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JIner akryaauszanuu padoueil mporpaMmbl

Pabouast mporpamMmma repecMoTpeHa, 00CcykaeHa u 0100peHa s peanuzanuu B 2022 - 2023
yueOHOM roly Ha 3acefaHuu kadeapsl ['ocymapcTBEHHOTO0 MyHHUIIMITAILHOTO YIIPABICHUS U

IIporokom ot 20 1. Ne

3aB. kadeapoii H.P. BanbiHckas

Pabouast mporpamMma repecMoTpeHa, 00CyKaeHa u 0100peHa s peanuzamnuu B 2023 - 2024
yueOHOM roly Ha 3acefaHuu kageapel ['ocynapCTBEHHOIO MyHHIIMITAIILHOTO YIIPABICHUS U

IIporokomor 20 1. Ne

3aB. kadempoii H.P. BansiHckas

Pabouas nmporpamma nepecMoTpeHa, 0ocyxaeHa u ogodpena st peanmsanuu B 2024 - 2025
y4eOHOM roy Ha 3aceqaHuu Kadeapsl [ 0CyIapCTBEHHOTO MYHHIIUIIATBHOTO YIIPABJICHUS

IIporokomor 20 1. Ne

3aB. kadeapoii H.P. Bansinckas

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

IIporokomor 20 1. Ne

3aB. kadeapoii H.P. Banbinckas




1 Iles1u ocBOCHUS TN CHMILTHHBI (MOYJI51)

U3Y4YECHHE TEOPETUYECKUX U MPAKTUYECKHX OCHOB CO3JaHMs JOKYMEHTOB YIIpaBJICHUS,
rpaMOTHOU ¥ 3P PEKTUBHOM OpraHU3aI[UU COBPEMEHHOTO JISIIONPOU3BO/ICTBA HA MPEATIPUATUIX U
B OpraHu3alusix.

2 MecTo THCHHUIIMHBI (MOYJIfAA) B CTPYKTYpPe 00pa30BaTe/IbHOI MporpaMMal

Jucuunimza  JIOKyMEHTHPOBAHUE  YIPABICHUYECKOM  JESITEIBHOCTH  BXOAUT B
00s13aTeIbyI0 YacTh Y4€OHOTO IJIaHa 00pa30BaTEILHON IPOTrPaMMBI.

JUis  w3ydeHus  JAWCHUIUIMHBI  HEOOXOAWMBI  3HAHUS  (YMCHHsS,  BJAJICHUSA),
c(hopMUpOBaHHBIC B pe3yJIbTaTe U3yUYCHUS JUCITUTUIHH/ TPAKTHK:

JlenoBasg KOMMyHUKAIUs HA PYCCKOM S3bIKE

3Hanus (YMEHUS, BIAJICHUs), MOTYICHHBIE TPH M3yYECHUW JAHHOW AUCIUILIMHBI OyIyT
HEOOXOAUMBI JJISI U3YYCHUS TUCIUTLTAH/TIPAKTHK:

VYnpaBieHYeCKHE pelICHUs

ConuabHO-3KOHOMHUYECKOE IJIAHUPOBAHUE B MYHUITUTIAIBHBIX 00Pa30BaHUSIX

[IpoekTHas AeATENBHOCTD

CBs131 ¢ O0IIECTBEHHOCTHIO B OPTaHax BIACTH

AJIMAHHCTpPAaTUBHOE YIIPaBJICHUE

Mertoabl NpUHATHS YIPABICHUYECKUX PEILICHUN

IIpaBoBEICHME

lNocynapcTBeHHas 1 MyHUITMTIATBHAS CITYK0a

[IpuHATHE ¥ NCTIOTHEHUE FOCYJAPCTBEHHBIX PEILICHUM

VYnpasieHue rocyapCTBEHHBIMU U MYHULIMTIIAIbHBIMU 3aKyIIKaMHU

3 Komnerenuun odyyarouierocs, popMupyemMbie B pe3y/ibTaTe 0CBOEHUS

AUCHMILIMHBI (MOAYJIS) U IVIAHUPYEMbIe pe3y/IbTaThbl 00y4eHHUs

B pe3ynbraTe ocBOEHMS QUCHUILUIMHBI (MOAYIs) «J{OKyMEHTUpOBaHHUE YIPAaBIECHUECKOM
JeSTEIIbHOCTH» 00yJarouiics JOHKEH 00J1ajaTh CIEIYIOIUMUA KOMIETEHIUAMU:

KO[[ HHJUKaTOopa I/IHILI/IKaTOp JOCTHIXKCHUA KOMIICTCHIIM

OIIK-7 CnocoOeH OCyWIECTBISATh BHYTPUOPraHU3aLMOHHBIE M MEXBEIOMCTBEHHbBIE
KOMMYHHMKaIMM, oOecrneynBaTh  B3aUMOAEWUCTBHE OpraHOB BJAacTH C  TpakKAaHaMH,
KOMMEPYECKUMH OpraHu3alMsIM{, WHCTUTYTaMH TPAKIAHCKOTO OOIIECTBa, CpEICTBAMH
MaccoBOW MH(OpMaIHH.

OIIK-7.1 Pemraer npodeccronanbHble 3ajauu B 00J1aCTH BHYTPUOPTraHU3allMOHHBIX U
MEXBEJOMCTBEHHBIX KOMMYHMKAIUH, CBA3€M C OOIIECTBEHHOCTbIO U
B3aUMOJICHCTBUS C HACEIECHUEM

OIIK-7.2 OcymecTtBisger aHanu3 3(QQPEKTUBHOCTH CPEICTB KOMMYHUKAIUM MEXIY
OpraHaMH BJacTH, UCIOJIb3YET Pe3ybTaThl aHAIN3A U OLEHKHU UH(POpMaIUU
C LIeNIBI0 ONpeEIeHNs peaKkIMi OOIECTBEHHOCTH Ha TOCYIAapCTBEHHBIE U
MYHUIIUIATBHBIC HHUIIHATHBEI




4. CTpyKTypa, 00bEM H coaep:KkaHue TUCHUIIMHBI (MOAYJIs)
OO0mas TpyI0€MKOCTh JUCIUIUIMHBI COCTAaBisieT 3 3a4eTHBIX enuuuil 108 akaa. gacoB, B TOM

YUCJIC:

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

— ayIUTOpHAs — /2 aKaJl. 9acoB;

— BHeaynuTopHas — 1,9 akaj. yacos;
— caMocTosTeNnbHas padora — 34,1 aka. 4yacos;
— B (hopMe MpaKkTUIECKOM o AroToBku — 0 akaj. Jyac;,

®dopma aTTeCTalMu - 3a4ET

AynutopHas % o
<
&
KOHTAKTHAA I DopMa TEKYIIEro
o pabota =9
Pazzen/ Tema S g 2 Bux KOHTpOJIA Kon
B aKaJ. gacax & .
g ( A ) S ©|caMOCTOSTENBHOM | ycrieBaeMOCTH 1
JUCLIATUINHBI 5 [ .. | KoMIIeTeHInu
3 o & paboThI IIPOMEKYTOYHOM
1a6. |npakr. | € &
Tlex. : 12'¢ aTTecTaluu
3aH. [ 3aH. |O &
1. TeopeTudeckue OCHOBBI A€JIONPOU3BOACTBA OPraHU3aLIUH.
1.1 HWudopmanus, ee KpPUTCPHH.
Joxyment. PexBm3uT mokymeHTa.
Oynkiuu nokymenta. KOpunudeckas
CHJIa TOKyMeHTa. J{enonpon3BoacTBoO,
AIOKYMCHTHPOBAHHE. CamocrosTenpHOe
JlokyMeHTanoHHOE obecnieyeHue HEVaeHIe
YIpaBJICHHUS. JlokyMeHTO00O0pOT. nggﬂoﬁ .
Knaccupukanus JOKYMEHTOB. .
C 3| 6 6 5 Hay4YHOU Kommneroreproe | OIIK-7.1,
TAHJAPTH3ANKA W yHH(HKauus JUTEpaTyphl TECTUPOBaHNE OIlK-7.2
JIOKyMEHTOB. YHaudunupoanHas PaGora ¢
cucrema  gokymeHtammu  (YCI). SCKTPOHHBIMI
CucreMbl JOKyMeHTauuu. [IpuHIUIBL SUGHOTeKAMI
JIeTIOTPON3BOICTBA.
HopmaTtusHO-MeTOANYECKAS 6aza
JOKYMEHTUPOBaHHS YIIPaBIEHIECKOM
JeATeIIbHOCTH u OpraHu3aluu
paboTHI ¢ JOKYMEHTaMH.
Hroro no pazneny 6 6 5

2. O6mue npasmia 0hOpMIICHHS YIIPaBICHIECKAX TOKYMEHTOB




21 roct P 6.30-2003
«YHHu(UIHIPOBaHHEIE CHCTEMBI
JIOKYMEHTAllMd.  YHUPHUIUPOBaHHAS
cucrema
OPTaHM3AIMOHHO-PACIOPAIUTEIHLHON
JIOKYMEHTAIHH. TpeboBanus K
0 OpMIICHUIO JIOKYMEHTOB".
Pexsusur 01- T'ocynapcTBeHHEIH repb
P®. Pexuzur 02- I'ep6 cyObekTa PD
W MYHHLIUNAIBHOTO  00pa3oBaHUS.
PekBusur 03 -DMOnema opraHuzanuu
WIM TOBapHEIH 3Hak. PexBmsur 04-
Kon opranmzanuu. PexBuszur 05-
Vka3zanue Ha OCHOBHOM
TOCYAapCTBEHHBIH PErHCTPAMOHHBIN
HoMep npennpusrus.Pexsuzur 06-
VYkazaHue Ha WACHTH()UKAITMOHHBIN
HOMeEp HAaJIOTOILIaTeNbIINKA/KO
NPUYUHBl TIOCTAaHOBKM HA  YUeT.
PexBusur 07- Kon (hopMsI
JIOKyMEHTA. PexBusur
08-Haumenopanue OpraHM3aI|u.
PexBuszur 09-CripaBo4HBIC CBEICHHUS
00 opranmzauuu. PexBusur 10-
HaumvenoBanme BHaa JOKyMeHTa.
PexkBuzur 11- Jlata JoOKyMeHTa.
PexkBusur 12-  PeructpanvOHHBIN
HOMEp JoKyMeHTa. PekBuzur 13-
CchUlka Ha PerucTpalOHHBI HOMED
U Jary paokymeHta. Peksuzur 14-
MecTo COCTaBIEHHS WM H3JaHUS
nokymeHra. PexBusur 15- Ceenenus
00 anpecare. PekBusur 16 -I'pud
YTBEPXKICHUS NTOKyMeHTa. PeKkBU3UT
17-Pe3omionus. PexBuzur
18-3aronoBok k Tekcty. PekBuzur 19-
Otmerka o koHTpone PexBusur 20-
Tekct nokymenra. PekBmzur 21-
OTMeTKa O HaJMYUU HPEAJIOKECHUH.
Pexsusur 22- [Moanuce. PexBusur 23-
I'pud cormacoBaHusi JOKyMEHTA.
PexBusur 24- Busbl coriiacoBaHUS
nokymeHnra. PexBusur 25- Ileuats.
PekBuszur 26-OTMeTKa O 3aBepeHHU
koruu. PekBuzur 27- Otmerka 00
ucnoiauTene. Pexsusur 28- OTMeTka
00  HUCIOJIHEHMH  JOKYMEHTa H
HanpaBJIeHHH €ro B JieNio. PexkBu3uT
29- OrMerka O  MOCTYIJICHHH
JIOKyMEHTA. PexBusur 30-
Wnentnduxatop 31eKTPOHHON KONUH
JIOKYMEHTA.

CocraB PEKBU3UTOB, 170'¢
MECTOPACIIONIOKEHIE Ha JOKYMEHTE.
dopmynsip-o0pazer] T0KyMeHTa.

CaMocTosATENEHOE
U3yUYCHHE
yueOHOIl u
HayJHOU
JIUTEPATyPhI
Pabora ¢
JNEKTPOHHBIMU
OMOIMOTEKAMH

Kowmmeroreproe
TECTHPOBaHHE

OIIK-7.1,
OIIK-7.2




Uroro mo pazneny

[ 6 |

[ 6 |5 ]

3. OcobeHHOCTH cOCTaBIeHHS M O()OPMIICHHSI OCHOBHBIX JOKYMEHTOB YIIPABICHUS

3.1 OcHOBHBIE TPYIMIBI JOKYMEHTOB.
HopmaTuBHbBIC JIOKYMEHTBI
TOCYAapCTBEHHBIX OpraHOB.
OpraHu3aloHHbIC JIOKYMEHTBI
TPEeIIPHUSTHSL. JlomxHOCTHEIE
HUHCTPYKIHH. PacnopsiantensHbie
JIOKYMEHTBI TPEIIPHUATHs. [IpUKa3bl
o OCHOBHOM JIeSITeIbHOCTH.
Pacniopsixenus, pelIeHHS.
WHpopMaImoHHO-CIIpaBOYHbIC
JOKYMEHTBL. [IpOTOKOJBI, TOJNHAs |
Kpatkas ¢opMa uX OPOpPMIICHHUS.
AKTBL. CrnyxeOHble u
o0bsicHUTENbHBIE 3ancKi. CIpaBKU.
CayxeOHble noBepeHHocTU. [Tucbma,
UX  KIaccupHKamusi,  CTPYKTYypa,
CTaHIapTHbIE (pa3bl U BHIPAKCHHUS.
Hopwmsbl odunuanbHO-IeI0BOT0 CTHIIS
CIIy’)K€OHBIX JIOKyMEHTOB. JlenoBoe
MHCBMO MEXIyHapOIHOTO o0pasma.
®akcel, Tenedonorpammsl. Jlorosopa,
KOHTPakThl. COBpEeMEHHBIE CIIOCOOBI
Y TEXHHUKA CO3/IaHHs JOKYMEHTOB.

CaMocCTOsATENBHOE
U3yUYCHHE
yueOHOI u
HayJHOU
JIUTEPATyPhI
Pabora ¢
JNEKTPOHHBIMU
OMOIMOTEKAMH

Kommeroreproe
TECTHPOBaHHE

OIIK-7.1,
OIIK-7.2

Wroro no pazneny

6

6

4. ITpaBuna oopMICHUS JOKYMEHTOB

0 IMYHOMY COCTaBYy

4.1 Ilonsitne u
HEPCOHAIBHBIX JAHHBIX.
IIpuHaanexHOCTH MEPCOHAIBHBIX
JAHHBIX: COOCTBEHHHK, JAepiKaTellb W
M0JIb30BATEIb MIEPCOHAIBHBIX
JAHHBIX. Crpykrypa  KaapoBoi
MH()OPMAIIIOHHO-10KYMEHTAI[IOHHON
cucreMbl. OdopMIIeHHE TOKYMEHTOB
[IpY IIPUEME, YBOJIBHEHHH U NIEPEBOJIE
paboTHHKa Ha JAPYTYIO JOIDKHOCT.
Ankera.  TpynoBble  KOHTpakThl.
Ilpuka3pl 1O JIMYHOMY COCTaBy.
OCHOBHBIE PEKBU3UTHI JOKYMEHTOB H
npaBuna ux odopmienus. Kpartkue
CBEICHHS O MpaBMIax O(OPMIICHUS
TPYAOBBIX KHIXKEK, JINYHBIX
KapTOYeK, JINUHBIX JIe]l pA0OTHHUKOB.

CTPYKTypa

CaMocTosTeNbHOS
H3y4eHUe
yueOHOil u
Hay4HOU
JUTEPATYpPBI
Pabora ¢
3JIEKTPOHHBIMU
OubIMOTEKAMHU

Kowmmeroreproe
TECTHPOBaHHE

OIIK-7.1,
OIIK-7.2

Wroro no pazneny




5. Opranuzanus 10KyMeHTOO00poTa

5.1 Tlonstus JOKYMEHTOOOOpPOT u
OpraHu3aIusI JIOKYMEHT0000pOTa.
Hopmartusrno-meronndeckast
periaMeHTaIys JOKYMEHTO000poTa.
OCHOBHBIE TIpaBWIa  OpPTraHHU3ALHU
JIOKyMEHTO000POTa Ha MPEANpPUITHH.
KauecTBeHHbIE XapaKTEePUCTUKH
nokyMeHToobopoTa. Kiaccupukarus
JOKyMEHTOIIOTOKOB:
TOPU3OHTAJIBHBIC,
BOCXOJISIIIHE,

BEpPTHKAJIBHBIC,
HHCXOJSIIHE,
BXOJIAIINE, HCXOJIAIINE "
BHYTpEHHHE. IMoncuer o0beMa
JIOKyMEHT0000pOTA.

CaMocCTOsATENBHOE
U3yuCHHE
yueOHOI
HayJHOU
JIUTEPATYPhI
Pabora ¢
JNEKTPOHHBIMU
OnOIMOTEKAMH

Kowmmeroreproe
TECTHPOBaHHE

OIIK-7.1,
OIIK-7.2

Hroro no pazneny

6

6

6. OcHOBHbIE IIPaBUJIa OPraHU3aLUU PadOTHI C JOKYMEHTaMHU

6.1 O6paboTka MOCTYMAFOIIUX
JoKyMeHTOB. IlepBuuHnas 00paboTka
JIOKyMEHTOB. Oommue paBUiIa
perucTpanuu JIOKYMCHTOB, (DOPMBI
peructpauuu. [lepenaya J0KyMeHTOB,
pPAacCMOTpPEHHE HX PYKOBOAUTEIIEM.
Topsinok HampaBieHHus JOKyMEeHTa Ha
HUCIIOJIHCHUE U paGOTbI HUCITIOJITHUTCIIA
c JOKYMEHTaMH. Hcnonnenue
JOKyMeHTa. Buasl u  dopMmsl
KOHTPOJSI ~ HMCIIOJTHEHUs, CpPOKOBas
kaproreka. OpraHuzalus TeKyILIEero
xpaneHusi jaen. HomeHkmarypa nen,
o0rmiue TpeGoBaHus, BU/JIBI
HOMEHKJIATYD. Cocrapnenue
HOMEHKJIaTyphl jaen. PopMmMupoBaHue
u opopmiienne nen. CucreMaTH3ays
JIOKyMEHTOB B Jejie. XpaHEHHUe Jell.
IloaroroBka JOKYMEHTOB K Hepenade
Ha apxuBHOe XxpaHeHue. Kpurepuu
OLEHKH JO0KyMeHTOB. CocTaBieHHe
omnuceit gei.

42

CaMocTosTeNbHOS
H3y4eHUe
yueOHOil u
Hay4HOU
JUTEPATYpPbI
Pabora ¢
3JIEKTPOHHBIMU
OubIMOTEKAMHU

Kowmmeroreproe
TECTHPOBaHHE

OIIK-7.1,
OIIK-7.2

Uroro no pazneny

8,1

Uroro 3a cemectp

36

36

30,2

3a4ET

Hroro no JUCHUIIIINHE

36

36

34,1

3a4€T




5 O0pa3oBaTte/ibHbIE TEXHOJIOTHH

Peanu3anust KOMIIETEHTHOCTHOTO MTO/IX0/1a MPEAYCMAaTPUBAET UCIIOIb30BAHHE B y4€OHOM
nporecce AaKTUBHBIX M HWHTEPAKTHUBHBIX (OpPM TPOBEJACHHUS 3aHATHH B COYETAaHHUH C
BHEAYJUTOPHON paboTOil ¢ 1enbl0 POPMUPOBAHUS M Pa3BUTUA MPO(ECCHOHANBHBIX HABBIKOB
o0yyJarouuxcs.

[Ipu oOyyeHHHM CTYAEHTOB JUCHMIUIUHE «JlOKyMEHTHPOBAaHHE YIPABICHUECKOMN
JEeSITETLHOCTI CIIEYET OCYIECTBIATH CeIylonue 00pa3oBaTeIbHbIE TEXHOIOTUH:

1. TpagunuoHHble 00pa3oBaTelbHbIE TEXHOJIOTHMH OPHEHTHUPYIOTCS Ha OpraHU3aluio
00pa30BaTeNIbHOTO  IIpOLlecca, MPEANOJJAralllyl0 MPSAMYH TPaHCISALIUI 3HAHMUM  OT
npenoAaBaresss K CTyJIeHTY (IPEeuMYIECTBEHHO HAa OCHOBE OOBSICHUTEIbHO-UUTIOCTPATUBHBIX
METO/I0B 00y4YEeHUS1).

@opmbl y4eOHBIX 3aHATHI C UCIIOJIb30BAHUEM TPAAUIIMOHHBIX TEXHOJIOTHI:

Wudopmanmonnas JeKuus — I[OCIENOBAaTEIbHOE H3JIOKEHHE MaTrepuaja B
TUCIUIUIMHAPHON JIOTHKE, OCYIIECTBISIEMOE MPEUMYIIECTBEHHO BepOaIbHBIMU CpEICTBAMU
(MOHOJIOT TpernoaaBaTes).

[IpakTuueckoe 3aHsTHE, MOCBSIIEHHOE OCBOCHUIO KOHKPETHBIX YMEHUU M HABBIKOB I10
IPEJIOKEHHOMY aIrOPUTMY.

2. Texnonmoruu npobIeMHOr0 OOyYeHHUSI — OpraHu3alus o0pa3oBaTEeNBLHOrO Mpolecca,
KOTOpasi MpearoiaraeT MOCTaHOBKY MPOOJIEMHBIX BOIPOCOB, CO3/JaHUE YYEOHBIX MPOOJIEMHBIX
CUTYalUi JIJIsl CTAMYJIMPOBAHUS aKTUBHOW MO3HABATEIBHON AEITEIbHOCTH CTYICHTOB.

@®opMbl y4eOHBIX 3aHATHH C UCTIOIB30BAaHUEM TEXHOJIOTHIA MPOOIEMHOTO 00yIeHUSI:

[IpakTuueckoe 3aHaTHe B GopMe NPAKTHKyMa — OpraHu3anus ydeOHO paboThl,
HalpaBJ€HHAsT Ha pelIeHHE KOMIUIEKCHOW y4eOHO-TI0O3HABATENbHON 3a/ayu, TpeOyromen OT
CTyJICHTa IPUMEHEHHUS KaK HAyYHO-TEOPETUUECKUX 3HAHUM, TaK U MPAKTUYECKUX HABBIKOB.

3. TexHonorMM MPOEKTHOTO OOYYEHHUs — OpraHu3alms 00pa30BaTENLHOTO IpoIecca B
COOTBETCTBUHU C QJITOPUTMOM IIOATAMHOTO PELICHHUS MPOOIEMHONM 3aJaydl WM BBIIOTHEHUS
yuebHoro 3aianus. [IpoekT npeanonaaraeT COBMECTHYIO YUEOHO-TI03HABATEIbHYIO JIEATEIbHOCTh
IPYIIbl CTYJIEHTOB, HAIIPABJICHHYIO HA BbIPAaOOTKY KOHLEMIMM, YCTAHOBJIEHHUE L€ U 3a1ad,
(bOpMYITUPOBKY O0XXHJIa€MBIX PE3yJIbTAaTOB, ONpPEICICHHUE MPHUHIMIIOB U METOJUK PEeIICHUS
MOCTaBJIEHHBIX 3ajay, I[UIAHUPOBaHHWE XoAa pabOThl, MOUCK JOCTYMHBIX M ONTUMAJIbHBIX
pecypcoB, MO3TANHYI0 pPEANN3alUI0 IUlaHAa pabOThI, MPE3CHTALUI0 PEe3yIbTaToOB pPabOThI, MX
OCMBICIIEHUE U PEDIIECKCHIO.

OCHOBHBIE TUIIBI IPOEKTOB!

TBopueckuil MpoekT, Kak MpaBUJIO, HE UMEET AETAJbHO NPOPaOOTAHHON CTPYKTYpHI;
yueOHO-TI03HaBaTeIbHas JEATEIbHOCTh CTYAEHTOB OCYILECTBIISETCS B paMKax paMOYHOIO
3a/laHusl, TOJUMHSISICH JIOTHUKE U HHTEpPECcaM yYaCTHUKOB IIPOEKTA, )KaHPY KOHEYHOTO pe3yJibTaTa
(razera, pUIHM, IPA3AHUK, U3JAHUE, DKCKYPCHUS U T.I1.).

4. VIuTepakTUBHbIE TEXHOJOTUU — OpPraHM3allis 00pa30BaTENbHOIO IMpoliecca, KOTopas
IIpeIoiaracT akTUBHOE U HEJTMHENHOE B3aUMO/IEHCTBUE BCEX YUACTHUKOB, TIOCTH)KEHNE HA ATON
OCHOBE JIMYHOCTHO 3HAYMMOIO Il HHUX oOpa3oBaTelbHOTO pe3ynbrara. Hapsay co
CIEUMATU3UPOBAHHBIMU  TEXHOJOTHUAMHM  TakOro  pojJa  OPUHIUI  HUHTEPAKTUBHOCTH
MPOCIIEKUBAETCS B OOJIBIIMHCTBE COBPEMEHHBIX 00pa30BaTENbHbBIX TEXHOJIOTHH.

@opmbl yueOHBIX 3aHATHI C MCMOJIB30BAaHUEM CHEIHATU3UPOBAHHBIX MHTEPAKTHBHBIX
TEXHOJIOTHIA:

CemuHap-IuCKyccusi — KOJUIEKTUBHOE OOCYXKIEHHE Kakoro-iubo CIIOpHOTO BOIpOCa,
npoOsieMbl, BBISIBJICHHME MHEHUM B rpymne (MEeXIpyHmoBOM JWajor, JUCKYyCCHS —Kak
CIIOp-/IUAJIor).

5.  HHpopMannoHHO-KOMMYHHKAIIUOHHBIE  O0pa3oBaTelIbHBIE  TEXHOJOTHH  —
opranu3zaiysi 00pa3oBaTeIbLHOIO MPOIecca, OCHOBAHHAS HA MPUMEHEHUH CHEeMaT3UPOBAHHBIX
MPOrPaMMHBIX CpeJl U TEXHUUECKUX CPEJICTB paboThI ¢ HH(OpMaLIKEH.

®opmbl y4eOHBIX 3aHATHI C HCIIOIb30BaHUEM HH(POPMAITIOHHO-KOMMYHHUKAIIMOHHBIX



TEXHOJIOTHIL:

Jleknug-Bu3yanuzanus — U3JI0KEHHE COJIEpKAHHUS COMPOBOXKIAECTCS IpPE3CHTAlUEeH
(nemoHcTpanuelt yueOHbIX MaTepUasoB, MPEICTABICHHBIX B PA3JIMYHBIX 3HAKOBBIX CUCTEMAaX, B
T.4. WUTFOCTPATUBHBIX, TPAPUIECKUX, ayAHO- U BUICOMATEPHUAIIOB).

[TpakTudeckoe 3ansTHe B HhopMe mpe3eHTAIMH — IPECTABICHUE PE3YIbTaTOB MPOSKTHOM
WJIM UCCIIEI0OBATENIbCKOM €SI TEILHOCTH C UCIIOJIb30BAHUEM CIIEIIMATTM3UPOBAHHBIX MPOTPAMMHBIX
CPEACTB.

6 YueOHO-MeTOAuYecKOe 00ecreueHHe CaMOCTOSITeIbHOI padoThI 00y4Yalomuxcst
[Ipencrasneno B npuioxxenuu 1.

7 OueHoYHbIE CPeCTBA IJIf IPOBEIeHUs POMEKYTOUYHOM aTTecTauuu
[IpencraBieHbl B IPUIOKEHUU 2.

8 YueOHo-MeTOAHYecKOe M MHPOPMAIMOHHOE 00ecnevyeHue JUCIUIIMHBI (MOTYJIs1)

a) OcHoBHas1 IMTEpPaTypa:

1. TTanacenko, 0. A. JlokyMeHTHpOBaHUE YIPABICHUYCCKON NEATEIHHOCTH: YUeOHOE
noco6ue / FO.A. TTanacenko. - Mocksa : PUOP, 2020. - 138 c.: - (Kapmannoe y4ue6HOE mocobue).
- ISBN 5-369-00014-X ; ISBN 978-5-16-104218-2 (online). - Tekct : anexkrponHslii. - URL:
https://znanium.com/read?id=309085 (xara oopamenus: 15.12.2020)

0) JlomostHuTEIbHAS JIATEPATYpA:

1. Kopsnees, U. K. JlokymeHTHpOBaHHE YIIPABIEHYECKON J1eATeNbHOCTH + TecThl B ObC !
y4eOHHK U IPAKTUKYM JIs1 akajeMudeckoro 6akanaspuara / M. K. Kopuees, A. B. [Tiienko, B. A.
MamrypreB. — 2-e u3a., nepepad. u gon. — Mocksa : M3narensctBo FOpaiit, 2019. — 384 ¢. —
(BPakamaBp. Akamemudeckuii kypc). — ISBN 978-5-534-04533-8. — Tekcrt : 3eKTpoHHBIH //
9BC Opaiit [caiit]. — URL:
https://urait.ru/viewer/dokumentirovanie-upravlencheskoy-deyatelnosti-testy-v-ebs-433066#page
/1 (nara obparmenus: 15.12.2020).

2. KazakeBuu, T. A. JlokyMeHTallMOHHOE OOecleYeHUE YMpaBICHUS @ YUYEOHHK U
NPaKTHKYM ISl CpefiHero npodeccroHanbuoro oopasosanus / T. A. Kazakeuu, A. W. Tkamuu.
— 2-¢ wuzn., ucnp. U jpon. — MockBa @ MzpmatenbctBo IOpaiir, 2019. — 177 c¢. —
(ITpodeccuonanbroe obpasopanue). — ISBN 978-5-534-06291-5. — TekcT : anekTpoHHbIH //
9BC Opaiit [caiit]. — URL:
https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-437587#page/1 (mara
obparmenus: 15.12.2020).

B) MeToauyeckue ykasaHus:
[IpencraBieHbl B IPUIOKEHUHU 3

r) IIlporpammHuoe ob6ecnieyenune u MHTEpHET-pecypehl:

IIporpamMmmHoe oGecrnieueHue

HaumenoBanue [10 Ne norosopa Cpox nelicTBHS TUIICH3UH
MS Windows 7
Professional (ms J-757-17 ot 27.06.2017 27.07.2018
KJIACCOB)
MS Office 2007 Ne 135 or 17.09.2007 GeccpoHO
Professional




MS Windows 7

Professional(mus  |[1-1227-18 o1 08.10.2018 11.10.2021

KJ14CCOB)

7Zip cB0OOAHO pactpocTtpansemoe 110 OCCCPOUHO

FAR Manager cB000JIHO pacnpocTpansemoe [10 0ECCPOUHO
IIpodeccuonanabHble 6a3bl JTaHHBIX H HH(POPMAIHOHHBIE CIPABOYHbIE CHCTEMbI

Hassanue xypca CchUIKa

denepaibHOE rOCy/JIapCTBEHHOE OFOJDKETHOE

yapexaenne «Denepansupiii uacTuTyT npombinuiennoi|URL: http://www1.fips.ru/

COOCTBEHHOCTH)

HarnmonansHas UHGOPMaITMOHHO-aHATUTHYECKAsI URL:

?EISIT:IEE; — Poccwuiickuii MHAEKC HAYYHOTO ITUTHPOBAHUS https://elibrary.ru/project_risc.asp

Nudopmanmonnas cucrtema - EquHoe OKHO aocTyma K URL: http://window.edu.ru/
nH(GOPMAIMOHHBIM Pecypcam
[TouckoBass cucrema Axanemus Google (Google
Scholar)
DrekTpoHHas 6a3a MmepuoanyYecKux u3manuii East View
Information Services, OO0 «1IBUC»

9 MaTepHaJILHO-TEXHHYECKOE o0ecneuyeHne TUCIHIINHBI (MOLYJIf)

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

https://dlib.eastview.com/

MarepuanbHO-TEXHHUECKOE 00ecreueHUe AUCUUIUINHBI BKIIIOUAET:

1. YueGuble ayuTOpUn JUIs NPOBEICHHS 3aHATHH JIEKIIUOHHOTO TUIIA: MYJIbTUMEUIHbIE
CpeACTBa XpaHEHUsI, TIepelavyy 1 IPEACTaBICHUS HH(POPMAIIHH.

2. YyeOHble ayAUTOPUM [UIl TPOBEIEHHS MPAKTUYECKUX 3aHATUH, TPYIIOBBIX U
WHAUBUAYAJIbHBIX KOHCYJIbTALlMM, TEKYLIEro KOHTPOJS M IPOMEKYTOUYHOM aTTeCTaluu:
MYJIbTUMEAUMHBIE CPEJCTBA XPAaHEHHUs, Mepelaud U MpeAcTaBiIeHUus MH(OpMaIMK; KOMIUIEKC
TECTOBBIX 33aJJaHUH JUIsl IPOBEACHUS IPOMEKYTOUHBIX U PYOEKHBIX KOHTPOJIEH.

3. Ilomemenust Ay caMOCTOSTENbHON pabOThl OOYy4arOIIMXCs: IEPCOHATIbHbBIC
kommbioTepsl ¢ makerom MS Office, Beixogom B MHTEpHET M ¢ JOCTYyIIOM B 3JCKTPOHHYIO
UH(POPMALIMOHHO-00pa30BaTENbHYIO CPEly YHUBEPCUTETA

4. TlomewieHuss i XpaHEHUS U TNPOPHIAKTUYECKOTO OOCITYKHMBAaHUS Y4eOHOIO
oOopynoBanusi: mKadbl Uil XpaHEHUs Yy4eOHO-METOAMYECKOW JOKYMEHTalUHu, Yy4eOHOro
000pyI0BaHUs ¥ Y4€OHO-HATJIAIHBIX TTOCOOHUH.



IIpunoxenne 1

B mpouecce caMocTOSTENBHOIO H3y4eHHs! AMCLUILIMHBI, MOJTOTOBKM K CEMHMHAPCKUM
3aHATHUSAM CTYJCHTY HEOOXOMMO HAWTH U U3YYUTh PEKOMEHAYEMYIO JINTEPaTypy, AeHCTBYIOINE
3aKOHOJATeIbHbIC 1 HOPMATHBHbBIE aKThl. J{JIs1 OCMBICIEHUS! IPOYUTAHHOTO MaTepHasa CTyIEHTY
IpeJJIaraeTcsi OTBETUTh Ha BOMPOCHI. PellieHne TecTOB, CUTYallMOHHBIX U aHAJTUTHYECKHUX 3a/1a4
HAY4UT CTYI€HTOB CaMOCTOSTEIbHO IPUHUMATh YIIPABICHYECKHE PELICHHUS.

Opranu3anMOHHO-METOIUYECKUE PEKOMEHAAUWU [UIS TOATOTOBKUM K MPAKTUYECKUM
(ceMHUHAPCKUM) 3aHITHAIM

Cemunap (y1aT. seminarium - OYKBaJbHO: «pacCcagHHUK») — y4deOHOE 3aHsTHEe, B XOe
KOTOPOIr0 OpraHusyercs oOCyXIeHHE (YHAAMEHTAIbHBIX WM JUCKYCCHOHHBIX Ipo0iieM
M3y4aeMOU HaAyKHU U CBA3aHHOU C HEW NPAKTHYECKOU 1EATEIbHOCTH.

B nensax Oonee moapoOGHOro M aJeKBaTHOIO COBPEMEHHON CHTyallMd aHaiu3a mpolieM
yIpaBJICHUS CTyJEHTaM pPEKOMEHIYeTCs oOpaliaTbCsi K MEpPUOAWYECKON JUTeparype H
MaTepHua-jiaM CpeJICTB MaccoBOM HHQOpManuu, B KOTOPOH MOXHO HaWTH HE TOJIBKO
AQHAJTUTHYECKUE CTA-ThU IO PA3JIMYHBIM acCHeKTaM OOO3HAYCHHBIX B TEMATHKE CEMHHAPCKHX
3aHATUM MpoOsieM, HO M CTAaTUCTHYECKHE JaHHblE, MaTepuallbl IMPUKIAAHOIO XapakTepa,
HOpPMAaTUBHBIE TOKYMEHTHI. LlenecooOpa3Ho He OrpaHMYMBATHCS YKa3aHHBIMH MCTOYHHKAMH, a
OCYILECTBIISATh COOCTBEHHBIN IMOMCK TEOPETHUECKUX U MPAKTUYECKUX MATEpPUAJIOB, UTO SIBIISIETCS
OJTHUM M3 JIEMEHTOB CAMOCTOSTENILHONH MH(POPMAITMOHHO-aHATUTHYECKONW PabOThI CTYACHTOB.

[ToaroroBka K CEMHUHApCKUM 3aHATHUAM MO JUCHMILIMHE JOJDKHA BKIIOYATH CIEAYHOIUE
ACTICKTBHI:

1) 3HAaKOMCTBO C COOTBETCTBYIOLIMMHM IJIaBaMH y4eOHMKA; ONTUMAJIbHBIM ObUI ObI
Ba-puHaHT pabOTHl HE C OJHUM YYEOHHMKOM, TaK Kak pa3HbIMH aBTOpaMH HM30paH pa3IMyHBIN
HOJIX0/A K MpeAMEeTy, M IOJE3HO IOHATh OCOOEHHOCTH II0/XOJOB, CPaBHUTb MX, YTOObI
BbIPa0OTaTh CBOIO MO3UIIMIO;

2) YTEHUE KOHCIEKTa JIEKIUH;

3) YTEHHWE M OCMBICIIEHHE OIHOTO-IBYX HCTOYHHUKOB W3 MPUBEICHHOTO CITHUCKA
JUTEPA-TYPBHI.

Bp100p /MOMONHUTENBHBIX TMEPBOMCTOYHUKOB, KOTOPBIE MOTYT OKa3aTh IIOMOINb IPH
HOJ-TOTOBKE K BBICTYIJICHHIO M IO3BOJIAT OPraHU30BaTh Ha CEMUHApe JUCKYCCHIO, CTYAEHT
OCYIIECTBIISIET 110 CBOEMY YCMOTPEHHIO, B COOTBETCTBUU CO CBOUMH MHTEPECAMH, OPUEHTHPYSCH
Ha BOIIPOCHI CEMUHAPCKOTO 3aHSTHS.

BricTymuienre Ha ceMUHape TOIHKHO OBITH IOCTaTOYHO apryMEHTHPOBAHHBIM, 3aHUMATh I10
BpeMeHH He OoJiee Tpex MUHYT. B Xo/e BBICTYIIEHHS KelaTeIbHO CONOCTaBUTh TOYKU 3PEHUS
pa3IMYHBIX aBTOPOB Ha M3JaraeMyro npobiemy. [IpearnodTuTensHo, 9TOOBI 0 OTHOMY BOIIPOCY
BBICTYIINJIO HECKOJIBKO CTYJCHTOB, BbICKa3blBasi CBOM MHEHMsI, IOMOIHAS Apyr Apyra. B uneane
CEeMHMHAPCKOE 3aHATHE JTOJKHO MPOXOAUTH B (hopMe TUCKyccHU. Pe3ynmbTaTel paboThI CTYICHTOB
Ha CEeMMHApCKHUX 3aHATUSAX 00s3aTeIbHO YUYUTHIBAIOTCS MpenojaBaTeleM IpU BbICTABICHUU
0asuIoB.

IIpumepHbIe ayIMTOPHBIE NPAKTHYECKHE PA0OTHI:

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

[TpoBogutcs B dopme ceMHHapa Mo 0000IIEHUIO u YIITYOIIEHUTO 3HaAHUI
MOHATUMHO-KAaTEroOpruaIbHOTO anmnapara JUCHHUILIMHBI C 2JIEMEHTAMH JUCKYCCHUU.

Onpoc no Mmatepuanam jJexkuuu 1.

OBOIOIMS TIOKYMEHTa KaK HocUTelsd HHpopMalui. Bo3HHKHOBEHHNE U pa3BUTHE OTEYECTBEHHOTO
nenonpousBoacTBa: JlemompousBoactBo B cpeanue Beka (XI-XV  BB.). Ilpukasnoe
nenonpousoacTBo (XVI-XVII BB.). Komnexckoe aenonponssoactso (XVIII B.). Munucrepckoe
nenonpousBocTBo B Poccun (XIX - Hawano XX BB.). ['ocymapcTBeHHOE 1€7I0MPOU3BOICTBO B
coBeTckoe BpeMsi. CoBpeMeHHOE JeI0NpOnU3BOICTBO B PD.

ATIIP Ne2 «CoBpeMeHHOE rocy1apCTBEHHOE peryJIupoBaHue AeJ10npou3soacTea B PMy».



3akoHOJATEIbHOE pEryJIMpoBaHUE jaeionpousBojactTBa B P®. @DenepanbHbiii 3akoH  «O0
UH(pOpMaLnH, HH(POPMAILIMOHHBIX TEXHOJOTHX U 0 3aluTe nHpopmanuny». OenepanbHblil 3aK0H
«O xommepueckoil TaitHe». @DenepanbHblii 3akoH «O0 apxuBHOM Jnene B Poccuiickoit
Oenepanyuny. Penepanbublil 3aK0H «O MEPCOHATBHBIX JaHHBIX». [locTaHOBIIEHNE TPAaBUTENIBCTBA
P® «IIpaBuia moAroTOBKM MPaBOBBIX aKTOB (peJepaibHbIX OPraHOB MCIIOJHUTEIBHON BIACcTU U
UX FOCYIapCTBEHHON PETUCTPALIUNY.

HopmaruBHO-MeTOAMUECKOE PETYIMPOBAHUE JIEIONPOU3BOJACTBA. l'ocynapcTBeHHas cucrema
JOKYMEHTallMOHHOro olecneyeHus ymnpasieHus. OOmue nonoxenus. O0mue TpeOoBaHUA K
JOKYMEHTaM U ciyx0aMm nokymeHTaunoHnHoro obecneuenus (I'CHOY). 'OCT P 6.30-2003:
YHupUUUpoBaHHbIE CUCTEMBI JOKYMEHTal1H. YHauduuupoBaHHas cUCcTeMa
opraHu3alMoHHo-pacnopsauTeabHo gokymentauuu. 'OCT P 51141-98 JlenonpousBoACTBO U
apxuBHoe neno. Tepmunel u onpeneneHuss Tumosas MHCTPYKLMS IO JAEIONPOU3BOJACTBY B
(denepanbHBIX OpraHax HWCHOJHHUTENbHON BiacTu. llepedeHb THUIOBBIX —YIPaBIEHYECKUX
JIOKYMEHTOB, 00pa3yoluXxcs B A€ATEIIbHOCTH OpraHu3alui, ¢ yka3aHueM CPOKOB XPaHEHMSL.

AIIP Ne3 «TpeGoBanus k 0JIaHKaM JOKYMEHTOB YIIPABJIEHHU .

[IpoBoautcs B Qopme cemuHapa o 00OOIIEHUIO M YIIyOJEHHIO 3HAaHUM C DJIEMEHTaMHU
muckyccuu. Ilonstue u Buipl O6i1aHkoB. OOmmil Gnank. biank nmucbma. biaHk KOHKpETHOro
BUJa JOKyMeHTa. brmaHku Uit paGoThl ¢ HMHOCTPAaHHBIMH KOMMaHUsAMH. ['epOoBbIli OaHK.
PexBusutel Onanka. [IpomonbHoe pacrosiokeHHe PEKBU3UTOB OjaHKa. YTiioBoe (uiaroBoe u
[IEHTPOBAHHOE PACIOJIOKEHNE PEKBU3UTOB OJaHKA.

BeinonHenne npakTHUECKOro 3alaHusl MO COCTABJIECHUIO YIJIOBOTO M IPOJOJIBHOr0 oOpasla
OJylaHKa.

AIIP Ne4 «O61mue npaBuiia opopMiIeHHs YIIPaBJIeHYeCKHUX JOKYMEHTOB.

[TpoBoautcs B (opme cemuHapa 1o OOOOLICHHIO M YIIYOJNEHHIO 3HAHUH C 3JIEMEHTaMU
muckyccun. Ompoc mo marepuanam jekiuu 2. [IpakTmdeckoe 3HAKOMCTBO € O(OpPMIIEHHEM
PEKBU3UTOB JOKYMEHTOB YIIPaBJICHUs, BBINIOTHEHNE KOHTPOJIBHBIX 3aJaHUI

ATIIP NeS «CocTaBiieHne JUYHBIX JOKYMEHTOB.

[TpoBoauTtcs B ¢opMe ceMuHapa Mo 0OOOIIEHHIO M YIIIyOJIEHHWIO 3HAaHUM C 3JIeMEHTaMu
JTUCKYCCHM.  3asiBIeHUs,, aBTOOMOrpaduu, pe3loMe, JIMYHbIe JIOBEPEHHOCTH, PACHHUCKH.
OcHOBHBIE PEKBU3UTEHI, IIpaBuWjia COCTABJICHUA U Oq)OpMJ'IeHI/ISI. Brmmomaenne KOHTPOJIbHBIX
3aJJaHUN

AIIPNe6 «PaboTa ¢ JTOKyMEHTaMH, COACPKAIMMH KOH(PHAeHINATbHbIC CBEACHUD).
[lepeuenr cBeaeHMit KoH(pUIeHIMAIbHOTO XapakTepa. I[loHsTHE KOMMeEpUecKOW TailHbI.
CseneHus, oTHOcsAmMecs K KoMMepueckod TaiiHe. Ilopsmok BeneHus [enonpou3BOJCTBA
JIOKYMEHTOB, COJIEpP)KaIlUX KOMMEpPYECKYI0 TalHy. 3alura JOKYMEHTOB, COJEpIKallux
KOMMEPUECKYIO TaiHYy.

I[IpumepHbIe HHAUBUAYATbHBIE JOMALHHE 32JAHUS

Ne 1 «Pos1b JOKYMEHTHPOBAHMSA YIIPABJIEHYECKOMH 1esAITeIbHOCTH B Pa3BUTHHU 0011eCTBa».
PexoMenaanuu rno cocTaBiI€HUIO U JJOPAOOTKE KOHCIEKTA JIEKIIUH.

PaccmoTpenue naHHOM TeMbl HEOOXOAWMO HAYaTh C W3YYEHHUS] OCHOBHBIX MOHSATHH JaHHOM
nucuuruinHel. [Ipu aToM cneayeT pa3o0paTbesi C CYITHOCTBIO KaTeropuu «JloKyMEHTHPOBAaHUE.
Bonee moapoGHO cieyeT paccMOTPETh CTPYKTYPY, COAEpIKaHUE, e U 3a/1a4i JUCLUUTUIMHBL,
UCTOPUIO  pPa3BUTHS  JOKyMeHTooOopota.  Jlamee  HeoOXOAMMO  M3y4yUTh  COCTaB
HOPMAaTHBHO-METOJMUECKOW 0a3bl JOKYMEHTUPOBAHMS YIPABIEHYECKOH JEATENbHOCTH B
COBPEMEHHBIX YCIOBHSIX X03siiicTBOBaHUA. OTAEIBHO CIeNyeT pacCMOTPETh

CTpATEeTHI0 YIPaBICHUS JOKYMEHTAaMH B OpPraHM3alliH, a TaKXXe U3y4yuTh (POpPMbI COBpEMEHHOMN
JIOKYMEHTaI1H.



KnroueBble  cloBa:JOKYMEHT,  JOKYMEHTHpPOBaHWE  HWH(POpPMALMU, JAOKYMEHTHPOBaHHE
YIPABJICHUYECKON  NI€ATENIBHOCTH, KIMHONUCH, TOJWTHKA  YIPABICHUS  JTOKYMEHTaMH,
CTaHJAPTHU3AIMsI, CTPATETUs YIPABJICHUS JOKYMEHTAMH, YHU(DUKAIUS.

3ananue A7 cCaMOCTOSTEIbHOM paboThI:

1. I3yunTh KaTeropuaibHbIil anmapar.

2. lopaboTaTh MaTepHaIbl JICKIUH.

3. IloxrotoButhes K pabore Ha jeknuu 1o Teme 1. [IoBTOpUTH BOMPOC: CYHIHOCTh KaTETOPHH
«loxymentupoBanue» (yueOHasi AUCUUILINHA «/[OKyMEHTHpPOBAaHUE YIIPABICHYECKOM
NeSITebHOCTH, JeKIHs Nel). BbITh TOTOBBIM K 00CYKICHHIO 3TOTO BOIIPOCA B XO/€ JICKIHH.

Ne 2 «OOmme npasujia opopmiieHHsl yIPaBJIeHYeCKHX JOKYMEHTOBY.

PexomeHganuyu MO COCTAaBICHMIO U JOPabOTKE KOHCHEKTa JEKIMU. M3ydeHue marepuanoB
JTAHHOM TEMBI CIIeyeT HauaTh C paCCMOTPEHUs TPeOOBaHUI K OPOPMIICHHIO PEKBU3UTOB. Taxxke
cleflyeT M3y4uTh COCTaB PEKBU3UTOB. Jlanee HeoOX0oAMMO pa3o0parbcsi ¢ HNPUMEHEHHEM U
pacIono’keHNeM Ha JOKyMEHTE PEKBHU3UTOB, ONPEACTUTh UX 00Iue 4epThl u pasnuuusi. Kpome
TOTO, HYXHO JIeTalbHO Pa300paThCsl C pa3IMYHBIMU BUJAAMHU TEKCTa JOKYMEHTa: TpadapeTHbIH
JIOKYMEHT, aHKeTa, Tabyuiia, OIaHK.

KiroueBble cioBa: BU3a corjacoBaHusi, rpu¢ 03HaKOMJIEHUS, JaTa JOKYMEHTA, 3aroJI0OBOK

K TEKCTY, HIACHTU(UKATOP OICKTPOHHOW KOMHUU JOKYMEHTa, HWHTEPBAJ, IOAIKUCH, IOJIe
JOKYMEHTa, PErMCTPAllMOHHBIM HOMEDP JOKYMEHTA, PE30JIIOLMS, PEKBU3UT, CTAHAAPTHBIN JINCT
OyMmaru, ccbulka Ha PErHCTPALIMOHHBIA HOMEpP M JaTy JOKYMEHTA, YAOCTOBEPEHUE JOKYMEHTA,
bopmysp.

3aiaHue 1715 CaMOCTOSATEIbHON paboThI:

1. I3y4nTh KaTeropuaibHbIi anmapar.

2. lopaboTaTh MaTepHabl JEKLIUU.

3. IToAroToBUTHCS K CEMUHApY.

3. [logroroBuThes K padote Ha Jekuu o TeMe 3. [IoBTOpuTh BOIIPOC: OCHOBHBIE

O0COOEHHOCTH  MCIIOJIb30BaHMs sI3blKa B JIEJIOBOM  mepenucke (ydyeOHas JUCLMILIMHA
«/lokyMeHTUpOBaHHME YIIPABIECHYECKON JeATenbHOCTUY», Jekuus Ne2). bBbITh TroTOBBIM K
00CYX/IEHHUIO 3TOT0 BOIPOCA B XO/I€ JIEKLIUU.

Ne3 «Ocol0eHHOCTH cOCTaBJICHUS U 0()OPMIICHHSI OCHOBHBIX JOKYMEHTOB YIIPABJICHHD).
Pexomenmammu mo cocTaBiIeHUIO U T0pabOTKe KOHCIIEKTa JISKIINH.

PaccmoTpenne  naHHOM  TeMbl  HEOOXOJMMO  HayaTh C  aHaiM3a  OCOOEHHOCTEH
Oq)HIII/IaHI)HO')ICHOBOFO CTWJIId 1TI0 CPaBHCHUIO C XYIOOXKCCTBCHHBIM, HY6J'II/IHI/ICTI/I‘I€CKI/IM,
Hay4HbIM, y4€OHBIM, Pa3TOBOPHBIM CTUIISIMU SI3bIKA.

[Tpu 5TOM HY)KHO TTOJIPOOHO M3YYHTH JIEKCHIECKHE 0COOEHHOCTH IOKYMEHTOB: yIOTpeOIeHne
apOHMMOB, IJIEOHA3MOB, UCIIOJIb30BaHUE peueBbIX Kiuie. [Tocie aToro cienyer paccMoTpeTh
ophorpadpuyeckue 0COOEHHOCTH JOKYMEHTOB: IPUMEHEHNE MPONUCHBIX OYKB B reorpapuueckux
Ha3BaHUIX, HAMMEHOBAHUSIX OpraHU3aIUi.

Kpowme Toro, Heo6xo11umMo 00paTuTh BHUMaHUE Ha oporpaduueckne 0cCOOEHHOCTH JOKYMEHTOB:
NpUMEHEHHE MPOMUCHBIX OYyKB B reorpauiyeckux Ha3BaHMAX, HAUMEHOBAHMSX OpraHU3alMi.
Taxk xe CJICOYCT BbIICHUTDH Hauboiee pacrnpoCTpaHCHHBIC B TOKYMCHTAX OIIMOKU CHHTAaKCHCa U
NYHKTYalluu: TOPSAJOK CIJIOB, COIJIACOBAHME IMOJUIEXkKAIIEr0 W CKa3yeMoro, NpPUYacTHbIE U
JeenprUIacTHBIC 000POTHI, CIIOBOOOPA30OBAHHS.

KnroueBble cnoBa: abOpeBuarypa, JIaKOHH3M (OPMYIUPOBOK, HEHTpasibHasi 3KCIPECCUBHAs
OKpacka sI3bIKa, HEOJIOTH3M, O(HUIINATBFHO-AEI0OBOM CTHIIb, MOJHOTA HH()OPMAIMH, CHHOHUMBI,
TaBTOJIOTHH, (PA3EOIOTU3MBI.

3amanue s CaMOCTOSTEIIbHOW PaOOTHI:

1. U3yunTh KaTeropuaibHbIi anmapar.

2. lopaboTaTh MaTepHabl JEKIUH.



3. IlogroroButhes K padore Ha yeknuu. [loBroputh Bompoc: opdorpaduyeckue 0CoOOEHHOCTH
JOKYMEHTOB (y4deOHas IUCHUIUIMHA «/{OKyMEeHTHpOBaHHE YIPaBIEHYECKOW EATEIbHOCTHY,
nexius Ne3). BbITh TOTOBBIM K 00CYKIEHUIO ATOTO BOIIPOCA B XOJI€ JICKIUH.

Ne4 «IlpaBuiia opopmiieHHsI JOKYMEHTOB 10 JTHYHOMY COCTaABY».

ITpy u3ydeHnu ITaHHOM TeMBbI CTyAEHTaM HEOOXOIMMO pa3o0paTbcs ¢ NPUHIMIIAMU pa3paboTKu
porpamMM ympaBiieHus JoKyMmMeHTamu. Oco0oe BHHMaHHE CIEHYeT YIENUTh PAacCMOTPEHHIO
IpOoLEeTypbl IPOEKTUPOBAHUS U BHEIPEHUS TIOKYMEHTHBIX CHCTeM. TaKxKe clieyeT OCTaHOBUThCS
Ha 0COOCHHOCTSAX MOHHTOPUHTA U ayIUTa JJOKYMEHTHBIX CHCTEM.

Boinee neranbHO HEOOXOIMMO PACCMOTPETH CYIIHOCTb JOJITOCPOYHOM MPOrpaMMbl 00yUSHHUS
IepcoHaNa OpraHu3alii B OOJACTH YIPABJICHUS JOKyMEHTaMHU M TNPHUMEHEHHs OO0ydYarommx
MHCTPYKLUH, BKJIIOUasi 00y4arolyt0 HHCTPYKIIHUIO CEKpeTaps.

KnroueBble ciioBa: ayIuT yNpaBiICHUs JTOKYMEHTaMH, KOHBEPTALUs, METOJOJIOTHS BHEAPCHHUS,
MUTpalys JTOKYMEHTOB, MOHUTOPHUHI, HAJEXKHOCTh JOKYMEHTHOW CHCTEMBbI, IPOEKTHUPOBAHUE
JOKYMEHTHOM CHCTEMBI, DPACHpPEICICHHOE YIPAaBICHUE, PEryJlupylolmas cpena, CTpaTerus
yIpaBJIeHUS TOKyMEHTaMHU.

3aganue s CaMOCTOSITEIbHON pabOTHI:

1. U3yunth KaTeropuaibHblil anmnapar.

2. lopaboTaTh MaTepHabl JEKLIUU.

3. IloAroToBUTHCS K CEMHHAPY.

4. IloarotoButhes K padote Ha jekuuu. [IoBTopuTh Bompoc: 001as xapakTepucThKa
JOKYMEHTHBIX ~cucTeM (ydyeOHas JucuMIiMHa  «/loOKyMEHTHpOBaHUE  YHpPaBICHYECKOM
NeSITeTbHOCTHY, JeKIHst Ned). BBITh TOTOBBIM K 00CYKICHHIO 3TOTO BOIIPOCA B XOJI€ JICKIHH.

Ne5S «Opranuszanusi JOKyMeHTO000pOTa».

PexomeHanmu no coCTaBIEHUIO U JOPaOOTKE KOHCIIEKTA JIEKLIUH.

B Hauaie cnenyer paccMOTPETh TEPMUHBI «JIEJIOIPOU3BOJCTBOY, «10KYMEHTAlUOHHOE
o0ecrieyeHHe yNpaBICHUSN», «IOKYMEHTHpPOBaHHWE HUHPOPMALUU», «IOKYMEHTHPOBAaHUE
YIPaBIECHUYECKON AESITEIbHOCTHY, «T0KYMEHTOIIOTOKI, «IOKYMEHTOO00POT.

Jlanee HEOOXOIMMO M3YYHUTh OpraHM3aLUI0 JTOKyMeHTooOopora. Takke HyXHO NOAPOOHO
MIPOAHAIIM3UPOBATH OCOOCHHOCTH PAOOTHI C BXOIAIIUMHU U UCXOSAIUMHU JOKYMEHTAMH.

Kpome TOro, HeoOXOAMMO OCTaHOBUTbCA Ha  H3YYEHHM  METO/JOB  COKpAIEHUS
JIOKyMEHTO000pOoTa.

Crnenyer ynenuTb BHUMAHHUE COAECPKAHUIO KOHTPOJISA MCIIOJHEHUS JTOKYMEHTOB, €T0 dTalaM U
TEXHOJIOTHUH.

KnroueBble croBa: BHYTPEHHUH JOKYMEHT, BXOJALIMH JOKYMEHT, JOKYMEHTOOOOpOT,
JOKYMCHTOIIOTOKH, I/IH(bOpMaHI/IOHHO-HOI/ICKOBafl CUCTEMA, HHACKCAIUA JOKYMCHTA, I/ICXOIUIHH/If/'I
JOKYMEHT, Kartajor, 00beM JOKYMEHTO000pOTa, palMOHAIbHOE JBM)KEHUE JIOKYMEHTOB,
PErUCTPAMOHHO-KOHTPOJIbHAA KapTO4YKa, PEructpanvsa AJOKYMCEHTA, TCXHOJOTHYECKasd CxXema
JBUKEHUS IOKYMEHTOB, DKCIIEAUIINS.

3aaHue 1715 CaMOCTOSTEIbHOM paboThI:

1. I3y4nTh KaTeropuaibHbIi anmapar.

2. lopaboTaTh MaTepHabl JEKLIUU.

3. IloaroroBuThes K padboTe Ha jekuMU. [IOBTOPUTH BOIPOC: OpraHu3anus JOKYMEHTO000poTa
(yueOHas aucumiiinHa «J{OKyMEHTHpOBaHUE YIPaBICHUYECKON NeATeNbHOCTU», JEeKIus Ne5).
BbITh TOTOBBIM K 00CYKJIEHHIO 3TOIO BONPOCA B XOJI€ JIEKIUH.

Ne6 «OcHOBHBIC TPABUJIA OPTAaHU3AMH PA0OTHI C JOKYMEHTAMW».

PexomeHanmuu o cocTaBIEHUIO U JOPAaOOTKE KOHCIIEKTa JIEKLIUH.

PaccmoTpenue naHHOW TeMbl HEOOXOJMMO HayaThb C W3YYEHHUs pOJIU HH(POPMAIMOHHO
CIPaBOYHON PabOTHI CIIy>KOBI AETONPOU3BOACTBA OPraHU3ALHH.



[Ipu »>TOoM crnenyer oOpaTHTh BHUMAaHWE Ha BUABI, JTamnbl pa3pabOTKH, Ppa3elbl
HOMEHKJaTyphlaen. Takxke HEOOXOJUMO YSICHUTh, KaK OCYIIECTBISIETCS TEKyILee XpaHEHUe
JIOKYMEHTOB U X HUCIIOJIb30BAHHUE.

Yo 03HAYAIOT WIUCT-3aMECTUTEIDY, «KapTa3aMECTUTEIb)?

Kpome Ttoro, ciieryeT 0XxapakTepu30BaTh dKCIEPTU3Y LEHHOCTH JOKYMEHTOB, KDUTEPUU OLIEHKH
JIOKYMEHTOB, 0()OpMIICHUE €€ Pe3yJbTaToB, paboTy 3KCIIEPTHON KOMUCCHH.

Takxe ciaenyer pacCMOTPETb OCOOEHHOCTH IIPOLIECCOB IOATOTOBKH, W3/IaHUS, XPAHEHUS U
UCIIOJIb30BaHUSI KOH(PUICHIMANIBHBIX JOKYMEHTOB. [laiee Hy)KHO M3y4UTh KaHaJbl BO3MOXKHOMN
yTE€UYKH MH(OPMAIIUK U yTPaThl JOKYMEHTOB. U B 3aKiIroueHne He0OOXOAMMO PaCCMOTPETh
TpeOOBaHUS K U3TOTOBJIEHUIO, YUETY, UCIIOIb30BAHUIO U XPaHEHHIO repOOBBIX OJaHKOB.
KiroueBsie €10Ba: aKT, A€I10, JOJArOCPOYHOE XPaHEHUE TOKYMEHTOB, JOCTYII K JOKyMEHTaM,
KOHTPOJIb JCWCTBHM, KOHTPOJIb MECTOIOJIOKEHUS JOKYMEHTa, HOMEHKJaTypa [ell, OIUCh,
IIpUMEpHasi HOMEHKJIaTypa JeJl, TEKYyLee XpaHEHUEe JOKYMEHTOB, TUIIOBAas HOMEHKIIATypa Jell,
CBOJIHAas HOMEHKJIATYypa [JEJI, YHHYTOKEHUE ITOKYMEHTOB, DKCIEPTH3a LIEHHOCTH JOKYMEHTA.
['epOoBbIit OmaHk, rpud orpaHUYEHUs JOCTyNa K JOKYMEHTY, 3alIMIICHHBIH JOKYMEHTO00O0pOT,
KOMMepuecKasi TailHa, KOH(QMIEHIMAJIbHbII JOKYMEHT, NPOMBILIUICHHBIH IIIHOHAX, YTPO3bI
JIOKYMEHTaM, LIeHHas HH(OpMaLIUs.

3agaHue A CaMOCTOSITEIbHON paboThI:

1. 3yunTh KaTeropuanbHbIil anmapar.

2. lopaboTaTh MaTepUallbl JEKIHH.

3. IToAroToBUTHCS K CEMUHApY.

4. TloaroroButhbes K padbote Ha jgekiuu. [IoBTOpUTH BOIPOC: 3KCIIEPTU3a LIEHHOCTH JIOKYMEHTOB
(yaebHas mucuuiuinHa «J{OKyMEHTHpOBaHHME YIPABICHUYECKOW NESATENbHOCTHY, JeKius Neb).
BBITh TOTOBBIM K 00CYKAECHUIO 3TOr0 BOIIPOCA B XO€ JEKIHH.



[Tpunoxenue 2

7 OneHo4YHbIe CPeACTBA 1JIsl POBeAeHHUS IPOMEKYTOYHOM aTTecTaluu
a) [lnanupyemMble pe3yJbTaThbl 00y4eHUS] M OlleHOYHBbIE CPEACTBA /Il NPOBeIeHUs!
NPOMEKYTOYHOM aTTeCTALMU:

Kon
WHIUKAaTOpa

NHaukaTop AOCTHIKEHUS
KOMIIETEHIIUH

OrneHouHBIE CpescTBa

OIIK-7 Cmnocoben ocywmecTBIAATh BHYTPHOPIraHHM3AalMOHHBIE M MeKBeJOMCTBEHHbIE

KOMMYHHKaNUuu,

o0ecreyuBaTh B3aMMOJEliCTBME OPraHoB BJIACTHM C TPakIaHAMMU,

KOMMEPYECKHUMHU OpraHm3anusiMi, MHCTUTYTAMHU TIPAKAAHCKOI0 OﬁﬂleCTBa, cpeacreamMmu

MAacCOBOM MH

opManuun

OIIK-7.1

Pemaer
npodeccuoHaIbHbIC
3a7iaun B oOnactu
BHYTPHOPTaHU3AIIMOHHBIX
U MEXBEJOMCTBEHHbIX
KOMMYHUKAaIUH, CBI3EH C
00I11€CTBEHHOCTbIO u
B3aUMO/JICHCTBUS c
HaceJICHUEM

Bomnpocs! k 3auery

1. Uro Takoe AOKYMEHT, C KaKOH LENbI0 OH MOXKET
co3maBareCa?

2. KakoBel 0COOEHHOCTH  HEIOBOTO  OOIIEHHA W
Ty ONMYHBIX BBICTYIUICHAN?

3. KakoBbl ~ OCHOBHBIE NpU3HAKK  KJIacCH(UKAINU
JIOKyMEHTOB?

4, Yro MOHUMAETCs noJ JOKYMEHTAI[HOHHBIM
obecrieyeHneM yIpaBiIeHUsA?

5. B uwem cyrp cranpmaptHzamyM M yHH(UKAMA
nmokyMeHTOB? Kakue pa3pabaThiBatoTCsi CTaHAAPTHI?

6. YeMm ominmuaercs OQPOpPMIICHHE PEKBH3UTOB OOIIEro
OmaHKa OT OaHKa mHchMa?

7. KakoBbI OCHOBHBIE PEKBU3HTHI, HCIIOIB3YyEMBbIC IS
odopmIIeHHs IPUKA3a ¥ PACHIOPKEHHS.

8. Kakune ¢opMBI MPOTOKOJIOB MOKHO HCIIONIB30BaTh B
YIIPaBIEHYECKON IEATEIBHOCTH, B YEM MX OTIHIHE?

9. YKkaxutre OCHOBHBIC TpeOOBaHHSA K O(OPMIICHUIO
JIETIOBOTO TIHChMA.

10. Kakue KOMILIEKCHl JOKYMEHTAIlMW BKIIIOYAeT B ce0s
KaJpoBasi ”HPOPMaIMOHHO-T0OKYMEHTAalHOHHas cuctema?

11. B dyem ocobenHoctr oQopmIIeHHS TNPUKA30B IO
JUIHOMY COCTaBYy?

12. Urto MMOHUMAETCS noj opraHu3zaiuen
JIOKyMeHTo0oOopoTa?

13. Uro Takoe CXeMBl JOKYMEHTOOOOpOTa, 3a4eM OHH
HYKHBI?

14. C Kakod MeNbl0 pa3padaThIBAIOTCS WHCTPYKIUH IO
JIETIONPON3BOJICTBY, YTO B HUX HEOOXOINMO NPESYCMOTPETH?
15. VYKaxuTe TEXHOJIOTMYECKYI IOCIEJ0BATEIbHOCTh
3TanoB paboThl C BXOASAIIMMH JJOKYMEHTaMH.

16. KaxoBa mocnenoBaTenbHOCTh onepanuii mpu padboTe ¢
BHYTPEHHHUMH JIOKYMEHTaMU?

17. C kakoW Ienpl0 TPOBOAUTCS (OPMUPOBAHUE e,
KaKHe TIpH 3TOM HeoOX0IMMO COOI0AaTh TpeboBaHus?

18. Uro Takoe HOMEHKJIATypa Jel, C Kakod IeJbIo
pa3pabaThIBalOTCS THITOBbIE HOMEHKIIATYPHI JIeN?

19. Kakyro napOopMaImo coxepKuT HOMEHKIATypa aei?
20. Uro moHMMaercss TOA 3KCHEPTH30M  IIEHHOCTH
JIOKyMeHTa?

21. Kakue kpuTepunm HUCHONB3YIOTCS TP OLIEHKE
JIOKYMEHTOB?

22, Kak ocymectsisieTcst npuemM-riepeaada jJaen B apXuB?
23. Uro Takoe KOH(PHUISHINATBHBIN JOKYMEHT?

24. Kakne ocHOBHBIE yrpo3bl BO3HHKAIOT IpH pabore ¢
KOH(MUISHIINATLHBIMHA JJOKYMEHTaMHU ?

25. VYkaxnure 0COOCHHOCTH BEICHHS JEIONPOU3BOJICTRA,
o0ecIeunBaoIero y4yeT U COXPaHHOCTh KOH(HICHINAIbHON
nH(pOpMaLMK U TOKYMEHTOB.




Kon

Nuaukatop 1oCTHXKEHUS

O1ieHOYHBIE CpEICTBA

UHIUKATOpa | KOMITETEHIHH
26. Yro MOHUMAETCS o 3aIUIIEHHBIM
JIOKyMEHTOOBOPOTOM, 32 CUET YEro MOKET OBITh oOecreueHa
ero 3amura’?
217.
OIIK-7.2 OcymiecTBisieT anaym3 | Kommekt TectoBbix 3amanuit: Nel
sdexTHBHOCTH cpexcts | |- POPMYILIp — 5TO:
a) ocHoBHas (opMa JOKYMEHTa, (UKCHPYIONIas MPABOBLIE
KOMMYHHKallUH MCXKOY .
OTHOIIEHUS B JIPEBHEPYCCKOM TOCYIapCTERE;
opraHamu BJIACTH, | 6) 0co6o0 BhIIENaHHAS KOKA SKMBOTHBIX, MPUMEHSBIIAACA B

HCIIOJIB3YCT PE3YJIbTAThI
aHalIn3a n OLCHKHU

uHpopManuu C  IEJIbI0
ONpEeNeNICHUs  pPeaKIuu
00IIIeCTBEHHOCTH Ha
roCyJapCTBEHHBIC u
MYyHULUIIATbHBIE
WHULMATUBEI

Ka4yecTBE OCHOBHOTO MaTepHasa Ul NUChbMa B JIpeBHEPYCCKOM
TOCYIapCTBE;
B) CaMOCTOSITENBHOE MOApa3/eleHHE,
JIETIONPON3BOICTBEHHYIO JIESITEINBHOCTD;
T) THIOBAas ycroitunBas popma (oOpasel) OTAeTbHBIX HanOoee
pacIpocTpaHEHHBIX TOKYMEHTOB.
2.  VYcraHoBiIeHME  eAMHOOOpasusi coctaBa W (GopMm
YIPaBJICHYECKUX JOKYMEHTOB, CO3/IaBa€MbIX IPH PELICHHH
OJTHOTHITHBIX YIPaBICHYECKUX (YHKIHNI:
a) yHUHKAIUsL;
0) cepTudukarys;

B) KOJMPOBAHUE;
T') ZJOKyMEHTHPOBAHHE.
3. OOs3aTeNnbHBIM YCIOBHEM U BKIIOYCHUS WH(pOpManuu B
MH(pOpPMAaLMOHHBIE PECYPCHI, OCYIIECTBISIEMOTO B MOPSIKE,
YCTaHAaBIMBAEMOM  OpTraHaMH TOCYIApCTBCHHOW  BIIAcTH,
ABIISIETCA €e:
a) CTaHAapTU3aLNS;
0) 3ammura;

B) IOKyMEHTHPOBAHHUE;

T') BBIKYI TOCYJIaPCTBOM Y YaCTHBIX JIUIIL.
4. CpencTBOM yCTpaHEHHS «OyMa)KHOTO OyMay SIBIISICTCS:
a) KOMITBIOTEepH3aIHs AETOTPOU3BO/ICTBA;
0) yHU(UKAIHS JOKYMECHTOB;
B) KJIACCHU(HKALIHS JOKYMEHTOB;
T') IpUMEHEHUE Pa3HOCTOPOHHEH OPTTEXHUKN
5. 3HavyeHHe NOKYMEHTAIMOHHOTO OOecTeueHMs YIpaBIICHHS
OTIpeesIeTCs:
a) KOMMYHHUKaIUSIMH;
0) uneHTudUKaIUEH;
B) ukcanuei;
T') CyaeOHBIM pa30HpaTeILCTBOM.
6. B mpaBoM BepxHEM YIrily IOKYMEHTOB pacIlloJIararTcs
CJIeIYIONINE PEKBU3UTHI: Q)
rpud coraacoBaHMS;
0) OTMETKa 0 KOHTPOIIE;
B) rpu( yTBEpPKICHUS;
T) agpecar.
7. B neBoM BepxHEM YNNIy IOKYMEHTOB pacIOJIararoTcs
CJIC/TYIOIIIE PEKBU3HUTEHL:
a) pe3OJTIOIIHS;
0) OTMeTKa O HAJTHYUH MPHUI0KCHNS;
B) OTMETKa 00 HCIIOTHHUTEIE;
T') KOJI OpTaHU3aIHH.
8. B mpaBoM HIKHEM YTy PacIoNIaraloTCsl PEKBU3HUTHI:
a) OCHOBHOW TOCYAapCTBEHHBIH PETUCTPAIIMOHHBIN
(OI'PH) ropuaugeckoro
T,
6) xoz (hopMBI TOKYMEHTa;
B) HIeHTU(UKATMOHHBIN HOMep HajoromaTensinuka (MHH);
r) rpu() OrpaHNYEHHS IOCTYIA K JOKYMEHTY.

OCYIIECTBJIAIOIIEE

HOMeEp




Kon
WHNKATOpa

Nuaukatop 1oCTHXKEHUS
KOMIIETCHIINU

O1ieHOYHBIE CpEICTBA

9. B 1eBOM HIKHEM YTIJIy pacriojiaratoTcsi peKBU3UTHI:

a) KOJl IPUYHMHBI TIOCTAHOBKH HA Y4eT;

6) OTTHCK MeyaTH;

B) BU3BI;

') OTMETKa 00 MCIOJIHUTEIIE.

10. K B3aMOUCKIIIOYAIOIIUM PEKBU3UTAM OTHOCSITCSI:

a) sM0OIIeMa opraHu3aIMy ¥ TOCyIapCTBEHHEIH repd PO;

0) Ko opraHU3aMy ¥ KoJ (POpPMBI TOKYMEHTA;

B) pETHCTPAllMOHHBIH HOMEpP MJOKyMEHTa H CChUIKa Ha
perucTpauoOHHbIA HOMEP U

JIaTy TOKyMEHTa;

r) rpud yrBepxkaeHus wu medarh.ll. Ecmm oprammzanms
MO/IBEZIOMCTBEHHA OIHOBPEMEHHO HECKOJILKUM OpTraHaM
YIIPaBJICHUS, TO B Pa3HBIX CUTYalUsIX YKa3bIBACTCS:

a) HEMOCPE/ICTBEHHO BBIIIECTOSIIAS OpTaHU3aLINs;

0) camast raBHas BBILIECTOSIIAsI OpPraHU3aLus;

B) He OoJiee Tpex cTerneHel Mo BeIOMCTBEHHOCTH;

T') HEe YKa3bIBaeTCsl HU OJIHA BBILIECTOSIIAS OpraHU3aLusl.

12. JTaToit moKyMeHTa MOKeT OBITh JaTa:

a) ero HaIMCAaHUS U COTIACOBAHHUS;

0) ero MoOAIHUCaHUS;

B) €T0 YTBEPKICHHUS;

T) IPOBEACHUS 3aceIaHusl, Ha KOTOPOM IIPHHATO PELICHHUE.

13. laTbl B JOKyMEHTaX MOTYT ObITh O()OPMIICHBI:

a) 22. 08. 1997,

6) 22 arrycra 1996 rona;

B) 1988. 02. 22;

r) 22 aBrycrta 1997 r. 13 yac.45 mus.

14. Kakue pekBU3UTHI JOKYMEHTOB IHIIYTCs, KaK MPaBmIO, OT
pyKH:

a) BU3a;

0) pesoronus;

B) TIOJIITUCH;

T) agpecar.

15. K kakuM peKBH3UTAM OTHOCSITCS CJIOBA:

a) «Bepuo» A)
0) «dns CITyeOHOT0 TOJIL30BAHUS» b)

B) «3amMedaHus npmiararcs» B)
r) «[letpoB M.K. 924-76-40» I')
16. PexBH3HUT «ITOAMMCH» HA Pa3HBIX JOKYMEHTaX BKJIFOYACT:

a) TMYHYIO POCIIHCH aBTOPa JOKYMEHTA,

0) TMIHYIO POCTIUCH PYKOBOIUTEIS H €€ PacIIu(pPOBKY;

B) yKa3aHHE TOJDKHOCTH, JIMYHYIO POCIHCH PYKOBOIUTEIS U €€
pacmudpoBKy;

T') yKa3aHHe TOHKHOCTH, HANMCHOBAHHE OPTaHU3aLNH, THIHYIO
POCIHCH PYKOBOJAUTEIIS,

ee pacuu(ppoBKy.

KoMriekT TecToBbIx 3aanmii: No2

1. Kakoe coxpaienue siBisieTcss abOpeBruaTypoii:

a) AT'3 MUC PD;

6) Mocanepro;

B) cTar(iusims;

r) o/™, /0.

2. CnoBo, KoTOpoe 0003Ha4aeT HOBOE MTOHATHE, YIOTpeodisieMoe
B JIOKYMEHTaX, —

370!

a) ab0peBHaTypa;

0) cHHOHHM;

B) HEOJIOTH3M;




Kon
WHNKATOpa

Nuaukatop 1oCTHXKEHUS
KOMIIETCHIINU

O1ieHOYHBIE CpEICTBA

T) apXausMm.

3. Ortbepute UpUHIMUI  OQPHUIHAIBLHO-ICIOBOTO  CTHIISA
JIOKyMEHTaIHH:

a) PEI0CTaBICHUS] MAKCUMAJIEHO BOZMOYKHOM MH(OpMAIIUH;
0) IpUMEHEHHE CIIOB «MBI BHIIOJIHUMY, «5 CIIEJIAI0»;

B) OrPaHHMYECHHOCTH B IPUMEHEHHH S3BIKOBBIX CPEJICTB;

T') IPUMEHEHUE YETKUX OTBETOB «Ja», KHET».

4. Jlekcndeckoe COKpaIIeHHE CIIOBa, YIOTPeOIsIeMoro B
JOKyMEHTax — 3TO:

a) abOpeBuaTypa;

0) CHHOHHM;

B) HEOJIOTH3M;

T') NapOHUM.

5. Yro He orTHOcHTCS K OQHIUAILHO-ICIOBOMY CTHIIIO
JIOKyMEHTa!

a) aIpecHOCTh MH(OPMALUH;

0) TemaTHyeckash OrpaHUYEHHOCTh B MPUMEHEHUU S3BIKOBBIX
CPE/CTB;

B) IIPEAOCTaBJICHHE MaKCHMaJIbHO BO3MOKHOM HH(popManuy;
) yHE(UKAIUS TOKYMEHTA.

6. K mpaBuiam 1e0BOTO 3THKETA OTHOCSATCS:

a) HETOPOIUTUBOCTD C OTBETOM;

0) 6maromapHOCTH 3a OTBET WM JACHCTBUE;

B) 00CTOSITENbHOE U3JIOKEHHUE JOKYMEHTA;

I) YyMEHHE CIymaTh APYrux jojeil.7. B kakoM aoxkymeHTe
UCIIOJNIb3YIOTCS CIIOBA «... B IPOTUBHOM cityyae Bam Oyayt
NpeabsBICHbl TpadHbIe CAaHKUUM» B KaueCTBE S3BIKOBOU
(hopmyIibl, KaK pe3ysibTara

YHU(UKALNY S3BIKOBBIX CPE/ICTB:

a) B TapaHTUITHOM IHMCHME;

0) B peKIIaMallnOHHOM THICEME;

B) B HH(OPMAIIHOHHOM ITHCHMC;

T') B IMCbME-HAIIOMHHAHHH.

8. CiioBa, KOTOpBIE CTAHOBSTCSI HEOPUIHATIBHBIM 3aMEHUTEIIEM
TEepPMHHA U X IPIMEHEHHEB IOKYMEHTaX HEIOIyCTUMO, — 3TO:
a) Mpo¢eCCUOHATN3MBI;

0) CHHOHHUMBI;

B) HEOJIOTHU3MBI;

T') TapOHHUMBI.

9. 3aKOHYEHHBIH B CMBICIIOBOM OTHOIICHHH OTPE30K TEKCTa,
TIO3BOJISIOIINH YCTAHOBUTD

3HAYEHHE BXO/ISIIETO B HETO CJIOBA MM (hpasbl — 3TO:

a) aHHOTAITHS;

0) pedepar;

B) KOHTEKCT;

T') KOHCITEKT.

10. Perymupyromast (medTenbHOCTh OpraHM3alMi) cpena
BKJIFOYAET:

a) TOCYZIapCTBEHHBIE CTAHAAPTHI,

0) oOmIeCTBEHHBIE OKUIAHHSI,

B) PEKOMEHAIMH, OTPAXKAIOLIHIE TIEPEIOBOM OIIBIT;

r) HOPMAaTHMBHbIE JIOKYMEHTBI, OTpaKarollhe IesTelbHOCTh
OpTaHH3aIH.

11. Tlomutuka ympaBieHUs JIOKYMEHTaMH OpraHM3allH
MIO3BOJISIET:

a) MOBBIIATH 3PEKTUBHOCTH ESATEILHOCTH OPTaHU3aAINH;

0) co0II01aTh TpeOoBaHUs 3aKOHOJIaTEIbCTBA H
perynupyronei cpensl;

B) n30exaTh PHCKOB MNPEANPUHUMATEIbCKOH AEATeIbHOCTH,
CBSI3aHHBIX C JIOKYMEHTaMU;
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T') COXpaHsTh NaMATh OPTaHU3AIMH, MHIUBHA U o0ecTBa.12.
K  npunmumam — pa3paboTku  mporpaMM  yIpaBlICHHS
JIOKyMEHTaMH OTHOCHTCSI:

a) OLICHKA PUCKOB, CBS3aHHBIX C OTCYTCTBHEM OQHINAIBHBIX
JIOKyMEHTOB;

0) onpenenieHye PaBUII CO3JaHUSI METAaHHBIX O JIOKYMEHTaX;
B) oOecrieueHWe XpaHCHHWs JJOKyMEHTOB B 0O€30MacHON u
3aIUULIEHHON CPENE;

T) OmpeleNieHHe BO3MOXKHOCTEH ITOBBIMICHUS 3(PPEKTHBHOCTH
paboTHI opraHu3aun

B pe3yNbTaTe KadeCTBEHHOTO YIIPABJICHUSA JOKyMECHTAMH.

13. PacnpeneneHue OTBETCTBEHHOCTH 3a JOKYMEHTALlMOHHOE
oOecrieueHue yrnpaBIeHUs

MpeAINosaraeT OTBETCTBEHHOCTb:

a) BCEX COTPYIHHKOB OpraHU3ally 3a ;
0) cHCTEMHBIX aJMHUHUCTPATOPOB 3a ;
B) PYKOBOJICTBA OpPraHU3alNH 32 ;

T') cekpeTapen 3a .
14. Ecnmi DOKyMEHT SBIISICTCS TEM, YeM JIOJDKEH OBITh; CO3/IaH
WM OTIPABJICH JIAIIOM, YIIOJTHOMOYCHHBIM Ha 3TO, a TAKKE B TO
BpeMsI, KOTOpOE YKa3aHO Ha JOKYMEHTE, TO 3TO O3HAYAET €r0:
a) IOCTOBEPHOCTb,

0) LIEITOCTHOCTB;

B) ayTEHTUYHOCTH;

T') IPUTOAHOCTH JUISl HCIIOJIb30BAHUSL.

15. Crpareruss ~ BHEIPEHUS  JOKYMEHTHBIX  CHCTEM
IpeaycMaTpUBaeT:

a) NPOEKTUPOBAHHE TOKYMEHTHBIX CUCTEM;

0) MOATOTOBKY COTPYJIHUKOB, pabOTAIONINX C JOKYMEHTAMH,

B) COOTBETCTBHE JIOKYMEHTOB PETYIHPYIOIICH Cpee;

T') KOHBEPTAIHIO JOKYMCHTOB B HOBBIC JIOKYyMEHTHEIC CHCTEMEI,
thopmartsr.

16. CnocoOHOCTh JOKYMEHTHOH CHCTEMBI JTUTEIHHO U
MPaBUIBHO (PYHKIIMOHUPOBATH

B COOTBETCTBHH C TpeOyEeMBIMH IIPOIICIypaMH O3HAYACT €¢:

a) HaJIe)HOCTh;

0) 23 PEeKTUBHOCTS;

B) IIEJIOCTHOCTB;

I') KOMIIJIEKCHOCTb.

17. CrnocoOGHOCTh [TOKYMEHTHOH CHCTEMBI NPEIOTBpAIlaTh
HECaHKIIMOHUPOBAaHHBIE

JIOCTYIl K IOKYMEHTaM, WX YHHUYTOXXCHHE, HM3MCHEHHE WIIH
TepeMeIeHIs 03HAYAeT ee:

a) HaJIe)KHOCTh;

0) 2 PeKTHBHOCTE;

B) IIEJIOCTHOCTB;

I) KOMIUIEKCHOCTB.18. MeTomonoruss MPOEKTHPOBAHUS U
BHEJIPEHHS JIOKYMEHTHBIX CHCTEM BKIIIOYAET:

a) aHaJIN3 JEJI0BOM JesITeIbHOCTH OpraHU3alHuH;

0) OIIEHKY CYIIECTBYIONTNX JOKYMEHTHBIX CUCTEM;

B) MOHUTOPHHT, OLIEHKY, KOPPEKTHUPYIOIINE NEHCTBHS;

T') IpeKpaleHne MIPUMEHEHHs JIOKYMEHTHBIX CUCTEM.

19. OOvexktamu yHHUUWKANUW W  CTAHIAPTU3AIMH B
YIIPaBIEHYECKON 1ESTEIbHOCTH

SIBIISIFOTCSI:

a) TEpPMUHBI, WUCIOJB3YeMbIe NPH PadOTe C YIpaBICHYECCKON
nHpopmanuei;

0) opraHM3aIOHHBIE CTPYKTYPHI OpraHu3anuii, yupexxJJeHuil n
e ANPUATHI;

B) yrpaBJieH4YecKue QYHKIIH;
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T) ynpaBjieHuecKasi JOKyMeHTalusI.

IIpakTuyeckue 3afaHus:

Kpoccropa 1.

ITo ropuzonramu: 1) 3amuch HMHGOPMAIMKM HA Pa3IMYHBIX
HOCUTENX IO YCTaHOBJIEHHBIM IIpaBHiaM; 2) yCTaHOBJIECHUE
KOJIMYEeCTBA U COCTaBa JOKYMEHTOB B EIUHUIAX ydeTa U
(ukcanus MPUHAUIOKHOCTH KaXJOH COWHHUIBI ydeTa K
OINIPEZICTICHHOMY KOMIUIEKCY M OOIIeMy HX KOJIMYECTBY B
VYeTHBIX AOKYMEHTaX; 3) YYeTHBIH IOKYMEHT, COICpKallliid
Ha3BaHUE, CBEACHHS O KOINYECTBE, COCTaBE JOKYMEHTOB (hOHAA
M MECTe €ro  XpaHCHWs, INpEeIHA3HAYEHHbIH Ul
[EHTPAIM30BAHHOTO  ydeTa JOKYMEHTOB; 4) TepedeHb
odunMaNnbHBIX HAaMMEHOBAaHWN XpPAHSAMIUXCS, BBIOBIBIINX U
MOCTYNAIOIINX apXUBHBIX (DOHJOB B TIOpPSAKE BO3pacTaHMs
INPUCBOGHHBIX UM  HOMEpOB; 5)  MHpeayCMOTpEHHbIE
HOPMAaTUBHBIMU  JTOKYMEHTAMU  YCJIOBUS  HMCHOJb30BAHUSA
apXMBHBIX U KOH(HICHIMAJIBHBIX NOKYMEHTOB; 6) LudpoBoe
n/unu OyKBeHHO-IM(pPOBOe 0003HAUCHHUE Jeia B HOMEHKIIATYpe
JIeTl OpraHU3aliy, HAHOCUMOE Ha ero OoOJOXKY; 7) CBOWMCTBa
JIOKyMEHTa, OOYCJIaBJIMBAIONINE €r0 KyJIbTYPHOE, HaydHOE H
T.I. 3HaUCHHWE; §) BOCCTAHOBJIECHHE IE€PBOHAYAIBHBIX WIIH
ONMM3KUX K TEePBOHAYATIBHBIM CBOWCTB M BHEIIHUX IIPU3HAKOB
ApPXMBHOTO JIOKYMEHTA, IIOBEPIIIETOCs IMOBPEKACHUIO WIN
paspyleHuo; 9) cpeacTBO TUPAXKHUPOBAHUSA TOKYMEHTOB; 10)
YYETHBIM JOKYMEHT, CONEPKallUil IEpeUeHb JTOKYMEHTOB JI€/1a
C YKa3aHUEM MOPSAIKOBBIX HOMEPOB TOKYMEHTOB, UX UHICKCOB,
Ha3BaHWM, JaT, HOMEpPOB JHCTOB; 11) mpuMeHeHue
nHopMaluK JOKYMEHTOB B KYJBTYPHBIX, HAay4YHBIX W T.IL
LEeJIsX, a TaKkKe JAJIsl 00eCTieYeHus] 3aKOHHBIX IPaB U HHTEPECOB
rpaxaad; 12) cHpaBOYHHK, B KOTOpPOM HH(pOpMaLuUs o
JOKyMEHTaX pacloloKeHa B COOTBETCTBHH C BBIOpAaHHOM
cxeMoil  kiaccupukammm; 13)  OOKYMEHT, IIOJHOCTBIO
BOCIIPOM3BOAIINI WHPOPMAIMIO TOAIMHHOTO JOKYMEHTa M
BCE €ro BHEUIHWE NMPU3HAKH WIM YacTb MX, HO HE MMEIOIINH
IopuAndeckod  cuibl;  14) n3MeHeHWe IepBOHAYalbHBIX
(hM3MKO-XMMHUYECKHX CBOWCTB JAOKYMEHTa ITOJ BO3JEiHCTBHEM
BHEIIHUX M BHYTpEHHUX (akTtopo; 15) mepBeld win
€JIMHUYHBIA  SK3eMIULIp oduuHManbHOro JoKymeHTta; 16)
IOpUJIMYEcKoe WM  (U3UYECKOoe JIMIO0, B JAEATEIBHOCTH
KOTOpOoro oOpasyercss JOKyMEHTalIbHBIM (oHxm; 17) cpencTtso
XpaHEHHs JOKYMEHTOB.

[To Beptukamm: 1) HBMKEHHWE NOKYMEHTOB B OpPTaHM3AlUU C
MOMEHTa WX CO3JaHHWS WM TIOJyYeHUs [0 3aBEpPIICHUS
WCTIONTHEHUS WITH OTIpaBieHuUs; 18) 3amuch y9eTHBIX TaHHBIX O
JIOKYMEHTE I10 yCTaHOBJICHHOU opme, pukcupyromas Gakt ero
CO3/1aHMs, OTMpaBJICHUS WIN MONy4eHus; 19) moxkyMeHT wiu
COBOKYITHOCTh JIOKYMEHTOB, OTHOCSIIIIUXCSI K OJJHOMY BOIIPOCY
WIN YYacTKy JEeSTENIbHOCTH M TIOMEIICHHBIX B OTICJIbHYIO
00610kKy; 20) opraHu3aIys Uik CTPYKTYpPHOE MOApa3/eieHHe,
OCYIIECTBIISIIONIEE JUIUTEIHHOEC WM TIOCTOSHHOE XpaHEHHE
OKOHUYEHHBIX JOKYMEHTOB C IIeNIbI0 MX HCIOJb30BaHus; 21)
CpPEICTBO KAacCOBOM OPITEXHUKH; 22) KONMS 4YacTH TEKCTa
JIOKyMeHTa, O(OpMIICHHAass B YCTaHOBICHHOM MoOpsake; 23)
CPEICTBO HM3TOTOBJICHUS H300pa3UTEIBHBIX JTOKYMEHTOB; 24)
CHCHHATEHO 000pYIOBAaHHOE TOMEIICHUE JUIT XPaHCHUs
ApXUBHBIX  JIOKYMEHTOB; 25) TOBTOPHBIH  SK3EMIUIAP
MOJUTMHHHUKA JOKYMEHTA, MMCIONINHA IOPUAHICCKYI0 CHITY; 26)
(uznueckoe WM IOPUANYECKOE JIMIIO, CO3/aBIIee JOKYMEHT;
27) opunnanbHBIA TOKYMEHT, IMEIOITHH I0PHIMYECKYIO CIITY U
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coJieprKalii HHPOPMAIIHIO O TIPeIMETE 3aIpoca, ¢ yKa3aHueM
MOMCKOBBIX JaHHBIX JOKYMEHTOB; 28) O0TOOp NOKYMEHTOB Ha
XpaHEeHUE WU K YHUYTOXKEHUIO, a TAKKe YCTaHOBJICHUE CPOKOB
UX XpaHEHUsS Ha OCHOBE MIPUHATHIX KPUTEPHEB.

Kpoccropa 2.
ITo ropmzonTanu: 1) HOPMATHUBHBIH MOKYMEHT, COACPKAIIN
CHCTEMaTH3UPOBAHHBIN TepeyueHb CTPYMIITUPOBAHHBIX

HalIMCHOBAHWH OOBEKTOB ¥ TIPHCBOCHHBIE WM KOJBI, 2)
HOPMAaTHBHBI  JIOKYMEHT, 3aKpeIUIonil  yHUDUKAIHIO
JIEITOTIPON3BOACTBA; 3) (HUKCcAnys HA MaTepPHAITLHOM HOCHTEIE
uHopmManm €  pPEKBH3HMTAMH, [T03BOJIAIOIIMMU ee
HICHTU(PUIIMPOBATH; 4) YCTAHOBJICHHE SAMHOOOPA3Us COCTaBa U
(opM  ympaBJICHUYECKHUX JOKYMEHTOB, CO3/[aBacMbIX IpHU
pElIeHuH  OMHOTHITHBIX  yIpaBieHueckux  (yHkuuii; 5)
uHpOpManuUs, PUKCHPOBAHHAS HA KAKOM-THOO MaTepHATLHOM
HOCHTEIIE.

ITo Beptukanu: 1) nudporoe obo3HadcHUE GOPM JOKYMEHTOB B
XO0Ie CcocTaBieHus KiaccupukaropoB uHbopmanuu; 6)
udposoe 0003HaYEHHE, SIBJIAIOLIEECS 3JIEMEHTOM
HUACHTU(QHUKAINNA OOBEKTOB B XOAE WX KIACCHPHUKAINU; 7)
MEKAYHAPOIHBIN JOTOBOP MO OMPEACICHHOMY BOMpPOCY; 8)
opraHu3anus WA CTPYKTYpHOE MoJIpa3ieNicHue,
OCYILECTBIIAIONICE TOJTOBPEMEHHOE MIIH MIOCTOSTHHOS XPaHCHHE
OKOHYCHHBIX JIeJ; 9) BHECCHHE  JIOJDKHOCTHBIM JIMIIOM B
oduIHaNbHbIe JOKYMEHTBI 3aBEIOMO JIOKHBIX CBEICHHU WU
WCIIPABJICHUN, UCKaXKAIOIINX UX ACHCTBUTEIBHOE COAECpPIKaHUE,
10) cuHOHMM cj10Ba 10roBOp; 11) TOKyMEHT, HOATBEP K TA0IINI
COOTBETCTBHUE MPOAYKIUH, IIPOIIECCOB U YCIYT YCTAHOBJICHHBIM
TpeOOBaHUSM.




0) Ilopsanok mpoBeaeHUs] MPOMEKYTOUYHON ATTECTALMHU, MOKA3aTeJIH U KPUTEPHH
OLICHUBAHMUS:

[IpoMexxyTouHast arrecTtanus MO JUCLHMIUIMHE «/OKYMEHTMpPOBAHHME YIPABICHUYECKOU
JIEATEIbHOCTU» BKIIFOYAET TEOPETUUYECKHUE BOIIPOCHI, ITO3BOJISIOIINE OLIEHUTh YPOBEHb YCBOCHUS
00yJarmUMUCs 3HAaHUH, U TPAKTHYECKUE 3aJaHUS, BBISIBISIFOIINE CTETICHh C(HOPMHUPOBAHHOCTH
YMEHHH U BIaJICHUN, IPOBOIUTCS B hopMe 3a4era.

3aueT Mo JaHHOW TUCIMIUIMHE TPOBOJUTCS B YCTHOH (opMe MO BOIpPOcaM K 3adery,
KOTOPBIN BKJIFOYAET OJUH TEOPETUYECKHUM BOIPOC U OJJHO MPAKTUYECKOE 3aJaHHE.

Iloka3aTesiu U KpUTEPUH OLIECHUBAHUSA

- «3aYTEHO» - BBICTABJISETCS IPU YCIOBUH, €CIIM CTYACHT IOKa3bIBA€T XOPOILINE 3HAHUS
yueOHOro Marepuaja IO TeMe, 3HaeT CYIIHOCTh AWCIUIUIMHBI, CBOOOIHO BBIMOJHSET
MIPaKTUYECKUE 3aJaHUsI.

[Ipu 3TOM CTYIEHT JIOTUYHO M MOCJIEA0BATEIbHO U3JIaraeT MaTeprall TeMbI, paCKpPhIBAET
CMBICJI BONPOCA, JaeT YJIOBJIETBOPUTEIBHBIE OTBEThl Ha JIONOJHUTEIbHBIE BOIIPOCHI.
JIONOMHUTENBHBIM  YCJIOBUEM TIOJIYYEHHUS OLICHKM MOTYT CTaTh XOpOIIWE YCHEeXH IMpu
BBIMIOJTHEHUH CaMOCTOSITENIbHOM M KOHTPOJIbHOM paboThl, CUCTEMaTHYecKasi akTUBHas paboTa Ha
MPaKTUYECKUX 3aHSATHUSX.

- «HE 3aYTEHO» - BBICTABIISIETCS MPHU YCIOBHH, €CJIH CTYJIEHT BIAJIEET OTPHIBOUYHBIMHU
3HAHUSIMU O CYIIHOCTH AWCIUIUIMHBI, JAET HEMOJIHBIE OTBEThl Ha BOIPOCHI M3 OCHOBHOM
JUTEPaTyphl, PEKOMEHAOBAHHON K KypCy, HE MOKET OTBETUTH Ha JIOMOJHHUTENIbHbIE BOMNPOCHI,
IIpeJJI0KEHHBIE IIPEToAaBaTeeM.






IIpunoxenne 3
MeToanyecKkue peKOMeHIaAUM 1JIsl CAMOCTOSITEIbHOM PadoThl CTY/IEHTOB

B mporecce BBINOTHEHHS CAMOCTOSITENBHOW pPAaOOTHI CTYAEHTHI JOJKHBI HAYUUTHCS
BOCIPUHUMATh CBEJEHHS Ha CIyX, (UKCHPOBaTh MH(OPMALIMIO B BHJE 3alucell B TETPaasX,
paboTaTh ¢ MUCbMEHHBIMU TEKCTAMH, CAMOCTOSITEIbHO U3BJIEKas U3 HUX I0JIE3HbIE CBEACHUS U
opopmisisi MX B BHUJE TE3UCOB, KOHCIIEKTOB, CHUCTEMaTHU3UPOBAaTh HMH(OpPMAlHMIO B BHIE
3aroJIHEHHsT TaOJIHII, COCTABICHUS cXeM. Ba)XHO HAY4NTHCS BBIACATH IJIABHBIE MBICIIH B JICKIIMU
npenogaBarenss JUO00 B MHUCHbMEHHOM TEKCTE; aHaJIM3UpOBATH SIBICHUS; OIpPENEIsITh CBOIO
MO3HIIMIO K TTOJIYYEHHBIM Ha 3aHATHUAX CBEICHUSIM, YETKO (pOpMyIHpOBaTh €e; apryMeHTHPOBATh
CBOIO TOYKY 3pEHUS: BBICKA3bIBATh OIICHOYHBIE CYXICHHS; OCYILIECTBIIATh CaMOAHAJM3.
HeoOxonnMo y4uuThbesl BIIaJieTh YCTHOW M IMCBbMEHHOW PEUbl0; BECTU JUAJIOT; y4acTBOBaTh B
JTUCKYCCUM;, PpAacKpbIBaTh COJIEpKaHUE H3y4aeMOd MpoOieMbl B MOHOJOTHYECKOW peyu;
BBICTYIIAaTh C COOOIIECHUSIMU U TOKJIaJaMH.

Koncnexr nexuuu. CMbICT IPUCYTCTBUS CTYACHTA HA JIEKIUU 3aKIF0YAET BO BKIIOUECHUHU
€ro B aKTUBHBIM MPOLIECC CIYIIAHUS, TOHUMAHUSA U OCMBICIEHHUSI MaTepHalia, OJArOTOBJIEHHOIO
npenogaBaresneM. JTOMY CIOCOOCTBYET KOHCIEKTHMBHAs 3alKCh MOJIYYeHHOW MH(pOpMaluu, ¢
MIOMOILIBIO KOTOPOM B JaJIbHENIIIEM MOYKHO BOCCTAHOBUTH OCHOBHOE COZEPKaHUE ITPOCITYILIaHHON
JEKLUU.

JJ1st ycTienHoro BBIMIOJIHEHUS ATOU PabOThl COBETYEM:

- TIOJArOTOBUTH OTJIEIbHbBIE TETPAIU ISl KXKAO0I0 MpeaMeTa. 3aluch B HUX JIy4llle BECTU
HA OJHOW CTOPOHE JHCTa, 4YTOObI MO3JHEe Ha YHCTON CTpaHHIIE 3amucaTh JOMOJHEHHUS,
YTOYHEHMSI, 3aME€UYaHusl, a TaKKe cOOCTBEHHbIE MbICIU. C IOMOIIbIO Pa3HOLBETHBIX PY4YEK WU
db1oMacTepoB MOKHO OyIET BBIICIUTH 3ar0JIOBKH, Pa3Aelbl, TCPMUHBI U T.].

- HE 3alMChIBaTh MOJPSI BCE, YTO TOBOPUT JieKTop. CrapaiiTech BHayajle BHICIYIIATh U
MOHATh MaTepual, a 3aTeM YK€ 3a(pUKCHUpOBaTh €ro, He YyMyCKas OCHOBHBIX IOJIOKCHUU U
BbIBOZIOB. CoxpaHsiiTe JIOTUKY u3yioxkeHus. OOpaTuTe BHUMaHUE HAa HEOOXOIUMOCTh TOYHOMU
3allMCU ONIPENEIICHUN U IIOHITUH.

- OCTaBUTh MECTO Ha CTpaHMIlE CBOOOJHBIM, €CIM HE YCIEIH OCMBICIUTH U 3a-NUCaTh
yacTh uHpopmaruu. [1o OKoHYaHHIO 3aHATHS C TIOMOIIBI0 OJJHOKYPCHUKOB, TIPETIOAaBaTeNsl WK
yueOHHUKa Bbl CMO’KETE€ BOCCTAHOBUTH YIYILIEHHOE.

- yIeNsITh BHUMaHNUE TpaMOTHOMY oopmiieHuto 3anuceil. Hayunrecs rpaguiecku scHO U
yI0OHO pacnojiaraTb TEKCT: BBIWIECHATH a03allbl, MOJAYEPKUBATh TJIaBHBIE MBICIH, KIIOUYEBBIE
CJI0Ba, IOMENIATh BBIBOABI B paMKH U T.J1. HemanoBaxkHOe 3HaUeHUE UMEET U YETKasl CTPYKTypa
JIEKIUHU, B KOTOPYIO BXOIMT IIJIaH, JOTHYECKHU BBICTPOCHHAsI KOHCTPYKLIHS OCBEILEHUS KaXa0Tr0o
MyHKTa IJIaHa C apryMEHTaMU U J0Ka3aTelbCTBAMM, Pa3bICHEHUSIMU U NMPUMEpPAMHU, a TaKkKe
CIIUCOK JINTEPATYpPHI 110 TEME.

- HAYYUThCS TUCATh Pa300punBO U ObIcTpo. UTOOBI B AanbHEHIIIeM HE TPATUTh BpeMs Ha
pacmiipoBKy COOCTBEHHBIX 3alMCEd, CIENUTE 3a aKKypaTHOCTbIO IOYepKa, HE IKOHOMBTE
Oymary 3a cuyeT YIUIOTHEHUs Tekcra. KoHcmekTtupys, Mosb3yidTech OOLIEPUHITHIMU
COKpAILLEHUSIMU CJIOB U YCJIOBHBIMHU 3HaKaMH, €ClId €CTh HEe0OXOJIMMOCTb, TO MpU-TyManTe
COOCTBEHHBIE COKpAILEHUS.

- YMETh OBICTPO U YETKO MEPEHOCUTh B TETpadb rpaduyeckue puCcyHKH U Tadbnuubl. s
ATUX 1EJE€ MPUTOTOBBTE MPO3PAUYHYIO JIMHEUKY, KapaHJall U pe3uHKy. CTapailTech Kak MOXXHO
TOYHEE CKOMUPOBATh U300pakeHue ¢ JOCKU. Eciu HarysIHbIM MaTeprai TpyAHO BOCIIPOU3BOIUM
B YCJIOBUSX JIEKIIMH, TO CJIEIaliTe €ro CIIOBECHOE OMHCaHUe ¢ 0000IIAIONIMMHU BBIBOAAMHU.

- IPOCMOTPETh CBOM 3alHUCH IOC/Ie OKOHYaHMs Jekuuu. [loguepkHuUTe U OTMEThTE
pa3HbIMH I[BeTaMH (hrromMacTepa BayKHbIE MOMEHTHI B 3amucsX. VcrpaBbTe HETOUHOCTH, BHECHUTE
HeoOxoauMble AonoyiHeHus. He TpatbTe BpeMst Ha mepenuchiBaHNe KOHCIIEKTa, €CIIM OH OKa3aJics
HE cOBCeM yJadHbIM. COBEPIIEHCTBYHUTECH, 3aIIMCHIBAsI TOCIIEYIOIINE JIEKIUH.



IToaroroBka Kk cemMMHapckuM 3aHsATHsIM. CeMuHap — OIWH W3 OCHOBHBIX BHJIOB
MPAKTUYECKHUX 3aHATUH MO0 T'YMaHUTapHBIM AucUUIIMHAM. OH ImpelHa3HayeH s yriIyOJIeHHOTo
U3y4eHHs OTJENBHBIX TeM U KypcoB. Ilo ¢opme npoBenenns ceMuHapbl OOBIYHO MPECTABISIOT
co00ii perieHue 3aaa4, o0CykIeHUE T0KIa10B, Oecey Mo MIaHy WIH JUCKYCCHIO 10 IIpobiieMe.

[TonroroBka K 3aHATHAM 3aKJIHOYAETCs, IPEXKIE BCEIO, B OCBOEHUH TOI'O TEOPETUYECKOTO
MaTepuaia, KOTOpbIi BBIHOCUTCS Ha oOcyxieHue. /g 3Toro HeoOXOJUMO B IEPBYIO OYepeab
NepeynuTaTh KOHCIEKT JIEKIIUH WIN pa3Jieibl yueOHUKA, B KOTOPHIX MPUCYTCTBYET YCTAHOBOYHAS
uHpopmanusa. M3yueHne pekoOMEHJ0BAaHHOM JIUTEPAaTypbl HEOOXOIUMO CIeNaTh MaKCHMAalbHO
TBOPUYECKU — HE MPOCTO YKJIA/bIBas B NaMATh HOBBIE CBEICHMS, a OCMBICIMBAs U aHAIU3UPYS
MaTepuain. 3aKpenuTh CBOM 3HAHUS MOXKHO C TOMOIIbIO 3alUCEH, BBHIMUCOK WU TE3HCHOIO
KOHCIIEKTA.

Eciu cemunap mnpencTaBieH AOKJIaJaMH, TO OCHOBHAas OTBETCTBEHHOCTh 3a €ro
IIPOBEJCHUE JIEXKUT Ha JoKiIaquukax. Kak cenars 3To ycnemHo cMoTpuTe B paszeie «/Joxmany.
OpnHako poiib OCTaJbHBIX YYACTHHUKOB CEMUHApa He JOKHA ObITh MaccUBHOW. CTyneHTHI,
IIPOCIIYIIAB JO0KJIaJ, 3alMCBhIBAIOT KPATKO IVIABHOE €r0 COAEP)KAHUE U 33/1al0T BBICTYNAIOILEMY
YTOYHSIOIIME BONpocoB. Uem Gosiee 0OcHOBATENbHOM Oblja JOMAIIHS [TOATOTOBKA O TEME, TeM
aKTHBHEE IPOMCXOAMUT OOCYX JAeHHEe NpoOiieMHbIX BompocoB. Ha cemuHape Bcsuecku
MOOUIPSAETCS. TBOpYECKasi, CaMOCTOATEIbHAs MbICIb, JAaeTcd BO3MOXHOCTh BBICKA3aTh
KPUTHYECKHE 3aMEUYaHUsl.

becena mo mmany mpezacTaBinseT coOOM 3apaHee IMOATOTOBIEHHOE COBMECTHOE
00-Cy)XJIEHHE BOIIPOCOB TEMBI KKIBIM U3 YYaCTHHKOB. JTa (popMa morpedyeT OT CTyIEeHTOB He
TOJIBKO XOpOIIEH CaMOCTOSITENFHOM MPOPAaOOTKU TEOPETUYECKOro MaTepuaia, HO U yMEHHe
y4acTBOBaTh B KOJUIEKTUBHOM JUCKYCCHM: KpPaTKO, YETKO M ACHO (POpMYIHpOBaTh U U3jaraTh
CBOIO TOYKY 3pEHHsI TMepell COKYpCHHKAMM, OTCTauBaTh I[IO3UIMI0O B HAy4yHOM CIIOpE,
IPUCOEAUHSTHCS K Uy’)KOMY MHEHUIO WM ONIIOHUPOBAThH APYTUM YYaCTHUKAM.

Pedepat — camblii IpocTOl ¥ HAaMMEHEE CaMOCTOSITENbHBIN BUJ MUCbMEHHOU PalbOTHI.
CyTb €ro cocTOUT B KPAaTKOM H3JIOKEHUM COJEPKAIMXCS B HAy4YHOH JUTEepaType B3IJSA0B U
uje no 3aganHoi Teme. Pedepar He TpeOyeT OpUrMHATBLHOCTH U HOBU3HBL. B HeM olieHuBaeTcs
YMEHHUE CTyJIeHTa paboTaTh C KHHUTOW: BBIACHATH W (POPMYIUPOBATH MpoOieMy, OTOMpATh
OCHOBHBIE TE3HCHI M BCIIOMOTATEIbHBIC JaHHBIE, TOTUYECKH BBICTPAMBAaTh MaTepHall, TPaMOTHO
0(QOpPMIISITh HayUHBIH TEKCT.

CryneHtaMm npezsaraercs J1Ba Buia pedepatHbix padboT:

PedepupoBanne HayyHOW JUTEpaTyphl MPEICTaBISIET COOON COKpALIEHHOE H3JI0KEHUE
COJIepKAHUsl CTaThU MJIM KHUIM C OCHOBHBIMM CBEIEHUSIMHM W BbIBOJAaMH. Takue pedeparbl
aKTyaJIbHbI TOT'/1a, KOTJla B IOPUIMYECKUX MCTOYHHUKAX MOSBISETCS HOBBIM TEOPETHUECKUN WU
OpakTUYeCKUd MaTepuan 1o uszydaemod Teme. OT cTyAeHTa TpeOyercs, BHUMATEIbHO
03HAKOMUBIUINCH C IEPBOMCTOYHUKOM, MAaKCUMAaJIbHO TOYHO M TIOJHO MEPENaTh €ro coJiep:KaHue.
Jns storo uenecoobpazHo BbIOpaTh (oOpMy IMOCIEAOBATENBHOIO HM3JI0XKEHUS MPOYUTAHHOU
KHUTH, HE MEHssI ee oOlui TiaH ¥ CTPYKTypy (TUiaBbl, pasnensl, naparpadsi). HeoOxomaumo
COXpaHUTh JIOTUKY TIOBECTBOBAHUS M TM03a00THTHCS O CBA3HOCTH TEKCTa. ABTOpPCKHE,
OpUTHHAJIbHBIE M HOBATOPCKHE MBICIM M UAEU JIyyllle MepefaBaTb HE CBOMMHM CIIOBaMH, a C
oMol uTHpoBanus. O0beM pedepara OyAeT omnpenensaTbes COJepKaHWEM HCTOYHUKA, a
TaK)Ke €ro Hay4HOM M MpaKTU4YecKoi 1eHHocThio. Ho B 11060M ciyyae mpennodTeHne oTAaeTcs
KPaTKOCTH U JIJAKOHUYHOCTH, YMEHHUIO OTOUPATh TJIaBHOE U 0CBOOOXKIAThCS OT BTOPOCTEIIEHHOTO.

Pedepar mo Teme  mpencraBiser 0030p HAYYHBIX B3[VISIOB W KOHIICTIIMHM TIO
po0JIeMHOMY BOIIPOCY B U3y4aeMoil Teme.

- Ecnu BaM mpejuiokeHa Tema Takoro pedepara Ha BbIOOP, TO MPEANOYTEHHE CIIETYET
OTJaTh TOH, KOTOpas i BaC MHTEpeCHa Wi 3HakoMma. OHa He J0JKHA ObITh OYEHb CIIOXKHON U
00BEMHOI, B TPOTUBHOM ciy4ae pedepar Oy1eT HaloMUHATh KypCOBYIO padoTy.

- Jlns moArotoBku pedepara CTYIEHTY HEOOXOJUMO CaMOMY MIH C y4acTHEM
MpenoiaBaresns moaoopatk uCTouHUKH HHpopmaruu. Cieayer mo3ab0TUTHCS, 9TOOBI B BallleM
CIHMCKE OKa3aJWuCh HE CllyyailHble, a ILIeHHble B HMH(OPMAIMOHHOM IUIaHE KHUTU. MOXKHO
BBIMIOJHUTH paboTy, OOpaTUBLINCH U K OJHOMY HCTOYHHUKY — IOCOOHMIO, MOHOTrpaduw,



uccienoBanno. Ho mydiie, eciiu BB 00paTUTECh K JBYM-TPEM HAYIHBIM TPYAAM — 3TO MO3BOJIHT
MPEJICTaBUTh MPOOJIEMY C HECKOJIBKHX TOUYEK 3pEHUS U BHICKA3aTh JTUYHbIC IPEATIOYTCHHUS.

- OTHUM U3 TJIABHBIX KPUTEPHEB OIEHKU pedepara OyAeT COOTBETCTBUE €ro COJIePKaHuUs
3asBiieHHOM Teme. [l 3TOro Oerjo O03HAKOMUBLIMNCH C IEPBOMCTOYHHKAMH COCTaBBTE
MpeIBapUTENbHBIN TIaH Oymaymiero pedepara, 0003HAYMB B HEM NPHHIUINUAIBHO BaKHBIC
MOMEHTBHI U 3Tanbl ocBenieHus mpoodiemMsl. [locie Toro, kak y Bac mosiBITCA paboyue 3arucu 1o
pe3yibTaTaM W3Y4YCHHsI HAyYHOW JIMTEpaTypbl W OOIIMpHAas WHQPOpPMAIMS MO TEME B IEJIOM,
MOKHO OyzIeT CKOppeKTHpoBaTh oOmwmili miuaH pedepara. Crapaiitech mpu paboTe HaJl HUM
TIIATENTFHO W30aBISATHCS OT «HBJIMIIECTBY»: BCSIKOTO poja aOCTPaKTHBIX pPAaCCyKICHHM,
Ype3MepHBIX MOAPOOHOCTEH U MHOTOYMCIECHHBIX MPUMEPOB, KOTOPHIE «Pa3MBIBAIOTY) TEMY HIIU
YBOJSAT OT HEE.

Crpykrypa pedepara BKIOYaeT B ceOd BBEACHHE, OCHOBHYIO 4acTh M 3akitoueHue. Bo
BBEJCHUU (OPMYIUPYIOTCS LEIH W 3aJa4d padoOThl, €€ aKTyaJdbHOCTh. OCHOBHAs YacTb
IpeJCTaBIsieT co00i Mocae0BaTeIbHOE U apTyMEHTUPOBAHHOE H3JIOKEHUE PA3IMYHBIX TOYEK
3peHusl Ha MpoOiieMy, €€ aHaiu3, MpearoiaraeéMble MyTH pelleHus. 3akiIo4YeHue 0000maer
OCHOBHBIE MBICIH WM OOOCHOBBIBAET MEPCHEKTUBBI AallbHEHIIEro uccienoBaHusi TeMol. Ecnu
pedepar mocTaTouHO OO0BEMEH, TO TOTpeOyeTcs pasleleHHe TEeKCTa Ha pas3ueisl (TJIaBHI,
naparpadsl). MmrocTpaTUBHBIN MaTepuan — TaOIHIIbI, CXeMBbI, TpaQKu — MOTYT pacrojaratbcs
KAaK BHYTPH OCHOBHOM 4aCTH, TaK U B paszeine «lIpumoxenuey.

O6beMm pedepara 3aBUCUT OT LieJei U 3aa4, perraeMbix B padbote — oT 5 10 20 cTpaHuly
MAaIIMHOIMCHOTO TEKCTa uYepe3 JiBa MHTepBaja. Eciau B 3alaHuu, BBIJAHHOM IIPENOAABAaTEIEM
00BEM HEe OrOBapUBaeTCs, TO CIEAYET UCXOIUTh U3 Pa3yMHOH 11e1eCO00pa3HOCTH.

B pedepare B 00s3aTenbHOM MOPAIKE DPA3MEUIAIOTCS THUTYJIBHBIA JIHCT, IUIAH WIIH
orjaBiieHHE PabOThI, a TAKXKE CIHCOK UCIIOJIb3yEeMOil TUTEPATYPHI.

OOBIYHO pedepaT MOKET 3a4UTHIBACTCS KaK IMHCbMEHHAas paboTa, HO HEKOTOpPHIC
MpenofaBaTeNid MPAKTUKYIOT MYyONUYHYIO 3alIuTy pedeparoB WU HUX «O3BYYHMBAHUE)» Ha
CEMHUHAPCKHX 3aHATHIX. B 3TOM citydae HEOOXOAMMO MPHIIOKHUTh JTOTIOTHUTEIBHBIC YCHIIUS JITIS
MOJATOTOBKU MyOJIMYHOTO BRICTYILICHUS IO MaTepuanam pedepatHoi paboThI.

Jlokaan mpeacTaBiseT co0oil  ycTHyH ¢opMy coobmeHuss uHpopmanuu. OH
HCIIONIL3YETCS B BYy3€ Ha CEMUHAPCKUX 3aHATUSAX U HAa HAYYHBIX CTYJACHUYECKUX KOH(PEPEHIIUSX.

[TonroroBka J0KIaAa OCYIIECTBISETCS B JIBa ATana: HalMCAaHUE MHUCbMEHHOI'O TEKCTa Ha
33/IaHHYI0 TE€MY W MOJArOTOBKAa YCTHOTO BBICTYIUIEHMS Mepel ayIuTOpHEH ciymareneil ¢
OCBEIIeHUEM ITOU TeMbl. [[ucekMeHHbIi qokinan odopmisercs Kak pedepar.

[Tpu paboTe HaI AOKIAIOM CIEAYET YUeCTh HEKOTOPhIE CelM(PHUIecKre 0COOEHHOCTH:

eO0beM JOKIaJa JOJDKEH COIJIACOBBIBATBCA CO BPEMEHEM, OTBEIACHHBIM JUIS
BBICTYIUICHUS.

o[lpu BbIOOpPE TEMBI HYXHO YYHTHIBAaTh HE TOJBKO COOCTBEHHBIE WHTEPECHI, HO U
MHTEpEChl TMOTEHIMANBHBIX CclymaTteneid. Bamme cooOreHne HeoOXOIUMO COTJIacOBHIBATH C
YpOBHEM 3HaHUM U MOTpeOHOCTEN MyOIHUKH.

e[loAroTOBNIEHHBI TEKCT JOKJIaAa JOHKEH XOpOIIO BOCIPUHUMATHCS Ha ciyx. [axe
ecyii 0TOOpaHHBIM BaMM MaTepuall CJI0KEH M HEOJHO3HAUY€H, TOBOPUTH JKEJATEIIbHO MPOCTO U
SCHO, HE TIEperpykasi pe4b HayKoOOpa3HbIMU 000pOTaMH U CHeU(PUIECKUMH TEPMUHAMH.

CrnenyeT OTMETUTD, UTO UHOTAA MPENOAaBaTeNb HE TPeOYeT OT CTYJIEHTOB MMCbMEHHOTO
BapHaHTa JOKJIAJla U OIEHHWBAET WX PabOTy MCKIIYUTEIHHO MO YCTHOMY BBHICTYyIUIEHHIO. Ho
3HAUYUTENFHO Yallleé MTUChMEHHBIN JOKJIAJl TIPOBEPSETCS U €ro Ka4eCTBO TaK)KE OIEHUBACTCS B
Oamnax. BHe 3aBUCHMOCTH OT TOTO, HY)KHO MJIM HE HY)KHO OYyJeT claBaTh Ha MPOBEPKY TEKCT
OyIylmiero BBICTYIUICHHS, COBETYEeM HE OTKa3bIBaThCSA OT MUCHMEHHOW 3alUCH JIOKJIana. JTO
MOMOXeT M30eX)aTh MHOTUX OIIMOOK, KOTOPBIE CIy4aloTCs BO BpeMs YCTHON HMMIIPOBHU3AIUU:
OTKJIOHEHHE OT TEMbI, HApYIIEHUS JJOTUYECKON MOCIeI0BaTeIbHOCTH, HEOpEKHOE 0OpalleHne ¢
[UTaTaMH, 3JI0yNOTpeOIeHne AeTalsIMU U T.J. ECITH BBI XOPOIIIO BiIaJeeTe HaBbIKaMU CBOOOIHON
peurn W o0namaere BBICOKOW KyJAbTYpOW MBIIUICHHUS, TO 3aMEHUTE NHUChMEHHBIN JOKJIaJ
cocTaBieHreM Te3ucHoro miaaHa. C ero moMompi 3aUKCHpYHTEe OCHOBHBIE MBICIH U HJIEH,



BBICTPOINTE JIOTUKY IOBECTBOBAaHUS, OTOEpPHUTE SpKHWE U TOYHBIE HpPUMEpBI, chopmynupyiite
BBIBO/IBI.

[Tpu MOArOTOBKE K YCTHOMY BBICTYIUICHHIO BO3bMHUTE Ha BOOPYKEHHE HEKOTOPBIE COBETHI:

o Jlyyminii BapuaHT BBICTYIUICHUS TEpell ayauTOpUeil — 3TO cBOOOAHAs peub, HE
OCIIO’)KHEHHAas 9TeHueM Tekcta. Ho ecnu y Bac He BBIpabOTaHO yMEHHUE 00IIaThCs ¢ myoIuKoi 6e3
OyMaxxKu, TO HE IBITAUTECHh CIENIaTh 3TO cpa3y, 0e3 moAroToBku. OcBauBaTh ATOT OIMBIT HYKHO
MOCTETNEHHO, OT JAOKJIa/a K JIOKJIay yBEJTHUUBas 00beM peun 0e3 3arisiibIBaHus B TEKCT.

o Ecnu Bbl HaMepeHbl CYUTHIBATH JTOKJIA C 3arOTOBJICHHBIX MHCHMEHHBIX 3aIHCEeH,
TO TOCTapailTech, YTOOBI YTEHHE OBLIO «XYT0>KECTBEHHBIM»: 0003HayaiTe may3o0il Joruueckue
nepexoAbl OT YacTH K YacCTH, BBLACISANTE MHTOHAIIMOHHO 0CO0O0 Ba)KHBIE MBICIH M apryMEHTHI,
BapbUPYHTE TEMIT peyH.

° Yuras nokiaa, He TOPOIUTECH, IEJIANTE 3TO KaK MOYKHO ClIOKoKHee. [loMHuTe, 4To
CKOpPOCTh TMPOU3HOIICHUS TEKCTa Mepe] CIyIIaTeIMU BCET/Ia JI0JDKHA OBITh 0oJiee MEIJICHHOM,
YeM CKOpOCTD Ballleil MOBCETHEBHOM PEUH.

o CBepbTe NHUCHMEHHBIH TEKCT C XPOHOMETPOM, JMJISi 3TOTO MPOYMUTANTE €ro
HECKOJIBKO pa3 ¢ CEKyHJ0MEPOM B pykax. B ciyuae, eciin JoKi1a] OKaXXeTCsl CIUIIKOM JUTMHHBIM
WIK KOPOTKUM, TMPOBEAUTE €ro PEeKOHCTPYKIHI0. OJHAKO BMECTE€ C COKPAICHUSMHU WU
JIOTIOJIHEHUAMM HeE «a10TepstiiTe» Temy. He nogmaBanTech HCKYIIEHUIO pacCKa3aTh BCE, YTO 3HAETE
— TIOJTHO ¥ TIOJIPOOHO.

o Ob6parure BHUMaHue Ha TeMOp M CHITy Bamero rosioca. O4eHb BaKHO, YTOOBI Bac
OBUIO CIIBIIITHO B CAMBIX OTIAJICHHBIX YaCTAX ayJAHUTOPUH, U TIPH 3TOM BBl HE «TITYIIWIN» BOJIH3U
BaC HaXOJSIIMXCs ciyiiarteneil. Bappupyiite TeMOp peuu, OH MPUAACT €l BBIPA3UTEIBHOCTh U
MIOMOJKET M30€KaTb MOHOTOHHOCTH.

o Cnepgute 3a CBOMMH KecTaMH. YUpe3MepHas >KECTHKYIALHUS OTBIIEKAeT OT
COJIep’KaHusl JIOKJIa/la, a MOJHOE €€ OTCYTCTBHE CHUXKAET JCWCTBEHHYIO CHUJY BBICTYILICHUS.
[Tocrapaiitech U30aBUTHCSI OT KECTOB, JIEMOHCTPUPYIOLIMX Ballleé BOJHEHHE (KOTAa KPYTSATCS
PYUKH, TepeOaTcs MyrOBHIIbI, 3aJIaMbIBAIOTCS NANbIIbl). Mcronb3yiiTe jkecThl — BhIpa3UTENbHEIE,
oTucaTeNbHbIE, MOIpaKaTeIbHbIC, YKA3YIOIINE — JJIS TIOJTHOTHI TIePelavur BaIlluX MBICIICH.

o YcTaHoBHTE 3pUTENBHBIN KOHTAKT ¢ aynuTtopueid. He ctout Bce BpeMs cMOTpEThH B
OKHO, OIYCKaTh IJla3a MM COCPeloTauuBaThCsl Ha TekcTe. CTapaldTech 3pUTEIbHO 0OLIAThCs CO
BCEMH CIIYIIATENISIMH, TEPEBOAS B3TJSI OT OJHMX K JApyruM. He oOpamiaiite BHHMaHuE Ha
OMO3/IaBIIMX W HE MpephIBaeTe CBOM JA0KJIa] 3amedaHussMu. Ho BMmecTe ¢ TeMm cieaute 3a
peakuuel myOJIMKK Ha Balle BbICTyIUIeHHE (0100peHHe, yCTaloCcTh, UHTEpEC, CKYKY) M €cCliu
CMOXeTe, BHOCUTE KOPPEKTHBBI B peUb C 11€JIbI0 MOBBILICHUSI HHTEPECa K €ro COJIepKaHMIo.

o OTBeuaTh Ha BOIPOCHI B KOHIIE BHICTYTUICHHS HA/I0 KPATKO, YETKO M YBEPEHHO, 0€3
JUMIIHUX MoJpoOHOcTel u moBTOpoB. IlocTapaiiteck mpeayranaTh BO3MOXHBIE BONIPOCHI CBOMX
ciymiatesneil u moAroToBUThCS K HUM 3apaHee. Ho ecnu ciyduTtes, 4To BBl HE 3HAaeTe OTBETA Ha
3aJJaHHbII BaM BOIPOC, He OOITECh B ’TOM MPU3HATHCS. DTO 3HAUYUTENBHO Jy4Ille, YeM OTBEYaTh
HE I10 CYIIECTBY WJIM OTIIYYHUBATHCS.

o [TpoBenuTe reHepaJbHYIO PEMETULMI0 CBOETo JOKJIaja Mepea APY3bIMU WIIH
OMU3KUMHU. DTO TMOMOXKET 3apaHee BBIABUTh HEKOTOpPbIE HEJOCTAaTKH — CTUIMCTUYECKU cialble
MecTa, TPYTHOIPOU3HOCHMBIE ClIoBa H (pas3bl, 3aTAHYTblE BO BPEMEHH YacTH H T.JI.
[Tpoananu3upyiite CBOIO TUKIUIO, MHTOHALNH, XkecThl. Crenaite Tak, YTOObI OHM IIOMOTally, a He
METIIAIN YCIIEITHO MPEICTABUTh MyOJIMKH MO OTOBICHHBI BaMH JTOKJIA].

IIpe3enTanusi — COBPEMEHHBIM CHOCOO YCTHOTO MJIM MUCBMEHHOTO IPEICTABICHUS
UH(POPMAIINHU C UCTIOIH30BAHUEM MYIIbTUMETUHHBIX TEXHOJIOTHA.

Cy1iecTByeTHECKOIbKOBAPHAHTOBIPE3EHTALIMH.

L Hpe3eHTauM${ C BBICTYINICHUEMIOKIaAYNKa
L Hpe3eHTauM${ C KOMMCHTAapUAMHUAOKIIaA4rKa
L4 HpeBeHTaHHfI JUIS CaMOCTOATECIIBHOI'O mpocMoTpa, KOoTOpas MOXET

JEMOHCTPHUPOBATHCS Mepes] ayAUTOpHel 6e3 yuacTHsl T0KIa uuKa.
[ToaroToBka mpe3eHTaMK BKIIOYAET B ce0s1 HECKOJIBKO 3TAIOB:
1. [ImannpoBaHue npe3eHTaluu



OT OTBETOB Ha ATH BOMPOCHI OYJIET 3aBUCETh BCE MOCTPOCHHUE IPE3CHTAINN:

o KaKOBO TPEAHA3HAYCHWE W CMBICT TMPE3CHTAIMH (IEMOHCTpAIHs Pe3yJIbTaTOB
HaY4YHOH paboThl, 3a1IUTa AUIJIOMHOTO MTPOEKTA U T.1.);

o Kakyl0o poib OyIeT BBIIOJNHATH TIPE3CHTAlMs B  XOJIE BBICTYIUICHHUS
(compoBOXkIEHHUE JJOKJIA/Ia WK €Tr0 WILTIOCTPAITH);

o KaKOBa I1eJIb Npe3eHTauuu (MHPOPMHUPOBaHUE, YOCKICHUE UIH aHAIIN3);

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

. KaKOB pa3Mep W cocTaB 3purteibekoir aynuropuu (10-15 ygenosex wim 80-100;

IPEenoJIaBaTesu, CTYACHThl WM CMELICHHAs ayJUTOPHUs).
2. CtpyKkTypHupoBaHUEHHPOPMALIUN

o B TPE3CHTAIlMK HE JOJDKHA ObITh MeHee 10 cnaiiiioB, a oOriee MX KOJIUYECTBO
npeBbImath 20 - 25.

o OCHOBHBIMH TPUHIUIIAMH TPU COCTABICHHH MPE3CHTAIMH JOJKHBI OBITh
SICHOCTh, HATJISIHOCTb, JIOTHYHOCTh U 3aTIOMUHAEMOCTB;

o Ipe3eHTANMsl TOJKHA UMETh CIICHApUN U YETKYIO CTPYKTYpY, B KOTOpO#l OymyT
OTPaKCHBI BCE MPUIHHHO-CIICCTBCHHBIC CBSI3H,

o paboTa HaJ Mpe3eHTAIMel HAUYMHACTCS IOCNIE THIATEIBHOTO OOTYyMBIBAHUS H

HarmuMcCaHuA TCEKCTa OOKJIazaa, KOTOpBIfI HCO6XO,Z[I/IMO p336I/ITB Ha (I)paFMeHTLI 1 0003HAYUTH
CBA3aHHBIC C KAX/JBIM U3 HUX 3aJa4u U HGfICTBH?[;

. NEpBBIA IIAar — STO ONpEeIeNIeHWEe TJIaBHOW HAEH, BOKPYI KOTOpOH Oyner
CTPOUTHCS MPE3EHTAIUS;
o yacTh HMH(OpPMAIMM MOXKHO TIEpEeBECTH B [BAa THIA HATJISAHBIX TTOCOOMIA:

TCKCTOBBIC, KOTOPBIC IMOMOTYT CIYWATCIAM CICAWUTH 3a XOJO0M Ppa3BCPThIBAHUSA APTYMCHTOB H
rpaduyeckre, KOTOpPbIE WJUIIOCTPUPYIOT T[JIABHbIE IYHKTBI BBICTYIUICHUSI U CO3/AIOT
HYMOIMOHAIBHBIE 00Pa3bI.

. CEOXKETBl MPE3CHTALMH MOTYT Pa3bsCHATh WIM HWUIIOCTPUPOBATH OCHOBHBIC
THIOJIOXKEHUSI IOKJIA/Ia B CAMBIX Pa3HOOOPA3HBIX BapUAHTAX.

OdeHb BaXHO HAWTH MpaBWIbHBIM OajgaHc MeXAY pPEUYbl0 JOKJIAaTuMKa |
CONPOBOXKIAFOIIMMH €€ MYJIbTUMEAMHHBIMH JIEMEHTaMHU.

JlsiaToronenecoodpasHo:

o OTIPEAeNUTh, YTO OyIET MPEACTABICHO Ha KaXKIOM claiijie, uTo OyAeT B 3TO BpeMst
TOBOPHUTHCS, KaK Oy/eT cAeNaH Nepexo K CIeayIIIeMy claiay;

L CaMbIC BAXKHBIC MACU U MBICIIA OTPAa3vuTb U HA cnal‘/'max " IPOU3HCCTH CIIOBAMH,
TOTJ]a KaK BTOPOCTETEHHbIE — IM0O0 cIoBaMH, JTHO0 Ha crlaiiax;

o nH(GOPMAIIIO HA ClIalijaX MPEACTABUTh B BUJE TE3UCOB — OHH COMPOBOXKIAIOT
MOAPOOHOE U3JIOKEHUE MBICIIEH BBICTYMAIOIIETO, a HE HA000POT;

o JUTSL pa3bsICHEHUS TOJOXKEHHUH TOKJIaa UCIOIb30BaTh pa3HbIe BHUJIBI CIAiIOB: C
TEKCTOM, ¢ TabIUIaMu, ¢ TUarpaMMamu;

o mro0as Mpe3eHTaIs JIOJDKHA MMETh COOCTBEHHYIO JIpaMaTypruio, B KOTOPOU

€CTb:

«3aBsi3Ka» - MPOOYXKIEHUE UHTEpeca ayTUTOPUU K TeMe COOOIIEHUs (SIPKUil HATJIsAHbINA
npuMep);

«pa3BUTHE» - IEMOHCTpALMsI OCHOBHOM HWH(pOPMAIIUHU B JIOTHYECKOH MTOCIEI0BATEIbHOCTH
(uepeoBaHME TEKCTOBBIX U IpaUYecKUX CIIaiI0B);

«KyJIbMHUHAIUS» - TIPEACTABIEHUE CaMOro TIJaBHOIO, HOBOTO, HEOXUAAHHOIO
(3MOIIMOHATIFHBIN PeYEBOM WM WILTIOCTPATUBHBIN 00pa3);

«pa3BsizKka» - HOpPMyTUPOBAHHE BHIBOJOB WM MPAKTUYECKUX PEKOMEHAAUHN (BUICOPSI).

3. OopmieHue npe3eHTauu

OdopmiteHne nmpe3eHTay BKII0YaeT B ce0sl CIEAYIONIYI0 00513aTebHY0 HH(POPMAIIHIO:

TUTyIBHBIN JTUCT

- IPE/ICTABIISET TEMY JI0KJIa/1a U UMs aBTOpa (UM aBTOPOB);



- Ha 3alIUTe KypCOBOH WM AMIJIOMHOW pabOThl YKa3bIBaeT (aMWIMIO M WHHUIIMAJIBI
HAYYHOTO PYKOBOJHTEIS MIIM OpTaHU3aINY;

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

[Inan BBICTYIUICHUS

- (hopMyIHpPyeT OCHOBHOE CO/Iep)KaHue JOKIaaa (3-4 myHKTa);

- (PMKCHPYET MOPSIIOK N3JI0KEHHS HHPOPMAINY;

ConepxaHue pe3eHTaluu

- BKJIFOUAET TEKCTOBYIO U TpaduuecKyro HH(pOpMaIHnio;

- WUTIOCTPUPYET OCHOBHBIE ITYHKTHI COOOIICHUS;

- MOXET MPEJICTABIATh CAMOCTOSATEIILHBIN BapUaHT JOKIA/A;

3aBepileHue

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

- MOKET BKJIFOYATh CIUCOK JIMTEPATYPHI K JTOKIATY;

- COAEPIKUT CJIOBA OJIAroJapHOCTH ayAUTOPHH.

4. Tuzaiin npe3eHTauuu

TexcroBoeodopmiieHHe

. He crouT 3amonHATh ciaai CIMIIKOM OOJbIIHNM 00beMOM HH(OPMAIIUH - JTyYlle
BCET0 3allOMHHAI0TCS He 6osiee 3-X (aKkToB, BHIBOJIOB, ONPEIEICHUH.

o OnTuManbHOE YUCIIO CTPOK Ha ciaiae — 6 -11.

o Kopotkue ¢pasbl 3anmoMuHarOTCs BH3yasbHO Jiydiie. [IyHKTBI mepedneil He
JIOJDKHBI TTPEBBIIATH IBYX CTPOK Ha (pa3y.

o HauOonpmas 3¢p¢GeKTUBHOCTh OCTUTAETCS TOTJa, KOIJa KIIOUEBbIE ITYHKTBI
0TOOpaXkaroTCs 110 OAHOMY Ha Ka)JIOM OTJICJIbHOM ClIaiifie

o Ecin TekcT cOCTOMT M3 HECKOJIbKMX a03aleB, TO HEOOXOIUMO YCTAaHOBHTH
Kpac-HyI0 CTPOKY U MHTEPBAJl MKy a03alamu.

o KnroueBble ciioBa B HH(GOPMALIMOHHOM OJIOKE BBIIENIAIOTCS LIBETOM, LIPU(TOM MU
KOMITO3UIIIOHHO.

o Wudopmanuio npeArnmodTuTeNbHee pacrojiaraTh TOPU30HTANBHO, Hambolee
BaXXHYIO - B LIEHTPE dKpaHa.

o He cnenyer 3moynorpeOisiTe OONBIIMM KOJMYECTBOM IPEAJIOrOB, Hapeuui,
IpUIaraTeabHbIX, BBOJHBIX CIIOB.

o [udpoBsle MaTepualbl JIydlle NpPEACTaBUTh B BHJE I'padMKOB M JHarpamMm —
TaOIUIBI ¢ HUGPOBBIMU TaHHBIMHU Ha CJIaiiie BOCTIPUHUMAIOTCS IJI0XO.

. HeobOxonnMo 0o0patuTh BHUMaHUE Ha TPAMOTHOCTh HamucaHus TekcTta. Omuoku

BO BC€Cb 3KpaH MPOU3BOAAT HCHPUATHOC BIICUATIICHHUC
HIpudroBoeodopmienue

o HIpudTe 6e3 3aceuex (Arial, Tahoma, Verdana) uurarorcs Jierde, 4eM rpoTECKH.
Henp3scMenmBaThpa3 IMIHBICTUIBIIIPU(PTOB B OTHOWIPE3CHTAIHH.

o HlpudToBOii KOHTpAacT MOXKHO CO3[aTh ITOCPEICTBOM pa3Mepa Impudra, ero
TOJIIIMHBI, HAYepTaHus, (POPMBI, HANIPABIICHUS U [BETA;

o s 3aronoBka roamtcsi pasMep mpudTa 24-54 myHkra, a ans Tekcra - 18-36
IYHKTOB.

o Kypcus, nmogdepkuBanue, XUPHBIA MPUQT UCIONB3YIOTCS OIPaHUYEHHO, TOJIBKO
JUTSl CMBICJIOBOTO BBIJIEICHUS (PParMEeHTOB TEKCTa.

o JI71s1 OCHOBHOTO TEKCTa HE PEKOMEH/TYIOTCS TPOITMCHBIE OYKBBHI.

L{BeToBOCOOpMIIEHUE

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

o [Ber mpudTa U 1BeT hoHa JODKHBI KOHTPACTHPOBATh — TEKCT JOJDKEH XOPOIIO
YHUTATHCS, HO HE pe3aTh Iasa.

o Jns pona mpeAnoyTUTENHHEE XOJIOHBIE TOHA.

. CymiecTBYIOT He codeTaeMble KOMOMHanuu 1BeToB. OO0 3TOM MOXHO y3HaTh B

CIeLMaJIbHOMN IUTEepaType.



. UepHblii 1IBET HMMEET HETAaTUBHBIA (MpauHbIi) HOATEKCT. benblii Ha YepHOM
YUTAETCS IIJI0XO.

o Ecnu npe3enrtanus 6obliiasi, TO €CTh CMBICH Pa3AEIUTh €€ Ha YacTH C TIOMOIIBIO
[[BETa — Pa3HbI{ IIBET COCOOEH CO3AaBaTh PAa3HbIM YMOLMOHAIBHBIN HACTPOH.

o Henb3st BEIOUpaTh (GOH, KOTOPBINA COAEPKUT aKTUBHBIN PUCYHOK.

Komnozunmonnoeopopmienue

o Cnenyer coOmonate enuHblii ctuib odopmieHus. OH MOXKET BKIIOYATh

ompeeNeHHbI MPUQT (TapHUTYpA U 1BET), (OH 1[BeTa WU (DOHOBBIA PUCYHOK, JEKOPATHBHBIN
3JIeMEHT HeOOJIBIIOro pa3mMepa u T.1.

o He npuemmnemsl cTHIIN, KOTOPBIE OYAYT OTBIEKATH OT MPE3CHTAIIHH.

o KpyrmHbie 00bEKTHI B KOMITO3UITUU CMOTPSITCS HEBAXKHO.

o Bcnomorarenbnas  wHpopMarus  (yIpaBisionie KHOMKW) HE  JOJDKHA
npeo0aaaTh HaJl OCHOBHOM (TEKCTOM M WILTIOCTpAIuei ).

o Jlist cepbe3HOl Mpe3eHTai OTOMPAIOTCS 1IA0JIOHBI, BBHITIOJHEHHBIC B JCIIOBOM

CTHIIE.

AHuMannoHHoeohopMIIeHNE

o OcHOBHasl poJib aHWMAIMK — JO3UPOBaHUS HHPOpPMAIUU. AyIUTOpPHUS, Kak
MPaBWIIO, JIydlle BOCIHPUHUMACT HWHMOPMANNIO TOPHHUSIMH, HEOOJIBIIUMUA 3PUTCIBHBIMU
dbparMeHTaMu.

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

o He crout 3m0ymnoTpedasiTh aHUMaIMOHHBIMU 3(eKkTaMu, KOTOpBIE OTBJICKAIOT OT
COJICpKAaHUS WM YTOMJISIFOT I1a3a YMTAIOICTO.

o Oco0eHHO HEXeNaTeIbHO YacTO€ HCIOJb30BAaHUE TaKUX aHUMAIlMOHHBIX
3¢ (eKTOB KaK BBIJICT, BpallleHUE, BOJHA, TOOYKBECHHOE TIOSIBIICHUE TEKCTA.

3ByKOBOCO(DOpPMIICHHE

o My3bIKQJIBHOE COMPOBOXKJICHUE TIPU3BAHO OTPA3UTh CYTh WM TOTYCPKHYTH

OCOOCHHOCTH TEMBbI Cjaiiia WM BCEH MpPE3eHTAllud, CO37aTh ONPEACICHHBIN dMOIMOHAIBHBIN
HACTpOM.

° My3biky 1erecooOpa3HO BKIIOUYaTh TOTJa, KOTJa TIpe3eHTauus uiaeT Oe3
CJIOBECHOT'O COITPOBOXKICHUSI.

° 3BYKOBOE COMPOBOKIACHHUE HCIIOIB3YETCS TOIBKO MO0 HEOOXOUMOCTH, IIOCKOJIBKY
naxke (oHOBas THXask My3bIKa CO31aCT M3JIMIITHUHA [ITyM U MEIIIAeT BOCIIPUSATHIO COJICPIKAHUS.

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

I'papmueckoeopopmieHue

° Pucynku, dororpaduu, aumarpaMmbl TpHU3BaHBl  JONOJHUTH  TEKCTOBYIO
uH(pOpMAaIIMIO UK TepeaaTh e€ B 0oyiee HATTSAHOM BU/IE.

° Henp3s mpencTaBisaTh pUCYHKH M (OTO TUIOXOTO KAa4eCTBA MM ¢ MCKAKCHHBIMH
TIPOTTOPIIUSIMH.

° KenarenpHo, uYTOOBI U300pakeHHME OBUIO HE CTONBKO (HOHOM, CKOJIBKO
WUTIOCTpAIlNel, paBHOW MO CMBICTY CaMOMY TEKCTY, YTOOBI MOMOYb IMO-HOBOMY TIOHSTH U
PacCKpBITH €TO0.

o Crnenyer u3beratb HEKOPPEKTHBIX HIUTFOCTPAIMi, KOTOpBIE HEMPAaBHILHO WIN
JIBYCMBICIICHHO OTPa)Kat0T CMBICT HH(GOPMAIIHIH.
o HeobxonuMo 1mo3ab0TUTBCS O PaBHOMEPHOM M PAIlMOHATBLHOM HCIIOIb30BAHUU

MPOCTPAHCTBA Ha CJaii/ie: eCu TEeKCT MEPBUYEH, TO TEKCTOBOH ()parMeHT pa3MeIaeTcs B IEBOM
BEPXHEM YTy, a TpadaecKuii pUCYHOK BHHU3Y CIIpaBa U HA00OPOT.

° NnntocTpauiii  peKOMEHJIYeTCsl  CONMPOBOXKJATh  MOSICHUTENbHBIM — TEKCTOM.
[Toamucu K KapTUHKaM JIy4YIlle BBIIOTHSATH COOKY WM CHH3Y, €CIIM 3TO TOJILKO HE Ha3BaHHE
caMoro ciama.



. Ecnu rpadudeckoe m3oOpakeHHe HCIONB3yeTcs B KadecTBe (OHA, TO TEKCT Ha
3TOoM (OHE TOHKEH OBITH XOPOIIIO YUTAEM.

TaOmuIel U CXEMBI

o He crout BCTaBIATH B MPE3CHTALUIO OOJIBIIME TAONHMIBI — OHU TPYIHBI IS
BocTpusTHA. Jlydnie3aMeHUThUXTpaprKaMu, TOCTPOCHHBIMIUHAOCHOBEITUX TAOHII.

o Ecnu Bce ke Tabnuily mokasath Hajo, TO CIEAYET OCTABUTh KaK MOXXHO MCHBIIIE
CTPOK U CTOJIOIIOB, 0TOOpaB ¥ pa3MECTUB TOJIBKO CaMble BaYKHbBIC JTAHHEIC.

o [Ip1 MCHONIB30BAHMU CXEM Ha ciaiiax HeoOXOAMMO BBIPOBHSTH PSIbI OJIOKOB
CXEMBI, PAacCTOSIHHE MeXIy OJOKaMHu, I00aBUTh COCAWHUTEIbHBIE CXEMbI TPU MOMOIIU
UHCTPYMEHTOB ABTODUTYD,

o [lpr co3maHuu cXeM HYXHO YYUTHIBATh CBSI3b MEXKIY COCTaBHBIMH YaCTSIMH
CXEMBI: €CITM OHHM PaBHO3HAYHBI, TO 3aMIOJTHSIIOTCS OJJHUM IIPHUPTOM, POHOM M TEKCTOM, €CIIU €CTh
nepBOCTENeHHAas HH(OpMaIys, TO OHAa BBLAEIAETCS OCOOBIM CHOCOOOM C  TIOMOIIBIO
OpraHU3aIMOHHBIX THArPAMM.

Aynuo u BuneoodopmiieHne

J Bugneo, kuHO M Tene marepuanbl MOTYT ObITh HCIOJIB30BaHbI MOJHOCTBIO WIIH
(parMeHTapHO B 3aBUCUMOCTH OT LI€JIeH, KOTOpPbIE IPECIIEAYIOTCS.

. [TponomxurenbHOCTh (hrIbMa HE JOJKHA MpeBbIaTh 15-25 MUHYT, a pparmenra
— 4-6 MUHYT.

. Henp3sa ucnonwp3oBaTh 1Ba (uibMa Ha OJHOM MEpPONPHUATHH, HO I10Ka3aThb

(dparmMeHTsI U3 ABYX (PMIIBMOB BIIOJHE BO3MOXHO.

IMoaroroBka Kk 3a4éTy / 3k3amMeHy. [ 0OTOBUTHCA K 3aUéTy / HK3aMEHY HYXKHO 3apaHee U B
HECKOJIBKO 3TanoB. J[JIs3Toro:

. [IpocmarpuBaiiTe KOHCHEKTHI JIEKIMI cpa3y Mocie 3aHATH. ODTO IOMOXET
pazo0paThCs C HEMOHATHBIMA MOMEHTAMH JICKIIMA U BOSHUKITUMHU BOIIPOCAMH, ITOKA €I JICKIIUS
CBCI)Ka B I[TaMJsITH.

. berno mnpocmaTpuBaiiTeé KOHCIEKTHl [0 Hayaja CIEAYIOLIEro 3aHATUA. JTO
MO3BOJIUT «OCBEXKHUTHY» MPEIbIAYIIYIO JIEKIHUI W MOATOTOBUTHCA K BOCIPHUATHUIO HOBOTO
Marepuania.

o Kaxxayro Heneno oTBoAUTE BpeMsl [Isl IOBTOPEHUS TPOHICHHOTO MaTepuraa.

HenocpencTBeHHONPUITOATOTOBKE:

o Yrops10ubTe CBOM KOHCIIEKTHI, 3aIACH, 3aaHHS.

. [IpukuabTE BpeMs, HEOOXOIMMOE BaM JUIsl TIOBTOPEHUSI KaxJI0i dactu (0JI0Ka)
MaTepuraia, BRIHOCHMOTO Ha 3a4er.

o CocTaBbTe pacucaHue ¢ y4€TOM CKOPOCTH TTOBTOPEHUS MaTepuana, Jjisi 4ero

o Paznenute Bompock! uist 3a4éra / SK3aMeHa Ha 3HaKOMBbIE (T10 JIEKITMOHHOMY KYpCY,

ceMHHapaM, KOHCIEKTHPOBAHUIO), KOTOPbIE MOTPEOYIOT JIMIIL MOBTOPEHHUSI U HOBBIE, KOTOPbIE
IIPUZIETCS OCBANBATh CaMOCTOATENBHO. HauHUTe ¢ TEM XOpOIIO BaM U3BECTHBIX U 3aKPEIUTE UX C
MOMOIIbI0 KOHCHEKTa M y4eOHUKA. 3aTeM IOMOJHUTE CBOM TEOPETHUECKUH OaraXx HOBBIMHU
3HaHUSMH, 0053aTEIbHO BOCIIOIb30BABIINCH PEKOMEH/I0BAaHHOM JTUTEpaTypoil.

o [TpaBUJIBHO HCIONIB3YHTE KOHCYJbTAllUU, KOTOpBIE MPOBOJIUT IPENOJaBATEINb.
[Tpuxoaure Ha HUX C 3apaHee MPOpabOTaHHBIMU CaMOCTOSITENIbHO Bompocamu. Bbl moxkere
MOJIyYUTh Pa3bsICHEHUE 110 NTOBOJY CJIOKHBIX, HE 10 KOHIIA MIOHATHIX TEM, HO HE PACCUUTHIBAITE
BO BpeMs KOHCYJIbTAllMU Ha HCUYEPIBIBAIOIIYI0 HH(OPMALIMU IO COIEPKAHUIO BCETO Kypca.



