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1.ITosscHuTENAbHAA 3aNMUCKA

JlaHHBIE METOMWYECKUE YyKa3aHUs TMPEAIaraloTcss OOydYaoUUMCS JUIS BBIOJHCHUS
CaMOCTOSITENIbHBIX PadOT M0 IUCHUIUIMHE «/[enoBas mepenucka.

MeTtoauyeckue peKoMeHaluK OArOTOBIIEHBl B COOTBETCTBUM C paboyeil mporpaMmoi
o JAUCHUIUIMHBL «/lemoBas mepenucka» 1o cnenuaibHocTH 46.02.01 JlokymMeHTallMOHHOE
obecrieueHre yIpaBJICHHs U apXUBOBeIeHHE (0a30BbIl YPOBECHB ).

OcHoBHasi UeJib CaMOCTOSITENTBHOM paboThl — chOpMUPOBATH Yy OO0YyYarOMIMXCs
CIIOCOOHOCTH K CaMOPAa3BUTHIO, TBOPUYECKOMY MPUMEHEHUIO TMOJTYYCHHBIX 3HAHUU, CIOcOo0am
ajanTanuy K npohecCuoHaIbHOM NEsTEIbHOCTH B COBPEMEHHOM MHpeE, cPOpMHUpPOBATH YMEHUE
UCIIOJIb30BaTh HOPMATHBHYIO, IPABOBYIO, CIPABOYHYIO JOKYMEHTAIMIO H CHEHUAJIbHYIO
JUTEpaTypy.

3agaum caMOCTOSTEeIbHON pabOTHI:

- CHOCOOCTBYET YCBOCHHIO 3HaHUH, (HOPMHUPOBAHHMIO NPOPECCHOHAIBHBIX YMEHUU U
HABBIKOB, o0OecmeunBaeT (OpMUpPOBaHHE MPO(YECCHOHATBLHON KOMIIETEHIIUU  OYAyIIero
CIEINAIINCTA;

- (dopmupyer TOTPeOHOCTH B  CaMOOOpa3OBaHWH, MAaKCHMAJLHO  Pa3BUBACT
MO3HABATENIbHBIE U TBOPUECKHUE CIOCOOHOCTH JIMYHOCTH;

- ¢opMUpPYET HABHIKM IIAHUPOBAHUS W OpPraHU3allid pabovero BPEMEHH, PACIIUPSET
Kpyro3op.

CamocrositenbHasi padoTa CTYACHTOB IPU TMOJATOTOBKE K AayAUTOPHBIM 3aHSATHSM,
MPAKTUYECKUM paboTaM J0JDKHA MOMOYb OOYYaroIIMMCS OBJaJeTh OOUIMMH KOMIETEHIHH (B
COOTBETCTBUU C paboyeil MporpaMMoii) U OCHOBHBIMH NPOPECCHOHATbHBIMU KOMIIETEHIIUSAMHU.

O0beM BHEAayJAMTOPHON CaMOCTOSITENIbHON pPa0OThl OOydYarolmuXcsl MO JUCIUILIMHE
«/lenoBas nepenuckay omnpezaeineH B o0beme 28 yacoB 1o o9HoU hopme 00ydeHUsI.

BueaynutopHas camoctosTedbHas padoTa ydyalluxcs BKIIOYAET CIEAYIONIUE BUIbI
CaMOCTOSITENIbHOM J1eATENbHOCTH:

- MOATOTOBKA K TEKYIINM 3aHATHUSAM (JIEKLIUSAM, CCMUHAPCKUM 3aHATUSAM);

- BBINIOJTHEHHE JOMAIITHUX 33/IaHUi pa3HOOOpa3HOTO XapaKTepa: peleHue 3a1a, moaoop
U U3Yy4YeHHE HOPMATUBHO-TPABOBBIX AKTOB U JIMUTEPATYpHBIX HCTOYHHKOB, pa3paboTKa u
COCTaBJIEHUE PA3IUYHbIX CXEM, TaOJIUL, IPOBEAECHUE PACUeTOB U Jp.;

- U3y4YeHHe yueOHOro MaTepHasa, BBIHECEHHOTO Ha CAaMOCTOSTENbHYIO POPAOOTKY;

- BHINIOJTHCHUE WHIMBHTyaTbHBIX 3a/IaHUH, HAIIPABICHHBIX HA PA3BUTHEC Y 00YJIAFOIIUXCS
CaMOCTOSITENIbHOCTH U MHUITUATHUBBI (COOOIIEHUS);

- MOJITOTOBKA K DK3aMEHY.

KputepusiMmu oeHKH pe3ylnbTaToB CaMOCTOSITENILHOM paOOThI KYpCaHTOB SIBIISFOTCS:

- 00BEM 3HAHHIA;

- YMEHHUS HCIIOJIh30BaTh HAYYHBIC W YICOHBIC HCTOYHHKH JIUTEPATYPHI MPHU BHITIOJTHCHUH
CaMOCTOSITENIbHOM paboTHI;

- 000CHOBaHHOCTh M YETKOCTh U3JIOKEHUSI OTBETA;

- oopMIIeHHE MaTepHalia B COOTBETCTBHH C TPEOOBAHUSMHU.



2. MeToauyeckne yKa3aHMS M0 BHINOJHEHHI) CAMOCTOATEIbHBIX 32 JaHUH
2.1.PexoMengaunu u TpeOOBAHUSA K HANIMCAHUIO COOOIIEHMS:

[TpopaboTaB y4eOHOW MaTepHall C HCIIOJIB30BAaHHEM PECYPCOB YUEOHOMETOAMUYECKOTO U
UH(POPMALIMOHHOTO OOeCIeUYeHHs JAUCLUIUIMHBI IOATOTOBUTH JIOKJIAJ IO KaXIOW TeMe
NPAaKTUYECKOTO 3aHATHUS, @ TAK)KE MOTOTOBUTH JTOKJIABI U OOCYKICHHS Ha 3aHATUS (KPYTIIBIiA
CTOJI, AUCKYCCHS).

Jlokiiag — 3T0 YCTHOE BBICTYIUIEHHE Ha 33JJaHHYIO TeMy. Bpems noknazna, Kak mpaBuiio,
coctaBisger 5-15 munyt. Jloknan odopmisiercs B BHIEC NPE3EHTALMH, MPEACTaBISAETCS A
BBICTYIJICHHUS M TOCJIEAYIOMIET0 OOCYXKICHHS Ha NPaKTUYecKoM 3aHaTuu. Kpome Ttoro, mpu
BBICTYIIJICHUM BO3MOYKHO HCIIOJIb30BAaHME HArJSIHBIX MAaTepHaloB, Hampumep, TaOnuil,
WwuocTpauuii, cxeM. ONTUMaIbHBIM METOJOM 3aBEPILIEHUS] YCTHOTO COOOIIEHUS WM JOKJIaja
ObL1a OBl TUCKYCCHUS C ayIUTOPHEN IO TEME BBICTYIUICHHUS.

Lenn noknana: HAy4dUThCS YOEOUTEIBHO M KPAaTKO H3JIaraTh CBOM MBICIM B YCTHOMU
dopme, noHecTH MHGOPMALIMIO IO CIyLIATENs], yCTAHOBUTh KOHTAKT C ayAUTOPUEH U MOIy4UTh
o0paTHyIO0 cBsI3b. BakHO mpu MOATOTOBKE JOKJIaJa YYWUTHIBaTh €ro (asbl: MOTHBAIMIO,
yOexnenue, mnoOyxzaeHue. B mepBoil ¢aze poknana PEKOMEHIyeTCS MCIIOIb30BaTh:
PUTOPHYECKHE BOIPOCHI; aKTyalbHbIE MPUMEPHI, COOBITHS;, UCTOPUH, IIUTATHl. | TaBHAA 1ETh —
IIpUBJIEYb BHHMMAHME CIyLIAaTeled K JOKJIAQUUKy. Sapom Xopollero nokKiaaa SBISAETCS
uHpopmanus. OHa O0HKHA OBITH HOBOW M MOHATHOW. B riaBHOW yacTH HEOOXOAUMO PACKPHITh
caMmy TeMy. JTO 03HA4aeT, YTO HaJ0 HE TOJIbKO OCBETUThH €€ MPOo0JIeMbl U BO3MOKHBIE (WU yiKe
UMEIOLIUECS) UX PEIICHUs, HO COIOCTaBUTh UX, J1aTh CBOIO MHTEPIPETAIUIO, BHICKA3aTh CBOIO
TOYKY 3pEHMS, IPEATIOKUTD CBOE PEILICHUE.

Kpurepun ouenku qoxiaaga

JloKJ1a OLIEHUBAETCS 110 CUCTEME:

- OueHka "OTIMYHO" BBICTABISETCS 3a JOKIAJ, KOTOPHI HOCUT HMCCIIEOBATEIbCKUN
XapakTep, COAEPKUT IPaMOTHO M3JI0KEHHBIH MaTepHrall, C COOTBETCTBYIOIIMMHU 00OOCHOBAHHBIMU
BBIBOJIAMHU.

- Onenka "Xxopomo" BBICTaBISETCS 32 TPAMOTHO BBINOJTHEHHBIM BO BCEX OTHOLICHUSX
JOKJIaJ TIPY HATMYUHU HEOOJIbIINX HEJ0UYETOB B €r0 COJIEPKaHUU WIH OPOPMIIEHUU.

- Onenka "yJnoBIIETBOPHUTEIBHO'" BBICTABIAETCSA 3a JOKJIAJ, KOTOPBIA YIOBJIETBOPSIET
BCEM IPEABABISAEMbIM TPeOOBaHUSAM, HO OTIMYAETCS MMOBEPXHOCTHIO, B HEM MPOCMATPUBAETCS
HEMOCJIe0BaTEIbHOCTh M3JI0XKEHUS MaTepuana, MpeicTaBlIeHbl HEOOOCHOBAHHBIE BBIBO/IBI.

- Onenka "HEyHOBJIETBOPUTEIHHO" BBICTABIACTCS 3a JOKJIAJ, KOTOPBIM HE HOCHUT
UCCIIEI0OBATEIbCKOIO XapaKTepa, He COAEPKUT aHaIn3a UICTOUHUKOB M MO/IXO0/I0B 10 BHIOpPAaHHOMN
TE€Me, BBIBOJIBI HOCST JeKJIapaTUBHBIM Xxapakrep. OOydaromuiics, HE NPEICTaBUBIIMKA B
YCTQHOBJICHHBIII CPOK TOTOBBIM cOOOIIEHWE 1O JUCHMIUIMHE Y4eOHOro IUlaHa WU
MPEJICTaBUBLINI COOOIIEHNE, KOTOPbI ObUI OLIEHEH Ha «HEYAOBJIETBOPUTENIBHO», CUUTAETCS
MMEIOLIUM aKaJIEMUYECKYIO 3a/I0JDKEHHOCTh U HE JOIYCKAaeTCs K Claye 3K3aMeHa 10 JaHHOHN
JTUCIUIINHE.

2.2.PexoMeHIanUM U TPeOOBAHUS K COCTABJICHHIO H 3aII0OJTHEHHUI0O CPAaBHUTEJIbHBIX
TalJamu:

VYuebHasg Tabiuua — 3TO CHUCTEMATHYECKU M3JIOKEHHBI MaTepuaj MO BBIICICHHBIM
IIPU3HAKaM, JIETKO YUTAEMbIA U aHAJU3UPYEMBIN.

ITopsimok pabGoThI:

1. TlepBuyHOE MpOUTEHHE TEKCTa, MO KOTOPOMY COCTaBIsieTcs TaOiauIa, KapaHJIarioM
BBISBIISIFOTCS OOIIIME STIEMEHTHI.

2Ilpu 3anonHeHMM TaOJMYHOM MaTpulbl O0OpaTUTe BHHMaHUE Ha KpaTKOCTh
(bopMyYITHPOBOK, HCIIOJIB3YETE OOIIEPUHSATHIE COKpAILIEHHS.
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3. He 3a0yapre opopmisaTh TaOIMIly aKKypaTHO, YATAEMbIM IOYEPKOM, €CIHU C ITHM
npobaema Bocnonb3yitech mporpammamu WORD u EXEL.
Kputepuu oneHuBaHus:

Onenka «5» BBICTaBIISIETCS, €CIIU:

- rpadbl cxembl (TaONHUIIBI) 3aMIOTHEHBI TOJTHOCTHIO, COOTBETCTBYIOT H3y4aeMOMY MaTepHaiy,
co0Jro1eHbl TPeOOBaHUSI K BHEITHEMY O(hOpPMIICHUIO;

- OCHOBHBIE TPEOOBAHHUS K 3aTIOJHEHHIO Tpad) CXeMbI (TabIUIbI) COOTIOACHBI TTOTHOCTHIO

OneHka «4» BBICTaBIISIETCS, €CIIU:

- OCHOBHBIE TPEOOBAaHUS K 3aIOJHEHUIO Tpad cxembl (Tabnuibl) COOMIONEHBI, HO MPH 3TOM
JOTIYIIEHbl HEJOYEThl, HAPUMEP: MMEIOTCS HETOYHOCTH B H3JIOKCHHWU MarepHalia, UMEIOTCS
yIyIeHus: B 0hOpMIICHUH;

OneHka «3» BBICTABIIAETCS, €CIIU:

- TeMa PacKpbITa HE MOJHOCTHIO, OOHAPYKUBACTCS CYIIECTBEHHOE HEOHUMAHHUE MPOOIIEMBI,
JIOTYIIEHBI OITUOKH B 0(hOpMIICHHE PAOOTHI;

- cxema (Tabnuia) yJarumcst peICTaBlieHa He TIOJTHOCTBIO.

3.3aganus 11 BBINOJHEHHUS CAMOCTOSITEIbLHBIX PA00T 00y4al0IIMMHUCH
no aucuuminte «/lenoBasi nepenucka

®opma
Buja camocTosiTeibHOM padoThI KOHTPOJIsA
(npopabomka yuebHO20 Mamepuana, peuweHue (nposepra
Ha3sBaHue pa3/iesioB U TeM 3a0ay, peghepam, 0oxnao, pewenus
KOHMPOIbHASL paboma, no020mosKa K coaue 3a0ad,
3auema, 3K3amMeHa u op.) pechepama u
op.)
Pazgen 1 OcHoBBI Ae/10BOI v'  U3ydeHme HOpPMaTHBHO-MeTOAMYECKOM| TecTupoBanue
nepenucKm. 0a3bl, PEryaupyIONed BOIPOCH JIEIOBOM
HEePerUCKh M0  O(GHIUATIBHBIM HHTEPHET md.3auer
roprajiam IIPaBOBOM uHbOopMaIuu
(«Koncynwrant [Lmtocy, «"apanty).
v' W3ydeHue NpaBWJl HA NHCAHHUS TEKCTOB
JOKYMEHTOB. 3yueHue TEepMHUHOJOTUU IIO
paszeny: «cCiaykeOHOe TMHChMO», «ONaHK
MMCHbMay, «PEKBU3UT MHChMay.
v' Usyuenue TpaBHUII opopmIIeHHs
PEKBU3UTOB JIEJI0BOTO I1ChMa,
pacrnosoKeHUe peKBU3UTOB Ha OJIaHKeE.
Pa3nea 2. Buabl nucem. v' W3ydeHwe HOPMATHBHO-METOJMYECKOW| TECTUPOBAHUE,
0asbl, perynUpyIOLIeH BONIPOCHI JIENOBOM|  ycTHBIT ompoc
NEPEeNnUCKHd MO0 OQUIMATIBHBIM HHTEPHET md.3aueT
ropTajiamM IIPaBOBOM nHpopmanuu
(«Koncynprant [LImrocy», «I"apant»).
v\ HW3ydeHuwe TEPMUHOJIOTHMH IO pasjiely:
«odepTay, «@KILIETIT», «3anpocy,
«rapaHTUHHOE IIUCBMOY,
«CONPOBOJUTEIBHOE IIICHMOY,
«KOMMEpUYECKOEe MHUCHhMO», «3THUKA JIEJTOBOMN
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MIEPENTUCKI.

v' H3ydeHue BHUIOB JEJIOBBIX IHCEM.

v' TloaroroBka K MPakTHYECKUM paboOTaMm,
CeMHHapaM II0  KOHCHEKTaM  JIEKIIHUH,
JIOTIOJIHUTENBHOM JIUTEpaType.

v' Hanucanue IHCEM-TIPOCHO,
CONPOBOAUTENBHBIX U TAPAHTUNHBIX [THCEM.
v' TloaroroBKa K ceMUHapam I10 IpaBuiiaM
opopmiieHrss OyMaXHBIX M DJIEKTPOHHBIX
IIUCEM, 3TUKE JIEJIOBOM MEPENUCKH C LIEIBI0
pa3BUTUS Yy  OOYyYarOImIMXCS  HaBBIKOB
CaMOCTOSITENIbHOW ~ TBOPYECKOW  paboOTHI
yriayOJIeHHOTO HW3Y4YEeHMsI JIUTEeparypbl U

HMCTOYHHKOB.

Pasnen 3. SI3bIK U CTHIDL
JEJIOBBIX [HCEM.

v’ U3ydeHwe HOpPMATuB  HOPMAaTHBHO-
METOJIMYECKOW  0asbl,  peryIHupyrolien
BOIPOCHI JIeIIOBOM MIePEeTCKu 1o
ounmanbHEIM UHTEPHET nopranam
npaBoBoii  uHpopmammu  («KoHCynbTaHT
[Tnroc», «I"apant»). CocraBieHue NpuMeEpOB
CUHTAKCUYECKHHN U JIEKCUYECKUX OIIMOOK B
JICJIOBBIX TMCbMaX, a TakkKe OLIMOOK B
WCIIOJIb30BAaHUU YHCIUTENbHBIX. Hanucanue
acce 1Mo TeMe  «ODTHUKET  JIeJIOBOM
MIEPETIHCKI. CocraBnenue TaOIUIIBI
KOMMYHHMKATHUBHBIX 0apbepOB.

v' TloaroroBka K MpakTHYECKUM paboTam,
CeMHHapaM II0 KOHCHEKTaMm  JIEKILHH,
JIOTIOTHUTEILHON JIUTEpaType.

v' Hanwucanue IIHCEM-TIPOCHO,
COIIPOBOJUTENBHBIX ~ M TapaHTHUHHBIX
MUCEM.

v' TloAroToBKa K CeMHHApaM IO MpaBuiia
M oopMIIeHHs OyMa)KHBIX U AJIEKTPOHHBIX
IIICEM, 3THUKE JIEJIOBOM MEPENUCKU C LIETBIO
pa3BuUTHs y OOy4arolIMXCsl  HaBBIKOB
CaMOCTOSITEIbHOM ~ TBOpYECKOM  paboThl,
YIIIyOJI€HHOTO HU3y4YeHHs JIMTepaTypbl M
HCTOYHUKOB.

TECTUPOBAHUC,

YCTHBIN OIIPOC
nud.3ader

Pa3nea 4. lokymenTHast
JIMHTBHCTHKA.

v' U3ydyeHwe HOPMATHBHO-METOINYECKOM
0a3bl, pEryIMpyroue BOMPOCHl J1EeI0BOH
MEPEeNnUCKU 10 OQUINATIBHBIM HHTEPHET
nopTanam PaBOBOM UHpOpMALUU
(«Koncynprant [Lmtocy, «"apant»).

v' TloAroToBKa K MPaKTHYECKUM paboTam,
CEeMHHapaM, 3a4eTy 10 KOHCIIEKTaM JISKIIUH,
JIOTIOJTHUTEIBHOM JTUTEeparype.

v' Hamucanue IHCEM-TIPOCHO,
COIIPOBOJIUTENBHBIX U TAPAHTUHHBIX MTHCEM.
v' TloAroToBKa K CEMHHApaM 10 MpaBuiiaM
oopmieHuss OyMaXKHbIX U 3JIEKTPOHHBIX
MIICEM, STHKE JIEJIOBOH MEPENHCKU C LENBI0

TECTUPOBaHUE,

TUCKYCCHS,
KPYTJIBIA CTO
aud.3auet
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pa3sBuTHs y  OOyd4aroliMXcs  HaBBIKOB
CaMOCTOSITENIFHOW ~ TBOpYECKOH  paloThI,
YIIIyOJICHHOTO M3Yy4YeHMsl JIUTepaTypbl MU
HACTOYHHKOB.
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