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Pa6ouas nporpamma cocrasieHa Ha ocHoBe @I'OC BO mo HampaBieHHIO IOATOTOBKH
(cnenumansaocTh) 41.03.06 ITyOmHyHas HOMUTHKA M COLMAIbHBIE HAYKH, YTBEPXKICHHOTO IIpUKa-
3oM MOuH P® o1 20.10.2015 Ne 1174.

PaGouas nmporpaMMa paccMOTpeHa H ooOpeHa Ha 3acenanuu kadenprr I'ocyrapcTBeHHOTO
U MYHHIMIIAIBHOTO YIIPABICHHUs M YIPaBleHus mepcoHanom «31» asrycrta 2018 r., mpoTokoi
Ne 1.

/ H.P. Bansiickas /
(H.0. ®amunus)

3aB. kadeapoit
(ngonycey)

PaGoyast mporpamMma 0f00peHa METOJMYECKOH KOMHCCHEH MHCTHTYTa OKOHOMHKH H
ynpasienust «05» centsops 2018 r., mpotoxon Ne 1.

[Ipencenarens <~ /H.P. banbiHckast /
nucy) (H.0. Pamunusn)

PaGoyas mporpamMma cocTaBlieHa: JOIEHT Kadeaps! I'ocy1apcTBEHHOTO ¥ MyHHIHIAIBHO-

ro yIpaBJICHUs U YIIPABJICHHUS IIEPCOHAIIOM, KaHM. (bHIIOC. HayK, JOLEHT
(OonacrHocms, yuenas ci , yueHoe )

/ O.C. Inugyruna/
(H.0. ®amunus)

Penensent: aupexrop OO0 «MMK-WnaycTpranbHbli Iapky», KaHIUIAT SKOHOMHIECKHX HayK
(OonxcHocme, yuenas c , YueHoe 2)

/ B.B. IpemoB /
(H.0. ®amunus)




JlneT perucrpanuu [3MeHeHH il U 10MOJTHeHH i

Jlata.

No Paszzgen Kparkoe conepxKanne Ne mporokona Topace:
n/m | mporpamMmbl WU3MEHEHU s/ IOTIOIHEHUS 3acelaHus i
kadeapou
Kadeapbt A
1. 1.8 VyeOHO-METOINYECKOE u | 18.09.2019, N2
HH(OPMALMOHHOE obecrieyeHue . y
JICITLIAHBL ' )
2 1.8 YV ueOHO-METOIMUECKOE u | 31.08.2020, Nel {
uH(OPMAIMOHHOE obecrieueHue
JTUCIATUTHHEL
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|
|
|
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1 Ilesn ocBOEHMSI AUCHMIIJIMHBI

Ilenpr0 OCBOEHUS TUCUMILIMHBI «J{OKYMEHTUPOBAHUE YIIPABICHYECKOW NEATEIBHOCTUY SB-
JAETCA U3YYCHUE TEOPETHUYECKUX M IMPAKTUYECKUX OCHOB CO3[aHUs JOKYMEHTOB YIIPABJICHUS;
rpaMOTHON U 3()()EeKTUBHON OpraHU3aIMH COBPEMEHHOTO JICJIIONPOU3BOJICTBA HA MPEANPUATHUIX
U B OpraHu3anusix.

2 MecTo TUCHMILUIMHBI B CTPYKTYpe 00pa30BaTeIbHOM MPOrpaMmbl
MOJArOTOBKM 0akajiaBpa

Jucuumimuna b1.5.13 «/lokyMeHTHpOBaHME YIIPaBIEHUYECKON AEATEIBHOCTH» BXOIUT B
6a30By10 yacTh bioka 1 oOpa3oBaTenbHON MporpaMMbl 10 HampaBiieHuto nmoarotoBku 41.03.06
[Ty6GinyHas NOTUTHKA U COIMANIbHBIC HAYKH

N3yuyenne nucuMmInHbl 0a3upyeTcs Ha 3HAHMAX, [TOJYYEHHBIX B pe3ylbTare U3y4deHus
JUCLUIUINHBL «PyccKuil sI3pIK» B 00beMe cpeiHel 0011e00pa30BaTeIbHOM IIKOJIBI.

3HaHUS M YMeHMs, IOJTy4YEHHbIE IIPU M3YyYCHUU NAHHOH AMCLUIUIMHBI, OyAyT HEoOXo-
JMIMBI TIpH U3y4eHnn «JlemoBbie KoMMyHUKan» « TeXHOIOTHH OpraHU3aliy MPOBEICHUS ITy0-
JMYHBIX ¥ HAYYHBIX MEpONpUsATHil», «I[IpoekTHas AeATelbHOCTbY, IPOXOKIACHUN yu4eOHOM mpak-
TUKH TI0 MTOJYYSHUIO TMEPBUYHBIX MPO(PECCHOHATBHBIX YMEHUH 1 HABBIKOB, B TOM YHCIIC ITEPBHY-
HbIX YMEHHUH U HAaBBIKOB HAy4HO-HCCIIEZOBATEIbCKOM NEATEIBHOCTH M INPOU3BOACTBEHHOH -
MPAKTHUKH IO MOJTYYCHHUIO MPOPECCHOHATBHBIX YMEHHH U OTbITa IPOodecCHOHANBHON A TENIbHOCTH.

3 Komnerenuun ody4yarouierocsi, popmMupyembie B pe3yibTaTe 0CBOCHHUS
AUCHUIIMHBI M IJIAHUPYeMbIe pPe3yJibTaThl 00yUeHust

B pe3ynbpTaTe OCBOCHHS TUCHUILUIMHBI «JlOKYMEHTHPOBAaHUE YIIPABICHUYECKOMN eATeIbHO-
CTH» 00YyYaIOIIMICS TODKEH 00J1a1aTh CAEAYIOMUMHU KOMITETEHIIUSIMU:

CrpyKTypHBII
JIEMEHT [1nanupyemble pe3yabTaTbl O0yUEHHS

KOMIICTCHIIN

OIIK — 2 - BaagenueM oGLIEHAYYHOH TEPMHUHOJIOTHEl, yMeHHEM PadoTaTh ¢ OPUTHHAIBLHBIMH
HAYYHBIMH TEKCTAMH M COJEPKAINMMICH B HUX CMBICJOBBIMH KOHCTPYKIMAMHA

3HaTh — OCHOBHBIC TMOHSATHS U KAaTETOPUHU MOJUTHYCCKUX U COIMAIBHBIX HAyK, UX OCHOBHEIC
TPaKTOBKH

— HamOoliee BaKHbIE HAy4YHble W IyOJIMIIUCTUYECKHE TEKCTHl OTEYECTBEHHOM]
MTOJTUTHYECKOH U YITPaBIEHIECKON MBICITH.

— KJIFOUEBHIC KOHIICTIIMKW W WJEU, JOCTHIKEHUS OTEYECTBEHHBIX U 3apyOC)KHBIX|
uccienoBarenell B 001acTH TEOPUHM M METOJUKHU MPHUKIIATHOTO COIUOJIOTHYECKOrO U
MTOJTUTOJIOTMYECKOTO MICCTIeTOBAaHUN

YMeTL — pa60TaTB C OpUIMHAJIbHBIMH HAYYHBIMHW TEKCTAaMH W COACPKAIIUMHCA B HUX|
CMBICJIOBBIMH KOHCTPYKIIUAMU

— MOHWMATh, U3JaraTb W KPUTHYECKU AaHAIM3UPOBATH OA30BYI0 HAyYHYIO W
YIpaBJIeHYECKYI0 HHPOPMALIHIO

— aJeKBaTHO NPUMEHATh OOILIeHay4Hble TIOHATHS M KaTeropuud JJisl aHaJIn3a
OPUTMHAJBHBIX TEKCTOB M Pa3IMYHBIX MCTOYHUKOB, COIEPXKAIINX YHPABICHYECKYIO
nH(pOPMAIHIO

— IMPUMCHATH TCOPETHYCCKUEC 3HAHUA B peam)Hof/'I MOIUTHYECKON IIPAKTHUKE HAa YPOBHCE]
aHaJIn3a, OKCIICPTU3bI, KOHCAJITHHIA, MCHCIPKMCHTA, OLITH IOATOTOBJIICHHBIM K
OpTaHU3alMOHHO-YIIPABICHYECKOMY BUAY NMPO(EeCCHOHAIBHON AESTENTLHOCTH

BJ'Ia,I[eTB — HaBbIKaMH HCIIOJIb30BaHUs 06meHaqu0171 TCPMUHOJIOTUN n pa60T1>1 C|
OPUTMHAJIbHBIMU HAYYHBIMU TCKCTAMH HW COACPKAIIUMUCA B HUX CMBICIIOBBIMU
KOHCTPYKIUSAMU




4 CTpyKTYpa U coJepkaHue JUCUUIIMHbI

OO6mas TpyA0€MKOCTh JUCIMIUIMHBI COCTABIISIET 3 3aueTHhIX enunuibl 108 akaj. yaca, B TOM 4HCIIE:

— KOHTakKTHas pabota — 73,9 akaj. 4acoB:
— ayauTopHAas — /2 aKaj. 4acoB;
— BHeayauTopHas — 1,9 akan. Jaca;

— camMocTosTenpHas padora —34,1 akaz. yaca;

— OPOMCKYTOYHAA aTTeCTallud - 3a4CT
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Teopernyeckne OCHOBBI AeJONPOU3BOACTBa op-| 1 6 5 —UW3yuenne yueOHOro Ma-|YCTHBIH OIpPOC. OIIK-2-3ys.
raHu3aluu. Tepuaja, BhIHECEHHOTo Ha ca-|IIpoBepka  MHIMBHIYalbHBIX
MOCTOSITEIbHYIO TIPOPAbOTKY, |3a1aHH.
MOJTOTOBKA K TEKYIIUM 3aHs-
THSIM.
—IloaroroBka  BBICTYILIE-
HUH C TOKJIaJaMU.
—Hamnucanue KOHTpoOJBHOM
paboThI.
—Ilouck pomonHUTENHHOMN
WHpOpPMALMK 1O  3aJaHHOH
Teme (padota ¢ 6ubamorpadu-
YeCKMMH MaTepHallaMH, CIpa-
BOYHMKAMH, KaTaJIOTaMH, CIIO-
BapsIMH, SHIUKIIOTIEIUSIMHU).
O6mme npaBuia odopmiaeHus ynpapieHde-| 1 6 6 5 —W3yuenne y4eGHOro wma-|YCTHBIH ompoc. :
CKHMX JIOKYMEHTOB TepHaa, BHIHECEHHOIro Ha ca-|IIpoBepka MHIMBHIYaIbHBIX OIIK-2-3y¢
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MOCTOATENILHYIO TPOPabOTKY, |3a1aHHI.
IMOATrOTOBKAa K TCKYUIUM 3aHA-
THSIM.
—IloaroToBka  BBICTYyILIE-
HUU ¢ JOKJIaJaMU.
—Hamnncanne KOHTpOJIBHOI
paboTHL.
[Touck nOMOIHUTENBHOM HH-
dbopMaruu 1Mo 3aJaHHOW TeMe
(pabdora ¢ Oubmuorpaduye-
CKUMH MaTepuajiaMu, CIpa-
BOYHHKAMH, KaTaJIOTaMH, CIIO-
BapsaMu, BHHI/IKHOHG)II/ISIMI/I).
OcodennocTu cocraBiaennss u opopmienusi| 1 6 6 5 —W3yuenne yueOHOro Ma-|YCTHBIN ompoc.

OCHOBHBIX JOKYMCHTOB YIIpaBJICHUS.

Tepuana, BEIHECEHHOTO Ha ca-
MOCTOSITENIEHYIO TIPOPadOTKY,
MOJTOTOBKA K TEKYIIUM 3aHs-
THSM.
—IToaroroBska
HUM C JIOKJIaJIaMH.
—Hamnucanue KOHTpOJBHOM
paboThI.
Ilouck AONOJIHUTENBLHON WH-
dbopMaruu 1o 3aJaHHON TeMe
(pabora c¢ Oubmuorpaduye-
CKMMH MaTepuallaMH, CIpa-

BBICTYIIJIE-

[IpoBepka MHIAMBUIYATBHBIX
3aJaHuH.

OIIK-2-3y6




Pasnen/ rema
ACIUILUIMHBL

Cemectp

AynuTtopHas
KOHTaKTHas pabo-
Ta
(B akan. Jacax)

TICKIH
nabopar.
3aHATHS
MpaKTHY.
3aHATUA

CamocTrosTenbHas pado-

Ta (B aKaJ. Jyacax)

Bun camocTosTenbHON
paboThI

DopmMa TEKyLIEro KOHTPOIS
yCIIEBAEMOCTH U
MPOMEKYTOUHOM aTTecTaluu

Kox v cTpyKTypHBIT
3JIEMEHT
KOMITETEHITU T

BOYHUKAMH, KaTAJIOTAMH, CJIO-
BapsIMH, SHITUKJIONEAUIMH)

IIpaBuia opopMiieHUs TOKYMEHTOB 110 JIMY-
HOMY COCTaBY

—H3zyuenne ydeOHOrO Ma-
Tepuaa, BEIHECEHHOTO Ha ca-
MOCTOSITENIEHYIO TIPOPabOTKY,
MOATOTOBKA K TEKYIIUM 3aHs-
THSM.

—Iloaroroska
HUH C TOKJIaJaMU.

—Hamnncanne KOHTpOJIBHON

paboThL.
Ilouck AONOJIHUTENBLHON WH-
dbopMaruu 1o 3aJaHHOW TeMe
(pabora ¢ OGubOMorpaduye-
CKUMH MaTepuajiaMu, CIpa-
BOYHHKAMH, KaTaJIOTaMH, CIIO-
BapsIMH, SHITUKJIONETUSIMH)

BBICTYILJIC-

Yerueit  onpoc.  IIposepka
MH/IMBUYAJIbHBIX 33aHUH.

Opranuszanust 10KyMeHTO000poOTA.

—MW3yuenne ydeGHOrO Ma-
Tepuaja, BEHIHECEHHOTO Ha ca-
MOCTOSITEITEHYIO TPOPabOTKY,
MOJrOTOBKA K TEKYIIUM 3aHs-
THSIM.

—IToaroroBska
HUU C JOKJIaJlaMU.

—Hanucanne koHTponbHOU
paboTHI.

BBICTYIIJIE-

Yerubit  ompoc.  IIposepka
VHJVBHIYJIbHBIX 33JJaHUN.

OIIK-2-3ys
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ITouck AOMONMHUTENBHON WH-
dbopMaIu 1o 3aJaHHOW TeMe
(pabora c¢ Oubmmorpaduye-
CKUMH MaTepHuallaMH, CIpa-
BOYHHKAMH, KaTaJOraMH, CJI0-
BapsAMH, SHIUKIIOTEIUIMH)
OcHoBHbIE MPaBUJIa OpraHu3amnuu padorel ¢/ 1 6 6 7,1 —UWsyuenne yueOHoro ma-|YctHbIi ompoc. IlpoBepka| OIIK-2-3ys
JOKYMEHTAMH TepHaJia, BEIHCCCHHOTO Ha Ca-| MHAWBUIYaJbHBIX 3aJaHUI.
MOCTOSITCJIbHYIO TIPOpabOTKY,
MMOATrOTOBKAa K TCKYUIUM 3aHA-
THSIM.
—IToaroroBka  BBICTYILIE-
HUH C TOKJIaJaMU.
—Hamnncanne KOHTpOJIBHOMN
paboThL.
ITouck nOMOSHUTENIBHOW WH-
dbopMammu Mo 3aJaHHON Teme
(pabota ¢ Oubmmorpaduye-
CKAMH MaTepHajaMHu, CIpa-
BOYHHKAMHM, KaTaJoraMu, CJio-
BapsIMH, SHITUKJIONEAUSIMH)
Hroro no paszneny 36 36 | 34,1 IIpoBepka MHAMBUAYAIBHBIX
3aJaHui
Hroro 3a cemecTp 36 36 | 34,1 IIpomexyTounas arrecra-

¥ - 3a4eT







5 O6pa3oBaresibHbIe H HHPOPMAIHOHHBIE TEXHOJIOTHH

Peanuzamus KOMIETEHTHOCTHOTO MOJAXOa MPeayCMaTPpUBAET MCIOJIb30BaHUE B y4EOHOM
npolecce aKTUBHBIX U MHTEPAKTUBHBIX (POPM MPOBEACHUS 3aHATUH B COUYCTAaHUHM C BHEAYIH-
TOpHOI paboToit ¢ 1enblo (OPMUPOBAHUS U Pa3BUTHUSL MPOPECCHOHATBHBIX HAaBBIKOB 00yuaro-
1111705

[Tpu oOyueHuu CTYIEHTOB AUCLHUILUIMHE «J/OKyMeHTHpOBaHHE YIPaBICHYECKON HesTelNb-
HOCTHY CIIEAYET OCYIIECTBIIATD CIEAYIONINE 00pa30BaTEIbHBIE TEXHOIOTHHU:

1. TpaguuuoHHble 00pa3oBaTe/bHbIe TEXHOJOIMH OPUEHTUPYIOTCS Ha OPraHU3alUIo
00pa30BaTeNbHOTO IpoLEcca, MPEANOIaraollyo IpsIMyl0 TPAHCIIALMIO 3HaHUN OT MperojiaBa-
TeNsl K CTYINEHTY (NMPEUMYIIECTBEHHO Ha OCHOBE OOBSICHUTEIbHO-WJUTIOCTPATUBHBIX METO/0B
o0yueHus).

Dopmbl yuedOHbIX 3AHAMUIL C UCNOTbI0BAHUEM MPAOUUUOHHBIX MEXHOTIOZUIL:

WNupopmaninoHHast JeKIHs — MOCIEI0BaTEIbHOE U3JI0KEHUE MaTepuajja B JAUCLUILIIMHAP-
HOM JIOTHKE, OCYIIECTBIISIEMOE NMPEUMYIIECTBEHHO BepOaTbHBIMU CPEACTBAMU (MOHOJIOT MPEMNo-
JlaBaters).

[TpakTyeckoe 3aHATHE, MOCBSIIEHHOE OCBOCHHIO KOHKPETHBIX YMEHUN M HABBIKOB I1O
IPEJIOKEHHOMY aJITOPUTMY.

2. TexHoJioruM NMPoOIeMHOr0o 00y4eHHsI — OpraHu3alks 0Opa30BaTENBHOIO Ipoliecca,
KOTOpasi MPEAIoIaraeT MOCTAHOBKY MPOOJIEMHBIX BOIPOCOB, CO3JAAHHE YYCOHBIX MPOOIEMHBIX
CUTYallui AJIs CTUMYJIHMPOBAHUS aKTUBHOM MMO3HABATENBHOMN JAESITEIbHOCTU CTYJCHTOB.

Dopmbl yueOHbIX 3AHAMUIL C UCNOTLIOBAHUEM MEXHOI0ZUIL NPOOIEMHO20 00yUEeHUA:

[TpakTrueckoe 3aHsATHE B (DOpME MpaKTHUKyMa — OpraHu3anus yueOHOW paboThl, HampaB-
JICHHasl Ha pellleHue KOMIUJIEKCHOM y4eOHO-TIO3HAaBaTeIbHOM 3ajaun, TpeOyrolle OoT CTyAeHTa
MPUMEHEHUS KaK Hay9HO-TEOPETUUECKUX 3HAHUM, TaK U IPAKTUYECKUX HABBIKOB.

3. TexHoJIOTHH MPOEKTHOro O0y4YeHHsI — OpraHM3alus 0Opa30BATENBHOTO MpoIecca B
COOTBETCTBUHU C aJITOPUTMOM MOITAMHOTO pEUICHUS MPOOJIEMHON 3aJayd WM BBITOJHEHUS
yuebHoro 3aaanus. [IpoekT npeanogaraeT COBMECTHYIO Y4eOHO-TI03HABATEIbHYIO JEATEIbHOCTD
TPYNIbl CTYICHTOB, HApPaBIEHHYIO Ha BBIPAOOTKY KOHIEMIIMU, YCTAHOBJICHUE LIeJe U 3amad,
(GOpPMYITUPOBKY O0XKHAAEMBIX PE3yJbTATOB, ONPEIEICHUE MPUHIIUIIOB U METOJUK PEIICHUs TO-
CTaBJICHHBIX 3aJia4, JIAHUPOBAHUE X0J1a pabOThI, MOUCK JTOCTYIMHBIX U ONTUMAIBHBIX PECYpPCOB,
MO3TAIIHYIO PeaIM3allIo TUIaHa paboThl, MPE3EHTALNIO PE3yJIbTaTOB PabOThl, UX OCMBICIECHUE U
peduiekcuro.

OcHogHble munsl RPOEKmMog:

TBopYeckuil mpoeKT, Kak MpaBUIO, HE UMEET JAeTaTbHO MPOPaOOTaHHON CTPYKTYPHI; yueO-
HO-TI03HABaTeNbHAsL JAESITEIbHOCTh CTYACHTOB OCYILECTBISETCS B paMKaX pPaMOYHOTO 3a/laHusl,
MOJAYMHSIACH JIOTUKE U MHTEPECAaM YYaCTHUKOB MPOEKTA, )KaHPy KOHEUHOI'o pe3ylibTara (raserta,
buibM, pa3aHUK, U3aHNE, DKCKYPCHUS U T.I1.).

4. InTepakTUBHBIE TEXHOJOTHH — OPTaHU3AIMS 00Pa30BATEIBLHOTO MPOIECcca, KOTOpast
npeamnojgara€tT aKTUBHOC U HeJIMHEeHHOoe BSaHMO)IeﬁCTBHe BC€X YYAaCTHUKOB, NOCTHIKCHHEC Ha
3TOH OCHOBE JIMYHOCTHO 3HAYMMOTO JIJIsl HUX 00pa3oBaTesbHOro pesynbrara. Hapsay co cremu-
AIIM3UPOBAHHBIMU TEXHOJOTUAMU TaKOro poJga MpUHIOUIT MHTCPAKTUBHOCTU MPOCIIC)KUBACTCA B
OOJIBIIMHCTBE COBPEMEHHBIX 00pa30BaTEIbHbBIX TEXHOJIOTHH.

Dopmbl yuedHbIX 3aHAMUIL C UCNOIb306AHUEM CREYUATUIUPOCAHHBIX UHMEPAKIMUBHBIX
mexnono2uii:

CeMuHap-IUCKYCCHS — KOJJIEKTUBHOE 00CYKIEHUE KaKOro-Iu00 CIIOPHOTo BOIIPOca, Mpo-
OJieMbl, BBISIBJICHHE MHEHUH B TpyIie (MEKTPYIIOBON AUATIOT, TUCKYCCHUS KaK CIIOP-TUAJIOT).

5. UHdopMannoHHO-KOMMYHUKALIMOHHBbIE 00pa3oBaTe/ibHbIe TEXHOJOTHH — OpraHu-
3anus O6p330BaTeJII:HOFO nponecca, OCHOBaHHAA Ha NPUMCHCHHUU CICHHAIMU3UPOBAHHLBIX IIPO-
IPaMMHBIX CpeJl U TEXHUUYECKUX CPENCTB paboThl ¢ HH(OpMAaLIUEH.

@opMbl y4yeOHBIX 3aHATHH C HCIOJNBb30BaHUEM HH()OPMAITMOHHO-KOMMYHHUKAIIHOHHBIX
TEXHOJIOTHIL:

Jlexuus-Bu3zyanusanus — M3JI0)KEHUE COJEP)KaHUS COIPOBOXKIAETCS Ipe3eHTauuen (ae-



MOHCTpaIMe y4eOHbIX MaTepUaoB, MPEACTABICHHBIX B Pa3IMYHBIX 3HAKOBBIX CUCTEMaX, B T.4.
WUTIOCTPATUBHBIX, IpaUUeCcKuX, ayIno- U BUJICOMATEPHAIIOB).

[TpakTuyeckoe 3anaTue B (hopMe MPE3ECHTALNU — NPEACTABICHUE PE3YJIbTAaTOB MPOEKTHOM
WIM HCCIIEIOBATEIbCKON NEATENIBHOCTH C HMCIOJIb30BAaHUEM CHEIMATU3UPOBAHHBIX MPOTrPaMM-
HBIX CPEJICTB.

6 YueOHO-MeTOAHUYeCKOe o0ecneyeHne caMOCTOATEIbHOI padoThI 00y4aloIuXCs

Ilpumepnaa cmpykmypa u cooeprycanue pazoena:

[To mucumrumHe «/loKyMEHTHpPOBaHME YIPaBICHUECKON IESTENbHOCTH IPEIyCMOTpEHA
ayAUTOpHAsl U BHEAYAUTOPHAS CaMOCTOSTEIbHAs paboTa 00ydaromuXCs.

AynuropHas caMocTosTeNbHas paboTa CTyJEHTOB MPEATOJAracT BHIITOJHEHUE MTPaKTHYe-
CKHX pador.

Ilpumepnvie ayoumopnuvie npaxmuuecxkue pavomut (AI1P):

AIIP Nel «Teopemuueckue 0cHO8bl 0€10NPOU3BO0CHIBA OP2AHUZAUUUY.
[IpoBoautcs B dopMe cemuHapa Mo OOOOUICHUIO ¥ YIIyOJNEHUIO 3HAHUN MOHATUHHO-
KaTeropuaJibHOTO armapaTta JUCIUIUIMHBI C SJIEMEHTaMH JUCKYCCHUH.

Ornpoc no Marepuanam Jekuu 1.

DBOJIOIHUS JOKYMEHTAa KaK HocHuTelsl nH(popManuu. Bo3HUKHOBEHNE U Pa3BUTHE OTCUSCTBEHHO-
ro Jaenonpou3BoacTBa: JemonpousBoactso B cpeanue Beka (XI-XV BB.). [IpukazHoe aeaonpo-
u3BojacTBO (XVI-XVII BB.). Komnexckoe aenonpousBoacteo (XVIII B.). Munucrepckoe aeno-
npou3BocTBO B Poccuu (XIX - Hayano XX BB.). ['ocynapcTBeHHOE 1€70MPOU3BOJICTBO B COBET-
ckoe BpeMsi. COBpeMEHHOE JeI0NPOU3BOICTBO B PO.

AIIP No2 «Cospemennoe 2ocyoapcmeeHHnoe pecyiuposanue 0e10npouseoocmea ¢ P®y.

3aKoHOJIaTeNIbHOE peryaupoBaHue Jenonpous3BoacTsa B PO. denepanbhblil 3akoH «O6
uH(popMalnu, THPOPMAIIMOHHBIX TEXHOJIOTUSX U 0 3aiuTe nHopmauuny». deaepanbHbIN 3aKOH
«O KomMmepueckolt TaiiHe». DenepanbHblil 3akoH «O0 apxuBHOM Jene B Poccuiickoit denepa-
nun». denepanbHblil 3akoH «O nepcoHanbHBIX JaHHBIXY». [locTaHOBNIEHUE MpaBuTeNbCcTBa PO
«[IpaBuna MOATOTOBKM MPABOBBIX AKTOB (ellepalbHbIX OPraHOB MCIIOJHUTEIBHON BJIACTH U MX
rOCYJapCTBEHHOMN pETUCTpaLun».

HopMaTuBHO-MeTOAMUYECKOE PEryIMpPOBaHUE JIEIONPOU3BOACTBA. 1'OoCynapcTBEHHas CH-
cTeMa JOKyMEHTAIlMOHHOTO obecniedeHust ynpasienus. O0iue nonoxenus. Oomme TpedboBaHus
K JIOKyMEHTaM M ciayx0aM JnokymeHTtanmonHoro obecnedenus (I'CAOY). 'OCT P 6.30-20083:
YHuuuupoBaHHbIE CUCTEMbI JOKYMEHTAlMU. YHUUIMPOBAHHAS CHUCTEMa OpPraHU3aIlOHHO-
pacniopsaurensHol gokymeHTauuu. I'OCT P 51141-98 Jlenonpous3BoacTBO U apXUBHOE JEJIO.
Tepmunsbl 1 onpeaeneHus. Tumnosas UHCTPYKLUS MO AETONPOU3BOACTBY B (peepabHbIX opra-
HaX UCIOJHUTENbHON BacTu. IlepedyeHp THMOBBIX YIPaBICHYECKUX TIOKYMEHTOB, 00pa3yIoIIHX-
Csl B IEATEIbHOCTH OpraHMU3allHil, ¢ yKa3aHUEM CPOKOB XpaHEHHS.

AIIP No3 «Tpebosanusn Kk 61anKam 00OKyMEHM 08 YRPAGICHU).

[TpoBoauTcs B hopme cemuHapa 1Mo 0000IEHUIO U YIITyOIEeHUIO 3HAHHUM C DJIIEMEHTaMH JHCKYC-
cun. llonstue u Buabl OankoB. OOmuii 61aHK. brank nmuckma. biaaHk KOHKpETHOTO BHIA J0-
KyMeHTa. brnanku st paboThl ¢ MHOCTPaHHBIMU KOMMaHHUsIMH. ['epOoBbIii OmaHK. PekBU3UTHI
Omanka. [IpomonpHOE pacmoyioKeHue PEKBU3UTOB OJIaHKa. YTJIOBOE ()IaroBoe M IEHTPOBAHHOE
pacmooXeHne peKBU3UTOB OJIaHKa.

BrimonHeHne MpakTHYECKOTo 3aJaHusl MO COCTaBJICHHMIO YIJIIOBOTO U MPOJOJIBHOTO o0pasia
OnaHka.

AIIP No4 «OQobugue npasuna oghopmaenus ynpasieHueckKux 00OKyMeHmoe»
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[TpoBoautcst B hopMe ceMHuHapa 1Mo 0O00OIICHNIO U YIITYOIeHUIO 3HAaHUN C 3JIEeMEHTaMH JHUCKYC-
CHH.

Onpoc no Marepuaiam JeKUuu 2.

[IpakTHyeckoe 3HAKOMCTBO ¢ O(OPMIICHHEM PEKBHU3UTOB JOKYMEHTOB yIpaBieHUs, BeimomHe-
HUE KOHTPOJIBHBIX 3aaHUi

AIIP No5 «Cocmaenenue 1udHbIX 0OKYMEHM 08,
[TpoBomuTcs B opMe ceMruHapa 1mo 00OOIICHUIO U YIITYOJICHHIO 3HAHUH C 3JIEMEHTaAMH JIUCKYC-
cuM. 3asBieHus, aBToOHOrpaduu, pe3roMe, JINYHbIE JOBEPEHHOCTH, pacnucku. OCHOBHBIE PEK-
BU3UTHI, TIPABUJIA COCTABIICHUS U 0POpMIICHHS. BBIITOTHEHHE KOHTPOJIBHBIX 3aaHUi

AIIPNe6 «Paboma c 0oKymenmamu, coOeprHcauyumu KOHPUOEHYUAIbHbLE C8EOCHUA).
[lepeuens cBeneHuil KOH(pUICHIMANBHOTO Xapakrepa. [lonsTie KoMmMepueckoi TalHbl. CBene-
HUs, OTHOCSALIMECS K KoMMepueckoi TaiiHe. [lopsaok BeneHus aenonponu3BOACTBA JOKYMEHTOB,
coJIepKalIuX KOMMEPUECKYIO TailHy. 3aluTa JOKyMEHTOB, COJAEPKAIIUX KOMMEPUYECKYIO TaliHYy.

Ilpumepnsie unousuodyanvrsvie domamnue 3aoanus (H/]3):

H/[3 Ne 1 «Ponb 00KymeHmupoeanus ynpasieHuecKoil 0eameabHocCmu 6 pazeumuu oouie-
cmeay.

Pexomenaaiuu no cocTaBiIeHUIO U JOPaOOTKE KOHCIIEKTA JICKIIHH.
Paccmotpenue gaHHO# TeMbl HEOOXOAMMO HAaYaTh C U3YYEHUS] OCHOBHBIX MOHATHIA JaHHOU JHC-
uuruHel. [Ipu 3TOM cienyer pa3o0parhCsi ¢ CYIMIHOCTBIO KaTteropuu «JloKkymMeHTHpOBaHUEY.
bonee monpoOHO crneayeT paccMOTPETh CTPYKTYPY, COIEpKaHUe, IeNId U 3aJa4l JUCIUILINHBI,
HUCTOPUIO Pa3BUTHA JOKYMEHTOOOOpoTa. [lanee HEOOXOAMMO H3YyUHUTh COCTAaB HOPMATHUBHO-
METOUYECKON 0a3bl JOKYMEHTUPOBAHHUS YIIPABICHYECKOMN AESITENTbHOCTH B COBPEMEHHBIX YCIIO-
BUSIX X03511CcTBOBaHMS. OTIETBHO CIEIYET pACCMOTPETh
CTpaTeruio yIpaBJIeHUsS JOKYMEHTAMHU B OpraHM3AIlNH, a TakKe U3Y4UTh (POPMBI COBPEMEHHOU
JIOKYMEHTAIUH.
KiroueBsie c10Ba:OKyMEHT, JOKYMEHTHPOBAaHUE HH(POPMAIUH, TOKYMEHTUPOBAHUE YIIPABJICH-
YECKOM JesATENHbHOCTH, KIMHOIHWCH, TOJUTHKA YIPaBICHUs JTOKYMEHTAMH, CTaHJapTH3allus,
CTpaTerus ynpaBleHus: JOKYMEHTaMH, YHHU(PUKAIUS.
3ajanue s CaMOCTOSTEIbHONU PabOTHhI:
1. I3yunTh KaTeropuaibHbIi anmapar.
2. lopaboTaTh MaTepHabl JEKLIUH.
3. [oarotoButhes k padbote Ha nekiuu mo teme 1. [ToBTOpUTH BOMPOC: CYMIHOCTh KaTeropuu
«/loxkymeHTHpOBaHUEe)» (yueOHas TUCIUTUTMHA «J[OKyMEHTHPOBAHHE YITPABICHYECKOM
JEeSTENbHOCTHY, IeKIust Nel). BBITh TOTOBBIM K OOCYXICHHIO 3TOTO BOMPOCA B XO/I€ JICKIIHH.

H][3 Ne 2. «Obuwgue npasuna ohpopmaenus ynpagienyecKux 00KyMeHn o).
PexoMeHaanmu 1Mo COCTaBJICHUIO U AOPa0OTKE KOHCIIEKTA JICKIUHU. V3ydeHne MaTepuaioB JTaH-
HOW TEMBI CJIeyeT HAa4aTh C pacCMOTpPEHHUs TpeboBaHUN K OPOPMIICHHIO PEKBU3HUTOB. Takke
CIIeTyeT U3YYHTh COCTaB PEKBH3UTOB. Jlajiee HEOOXOAMMO Pa300paThes ¢ MPUMEHEHUEM M pac-
MOJIO’KEHHUEM Ha JIOKYMEHTE PEKBU3UTOB, OTMPEICIUTh UX 00IIMe 4epThl U paznuuus. Kpome To-
r'o, HY’)KHO JICTAJIbHO Pa300paThes ¢ pa3IMYHBIMUA BHIAMH TEKCTA IOKYMEHTA: TpadapeTHBIN J10-
KYMEHT, aHKeTa, Tabmuia, OaHkK.

KitroueBsie ciioBa: BU3a cOryiacoBaHwsI, Tpu( 03HAKOMIICHHS, JIaTa IOKYMEHTa, 3aT0JI0OBOK

K TeKCTY, HJICHTU(UKATOP JICKTPOHHOU KOMUH IOKYMEHTa, MHTEPBaJ, MOIUCH, MOJIe TOKYMEH-
Ta, PErUCTPAIOHHBIM HOMEp IOKYMEHTa, PE30JOLUs, PEKBU3UT, CTAHJAPTHBIN JTUCT OyMmard,
CCBIJIKa HAa PETUCTPAIMOHHBIA HOMEp M JaTy JOKYMEHTa, YAOCTOBEpEHHE NOKYMEHTa, Gopmy-
8.

3amanue A7 CaMOCTOSITENTbHOM PabOTHI:

1. I3yunTh KaTeropraibHBIN anmapar.
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2. NopaboTaTh MaTepHuabl JEKIUH.

3. IloAroTOBUTHCS K CEMUHAPY.

3. [MoaroroBuThCS K pabore Ha JeKnuu 1o TeMe 3. [IoBTOpUTh BOIIPOC: OCHOBHBIC

O0COOCHHOCTH MCIIOJIb30BAHHUSA SI3bIKA B JENOBOW nepenucke (yueOHas AucuMILinHa «/{oxymeH-
TUPOBAHUE YIIPABICHUECKON ACSITETLHOCTY, JeKIUs No2). BBITh TOTOBBIM K OOCYKICHHIO ATOTO
BOIIPOCA B XO/I€ JICKIUH.

H/[3 Ne3 «Ocobennocmu cocmagieHus u 0hopmiaeHus 0CHOBHBIX OOKYMEHM 08 YNPABIECHUA)
PexomeHammu o cocTaBICHUIO U TOPAOOTKE KOHCTIEKTA JIEKIHH.

Paccmotpenune naHHOW Tembl HEOOXOAMMO HauaTh C aHaIW3a OCOOEHHOCTEW OQHIMAIBHO-
JIIOBOTO CTHJIS TIO CPABHEHHIO C XYJOXKECTBEHHBIM, ITyOJUIIMCTUYECKUM, HAyYHBIM, YI€OHBIM,
Pa3rOBOPHBIM CTHIISIMU SI3bIKA.

[Tpu 3TOM HYXHO MTOJIPOOHO M3YUHTH JIEKCUYECKHE 0COOCHHOCTH IOKYyMEHTOB: yIOTpeOIeHne
MapOHUMOB, IJIEOHA3MOB, HCIOIb30BaHUE peueBbIX kiuiie. [locne 3Toro cienyer paccMOTpeTh
opdorpadudeckne 0COOEHHOCTH JOKYMEHTOB: NPUMEHEHHE MPONHCHBIX OyKB B Teorpadmuye-
CKUX Ha3BaHUSAX, HAMMEHOBAHUSIX OpraHU3aIHil.

Kpome Toro, HeoOxoauMo oOpaTuTh BHUMaHHE Ha opdorpadudeckue 0COOCHHOCTH TOKYMEH-
TOB: IPUMEHEHHE MPOIMUCHBIX OYKB B reorpauueckux Ha3BaHUAX, HAMMEHOBAHUSAX OpraHH3a-
nui. Tak e ciaenyeT BbIACHUTh HanOoJiee paclpoCTpaHEHHbIE B JOKYMEHTAX OLIMOKH CHHTAaK-
CHUCa U MyHKTYalluH: MOPSAIOK CIIOB, COIJIACOBAaHUE MOAJIEKAIIETO U CKa3yeMOoro, IpUYacTHbIE U
JieeTIpHYacTHBIE 000POTHI, CIIOBOOOPA30BAHMS.

KiroueBsie cnoBa: ab0OpeBuaTypa, JIakOHHU3M (OPMYITUPOBOK, HEUTpalibHas HSKCIPECCUBHAsS
OKpacka sI3bIKa, HEOJIOTU3M, O(HUIMAIBLHO-AEIOBOM CTHIIb, MOJHOTAa HH()OPMAINK, CHHOHHMEI,
TaBTOJIOTUHU, (PA3EOIOTUZMBI.

3aaHue 1715 CaMOCTOSTEIbHON paboThI:

1. U3yunTh KaTeropuaibHbIi anmnapar.

2. lopaboTaTh MaTepHuabl JEKLIUH.

3. lloxroroButkcs Kk paborte Ha ynekuuu. [ToBToputs Bompoc: opdorpapuieckne 0COOEHHOCTH
JOKYMEHTOB (y4eOHas IUCHUIUIMHA «J{OKyMEHTHpOBAaHUE YIPaBICHUECKON AESITEIbHOCTHY,
aexiust Ne3). BbITh TOTOBBIM K 00CYKJIEHHIO 3TOIO BOIIPOCA B XO/I€ JICKIUH.

HJ[3 Ned «Ilpasuna oghopmnenus 00Kymenmaos no 1u4HoOMy COCHAgy».
[Tpu m3ydeHnn TaHHOW TEMBI CTYJIEHTaM HEOOXOIMMO pa3o0paThcs C MPUHITUIAMHA pa3pabOTKH
nporpaMM yrpaBieHusi JokyMeHTamMu. Ocoboe BHUMaHME CleqyeT YIeJIUTh PacCMOTPEHHUIO
IPOIIEeTyphl MPOSKTUPOBAHKS M BHEAPEHUS JOKYMEHTHBIX CHCTEM. TakKe ClieyeT OCTAaHOBUTH-
Cs1 Ha 0COOEHHOCTSIX MOHUTOPHHTA U ayJIUTa JOKYMEHTHBIX CUCTEM.
Bornee nerambHO HEOOXOIUMO PACCMOTPETH CYIIHOCTh JIOJATOCPOYHOMN MPOTPaMMBI 00 yUESHHS
MepcoHaia OpraHu3aluy B 00JACTH yIpaBICHUS JOKYMEHTaMU U TPUMEHEHUsI 00yJarouX HH-
CTPYKIIHA, BKITFOUast 00y4aroIIy0 HHCTPYKITUIO CEKpeTapsl.
KitoueBsie cioBa: ayquT ympaBlieHUs HOKYMEHTaMH, KOHBEpTAIUsl, METOMOJIOTHS BHEIPCHHUSI,
MUTpanus JTOKyMEHTOB, MOHHTOPHWHT, HaJC)KHOCTh JOKYMEHTHOW CHCTEMBI, NMPOSKTUPOBAHHE
JOKYMEHTHOM CHCTEMBI, pPacIpelesieHHOe YIpaBJIeHUE, pErylIupyromas cpeaa, CTpaTerus
yIIpaBJICHUS TOKYMEHTaMHU.
3agaHue A CaMOCTOSITEIbHON paboThI:
1. U3yunTh KaTeropuajbHbIN ammapar.
2. NopaboTaTh MaTepHabl JEKIIUH.
3. IloAroTOBUTHCS K CEMHHAPY.
4. IMonrotoBUThCS K padote Ha neKiuu. [ToBTOpuTh BOIpoc: 001as XxapakTepucTHKa
JOKYMEHTHBIX cucTeM (yueOHas TUCHUILUIMHA «JlOKYMEHTHpOBAaHUE YIPABICHUYECKON NeATelb-
HOCTHY, NIeKIus Ne4). BbITh TOTOBBIM K 0OCYX/IEHHUIO 3TOT0 BOIPOCA B XOE JICKIIHH.

HJ[3 Ne5 «Opeanuzayus 00Kymenmoooopomay
PexoMeHganmm o cocTaBJICHUIO U JOPAOOTKE KOHCIIEKTa JICKIINH.
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B Hauaie cnenyer paccMOTPETh TEPMHUHBI «IEIOIPOU3BOJICTBOY, «IOKYMEHTAMOHHOE
o0ecreyeHne yNpaBiIeHUA», «IOKYMEHTHPOBaHUE MHPOPMALUN», «IOKYMEHTUPOBAHUE YIIPAB-
JICHYECKOH JICATEIIbHOCTIY, «IOKYMEHTOMIOTOKIY, «IOKyMEHTO000pOTY.

Jlanee He0OXOAMMO M3YUMTh OpPraHU3ALMIO JOKyMeHTOo00opoTa. Takke Hy)KHO MOAPOOHO Ipo-
aHAJTM3UPOBATh OCOOCHHOCTHU PAaOOTHI C BXOJSAIIMMHU M UCXOISIIUMH JOKYMEHTaMHU.

Kpome Toro, He00X0AMMO OCTAHOBUTHCS HA U3YYEHUH METOJOB COKPALECHUS I0KyMEHTO000pO-
Ta.

Crnenyer ynenuTb BHUMAaHHUE COICPKAHUIO KOHTPOJIS MCIIOIHEHHs JAOKYMEHTOB, €ro dTamam U
TEXHOJIOTMH.

KnroueBble ciioBa: BHYTPEHHHMH JOKYMEHT, BXOJSAIIMNA JOKYMEHT, JOKYMEHTOO0OPOT, TOKYMEH-
TOTOTOKH, MH(MOPMALMOHHO-TIOUCKOBAs CHCTEMa, MHICKCAIUA JOKYMEHTa, MCXOMASALIMHA JTOKY-
MEHT, KaTajor, 00beM JOKYMEHTO000pOTa, pallMOHAIBHOE IBUKEHHUE JOKYMEHTOB, PErUCTpali-
OHHO-KOHTPOJIbHAsS KapTO4Ka, PErUCTPALMs JOKYMEHTA, TEXHOJOTHUECKAsl CXeMa JIBHKCHUS J10-
KYMEHTOB, SKCIIEIULIUS.

3aaHue 1715 CaMOCTOSTEIbHON pabOThI:

1. I3y4nTh KaTeropuaibHbIi anmapar.

2. lopaboTaTh MaTepHabl JEKLIUU.

3. IloaroroButhes K paboTe Ha JekUMU. [IOBTOpUTH BOIIPOC: OpraHu3aius J0KyMEHTOo0OpoTa
(yaeOHas mucuuIuinHa «J{OKyMEHTHpOBaHHME YIPABICHYECKOW NEsTENbHOCTHY, JieKuus NoS).
BBITh TOTOBBIM K 00CYKIEHHIO 3TOI0 BOIIPOCA B XOJI€ JICKIUH.

HJI3 Vo6 «Ocnosnble npasuna opeanu3ayuu padomul ¢ 0OKYMeHmMaAMu)
PexoMeHa1um 1o cocTaBiaeHHIO U 1OpaOOTKE KOHCIIEKTA JIEKIUH.
Paccmotpenue qanHoi TeMbl HEOOXOMMO HAYaTh C U3YYEHUS POJIH MH(DOPMALMOHHO CIPaBOY-
HOM paboThI CITyKObI 1€70NPOU3BOICTBA OpTraHU3AIIIH.
[Tpu 3TOM cnenyer 0OpaTUTh BHUMAHUE HA BUJBI, ATAIbl Pa3pabOTKH, pa3esibl HOMEHKIIATYpbl-
nen. Takxe HeoOXOAMMO YSICHUTh, KaK OCYIIECTBISETCS TEKYyIllee XpaHEHUE JOKYMEHTOB M MX
HCIIOJIb30BaHUE.
UTO 03HAYAIOT WINCT-3aMECTUTENbY, «KapTa3aMEeCTUTEIb)?
Kpowme Toro, cnenyer oxapakTepu3oBaTh 3KCIEPTU3Y LIEHHOCTH JOKYMEHTOB, KPUTEPUU OLIEHKU
JIOKYMEHTOB, 0()OpMJICHUE €€ PE3YJIbTaTOB, Pa0OTY IKCIEPTHON KOMHCCHHU.
Taxoke cienyer paccMOTpPeTb OCOOGHHOCTH INMPOLECCOB MOJATOTOBKH, M3/aHUS, XPAHEHUS U UC-
M0JIb30BaHNS KOH(QUIACHIMAIBHBIX JOKYMEHTOB. Jlajgee Hy)XHO HM3y4UTh KaHaJIbl BO3MOXHOM
yTE€UKH MH(OpMAIK U yTPaThl JOKYMEHTOB. M B 3akitoueHne He0OX0MMO pacCMOTPETh
TpeOOBaHMS K U3TOTOBJICHUIO, YUETY, UCTIOIB30BAHUIO U XPAaHEHHUIO TePOOBBIX OJIAHKOB.
KiroueBsle cioBa: akT, A€o, JOJrOCPOYHOE XPaHEHUE TIOKYMEHTOB, JOCTYII K TOKYMEHTaM,
KOHTPOJIb JIEHCTBUHN, KOHTPOJIb MECTOIOJIOKEHHS TOKYMEHTa, HOMEHKIIaTypa Jell, OMUCh, IPH-
MEpHas HOMEHKJIaTypa [ell, TEKYLIee XpaHEHUE JOKYMEHTOB, THMIIOBas HOMEHKJaTypa JIell,
CBOJIHAas HOMEHKJATypa [JeJl, YHUUYTOKEHUE JOKYMEHTOB, JKCIIEpPTH3a IEHHOCTH JIOKYMEHTa.
['epOoBbIit OnaHK, rpud orpaHUYEHUs TOCTYIA K JOKYMEHTY, 3alllUIICHHbIH JOKYMEHTO000POT,
KOMMepuecKas TailHa, KOHQUICHIMATbHBIA JOKYMEHT, TPOMBIIIJICHHBIN MIMHOHAX, YTPO3bI J0-
KyMEHTaM, LieHHas HH(pOopMaIus.
3amanue s CaMOCTOSTEIbHOW PaOOTHI:
1. U3yunTh KaTeropuaibHbIi anmapar.
2. lopaboTaTh MaTepHabl JEKIUH.
3. IToAroToBUTHCS K CEMUHApY.
4. IloaroroBuTthest K paboTe Ha JeKIuu. [IoBTOpUTH BOMpoc: SKCHEepTH3a LIEHHOCTH JOKYMEHTOB
(yueOHas aucuUUIUIMHA «J{OKYMEHTHpPOBAHHE YIPABICHUYECKOH NEATENBbHOCTHY, JeKIus Neb).
BBITh TOTOBBIM K OOCY>KIEHHIO 3TOr0 BOMPOCa B XOJI€ JIEKIIHH.
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7 OueHoYHbIE CPeACTBA /ISl IPOBeeHUs POMEKYTOYHOM aTTeCTAIMU

a) HJIaHI/IpyeMbIe pe3yjabTaThbl oﬁyqe}mﬂ H OLICHOYHBIC CpeaACTBA AJIsl IPOBEACHUSA l'[pOMe)KyTO‘lHOi/i aTTeCcTalluu:

CTpyKTypHBIH
PYKTYP [Tnanupyemsble pe3yabTaThl 00y-
3JIEMEHT O1ieHOYHbIE CPEACTBA
YEHUS
KOMIIETEHIINU
OIIK-2 - BiaseHueM 00IEHAYYHOIl TePMUHOJIOTHEN, YMeHHEM PaGoTaTh C OPUTHHAJIBLHBIMH HAYYHBIMH TEKCTAMHU U COJIEPKAINMMUCH B HUX CMBICJIOBBIMU
KOHCTPYKIIUSIMHA
3HaTh — OCHOBHBIC ITIOHSTUSL U KaTeTOpUH Teopemuueckue éonpocwi:

MOJIMTUYECKUX UM COLUATBHBIX
HayK, UX OCHOBHBIE TPAKTOBKH

— Hamboyiee BaXKHBIE HAYYHBIE W
MyOIMIIICTUYECKHE TEKCThI OTe-
YECTBEHHOM  TMOJUTUYECKOW U
YIIPABJICHYECKOW MBICIIH.

— KJIFOUEBBIC KOHIEMIIUA U HJIEH,
JOCTHXKEHHSI OTCYECTBEHHBIX U
3apyOeXHBIX HCCIe/OBaTENed B
obmacTh TEOpHUH W METOIUKHU
MPUKIIAJHOTO COLIMOJIOTMYECKOTO
U TOJIUTOJIOTMYECKOTO HCCIEN0-
BaHUH

ko

~No

10.

11.
12.
13.
14.

15.
16.
17.

18.

Yro Takoe JOKyMEHT, C KaKOH LEIbI0 OH MOXKET CO3/1aBaTbCsi?

KakoBbl 0COOEHHOCTH JIEI0BOTO OOIIEHUS U MyOTHMYHBIX BBICTYILICHUN?

KakoBbI OCHOBHBIE TPU3HAKH KJIACCH(UKALINU TOKYMEHTOB?

Urto moHuMaeTcs noj JOKYMEHTAIIMOHHBIM 00€CIIeYeHHEM YIPaBICHUS?

B yem cytp cranmapruzanuu M yHuHUKanuu qokymeHtoB? Kakue pa3pabareiBaioTcsi CTaHAAp-
ThI?

Yem orTnmuaercs opopmIiIeHHE PEKBU3UTOB 00I1Iero OjaHKa OT O1aHKa nucbMa?

KakoBbI OCHOBHBIE PEKBU3UTHI, UCIIOIB3YyEeMbIE 711 OpOpMIICHUS MPUKa3a U PaCTIOPSKEHUS.
Kakne (hopmMbl TPOTOKOIIOB MOXKHO HCIIONB30BaTh B YIPABICHYECKOH NEATEIBHOCTH, B YEM HX
oTnuyue?

VYkakute 0OCHOBHBIE TPeOOBaHMUS K 0(OPMIICHHUIO I€TOBOTO THCHMA.

Kakne KoMIUIEKCHI ~JOKyMEHTAllMM BKJOYaeT B ce0s KajapoBas HH(GOPMALMOHHO-
JIOKYMEHTAI[MOHHAasi cucTteMa’?

B yem ocobenHocTH 0(hopMIIEHHS TPUKA30B 10 JMYHOMY COCTaBy?

Uto moHMMAaETCs TOJT OpraHu3aIKei T0KyMmeHToo00poTa?

Yro Takoe cXeMbl JOKYMEHTO000pOTa, 3a4e€M OHU HY>KHBI?

C xaxoii 1enpto pazpabaThIBAIOTCS MHCTPYKIIUH 1O JETIOMPOU3BOICTBY, YTO B HUX HEOOXOIUMO
PEIyCMOTPETH?

VYKkakuTe TEXHOJIOTUIECKYIO TIOCIEI0BATELHOCTD 3TAOB PA0OTHI ¢ BXOSIIUMH TOKYMEHTAMH.
KakoBa nocienoBaTenbHOCTh Onepanuii mpu padboTe ¢ BHYTPEHHUMH JOKYMEHTaMH?

C xako#i 11ebI0 MPOBOAUTCA (POPMHUPOBAHUE /€N, KaKHe MPU 3TOM HEOOXOAUMO cOONIoIaTh Tpe-
OoBaHus?

UTto Takoe HOMEHKJIATypa JeJ, C KaKOH IeNIbI0 pa3padaTbIBalOTCs THIIOBBIC HOMEHKJIIATYPHI 1€
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19.
20.
21.
22.
23.
24,
25.

Kakyto nundopmanuio cogepuT HoMeHKIIarypa aein?

Yro noHMuMaeTcs oj IKCIEPTU30H LIEHHOCTH I0KyMeHTa?

Kakue kpurepun UCnob3yroTcs Mpu OLIEHKE JOKYMEHTOB?

Kak ocymiectpisiercs npueM-nepeaaya el B apxuB?

Yrto Takoe KOHPUACHIHMAIBHBIA JOKYMEHT?

Kakune ocHOBHBIE yTpO3bl BOSHUKAIOT MPHU paboTe ¢ KOHPHICHIIMATHHBIMHU IOKYMEHTAMU?
VYKkaxuTe 0COOEHHOCTH BEIEHHUS JEIONPOU3BOACTBA, 00ECIEUHBAIONIETO yYeT U COXPaHHOCTb
KOH(UIeHIMaTbHON UHPOPMALIMU U JJOKYMEHTOB.

Uro moHMMAaEeTCs MOJI 3aIIUIIEHHBIM IOKYMEHTOOOOPOTOM, 3a CUET Yero MOXeT ObITh obecrede-
Ha ero 3amura’?

26.

YmeTs

paboTaTb C  OpPUTHMHAJIBHBIMHU
Hay4YHBIMH TEKCTaMH U COJAEep-
JKAIUMHACS B HHUX CMBICIOBBIMU
KOHCTPYKIHSMHU;

MOHWMATh, HU3JaraTb U KpPHUTHYE-
CKM  aHAJIM3UPOBaTh  0a30BYyIO
HAyYHYI0 W  YIPaBICHYECKYIO
WH(POPMAITIIO

aJIeKBaTHO TIPUMEHSATH OOIICHA-
YUYHBIE TIOHATHUS ¥ KaTETOPUH JUIS
aHaliM3a OPUTHHAIBHBIX TEKCTOB
U Pa3IMYHBIX HCTOYHHUKOB, CO-
JIeprKaIiX yIPaBICHYECKYIO WH-
hopmaruro

NPUMEHATh TEOPEeTHYECKUE 3Ha-
HUSI B PEATBHOW TOJHUTUYECKON
NpakTUKE Ha YpPOBHE aHANN3a,

9KCIICPTU3bI, KOHCAJITHHIA, MC-
HCI’)KMCHTA, OBITH IIOATOTOBJICH-
HBIM K OpraHuv3anoOHHO-

yIpaBlieHYECKOMY BUAY Ipodec-

Komiuiekt TecToBbIX 3amanuii: Nel

1. ®opmymsip — 3T0:

a) ocHOBHas (hopMa JOKyMEHTa, (PUKCHUPYIOIIas MpaBOBble OTHOLIEHHS B [[peBHEpYCCKOM rocynap-
CTBE;

6) oco00 BbIENaHHAs KOXa HBOTHBIX, IPUMEHSBINASACS B KaueCTBE OCHOBHOI'O Marepuaia JJis
nuceMa B J[peBHEPYCCKOM rocyapcTBe;

B) CaMOCTOSITEIIbHOE MOApa3/ieNieHHe, OCYLIECTBISIONIEE AT0NPOU3BOICTBEHHYIO AEATEIbHOCTD;

T) TUIIOBasi ycToitunBas hopma (0Opaselr) OTIeNIbHBIX HanOoJIee pacpoCTPaHEHHBIX IOKYMEHTOB.

2. YcTraHOBJI€HHE eIMHO00pa3us coctaBa U (OpM YIpaBIEHUECKUX JOKYMEHTOB, CO3/1aBaeMbIX IPU
pELIeHNN OJTHOTUITHBIX YIPABICHUECKUX (YHKIIHI:

a) yHUpUKAIUS;

0) cepruduxanus;

B) KOJMPOBAHMUE;

') JOKyMEHTHPOBAHUE.

3. O0s13aTenbHBIM YCIOBHEM Il BKIIIOYEHHUS HH(OpMAMM B MH(QOPMALMOHHBIE PECYPCHI, OCY-
LIECTBIIIEMOTO B MOPSAKE, YCTAaHABIMBAEMOM OpPraHAMHU I'OCY/IapCTBEHHOMN BJIACTH, SIBISIETCS €€:

a) cTaHAAapTU3aLuUs;

0) 3ammra;

B) IOKYMEHTHUPOBAHHUE;

T') BBIKYH F'OCYJJaPCTBOM Y YaCTHBIX JIMII.

16
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CHOHAJILHOM JACATCIIBHOCTH.

4. CpencTBoM ycTpaHEHUS «OyMa)KHOTO Oymay SIBISIETCS:

a) KOMIIBIOTEPHU3AIHS JeTIONPOU3BOICTBA;

0) yauduKaInus J0KyMEHTOB;

B) KJaccu(uKanus JOKyMEHTOB;

I') IPUMEHEHHE Pa3HOCTOPOHHEHN OPTTEXHUKHI

5. 3HaueHue JOKYMEHTAIMOHHOTO 00ECTICUCHHSI YIIPABICHUS OIPEICIICTCS:

a) KOMMYHHUKAIHSIMHU;

0) uacHTH(UKAIUCH;

B) (buKcaruen;

T) CyaeOHBIM pa30upaTeIbCTBOM.

6. B mpaBoM BepxHEM yriy JOKYMEHTOB pacloiaraloTcsl CIeAyIOIie PEKBU3UTHI: )
rpu¢ corimacoBaHus;

0) OTMETKa 0 KOHTPOJIE;

B) rpu( yTBEpKICHMS,

T) ajpecar.

7. B 1eBOM BepXHEM YTy JOKYMEHTOB PaCIIOJIaratoTCs CIEAYIOMINE PEKBU3UTHI:
a) Pe30IIOLIHS;

0) OTMETKa O HATMYKUH MIPHIIOKEHHUS,

B) OTMeTKa 00 UCIIOJIHUTEIIE;

I') KOJ] OpraHu3alluu.

8. B mpaBoM HIKHEM YTJIy pacHojararoTcsi peKBU3UTHI:

a) OCHOBHOM rocy1apcTBeHHbIN peructpanuonsbiii Homep (OI'PH) ropuanueckoro
TUIA;

0) koa GopMBI JOKYMEHTA;

B) WeHTU(UKAIIMOHHBIN HOMep Hanoromiarensimka (MHH);

T) Tpud OrpaHUYEHHs JOCTYIA K JIOKYMEHTY.

9. B 51eBOM HWJKHEM YTJIy paclioararoTcsi PpEKBU3UTHI:

a) KO/l IPUYUHBI IOCTAHOBKHU HA yYET;

0) OTTHUCK T€YaTH,;

B) BU3HI;

17
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I') OTMETKa 00 UCIIOJIHUTETIE.

10. K B3aMMOUCKIIIOYAIOIIUM PEKBU3UTAM OTHOCSATCS:

a) sM0JieMa opraHu3aIy ¥ rOCy1apCTBEHHBIN Tep0 PD;

0) KoJl opraHu3ay U KoJ GOpPMBI TOKYMEHTA,

B) PETUCTPALIMOHHBIN HOMEP JOKYMEHTA U CChbUIKA HAa PETUCTPALIMOHHBIN HOMED U
JaTy JOKYMEHTa;

r) rpud yTBepxkaeHus u neyath.11. Ecnu opranusanus moiBeJOMCTBEHHA OJHOBPEMEHHO HECKOIb-
KHM OpTraHam

yIPaBJICHHS, TO B PA3HBIX CUTYallUAX YKa3bIBACTCSA:

a) HETIOCPEJCTBEHHO BBIIIECTOSIIIAsT OPTaHU3ALHS;

0) camas rjaaBHas BBILIECTOAIIAS OPTaHU3AIINS;

B) He OoJiee TpeX CTeTeHel MoABeJIOMCTBEHHOCTH;

T') HE YKa3bIBa€TCSA HU OJIHA BBILIECTOAIIAS OPTaHU3AIIHS.

12. JlaToif 1OKyMEHTa MOKET OBbITh J1aTa:

a) ero HaAIMCAaHMs U COTJIACOBAHUS;

0) ero MoaNMUCaHus;

B) €T0 YTBEP)KICHHUS;

T') IPOBEICHUS 3aceJaHHsI, HA KOTOPOM IPUHSTO pEIICHHUE.

13. J1aTbl B JOKYMEHTaX MOTYT OBITh O()OPMIIEHBI:

a) 22. 08. 1997;

0) 22 aBrycta 1996 rona;

B) 1988. 02. 22;

r) 22 aBrycra 1997 r. 13 vac.45 MuH.

14. Kakue peKBU3UTHI JOKYMEHTOB MUIIYTCS, KaK MPaBUIIO, OT PYKH:
a) BU3a,

0) pe3otonus;

B) HIOJIITUCH;

T) ajapecar.

15. K xakuM pekBU3UTaM OTHOCSITCS CJIOBa:

a) «BepHo» A)

18




CTpyKTypHBII
DJIEMEHT

KOMIICTCHIIN U

[Tnanupyemsble pe3ynbTaThl 00y-
YCHUS

OneHouHble CpeCTBA

0) «/lnsa cmyxeOHOTO TOJIB30BaHUs» b)
B) «3amedaHus npuiaaraiorcs» B)
r) «IlerpoB M.K. 924-76-40» I")
16. PEKBU3UT «IIOJIUCHY» HA Pa3HBIX JOKYMEHTAX BKIIIOYAET:

a) TUYHYIO POCIUCH aBTOPa TOKYMEHTA;

0) JINYHYIO POCTIUCH PYKOBOAUTEINS U €€ PACUIH(PPOBKY;

B) yKa3aHUE JIOJDKHOCTH, JIMYHYIO POCIIUCH PYKOBOAMTENS U €€ paciiupoBKy;

I') yKa3aHHe JOJDKHOCTH, HANMEHOBAaHHUE OPTaHU3AINH, JIMYHYIO POCTIHCH PYKOBOIUTEIS,
ee pacmudpoBKy.

KomruiexT TectoBbIx 3aganuii: Ne2

1. Kakoe cokparmienue spisercs abOpeBUaTypoi:

a) AI'3 MUC PO;

6) Mocanepro;

B) cTarsius;

) o/M, 11/0.

2. CroBo, KOTOpoe 0003HaYaeT HOBOE MOHATHE, YIIOTpeOIsieMoe B JOKYMEHTaX, —

3TO:

a) ab0OpeBuatypa;

0) CHHOHUM;

B) HEOJIOTU3M;

T') apXau3M.

3. OtOepute NpUHIMII OPHUITMATHHO-IETOBOTO CTHIISA JOKYMEHTAIUH

a) IpeJOCTaBJIEHUs] MAKCUMAJIbHO BO3MOXKHOW MH(pOpMaLnY;

0) IpUMEHEHHUE CJIOB «MbI BBIITOTHUMY, «SI CIIENIAI0»;

B) OrPaHMYEHHOCTH B TPUMEHEHHH SI3bIKOBBIX CPE/ICTB;

I') IPUMEHEHHE YETKUX OTBETOB «/1a», KHET».

4. JlekcuyecKkoe COKpalieHHe CI0Ba, YIIOTPeOIIeMoro B JOKYMEHTaX — 3TO:

a) abOpeBuatypa;

0) CHHOHUM;

B) HEOJIOTU3M;
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T') MTApOHUM.

5. UTo He OTHOCHUTCS K OUIIHATBHO-ACIIOBOMY CTHIIIO JOKYMEHTA:

a) aJIpeCHOCTHh MUH(OPMAIIHIH;

0) TemMaTHuYeCcKasi OTPaHUYCHHOCTh B IPUMEHEHHH SI3BIKOBBIX CPEJICTB;

B) IIpeI0CTaBICHNE MAKCUMAIILHO BO3MOKHOM HH(OpMaLIUK;

I') yHU(UKALUS TOKYMEHTA.

6. K mpaBuiiam J1e10BOro 3TUKETa OTHOCSTCS:

a) HETOPOIUIUBOCTh C OTBETOM;

0) 6;1arogapHOCTH 32 OTBET WJIU JCHCTBUE;

B) OOCTOSITENILHOE H3JI0KEHUE JOKYMEHTA,

) YMEHHE CIyIIaTh APYTHX JIIOJCH.7. B KakOM JOKYMEHTE UCIOIb3YIOTCS CJI0BA ... B POTHBHOM
ciydae Bam Oynyt

MpeabsBICHBI MTpadHbIE CAHKIIUNU» B KAUE€CTBE S3bIKOBOM (POPMYJIBI, KaK pe3ysbTara
YHH(PHUKAITUU SI36IKOBBIX CPEJCTB:

a) B TapaHTUHHOM MHCHME;

0) B peKJIaMalliOHHOM ITUCHME;

B) B UH(OPMAIIIOHHOM MHCHME;

I) B IMCbME-HAIIOMHUHAHUH.

8. CnoBa, KOTOpbIE CTAaHOBSTCS HEO(PUITHAILHBIM 3aMEHUTENIEM TEPMHUHA U UX MPUMEHEHHEB OKY-
MEHTax HEJOIyCTUMO, — ITO:

a) NpoeCCHOHATIN3MBI;

0) CHHOHUMBI;

B) HEOJIOTU3MBI;

I') HApOHUMBI.

9. 3aKOHYEHHBIN B CMBICIIOBOM OTHOIIIEHUH OTPE30K TEKCTA, MO3BOJISIONINI YCTAHOBUTD
3HaUEHUE BXOJSAIIETO B HETO CJIOBa WK (hpa3bl — 3TO:

a) aHHOTAIIHS;

6) pedpepar;

B) KOHTEKCT;

T') KOHCIIEKT.
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10. Perynupyrormas (1eaTeIbHOCTb OpraHu3aIlyii) cpea BKII0YaAeT:

a) rOCyJIapCTBEHHbIE CTaHAAPTHI;

0) 00IIeCTBEHHBIC OXKUIAHUS;

B) PEKOMEHJAINH, OTPaXKaIOLIUE I1EPETOBOM OIBIT;

') HOpPMaTUBHbIE JOKYMEHTBI, OTPaXaroliue JesTeIbHOCTh OPraHU3alllu.

11. IlonuTHka ynpaBieHHUs JOKYMEHTaMU OPraHU3allH [103BOJISIET:

a) MOBBIIATH YPPEKTUBHOCTD JIEATEIBHOCTH OPraHU3alINN;

0) coOnroaarh TpeOOBaHUS 3aKOHO/IATENbCTBA U PETYIUPYIOLIEH CPEb;

B) N30€XaTh PUCKOB MPEANPUHUMATEILCKON AESITEILHOCTH, CBI3aHHBIX C JOKYMEHTaMH,

I') COXpaHsTh MaMsITh OpraHU3alMH, UHANBUIAA U odOmecTBa.12. K mpunuumam pa3paboTku mpo-
rpaMM yTIpaBJieHUs TOKyMEHTaMU OTHOCUTCS:

a) OIIEHKA PHUCKOB, CBSI3aHHBIX C OTCYTCTBHEM O(UIIMAIBHBIX TOKYyMEHTOB;

0) ompezeneHue MpaBUil CO3/IaHUs METaIaHHbIX O TJOKYMEHTaX;

B) o0ecrieueHrne XpaHeHus IOKYMEHTOB B 0€30MacHOM U 3allUILIEHHON CpeLE;

T') ompesesieHne BO3MOKHOCTEH MOBBIIIEHUS Y3PPEKTUBHOCTH PabOThl OpraHU3aluu

B pe3yJIbTaTe Kau€CTBEHHOT'O YIIPaBJIECHUS JOKYMEHTaMHU.

13. PacnipeeneHrie OTBETCTBEHHOCTH 32 IOKyMEHTAIlMOHHOE 0OecliedeHre yIpaBieHus
MIpeIoaraeT OTBETCTBEHHOCTb:!

a) BCeX COTPYAHUKOB OpTaHU3aINH 32 ;

0) CUCTEMHBIX aIMUHUCTPATOPOB 32 ;

B) PYKOBOJICTBA OpraHU3aliy 3a ;

T) cekperapen 3a .

14. Eciiu 1OKyMEHT SIBJISETCSl T€M, YeM JIOJDKEH OBbITh; CO3[]aH WM OTIIPABIIEH JIUIIOM, YHIOJIHOMO-
YEHHBIM Ha 3TO, & TAKXKE B TO BPEMsI, KOTOPOE YKa3aHO Ha JOKYMEHTE, TO 3TO 03HAYAET €ro:
a) JIOCTOBEPHOCTb,

0) LIETTOCTHOCTb,

B) ayTCHTUYHOCTD,

T') IPUTOAHOCTb JUJISl UCTIOJIb30BaHUS.

15. Crparerust BHeIpeHUsI JOKYMEHTHBIX CUCTEM IIPELYCMAaTPUBAET:

a) IPOEKTHUPOBAHUE TOKYMEHTHBIX CUCTEM;
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0) OATOTOBKY COTPYJTHHKOB, Pa0OTAIOIINX C JOKYMEHTAMH,

B) COOTBETCTBHUE JOKYMEHTOB PETyJIUPYIONICH cpelie;

I') KOHBEPTAIMIO JOKYMEHTOB B HOBBIC JIOKYMEHTHBIE CUCTEMBI, POPMATHI.

16. CiocoGHOCTB TOKYMEHTHOM CHCTEMBI JUTUTEIBHO U PABUIBHO (PYHKIIMOHUPOBATH
B COOTBETCTBHUH C TPEOYEMBIMH MPOLICAYPAMHU O3HAYACT €e:

a) HaJEKHOCTb;

0) >3 dexTuBHOCTS;

B) LIEJIOCTHOCTb;

I') KOMIUIEKCHOCTb.

17. CiocoGHOCTh JOKYMEHTHOW CUCTEMBI IPEJOTBPAIATh HECAHKIIMOHUPOBAHHbBIE
JOCTYII K JIOKYMEHTaM, UX YHUUYTO)KCHUE, U3MCHEHHE WIIH TIEPEMEIIICHHS 03HAYALT ee:
a) HaJIe)KHOCTh;

0) >3bdexTuBHOCTS;

B) LIEJIOCTHOCTb;

I') KOMIUIEKCHOCTB.18. MeTo0I0THsI MPOSKTUPOBAHKS ¥ BHEIPEHHUSI JOKYMEHTHBIX CHCTEM BKIIIO-
qaer:

a) aHaJU3 JEJI0BOM NeATeTbHOCTH OpraHu3alluy;

0) OIEHKY CYIIECTBYIOIINX JOKYMEHTHBIX CUCTEM;

B) MOHUTOPHUHT, OLIEHKY, KOPPEKTHPYIOIINE JeHCTBUS;

T') IpeKpalieHne MPUMEHEHHUS JOKYMEHTHBIX CHCTEM.

19. O6bexkTamMu yHU(PUKALMK U CTAaHAAPTU3ALMU B YIPABICHYECKOH 1€ATEIbHOCTH
SIBIISTEOTCSI:

a) TepMUHBI, UCIIOJIb3YEMbIE ITPU paboTe C yrpaBieH4YecKkoil nHdopMaruei;

0) opraHu3alMOHHbIE CTPYKTYPhl OPraHU3aLUM, yUpeKIeHUH U NPeANPUATUI;

B) yIipaBiieHYecKre (yHKIUY;

I') yIipaBJieHYecKas JOKyMEHTAIHsL.

Bnanets

HaBBIKAMHU MCIIOJIb30BaHUs OOIIeHa-
YYHOH TEpPMHHOJIOTHH M PaboTHI C
OpUTMHAIbHBIMA HAyYHBIMM TEK-

[IpakTrueckue 3aanHus:
Kpoccsopn 1.
1o ropusonTanu: 1) 3anuch MHGOpPMAIMK HA Pa3IMYHBIX HOCUTENSIX 110 YCTAHOBJIEHHBIM NPaBUIIaM;
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CTaMU U COACpKAIIUMUCA B HHUX
CMBICJIOBBIMH KOHCTPYKIIUAMHA

2) yCTaHOBJIEHHE KOJHMYECTBA U COCTaBa JOKYMEHTOB B €IMHMIIAX yueTa U (UKCALMs TPUHAIJIEK-
HOCTH Ka)XJIOM €JMHHUIIBI yYeTa K ONpPEeIEHHOMY KOMIUIEKCY U OOLIEMY X KOJIUYECTBY B YUETHBIX
JOKYMEHTax; 3) y4eTHbIH JOKYMEHT, COJepKallluii Ha3BaHUE, CBEIEHUS O KOJIMYECTBE, COCTaBe J0-
KyMEHTOB (DOH/Ia 1 MECTE €ro XpaHeHHs, IPeIHa3HAYCHHbIH I [EHTPaIM30BaHHOTO y4eTa JIOKY-
MEHTOB; 4) nepeueHb O(PUIUAIBHBIX HAMMEHOBAHUHN XPaHSIMXCS, BEIOBIBIIMX U MTOCTYNAIOUINX ap-
XMBHBIX (DOH/IOB B MOPS/IKE BO3PACTAHUS IPUCBOCHHBIX UM HOMEPOB; 5) MPEIyCMOTPEHHBIE HOpMa-
TUBHBIMU JJOKYMEHTAaMH YCJIOBMS HMCIIOJIb30BaHUSI apXUBHBIX U KOH(QHIEHIMAIbHBIX JTOKYMEHTOB;
6) mudpoBoe w/miu OYKBEHHO-IIM(PPOBOE 0003HAYCHHE JIeIa B HOMECHKJIATYpE JIeNl OpTaHU3aIlHH,
HAaHOCUMOE Ha ero oOJO0XKY; 7) CBOMCTBa JOKYMEHTa, 00YCIaBIUBAIOIINE €r0 KYJIbTYpHOE, Hayy-
HOE€ M T.II. 3Hau€HUE; 8) BOCCTAHOBJCHHE NEPBOHAYAJIBHBIX WM OJU3KMX K IEPBOHAYAJIbHBIM
CBOWCTB M BHEUIHMX NPHU3HAKOB apXMBHOTO JOKYMEHTA, IOJBEPIILErocs MOBPEXICHUIO I pa3-
pYLIEHUIO; 9) CPEeCTBO TUPAKUPOBAHUS TOKYMEHTOB; 10) yueTHBINH TOKYMEHT, COJAEpKaIUi nepe-
YeHb JOKYMEHTOB JieJla C YKa3aHHUEM IMOPAJKOBBIX HOMEPOB JOKYMEHTOB, UX MH/IEKCOB, Ha3BaHUH,
JaT, HOMEpOB JHCTOB; 11) nmpruMeHneHne HHPOPMALUU TOKYMEHTOB B KYJIBTYPHBIX, HAYYHBIX H T.II.
LeJIAX, a TaKXKe 71 00ecreyeHns 3aKOHHBIX IIPaB U MHTEPECOB rpaxiaH; 12) cnpaBOYHHUK, B KOTO-
poM MHQOpMAIHS O TOKYMEHTaX paciioyiokeHa B COOTBETCTBUM C BHIOPAaHHOM CXeMOU Kiaccu(uKa-
1uy; 13) T0OKyMEHT, MOJHOCTBIO BOCHPOM3BOJAIIMN MH(POPMALHIO MOATMHHOTO JOKYMEHTa U BCE
€ro BHEIIHWE MPU3HAKU WM 4acTh UX, HO HE MMEIOIIUN IOpUINYECKON cuiibl; 14) u3MeHeHue mnep-
BOHAYAJIbHBIX (PU3UKO-XUMHUYECKUX CBOMCTB JIOKYMEHTA IO/ BO3JI€HCTBHEM BHEIIHUX U BHYTpPEH-
HUX (akTopoB; 15) mepBblil WM eIMHUYHBIN SK3eMIUIIp 0QUIUAIBHOIO TOKYMEHTa; 16) ropuande-
CKOe WM (pU3NYECKOE JIUIIO, B JIESITEILHOCTH KOTOPOTro 00pa3yercs MOKyMeHTalbHbIi (onm; 17)
CPEJCTBO XPAHEHHUS TOKYMEHTOB.
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ITo BepTukanu: 1) ABMKEHHE TOKYMEHTOB B OPraHU3allMM C MOMEHTA MX CO3/1aHUs WM MOTy4YeHUS
JI0 3aBEpILEHUS] WCIIOJIHEHUS WM OTNpaBieHMs; 18) 3amuch y4eTHBIX JaHHBIX O JOKYMEHTE IO
yCTaHOBJIEHHOH (hopMme, ukcupyromas GakT ero co3gaHusi, OTIpaBIeHUs WK mosyueHus; 19) no-
KYMEHT WJIN COBOKYITHOCTb JIOKYMEHTOB, OTHOCSIIIMXCS K OJHOMY BOIIPOCY MJIM y4YacTKy J€ATENb-
HOCTH Y TTOMENIEHHBIX B OTJAEIBHYIO 00J105KKY; 20) opraHu3aius Wik CTPYKTYpPHOE ToJIpa3JieJicHuE,
OCYILIECTBISIOLIEE AJIUTENBHOE WM MOCTOSIHHOE XPAHEHNWE OKOHYEHHBIX JOKYMEHTOB C LENBI0 UX
HCIOJIb30BaHus; 21) cpecTBO KaCCOBOM OPITEXHUKH; 22) KON YacTHU TEKCTa JJOKyMeHTa, 0(hopM-
JIHHas B YCTAHOBJIEHHOM MOpsAaKe; 23) CpeicTBO M3rOTOBICHHUS M300pa3UTENbHBIX JOKYMEHTOB;
24) cnenuaibHO 000pY/IOBaHHOE MOMEIICHHE NIl XpPaHEHUS! apXUBHBIX JIOKYMEHTOB; 25) MOBTOp-
HBIA SK3eMIUISIp MOUIMHHUKA JOKYMEHTa, UMEIONIMHA IOpUANYECKYI0 CHily; 26) (duznyeckoe WiIn
IOPUJIMYECKOE JIMIIO, CO3JIaBIliee NOKYMEHT; 27) odHIHMalbHBIA JTOKYMEHT, UMEIONIUN FOpHINYe-
CKYI0 CHJIy U coJepxaliuil MHpopMaIuio o mpeaMere 3arnpoca, ¢ yka3aHueM MOMCKOBBIX JaHHBIX
JIOKYMEHTOB; 28) 0TOOp JOKYMEHTOB Ha XpaHEHHWE WJIM K YHUUTOKEHHUIO, a TaKXe yCTaHOBJICHHE
CPOKOB UX XPaHEHUS Ha OCHOBE NPUHATBHIX KPUTEPHUEB.

Kpoccropn 2.
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CTpyKTypHBII
DJIEMEHT

KOMIICTCHIIN U

[Tnanupyemsble pe3ynbTaThl 00y-
YCHUS

OneHouHble CpeCTBA

Ilo ropuzontanu: 1) HOPMAaTUBHBIA JOKYMEHT, COJAEpPXALUil CHCTEMaTH3HPOBAHHBIM IEepeyeHb
CTPYNIIMPOBAHHBIX HAaMMEHOBAHUN OOBEKTOB M NPHCBOCHHBIE MM KOJbI; 2) HOPMATUBHBIA JOKY-
MEHT, 3aKperUIsIomuil yHH(DUKALUIO JeOoNpOU3BOACTBa; 3) (pUKcalMsl Ha MaTepUaIbHOM HOCUTEINE
“H(pOpMaIIUU C PEKBU3UTAMHU, MTO3BOJISIONINMH €€ UACHTU(UIIMPOBATE; 4) YCTAaHOBJICHHE €TUHO00-
pa3ust cocraBa M (popM YIpaBlIEHYECKUX JTOKYMEHTOB, CO37aBAEMBIX NPHU PEIIEHUH OJHOTUITHBIX
yIpaBleHYeCKUX QYHKINN; 5) nHpopmaius, GUKCUpPOBaHHAsA Ha KaKOM-JIMOO MaTepralbHOM HOCH-
TeJe.

[To BepTukanu: 1) undposoe o603HaUeHHE POPM JOKYMEHTOB B XOJ€ COCTaBIEHUS KilacCU(pUKATO-
poB uH(popmaruy; 6) udpoBoe 0003HaAUEHHE, SIBISAIOLIEECS IIEMEHTOM UACHTU(DHUKAIMH 00bEKTOB
B XOJI€ UX KJIacCU(PUKAIMK; 7) MEXIYHAPOIHBII JOTOBOP MO OMPEEIEHHOMY BOIIPOCY; 8) OpraHu-
3alMsl WM CTPYKTYpPHOE TMOJpPA3AEIEHUE, OCYILECTBIISIONIEE TOJTOBPEMEHHOE WM IOCTOSHHOE
XpaHeHHe OKOHYCHHBIX JIeTl; 9) BHECEHNE ODKHOCTHBIM JIMIIOM B O(UITHATIbHBIC JOKYMEHTHI 3aBe-
JIOMO JIOKHBIX CBEJCHHUN WMJIM UCIpABICHUH, UCKaKAIOMIUX UX ACUCTBUTENIbHOE conepxanue; 10)
CHUHOHHUM CJIOBa JIOT0BOp; 11) JOKYMEHT, MOATBEPKAAIOINNA COOTBETCTBHE MPOAYKIIMH, TPOLECCOB
Y YCIIYT YCTAHOBJICHHBIM TPEOOBAHUSIM.
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0) [opsnok MpoBeaeHNsI MPOMEKYTOYHOI aTTeCTALMM, MIOKA3ATEIH H KPUTEPUHU OIleHMBA-
HHA:
[TpomexyTouHasi arTecTanus MPOBOAUTCS B (hopMe 3aueTa Mo BOIPOCAM, OXBATHIBAIOIINE
TEOPETUYECKHE OCHOBBI AUCHUILINHBI «J[OKYMEHTHPOBAaHUE YIIPABIEHYECKON EATEIIbHOCTI.
3ammTa NpakTHYeCKUX paboT MPOBOAUTCS HEMOCPEICTBEHHO HAa IPAKTUYECKUX 3aHATHUSAX.

Kpurepun onienku (B COOTBETCTBHH ¢ (POPMUPYEMBIMH KOMIETSHIIUSAMH U TUIAHUPYEMBIMH
pe3ysbTataMu 00ydeHus):

Ouyenka «3aumeno» CTaBUTCS 3a MOJHOE U3JI0KEHHUE MOJIyYEHHBIX 3HaHUN B YCTHOW WM
MUCHbMEHHOU (OopME B COOTBETCTBUU C TPEOOBAHUSIMH MpPOrpaMMbl. J[OMycKalOTCsl eIUHUYHBIC
HECYLIECTBEHHbIE OIIMOKH, CAMOCTOSITEJILHO UCIIPaBIIsieMble CTYAEHTOM. [Ipu u3noxeHuun orse-
Ta CTYIEHT JOJDKEH CAMOCTOATENIbHO BBIIEIATH CYIIECTBEHHBIE MPU3HAKUA U3YYEHHOTO, BBISB-
JSTh IPUYMHHO-CIICACTBEHHBIE CBSI3M, (POPMYIHMPOBATH BBIBOABI M 0000IIEHUsS, CBOOOAHO OIle-
pupoBaTh (pakTamu, HCIONb30BATh CBEACHHS U3 JOTOTHUTEIbHBIX MCTOYHUKOB. OlieHKa CKJia-
JBIBAETCA M3 TEKyIeld paboThl CTyJEHTa B CEMECTPE, MPOMEKYTOUHOIO KOHTPOJI, CaMOCTOs-
TeIbHOU PabOTHI M OTBETE HA «3aUETEe».

Ouyenka «He 3aumeHo» CTABUTCS NPU HENOJHOM OECCUCTEMHOM H3JIO)KEHHU Y4eOHOTrO
Mmatepuana. [Ipu 3TOM CTyIEHT JOMyCKaeT CYIIECTBEHHbIC OMIMOKH, HE UCIIPABISIEMbIE JaXKe C
MIOMOMUIBIO MPENOJaBaTelis, a TAK)KE 3a IIOJHOE HE3HAHUE U HEMOHMMaHue MaTepuaia. OueHuBa-
€TCsl KaueCTBO YCTHOM U MUCbMEHHOW peUM, KaK U MPU BBICTABJICHUU MOJIOKUTEIBHOU OLEHKH.

8 YueoHo-MeTOIMYEeCKOe U HHPOPMAIHOHHOE o0ecTieyeHre TUCHUILTHHBI

a) OcHoBHas JIUTEpPaTYypa
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oue/Kproxosa H. I1. - M.: HUIL] UH®PA-M, 2019. - 268 c.: - (Beicuiee obpazoBanue: baka-
nmaBpuar). - ISBN  978-5-16-003134-7. - Tekct: onextponnsri. -  URL:
https://znanium.com/read?id=359359 — Pexxum g0cTyIa: 1O MOJAIMKCKE.

2. Kopnees, U. K. JlokyMeHTHpOBaHHE YIPABICHUECKOW IESITEIHHOCTH: YYEOHUK U TPAKTH-
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0) /lonmoJiHUTeIbHAA JTUTEPaTypa

1. Joponuna, JI. A. Opranu3anus ¥ TEXHOJOTUS JOKYMEHTAIIMOHHOTO O0ECIeUeHUs yIpaBlie-
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2. Paznopoxubiii, A. A. JIOKyMeHTHpOBaHHE YIIPABICHUECKON NeATeNbHOCTH: yueb. mocodue /
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https://znanium.com/read?id=328873. — Pexwum gocTyma: 1mo moImrcKke.
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3. Nudopmanmonnas cucrema — EquHoe OKHO JocTyna K HH(GOPMAIMOHHBIM pecypcam. — url:
http://window.edu.ru/.

4. Dnexrponnsie pecypchl Oubamoreku MITY wum. I'.M. Hocosa. Pexum oOpameHus:
http://magtu.ru:8085/marcweb2/Default.asp (Bxo ¢ BHEIIHEH CETH 110 JIOTUHY U TAPOJII0

Pexum oOparieHus:

5. Poccuiickas T'ocynapcrBenHas OnoOIMoTEKA. Karamoru.
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6. Mexynapoanas pedepaTHBHAS U HOJHOTEKCTOBAas CHPaBOuYHAs 6a3a JaHHBIX HAYYHBIX M3-
naHuit «Scopusy. Pexxum obpamenus: http://scopus.com

7. MexayHnapoaHas HayKoMeTpudeckas peepaTUBHAs M MOJHOTEKCTOBas 0a3a JaHHBIX Hayd-
HbIX m3anuit «Web of science». Pexxum obparenus: http://webofscience.com

8. DnexTponHas 6aza nepuopmueckux usfaHmii East View Information Services, OOO
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9 MaTepuajibHO-TeXHUYeCKOe o0ecneyeHue TUCHUILINHBI (MO1YJIs1)
MatepuanbHO-TEXHUYECKOE 00eCTIedeHHEe TUCITUTUIMHBI BKIIOYAET:

Tun u Ha3BaHUE Ay JUTOPHUH

OcHallleHue ayIuTOpun

VY4eOHble ayIUTOpUU AJISl TIPOBEIE-
HUS 3aHATUHA JEKIIMOHHOIO THUIIA

MynbTUMeIMiiHBIE CPENCTBA XpaHEHHUs, IEpelayd U
IIpeJICTaBIeHNs HH()OPMALIUH.

Y4eOHble ayIUTOpUHN AJISl TIPOBEIE-
HUS TPAKTUYECKUX 3aHATUM, TPYyI-
MOBbIX M WHAUBUIYAJIBHBIX KOH-
CyJbTallAid, TEKYIIEr0o KOHTPOJA W
IIPOMEKYTOUYHOM aTTECTALMKU

MynpTUMEIUMHBIE CPEICTBA XpAaHEHUsS, IEpeJadud U
IpeJICTaBICHUs] UH(POPMALIUH.

KoMIuieke TecTOBBIX 3aJaHuil JUIsl IPOBEICHUS IPOMEXKY-
TOYHBIX U pYOEKHBIX KOHTPOJIEH.

[Tomernienus Uig caMOCTOSTENHHOU
paboThI: 00yYaIOIINXCS

[Tepconanbubie KommbioTephl ¢ makerom MSOffice, BbI-
X070M B MHTEpHET M C JIOCTYNIOM B 3JEKTPOHHYIO HH-
(dhopmMarmoHHO-00pa30BaTEeNbHYIO CPEy YHUBEPCUTETA

[Tomemenust Uit XpaHEHUSI U TPO-
(GUIAKTHYECKOTO  OOCITY)KUBAHUS
y4eOHOro 060pyI0BaHUS

HIxader 1 XpaHeHUs: y4eOHO-METOANYECKON JTOKyMEH-
Taluu, y4eOHOro OO0OpYIOBaHUS W y4eOHO-HATJISTHBIX
ocoOui.
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IIpunoxenne 1
Memoouueckue pekomenoayuu 011 OP2AHUZAUUU CAMOCHIOAMENbHOU PAGOMbL CHLYOEHN08

Iloozomoexa k nexyuu

BaxHbpIM yCl10BHEM OCBOEHHUSI TEOPETUUYECKUX 3HAHUH SIBJISICTCS BEICHUE KOHCIIEKTOB JICK-
LW, OBJIAJICHUE HAYYHOU TEPMUHOJIOTHEN.

['maBHOE B MEepUOJ] MOJATOTOBKH K JIEKIIMOHHBIM 3aHATHAM — HAYYUTHCA METOAaM CaMOCTO-
ATEIHLHOTO0 YMCTBEHHOTO TPY/Ia, CO3HATEIHLHO PAa3BUBATh CBOU TBOPYECKHE CIIOCOOHOCTH U OBJIa-
JIeBaTh HaBbIKAMHU TBOPUYECKOU pabOTHI.

Jlexkmus sBisieTcs BaxHeHeH GopMol opraHu3aiuy yaeOHOro mpolecca, Tak Kak:

— 3HAKOMUT C HOBBIM Y4€OHBIM MaTEpHAIOM

pa3bsACHSET ydeOHbIEe SJIEMEHTBI, TPYIHBIE JIsl TOHUMaHUS
CUCTeMAaTU3HpYyeT yueOHBIH MaTepual

— OpPUEHTHPYET B yueOHOM IIpoliecce.

Crnymanue M 3amnuch JIEKIUM — CII0KHBIN BHJI BY30BCKOM ayluTOpHOH paboThl. BHuMa-
TEJIbHOE CIYIIAaHUE W KOHCIEKTHPOBAHUE JIEKLUMW IPEANojaraeéT MHTEHCHUBHYIO YMCTBEHHYIO
JIeATEIbHOCTh CTylneHTa. KpaTkue 3amucu JeKUuid, X KOHCIEKTUPOBAHHE IOMOTAeT YCBOWTH
yueOHbI MaTepuain. KoHCIEKT sBieTCs MOJIE3HBIM TOT/Ia, KOT/la 3aliCaHO CaMOe CYIIECTBEH-
HOE, OCHOBHOE U CJIEJIAHO 3TO CAMUM CTYIECHTOM.

He Hano crpeMuthbes 3anucarh JOCIOBHO BCHO JIEKIHIO. Takoe «KOHCIIEKTUPOBAHUEY» IPH-
HOCUT OOJIblIIE BPENa, YEM I0JIb3bl. 3alKCh JIEKIMI pPEKOMEHAYETCSl BECTH IO BO3MOXKHOCTHU
COOCTBEHHBIMU (POPMYIHUPOBKaMHU. JKenaTelbHO 3alMCh OCYIIECTBISTh HA OJHOW CTpaHHIE, a
CJICAYIOUIYIO OCTaBJIATh JAJS NMPOopabOTKM yd4eOHOro marepHuaja CaMOCTOSITEIbHO B JJOMAIIHUX
YCIIOBHSIX.

KoHcnekT sekuuu nyuiie HoApa3fensaTh Ha MyHKTHI, maparpadsl, coOmonas KpacHYIo
CTPOKY. DTOMYy B OOJBIION CTENEHH OyayT CIOCOOCTBOBATH MYHKTHI IUIAHA JIEKIMH, MPENsIo-
JKEHHbIe MpernoaaBatessiM. [IpuHIunuanbHble MecTa, onpeaeieHus, GopMyIbl U Ipyroe cieayer
COIPOBOXKAATh 3aMEUYAHMUSIMU «BaXKHO», «OCO00 Ba)KHO», «XOPOLIO 3aIOMHUTH» U T.I. MOXHO
JienaTh 3TO M C MOMOUIbIO PAa3HOIBETHBIX MapKepoB WM pydek. Jlydmie ecnu oHu OyayT coO-
CTBEHHBIMHU, YTOOBI HE MPUXOJUIOCH IPOCUTH UX Y OJHOKYPCHUKOB U TEM CaMbIM HE OTBIIEKATh
UX BO BpEMsI JIEKLIHN.

[lenecoobpa3no pa3paboTaTh COOCTBEHHYIO «MapKorpaduio» (3HauKu, CUMBOJIBI), COKpa-
meHus ciaoB. He numuauM Oyner U u3ydeHHe OCHOB creHorpaduu. PaboTas Haj KOHCIIEKTOM
JIEKIIMH, BCer/ia HE0OX0AUMO HCII0JIb30BATh HE TOJIBKO YU€OHUK, HO U Ty JIUTEPATypy, KOTOPYIO
JIOTIOJTHUTEIILHO PEKOMEHI0BaN JeKTop. IMeHHO Takasi cepbe3Hast, KponoTiauBas pabora c Jek-
[IMOHHBIM MaTE€pPUAJIOM MO3BOJUT IITyOOKO OBJIAJETh 3HAHUSMHU.

ITpocMoTpuTe KOHCHEKT cpa3y mocie 3aHsATui. [lomeTbTe MaTepuan KOHCIEKTa JIEKLIUH,
KOTOPBIN BBI3BIBAET 3aTPyAHEHHUS Il MOHMMaHMs. [lonblTaiiTeCh HANTHU OTBETHI HA 3aTPYAHU-
TEJbHBIE BOIPOCHI, UCIOJIB3Ys MPEAAraeMylo JUTEpaTypy. Eciau caMoCTOATENBHO HE yIanoch
pa3o0paThcsi B MaTepuaie, cpopMyaupyiiTe BOIPOCHl U 00paTUTECh HA TEKYIIEeH KOHCYIbTAalUN
WK Ha OyrpKaiiied JeKIuM 3a MOMOIIBIO K npenogaBarento. Kaxayio Heleno peKoMeHayeTcs
OTBOJUTH BpeMs JUIsl IOBTOPEHUSI MPONHJEHHOIO0 MaTepuaia, MpoBepsisi CBOM 3HAHUS, YMEHUS U
HAaBBIKU 110 KOHTPOJIbHBIM BOIIPOCAM.

Iloozomoexa k cemunapam
Lenb cemunapa — 0600111€HNE U 3aKpeIUIeHHe U3yuyeHHoro Kypca. CTyaeHTaM mpejiara-
IOTCS JUIsl OCBEILEHUS] CKBO3HBIE KOHLIENTYaJIbHbIE MPOoOieMbl. [I0ATOTOBKY K KaKIOMY CEMH-
HapCKOMY 3aHATHIO KaX/IbIil CTYJEHT JAOKEH HayaTh C O3HAKOMJICHHSI C TUIAHOM CEMHHApPCKOT0
3aHATHUS, KOTOPBIN OTpaXxaeT CoAep KaHue MPEATI0KESHHON TEMBI.
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TmatensHOE IPOAYMBIBAaHUE U M3YUEHHE BOIPOCOB IJIaHA OCHOBBIBAETCS HA POPaOOTKE
TEKYyILEro MaTepuaia JeKIUH, a 3aTeM U3Y4eHUs 00s3aTeIbHON U JOMOJHUTEIBHOW  JIUTepa-
TYpbl, PEKOMEHIOBAaHHYIO K JJaHHOH TeME.

IIpu moaroToBke cienyeT UCHOIb30BaTh JEKIMOHHBIA MaTepuana U y4eOHYIO JIUTepary-
py. Caenyer BHUMATEIbHO IPOYECTh CBOM KOHCIIEKT JIEKIIMU 110 U3y4aeMOU TeMe U PEKOMEHY-
eMyI0 K TeMe ceMuHapa jureparypy. Ilpu 3ToM BakHO HayuuThCs BBIAEIATH B paccMaTpUBae-
Mo Ipo0iieMe caMmoe IIaBHOE M COCPEAO0TauuBaTh HA HEM OCHOBHOE BHHMaHUE IPU MOATOTOB-
Ke.

s Gonee TiryOOKOTO TOCTHIXKEHHSI Kypca W 0oJiee OCHOBATENBHOUM MOATOTOBKH PEKO-
MEHJIyeTCsl TI03HAKOMUTBCS C YKa3aHHOMU JIOMOJIHUTENbHOU uTeparypoil. CamocTosTeIbHas pa-
6ota ¢ yyeOHMKaMH, y4eOHBIMU MMOCOOMSAMH, HAYYHOH, CIIPABOYHON M TOMYJISPHON JHUTEpATy-
poi, MaTepHagaMy MNEepUOJUUECKUX M3AaHui U VIHTepHeTa, cTaTUCTUYECKUMHU JaHHBIMM  SIBJISI-
eTcs HanbOosee 3 (HEeKTUBHBIM METOAOM HOJTYUYCHHSI 3HAHUN, TIO3BOJISIET 3HAYUTEIHHO aKTHBU3U-
poBaTh Ipoliecc oBIaJeHus UHpopmMaleid, cnocodcTByeT 6osee rry0oKOMY YCBOEHHUIO H3ydae-
MOTO Marepuaia, (OpMHPYET y CTYIACHTOB CBOE OTHOIIEHHE K KOHKpPETHOH mpobieme. boiee
IJ1yOOKOMY PACKPBITUIO BOIIPOCOB CIIOCOOCTBYET 3HAKOMCTBO C JIOTIOJIHUTENILHON JINTEPaTypoil,
PEKOMEH/I0BaHHOM IpenojaBaTesieM M0 KaXJA0i TeME CEMUHAPCKOI0 WK IMPAaKTHYECKOTO 3aHs-
THSl, YTO MO3BOJIIET CTYJICHTaM MPOSIBUTH CBOIO MHAWBUYAIBHOCTh B paMKaX BBICTYIUICHHS Ha
JTAHHBIX 3aHATHUSX, BBISIBUTH IIMPOKUM CIIEKTP MHEHUN IO U3ydaeMoi IpodiiemMe.

C He3HaKOMBIMH TEPMHMHAMHU M IOHATUSAMM CIEAYeT O3HAKOMHUTbCS B IpeAIaracMom
[JI0CCapuu, CJIOBape WM SHIUKIIONEIUH.

OTBeT Ha KaXXJblii BONPOC U3 IUIAHA CEMUHAPCKOTO 3aHATUS JOJDKEH OBbITh J0Ka3aTellb-
HBIM U apryMEHTHPOBAaHHBIM, CTYJEHTY HY>KHO YMETh OTCTauBaTh CBOIO TOUKY 3peHus. i ato-
ro ClIelyeT MCI0Jb30BaTh JOKYMEHThI, MOHOIpaUUYECKyl0, YUeOHYIO U CIIPAaBOYHYIO JIUTEpary-
py. AKTUBHO y4yacTBysl B OOCYXJE€HHUU NMpoOJeM Ha CEeMUHApax, CTYJACHTHI y4aTcsl MOCieq0Ba-
TEJIbHO MBICIHTD, JIOTHUYECKU pacCyXJaTh, BHUMATEIbHO CIYIIaTh CBOMX TOBapHILEH, MpUHU-
MaTh y4acTH€ B CIIOpaxX U JUCKYCCHSIX.

JUig ycremHOW MOATOTOBKM K YCTHOMY OIIPOCY, CTYIEHT JIOJDKEH 3aKOHCIEKTHPOBAThH
PEKOMEHAYEMYIO JINTEPATYPy, BHUMATEIbHO OCMBICTUTH (PaKTUYECKUN MaTepHuall U CAeaTh BbI-
BOJIbl. CTYAEHTY HAJUIEKHUT XOPOILIO MOATOTOBUTHCS, YTOOBI UMETh BO3MOXHOCTh I'PaMOTHO U
MIOJIHO OTBETUTh HA 3aJJaHHBIE €My BOIIPOCHI, CYMETh CJI€aTh BbIBOJIbI U MOKA3aTh 3HAYUMOCTh
JAHHOM MpOOJIeMBI JJIs U3y4aeMoro Kypca.

CryaeHTy HEOOXOIUMO TaKXK€ JIaTh aHAJIW3 TOU JIUTEPATYPhl, KOTOPOU OH BOCIIOIH30BAJI-
Csl IIpU MOATOTOBKE K YCTHOMY OIIPOCY HAa CEMHHAPCKOM 3aHATHM. 1Ipu moAaroroBke, cTyneHT
JIOJIKEH MPABUIIBHO OIIEHUTH BOMPOC, KOTOPBIA OH B35JI JUIsl BHICTYIIJICHUS] K CEMUHAPCKOMY 3a-
HaTHi0. Ho amst Toro, 4roObl MpaBUIBLHO M YETKO OTBETUTh HA MOCTaBJIEHHBINA BOIIPOC, HEOOXO-
JTUMO MPaBUJIBHO YMETh MOJIb30BaThCS yUeOHON U TOMOJHUTENbHOM TUTEpaTypoil.

[lepeuenp TpeOOBaHMI! K TH0O0OMY BBICTYIIJICHUIO CTY/JICHTA IPUMEPHO TaKOB:

—  CBSI3b BBICTYIUICHMS C IPEIIIECTBYIOMIENH TEMON WM BOIIPOCOM.

—  PACKpBITHE CYIIHOCTH MPOOIEMBI.

—  METOJOJIOTUYECKOE 3HAaYeHHUe JUIsl HaydyHOH, MpodeccHOHATIbHON M MpakTHYEeCKOU aes-
TEIBHOCTH.

Pazymeercs, cTyneHT He 00s3aH CTPOTO MPUAECPKUBATHCS TAKOTO MOPSAIKA M3I0KEHHUS,
HO BCE€ aCHEKThl BONPOCA JOKHBI OBITH OCBELIEHBI, YTO 00OECMEUUT BHICTYIUICHHIO HEOOXO0Iu-
MyI0 TIOJHOTY M 3aBEpIICHHOCTb. [IpMBOAMMBIE yYaCTHHUKOM CEMHHapa HpuUMepbl U (HaKThl
JIOJDKHBI OBITH CYIIECTBEHHBIMH, IO BO3MOXXHOCTH NEpPEKINKaThes ¢ mpoduieM o0ydeHus. Brl-
CTYIUJICHHE CTY/IEHTa JIOJKHO COOTBETCTBOBATH TPEOOBAHUSAM JIOTUKH. YeTKoe BhIUICHEHHUE W3-
JaraeMoil mpo0siemMsl, ee ToYHas (OpMYIHPOBKA, HEYKOCHUTEIbHAS TIOCIIE0BATEIILHOCT apry-
MEHTallUd UMEHHO JaHHOM IpoOiembl, 0e3 HeonmpaBJaHHBIX OTCTYIUICHHM OT Hee B Ipolecce
00ocHOBaHHUs, 0€3yCIOBHAs 10KA3aTeIbHOCTh, HEMPOTUBOPEYHBOCTh U MOJIHOTA apryMEHTaIUH,
IPaBUIBHOE U COJEPKATENbHOE UCIIOIb30BAHUE TIOHATHH U TEPMHUHOB.

Ecnu nporpaMMoil TUCHUIUIMHBI IPELYCMOTPEHO BBINOJIHEHHE IPAKTUUECKOTO 3aaHMs,
TO €r0 HEOOXOMMO BBINOJIHUTh C YU€TOM IPEUI0KEHHOW MHCTPYKLUH (YCTHO WU IUCBMEHHO).
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Bce HOBBIE MOHATHS MO U3y4yaeMoOil TeMe He0OXOAMMO BBIYyUYUTh HaU3yCTh M BHECTH B TJIOCCa-
pHii, KOTOPBI 11eTIecO00pa3HO BECTH C CAMOT0 Hayalla U3y4eHHUs Kypca.

Pesynbrat Takoi paboThI JOJKEH MPOSBUTHCS B CIIOCOOHOCTH CTYJIEHTa CBOOOTHO OTBE-
TUTh Ha TEOPETUYECKUE BOMIPOCHI CEMUHApA, €ro BHICTYIUICHUU M YYaCTUHU B KOJUIEKTUBHOM 00-
CYKIEHUM BOIPOCOB M3y4yaeMOW TEMbl, IPABUJIBHOM BBIIIOJHEHUU MPAKTUUYECKUX 3aJaHui U
KOHTPOJIbHBIX paboT.

Iloozomoexa npezenmayuu u 00K1a0a

[Ipe3enTanus, coriacHo TOJIKOBOMY CJIOBapro pycckoro sasbika [I.H. Ymakosa: «... cno-
co0 mojauu MHPOpPMALUHU, B KOTOPOM MPUCYTCTBYIOT PUCYHKH, (poTorpacduu, aHuManus u
3BYK.

JU1s IOATrOTOBKY Ipe3eHTallui HE0OX0IUMO coOpaTh U 00paboTaTh HaYAIBHYIO HHPOPMALIUIO.
[TocnenoBarenbHOCTh NOATOTOBKU IIPE3ECHTALIMU:

1. Yerko chopmMynupoBaTh LeNb MPE3CHTALMU: Bbl XOTUTE CBOIO ayTUTOPHUIO MOTHBHUPO-
BaTh, yOCINUTH, 3apa3UTh KAaKOW-TO UAEEH MU MPOCTO (POPMAILHO OTYUTATHCS.

2. Onpenenuthb KakoB OyneT (popMmaT Mpe3eHTAlUU: KUBOE BBICTYIUICHHE (TOrAa, CKOJIBKO
OyZIeT ero npoJoJKUTEIbHOCTb) WK 3JIEKTPOHHAs pacchbulka (KakoB OyAeT KOHTEKCT Ipe3eHTa-
1IHHN).

3. OToOpaTh BCIO CONEPKATEIBHYIO YaCTh JUISl MPE3CHTAUU U BHICTPOUTH JIOTHUYECKYIO
LEMOYKY NpeACTaBICHHUS.

4. OnpenenuTs KIIOUEBbIE MOMEHTHI B COJIEP)KAHUU TEKCTA U BBIJCIIUTD UX.

5. Onpenenuth BUIBI BU3yalu3aluu (KapTUHKM) A OTOOpaXKeHHs MX Ha claizax B co-
OTBETCTBMH C JIOTMKOM, LIEJIbIO U crienu (UKol MaTepuania.

6. IlogoOpaTth nu3aiiH U ¢GopmMaTupoBaTh Claiibl (KOJIMYECTBO KapTUHOK M TEKCTa, MX
pacmojioKeHue, IBET U pa3mep).

7. IlpoBepuTh BU3yaJIbHOE BOCIIPUATHE MTPE3ECHTALIHH.

[IpesenTanus npeamnonaraeT coueTanne HHGpOpMalMK pa3IuYHbIX TUIIOB: TEKCTa, rpadu-
YEeCKUX M300pa’keHMH, My3bIKaJIbHBIX M 3BYKOBBIX 3()()EeKTOB, aHMMAIUK ¥ BUAECOPPArMEHTOB.
[ToaToMy HEOOXOAMMO YUYUTHIBaTh CHELMPUKY KOMOMHHpPOBaHUS (PparMeHTOB HH(OpMALIUN
Pa3INYHBIX THIIOB.

s mexcmoeoit ungpopmayuu Baxxen BbiOOp mpudTa, g rpapuueckod — IpKOCTh U HAChI-
IIEHHOCTh 1[BETA, JUISI HAWIY4YLIero MX COBMECTHOI'O BOCHPUSATHS HEOOXOJUMO ONTHUMAJIbHOE
B3alMOPAcCIIOIOKEHUE Ha Claie.

Texcmosan ungpopmayua:

— pasmep mpudTa: 24—54 myHkra (3arosoBok), 18—36 myHKTOB (OOBIYHBII TEKCT);

— 1BeT mpudTa u 1BeT HoHa JOHKHBI KOHTPACTUPOBATH (TEKCT JOJKEH XOPOILIO YUTATHCSA),
HO HE pe3aThb I11a3a;

— tun mpudra: UII OCHOBHOTO TEKCTa MIaAkuii mpudt Oe3 3aceuek (Arial, Tahoma,
Verdana), as1s 3arojioBKa MOXHO HCIIOJIb30BaTh JEKOPATHBHBIN MIPUDT, €CIM OH XOPOIIO YUTa-
em;

— KYypCHUB, MOJUYEPKUBAHUE, )KUPHBIA MIPUQT, MPONUCHBIE OYKBBI PEKOMEHYETCS UCIOIb30-
BaTh TOJIBKO JJIsi CMBICJIOBOTO BbI/IEJICHUS ()parMeHTa TEKCTa.

I'pagpuueckan unghopmayusn:

—  pucyHKH, ¢poTorpaduu, AMarpaMMbl IPU3BaHbI JOMOJIHUTH TEKCTOBYIO HH(POPMAIUIO WU
nepenaTh ee B 0oJiee HarJIs,IHOM BUJE;

—  JKeJaTeNbHO M30eraTh B MPE3eHTAllMU PUCYHKOB, HE HECYIIUX CMBICIOBOW Harpys3Ku, ec-
JIM OHM HE SIBJIIIOTCS YaCThIO CTUJIEBOTO O(OPMIICHUS;

— [BeT rpaduuecKkux M300paKEHUN HE TOJDKEH PE3KO KOHTPACTHUPOBATH C OOIIUM CTHIIE-
BBIM 0pOpMJICHHEM CTIaija;

—  WUIIOCTpAllMH PEKOMEH]IYETCsl COMPOBOKIATH MOSCHUTEIBHBIM TEKCTOM;

— ecnu rpaduueckoe n300pakeHue UCIIONB3YeTCsl B KauecTBe (POHA, TO TEKCT Ha 3TOM (oHE
JIOJKEH OBITh XOPOILIO YUTAEM.
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Eounoe cmunesoe ogpopmnenue:
CTHJIb MOXKET BKJIFOYATh!

—  ompeneneHHbIH mpu@T (TapHUTYpa U 1BET), IBET (oHA WK (POHOBBIM PUCYHOK, AEKOpa-
TUBHBII 3JIEMEHT HEOOJIBIIOTO pa3mepa u Jp.;

—  HE PEeKOMEHIYETCs MCIIOJIb30BaTh B CTUJIEBOM O(OpPMIICHHWH Mpe3eHTauuu Oonee 3 1Be-
TOB ¥ Ooiiee 3 TunoB mpudra;

— odopmieHue cnaiija He JOJDKHO OTBJIEKaTh BHMMAaHHUE CIllylIaTeled OT ero cojiepixa-
TEIHLHOH YacTH;

—  BCE CJaIpl IPE3eHTAIH JODKHBI OBITh BBIAEP)KaHbI B OJTHOM CTHJIE.

Ilpakmuueckue cogemul N0 n0020MOGKe NPEIEHMAUUU:

T'omoeévme omoenvho:

IIEYaTHBIM TEKCT + CJIaibl + pa3JaTOYHbIA MaTepHUall,

Claiapl — BHU3yajbHas Iojaya MHPOpMalMU, KOTOpas AODKHA COAEpkKaTb MUHUMYM TEKCTa,
MaKCUMYM H300paXeHUH, HECYIITHX CMBICIIOBYIO HAarPYy3KYy, BBITIISACTD HATJISIIHO U TIPOCTO;
Texcmoeoe codepiicanue npeeHmayuu.

—  yCTHas peyb WIM YTEHHUE, KOTOPasl JI0JKHA BKJIIOYATh apryMEHTHI, (PaKThl, J10Ka3aTelb-
CTBa U 3MOILIMH;

—  PEKOMEHJyeMOe YHCIIO claiiioB 17-22;

—  oOs3arenpHas HHGOPMAIHS U PE3CHTAUU: TeMa, (DaMUIisS U MHUIUAIBI BBICTYIIAI0-
IIEro; IJIAaH COOOIEHUs; KPaTKHUE BbIBOJIbI U3 BCETO CKAa3aHHOI'O; CIUCOK HCIOIb30BAaHHBIX MC-
TOYHHKOB;

—  pa3maTOYHBIN MaTepuall — JOJDKeH 00eCIieurBaTh Ty K€ IIyOWHY U OXBAaT, YTO U KUBOE
BBICTYIIJICHHE: JIFON OOJBIIE JTOBEPSIOT TOMY, YTO OHM MOTYT YHECTH C CO0Oii, 4YeM Hcye3aro-
MM W300pakeHUsIM, CJIOBA U CJalIbl 3a0bIBalOTCS, @ Pa3laTOYHbBIN MaTepHaj OCTaeTcsl MOCTO-
SHHBIM OCSI3a€MbIM HallOMMHAHHWEM; pa3JaTOYHBIA MaTepuaj BaXXHO pa3faBaTb B KOHLE Ipe-
3€HTAllM; pa3aTOuHbId MaTepHaibl JOJDKHBI OTJIMYAThCA OT CIAiIOB, OJKHBI ObITH Oojiee
MH(OPMAaTHUBHBIMH.

Jlokmaz, coriacHoO TOJIKOBOMY clioBapio pycckoro sizbika J[.H. Yimakosa: «... coobuienue
10 33JJaHHOW TeMe, C LIe€JIbI0 BHECTH 3HAHUS U3 JIOMOJHUTEIbHON JIUTEpaTyphl, CUCTEMATU3UPO-
BaTh MaTepuJl, IPOUJUTIOCTPUPOBATh IPUMEPAMHU, Pa3BUBATh HABBIKM CaMOCTOATENBbHOM padOoThI
C HAy4HOH JINTEPATypOM, TO3HABATEIbHBIA HHTEPEC K HAYYHOMY IIO3HAHHUION.

Tema noxiiaga A0KHA OBITH COTJIACOBaHHA C MIPEINO/IaBaTeNIeM U COOTBETCTBOBATH TEME
yueOHOro 3aHATHS. Marepuanbl HOpU €ro IMOATOTOBKE, JIOJKHBI COOTBETCTBOBAaTh HAy4YHO-
METOAMYECKUM TPeOOBAHUSAM By3a U ObITh yKa3aHbl B IOKJIAJE.

HeoOxonumo coOirofaTh perjiiaMeHT, OrOBOPEHHBINM NMpH NojydyeHuH 3ajnanus. Wiro-
CTpAIMH JTOJIKHBI ObITh JOCTATOYHBIMU, HO HE Ype3MepHbIMU. PaboTa cTyneHTa HaJ AOKIaI0M-
Ipe3eHTaluel BKIIOYaeT OTPaOOTKY YMEHHs CaMOCTOSITENIbHO 0000miaTh MaTtepual U Jenarh
BBIBOJIbI B 3aKJIFOYEHUHU, YMEHUS OPUEHTUPOBATHCS B MaTepUajie M OTBEYaTh Ha JOIOJIHUTENb-
HbIE BOIIPOCHI CiTylIaTesei, 0TpaboTKy HaBBIKOB OPaTOpPCTBA, YMEHUS IPOBOJUTH TUCITYT.

JIOKJa{4MKN JTOJKHBI 3HaTh U YMETh: COOOLIaTh HOBYIO MH(OPMAIMIO; UCIOIH30BATh
TEXHUUYECKHUE CPEJICTBA; XOPOIIO OPUEHTHUPOBATHCS B TEME BCErO0 CEMUHAPCKOTO 3aHATHS; JHC-
KyTHPOBaTh U OBICTPO OTBEYATh HA 3aJJaHHbBIE BOMPOCHI; YETKO BBIOIHATH YCTAaHOBJICHHBIN pe-
riiaMeHT (He Oosiee 10 MUHYT); UMETh MPEJICTAaBICHUE O KOMIIO3UIIMOHHON CTPYKTYpE N0KIaaa U

Ap.
Iloozomoeka u nanucanue peghpepama
Pedepar, kax opma 0OyueHUs: CTYyIEHTOB — 3TO KPaTKUH 0030p MaKCHMAILHOTO KOJIHU-

YCCTBA NOCTYIIHBIX HY6HHKaHHﬁ o SaﬂaHHOﬁ TEME, C JJIEMCHTAMH COIIOCTABHUTCIIbHOI'O aHa/JInu3a
JaHHBIX MAaTCPUAJIOB U C TIOCIICAYIOIIMMHU BBIBOAAMU.
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ITpu nmpoBeneHnn 0630pa AOKHA MTPOBOJUTHCS U UCCIIEAOBATENbCKas paboTa, HO 00BeM

€ OTpaHHMYCH, TaK KaK aHAJTU3UPYIOTCS YK€ CIIeIaHHbIC TPEABIIYIIUMHU UCCICIOBATEISIMHA BbI-
BOJIBI M B CBSI3U C HEOOJIBIITMM 00BEMOM JTaHHOH (OPMBI PabOTHL.

[EEN

Lenv nanucanus peghepamos sagnaemcs.
MPUBHUTHUE CTYACHTAM HaBBIKOB OMOIMOrpaduuecKoro Noucka HeoOXoJUMOHN TUTeparypsl (Ha
OyMa)XHBIX HOCHUTEJISIX, B QJIEKTPOHHOM BHJIE);
NPUBUTUE CTYACHTAM HAaBBIKOB KOMIIAKTHOTO W3JIOKEHHS MHEHHS AaBTOPOB U CBOETO
CYXJIEHUS 110 BEIOPAaHHOMY BOIIPOCY B MHUCBMEHHOH (popMe, Hay4yHO TPaAMOTHBIM SI3BIKOM U B
XOpOIIEeM CTHIIE;
npuoOpeTeHne HaBbIKA TPAMOTHOTO O(GOPMIICHHS CCBUIOK Ha HCIOJb3yeMble HCTOYHUKH,
MPAaBUIILHOTO IIUTUPOBAHMSI aBTOPCKOTO TEKCTA,
BBISIBJICHUEC M Pa3BUTHE y CTYJCHTa MHTEpEca K ONpPEAEICHHOW Hay4YHOW M IMPAaKTUYECKON
npoOiieMaTuKe ¢ TeM, YTOOBI HCCIIEIOBAHUE €€ B JallbHEHIIIEM

Tpebosanus k cooeprcanuio:
Marepuall, HCIOJIb30BaHHbIH B pedepare, JOKEH OTHOCUTCS CTPOTO K BEIOPaHHOH TeMe;
HEOOXOJMMO M3JIOKUTH OCHOBHBIE AacleKThl MpoOIeMbl HE TOJBKO TIPaMOTHO, HO U B
COOTBETCTBUH C TOW MJIM MHOW JIOTMKOH (XpOHOJOTMYECKOW, TEMAaTHUECKOH, COOBITUIHHON 1
7p.)
IIPY M3JI0KEHUU CIIEAYET CTPYIIIUPOBATh MJIEH PAa3HBIX aBTOPOB IO OOIIHOCTH TOYEK 3PEHUS
WM TI0 HAYYHBIM IIKOJIaM;
pedepar momkeH 3aKaHUMBATHCS IOABEICHUEM HTOTOB IPOBEICHHOW HCCIIENOBATEIBCKON
paboThI: conepKaTh KPAaTKU aHaIM3-000CHOBAaHHE INPEUMYIIECTB TOH TOYKH 3PEHHS II0
paccMaTpuBaeMoOMy BOIIPOCY, ¢ KOTOPO# Bl conuaapHsl.

Cmpyxmypa pegpepama.

. TATYJIbHBIN JIUCT
.BBenenne — paszmen pedepara, MOCBAIICHHBI MOCTaHOBKE NpoOJeMbl, KoTopas Oyaer

paccMaTpuBaTbCsi © 000OCHOBAHUIO BHIOOpPA TEMBI.

. OcHOBHAs 4acTh — 3TO 3BEHO pa6OTLI, B KOTOPOM ITOCJICAOBATCIIBHO PACKPBIBACTCA BI>I6paHHaH

teMa. OCHOBHas 4acTh MOXKET OBITh MIPE/ICTaBIEHA KaK IeJIbHBIM TEKCTOM, TaK U pa3JielieHa Ha
rnaBel. Ilpu HeoOXoammocTu TeKCT pedepara MOKET MOMOJHATHCA HWILTIOCTPALUSAMH,
TabnuuaMu, rpaduKaMy, HO UM HE ClIeyeT Meperpykarb TEKCT.

. 3aKIIFOYCHUE — JIaHHBIMI pasaci pe(pepaTa JOJIKCH OBITh NnNpeACTaBJICH B BHJIC BbLIBOHOB,

KOTOPBIC T'OTOBATCA HAa OCHOBEC IMOATOTOBJICHHOT'O TCKCTA. BBIBOJII)I JOJIPKHBI OBITH KpaTKUMH U
YeTKUMH. Takke B 3aKII0YCHUH MOXKHO 0003HAUUTh MPOOIEMBbl, KOTOpbIe ObUIH BBISIBICHBI B
xoJ1e paboThl Haj pedepaTom, HO HE OBLITM PACKPHITHI B paboTe.

. CIucoK MCTOYHHKOB M JIATCPATYPBHI. B nmaHHOM CHHCKe Ha3bIBAaIOTCA KakK T€ HCTOYHHKHU, Ha

KOTOPBIE CCBUIAETCS CTYAEHT IpU MOATrOTOBKE pedepara, TaK W BCE WHBIC, U3YUYCHHBIE UM B
CBSI3U C €ro MOAroTOBKOH. B paboTe MOMKHO OBITH MCIIONB30BAHO HE MEHEe 5 pa3HBIX
WUCTOYHHUKOB, M3 HUX XOTS OBl OJJMH — HAa HMHOCTPAHHOM si3bIKe. PaboTa, BBIONHEHHAS C
UCIOJIb30BAaHUEM MaTepuala, COAEPIKaIlerocs B 0JJHOM HAyYHOM MCTOYHHUKE, SBIISIETCS SIBHBIM
raruatoM u He npuHUMaetrcs. Odopmienne Crucka WCTOYHHUKOB M JIUTEPATYPHI TOJHKHO
COOTBETCTBOBATH TPEOOBAHUAM OMOIMOrpapUECcKUX CTaHIAPTOB.
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