METOJIUYECKHUE PEKOMEHJIALIUU 11O OPTAHU3ALIUN
CAMOCTOSTEJBHOM PABOTHI OBYUAIOIIIUXCA

O YYEBHOM JUCHUTIIJIMHE «OCHOBBI AHAJIUTHKO-
CUHTETUYECKOH OBPABOTKH JTOKYMEHTOB»

[Tox camocrtosTensHON pabOTON OOy4YarOIIUXCS CEroJHsS MOHUMAETCS BUJ
y4eOHO-TI03HABATEILHON  JAESATENBbHOCTH 1O  OCBOCHUIO  NpodeccCHOHaTbHOM
00pa3oBaTeNbHON MPOTPAMMBI, OCYIIECTBIIEMONW B OIPEACIEHHONW CHCTEME, MpH
NapTHEPCKOM y4acTHH MperoAaBaTeis B €€ IJIaHUPOBAHUU U OLEHKE JTOCTHXKCHHS
KOHKPETHOTO pe3yJbTara.

B Hactosmiee BpeMs B By3axX CYIIECTBYIOT [B€ OOIICTIPUHATHIX (POPMBI
CaMOCTOSITeJIbHOM paOOThl: AyIMTOPHAS 1 BHEAYAUTOPHAS.

AyIuTOpHAs CaMOCTOSITeIbHAsi PadoTra MPOBOAUTCS TIOJ KOHTPOJIEM
NpernojiaBaresisi, y KOTOPOro B XOJ/I€ BBIMOJHEHUS 3aJaHusl MOXKHO TOJYYUTb
KOHCYyJbTalMio. BHeayauTopHasi camocTosiTeibHasi padora oOydaromuxcs,
BBITIOJHAETCSI CAMOCTOSITEIbHO B MPOU3BOJIBHOM PEXHMME BPEMEHH B yJIOOHBIE IS
0OydJaroIerocss 4achl, 4acTo BHE ayIUTOPHH, a KOIJa TOTO TpedyeT creruduka
JUCITUTITUHBL.

CerogHs Tpu OpraHu3alu  padOThl OOydYaromuxcs OoJiblliee 3HAYCHUHU
npuoOpeTaeT BHEAYAUTOPHAsI CAaMOCTOATENbHAs paboTa.

BueayautopHas camocTosiTesibHas paboTa (J1ajgee caMocTosiTeNbHas padoTa) —
IUTaHupyeMast ydeOHasi, y4eOHO-HMCCleoBaTeNbCKasi, HayYHO-HCCIIEeI0BATEIbCKAs
paboTa 00yuarouiuxcs, BbIMOJIHsIEMAas BO BHEAYAUTOPHOE BpEMsl MO 3aJlaHUIO U MPH
METOJMYECKOM PYKOBOJACTBE IIpErnojaBaTessi, HO 0€3 €ro HemnocpeICTBEHHOTO
y4acTusl.

OCHOBHBIMH NMPU3HAKAMH CAMOCTOSAITEJIbHOI PadoThl 00yYAIOIIMXCH PUHATO
CUHUTATD:
®  HaJIWYMEe MO3HABATEIILHON WM MPaKTUYECKOW 3a1adyu, MpoOJIEMHOr0 BOIMpoca
WIH 3a/1a4¥ U 0COOOTO BPEMEHH Ha X BBIIIOJIHEHUE, PEIICHUE;
®  TPOSBICHHWE YMCTBEHHOTO HAIpPSHKCHHUS OOYYArOIIMUXCS HJsl MPAaBUIBHOTO U

HaWJIy4d1a€ro BbIITOJHCHHA TOI'O UJIM MHOTO I[@IZCTBPIS[;



®  [POSABJIECHHUE  CO3HATEIBHOCTH,  CAMOCTOSTEIBHOCTH M  AKTUBHOCTH,
0OyJaroluxcs B MPOLIECCe PELICHHs TOCTaBICHHBIX 33/1a4;

®  HalWyue pe3yJbTaTOB paldOThl, KOTOpPHIE OTPaXAlOT CBOE IMOHMMAaHUE
poOJIeMBbI;

®  BJIAJICHUE HAaBBIKAMHU CAMOCTOSATEIHLHON pabOTHI.

Takum o0Opazom, camocToATenbHas paboTa paccMaTpuBaeTCs, C OJHOM
CTOpPOHBI, Kak (opMa OOydeHHs] U BUJ Y4e€OHOro TpyHa, OCYLIECTBISIEMBbIN 0e3
HEMOCPEJCTBEHHOT0 BMEIIATENbCTBA MPENOaBaTeisi, a ¢ JAPYrod — Kak CpeICTBO
BOBJICUEHHUS] OOYYAIOIIMXCS B CAMOCTOSITEIbHYIO IMO3HABATENbHYIO JESATEIbHOCTD,
cpencTBO (POPMUPOBAHMS Y HUX METOJIOB €€ OpraHU3alluu.

[Tox camMOCTOSITENIBHOM JESATEIBHOCTRIO MOHUMAETCS BHUJ TO3HABATEIbHOU
JNEATEIbBHOCTH, B KOTOPOM  NPEANOJIaraercs  ONPENENEHHBIA  YPOBEHb
CaMOCTOSITEIbBHOCTA BO BCEX CTPYKTYPHBIX KOMIIOHEHTax JESTEIbHOCTU IO €€
BBITIOJIHEHUIO OT TOCTAHOBKH TMPOOJEMBI 70O  OCYIIECTBICHHUS  KOHTPOJI,
CAMOKOHTPOJISI M KOPPEKIHMU C JUATICKTUYECKUM TIEPEXOJOM OT BBINOJHEHUS
MPOCTBIX BUJIOB PabOThl K O0Jee CIOKHBIM, HOCSAIIUM TIOMCKOBBIM XapakTep, C
MOCTOSIHHOM TpaHchopMalrel pyKoBOISAIIEH poiau NEAarornyeckoro yrnpaBjieHUs B
CTOpOHY €€ Tmepexona B (OpMBI OpHEHTAIlUM M KOPPEKIUU C TMepeaade Bcex
byHKIMIA camMoMy OOydYarlieMycs, HO JIMIb IO MEpPE OBJAJACHHUS METOJIUKOU
CaMOCTOATENbHON pabOTHI.

B momomp oOydaromiemycsi, BBITOJHSAIONIEMY CaMOCTOATEILHYIO padoTy,
npeasiaraéM  pEeKOMEHJIAlUM, KOTOpbhIe TMOMOTYT OBITh YCHEHIHBIM B  OTOM

JACATCIBHOCTH.

IIEJIb Y 3AJIAYU CAMOCTOSTEJBbHOM PABOTbBI
IO YYEBHOM JUCHUIIIMHE «OCHOBBI AHAJIUTHKO-
CUHTETUYECKOH OBPABOTKH JTOKYMEHTOB»
PabGouelt mnporpammoit  y4ueOHOM  AMCHUIIIMHBI «OCHOBBI  aHAJIMTHKO-
CUHTETHYECKON 00pabOTKH JOKYMEHTOBY» MPEAYCMOTpPEHA CaMOCTOATENbHAs padoTa

oOyuarommxcs B 00bémMe 52 4acos.



CamocrosiTenpbHasi paboTa 0OydJaromuXcsi — BaKHEHIIas COCTaBHAs 4YacTh
3aHATUNA MO paboTe C JOKYMEHTaMH, a TaKKe H3YyUEHHUIO M aHalIu3y CIOCOO0B M
METOJIOB CO3/IaHUSI BTOPUYHOTO MaTepraia U3 MepBUYHBIX TOKYMEHTOB.

[lenpto camMoOCTOSTENbHON paboThl SBJISETCS 3aKpEeIUIeHWE U yriiyOsieHue
3aHATUN, TOJYYEHHBIX OOYYAIONUMHUCS Ha 3aHATHSIX, MOJATOTOBKE K TEKYIIHM
3aHATUAM, TIPOMEXYTOUHBIM (hopMaM KOHTpoJs 3HaHuUU. CamMocTosITeNbHAs paboTa
crocoOcTByeT  (OPMHPOBAHUIO Y  OOydYalolmUMXCs  HABBIKOB  aHAJUTHKO-
CUHTETHYECKON 00paboTKEe TOKYMEHTOB, Pa3BUTHIO MPOQPECCHOHAIBLHBIX HAaBBIKOB
paboTHI C TOKYMEHTaMH, UX aHAJIHN3y U epepaboTKe.

Ha camocTosarensHyto paboTy oOydaromuxcst OTBOAUTCS 52 yaca, KOTOpbIE
npeaycMOTpeHbl yueOHbIM maHoM Ha uzydeHue ACOJ. Orcrona cieayer, 4to 0e3
CEpbE3HOM CHUCTEMATUYECKOM CaMOCTOSATENbHOM paboThl MONY4YUTHh TpeOyemyro

INOATOTOBKY HCBO3MOZKHO.

MeToaunueckoe odecrneuyeHre CaMOCTOATEIbLHO padoThI 0 0CHOBaAM
AHAJIMTHKO-CHHTETHYECKOM 00pad0TKH JOKYMEHTOB COCTOMT M3:

e  ompefelieHUs Y4eOHBIX BOMPOCOB, KOTOpbIE OOyYarouiuecs: MOJIKHBI H3YyYUTh
CaMOCTOSITEIIBHO;

e  noadopa HeoOX0AUMON y4eOHOM TUTEepaTyphl, 003aTENbHON ISl NPOPaOOTKU U
M3y4CHUS,

® [IOMCKa JOTMOJHHUTEIbHOW HAYyYHOM JHUTEpaTyphl, K KOTOpPOl oOydarorniuecs
MOTYT 00paIaThCs MO JKEJIAHUI0, €CIM Y HUX BO3HUKAET MHTEPEC B JAHHOM
TEME;

®  OMNpefelieHUuss KOHTPOJIbHBIX  BOMPOCOB,  MO3BOJSIOIIMX  00ydaromuMcs
CaMOCTOSITEJIbHO IPOBEPUTH KaUYECTBO ITOJIYUYECHHbIX 3HAHUN;

e  OpraHM3aluy KOHCYJbTalMi mpenojaBaTedss ¢  oOydaromuMmucs s
Pa3bsACHEHUsI BOIPOCOB, BBI3BABLIMX 3aTPYAHEHUS I[PU CAMOCTOSTEIILHOM
OCBOEHUU Y4EOHOT0 MaTepuania.

MeTtonndeckue peKOMEHAAIUH O BBIIIOJHEHUIO CAMOCTOSITEIbBHON BHEAYIUTOPHOU

pa6OTBI p33pa6OTaHI>I B COOTBCTCTBHUH C HpOFpaMMOfI y‘l€6H0ﬁ JUCHTHITIIMHBI



«OCHOBBI aHATTMTUKO-CUHTETHYECKOU 00paOOTKU JJOKYMEHTOB.

METOINYECKHUE PEKOMEHIALIMU U BOITPOCHI
K 9K3AMEHY
MO YYEBHOM JUCHUIIJIMHE «OCHOBBI AHAJIMUTHUKO-
CUHTETUYECKOMN OBPABOTKHU JOKYMEHTOB»

CornacHo yueOHOMY IUIaHy Ha OCHOBE ['ocynapcTBeHHOro 00pa30BaTENIbHOTO
CTaHJapTa CpeaHero npodeccuoHambpHOro oOpasoBaHus no cnemuaibHOCTsIM CIIO
CC3 gnsa cneumansHocTd 51.02.03 bubinoTtexoBeneHrne oOydaroImuecs CIAIOT
YCTHBINA dK3aMeH 10 OCHOBaM aHAJUTHKO-CHHTETHYECKON OOpabOTKU JTOKYMEHTOB
Ha 3 kypce (5 cemecTp).

Heabl0o Kypca OBIaJeHUS  YKa3aHHBIM  BHJAOM  MPOQPECCHOHATHHON
NEATETLHOCTH ¥ COOTBETCTBYIOIIUMH TPO(ECCHOHATBHBIMU  KOMITETEHIIUSMHU
00yyYaroIIMiics B X0€ OCBOCHUS MPOGHECCUOHAIIBHOTO MOIYJIS.

Kpurepuu onieHK# 3HAHUNA M yMEeHHI 00y4al0IIUXCH

K JK3aMeHy

Ouenka «5»  («OTIMYHO»):  CTYAECHT  JIEMOHCTPUPYET  CHUCTEMHBIE
TEOPETUYECKHE 3HAHMS, BIJIAJICET TEPMUHOJOTUEH, JI€JaeT apryMEHTUPOBAHHBIC
BBIBOJIBI U OO0OOIIEHUS, MPUBOJUT TMPUMEPHI, MOKA3bIBAET CBOOOJTHOE BIAJCHHUE
MOHOJIOTUYECKOW PEYbI0 M CHOCOOHOCTH OBICTPO pearupoBaTh Ha YTOYHSIOIINE
BOIIPOCHI.

Ouenka «4» («XOpowIO»): CTYAEHT AEMOHCTPUPYET IPOUYHBIE TEOPETUUECKUE
3HaHWS, BJIAJEET TEPMUHOJIOTHEHN, [ENaeT apryMEHTUPOBAHHBIE BBIBOABI H
00001IeH s,  NPUBOJUT  MPUMEPHI,  TMOKa3bIBa€T  CBOOOJHOE  BJIAJICHUE
MOHOJIOTUYECKOW PeUbl0, HO IIPU 3TOM JIENAeT HECYIIECTBEHHbIE OMIMOKH, KOTOphIE
OBICTPO HCHPABISET CAMOCTOSTENILHO WM TMpPU HE3HAUYUTEIbHOM KOPPEKLUU
IIPENOAAaBaTENIEM.

Ounenka «3» («yI0BJETBOPHUTEJIBHO»): CTYIACHT AEMOHCTPUPYET HETIYyOOKHE
TEOPETUYECKHE 3HaHUsS, MPOSBIAET cnabo CcHOPMHPOBAHHBIE HABBIKM aHAIHM3a
SIBJICHUW U NPOLIECCOB, HEIOCTATOYHOE YMEHHE JI€JIaTh apPIYMEHTUPOBAHHBIE BBIBOIbI
U TPUBOAWTH NPHUMEPBI, TOKA3bIBAET HEIOCTATOYHO CBOOOJHOE BJIAJCHHE
MOHOJIOTHYECKON pPEeYbl0, TEPMUHOJIOIMEN, JOTUYHOCTBIO U IOCIEA0BATEIBHOCTHIO
U3JI0’KEHUS, JENAeT OLIMOKH, KOTOPbIE MOKET MCIPABUTH TOJBKO MPU KOPPEKLMU
IPENo/IaBaATEIIEM.



OuneHka «2» («HeyIOBJETBOPUTEJIbHO»): CTYJACHT JEMOHCTPUPYET HE3HAHUE
TEOPETUYECKUX OCHOB IPEAMETA, HE YMEET JieJlaTh apTyMEHTHUPOBAHHBIE BBIBOJIbI U
IPUBOJUTH MPUMEPHI, MOKA3bIBAET CJIa00€ BIJIAJIECHUE MOHOJIOTHYECKON peublo, HE
BJIaJICET TEPMUHOJIOTHUEH, MPOSIBIISIET OTCYTCTBUE JIOTUYHOCTH u
MOCJIEA0BATEILHOCTHIO U3JI0KEHUS, JeaeT OMUOKH, KOTOPbIe HE MOXET HCIPABUTh
JaXKe MPU KOPPEKIMHU MPernoiaBaresieM, OTKa3bIBA€TCS OTBEYATh Ha 3aHATUH.



