA U COCTAB BOIPOCOB JOJIAKHEI
COOTBETCTBOBATh OCHOBHOM 1LI€JIM JIMCUMIUIMHBL (IPU TECTUPOBAHMM 1O
onpeJielleHHOM TeMe BONPOCHI JIOJIZKHBI COOTBETCTBOBAThL OJIHON M3 OCHOBHBIX
3a71ay JUCLIMIIMHEL, YIIOMSAHYTBIX B IIpOrpaMMe Kypca);

— TeCT AO/KEeH OBITh 00beKTHBHBIM, YTO 3aKIII0YAeTCs] B HEHU30eKHOCTH
BbIOOpa MpaBUIBHOTO BapHUaHTa OTBETAa PA3IMYHBIMU OSKCIepTamMH, a He
TOJIBKO TperoaBaTelieM, OCTaBUBLINM TECT;

— TecT JOJDKeH OBbITh cneuM(pPHUYHBIM, T.€. B TeCTe HE JOJDKHO ObITh TaKHX
BOINPOCOB, Ha KOTOpbIE MOI Obl OTBETHTH HeJIOBEK, HE 3HAIOLMH JaHHOU
JAUCUMIUIMHBI, HO 00JIalaloIii 10CTaTOYHOM 2py IHLIHEH;

— TeCT MOJKeH OBbITh OmepaTHBHBLIM, YTO [peJyCMaTpHUBaeT BO3MOKHOCTh
OBICTPOro OTBeTa Ha OTHENbHEI BOIIPOC, TOATOMY BOMPOCH (OPMYIHPYIOTCS
KOPOTKO M MPOCTO W HE [OJDKHBI BKIIOYATh PEIKO HCIOJIb3yeMble CJIOBa,
KOHEYHO, €CJIH JTH.CIOBA HE SBISIOTCS MOHITHSIMH, 3HAaHHE KOTOPBIX
[MPeAyCMOTPEHO B yueOHOH AUCLUIIMHE.

[lepeuucnentoie CBOUCHBA- —MECHMOBbIX  3a0anull  obecnedyusaiom
1HeoOX00UMbILl  KAYeCMmBeHHbIl YPOBEHb NPOBEOCHUS UMO208020 KOHMPOS, K
KOMOPOMY NPedbAGRAIOMea caedylouue mpebosanus.

[Ipomece TecTupoBaHUsI [OJDKEH OBITH BaJHAHBIM (3HAUYUMBIM), KoOrja
pe3ynbTaThl  MOATBEP)KJAOT KOHKPETHble HaBBIKM M 3HAHUSA, KOTOpPbIE
I0Jpa3yMeBaeTcsl MPOBEPHUTh.

TecrupoBanue sBnsieTcs 00BLEKTHBHBIM, €CIH Pe3yNbTaThl HE OTPaXKaroT
MHEHHSI MJIU CHUCXOIUTENIBHOCTD MPOBEPSIIOLLETO.

YOenutbcsi B HaJeKHOCTH TECTHPOBAHHUS MOXKHO, €CIIH Pe3yJibTaThl
IIOBTOPHO MOATBEPXKAEHBI NOCIEAYIOIHMH KOHTPOJIBHBIMU MEPOTIPUSTHSIMH.

¢ deKTHBHOCTL TECTUPOBAHUS ONPENEISNETCS, €CIM €ro BLIIOJHEHHE H
OLICHMBaHHE He 3aHUMaeT OOJIblIe BPpeMEeHH WIIH JIeHer, YeM HeoOX0auMO.
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TectupoBaHHe MOXHO CUMTATh HNpHEMJIEMbBIM, €CJIH  CTY/ICHTBI H
MpernojaBarelii  BOCIHPUHUMAIOT KOHTPOJIBHOE MEPONPHUATHE aJCKBaTHO ero
3HAUYUMOCTH.

W3yuenre AUHAMHMKH TIpoliecca MPOBEPKH 3HAHHH ¢ IIOMOIIBIO TECTOB
MO3BOJISICT YCTAHOBUTH WHIMBUYadbHOE BpeMsl TECTHPOBAHHS JIJIsl KaXK[0ro
KOHKpeTHoro Habopa TecTOBBIX 3anaHuii. Hepeiko Bpems TecTUpoBaHHs s
Pa3InYHbIX JUCUUIUIMH YCTaHABIMBACTCS OJIMHAKOBLIM HA OCHOBAHMHM HEKOTOPOTO
cTaHjiapTa, He MPUHUMAsi BO BHUMaHUE CelU(pHKY KOHKPETHOMW NUCILUIIMHBL U ee
paznena.

Ykazanus no noroToBKe K 3K3aMeHy

dopmMoii HITOrOBOr0 KOHTPOJIS 3HAHHU M YMEHWH, MOJYYEeHHBIX B Ipolecce
W3Y4YeHHUs! TUCLIUIUIMHEI SIBISCTCS SK3aMEH.

DK3aMeH JaeT BO3MOKHOCTD MPeroaaBaTelio:

1. BBISCHUTH YpOBEHL OCBOCHHSl CTyJEHTaMH Yy4eOHOH  NpOorpaMMel
JTVCLUTIUHBL;

2. oleHUTh (POPMHUpPOBAHHE Y CTYJIEHTOB OIpeleIeHHbIX 3HaHUH 1 HABBIKOB HX
WCIIOJIL30BAHUS, HEeOOXOOUMBIX M JIOCTATOYHBIX 1 Oyayluei
npohecCHOHaNbHOM e TeIbHOCTH;

3. OLIEHWTHh YMEHHE CTYIASHTOB TBOPUECKH MBICIUTH U JIOTHYECKH NPABUIILHO
13JaraTh OTBETHI HA MMOCTABIEHHBIEC BOMPOCHI.

[Tpu MOAroTOBKE K 3K3aMeHy HEOOXOAUMO OPHUEHTHPOBATHCS HAa KOHCIEKTHI
JEeKIHI, pekoMeHayemyr Jmureparypy u aAp. Cnada sk3aMeHa Ipeznosaract
[I0JIHOE I[MOHUMaHue, 3anOMHHAHWE U IPUMEHeHHEe M3YyUEeHHOr0 Marepuana Ha
npaktuke. [l ycremHoi noAroToBKH K NPOMEKYTOYHOH aTTecTallid CTyIeHTaM
HeOoOXOAMMO BHOBL OOPATHTBCA K MpoOiIeHHOMY Marepuaiy. Jluteparypa s
OArOTOBKM K DK3aMeHY peKOMeHJyeTcsl TperojaBaTelsieM, JMOO yKazaHa B
paboueit nporpamMMe 1Mo AMCLUILIAHE.

[Ipy MOArOTOBKE K ITPOMEXYTOUHON aTTecTalMd B KayeCTBE OPUCHTHPA
CTYIEHT MOJXKET MCIIOJIb30BaTh IepedueHb KOHTPOJIbHBIX  BOMPOCOB I
camornpoBepku. [1oAroToBKa OTBETOB HA 3TH BOIPOCHI ITO3BOJIMT:

1. BBISSICHUTH ypOBEHb OCBOCHHS CTYJeHTAMH yUeOHBIX IIPOrPaMM;

2. oneHuTh GopMHUpPOBAHHE Y CTYAECHTOB OIpPE/IENICHHBIX 3HAHUM U HABBIKOB MX
MCIONB30BaHMsl, HEOOXOMWMBIX W JOCTATOYHBIX  Juisl  Oy;aylue#t
npod)ecCHOHANBHON NeATENBHOCTH;

3. OLIEHUTH YMEHHE CTYJEHTOB TBOPYECKH MBICIUTEL W JIOTUUECKH MPABUILHO
H3J1araTh OTBETHl HA MOCTABJIEHHbIE BOIIPOCHI.

OrneHKa 3HAHUA CTYICHTOB JIOJUKHA OMNMPAThCsl HA CTPOro OOBLEKTHBHBIE
KPUTEPHH, HAYTHO 000CHOBAHHBIE TIeAaroruKoil 1 o0s3aTebHbIe U1 BBITOTHEHHS
BCEX IperojaBaTesiei.

Cpeam TakuxX KpUTEpHEB BaKHEHIUMMM SBJISIOTCS NPHUHLMIIBL NMOAXOAA K
onenke. B Hanmbonee oOieM BUIAe HTH MNPUHLUINBI MOXXHO MPEICTaBHTh
CIIeAYIOLIUM 00pa3oMm:
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13.rnyboKkne 3HaHMA W MOHMMaHHe CYILecTBa BOIIPOCa, HO HEe BCEX €ro
neTasiei, a TUIlb OCHOBHBIX;

14.cTeneHb CO3HATENILHOTO M TBOPYECKOIO YCBOGHUs M3y4aeMbIX HAyK Kak
0a3pl JIMYHBIX YOeIKIeHUH U MOJe3HbIX 0011eCcTBY JeHCTBHH;

15.moHMManye CYUIHOCTH HayKH, MecTa KaXklloil TeMbl B o0lleM Kypce H e
CBSI3H C MPE/IBIAYILHAMH U TTOCIEIYOILUMHI TEMaMH;

16.Bp1j1e/IeHHEe KOPEHHBIX TIPO0IeM HayKd M YMEHUE HIPaBUIIBHO UCIIOIL30BAThH
5TO 3HAHHE B CAMOCTOSITEEHOW HAYYHOH JeATEeIbHOCTH MW NPAKTHYECKOH
paboTe 1o creLHalbHOCTH.

DK3aMeH MOXET IPOBOJAUTLCS B YCTHOH, [MCbMEHHOH ¢opme M ¢
[IPUMEHEHHEM TECTOB. DK3aMeH MPOBOAMTCS 110 BOIIPOCAM, OXBAThHIBAIOIIMM BECh
npoiaeHHbId MaTepuan. [1o okoHYaHUIO SK3aMeHa MperofaBaTellb MOXKET 3a1arh
CTY/ICHTY JOMOIHHUTENbHbIC U YTOUHSIOIIHE BOTIPOCHI.

CryneHTaM HeOOXOJMMO TIIATEJILHO TOTOBHUTHCA K HMTOrOBOMY DK3aMEHY.
[Tpotiecc 110AroTOBKM K HTOTOBOMY PK3aMeHy HauMHaeTCsl, [0 CYLIECTBY, ¢ CaMOTO
MepBOro oramna u3ydenus npeamera. OH BKIOYaeT B ce0s caMOCTOSTENBHYIO
paboTy Haa peKoMeHAOBaHHOM nureparypoil. Kax IpaBuio, oH HauuHaeTcs 3a
OJITOpa-JBa Mecsa 0 dk3aMeHalMOHHON ceccuu. M3yuns U 3aKOHCIIEKTHPOBAB
PEKOMEHI0BaHHbIE WCTOYHUKH, BBIMOIHHUB IPEyCMOTPEHHbIE YYEOHBIM MJIaHOM
MUChMEHHbIe PadOThl M HMMesl peUeH3ud Ha HUX, CTYJeHT HayuHaer
HEMMOCPECTBEHHYIO TOATOTOBKY K JK3aMeHy C TIIATeIbHOH 0oTpaboTKH Kypca B
COOTBETCTBHM ¢ TpeboBaHMAMH yueOHOH mNporpaMMmbl M BBIIOJHEHHA
pEKOMEHIAli TpenojaBaTelis, NaHHBIX B pelieH3uu. Ha sTom sTare CTymeHTt
JIOJIDKEH TIOBTOPUTH M3YYeHHOE MO y4yeOHMKaM M yueOHBIM NOCOOMAM, JIMYHBIM
KOHCTIEKTaM, 3alHdcsaM JIeKIud W ApyruM wmarepuanam. I[lpuw sToM ocoboe
BHHUMAaHHE JI0JDKHO OBITh 00paIlieHo Ha TINATENbHYI OTPabOTKY TeX KOHKPETHBIX
BOIIPOCOB U TeM yueOHOM MporpaMMbl, KOTOpble ¢j1abo yCBOEHHBI.

Ilpy mnoBropeHMM MaTepuana Iepel UTOTOBbIM HK3aMEHOM HeoOXoauMa
caMmoIlpOBepKa WIIM B3auMHas NpoBepKa 3HaHui. B sToM ciyyae 1o Kaxaou teme
Haz0 elle pa3 Xopollo NMpoAyMaTh MaTepuall, HAlTH COOTBETCTBYIOIIHE CTaTbU U3
HOPMATHBHBIX aKTOB, 10100paTh NpuMepsl. BrionHe ceds onpasibiBaeT rpynnoBas
B3auMHas rposepka. Jlist aToro pexoMmenayeTcst codupartbes 1o 3-4 yenoBeka u
IMPOBOJIUTE pa3bop BONPOCOB MO Kypcy. DK3aMeH MpoBOAUTeA Mo Ouneram. Ecim
KaKoi-m100 M3 MOCTAaBIEHHLIX B OMIIeTe BOIPOCOB CTYAEHTY KaXKeTCs HESICHLIM,
OH MOJKeT O0OpaTHUTLCS K IMpenojaBaTeNlto 3a pasbsacHeHueM. llonb3oBarThes
HATJISITHBIMH  [TOCOOMSIMH, CJIOBAPSIMM MJIM CIIPAaBOYHHUKAMH MOKHO TOJIBKO C
pazpeiieHus npenojasaress. IIpy noaAroroBke K OTBETY, a TAKXKe IPH OTBETE HE
00s13aTeIbHO MPUICPKUBATHLCS TOH MOCIEI0BaTEIBHOCTH BOIIPOCOB, KOTOpasl JaHa
B OusieTax. 3amucy OTBETOB JIyUllle JIeJaTh B BUJE pa3BepHYTOro IilaHa, UX MOXKHO
JOTONTHUTD L paMu, TpuMepaMu, GaKTamu, a TAKKe cOClIaThCsl Ha HEOOXOIUMBIE
HOPMATHBHbIE aKThI U IPyTHe UCTOUHHUKH.

OtBer JioiKeH OBITH MOCTPOEH B (opMe cBoOOmHOro pacckasa. BaxHo He
TOJIBKO BEPHO H3JIOKUTH COOTBETCTBYIOILEE MOJIOKEHUE, HO U AaTh ero riybokoe
Teopernyeckoe  obocHoBanue. Ilpu oTeerax Hazo usberatk  OOJBIIMX
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BBICTYIIJIEHHI, OTKJIOHEHHH OT CyLLecTBa BOIIPOCOB, HO HE clieflyeT BaBaThCs U B
TaKyK KpaifiHOCTh, Kak IIOrOHs 3a KpaTKOCThbiO. Takod OTBET He pacKpoer
ColIepIKaHUs BOIIPOCA U HE AAacT BO3MOXHOCTH NPEroiaBaTesiio NpaBuibHO CyIUTh
0 3HaHMsX cTydeHTa. Ilocie OTBETOB Ha BOMPOCHI OWileTa MPErojaBaTelb MOKET
3a71aTh JAONOJIHUTENBHEIE BOIIPOCHI, HA KOTOPBIE CTYJEHT 0053aH OTBETUTD.
DK3aMenaTop OLEHHUBAET 3HAHMA 0 YEeThIpeXOaIbHOH CHCTEME: «OTIHIHON,
«XOPOLIO», «YIOBIECTBOPUTEILHOY, «HEYIOBIETBOPUTEILHO». BCe MON0OKUTeNbHbIE
OLIEHKH 3aIlHCBIBAIOTCS B SK3aMEHALMOHHYIO BEJOMOCTH M 3a4YETHYIO KHHXKKY.
HeynoBneTBoputenbHble OLEHKH IIPOCTABIISIOTCS B YK3aMEHAIINOHHYIO BEIOMOCTb.
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10. Iepevyenb nHGOPMALHOHHBIX TEXHOIOTHI, HCIIOJIBL3YEMBIX NPH
ocyuiecTB/IEHHH 00pa30BaTe/ILHOIO Npolecea Mo JHCHHIIHHE, BK/II0Yas
nepeYeHb NporpaMMHoro obecrnedenus # HH(POPMANNOHHBIX CIPABOYHBIX
cHCTeM

[Ipu ocywecTBiIeHHH 00pa30BaTEILHOIO MPOLIECCa HCIOJB3YETCS  Psif
MH()OPMALIMOHHBIX ~ TEXHOJIOrMH obecrieueHHs JAMCTAHIMOHHOTO  O0y4eHHs,
BKJIIOYAIOIIMI, HO He HCUCPIBIBAIOIIMICS, TeXHONOTHAMU OHJaiH u ogduaiin
pacripocTpaHeHust 00pa3oBaTeabHON HHPOPMALUK (1104TOBasA PacchlUiKa MeYaTHRIX
marepuanos W ONAaHKOB  TECTHPOBAHHS WM  DJIEKTPOHHBIX  BEpCHil
obpasoBaTesibHBIX MaTepHaloB Ha GU3MYECKUX HOCHUTENSX, JHOO MHTEPaKTHUBHBIMA
JOCTYIl K MarepuajaMm uepe3 MHTepHeT, AOCTYN K 2JeKTPOHHO-OMOIHOTEYHBIM
CHCTEMAM  MHCTHTYTA W CTOPOHHHMX  TOCTaBUIMKOB),  TEXHOJOIHAMH
B3aMMOJIEIICTBHS CTYJEHTOB C TIpernojaBaTeneM (BUACO-JIEKLMU W CEeMHHAapBHI,
rpyNMoBble U HHAMBH/IyaJlbHbIE KOHCYIBTALMH YEPE3 MHTEPHET, UHAUBUIYaTbHbIE
KOHCYJIBTAIM 10  TenedoHy), TEeXHOJOTHAMH 00pa3oBaTeIbHOTO  KOHTPOJIS
(MHTEpaKTHBHBIE OHJIAWH TECThl B MHTEpPHET, o(daiiH TECTHI ¢ MCMOIL30BAHUEM
MEPCOHATILHBIX NeYaTHBIX OJIAHKOB).

JInst  peanm3aiiv  yKa3aHHBIX — TeXHOJIOTMH — Mcnonb3yercs — Habop
IIPOrpaMMHOT0 oOecrnedeHuss U UH(GOPMALMOHHBIX CUCTEM, BKJIFOYAIOIIMH, HO He
OTpaHUYMBAIOLIMIACS, CIEIYIOIHUM CITUCKOM.

e onepauuoHubie cucteMsl Microsoft Windows (pa3in4HbIX BepcHii);

e omnepanuonnas cucrtema GNU/Linux;

e ¢BoOosHbBIN oducHEI makeT LibreOffice;

e cucreMa ynpasieHus mporeccoM o0yudenust «Lete e-Learning Suite»

(cobcTBeHHAs pa3paboTKa);

e cucreMa  MHTEPAKTUBHOTO  OHJAWH  TecTUpoBaHHA  (coOCTBeHHas
pa3paboTKa);
e cucrema TeJdeOHHOU MONAEPKKM M KOHCYJbTALUW COTPYIHHKAMH KOJI-
uentpa «LlenTpanbHas ciryx0a noaiep:kku» (codcTeennas pazpaboTka);
e cucrtema oHNalH Buaeo koHpepenuuii Adobe Connect;
AJIeKTPOHHO-0uONIMOTEeUHasl cucTeMa «AHOYKe»;
3N1eKTPOHHO-OnOHoTeyHas cucteMa «M3arenscrsa «JIaHb»;
MHTEepHeT-Bepcusi cripaBovyHKKa «KoHcynbrantlIinrocy;

[MPpUITIOKEHUE AJIA MOOMIIBLHBIX yCTpOﬁCTB «KoHcynbTanTAaoc: CTyaeHT»;
unsie MCC.
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11. Onucanue MaTepHAJLHO-TEXHHYECKOH 6a3bl, HeOOXOAUMOH 15t
ocyllecTB/ICHHSI 00pPa30BaTe/ILHOI0 Npouecca o ANCUHIIHHEe
AynutopHas 0a3a (JeKUHMOHHAsl ay[IuTOpus, ayJUTOpUsA I NPOBEACHUS
NPaKTUYECKHX 3aHSITHH, BUPTyallbHblE KJIACCHbIE KOMHAThl Ha IOpTaje

P®DN)

OpraHn3aluoOHHO-TEXHMYECKHE CPEICTBA U ayJAMOBH3YaNbHBIH (DOHIOBBIH
MarepHal, MyJIbTUMeniiHoe 000pyaoBaHue.

KommiexTsl BupeopuibMoB, ayauokuur, CD-auckoB mo mnpodsemam
JIUCUMIINHBL.

HnTepuer.



