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Metoauueckue yKazaHUsi MEXIUMCUUIUIMHAPHOTO Kypca «Opranuzanus
JIOKyMEHTOO00pOTa U JOKYMEHTHPOBAHHUE YIIPABICHUYECKOW ACSATEIBHOCTH» IIO
cnenuanbHoct 46.01.03 Jlenonpou3BoauTellb COCTaBlIEHA B COOTBETCTBUHM C
TpeboBanmsiMU DenepaabHOTO TOCYIAPCTBEHHOTO 00pa30BaTEbHOTO CTaHIapTa
cpennero  mpodeccrmoHampHOTO  OOpasoBanHusi 1o  npodeccun  46.01.03
Jenonpou3BoauTenb, yTBEPAKIAECHHOTO MPUKA30M MUHHUCTEPCTBA MPOCBELICHUS
Poccuiickoii ®@eneparun ot 14 nHosiops 2023 r. Ne 857, IlpodeccronanbHOro
cranaapra 07.002 «CrnenuanucTt no OpraHu3alMOHHOMY U JIOKYMEHTAIMOHHOMY
oOeCIieUeHUI0  YMpaBJieHUWs  OpraHu3aluel»,  yTBEPXKIEHHOTO  MPUKA30M
MuHnuncTepcTBa Tpy/ia U counanbHou 3amuThl Poccuiickoit @enepannn ot 15 uroHs

2020 Ne 333H.

PabGouas nporpamma:

o0Cy:KIeHa M PEeKOMEeHAOBAHA K YTBEP)KICHUIO  pelIeHHEeM Kaeapbl
T'YMaHUTApPHBIX U €CTECTBEHHO-HAYYHBIX AUCUUILIMH OT 24.08.2026 1., mpOoTOKON
Nel;

ono0peHa YueHbIM coBeToM yHUBepcuTeTa oT 28.09.2026 1., mpoTokost Ne3.



1. MeToauueckue YKa3aHus hif) 6 | o0y4yarImmuxcs no
IUVIAHUPOBAHMIO U OPTaHU3ANUM BPeMeHH, He00X0AMMOTro J1JIsi 0CBOCHHUS

JTUCIHHUILINHBI

N3y4yeHne pekoMeHIyeTCsl Ha4aTh C 03HAKOMIICHHSI ¢ paboyell mporpaMMoin
JTUCIUIUIMHBI, €€ CTPYKTYpOH M COAep)KaHHEM pa3iesioB, (POHAOM OLIEHOYHBIX
CPEACTB, O3HAKOMUTbCA C Y4YEOHO-METOAMYECKMM U  HH(OPMAIMOHHBIM
o0ecreueHueM TUCHUILINHBI.

JucuunnnHa «OpraHuzanus JOKYMEHTOOOOpOoTa U JOKYMEHTHPOBaHUE
YIPABJICHYECKON JEATENBHOCTH» COCTOMT M3 9 CBSI3aHHBIX MEXAY COOOI0 TEM,
o0ecrneunBaroluX MOCIeI0BaTeIbHOE U3yUEHNE MaTepHraIa.

OOyuenne 1o  aucuumuiiHe  «OpraHuzanust — JTOKyMEHTOOOOpoTa U
JOKYMEHTHPOBAaHUE  YNPABIECHYECKOM  JEATEIbHOCTU»  OCYIIECTBISETCS B
clenyrmmx Gopmax:

1.  AynuTopHble 3aHATUSA (JIEKIMU U IPAKTUYECKUE 3aHATHSA).

2. CamoctosiTenbHass pabora cTyaeHTa (MOATOTOBKA K  JICKIIUSIM,
MPAKTUYECKUM 3aHSATHUSM, K TEMaM CaMOCTOSITEILHOM PaOOTHhI)

3. YyeOHblld Marepuan CTPYKTYpUpPOBAaH W H3YUYEHUE JTUCUUILIMHBI
MPOU3BOJUTCA B TEMAaTHMUYECKOM MOCIeNoBareabHOCTU. Kaxiomy JeKIHOHHOMY
3aHATHUIO MPEAIIECTBYET MpaKTHUecKoe 3aHaTne. OOydaronmecss caMoCTOATEIbHO
IPOBOAAT NPEABAPUTENBHYIO TMOATOTOBKY K 3aHATHIO, NPUHUMAIOT aKTUBHOE
ydacTue B 0OOCYX/IEHUN TEOPETUUECKUX U MPAKTUYECKUX BOIIPOCOB.

Onucanue nocaea0BaTeIbHOCTH AEHCTBUIM 00y4Yaroerocs:

1. OOyyatouuiicss JTOJDKEH MPOCMOTPETh M 00JyMarh TEKCT
JIEKIIUH.

2. [Ipy mOAroTOBKE K JIEKIIMU IOBTOPUTH TEKCT MPEABIAYLIEN
JICKITAH.



3. I[Ipy moATrOTOBKE K MPAKTHYECKOMY 3aHITHIO ITIOBTOPHTH

OCHOBHBIC TIOHATHS I0 TEME, M3yYUTh HOBBIC TCPMHHBI IO MPOHICHHOU

TEeMe.

2. MeToauyecKkne YKa3aHus 1o padore o0yyaromuxcsi BO Bpems
MPOBEACHUSA JeKI UM

Jlektiui  CITOCOOCTBYIOT — CHCTEMAaTH3allMsl 3HAHWKW 10  JIMCIMIUIMHE,
KOHIICHTPAIIMA BHUMAaHUS OOYyYarONIMXCS Ha HaWOOJIee CIOKHBIX M BaKHBIX
Bonpocax. OHM W3NIaraloTcs Kak B TPAIUIIMOHHOM CTHJIE, TaK M C MPUMCHCHHUEM
HOBBIX TEXHOJIOTHH.

B xone JEeKIMOHHBIX 3aHSATUN PEKOMEHAYETCS KOHCIEKTHPOBATh Y4EOHBIN
MaTepual.

3anuch JEKIUU MOKHO OCYIIECTBIISTh B BUE TE3UCOB — KOPOTKHUX, MPOCTHIX
peNIoKeHUN, (QUKCUPYIOIUX TOJBKO OCHOBHOE COJIEp)KaHHE Marepuala.
3HaYUTENBHO OOJIETYAIOT MOHUMAHUE JIEKIIMKU CXeMbI, Tpaduku, MakeTsl. [1o Mepe
BO3MOXXHOCTH CTYIACHTHI JOJIKHBI IEPEHOCUTH UX B TETPAIh PSIIOM C TEM TEKCTOM,
K KOTOPOMY 3TH CXEMBI U TPa(QUKHA OTHOCSITCSI.

[Ipyn 3aTpyaHEeHUSX B BOCHPUITHH Marepuana CclaeayeT oOpaTuTbCs K
OCHOBHBIM JINTEPATyPHBIM UCTOUHUKAM. Eciu pa3oOparhkcsi B MaTepuase OrsiTh He
yaanaoch, TO HEOOXOAMMO OOpaTUTbCS K TMPENONaBaTeIl0 Ha TMPAKTHYECKUX
3aHATHAX.

[lenecooOpazHo  pa3paborarb COOCTBEHHYID CHUCTEMY  COKpAIICHUI,
ab0peBuaryp W cuMmBONOB. OjHako TpH JajbHEHIIEH paboTe ¢ KOHCIIEKTOM
CUMBOJIBI JIy4YIlle 3aMEHHUTHh OOBIYHBIMH CJIOBAMHU JJisi OBICTPOTO 3PUTEITHLHOTO
BOCITPHUSTHUS TEKCTA.

PaGoras Ham KOHCTEKTOM JIEKIIUN, HEOOXOIMMO HMCIOIL30BaTh JIUTEPATYPY,

KOTOPYHO PCKOMCHJIOBAJI IIPCIIOAaBaTeCIIb. HMmenHo Takas CCPbC3HAasA, KpOIIOTINBaA



paboTa ¢ JICKIIMOHHBIM MAaTepUajoM IIO3BOJUT OBJIAAECTh TEOPETUUYECKUM
MaTepHuajoM.

3. MeToauyeckue YKa3aHus 00y4arouuMcs 1o MmoaroToBKe K
NPAKTUYECKUM 3aHATUAM

[IpakTrdeckue 3aHATHS TPEAHA3HAYCHBI ISl U3YUeHUs YIeOHBIX TUCIMILINH
U UTPAIOT BaXXHYIO POJIb B BBIPA0OTKE Yy OOYYaIOIIUXCS yMEHHUS TNPUMEHHUTH
MOJIyYECHHbIC 3HAHUA JJI1 pEIICHUs] TpPaKTUYECKUX 3adad. Hapsay c
dbopMHUpOBAaHWEM YMEHHH ¥ HABBIKOB B TMPOIECCE MPAKTUYCCKUX 3aHITHH
0000IIal0TCSI U CUCTEMATU3UPYIOTCA TEOPETUUECKUE 3HAHUs, BbIpaOaTHIBAECTCS

CITOCOOHOCTH MCIIOJIL30BATh TCOPCTUUCCKHNC 3HAHUS HA ITPAKTUKE.

IIpenonaBarennb Ha INPAKTHYECKUX 3aHATUAX KOHTPOJIHUPYET 3HAHUSA
oOyJarommxcsi M0 TEOPETHYECKOMY MaTepuaiy, H3JIOKEHHOMY Ha JEKIUSIX U
PE3YJIBTATHI COCTOATENIBHOTO PEIIEHHUS 3aa4, KaK B 4achl ayAUTOPHBIX 3aHATHM, TaK
YU Ha CaMOIIOArOTOBKE. Pe3ynsrarbl KOHTPOJS (PUKCHUPYIOTCS IPEINoaBaTeiIeM B
JKypHaJe.

[lepen odepenHbIM MPaKTUUECKUM 3aHITHEM 1€1eco00pa3HO H3YyYUTh
JIEKIMIO, COOTBETCTBYIOIIYIO TEME MTPAKTUYECKOTO 3aHATHS, TOATOTOBUTH OTBETHI
Ha BONPOCHI IO TEOPHUH, Pa300paTh CUTYaTUBHBIE 3a]1aUU.

CTOJIKHYBILHCH B XOJI€ ITOATOTOBKH C HEJOCTATOYHO MTOHATHBIMU MOMEHTAMU
TE€MBbl, HEOOXOJUMO HAWTH OTBEThl CaMOCTOSATEIBHO WJIM 3a(pUKCHUPOBATb CBOU
BOIIPOCHI ISl IIOCTAHOBKU U YSACHEHHUs MX Ha NPAKTUYECKOM 3aHATHM. B Hauae
3aHATUA CIIEAYET 3aJaTh IPEIMOAABATENI0 BOIPOCHI MO MAaTeprally, BbI3BABLIEMY
3aTPyJHEHHUS B €0 TOHUMAaHUH U OCBOEHUMU.

4. MeTonnuyeckue yKazaHusi 00y4aromuMcs 10 OPraHu3anuu
CaMOCTOSITEJIbHOM PadoThI

CamocrosTenbHas padoTa ABIAETCS KaK ayIMTOPHOM, TaK U BHEAYIUTOPHOU U

npeaHasHadyceHa g CaMOCTOATCIIBHOIO  O3HAKOMJICHUSA o6yqaroumxc;[ C



OMMpCACICHHBIMU pasacjiaMKu Kypca II0 PEKOMCHAOBAHHBIM MarcpualliaM H
IMOATOTOBKH K BBIITIOJIHCHHUIO MHANBHUAYAJIbHBIX BaﬂaHHﬁ.
CamocTrosTenbHas pa60Ta IIPOBOAUTCA C ICJIbIO:

—  cHCTeMaTH3aluy, YIIyOlIeHus, pacIIipeHHsI U
3aKpeTUICHUS

TEOPETUUECKUX 3HAHUN U MPAKTUYECKUX YMEHUI CTYAECHTOB;
—  (opmupoBaHMs YMEHHI UCIIOJIB30BaTh JIUTEPATYPY;
—  (opmupoBaHHE CaMOCTOSTEIBHOCTH MBIILICHUS, CIIOCOOHOCTEH K
CaMOpa3BUTHIO, COBEPIIECHCTBOBAHUIO U CAMOOPTaHU3ALINY;
—  (¢opMupoBaHus OOIKUX U MNPOPECCHOHATBHBIX KOMIETEHIUH; —
PAa3BUTHIO UCCIIEAOBATEIIBCKUX YMEHUN.
B ydueGHOM mporiecce BbIIETSIOTCS ABa BUJIa CAMOCTOSTENIbHOM pabOTHI:
1) AyauTtopHasi — BBIIOJHIETCS HA YUYEOHBIX 3aHATUSX, IO
HEIMOCPEICTBEHHBIM PYKOBOJICTBOM IPENOAABATENS U MO €ro 3a/1aHHIO,
CTYJIEHTaM MOTYT ObITh MPEJIOKEHBI CIETYIOIINE BUbI 3a/ITaHUI:

- BBIIIOJIHCHHUC CaMOCTOATCIIBHBIX 3a,Z[aHI/H>'I; — PpCUICHHUC

CUTYaTUBHBIX 3a/1a4;
—  pabota co cipaBOYHOU M y4eOHOM JIUTEPaTypOil.
2) BueaynuropHasi — BBINOJHAETCA O 3aJJaHUIO MPENoAaBares, Ho 0e3
€ro HEMOCPECTBEHHOIO YUaCTHsl, BKIIFOYAET CIAECIYIOUINE BUJIbI JEATEIbHOCTH:

— HOATOTOBKY K ayUTOPHBIM 3aHATUAM
(TeOpeTHYECKUM,

MPAKTUYECKUM 3aHSITUSIM);
— U3ydeHHe  y4eOHOro  Mmarepuasia,  BBIHECEHHOTO  Ha
CaMOCTOSTENIbHYIO TPOpaboTKy: paboTa Haa ONpeNeICHHBIMH TEMaMH,
paszienaMu, BBIHECEHHBIMU Ha CAMOCTOSITEIbHOE U3YUYE€HHUE B COOTBETCTBHUU

C pabounMH MporpaMMamMu yueOHOUM TUCIIUTUTNHBI,



— BBINIOJIHEHUE JTOMAIIIHUX 33JlaHUi Pa3HOOOPA3HOTO XapakTepa;
— MOJITOTOBKY K KOHTPOJIbHOM padoTe, 3a4eTy, IK3aMEHY.
Kpurepust olieHKH pe3ybTaToB CaMOCTOATENbHON paboThl 00yUYalOIIUXC:

— YPOBCHb OCBOCHUA TCOPCTUICCKOIO u IMPaKTH4ICCKOIo
Marcpuralia,

— CIIOCOOHOCTD MPUMEHATH MaTepHa B TBOPUECKON paboTe;

- 000CHOBAHHOCTH CAMOCTOSITEILHOTO ITOMCKA M aHaJIl3a 3CCE 110

sazlaBaeMoﬁ TCMATHKC.



