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1. HEJIX U 3AJAYU OCBOEHUSA JUCHUIIJIMHBI

1.1. HeassMu ocBOeHHMSI TMCUMILIUHBI «J[OKYMEHTO00OPOT B MCHUXO0JIOr0O-NeAarornieckoi padore»
SIBJSAIOTCH c(hOpMUPOBATH Y CTYACHTOB 0Aa30BYIO CHCTEMY 3HAHUH B 00JacTH AENONPOU3BOACTBA!
MpaBWwJI OpraHu3anuu paboThl C JOKYMEHTaMH YOpPaBJIEHHUS, OCHOBHBIX IOAXOIOB K
MPOEKTUPOBAHUIO JOKYMEHTOB M CHCTEM JOKYMEHTAIlUil, HOpMOH 0a3bl JeJIONpOU3BOJACTBA U
JIOKyMEHTO000pOTA.

1.2. 3amaum ocBOECHMS TUCHMILINHDI:
— ABJISIETCS U3Y4YEHHUE MOHATUHHOTO amnmapara JUCIUILUINHBI, OCHOBHBIX TEOPETUUECKHUX MOJI0KEHUM
¥ METOJIOB, PUBUTHE HABBIKOB IPUMEHEHHUS TEOPETHUECKUX 3HAHUMN ISl pEIISHUS TPAKTUUECKUX
3a/1a4.

2. MECTO JUCIMIIVIMHBIB CTPYKTYPE OIIOII

2.1. Yueonas aucuuimiimHa «/[okymMeHT0000pOT B NMCHXO0JI0T0-MeJaroruyeckoii paéore» OTHOCHTCH
K dYacTtd, ¢opMUpYyeMOil yudacTHHUKaMu oOpa3oBaTenbHbix oTHomeHud (B..[].04.02) mnporpamMmel
MOATOTOBKM OakanaaBpOB OYHOTO OTAeneHus 1o HamparieHuio 44.03.02 Ilcuxonoro-memarornyeckoe
obpazoBanue. [Ipodus «IIcuXoa0Tus U coruaibHas Mearorukay.

2.2. Jlns u3ydyeHHusl TaHHOW y4eOHOH TMCUMILUIMHBI HEOOXOMUMBI CJIeIyIolHe 3HAHWS, YMEHUsSI H
HaBbIKHU, (popMUpYyeMble MpeAlecCTBY OIMIUMHU THCUUIINHAMH :

—  Coyuanvuas nedazocuka

3HaHuA:
- HOPMATHBHBIE JOKYMEHTHI, PETJIaMEHTHUPYIOIIME COCTaBIEHUE U O(OpMIIEHHE TOKYMEHTOB, U
MOPSIOK pabOTHI C HUMHU.

YmMmenus:

- T0JIb30BaThCs U3YYEHHBIMU CTaHIaPTU3UPOBAHHBIMU TEPMUHAMU;

- IPUMEHATH Ha MPAKTUKE IOCYIapCTBEHHBIE CTAHAAPTEL, APYrue€ HOPMATUBHBIE U METOIUYECKUE
JOKYMEHTBI, PErJIaMEHTUPYIOIINE OPraHu3alHio JOKYMEHTAIIMOHHOTO OOECHEYeHHUs ICHXOJIOT0-
HG}IaFOFI/I‘IGCKOfI NCATCIIBHOCTH.

HaBbiknu:

- HaBBIKAMH WCIIOJIb30BAaHUS TMPABWI COCTABICHHS ©  OQOPMIICHHS OpraHU3alMOHHO-
paclopsANTENbHBIX JOKYMEHTOB, BXOJIAIIUMX B YHHU(DHUIMPOBAHHYIO CHUCTEMY OPTraHHU3AIMOHHO-
pacCTOPSAUTENBHBIX JJOKYMEHTOB B COIMATBHBIX CIIYX0aX, YUPEKICHHUSIX U OPTaHHU3alUSIX COIHAIBHON
3aIUTHI HACEICHHsI, 00pa30BaHUs, 31PABOOXPAHEHUSI.

2.3. ocaenywinue yaedHble TUCHUNIUHBIL, VIS KOTOPBIX HEO0XO0IMMBbI 3HAHUSI, YMEHHS H HABBIKH,
(¢opmupyembie 1aHHOI y4eOHON AUCHTUNIIMHOM:

—  Coyuanvho-nedazozuueckas 0esimeIbHOCMb U COBPEMEHHASI CUCTNEeMA 00PA308aAHUSL
—  Memoovl u mexHono2uu CoOYUAIbHO-NEOA202ULECKOU 0esMelbHOCIU 6 00WeobpPaA306ameIbHbIX
VupescoeHusx

3. INTAHUPYEMBIE PE3YJIbTATBI OBYYEHUSA 110 AUCHUIIJIMHE (MOYJIIO)



[Iporiecc wW3ydyeHHs MAHUCLUUIUIMHBI HAMpaBlieH Ha (QOPMUPOBAHUE HIIEMEHTOB CIEIYIOIINUX
xomneTeHIMd B coorBercTBUM ¢ PI'OC BO m OIIOIT BO mo gaHHOMY HampaBlIEHUIO MOATOTOBKH
(cienuaaIbHOCTH):

a) yausepcaiibHbIX (YK): YK-4 CrnocobeH ocymecTBiIsTh 1€I0BYI0 KOMMYHHUKAIIUIO B YCTHON U
nuchMeHHOW (opmax Ha rocymapcTBeHHOM si3bike Poccuiickoit ®denepannu U MHOCTpaHHOM(BIX)
A3bIKe(ax)

0) oobmenpodeccuonanpabix (OIIK): OIIK-1 Cnocoben ocymecTBiIsTh MpodhecCUOHATBHYIO
JeSITETFHOCTh B COOTBETCTBUH C HOPMAaTHBHBIMH IPAaBOBBIMHU aKTaMH B cepe 00pa3oBaHUS U HOPMaMHU
npodhecCcuoHaNbHON STUKU

Ta6auna 1

JlekoMI03uLMsA Pe3yIbTATOB 00y4eHHUs!

[Inanupyemble pe3ynbTaThl O0y4EHUS MO JUCHUTUINHE

Ko u HaumeHoBanue

KOMIICTCHIIHI Buath (1) Vmeth (2) Branets (3)
VYK-4 Criocoben NYK-4.1. 3uaer: NYK-4.2. Ymeer: NVYK-4.3. Bnageer:
OCYIIECTBIISITh OCHOBBI YCTHOM aJlanTHPOBATh PEyYb, HOpPMaMH U TIPaBUIIAMHU
JACTIOBYIO JIEIT0BOM CTWJIH OOIIIEHUS U JIEIIOBOr0 OOIIEHUS B
KOMMYHHUKaIIHIO B KOMMYHUKAIUU U SI3BIK KECTOB K YCTHOU U MUCbMEHHOU
YCTHOU 1 JIETIOBOM MepenucKu CUTYyaLUsIM JeJI0BOro | opmax

MUCHBMEHHOU opMax
Ha rOCYJIapCTBEHHOM
s13bIKe Poccuniickon
denepauuv U
UHOCTPaHHOM(BIX )
s3bIKE(ax)

Ha FOCY/IapCTBEHHOM
a3pike PO n
WHOCTPAHHOM SI3bIKE
C y4eToM
0COOCHHOCTEH
CTHJIMCTHKH
opUIIHATBEHBIX U
Heo(UIIMATEHBIX
MTUCEM U
COIIMOKYJTBTYPHBIX
pa3nunuwii B popmate
KOPPECIIOH ICHITHH;

B3aMMOJCICTBYS, B
TOM YHCIIE, B
MyOIMYHBIX
BBICTYIUICHUSX;
BBITIOJIHSATH IIEPEBOJL
poQecCHOHATBHBIX
JIEJIOBBIX TEKCTOB C
MHOCTPAHHOTO SI3bIKa
Ha rocy1apCTBEHHBIN
131K PO 1 ¢
roCyJapCTBEHHOTO
s3p1ka PO Ha
MHOCTPaHHBIM;

OIIK-1 Cnocoben
OCYIIECTBIISITh
npodeccHoHaIbHYIO
NeSITEIBHOCTD B
COOTBETCTBUHU C
HOPMATHBHBIMH
MPABOBBIMU aKTaMU B
chepe oOpazoBaHus U
HOpMaMU
npodeccuoHaNbHO U
ITHKHU

NOIIK-1.1. 3naer: -
MIPUOPUTETHBIC
HampaBJICHUS
pa3BUTHS
o0pa3oBaTeNbHOM
cucrembl Poccuiickoit
deneparliu, 3aKOHOB
U MHBIX
HOPMATHBHBIX
MIPABOBBIX AKTOB,
perIaMEeHTHPYIOTIIUX
00pa3oBaTeNbHYIO
JIeSATEIbHOCTh B
Poccuiickoit
denepannu,
HOPMATHBHBIX

NOIIK 1.2. Ymeer: -
IIPUMEHATH
HOPMATHBHO-
IIPpaBOBLIC aAKTEHI B
chepe oOpazoBaHMs U
HOPMBI
npodeccHOHaATBEHON
ITHKH

HOIIK 1.3. Biageer: -
TOTOBHOCTBIO
coOroaTh IPABOBbIE U
TUYECKHE HOPMBI B
YCIIOBUSAX pEaJIbHBIX
HearorHaeCcKuX
CUTYAaLUi; -
TOTOBHOCTBIO
OCYIIECTBIIATh
podhecCHOHAIBHYIO
JeSITETLHOCTD B
COOTBETCTBHUHU C
TpeOOBaHUSIMU
benepanbHbIX
rOCYZIapCTBEHHBIX
00pa3oBaTEeNbHBIX




JIOKYMEHTOB I10
BOIIpOCaM 00y4eHUst
Y BOCIIUTAHUS JI€TEN
U MOJIOJICXKH,
(benepabHBIX
rOCY/IapPCTBCHHBIX
00pa3oBaTeNbHBIX
CTaH/IapTOB
JIOIIKOJIBHOTO,
Ha4yaJIbHOr'O OOIIIETO,
OCHOBHOTI'O OOIIIETO,
cpemHero o0miero
o0Opa3oBaHwUs,
3aKOHOJATEIbCTBA O
npaBax peOeHka,
TPYJI0OBOTO
3aKOHOJIATEIILCTBA; -
KOHBEHIIMIO O MpaBax
peOeHka.

CTaH/IapTOB
JIOIIKOJIBHOTO,
HaYaJILHOIr'o OOIIETO,
OCHOBHOTI'O OOIIIETO,
cpeaHero oOIero
o0Opa3zoBaHus

4. CTPYKTYPA U COAEP KAHUE JUCHUIIJINHBI

OO0beM TUCHHUILUTMHBI B 3a4€THBIX €IUHUIAX (2 3aYeTHbIe eIMHHUIIBI) C YKa3aHHEM KOJINYeCTBa
aKaJeMHYECKHX WM aCTPOHOMHUYECKHUX YacOB, BBIICJICHHBIX Ha KOHTAKTHYIO paboTy oOydarommuxcs c
npenogaBaTeneM (IO BHAaM Y4eOHBIX 3aHATHI) MU Ha CaMOCTOSATENbHYIO paboTy oOyyaroumxcs

COCTAaBIIAET: 72 .

W3 Hux: NeKnMOHHBIX — 9 YacoB, mpakTHyeckux — 9 waca, camoct. pabora — 54 gaca. toropsrit
KOHTPOJIb: 8 CEMECTp — 3auer.

Taoauma 2
CTpyKTypa u coaepKaHne TUCHUNIHHBI
KonTaktHas . Popwnt TeKymero
& KOHTPOJISl  YCIIEBAEMOCTH(NO
o.| pabota S =
Ne HanmenoBanue g £ £ | nedenam cemecmpa) ®opma
/m pazena (Tembl) g (B Hacax) é S POMEKYTOYHO
3 8 P arTecTalun (no
1 |13 JI cemecmpam)
P
1 Beeneuue. 8 1 1 6 | CamocTosTeabHas paboTa
[TonsiTne 0 YcrHblii onpoc
JIETIONPOU3BOJICTBE
2 Hopwmarusho- 8 1 - 6 | Ycrasril onmpoc
MeToAnYecKas. CamocrosTenbHas pabora
baza,
periiaMeHTHPYIO
masi  paboty ¢
JOKYMEHTaMH B
COBPEMEHHBIX
YCIIOBUSIX




3 PexBusuthl. CoctaB 6 | CamocrosTensHast paboTa,
u VYcTHbIi onpoc
othopmiieHHe
PCKBU3UTOB
OpraHu3aIIOHHO
pacropsANTeIbHON
JOKYMEHTAITUH.

4 bnanku 4 | CamocrosTenbHas paboTta

JIOKYMEHTOB. YcTHBIM ompoc, Keiic-
CUTYaIHH

5 [Toustue 06 OPJI, 6 | CamocrosTenbHas
COCTaB M CXEMBI pabota
PacroI0KeHUs KonTponbHas pabdota 1
PEKBU3UTOB.

6 Odopmenne 6 | CamocTosiTenbHas paboTa
PEKBU3UTOB VYcTHBIM ompoc, Keiic-
OpraHu3aIIOHHO CUTYyaluH
pacropsANTENbHBIX
JIOKYMEHTOB

7 OcobenHoctu 4 | CamocrosTenbHas pabora
JIETTOTTPON3BOJICTBA YCTHBIN OIpoc, Keic-

1o CUTYyaluH
oOpaleHUsAM
rpaskiaH.

8 Koundunenmnuans 4 | CaMocTosATENbHAS
HOE paboTa, YcTHbII onpoc
JIETIOTIPOU3BOACT
BO.

9 CocraBieHne WU 6 | CamocrosTenbHas pabota
oopmieHHe YcTHBIH ompoc, Kelc-
JIOKYMEHTAIUH 110 CUTYaIH

JTMYIHOMY
COCTaBy

10 | Texuomorus 6 | KonrposnpHas pabora 2
paboThI c 3auer
JOKYMEHTaMHU

UTOTO 54




Tabauna 3 MaTpuuna cooTHeceHHs1 TeM/pa3/iesIoBy4e0OHOI TUCHHUILIHHBI/MOAYJIsl M (OpMHPYeMBbIX B
HHUX KOMIIeTeHI U

Ko xomnerenmm

Tewmsr, hy

a3aeibl Kox-so o0111e€ KOJIMUECTBO
HHIZHHHHHHH JacoB YK-4 OIIK-1

KOMIIETEHITH I

Beenenue.
[MonsTHe 0 9 + + 2
JICITOTIPON3BOICTBE
HopmatusHo-
METOAMYECKasl.
Bbaza,
perTaMeHTHPYIOIIast 9 + + 2
paboty c
JOKYMEHTaMHU B
COBPEMEHHBIX
YCIIOBHSIX
PexBusuthl. CocTaB
u othopmiieHHE
PEKBU3UTOB 9 + + 2
OpraHu3aIMOHHO-
pacropsanTenbHON
JOKYMCHTAITUH.
biianku + + 2
JOKYMEHTOB.
[Tonstne  060OP/I,
COCTaB W  CXEMBI + + 2
pacronoXeHus
PEKBU3UTOB.
Odopmnenune
PEKBU3UTOB
OpraHu3aI[MOHHO- 6
pacropsaIuTeIbHBIX
JOKYMEHTOB
OcobenHnoctu
JICITOTIPON3BOICTBA 6 + + 2
1o oOpamieHusIM
rpaxkIaH.
Kondunenmanpaoe 6 + + 2
JIeTIOTIPOU3BOACTBO.
CocraBnenue "
oopmnenue 5 + + 2
JOKYMEHTalluu 10
JUIHOMY COCTaBY
Texnounorust paboTsl 6 + + 2
C IOKYMEHTaMHU
Hmoeo 72




Kpatkoe copep:kanne Ka:ka0ii TeMbl JUCIUNTHHBI

Tema 1. BBenenne. [lonsiTHE 0 1€10MPOU3BOICTBE

[TonsiTe o Aenonpou3BoACTBE. 3ajayuu AENONpPOU3BOACTBA. JJoKyMeHT, ero cBOWCTBa U
GbyHKIUN.

OO111e HOpMBI ¥ IipaBuiIa 0(OPMIIEHUS JOKYMEHTOB.

Cucrema knaccupUKauy JT0KyMEHTOB:

- I10 IPOUCXOXKJICHUIO;

- Ha3HAUCHMIO;

- MECTy COCTaBJICHUS;

-  KOJIMYECTBY OTPAKCHHBIX BOIIPOCOB,

- CpOKaM MCHOJHEHHUS U XPaHEHHUS;

- CTCIICHHU ITIOJJIMHHOCTH,

- TEXHHMKH CO3JJaHMUS.

Tema 2. HopmaruBHo-merToauveckas. basa, perinamenTupymomas padotry ¢
JAOKYMEHTAMHU BCOBPEMEHHBIX YCJIOBHSIX

Knaccudukanus 10KyMeHTaIMN

OpranuzallMOHHOW:  ycTaB, IOJIOKEHHME, TMpaBWia, JODKHOCTHAsT ~ MHCTPYKIIMS;
PacniopsimuTenbHOM: MpHUKa3, paclopshKEHNE, pellieHue, yKa3aHue, mocranoieHue; CripaBoyHO-
WH()OPMAITMOHHOW: MHUCHMO, aKT, MPOTOKOJ, CIpaBKa Tejerpamma, TeinedoHorpamma, (akc,
JOKJIaTHAS ¥ CITy)KEOHAst 3aIUCKHU U T.11.;

JlokyMeHTanusi ~ JIMYHOTO  XapakTepa:  pe3loMme,  3asBlIeHHe,  aBToOMorpadus,
XapaKTepUCTHKA, IOBEPEHHOCTh, PACIIMCKA U T.II.

Tema 3. PexBusurbl. CocraB m odopmileHHEe PEKBH3UTOB OPraHM3aNMOHHO-
pacnopsiiMTebHON JOKYMEHTalluH.

PexkBU3UTBI ~ ynpaBJI€HYECKHMX  JOKYMEHTOB: IMepedeHb, npaBwia  opOopMIIECHHS,
pacnonoxkenus. [IpaBuna coctaBieHuss U 0QOpMIIEHUS! OPTaHU3ALMOHHBIX, PACTIOPSAUTEIbHBIX,
MH(POPMALIMOHHO-CIIPABOYHBIX IOKYMEHTOB, JOKYMEHTOB JJMYHOTO XapakTepa.

Tema 4. Bi1aHKH JOKYMEHTOB.

brnankun OPJI. Bunpl 6maHkoB: oOmuii OjaHK, OJaHK MHUCHbMa, OJIAHK KOHKPETHOTO BHAA
nokyMmeHnTa. Pa3pabotka ocoboro OnmaHka sl muceM. BlaHKM KOHKPETHOTO BUA JIOKYMEHTOB
(mpuKa3oB, pacmopsHKEHUM, aKTOB, MPOTOKOJIOB U T.J.). BlIaHKK CTPYKTYpHOTO MOpa3aeiacHUs.
bnanku mceMa.

Tema 5. Ilonsitue 060P/I, cocTaB 1 cxeMbl pacnosi0KeHHsl PeKBH3UTOB.

Knaccudukamuss OPJl: opranu3zaiimOHHO-TIpaBOBasi JOKyMEHTAIMs (YCTaBbl, MOJIOKEHUS,
IIpaBWia, IITAaTHBIE pACIUCAHUsI, MHCTPYKIMH); PACIOPSAUTENbHAS TOKyMEHTalus (IpUKasbl,
pacmopsiKeHHs,  T[MOCTAaHOBJCHMSA,  pPELICHUs, YyKa3aHus); HWHGOPMalUOHHO-CIIPABOYHAS
JOKYMEHTAIMsI: ONEepaTHBHO- WH(POpPMAIMOHHAS(ITUChMa, Tele(pOHOTrpaMMBbl, (Gakchl U T.I1.),
CIPaBOYHO-MH(POPMAIIMOHHAS(AKThI, TPOTOKOJIBI, JOKJIAIHbIE, CITY’KEOHbIE 3aIUCKH U TIP.)

Tema 6. OdopmieHue  PpeKBH3UTOB  OPraHU3AlHMOHHO-PACIOPAIUTETbHBIX
AOKYMEHTOB

PexBusutel. IlpaBuna odopmiienus pexBusutoB. CocraBieHne u  0QOpPMIICHHE
OpraHru3allMOHHBIX, PACTIOPAAUTCIBHBIX JOKYMCHTOB.

Tema 7. Oco0eHHOCTH AeJI0NIPOM3BOICTBA 110 00PALLIEHUAM I'PAKIAH.
HNHcTpykumss o paboTe C TpEeIoKEHHSMH, 3asBICHUSMH, JKalo0aMu TpaXKIaH B
YUPEXKJIEHUAX colMalbHOM 3amuThl. [Ipuem, peructpauus u yder nucem rpaxiad. Cioyxoa

8



JIOKYMEHTAIMOHHOTO 00ECTIEUeHUS! YIIPABICHUS: €€ CTPYKTYpa, PYHKIUH, TOJKHOCTHOM COCTaB.

Tema 8. Kon¢puaeHuunajibHoe 1eJI0IPOU3BOACTBO.
Cocrapnenue 1 ohpopMiIeHHE TOKYMEHTOB JINYHOTO XapaKTepa.

Tema 9. CocraBiieHue u opopMJIeHHE TOKYMEHTAIIMHU 110 JUYHOMY COCTaBY

[IpaBmia cocraBneHus u OQOPMIICHHS JAOKYMEHTOB IO JHUYHOMY COCTaBY: TPYIIOBOM
JIOTOBOP, MPHUKa3 O MpHEMe, NepeBojie, yBOJIbHEHUH. Benenne TpyJqoBbIX KHUXKEK, 3all0JHEHUE
JIMYHBIX KaPTO4YCK, JIUYHLIX JJUCTKOB I10 YUYCTY KaApPOB, O(bOpMJIeHI/IG JIMYHBIX JCJI.

Tema 10. Texnosorusi paéoTbl ¢ JOKYMEHTAMHU

Opranmszanus JOKyMEHTOOOOpoTa Ha mpennpuatud. Mupaekcanuss W perucrpanus
BXOOAIHUX, UCXOOAIUX BHYTPCHHUX JOKYMCHTOB. CocraBnenue HOMCHKIJIATYpPhbIl U (1)0pMI/IpOBaHI/Ie
nen. Odpopmuenue aen. [loarotoBka JTOKYMEHTOB K apXMBHOMY XpaHEHHIO. OCHOBBI paloOThI ¢
apXUBHBIMU JJOKyMEHTaMU. ABTOMaTHU3allKs [IPOLECCOB JIOKYMEHTALIMOHHOTIO 00ECIIEYEeHHUS.

5. METOJIWYECKHUE YKA3AHUSA IO MPEMNOJABAHHUIO U OCBOEHHIO
TACIATITAHBI (MOYJIST)

5.1. Ykazanus AJs1 mpemnojaBaTesieil MO OPraHM3alUM W TPOBEAEHHI0 Y4eOHBIX
3aHATHH M0 TUCHUILINHE (MOIYJIIO0)

OpraHu3anMOHHO-METOJUYECKO 0a30if MpoBeeHUs JEKIHMOHHBIX, CEMUHAPCKUX 3aHATUI
ABIIAE€TCA Y4eOHbIM IaH crenuanbHOcTH. Ha ocHOBe Hero o0beM 4acoB ayIUTOPHBIX 3aHSATHUM,
OTBEJCHHBIA IS KaX/0M y4eOHON IUCHMIUIMHBI M MEXAMCUUIUIMHAPHOTO Kypca, JEIUTCS Ha
Yachl JIEKIIMOHHBIX, MPAKTUYECKUX, JTa0OpPAaTOPHBIX W JAPYrUX 3aHITUH COOTBETCTBYIOIIUMU
Kadenpamu, ¢ ykazanueM popM KOHTPOJIS TeKyIEeld U UTOTOBOM aTTECTalluu 00Y4aeMBbIX.

[IpenonaBaTens, HA3HAYEHHBIN JUIsl YTEHUS JIEKLUH, 00s513aH 10 Hayana y4eOHOro mporecca
MOJArOTOBUTh Y4€OHO-METOINYECKHE MaTepHalibl, HEOOXOIUMBIE [T MIPOBEACHUS JIEKIIMOHHBIX U
cemuHapckux 3aHATUH. K HuUM oTHOcsTcs: paGoudas mporpamMma ydyeOHOW AMCUMITIMHBI HIIN
MEXIUCLUUIUIMHAPHOTO Kypca; METOAUYECKHE MaTepuaibl JUisl TPOBENEHUS CEMHUHAPCKHUX
(MpaKkTUYECKUXHU Jp.) 3aHATUH.

PazpaboTaHHblii KOMIUIEKT Y4e€0HO-METOAMYECKHMX MAaTepHalOB IMPEAOCTABISETCS B
OyMa)KHOM W AJICKTPOHHOM BHJIE, OOCYXXIAETCs M YTBEP)KIAETCA Ha 3acelaHuu Kadeapsl mepen
HayvajaoM y4eOHOro roja.

[lpenonaBatens 00s3aH MPOBOJIUTH JIEKIMOHHBIE 3aHATHUS B CTPOTOM COOTBETCTBHUU C
rOZIOBBIM Y4eOHBIM I'pa)uKOM U YTBEP>KACHHBIM Ha €r0 OCHOBE PACTIMCAaHUEM JICKLIUH.

IIpu pa3paboTke METOIUKM CEMHHAPCKUX 3aHATUN Ba)KHOE MECTO 3aHHUMAET BOIPOC O
B3aHMOCBSI3UMEIKIY CEMHUHAPOM U JIEKIIMEH, CEMHUHAPOM U CaMOCTOSITeNIbHON paboTOi CTYIEHTOB,
0 XapakTepe U crocodax Takoi B3auMocBs3u. CeMUHap He JOJKEH MOBTOPSATH JIEKIUIO, 1, BMECTE
C TEM, €T0 PYKOBOJUTEIO0 HEOOXOAUMO COXPAHUTD CBA3b NPUHLUIINAIBHBIX MTOJOXKEHUH JIEKIIUU C
COJIEp’)KaHUEM CEMUHApPCKOro 3aHiaTHs. Kak mpaBuilo, ceMUHapy NpeAIecTBYET JEKIUs IO TOH ke
TEME.

OOs3aTenbHBIM B Haualle JIEKIMOHHOTO, CEMHHAPCKOIO 3aHATHA HPOBOJAUTCA S5 MHUHYT
KOHTPOJIb 3HAHUM, 00s3aTEIbHBIM SIBJIIETCS IPOBEJECHHUE TPOEKTHOM pabOThI B KOMaH/IE.

[IpenonaBatens, MPOBOAALIMM JEKIMOHHBIE M CEMUHAPCKHUE 3aHATHs, 00A3aH BECTH YYET
MIOCEIAEMOCTH CTYJIEHTOB - IO JXypHajaMm TIpynn. B ciyyae HEsSBKM CTYAEHTOB Ha JIEKLUIO
Iperno/iaBaTellb 00513aH He3aMeJIUTENIbHO HH(POPMUPOBATh YUeOHBIH OTEN.

B xoze ocBoeHUS AUCHUILTMHBI 1a00PaTOPHBIE 3aHIATHSI HE PEYCMOTPEHBI.

B mponecce npakTuueckux (CEMHHApCKHX) 3aHATUH, Hapsy ¢ (GOpMUPOBAaHHEM YMEHUH U
HaBBIKOB, O000O0IIAIOTCS, CHUCTEMATU3UPYIOTCS, KOHKPETU3UPYIOTCS TEOPETHUUECKHE 3HaHMS,
BbIpabaThIBAETCsl CIIOCOOHOCTh MCIOJIb30BAaTh TEOPETHUECKUE 3HAHMS HA MPAKTUKE, Pa3BUBAIOTCS
MHTEJIJIEKTYyaJIbHbIE YMEHMUS.



Ha mpakTryecknx (CeMHUHApPCKUX) 3aHATHSAX IO AWCHUIUIMHE MPUMEHSIOTCS CIeIyoIe
(dbopMBbI pabOTHI:

1) ®poHTanbHAs — BCE CTYACHTHI BBIMOIHIIOT OJHY U TY K€ paboTy;

2) T'pymnoBas — ojHa U Ta xe paboTa BBIIONHIETCS IPYNIaMHu U3 2-5 4eoBek;

3) UWumuBunyanbHas — KaXIbIH CTYICHT BBIOJHICT WHANBUIYATBHOE 3aJaHHUE.

CrpyKkTypa NMpakTHYECKUX 3aHATHH MO AUCLUUIUIMHE B OCHOBHOM OJIMHAKOBA: BCTYILJICHHE
npernogaBatens, paboTa CTYAGHTOB IO 3aJaHUSIM IIperojaBaTens, KoTopas Tpelyer
JIOTIOJTHUTEIBHBIX PAa3bsICHEHUH, COOCTBEHHO MpaKTHUYeCKas 4YacTh, BKIJIIOYaroImas pa3oop
KOHKPETHBIX CUTYAIIHi, peICHNEe CUTYallHOHHBIX 3a/1a4, TPDCHUPOBOYHBIC YIPAXXHCHUS U T. 1.

B cTpykType mnNpakTHUECKOro 3aHATUS TPATUIHOHHO BBIACISAIOT CJEIYIOLIUE ATAaIlbl:
OpPTaHW3aIMOHHBIA dTam, KOHTPOJIb WCXOJHOTO YPOBHSA 3HaHWW (0OCY)KIEHHE BOIPOCOB,
BO3HHUKIIUX Yy CTYJCHTOB NpPU IOJATOTOBKE K 3aHATHUIO; MCXOAHBI KOHTPOJIb (TECTBI, OIpOC,
MPOBEPKA MUCHbMEHHBIX JOMAITHUX 3aJaHANU T.1.), KOPPEKIUs 3HAHUH CTYICHTOB), 00ydJarONIHid
sTan (MeJaroruyeckuil pacckas, MHCTPYKIMHM IO BBIIOJHEHMIO 3aJaHUi), CaMOCTOSITeNbHAs
paboTa CTyJICHTOB Ha 3aHATHH, KOHTPOJIb KOHEYHOTO YPOBHS YCBOCHHUS 3HAHUH, 3aKITFOUNTEIILHBIN
JTaI.

5.2. Yka3zanus 1Jisl 00y4aomuXxcsi M0 OCBOCHUIO TUCHHUITHHBI

Tab6uaunna 4
Coaepxanue caMoCTOATENbHOI pa0d0ThI 00y4aI0IHUXCH
Howmep T DopmbI pabOTHI
€MBI/BOIIPOCHI, BRIHOCHMBIE Ha caMocTosATenbHOe | Kon-Bo
paens wysere
1 Bsenenue. IlonATHE 0 1€710NIPOU3BOICTBE 6 CamocrosTtenbHas
pabota
HopmatnBHO-MeToanueckas. baza, | 6 CamocTrosTenbHas
2 periaaMeHTHpyoas paboTy ¢ JOKYMEHTaMH B pabora
COBPEMEHHBIX YCIOBHUSIX
PexBu3uthl. CoctaB U ohopMIeHUE PEKBU3UTOB 6 CamocrosTenbHas
3 OpraHU3aIMOHHO-PACTIOPSIUTEIIEHOM pabota
JIOKYMEHTALIUH.
bnanku 1OKyMEHTOB. 4 CamocTosTenbHas
4 pabota
[Monsitue 060P/I, cocTaB 1 cXeMbl pacrojoxeHus: | 6 CamocrosrenbHa
5 PEKBHU3HUTOB. s pabora
6 Odopmnenue PEKBU3UTOB OpraHu3alMoHHO- | 6 CamocrosTenbHas
pacnopsauTeIbHbIX JOKYMEHTOB pabota
v OcobOeHHOCTH EeTONPOU3BOICTBA 10 oOparieHusM | 4 CamocTosTenbHas
rpakiaH. pabora
8 KondunenmnuaabHoe 1eI00pOU3BOICTBO. 4 CamocTosTenbHas
pabota
9 CocraBnenue u oopmiieHue TOKyMEHTAlUU O 6 CamocrosTenbHas
JUYHOMY COCTaBY pabota
10 TexHomnorust paboThI ¢ TOKYMEHTaMHU 6 3ager
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5.3. Buasl n ¢popMbl NHCbMEHHBIX PadoT, MPeIyCMOTPEHHbIX NPU OCBOCHHHU
AW CUMILINHBI,BBINOIHSIEMble 00y4aI0IUMHCH CAMOCTOSITEIBHO.

CaMocTosiTe1bHAsA pPabOTa CTYACHTA MIPEIIIOIAraeT BBIMOJIHEHUE Psi/ia 3aJaHU .

[lepBoe 3aganue Mo Kaxa0i TeMe Kypca MoTpeOyeT OT CTyJIeHTa CaMOCTOATEIbHOE U3yUEeHHE
JUTEPATyphl U MOATOTOBKY JOKJIAAa 110 BEIOPAHHOMY acleKTy COIMAIbHO-KYJIbTYpHOU paOOThI HITH
[0 XapaKTEepPUCTUKE COILHAIbHO-KYJIbTYPHOM TMOJMTUKH TOCYAapCTBa H3y4aeMOW CTpaHbl U
OCHOBHBIE HaIlpaBJICHU €€ Pealu3aluy.

Bropoe 3aganue notpedyer oT cTyneHTa opopMIIeHHs MaTepHajJIOB CEMUHAPCKUX 3aHITHH B
cucrteMy pedepaToB Mo U3y4aeMbIM CTPaHaM.

Hakomuienne maTepuainoB oCyIIEeCTBISETCS B X0/1€ paOOTHI HA CEMHHAPE.

HToroBoe 3amanue 1o onpeaeseHnio 00Iero 1 0COOCHHOTO B COIMATBHO-KYJIBTYpHOU paboTe
U3y4aeMbIX CTpaH, MOTpeOyeT COCTaBIECHUS TaOIULIBL.

[locnennee 3amgaHue HampaBIeHO Ha TO, YTOOBI MOJY4YEHHBIE UM CHUCTEMATHU3UPOBAHHBIE B
TabnmuIe JaHHbBIe, OBUTM MPOUMHTEPIPETHPOBAHBI C TOYKH 3pEHHUS OOIIEr0 M OCOOEHHOrO B
COIIMANIBHO-KYJIbTYPHONH TOJUTUKE W COIMANBHO-KYJIBTYPHOH palbOTe W3YyUYEHHBIX CTpaH.
WuTepnpeTanys TMOJYYSHHBIX JaHHBIX JIOJDKHA COCTOSITh W3 MEPEYHCICHUS OOIUX 4YepT |
0COOEHHOCTEN COLMATbHO-KYIBTYPHOU PabOTHI.

TpeOoBanus K cocTaBIeHHIO pepepara

PedepupoBanue, umm coctaBieHue pedepaTa - 3TO KpaTKoe H3JI0KEHUE COJIEepKAHUA
TeopeTudyeckoro marepuana. PedepaT momkeH ObITh HamucaH HAaydHbIM s3bIKOM. CTpyKTypa
pedepaTta: Ha3BaHMe pedepaTa; OCHOBHAs HJEsl WIM CYTbh, OCHOBHBIC ACHEKTHl TEOPHUM HIIU
KoHIenmH, BeiBoA. Cpeaauii o0seM pedepata — oT 500 1o 2500 nmeyaTHBIX 3HAKOB.

6. OBPA3BOBATEJIBHBIE U UTH®OPMALIMOHHBIE TEXHOJIOT'MU

6.1. Oopa3oBaTe/ibHbIE TEXHOJIOTHHU

Paznen, rema ®dopma yueOHOT0 3aHATUSA
JTUCLUTUTAHBI (MOTYJIIS) Jlexuus [IpakTryeckoe 3aHsTHE, JlaGopatopHnas
ceMHUHAp pabora

Beenenune. IlonsitTue o Ob6sopHnas CamocTtosrensHas paboTa He

JEJIONPOU3BOACTBE JleKyus VYeTHBI o1poc npeodycmMompeno

HopmatugHo- Ob30pHas VYeTHbIi onpoc He

METOIUYECKAs. baza, JleKyus CamocrosrenbHas pabora npeoycmompeno

perylaMeHTHpyroLas

paboTy ¢ JOKyMEHTaMu B

COBPEMEHHBIX YCIOBHSIX

PexkBusutel. CoctaB Ob63opHas CamocrosTenbHas padbora, He

opopMiieHHEe PEKBU3UTOB JleKyus VYeTHBIi orpoc npeodycMompeHo

OpraHMU3aIMOHHO-

pacnopsIuTeNbHOM

JOKYMEHTaLIH.

bnaHku JOKyMEHTOB. Ob6sopHnas CamocrosrenbHas paboTa He
JIeKyust YcTHbIM O1poc, Keic- npeodycmMompeHo

CUTYyaLUH

ITonsitne 060P/, cocraB n Ob63opHas CamocrosrenbHas paboTa He

CXEMBI pacIioyIoKEeHUs JleKyust KonTponbhas padora 1 npeoycMOmpeHo

PEKBH3HTOB.
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OdopmiieHre peKBU3UTOB Ob630pnas CamocrositenpHas paboTa He
OpraHu3aLMOHHO- JleKyust YceTHbli Onpoc, Keic- npeodycmMompeHo
pacropsANTENbHbBIX CUTYyalluu
JOKYMEHTOB
OcobenHocTn Ob3opnas CamocTosTenbHas paboTa He
JETIONIPOU3BO/ICTBA o neKyust YcTHBI onpoc, Keiic- npedycmMompeno
o0palleHUsIM TPaXK/IaH. CUTYyaluu
KondunennumansHoe Ob630pnas CamocrostenpHas padboTa, He
JeTI0NPOU3BO/ICTBO. JIeKyusl YcTHbIi onpoc npeoycMOmpeHo
Cocrapnenue Ob630pnas CamocTtosrenpHas paboTa He
oopmiIeHHE JleKyus YCTHBIN onpoc, Kewc- npeoycmMompeno
TOKyMEHTAIM H  TI0 CUTYyalluu
JMYHOMY COCTaBYy
TexHonmorust  paboOTBI  C O630pnas KonTponbnas pabora 2 He
JOKYMEHTaMHU JleKyust 3auer npeodycmMompeHo

6.2. UudopmaniuoHHbIe TEXHOJIOTHH

- ICTIOJIb30BaHUE BO3MOXKHOCTeH VHTepHera B ydeOHOM mporecce (HUCMOIb30BAHUE

nH(GOPMAIIMOHHOTO caifTa Mperno1aBaTes)
- WCIIOJIb30BAHUE DJIEKTPOHHBIX YYEOHHMKOB M Pa3JIMYHBIX CANTOB KaK HCTOYHHUK

nHbOpMaIH

- HCIIOJIb30BaHUE BO3MOXKHOCTEM BHGKTpOHHOﬁ IMMOYTHI IPCTIOAaBaTCIIA

- ICTIONIb30BAaHUE CPE/ACTB IPEJCTABICHHUS y4eOHON WH(pOpManuu (IJIEKTPOHHBIX Y4eOHBIX
nocoOuii W TPAKTUKYMOB, TNPHUMEHEHHUE HOBBIX TEXHOJOTHH ISl TPOBEACHHS CEMHUHApPOB C
UCTIOJIb30BAaHUEM NPE3EHTANH U T.]I.)

- UCTIOJIb30BAaHUE HMHTEPAKTUBHBIX CPEJICTB B3aUMOJCHCTBUS yYaCTHHUKOB 00pa30oBATEIHHOTO
nporecca (TEXHOJIOTHH AUCTAHIIMOHHOTO MITH OTKPBITOrO 0OYYeHHUS B II100aTBHON CETH)

- UCTIOJIb30BAaHUE HMHTETPHUPOBAHHBIX 00pPA30BATEIBbHBIX CpEJ, I/I€ TJIaBHOH COCTaBISAIOMICH
SBISIIOTCS.  HE TOJNBKO NPUMEHSEMbIE TEXHOJOTMHM, HO MW COJep)KaTelbHas 4acTb, T.C.
MH(POPMAIMOHHBIE PECYPCHI

6.3. IIporpammHoe o0ecrieyeHHe, COBpeMeHHble mpodeccHOHATbHbIE 0a3bl JaHHBIX
U HH(POPMALIMOHHBIE CTIPABOYHBIE CHCTEMBI
6.3.1. IIporpammHoe oGecneyeHne
HaumenoBanue MpOrpaMMHOT O HasHaueHue
obecrieueHus
AdobeReader [Iporpamma a1t IpoOCMOTpa IEKTPOHHBIX

JIOKYMEHTOB

[Inatdopma TMCTaHITMOHHOTO

00yueHHUs Bupryanbhas oOy4aromias cpesia
LMS Moodle
MicrosoftOffice 2013 [NakeT opHUCHBIX pOrpamMm
OpenOffice [akeT oducHBIX MporpamMm
7-Zip ApxuBatop

MicrosoftWindows 7 Professional OmnepariioHHas CHCTeMa

KasperskyEndpointSecurity CpeicTBO aHTHBUPYCHOM 3aIUTHI

MozillaFireFox Bpayszep
GoogleChrome Bpaysep
Opera Bpayzep
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6.3.2. CoBpeMeHHbIe IPo(deccHOHATbHBIE 0a3bl JAHHBIX H HHPOPMALHOHHBIE CIIPABOYHBIE
CHCTEMBI

1. DnextpoHHass OMONMMOTEKA «ACTpaXaHCKUN TOCYNapCTBEHHBIH YHHUBEPCUTET» COOCTBEHHOM
rereparmu Ha iathopme DBC «Dnekrponnsiii YuraaspHblii 3a1 — bubaroTexy. https://biblio.asu.edu.ru
2. DnextponHo-Onbmmoteynass cucrema (ObC) OOO  «Ilomurexpecype»  «KoHCynabTaHT
crymeHTa». WWW.studentlibrary.ru

3. O6pasosatenbHas mwiatdopma FOPAWT, https://urait.ru

4. DnexkrponHo-ombmoreuHas cucrema elibrary. http://elibrary.ru

5. DnekTponHO-6ubHoTeuHas cucrema BOOK.ruhttps://book.ru

7.@OHJ OHUEHOYHBIX CPEACTB U151 NIPOBEJEHUA TEKYLIEI'O
KOHTPOJISA HITPOMEXKYTOYHOU ATTECTAIIUU

7.1. ITacnopr ¢oHA2 OLIEHOYHBIX CPEICTB

[lpy mnpoBegeHMHM ~ TEKyHIEro  KOHTPOJAS M HPOMEXKYTOUHOW  aTTecTaluu IO
qucuuiuiiie  «JlokyMeHToo00poT B IICHXO0JIOrO-Nearornyeckoii  padore»  IpoBepseTcs
c(OpMHUPOBAHHOCTh YOOYYaIOLIMXCSl KOMIIETEHIIMH, YKa3aHHBIX B pa3ziesie 3 HaCTOSIIEeH IpOorpaMMal.
OtanHocTh (OPMUPOBAHMS JAaHHBIX KOMIIETEHIIMI B MpoOIEcCe OCBOEHHUS 00pa3oBaTebHOM
IPOTrpaMMBbl OINIPENIENIIeTCs MOCIeI0BATEIbHBIM OCBOCHUEM AUCLHHUIUIMH (MOAYNIEH) U MPOXOXKICHUEM
IMMPAaKTHUK, a4 B HNPOHECCC OCBOCHHUA IHCHUIIIMHBI (MOZ[y.]'IS[) — II0CJIECAO0BATCIIBHBIM JOOCTHKCHHUEM
pe3yIbTaTOB OCBOEHUS CO/IEPIKATEIILHO CBA3AHHBIX MEXAy 000 pa3aesnos, TEM.

Taoauna 6
CooTBeTCTBHE M3y4aeMbIX pa3/iesioB,
pe3yJIbTATOB 00y4eHHs M OLCHOYHBIX CPEACTB

Kon HanmenoBanue
Kontponupyemst
Ne n/m KOHTPOJIUpPYEM OLIEHOYHOT'O
€ paszensl .
oi cpeacTBa
JCIUTITHBI
KOMIIETEHIINH
(Momysst) .
(KOMITETeHIINI)
Huckyccus,
1 Temsr 1, 2, 3,4,5, 6, 7, VYK-4, OIIK-1 | xoHTponbHas paboTa,
8,9, 10 pedepar
7.2. Onucanume nokazarejieii  u KpuTepueB OlICHUBAHMSI
KOMIIeTeHI[Uii, O canne IIKAJI0LeHUBAHUA
Taoauma 7
Ioka3zaresin oneHNBAHUSA Pe3yJIbTATOB 00y4YeHMsI B BU/Ie SHAHU I
[Mxana Kputepun onennBanus
OLICHUBAHUS
JNEMOHCTPUPYET TIIyOOKOE€ 3HAHHME TEOPETUYECKOro MaTepuaia, yMEHHUe
5 000CHOBAHHO M3JIaraTh CBOU MBICIH 110 00CYK/Ia€MbIM BOIIPOCAM, CIIOCOOHOCTb
«OTIUYHO» | MOJIHO, MPABHJIBHO U apPTYMEHTUPOBAHHO OTBEUYATh Ha BOIIPOCHI, IPUBOIUTH
MIPUMEPBI
4 JEMOHCTPHUPYET 3HAHUE TEOPETHUUECKOro MaTepuaia, ero Mocje10BaTelbHOe

H3JI0KCHHUC, CIIOCOOHOCTH MNPUBOAWUTL IMPUMEPLI, AOIMYCKACT CAWHWUYHBIC

«XOPOIIO 6
OILIMOKY, UCTIPABIIIEMBIE TTOCIIE 3aMEUYaHUsI IIPETIo1aBaTest

13


https://biblio.asu.edu.ru/
http://www.studentlibrary.ru/
https://urait.ru/
http://elibrary.ru/
https://book.ru/

3 JEMOHCTPUPYET  HEMONHOe, (parMEeHTapHOe  3HAaHHE  TEOPETHYECKOTO
MaTepuana, TpeOyrollee HaBOAAIIMX BOMPOCOB IPENOAaBaTeNs, JOIMYCKAeT
CYIIECTBEHHBbIC OIIMOKU B €r0 M3JI0KEHHUH, 3aTPYIHSICTCS B IPUBEACHUU
PUMEPOB M (POPMYITUPOBKE BHIBOIOB

«YHJOBJICTBOPU
TCJIBbHO»

2 J€MOHCTPHUPYET CYLIECTBEHHBIE POOEIIbl B 3HAHUU TEOPETUYECKOr0 MaTepHala,
«HEYJIOBJIETBO | HE CIOCOOEH €ro M3JIO0XKHTb M OTBETUTh HA HABOAALIME  BOIPOCHI
PUTENBHO» | MpernojaBaTelis, He MOXKET IPUBECTU IPUMEPHI

Tab6auna 8
Ioka3zaresu oeHMBAHUA Pe3yJIbTATOB 00yUYeHMsI B BU/Ie YMEHUI U BJIaJeHUI
[lIxana Kputepuu oneHnBanus
OLICHUBAHHUSA
JEMOHCTPHUPYET CIOCOOHOCTh MPUMEHATH 3HAHHE TEOPETUYECKOr0 MaTepuaia
3) IpU BBHINOJHEHUHM 3aJlaHUM, TMOCJIEN0OBATEIbHO W TMPABUIBHO BBHIMOIHIET
«OTIMYHO» | 33JaHUsA, yMEeT OOOCHOBAHHO H3JlaraTb CBOM MBICJIM U JieJaTb HEOOXOJUMbIE
BBIBObI
JEMOHCTPHUPYET CIOCOOHOCTh MPUMEHATh 3HAHUE TEOPETHYECKOro Marepuala
4 IIpyU BBIIIOJIHCHUHA SallaHI/Iﬁ, MMOCJICAOBATCIIbHO W IPaBUJIBHO BBITIOJHACT
«OpOmIoN 3aaHusi, yMeeT 0O0OCHOBAHHO M3JaraTh CBOM MBICIM M JelaTh HEOOXOIUMBbIE
BbIBOJbI, IOITYCKACT CAUHUYHBLIC OIHI/I6KI/I, HCIIPABIACMBIC ITOCJIC 3aMCUYaHUA
IIperoaBaTess
JEMOHCTPUPYET OTAENIbHbIC, HECUCTEMATU3UPOBAHHBIE HABBIKHM, HUCIIBITHIBAET
3 3aTPYAHCHUS U JIOMYCKAET OIMIMOKH MPH BBHITIOJHEHUU 3aJaHUM,

«yIOBJICTBOPH | BBINOJIHAET 3aJaHUE€ Ipd IOACKAa3Ke Ipernojasarens, 3aTpyAHAeTcs B
TEJILHO (opMyIHpPOBKE BHIBOJIOB

2 HE CIIOCOOEH MPaBUIILHO BHITIOJHUTD 33/JaHUE
«HEYJIOBIIETBO
PHUTEIIEHOY»
7.3. TumnoBble KOHTPOJIbHBbIE 33JaHUS WJIM HHbIE MaTepHAJIbl, HEOOXOMHMbIE IJIsI

OlleHKU 3HAHUI,yMEeHHI, HABBIKOB 1 (MJIH) ONbITA eATeJbHOCTH

IIpumepHbIe BONpochI 1151 KOHTPOJIBLHBIX padoT
10 M CUMILINHE «/l0OKyMeHT0000pOT B IICHXO0JI0r0-1eJaroru4eckoi padore»

KonTpoabnas padora Nel:

1. Cuctema Kiaccuukauy JOKYMEHTOB: IO TPOMCXOXICHMIO; HA3HAYEHUIO; MECTY
COCTAaBJICHUS;KOJIMUECTBY OTPAKEHHBIX BOIIPOCOB,

2. CucreMa Kinaccu(pUKalMU JOKYMEHTOB: MO CPOKaM HCIIOJHEHMS U XpaHEHMS; CTETEHU
NOJJIMHHOCTHU,; TCXHUKHU CO3JaHUA.

3. Opranm3auMOHHON:  ycTaB, TOJOXKEHHWE, TpaBWia, JOJDKHOCTHAas  MHCTPYKLUS,
PacniopsautenbHON: IpUKa3, paCOpsKEHHE, PELLIEHUE, YKAa3aHNE, TIOCTAaHOBIICHUE;

4. CripaBoYHO-MH(OPMAITUOHHOM: IIMCBMO,  aKT,  IPOTOKOJI, CIIpaBKa.TeJIErpaMMa.
tenedoHorpamma,hakc. TOKIagHast U ciyxeOHas 3aliCKH U T.1.;

5. JlokymeHTanuss JMYHOTO Xapakrepa: pe3roMe, 3asiBJICHUE,

aBTOOMOrpadus, XapaKTepUCTHKA,JOBEPEHHOCTb, PAaCICKa U T.1.

KonTpoabnas padora Ne2:

1. Unctpykuust o paboTe C MpeIOKEHHAMH, 3asBICHHAMH, Skano0aMM TpakaaH B
YUPEKACHUAXCOLMAIBHON 3aILUTHI.

2. IlpuemM, peructpanust U yder nuceM  rpaxnaH.  Cimyx0a — JTOKYMEHTAallMOHHOI'O
o0ecTieueHHUSyNIPABICHUS: €€ CTPYKTYPa, QYHKIINHU, TOTKHOCTHOH COCTaB.
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3. Kmaccudukanus OPJl: opraHu3aiiMmoHHO-TIpaBOBasi JOKYMEHTAIHs (yCTaBbl, ITOJIOKEHUS,
IPaBUJIA,ITaTHBIE PACIIMCAHUS, MHCTPYKIIMHN);

4. PacnopsanuTenbHas JOKyMEHTalus (IIPUKa3bl, paCIOPSKEHHsI, IOCTAHOBJICHHMS, PELIEHUS,
yKa3aHus);

5. Nndopmanmonno-cripaBounas JOKYMEHTAIUS : OMEepPATUBHO-
uHpOpMalMOoHHAsA(ITHCbMa, TeePOHOTPaMMBI, (haKChl U T.11.),

6. CnpaBouHO-MHPOPMALIMOHHAS(AKTHI, TPOTOKOJBI, TOKJIaIHBIE, CITY>KEOHBIE 3aIUCKU U TIp.)

Kpurtepun onenku:

«OTIMYHO» - JaeTcs KOMIUIEKCHas XapaKTepPUCTHKA; JAEMOHCTPUPYIOTCS TIyOOKHE 3HaHUS
TEOPETUYECKOI0 MAaTEpUala U yMEHUE UX 000CHOBATH; IOCIIEA0BATEIIBHOE, IPABUIBHOE U3JI0KEHUE;
YMEHUE J1e71aTh HE0OX0IUMbIE BbIBOJIBI.

«Xopouio» - JaeTcsi KOMIUIEKCHAs XapaKTepUCTUKA; JAEMOHCTPUPYIOTCS TIIyOOKHE 3HaHMS
TEOPETUYECKOI'0 MaTepuaia U yMeHHe UX 00OCHOBATH; MOCIIE0BATENbHOE, IPABUIIBHOE U3JIOKEHUE;
YMCHUEC ACIIATh H€06XOI{I/IMI)IG BbIBOJIbI; BOBMOXKHbI CIUMHUYHBIC OLIMOKHU

«YIOBJIETBOPUTEIIBHO» - 3aTPYAHEHUS C KOMIUIEKCHOM XapaKTepUCTUKOW; HEMOJIHOE
TeopeTuiyeckoe 000CHOBaHUE, TPEOYIOIEe TONOTHEHUS; 3aTPYyIHEHUS B (DOPMYJIUPOBKE BHIBOJIOB.
«HeynoBieTBOpUTENbHO» - HENpPaBWIbHAS  U3JI0OKEHHE, OTCYTCTBUE TEOPETUUYECKOTO

000CHOBaHMsI, HEYyMEHUE JIeIaTh BBIBOIBI.

IlepeyeHb BONPOCOB ¥ 32 JaHNH,
BBIHOCHMBIX HA 324eT

1. TlonsTe O AENONPOU3BOJACTBE. 3a/Jauu ACIONPOU3BOACTBA. JIOKYMEHT, €ro CBOMCTBA U
¢ynkuuu.O0mue HopMbl U ipaBuia opopmiienus 1okymeHtoB. [OCT P 6.30 97.

2. Cucrema kiaccu(uKaluy JOKYMEHTOB.

3. HopmatuBHO-MeToquueckas 0a3a, perjaMeHTupyromas paboTy ¢ JOKyMEHTaMu B
COBPEMEHHBIXYCIIOBUSX.

4. Knaccuukanuss JOKYMEHTALUHU OpP2aHU3AYUOHHOLU, pPACNOPAOUMENbHOU, AOKYMEHTAIMs

JMYHOrOXapaKkTepa.
5. PexkBU3UTHI yIIPaBIEHYECKUX JOKYMEHTOB.
6. CocraB u odopmieHue PEKBU3UTOB OpraHu3alMOHHO-PACIIOPSAUTENBHOM,

nH(GOPMaLIMOHHO-CIIPABOYHOM TOKYMEHTAIIMH, JOKYMEHTOB JJMYHOTO XapaKTepa.
7. braHKu TOKYMEHTOB U HX BHUJIBL.
8. INonstue 06 OP/I, cocTaB u cXeMBI paCIIONOKEHUS PEKBU3HUTOB.
9. OdopmieHme peKBU3UTOB OPTAHU3AIIOHHO-PACTIOPSTUTEIBLHBIX JOKYMEHTOB.
10. OcobGeHHOCTH ACIONPOU3BOACTRA 110 OOPAIICHHSIM IPasKIaH.
11. Kon¢unenuuanbHoe 1eI0IPOU3BOICTBO
12. CocraBnenue u opopmiieHHne TOKyMEHTAIUHU 110 JINYHOMY COCTaBY.
13. mpuHIMI OpraHU3auy JOKYMEHT0000pOTa Ha MIPEATIPUS THH.
14. mpaBuia cocTaBieHUs HOMEHKIATYPHI U 0(hOpMIIEHHUE Jell.
15. mpuHIMIBI TOATOTOBKY JOKYMEHTOB K ApXUBHOMY XPaHEHHUIO U OCHOBBI pa0OThI C HUMH.

16. TexHUUYECKHE CPENICTBA, UCTIONB3YEMbIE B AETIONPOU3BOJICTBE.

17. Opranm3anus JOKyMEHTOOOOpOTa Ha MpeanpusTu. MHIeKcanust U perucTparus
BXOOAIIHUX, UCXOOAIUX BHYTPCHHUX JOKYMCHTOB.

18. CocraBnenue HOMEHKIATYphl 1 popmupoBanue jaei. OdhopmiieHHe ae1.MoAr0TOBKa
JTOKyMEHTOBK apXHUBHOM) XpPaHEHUIO.

Kputepun onenkm:
- OLIEHKA «OTJIMYHOY» BBICTABIISIETCS CTYACHTY, €CIIM CO/IEP)KaHUE COOTBETCTBYET LIEISAM U
3ala4yaM JUCHUIUINHBI, YMECT aHAJIU3UPOBATL U O606H_[aTb HH(l)OpMaI_II/IOHHBIf/'I Marepuall, JOrH4IHO
U TOCIIEJOBAaTEIbHOCTh  IOJaBaTh MaTepHall, apryMEHTHpPOBAaTh BBIBOJBI, COOJIIOAAET
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HOPMOKOHTPOJIb: CTaHAAPT O(i)OpMJ'IeHI/ISI, OUTaThI, CCBIJIKU IO 3asIBIICHHOM TEME,

- OIICHKa «XOpomIo» - €CJIIM CTYACHT IIOKa3bIBACT XOPOIIHE 3HAHHA, MOOIYCKaCT
CIAUHUYHBIC OHII/I6KI/I, AHATIU3UPYCT PA3JIMIHBIC TCOPECTHIYCCKUC ITOJIOKCHUA,

- OLICHKA «YOOBJIICTBOPUTCIILHO» - €CJIM CTYACHT JCMOHCTPHUPYCT PAa3pO3HCHHBIC 3HAHU,
HE cIoco0eH IMPOBECTU aHAJIN3 U 1aTh OUCHKY PAa3JIMYHBIM TCOPCTUUCCKUM IOJIOKCHUAM;

- OIICHKAa «HCYHOOBJICTBOPUTCIBHO» - CCJIMW CTYACHT HC MOXCT NPaBHUIIbBHO OTBCTUTHL Ha
IMOCTAaBJICHHBLIC BOIIPOCHI, HC crocobeH MMPOBECTU aHaJIM3 W [JaTb OLCHKY pa3JIMYHbIM
TCOPCTUUCCKUM ITOJIOKCHUSIM.

Taboaunma 9- le/lMepbl OIHCHOYHBIX CPEACTB € KIII0YaMHU IMPaBUJBbHBIX OTBETOB

N Bpems
No Tun [TpaBunbHBIN p
DopmynHpOBKa 33aHUS BBITTOJTHEHUSI
/o 3aIaHus OTBET
(B MHHYTaX)

Ha

YK-4 ciocoOeH ocCylecTBISATh JENOBYI0 KOMMYHHKAIMI0O B YCTHOW M MHUCBMEHHOHM (opmax

rocyiapcTBeHHOM si3bike Poccuiickoit denepannu 1 ”HOCTpAaHHOM(BIX) sSI3bIKE(aX).

1.

3ananue K cucreme opranuzaimoHHo- 1,2 2

OTKPBITOTO pacropsiIuTeIbHOM
THIA JOKYMEHTAIIUH OTHOCSITCS:

1. PacnopsiaurenbHbie
JOKYMEHTBI
2. Opranu3anuoHHbIe
JOKYMEHTBI
3. Cratuctuyeckue
JOKYMEHTBI
4.1l1aHOBBIE TOKYMEHTHI
5.YupenurenbHble JOKYMEHTBI
6.MH(POPMALIMOHHO-
CHPaBOYHBIC JOKYMEHTHI

YHuduimpoBaHHas  cucrtema 1 2
JOKYMEHTAIUH 3TO:

1.cuctema JIOKYMEHTAIUH,
CO3/1aHHAs o eIMHBIM
npaBWwiaM U TpeOOBaHUSM,
cogepkamias  uH(poOpMaIuIo,
HEOOXOTUMYIO TUIA
yIpaBJeHUs B ONPEAEICHHOMN
cdepe neITeTbHOCTY;

2. yHupuUUpoBaHHBIE  (HOPMBI
JIOKYMEHTOB,
CHCTeMaTH3HPOBAaHHbIC 1o
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(GYHKIMSM YOpaBICHUS;
3.COBOKYITHOCTh JIOKYMEHTOB,

YCTaHOBJICHHBIX B
COOTBECTCTBHUHA C peuracMbIMHA
3aJauamu;

4.COBOKYITHOCTh JJOKYMCHTOB,
CBSI3aHHAS €IMHOO0Pa3HBIMU
npaBujaMu 0OPMIICHHUS.

B03MOXHOCTh HCHOIBL30BaHUS
(hakcumuIIe Kak COOCTBEHHOM
MOJIMTHCH PETIIAMEHTHPYETCSI:
1. I'paxxnanckum KojgekcomPd
2. [IpaBunamu
JIETIOTIPOM3BO/ICTBA B
benepaabHBIX OpraHax
HCITOJIHUTEIIBHON BIaCTH
3.-T'OCT P 6.30-2003

Kakomy By 61aHKOB
COOTBETCTBYET JIaHHBII HAOOP
PEKBU3UTOB - ['0OCyapCTBEHHBIN
I'ep6 Poccuiickoii @enepanum,
I'ep6 CyOnexTa Poccuiickoit
®denepanun, smoOIEMa
OpraHu3aliy, TOBAPHBIN 3HAK
(3HaK oOcmyXMBaHUS), TaTa,
MECTO COCTABJICHHSI WU
W3/IaHVS:

1. 6nank nmucema

2. 001t OJ1aHK

3. 6J1aHK KOHKPETHOTO BUAA
JOKYMEHTa

[lepeuncnu
mporpamMm
nearora

OCHOBHBIC BUb]
y COouaJIbHOI'O

NupuBunyansHble.
I'pynmnossle.
KynsTypHO-
IPOCBETUTEIIBCKHE

Jwnarnocruueckue.
PaszBuBaromme n
KOPPEKILIMOHHBIE.

3amanue
3aKpPBITOTO

Kak BBl MOHUMAaeTe CYIIHOCTh
JIOKyMEHTO000poTa?

9TO CIOKHBIN
TEXHOJIOTHUSCKHH
polecc,
XapaKTEPU3YIOIIN
Hcs
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THIIa

PaznnunbiMu

napameTpamH,
CBS3aHHBIMU  C
nporeccaMu

JTIOKYMEHTUPOBAHUS U
CcO BceH
JCATCIIBHOCTBIO
OpraHu3aIuim.
Opranuzanys
JIOKyMEHTO000pOTa
YIOCTOBEPEHUIO U
OTIIPaBKEJOKYMEHTOB.

YT0 TaKOE TUIIOBOU TEKCT?

TuUIoBOM TEKCT — 3TO
CTEPEOTHUITHBIA TEKCT,
Ha OCHOBE KOTOpPOTO
MOXKET OBITh
IIOCTPOEH TEKCT
HOBOT'O ITUChMa.
Crpykrypa

¢bpassl B
TUIIU3UPOBAHH

OM IIUCbME
MPEACTABISAET

coboit

YCTONYMBBIN OTBET.

KaxoBbl OCHOBHBIE 331241
CITyOBbI 1eNTonpou3BoACTBA?

OcHOBHEBIE

co3gaHue
JIOKYMEHTOB, T.€.
¢ukcanmss uX  Ha
KaKOM-JIHOOHOCHUTEIIE
nepeava
JIOKYMEHTOB ISl WX
TIOCJICTYIOIIETO
WCIIOJTHCHUS WU
MPUHATHS PEIICHHMA
perucCTparus
JOKYMECHTOB  JUIS
OCYILIECTBIICHUS
KOHTPOJIST HaJuX
HCIIOJTHEHUEM
CHCTEMATH3AIUS U
XpaHCHHE
JIOKYMEHTOB,
OBICTPBIN TIOMCK
JOKYMEHTOB  TIO
HAJOOHOCTHU
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Kakue ¢enepasibHbie 3aKOHBI,
HOPMATUBHBIE AKTHI 110
peryiaupoBaHuio chepbl
JIeJI0NPOU3BO/ICTBA BaM
W3BECTHBI?

B chepe
JIEJIONPOU3BOJICTBA
u
JIOKyMEHTOO0OPOT
a MOTYyT
TPUMEHSITCS
CIIeAYIOIIHE
JOKYMEHTBI:

®3 Ne 125-d3 «O0
ApPXUBHOM JICJIC B
Poccuiickoit
Oenepanumny; O3 Ne
63-D3 «O06
3IEKTPOHHOU
roamcuy; O3 No
149-d3 «O6
nH(pOpMaInH,
UH(POPMAITMOHHBIX
TEXHOJIOTHSIXH O

3anmTe HHHOpMALUN»;

®3 Ne 98-D3 «O
KOMMEPUYECKON
taitHe»; O3 Ne 152-
®3 «O
NEePCOHAIIbHBIX
IaHHBIX»; P3 Ne59-
@3 «O nopsiake
paccMOTpeHHs
oOpartieHui
rpaxaaH
Poccuiickoit
®enepaunny; 'OCT
P 7.0.8-2013
«CHUBU/I.
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10. YkaxuTe mopsiiox Iopsimox
MPOXOXKICHHS BHYTPEHHUX HPOXO0XKICHHS OTHOTO
JIOKyMEHTOB. U3 BHYTPEHHUX
JOKYMEHTOB(TIpHUKa3a)
MOJXKET ObITh
CIIETYIOIIINM:
COCTaBJICHUE MPOCKTA
JOKyMEHTa

€r0 U3rOTOBJICHHE
BU3UPOBaHHE MPOCKTA
JOKyMEHTA
THIOJIITHCAHUE
perucTpanus
pa3sMHOXKEHHE
JI0CTaBKa TpHUKa3a
UCTIOTHUTEIISIM
KOHTPOIIb 32
VCIIOJTHCHUEM
HOIIIINBKA
UCIIOJTHEHHOT'O
JOKYMEHTA B JICJIO

Koo u naumenosanue nposepaemoii KomnemeHyuu
OIIK-1 ciocoGeH oCyIIeCTBIATh MPOPECCHOHANBHYIO JIESITEIHHOCTh B COOTBETCTBHH C

HOPMAaTHBHBIMUIIPABOBBIMU aKTaMu B chepe 00pa3oBaHus 1 HOPMaMHU MPO(PECCUOHATBHOM ATUKH.

1. 3aganue PexkBu3uT «BH3a» MOXKET 2
OTKPBITOTOTUTIA | BKIIFOYATh:

1.J10KHOCT BU3UPYIOUIETO, €ro
MOJIMHUCH, paciiupOBKY
(vHMLIKANBI ¥ (paMuTus) U AaTy
2.Iloamucek, pacuudpoBKy
(®.1.0), naty

3.J10KHOCTB, TOANUCH, ATy

4. JIOIKHOCTD, IIOJIITKCh,
pacmudpoBKy MOATUCH

(®.1N.0)

2

2. TexkceT TOKyMeHTa COCTABIISIOT 2
Ha rOCYAapCTBEHHOM SI3bIKE
Poccuiickoit @enepannu uiam Ha
rOCyJIapCTBEHHBIX S3BIKAX
cyonrekToB Poccuiickoit
denepaliiy B COOTBETCTBHUU C:
1.IlpaBunamu
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/a

Tun
3aIaHUs

DopMyIHpOBKa 3aJaHUS

[TpaBuIbHBIN
OTBET

Bpewms
BBITTOJTHEHUS
(B MuHyTaXx)

JIeTIOTIPOU3BOICTBA B
(dhenepanbHBIX OpraHax
WCTIOJTHUTEIbHOW BIIACTH
2.3aKOHOJIATEILCTBOM
Poccuiickoii denepannu u
cyowsekToB Poccuiickoit
depepanun

3.rC 1oy

B noxymenrax (npukas,
pacnopsiKeHHe U T.11.)
OpraHu3alui, 1eUCTBYIOIINX
Ha MPUHIINATIAX eTMHOHAYAIHS,
a Tak)Ke JOKYMEHTaXx,
aJPECOBAHHBIX PYKOBOJICTBY

opraHu3anuu, TCKCT U3J1araroT:

1.0T TpeThero auna
MHOKECTBEHHOT'O YHrcIa
2.0T TIEPBOTO JIAIA
CIANHCTBCHHOI'O UHCJIa
3.-0T TpeThero Juila
€AUHCTBEHHOI'O YHCa

B npakrtuke opopmieHus
JOKYMEHTOB 3aTr0JIOBOK
COCTaBJIACTCS K:

1. rekcty nro6oro
o(UIHaTBHOTO IOKYMEHTA

2. TEKCTYy JJOKYMEHTA,
MOATOTOBJICHHOTO Ha (hopmaTe
A4

3. TeKCTY TOKYMEHTA,
MOATOTOBJICHHOTO Ha (hopmaTe
AS

4. TEKCTY UCXOJISIIIINX
JIOKYMEHTOB, 00EMOM HE
6onee 5-7 CTpok.

[Iponomku onpenesieHue
ConuanbHoe 00ydeHue — 3T0. ..

LlenenanpaBieHHbIN porecc
nepesadyn COIMANbHBIX 3HAHUH W
(hopMHUpOBAHHS COLIMAJIbHBIX
YMEHHI u HaBBIKOB,
CIIOCOOCTBYIOIINX  COIMANIN3AINY
ITMYHOCTH.
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/a

Tun
3aIaHUs

DopMyIHpOBKa 3aJaHUS

[TpaBuIbHBIN
OTBET

Bpewms
BBITTOJTHEHUS
(B MuHyTaXx)

WHIMBUYaIbHO - KOJIMYECTBOM
YYaCTBYIOIIMX B COIJIaCOBAHUU
HMHCTaHIINI

3aganue
OTKPBITOTO
THIIA

Hazosure obuue u
crienMaIbHbIe PYHKITUH
JOKyMEHTa

JIoKyMEeHT  TonM(pyHKIHOHANICH
(MHOTO( YHKIIMOHAJIEH),T.€.
COIEPXHUT B cede pa3iInyHble
(GYHKLIMH, KOTOpBIE C TEYEHUEM
BpPEMEHHU MEHSIOT cBOE
JOMHUHHUPYIOIIEe 3HAYCHHE.
Beiaerstores

GbyHKIIH 00IIUE U CTeHATBHBIC.
OObuwe - 310 MHPOPMALMOHHAS,
colMajbHasi, KOMMYHHKaTHBHAas,
KyJIbTypHas;

CHelHalIbHbIC - YIpaBJIeHUYECKas,
IpaBoBasi, byHKIS
HUCTOPHYECKOTO UCTOYHHKA,

byHKIIUA ydeTa.

B ueM ocoOeHHOCTD S3bIKa U
CTHJIS CITY>KEOHBIX
JIOKYMEHTOB?

S3pIKk W cTWIb
JIOKYMEHTOB JOJKEH
COOTBETCTBOBAaTh  TPEOOBAHUSIM
JIEJIOBOTO CTUJISl, OCOOCHHOCTSAMU
KOTOPOTO SABJISIFOTCS:
IOpUINYECKast 0e3ynpeyHoCTb
(hOpMyIHPOBOK, HE
JIOITYCKarOIIast Ppa3IUYHbIX
TOJIKOBAaHUI U HESCHOCTEH
HEUTPaJIbHBIN TOH HU3JI0KCHHUS
JTAKOHUYHOCTb

CITy’K€OHBIX

KakoBbI pa3HOBUIHOCTH
CITY’K€OHBIX THCEM?

CnyxebHast mepenucka BKIIIOYaeT
MHOKECTBO BUJOB 1
Pa3HOBUAHOCTEN MTUCEM:
MUCHMa-TIPOCHOBI;
NHChMa-3aIpockl;
MHCHhMa-TIPETIOKEHYIS
COIPOBOJIUTENBHBIC TTHCHMA;
NHCHMAa-TIOATBEPIKIACHUS,
IIMChbMAa-U3BCIICHUA,
INMucCbMa-HalIOMUHaHUA,
nchbMa-peKIaMallny;
IMCbMa-IpUrJIalmcHus.

Kaxkue tpeGoBanmst
MPEIBSABISAIOTCS K
COCTaBJICHUIO U 0(OPMIICHHIO
JIOKJIAHBIX 3aIIHCOK?

JloxmamHas 3ammicKa MOXKET OBITh
coCTaBJieHa KakKk TII0 JIMYHOM
MHUIIMATHUBC JTOJIDKHOCTHOT'O
JUIA, COTPYAHUKA OpraHHU3aliu,

10
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Bpewms

No Tun [TpaBuIbHBIN
DopMyIHpOBKa 3aJaHUS BBITTOJTHEHUS
/a 3aIaHUs OTBET
(B MuHyTaXx)
TaK u 1o YKa3aHUIO
(MUCPMEHHOMY  WJIM  YCTHOMY)
PYKOBOJIATEITS.

I[lo copepkaHuro  JTOKIIAHBIC
3aMUCKU MOAPA3/ENAIOTCS Ha:
MHUIIMATHBHbIC
UH(pOpMAIMOHHBIE

OTYETHBIC

WNHunmaTuBHBIE TOKIIATHBIE
3aIUCKH COCTABIISIFOTCS C IEITBIO
noOyauTh  ajxpecata  MPHHSATH
OTIpeNIeJICHHOE PEIICHHE.
NudopmanvoHHble — C  LENbIO

npouH(pOPMUPOBATH
PYKOBOJCTBO 0 JeTasx,
METO/1ax, pe3yabTaTax

BBITIOJTHEHHSI UX TIOPYUYCHUIA.
OTt4yeTHbIE MAOKIAAHBIE 3aHUCKH
cojiepKat nH(pOpMaIHIo 0
BBITIOJTHCHHOH padore.

B 3aBucumoctn OT anpecara
NOKJIAIHbIE 3alHUCKH  JIETSATCS
Ha BHYTPCHHHE U BHEITHHE.
BHyTpeHHUE JOKIIaTHBIC 3aITHCKU

HaIpaBJIsAIOTCS PYKOBOJCTBY
OpraHHu3aluu. ABTOpaMu
BHYTPEHHHUX JIOKJIAJHBIX 3alIMCOK
SIBIITFOTCSI paboTHUKH
Opra’Hu3aluu. JloknagHbIe

3aMHMCKU COCTAaBJISIOTCS Ha JIMUCTE
OyMaru oT pyKH WIH IeyaTaroTcs.

[IpaBuna ux oopmiIeHUS
(pacmonoxkenue u odopMIICHHE
PEKBU3UTOB) JTOJKHBI

COOTBETCTBOBaTh  TPEOOBAHUSIM
I'OCT P 6.30-2003.

B 3anucke yka3biBaeTcs:

- HAMMEHOBAaHHME CTPYKTYpPHOTO
nojpasielieHus, Tae paboTaer
aBTOP JOKJIATHOW 3aIUCKU

- HOUMCHOBAHHUEC B 1A I[OKYMGHTa

- J1aTa COCTaBJICHUS

- PETrUCTpPalMOHHBIA  MHIEKC
(ecmm JIOKJIaHbIE 3aIMMCKHU
PETUCTPUPYIOTCSI KaK BHYTPEHHUE
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. Bpewms
Ne Tun [IpaBuibHbII p
DopMyIMpOBKa 3aaHUs BBIIIOJHEHUS
/i | 3aJaHus OTBET
(B MHHYTaXx)
JIOKYMEHTBI)
- 3ar0JI0BOK
- aapecar
- TEKCT
- IOATHCH
BnyrpenHioro JNOKJIaHYIO

3alHCKY IMOAMMUCHIBACT €€ aBTOP.
Bueninue JOKJIaJHBIC 3aIllMCKHU
HAMpaBJIAIOTCA B BBIHICCTOAIINEC

OpraHHU3aLuu.
OHu odopmisitoTCs Ha 00LIEM
OnaHke OpraHu3alu,
HOANUCHIBAKOTCSA ee
PYKOBOIUTEIIEM. ITomumo

PEKBH3UTOB 00IIero OliaHka Ha
BHEIIHUX JIOKJAQJHBIX 3alUCKax
YKa3bIBAlOT PEKBU3UTHI: alipecar,

UCTIOJTHUTEIb.
10 [lepeuncnure pyHkuun 3anaun obecrieueHus )
ciyx0b1 I0Y JOKYMEHTHUPOBaHUS

YVIOPABICHUYECKON  JI€ATEIIbHOCTH
MOTYT OBITh PEIICHBI C MTOMOIIBIO

BBITIOJTHCHHS CIIEAYIOIITIX
byHKIMI:

pa3paboTka U TMPOEKTUPOBAHUE
OJIaHKOB, obecrieueHus X
U3TOTOBJICHHS

obecrieueHue HM3rOTOBJIEHHS
JOKYMCHTOB,  KOIUPOBaHUS |
TUPAXKUPOBAHUS

KOHTPOJIb Ka4eCTBa MOATOTOBKH U
oopmneHus JOKYMEHTOB,
coOJroieHue YCTaHOBJICHHOMN

OpOLIEAYypPhl  COIVIACOBAHUSA U
YIOCTOBEPEHUE TOKYMEHTOB

[TonHBIN KOMITJIEKT OIIEHOYHBIX MaTEepHaOB MO JUCHUILIHHE (MOAYI0) ((DOHI OICHOYHBIX
CPE/ICTB) XpaHUTCA B HJIEKTPOHHOM BHAE Ha Kadeape, yTBepxkIamomeil padbodyro
IPOrpaMMYIMCHUIUIMHBI (MO1lyJis), U B LleHTpe MOHUTOpHHTa U ay/IuTa KauecTBa O0yYEeHMUS.

7.4. MeToauvecKkue MaTepuaJbl, onpeae/silolie MPoueaypbl OlleHNBAHUS Pe3yJIbTATOB
00y4eHHUs MO AUCHUILUIHHE (MOYJII0)

Taoauna 10 — TexHonoruyeckasi Kapra peiiTHHIOBBIX 0QJIJIOB 10 JMCUMILINHE(MOLYJII0)
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Ne KonuyectBo MakcumaibHoe Cpok
Kourposmpyembie .
n/n MeponpusiTuii/
MEepOnpUATHS oasubr! KOJINYeCTBO NpeaoCcTABIEHUSI
0ajL10B?
OcHoBHO¥ 010K
1. BelicTyruienus Ha ceMuHape:
1.1. | moMHBINA OTBET MO BONPOCY 1-56anna 20
10 PACIIUCAHHIO

1.2. | nomonHeHue 1 6amn 5
2. BrImotHeHIE TPAKTHYECKHUX 1-5 6anna3za

sanad pabory 10 TI0 PACIIUCAHHIO
3. Kontponbnas pabota 1 - 5 Gannos 5 10 PaCITUCaHUIO
Bcero 40
4. Baok 6onycon
4.1. | Ilocerenue 3aHATUI +2
4.2. | AKTUBHOCTH CTYJCHTA Ha +3

3aHATUU 10 10 PaCIIUCAHUIO
4.3. | OtcyrcTBHE POITYCKOB +5

3aHSATHMN

Tadauna 11 — Cucrema mrpadoB (17151 OTHOT0 3aHATHS)

ITokasatens bann
Ono3soanue Ha 3auamue -2
Hapywenue yuebnoti oucyuniumoi -2
Hecomosnocmw x 3ansamuio -2
Ilponyck 3anamusi 6e3 ysaxcumenbHol NPUYUHbL -2

Tabauua 12 — Illkana nepeBoga PpeHTHHIOBBIX 0a/VIOB B HMTOTOBYH) OLEHKY

Mo JUCUMILIMHE (MOTYJII0)

3a ceMecTp

Cymma 6aiioB

OreHka 1o 4-0ayuIbHOM HIKane

90-100 5 (oTIM4HO)

85-89

75-84 4 (xopo1wo)

70-74

65-69 3(

60—64 YJOBJIETBOPUTEINIEHO)
Huxe 60 2 (HEeyIOBJIETBOPUTEIILHO)

HpI/I pcamm3anun  JUCHUIIIAHBI (MO,ZLYJ'ISI) B 3aBUCHUMOCTH OT YpPOBHA MHNOATOTOBJICHHOCTH
06yqafom1/1xcs[ MOT'YT OBITE HCIOJIL30BAHBI WHBIE (1)OpMI>I, MCTOABI KOHTPOJII W OLCHOYHLIC
CpeacTBa, UCXOOs U3 KOHerTHOﬁ CUTyalluu.

8. YUEBHO-METOJMYECKOE N HWH®OPMAIIMOHHOE OBECIEYEHHUE

JTUCLATLIUHBI

8.1 OcHoBHasi 1uTeparTypa:

1. H.H. lysanoma, A.IO. MBanoBa OCHOBBI JEJIOMPOU3BOJICTBA M S3BIK CIY>KEOHOTO
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JIOKyMEeHTa: yuyeOHo-npakTHueckoe nocobue. - PoctoB H//l: denukc, 2007. - 396¢c. - (Bricuee
o0Opa3zoBaHue).

2. Tlommaceni W.II., IMemaroruka: 100 BompocoB - 100 orBetoB / WM.II. Tlomnacerid. - M. :
BJIAZIOC, 2006. - 365 c. - ISBN 5-305-00038-6 - Tekcrt : anexkrponHsliit // OBC "KoHcynbTanT
cryaenra : [cait]. - URL : http://www.studentlibrary.ru/book/ISBN5305000386.html

8.2 nomoiHUTEJBLHAs JUTEepaTypa:

1. Tyrrapu P.Jl. JlokyMeHTHpOBaHHUE yrpaBlIeHUECKOM nesreabHocTd.  M.: MHppa - M.
2005.

2. CrentokoB  M.B. O0pa3iibl JOKYMEHTOB I10 JieJ0npou3BoacTBy, M.: IIpnop.2005,
3. Casunos A.H., 3apem60 T.®. Opranuzamnus paboThI OpraHOB COITUAITEHOM

3amuThl. YueOHoe nocodue. - M.: Mactepctro. 2005.
4. Tpynosoii kogekc P®.

8.3.nTepHeT-pecypchl, HEOOX0AUMBbIE 1JISI OCBOCHH S IMCHUILIHHBI (MOILYJIf)
- DnektpoHHO-OmbOnuoreunas cucremMa (OBC) OOO «llomutexpecype» «KoHCyabTaHT
cTymeHTa». WWWw.studentlibrary.ru.

9. MATEPUAJIBHO-TEXHUYECKOE OBECIHEYEHHUE JUCHUIIJINHbI

JlekumoHHas ayAuTOpuUs C MYJIbTHUMEIHMA pecypcaMH JUJIsl IOKa3a BHJIEO-KOHTEHTa U
IIPE3EHTALMM, 31 OTKPBITOro AocTyna k cetu Mureprer, I1K.
Aynuropusi I CEMUHAapCKUX 3aHSATUN C MyJbTUMEIUa pecypcaMu Ui IOKa3a BHUJCO-KOHTEHTAa U
NIPe3eHTaI, OpraHu3ali KOMaHIHOW pabOThI CO CTYIEHTaMHU.
Pabouas nmporpaMMa JUCHUIUIMHBI IPU HEOOXOIUMOCTH MOXKET OBITh aAaNTHPOBaHa /sl 00yueHus (B
TOM 4YHCI€ C TPUMEHEHHEM JAMCTAaHIIMOHHBIX OOpa30BaTENbHBIX TEXHOJOTHH) JHIl ¢ OTrpaHUYEHHBIMHU
BO3MOXXHOCTSIMU 3710POBbs, MHBaJIUAOB. [[ns sToro Tpelyercs 3asBiieHHE OOYYalOUIMXCS, SIBISIFOIIMXCS
JUI[AMHU C OTPAaHMUYEHHBIMHA BO3MOXHOCTSIMU 3/I0pOBBS, MHBAIMIAMHU, WIM UX 3aKOHHBIX IPEICTAaBUTENEH U
PEKOMEHAAIMN TICUXOJIOrO-MEeIUKO-TIearorndeckol komuccuu. Jljis WHBaIMIOB cojepkaHue paboueit
IIPOrpaMMbl JUCLMILIMHBI MOXET OIPENEIATHCS TaKKE B COOTBETCTBUU C MHIUBUAYAJIBHON IPOrpaMMOM
peadbunuTany UHBaIUAA (IPU HATMYUH).

10. OCOBEHHOCTHU PEAJIM3ALUN JUCHUIIJIMHBI TP OBYYEHUU UHBAJIMAOB 1
JIML C O'PAHUYEHHBIMH BO3MOXHOCTAMMU 31OPOBbs

Pabovast mporpaMMa JUCHUTUIMHBI IPH HEOOXOAUMOCTH MOXKET OBITh aJlaTHPOBaHa i 00ydeHus (B
TOM 4YHUCJIE€ C NPUMEHEHHEM JHMCTaHIMOHHBIX OOpa30BaTENbHBIX TEXHOJOTHI) JUI C OrpaHUYEHHBIMU
BO3MOXHOCTSIMH 3JI0pOBbsI, MHBaIUAOB. [l 3TOoro tpedOyercst 3asBICHHE OOYYAIOIIUXCS, SIBISIOLIMXCS
JMLIAaMU C OTPAaHUYEHHBIMU BO3MOKHOCTSIMHU 3[J0POBbsl, HHBAINWJAMM, WIM UX 3aKOHHBIX MpPEICTaBUTENEH U
PEKOMEHJAIMK TICHXOJIOT0-MEINKO-TIeAArOTMUECKO Komuccuu. [lpu oOydeHWH IHIl ¢ OrpaHUYEeHHBIMHU
BO3MOXKHOCTSIMM 3JI0POBbsI YUUTBIBAIOTCS MX MHIUBUAyaJbHBIENICMXO(U3NUeckue ocobeHHoctu. OO0yueHue
WHBAJIUIOB OCYIIECTBISIETCSI TakK)Ke B COOTBETCTBUU C WHAMBHIYAJIbHOH IPOrpaMMON peadIUTaluu
uHBaNHa (IpY HATUYHH).

JUig nui ¢ HapylmIeHHEeM CilyXa BO3MOJKHO NpeIoCTaBlieHHWEe y4yeOHON HMH(OpMaluu B BHU3YyalbHON
dopme (KpaTKuil KOHCIEKT JEKIMH; TEKCThl 3aJaHui, HaledyaTaHHblEe YBEJIMYEHHbIM IIpUdTOM), Ha
AyQUTOPHBIX 3aHATUSAX JIOMYCKAeTCsS TMPHCYTCTBUE ACCHCTEHTa, a TakXKe CYpJONEepPEeBOAUYMKOB U
TUGIIOCYPIOTIEPEBOAUNKOB. TeKyIMii KOHTPOJIb YCIIEBAEMOCTH OCYIIECTBISIETCS B HMUCbMEHHOW (opme:
00yJaromuicsl TICBMEHHO OTBEYAaeT Ha BOIPOCHI, TMHCHMEHHO BBIMTOJHSET MpaKTHYeCKue 3amaHusi. JJoxman
(pedepat) Taxke MOXKET OBITh MPEJCTABICH B MUCBMEHHOH (opMme, MpU 3TOM TpeOOBaHMUSA K COAEPKAHHIO
OCTAIOTCS TEeMH K€, a TpPeOOBaHMS K KauyeCTBY H3JIOKEHHUs MaTepuana (TIOHSATHOCTh, KadeCTBO pEYH,
B3aMMOJICHCTBHE C ayJUTOPUEH M T. J1.) 3aMEHSIOTCS Ha COOTBETCTBYIOIME TPEOOBAHMUS, MPEIBIBIIEMbIE K
NUCHMEHHBIM paboTaM (KadecTBO OQOPMIICHHS TEKCTa W CIHCKa JIMTEPaTypbl, TPAaMOTHOCTh, HAIH4HE
WITIOCTPAIIMOHHBIX MaTepuaioB U T. 1.). IIpoMexyTouHast aTTectanus Ui JIMI C HapyUICHUSMHU CIyXa
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NPOBOAMTCA B MHUCBMEHHOM ¢opMe, NMpPU STOM HCHONB3YIOTCS oOlme KpuTepuu oueHuBaHus. [Ipu
HEO0OXOIUMOCTH BPEMSI IIOJTOTOBKHU K OTBETY MOXKET OBITh YBEJIIMYECHO.

JUnst U1 ¢ HapyIICHHEM 3PEHHUs OMyCKaeTcs ayAualbHOE MPEOCTaBICHUE WHPOPMALIMHU, a TaKxKe
UCTIOJIb30BAHUE HA ayJUTOPHBIX 3aHATHSIX 3BYKO3AIHCHIBAIOIIUX YCTPOMCTB (IUKTOGOHOB W T. I.).
JomyckaeTcsi TPHUCYTCTBUE Ha 3aHATHUSAX AaCCUCTEHTa (TMOMOIIHUKA), OKAa3bIBAIOIIETO OOYYarOIIMMCS
HEOOXOIUMYIO0 TEXHHUUECKYIO MOMOIIh. TeKyIuii KOHTPOIIb YCIIEBAEMOCTH OCYIIECTBISIETCS B yCTHOU (opme.
HpI/I MMPOBCACHUUN HpOMG)KyTO‘-IHOfI aTTeCTaluu OJid JIUI ¢ HAPYHNICHUCM 3PCHUA TCCTHUPOBAHUC MOKET OBITH
3aMEHEHO Ha YCTHOE co0eceI0BaHKe TI0 BOIIPOCAM.

HJ'ISI Jan, ¢ OrpaHM4YC€HHBIMH  BO3MOXKHOCTAMH  3J0pPOBbBs, HMMCIOINIUMX HAPYIICHHUA OIIOPHO-
JIBUTATENLHOTO amrmapaTta, Ha ayAUTOPHBIX 3aHATUSAX, a TaKKe MpPU MPOBEACHUU MPOLEAYpP TEKYILIEro
KOHTPOJIA YCIICBACMOCTH U HpOMC)KYTOLIHOI\/’I arreécTauu MOTr'yT OBITH MpEa0CTABIICHBL H€O6XO}II/IMBI€
TEXHUYECKHE cpelacTBa (MEpCOHANBHBIM KOMIIBIOTEpP, HOYTOYK WJIM JPYrod TaJKeT); IOMyCKaeTcs
MPUCYTCTBHE ACCHCTEHTAa (ACCHCTEHTOB), OKAa3bIBAIOMIETO OOYYArONIUMCA HEOOXOAMMYI0 TEXHUYECKYIO
noMoIb (3aHATh pabodee MECTO, MEePEABUTaThCA MO AyTUTOPHH, MPOUYUTATh 3alaHue, oQOpPMUTH OTBET,
o01aThes ¢ MpemnojaBaTesieM).
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