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1. IEJIM ¥ 3AJJIAYM OCBOEHMSI TUCLIATIINHEI

1.1. HenssMu ocBOeHUs] JMCHHUILIMHBI «/l0KyMEeHT0000POT B ICHX0JIOrO-NeIArornueckoi padore»
SAIBJSAIOTCH CHOPMUPOBATH Y CTYACHTOB 0a30BYIO CHCTEMY 3HAHUH B OOJIACTH JIEIONPOM3BOJICTBA:
IpaBUJ OpraHu3aluu pabdoThl C JOKYMEHTAaMH YIpPaBJIEHHs, OCHOBHBIX IOAXOJOB K
MPOEKTUPOBAHUIO JIOKYMEHTOB M CHUCTEM JOKYMEHTAIlMi, HOpMOH Oa3bl NEIONpOM3BOJICTBA U
JTOKyMEHTOO00pPOTA.

1.2. 3amaum ocBOEHHN TUCIUIIUHBI:
— ABJISICTCS] U3YUYEHUE MOHATUUHOIO anmnapara JUCIUILIMHBI, OCHOBHBIX TEOPETUUECKHUX MOJI0KEHUM
¥ METOJIOB, PUBHUTHE HABBIKOB MIPUMEHEHHUS TEOPETHUCCKUX 3HAHUHN JUISl peIICHUS MPAKTHUYECKUX
3a7a4.

2. MECTO JUCIIMIIJIMHBIB CTPYKTYPE OIIOII

2.1. YueOnas aucumiuinHa «/{okyMeHT0000pOT B ICHXO0JIOr0-MeIarornyeckoii padore» OTHOCUTCSH
K dyactd, ¢opMupyeMoil ydacTHUKamu oOpa3oBarenbHbiXx oTHoOmeHud (B..[1.04.02) nporpammsl
MIOArOTOBKU OakajgaBpOB OYHOro oTAeneHus no HampasieHuto 44.03.02 Ilcuxosoro-nenarorudyeckoe
obpazoBanue. [Ipoduns «IIcuxonorus U coruanbHas MeIaroruKa.

2.2. Jlasi u3ydeHusi AaHHOW y4eOHOW JAMCUMILIMHBI HEOOXOAMMBI CJeIyHIlue 3HAHUS, YMEHUS U
HABBIKHU, (popMUpYeMBble NpeAlIecTBYOIUMHU JUCHUILIHHAMM :

—  Coyuanvuas nedacoeuxa

3HaHus:
- HOpMaTI/IBHI)Ie )IOKYMGHTI)I, pernaMeHTpr}omHe COCTaBJICHUC U O(l)OpMJ'ICHI/Ie HOKYMCHTOB, )41
MOPSAIOK pabOTHI C HUMHU.

Yvmenus:

- TIOJIb30BaThCA M3YUYCHHBIMU CTaHAAPTU3UPOBAHHBIMU TEPMUHAMU;

- TPUMEHATHh Ha IMPAKTUKE TOCYAAPCTBEHHBIE CTAHJAAPTHI, IPYri€ HOPMATUBHBIE U METOAUYECKUE
JOKYMEHTBI, PErIAMEHTUPYIOIINE OPraHU3alMI0 JOKYMEHTAIIMOHHOTO O00ECIeUeHUs] TICHUXOJIOTO-
MeJarorn4eckon IeITeIbHOCTH.

HaBbiku:

- HaBBIKAMU WCIIONIb30BaHUS TMPAaBWJI  COCTaBI€HHUS W  OQOPMIICHHS OpraHU3aIMOHHO-
paCHOpHHHTeHBHBIX )IOKYMCHTOB, BXOOANIUX B yHI/I(i)I/IHI/IPOBaHHyIO CI/ICTeMy OpFaHI/IBaHI/IOHHO-
pacopsSAUTENHHBIX JOKYMEHTOB B COIMANBHBIX CIYK0aX, YUPEKJACHUSIX M OPTaHU3AIHSIX COLUATHHOU
3aIUTHl HACEJICHUS, 00pa30BaHuUs, 3PABOOXPAHEHHUS.

2.3. Hocaenyiomue yyedHbIe AUCUUILIUHBI, /51 KOTOPbIX HEO0X0AUMBbI 3HAHUS, YMEHUSI 1 HABBIKH,
(opmupyembie 1aHHOI y4eOHOM AUCHUIIIMHOM:

—  Coyuanvho-nedacozuueckas 0esimeibHOCHb U COBPEMEHHAs. CUCHeMA 00paA306aHUs
—  Memoovl u mexHono2uu coOYUAIbHO-NEOA202ULECKOU OeMeNbHOCIU 68 00Ue0dpPa306amenbHbIX
VUpPeHCOeHUsX

3. INTAHUPYEMBIE PE3YJIbTATbBI OBYUYEHUS IO JUCHUIITIMHE (MOZAYJIIO)



[Iponiecc wm3yueHWs AUCUUIUIMHBI HampaBleH Ha (OPMHPOBAHHUE HIIEMEHTOB CIIEAYIOLIMX
komnereHIMi B coorBercTBUU ¢ ®I'OC BO u OIIOII BO mno gaHHOMYy HampaBlIEHHIO IOJArOTOBKHU
(crienMaabHOCTH):

a) yausepcanbHbIX (YK): YK-4 CniocoGeH ocymecTBIATh A€IOBYI0 KOMMYHHUKAIIMIO B YCTHOW U
IIUCbMEHHOW (hopMax Ha rocynapcTBeHHOM s3bike Poccuiickoit ®enepanuu U HMHOCTPaHHOM(BIX)
A3bIKe(ax)

6) oobmenpodeccrnonanpupix (OIIK): OIIK-1 CnocobGen ocymecTBiIsTh Npo(ecCHOHATBHYIO
JeSITeIbHOCTh B COOTBETCTBHH C HOPMAaTHBHBIMH MIPABOBBIMU aKTaMu B chepe oOpa3oBaHUS U HOPMaMHU
npogecCHOHAIbHON 3TUKU

Tabauna 1

JlexoMno3unusi pe3yJabTaToOB 00y4eHHus

Ko n HaumeHoBaHue

[manupyemble pe3ynbTaThl 00Y4EHUS 110 TUCIUTUINHE

KOMITETEHLIH 3uath (1) Vmets (2) Bnanets (3)
VK-4 Criocoben NVYK-4.1. 3naer: NVYK-4.2. Ymeer: NVYK-4.3. Bnageer:
OCYIIECTBIIATh OCHOBBI YCTHOM aJanTUPOBATh pEYb, HOpPMaMH U TIpaBUIaMHU
JICIIOBYIO JIETIOBOM CTHJIb OOIICHHS U JIEJIOBOT'O OOIIEHHS B
KOMMYHHKAaIMIO B KOMMYHUKaLUU U SI3BIK KECTOB K YCTHOW U MUCbMEHHOM
YCTHOM 1 JIETTIOBOM TMEePEIUCKU CUTYyalUsAM JEI0BOro | dopmMax

MMCbMEHHOU (hopmax
Ha TOCYJapCTBEHHOM
a3b1ke Poccuiickon

Ha rOCYJapCTBEHHOM
si3pIke PO u

B3aUMOJCHUCTBUS, B
TOM 4YHCJIE, B

WHOCTPAHHOM SI3BIKE | MYOJUYHBIX
®enepanuu u

C y4eTOM BBICTYIUICHHSX;
UHOCTPaHHOM(BIX ) .

ocoOeHHocTel BBIIIOJIHATH IIEPEBOJT
sI3bIKE(ax)

CTWJIMCTUKH npodeccHoHaIbHBIX

OQUIMATIBHBIX U JIEJTIOBBIX TEKCTOB C

Heo(UIIMaIbHBIX MHOCTPAHHOTO S13bIKa

IIACEM U Ha rOCYAapCTBEHHBIN

COLIMOKYJIBTYPHBIX 131K PD m ¢

pasnuuuii B popMare | TocyapCTBEHHOTO

KOPPECIIOHIEHIINH; sa3bika PO Ha

MHOCTPAHHBIN;

OIIK-1 Criocoben

HMOIIK-1.1. 3naer: -

HNOIIK 1.2. Ymeer: -

HOIIK 1.3. Binageer: -

OCYIECTBIIATh PUOPUTETHBIC PUMEHSTh TOTOBHOCTBIO
Ipo(eCcCHOHANBHYIO HaIpaBJICHUS HOPMAaTHBHO- COOJII0/1aTh IPABOBHIC U
ACATEIBHOCTD B pa3BuTHsA MPaBOBLIC AKTHI B OTUYECKHE HOPMBI B
COOTBCTCTBHH C 00pa3oBaTeIbHON chepe 00pa3oBaHUA M | YCIOBHUSIX PEATBHBIX
HOPMaTHBHBIMH cucTeMbl Poccuiickoit | HOpMBI MEIArOrnYeCKuX
TPABOBLIMU AKTAMU B | e neparum, 3ak0HOB | IIpodecCHOHaNbHON | cuTyarmii; -
;%);f; COPASOBAIIIN | 31y STk FOTOBHOCTBIO
HpOGeCCHOHATBHO ii HOPMAaTUBHBIX OCYIIECTBIIATh
S NPaBOBBIX aKTOB, npoeccHOHATBHYIO
PETJIaMEHTHPYIOIHX JESTeNLHOCTD B
00pa30BaTelbHYI0 COOTBETCTBHH C
NeSITeTHHOCTD B TpeOOBaHUSIMU
Poccniickoii (benepanbHbIX
denepannmy, TOCY/IapCTBEHHBIX
HOPMAaTUBHBIX 00pa3oBaTebHBIX




JIOKYMEHTOR TIO
BOIIPOCaM OO YYCHHUS
¥ BOCITUTAHUS JCTSH
1 MOJIOJIEXKH,
benepanbHBIX
rOCyJapCTBEHHBIX
00pa3oBaTeNbHBIX
CTaHJApTOB
JIOIIKOJIBHOTO,
HAYaJILHOI'O OOIIIETO,
OCHOBHOTI'O OOIIIETO,
CpEIHero o0IIero
oOpazoBaHus,
3aKOHO/IaTEILCTBA O
npaBax peOeHKa,
TPYIOBOTO
3aKOHO/IaTEIbCTBA; -
KOHBEHIIUIO O TIPaBax
peOeHKa.

CTaH/IapTOB
JIOIIKOJIBHOTO,
Ha4aIbHOTO 00IIETOo,
OCHOBHOTI'0 OOIIIEro,
CpeIHero o0Iero
oOpa3oBaHUs

4. CTPYKTYPA U COAEP KAHUE JUCHUIIJINHBI

OO0BbeM TUCHUILUIMHBI B 3a4E€THBIX €IUHUIAX (2 3a4eTHBbIE eIUHMIIBI) C YKa3aHUEM KOJIMYECTBA
aKaJIeMUYECKUX WMJIM aCTPOHOMHYECKUX YacOB, BBIIEICHHBIX Ha KOHTAKTHYIO paboTy oOydaromuxcs ¢
npenojaBaTteneM (IO BUAAM Y4YEOHBIX 3aHATHI) M Ha CaMOCTOSTENbHYIO pPAalbOTy 0O0ydarommxcs

COCTaBJISIET: 72 d.

W3 HUX: JIEKIMOHHBIX — 9 YacoB, MpakTHYECKUX — 9 yaca, camocT. paborta — 54 yaca. MITorosslit
KOHTPOJIb: 8 CeMecTp — 3ayerT.

Taoauna 2
CTpyKTYypa U coJiep:KaHue TUCIHUTIHHBI
KoHTaKTHAS . Dopmel TEKYILEro
Sota & . | KOHTpoOJIA yCIIeBaeMOCTH (110
No HaumenoBanue % pa £ & | neoersam cemecmpa) ®opma
n/n panena (Tembl) S (B Hacax) é '8 IIPOMEKYTOUHOM
& S ™ | arrecraumu (no
1 | 1m3 JI cemecmpam)
P
1 Beenenue. 8 1 1 6 | CamocrositenpHast paboTa
[TonsaTne 0 YcTHBIN onpoc
JeTIONPOU3BOJICTBE
2 HopmartusHo- 8 1 - 6 | YcrHsli onpoc
METOIUYECKas. CamocrosTenbHas paboTa
baza,
pETJIaMEHTHPYIO
mas  paboty ¢
JTOKyMEHTaMH B
COBPEMEHHBIX
YCIIOBHSIX




3 PexBusuthl. Cocra 6 | CamocrosrensHas pabora,
u VYcerHblil onpoc
oopmienue
PEKBU3UTOB
OpraHU3aIMOHHO
pacnopsIUTEIbHON
JOKYMEHTaIUH.

4 bnanku 4 | CamocrosrenbHas paboTa

JIOKYMEHTOB. YcTHBIN onpoc, KeHc-
CUTYallH

5 [Tonsitre 06 OP/I, 6 | CamocrosrenbHas
COCTaB U CXEMBbI pabora
PacroI0KEHUs Konrponsnas pabora 1
PEKBU3UTOB.

6 Odopmiienue 6 | CamocrostenbHas paboTa
PEKBHU3UTOB YcTHBIM onpoc, Kenc-
OpraHu3aIIOHHO CUTYyalluu
pacropsauTeIbHbIX
JOKyMEHTOB

7 OcobenHoctu 4 | CamocrosTenbHas paboTa
JIeNIOTIPOU3BOCTBA YcTHBIN ompoc, Keiic-

() CUTYaIlNH
oOparieHusM
rpaXkJIaH.

8 Koudunenmmans 4 | CamocrosTenbpHas
HOE paboTa, YCTHBII ompoc
JETIONPOU3BOCT
BO.

9 CocraBneHue 6 | CamocrostenbHas paboTa
otopmiieHne VYceTHBIT onpoc, Kenc-
JTOKYMEHTAIIH T10 CUTYaIlNH

JTUYHOMY
COCTaBy

10 | TexHonorus 6 | KonrpombsHas pabota 2
paboThI c 3auer
JOKYMEHTaMHU

UTOrO 54




Tabauuna 3 MaTpuua cooTHeceHHs1 TeM/pa3/ieJIoBy4e0HOM AU CHHMILIHHBI/MOAYJIst M opMHEpyeMBbIX B
HHUX KOMIIeTeHIH I

Ko xomnereHImn

)
o0111ee KOJIMYECTBO

Tewmsl,
paznensl
JUCIIUTLINHBL

Koir-Bo
4acoB VK-4 OIIK-1

KOMIIETEHIINI

BBenenue.
[Tonsitue 0 9 + + 2
JIEJIOTIPOU3BOICTRE
HopmarugHo-
METOAMYECKasl.
baza,
perIaMeHTHPYIoIIast 9 + + 2
pabory c
JIOKYMEHTaMHU B
COBPEMEHHBIX
YCIIOBUSIX
PexBusutel. CoctaB
u oopmienue
PEKBU3UTOB 9 + + 2
OpraHu3aIMOHHO-
pacropsauTenbHOI
JIOKYMEHTAIIUH.
biianku + + 2
JIOKyMEHTOB.
[Tonstne  000OP/],
COCTaB M  CXEMBbI + + 2
pacIonoKeHus
PEKBU3HTOB.
Odopmnenue
PEKBU3UTOB
OpraHu3aIMOHHO- 6
PacTIOpsTUTEITLHBIX
JIOKYMEHTOB
Ocobennoctu
JIEIIONPOU3BOJICTBA 6 + + 2
1o oOpaleHusIM
rpaxk/iaH.
KondunenumansHoe 5 + + 2
JIEIIONPOU3BO/ICTBO.
CocrabiieHue u
odopmieHue 6 + + 2
JOKYMEHTAIllUu  TI0
JTUIHOMY COCTaBY
TexHonorust paboThbI 6 + + 2
C IOKyMEHTaMHU
Hmoeco 72




Kpatkoe cogep:kanune kaxxaoii TeMbl JUCIHIIIHHbBI

Tema 1. BBenenue. [lousiTue o 1e101pon3BoaAcTBe

[lonsiTue 0 NEeIONMPOU3BOJCTBE. 3a/lauu ACIONPOU3BOACTBA. JJOKYMEHT, €ro CBONCTBA U
GdhyHKIUN.

OO611re HOpMBI M TpaBUiIa 0(hOPMIICHHUS JOKYMEHTOB.

Cucrema kiaccuukanum 10KyMEHTOB:

- II0 IPOUCXOXKIECHHUIO;

- Ha3HAYCHMUIO;

- MECTY COCTaBJICHMUSI;

- KOJIMYECTBY OTPAKEHHBIX BOIIPOCOB,

- CpOKaM UCIOJHEHUS U XpaHEHUS;

- CTEIEHHU MOMJIMHHOCTY;

- TEXHUKH CO3/1aHUS.

Tema 2. HopmatuBHo-metroauveckasi. ba3za, persamenTupywmas padory c¢
AOKYMEHTAMH BCOBPEMEHHBIX YCI0BUAX

Knaccugukanus 1oKkyMeHTanuu:

OpraHu3allMOHHOI:  yCTaB, IIOJIOKEHUE, I[paBuja, JOJDKHOCTHAs  MHCTPYKLUS;
PacniopsnuTenbHOM: pUKas3, pacopsKeHUe, pelieHre, ykazaHue, nocraHoBieHue; CrpaBouHo-
MH(OPMALIMOHHOW: MHCHMO, aKT, MPOTOKOJ, CIpaBKa TeierpaMma, teiedoHorpamma, (akc,
JIOKJIaJ{Hasl ¥ CITy»KeOHasl 3aIUCKHU U T.11.;

JlokyMeHTanusi ~ JIMYHOTO  XapakTepa:  pe3loMe,  3asBileHue,  aBToOuorpadus,
XapaKTEPUCTUKA, JOBEPEHHOCTh, PACIIMCKA U T.J.

Tema 3. PexBusurbl. CoctaB u odopmileHHe PEKBHU3UTOB OPraHM3ALMOHHO-
PACHOPSAANTEIbHON JOKYMEHTAILIUH.

PexBu3uThl  ympaBieHUECKMX  JIOKYMEHTOB: II€peYeHb, MpaBuia  OPOPMIICHHUS,
pacrnionioskenusi. [IpaBuina cocraBieHuss 1 0pOPMICHHUS OPraHU3ALUOHHBIX, PACTIOPAAUTENbHBIX,
MH(OPMALIMOHHO-CIIPABOYHBIX IOKYMEHTOB, JIOKYMEHTOB JTUYHOI'O XapaKkTepa.

Tema 4. Bi1aHkH 10KyMEeHTOB.

brnanku OPJI. Buasl GnankoB: oOuuii OjgaHK, OJIaHK MHChMa, OJJAHK KOHKPETHOTO BHA
nokymeHnTa. Pa3paborka ocoboro OmaHka ais nuceM. biaHKM KOHKPETHOTO BHJAA JOKYMEHTOB
(TIpuKa3oB, pacOPSHKEHUM, aKTOB, MPOTOKOJIOB U T.J.). BIaHKH CTPYKTYPHOTO MOIPa3ICICHHS.
bnanku nucema.

Tema 5. Ilonsitue 000P/I, cocTaB n cXxeMbl pacnoJi0KeHNs] peKBU3HTOB.

Knaccudpukanus OPJl: opranuszannoHHO-TIpaBoBasi JOKyMEHTalus (yCTaBbl, MOJIOXKEHMUS,
NpaBUja, IITAaTHbIE PACHHCAaHUs, UHCTPYKLUH); PAaCHOPSAUTENbHAS JOKYMEHTalus (IpUKas3bl,
pacmopspKeHMs,  MOCTAHOBJIEHMSI,  pEIIeHUus, YyKa3aHus); HH()OPMALMOHHO-CIIPaBOYHAs
JTOKYMEHTAIUs: ONepaTUBHO- HMH(OpMaIMOHHAsg(IUCbMa, TeaepoHOrpaMMBbl, (Gakchl U T.II.),
CIPaBOYHO-MH(GOPMAIIMOHHASA(AKThI, IPOTOKOJIbI, TOKJIAIHBIE, CIIy>KEOHBIE 3alHCKH U TIp.)

Tema 6. Od¢opmieHue  PEeKBH3MTOB  OPraHHU3ALMOHHO-PACIOPAIUTENbHBIX
JAOKYMEHTOB

PexBusutel. IlpaBuna odopmienuss pexkBuzutoB. CocraBieHue U odopMIICHHE
OpTraHU3aIMOHHBIX, PACTIOPSAUTENBHBIX JTOKYMEHTOB.

Tema 7. OcoGeHHOCTH AeJI0NPOU3BOICTBA M0 O0PALLIEHUAM I'PAKIAH.
WucTpykuuss o paboTe ¢ NPEUIOKEHUSIMM, 3asBICHHAMM, KaloOaMH TpakAaH B
YUPEKICHUSAX CONMAIbHOW 3amuThl. [Ipuem, peructpanus u yder nuceM rpaxaaH. CioyxoOa

8



JTOKYMEHTAI[HOHHOTO O0ECTICUCHHUsI YIIPABICHHS: €€ CTPYKTYpa, GYHKIINHU, TOKHOCTHOM COCTaB.

Tema 8. KonpuaeHuunaabHoe 1eJI0NPOU3BOICTBO.
Cocrasnenue u 0opMIICHHE JOKYMEHTOB JIMYHOTO XapaKTepa.

Tema 9. CocraBJjieHue U opopmiieHHe TOKYMEHTAIMH 110 JUYHOMY COCTABY

[TpaBuiia cocraBiaeHus U OPOPMIICHHUS JOKYMEHTOB IO JUYHOMY COCTaBY: TPYIIOBOU
JIOTOBOP, MPHUKa3 O MpHeMe, MepeBojie, yBOJIbHEHUH. BeneHne TpyaoBbIX KHUKEK, 3alIO0JHEHUE
JIMYHBIX KaPTOUYCK, JIMYHBIX JIMCTKOB 110 YUCTY KaJpPOB, OCI)OpMJIeHI/Ie JIMYHBIX OCJI.

Tema 10. TexHos10rHs1 padOTHI C JOKYMEHTAMH

Opranm3anuss JTOKyMEHTOOOOpOoTa Ha mpennpuatud. MHmekcanuss W perucrpanus
BXOOAIUX, UCXOAAINIUX BHYTPCHHUX JOKYMCHTOB. CocraBienue HOMCHKIJIATYPbI U (1)0pMI/IpOBaHI/Ie
nen. Odopminenne gen. [oaroroBka MTOKYMEHTOB K apXHUBHOMY XpaHeHHIO. OCHOBBI palboTHI ¢
apXUBHBIMH JJOKyMEHTaMU. ABTOMAaTH3allMsl IPOLIECCOB IOKYMEHTALIMOHHOTO 00€CIICUEHHUS.

5.  METOJMYECKHUE YKA3AHHUSI IO NPENOJABAHUIO U OCBOEHHUIO
JUCLUILIMHBI (MOLYJIST)

5.1. Ykazanuua s npemnogaBaTesiell MO0 OPraHuM3allid W TPOBEIEHUIO YYeOHBIX
3aHATHH MO0 JMCHHUILINHE (MOAYJII0)

OpraHu3anoHHO-METOIMYECKON 0a30i MpoBe/leHHs JEKIMOHHBIX, CEMUHAPCKUX 3aHITUI
ABIISICTCS y4eOHBIN TUIAH CHenHaIbHOCTH. Ha ocHOBEe Hero 00bEeM YacoB ayJUTOPHBIX 3aHSITHH,
OTBEJICHHBIM s Kax10¥ y4eOHOW NUCHMIUIMHBI U MEXIUCHUIUIMHAPHOTO Kypca, JAEIUTCS Ha
9achl JICKIIMOHHBIX, MPAKTUYECKUX, JIA0OPATOPHBIX M JAPYIHX 3aHATHH COOTBETCTBYIOIIMMHU
Kadenpamu, ¢ ykazaHueM popM KOHTPOJIS TEKYIIEH U UTOrOBOM aTTeCTallui 00y4aeMbIX.

[IpenonaBarenb, Ha3HAYCHHBIN ISl YTEHUS JIEKIIUMA, 00s13aH 710 Havaia y4eOHOro rmpoiecca
MOJIFOTOBUTh Y4€OHO-METOANYECKHE MaTepHalIbl, HEOOXOIUMBIE [T MPOBEACHUS JIEKIIMOHHBIX U
ceMuHapckux 3aHATHH. K HUM oTHOcsATcs: paGouass mporpamMma y4eOHOW IUCIMIUIMHBI WM
MEXIUCIMUIUIMHAPHOTO Kypca; METOAMYECKHEe MaTepuaibl i TPOBEJIEHHS CEeMHHAPCKUX
(MpakTUYECKUXH JIp.) 3aHATHI.

Pa3zpaGoTaHHBIi KOMIUIEKT y4eOHO-METOJMYECKUX MAaTepUaloB MpPEJOCTaBiIseTCs B
OyMa)XHOM M 3JIEGKTPOHHOM BHJIE, 00CYK/Iae€TCsl U YTBEP)KJAeTcsl Ha 3aceaHuu Kadeapbl mnepen
HayvajoM y4eOHOro roja.

[IpenogaBatens 00s13aH MPOBOAUTH JIEKIIMOHHBIE 3aHSATHS B CTPOTOM COOTBETCTBHM C
TOZIOBBIM Y4€OHBIM I'pa)uKOM U YTBEP>KACHHBIM Ha €r0 OCHOBE PAacliCaHUEM JIEKIIHH.

[Tpu pa3paboTke METOOUKH CEMHHAPCKUX 3aHATUH Ba)KHOE MECTO 3aHHMaeT BOIPOC O
B3aMMOCBSI3UMEXKTY CEMHUHAPOM U JIEKIMeH, CEeMUHApPOM U CaMOCTOSITeNIbHON paboToi CTY/IEHTOB,
0 XapakTepe U crocodax Takoi B3auMocBsA3H. CeMuHap He JOJIKEH MOBTOPATH JIEKILHUIO, U, BMECTE
C TeM, ero pyKOBOJUTEINIO0 HEOOXOAMMO COXPAHUTh CBSA3b MPUHLIUIIHAIBHBIX ITOJIOKEHUH JIEKITUH C
coJiep;KaHueM ceMUHapcKoro 3aHsaTus. Kak mpaBuiio, ceMHMHapy MpeAIecTBYeT JEKIUs 110 TOH e
TEME.

OO0s3aTenbHBIM B Hauyaje JIEKIHMOHHOTO, CEMHHAPCKOTO 3aHATUS MPOBOJUTCA 5 MHUHYT
KOHTPOJIb 3HAHUH, 00sI3aTEIbHBIM SBIISICTCS IPOBEACHUE MPOESKTHOM pabOThl B KOMaHIE.

[IpenogaBatens, TPOBOASIINN JIEKIIMOHHBIE M CEMHHAPCKUE 3aHATHS, 00s13aH BECTH y4eT
MOCEIIAEMOCTH CTYACHTOB - IO JKypHajJaM TIpymnmn. B ciiyyae HESBKHM CTYIEHTOB Ha JIEKLHUIO
npernojaBaTesib 00s3aH He3aMeUTUTENbHO HH(POPMHUPOBATh YUeOHBIN OTIE.

B xo/1e ocBOEHUS TUCIUIITUHBI TAOOPAaTOPHBIE 3aHATHUS HE MPETyCMOTPEHBI.

B npouecce mpakTuueckux (CEMHUHApPCKUX) 3aHATHH, HapsAy ¢ GopMHUpOBaHHEM YMEHUH U
HaBBIKOB, O0OOIIAIOTCS, CHUCTEMaTH3UPYIOTCSA, KOHKPETHU3UPYIOTCSA TEOpPETUUYEeCKUE 3HAHUS,
BbIpPa0aTHIBAETCSl CIOCOOHOCTH UCIOIB30BaTh TEOPETUYECKUE 3HAHUS Ha MPAKTHUKE, PA3BUBAIOTCS
MHTEIJUIEKTYaJIbHbIE YMEHHUSL.



Ha MPAKTUYCCKUX (CCMI/IHapCKI/IX) 3aHATUAX MO JUCHUINIMHE MPUMCHAKOTCA CIICAYHOIINC
(hopmbI pabOTHI:

1) ®poHTanbHAS — BCE CTYJCHTHI BHIIOIHSIOT OJIHY U TY K€ padoTy;

2) TI'pynmoBasi — oiHa U Ta e paboTa BHIIOIHACTCS TPYIITaMH U3 2-5 YeIOBeK;

3) UunuBuayaibHas — KaXIblil CTYJACHT BBIIOJIHICT HHIMBUIYAIbHOE 3a/IaHKC.

CTpyKTypa NMpaKTHYECKUX 3aHSATHHA MO JHUCIUILUIMHE B OCHOBHOM OJIMHAKOBA: BCTYILICHHE
npernojasaTensi, padoTa CTYAGHTOB 1O 3aJaHUsAM MpernojaBarens, Koropas Tpelyer
JOTIOJTHUTEIIBHBIX Pa3bsSICHEHHH, COOCTBEHHO MPAKTHYECKash 4YacTh, BKIIOYaromas pa30bop
KOHKPCTHBIX CI/ITyaLII/IfI, PCIICHUC CUTYAIITMOHHBIX 3aa4, TPCHUPOBOYHLIC YIIPAXKHCHUA U T.O.

B cTpykType mNpakTHYECKOro 3aHSATHS TPAJUIMOHHO BBIICISIIOT CICAYIOUINE JTaIlbl:
OpPraHM3allMOHHBIM 3Tal, KOHTPOJIb MCXOJHOTO YpPOBHS 3HaHUU (0OCYXJIEHHE BOIPOCOB,
BO3HUKIIMX Yy CTYJICHTOB IPH TOATOTOBKE K 3aHITHUIO; MCXOIHBIH KOHTPOJb (TECTHI, OIpOC,
MIPOBEpKa MUCHMEHHBIX JOMAITHUX 33aJaHUNU T.J.), KOPPEKIUs 3HAaHUH CTYJEHTOB), 00ydYaromun
aTan (MeAaroruuecKuil pacckas, MHCTPYKIMH [0 BBINOJHEHHIO 3aJaHUi), CaMOCTOSTEIbHAs
pa60Ta CTYACHTOB Ha 3aHATHH, KOHTPOJIb KOHCYHOI'0 YPOBHS YCBOCHU A 3HaHI/II71, 3aKJIIOYUTEIILHBIN
JTal.

5.2. Yka3zaHus il 00y4aioImuXxcsi 0 0CBOEHUIO TUCHHUIIIMHbI

Tabaunna 4
ConepxaHue caMOCTOSTEIbHON PadoThl 00y4YAKIIUXCSH
Homep T ®DopMBbI PabOTHI
€MBI/BOITPOCHI, BRBIHOCHMBIC Ha caMocTosiTelbHOe | Koin-Bo
I():él;g)l H3y4eHue 4acoB
1 Beenenue. [lonstrue o n1emonpons3BoaACTBE 6 CamocTrosaTrenbHas
pabora
HopmarneHo-mMeToquueckast. ba3a, | 6 CamocrosTenbHas
2 pernameHTupyolas padboTy ¢ JOKyMEHTaMH B pabota
COBPEMEHHBIX YCIIOBUSIX
PexBusutel. CoctaB u oopmiieHue peKBU3UTOB 6 CamocrosiTenbHas
3 OpraHHU3allMOHHO-PACTIOPSAIUTENILHON pabota
JOKYMEHTaIUH.
brnianku 10KymMeHTOB. 4 CamocTosaTenbHas
4 pabora
[Mousitue 060P/], coctaB M cxembl pacroyioxkeHus | 6 CamocrosTenbHa
5 PEKBU3UTOB. g paboTa
6 Odopmnenue PEKBU3UTOB OpTaHU3aIMOHHO- | 6 CamocTrosTenpHas
pacropsIIUTENbHBIX IOKYMEHTOB pabota
7 OcoOeHHOCTH JIEeTONPOU3BOACTBA IO oOparieHusm | 4 CamocrosrenpHas
TpaXxIaH. pabota
8 KonduaenmmanpHO€ 1€T0MPOU3BOICTBO. 4 CamocrosTenpHas
pabora
9 CocraBnenue 1 odopmIIeHHE JOKYMEHTAIUU TI0 6 CamocTrosTenpHas
JMYHOMY COCTaBYy pabota
10 TexHomorus paboThI ¢ JOKYMEHTaMHU 6 3auer

10



5.3. Buabl u (popMbl NMCbMEHHBIX PaldoOT, NPeIYyCMOTPEHHBIX NMPH OCBOEHUH
AUCHMILTAHBI,BBINOIHSIEMbIe 00y4al0LMMHCS CAMOCTOSITEJIBLHO.

CamocrosiTesibHAas padoTa CTyI€HTA [IPEATIONAraeT BHIIIOJIHEHUE psa 3aJaHUM.

[lepBoe 3amanue Mo KaxI0i TeMe Kypca moTpedyeT OT CTy/IeHTa CaMOCTOSATEIbHOE U3YUEeHUE
JUTEPaTyphl U MOJATOTOBKY J0KJI/1a 110 BHIOPAHHOMY acCIeKTy COLIMaIbHO-KYJIbTYPHOU paboThl WK
[0 XapaKTEPUCTUKE COLMAIbHO-KYJIbTYPHOM MOJMTUKH TIOCYJapcTBa H3y4aeMOM CTpaHbl M
OCHOBHBIE HaIIPaBIICHUS €€ peaTn3alum.

Bropoe 3ananne norpedyeT OT cryaeHTa oOpMIICHUS MAaTEpPUAIOB CEMUHAPCKUX 3aHATUN B
cuctemy pedepaToB M0 U3y4aeMbIM CTPAHAM.

Haxomnnenne MarepuanoB OCyIIECTBISETCS B X0/1€ paOOTH HA CEMUHAPE.

HToroBoe 3a1anue 1o ONpeIesICHHI0 00IIEro 1 0COOCHHOTO B COIMAILHO-KYIBTYPHOU paboTe
M3Y4aeMbIX CTPaH, MOTPEOYET COCTABICHUS TAOIHUIIBI.

[Tocnennee 3amaHue HampaBICHO HAa TO, YTOOBI MOJIYYECHHBIE M CHCTEMAaTU3UPOBAaHHBIC B
TaOJUIe JaHHbIe, OBUTM MPOUHTEPIPETHUPOBAHBI C TOYKH 3pPCHHS OOIIEro M OCOOCHHOTO B
COIMAJIbHO-KYJIFTYPHOH  TOJIMTUKE W  COIMAJIbHO-KYJIbTYPHOH paboTe M3YYEeHHBIX CTpaH.
WuTepnperanus MOJYyYCHHBIX MAaHHBIX JIOJPKHA COCTOSATh W3 IEPEUYMCIICHUS OOIIUX YepT U
0COOEHHOCTEH CONMATbHO-KYJIBTYPHOU PabOTHI.

TpeboBanus K cocTaB/ieHUIO pedpepaTa

PedepupoBanme, wmm cocraBieHne pedepaTa - 3TO KpPaTKOe H3JIOKECHUE COJCpPIKAHUS
TEOpPETHYECKOTo0 MaTepuana. Pedepar nomkeH OBITh HamWcaH HAy4YHBIM s3bIKOM. CTpyKTypa
pedepara: HazBanue pedepara; OCHOBHAS HJIES HIM CYTb, OCHOBHBIC AacCIEKThl TEOPHH WIH
KOoHUenuu, BbiBoa. Cpeanuii 00beM pedepata — ot 500 1o 2500 neyaTHBIX 3HAKOB.

6. OBPA3OBATEJIBHBIE U UTHOOPMAIIMOHHBIE TEXHOJIOI'MA

6.1. OOpa3oBaTe/ibHbIE TEXHOJIOTHU

Paznen, rema ®opma yueOHOro 3aHATUS
JUCITUTUTAHBI (MOTYJIs) Jlexuus [IpakTrueckoe 3andaTue, JlaboparopHnas
CEMMHAp pabota

Bsenenue. Ilomarue o Ob63opHnas CamocrosrenbHas paboTa He

JIeTIONPOM3BO/ICTBE JleKyust YcTHBI onpoc npeodycmMompeno

Hopwmarusno- O630pHas VYerHbIl onpoc He

METOINYECKasl. basza, neKyust CamocrosTenpHas padoTa npeoycmompeHo

perJIaMeHTUpYIoIIast

paboTy ¢ TOKyMEHTaMu B

COBPEMEHHBIX YCIIOBHSIX

PexBuzutel. CoctaB u Ob63opHnas CamocrosTenbHas padorta, He

obopmIIeHHEe PEKBU3UTOB JIeKyusl VYcTHbIH onpoc npeoycmMompeHo

OpraHU3alMOHHO-

pacnopsIUTENbHOM

JOKYMEHTALUH.

bnanku 1OKyMeHTOB. Ob6sopnas CamocrosiTenbHas pabota He
JleKyust YcTHBIN Oonpoc, Keic- npeoycmMompeHo

CHUTYaIUH

[Tonsitue 060P/1, coctaB u Ob63opHnas CamocrosrenbHas pabota He

CXEMBI pacIoIoKEHUs JeKyusl KonTponbnas pabora 1 npeodycmMompeHo

PEKBH3HTOB.
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OdopmieHne peKBU3UTOB Ob630pHas CamocTosiTenpHas paboTa He
OpraHu3alMOHHO- JeKyusl YcTHBIN Oonpoc, Keic- npeoycmMompeHo
pacropsauTeIbHbIX CUTYyaluu
JTIOKYMEHTOB
OcoGennoctu Ob630pHas CamocrostenbHas paboTa He
JIETTOTTPOU3BOJICTBA o JleKyusl YcTHbIM onpoc, Keic- npeoycmMompeno
oOpameHusIM Tpaxk/iaH. CUTYyaIuu
Kondunenmanbsaoe Ob30pHas CamocTrosTenpHas padoTa, He
JIeTIONIPOU3BOACTBO. JleKyus YcTHbIi onpoc npeoycMompeHo
CocraBnenue Ob630pnas CamocrosrenbHas padboTa He
oopmieHHEe JIeKyus YCTHBIN onpoc, Kenc- npeoycmMompeno
JOKYMEHTalMK H IO CHUTYyallUH
JUYHOMY COCTaBY
Texnomorust  paboTel € Ob30pHas KontponbHas pabora 2 He
JOKYMEHTaMHU NeKyusl 3ager npeoycMompeHo

6.2. NudopManHOHHBIE TEXHOJIOTHH

- UCTIONIb30BaHUE BO3MOKHOCTeH IHTepHera B ydeOHOM mpomecce (MCIOIb30BAHUE

MH(OPMALIMOHHOTO CalTa MPEeno1aBaTes)
- WCIIOJIb30BAHUE DJIEKTPOHHBIX YYEOHHWKOB U PA3UYHBIX CAMTOB KaK MCTOYHHUK
nHbopmau
- KCIMOJIb30BAHUE BO3MOXKHOCTEN AIEKTPOHHON OYTHI IPETIOaBATENS

- UICTIOJIb30BAHUE CPEICTB TMpEICTaBlIeHUs y4yeOHOW uH(pOopMaluu (PIEKTPOHHBIX Y4EOHBIX
MOCOOMI W TPAKTHKYMOB, MPHUMCHCHHE HOBBIX TEXHOJOTHH JUIS TPOBEICHUS CEMHUHApPOB C
WCIOJIb30BaHUEM IIPE3CHTALUN U T.]I.)

- MCTIOJIb30BaHNE HMHTEPAKTHUBHBIX CPEJCTB B3aUMOJCHCTBHUS YYaCTHHUKOB OOpa30BaTEIBHOTO
nporecca (TeXHOJIOTHH TUCTAHIIMOHHOTO U OTKPBITOTO O0yUYEHUS B TTI00ATBHON CETH)

- UCTIOJIb30BAaHUE HWHTETPUPOBAHHBIX 00pPa30BATENIBHBIX Cpel, TJA€ TJIABHOW COCTaBIISIONMIEH
ABIISIIOTCS  HE TOJIBKO TPUMEHSIEMbIE TEXHOJIOTMHM, HO U COJAEpXkaTelbHas 4acTb, T.€.
nH(OpMaIMOHHBIE PECYPCHI
JAAHHBIX

6.3. IIporpammHoe oGecrniedyeHue, COBpeMeHHbIe NPO(ecCHOHAIbHbIE 0a3bl

u l/lH(l)OpMalll’IOHHbIe ClIPpaBOYHBLIC CUCTEMBI

6.3.1. [IporpamMHoe obecrieueHue

HaunmenoBanue MIpOTrpaMMHOTO

Hasnauenne
obecrieyeHust

AdobeReader [Tporpamma st IPOCMOTPa AIEKTPOHHBIX

JAOKYMCHTOB

[Tnardopma AMCTaHIIMOHHOTO

o0yueHus BuptyanbHas o0ydaromias cpena
LMS Moodle
MicrosoftOffice 2013 [TakeT opuCHBIX TporpamMm
OpenOffice [TakeT opuCHBIX TporpamMm
7-Zip ApxuBarop

MicrosoftWindows 7 Professional OnepannoHHas cucTemMa

KasperskyEndpointSecurity CpeacTBO aHTUBUPYCHOM 3alUThI

MozillaFireFox Bpayzep
GoogleChrome Bpaysep
Opera Bpayzep

12



6.3.2. CoBpemeHHbIe MpodeccHOHATbHBbIE 0a3bI JAHHBIX U HH(OPMAIIMOHHbIE CIPABOYHbIE
CHCTEMBI

1. DnextpoHHast 6uOIMOTEKA «ACTpPaxaHCKH TOCYAApCTBEHHBIH YHUBEPCUTET» COOCTBEHHOMN
renepanuu Ha mathopme DBC «Dnexrponusiii UnranbHblii 3a1 — bubmmoTexy. https://biblio.asu.edu.ru

2. DnektponHo-Ombmmoreunas  cucrema (ObC) OO0  «llomurexpecype» «KoHcympTaHT
crymeHTa». WWw.studentlibrary.ru

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

4. DnexTpoHHO-0MOIMOTeuHas cucrema elibrary. hitp://elibrary.ru

5. DnekTponHo-OubIHOTeYHast cuctema BOOK.ruhttps://book.ru

/. @OH1 OHEHOYHBIX CPEACTB JJI51 TIPOBEJAEHUA TEKYIIEI'O
KOHTPOJIA HITPOMEXYTOYHOU ATTECTAIIUA

7.1. IMacnopT oHIa OLIEHOYHBIX CPEICTB

[lpy mnpoBeneHMM  TEKYHIETO  KOHTPOJS M HPOMEKYTOYHOW  aTTeCTallik 10
IUcHUIUIMHE  «/l0KyMeHT0000pOT B  NCHXO0JIOTO-TEIATOTHYEeCKO padore» MPOBEPSACTCS
c(hOpPMHUPOBAHHOCTH YOOYJAFOIINXCSI KOMIICTCHIINM, YKa3aHHBIX B pa3jielic 3 HACTOSIIEH TPOrpaMMEI.
OTanHOCTh (OPMHUPOBAHUS JIAaHHBIX KOMIICTCHIIMH B TIPOIIECCE OCBOCHHS 00pa30BaTEeIbHON
IPOrPaMMBI OTIPEAEIISETCS MOCIEA0BATSILHBIM OCBOCHUEM JUCIUILTUH (MOIYyJIEH) ¥ IPOXOXKICHHEM
NPaKTUK, a B TPOIECCE OCBOCHUS IMCUUIUIMHBI (MOIYJsl) — TOCJICIOBATEIBHBIM JOCTHKCHHEM
PE3YJIBTaTOB OCBOCHUS COJICPIKATEIILHO CBSI3aHHBIX MEXTy COOOH pa3/ieioB, TEM.

Ta6auna 6
CooTBeTCTBHE H3yYaeMbIX Pa3/IesioB,
Pe3yJbTaTOB 00y4eHHs U OLEHOYHBIX CPEACTB

Kon HanmenoBanue
KOHTPOJIHPYEM OIICHOYHOTO
o CpeacTBa
KOMITCTCHIIUH
(KOMITETEeHIIN)

KonTponupyemst
€ pa3zienbl
JIACITUTITIHBI
(Momyns)

Ne o/

Huckyccus,
1 Temsr 1, 2, 3, 4,5, 6, 7, VYK-4, OIIK-1 | koHTponbHas padoTa,
8,9, 10 pedepar

7.2.  Onucanue nokaszarejed  u KpHUTepueB OLICHUBAHUS
KOMIIeTeHIIUii, OnMcaHne HIKAJTOLEHUBAHUS

Taoauna 7
IToka3aTeu OlleHUBAHUA Pe3yJIbTATOB 00y4YeHHsI B BU/ie 3HAHUI

[kana Kpurepun onennBanus
OLICHUBAHUS

JNEMOHCTPUpPYET TIIyOOKOE€ 3HAaHHME TEOPETUYEeCKOro Marepuaiga, YMEHHe

5 000CHOBAHHO M3JIaraTh CBOU MBICIH 110 0OCYKJIa€MBIM BOIIPOCaM, CIIOCOOHOCTb
«OTIMYHO» | MOJIHO, IPaBUJIBHO M ApIYMEHTHPOBAHHO OTBEYATh HA BONPOCHI, IPUBOJAUTH
IIPUMEPBI

4 ACMOHCTPUPYCT 3HAHUC TCOPCTHYCCKOI'0 MaTcpualia, €ro mnmocjacaoBaTCIbHOC
H3JIOKCHUC, CIIOCOOHOCTD NpUBOAWUTL MPUMEPBI, AOIMYCKACT CAWHUYHBIC

«XOopommo» 6
OIINOKH, UCITPABJIACMBIC ITOCJIC 3aMCYaHUs IPCTIoaBaTeIA
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3 JEMOHCTPUPYET  HEMOJHOe, (parMeHTapHOE  3HAHHE  TEOPETHYECKOTO
MatepHuaia, TpeOyrollee HaBOAALIMX BOMPOCOB IPENoaaBaTels, IOMYCKaeT
CYLIECTBEHHbIE OIIMOKU B €ro M3JI0KEHUH, 3aTPyIHSCTCS B IPUBEACHUU
IpUMEPOB U (POPMYITHPOBKE BHIBOIOB

«yIIOBJIIETBOPHU
TEIHHOY

2 JIEMOHCTPHUPYET CYIIECTBEHHBIE MPOOEIBI B 3HAHUU TEOPETHUECKOT0 MaTepHala,
«HEYNIOBJIETBO | HE CIIOCOOCH €ro M3JIO0XKHUTb M OTBETUTh HAa HABOAAINIUE BOIPOCHI
PUTENBHO» | HMPENOAABATENA, HE MOXKET IPUBECTU IIPUMEPEI

Ta6auna 8
Iloxa3aTenu oneHNMBaHNS Pe3yIbTATOB 00y4eHUsI B BH/Ie YMEHHM I U BJIaJeHUI
[IIxana Kpurepuu onennBanus
OLICHUBAaHUs
JEMOHCTPUPYET CIOCOOHOCTh NMPHUMEHATh 3HAHME TEOPETHUYECKOIo MaTepualia
5 DU BBINOJHEHUU 33JlaHUM, IIOCJIEIOBATEIbHO M IPABWJIBHO BBIIOJHACT
«OTIMYHO» | 3aJaHMs, yMeeT 0OOCHOBAaHHO M3JlaraTh CBOM MBICIHM U JIelaTh HEOOXOAMMBbIE
BBIBO/IbI
JEMOHCTPUPYET CHOCOOHOCTh MPHUMEHSTHh 3HAHUE TEOPETHUECKOI0 MaTepualia
4 IIPY  BBINOJHEHUM 3a/JlaHui, IOCJIEN0BAaTEIbHO M IPABWIBHO BBIIOJIHAET
«XOPOIIIOY 3a/aHus, yMeeT 00OCHOBAHHO M3JaraTh CBOM MBICIH U J€JIaTh HEOOXOJUMbIE
BBIBO/IbI, IONTYCKAeT €IMHUYHbIE OIIUOKH, UCTIpaBIIIEMbIE IIOCIIE 3aMEYaHuUs
IIPEIoIaBaTess
JEMOHCTPUPYET OTHAEIbHBIE, HECUCTEMATU3UPOBAHHBIE HABBIKM, UCIIBITHIBACT
3 3aTPyAHEHUS] W JONMYCKAeT OIMMOKHU IPH BBHIMOJHEHUH 33JaHUH,

«YJOBJICTBOPH | BBIIIOJHACT 3aJaHWC MpH IOJACKA3Ke IpeHojaBaTelisd, 3aTpPydHsACTCS B
TEIILHO» (GhopMyITUPOBKE BHIBOJOB

2 HE CIIOCOOEH MPABWJIHHO BHITIOJIHUTD 33/I1aHUE
«HEYIOBJIETBO
PUTETHHO»
7.3. TumnoBble KOHTPOJbHbIE 3a/laHUSl WJIH HHbIE MATepUAIbl, HEOOXOQUMbIE s

OLICHKH 3HAHUI,yMEHUH, HABBIKOB U (MJIM) ONbITA eATEJbHOCTH

IIpumepHbIe BONPOCHI 4151 KOHTPOJIBHBIX padoT
N0 AUCHHUILINHE «/[0KyMeHT0000pOT B IICHX0JIOr0-TIeJarorn4eckoi padore»

KonTposbnas padora Nel:

1. Cucrema knaccuuKaluu JIOKYMEHTOB: IO TPOMCXOXJIEHUIO; Ha3HAUEHHIO; MECTY
COCTAaBJICHUS;KOJIMUECTBY OTPAKEHHBIX BOIIPOCOB,

2. Cucrema Kiaccu(UKamuy JOKYMEHTOB: TIO CPOKaM HWCIIOJTHEHUS W XpPAHEHUS; CTEICHH
MOJIMHHOCTH; TEXHUKH CO3JaHUSI.

3. OpraHm3anMoOHHOW:  yCTaB, TOJOXXEHHE, MpaBWia, JODKHOCTHAS  HHCTPYKIIWS;
PacniopsurenbHOM: IpUKa3, pacOpsKEHNE, PELLIEHUE, YKa3aHUE, IOCTaHOBIICHHUE;

4. CripaBo4HO-MH()OPMAITMOHHOM: IIACBMO,  aKT,  MPOTOKOJ, CIpaBKa.TeJerpaMmma.
tesneoHorpamMma,pakc. TOKJIaaHas U ciyxeOHas 3amiCKy U T.11.;
5. JIoKyMeHTalusi JTUYHOTO Xapakrepa: pestome, 3asiBJIEHUE,

aBTOOHOrpadus, XapaKTepUCTHKA,TOBEPEHHOCTb, PaclKcKa U T.1I.
KonrtpoabHnas padora Ne2:
1. UHctpykuuss o paboTe ¢ MpeUioKEeHUsSMH, 3asBICHHUSIMH, >KaloO0aMu TpakaaH B
YUPEKACHUAKCOLIUATILHOMN 3aIIUTHI.
2. Tlpuem, perucTpamusi U y4er muceM  rpaxngadH.  Cinyx0a  JTOKYMEHTAallMOHHOTO
o0eCTeyeHUAYTPABICHUS: €€ CTPYKTYpa, GYHKIIUHU, TOJKHOCTHOM COCTaB.
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3. Knaccudukanus OPJl: opraHn3alimoHHO-TIpaBOBasi JOKYMEHTalus (yCTaBbl, MOJOXKEHUS,
IPaBUJIA,ITaTHBIE PACIIMCAHUS, UHCTPYKIIUHN);

4. PacriopsauTenbHas JOKyMEHTAIus (IPUKa3bl, paclopsHKEHUs, TOCTaHOBIICHHS, PELICHUS,
YKa3aHus);

5. MudpopmanmoHHO-CcIIpaBoYHAas JOKYMEHTALUS : OIlEepaTUBHO-
nHpopmanmonHas(muceMa, TeredoHorpaMmebl, Gakchl U T.11.),

6. CnpaBouHo-uH(pOpMaMOHHASI(AKTHI, TPOTOKOJIBI, TOKIaTHbIE, CITY>KEOHBIC 3aIMCKU U TIP.)

Kpurepun onenku:

«OTIHYHO» - JaeTcs KOMIUIEKCHas XapaKTepUCTUKA; JEMOHCTPUPYIOTCSA INTyOOKHe 3HAHUA
TEOPETUYECKOI0 MaTepuasla U yMEHHe UX 000CHOBATh; MOCIIEA0BATENbHOE, IPABUIBHOE U3JI0KEHHUE;
YMEHUE JIeNIaTh HEOOXOIUMBIE BHIBOIBL.

«Xopomo» - Jaercs KOMIUIEKCHAs XapaKTepPUCTHKA; JEMOHCTPUPYIOTCA TIIyOOKHE 3HAHUSA
TEOPETHUYECKOT0 MaTepualla ¥ yMEHHEe X 00OCHOBATH; MOCJIEA0BATEIBHOE, IIPABIIIBHOE U3JI0KEHHE;
yYMEHUE JIeN1aTh HE0OXO0IUMbIE BBIBOJIbI; BO3MOKHBI €IMHUYHbIE OIINOKH

«Y IOBIIETBOPUTEIIBHO» - 3aTPyJHEHHUsI C KOMIUIEKCHOM XapaKTEPUCTUKOW; HEIOJHOE
TeopeTHYecKkoe 000CHOBaHUE, TpeOyIolee JOMOJHEHUST; 3aTPYAHEHUS B (POPMYJIMPOBKE BBIBOIOB.
«HeynoBneTBOPUTENBHO» - HENPABWIbHAS — H3JIOKEHUE, OTCYTCTBHE TEOPETHYECKOTO

O6OCHOB3.HI/I$I, HCYMCHHUC JICJIaTh BBIBOIBI.

IlepeyeHb BONIPOCOB U 3a/1aHMH,
BbBIHOCHMBIX HA 3a4eT

1. TlonsiTue O nENONMPOU3BOACTBE. 3aMayM JEIONPOU3BOACTBA. JJOKYMEHT, €ro CBOWCTBA U
¢bynkun.O0me HopMbl U nipaBuia odpopmieHus nokymerntoB. 'OCT P 6.30 97.

2. Cucrema kiaccu()uKauy JOKYMEHTOB.

3. HopmaTtuBHO-MeToueckast 0a3a, perjaMeHTHpylomas padoTy ¢ JOKyMEHTaMH B

COBPEMEHHBIXYCIIOBHSX.
4. Knaccudukauus AOKYMEHTALMH OpeaHUu3ayuoOHHOU, pPAacnopsaoumenbHotl, JOKYMEHTalus
JUYHOTrOXapakrepa.
5. PekBU3NTHI yIIpaBiIeHYECKUX IOKYMEHTOB.
6. CocraB u oopmiteHHe PEKBU3UTOB OpraHU3alMOHHO-PACIIOPSAAUTEIBHOM,

MH(OPMaLMOHHO-CIIPAaBOYHOM TOKYMEHTALIUH, JOKYMEHTOB JJMYHOIO XapakKTepa.
7. bnaHKu TOKYMEHTOB U MX BUJIBI.
8. INoustre 06 OPJI, cocTaB M CXeMBI paCIOJIOKEHUS PEKBH3UTOB.
9. OdopmieHne peKBU3UTOB OpraHU3allMOHHO-PACTIOPAIUTEIbHBIX JJOKYMEHTOB.
10. OcobeHHOCTH IeNOTPOU3BOJICTBA IO OOPAIIEHUSM IPaK/IaH.
11. KonduaeHumaibHOE AETONPOU3BOICTBO
12. Cocrasienne u ohopMIICHUE TOKYMEHTAIUH TI0 JITYHOMY COCTaRY.
13. mpuHIMI opraHu3any JOKYMEHTO000pOTa Ha IPEANIPUITHH.
14. mpaBwia cocTaBiIeHUS HOMEHKIATYPHI 1 0OPMIICHUE JETI.
15. mpUHIUNBI TOATOTOBKH JOKYMEHTOB K apXMBHOMY XPaHEHUIO U OCHOBBI PA0OTHI C HUMH.

16. TexHMUECKHUE CPECTBA, UCIIOJIb3YEMbIE B IEIONPOU3BOJICTBE.

17. Opranuzanusi JOKyMeHTOOOOpOTa Ha mpeAnpusatuu. MHaekcanus U perucrparus
BXOJILINX,UCXOASIINX BHYTPEHHHUX JTOKYMEHTOB.

18. CocraBieHue HOMEHKIATYphI U (hopmupoBanue aei. OdopmiieHre Ae.MI0ATOTOBKA
JIOKyMEHTOBK apXHWBHOM) XPaHEHHUIO.

Kpurepumn onenku:
- OLICHKA «OTJINYHO» BBICTABIIETCS CTYIEHTY, €CIIM COACPKAHUE COOTBETCTBYET LENIAM U
3aJauaM JUCLUIUIMHBI, YMEET aHAIU3HPOBaTh U 00001IaTh HHPOPMALMOHHBIA MaTepual, JOTHYHO
U TOCIIE[0BaTeNbHOCTh IOAABATh  MaTepuaj, apryMEeHTHpPOBAaTh BBIBOABI, COOJIIOAAET
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HOPMOKOHTPOJIb: CTAaHAAPT OPOPMIICHHS, IIUTATHI, CCHUIKH T10 3asiBIICHHON TEME;

- OLICHKA <«XOpOILIO» - €CIM CTYIACHT IIOKAa3bIlBA€T XOpPOLIME 3HAHUA, JOIYCKAcT
€/IMHUYHbIEC OIMOKH, aHATTU3UPYET PA3INYHbIE TEOPETUUECKHUE TOJIOKCHHUS;

- OLICHKA «yZOBJIETBOPUTEIBHO» - €CIU CTYAEHT AEMOHCTPUPYET Pa3pO3HEHHBIC 3HAHUA,
HE CITI0OCOOEH MPOBECTH aHAIH3 U JaTh OLIEHKY PA3IMYHBIM TEOPETHUECKUM IOJIOKEHUM;

- OLICHKA «HCYIOBJICTBOPUTEIBHO» - €CIU CTYIEHT HE MOXET NPAaBWIBHO OTBETUTH Ha
IIOCTABJICHHBIE BOIIPOCHI, HE CIOCOOEH IPOBECTM AaHAIW3 U JaTb OLEHKY pPa3JIMYHbIM
TEOPETHUUECKUM I10JIOKECHHUAM.

TaﬁJmua 9- HpI/IMepLI OHCHOYHBIX CPEACTB C KIII0YaMHU IIPaBUJIbHBIX OTBETOB

. Bpewms
Ne Tun IIpaBriIbHBII p
DopMyIMpOBKa 3a0aHUs BBIITOJIHEHUS
n/n 3aJaHus OTBET
(B MuHyTaXx)

Ha

YK-4 criocoGeH oCylIecTBIATh JCNOBYI0 KOMMYHHMKAIIMIO B YCTHOW M MHUCBbMEHHOW (opmax

rocyapcTBeHHOM si3bike Poccuiickoit denepaninu u nHOCTpaHHOM(BIX) SI3bIKE(ax).

1.

3amanue K cucreme opranuzanyoHHO- 1,2 2

OTKPBITOTO pactopsAUTEILHOM
THIIA JIOKYMEHTAIIUU OTHOCSITCSI:

1. PacniopsnurensHbie
JIOKYMEHTBI
2. OpraHu3anroHHbIC
JIOKYMEHTBI
3. CTaTHCTHYECKHE
JIOKYMEHTBI
4.11naHOBBIE TOKYMEHTHI
5.YupeautenbHble JOKYMEHTBI
6.uH(pOpMAITMOHHO-
CIIPaBOYHBIE IOKYMEHTHI

YHuuimpoBanHas — cucrema 1 2
JOKYMEHTAIUH 3TO:

l.cucrema JOKyMEHTaI1H,
CO3JlaHHasI o €IMHBIM
mpaBujgaM U TpeOOBaHUSM,
cojepkamias  MH(pOpMaIHUIO,
HEOO0XOUMYIO JUTS
YIIPABJIEHNS B ONPENEICHHOU
chepe esaTenbHOCTH;
2.yauuurpoBaHHble  (HOPMBI
JOKYMEHTOB,
CUCTEMaTU3HPOBAHHBIE 1o
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(GYHKUIUSAM yIpaBIICHUS;
3.COBOKYIITHOCTb JIOKYMEHTOB,

YCTaHOBJICHHBIX B
COOTBETCTBUU  C  PELIAEMBIMU
3aJla4aMH;

4.COBOKYITHOCTb JIOKYMEHTOB,
CBsI3aHHAsA eIMHOOOpa3HBIMU
npaBuiIaMu oopMIiIeHuUS.

B03MOXHOCTB HCIIONTB30BaHUS
(hakcumuIIe Kak COOCTBEHHOM
MOJIKCH PerjaMeHTUPYETCS:
1. I'paxnanckum kogekcomP®d
2. IIpaBunamu
JIEJIONPOU3BO/ICTBA B
(dbenepanbHBIX OpraHax
WCTIOJTHUTEIBHOM BIaCTH

3.-T'OCT P 6.30-2003

Kakomy Buny 611aHKOB
COOTBETCTBYET JIaHHBII HAOOp
PEKBU3UTOB - ['ocynapcTBEeHHBIN
I'ep6 Poccuiickoit @enepannu,
I'ep6 CyOnexTa Poccuiickoii
®enepauuu, aM0OIEMa
OpraHHu3aIH, TOBAPHBIN 3HAK
(3HaK oOcyXUBaHUs), 1aTa,
MECTO COCTABIICHHS WIIH
W3JTAHMSL:

1. 6iank mucema

2. 00wt O11aHK

3. OJIaHK KOHKPETHOTO BUJA
JOKYMEHTa

Ilepeuncnn
porpamm
nezarora

OCHOBHBIC  BH/Ib]
y COIIMAJIBHOTO

NunuBuayanbHeIE.
I'pynmnossle.
KynsTypHO-
IIPOCBETUTENBCKUE

Jnarnoctuueckue.
PazBuBaromme n
KOPPEKIIUOHHBIE.

3ananue
3aKpBITOTO

Kaxk BbI mOHMMaeETE CyIIHOCTh
JIOKYMEHTOo00opoTa?

3ITO CIOKHBIN
TEXHOJIOTHUECKUI
Tpotiecc,
XapaKTEePU3YIOLIN
Hcs
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THIIA

PazanuasiMu

napameTpami,
CBSI3aHHBIMU  C
nporeccaMu

JIOKYMEHTUPOBAHUS U
CO BCeEW
NeSITeTbHOCTBIO
OpraHu3auim.
Opranuszanust
JOKYMEHTO000pOTa
YIOCTOBEPEHUIO U
OTIIPABKEIOKYMEHTOB.

YT0 TaKkoe TUIIOBOU TEKCT?

THITOBOM TEKCT — 3TO
CTEPEOTHUITHBINA TEKCT,
Ha OCHOBE KOTOPOTO
MOXKET OBITh
TIOCTPOCH TEKCT
HOBOI'O IIHCHhMaA.
Crpykrypa

¢bpassl B
TUITU3UPOBAHH

OM ITUCHBME
MIPEICTaBIISET

coboit

YCTOWYMBBIN OTBET.

KakoBbl OCHOBHBIE 33a/1a4H
CITY>KOBI IeTTOTIPOU3BOICTBA?

OCHOBHEIE

co3JaHue
JIOKYMEHTOB, T.€.
¢bukcanust UX  Ha
KaKOM-JIHOOHOCHUTENIE
nepeaada
JIOKYMEHTOB TSI X
MOCTIETYIOIIETO
HCTIOJTHEHHS WU
TIPUHATHS PEIICHUN
perucTpanus
JTOKYMEHTOB  JUIS
OCYILIECTBIICHUS
KOHTPOJISI HaJuX
HCIIOJTHEHUEM
CHCTEMAaTH3alHI U
XpaHeHHe
JIOKYMEHTOB,
OBICTPBIN MOUCK
JOKYMEHTOB IO
HaI0OHOCTH
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Kaxkue denepanpubie 3aKOHBI,
HOpPMAaTHUBHBIE aKThI 1O
PEryJIUPOBaHUIO Cephl
JIEJIIONPOU3BOJICTBA BaM
W3BECTHBI?

B cdepe
JIeTIONPOU3BOICTBA
u
JIOKyMEHTOO0OpOT
a MOT'YT
MIPUMEHSTHCS
CIIEAYIONIHE
JIOKYMEHTHI:

@3 Ne 125-D3 «O6
apXUBHOM JIeJie B
Poccuiickoit
Oenepanuny; O3 Ne
63-D3 «O6
JJIEKTPOHHOU
noanucu»;, O3 Ne
149-@3 «O6
nHpopmanmu,
WH(POPMAIIHOHHBIX
TEXHOJIOTHSIXH O

3anmuTe HHpopManumy;

®3 Ne 98-D3 «O
KOMMEpUYECKOU
taiftHe»;, O3 Ne 152-
®3 «O
TEPCOHATBHBIX
IaHHbIX»; @3 Ne59-
@3 «O nopsiake
paccMOTpeHUs
oOparteHui
rpaxaaH
Poccuiickoit
®enepaunny; 'OCT
P 7.0.8-2013
«CUBU/I.
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10. VYkaxute nopsiiox [Topsimok
MIPOXOXKICHHSI BHYTPEHHHUX MIPOXOXKACHHS OJHOTO
JIOKyMEHTOB. 13 BHYTPEHHHX
JIOKYMEHTOB(TIpUKa3a)
MOJKET OBITD
CIICTYFOIIIM:
COCTAaBJICHHE MTPOEKTA
JOKYMEHTa

€ro U3roTOBJICHHE
BHU3UPOBAHME MMPOCKTA
JOKYMEHTa
MOIIHCAHUE
perucTpanus
pPa3MHOXCHHE U
JIOCTaBKa MPHKa3a
HCITOJTHUTEIISIM
KOHTPOJIb 32
HCIIOJIHEHHEM
MOIIIMBKA
HCIIOJIHEHHOTO
JIOKYMEHTA B JIEJIO

K00 u naumenosanue npoeepﬂemoﬁ Komnemenuuu
OIIK-1 cnocoben OCYHICCTBJIATDH HpO(beCCI/IOHaJ'IBHYIO JACATCIIBHOCTh B COOTBECTCTBHHU C

HOPMAaTHBHBIMHUIIPABOBBIMU aKTaMu B cpepe 0Opa3oBaHus 1 HOpMAaMU PO(PECCHOHATBHOMN STHKH.

1. 3amanue PexBusut «BU3a» MOXET 2
OTKPBITOTOTUIIA | BKJIIOYATh:

1.J10J5KHOCTH BUBHPYIOIIETO, €TO
MOAMHUCH, paciu(pPOBKY
(MHULIMATBL U paMIIIUS) U JaTy
2.Iloanuck, pacmmdpoBKy
(®.1.0), naty

3.J10mKHOCTD, MOAMUCH, ATy

4 JIOIDKHOCTD, TTOATHCH,
pactpoBKY MOIMUCH

(®.N.0)

2

2. TexkcT ToOKyMeHTa COCTaBIISAIOT 2
Ha rocy/1apCTBEHHOM SI3bIKE
Poccuiickoit @enepannu Win Ha
TOCYJapCTBEHHBIX S3bIKAX
cyonekToB Poccuiickoit
®denepanu B COOTBETCTBUH C:
1.IIpaBunamu
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/1

Tun
3aaHus

@opMyIMpOBKa 3a1aHUs

[IpaBunbHbIN
OTBET

Bpewms
BBITTOJTHEHUS
(B MuHyTaXx)

JIEIONIPON3BO/ICTBA B
(benepanbHBIX OpraHax
HCIIOJHHUTEIHHOM BIIACTH
2.3aKOHOATEILCTBOM
Poccuiickoit @enepanuu u
cyowsekToB Poccuiickoit
denepanuun

3.I'C 10y

B nokymenTax (npukas,
pacropsiKeHue 1 T.J1.)
OpraHu3alui, 1eUCTBYIOIIHX
Ha IPUHINIAX €AMHOHAYAIIMS,
a Tak)Ke JOKyMEHTaXx,
aJpECOBAHHBIX PYKOBOJICTBY

OopraHu3anuu, TCKCT U3JiararoT:

1.0t TpeTbero ymua
MHO>KECTBEHHOT'O YHCIIa
2.0T TEepBOTO JIHIa
€IMHCTBEHHOTO YHCIIa
3.-OT TPETHETO JIHIIA
€IMHCTBEHHOT'O YHCIIa

B npakrtuke odpopmienus
JOKYMEHTOB 3ar0JIOBOK
COCTaBIISIETC K:

1. rekcry 106010
o(hUIMaTBHOTO TOKYMEHTA

2. TEKCTY IOKYMEHTa,
MOATOTOBJICHHOTO Ha (hopmaTe
A4

3. TeKCTy TOKYMEHTAa,
MOATOTOBJICHHOTO Ha (hopmaTe
AS

4. TEKCTY UCXOMSIINX
JTOKYMEHTOB, 00bEMOM HE
6onee 5-7 CTpPOK.

[Ipogomxu onpenencHue
ConuansHoe 00ydeHue — 3T0. ..

LleneHanpaBicHHBIN IIpolLecc
[epeadyd COLMAIbHBIX 3HAHUU W
(hopMHUpOBaHUS COLIMAJIbHBIX
YMEHUI u HAaBBIKOB,
CMOCOOCTBYIOIIMX  COLMATIHM3alNY
JTMYHOCTH.
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/1

Tun
3aaHus

@opMyIMpOBKa 3a1aHUs

[IpaBunbHbIN
OTBET

Bpewms
BBITTOJTHEHUS
(B MuHyTaXx)

WHJIMBHIYQJIBHO - KOJTMYECTBOM
Y4aCTBYIOIIMX B COTJIACOBAHUU
UHCTAHIAH

3amanue
OTKPBITOTO
THUIIA

Hazosure o0wmue n
crienuanbHble PYHKIIUU
JOKyMEHTa

JIOKyMEeHT — TONU(yHKINOHAIICH
(MHOTO(YHKIIMOHAJICH),T. €.
CONEpP)KUT B cebe pa3nuvHbIe
(GyHKINH, KOTOpPBIE C TEYCHHUEM
BpPEMEHHU MEHSIOT CBOE
JOMUHHpYIOIIEe 3HAUYCHHUE.
Beipensrores

(GyHKIUU 001IKe U CHelHalbHbIE.
OO6mue - 310 MH(pOpMaLMOHHAs,
COllMaJIbHAsl, KOMMYHHKAaTHUBHAs,
KyJbTYpHas,

CTeMaNbHbIE - YIpaBJeHUYECKasl,
IpaBoBas, GbyHKIHSA
MCTOPUYECKOTO MCTOYHUKA,

GbyHKIHA y4era.

B ueM 0c00OE€HHOCTD SI3BIKA U
CTHJIS CITY’)KEOHBIX
JIOKYMEHTOB?

SBBIK W CTWIb
JIOKYMEHTOB JTOJKEH
COOTBETCTBOBATh  TPEeOOBAHUAM
JIEJIOBOTO CTUJISI, OCOOCHHOCTSIMU
KOTOPOTO SIBJISIFOTCS:
FOpUIAYECKAS 0e3ynpeyHOCTb
(hopMyITHPOBOK, HE
JTIOMYCKAroIIast Ppa3InYHBIX
TOJKOBAHUW U HESICHOCTEN
HEUTPAIbHBIN TOH U3JI0KEHUSA
JTAKOHUYHOCTh

CITY’)KE€OHBIX

KaxkoBb! pazHOBHHOCTH
CITy>K€OHBIX THcemM?

CnyxeOHas iepenucka BKIIOYaeT
MHO€ECTBO BUJIOB U
Pa3HOBUIHOCTEN MUCEM:
MUCbMA-TIPOCHOBI;
MTUCBMa-3aIpOoCHI;
MUCbMa-TIPEIOKECHNUS;
COTNPOBO/IUTEINTFHBIE TUCHMA,;
MTUCHMAa-TIOITBEPIKICHNS;
MUCbMa-NU3BEIICHUS;
MTUChMa-HAaTIOMUHAHUS,
MTUCbMa-peKIIaMaITii;
MUCbMAa-TIPUTTIAIICHHS.

Kakue tpeboBanus
MPEIbSBISIOTCS K
COCTaBJICHUIO U 0(OPMIICHHUIO
JOKJIa/IHBIX 3aIHCOK?

JloxmamHast 3amucka MOXeT OBITh
COCTaBJicHa KaKk 10 JIMYHOH
MHULIMATHBE JIOJLKHOCTHOT'O
JUIA, COTPYAHUKA OpTaHH3aIuH,

10
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Bpewms

Ne Tun [IpaBunbHbIN
DopMyIMpOBKa 3aaHUS BBITOJIHEHUS
n/m| 3axaHus OTBET
(B MuHyTaXx)
TaK U 10 yYKa3aHUIO

(MUCPMEHHOMY WM  YCTHOMY)
PYKOBOAUTEIIS.

Ilo conmepxkaHul  JOKJIaJgHbIE
3aIlMCKU MOAPA3/eIAI0TCs Ha:
MHUIMATUBHbIC
UH(QOPMaIIMOHHBIE

OTYETHBIE

WNHunyaTuBHBIE JOKJIAHbIE
3aIIMCKU COCTABIISIOTCS C LEIIBIO
noOyAuTh  ajapecata  IPUHATH
OIIPENIEIIEHHOE PELICHHUE.
NHdpopmMalMOHHBIE — € LEJbIO

POUH(POPMHUPOBATH
PYKOBOJICTBO 0 JeTaNsIX,
MeToax, pe3yibTarax

BBINIOJIHEHUS UX [TOPYYEHUH.
OTtuyeTHBIE JOKJIaAHBIC 3aIlMCKH
cojepxkar nH(pOpMaLIHIO 0
BBIMIOJTHEHHOH padoTe.

B 3aBucumoctn oT amgpecara
JOKJAJHble  3alUCKU  JIeNATCA
Ha BHYTPEHHUE U BHELIHUE.
BHyTpeHHUEe NOKIaJAHBIE 3aIIMCKH

HanpaBJIsIOTCA PYKOBOJCTBY
OpraHHu3aLUy. ABTOpaMu
BHYTPEHHUX JOKJIAJHBIX 3aIIUCOK
SABIISIIOTCS pabOTHUKH
OpraHHU3aLuH. Jloknannsle

3allUCKU COCTABIISIIOTCS HA JIMCTE
Oymaru oT pykH WUJIH Te4aTaroTCs.

[TpaBuna ux oopmieHus
(pacnionoxxeHue u OQpopMIIEHHE
PEKBHU3HTOB) JIOJKHBI

COOTBETCTBOBATh  TPEeOOBAHUIM
I'OCT P 6.30-2003.

B 3anucke ykassiBaercs:

- HAVMEHOBAaHWE CTPYKTYpPHOIO
nojpasieneHus, rae paboTaer
aBTOP JAOKJIAJHOM 3alUCKHU

- HAUMCHOBAHUEC BU1a )IOKyMeHTa

- JlaTa COCTaBJICHUS

- PErHCTPAallMOHHBIM  MHAEKC
(ecnmm JIOKJIaJIHEIC 3aUCKHA
PETUCTPUPYIOTCS KaK BHYTPEHHHUE
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. Bpewms
No Tun [TpaBuibHBIN P
DopmyIUpPOBKA 33aTaHUS BBIITOJIHCHUS
/n| 3agaHds OTBET
(B MuHyTaXx)
JIOKYMEHTBI)
- 3ar0JI0OBOK
- ajpecar
- TEKCT
- IOJIMTUCH
BuyrpenHroro JNOKJIaJHYIO

3aIMCKY IMOAINUCBIBACT €€ aBTOP.
Breninue JOKJIaJHBIC 3allMCKH1
HAIpaBJIAKOTCA B BBIMICCTOAIINC

OpraHu3aluHu.
Onu odopmisioTcss Ha o0IIEeM
OnaHke OpraHu3alui,
HOJIIMCHIBAKOTCS ee
PYKOBOAUTEIIEM. ITomumo

PEKBU3UTOB o0OIIero OjaHka Ha
BHEIIHUX JOKJIAIHBIX 3aIlUCKaX
YKa3bIBAIOT PEKBU3HTHIL: aJipecar,

HCIIOJIHUTEb.
10 [lepeuncnure pyHkuUn 3amaun oOecreueHus 5
ciryx0s1 JIOY JOKYMEHTHPOBAHHUS

YIPABIEHYECKOU  IEATEIbHOCTU
MOTYT OBITh PELIEHBI C IOMOLIbIO

BBITTOJTHEHUS CITCTYFOTITHX
(GyHKIMIA:

pa3paboTka ¥ TMPOEKTUPOBAHHE
0J1aHKOB, obecrieueHust 170.4
W3TOTOBJICHUS

obecrieueHHe HM3TOTOBJICHUS
JTOKYMEHTOB,  KONHUPOBaHUS |
TUPAKUPOBAHUS

KOHTPOJIb Ka4eCTBa MOJITOTOBKU U
odopmIIeHUS JIOKYMEHTOB,
COOIOZICHHE YCTaHOBJICHHOM

mpoueaypsl COrjiaCoBaHusA u
YAOCTOBCPCHUC TOKYMCHTOB

[ToyHBII KOMIUJIEKT OLIEHOYHBIX MAaTepuajioB MO AMCHUILIMHE (MOIYJN0) (POHI OLEHOYHBIX
CPEICTB) XPAaHWUTCSI B IEKTPOHHOM BHJAE Ha Kadeape, yTBepXKIaooled padouyro
POrpaMMYAUCIUILINHBI (MOTYJIs1), U B L[eHTpe MOHUTOpUHTA U ayJUTa KauecTBa 00yUEHHS.

7.4. MeTtoauyecKue MaTepuaJibl, ONpeae/siiolue Mpoue1ypbl OLIEHUBAHUS Pe3yJIbTATOB
00yuyeHus 10 TUCHMILINHE (MOIYJIIO)

Tabanna 10 — Texnoornyeckasi Kapra pedTHHIOBBIX 02JVIOB 110 JHCHHUIIMHE(MOIYJIIO)

24



Ne KonnuectBo MakcuMmaJjibHOe Cpox
KonTposmpyembie .
n/n MeponpusiTuii/
MepOoNpPHUATHS oasubr! KOJIHYeCTBO NpeaoCcTABIEHUS
0a/10B?
OcHoBHoI1 0J10K
1. BeicTymienus Ha ceMuHape:
1.1. | moyHBIN OTBET IO BOMPOCY 1-56anna 20
110 PACIHUCAHUIO

1.2. | momonHeHue 1 Gamn 5
2. BeolnosHeHnE NPaKTUUYECKUX 1-506amnasa

3anad pabory 10 T10 PACIIMCAHUIO
3. KoHTtposbHas pabota 1 - 5 Ganos 5 10 paCIUCaHHIO
Bcero 40
4. Baok 6onycoB
4.1. | Ilocemienue 3aHATHIA +2
4.2. | AKTUBHOCTH CTY/ICHTA Ha +3

3aHITUU 10 110 PaCIUCaHUIO
4.3. | OtcyrcTBHE MPOITYCKOB +5

3aHATUI

Tadoauna 11 — Cucrema mrpadoB (17151 0THOTO 3aHATH)

[Tokazarens bamn
Ono3zoanue na 3auamue -2
Hapywenue yueonou oucyuniumoi -2
Hezomosnocmw k 3ansmuio -2
IIponyck 3ansamus 6e3 y8axcumenbHou NPU4UHbL -2

Tab6auna 12 — IIkana nepeBoga PeWTHHIOBBIX 0a/UVIOB B HTOIOBYIO OLIEHKY

o AUCUMIIMHE (MOIYJII0)

32 ceMecTp

Cymma GansioB Orenka no 4-0anapHOM MIKaje
90-100 5 (oTIMYHO)
85-89
75-84 4 (xoporio)
70-74
65-69 3 (
6064 YIOBJIETBOPUTEIIHHO)
Huxe 60 2 (HEeyIOBIIETBOPUTENHHO)

HpI/I pcam3aniui  JUCHUIIIINHBI (MOI[yJ'I}I) B 3aBHCHMOCTU OT YPOBHA IMOATOTOBJICHHOCTHU
06yqalonmxcs[ MOTYT OBITH HCHOJIL30BAaHBI WHBIE (bOpMI)I, METOJbl KOHTPOJIA W OLHCHOYHEBIC
cpeacTBa, UCXOas U3 KOHKpCTHOfI CUTyalllu.

8. YUYEBHO-METOIMYECKOE W HWH®OPMALMOHHOE OBECIIEYEHHE

JUCIUITJIMHBI

8.1 OcHoBHasi TUTEpaTYpa:

1. H.H. HOlysanora, A.}O. lBanoBa OCHOBBI [EJIONPOHM3BOJCTBA M SI3BIK CIY)KEOHOTO
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JIOKyMeHTa: y4deOHo-TpakTuueckoe nocodue. - PocroB H//l: ®enukc, 2007. - 396¢c. - (Boiciee
o0Opa3oBaHHeE).

2. Topnaceni WM.II., Ilenaroruxa: 100 BompocoB - 100 orBetoB / W.II. Ilogmacerii. - M. :
BJIAJIOC, 2006. - 365 c. - ISBN 5-305-00038-6 - Tekcrt : snekrponusiii // 9bC "KoHcyapTaHT
cryaenta" : [caiit]. - URL : http://www.studentlibrary.ru/book/ISBN5305000386.html

8.2 nomoJHUTE/IbHAS JJUTEPATYpa:

1. Tyrrapu P.JI. JlokymeHTHpOBaHUE yrpaBlieHYecKon aestenbHocT.  M.: WHppa - M.
2005.

2. CrentokoB  M.B. O6pa3isl JOKYMEHTOB 110 Aesionpou3BoAcTBy, M.: ITprop.2005,
3. CasunoB A.H., 3apem6o T.®. Opranuzamus paboThl OpraHoOB COLIMAJIbHOM

3amuThl. YaeOHoe mocodue. - M.: Mactepctro. 2005.
4. TpynoBoii konekc PD.

8.3.nTepHeT-pecypchl, He00X0AMMBbIE /115l 0CBOCHUSI T CHUIITUHBI (MOLYJI51)
- DOmnektponHo-6ubanoreunas cucrema (OBC) OOO «llonurexpecypc» «KoHCymbTaHT
cryneHTay.Www.studentlibrary.ru.

9. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JUCHUITIMHBI

JlexuuoHHass ayauTOpusi C MyJbTHUMEIHWA pecypcaMH JUIsl IIOKa3a BMJICO-KOHTEHTAa U
MIpe3eHTAIIM, 3371 OTKPHITOTO A0ocTyna K cetu Murepner, [1K.
Aynuropus I CEMUHApCKUX 3aHATUN C MyJIbTHMEIUAa pecypcaMu Ui MOKa3a BMJICO-KOHTEHTa U
Mpe3eHTAIH, OpraHU3aI[i KOMaHTHOU paboThI CO CTYCHTaMH.
PaGouast mporpaMMa JTUCIUTUTMHBI IPH HEOOXOJIUMOCTH MOXET OBITh aJIaliTUPOBaHa ISl 00ydeHus (B
TOM YHCIE C MPUMEHEHHEM JHUCTAaHIMOHHBIX OOpa30BaTENbHBIX TEXHOJOTUH) JIHMIl C OrpPaHUYCHHBIMU
BO3MOXXHOCTSIMU 370pOBbs, MHBaIUA0B. [[nst sToro Tpebyercs 3asBieHHME OOYYarOIIMXCs, SIBIISIOIIUXCS
JULAMU C OTPAHUYEHHBIMUA BO3MOXKHOCTAMHM 3[I0pPOBbs, MHBAJIUAAMH, WIM X 3aKOHHBIX MpPEJICTaBUTENECH U
PEKOMEHIallUK TICUXO0JIOTO-MEIMKO-TIeIaroTH4ecko KoMuccuu. Jljis MHBaNIMIOB cojep:KaHue padbodeit
MpOorpaMMbl JUCHUILIIMHBI MOYKET ONPEAENATHCS TAKKE B COOTBETCTBUM C MHIWMBUIYAJIIBHOW MHPOrpaMMOi
peadunuTaly HHBaIUAA (IPYU HATUYUH).

10. OCOBEHHOCTMH PEAJIM3ALUN JUCHUITJIMHBI ITPU OBYYEHUU UHBAJIM10B 1
JIML C O'PAHUYEHHbBIMH BO3MOXHOCTAMMU 310POBbA

Pabouas nporpamma AMCUMIIIMHBI IPU HEOOXOIMMOCTH MOXKET ObITh aJjanTHpOBaHa JJid 00yueHus (B
TOM 4YHCJI€ C IPUMEHEHHEM [HCTAaHIMOHHBIX OOpPa30BATEIbHBIX TEXHOJOTHM) JHI C OrpaHMYEHHBIMU
BO3MOYKHOCTSIMHM 3/10pOBbsl, MHBaJIUAOB. J[s1 3TOro Tpedyercs 3asBiICHHE OOYYAIOIIUXCS, SBIISIOLIMXCS
JUIAMH C OTPaHUYEHHBIMU BO3MOKHOCTSIMM 37J0POBbs, HHBAIMJIAMH, WIM UX 3aKOHHBIX MpPEICTaBUTENEH U
PEKOMEHIALMU TICUXO0JIO0T0-MeUKO-Tieiarornyecko komuccuu. [Ipu oOyueHMHM 7M1l ¢ OrpaHHMYEHHBIMH
BO3MOXXHOCTSIMU 3/I0POBbSI YUUTHIBAIOTCA WX HHIUMBUIYyaldbHbIENIcUXO(hu3nueckue ocodeHHoctu. OOyueHue
WHBAJINJIOB OCYIIECTBISETCS TaKXe B COOTBETCTBUM C WMHIUBUAYaJIbHOH NPOTrpaMMON peadminTanun
MHBaIMAa (IpU HATUYHUH).

Jis nui ¢ HapylIeHHEM cllyXa BO3MOXHO IpeaocTaBieHue y4ueOHoW MH(opManuu B BU3yaJbHOMN
dbopMe (KpaTKUH KOHCIIEKT JIEKIM; TEKCThl 3aJaHU{, HaleyaTaHHbIE YBEJIWYEHHBIM MIPUPTOM), Ha
ayIUTOPHBIX 3aHATHSX JIOMYCKAaeTCs MPUCYTCTBUE AaCCUCTEHTa, a TaKXkKe CYpIONEPEBOAYUKOB U
TU(dIOCYpIOTIEPEBOAYMKOB. TeKyIMii KOHTPOJIb YCHEBAEMOCTH OCYILECTBISETCS B MHUCHBMEHHOW QopMme:
00y4JaroIuiicsi MMCbMEHHO OTBEYAET Ha BOMPOCHI, MHUCHMEHHO BBIMOJHSET MpaKTUYecKue 3a1anus. Jlokman
(pedepar) Takxke MOXKET OBITH MPEACTABICH B MUCHMEHHON (QopMe, TpHU ITOM TPeOOBAHHS K COIEPKAHHUIO
OCTalOTCSI TeMHU XKe, a TpeOOBaHUS K KaueCTBY H3JIOKEHUs MaTepuana (MOHATHOCTb, KayeCTBO peuH,
B3alMOJICIICTBUE C ayAUTOPHEN U T. 1.) 3aMEHSIOTCS Ha COOTBETCTBYIOIIME TPEOOBaHUs, MPEIbABIsSEMbIE K
NUCHbMEHHBIM paloTaM (KauecTBO O(OpPMIIEHHS TEKCTa M CIMCKA JIUTepaTypbl, TPaMOTHOCTb, HaJM4Ke
WUTIOCTPAL[MOHHBIX MaTepuaioB U T. A.). Ilpomexxyrounas arrectanus Ui JIML C HapyLIEHUSAMM CllyXa
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MPOBOANUTCS B TMHCBMEHHOW (opMe, MpU STOM HCHOIB3YIOTCS 0O0mue KpuTepuu olleHuBaHus. [Ipu
HEO0OXOIMMOCTH BPEMS TIOJITOTOBKH K OTBETY MOXET OBITh YBEITHUCHO.

Jlis MI ¢ HapyIIeHHEeM 3pEHUs JIOMYCKaeTCsl ayAHallbHOS IMPEJIOCTaBICHHE MH(POPMAIUH, a TAKKe
UCIIOJIb30BAaHNE Ha ayJUTOPHBIX 3aHATHUAX 3BYKO3AMKCHIBAIOIIMX YCTPOMCTB (IMKTOGOHOB H T. II.).
JlomyckaeTcsi MPUCYTCTBHE Ha 3aHATHAX AaCCHCTEHTa (ITOMOIIHHUKA), OKa3bIBAIOMIETO OO0yYaroIMMCs
HEO0OXOIMMYI0 TEXHUYECKYIO MMOMOIIb. TeKyIuii KOHTPOJIb YCIIEBAEMOCTH OCYIIECTBISIETCS B YCTHOHM dopme.
[Tpu mpoBeeHUN MTPOMEKYTOUHOM aTTECTAIMK JUIS JIMIl C HAPYIICHUEM 3PCHHS TECTHPOBAHUE MOXKET OBITh
3aMEHEHO Ha YCTHOE COOECeI0BaHUE TI0 BOIIPOCAM.

Jlis  oui ¢ OrpaHWYCHHBIMH  BO3MOXKHOCTSIMH ~ 3JIOPOBbS, HMEIONIMX HAPYIICHHS OIMOPHO-
JBUTATEIBLHOTO armapaTa, Ha ayIUTOPHBIX 3aHATUSX, a TaKKe MPU MPOBEACHUU MPOLEAYpP TEKYIIEro
KOHTPOJISI YCIIEBAEMOCTH M IPOMEXKYTOYHOH aTTeCTAalldd MOTYT OBITh MPEAOCTaBICHBI HEOOXOIUMbIC
TEXHUYECKHE CpelcTBa (TEpCOHANBHBIA KOMITBIOTEp, HOYTOYK WM JPYrod TaJKET); IOIYyCKaeTcs
MPUCYTCTBUE ACCUCTCHTA (ACCHCTEHTOB), OKAa3bIBAIOIIEIO OOYYAIONIMMCS HEOOXOJUMYI0 TEXHHUYECKYIO
MOMOIIbL (3aHATh pabodee MECTO, MEePEABUTATHCA 10 ayJUTOPUH, MPOUYUTATh 3aJaHue, O(QOPMHUTH OTBET,
00IIATHCS € TIPETOIaBATEIIEM ).
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