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HEJIN U 3AJAYN OCBOEHMUSA U CHUITTIMHBI

1.1. HeasiMu ocBOeHHS TUCHUIIMHBI «/lOKyMeHTOBeJdeHHEe B PadoTe NMCHUX0JI0ra M CONUATBLHOIO
nejaarora» siBJSIIOTCS TPUOOPECTH yMEHHUS OPraHW30BaTh M JIOKYMEHTaIbHO O(DOPMHTH CBOIO
npoeCCHOHATIBHYIO JESATEIPHOCTh Ha JII0OOM paboueM Mecte (B YUYPSKICHHSIX COIHATBHOM
3allUTHl HACEJICHHUS, 3IPABOOXPAHECHUS, HAPOAHOTO 00pa30BaHUA U Ip.).

1.2. 3agauu ocBOCHHUS AUCIHUIINHBI:
c(hOpMHUPOBATH Y CTYJICHTOB MIEPBUYHBIC 3HAHK 00 OCHOBAX JCIIOMPOU3BOACTBA H JIOKYMEHTO000pOTa
B 00pa30BaTENbHBIX, COIUAIBHBIX YUPSKICHHUSIX, PA3BUTh HABBIKKM PaOOThI C OCHOBHBIMH BHUIAMH
JOKYMEHTOB B JICITEILHOCTH paOOTHUKOB COLMATIbHO-TIEIarOTMYECKO Cephl.

2. MECTO JUCIIMIIJIMHBIB CTPYKTYPE OIIOII

2.1. YueOnas nucuMminHa «JlokyMeHTOBeleHHe B padoTe MCHXO0J0Ta U COUUAIBHOIO IeJarora
OTHOCUTCH K 4dacTu, QopMupyemMoil ydacTHUKamMu oOpazoBaTenbHbix oTHomenuit (b1.71.04.01)
IIPOrpaMMbl MOATOTOBKM OakajlaBpoB OYHOIrO otTheneHus 1o HampasieHuto 44.03.02 Ilcuxonoro-
negarorunyeckoe oopaszoBanue. [Ipoduis «IIcuxonorus u counanbHas MeJaroruKa.

2.2. lasi u3yveHUusl TaHHON y4eOHOH TMCUMIJIMHBI HEOOXOIAMMBI CelyIe 3HAHUS, YMEHUsI U
HABBIKHU, (popMuUpyeMble NpeaNecTBYIOIUMH TUCHUILINHAMMU

—  CoyuanvHas neoazocuxa

3nanus:
- HOpPMATHBHBIC JIOKYMEHTHI, PETIIAMEHTHPYIOIHE COCTaBICHHE U O(QOPMIIEHHE JOKYMEHTOB, U
MOPSAIOK pabOThI C HUMHU.

Yvmenus:

- TO0JIb30BaThCA U3YYEHHBIMU CTaHAAPTU3UPOBAHHBIMA TEPMUHAMU;

- TPUMEHATHh Ha MPAKTUKE TOCYJApPCTBEHHBIE CTaHIAPTHI, APYTHMe HOPMATHUBHBIE U METOAMYECKUE
JTOKYMEHTBI, PErIaMEHTUPYIOIINE OPraHU3alMI0 JOKYMEHTAIIMOHHOTO O0ECIeUeHUs] TICUXOJIOTO-
MeJarornyecKon IeITeIbHOCTH.

HaBbiku:

- HaBbIKAMH HUCITIOJIB30BAHUS HpaBI/IJ'I COCTAaBJICHUS 158 Oq)OpMJ'IeHI/ISI OpFaHI/I3aIII/IOHHO'
pacHopsSAUTENbHBIX JTOKYMEHTOB, BXOASIIMX B YHUQPUIMPOBAHHYI CHUCTEMY OpPTraHHU3AIOHHO-
paCHOpHHHTeHBHBIX }IOKYMGHTOB B COIIMAJIBHBIX cny>1<6ax, yqpemneHHﬂx 158 OpFaHI/ISaI_[I/ISIX COHHaHBHOﬁ
3aIUThI HACEJICHHUs, 00pPa30BaHMUS, 3IPABOOXPAHEHUSI.

2.3. Hocaenyiomue yyedHbIe AUCUUILIUHBI, 151 KOTOPbIX HEO0X0AUMBbI 3HAHUS, YMEHUS] 1 HABBIKH,
(opmupyemble 1aHHOH y4eOHOM AUCHUIIIMHOM:

—  Coyuanvro-nedazoeuyeckas 0esimeibHOCMb U COBPEMEHHASL CUCTeMA 0OPA306aHUsL
—  Memoovl u mexHono2uu COYUaIbHO-NEOA202UEeCKOl 0esIMelbHOCMU 6 00Ueobpaz08amenbHbIX
VupestcoeHusx

3. INTAHUPYEMBIE PE3YJIbTATbBI OBYUYEHUS 11O JUMCHUIITIMHE (MOAYJIIO)



[Ipouiecc wu3y4eHUs NUCHUIUIMHBI HAmpaBlieH Ha (QOpMHpPOBAHUE JIEMEHTOB CIIEAYIOIINX
komnereHnii B cootBercTBUU ¢ ®PI'OC BO um OIIOIT BO no manHOMYy HampaBlI€HHUIO IMOJATOTOBKU
(crenuanbHOCTH):

a) yauBepcaibHbIX (YK): YK-4 CriocobeH ocymecTBIsITh ASOBYI0O KOMMYHHKAIIUIO B YCTHOU U
MUCBMEHHOW (opMax Ha TOCyIapcTBEHHOM si3blke Poccuiickoit ®denmepanuu U HWHOCTPAHHOM(BIX)
SI3BIKE(aX)

0) obmenpodeccuonanbupix (OIIK): OIIK-1 CrocobeH ocymiecTBIsATh MpodhecCHOHATBHYIO
NESTEIbHOCTh B COOTBETCTBUU C HOPMATHUBHBIMH MPAaBOBBIMU aKTaMH B cpepe 00pa3oBaHUsS U HOPMAMHU
pohecCHOHATLHOM STUKU

Taoauna 1

JdexoMIo3unus pe3yJibTaToB 00y4eHusI

[[nanupyemble pe3yabTaThl 00yUeHUSs MO AUCHUILUINHE

II-I<:1)IfI[MHeHOBaHI/Ie 3uatsb (1) Ymers (2) Bnanets (3)
KOMIIETEHINH
VYK-4 Criocoben NVYK-4.1. 3naer: NVYK-4.2. Ymeer: NYK-4.3. Bnageer:
OCYIIECTBIIATh OCHOBBI YCTHOM aJlaliTUPOBATh Peyb, HOpMaMH ¥ IIPaBUIIaAMHU
JICTIOBYIO JEJIOBOU CTHJIb OOIIIEHUS U JIEJI0BOr0O OOIIEHNS B
KOMMYHHKaIHIO B KOMMYHHKAIUU U S3BIK)KECTOB K YCTHOM M IMCbMEHHOMN
YCTHOM U JIeJIOBOM MEPENUCKU CUTyalLUsIM JIEJI0BOro | dopmax

MMCbMEHHOU (hopmax
Ha rOCyJ1apCTBEHHOM
s3e1ke Poccuiickon
®denepaunu U
UHOCTPaHHOM(BIX )
A3bIKe(ax)

Ha rOCYIapCTBEHHOM
si3pIke PO n
WHOCTPAHHOM SI3bIKE
C yu4eTom
0coOeHHOCTEH
CTHJINCTHKHU
OpUIHATBEHBIX U
HEO(PHUITNATEHBIX
MHCEM U
COLIMOKYJIBTYPHBIX
pa3nuuuii B popmarte
KOPPECTIOH ICHITHNH;

B3aUMOJCHUCTBUS, B
TOM 4YHCIIE, B
MyOJIMYHBIX
BBICTYIUICHHUSIX;
BBIIIOJIHSTH EPEBOJ
npoeccuoOHATbHBIX
JIETIOBBIX TEKCTOB C
WHOCTPAHHOIO S3bIKA
HAa roCyJapCTBEHHBII
s13bIK PO U1 ¢
rOCYJapCTBEHHOI O
si3p1ka PO Ha
UHOCTPaHHBIN;




OIIK-1 Criocoben
OCYIIIECTBIIATh
po(ecCHOHATBHYIO
JIeATEIILHOCTD B
COOTBCTCTBHUHU C
HOPMaTUBHBIMHU

NOIIK-1.1. 3naer: -
[IPUOPUTETHEIE
HarpaBJICHUS
pa3BHUTHS
00pa3oBaTeNbHOM

NOIIK 1.2. Ymeer: -
MIPUMEHSITh
HOPMAaTHBHO-
IIPaBOBBIC aKTHI B
chepe oOpazoBaHus U

HMOIIK 1.3. Brangeer: -
TOTOBHOCTBIO
co0JII0JaTh IPABOBBIE U
TUYECKUE HOPMEI B
YCIOBUSIX peaIbHBIX

cuctembl Poccuiickoil | HOpMbI eIarorn4ecKux
HpaBOBBéMH aKTaMU B | peneparmm, 3ak0HOB | MPOdECCHOHANBHOI CUTyaLHiA; -
cdepe oOpa3zoBaHus U
(bepe 0bp U HMHBIX ITUKU TOTOBHOCTBIO
HOpMaMU
. | HOpMaTHUBHBIX OCYILIECTBIISITh
npoeCCUOHATIBHO 1
S MIPAaBOBBIX AKTOB, poheCCHOHATTLHYIO
peTIIaMEeHTHPYFOTIIUX JESTEIBHOCTD B
00pa3oBaTeNbHYIO COOTBETCTBHH C
NeSITeITbHOCTD B TpeOOBaHUSAMU
Poccuiickoii (benepanbHBIX
denepanumy, rOCYJapCTBEHHBIX
HOPMAaTHBHBIX 00pa3oBaTeILHBIX
JIOKYMEHTOB TIO CTaH/IapTOB
BOIIPOCaM OO Yy4CHHUS JIOIIKOJILHOTO,

Y BOCITMTaHUS JeTeH
Y MOJIOJICKH,
(denepanbHbIX
TOCY/IapCTBEHHBIX
00pa3oBaTeNIbHBIX
CTaH/IapTOB
JIOIITKOJILHOTO,
HaYaJbHOro 00IIIero,
OCHOBHOTO OOIIETO,
CpEIHero o0IIero
oOpa3oBaHus,
3aKOHOAATEIhCTBA O
nmpaBax peOeHka,
TPY/IOBOTO
3aKOHO/ATEIhCTBA; -
KOHBEHITUIO O TIpaBax
pebeHka.

HaYyaJIbHOIr'o OOIIETO,
OCHOBHOTI'0 00IIIETO,
CpeJHero o0IIero
oOpa3oBaHUs

4. CTPYKTYPA U COAEP KAHUE JUCHUITJIMHbBI

O0beM JAMCUUITIMHBI B 3a4€THBIX €JUHHIAX (2 3a4eTHble eJUHHUIbI) C YKa3aHUEM KOJMYECTBa
aKaJIeMUYECKUX WM aCTPOHOMHYECKMX YacOB, BBIIEICHHBIX Ha KOHTAKTHYIO paboTy oOydarommuxcs c
npenojaBaTteneM (IO BUAaM Y4YeOHBIX 3aHATHI) M Ha CaMOCTOSTENbHYIO pPAadOTy 0O0ydarommxcs
cocTaBiseT: 72 u.

W3 HuX: JIEKIMOHHBIX — 9 YacoB, MpaKTHYECKUX — 9 yaca, caMocT. paborta — 54 gyaca. MIToroBbrit
KOHTPOJIb: 8 CEMECTp — 3aUeT.

Taoauna 2
CTpyKTYypa u coliepKaHue AUCHUTIMHBI



KonTaktHas . Popmer TCKYIIero
= KOHTPOJISl  YCIIEBAEMOCTH (1O
o | pabota S ®
No HanmenoBanue 5 £ E | neoenam cemecmpa) ®opma
/m pazena (TeMbl) S (B Hacax) é ‘8 IIPOMEXYTOYHOM
3 S & aTTecTaIluu (no
1 | m JIE cemecmpam)

1 Beenenue. 8 1 1 5 | CamocrosTenbHas paboTa
[Tonsitue 0 VYcrHblii onpoc
JIeTIONPOU3BO/ICTBE

2 HopmarugHo- 8 1 1 5 | Ycraslit onpoc
METOAMYECKasl. CamocrosrenbHas paboTta
baza,

PErIaMEeHTUPYIO
mass  paboty ¢
JOKYMEHTaMH B
COBPEMEHHBIX
YCIIOBHSIX
3 PexBusutel. CoctaB | 8 1 1 5 | CamocrosiTenbHas padoTa,
u VYcrHblil onpoc
odopMIICHHE
PEKBU3UTOB
OpraHU3aIMOHHO
pacropsIuTeIbHON
JIOKYMEHTAITHH.

4 branxn 8 1 1 5 | CamocrosTenbHas paboTa

JIOKYMEHTOB. YcTHBIN OMpoc, Keic-
CUTYaIlH

5 [Toustue 06 OP/I, 8 1 1 5 | CamocrosTenbpHas
COCTaB U CXEMBbI pabota
pacIonoKeHus KonTponbnas pabota 1
PEKBU3HTOB.

6 Odopmnenue 8 1 1 5 | CamocrosTensHast paboTa
PEKBU3HUTOB YceTHBIT Onpoc, Kenc-
OpraHU3aIMOHHO CUTYaINH
pacropsIUTeIbHBIX
JTOKYMEHTOB

7 OcobenHoctu 8 1 1 5 | CamocrostenbHas paboTa
JIEJIOTPOU3BOJICT Ba YcTHBIN onpoc, KeHc-

1o CUTYaIHH
oOpaleHusIM
TpakaaH.




8 Kondunennumams 8 1 1 7 | CamocrogrenpHas
HOE pabota, Y CTHBII ompoc
JICIIOTIPOU3BOJICT
BO.

9 CocraBinenue u 8 1 1 7 | CamocrosTenbHas paboTa
odopmieHue YcTHbIM onpoc, Keiic-
JIOKYMEHTAIUH TI0 CUTYaIlNH

JTUYHOMY
COCTaBY

10 | Texuonorus 8 1 1 5 | Kontposnbhas pabora 2
paboThI 3auer
JIOKyMEHTaMHU

HUTOI'O 9 9 54

Ta6auna 3
Marpuia cooTHeceHusi TeM/pa3/ieioB
Y4eOHO JUCHUILINHBI/MOAYJI M (OpMHUPYEMbIX B HUX KOMIIETECHIIHI

Komme

TEHIU

5
Tempbl, pazaensl Kom-Bo h
UCIIUTUTHHEI HACOB VK-4 OITK-1 o011ee
KOJIMYECTBO
KOMIIETEHIIA I

Brenenne.

[MonsTHE 7 + + 2

JIEIIONPOU3BOJICTBE

HopmarusHo- 7

METOAMYECKasl.

baza,

perIaMeHTHpYIoIIas + + 2

paboty c

JIOKYMEHTaMHU

COBPEMEHHBIX

YCIOBHSIX

PexBusurtel. CoctaB

" otopmiieHne

PEKBU3UTOB / + + 2

OpTraHU3aIlMOHHO-

pacnopsIUTETbHON

JIOKYMEHTAIIUH.

bianku 7 + + 2

JIOKYMEHTOB.

[Tonsitme  060OP/],

COCTaB U  CXEMBI . + + 2

PacmoIoKEHUs

PEKBU3UTOB.

Odopmienue

PEKBU3UTOB 7

OpraHu3aIMOHHO- + + 2




pacnopsAUTEIbHBIX
JIOKyMEHTOB

OcobeHHocTH
JIeTIONIPOM3BOCTBA
1o oOpartreHusM

rpaXk/iaH.

Kondunenmmansaoe
JIETIOTIPOU3BOCTBO.

CocrapieHue
odopmieHne
JOKYMEHTALNHU
JUYHOMY COCTaBY

110

TexHonorust paboThbI
C IOKyMEHTaMH




Hmoco 72

Kpatkoe conepxxanue ka:ka0i TeMbl JUCHHIIMHBI

Tema 1. BBenenne. [lousiTue o 1eJ10MpPoOU3BOACTBE

[lonsiTe 0 NEeIONMPOU3BOJCTBE. 3a/lauyu ACIONPOU3BOACTBA. JJOKYMEHT, €ro CBONCTBA U
dbyHKIUN.

OO611re HOpMBI ¥ TpaBuiIa 0(hOPMIIEHUS TOKYMEHTOB.

Cucrema kinaccuukanuy 10KyMEHTOB:

- II0 IPOUCXOXKIECHHUIO;

- Ha3HAUCHMUIO;

- MECTY COCTaBJICHMUSI;

- KOJIMYECTBY OTPa’KEHHBIX BOIPOCOB,

- CpOKaM UCHOJHEHHS U XPaHEHUS;

- CTEMNEHHU MOMJIMHHOCTH;

- TEXHHUKH CO3/IaHUSI.

Tema 2. HopmaruBHo-meTronumueckas. ba3za, periamentupymoomasi padoty ¢
JOKYMEHTAMH BCOBPEMEHHBIX YCJIOBHSX

Knaccugukanus 1oKkyMeHTanuu:

OpraHu3allMOHHOW:  yCTaB, MOJOXXEHHWE, TMpaBWiIa, JODKHOCTHAs  WHCTPYKIHS,
PacniopsaurensHON: MpuKas, pacnopshkeHHe, pellieHne, yKa3anue, nocraHoienne; CrpaBodHoO-
UH()OPMAIIMOHHON: MHUCHMO, aKT, MPOTOKOJ, CHpaBKa Tellerpamma, TeredoHorpamma, akc,
TOKJIIHAs ¥ CITy)KeOHast 3aIiCKU | T.1.;

JIoKyMeHTalisi ~ JIMYHOTO  XapakTepa:  pe3loMe,  3asBlieHHWe,  aBToOMorpadwus,
XapaKTEePUCTHKA, IOBEPEHHOCTb, PACIIUCKA U T.1.

Tema 3. PexBusurbl. CoctaB u odopmileHHe PEeKBM3MTOB OPraHHM3alMOHHO-
pacnopsaIuTe1bHOH JOKYMEHTAIUH.

PexBusuThl  ympaBieHUECKMX  JIOKYMEHTOB: I€peYeHb, MpaBuia  OPOPMIICHHUS,
pacrnionioskenus. [IpaBuina cocraBieHus 1 opopMIEHHS OpraHU3aLMOHHBIX, PACTIOPAIUTEIbHBIX,
MH(OPMALIMOHHO-CIIPABOYHBIX IOKYMEHTOB, JIOKYMEHTOB JJMYHOTO XapaKkTepa.

Tema 4. BiiaHKH 10KYMEHTOB.

bnanku OPJI. Buasl GnankoB: oOuuii OjgaHK, OJIaHK MHChbMa, OJJAHK KOHKPETHOTO BHUA
nokymMmeHnTa. Pa3paboTka ocoboro Onmanka ans nuceM. biaHKM KOHKPETHOTO BHJA JOKYMEHTOB
(TIpuKa3oB, pacOPSKEHUM, aKTOB, MPOTOKOJIOB U T.J.). BJIaHKK CTPYKTYPHOTO MOJPA3CICHHS.
bnanku nucema.

Tema 5. Ilonsitue 060P/I, cocTaB u cXxeMbl pacnoJi0:KeHHsl peKBU3HTOB.

Knaccudukanus OPJl: opranuzanioHHO-TIpaBoBasi TOKyMeHTalus (yCTaBbl, MOJIOXEHMUS,
NpaBUja, IITaTHbIE PACHHMCAaHUs, MHCTPYKLUH); PACHOPSANUTENIbHAS JOKYMEHTAlus (TpUKasbl,
pacmopspKeHMs,  MOCTAHOBJIEHMSI,  pEIIeHUus, YyKa3aHus); HH()OPMALMOHHO-CIIPaBOYHAs
JTOKYMEHTAIUs: ONepaTUBHO- HH(OpMAIMOHHAsA(ITUChbMa, TeaeQOHOrpaMMBbl, (akchl U T.II.),
CIPaBOYHO-MH(GOPMAIIMOHHASA(AKThI, IPOTOKOJIbI, TOKJIAIHBIE, CIIy>KEOHBIE 3alHCKH U TIp.)

Tema 6. Od¢opmieHue  PEeKBH3MTOB  OPraHHU3ALMOHHO-PACIOPAINTENbHBIX
AOKYMEHTOB

PexBusutel. IlpaBuna odopmienuss pexkBuzutoB. CocraBieHue U odopMIICHHE
OpPraHMU3aLMOHHBIX, PACIOPSAIUTENBHBIX JOKYMEHTOB.

Tema 7. OcoGeHHOCTH 1e10NPON3BOICTBA N0 00pallIeHUsIM I'PAKIAH.



Wuctpykuus o paboTe ¢ MNpeAsioKEHUSMHU, 3asBICHUSIMH, >KajJo0aMu TpaxaaH B
YUPEXKIEHUAX COLMaNbHOM 3amuThl. [lpuem, perucrpaums um yder nucem rpaxaan. Ciayxba
JIOKYMEHTAIlMOHHOTO 00ECTIeUeHus yIpaBJIeHUs: €€ CTPYKTYpa, PYHKIINU, TOTKHOCTHON COCTAaB.

Tema 8. KonpuaeHnuaabHoe 1e101POU3BOACTBO.
Cocrasienue u 0OpMIICHHE JOKYMEHTOB JIMYHOTO XapakTepa.

Tema 9. CocraBJjieHue U opopmiieHHe TOKYMEHTAIMH 110 JUYHOMY COCTABY

[IpaBuna cocraBiaeHuss U OQOPMIIEHHS JOKYMEHTOB IO JMYHOMY COCTaBy: TPYJIOBOM
JIOTOBOp, MPHKA3 O MPUEME, NIEPEBOJIEC, YBOJIbHEHUH. BeneHne TpyaoBbIX KHUXKEK, 3all0JHEHUE
JUYHBIX KapTOUEK, JTMYHBIX JIUCTKOB IO YUETy KaJpoB, 0(OpMIICHHE JTUYHBIX JIEJI.

Tema 10. TexnoJiorusi paéoThl ¢ JOKYyMEHTAMH

Opranuzanusg JOKyMeHTooOOpoTra Ha npeanpustud. WHaekcauuss u  perucrpanus
BXO/JISIIIUX,UCXOAALINX BHYTPEHHUX JOKYMEHTOB. CocTaBieHHEe HOMEHKIATyphl U (hOpMUpPOBaHHE
nen. Odopmnenne gen. [oaroroBka TOKYMEHTOB K apXHMBHOMY XpaHeHHIO. OCHOBBI palOoOTHI ¢
apXUBHBIMHM JOKYMEHTaMU. ABTOMATH3aLUs POLIECCOB JOKYMEHTAMOHHOIO 00ECIIeYEeHHUS.

5.  METOJAWYECKHE YKA3AHUS IO MPENOJABAHUION OCBOEHHIO
JUCLUILIMHBIL (MOLYJIS)

5.1. Ykazanuua s npemnogaBaTesiell MO OPraHuM3allid W TPOBEIEHUIO YYeOHBIX
3aHATHH N0 JUCHUILINHE (MOIYJIIO)

OpranuzalvoHHO-METOUYECKONH 0a30i MPOBEAEHUS JIEKIIMOHHBIX, CEMUHAPCKUX 3aHITUN
ABJIsieTCA y4eOHBIH IUIaH cnenuanbHOCTU. Ha ocHOBe Hero 00beM u4acoB ayAMTOPHBIX 3aHATHUM,
OTBEJICHHBIM JJI KaXI0M y4yeOHON NUCHUIUIMHBI U MEXKIUCIMIUIMHAPHOTO Kypca, AEITUTCS Ha
qachl JIEKIMOHHBIX, MPAaKTUYECKUX, JIAOOPATOPHBIX M JPYTUX 3aHATHA COOTBETCTBYIOLIUMHU
kadeapamu, ¢ ykazanueM (opM KOHTPOJISI TEKYIIEH U HTOTOBOM aTTeCTallui 00y4aeMbIX.

[TpenonaBaTenb, Ha3HAUEHHBIN 711 YTEHHUS JIEKLIUH, 00s3aH 10 Hayaja y4eOHOro Inpolecca
MO/AITOTOBUThH Y4EOHO-METOANUECKHE MaTepHasbl, HEOOXOJUMbIE JJIsi IPOBEIEHUS JIEKIIMOHHBIX 1
ceMHHapckux 3aHATui. K HUM oTHocsATcs: pabodas mporpamma ydeOHOM IUCHMIUIMHBI WIH
MEXIUCUUIUIMHAPHOTO Kypca; METOAMYECKHE MaTepuaiabl Ul TPOBENEHUS CEeMHUHApPCKHUX
(MpaKTHUYECKUXH JAp.) 3aHATHH.

Pa3paboTaHHbIil KOMIUIEKT y4eOHO-METOAMYECKHX MAaTepHalloB IpEeAOoCTaBisieTcs B
OyMa)KHOM M 3JIEKTPOHHOM BHJE, OOCYKIAeTCs U YTBEp)KJaeTcsd Ha 3acelaHuM Kadeapsl mepes
HayajoM y4eOHOro roja.

[IpenonaBatens 00sf3aH NPOBOJIUTH JIEKIIMOHHBIE 3aHATUS B CTPOTOM COOTBETCTBUU C
rOJIOBBIM y4€OHBIM TpauKOM U YTBEPKJIEHHBIM Ha €r0 OCHOBE paclUCaHUEM JIEKIIHH.

[Ipu pa3paboTke METOJUKM CEMHHAPCKUX 3aHATUH BaXHOE MECTO 3aHHMMAeT BOIPOC O
B3aMMOCBS3UMEX]y CEMHUHAPOM U JIEKIHEH, CECMUHApOM M CaMOCTOSTEIbHOU paboTOM CTYAEHTOB,
0 XapakTepe u crocolax Takoi B3auMocBsi3u. CeMUHAp HE TOJKEH MOBTOPATH JIEKIHIO, U, BMECTE
C TeM, €r0 PyKOBOJUTEINI0 HEOOXOAUMO COXPAHUTD CBSI3b MPUHILIUITUATIBHBIX MOJIO0XKEHHUH JIEKIIUU C
COJIEp’KaHUEM CEMUHApPCKOro 3aHAaTHs. Kak mpaBuiio, ceMMHapy MpEeAIIEeCTBYET JIEKIN 110 TOU e
TeMe.

OO0s3aTenbHBIM B Haydajle JIEKIIMOHHOTO, CEMHMHAPCKOIO 3aHATHS MPOBOJUTCS 5 MHUHYT
KOHTPOJIb 3HAHHM, 0043aTeIbHBIM ABJISIETCS IPOBEIAEHHE MPOEKTHON pabOThl B KOMaH/IE.

[TpenoaBaTenb, MPOBOASIINI JIEKIIMOHHBIE U CEMUHAPCKHUE 3aHATHS, 00s3aH BECTH y4eT
MOCEIaEMOCTH CTYJIEHTOB - MO JKypHajaMm rpymni. B ciyyae HEsSBKM CTYAEHTOB Ha JIEKIUIO
IpernoiaBaTeNb 00513aH He3aMeITUTEIbHO HHPOPMUPOBATh YUE€OHBIH OTEN.

B xoz1e ocBoeHus: AMCHUITIIUHBI TA00PAaTOPHBIE 3aHATHS HE MTPETyCMOTPEHBI.

B mporecce mpakTuyeckux (CEMUHAPCKUX) 3aHATHH, HapsLy ¢ GOpPMUPOBAHHEM YMEHUH H
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HaBBIKOB, o0o0marorces, CHCTEMaTH3UPYIOTCA, KOHKPETU3UPYIOTCS TEOpETUYECKHE
3HAHUS,BBIPA0ATHIBAETCSI CIIOCOOHOCTh HCIIONIB30BAaTh TEOPETHYECKHE 3HAHWS Ha IPAKTHKE,
Pa3BUBAIOTCS MHTEIJICKTYAJIbHBIE YMEHHUSI.

Ha npaktuueckux (CEMHUHAPCKHX) 3aHATHUSAX 10 AMCHUIUIMHE MPUMEHSIOTCS CIEAYIOIINE
(bopmbI pabOTHI:

1) ®poHTanbHAs — BCE CTYACHTHI BBIIIOJIHSIOT OJIHY U TY XK€ paboTy;

2) TI'pynmosasi — oiHa U Ta e paboTa BBIIOIHSACTCS TPYIIIAMU U3 2-5 YEIOBEK;

3) MHuauBuayanbHas — KaXIbIi CTYJICHT BBIIOJIHICT HHIMBUAYATBHOE 33/IaHHUE.

CrpyKTypa MpakTHYECKUX 3aHSATHHA MO JAUCHUIUIMHE B OCHOBHOM OJMHAKOBA: BCTYILICHHE
npenogaBatens, paboTa CTYJIGHTOB 10 3aJaHUSM  TpErojaBaTeis, KoTopas TpelyeT
JOTIOJTHUTEBHBIX Pa3bsICHEHHH, COOCTBEHHO TMPAKTHUYECKas 4YacTh, BKIJIIOYaromas pa30oop
KOHKPETHBIX CUTYallui, pelIeHNe CUTyallMOHHBIX 33/1a4, TPEHUPOBOYHBIEC YIPAKHEHHS U T.JI.

B cTpykType mNpakTHUECKOTO 3aHATUS TPAIUIMOHHO BBIACISIOT CIEAYIOUIHE ATaIlbl:
OpPraHM3alMOHHBIA 3Tal, KOHTPOJb MCXOAHOTO YPOBHSA 3HaHUH (00CyXIEHHE BOIPOCOB,
BO3HUKIIMX Yy CTYJACHTOB NpPHU IOATOTOBKE K 3aHSATHIO; MCXOAHBIA KOHTPOJBH (TECTHI, OIpOC,
IPOBEpKa MUCHbMEHHBIX JOMAIIHUX 33aaHUMU T.1.), KOPPEKIH 3HAHUW CTYJCHTOB), OOYUYarOIIuii
sTan (MeAarorHuecKuil pacckas, MHCTPYKIMH 1O BBIIOJHEHUIO 3a/laHUil), CaMOCTOSATENbHas
paboTa CTyJCHTOB Ha 3aHATUH, KOHTPOJIb KOHEYHOTO YPOBHS YCBOCHUSI 3HAHUH, 3aKIFOUUTEIBHBIN
JTall.

5.2. Yka3zanus AJIs oﬁyqamumxcﬂ M0 OCBOCHHUIO JTUCHUIIIMHBI

Taoaunna 4
Cojep:kaHue cCaMOCTOSITEIbHOI PadoThI 00y4alOIIUXCS
Howmep T ®DopMBbI PabOTHI
€MBbI/BOIIPOCHI, BHIHOCUMBIE Ha camocTosiTenbHoe | Kon-Bo
pascts wsyerme
1 Beenenue. [lonsaTue o 1enonpons3BoaCcTBe 5 CamocrosiTenbHas
pabora
HopmaTuBHO-MeTO1MUecKast. baza, | 5 CamocrosTenbHas
2 periiaMeHTupytomas padoTy ¢ TOKyMEHTaMHU B pabota
COBPEMEHHBIX YCIIOBUSX
PexBusutel. CoctaB 1 ohopMiIeHHE PEKBU3UTOB 5 CamocrosTenbHas
3 OpraHU3aMOHHO-PACTIOPSIUTETHHOM pabora
JTOKYMEHTAITUH.
bnanky TOKyMEHTOB. 5 CamocrosiTenbHas
4 pabora
[Tonsitue 000P/], coctaB M CXeMbI pacroNOKEeHUs | S CamocrosTenbHa
5 PEKBH3HTOB. st paboTa
6 Odopmienne  peKBU3UTOB  OPraHU3aLMOHHO- | 5 CamocrosTenbHas
pacropsauTeIbHbIX JOKYMEHTOB pabora
7 OcobeHHOCTH JeNONPOU3BOACTBA MO OOpalieHusM | 5 CamocrosTenbHas
IpakJ1aH. pabora
8 KondunennuanbHoe qeI0mpor3BOACTBO. 7 CamocrosiTenbHas
pabota
9 Cocranenue 1 opopmIIeHHE AOKYMEHTAlMu mo | 7 CamocrosTenbHas
JUYHOMY COCTaBY pabota
10 TexHonorus paboTsl ¢ JOKYMEHTaMHU 5 3ayer

5.3. Buabl u (popMbl NMCbMEHHBIX Pa0doOT, NPeIYCMOTPEHHBIX NPH OCBOEHUH
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AUCHUIIJIMHBI,BBINNOJIHACMbIC oﬁyqamumMncsn CaMOCTOATECJ/IBbHO.

CamocrosiTesibHAas paboTa CTyI€HTA MIPEATNOIAraeT BHITOJHEHUE PAa 3aJaHU.

[lepBoe 3amanue Mo KaxJI0i TeMe Kypca moTpedyeT OT CTy/IeHTa CaMOCTOSATEIbHOE U3YUeHUE
JUTEPaTyphl U MOJATOTOBKY J0KJIa/1a 10 BHIOPAHHOMY acCIeKTY COIMAIbHO-KYJIbTYPHOU paboThl WK
[0 XapaKTEPUCTUKE COLMAIBbHO-KYJIbTYPHOM MOJMTUKH TOCYJapCcTBa H3y4aeMOM CTpaHbl M
OCHOBHBIE HAaIlPaBJICHUS €€ peann3aum.

Bropoe 3ananne norpedyeT OT cTyaeHTa oOpMIICHUS MAaTEPUATIOB CEMUHAPCKUX 3aHITUN B
cuctemy pedepaToB 10 U3y4aeMbIM CTPaHAM.

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

HroroBoe 3a1anue o onpeesieHnto 001Iero 1 0COOEHHOTO B COLMANIbHO-KYIBTYPHOU padoTe
M3Y4aeMbIX CTpaH, MOTPeOyeT COCTaBICHUS TaOIUIIBI.

[Tocnennee 3amaHue HampaBJIeHO HAa TO, YTOOBI MOJYYEHHBIE M CHCTEMATU3MPOBAHHBIC B
Tabnuile AaHHbIE, OBUTM MPOMHTEPHPETUPOBAHBI C TOYKH 3pEHUS OOIIEro W OCOOEHHOro B
COIMANIHO-KYJIFTYPHOH TOJIMTUKE W  COIMAJIbHO-KYJABTYPHOH paboTe W3Y4YEHHBIX CTpaH.
WuTepnperanyisi MOJIYYEHHBIX JaHHBIX JOJDKHA COCTOSTh W3 MEPEUYUCICHHS OOLMX 4YepT u
0Cc00EHHOCTEH CONMaNbHO-KYIBTYPHOU PabOTHI.

TpedoBanus k cocTaB/ieHUI0 pedepara

PedepupoBanue, wiam cocraBieHue pedepara - ITO KpaTKOe H3JI0KECHUE COACPIKAHUS
TeopeTudeckoro marepuana. Pedepar momkeH OBITH HamMCaH HAyYHBIM s3BIKOM. CTpyKTypa
pedepara: Ha3BaHHMe pedeparTa; OCHOBHAs WIS WIA CyTh, OCHOBHBIC AaCIEKThl TCOPHH HIU
KoHIenuu, BeiBoJ. Cpeanuii oobeM pedepara — ot 500 1o 2500 meyaTHBIX 3HAKOB.

6. OBPA3OBATEJIBHBIE U UTHOOPMALIMOHHBIE TEXHOJIOI'MU

6.1. OOpa3oBaTe/ibHbIE TEXHOJIOTHU

Pasnen, Tema dopma y4eOHOro 3aHATHS
JUCITUTUTAHBI (MOTYJIs) Jlexuust [IpakTuueckoe 3ansTue, JlaGoparopHas
CeMUHap pabota

Beenenne. Ilomarue o Ob63opHnas CamocrosrenbHas paboTa He

JIEJIONPOU3BOJICTBE JeKyus YceTHBII onpoc npeodycMompeHo

HopmartusHo- Ob63opHnas YcTHBIN onpoc He

METOIUYECKAS. basa, NeKYust Camocrosrenpnas pabora npedycmompeHo

perylaMeHTHpYoLIast

paboTy C TOKyMEHTaMH B

COBPEMEHHBIX YCIOBHSX

PexBuzutel. CoctaB u Ob63opHnas CamocrosTenbHas padorta, He

oopMIIEHHE PEKBU3UTOB JIeKYUsL YcTHbIN onpoc npeoycMompeHo

OpraHu3alMOHHO-

pacropsauTeNbHON

JIOKYMEHTAaLUH.

brnanku 1OKyMEHTOB. Ob6sopnas CamocrosiTenbHas pabota He
JleKyus YcTHbIl onpoc, Keic- npeodyCcMOmpeHo

CUTYaIUH

[Tonsitue 060P/1, coctaB u Ob630opHas CamocrosiTenpHas pabota He

CXEMBI pacIoioKeHUs JleKyus KonTtponbHas padora 1 npeoycmMompeHo

PEKBU3UTOB.
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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
JOKYMEHTAlluu W TI0 CUTYyaIuu

JUYHOMY COCTaBY

Texnomorust  paboTel € Ob30pHas KontponbHas pabora 2 He
JOKYMEHTaMHU NeKyusl 3ager npeoycMompeHo

6.2. NudopManHOHHBIE TEXHOJIOTHH

UCMOJIb30BaHUE BO3MOXHOcTed IHTepHera B y4eOHOM mpolecce (MCIOJIb30BaHHME —caiiTa
npernojaBaTens (paccbulka 3a/aHuil, MPEJIOCTaBICHHUE BBIMOJIHEHHBIX pabOT, OTBETHI Ha BOIPOCHI,
03HAKOMJICHUE YYaIIUXCS C OLICHKAaMU U T.1.))

UCIIOJIb30BaHUE JIEKTPOHHBIX YUYEOHUKOB U PA3IUYHBIX CAUTOB (HapUMep, 3J1EKTPOHHbIE OUOINOTEKH,
KYPHaJIbI U T.J1.) KAK HICTOYHUK MH(POpPMaLUU

UCIOJIb30BAHUE BO3MOXKHOCTEH 3JIEKTPOHHOM MOYTHI MPENO1aBaTesl

UCIIOJIb30BAaHUE CPEJCTB MPEJCTaBICHUs y4yeOHOM MH(pOpMALUU (3JIEKTPOHHBIX y4EOHBIX MMOCOOMH U
IIPAKTUKYMOB, IIPUMEHEHUE HOBBIX TEXHOJIOTUH Ui MPOBEJCHUS OYHBIX (TPATULMOHHBIX) JEKLHUH U
CEMHHApOB C UCIIOJIb30BAaHUEM MTPE3EHTAIMH U T.J1.)

HCIIOJIb30BaHNE MHTEPAKTUBHBIX CPEJICTB B3aMMOJCHCTBUS YYaCTHUKOB 0Opa30BaTEIBHOIO Ipolecca
(TEXHOJIOTUM AMCTAHLUMOHHOIO WJIM OTKPBITOro OOyueHus B I100anbHOM ceTtu (BeO-KOH(pepeHIuH,
¢bopyMBl, yueOHO-METOAMUECKUE MaTepUabl U Ap.))

MCIIOJIb30BaHUE UHTEIPUPOBAHHBIX 00PAa30BaTENbHBIX CpPEM, TJ€ IVIAaBHON COCTABJIAIONIEH SIBIISIFOTCS HE
TOJIKO MpPHUMEHSEMbIE TEXHOJIOTUH, HO M COJEp)KaTelibHas 4acTb, T.€. MH(POPMALUOHHBIE PECYPChHI
(mocTyn K MUPOBBIM MH(QOPMAIIMOHHBIM pecypcam, Ha 6a3e KOTOPBIX CTPOUTCS y4eOHBIHN Mpo1iecc);
UCIOJIb30BaHUE BUPTyallbHOM oOywatommieit cpennsl [LMS Moodle «Onexmponnoe obpaszosanuey) Wnu
MHBIX UH(OPMAIIMOHHBIX CUCTEM, CEPBHCOB M MECCEH)KEPOB].

6.3. IlporpamMHoOe o0ecneyeHne, coOBpeMeHHble MNPoO(ecCHOHAIbHBbIE 0a3bl JaHHBIX
1 HH(OpMaALMOHHBIE CIPABOYHbIE CHCTEMBbI

6.3.1. IIlporpamMHoe obecneyeHne

HaumenoBanue MIpOoTrpaMMHOTO Hasnauenue
obecrieyeHus
AdobeReader [Tporpamma Jjist TPOCMOTPA IIEKTPOHHBIX
JIOKyMEHTOB
[TnaTdopma IMCTaHIIMOHHOTO
o0OyueHust Bupryansnas obydaromias cpena
LMS Moodle
MicrosoftOffice 2013 [TakeT ouCHBIX MporpamMm
OpenOffice [TakeT opuCHBIX porpamMm
7-Zip ApxuBarop
MicrosoftWindows 7 Professional OmnepanroHHast CHcTeMa
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KasperskyEndpointSecurity CpeacTBO aHTUBUPYCHOM 3alUThI
MozillaFireFox Bpaysep
GoogleChrome Bpaysep
Opera bpayzep

6.3.2. CoBpeMeHHbIe MpodeccuoHATIbHbIE 0a3bI JAHHBIX U HHPOPMAIHOHHbIE CIIPABOYHbIE
CHCTEeMBI

1. DnexktpoHHast OMOIMOTEKa «ACTpaxaHCKHH TOCYJIApCTBCHHBIH YHUBEPCUTET» COOCTBEHHOMN
renepaimu Ha mwiarpopme DBC «Dnekrponnsiii YUnransHblii 3a1 — bubmuoTexy. https:/biblio.asu.edu.ru

2. DnexktponHo-Oubnmoreunas cuctema (ObC) OO0  «llomurexpecype» «KoHCyabTaHT
crynmeHTa». Www.studentlibrary.ru

3. OGpasoBatenbHast miathopma OPAUT, https://urait.ru

4. DnexkTpoHHO-OMOIMOTeuHas cucteMa elibrary. http://elibrary.ru

5. Dnekrponno-oubroreunas cucrema BOOK.ruhttps://book.ru

7.@OHJ ONEHOYHBIX CPEACTB JJIS ITPOBEJEHUS TEKYIIET'O
KOHTPOJIAA HITPOMEXKXYTOYHOU ATTECTALIUA

7.1. ITacopT (poHI2 OLIEHOYHBIX CPEICTB

IIpu mnposeneHnn TEKYILIETO KOHTpPOJIA 5 IIPOMEKYTOUYHON arrecTanuu o
muciuiuiiae «/lokyMeHToBeieHHe B paboOTe TICHXOJIOTa W COIMAIBHOTO IEJarora» IMpOBEPSETCS
c(OPMHUPOBAHHOCTh YOOYYAIONIUXCSl KOMIIETCHIINH, YKa3aHHBIX B pa3jielie 3 HACTOSIICH POrpaMMBl.
OrtanHOCTh (OPMHUPOBAHUS JAHHBIX KOMIIETCHIIMHA B TIPOIIECCE OCBOCHHS 00pa30BaTEIbHOMN
IPOTPAMMBI OIPEEIIETCS TOCIEeIOBATEIEHBIM OCBOCHUEM JUCIUIUINH (MOIYJIEH) U IPOXO0XKICHHEM
HpaKTI/IK, a B Hpouecce OCBOCHUA AOUCHUIIIINHBI (MOIIy.]I?[) — II0CJICOO0BATCIBHBIM OOCTHUXXCHUCM
PE3yNbTATOB OCBOCHHUSI COACPKATEIHHO CBSI3aHHBIX MEKIY CO00i pa3/ienoB, TEM.

Taoauna 6
CooTBeTcTBHE H3yUaeMbIX Pa3/1eJioB,
pPe3yJbTaTOB 00y4eHHs U OLEHOYHBIX CPEACTB

Kon HaumenoBanue
KonTponupyemsl
Ne n/mt KOHTPOJIMPYEM OLICHOYHOT O
€ pas3aeisl .
on cpeacTBa
JUCLIATUIMHBL
KOMIIETEHIIVH
(Momyms) .
(KoMIIeTeHIINH)
Huckyccus,
1 Temsr 1, 2, 3, 4,5, 6, 7, VYK-4, OIIK-1 | xoHTpOdbHAs paboTa,
8,9, 10 pedepar
7.2. OnucaHue nokasarejiei W KpuTepHueB OLICHUBAHUSA
KOMIIeTEeHIUii, OnucaHue HIKAJOIeHUBAHUSI
Taéaunua 7
IMoka3aTesiu OlleHMBAHUA Pe3yJIbTATOB 00y4YeHHsI B BU/Ie 3HAHUM
[kana Kpurepun onennBanus
OLICHUBaHUS
JEMOHCTPUPYET TIyOOKOE 3HAaHHE TEOPETHYECKOro Marepuaia, YMEHHeE
5 000CHOBAHHO M3JIaraTh CBOU MBICIIU 10 00CYX/1a€MbIM BOIPOCAM, CIIOCOOHOCTH
«OTIIMYHO» | TMOJIHO, IPABUJIBHO U apTYMEHTUPOBAHHO OTBEYAaTh HAa BOIIPOCHL, IPUBOIUTH
IIPUMEPBI
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4 ACMOHCTPUPYCT 3HAHUC TCOPCTHYCCKOI'0 MaTcpualia, €ro mnmocjacaoBaTCIbHOC
H3JIOKCHUC, CIIOCOOHOCTD OpUBOAWUTL IMPUMEPBI, AOIMYCKACT CAWHHUYHBIC

«XOopomo» 6
OIINOKH, UCITPABJIACMBIC ITOCJIC 3aMCYaHUs NPCTIOAaBaTCIIA

3 JNEMOHCTPUPYET  HEMoJHOe,  (parMeHTapHOE  3HAaHHE  TEOPETUYECKOTO
marepuaia, TpeOyrollee HaBOAALIMX BOMPOCOB IPENOAaBaTeNsl, IOMYCKaeT
CYLIECTBEHHbIE OLUMOKU B €r0 W3JI0KEHUU, 3aTPYIHSAETCS B IPUBEICHUU
IPUMEPOB U (POPMYITUPOBKE BHIBOIOB

«yIIOBJIETBOPU
TEJILHOY

2 JIEMOHCTPHUPYET CYIIECTBEHHbIE TPOOEIIbl B 3HAHUU TEOPETHUECKOro MaTepHala,
«HEYIOBJIETBO | HE CHOCOOEH €ro M3JI0KHTb M OTBETMTb HA HABOAALIME  BOIPOCHI
pPUTEIFHO» | IPenojaBaTessl, He MOKET IPUBECTU IIPUMEPHI

Tabauua 8
Iloxa3atenu oneHUMBaHNS Pe3yIbTATOB 00y4eHUsI B BH/Ie YMEHHMI U BJIaJeHUI
[Ixana Kpurepuu onenrnBanus
OLICHUBaHMS
JIEMOHCTPHUPYET CIIOCOOHOCTh MPHUMEHSATh 3HAHWE TEOPETHUYECKOTO MaTepHaja
5 OpY  BBINOJIHEHMM 3aJaHUi, TOCIENOBATE]ILHO U IPABWIBHO  BBIIOJIHSAET
«OTIIMYHO» | 3a/laHus, yMeeT 0OOCHOBAaHHO M3jaraTh CBOU MBICIM U JieJaThb HEOOXOJUMbIE
BBIBO/IbI
JEMOHCTPUPYET CHOCOOHOCTh NMPHUMEHATh 3HAHUE TEOPETUUECKOro Marepuasa
4 IOpPU BBIIOJHEHUHM 3a/laHUi, IOCJIEI0BAaTeIbHO U IPABWIBHO BBIIOJIHSAET
«xopomoy | SBAAHM, yMeeT 00OCHOBAHHO M3JIaraTh CBOM MBICJIM U JIeJIaTh HEOOXOIUMbIE
BBIBO/IbI, IONTYCKAET €IMHUYHbIE OLUIMOKY, UCIIPaBIISIEMbIE IOCIIE 3aMeYaHus
npenoaaBaTess
JEMOHCTPUPYET OT/EIbHbIE, HECUCTEMATU3UPOBAHHBIE HABBIKM, UCIBITHIBAET
3 3aTPyIHEHUs] U JOIMYCKAeT OIIMOKH IPH BBINOJHEHUM 3aJaHUH,

«yIOBJICTBOPH | BBINOJNHAECT 3afaHMe NP NOACKa3Ke INpernojaBaTensd, 3aTpylHsAercs B
TEIILHO» (opMyIHpOBKE BBIBOJIOB

2 HE CII0COOCH IpaBUJILHO BBIIIOJIHUTD 3aJaHUC
«HCYOOBJICTBO
PUTCIIBHO»
7.3. TunoBbie KOHTPOJIbHBIC 3aJlaHUsl WUJU HHBbIE MaTEpHAJIbI, H606XO}II/IMI)IC AJIsd

OlleHKHU 3HAHW,yMEHH, HABBIKOB M (MJIH) ONBITA 1€ATEIHLHOCTH

IIpumepHBIe BONPOCHI 1151 KOHTPOJIBbHBIX padoT
no AucumMiuinHe «/lokymenToBegenne B padore NCUX0JI0Ta M COUMAJIBLHOIO MeJaroray

KonrpoabHnas padora Nel:

1. Cucrema xnaccuukanuu JOKYMEHTOB: TI0 MPOMCXOXKICHUIO; HAa3HAUYEHHIO; MECTY
COCTaBJICHUS;KOJIMUECTBY OTPAKEHHBIX BOIIPOCOB,

2. Cucrema kiaccu(UKalnuu JOKYMEHTOB: MO CpPOKaM HCIOJHEHUS M XPaHEHUS; CTENEeHU
INOJJIMHHOCTU,; TEXHUKHN CO31aHUA.

3. OpraHm3anMoOHHOW:  yCTaB, TOJOXXEHHE, TpaBWia,  JODKHOCTHAS  MHCTPYKIIHUS;
PacniopsutenbHoM: IpUKa3, pacopsKEHNE, PEILICHNE, YKa3aHHUE, TOCTaHOBJICHUE;

4. CrpaBo4HO-MH(DOPMAITMOHHOM: IIACBMO,  aKT,  MPOTOKOJ, CIpaBKa.TeJerpaMmma.
tesnepoHorpamMma, pakc. TOKJIaaHAas U ciyxeOHas 3aliCKH U T.11.;
5. JlokyMeHTalus: JTUYHOTO Xapakrepa: pesroMe, 3asiBJIEHUE,

aBToOMOTpadus, XapakTepUCTUKA,JOBEPEHHOCTh, PACIIUCKA U T.1I.
KonTposbHnas padora Ne2:
1. MucTpykuus o paboTe ¢ TPEemioKCHUsSMH, 3asBICHUSAMH, JKaloO0amMu TpakIaH B
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YUPEKACHUAXCOIIMATILHOM 3aIUTHL.

2. Ilpuem, peructpamust M yder miceM  rpaxaaH.  Cmyx0a — JOKYMEHTAI[HOHHOTO
o0ecrieueHUAyNPaBICHUs: €€ CTPYKTYpa, PYHKIUHU, TODKHOCTHOM COCTaB.

3. Knaccugpukanus OPJl: opranu3anmoHHO-TIpaBOBast JOKyMEHTAIMs (YCTaBbI, ITOJIOXKEHUS,
NpaBUJIa,IITATHBIC PACTIMCAHUS, UHCTPYKIINHN);

4. PacnopsautenbHas JOKyMEHTalus (IPHKa3bl, PaCHOPSHKEHUS, TOCTAHOBIICHUS, PELICHUS,
yKa3aHusl);

5. MndopmannoHHO-CIIpaBOYHAS JTOKYMEHTALHSI ; OIepaTUBHO-
uHpopManroHHas(mceMa, reneoHorpamMmbl, (pakcel U T.11.),

6. CnpaBouHo-uH(pOpMannoHHAasI(AKTHI, IPOTOKOJBI, TOKJIAIHBIE, CITyKEOHBIE 3aITCKH U TIP. )

Kpurepum onenku:

«OTIU4HO» - JaeTcsi KOMIUIEKCHAsl XapaKTepHCTUKA; JAEMOHCTPUPYIOTCA TIIyOOKHE 3HAHUS
TEOPETUYECKOT0 MaTepualia U yMeHHE UX 000CHOBATH; MOCIIEAOBATENILHOE, TPABUIBLHOE U3JI0KECHNUE;
YMEHHE JIeJIaTh He0OXOIUMbIE BBIBOIBI.

«Xopomo» - JaeTcsi KOMIUIEKCHAsT XapaKTePUCTHKA; JIEMOHCTPUPYIOTCS TIIyOOKHWE 3HAHMS
TEOPETUYECKOr0 MaTepraia U yMeHHe UX 000CHOBATh; MOCIEA0BATEIbHOE, IPABIUIIBHOE U3II0KEHUE;
YMCHUE O€J1aThb HCO6XOI[I/IMLIC BbIBOJbI; BO3MOKHbBI CITUHHUYHBIC OLINOKH

«Y IOBIETBOPUTETILHO» - 3aTPyIHEHUS C KOMIUIEKCHOM XapaKTepUCTHKOM; HEMOIHOe
TeopeTuuecKkoe 000CHOBaHUE, TPEOYIOLEee TONOIHEHUS; 3aTPYAHEHHSI B POPMYIMPOBKE BHIBOJIOB.
«HeynoBneTBOpUTENbHO» - HEMpaBUIbHAS  HM3JIOXKEHHE, OTCYTCTBHE TEOPETUYECKOTO

06OCHOBaHI/I$I, HCYMCHHUEC J1€JIaTb BBIBOBI.

Hepeqeﬂb IK3AMCHAIIUOHHBIX BOIIPOCOB
o AMCIMIIJINHE «I[OKyMeHTOBeL[eHI/Ie B paﬁoTe MICUXO0JI0ra 1 COUAJBbHOIO0 1neaarora»

1. ITonsiTHe O NEMONPOM3BOACTBE. 3a7adyM JEIONPOU3BOJACTBA. JJOKYMEHT, ero CBOMCTBA M
¢yskun.O0ue HopMbl U npaBuia opopmienus 1okymenToB. 'OCT P 6.30 97.

2. Cucrema kiaccu(uKaluu JOKYMEHTOB.

3. HopmaTtuBHO-MeTo/tMueckast 0as3a, perjgaMeHTupyromas paboTy ¢ JOKyMEHTaMH B
COBPEMEHHBIXyCITOBHSIX.

4. Knaccudpukanust JOKYMEHTALUH OP2AHU3AYUOHHOU, PACNOPAOUMENbHOU, TOKyMEHTAlUs
JMYHOTOXapaKTepa.

5. PexkBH3HTHI ynpaBleHYECKHX JJOKYMEHTOB.

6. Cocras " oopmiteHne PEKBH3HTOB OpraHU3aUOHHO-PACTIOPSANTETTHHOM,
UH(POPMALIMOHHO-CITPABOYHOM JJOKYMEHTAIMH, JOKYMEHTOB JIMYHOTO XapakTepa.

7. BrnaHKu JOKYMEHTOB U MX BUJIBL.

8. Ilonstue 06 OP/I, cocTaB 1 cxeMbl pacroyIOKEeHUs] PEKBU3UTOB.

9. OdopmieHne peKBU3NTOB OPTraHU3aMOHHO-PACTIOPSIUTEIHHBIX JJOKYMEHTOB.

10. OcobeHHOCTH AETOMPON3BOACTBA IO OOPAIIEHUSM TPAXKIAH.

11. KonduneHnuuaasHOE JEIOTPOU3BOIACTBO

12. CocraBienue u opopmieHrne TOKYMEHTALUH 110 TMYHOMY COCTaBY.

13. mpuHIMI opraHU3aK JOKYMEHTO000POTa Ha IPEATIPUSTHH.

14. mpaBuita cocTaBieHHsI HOMEHKIIATYPhl U 0(OpMIIEHHUE JIE.

15. TpUHIMITEI TOATOTOBKH JOKYMEHTOB K apXWBHOMY XPaHEHHUIO U OCHOBBI PA0OTHI C HUMH.

16. TexHMUECKHUE CPECTBA, UCIIOJIb3YEMbIE B IEIONPOU3BOJICTBE.

17. Opranuzanusi 1OKyMeHTOO0OpOTa Ha MpeANpUATHU. VIHAeKcanus U peructparus
BXOJIALINX,UCXOASIINX BHYTPEHHUX JTOKYMEHTOB.

18. CocraBnenue HOMEHKIATYpbI U popMmupoBanue en. OpopmiieHHE 1e1.MT0ATOTOBKA
JIOKYMEHTOBK apXHUBHOM) XpPaHEHHUIO.

Kpurepun onenku:
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- OIICHKA «OTJIMYHO» BBICTABIISIETCS] CTYICHTY, €CJIU COJICPKAHUE COOTBETCTBYET LEISIM U
3a/1ayaM JUCIUTUIMHBI, YMEET aHAIM3UPOBaTh U 000011aTh HHGOPMAITMOHHBIA MaTeprall, JOTHIHO
U TIOCJIENOBAaTEIIbHOCTh IOJaBaTh MaTepual, apryMEHTHpPOBATh  BBIBOABI,  COOJIOIAET
HOPMOKOHTPOJIb: CTAaHAAPT OPOPMIICHHS, ITUTATHI, CCHUIKH 110 3asBJICHHON TeMe;

- OIICHKA «XOpOIIO» - €CIU CTYIACHT IIOKAa3bIBAE€T XOPOIIME 3HAHHS, JOIYCKAeT
€IMHUYHBIC OITMOKH, aHATU3UPYET PA3IUIHBIC TEOPETUUECKHUE MOJT0KCHHS;

- OIICHKA «YIOBJICTBOPUTEIBHO» - €CIIU CTYJIEHT JEMOHCTPUPYET Pa3pO3HEHHbIC 3HAHUS,
HE CIIOCOOEH MPOBECTH aHAJIU3 U IaTh OIEHKY PAa3IUYHBIM TEOPETHUCCKUM TOJIOKCHHUSIM;

- OIICHKA «HEYJOBJIETBOPUTEIBHO» - €CIU CTYJIEHT HE MOXKET MPAaBWJIBHO OTBETUTH Ha
MOCTaBJICHHBIE BOMNPOCHI, HE CIIOCOOCH TIPOBECTH aHajiu3 M JaTh OIEHKY pa3IMYHbIM
TEOPETUUECKUM TOJIOKECHUSIM.

Tabauna 9 — [IpuMepbl OLEHOYHBIX CPEIACTB ¢ KJIIYAMHU NMPABUWIbHBIX OTBETOB

. Bpewms
No Tun [TpaBunbHbBIN p
dopMyIHpOBKa 3aaHUS BBITIOJIHEHUS
/i 3a/1aHus OTBET
(B MUHYTaX)

Ha

YK-4 ciocoGeH OoCylecTBIATh JEIOBYI0O KOMMYHHKALMIO B YCTHOM M HUCbMEHHOW (opmax

rocyiapcTBeHHOM si3bike Poccuiickoit denepannu 1 HHOCTpaHHOM(BIX) sI3bIKE(ax).

1.

3ananue K cucreme opranmzaimoHHO- 1,2 2

OTKPBITOTO pacropsiInTeIbHOMI
THIIA JTOKYMEHTAIIIH OTHOCSITCS:

1. Pacniopsnurensabie
JOKYMEHTbI
2. Opranu3anyoHHbIe
JOKYMEHTbI
3. Cratucruyeckue
JOKYMEHTHI
4.11naHOBBIE JOKYMEHTBI
5.YupenurenbHble JOKYMEHTBI
6.MH(pOpMaIIMOHHO-
CIPaBOYHbBIE JOKYMEHTHI

YHuuimpoBaHHas  cuctema 1 2
JOKYMEHTAIH ITO:

l.cucrema JOKYMEHTaI1H,
CO3JIaHHaA 1o €IMHBIM
npaBwiaM U TpeOOBaHUSM,
cozepkaras  MHGOPMAITHIO,
HE0OXO0TMMYFO TUIS
YIIPABJIEHUS B ONPENEICHHOM
cdepe AeITenbHOCTY;
2.yauuurpoBaHHble  (HOPMBI
JOKYMEHTOB,
CHCTEeMaTH3UPOBAHHbBIE 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 Buty 6;1aHKOB
COOTBETCTBYET JITaHHBII HAOOP
PEeKBU3UTOB - ['0Cy1apCTBEHHBIH
I'ep6 Poccuiickoit @enepannu,
I'ep6 CyOnexTa Poccuiickoii
denepanym, amMbIIeMa
OpraHu3aIiy, TOBApHBIN 3HAK
(3HaK oOcyXUBaHUs), 1aTa,
MECTO COCTABIICHHS WIIH
W3JTAHMSL:

1. 6iank mucema

2. o0t OJ1aHK

3. OJIaHK KOHKPETHOTO BUJA
JIOKYMEHTa

Ilepeuncnu
nporpamm y
nesarora

OCHOBHBIC BU/bI
COMMaJIbHOI'Q

WNuauBuyanbHbIE.
I'pynmnossle.
KynbrypHo-
IIPOCBETUTENBCKUE

JlnarHocTU4ecKHe.
PasBuBaronive u
KOPPEKIIUOHHBIE.

3ananue
3aKpBITOTO

Kaxk BbI mOHUMaeTE CyIHOCTh
JIOKyMEHTOoo0opoTa?

9TO CIIOKHBIMN
TEXHOJIOTHUSCKHI
porecc,
XapaKkTEePU3YIOIIN
Mcs
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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
PETYJIMPOBAHUIO CEPhI
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 HOpMaMU MPO(PECCHOHATBHOMN STHKH.

1. 3amanue PexBusut «BU3a» MOXKET 2
OTKPBITOTO BKJIIOYATh!

TUTIA 1./I0JI5KHOCTh BUBHPYIOLIETO, €TO
MOAMHUCH, paciu(pPOBKY
(MHMLIMATBL U paMIIINS) U JaTy
2.Iloanuce, pacmudpoBKy
(®.1N.0), nary

3.J10JKHOCTD, MOJNUCH, ATy
4.J10MKHOCTh, MOIHCH,
pactpoBKY MOIMUCH

(®.1.0)

2

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

Tun
3aaHus

@opMyIMpOBKa 3a1aHUs

[IpaBunbHbIN
OTBET

Bpewms
BBITTOJTHEHUS
(B MuHyTaXx)

JIETIOTPOU3BOJICTBA B
denepanbHBIX OpraHax
HCIIOJHUTEILHOM BJIACTH
2.3aKOHOAATENLCTBOM
Poccuiickoit @enepanuu u
cyonekToB Poccutickoit
denepanun

3.I°C 10Y

B nokymenrax (npukas,
pacropsiKeHue u T.J1.)
OpraHu3alui, 1eHCTBYIOINX
Ha IPUHLINAIIAX €AMHOHAYAIINS,
a TaKk)Ke JOKyMEHTaXx,
aJpECOBAHHBIX PYKOBOJCTBY

1.0t TpeThero Jmua
MHO3KECTBEHHOI'0 YHCIIa
2.0T NIEpBOTO JIMLA
€MHCTBEHHOI'0 YHCJIa
3.-OT TpEThETO JHIIA
€MHCTBEHHOI'0 YnClIa

OpraHu3anu, TCKCT U3JIararoT:

B npaktuke ohopmineHus
JIOKYMEHTOB 3ar0JIOBOK
COCTaBJIIETCS K:

1. Texcty m000ro
o(uIMaTbHOrO JOKyMEHTa

2. TEKCTY JOKYMEHTA,
MOATOTOBJICHHOTO Ha (hopmare
A4

3. TeKCTY IOKyMEHTA,
MOATOTOBJICHHOTO Ha (hopmare
AS

4. TeKCTy UCXOJISAIINX
JIOKYMEHTOB, 00BHEMOM HE
Oonee 5-7 CTpoK.

[Ipomomxku ornpenencHue
ConuanbHoe 00ydeHue — 3TO. ..

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

Tun
3aaHus

@opMyIMpOBKa 3a1aHUs

[IpaBuiibHBII
OTBET

Bpewms
BBITTOJTHEHUS
(B MuHyTaXx)

WHIUBUIYAJIBHO - KOJIMYECTBOM
Y4aCTBYIOIIMX B COTJIACOBAHUU
WHCTAaHIAN

3amanue
OTKPBITOTO
THUIIA

HasoBute ob6uue u
crienuanbHble PYHKINU
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 - YIpaBJeHUYECKas,
IpaBoBas, byHKIMSA
MCTOPUYECKOTO MCTOYHUKA,

GbyHKIHA y4era.

B ueM 0cOOEHHOCTE S3bIKA U
CTHJIA 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

CITYK€OHBIX

KaxkoBb! pazHOBHHOCTH
CITy’K€OHBIX THceM?

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.

Kaxkune tpeGoBanwmst
HPEIbABISIOTCS K
COCTaBJICHUIO U 0()OPMIICHUIO
JIOKJIQ/IHBIX 3aITMCOK?

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)
PYKOBOJIUTEIS.

I[lo conepkaHuio  JOKJIQJTHBIC
3aMUCKU MOAPA3ACIISIOTCS Ha!
MHHUINATHBHEIE
HH()OPMAIIMOHHBIC

OTYCTHEIC

NuunaTuBHBIE JOKIAIHBIE
3aIIMCKHU COCTABIISIOTCS C LIENIBIO
noOyauTh  aJpecata  MIPUHATh
OTpEeNIETIEHHOE PelIeHNE.
NudopMmanmonHsie — ¢ IIEIIBIO

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 COCTABIISIOTCS 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 JAOKJIAJHOMN 3alUCKHU

- HAUMCHOBAHUEC BU1a )IOKyMeHTa

- JlaTa COCTaBJICHUS

- PErHCTPAallMOHHBIM  MHAEKC
(ecnmm JIOKJIaJIHEIC 3aUCKHA
PETUCTPUPYIOTCS KaK BHYTPEHHUE
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. Bpewms
Ne Tun [IpaBuiibHBII P
DopMyIMpOBKa 3aaHUS BBITOJIHEHUS
n/m| 3axaHus OTBET
(B MuHyTaXx)
JIOKYMEHTBI)
- 3aro0JI0BOK
- afgpecar
- TEKCT
- IOJIIUCh
BuyrpenHroro JNOKJIaJHYIO

3aIIMCKY IIOAIIUCBIBACT €€ aBTOP.
Buentaue JOKJIaJHBbIC 3aIlIMCKHU
HaITPpaBJIIIOTCA B BBIIICCTOAIINC

OpraHu3aluHu.
Onu odopmisioTcss Ha o00IIEeM
OnaHke OpraHu3alui,
IIOAIIMChIBAIOTCA cC
PYKOBOAUTEIIEM. ITomumo

PEKBU3UTOB 0O0IIero OjaHka Ha
BHEUIHUX JOKJAQHBIX 3alUCKax
yKa3bIBAlOT PEKBU3UTHI: aJ[pecar,

UCTIOJTHUTEb.
10 [lepeuncnure pyHkuuN 3agaun o0ecrieueHus 5)
ciyx0b1 JIOY JIOKYMEHTHPOBaHUS

ynpaBnqueCKOﬁ ACATCIIbHOCTHU
MOTr'yT OBITE PEIICHBI C ITOMOIIBIO

BBITIOTHCHUS () (144 0)11170:¢
(GyHKIMIA:

pa3paboTka ¥ TPOEKTUPOBAHUE
0J1aHKOB, obecrieueHus X
U3TOTOBJICHUS

obecrieueHne W3TOTOBJICHUS
JOKYMEHTOB,  KONHPOBaHUS |
TUPAKUPOBAHUS

KOHTPOJIb KauecTBa MOATOTOBKH U
oopmIIeHUS JIOKYMEHTOB,
COOIOZICHHE YCTaHOBJICHHOU

MPOLEAYpbl  COTJIACOBaHHUS U
yIIOCTOBEPEHUE JOKYMEHTOB

[ToyHBII KOMIUIEKT OIEHOYHBIX MAaTEpHajioB IO JUCHUILUIMHE (MOAyni0) ((GOHA OLIEHOYHBIX
CPEICTB) XPAaHWUTCSI B NIEKTPOHHOM BHUJAE Ha Kadeape, YTBEpXKAAOLEH pabouyro Mporpammy
JTUCHUILTMHBI (MOIyJs1), U B LleHTpe MOHUTOpPHHTra U ayAuTa KayecTBa 00yUeHUsl.

7.4. MeToauueckne MaTepHuaJibl, ONpeaesioliue NpoueIypbl OlleHHBAHUS Pe3yJIbTATOB
00y4eHHsI M0 M CHUILINHE (MOAYJII0)

Ta6aunna 10 — TexHosornueckasi KapTa pedTHHIOBBIX 02JUIOB N0 JUCHUILIMHE(MOIYJIIO)
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Ne KosmuectBo MaxkcumajibHOe Cpok
KonTponupyemsbie .
n/n MepOonpUusITHii/
MepOonpusiTUs oasubr! KOJIM4€eCTBO NpeaoCcTABIEHUS
0a/10B°
OcHoBHoI1 0J10K
1. BricTyrenus Ha ceMuHape:
1.1. | monHBIH OTBET MO BOMPOCY 1-56amma 20
10 PaCIUCaHUIO
1.2. | nonosHeHUe 1 Gamn 5
2. BolnosnHeHne NpakTHUYECKUX 1-506amnasa
3anad pabory 10 IO PaCIUCAHUIO
3. KonTponbnas padora 1 - 5 6annos ) 10 PaclyCaHUIo
Bcero 40
4. Baok 6onycon
4.1. | IloceureHue 3aHsATHI +2
4.2. | AKTUBHOCTH CTY/ICHTa Ha +3
3aHATUU 10 10 PaclyCaHUIo
4.3. | OtcyrcTBHE IPOITYCKOB +5
3aHATUI
JOIOJTHUTEJIbHBIN 010K
5) DK3aMeH
Bcero 50
Hroro: 100
Tabauua 11 — Cucrema mrpadosB (17151 01THOT0 3aHATHSA)
[Toka3arens bamn
Onosoanue na 3ansamue -2
Hapywenue yuebHnotl oucyuniunol -2
Hezomosnocmu k 3anamuio -2
Ilponyck 3anamus 6e3 ysaxcumenbHol NPU4UHbL -2

Ta6auna 12 — Ilkana nepeBoga PeTHHrOBHIX 0AJIOB B HTOrOBYI0 OLIEHKY 3a CeMeCcTp
Mo AUCHUIINHEe (MOAYJII0)

Cymma 6asioB Onenka no 4-6aapHOM MIKaje
90-100 5 (OTIUYHO)
85-89
75-84 4 (xoportIio)
70-74
65-69 3
6064 (YAOBIETBOPUTEIIHHO)
Huxe 60 2 (HEeyIOBIIETBOPUTEIHHO)

[Ipu peanuzanuu JUCUMIUIUHBI (MOJYJs) B 3aBUCUMOCTH OT YPOBHS IOJTOTOBJIEHHOCTH
00y4aromuxcst MOTYT OBITh HCIIOJIb30BaHbl HMHbIE (OPMBI, METOJbl KOHTPOJS U OLICHOYHBIE
CPEICTBA, UCXOS U3 KOHKPETHON CUTYaIUH.

26



8. YUYEBHO-METOAMYECKOE U UH®OPMALMUOHHOE OBECIIEYEHUE
JUCHUIIJINHBI
8.1 OcHoBHas JuTEpaTypa:

1. H.H. OlyBanona, A.}O. MBanoBa OCHOBBI JI€TOMPOU3BOJICTBA U SA3BIK CIY)KEOHOTO
JOKyMEHTa: y4eOHo-TpakThueckoe mocobme. - PocroB n/Il: denukc, 2007. - 396¢c. -
(Beiciiee obpazoBanue).

2. Tlomnacwerii W.I1., ITenaroruka: 100 pornpocos - 100 oreeros / N.II. Tlognacerii. - M.
: BJIAJIOC, 2006. - 365 c. - ISBN 5-305-00038 6 - Texcr : snexrtponnsii // DbC
"KoHcynbpTaHT cryneHra” [caiiT]. - URL
http://www.studentlibrary.ru/book/ ISBN5305000386 html

8.2 nmomoJHUTE/IbHAS JUTEPATypa:
1. Tyrrapu P.Jl. /lokymeHTHpOBaHUE yrpaBieHYecKol aestensHoctd.  M.: HMuHdpa

- M. 2005.
2. CrenrokoB  M.B. O0pa3isl JOKYMEHTOB IO IeI0NPor3BoaCcTBY, M.: [Iprop.2005,
3. CaBunoB A.H., 3apemb6o T.®. Opranuzanus paboTHI OpraHoB

COLIMATILHOM 3aIUThl. Y4eOHoe nocobue. - M.: Macrepctso. 2005.
4. Tpynosoii kogekc PO.

8.3.UHTepHeT-pecypchl, HEOOX0AMMbIe IJIs1 0CBOEHHU S TUCHMIITUHBI (MOYJIs1)
- DnextpoHHo-Onbmuoteunas cucrema (3bC) OOO «lloautexpecype» «KoHcynbranT
cryneHta».Www.studentlibrary.ru.

9. MATEPUAJIBHO-TEXHUYECKOE OBECIHHEYEHHUE JUCHUITJIMHBI

JlexumoHnHast ayauTtopus ¢ MyJbTUMEAMAa pecypcamH sl IoKa3a BUIEO-KOHTEHTa U
MIPE3EHTALMM, 3aJI OTKPBITOro focTyma k cetn Muareprer, I1K.

Aynuropus JUisl CEMHUHApCKUX 3aHATHI C MyJbTHMEIUA pecypcaMu AJis MO0Ka3a BHJEO-
KOHTEHTA U MPe3eHTalMi, OpraHu3ali KOMaHHOH paboThI CO CTYJEHTAMH.

Pabouast mporpamma JUCIHMITIMHBI IPU HEOOXOIMMOCTH MOXKET OBITh aJaliTUpOBaHa IS
oOydeHust (B TOM 4YHCIIe C MPUMEHEHUEM JIHUCTAHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOJOTHM)
JUIl C OTPaHUYEHHBIMH BO3MOXKHOCTSIMHM 310POBBSl, MHBaJIMIOB. [[ng 3Toro tpebyercs
3asiBIEHHE OOYy4aroUuIuXcs, SBISIONIMXCA JIMLIAMU C OrPAaHUYEHHBIMH BO3MOXHOCTSMU
3/10pOBbsl, WHBAIMJAMU, WIM UX 3aKOHHBIX IPEICTABUTENIEH U PEKOMEHJALUU MICUXOJIOr0-
MEIMKO- MeAarorndeckol koMmuccuu. [[ns MHBaIMAOB coaep:kaHuEe padoyeil Mmporpammbl
JUCLIUIUIMHBI MOYKET ONPENENATHCA TAKXKE B COOTBETCTBUM C MHIAUBUAYAIBHON NIPOTrPaMMON
peadunuTany HHBAIUAA (IPYU HATUYHUK).

10. OCOBEHHOCTMH PEAJIM3ALUU JUCHUIIJIMHBI TPU OBYYEHUU UHBAJIUOB
n Jiin C OrPAHUYEHHBIMHU BO3MOKHOCTAMM 3/10POBbS

PaGouass mporpamma IHUCHUIUIMHBI HpPU HEOOXOAMMOCTH MOXKET OBbITh aJanTHpOBaHA [
oOyuyeHus (B TOM 4YMCJIe C NMPUMEHEHHEM JMCTAaHIMOHHBIX OOpa30BaTENbHBIX TEXHOJOTHI) JUI] ¢
OTpaHUYEHHBIMU BO3MOXXHOCTSIMH  37I0POBbsl, WHBaJIMAOB. Jlinsi asToro Tpedyercss 3asiBICHUE
00yyaromuxcs, SBISIONIMXCS JIMIAMH C OIPaHMYEHHBIMH BO3MOXKHOCTSIMHU 3]I0POBbsI, WHBAIHUJIAMH,
WJIM UX 3aKOHHBIX IPEICTABUTENICH U PEKOMEHIAllNH IICUXO0JI0r0-MEIUKO-TIEAArOrn4eCKO KOMHUCCHH.
[Tpu o6y4yeHuu U1l ¢ OrpaHUYEHHBIMU BO3MOXKHOCTSIMU 3/I0POBbSl YUUTHIBAIOTCS UX WHAWBUyaIbHbIE
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ncuxogpusznueckue ocoOeHHocTH. OOyueHHEe HWHBAJIUAOB OCYIIECTBISIETCS TakXKe B COOTBETCTBHHM C
VWHAUBUAYAILHON MpOrpaMMoi peaduiInTauy HHBATH A (TIPU HATWYHH).

Jljig Uil ¢ HapylmieHHeM CilyXa BO3MOXKHO MpefocTaBieHHe yueOHOW HMH(OpMaluud B BU3YaJbHOM
dopme (KpaTKuii KOHCHIEKT JIEKIMH; TEKCThl 3a/JaHuii, Harme4yaTaHHbIE YBEIMYEHHBIM MmIpudToM), Ha
AyIUTOPHBIX 3aHATUSAX JOMYCKAeTCs NPHUCYTCTBHE AaCCUCTEHTa, a TakkKe CypAONEpPEeBOJIUYUKOB U
TU(IIOCYPIOTIEPEBOAUYMKOB. TeKyIMiA KOHTPOJIb YCIEBAEMOCTH OCYLIECTBIISICTCSI B NMHUCHBMEHHOH (opme:
oOyJaronuiicsi MMCbMEHHO OTBEYAEeT Ha BOMPOCHI, MHUCbMEHHO BBIMOIHSET MpakTuyeckue 3aganus. Jlokmana
(pedepar) Taxke MOXKET OBITH NMPEACTABICH B MUCHMEHHOU (hopMme, MpH 3TOM TpeOOBaHUS K COACPIKAHUIO
OCTaloTCd TEMHU K€, a TpeOOBaHMS K KauecTBY H3JIOKEHHs MaTepuana (MOHATHOCTb, KayecTBO peyH,
B3aMMO/ICHCTBHE C ayAUTOPUEH U T. JI.) 3aMEHSAIOTCS Ha COOTBETCTBYIOLINE TPEOOBAHMS, TIPEABSBISIEMbIC K
MUCBbMEHHBIM paboTaM (KauecTBO O(OpMIIEHHS TEKCTa U CIMCKa JIMTEPaTypbl, TPAMOTHOCTb, HAJIUYHE
WUTIOCTPALIMOHHBIX MaTepuaioB U T. 1.). [Ipomexxyrounast arrecrauus Ui JIMI ¢ HapyLIEHUSIMM CllyXa
IPOBOAUTCS B MNUCBMEHHOW (opMe, MpU ITOM HCHOIB3YIOTCS 00lIKMe KpUTepuu oleHuBaHus. llpu
HEOOXOIMMOCTH BpEMs IIOATOTOBKU K OTBETY MOXKET OBITh YBEJINYEHO.

Jnist Tin ¢ HapyIIeHUEeM 3peHHs JIOMYCKAaeTCsl ayIuallbHOE MPEoCTaBlIeHne HH(POPMAIIHH, a TaKKe
UCIIOJIb30BAaHUE Ha AayAMTOPHBIX 3aHATUSAX 3BYKO3ANKCBHIBAIOIIMX YCTPOHCTB (AUKTOPOHOB U T. 1.).
JlomyckaeTcsi MNpPUCYTCTBUE Ha 3aHATHSX ACCUCTEHTa (TIOMOIIHMKA), OKAa3bIBAIOIIET0 OO0YyYaroluMcs
HEOOXOJUMYI0 TEXHMUYECKYI MOMOIb. TeKylmui KOHTpOJIb YCIIEBAEMOCTH OCYIIECTBISETCS B YCTHOU
dopme. [Ipu mpoBeneHUH MPOMEKYTOYHOW aTTeCTAllMU MAJS JIUMI[ C HApyIICHWEM 3pEHHs] TECTUPOBAHUE
MOJKET ObITh 3aMEHEHO Ha YCTHOE cOOECeJ0BaHUE 10 BOIIPOCAM.

Jnsg v ¢ OrpaHUYEHHBIMHM BO3MOXKHOCTAMHM  3/I0pPOBbsl, HMMEIOIIMX HApYLIEHHUS OIOPHO-
JBUTATEJIbHOIO armapara, Ha ayJUTOPHBIX 3aHATHUSX, a TaKXkKe IpPU IPOBEJCHUHM IPOLEAYpP TEKYIIETo
KOHTPOJISI YCIEBAEMOCTH M TMPOMEKYTOYHOW aTTECTallMd MOTYT OBITh MPEAOCTaBICHBI HEOOXOIUMbIE
TEXHUUYECKHUE CpeACTBa (IIEPCOHAIbHBIA KOMIBIOTEP, HOYTOYK WM JPYrod TaJKeT); JOIYyCKaeTcs
NPUCYTCTBHE ACCUCTEHTa (ACCHUCTEHTOB), OKAa3bIBAIOUIET0 OOYYAIOIIUMCA HEOOXOAMMYI0 TEXHUYECKYIO
noMoulb (3aHATh pabouee MECTO, NEPEABUTAThCS MO0 ayJUTOPUH, NPOUYUTATh 3aJaHUE, OQOPMUTH OTBET,
00IIaThCs ¢ MPeroiaBaTesieM).
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