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HEJIN U 3AJAYHN OCBOEHUM A JUCHUITIMHBI

1.1. HeasiMu ocBOeHHMS TUCHUIIHHBI «/lOKyMeHTOBedeHHEe B PadoTe NMCUXO0J0Ta M CONUATBLHOTO
neaarora» SiBJSIIOTCS TPUOOPECTH yYMEHHS OPraHU30BaTh M JOKYMEHTAIbHO O(QOPMHUTH CBOIO
poeCCHOHANBHYIO JEATEILHOCTh Ha JIOOOM paboueM MecTe (B YUYPEKICHHSIX COIUATBHOM
3aIIUThl HACEICHHUS, 3/IPABOOXPAHEHUS], HAPOTHOTO 0OpA30BaHUS U JIp.).

1.2. 3agayu ocBOeHUs THCUUILINHBI:
c(hopMHPOBATH Y CTYJICHTOB MIEPBUYHBIC 3HAHUS 00 OCHOBAX JEJIONPOU3BOICTBA U JJOKYMEHTOO000pOTa
B 00pa30BaTENIbHBIX, COLMAIBHBIX YUPEIKICHUAX, PA3BUTh HABBIKA PA0OTHI C OCHOBHBIMH BHIAMH
JIOKYMEHTOB B JIESITEILHOCTH PAaOOTHUKOB COIMAILHO-TIEIaTrOTMYECKON CEpHl.

2. MECTO JUCIIMIIJIMHBIB CTPYKTYPE OIIOII

2.1. YyeOHas qucuuninHa «/lokyMeHTOBeeHHe B padoTe ICHX0JIOra M COLHAIBHOIO IeJarora»
OTHOCUTCA K 4acTu, (opMupyemoit ydacTHHUKamu oOpas3oBarenbHblx oTHomeHuidt (b1.71.04.01)
MporpaMMbl TIOJIFTOTOBKK 0OakKajlaBpOB OYHOTO OTAeNeHus 1o HampaieHuto 44.03.02 Ilcuxomoro-
negarorunyeckoe oopazosanue. [Ipoduinp «Ilcuxonorus u counanbHas MeJaroruKa.

2.2. Jlnst u3ydyeHHusl TaHHOW y4eOHOH TMCUMILUIMHBI HEOOXOMUMBI CJeayIolHe 3HAHWUS, YMEHUS H
HABBbIKH, (pOpMUPYyeMble MpeIIecTBY IOIMMHU TUCHUIIIMHAMU .

—  Coyuanvhas nedazocuka

3HaHuAa:
- HOpMaTI/IBHI)Ie )IOKYMGHTI)I, pernaMeHTpr}omHe COCTaBJICHUC U O(i)OpMJ'ICHI/Ie )IOKYMGHTOB, u
MOPSIOK pabOTHI C HUMHU.

YMmenus:

- TI0JIb30BAThCS M3YUYCHHBIMU CTaHAAPTU3UPOBAHHBIMUA TEPMHUHAMU;

- HpI/IMeHSITB Ha HpaKTI/IKe FOCy,IlapCTBeHHI)Ie CTaHZIapTI)I, I[pyrne HOpMaTI/IBHI)IG U MCTOAUYCCKUEC
JOKYMEHTBI, PETrJIaMEHTUPYIONINE OPTraHu3alfi0 JOKYMEHTAIIHOHHOTO OOECMEeYeHHs TCHXOJIOTO-
HGJI&FOFH‘ICCKOﬁ JCSATCIIBHOCTH.

HaBbiku:

- HaBbIKaMH HUCITIOJIB30BAHUA HpaBI/IJI COCTAaBJICHHUA nu OCI)OpMJICHI/IH OpFaHI/I3aHI/IOHHO'
pacCHOpSANTENBHBIX JOKYMEHTOB, BXOJAIIMX B YHH(PHUIMPOBAHHYIO CHCTEMY OpTaHU3AIMOHHO-
paCHOpﬂJII/ITGJ'H)HBIX )IOKyMeHTOB B COLMAJIBHBIX cny>1<6ax, y‘Ipe)K)ICHI/ISIX 158 OpFaHI/ISaHI/ISIX COHHaHLHOfI
3aIUTHl HACEJICHUS, 00Pa30BAHMS, 3IPABOOXPAHEHHUSI.

2.3. locaenywuue y4edoHbie TMCHUNIHHBI, 1151 KOTOPHIX HEO0X0AMMbI 3HAHUSI, yMEHHUS M HABBIKH,
(¢opmupyemMbie JAHHOH Y4eOHOI M CUUIIIUHOMN:

—  Coyuanvro-nedazocuieckas 0esimeIbHOCMb U COBPEMEHHAs. CUCmeMa 00pa308anus
—  Memoovl u mexHono2uu CoyuaIbHO-NEOA202ULECKOU 0esmeibHOCU 6 00WeobpPaA306amMeIbHbIX
VupescoeHusx

3. IIIAHUPYEMBIE PE3YJIbTATBI OBYUYEHUS 1O JUCIHUIIJIMHE (MOAYJIIO)



[Iporiecc wW3y4eHHs MUCHUIUIMHBI HAMpaBICH Ha (QOPMUPOBAHUE DIIEMEHTOB CIICIYIOIINX
komnereHnuii B cootBerctBUU ¢ ®I'OC BO u OIIOII BO no manHoOMy HampaBi€HHIO MOJATOTOBKU
(crienuaIbHOCTH):

a) yauBepcanbHbIX (YK): YK-4 CriocoOeH oCylecTBISITh IEIOBYI0O KOMMYHHUKAITUIO B YCTHOH U
nUChMEHHOW (opmax Ha TocymapcTBeHHOM si3blke Poccuiickoit ®emepanwu M WHOCTPaAaHHOM(BIX)
sI3bIKE(aX)

6) obmenpodeccuonanpupix (OIIK): OIIK-1 CnocobeH ocymecTBIATh MPOpecCHOHAIBHYIO
JEeSATENbHOCTh B COOTBETCTBUU C HOPMAaTUBHBIMU MPABOBBIMHU aKTaMH B cepe 0Opa3oBaHUs U HOPMAMHU
pohecCHOHALHOM ATUKU

Taoanna 1

JexomMmno3unus pe3yJibTaTOB 00y4eHusI

[nanupyemble pe3ynbTaThl 00Y4YeHUs 10 IUCIUIUINHE

I;;)IfMI/LHOBaHHe 3Hatb (1) YmeTsb (2) Biazets (3)
KOMIIETEHIIU U
VYK-4 Criocoben NYK-4.1. 3naer: NYK-4.2. Ymeer: NYK-4.3. Bnaneer:
OCYILIECTBIISATh OCHOBBI YCTHOM aJlalTUPOBATH PEYb, HOpPMaMH U ITpaBUJIaMH1
JIETTIOBYIO JICIIOBOM CTHJIb OOIICHUS U JIEIIOBOT'0 OOIICHUS B
KOMMYHHKAIHIO B KOMMYHHKAILIUH U SI3BIKJKECTOB K YCTHOW U MHCbMEHHOU
YCTHOM 1 JIeJIOBOM MEPEMUCKHU CUTYaLUsIM J€JI0BOro | opmax

MUCBMEHHOU hopMax
Ha TOCYJIapCTBEHHOM
a3bike Poccuiickon
®denepaunu U
UHOCTPaHHOM(BIX )
sI3bIKe(axX)

Ha FOCY/IapCTBEHHOM
si3pIke PD u
MHOCTPAHHOM SI3bIKE
C y4eToM
0COOCHHOCTEH
CTHJIMCTHKHA
OoUIMABHBIX U
HEO(PHUIHATTEHBIX
IMHCEM U
COLIMOKYJTHTYPHBIX
paznuuuii B popmate
KOPPECTIOH/ICHIINH;

B3aUMOJCHCTBUS, B
TOM 4YHCIIE, B
MyOTUYHBIX
BBICTYTUICHHSX;
BBITIOJIHSITH TIEPEBO/T
pOoeCCHOHATEHBIX
JIE€JIOBBIX TEKCTOB C
WHOCTPAHHOTO SI3bIKa
Ha rOCYAapCTBEHHBIN
s13bIK PO 1 ¢
roCy/1apCTBEHHOTO
a3pika PO Ha
MHOCTPAaHHBIH;




OIIK-1 Cnocoben
OCYIIECTBIIATh
npodeccHoHaIbHYIO
JEATEIHLHOCTD B
COOTBETCTBUHU C
HOpMaTI/IBHI)IMI/I

NOIIK-1.1. 3naer: -
MIPUOPUTETHBIC
HaTpaBJICHUS
pPa3BUTHSA
o0pa3oBaTebHOM

NOIIK 1.2. Ymeer: -
MIPUMEHSITh
HOPMATHBHO-
MIPaBOBbBIC aKTHI B
chepe oOpazoBaHMs U

HOIIK 1.3. Bnazeer: -
TOTOBHOCTBIO
c00JIF01aTh TTPaBOBBIC U
STHYECKHE HOPMEI B
YCIIOBUSIX PEANbHBIX

cucteMbl POCCUICKON | HOPMBI neaaroru4yecKux
HpaBOBLéMH aKTaMH B | e eparuu, 3aKOHOB | MPO(eCCHOHANBHOIM CUTYaLUIA; -
chepe obpa3oBaHUS U
¢bep p A UHBIX ITUKHU TOTOBHOCTBIO
HOpMaMu
. HOPMAaTUBHBIX OCYIIECTBIISATD
npodeccuoHaNbHO U
S THKH MIPaBOBBIX AKTOB, npodecCUOHATBEHYIO
pErIaMeHTHP YIOLTIX NeITeTbHOCTD B
00pa3oBaTeNbHYIO COOTBETCTBHH C
NeATEIbHOCTD B TpeOOBaHUSIMU
Poccuiickoit benepanbHBIX
®denepannu, rOCy/IapCTBEHHBIX
HOPMATUBHBIX 00pa3oBaTeNbHBIX
JIOKYMEHTOB TIO CTaHJapTOB
BOIPOCaM 00y4YeHUs JIOIIKOJIBHOTO,

Y BOCIIMTaHUS JieTel
Y MOJIOJICHKH,
(denepanbHbIX
rOCY/IapCTBEHHBIX
00pa3oBaTeNbHBIX
CTaH/IapTOB
JIOIIKOJIBHOTO,
Ha4aJIbHOTO OOIIETO,
OCHOBHOI'O OOIIIETO,
CpeIHero ooIero
o0Opa3oBaHus,
3aKOHOJIATEILCTBA O
npaBax peOeHKa,
TPYZIOBOTO
3aKOHOJATENbCTBA; -
KOHBEHIIUIO O MpaBax
pebeHka.

HaYaJILHOr0 OOIIETO,
OCHOBHOTI'O OOIIETO,
CpeHero o0IIero
o0Opa3oBaHUs

4. CTPYKTYPA U COAEPKAHUE JUCIIMIIJINHBI

OO0beM IUCHMIUIMHBI B 3aY€THBIX €JUHMIAX (2 3aYeTHble eJWHMIbI) C YKa3aHHEM KOJIMYeCcTBa
AKaICMUYCCKUX WM aCTPOHOMHUYCCKUX YaCOB, BBIACIICHHBIX HAa KOHTAKTHYIO pa60Ty 06yan0H1chs1 C
npernojiaBateneM (1Mo BHJAM Yy4eOHBIX 3aHATHI) M HAa CaMOCTOSITEIbHYIO paboTy o0O0ydaroumxcs
cocTaBiser: 72 4.

W3 HUX: NTEKIMOHHBIX — 9 yacoB, MpakTUYECKUX — 9 yaca, caMocT. pabora — 54 yaca. Mtorossiit
KOHTPOJIb: 8 CEMECTp — 3auer.

Tab6auua 2
CTpyKTypa M coaepkaHue TUCHUTNIHHBI



KoHnTakTHas . Dopwis! TeKymero
& KOHTPOJISI  YCIIEBAaeMOCTH (10
Ne HaumenoBanue g| padora S £ | neoenm cemecmpa) Gopma
3 o
1/ panena (Tembl) % (B vacax) ;5 § MIPOMEKYTOYHON
@) 6‘ aTTecTaluu (no
1 1m | ! cemecmpam)
P

1 Beenenue. 8 1 1 5 | CamocTtosTenpHas paboTa
[Tonsitue 0 YcTHBIN onpoc
JIETIOTIPOU3BOICTBE

2 HopmartuHo- 8 1 1 5 | YcrHsii ompoc
METOUYECKas. CamocrositenbHast paboTa
basa,
pErIaMeHTHPYIO
mas  paboty ¢
JTOKYMEHTaMH B
COBPEMEHHBIX
YCIIOBHSIX

3 PexBusutel. CoctaB | 8 1 1 5 | CamocTosTenbHas paboTa,

u YcTHBIN onpoc
otopmiieHHE
PEKBU3UTOB
OpraHu3aIMOHHO
paciopsAUTEIbHOU
JIOKYMEHTALU K.

4 bnanku 8 1 1 5 | CamocTtosTenpHas paboTa

JIOKYMEHTOB. YCTHBIN OIpoc, Keic-
CUTYaIH

5 IToustue 06 OP/I, 8 1 1 5 | CamocrosTenbHas
COCTaB U CXEMBbI pabota
pacnoIoKeHus KonTponbhas paborta 1
PEKBU3UTOB.

6 Odopmnenune 8 1 1 5 | CamocrosTensHas padboTa
PEKBHU3UTOB YCTHBIN OlIpoc, KeHc-
OpraHu3aIMOHHO CUTYaINH
pacropsANTETbHBIX
JIOKYMEHTOB

7 Ocobennoctu 8 1 1 5 | CamocrosTensHas paborta
JIEJIONTPOU3BOJICT Ba YcTHBINM onpoc, Keic-

1o CUTYaIlH
oOpaIeHusIM
rpaxiaH.




8 Koundunenmuans 8 1 1 7 | CamocrosTenbHas
HOE pabota, Y CTHBIN OIpoc
JIETIOTIPOU3BOJICT
BO.

9 CocTaBiienue U 8 1 1 7 | CamocTosTeIbHAsS paboTa
odopmiIeHHE YcTHbI# onpoc, keic-
JOKYMEHTAIUH 10 CUTYyalluu

JTUYHOMY
COCTaBYy

10 | Texnonorus 8 1 1 5 | KontposnbHas pabora 2
paboThI c 3auer
JOKYMEHTaMHU

HUTOI'O 9 9 54

Taoauna 3

Marpuua cooTHeCeHUs TeM/pa3/iesioB
y4eOHO! AuCHMIITHHBI/MOAYJIsi M (JOPMHUPYEMbIX B HUX KOMIIeTeH I

Temsbl, pa3aensl
JTUCITUTUTHHEI

Komn-Bo
4acoB

Komre
TCHIIA

n

YK-4

OIIK-1

)
o01ee
KOJIMYECTBO

KOMITIETEHITN

BBenenue.
Tlonsartue

ACTIONPOU3BOACTBE

2

HopmatusHo-
METOANYECKAsL.

baza,
peraMeHTUpYyoIas
paboty c
JOKYMEHTaMU
COBPEMEHHBIX
YCIIOBHAX

PexBusutel. CoctaB
u odopmiieHHne
PEKBU3UTOB
OpraHU3aI[MOHHO-
pacnopsIuTENTbHON
JOKYMEHTALUH.

brmanku
JIOKYMEHTOB.

[Toustne  060OP/I,
COCTaB )41 CXEMBbI

PpacCIIOJIOKEHUS
PEKBU3HUTOB.

Odopmiienue
PEKBU3UTOB
OpraHHU3aIHOHHO-




pacopsANTEIbHBIX
JIOKYMEHTOB

OcobenHoctu
JIeTIONPOU3BO/ICTBA
1o oOpaleHusIM

rpaKaaH.

Kondunenmumansaoe
JIEJIOTIPOU3BOICTBO.

Cocranenue
othopmiieHHE
JOKYMEHTALIUH
JUYHOMY COCTaBY

110

TexHomorust paboTs
C IOKyMEHTaMu




Hmoeo 72

KpaTtkoe conepxxanune Ka:xxa0i TeMbl JUCHUILINHBI

Tema 1. BBenenue. [lonsiTue 0 1es10nponu3BoACTBE

[TonsiTHe 0 Aenonpon3BOACTBE. 3ajauul AeNONPOU3BOACTBA. JIOKyMEHT, ero cBOWCTBa U
GbyHKIMN.

O0111e HOpMBI U TipaBuIiIa 0(OPMIICHUS JOKYMEHTOB.

Cucrema kaaccupUKauy T0KyMEHTOB:

- I10 IPOUCXOXKJICHUIO;

- Ha3HAUCHMIO;

- MECTy COCTaBJICHUS;

- KOJIMYECTBY OTPAKCHHBIX BOIIPOCOB,

- CpOKaM UCIOJHEHUS U XpaHEHHUS;

- CTCIICHHU IIOJJIMHHOCTH,

- TCXHHUKHU CO3OaHMUs.

Tema 2. HopmaTtuBHo-MeToaumueckasi. ba3a, periamenTupyomas padory c¢
AOKYMEHTAMHU BCOBPEMEHHBIX yCJIOBUSAX

Knaccuduxanuus nokymeHTanum:

OpranuzallMiOHHOW:  ycTaB, IMIOJIOKEHHE, TMpaBWia, JOJDKHOCTHAS  WHCTPYKIIHS,
PacniopsutenbHOM: pHUKa3, paclops’KeHUE, PEeLeHUE, yKazaHue, ocTaHoBjieHue; CripaBoyHO-
nH(GOPMAIIMOHHOW: MHCHMO, aKT, MPOTOKOJ, CIpaBka TeinerpaMma, teiedoHorpamma, (akc,
JOKJIa/THast ¥ CTy)KeOHast 3aIMCKU U T.JI.;

JlokyMeHTanusi ~ JIUYHOTO  XapakTepa:  pe3loMme,  3asBlIeHUE,  aBToOuorpadus,
XapaKTEepUCTHKA, IOBEPEHHOCTb, paclucKa U T.J1.

Tema 3. PexBusurbl. CocraB m odopmileHHe PEKBH3MTOB OPraHH3alMOHHO-
pacnopsiAMTeIbHON TOKYMEHTAIluH.

PexkBU3UTHI ~ ynpaBJICHYECKHMX  JOKYMEHTOB: TMEpedYeHb, NpaBwia  o(pOpMIICHUS,
pacnonoxenus. [IpaBuna cocraBinenus U opoOpMIICHUS OpraHU3aLUOHHBIX, PACTIOPAIUTEIbHBIX,
MH(POPMAIIMOHHO-CIIPABOYHBIX IOKYMEHTOB, JOKYMEHTOB JIMYHOTO XapaKTepa.

Tema 4. BiiaHKH JOKYMEHTOB.

bnanku OPJI. Bunpl O6maHkoB: oOmuii OjaHK, OJaHK MUCHbMa, OJIAHK KOHKPETHOTO BHAA
nokyMmeHTa. Pa3paboTka ocoboro OiiaHka /il MECEeM. bIaHKM KOHKPETHOT'O BUA JIOKYMCHTOB
(mpuKa3oB, pacHOpsHKEHUN, aKTOB, MPOTOKOJIOB U T.1.). bIaHKu CTpyKTypHOTO MoApa3IeieHHs.
bmankn mceMa.

Tema 5. Ilonsitue 000P/1, cocTaB 1 cXeMbI pacnoJI0KeHNs] PeKBU3UTOB.

Knaccudukanus OP/I: opranusaniMoHHO-IpaBOBas JOKYMEHTalMs (YCTaBbl, IMOJIOXKEHUS,
MpaBWia, IITaTHbIE pAacCHUCAHUs, UHCTPYKIHMH); PACIOPSIAUTENbHAST JOKYMEHTAUMs (IIpHUKa3bl,
pacropsbKeHHsl,  TOCTAHOBJIGHUS,  pPEIIeHUs, yKa3aHus); HMHPOPMALMOHHO-CIIPABOYHAs
JOKYMEHTAIMsI: OIlepaTUBHO- MH(pOpMalMOHHAsA(IIMCbMA, TenedOoHOrpaMMbl, (akcel U T.IL.),
CIPaBOYHO-MH(OPMAIIMOHHAs(AKThI, TPOTOKOJIBI, JOKJIAIHbIE, CITyKeOHbIE 3aIIUCKHU U TIp.)

Tema 6. OdopmieHne  PpeKBU3NTOB  OPraHU3alMOHHO-PACHOPSAIMTEIbHBIX
JAOKYMEHTOB

PexBusutel. IlpaBuna odopmuenus pexkBusutoB. CocraBieHue U oQopmiIeHHUE
OpraHru3allMOHHBIX, PACTIOPAANTCIBHBIX JOKYMCHTOB.

Tema 7. Oco0eHHOCTH 1e10IPOM3BOICTBA N0 00PALLICHUSIM I'PAMKAAH.



HNucTpykuuss o pabore ¢ MNPEUIOKEHHSIMM, 3asBICHHSIMM, >Kajlo0aMH TpakaaH B
YUPEXKIEHUAX COLMalbHOM 3amuThl. [lpueMm, peructpamus u yder nucem rpaxaad. Cioyxba
JOKYMEHTAIIHOHHOT'0 00eCIieueH s YIIpaBIIEHUs: €€ CTPYKTypa, (QYHKIIMH, TOJKHOCTHOM COCTaB.

Tema 8. KonpuaeHuuaabHoe 1eJI0MPOU3BOACTBO.
Cocrasnenue u 0popMICHHE JOKYMEHTOB JTMYHOTO XapaKTepa.

Tema 9. CocraBjienne u oopMiIeHHE TOKYMEHTALMH 10 TUYHOMY COCTaBY

[lpaBuna coctaBieHuss U O(OPMIICHUS JOKYMEHTOB IO JMYHOMY COCTaBy: TPYIOBOM
JIOTOBOp, TPUKa3 O MpHEME, NIEPEBOJIE, YBOJIbHEHUN. BeneHne TpyqoBbIX KHUKEK, 3aII0JIHEHNE
JIMYHBIX KapTOYEK, TUYHBIX JUCTKOB IO yYETY KaJipoB, 0hOpMIICHHE JINYHBIX /€.

Tema 10. TexHonorust padoThl ¢ JOKyMEeHTAMH

Opranuzanusg JAOKymMeHTOooOOpoTa Ha mnpeanpustud. MWHpaekcamuss u  perucrpanus
BXOJISIIUX,UCXOASIINX BHYTPEHHUX JOKYMEHTOB. CocTaBlIeHHEe HOMEHKIATYphl U (hOpMUpPOBaHHE
nen. Odopmnenue nen. [loArotoBka TOKyMEHTOB K apXMBHOMY XpaHEeHHI0. OCHOBBI pabOTHI ¢
apXUBHBIMH JJOKYMEHTaMHU. ABTOMATH3aLUs MPOLIECCOB JJOKYMEHTAIL[HOHHOTI'O 00ECIIEYEeHHUS.

5.  METOIUYECKME YKA3AHMSI IO MPEIMOIABAHNIOU OCBOEHUIO
JUCHUILIAHBL (MOY.JIS)

5.1. Yka3zanuss [as1 npemnojasarTesieli 1O OPraHu3allid M IPOBEeJEHUI0 Y4YeOHBIX
3aHATHH 0 TUCHHUILINHE (MOIYJII0)

Opraan3anmoHHO-METOINYECKON 0a30i MPOBENCHUS JIEKITMOHHBIX, CEMHUHAPCKUX 3aHATUN
ABIsIeTCSl y4eOHBIN MJIaH crenuaibHOCTH. Ha ocHOBe HEero o0beM YacoB ayAMTOPHBIX 3aHATH,
OTBEJICHHBIM JIs KaXI0M y4yeOHOM MUCHUIUIMHBI U MEXAMCUUIUIMHAPHOTO Kypca, AENUTCS Ha
qachl JIEKIMOHHBIX, MPAKTUUYECKUX, JIAOOPATOPHBIX M JPYrUX 3aHATHH COOTBETCTBYIOLUIMMHU
kadeapamu, ¢ ykazaHueM (HopM KOHTPOJIS TEKYIIEH U UTOTOBOW aTTeCTAllMA 00y4aeMBbIX.

[IpenonaBaTens, HaA3HAYEHHBINA AJI YTEHHUS JIEKLIUH, 003aH 10 Hayaja yueOHOTO Ipolecca
MOTOTOBUTH Y4eOHO-METOAMYECKHE MaTepUasbl, HEOOXOANUMBIE JJISl IPOBEICHUS JIEKIIMOHHBIX U
cemuHapckux 3aHATUH. K HHUM oTHOcaTCs: pabodas mporpaMma ydyeOHON AMCLMILUIMHBI WA
MEXIUCIUIUIMHAPDHOTO Kypca; METOOUYECKHE MaTepHalbl JUlsl TPOBENCHUS CEMHUHAPCKHUX
(IpaKkTUYECKUXH Jp.) 3aHATUH.

Pa3zpaOoTaHHBIl KOMIUIEKT y4eOHO-METOJUYECKHX MATEpHUajoB IpPENOCTaBIsIeTCS B
OyMa)KHOM U 3JICKTPOHHOM BHJE, 00CYXKIAaeTCs W YTBEp)KIAeTcs Ha 3aceJaHuM Kadenpsl nepen
HavyajoM y4eOHOro roja.

[IpenogaBaTens 0053aH NPOBOAUTH JIEKIIMOHHBIE 3aHATHUS B CTPOTOM COOTBETCTBHM C
TOJIOBBIM Y4€OHBIM I'pa(huKOM U YTBEPKACHHBIM Ha €r0 OCHOBE PACIMCAHUEM JIEKIUH.

[lpu pa3paboTke METONMKH CEMUHAPCKUX 3aHATUH Ba)XHOE MECTO 3aHMMAeT BOIPOC O
B3aMMOCBSI3UMEXY CEMHUHAPOM U JIEKIIUEH, CEMMHAPOM U CaMOCTOSTENIbHONW paboTOM CTy/IEHTOB,
0 XapakTepe U crnocobax Takoi B3auMOcCBs3u. CeMuHap He OJKEH MOBTOPSATH JIEKIHIO, U, BMECTE
C TeM, €r0 PyKOBOJIUTEII0 HEOOXOMMO COXPAHUTh CBSA3b MPUHLIUIINAIBHBIX MTOJOKEHUH JIEKIIUH C
coJiep)KaHHEM ceMUHapcKoro 3aHsaTus. Kak mpaBuiio, ceMUHapy NMpeAIecTBYET JEKIUS 10 TOM ke
TEME.

OOs3aTenbHBIM B Haydaje JIEKIIMOHHOTO, CEMHHAPCKOTO 3aHATHA MPOBOJUTCS 5 MUHYT
KOHTPOJIb 3HAHUH, 00s13aTEIBHBIM SIBJII€TCSI IPOBECHNE MPOEKTHOM pabOThl B KOMaH/IE.

[IpenogaBaTenb, NPOBOASIINN JEKIMOHHBIE U CEMUHAPCKHE 3aHATHUS, O00S3aH BECTU y4eT
MIOCEIAEMOCTH CTYIEHTOB - IO JKypHajam TIpynin. B cioydae HEABKM CTYACHTOB Ha JIEKLUIO
Mpero1aBaTelib 0053aH He3aMe TN TENIbHO MHPOPMUPOBATH YIEOHBIH OT/HEI.

B xo11e ocBO€HUS TUCIUIIIMHBI TJa00paTOPHbIE 3aHATUS HE IIPETyCMOTPEHBI.

B mpornecce npakTrueckux (CEeMHHAPCKHX) 3aHATUH, HapsLy ¢ (GOpMUpOBAaHHEM YMEHUH M
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HaBBIKOB, o0oO0matores, CUCTEMAaTU3UPYIOTCS, KOHKPETU3UPYIOTCS TEOPETUYECKUE
3HaHMSA,BBIPA0ATHIBAETCS. CIOCOOHOCTh HCIOJIB30BATh TEOPETHUECKUE 3HAHUS Ha IPaKTHKe,
Pa3BUBAIOTCS UHTEJUIEKTYaJIbHbIE YMEHUS.

Ha mpaxkTtuyeckux (CeMUHApCKUX) 3aHATUSAX IO AUCLUIUIMHE NMPUMEHSIOTCS CleIyolue
(dbopMbI pabOTHI:

1) ®poHTanbHAs — BCE CTYACHTHI BBITIONHSIIOT OJIHY U TY K€ paboTy;

2) T'pynmosasi — oHa U Ta e paboTa BBIOJIHSACTCS TPYIIaMu U3 2-5 4elioBek;

3) HuauBuayanbHas — KaXIblil CTYACHT BBIIOIHICT HHIUBHUAYATbHOE 33/1aHHUE.

CTpyKTypa NpakTUYECKUX 3aHATUN MO JUCIHUIUIMHE B OCHOBHOM OJIMHAKOBAa: BCTYILJICHHE
mpernojaBatensi, paboTa CTyIEHTOB 1O 33JaHMsAM IpernojaBarens, KoTopas TpeOyer
JIOTIONIHUTENBHBIX  Pa3bsICHEHUN, COOCTBEHHO TMpaKTUYecKas 4YacTh, BKJIIOYaromas pa30op
KOHKPETHBIX CUTYallUH, PEILIEHUE CUTYAllMOHHBIX 3a]1a4, TPDEHUPOBOYHBIE YIIPA)KHEHHUS U T.JI.

B cTpykType mnpakTHUECKOro 3aHATHUA TPAJULMOHHO BBIICIAIOT CJEIYIOIIHUE JTarbl:
OpPraHU3allMOHHBIA 3Taml, KOHTPOJb MCXOJHOTO YPOBHS 3HaHMH (0OCYXAEHHE BOIPOCOB,
BO3ZHUKIIUX Yy CTYACHTOB IPH MOJATOTOBKE K 3aHITHIO; WCXOIHBIH KOHTPOJb (TECTHI, OINpOC,
MIPOBEPKA MUCHbMEHHBIX JOMAIIHUX 3aJaHUNU T.J.), KOPPEKLHUs 3HAaHUH CTYJEHTOB), 00ydaromun
9Tan (MeJaroruyeckuil pacckas, MHCTPYKIMH [0 BBINOJHEHUIO 3a/laHuil), caMOCTOATEeNbHas
paboTa CTyJeHTOB Ha 3aHATUHU, KOHTPOJIb KOHEUHOT'O YPOBHS YCBOCHHUS 3HAHUH, 3aKITIOUUTEIbHBII
JTal.

5.2. Yka3zanus AJIs Oﬁy‘lalOIllI/[XCﬂ 0 OCBOCHHIO JUCHUIIJIMHBI

Taoauna 4
Cojep:kaHue CaMOCTOSITEIbHOI PadoThHI 00y4aI0IUXCS
Howmep T Dopmbl pabOTHI
€MBI/BOTIPOCHI, BRIHOCHMBIE Ha camocTosiTenbHOe | Kom-Bo
I():g\i:g U3y4YeHHUE 4acoB
1 Beenenue. Ilonstue o nenonpon3BoacTBe 5 CamocrosTenbHas
pabora
HopmartusHO-MeTOAMYECKas. baza, | 5 CamocrosrenbHas
2 periaMeHTHpyrolas paboTy ¢ JOKYMEHTaMU B pabora
COBPEMEHHBIX YCJIOBHSX
PexBusuthl. CoctaB U oopMiIeHUE PEKBU3UTOB 5 CamocrosTenbHas
3 OpraHM3alOHHO-PACTIOPSIUTETBHOM pabora
JIOKYMEHTALlUH.
bnaHku 1OKyMEHTOB. 5 CamocrosTenbHas
4 pabora
[Tonsitue 060OP/I, cocTaB 1 cXeMbl pacrojOXKeHUs | 5 CamocrosTenbHa
5 PEKBH3HUTOB. s paboTa
6 Odopmrnenue PEKBHU3UTOB OpraHM3aIlMOHHO- | 5 CamocTosTenbHas
pacropsIUTeIbHBIX JOKYMEHTOB pabora
v OcobeHHOCTH JIeNTONPOU3BOCTBA 10 OOpaIIeHusIM | 5 CamocrosTenbHas
rpakJIaH. pabota
3 KonguaenmnuansHoe Ae10Mpon3BOJICTBO. 7 CamocrosTenbHas
pabora
9 Cocrasienne u opopmileHHE TOKYMEHTAIUU TIO 7 CamocTosTenbHas
JTUIHOMY COCTABY pabota
10 TexHosorust paboThl ¢ TOKYMEHTaMHU 5 3auer

5.3. Buabl u (popMbl NHCbMEHHBIX PadoOT, NPe1yCMOTPEHHBIX NMPH OCBOEHUH
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AUCHHUIIINHbI,BBITIOJIHACMBIC oﬁyqamumMnca CaMOCTOATEJIBHO.

CamocrosiTesibHasi padoTa CTy/I€HTa MPEAToaraeT BhIIOJIHEHUE PsIa 3a1aHHH.

[lepBoe 3amanne 1Mo Kaxaoi TeMe Kypca morpedyeT OT CTyIeHTa CaMOCTOSATEIBHOE H3YUYeHHUE
JUTEPaTyphl U MOJATOTOBKY JOKJIa/a MO BHIOPAHHOMY acCIeKTy COIMaNbHO-KYJIBTYPHOU pabOoThl N
[0 XapaKTEpPUCTUKE COLHAIBbHO-KYJIbTYPHOM MOJMTUKM TOCYAapCcTBa H3Yy4aeMOW CTpaHbl U
OCHOBHBIE HaIPaBJICHUS €€ peaTn3alii.

Bropoe 3amanue morpeOyer OT cTyneHTa opOpMIICHUS MAaTEpPUATIOB CEMHUHAPCKHUX 3aHIATUN B
cuctemy pedepaToB M0 U3y4aeMbIM CTPaHAM.

Hakonuienue maTepuainoB OCyIIECTBISETCS B X0/1€ PaOOTHI HA CEMHHAPE.

HroroBoe 3aanue mo onpeaeieHnto 00Iero 1 0COOEHHOTO B COIIMAIEHO-KYIBTYPHOU padboTe
M3y4aeMbIX CTpaH, MOTPEOyeT COCTABICHUS TAOIHIIBI.

[locnennee 3amaHue HAMpaBiIE€HO HAa TO, YTOOBI TOJYYCHHBIE M CHCTEMATH3HPOBAHHBIC B
Tabnuile JaHHbIE, OBUTM MPOMHTEPHPETUPOBAHBI C TOYKH 3pEHUS OOIIEr0 M OCOOEHHOrO B
COLMAIbHO-KYJIbTYPHOH IOJUTHKE W  COIMAJIBHO-KYJIBTYPHOH paboTe W3y4eHHBIX CTpaH.
WuTeprpeTanysi MONYYEHHBIX JAHHBIX JOJDKHA COCTOSATH W3 MEPEUYUCICHHUs OOUMX 4YepT U
0COOEHHOCTEN COIMAIbHO-KYJIBTYPHOU PaOOTHI.

TpeboBaHus K cOCTABJIeHUIO pepepaTa

PedepupoBanue, unm coctaBieHue pedepaTa - ITO KpaTKoe H3JI0KEHUE COACpKAHUA
TEOpeTUYECKOro MaTepuana. PedepaT nomkeH OBITh HamMcaH HAayYHBIM s3bIKOM. CTpyKTypa
pedepaTta: Ha3BaHMe pedepaTa; OCHOBHAs MJIEsl WIM CyTh, OCHOBHBIE AaCIEKThl TEOPUU WM
KoHIenuuu, BeiBoA. Cpennuit 00beM pedepara — ot 500 1o 2500 nmeyaTHBIX 3HAKOB.

6. OBPA3OBATEJIbBHBIE U UTHO®POPMALIMOHHBIE TEXHOJIOT'MA

6.1. OOpa3oBaTe/ibHbIE TEXHOJIOTHH

Paznen, rema ®opma y4eOHOTro 3aHATHS
JUCITUTUTAHBI (MOTYJIs) Jlexumst [IpakTyeckoe 3aHsTHE, Jlabopatopnas
CeMHUHAp pabora

Beenenune. Ilonstue o Ob6sopHas CamocTrosrenpHas paboTa He

JIEJIONPOU3BOICTBE JIeKyusl YcTHbIl o1poc npeoycMOmpeHo

HopmaTtusHo- Ob30pHas VYeTHBI onpoc He

METOAMNYCCKaAs. basa, JIeKyusi CamocTosTenbHas pa60Ta npedycmompeuo

periaMeHTHpYoIas

paboTy C TOKyMEHTaMH B

COBPEMEHHBIX YCIOBHSIX

PexBusutel. CoctaB u Ob30pHas CamocTosTenpHas paboTa, He

oopmieHne PpEKBU3UTOB JIeKYUsL VYeTHBI onpoc npeoycMompeHo

OpraHU3aI[MOHHO-

pacnopsIUTETbHON

JOKYMEHTALUH.

bnanku 10KyMEHTOB. ObsopHnas CamocTosTenbHas paboTa He
JeKyust VYeTHBI onpoc, Keic- npeoycmMompeHo

CUTYyalluu

[Monsitue 060OP/L, coctaB u Ob6sopHnas CamocTosTenbHas paboTa He

CXEMBI PAcIOIOKEHUS JleKyust KonTponbhas pabora 1 npeoycmMompeHo

PEKBHU3UTOB.
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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 YcTHBIN onpoc, Keiic- npedycmMompeno
o0palleHUsIM TPaXK/IaH. CUTYyaluu

KondunennumansHoe Ob630pnas CamocrostenpHas padboTa, He
JeTI0NPOU3BO/ICTBO. JIeKyusl YcTHbIi onpoc npeoycMompeHo
Cocrapnenue Ob630pHas CamocTtosrenpHas paboTa He
oopmiIeHHE JleKyus YCTHBIN onpoc, Kewc- npeoycmMompeno
JOKYMEHTAIlMu ¥ TIO CUTYyalluu

JMYHOMY COCTaBYy

TexHonmorust  paboOTBI  C O630pnas KonTponbnas pabora 2 He
JOKYMEHTaMHU JleKyust 3auer npeodycmMompeHo

6.2. UndopManmoHHbIE TEXHOJIOTHH

UCIIOJIb30BaHUE BO3MOXKHOCTeW IHTepHeTa B yueOHOM mporecce (MCIOIB30BAaHUE —caiiTa
npernojaBatelisi (pacchUika 3a/JaHui, MPEAOCTAaBICHUE BBHINOJIHEHHBIX pabOT, OTBETHI Ha BOIPOCHI,
03HAKOMJICHHE YYaIIUXCs C OIICHKAMHU U T.].))

MCTIOJIb30BAHUE JICKTPOHHBIX Y4EOHUKOB M PA3IMYHBIX CATOB (HapUMeEp, JIEKTPOHHbIE OMOIHOTEKH,
YKypPHAJIBI ! T.J.) KaK HICTOYHUK WH(OpMAIUN

HCTOJIb30BAaHNE BO3MOKHOCTEM AJIEKTPOHHOU MOYTHI MPEMOIaBATENS

HCIIOJIb30BAaHUE CPEJCTB IMpEACTaBiIeHUs yueOHOW MH(pOpManuu (3JIEKTPOHHBIX Y4eOHBIX MOCOOMM U
MPAKTUKYMOB, MPUMEHEHHE HOBBIX TE€XHOJIOTUH Ul MPOBEICHHS OYHBIX (TPATULMOHHBIX) JEKIHH U
CEMHHAPOB C HCITOJIF30BaHUEM TPE3EHTAINHN H T.II.)

WCIIOJIb30BAHNE MHTEPAKTUBHBIX CPEJICTB B3aUMOJCHCTBUS YYaCTHHKOB 00pa30BaTENBHOTO Ipolecca
(TEeXHONOTUM AMCTAHLIMOHHOTO WM OTKPBITOrO OO0ydeHHs B Tio0anmpHON ceTu (BeO-koHbepeHImH,
(bopymbl, y4eOHO-METOANYECKHE MaTePHAIIbI U JIP.))

WCTIOJIb30BaHNE WHTETPUPOBAHHBIX 00PAa30BaTEILHBIX CPEl, TI€ TJIABHOW COCTABIISIOUICH SBISIOTCS HE
TOJIKO HPUMEHSIEMblE TEXHOJIOTUH, HO U COZAEp)KaTelbHas 4acTb, T.. MHPOPMALMOHHBIE PECYPChI
(TocTyn K MUPOBBIM UH(QOPMAIIMOHHBIM pecypcam, Ha 6a3e KOTOPBIX CTPOUTCS y4EOHBIN MpoIIece);
WCIOJIb30BaHNE BUPTYAIbHOU oOydaromieit cpeasl [LMS Moodle «Onexmponnoe obpazosanuey) Miu
MHBIX NHPOPMALIMOHHBIX CHCTEM, CEPBHCOB M MECCEHIKEPOB].

6.3. IIporpammHoe oOecneyeHHe, coOBpeMeHHbIe NpodeccHoHaTIbHbIE 0a3bl JaHHBIX
U HH(OpMALMOHHBbIE CTIPABOYHbIE CHCTEMbI

6.3.1. IIporpamMHoe oGecneyeHne

HanmMeHnoBaHue nporpaMMHOIo Hasnauenue
obecrieueHus
AdobeReader [TporpamMma jj1st MPOCMOTpPa IEKTPOHHBIX
JOKYMEHTOB
[Tnatdopma TUCTAaHIIMOHHOTO
o0y4eHUst BupryansHas oOydatornias cpeia
LMS Moodle
MicrosoftOffice 2013 [TakeT oHCHBIX poOrpaMm
OpenOffice [TakeT oucHBIX TpOrpamMm
7-Zip ApxXuBaTOp
MicrosoftWindows 7 Professional OnepanuoHHas CHCTEMA
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KasperskyEndpointSecurity CpecTBO aHTHBUPYCHOM 3aIUTHI
MozillaFireFox Bpaysep
GoogleChrome Bpaysep
Opera Bpayzep

6.3.2. CoBpemeHnHbIe MpodeccuoHaIbHbIe 0a3bl JTAHHBIX U HH(OPMANIMOHHBIE CTIPABOYHBIE
CHCTEMBI

1. DnekrpoHHas OUOIHOTEKA «ACTpaxaHCKHI TOCYJIapCTBCHHBI YHUBEPCUTET» COOCTBEHHOMN
renepanuu Ha mwiardpopme IbC «Dnexrponnsiii UnrtanbHelii 3a1 — budanoTexy. https://biblio.asu.edu.ru

2. DnexktponHo-0ubanoreunas cucteMa (ObC) OO0  «llomurexpecype» «KoHcynbTaHT
cTymeHTa». WWw.studentlibrary.ru

3. O6pasosarenbHas miathopma FOPAWT, https://urait.ru

4. DnexTponHo-OMbOaMoTeuHas cuctema elibrary. http://elibrary.ru

5. DnekrpoHHo-6nOMoTeuHas cucrema BOOK.ruhttps://book.ru

7.®@OHJ1 ONEHOYHBIX CPEACTB AJIs1 TIPOBEJEHUA TEKYLIETO
KOHTPOJISI UITIPOMEXYTOUYHOMN ATTECTALIUA

7.1. IHacnopr ¢oHa OLIEHOYHBIX CPEICTB

[lpy TpoBeneHWUM  TEKYMIEro  KOHTPOJS M TPOMEXKYTOYHOM  aTTecTaluud 10
quciuruiiae «JlokyMeHToBeZieHHEe B paboTe TCUXOJIOra U COIMAIBHOTO IENarora» MpoBEpsSeTCs
c(hOpMHPOBAHHOCThH YOOYJAFOIIMXCSI KOMIIETSHITNH, YKa3aHHBIX B pa3jielie 3 HaCTOSIICH MPOrpaMMEl.
OTtanHOCTh (OPMUPOBAHMUS JAHHBIX KOMIIETEHIIMM B TPOIECCE OCBOCHHUS 00pa3oBaTENbHOM
MIPOTPaMMBI OTIPEJICIIICTCS ITOCIICIOBATEIILHBIM OCBOCHUEM JUCIMILTAH (MOTYJICH) U TPOXOKICHHEM
MPAKTHK, & B MPOILIECCe OCBOSHUS TUCIUIUIMHBI (MOJYyJs) — TOCJIEIOBATENbHBIM JOCTHKECHUEM
PE3yJIBTATOB OCBOCHHSI COICPKATEILHO CBSI3aHHBIX MEXTy COOOH pa3/iesioB, TEM.

Ta6auua 6
CooTBeTcTBHE H3yYaeMbIX Pa3/eJioB,
pe3yJIbTATOB 00y4Y€eHHs U OLEHOYHBIX CPEACTB

Kon HaunmenoBanue
KoHnTpommpyemsl
Ne n/mt KOHTPOIIHPYEM OLICHOYHOTO
€ paszensl .
on cpezacTBa
JUCLUATUTHHBI
KOMITETCHITUH
(Monyiist) .
(KoMneTeHIINi)
Huckyccus,
1 Temnr 1, 2, 3,4,5,6,7, VYK-4, OIIK-1 | xoHTpoabHAas pabora,
8,9,10 pedepar
7.2.  Onucanue nokasarejieii u KpUTepueB OLICHUBAHUS
KOMIIeTeHI[Uii, onucaHue HIKAJOIeHUBAHUS
Tabéauna 7
IToka3aTeu olleHNBaHUS Pe3yJbTATOB 00y4eHUs B BH/ie 3HAHUH
[xama Kpurepuu onennsanus
OLICHUBaHUS
JEMOHCTPUPYET TJIYyOOKO€ 3HAaHHME TEOPETUYECKOTO MaTepuana, YyMEHHe
5 000CHOBAHHO H3JIaraTh CBOM MBICJIU 1O 00CYK/1a€MbIM BOMPOCaM, ClIOCOOHOCTb
«OTJIMYHO» | TIOJHO, MPABUIIBHO M apT'yMEHTHUPOBAHHO OTBEYATh HA BONIPOCHI, TPUBOIUTD
pUMEpPbI
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4 ACMOHCTPUPYCT 3HAHUC TCOPCTUUCCKOIO Marcpualia, €ro mocCjacaoBaTCIbHOC
H3JI0KCHUC, CIIOCOOHOCTD INpUBOAUTE TIMPUMEPBI, AOMYCKACT CAWMHHUYHBIC

«XOopomo» 6
OIIMOKH, UCITPABIIICMBIC TTOCJIC 3aMCYaHUs TPCIIOAaBaATCIIA

3 JNEeMOHCTPUPYET  HEmolHoe, (parMeHTapHOe  3HAHHE  TEOPETUYECKOTO
MaTepuana, TpeOyrolee HaBOAAIINX BOMPOCOB IPETOAABATENs, JOIMYCKAaeT
CYILIECTBEHHBIE OLIMOKH B €ro W3JO0KEHUH, 3aTPYIHSAETCS B MPUBEICHUU
MPUMEPOB U (POPMYITHPOBKE BHIBOJIOB

«YyHJOBJICTBOPU
TECJIIBHO»

2 J€MOHCTPHUPYET CYLIECTBEHHBIE TPOOEIIbl B 3HAHUU TEOPETUYECKOr0 MaTepHala,
«HEYJIOBIIETBO | HE CIOCOOEH €ro M3J0XKUTb W OTBETUTb HA HABOJMIIME BONPOCHI
PHUTEIBHO» | MPENoJaBaTesi, HE MOXKET IPUBECTH MIPUMEPHI

Taoauna 8
Iloka3aTesin oneHUBAHUS Pe3yJIbTATOB 00yUYeHUS B BU/le YMEHUI U BJIaJeHUi
IIxama Kpurepuu onenuBanus
OLICHUBAHHS
JEMOHCTPHUPYET CIIOCOOHOCTh NMPUMEHATHh 3HAHUE TEOPETUYECKOr0 MaTepuaia
5 IIpU  BBINOJIHEHUM 3aJlaHUM, T[IOCJIEJOBATEIbHO W TPAaBWIBHO BBIIOJIHAET
«OTJIMYHO» | 3aJjaHusA, yMEET 0OOCHOBAHHO M3JaraTh CBOM MBICIHM U JI€JIaThb HEOOXOJMMbIC
BBIBOJIBI
JEMOHCTPHUPYET CIOCOOHOCTh MPUMEHATh 3HAHUE TEOPETHYECKOro Marepuala
4 HpI/I BBIIIOJITHCHUHN SaHaHHﬁ, IIOCJICAOBATCIIBHO H HpaBI/IJ'II)HO BBIITIOJIHACT
«XOpOIIOY 3aaHusi, yMeeT 00OCHOBAHHO W3JIaraTh CBOM MBICIH M J€NaTh HEOOXOIUMBbIE
BBIBO/IbI, I[OHyCKaeT CIOINHUYHBIC OHII/I6KI/I, I/ICHpaBHHCMBIG II0CJIC 3aMCYaHU
nperoaaBaTesis
I[CMOHCTpI/IpyeT OTACJIBHBIC, HGCI/ICTCM&TI/BHPOB&HHBIC HaBbIKH, HCIIBITHIBACT
3 3aTpyJHEHUS M JOMYCKAeT OMIMOKH MPH BBIMOJHEHUU 3aJaHHIA,

«yIOBJICTBOPH | BHIIOJHACT 3aJaHUE NpU MOACKA3Ke NpenojapaTels, 3aTpydHAeTCS B
TEIBHO» (GOopMyIHpPOBKE BBIBOJIOB

2 HE CIIOCOOEH IMPABUJIBHO BBITIOJIHUTH 3a1IaHHUC
«HCYOOBJICTBO
PpHUTECIILHO»
7.3. TunoBble KOHTPOJBbHBIC 3aJaHUA WM HMHbIC MaTepuajbl, HeOﬁXOI[I/IMLIe AJIs1

OlleHKU 3HAHUI,yMEeHH, HABLIKOB U (MJIM) ONbITA AeSATEJIbHOCTH

IIpuMepHBbIe BONPOCHI JISI KOHTPOJIbHBIX padoT
Mo JUCUMILINHE «/[0KyMeHTOBe/leHne B padoTe MCUX0J10ra U COIHAIBHOIO0 MeIarora»

KonTpoabnas padora Nel:

1. Cucrema kiaccupukauy JOKYMEHTOB: 1O TPOUCXOXICHHIO; HA3HAYEHHUIO; MECTY
COCTaBJICHUS;KOJIMYECTBY OTPAKECHHBIX BOIIPOCOB,

2. Cuctema kiaccu(UKau JOKYMEHTOB: IO CPOKaM MCIIOJHEHMS U XPaHEHMS; CTECIIECHHU
HOJTMHHOCTH; TEXHUKHU CO3/IaHMHS.

3. Opranm3anMoHHOW:  ycTaB, TOJOXKEHHWE,  TpaBWia,  JODKHOCTHAS  HMHCTPYKIHS,
PacniopsautenbHON: IpUKa3, pacOpsKEHHE, PEIICHNE, YKa3aHUE, TOCTaHOBIICHHUE;

4. CnpaBOYHO-MH(POPMALIMOHHOM: IIMCBMO,  aKT,  IPOTOKOJI, CIIpaBKa.TeJIerpaMMa.
tenedoHorpamma,hakc. TOKIagHas U ciyxeOHas 3aliCKH U T.10.;
5. JIokyMeHTauus JIMYHOTO XapakTepa: pesroMme, 3asiBJIEHUE,

aBTOOMOrpadus, XapaKTepUCTHKA,JOBEPEHHOCTh, PaCIIMCKa U T.1I.
KonTpoabnas padora Ne2:
1. Unctpykuust o paboTe C MpeUIOKEHUAMH, 3asBICHUAMH, JKajo0aMH TIpakiaH B
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YUPEXKIEHUAXCOLNATbHON 3aIIUTHL

2. Ilpuem, perucrpauus M y4er muceM  rpaxaad.  Cmyx0a — JTOKYMEHTAallMOHHOT'O
o0ecrieueHUSyIIpaBIICHUS: €€ CTPYKTypa, (PyHKIINHU, TOJKHOCTHOM COCTaB.

3. Knaccudukanus OP/l: opraHnzalinoHHO-IIpaBoOBasi JTOKyMEHTalus (yCcTaBbl, MOJOXKEHHUS,
[IpaBUJIa,IITaTHBIE PACTIMCAHUS, HHCTPYKIUH);

4. PacnopsiauTenibHasi JOKyMEHTalus (IPUKa3bl, pacrlopsKeHHs, TOCTAHOBIICHUS, PELIeHMUS,
yKa3aHusl);

5. NHdopmannoHHO-cripaBoOYHas JOKYMEHTaLUs : OIEPAaTUBHO-
nH(popMalnoHHasI(MUCbMa, TeneoHOorpaMmbl, Pakchl U T.11.),

6. CnpaBouHO-MH(POPMALMOHHAS(AKTHI, TPOTOKOJIBI, TOKIaIHbIE, CITY>KEOHBIE 3aIUCKU U TIp.)

Kpurepumu onenku:

«OTaNM4HO» - JaeTcsi KOMIUIEKCHasl XapaKTEpUCTUKA; JAEMOHCTPUPYIOTCS TIIYOOKHE 3HAHUS
TEOPETUYECKOr0 MaTepuaia U yMEeHHUe UX 000CHOBATh; MOCIEA0BATEIbHOE, TPABIUIILHOE U3JI0KEHUE;
YMCHUEC ACIIATh H€06XOI[I/IMI)IG BBIBOJIbI.

«XO0pomio» - JaeTcsi KOMIUIEKCHAsh XapaKTepUCTUKA; JAEMOHCTPUPYIOTCS TIyOOKHE 3HAHUS
TEOPETUYECKOr0 MaTepuana U yMEHHE UX 000CHOBATh; MOCIEA0BATEIbHOE, TPABUIIbHOE U3JI0KEHUE;
YMEHHE JIe1aTh He0OX0IMMbIE BHIBOJIBI; BO3MOYKHBI €IMHHUYHBIEC OIIUOKU

«YIOBIETBOPUTEIIBHO» - 3aTPYJHEHUS C KOMIUIEKCHOM XapaKTEPHUCTHKOW; HEIOJIHOE
TeopeTUYeCcKoe 000CHOBaHNUE, TPEOYIOIIee JOMOIHEHHS; 3aTPYAHEHUS B (JOPMYIINPOBKE BBIBOIOB.
«HeynoBneTBOpUTENIBHO» - HENpaBUIbHAS  M3JI0XKCHHE, OTCYTCTBHE TEOPETUYECKOIO

06OCHOBaHI/IH, HCYMCHUC J1€JIaTh BBIBOIBI.

Ilepeyens IK3aMeHAMOHHBIX BOIIPOCOB
1o JUCIHUILINHE «/[0OKyMeHTOBeleHHe B padoTe MCUX0JI0Ta H CONHAIBLHOTO MeAarora»

1. Tlonsatue o AenONpOU3BOACTBE. 3alayu JEJIONPOU3BOJCTBA. JJOKyMEHT, ero CBONCTBAa U
¢ynkuu.O0ue HopMbl U npaBuiia opopmieHus fokymenToB. 'OCT P 6.30 97.

2. CucreMa Kiaccu(HKauy JOKYMEHTOB.

3. HopmaTtuBHO-MeTOMuecKast 0aza, perjgaMeHTupyromas padoTy ¢ JOKYMEHTaMH B
COBPEMEHHBIXYCIIOBHSX.

4. Kiaccudukamusi JOKYMEHTAIMH OpP2aHU3AYUOHHOU, PACNOpAOUmenvbHol, TOKyMEHTAIUs
JUYHOTOXapaKTepa.

5. PexBU3UTHI yIPaBICHYECKUX IOKYMEHTOB.

6. CoctaB u odopmieHue PEKBU3UTOB OpraHu3aIMOHHO-PACTIOPSAUTEIHHOM,
MH(POPMAIMOHHO-CIIPABOYHOM JOKYMEHTAIIUH, JOKYMEHTOB JIMYHOTO XapaKTepa.

7. braHKu TOKYMEHTOB U UX BHUJIBIL.

8. IMonsarue 06 OPJI, cocTtaB u cXeMbI PaCTIOIOKCHHS PEKBU3UTOB.

9. OdopmieHme peKBU3UTOB OPTaHU3AIIIOHHO-PACTIOPSIAUTEIBHBIX JOKYMEHTOB.

10. OcobeHHOCTH NIeTOnpPON3BOJICTBA IO OOPAIIEHUSIM TPaskIaH.

11. KonduaeHumaabHoe 1€I0NpPOU3BOJICTBO

12. CocraBienue u ohopMIICHUE TOKYMEHTAIUH 110 JINIHOMY COCTABY.

13. mpuHIMI OpraHu3any JOKYMEHTO000pOTa Ha MPEANPUATHH.

14. nmpaBuiia cocTaBiIeHUS HOMEHKIATYPBI U 0(OpMIICHUE LTI

15. mpuHIMITEI HOATOTOBKH TOKYMEHTOB K apXUBHOMY XPAHEHHUIO U OCHOBBI paOOTHI C HUMHU.

16. TexHHMuecKUE CpeACTBA, UCIOJIb3YEMbIE B JIETIONPOU3BOJICTBE.

17. Opranmzanus JOKyMEHTOOOOpOTa Ha MpeanpusTur. MHIekcauss u perucrpanus
BXOJISIINX, UCXOSIINX BHYTPEHHUX JOKYMEHTOB.

18. CocraBnenue HOMEHKIATYpHI H (hopmupoBanue et OdopMIICHHE AEIT.IIOTOTOBKA
JIOKYMEHTOBK apXHWBHOM) XPaHEHHUIO.

Kpurepumn onenku:
16



- OLICHKA «OTJIWYHO» BBICTABJIACTCA CTYACHTY, €CJIIM COACPIKAaHNUEC COOTBETCTBYCT LCIIAM U
3ala4yaM JUCHUIUINHBI, YMECT aHAJIN3UPOBATHL U 0606H_[3.TB I/IH(I)OpMaI_II/IOHHI:Jﬁ Marepual, JJOTUIYHO
n IOCJICA0OBATCIIBHOCTD noaaBaThb Marcpural, APpTrYMCHTHUPOBATH BBIBOJHI, CO6J'IIO)I&€T
HOPMOKOHTPOJIb: CTaAaHAAPT OQ)OpMHeHI/IH, OUTAaThl, CCBIJIKH I10 3asBJICHHON TEMC,

- OIICHKa <«XOopomo» - €CJIIM CTYACHT TIIOKa3bIBa€T XOpPOHIMC 3HAHWUA, OOIMYCKACT
CIAWHUYHBIC OIJ_II/I6KI/I, AHATIU3UPYCT PAa3JIMIHBIC TCOPCTHYCCKUC TTOJIOKCHUA

- OIICHKA «YOOBJICTBOPUTCIIBHO» - €CJIM CTYACHT JCMOHCTPHUPYCT Pa3pO3HCHHBLIC 3HAHMA,
HE crocoOeH IMPOBECTU aHAJIN3 U 1aTh OUCHKY PA3JIMYHBIM TCOPECTUUCCKUM ITOJIOKCHUAM;

- OIICHKA «HCYOOBJICTBOPHUTCIBHO» - €CJIM CTYACHT HC MOXCT MPaBHUIIbHO OTBCTUTH HA
IOCTAaBJICHHBIC BOIIPOCBHI, HC CIoco0eH MMpOBCCTU AaHAJIM3 W [JaTb OLICHKY pPa3IMYHbIM
TECOPCTUICCKUM ITOJIOKCHUSAM.

Taoauna 9 — IlpuMepbl OLIEHOYHBIX CPEJICTB € KIKYAMH MPABHJIbHBIX 0TBETOB

. Bpems
Ne Tun IIpaBuiIbHBII p
dopMynHMpoOBKa 3a1aHUS BBITTOJIHEHUSI
1/ 3a7JaHus OTBET
(B MuHyTaXx)

YK-4 crioco0eH OCYIIECTBIISATh JEJIOBYI0 KOMMYHHMKALMIO B YCTHOM M HUCBMEHHOM (opmax
Ha
rocy/1lapcTBEHHOM si3bIke Poccuiickoit denepanny 1 HHOCTpaHHOM(BIX) sI3bIKE(aX).
1. 3amanne K cucreme opranuzaiimoHHO- 1,2 2
OTKPBITOTO pacropsANTeIbHON

THIIA JIOKYMEHTAIlUU OTHOCSITCSL:
1. Pacniopsiiurensabie
JIOKYMEHTBI
2. OpraHuzalMoHHbIE
JIOKYMEHTBI
3. CraTuctuueckue
JIOKYMEHTBI
4.IInaHOBBIE TOKYMEHTHI
5.YupenurenbHble JOKYMEHTHI
6.1H(pOpPMALIMOHHO-
CIIPAaBOYHbBIE TOKYMEHTBI
2. YHudumpoBaHHas — cUCTEMa 1 2
JIOKYMEHTAIUH 3TO:
l.cucrema JOKYMEHTAIIUH,
CO3JIaHHAs o €IUHBIM
npaBWJaM ©  TpeOOBaHUSM,
comepxamas  HH(QOPMAIHIO,
HEOOXOTUM YO YISt
YIPABJIEHUS B ONpPENEICHHOM
chepe AesITeTHHOCTH;
2. yHupHUIUpOBaHHBIE  (HOPMBI
JIOKYMEHTOB,
CHUCTEMaTU3UPOBAHHBIE 1o
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(GYHKIMSM YOpaBICHUS;
3.COBOKYITHOCTh JIOKYMEHTOB,

YCTaHOBJICHHBIX B
COOTBCTCTBUU 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 0OCImyXKMBaHUsA), 1aTa,
MECTO COCTABJICHHSI WU
W3/IaHVS:

1. 6nank nmucema

2. 00mmii 61aHK

3. OJlaHK KOHKPETHOTO BUA
JOKYMEHTa

Ilepeuncin
Iporpamm y
nesarora

OCHOBHBIC BHU /bl
COHaJIbHOI'O

NunuBunyanbHeIe.
['pynnossre.
KynerypHo-
IIPOCBETUTENILCKUE

Jwnarnoctuueckue.
PasBuBaronue u
KOPPEKIMOHHBIE.

3aganue
3aKpBITOrO

Kak BbI MOHUMAETE CYIIHOCTD
JIOKyMeHTooOopoTa?

OTO CI0KHEIN
TEXHOJIOTHYSCKUI
npoiiecc,
XapaKTepU3 YOI
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 KOTOpPOIO
MOKET 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
KaKoOM-JTHOOHOCUTEJIE
nepeava
JIOKYMEHTOB ISl WX
TIOCJICTYIOIIETO
HCTIOJIHCHUS WIIN
MPUHATHS PEIICHHMA
perucCTparus
JOKYMECHTOB  JUIS
OCYILIECTBIICHUS
KOHTPOJIST HaJuX
HCIOJHEHHEM
CHCTEMATH3AIUS U
XpaHCHHE
JIOKYMEHTOB,
OBICTPBIN TIOMCK
JOKYMEHTOB  TIO
HaJJ00HOCTH
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Kakue ¢enepasibHbie 3aKOHBI,
HOPMATUBHBIE AKTHI 110
peryanupoBaHuio cepsl
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 c(hepe 00pa3oBaHus 1 HOPMaMHU PO(PECCUOHATBHOM ATUKH.

1. 3amanue PexBu3ut «BU3a» MOXKET 2
OTKPBITOTO BKJTFOYATH:

THUIA 1.J10KHOCT BU3UPYIOUIETO, €ro
MOJIMHUCH, paciiupOBKY
(vHUIMANB! U paMUITUs) U JaTy
2.Iloamucek, pacuudpoBKy
(®.1.0), nary

3.J107KHOCTB, IOJITUCK, JaTy
4.JIomKHOCTB, TTOIIUCH,
pacmudpoBKy MOATUCH

(®.1.0)

2

2. TexkceT TOKyMeHTa COCTABIISIOT 2
Ha rOCYAapCTBEHHOM SI3bIKE
Poccuiickoit @enepannu uiam Ha
roCyapCTBEHHBIX S3bIKaX
cyobekToB Poccuiickoit
denepaliiy B COOTBETCTBHUU C:
1.ITpaBunamu
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/a

Tun
3aIaHUs

DopMyIHpOBKa 3aJaHUS

[TpaBuIbHBIN
OTBET

Bpewms
BBITTOJTHEHUS
(B MuHyTaXx)

JIeJIOTIPOU3BOICTBA B
(henepanbHBIX OpraHax
UCTIOJTHUTEIIHOW BIIACTH
2.3aKOHOJIATEIIbCTBOM
Poccuiickoii denepannu u
cyowsekToB Poccuiickoit
denepaunn

3.rC 10y

B noxymenrax (npukas,
pacnopsiKeHue U T.1.)
Opranu3zaunuil, 1efCTBYIOLIMX
Ha MPUHIMIIAX €IMHOHAYAIIHS,
a TaKKe JOKyMEHTaXx,
aJpeCcOBaHHBIX PYKOBOJICTBY

opraHu3anuun, TCKCT U3J1araroT:

1.0T TpeThero mmna
MHOKE€CTBEHHOI'0 YMCIIa
2.0T IIEPBOTO JIULA
CAMHCTBCHHOI'O YHCJia
3.-OT TPETHEro LA
€IMHCTBEHHOI'0 YNCiIa

B npakrtuke opopmieHns
JIOKYMEHTOB 3ar0JIOBOK
COCTaBIIACTCS K:

1. Texcty moboro
o(UIHaTBHOTO TOKYMEHTA

2. TEKCTy JJOKYMEHTA,
MOATOTOBJICHHOTO Ha (hopmaTe
A4

3. TeKCTY TOKYMEHTA,
MOTOTOBJICHHOTO Ha (hopmaTe
AS

4. TEKCTY UCXOJISIIIUX
JIOKYMEHTOB, 00bEMOM HE
Oonee 5-7 CTpOK.

[Iponosku onpeneneHue
ConuanbHoe 00ydeHue — 3T0. ..

LlenenanpaBieHHbIN porecc
nepeadyd COIUANBHBIX 3HAHUU W
(hopMUpOBaHHS COLIMAJIbHBIX
YMEHHI u HaBBIKOB,
CHOCOOCTBYIONIMX  COIMANU3AIINY]
JTMYHOCTH.
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/a

Tun
3aIaHUs

DopMyIHpOBKa 3aJaHUS

[TpaBuIbHBIN
OTBET

Bpewms
BBITTOJTHEHUS
(B MuHyTaXx)

WHJUBUIYAIBHO - KOJIMYECTBOM
Y4aCTBYIOIIMX B COTJIACOBAHUU
MHCTAHIIIN

3aganue
OTKPBITOTO
THIIA

Hazosure obuue u
CrHeHaIbHbIC (PYHKIH
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,
colMaybHasi, KOMMYHUKaTHUBHasl,
KyJIbTypHas;

CHelHalIbHbIC - YIpaBJIeHUYECKas,
IpaBoBasi, byHKIS
HUCTOPHYECKOTO UCTOYHHKA,
byHKIIUA ydeTa.

B ueM 0coOeHHOCTD 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
CIIyk€OHBIX TTceM?

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.

Kaxkwue tpeGoBanust
MPEIBSIBISIIOTCS K
COCTaBJICHUIO ¥ OPOPMIICHHUIO
JIOKJIAJHBIX 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 BBITTOJTHEHUSI
/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(pOopMaIio 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

3aMHUCKU COCTABJISIOTCS HA JIUCTE
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
No Tun [TpaBuIbHBIN p
DopMyIHpOBKa 3aJaHUS BBITTOJTHEHUS
/a 3aIaHUs OTBET
(B MuHyTaXx)
JIOKYMEHTBI )
- 3ar0JIOBOK
- aapecat
- TEKCT
- TTOJITTUCH
Buytpennioro TOKIIaTHYIO

3aMMKUCKY TTOJIMUCHIBAET €€ aBTOP.
Bremmmne mokimamgabie 3aMMCKH
HaIIPABJISIFOTCS B BBILIECTOSIIIHNE

OpraHu3aIim.
Onu odopmisoTcs Ha 001EM
OJraHke OpraHH3aIli,
IO/ CHIBAIOTCSI ee
PYKOBOIUTEIIEM. ITomumo

PEKBU3HTOB o00IIero OJlaHKa Ha
BHEIIIHUX JOKJIAIHBIX 3alliCcKax
YKa3bIBAIOT PEKBU3HTHIL: aJipecar,

VICTIOJTHUTETb.
10 [epeuncaure QyHKIMN 3agaun obecrieueHust S)
ciyx6s1 JIOY JOKYMEHTHPOBaHHUS

ynpaBHCquCKOﬁ JACATCIIbHOCTHU
MOT'YT OBITE PpCUICHBI C TIOMOLIBIO

BBIITOJTHECHHS CITETYIOTIHX
GyHKUMI:

pa3paboTka ¥ NPOECKTUPOBAHUE
OJIaHKOB, o0OecIieueHUs HX
U3TOTOBJICHHS

obecrnieueHne W3TOTOBJICHHS
JOKYMEHTOB,  KONUPOBaHUS U
THPAKUPOBAHUS

KOHTPOJIb Ka4eCTBa MOATOTOBKHU U
oopmIIeHHS JIOKYMEHTOB,
coOI0ICHHE YCTaHOBJICHHOU

OpOLEAYpPhl  COTJIaCOBaHHUS U
YI0CTOBEPEHUE TOKYMEHTOB

[TonHBIN KOMIUIEKT OIEHOYHBIX MaTepHasIoB IO AMCUUIUIMHE (MOAym0) ((oHI OLEeHOYHBIX
CPEICTB) XpaHWUTCS B JJIEKTPOHHOM BHAE Ha Kadeape, YTBEpXKIAOLIEH pabodyro Mporpammy
JUCHUIUTMHBL (MOYst), ¥ B LI[eHTpe MOHMTOpUHTA U ayIuTa KauyecTBa 00yUCHHS.

7.4. MeToauyeckne MaTepUaJibl, ONpeaesIoNie MPoleayPbl OLleHUBAHUS Pe3yJIbTATOB
00y4YeHusl M0 JUCHHUILIMHE (MOIYJII0)

Tab6amna 10 — TexHonornyeckasi Kapra peiTHHIOBBIX 0AJ1JIOB MO JUCHMILIMHE(MOIYJIIO)
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Ne KoanuectBo MakcumajbHoe Cpoxk
Konrpoaupyemsbie .
n/n MeponpusiTuii/
MeponpUATHS OaLIBI" KOJINYeCTBO Npe0CTABICHHA
0a/L10B°
OcHoBHoIi 0510k
1. BeicTynnenust Ha ceMuHape:
1.1. | mOMHBII OTBET IO BOIPOCY 1-56amma 20
10 PaCIHUCaHUIO
1.2. | nononHeHue 1 Gaun 5
2. BoinonHeHne npakTHUecKUX 1-56annasa
sanmaq pabory 10 0 PACITMCAHUIO
3. KonTponbhas pabora 1 -5 6amnos 5 0 pacCIUCAHUIO
Bcero 40
4. Baok 6onycon
4.1. | IlocemieHue 3aHATHI +2
4.2. | AKTHUBHOCTBH CTY/ICHTA Ha +3
3aHATHH 10 10 PACIIUCAHUIO
4.3. | OtcyrcTBHE NPOITYCKOB +5
3aHATUI
JONOJHHUTEIbHBIN 010K
5 DK3aMeH
Bcero 50
Hroro: 100
Ta6auna 11 — Cucrema mrpados (171 0AHOT0 3aHSITHS)
Ilokazarenn bamn
Onosoanue Ha 3aHamue -2
Hapywenue yuebrnoti oucyuniunsi -2
Hezomoenocms k 3anamuio -2
IIponyck 3anamus 6e3 y8aricumenbHol npUYUHbL -2

Taéauna 12 — IIkana nmepeBofa PeHTHHIOBBIX 0aJJIOB B HMTOTOBYH) OLEHKY 3a CeMecTp
Mo JUCHUIINHE (MOIYJII0)

CymmMma 6aJioB Orenka o 4-0ayUIbHOM IIKaIe
90-100 5 (oTI4HO)
85-89
75-84 4 (xopo1110)
70-74
65-69 3
60-64 (YIOBIIETBOPUTEIHHO)
Huxe 60 2 (HEeyIOBJIETBOPUTEIILHO)

HpI/I pcain3anuu  OUCHUIIIIMHBL (MO)IyJ'IH) B 3aBUCHUMOCTH OT YpPOBHA TMOATOTOBJICHHOCTU
06yanOHIHXC$I MOTYT OBITH HCITOJIE30BAaHEI UHBIE q)OpMI)I, METOAbBI KOHTPOJA M OLCHOYHBLIC
CpeacTBa, HCXOI U3 KOHKpCTHOﬁ CUTyalllH.
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8. YYUEBHO-METO/JUYECKOE U HH®OPMAIIMOHHOE OBECIIEYEHHUE
JUCHUIIAHBI
8.1 OcHoBHas JUTEpaTypa:

1. H.H. UlyBasoBa, A.}O. BanoBa OCHOBBI IETIONMPOU3BOJICTBA U S3BIK CITY’KEOHOTO
JOKYMEHTa: ydeOHo-TpakTudeckoe mnocoodbme. - PocroB H//l: denukc, 2007. - 396¢. -
(Bricmiee obpazoBanue).

2. Tlomnacwerit N.I1., ITenaroruka: 100 Bornpocos - 100 oreetos / W.II. [Toanacerii. - M.
: BIIAJJOC, 2006. - 365 c. - ISBN 5-305-00038 6 - Tekct : snexrtponHnsii // DbC
"KoHcynbTaHT cTyneHTa" [caiT]. - URL
http://www.studentlibrary.ru/book/ ISBN5305000386 html

8.2 nomoJHUTeNbHAas IUTepaTypa:
1. Tyrrapn P.JI. [lokymenTHpoBaHuE yrpaBieHYecKon AestenpbHocT.  M.: Hubpa

- M. 2005.
2. CrenokoB  M.B. OGpas3ipl JOKYMEHTOB 110 J1es1onpon3BoaAcTBy, M.: ITpuop.2005,
3. CasunoB A.H., 3apem60 T.®. Opranuszarnus paboThI OpraHoB

COLMATbHOM 3aIuThI. YueOHoe mocooue. - M.: Mactepctro. 2005.
4. Tpynosoii kogekc P®.

8.3.nTepHeT-pecypchl, HEOOX0AUMBIE /11l OCBOCHH S IMCHUILIHHBI (MOILYJIs)
- DnektpoHHO-O0nbanoTeunas cucrema (ObC) OO0 «llomutexpecype» «KoHCyabTaHT
cryaeHTa».Www.studentlibrary.ru.

9. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JUCHUITIJINHbI

JIeKIMOHHAS AyAUTOPUS C MYJbTUMEAHWA pecypcamu I TOKa3a BUICO-KOHTCHTA H
MPE3CHTAIH, 3aJ]1 OTKPHITOro qoctymna k cetu MuTteprer, [1K.

Aynutopus JUIsi CEMHHAPCKHX 3aHSATHH ¢ MYJIBTHMEIUA PecypcaMu I IMOKa3a BHUJICO-
KOHTEHTA M MIPE3CHTAIHii, OpraHu3aI[iid KOMaHIHOW pabOThI CO CTYJICHTaMH.

Pabouast mporpamMma TUCIUTUIMHEI TIPU HEOOXOIUMOCTH MOXKET OBITh aIallTHPOBAHA IS
oOy4yeHHs (B TOM YHCIIC ¢ MPUMEHCHHUEM TUCTAHIIMOHHBIX 0Opa30BaTEIBHBIX TEXHOJIOTHIN)
JUI] C OrPaHMYCHHBIMA BO3MOXXHOCTSIMU 3JI0POBbs, WHBaIWaAoB. Jljis 3TOoro Tpedyercs
3asiBICHHE OOYyYaIOUIMXCs, SBISIONIUXCSA JIMIIAMH C OrPAaHUYCHHBIMH BO3MOXKHOCTSIMHU
3JI0pPOBbsI, WHBAJIHIAMH, WIM UX 3aKOHHBIX MPEJICTABUTEIICH W PEKOMEHIAINN IICHXO0JIO0T0-
MEJUKO- TeAarornyeckoil komuccuu. [[ns WMHBamUAOB colepikaHue paboueil mporpammbl
JTUCITUTUTAHBI MOYKET OTPECIIATECS TAKXKE B COOTBETCTBHU ¢ MHAMBHIYAIBHOMN ITPOrpaMMoin
peabunuTany “HBaIUAA (IPU HATMYUH).

10. OCOBEHHOCTHU PEAJIN3ALIMU JUCHUITIJIMHBI ITPU OBYYEHUU UHBAJIM1OB
N il C Or'PAHUYEHHBIMU BO3MOXKHOCTSAMMU 310POBbS

Pabouas nporpamMmma AUCHUILUIMHBI IIPpH H606XO,Z[I/IMOCTI/I MOJKET OBIThH aZlaliTUpOBaHa JIAd
o6yqu1/151 (B TOM YHCJIC C NPUMCHCHUEM JUCTAHIIMOHHBIX O6pa3OBaTeJIBHBIX TGXHOHOFI/Iﬁ) JiIy C
OI'paHUYCHHBIMHK  BO3MOXXHOCTAMH 3J0pPOBbs, HWHBAJIUIOB. I[J'IH 9TOIr0 Tpe6yeTc;1 3as41BJICHUC
06yqa10H1chs1, ABJIIIOIIUXCA JIMAMU C OrpaHUYCHHBIMH BO3MOXKHOCTSAMU 3JO0POBbiA, MHBAJIHWIAMU,
WM X 3aKOHHBIX HpeﬂCTaBHTeHCﬁ U pEKOMCHIAIUN HCI/IXOJ'IOFO'MGHHKO'HeﬂaFOFHHGCKOﬁ KOMUCCHHU.
HpI/I OGy‘ICHI/II/I JIMI C OTPpaHUYCHHBIMUA BO3MOKHOCTAMU 300POBbA YUUTBIBAIOTCA UX HHAWBUAYAJIbHBIC
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ncuxodusnueckue ocobeHHocTH. OOydeHHe MHBAIMJOB OCYLIECTBISIETCA TaKXKe B COOTBETCTBUU C
MHAVBUAYAJIBHON NPOrpaMMoN peaduauTaluy HHBaIuAa (IpYU HAJIUYUK).

JUis un ¢ HapylIeHUeM CilyXa BO3MOXKHO IpellocTaBiIeHHe yuyeOHOH MH(OopMaluyu B BU3YyalbHOM
dopme (KpaTKMii KOHCHEKT JIEKIMWA; TEKCThl 3aJaHuii, HaleyaTaHHbIE YBEJIMYCHHBIM ImIpudToM), Ha
ayIUTOPHBIX 3aHATHAX JOIYCKAacTCsl NPHUCYTCTBHE AaCCUCTEHTA, a TakkKe CYpPAONEPEBOAYHUKOB U
TU(IIOCYPIOTIEPEBOAUMKOB. TeKyIHMii KOHTPOJIb YCHEBAeMOCTH OCYIIECTBIIIETCS B MHCbMEHHOH (hopme:
00yyaroImuiicsi MUCbMEHHO OTBEYAET Ha BOIPOCHI, MUCbMEHHO BBINOIHSET MpakTUUYeCKHe 3aaanHus. Jlokman
(pedepat) TakKe MOXKET OBITH MPEACTABIICH B MUCBMEHHOW (hopMe, P 3TOM TPEOOBAHMS K COJEPIKAHUIO
OCTAlOTCSl TEMHM e, a TpeOOBaHUS K KayecTBY HM3JIOXKEHUs Marepuana (MOHATHOCTb, KayeCTBO peuH,
B3aMMO/JICHCTBUE C ayAUTOPUEH U T. J.) 3aMEHSIOTCA Ha COOTBETCTBYIOIINE TPEOOBaHMSI, IPEIbABISIEMbIE K
NUCbMEHHBIM paboTaM (KayecTBO O(OpMIIEHHMS TEKCTa U CIUCKAa JIMTEPaTypbl, I'PaMOTHOCTb, HaJIU4ue
WUTIOCTPAILIMOHHBIX MaTepuanoB U T. 1.). IIpomexyTrouHas aTrectauus JUisl JIML C HApYLIEHUSIMH CilyXa
IPOBOJUTCS B NHMCbMEHHOH (Qopme, NMpH 3TOM MHCIOJB3YIOTCA OO0IMe KpuTepuu oneHuBanus. Ilpu
HEOOXOMMOCTH BpEMSI TIOATOTOBKU K OTBETY MOXKET OBITh YBEJIIMYCHO.

JUis ULl ¢ HapyIIEHUeM 3peHUsl JIOIycKaeTcsl ayJuallbHOe NPeoCTaBlIeHe HH(POPMALUH, a TaKxkKe
UCIIOJIb30BAaHUE Ha AayAMTOPHBIX 3aHATUSAX 3BYKO3ANKCHIBAIOUIMX YCTPONCTB (AMKTOPOHOB U T. 1.).
JlomyckaeTcsi NpHCYTCTBUE Ha 3aHATHAX AaCCUCTEHTa (IIOMOIIHHMKA), OKAa3bIBAIOIIETO0 OOYJaroIUMCs
HEOOXOUMYI0 TEXHMYECKYI0 MOMOIb. TeKyluid KOHTPOJb YCIEBAEMOCTH OCYIIECTBISETCS B YCTHOMU
dopme. Ilpu mpoBeaeHUH NMPOMEXKYTOUHOM aTTECTALMM AJIS JIUI C HApyLICHHEM 3pEHHs TECTUPOBaHHE
MOJKET OBITh 3aMEHEHO Ha YCTHOE cOOeCce]0BaHHE 10 BOIIPOCAM.

JUie nui ¢ OrpaHMYEHHBIMH BO3MOXHOCTSIMH  3/I0pPOBbsl, HMEIOIIUX HApyLIEHUS OIOPHO-
JIBUTaTEJIbHOTO alllapara, Ha ayAUTOPHBIX 3aHATHUAX, a TAaKXKe IPU NPOBEACHUM MPOLEAYp TEKYILEro
KOHTPOJISI yCHEBAaeMOCTH M IPOMEXKYTOUYHOM aTTecTallud MOTYT OBbITh IpPEJOCTaBIE€Hbl HEOOXOIUMBbIE
TEXHUUYECKHE CpeAcTBa (IIEPCOHANbHBIN KOMIBIOTEP, HOYTOYK WM JPYrodM TaJkeT); IOMyCKaeTcs
NPUCYTCTBHE ACCHUCTEHTa (ACCHCTEHTOB), OKAa3bIBAIOIIEr0 OOYYalOMIMMCS HEOOXOAMMYIO TEXHUYECKYIO
oMoUIb (3aHATh pabouee MEeCTO, NEPEABUTATHCA M0 ayJUTOPHH, MPOUYUTATh 3a7aHue, 0QOPMUTH OTBET,
0OIIATHCS C MPETO/1aBaTENIEM ).

28



