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IlosicHuTeILHAA 3alMHCKA

CamocrosrenpHas padora odyuatonuxcs (CPO) mo npodeccnonanbaoMy Moayiio [IM.02 Opranuzanust
apXUBHOM pabOTHI 1O JOKYyMEHTaM OpPTaHU3allni pa3INIHbIX (POPM COOCTBEHHOCTH SIBJISIETCS OJJHUM U3 BUIIOB
yueOHOi1 paboThI, BKIIIOYAIOIIUM aKTUBHBIE (POPMBI U MeTobI 00ydeHusi. CMP MoxeT ObITh Kak
ayJUTOPHOM, TO €CTh BBIMOIHIEMON B XOJI€ ayAUTOPHBIX 3aHITUN MO PACIHUCAHUIO, TAK U BHEAYTUTOPHOM.

[Ipodeccuonanpupiii Moayns I[IM.02  Opranuzamusi apXuBHOH pabOTHl MO JOKYMEHTaM
OpraHM3alil pasNTuYHbBIX (OpPM COOCTBEHHOCTH BKIIOYACT B CeOS MEXAWCIHUILUTMHAPHBIE KYPCHI
M/JK.02.01 T'ocymapcTBeHHbIE M MYHUIMNAIbHBIE apXUBbl M apXuBbl opranuzamuid u MJIK.02.02
Meroanka 1 mpakTUKa apXUBOBEICHHUS.

OcHoBHbIMU HpuHIMNAaMu opranu3auuu  CPO  gBISIIOTCS:  CUCTEMATUYHOCTh, HENPEPBIBHOCTD,
COTPYAHUYECTBO MpenojaBareis U odydaromerocs, AuddepeHnuanys no cTerneH CI0KHOCTH Ha KaXI0M
JTare OCBOECHHUS IIPOrPaMMBbl TUCHUIUIUHBI.

Ilenpto camMoOCTOSATENBHOW paboOThl OOYyYarOIIUXCs SBISETCS OCBOEGHHE OOLIMX  KOMIIETEHIIMH,
npuoOpeTeHne U cucTeMarusalus HOBbIX 3HaHull, ymeHuil. CPO HampaBiieHa Ha peUIeHHE CIEIYIOIMX
3ajau:

- yriay0OJeHne U pacuIMpeHrne TEOPETUUECKUX 3HAHUI;

- (opMupoBaHue yMEHMH HCHOJIB30BATH HOPMATHBHYIO, IPABOBYIO, CIIPABOYHYI JOKYMEHTALUI U
CHEIUAJIBHYIO JIUTEPATYPY;

- pa3BUTHE IO3HABATEIbHBIX CIIOCOOHOCTEH M AKTUBHOCTH OOYYaIOIIUXCSA: TBOPYECKOM WHUIMATUBBI,
CaMOCTOSITENIbHOCTH, OTBETCTBEHHOCTH U OPraHU30BaHHOCTH;

- ¢dbopmupoBaHue CAMOCTOSITEJIbHOCTH  MBIIIJICHHUS, crocoOHOCTeH K  CaMOpPa3BUTHIO,
CaMOCOBEPILIEHCTBOBAHHIO, CAMOPEATH3ALINH;

- pPa3BUTHE UCCIIEI0BATEIbCKUX YMEHMUIA;

- (hopmupoBaHue NOTPeOHOCTH B HEMPEPHIBHOM 00pa30BaHUH.

AynuTopHas camocTosTenbHas padora oOyyaromuxcst (ACPO)  BblmonHseTcs Ha y4eOHBIX 3aHATHAX
MOJl HENOCPEACTBEHHBIM PYKOBOJCTBOM TIpenojaBareiass M 1o ero 3anaHuto. OO0beM BpeMeHU Ha
ayJUTOPHYIO CaMOCTOATENbHYI0 paboTy oOydaromuxcs BKIIOYaeTcss B oOmMi 00beM BpEMEHHM Ha HUX
ayIUTOPHYIO pabOTy U PerIaMEeHTUPYETCsl PACIICAaHUEM 3aHATUH.

BreaynuropHas camocrosTenbHas pabota obydarouxcs (BCPO) — nnanupyemasi yueOHasi, Hay4HO-
uccleioBaTenbckas pabora 0OydaromMXCs, BBIOIHAEMAs BO BHEAyIUTOPHOE BpeMs IO 33JaHHUIO U IpU
METOAMYECKOM PYKOBOJCTBE IIpenojaBareis, Ho 0e3 ero HemocpeacTBeHHoro ywactus. BCPO
pacnucaHieM 3aHITHI HE perylaMeHTUPYeTC .

s opranuzanuu BCPO Heo0X0AUMBI ClIeyIONe YCIOBUS:

- HAJINYME U IOCTYITHOCTb HEOOX0AUMOr0 y4eOHO-METOJUUECKOr0 U CIIPaBOYHOI'0 MaTepHaa;
- CCTE€MA PEryJIIpHOr0 KOHTPOJISI KaueCTBa BHIIOJIHEHHON caMOCTOSTENbHON paboThI;

- KOHCYJIbTAllMOHHAs TIOMOIIIb;

- pa3bscHeHre oOyuarommMmces 1eneit, 3agad u Gpopm opranuzanuu BCPO.

3ananus Ha BCPO Beimatorcs mpenogaBateneM. [Ipu 3ToM B 00s3aTe€IbHOM MOPSIIKE MPOBOAUTCS
MHCTPYKTaX IO MX BBIIOJIHEHUIO, BKJIIOYAIOIIMKA W3JI0KEHHE LIENIM 3aJaHUs, €r0 COJAEP)KaHUs, CPOKOB
BBITMIOJIHEHUS, OPHEHTHPOBOYHOIO 00beMa paboThl, OCHOBHBIX TPEOOBAaHUN K pe3ynbTaraM paboThl U K
OTYEeTy 10 HUM, CBEIEHHS O BO3MOXKHBIX OHIMOKAaX M KPUTEPHUSIX OLEHKH BBINOJHEHHUS palOOTHI.
HHCcTpyKTaX MPOBOAUTCS MpernojaBaTelieM 3a CYET BPEMEHH, OTBEJACHHOI'O Ha ayJIUTOPHOE H3y4eHUE
mucuuiuinHel. B xone BemonHenuss BCPO oOywaromuecst MoryT oOpamarbcs K BbIIABIIEMY 3aJjaHUE
IPENoJIaBaTeNo 32 KOHCYIbTallUEH.

BCPO no ycMmoTpeHHio mpenojaBaTesi MOXKET BBINOJHATHCS OOYYAIOIUMHCS WHIUBUAYAJIbHO WIH
KOJUIEKTUBHO (TBOPUYECKUMHU I'PYNIIAMH).

KonTpons pesynabratoB BCPO ocymiectBisieTcss B 4achl KOHCYJIbTAllMil U aynauTopHO#l paboTsl. OH
MOYET MPOXOJUTh B MHCbMEHHOM, YCTHOW MJIM CMEIIaHHOM (opme ¢ mpeAcTaBiIeHHueM 00ydaroUMHCS
OTYETOB, ITPOJYKTOB CBOEI TBOPUECKOMN AESITEILHOCTH WM ITYTEM JEMOHCTPAIlMM CBOUX YMEHHIH.

KonkperusiMu popmamu BCPO MoryT ObITh:



- IpOpabOTKa KOHCIIEKTOB 3aHATUH;
-COCTaBJICHHE KPATHOI'O OITOPHOI'O KOHCIIEKTA;
- IOATOTOBKA K JICKIIUAM, CCMUHAPCKUM 3aHATHUAIM,
- U3y4YEeHHE U KOHCIIEKTUPOBAHUE XPECTOMATUI 1 COOPHUKOB JOKYMEHTOB;
- HaIMCaHUE TEMaTUYECKHX JI0KIaI0B, pedeparoB, scce Ha MPOOIEMHBIC TEMBI;
- ydyacTue 00y4yarouxcs B COCTaBIEHUU TECTOB;
- COCTaBJIEHUE KPOCCBOP/I0B;
- COCTaBJICHUE IJIaHa TEKCTa;
- COCTaBJIEHUE BOIPOCOB;
- pabota ¢ IHTepHET-UCTOYHUKAMU U JIp.
B kaugectse konTposis BCPO Moryt ncnonb30Barbes Cienyromme Gopmal:
- UHIUBUYyalbHbIe OeceIbl U KOHCYIbTAIIMH C IPETOAaBaTeIeM;
- IpoBepKa pedepaTroB U MUCHMEHHBIX TEKCTOB JIOKJIAIOB;
-TECTUPOBAHUE;
-IIPOMEKYTOYHBIE 3a4€ThI;
-POBE/ICHNE TPYMIOBBIX MMCEMEHHBIX KOHTPOJIBHBIX PA0OT € UX MPOBEPKOIL;
- IPOBEPKA KOHCIIEKTOB MPAKTUYECKUX 3aHITHH, HCTOYHUKOB;
-CaMOOTYETHI U Jp.
ITamsiTka npenoaaBarenio
10 OPraHM3ALNH CAMOCTOATEJIbHON PadoThl CTY/ICHTOB
1. CamocTosiTenbHYIO paboTy HEOOXOAMMO OPTaHM30BHIBATh BO BCEX 3BEHBSIX YUEOHOTO MpOIecca, B TOM
YHUCJIE U B IPOLECCE YCBOCHUSI HOBOTO MaTepHala.
2. CTYIIGHTOB HGO6XOILI/IMO CTaBUTb B aKTUBHYIO ITO3UIHIO, ACIATh UX HCIIOCPCACTBCHHBIMH YYaCTHUKAMU
npoliecca o3HaHusl.
3. OpraHu3anusi CamMOCTOSITENILHOW paOOTHI OKHA CHOCOOCTBOBATH PA3BHTHUIO MOTHBAIUHM YUEHUS

CTYJCHTOB.
4. CamocrosTenbHas paboTa JOJDKHA HOCUTH  II€JICHAIIPaBJICHHBIM  Xapakrep, ObITb  4ETKO
c(hopMyIHPOBAHHOM.

5. ComepxaHue caMOCTOSATEIHLHONU PabOTHI JOHKHO 00SCTICUNBATE TTOJIHBIN U NTYOOKHI KOMITJICKC 3a[aHHH
CTYJCHTaM.

6. B xonme camocTosTenbHONH pabOThl HEOOXOAUMO OOECHEeUnTh COYETaHHWE PENnpOAYKTUBHONW H
NPOAYKTUBHOM Y4eOHOM 1eATeIbHOCTH CTYICHTOB.

7. Ilpu opraHu3aIuu CaMOCTOATEIHLHON PabOThl HEOOXOAWMO MPEAYCMOTPETh aJEKBATHYIO OOpPaTHYIO
CBSI3b, T.€. IPABUJILHO OPraHU30BaTh CUCTEMY KOHTPOJIS.

MeTtoanyecKkue peKOMeH/IAHH 10 KOHCIIEKTHPOBAHUIO

Koncnekr (ot nat 0030p) sBIsSETCS MUCBMEHHBIM TEKCTOM, B KOTOPOM KpaTHO M TMOCJEI0BATEIbHO
U3JI0KEHO COJIep’KaHHe OCHOBHOTO MCTOYHHMKa MH(popManuu. KoHCHEeKTHpOBaTh — 3HAYUT MPUBOIUTH K
HEKOEeMY TIOPS/IKY CBEIEHHsI, TIOYEPITHYThIE W3 OpHTMHala. B OCHOBE mpoliecca JIEKHUT CHCTEMaTH3aIus
IPOYNUTAHHOTO UJIH YCIIBIIIAHHOTO.
TexHnka cocTaB/IeHHs KOHCIIEKTA
npu padore ¢ KHUraMu U y4eOHBIMHU NOCOOUSIMH::
- IpeABapUTEIbHO MPOCMOTpUTE MaTepuai. Tak Bbl cyMeeTe BBIIBUTH OCOOEHHOCTH TEKCTa, €ro XapakTep,
MIOHSATH CJIOXKEH JIM OH, COJICPIKUT JIM HE3HAKOMbIE BaM TEPMUHBI.
- CHOBA NIPOYTHTE TEKCT M TIIATEIHHO NpoaHaNM3upyhTe ero. Takas paboTa ¢ MarepualoM JacT BaM
BO3MOXHOCTb OT/AEHTH INIABHOE OT BTOPOCTENIEHHOT0, pa3feuTh HH(OPMAIIMIO Ha COCTABIIAIONINE YACTH,
PacCIIOJIOKUTh €€ B HY)KHOM TTOPSIZIKE.
- 0003HaUYbTE OCHOBHBIE MBICIIU TEKCTa, OHM HA3bIBAIOTCA Te3ucaMH. VX MOXKHO 3alTUCBIBATh KaK yroJHO -
UTaTaMHu (B CiIydae eClIM HY)KHO MepeaaTh aBTOPCKYIO MBICIIb), JINOO0 CBOUM COOCTBEHHBIM CIIOCOOOM.
NPH KOHCIIEKTHUPOBAHMH JIEKLMIi:
- He HAUYMHAWTE 3alHUChIBaTh MaTepHall C MEPBBIX CIOB MPEMOIaBaTellsl, CHavYajla BBICTYIIAWTE €ro MBICITh
JI0 KOHIIA ¥ IOCTapalTech MOHSITH ee.
- HpHCTynaﬁTe K 3auMcu B TOT MOMCHT, KOTAa MpCrnogaBaTciib 3aKaHUYUBACT HU3JI0KCHUC OJIHOﬁ MBICJIM U
HAuYMHAeT €e KOMMEHTHPOBATh.
- B KOHCIIEKTE 0053aTEILHO BBIACIIAIOTCSA OTACIBHBIC YaCTH. HGO6XOJII/IMO pasrpaHUYMBaThL 3arojIOBKH,
NI0J3ar 0JIOBKH, BBIBOIBI, 000COOJIATH OJIHY TeMY OT ApYroi. Beinenenne MOXXHO /ieiaTh MoA4epKUBaHUEM,



JPYTUM IIBETOM (HE CIIEAYET MpeBpaIlaTh TEKCT B MECTpble KAPTHHKH). PexoMeHayeTcs nenath OTCTYIIbI
U1 0003HaueHHs ab3aleB M MYHKTOB IUIaHA, NPOOENbHbIE CTPOKH Ul OTAENCHHS] OJHOW MBICIU OT
JIpYroi, HyMepaiulo.
- CO3JaBaiiTe BalllM 3alMCH C HUCIHOJb30BAHWEM IPHUHATBHIX YCIOBHBIX 00O03HadeHui. KoHcmektupys,
00s13aTenbHO  yIOTpeOIsiTe pa3HOOOpa3Hble 3HAKH (MX HA3BIBAIOT CUTHATBHBIMH). DTO MOTYT OBITh
yKa3aTelu U HalpaBJSIIOIIME CTPEIKH, BOCKIMLATENIbHbIE M BOIPOCUTEIbHbIE 3HAKH.
- He 3a0pIBaiiTe 00 ab0peBHaTypax (COKpAIIEHHBIX CJIOBAaX), 3HAKaX PaBEHCTBA U HEPABEHCTBA, OOJIbBILIE U
MEHbIIIE.
- OOJIBIIYIO TOJIB3Y JUISl CO3/IaHMsI TIPABMIIBHOTO KOHCIIEKTA Jal0T coKpaiienus. Jlydine Bcero pazpaborarh
COOCTBEHHYIO CUCTEMY COKpAILLCHUH U 0003Ha4aTh UMH BO BCEX 3alUCAX OIHU M TE K€ CIIOBA.
- HY’KHO U30eraTh CJIO0XHBIX U JJTMHHBIX PaCCYKICHHM.
- NpU KOHCIEKTHPOBAHUM JIydlle I10JIb30BAaThCSl IOBECTBOBATEIBHBIMU IMPEAJIOKCHUSIMU, H30erath
CaMOCTOSITENIbHBIX BOIIPOCOB. BOnpockl yMECTHBI Ha MOJISIX KOHCIIEKTA.
- He crapaiiTech 3a)UKCUPOBATh MaTepHUan JOCIOBHO, IPU 3TOM 4YacTO TEPSIETCS IJIaBHAsS MBICIb, K TOMY
e TaKylo 3aluch TPYAHO BecTH. OTOpachIBaiiTe BTOPOCTEIIEHHBIE CIIOBA, 0€3 KOTOPHIX IJIaBHAs MBICIH HE
TepseTCs.

MeToanyecKkue peKOMeH/IaAUM 10 COCTABJIEHHUIO IUIAHA TEKCTA
- IPOYUTANTE TEKCT LIETUKOM.
- pa3AenuTe TEKCT Ha CMBICIOBbIE YacTu. Hauano u KoHel OTMEThTE KapaHAallloM.
- IpoYMTaiiTe NepBYIO YacThb, BelAeNUTE I1aBHOE. [log0epute K Hel 3aroiaoBoOK.
- TAaKUM 00pa3oM rmopadoTaiiTe HaJ IPYTUMHU YaCTSIMH.
- 3aIIUIIATE 3ar0JIOBKH K Ka)KJJ0M 4acTH (IUIaH).
- IIpoBEpbTE cedsl: OTpaXkaeT JIM 3arojIOBOK IJIABHOE B YAaCTU TEKCTA, HE MOBTOPSIOTCS JM 3aroJOBKH, HE
IPOIMYIIEHO JH YTO-TO Ba)KHOE.

MeTtoauveckue peKOMEHIAIMH 10 COCTABJIEHUIO BOIPOCOB
- BOIIPOC JIOJDKEH OBITh COCTABJCH B BHJIE BOIPOCA, T.C. HAUYMHATHCS C TAKUX CJIOB, KaK «4TOY», «KOTJa,
«TJIe», «CKOJIBKO», WU ¢ (hpa3 «B KAKUX CIYYasx», «B KAKOM MECTE», « C KEM» U 3aKaHYMBATHCS 3HAKOM
BOIIpOCA.
- BOIIPOC JIOJKEH OBITh KOPPEKTHBIM.
- BOHpOC JOJI’KECH 6I)ITB YETKUM, ITOHATHIM.

MeToanyeckne peKOMEHIAUH 110 HAIIMCAHHUIO ICCe

Occe ¢ (paHIly3CKOro — TMOMNBITKA, Mpoba, OYepK, OT JATMHCKOTO - B3BEUIMBAHHE. JTO MPO3aHUECKOe
COUMHEHHE — pacCcyXJeHHe HeOosplIoro odbema €O CBOOOAHOW Kommo3uuuen. JKaHp KpUTHUKH U
nyOJMIUCTUKY, CBOOOJHAs TPAaKTOBKA KakoW-mubOo mpobiembl. Dcce BbIpaXaeT HWHIMBUAYaJIbHbIE
BIIEYATJICHUS! U COOOpa)K€HUsI MO0 KOHKPETHOMY IMOBOJy MJIM BOIPOCY M 3aBEAOMO HE MpETEeHAYeT Ha
ONPEACISAIONIYI0 WIM CUEPIBIBAIOLIYI0 TPAaKTOBKY IpeaMera. Kak mpaBwilo, 3cce MPEAnoyiaracT HOBOE,
CyOBEKTUBHO OKpALIEHHOE CJIOBO O YEM-JIM00 U MOXKET UMETh (PUI0COPCKUN, UCTOPUKO-ONOrpaduuecKuii,
NyOIUIIUCTUYECKUH, JUTepaTypPHO-KPUTHUECKUH, HAYYHO-TIONYJISIPHBINA, OCIeTPUCTUYECKUN XapakTep.
Occe o0ywaromerocss -  3TO CaMOCTOSITeIbHAas MHMCbMEHHass paboTa Ha TeMy, HPEAJIOKEHHYIO
npernojiaBateneM (TeMa MOXET OBITh MNpeaIokeHa OO0yJaroIuMcs, HO 00s3aTelbHO JOJDKHA OBITh
corjlacoBaHa C IpenojasareneM). lLlemb 3cce COCTOMT B pPa3BUTUM  HABBIKOB CAMOCTOSITEILHOTO
TBOPYECKOTO MBIIUIEHUS M MHUCbMEHHOT'O M3JI0KEHHUs cOOCTBEHHBIX MbIciell. [IncaTh scce ype3BbIYaitHO
M0JIE3HO, MOCKOJBKY 3TO TO3BOJIIET aBTOPY HAyUUThCA UYETKO U TPaMOTHO (HOpPMYIHpOBAaTh MBICIH,
CTPYKTYpUPOBAaTh COOTBETCTBYIOIMMHU IPUMEpPaMH, apryMEHTHUPOBATh CBOM BBIBOJbI, OBJIAJETh HAYUYHBIM
CTHJIEM PeuYH. Dcce JOJDKHO COJEpXkKaTh: YETKOE M3JIOKEHHE CYTH MOCTaBJIEHHOW MpoOIeMbl, BKIOYATh
CaMOCTOSITENIHO MPOBEJCHHBIM aHANIN3 3TOW MPOOJIEMbI C HCIOJIb30BAaHUEM KOHIENIUH aHAIMTUYECKOTO
UHCTPYMEHTApHUs, pPacCMaTpUBAaEMOro B paMKax  JUCUUIUIMHBI, BBIBOJBI, 00OOIIAIONIME aBTOPCKYIO
MO3HIIMIO IO TOCTaBJIEHHON Tpobieme.

MeTtoauyeckue peKoOMeHIAINH 10 COCTABJIEHHIO KPOCCBOpIa
KpoccBopa — urpa, cocrosiias B pa3rajblBaHHH CIIOB 110 ONPEACTICHUSIM.
- JUTSL TOTO, YTOOBI MPUCTYIUTH K COCTABICHHIO KPOCCBOP/Ia HEOOXOAMMO OIPEACTUTHCS CO CITHCKOM CJIOB:
BBIMKCATh U3 maparpada yueOHUKa Bce UMEHA CYIIECTBUTENbHBIE, B TOM YHUCIIE U INYHBIE B UMEHUTEIHHOM
MaJIe’ke B €IMHCTBEHHOM YHCIIE.



- CJIOBO (OTBET) UMEET TEKCTOBOE OIPE/ICICHUE

- IS COCTaBJICHHS CETKM KPOCCBOpJa Ha TETPaJHOM JMCTe OyMarn B KJIETKY HadyMHAWTE NHCaTh
oTOOpaHHbIE CJI0Ba TaK, YTOOBI HEKOTOPHIE OYKBBI B HUX Iepecekanuch. CeTka 10JKHA ObITh CBSI3HOH, 03
M30JIMPOBAHHBIX y4acTKOB. Kitaccndeckasi ceTka KpoccBOpAa COCTOMT U3 CIIOB, HAITMCAHHBIX MO BEPTHKAIN
(cBepXy BHHU3) U TOPU3OHTANH (CIIEBA HAIIPABO).

- KaXIOMy CIOBY B KpOCCBOpAE NpPUCBOWTE CBoW HoMmep. [Ipu 3TOM HOMepa pacCTaBISIOTCS
nocienoBarenbHo. ClioBa HE TOJKHBI TyOIHPOBATHCS.

MeToanyeckue peKOMeHIalMU 10 COCTABJIEHUIO pedepaTa

Pedeparom oOydaromierocst ciieayeT CUYMTaTh KpPAaTKoe M3JI0KEHHE B MUCBMEHHOM BHJIE COJICPKAHUS H
Pe3yNIbTaTOB UHAMBUAYAIBHON y4eOHO-UCCIICOBATEIBCKON ACATEIbHOCTU. B OT/IMYME OT ApYyrux, B TOM
YUCJ€  MHCBbMEHHBIX  TBOPYECKHMX  pabOT, BBINOJHSAEMBIX  oOydaromumcs, pedepar umMeer
perIaMEHTHPOBAHHYIO CTPYKTYPY, COJEpKaHUE B 0(hOpMIICHHE.

Tema pedepata MOKET OBITh IPEAJIOKEHA Kak MperojaBaTesieM, Tak ¥ oOydarommmcs. Bo BTopom
ciydae Tpedyercs e€ coriiacoBaHue ¢ pykoBoauTeneMm. B mporecce paboTel Haa pedeparom TOImycKaeTcs
KOPPEKTUPOBKA BHIOPAHHOW TEMBI.

Pedepar momxen ObITH CTPYKTYpUpPOBaH (110 I1aBaMm, paszzienam, maparpadam). Ero cnegyer cocTaBisTh
u3 4 yacreii: BBeIEHHUS, OCHOBHOW YacTH, 3aKIIOUYEHUS U CIHCKa JUTeparypbl. B 3aBucuMocTH OT
CrenuUKA MpeAMETa U TEMATUKH pedepata K HEMY MOTYT ObITh O(DOPMIICHBI TIPUTIOKEHUS, COJICPIKAIIIHEC
JIOKYMEHTBI, WLTFOCTPAINH, TAOIUIbI, CXEMBI U T.1.

OO6mmit 00BbeM BBEIEHUS, OCHOBHOM YacTH M 3aKJIIOUYECHMs JIOJDKEH cocTaBisTh 10-15 crpanun
MAIIMHOIMUCHOT0 TeKcTa, BBeaeHue — 10-20% ot o0beMa Ha3BaHHBIX YacTei, 3akimoucHue — 10%.

Pedepar momkeHn ObITh HamucaH OT PYKH WJIM HaledaTaH Ha JIFOOOM MHOXKHTEJIBHOM amnmapare u
npencTaBieH B cOpourtopoBanHoM Buae. OdgopmiieHue pedepara MpOU3BOIUTCS B CIEIYIOMIEM MOPSIIKE:
TUTYJBHBIA JIUCT, OTJIABJICHHE, BBEJCHUE, OCHOBHAS 4YacTh (pa30uTas Ha IIaBbl U maparpadbl), CIIUCOK
JIUTepaTypsl, IpuioxkeHus. Kaxmas yactb HaYMHaeTCs ¢ HOBOW CTPaHUIIBI.

Kaxnast ctpanuiia Hymepyercs B cepeuHe HIDKHEW cTpoku. CueT HyMepaluu BEAETCS C TUTYJIHHOTO
JIUCTA, HA KOTOPOM ITU(PBI HE TPOocTaBIsArOTCA. CTpaHMIIa TOHKHA UMETh TOJIS: CeBa- He MeHee 3cM (i
MOJIINBKY M 3aMETOK), CIIpaBa — HE MeHee | CM. 3amucu BeAYTCSA YETKO U aKKypaTHO YEpPHUIAMH OIHOTO
1IBETA.

Tabmuipl, CXeMbl, YepTekH, TpadUKH, UMEIOIIHECS B TEKCTe, a TakKe BO3MOXXHBIC TMPHUIIOKECHUS
HYMEPYIOTCSI KaXk/ble B OTAeIbHOCTH. OHU JODKHBI MMETh Ha3BaHUE M CCHUIKY HAa MCTOYHHUK JIaHHBIX, a
py HEOOXOIMMOCTHU U yKa3aHHUE Ha MACIITa0HbIE €IUHUIIBL.

B Tekcre He momyckaercs COKpallleHHe Ha3BaHHM, HAUMEHOBAHUN (3a MCKIIIOUEHHEM OOIIEeTIPUHATHIX
ab0OpeBHaryp).

TutynbHBIN TUCT O0(QOPMIISIOTCS HA OCHOBE 00pasIia.

O6pa3sen TUTYJIBLHOTO JIUCTA

MunuctepcTBO 00pa3oBanus 1 Hayku Pecniyonuku bamkoprocran
I'ocynapcTBeHHOe Or0KeTHOE pohecCHoHAIbHOE 00Pa30BaTEIbHOE YUPEKICHUE

OxTa0pbCcKuil MHOTONTPOMUIBHBINA MPO(ECCHOHATIBHBIN KOJIIEK

PE®EPAT

0 NIPEAMETY



Tema:

OO6yuaromasics (ucs):d.1.0.
I'pynma Ne

PykoBonurens: @.1.0.

20

MeTtoanyeckue peKOMeH/IAHM PHU MOAr0TOBKE K CEMUHAPCKHM 3aHATUSIM
Cemunap — ¢(opma 3aHSATHIL, ¢ TOMOIIBI0 KOTOPHIX OOydaromuecs H3y4aloT Ty WIM HHYI0 TeMy IO
qucuuiuiiHe. Ha ceMHMHAapCeKuX 3aHATHUAX MIPUBETCTBYETCS aKTUBHOE Y4acTHE B 00CYKJIECHMU KOHKPETHBIX
CUTyaluid, CIOCOOHOCTh Ha OCHOBE IOJIYYCHHBIX 3HAHHMW HaXOAWTh HamOoisiee >(PQPEeKTHBHBIC PEIICHHUS
IIOCTaBJIEHHBIX MpPO0JEeM, yMeTh HAXOAWUTh IOJE3HBbIH JONOJHMUTENbHBIM  Marepuan MO TeMaTUKe
CEMHMHAPCKHUX 3aHATHIA.
- mpopaboTaiiTe MaTepran KOHCIIEKTOB.
- U3yYUTE OCHOBHYIO U JIOTIOJIHUTEIFHYIO JINTEPATYPY U3 MPEACTABICHHOTO CIIHCKA.
- OTBETHTE Ha BOINPOCHI [JIaHA CEMUHAPCKOT0 3aHSTHUS.
- BBITIOJIHUTE JJOMAIIIHEE 3a/IaHue.
- IPU 3aTPyAHEHUSIX CHOPMYIHUPYHTE BOIPOCH U 00PATUTECH K MTPETIOAABATEIO.

MeToauyeckue peKOMeHIalMU MPHU MOATOTOBKe K 1 depeHIIUPOBAHHOMY 3a4eTy (IK3aMeHy)
- He00XOIMMO UMETh YUYEOHHUK M KOHCIIEKTHI JIEKIIUN MO TUCITUIUIHHE.
- IPOCMOTPETh BECh MaTEPHUal MO AUCUUIIMHE, OTMETUTh TPYIHBIE BOIPOCHI.
- B 3aKJIIOYEHHE eIle pa3 IelecoOOpa3HO MOBTOPUTh OCHOBHBIE MOJIOKEHHUS, HCIIONIBb3YS OIMOPHBIE
KOHCIIEKTHI JTESKITHH.
- eCIM B TIPOIECCE CaMOCTOATENbHOW pPAa0OTHl HaJ U3YYEHHEM TEOPETHUYECKOT0 Marepuaia y
00ydJaronerocss BO3HUKAIOT BOMPOCHI, Pa3pelIuTh KOTOPHIE CAMOCTOSITEIHPHO HE YAAeTCs, HEOOXOIUMO
00paTUThCS K MPENOIABATENIO JIJIS OTYYSHHs] Y HETO pa3bsCHEHUH WK yKa3aHUi.
- cueayeT oOpaTUThCS 3a KOHCYJIbTAIlMEH K MPEMNo/1aBaTelio, €CJIM BO3ZHUKHYT COMHEHUS B MPABHIBHOCTH
OTBETOB Ha BOIIPOCHI CAMOIIPOBEPKH.

MeToauueckue PE€KOMEHIAUU ITPH paﬁoTe C HHTepHeT - HCTOYHUKaMH

e-reading.clubsbookreader.php-Deloproizvodstvo-kuura: Jleaonponu3BoaCTBO I CEKpeTaps. . .
http://www.garant.ru/ I'apaHT (3aKOHOAATETBCTBO C KOMMEHTAPHUSIMH)
http://www.consultant.ru/ KoHcynbTaHT-IUTIOC (CIIPaBOYHBIE IPABOBBIC CHCTEMBI)
http://www.akdi.ru/ — ATeHTCTBO KOHCYJIbTAIIMN U JIETIOBOW HHPOPMALIUU « IKOHOMHUKAY,

http://referats-tv.stars.ru/link/ — nepeuens nHGOpMaIMOHHBIX pecypcoB MHTepHETa (B TOM YHCIIE IO
9KOHOMHKE) B TIOMOIIIb yUaIHMCS;

http://www.europrimex.com/education/center-line.htm/ — Gubanoreka na caiite Europrimex Corp. On-
line—y4eOHMKH, cTaTh M 0030pPBI IO PA3TMYHBIM aclieKTaM OU3Heca;

http://www.iet.ru — MHCTUTYT SKOHOMUKH TIEPEXOAHOT0 Nieproaa. Kuuru, cratbu mo npobie-mMam
9KOHOMMKH [IEPEXOIHOIO NEPUOAA;



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 bubnuoreka AnexuHa

/soip_lom/ Uurerpanbusiii moprain Poccuiickoe oOpa3zoBaHne

Tembl BHeayauTOpHO# camocTosiTesbHOi padoTsl mo MJIK 02.01. TOCYJAPCTBEHHBIE U
MYHMIIMITAJIBHBIE APXVBBI 1 APXUBBI OPTAHU3AIINI

Paspgen nporpammsl Kon-Bo Bun BCP ®opMa KOHTPOJIA
yac.
IToaroroBka 1OKIaA0B, IIpoBepka pedeparos,
Tema 1.1 HUcTtopus pedeparoB, cooOiIeHU JOKJIa10B, COOOIIEHU
apxuBHoro jeja B Poccun | 4 Ha TEMBbI
«I"ocynapcTBEHHbIE
apXUBBI.
AD PO: Uctopus u
COBPEMEHHOCTB"
TECTUPOBAHUE

Tema 2.1 4 [ToaroroBka 10K1a10B, [IpoBepka pedepatos,
I'ocynapcrBennble pedepaToB, cooOIIeHNI Ha TEMBI | JOKJIAI0B, COOOIICHHIA
apXuBbI « T'ocynapctBeHnHble apxuBbl AD

P®: Vcropust 1 COBpEMEHHOCTBY» | TECTUPOBAHUE
Tema 2.4 ApxuBbl 4 [Toaroroska 10knanoB., TectupoBanue
OpraHM3anuiu pedepaToB Ha TeMy «APXHUBBI [IpoBepka pedepatos,

OpraHu3aIm JTOKJIaJIOB, COOOIICHMIA
Tema 2.4 HayuHno- 4 IToaroroBka qJOKIa1I0B, TectupoBanue,
HH(pOPMALMOHHAS pedepatos, coobmenuii Ha Tembl | [IpoBepka pedepartos,
AeATeJbHOCTh « Hayuno-undopmarimonnas JIOKJIa/10B, COOOIIEHHH
rocy/1apcTBeHHbIX NEeSITeNIbBHOCTh IOCYAapCTBEHHBIX
apxuBoB. Opranusanus apxuBoB. Opra"usanus
HCII0JIb30BAHUA WCIOJIb30BaHUs JJOKYMEHTOB
AOKYMEHTOB APXHBHOIO ApxusHoro ¢ponga PD»
¢ponna PO
Tema 2.5 5 IToaroroska 10KIan0B, IIpoBepka pedepatos,
I[y6aukanuonHas pedepaToB, COOOIIEHHI HA TEMBI | JOKJIAJI0B, COOOIIECHUMN
AeATeJbHOCTh «[lyOnukannoHHas AeaTeNbHOCTh
rocy/1apcTBeHHbIX roCy/1apCTBEHHBIX ApXUBOBY
apxXMBOB
Bcero 21

Tembl BHeayAuTOpPHOI camocTosiTesbHol padorsl mo MJAK02.02. METOUKA N

INPAKTUKA APXUBOBEJIEHUA

Pasznen nporpammel Kon-Bo Bun BCP ®opMa KOHTPOJIA
qac.
Cucrematuueckass mpopaboTka | YCTHBIHN OIpoc
Tema 1.1 Opraaumsamus |2 KOHCIIEKTOB 3aHATHH, y4eOHOU U
AOKYMEHTOB  APXHMBHOIO CHEIMAIbHON JHUTepaTypbl IO
donna TEME «Opranusanus

JIOKyMEHTOB ApXHMBHOTO (OH/Ia»

TECTUPOBaHUE

Tema 1.2 Hcnogan3oBanue
AOKYMEHTOB 2

OTBeThI Ha KOHTPOJIbHBIC
BOITPOCKHI 110 TEMC

YceTHBI onpoc




«Mcnonp30BaHne JOKYMEHTOBY
Tema 1.3 KomniiekToBanue | 2 BeinonnHenue tectoBbix 3ananuil | TectupoBanue
apXMBOB M JKCHePTH3a no rteme «KomiuiekToBanue
LHEHHOCTH I0KYMEHTOB apXUBOB u AKCIEPTU3A
LIEHHOCTH JJOKYMEHTOB)»
1.4 Opraamzamus  ydvera | 2 [TonroroBka nokaanos, | IIpoeepka pedeparos,
TOKYMEHTOB  APXHBHOIO pedeparoB 1o TEeMe | IOKJIaJI0B, COOOIIEHUI
dbonna PO «Opranuzanus ydeTa
JIOKYMEHTOB).
Tema 1.5 CnpaBouHo- |2 [ToaroroBka nokianos, | [IpoBepka pedepaTos,
MOMCKOBbBIE CpPe/ICTBA pedeparo o teme «CrpaBoyHO- | JOKJIAI0B, COOOIIEHUN
IIOMCKOBBIE CPE/ICTBA»
2 [TonroroBka nokianos, | [IpoBepka pedeparos,
Tema 2.2 Ilopsiok BbIIAYM pedeparoB mo Teme «llopsamok | AOKIIAIOB, COOOIICHUN
apXMBHBIX JOKYMEHTOB W3 BBIIaYM APXUBHBIX JIOKYMEHTOB
apxuBa U3 apXHUBay.
Tema 23 IpoBepka | 2 [TonroroBka nokianos, | [IpoBepka pedeparos,
HAJMYUSL W  COCTOSIHHA pedeparoB Ha Temy: «IIpoBepka | HOKIIag0B, COOOIIEHUN
ApPXHBHBIX JIOKYMEHTOB HaJIMYUsl U COCTOSIHUSI apXUBHBIX | TECTUPOBAHUE
JTIOKYMEHTOBY
Tema 2.5 Ob6ecnevyenue | 2 IToaroroska JIOKJIai0B, | IIpoBepka pedeparos,
COXPAHHOCTH  APXMBHBIX pedeparon 1o TE€ME | JOKJIaJI0B, COOOIICHU
AOKYMEHTOB «O0ecrieueHue COXpPaHHOCTH | TECTUPOBAHUE
APXUBHBIX JOKYMEHTOBY
Tema 2.6 Oo6ecnevyenne | 2 CocraBute Tabnuiy «Bunsl | [IpoBepka pedeparos,
Ppusuko- XUMHYECKOH MOBPEXKACHUS TOKYMEHTOBY JIOKJIaJI0B, COOOIIEHU
COXPAHHOCTH JOKYMEHTOB. TECTUPOBAHUE
Tema 2.7 OcHoBbI | 3 CocraBieHue Mpe3eHTaluu 10
KOHCepBalMH U TeMe «OCHOBBI KOHCEpBAllUU U
pecTaBpanyu J0KYMEHTOB pecTaBpali JOKyMEHTOBY
BCETO 21
Bcero 42

Jlureparypa
OcHoBHas iuTEpaTypa:

1.bypoBa, E.M. Opranuzanus apXuBHOM M CIpPaBOYHO-WH(OPMALMOHHOW pPadOTHI MO JOKYMEHTam
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1.I'paxnanckuii konekce Poccuiickoit @enepanuu ¢ usmenennsmu. Y. 1, I1.
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HNHTEepHET HCTOYHUKM:

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

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

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

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