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TlosicHuTEIBLHASA 3aIMCKA

CamocrositensHas padbora odydaronuxcs (CPO) o npodeccrnonansaoMy Mmoayito ITM.02 Opranusarius
apXHBHOfI pa6OTI)I M0 IOKYMCHTaM OpFaHI/BaHI/Iﬁ Pa3INYHbIX (1)OpM COOCTBEHHOCTH SIBJISICTCS OJAHUM U3 BUIO0B
y4aeOHOH pabOThI, BKIIOYAIONUM aKTHBHBIE (OpMBI U MeTO bl 00ydeHusi. CMP MoxeT ObITh Kak
ayIUTOPHOM, TO €CTh BBINOJIHAEMON B X0/1€ ayAUTOPHBIX 3aHATHH 110 PACIIMCAHUIO, TAK U BHEAYIUTOPHOM.

[Ipodeccuonanpusiii Momyns I[IM.02  Opranuzanust apXwBHOH pabOTHI MO JOKyMEHTaM
OpraHu3alil pasnuyHbIX (OpM COOCTBEHHOCTH BKJIIOYaeT B ce0f MEXIUCLUIUIMHAPHBIE KYpCHI
MJIK.02.01 T'ocynapcTBeHHBIE MU MYHULMIANbHBIE apXWUBbI W apxuBbl opranmzauuid u MJIK.02.02
Metonarka u npakTHKa apXUBOBEAEHUS.

OcHoBHbIMU mpuHIMIAaMu opraHuzanuu  CPO  gBISIOTCS: CHUCTEMAaTUYHOCTh, HENPEPBIBHOCTD,
COTPYAHUYECTBO MpernoaBareist 1 o0ydaromerocs, nupdepeHuanys no CTeneHn CI0KHOCTH Ha KaKJOM
JTare OCBOCHHSI MPOTrPaMMBbl JUCIUTLITNHBIL.

Llenpto camoCTOATENBHOW pPabOThI OOYYAIOIIUXCS SIBISICTCS OCBOCHHE OOMIMX KOMIIETEHIIHH,
npuoOpeTeHne U CUCTeMaTu3alus HOBbIX 3HaHUM, ymenuii. CPO HampaBiieHa Ha pelIeHue CIEAYIOLIUX
3aza4:

- yrayOJieHrne U pacuIupeHre TEOPETHUECKUX 3HAHUIA;

- (opMupoBaHme yMEHMII HCHOJIB30BATH HOPMATHBHYIO, IMPABOBYIO, CIPAaBOYHYIO OKYMEHTALHIO H
CHEIHUAIBHYIO JIUTEPATYPY;

- pa3BUTHE TO3HABATEIBHBIX CIIOCOOHOCTEW W AKTUBHOCTH OOYYAIOIIMXCS: TBOPYECKOW WHHUIIMATHBHI,
CaMOCTOSITENIbHOCTH, OTBETCTBEHHOCTH U OPTraHHU30BAHHOCTH;

- ¢dbopmupoBanue CaMOCTOSITENIbHOCTH MBIIIEHHUS, CTIIOCOOHOCTEH K CaMOpa3BUTHIO,
CaMOCOBEPILIEHCTBOBAHUIO, CAMOPEATTU3AIINN;

- pa3BUTHE UCCIIE0BATEIbCKUX YMEHUM;

- (hopmupoBaHue MOTPeOHOCTH B HEMPEPHIBHOM 00PA30BAHHH.

AynurtopHas camocrtosiTenbHast padora oOydaromuxcsi (ACPO)  BbIMoiHSAETCS Ha Y4eOHBIX 3aHSITHSIX
O]l HEMOCPEICTBEHHBIM PYKOBOJACTBOM IIpenojaBaTelis M MO ero 3agaHuio. OO0beM BpeMeHU Ha
ayTUTOPHYIO CaMOCTOATEIbHYIO paboTy 0O0ydaromMXcsi BKJIIOYAeTcss B OOLIMH OO0BbEM BpEMEHH Ha HX
ayJUTOPHYIO pabOTy M perIaMEeHTUPYETCsl paclUCaHUEM 3aHATH.

Breaynuropnas camocrositenpHas padota odydaronuxcs (BCPO) — mmanupyemasi ydeOHasi, HayqHO-
uccienoBarenabckas pabora oOydyaronMXcs, BHIIOJHAEMAas BO BHEAyIUTOPHOE BpeMs MO 3aJaHHIO U MpU
METOJUYECKOM pPYKOBOJCTBE IpenojaBarens, HO 0e3 ero HenocpeiacTBeHHoro ydactus. BCPO
paclyMCaHueM 3aHATHI HE PErJIaMEHTHPYETCS.

Hnst opranmzanuu BCPO HEoOX0AUMBI CIIETYIONINE YCIIOBUS:

- HAUINYME U IOCTYITHOCTh HEOOX0IMMOT0 y4eOHO-METOJMUECKOr0 U CIIPaBOYHOI'0 MaTepHasa;
- CUCTEMa PEryJISIPHOTO KOHTPOJISI KaueCTBa BBIITOJIHEHHON CaMOCTOSTENbHON paboThI;

- KOHCYJIbTAaI[MOHHAS TIOMOIIIb;

- pa3zbsicHEHHe o0yJaromumcest 1eneit, 3axad u popm opranuzanuu BCPO.

3amanus Ha BCPO Beinatorcst mpenopasatenieM. [Ipu 3ToM B 00s3aTelNbHOM MOPSJIKE HMPOBOIUTCS
MHCTPYKTaX IO MX BBINOJIHEHUIO, BKIIOYAIOMIMNA HM3JI0XKEHHE IIeNIM 33JaHUs, €r0 COJEep>KaHus, CPOKOB
BBITIOJIHEHHS], OPUEHTUPOBOYHOTO0 0OBbeMa paboOThl, OCHOBHBIX TpPeOOBAHUHN K pe3yibTaTaM paboThl U K
OTYETYy MO HHUM, CBEJEHHS O BO3MOXHBIX OLIMOKAaX W KPUTEPUSX OLIEHKH BBIOJHEHUS pPAOOTHI.
WHceTpykTax nmpoBOAMTCA NMPENOJABATEIEM 3a CUET BPEMEHM, OTBEIACHHOIO HAa ayAMTOPHOE H3YyYEHHE
JTUCIHUILIINHEL. B xone Bemonnenuss BCPO oOy4aromnuecss MoryT oOpamniaThCs K BBIIABIIEMY 3aJaHUE
IIPENOAABATENIO 32 KOHCYJIbTAIIUEH.

BCPO mo ycmoTpeHmio mpernojaBaTesi MOXET BBIMOTHATHCS OOYJArONTUMUCS WHAWBUIYATbHO WITH
KOJIJIEKTMBHO (TBOPYECKUMU TPYIIIaMH).

KonTpons pesynabratoB BCPO ocymiecTBisieTcss B 4achl KOHCYJIbTallMi U ayAUTOpHON paboThl. OH
MOXXET MPOXOJUTh B MUCHhbMEHHOM, YCTHOW WJIM CMEIIaHHOW (OpMe ¢ MPEACTaBICHUEM O0Yy4YarOIIUMHCS
OTYETOB, TPOJYKTOB CBOEH TBOPUECKOMN AESITEILHOCTH WM ITYTEM JEMOHCTPALMM CBOUX YMEHHM.

KonkpernsiMu popmamu BCPO moryT ObITh:

- IpOpabOTKa KOHCIIEKTOB 3aHATUH;



-COCTaBJICHHE KPATHOT'O OMOPHOT'O KOHCIIEKTA;
- IOATOTOBKA K JIEKLIUSAM, CEMUHAPCKUM 3aHSTHSIM;
- U3y4YCHHE U KOHCIICKTUPOBAHUE XPECTOMATUI 1 COOPHUKOB JOKYMEHTOB;
- HallMcaHue TeMaTU4YeCKUX JOKIJIaJ0B, peepaToB, 3cce Ha MPOOIEMHbBIE TEMBI;
- yyacTue 00y4aroImuxcs B COCTaBICHUH TECTOB;
- COCTaBJIEHUE KPOCCBOP/IOB;
- COCTaBJICHUE IJIaHA TEKCTA;
- COCTaBJIEHUE BOIPOCOB;
- pabota ¢ IHTEpHET-UCTOYHUKAMU U JIp.
B kauectBe koHTpOsss BCPO MoryT ncnonb3oBaTbes claeayromme GopMal:
- UHAMBUAYaJIbHbIE Oecelbl U KOHCYIbTAIlMU C MIPETNO/IaBaTeNeM;
- IpoBepKa pedepaToB U MUCbMEHHBIX TEKCTOB JJOKJIA/OB;
-TE€CTUPOBAHUE;
-IIPOMEKYTOYHbBIE 3a4YEThI;
-IPOBE/ICHUE TPYIITOBBIX MMCEMEHHBIX KOHTPOJIBHBIX PA0OT C UX MPOBEPKOIA;
- IPOBEpPKA KOHCIEKTOB MPAKTUYECKUX 3aHATHH, HCTOUHUKOB;
-CaMOOTYETHI U .
ITamsaTKa MpenogaBaTeJII0
10 OPraHU3aAlNH CAMOCTOATEIbHON PadoThl CTY/IEHTOB
1. CamocTosTenbHYIO0 PaboTy HEOOXOUMO OPraHU30BBIBATH BO BCEX 3BEHBSIX YUEOHOIO MpOIlecca, B TOM
YHCJIe ¥ B IPOIIECCE YCBOECHUS HOBOIO MaTepHara.
2. CTyneHTOB HEOOXOAMMO CTaBUTh B aKTUBHYIO MO3UIUIO, JIEJIaTh UX HEMOCPEICTBEHHBIMH YYaCTHUKAMU
npolecca Mo3HaHus.
3. Opranuzanus caMOCTOATEIbHOW pabOThl MOMKHA CIOCOOCTBOBATH PA3BUTHIO MOTHBAIMHM YYECHUS

CTY/ICHTOB.
4. CamocrosiTenbHas pa0oTa JODKHA HOCHTH  IICJIGHANPaBJICHHBIM  XapakTep, ObITh YETKO
chopmMynupOBaHHOM.

5. ComepxaHuie caMOCTOATEIbHOU PabOTHI JOHKHO 00ECIIeUnBATh MOJHBIN U NTYyOOKUI KOMITJIEKC 3aaHHi
CTY/ICHTaM.

6. B xome camocTtoATenbHOM paboThl HEOOXOAMMO OOECIEUYUTh COYETaHHE PEeNpONYKTHUBHON U
IPOAYKTUBHON y4eOHOM 1€ATEeIbHOCTU CTYACHTOB.

7. Ilpu opraHu3zalMy CaMOCTOSITENBHOW pPabOThl HEOOXOAUMO MPEIyCMOTPETh aJE€KBATHYIO OOpaTHYIO
CBs3b, T.€. IPABWJIBHO OPraHNU30BaTh CUCTEMY KOHTPOJIA.

MeToanyeckue peKOMEHAAUMH 110 KOHCIIEKTHPOBAHMIO

KoncnekT (oT nat 0030p) sBISETCS MUCbMEHHBIM TEKCTOM, B KOTOPOM KpaTHO U TOCJEIOBATENIBHO
U3JI0)KEHO COJIep)KaHHE OCHOBHOTO MCTOYHMKA MH(popmanuu. KoHCeKTHpoBaTh — 3HAYUT MPUBOJIUTH K
HEKOEMY IOPAIAKY CBEICHUs, MOYEPIHYTHIE U3 OpUrHMHana. B oCHOBe mponecca JIEKUT CUCTEMaTU3ALM
MMPOYHUTAHHOI'O WJIN YCJIBIIIAHHOTO.
TexHuka cocraB/IeHH KOHCIIEKTA
npu padore ¢ KHUTaMu U Y4eOHBIMHU OCOOUSIMU:
- IpeJIBapUTEIbHO IPOCMOTPUTE MaTepua. Tak Bbl CyMeeTe BBISIBUTh OCOOCHHOCTH TEKCTa, €r0 XapakTep,
IMOHATH CJIOXKCH JIKX OH, COACPIKUT JIM HE3HAKOMEBIC BaM TCPMUHBI.
- CHOBa MPOYTHTE TEKCT M TIIATEJIbHO MpoaHanu3upyiite ero. Takas paboTa ¢ marepuaioM JacT BaM
BO3MOXHOCTb OTAEIHUTH INIABHOE OT BTOPOCTENEHHOT'0, Pa3ieIuTh HH(YOPMALIMIO Ha COCTABIISIONINE YACTH,
PaCIIOJIOKUTD €€ B HY)KHOM IOPsIJIKE.
- 0003HAYLTE OCHOBHEIE MBICITH TEKCTAa, OHW HA3bIBAKOTCA TC3UCaMMU. HMx MOXHO 3aIMCBHIBAaTh KaK YTOJHO -
[UTaTaMH (B Cllyyae €CJIM HY>KHO IlepeiaTh aBTOPCKYIO MBICIIb), THOO CBOUM COOCTBEHHBIM CIOCOOOM.
IPU KOHCIIEKTUPOBAHUM JICKIIMA:
- HE HAYMHAWTE 3alUChIBaTh MaTepHall C IIEPBBIX CIOB MPENOAaBaTess, CHaYaja BBICIYIIAWTE €ro MbICIIb
JI0 KOHIIA ¥ IOCTapanTeCh NOHATH €€.
- IIPUCTyIAUTE K 3allUCU B TOT MOMEHT, KOI'/la IIPENoAaBaTellb 3aKaHYMBAET U3JI0KEHUE OJHON MBICIH U
HAa4YMHACT €€ KOMMCHTHUPOBATh.
- B KOHCIEKTE 00s3aTeJIbHO BBIIENAIOTCA OT/eNbHbIe YacTH. HeoOXoauMo pa3rpaHndMBaTh 3arojOBKH,
M10/13ar0JIOBKH, BBIBOJIBI, 000COOJIATH OIHY TEMY OT Apyroil. Beienenre MOXKHO J1enaTh Mog4YepKUBaHUEM,
JpYTUM LIBETOM (HE cleAyeT IpeBpaiarh TEKCT B IECTpble KapTUHKH). PekomeHayeTcst nenaTb OTCTYIIbI



Ui 0003HaYeHHs ab3aleB M MYHKTOB IUIaHA, NMPOOENbHbIE CTPOKH JUIS OTICNCHHsS OJHOW MBICIU OT
JPYro, HyMepaluIio.
- CO3JaBaiiTe BalllM 3alMCH C HMCIOJb30BAHWEM MPUHATBHIX YCIOBHBIX 00O03HadeHuid. KoHcmektupys,
00s13aTeIbHO  YIOTpeOsIiiTe pa3HooOpa3HbIe 3HAKH (MX HA3BIBAIOT CUTHAJIBHBIMH). OJTO MOTYT OBITh
yKa3aTelu U HapaBJISIONIUE CTPEIIKU, BOCKIMIATEIbHBIE M BOIPOCUTEIBHBIC 3HAKH.
- He 3a0bIBaliTe 00 abOpeBuaTypax (COKpaIleHHBIX CIOBaX), 3HaKaX PaBEHCTBA U HEPAaBEHCTBA, OOJIbIIE U
MEHBIIIE.
- OOJIBIIIYIO TOJIB3Y JUISl CO3/IaHUS MPABUILHOTO KOHCIIEKTA Jal0T coKpauieHus. Jlydiie Bcero pazpaborarb
COOCTBEHHYIO CUCTEMY COKPAIICHUI U 0003HAYaTh KIMU BO BCEX 3aIUCSAX OJTHU U TE K€ CIIOBA.
- HY’)KHO M30€eraTh CJI0KHBIX U JUIMHHBIX PacCyKICHUI.
- TpU KOHCIIEKTHPOBAHUM JIy4llIe TIOJb30BATHCS MOBECTBOBATEIBHBIMHU TMPEAIOKEHUSIMU, H30erath
CaMOCTOSITENIbHBIX BOIIPOCOB. BONpockl yMECTHBI Ha MOJISX KOHCIEKTA.
- He crapaiTech 3aUKCUPOBATh MaTEpUal JOCIOBHO, IIPU ATOM YacTO TEPSETCS TIaBHAS MBICIb, K TOMY
e TaKylo 3amuch TPyAHO BecTu. OTOpackiBaiiTe BTOPOCTEIIEHHBIE CIIOBA, O€3 KOTOPBIX IIaBHAsl MBICTbL HE
TEpSAETCSL.

MeTtoauyeckue peKOMeH/AlMHU 110 COCTABJIEHUIO MJIAHA TeKCTa
- IPOYUTANTE TEKCT LEITUKOM.
- pa3AenuTe TeKCT Ha CMBICTIOBBIC YacTU. Hauano u KOHeI OTMEThTE KapaHAallloM.
- IPOYUTANTE NEPBYIO YaCTh, BblAEIUTE rIaBHoe. [lonbepuTe Kk HEll 3ar010BOK.
- TakUM 00pa3zom nopaboTaiiTe HaJ IPYTrUMH YaCTSIMHU.
- 3aIMILIUTE 3ar0JIOBKH K KaX/101 4acTH (I1J1aH).
- MPOBEpbTE cedsl: OTpaXkaeT JIM 3aroJIOBOK TJIABHOE B YACTU TEKCTa, HE MOBTOPSIOTCS JIU 3ar0JIOBKHU, HE
IPOTYIICHO JIH YTO-TO Ba)KHOE.

MeTtoauyecKkue peKOMEHAAlMHU 110 COCTABJIEHUIO BOIIPOCOB
- BOIIPOC JIOJDKEH OBITh COCTaBJIEH B BHJIE BOIIPOCA, T.€. HAUMHATBHCS C TAKUX CJIOB, KaK «4TO», «KOIJay,
«TAE», «CKOJIBKO», WIIU C (Ppa3 «B KAKUX CIIy4asX», «B KAKOM MECTE», « C KEM» U 3aKaHUMBAThCA 3HAKOM
BOIIpOCA.
- BOTIPOC JOJDKEH OBITH KOPPEKTHBIM.
- BOIIPOC JOJKEH OBbITh YETKUM, TOHSTHIM.

MeTtoauyeckue peKOMEHAALMHU 110 HAMCAHNIO Jcce

Dcce ¢ (PpaHIy3CKOrO — MOMBITKA, Mpoda, OYepK, OT JATHHCKOTO - B3BEIIMBAHME. JTO MPO3aUYECKOe
COYMHEHUE — pacCyXkJeHue HeOosbmoro obbema co cBOOOAHON Kommosuiuei. YKaHp KpUTHKH U
nyOIMIIMCTUKY, CBOOOJHAs TPAKTOBKAa KaKoW-TMOO mpoOseMbl. Dcce BbIpaXKaeT WHIUBUIYyalIbHbIE
BIICYATJIEHUS M COOOpa)KeHHs MO KOHKPETHOMY IOBOJAY WJIM BONPOCY M 3aBEIOMO HE NMpETEeHIyeT Ha
OTIPECIISAIONIYI0 WM CUEPIBIBAIOLIYIO TPAaKTOBKY IpeaMera. Kak mpaBuiio, 3cce MpeanosiaraeT HOBOE,
CYOBEKTHBHO OKPAILIEHHOE CJIOBO O YeM-THO00 U MOXKET UMEeTh PHIIOCOPCKUI, HCTOPUKO-OHOTrpadruecKuii,
nyOMMIMCTUYECKUH, JUTEPaTypHO-KPUTUYECKUHN, HAay4YHO-TIONYJSPHBIN, OEIETPUCTUYECKUN XapakTep.
Occe o0ywaromierocss -  3TO CaMOCTOSITeJIbHas NHCbMEHHass paboTa Ha TeMy, NPEAIOKEHHYIO
nmpernojaBaresnieM (TeMa MOXET OBITh MpeUIoKEeHAa OO0YyJaromuMcs, HO O0O0s3aTeNbHO JIOJDKHA OBITh
corjlacoBaHa cC TmpenojaBareneM). lLleab 3cce COCTOMT B Pa3BUTUM HAaBBIKOB CAMOCTOSITENIBHOTO
TBOPYECKOTO MBIIIJIEHHUS] U MUCbMEHHOTO U3JI0KEHHUsSI cOOCTBEHHBIX MbIciel. [lucaTh scce upe3BbIYaiiHO
MOJIE3HO, IMOCKOJBKY 3TO IO3BOJIAET ABTOPY HAYYUTHhCS UYETKO M T'PaMOTHO (OPMYIHUPOBATH MBICIH,
CTPYKTYpUPOBATh COOTBETCTBYIOIIMMHU MPUMEpPaMH, apryMEHTHPOBATh CBOU BBIBOJIbI, OBJIAJIETh HAYYHBIM
CTHJIEM peuyH. Dcce JODKHO COJIepXKaTh: YETKOE M3JIOKEHHE CYTH MOCTaBJIEHHOW NpoOJIeMbl, BKIOYATh
CaMOCTOSITEJIbHO MPOBEJACHHBIN aHAIM3 dTOW MPOOJIEMBI ¢ MCTOIb30BaHUEM KOHIICTIIIHN aHATUTHYECKOTO
UHCTPYMEHTApHsl, pacCMaTpUBAEMOro B pPaMKax  JUCHUIUIMHBI, BBIBOJBI, 00OOIIAIONINE aBTOPCKYIO
MTO3UIIMIO TIO TTOCTaBJICHHOW MpobIieMe.

MeToanyecKue peKOMEeH 1AM M0 COCTABJIEHUI0 KPOCCBOPAa
KpoccBopa — urpa, cocrosiias B pa3rajbIBaHIH CJIOB 110 ONPEACTICHUSIM.
- JUTSL TOTO, YTOOBI MPUCTYIMUTH K COCTABICHHIO KPOCCBOPIa HEOOXOAMMO OIPEACTUTHCS CO CIICKOM CJIOB:
BBIIIUCATh U3 Haparpa(ba y‘—Ie6HI/IKa BCC MMCHA CYIICCTBUTECIIBHBIC, B TOM YHCJIC U JIMYHBIC B UMCHUTCIIbBHOM
najie’ke B €IMHCTBEHHOM YHCIIE.
- CTIOBO (OTBET) UMEET TEKCTOBOE OTPEIETICHIE



- JUIA COCTAaBJICHUS CETKH KpOCCBOpJa Ha TETPaJHOM JHCTe OymMaru B KJIETKY HAauyMHAWTE MHCATh
OTOOpaHHBIE CJIOBA TaK, YTOOBI HEKOTOPHIE OYKBHI B HUX Mepecekanch. CeTka AoKHA OBITH CBSA3HOM, 03
M30JIMPOBAaHHBIX yyacTKoB. Kitaccuueckast ceTka KpoccBOp/ia COCTOUT M3 CJIOB, HAIMMCAHHBIX 10 BEPTUKAIH
(CBepxy BHHU3) U TOPHU3OHTAJIH (CJIeBa HAMPABO).

- KaXIOMY CIOBY B KpOCCBOpAE IIpHCBOWTE CBOM HOMep. Ilpm 3TOM HOMEpa paccTaBiIsAIOTCA
nocineaoBarenbHO. CI0Ba HE TOKHBI TyOIMpPOBATHCS.

MeToanuyeckne peKOMeHIAIUM 110 COCTaBJIeHUI0 pedepaTa

Pedeparom obyuaromierocst cieayeT CUuTaTh KpaTKOE M3JI0KEHHE B MUCHbMEHHOM BHJIE COJCPXKAHUSA U
pe3yJbTaTOB MHAWBHUIYaJbHON y4eOHO-HCCIeA0BATEIbCKON 1eATeIbHOCTU. B oTnuyne oT Apyrux, B TOM
YHUClIe THCHbMEHHBIX  TBOPYECKUX  pabOT, BHIMOJIHSAEMBIX  oOydwarommmcs, pedepar  umeer
pErJaMeHTUPOBAHHYIO CTPYKTYPY, COAepkKaHue U 0(pOopMIICHHUE.

Tema pedepara MoxkeT OBITH MpEANIOKEHA KAk IperojaBaTelieM, Tak W o0yJarommmcs. Bo BTopom
ciydae Tpedyercs e€ corjiacoBaHue ¢ pykoBojauTesneM. B mporecce paboTsl Hax pedepaToM AOMycKaeTcs
KOPPEKTUPOBKA BRIOPAHHOHN TEMBI.

Pedepar nomxen ObITH CTPYKTYpUpPOBaH (110 Ii1aBaMm, paszenam, naparpadam). Ero cneayer coctaBisTh
u3 4 yacteil: BBEIEHUS, OCHOBHOW 4YacTH, 3aKIIOYEHMsS U CIMCKa JUTepaTypel. B 3aBucuMocTH OT
cnenuuKy MpeaMeTa U TeMaTUKu pedepara K HeMy MOTYT ObITh OPOPMIIEHBI IPUIIOKEHUS, COACpKAIIINE
JIOKYMEHTBI, UJUTFOCTPAINH, TAOJIUIbI, CXEMBI U T.]I.

OOmmit 00beM BBEICHUS, OCHOBHOM 4YacTH M 3aKIIOYCHHs JIOJDKEH cocTaBiiATh 10-15 crpanui
MAaIIMHOMUCHOI0 TeKkcTa, BBeAcHue — 10-20% ot 00beMa Ha3BaHHLIX YacTeil, 3akmoueHue — 10%.

Pedepar momxen ObITh HamucaH OT PYKM WM HaledaTaH Ha JIIOOOM MHOMKUTEJIBHOM ammapare u
npezcTaBieH B cOpomtopoBanHOM Buze. Odopmiienue pedepara MpOU3BOJUTCSA B CIECAYIOMIEM TTOPSIKE:
TUTYJBHBIA JIUCT, OTJIaBJICHHME, BBEJECHUE, OCHOBHAs 4acTh (pa30buTas Ha riiaBbl U maparpadsl), CIIHUCOK
JTUTEPaTyphl, puioxkenus. Kaxnas yacTe HaYMHAETCS C HOBOM CTPAHUIIBI.

Kaxgas cTpanuiia Hymepyercs B cepeiiHe HIDKHEH cTpoku. CueT Hymepaluu BEIeTCS C TUTYJIbHOTO
JUCTa, Ha KOTOPOM LU(pbl He npocTaBisitoTces. CTpaHMIa T0JKHA UMETh TOJIS: clieBa- HE MeHee 3cM (s
MOJIIMBKU M 3aMETOK), CIIpaBa — HE MEHee | CM. 3alucu BEAYTCs YETKO U aKKypaTHO YEPHUIAMU OJTHOTO
I[BETA.

Tabnuipl, cxembl, yepTexd, TrpaduKH, HMEIOIIUECS B TEKCTE, a TaKXKe BO3MOXKHBIC MPUIOKCHHUS
HYMEPYIOTCSI KaXKble B OTAENbHOCTH. OHU JTOJDKHBI MMETh Ha3BaHME M CCHUIKY Ha MCTOYHUK JaHHBIX, a
pU HEOOXOIMMOCTH U yKa3aHUE Ha MACIITA0HbIC SAMHHUIIBI.

B Tekcre He nomyckaercs COKpallleHHe Ha3BaHHM, HAUMEHOBAHUU (3a MCKIIIOUEHUEM OOIIETIPUHATHIX
ab0peBuatyp).

TuTynbHBIN TUCT O0QOPMIISIOTCS HAa OCHOBE 00pasiia.

OOpasen TUTYJILHOIO JIHCTA

MunuctepcTBo 00pa3oBanus U Hayku Pecniyonuku bamkoproctan
INocynapctBeHHOE Oro1KEeTHOE TpodheccuoHambHOE 00pa30BaTEIbHOE YUPEKICHNE

OxTs6phCKUil MHOTONIPO(UIBHBIN MPOhecCHOHATBHBINA KOJUIIEHK

PE®EPAT

10 MPEIMETY

Tema:



O6yuatromasicst (ucs):d.1.0.
I'pynima Ne

PykoBoautens: @.1.0.
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MeToanyecKue peKOMeH/IaluM MPHU MOAr0TOBKE K CEMUHAPCKHUM 3aHATUIM
Cemunap — ¢opma 3aHATHH, C MOMOLIBIO KOTOPHIX OOyyaroIiuecss M3y4arT Ty WIM UHYIO TeMy IO
JUCHUITIINHEC. Ha CCMHUHAPCKUX 3aHATUAX MPHUBCTCTBYCTCA aKTHUBHOC Yy4aCTHUC B O6CY)KII€HI/II/I KOHKPCTHBIX
CHUTYaIlMi, CHOCOOHOCTh Ha OCHOBE IIOJIyYCHHBIX 3HAHUN HAXOAWTH HambOosee 3(h(EKTHBHBIC PEUICHUS
IIOCTaBJICHHBIX HpO6JIeM, YMCTb HaXOIUThb MTOJIC3HBIN IIOHOJIHI/ITGJ'IBHI)II‘/JI mMarcepuajl 10 TEMAaTHUKC
CEeMUHAPCKHX 3aHSATHH.
- mpopaboTaiiTe MaTepuaa KOHCIIEKTOB.
- U3y4UTE OCHOBHYIO U JIOTIOJHHUTENIBHYIO JIUTEPATYPY U3 MPEICTABICHHOTO CIHCKA.
- OTBCTHTC HA BOIIPOCHI IJIaHa CCMUHAPCKOI'0 3aHATHUS.
- BBIIIOJIHUTE JIOMAIITHEE 33/1aHHeE.
- TIPU 3aTPYyAHEHUSIX CHOPMYIHUPYHTE BOIPOCH M 00PATUTECH K MPETIOIaBATEIIO.

MeToauuyecKkue peKOMeH/Iali| MPU MOAToTOBKe K Tu(depeHIHpoBaHHOMY 3a4eTy (3K3aMeHY)
- H€O6XOI[I/IMO HUMETH y‘Ie6HI/IK M KOHCIICKTHI JIGKI_II/Iﬁ IO AUCLIMIIIINHE.
- IPOCMOTPETH BECh MaTEPHa MO JUCIHUILIMHE, OTMETUTH TPYIHbIE BOIIPOCHI.
- B 3aKJIOYEHHE e€lle pa3 IeJecooO0pa3HO MOBTOPUTh OCHOBHBIE IIOJIOKEHUS, HCIIOJIb3YS OIOpHBIE
KOHCIEKTBI JIEKIUH.
- €CIM B IIPOLIECCE CAMOCTOATEIbHOM padOThl HaJA HW3YYEHHEM TEOPETHUECKOro Mmarepuana y
oOyJaroierocss BO3HUKAIOT BOMPOCHI, Pa3pelIuTh KOTOPHIE CAMOCTOSITENIbHO HE YyIAeTcs, HeoOXOIUMO
00paTUTHCS K NMPENOIaBaTENIO [l OJIYYEHHs] Y HETO pa3bsCHEHUI WM yKa3aHUI.
- cienyeT oOpaTHThCS 32 KOHCYIbTAIMEH K MpenoaBaTellio, €Clid BOZHUKHYT COMHEHHs B NIPaBUJIBHOCTH
OTBETOB Ha BOIIPOCHI CAMOIIPOBEPKH.

MeTtoauyeckue pekoMeHAanuu npu padore ¢ MUHTEpHET - HCTOYHMKAMH

e-reading.club>bookreader.php-Deloproizvodstvo-kuura: J[enonpou3BoaCTBO [Jis CEKpeTapsi. ..
http://www.garant.ru/ I"apaHT (3aKOHOAATEIBCTBO C KOMMEHTAPHUSIMH)
http://www.consultant.ru/ KoncynsranT-1utroc (cripaBoYHbIE IPABOBBIE CHCTEMBI)
http://www.akdi.ru/ — AreHTCTBO KOHCYJIbTAIMN U ICITOBOM HHPOPMAIIUH « IKOHOMHUKA,

http://referats-tv.stars.ru/link/ — niepeuens nHGOpMAMOHHBIX pecypcoB HTepHETa (B TOM YHCIIE IO
9KOHOMHKE) B TIOMOIIb YYAIIHMCS;

http://www.europrimex.com/education/center-line.htm/ — 6ubamnoTexa nHa caiite Europrimex Corp. On-
line—yueOHuKH, CTaThyl U 0030PbI IO PA3TMYHBIM aclieKTaM OU3Heca;

http://www.iet.ru — MHCTHTYT 3KOHOMHKH MTEPEXOIHOTO meproaa. KHuru, craThu 1mo npoodiemam
9KOHOMHKH ITEPEXOTHOTO TIEPHO/Ia;


http://yandex.ru/clck/jsredir?from=yandex.ru%3Bsearch%2F%3Bweb%3B%3B&text=&etext=856.GGbYcQSCEP_nL3r1prYntVIYy5gmHjNk9al7Jpd6p71Sf705UP_4cujFHCRFoXPisivzZcvTYXQyNVuzzuJxvA.94167dfa43461a0668b8004d4f22d46e09f84f55&url=http%3A%2F%2Fwww.e-reading.club%2Fbookreader.php%2F130779%2FSmirnova_-_Deloproizvodstvo_dlya_sekretarya.html&uuid=&state=PEtFfuTeVD5kpHnK9lio9XPOnieP7YQBovzVqj9ang0YEepmskggOQ%3D%3D&data=&b64e=3&sign=39e85858508886d28f09dc15ee4e28e5&keyno=0&cst=AiuY0DBWFJ5fN_r-AEszkzNG0I-EGE5VZ5CCqxIgT9iyaxd4JKktmraeBf6t6T4lwrXg-wiu1QT-mNBQrv62fFGdcWbPo9Z7seTwPfB4o-5Mr19rkwNUKXNVhv4J0tZg6-PkhsJVJ316X2NlYRU46yn-GjPgpQ8wH9iF7olNo0D-QlFdmVVTVW6VdMjYrgRhwHmkCMBzkNg&ref=orjY4mGPRjk5boDnW0uvlrrd71vZw9kpOANNLy_KGEiJUGcfe5_DOKCsNkgo8d_46f5B8rQMj-SB2-FGTRBkAmKM8dh2-DnL8sOBp8mBOcfkQdjVsRy6cFbaUJKoCtcMHIz7T8yYItumpCQ2Moqiek7d8wPJF0mxxEmyDxyu_hOQubyvoig-ikYoN2OPHWbS1k1FYTimuq1uYYA_ISayQARsw9jaAwZYHgwq2SEFb7c&l10n=ru&cts=1446132321663&mc=3.95085453759334
http://yandex.ru/clck/jsredir?from=yandex.ru%3Bsearch%2F%3Bweb%3B%3B&text=&etext=856.GGbYcQSCEP_nL3r1prYntVIYy5gmHjNk9al7Jpd6p71Sf705UP_4cujFHCRFoXPisivzZcvTYXQyNVuzzuJxvA.94167dfa43461a0668b8004d4f22d46e09f84f55&url=http%3A%2F%2Fwww.e-reading.club%2Fbookreader.php%2F130779%2FSmirnova_-_Deloproizvodstvo_dlya_sekretarya.html&uuid=&state=PEtFfuTeVD5kpHnK9lio9XPOnieP7YQBovzVqj9ang0YEepmskggOQ%3D%3D&data=&b64e=3&sign=39e85858508886d28f09dc15ee4e28e5&keyno=0&cst=AiuY0DBWFJ5fN_r-AEszkzNG0I-EGE5VZ5CCqxIgT9iyaxd4JKktmraeBf6t6T4lwrXg-wiu1QT-mNBQrv62fFGdcWbPo9Z7seTwPfB4o-5Mr19rkwNUKXNVhv4J0tZg6-PkhsJVJ316X2NlYRU46yn-GjPgpQ8wH9iF7olNo0D-QlFdmVVTVW6VdMjYrgRhwHmkCMBzkNg&ref=orjY4mGPRjk5boDnW0uvlrrd71vZw9kpOANNLy_KGEiJUGcfe5_DOKCsNkgo8d_46f5B8rQMj-SB2-FGTRBkAmKM8dh2-DnL8sOBp8mBOcfkQdjVsRy6cFbaUJKoCtcMHIz7T8yYItumpCQ2Moqiek7d8wPJF0mxxEmyDxyu_hOQubyvoig-ikYoN2OPHWbS1k1FYTimuq1uYYA_ISayQARsw9jaAwZYHgwq2SEFb7c&l10n=ru&cts=1446132292713&mc=3.830469749141125
http://www.garant.ru/
http://www.consultant.ru/

[ EnrHOE OKHO JA0CTYyIa K 00pa3oBaTeIbHBIM pecypcam

/linx.php bubnmoTeka Anexuna

/soip_lom/ Uurerpanbusiii moprain Poccuiickoe oOpa3zoBaHne

Tembl BHeayIUTOPHOII caMocTosITebHOI padoTsl 1o MK 02.01. TOCYIAPCTBEHHBIE U
MYHMIUIUIIAJIBHBIE APXUBbI U APXUBbI OPTAHU3ALIUU

Paznen mporpamMmmbl Kou-Bo Bun BCP dopma KOHTPOJIS
Jac.
ITonroroBka nOKIIa0B, IIpoBepka pedepatos,
Tema 1.1 Hcropus pedeparoB, coodmeHu JTOKJIaJIOB, COOOIICHMIA
apxuBHoOro jaesa B Poccun | 4 Ha TEMBbI
«l"ocymapcTBEeHHBIE
apXUBBI.
A® PO: Vcropus u
COBPEMEHHOCTB"
TECTUPOBAaHUE

Tema 2.1 4 [TogroroBka 10KIa10B, [IpoBepka pedepatos,
I'ocynapcrBenHble pedepaToB, cooOIIeHUI Ha TEMbI | JOKJIa/10B, COOOILEHHA
apXMBbI « I'ocynapcrBennsie apxuBbsl AD

P®: Mcropust 1 COBpEMEHHOCTh» | TECTUPOBAHHUE
Tema 2.4 ApxuBbl 4 [TogroroBka 10KIa10B, TectupoBanue
OpraHu3anui pedepaToB Ha TeMy «APXUBbI [IpoBepka pedepatos,

OpraHu3aIm» JIOKJIaJI0B, COOOIIEHUM
Tema 2.4 Hayuno- 4 IToaroroBka 1OKIaA0B, TectupoBanue,
HH(POPMALMOHHAS pedepatos, coobienuit Ha Tembl | [IpoBepka pedepartos,
AesiTeJIbHOCTh « Hayuno-uadopmainrionsas JOKJIaI0B, COOOIIEHUI
rocy/1apCcTBeHHBIX JEATENBHOCTh TOCYAAPCTBEHHBIX
apxuBoB. Opranuzauus apxuBoB. OpraHnusanus
HCII0JIb30BAHUA UCIIOJIb30BaHUs JJOKYMEHTOB
AOKYMEHTOB APXMBHOI0 ApxusHoro ¢ponna POy
¢ponna PO
Tema 2.5 5 [ToaroroBka 10k1a10B, [IpoBepka pedepatos,
IIyonukanuonnas pedepaToB, cooOIIeHUI Ha TEMbl | JOKJIa10B, COOOIIEHHHA
AeITeJIbHOCTh «[lybnukanoHHas 1eTeIbHOCTh
rocy/1apCcTBeHHBIX roCy1apCTBEHHBIX APXUBOBY
apxXMBOB
Bcero 21

Tembl BHeay uTOPHOIi camocTosiTeabHoi padorsl mo MJIK02.02. METO/IUKA U

INPAKTUKA APXUBOBE/IEHUA

Paspgen nporpammsl Kon-Bo Bun BCP dopMa KOHTPOJIA
qac.
Cucremaruueckass mIpopaboTKa | YCTHBIN Orpoc
Tema 1.1 Opraausanus |2 KOHCIIEKTOB 3aHATUH, yueOHOIl 1
AOKYMEHTOB  APXHMBHOIO CHEUAJIBHOM JIUTEpaTypsl IO
¢onpga TeMe «Opranuzanus

JIOKYMEHTOB APXUBHOTO (hOHa»

TCCTUPOBAHUC

Tema 1.2 Hcnosab3oBaHue

OTBeTHI Ha KOHTPOJIbHBIC

Y CTHBII onpoc




AOKYMEHTOB 2 BOIIPOCHI 1o TeEME
«Vcnonp30BaHne TOKYMEHTOBY
Tema 1.3 KommiiekToBanue | 2 BelnosniHeHne TecToBbIX 3ananuil | TectupoBanue
apXMBOB M JKCIepTH3a no Tteme «KommuekToBanue
LHEHHOCTH I0KYMEHTOB apXUBOB u AKCIEPTU3A
IIEHHOCTU JJOKYMEHTOB)
1.4 Opranm3amus ydvera | 2 ITonroroska JoKnanos, | IIposepka pedepaTos,
AOKYMEHTOB  APXHMBHOIO pedeparon 10 TeMe | JOKJIaJI0B, COOOIICHUIA
¢ponna PP «Opranuzanus ydera
JIOKYMEHTOB).
Tema 1.5 CnpaBouHo- | 2 [TonroroBka noknanos, | [IpoBepka pedeparos,
MOMCKOBBIE CPe/ICTBA pedeparoB o Teme «CrpaBo4HO- | JOKJIAJI0B, COOOIICHHIHA
MIOMCKOBBIE CPEJICTBA»
2 [Tonroroska nokianos, | [Iposepka pedepaTos,
Tema 2.2 [lopsiiok BbIZa4YU pedeparoB mo Teme «llopsaok | JOKIAMOB, COOOIIEHUI
ApXMBHBIX JOKYMEHTOB W3 BBIIaYM APXUBHBIX JIOKYMEHTOB
apxuBa U3 apXUBay.
Tema 23 IIposepka | 2 [Toaroroska JOKJIa10B, | IIpoBepka pedeparos,
HAJIMYUSL W COCTOSTHHA pedeparoB Ha Temy: «lIpoBepka | HOKIJIa0B, COOOIIEHUI
ApPXHMBHBIX /IOKYMEHTOB HaJU4Yusg M COCTOSIHUSL apXUBHBIX | TECTUPOBAHHE
JIOKYMEHTOB)
Tema 2.5 Oo6ecneuenue | 2 [TonroroBka noknanos, | [IpoBepka pedepatos,
COXPAHHOCTH  APXMBHBIX pedeparoB 110 TeMe | JOKJIaJI0B, COOOIICHMIA
AOKYMEHTOB «Ob6ecneueHue COXPaHHOCTH | TECTUPOBAHUE
APXUBHBIX JJOKYMEHTOB)»
Tema 2.6 Ooecneuenue |2 CocraBute Tabnuny «Bunsl | [IpoBepka pedeparos,
¢pusuko- XHMHYECKOH MIOBPEXKACHUS TOKYyMEHTOBY JIOKJIaJIOB, COOOIICHMIA
COXPAHHOCTH JOKYMEHTOB. TECTUPOBAaHUE
Tema 2.7 OcHoBblI | 3 CocraBieHue INpe3eHTaluu 110
KOHCEepBaLMH U TeMe «OCHOBBI KOHCEpBallUU U
pecTaBpanyu 10KYMEHTOB pecTaBpallii JOKyMEHTOBY
BCET0 21
Bcero 42

Jlureparypa
OcHoBHas iMTEpaTypa:

1.bypoBa, E.M. Opranuzanus apXuBHOM M CHpaBOYHO-WH(OPMALMOHHOW PabOTHI MO JOKYMEHTam
OpraHu3aliy: yueOHUK JJIs CTYJEHTOB yupexaeHuit cpea. Ilpod. Obpazosanus: B 2 u. [Tekct]/ E.M.
Byposa, T.. XopxopauHa. — M.: M3narenbcknii eHTp «AkagemMusi», 2019. — 336 c.

2.3axapoBa H.A.,

I'ocynapcrBenHsle,

MYHUIUIIAJIBHBIC  aApXHBBI

[IpodobpazoBanne, Aii [Tu Op Menua, 2019. DnekTpoHHBIN yUeOHUK
JlonoTHUTEeIbHbIE UCTOYHUKH:

l.I'paxnanckuii konekce Poccuiickoit @enepanuu ¢ usmenennsmu. Y. 1, I1.

U apXuBbl OpraHU3alUi,

2. @3 Ne 202 ot 04.12.2006. «O06 apxuBHOM aene Poccuiickoit @enepanuu.

3. Kyrymesa, T.B. [lenonpousBonactBo: yuednoe nocobue [Tekcr]/ T.B. Kyrymesa, T.C.JlackoBa, K.®.
Mexanuea. — Poctos v//{ony: ®@ennkc, 2017 — 296 c.
[Texct]/ E.B.Anekceea, JLIL.AdanacbeBa. — M.: OMUIL]

4.Anekcecna,
«Axagemusy, 2017.

E.B. ApxuBoBeneHue

5.Cankos, B.B. UH(opmanmonHbie TEXHOIOTHH U KOMITbIOTEepHU3aIus aenonpousBojactsa [Tekct]/ B.B.
CamnkoB. — M.: OUII «Axagemusi», 2018.




6.CeupunoBa, M.IO. Coznanue npesenranuu B Powerpoint [Tekct]/ M.KO.CBupumoa. — M.: OUIL]
«Axagemus», 2010.

7.boprenko, S.51. Oducubie Texnonoruu [Tekcr]/ S.5. boprenko, M.B.KupcanoBa. — HoBocubupck:
N1 «Uuadpa-M», 2017.

8.Iletpora, I'.B. IIpaBoBoe M MOKyMEHTAIMOHHOE OOecreueHue MpodeccCuoHAbHON IesSTEIIbHOCTH:
y4eOHHMK IS CTyA. Y4pexkaeHud cpea. npod. obpaszoBanms [Tekcr]/ I'.B. Ilerpoma.- M.: OUIL]
«Axagemus», 2017 - 320 c.

9.CBupumoa, M.FO. TekcroBeiii pemaktop WORD [Tekct]/ M.IO.CBupummoBa. — M.: OUIL]
«Axangemus», 2010.

10. TonmukoB, A.I'. ApxuBoBenenue oreuectBeHHOW uctopun [Tekcr]/ A.I'.['omukoB. — M.: OUIL]
«Axamemus», 2017r.

11. JlenkeBuu, JI.A. Jlenmonmpou3BOACTBO: YYEOHHMK JJIs Y4YallMXCA YUYPSXKACHHH Had. mpod.
obpazoBanus. Tekcr]/JI.A. JlenkeBuu.— 4-¢ u3., mepepad.- M.: OULL «Akanemus», 2015 - 256 c.
12.ITmenko, A.B. JIOKyMEHTalIMOHHOE OOECIEYCHUE YMPABJICHHS: YYCOHHK IS CTYHA. YUPESKICHHUI
cpen. nmpod. obpazosanus. [Tekct] / A.B. [Tmenko.— 11-e u3n., crep.- M.: OULl «Axagemusi», 2019 -
176 c.

13.Tenpuapos, A. [I. ApxuBoBeneHue. [IIeKTpoHHBIN pecypc]: YdueOHoe mocobue yis 6a- KamaBpos /
TenpuapoB A. JI. - M.: lamkoB u K, 2017. - 184 ¢.: 60x90 1/16. - (YueOHbIe u3aaHust 1151 OaKalaBpOB)

HNHTEepHET HCTOYHUKM:

1. demonpounsBoacTBo. MHGOpMAITMOHHBIN OPTAJ. [ DIEKTPOHHEIHN pecypc]. — Pexum

nocryma: http://www.dist-cons.ru.

2. denonpousoacteo. MHbOpMamoHHBIN OpTal. [ DIEKTPOHHEIH pecypc]. — Pexum

nocryma: http://www.funnycong.ru/

3.IIpaBoBoii mopTasl 1o JIEIONPOU3BOJCTBY. [ DNEKTPOHHBIN pecypc]. — Pexum

nocryma: http://delpro.narod.ru/
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