MuHHCTEpCTBO HAYKU U BBICIIEro oOpazoBanus Poccuiickoit denepannn
®denepanbHOE rocy1apcTBEHHOE O10JKETHOE 00pa30BaTEbHOE

YUpEXKICHUE BBICIIETO 00pa30BaHUS

«KoMcomonbckuii-Ha-AMype rocyapCTBEHHBIN YHUBEPCUTET

YTBEPXIAIO
Jlexan dakynbpTeTa

ConmanbHO-TyMaHUTapHBIN (aKyIbTET
N.B. LieBenena

PABOYASA ITPOTPAMMA JTUCHUIIJIMHBI
«JloKkyMeHTauMOHHOEe 00ecneYeHue COUMAJIbLHON PadoThI»

Hanpanenune noaroToBku

39.03.02 CounanpHas pabota

HampasnenHocTs (mpoduis)
00pa30BaTeNbHOM POrpaMMbl

TexHomorHs ConraaIbHON paboThI

ObecneunBaroiee moaApas3acicHue

«Kadenpa «Mcropus u KyIbTypoJIOTUs»




PazpaboTtunk paboueil mporpaMms:

Kanpa. ucr. Hayk, TO1eHT

COI''TACOBAHO:

3aBenyrommii kKadeapoit

«McTopus 1 KyJIbTYpOJIOTHS

3aBeayronuii BBITyCKaIOMIeH Kadeapoit

«llegarorrka, ICHXOMIOTHS U COIIMATIbHAS paboTay

Aobabkosa H.H.

[Terpynuna X.B.

Hamusaiiko T.E.



1 OOume mooKeHus

Pabouas mporpamma u (hOHJI OIICHOYHBIX CPEJCTB AWUCIUILTUHBI «/OKyMeHTalMOHHOE
o0ecrnieueHre coIMaIbHON pabOThI» COCTABJICHBI B COOTBETCTBHH C TpeOoBaHUSIMU (eaepanbHO-
IO TOCYAapCTBEHHOT0 00pa30BaTEIbHOTO CTaH/IAPTa, YTBEP)KIESHHOTO MPUKa30M MUHOOpHAYKH
Poccutickoiit @eaepanun , ¥ OCHOBHOUM MPo¢eCcCHOHAIBHONW 00pa30BaTeIbHON MPOrpaMMBbl T101-
roroBku «TexHomorus couuaiabHOH pabOTh» IO HarpaBiieHH0 MoArotoBku «39.03.02 Couu-

anbpHas paboTay.

3amayu QUCIIH-
[LUIUHBI

- GopMupoBaHKUE y CTYACHTOB MPEICTABICHHUS 00 OCOOCHHOCTSIX Pa3BUTHS
CHUCTEMBI IOKYMEHTAIIMOHHOT'O 00ECTICUCHHsI COLMaIbHOM paboThl B Poccuu.

- OBnajicHUE CTYJSHTAMH COBPEMEHHBIX TPeOOBaHWI K OpraHu3alud JIOKY-
MEHTallHOHHOTO 00€CTICUeHHUS B YUPEIKICHUAX COIIUATBHOM 3aIIHUTHI.

- Pa3BuTHeE HaBBIKA COCTABIATH U OPOPMIITH O(DUIIMATBHBIC JOKYMEHTBI, Pa3-
OupathCs B IpHeMax U METOAMKE OPTaHU3alliy padOThl, KaK ¢ TPAIUIIMOHHbI-
MU JOKYMEHTaMH, TaK U C JJOKYMEHTAaMH, CO3JJaHHBIMHU C MOMOIIbIO HOBEH-
IINX TEXHOJIOTHH.

OCHOBHBIE
pazzensl / TeMbl
JIUCITUILINHEI

1. JlokyMeHTaIMoHHOE 00eCIIeYeHNe CONUAIBHOM padoThI: CTPYKTYpa, (PyHK-
IIMH, IPUHIUIIBI OpTaHU3aLUH.

2. Opranu3zanus J0KyMEHTO000pOTa.
3. Opranuzanusi JeI0mpor3BOCTBA 110 PadOTe ¢ 0OpAICHUIMH I'PaskKaaH
4. Homenknarypa aen
5. ®opmupoBaHue NeNl M OpraHu3alysi TEKYIIEro XpaHEHUs JTOKYMEHTOB B
COLIMAJILHOM paboTe

2 IlepeuyeHb NIAHUPYEMBIX Pe3yJIbTATOB 00y4eHUs MO JUCHUIINHE (MOY.T10),
COOTHECEHHBIX C HHIMKATOPAMH JOCTHKEHHS] KOMIIeTeHIIUH

[Tpouecc n3ydeHust AMCUUILINHBI «JlOKyMEHTallMOHHOE 00€ecIedeHne CouanbHON pado-
ThI» HaIlpaBlieH Ha (GopMuUpoBaHME cieayonmx kommnereHuii B cootBerctBun ¢ PI'OC BO u
OCHOBHOI1 00pa30BaTeIbHON IPOrpaMMOii:

Ko u HaumMeHnoBauue
KOMIIETEHIINN

Nuaukatopel 1OCTHXKEHUS

[Inanupyemslie pe3ysbTaTsl
00y4YeHHs IO JUCLUIUINHE

O6menpodeccronanbHbIe

OIIK-3

Cnoco0eH cocTaBlATh
U 0QOPMIISITH OTYETHI
1o pe3yyibTaTaMm IMpo-
dbeccronanpHON  Aes-
TETLHOCTH B  cdepe
COLIMAJIBHOM paboTHI

OIIK-3.1

3HaeT (popmBbl, BUIBI U TPEOOBAHUS
K O(QOPMIICHHIO pPe3yJabTaToOB MPO-
(dbeccuoHaNbHON NIESITENbHOCTH, a
TaKkXke CcrnocoObl opopMIIEHUS WU
NPEJCTaBICHUS OTYETOB IO pe-
3yJIbTaTaM MpogeccCHOHaNbHON Jie-
ATEILHOCTH B cepe COIHaIbHON
paboThI

OIIK-3.2

Ymeer BbOuMpaTh QopMmy npen-
CTaBIICHHSI, COCTABIISATE M OPOPM-
JSTh OTYETHI 1O pe3yiabTaTaM Mpo-
(dbeccroHaNbHOW ACSATENHHOCTH B
cdepe conuanbHON paboThI
OI1K-3.3

-3HaTh COBPEMEHHBIE TPeOOBa-
HUS K COCTaBJICHUIO B oopmiie-
HUIO YIIPABICHUECKUX JOKYMEH-
TOB B COIIMATILHOM cepe ob1IIe-
CTBa

-yMETh TPAaMOTHO HCIIOJIb30BATh
BO3MO>XHOCTH CHCTEM DJIEKTPOH-
HOTO JIOKYMEHTO000pOTa MpU
o(OopMIIEHUU PEe3yabTATOB MPO-
(dheccroHaIbHOM eI TEIbHOCTH
-BJIAJICTh HABBIKAMU TOATOTOBKH
OCHOBHBIX BHJIOB JOKYMCHTOB,
UCIIONIb3YEMBIX COILIMATIBHBIM pa-
OOTHHUKOM.
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Brnaneer HaBbikammu cOopa W CH-
cremMaru3anus HHQOpMAIMH U
npeacraBieHus e€ B popme oryeTa
Mo pe3ynbraraM MpodeccuoHab-
HOU JEeATEIbHOCTH

3 MecTo nucuMIUIMHBI (MOYJIsI) B CTPYKTYpe 00pa3oBaTeIbHON MPOrpaMMbl

JIMCUMITIIMHA BXOJUT B cocTaB Oyoka 1 «Jlucuuruinabl (MOIYIIH)» U OTHOCUTCS K 00s-
3aTEJIBHOM YacCTH.

Mecto aucumrmiiuHbl (3Tarn GOpMHPOBAHHS KOMIIETEHIIMH) OTPAXKEHO B cxeme (popmu-
pPOBaHUSA KOMIIETCHLUH, NMPEACTaBICHHONW B JOKyMeHTe OyeHouHbie Mamepuansl, pa3MeneH-
HOM Ha caiiTe yHuBepcuTeta WWW.Knastu.ru / Haw ynueepcumem / Obpaszosanue /Coyuanvrast
paboma /Oyenounvie Mamepuaist).

JuctmiumHa «J{oKkyMeHTalMoHHOe 0OecreueHe COMUAIBHOW PadOThD» YaCTUYHO pea-
nu3yercs B opMe MPaKTUIECKON MOATOTOBKH. [IpakTudeckast moArOTOBKA OPTraHU3YeTCs IyTEM
NPOBE/ICHUS MPAKTHUECKUX 3aHSATHI, BBIMIOJIHEHHUSI KOHTPOJIBHON paOOTHI.

4 CopepxaHue TUCHHUILINHBI (MOYJIs1), CTPYKTYPUPOBaHHOE 110 TeMaM
(pa3zaesiaM) ¢ yKkazaHueM OTBEJAE€HHOI0 HA HUX KOJIMYeCTBA aKaJeMU4YeCKUX
4acoB ¥ BH/JIOB y4eOHOH padoThl

4.1 CTpyKTypa U coJep:kaHue TUCHUILIUHBI JJs 32049H0ii (popMbI 00yUeHust

Juctumnna «/lokymeHTanmoHHoe o0ecnieueHne colranbHoil paboThl» U3ydaercs Ha 2
Kypce B 3 ceMectpe.

O6mas TpynoEMKOCTh JUCIUILIMHBI cocTaBisieT 5 3.€., 180 4., B TOM uncie KOHTaKTHas
pabora oOydaromuxcs ¢ mpernoaasarenem 14 4., mpoMexxyTodHas aTTectanus B GopMe 3adeTa ¢
OILICHKO 4 4., caMocTosTeNbHast paboTa oO0yyaromuxcs 162 4.

Bunel yue6HOM paboThl, BKIIIOYasi CAMOCTOSTEIbHYIO pa-
00Ty 00yJaronmxcs ¥ TPYA0EMKOCTb (B yacax)

KonrtakTHas padota
HaumeHnoBanue pa3enoB, TeM U Co- | TpenojaaBaress ¢ 00yJarony-

Jiep>)KaHKue MaTteprana MUcs VIKP [Tpom. CPC
IIpaktu- | Jlabopa- aTTecT.
Jlexuum | 4eckue TOPHBIE
3aHATUSL | paboThI
Pazgen 1. JlokyMeHTalMOHHOE
ol0ecreyeHne couUAIbLHONW pado- 1 1 i 32
ThI: CTPYKTYpPa, (pYHKUMH, NPHH-
MBI OPraHU3ANMH.
Temal. OcCHOBHbIE TOHATHUS JOKY- 01 0.1 5

MCHTAIMOHHOTI'O YITPABJICHUS.

Tema 2. Opranuzanus ciayxObl 10-
KYMEHTAI[HOHHOTO yIPaBIICHHS CO- 0,1 0,1 5
[IUATBHON pabOTHI.

Tewma 3. Opranuzammus paboThI € J10-

N 0,2 0,2 5
KYMEHTaMH B COLIMAIbHOI padorTe.




HanmenoBanue pas3zneinos, TeM U CO-

Bunpl yue6HOM paboThI, BKIIFOYAst CAMOCTOSITEIBHYIO pa-
00Ty 00y4JarOImUXCs ¥ TPYAOEMKOCTH (B Hacax

KonTaktHas pabora
nperoiaBaTens ¢ 00y4Jaronu-

Jiep>KaHue MaTtepuaia MUCS KP [Tpom. CPC
[Ipaktu- | JlabGopa- aTTecT.
Jlexuuu | 4eckue TOpPHBIE
3aHATUS | paboTHI
Tema 4. HopmaTtuBHO-MeTOAMYECKAS
0a3a COBPEMEHHOTO JIEIOMPOU3BO/I- 0,2 0,2 5
CTBa B COI[MAILHOMN padoTe.
Tema 5.Knaccudukarus napopma-
MY, 3HAYCHHUE YIIPABICHYECKUX 0,2 0,2 5
JIOKYMEHTOB.
Tema 6. CucteMbl JOKYMEHTAIMOH-
HOro 00ecTeueHus COLMaIbHOM pa- 0,2 0,2 7
OOTEHI.
Pa3zpnen 2. Opranusanus 10KyMeH- 2 5 ) 32
TOOOOpOTA.
Tema 7. Ilonatue «10KyMeHT0000-
pot». IlpuHIMIBI OpraHU3aUu J0- 0.2 0.2 5
KyMEHTO000pOTa B COLIMAIBHOU pa- ’ ’
00T€e U €ro OCHOBHBIE JTAIIbI.
Tema 8. JIOKyMEHTONIOTOKH B Opra- 03 03 5
HU3AIUAX COLUATBLHON CEpHI. ! !
Tema 9. Opranuzanusi KOHTPOJIS 32 03 03 5
HACTIOJTHEHUEM JIOKYMEHTOB. ' '
Tema 10. [Ipuem u obpabotka mo-
CTYHarIUX JOKYMEHTOB. 0.2 0.2 5
Tema 11. Perucrpanuss u uHAEKca-
uug J0KyMeHTOB. dopmbl peru- 0,5 0,5* 5
CTpaIiu JOKYMEHTOB.
Tema 12. Ilopsimok nOpoXoKAEHUS 05 0.5% 7
CO3/1aBacMbIX JOKYMEHTOB. ' :
Pasnen 3. Homenkaarypa ned. 1 2 32
Tema 13. Homenknarypa gen, ee,
poJIb U 3HAYEHHE JJISI OpraHU3aluu 0.1 0.1 5
XpaHEHUs! W TIOUCKA JIOKYMEHTOB
COLIMAJILHOM pabOoTHI.
Tema 14. OmnpeneneHue CpoKOB 0.1 0.1 5
XpaHEHUs JOKYMEHTOB. ' '
Tema 15.TumnoBsle U BEJOMCTBEH-
HBIC IIEPCYHH. 0.2 0.2 5
Tema 16. Benenue HOMEHKIATyphI B
Te4eHue cpoka ee nericrsus. Ilops-
JOK B€ICHUsS HOMEHKJIATYphI A€l B 0,2 0.2 5
colManbHON paboTe.
Tema 17. Busibl HOMEHKIIATYpBI €T:
TUTOBAsi, MpUMEpHas, WHAUBU]Y- 0,2 0,2 5

aJIbHasdl.




HanmenoBanue pas3zneinos, TeM U CO-

Bunpl yue6HOM paboThI, BKIIFOYAst CAMOCTOSITEIBHYIO pa-
00Ty 00y4JarOImUXCs ¥ TPYAOEMKOCTH (B Hacax

KonTaktHas pabora
nperoiaBaTens ¢ 00y4Jaronu-

Jep KaHue MaTepuasa MHCS KP ITpom. CPC
[Ipaktu- | JlabGopa- aTTecT.
Jleknuu | dyeckue TOpPHBIC
3aHATUS | paboTHI
Tema 18. Ilopsimok cocraBiieHus,
COTJIACOBaHUSI M YTBEPXKIACHHUS HO- 0,2 0,2 7
MEHKJIATYPBI JCII.
Pa3znen 4. ®opmupoBanue aes u
OpraHu3anus TeKylmero XpaHeHust 1 1% 34
JOKYMEHTOB B COIMAJILHOI pado-
Te.
Tema 19.®opmupoBanue aein. Oc- 02 0.9% 9
HOBHBIC TIpaBHJIa OPOPMIICHUS JCIT. ' ’
Tewma 20. [ToarotToBka JOKyMEHTOB
K IIepeiade Ha BEJJOMCTBCHHOE Xpa- 0,3 0,3* 9
HEHUE.
Tema 21. DkcrniepTr3a HEHHOCTH J10- 03 0.3* 9
KYMEHTOB (KCIEpTHAas KOMUCCHS). ' ’
Tewma 22. Ilepenaua aen B apxus. 0.2 0.9% 7
YHHUUTOKEHHUE TOKYMEHTOB. ! !
3auem c oyeHKou - - - - 4 -
HUTOI'O 6 8
0 TMCHMILINHE (2%) 4 162

* peasinzyetcs B popMe MPAKTHUECKOHN MOATOTOBKU

5 OueHo4HbIe cpeAcTBA VIS NPOBeeHHS TeKYIIero KOHTPOJIs U
NPOMEKYTOYHOM aTTecTANMU 00y4aI0IHXCS M0 JUCHHILIHHE (MOLY1I0)

@OH/Bl OLEHOYHBIX CPEJCTB Ul NMPOBEACHUS TEKYIIEro KOHTPOJIS YCHEBAeMOCTU U
MPOMEKYTOUYHOM aTTECTAlMU OOCYXTAIOTCS M YTBEPKIAIOTCS Ha 3acemanuu kadenpsl. [lon-
HBIM KOMIUIEKT KOHTPOJIBHBIX 3a/IaHUN UM UHBIX MaTEPHAIIOB, HEOOXOAUMBIX /IS OICHUBAHUS
pe3yabTaToB OOYYEHUS MO JUCHUIUIMHE (MOJYIII0) XpaHUTCA Ha Kadeape-pazpaboTyrke B Oy-
Ma)XHOM HJIM 3JIEKTPOHHOM BHJIE, TaKkKe (POHJIbI OLICHOYHBIX CPEJICTB JAOCTYIIHBI CTYJI€HTaM B
JUYHOM KaOMHeTe — pa3fien yueOHO-MeTOoAnuecKoe oOecrieueHue.

6 VYueOHO-MeTOaAMYECKOEe M HMHPOPMALMOHHOE 00ecedeHne TUCITUTTHHBI

(MmonxyJis)

6.1 OcHoBHasi ¥ 10NOJHUTEJILHAS JUTEepaTypa

[lepeuens peKOMEHIyeMOW OCHOBHOUM M JOMOJHUTEIBLHON JIUTEPATyphl MPEJCTaBICH Ha
caiite yHuBepcureTa WWW.knastu.ru / Haw ynuseepcumem / Obpasosanue / Coyuanvnas paboma

/ Pabouuii yuebnwlil nnan / Peecmp aumepamypuoi.

6.2 MeToau4yeckue yKa3aHusi sl CTYJI€HTOB 110 OCBOEHHIO I CHUIIIMHbBI



http://www.knastu.ru/

JUist yCHenHOTO BRIMOJIHEHHS BCEX Pa3esioB CaMOCTOSATEIbHOM paboThl yuaIuMcs pe-
KOMEHYETCs HCTIONIb30BaTh cleayloniee yueOHO-MEeTOANUEcKoe oOecreueHue:

Boiitenko, A. W. Opranuzauus, ynpasjieHUe U aJMUHUCTPUPOBAHUE B COLIMAIBHOU pa-
6ote [DnexTponnslid pecypce]: yueonuk / A.U. Boittenko, E.1. Komapos. - M.: U1 PUOP: NH-
OPA-M, 2010. - 255 c. // ZNANIUM.COM : 31eKTpOHHO-OMOIHOTeUHas: cucteMa. — Pexum
noctyna: http://www.znanium.com/catalog.php?, orpaHruueHHBIN. - 3ari. ¢ PKpaHa.

HenonpousBoactBo: yde6Hoe mocodbue / H.A. CremnoBa — Komcomonbck-Ha-Amype:
['ocynapcTBeHHOE 00pa30BaTENbHOE YUPEKACHHE BBHICIIErO MPO(ecCHOHATBLHOTO 00pa3oBaHuUs
«Komcomonbeckuii-ua-Amype roc. TexH. yH-T», 2004. — 79 c.

6.3 CoBpemennblie npogeccuoHaTbHbIE 023bI JAHHBIX U HH(POPMAIIMOHHBIE
CIIPAaBOYHbIE CHCTEMbI, HCIOJIb3yeMble NP 0CYLeCTBIeHUH 00pa30BaTeIbHOI0
npouecca no JUCHUIINHE

Kaxxnomy oOydaromemycst odecrieueH 1octyn (yAaaeHHBIA JTOCTYI), B TOM YHCIE B CIY-
yae MPUMEHEHHUS JJIEKTPOHHOTO OOYyYeHHs, NUCTAaHIIMOHHBIX 00pa30oBaTENbHBIX TEXHOJOTHH, K
COBPEMEHHBIM MPOPECCHOHATBHBIM 0a3aM JaHHBIX W WH(POPMAIMOHHBIM CIIPABOYHBIM CHCTE-
MaM, ¢ KOTOPBIMH Y YHUBEPCUTETA 3aKJIIOUEH JOTOBOP.

[lepeueHs peKOMEHIyeMbIX TPOPECCHOHATBHBIX 0a3 MaHHBIX W WH(GOPMAIIMOHHBIX
CMPaBOYHBIX CHCTEM TPEICTABJICH Ha caiiTe yHuBepcuTeTa WWW.Knastu.ru / Haw ynusepcumem
/ Obpazosanue / Coyuanvnas paboma / Pabouuii yueonwuii nian / Peecmp O5C.

AxTtyanbHas HHGOpMAIUS MO 3aKJIFOUYEHHBIM Ha TEKYIIUI y4eOHbBIN ToJl JOroBOpaM Mpu-
BeJicHa Ha cTpanuiie Hayuno-rexanueckoit oubnmmoreku (HTH) Ha caiite yauBepcurera

https://knastu.ru/page/3244

6.4 IlepedeHb pecypcoB HHGOPMALMOHHO-TEJEKOMMYHHKAIIMOHHOM ceTH
«HTEepHEeT», HEOOXOAMMBIX /IJIsl OCBOECHHS TUCIHUTLTUHBI (MOIYJIs1)

1. EnuHoe okHO ocTyna K 00pa3oBareibHBIM pecypcaM [DneKTpoHHBIN pecypc]. — Pexxum mo-
crymna: http://window.edu.ru, cBo60aHBI. - 3ari. ¢ 3xkpana.Cait

2. Iloptan PRO-penonpousBoactBo: XKypHan ans pykoBoguTeNel, cekpeTapei, IeI0nponu3Bo-
nureneit [JnekTpoHHkIid pecype]. — Pexxum mocryna: https://www.sekretariat.ru/, cBo6oaHBbIH. -
3ari. ¢ ’KpaHa.

3.CaliT mo KaJApOBOMY JEJOMPOU3BOJACTBY [DNEKTpoHHBIM pecypc]. — Pexum pgocryna:
https://www.kadrovik-praktik.ru/, cBo6ommsIii. - 3ari. ¢ sKpaHa.

7 OpraHn3aun0nn0-nenarornqec1cne yciaoBus

Opranuzanus o0pa3oBaTeIbHOIO MPOLEcca periJaMeHTupyeTcs y4eOHbIM IJIaHOM M pac-
NUCaHUeM y4eOHbIX 3aHATUN. SI3bIKk 00ydeHus (mpenojaBaHus) - pycckui. Jlyisg Bcex BUAOB
ayJUTOPHBIX 3aHATUN aKaJIeMUYECKUN Yac YCTaHABIUBAETCS MPOJIOJIKUTEIBHOCTBIO 45 MUHYT.

[Ipu dopmupoBanuM cBOEW MHAMBHIYaTbHOM 00pa3oBaTENbHON TpaeKTOpuHM o0yuaro-
IIMHACS UMEET MPaBoO Ha Mepe3ayeT COOTBETCTBYIOUINX TUCHUIUIMH U MPO(ECCHOHATBHBIX MOJY-
JIel, OCBOEHHBIX B IMPOIIECCE MPEAIECTBYIOMIETO 00YUEHUsI, KOTOPBIM 0OCBOOOXK/IaeT 00ydaroIie-
rocsi OT HEOOXOIMMOCTH UX MTOBTOPHOT'O OCBOEHHUS.

7.1 O6pa3oBaTe/ibHbIE TEXHOJIOTHH

YueOHbIit nponece mnpu npernoaaBaHu Kypca OCHOBBIBACTCA HA UCIIOJIB30BAHUU Tpadu-
OUOHHBIX, MHHOBAIIMOHHBIX H I/IH(i)OpMaHI/IOHHI)IX O6p330BaTeJ'H)HBIX TEXHOJIOTHIA. Tpa}I[I/IHI/IOH-
HBIC O6pa30BaTeJ'H:HBIe TCXHOJIOTHU TPCACTABJICHBI JICKIIUAMHW U CEMHUHAPCKUMU (HpaKTI/ILIeCKI/I-
MI/I) 3aHATUSIMH. I/IHHOBaHI/IOHHBIe 06p330BaTeJ'H)HI)Ie TEXHOJIOTHHU HCIIOJIB3YIOTCSA B BUJAC IIHUPO-
KOIro NpUMCHCHUA daKTHUBHBIX U UHTCPAKTHBHBIX (I)OpM IMPOBCACHU A 3aHATHH. I/IH(bOpMaL[I/IOHHBIC
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o0pa3oBaTeNbHbIE TEXHOJIOTMH PEATM3YIOTCS IyTeM aKTUBU3ALMH CaMOCTOSTEIbHON paboThI
CTYJICHTOB B MH(OPMAIIMOHHON 00pa3oBaTebHOM Cpeie.

7.2 3aHATHA JEeKIHOHHOI0 THUIIA

JlekmoOHHBII Kypc MpennoiaraeT CUCTEMAaTH3UPOBAHHOE M3JI0)KEHHE OCHOBHBIX BOIPO-
COB Y4eOHOI0 IJIaHa.

Ha mepBoii niexium aekTop 00s513aH MpeaynpeanTh CTYICHTOB, IPUMEHUTENHHO K KAKOMY
6a3oBoMy y4eOHUKY (yueOHMKaM, yaeOHBIM TOCOOHSIM) OyIeT MPOYUTaH Kypc.

JIeKunMOHHBIN Kypc MOJDKEH J1aBaTh HAHOOJBIINKA 00beM MH(GOPMALMH U 00eCIeYnBaTh
Oosiee TIIy0OKOE MMOHMMaHKUE YU4eOHBIX BOIPOCOB MPH 3HAYUTEIBHO MEHBIICH 3aTpaTe BPEMEHH,
94eM 3T0 TpeOyeTcsi OOJIBIIMHCTBY CTYJCHTOB Ha CAMOCTOSITEIbHOE H3y4eHUEe MaTepraa.

7.3 3aHATHA CEMHHAPCKOI0 THUIA

CemuHapckue 3aHATHS IPEICTABISAIOT COOON JeTanu3altio JEKIHOHHOIO TEOPETUYECKO-
ro Marepuana, IpOBOAATCS B LEAX 3aKPEILICHUs Kypca U OXBATBIBAIOT BCE OCHOBHBIC PA3/EIIbl.

OcHoBHO# (hopMOIi IPOBECHUSI CEMUHAPOB SABJISIETCS 00CYXkJIeHHe Hauboiiee npodsiem-
HBIX U CIIO)KHBIX BOIPOCOB IO OTAEIBHBIM TE€MaM, a Takke pa3dop MPUMEPOB M CUTyallud B
ayJUTOPHBIX YCJIOBHSX. B 00s13aHHOCTH npenojaBaTess BXOIAT: OKa3aHHE METOAWYECKOH Io-
MOIIY ¥ KOHCYJIbTUPOBAHUE CTYJEHTOB 110 COOTBETCTBYIOIIMM TEMaM Kypca.

AKTHBHOCTb HA CEMUHAPCKHUX 3aHATHUAX OLIEHUBAETCS IO CIEIYIOIIMM KPUTEPHSIM:

* OTBETHI Ha BOIPOCHI, IIPEJIaracMble MPENogaBaTeseM;

* y4acTHE B IUCKYCCHSIX;

* BBIIIOJIHEHHUE MPOEKTHBIX U MHBIX 3aJJaHH;

* ACCUCTHPOBAHUE NPENOIABATENIO B IPOBEACHNUN 3aHATHH.

OTBeT 10JKEH ObITh ApryMEHTUPOBAHHBIM, PA3BEPHYTHIM, HE OJIHOCIIOKHBIM, COJEPKATh
CCBIJIKM HA UCTOYHMKH.

JIoknansl ¥ ONIIOHUPOBAHHUE JTOKJIAJO0B IPOBEPSIOT CTEIEHb BIAJCHUS TEOPETUYECKHM
MaTEepUajIoM, a TAK)K€ KOPPEKTHOCTb U CTPOrOCTh PaCCyKACHUM.

OneHuBaHUE 3a/1aHUM, BBHIITOJIHEHHBIX Ha CEMHUHAPCKOM 3aHSATHUH, BXOAMT B HAKOIUICH-

HYIO OLICHKY.
7.4 CamocrosiTejibHAs padoTa 00y4YaIOIIUXCS N0 JUCHHUILIMHE (MO1Y.T10)

CamocrosTenbHas paboTa CTyIEHTOB — 3TO INPOLECC aKTUBHOIO, LEJIEHANPaBIEHHOTO
NpUOOpPETEHUs! CTYJAEHTOM HOBBIX 3HAaHUM, yMEHUHN 0€3 HEeMOCPEeICTBEHHOr0 y4acTHsl Mpenojia-
BaTelsl, XapaKTepU3YIOIUICS MpeAMETHOW HampaBiIeHHOCTbIO, 3(()EKTUBHBIM KOHTpPOJIEM U
OLIEHKOI pe3y/bTaToB AEATEIbHOCTH 00yUYaroIIerocs.

Ilenu camocTosITETLHOM pabOTHI:

* CHCTEMATH3alUs U 3aKPEIUICHUE MTOIYYEHHBIX TEOPETUUECKUX 3HAHUN U MIPAKTUYECKHUX
YMEHUH CTYJIEHTOB;

- yriyOJieHre U paclIMpeHue TEOPETUYECKUX 3HAHU;

- (hopMUpOBaHME YMEHUH HCIIOJIb30BaTh HOPMATUBHYIO U CHPABOYHYIO JIOKYMEHTAIIMIO,
CIEHUATIBHYIO JIUTEPATYPY;

* pa3BUTHE MMO3HABATEIBHBIX CIIOCOOHOCTEN, aKTUBHOCTH CTYIEHTOB, OTBETCTBEHHOCTH U
OpraHNU30BaHHOCTH;

- (hOpMHUPOBAHHUE CAMOCTOSTEILHOCTH MBILIUIEHUS, TBOPUECKOM MHUIIMATHBBI, CIOCOOHO-
CTEH K CAMOPA3BUTHUIO, CAMOCOBEPIICHCTBOBAHUIO M CaMOpeaIN3aliiy;

* Pa3BUTHE UCCIIEIOBATEIbCKUX YMEHUN U aKaJIEMUYECKUX HABBIKOB.

CamocTtosTenbHas paboTa MOXKET OCYLIECTBISATHCS MHIAUBUIYaTbHO WM IPyHIaMH CTY-
JICHTOB B 3aBHCHUMOCTH OT I1I€JIH, 00BbeMa, YPOBHS CIIOKHOCTH, KOHKPETHONW TEMaTHKU.
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TexHONOrHsI OpraHU3aIMi CAMOCTOSTENILHON PaboThl CTYACHTOB BKJIIOYAET MUCIIOIB30Ba-
HUE UHPOPMAIIMOHHBIX U MaTepUAIbHO-TEXHUYECKUX PECYPCOB YHUBEPCUTETA.

KoHTponb pe3ynbTaTOB BHEAYIUTOPHON CaMOCTOSATEIHHOW PAaOOTHI CTYJACHTOB MOXET
MIPOXOJNTHh B MUCbMEHHOM, YCTHOHN MJIM CMEIIaHHOU (hopme.

CryneHTsl JOKHBI MOAXOIUTHh K CaMOCTOSITENILHOM padoTe KaKk K HaWBa)KHEUILIEMY
CPEICTBY 3aKpEIUICHUS U Pa3BUTHUSl TEOPETHUUYECKUX 3HAHUH, BHIPAOOTKE €IUHCTBA B3IJISIOB HA
OTJICIbHBIC BOMIPOCKHI Kypca, TPHOOPETEHUS ONPEICIICHHBIX HABBIKOB M MCIOIB30BaHUS Mpodec-
CUOHAJILHOW JIUTEPaTypBHI.

7.5 Metoauueckue peKOMeHIAMH JJIs1 00YyYAIIIHXCS M0 0CBOEHH IO THCIMIIINHBI

[lpyn wM3ydeHMM AWCHMIUIMHBI OOYYArOIIMMCS I1€JI€CO00Pa3HO BHIMOJHATH CIIEIYIOLINE
PEKOMEH 1IN

1. 3ydenue y4eOHOM TUCHUILTMHBI JJOJDKHO BECTHCh CHCTEMAaTHYECKH.

2. Ilocne u3y4yeHus Kakoro-aubo paszzaena mo y4yeOHUKY WIIM KOHCIIEKTHBIM MaTepuanaM
PEKOMEHIYETCs 10 MTaMSITH BOCIPOU3BECTH OCHOBHBIC TEPMUHBI, OTIPECIICHNS, TOHATHS pa3jie-
na.

3. Oco6oe BHMMAaHUE CIIeAYET YAEIUTh BHIIOJIHEHUIO OTYETOB 110 MPAKTUYECKUM 3aHATH-
SIM ¥ HHJJMBHTyaTbHBIM KOMIUIEKCHBIM 33JJaHUSM Ha CAMOCTOSATENIBbHYIO paboTy.

4. Bcs Tematuka BOIPOCOB, U3y4aeMBIX CaMOCTOSITEBHO, 33/1a€TCsl HA JICKIUAX Mpero-
naBaresneM. VM jke 1aroTcsi HCTOYHHKH (B MEPBYIO OYepe/b BHOBb MU3/JaHHBIC B MEPHOAMYECKON
Hay4HOH JTUTEepaType) Uit Oosee JeTanbHOr0 TOHMMAaHHS BOIIPOCOB, 03BYYEHHBIX Ha JICKIINH.

[Ipu camocTosATensHON TPOPaObOTKE Kypca 00ydaromuecs T0JDKHBL:

* IPOCMaTPHUBATh OCHOBHBIE OIIPECIICHUS U (DaKThI;

* IOBTOPUTH 3aKOHCIIEKTUPOBAHHBIM Ha JICKIMOHHOM 3aHATUU MaTepual U JOMOJHHUTH
€ro ¢ Y4eTOM PEeKOMEHIOBAaHHOH 110 JAHHOW TeMe JIUTEPaTyphI;

* U3YYUTHh PEKOMEHIOBAaHHYIO JIUTEPATYPY, COCTABIISTH T€3UCHI, aHHOTAIIUU M KOHCIIEKTHI
HanOoJee BaKHBIX MOMEHTOB;

* CAMOCTOSITEJILHO BBIMOJHATH 33/1aHUs, AaHAIOTUYHBIE MTPeIaraéMbIM Ha 3aHATHAX;

* MICTIONIb30BAaTh U1l CAMOIIPOBEPKU MaTepHaibl POH/IA OLICHOYHBIX CPE/ICTB.

8 MaTepuajbHO-TeXHHYECKOE ofecneyenne, He00Xoanmoe s
oCcyuiecTBJIeHHs 00pa30BaTeIbLHOIO NpoIecca Mo AMCHMUILINHE (MO1YJIIO)

8.1 JIunmeH3MOHHOE U CBOOOTHO PACIIPOCTPAHsIEMOe MPOrPaMMHOe oDecreYeHue,
MCIOJIb3yeMOoe MPH OCYLIeCTBJIEHHH 00Pa30BaTeLHOIO0 Mpoiecca
M0 IUCIMIIHHE

VYHuBepcuTeT obecredeH He0OX0AMMBIM KOMITJIEKTOM JIMIIEH3HOHHOTO M CBOOOJIHO pac-
IPOCTPAHIEMOr0 MPOTrPaMMHOIO OOeCleYeHus, B TOM YHUCIIE€ OTEUECTBEHHOTO NPOM3BOJICTBA.
CoctaB mporpaMMHOTO oOecreueHms, He0OOXOMMOTO JIJTsl OCBOCHUS TMCIUILTNHBI, IPUBEIECH Ha
caiite yauBepcutera WWW.Kknastu.ru / Haw ynusepcumem / Obpaszosanue / Coyuanvhas paboma
/ Pabouuii yuebnwiii nnan / Peecmp I10.

AxTyanpHBIE Ha TEKYIMIMHA y4eOHBIA TOM PEKBH3UTHI / YCIOBHS WCIIONB30BAaHUS TPO-
rpaMMHOro obecrieueHus NpuBeaeHbl Ha cTpanule U T-ynpaBnenus Ha caiiTe yHUBEpCUTeETA:

https://knastu.ru/page/1928

8.2 VYuebdHo-1200paTopHOE 000pPY/IOBAHHE

HanmenoBanue aAyaAuTOpUun

(;maGopatopun) Hcnonszyemoe o6opyaoBaHue



http://www.knastu.ru/
https://knastu.ru/page/1928

YdeOHast ayTUTOpHS IJIs 3aHSATHIA KOMITBIOTEP; SKpPaH C IPOSKTOPOM
JEKIMOHHOTO U CEMHHAPCKOTO TH-
na (mMeaua)

8.3 TexHuuyeckue v YJIeKTPOHHbIE CPEACTBA 00yUeHHsI

JleknnoHHbIE 3aHATHS.

AYI[I/ITOpI/II/I JIA JICKIIMOHHBIX 3aHATHHN YKOMIIJICKTOBAHBI MeOEIbI0 U TEXHUYECKUMU cpea-
CTBaMU OOYyUYECHMsI, CIIyKaIllUMU JJIs1 IpEe/ICTaBIeHUs] y4eOHOM nH(opMauu 00JIbIION ayIuTo-
pun (HaOOpBI AEMOHCTPALIMOHHOTO 000pyI0BaHUS (TIPOEKTOP, IKPaH, KOMIBIOTEP/HOYTOYK),
y4eOHO-HaIJIAAHbIE TI0COOUS, TEMAaTUYECKNE WIUTIOCTPALIUN).

I[IpakTnyeckue 3aHATHS
Aynuropuu Ui MPAKTUIECKUX 3aHATUN YKOMIUICKTOBAHbBI CIICIIHAIM3UPOBAHHON Mebe-
JIBI0 U TEXHUYECKUMH CPEACTBAMU 00ydeHUs (IIPOCKTOP, IKpaH, KOMIBLIOTEP/HOYTOYK).

CamocrosiTesibHas padora.

[Tomerenus AJis cCaMOCTOSTENHHON pabOThl OCHAIIIEHBI KOMIIBIOTEPHOM TEXHUKOM C BO3-
MO>KHOCTBIO MOJIKIIFOUEHHUS K ceTH «IHTepHeT» U JOCTYIOM K 3JE€KTPOHHON HH(OPMAIIMOHHO -
obpasoBarensHOl cpene KHAT'Y:

- 3a11 AnekTponHol nHpopmanuu HTb KHAT'Y;

- KOMIIBIOTEPHBIC KJIACCHI (haKyIbTETA.

9 UHble cBeaeHud

MeToauueckne PEKOMEHIAIINH 110 oﬁyqenmo JMI ¢ OrpaHU4Y€HHBIMHA BO3MOKHO-
CTSAMHU 310POBbA U HUHBAJIMAOB

OcBoeHMEe NTUCHUIUIMHBI O0YYaIOLUMUCS C OTPAaHUYEHHBIMU BO3MOYKHOCTSIMHU 3/10POBbSI
MOYET OBITh OPraHM30BaHO KAaK COBMECTHO C JAPYIMMU OOyYaroIIMMUCS, TaK U B OTIEJIbHBIX
rpymmnax. [IpenmonararoTcs cienuaibHbIe YCIOBHS JUTSI TIOTYYEHUS] 00pa3oBaHus 00yJarOIIMu-
Csl C OTPAaHUYEHHBIMHU BO3MOKHOCTSMH 3/10POBBS.

[Ipodeccopcko-Tieqarornyeckuii CoOCTaB 3HAKOMHUTCS € TCUXO0JIOTO-(PU3UOTIOTHYECKUMU
0COOEHHOCTAMH O0YYarOMIMXCsl MHBAIUIOB M JIMI[ C OFPAaHUYEHHBIMH BO3MOKHOCTSIMH 3]10pO-
Bbs, UHJIMBUyaJbHBIMU NPOTrpaMMaMH peadMINTaluu MHBaINAOB (npu Hamuuuu). [Ipun HEoO-
XOJIMMOCTH OCYILECTBIISETCS JOTOJHUTEIbHAS MOAJEP/KKA IIPENOAABAHNS THIOTOPAMHU, IICHXO-
JIoTaMH, COI[MAJIbHBIMU paOOTHUKAMU, POIIEIIIMMHU [TOATOTOBKY aCCUCTEHTaMHU.

B cootBeTcTBUU ¢ MeTOAMYECKUMHU pekoMeHaanusiMu MunoOpaayku P® (yTB. 8 anpens
2014 r. N AK-44/05BH) B Kypce NpearnoyiaraeTcsi MCIojb30BaTh COLMAIbHO-aKTUBHBIE M pe-
(i1eKCUBHBIE METO/ABI 00Y4YEHHUSI, TEXHOJIOTUU COLMOKYIbTYPHOU peabuInTAIH C LENbI0 OKa3a-
HUS [IOMOILIY B YCTAHOBJIEHUH IOJIHOLICHHBIX MEXJINYHOCTHBIX OTHOLIEHUH C IPYTUMU CTYJIEH-
TaMU, CO3aHUU KOM(POPTHOTO MCUXOJIOTHIECKOTO KIMMaTa B CTy/eHueckoi rpymme. [logbop u
pa3paboTka y4yeOHBIX MaTepHajoB MPOU3BOAATCSA C YUETOM INPEAOCTABICHHs MaTepuana B pas-
JUYHBIX (OpMax: ayAHalbHOM, BHU3YyalbHOM, C HCIOJB30BAaHUEM CIELMAJIbHBIX TEXHUYECKHX
CPeACTB U MH(POPMAITMOHHBIX CUCTEM.

OcBoenue mucuuiuiHbl Juinamu ¢ OB3 ocyiiecTBisieTcss ¢ UCHOJIb30BAHUEM CPENICTB
00y4yeHHsI OOIIEro M CIEUUAIbHOTO0 Ha3Ha4eHUs (ePCOHATBHOTO M KOJUIEKTUBHOTO HCIIOJIB30-
BaHus1). MaTepualbHO-TEXHUYECKOE OOecliedeHrne npeaycMaTpuBaeT NMPUCHIOCOOIeHUE ayuTo-
puii k Hyxz1am imn ¢ OB3.

®dopma NpoBeACHUS aTTECTAlMK ISl CTYACHTOB-UHBAIN/IOB YCTAaHABIMBACTCS C YUETOM
WH/IMBUYAJIbHBIX NcUXopu3ndeckux ocodennocreit. s crynentoB ¢ OB3 npenycmarpuBaeT-
csl 1ocTymHas (GopMa MpeoCTaBlIeHUs 3aJaHUI OLIEHOYHBIX CPEJCTB, @ UMEHHO:
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* B TIEUYATHOM WJIM OJIEKTPOHHOH ¢opme (g MLl € HaApyLICHUSIMHU OIOPHO-
JIBUTATEILHOTO ammapara);

* B TICYaTHOHN (hopMe MITH IEKTPOHHOU (popMe C YBEITMUYEHHBIM IPU(PTOM B KOHTPACTHO-
CTBIO (JUTA JINI] ¢ HAPYIICHUSIMU CIIyXa, PeUH, 3pEHUs);

* METOIOM YTEHHS aCCHCTEHTOM 33/IaHUs BCIYX (IS JIUL C HAPYIICHUSMH 3PEHUS).

CryaeHTaM ¢ MHBAIMIAHOCTBIO YBEIMYMBACTCS BPEMs Ha MOATOTOBKY OTBETOB HA KOH-
TPOJIbHBIE BONPOCHL. [l TakuX CTYJEHTOB HpeAycMaTpUBAaeTCsl AOCTyIHas popma mpeaocTas-
JICHUS] OTBETOB Ha 3aJaHUs, 3 UMCHHO:

* MUCBbMEHHO Ha Oymare wiM HaOOpOM OTBETOB Ha KOMITbIOTEpE (IJIs JIUI] C HAPYIICHH -
MU CIIyXa, peun);

* BBIOOPOM OTBETA U3 BO3MOXKHBIX BAPHAHTOB C MCIIOJIb30BAHUEM YCIIYT aCCHUCTEHTA (I
JIMII C HApYHICHUSIMH OITOPHO-BUTaTEIBHOTO aapaTa);

* YCTHO (17151 TUIT ¢ HAPYLICHUSMHU 3PEHHUS, ONOPHO-ABUTaTEIBLHOTO allapara).

[Tpn HEoOX0aMMOCTH /7Sl 00YYAIOIIMXCSl ¢ MHBAJIMIHOCTBIO TPOLETypa OLCHUBAHUS pe-
3yJIbTaTOB O0YUYEHHSI MOKET MPOBOAUTHCS B HECKOJIBKO 3TAIIOB.
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