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1 BBenenue

PaGouas mporpamma u (poHJ OLEHOYHBIX CpeACTB nucuuIUMHb «KaapoBoe aenomnpous-
BOJICTBO» COCTaBJICHbI B COOTBETCTBUU C TPEOOBAaHUSAMH (peiepaibHOTO rOCYJapCTBEHHOTO 00pa-
30BaTEJBHOIO CTAaHAApPTa, YTBEPKIEHHOTO MprukazoM Munobpuayku Poccuiickoit ®enepauuu, u
OCHOBHOI MpodecCHOHATBHON 00pa30BaTeILHOM MPOrpaMMbl TIOJITOTOBKHU «J[OKyMEeHTallMOHHOE
obecrieueHre yIpaBiIeHUs OpraHU3aIyei» 1Mo HanpaBiIeHHo MoAroToBkU «46.03.02 lokymeHTO-
BEJICHUE U apXUBOBEICHUEY.

3amaun JUCIHUILINHGI

- paccMOTpEHHE CUCTEMBI KapOBOH IOKYMEHTAIINH, aHAJIN3 €€ OCHOB-
HBIX BHJIOB;

- 03HAKOMJICHHE C HOPMATHBHOI 0a30i MOATOTOBKU JOKYMEHTOB, pe-
IJIAMEHTUPYIOUIMX YIPaBICHUE TIEPCOHAIIOM;

- N3yYeHHE OCHOBHBIX TPEOOBAHUI K COCTABICHHIO JIOKyMEHTOB TIO JIHY-
HOMY COCTaBY;

- M3Y4€HHE XapaKTePUCTHK YHUPHIUPOBAHHBIX (POPM NEPBUYHOHN yUeT-
HOM JOKYMEHTAIMH 110 YYETy TPyAa C TOUYKH 3PCHUS UX MPAKTHIECKOTO
PUMEHEHHS;

- (hopMupoBaHKE MPAKTUYECKUX HABBIKOB OPOPMIICHHS JOKYMEHTOB I10 JIHY-
HOMY COCTaBY.

OcHoBHBIE pa3nensl /
TEMbI JIUCLIUILTHHBI

1.OcHOBHBIE TOHATHS U HOPMAaTUBHO-METOIMYECKask 6a3a KaApOBOro
JIEJIONPOU3BOCTBA

2 JIokyMeHTHpOBaHHE KaJIpOBOM A€ATEIbHOCTU

3.0Opranu3anus KaJpoBoro J0KyMEHT0000poTa

4 Cucremaru3anys 1 XpaHeHHE JOKYMEHTOB KaJI[pOBOU CITY>KOBI

5. Opranu3zanus J1esTeIbHOCTH C1yKObl yIpaBIeHUs IEPCOHAIOM

2 IlepeuyeHb MUIaHUPYEMbIX Pe3yJIbTATOB 00yUeHHS N0 AMCHHUILIHHE (MOAYJII0), CO-
OTHECEHHBIX ¢ HHAUKATOPAMH J0CTHKECHHUS KOMIICTeH U

ITpornecc nzydenus nucuuminHabl «KaapoBoe nenonpons3BoCTBO» HaNpaBieH Ha GopMHU-
poBanue cieayomux komnereHiuii B coorBerctBuu ¢ ®I'OC BO u ocHOBHOI 00pa3oBaTeabHOM
nporpaMmmoii (Tabnuua 1):

Tabmauna 1 — KoMnereHIMM 1 HHANKATOPBI UX TOCTUKEHUS

Kox u nHaumenosna-
HHE KOMIIETCHIIUHU

[Inanupyemslie pe3ysbTaThl
00yueHHs 110 TUCLUIUIMHE

I/IHI[I/IKaTOpLI JOCTHXXCHUA

[Ipodeccuonanpubie

ITIK-1 Criocob6en op-
TaHNU30BBIBATH J10-
KyYMEHTHUpPOBaHUE
YIIPABJIEHYECKOU
NeSITENIbHOCTH B Op-
raHu3aluu

[IK-1.1 3HaeT HOpMaTHBHBIE IPABOBHIE
akThel Poccuiickoit deneparuu B chepe
JIOKYMEHTAIlMOHHOTO 00ecreueHust
yIPaBIEHUS, COCTaB YIIPaBICHYECKUX
JIOKYMEHTOB OpTaHU3allui, TPUHLHUIIBI U
METO/Ibl YIOPSAJOUEHHS COCTaBa JI0KY-
MEHTOB OpraHu3aluu

[IK-1.2 YmeeT npuMEHATh KOHKPETHBIE

3HaTh MpaBuia COCTABICHUS
Pa3IMYHBIX BUJIOB KaJpPOBBIX
JIOKYMEHTOB

YMeTh NpUMEHSTh KOHKPET-
HBbIE BUJBI JOKYMEHTOB IS
peanu3anuu byHKIUI
yIpaBJICHUS B OpraHU3aIuu




BUbI TOKYMEHTOB ISl peaJIM3aliu BnameTre HaBBIKOM TIOAIO-
(yHKIUH yIIpaBICHHS B OpraHU3aIuHy, TOBKH NPEIIOKEHUN 110 TEX-
pa3pabaThIBaTh CTAaHAAPTHI JOKYMEHTH- | HOJIOTHU Pa3pabOTKH MPOEK-
pOBaHMS yIIPABICHUECKOMN AEATEIBHOCTH | TOB JOKYMEHTOB M €€ 3a-
OpraHu3aluu KpeIUIeHuEe B  JIOKAJIbHBIX
IIK-1.3 Bnaneer HaBbIKAMU OIITUMU3A- HOPMAaTUBHBIX aKTax opra-
LMY COCTaBa JOKYMEHTOB OpraHU3allMy | HA3ALUU

B COOTBETCTBHH C €€ JICJIOBBIMH IIPOLIEC-
camMu

3 MecTo AuCHHMILUINHBI (MOYJIs1) B CTPYKTYpe 00pa3oBaTe/IbHOI POrpaMMbl

JlucruruinHa BXOAUT B cocTaB O50ka 1 «{ucuumninabl (MOIYyJN)» U OTHOCUTCS K 00s13a-
TEJIbHOW YacTH.

MecTo nucuuiiauHsel (3Tan GopMUPOBAHUS KOMIETEHIIMN) OTPAKEHO B cxeme GopMUpPO-
BaHUsI KOMIETEHIMH, IPEJICTABICHHON B IOKyMeHTe OyenouHble Mamepuansl, pa3MEIleHHOM
Ha caiiTe yHuBepcuTeTa WWW.Knastu.ru / Haw ynueepcumem / Obpasosanue / 46.03.02 JJokymen-
mosedenue u apxugogederue /OyeHouHble Mamepuabl).

Jucuunnuna «KagpoBoe 1enonpon3BoACTBO» YaCTHUHO peanu3yeTcs B (hopMe nmpaKkTuye-
CKOH noArotoBku. [IpakTrueckas NoAroToBKa OPraHU3YyeTCs MyTEM MPOBEACHUS MPAKTHUECKUX
3aHATHM.

[IpakTuueckasi MOArOTOBKA peanu3yeTcs Ha OCHOBE

[Ipodeccunonansuoro crangapra 07.004 « CITIELIUAJIUCT 10 YIIPABJIEHWIO JOKY-
MEHTAILMEN OPI AHU3ALIMN».

O606mmenHas TpyaoBas ¢yHkius: A JlIokyMeHTaIllMOHHOE 00ecliedeHne yIpaBiIeHHs Op-
raHu3amuen.

H3-4 PpIHOK IpOrpaMMHBIX ITPOAYKTOB IO aBTOMATU3ALMHU JOKYMEHTAIMOHHOI'0 0bec-Tie-
YEHUS! YIIpaBJICHUS.

4 CopepxaHue TUCHHUILUINHBI (MOYJI51), CTPYKTYPUPOBAHHOE 110 TeMaM
(pa3nesiaM) ¢ yKa3aHHeM OTBEJCHHOI0 HA HUX KOJIMYECTBA aKaJeMHYeCKHX
4YacoB U BUJ0B YueOHO# padoThl

4.1 CrpykTypa H colep:KaHMe TMCHUILIHHBI 1/ 32049HO0# (popMbI 00yUeHns

Hucrumummaa «KaapoBoe emomnpou3BoIcTBO» n3ydaeTcs Ha 3,4 Kypcax, B 6, 7 cemecT-
pax.

OO6m1ast Tpy10EMKOCTh JUCIUTIINHBI cocTaBiseT 4 3.e., 144 4., B TOM 4ucie KOHTAKTHAs
pabota obyuaromuxcs ¢ npernogasarenem 30 4., MPOMEKYTOUHAs aTTeCTalMsI B popMe IK3aMeHa
8 u., camocrosTenbHas padoTa ooydarormuxcs 106 4.
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HawnmeHoBaHue pa3esioB, TEM U
COZIep)KaHue MaTeprasa

Bunsl yueOHOM pabOThI, BKIIOYAsi CAMOCTOSTEIBHYIO
paboTy 00yJarOIIMXCsl M TPYAOEMKOCTH (B Hacax)

KonrakTHas padota
Mpero1aBaTelisi C 00yJaromIy-

MHUCHA

[IpakTu-
YecKue
3aHSTUS

Jlek-
1005051

JlaGopa-
TOPHBIC
paboTHI

HKP

IIpom.
aTTecT.

CP

6 cemectp

Pazoen 1 «OcHOBHBIEC MOHATHA U
HOPMATHBHO-MeTOIN4YeCcKas 0a3a
KQ/JIPOBOI0 J1eJI0NPOU3BOACTBA»

IlonsATHE KaapoOBOrO JEJIONPOU3-
BoJACTBa. PernmameHnTanusa co3manus
KaJpOBBIX JOKYMEHTOB B Kozgekcax,
O@enepanbHBIX 3aKOHAX, YKazax W
pacniopsbxkenusix Ilpesunenta PO,
IToctanoBnenusix IIpaBuTenbcTBa
POD.

10

CoBpeMeHHas perliaMeHTanus Jo-
KYMEHTHUPOBAaHHs KaJgpOBOM Jesi-
TEIBHOCTU B OTPACICBBIX, BEIOM-
CTBEHHBIX IIPAaBOBBIX aKTax IO KaJ-
pOBOMY [IEJIONPOU3BOJACTBY U ap-
XUBHOMY XPaHEHHUIO JIOKYMEHTOB.

10

Opranu3aliOHHO-TIPaBOBbIE,  WH-
CTPYKTHBHbBIE M METOANYECKHE Ma-
TEpHaIHI 10 KaJAPOBOMY JIEJIOTPOH3-
BOJICTBY HPEINPUATHIA U OpraHu3a-
005078

14

Pazoen 2 «JokyMeHTHPOBaHHE
Ka/JAPOBOM 1eATeJIbHOCTHY

Ha3nauenue KaJpoBBIX JOKYMEH-
ToB. O01IMEe TpeOoBaHMS K COCTaB-
neHnu0 U odopmiieHuro. Dopmartsl
Oymarwu, 1oJisi, mpaBuiia oopmiIeHHs

PPEKBU3HTOB, TPEOOBAHMS K TEKCTY Kaapo-
BOTO JIOKYMEHTA.

Buael kagpoBoi JOKyMEHTAIUK.
CrtpykTypa KaapoBoil HHpopMaIu-
OHHO - JIOKYMEHTALlMOHHOW CH-
CTEMBEL.

OueHka 3HaYUMOCTH KaJpOBbIX J10-
KYMEHTOB. MeCHUT 0 U poib Kaapo-
BBIX JJOKYMEHTOB B COBPEMEHHOM
JIEJIONPOU3BOJICTBE.

Pa3znen 3 «Opranuszanust Kajapo-
BOI'0 JOKYMEHTO0000pOTa)
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HawnmeHoBaHue pa3esioB, TEM U
COZIep)KaHue MaTeprasa

Bunsl yueOHOM pabOThI, BKIIOYAsi CAMOCTOSTEIBHYIO
paboTy 00yJarOIIMXCsl M TPYAOEMKOCTH (B Hacax)

KonrakTHas padota
Mpero1aBaTelisi C 00yJaromIy-

MHUCHA

Jlek-
1005051

[IpakTu-
YecKue
3aHSTUS

JlaGopa-
TOPHBIC
paboTHI

HKP

IIpom.
aTTecT.

CP

OcHOBHBIE 3a7a4d W TPHHIIMIIBI
KaJIpOBOTO JTOKYMEHTO000pOTA.
KOMITOHEHTBI KaJpOBOTO JOKYMEH-
TO0OOpOTA

2

ITopsnoK NpOXOKAEHUS U UCIIOJIHE-
HUs KaJPOBBIX TOKYMEHTOB

10

[Topsnok perucTpanyvy U UHACKCA-
LU KaJPOBBIX JOKYMEHTOB

Paznen 4 «Cucremaruzaums u
XpaHeHHe JOKYMEHTOB KaJpOBOii
CIAYKOBD)

CucremaTu3zanusi KaJpoBbIX JIOKY-
MeHTOB. OpraHuzanus OnepaTuB-
HOT'O XpaHEHMsI IOKYMEHTOB KaJipo-
BOi1 cimyx0b1. HomMenknarypa nen.

®opmupoBanue nen. lloaroroska
el K apXUBHOMY XPaHEHHIO.
Onucu nien: moHsTHE, TOPSIOK CO-
CTaBJICHUS U 0POPMIICHHSI.

10

KanpoBbie cnpaBoyHO - nH(pOpMa-
[IUOHHBIE KapTOTEKH M padboTa Mo
HUMH.

Paznen 5 «Opranusanus gesiresib-
HOCTH CJIYy:KObI yNpaBJIeHUs Tep-
COHAJIOM»

Cny>xba ympaBieHHs] TIEPCOHAIIOM:
OCHOBHBIC IIETTM W 3a7a4d U Jes-
TeabHOCTU. DYHKIMU CITYXKOBI: TO-
UCK M OTOOp mepcoHasa, OIEHKa
MepcoHana, MOTUBALIMS, aAaNTallus,
aTTecTalyisi IEpCoHAIA.

JIOIDKHOCTHOM U YHCJICHHBIM COCTaB
KaJIpOBOM CITYKOBI.

ITonroroBka U OCHOBHBIE TpeOOBa-
HUS K NPOQecCHOHANbHON MOJAro-
TOBKHM CHELHUAIUCTOB  KaJpOBOM
CITYXKOBI.

10

Ax3amen

HUTOTO
10 AUCHUILIHHE

b6«iek-
U

24 B
TOM
quciIe B

dbopme

30

106
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Bunsl yueOHOM pabOThI, BKIIOYAsi CAMOCTOSTEIBHYIO
paboTy 00yJarOIIMXCsl M TPYAOEMKOCTH (B Hacax)
KonrakTHas padota
HaumeHnoBanue pa3zaenoB, TeM U npenojaBaTesis ¢ 00yJarouu-

coJiepKaHue MaTepuaia MHUCS TIKP [Ipom. | CP
Tek- [Ipaktu- | JlaGopa- arrect. | C
YEeCKUE | TOpHBIE
02078

3aHTHSL | pabOThI
NpPaKTH-
YecKoi
MOJATro-

TOBKH

22

* peanuzyetcs B popMe MPaKTUYECKOU MOATOTOBKH

5 OueHo4HbIE cpeCTBA /sl IPOBeAeHUS] TEKYIero KOHTPOJIs 1
NPOMEKYTOYHOM aTTecTANMU 00y4AI0IMXCS N0 JUCHHILIMHE (MOIYJ110)

@DOHJTBI OIIEHOYHBIX CPEJICTB JJISI IPOBEICHUS TEKYIIIETO KOHTPOJIS yCIIEBAEMOCTH U MTPO-
MEXYTOUHOM aTTECTallud OOCYXKIAIOTCS M yTBEPXKAATCS Ha 3acenanuu kadenpbl. [TosHbIi
KOMILJIEKT KOHTPOJIBHBIX 3aJJaHUH MM WHBIX MAaTePUAIOB, HEOOXOAUMBIX ISl OIICHUBAHUS Pe-
3yJbTAaTOB 00yUEHHUS MO TUCHUIUINHE (MOYJIII0) XpaHUTCA Ha Kadeape-pa3padoTyuke B OyMax-
HOM HWJIM DJICKTPOHHOM BHJIE, TaK)Ke (DOHIBI OIICHOYHBIX CPEICTB JOCTYITHBI CTYJCHTAM B JINY-
HOM KaOWHeTe — pa3jell yueOHO-METOJUUECKOoe 00eCIIcueHuE.

6 YueOHo-MeTOaMYeCKOEe M HHPOPMALMOHHOE 00ecnedeHne TUCIUTIIUHBI
(MoayJis)

6.1 OcHoBHasi U TOMOJIHUTEIbHAS JIUTEPATYypa

[Tepeuenb pekOMEHAYEMOl OCHOBHOW M JOTOJIHUTEIBHON JUTEpPATyphl MPEACTABIEH Ha
caiite yHuBepcuteta WWW.Knastu.ru / Haw ynusepcumem / O6pazosanue / 46.03.02 /Jlokymenmo-
sedenue u apxusosedenue / Pabouuii yueonwiii nian / Peecmp numepamypul.

6.2 MeToauueckue YKazaHuA QJIA CTYACHTOB 110 OCBOCHHUIO TUCIHTUIIJINHBI

[Tpu ocBOEHNH TUCIHUITIIMHBI 00YYarOIIUMCS IIETIECO00Pa3HO BBHIMOIHATH CIEIYIOIINE pe-
KOMEH/IAINH:

Meroandeckue yKkazaHus Mpu padoTe HaJl KOHCIIEKTOM JISKITHH

Jlexius mpeanonaraeT U3JI0KEHUE KITFOUEBHIX MOJI0KEHUN TEMBI, TOCTAHOBKY BOIIPOCOB

Y OpraHu3alio MUHU-TUCKYcCcUid. J{is 5 peKTHBHOTO YCBOEHHS MaTepHralia JIEKIIHH CTY-
JEHTY

npeanaracTCsa KOHCIIEKTUPOBAHUC OCHOBHBIX MOJIOKEHU. KOHCHCKTI/IpOBaHI/Ie OCyHIECTB-
JseTCst

B cBOOOIHOM (hopme, B TEXHHUKE, HAanOoJee yTI00HO! CTyICHTY.

MeToaudeckue yka3aHus 0 CaMOCTOSTETFHOM paboTe Hal N3y4aeMbIM MaTepHaIOoM

" IIpH IOATOTOBKE K IMPAKTHUYCCKUM 3aHATHUAM

Haunnate Haj0 ¢ M3ydeHus peKOMEHJOBAaHHOM JUTepaTypbl. Heo0X0AMMO MOMHHUTH, YTO


http://www.knastu.ru/
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Ha JICKITUU 0OBIYHO pacCMaTPHUBACTCSA HE BECh MaTepHall, a TOJILKO ero JacTh. OcTanmbHas
€ro 4acTh BOCIIOJHSIETCS B MIPOLIECCE CAaMOCTOSTENLHOM paboThl. B cBsi3u ¢ 3TuM paboTa ¢ peko-
MEH/IOBAaHHOM JHTEpaTypori o0s3aTeibHa. [IpakTHYeCKHe 3aHATHS MPEAIONIaraloT 00CyXKICHHE
BOHpOCOB 110 TCMATUKE 3aHATHUS, a TAKIKC BBIIIOJIHCHHUEC HpaKTI/I‘-IeCKI/IX 3aI[aHI/II>’I, HpOXOI[HT B yqe6-
HOM ayautopuu. [IpakTHyecKkre 3a1aHusl CTYACHTHI ITOJYYar0T HEITOCPECTBEHHO Ha 3aHATHH.

3aI[aHI/I$I BBITIOJIHAKOTCS I/IHIII/IBI/IIIyaHBHO.

MeToaudecKie yKa3aHus 110 BBIMOJTHEHHUIO TECTOBBIX 3aaHHM

TecToBble 3a1aHUS TO3BOJISIIOT BBIACHUTH MPOYHOCTD U TIIyOHHY YCBOCHUS MaTepuaa 1o

JTUCIUILIMHE, @ TAK)KE TIOBTOPHUTh U CUCTEMATHU3HPOBATh CBOW 3HAHUs. BBIMOIHIATH TeCTO-
BBIC 3aJIaHUS] PEKOMEHIYETCS IMOCIIe U3YUYCHUS BCEro 00heMa TEOPETHUECKOT0 MaTepralia 1o JIuc-
[UIUTHHE, Ha TTOCIIEAHEH Hetene o0ydeHus B cemecTpe. OOydaronuiics moxyvyaeT TeCTOBbIC 3a/1a-
HUS Ha OymakHoM HocuTtene. [Ipexae yem BbIOpaTh OTBET HEOOXOAMMO BHHMATEIBHO O3HAKO-
MUTBCS C MPEJICTABICHHBIM BOIPOCOM. [IpaBHIIbHBIN OTBET 00YYArOIIMICS JOHKEH OTMETHUTD Ka-
KHM-JIH0O 3HAYKOM.

MeTou4ecKie yKa3aHusl 10 BBIMOJHEHHUIO KOHTPOJIBHON PabOThI

Pemenue 3aga4 105KHO OBITh MOTHMBHUPOBAHHBIM M PAa3BEPHYTHIM, CIEAYET JaTh YETKO
chopMyIUpPOBaHHbBIE, APTYMEHTUPOBAHHBIE OTBETHI Ha BOMpOCHl. ClenaHHbIe BBHIBOJBI HEOOXO-
IUMO O6OCHOB21TI) CCbIJIKaMU Ha KOHerTHI)Ie CTaTtbu HOpMaTI/IBHO-HpaBOBOFO aKTa. OCI)OpM.HeHI/Ie
KOHTPOJIbHOHM PaOOTHI IOJHKHO COOTBETCTBOBATH TpeOoBaHusIM Pl « TeKCTOBBIE CTyIeHUECKUE pa-

6otel. [IpaBuna opopmiierus». PaboTta BEITIOIHAETCS 110 BapUAHTaM.

6.3 CoBpemennble npogeccuoHa bHbIe 0a3bl JAHHBIX H HH(OPMALIMOHHBbIE
CIPaBOYHbIE CUCTEMBI, HCIIOJIb3yeMble NPH 0CYIeCTBIEHHH 00Pa30BaTEJIbHOI0
npouecca no JTUCHUIINHE

Kaxnomy oOyuaronumycs obecriedeH 10cTy1 (yAaleHHbld JOCTYIT), B TOM YKCIIE B CIIydae
IPUMEHEHHUS 3JIEKTPOHHOr0 00y4€eHHs, TUCTAaHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOJIOTUM, K COBpE-
MEHHBIM PO ECCHOHATBHBIM 0a3aM JaHHBIX U HH(POPMAIIMOHHBIM CIIPAaBOYHBIM CUCTEMAM, C KO-
TOPBIMH Y YHUBEPCUTETA 3aKJIFOUEH J0TOBOD.

IlepeyeHp pekoMeHAyeMbIX MNPO(GECCHOHANBHBIX 0a3 JaHHBIX M WH(POPMALMOHHBIX
CIPABOYHBIX CUCTEM IMPECTABJICH Ha CaliTe yHUBepcuTeTa WWW.Knastu.ru / Haw ynusepcumem /
Obpasosanue / 46.03.02 [Joxymenmosedenue u apxugosedenue / Pabouuii yuebnwiii nian / Peecmp
IbC.

AxTyanbHas MH(opMaIys Mo 3aKJII0OYEHHBIM Ha TEKYIIUH yueOHBIH roJl Joropopam npu-
BeJieHa Ha cTpanule Hayuno-rexuuueckoit oubnuorexu (HTH) Ha caifte yHuBepcurera

https://knastu.ru/page/3244

6.4 IlepedeHb pecypcoB HH(POPMALMOHHO-TEIEKOMMYHHKALIMOHHOM CeTH
«HTEepHeT», HEOOXOAMMBIX JISI 0CBOCHHUS AMCUUIIMHBI (MOAYJIs1)

Ha crpanune HTH M0XKHO BOCIIOJIB30BaTbCS MHTEPHET-PECYPCAMU OTKPBI-
TOTO JIOCTyMa MO YKPYMHEHHOU rpynne Hanpasienuil u cnenranbaoctedt (YI'HC)
46 — Ucropus u apxeosorus: https://knastu.ru/page/539

U YKQKHUTE KOHKPETHBIC PECYPChI, HAIIPUMED:
HasBanue caiita DJIEKTPOHHBIN aapec

Hcropuueckast OubimnoTexa http://www.shpl.ru/

bubnmoreka PI'b https://www.rsl.ru/

bubmmnorexa MTHHOH http://inion.ru/

[Ipe3ugeHTckas dIeKTpoHHast OuOIMOoTEKA. www.prlib.ru

7 OpranmaunOHHo-neuarornqecxne yciaoBusi
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Opranuszaiys 00pa3oBaTeIbLHOTO MPOIIecca PErIaMeHTHPYETCsl y9eOHBIM TUTAHOM H pac-
nucaHueM y4eOHBIX 3aHATHH. SI3bIk 00ydeHus (mpenogaBanus) - pycckuid. /st Bcex BUIOB ayau-
TOPHBIX 3aHATUN aKaJJIEMUYECKHUI Yac yCTaHABJIUBAETCS IPOJOKUTEILHOCTBIO 45 MUHYT.

[Ipn dbopmupoBanuu cBOEH MHAMBHIYaIbHOW 00pa3oBaTENbHON TpaeKTOpUHM O0yuaro-
IIMKCS UMEET MPaBO Ha Mepe3ayeT COOTBETCTBYIONMX JTUCIMILIMH U MPO(HECCHOHAIBHBIX MOJTY-
Jieil, OCBOEHHBIX B Ipoliecce MPEAIIECTBYIOIEro 00yueHus, KOTOPBI 0CBOOOXKAAET 00yyaroIe-
rocsi OT HEOOXOJUMOCTH UX MMOBTOPHOTO OCBOCHHUS.

7.1 OOpa3oBaTebHbIE TEXHOJIOTHHU

VYyeOHblii mpoliece IpH MPEnoiaBaHuu Kypca OCHOBBIBAETCS HAa MCIIOJIb30BAHUU TPATUIIN-
OHHBIX, THHOBALIMOHHBIX U MH()OPMALMOHHBIX 00pa30BaTEIbHBIX TEXHOJIOTUH. TpaauiinoHHbIe
00pa30BaTeIbHbIE TEXHOJIOIMH NPEACTABIEHBI JIEKIUAMU U CEMUHAPCKUMHU (IIPAKTUUYECKUMM) 3a-
HATHAME. VIHHOBaMOHHBIE 00pa30BaTeIbHBIC TEXHOJIOTHH UCTIONIB3YIOTCS B BU/IE IIMPOKOTO MPHU-
MEHEHHUSI aKTUBHBIX W MHTEPAKTUBHBIX (popM mpoBenenus 3ansaTuil. MHopMmamonHsie 06paso-
BaTeJIbHBIC TEXHOJIOTHH PEATN3YIOTCS IIyTEM aKTUBU3AIMU CAMOCTOSTEIIHLHOM PabOThI CTYICHTOB
B MH(OpMaLIMOHHON 00pa30BaTeIbHON cpeie.

7.2 3aHATHA JEeKIHOHHOI0 THUIIA

JIEKIIMOHHBIN KypC MPEeNnoaracT CUCTeMaTU3MPOBAHHOE M3JI0KEHUE OCHOBHBIX BOIIPO-
COB Y4e0OHOTO IUIaHa.

Ha nepBoii nexuuu 1ekTop 00s13aH MPeRynpeuTh CTYACHTOB, IPUMEHUTEIFHO K KAKOMY
6a3zoBoMy yueOHUKY (yueOHHMKaM, y4eOHBIM TOCOOMSIM) OyIeT MPOYUTaH KypC.

JIeKIIMOHHBIH KypC AOJDKEH 1aBaTh HanOoIbIni 00beM HH(popMarun u odecreunBaTh 60-
aee riry0oKoe MOHUMaHUe Y4eOHBIX BOIPOCOB IPU 3HAYUTEIIFHO MEHBILICH 3aTpaTe BpEMEHH, YeM
3TO TpedyeTcst OONBIINHCTBY CTY/IEHTOB HAa CAMOCTOSATENIbHOE N3yUeHNE MaTepHala.

7.3 3aHATHS CEMHHAPCKOIO THIA

CeMuHapckue 3aHATHS MPEACTaBISAIOT OO0 JeTanu3aluio JIEKIMOHHOIO TeopeTHye-
CKOTO MaTepuaa, IpOBOIATCS B LENAX 3aKPEIUIEHUs Kypca U OXBaThIBAlOT BCE OCHOBHBIE pa3-
JEJIBIL.

OcHoBHO# (opMOIi POBECHHUSI CEMHUHAPOB SBJISIETCS 00CyXk/IeHHe Haubosiee nmpooeM-
HBIX U CJIIOXHBIX BOIIPOCOB I10 OT/AEIBHBIM TEMaM, a TaKKe pa300p MPUMEPOB U CUTYyallul B ay/I1-
TOPHBIX YCIOBUSX. B 00s13aHHOCTH IpenoaBaTelis BXOIAT: OKa3aHUe METOAMYECKOM MOMOIIH U
KOHCYJIbTUPOBaHHUE CTYAEHTOB IO COOTBETCTBYIOIIMM TEMaM Kypca.

AKTHBHOCTb HA CEMUHAPCKHUX 3aHITHUSIX OLIEHUBAETCS IO CIEIYIOLINM KPUTEPHSIM:

* OTBETHI Ha BOIIPOCHI, IIPeAIaraeMble NMPeno1aBaTesIeM;

* y4acTHE B IUCKYCCHSX;

* BBITIOJTHEHHE NMPOEKTHBIX U MHBIX 3aaHHIA;

* ACCUCTMPOBAHUE MPENOJIABATENIO B IPOBEACHUN 3aHATHH.

OTBeT 10JKeH ObITh apTYMEHTUPOBAHHBIM, PA3BEPHYTHIM, HE OHOCIOXKHBIM, COJEPKATh
CCBIJIKH HA UICTOYHMKH.

JlokJ1azipl ¥ OTIITOHUPOBAHUE JJOKIIAJIOB IPOBEPSIIOT CTENEHb BIAJACHUS TEOPETUUECKUM Ma-
TEPUAIIOM, a TAKXKE KOPPEKTHOCTb ¥ CTPOTOCTh PACCYkKACHUM.

OneHnBaHue 3a/1aHUH, BHITTOJIHEHHBIX HA CEMUHAPCKOM 3aHATUH, BXOJAUT B HAKOTJIEHHYIO
OLICHKY.
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7.4 CamocrtosiTeibHasA padoTa 00y4alOIMXCs 110 AUCUHUILIMHE (MOLYJII0)

CamocrosTenbHas paboTa CTyJEHTOB — 3TO MPOLECC AKTUBHOTO, LIEICHANPABICHHOTO
IpUOOPETEHNs CTYIEHTOM HOBBIX 3HaHUH, yMEHUH 0€3 HeOCPeACTBEHHOIO yYacTus Mpernojana-
TEJISA, XapaKTepU3YIOMINNACS MPEeAMETHONW HAPaBICHHOCTHIO, 3(()EKTUBHBIM KOHTPOJIEM H OLEH-
KO pe3yJIbTaToOB JIEATEIbHOCTH 00y4aroLIerocs.

Llenu caMoCTOSTETHLHON pabOTHI:

* CUCTEMAaTHU3alus U 3aKpPEIUICHUE MOTYYEHHBIX TEOPETUYECKUX 3HAHUN U IIPAKTHYECKUX
YMEHUU CTYJICHTOB;

+ yri1yOJeHHe U pacliupeHUe TEOPETUYECKUX 3HAaHUM;

- (hopMUpOBaHHE YMEHUI NCIIOIB30BATh HOPMATUBHYIO U CIIPABOYHYIO JOKYMEHTAIIHIO,
CIELUAJIBHYIO JINTEPATYPY;

* pa3BUTHUE MIO3HABATEIbHBIX CLIOCOOHOCTEH, AaKTUBHOCTH CTYAEHTOB, OTBETCTBEHHOCTU U
OpPraHU30BaHHOCTH;

- (hOpMUPOBAHHE CAMOCTOSTEIILHOCTH MBIIIJICHUS, TBOPYECKOW MHUIIUATHBBI, CIIOCOOHO-
CTEH K CAaMOPA3BUTHUIO, CAMOCOBEPIIEHCTBOBAHUIO M CaMOpeaIn3aluy;

* pa3BUTHE UCCIIEIOBATEIbCKUX YMEHUHN U aKaIEMUYECKUX HABBIKOB.

CamocrosrenbHas padoTa MOXKET OCYLIECTBIATbCS MHAWBUIYAIbHO UM IPYNIIAMH CTY-
JICHTOB B 3aBUCUMOCTH OT 1I€JIU, 00BbEMA, YPOBHS CII0KHOCTH, KOHKPETHOM TeMaTHKHU.

TexHo0rust OpraHu3ai CaMOCTOSTEIbHON paboThI CTYJIEHTOB BKIIIOYAET UCIIOJIb30Ba-
HUE WH(POPMAIIMOHHBIX U MaTEPUATBHO-TEXHUYECKHX PECYPCOB YHUBEPCUTETA.

KoHTponb pe3ynabTaToB BHEAYJUTOPHOM CaMOCTOATENIBHOM pPabOThl CTYAEHTOB MOXKET
POXOJIUTh B MMCbMEHHOM, YCTHON WJIM CMEIIaHHOM Gopme.

CryneHTbI TOJKHBI TOAXOAUTh K CAMOCTOSITENIbHON paboTe Kak K HauBakHelIeMy cpel-
CTBY 3aKpEIUICHUS U Pa3BUTHSI TEOPETUUECKUX 3HAHUH, BEIPAOOTKE €TMHCTBA B3IJIS10B HA OT/1EIb-
HbI€ BOIIPOCHI Kypca, IPHOOPETEHNs ONPEIeNICHHBIX HABBIKOB U HCIOIb30BaHUS MPO(ECcCHOHANb-
HOM JIUTEPaTypPhI.

7.5 MeToauuecKkue PECKOMEHIANHA JIsI Oﬁy‘-laIOlIII/IXCﬂ M0 OCBOCHHUIO TUCHHUIIJIMHBI

[Tpu u3yueHun AUCUUIUIMHBI 00yYaroIMMCS 1EIecO00pa3HO BBIIOIHATE CIEAYIOIINE pe-
KOMEHAINH:

1. U3y4yeHue yueOHON AUCIMILTUHBI JJOJKHO BECTUCh CUCTEMaTHUECKH.

2. Ilocne u3yyeHHs Kakoro-aubo paszaerna mno yuyeOHUKY WM KOHCIIEKTHBIM MaTepuanamM
pEKOMEHAyeTCsI [0 NaMSATH BOCIIPOM3BECTH OCHOBHbBIE TEPMUHBI, OTIPEEIICHUS, TOHITHS pa3iena.

3. Ocoboe BHUMaHHE CIEAYET YJEIUTh BBHIMOJHEHUIO OTYETOB MO MPAKTUYECKUM 3aHs-
TUSM U UHIMBUTyaJIbHBIM KOMITJIEKCHBIM 3a/IaHUSIM Ha CAMOCTOSTEIbHYIO paboTy.

4. Best TeMaTuKa BOIPOCOB, U3Y4aE€MbIX CAMOCTOSITENBHO, 33/1a€TCS Ha JIEKIMSIX IPENoia-
BareneM. MM ke naroTcsd MCTOYHHMKHM (B MEPBYIO OuYepe/lb BHOBb W3/IaHHbBIE B MEPUOAMYECKOM
HaY4YHOH uTeparype) Ui 6ojee AeTalbHOTO TOHUMAaHUS BOIIPOCOB, O3BYYEHHBIX Ha JIEKIHU.

[Ipu camocTosATensHON TPOPAOOTKE Kypca 00yUaroImuecs TOJDKHBL:

* IPOCMATPUBATh OCHOBHBIE ONpeETICHUs U (PaKThI;

* IOBTOPUTH 3aKOHCTIIEKTUPOBAHHBIN Ha JICKIIMOHHOM 3aHSTUU MaTepUaj U JOMOIHUTD
€ro C Y4eTOM pEKOMEHJIOBAaHHOM I10 JaHHOU TEME JIMTEPaTyphl;

* U3YYHUTb PEKOMEHI0BAaHHYIO JIUTEPATYPy, COCTABIIATH T€3UChI, aHHOTALIUU M KOHCTIEKThI
HanOoJiee BaKHBIX MOMEHTOB;

* CAMOCTOSITENIbHO BBIMIOJIHATD 3a/laHusl, aHAJIOTUYHbIE MpeiaraéMbIM Ha 3aHATHUSX;
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* MCIOJIb30BAaTh AJI CAMOIIPOBEPKH MaTepHalbl (POHIAa OIEHOYHBIX CPECTB.

8 MarepuajbHO-TeXHHYECKOe ofecrevyeHne, He0OXoaAuMoe sl
OCyIeCTBJIeHNSI 00PA30BaTEJIbHOI0 MPOLECCA MO TUCHHUILVIUHE (MO1YJII0)

8.1 JlunmeH3HOHHOE ¥ CBOOOIHO paclpocTpaHsieMoe MPOorpaMMHoe odecrieueHne, uc-
NoJIb3yeMoe IPH OCyIeCTBJICHNH 00pa30BaTe/IbHOIO NpoLecca
10 JMCIHUIIHHE

YHuUBepcUTET 00eCIeYeH HEOOXOIUMBIM KOMILIEKTOM JIUIICH3HOHHOTO B CBOOOHO pac-
MPOCTPAHSIEMOTO MPOTPAMMHOT0 00ECIIEYCHHSI, B TOM YHCIIE OTEYECTBEHHOTO pomn3BoacTBa. Co-
CTaB MNPOTPAMMHOTO OOECIIEYCHHUs, HEOOXOAUMOTO JIJIsl OCBOCHHS JITUCIUILIMHBI, TIPUBEICH Ha
caiite yauBepcutera WWW.Knastu.ru / Haw ynusepcumem / Obpazosanue / 46.03.02 Joxymenmo-
seodenue u apxusoseonue / Pabouuii yueonvui niawn / Peecmp 110.

AKTyaJbHBIC HAa TEKYIIUH YIeOHBII roJl peKBU3UTHI / YCIOBUS UCTIOIB30BAHUS IIPOTPaAMM-
HOro o0ecrieueHus: MpuBecHbI Ha cTpanuiie U T-ynpaBiieHus Ha caiiTe yHUBEPCUTETA!

https://knastu.ru/page/1928

8.2 VYuebdHo-1200paTOpHOE 000pPY/IOBAHHE

Tabmuua 7 — [lepeyenp 00opy1oBaHus

HaunmeHoBaHue ayauropuu
AynuTtopus Ucnons3zyemoe o6opyaoBaHue
(;1aboparopun)

Aynutopust | YueOHas ayAUTOPUS IS 3a- KOMIIBIOTEP; IKPaH C IPOCKTOPOM
C BBIXOJIOM | HSTHH JIEKIIMOHHOTO U CEMHU-
B Internet + HapCKOro TUIMa (Meaua)
JIOKaJIbHOE

coeinHe-

HUE

8.3 TexHuueckHe U YJTeKTPOHHbIE CPEACTBA 00yUeHUs

JlekIMOHHbIE 3aHATHA.

AynuTopHuu JUId JEKIMOHHBIX 3aHATHH YKOMIIJIEKTOBAaHbI MEOEbIO M TEXHUYECKUMHU CPel-
CTBaMU 00YyUEHMUsI, CITyKalllMMU JJIs peCcTaBiIeHus yueOHoi nHdopmanny 60bI1I0H ayAuTOpUn
(HaboPBI IEMOHCTPALMOHHOTO 000pY10BaHuUs (MIPOEKTOP, IKPaH, KOMIbIOTEP/HOYTOYK), ydeOHO-
HarJsITHBIE TOCOOMS, TEeMAaTHYECKHE UILTIOCTPAITIH).

IIpakTHyeckne 3aHATHSA.

AyIUTOpHH IS TPAKTHYECKHUX 3aHATHH YKOMIUIEKTOBAHBI CIICIHATM3HPOBAHHON MeOEIIbI0
U TEXHUYECKUMHU CpeAcTBaMU 00y4eHUs (IPOEKTOp, IKPaH, KOMIBIOTEP/HOYTOYK).

CamocrosiTesibHasi padora. [lomemenue sl caMOCTOATETLHON PabOTHI OCHAIIIEHO KOM-
IBIOTEPHON TEXHUKOM C BO3MOXKHOCTBIO MOAKIIIOYEHHUS K ceTu «VIHTEpHET» U TOCTYIIOM K JIEK-
TPOHHOM HH(pOpManMOHHO-00pa3oBaTenbHOol cpeae KHAT'Y:

- KOMIbIOTepHBIHN Kinacc 401-1

CamocrositeibHas padora.

[TomeneHust At caMOCTOSITENbHOM pabOThl OCHAIIEHbI KOMIBIOTEPHOI TEXHUKOW C BO3-
MO>KHOCTBIO TOJKIIOYeHUS K ceTH «MIHTEpHET» M JOCTYIIOM K 3JIEKTPOHHON MH(OPMAIIMOHHO -
obpazoBarenbHoOi cpene KHATY:


http://www.knastu.ru/
https://knastu.ru/page/1928
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- 3a11 snekTpoHHoi nHpopmanuu HTb KHAT'Y;
- KOMITBIOTEPHBIE KJIacchl (paKyIbTeTa.

9 HMHHble cBeaeHus

MeTozmquKne PE€KOMEHIAIUHU 110 oﬁyqenmo JMI ¢ OrpaHU4Y€HHBIMHA BO3MOKHO-
CTAAMHU 310POBbA U HHBAJINAOB

OcBoeHME NUCHUIUIMHBI 00YYalOIMMUCS ¢ OTPAaHUYEHHBIMH BO3MOYKHOCTSMHU 370POBbSI
MOYET ObITh OPraHM30BAHO KaK COBMECTHO C APYTUMH 00YUarOIUMHUCS, TaK U B OTJIEJIbHBIX I'PYTI-
nax. [Ipeanonaraiorcs cnenuanbHbIE YCIOBHS IS TOJyYEHUS] 00pa3oBaHHs 0Oy4alOUIMMHUCS C
OrPaHUYEHHBIMU BO3MOXXHOCTSMU 3/J0POBBSI.

[Tpodeccopcko-Tienarorn4eckiii CocTaB 3HAKOMHUTCS C IICUXOJIOTO-(PU3UOIOTHICCKUMU
0COOEHHOCTSIMH 00Y4YarOLINXCsl MHBAJIKMJIOB U JIUL C OTPAHUYEHHBIMUA BO3MOXHOCTSIMH 3/10pOBbS,
WH/IMBUIYAIbHBIMU IIPOTPaMMaMH peaOdUINTalui HHBATUAOB (1Tpu Haimmaun). [Ipu HeoOxoxmumo-
CTH OCYLIECTBIISIETCS JOMIOJIHUTENbHAsI TO/IePKKa [TPET01aBaHusl ThIOTOPAMH, IICUXO0JI0raMH, CO-
UAIbHBIMU pa0OTHUKAMHU, IPOIIEIIINUMHU [TOATOTOBKY ACCUCTEHTaMHU.

B coorBeTcTBUM ¢ MeTOMYECKUMHU pekoMeHAauussMu MunoopHayku P® (yTB. 8 anpens
2014 r. N AK-44/05BH) B Kypce IperoiaraeTcsi HCIoJIb30BaTh COIMAIbHO-aKTHBHBIE U pedIIiek-
CHUBHBIE METO/1bI 00yUEHHMSI, TEXHOJIOTUH COLIMOKYJIbTYPHOM peaObuInTaIuy C 1eJIbI0 OKa3aHUs M0-
MOILM B YCTAaHOBJIEHUH TIOJHOLIEHHBIX MEXINYHOCTHBIX OTHOLLIEHUH C APYTUMHU CTYJI€HTaMH, CO-
3JaHUKU KOM(pOPTHOIO ICUXOJOIMUECKOro KJIMMaTa B cTyaeHdeckoil rpymnne. [lonbop u paspa-
00TKa y4eOHBIX MaTEPHAIIOB IIPOU3BOJISATCS C YUETOM IPEAOCTABICHHS MaTepHaja B Pa3TuIHbIX
dopmax: ayauanbHOW, BU3yallbHOW, C UCIOJIB30BAHUEM CIIELUAIBHBIX TEXHUYECKUX CPENCTB U
MH(OPMALIMOHHBIX CUCTEM.

OcBoenue aucruminHbl aunaMu ¢ OB3 ocyiiecTBiisieTcs ¢ UCTI0JIb30BaHUEM CPENICTB 00Y-
YEeHHsI 00IIEro U CHEeNHaTIbHOTO Ha3HAYEHUS (IEPCOHAIIBHOTO U KOJJIEKTUBHOT'O MCTIOJIb30BAHMS).
MarepuanbHO-TEXHHUECKOE OOeCIeUeHre MpeayCMaTpUBaeT IPHUCIIOCOOICHUE ayTUTOpUN K
Hy)xJam nun ¢ OB3.

®opma NpoBeACHUs aTTECTALMK ISl CTYJACHTOB-UHBAINIOB YCTaHABIUBAETCS C YUETOM
WHIUBUIyATBHBIX TIcCUXodu3ndeckux ocooennocrent. s crynentoB ¢ OB3 npemycmaTpuBaeTcs
JOCTyIHas popMa MpeoCTaBICHH 3alaHUH OLIEHOYHBIX CPEJICTB, & UMEHHO:

* B [I€YaTHOM WJIN 3JIEKTPOHHOM (popMe (1Sl I C HAPYLIECHUSIMH OITOPHO-/IBUTaTelb-
HOTO afrnapara);

* B [I€YaTHOM (popMe WK AIIEKTPOHHOM (popMe C yBEIMUEHHBIM HIPU(PTOM 1 KOHTPACTHO-
CTBIO (IUIs1 JIUI] C HAPYIIEHUSIMH CIIyXa, peUH, 3peHHUs);

* METOJIOM YTEHHS aCCUCTEHTOM 3a/laHus BCIAYX (ISl JIUL C HAPYLIEHUSIMU 3PEHUS).

CryzneHTaM C MHBaJIMJHOCTBIO YBEIMYMBAETCS BPEMs HA MOATOTOBKY OTBETOB HAa KOH-
TPOJIbHBIE BOMPOCHL. J[JIs1 TAKMX CTYJEHTOB IIpelyCcMaTpUBaeTCs TOCTyHas popMa MpeocTaBie-
HUS OTBETOB Ha 33JaHUsI, & UMEHHO:

- IMCbMEHHO Ha OyMare Wil HabopOoM OTBETOB HAa KOMITbIOTEPE (ISl JIUI] C HapYyLIEHH-
SAMH CIIyXa, peun);

- BHIOOPOM OTBETa U3 BO3MOXKHBIX BAPUAHTOB C UCIOJIb30BAHUEM YCITYT aCCUCTEHTA (It
JIMI] C HApYUIEHUSMH OIIOPHO-/BUTaTEIBLHOTO allapara);

* YCTHO (JIJ1s1 JIUL[ C HAPYIIEHUSIMU 3PEHMSI, OOPHO-JBUTATEILHOTO alapara).

[Tpu HeoOXoaMMOCTH It O0YHAIOIIUXCS ¢ MHBAJIMIHOCTBIO MPOLEAYpa OLICHUBAHUS pe-
3yJbTaTOB O0yUEHUSI MOKET MPOBOUTHCS B HECKOJIBKO ITAIOB.
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