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1. IEJIb ¥ 3AJAYM JMCHUATIIVHBI
HCHBZ 3HAKOMCTBO 06y‘-IaIOH_II/IXCSI C OCHOBaAMU JOKYMCHTOBCIACHUA, ACIOMNPOU3BOACTBA B

00pa3oBaTebHON OpraHu3aIiy.
3agaun:

— OCBOCHHE MOHITHIHO-TEPMUHOJIOTUYECKOTO aIllapara B 00J1acTH JOKYMEHTOBEICHUS;
— 3HAKOMCTBO C YNPaBJIEHYECKON KyJIbTYpPOW BEJEHUS IEJIONPOM3BOACTBA B 00pa3oBa-

TEIbHOU YUPEKICHUH,

- (bOpMI/IpOBaHI/IC TECOPCTUUCCKHUX U IIPAKTHYCCKUX 3HAHWUH 110 JOKYMCHTOBCIACHUIO B 00-

pa3oBaHUM.

2. MECTO JUCHUIIJIMHBI B CTPYKTYPE OlIOII
2.1. TpeGoBaHusl K MpeIBapUTEIbHOIl MOATOTOBKE 00y4YaloLIerocs:

Peuenas KyJIbTypa neaarora

OcHoBbI HTHPOPMAITUOHHOMN KYJIBTYPHI

2.2. IUCHUIUIMHBI U PAKTHKHU, VIS KOTOPHIX OCBOEHHE JAHHOM U CUMIIMHBI (MOLYJI51)
He00X0IMMO KaK npeallecTByloliee:
HopmaTtuBHO-TIpaBOBBIE OCHOBBI TPOPECCHOHAIIBHON JAEATEILHOCTH
KynbTypa 1 MeXKyIbTypHOE B3aUMOJICHCTBUE B 00pa30BaTEIHLHOM IPOCTPAHCTBE
[TpoexTupoBanue u peanu3anus 00pa3oBaTeIbLHOrO Mpolecca
DNeKTPOHHO-UH(POpPMAIIMOHHAs cpefia 00pa30BaATENILHOTO YUPEKACHUS

3. KOMIIETEHIMHU, ®OPMUPYEMBIE B PE3YJIbTATE OCBOEHUSA

JUCHMUIIIAHBI

VYK-4. Crioco0OeH oCylIecTBIATh JeT0BYI0 KOMMYHHKAIIMIO B YCTHOM U MUCbMEHHOM (op-
Max Ha rocyJapcTBEHHOM si3bike Poccuiickoit denepaniny 1 THOCTpaHHOM(BIX) SI3bIKE (aX)

4. PE3YJIBTATBI OCBOEHUA JUCHUIIVIMHBI OBYYAIOIIUMCA

NHnukaTtopel 1OCTUXKEHUS KOM-
MHEeTECHIINN

Pe3y.]'IBTaTBI O6y‘{eHI/IH O JUCIHUIIIINHE

NVK - 4.1. BocnpuHumaer, aHa-
JIU3UPYET U KPUTUYECKHU OLIEHU-
BaeT MpoeCCHOHATIbHYIO UH-
dbopmariio B yCTHOM U TUCHMEH-
HOU (hopMe Ha rocy1apCTBEHHOM
a3pike Poccuiickont @enepannu n
MHOCTpPaHHOM (BIX) sI3bIKE (ax)

NVYK - 4.2. OcymecTBisieT BBIOOD
A3BIKOBBIX CPEJICTB B COOTBET-
CTBUU C [TIOCTABJIEHHBIMH KOMMY-
HUKATUBHBIMU 33J]a4aMH U Jie-
MOHCTPHPYET BJIAJICHHE IPAMOT-
HOM, JIOTMYECKH BEPHO U apry-
MEHTHPOBAHHO IMOCTPOCHHON
YCTHOU U MHCBbMEHHOW PEYBIO Ha
roCyIapCTBEHHOM sA3bIke Poccuii-
ckor Penepaui ¥ THOCTPAHHOM
(bIX) sA3BIKE (aX)

NVYK - 4.3. BeicTpauBaeT cTpare-
THIO YCTHOTO U TIMCEMEHHOTO 00-

3Haer:

— TIOHSTHUE JOKYMEHT, BUJIbl U QYHKIUHU JOKYMEHTOB;

— TIIpaBOBOE, OPraHU3AIMOHHOE U TeOpeTHUeCcKoe odecre-
yeHue paboThl ¢ JOKYMEHTaMH B 00pa30BaTeIbHON OpraHu-
3alluu;

— OCHOBBI JIEJIONIPOU3BO/ICTBA B 00pa30BaTEIbHON OpraHu-
3alluu;

— OCHOBBI JOKYMEHTHOM KOMMYHHKAIUH;

— coJeprKaHue rocyAapCTBEHHBIX CTaHIapPTOB IO JIOKY-
MEHTOBEJICHUIO;

— mpaBuiia 0pOPMIIEHUS TOKYMEHTOB, PEKBU3HUTHI JJOKY-
MEHTOB;

— O0COOEHHOCTH fA3bIKa U CTUJISL OPUIIMATIBHBIX IOKYMEHTOB.
Ymeer:

— COCTaBJIATh JOKYMEHTBI Pa3IMUHBIX TUIIOB U BUJOB;

— OCYILIECTBIATH KOMMYHUKAIIMIO IOCPEACTBOM JOKYMEH-
TOB.

Brnaneer:

— HaBBIKAMHU COCTAaBJICHUS Pa3INYHBIX JOKYMEHTOB;




ICHHA Ha TOCY1apCTBCHHOM A3bI-

ke Poccuiickoit @enepanuu u

MHOCTPaHHOM(BIX) s3BIKE (aX) B

pamKax J1enoBoi mpodeccuo-
HaJIbHON KOMMYHUKALIUU

JOKYMCHTOB,

TEJIbHOW OpraHu3aluu.

— HaBbIKaMHM OCYIICCTBJICHUA KOMMYHHUKAIIUHU ITIOCPEACTBOM

— HaBbIKaMHM OpraHu3aluu ACJIOIIPONU3BOJACTBA B 06pa30Ba-

5. OFbEM JUCHUILIVHBI U PACIIPEJIEJIEHUE BUJIOB YYEBHOM PABOTHI IO

CEMECTPAM
Kosm4ecTBo 4yacoB no BuaaM y4eOHoi padoThl
Bcero
IIpoduns (HanpaBIeHHOCTD) Cemectp 4acoB
Jex. | Mpaxr.| Jag. | Kcp | C3M- |JKsamen
padora
AHTTTUUCKHM SI3BIK U
N 4 72 0 28 2 42 0
Kuralickuii 361K
Hroro 72| 0 | 28 2 | 42 | o

6. CTPYKTYPA U COAEP KAHUE JMCHUIITIMHBI

KoaunyecTBo yacoB

No Pa3znen / Tema Conep:xanue Cart.
Jleku. | IIpakr. | Jla6.
pa6ora
Cemectp 4
1. Teopemuueckue ochogvl OOKyMeHMOBeOeHUs
1.1. | lokymenroBezienue, kak | JlokymeHToBeieHHe Kak HaydyHas | O 4 0 2
Hay4yHas JUCHMIUIMHA. | AucuumiuHa. OOBEeKT, mNpeaMmer
OOBekT, mpeaMeT, 3a/1a- | JOKYMEHTOBEJACHUS. 3aaadul Ji0-
YH, METOJIBI KyMEHTOBEJIeHUs. JTanbl pa3Bu-
THSL JIOKyMEHTOBEJCHHsI. MeToabl
nokyMeHToBeneHusa. Cucrema Jo-
KyMeHTanui. OCHOBHBIE TEPMUHBI
JIOKYMEHTOBE/ICHHU.
1.2. | Jokyment u ero ¢ysk- | [lonarue «moxkyment». ®@ynkium | 0 2 0 4
117051 nokymeHTa. CBOMCTBA JOKYMEHTA.
Crpykrypa nokymenra. WHpop-
MAaIlMOHHAsI COCTAaBJISIONIAS JIOKY-
MEHTA.
1.3. | JokymenrooOpasytomue | lokymeHTOOOpasyronme mnpusHa- | 0 2 0 2
NPU3HAKK M CBOMCTBA | KM JOKyMmeHTa. llepBH4HOCTE M
JIOKYMEHTa BTOPUYHOCTh JIOKyMeHTa. FOpu-
4yeckas cuiia 1okymenTta. Konus
nokymenra. Knaccudukanus o-
KyMEHTOB. BHJIbI JOKYMEHTOB.
2. [loxymenmoseoenue 6 06pazo8amenbHOU OpeaHu3ayulL
2.1. | IlpaBoBoe, opraHuzanu- | JlokymMeHTalMOHHOE OOecTeueHne 0 4 0 7
HOHHOE W TEOpeTH4Ye- | 00pa30BaTEIHbHOM OpTaHU3aIeH.
ckoe oOecrnieueHne pa- | CoBpeMeHHOE 3aKOHOJATEIbHOE U
00TBI C JOKyMEHTaMH B | HOPMaTUBHO-METOANYECKOE
oOpa3oBaTenpHON opra- | obecrieueHue B chepe T0KyMEeH-




HU3allun

TAIlMOHHOTO OOECTIeUeHHs YIpaB-
JeHUsT W apxuBHOro nena. HH-
CTPYKLHUS IO JAEJIONPOU3BOJICTBY.
Bunel nokymeHToB B 00pazoBa-
TEJIbHOW OpraHus3auuu. PekBu3u-
Tl AoKyMeHTa. [lpumepHbIil me-
peueHb 00s3aTeNbHBIX JOKYMEH-
TOB I10 IIKOJIE.

2.2.

l'ocynapcrBenHble
CTaHJAPTHI 110 JOKYMEH-
TUPOBAHUIO

Yaudukanus M CTaHAapTH3AIUS.
YHupuuupoBaHHble CUCTEMBI J10-
KyMEHTAaIuu. YHUPUITUPOBAHHASL
cucTema OpraHu3alMOHHO-
pacHoOpsSIAUTENIBHON  TOKYMEHTa-
nuu. TpeboBaHus K 0OPMIICHHUIO
nokymeHToB. ['occranmapt Poc-
cuu ot 31 uronst 1997 roga Ne 273
u 'OCT P 51141-98 «/lemomnpo-
W3BOJCTBO M apXWMBHOE [EIIO.
TepMuHbl W ONpENCICHUAY,
YTBEPKACHHBIN TOCTAaHOBIECHUEM
I'occranmapra Poccun ot 27 ¢es-
pans 1998 roma Ne 28. 'OCT P
6.30-97. TOCT P 6.30-2003.

2.3.

Bunbl  1OKyMEHTOB B
o0Opa3oBaTenbHON oOpra-
Huzaiuu.  OdopmieHne
JIOKYMEHTOB B 00pa3o-
BaTeJIbHOW OpraHu3aliu

Bunel nokymeHTtoB B 00pa3oBa-
TeabHOM opranuzanuu. CTpyKTy-
pa JOKyMeHTa. YHU(DUIUpPOBaH-
Has ¢opMa aokyMmeHTa. TpeOoBa-
HUS K 0OPMIICHHIO PEKBU3UTOB U
OJJaHKOB  CITy’KE€OHBIX JIOKyMEH-
ToB. CHCTEMBI JOKYMEHTAlWH.
TpebGoBanust kK 0pOPMIICHUIO pa3-
JIMYHBIX BUJOB CIIY)KEOHBIX JIOKY-
MeHTOB. [Ipukasel. Pacnopsxke-
Hus. CnpaBku. JloknanHele U 00b-
SICHUTENIbHBIE  3aliCcH. JIndHOoe
JIEJI0 COTPYAHUKA. SI3BIK M CTHIIb
CITy’KE€OHBIX JTOKyMEHTOB.

2.4.

Odopmnenne  ydeOHO-
MeJIarOTHYeCKOr  JIOKY-
MEHTAIUU

AndaBuTHas KHWUTH 3allUCH ydYa-
muxcs. Kaura amxkenud. JIngnoe
neno ydamuxcs. Kiaccuslie xyp-
Haibl. JKypHanel  (akyJIbTaTHB-
HBIX 3aHsaTH. JKypHamsl rpynn
npoaseHHoro nHsA. KHura ydera
0J1aHKOB M BBIJAYM aTTECTATOB 00
OCHOBHOM 0011eM 00pa3oBaHUH.
Kunra ydyera OmaHKOB M BbIIaYu
aTTECTaTOB O CpeIHeM (IIOJTHOM)
obOpa3oBanun. Kaura yuera Bbijia-
YU 30JI0TBIX U CEpeOpsSHBIX Mefa-
neil. KHUrM mpoTOKOJIOB Ienaro-
THYECKOr0 CoBeTa IKOAbI. KHuru
npukazoB. KHUTH ydyeTa JTUYHOTO
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cocTaBa MeJaroruyeckux pabot-
HUKOB. JKypHall MpOMyHIeHHbIX U
3aMEIEHHBIX YPOKOB.

2.5.

Opranu3anus JeJonpo-
M3BOJICTBA B 00pa3oBa-
TEJILHOW OpTraHU3aIuH

Opranu3zanus 10KyMeHTO000poTa,
pabora ¢ pgokymeHtamu. Jlena:
HOMEHKJIATypa Jein, (popMupoBa-
nue nen. Ilpuwem u oOpaborka
BXOJIALIMX JOKyMeHTOB. PaboTa ¢
HCXOJSIITAMHI JIOKyMEHTaMH.
Cxema pabora C BHYTPECHHUMH
nokymeHTaMu. KoHTposip ucnodi-
HeHusi JokyMmeHToB. [loaroroska
JIOKYMEHTOB U JIeJI K TOCTOSIHHO-
My WA BPEMEHHOMY XpaHEHHIO.
Ilepenaua nen B apXuB U yHUUYTO-
xKeHue JoKymMeHToB. Cpezactsa
COCTABJICHHSI TEKCTOBBIX JIOKY-
MEHTOB, CpPE/ICTBa KOMUPOBaHUS U
OIIEpaTUBHOTO Pa3MHOKEHUS J10-
kyMeHToB. CpelcTBa XpaHEHUS U
noucka JokymeHToB. CpezicrBa
nepenayn uHpopmanuu. TexHo-
JIOTHUHM JOKYMEHTAIlMOHHOro olec-
MeYeHus ynpaBJieHus oOpa3oBa-

TEJIbHOW OpraHu3aluen.

3auer

Hroro

44

ITPUMEPHASA TEMATHUKA KYPCOBBIX PABOT:

KypcoBas paboTa He npeaycMoTpeHa

8. ®OHJA OHEHOYHBIX CPEACTB IO AUCHUIIJIMHE: Ilpunoxenue 1.

9. YYEBHO-METOAUYECKOE U THOPOPMAIIMOHHOE OBECIIEYEHUE

JUCIHUIIVINHBI:

9.1. Pekomennyemasi quteparypa: [Ipunoxenue 2.

9.2. llepeuyens pecypcoB HHGOPMALMOHHO-TEJIEKOMMYHMKALMOHHOI ceTH « MHTepHeT»:

®denepanpubiii moptan «Poccuiickoe obpazoBanue» [IneKTpoHHBIN pecypc]. — Pexum no-
cryna: http://www.edu.ru

9.3. IlepeyeHb NPOrpaMMHOIO odecrieYeHus:

. ITaker LibreOffice.

. UaTepuer Opaysep.

. Ilporpamma 7zip

O©CoOoO~NOoO U WDN P

. ITaket Microsoft Office.

. ITaker OpenOffice.org.
. OneparrionHast cucrema cemeiicrea Windows.
. OneparrionHast cucrema Linux.

. IMaxet Kaspersky Endpoint Security 10 for Windows

. I[TporpamMma 17151 MpOCMOTpPa IIEKTPOHHBIX JOKyMeHTOB opmara pdf, djvu.



http://www.edu.ru/

9.4. Ilepeyenb nmpogecCHOHATBHBIX 0a3 JaHHBIX U MHPOPMAIMOHHBIX CNPABOYHBIX CH-
crem: [Ipunoxenue 3

10. MATEPUAJIBHO-TEXHUYECKOE OBECIHEYEHUME JUCHUIIJIUHbI:

1. O6opynoBanHble yueOHbIE ayIMTOPUH, B TOM YHCJIE C UCIIOJIB30BAHUEM BUIEONPOEKTO-
pa M TOJKIIOYEHHEM K ceTd «VIHTepHeT» M JOCTYHNOM B JIJIEKTPOHHYIO HH()OPMAIMOHHO-
00pa30BaTeNbHYIO cpelly Y HUBEpCUTETA.

2. AynuTopuu Ui CaMOCTOSITETIbHON paboThl ¢ MOAKIIOUEHHEM K ceTu «VHTepHeT» H 10-
CTYIIOM B 3JIEKTPOHHYIO HH()OPMAIIMOHHO-00pa30BaTeIbHYIO Cpely Y HUBEPCUTETA.

3. KoMmploTepHBIii KI1acc ¢ MOAKIIOYCHHEM K ceTH «VIHTepHEeT» U TOCTYIOM B 3JIEKTPOH-
HYI0 HH(OPMALMOHHO-00pa30BaTeIbHYIO Cpely Y HUBEPCUTETA.

11. METOAUYECKHUE PEKOMEHIAIIUU J1JIS1 OBYUYAIOLIIUXCSA
MO OCBOEHUIO JMCHUIIJIUHBI:

N3zyuenne nucuuminHbl «OCHOBBI JOKYMEHTOBEIEHUS B OOpa30BaHUW» IPEAIoJaraeT
YCBOGHHE 3HAHWI M MPUOOPETECHHE YMEHHI COCTABISATH CITy:KEOHBIE JOKYMEHTBI, BECTH IOKY-
MEHTAlUI0, OPraHU30BbIBATH JOKYMEHTOOOOPOT B 00pa30BaTEe/IbHOM OpraHU3aIiH.

YcBoeHue conepkaHus TUCHHIUIMHBI MIPEANoaracT BiIaJeHHe 3HAaHUSAMH 0 CIETYOLIIM
nucuuruinHaM: « OCHOBBI MH(GOPMALIMOHHOM KyJIbTypbl», «PedeBas KyapTypa meaaroray.

CryneHTaM MpeACTOUT U3YYUThH OOIIHME BOIPOCH TOKYMEHTOBEICHHS B 00pa3oBaHuM (T10-
HATHE JIOKyMEHTa, BUAbI M (YHKIHMM JOKYMEHTOB, HOPMaTHBHO-METOAMYECKOE ObOecreueHue
JOKyMEHTOBE/IEHHUS B 00pa30BaHUM, OCHOBBI OPraHU3AIMU JIEJIONPOU3BOACTBA B 00pa30oBaTeIlb-
HOW OpraHu3alyy u Jip.).

B cucremy moJroToBKH BXOJIAT:

— TeopeThdecKas MOJArOTOBKA Ha JIEKITUX;

— npodeccuoHanbHas MOATOTOBKA CTYJIEHTOB, pean3yeMas Ha MPaKTHUECKUX 3aHATHUSX,
a TaKKe MPH BBITIOJTHEHUH CIICIUATEHON CAaMOCTOSTEIEHONU Pa0OTHI.

Ha nexuusix paccMaTpuBalOTCsl OCHOBHBIE, TPOOJIEMHBIE TEMBbI Kypca: CYIIHOCTh JOKYMEH-
Ta, TIOJXOMBI K ONPENEICHUIO MOHITHSA, BUABl U (QYHKIMH JTOKYMEHTOB, CBOMCTBA W MPH3HAKH
JIOKYMEHTA.

Ha mpakTidecknx 3aHATHSX CTYACHTBI CAMOCTOSITEIBHO M3JIAaraloT M3yYeHHBIH MaTepHall,
U3J1araloT U OLICHUBAIOT Pa3IMYHbIE TOUKU 3PE€HHsI OTHOCUTENBHO JI0KYMEHTa, OpraHU3aluu J10-
KyMEHTO0000pOTa B 00pa30BaHMH, BBIOIHSIOT MPAKTHYECKUE 3aaaHus. [IpakTiHaeckue 3aHsATHS
TpeOYyIOT Hay4YHO-TEOPETHYECKOr0 OOOOIEHHS] MCTOYHMKOB M IOMOTaloT CTYAEHTaM TIryOxe
YCBOMTD y4eOHBINH MaTepua, MpUoOpecTH HaBbIKK IOKYMEHTHON paOOTHI.

[TpakTuyeckoe 3aHsATHE NpPEACTaBIseT COO0H 0coOyo (GopMy oOpraHuzanuu yuyeOHOTOo
nporiecca, B X0Jie KOTOPOTO CTYJEHT JOJDKEH MPUOOPECTH yMEHHS IMONTydaTh HOBBIC ydeOHBIC
3HaHUS, UX CUCTEMAaTH3UPOBATh U KOHIIENITYyaJU3UPOBaTh; ONEPUPOBATh OA30BBIMU MOHATUSMHU
y4eOHO! JuCIUIUTMHBL. Llenplo MpakTHYECKUX 3aHATHH SBISIETCS MPHOOPETEHUE CTYACHTaAMH
HOBBIX 3HaHUH, YMEHHI U HaBBIKOB, HEOOXOAUMBIX JJIsi MPOPECCHOHATBHON JEITEeNbHOCTH, Pa3-
BUTHE Y HUX TYMaHUTAPHOTO MBIIIUICHHUSI © HHTEIUIEKTYAIbHBIX CIIOCOOHOCTEH KaK CpecTBa UH-
JMBHUIyaJIbHOTO OCBOCHUS Y4eOHOU AuCIUITUHBL. Bee 310 TpeOyeT TiaTrenbHOM MOArOTOBKH K
NPaKTUYECKUM 3aHATUSAM. [IpH TIOATOTOBKE K MPAKTHYECKUM 3aHSATHIM CJIEIyeT HCIOJIh30BaTh
PEKOMEH/I0BAaHHYIO JINTEPATYpy, Pa3MEIICHHYI0 Ha OYMaKHBIX MU 3JEKTPOHHBIX HOCHTEISX.
Ha 3aHATHSX TPUMEHSIOTCS] aKTUBHBIE ()OPMBI U METOBI OOYYEHUS: TIPEAIOIAraeTCsl aHATUTH -
yeckas paboTa CTYAEHTOB C MO3UIMH JEIONPOU3BOIUTENS, JOKYMEHTOBEIA, paboTa B MHUKPO-
IpyMIax; MPOBOAUTCS OMPOC, IO UTOTaM KOTOPOTO BBICTABJISIIOTCS OLIEHKH, YTO MOMOTAET KOH-
TPOJIMPOBATH KAYECTBO 3HAHUI.

Ob6s3aTenbHBIM yenoBUEM 3()(PeKTUBHOr0 0O0y4eHUs SBISIETCS CaMOCTOsTeNbHas paboTa
CTYyZ€HTa, KOTOpasi BKIIIOYAET B ce0s YTEHUE OCHOBHOW M JONOJHUTENBHOM JIUTEPaTyphl, pede-
pUpOBaHUE HAYYHBIX CTATEH, MpeayaraeMbIX JJIs MOATOTOBKH K MPAKTHUECKUM 3aHATUSM. Bo
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BpEMsI CaMOCTOSITEIbHON pabOThl CTYACHTHI TOTOBSITCS K BBIMOJIHEHHIO KOHTPOJIBHBIX PaboT B
nucbMeHHOU popme. CocTaBHOM YaCThIO CAMOCTOSITENIBLHON Pa0OTHI CTYJICHTOB SBJISETCS MOJrO-
TOBKA K 3a4eTy.

KonTponb ycneBaeMocTH M KayecTBa MOJATOTOBKU CTYJEHTOB IO y4e€OHOW IUCIMILIUHE
BKJIIOUAET TEKYIIUH KOHTPOJIb YCIIEBAEMOCTH, KOHTPOJIBHBIE TOUKU U IPOMEXKYTOUHYIO aTTECTa-
IUIO.

Texkymuii KOHTPOJIb yCIIEBAEMOCTH IIPOBOAUTCSA B XOJE BCEX BUAOB YUEOHBIX 3aHATHH B
dbopMme ycTHOTO orpoca, paboThl B MUKPOTPYIIIaX, MPOBEPKH MUCbMEHHBIX Pa0OT pa3HbIX BUJIOB
(KoHTpoOJIBHAs paboTa, TBOPUECKOE 3aJaHUE, IPAKTUUECKOE 3aJaHUE U IP.).

[TpomexyTouHas aTTecTalyds UMEET LIETbI0 ONPEAETUTh CTENEHb AOCTH)KEHUS y4eOHBIX
eNiell o IUCIUIUIMHE U MPOBOAMTCS B (pOpME 3ayeTa MO BCEM paszesiaM JUCHHUILTMHBL. Buisl
ayJIMTOPHOM CaMOCTOSATENbHOW pPabOThI, MOITANHOE €€ BBINOJIHEHHE, KPUTEPUU OIICHUBAHUS
npencraniensl B @OC no aucuumriie «OCHOBBI TOKYMEHTOBEIEHUS B 00pa30BaHUN».

Ha mpakTudeckux 3aHSTUAX, JIEKIHUIX, B X0/I€ CAMOCTOSATEIbHON pabOThl CTYIEHTHI J10JIK-
HBI YSICHUTH CHeNU(UKY OpraHU3alMy JOKYMEHTOBEIEHUS B 00pa30BaHUM; 3HATh OCHOBHBIE T10-
HATHUS U YMETh PUMEHSATH MOJTYYCHHbIE 3HAHUS B MPOPECCUOHAIBHOMN JEATeIbHOCTH.

Memoouueckue pexomenoayuu onsa ooyuarowuxcs (¢ OB3)

[lon cHenuanbHBIMU YCIOBUSIMH JUIS TOJY4YeHHs OOpa3oBaHHsS OOYYAIOUIMMHCS C
OTpaHUYEHHBIMU BO3MOKHOCTSMM 37I0POBbSl ITOHMMAIOTCSI YCJIOBHMSI OOy4Y€HHUs, BOCHUTAHUS U
pa3BUTHSA, BKIIOYAIONIUE B CeOsl HMCIONb30BAaHUE CIELUATIbHBIX O0pa30BAaTENbHBIX MPOrpaMM U
METOJI0B O0OYy4€HHUsI U BOCIIUTAHUS, CIIELUAJIbHBIX Y4E€OHUKOB, Y4EOHBIX TOCOOUHN U TUAAKTUYECKUX
MaTepUasoB, CIEMUATbHBIX TEXHUYECKUX CPEACTB OO0YUYEHHs KOJJIEKTUBHOTO U WHAMBHUIYAIBHOTO
nonb3oBaHud.  [loctpoeHne  0Opa3oBaTENbHOIO  Ipoliecca  OPUEHTHMPOBAHO  HA  y4yeT
WHIUBUAYAIbHBIX BO3PACTHBIX, MCUXO(PU3NYECKUX OCOOCHHOCTEH OO0ydYaromMxcsi, B YaCTHOCTHU
IpeIoiaraeTcsd BO3MOXHOCTh pa3pabOTKUM HWHAMBUAYAIbHBIX Y4eOHBIX IUIaHOB. Peanuzanus
WH/IMBUYaIbHBIX YYEOHBIX [IAHOB COMPOBOXKIAETCS MOJIACPKKON ThIOTOpA (POJUTES, B3SBILETO
Ha ce0s ThIOTOPCKHE (PYHKIIMU B TIpoiiecce oOydeHwus, BojoHtepa). O0yuarommuecs ¢ OB3, kak u
BCE OCTaJbHbIE CTYIEHTBI, MOTYT 00ydYaTbCsi MO WHIUBUAyaJbHOMY Y4eOHOMY IUIaHy B
YCTAaHOBJICHHBIE CPOKM C Y4Y€TOM MHAMBHUIYalbHBIX OCOOCHHOCTEM U  CHEIHMAJIbHBIX
00pa30oBaTeNbHBIX  MOTPEOHOCTE  KOHKPETHOro  00ydaromierocs. IIpu  cocraBneHun
UHAMBUAyaIbHOTO Tpapuka oOyueHus ansg Jull ¢ OB3 BO3MOXHBI pa3iuyHble BapUaHTHI
NPOBEICHUS 3aHATUI: NpPOBEIEHUE WHAWBUAYAIbHBIX WM TPYIIOBBIX 3aHATUH C LEJbIO
YCTpaHEHUS! CII0)KHOCTEH B YCBOGHHMM JIEKIMOHHOI'O MaTepuaja, MOATOTOBKE K CEMHHAPCKUM
3aHATHUSAM, BBIIIOJIHEHUIO 33JJaHUN MO camMocTosATeNbHOM padote. s mui ¢ OB3, mo ux npockbe,
MOTYT OBbITh alaliTUPOBaHbl KaK caMU 3aJlaHusl, Tak U (OpPMBI UX BBINIOJIHEHUS. BeIinonHeHue noj
PYKOBOJCTBOM IPENOaBaTeNsl NHANBUAYAIBHOIO MIPOEKTHOIO 3a/laHus, MTO3BOJISIIOIIETO COYETATh
TEOPETUYECKHE 3HAHHS U NMPAKTUYECKHE HABBIKM; NMPUMEHEHHE MYJIbTUMEIUNWHBIX TEXHOJOTHH B
IIPOLIECCE O3HAKOMMTEIBHBIX JIEKIIMM U CEMUHAPCKUX 3aHATHH, YTO MO3BOJIAET YKOHOMUTH BpeEMH,
3aTpayrBaeMoe Ha U3JI0KEHHE HEOOXOAMMOro MaTepuasa U YBEIUUUTh €ro 00bEM.

Jna ocymiecTBiaeHUs MPOLEAYp TEKYIIEro KOHTPOJII YCIEBAEMOCTH M IPOMEXYTOYHOMN
aTTecTalliy MPernoJaBaTesid, B COOTBETCTBUH C OTPEOHOCTSIMU CTYIEHTA, OTMEUEHHBIMU B aHKETE,
U PEKOMEHJAIUSAMH CIIEHUAIUCTOB JIe(eKTOIOrHYecKkoro mnpoduis, pa3padarbiBaeT (QOHIBI
OLICHOYHBIX CPEJICTB, aJalTUPOBAHHBIE JJIS JIUL[ C OTPAHHMYEHHBIMH BO3MOKHOCTSIMH 3/10pPOBbSI U
MO3BOJISIIOIINE OLEHUTh JOCTHKEHHE HMH 3allJIJaHUPOBAHHBIX B OCHOBHOM 00pazoBaTeIbHOMN
nporpaMMe pe3yjibTaToB OOydeHuss M YypoBeHb CGHOPMUPOBAHHOCTH BCEX KOMIIETEHIUH,
3agBJIEHHBIX B oOOpa3oBareiabHOM mnporpamme. dopma mNpoBeAeHUs TEKyLIEH arrecTanuu s
crynentoB ¢ OB3 ycTaHaBIMBaEeTCS C yYE€TOM WHIUBHIYATBHBIX TICUXO(DU3UIECKUX OCOOCHHOCTEH
(YyCTHO, MMCHMEHHO Ha Oymare, MMCbMEHHO Ha KOMITbIOTEpE, B (hopMe TeCTUPOBaHUS | T.11.). JIntam
¢ OB3 moxer ObIThb NpEAOCTaBICHO MAOIMOJHUTENbHOE BpeMsl ISl MOJArOTOBKM K OTBETY Ha
9K3aMeHe, BHIIOJIHEHUS 3aJaHHs Il CAMOCTOSTENIbHOM paboTHI.

[Ipy HEOOXOAMMOCTH CTYAEHT C OrpPaHMYEHHBIMH BO3MOXHOCTSIMU 3[0POBBSl IOJAET
NUCbMEHHOE 3asiBIICHHE O CO3JIaHUM JJIsI HEero CIEHUaIbHBIX YCIOBUI B Y4eOHO-METOANYEecKOoe
yOpaBlieHHE YHHUBEPCUTETa C MPHIOKEHHEM KONUN JOKYMEHTOB, MOJTBEP)KIAIOIINX CTaTyC
uHBanuaa wim auna ¢ OB3.
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