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IHosicHuTeALHAA 3aIIHCKA

Metoanueckue yKka3zaHHsl HaIIpaBICHbI HAa OKAa3aHWE METOIMYECKON IMOMOLIM CTyAeHTaM
NIPY BBIITOJTHEHUN BHEAYIUTOPHBIX CAMOCTOSITEIIBHBIX padoT.

BeinosnHeHne BHEAayIUTOPHBIX CAMOCTOSITENBHBIX pabOT CTyAGHTaMH B Ipolecce
U3y4eHHsI Kypca SIBISETCS BaXXHEHIIUM 3TanmoM oOyueHHs, KOTOpPbIM CIocoOCcTBYyeT
CHUCTEMATH3alMU 1 3aKPEIICHUIO MTOJTyYEHHbBIX TEOPETHUECKUX 3HAHUM U IPAKTUUECKUX YMEHUH;
(GOpMHUPOBAHHIO HABLIKOB pabOThl C pa3IMYHBIMH BHJAMU HMH(POpPMAIUH, Pa3BUTHIO
MIO3HABATEJIBHBIX CIIOCOOHOCTEH M aKTUBHOCTH OOy4aromuxcs, (GOPMUPOBAHHMIO TAaKUX KadyeCTB
JMYHOCTH, KaK OTBETCTBEHHOCTb M OPraHM30BaHHOCTh, CAMOCTOSTENBHOCTh MBIIIJICHHS,
CHOCOOHOCTh K CaMOpa3BUTHIO, CaMOCOBEPIIEHCTBOBAHUIO U CaMOpeaM3allliy, BOCIHMTHIBATH
CaMOCTOATEJIBHOCTh KaK JIMYHOCTHOE KayecTBO Oyayliero padodero.

Ienn BBIMOTHEHNUS BHEAYAUTOPHBIX CAMOCTOSITENFHBIX pabOT 1Mo yueOHOH TUCIUITIINHE
OI1.03 «/lokymeHTanmoHHoe oOecreueHue yrpaBieHus1» (GOPMHUPOBAHNUE HABBIKOB!

(] orGopa 1 cucremMaTU3auuu MHGOPMALIUH 110 33a]JaHHON TeMe;

[J moncka, oTOopa, CUCTeMaTH3auK 1 00001eHus nHpopmanuu B IHTEpHETE TI0 3aaHHOMN
TEME;

[} ucToNnb30BaHUs TEOPETHUECKUX 3HAHHUH MIPU BBIITOJHEHUN MPAKTUUYECKUX 3a/1a4 (3aJaHuH,
pabor);

[} 3aKkperuieHusl, yriryOieHus, pacliupeHns: ¥ CUCTEMATU3aLluy 3HAaHUH, IT0JIyY€HHBIX BO BpeMs

ayIUTOPHBIX 3aAHATHIA.



10.

11.

12.

13.

14.

O0mme  peKoMeHJAAUMH o0yuaromemycst M0  BbINOJHEHUIO BHEayIMTOPHBIX
CaMOCTOSATEeIbHBIX PadoT

BHuMaTenbHO BhICTYIIANTE WK IPOYUTANTE TEMY, LIEJIU U 3aJa4l CAaMOCTOSITEIbHON paboThlI.
OO6cyauTe TEKCT 3a7aHusl ¢ IPENOAABaTEIEM U TPYIIIOi, 3a/1aBaliTe BOIIPOCHI — HEJIB3sI OCTABIISTh
HEBBISICHEHHBIMU WJIM HEMIOHATHIMHM HU OJTHOTO CJIOBA WJIM BOIPOCA.

BuumatenbHO npocitymaiite pekoMeHAauu IpernoJaBaTesis 0 BHIIOJHEHUIO CAMOCTOATEIbHON
paboTHI.

O3HaKOMBTECh C TPAQUKOM CAMOCTOSTEIBHBIX Pa00T OOYYAIOMIMXCS IO MPEIMETy, eCIH
TpeOyeTcsl, yTOUHUTE BpeMsi, OTBOAMMOE Ha BBHINIOJIHEHUE 3a/1aHUs, CPOKU cllauu U (popMy oTueTa
y OpenogaBaTels.

BHyuMmaTenbHO UM3yyuT€ NHCBMEHHBIE METOJMYECKHE PEKOMEHJIALUWHA 110  BBIIOJIHEHUIO
CaMOCTOSITEIbHON pabOoThI

O3HaKOMBTECH CO CIIMCKOM JIMTEPATypbl U MCTOYHHUKOB IO 33JaHHOM TEME CaMOCTOSATEIbHOMN
paloTHI.

[loBropuTre BECh TEOPETHMUECKUMH MaTEepHa]l [0 KOHCHEKTaM U JPYTUM HCTOYHHMKAM,
MPEIIECTBOBABIINN CaMOCTOSATEIbHON pPaboTe, OTBEThTE Ha BOMPOCH CAMOKOHTPOJS IO
M3Y4YEHHOMY MaTepuaiy.

[ToarotoBeTe Bce HEOOXOAUMOE ISl BHIIOTHEHUS 3a/1aHUs, PAllMOHAIBHO (Y100HO U MPaBUIILHO)
pacnosoxute Ha pabouem mecte. He creyer Opatbes 3a paboTy, OKa He MOATr0TOBIIEHO pabouee
MECTO.

[TponymaiitTe X0/ BBITOTHEHHUS PaOOThI, COCTABBTE IUIAH, €CIIU 3TO HEOOXOIUMO.

Ecnu BBl nenaere cooOIieHne WM J0KIad, TO 005S3aTeIbHO MPOYTUTE TEKCT MEJIEHHO BCIYX,
oOpamiass ocoboe BHUMaHHE Ha MPOM3HOILICHHE HOBBIX TEPMHHOB M CTapasiCh 3allOMHUTH
nHpopmanuro.

Ecnu Bama pabora cBszaHa ¢ ucrnonb3oBanueM VKT, mpoBepbTe Haanaue U paboTOCIIOCOOHOCTh
IPOTPaAaMMHOTO 00ecIieYeHus, HeOOXOAMMOTO ISl BBITIOJIHEHUS 3a1aHUs.

Ecnu npu BBIMOJHEHUH CAMOCTOSITENLHON paboThl MPUMEHSETCS TPYIIIOBOE MIIM KOJUIEKTUBHOE
BBINIOJIHEHHE 3a/1aHUs, CTApAUTECh OIJIEPKUBATH B KOJIJIEKTUBE HOPMaJIbHBIA NICUXOJIOTMYECKUI
KJIUMaT, [PaMOTHO paclpeleuTb poiau U oO0sf3aHHOCTH. BwmecTe mnpoBoauTe aHANM3 U
CaMOKOHTPOJIb OPTaHU3aIMH CAMOCTOSTENBHON padOThl MUKPOTPYIIIIHI.

He otBrnexaiitech BO BpeMsl BBINOJIHEHUS 3a/laHUsI HA IOCTOPOHHUE, HE OTHOCAIIMECS K padoTe,
Jena.

B mporecce BbIMONIHEHUST CaMOCTOSATENBHON pabOThl oOpamiaiitech 3a KOHCYJIbTALUAMH K
IpenojaBaTesiio, 4YTOObl BOBpEMs CKOPPEKTHpPOBAaTb CBOIO  JESTENBbHOCTb, IPOBEPUTH

MPaBUJIbHOCTDH BBLITIOJIHCHUA 3a/1aHUA.



15. Tlo OKOHYaHMHU BBIOJHEHHUS CaMOCTOSITEIBHON pabOTBl COCTAaBbTE MUCHMEHHBIA WIIM YCTHBIN
OTYET B COOTBETCTBHU C TEMHU METOJUYECKUMH YKA3aHUSAMHU 10 0OPMIIEHUIO OTYETa, KOTOpPbIE
BBI ITOJIYYHWJIM OT IIPENIOAABATENS WIM B METOAUYECKUX YKA3aHUSIX.

16. Cnaiite TOTOBYIO pabOTy IIPEIoAaBaTEIIO ISl IPOBEPKH TOYHO B CPOK.

17. YuacTtByiiTe B OOCYKICHHM M OIICHKE IOJYYEHHBIX PE3YyJIbTaTOB CAMOCTOSITEIBHON pabOTHI
(oO1IerpynnoBOM UM B MUKPOTPYIIIax).

18. YwuactByiiTe B 00CYX/I€HUH [TOJyYEHHBIX PE3YIbTATOB PAOOTHI.



Coaepxxkanne JAUCHUIIMHBI

HaumenoBanmne BHEAYAUTOPHBIX CAMOCTOATEC/IbHBIX paﬁoT

KoJs-Bo yacoB

[lonroroButk nokiana «Vcropuueckue Tamnsl AeIONPOU3BOACTBA B 2
Poccun» (1o stamnam)
[ToaroroBuTs coobmieHne «OOMEPOCCUIICKNE KITaCCH(PUKATOPHI: 2
OKIIO, OKY I, OI'PH, MHH/KIIIT»
[Ton6opka 0O6pa3oB OPraHU3alMOHHBIX TOKYMEHTOB 2
[ToaroroBka goknana «YHupUIHPOBaHHBIE POPMBI IPHKA30B 110 2
JMYHOMY COCTaBY»
CocTaBiieHre 3a8BJICHUH 0 Pa3HBIM CUTYaLUsIM 3
[TonroroButk coodienue «Ilopsmox opopmienus JoOKymMeHTa 1
«/loroBop (KOHTpaKT) 00 UCTIOJTHEHUU TPYIOBBIX 00513aTEILCTBY
[TonroroButh noknaa «Cuctema 3MEKTPOHHOTO TOKYMEHTOO00pOTa 2
(CO1) «/lemo»
[Toarorosuts coobmenue «TpeboBanue K 3aroJ0BKaM JeJ» 2
[ToaroToBuTh coobmenne «CucreMaTu3aius JOKyMEHTOB BHYTPH 1
aena»

17
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Tema Bun Conep:xkanue 3aganus
BCP
Tema 1.2. OcHOBHbIE IOHATHS Joxnan Iloarorosutk goknan «Mcropuyeckue 3ramnsl
AOKYMEHTAIHOHHOI0 00ecne4YeHus nenonpousBojcTBa B Poccun» (1o atanam)
ynpagsjenust (10Y)
Tema 1.2. OcHOBHBbI€ IOHATHS CooOmienne | [loaroroButk coobuienue «Ob0Imepoccuiickue
AOKYMEHTAIIMOHHOI0 00ecne4yeHus kinaccudukaropsr: OKIIO, OKVY /I, OI'PH,
ynpagsjaenust (1OY) MHH/KIIIT»
Tema 2.5. JlokymeHTanus mo [Tog6opka [ToxGopka 006pa3oB opraHU3aIMOHHBIX
JIMYHOMY COCTABY
o0pa3LoB JIOKYMEHTOB
JIOKYMEHTOB
Tema 2.5. lokymeHTanus mo Hoxkman [ToaroroBka moknana «YHupHUIIMpOBaHHBIC
JIMYHOMY COCTABY
(hOpMBI MPUKA30B IO JTUTHOMY COCTABY»
Tema 2.5. lokymeHTanus mo CocraBnenue | CocTaBiaeHHE 3aBJICHUN 110 Pa3HBIM
JIMYHOMY COCTABY .
3asiBIICHUN CUTYAITUSIM
Tema 3.1. loroBopao — npaBoBasi | CooOmieHune [Toarorouts coobmenue «llopsaox
JAOKYMEHTAIUsI
y odopmiieHus JokyMeHTa «Jlorosop
(KOHTpPAKT) 00 UCTIOJIHEHUH TPYIOBbIX
00513aTETBLCTBY
Tema 4.2. Opranusanus padorsi ¢ | JJoxnan [HonroroButk noknan «Crucrema
KOH QUAeHINATbHBIMHA
(rent 3JIEKTPOHHOTO JIoKyMeHTooO0opoTa (CI /1)
AOKYMEHTaMH CIeluajanucTa no
colHaAJIbHON padore. «Jlemo»
Tema 4.2. Opranusanus padorsl ¢ | CoobiuieHue
KOH GuAeHINATbHBIMH [MonroroButh coobuienue «TpedoBanue K
AOKYMEHTaMH cIeluajanucTa 1no 3aroJIoBKaM JeJ»
couMaJbLHOMI padore.
Tema 4.2. Opranusanus padorsl ¢ | CooOuieHue

KOH(pUIeHIIHATBLHBIMH
AOKYMEHTAMH CIeNHATHCTA N0
couMaJbLHOM padore.

TToxroroBurs coobmenne «CrucreMaTu3amus
JOKYMEHTOB BHYTPH J€JIa»




Kputepuy oieHKH BBINOJHEHHSI BHEAYIUTOPHBIX CAMOCTOATEIbHBIX Pa0oT:

Kpumepuu oyenxu

No | Kputepun Meron onienku | PaGota Pabora PaGota He
1/ | OLICHKH BEITIOJTHEHA BBHITIOJTHCHA HE | BBITIOJIHEHA
o MOJTHOCTBIO
Beicoknii Cpennuii Huzknii
YpOBEHB YpOBEHB YpOBEHB
3 Gamna 2 Gamna 1 Gamn
CooTBeTCTBHE HaOmronenune Coneprxanue - Conepxanue | 1.
npencrasieHHo | [IpemomaBaren | cooOrieHus cooOuieHus OO6yuatomuiics
i o MOJIHOCTHIO COOTBETCTBYET | paboTy He
uHbopMaluu COOTBETCTBYET | 3a/JlaHHOI BBITMOJTHIII
3aJJaHHOM TeMe 3aJaHHOMI TeMe, HO B BOBCE.
TEME, TEMa TEKCTE ECTh 2. Coneprxanue
packpsiTa OTKJIOHEHHS OT | COOOIIEHUS He
MIOJIHOCTHIO TEMBbI UJIM TEMA | COOTBETCTBYET
packpsiTa HE 3aJJaHHOM TEME,
MOJTHOCTBIO. TEeMa He
- Crutkom packpsiTa.
Kkpatkuit mu6o | 3. Otuer
CIIMILIKOM BBITOJTHEH
NPOCTPaHHBIA | U 0(hOpMIICH
TEKCT HeOpexHo, 6e3
COO00IIEHNS. COOJIFOIEHUS
Xapaxkrtep u Habmonenue - Marepuan B | - Marepuan B | YCTaHOBJICHHEI
CTHJIb MpeTnoaBaTeNs | COOOIEHUN COOOIIEHUH HE | X
U3TIOKEHUS u3naraercs UMEET YETKOH | TpeOOoBaHUiA.
Marepuaia JIOTUYHO, TIO JIOTUKH 4. O6pem
COOOIIeHHS TUTaHY; U3JIOKEHUS (HEe | TeKCTa
-B 10 IUIaHY). cooO1ieHus
COZEp)KaAHUU -B 3HAYUTEITBHO
UCIIOJIb3YIOTCSL | COAEp>KaHUU NpEeBbIIIACT




TEPMUHBI IO HE
H3y4aemMoi HCTOJIb3YIOTCS
TeMe; TEPMUHBI TI0
- U3y4aeMou
[IpousHomenu | reme, 10O UX
eun HEJ0CTaTOYHO
00BsICHEHUE JUTS PACKPBITUS
TEPMHHOB TEMBI.
CcoOOLIeHUd HE | -
BBI3bIBACT Y [IpousHomenu
oOyJaromerocs | € u
3aTpyIHEHUI 00BbsICHEHUE
TEPMHUHOB
BBI3BIBACT Y
00ydJaromerocst
3aTpyAHEHUS.
[IpaBuiisHOCTE | IIpoBepka - Texcr - Texcr
odopmIIeHUS paboTsl COOOIIEHUS co00I1IeHUs
oopmien odopmieH
aKKypaTHO U HEJ0CTaTOYHO
TOYHO B aKKypaTHO.
COOTBETCTBUH | -
c IIpucyrcrByror
MpaBUJIaMHU HETOYHOCTH B
o opMIICHHUS. 0(hOpPMIICHHH.
- O6Bpem - O6bem
TeKCTa TEKCTa
cooOuieHus CO001IeHNS HE
COOTBETCTBYET | COOTBETCTBYET
periaMeHTy. periamMeHTy.

PEriIaMEHT.

Onenka 4-5 0aIoB «yJAOBIETBOPUTEIBHOY» 6-7 OAIOB «XOPOII0» 8-9 6AIOB «OTIUIHOY




BHeayauTopHasi caMoCTOATEALHAsA padora Nel

3apanme: [loaroroButs nokiaj «Vcropudeckue 3Tarsl Jenonpon3BoacTsa B Poccum» (mo
JTanam)
Mean:
- U3YYHUTH U CUCTEMATH3HPOBATHh WH(OPMAIHIO 110 33JaHHON TEeMaTHKE;
- OTIpE/ICTUTh 3HaYCHUE JJaHHOHM TeMbl it Oyayiieit npodeccuu.
Ot4eT: 0pOPMUTH TEKCT JJOKJIAJa B IUCbMEHHOM BH/JIE.
®opma ordera: J0KIaa OPOPMIISIETCS TEKCTOBBIM (aillioM, HaOpaHHBIM KOMIIBIOTEPHBIM
croco0OM B OJHOM M3 TEKCTOBBIX IPOIIECCOPOB W pacredarbiBaeTcsi Ha JmcTax gopmara A4.
O06mbeM noknaga — He 6osee Tpex CTpaHMIl eyaTHOro Tekcra. Pasmep mpudra 14

Bo3MoxkHbIe THIIMYHBbIE OIIMOKH:
ConeprkaHue JOKJIa/la HE COOTBETCTBYET 3aJJaHHOM TeMe, TEMa He pacKphITa.
Matepuan B JoKiIa/ie HE UMEET YETKON JIOTMKHU U3JI0XKEHHUS.
CauikoM KpaTKHii 1100 CIMIIKOM MPOCTPAHHBIN TEKCT HoKiaga. O0beM TeKCTa 3HAaUUTEIILHO
IIPEBBILIAECT PETJIAMEHT.
B TekcTe He HCIONB3YIOTCA TEPMUHBI 10 U3y4aeMOl TeMe, TM00 UX HEJJOCTATOUHO IS
PacKpBITUS TEMBI.
OObsicCHEHHE TEPMHUHOB J0KJIaJa BbI3BIBAET 3aTPYAHECHHUS.

Jloknaz BeInosiHeH 1 0popMIIeH HeOpeXHO, O3 COOIIOACHUS YCTAHOBIEHHBIX TPeOOBaHUH.

BHeayauTopHas caMOCTOATEALHASA PadoTa No2

3aganue: [lonroroButh coobmenmne «Obmepoccuiickue knaccudukaropsr: OKIIO, OKVY/,

OI'PH, MHH/KIIIT»

Hean:

- U3YYHTh U CHCTEMATH3UPOBATh HH(OPMAITHUIO 110 33JaHHOI TeMaTHKE;

- OTIpE/ICTINTH 3HAYCHHUE JJAHHON TeMBbI [Tt Oyaymieit mpodeccuu.

Ot4eT: 0HOPMUTH TEKCT COOOIIEHHS B TUCbMEHHOM BUJIE.

®opma otyeTa: cooluieHue oGopMIIIETCS TEKCTOBBIM (haiijioM, HAOpaHHBIM KOMITBIOTEPHBIM

crocoOOM B OJHOM M3 TEKCTOBBIX MPOIIECCOPOB W pacriedyarhiBaeTcsi Ha JmcTax (gopmara A4.

O0Bem coolrieHus — He 0oJiee IBYX CTpaHUIl IedaTHOTo TekcTa. Pasmep mpudra 14
Bo3Mo:kHBbIEe THTHYHBIE OIIHOKH

Conepikanue cooOIIEHHS HE COOTBETCTBYET 3a/IaHHOM TeMe, TeMa HEe PaCcKphITa.

Marepuan B COOOIIEHUN HE UMEET YETKOM JIOTHKH U3JI0KCHHUS.

CnumkoM KpaTkui 100 CITMITKOM MPOCTPAHHBINA TEKCT co00IeHus. O0BeM TeKCTa 3HAYUTEITLHO

NPEBBIIIACT PETJIAMEHT.

B TekcTe He HCIOJIB3YIOTCA TCPMHUHBI 110 1/13yqaeM0171 TEMCE, 1100 ux HEAOCTATOYHO AJIA



PaCKpBITUS] TEMBI.
OOBbscHEHHE TEPMUHOB COOOIIIEHUS BBI3BIBACT 3aTPYTHEHHUS.
TekcT coobmeHus BRIMOTHEH ¥ 0hopMIiIeH HeOpexHO, 0€3 COOMI0ACHUS YCTaHOBICHHBIX

TpeOoBaHUIl.

BHeayauTopHas caMOCTOsITeILHAsE padora Noe3

3ananme: [lonGopka 0Opa3OB OpraHU3alMOHHBIX JJOKYMEHTOB.
Mean:
- U3YYHTh U CUCTEMATH3HPOBATh WH(OPMAIHIO 110 33JaHHOI TeMaTHKE;
- mo1o0paTh 00pa3Ibl OPraHU3aLUOHHBIX JJOKYMEHTOB: YCTaB, MHCTPYKIIHS, TOJIOKEHHE.
Ot4yer: odopMHUTh 5>IeKTPOHHBIH (aiin win Qaiinel ¢ obpa3umaMu  OpraHU3aLMOHHBIX
JIOKYMEHTOB.
®opma ordera: [ns odpopmieHus oOpaslioB OpPraHM3allMOHHBIX JOKYMEHTOB HE00XOAMMO
UCTIOJIb30BaTh MH(POPMAITMOHHO-TIPaBOBBIE MOpTaibl «KoHCynbTaHT+» U «l"apaHT», I71e MOKHOU
HallTH akTyajgbHbIE 00pa3lbl HEOOXOAUMBIX JTOKYMEHTOB. DJIEKTPOHHBIM (aiin (daitnbsl) MoryT
OBITH TPEJICTABIICHBI MPEMOAABATENIO JIFOOBIM JIOCTYITHBIM CTIOCOOOM: Ha aucke, Ha USB duerm-
HAKOIIHTEJIE, PACCHUTKOI Ha AJIEKTPOHHYIO TIOUTY WM 3arpy3Ka Ha 00JIAYHOE XPAHIITHINE TaHHBIX
(c mpenocTaBieHUEM TAPOJIS OT HETO).
Bo3MoskHbIe THIIMYHBbIE OIIMOKMH:
1. TlomoOpansl He Bce 0OOpa3lbl OPraHU3ALMOHHBIX JTOKYMEHTOB WM IIPEICTAaBICHHBIC
OpraHM3alMOHHBIC JOKYMEHTH 0(DOPMIICHBI HE B COOTBETCTBHH C TPEOOBAHHSIMH.
2. B oOpasmax npucyTCTBYIOT rpaMMaTHUECKue U opdorpaduyeckre ommoKH.

3. DnexTpoHHbIE (haliibl HE OTKPBIBAIOTCS, IAPOJIH OT 00JIAYHOTO CEpBUCA yKa3aH HE BEPHO.

BHeayauTopHas caMOCTOATEILHAA PadoTa Nod

3anganme: [loaroroska goknana «YHupUIEpOBaHHBIE POPMBI IPHUKA30B MO0 JTUYHOMY COCTABY»
easn:
- U3YYUTh U CUCTEMATU3UPOBATh HH(OPMAIUIO 110 3aJaHHOI TeMaTHKE;
- ONpEe/IETUTh 3HaUCHHE JaHHOHM TeMbl U1 Oyayieit npodeccuu.
Ot4eT: 0POPMUTH TEKCT JAOKJIAAA B IUCbMEHHOM BHJIE.
®opma ordyera: a0KIan OGOPMIIIETCS TEKCTOBBIM (haillioM, HaOpaHHBIM KOMIBIOTEPHBIM
crocoOOM B OZHOM U3 TEKCTOBBIX IPOLIECCOPOB U pacreyaTbiBaeTcs Ha jJuctax gopmara A4.
OO0Bem nokiiafa — He OoJiee TpeX CTpaHMI] MeyaTHOro Tekcra. Pazmep mpudta 14

Bo3MosKHbIe THIIHYHBIC OIIHOKH:
ConeprxaHue OKJIaa HE COOTBETCTBYET 3aJJaHHOM TeMe, TeMa HE PacKphITa.

Marepuan B 1OKIaJ€ HE UMEET YETKOM JIOTUKHU U3JI0KEHHUS.



CnuikoM KpaTKuid J100 CIMIIKOM MPOCTPAHHBIN TeKCT Aokiana. O0beM TeKCTa 3HAYUTEIHHO
NPEBBIIIACT PETIAMEHT.

B TekcTe He HCMONB3YIOTCS TEPMHUHBI 110 H3y49aeMOM TeMe, JIN00 UX HETOCTATOYHO IS
PaCKpBITUS TEMBI.

OOBbsicHEHNE TEPMUHOB JOKJIA/1a BBI3BIBACT 3aTPYAHEHUS.

Jloknaz BeIMOJIHEH U 0pOpMIIEH HEOPEKHO, O3 COOIIOACHNS YCTAaHOBIEHHBIX TPeOOBAHUH.

BHeayauTopHas caMOCTOATEILHAA PadoTa NoS

3aganue: CocTaBieHHE 3asBJICHUHN 110 Pa3HbIM CUTYaLUSIM.

easn:

- U3YYUTh U CUCTEMATU3UPOBATh HH(OPMALHUIO 110 33JaHHOI TeMaTHKE;

- COCTaBUTh 3asBJICHUS Ha 3aJJaHHYIO TEMATUKy: O NpUeMe Ha paboTy, 00 YBOJIBHEHHH, O

MPEOCTaBICHNN YaCTH €KEr0JHOTO OINIAYMBAaEMOT0 OTIYCKa C YKa3aHUEM KOJMYECTBa JHEH, O

NPEOCTaBICHNH OTITyCKa M0 YXOaYy 32 peOCHKOM 10 3 JIeT.

Ot4eT: 0hOpMUTH 3asIBICHUS B TUCBbMEHHOM BHJIE.

®opma ordyera: 3asBICHHE O(OPMIISIETCS TEKCTOBBIM (ailioM, HaOpaHHBIM KOMIBbIOTEPHBIM

croco0OM B OZHOM W3 TEKCTOBBIX MPOIIECCOPOB M pacriedaThiBacTCs Ha JmcTax gopmara A4.

O0beM 0HOTO 3asBJICHUS — He 0oJiee OJTHOW CTpaHMIIbI TeYaTHOTO TeKCTa. Pazmep mpudra 14
Bo3MoskHbIe THIIMYHBbIE OIIMOKMH:

CocraBieHbl He BC€ BH/bl 3asBICHUI WIM TNpEACTaBICHHBbIE 3asBICHUS OQOpPMIIECHBI HE B

COOTBETCTBUU C TPEOOBAHUSIMHU.

B 3asBneHMAX MPUCYTCTBYIOT rpaMMaTHUECKue U opporpadudeckre OmuoKH.

BHeayauTopHasi camocTosiTe IbLHAs padoTa Ne6

3ananue: [loaroroButs coobmenue «Ilopsaok opopmienus qokymeHTa «JloroBop (KOHTPaKT)

00 MCTIOJTHEHUU TPYIOBBIX 0053aTEITHCTBY

easn:

- U3Y4YUTh U CUCTEMAaTHU3HPOBATh HH(OPMAIIHIO 11O 33a/IaHHON TEeMAaTHKE;

- OTNIPEACIIMTh 3HaUYCHUE TAHHOW TEeMBI 1T Oyayiei mpodeccum.

OT14eT: 0hOPMHUTH TEKCT COOOIICHHS B TUCHMEHHOM BHUJIE.

®opma otyeTta: coolrieHne ohopMIIIeTCsl TEKCTOBBIM (paiiiom, HaOpaHHBIM KOMIBIOTEPHBIM

CIOCOOOM B OJTHOM M3 TEKCTOBBIX IPOIECCOPOB U pacliedarhiBacTcs Ha juctax (popmara A4.

O0Bem coolIeHus — He 0oJiee IBYX CTpaHUI] IEYaTHOTO TeKcTa. Pasmep mpudta 14
Bo3MoO:KHBI€ THITMYHBbIE OIIHMOKH

ConepxaHre COOOIICHHS HE COOTBETCTBYET 3aJaHHON TeMe, TeMa He PacKphITa.

Martepuan B COOOIICHUH HE UMEET YETKOM JTOTUKH U3TIOKEHUSI.



CnumkoM KpaTkuid 1100 CITMIIKOM MPOCTPAHHBINA TEKCT cooOmeHust. O0beM TeKcTa 3HAYUTEITBHO
IIPEBBILIAECT PETJIAMEHT.

B TekcTe He UCIONB3yIOTCA TEPMUHBI IO U3y4aeMOH TeMe, TM00 UX HEJOCTATOUYHO JIs
PacKpBITUS TEMBI.

OOBbsicHEHHE TEPMUHOB COOOIIICHNUS BBI3BIBACT 3aTPYAHEHUSI.

TekcT cooO1IeHHSs BBIMOIHEH U 0OpMIIEH HEOPEXKHO, O3 COOIOACHUS YCTAHOBIICHHBIX

TpeOOBaHUH.

BHeavauTopHasi caMoCTOAATEILHASI padoTa N7

3ananme: [loaroroButh nokiaj «CucreMa 3JeKTPOHHOTO 1oKyMeHToob0opoTa (CO) «emo»
Hean:
- U3Y4UTh U CUCTEMATU3UPOBATh NH(OPMALUIO 110 33JaHHOI TeMaTHKE;
- OIIPEACIINTh 3HaUYCHNE TAHHOW TEeMBI JIs Oyayiiei mpodeccun.
Ot4eT: 0HOPMUTH TEKCT AOKJIAAa B TUCHMEHHOM BHJIE.
®opma oryera: a0KIax OGOPMISIETCS TEKCTOBBIM (haillioM, HaOpaHHBIM KOMIBIOTEPHBIM
crocoOOM B OZHOM U3 TEKCTOBBIX IPOLIECCOPOB M pacredaTbiBaeTcs Ha JucTax gopmara A4.
O6bem noknaga — He Oosee TpexX CTpaHUIl eyaTHOro Tekcra. Pazmep mpudra 14

Bo3moxHbIe THIIHYHbIE OIIHOKH:
CopnepxaHue TOKIa1a HE COOTBETCTBYET 3a/IaHHOM TEME, TEMa HE PACKPBITA.
Matepuran B JOKIane HE UMEET YETKOU JIOTMKU U3JI0KCHHUS.
CaumkoM KpaTKu# JIMOO CIUIIKOM IMPOCTPAHHBIN TeKCT noknana. O0beM TeKCTa 3HAUUTEIbHO
IIPEBBILIAET PETJIAMEHT.
B Tekcre He MCTIoNb3yI0TCS TEPMUHBI IO U3y4aeMOl TeMe, TU00 UX HEAOCTATOYHO IS
PacKpBITUS TEMBI.
OOBsicHEHHE TEPMUHOB JI0KJ1a/]a BI3bIBAET 3aTPYIHEHMS.

Jloxuaz BEIMOTHEH U 0popMIIeH HEOPEKHO, Oe3 COOIIOIEHUST YCTAaHOBIEHHBIX TPEOOBAHUIA.

BHeayauTopHas caMocTOosATEILHAA padoTa Ne§

3aganue: [lonroroButh coobmenne «TpedoBaHme K 3ar0I0BKaM J1eJ».

Hean:

- U3YYUTh U CUCTEMAaTU3UPOBATHh HH(OPMAITUIO 110 33JaHHOI TeMaTHKE;

- OTIPE/ICTUTH 3HAYCHUE JJAHHOHM TeMbl [Tt Oyayiieit npodeccuu.

Otuet: 0hOpPMUTH TEKCT COOOIICHHS B TUCHbMEHHOM BHJIE.

dopma oryera: coobmeHre opopmiIsieTcs: TEKCTOBBIM (paitiom, HaOpaHHBIM KOMITBIOTEPHBIM
croco0OM B OZHOM M3 TEKCTOBBIX MPOIIECCOPOB M pacrieyaThiBaeTcs Ha jmcTax gopmara A4.

O6mbem coolrieHus: — He 0ojiee ABYX CTPaHUI] MeYaTHOro TeKcTa. Pazmep mpudta 14



Bo3Mo:KHbIe TUIIHYHBIE OIIUOKH:
ConeprkaHue cOOOILIEHNS HE COOTBETCTBYET 3aJJaHHOM TeMe, TeMa He pacKphbITa.
Marepuain B cCOOOIIEHUHN HE UMEET YETKOW JIOTMKH U3JI0KECHHUS.
CauimkoM KpaTKuii 100 CIUILIKOM MPOCTPaHHBIN TEKCT coodOeHus. O0beM TEKCTa 3HAUYUTENIbHO
IIPEBBILIAET PETJIAMEHT.
B TekcTe He UCTIONB3YIOTCSA TEPMUHBI 110 U3y4aeMoil TeMe, TH00 UX HeJOCTaTOYHO JUIs
PaCKpBITUS TEMBI.
OO0bsicCHEHHE TEPMUHOB COOOIIIEHNUS BbI3bIBAET 3aTPy/THEHUSI.
Texker cooOmeHus BBIMOHEH U 0ohopmiteH HeOpeKHO, 6e3 COOIII0ICHUS YCTAaHOBIEHHBIX

TpeGoBaHUH.

BHeayauTopHas caMocToATEeILHAA padoTra Ne9

3aganue: [lonroroButh cooOmenmne «CucremaTu3anus JOKYMEHTOB BHYTPHU J€J1a»

Hean:

- U3YYUTh U CUCTEMATU3UPOBATh HH(OPMALUIO 110 3aJaHHOI TeMaTHKE;

- OIpeNeUTh 3HAaUeHHE JaHHOM TeMbl 17151 Oyayiei npodeccuu.

Otuet: 0OpMUTH TEKCT COOOLIEHHS B TUCBbMEHHOM BHJIE.

®opma otyera: coobiieHue opopmIIseTCsl TEKCTOBBIM (paiiiioM, HaOpaHHBIM KOMIBIOTEPHBIM

crocoOOM B OJHOM M3 TEKCTOBBIX MPOIIECCOPOB U pacreyarbiBaeTcs Ha jJuctax gopmara A4.

O0BeM coolIieHus — He 0oJiee IBYX CTpaHUIl IEYaTHOrO TeKcTa. Pasmep mpudta 14
Bo3MoxkHbIe THITHYHBIE OIIHOKH:

Coneprxanue cOOOILICHUS HE COOTBETCTBYET 3aJJaHHOM TeMe, TeMa He PacKphITa.

Marepuan B cCOOOIIEHUHN HE UMEET YETKOW JIOTUKH U3JI0KECHHUS.

CauImkoM KpaTKuii 100 CIUIIKOM MPOCTPaHHBIN TeKCT coobmeHuss. O0beM TEKCTa 3HAYUTENIBHO

MIPEBBILIAET PETJIAMEHT.

B TekcTe He HUCTIONB3YIOTCS TEPMUHBI 110 U3y4aeMoi TeMe, TH00 X HeJOCTATOYHO IS

PaCKpBITUS TEMBI.

OOBsicHEHHE TEPMUHOB COOOIICHHUS BBI3BIBAET 3aTPYAHEHUS.

TekcT cooOmeHus BHIMOTHEH B 0(hOpMIICH HEOpeKHO, 0€3 COOTIOICHHS YCTaHOBICHHBIX

TpeOOBaHUH.
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