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PaGouas mporpamma cocrasiiena Ha ociose PI'OC BO - GakanaBpuaT 110 HalpaBICHHIO
noaroroBku 38.03.04 ocyrapcTBeHHOE U MyHULHIIATBHOE YIIPABJICHUC (npuka3 MuHOOpHAYKH
Poccuu ot 13.08.2020 r. Ne 1016)

PaGouas —[mporpaMma paccMOTpeHa M OfoOpeHa Ha  3aCe/aHHH Kadenpbl
['ocyapcTBEHHOTO MyHHIMINATLHOTO YIPAB/ICHUS 1 YIPABICHHS IEPCOHATIOM
25.01.2022, mpoToxoi Ne Ne 2

3aB. kadenpoi e H.P. banbinckas
PaGouast mporpaMma 0400peHa METOAUIECKO# xomuccueit UouY
14.02.2022 r. mpotoxon Ne Ne 4

IIpencenareisb d H.P. Banbiackas
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PaGouast mporpaMma CoCTaBlIeHa: X s
! B.B. Uynpun
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PenieH3eHT: .
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JIner akryaauszanuu padoyeil mporpaMmbl

PaGouast mporpamMmma repecMoTpeHa, 00CyKaeHa u 0100peHa s peanusarnuu B 2023 - 2024
yueOHOM roly Ha 3acefaHuu kageapsl ['ocymapcTBEHHOTO0 MyHHUIIMIIAIILHOTO YIIPABICHUS U

IIporokom ot 20 1. Ne

3aB. kadeapoii H.P. BanbiHckas

PaGouast mporpamMma repecMoTpeHa, 00CyKaeHa u 0100peHa s peanuzarnuu B 2024 - 2025
yueOHOM roly Ha 3acefaHuu kageapel ['ocynapCTBEHHOTO MyHHIIMITAIILHOTO YIPABICHUS U

IIporokomor 20 1. Ne

3aB. kadempoii H.P. BanbsiHckas

Pabouas nmporpamma nepecMoTpeHa, oocyxaeHa u ogodpena st peanmsanuu B 2025 - 2026
y4eOHOM roy Ha 3acenaHuu kageapsl ['0CyIapCTBEHHOTO MYHHIIUIIAIBHOTO YIIPABICHUS U

IIporokomor 20 1. Ne

3aB. kadeapoii H.P. Banbinckas

Pabouas mporpamma nepecMoTpeHa, 00cyxaeHa u ogodpena st peamsanuu B 2026 - 2027
y4eOHOM rojy Ha 3aceqaHuu Kadeapsl ['0CyaapCTBEHHOr0 MyHUIIMTIAIILHOTO YIIPABICHUS U

IIporokomor 20 1. Ne

3aB. kadeapoii H.P. Bansinckas

Pabouas nporpamma nepecmotpeHa, oocyxieHa u ogodpena st peanuszanuu B 2027 - 2028
yueOHOM Trojly Ha 3acefaHuu Kadeapsl ['ocymapcTBEHHOTO0 MyHHUIIMITAIILHOTO YIIPABICHUS U

[Iporokom ot 20 1. Ne

3aB. kadenpoii H.P. banbiackas




1 Iles1u ocBOCHUS TN CHMILTHHBI (MOYJI51)

[lenbto 0cBOEHUS TUCUUIUIMHBI «JIOKYMEHTHPOBAaHUE YIIPABICHYECKOM 1eATEIbHOCTH
SBJISICTCS] U3YUEHHE TEOPETUUECKUX U MPAKTUUYECKUX OCHOB CO3/IaHUsI JOKYMEHTOB YIIPaBJICHUS;
rpaMOTHOH 1 3 (PeKTUBHON OpraHU3alluu COBPEMEHHOTO AEIONPOU3BOICTBA HA IPEANIPUATHSIX U
B OpraHU3alUsIX.

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

JucummuimHa  JIOKyMEHTUPOBAaHHME  YIPABICHYECKOM  JESATEIBHOCTH  BXOIUT B
00513aTeNIbYI0 YacTh YU€OHOTO IIaHa 00pa30BaTEIbHON MPOTrPAMMBI.

Jus  u3ydeHMs ~ OUCUMIUIMHBI ~ HEOOXOOUMbl  3HaHMA  (YMEHMs,  BIaJEHU),
c(OpMHUPOBAHHBIC B PE3YJIbTATE U3YUCHHSI JUCIUTUTUH/ IPAKTUK:

JlenoBasi KOMMYHHUKALUS HA PYCCKOM SI3bIKE

3Hanus (YMEHUs, BIAJCHHUSA), TOJNyYCHHbIE MTPH W3YYEHUH JAHHON TUCHMIUIMHBI OyIyT
HEO0XOAUMBI JUIsl U3yUSHUS IUCLUILINH/TIPAKTHK:

IIpoekTHas nEeATEILHOCTD

VYpaBieHue CTOMMOCTBIO KOMITAHUH

VYnpasiieHue NpoeKTaMu

Mertoasl NPUHATHS YIPABICHUYECKUX PEILICHUN

[IpaBoBeneHue

VYnpasienue pruHaHcaMu peIPUATUS

VYnpapiieH4ecKuil yueT U OTYETHOCTh

@duHaHCOBOE IUIAHUPOBAHUE U OI0/DKETUPOBAHHE

3 Komnerenuun ody4aromierocs, popMmupyemMbie B pe3y/ibTaTe 0CBOCHUS

AUCHUILINHBI (MOAYJIS) ¥ IJIAHUPYeMble Pe3yJIbTAThl 00y4eHu st

B pe3ynbrare ocBoeHUS AUCUMILIMHBL (MOAYIs) «JlOKyMEHTUpOBaHUE YIPaBIE€HYECKON
JEeSITeIbHOCTH 00yUaroIMics T0JDKEeH 001a1aTh CIISAYOIIMMI KOMIIETEHIUSAMU:

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

YK-4 Cnioco0GeH oCyIIecTBIATh I€JI0BYI0 KOMMYHHUKAIIMIO B YCTHON U MUCbMEHHOM (hopMax Ha
rOCYyIapCTBEHHOM si3bIKe Poccuiickoit deaepariiy 1 HHOCTPaHHOM(BIX ) sI3bIKe(ax)

YK-4.1 BeiOupaer ctuinb oOIIeHUST HAa PYCCKOM SI3bIKE B 3aBUCUMOCTH OT €U U
YCIIOBUHM MapTHEPCTBA; aJalTUPYET pedb M CTHJIb OOIIEHUS K CUTYyalusM
B3aMMOJECICTBUS

VK-4.2 Bener nenoByro nepenucky Ha pyCCKOM U MHOCTPAHHOM SI3bIKAX C YYETOM
O0COOEHHOCTEN CTUIIMCTUKH O(UUHMANIBHBIX MHCEM M COLUOKYIbTYPHBIX
pa3sIuIum

VK-4.3 BemmonHsieT  Ans AMYHBIX 0 HeNed  mepeBoJl  OPUIMATBHBIX U
MPOPECCHOHANIBHBIX TEKCTOB C HMHOCTPAHHOTO fA3bIKA Ha PYCCKUH, C
PYCCKOTO SI3bIKa Ha HHOCTPAHHBIN

YK-4.4 [Ty6audHO BBICTYHAET Ha PYCCKOM SI3BIKE, CTPOHUT CBOE BBICTYIJICHHE C
YYE€TOM ayJIMTOPHH U IIeJIA OOIIEHUS
YK-4.5 YCcTHO mpeacTaBisieT pe3ysibTaThl CBOEH NIESITEIBHOCTH HAa MHOCTPAHHOM

A3BIKE, MOXKCET ITOJACPXKATH PA3roBOP B XO€ UX 06CY)KI[CHI/I}I




4. CTpyKTypa, 00bEM U coep:KaHue TUCHUIIMHBI (MOAYJIs)
OO0mas TpyI0eMKOCTh NUCIHMIUIMHBI COCTaBIseT 3 3a4eTHhIX eauHull 108 akan. gacos, B TOM

qyuce:

— KoHTakTHas padora — 10,5 akaz. yacos:
—aynuropHas — 10 akaj. 4acos;

— BHeaynutopHas — 0,5 akaJi. 4acos;

— caMocTosTeNnbHas pabora — 93,6 aka. yacos;

— B (hopMe MpakTUUIECKOM o AroToBku — 0 akaj. gac

dopma arTecTaluy - 3a4eT

5

AynutopHast
KOHTaKTHas pabora

Paszen/ Tema (B akaz. yacax)

JUCHUITIINHBI

Kypc

11a0.
3aH.

MIPAKT.
3aH.

Jlek.

CamocrosTeabHas
paboTa cTymeHTa

Bun
CaMOCTOSITSIILHOM
paboThI

®dopma TeKyIero
KOHTPOJIsS
YCIIEBaEMOCTH U
MPOMEKYTOUHON
aTTeCTaluu

Kon
KOMIIETEHLIUN

1. TeOpeTI/ILIeCKI/Ie OCHOBbI
JCJIONPOU3BOACTBA OPraHU3aIIN.

11 HNudopmarnus, ee
KpUTEPHUHU. JlokyMeHT.
PexBuzur JIOKyMEHTA.
DyHKIMH JIOKYMEHTA.
IOpunnueckas cra
JIOKyMEHTa.
Jlenonpoun3BoacTBO,
JIOKyMEHTUPOBaHHUE.
JlokyMeHTallMOHHOE
obecrieyeHue  YIpaBlCHUS.
JloKyMeHTO000POT.
Knaccugpukanus
JIOKYMEHTOB.
Cranpapruzanus u
YHUOHKAWUS  JTOKYMEHTOB.
YHupuuupoBaHHas cucTeMa
JTIOKyMEHTAII! yCho).
CucrtemMbl  JOKyMEHTAlUU.
IIpuHLMBL
JIeTIOIPOU3BOCTBA.
HopmartuBHO-MeTotmuecKkas
6aza  OKyMEHTHUpPOBaHMS
yIpaBJIeHYECKOH
JeATeTbHOCTH
OpraHu3alnuu
JOKyMEHTaMHU.

25

paboTel  C

CamocTosTensHOe
u3ydeHue yueOHoi
U Hay4yHOH
JNTEPATYpPEI
Pa6oTa ¢
3NIEKTPOHHBIMH
6ubmrorekamMu

VYerHbIl onpoc.
IIpoBepka
HWHAWBHUIyaJIbHBIX
3aJaHUH.

VK-4.1, VK-
4.2, YK-4.3

Wroro no pazneny 1 1 25

2. O6ume mpaBmia 0pOpMICHHS
YIpaBJICHYECKUX JOKYMEHTOB




21 TOCT P 6.30-2003
«YHUPHULIHUPOBAHHBIC
CHCTeMBl  JOKyMCHTAIIUH.
YHuuduuupoBaHHas cUCTeMa
OpraHU3aIlMOHHO-
pacnopsiANTEIHHON
nokyMeHTtanuu. TpeOGoBaHus
K 0(pOpPMIICHUIO
nokymentoB". Pexpusut 01-
T'ocynapcrBenHslit repo PO.
PexBuzur 02- I'epo
cyObekTa PO u
MYHHIHTATEHOTO
obpazoBanus. Pexsuzut 03 -
OMmOnema opraHu3aluy WK
TOBapHBIM 3HaK. PexBu3ur
04- Koxa  opraHuzanum.
PexBusur 05- YkasaHue Ha
OCHOBHOM
rocyJapCTBEHHBII
PETUCTPALIMOHHBI ~ HOMEp
npennpustus. Pexkpusut 06-
Vkazanue Ha
UICHTU(QUKAIIMOHHBIH
HOMeEp
HAaJIOTOIlIaTeNbIINKA/KO
NPUYUHBl T[IOCTAaHOBKU Ha
yuer. Pexsusur 07- Kop

hopmbI JIOKYMEHTA.
PekBusur 08-
HaumenoBanue

opranuzanuy. Pexsusur 09-
CnpaBounbsie cBeneHUs 00
opranuzanuu. Pexsusut 10-
Haunmenosanue BUIA
nokymeHnra. Peksuzur 11-
Jara nokymeHrta. PekBuzurt
12- Peructparmonnsrii
HOMEp JTOKyMEHTA.
PexBusur 13- Cchuika Ha
PETHCTPANOHHBI HOMEP H
JaTy JOOKyMeHTa. PexBuzur
14- MecTo cocTaBlICHHS WU
W3IaHHS JNOKYMEHTA.
PexBusur 15- Csenenus o0
anpecare. PexBuzur 16 -
I'pud YTBEPKACHUS
IoKyMmeHTa. PekBm3ur 17-
Pesomrorusa. PexBusut 18-
3aroJioBok K TEKCTY.
PexBusur 19- OtmeTka o
koHTpone PexBmsur  20-
TekcT nokymenrta. PekBuzut
21- OrMerka O HaJIAYUH
npeyioxKeHni. PexBusur 22-
Tlogmucs.  PexBusur  23-

T'pud COTJIaCOBaHUS
JIOKyMeHTa. PekBusur 24-
Busbl COTJlacoOBaHUS

JMOKyMeHTa. PekBuszur 25-
ITeuats. PexBuszur  26-
OTMeTka O  3aBEpeHHH
KOITHH. PexBusur 27-
OrMmeTka 00 UCIIOJHUTEIIE.
PexBusur 28- OtmeTka 00
UCTIOJIHCHUH JIOKYMEHTa W
HaNpaBlICHUH €ro B JEJO.
PexBusur 29- OtmeTka o
MOCTYIUICHHH  JIOKyMEHTA.
PekBusur 30-
Wnentuduxarop

[ . N —

25

CaMocTosTeNbHOS
H3yuYeHHEe yueOHOU
U Hay4yHOU
JIUTEPATYPbI
Pabota ¢
3JIEKTPOHHBIMHA
OMOIMOTEKAMH

Vel onpoc.
IIposepka
WH/IMBUIYaJIbHBIX
3a/laHuH

VYK-4.1, VK-
4.2, YK-4.3




Uroro mo pazneny

3. OcoOEHHOCTH COCTaBIIEHHAS W
OCHOBHBIX

odopmIIeHUS
JIOKYMEHTOB YITPaBJICHHUS

3.1 OcHOBHBIE  TpYIIIBI
JOKyMeHTOB. HopMaTHBHbBIC
JOKYMEHTBI
TOCY/IapCTBEHHBIX OpPTaHOB.
OpraHu3anMoHHbIE
JIOKYMEHTBIl ~ MPEANPHUSITHSL.
Jl0IKHOCTHBIE HHCTPYKIHU.
PacniopsimutenbHbIe
JOKYMEHTBl ~ MPEINPUSITHS.
IMpuka3el MO  OCHOBHOWM
JeATeTbHOCTH.
Pacnopsbxenns,
WNudopmanonHo-
CTpPAaBOYHBIC  JOKYMEHTHI.
[Iporokoner, monHAT U
KpaTkast ¢dopma ux
odopMIIeHHS. AKTBI.
CrnyxeOHble u
OOBSCHUTENbHBIE  3aIHCKH.
CrpaBki. Ciy>xeOHble
nmoBepeHHocTH. [lucema, mx
KIaccuuKanus, CTpyKTypa,
CTaHIapTHbIE  Qpassl U
BBIPAXKCHHS. Hopwmsr
0(HIIHATIEHO-IETIOBOTO
CTHIIA CITyX)eOHBIX
JIOKyMEHTOB. JenoBoe
MHCBMO  MEXIyHapOJHOTO
o0pa3sa. dakchl,
Tene()OHOTPAMMBL.
JHorosopa, KOHTPAKTBI.
CoBpeMeHHBIE CIIOCOOBI 1
TEXHHKa CO3IaHMs

peLIeHus.

0,5

10

CamocrosTenbHOE
H3yueHHe yueOHOU
U Hay4yHOH
JUTEPATYPHI
Pabota ¢
NIEKTPOHHBIMU
Oubimorexkamu

YerHbIl onpoc.
IIposepka
WH/IUBUTYaJIbHBIX
3aJaHui

VK-4.1, VK-
4.2, YK-4.3

Wroro no pazneny

0,5

10

4, [IpaBumna

odopmieHUs
JIOKYMEHTOB TI0 JITYHOMY COCTaBY

4.1 Tlonstne W CTPYKTypa
MIEPCOHAIBHBIX JTAHHBIX.
IIpunannexxnoctsb
HepPCOHANBHBIX JAHHBIX:
COOCTBEHHHK, JIep)KaTelnb H
H0JIb30BaTENb
MIEPCOHAIBHBIX
CrpykTypa
UH(POPMAIHOHHO-
JTIOKyMEHTAI[HOHHOU
CUCTEMBI. Odopmnenne
JOKyMEHTOB IIpH HpHEME,
YBOJBHEHHUH W  IEpeBOJIC
paboTHHKA Ha  OPYIyIo
JIOJDKHOCTb. Amnkera.
Tpynossle KOHTPAKTBHI.
Ilpuka3sl 10  JIUYHOMY
COCTaBy. OcHOBHBIE
PEKBH3UTHl JOKYMEHTOB H
npaBuwia uX OQOPMIICHHS.
Kpatkue CBE/ICHUS 0
IpaBuIax odopmnenus
TPYAOBBIX KHIDKEK, JTUYHBIX
KapTO4eK, JIMYHBIX  Jel

JTAHHBIX.
KaapoBon

0,5

10

CamocrosTenpHOe
u3y4yeHHue yueOHoH
W Hay4HOU
JUTEPATYPbI
PaGora c
3JIEKTPOHHBIMU
Ooubimorexkamu

VeIl onpoc.
IIpoBepka
HWHAUBHUIYaJIbHBIX
3aJlaHUI

VK-4.1, VK-
4.2, YK-4.3

Uroro no pazneny

0,5

10




5. Opranu3arus

HOKyMeHTOOGOpOTa

5.1 TMousTHst
JOKYMEHT0000pOT u
OpTaHU3ALNS
JIOKyMEHT0000pOTA.
HopmartusHo-MeToaudeckas
periiaMeHTaIus
JIOKYMEHT0000pOoTA.
OcHOBHbIE
OpTaHM3aINU
JIOKyMEHT0000poTa Ha
TPEANPHUITHH.
KauecTtBenHble
XapaKTEePUCTUKH
JIOKyMEHT0000pOTA.
Knaccudpukanus
JIOKYMEHTOIIOTOKOB:
TOPU3OHTAJBHEIE,
BepPTHKAIbHbIC,
BOCXOJISIIIME, HUCXOAIINE,
BXOIAIHE, HUCXOMAIINE U
BHYTpEHHHE. IToncuer
o0BbeMa JOKyMEHTO00OopOTa.

IpaBuiia

0,5

8,6

CaMOCTOSTENbHOE
n3ydeHue yueOHoH
Y HAyIHOU
JUTEPATYPbI
Pabota ¢
3JIEKTPOHHBIMA
OubIMOTEKAMHU

YerHsli onpoc.
IIposepka
WH/IUBUTYaJIbHBIX
3ajaHui

VK-4.1, VK-
4.2, YK-4.3

Wroro no paspeny

0,5

8,6

6. OCHOBHEBIE
OpTaHM3aIuu
JIOKyMEHTaMHU

paboTsr

IIpaBUiIa

C

6.1 O6paboTka
MOCTYMAIOIIUX JJOKYMEHTOB.
IepBuunas o0padoTka
JTOKyMEHTOB. O6r1ue
IpaBUia perucrpanuu
JIOKYMEHTOB, (hopmbl
perucTpanuu. Ilepenaua
JOKyMEHTOB, PaCCMOTpPEHHUE
ux PYKOBOZIUTENEM.
Topsinok HAaIpaBJIeHHs
JIOKyMEHTa Ha HCIIOJIHEHUE
U paboOTBl HCIOJHUTENS C
nokymeHTamu. lcnonHenne
JIoKyMeHTa. Bumsl u Gpopmbl
KOHTPOJIA HUCIIOJIHCHMUA,
CpOKOBast KapTOTeKa.
Opranuzanus TEKYILETO
XpaHeHHS Iedn.
Homenknarypa aen, oOuiue
TpeOoBaHUs, BUJIBI
HoMeHkatyp. CocraBieHne
HOMEHKJIATYPHI Iedn.
®dopmupoBaHue "
odopmiteHHE il &
CucremaTHu3aus
JIOKYMEHTOB B Jene.
Xpanenue aen. Iloaroroska
JNOKYMEHTOB K Iepeiade Ha
apXHMBHOE XpaHEHHe.
Kpurepun OLICHKH
nokymeHToB. CocraBieHne
omnuceit gei.

0,5

15

CamocrosTenpHOE
u3ydyeHue yueOHoi
W Hay4HOU
JUTEPATYpPbI
Pabora ¢
JNIEKTPOHHBIMU
Ooubimorexkamu

YerHbIl onpoc.
IIpoBepka
HWHAWBHUIyaJIbHBIX
3aJaHuN

VK-4.1, VK-
4.2, YK-4.3

Uroro no pazneny

0,5

15

Uroro 3a cemectp

93,6

3a4éT

Hroro no JUCHUIIIINHE

93,6

3a4cT




5 O0pa3oBaTe/ibHbIE TEXHOJIOTHH

Peanu3anust KOMIIETEHTHOCTHOTO MOJIX0/1a ITPEeyCMAaTPUBAET UCIIOJIb30BAHNE B yUEOHOM
MPOIECCe AKTHBHBIX M WHTEPAKTHBHBIX (OPM TPOBEACHHUS 3aHITUA B COUYCTAHWH C
BHEAYJIMTOPHON paboToii ¢ 1enbio GopMupoBaHUS U pa3BUTUS MPOGECCHOHATBHBIX HABBHIKOB
o0yyJaroumxcs.

IIpn oOy4yeHMM CTYIEHTOB JUCUUIUIMHE «J/{OKyMEHTHpOBaHHE yIpaBICHYECKON
JEeSITeILHOCTI CIIEAYET OCYIIECTBIIATH CIEIyIoNue 00pa30BaTeIbHbIC TEXHOJIOTUH:

1. TpaguiuonHele 0Opa3oBaTENbHbIE TEXHOJOTUHM OPUEHTUPYIOTCS HAa OPraHU3alUIo
00pa30BaTeIbHOTO  IIpolecca, MPEANOJararmllyl0 OpsIMYyI TPaHCIALMIO 3HAHUH  OT
npenoAaBaresiss K CTyJeHTY (MIPEeUMYIIECTBEHHO Ha OCHOBE OOBSCHUTEIbHO-HIITIOCTPATUBHBIX
METO/I0B 00y4YEeHUS1).

®opmbl y4eOHBIX 3aHATHI C UCIIOJI30BAHUEM TPAJAUIIMOHHBIX TEXHOIOTHIA:

Wudopmanmonnas JeKuus — TOCIEJOBAaTEIbHOE  W3JO0KEHHWE Marepuana B
JTUCIUIUIMHAPHON JIOTHKE, OCYIIECTBISIEMOE MPEUMYIIECTBEHHO BepOaNbHBIMH CpPEACTBAMU
(MOHOJIOT TperoaaBaTes).

[IpakTHueckoe 3aHsTHE, MOCBSIIEHHOE OCBOCHUIO KOHKPETHBIX YMEHUN U HABBIKOB IO
IPEJI0KEHHOMY aIrOPUTMY.

2. Texnonoruu npoOIEMHOr0 OOy4YeHHs] — OpraHHu3aIys 00pa30BaTEIBHOTO IMpoliecca,
KOTOpas MpeaIosaraeT MmocTaHOBKY MPOOJIEMHBIX BOIPOCOB, CO3JaHHE YUEOHBIX MPOOIEMHBIX
CUTYaIUi JIJIsl CTUMYJIMPOBAHUS aKTUBHOW MO3HABATEIbHOM AEITETbHOCTH CTYICHTOB.

®opmbl y4eOHBIX 3aHATHI C UCTIOIB30BaHUEM TEXHOJIOTHIA MPOOIEMHOTO 00yIeHUSI:

[IpakTuueckoe 3aHATHE B (QopMe MNpPaKTUKyMa — oOpraHuzanus y4eOHOH paboThl,
HalpaBJIeHHAs Ha PEIICHHE KOMIUICKCHOW yUeOHO-TIO3HABATEIILHON 3a7adu, TpeOyromeld or
CTyJ€HTa IPUMEHEHHUS KaK HAyYHO-TEOPETUUECKUX 3HAHUM, TaK U MPAKTUIECKUX HABBIKOB.

3. TexHOIOTMU TPOEKTHOTO OOYYEHHUS — OpraHHM3anus 00pa30BaTEIBHOIO IMpolecca B
COOTBETCTBUHU C aJITOPUTMOM MO3TAlHOTO PEHICHHUsS MPOOJIEMHON 3aJauyd WM BBIOJHEHUS
yuebHoro 3ananus. [IpoekT npeanonaracT COBMECTHYIO yueOHO-I103HABATENIbHYIO AESTEIbHOCTD
IPYNIbl CTYJIEHTOB, HAIIPABJIEHHYIO Ha BBIPAOOTKY KOHIIETIIIMK, YCTAaHOBJIEHUE LIENeN U 3ajad,
(bOpMYITUPOBKY O0XXKHMJIAEMBIX pPE3yJIbTaTOB, OMpEACNEeHUE MPUHIUIOB M METOAMK DPELICHHS
MOCTaBJIEHHBIX 3aJia4, INIAHUPOBAaHKE X0/a paOOThI, TOUCK IOCTYIHBIX M ONTUMAJIbHBIX PECYPCOB,
MO3TAMHYI0 pPeaTn3aluio iaHa padoThl, IPE3EHTALUIO0 Pe3yIbTaTOB Pa0OTHI, UX OCMBICIICHUE U
pednekcuro.

OCHOBHBIE TUIIBI IPOEKTOB:

TBopueckuil mpoekT, Kak MpaBUJIO, HE UMEET JIETAIbHO MPOpabOoTaHHOM CTPYKTYpHI;
yueOHO-TI03HABATENbHAS JESATENbHOCTh CTYJEHTOB OCYIIECTBISECTCS B pPaMKaX pPaMOYHOTO
3a/laHusl, TOJUUHSISICh JIOTUKE U UHTEpecaM yYaCTHUKOB MPOEKTA, )KaHPY KOHEUHOTO pe3yibTara
(razera, pUIBM, IPA3AHUK, U3JAHUE, DKCKYPCHUS H T.I1.).

4. lnTepakTUBHBIE TEXHOJOTUU — OpraHu3anusi o0pa3oBaTeNbHOTO Ipolecca, KoTopas
MpeAnojaraeT akTUBHOE U HEJIMHEWHOE B3aUMO/ICHCTBHUE BCEX YUACTHUKOB, IOCTHKEHUE HA ITOU
OCHOBE JIMYHOCTHO 3HAYMMOIO [UIsi HHUX oOpa3oBareiabHOro pesyibTata. Hapsgy co
CIELUATU3UPOBAHHBIMU  TEXHOJOTHSIMU  TakOro  poja MPUHLUUI  MUHTEPAKTUBHOCTHU
MIPOCIIEKUBAETCS B OOJIBIIMHCTBE COBPEMEHHBIX 00pa30BaTEeNbHbBIX TEXHOJIOTHH.

@opMbl yueOHBIX 3aHITHIA C HCIOIH30BAHHEM CIEIUATH3UPOBAHHBIX HHTEPAKTUBHBIX
TEXHOJIOTHIA:

CemuHap-UCKycCUsl — KOJJIEKTHBHOE OOCYXJIEHHE KaKOro-mbo CIHOPHOTO BOIpOCa,
po0JIeMbl, BBISIBIIEHUE MHEHUH B rpynie (MEXIpyNIoBON TUANOT, TUCKYCCHS KaK CIIOp-IHajor).

5. UHopmannoHHO-KOMMYHHUKAITMOHHBIE 00pa30BaTeIbHbIC TEXHOJIOTHH — OpTraHU3aIlUs
00pa30BaTeNbHOT0 Ipolecca, OCHOBAHHAS Ha MPUMEHEHUH CIIEUATN3UPOBAHHBIX IPOIPAMMHBIX
Cpel M TEXHUYECKUX CPEACTB paboThl ¢ HH(pOpMAaIIUEH.

®opMbI yIeOHBIX 3aHATUH C UCTIOJIb30BAaHUEM HH(POPMAITMOHHO-KOMMYHHUKAITHOHHBIX



TEXHOJIOTHIL:

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

[TpakTudeckoe 3ansiTre B hopMe MPe3eHTAINH — MPEICTABICHUE PE3yIbTaTOB MPOCKTHON
WJIY UCCIIEIOBATENIBCKOM IESITEIbHOCTU C UCIIOJIb30BAHUEM CIIEUAIU3UPOBAHHBIX MPOTPAMMHBIX
CPEICTB.

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
nocob6ue / FO.A. Tlanacenko. - Mocksa : PUOP, 2018. - 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: 12.09.2022)

0) JlomostHMTEIbHAS JIATEPATYpA:

1. Kopuees, U. K. JlokymeHTHpOBaHUE yIIpaBIEHUECKOH AedaTeabHOCTU + TecThl B ObC :
y4eOHHUK U IPAKTUKYM JUTst akagemudeckoro Oakanaspuata / M. K. Kopuees, A. B. ITiienko, B. A.
MamrypreB. — 2-e u3f., nepepad. u nom. — Mocksa : M3narensctBo HOpaiit, 2019. — 384 ¢. —
(BakanaBp. Akagemuueckuii kypc). — ISBN 978-5-534-04533-8. — Tekcr : anekrponubiii // DBC
FOpaiit [caiit]. — URL: https://urait.ru/viewer/dokumentirovanie-upravlencheskoy-deyatelnosti-
testy-v-ebs-433066#page/l (nara oopamenus: 12.09.2022).

2. KazakeBnu, T. A. JlokymMeHTalmoHHOE OOeCTeYeHHEe YIpaBleHHUs . y4eOHUK U
HPaKTUKYM JUTs cpeHero npodeccronanbHoro oopazosanus / T. A. KazakeBuy, A. 1. Tkannd. —
2-e u31., uctp. u noi. — Mocksa : 3garensctBo FOpaiit, 2019. — 177 ¢. — (ITpodeccronanbroe
obpasoBanue). — ISBN 978-5-534-06291-5. — Tekct : anekrponnsiit // DBC IOpaiit [caiit]. —
URL.: https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-437587#page/1 (nata
obparmenus: 12.09.2022).

B) MeToauyeckue ykazaHus:
MenToaudeckue ykazaHus pamenieHsl B [Ipunoxkenuu 3

r) IIlporpammHuoe ob6ecnieuenune u MHTEpHET-pecypenl:

IIporpammHuoe obecnieyeHue

Haumenoranue [10 Ne norosopa CpoKk JIeHCTBYS JIUIICH3UH
MS Office 2007 |\, 135 1 17.09.2007 GeccpoHO
Professional

7Zip cB000JTHO pacnpoctpansemoe 110 0EeCCPOYHO

FAR Manager cB000HO pacnpoctpansiemoe 110 06eccpouHO

IIpodeccnonanbHble 0a3bl JaHHBIX M MH(GOPMAIMOHHBIEC CIPABOYHbIE CHCTEMbI
| HasBanue xypca | Cchuika




Mexnaynaponnas — pedeparuBHas U
MIOJIHOTEKCTOBAsl _ crpaBodHas  0asza
DNEeKTPOHHBIE PECypchl  OMOIMOTEKU
MI'TY um. .M. HocoBa

http://scopus.com

https://magtu.informsystema.ru/Marc.html?locale=ru

denepanpHOE rocyJapCTBEHHOE
O0DKETHOE yupexaenne|URL: http://www1.fips.ru/
«DenepaIbHBIN HHCTHUTYT
HarmmonannHast UH(POPMAIMOHHO-

aHanuTH4YecKas cuctema — Poccuiickuit|URL: https://elibrary.ru/project_risc.asp
nHaekc HayyHoro nutuposanus (PUHII)
Wudopmannonnas cuctema - Eamnoe
OKHO JIOCTyNa K HHGOOPMAIIMOHHBIM
ITouckoBas cuctema Axamemust Google
(Google Scholar)
OnexkTpoHHass 0a3a  IEPUOTUYECKUX
uzganuii  East  View  Information
9 MaTepuaJbHO-TeXHHYECKOE o0ecnevyeHne JUCIHILTHHBI (MOIYJIsl)

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

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

https://dlib.eastview.com/

MarepuanbHO-TEXHHUECKOE 00eCIIeUeHUE JUCIUTUINHBI BKITFOUACT:

1. YueOHble ayaIUTOPHH JUISI TPOBEICHHUS 3aHATHH JIGKIMOHHOTO THma. OCHaICHHE:
MynbTUMEIMIHBIC CPEICTBA XPAHCHHUS, IEPEIAuH U MPEICTaBICHI HHPOPMAIIUH.

2. YucOHbIC ayAWTOPUHU Ui TPOBEICHHS MPAKTUYCCKUX 3aHATHH, TPYIIOBBIX U
WH/IMBUYAIbHBIX KOHCYJIBTAIlMi, TEKYIIEro KOHTPOJII M TPOMEXKYTOYHOW aTTECTAIUH.
OcHareHre: MyJbTUMEIUIHBIC CPEICTBA XPaHEHU, TIEpeiadr U MPEACTaBICHHUS HH()OPMAIIIH,
KOMILIEKC TECTOBBIX 33JJaHHI JIUIsI TIPOBEIICHHS IIPOMEXYTOUHBIX U PYOCIKHBIX KOHTPOJICH.

3. Tlomemenust miis CaMOCTOATENbHOW paboThl oOydaromuxcs. OcHaimeHue:
nepcoHaabHble KoMIbioTephl ¢ maketom MSOffice, Beixomom B MHTEepHET W ¢ JAOCTYIIOM B
AIIEKTPOHHYIO HH(OPMAIIIOHHO-00pa30BaTEeNIbHYIO CPETy YHUBEPCUTETA

4. TlomemeHusl i XpaHEHHs W NPOQUIAKTHYECKOTO OOCTY)KMBaHUS Y4eOHOTO
obopynoBanusa. OcHamieHue: mkasl A XpaHEHUS Y4eOHO-METOIUYECKOW JOKYMEHTAIIHH,
yueOHOro 000pyI0BaHUS U y4eOHO-HATIISIIHBIX TTOCOOUH.

IIpniaoxenune 1

B mponecce camMoCTOSTENBHOIO WM3Y4YEHMsI AUCLUMILIMHBI, MOATOTOBKM K CEMHUHApPCKUM
3aHATHUAM CTYJEHTY HEOOXOMMO HAWTH U U3YYUTh PEKOMEHAYEMYIO JINTEpaTypy, JeicTByIOINE
3aKOHOJaTeNIbHbIE U HOPMATHUBHBIE aKThl. /{7151 OCMBICIIEHUs! TPOYNTAHHOTO MaTepuasa CTyJIeHTY
IIpeIaraeTcsi OTBETUTh HA BOINIPOCHI. PelieHne TeCToB, CUTyallMOHHBIX U aHAJIMTUYECKHUX 3a7ad
HAy4YUT CTY/IEHTOB CAaMOCTOSITENIbHO IPUHUMATh YIIPABIEHUYECKHE PEIICHNUS.

OpranuzaliOHHO-METOJUYECKME PEKOMEHIALMU Il TOATOTOBKM K IPaKTUYECKUM
(ceMHUHaApCKUM) 3aHSITHSIM

Cemunap (J1aT. seminarium - OYKBaJbHO: «paccaJHUK») — y4deOHOe 3aHsTHEe, B XOe
KOTOpPOTO OpraHusyercsi oO0cCyxkaeHue (yHAaMEHTaJbHBIX WJIH JUCKYCCHOHHBIX MpobiieM
U3y4aeMOU HaAyKHU U CBA3aHHOU C HEW NPAKTUYECKOU EATEIbHOCTH.

B mensx Gonee moapoOHOTO M aJeKBAaTHOTO COBPEMEHHOW CHUTYyallMU aHaiau3a Mmpobiem
yIIpaBJIEHUS CTYJCHTAM PEKOMEHyeTCsl 0OpalaThesi K MepUoANYEcKOl JIUTepaType U MaTepHua-
JlaM CpeJICTB MaccoBO MH(OpMaIH, B KOTOPOH MOKHO HaWTH HE TOJBKO aHAJIUTHYECKUE CTa-
THU MO PA3JIMYHBIM aCIeKTaM 0003HAUYEHHBIX B TEMAaTHKE CEMUHAPCKUX 3aHATHIA MpobiieM, HO U
CTaTHUCTUYECKUE JaHHbIE, MaTepUalbl NPUKIATHOTO XapakTepa, HOPMATUBHBIE JIOKYMEHTBHI.
LlenecooOpa3HO HE OrPaHUYMBATHCS YKa3aHHBIMH UCTOUHUKAMH, a OCYIIECTBIATh COOCTBEHHBIN
MOMCK TEOPETUYECKUX M MPAKTUYECKHMX MaTepUajoB, YTO SBISETCS OJHUM U3 3JIEMEHTOB
CaMOCTOSITENIbHOW HH(POPMALMOHHO-aHAIUTHYECKON paboThI CTYJICHTOB.

[TonroroBka K CEMUHAPCKUM 3aHATHSAM IO JUCHUIUIMHE JOJKHA BKIIIOYATh CIENYIOIIHE
ACIIEKTBI:



1) 3HaKOMCTBO C COOTBETCTBYIOIIMMH ITIABaMHU YU€OHHKA; ONITUMAIILHBIM OBLT OBI Ba-
puaHT pabOTHI HE C OTHUM YYEOHHKOM, TaK KaK pa3HbIMHU aBTOpaMu U30paH pa3IWYIHBIA MOIX0]
K [IPEIMETY, U MOJIE3HO MOHATH 0COOEHHOCTH MOAXO0I0B, CPABHUTH UX, YTOOBI BEIPaOOTATh CBOIO
HIO3HUIIHIO;

2) YTE€HHE KOHCIIEKTA JIEKIIUH;

3) YTEHHE W OCMBICICHHE OJHOTO-ABYX HCTOYHHMKOB M3 IPHBEICHHOTO CITMCKA
JUTEPA-TYypPHI.

BpI160p JOMOTHUTENBHBIX HEPBOUCTOYHUKOB, KOTOPBIE MOTYT OKa3aTh MOMOIIb IIPU MO-
TOTOBKE K BBICTYIUICHHIO W TIO3BOJIIT OPraHU30BaTh Ha CEMHHApPE ITUCKYCCHIO, CTYICHT
OCYIIECTBIISET 10 CBOEMY YCMOTPEHHIO, B COOTBETCTBUH CO CBOUMH MHTEPECAMH, OPUEHTUPYSIChH
Ha BOIIPOCHI CEMUHAPCKOTO 3aHATHUS.

BeicTyruienne Ha ceMUHape JOJKHO OBITh JOCTaTOYHO apI'yMEHTHPOBAHHBIM, 3aHUMATh 1O
BpeMeHH He OoJiee Tpex MUHYT. B X0/ie BBICTYIJICHUS KeNaTeIbHO COMOCTABUTh TOYKU 3PEHUS
Pa3IMYHBIX aBTOPOB Ha M3JlaraeMyo npobiemy. [IpeanoururensHo, 4TOOBI IO OHOMY BOIIPOCY
BBICTYIIMJIO HECKOJIBKO CTYJICHTOB, BBICKa3bIBasi CBOM MHEHUS, JOTOJHS APYT Apyra. B uneane
CEMUHAPCKOE 3aHSTHE JIOJDKHO MPOXOAUTH B (popMme nuckyccuu. Pe3ynbraTel paboThl CTYJEHTOB
Ha CEeMHMHAPCKHUX 3aHATHSAX 00s3aTEIbHO YUYUTHIBAIOTCS MpENojaBaTeleM IPU BHICTABICHUU
6asu10B.

I[IpumepHbIe ayIMTOPHBIE IPAKTHYECKHE PAOOTHI:

ATIIP Nel «Teopernueckue 0CHOBBI 1€JI0NPOU3BOACTBA OPraHU3ALMID).

[TpoBoauTcst B popmMe cemMmHApa MO OOOOIICHWI0O ©  YIIyOJCHWIO  3HAHWW MOHSATHUHHO-
KaTeropHaJibHOIO armapaTa AUCIUIUIMHBI C SJIEMEHTaMH JTUCKYCCHH.

Orpoc 1o Marepuaiam Jekiuu 1.

DBOJIOIUS TIOKYMEHTa KaK HOCUTels HHpopMaIiui. Bo3HHKHOBEHHUE U pa3BUTHE OTEYECTBEHHOTO
nenonpousBojicTBa:  JlenmompousBoactBo B cpennue Beka (XI-XV  BB.). Ilpukaznoe
nenonpousoacTBo (XVI-XVII BB.). Komnexckoe aenonpounssoactso (XVIII B.). Munucrepckoe
nenonpousBoacTBo B Poccun (XIX - Hawano XX BB.). ['ocynapcTBeHHOE A€I0NPOU3BOICTBO B
coBeTckoe Bpemsi. COBpEMEHHOE 1EN0NPOn3BoACTBO B PD.

AIIP Ne2 «CoBpeMeHHOE rocy1apCTBEeHHOE PeryJiMpoBaHue 1eJIoNpou3BoacTBa B PDy.
3aKoHO/MATENbHOE pPEryJaupoBaHue menonpou3BoicTBa B P®. denepanbHbiii 3akoH «O0
uHpopMaLnu, UH(HOPMAIIMOHHBIX TEXHOJOTHX U 0 3aiuTe nHpopmanuny. OenepanbHbIi 3aK0H
«O xommMmepueckoill TaiiHe». ®enepanbHbli 3akoH «OO0 apxuBHOM Jene B Poccuiickoii
®Oenepanuny. PenepanbHblil 3aK0H «O MEPCOHANBHBIX JaHHBIX». [locTaHOBIEHNE TPABUTENBCTBA
P® «lIpaBuna noAroToBKM MPaBOBBIX aKTOB (heepaIbHBIX OPraHOB HCIOJHUTENBHON BIIACTH U
UX FOCY/IapCTBEHHOW PETUCTPALIUN».

HopmartuBHo-MeToAMUECKOE PETYIUPOBAHUE JIEIONPOU3BOJACTBA. l'OCcyqapcTBeHHas cucrema
JIOKYMEHTAIMOHHOro olecrieyeHus ympapieHus. OOmue nonoxenus. OOmue TpeOoBaHMS K
JNOKYMEHTaM U ciyx0aMm nokymeHTannoHHoro obecneuenns (I'CHOY). 'OCT P 6.30-2003:
YHUGHUIUPOBaHHBIE CUCTEMBI JTOKYMEHTAlUU. YHU(DUIUPOBAHHAS CHUCTEMa OpPraHHU3allMOHHO-
pacniopsiautenbHo nokymeHTanuu. ['OCT P 51141-98 Jlenonpou3BOACTBO U apXHUBHOE JIEJIO.
Tepmunb! U onipenienieHust  TunoBas MHCTPYKIIHS 110 JA€TONPOU3BOCTBY B (heiepalibHBIX OpraHax
MCIIOJTHUTENIbHOM BiacTH. [lepeueHp THUMOBBIX yNpaBIEHUECKUX JTOKYMEHTOB, 00pa3yIoluXcs B
JESTENIBHOCTH OpPraHu3alui, C yKa3aHUEM CPOKOB XPAHEHUS.

AIIP Ne3 «TpeGoBanusi kK 0J1aHKaM JOKYMEHTOB YIIPABJICHHUSI».

[IpoBoautcs B (Qopme ceMuHapa o 00OOIIEHUIO M YIIyOJeHHIO 3HAaHUM C AJIEeMEHTaMU
muckyccud. Ilonstue u Buabl 61ankoB. O6muii 61aHk. biank nmuceMa. biiank KOHKpETHOTo BUia
nokymeHTa. bimanku st paboThl ¢ MHOCTpaHHBIMUA KOMITaHUSIMU. ['epOoBbIi OaHK. PEeKBU3UTHI
6nanka. [IposoabpHOE pacmosnokeHue peKBU3UTOB OslaHKa. YTIIOBoe (h1aroBoe W IEHTPOBAHHOE
pacnojoXKeHnue peKBU3UTOB OJaHKa.



BBIHOJIHCHI/IG HpaKTI/I‘-IeCKOFO 3aaHuA 110 COCTABJICHUIO YTJIOBOI‘O nu HpOI[OJIBHOFO 06pa3ua
OJraHKa.

AIIP Ned4 «O0mue npasuiia ogpopmiieHHs yIPaBJIeHYECKNX JOKYMEHTOBY.

[TpoBoautcss B (hopme cemMuHapa 1Mo OOOOIMICHUIO M YIIYOJICHUIO 3HAHWHA C DIIEMEHTaMHU
muckyccun. Ompoc mo marepuanam jekiuu 2. [IpakTmdeckoe 3HAKOMCTBO ¢ O(OpPMIICHHEM
PCKBU3UTOB JOKYMCHTOB YIIPABJICHUA, Brimonnenune KOHTPOJBbHBIX 3al[aHHﬁ

AIIP NeS «CocraBjieHHe THYHBIX IOKYMEHTOB.

[TpoBogutcs B opMe cemuHapa mo OOOOLIEHHIO M YIJIyOJIEHHIO 3HAaHUM C 3lIeMEHTaMHu
JIUCKYCCHH. 3asBnenus, aprobuorpaduu, pesoMe, JHWYHBIE JTOBEPEHHOCTH, PACIUCKH.
OCHOBHBIE PEKBM3MTHI, IPaBUIA COCTaBIEHUS U O(POpPMIICHHS. BbINOIHEHHE KOHTPOJIBbHBIX
3aaHui

AIIPNe6 «PaboTa ¢ JOKyMEHTaMH, COJepPKAIMMH KOH(HIeHIHAIbHbIE CBeIeHUsI».
[lepeuenp cBeneHuil KoHGUAEHIMATBHOrO Xapakrepa. IloHATHE KOMMep4YecKOM TalHBI.
Cenenusi, OTHOCSIIMECS K KOMMepdeckod TaiiHe. [lopsmok BeaeHHUs €I0MPOU3BOJICTBA
JOKYMEHTOB, COJEp)KallUX KOMMEPYECKYI0 TaliHy. 3alura JOKYMEHTOB, COJEpIKalluxX
KOMMEPYECKYIO TalHY.

HpnMeprle HHAUBHUAYAJbHbIC TOMAIIHUE 3aJaHUs .

Ne 1 «PoJib JOKyMeHTHPOBAHUS YIIPABJIECHYECKOH JesiTeJIbHOCTH B Pa3BUTHH 001ECTBA).
PexomeHanuu no cocTaBJIEHUIO U JOPaOOTKE KOHCIIEKTA JIEKLIUH.

PaccMoTpenue mgaHHON TeMbl HEOOXOIMMO HA4aTh C W3YYCHUS OCHOBHBIX IOHSATHH JTaHHOU
qucuuiuivHel. [Ipu aToM cienyer pa3oOpaThCsi C CYIIHOCTBIO KaTeropuu «J{oKyMEeHTHpOBaHUEY.
Bonee moapoOHO ciieyeT paccMOTPETh CTPYKTYPY, COAEPIKAaHUE, LENH U 3a/1a4H JUCIUTUIAHBL,
UCTOPUIO Pa3BUTUS JOKyMeHTooOopoTa. Jlaiee HEOOXOIMMO M3Y4YMTh COCTaB HOPMATHUBHO-
METOIUYECKOW 0a3bl JTOKYMEHTUPOBAHMS YIPABJICHUYECKOW JE€ATENbHOCTH B COBPEMEHHBIX
YCIOBUSAX X035HCTBOBaHMS. OTIAENBHO CIIEAYET paCCMOTPETh

CTpaTEeruio yrpaBJIeHHUs JOKYMEHTAaMHU B OpraHM3alllM, a TaKkKe U3y4yUuThb (POpPMbI COBPEMEHHOMN
JIOKYMEHTAIUU.

KnroueBble  cllOBa:JOKYMEHT, JOKYMEHTHPOBAaHHME  HMH(POpMAIUH, JOKYMEHTHUPOBaHUE
YIIPABJICHUYECKOW  NEATEIIBHOCTH,  KIMHONUCH, IIOJIUTHKA  YIPABICHHUS  JTOKYMEHTaMH,
CTaHJapTH3aLUs, CTpATEerus yIpaBiIeHUs JOKyMEHTaMH, YHU(UKALIHSL.

3agaHue A CaMOCTOSITEIbHON paboThI:

1. U3yunTh KaTeropuabHbIN ammapar.

2. lopaboTaTh MaTepHallbl JEKIHH.

3. lloarotoButhes k paboTe Ha jekuu 1o teme 1. [IoBTOpUTH BONpPOC: CYIIHOCTh KaTEropuu
«JlokymeHTHpoBaHue» (yueOHast JUCUUIUIMHA «J[OKyMEHTUPOBaHHE YIIPaBJIEHUYECKOM
JeSITeIbHOCTHY, JIeK1Hs Nel). BeITh TOTOBBIM K 00CYX/I€HHIO 3TOT0 BOIIPOCA B XO€ JEKLIUH.

Ne2 «OOmme npaBujia opopMJICHUS YIIPABIEHYECKHX JOKYMEHTOB).

Pexomeniarum 1o cocTaBiIeHUIO U JOpa0OTKE KOHCIIEKTa JIeKIUH. M3yueHne MaTepualioB JaHHOM
TEMBI CJIe/lyeT HayaTh C pacCMOTpPEHUs TpeOoBaHMM K 0(hOpMIIEHUIO PEKBU3NUTOB. Takxke cieayer
U3y4UTh COCTaB pekBU3UTOB. Jlamee HeoOXoamMo paszoOparbcs C TPUMEHEHUEM U
pacroIoKeHNUeM Ha JIOKyMEHTE PEKBU3UTOB, OIPEIEIIUTh UX O0IIHe 4epThl U pasznuuust. Kpome
TOTO, HYXHO JIeTaJbHO Pa300paThCsl C pa3IMYHBIMU BUAAMHU TEKCTa JOKYMEHTa: TpadapeTHbIi
JIOKYMEHT, aHKeTa, TabyuIia, OTaHK.

KiroueBble cioBa: BU3a corjiacoBaHus, rpu¢ 03HaKOMJIEHUS, JaTa JOKYMEHTA, 3aroJIOBOK

K TEKCTy, WICHTHU(PUKATOpP DJJIEKTPOHHOM KOMHMM JOKYMEHTa, HWHTEepBaji, IMOAMKCH, IOJe
JIOKYMEHTa, PErMCTPallMOHHBII HOMEpP JOKYMEHTA, PE30JIIOIMS, PEKBU3UT, CTAaHAAPTHBIN JIUCT



Oymaru, cCbuIKa Ha PErMCTPAIlMOHHBIA HOMEp M JaTy JOKYMEHTa, yIOCTOBEpEHHE TOKYMEHTa,
bopmysip.

3aganue A CaMOCTOSITEIbHON paboTHI:

1. U3yunTh KaTeropuaibHbI ammapar.

2. lopaboTaTh MaTepHabl JEKLIHUU.

3. IloAroTOBUTHCS K CEMUHAPY.

3. IloaroroButhes K padore Ha ekuuu 1o Teme 3. IIoBTopuTh BOIpoc: OCHOBHBIE

OCOOEHHOCTH  MCIIOJIb30BaHMs  sI3blKa B JIEJIOBOM  mepenucke (ydyeOHas JUCLMILIMHA
«/lokyMeHTHpOBaHME YIIPABIECHYECKON JAEATeNbHOCTH», JieKuus Ne2). DBpITb TroTOBBIM K
00CYXIEHUIO 3TOT0 BOIIPOCA B XO/€ JIEKIIHH.

Ne3 «OcobOenHOCTH cocTaB/ieHUsI U 0)OPMJIEHHSI OCHOBHBIX JOKYMEHTOB YIIPaBJIEHUSI».
PexoMeHa1um 1o cocTaBiIeHHIO U 1OPaOOTKE KOHCIIEKTA JIEKIUH.

PaccmoTpenune naHHOW TeMbl HEOOXOAMMO HauyaTh C aHanM3a OcoOEHHOCTeM oduuuManbHO-
JIEIOBOTO CTHJISL TIO CPABHEHHIO C XYJ0KECTBEHHBIM, IMyOIUIIMCTUYECKAM, HAYYHBIM, Y4COHBIM,
Pa3sTOBOPHBIM CTUIISIMU SI3bIKA.

[Tpu 3TOM HYXHO MTOJIPOOHO M3YUHTH JIEKCHYECKHE 0COOCHHOCTH IOKYMEHTOB: yIoTpeOiaeHne
apOHMMOB, IJIEOHA3MOB, UCIOJIb30BaHUE peueBbIX Kiuie. [locie aToro cienyer paccMoTpeTh
opdorpadugeckre 0cOOEHHOCTH JOKYMEHTOB: TPUMEHEHHE POIUCHBIX OYKB B Teorpaduyeckux
Ha3BaHUIX, HAUMEHOBAHUSIX OpraHU3aIUi.

Kpome toro, Heo6x01umMo 00paTHTh BHUMaHKE Ha opdorpapuaeckne 0COOEHHOCTH IOKYMEHTOB:
IpUMEHEHHE TPONHUCHBIX OYKB B reorpaduueckix Ha3BaHUSIX, HAMMEHOBaHUAX opraHu3anuii. Tak
e CIeqyeT BBUICHHTH HanOoJiee paclpoCTpaHCHHBIE B JOKYMEHTaX OIMMOKH CHHTaKcHUcCa U
INYHKTyallUu: TOPSAJOK CJIOB, COIJIACOBAHME IMOJUIEXkKAIEro W CKa3yeMoro, NpUYacTHbIE U
JieeTIpHYaCcTHBIE 000POTHI, CIIOBOOOPA30BAHHUS.

KnroueBble cnoBa: abOpeBuarypa, JIaKOHM3M (OPMYIHPOBOK, HEHTpasibHas 3KCIpPECCHBHAs
OKpacka sI3bIKa, HEOJIOTU3M, O(QHUIHAIHLHO-AEI0BON CTHIIb, MMOJHOTA MH()OPMAIMH, CHHOHUMBI,
TaBTOJIOI'MH, (PA3E0IOTU3MBI.

3aaHue 1715 CaMOCTOATEIbHOM paboThI:

1. I3yunTh KaTeropuaibHbli anmapar.

2. lopaboTaTh MaTepHabl JEKLIUH.

3. [loaroroButkcs Kk pabote Ha jnekuuu. [ToBroputhk Bompoc: opdorpapuueckue 0CoO6eHHOCTH
JOKYMEHTOB (y4eOHas IUCHUIUIMHA «/{OKyMEHTHpOBaHHE YIPABIEHYECKON NEATEIbHOCTH,
aexiust Ne3). BbITh TOTOBBIM K 00CYKJIEHHIO 3TOTO BONIPOCA B XOJI€ JIEKIUH.

Neq «IIpaBniia opopmiieHHs JOKYMEHTOB IO JIHYHOMY COCTABY».

[Tpu n3ydyeHnr AaHHOHM TE€MBI CTyJEHTaM HE0OX0IuMO pa3o0paThbCs ¢ MPUHIUIAMH pa3paboTKu
oporpaMM yrpaBieHus JokyMeHTamu. Oco0oe BHUMaHUE CIEAYeT YAEIUTh PAacCCMOTPEHUIO
IIpOLeIYPBI IPOCKTUPOBAHMS U BHEIPEHUS JOKYMEHTHBIX CUCTEM. TaKkxke clieyeT OCTAHOBUTHCS
Ha 0COOEHHOCTSAX MOHUTOPUHIA U ay/IUTa TOKYMEHTHBIX CUCTEM.

boiee neranbHO HEOOXOIUMO PACCMOTPETH CYIIHOCTh JOJATOCPOYHOM MPOrpaMMbl 00 yUESHHUSI
NepcoHaNa OpraHu3allii B OOJACTH YNPABJICHUS JOKYMEHTAMHM W NPUMEHEHHUS O00YYarolIux
MHCTPYKIUH, BKIII0Yasi 00y4arollyt0 HHCTPYKIUIO CEKpeTapsl.

KiroueBele cioBa: ayquT ynpaBlIeHUs NOKYMEHTaMH, KOHBEPTALMsI, METOJOJIOTUSl BHEAPEHUS,
MUTpALMs JTOKYMEHTOB, MOHUTOPHUHI, HAJEKHOCTh JOKYMEHTHOW CHUCTEMBI, NMPOEKTUPOBAHUE
JIOKYMEHTHOM CHUCTEMBI, paCIpecIICHHOE YIIPaBIECHUE, PErylHpyrolas cpena, Crparerus
YIPABJICHUS JOKYMEHTAMM.

3agaHue A CaMOCTOSITEIbHON paboThI:

1. U3yunTh KaTeropuaibHbIN armapar.

2. lopaboTaTh MaTepHalIbl JEKIHH.

3. IloaroToBUTHCA K CEMUHAPY.

4. ITonrotoBUThCS K padoTe Ha JeKiuu. [ToBTOpuTh BOIpoc: 001as XapakTepucTHKa



JOKYMEHTHBIX cucTeM (yueOHas aucuUIUIMHA  «JlOKyMEHTHpOBaHWE  YIpPaBIEHYECKOU
JeATeTLHOCTH, TeKIUs No4). BbITh TOTOBBIM K 0OCYKIEHHIO 3TOTO BOIIPOCA B XOJI€ JICKIIHH.

Ne§ «Opranuzanusi JIOKyMeHT0000pOTa».

Pexomenarmm mo cocTaBiIeHUIO U TOpaObOTKe KOHCIIEKTA JICKIINH.

B Hagane ciegyer paccMOTPETh TEPMUHBI «AEIONPOU3BOACTBOY, «IOKYMEHTAILIMOHHOE
o0ecrieyeHHe  yNpaBICHUSN», «IOKYMEHTHpPOBaHHWE HWHPOPMALUU», «IOKYMEHTHPOBAHUE
YIIPaBJIEHYECKOH 1EATEIbHOCTHY, «10KYMEHTOIIOTOKIY, «JOKYMEHTOO00POT.

Jlanee HEoOXOIMMO HM3YYHUTh OpPTaHM3ALMIO JTOKYMEHTooOopora. Takke HyXHO MOAPOOHO
IPOaHAIU3UPOBATh OCOOEHHOCTH pabOThI C BXOJAIMMH U UCXOIALIMMU JTOKYMEHTaMH.

Kpome Toro, He00X0IMMO OCTaHOBUTHCS Ha M3YYEHUH METO/I0B COKpAILEHHS JOKYMEHT0000pOTA.
Crnenyer ynenuTb BHUMAHHME COJECPKAHUIO KOHTPOJISA MCIIOJHEHHS JNOKYMEHTOB, €r0 dTalaM U
TEXHOJIOTHH.

KnroueBble ciioBa: BHYTPEHHUH JOKYMEHT, BXOJALIMH JIOKYMEHT, JOKYMEHTOOOOpOT,
JOKYMEHTOTIOTOKH, HH()OPMAIIMOHHO-TIONCKOBAs CUCTEMA, WHACKCALIUS JOKYMEHTA, UCXOSALIHHA
JIOKYMEHT, Karajor, 00beM JOKyMEHTO0OOpOTa, palMOHAIbHOE JBW)KEHHE JOKYMEHTOB,
perucTpaliOHHO-KOHTPOJIbHAS KApTOUYKa, PErucTpanusi AOKYMEHTA, TEXHOJOTMYecKas cXxema
JBUKCHUS IOKYMEHTOB, SKCIIEAHULINS.

3aiaHue 1715 CaMOCTOATEIbHON paboThI:

1. I3y4nTh KaTeropuaibHbIN anmapar.

2. lopaboTaTh MaTepHuabl JEKLIUU.

3. IloaroroButhes K padboTe Ha jekuMU. [IOBTOPUTH BOIPOC: OpraHu3alnus JOKYMEHTO00O0poTa
(yaebHas mucuuiuinHa «J{OKyMEHTHpOBaHHME YINPABICHYECKOH NEATEIBHOCTH», JeKIus NoS).
BBITh TOTOBBIM K 00CYKAECHUIO 3TOr0 BOIIPOCA B XOJI€ JEKIHH.

Ne6 «OcHOBHBIE IPABWJIA OPraHU3ALNH PA0OTHI ¢ JOKYMEHTAMM.

PexomeHamum 1o cocTaBiIeHHIO U TOPaOOTKE KOHCIEKTA JIEKIUH.

PaccmoTpenue naHHOM TeMbl HEOOXOAMMO HayaTh € U3YyYEHHMS pOJIM HUH(OPMAILMOHHO
CIIPaBOYHOMN pabOTHI CITY>KObI 1€JI0NPOU3BOJICTBA OPraHU3ALINH.

[Ipu »TOM crenyer oOpaTUTh BHUMaHME Ha BUJABI, JTambl pa3padOTKH, pa3zesbl
HOMEHKJIaTyphlien. Taxxke HE0OXOJUMO YSACHUTH, KaK OCYLIECTBIIIETCA TEKYIIee XpaHEHue
JIOKYMEHTOB M UX MCIIOJIb30BaHUE.

UTo 03HAYaAIOT WINCT-3aMECTUTENbY, «KapTa3aMECTUTEIb)?

Kpowme Toro, cneayer oxapakTepu3oBaTh IKCIEPTU3Y LIEHHOCTH JOKYMEHTOB, KDUTEPHUN OLIEHKU
JIOKYMEHTOB, 0()OpMJICHUE €€ PE3yIbTaTOB, Pa0OTY IKCIEPTHON KOMHCCHHU.

Taxke cienyer pacCMOTPETh OCOOCHHOCTH IPOLIECCOB IMOATOTOBKH, W3JaHMS, XPaHEHUS U
MCIIOJIb30BaHUsl KOH(MUICHIIMAIBHBIX JOKYMEHTOB. Jlanee Hy)KHO M3y4YUTh KaHaJbl BO3MOXHOU
yTe€UKH MH(OpMAIUK U yTPaThl JOKYMEHTOB. U B 3akiroueHue He0OOXOAUMO pacCMOTPETh
TpeOOBaHUS K U3TOTOBJIEHUIO, YUETY, UCIIOJIb30BAHUIO U XPAHEHUIO T€pOOBbIX OJIAHKOB.
KiroueBsle cioBa: akT, €10, JOJArOCPOYHOE XPAaHEHUE TIOKYMEHTOB, TOCTYII K JOKYMEHTaM,
KOHTPOJIb JEMCTBHUM, KOHTPOJIb MECTOIOJIOKEHHUS JIOKYMEHTa, HOMEHKJIaTypa Jell, OIUCH,
npUMepHasi HOMEHKJIaTypa Jejl, TeKyllee XpaHeHHe JOKYMEHTOB, TUIIOBas HOMEHKJIATypa Jell,
CBOJIHas HOMEHKJATypa JeJl, YHHUYTOXKEHUE JIOKYMEHTOB, JKCIEpPTHU3a LIEHHOCTH JIOKYMEHTA.
['epOoBbIit OaHK, rpud OorpaHUYEHUs TOCTYyIA K JOKYMEHTY, 3alllMIICHHbIH JOKYMEHTO000pOT,
KOMMepUecKasi TailHa, KOH(HICHIMAIbHBI JOKYMEHT, MPOMBIIUICHHBIA IIIHOHAX, YTPO3bI
JIOKYMEHTaM, LIeHHast UH(OpMaIusl.

3amanue 711 CaMOCTOSTEIbHOW PaOOTHI:

1. U3yunTh KaTeropuaibHbIi anmapar.

2. lopaboTaTh MaTepHabl JEKLIUH.

3. IToAroToBUTHCS K CEMUHApY.

4. IloaroroBuTthes K padboTe Ha jekuu. [IoBTOpUTh Bompoc: 3KCHepTU3a IEHHOCTH IOKYMEHTOB
(yueOHas aucuUUIUIMHA «J{OKYMEHTHpOBaHME YIIPABIEHUYECKON NESATENbHOCTHY, JeKuus Neb).
BbITh TOTOBBIM K 0OCYAEHHIO 3TOT0 BOIPOCA B XO/I€ JIEKIIUH.



Ipuio:xkenne 2

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

Kon
WHIUKaTOpa

Nupukarop TOCTHIKCHUS

KOMIICTCHIIM U

O11eHOYHBIE Cpe€acTBa

si3bIKe(ax)

YK-4: Cnoco0eH oCyHmIeCTBJATH [1€J0BYI0 KOMMYHUKAIMIO B YCTHOH M NHCbLMEHHOI
dopmax Ha rocymapcrBeHHOM si3bike Poccuiickoii ®enepanmuv ¥ HHOCTPAHHOM(BIX)

YK-4.1

Bribupaer crtwip oOmeHus Ha
PYCCKOM $I3bIKE B 3aBUCUMOCTH OT
LeJd U YCIOBUM NapTHEpPCTBa,
aJanTUpyeT pedb M CTHIb
o01ieHus K CUTYyaLUsIM
B3aUMOJICUCTBUSA

[TepeueHb TEOPETHUECKUX BOIPOCOB K 3a4ETY:

1. Uro Takoe MOKYMEHT, C KaKOW LIEJIbI0 OH MOXKET
COo3/1aBaThCs?

2. KakoBbl 0COOEHHOCTHM [HEJOBOrO OOLIEHUS U
yONIUYHBIX BBICTYIUICHUI?

3. KakoBbl OCHOBHBIC NPHU3HAKU KiIacCU(UKALNU
JIOKyMEHTOB?

4. Yro moHMMaeTcs MOJ
obecrieueHneM ynpaBiIeHUs?
5. B 4eMm cyTp craHmapTM3alMM H YHH(UKAIAN
JnokyMmeHTOB? Kakue pa3pabaTeIBaloTCsl CTaHIAPTHI?
6. UYem oTmmuaetcs oopMIIEHHE pEKBU3UTOB OOIIETO
6yaHKa OT GyiaHKa MuchMa?

7. KaxoBbI OCHOBHBIE PEKBU3UTHI, HCTIONb3YEMBIC IS
odopmIteHHs TPUKA3a M PACHOPSIKEHHUSL.

8. Kakue hopMbI IPOTOKOJIOB MOYKHO HCIIOJIB30BATH
B YIPaBJICHYECKOH JIEATEILHOCTH, B UEM UX OTIINUUE?
9. VYkaxute OCHOBHBIC TpeOOBaHMS K O()OPMIICHHUIO
JIETIOBOTO TIHChMA.

10. Kakne KOMIUIEKCHI JOKYMEHTAI[MH BKIIOYAET B
ce0s1 kagpoBasi WHPOPMANNOHHO-IOKYMEHTAMOHHAS
cucrema?

11.B wem ocobeHHOCTH O(MOPMIICHHUS IPHKA30B IO
JUIHOMY COCTaBy?
12.Yto0 MOHUMAeTCs
JIOKyMEHTO0000poTa?
13.Yto Takoe cXeMbl JOKYMEHTOO0OPOTa, 3a4eM OHH
HYXHBI?

14. C xaxo¥ 1enpi0 pa3pabaThIBAlOTCS MHCTPYKLIUU
M0 JEJNONpPOU3BOACTBY, UYTO B HUX HEOOXOIMMO
peycMOTpeTh?

JAOKYMCHTAIlMOHHBIM

o1 opraHuzanuein

YK-4.2

Bener nenoByro mnepenucky Ha
PYCCKOM M MHOCTPaHHOM SI3bIKax C
y4eToM ocobeHHocTeN
CTHJIUCTUKH O(PULIUAIBHBIX THCEM
Y COLIMOKYJIBTYPHBIX PA3ITHMYAN

Bompocsr:

15. YkaxuTe TeXHOJIOTNYECKYIO ITOCIE0BATEIbHOCTD
3TaroB PabOTHI C BXOSIINMH JIOKYMEHTAMH.
16.KakoBa mOCIIeIOBAaTENILHOCTE — OMEPALMHA  TIPH
paboTe ¢ BHyTpEeHHUMH JOKyMEHTaMH?

17. C kakoii nenbto nmpoBoauTcs (HOPMHUpOBAHUE JIET,
Kakhue Tpd  OTOM  HEOOXOOuMO  COOIoAaTh
TpeGoBaHus?

18.Yto Takoe HOMEHKJATypa Jejd, C KaKOH MLEeNbio
pa3pabaThIBalOTCS THITOBbIE HOMEHKJIATYPBI Jei?

19. Kakyo uHGOpPMAIHMIO COJCPKUT HOMEHKJIATypa
nen?

20.Yto noHMMaeTcss MOA SKCHEPTU30H LIEHHOCTH

JIOKyMeHTa?

21.Kakue KpUTEpUH WCIONB3YIOTCS TPH OICHKE
JIOKyMEHTOB?

22.Kak ocymiecTBisieTcss TpueM-Tiepeada Jaen B
apxuB?

23. Yt0 Takoe KOHQHUICHIIHMAIBHBINA TOKYMEHT?




Kon
WHMKATOpa

Nunukarop HOCTHKECHUS
KOMIICTCHIINN

OneHouHBIE CpecTBa

24. Kakuie OCHOBHBIC YIPO3bI BOSHUKAIOT IIPH paboTe ¢
KOH(HICHIIMATbHBIMH JOKYMCHTaAMU?

25. Ykaxure 0COOEHHOCTH BEICHUSI
JICNIOTNIPOM3BOICTBA,  OOCCICUUBAIOIIETO  YYET U
COXPaHHOCTh KOH(HICHIMATHHON WHPOPMAIUU U
JIOKYMCHTOB.

26.Yt0 IIOHUMAETCS oJT 3aIUIIEHHBIM
JIOKYMEHTOOOOPOTOM, 3a CYET Yero MOXKeT OBITh
obecrieuena ero 3amura?

YK-4.3

BeinonHser s JIMYHBIX 1EJIeH
epeBos OQUIHATEHBIX u
npoeCCUOHATBHBIX TEKCTOB C
MHOCTPAHHOTO SI3bIKA HA PYCCKHIA,
c pyCCKOTO SI3bIKA Ha
WHOCTPAHHBIN

[TpumepHbIE TPaKTUYECKHE 3aAaHMA IS 3a4eTa:
Kommnext TecToBhIX 3amanuii: Nel

1. ®opmyisip — 3TO:

a) ocHoBHas (opMa JOKyMeHTa, (UKCHUPYIOIIAs
MIPaBOBEIE OTHOIICHUS B JlpeBHEpYCCKOM
roCyJIapcTBe;

6) ocobo0  BblIeNaHHas ~ KOXa  JKUBOTHBIX,
NpUMEHSBILNAsCS B KauecTBE OCHOBHOTO MaTepHaia
JUIs TUcbMa B JIpeBHEPYCCKOM rOCyIapCTBE;

B) CaMOCTOATCIIBHOC noapasacjcHue,
OCYIIECTBJIAIOIICC ACJTIONTPOU3BOACTBEHHY IO
JACATCIBbHOCTD,

T) THIIOBas ycToWdmBas popma (0Opaszel) OTACTbHBIX
Hanbosee pacpoCTpaHEHHbBIX TOKYMEHTOB.
2. YcraHOBIEHHE eAMHOOOpasusi cocraBa U (GopM
YIPaBICHYECKUX JIOKYMEHTOB, CO37aBaeéMbIX IpH
PELICHUH OJJHOTUIIHBIX YIPaBICHYECKUX (HYHKIHH:
a) yHUHKAIUSL;
0) cepTudukarys;
B) KOJUPOBAHUE;
I') JOKYMEHTHPOBAHHE.
3. OOs3arenbHBIM  YCIOBHEM JJISi  BKIIIOUEHUS
nHpopmManm B HMHPOPMAIMOHHBIE  PECYPCHI,
OCYIIECTBIIIEMOTO B TOpSAAKE, YCTaHABIMBAEMOM
OpraHaM¥ roCyapCTBEHHOH BIIACTH, SIBIISICTCS €e:
a) CTaH/AapTU3aLus;
0) 3ammura;
B) IOKyMEHTHPOBAHUE;
T') BBIKYII TOCY/JIapPCTBOM Y YaCTHBIX JIUIIL.
4. CpenctBoM ycTpaHeHHsl «OyMakHOro Oymay
SIBJISIETCSL:
a) KOMITbIOTEpH3aIHs AETOTPOU3BO/ICTBA;
0) yHudukanms JOKyMEHTOB;
B) KJIACCHU(HKALIHS JOKYMEHTOB;
T') IpUMEHEHUE Pa3HOCTOPOHHEH OPTTEXHUKN
5. 3HavyeHHe JIOKYMEHTALMOHHOTO O0ecHedYeHUs
YIIPaBIICHUS ONPENEINAeTCS:
a) KOMMYHUKaIUSIMH;
0) unenTuduKanuei;
B) uKcamnuei;
T) CyaeOHBIM pa30HpaTeILCTBOM.
6. B mpaBoM BepxHeM Yriy JOKYMEHTOB
pacrosararTcs ClieIyIolHe PEKBU3UTHI: )
rpud COTIacoBaHHUS;
0) OTMETKa 0 KOHTPOJIE;
B) rpu() yTBEPXKJICHUS;
T) aapecar.
7. B 1eBoM BepxHEM  yrily  JIOKyMEHTOB
pacronaraloTcst ClIe/IyIoNe PeKBU3UTHI:
a) Pe30JIIONNS;




Kon
WHMKATOpa

Nunukarop
KOMIICTCHIINN

JOCTHIKCHHUA

OneHouHBIE CpecTBa

6) oTMeTKa 0 HaJTUYUH MPUI0KECHNUS;

B) OTMETKA 00 HCIIOJIHUTEIIE;

T') KO OpraHU3aIHH.

8. B mpaBoM HIDKHEM YTy pachojararoTcs
PEKBU3UTBHIL:

a) OCHOBHOH TIOCYJapCTBEHHBIM PpErucTpaliOHHBIN
Homep (OI'PH) ropunnaeckoro

TMLa;

0) ko1 (OpMBI JOKYMEHTA;

B) NACHTU(HUKAINOHHBI HOMEP HAJIOTOIUIATENbIINKA
(MHH);

r) Tpu() OrpaHUYEHHs TOCTYIA K JOKYMEHTY.

9. B 71eBOM HMKHEM YIJTy pacojararTcs peKBU3UTHL:
a) KOJ IPUYHMHBI IOCTAHOBKU Ha Y4eT;

0) OTTHCK MeyaTH;

B) BH3BI;

') OTMETKa 00 UCHOJHUTEIE.

10. K B3aMMOUCKIIIOYAIOIIUM PEKBU3UTAM OTHOCSITCSL:
a) sMOileMa OpraHHM3aldd M TOCYAapCTBEHHBIH repd
P®D;

0) Ko opraHu3any ¥ KoJ POPMBI TOKYMEHTA;

B) PErHCTPAaLMOHHBIM HOMEp TOKYMEHTa U CCBhUIKA Ha
PETHCTPAllMOHHBII HOMEp 1

JIaTy TOKYMEHTa;

r) rpud yrBepkaeHus u nevats. 1 1. Eciu opranuzanms
MOJIBEIOMCTBEHHa  OJHOBPEMEHHO  HECKOJIBKUM
oprasam

YIpaBJIEHUs, TO B Pa3HBIX CUTYallUsAX YKa3bIBAETCS:

a) HEIOCPECTBEHHO BBILIECTOSINAS OpraHU3anus;

6) camast rTaBHAS BBIIIECTOSAIIAS OPraHU3aNNs;

B) He OoJiee Tpex CTeNeHeH MM0BeJOMCTBEHHOCTH;

r) He YyKa3plBaeTcd HHM OJHA  BBIIIECTOAIIAS
OpTaHM3aIHs.

12. JTaToit moKyMeHTa MOXKeT OBITh JaTa:

a) ero HalMCaHMA U COTIACOBAHMUS;

0) ero moaNUCaHUs;

B) €T0 YTBEP)KICHHUS;

I) IpPOBEACHHUS 3aceJaHHsd, Ha KOTOPOM MPUHATO
pereHue.

13. laThl B JOKyMEHTaX MOTYT ObITh O(OPMJIICHBI:

a) 22.08. 1997;

0) 22 aBrycra 1996 rona;

B) 1988. 02. 22;

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

14. Kakue pexkBU3UTBHI JOKYMEHTOB MMILYTCS, Kak
NPaBUJIO, OT PYKH:

a) BU3a;

0) pesosronus;

B) TTO/IITHCE;

T') agpecar.

15. K kakuM peKBU3UTaM OTHOCSTCS CJIOBA!

a) «BepHo» A)
0) «Js CITy’)KE€OHOTO MOJIb30BAHUS) b)

B) «3ameyaHus MIPUIAraroTCs» B)

T) «IIerpos M.K. 924-76-40» )]

16. PexBU3HT «IOANHKCH» HA Pa3HBIX JTOKYMEHTax
BKJIIOYAET:
a) TMYHYIO POCIIHCH aBTOPA JOKYMEHTAa,




Kon
WHMKATOpa

Nunukarop
KOMIICTCHIINN

JOCTHIKCHHUA

OneHouHBIE CpecTBa

0) JIMYHYIO pOCIHCH  DPYKOBOIMTENS M ee
pacumppoBKy;

B) YyKasaHWE JOJDKHOCTH, JIMYHYIO  POCIIHCh
PYKOBOJAUTENS U €e pacuin(poBKY;

r) yKa3aHue JIOJDKHOCTH, HalMEHOBaHHE
OpTaHM3al|H, JMYHYIO POCIIHCH PYKOBOAUTEINS,

ee pacmudpoBKy.

Kommnekt TecToBBIX 3amanuii: Ne2

1. Kakoe coxparienue sBisieTcs ab0peBrUaTypoit:

a) AI'3 MUC Pd;

6) Mocanepro;

B) cTarQJisiys;

r) o/m, /0.

2. CnoBo, KoTOpoe 0003Ha4yaeT HOBOE TMOHSITHE,
ynotpebisieMoe B JOKyMEHTaX, —

3TO:

a) abOpeBHaTypa;

0) CHHOHHM;

B) HCOJIOTH3M;

T) apXams3M.

3. Otbepure nmpuHOKN O(UIMAIBEHO-AEIOBOTO CTHIIS
JIOKyMEHTAIHH:

a) TPENOCTaBICHHS MAaKCHMAJIbHO  BO3MOXKHOH
nndopmanumy;

0) MIpUMEHEHHE CIIOB «MbI BHITIOJTHUMY, «5 CACTAION;
B) OrpaHMYCHHOCTb B IPUMEHEHHU SI3BIKOBBIX
CPE/CTB;

T') IPUMEHEHHNE YETKHX OTBETOB «Za», «HETY.

4. Jlekcuueckoe COKpaIieHue cjaoBa, yIoTpebasieMoro
B JIOKYMEHTax — 3TO:

a) abOpeBHaTypa;

0) CHHOHHM,;

B) HEOJIOTH3M;

T) TAPOHHM.

5. Yro He oTHOCHTCS K O(UIMAIBEHO-/IEIIOBOMY CTHIIIO
JIOKyMEHTa!

a) aIpecHOCTh MH(POPMALUH;

6) TemaTHueckas OTPAaHWYEHHOCTh B MPHUMEHEHUU
SI3BIKOBBIX CPE/ICTB;

B) MpPEIOCTaBIEHHE MAaKCUMaJbHO  BO3MOXKHOM
HHPOPMALINY;

T) yHE(DUKAIUSI TOKYMEHTA.

6. K mpaBuyiam e7I0BOTO 3THKETA OTHOCSTCS:

a) HETOPOIUTUBOCTD C OTBETOM;

0) O;maroapHOCTH 3a OTBET WJIH JACHCTBUE;

B) 00CTOSsITENEHOE H3JI0XKEHHE TOKYMEHTA;

I) yYMEHHE CIymaTh ApYyrux moaei.7. B kaxom
JIOKYyMEHTE HCIIOJb3YIOTCS CJIOBA «... B TMPOTHBHOM
ciaydae Bam OyayT

NpeabsBieHbl ITpadHbIE CAHKIUM» B KauecTBe
S3BIKOBOH (POPMYIIBI, KaK pe3ysipTaTa

YHUDHUKALNY SI3bIKOBBIX CPE/ICTB:

a) B TapaHTUITHOM IHCHME;

0) B peKIIaMalluOHHOM IHCEME;

B) B MH(QOPMALITMOHHOM IHCHME;

T') B IMCbMe-HAIIOMHHAHHH.

8. CnoBa, KOTOpBIE CTAaHOBATCS HEO(UIMATEHBIM
3aMEHHUTeNIeM TepMHHAa M HMX  [PUMEHEHHEB
JIOKyMEHTaX HeJOMYCTUMO, — 3TO:

a) Mpo¢eCCUOHATN3MBI,

0) CHHOHHUMBEI;
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B) HEOJIOTH3MBI;

T') HapOHUMBI.

9. 3aKOHUYCHHBIH B CMBICIIOBOM OTHOIIEHHU OTPE30K
TEKCTa, MO3BOJISIOIINI YCTaHOBHUTH

3HaYCHHE BXO/ISIIIETO B HETO CIIOBA MM (hpasbl — 3TO:

a) aHHOTAIIUS;

6) pedepar;

B) KOHTEKCT;

T') KOHCITEKT.

10. Perymupyromasi (IeATEIFHOCTh OPTaHU3ALIHI)
cpena BKIIIOYaeT:

a) TOCYIapCTBEHHBIE CTaHAAPTHI;

0) OOIIIECTBCHHBIC OXKUIAHUS;

B) PEKOMEHAINH, OTPaXKaroL1e IIePEeIOBOM OIbIT;

I)  HOPMATHUBHBIE  JIOKYMEHTBI,  OTpaKalollue
JIeSITENIbHOCTD OpraHU3aIIH.
11. IlonuTuka yIpaBJICHUS JIOKyMEHTaMU

OpTaHU3AINH MTO3BOJIICT:
a) TOBHIIATh  A(PQPEKTUBHOCTh  ACATEIHHOCTU
OpTaHU3aINH;

0) coOmogate TpeOOBaHWS 3aKOHONATEIBCTBA U
peryIupyromIeit cpeasr;

B) m30exaTb  PHCKOB  IPEANPHHAMATEIHCKOU
JIESITEIbHOCTH, CBSI3aHHBIX C JOKYMCHTAMU;

I) COXpaHATh MaMsITh OpPraHU3allM{, WHAUBUAA U
obmectBa.12. K npuHnumnam paspabOTKH NpOrpamm
YIPaBJICHUSI TOKYMECHTAMU OTHOCHUTCS:

a) OIICHKAa pHCKOB, CBSA3aHHBIX C OTCYTCTBHEM
O(HIIHATBEHBIX TOKYMEHTOR;

0) ompeneneHUe MPaBHI CO3IAHUSA METATAHHBIX O
JIOKYMEHTAX;

B) oOecIieueHrne XpaHeHUs JOKyMEHTOB B Oe30macHoN
1 3aIIUIIECHHON cpene;

r)  OIpeAelcHHE  BO3MOXKHOCTEH  ITOBBIIICHUS
3¢ HEeKTUBHOCTH pabOThI OpraHU3aluu

B pesyabTaTe Ka4eCTBEHHOTO yIIpaBJIeHUsI
JOKYMCHTaMU.
13. Pacnpenencaue OTBETCTBEHHOCTH 3a

JOKyMEHTAI[HOHHOE 00eCIIeYeHUE YIIPABICHUS
IpeAnoaraeT OTBETCTBEHHOCTb:

a) BCEX COTPYAHUKOB OpraHu3aluu 3a
0) CHCTEMHBIX aJIMHUHUCTPATOPOB
3a ;

B) PYKOBOJCTBA OpraHu3aLx 3a
r) cekpeTapei
3a

14. Eciiv JOKYMEHT SIBIISIETCSI TEM, YeM JIOJDKEH OBITh;
CO3/1aH WM OTIPABJICH JIUIIOM, YIIOJTHOMOYEHHBIM Ha
3TO, a TaKXke B TO BpeMs, KOTOpOE yKa3aHO Ha
JIOKYMEHTE, TO 3TO 03HA4YaeT ero:

a) TOCTOBEPHOCTb,

0) LIEJTOCTHOCTB;

B) ayTCHTUYHOCTE;

T') IPUTOAHOCTH JJIsl UCTIOJIb30BaHUSL.

15. Crparerus BHEApPEHUs JOKYMEHTHBIX CHCTEM
MpeayCMaTPUBACT:

a) MPOEKTUPOBAHUE TOKYMEHTHBIX CUCTEM;

0) TMOATOTOBKY COTPYJHUKOB, padOTaloNMxX C
JIOKyMEHTaMU;
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B) COOTBETCTBHE IOKYMEHTOB PETYIUPYIOLIEH cpee;
T') KOHBEPTALMIO JOKYMEHTOB B HOBbIE JOKYMEHTHBIC
CHCTEMBI, (JOPMATBHI.
16. CocoOHOCTh JOKYMEHTHOM CHCTEMBI JITUTEIBHO
Y MPaBUIILHO (DYHKIIMOHUPOBATH
B COOTBETCTBUM C TpeOyeMBIMH IPOLETypaMHU
O3Hayaer ee:
a) HaJIeXHOCTh;
0) 2 PeKTHBHOCTE;
B) IICJIOCTHOCTb;
T') KOMIUIEKCHOCTb.
17. Cnoco6HOCTh JOKYMEHTHOU CUCTEMBI
Npe0TBPAIIaTh HECAHKIIHOHUPOBaHHBIE
JIOCTYI K JJOKyMEHTaM, UX YHUUTO)KEHHE, U3MECHEHNE
WY TIepEMELICHHS 03HAYaeT ee:
a) HaJIeXKHOCTh;
0) 2 PEeKTUBHOCTS;
B) LIEJIOCTHOCTH;
I') KOMIUIEKCHOCTb. 1 8. MeToI0/10THs IPOSKTHPOBAHUS
Y BHEJPCHUSI JOKYMEHTHBIX CUCTEM BKIIFOYAET:
a) aHaIIM3 JETOBOW IeSTeIbHOCTH OpraHH3alNI;
0) OLICHKY CYIIECTBYIOIINX JOKYMEHTHBIX CHCTEM;
B) MOHUTOPHHT, OLICHKY, KOPPEKTUPYIOLIHE ICHCTBHS;
I') IpeKpalieHne IPUMEHEHUS TOKYMEHTHBIX CHCTEM.
19. O0bekTamu yHH(UKALMU M CTaHAAPTU3ALMU B
YIIPaBICHYECKON e TeIbHOCTH
SIBJIAKOTCA:
a) TEpMHHBI, HCIOJb3yeMble I@pu pabore ¢
yIpaBJieH4YecKol HH(pOpMaIHe;
0) oOpraHM3alMOHHBIC CTPYKTYpBl OpraHM3aLUi,
YUpeXACHUN U NpeAnpUsTUil;
B) yIpaBJieHYeCcKHe (QyHKIIHH;
I') yIpaBJieHYecKas JOKYMEHTALHs.

YK-4.4 [Ty6nm4HO BhICTyMaeT Ha pycckoM | Hpakrnueckue 3aianus:

SI3BIKE, CTPOHUT CBOE BBICTYILICHUE
C y4eToM ayJuTOpUU U LEeIH
0oO01IIeHIS

Kpoccropa 1.

Ilo ropuzoHTanu: 1) 3amuch uWHPOpPMAUMU Ha
Pa3IMYHBIX HOCUTEINSX 110 YCTAHOBJICHHBIM IIpaBHUJIaM;
2) yCTaHOBJICHHE KOJMUYECTBA M COCTaBa JIOKYMEHTOB
B CIMHMIAX YydYeTa W (QUKcAlMsi NPUHAMICKHOCTH
Ka)KJJOH eTMHHUIIBI y4eTa K ONPE/ICIIEHHOMY KOMIUIEKCY
1 0011eMy UX KOJIMYECTBY B yUETHBIX JOKyMEHTaxX; 3)
YUETHBIH  JIOKYMEHT,  COJIEpKalluii  Ha3BaHUeE,
CBEJICHHS O KOJMUYECTBE, COCTAaBE JOKYMEHTOB (pOHA
U MECTe ero XpaHeHus, NpeJHa3HAuYeHHBIH IS
HEHTPAIM30BAHHOTO y4eTa JOKyMEHTOB; 4) MepedeHb
oduHanbHBIX HaMMEHOBaHU I XpaHsIIUXCS,
BBIOBIBIIUX W MOCTYMAIOMIMX apPXUBHBIX (OHIOB B
MOPSIIKe BO3pacTaHMsl MPUCBOCHHBIX UM HOMEPOB; 5)
MpeyCMOTPEHHbIE HOPMATHBHBIMH  JIOKYMEHTaMHU
YCIIOBUS UCIIOJIb30BaHMS ApXUBHBIX u
KOH(MICHIIMAIIBHBIX JOKYMEHTOB; 6) IN(pOBOE H/WIIN
OykBeHHO-TIM(HPOBOE o0o3HaueHue Jena B
HOMEHKJIaType JieJl OpraHu3alyi, HaHOCUMOE Ha €ro
00JIOXKKY; 7) CBOMCTBa JIOKYMEHTA,
o0ycllaBIMBaOLIME €ro KyJbTYpHOE, HAyYHOE U T.II
3Ha4YeHHe; §) BOCCTAHOBICHHE NMEPBOHAYAIBHBIX WIIN
ONMM3KMX K NEepPBOHAYAJIbHBIM CBOMCTB M BHEIIHHX
MPU3HAKOB apXHBHOTO JIOKYMEHTA, IOJIBEPIIIerocs
MOBPEKACHUIO WM Pa3pylieHuto; 9) cpeacTBo
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TUPAXUPOBAHUA  JIOKYMEHTOB; 10)  yderHsIit
JIOKYMEHT, COAeprKallluii epeueHb TOKYMEHTOB Jiena
C yKa3aHHMEM IOPSAAKOBBIX HOMEPOB JOKYMEHTOB, HX
WHJCKCOB, Ha3BaHWM, HaT, HOMEepoB JucToB; 11)
IIPUMEHEHUE nHpopmanuu JIOKYMEHTOB B
KyJIbTYpHBIX, Hay4HBIX M T.II. LEISAX, a TaKxke s
obecrieueHns 3aKOHHBIX TPaB M MHTEPECOB I'PaXKIaH;
12) cmpaBouHHMK, B KOTOpOM HWH(OpMAIUI O
JOKyMEHTaX paclojiOKeHa B COOTBETCTBHH C
BEIOpaHHOW cxeMoil kiaccudpukamum; 13) TOKyMeHT,
MOJTHOCTBIO BOCITPOHM3BOAAIINI napopmanuio
MOJUIMHHOTO JOKYMEHTA U BCE €ro BHEIIHHE IPU3HAKU
WM 4acTh UX, HO HE MMEIOMUN IOpUANYECKON CUIIBI;
14) U3MCHEHUE NIEPBOHAYAJIBHBIX ¢usmKo-
XMMHMYECKHUX CBOMCTB JOKYMEHTa IIOJ BO3JEHUCTBUEM
BHELIHUX W BHYTPEHHHX (akTopoB; 15) mepBblid uiu
€IMHUYHBIA SK3eMIULIp O(UIMaIbHOTO JOKYMEHTa;
16) ropuamdeckoe WM (U3MYECKOE JHIO, B
JIESITEIIbHOCTH KOTOpOTO obpazyercs
MOKYMEHTaNbHEIH (GoHO, 17) cpencTBo XpaHEHHS
JIOKYMEHTOB.

Ilo Beprukamu: 1) JABWKEHHE [JOKYMEHTOB B
OpraHU3aIK C MOMEHTA UX CO3AaHUS U NOJIYYEeHUS
JI0 3aBEpIIEHMs] MCIOJIHEHUS WIM OTHpaBieHus; 18)
3alUCh  YYETHBIX JAHHBIX O JOKyMEHTe IO
yCTaHOBICHHOH ¢opme, ukcupyrommas (akr ero
CO3/aHMs, OTHpaBiIeHUd WIM THodydeHus; 19)
JOKYMEHT  WJIH  COBOKYHNHOCTb  JOKYMEHTOB,
OTHOCSIIIMXCS K OAHOMY BONPOCY WM YYacTKy
JIeITEIIbHOCTH W ITIOMEIIEHHBIX B  OTAENBHYIO
obmoxkky; 20) opraHusanusi WIH CTPYKTypHOE
MOZIpa3/ieNieHHe, OCYIIECTBISIONIEE UIUTENBHOE WITN
MOCTOSIHHOE XpaHEHHE OKOHYEHHBIX JIOKYMEHTOB C
LENBI0 MX HCIONB30BaHMA; 21) CpeacTBo KaccoBOM
OPITEXHUKH; 22) KOMUS YacTH TEKCTa JIOKYMEHTa,
obopMiIeHHAass B YCTaHOBIEHHOM Topsake; 23)
CPEICTBO H3TOTOBIICHUS n300pa3uTEIBHBIX
JIOKyMEHTOB; 24) cHenuaJbHO  00OpYyIOBAaHHOE
MOMEIIIEHHE I XPaHEHUS apXUBHBIX JTOKYMEHTOB;
25) MOBTOPHBII 3K3EMIUTAP MOMTMHHAKA JOKYMEHTA,
UMEIOIIUH IOPUINIECKYIO CHITY; 26) (U3NYecKoe WIn
IOPUANYECKOE JIMIO, CO3AaBIIee JOKYMEHT; 27)
ounMaNbHBI TOKYMEHT, MMEIOIIUH FOPHINIECKYIO
CHIIy W COJIepKallii HHQOpPMAIMIO O TIpeaMere
3ampoca, C  YKa3aHHEM  IIOMCKOBBIX  JaHHBIX
JIOKyMEHTOB; 28) 0TOOP JOKYMEHTOB Ha XpaHEHHUE WIIH
K YHHYTOXXEHHIO, a TaK)K€ YCTAHOBIJIEHHE CPOKOB HX
XpaHEHHS Ha OCHOBE NMPUHSITHIX KPUTEPHUEB.

YK-4.5

VYCTHO mpeacTaBisieT pe3yabTaThbl
CBOEH JESTENIHOCTH Ha
HHOCTpaHHOM SA3BIKE, MOXET
NOJJIEPKATh Pa3roBOpP B XOAE HX
00CyXIeHUS

[IpakTuueckue 3anaHus:

Kpoccsopxa 2.

ITo ropusoHTanu: 1) HOPMATHUBHBIM JOKYyMEHT,
COJICp)KAaIllMi  CHCTEMAaTHU3UPOBAHHBIH  TepedeHb
CTPYNIIUPOBAHHBIX HAWMEHOBAHMH OOBEKTOB U
MPUCBOCHHBIC UM KOJBI; 2) HOPMaTHBHBIN JJOKYMEHT,
3aKPETUISIONUN YHUPUKAIIUIO JIETONMPON3BOICTBA; 3)
(hukcarys Ha MaTepUaIbHOM HOCHUTENE HH(OPMAIIHH C
PEKBU3NUTAMH, TTO3BOJISIOIINMHI ee
UACHTUQHUINPOBATH; 4) YCTAHOBJIEHNE €AMHOOOpa3ns




Kon Nunukarop HOCTHKECHUS
MHIMKATOPa | KOMIIETEHIIUH OueHovHble cpesCcTBa

coctaBa ¥ (OPM YIPABICHYCCKHX JOKYMEHTOB,
C031aBaEMbIX npu peleHUH OJHOTHUIIHBIX
yopaBieHueckux  GyHKumd; 5)  uHbOpMAaIms,
(UKCHUpOBaHHAs HA KAKOM-THOO MaTepUALHOM
HOCHTEIIE.

ITo Beprukamu: 1) umdpoBoe ob6o3HayeHue Qopm
JIOKYMEHTOB B XOJI€ COCTaBJICHHS KIACCH(PUKATOPOB
nHPOpPMAaLNY; 6) audposoe o0o3HaueHue,
SIBIISTIOIICECS SJIEMEHTOM HICHTH()HUKAIUN OO BEKTOB B
XoJe WX KiIaccupUKamuw;, 7) MeXKIyHapOIHBIN
JIOTOBOP IT0 OTPEICICHHOMY BOTIPOCY; §) OpraHu3anus
WIH CTPYKTYPHOE MOJpPa3/IeIICHUE, OCYIIECTRISIONICE
JONTOBPEMCHHOE ~ HJIM ~ TOCTOSHHOC  XpaHCHHUE
OKOHYCHHBIX Jied;, 9) BHECEHHE JIOJKHOCTHEIM
JUIIOM B O(QUIMaIbHBIC JOKYMEHTHI 3aBEIOMO
JIO)KHBIX CBEIACHUN WM UCIPABICHUMN, MCKAXAIOIINUX
ux necTBuTensHoe conepikanue; 10) CHHOHUM cioBa
JIOTOBOP; 11) JIOKYMEHT, MOITBEP K IAIOLTUI
COOTBETCTBHE TPONYKIHH, TIPOLECCOB U YCIYyT
YCTaHOBIICHHBIM TPeOOBAHUSIM.

0) Ilopsinox mpoBeneHUsi MPOMEKYTOYHOH aTTeCTALIMHU, NMOKa3aTeJld W KPUTePUH
OLICHMBaHHSA:

IIpomesxyTodHast aTTeCTalys BKIIOYAET TEOPETUUECKUE BOIIPOCHI, ITO3BOJISAIOIINE OLIEHUTD
YPOBEHb YCBOEHHUSI OOYUYarOUIMMMUCS 3HAHUHM, U NPAKTUYECKUE 3a/laHMs, BBIABIIAIOIINE CTEIEHb
c(OpMHUPOBAHHOCTH YMEHUH U BIIaJICHUI, TPOBOAUTCS B (hopme 3aueTa.

3ayer Mo JaHHON NUCHMIUIMHE MPOBOJIUTCS B YCTHOM (hopMe MO BompocaMm K 3adery,
KOTOPBIN BKJIFOYAET OJUH TEOPETUYECKHUM BOIPOC U OJJHO NMPAKTUYECKOE 3aJaHHE.

Iloka3aTes i H KPpUTEPUH OLICHUBAHUA

- «3aYTEHO» - BBICTABJISAETCS IIPU YCIOBUM, €CIIM CTYACHT IOKa3bIBAE€T XOPOIINE 3HAHUS
y4yeOHOro MaTepuasia IO TeMe, 3HaeT CYLI[HOCTh JUCHMIUIMHBI, CBOOOJHO BBIIOJHSET
IIPaKTUYECKUE 3aaHUS.

IIpu 5TOM CTYZEHT JIOTMYHO M IIOCIEA0BATEIBHO U3J1araeT MaTepuall TEMbI, PaCKPbIBAET
CMBICJI BONIPOCA, JaeT YJIOBJIETBOPUTEIBHBIE OTBETHl HA JIONOJHHUTEIBHBIE BOIIPOCHI.
JIOTIOJTHUTEIBHBIM YCIOBUEM IOJYYEHHUs OLIEHKU MOT'YT CTaTh XOPOIIUE YCIIEXH IIPU BBIIIOJHEHUN
CaMOCTOSITENIbHOM U KOHTPOJIbHOM paboThl, cucTeMaTHUecKasi akTUBHAs padoTa Ha MPaKTUYECKUX
3aHATUSAX.

- «HE 3a4YTEHO» - BBICTABIISETCS INPU YCIOBHM, €CIM CTYIEHT BIAJEET OTPHIBOYHBIMHU
3HAQHUSIMU O CYIIHOCTH AUCLUIUIMHBIL, JA€T HEIOJHBIE OTBETHI HAa BOIPOCHI U3 OCHOBHOM
JUTEPATYpPhl, PEKOMEHJOBAHHON K KypCy, HE MOKET OTBETUTH Ha JIONOJHMUTEIIBHBIE BOMIPOCHI,
IIPEIOKEHHBIE ITPENOAABATEIIEM.

IIpunoxenne 3

MeToaunuyecKkue PEKOMEHIAIUH 1JIsA CaMOCTOSITEIbHOI paGOTLI CTYACHTOB

B mporiecce BBINONIHEHNS CaMOCTOSITENIbHON padOThI CTYI€HTHI TOJIKHBI HAYUUTHCS
BOCIPUHUMATh CBEICHUS Ha CIIyX, GUKCUPOBATh HH(OPMALIMIO B BUJIE 3allUCEll B TETpasX,
paboTaTh C MUCHbMEHHBIMU TEKCTAMHU, CAMOCTOSITEIHHO U3BJIEKAsl U3 HUX TOJIE€3HbIE CBEICHUS U
o(opMIIsis X B BUJIE TE3UCOB, KOHCIIEKTOB, CUCTEMAaTU3UPOBATh HH(OPMAIIMIO B BUJIE
3aroJIHEHHsT TaOJIHILL, COCTaBIIEHHUS cXeM. Ba)kHO HayuUTHCsI BBIIEIATD TTIAaBHBIE MBICIU B JIEKIIUU
npernoJiaBaTess MO0 B MUCbMEHHOM TEKCTE; aHAJM3UPOBATh SBJICHHUS; ONIPEIENIATH CBOIO



MO3UIUIO K OJyYEHHBIM Ha 3aHATUAX CBEICHUSAM, YeTKO (OPMYIUPOBATh €€; apTyMEHTHPOBATh
CBOIO TOYKY 3PEHHUS: BBICKA3bIBAaTh OLICHOYHBIE CY)K/IEHUS; OCYIIECTBIATh CAMOAHAIIM3.
Heo0xonnMo yuuThest BIaJeTh YCTHOM U MMCbMEHHOM peublO; BECTU AUAJIOT; y4acCTBOBATh B
JMICKYCCHH; PACKpPBIBATh COJEPKAHNE U3ydaeMOU MpoOIeMbl B MOHOJIOTHUECKON PEUH;
BBICTYIIATh C COOOIICHUSAMH U JTOKJIAZaMHU.

Koncnexr jexknun. CMbIC IPUCYTCTBUS CTYJEHTA HA JIEKLIUHU 3aKJII0YaeT BO BKIIOUEHUH €TO B
AKTHUBHBIN MPOLIECC CIIYILIaHMsI, TIOHUMaHUs U OCMBICIIEHUS MaTepHalia, OArOTOBIEHHOTO
npernojiaBaTesaeM. ITOMY ClIOCOOCTBYET KOHCIIEKTUBHAS 3alMCh OTYYeHHOW HH(pOpMAaLUH, C
IIOMOIIbIO0 KOTOPOH B JajIbHENIIIEM MOKHO BOCCTAHOBUTH OCHOBHOE COJIEpKaHUE
HPOCITYIIaHHOM JIEKIUH.

JIJ1st yCTIenmHOTo BBITTOJIHEHUS ATOH pabOTHI COBETYEM:

- IOATOTOBUTH OTJENIbHBIE TETPAAN JJI KaKJOro MPeAMETa. 3alUCh B HUX JIy4llle BECTH Ha
OJIHOH CTOpOHE JINCTA, YTOOBI [T03/JHEE HAa YUCTOM CTpaHUIIE 3alMcaTh JOMOJIHEHUS, yTOUHEHUS,
3aMEYaHus, a TAaK)Ke COOCTBEHHbIE MBICTH. C TOMOIIBIO PA3HOIBETHBIX PyUYeK WK (IIOMAcTEPOB
MOYKHO OYZI€T BBIZICITUTH 3ar0JI0BKH, Pa3/Ieibl, TEPMUHBI U T.].

- HE 3aITUCBIBATh MOJPS BCE, UTO TOBOPUT JiekTop. CTapaiiTech BHauase BBICIYIIATh U MOHSTh
MaTepual, a 3aTeM yxke 3a(UKCHPOBaTh €T0, HE YITYCKasi OCHOBHBIX TTOJIOKEHUH U BBIBOJIOB.
Coxpansiite JoruKy u3noxenus. O0paTuTe BHUMaHHE HA HEOOXOIMMOCTh TOUHOH 3aIUCH
oTpeeNIeHUui 1 MOHSATHIA.

- OCTaBUTb MECTO HA CTpAaHUIIC CBO60}1HI>IM, €CJIM HC YCIICJIM OCMBICIIUTL U 3a-ITUCATh YaCThb
I/IHq)OpMaI_II/II/I. IIo oxoHYaHHUIO 3aHATHSA C IIOMOIIBIO OOTHOKYPCHHKOB, IIPEIIOAaBaTCIIsA HIIN
y‘Ie6HI/IKa BbI CMOKCTC BOCCTAHOBUTDH YIIYIIICHHOC.

- yIENATh BHUMaHUE rpaMOTHOMY odopmiieHuto 3anucedl. Hayunrech rpaduuecku sicHO u
y100HO pacroyiaraTh TEKCT: BEIWIECHATh a03allbl, TOAYEPKUBATh TJIaBHBIE MBICIIH, KIIFOUEBbIE
CJI0Ba, IOMEIIATh BBIBOJBI B paMKH U T.J. HemanoBakHOe 3HaUE€HHUE UMEET U YETKast CTPYKTypa
JIEKLIMH, B KOTOPYIO BXOJUT IIJIaH, JIOTUYECKU BBICTPOCHHAS KOHCTPYKIUS OCBELICHUS KaXKI0T0
IIyHKTAa IIJIaHa C apIyMEHTaMU U 10Ka3aTeIbCTBAMHU, Pa3bsICHEHUAMU U IIPUMEPAMU, a TAKKe
CIIMCOK JIMTEPATYpPHI 110 TEME.

- HAYYUThCS MHCaTh pa300punBO U OBICTPO. UTOOBI B TabHENIIIEM HE TPATUTh BpeMs Ha
pacuppoBKy COOCTBEHHBIX 3aIIMCEH, CIEANUTE 3a AKKYPAaTHOCTBIO TOYEpKa, HE IKOHOMbBTE
Oymary 3a c4eT yIUIOTHeHHs TeKCTa. KOHCIIEKTHUPYSI, TOJB3YHTECh OOMETPUHATHIMHU
COKpalll€CHUAMM CJIOB U YCIIOBHBIMH 3HAKaMU, €CJIN €CTh HeO6XOJII/IMOCTI), TO HpI/I-)IYMaI\/'ITe
COOCTBEHHBIE COKpAILIEHUSI.

- YMETb OBICTPO U YETKO MEPEHOCUTH B TETPaab rpaduuecKkue pUCyHKU U Tabnuubl. J{is atux
LeJIel IPUTrOTOBBTE MPO3PAYHYIO JIMHEWKY, KapaHJall ¥ pe3uHKy. CTapalTech KaKk MOXKHO
TOYHEEe CKOMUPOBATh U300pa’keHue ¢ TOCKU. Eciau HarmsiiHbIi MaTeprain TpyaHO
BOCIIPOU3BOJMM B YCIOBUSX JIEKIMH, TO CIEIANTE €ro CIIOBECHOE ONMMCAaHUE ¢ 0000IAI0IUMU
BBIBOZJIAMH.



- IPOCMOTPETH CBOU 3aITUCH ITOCJIC OKOHYAHUS JICKIHH. HOI[‘IepKHI/ITe U OTMETHTEC pa3sHbIMU
OBCTaMU (bJIOMaCTepa BaXXHbIC MOMCHTHGI B 3aIIMCAX. I/ICHpaBBTe HCTOYHOCTH, BHCCHUTC
H€O6XOI[I/IMBI€ nononHenus. He TPAaTbTC BPEMA Ha NICPCTIMCBIBAHNEC KOHCIICKTA, CCJIN OH
OKa3aJICid HC COBCCM yAa4YHBIM. COBepmeHCTBYﬁTeCB, 3alMCbIBasd MOCJICAYIOUC JICKIIUN.

IMoaroroBka k ceMMHAPCKUM 3aHATHAM. CeMUHap — OJJUH U3 OCHOBHBIX BH/I0B IPAKTUUECKHUX
3aHATUH 110 TyMaHUTAPHBIM JucHUIInHaM. OH npeJHa3HaueH Ui yriIyOJIeHHOTO U3Y4YeHUS
OTJENBHBIX TeM H KypcoB. [1o popme nmpoBeneHust ceMHUHAPBI OOBIYHO MPEACTABIAIOT COOOM
peleHue 3aqad, 00cyKIeHue JOKIal0B, Oecey 10 IUIaHy WK AUCKYCCHIO 110 Ipodiieme.

[ToaroroBka K 3aHATHUM 3aKIH0YAETCs, IPEKIE BCETO, B OCBOEHUU TOTO TEOPETUUECKOTO
MaTepHaia, KOTOPbIH BBIHOCUTCS Ha 00CyXaeHHe. J{Jst 3Toro Heo6X0IMMO B TIEPBYIO OYEpeIh
NepeYnuTaTh KOHCIIEKT JICKIIUU WK Pa3/ielibl yueOHUKa, B KOTOPBIX MPUCYTCTBYET YCTAHOBOYHAS
uHpopmanus. M3yuenne peKoMeH0BaHHOM JINTEPATYpbl HEOOXOAUMO CAETaTh MAKCUMAIIbHO
TBOPYECKU — HE IPOCTO YKJIAAbIBas B aMsTh HOBBIE CBEJICHUS, @ OCMBICIMBAS U aHATTU3UPYS
MaTepuai. 3aKpernuTh CBOM 3HAHUS MOYKHO C TTIOMOIIIBIO 3aMTUCEH, BHITUCOK UITU TE3UCHOTO
KOHCIIEKTA.

Ecin cemunap npencraBieH JOKIalaMu, TO OCHOBHAs OTBETCTBEHHOCTD 3a €r0 IIPOBEICHUE
JEKAT Ha nokiaauukax. Kak cienats 310 ycnemso cMoTpure B paszaene «/Joxman». Ognako
POJIb OCTANBHBIX YYACTHUKOB CEMHUHApPa HE JOJDKHA ObITh MAacCUBHOM. CTyIEHTHI, TPOCITyIIaB
JIOKJIaJl, 3alIMCBIBAIOT KPATKO IJIaBHOE €ro COJIEP’KaHUE U 33/1at0T BHICTYIAIOIIEMY YTOUHSIOLINE
BOMPOCOB. YeM Ooiiee OCHOBATENBHOM ObLIa JOMAIIHSS IOJTOTOBKA TI0 TeME, TEM aKTHBHEE
MPOUCXOTUT 00CYKACHUE MMPOOIEMHBIX BOIIPOCcOB. Ha cemMrHape BCs4eckn MOOMmpsieTcst
TBOPYECKAs, CAMOCTOSITENIbHAS MBICIIb, TA€TCSI BO3MOYKHOCTD BBICKA3aTh KPUTHYECKHE
3aMevaHusl.

bBecena no tutany npezcTasisieT co0oii 3apaHee MOATOTOBICHHOE COBMECTHOE 00-CyKICHHE
BOIPOCOB TEMBI KaX/IbIM U3 YYACTHUKOB. DTa (hopMma MOTpedyeT OT CTYACHTOB HE TOJIBKO
XOpOIUIeH CaMOCTOSATENbHON POPAaOOTKH TEOPETHUECKOT0 MaTepHrala, HO U yMEHHE y4acTBOBATh
B KOJUIEKTMUBHOM JTUCKYCCHH: KPAaTKO, YETKO U ICHO ()OPMYJIMPOBATH U U3JIaraTh CBOIO TOUKY
3peHHs epes] COKypCHUKaMM, OTCTauBaTh MO3ULIUIO B HAYYHOM CIIOPE, IPUCOEAUHATHCS K
qyKOMY MHEHHIO WJIH OTITOHUPOBATH IPYTHM yYaCTHHUKAM.

Pedepat — camblif IpoCTOI 1 HAUMEHEE CaMOCTOSITENbHBIN BUJI TUCbMEHHON paboThl. CyTh ero
COCTOMT B KPAaTKOM H3JIOKEHUH COACPKAIIMXCS B HAYYHOH JINTEPATYPE B3TIISAA0B U UACH 110
3ajanHoM TeMe. Pedepar He TpeOyeT OpurnHaIBLHOCTH U HOBU3HBIL. B HEM OlleHMBaETCs yMEHUE
CTyJeHTa paboTaTh C KHUT'OM: BBIACNIATH U (hOPMYJIHPOBATh MPoOIeMy, OTOMPaTh OCHOBHBIE
TE3MChI M BCTIOMOTATENIbHBIE IaHHbIE, JIOTMUYECKH BBICTPAuBaTh MaTepuai, FPaMOTHO OQOPMIISTh
HAay4YHBIN TEKCT.

CryneHnrtam npejjaraeTcs Ba Buja pedepaTHbix padboT:

PedepupoBanue HayuyHOU TUTEPATYpHI MPEACTABISIET COOON COKpAILIEHHOE U3JI0KEHUE
COJIep’KaHus CTaTbU UM KHUTH C OCHOBHBIMU CBEJICHUSIMU U BbIBOAaMHU. Takue pedeparsl
aKTyaJIbHbI TOT/1a, KOTJa B IOPUINYECKIX UCTOYHHKAX MOSBISETCS] HOBBIM TEOPETHUECKUM UITN
MpaKTUYECKU MaTepuai o uzydaemoil reme. OT cryeHTa TpeGyercs, BHUMATEIbHO
03HAKOMUBUINCH C IEPBOMCTOYHUKOM, MAKCUMAJIbHO TOYHO U MOJIHO NEpeaaTh €ro CoiepKaHue.
Jist aTOTO0 1IENeco00pa3Ho BEIOpaTh (hopMy MOCIEI0BATEIBHOTO U3JI0KEHHS TPOYUTAHHON



KHHUTH, HE MEHSISI €€ OOIIMIA TJIaH U CTPYKTYPY (TJIaBkl, pa3aensl, naparpadsl). Heo6xonumo
COXPAHUTH JIOTUKY ITOBECCTBOBAHUA U H038.60TI/ITLCSI O CBS3HOCTH TCKCTA. ABTOpCKI/IC,
OpUTrnHaJIbHBIC 1 HOBATOPCKHUE MBICIIU U UACH JIYyHIIC IIEPCAaBaTb HC CBOMMU CJIOBAMU, a C
noMoIpio uTHpoBaHus. O0beM pedepara OyaeT onpeneisThCs CoAepKAaHUEM HCTOYHHKA, a
TaKXe €ro Hay4HOW M MPaKTUYECKOH IeHHOCThI0. Ho B 11000M cilydae mpeanoYTeHue OTAaeTCs
KPaTKOCTH Y JIJAKOHUYHOCTH, YMEHUIO OTOMPATh INIABHOE U OCBOOOXKIATHCS OT
BTOPOCTETICHHOTO.

Pedepar no reme mpencraBisieT 0630p HAyYHBIX B3IIISIIOB U KOHILIETILUN MO TPOOIEMHOMY
BOIIPOCY B U3Y4aeMOM TeMe.

- Ecniu Bam mipeuioskeHa TeMa Takoro pedepara Ha BEIOOp, TO MPEINOYTEHUE CIEAyeT OTAATh
TOM, KOTOpas JJi Bac UHTepecHa uiu 3HakoMa. OHa He JOKHA OBITh OYEHB CIIOKHON U
00BEMHOIA, B TPOTUBHOM ciy4ae pedepar OyaeT HaloMUHATh KypCOBYIO padoTy.

- Jlnist moAroToBKHM pedepara CTyIeHTY HEOOXOMMO CAaMOMY HJIM C YYaCTHEM IPeroJaBaTes
noo6paTh ucTOUHUKHN UHpopManmu. CieayeT mo3ad0TUThCS, YTOOBI B BaIlleM CITUCKE
OKa3aJICh HE CIy4ailHble, a IEHHbIE B MH()OPMALIMOHHOM IJIaHe KHUTH. MOXHO BBIMIOJIHUTD
paboTy, OOpaTUBIIKCH U K OJTHOMY UCTOYHHKY — I0COOUI0, MOHOTpaduu, uccnenopanuo. Ho
JydlIlie, €CJIK Bbl 00paTUTECh K ABYM-TPEM HAyYHBIM TPYJaM — 3TO MO3BOJIUT IIPEICTABUTh
po0JIeMy ¢ HECKOJIBKUX TOYEK 3PEHUSI U BhICKA3aTh JTUYHBIC MTPEATIOYTEHUSI.

- OaHMM U3 TTIaBHBIX KPUTEPHEB OLICHKU pedepara OyeT COOTBETCTBHE €r0 COACP KaHUS
3asBJICHHOM Teme. JlJ1s 3TOro 6erio 03HaKOMUBIIUCH C IEPBOMCTOUHUKAMHU COCTABbTE
npeaBapuTeNbHBIN TIaH Oyaymiero pedepara, 0003HAYHB B HEM MPUHIIMITAAIBHO BaYKHBIC
MOMEHTBI H 3Talbl OCBEIIeHus nmpooieMsl. [locie Toro, kak y Bac mosiBATCS paboyue 3armcH 1mo
pe3yabpTaTaM H3y4eHHs HAy9HOH JTUTEepaTyphl U OOMMpHAsS HHPOPMALIKS TI0 TEME B IIETIOM,
MO3KHO OyZIeT CKOppeKTUpoBaTh 00Ul maH pedepara. Crapaiirech mpu padoTe HaJl HUM
TIIATEIBbHO U30aBIIATHCS OT «U3JIMILIECTBY: BCSIKOTO POAa aOCTPAKTHBIX PACCYXKIECHUM,
Ype3MEPHBIX MOAPOOHOCTEN U MHOTOYHUCICHHBIX IPUMEPOB, KOTOPbIE «Pa3MbIBAIOT» TEMY WIH
YBOJSAT OT HeE.

Crtpykrypa pedepara BKiItoUaeT B ceOsi BBeIEHUE, OCHOBHYIO YacTh U 3aKitoueHue. Bo
BBEJICHUHU (POPMYITUPYIOTCS LENH U 33a4u paboThl, €€ akTyanbHOCTh. OCHOBHAS 4acTh
MpeJICTaBiIsIeT cO00H Mocae10BaTeIbHOE i apTYMEHTHPOBAHHOE U3II0KEHUE PA3TUYHBIX TOUEK
3peHus Ha mpobaeMy, ee aHaIu3, IpeanoaaraeMble MyTH pelieHus. 3aKiIoueHne o0o0maer
OCHOBHBIE€ MBICITH HJIM 0OOCHOBBIBAET MEPCIIEKTUBHI JATBHEHIIIETO UCCIeI0BaHus TeMbl. Eciu
pedepaT 1ocTaTOYHO 00BEMEH, TO TOTpeOyeTCs pa3iesieHne TEKCTa Ha pa3iesbl (TJIaBbl,
naparpadsl). MmmocTpaTUBHBIN MaTepra — TaOJIMIIBI, CXeMBI, TPaUKU — MOTYT pacrlojiaraTbCs
KaK BHYTPHU OCHOBHOM 4acTH, TaK U B pazzeine «[Ipmioxenuey.

O0nem pedepara 3aBUCUT OT TIEJICH U 3a/1a4, pelaeMbIX B paboTe — oT 5 10 20 cTpaHuil
MAIIMHOIIMCHOT'O TEKCTA Y€PE3 ABAa HHTCPBAJIA. Ecmu B 3alaHWH, BBIZAHHOM IIPCIOJaBaTCIIEM
00BEM HE OTOBapUBACTCS, TO CIICAYET UCXOAUThH U3 Pa3yMHOMH 11eJeCO00pa3HOCTH.

B pedepare B 00s3aTeIbHOM MOPSJIKE Pa3MEIIAIOTCS TUTYJIBHBIN JIUCT, MJIaH WU OTJIaBJIEeHUE
paboThl, a TaK)Ke CIIUCOK MCTIOIb3yEeMO JINTEPATYPHI.

OO0bIYHO pedepaT MOXKET 3aUUTHIBACTCS KaK MUChbMEHHAasi paboTa, HO HEKOTOPbIE IIPEToAaBaTeIn
MPAKTUKYIOT MyOJUYHYIO 3alIUTy peepaToB WIN UX «O3BYUYHMBAHUE» Ha CEMUHAPCKUX



3aHATHAX. B 3TOM ciydae He0OX0MMO MPHUIIOKUTH TOTIOTHUTENBHBIC YCUIINS JUTS OJATOTOBKH
nyOJIMYHOTO BBICTYIUIEHUS 110 MaTtepuaiaM pedeparHoil paboThI.

Jlokaan npencrasisieT coboit ycTHyro Gpopmy coobmienus nuadopmanuu. OH UCTIONb3YETCS B
By3€ Ha CEMUHAPCKUX 3aHATHSAX U HA HAYYHBIX CTYJEHYECKUX KOH(DEPCHIIHSIX.

ITonroroBka noKiIaga OCYIECTBIISIETCS B 1BA ATAllA: HAIIUCAHUE IMCBMEHHOTO TEKCTA Ha
3aJJaHHYIO TEMY U ITOATOTOBKA YCTHOI'O BBICTYIUICHHS IIEPEN ayIUTOPUEH CITyIIATENIeH ¢
OCBelIeHNEM 3Toi TeMbl. [InchMeHHbIH TokIan opopmisieTcs Kak pedepart.

[Tpu paboTe Hal AOKIAZIOM CIEIYET YUeCTh HEKOTOPbIE CelU(PUUIECKHEe OCOOCHHOCTH:

e OObem [OKJIaZla [JOJDKEH COTJIACOBBIBATBCS CO BPEMEHEM, OTBEACHHBIM IS
BBICTYIIJICHHUS.

e [lpu BBIOOpPE TEMbl HYKHO YUYUTHIBATb HE TOJIBKO COOCTBEHHBIE MHTEPECHl, HO H
UHTEpeChl MOTEHUHUAIBHBIX ciymiaresned. Bame coobmeHne HE00XO0AMMO COIJIACOBBIBAThH C
YPOBHEM 3HaHUI U TOTPEOHOCTEH MyOINKH.

e [loAroroBneHHBIN TEKCT AOKJIA/1a JOKEH XOPOIIO BOCIIPUHUMAThCS Ha ciayX. [laxe eciu
0TOOpaHHBIM BaMU MaTepuall CJI0’KEH U HEOJHO3HAUYEH, FTOBOPUTH JKEIATENbHO MIPOCTO U ACHO, HE
neperpyxasi peub HayKooOpa3HbIMUA 000POTaMH U CHIEITU(DUICCKIMHI TCPMIHAMH.

Crnemyer OTMETHTB, YTO MHOT/IA TIPENoaBaTesb He TPeOyeT OT CTYACHTOB MUCbMEHHOTO
BapHaHTa JOKJIAa U OLEHUBAET X PadOTy UCKIIOUUTEIFHO MO0 YCTHOMY BBICTYIUIeHHIO. Ho
3HAYUTENIBHO Yallle MMCbMEHHBIH TOKJIaJ IPOBEPSETCS U €ro KauecTBO TAK)Ke OLIEHUBAETCS B
6ayutax. BHe 3aBUCMMOCTH OT TOT0, HY>)KHO MJIM HE HY>KHO OyJIeT C1aBaTh Ha IPOBEPKY TEKCT
OyAylIero BeICTYIUIEHUS, COBETYEM HE OTKa3bIBAaThCs OT MMCbMEHHOM 3aluCH JOKIJIaaa. IToO
IOMO’KET M30eXkaTh MHOIMX OLIMOOK, KOTOPBIE CIY4atoTCsl BO BpEMsl YCTHOM MMIIPOBU3AIUHU:
OTKJIOHEHHUE OT TE€MBbI, HAPYIICHUS JIOTUIECKOH MOCIIe0BATEILHOCTH, HEOpEKHOE 00paIeHne C
[IUTaTaMU, 3JI0YIIOTpeOIeHHe JeTalsiIMK U T.7. ECITi BB XOpOIIIO BiajieeTe HaBBIKAMU CBOOOTHON
peun u o0Janaere BBICOKON KyJIbTYpOU MBIIIJIEHHUS, TO 3aMEHUTE MUCbMEHHBIN TOKIa]
COCTaBJIEHUEM TE3UCHOTO TuaHa. C ero momMouibio 3aUKCHPYHTE OCHOBHBIE MBICIIH U HJIEH,
BBICTPOITE JOI'MKY MTOBECTBOBAHUS, OTOEPUTE SIPKHE U TOUHBIE TPUMEPHI, CHOPMYITUPYHTE
BBIBOJIbI.

HpI/I IMOATOTOBKE K YCTHOMY BBICTYIIVICHUIO BO3bMUTE HA BOOPYIKCHHUE HCKOTOPHIC COBCTHI:

o Jlyumuii BapuaHT BBICTYIUIEHUS NepeA ayAuTOpuel — 3To cBOOOJIHAs peub, He
OCJIOXKHEHHAas yTeHneM TekcTta. Ho eciu y Bac He BbIpaOOTaHO yMEeHHE 00IaThCs ¢ MyOnnKoi 6e3
OyMa)xKu, TO HEe IBITATECh CAENATh ITO Cpasy, 0e3 moAroToBkH. OCBauBaTh 3TOT OMBIT HYXKHO
MOCTENEHHO, OT JO0KJa/1a K I0KJIay YBEIHUUBas 00beM peun 0e3 3arisiibIBaHus B TEKCT.

e Eciu Bbl HaMepeHbl CUMTHIBATh JOKJIAJ C 3arOTOBJIEHHBIX MHUCHMEHHBIX 3amuceil, To
nocrapaiitecb, 4ToObl UTE€HUE OBLIO «XYAO0KECTBEHHBbIM»: O0O3HAualTe May30il JOruyeckue
nepexoAbl OT YacTH K YacTH, BBLACISANTE MHTOHAIIMOHHO 0COO0 Ba)KHbIE MBICIU M apryMEHTHI,
BAPBUPYWUTE TEMII PEUH.

e YuTas n0KIaA, HE TOPOIUTECH, JEJIAlTE 3TO KaK MOXHO crokoiiHee. IlomHure, 4to
CKOpPOCTh MPOU3HOIIEHUS TEKCTa Mepe]] CIyIIaTesIMU BCET/1a 0JDKHA OBbITh Oojiee MEAJICHHOM,
YeM CKOPOCTb Ballleil IOBCETHEBHOM peyH.

e CBepbTe MUCHMEHHBIN TEKCT C XPOHOMETPOM, ISl 3TOTO MIPOUYUTANTE Er0 HECKOJIBKO a3 C
CEKYHJIOMEPOM B pykax. B ciyuae, ecnu JOKIa] OKaXeTCsl CIAMILIKOM JJIUHHBIM WM KOPOTKUM,
IIPOBEJUTE €r0 PEKOHCTPYKLMI0. OQHAKO BMECTE C COKPALIEHUSMU WIHM JONOJIHEHUSIMH HE
«notepsuTe» TeMy. He mommaBaliTech MCKYIIEHHIO paccKa3aThb BCE, YTO 3HAETE — IOJHO W
HOIpOOHO.



e OOparuTe BHUMaHHE Ha TeMOp U Cuily Bamiero rosioca. OueHb BaKHO, YTOOBI Bac OBLIO
CJIBIIIHO B CaMbIX OTJAJIECHHBIX YAacTAX ayIUTOPHUH, U IPU 3TOM BbI HE «IJIyLIWJIN» BOIM3M Bac
HaXOMAUIMXCS ciymareneil. Bappupyiite TemOp peuw, OH HpuAacT €il BbIPAa3UTENBHOCTh U
IIOMOYKET U30eXKaTb MOHOTOHHOCTH.

e Cnenure 3a CBOMMHM JKecTaMH. Upe3MepHasl KECTHKYJISALUS OTBJIEKAET OT COJAEP KAHUSA
JI0KJIaJa, a IOJIHOE €€ OTCYTCTBME CHWXKACT JCHCTBEHHYIO CHUIy BbICTyIUleHHA. llocrapaiitecsh
n30aBUTHCA OT JKECTOB, JEMOHCTPUPYIOLIUX Ballle BOJHEHUE (KOTJa KPYTATCA PYyUKH, TepeOsTCs
IyTOBUIIBI, 3aJaMbIBAIOTCS Maiblibl). MCHONB3yiTE JKECTBl — BBIPA3UTENIbHBIE, ONUCATENbHBIE,
NOJIpakaTeNbHbIe, YKa3yIOIUe — Ul IOJIHOTHI IIEpejadyl BalluX MBICIIEH.

e YCTaHOBUTE 3PUTEIIBHBIN KOHTAKT ¢ ayauTopuei. He cTouT Bce BpemMst CMOTPETh B OKHO,
OITyCKaTh IJ1a3a WIM COCPEJOTauNBaThCs Ha TekcTe. CrapaiiTech 3pUTENBbHO O0IATHCS CO BCEMU
CJIyLIATeNs MU, TIEPEeBOAS B3IV OT OJHUX K IpyruM. He oOparaiite BHMMaHuEe Ha ONO3/1aBLIMX
U He IpepbIBaeTe CBOH JoKIa] 3aMeuanusaMu. Ho BMecTe ¢ TeM cieaure 3a peakiuueil myOoauKy Ha
Ballle BBICTyIUIEHHE (0100OpEeHHE, YCTalloCTh, MHTEPEC, CKYKy) MU €CIH CMOXKETe, BHOCHUTE
KOPPEKTUBBI B PEUB € LEJIBIO ITOBBILICHUS HHTEPECA K €TI0 COIEPKAHUIO.

e OTBeyaTh Ha BOINPOCHl B KOHIIE BBICTYIJIEHHS HAJ0 KPAaTKO, YETKO U YBEpEHHO, 0e3
JMIIHUX NoJapoOHocTel u moBTOpoB. IlocTapaiiteck mpenyraiaTth BO3MOXKHBIE BOIPOCHI CBOUX
CIIyIIATEICH U MOATOTOBUTHCA K HUM 3apaHee. Ho ecim CitydnTes, 4TO BBl HE 3HACTE OTBETA HA
3aJJaHHBIM BaM BONpocC, He 00MTECh B 3TOM NMPU3HATHCS. DTO 3HAUUTENBHO JIy4llle, YeM OTBEYaTh
HE 110 CYLIECTBY WJIH OTILIYYMBATHCA.

e [IpoBeiuTe reHepaIbHy0 PENETHILIMIO CBOETrO JIOKIaa Mepes] Apy3bsiMU UIH OJIM3KUMU.
OTO TOMOXET 3apaHee BbISIBUTh HEKOTOPbIE HEIOCTaTKU — CTHJIMCTHYECKH Clla0dble MecTa,
TPYAHOIIPOU3HOCHMEIE CIIOBA U (pasbl, 3aTSHYThIE BO BpeMeHH 4YacTu u T.1. [Ipoanamusupyiite
CBOIO JIMKIMIO, MHTOHAIIMH, JKecThbl. CaenaiiTe Tak, YTOObI OHU [TIOMOT'aJIM, @ HE MEIIAIH YCIIELIHO
NPEJCTaBUTh ITyOJIMKH ITOATOTOBICHHBIN BaMU JOKJIA/I.

IIpe3enTanusi — COBpeMEHHbIN CIOCOO YCTHOTO WJIM MUCBMEHHOTO MIPEICTAaBICHUS

MH(}OpPMaLIUU C UCTIOIb30BAHUEM MYJIbTUMEIUIHBIX TEXHOJIOTHI.
Cy1ecTByeT HECKOJIBKO BApUAHTOB MPE3EHTALNN.

e [IpeseHTanus C BBICTYINIEHUEM JIOKJIAAUUKa

e [Ipe3eHTanus ¢ KOMMEHTApUSIMHU AOKJIaIMKa

e [Ipe3eHTanus il cCaMOCTOATEIBLHOTO IIPOCMOTPA, KOTOpasi MOXKET JAEMOHCTPHUPOBATHCS
nepes ayauTopuet 6e3 ydacTHst JOKJIaauuKa.
[ToaroToBka mpe3eHTalMK BKIIOYAET B €051 HECKOJIBKO 3TAIOB:

1. [InanupoBaHue Mpe3eHTalNH
OT 0TBETOB Ha 3TU BOMPOCHI Oy/IET 3aBUCETh BCE MOCTPOCHNE IPE3EHTALINN:

® KaKOBO IIpeIHa3HAuYEHUE U CMBICI MPE3EeHTALNN (JEMOHCTpAIHs pe3yabTaTOB Hay4YHOU
paboThI, 3alIUTa AUIIIOMHOTO IPOEKTA U T.11.);

® KaKkyl pojb OyJIeT BBINOJHATH MPE3EHTAIUs B XOJE BBICTYIUICHUS (COMPOBOKICHHE
JIOKJIa/1a WIN €ro WIUTIOCTpaLus);

® KaKoBa IIeJIb Npe3eHTanuu (MHPOPMHUPOBaHUE, YOKICHUE UITH aHAIIN3);

e Ha Kakoe BpeMs paccuMTaHa TnpeseHTanus (KopoTkoe - 5-10 MuHYT WM
pOAOIDKUTENBHOE - 15-20 MUHYT);

® KakOB pa3Mep M cocTaB 3putenbckoil aymautopuu (10-15 uwenoBek wmmm 80-100;
IIpenoAaBaTeiy, CTYACHThI U CMELLIEHHAs ayAUTOPHS).
2. CtpykTypHpoBaHue HHPOpPMALIUU

e B MIpe3eHTallMU He JoJbKHA ObITh MeHee 10 craiioB, a o01iee NX KOJINYECTBO MPEBHIIIATh
20 - 25.



® OCHOBHBIMH MPHHLUUIAMH TPU COCTABICHHM NPE3CHTAIMU JOJDKHBI OBITH SICHOCTb,
HarJsIIHOCTD, JIOTHYHOCTD M 3alIOMMHAEMOCTh;

® [pe3eHTalys JO0DKHA HMMETh CLEHAapuil W YEeTKYyl0 CTPYKTYypy, B KOTOpOH OymyT
OTpa)XEHbI BCE IPUUMHHO-CIICCTBEHHbIE CBSI3H,

e paboTa HaJl Ipe3eHTalel HaunHAETCs MOCIIE TILATEIbHOr0 00yMbIBaHUS M HAITUCAHUSA
TEKCTa JI0KJIaJa, KOTOpPbI HE0OXO0AMMO pa3OuTh Ha (hparMeHThl U OOO3HAYUTH CBSA3AHHBIE C
KaKIbIM U3 HUX 3a/1a4yl U JeHCTBUS;

® [IEPBBI IIAar — 3TO ONpE/E]CHUE IVIABHOW MJIEH, BOKPYT KOTOpOW OyleT CTpOMUThCA
IpEe3eHTalHs;

® YacTh MH(POPMALUU MOKHO IEPEBECTH B JIBa THIIA HATJSIIHBIX IMOCOOMIA: TEKCTOBBIE,
KOTOpBIE TIOMOTYT CIIYIIATENSAM CIEIUTh 338 XOJIOM Pa3BEPThIBAHUS apTyMEHTOB M rpaduyeckue,
KOTOPbIE UIUTIOCTPUPYIOT IJIaBHBIE TYHKTHI BHICTYIUIEHUS U CO3/1at0T SIMOLMOHAJIbHBIE 00pa3bl.

® CIOJKETBI IIPE3EHTALMM MOTYT Pa3bsCHATh WM WUIFOCTPUPOBATH OCHOBHBIE MOJIOKEHHUS
JIOKJIaJa B CaMbIX pa3HOOOpPa3HBIX BapUaHTaX.

OueHb BayKHO HAWTH MIPABUIIbHBIN OallaHC MEXKAY PEUBIO TOKJIaJUUKa U COIIPOBOKAAIOLIMMHU
e€ MyJIbTUMEIUNHBIMU 3JIEMEHTaMHU.
Jist 3TOTO LIETECO00pa3HO:

® OIpENeNuTh, YTO OyAET MPEICTABICHO Ha KaXXIOM claije, 4yTo OylIeT B 3TO BpeMs
TOBOPUTHCS, Kak OyJeT cesaH Mepexo/] K cIelyroleMy claiay;

® caMble BaXKHbIE MJIEU U MBICIIU OTPa3UTh U Ha cllaiiflaX U IPOU3HECTH CJIOBAMMU, TOI'/1a KaK
BTOPOCTENEHHBIE — IN00 CI0BaMu, 1100 Ha ciaiinax;

e yHboOpMalMIO Ha claijax OpeACTaBUTh B BHJE TE3MCOB — OHM COIPOBOXKIAIOT
HopOOHOE N3JI0kKEHHE MbICIIEH BBICTYHAIOIIET0, a He HA000pOT;

e ISl pa3bsICHEHUS MTOJIOXKEHUH JOKIIaJa NCII0JIb30BaTh Pa3HbIE BUJIbI CIAl10B: C TEKCTOM,
C TabIMIamH, ¢ TuarpaMMamu;

e r00as mpe3eHTalus JOJKHA UMETh COOCTBEHHYIO IpaMaTypruio, B KOTOPOil ecTh:

«3aBsi3Ka» - NPOOYKIEHHE UHTepeca ayJUTOpUU K TeMe COOOLIeHMs (IPKUM HarjsIHbIHA
npuMep);

«pa3BUTHE» - IEMOHCTpAIMsl OCHOBHOM MH(OpMaIMM B JOTMYECKON MOCIEI0BATEIbHOCTH
(ueperoBaHNE TEKCTOBBIX U IpauUyeCcKUX CIaiI0B);

«KyJIbMHUHALUS» - MPEACTaBICHME CaMOro TIJIABHOTO, HOBOIO, HEOXHUJAHHOTO
(3MOIMOHATIBHBINA PEUEBOM UM WILTIOCTPATUBHBIN 00pa3);
«pa3Bsizkay - (OPMYJIUPOBaHHME BBIBOJAOB MM IPAKTUUECKUX PEKOMEHIAINMA
(Buzeopsin).

3. OopmieHue npe3eHTauu

Odopmienune npe3eHTaIMy BKIIOYAET B €05 CIEAYIONIYI0 0053aTeNIbHYI0 HHPOPMAIIHIO:
TUTYIBHBIN JTUCT

- IPE/ICTABISET TEMY JIOKJIa1a U UMs aBTopa (UM aBTOPOB);

- Ha 3al[UTe KypCOBOM WX JUIJIOMHON paOOTHI yKa3bIBaeT (haMUINI0 U MHUIIMAIBI HAYYHOTO
PYKOBOJMTEIIS MU OpraHU3ALINY;

- Ha KoH(epeHUIX 0003HavaeT AaTy U Ha3BaHUe KOH(epeHINH.
I1nanH BeICTYIIIIEHUS

- (hopMyIHpyeT OCHOBHOE CcojiepkaHue Jokiaaa (3-4 myHKTa);

- (huKcupyeT NopsAAOK U3JI0KEHUs HHPOpMaIuy;

CO,Z[Cp)KaHI/IC MMPpE3CHTalluH



- BKJTIOUAET TEKCTOBYIO U IpauiecKyro HH(pOpMaIInIo;

- WUTIOCTPUPYET OCHOBHBIE TYHKTHI COOOIICHUS;

- MOXKET MPEJICTaBIATh CAMOCTOATEIbHBIA BapHAHT JOKIIA/A;
3aBepileHue

- 0000111aeT, MOABOIUT UTOTH, CYMMHPYET HH(OpMAIIHIO;

- MO>KET BKJIFOUATh CIHICOK JIUTEPATyPhI K JOKIAY;

- COJIEP>KUT CJI0BA OJIArOJJTAPHOCTH aAYAUTOPHH.

4. JInzaitn npe3eHTaluuu

TekcToBoe opopmiieHue
e He cTOWT 3amOMHATH CIIali]] CIUIIKOM OOJBIIMM 00BEMOM MH(OPMAIMH - JIy4Ile BCETO
3anoMHUHaIoTCsA He 6oiiee 3-X (DaKToB, BHIBOJIOB, OTIPEICICHHUH.
e OnTUMalIbHOE YKCIIO CTPOK Ha ciaiae — 6 -11.
e KopoTtkue ¢pa3bl 3amoMuHAIOTCS BU3yallbHO Jiyumie. [IyHKTHI mepedHed He IOJIKHBI
MIPEBBIIATH IBYX CTPOK Ha (pa3sy.
e HanbGonpmas >Q¢eKTUBHOCTh JOCTUTAeTCS TOTAA, KOTJa KIIIOYEBBbIE ITYHKTHI
0TOOpaXKaroTcs MO OJIHOMY Ha KaXKJI0M OTAENIbHOM claiijie
e Eciii TEKCT COCTOUT M3 HECKOJBKHUX ad3aleB, TO HEOOXOAMMO YCTaHOBUThH Kpac-HYIO
CTPOKY U UHTEpBaJl MEX 1y a03alaMu.
e KimtoueBbie ciioBa B MH(OPMALIMOHHOM OJIOKE BBIACISAIOTCS I[BETOM, IMIPUPTOM WIH
KOMITO3UIIMOHHO.
e lndopMmanuio npeAnoyTUTENbHEE pacroiaraTh FOPU30HTAIBLHO, HaU0OJIee BaXKHYIO - B
LEHTPE IKpaHa.
eHe cruenyer 3moynoTpeOnsaTh OONBLIIMM — KOJIMYECTBOM  IMPEAJIOTOB,  HApedMid,
npusaraTeIbHbIX, BBOJHBIX CIIOB.
e [lndpoBrie MaTepHaibl JydIle MPEICTaBUTh B BUIE IPa(UKOB U TUarpamMm — TaOIIUIIBI C
U(POBBIMU JTaHHBIMH Ha Cllaiijie BOCIPUHUMAIOTCS IIJ10XO.
e HeoOxoaumMo 00paTuTh BHUMAaHKUE HAa TPAaMOTHOCTh HamucaHus TekcTta. OmuOKU BO BECh
9KpaH NMPOU3BOJAT HENPUATHOE BIIEUATICHUE
HIpudrosoe odpopmienue
o [ITpudTh! 6e3 3aceuek (Arial, Tahoma, Verdana) unratorcs nerue, ueM rpotecku. Henb3s
CMEINBATh PA3JINYHBIE TUTIBI IPU(TOB B OAHOM MMPE3CHTAIUH.
e [IIpu¢ToBOii KOHTPACT MOXKHO CO3/1aTh MOCPEJICTBOM pa3Mmepa HIpuQTa, €ro TOJIIHUHBI,
HavyepTaHus, GOpMbI, HAPABICHUS U 1IBETA;
e Jlnis1 3aroyoBka roaurtces pasmep mpudra 24-54 myHKkTa, a i Tekcta - 18-36 myHKTOB.
e KypcuB, TOJUYepKUBaHHE, KUPHBIA MIPUQPT HCTONB3YIOTCS OTPAHWYCHHO, TOJBKO IS
CMBICJIOBOT'O BbIIETICHUS] ()parMEHTOB TEKCTA.
e J[7151 OCHOBHOT'O TEKCTa HE PEKOMEHYIOTCS MPONUCHBIE OYKBBI.
L{BeToBOE OOpMIIEHHE
e Ha ogHOM craiizie He ucronb3yercs 6osee Tpex BETOB: (OH, 3ar0JI0BOK, TEKCT.
e [[Ber mpudra u uBeT poHa JOIKHBI KOHTPACTHPOBATH — TEKCT JOKEH XOPOIIO YUTATHCS,
HO HE pe3aTh riasa.
e J[n1s1 hoHa MpeAnovTUTENbHEE X0JI0IHbIE TOHA.
e CymiecTBYIOT HE coueTaeMble KOMOWHAIMu I1BeToB. OO0 95TOM MOXHO y3HaTh B
CIICLIMAIbHOM JIUTEPATypE.



e YepHbIil 1IBET MMEET HETaTUBHBINM (MpauHblid) moATeKcT. benblii Ha YepHOM yuTaeTcs
IUI0XO.

e Ecnu npe3eHTanus 60JbIIas, TO €CTh CMBICI Pa3eNiuTh €€ Ha YaCTH C MOMOIIBIO [IBETA —
pa3HbIi IBET CIIOCOOEH CO3/1aBaTh Pa3HbI YMOIMOHAIBHBIN HACTPOH.

e Henb3s BeIOMpaTh OH, KOTOPBIN COAEPKUT aKTUBHBIN PUCYHOK.

KomnozunmonHoe odopmienue

e Cnenyer cobmronars enuHblid cTiib opopmieHrs. OH MOXET BKIIOYATh OINpeeIeHHBIN
mpudT (rapHuTypa W 1BeTr), (OH mBeTa WM (OHOBBIA PHUCYHOK, JEKOPATHBHBIH SJIEMEHT
HEeOO0JIBIIOro pa3Mepa U T. 1.

e He mpuemMiieMsl CTHIIH, KOTOpBIE OYIyT OTBIEKATh OT MPE3CHTALIUH.

e KpynHble 00BEKThI B KOMITIO3UIIUN CMOTPSTCS HEBAKHO.

¢ BecnomorarenbHas uH(popMarus (ynpasisioliue KHOMKH) He JOJDKHA mpeobianaTh Hal
OCHOBHOM (T€KCTOM U WJUTFOCTPAIIHECH ).

o JI7151 cepbe3HOH Mpe3eHTaluu OTOUPAIOTCS 1a0JIOHbI, BBITIOIHEHHBIE B JIEJIOBOM CTHJIE.

AHUMaIMoHHoe 0(hOpMIICHHE

e OCHOBHasl poJib aHMMALUMU — JO3UPOBaHUA MHPOpMaLUU. AyIuTOpus, Kak IMPaBHIIO,
Jy4lle BOCIPUHUMAET HHPOPMALIUIO OPLUUAMHU, HEOOIbIIUMHU 3pUTENbHBIMU (PparMEeHTaMHU.

e AHMMAaIUs WCHOJIB3YeTCs ISl MPHUBICYCHUS BHUMAHHS WJINM JEMOHCTPAIMH Pa3BUTHUS
Kakoro-1mbo mporecca

eHe crout 310ynoTpebsATh AHUMALMOHHBIMH S(QQEKTaMH, KOTOpbIE OTBIIEKAIOT OT
COJIepKaHUs WM YTOMJISIFOT IJ1a3a YUTAIOIIETO.

® OcoOEHHO HEeXeNaTeIbHO YaCcTOe MCIOIh30BAHNE TAKMX aHMMAIMOHHBIX 3((eKToB Kak
BBUIET, BpalllEHUE, BOJIHA, TOOYKBEHHOE MOSIBJICHUE TEKCTA.

3ByKoBo€ opopmieHHE

® My3bIKaJIbHOE COIPOBOKIEHUE MPU3BAHO OTPA3UTh CYTh WIN NOJIYEPKHYTh OCOOEHHOCTH
TEMBI cllaiiia Win Bcel Mpe3eHTall1, CO3/1aTh ONPeIEICHHbIN SMOLMOHATbHbII HACTPOH.

e My3bIKy 1I€71€cO00pa3HO BKJIIOYATh TOTJA, KOIJIa IPE3CHTAlMs UAET O3 CIIOBECHOIO
COIIPOBOXKACHHUSI.

© 3ByKOBOE COIIPOBOKIEHHME UCIOJIb3YETCs] TOIBKO MO0 HEOOXOIUMOCTH, MOCKOIbKY Jake
(doHOBast TUXas My3bIKa CO3/IA€T U3IHUIIHUM [IYM M MEIIaeT BOCIPUATHIO COJCPKAHUS.

e HeoOxoqumo BBIOpaTh ONTUMANbHYIO TPOMKOCTb, YTOOBI 3BYK ObLI CIIBIIIAH BCEM
CIIyIIaTeJIeM, HO HE OB OIIYIIUTEIbHBIM.

I'paduueckoe opopmienue

¢ Puicynku, hotorpaduu, AuarpaMmbl IPU3BaHBI JTONOTHATH TEKCTOBYIO MHPOPMALIUIO M
nepenaTh e€ B 0oJiee HarIs,AHOM BUJIE.

e Henb3s mpeacTaBiATh PUCYHKM U (OTO IUIOXOTO KadyecTBa WIM C HCKaKEHHBIMHU
IPONOPLHUAMHU.

¢ XXenarenbHo, yTOOBl M300pakeHNE OBLIO HE CTOJIBKO (POHOM, CKOJIBKO MJUTIOCTpAIUEi,
PaBHOMH 1O CMBICITY CAMOMY TEKCTY, YTOOBI IOMOYb II0-HOBOMY MOHSTh U PACKPBITh €TO.

e Cnenyer wu30eratb HEKOPPEKTHBIX WJUIIOCTPALUMH, KOTOPbIE HEMPaBWIBHO WU
JIBYCMBICIIEHHO OTPa’kat0T CMBICT HH(POPMAIUH.

e HeoOxomuMO 1M03a00TUTBCS O PAaBHOMEPHOM U pallMOHAIBHOM  HCIOJb30BaHUU
IPOCTPAHCTBA Ha ClIaiijie: eciii TeKCT NepBUYEH, TO TEKCTOBOM ()parMeHT pa3MeliaeTcsi B IEBOM
BEPXHEM YTy, a rpaguuecKkuil pUCyHOK BHU3Y ClipaBa M HA000POT.

e lumrocTpaiui  peKOMEHJIyeTCsl COIPOBOXKAATh MOSCHUTEIbHBIM TekcToM. lloammen x
KapTUHKaM JIy4Ille BBIIOJHATE COOKY WJIM CHU3Y, €CJIM ATO TOJIBKO He Ha3BaHUE CaMOro Cllaifja.

¢ Ecniu rpaduueckoe n3o0pakeHne UCojb3yeTcs B kKayecTBe (poHa, TO TEKCT Ha 3TOM (oHe
JIOJI’KEH OBITH XOPOILO YUTAEM.

TaGnuibl U cXeMbl

e He cTouT BCTaBIATH B MPE3EHTALIMIO OONbIINE TaOIUIBI — OHU TPYAHBI JUIsl BOCTIPUSTHUSL.

Jlyuiie 3aMeHUTH UX rpaduKamMu, MIOCTPOSHHBIMU Ha OCHOBE 3TUX TAOJIHULI.



e Ecniut Bce ke TabnuIly mokas3aTh Ha/lo, TO CIEIYEeT OCTAaBUTh KaK MOKHO MEHbIIIE CTPOK H
CTOJIO1IOB, 0TOOpAaB U Pa3MECTUB TOJILKO CaMble Ba)KHbIE JaHHBIE.

o [Ipu ucnonp30BaHUM CXEM HaA Clailax HEOOXOIUMO BBIPOBHATH PSIIbI OJIOKOB CXEMHI,
paccTosiHue MeXay OJIOKaMu, TOOABUTh COCIMHUTEIBHBIC CXEMbI MPU MOMOIIN WHCTPYMECHTOB
ABtoduryp,

o [Ipu co3mannm cxeM HY)KHO YYHTHIBAThH CBSI3b MEKIY COCTABHBIMU YACTSIMHU CXEMbI: €CIIH
OHM PABHO3HAYHBI, TO 3alOJHSIOTCS OAHUM IIPUPTOM, (POHOM U TEKCTOM, €CIH eCTh
nepBocTeneHHas HWHQOpMalusa, TO OHA BBIACIAETCS OCOOBIM CHOCOOOM C IOMOIIBIO
OpTaHHU3AIMOHHBIX JHATPAMM.

Aynuo u Buzneo oopmiieHue

eBuaeo, KMHO W Tele MaTepuaabl MOTYT OBITh HCIOJIB30BAaHBI IMOJTHOCTBIO WM
(parMeHTapHO B 3aBUCUMOCTH OT LI€JIeH, KOTOPbIE IPECIEIYIOTCS.

o [IponomkuTenbHOCTh GUIbMa HE JTOJDKHA MPEBbIIaTh 15-25 MunHyT, a pparmenrta — 4-6
MUHYT.

e Henb3st ncnonp30Bath Ba (huiibMa Ha OJTHOM MEPOTPUSTHHU, HO TIOKA3aTh (ParMeHTHI U3
JBYX (PUIBMOB BIIOJIHE BO3MOXHO.

IMoaroroBka K 3a4éTy / IK3aMeHy. [ 0TOBUTHCS K 3a4€Ty / IK3aMEHY HYKHO 3apaHee U B

HCECKOJIBKO 5TaIlOB. HJ’IH 9TOTI'O:

¢ [IpocmaTpuBaiiTe KOHCIEKTHI JIEKIIUI Cpa3y MOCIe 3aHITHIA. ITO MOMOXKET pa3o0paThCs C
HEMOHSTHBIMM MOMEHTAMHM JIEKIIUM U BO3HUKIIMMH BOIPOCAMU, MOKa eIlle JIEKIHS CBeXa B
MaMATH.

e berno mpocMarpuBaiiTe KOHCHEKTHI O Hayajga CICAYIOUIEro 3aHsATHs. JTO IMO3BOJIHT
«OCBEXHTb» MPEABIAYIIYIO JIEKIIUIO U TOATOTOBUTHCS K BOCIIPUATHIO HOBOTO MaTepuara.

o Kaxxyto HeIeNto OTBOIUTE BpeMs Ui MOBTOPEHUS MPOIICHHOTO MaTepuaia.
HemnocpeactBeHHo npu nMoAroTOBKE:

¢ YIIOps10YbTE€ CBOM KOHCIIEKTHI, 3aITUCH, 33 JaHHUS.

e [IpuxkuHbTE BpeMsi, HEOOXOAUMOE BaM ISl TOBTOPEHMSI Kax 01 yacTu (010ka) MaTepuana,
BBIHOCHMOTO Ha 3a4erT.

e CocTaBbTe paclnucaHKe ¢ y4€TOM CKOPOCTH OBTOPEHUS MaTepuaa, sl 4ero

e Paznenure BONpOCHl s 3a4€Ta / HK3aMeHa Ha 3HAKOMBbIE (IO JIEKIIMOHHOMY KypCy,
CEeMHHapaM, KOHCIIEKTHUPOBAHUIO), KOTOPBIE MOTPEOYIOT JIUIIh TTOBTOPEHHS M HOBBIE, KOTOPHIE
IpPUJETCS OCBaUBaTh CAMOCTOATENbHO. HauHuTE ¢ TeM XOpOIIo BaM U3BECTHBIX U 3aKPENUTE UX C
MOMOIIbI0 KOHCHEKTa M y4eOHUKA. 3aTeM IMOMNOJHUTE CBOM TEOPETHUECKUH Oarak HOBBIMHU
3HaHUSAMH, 0053aTEIbHO BOCIIOIb30BABIINCH PEKOMEH/I0BAaHHOM JTUTEpaTypoil.

e [[paBMIIBHO UCTIONB3YITE KOHCYIBTAIIMN, KOTOPBIE TIPOBOJNT MpenoaaBartens. [Ipuxomure
Ha HUX C 3apaHee MPOpa0OTaHHBIMH CAaMOCTOSTENBHO BONpPOCaMH. BBl MOXKeTe IMOIyYnuTh
pa3bsCHEHHE 10 MOBOJY CIOXKHBIX, HE /IO KOHIAa OHATHIX TEM, HO HE PacCUUTHIBAlTE BO BpeMs
KOHCYJIbTAIIMH HA HCYEPIBIBAIONIYI0 HHPOPMAIIUH 110 COJEPKAHUIO BCETO Kypca.



