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HOACHUTEJIBHAA 3AIINCKA

1. He.]'lb 1 3a1a91 H3YYCHUA TUCHUIIJIUHBI

[lenbro HU3yUCHUS AUCHUILINHBI ABJIACTCA HpHO6pCT€HI/IC 3HAHMU U HaBBIKOB,

HEOOXOMUMBIX s (GOPMHUPOBAHUSA I[€JIOCTHOTO TPEICTABICHUS O
JOKYMEHTUPOBAaHUH YIPABICHUSCKOHN JACSITETLHOCTH KaK OJTHOTO M3 HEOOXOUMBIX
DJICMEHTOB CHCTEMBI YIIPABJICHUS OpTraHW3aIlMeii, a TakKXKe pa3BUTHE OOIIeH
KYJbTYpbl BEICHUS JOKYMCHTAIlMH, KaK OJHOT'O0 W3 OCHOBOIIOJIATaloIINX
poeccoHaNbHBIX Ka4eCTB.

332 a4y U3y4YCHUA JUCHHUITJINHBI:

O3HAaKOMJIEHHWE OOyYalolMuXcsi € 3aKOHOJAATENIbCTBOM, PEryIUpYIOUIUM
JIEJONPOU3BOACTBO U YIPABICHUE JOKYMEHTAMU;

U3YUYEHHUE PA3JIMYHBIX CUCTEM JTOKYMEHTAIUU;

OCBOCHHUE CIIyHIATEIsIMU OCOOCHHOCTEM s3bIKA JIEJIOBBIX JOKYMEHTOB U
IPaBOIUCAHMS TIPU UX COCTABIICHUU;

03HAKOMJICHUE 00YUaIOIINXCsI C OCHOBHBIMU BUJIaMH JIOKYMEHTOB;
oTpa0OTKa HaBBIKOB COCTaBJEHUSA, OPOPMIIECHHUS Pa3JIUUYHBIX
YIPaBJIEHYECKUX TOKYMEHTOB.

2. [lepeyeHb MJIAHNPYEMBbIX Pe3yJIbTATOB 00yUYeHUsI 10 JUCIUIINHE,

COOTHECEHHbIE ¢ IVIAHMPYEMbIMHU Pe3yJIbTATAMU OCBOCHUS OCHOBHOI
npogeccuoHaAIbHOM 00pa30BaTeIbHOM MPOrPAMMBI

[Ipomecc n3yueHus TUCIUILIMHBI HAMpaBieH Ha (OPMHUPOBAHUE CIICAYIOIINX

KOMIIETEHIINN:

BJIaJICHUE HABBIKAMH IIOMCKA, aHAJIW3a W MCIOJb30BAHMS HOPMATHBHBIX U
MPaBOBBIX JIOKYMEHTOB B CBoel mpodeccuoHanbHon aesteabHoctu (OITK-
1);

CIMOCOOHOCTh peuaTh CTaHJapTHBIE 3aJadyd NpPOoPEeCcCUOHAIbHOU
JeSTENbHOCTH Ha OCHOBE HH(POPMAIMOHHONW u Oubiuorpaduueckoin
KyJIbTYpPbl C NPUMEHEHHUEM HH(POPMAaHMOHHO-KOMMYHHUKAIIMOHHBIX
TEXHOJIOTUA M C YYETOM OCHOBHBIX TpeOOBaHUN HH(OPMAIMOHHOM
oe3omacuHoctu (OIIK-7).

BJIAJICHUE PA3IUYHBIMUA CIOCOO0AMH pa3pelieHus] KOH(JIUKTHBIX CUTyalui
OpU TPOECKTUPOBAHUM MEXKIMYHOCTHBIX, IPYIIOBBIX U OPraHU3allMOHHBIX
KOMMYHHUKAllUi Ha OCHOBE COBPEMEHHBIX TEXHOJOTUW yIpaBieHUs
NIEPCOHAJIOM, B TOM YHCIie B MeXKKYIbTypHOU cpene (I1K-2);

BJIaJIcHUE HAaBBIKAMH JOKYMEHTAJIBbHOTO O(QOpMIIECHUS pEUICHUU B
yOpaBJe€HUU ONEPalUOHHON (MPOU3BOJACTBEHHOI) HESITEIbHOCTH
OpraHu3aluid Py BHEAPEHUU TEXHOJOTUYECKUX, MPOAYKTOBBIX MHHOBAIIMMA
WK opranuzaiuoHHbix n3Menennit (I1K-8);

YMEHHUE MPUMEHSATh OCHOBHBIE MPUHLIMUIIBI U CTAHJAAPTH (PUHAHCOBOTO y4eTa
ist  (GOpMUPOBAHUS YYETHOM NOJUTHKM M (UHAHCOBOW OTUYETHOCTH
OpraHu3alli{, HAaBBIKOB YIIPABIECHUS 3aTpaTaMHM W NPHUHATHS PELICHUN Ha
OCHOBE JaHHBIX yIpaBiieHueckoro yuera (11K-14);
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* BJQ/ICHUE HAaBbIKAMHU IOJIOTOBKH OPraHU3AL[MOHHBIX U PACIIOPSIUTENbHBIX
JOKYMEHTOB, HEOOXOJUMBIX ISl CO3JaHUsl HOBBIX MPEINPUHUMATEIBCKUX
ctpykryp (IIK-20).

B pesynbraTe u3yueHus: AUCUUIUIMHBI 00YUYaOLTUIICs TOJIKEH:

3HaTh:

* HOPMATHBHO-IIPaBOBYIO 0a3y nenonpou3BojictBa B PO (3-1);

* TOCYIAapCTBEHHBIC CTAHIAPTHI, PETIAMEHTHUPYIOIINE BOMPOCHI CO3JAHUA,
TEXHOJIOTHIO O0Pa0OTKU U XpaHEHUS JICTIOBBIX JIOKYMEHTOB (3-2);

* OCHOBBI JICJIOTIPOM3BOJICTBA, PA3HOBHUIHOCTH JIOKYMEHTOB, X MECTO B
CUCTEME YTNPaBIEHYECKOH JesTeNbHOCTH (3-3);

* OCHOBHBIE OCOOEHHOCTH JIEJIOBOTO SI3bIKA JOKyMEHTa (3-4);

* OCHOBBI OpPTaHU3alMHU JOKyMeHTOo00opoTa (3-5).

YMeTs:

* paspabaTeiBaTh U OQGOPMISATh OPTraHU3AMUOHHO-PACTIOPSIIUTEIHLHBIE
TOKyMeHTHI (Y-1);

* paspabaTeiBaTh ¥ OG(OPMIIATH OPTAaHU3AMMOHHO-TIPABOBBIC JOKYMEHTHI;
paboTaTh ¢ MUCbMaMHU U OOpalieHusIMu rpaxaas (Y-2).

Brnagers:

* TEOPETUYECKHMM HHCTPYMEHTApUEM YyIPABJICHUS JOKYMEHTaMH,
crienMaibHOM Jiekcukoi (B-1);

* HaBbIKAMH 00PaOOTKU JTOKYMEHTOB C TMOMOIIBIO KOMITBIOTEPHON TEXHUKHU

(B-2).

3. Mecto aucuumiauebl B ctpykrype OIIOII BO

JucuuiinHa BKIIIOYeHa B 6a30Byro yacTh 0soka 1 OITOIT BO.

K wucxomueiM TpeOGOBaHHSIM, HEOOXOAWMBIM I W3YYCHHUS THUCIUATLIAHBI
«JlokymMeHTanmoHHOE OOCECIICUCHHE YIIPABICHUS), OTHOCSATCS 3HAHWS, YMCHHS W
HaBBIKM, CHOPMHpPOBAHHBIE B XOJ€¢ H3ydeHHs aucnuiuinH: «l[lcuxomorus
oOmieHus», « OCHOBBI OYXTaITEPCKOTO yUeTay, « IKOHOMHKA OPTaHU3aIIAN.

N3ydeHne MaHHOW JHCIHUILUIMHBI SIBISETCS OCHOBOW JJISI HM3yYCHUS
JUCIUTUIMH: «YTIpaBJIeHUE KaJIpOBOH NEATeIbHOCTHIO», « MEHEeIKMEHT» U JIPYyTHUX
mucruniana OITOIT BO.



COAEPXKXAHME JTUCIHUIIJIMHBI

4. Coaep:xaHue JMCHUILIMHBI, CTPYKTYPUPOBAHHOE 110 TeMaM (pa3jaesiaMm) ¢
yYKa3aHHeM OTBeJICHHOI0 HA HUX KOJIUYeCTBA aKaJleMUYeCKUX UJIH
ACTPOHOMMYECKHX YACOB M BUJ0B Y4eOHbIX 3aHATHH

Cxema pacnpenesieHusi y4eOHOr0 BpeMeHHU
10 BUJaM y4eOHOil padoThI

OO61mast TpPyI0eMKOCTh TUCHHUILIIUHBI TIPU 3a04HOM (hopMe 00yUueHus: — 2 3a4eTHhIC
eMHUITBI (72 akaJeMHUYECKUX 4acoB)

Cxema pacnpeacjacHus yqeﬁﬂoro BPEMCEHH 10 KypcaM

3aounas ¢gopma o0yueHust

TpynoeMkocts, yac
Buabl yueOHoM padoThI
2 Kypc¢ Bcero

OO0uas TpPy10eMKOCTh 72 72
AyauTtopHas pabora 4 4
B TOM YHCJIE:
JIEKLIUU 2 2
MPAKTUYECKUE 3aHATHUS 2 2
CamocrosiTeibHas padorTa 59 59
IIpome:xxyTouHasi arTecTanus (3K3aMeH) 9 9
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Copep:xxanue Q¥ CHUTTHHBI

Yro Takoe ynpaJjieHue 1okymeHTamu? IlonsaTie o 1oKymenTe

Ponp NOKYyMEHTOB B HA€SATEIBHOCTH opraHuszanuu. IlonsAtue
Aenonpon3BoAcTBa. lloHATHE HOKYMEHTAllMOHHOTO O0O€CleYeHMsl YIpaBiICHUS.
VYipasneHue JOKyMeHTaMu: onpeneneHue. OyHKIUA yNpaBlIeHAs JOKyMEHTaMHu.
VYpasieHue T0KyMEHTaMH B Pa3JIMYHbIX OpPraHU3aLMsIX.

Hctopus nousarus «aokymeH. Onpenenenue nokymenra no 'OCT P UCO
15489-1-2007. Hocutenb qOKyMEHTUPOBaHHON MHGOpMAauH. THUIIBI JOKYMEHTOB:
TEKCTOBOM, NUCHMEHHBIH, PYKONMCHBIM, MAIIMHOMMCHBIN, W300pa3uTEIbHbIN,
rpauueckuii,  ayJuMOBU3YaJbHbI TOKYMEHT, KHHO-, ()OTO-, (POHOJOKYMEHT.
DOnexkTpoHHbIA TOKyMeHT. OOmias 1 0cOOEHHAsl YacTH JIEKTPOHHOTO JOKYMEHTA.
DNeKTpOHHO-IU(PpOBast MOAMUCH.

Jlureparypa:

OcHoBHas — 1, 2, 3.

HononuutensHas — 1, 3, 8, 10, 14.

HNurepner-pecypc:

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

http://www.consultant.ru;

http://www.edou.ru.

®opmupyemsie komnerennnn: OIIK-1; OIIK-7; TIK-14; 11K-20.
O6pa3zoBarenbHbie pe3yabtarsl: 3-1, 3-2, 3-3, 3-5, B-1.

TepmuHoI0rus B cpepe ynpapjaeHUs JOKYMEHTAMU

Hctounuku TepMuHOB JoKyMeHTamoHHoro obecnedeHus. [OCT P 51141-
98 «/lemonpon3BOACTBO U apXUBHOE n€yi0. TepMUHBI U onpeacneHus». [lonarue
JOKYMEHTHUPOBAHUS. TE€XHUKU TOKYMEHTHUPOBAHUSA. SI3BIKM JOKYMEHTHPOBAHUSI.
[lonsitue wubopmanuu. Bunel wmHbopmanmu. YmnpapieHdeckas HHGOpMAIINS:
noHsitue u Tpeboanusa. Hocutenmn wundopmanum. Opranuzanus padoOThl ¢
nokymeHntaMu. JlokymenTooOopor. Peructpanusi moxkymeHToB. KoOHTpomb
ucnojineHusa AokyMeHToB. dopmupoBanue paena. Homenkmarypa pen. biank
nokymeHTa. PexBusur mokymenta. Odunmanbabie TOKyMEHTHL FOpuamdeckas
cuia TOKyMeHTa. JIOKyMEHThl MO CTENEHH MOJIMHHOCTH: YEPHOBOM JOKYMEHT,
0€JIOBOM JOKYMEHT, MOJJIMHHUK O(PUIUAIBHOTO JOKYMEHTA, KOMHS JIOKYMEHTA.
Cuctrema pokyMmenrtanuu. Cravgaptuzanusa. YHudbukanusa. Tunuzamnus.
YHudunupoBaHHas cucTeMa JIOKYMEHTAIUH.

Jlureparypa:

OcHoBHas — 1, 2, 3.

HopmartusHO-1ipaBOBbIE€ aKTHI — 7.
JomonaurensHas — 3, 5, 8, 9, 12.
HNnTepuer-pecypc:
http://students.rfei.ru/a/students/library.jspx;
http://pravo.gov.ru;


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

http://www.consultant.ru.
®opmupyembie komnerenunn: OIK-1; OITK-7; TTK-8; T1K-20.
O6pa3zoBarenbHbie pe3yabTarsl: 3-1, 3-2, 3-3, B-1.

Knaccudukanus nesnonoii rokymenraunu. HopmarnuBHo-npaBoBasi 6a3za
yYIPaBJIeHUSA TOKYMEHTAMHU

HeoOxoaumocTs knaccudukanuu nokyMeHTanuu. Knaccudukamus
JOKYMEHTOB: IO BHJaM JI€STEIbHOCTH, [0 HAWMEHOBAaHHUIO, IO CIOCO0Y
JTOKYMEHTUPOBAaHUS WH(OOpPMAIMU, TIO MECTy COCTAaBJICHHUS, IO CTEICHH
CJIO)KHOCTH, TO CTEMEeHH OTPAHUYCHMS [OCTyNHa, MO HOPUAUYECKON cuie, IO
CpPOKaM HUCTOJHEHHUS, IO CTENIEHHU MOJTHOTHI UH(POPMAIUH, TT0 TPOUCXOKIEHUIO, IO
CpOKaM XpaHEHUs, MO CTENEeHU OO0S3aTEIbHOCTU, MO CTENEHU YHU(UKAIUU, TIO
XapakTepy COJIepIKaHUS.

Cucrema 3akoHonarenbctBa P®, perynupyromero uHPOpPMAIMOHHO-
JOKyMeHTalMoHHbI o0MmeH: Konctutymus PO, koauduuupoBaHHBIE aKTHI,
3aKOHBI, MOJ3aKOHHBIE HOPMATHBHBIE aKThl. [OCymapcTBeHHas cucTeMma
nokyMmeHTtaronnoro ooecnedenus ynpasienus (CHAOY). Tunosas uHCTpyKIHs
M0 JIJIONPOU3BOACTBY B (efiepalbHbIX OpraHax HCHOJHUTEIbHOW BiIacTu (yTB.
npukazoM MHUHKYIBTYpbl U MacCOBbIX KoMMyHuKaruii P® Ne 536 ot 08.11.2005
r.). ®enepanpHbiii 3akoH «0O0 apxmBHOM jene B Poccwmiickoni Deneparum»
22.10.2004 1. Ne 125-®3. T OCT P 6.30-2003. YaudumupoBaHHas cucTema
opraHu3alnMoHHO-pacnopaguTeabHod nokymentanuu (YCOPJ).
O6mepoccuiickuii knaccudukarop ynpasieHueckor qokymenrtamnuu (OKY JT).

Jlurepartypa:

OcHoBHas — 1, 2, 3.

HopmarusHo-nipaBoBbie akThl — 1, 2, 3,4, 5,6, 7, 8.
HomnonuurensHas — 1,2, 5,6, 8, 11.

HNurepner-pecypc:
http://students.rfei.ru/a/students/library.jspx;
http://pravo.gov.ru;

http://www.consultant.ru.

®opmupyemsie komrerenunn: OIIK-1; OIIK-7; TTK-8; TTK-20.
O6pa3zoBarenbHbie pe3yabrarsl: 3-1, 3-2, 3-3, B-1.

OdopmiieHne 10KyMEHTOB: 001He TPeOOBAHMS

[TonsitTue ynpaBieHuecKOro AOKyMeHTa. TpeOoBaHUs K yIpaBICHUYECKOMY
nokyMmeHTy. OpranuzalnnoHHo-pacnopaaurenabHas qokymenTanus (OP/L): nonstue
U KJaccuuKaims.

CocTaB peKBU3HUTOB CIY>KEOHBIX JTOKYMEHTOB. VCcroib30BaHME pa3IudHbIX
PEKBU3UTOB B CIIyXKEOHBIX JOKyMeHTax. [IpaBuia oQopmiieHHS OTIEIbHBIX
PEKBU3UTOB JOKYMEHTOB. BlIaHKM NOKYMEHTOB: BHIbI, (popMaThi, 0OCOOCHHOCTH
ucroas3oBanus. OOmumit Omank. biank nucbma. biaHk KOHKpETHOro BHaa
nokymeHTa. CrocoObl pacIoIOKEHUsT PEKBU3UTOB Ha OJIaHKaX: IEHTPOBAHHBIM
BapuaHT, (¢raroBblii BapuaHT. ['epOoOBBIM OJIaHK: MOHSITHE, H3TOTOBIICHHE,
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KOHTPOJIb 3a M3TOTOBJICHHUEM, HMCIIOJIB30BAHHUC, YUCT, YHHYTOXCHHC. HOpMBI
O(l)OpMJ'IeHI/ISI reyaTHoro tekcra. CrnocoObl HanMCaHus AaT B JOKYMCHTAaX.

Jlureparypa:

OcHoBHas — 1, 2, 3.

HopmaTtuBHO-11paBoBbI€ akThl — 2, 8, 9.

HomonaurensHas — 1, 2,4, 7, 10, 11, 12, 15.

HNureprer-pecypc:

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

http://pravo.gov.ru;

http://www.consultant.ru;

http://www.edou.ru;

http://profiz.ru/sr.

®opmupyembie komnereHuuu: OIIK-1; OITK-7; I[TK-8; I[1K-14; ITK-20.
O6pa3zoBarenbHbie pe3yabTarsl: 3-1, 3-2, 3-3, V-1, V-2, B-1, B-2.

Oco0eHHOCTH A3BIKA [1eJ10BBIX JOKYMEHTOB
HUctopusi pa3Butus OoPUUIMATBLHO-IEIOBOTO CTWIS s3blka. llogcTuim
opunManbHO-EIOBOTO CTUIS: OUMNIOMAaTHYECKHUN, 3aKOHOIATEIbHBIN,
yrpaBieHdeckuii. YepTsl OQPUIHMAIBHO-IEIIOBOTO CTHIIS: HEHUTpPaJIbHBIA TOH
U3J0KEHUS, JITaAKOHUYHOCTh, TOYHOCTb, SICHOCTH BBIPAXEHUS MBICIH.
JIuHrBUCTHYECKHE OCOOEHHOCTU O(UIUANIBHO-IENIOBOTO CTuUis. Jlekcuka u
bpa3eonorusa. YmnorpeOysieHUE KaHIEJIPU3MOB B JIECJOBBIX MUChMax.

CnoBoobOpazoBarenbHble 1 MOpdoioruueckue 4eptbl. CHHTAKCHC.

Jluteparypa:

OcHoBHas — 1, 2, 3.

JlonmomuutensHas — 1, 3, 6, 10, 11, 12, 13, 15.
HNutepner-pecypc:
http://students.rfei.ru/a/students/library.jspx;
http://profiz.ru/sr.

®opmupyemsie komnerenunn: OIIK-1; OIIK-7; TIK-2; TTK-8.
O6pa3zoBarenbHbie pe3yabTarhl: 3-4, Y-1, V-2,

IIpaBonucanue nNpu cocTaBjJeHUH OPUIHAIBHBIX JOKYMEHTOB

[TpuMeHeHne MPOMUCHBIX U CTPOYHBIX OYKB IPU HANMCAHUU HAUMEHOBAHUN
OpPraHoB TOCYJapCTBEHHOM W MYHHUIMOAJbHOW BJIACTH, JOJKHOCTEU
FOCYIapCTBEHHBIX CIyXKallUX, HAaNMEHOBAaHUM 3BaHUM, YYEHBIX CTEIECHEMU.
OcoOE€HHOCTH TPaBOMMCAHUS COOCTBEHHBIX HMMEH, reorpauyeckux Ha3BaHW,
Ha3BaHUM TOCYJapCTB W aJIMHHHCTPATUBHO-TEPPUTOPHUAIBHBIX HAUMEHOBAHUH,
Ha3BaHUN JOKYMEHTOB, MPOMU3BEACHHUI JUTEpaTypbl, UCKyccTBa. OdopmieHue
HA3BaHUU 4YMCEN, JEHEKHBIX EIMHMII, €AMHUIl u3MepeHHs. OmmMOKM B TEKCTax
JOKYMEHTOB: JIEKCUUECKHUE, TpaMMaTudecKkue, opporpaduueckue.

Jlureparypa:
OcHoBHas — 1, 2, 3.
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JonomuurensHas — 1, 3, 6, 10, 11, 12, 13, 15.
HNnTepuer-pecypc:
http://students.rfei.ru/a/students/library.jspx;
http://pravo.gov.ru;

http://www.consultant.ru.

®opmupyembie komnerenunu: 11K-8; TTK-20.
O6pa3zoBarenbHbIe pe3yabrarsl: 3-1, 3-2, 3-4, V-1, V-2.

Ha3HaueHue U cOCTAB CUCTEMbI OPraHU3ALUOHHO-TIPABOBOM JOKYMEHTALIUNU

Opranusanuss CHCTEMBI MPOLECCOB ymnpasiieHUuA. lloHsATHE cuUCTEMBI
JOKyMEHTalui. Buupl cucrem TOKyMEHTAIUH. OpraHu3aliOHHO-TTPaBOBas
NOKYMEHTAlMsA: Ha3HaueHue, coctaB. HopmaTHBHO-TpaBOBbIE HCTOYHHUKU
NOJIO)KEHUH OpraHu3alMOHHO-pAaCHOpPAAUTENbHBIX A0KyMeHTOB (OPJI).
[Tponenypa pazpadotku, yrBepxkaenuss u uzganus OPJl. Cpoku naeiictBust OPJI.
Buecenue nsmenenuii B OP/I.

Jlureparypa:

OcHoBHas — 1, 2, 3.

HopmaruBHO-1IpaBOBbIE aKThI — 9.
JlonomuutensHas — 1, 2, 3, 6, 7, 10, 15.
HNurepner-pecypc:
http://students.rfei.ru/a/students/library.jspx;
http://pravo.gov.ru;

http://www.consultant.ru;

http://www.edou.ru;
http://e-college.ru/education/lib/abc.html.
®opmupyembie komneteHuuu: OIK-1; OITK-7; ITK-8; TIK-14; ITK-20.
O6pa3zoBarenbHbIe pe3yabTathl: 3-1, 3-2, 3-3, 3-5.

Cocrasiienue u opopmiieHHe OPraHU3ALHOHHO-TIPABOBBIX JOKYMEHTOB

YupeaurenbHble JOKYMEHTBI: IIOHATHE W BUABL. YUYPEAUTEIbHBIN JOTOBOP:
MOHATHE M COCTaB. YCTaB: MOHATHE, CTPYKTypa, yTBepxkaeHue. I[lomoxkenue o6
YUPEXKICHUU: TOHATHE, CTPYKTypa, OQOpMIIEHHE. [lonaTne u Ha3HAYEHHE
mTaTHoro pacnucanus. OdopmiieHHE WITaTHOTO pacnucaHusa. JOJKHOCTH.
[Ipuka3z 00 yTBEepkKACHUM INTATHOTO pacnucaHus. BHeceHue H3MEHEHMII B
ITaTHOE pacnucanue. I[IpaBuwia BHYTpeHHEro TpyAOBOIO paclopsiika: IOHATHE,
HazHaueHue, odopmieHue, yrBepxkjaeHue. lloloxkeHne o CTPYKTypHOM
NOAPA3ACIICHUN: TIOHATHE, CTPYKTYpa, yIBep:xkaeHue. Mucrpykuus. JJoskHoCTHAS
UHCTpYyKLMs. Perimamenr.

Jlureparypa:

OcHoBHas — 1, 2, 3.
HopmaTtuBHO-ipaBOBBIE aKThI — 9.
HonomuurensHas — 1, 2, 3,7, 10, 11, 14, 15.
HNutepner-pecypc:
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http://students.rfei.ru/a/students/library.jspx;

http://pravo.gov.ru;

http://www.consultant.ru;

http://www.edou.ru;

http://e-college.ru/education/lib/abc.html.

®opmupyembie komneTeHuuu: OIIK-1; OITK-7; ITK-2; TTK-8; I1K-14; ITK-20.
O6pa3zoBarenpHbIe pe3yabrarel: 3-1, 3-2, 3-3, 3-5, V-2, B-2.

Ha3naueHne M COCTaB CHCTEMbI paCHOpﬂIlI/ITeJILHOﬁ AOKYMEHTaAallun

PaCHOpHI[I/ITCJIBHBIC HOKYMCHTBI:! IMOHATHUC KW HA3HAYCHHUC. BI/IJ_IBI
pacrnopAauTCIIbHBIX JOKYMCHTOB. BCI[OMCTBGHHBIG HOPMATHUBHLIC AaKTbI KakK
pacnopAaAnNTCIbHBIC TOKYMCHTLI. HOI[FOTOBKa BCAOMCTBCHHBIX HOPMATHUBHBIX
akToB. OCHOBaHUS HU3JaHuA PaClnopAaAUTCIIbHBIX JOKYMCHTOB. I[OKyMeHTI/IpOBaHI/Ie
KOJIJICTHAJIBHBIX pGHIGHI/II‘/’I. I[OKYMCHTHPOB&HI/IC CAWHOJINYHO IMPUHATBIX pemeHI/Iﬁ.

Jlurepatypa:

OcHoBHas — 1, 2, 3.

HopmaTtuBHO-1IpaBoBbI€ akThI — &, 9.
HomonmaurensHas — 1, 2, 3,7, 10, 11, 14, 15.
HNuteprer-pecypc:
http://students.rfei.ru/a/students/library.jspx;
http://pravo.gov.ru;

http://www.consultant.ru;

http://www.edou.ru.

http://profiz.ru/sr;
http://e-college.ru/education/lib/abc.html.
®opmupyembie komnetenuuu: OIIK-1; OIIK-7; IT1K-2; ITK-8; ITK-20.
Oo6pazoBatenbHble pe3ynbratel: 3-1, 3-2, 3-3, 3-5.

Cocrasienne u opopmiieHHe pacOpPsAANTENbHBIX TOKYMEHTOB,
npoueaypa ux U3gaHus
[ToHsiTHE TIpPOEKTa PACHOPSAUTENBHOIO JoKyMeHTa. Craauu mnpouenypsl
W3JIaHUS PACHOPSIUTEIbHBIX JOKYMEHTOB. OCOOEHHOCTH MNPOLEAYPHl H3AAHUS
PaCIOPAAUTENBHBIX TOKYMEHTOB IO KOJUIETHAJIBHO IMTPUHATHIM PEIICHUSIM.
[Toctanosnenue. Pemenne: noustue, ocooeHHoctu oopmiueHus. [lonstue
npuka3oB. Buasl npukas3os. IIpuka3el o OCHOBHOMN AeATeNbHOCTU. lIpukassl 1o
auyHOMYy coctaBy. KoHcTaTupyromas W pacnopsiAuTENbHAs 4YacTU IPUKA30B.
PexBusutsl mnpukaza. OcoOeHHocTu odopmieHus mnpuka3oB. HM3nanue wu
perucrpanus npukasos. PacnopspkeHue. YkasaHue.

Jlureparypa:

OcHoBHas — 1, 2, 3.
HopmaTuBHO-11paBoBBI€ aKThI — &, 9.
Homomaurensnas — 1, 2, 3,7, 10, 11, 14, 15.
HNuteprer-pecypc:
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http://students.rfei.ru/a/students/library.jspx;

http://pravo.gov.ru;

http://www.consultant.ru;

http://www.edou.ru.

http://profiz.ru/sr;

http://e-college.ru/education/lib/abc.html.

®opmupyembie komneTenuuu: OIIK-1; OIIK-7; I1K-2; ITK-8; ITK-20.
Oo6pazoBatenbHbie pe3ynbTatel: 3-1, 3-2, 3-3, 3-5, V-1, B-2.

Ha3nauyeHue u cocTaB CIpaBOYHO-UH(POPMALMOHHOMH CHCTEMbI
AOKyMeHTauunu. /lejioBasi mepenucka

Ha3znauenue cnpaBouHO-UHPOpMALMOHHON nokymeHTauuu. Cocrtas
CIPaBOYHO-UH(POPMALIMOHHOMN JTOKYMEHTAIIUH.

[Tonsitue ciyxeO6Horo mnuchbMa. DYHKIUU COy>KeOHOro nuchbMa. Bumbl
cinyxeOHbIx nuceMm. [apantuitHoe mnucbMo. CTpyKTypa CiIy»KeOHOro mnHchMa.
[Ipocroe mucemo. Cnoxknoe mnucbmo. Crneuuduka CTUIS JEI0BOr0 MHChMA.
Ortuker  npenoBoil mepenucke. OdopmieHue ciayxkeOHOro mnucbma. llonsTue
MexkayHapogHoro nucbMa. Cranpaptel MCO. PeKBU3UTBI MEXKIYHAPOIHOIO
nucbMa. CTpykTypa MexayHapoaHoro mnucbMa. OdopmiieHue BTOpPOTO H
MOCJIETYOLIETO JIMCTOB JEJI0BOIO IMUChMA.

TenerpamMma: NOHATHE, CTPYKTypa, COAEpKaHHWe. Tenmekc: IOHATHE,
CTPYKTypa, ocoOeHHOCTH opopmieHusi. Pakcorpamma. TenedoHorpamma.

Jlutepartypa:

OcHoBHas — 1, 2, 3.

JonomuurensHas — 1, 3, 7,10, 11, 13, 14, 15.

HNurtepuer-pecypc:

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

http://profiz.ru/sr;

http://www.edou.ru.

®dopmupyembie komneTenuuu: OIIK-1; OIIK-7; I1K-2; ITK-8; ITK-20.
Oo6pazoBatenbHble pe3ynbTathl: 3-1, 3-3, 3-4, V-2, B-1, B-2.

CocrasJjieHne 0T/AeJbHbIX BUA0B JOKYMEHTOB CIIPAaBOYHO-UH(POPMALIUOHHOM
CHUCTEMBI.

[TonsaTne nOKIagHOM 3anMCKU. BHEIMIHAA qOoKiagHas 3anucka. BHyTpeHHss
noknagHas 3amucka. OdopmiieHue poknagHou 3amucu. CiyxkeOHas 3amucka.
Oo6nbsicuurenbHas 3anucka. [Ipennoxenue. Ilpencrasnenue. 3aapnenue. [lonstue
npotokojia 3acenanusi. CTpykTypa mnporokoja 3aceaanus. OdopMmiieHue
IIPOTOKOJIA 3acedanus. AKT: TOHATUH, BUABI, odopmieHue. Crnpaska. CiykeOHas
crpaBka. Jlmynas crnpaBka. Crtpykrypa crnpaBku. OdopmiaeHue CHpaBKu.
3axmtouenune. Ot3bIB. [lepeuens. Ciucok.

JIuteparypa:
OcHoBHas — 1, 2, 3.
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HonomuurensHas — 1, 3,7, 10, 11, 14, 15.

HNnTepuer-pecypc:

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

http://www.edou.ru;

http://profiz.ru/sr;

http://e-college.ru/education/lib/abc.html.

®opmupyembie komnerenunn: OIMK-1; OIIK-7; TIK-8.
Oo6pazoBatenbHble pe3ynbratel: 3-1, 3-2, 3-3, 3-4, 3-5, V-2, B-1, B-2.
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5. [lepeyeHb y4eOHO-METOAUYECKOT0 O0ecTedeHUs 1JIsi CAMOCTOSATEIbHOI
patoThl 00Y4AIOIIUXCS MO IMCHUIINHE

1. Tema: YUrto Takoe ynpasJienue 1okymenramu? Ilousitue
0 IOKYMEHTe
CopepxaHue caMOCTOATENbHON paboThl: PacKpbITh poib JTOKYMEHTOB B
NESTEIbHOCTH OpraHu3anuu. JlaTe omnpeneneHus CIeAyIOIUM TEPMHHAM:
JICJIONTPOU3BOICTBO, JTOKYMEHTAIIMOHHOE O0ECTeueHUEe YTNpaBIeHUs, YIPaBICHUE
nokymeHTamu. COCTaBUTh TaOJIUIlY TUIIOB JIOKYMEHTOB.

Jlurepartypa:

OcHoBHas — 1, 2, 3.

HononuurensHas — 1, 3, 8, 10, 14.

WNurepHeT-pecypc:

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

http://www.consultant.ru;

http://www.edou.ru.

®opmupyemsie komnereHuun: OIIK-1; OIIK-7; ITK-14; T1K-20.
O6pa3zoBarenbHbie pe3yabtarsl: 3-1, 3-2, 3-3, 3-5, B-1.

@OopMBI KOHTPOJISI, OUEHOYHBIE CPEACTBA: TEKYIIMH KOHTPOJIb: TECT,
cobeceioBaHuE, TPE3CHTAIUS.

2. Tema: TepmuHnoJiorusi B cepe ynpapjeHusi J0KyMeHTAMHA
CopepxaHue camMoOCTOSATEIBHOW PabOThI: PacKphITh cleayronpe MOHSTHS:
JOKYMEHTHUpPOBAaHUE, UH(pOpMaIUsi, HOCUTENIN HHPOpMAIUHU, TOKYMEHTOOOOpOT,
HOMEHKJIaTypa JeJ, CUCTeMa JOKYMEHTAallMu, PEKBU3UTHI JTOKYMEHTA,
CTaHJapTU3alusl, yHU(UKAIKS, TUTTU3ALIHSL.

Jlureparypa:

OcHoBHas — 1, 2, 3.

HopmaTtuBHO-ipaBOBBIE aKTHI — 7.

JlononmuurensHas — 3, 5, 8, 9, 12.

HNurepner-pecypc:
http://students.rfei.ru/a/students/library.jspx;
http://pravo.gov.ru;

http://www.consultant.ru.

®opmupyembie komnerenunn: OIK-1; OIIK-7; TTK-8; T1K-20.
O6pa3zoBarenbHbie pe3yabTarsl: 3-1, 3-2, 3-3, B-1.

®opMBl KOHTPOJSA, OLEHOYHBIE CPEACTBA: TEKYHIMH KOHTPOJb: TECT,
co0OeceoBaHue, Mpe3eHTAIHS.

3. Tema: Knaccupuxkanus nenooi nokymenranun. HopmatuBHo-nnpaBoBas
0a3a ynpaBJieHHsI JOKyMEHTAMH

Conepxxanme camocTosTelbHOU paboTsi: CocTaBbTe TalOIUIY

K1accupuKanuu JaeaoBod mokymeHTanuu. CocTaBbTE€ TaONUILy CHUCTEMBI

16


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

3akoHoAaTenbcTBa P®d, perynupyromiero HHPOPMAIMOHHO-I0KYMEHTAIIMOHHBIN
oOMeH.

Jlureparypa:

OcHoBHas — 1, 2, 3.

HopmarusHo-nipaBoBbie akThl — 1, 2, 3,4, 5,6, 7, 8.
HomonaurensHas — 1, 2,5, 6, 8, 11.

HNureprer-pecypc:
http://students.rfei.ru/a/students/library.jspx;
http://pravo.gov.ru;

http://www.consultant.ru.

®opmupyembie komnerennnn: OIIK-1; OIIK-7; TTK-8; T1K-20.
O6pa3zoBarenbHbie pe3yabTarsl: 3-1, 3-2, 3-3, B-1.

dopMBl KOHTPOJISI, OIEHOYHBIE CpEeACTBA: TEKYIIUH KOHTPOJIb: TECT,
cobecenoBanue, pedepar.

4. Tema: OdopmiieHHe TOKYMEHTOB: 001Ine TpeOOBaHUS
Conepxanue caMoCTOsTENIbHOW paboTel: JlaiiTe XapaKTepUCTUKY
peKBU3UTAM JOKyMeHTOB. OxapakTtepusyite HOPMBI OMOPMIICHHSI TIE€YaTHOTO
TEKCTa.

Jluteparypa:

OcHoBHas — 1, 2, 3.

HopmaTtnBHO-1paBoBeIE€ akThI — 2, 8, 9.

HononmuurensHas — 1, 2,4, 7,10, 11, 12, 15.

HNnTepuer-pecypc:

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

http://pravo.gov.ru;

http://www.consultant.ru;

http://www.edou.ru;

http://profiz.ru/sr.

®opmupyembie komnerenuun: OIK-1; OITK-7; ITK-8; TT1K-14; ITK-20.
Oo6pazoBatenbHble pe3ynbratel: 3-1, 3-2, 3-3, V-1, V-2, B-1, B-2.
@OopMBI KOHTPOJISI, OUEHOYHBIE CPEACTBA: TEKYIIMU KOHTPOJIb: TECT,
cobecenoBanue, pedepar.

5. Tema: Oco0eHHOCTH A3BIKA /1€JI0BbIX JOKYMEHTOB
ConepxxaHue caMoOCTOsTEIbHOM paboTel: JlailTe XapakTepUCTHUKY
CIEAYIOIIUM MOACTHISAM O(UIMATbHO-IEIOBOI0 CTUJISA: JUIUIOMAaTHYECKUH,
3aKOHOJATEJbHBIM, YyHpaBieHUYeCKni. OXapaKTepu3yHUTe€ OCHOBHBIE YEpTHI
ounmanbHoO-AenoBoro crwis. Haiiaure oOpa3ipl JOKYMEHTOB HAaIllMCAaHHBIX B
Pa3IMYHBIX TOJACTHIAX O(PULIHATIBHO JEIOBOTO CTUJIS PEUH.

JIuteparypa:
OcHoBHas — 1, 2, 3.
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JonomuurensHas — 1, 3, 6, 10, 11, 12, 13, 15.

HNnTepuer-pecypc:

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

http://profiz.ru/st.

®opmupyembie komnerenunn: OIK-1; OITK-7; TTK-2; TTK-8.

OO0pazoBatenbHble pe3ynbTathl: 3-4, Y-1, V-2,

®opMBl KOHTPOJSA, OIEHOYHBIE CPEACTBA: TEKYIIMHA KOHTPOJb: TECT,
cobecenoBanue, pedepar.

6. Tema: IIpaBonucanue Npu cocTaBjieHUN 0PUUHAIBHBIX JOKYMEHTOB
Conepxanue camocTosiTeabHOW paborei: CocTaBbTe TabIHUIly
pacrpoCTpaHEHHBIX OIIMOOK B JIEJIOBBIX TOKYMEHTaX.

Jlureparypa:

OcHoBHas — 1, 2, 3.

HononuurensHas — 1, 3, 6, 10, 11, 12, 13, 15.
HNurepner-pecypc:
http://students.rfei.ru/a/students/library.jspx;
http://pravo.gov.ru;

http://www.consultant.ru.

®opmupyemsie komnereHumu: 11K-8; TIK-20.
O6pa3zoBarenbHbie pe3yabrarsl: 3-1, 3-2, 3-4, V-1, V-2.
@OopMBI KOHTPOJISI, OUEHOYHBIE CPEACTBA: TEKYIIMU KOHTPOJIb: TECT,
cobecenoBanue, pedepar.

7. Tema: HazHayeHue M COCTAB CHCTEMbI OPraHU3AIMOHHO-TIPABOBOM
AOKYMEHTALNHU
ConepxaHue caMOCTOSITENIbHOM paboThl: [laliTe KpaTKylo XapaKTepUCTHKY
OCHOBHBIM CHCTEMaM JOKyMeHTauuu. OxapakTepu3yiTe OCHOBHBbIE HOPMAaTHUBHO-
IIPABOBbIE HMCTOYHHUKU IIOJO0KEHHUE OPraHU3allMOHHO-IIPABOBBIX JOKYMEHTOB.
Haiizute um u3yuurte oOpas3ibl y4YpeAUTEIbHBIX JOKYMEHTOB HEKOMMEPUYECKHX
OpraHU3alui U XO034MCTBEHHBIX OOIIECTB.

Jluteparypa:

OcHoBHas — 1, 2, 3.

HopmatuBHO-TIpaBOBEIE aKThI — 9.
JonomuurensHas — 1, 2,3, 6, 7, 10, 15.
HNnTepuer-pecypc:
http://students.rfei.ru/a/students/library.jspx;
http://pravo.gov.ru;

http://www.consultant.ru;

http://www.edou.ru;
http://e-college.ru/education/lib/abc.html.
®opmupyemblie komnerenuun: OIIK-1; OIIK-7; TTK-8; ITK-14; TTK-20.
Oo6pazoBatenbHbIe pe3ynbTathl: 3-1, 3-2, 3-3, 3-5.

18


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

@OopMBI KOHTPOJIS, OLEHOYHBIE CpPEIACTBA: TEKYLIMW KOHTPOJIb: TECT,
cobecenoBanue, pedepar.

8. Tema: CocraBjieHue 1 0(popMIIeHHE OPraHU3ANNOHHO-TIPABOBBIX
AOKYMEHTOB
Conepxxanue camocTosTenbHOM paboTei: CocTaBbTe€ JOKYMEHTHI,
HEO0OXOMMbIC B TJAHHBIX YIPABJICHUECKUX CUTYyaIUIX.

Jluteparypa:

OcHoBHas — 1, 2, 3.

HopmaTtnBHO-npaBoBBI€ aKThI — 9.

HonomuurensHas — 1,2, 3,7, 10, 11, 14, 15.

HNnTepuer-pecypc:

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

http://pravo.gov.ru;

http://www.consultant.ru;

http://www.edou.ru;

http://e-college.ru/education/lib/abc.html.

®opmupyembie komneTenuuu: OIK-1; OITK-7; ITK-2; TTK-8; I1K-14; ITK-20.
Oo6pazoBatenbHbie pe3ynbTathl: 3-1, 3-2, 3-3, 3-5, V-2, B-2.

®opMBI KOHTPOJSA, OIEHOYHBIE CPEACTBA: TEKYIHMHA KOHTPOJb: TECT,
cobecemoBanue, Mpe3eHTAIS, Kelic-3a/1a4uu.

9. Tema: HazHauyeHHe U COCTAB CHCTEMbI PACIIOPAAUTEIbHOM
JOKYMEHTALUH
CopepxaHue camocTosTeNbHOM padoThl: JlaiiTe XapaKTepuCTUKY OCHOBHBIM
BUJAM PacHoOpsAIUTENbHBIX NOKYMeHTOB. Haiinure oOpasubl M oxapakTepusyinTe
HOPMAaTHBHBIE BEJIOMCTBEHHBIE aKTbl KaK pacHOpSAUTEIbHBIE JTOKYMEHTHI.
CocTtaBbTe TaOJIMIy OCHOBaHUM M3/1aHUM PacoOpsIUTENIbHBIX JOKYMEHTOB.

Jluteparypa:

OcHoBHas — 1, 2, 3.

HopmaTtnBHO-1IpaBoBBIE€ akThI — &, 9.

JonomuurensHas — 1, 2, 3,7, 10, 11, 14, 15.

HNurepuer-pecypc:

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

http://pravo.gov.ru;

http://www.consultant.ru;

http://www.edou.ru.

http://profiz.ru/sr;

http://e-college.ru/education/lib/abc.html.

®opmupyembie komneTenuuu: OIIK-1; OIIK-7; ITK-2; ITK-8; ITK-20.
Oo0pazoBatenbHbie pe3ynbTathl: 3-1, 3-2, 3-3, 3-5.

®opMBI KOHTPOJSA, OIEHOYHBIE CPEACTBA: TEKYIIMHA KOHTPOJb: TECT,
co0eceoBaHue, MPE3CHTAIUSI.
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10. Tema: CocraBiienue u oGpopmiIeHHE PACTIOPAIUTEIbHBIX
JOKYMEHTOB, IPOLeAYPa UX U3AAHUS
ConeprkaHue caMOCTOSITEIbHOU pabOThI: COCTaBbTE U O(POPMUTE IPUKA3BI IO
OCHOBHOM JIeATEIbBHOCTH, HEOOXOJUMbIE B JAHHBIX YIIPABIECHUYECKUX CUTYaLIUAX.

Jluteparypa:

OcHoBHas — 1, 2, 3.

HopmaTtnBHO-11paBoBBIE€ aKThI — &, 9.

HNuteprer-pecypc:

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

http://pravo.gov.ru;

http://www.consultant.ru;

http://www.edou.ru.

http://profiz.ru/sr;

http://e-college.ru/education/lib/abc.html.

®opmupyembie komneTeHuuu: OIIK-1; OITK-7; ITK-2; TTK-8; TTK-14; ITK-20.
O6pa3zoBarenpHbIe pe3ynabrarel: 3-1, 3-2, 3-3, 3-5, V-1, B-2.

®@opMBl KOHTPOJSA, OIEHOYHBIE CPEACTBA: TEKYIIMHA KOHTPOJb: TECT,
cobecemoBaHue, MPe3CHTAIS, Kelc-3a/1a4u.

11. Tema: HazHayeHnue U COCTAB CIIPABOYHO-UH(POPMALMOHHON CHCTEMbI
AOKyMeHTaunu. /lejioBasi mepenucka
ConeprkaHue caMOCTOSATENIbHONU pabOThI: COCTABLTE U CIYKEOHBIC MUChMA.
Jlurepartypa:
OcHoBHas — 1, 2, 3.
HononuutensHas — 1, 3, 7, 10, 11, 13, 14, 15.
NHurtepHeTt-pecypc:
http://students.rfei.ru/a/students/library.jspx;
http://profiz.ru/sr;
http://www.edou.ru.
®opmupyembie komnerenunn: OIK-1; OITK-7; TTK-2; TTK-8; TTK-20.
Oo6pazoBatenbHble pe3ynbTathl: 3-1, 3-3, 3-4, V-2, B-1, B-2.
@OopMBI KOHTPOJISI, OUEHOYHBIE CPEACTBA: TEKYIIMU KOHTPOJIb: TECT,
cobeceoBaHue, IpE3CHTAIUS, Keilc-3a1auu, pedepar.

12. Tema: CocraBiieHre OTAEJIbHBIX BU/I0B JOKYMECHTOB
CNIPABOYHO-MH(POPMALIMOHHOM CUCTEMbI
CopepxxaHue caMOCTOSITENIbHOM pPabOThI: COCTaBbTe TeledOHOTpaMMBI U
TeJIerpaMMbl, HEOOXOIUMBIE B JAHHBIX YIIPABICHYECKUN CUTYyAITUSX.
Jlureparypa:
OcHoBHas — 1, 2, 3.
JomnomaurensHas — 1, 3, 7, 10, 11, 14, 15.
HNuteprer-pecypc:
http://students.rfei.ru/a/students/library.jspx;
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http://www.edou.ru;

http://profiz.ru/sr;

http://e-college.ru/education/lib/abc.html.

®opmupyembie komnerenunn: OIIK-1; OIIK-7; TIK-8.

O6pa3zoBarenbHbie pe3yabTarel: 3-1, 3-2, 3-3, 3-4, 3-5, V-2, B-1, B-2.

®opMBI KOHTPOJSA, OILEHOYHBIE CPEACTBA: TEKYIIMHA KOHTPOJb: TECT,
cobecenoBanue, pedepar, Keic-3aaaun.
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6. ®oH/1 OLIEHOYHBIX CPEACTB ISl IPOBeIeHHsI MPOMEKYTOYHOM aTTeCTANNH
00y4aoImMXxcs M0 JUCHUIITIMHE

Cwm. [Ipunoxxenue Nel k paboueit nmporpamme.
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7. IlepeyeHb OCHOBHOM U J0NOJHHUTEILHON JUTEPATYPbI, HEOOXOAUMOM 1JIA
OCBOCHMS JUCHMIIUHbBI

OcHoBHas iuTEpaTypa

1. beikoBa, T. A. JlokyMmMeHTauUMOHHOE oOecnedyeHHEe YyMpaBICHUS
(memompou3BoicTBO) : yueOHoe mocodue / T.A. beikoBa, T.B. Ky3Herona,
JI.B. Cankuna ; nox obul. pen. T.B. Ky3neuoBoil. — 2-e u3z., nepepad. u
non. — MockBa : UH®OPA-M, 2020.— 304 c. [D1eKTpoHHBIN pecypc:
JOCTYII YePE3 https://znanium.com |

2. YnpaBieHue JOOKYMEHTaMHU: y4eOHUK [DIEKTpOHHBIH pecypc];
Pernonanbneiii (huHaHCOBO-3KOHOMHUYECKH HHC-T. — Kypck, 2015. — 103 c.

3. YnpaBineHue AOKYMEHTaMHU: NPAKTHKyM [ODIJIEKTPOHHBIM pecypc];
Pervonansubiii prHaHCOBO-9KOHOMUYECKUH nHC-T. — Kypck, 2015. — 146 c.

HOpMaTI/IBHO-HpaBOBI)Ie AKTbI

1. Konctutynust PO (mpunsara BceHapomHbiM rojiocoBanuem 12.12.1993) //
CIIC «Koncynprantlntoc» (aeiicTByroImas pe1akius).

2. ®enepanbHbIi KOHCTUTYIMOHHBIA 3akOoH «O TOCYJapCTBEHHOM repoe
Poccuiickoit ®enepauuun» ot 25.12.2000 r. Ne 2-®K3 // CIIC
«Koncynbrantllimocy (nercTByromas peaakius).

3. I'paxnanckuii koaekc Poccuiickoit @enepauuu (4acTh nepBasi) OT
30.11.1994 Ne 51-®3 // CIIC «Koucynwsrantllntoc» (meiicTByromias
penaKius).

4. Konexc Poccuiickoit deagepanuum o0 agMHHUCTPaTHBHBIX
npaBoHapyuenusx ot 30.12.2001 Ne 195-®3 // CIIC «Kouncynbsrantllntocy
(me¥cTByrOIIAs pEIAKIKs).

5. Tpynosoit konekc Poccuiickoit ®enepanuu // CIIC «Kouncynbrantllnrocy
(me¥icTByrOIIAS pEeIAKIUs).

6. Yronosubii koaekc Poccuiickoit denepannu ot 13.06.1996 Ne 63-D3 //
CIIC «KoncynpranTlntocy» (nercTByromas peaakius).

7. ®enepanbHbiil 3ak0H «O0 MHPOpMaLIUK, HHPOPMALIMOHHBIX TEXHOJIOTHUSX U
o 3amute uHQopmanuum» ot 27.07.2006 r. Ne 149-®d3 // CIIC
«Koncynprantllmocy (nercTByromas peaakius).

8. IlocranoBnenue IIpaButenbctBa P® ot 15.06.2009 r. Ne 477 «OO0
YTBEPXKJICHUHU TIPABUJ JACIONMPOU3BOACTBA B (¢eaepadbHBIX OpraHax
ucnionautensHor Biaactu» // CIIC «Koncynerantllnroc» (mercTByromas
penaKius).

9. Ilocranonenue I'occrangapra PO 03.03.2003 r. Ne 65-ct «O npunATHH U
BBCJICHUU B JEUCTBUE TOCYJAPCTBEHHOrO cTaHaapra Poccuiickou
deneparun» // CIIC «Koncynpraatllnrocy.

JlonosiHUTENBHAS JIUTEPATYypa

1. bynar, P. E. JlokymeHTallMOHHOE OOECIIEUCHUE yIpaBIEHUS TTEPCOHATIOM :
yueOHoe mocobue / P.E. bymar. — M.: UH®OPA-M, 2019. — 234 c.
[DNEeKTpOHHBIN pecypc: JOCTYN YEPE3 https://znanium.com|
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2. beikoBa, T. A. JlokyMeHTauMOHHOE oOeclnedyeHue yNpaBJICHUS
HETOCYJapCTBEHHBIX Opranm3aiuii : yueoHoe mocooue / T.A. beikosa, JI.B.
Cankuna. — 2-e u3a., nepepad. u gon. — Mockpa : UHOPA-M, 2020.—
302 c. [9neKTpOHHBIN pecypc: JOCTYH YEPE3 https://znanium.com |

3. KupcanoBa, M. B. Kypc npemonmpounsBoacTBa: JOKYMEHTAalMOHHOE
obecrieueHue yrpabiieHHs : ydeOHoe mocooue / M.B. Kupcanosa, FO.M.
AKceHOB. — 6-¢ u3 ., ucnp. u non. — Mocksa : UHOPA-M, 2020. — 257
C. [DNeKTpOHHBIN pecypc: TOCTYII Yepe3 https://znanium.com |

4. Tlanacenko, FO. A. Jlenonpou3BoACTBO: JOKyMEHTAIMOHHOE OOecreueHne
ynpasiienus: Yue6Hoe nocooue / Ilanacenko FO.A., - 3-e u3a. - Mocka
:PUOP, UHOPA-M, 2016. - 112 c. - (BO: bakanaBpuar). [DneKTpOHHBIN
pecypc: JOCTYyI Yepe3 https://znanium.com |

5. Bacako M.U. JlenonmpousBojctBo. KoHcnekT nekmuii. YayebHoe mocooue.
PocroB v//1: «®ennkey, 2015. - 192 c.

6. Abynanze, J.I. JlokymMeHTanunoHHOe oOecmedyeHHE YIpaBICHHS
MEPCOHANIOM : Y4eOHUK W TpakTukym mis By3oB/ J[.I. AGynanse,
N. b. Bempsokkuaa, B. M. MacnoBa. — Mocksa: IOpaiit, 2020. — 299 ¢. —
(Briciee oOpazoBanue).

7. Hdoponuna, JI. A. OpraHuzanuss U TEXHOJOTHS JOKYMEHTAIlHOHHOTO
obecrieueHusl yIpaBjieHHs : Yy4eOHHK U MNPAKTUKYM JJs BY30B/
JI. A. oponuna, B. C. UputukoBa. — Mocksa: FOpaiit, 2020. — 233 ¢c. —
(Briciiee oOpa3oBaHue).

8. lllyBamosa, H.H. OcHoBBI aenonpousBojacTBa. S3BIK CIyX)eOHOTO
JOKyMeHTa : yuyeOHUK W mnpakTtukym s By3zoB/ H. H. IllyBanosa,
A. 1O. BanoBa ; mon o6meit pemakuueit H. H. IllyBanoBoit. — 2-e¢ wu3f.,
nepepad. u nomn. — Mocksa: IOpaiit, 2020. — 428 c. — (Bricuiee
oOpasoBaHue).

9. KazakeBuu, T.A. JlokyMeHTOBeAeHUE. JOKyMEHTAalMOHHBIA CEPBUC :
y4eOHUK U npakTukym ais By3oB/ T. A. Kazakesuu, A. . Tkanuu. — 2-e
u3n.,, ucnp. u jgomn. — Mocksa: IOpaiit, 2020. — 177 c. — (Bsicmiee
oOpasoBaHue).

10.1llyBanoBa, H.H. Opranuzanuss ¥ TEXHOJOTHUS JOKYMEHTALIHOHHOTO
oOecrieyeHus] ymHpaBleHHS : YYEOHHK U TPaKTHUKyM JaJs BY30B/
H. H. llyBanoBa. — 2-e u3., nepepad. u gon. — Mocksa: FOpaiit, 2020. —
265 c¢. — (Briciiee o6pa3zoBanue).

11.lemun FO.M. [lenonpousBojactBo. I[loarotoBka ciay:keOHBIX TOKYMEHTOB:
Yuebnoe nocobue. — CII6.: «ITutepy, 2016. - 256 c.

12.J13roeBa-CyneiimanoBa @®.0. OOpa3upl npuka3oB no kaapam. bonee 300
nokyMeHToB M.: «IIpocmekT», 2015. - 326 c.

13.Kopuee M.K. Vnpasnenne noxkymentamu: ydeOHuk. M.: «MHDOPA-M»y,
2016. -300 c.

14.Jlapun M.B. Jlapun M.M JlokyMeHTallMOHHOE OOECTeYeHUE YIPaBICHUS
npoekTaMu: YdeOHo-MeToaudyeckoe nmocooue M.: BHUNJIAL, 2015. — 192
C.

15.Conory6 O.II. [denompousBoactBo. CocTaBiieHHE, pPENAKTUPOBAHUE U
00paboTka TI0KyMeHTOB. YueOHoe nocooue M.: «Omera-JI», 2015. - 207 c.

24


https://znanium.com/
https://znanium.com/
https://znanium.com/

8. Ilepeyensb pecypcoB HH(POPMALNMOHHO-TEJIEKOMMYHUKAIIMOHHOM CeTH
«HTepHeT» (1as1€e — ceTh «UHTEpHET»), HEOOXOAUMBIX 1JISI OCBOCHHUS
TUCHUIIINHBI

1. DnexkTponHas 6ubanoTexa PernoHaibHOTO (PUHAHCOBO-?KOHOMUYECKOTO
UHCTUTYTa

http://lib.rfei.ru/

2. ®enepanbublii mopTan «Poccuiickoe o0pa3zoBanue»
http://www.edu.ru/

3. Poccuiickas I'ocynapcTBennas bubnuoreka
http://www.rsl.ru/

4. OnnaiiHoBas Hay4YHasi HHPPACTPYKTypa
http://www.socionet.ru/

5. O0pa3oBaTeIbHO-CIPABOYHBINA CAUT MO SKOHOMUKE
http://economicus.ru/

6. EnnHoe okHO gocTyna Kk 00pa3oBaTesbHBIM pecypcam
http://window.edu.ru/
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9. MeToanueckue yKazaHus JJIs1 00y4al0IMXCsl 10 OCBOCHUIO U CIUTIIUHBI

Mertoaudeckue yka3zaHHs MO W3YUYCHUIO JUCIUIUIMHBI MPEJICTABISIIOT COOOM
KOMIIJIEKC pPEKOMEHJAalMi M OOBSCHEHHM, MO3BOJSAIONIMX OakalaBpy
ONTUMaJbLHBIM 00pa30M OpPraHMW30BaTh IMPOIECC M3YUYCHUS JAHHOW JUCITUTIINHBI.
N3BecTHO, YTO B CTPYKTYpE yueOHOTO IUIaHa 3HAYUTEIBHOE BpEeMsI OTBOJUTCS Ha
CaMOCTOATENFHOE W3Y4YeHUE TUCIUIUTUHBL B pabouux mporpammax IUCIUTUIHH
pa3MeniaeTcss NpUMEPHOE PACHPEACIICHUE YacOB ayJUTOPHOW U BHEAyAUTOPHOMU
Harpy3KH Mo pa3JiMuyHbIM TeMaM JaHHOW AUCIUILINHBI.

JIJist ycrenmHoro oCBOEHUs TUCIUILIMHBI OaKanaBp JAOJKEH:

1. IIpocaymars Kypc JIEKIHAN 110 JUCHUILIAHE.

2. BBINIOHUTE BCE 3a/IaHUs, pAaCCMAaTPUBAEMbIE HA MPAKTUYECKUX 3aAHSITHUSX,
BKJIFOYAsl PEUICHHE 3a/1a4.

3. BBINIOJTHUTH BCE IOMAITHUE 33JJaHUs, TTOTy4aeMbI€ OT MPEMO1aBaTeN .

4. PemuTh Bce MNpPUMEPHBIC MPAKTUUECKUE 3aJaHUs, PACCUUTAHHBIC Ha
MOATOTOBKY K TPOMEKYTOYHOM aTTECTALINH.

[Ipu moaroToBKe K MPOMEXKYTOUHOM aTTeCTaIllud 0CO00€ BHUMAHHUE CIEIyeT
o0paTUTh Ha CIIETYIONTIE MOMEHTHI:

1. BelyuuTb onpeneneHus BCEX OCHOBHBIX MOHSATHM.

2. IloBTOpUTH BCE 3alaHUs1, pAaCCMAaTPUBAEMBIE B TEUEHHUE CEMECTPA.

3. IIpoBepuTh CBOM 3HAHMS C TIOMOIIBIO TECTOBBIX 33/ IaHUM.

Jns Oosiee rayOOKOro YyCBOEHHS CTYJEHTOM HpEeIMETa, MOHUMAHUS
OCHOBHBIX MpO0JIEM YIPABICHHUS JOKYMEHTAMH MOXHO IOPEKOMEHI0BATh
() (1 4% {011 (SIK

e paboTa ¢ yueOHUKAMHU U CHEIUAIBHOMN INTEPATYPOH, H3yueHUE My OIuKaIHii
B Hay4yHBIX XypHanax (Hanpumep, «Jlemompous3BoACTBO u
JOKyMEHTO000poT Ha mpeanpustum», «HR - Human Resourcesy», «Jlus
KaJIpOBUKAa: HOPMATHBHBIE AaKThD», «IJKcnepT», «Bompocsl ynpaBieHUs
OpeANpUATAEM» U IP.);

* 1pu paboTe ¢ JIUTEPATypOH CIIETYyEeT BECTH 3allMCh OCHOBHBIX IMOJIOKEHUUN
(KOHCIIEKTUPOBAaTh OTIEIbHBIE Pa3/ieiibl, BBIMUCHIBATH HOBBIE TEPMUHBI U
pacKphIBaTh UX COAEpKaHUE);

* HEoOXoAMMO MpopadOTaTh PSJI JUTEPATYPHBIX UCTOUHUKOB M, MPEXKIE BCETO
yueOHbIe MOCOOMs, B KOTOPBHIX HauOoJee IMOJHO OTPa)XEeHbl W
CUCTEMATU3UPOBAHBI Y3JIOBBIE BOIIPOCHI Kypca.

W3ydeHne TUCHUIUIMHBI TOJKHO 3aBEPIIUTHCS OBJIAJIEHUEM HEOOXOIUMBIMU
poecCHOHANFHBIMU 3HAHUSIMU, YMEHUSMH U HaBBIKAMU. DTOT PE3yIbTaT MOXKET
ObITh JOCTUTHYT TOJBKO TIOCIE BeChbMa 3HAYUTENbHBIX ycuiaui. Ilpu sTom
BAKHBIMU OKQ)XYTCS HE TOJIBKO CTapaHue M CHOCOOHOCTH, HO H XOPOILIO
IIPOJYMaHHasi OpraHu3alns TpyJa CTyleHTa. B mepByro ouepeap 3TO NMpaBUIbHAS
opraHuzanus BpeMeHU. [Ipy u3yyeHUM [UCHMIUIMHBI HAaUMEHBIIHE 3aTPaThl
BpEMEHHM 00€CTICUUT CIeAYIoIIas MociaeA0BaTeIbHOCTh AercTBUi. [Ipexe Bcero,
HEO0OXOJIMMO CBOEBPEMEHHO, TO €CThb IOCJE CAaud SK3aMEHOB U 3a4eTOB 3a
NPEALIECCTBYIOUNA CEMECTp, BBIACHUTb, Kakod oO0ObeM uHGOpPMAIMU ClEeIyeT
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YCBOUTh, KaKME€ yMEHHUS MPUOOPECTH IJig YCIELIHOTO OCBOEHHS IUCIUIUIMHBI,
KAaKW€ 3aJlaHds BBINOJIHUTH JJI TOTO, YTOOBI MOJYYUTh JOCTOMHYIO OLICHKY.
PerynspHoe mnoceuieHue JEKUUHA M MPAKTUUYECKUX 3aHATUM HE TOJBKO
CHOCOOCTBYET YCIEIIHOMY OBJAJCHUI0 MPOQECCUOHATIBHBIMU 3HAaHUSMH, HO U
IOMOTaeT HawIydlluM 0Opa3oM OpraHM30BaTh BpeMs, T.K. BCE BUJbI 3aHATHM
pacrpeziesieHbl B CEMECTpPE IUIAHOMEPHO, C Y4YETOM HEOOXOAMMBIX BPEMEHHBIX
3arpar.

Baxneiimelr 4acTeio palbOTHl CTYJACHTA-DKOHOMHUCTA SIBIISIETCS W3Y4YEHUE
CYIIECTBYIOMIEH TMPAKTUKU YIMPABICHUS NTOKYMEHTAMU. YUEOHUK, TPU BCEH €ro
BAKHOCTH JUISI IPOLIECCa U3YYECHMS JUCUUIUIMHBI, KaK MPAaBWIO, COACPKUT JUIIb
MUHHAMYM HEO0OXOJMMBIX TEOPETUUYECKUX CBelAeHul. By3oBckoe o00pa3zoBaHue
npeanoiaraer 0Oonee riayookoe 3HaHUE npeameTa. Kpome Toro, oHO Mpeanosiaract
HE TOJbKO YCBOEHHUE HUHPOpMalHHU, HO U (QOPMHPOBAHHUE HABBIKOB
UCCIeI0BATENbCKONM paboThl. [ 3TOro HE0OXOAMMO M3y4yaTh U CAMOCTOSATEIBHO
aHaJIW3UpPOBATh CTAaThU MEPUOJAUYECKUX H3AaHUA U HHTepHeT-pecypcehl,
HOCBSIILIEHHBIE TPO0JIEMaM yNpaBiICHUs] JOKYMEHTaMHU.

PaboTy 1m0 KOHCHEKTHMPOBAHMUIO CJIEAYET BBINOJHATh, MPEIBAPUTEIBHO
U3y4MB IUIaHbl NPAKTUYECKUX 3aHATHUM M TEMbl KOHTPOJIbHBIX pabor. B arom
cllydae HUYero He OyAeT yHyLIEHO U CTYACHTY He MPUIETCS KOHCIIEKTHPOBATh
MCTOYHHK IIOBTOPHO, TPATA Ha 3TO JparoueHHoe Bpems. IIpaBuibHas opraHu3anus
paboThl, UeMy TOJIKHBI CLIOCOOCTBOBATH JIaHHBIEC BBIIIE PEKOMEHIAINH, TO3BOJIUT
CTYJIEHTY CBOEBPEMEHHO BBIIIOJIHUTH BCE 33JIaHUsA, MOJIYUUTh JOCTONHYIO OLICHKY
1 U30€kaTh, TAKUM 00pa3oM, HEOOXOAUMOCTH TPATUTh BPEMsI Ha MEPENOATOTOBKY
U Iiepecaavy npeaMera.

PexomMenaanuu no paéore Ha JIeKIIMOHHOM 3aHSATHH
Ha nexuusx mpenojaBaTeNb HW3jaracT M pa3bsCHIET OCHOBHbBIC, HauOoiee
CIIO)KHBIC TIOHATHUS TEMBbI, a TaKXe CBA3aHHBIE C HEH TEOPETUYECKUE U
MpaKTUYECKHEe MPOOJIEMBbI, J1a€T PEKOMEHJAIlUM Ha CEMHHAPCKOE 3aHsATHE H
yKa3aHMsT Ha CaMOCTOSTENbHYI0 pabory. B xonme nexkmum OakanaBp JOJKEH
BHUMATEJIBHO CIIYIIATh U KOHCIIEKTUPOBATH JIEKIIMOHHBIA MaTepUall.

PexkoMeHaanuu AJi CaMOCTOATEILHOM PadOThI

CamocrosiTenbHas paboTa OakanaBpoB — IUIaHUpyeMmas ydeOHas, Hay4dHO-
UCCIIeIOBaTeNbCKasg padoTa, BRIMOIHAEMAas BO BHEAYAUTOPHOE BpeMs MO 3aJaHHIO
U TpH METOJUYECKOM pPYKOBOJICTBE MpemogaBaTensi, HO 0e3 ero
HETIOCPEICTBEHHOTO YYaCTHSI.

Llens camocTosiTeIbHOM pabOThl OakalaBpa — HAYYUTbCS OCMBICIEHHO U
CaMOCTOSITENILHO pa0oTaTh CHayala ¢ y4eOHBIM MaTepHalioM, 3aTe€M C Hay4dHOM
UHpOopMaLeil, U3yYUTh OCHOBBI CaMOOPIaHM3ALMM U CAaMOBOCIIMTaHUS C TEM,
4YTOOBI B JAJIbHEHIIIEM HENPEPHIBHO NOBBIIATH CBOIO KBAIM(UKALIMIO.

[lenbto camocTOATENbHOW pPAaOOTHI OakajaBpOB IO JIUCLUIUIMHE SBISETCS
oBlaZiecHne (PyHAAMEHTaIbHBIMU 3HAHUSIMHU, NMPO(PECCHOHAIBHBIMU YMEHUSIMU U
HaBbIKAMHU pEUICHHUsS 3a/ad U TEOPETHUECKHMM MAaTepHajoM [0 TUCIUILIUHE.
CamocrtosiTenbHass paboTa CHOCOOCTBYET pa3BUTUIO CAMOCTOSITEIBHOCTH,
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OTBETCTBEHHOCTH M OPraHM30BAaHHOCTH, TBOPUYECKOrO TMOAXO0Ja K PEUICHUIO
Pa3IUYHBIX IPOOIIEM.

B 3aBUCMMOCTHM OT KOHKpPETHBIX BHUJOB CaMOCTOSTEIbHOW paboOTHI,
UCIIOJb3yEeMbIX B KaXJOW KOHKpeTHOW pabouedl mporpamme, cleayer
OPUAECPKUBATHCS CICITYIOIINX PEKOMEHIAINH.

OnHolt M3 (QopM TEKyLIEro KOHTPOJS 3HAHUM CTYJIEHTOB SBJISIETCS
KOHTpoJibHas pabota. KoHTponbHas pabGoTa mnoapasymMeBaeT 3HAKOMCTBO C
OCHOBHOM M JOITOJHUTEIIBHOM JIMTEPATYpPOM, BKIIOYAs CIPABOYHBIE W3JIaHUA,
3apyOeXHbIe MCTOYHHKH, KOHCIIEKT OCHOBHBIX IOJIOKCHUH, TPEOYIOIUXCS s
3aIIOMUHAHHUS U SABJISIFOIIMXCS. OCHOBOMOJATAIOIIMMU B 3TOU TEME.

BhITIONIHSIST KOHTPOJIBHYIO pabOTy, HEOOXOAMMO BHUMATEIBHO O3HAKOMUTHCS
C YCIOBHSIMH 3aJaHUMM W HAIKWCaThb pPAa3BEPHYTHIM U apryMEHTHPOBAHHBIN
CChUIKAMHM Ha HOPMATUBHBIE aKTbl M JUTepaTypy oTBeT. Ilpum Hanucanuu
KOHTPOJIBHON paboThl HEOOXOAMMO MPOAHAIM3UPOBATH HAYYHYI0 M YYEOHYIO
CleUHAJIbHYIO JIUTEpPATypy, ACUCTBYIOIIME HOPMATHUBHO-TIPABOBbIE AaKThI,
nyOJauKaluu B TMEPUOJUYECKOM IeyaTH, CyleOHYI MPAKTUKY, CTaTHCTHUYECKHE
naHHble. B mporiecce BbIMONHEHUS pabOThl HEOOXOAMMO MOATBEPKIATh CBOM
BBIBOJIbI ITU(POBBIMH MPUMEPAMU, TIPEICTABICHHBIMU B BHJI€ TAOJHII, TUATPAMM,
rpadukoB, a TaKxke nmpuMepamMu cyaeOHol npaktuku. Kak npaBuiio, KOHTPOJIbHBIE
paboThI MPOBOASITCS HA CEMUHAPCKOM 3aHATHUH.

[TonroroBka kK HamucaHuio pedepaTa MpearnoyaraeT MOUCK JIUTEPATyphl U
COCTAaBJICHHE CIIMCKA MCIOJIb3YEMbIX UCTOYHUKOB, U3JI0KEHUE MHEHUSI aBTOPOB H
CBOEro CyXJEHUsA N0 BbIOpAaHHOMY BOmpocCy; (OPMYJIHUPOBAHUE OCHOBHBIX
aCIeKTOB MPOOJIEMBI.

KonnokBuyM mnpencraBisger co0oi onHY H3 (QopM Yy4UeOHBIX 3aHITHUH,
OPUEHTHUPOBAHHYIO Ha ONpelesieHue KadecTBa pabOThl C KOHCIEKTOM JIEKIIH,
NOJITOTOBKM OTBETOB K KOHTPOJBHBIM Bompocam M Jp. KoJTOKBHYMBI, Kak
NpaBWJIO, MPOBOJATCA B (pOpME€ MHMHM-IK3aMEHA, MMEIOIIETO IIeJIbI0 YMEHBIIHUTD
CIIUCOK TEM, BBIHOCMMBIX HAa OCHOBHOW 3K3aMEH, U OLEHHUTh TEKYIIUW YPOBEHb
3HaHMI 0aKalaBpOB.

[Ipy moaroToBKke K MpakTUKyMmy/TabopatopHoi pabore OakanaBpam
NpEAJIaraeTcsl BBINOJHHUTh 3aJaHMsl, MOATOTOBHUTH IPOEKTHI, COCTABJICHHBIC
MpenoaaBaTesieM Mo K101 y4eOHOM TUCIUIUIMHE.

PexkomeHnaanuu mo noAroToBKe K NPpaKTHYEeCKOMY (CEMUHAPCKOMY) 3aHATHIO

CeMHMHapCKOE 3aHATHE MNPEJCTABIsET cO0OW Takylo (QopMy o0OyyeHus B
YUPEeXKACHUSIX BbICIIEr0 O0pa3oBaHMs, KOTOpas HPEJOCTaBISET CTyAEHTaM
BO3MOYKHOCTH ISl 00CYXACHHS TEOPETUUECKUX 3HAHUMU C LENbI0 ONpPEACNICHUs UX
NPAaKTUYECKOTO MPUMEHEHHS, B TOM YMCIE CPEACTBAMH MOJIECIUPOBAHMUS
npodgeccuoHanbHON neaTenbHOCTH. CeMUHApCKUE 3aHATUS CIyXKaT s
3aKpeIUICHUs M3YYEHHOrO0 MaTepuala, pa3BUTHS YMEHHU M HaBBIKOB MOATOTOBKHU
JIOKJIaJIOB, COOOIIEHHM, TPUOOPETEHUS OIbITA YCTHBIX MyOJWYHBIX BBICTYIJICHUH,
BEJICHUSI JUCKYCCHH, apryMEHTAallUd W 3allUThl BBIJBUTAEMBIX IIOJIOXKEHUH, a
TaKXe JJI1 KOHTPOJISI MPEeroaBaTeeM CTENEHU IMOATOTOBICHHOCTH OakallaBpoB
10 u3ydaemon nucuuiuinie. [Ipy Hanmmuum npakTU4ecKuX 3aJaHui 10 U3y4aeMoOun
JUCLUIUIMHE OakKajaBp BBINOIHIET BCE YIPAKHEHUS W 3a7a4M, NOATOTOBJICHHBIE
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npenoaaBarenieM. Llenbi0 MpakTUUECKOTO 3aHATHUS SABJSIETCS OoJiee yriryOJaeHHOe
W3y4EeHHUE OTICIBHBIX TEM JUCIHUIJIMHBI W MPUMEHCHHE TOJYUSCHHBIX
TEOPETUYECKUX HABBIKOB Ha MPAKTHUKE.

CeMHMHapCKOE 3aHSATHE HE CBOAMUTCS K 3aKPEIUICHUIO WIM KONMHPOBAHUIO
3HAHWM, MOJIYYEHHBIX Ha JeKUuu. Ero 3agaum 3HAYMTEIBHO LIUpPE, CIOXKHEE U
uHrepecHee. CemMHHapCcKoe 3aHSATHE OJHOBPEMEHHO peaiau3yeTr yueOHoe,
KOMMYHUKAaTUBHOE U TmpodeccruoHanbHOe mpeaHasHauenue. l[loaroroBka
MpaKTHIECKOMY (CEMUHAPCKOMY) 3aHATHUI0O HAYMHAETCS C THIATEIBHOTO
O3HAKOMJICHUS C YCIOBUSMH MPEACTOSIIEH paboThl, T. €. C OOpaIIeHns K TUIaHaM
CEMHHAPCKUX 3aHATHM.

[ToaroroBka K NMpakTUYECKUM 3aHATHUSIM JOJKHA HOCUTh CHUCTEMATHUYECKUM
XapakTep. OTO NO3BOJUT OakajiaBpy B IOJHOM OObEME BBINOJIHUTL BCE
TpeOOBaHUsI MpeToIaBaTesl.

TimarenpHas MOATOTOBKA K CEMUHAPCKUM 3aHSATHSAM, KaK M K JICKIIUSIM, UMEET
ompeeNAroIee 3HaUCHUE: CEMUHAP MPOUAET TaK, KaK ayIUTOPHUs MOJATOTOBUIIACH
K €ro MPOBEICHHUIO.

CamocrosiTenbHas paboTa — CTOJII, HA KOTOPOM JIEPAKHUTCS BCS MOATOTOBKA IO
u3ydaemMoMmy Kypcy. ['OTOBSICH K MPaKTUYECKUM 3aHSTHSIM, CJEAyeT aKTHBHO
MOJIb30BATHCSI CHPABOYHOW JUTEPATYypOW: SHIMKIONEAUSIMH, CIOBApAMU,
anpboMaMu cxeM | Jp. BrajeHue NOHSATHIHBIM anmapatoM HM3y4aeMoro Kypca
SBJISIETCSI HEOOXOIUMOCTBIO.

I[Ipy moaroToBke K ceMuUHapy OakajdaBpbl MMEIOT BO3MOXHOCTH
BOCIOJIB30BAaThCA KOHCYJbTAUSIMU TIpernojaBatens. KpoMe yKa3aHHBIX TeM
OakanaBpbl BIIpaBe, MO COTJIACOBAHUIO C MpernojaBaresieM, M30UpaTh U JPyTHE
WHTEPECYIOIINE UX TEMBI.

OnpenenuBIIMCh € MPOOJIEMOM, TpHUBIEKAOIMEeH HauOoJbIlee BHUMAHMUE,
cieayet oOpaTUThCs K peKoMeHayeMoi uteparype. Ciaeayer uMeTh BBUAY, UYTO B
CEMUHApe ydacTBYET BCs IpyIIa, a MOTOMY 33/JlaHHe K MPAKTHUYECKOMY 3aHSITHIO
CIIeyeT paclpeNeNuTh Ha BECh KOJUIEKTHUB. 3aJaHue JOJDKHO OBITh OXBAayeHO
MOJIHOCTBIO U PEKOMEHJIOBaHHAs JIUTEpaTypa JOJDKHA OBITH OCBOEHA TPYNION B
MOJIHOM 00BEME.

J1J1s IOJTHOIIEHHOW MOATOTOBKU K TIPAKTUYECKOMY 3aHSATHIO UTEHUS YICeOHHUKA
KpailHEe HEJOCTATOYHO — B YYEOHBIX MOCOOWSAX H3TArarTCsA TOJIHBKO
MPUHITUTHATHHBIC OCHOBBI, B TO BPEMS KaK B MOHOTpaUsIX M CTAThAX HA Ty WU
MHYI0O TEMYy MOJIHUMAaeMbIi BOIPOC PACCMATPUBAETCS C Pa3HBIX PAKYypPCOB WU
pakypca OJHOTO, HO B JItOOOM Cilyyae JOCTATOYHO MOJApOOHO U riayboko. Tem He
MEHee, JJIsI TOTO, YTOObI JIOJKHBIM 00pa3oM COPUEHTHUPOBATHCS B CYTH 3aJaHUS,
CHayaja CJeayeT O3HAaKOMUTHCS C COOTBETCTBYIOIIMM TEKCTOM y4eOHMKA — BHE
3aBUCUMOCTH OT TOTO, MPEIyCMOTpPEHa JU JIEKIUs B JOMOJHEHHE K JaHHOMY
cemuHapy win HeT. OLIeHHMB 3aJ]aHue, BHIOpaB TOT UM MHOM CIOKET, U M0100paB
COOTBETCTBYIOIIYIO JIUTEPATYPY, MOKHO MPUCTYNAaTh COOCTBEHHO K MOATOTOBKE K
cemuHapy. st monyuenus Oosiee riryOOKMX 3HAHUN OakaaBpaM PEKOMEHIYETCs
M3ydaTh JIOMOJHUTEIbHYI0 juTepatypy. CleayeT aKTUBHO TOJb30BAThCS
CIIPABOYHOM JTUTEPATYPOM: SHIIUKIONEAUSIMH, CIIOBAPSIMHU, allbOOMaMHU CXEM U JIp.
Brnanenue MOHSATUHHBIM ammapaToM H3y4aeMOTO Kypca SBISETCSH
HEO0OXOMMMOCThI0. B x0/1e paboThI CTYIEHT MOJDKEH MPUMEHUTH MPUOOPETEHHBIC
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3HaHUd MpH O00OOIIEHMH TEOPETHYECKOTO0 M MPAaKTUUECKOr0 MaTepuala,
MPOJEMOHCTPUPOBATh HABBIKM TPAMOTHOTO W3JI0KEHHS CBOMX MBICIIEH C
UCII0JIb30BaHUEM OOIICTIPABOBOM M OTPACIEBON TEPMHHOJIOTHH.

CeMuHap (mpakTUYECKOE 3aHITHE) TMpeJnojaraeT CBOOOJHBIN OOMEH
MHEHUSIMU 10 u30paHHOM TeMatuke. [IpenonaBarens hopMyaupyeT 1elb 3aHATHS
U XapaKTEepU3yeT €ro OCHOBHYIO MpOOJeMaTHKy. 3aciylIMBAIOTCS COOOIICHHMS
O6akanaBpoB. OOcykJIeHHE COOOIIEHUS COBMEIIAETCS C PACCMOTPEHUEM
HaMEYEeHHBIX BOMpOcOB. Kpome TOro 3aciymmuBarOTCS COOOIICHHS,
MPEANOJaralofe aHalu3 IMyOJMKAIui 10 OTACJIbHBIM BONpPOCAM CEMHUHApA.
[ToompsieTcs BBIABUKEHUE MU OOCYXJeHHWE aJIbTCPHATUBHBIX MHCHUM.
[IpenonaBaTenbr MOABOAUT HUTOTH OOCYXICHUS U OOBABIAET OIEHKHU
BBICTYITABIIMM OakajgaBpamMu. B 1esiX KOHTPOJISI TIOATOTOBIIEHHOCTH OaKajJaBpOB
U TIPUBHUTHS WM HABBIKOB KPATKOTO IMHUCBMEHHOTO H3JIOKEHHS CBOWX MBICIICH
MPEToIaBaTelib B X0JIe CEMHHAPCKHX 3aHATHH MOXKET OCYIIECTBIATH TEKYITUH
KOHTPOJIb 3HAHWW B BUJIC TECTOBBIX 3aJIaHUM.

Ha cemunape uaét He npoBepka Balleil MOATOTOBKHU K 3aHATHIO (IIOJTOTOBKA
€CTh HEOOXO0JIMMOE YCIIOBHE), HO CTENEeHb NMPOHUKHOBEHHS B CYTh Marepuala,
oOcyxmaemor mpoOiembl. [losTomy Oecema Oyaer UATH HE TO COACPKAHUIO
MIPOYUTAHHBIX PadOT; MpernojaaBaTesib OyAeT CTaBUTh NMPOOJIEMHBIE BOIPOCHI, HE
BCE€ M3 KOTOPBIX MOTYT MPSIMO OTHOCHUTHCSI K 00paOOTaHHON BaMU JTUTEPATYPE.

B xonme mpakTHUecKMX 3aHSATHHA OakaJaBpbl MOJ PYKOBOJACTBOM
MIPEToIaBaTelisi MOTYT PAacCMOTPETh pa3IUYHBIC METOMBI PEIICHUs 3amad 1o
mucruinHe.  [IpogomKUTEeTbHOCTh TMOATOTOBKHM K IMPAKTHYECKOMY 3aHSATHIO
JOJDKHA COCTaBJISTh HE MEHEe TOro o0beMa, YTO OMPENeieHO TEeMaTUYECKUM
IUTAaHUPOBAaHUEM B paboueil mporpamme. [IpakTudeckue 3aHATHS MO TUCITUTIIMHE
MOTYT IIPOBOJIUTHLCS B PA3IUYHBIX (OpMaXx:

1) ycTHBIE OTBETHI Ha BOMPOCHI TpENojaBaTeIsl 1O TEME 3aHATHS, 2)
MUCHbMEHHBIE OTBETHI Ha BOIPOCHI MIPEMNo/iaBareis; 3) rpynmnoBoe 00CyKIAeHUE TOM
WIM HWHOW TpoOJeMbl MO PYKOBOJACTBOM M KOHTPOJIEM IpemnojaBartens; 4)
3aciylIMBaHUs U 00CYKJIEHHE KOHTPOJIbHOM paboThI; 5) pelrieHue 3a1ad.

[Ipu pabGote HEOOXOAUMO HE TOJBKO MPUBJICYb HaWOoJiee MIMPOKHUA KpPyT
JUTEPATYyphl, HO U CYMETh Ha €€ OCHOBE pa300paTbCsi B CTENECHH H3YYCHHOCTHU
TeMbl. CTOWUT BBISIBUTH JWCKYCCHOHHBIC BOMPOCHI, HEPEIICHHBIC TMPOOJIEMBI,
MOTIBITATHCS BBICKA3aTh CBOE OTHOIICHHWE K HUM, NMPHUBECTH U apTyMEHTHUPOBATH
CBOIO TOYKY 3PEHHUS WM OTMETHUTh, KaKOW M3 MMEIOIIUXCS B JIUTEPATYpE TOUYEK
3peHUs 10 TAHHOW TTPoOIeMaTHKe TIPUACPIKUBACTCS aBTOP U TIOYEMY.

PexoMeHnaamum mo paéore ¢ JuTepaTypoii

N3ydenue mauTepaTypbl OYEeHb TPYJIOE€MKass M OTBETCTBEHHAs 4YacTh
MOJITOTOBKM K CEMHHApCKOMY 3aHSTHIO, HAIMMCAHUIO dcce, pedeparta, JOKIaga
T.1. PaboTa Haj nmuTeparypol, cTaThs M 3TO WM MOHOTpadus, COCTOUT U3 TPEX
ATANoOB — YTEHUSI paboThl, €€ KOHCIEKTUPOBAHUS, 3AKIIOUYUTEIHLHOTO 0000IICHUS
CyTH U3y4aeMoi paboTHI.

PaGora c nureparypoi, Kak MpaBUIIO, COMPOBOXKIAETCS 3aMHCSIMH B
cienyronmx Gopmax:
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« KOHCHEKT — KpaTkasi CXeMaThyecKas 3aluCh OCHOBHOTO COJEPKAHUS
Hay4YHOU paboThl. Llenbi0 KOHCIEKTUPOBAHMUS SBIIETCS BBISIBIIEHUE JIOTHKH,
CXEMBbI JJ0Ka3aTeIbCTB, OCHOBHBIX BBIBOJIOB ITPOU3BEICHUS;

* IaH — Kparkas ¢opMa 3aluCH NPOYUTAHHOTO, MEPEYEHb BOIPOCOB,
paccMaTpUBAaEMBbIX B KHUI'€, CTaThe, COCTABJIICHUE IJIAHA PACKPBIBAET JIOTUKY
HPOU3BEJICHUS, CIIOCOOCTBYET OPUEHTAIMH B €0 COJIEPKAHUU;

* BBINUCKU — JUOO IMUTAThl U3 MPOU3BEIACHUS, JTUOO JOCIOBHOE H3JIOKCHHE
MECT M3 HCTOYHHKA, CHOCOOCTBYIOT Oojiee TIyOOKOMY TOHUMAaHUIO
YUTAEMOTO TEKCTa;

®* TE3UChl — CXKATO€ M3J0KEHHUE OCHOBHBIX MBICIEN U TMOJOKECHUU
NPOYUTAHHOTO MaTepuana;

* QAHHOTAIMS — OYCHb KPATKOE W3J0KCHUE COJICPKAHUS TMPOYUTAHHOU
paboTBI, COCTABJSACTCS IIOCJAE IOJHOTO TPOYTCHHS M OCMBICIIHBAHMUS
padoTHI;

- pe3loMe — KpaTKas OIleHKa IMPOYUTAHHOTO MPOU3BEIACHUS, OTPaKaeT
HaubOosnee oOIMe BBHIBOJABI M TOJOXKEHUS DPAOOTHI, €€ KOHIICNTYalbHbIC
UTOTH.

[Ipexxne, yem OpaTbcs 3a KOHCIEKTHPOBAHUE, CKAXKEM, CTaTbU, CIEAyeT e€
XOTsI ObI OJTHAXKIBI POYUTATH, YTOOBI COCTABUTH O HEHM MPEIBAPUTEILHOE MHEHHE,
MOCTapaThCsl BBIJCIUTh OCHOBHYIO MBICIh WM HECKOJIBKO 0a30BBIX TOYEK,
OMUPASICh Ha KOTOPBIE MOXKHO OYJET B JajdbHENIIEM paboTaTh C TEKCTOM.

KoHcnexkTupoBanue — JeJ0 O4YeHb TOHKOE U TPYIOEMKOE, B OOIIEM BHJIEC
MOXET OBITh OMPEACIICHO KaK (PUKCAIUsI OCHOBHBIX TTOJIOKEHUM U OTJIMUUTEIIbHBIX
YepT paccMaTpyUBaEeMOro TpyJa BKYIl€ C TBOPYECKOUW mepepaboTKoi ujei, B HEM
coaepxamuxcsa. KoncnekrupoBanue — ojivH U3 3 (PEKTUBHBIX CIIOCOOOB YCBOSHUS
NUCBMEHHOTO TeKcTa. XOTS CaMO KOHCHEKTHPOBAHHUE YK€ MOXKET
paccMaTpuBaThCid Kak o0000IIeHHEe, TeM HE MEHEee €CTh CMBICI BBIICIUTD
nocJIeIHee OCOOMIICH, MOCKOJIBKY B XOJE 3aKIIOUHUTEIILHOrO 0000INEHUsS HACH
u3y4aeMoil paboThl OKOHYATENBHO YTBEP)KIAIOTCA B CO3HAHWUU H3YYArOIIETO.
JIOCTOMHCTBOM 3aKJIIOUUTEILHOTO O0O0OIEHNs KaK CaMOCTOSITEIHPHOTO JTama
paboOTBl C TEKCTOM SBJISIETCS TO, YTO 37€Ch YHTaTedb, OyIy4d aBTOPOM
00001IeHniA, OTACISIET ceOsl OT CTaThH, YTO SIBJSETCS TapaHTHEH HE3aBUCUMOCTH
yuTaTeNs OT TEKCTA.

Ecnu nporpamma 3aHsiTHS NpeaycMaTpuBaeT paboOTy ¢ UCTOYHUKOM, TO 3TOU
CTOPOHE MOJIFTOTOBKH K CEMHUHApy CIEAYeT YJEIuTh MpPUCTaIbHOE BHUMaHue. B
CYIIHOCTH, pa300p UCTOYHUKA HE OTIMYAETCS OT pabOThI C JIUTEPATYPON — TO Ke
YTEHHE, KOHCTICKTUPOBAaHKE, 0000IICHHE.

Pexomenpanuu Kk HanucaHu pedepara
Hcnonp3oBanue pedepata B KauecTBE IMPOMEKYTOUHOIO WM HTOIOBOIO
OTYeTa CTYJEHTa O CaMOCTOSATEIbHOM H3yUYEHUHU KaKOU-THOO TeMbl y4eOHOro
Kypca MpeanojaraeT, NpexkIe BCEro, yCTaHOBJICHHE Leled M 3ajad JIaHHOU
paboThI, a TaKKe ero PYHKIIMOHAILHON HArPy3KH B TIpoliecce 00ydeHusl.
Peghepam — 310 KOMIIO3ULIMOHHO-OPTAaHU30BAHHOE, 000OIIEHHOE H3JI0KEHNE
COJEp)KaHUS MCTOYHMKA HHPopMmamuu (B y4yeOHOM CUTyauuu — CTaTe,
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MoHorpaduii, MaTepraioB KOHPEPEHIINH, O(QUIHATBHBIX TOKYMEHTOB U Ap., HO HE
yueOHMKa MO JaHHOW aucuuiuinHe). Tema pedepara MOXKeT ObITh MpeIokKeHa
npernojaBaTeieM HJIUW BbIOpaHa CTYJEHTOM U3 pabodyel mnporpamMmbl
COOTBETCTBYIOIIEH JUCIUTIIUHBI.

Bo3moxHO, TOCIIE KOHCYJbTAlUM C TMpernojaBaTesieM, OOOCHOBaHUE W
dbopmynupoBaHre COOCTBEHHOMN TEMBI.

Tema peghepama nomxHa oTpaxkaTh MPoOIEMY, KOTOPAsk JOCTATOYHO XOPOIIIO
uccienoBana B Hayke. Kak mpaBmiio, BHYTPU Takou MpoOJIeMbl BHIOMpAETCS IS
aHaIM3a KaKOW-TM00 eTUHUIHBINA ACTICKT.

TemaTnka MOXET HOCUTh PA3JIMYHBIN XapakTep:

*  MEXIPEAMETHBIN,

* BHYTPHUIIPEAMETHBIN,

* HHTErpPaTUBHBIN,

« OBITh B paMKax IMPOTPaMMbI JUCIHUIUIMHBI WU PACHIMPATH €€ COACpPIKAHUE
(paccMoTpeHHEe HUCTOpWUM MPOOJIEMBbI, HOBBIX TEOPUH, HOBBIX AaCIECKTOB
pOOJIEMBI).

Ilenvio pegpepama siBnsieTcs N3IO0KEHHUE KAKOro-TMOO BONPOCAa HA OCHOBE
00001IeHNs, aHallu3a W CHUHTE3a OJHOTO WM HECKOJIbKUX MEePBOUCTOYHUKOB.
Hpyrumu cioBamu, pedepar OTBe4YaeT Ha BOMNPOC «Kakas HHGpOpMaIus
COJICP)KUTCSI B IEPBOMCTOYHUKE, UTO M3JIaraeTcs B HEM?».

[Ipunumass Bo BHUMaHue, yTo pedepaT — oaHa u3 (HOpPM HHTEpIIpETAIUU
UCXOJIHOTO TEKCTa OJHOTO WM HECKOJbKUX MEePBOMCTOYHUKOB, CIEAYET
chopMyIUpPOBATh 3a/1a4y, CTOSILYIO TIEpE]l CTYyICHTaMH: CO3/1aTh HOBBIM TEKCT Ha
OCHOBE HMMEIOIINXCS TEKCTOB, T.€. TEKCT O TekcTre. HoBHM3HA B JTaHHOM cCiydae
Mo/ipa3yMeBaeT COOCTBEHHYIO CHUCTEMATH3AIMI0 MaTepuaia MPH COMOCTaBICHUU
pPa3TUYHBIX TOYEK 3PEHUS aBTOPOB M W3JI0KEHWW HamOoJiee CYIIECTBEHHBIX
MIOJIOKEHUH ¥ BBIBOJIOB PePEPUPYEMBIX HCTOUHHKOB.

1. Tpeoosanusn k peghepamanm.

[Ipexne Bcero, clienyeT MOMHUTb, 4YTO pedepaT HE JOKEH OTpakaTh
CyOBEKTHUBHBIX B3IJISIIOB pedepeHTa (CTy/IeHTa) Ha U3J1araéMblil BOIPOC, a TaKXKe
J1aBaTh OLICHKY TEKCTY.

OcHOBHBIMH TPEOOBaHUSIMU K pedepaTy CUUTAIOTCS:

l. UHPOPMATUBHOCTh W TMOJIHOTA HU3JIOXKEHHUS OCHOBHBIX HJAEH
NEPBOUCTOYHUKA;

2. TOYHOCTb M3JIOKEHHUS B3IJIAJIOB aBTOpa — HEUCKAXKEHHOE (PUKCUPOBAHUE
BCEX IMOJI0KEHUIN EPBUYHOIO TEKCTA,

3. 00BEKTHBHOCTh — pedepar TOMKEH pacKpbiBaTh KOHIEMNIIUU
MEPBOMCTOYHUKOB C TOUKH 3PEHUS UX aBTOPOB;

4. W3J0KEHUE BCEro CYIIECTBEHHOTO — «YTOOBl yMETh CXBAaTUTh HOBOE H
CyliecTBeHHOEe B counHenusix» (M.B. JlIoMmoHOCOB);

5. MBIIOKEHHE B JIOTMYECKOW IIOCIEI0BATEIIBHOCTH B COOTBETCTBUU C
0003HAYCHHON TEMOM M COCTABJICHHBIM IIIAHOM;

6. cOOJII0/IEHNE €TMHOTO CTUJISI — UCIIOJIb30BAHUE JIUTEPATYPHOIO S3bIKA B €r0
HAy4YHO-CTUJICBOW pa3HOBUIHOCTH;

7. KOPPEKTHOCTh B XapaKTEPUCTUKE aBTOPCKOT0 U3JIOKEHUS MaTepuara.
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2. Buowt peghepamoe.

[lo xapakTepy BOCHpOU3BEIEHUsS HUHPOpMALUM pa3IndaroT pedepaTs
PENPOYKTUBHBIE M IPOAYKTHUBHBIC.

PenponykTuBHble pedepaTbl BOCHPOU3ZBOIAT COAEPKAHHUE MEPBUYHOIO
TEKCTa:

* pedepaT-KOHCIIEKT COACPKUT B 0000IIEHHOM BuUIE (akTorpaduyecKyro
uHbOpMaIHIO0, WIIIOCTPATUBHBIN MaTtepuall, CBEIACHHUS O MeTolax
UCCIIEOBAHUS, O TOJYUYEHHBIX pe3yJdbTaTaX M BO3MOXKHOCTIX HX
MIPUMEHEHUS;

* pedepar-pe3roMe NPUBOAUT TOJBKO OCHOBHBIE IIOJIOKEHHUS, TECHO
CBSI3aHHBIE C TEMOM TEKCTA.

[IponykTuBHBIE pedepaThl MpeanoyiaraloT KPUTHYECKOE WU TBOPYECKOE
OCMBICJICHUE JINTEPATYPHI:

* pedepar-00630p OXBATHIBAET HECKOJBKO MEPBUUYHBIX TEKCTOB, JA€T
COIOCTABJIEHUE PA3HBIX TOUYEK 3PEHUS IO KOHKPETHOMY BOIIPOCY;

* pedepar-gokaaa naetr aHanu3 HHPOpMAlUU, NPUBEIEHHOU B
NEPBOMCTOYHUKAX, U O0BEKTUBHYIO OLIEHKY COCTOSTHUS MPOOIIEMBI.

* [Ilo konuuecTBy pedepupyeMbIX HCTOUYHUKOB:

* MOHOrpauyecKue — OJIMH MEPBOMCTOYHHUK;

* 0030pHBIE — HECKOJIBKO MEPBUYHBIX TEKCTOB OJHOM TEMATUKH.

e [lo ynTarenbckoMy Ha3HAYCHHUIO:

e 0o0mme — XxapaKTepUCTHKA COJCPKAHUS B L[EJIOM; OPUEHTALIUS HA IIUPOKYIO
ayJIuTOPHUIO;

*  CHENHUATU3UPOBAHHBIC — OPUEHTAIIMSI HA CTICIIMAJIMCTOB.

3. Ymanwt pabomul Hao peghepamonm.
. Be160op TEMBI.
. I3yueHnue oCHOBHBIX UICTOYHUKOB I10 TEME.
. Cocrapnenue 6ubnuorpadum.
. KoHcniekTupoBanune He0OX0AMMOro MaTepuala Wik COCTaBIECHUE TE3UCOB.
. Cucremaru3anus 3aMKCUPOBAaHHON U 0TOOpaHHON WH(MOPMAIUH.
. OnpeziesieHe OCHOBHBIX MOHATUHN TEMbI U aHAJIM3UPYEMBIX TIPOOIIEM.
. Pa3paboTka joruku uccieoBaHus IpoOIeMbl, COCTABJICHHE TIJIaHA.
. Peanuzanus niana, nanucanue pedepara.
. Camoananus, MpeArnoararoniiii OIEHKY HOBHU3HBI, CTEIEHU PACKPBITHS
CYLIHOCTU TpOOJIeMbl, 000OCHOBAaHHOCTH BBIOOpPA MCTOYHHUKOB M OIEHKY OOBema
pedepara.

10. ITpoBepka oopmMiieHHs CITUCKA JINTEPATYPHI.

11. PenakTopckas npaBka TEKCTA.

12. Odopmienue pedepara u nmpoBepka TEKCTa ¢ TOYKHU 3PEHUSI TPAMOTHOCTH
Y CTHJINCTHKH.

4. Cmpyxkmypa peghepama.

B ctpykrype pedepara BBIIENAIOTCS TPU OCHOBHBIX KOMIIOHEHTA:
oubnuorpaduyeckoe omnrcaHue, COOCTBEHHO pedepaTUBHBIN TEKCT, CHPABOYHBIMI
amnmapar.

O 0 1O DN K~ W=
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bubnuorpaduyeckoe onvcaHue MpeanonaraeT XapakTePUCTUKY UMEIOLIUXCS
Ha 3Ty TeMy paboT, TeopHuii; UCTOpuorpaduro BOMPOCa; BbIAEICHHE KOHKPETHOTO
Bompoca (MpeaMeTra HCCIIEeIOBaHMs); OOOCHOBaHUE HCIIOIb30BaHUSI W30paHHBIX
NEPBOUCTOYHUKOB.

Coocmeenno pepepamusnulit mexkcm:

BBenenne — 000CHOBaHME aKTyallbHOCTH TE€MBI, TPOOJIEMbI; IPEAMET, eI U
3asiauu pedepupyemoii paboThl, MpeaBapuTeIbHOE (HOPMYIUPOBAHUE BHIBOJIOB.

OcHOBHasi 4YacTh — COJIEp)KaHUE, TMPEACTABISAIONEE COOOW OCMBICICHHE
TEKCTa, AHAJUTHKO-CHHTETHYECKOE mpeoOpazoBaHme HHPOpMAIUH,
COOTBETCTBYIOILIEH TeMe pedepara.

OCHOBHYIO 4YacThb pEKOMEHAYETCS pa3leauTh Ha JBa-Tpu Bompoca. B
3aBUCUMOCTH OT CJIO)KHOCTM W MHOTOTPAHHOCTH TEMbI, BOIPOCHI MOKHO
paznenuth Ha maparpadsl. UpesmepHoe ApoOieHue BOMPOCOB WK, HA000POT, UX
OTCYTCTBUE MPHUBOAAT K IOBEPXHOCTHOMY H3JIOKEHUIO MaTepuana. Kaxabrii
BOIPOC JIOJKEH 3aKaHYMBATHCS MPOMEKYTOYHBIM BBIBOJIOM M yKa3bIBaTh Ha CBS3b
C TIOCTEAYIOIIMM BOIIPOCOM.

3akitoueHue — o0000IIeHHEe BBIBOJOB aBTOpa, 00JACTh NPUMEHEHUS
pe3yJIbTaTOB PabOTHI.

Cnpagounbwiit annapam:

Crnucok nuTepaTyphl — CIHMCOK HCIIOJIb30BAHHBIX aBTOpOM pedeparta paboT
(MOeT COCTOAT U3 OJHOTO U O0Jiee N3aHu).

[Ipunoxxenust (HeoOs3aTenbHash YacTb) — TaOJNUIBI, CXEMbl, TrpaduKw,
¢doTorpaduu u T.x.

Peghepam kak obpazey nucemeHHOUl HAYYHOU peyu

1. KayecTBa Hay4yHOU peun.

QOYHKIIMOHAIbHBIE CTUJIM PA3INYaIOTCS:

*  XapakTepoM IpeaaBaeMoil HHPOPMALIHH;

* cdepoil GQyHKIIMOHUPOBAHUS;

* aJpecaTroM;

* HCIMOJb30BAHUEM A3BIKOBBIX CPEJICTB PA3IMYHBIX YPOBHEH.

['maBHOW KOMMYHMKATHBHOW 3amadeil pedepara SBISICTCS BBIPaKEHUE
Hay4HBIX ITOHATHN U YMO3AKIIIOUEHU .

Pedepat nomxeH ObITh HAIMCAH HAYYHBIM CTHJIEM, YTO MPEANOJIAraeT:

* mepenady uHGOPMAIIUU HAYYHOTO XapaKTepa;

* (pyHKIIMOHMpPOBaHUE B 00pa30BaTEIbHON CPEJIE;

* B Ka4ecTBE ajpecara MpernojaBares, T.€. CIeUalnucTa, WId CTyICHTOB,

* 3aMHTEPECOBAHHBIX B MOJYYEHUU JaHHOU MH(OpMaILNY;

* JIEMOHCTpALIMIO XapaKTEPHBIX A3BIKOBBIX OCOOEHHOCTEW NHUCbMEHHOMN
Pa3HOBUIHOCTH HAYYHO-YYEOHOTO MOACTHIIS TUTEPATYPHOTO SI3bIKA.

Hayunblil cTuinp 00afaeT psiioM 3KCTPATUHTBUCTHUECKUX XapaKTEPUCTHK,
WJIU Ka4eCTB:

* TOYHOCTh — CTPOTO€ COOTBETCTBUE CJOB O0O3HAYaeMbIM IMpeAMETaM U
SBJICHUSIM JICCTBUTENBHOCTA (3HAHME TIpEeIMETa M YMEHHE BBIOMPATh
HEOOXOUMYIO JIEKCHKY);
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* TOHATHOCTh — JIOCTYIIHOCTh PEYHM IS TeX, KOMY OHa aJpecoBaHa
(npaBUIbHOE HCIOJIb30BaAaHUE TEPMHHOB, HMHOCTPAHHBIX CJOB,
npodeccuoHaIu3MOB);

* JIOTUYHOCTb, MOCJIEAOBATEIIBHOCTh — YETKOE CJIEJOBAHUE B M3JIOKECHUU
JIOTUKE U TIOPSAKY CBSI3€U B ICMCTBUTEILHOCTH (IEPBOUCTOUYHUKE);

* OOBEKTUBHOCTh — OTCYTCTBHE CYOBEKTHUBHBIX CYXKIEHHUW M OIICHOK B
U3JI0KEHUU UH(POPMALINH;
* a0CTpakTHOCTh M OOOOIIEHHOCTh — OTBJICYEHHOCTh OT YaCTHBIX,

HECYIIECTBEHHBIX TPU3HAKOB;

* mpeobnagaHWe pPacCyXJEHUS KaK TUMNa pPe4Yd HajJ ONHCAHUEM U
MOBECTBOBAHUEM;

* rpadudeckas mHDOpMaLUs HaIU4IUE cxeM, rpadukoB, Tadaul, GopMyn u
T.11.

2. OcoOeHHOCTH MUCbMEHHOW HaYyYHOU peun

[TucemeHHas pedb, B OTIIMYME OT YCTHOM, OJIPa3yMeBaeT:

* OMNpeeNIeHHYIO CTENEeHb MOJITOTOBIEHHOCTH K paboTe;

* BO3MOKHOCTh UCIIPABJICHUS U T0PAOOTKU TEKCTA,

* HaJlu4YMe KOMIO3HIIMU CTPOCHUS, COOTHOIIEHHUS M B3aWUMHOTO
pacmooXeHus yacTeil pedepara;

* BBLICP)KAHHOCTH CTWJISI U3JIOKEHUS; CTPOrO€ CIIEJIOBAHHME JIGKCHUECKUM H
rpaMMaTHYECKIM HOPMaM.

JlomuaHpyIONUM (DAaKTOPOM OpTaHU3AIMH S3BIKOBBIX CPEJCTB B HAYYHOM
CTWJIC SBISICTCS WX OOOOIECHHO-OTBICYCHHBIA XapakTep Ha JIEKCHYECKOM W
IrPaMMaTHYECKOM YPOBHSX SI3LIKOBOUM CHCTEMBI.

Jlekcrnueckuil ypOBEHb MPEANOJIAraeT:

* HCIOJBh30BaHUE AOCTPAKTHOU JICKCUKH, TIPEOOIaaronieid HaJl KOHKPETHOM:
MBIIIJICHHE, OTPAKEHUE, U3MEHAEMOCTh, IPeoOpa3oBaHue, JEMOKpaTHU3aIINs
U T.IL;

* OTCYTCTBHUE EIWHHUYHBIX TOHSATHUA U KOHKPETHBIX 00pa3oB, UYTO
MOTYEPKUBACTCS yMOTPEOJICHHEM CJIOB OOBIYHO, TIOCTOSIHHO, PETYISIPHO,
CHUCTEMATHUICCKHU, KKIbIA U T.I1.;

* mpeolsiajaHe TEPMUHOB PA3JIMYHBIX OTpaciiel HayKu: JIEKCUKOJIOTHSA,
KOMMYHUKAIIHSI, SMITUPU3M, THOCEOJIOTHS, aanTaris 1 T.I1.;

* HCIOJB30BAHUE CIIOB OOIICHAYYHOTO YMOTpeOneHHs: (PYHKIUS, Ka4eCTBO,
3Ha4YeHHE, HIEMEHT, MPOIIeCcC, aHAIN3, TOKA3aTEIbCTBO U T.I1.;

* ynoTpeOJeHNe MHOTO3HAYHBIX CIIOB B OJHOM (peXe ABYX) 3HAUYCHUSX:
npejamnoyiarath (C4UTaTh, JONMYCKaTh); OKOHYAaHHUE (3aBeplICHHUE),
paccMmoTpeTh (pazobpaTh, 00/ 1yMaTh, 0OCYAUTH) U T.11.;

e Hanuuue cnenudpuvyeckux ¢Gpa3eosoTU3MOB: pallOHAIbHOE 3EpHO,
nemorpauyecKuii B3pblB, MarHuTHas Oyps u T.11.;

* KIUIIMPOBAHHE: MPEJACTABISIET COOOM..., BKIIOYAET B €€Os..., OTHOCUTCS K...,
3aKJII0YaeTcs B... U T.I1.;
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npeobiiajaHie OTBJICYCHHBIX CYIIECTBUTEIBHBIX HAJl OJHOKOPCHHBIMH
rjarojlaMu: B3aWMMOJEHCTBUE, 3aBUCUMOCTh, Kiaccudukamnus,
CHCTEMAaTH3aIus | T.I1.

['pamMmmaTnyecknii ypOBEHb:

UCIIOJIb30BaHUE AHAIUTUYECKOM CTENEeHU CpaBHEHHs: OoJee CII0KHBIH,
HauOoJsiee MPOCTOM, MEHEe U3BECTHBIM U T.II. B OTJIWYKE OT SMOILMOHAIBHO
OKpAaIIE€HHBIX: HAUBAKHEUIIINHI, CIIOKHEUIIINMA, OvKauIui 1 T.11.;
NPEUMYILIECTBEHHOE YNOTpPEOJeHHe TIJaroJoB 3 JauLla €A. U MH.Y.
HacTosAlero BpemMeHu (pexe 1 numa OyAylmiero BpPEMEHH CpaBHUM,
paccMOTPUM): HCCIENYIOTCS, NpocMaTpUBaeTCs, MOApazyMeBaercs,
JOKa3bIBAET U T.II.;

AKTUBHOCTb COIO30B, IPEJIOrOB, IMPEJIOKHBIX COYETAHWW: B CBA3U..., B
COOTBETCTBHH..., B KAYECTBE..., B OTHOIIEHUHU..., CPABHUTEIBHO C ... U T.IL;
npeoOiajaHie MacCUBHBIX (CTpagaTeNbHbIX) KOHCTPYKLHWA: PACCMOTPEHBI
BOIIPOCHI,

OTMCAHBI ABJICHUS, CJIETaHbl BBIBOJIbI, OTPAXKEHBI MPOOJIEMBI U T.I1.;
BBIPQKEHHE YETKOW CBSA3M MEXAY 4YacCTAMHU CIOXKHOIO MPEII0KEHUSA:
CJelyeT cKa3aTb, 4YTO...; HAOJIOJEHHUS MOKa3bIBAIOT, YTO..., HEOOXOIUMO
NOAYEPKHYTh, UTO... U T.IL;

yCWICHHasi CBs3ylomas (QYHKUUS HapeYMid U HApPEUHBIX BBIPAKEHUN:
[I03TOMY, UTaK, TAKUM 00pa3oM, HAKOHEIL... U T.IL.;

OCJIO)KHEHHE MNPEeaI0KEHUH 000COOJEHHBIMU KOHCTPYKIHUSIMU:
«CTpemiiIeHHEeM K CMBICIIOBOM TOYHOCTH U MH(POPMATUBHOCTU OOYCIIOBIEHO
ynoTpebiieHne B Hay4YHOU pedyr KOHCTPYKLUNA C HECKOJIBKUMHU BCTaBKaMU U
NOSICHEHUSIMU, YTOYHSAKIIUMU COJAEpPKAHUE BBICKA3bIBAHWUA,
OTrPaHUYMBAIOLIMMH €ro 00bEM, YKa3blBaIOIIMMHU UCTOYHUK HH(OpMaLMU U
T.J.».

0606111219[ OTJINYHUTEIBHBIE S3BIKOBBEIE 0COOEHHOCTH IHCHMEHHOTO Hay4HOTI'O

CTUJIA, MOKHO CKa3aTb, YTO OH XapPaKTCPUIYCTCsI:

yHOTpeOJICHHEM KHUKHOM, HEUTPATbHOM U TEPMUHOJIOTHUECKON JIEKCUKH;
npeobiiajaHieM aOCTPAKTHOM JIEKCUKU HaJl KOHKPETHOM;

YBEJIWYEHUEM JI0JIM UHTEPHAIIMOHAIM3MOB B TEPMUHOJIOTHH;
OTHOCUTEIBHON OJHOPOJAHOCTBIO, 3aMKHYTOCTBIO JIEKCUYECKOTO COCTABA;
HEYMOTPEOUTEIILHOCTHIO PA3TOBOPHBIX U MPOCTOPEYHBIX CJIOB; CJIOB C
AMOLMOHAJIBbHO-IKCIIPECCUBHON U OLIEHOYHOUN OKPACKOM;

HaJUYUEM CHUHTAKCUYECKUX KOHCTPYKUHUU, MOAYEPKUBAIOIINX JIOTHUYECKYIO
CBS3b M MOCJIEA0BATEILHOCTH MBICIIEH.

Odopmnenue pegpepama. Kpumepuu ouyenxu.
[TpaBuia opopmiterus pedepara pernameHTupoBanbl. O6beM — He Oonee 10-

15 cTp. MamMHOMMCHOIO TeKCTa, HamedataHHoro B ¢opmare Word 7,0, 8,0;
pasmep mpudra — 14; umutepBan — 1,5, dopmar Oymaru A 4, cHocku
MOCTPAaHUYHBIC, CIUIONIHBIC; MoJie (BEpXHEE, HIKHEE, JIEBOE, IPaBoe) 2 MM;
BBIPAaBHUBAHUE — 10 MIMPUHE; OpueHTanus KHWxkHas; mpudTt Times New Roman

Cyr.
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Pabora pomkHa uMeETh MOJSA; KaxAbld paszznen odopmiieTcs C HOBOH
CTpPaHUIIBL.

TutynbHBIH TUCT 0OpOpPMITIETCS B COOTBETCTBUH C YCTAHOBICHHON (DOPMOIA.

Ha mnepBoii cTpanuile nevaraercs IiaH pedepara, BKIIOYAIOUIUN B ceds
oubnuorpaduyeckoe OINKUCAHKUE; BBEICHHME, pa3fesibl U maparpadbl OCHOBHOM
4acTH, PACKpBIBAIOIIME CYTh pabOTHI, 3aKIIOYEHHE; CIUCOK JIUTEPATYpPHI;
MIPUIIOKEHUSI.

B koHue pedepara mpenctaBisieTcsl CIIUCOK MCIOIb30BAHHOM JIUTEPATYpPhl €
TOYHBIM yKa3aHHEM aBTOPOB, HA3BaHUS, MECTA M T0/Ia €€ U3/IaHMUS.

Kpurepuu onenku pedepara.

1. CreneHb pacKpbITHS TEMBI IPEANIOIIATAET:

* COOTBETCTBHE IJIaHA TEME pedepara;

* COOTBETCTBHUE COJIECpPXaHUS TEME U TUIaHy pedepara;

* MOJHOTY M IITyOUHY PaCKPBITHS OCHOBHBIX MOHSITHH;

*  000CHOBAaHHOCTb CITIOCOOOB U METOJIOB PabOThI C MATEPUATIOM;

* yMeHHe paboTaTh C JUTEPATYpPOH, CUCTEMATH3UPOBATh U CTPYKTYpUPOBATH
MaTtepuan,

* ymMmeHue 000011aTh, AeiaTh BEIBOJIbI, COMIOCTABIISITh Pa3IUYHbIC

* TOYKHM 3pEHUS M0 PaCCMaTPHUBAEMOMY BOTIPOCY.

2. O00CHOBaHHOCTH BHIOOPA UCTOYHUKOB OILICHUBAETCS:

* MOJHOTOM MCIOJB30BaHMs paboT Mo mpobdiieme;

* TMpHUBJICYCHHEM HamOOJee HW3BECTHBIX M HOBEHIIMX paboT mo mpobieme
(KypHaJIbHBIC TyOJUKAIMK, MaTepuaabl COOPHUKOB HAYYHBIX TPYIOB H
T.1.).

3. Cobmronenue TpeboBaHuit K 0(hOPMIICHUIO ONIPEICIISIETCS:

* MpaBWIHLHBIM OPOPMIICHHEM CCHUIOK HA UCIOJIB3YEMYIO JIUTEPaTypy;

*  OIEHKOW I'PaMOTHOCTH H KYJbTYPbI U3JI0KCHHUSI,

* BJIQJICHUEM TEPMHUHOJIOTHEH U MOHATUHUHBIM anmnapaToM MpoOIeMbl;

* coOmoaeHneM TpeboBaHui kK 00beMy pedepara;

* KyJbTypo# oopmiieHusl.

3awguma pegpepama

Pedeparblr 00BIYHO TIPENCTABIAIOTCS HA 3aKIIOYUTEIILHOM 3Tare W3y4eHUS
OUCHMIUIMHBL KaK pPe3yJbTaT HTOrOBOM CaMOCTOSITENbHOM paboThl CTyACHTA.
3amuTta pedepara OCYHIECTBIASETCS HIAM HA ayAUTOPHBIX 3aHATHIX,
MPEeTyCMOTPEHHBIX YYeOHBIM TUIAHOM, WJIM Ha 3a4eTe Kak OJUH M3 BOIPOCOB
owieTta (mocneaHee onpeaesieTcs MPernoaBaTesieM).

Ecou pedepar moapaszymeBaeT MyOJMYHYIO 3allUTy, TO BBICTYNAIOIIEMY
clienyeT 3apaHee NOATOTOBUTHCSA K pedepaTHBHOMY COOOIIEHHUIO, a
NPErnoaBaTe o U BOZMOXHBIM OMIIOHEHTAM — 03HAKOMUTHCS C pabOTOM.

PedeparuBHOE cooOmIeHHE OTIIMYAETCS OT CaMoro pedepara Mpexkae BCEro
00BEMOM U CTHJIEM HM3JI0KEHHUS, T.K. YUUTHIBAIOTCSI OCOOEHHOCTH YCTHOW HAYYHOM
peur U TyOJUYHOTO BBICTYIUICHHS B 1eiloM. B pedepatuBHOM cooOmIeHUN
cozepkanue pedepara npeAcTaBiIseTcss MOAPOOHO (WM KpPaTKO) M, KaK MPaBHIIO,
BHE OIICHKH, T.€. H3JIOKEHHE NpUoOpeTaeT OO30pHBI XapakTep U pelaeT
KOMMYHHMKATHBHYIO 3a7ady (mepeaarb B YCTHOM (gopme uMHPOpMaIuio, KoTopas
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JOJKHA OBbITh BOCIPHUHATA CIIyLIATENSIMH). YUYUTHIBas MyOJWYHBIA XapakTep
BBICKA3bIBAHUH, BBICTYAIOIIMN JOJDKEH:

® COCTaBUTbH IUIAH U TE€3UCHI BHICTYIUICHUS,

* KpaTKO MpeACTaBUThH MPOOJIEMATUKY, 1I€]b, CTPYKTYPY U T.IL.;

e oOecrneunTh MNOPUMOHHYIO I[OJAauy MaTepuasa HE B COOTBETCTBUH C
qyacTsMU, pa3jieJaMu U naparpadaMu, a CErMEHTUPOBATh B 3aBUCUMOCTH OT
HOBU3HBI HH(OpPMAIUY;

e coOnroaaTh YeTKOCTh M TOYHOCTh BBIPAXKEHUI, UX IPOU3HECEHUE; 00pallaTh
BHUMAaHHE HA HMHTOHALMIO, TEMII, T'POMKOCTbh M T.I. OCOOEHHOCTHU
yOJMYHOTO BBICTYIUIEHUS;

* JIEMOHCTPHUPOBATH ITOATOTOBJIECHHBIA XapaKTEP BBICKA3BIBAHWUM, HOITyCKasd,
KaK B JIIOOOW Jpyroil yCTHOM peuu, CIIOBECHYIO0 UMIIPOBU3ALIMIO.

PexoMeHa1luM 110 HANIMCAHUIO ICCe

Acce — cpenicTBO, MO3BOJISIIONIEE OLIEHUTh YMEHUE 00yYaroerocs MMCbMEHHO
U3Jaratb CyTh IOCTaBJIEHHON MPOOJIEMbI, CaMOCTOSITEIIbBHO TNPOBOJIUTH aHAIIN3
3TOW TpoOJIEMBl C HCMNOJB30BAHHUEM KOHIENIUNA W aHAJIUTHUYECKOTO
WHCTPYMEHTAapUs COOTBETCTBYIONIEH MUCHUIJIUHBI, J€1aTh BBIBOJHI,
00001aro1IHe aBTOPCKYIO MO3UIIHNIO TI0 MTOCTaBICHHOU mpobiiemMe.

Ilens >cce COCTOMT B Pa3BUTHM TaKUX HAaBBIKOB, KaK CaMOCTOSITEIbHOE
TBOPYECKOE MBIIIUICHUE U TMCbMEHHOE U3JI0KEHNE COOCTBEHHBIX MBICIICH.

Cmpykmypa >cce OnpeessieTcs: NPeIbsBISIEMbIMU TPEOOBaAHUSMMU:

* MBICJIM aBTOpa MO MpobJieMe u3naratorcs B popme KpaTKUX TE3UCOB.

* MbICIb JOJDKHAa OBITh MOJKPEIUIEHA [0Ka3aTelbCTBAMM — IIOITOMY 32
TE3UCOM CIEAYIOT ApIYMEHTBI.
AprymMeHTsl — 3TO (DaKThl, SIBJEHUS OOLIECTBEHHOW >KU3HHU, COOBITHS,

’KH3HCHHBIC CHTYAllUW W JKU3HEHHBIN ONBIT, HAYYHBIC JJOKA3aTeIbCTBA, CChUIKU Ha
MHECHHE YUYCHBIX U JIp.
Occe OOBIYHO HMMEET KOJBLEBYIO CTPYKTYPY (KOJIMYECTBO TE3UCOB H
apryMEHTOB 3aBUCHUT OT TE€MbI, H30PAHHOTO IJIaHa, JIOTUKU PAa3BUTHUS MBICIIH):
* BCTYIUICHHE
*  Te3HC, apryMEHTHI
* TE3UC, APTYMEHTHI
*  TE3UC, ApTYMEHTHI
*  3aKJIIOYEHUE.
[Tpu HamMcaHWM cce HA/IO YYUTHIBATH CIICTYOIIEe:
Berymienne u 3akiiodeHre TOJKHBI (POKyCHpOBaTh BHUMAHUE Ha MpoOIeMe
(BO BCTYIUICHUU OHA CTABUTCSI, B 3aKIIFOYCHUN — PE3IOMHUPYETCSl MHEHUE aBTOPA).
HeoOxoaumo BeimeneHnue ab3alneB, KpPacHBIX CTPOK, YCTAaHOBJICHHUE
JIOTUYECKOM CBsI3M a03aIleB: Tak JOCTUTACTCS ETOCTHOCTh PabOTHI.
Cmune u3znoxmcenusna: >MOUNNOHAIBHOCTH, 3KCIPECCHUBHOCTD,
XY0)KECTBEHHOCTb.
Ilpasuna nanucanusa scce:
* u3 (QopMaNbHBIX TPABWJI MOXHO Ha3BaTh TOJBKO OJHO — HaIUYHE
3aroJjIoBKa;
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* BHYTPEHHSA CTPYKTYpa MOKET ObITh MPOU3BOJIbHOU. [I0CKONIBKY 3TO Manas
dbopma NMUCbMEHHOW paboOTHI, TO HE TpedyeTcs 00s13aTeIbHOE MOBTOPEHUE
BBIBOJIOB B KOHIIE, OHU MOTYT OBITh BKJIIOUEHBI B OCHOBHOW TEKCT WJIU B
3aroJjoBOK;

* apryMeHTaIus MOXET MPEeAIIecTBOBATh (OPMYIUPOBKE MPOOTIEMEL.
OopMyIHpOBKa MPOOIEMBI MOKET COBIAJATh C OKOHYATEIbHBIM BHIBOJIOM.

B kauectBe mpumepa MoOKeT€ MO3HAKOMUTHCS C IIMPOKO M3BECTHBIMU ICCE
N.A. bynuna («HemoctaTtku coBpemeHHO# mo33umn»), [.C. MepexkoBckoro («O
OpUYMHAX YIaJKa U HOBBIX TEUEHUSIX COBPEMEHHOU PYCCKOM Juteparypsl»), K. .
banpmonTa («OeMeHTapHBIE CJIOBa O CUMBOJIMYECKOM Mmol33umn»), B.S. bprocora
(«Kmroun Taiiny»), Bsiu. MBanoBa («CuUMBONM3M Kak MHUpPOMOHUMAaHUE»), A.A.
broka («O nupuke»).

Y4eOHo-MeTOANYEeCKHE YKA3aHUSA K BbINIOJTHEHHIO TECTOBBIX 3aJaHU I

TecTOBBIE KOHTPOJIb OTJIMYAETCS OT IPYTUX METOJOB KOHTPOJS (YCTHBIE H
MMCBMEHHBIE HK3aMEHBI, 3a4€Thl, KOHTPOJbHbIE PA0OTHI U T.N.) TEM, YTO OH
npeacTaBisieT co0Ol CHeNUalTbHO MOATOTOBIEHHBIM KOHTPOJBHBIM HabOp
3aJlaHui, TO3BOJISIOIINIA HAJEKHO U aIEKBATHO KOJIMYECTBEHHO OLICHUTHh 3HAHHUS
0Oy4aronuxcs MocpeiCTBOM CTATUCTUYECKUX METOJIOB.

Bce Bbllieyka3aHHbIE MPEMMYIIECTBA TECTOBOIO KOHTPOJSI MOTYT OBITh
JOCTUTHYTHI JINLIb TIPU UCIIOJIB30BAHUU TEOPHH MEAArOrMYeCKUX TECTOB, KOTOpast
CJIOKMJIaCh HA CTBIKE MEJAroruku, MCUXOJIOTMM U MaTeMaTHYeCKON CTaTUCTHKU.
OCHOBHBIMM TOCTOMHCTBAMU ITPUMEHEHUS TECTOBOIO KOHTPOJIS SIBIISIOTCS:

* OOBEKTHMBHOCTb pE3yJbTaTOB NPOBEPKH, TAaK KaK HaJIM4YUE 3apaHee
OIPEJEIIEHHOI0 3TAJIOHA OTBETA (OTBETOB) KAXK/IbI pa3 NPUBOJUT K OJTHOMY
Y TOMY XK€ pe3yJIbTaTy;

* MOBbIIEHUE 3(PPEKTUBHOCTH KOHTPOJIUPYIOMIEH NEATETbHOCTH CO CTOPOHBI
IPENnoJaBaTess 3a CYET YBEJINUYEHUS €€ 4aCTOThl U PETYJISIPHOCTH;

* BO3MOXKHOCTh aBTOMAaTH3allUU MPOBEPKU 3HAHUN y4dallUXCs, B TOM YHCIIE C
HCITOJIb30BAHUEM KOMITBIOTEPOB;

* BO3MOKHOCTb UCIOJIb30BaHUS B CUCTEMAX JUCTAHIIMOHHOTO 00pa30BaHMS.

Tecm — WHCTPYMEHT, COCTOSILIMH K3 CHUCTEMbl TECTOBBIX 3aJaHUU C
ONMMCAaHHBIMU CHCTEMaMHU OOpabOTKM M OIIEHKM pe3yibTaTa, CTaHAApTHOU
IIPOLIEYpbl TPOBEIEHUS W IPOLENypbl I H3MEPEHHsS] KadeCTB M CBOMWCTB
JUYHOCTH, W3MEHEHHE KOTOPBIX BO3MOXHO B IIPOLIECCE CHCTEMATUYECKOTO
oOy4eHwus.

[Ipenmy11ecTBO TECTOBOIO KOHTPOJSI COCTOUT B TOM, YTO OH SIBJISIETCS
HAay4YHO OOOCHOBAaHHBIM METOJOM OJMIIMPUYECKOTO0 HCCIEJOBAHUS U B
ONpEJENIEHHONW cdepe MO3BOJISIET MPEOJO0JIETh YMO3PUTEIbHbBIE OLEHKH 3HAHMM
ctyneHTtoB. Crienyer OTMETHThb, YTO 3aJaHus, HCHOJb3yeMble MHOTHUMU
MPEernojaBaTeNsiMd M Ha3blBa€Mble UMHU TECTOBBIMHU, HAa CaMOM JI€J€ TAKOBBIMU
BOBCE HE SBJSIOTCA. B oTiiMuMe OT OOBIYHBIX 3a7a4 TECTOBbIC 3a/JaHHSI UMEIOT
YEeTKUI OJJHO3HAYHBII OTBET M OLICHUBAIOTCS CTaHJAPTHO HA OCHOBE LIEHHUKA. B
caMOM IIPOCTOM CIJIy4ae OL€HKa CTyJEHTa €CTh CyMMma OajuloB 3a MpPaBUIBHO
BBINOJIHEHHbIE 3aJjaHusl. TecToBble 3aJaHUsl JOJKHBI ObITh KPATKUMH, SICHBIMHU U
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KOPPEKTHBIMU, HE JAOMYCKAlOIMMHU JBycMbicieHHOCTH. CaMm e TecT
MPEACTaBIIeT COOOM CUCTEMY 3aJaHUil BO3pacTarollel TPyAHOCTU. TecToBbIN
KOHTPOJIb MOXET NPUMEHATHCS KaK CPEeJCTBO TEKYIIEro, TEMaTUYECKOTO H
pyOEKHOTO KOHTPOJIS, @ B HEKOTOPBIX CIy4yasix U HTOMOBOTO.

Tekyliee TeCTUPOBAHUE OCYLIECTBIIETCS MMOCIE U3YYEHUSI OTIEIbHOW TEMBI
WIK rpynnsl TeM. Tekyliee TeCTUpOBAHUE, MPEKIE BCEro, SBISAETCS OJHUM U3
AJIEMEHTOB CAaMOKOHTPOJISI M 3aKPEIUICHUs CIyIIaTelieM MPONACHHOro y4eOHOTo
Marepuara.

Buowvt mecmoewvix 3a0anuii

TectoBoe 3amanue (T3) MoxkeT OBITH MPEACTABICHO B OJTHON M3 CJIEIYIONUX
CTaHJAPTU3UPOBAHHBIX (POPM:

* 3akpeiToe T3, mpeamoiararoiiee BHIOOP OTBETOB (MCHBITYEMBI BhIOMpaeT
MPaBWIbHBIA OTBET (OTBETHI) U3 UKCJIA TOTOBBIX, MIPEAJIaraéMbIX B 3aJaHUU
TecTa);

e otkpeiToe T3 (ucmbiTyeMbiit cam GOpMyIUpyeT KpaTKUl WU pa3BEPHYTHIN
OTBET);

* T3 Ha ycTaHOBIIeHHE NPABUILHOMN MOCJIEI0BATEILHOCTH;

* T3 Ha ycTaHOBIIEHHE COOTBETCTBUS MEXKAY PJIEMEHTAMU ABYX MHOKECTB.

3axpuimoe mecmogoe 3adanue

3akpbeiToe T3 COCTOMT M3 HEMOJHOIO TECTOBOIO YTBEPKACHHUS C OIHUM
KJIFOYEBBIM 3JIEMEHTOM M MHOXKECTBOM JIOIYCTUMBIX BapHaHTOB OTBETOB, OJUH
WM HECKOJIBKO M3 KOTOPBIX SIBJISIIOTCS MPaBWIbHBIMH. TECTUPYEMBIH CTYIEHT
OTpeNeNiaeT MpaBUIbHBIE OTBETHI M3 JAHHOTO MHOXECTBa. PeKoMeHAyeTcs MATh
WJIM IIECTh BapUaHTOB OTBETOB, M3 KOTOPHIX JBa WM TPHU SBISIOTCA
IPaBUIILHBIMH.

Omkpsimoe mecmosoe 3adanue

OtkpbiToe T3 nMeeT BU HEMOJIHOIO YTBEPKIEHHUS, B KOTOPOM OTCYTCTBYET
OIMH WJIM HECKOJIbKO KIIIOYEBBIX JJEMEHTOB U TpeOyeT CaMOCTOATEIbHOU
(GOpMYITUPOBKH OTBETAa TECTHUPYEeMOTo. B KadecTBE OTCYTCTBYIOIIMX KITIOUEBBIX
AJIEMEHTOB MOTYT OBITh: 4YHCIIO, OyKBa, CIIOBO WM clioBocoueranue. llpwu
(bOopMyTUPOBKE 3a/IaHMsI HA MECTE KITFOYEBOTO 3JIEMEHTa HEOOXOAMMO TOCTABUTH
MPOYEPK WIK MHOTOTOYHE.

Tecmogoe 3a0anue nHa ycmanogienue npaguibHOU NOC1e008amenIbHOCHuU

T3 Ha yCTaHOBJIECHHWE NPABUIBHOW IMOCIEAOBATEIBHOCTH COCTOHUT U3
OJIHOPOJIHBIX 3JIEMEHTOB HEKOTOPOU TPYMIbI U YETKOU (POPMYJIHUPOBKH KPUTEPUS
YIOPSIAOUEHHUSI ITUX DJIEMEHTOB.

Tecmogoe 3a0anue Ha yCmManogienue cooOmeencmaus

T3 Ha ycTaHOBJIEHUE COOTBETCTBUSI COCTOMT M3 JIBYX TPYIIl 3JIEMEHTOB H
4eTKON (HOPMYTUPOBKM KpUTEPHUSI BHIOOpA COOTBETCTBUSA MEXIy HUMHU. BHyTpu
KaXKJIOM TPYMIIbI 3JIEMEHTHI I0JDKHBI OBITh OJTHOPOIHBIMH. KONIHUeCTBO 3J1€MEHTOB
BO BTOPOM Ipynne JOJHKHO MPEBBINIATh KOJIUYECTBO 3JIEMEHTOB MEPBOUM TPYIIIIHI,
HO He Oosiee yeM B 2 paza. MakCUMaIbHO JOMyCTUMOE KOJIMYECTBO DJIEMEHTOB BO
BTOPOi1 rpynme He JoJKHO mnpeBbimaTh 10. KonnuecTBo ke 371eMEHTOB B NEPBOM
rpymIe A0HKHO OBITh HE MEHEE JIBYX.

Tpebosanua Kk mecmogvim 3a0aHUAM
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Jlnst obecrieueHust aIcKBaTHOCTU OLIGHKH 3HAHUW TECThl JOJDKHBI 00J1a/laTh
CJIEIYOLIUMHU CBOUCTBAMU:

« TECT JOJKEH OBITh penpe3eHTATUBHBIM C TOYKH 3PCHHUS H3y4aeMOTO
MmaTepuasiia (OTBEThl Ha BOMPOCHI, MOCTABJIECHHBIE B TECTE, HE JOJIKHBI
BBIXOJIUTH 3 MIPEeIbl TaHHON Y4eOHOM TUCUUILITUHBI);

+ TECT JOJDKEH OBITh YMECTHBIM: (JOPMYJIMPOBKA M COCTAB BOTIPOCOB JOJKHBI
COOTBETCTBOBATh OCHOBHOW 1€MW JTUCHUIUIMHBI (MPU TECTUPOBAHUU TIO
ONpPENICJIEHHON TEeMe BOIPOCHl JOJIAKHBI COOTBETCTBOBATH OJHOW U3
OCHOBHBIX 33J[a4 IUCIUIUIMHBI, YIIOMSHYTBIX B IPOTPAMME Kypca);

« TECT JOJDKCH OBITh 00bEKTHBHBIM, YTO 3aKJIIOYACTCS B HEM30C)KHOCTU
BBIOOpA TMPABWIBHOTO BapuaHTa OTBETA PA3IUYHBIMM SKCIEpPTaMU, a HE
TOJIBKO MIPENOJABATEIEM, OCTABUBIIUM TECT;

« TECT JOJKEH ObITh cieuM(pUYHBIM, T.€. B TECTE HE JOJKHO OBITh TaKHUX
BOIIPOCOB, HAa KOTOpPbIE MOT Obl OTBETUTh YEJIOBEK, HE 3HAIONIUN JTaHHOU
JTUCIUTUIMHBI, HO 00JIaa0IIUM JIOCTaTOYHOUN dPYIUIIHCH;

« TECT JIOJDKEH OBbITh OePATHMBHBIM, UYTO MPEIyCMaTPUBAET BO3MOXKHOCTH
OBICTPOrO OTBE€TAa Ha OTAEJbHBIH BONPOC, MO3TOMY BOMPOCHI
GbOopMyTUPYIOTCSI KOPOTKO W TMPOCTO M HE JOJKHBI BKIIIOYATh PEAKO
HCIIOJIb3YEMBIE CIIOBA, KOHEUHO, €CIU ATU CJIOBA HE SIBJIAIOTCS MOHSTHUSIMH,
3HAHHE KOTOPBIX IPETYCMOTPEHO B yUeOHOM NUCIUIUINHE.

Ilepeuucnenuvie ceoticmea mecmogulx 3a0aHuli obecnedyugarom
HeoOX00UMblLL KA4eCMBEHHbIll YPOBEHb NPOBEOEHUs UMO0208020 KOHMPOs, K
KOMOPOMY NpeowbA8IsIomcs cliedyroujue mpebosanus.

[Ipouiecc TecTupoBaHUS MOJIKEH OBITH BAJUAHBIM (3HAYMMBIM), KOTJa
pe3yabTaThl MOATBEPKAAIOT KOHKPETHBIE HABBIKM W 3HAHUS, KOTOPBIE JK3aMEH
MOJPa3yMEBAET IPOBEPHUTb.

TectupoBanue sBIsIeTCS 00bEKTUBHBIM, €CIU PE3YyJIbTaThl HE OTPAXKAIOT
MHEHHS WIN CHUCXOJIUTEIBHOCTh MPOBEPSIOLIETO.

YOeauThcs B HAMEKHOCTH TECTUPOBAHUS MOXKHO, €CIU PE3yJbTaThl
NOBTOPHO MOJTBEPKICHBI OCIEAYIOIIMMU KOHTPOIbHBIMU MEPOIIPUATHUSIMHU.

P PeKTUBHOCTH TECTUPOBAHUS OMNPEACISETCS, €CJIM €ro BBINOJHEHUE WU
OIICHMBAHUE HE 3aHUMAET OOJIbIIIE BPEMEHU WIIH JICHET, YeM He0OXOA1MO.

TecTupoBaHHE MOXHO CUUTATh MPHEMJIEMbIM, €CJIU CTYJIEHTHl H
MpernoJiaBaTeNId BOCHPUHUMAIOT KOHTPOJIbHOE MEPONPUATHE aJEKBATHO €ro
3HAYUMOCTH.

N3ydeHne AMHAMHUKM MpoLEcca MNPOBEPKM 3HAHWKW C TIOMOILIBK) TECTOB
MO3BOJISIET YCTAHOBUTh HWHJIMBUAYAJIbHOE BpEMSI TECTUPOBAHMS MJISI KaXJIOTO
KOHKPETHOTO Habopa TEeCTOBBIX 3ajaHuil. Hepenko Bpems TecTHUpOBaHUS IS
Pa3IMYHBIX JUCIUILINH YCTAHABIMBACTCS OJITMHAKOBBHIM Ha OCHOBAaHUU HEKOTOPOTO
CTaHAapTa, HEe MPUHUMAas BO BHUMaHUE ClIeUU(PUKY KOHKPETHOW TUCUUILIIUHBI U €€
pazzena.

Yka3zaHus 10 NOATrOTOBKE K 3a4eTy/IK3aMeHy
@opMOM UTOrOBOIO KOHTPOJISI 3HAHWW U YMEHUU, MOJYYEHHBIX B IIPOLECCE
W3YUYCHHUSI TUCIUILIUHBI SIBIIETCS YK3aMEH.
DK3ameH (3a4yeT) AaeT BO3MOKHOCTh MPENO/IaBaTeNIo:
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* BBISICHUTH YPOBEHb OCBOCHHUS CTYAEHTAMH Yy4YeOHOH MpOrpaMMmbl
JTVCIUTLTAHBL;

* OIEHUTH (HOPMUPOBAHKE Y CTYJACHTOB OINPEACIICHHBIX 3HAHUN U HABBIKOB MX
UCIOJb30BaHUS, HEOOXOIMMBIX M JOCTATOYHBIX IJas Oyayuniei
npo¢eCCUOHANILHON JIeATEIbHOCTH;

* OLEHUTh YMEHHE CTYJEHTOB TBOPYECKH MBICIHUTh U JIOTUYECKH MPABHIIBHO
u3JlaraTh OTBETHI HA TTOCTABJICHHBIE BOIIPOCHI.

[Ipy monaroroBke K 3K3aMeHy (3ayeTy) HEOOXOJUMO OpPUEHTHUPOBATHCS Ha
KOHCIIEKTHI JICKI[UH, pEeKOMEHIyeMYIo JiutepaTypy u ap. Cnauya sx3ameHa v (MIiIH)
3a4era IMpeamnosiaraeT IOJHOE IMOHMMaHWe, 3allOMUHAHWE W TIPUMEHEHHUE
M3YYEHHOTO MaTepuaia Ha mpakTuke. [ns ycmemHoW NOATOTOBKU K
IPOMEXYTOUHOM aTTEeCTAallMd CTyJAEHTaM HEOO0XOAMMO BHOBb OOpaTUTBCS K
IpolIeHHOMY Martepuainy. Jluteparypa sl MOATOTOBKHM K 3K3aMEHY (3a4ery)
pPEKOMEHJIyeTCsl TpernojaBareieM, JMOo yka3aHa B paboueil mporpamme IO
TUCLUIUIMHE.

[Ipy moAroToOBKE K NPOMEKYTOYHOM AaTTecTallud B KadyeCTBE OPUEHTUpPA
CTYAE€HT MOXET HCII0Jb30BaTh IME€PEUYEHb KOHTPOJBbHBIX BOIPOCOB s
camonpoBepku. [loAroToBka OTBETOB Ha 3TU BOIIPOCHI TO3BOJIUT:

* BBIICHUTb YPOBEHb OCBOCHHUS CTYACHTAMH YUEOHBIX MPOTPaMM;

* OIEHUTH (HOPMUPOBAHKE Y CTYJACHTOB OINPEICIICHHBIX 3HAHUN U HABBIKOB MX
UCIOJb30BaHUS, HEOOXOIMMBIX M JOCTATOYHBIX IJas Oyayuiei
npo¢eCCUOHANILHON JIeATEIbHOCTH;

* OIEHUTh YMEHHUE CTYJEHTOB TBOPUYECKH MBICIHUTh U JIOTUYECKU MPABHIILHO
u3JlaraTh OTBETHI HA IIOCTABJICHHBIE BOIIPOCHI.

OueHka 3HaHWI CTYIAEHTOB JIOJDKHA ONMPAThCSd HAa CTPOro OOBEKTHUBHBIE
KpUTEpPHUH, HAYYHO 0OOCHOBAHHBIE NIEAATOIMKOM U 0053aTeNIbHbIE JJIs1 BHIITOJIHEHHUS
BCEX IPEINOJABATEIEH.

Cpean TakuxX KpPUTEPHEB BaXKHEMIIMMHM SIBIISIOTCS MPUHLUIBI MOAXOAA K
oneHke. B wHaunbonee oO0meM BuUJE OSTH MNPUHIUIBI MOXHO MPEICTaBUTH
CJeIyoumM 00pa3oM:

* riIyOOKME 3HaHUA W IOHMMaHHUE CYIIECTBA BOIPOCAa, HO HE BCEX €ro
JeTalIei, a JIUIIb OCHOBHBIX;

* CTENEHb CO3HATEJBHOIO M TBOPYECKOI'O YCBOEHHUS M3yYaeMbIX HAyK Kak
0a3bl JIMYHBIX YOCXKICHUHN U TIOJIE3HBIX OOIIECTBY JEHCTBUM;

* [IOHMMaHHE CYIIHOCTHM HAyKH, MECTa KaKJI0il TeMmbl B 00IIEeM Kypce U €€
CBSI3M C MPEBIIYIIMMH U MOCIEAYIOIUMUA TEMaMH;

* BbIIEJICHHE KOPEHHBIX POOJeM HAyKd U YMEHHE MPAaBUIBHO MCIOJIb30BaTh
ATO 3HAHHME B CAMOCTOATEIbHON HAyYHOU AESATENbHOCTU WIIM MPAKTUYECKON
paboTe Mo CrnenuaibHOCTH.

DK3aMeH (3a4eT) MOKET MPOBOAUTHCS B YCTHOM, MUCBbMEHHON (opme u c
NpUMEHEHUEM TeCTOB. OJK3aMeH (3aueT) MPOBOIUTCA IO BOIMpOCAM,
OXBAaTHIBAIOIIMM BECh MPONACHHBIN MaTtepuan. [1o okoHuaHHIO PK3aMeHa (3aueTa)
npernojaBaTelb MOXKET 3a/aTh CTYACHTY JOTOJHUTEIbHbIE W YTOYHSIONINE
BOIIPOCHI.
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CryneHtaM HEOOXOJMMO TINATEJIBHO TOTOBUTHCS K HMTOTOBOMY DK3aMEHY.
[Iporecc MOArOTOBKM K UTOTOBOMY SK3aMEHY HAUMHAETCS, 10 CYIIECTBY, C CAMOTO
nepBoro stana usydeHus mnpeamera. OH BKIOYAET B ce0s CaMOCTOSTEIbHYIO
paboTy HaJ pEeKOMEHJOBAaHHOM juTepaTypoi. Kak mpaBuio, oH HauMHaeTCs 3a
MOJITOPA-/IBa MECSIA 10 dK3aMEHAIMOHHOW ceccuM. M3yunuB M 3aKOHCIIEKTHPOBAB
PEKOMEHIOBaHHbIE MCTOYHUKH, BBITIOJIHUB IMPEAYCMOTPEHHBIC YUEOHBIM IJIAHOM
MUCbMEHHBIE PaObOTHl W HMES PCEIEH3WM Ha HUX, CTYJACHT HaYWHAET
HETIOCPEJCTBCHHYIO IMOATOTOBKY K JK3aMEHY C TIIATEIBHOW OTpabOTKH Kypca B
COOTBETCTBUH ¢ TpeOOBaHHAMHM Y4YE€OHOW NTPOTpaAaMMBbl WU BBIMOJHCHHUS
peKOMeHAalui MpernojaBarelis, AaHHBIX B pereH3ur. Ha 3Tom 3Tame cryaeHt
JIOJKEH TOBTOPUTH M3YYEHHOE MO YYeOHHMKaM M y4€OHBIM IMOCOOUSIM, JIMYHBIM
KOHCIIEKTaM, 3amucsiM JEeKIUud u Jpyrum wmatepuanaM. Ilpu sTomM ocoboe
BHUMAaHUE JIOJDKHO OBITh OOpaIlleHO Ha THIATEIbHYI0 OTPA0OTKY TE€X KOHKPETHBIX
BOIIPOCOB U TEM Y4EOHOM MPOrpamMMBbl, KOTOpPbIE C1a00 YCBOCHBI.

[Ipy moBTOpeHWMM Marepuaia Tepe] HTOTOBBIM HK3aMEHOM HEo0Xoauma
CaMOIIPOBEPKA WJIM B3aUMHasi IPOBEpPKa 3HAHUU. B 3TOM ciydyae mo kaxaou teme
HAJIO €IIl€ pa3 XOpOIIOo MPOoayMaTh MaTepuall, HAUTU COOTBETCTBYIOIINE CTAaThbU U3
HOPMAaTHUBHBIX aKTOB, IMOJI00paTh MpUMephl. BriosiHe ceds onpaBabIBaeT IPyIIoBas
B3aMMHas mpoBepka. J[JIg 3TOro pekoMeHayercs cooupaThes Mo 3-4 YeloBeKa U
MIPOBOAUTHL Pa300p BOIPOCOB MO Kypcy. DK3aMeH MPOBOJAUTCS mo OuieraMm. Ecmu
KaKOW-TMOO W3 TIOCTABJICHHBIX B OWJIETE BOMPOCOB CTYIACHTY KaXKETCS HESICHBIM,
OH MOXET OOpaTUThCS K TMPENojaBaTellio 3a pasbsicHeHueM. [loiap30BaThes
HarISIAHBIMU TOCOOUSIMM, CJIOBapsiMU WJIM CIPAaBOYHUKAMU MOXHO TOJIBKO C
paspeienus npenogasarens. [Ipu NoAroToBKe K OTBETY, a TaKyKe MPU OTBETE HE
00s13aTeNIbHO MPUJICPIKUBATHCS TOU MOCIIEI0BATEIILHOCTH BOIIPOCOB, KOTOpas J1aHa
B OusieTax. 3amucy OTBETOB JIyYIIIE JIeJIaTh B BUJIE PA3BEPHYTOTO IJIaHA, UX MOXKHO
JIOTIOJIHUTH ITUdpaMu, MpuMepamu, akTaMu, a TAKKe COCIAThCs Ha HEOOXOUMBIC
HOPMATHUBHBIC AKTHI U JPYTHE UCTOYHUKHU.

OtBeT momKeH OBITh MOCTPOCH B (popMe CBOOOIHOTrO pacckaza. BaxkxHo He
TOJIBKO BEPHO H3JIOKHUTh COOTBETCTBYIOIIEE MOJIOKEHHE, HO U JaTh €ro riy0okoe
TeopeTudeckoe obOocHoBaHue. Ilpum oTBeTrax Hamo wuszberath OOJBIIUX
BBICTYIUICHU, OTKJIOHEHUH OT CYILECTBA BOIPOCOB, HO HE CJIEAYET BAABATLCS U B
TaKyl0 KpPalHOCTb, KaK IIOTOHS 3a KpPATKOCTBbIO. TakoW OTBET HE PACKpPOET
CoJiep>KaHMs BOIIpoca U HE JACT BO3MOKHOCTH MPETNO01aBaTEI0 MPABUIBLHO CY/IUTh
0 3HaHMAX CcTyaeHTa. [locie OTBETOB Ha BOMPOCH OujIeTa MpenojaBaTreiib MOXKET
3a/1aTh JIOMOJIHUTEIbHBIE BOIIPOCHI, HA KOTOPBIE CTYICHT 00s3aH OTBETUT.

DK3aMeHaTOp OIIEHUBAET 3HAHUS MO YETHIPEXOAUILHOU CUCTEME: «OTIUYHOY,
«XOpOIIO», «YyIOBJIETBOPUTEIBHO», «HEYJIOBIETBOPUTEIbHO». Bce
MOJIOXKUTEJbHBIC OIICHKH 3allMChIBAIOTCS B DK3aMCHAIIMOHHYIO BEJIOMOCTH U
3a4E€THYK KHUXKY. HeynoBIEeTBOpUTENbHBIE OI€HKHW MPOCTABISAIOTCS B
AK3aMEHAIIMOHHYIO BEIOMOCTb.
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10. Ilepeyenb MHPOPMAMOHHBIX TEXHOJIOTHI, HCIIOJIb3yeMbIX IIPHU
OCYLIEeCTBJICHHMH 00pa30BaTEeJILHOI0 MPOLecca M0 JUCHUILINHE, BKIIYAs
nepevYeHb MPOrpaMMHOro odecrnevyeHnsi ¥ HHPOPMALMOHHBIX
CIIPABOYHBIX CHCTEM

I[Ipu  ocymecTBieHnH 00pPa30BATEILHOIO MPOIIECCA HCIONB3YETCS Psijl
MHGOPMAIIMOHHBIX TEXHOJIOTHUH OOecleueHus JTUCTAHIMOHHOTO OOydYeHMs,
BKJTFOYAIOIINI, HO HE HCUYEPIBIBAIOIINICS, TEXHOJOTHUSIMU OHJAWMH U odduaitH
pacnpocTpaHeHus: 00pa3oBaTebHON HH(POpMAIK (ITOYTOBAS PACCHUTKA MTEYaTHBIX
MaTepuaaoB W OJAaHKOB TECTHUPOBAHHUS HJIH DICKTPOHHBIX BEPCHU
00pa30BaTENbHBIX MATEPUAIOB Ha (PU3MUECKUX HOCUTENAX, THOO MHTEPAKTUBHBIHI
JAOCTYNl K MarephajaM 4Yepe3 WMHTEPHET, JOCTYN K 3JIEKTPOHHO-OMOIMOTEYHBIM
CUCTEMaM HHCTHTYyTa M CTOPOHHHX IOCTaBIIMKOB), TEXHOJOTHUSIMU
B3aMMOJICHCTBHSI CTYJEHTOB C TpernojaBareieM (BUACO-JEKIUA W CEMUHApHI,
IPYITIOBBIC ¥ MHIWBUAYAIbHBIC KOHCYJBTAIUNA YE€PE3 HHTCPHET, MHIANBUIYATbHBIC
KOHCYJIbTAllMU 1O TenedoHy), TEXHOJOTUSIMU O00pa30oBaTENbHOTO KOHTPOJIA
(MHTEepaKTUBHBIE OHJIAWH TECThl B MHTEPHET, oPdailH TECThl C HUCIOIB30BAHUEM
NEPCOHATBLHBIX MEYaTHBIX OJIAHKOB).

Jns peanusaluu yKa3aHHBIX TEXHOJOTHW HCHOJb3yeTcs Habop
MIPOrpaMMHOT0 obecrieueHrus U WHOOPMAITMOHHBIX CHUCTEM, BKIIOYAIONTUH, HO HE
OTPaHUYHMBAIOIIUHCS, CIIETYIONUM CITHCKOM.

1. omeparmonnsie cucteMbl Microsoft Windows (pa3nuuHbIX Bepcuii);

2. oneparmonHas cucrema GNU/Linux;

3. cBoOoaHbIi opucHsIi makeT LibreOffice;

4. cuctema ympaBieHus Tmporeccom oOyuenus «Lete e-Learning Suite»

(coOcTBeHHas pa3paboTka);

5. cucTeMa HWHTEPAKTUBHOTO OHJIAWH TeCTHUPOBaHUS (COOCTBEHHAs
pa3paboTka);

6. cucrema TeNePOHHON MOJACPKKU U KOHCYJIbTAIUH COTPYIHUKAMH KOJLI-
nenTpa «L{enTpanbHas ciyx0a noanepxkku» (CoOOCTBEHHas pa3paboTKa);

7. cucrteMa oHyaiH Bujaeo koHdpepenuii Adobe Connect;

8. DIEKTPOHHO-OMOIMOTEUHAs cucTeMa « AHOYKCY;

9. smekTpoHHO-O0MOIMoTeuHas cucreMa «M3narenncTBa «JlaHby;

10.unTepHeT-Bepensa cnpaBouynuka «Koncynprantlmrocy;

11.mpunoxenune 11t MOOMIBbHBIX yeTpoilcTB «KoHcynpTanTl Imtoc: CTyaeHT;

12.cnpaBounas npaBoBas cucrteMa «I'apanr»;

13.unb1e UCC.
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11. Onucanue MaTepuaIbHO-TEXHUYECKOI 0a3bl, HEOOXOAUMOM 151
OCYyILLECTBJIEHUSI 00Pa30BaTEJILHOI0 MPOLECCa MO UCIHUILIHHE

AynutopHas 6a3a (JIEKIIMOHHAsI ayJIuTOpUS, ayAUTOPHUS IJIS MPOBEACHUS
NPaKTUYECKUX 3aHATHUM, BUPTyaJbHbIE KJIACCHbIE KOMHAThl Ha NOpTaJie
P®ON)

OpraHu3alMoOHHO-TEXHUYECKUE CPEACTBA M ayJAMOBHU3yaJbHBINA (DOHIOBBIN
Martepuall, MyJIbTUMEIUMHOE 000pyJ0OBAHHUE.

KommiexkTsl BumeodunbMoB, ayauokHur, CD-muckoB mo mpobiaemam
JTVCLIUIUINHBL.

Nutepner.
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