MMHUCTEPCTBO HAYKY Y BBICIIIET'O OBPA30BAHUSA
POCCHUMCKOM OEJIEPAIIAA

1y @DeniepabHOE TOCYAaPCTBEHHOE OIOKETHOE 00pa30BaTEIbHOE YIpeKIECHUE
BBICIIET0 00pa30BaHUA
«MarHuTor opcKUi rocyiapCTBEHHBIN TeXHUYecKUuil yHuBepcuteT uM. I'. 1. HocoBa»

.

P N\

/ ‘/‘\\ YTBEPXJIAIO
] 4.\ Hupexrop U2uY
( 5/ neniSY ¥ g\; H.P. Bansmckas
\ i 10.03.2021 T.

PABOYAS ITPOTPAMMA JUCHUAILIHHBI (MO 1Y JIS)

JJOKYMEHTHPOBAHHE YIIPABJIEHYE CKOH JEATEJILHOCTH

HarmpaBnieHue moar oToBKH (CHEeIHAaTbHOCTb)
38.03.01 DxoHOMHKA

HarmpaBieHHOCTB (PO GIIIE/CIIeIHATH3aI s ) IPOTPaMMBI
DKOHOMHKA U OH3HEC-aHATHTHKA

‘Y poBeHb BBICIIEr0 00pa30BaHUs - 0aKalaBpUaT

®opmMa 00y4eHHS
OYHas

Wucruryr/ dakynsrer HHCTUTYT SKOHOMHKH U YIPaBICHHSI

Kagenpa T'ocymapcTBEHHOr 0 MyHHIIHIIAIBHOTO YIIPABICHHS U YIIPABICHUS
IIEPCOHATIOM
Kypc 2
Cemectp 3
Mar=auroropck

2021 rox



PaGouas mporpamMMa COCTaBlIeHa Ha OCHOBE ®I'OC BO - 6akanaBpyar 110 HalpaBJICHUIO
noxrotosky 38.03.01 DxoHOMHUKA (TIPHKA3 Muno6prayku Poccuu ot 12.08.2020 T Ne 954)

PaGouass mporpaMMa paccMOTpeHa H ogobpeHa Ha  3aceJaHUU Kagenpol
['ocy1apCTBEHHOrO MYHALMIIABHOTO YIPABICHUS 1 yIIpaBJIeHUs IIEPCOHATIOM
05.02.2021, mporoxon Ne 6 p
3as. xadenpoi % H.P. BanbHckas

/
PaGouas IporpamMma 0106peHa METOMYECKO’ KOMHUCCHEH X/(Q/Y
10.03.2021 r. mporoxon Ne 3

Ipencenarens H.P. bansmckast

CoracoBaHo:
3aB. xapenpoit DKOHOMUKH

A.I'. BacunseBa

PaGouas mporpaMma CocTaBJIeHa:
nouent kadeaps: TMYuYI], kaHz. nej. Hayx

C.B. KontsixoBa

PerieH3eHT:
Ha! ynpapieHnsi 06pasoBaHMs a/IMMHACTPALUH ropoga MarHuToropeka,
4P ’ H.B.Cadonosa
/




JIner akryaauszanuu padoyeil mporpaMmbl

Pabouas nmporpamma nepecMoTpeHa, oocyxaeHa u ogqodpena st peanmsanuu B 2022 - 2023
y4eOHOM roy Ha 3aceqanuu kKadenapel ['0CcyIapCTBEHHOTO MYHHIIUIIAIBHOTO YIIPABJICHUS

[Ipotokom ot 20 r. Ne

3aB. kadeapoii H.P. Bansinckas

Pabouast mporpamMmma repecMoTpeHa, 00CcykaeHa u ogo0pena s peanusarnuu B 2023 - 2024
yueOHOM rojly Ha 3acefaHuu kageapsl ['ocymapcTBEHHOTO0 MyHHUIIMIIAILHOTO YIIPABICHUS U

IIporokomor 20 1. Ne

3aB. kadeapoii H.P. BanbiHckas

PaGouast mporpamMma repecMoTpeHa, o0CykaeHa u 0100peHa s peanusaruu B 2024 - 2025
yaeOHOM Trojly Ha 3acefaHuu Kadeapsl ['ocymapcTBEHHOTO0 MyHHUIIMITAIILHOTO YIIPABICHUS U

[Iporokom ot 20 . Ne
3aB. kadenpoii H.P. banwiickas

Pabouas mporpamma nepecMoTpeHa, 00cyxaeHa u ogoopena st peamszanuu B 2025 - 2026
y4eOHOM roy Ha 3aceqaHuu Kadeapsl ['0CcyIapCTBEHHOTO MyHHUIMITATBHOTO YIIPABICHHS U

IIporokomor 20 . Ne
3aB. kadeapoii H.P. Banbrackas




1 Iles1u ocBOCHUS TN CHMILTHHBI (MOYJI51)

[lenbto OCBOEHHUS MUCHUILUIMHBI «/{0OKyMEHTHpPOBAaHUE YMPABIEHUYECKON NEATEIbHOCTH
SBJISICTCS] U3YYCHUE TEOPETUUECKUX U MPAKTUYECKUX OCHOB CO3JaHUS JOKYMEHTOB YIPABIICHHUS;
rpaMOTHOM ¥ 3¢ (EKTUBHOI OpraHU3alui COBPEMEHHOTO JIEIIONPOU3BO/ICTBA HA MPEATIPUATHUAX U
B OpraHU3alUsIX.

2 MecTo THCHUIIMHBI (MOYJIAA) B CTPYKTYpPe 00pa30oBaTe/IbHOI MporpaMmal

JucummmHa  JIOKyMEHTHPOBAaHME  YIPABIECHYECKOW — NEATEIBHOCTHM  BXOAWT B
00513aTeNIbYI0 4acTh YU€OHOTO IIaHa 00pa30BaTENbHON MPOTrPAMMBI.

Jns  n3ydeHUs  JUCLUIUIMHBL ~ HEOOXOOUMbI  3HaHUS  (YMEHMs,  BIJIAJICHUsA),
c(OpMHUPOBAHHBIC B PE3YJIbTATE U3YUCHHSI JUCIUTUTUH/ IPAKTUK:

JlenoBasi KOMMYHHUKaLUs HA PYCCKOM SI3bIKE

3nanus (YMEHHs, BIAJICHUS), OTYyYCHHbIE NMPH M3YyYCHUU TAHHOM NUCIMIIIMHBI OymyT
HEO0XOAUMBI JUIsl U3yUeHUS IUCLUILINH/TIPAKTHK:

Bbyxrantepckuii yuet

Mertoas! NPUHATHS YIPABICHYECKUX PEIICHUN

IIpaBoBEICHME

OCHOBBI KOMMEPUYECKOM 1€ATEIbHOCTH NMPEANPUATHS (OpraHU3aL1H )

[IpoekTHas AeATETbHOCTD

ConunaibHO-3KOHOMHYECKAsl CTATUCTHUKA

DUHAHCOBBII MEHEKMEHT

VYpaBileHYECKUH yUET U aHAIIN3

3 Komnerenuun ody4aromierocs, (popMmupyemMbie B pe3y/ibTaTe 0CBOCHUS

AUCHUILIMHBI (MOAYJIS) ¥ IJIAHUPYEMble Pe3yJIbTAThI 00yUeHu st

B pesynbpTaTe ocBOeHMS JUCHUILIMHBL (MOYs) «J{OKyMEHTHpOBAaHUE YIIPABIEHYECKON
JeSITeIbHOCTH 00yUaroIMics T0JDKEeH 001a1aTh CIICAYOIMMU KOMIIETEHIUSAMU:

KO,[[ HHJAUKATOpa I/IHI[I/IKaTOp JOCTHIXKCHHA KOMIICTCHIIMH

YK-4 CnocobeH oCyIecTBIsITh JEI0OBYI0 KOMMYHHUKAIIMIO B YCTHOW M MUCHhbMEHHOW (opMmax Ha
rOCYIapCTBEHHOM si3bIKe Poccuiickoit deaepariiy 1 HHOCTPaHHOM(BIX ) sI3bIKe(ax)

YK-4.1 BeiOupaer cTuiib 0OLIEHHS HAa PYCCKOM SI3bIKE B 3aBHCUMOCTH OT LIETH U
YCIIOBUHM MAapTHEPCTBA; alaliTUPYET peub M CTUJIb OOLICHHS K CUTYalUsM
B3aMMOJECHCTBUS

VK-4.2 Bener nenoByro nepenucky Ha pyCCKOM M MHOCTPAHHOM SI3BIKaxX C Y4ETOM
OCOOEHHOCTEH CTUIUCTUKH OQPHUITMATBHBIX IMHUCEM W COIMOKYJIBTYPHBIX
pa3zaugIum

VK-4.3 Boimonuser s MMYHBIX 0 Leded  mepeBoA  OPHUIMANBHBIX U
MpOoPECCHOHAIBHBIX TEKCTOB C HMHOCTPAHHOTO SI3bIKA HAa PYCCKUH, C
PYCCKOTO SI3bIKa Ha HHOCTPAHHBIN

YK-4.4 [Ty6nu4yHO BBICTYHAEeT HAa PYCCKOM S3BIKE, CTPOMT CBOE€ BBICTYIUIEHHE C
YUETOM ayJIMTOPUU U 1IeJI 00IIEeHUs
YK-4.5 YCTHO NpeACTaBISIET PE3YNIbTATHl CBOEU AESATENIBHOCTH HAa WHOCTPAHHOM

A3BIKC, MOXKET NOJACPXKATD Pa3sroBOp B XO0A€ UX O6CY)KI[CHI/I$I




4. CTpyKTypa, 00b€éM U cotepKkaHne TUCHHUIINHBI (MOLYJI5)
OO0mas TpyI0€MKOCTh THUCHIUILIMHBI cocTaBiisieT 3 3a4eTHhIX enunHuil 108 akan. gacoB, B TOM

YUCJIC:

— KOHTaKkTHas padora — 73,9 akaj. 4acoB:

— ayIUTOpHAs — /2 aKaJl. 9acoB;

— BHeaynuTopHas — 1,9 aka. yacos;
— caMocTosTenbHas padora — 34,1 aka. 4yacos;
— B (hopMe MpakTUYECKOM moaroToBku — 0 akaj. Jyac;,

dopma arTecTaluy - 3a4eT

AynutopHas 5 o
g
KOHTZKTHM = ®dopmMa TEKYIIEro
Paznen/ Tema % o QE 2 Brn KOHTPOIIA Kon
B aKaJ. gacax 5 .
g ( A ) 3 ©| camocTrosTeNnsHOM | ycIeBaeMOCTH U
JTACIUTUTAHBI 5 S ., |xommereHnnm
@) 5 g £ paboTs MIPOMEKYTOYHOM
nab. |mpakr. | 5 3
Tex. . Eaﬂ 5 g aTTecTaluu
1. Teoperuueckue OCHOBBI
JIETIONPOU3BOJICTBA OPTraHH3AIIHH.
1.1 Hudopmanus, ee KpUTEpPHUH.
Joxyment. PexBm3uT mokymeHTa.
®ynkuun nokymenTa. FOpunndeckas
CHJia TOKyMeHTa. J{enonpon3BoaCcTBO,
JIOKyMEHTHUPOBaHHE.
Y P CamocrosTenpHOe
JlokyMeHTanoHHOE obecrieueHne
n3ydeHue
YIpaBJICHHUS. JIoKyMeHTO00O0pOT. 6o . VK-4.1,
Knaccugukanus JIOKYMEHTOB. y:z Hggﬁﬂ ycgﬂbéﬁeoigoc' VK-4.2,
Cranpmapruzaims u  yHuukanus| 3 | 6 6 5 J]I/lTeyan . — fﬂﬂ SHLHMX YK-4.3,
JIOKyMEHTOB. YHuuduuupoBaHHas Paé)OTEZE 3a;(al}{,1/1171 VK-4.4,
cucrema  gokymeHTtammu  (YCI). ) YK-4.5
Cucrembl JOKyMEHTANUH. [IPHHIAITBI DJICKTPOHHBIMH
Y P O6ubmrorekaMun
JIeTIOTPON3BOICTBA.
HopmaTtuBHO-MeTOANYECKAS 6aza
JOKYMEHTUPOBaHHS YIIPaBIEHUECKOM
JIESTEIBHOCTH u OpraHu3aIuu
paboTHI ¢ JOKYMEHTaMH.
Wroro no pazneny 6 6 5
2. O6mme mpaBwina  o(pOpPMICHHS

YIPABIEHYECKUX JOKYMEHTOB




21 roct P 6.30-2003
«YHH(UINPOBaHHEIE CHCTEMBI
JOKyMEHTAllMU. Y HU(DUIIMPOBaHHAS
cucrema
OPTaHM3AIMOHHO-PACIOPAIUTETHLHON
JIOKYMEHTAIHH. TpeboBanus K
0 OpMIICHUIO JIOKYMEHTOB".
Pexsusur 01- T'ocynapcTBeHHEI repb
P®. Pexuzur 02- I'ep6 cyObekTa PO
U MYHHIMNAIBLHOTO  00pa3oBaHus.
PekBusur 03 -DMOnema opranuzanuu
WIM TOBapHEIH 3Hak. Pexsmsur 04-
Kon opranuzanmu. PekBusur 05-
Ykazanue Ha OCHOBHOM
TOCY/IapCTBEHHBIH PETHCTpaliOHHBIA
HoMmep npennpusrus.Pexsuzur 06-
Vka3aHue Ha HICHTH(OUKAIUOHHBIH
HOMED HaJIOrOIlIaTeNbITUKA/KO
NPUYUHBI TIOCTAaHOBKM HA  yUeT.
PexBusur 07- Kon (dopMBI
JIOKyMEHTA. PexBusur
08-Haumenopanue OpraHM3aIMu.
PexBuszur 09-CrnipaBouHBIC CBEICHHUS
00 opranmzauuu. PexBusur 10-
HaumvenoBanme BHAa JOKyMeHTA.
PexkBuzur 11- Jlata JoKyMeHTa.
PexkBusur 12-  PeructpanvoHHBIH
HOMEp JoKyMeHTa. PekBuzur 13-
Cchllka Ha PEerucTpariOHHBIA HOMEp
W Jary JoKyMeHTa. PekBuzur 14-
MecTo COCTaBIICHHS WM HW3IaHHS
nokymeHnra. PexBusur 15- Ceenenus
00 anpecare. PekBusur 16 -I'pud
YTBEPXKICHUS NOKyMEHTa. PeKkBU3UT
17-Pe3omionus. PexBuzur
18-3aronoBok k Tekcty. PekBuzur 19-
Otmerka o koHTposie PexBusur 20-
Tekct nokymenra. PekBusutr 21-
OTMeTKa O HaJIUMYUU IPEJIOKEHHH.
Pexsusur 22- [Moanuce. PexBusur 23-
I'pud cormacoBanusi  JTOKyMEHTA.
PexBusur 24- Busbl coriiacoBaHUS
nokymeHnra. PekBusur 25- Ileuarts.
PexkBuszur 26-OTMeTKa O 3aBEpEHHUH
koruu. PekBuzur 27- OtmeTrka 00
ucnoiauTene. Pexsusur 28- OTmeTka
00  HUCIOJIHEHMHM JOKYMEHTa W
HalpaBJIeHHH €ro B Jesio. PexkBu3uT
29- OrMerka O  MOCTYIJIEHHH
JIOKyMEHTA. PexBusur 30-
Wnentnduxatop 31eKTPOHHON KONUH
JIOKYMEHTA.

CocraB PEKBU3HUTOB, ux
MECTOPACIIONIOKEHIE HA JTOKYMEHTE.
dopmynsip-o0pazel T0KyMeHTa.

CaMocTosATEIbHOE
H3yUCHHE
yueOHO u
HayJHOU
JIUTEPATYpPhI
Pabora ¢
3JIEKTPOHHBIMU
OubIMOTEKAMHU

VYerHBIl onpoc.
IIposepka
WH/IMBUTYaJIbHBIX
3aJaHuN

VK-4.1,
VK-4.2,
VK-4.3,
VK-4.4,
VYK-4.5




Uroro mo pazneny

3. OCOo0EHHOCTH  COCTaBJIEHHUS
0QOpPMJICHHUSI  OCHOBHBIX
yIpaBJICHUs

u

JOKYMCHTOB

3.1 OcHOBHBIE TPYNIBI JOKYMEHTOB.
HopmatusHbie JOKYMEHTBI
TOCYAapCTBEHHBIX OPTaHOB.
OpraHu3aloHHbIC JOKYMEHTBI
TPEeIIPHUSTHSL. JlomxHOCTHEIE
HUHCTPYKIHH. PacnopsinurensHele
JIOKYMEHTBI TPEeIIpHUATHs. [IpHKa3bl
o OCHOBHOM JIeSITEbHOCTH.
Pacniopsixenus, peleHus.
HudopmannoHHO-CIpaBOYHEIE
JIOKYMEHTHL. [IpOoTOKOJIBI, MOJIHAs |
Kpatkas QopmMa uX OPOPMIICHHUS.
AKTBL. CrnyxeOHble u
o0bsicHUTENbHBIE 3amicKU. CIIpaBKy.
CayxxeOHble JoBepeHHOCTH. [lucbMma,
UX  KIaccupUKammsi,  CTPYKTypa,
CTaHJapTHbIE (pa3bl U BBIPAKECHUS.
Hopwmsbl odunuansHO-IeI0BOTO CTHIIS
CIIy>)KeOHBIX JIOKyMEHTOB. JlenoBoe
MHCBMO  MEXIyHApOIHOTO oOpasma.
®akcel, TenedoHorpammsl. Jlorosopa,
KOHTpakThl. COBpeMEHHBIE CIIOCOOBI
U TEXHUKA CO3JIaHHs JOKYMEHTOB.

CaMocCTOsATENBHOE
H3yUYCHHE
yueOHO u
HayJHOU
JIUTEPATyph
Pabora ¢
JNEKTPOHHBIMU
OMOIMOTEKAMH

VYerHBIl onpoc.
IIposepka
WH/IUBUTYaJIbHBIX
3aaHui

VK-4.1,
VK-4.2,
VK-4.3,
VK-4.4,
YK-4.5

Wroro no pazneny

4. TIpaBuna opopMIIEHHSI TOKYMEHTOB IO

JUYHOMY COCTaBY

4.1 Ilonsitne u
HEPCOHAIBHBIX JAHHBIX.
IIpuHaanexHOCTH MIEPCOHAJIBHBIX
JAHHBIX: COOCTBEHHHK, JIepiKaTellb W
M0JIb30BAaTEIb MEPCOHAJIBHBIX
JAHHBIX. Crpykrypa KaJpoBOH
MH()OPMAIIOHHO-I0KYMEHTAILIOHHON
cucreMbl. OdopmieHHEe JOKYMEHTOB
IIpY [IpHUEMeE, YBOJIbHEHHH U NEPEBOJIE
paboTHUKA Ha JPYryH HOJDKHOCTb.
Ankera.  TpynoBble  KOHTPAKTHI.
Ilpuka3pl 1O JNUYHOMY  COCTaBy.
OCHOBHBIE PEKBU3UTBI JOKYMEHTOB H
npaBuna ux odopmienus. Kpartkue
CBEJEHUs O MpaBuiaX OGOpPMIECHUS
TPYAOBBIX KHIUXKEK, JIMYHBIX
KapTOYeK, JINUHBIX JIe]1 pA0OTHHUKOB.

CTPYKTYpa

CaMocTosTeNbHOS
H3y4YCHHE
yueOHOIt n
Hay4HOU
JIUTEPATYPhI
Pabora ¢
3JIEKTPOHHBIMU
OubIMOTEKAMHU

VYerHbIl ompoc.
IIpoBepka
HWHAUBHUIYaJIbHBIX
3aJlaHuN

VK-4.1,
VK-4.2,
VK-4.3,
VK-4.4,
VK-4.5

Wroro no pazneny




5. Opranuzanus 10KyMeHTOOO0poTa

5.1 Tlonstus JOKYMEHTOOOOpPOT u
OpraHu3aIusI JIOKYMEHT0000pOTa.
HopmaTtuBHo-MeToquaeckas
periaMeHTaIus JOKYMEHTO000poTa.
OCHOBHBIE TpaBWIa OpPraHU3ALNH
JIOKyMEHTO0000pOTa Ha MPEIANPUATHH.
KauecTBeHHBIE XapaKTEePUCTUKH
nokyMeHToobopoTa. Kiaccubpukarys
JIOKyMEHTOIIOTOKOB:
TOPU3OHTAJIBHBIC,
BOCXOJISIIIHE,

BEPTHKAJIbHBIC,
HHCXOIAIINE,
BXOJISIIIHUE, UCXOIAIINE u
BHYTpEHHHE. IMoncuer o0beMa
JIOKYMEHT0000poTa.

CaMocCTOsATENEHOE
H3yUYCHHE
yueOHOI
HayJHOU
JIUTEPATyphI
Pabora ¢
JNEKTPOHHBIMU
OMOIMOTEKAMH

YerHsli onpoc.
IIposepka
WH/IMBUTYaJIbHBIX
3aJaHui

VK-4.1,
VK-4.2,
VK-4.3,
VK-4.4,
VK-4.5

Wroro no pazneny

6. OcHOBHBIE TIpaBUIIA
paboTHI ¢ JOKYMEHTaMU

OpraHu3anuu

6.1 O6paboTka MOCTYMAIOIINX
JoKyMeHTOB. IlepBuunas o0OpaboTka
JIOKyMEHTOB. Oommmue paBuiIa
perucTpanuy JOKyMEHTOB, (HOPMEI
peructpauuu. [lepenaya J0KyMEHTOB,
pPAacCMOTpPEHHE HX PYKOBOAUTEINIEM.
Topsinok HampaBieHHUs TOKyMEHTa Ha
HUCIIOJIHCHUE U pa6OTbI HUCIIOJIHUTEIIA
c JOKyMEHTaMH. Hcnonuenue
JOKyMeHTa. Bugsl u  ¢dopMsl
KOHTPOJSI ~ HMCIIOJTHEHWsI, CpPOKOBas
kaproreka. OpraHuzalnus TEKyILIEro
xpaneHus: jaen. HomeHkiartypa e,
o0rmiue TpeOoBaHus, BUJIBI
HOMEHKJIATYD. CocraBneHue
HOMEHKJIaTypsl aen. dopmupoBaHue
u opopmitenne nen. CucreMaTH3aMs
JIOKyMEHTOB B Jejie. XpaHEHHUe Jell.
IloaroroBka JOKYMEHTOB K Hepenade
Ha apxuWBHOe xpaHeHwe. Kpurepun
OLIEHKH JOKyMeHTOB. CocTaBieHHe
omnuceit gei.

7,1

CaMocTosTeNbHOS
H3y4YCHHE
yueOHOIl u
Hay4HOU
JIUTEPATYPbI
Pabora ¢
3JIEKTPOHHBIMU
OubIMOTEKAMHU

YerHbIl onpoc.
IIpoBepka
HWHAWBHUIyaJIbHBIX
3aJaHuN

VK-4.1,
VK-4.2,
VK-4.3,
VK-4.4,
VK-4.5

Uroro no pazneny

7,1

Uroro 3a cemectp

36

36

34,1

3a4éT

Hroro no JUCHUIIIINHE

36

36

34,1

3a4ecT




5 O0pa3oBaTte/ibHbIE TEXHOJIOTHH

Peanu3anust KOMIIETEHTHOCTHOTO MTO/IX0/1a MPEAYCMATPUBAET UCIIOIb30BAHHE B y4€OHOM
MpOIECCe AaKTHBHBIX M WHTEPAKTHUBHBIX (OpPM TIPOBEACHHS 3aHATHA B COYCTAHUU C
BHEAYJIMTOPHON paboToil ¢ 1enbl0 POPMUPOBAHUS M Pa3BUTUA MPO(ECCHOHANBHBIX HABBIKOB
o0yyJarouuxcs.

[Ipu oOyyeHHHM CTYAEHTOB JUCHMILIUHE «JlOKYyMEHTHPOBAaHUE YIPABICHUECKOMN
JeSITeILHOCTI CIIEAYET OCYIIECTBIIATH CEIyIoNue 00pa3oBaTe/IbHbIC TEXHOJIOTHH:

1. TpagunuoHHble 00pa3oBaTelIbHbIE TEXHOJIOTHMH OPHEHTHUPYIOTCSA Ha OpraHU3aluio
00pa30BaTeIbHOTO  IIpOLlecCa, MPEANOJJAralllyl0 MPSAMYH TPaHCISALUIO 3HAHUM  OT
npenoAaBaresss K CTyIeHTY (IPEeuMYIEeCTBEHHO Ha OCHOBE OOBSICHUTEIbHO-UUIIOCTPATUBHBIX
METO/I0B 00y4YEeHUS1).

®opmbl y4eOHBIX 3aHATHI C UCIIOJIB30BAHUEM TPAJAUIIMOHHBIX TEXHOIOTHIA:

WudopmanmonHas JeKuus — I[OCIENOBAaTEIbHOE H3JIOKEHHE MaTrepuaia B
JTUCIUIUIMHAPHON JIOTHKE, OCYIIECTBISIEMOE MPEUMYIIECTBEHHO BepOaIbHBIMU CpEICTBAMU
(MOHOJIOT MpernoaaBaTes).

[IpakTueckoe 3aHsTHE, MOCBSIIEHHOE OCBOSHUIO KOHKPETHBIX YMEHUU M HABBIKOB IO
IPEJIOKEHHOMY aIrOPUTMY.

2. Texnonmoruu npobIEeMHOrO0 OOy4YEHHUSI — OpraHu3alus o0pa3oBaTeNBLHOrO Mpolecca,
KOTOpasi MPEANojaraeT moCTaHOBKY MPOOJIEMHBIX BOIPOCOB, CO3AaHUE yUEOHBIX MPOOJIEMHBIX
CUTYalUi JIJIsl CTUMYJIMPOBAHUS aKTUBHOW MO3HABATEIbHOM AEITETbHOCTH CTYICHTOB.

®opMbl y4eOHBIX 3aHATHI C UCTIOIB30BaHUEM TEXHOJIOTHIA MPOOIEMHOTO 00yIeHUS:

[IpakTnueckoe 3aHaTHEe B (GopMe NPAKTHKyMa — OpraHu3anus ydeOHO paboThl,
HalpaBJIeHHAs Ha PEIICHHE KOMILUICKCHOW Y4eOHO-II03HABATEIBbHON 3aJaud, TPEeOyroImel OT
CTyJI€HTa IPUMEHEHHUS KaK HAyYHO-TEOPETUUECKUX 3HAHUM, TaK U MPAKTUIECKUX HABBIKOB.

3. TexHonornu MpPOEKTHOrO OOYYEHHUs — OpraHu3anus 00pa30BaTENLHOTO Ipolecca B
COOTBETCTBUHU C QJITOPUTMOM IIOA3TAIMHOTO PELICHHUS MPOOIEMHONM 3aJaydl WM BBITOTHEHUS
yuebHoro 3aianus. [IpoekT npeanonaaraeT COBMECTHYIO YUEOHO-TI03HABATEIbHYIO JIEATEIbHOCTh
IPYNIbl CTYJ€HTOB, HAMIPABJICHHYIO HA BbIPaOOTKY KOHIEMIMM, YCTAHOBJIEHHE LIeJei U 3aj1ad,
GOpMYITUPOBKY O0XXHJIa€MBIX PE3yIbTaTOB, OMpPEICICHUE MPHUHIMIIOB W METOJIUK PpeIICHUS
MOCTaBJIEHHBIX 3ajay, I[UIAHUPOBaHHWE XoAa paOOThl, MOUCK JOCTYMHBIX M ONTUMAJIbHBIX
pecypcoB, MO3TANHYI0 pPEANM3alUI0 IUlaHAa paboThI, MPE3CHTALUI0 PEe3yJbTaToOB pPabOThI, MX
OCMBICIIEHUE U PEDIIECKCHIO.

OCHOBHBIE TUIIBI IPOEKTOB:

TBopueckuil mpoekT, Kak MpaBUJIO, HE UMEET AETAJbHO NPOPaOOTAHHON CTPYKTYpHI;
yueOHO-TI03HABATENbHAS JEATENILHOCTh CTYICHTOB OCYILIECTBISETCS B paMKax pPaMOYHOTO
3a/laHusl, IOJUMHSISICH JIOTUKE U HHTEPECcaM yYaCTHUKOB IIPOEKTA, )KaHPY KOHEYHOTO pe3yJibTaTa
(razera, pUIBM, IPA3AHUK, U3JAHUE, DKCKYPCHUS U T.I1.).

4. VIuTepakTUBHbIE TEXHOJOTUU — OpPraHM3alMs 00pa30BaTENIbHOIO Ipoliecca, KOTopas
MpEeANnoaraeT akTUBHOE U HEJIMHEMHOE B3aMMOJIEHCTBHE BCEX YUACTHUKOB, JOCTUKEHHUE HA 3TON
OCHOBE JIMYHOCTHO 3HAYMMOIO Il HHUX oOpa3oBaTelbHOTrO pe3ynbrara. Hapsay co
CIEUUATU3UPOBAHHBIMU  TEXHOJOTHUAMHM  TaKOro  pojJa  NPUHIUI  HUHTEPAKTUBHOCTH
MPOCIIEKUBAETCS B OOJIBIIMHCTBE COBPEMEHHBIX 00pa30BaTEeNbHbBIX TEXHOJIOTHH.

@opmbl yueOHBIX 3aHSATHI C WCMOJIB30BAHUEM CIECIHATU3UPOBAHHBIX MHTEPAKTHBHBIX
TEXHOJIOTHIA:

CemuHap-IuCKyccusi — KOJUIEKTUBHOE OOCYXKIEHHE Kakoro-iubo CIIOpHOTO BOIpOCa,
npoOsieMbl, BBISIBJICHHME MHEHUM B rpymne (MEeXIpyHrnoBOM Juajor, JTUCKYycCHS —Kak
CIIOp-/IUAJIor).

5.  HHpopMannoHHO-KOMMYHHKAIIUOHHBIE ~ O0pa3oBaTeIbHBIE  TEXHOJOTHH  —
opranm3aiys 00pa3zoBaTebHOTO MPOIEcca, OCHOBaHHAsI HA IPUMEHEHUH CIEIUATU3UPOBAHHBIX
MPOrPaMMHBIX CpeJl ¥ TEXHUUECKUX CPEJICTB paboThI ¢ MH(OpMaLIKEH.

®opmbl y4eOHBIX 3aHATHH C HCIIOJIb30BaHUEM HH(POPMAITIOHHO-KOMMYHHUKAITHOHHBIX



TEXHOJIOTHIL:

Jleknuda-Bu3yanuzanus — H3JI0KEHUE COJEPKAHUS COMPOBOXKIAETCA MPE3CHTAIUEH
(meMoHCTpaIel yueOHBIX MaTEePHUAaIOB, IPEICTABICHHBIX B Pa3JIMYHBIX 3HAKOBBIX CHCTEMaX, B
T.4. WUTFOCTPATUBHBIX, TPAPUICCKUX, ayAHO- U BUICOMATEPHUAIIOB).

[IpakTndeckoe 3aHsATHE B (opMe Tpe3eHTANMH — MPEICTABICHHE PE3yIbTaTOB
MPOEKTHOW MJIM UCCIIEIOBATEIBCKOW JIEITEIBHOCTH C MCIOJIBb30BAaHUEM CIICI[MAIU3UPOBAHHBIX
MIPOTPAMMHBIX CPEJICTB.

6 YueOHO-MeTOAuYecKOe 00ecneueHHe caMOCTOSITeIbHOI padoThI 00ydyaommxcst
[Ipencrasneno B npuioxxenuu 1.

7 OueHoYHbIe CPeICTBA IJIf IPOBEIeHUs MPOMEKYTOUYHOM aTTecTauuu
[IpencraBieHbl B IPUIOKEHUU 2.

8 YueOHo-MeTOAHYecKOe M MHPOPMAIMOHHOE 00ecnedyeHue JUCIUIITIMHBI (MOYJIs1)

a) OcHoBHas IUTEpaTYypAa:

1. MManacenko, 0. A. JlIokyMEeHTHUpOBaHUE YIPABICHUCCKON ACSITEIHLHOCTU: YUeOHOe
noco6ue / FO.A. Tlanacenko. - Mocksa : PUOP, 2020. - 138 c.: - (KapmanHoe yueOHOe mocobue).
- ISBN 5-369-00014-X ; ISBN 978-5-16-104218-2 (online). - Tekcr : snekTponHsbiii. - URL:
https://znanium.com/read?id=309085 (xara oopamenus: 15.12.2020)

0) JlomostHMTEIbHAS JIATEPATYpA:

1. Kopuees, U. K. JlokymeHTHpOBaHUE yIIpaBIEHUECKOH AedaTeabHOCTU + TecThl B ObC :
y4eOHHUK U MPAKTUKYM [UTs akajgeMmudeckoro 6akanaBpuara / 1. K. Kopuees, A. B. ITiienko, B.
A. MamypueB. — 2-e u3j., nepepad. u gon. — Mocksa : UznatensctBo FOpaiit, 2019. — 384 c.
— (bakanaBp. Axagemuueckuii Kypc). — ISBN 978-5-534-04533-8. — Tekcr : anekTpoHHbIi //
9BC Opaiit [caiit]. — URL:
https://urait.ru/viewer/dokumentirovanie-upravlencheskoy-deyatelnosti-testy-v-ebs-433066#pag
e/l (nara oopamenwus: 15.12.2020).

2. KazakeBnu, T. A. JlokyMeHTalmoHHOE OOECIeYeHHE YIpaBleHHUs . y4eOHUK U
NPaKTHKYM JIJIsl cpeiHero npodeccuonansHoro oopasosanus / T. A. Ka3zakeBuu, A. . Tkanuy.
— 2-e m3d., ucnp. u gon. — Mocksa : WsnmarenbctBo IOpaiir, 2019. — 177 c. —
(ITpodeccronanbroe odpazoBanue). — ISBN 978-5-534-06291-5. — TexkcT : anmekTpoHHBIH //
9BC Opaiit [caiiT]. — URL:
https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-437587#page/1 (mara
obparenus: 15.12.2020).

B) MeToauyeckue ykazaHus:
MeTtoauueckue yka3zanus pasmenieHsl B [Ipunoxenun 3

r) IIlporpammHuoe ob6ecnieuenune u MHTEpHET-pecypenl:

IIporpammuoe obecnieyeHue

Haumenosanwue [10 Ne norosopa Cpok JIeHCTBYSI JIUIICH3UH
MS Windows 7
Professional (st J-757-17 ot 27.06.2017 27.07.2018
KJIACCOB)
MS Office 2007 Ne 135 or 17.09.2007 GeccpotHO
Professional
FAR Manager cB000THO pactpoctpansemoe [10 0ECCPOYHO




IIpodeccnonanbHble 0a3bl JaHHBIX M HMH(POPMAIMOHHBIE CIPABOYHbIE CHCTEMbI
HasBaHue xypca Cchuika

MexnyHapoaHas pedeparuBHas u
MOJIHOTEKCTOBAs  CIOpaBOYHasi 0a3a JIaHHBIX
MexyHnapoiHas HayKOMEeTpHYecKast
pedeparuBHas U IOJHOTEKCTOBas Oa3za mauubix|http://webofscience.com
Hay4yHbIx u3ganui «Web of science»
DnekTpoHHbIe pecypcebl oubmuorekn MI'TY um.

http://scopus.com

http://magtu.ru:8085/marcweb2/Default.asp

I''1. HocoBa

denepanbHOe  TOCYAAPCTBEHHOE  OFOHKETHOE

yUpEKICHUE «DenepanbHbIH unctutyt|URL: http://www1.fips.ru/
NPOMBIIIEHHOW COOCTBEHHOCTH))

HammmonansHas

unbopMmaonHo-ananutuueckas cucrema —|URL: https://elibrary.ru/project_risc.asp
Poccuiickuii MHAEKC HAYYHOTO IIUTHPOBAHHSA
Nudopmanmonnas cucrema - EnuHOEe OKHO
JIOCTyIa K HH(OOPMALIMOHHBIM pecypcaM
[Touckosas cucrema Axanemus Google (Google
Scholar)
OnekTpoHHas 0a3a NEPUOJWYECKUX H3IaHUN
East View Information Services, OO0 «MIBHUCy»
9 MaTepHaJbLHO-TEXHHYECKOE o0ecneuyeHne TUCIHIINHBI (MOMLYJIfA)

URL.: http://window.edu.ru/

URL.: https://scholar.google.ru/

https://dlib.eastview.com/

MarepuanbHO-TEXHHUECKOE 00eclieueHUe AUCHUIUINHBI BKIIIOUAET:

1. YyeOHble ayauropuu A NMPOBENCHMS 3aHATHH JeKuoHHOro Tuma. OcHalleHue:
MynbTUMEINITHBIE CPEICTBA XPAaHEHHUS, IEPEIauH U MPEICTaBICHI HHPOPMALIH.

2. YueOHble ayIUTOPUM JUI IPOBEACHUS NPAKTUYECKUX 3aHATUH, TPYNIOBBIX U
VMHAUBUAYAJIbHBIX KOHCYJbTallMM, TEKYLIEro KOHTPOJS M HPOMEXYTOYHOW aTTECTalUH.
OcHalieHue: MyJIbTUMEINIHHBIE CPEICTBA XPAaHEHUs, TIepelaul U MpeCTaBIeHUs UHPOpMaLny,
KOMIUIEKC TECTOBBIX 3aJJaHU AJIs TPOBEIECHUS POMEKYTOUHBIX U PyOEKHBIX KOHTPOJIEH.

3. Tlomemenuss [y caMOCTOSTeNbHOW paboThl  oOywaromuxcsa. OcHalieHue:
nepcoHabHbIe KOMIbIOTEepbl ¢ makeTroM MSOffice, BeixomoM B MHTEpHET M C JOCTYIIOM B
3JIEKTPOHHYIO MH(OPMAIIMOHHO-00pa30BaTeNIbHYIO Cpely YHUBEPCUTETA

4. TlomemeHus Uil XpaHEHHs M NPOPHIAKTUYECKOTO OOCITYKHBAaHUS Yy4yeOHOIO
oOopynoBanus. OcHameHue: ImKadbl Ui XpaHEHUS Yy4eOHO-METOJIUYECKOH IOKyMEHTaIuH,
yueOHOro 000py/10BaHUS U y4eOHO-HATIISIIHBIX TOCOOUH.



IIpunoxenne 1

B mpouecce caMoCTOSITENTPHOIO WM3y4eHUs AMCLUUIUIMHBI, MOATOTOBKM K CEMHHAPCKUM
3aHATHUSAM CTYJCHTY HEOOXOIMMO HAWTH U U3YYUTh PEKOMEHAYEMYIO JINTEPaTypy, IHCTBYIOINE
3aKOHOJATEIbHbIC 1 HOPMATHBHbBIE aKThl. J[JIs1 OCMBICIIEHUS IPOYUTAHHOIO MaTepHasa CTyIEHTY
IpeJJIaraeTcsi OTBETUTHh Ha BOMPOCHI. PellieHrne TecToB, CUTYallMOHHBIX U aHAIUTUYECKUX 3aja4
HAY4MT CTYIEHTOB CAaMOCTOSTEIbHO IPUHUMATh YIIPABICHYECKHE PELLICHHUS.

Opranu3anMOHHO-METOIUYECKNE PEKOMEHAALUWU [UIS TOATOTOBKM K MPAKTUYECKHM
(ceMHUHAPCKUM) 3aHITHAM

Cemunap (y1aT. seminarium - OYKBaJbHO: «paccagHHK») — y4deOHOE 3aHsTHEe, B XOe
KOTOPOIrO OpraHusyercst oOcyxIeHHe (QYHIAMEHTAJIbHBIX MM JUCKYCCHOHHBIX IpoOsieM
M3y4aeMOU HAYKU U CBSA3aHHOM C HEU NPAKTUYECKOU EATEIbHOCTH.

B nensax Oonee moapoOGHOro M aJeKBaTHOIO COBPEMEHHON CHTyallMH aHajau3a mpolieM
yIpaBJIEHUS CTyIEHTaM pPEKOMEHJIyeTcsl oOpamaThCsi K MEpUOJUYECKON JuTeparype u
MaTepHua-jiaM CpeJICTB MaccoBOM MHQOpManuu, B KOTOPOH MOXHO HaWTH HE TOJIBKO
AQHAJTUTHYECKUE CTA-ThU IO PA3JIMYHBIM aCHEeKTaM OOO3HAYCHHBIX B TEMATHKE CEMHHAPCKHX
3aHATUM MpoOJieM, HO U CTAaTUCTHYECKUE JlaHHbIE, MaTepuallbl IMPHKIAIHOIO XapakTepa,
HOpPMAaTUBHBIE TOKYMEHTHI. LlenecooOpa3Ho He orpaHMYMBATHCA YKa3aHHBIMU HCTOYHHKAMH, a
OCYILECTBIISATh COOCTBEHHBIN NMOMCK TEOPETHUECKUX U MPAKTUYECKUX MATEPHUAJIOB, UTO SIBIISIETCS
OJTHUM M3 JIEMEHTOB CAMOCTOSTEIbHONH MH(POPMAITMOHHO-aHATUTHYECKOW PabOTHI CTYACHTOB.

[ToaroToBka K CEMHUHApCKUM 3aHATHUSM MO JUCHMILIMHE JOJDKHA BKIIOYATH CIIEAYHOILUE
ACTICKTBHI:

1) 3HAaKOMCTBO C COOTBETCTBYIOIIMMH IJIaBaMH Y4e€OHMKA; ONTUMAJIbHBIM ObUI Obl
Ba-pHaHT pabOTHl HE C OJHUM YYEOHHMKOM, TaK KaK pa3HbIMH aBTOpaMH HM30paH pa3IHMIHBIN
HOJIX0/A K MpeAMeTy, M IOJEe3HO IOHATh OCOOEHHOCTH IIOJXOJOB, CPaBHUTh MX, YTOOBI
BbIPa0OTaTh CBOIO MO3UIIMIO;

2) YTEHUE KOHCIEKTa JIEKIUH;

3) YTEHHWE M OCMBICIIEHHE OIHOTO-IBYX HCTOYHHUKOB W3 MPUBEICHHOTO CITHCKA
JUTEPA-TYpPBHI.

Bb100p /MOMONMHUTENBHBIX TMEPBOMCTOYHHUKOB, KOTOPBIE MOTYT OKa3aTh IIOMOINb IIPH
NOJ-TOTOBKE K BBICTYIJICHHIO M MO3BOJAT OPraHU30BaTh Ha CEMUHApe TUCKYCCHIO, CTYAEHT
OCYIIECTBIISIET TI0 CBOEMY YCMOTPEHHIO, B COOTBETCTBUU CO CBOMMH HHTEPECAMH, OPUEHTUPYSCH
Ha BOIIPOCHI CEMUHAPCKOTO 3aHSTHUS.

BricTymuieHre Ha ceMUHape TOIHKHO OBITH IOCTaTOYHO apryMEHTHPOBAHHBIM, 3aHUMATh I10
BpEeMEHHU He OoJiee Tpex MUHYT. B X0J1e BBICTYIUIEHUS KEJIaTeIbHO COMOCTAaBUTh TOUKU 3pEHMS
pa3IMYHBIX aBTOPOB Ha M3araeMyro npobiemy. [IpearnodrutensHo, YTOOBI IO OTHOMY BOIIPOCY
BBICTYIINJIO HECKOJIBKO CTYJCHTOB, BbICKa3blBasi CBOM MHEHMsI, IOMOIHAS Apyr Apyra. B uneane
CEeMHMHApPCKOE 3aHATHE JIOJHKHO MPOXOAUTH B (hopMe TUCKyccHu. Pe3ymbTaThl pabOThI CTYICHTOB
Ha CEeMMHApCKHUX 3aHATUSAX 00s3aTeIbHO YUYUTHIBAIOTCS NpenojaBaTeleM IpU BbICTABICHUU
0asuIoB.

IIpumepHbIe ayIMTOPHBIE NPAKTHYECKHE PA0OTHI:

ATIIP Nel «Teopernueckue 0CHOBBI 1€J10NPOU3BOACTBA OPraHU3ALMID).

[TpoBoautcs B opme ceMHHapa Mo 0000IIEeHUIO u YIITYOIIEHUTO 3HaHUU
MOHATUMHO-KAaTErOpruaIbHOTO anmnapara JUCHHUILIMHBI C 3JIEMEHTAMH JTUCKYCCHUU.

Onpoc no Mmatepuanam Jekuuu 1.

OBOIIOIMS TIOKYMEHTa KaK HoCUTelsd HHpopMalui. Bo3HHKHOBEHHUE U pa3BUTHE OTEYECTBEHHOTO
nenonpousBojicta:  JlenonpousBoactBo B cpenHue Beka (XI-XV  BB.). Ilpukaznoe
nenonpousoacTBo (XVI-XVII BB.). Komnexckoe aenonponssoactso (XVIII B.). Munucrepckoe
nenonpousBocTBo B Poccun (XIX - Hawano XX BB.). ['ocynapcTBeHHOE 1€I0MPOU3BOICTBO B
coBeTckoe Bpemsi. CoBpeMeHHOE JeI0NpOnu3BOICTBO B PD.

ATIIP Ne2 «CoBpeMeHHOE rocy1apCTBEHHOE PeryJiupoBaHue AeJ0npou3soacTea B PMy».



3akoHOJATEIbHOE PpErylIupoBaHue nenonpousBojacTBa B P®d. denepanbubiii 3akoH «OO0
UH(pOpMaLnH, HH(POPMAILIMOHHBIX TEXHOJOTHX U 0 3aluTe nHpopmanuny». OenepanbHblil 3aK0H
«O xommepueckoil TaitHe». @DenepanbHblii 3akoH «O0 apxuBHOM Jnene B Poccwuiickoit
Oenepanyuny. Penepanbubiil 3aK0H «O NEPCOHANBHBIX JaHHBIX». [[ocTaHOBIEHUE TPABUTEIBCTBA
P® «IIpaBuia moAroTOBKM MPaBOBBIX aKTOB (peepaibHbIX OPraHOB MCIIOJHUTEIBHON BIACTU U
UX FOCYIapCTBEHHON PETUCTPALIUNY.

HopmartuBHO-MeTOAMUECKOE PETYIUMPOBAHUE JIENONPOU3BOJACTBA. l'oCcynapcTBeHHas cucrema
JIOKYMEHTAIlMOHHOro olecrnieueHus ympapieHus. OOmue nonoxenus. OOmue TpeOoBaHMS K
JOKYMEHTaM U cinyx0aMm nokymeHTannoHHoro obecneuenus (I'CHOY). 'OCT P 6.30-2003:
YHupUUUpoBaHHbIE CUCTEMBI JOKYMEHTaL1H. YHuduuupoBaHHas cUcTeMa
opraHu3alMoHHo-pacnopsauTeabHoi fokymentauuu. 'OCT P 51141-98 Jlenonpous3BoACTBO U
apxuBHoe neno. Tepmunel u onpeneneHuss Tumosas MHCTPYKLMS IO JEIONPOU3BOJACTBY B
denepanbHBIX OpraHax HWCHOJHUTENBHOM BiacTu. llepeueHb THUIIOBBIX YIPaBIECHUYECKUX
JIOKYMEHTOB, 00pa3yoluxcs B A€ATEJIbHOCTH OpraHU3alii, C yka3aHMEeM CPOKOB XPaHEHHUS.

AIIP Ne3 «TpeGoBaHusi K 0J1aHKaM JOKYMEHTOB YIIPABJICHHUS».

[IpoBomutcs B ¢opme ceMUHapa IO 000OUICHUI0O W YIIyOJNEHUIO 3HAHHWHA C DIIEMEHTaMHU
muckyccuu. Ilonstue u Buipl O6imankoB. OOmmil Gnank. biank nmucbma. biaHk KOHKpETHOro
BUJa JOKyMeHTa. brmaHku st paOoThl ¢ MHOCTPAaHHBIMH KOMIaHUSMH. ['epOoBBIii OiaHK.
PexBusutel Onanka. [IpomonbHoe pacrosiokeHHe PEKBU3UTOB OjaHKa. YTioBoe (uiaroBoe u
[IEHTPOBAHHOE PACIOJIOKEHNE PEKBU3UTOB OJaHKA.

BeinonHenne npakTHUECKOro 3a/laHusl MO COCTABJIEHUIO YIJIOBOIO U IPOAOJIBHOTO 00pasla
OJylaHKa.

AIIP Ne4 «O61mue npaBuiia opopMieHHs YIIPaBJIeHYeCKHUX JOKYMEHTOB.

[TpoBoautcs B (opme cemuHapa 1o OOOOLICHHIO M YIIYOJNEHHIO 3HAHUH C 3JIEMEHTaMU
muckyccuu. Onmpoc nmo marepuanam Jyekiuu 2. Ilpaktuuyeckoe 3HaAKOMCTBO € O(OpMIIEHHEM
PEKBU3UTOB JOKYMEHTOB YIIPaBJICHUsI, BbINIOIHEHNE KOHTPOJIBHBIX 3aJaHUI

ATIIP NeS «CocTaBieHne JUYHBIX JOKYMEHTOBY.

[TpoBoautcs B ¢opMe ceMuHapa Mo OOOOIIEHHIO U YINIYOJEHUIO 3HaHUM C 2JIeMEHTaMu
JTUCKYCCHM.  3asiBIeHUs,, aBTOOMOrpaduu, pe3loMe, JMYHbIE JIOBEPEHHOCTH, PACHHUCKH.
OCHOBHBIE PEKBHM3HTHI, MpPaBUJa COCTaBICHUS W O(POPMIICHHS. BBIMOTHEHHE KOHTPOIBHBIX
3aJJaHUN

AIIPNe6 «PaboTa ¢ JOKyMEHTaMH, COAEP/KAIMMH KOH(PHICHIHAIbHbIC CBeICHU».
[lepeuenr cBeaeHMi KoH(pUIEHIMAIbHOTO XapakTepa. IloHsATHE KOMMeEpUecKoW TaliHbI.
Csenenus, OTHOcsAlMeEcs K KoMMepueckod TaiHe. Ilopsnok BeaeHMsI NEIONpOU3BOJACTBA
JIOKYMEHTOB, COJIEpP)KaIlUX KOMMEpPYECKYI0 TalHy. 3alura JOKYMEHTOB, COJEprKalliux
KOMMEPUECKYIO TaiHYy.

I[IpumepHbIe HHAUBUAYATbHBIE JOMALIHUE 32 JAHUS

Ne 1 «Pos1b JOKYMEHTHPOBAHMSA YIPABJIEHYECKOM 1eATeIbHOCTH B Pa3BUTHHU 001eCTBa».
PexoMenaanuu no coCTaBI€HUIO U JOPAOOTKE KOHCIEKTA JIEKIIUH.

PaccmoTpenue naHHOM TeMbl HEOOXOAMMO HAyaTh C M3YYEHUS OCHOBHBIX TOHATHHA JaHHOU
nucuuruinHel. [Ipu aToM cneayeT pa3oOpaTbesi C CYITHOCTBIO KaTeropuu «JloKyMeHTHpOBaHUE.
Bonee moapoGHO ciieyeT paccMOTPETh CTPYKTYpPY, COAEpIKaHUE, e U 3a/1a4i JUCLHUIUINHBL,
UCTOPUIO  pPa3BUTHS  JOKyMeHTooOopoTa.  Jlamee  HeoOXOoAMMO  M3y4yUTh  COCTaB
HOPMAaTHBHO-METOJMYECKOW 0a3bl JOKYMEHTUPOBAHMS YIPABICHYECKOH JEATEIbHOCTH B
COBPEMEHHBIX YCIOBHSIX X03siiicTBOBaHUS. OTAENBHO CIe1yeT pacCMOTPETh

CTpATEeTHI0 YIpPaBICHUS JOKYMEHTAaMH B OpPraHM3alliu, a TaKXkKe W3y4uTh (POpPMbI COBpEMEHHOMH
JIOKYMEHTaIUH.



KnroueBble  cloBa:JOKYMEHT,  JOKYMEHTHpPOBaHHE  HMH(POpPMALUHU, JTOKYMEHTHPOBAaHHE
YIPABJICHUYECKON  NEATENIBHOCTH, KIMHONUCH, IOJHWTHKA  YIPABICHUS  JTOKYMEHTaMH,
CTaHJApTHU3AIMsI, CTPATEeTUs YIPaBICHUS JOKYMEHTAaMH, YHU(DUKALUS.

3anaHue A7 cCaMOCTOATENbHOM paboThI:

1. I3yunTh KaTeropuaibHbIil anmapar.

2. lopaboTaTh MaTepHUaIbl JICKIUH.

3. IloxroroButhes K pabore Ha jeknuu 1Mo Teme 1. IIoBTOpUTH BOMPOC: CYITHOCTh KaTerOpUHU
«JoxymentupoBanue» (yueOHas qucuMILIUHA «J[OKYMEHTUPOBAaHUE YIIPABICHYECKOM
NeSITebHOCTIY, JeKIHsE Nel). BbITh TOTOBBIM K 00CYKICHHIO 3TOTO BOIIPOCA B XOJ€ JICKIUH.

Ne2 «OOmme npasujia oopmiieHHsl yIPaBJIeHYeCKHX JOKYMEHTOBY.

PexomMeHganMyu MO COCTAaBICHMIO U JOpabOTKE KOHCIEKTa JeKUMU. M3ydeHue marepuasoB
JTAHHOM TEMBI CIIeIyeT HauaTh C PaCCMOTPEHUs TPeOOBaHUHM K OPOPMIICHHIO PEKBU3UTOB. TaKkxke
cllelyeT M3y4uTh COCTaB PEKBHU3MUTOB. Jlasee HeoOXonumo pa3zo0parbCsi ¢ NPUMEHEHHEM U
pacroI0KEHUEM Ha JIOKyMEHTE PEKBU3UTOB, OIPEICIIUTh UX OOIIMe 4epThl U pasznuuusd. Kpome
TOT0, HYXHO JIeTaJbHO Pa300paThCsl C pa3IMYHBIMU BUAAMHU TEKCTAa JOKYMEHTa: TpadapeTHbIi
JOKYMEHT, aHKeTa, Ta0yunia, OJIaHK.

KiroueBble cioBa: BU3a coriacoBaHus, rpu¢ 03HaKOMIIEHUs, JaTa JOKYMEHTA, 3aroJI0OBOK

K TEKCTY, WICHTU(UKATOP OJICKTPOHHOW KOMHMU JOKYMEHTa, WHTEPBajl, MOIINCH, IIOJE
JIOKYMEHTA, PErMCTPallMOHHBII HOMEDP JOKYMEHTA, PE30JIIOLMS, PEKBU3UT, CTAHAAPTHBIN JIUCT
OyMmaru, ccbulka Ha PETMCTPALIMOHHBIA HOMEDP U J1aTy JIOKYMEHTA, YAOCTOBEpEHUE JOKYMEHTa,
bopmysp.

3aiaHue 1715 CaMOCTOATEIbHON paboThI:

1. I3y4nTh KaTeropuanbHbIi anmnapar.

2. lopaboTaTh MaTepHabl JEKLIUU.

3. IToAroToBUTHCS K CEMUHApY.

3. [loaroroBuThecs K padote Ha aekuuu 1o TeMe 3. [IoBTOpuTh BOIpoc: OCHOBHBIE

0COOEHHOCTH  MCIIOJIb30BaHMs sI3bIKa B JIEJIOBOWM  mepenucke (ydyeOHas JUCHMILIMHA
«/lokymMeHTHpOBaHHME YIIPABICHYECKON JAesaTenbHOCTH», JieKuus Ne2). BpIThb TroTOBBIM K
00CYXJIEHUIO 3TOT0 BOIPOCA B XO/1€ JIEKIIHH.

Ne3 «OcoO0eHHOCTH cOCTaBJICHUS U 0()OPMIICHHSI OCHOBHBIX JOKYMEHTOB YIIPABJICHHSD).
Pexomenmammu no cocTaBieHUIO U TOpabOTKe KOHCIIEKTa JICKIINH.

PaccmoTpenne  naHHOM  TeMbl  HEOOXOOMMO  HayaTh C  aHaiuu3a  0coOeHHOCTel
O(pHUIIMANTBHO-JIENIOBOTO CTWJISI TIO CPaBHEHHIO C XYHAO0XKECTBEHHBIM, MyOIUITUCTHYECKHIM,
Hay4HbIM, y4€OHBIM, Pa3TOBOPHBIM CTHJISIMU SI3bIKA.

[Tpu 3TOM HYXHO TTOJIPOOHO M3YUIHTH JIEKCHYECKHE 0COOCHHOCTH IOKYMEHTOB: yIoTpeOIeHne
apOHMMOB, IJIEOHA3MOB, UCIIOJIb30BaHUE pedeBbIX Kiuie. [Tocie aToro cienyer paccMoTpeTh
ophorpadpuyeckue 0cOOEHHOCTH JOKYMEHTOB: IPUMEHEHNE IPONUCHBIX OYKB B reorpapuueckux
Ha3BaHUIX, HAMMEHOBAHUSIX OpraHU3aIUi.

Kpowme Toro, Heo0x0 M0 00paTuTh BHUMaHUE Ha oporpaduueckre 0cCOOEHHOCTH JOKYMEHTOB:
IpUMEHEHHE MPONMHUCHBIX OYyKB B reorpauyeckux Ha3BaHMAX, HAUMEHOBAHMAX OpraHU3alMi.
Tak e clieayeT BBIICHUTh HauOoJIee paclpoCTpaHEHHbBIE B TOKYMEHTaX OIIMOKN CHHTaKCHCa U
NYHKTYalluu: TOPSAJOK CIJIOB, COTJIACOBAHME IMOJUIEXkKAIIEr0 W CKa3yeMoro, NPUYACTHBIE U
JIleenpUIacTHBIC 000POTHI, CIIOBOOOPA30OBAHMS.

KnroueBble cnoBa: abOpeBuarypa, JIaKOHH3M (OPMYIUPOBOK, HEHTpasbHasi 3KCIpPECCUBHAs
OKpacka sI3bIKa, HEOJIOTH3M, O(QHUINAFHO-AETI0OBOI CTHIIb, MOJHOTA HH()OPMAIMH, CHHOHHUMBI,
TaBTOJIOTHH, (PA3E0OIOTU3MBI.

3amanue 711 CaMOCTOSTEIbHOW PaOOTHI:

1. I3yunTh KaTeropuaibHbIi anmapar.

2. lopaboTaTh MaTepHabl JEKIUH.



3. IloaroroButhes Kk padore Ha yeknuu. [loBToputh Bompoc: opdorpadudeckine 0COOCHHOCTH
JOKYMEHTOB (y4eOHas IUCHUIUIMHA «/{OKyMEHTHpOBaHHE YIPABIEHYECKOW NEATEIbHOCTH,
nexius Ne3). BbITh TOTOBBIM K 00CYKIEHHIO 3TOTO BOIIPOCA B XOJI€ JICKIUH.

Neq «IIpaBuniia oopmiieHHs JOKYMEHTOB IO JIMYHOMY COCTaBY».

[Tpy u3ydeHnn NTaHHOM TEMBbI CTYIEHTaM HEOOXOJUMO pa3o0paThes ¢ MPUHLIMIIAMU Pa3pabOTKU
IporpamMM ympaBiieHus JoKyMmMeHTamMu. Oco0oe BHHMaHHE CIEHYeT YIEIUTh PAacCCMOTPEHHIO
IpoLeypbl IPOEKTUPOBAHUS U BHEIPEHUS TOKYMEHTHBIX CHCTEM. TaKxke ClleAyeT OCTAaHOBUTHCS
Ha 0COOCHHOCTSAX MOHHTOPUHTA U ay/IUTa TOKYMEHTHBIX CUCTEM.

Boinee neranbHO HEOOXOAMMO PACCMOTPETH CYIIHOCTD JJOJATOCPOYHOM MPOrpaMMbl 00yUEHHUSI
NepcoHaNa OpraHu3alMi B OOJACTH YNPABJICHUS JOKYMEHTAMH W TPUMEHEHHUS O0YYarolIuX
MHCTPYKLUH, BKJIIOUYasi 00y4aroL[yl0 HHCTPYKLIUIO CEKpeTaps.

KiroueBple ciioBa: ayquT ynpaBlieHUs JOKYMEHTaMH, KOHBEPTALMsl, METOJO0JIOTUsl BHEAPEHUS,
MUTpalys JTOKyMEHTOB, MOHUTOPHUHI, HAJEKHOCTh JOKYMEHTHOW CHCTEMbI, IPOCKTHPOBAHUE
JOKYMEHTHOM CHCTEMBI, DPACHPEICICHHOE YIPAaBICHUE, PEryJlupylolas cpena, CTpaTerus
yIpaBJIeHUS TOKyMEHTaMHU.

3aiaHue 1715 CaMOCTOATEIbHOM paboThI:

1. U3yunth KaTeropuaibHbli anmapar.

2. lopaboTaTh MaTepHabl JEKLIUU.

3. IloAroToBUTHCS K CEMHHAPY.

4. IloarotoButhes K padote Ha jekiuu. [IoBTopuTh Bonpoc: 00111as XxapakTepuCcTHKa
JOKYMEHTHBIX cucTeM (ydyeOHas JuCHMIUIMHA  «/loKyMeHTHpOBaHME  YIpPaBICHUYECKOU
NeSITeTbHOCTHY, JeKIHst Ned). BBITh TOTOBBIM K 00CYKICHHIO 3TOTO BOIIPOCA B XO/IE JICKIUH.

Ne5S «Opranuszanusi JOKyMeHTO000pOTa».

PexomeHanmuu no coCTaBJIEHUIO M JOpaOOTKe KOHCIIEKTA JIEKLIUH.

B Hauaie cnenyer paccMOTPETh TEPMUHBI «IEJIOIPOU3BOJCTBOY, «IOKYMEHTALMOHHOE
o0ecrieyeHHe  yNpaBICHUSN», «IOKYMEHTHpPOBaHHWE HUHPOPMALUU», «IOKYMEHTHPOBAHUE
YIIPaBJIEHYECKOH IEATEITbHOCTHY, «10KYMEHTOIIOTOKIY, «JOKYMEHTOO00POT».

Janee HeoOXOIMMO M3YYHUTh OpraHM3aLUI0 JTOKyMeHTooOopora. Takke HyXHO NOAPOOHO
MIPOAHAIIM3UPOBATH OCOOCHHOCTH PAOOTHI C BXOSAIIUMHU U UCXOISAIUMHU JOKYMEHTaMHU.

Kpome TOro, HeoOXOAMMO OCTaHOBUTbCS Ha  H3YYEHHM  METO/JOB  COKpAIIEHUS
JIOKyMEHTO000pOoTA.

Crnenyer ynenuTb BHUMAHHME COJEPKAHUIO KOHTPOJISA MCIIONHEHHS JOKYMEHTOB, €r0 dTalaMm U
TEXHOJIOTHUH.

KnroueBble cioBa: BHYTPEHHUH JOKYMEHT, BXOJAIIMHA JIOKYMEHT, JIOKYMEHTOOOOpOT,
JOKYMCHTOIIOTOKH, I/IH(i)OpMaIII/IOHHO-HOI/ICKOBafl CUCTEMA, HHACKCAIIUA JOKYMCHTA, I/ICXOI[?IHII/Iﬁ
JOKYMEHT, Kartajor, 00beM JOKyMEHTOOOOpOTa, palMOHAJbHOE JBH)KEHHE JIOKYMEHTOB,
PErUCTPAalMOHHO-KOHTPOJIbHAA KapTO4YKa, PEructpanvsa JOKYMCEHTA, TCXHOJOrMYCCKas CXEMa
JBUKEHUS IOKYMEHTOB, DKCIIEAUIINS.

3aaHue 1715 CaMOCTOATEIbHOM paboThI:

1. I3y4nTh KaTeropuanbHbIi anmapar.

2. lopaboTaTh MaTepHabl JEKLIUH.

3. IloaroroBuThes K padoTe Ha jekuuU. [IOBTOPUTH BOMPOC: OpraHu3ainus JOKYMEHTO00O0poTa
(yueOHas aucummiinHa «J{OKyMEHTHpOBaHUE YIPABICHUYECKON NeATenbHOCTH», JeKIus Ne5).
BBITh TOTOBBIM K 00CYKJIEHHIO 3TOTO BONPOCA B XOJI€ JIEKIUH.

Ne6 «OcHOBHBIC TPABUJIA OPTAaHU3ANMH PA0OTHI C JOKYMEHTaMU».

PexomeHanmuy o cocTaBIEHUIO U JOPAaOOTKe KOHCIIEKTA JIEKLIUH.

PaccmoTpenue naHHON TeMbl HEOOXOJMMO HayaThb C W3YYEHHUS pOJIU HH(POPMALMOHHO
CIPaBOYHON PabOTHI CIIy>KOBI AETONPOU3BOACTBA OPraHU3ALMH.



[Ipu »>TOoM crnenyer oOpaTUTh BHUMAaHWE Ha BUABI, JTambl pa3padOTKH, pa3zelbl
HOMEHKJaTyphlaen. Takxke HEOOXOJUMO YSICHUTh, KaK OCYIIECTBISIETCS TEKyILee XpaHEHUe
JOKYMEHTOB M UX UCIOJIb30BAHUE.

YTo 03HAYAIOT «JIUCT-3aMECTUTENDY, «KAPTA3aMECTUTEINb)?

Kpome Toro, ciemyer oXxapakTepr30BaTh SKCIIEPTU3Y IIEHHOCTH JIOKYMEHTOB, KPUTEPUU OIICHKU
JIOKYMEHTOB, 0()OpMIICHUE €€ Pe3yJbTaToB, paboTy 3KCIIEPTHON KOMUCCHH.

Taxke cienyer pacCMOTPETh OCOOCHHOCTH IPOLIECCOB IOATOTOBKH, W3JaHHS, XPaHEHUS U
UCIIOJIb30BaHUSI KOH(PUICHIUAIBHBIX JOKYMEHTOB. /laee Hy)KHO M3y4UTh KaHaJbl BO3MOXKHOMN
yTE€UYKH MH(OpMAIK U yTPaThl JOKYMEHTOB. U B 3aKiIroueHue He0OOXOAMMO PacCCMOTPETh
TpeOOBaHUS K U3rOTOBJIECHHUIO, YUETY, UCIIOIBb30BAHUIO U XPAaHEHHIO I'epOOBBIX OJIaHKOB.
KiroueBble cioBa: akT, €710, JOIArOCPOUHOE XPAHEHHUE TOKYMEHTOB, IOCTYII K IOKYMEHTaM,
KOHTPOJb JECUCTBUI, KOHTPOJb MECTONOJIOXKEHUS TOKYMEHTa, HOMEHKJIATypa Jiell, OIMCh,
npUMepHasi HOMEHKJIaTypa Jejl, TeKyllee XpaHeHHe JOKYMEHTOB, TUIIOBAas HOMEHKIATypa Jell,
CBOJIHas HOMEHKJIATypa JeJl, YHUYTOXKEHHUE JOKYMEHTOB, HKCIEpPTH3a LIEHHOCTH JIOKYMEHTA.
['epOoBbIit OmaHk, rpud orpaHUYEHUs JOCTYIA K JOKYMEHTY, 3allUIICHHBIA JOKyMEHTO000pOT,
KOMMepuecKasi TailHa, KOH(HIEHIMAJIbHBII JOKYMEHT, MPOMBILIUICHHBIH IIIMHOHAX, YTPO3bI
JOKYMEHTaM, [IeHHasi HH()OpMAIIHsL.

3agaHue A CaMOCTOSITEIbHOM paboThI:

1. 3yunTh KaTeropuanbHbIil anmapar.

2. lopaboTaTh MaTepUallbl JEKIUH.

3. IloAroTOBUTHCA K CEMHHAPY.

4. TloaroroButhbes K padote Ha jekuu. [IoBTOpUTH BONPOC: 3KCIEPTU3a LIEHHOCTH IOKYMEHTOB
(yaeOHas mucuuIuinHa «J{OKyMEHTHpOBaHHME YIIPABICHUYECKOW NESTENBHOCTHY, JeKius Neb).
BBITh TOTOBBIM K 00CYKAECHUIO 3TOr0 BOIIPOCA B XOJI€ JEKIHH.



[Tpunoxenue 2

7 OueHO4YHbIE CPEICTBA ISl IPOBEeHUs POMEKYTOYHOM aTTecTallul
a) [lnanupyemMble pe3yJbTaThbl 00y4eHUS] M OlleHOYHBbIE CPEACTBA /Il NPOBeIeHUs!
NMPOMEKYTOYHOM aTTeCTAlluM:

Kon
WHIUKaTOpa

Nupukarop
KOMIIETEHIINHU

JOCTHXKCHHUA

OrneHOYHBIC CPEICTBA

VYK-4: CnocofeH oCymeCTBJATH /1€J0BYI0 KOMMYHHMKALUMI) B YCTHOW M NHUCbMEHHOM
dpopmax Ha rocymapcrBeHHOM s3bike Poccuiickoii ®Deaepanuv M HHOCTPAHHOM(BIX)

si3bIKe(ax)

YK-4.1

BeiOupaer crtwip  oOmeHHs Ha
PYCCKOM $I3bIKE B 3aBUCUMOCTH OT
LEIM W YCIOBUW IAapTHEPCTBA;
aJlanTHPYET Peub U CTHIIb OOLICHUS
K CUTyallusiM B3aUMOJECHCTBUSA

[lepedyeHb TEOPETHUECKUX BOTIPOCOB K 3aUeTy:

1. Yrto Takoe JOKYMEHT, C KaKOW IIEIbK0 OH MOXKET
co3zaBaTbcs’?

2. KakoBbl 0COOEGHHOCTH [€JIOBOTO OOLIEeHHUS U
MyOIMYHBIX BBICTYIUICHUI?

3. KakoBbl OCHOBHBIE MpHU3HAKK KiaccHUKamuu
JOKYMEHTOB?

4. Uro moHHMMaeTcs  TOJ
obecriedeHrEM YIIpaBICHHU?
5. B dWeM cyTe cTraHmapTH3almud W YHUPHKAIAA
nokymeHToB? Kakue pa3pabaThIBalOTCs CTaHAAPTHI?

6. Uem orimuaercs opopMIICHHE PEKBU3UTOB OOIIETO
OnaHka OT OJlaHKa nucbMa’?

7. KakoBbl OCHOBHbIE PEKBU3UTHI, UCIIOJIb3yEMbIE IS
oopMIICHUS TIPUKA3a U PACIIOPSKCHUS.

8. Kakwue popMbI MPOTOKOJIOB MOKHO HCIIOJIB30BaTh B
YIPaBJICHYECKOH NCSITEIBHOCTH, B YeM UX OTIHYHE?

9. Vkaxure OCHOBHBIC TpeOOBaHUS K OGHOPMIICHUIO
JIEIIOBOTO MHCHMA.

10. Kakne KOMIUTEKCH JOKYMEHTAIIMH BKIIFOYAaeT B ce0s
KaJpoBast HHPOPMAMOHHO-TOKYMEHTAITHOHHAS
cucrema’?

11.B gem ocobOeHHOCTH OQOPMIICHHS MPUKA30B II0
JINYHOMY COCTaBy?
12.Yto0 MOHUMAETCS
JIOKyMeHToOoOopoTa?
13.Yrto Takoe cXeMbl JOKYMEHTOO0OpOTa, 3a4eM OHHU
HYXHBI?

14. C xaxoii nenpio pa3pabaTbIBarOTCS HHCTPYKINH 110
JIENOTIPON3BOICTBY, 4YTO B  HHX  HEOOXOAUMO
MIPEAYCMOTPETH?

JAOKYMCHTAlTUOHHBIM

o1 opraHuzaunuen

YK-4.2

Bener nenoByro mepemucky Ha
PYCCKOM U MHOCTPAHHOM SI3bIKaX C
Y4€TOM OCOOEHHOCTEH CTUITUCTUKH
oUIHATEHBIX MUCEM u
COLIMOKYJIBTYPHBIX pa3IMuni

Bompocsr:

15. YkakuTe TEXHOJOTHYECKYIO MOCIeI0BaTEIFHOCTh
9TaroB paboTHI ¢ BXOISAIUME JOKYMCHTaMH.

16. KakoBa mmocieoBaTeNbHOCTE ONIepaIuii Ipu padoTe
C BHYTPECHHHMH JIOKyMEHTaMu?

17. C kako¥ 1eIbl0 MPOBOAMUTCS (POPMHPOBAHUE IEIL,
KaKue TPH 3TOM HEOOXOAUMO COOII0AaTh TpeOoBaHM?
18.Yto Takoe HOMEHKIATypa [eJ, C KaKOH IeJIbio
pa3pabaThIBarOTCSA THIIOBBIE HOMEHKJIATYPHI 1eT?
19.Kakyro wuHOpOpMAIHMIO COAEPKUT HOMEHKIIATypa
nen?

20.Yto moOHMMAaeTCs IO OKCHEPTH30# IIEHHOCTH
JIOKyMeHTa?

21.Kakue KpuUTepUH WCHONB3YIOTCA TIPH OICHKE
JIOKYMEHTOB?

22.Kak ocymecTBisieTcs TNpUeM-Tiepeaada Jael B
apxuB?

23.Yro Takoe KOH(PUICHIIHATBHBIN JOKYMEHT?

24. Kakue OCHOBHbIE Yrpo3bl BO3HHKAIOT P padoTe ¢




Kon Nupukarop TOCTYDKEHUS

MH/IMKATOPa | KOMIETEHIIUH OueHouHbIE CpeACTBA
KOH(UAECHIMATLHBIMH JOKYMEHTaMU?
25. Vkaxkure 0COOEHHOCTH BEJICHHS
JICIIOTIPOU3BOJICTBA, ~ OOCCIICYMBAIOLICTO  YYET H
COXPAaHHOCTh KOH(UAEHIMANLHOH HHDOPMALUK U
JIOKYMEHTOB.
26.Yr1o [TOHUMAETCS o/ 3AINUIIEHHBIM
JOKYMEHTOOOOPOTOM, 3a CYET Yero MOXKXeT ObITh
oOecrieueHa ero 3ammra?

VK-4.3 BemmonHAeT Mg JAUYHBIX [elield | IIpuMepHble NpakTHIECKUe 3a1aHus A1 3a4eTa:

IepeBo] oUIHATEHBIX u
npoeCCUOHATBHBIX ~ TEKCTOB  C
MHOCTPAHHOIO s3bIKa Ha PYCCKH,
C PYCCKOTO sI3bIKa Ha MHOCTPAHHbIN

KommnekT TecToBBIX 3aganuii: Nel

1. ®opmynsip — 370!

a) ocHOBHasg ¢opMma [OKYMEHTa, (UKCHUPYIOIMAs
TIPaBOBBIC OTHOMICHHUS B J[peBHEPYCCKOM rOCyAapCTBe;
0) 0co00 BBIJI€JIAHHAS KOXa JKHBOTHBIX,
MIPUMEHSBIIIASACS B KAYSCTBE OCHOBHOTO MaTepHaa Jis
nucbMa B J[peBHEpYCCKOM rocy/1apcTBE;

B) CaMOCTOSITENIEHOE noJipa3fiesieHue,
OCYIIECTBIISIOIIEE JIEIIOMIPOU3BOICTBEHHYIO
JIeATEIILHOCTD;

r) TUuNoBas ycToitunBas (opma (oOpaser) OTIeNbHBIX
HanboJee pacpoCTPaHEHHBIX JOKYMEHTOB.
2. VYcraHoBneHHe eaumHOOOpasmsi cocraBa U (Gopm
YIPaBICHIECKUX JOKYMEHTOB, CO3JaBacMBIX IIPH
PCIICHNH OTHOTHITHBIX YIPABICHUECKUX (DyHKIIHH:
a) yHA(UKAIHS;
0) ceprudukanys;
B) KOJJMPOBAHHUE,;
T') JOKYMEHTHPOBAHUE.
3. OOsBaTenbHBIM  yCIOBHEM Ui  BKJIIOUCHUS
undpopmau B HMHPOPMAIMOHHBIE  PECYpCHI,
OCYLIECTBJISIEMOTO B  TOPSJKE, YCTaHABIMBAEMOM
OpraHaMy roCy/IapCTBEHHOH BIIACTH, SIBIISIETCS €e:
a) CTaHIapTH3aLus;
0) 3ammuTa;
B) IOKYMEHTHPOBAHUE;
T') BBIKYII TOCYJapCTBOM Y YaCTHBIX JIAIL.
4. CpexnctBoM ycTpaHeHHs «OyMmMaxHOro Oymay
SIBJISIETCSL:
a) KOMITBIOTEPHU3aIHsI ICIOTPOU3BO/ICTBA;
0) yHubHuKaIMa J0KyMEHTOB;
B) KJIacCH(UKaLUSA TOKyMEHTOB;
I') IpUMEHEHUE Pa3HOCTOPOHHEH OPTTEXHUKU
5. 3HaueHWe JOKYMEHTAIlMOHHOTO oOOecIeueHUs
YTIpaBJICHUS ONIPEeIsIeTCs:
a) KOMMYHHUKaLUSIMU;
0) uneHTuduKanuei;
B) (uKcanuei;
T) Cy/1IeOHBIM pa30upaTeIbCTBOM.
6. B mpaBoMm BepxHeM Yoy  JIOKYMEHTOB
pacrioaratoTest ClIeAyIOIe PEKBU3UTBI: )
rpu¢ COTrIacoOBaHMUS;
0) OTMETKa O KOHTPOJIE;
B) Tpu( yTBEP)KICHHUS;
T) agpecar.
7. B 1eBOM BepXHEM YTy JOKYMEHTOB PacIIOJIararoTcs
CJIe/TyOLINE PEKBU3HTHI:
a) pe30ITIOLHS;
0) OTMEeTKa O HAJIMYMH TPUIIOKEHUS;
B) OTMETKa 00 MCIIOJIHHUTEIIE;




Kon
WHNKATOpa

Nupukarop
KOMIICTCHIIUN

JOCTHXKCHHUA

OneHouHble CpeacTBa

T') KOJ OpraHU3alHH.

8. B nmpaBoM HMXKHEM YTy pacHojararTcs peKBU3UTHI:
a) OCHOBHOH TOCYNapCTBEHHBIH PErUCTPAlMOHHBIN
HoMmep (OI'PH) ropuangeckoro

JIMLA;

0) K011 hOpPMBI TOKYMEHTA;

B) MACHTU(UKAMOHHBI HOMEpP HAJIOTOILIATEIbIINKA
(MHH);

T) Tpu} OrpaHUICHUS TOCTYIA K JOKYMCHTY.

9. B neBoM HIKHEM YTJIy pacloiaratoTcsi peKBU3UTHI:
a) KOJI MPUIMHBI TIOCTAHOBKH Ha YUET;

0) OTTHCK ICYAaTH;

B) BU3BI;

I') OTMETKa 00 HCIOJIHUTEIE.

10. K B3aMOHUCKIIIOYAIOIIUM PEKBU3UTAM OTHOCSTCS:
a) 5MOJieMa OpraHM3alid M TOCYAapCTBEHHBIH TepO
P®;

0) Kozl opraHm3auy 1 Koz (GopMbI JOKYMEHTA;

B) PErnCTPALMOHHBIH HOMEp IOKYMEHTa M CChUIKA HA
PETHCTpPAIIOHHBIN HOMEp U

JaTy JOKyMEHTa,

r) rpu¢ yrBepxkacHus u nedats. 1. Ecim opranuzamms
I0/IBEZIOMCTBEHHA OJTHOBPEMEHHO HECKOJIBKAM
oprasam

YIpaBJIEHUs, TO B Pa3HBIX CUTyallUsAX YKa3bIBAETCS:

a) HETMIOCPEICTBEHHO BBILIECTOSIAs OPraHU3aLus;

0) camasi TJ1aBHasl BBILIECTOSIIAS OpraHH3aLlus;

B) He OoJjiee Tpex CTeleHel MoIBeIOMCTBEHHOCTH;

I) He YyKa3blBaeTcd HU OJHA  BBIIIECTOAIIAS
OpTaHM3aIys.

12. [laToit JOKyMeHTa MOXKET OBITh J1aTa:

a) ero HaINMCaHUs U COTJIACOBAHUS;

0) ero moIMMCaHus;

B) €TI0 YTBEPKACHUS;

I) MpOBEACHHUS 3acelaHus, Ha KOTOPOM IPHUHATO
peleHue.

13. laTsl B JOKyMEHTaX MOTYT ObITh O(OPMIICHBI:

a) 22. 08. 1997;

0) 22 aBrycra 1996 rona;

B) 1988. 02. 22;

r) 22 aBrycra 1997 r. 13 gac.45 muH.

14. Kakue pexkBU3UTHl JOKYMEHTOB IHILYTCS, Kak
MIPaBUIIO, OT PYKH:

a) BH3a,;

0) pe3omonus;

B) TOJIITHUCE;

T) agpecar.

15. K KakuM peKBU3UTaM OTHOCSTCS CJIOBa!

a) «BepHo» A)

0) «mst CITY»eOHOTO TOJIE30BaHUS» b)
B) «3ameyaHus MPUIAraroTCa» B)
r) «IletpoB M.K. 924-76-40» I

16. PexkBU3UT «HIOANHUCHY» Ha pa3HBIX JOKYMEHTax
BKJIFOYAET:

a) JIMIHYIO POCITUCH aBTOpa JTIOKYMEHTA;

0) TUYHYIO POCIHCH PYKOBOAMTEIS U €€ PacuIn(poBKy;
B) yKazaHW€  JOJDKHOCTH, JIMYHYIO  POCIHCH
PYKOBOJIHUTENS U €€ paciIn(poBKy;




Kon
WHNKATOpa

Nupukarop
KOMIICTCHIIUN

JOCTHXKCHHUA

OneHouHble CpeacTBa

I') yKa3aHue OJDKHOCTH, HAMMEHOBAHUE OpraHU3alny,
JIMYHYIO POCIHCH PYKOBOAUTEIIS,

ec pacudpoBKy.

KommiekT TecToBbIX 3aaanuil: Ne2

1. Kakoe cokparienue sBiseTcst ab0peBHaTypoi:

a) AI'3 MUC PO;

6) Mocauepro;

B) CTarQIsIus;

T) o/M, 11/0.

2. CnoBo, koTopoe 0003HayaeT HOBOE MOHSTHE,
yIoTpebsieMoe B JOKyMEHTaX, —

370!

a) abOpeBHaTypa;

0) CHHOHHM;

B) HEOJIOTU3M;

T) apxausM.

3. OtbepuTe NPUHIKUN O(PHUIHATEHO-ICIOBOIO CTHIIS
JOKyMEHTAIUH:

a) TPENOCTAaBICHUS  MaKCHUMaJbHO  BO3MOXHOU
“HpOpMALNH;

0) IpUMEHEHHE CIIOB «MBbI BBITIOIHIM», <51 CIIETIAi0»;

B) OTPaHUYCHHOCTH B IPUMEHEHUH SI3BIKOBBIX CPE/ICTB;
T') IPIMEHEHUE YETKHX OTBETOB «Ja», «HET».

4. Jlexcudeckoe COKpalieHUe ClI0Ba, yIOTPeOIsIeMoro B
JOKyMEHTaX — 3TO:

a) abOpeBuarypa;

0) CHHOHHM;

B) HEOJIOTU3M;

T') HApOHUM.

5. Uro He oTHOCHTCS K OPHUIINATBHO-EIOBOMY CTHIIIO
JOKyMEHTA!

a) aIpecHOCTh HHPOPMALINY;

0) Temarmueckas OTIPaHMYEHHOCTh B IPUMEHEHHH
SI3BIKOBBIX CPE/ICTB;

B)  MpEJOCTaBICHHE  MAKCHUMAJIBHO  BO3MOXHOMU
uHhopMaIum;

T') yHU(UKAIUS JOKYMEHTA.

6. K mpaBuiiaM J1e10BOro 3TUKETa OTHOCSITCSI:

a) HETOPOTUIUBOCTH C OTBETOM;

0) Gy1aroJapHOCTH 32 OTBET WIIH JCHCTBHE;

B) 00CTOSITENEHOE U3JI0KEHUE TOKYMEHTa,;

I) yYMCHHE CIymaTh JIpPYrux Joneil.7. B kakom
JOKyMEHTE HCIIOIB3YIOTCA CJIOBA «... B TPOTHBHOM
cirygae Bam OynyT

NIPeABSIBICHBl MTpadHBIE CAHKIUM» B KadyecTBe
SI3BIKOBOH (hOPMYJIBI, KaK pe3yJbTaTa

YHU(PHUKALUH S3bIKOBBIX CPEJICTB:

a) B TAPAHTUITHOM IIHCHME;

0) B peKIaMariiOHHOM IIHCHME;

B) B MH(OPMAIIOHHOM IIHCHME;

I') B MMCbMe-HAIOMHHAHHH.

8. CrnoBa, KOTOpbIE CTaHOBATCS HeO(HUIIMATHLHBIM
3aMEHUTEJIEM TEPMHUHA U UX IPUMEHEHUEB JOKYMEHTaxX
HEJIOIYyCTHMO, — 3TO:

a) npoeccHoHaTN3MBI;

0) CHHOHHMEI,

B) HEOJIOTU3MBI;

T') HApOHHMBI.

9. 3aKOHUYCHHBI B CMBICIOBOM OTHOLICHHH OTPE30K
TEKCTAa, II03BOJISAIOIIUI YCTAHOBUTH

3HAaYCHNE BXOJSIIET0 B HETO CIOBa WM (pas3sl — ITO:
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OneHouHble CpeacTBa

a) aHHOTAlIUS;

6) pedepar;

B) KOHTEKCT;

T') KOHCIIEKT.

10. Perynmupyromas (IesSTeIbHOCTh OpraHU3aIUil)
cpelia BKIIIOYaeT:

a) TOCyIapCTBEHHbIC CTAHIAPTHI;

0) oOIIEeCTBCHHBIE OXKUTAHHNS,

B) PEKOMCHALINH, OTPasKAIONIIE IIEPEIOBON OMBIT;

T) HOPMAaTHBHBIE  JIOKYMEHTBHI, OTpakaroIue
JEeATEbHOCTh OPTaHU3aNH.

11. IonuTHka ynpasineHus: JOKyMEHTaMH OpraHu3alun
MO3BOJISIET:

a) noBbaTh  3()(EKTHBHOCTH  JESTEILHOCTH
OpraHu3aIuu;

0) coOmomaTh TpeOOBaHMS 3aKOHOJATEIbCTBA U
perynupyrouiei cpenbl;

B)  u30eXaTb  PHCKOB  IPEANPUHUMATEIbCKON
JEATEIbHOCTH, CBSI3aHHBIX C IOKYMEHTAMH;

I) COXpaHSATh NaMATh OpraHW3allMM, WHAWBUIA U
obmectBa.12. K mpuHIMmaM pa3paboTku TporpaMm
YIpaBieHUS] TOKYMEHTaMH OTHOCHTCSI:

a) OIGHKa pHCKOB, CBA3AaHHBIX C OTCYTCTBHEM
o(uIMaNBHBIX JOKYMEHTOB;

0) ompeneneHue MNPaBUJI CO3JaHUS METaAaHHBIX O
JIOKYMEHTax;

B) oOecricueHIe XpaHeHHUs IOKYMEHTOB B 0€30MacHO! 1
3alIUILIEHHON CpeJe;

I)  ONpelelieHHe  BO3MOXHOCTEH  TOBBILICHHSA
3¢ eKTUBHOCTH PaOOTHI OPraHU3AIIH

B pe3ynbTaTe Ka4eCTBEHHOI'O yIIpaBJICHUS
JOKYMECHTaMH.
13. Pacnpenenenue OTBETCTBEHHOCTH 3a

JAOKYMEHTAllTUOHHOC obecreueHne YyIipaBJICHUA
npeamnojara€tT OTBETCTBEHHOCTD!:

a) BCEX COTPYHUKOB OpraHM3aIiu 3a
;

0) CUCTEMHBIX aJIMUHHUCTPATOPOB

3a ;

B) PYKOBOJCTBA OpraHu3anuu 3a

r) cekperapeit

3a

14. Eciin TOKYMEHT SIBJISIETCS TEM, YeM JOJDKEH OBITh;
CO3/IaH WJIM OTIIPABJIECH JIMILIOM, YITOJHOMOYEHHBIM Ha
9TO, a TaKKe B TO BpeMs, KOTOpPO€ YKa3aHO Ha
JOKYMEHTE, TO 3TO O3HAYaeT eTro:

a) IOCTOBEPHOCT,

0) IIEITOCTHOCTb;

B) AyTEHTUYHOCTB;

T') IPUTOAHOCTD JJIS1 HCIIOJIB30BAHNS.

15. CrpaTternst BHeApeHHS JOKYMEHTHBIX CHCTEM
IIpeycMaTpUBaET:

a) IPOEKTHPOBaHNE JIOKYMEHTHBIX CUCTEM;

0) TMOArOTOBKY COTPYAHHKOB, pabOTalOmINX C
JIOKyMEHTaMH;

B) COOTBETCTBHE JOKYMEHTOB PETYJIHNPYIOLIEH Cpee;
I') KOHBEPTALMIO JTOKYMEHTOB B HOBBIC JTOKYMEHTHBIC
CHCTEMBI, JOPMATHL.

16. CtocoOHOCTh TIOKYMEHTHOH CHCTEMBI IITUTEIHHO H
MIPABUIIHGHO (PYHKITMOHUPOBATH
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B COOTBETCTBUH C TPEOYEMBIMH MPOLIEYPaMH O3HaYaeT
ee:

a) HaJIe)KHOCTh;

0) 3pPeKTUBHOCTE;

B) IIETIOCTHOCTB;

') KOMIIEKCHOCTb.

17. CrocoOHOCTH JIOKYMEHTHOM CUCTEMBI
MIPEAOTBPAIIATH HECAHKIIMOHUPOBAHHBIE

JOCTYN K JOKyMEHTaM, UX yHHYTOXXEHHE, N3MCHEHHE
WM TIEPEMEIICHUS 03HAYaeT ec:

a) HaJIe)KHOCTH;

0) 3¢ PeKTUBHOCTE;

B) IIEJIOCTHOCTb;

I') KOMIUIEKCHOCTb.18. MeTomonorust NpoeKTupoBaHUs
U BHEJIPEHUS TOKYMEHTHBIX CHCTEM BKIIIOYAET:

a) aHaAJIU3 JEJI0BOH JEATENbHOCTH OpraHu3allly;

0) OLICHKY CYIIECTBYIOIIUX JJIOKYMEHTHBIX CUCTEM;

B) MOHUTOPHHT, OLICHKY, KOPPEKTUPYIOIINE NEHCTBHS;
T') IPEKpaIleHNE TPUMEHEHHS JOKYMEHTHBIX CHCTEM.
19. OObexTamMn yHH(UKAUH W CTaHAAPTH3ALUU B
YIpaBIeHIECKOH ACATEIHHOCTH

SIBIISTFOTCSI:

a) TEpMHHBI, HCIOJBb3yeMble TIIpH paboTe C
yIpaBJeH4YeCKOH HH(pOpMAaIHei;

0) OpraHu3alMOHHBIE CTPYKTYPbl — OpraHHM3alHi,
YUPEXKIECHUHN U IPEANPUATUL;

B) ynpaBiieHYeCKUe (DyHKLUH;

T') yrpaBJieHUeCKas JOKyMeHTalus.

YK-4.4

[IyOnu4HO BBICTYINAET Ha PyCCKOM
A3BIKE, CTPOUT CBOE BBICTYIIJICHHUE
C YYETOM ayAuTOpuud U LEeIH
o01eHus

[IpakTryeckue 3agaHus:

Kpoccsopn 1.

I[lo ropmsoHTramm: 1) 3anmuce wuHGOpPMaMuM Ha
Pa3IMYHBIX HOCUTENSAX MO YCTAHOBIICHHBIM IIPABHIIAM;
2) ycTaHOBJICHHE KOJIMYECTBA U COCTaBa JOKYMEHTOB B
eIMHMIAX y4yera U (Qukcauus NPUHALISKHOCTH
KaXJI0W €TMHHUIIBI y4eTa K OTNPEACICHHOMY KOMILIEKCY
U 00IIeMy MX KOJMYECTBY B YYETHBIX JOKYMEHTax; 3)
YYETHBIA IOKYMEHT, COJEpKalllUuii Ha3BaHHE, CBEICHUS
0 KOJIMYECTBE, COCTaBE JOKYMEHTOB (h)OH/Ia U MECTE €T0
XpaHEeHHUs1, IpeAHa3HAYeHHBIN IS HEHTPAIU30BAHHOTO
ydeTra JIOKYMEHTOB; 4) TepedeHb O(QHINAIBHBIX
HaNMEHOBAaHMI XpaHsmuxcs, BBIOBIBIINX u
MOCTYMAIOMINX ~ apXMBHBIX  (OHAOB B  TIOpSAKE
BO3pacTaHWs  NPUCBOCHHBIX WM  HOMEpPOB; 5)
NPEeAYCMOTPEHHBIE  HOPMAaTHUBHBIMH  JTOKYMEHTaMHU

YCIIOBHSA HCTIOJH30BAHUS ApXUBHBIX u
KOH(HUISHIINATBHBIX TOKYMEHTOB; 6) II(poBOe H/nMin
OyKBEHHO-ITU(HPOBOE 0003HaYeHHE nena B

HOMEHKJIAType JeNl OpTaHU3aIH, HAHOCHMOE Ha ero
00J10KKY; 7) CBOWCTBA JOKYMEHTA, 00yCIaBIMBAIOIINE
ero KyJbTypHOE, HayyHOe W T.I. 3Ha4YeHHUE; §)
BOCCTaHOBJICHUE TI€PBOHAYAIBHBIX WIH OJM3KHX K
NEPBOHAYAILHBIM CBOICTB M BHEIIHUX IPHU3HAKOB
apXMBHOTO JOKYMEHTA, [IOJIBEPTIIEroCs MOBPEKACHUIO
WIN pa3pylIeHuo; 9) CpencTBO  THPaKHUPOBAHMS
JOKyMeHTOB; 10) y4eTHBIH IOKYMEHT, COAEp Kaliui
MepedeHb JOKYMEHTOB Jiefla ¢ YKa3aHHEM ITOPSIKOBBIX
HOMEPOB JTOKYMEHTOB, MX HWHAEKCOB, Ha3BaHWM, 1arT,
HOMEpoB JjmcToB; 11) mpumenenume wuHDOPMAIIH
JOKYMEHTOB B KYJIBTYPHBIX, HAYYHBIX W T.II. LENAX, a
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TaKKe JUIsl 00eCHeYeHns] 3aKOHHBIX 1PaB M HHTEPECOB
rpaxkaad; 12) cnpaBOYHUK, B KOTOPOM MH(pOpPMaIus O
JOKyMEHTaX  pacloJIo)KeHa B  COOTBETCTBUH  C
BBIOpaHHOW cxeMol kiaccupukanuu; 13) ITOKyMEHT,
TIOJTHOCTBIO BOCIPOM3BOJISIINI nHpopmanuio
IOJUTMHHOTO JIOKyMEHTa U BCE €r0 BHEUIHWE NPU3HAKH
WM 4acTh UX, HO HE MUMEIOIIMHA IOPUINYECKON CHIIBI;
14) m3MeHeHne epBOHAYAIbHBIX (PU3UKO-XUMIYECKUX
CBOMCTB JOKYMEHTa IOJ BO3JEHCTBUEM BHEUIHUX U
BHYTPEHHUX (HaKTOpOB; 15) mepBHIil WM eAMHUYHBINA
SK3EMILIIP oHIHATEHOTO JOKYMCHTA; 16)
IOpUAMYECKOe W (PU3HYECKOE JINIIO, B JIESATEIbHOCTH
KOTOpOro o0pa3yercsi JOKyMeHTanbHbIH (oHm; 17)
CPE/ICTBO XpaHEHHsI TOKYMEHTOB.

Ilo Beptuxamu: 1) [BHXKEHHE JOKYMEHTOB B
OpraHU3aIlMyd C MOMEHTA MX CO3IaHUS WM HOJTYy4EeHUS
JI0 3aBEPIICHMS WCIOJHEHHS WM OTIpaBieHus; 18)
3aliCh  YYETHBIX J@HHBIX O  JOKyMEHTe IO
ycTaHOBIeHHOH (opme, ¢ukcupyromas Qakt ero
CO3JIaHUsI, OTIPABIICHUS WM NOIy4eHHs; 19) ToKyMeHT
WIN COBOKYITHOCTH JIOKYMEHTOB, OTHOCSIIUXCS K
OJHOMY BONPOCY WM Y4YacTKy JAEATCIbHOCTH U
MIOMEIIEHHBIX B OT/AENBHYI0 001105KKY; 20) opranuzarus
WIH CTPYKTYpHOE TOApa3fieiicHHEe, OCYIIECTBISAIONIEe
JUINTENIbHOE WJIN MOCTOSHHOE XpaHEHHE OKOHUYCHHBIX
JIOKYMEHTOB C LIEJTbI0 X UCTOIb30BaHusl; 21) cpeacTBo
KAacCOBOM OPITEXHHMKM; 22) KOMMA YacTH TeKCTa
JOKyMeHTa, 0()OPMIICHHAsl B YCTaHOBJIICHHOM IIOPSIJIKE;
23)  CpeACTBO  M3TOTOBIEHHS  HM300pa3sHTEIBHBIX
JOKyMEHTOB;  24)  crenuaibHO  000OpYyZOBaHHOE
TIOMEIIIEHUE ISl XPAaHEHUsI apXUBHBIX JOKYMEHTOB; 25)
TOBTOPHBIA ~ DK3EMIUIAP TOJUIMHHUKA JIOKYMEHTa,
AMEIOIINN IOPUINIECKYIO CHTy; 26) (Qu3ndeckoe WiH
IOPUIMYECKOe JIUI0, CO3/aBIlee JOKYMEHT; 27)
ouIIHATBHBIA JOKYMEHT, MMM OPUIAHICCKYIO
CHWIy W COJepXalluii HHPOpPMalHI0 O MpeaMeTe
3ampoca, € yKa3aHWEM  ITIOMCKOBBIX  JIaHHBIX
JIOKyMEHTOB; 28) 0TOOp TOKYyMEHTOB Ha XpaHEHUE WITH
K YHHYTOXCHHIO, a TAaKXKE YCTaHOBJIEHHE CPOKOB HX
XpaHEHHs Ha OCHOBE NPHUHSTHIX KPUTEPHEB.

YK-4.5

YCTHO HpeAcTaBiseT pe3ynbTaThl
CBOEH JESATEIIBHOCTH Ha
HHOCTpaHHOM SA3BIKE, MOXET
MOJJIEPKATh Pa3roBOp B XOAE MX
00CYXICHHS

[pakTryeckne 3aganus:

Kpoccsopz 2.

I[lo ropusoHTamu: 1) HOPMATUBHBIA JIOKYMEHT,
CONEepXKAIIMi  CHCTEMAaTH3WPOBAaHHBI  TepedeHb
CTPYIIUPOBAHHBIX ~ HAUMEHOBaHMH  OOBEKTOB U
MIPUCBOCHHBIE MM KOJBI, 2) HOPMATHUBHBINA JIOKYMEHT,
3aKPETUISIONUN  YHU(DUKAIIMIO JETONPOU3BOICTBA; 3)
(uKcays Ha MaTepUAIEHOM HOCHTENIe HH(POPMAINHU C
PEKBH3HUTaMH, TTO3BOJISIONIMMH €€ UJICHTU(QHUIIMPOBATD;
4) ycraHOBIEHHE eOMHOOOpa3usi cocraBa M (GopMm
YIpaBIEHYECKNX JOKYMEHTOB, CO3/1aBacMBbIX IIPH
pELICHNH OJHOTHUITHBIX YIpaBlIeHYECKUX (QYHKIUIA; 5)
nHopmanusi, (QUKCUpOBaHHAs Ha  KaKOM-JHOO
MaTepHaIbHOM HOCHUTEJIE.

ITo Beprukanu: 1) tuudpoBoe obOo3HaueHUE GHopm
JOKYMEHTOB B XOJ€ COCTaBJICHHS KIacCH(UKATOPOB
nHpopManuy; 6) nrudpoBoe 0003HAYCHNUE, STBIAIOMIEECS
9JIEMEHTOM HJICHTH(UKAIMH OOBEKTOB B XOJAE UX




Kon Nupukarop TOCTYDKEHUS
VH/IMKATOPa | KOMIIETEHIUH OreHo4HbIE CpeICTBA

Kknaccudukanuy; 7) MeXIyHapOIHBIH JOTOBOp IO
ONpENICIECHHOMY BONpOCYy; §) OpraHusaunus HId
CTPYKTYpHOE  MOJpa3[elieHHe,  OCYLIECTBISIOIIEe
JOJITOBPEMEHHOE MM  IIOCTOSIHHOE  XpaHEHHe
OKOHYEHHBIX /e, 9) BHECEHHE JOJKHOCTHBIM JIUIIOM
B oduIManpHble JOKYMEHTHI 3aBEJIOMO  JIOXKHBIX
CBEICHUI WM HCIOPABICHUH, HCKAXKAIOMUX HX
necTBuTeNbHOE coxepykanue; 10) CHHOHHMM clloBa
JIOTOBOP; 11) JIOKYMEHT, MIOATBEP KA I
COOTBETCTBHE IPOAYKIWH, TMPOIECCOB U  YCIYyT
YCTQHOBJICHHBIM TPEOOBAHHSM.

0) Ilopsinox npoBeeHUs] MPOMEKYTOYHON aTTeCTALMH, NMOKa3aTeJd M KPUTePUH
OLICHMBaHMSA:

IIpomexxyTouHass arrecTanus BKIIOYACT TEOPETUYECKHUE BOMIPOCHI, IO3BOJISAIOLINE
OLIEHUTb YPOBEHb YCBOCHHS OOYUAIOIIMMUCS 3HAHUM, U MPAKTUYECKHE 3a/laHUs, BBIABIISIOIINE
CTeneHb CPOPMUPOBAHHOCTH YMEHHUH M BIIAJICHUH, TPOBOIUTCS B (hopMe 3aueTa.

3ayer Mo JaHHON NUCHMILIMHE IPOBOJIUTCS B YCTHOW (hopMe MO BOIpocaM K 3adery,
KOTOPBIN BKJIFOYAET OJUH TEOPETUYECKHUM BOIIPOC U OJJHO NMPAKTUYECKOE 3aJaHuE.

IToxa3aTen U KPUTEPHH OLCHHUBAHUS

- «3a4TEHO» - BBICTABJIACTCS IIPU YCIOBUH, €CIIM CTYACHT MOKA3bIBAECT XOPOIIHE 3HAHUS
y4yeOHOro Martepuaja IO TeMe, 3HaeT CYLU[HOCTh JUCHMIUIMHBI, CBOOOJHO BBIIOJHSET
IIPAaKTUYECKUE 3aaHU.

ITpu 5TOM CTYAEHT JIOTMYHO U IOCIEN0BATENIBHO U3JIaracT MaTepUaj TEMBbI, PACKPBIBACT
CMBICJI BONPOCA, JAaeT YJIOBJIETBOPUTEIBHBIE OTBETHl HA JOIOJHUTENIBHBIE BOIPOCHI.
JIOTIOJIHUTENBHBIM ~ YCJIOBUEM IIOJIYYEHHMS OLICHKM MOTYT CTaThb XOpOILIME YCIEXH IIpU
BBIMIOJTHEHUH CaMOCTOSITENIbHOM M KOHTPOJIBHON padoThI, cCUCTEMaTHYecKas akTUBHAs paboTa Ha
MIPAKTUYECKUX 3aHATUSAX.

- «HE 3a4YTEHO» - BBICTABIISETCS INPU YCIOBHM, €CIM CTYAEHT BJIAJEET OTPHIBOYHBIMU
3HAHUSAMU O CYIIHOCTH AUCLUIUIMHBI, JA€T HEIOJHBIE OTBETHI HAa BOIPOCHI U3 OCHOBHOU
JUTEPATYpPhl, PEKOMEHJOBAHHON K KypCy, HE MOKET OTBETUTH Ha JIONOJHMUTENIBHBIE BOIPOCHI,
IIPEIIOKEHHBIE ITPENOAABATEIIEM.




IIpunoxenne 3
MeToanyecKkue peKOMeHIaAUM 1JIsl CAMOCTOSITEIbHOM PadoThl CTY/IEHTOB

B mporecce BBIMOTHEHHS CAMOCTOSITENBHOW pPAaOOTHI CTYAEHTHI JOJDKHBI HAYUUTHCS
BOCIIPMHUMATh CBEJIEHUS Ha CIyX, (UKCHUpPOBAaTh MHGOpPMALMIO B BUJE 3alUCEH B TeTpalsix,
paboTaTh ¢ MMCbMEHHBIMU TEKCTAMH, CAMOCTOSATEIbHO U3BJIEKAs U3 HUX I10JIE3HBIE CBEACHUS U
opopmisii MX B BHJE TE3MCOB, KOHCIEKTOB, CHCTEMaTH3MpOBaTh HH(GOpPMALMIO B BHJE
3aroJIHEHHsT TaOJIHII, COCTaBICHUS cXeM. Ba)XHO HAYYNTHCS BBIACIATH IJIABHBIE MBICIIH B JICKIIMU
npenojaBarens JMOO B MHUCBMEHHOM TEKCTE; aHAJIM3UPOBATH SBJICHMSA; ONPEACIATh CBOIO
MO3HIIMIO K TOJYYEHHBIM Ha 3aHATUAX CBEICHHSIM, YETKO (DOPMYIHPOBATH €€; apryMEHTUPOBATh
CBOI0 TOYKY 3pDEHHUS: BBICKA3bIBATH OLIEHOYHBIE CYXACHHSA; OCYILECTBIATh CaMOAHAJIU3.
HeoOxonnMo yuuTbesl BiIaJieTh YCTHOW M IMCBbMEHHOW PEUbl0; BECTHU JUAJIOT; Yy4acTBOBATH B
JUCKYCCHM; PpacKpblBaTb COAEp)KaHUE M3ydaeMoll mpoOsieMbl B MOHOJIOTMYECKOH peun;
BBICTYIIAaTh C COOOIICHUSAMU U JTOKJIAZaMHU.

Koncnexr nexuuu. CMbICT IPUCYTCTBUS CTYAEHTA Ha JIEKLUHU 3aKIF0YAET BO BKIIOUEHUU
€ro B aKTUBHBIN MPOLIECC CIYIIAHUS, TOHUMAHUS U OCMBICIICHUSI MaTepHalia, OATOTOBIEHHOIO
npenogaBaresnieM. JTOMY CIOCOOCTBYET KOHCIEKTHMBHAs 3alKCh MOJIYyYEeHHOW HMH(pOpMauuu, ¢
MIOMOILIBIO KOTOPOM B JaJIbHENIIIEM MOYXKHO BOCCTAHOBUTH OCHOBHOE COZEpPKAaHUE ITPOCTYILIAHHON
JEKLUU.

JJ1st ycTienHoro BBIMIOJIHEHUS ATOU PabOThl COBETYEM:

- TIOJArOTOBUTH OTJIEbHBIE TETPAIU JUIsl KaXA0Tr0 MpeaMeTa. 3aluch B HUX JIy4lle BECTU
HAa OJHOW CTOPOHE JHCTa, 4YTOOBI MO3JHEE Ha YHCTOM CTpaHMIIE 3amucaTh JOIOJIHEHUS,
YTOYHEHUS, 3aMEYaHus, a TaK)Ke COOCTBEHHbIE MBICTH. C OMOIIBIO Pa3HOIBETHBIX PyYeK WU
d1oMacTepoB MOKHO OyET BBIICIUTH 3ar0JIOBKH, Pa3ielibl, TEPMUHBI U T.1.

- HE 3alMChIBaTh MOJPSA BCE, YTO TOBOPUT JiekTop. CrapaiiTech BHayase BbICIYIIATh U
MOHITh MaTepual, a 3aTeM YK€ 3a(UKCHUpOBaTh €ro, He YIyCKas OCHOBHBIX MOJIOKEHUH U
BBIBOZIOB. CoXpaHsiiTe JIOTUKY u3NokeHus. OOpaTuTe BHUMaHUE HAa HEOOXOIMMOCTh TOYHOU
3aIIMCH OTIPEJIEIICHUN U TIOHATUH.

- OCTaBUTb MECTO Ha CTpaHMIlE CBOOOJHBIM, €CIM HE YCHEIH OCMBICIMTH M 3a-IIUCATh
yacTh HHGopManuu. [To okoHUAHHIO 3aHATHS C TOMOUIBIO OJTHOKYPCHUKOB, IpenoaBaTeist Win
yueOHHUKa Bbl CMO’KETE€ BOCCTAHOBUTH YITYIIEHHOE.

- yIeNATh BHUMaHUe rpaMOTHOMY oopmieHuto 3anuceid. Hayunrech rpaguuecku sicHO U
yI0OHO pacrnojiaraTb TEKCT: BBIWICHATH a03allbl, NMOAYEPKUBATH TIJIaBHBIE MBICIH, KIIOYEBBIE
CJIOBa, ITIOMEIIATh BBIBOABI B PaMKH U T.1. HemaioBaxxHOe 3HaU€HUE UMEET U YETKas CTPYKTypa
JIEKIUHU, B KOTOPYIO BXOJUT IJIaH, JJOTHYECKHU BBHICTPOEHHAs] KOHCTPYKILIMS OCBEIIEHUS KaXA0Tr0o
MyHKTa IJIaHa C apryMEHTaMU U JOKa3aTelbCTBAMM, PA3bSICHEHUSMU U MPUMEpPAMH, a TAKKE
CIIUCOK JINTEPATYPHI 110 TEME.

- HAy4UThCS IHCATh pa300purBO U ObIcTpo. UTOOBI B aNbHEHIIEM HE TPATUTh BpeMs Ha
pacmiipoBKy COOCTBEHHBIX 3alMCed, CIEANUTE 3a aKKypaTHOCTHbIO IOYEpKa, HE HKOHOMBTE
Oymary 3a cuYeT YIUIOTHEHUs TekcTa. KOHCHeKTHupys, TMoyb3yiiTech OOIIENPUHATHIMU
COKpAILEHUSIMU CJIOB U YCIOBHBIMHM 3HaKaMH, €CJIM €CTh HEO0OXOJHMMOCTb, TO MpH-IymaiTe
COOCTBEHHBIE COKpAILIEHUSI.

- YMETh OBICTPO U YETKO MEPEHOCUTh B TETPajb rpaduuecKkue pucyHKH u Tadnuubl. s
ATHUX LIeJIEN IPUTOTOBBTE MPO3PAuHyI0 JUHENKY, KapaHaam 1 pe3nHKy. CrapaiiTech Kak MOKHO
TOYHEE CKOMUPOBATh N300pakeHue ¢ JOCKU. Eciu HarsiHbIM MaTeprai TpyAHO BOCIIPOU3BOIUM
B YCJIOBUSX JICKIIMH, TO CJIEIaliTe €ro CIIOBECHOE OMKMCaHue ¢ 0000IIAIONMMH BBIBOJAMHU.

- IPOCMOTPETh CBOM 3alHCH IOCJIe€ OKOHYaHMs Jekuuu. [lomuepkHUTE U OTMEThTE
pasHBIMU I[BETaMHU (piioMacTepa Ba)KHbIE MOMEHTHI B 3amucsX. VcnpaBbTe HETOUHOCTH, BHECUTE
HeoOxouMble AomnoyiHeHus. He TpatbTe Bpemsi Ha epenuchiBaHNe KOHCIIEKTA, €CIM OH OKa3aJics
HE cOoBCceM yJadHbIM. COBEPIIEHCTBYHUTECH, 3aIIUCHIBASI TOCIIEYIOIINE JIEKIUH.



IToaroroBka k cemMMHapckuM 3aHATHsIM. CeMuHap — OIWH W3 OCHOBHBIX BHJIOB
NPAaKTUYECKHUX 3aHATUN 10 T'yMaHUTapHBIM JucHUIUIMHAM. OH IpeqHa3HayeH Ui yriIyOJIeHHOTo
U3y4eHHs OTJENBHBIX TeM U KypcoB. I1o ¢opme npoBenenus ceMuHapbl OOBIYHO MPEICTABISIOT
co0oli penieHue 3a1a4, 00CyX/IeHue JT0KJIa0B, Oecey 10 MIaHy WK AUCKYCCHUIO IO Ipobieme.

[TonroroBka K 3aHATHAM 3aKI0YaeTCs, IPEXKIE BCEIO, B OCBOEHUH TOI'O TEOPETUYECKOTO
MaTepHala, KOTOpbld BBIHOCUTCS Ha oOcyxkaeHue. [ 3Toro HeoOXoauMO B NEPBYIO OYepe]b
[epeynuTaTh KOHCIEKT JIEKIUN WIN pa3ieNbl yueOHUKa, B KOTOPHIX NPUCYTCTBYET YCTAHOBOYHAs
uHpopmanus. M3yueHne pexkoMeHAOBAaHHOM JHUTEpaTypbl HEOOXOAMMO CleslaTh MaKCHUMajIbHO
TBOPUYECKU — HE MPOCTO YKJIA/IbIBasi B MAaMATh HOBBIE CBEICHMS, a OCMBICIMBAs U aHAIU3UPYS
Marepual. 3aKpelnuTb CBOM 3HAHUS MOXKHO C IOMOLIbIO 3alMcel, BBIMMCOK MM TE3UCHOTO
KOHCIIEKTA.

Ecnn cemuHap mpeicraBiieH JOKJIaJaMH, TO OCHOBHAs OTBETCTBEHHOCTb 3a €ro
IIPOBEJCHUE JIEXKUT Ha JokiIaquukax. Kak cienars 3To ycnemHo cMoTpuTe B paszeie «/Jlokmany.
OpHako poib OCTAJbHBIX YYaCTHUKOB CEMMHApa HE JOJDKHA ObITh NaccuBHOM. CTYAEHTHI,
IIPOCIIYIIAB J0KJaJ, 3alUCBhIBAIOT KPATKO IVIABHOE €r0 COAEPKAHME U 33/1al0T BBICTYNAIOILIEMY
YTOUHSIOLIME BOIPOcoB. UeM Oojiee OCHOBATENbHOM ObUIa JOMAIIHAS MOATOTOBKA MO TEME, TEM
aKTUBHEE IPOMCXOAMUT OOCYX)JAeHHE NpoOJieMHbIX BompocoB. Ha cemuHape Bcsduecku
HOOILPSIETCS  TBOPYECKAsl, CaMOCTOATENbHAs MbICIb, [JAaeTCsi BO3MOXKHOCTb BBICKA3aTh
KPUTHYECKHE 3aMEUYaHUsl.

becena mno 1ulany npexacraBiseT coOol  3apaHee IMOATOTOBIEHHOE COBMECTHOE
00-Cy)XJICHHE BOIIPOCOB TEMBI K&KIBIM U3 YUaCTHHKOB. JTa (hopMa moTpedyeT OT CTyJCHTOB HE
TOJIKO XOpOLIEH CaMOCTOATENBbHOM MPOpabOTKM TEOPETUYECKOro Marepuaia, HO U yMEHHE
y4acTBOBaTh B KOJUIEKTMBHOW JHMCKYCCHM: KPaTKO, YETKO U SCHO (pOPMYIMpOBaTh U U3Jararb
CBOIO TOYKY 3pEHHUs IHepel COKYpCHHUKAaMH, OTCTaWBaTh MO3MIMIO B HAy4HOM CIOpE,
IPUCOEAUHSTHCS K Uy’KOMY MHEHUIO WM ONIOHUPOBATH IPYTUM YYaCTHUKAM.

Pedepar — camblil IpocToil 1 HauMeHee CaMOCTOATENbHBIM BUI MUCbMEHHON palOOoTBhI.
CyTb €ro coCTOUT B KPAaTKOM H3JI0KEHUM COJIEPKAIUXCS B Hay4HOH JUTEepaType B3IJISAO0B U
uzei no 3ajaHHoi TeMe. Pedepar He TpeOyeT OpUrMHaIbLHOCTH U HOBU3HBL. B HeM ornjeHuBaercs
YMEHHME CTyJeHTa paboTaTh C KHHUIOM: BBLAENATH M (POpMynHpoBaTh NpoOieMy, OTOMpATh
OCHOBHBIE TE€3MCHI U BCIIOMOTaTEIbHBIE JAHHBIE, JIOTUYECKH BBICTpaNBaTh MaTepHall, IpaMOTHO
0(QOpPMIISITh HayUHBIH TEKCT.

CryneHtaMm npezanaraeTcs J1Ba Bujaa pedepaTHbix padoT:

PedepupoBanne HayyHOW JIUTEpaTyphl MPENCTaBISET COOON COKpPALIEHHOE U3JI0KEHUE
COJIepKAHUsI CTaThbU MM KHUIM C OCHOBHBIMM CBEIEHUSIMHM W BbIBOJAMHU. Takue pedeparbl
aKTyaJIbHbI TOT'/Ia, KOT/Ia B IOPUIMYECKUX MCTOYHUKAX MOSBISETCS HOBBIM TEOPETUUECKUM WU
NpakTUYecKUid MaTepuan 1o wuzydaeMoil Tteme. OT cTyneHTa TpeOyeTcs, BHHUMATEIbHO
03HAKOMUBUINCH C IEPBOMCTOYHUKOM, MAaKCUMAJIbHO TOYHO U IIOJTHO MEPENaTh €ro CojepKaHue.
Jns storo uenecoobpazHo BbIOpaTh (opMy MOCIEAOBATENBHOIO HU3JI0XKEHUS MPOYUTAHHOU
KHWUTH, HE MEHssd ee oOImMi miuaH W CTpyKTypy (TiaBbl, paszeinsl, naparpadsl). Heo6xoaumo
COXpaHUThb JIOTUKY TIOBECTBOBAHMS M TM03a00TUTbCA O CBA3HOCTH TeKcTa. ABTOpPCKHE,
OpUTHHAJIbHBIE M HOBATOPCKHE MBICIM M UAEU Jyyllle MepefaBaTb HE CBOMMHM CIIOBaMH, a C
noMoIpl0 IUTHpoBaHus. O0beM pedepara OyneT ONpenesaThCs COAEpP)KaHUEM HCTOUYHUKA, a
TaK)Ke ero Hay4HOM M MpaKTH4YecKoil 1eHHocThio. Ho B 11060M ciiyyae mpeanodreHrue oTAaeTcs
KPaTKOCTH U JIJAKOHUYHOCTH, YMEHHUIO OTOUPATh TJIaBHOE U OCBOOOXKIATHCS OT BTOPOCTEIIEHHOTO.

Pedepar mo Teme  mpencraBiser 0030p HAYYHBIX B3MVISIOB WM KOHIICTIHH TIO
npoOJIeMHOMY BOIIPOCY B U3y4aeMoil Teme.

- Ecnu BaM mpejuiokeHa Tema Takoro pedepara Ha BbIOOp, TO MPEANOYTEHHE CIETYET
OTJaTh TOH, KOTOpas Ui BaC MHTEpecHa WU 3HakoMma. OHa He J0JKHA ObITh OYEHb CIIOXKHON U
00BEMHOM, B TPOTUBHOM ciy4ae pedepar OyaeT HaloMUHATh KypCOBYIO paboTy.

- Jlns moArotoBku pedepara CTYIEHTY HEOOXOJUMO CaMOMY MIM C y4acTHEM
MpenoiaBarelis moaoopatb UCTOUHUKH UHGopMaruu. Creayer mo3ad0TUTHCSI, 9TOOBI B BallleM
CIHMCKE OKa3aJIMCh HE CllydyailHble, a ILIeHHble B HMH(OPMAIMOHHOM IUIaHE KHUTH. MOXKHO
BBIMIOJHUTH pPabOTy, OOpaTUBLIIMCH U K OJHOMY HCTOYHHUKY — NOCOOMIO, MOHOTrpaduu,



uccnenoBanuio. Ho mydie, eciu BbI 0OpaTUTECh K ABYM-TPEM HayYHBIM TPYAaM — 3TO MO3BOJIMT
MPEJICTaBUTh MPOOJIEMY C HECKOJIBKMX TOUYEK 3pEHUS U BHICKA3aTh JIUYHbIC IPEATIOYTCHHUS.

- OgHMM U3 TTIAaBHBIX KPUTEPUEB OLIEHKU pedepara OyneT COOTBETCTBHE €r0 COACPKAHUS
3asBiieHHOM Teme. [l 3TOro Oerjo O03HAKOMUBLIMCH C IEPBOMCTOYHMKAMH COCTaBBTE
npeBapuTeNbHBIA MIaH Oyaymiero pedepara, 0003HAUYMB B HEM MPUHUIUIHAIBHO Ba)KHBIC
MOMEHTHI U 3Tanbl ocBeuleHus mpobiieMsl. [locie Toro, kak y Bac mosBSTCS pabouue 3amucu Mo
pe3yJibTaTaM H3yYeHHUs HAyYHOH JHMTEparyphl M OOMIMpHAas HHPOpPMAIUs MO TeME B IIEJIOM,
MOKHO OyZIeT CKOppeKTHpoBaTh oOmuil miaH pedepara. Crapaiitech npu padore Haa HUM
TIIATENIBHO HW30aBIATHCS OT «HM3JIMIIECTB»: BCAKOTO poja aOCTPaKTHBIX PACCYKIACHUH,
Ype3MepHBIX MOAPOOHOCTEH U MHOTOYHMCIECHHBIX MPUMEPOB, KOTOPbIE «Pa3MBIBAIOTY) TEMY HIIU
YBOJSAT OT HEE.

Crpykrypa pedepara BKIOYaeT B ceOs BBEACHHE, OCHOBHYIO YacTh M 3akitoueHue. Bo
BBEJCHUU (OPMYIUPYIOTCS LEIH W 3aJa4d paloOThl, €€ aKTyalbHOCTb. (OCHOBHas 4YacTb
MpeJCTaBIsieT co00M MOoCcIe0BaTeIbHOE U apTyMEHTUPOBAHHOE H3JI0KEHUE PA3IUYHBIX TOYEK
3peHusl Ha MpoOJieMy, €€ aHaiu3, MpearoiaraéMble MyTH pelleHus. 3akiIo4YeHue 0000maer
OCHOBHBIE MBICITH WUJIM OOOCHOBBIBAET MEPCHEKTUBBI JAbHEHUIIET0 MCCIeI0BaHUs TeMbl. Ecnu
pedepar mocratouHo oObBeMeH, TO TOTpeOyeTcs pasleleHHue TeKCTa Ha pasneibl (TJaBbl,
naparpadsl). MmrocTpaTUBHBIN MaTepuan — TaOIHIIbI, CXeMBbI, TpaQKu — MOTYT paclojaratbcs
Kak BHYTPU OCHOBHOM 4acTH, Tak U B pazaene «lIpunoxenuer.

O6beMm pedepara 3aBUCUT OT LieJel U 3aa4, perraemMbix B padore — oT 5 10 20 cTpaHull
MAaIIMHOIIMCHOTO TEKCTa Yepe3 JiBa MHTepBaja. Eciau B 3ajaHuu, BBIJAHHOM IIpENojaBaTesieM
00BEM He OrOBapUBaeTCs, TO CIEAYET UCXOAUTh U3 Pa3yMHOH 11eJ1eCO00pa3HOCTH.

B pedepare B 00s3aTenbHOM TOPSIKE PAa3MEMIAIOTCS THUTYIBHBIA JIMCT, IUIAH WA
orJaBJieHHE PabOThI, a TAKXKE CIHCOK UCIIOJIb3YyEeMOIl TUTEPATYPHI.

OOBIYHO pedepaT MOKET 3a4UTHIBACTCS KaK IMHCbMEHHas paboTa, HO HEKOTOpPHIC
MpenojaBaTeNid MPAKTUKYIOT MyONUYHYIO 3aluTy pedeparoB WM HUX «O3BYyYHMBAaHUE)» Ha
CEMHUHApPCKUX 3aHATUSIX. B 3TOM cityyae HE0OXOAMMO NMPUIIOKUTH JTONOJHUTENbHbIE YCUIIHS AJIs
MOJATOTOBKU MyOJIMYHOTO BRICTYILICHUS IO MaTepuaiam pedepaTtHoil paboThI.

Joxkyag mnpencrtaBiasieT coOoit  yctHyto dopmy coobmenuss uHopmanuu. OH
UCIIONIB3YETCS B By3€ Ha CEMUHAPCKUX 3aHATUAX M Ha HAYYHBIX CTYJACHUECKUX KOH(PEPEHIIUIX.

[TonroroBka J0KJIaAa OCYLIECTBISIETCS B /IBa ATala: HalMCAHWE MMCbMEHHOTO TEKCTa Ha
33/IaHHYI0 TE€MY W MOJArOTOBKAa YCTHOTO BBICTYIUICHHS TMEpel ayIAUTOpHEH ciymarenaed ¢
OCBEIIeHUEM 3TOU TeMbl. [[ucekMeHHbIi qokinan odopmisercs Kak pedepar.

[Tpu paboTe Haj TOKJIAZIOM CIEAYeT yU4ecTb HEKOTOPbIE CIEU(PHUECKUE OCOOCHHOCTH:

eO0beM JOKNIaJa JOJDKEH COIJIAaCOBBIBATBCA CO BPEMEHEM, OTBEIACHHBIM JUIS
BBICTYIUICHHUS.

ellpu BBHIOOpPE TEMbl HYKHO Y4YHUTHIBATh HE TOJILKO COOCTBEHHBIE HHTEpECHl, HO U
MHTEpeChl MOTEHUHUAIbHBIX ciymiaresnedl. Bame coobuieHne HEeoO0XO0AUMO COINIacOBBIBATH C
YpOBHEM 3HaHUH U MOTpeOHOCTEN MyOIHNKH.

e [loAroTOBNIEHHBIA TEKCT JOKJIaJa JOHKEH XOpOIIO BOCIPUHUMATHCS Ha ciayx. [axe
ecyii 0TOOpaHHBIM BaMHM MaTepuall CJI0KEH M HEOJJHO3HAU€H, TOBOPUTH JKEJATEJIbHO MPOCTO U
SCHO, HE Meperpy’kas pedb HayKooOpa3HBIMH 000POTaMH U CHIEIU(PUUECKUMH TEPMUHAMH.

CrnenyeTr OTMETUTD, UTO UHOTJA MpernoAaBaTesib He TpeOyeT OT CTYIEHTOB MUCbMEHHOTO
BapHaHTa JOKJIAJla U OIEHHWBAET WUX PabdOTy HMCKIIOYUTEIHHO MO YCTHOMY BBHICTyIUIeHHIO. Ho
3HAYUTENIbHO Yallle MUChbMEHHBIA JOKJIAJ MPOBEPSETCS U €ro KayecTBO TaKKe OLEHUBAETCS B
Oayutax. BHe 3aBHCHMMOCTH OT TOTO, HY)KHO WJIM HE HYXHO OyJeT caBaTh Ha NMPOBEPKY TEKCT
OyIyliero BBICTYIUICHHS, COBETYEM HE OTKa3bIBaThCS OT MUCHMEHHOHW 3amUCH JIOKJIana. IJTO
MOMOJKET M30eXaTh MHOTUX OIIMOOK, KOTOpBIE CIy4aroTcs BO BpeMs YCTHOW MMIIPOBM3ALINU:
OTKJIOHEHHE OT TEMbI, HAPYILIEHUS JIOTUYECKON MOCIIeI0BaTeIbHOCTH, HEOpEKHOE OOpalleHue ¢
[UTaTaMU, 3JI0yNOTpedIeHre JeTalsIMU U T.JI. Eciy BBl XOpo1Io BiajeeTe HaBbIKaMu CBOOOTHOM
peun u o0inajnaeTe BBICOKOM KyJIbTypOM MBIIUIEHUS, TO 3aMEHUTE MHCbMEHHBIN JTOKJaa
COCTaBJIEHUEM Te3UCHOro Iu1aHa. C ero momoIpio 3apUKCUpYHTe OCHOBHBIE MBICIH M HIEH,



BBICTPOITE JIOTUKY IMOBECTBOBAaHUS, OTOEpPHUTE SpPKUE U TOYHBIE MPUMEPHI, CHOpMYIHpYyHTE
BBIBO/IbI.

[Tpu MOArOTOBKE K YCTHOMY BBICTYIUICHHIO BO3BMHUTE HAa BOOPYKEHHE HEKOTOPBIE COBETHI:

o Jly4mmii BapuaHT BBICTYIUIEHUS Iepe] ayAuTOpHed — 3TO CBOOOJHAs peub, HE
OCIIO’)KHEHHAas 9TeHueM Tekcta. Ho ecnu y Bac He BBIpaOOTaHO YMEHHUE 00IAThLCS ¢ MyOIrKoi 6e3
OyMa)KKH, TO HE MbITAUTECh CENaTh 3TO cpa3y, 0e3 moAroroBku. OcBauBaTh 3TOT ONBIT HYXKHO
MOCTETICHHO, OT JO0KJIa/a K JIOKJIay yBEIHUUBas 00beM peun 0e3 3arisiibIBaHus B TEKCT.

J Ecnu BBl HaMepeHbl CUMTHIBATh JOKJIAJ C 3arOTOBJIECHHBIX MMCbMEHHBIX 3alucel,
TO MOCTapalTech, YTOOBI YTEHUE OBLIO «XYI0’KECTBEHHbIM»: 00O3HauaiiTe may3oi Jorunyeckue
nepexoAbl OT YacTH K YacCTH, BBIACISNTE MHTOHAIIMOHHO 0COO0 Ba)KHBIE MBICIH M apryMEHTHI,
BapbUPYITE TEMII peuu.

° Yuras 1oKI1a1, HE TOPOIUTECH, AEIANTE 3TO KaK MOKHO criokoiHee. [lToMmHuTE, 4TO
CKOpPOCThH TMPOU3HOIIECHUS TEKCTa Mepe]| CAyIIaTeIIMI BCET/Ia JOJDKHA OBITh OoJiee MEIJICHHOM,
YeM CKOpPOCTh Ballleil IIOBCEHEBHON peyH.

o CBepbTe NHUCHMEHHBIH TEKCT C XPOHOMETPOM, JMJIsi 3TOTO IpPOYMUTAHTE ero
HECKOJIBKO pa3 ¢ CEKyHJ0MEpOM B pykax. B ciyuae, eciin JokjaJ OKaXXeTCsl CIAUILIKOM JUIMHHBIM
WIA KOPOTKUM, MPOBEAUTE €ro peKOHCTpyKIHio. OJHAKO BMECT€ C COKpAIEHUSIMH WU
JIOTIOJIHEHUSAIMU HE «a110TepstiiTe» Temy. He nogmaBanTecr HCKYIIEHHIO pacCKa3aTh BCE, YTO 3HAETE
— MOJIHO U NOAPOOHO.

o Obparure BHUMaHue Ha TeMOp U CHITy Bamero royioca. O4eHp BayKHO, YTOOBI Bac
OBUIO CIIBIIITHO B CAaMBIX OTIAJICHHBIX YaCTSAX ayJAHUTOPUH, U TIPH 3TOM BBl HE «TITYIIWINY» BOJIH3U
Bac HaxoJfIIMXCs cayuiareneid. Bappupyiite TeMOp peun, oH mpujacT el BbIpa3uTebHOCTh U
MIOMOJKET M30€KaTb MOHOTOHHOCTH.

o Cnenute 3a cBOUMHM KecTaMHu. YUpe3MmMepHas IKECTUKYJSALUS OTBJIEKAET OT
COJepXKaHUs JIOKJIaja, a MOJHOE €€ OTCYTCTBHE CHMIKAeT JEHCTBEHHYIO CHIIy BBICTYIUICHHUS.
[Tocrapaiitech M30aBUTBHCS OT KECTOB, JEMOHCTPUPYIOLIMX Ballle BOJHEHHE (KOrAa KpYTSATCS
PYUKH, TepeOsATCS MyrOBUIIbI, 3aJ1aMbIBAIOTCS NMajblibl). Mcnonb3ylTe *KecTbl — BbIpa3UTEbHbIE,
oTHcaTeNbHbIE, MOIpAKATEIbHBIC, YKA3YIOIINE — JJIS TIOJTHOTHI IePelavun BallluX MBICIIEH.

o YcTaHoBUTE 3pUTENbHBIN KOHTAKT ¢ ayauTopueil. He crout Bce Bpemst CMOTPETh B
OKHO, OITYCKaTh I'Jla3a MM COocpelloTauuBaTbcs Ha Tekcre. CrapaiiTech 3pUTENBHO O0IATHCS CO
BCEMH CIIYIIATENISIMU, TEPEBOAS B3TJSII OT OJHMX K JApyruM. He oOpamiaiite BHHMaHuE Ha
OMO3/IaBIIMX W HE MpephIBaeTe CBOM J0KiIa] 3amedaHusiMu. Ho Bmecte ¢ Tem cieaurte 3a
peakuuel myOJIMKW Ha Balle BhICTyIUIEHHE (0J00peHHEe, YCTalloCTh, MHTEPEC, CKYKY) U €Cld
CMOXeTe, BHOCUTE KOPPEKTHBBI B peUb C 11€JIbI0 MOBBILICHUS HHTEPECa K €ro COJIEePKaHMIO.

o OTBeuaTh Ha BOIPOCHI B KOHIIE BHICTYIUICHUS HA/I0 KPATKO, YETKO M YBEPEHHO, O€3
JMIIHUX NoJpoOHocTel u moBTopoB. IlocTapaiiteck mpeayrasaTh BO3MOXHBIE BOIPOCHI CBOMX
CiIymiatesneil u MmoAroToBUThCS K HUM 3apaHee. Ho ecnu ciiydutes, 4TO Bbl HE 3HAeTe OTBETA Ha
3aJJaHHbII BaM BOIPOC, HE OOMTECh B ’TOM MPU3HATHCS. DTO 3HAUUTENBHO Jy4llle, YeM OTBEYaTh
HE I10 CYIIECTBY WJIM OTIIYYHUBATHCS.

o [TpoBenuTe TeHEpaIbHYIO PENETULMIO CBOEro JAOKJIana Mepes APY3bsIMH MU
OMU3KUMU. DTO TMOMOXET 3apaHee BBIIBUTh HEKOTOPhIE HEJOCTAaTKH — CTUJIMCTUYECKU cialble
MecTa, TPYTHOIPOM3HOCHMBIE ClIoBa H (pa3bl, 3aTIHYThIE BO BPEMEHHM YacTH H T.JI.
[Tpoananu3upyiite CBOIO TUKILUIO, HHTOHAIMH, KecThl. CaemnaiiTe Tak, 4TOObl OHU TOMOTAJIH, a He
MEIIIAIN YCIIEITHO MPEICTABUTD MyOIMKH TTOTOTOBJICHHBIA BaMH JTOKJIA].

IIpe3enTanusi — COBPEMEHHBIH CHOCO0 YCTHOTO MJIM MUCBMEHHOTO MPEICTABICHUS
UH(POPMAIINHU C UCTIOIH30BAHUEM MYIIbTUMEIUHHBIX TEXHOJOTHA.

Cy1iecTByeTHECKOIbKOBAPHAHTOBIPE3EHTALINH.

L Hpe3eHTaum{ C BBICTYINICHUEMIOKIa AU Ka
L Hpe3eHTaum{ C KOMMCHTAapUAMUJIOKIIaA4UuKa
L4 HpeBeHTaHHfI JUIS CaMOCTOATECIIBHOI'O mpocMoTpa, KOTOpas MOXET

JEMOHCTPUPOBATHCS IIEpesl ayIUTOpUel 0e3 yuacTus JOKIaa4HKa.
[ToaroToBka mpe3eHTaIMK BKIIOYAET B ce0s1 HECKOJIBKO 3TAIOB:
1. [ImannpoBaHue npe3eHTauu



OT OTBETOB Ha ATH BOMPOCHI OYJIET 3aBUCETh BCE MOCTPOCHHUE MPE3CHTAINH:

o KaKOBO TPEJHA3HAYCHHWE W CMBICT TMPE3CHTAIMH (IEMOHCTpAIHs Pe3yJIbTaTOB
Hay4YHOH paboThl, 3a1IUTa JUIJIOMHOTO MTPOEKTA U T.1.);

o Kakyl0 poib OyIeT BBIIOJNHATH TIPE3CHTAM B XOJE BBICTYIICHHS
(compoBOXkIEHHUE JJOKJIA/Ia WK €r0 WILTIOCTPAITHs);

o KaKOBa I1eJIb Npe3eHTauuu (MHPOPMHUPOBaHUE, YOKICHUE UITH aHAIIN3);

. Ha Kakoe BpeMsl paccuuTaHa mpe3eHTanus (KopoTtkoe - 5-10 MuHyT uim
IPOJOJDKUTENBHOE - 15-20 MUHYT);

. KaKoOB pa3Mep W cocTaB 3purteiibekoir aynuropuu (10-15 ywenosex wim 80-100;

IPEnoJiaBaTesu, CTYACHThl WM CMELLICHHAs ayJUTOPUs).
2. CtpyKkTypHupoBaHUEeHHPOPMALIUN

o B TIPE3CHTAIlMK HE JOJDKHA ObITh MeHee 10 craiinoB, a oOriee MX KOJIUYECTBO
npeBbIimarth 20 - 25.

o OCHOBHBIMH TPUHIUIIAMH TPU COCTABICHHH MPE3CHTAIIMH JOJIKHBI OBITh
SICHOCTB, HATJISIHOCTb, JIOTHYHOCTh U 3aTIOMUHAEMOCTB;

o Mpe3eHTANMS TOJKHA UMETh CIICHApUN U YETKYIO CTPYKTYpY, B KOTOPO# OymyT
OTPaXCHBI BCE MPUIMHHO-CIICACTBCHHBIC CBSI3H,

o paboTa HaJ Mpe3eHTAIMel HAUYMHACTCS IOCIIE THIATEIBHOTO OOMyMBIBAHUS U

HarmMcCaHuA TCKCTa AOKJIazaa, KOTOpBII‘/‘I H€O6XOI[I/IMO p8_36I/ITB Ha (bpaFMeHTBI 1 0003HAYUTH
CBA3aHHBIC C KAX/JBIM U3 HUX 3aJa4u U HGfICTBH?I;

. NEpBBIA IIAar — S5TO OMNpeIesIeHWEe TJIaBHOW WA, BOKPYI KOTOpOH Oyner
CTPOUTHCS MPE3EHTALUS;
o yacTh HMH(OpPMAMM MOXKHO TIEPEeBECTH B JBa TUINA HATJSIHBIX ITOCOOMIA:

TCKCTOBBIC, KOTOPBIC MOMOI'YT CIYHATCIIAM CICAUTH 3a XOAOM pPa3BCPThIBAHUA ApPpTYMCHTOB U
rpaguyeckue, KOTOPbIC WUTIOCTPUPYIOT TJIABHBIE IYHKTHI BBICTYIUICHHS M CO3IAIOT
OMOIMOHATBHEIC 00pa3kI.

o CIOJKETBI TPE3CHTAI[MM MOTYT pa3bsICHATh HWIH HUIIOCTPUPOBATH OCHOBHBIC
TIOJIOXKCHHUS JIOKJIa/Ia B CAMBIX pa3HOOOPA3HBIX BapUAHTaX.

OdeHb BaXHO HAWTH MpaBWIbHBIM OajgaHC MeXAY pPEYbl0 JOKJIAaTuMKa |
COITPOBOXKIAOIIUMU €€ MYTbTUMEIMUHBIMU DJIEMCHTAMH.

JnsaTororenecooopasHo:

o OTIPEAeNUTh, YTO OyIeT MPEACTABICHO Ha KaXKIOM claiijie, 4To OyAeT B 3TO BpeMs
TOBOPHUTHCS, KaK Oy/eT cAeNaH Mepexo] K CIeAYyNIeMy claiay;

L CaMbIC BAXKHBIC MACU U MBICIIM OTPAa3vuTh U HA cnaﬁﬂax " IPOU3HCCTH CIIOBAMH,
TOTJ]a KaK BTOPOCTETEHHbIE — IM0O0 cIoBaMH, OO0 Ha crlaiiax;

o nH(GOpPMAIIHIO Ha ClIalijaX MPEACTaBUTh B BUJE TE3UCOB — OHH COIMPOBOXKIAIOT
MOAPOOHOE U3JIOKEHUE MBICIIEH BBICTYMAIOIIETO, a HE HA000POT;

o JUTSL pa3bsICHEHUS TMOJOXKEHHUH TOKJIaa UCIOIb30BaTh pa3HbIe BHUJIBI CIAiIOB: C
TEKCTOM, C TabIuIamu, ¢ JuarpaMMamu;

o mro0as Mpe3eHTaIs JIOJDKHA MMETh COOCTBEHHYIO JIpamMaTypruio, B KOTOPOU

€CTb:

«3aBsi3Ka» - MPOOYXKIEHUE UHTEpeca ayTUTOPUU K TeMe COOOIIEHUS (SIPKUIl HATIISIHBINA
npuMep);

«pa3BUTHE» - IEMOHCTpAIsI OCHOBHOM HWH(pOPMAIIUHU B JIOTHYECKOH MTOCIIEI0BATEIbHOCTH
(uepeoBaHME TEKCTOBBIX U IpaUYecKUX CIIaiI0B);

«KyJIbMHUHAIUSA» - TPEACTABIEHUE CaMOro TIJaBHOIO, HOBOTO, HEOXUJAAHHOIO
(3MOIIMOHATFHBIN PEYEBOM WM WILTIOCTPATUBHBIN 00pa3);

«pa3BsizKka» - HOpMyITUPOBaHHE BHIBOJAOB WM MPAKTUUYECKUX PEKOMEHAAUH (BUICOPS).

3. OopmieHue npe3eHTauu

OdopmiteHne mpe3eHTay BKII0YaeT B ce0sl CIEAYIONIYI0 0053aTeNbHY0 HH(OPMAIIHIO:

TUTyIBHBIN JTUCT

- IPEJCTABISET TEMY JI0KJIa/la U UMS aBTOpa (UM aBTOPOB);



- Ha 3alIUTe KYypCOBOH WM IMIJIOMHOW pabOThl YKa3bIBaeT ()aMWIMIO M WHHUIHAJIBI
HAYYHOTO PYKOBOJHTEIS WIIM OpTaHU3alNY,

- Ha KoH(epeHusax 0003HavaeT AaTy U Ha3BaHUE KOH(PEPEHIHH.

[Inan BBICTYIUICHUS

- (hopMyIHpyeT OCHOBHOE coziepkaHue nokiana (3-4 myHkTa);

- (PMKCHPYET MOPSIIOK U3JI0KEHHS HHPOPMAIHY;

CopepxaHue npe3eHTaluu

- BKJIFOUAeT TEKCTOBYIO U TpaduuecKyro HH(pOopMaIHnio;

- WUTIOCTPUPYET OCHOBHBIE ITYHKTHI COOOIICHHUS;

- MOXET MPEJICTABIATh CAMOCTOSATEIILHBIN BapUaHT JOKIA/a;

3aBepileHue

- 000011aeT, MOJIBOIUT UTOTH, CYMMHPYET HH(OPMAITHIO;

- MOKET BKJIFOYATh CIUCOK JIUTEPATYPHI K TOKIATY;

- COAEPIKUT CJIOBA OJIAroJapHOCTH ayAUTOPHU.

4. luzaiin npe3eHTanuu

TexcroBoeodopmiieHHEe

. He crout 3anonssaTh cnaijl cIMmKoM O00JIbIIUM 00BEMOM MH(POPMAIUH - JIydllIe
BCET0 3allOMHHAI0TCS He 0osiee 3-X (aKkToB, BHIBOJIOB, ONPE/IEICHUH.

o OnTuManbHOE YUCIIO CTPOK Ha ciaiae — 6 -11.

o Kopotkue ¢pasbl 3anmoMuHaOTCs BH3yaslbHO Jiydiie. [ITyHKTBI mepednedl He
JIOJDKHBI TTPEBBIIIATH IBYX CTPOK Ha (pa3y.

o HauOonpmas 3¢p¢GeKTUBHOCTh OCTUTAETCS TOTJa, KOIJa KIIOYEBbI€ ITYHKTBI
0TOOpakaroTCs 110 OAHOMY Ha Ka)JIOM OTJICJIbHOM Cllaiifie

. Ecnu TeKCT COCTOMT M3 HECKONBKHX a03aleB, TO HEOOXOJMMO YCTaHOBHUTH
Kpac-HYyIO CTPOKY M MHTEpBAJI MEX 1y ab3alamu.

o KiroueBble ciioBa B H(GOPMALIMOHHOM OJIOKE BBIIENIAIOTCS LIBETOM, IIPU(TOM HITU
KOMITO3UIIIOHHO.

o WHpopmanuio nOpeArnodTUTENIbHEE paclojlaraTh TOPU30HTANbHO, HaunOoiee
BaXXHYIO - B IIEHTPE IKpaHa.

o He cnenyer 3moynorpeOmnsiTh OONBIIMM KOJMYECTBOM IPEAJIOrOB, Hapeuui,
IpUiaraTeabHbIX, BBOJHBIX CIIOB.

o [udposble MaTepuaibl JIydlle NPEACTaBUTh B BHJE I'padMKOB M JHarpamm —
TaOIUIBI ¢ HUGPOBBIMU TaHHBIMU Ha CJIaiifie BOCIPUHUMAIOTCS IJI0XO.

. HeobOxonnMo 00patuTh BHUMaHUE Ha TPAMOTHOCTh HamucaHus TekcTta. Omuoku

BO BC€Cb 3KpaH MPOU3BOAAT HCPUATHOC BIICUATIICHHUC
HIpudroBoeodopmienue

o HIpudTe 6e3 3aceuex (Arial, Tahoma, Verdana) uurarorcs jierde, 4eM rpoTECKH.
Henp3scMenmBaThpa3 IMIHBICTUIBIIPUPTOB B OTHOUIPE3CHTAIHH.

o HIpudToBOii KOHTpAcT MOXKHO CO3[aTh IIOCPEICTBOM pa3Mepa Impudra, ero
TOJIIIMHBI, HAYepTaHus, (POPMBI, HANIPABIICHUS U I[BETA;

o s 3aronoBka roamtcsi pasMep mpudra 24-54 myHkTa, a s Tekcra - 18-36
MYHKTOB.

o Kypcus, nogdepkuBanue, )KUPHBIA MPHAT UCHONB3YIOTCS OIPAaHUYEHHO, TOIBKO
JUTSl CMBICJIOBOTO BBIJICICHUS] (PParMeHTOB TEKCTa.

o JIn1s1 OCHOBHOTO TEKCTa HE PEKOMEH/TYIOTCS IPOITMCHBIC OYKBBI.

LIBeToBOCOOpMIIEHNE

o Ha oxHOM cinaiiyie He ncmonb3yercst Goiee Tpex IBETOB: (OH, 3aroI0BOK, TEKCT.

o [iBer mpudTa U 1BeT hoHa JOHKHBI KOHTPACTHPOBATh — TEKCT JIOJDKEH XOPOIIIO
YHUTATHCS, HO HE pe3aTh I1a3a.

o Jns poHa mpeArnoyTUTENTFHES XOJIOJHBIE TOHA.

. CymiecTBYIOT He codeTaeMble KOMOMHAIMU 1BeToB. OO0 3TOM MOXXHO y3HaTh B

CIeLUaJIbHOM IuTEepaType.



. UYepHblii 1[BET MMEET HETaTHBHBIA (MpadHbIN) MOATEKCT. benblii Ha dYepHOM
YUTAETCS IIJI0XO.

. Ecnu npeseHTanys Oosblias, TO €CTh CMBICI Pa3AeaUTh €€ Ha YacTU C IIOMOLIBIO
I[BETa — Pa3HbI{ IIBET COCOOEH CO3AaBaTh PAa3HbIM YMOLIMOHAIBHBIA HACTPOU.

o Henb3st BEIOUpaTh GOH, KOTOPBINA COAEPKUT aKTUBHBIN PUCYHOK.

Komnozunmonnoeopopmienue

o Crnenyer coOmonaTh enuHbld CTHIB odopmieHus. OH MOXET BKIIOYATh

ompeeNeHHbI MWPUQT (TapHUTYpA U 1BET), (OH 1[BeTa UIU (DOHOBBIA PUCYHOK, EKOPATUBHBIN
3JIeMEHT HeOOJIBIIOro pa3mepa u T.1.

o He npuemmnemsl cTHIIN, KOTOPBIE OYAYT OTBIEKATH OT MPE3CHTAIHH.

o KpyrmHbie 00beKThl B KOMIIO3UIIUH CMOTPSATCS HEBAXKHO.

o Bcnomorarenbnas  uHGopMmarus  (yIpaBisiolye KHONKK) HE  JOJDKHA
npeo0aaaTh HaJl OCHOBHOM (TEKCTOM M WILTIOCTpaIuei).

o Jlist cepbe3HOl Mpe3eHTali OTOMPAIOTCS IIA0JIOHBI, BBHITIOJHEHHBIC B JCIIOBOM

CTHJIE.

AHuMannoHHOeo(hopMIICHUE

o OcHOBHasl poJib AHWMAIIMM — JO3UPOBaHUS HHPOPMAIUU. AYIUTOpPHUS, Kak
MPaBWIIO, JIydlIe BOCIHPUHUMACT HWH()OPMANHIO TOPHHUSIMHA, HEOOJIBIIUMHA 3PUTCIBHBIMU
dbparMeHTaMu.

o AHUMAITUS WCHONB3YeTCsl IS TIPUBICYCHUS BHHUMAHUS WM JIEMOHCTPAIUH
pa3BUTHS Kakoro-1mbo mporecca

o He crout 3moynoTpe6isth aHUMAMOHHBIMU 3 pekTaMu, KOTOPBIE OTBJICKAOT OT
COJICpKaHUsI WIIM YTOMJISIFOT IJ1a3a YHTAIOMIETO.

o Oco0eHHO HEXeNaTeIbHO YacTOo€ KCIOJb30BaHUE TaKUX aHUMAIlMOHHBIX
3¢ (eKTOB KaK BBIICT, BpallleHUE, BOJHA, TOOYKBECHHOE TIOSIBIICHUE TCKCTA.

3ByKOBOCO(DOpPMIICHHE

o My3BbIKQIBHOE COMPOBOXKJICHUE TIPU3BAHO OTPA3UTh CYTh WU TIOJYCPKHYTH

OCOOCHHOCTH TEMBI Claiila WM BCel Mpe3eHTalluu, CO3[aTh OMPEIEICHHBIN SMOIMOHATBHBIN
HACTpOM.

° My3biky 1eraecooOpa3HO BKIIOUaTh TOTJa, KOTJa Wpe3eHTauus wuaer 0e3
CJIOBECHOT'O COITPOBOXKICHUSI.

° 3BYKOBOE COMPOBOKICHUE UCTIOIB3YETCS TOIBKO IO HEOOXOIUMOCTH, IMTOCKOJIBKY
naxe (hoHOBas THXas My3bIKa CO37]aeT M3JIUITHUH [ITyM U MEIIAeT BOCTIPUATHIO COICPIKAHMUS.

° HeoOxoaumo BRIOpaTh ONTUMAIBHYIO TPOMKOCTb, YTOOBI 3BYK OBLT CIIBIIIAH BCEM
CIIylIaTeseM, HO He OB OTNIYIIUTEIbHBIM.

I'papmueckoeopopmieHue

° Pucynku, d¢ororpaduu, aumarpaMMmbl TpPHU3BAaHBl  JIOMOJHUTH  TEKCTOBYIO
uH(pOpMAaIIMIO UK TepeaaTh e€ B 0osiee HATrTsSAHOM BU/IE.

° Henp3s mpencTaBisTh pUCYHKH M (OTO TUIOXOTO KA4eCTBA MM ¢ MCKKEHHBIMH
TIPOTTOPIIUSIMH.

° XKenarenpHo, uYTOOBI W300pakeHHE OBUIO HE CTONBKO (OHOM, CKOJBKO
WUTIOCTpAIlNe, PaBHOW MO CMBICTY CaMOMY TEKCTY, 4TOOBI MOMOYb IMO-HOBOMY IOHSTH U
PacCKpBITH €TO0.

o Crnenyer u3beratb HEKOPPEKTHBIX HIUTFOCTPAIlMH, KOTOpBIE HEMPAaBWILHO WU
JIBYCMBICIICHHO OTPa)Kat0T CMBICT HH(GOPMAIIHIH.
o HeobxonuMo 1mo3ab0TUTBbCS O PaBHOMEPHOM M PAIlMOHAIBLHOM HCIOIH30BAHHUH

MPOCTPAHCTBA HA CJaii/ie: eCIu TeKCT MEPBUYEH, TO TEKCTOBOHM ()parMeHT pa3MeIIaeTcs B IEBOM
BEPXHEM YTy, a TpadaecKuii pUCYHOK BHHU3Y CIIpaBa U HA00OPOT.

° NnntocTpaiiii  peKOMEHJIYeTCsl  COMPOBOXKJIATh  MOSICHUTENbHBIM  TEKCTOM.
[Toamucu K KapTUHKaM JIy4lll€ BBIONHATH COOKY WJIM CHHU3Y, €CIIMd ATO TOJIBKO HE Ha3BaHHE
caMoro ciama.



. Ecnu rpadudeckoe m3o0pakeHHEe HCIONB3yeTCs B KadecTBe ()OHA, TO TEKCT Ha
3TOM (OHE TOHKEH OBITh XOPOIIIO YHTAEM.

TaOmuIel U CXEMBI

o He crouT BCTaBIATH B MPE3CHTALUIO OOJBIIME TAOJIHMIBI — OHU TPYIHBI IS
BocTpusTHA. Jlydnie3aMeHUThUXTpapuKaMu, TOCTPOCHHBIMIUHAOCHOBEITUX TAOITHII.

o Ecnu Bce sxe TabnuIly Mokaszath HaJ0, TO CIEAYET OCTaBUTh KaK MOKHO MEHBIIIE
CTPOK U CTOJIOIIOB, 0TOOpaB ¥ pa3MECTUB TOJIBKO CaMbI€ BaKHBIE IaHHBIC.

o [Ip1 MCHoOIB30BAaHMHU CXEM Ha ciaiax HeoOXOAMMO BBIPOBHSTH DPSIbI OJIOKOB
CXEMBI, PAacCTOSIHHE MeXIy OJOKaMHu, I00aBUTh COCAWHUTEIBHBIE CXEMbI TIPU MOMOIIN
UHCTPYMEHTOB ABTODUTYD,

o [lpr co3maHuu cXeM HYXHO YYUTHIBATh CBSI3b MEXKIY COCTaBHBIMH YaCTSIMH
CXEMBI: €CITM OHHM PaBHO3HAYHBI, TO 3aMOJIHSIIOTCS OJHUM HIPUPTOM, (POHOM U TEKCTOM, E€CJIU €CTh
nepBOCTENICHHAas HH(OpMaIys, TO OHA BBLAETSAETCS OCOOBIM CHOCOOOM C  TIOMOIIBIO
OpraHU3aIMOHHBIX THArPAMM.

Aynuo u BuneoodopmiieHne

o Bugneo, kuHO M Tene marepuanbl MOTYT OBITh HCHOJIb30BaHBI MOJHOCTBIO HIIH
(parMeHTapHO B 3aBUCUMOCTH OT LI€JIeH, KOTOpPbIE IPECIIEIYIOTCS.

. [TpomomKUTETLHOCTD (prTbMa HE TOJKHA MPEBhIATh 15-25 MuHyT, a parMeHTa
— 4-6 MUHYT.

o Henw3sa ucnonpzoBaTh JBa (¢uibMa Ha OJHOM MEpPONPHUATHH, HO I10Ka3aThb

(dparmMeHTsI U3 ABYX (PUIBMOB BIOJIHE BO3MOXKHO.

IMoaroroBka Kk 3a4éTy / 3K3ameHny. [ 0TOBUTHCA K 3aUéTy / HK3aMEHY HYXKHO 3apaHee U B
HECKOJIBKO 3TanoB. J[JIs13Toro:

. [IpocmarpuBaiiTe KOHCHEKTBHI JIEKIMI cpa3zy Mocie 3aHATHM. ODTO IOMOXKET
pazo0paThbCs C HEMOHATHHIMA MOMEHTAMH JICKIIMM U BO3HUKITUMHU BOIIPOCAMH, ITOKA €IIIE JICKIIUS
CBCI)Ka B ITaMJsITH.

. berno mnpocmaTpuBaliTeé KOHCIEKTHl 10 Hayaja CIEAYIOLIEro 3aHATUA. IJTO
MO3BOJIUT «OCBEXHTh» MPEABIAYIIYIO JIEKIUI0O M MOATOTOBUTHCA K BOCIPUATHIO HOBOIO
Marepuania.

o Kaxxayro Hesento oTBoAMTE BpeMsl sl IOBTOPEHUS TPOHCHHOTO MaTepuraa.

HenocpencTBeHHONPUITOATOTOBKE:

o Yropsi1oubTe CBOM KOHCIIEKTHI, 3aITACH, 3aaHHS.

. [IpukuabTE BpeMs, HEOOXOIMMOE BaM ISl TIOBTOPEHUSI KaXKJ0M dactu (0JI0Ka)
MaTepuraia, BEIHOCHMOTO Ha 3a4er.

o CocTaBbTe pacCaHKe ¢ y4€TOM CKOPOCTH MIOBTOPEHUS MaTepuana, sl 4ero

o Paznenute Bompock tst 3a4éTa / SK3aMeHa Ha 3HaKOMBbIe (T10 JIEKITHOHHOMY KypCY,

ceMHUHapaM, KOHCIEKTHPOBAHUIO), KOTOPbIE MOTPEOYIOT JIMIIL MOBTOPEHUSI U HOBBIE, KOTOPHIE
IIPUIETCS] OCBANBATh CaMOCTOATENBbHO. HauHNnTe ¢ TEM XOpOIIO BaM U3BECTHBIX U 3aKPENUTE UX C
MOMOIIbI0 KOHCHEKTa M y4eOHUKA. 3aTeM IMOMNOJHUTE CBOM TEOPETHUECKUH Oarak HOBBIMU
3HaHUSAMH, 0053aTEIbHO BOCIIOIb30BABIINCH PEKOMEH/I0BAaHHOM JTUTEpaTypoil.

o [IpaBMJIBHO HCIIONIB3YHTE KOHCYJbTAllMU, KOTOpBIE MPOBOJUT IPENO/IaBaTeNb.
[Ipuxoaute Ha HUX C 3apaHee MPOpPabOTaHHBIMU CAaMOCTOSITENIbHO Bompocamu. Bbl moxkere
MOJIyYUTh Pa3bsICHEHHUE 10 NTOBOJY CIIOXKHBIX, HE 10 KOHIIA MOHATHIX TEM, HO HE pACCUUTHIBAITE
BO BpeMs KOHCYJIbTAllMU Ha UCUYEPIIBIBAIONIYI0 HH(OPMALIUU MO COAECPKAHUIO BCETO Kypca.



