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PaGouas mporpamma coctaiiena Ha ocHose PI'OC BO - GakanaBpuaT 110 HalpaBICHHIO

noaroroBku 38.03.04 ['ocyrapcTBeHHOE U MyHULUIIATIBHOE YIIPaBJICHHE (mpuka3 MunoOpHayKH
Poccun ot 13.08.2020 . Ne 1016)
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JIucr aktyanusanuu padoueii nporpaMmbl

PaGouast mporpamMma repecMoTpeHa, 00CyKaeHa u 0100peHa s peanuzaruu B 2023 - 2024
y4eOHOM roly Ha 3acefaHuu Kageapsl ['ocyaapcTBEHHOTO0 MyHHIIMITAILHOTO YIIPABICHUS U

IIporokomor 20 1. Ne

3aB. kadeapoii H.P. BanbiHckas

Pabouas nmporpamma nepecMoTpeHa, 00cyxaeHa u ogodpena st peanuszanuu B 2024 - 2025
y4eOHOM rojy Ha 3aceqaHuu Kadeapsl [0CyaapCTBEHHOTO MyHHIIMIIAIBHOTO YIIPABJICHUS U

[Ipotokom ot 20 r. Ne
3aB. kadeapoii H.P. Banbiackas

Pabouas nmporpamma nepecMoTpeHa, 00cyxaeHa u ogodpena st peanmzanuu B 2025 - 2026
y4eOHOM ToIy Ha 3acemaHuu Kageapbl ['0CcyIapCTBEHHOTO MyHHIIUITAIBHOTO YIIPABICHUS U

[Iporokom ot 20 . Ne

3aB. kadeapoii H.P. Banbrackas

Pabouas mporpamMmma repecMoTpeHa, 00CcyKaeHa u oJ00peHa s peanusarnuu B 2026 - 2027
y4eOHOM roly Ha 3acefaHuu Kageapsl ['ocyaapCcTBEHHOTO MyHHIIMITAILHOTO YIIPABICHUS U

[Iporokom ot 20 1. Ne

3aB. kadenpoii H.P. BanbiHckas

Pabouas mporpamma nepecmotpena, o0cyxaeHa u ogoopena s peanuzanuu B 2027 - 2028
y4eOHOM ToJTy Ha 3acefaHuu Kageapsl [ ocyaapcTBEHHOTO MyHHIIMITAIEHOTO YIIPABIICHUS U

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




1 Iles1u ocBOEHUSI TN CHMUTLTHHBI (MOLYJI51)

Lenpto OCBOCHHS TUCHUIUIMHBI «/{OKyMEHTHpOBaHUE YIPaBICHUYECKON AEATEIHHOCTI
SIBJISICTCS] U3YUYCHUE TEOPETUUECKUX M TPAKTUICCKUX OCHOB CO3JaHUS JOKYMEHTOB yIIPABJICHHS;
rpaMOTHOU ¥ 3PPEKTUBHON OpraHU3aI[UU COBPEMEHHOTO JISIIONPOU3BO/ICTBA HA MIPEATIPUATUIX U
B OpraHU3aIUsIX.

2 MecTo qUCHMIIMHBI (MO1YJIsI) B CTPYKTYpe 00pa30oBaTe1bHOI POrpaMMbl

Jucuunnuza  JIOKyMEHTUPOBAHME  YNPABICHYECKOW  JIEATEIIBHOCTH  BXOAUT B
00s13aTelIby10 YacTh y4eOHOTr0 IIaHa 00pa30BaTEIbHON MPOrPaMMBI.

Jns  W3ydeHUs  JUCHUIUIMHBI  HEOOXOOUMBI  3HaHUS  (YMEHHs,  BIIAQJCHUA),
c(hOpMHUPOBAHHBIE B PE3YJIbTATE U3YUEHHS AUCLUIUINH/ IPAKTUK:

JlenoBasi KOMMYHHUKaIUs HA PYCCKOM SI3BIKE

3HaHus (YMeHWMs, BJIaJIeHUs ), OJYUYCHHbIE NPU U3YUYEHUU JAHHOM TUCLMIUIMHBI OyIyT
HEOOXOIUMBI JUIsl U3yUCHUS TUCIUILTH/TIPAKTHK:

[IpoekTHas AeATENbHOCTD

YnpasiieHue CTOMMOCTBI0 KOMIIAHUH

VYipasneHue npoeKTaMu

MeTobl IPUHATHSA YIIPABJICHYECKUX PEILIEHUI

IIpaBoBEICHME

VYnpasieHnue puHaHCaMu NPEANPUATUS

VYpaBiieH4eCKUH y4€eT U OTYETHOCTh

®duHaHCOBOE IUIAHUPOBAHKE U OIOPKETUPOBAHNE

3 Komnerenuun odyuaromierocs, popMupyemMbie B pe3y/ibTaTe 0CBOEHUS

AUCHMILIMHBI (MOAYJIS) U IVIAHUPYEMbIe pe3y/ibTaThbl 00y4eHUs

B pe3ynbraTe ocBOEHUS AUCHUIUIMHBI (MOAYs) «JlOKyMEHTUPOBaHHUE YIIPAaBIECHUECKOM
JESITeIbHOCTH» 00y4aIOMIMNCS TOJDKEH 001a1aTh CIICAYIOIMMU KOMIETEHIUSAMU:

KO)I HHJUKaTopa I/IHI[I/IKaTOp JOCTHIXXCHUA KOMIICTCHIIN

VYK-4 CniocoOeH ocymecTBIsATh JeI0BYI0 KOMMYHHUKALIMIO B YCTHOW M MUCbMEHHOU opMax Ha
roCyJIapCTBEHHOM si3bIke Poccuiickoil Denepaniny 1 MHOCTPaHHOM(BIX) A3bIKe(ax)

YK-4.1 Boi6upaer ctuib oOLIEHHSI HA PYCCKOM SI3bIKE B 3aBUCMMOCTH OT LIETH U
YCIOBUH MapTHEPCTBA; aJalTUPYeT peub U CTHJIb OOLIEHHS K CUTYalUsM
B3aUMOJCHCTBUSA

YK-4.2 Bener nenoByro nepenucky Ha pycCKOM M MHOCTPAHHOM SI3BIKAX C YYETOM
OCOOCHHOCTEH CTHIMCTUKUA OQUIIMANBHBIX MHCEM U COIMOKYIbTYPHBIX
pa3InIui

YK-4.3 Boimonuser s IMYHBIX 0 Leded  mepeBoJ  OQUIMANBHBIX U
npoeCCHOHATBHBIX TEKCTOB C HMHOCTPAHHOTO S3blKa HAa PYCCKUH, C
PYCCKOTO SI3bIKa Ha HHOCTPAHHLIN

VK-4.4 [IyOnu4HO BBICTYymaeT Ha PYCCKOM SI3bIKE, CTPOUT CBOE BBICTYIIEHUE C
YUETOM ayJIMTOPHH U IIeJTU OOLIeHUs
YK-4.5 YCTHO mpeacTaBiseT pe3ysbTaThl CBOEH IEATENBHOCTH HAa MHOCTPAaHHOM

SI3BIKE, MOYKET MOAAEPKATh PA3rOBOP B XOJ€ UX 00CYKICHUSI




4. CTpyKTypa, 00bEM U COiepKaHNe TUCUMTLTHHBI (MOIYJIs1)

OO0mmast TpyI0eMKOCTh MUCIHHILTUHBI cocTaBiseT 3 3aueTHbIX eauHui 108 akan. gacos, B TOM
qHCIe:

— KOoHTakTHas pabora — 10,5 akan. gacos:
—aynutopHas — 10 aka. gacos;

— paeayautopras — 0,5 akaj. 4acos;

— camocTosTenpHas padota — 93,6 akaz. 4acos;

— B (hopMe nmpakTuyeckoit moaroroBku — 0 akaj. yac;

dDopMa arrecTaluu - 3a4cT

AypauropHas % o
<
KOHTaKTHas =
6 E 3 dopma TeKyIIero
T
Paszen/ Tema o pabora [ S Bun KOHTPOJIS Kon
2| (B akax. gacax 2 .
> ( A ) & ©| caMOCTOSITENBHOM | YCIIEBaeMOCTH U
JUCLIATUINHBI = = . |xomnerenuun
S paboTs TIPOMEKYTOUHOU
na6. [mpakr. | £ &
ek, | 80 [PAKT- [ =\ aTTecTalun
3aH. | 3aH. [0 9
1. Teoperuueckue OCHOBBI
JICJIOTIPOM3BO/ICTBA OPTaHU3AIMH.
1.1 HWudopmamnus, ee KpHUTEpHUH.
JlokyMeHT. PexkBH3UT [OKyMEHTa.
Oynkiyu nokymenta. KOpunudeckas
cuila JOKyMeHTa. Jlenonpou3BoacTso,
JIOKYMEHTUPOBAHUE.
Y P CamocrosTenpHOe
JlokyMeHTallMOHHOE obecrieueHne
H3yYeHHe
yIpaBJIeHHUS. JloKkyMeHTO000POT. . .
yueOHOH U VYeTHblii onpoc.
Knaccugpukanus JIOKYMEHTOB. N YK-4.1,
HaY4YHOU [IpoBepka
Cranpmapruzaims u  yHHukanusa| 2 | 1 1 25 VK-4.2,
JUTEPATypbl | MHAUBHIYAIBHBIX
JIOKYMEHTOB. YHuduuupoaHHas . YK-4.3
PaGora ¢ 3ajaHHM.
cuctema  gokymeHtammu  (YCJ).
CucreMbl JOKyMeHTaluu. [IpuHIUIBL OJICKTPOHHBIMH
Y P O6ubimorexamu
JIeJIOTIPOU3BO/ICTBA.
HopmaTtusHO-MeTOANUECKAS 6aza
JIOKYMEHTUPOBAHUS YIPaBJIEHYECKON
JIESTEIBHOCTH u OpraHu3aluu
paboThI C TOKYMEHTaMH.
Uroro no pazneny 1 1 25
2. O6mme mpaBwia  oGOPMIICHHS
YHPaBJIECHYECKUX JOKYMEHTOB




21 roct P 6.30-2003
«YHubUINpOBaHHEIE CHCTEMBI
JIOKYMEHTAllMd. Y HUQHULIHUPOBaHHAS
cucrema
OPTaHM3AIMOHHO-PACIOPAIUTEIHLHON
JIOKYMEHTAIHH. TpeboBanus K
0 OpMIICHUIO JIOKYMEHTOB".
Pexsusur 01- ['ocynapcTBeHHBIN Tep0
P®. PexBuzur 02- I'ep6 cyOonekra PO
W MyHHIUNAIBLHOTO  00pa3oBaHUSs.
PexBusur 03 -DMOnema opraHuzaiu
Wi ToBapHbIA 3Hak. PexBusut 04-
Kon opranuzammu. Pekusutr 05-
Ykazanue Ha OCHOBHOM
TOCYAapCTBEHHBIH PEeTHCTpaliOHHBIH
Homep npeanpustus.Peksuzur  06-
Vka3aHue Ha HICHTH(OUKAIUOHHBIH
HOMED HAJIOTOTLIATEIBIINKA/ KO
NPUYUHBl  TIOCTAaHOBKM HA  ydeT.
PexBuzut 07- Kon (hopmbl
JIOKyMEHTA. PexBusur
08-HaumenoBanue OpraHu3aluu.
PexBuszur 09-CripaBouHbBIC CBEICHHS
00 opranmsanuu. PexBusur 10-
HaumvenoBanme BHAa JOKyMeHTa.
PexkBuzur 11- Jlata JOKyMeHTa.
PexkBuzur 12-  PeructpaivioOHHBIH
HOMEp JoKyMmeHTa. Pexsusur 13-
CchlUlka Ha PEerucTpalioOHHBIA HOMEp
W Jaty JAOoKyMeHTa. Peksusur 14-
MecTo COCTaBIICHHS WM W3IaHHA
nokymenra. PexBusur 15- Ceenenus
00 anpecare. PekBusur 16 -I'pud
YTBEPXKICHUSI NOKyMeHTa. PekBU3UT
17-Pe3omtonus. PexBuzur
18-3aronoBok k Tekcty. Pekpuzur 19-
Otmerka o koHTposie PekBuzur 20-
Tekct nokymenra. PexBusur 21-
OTMeTKa O HaJIMYUU IIPEJIOKEHHH.
Pexsusur 22- I[Moamnuce. PexBusur 23-
I'pud cormacoBanusi JAOKyMEHTA.
PexkBuzur 24- Busbl coriacoBaHus
nokymeHnra. PexBusutr 25- Ileuats.
PexBusur 26-OTMeTka 0 3aBEpeHUH
koruu. PekBuzur 27- Otmerka 00
ucnoiauTene. Pexsusur 28- OTmeTka
00  HUCIOJIHEHMHM  JOKYMEHTa W
HaNpaBIeHHH €ro B Jeyio. PexkBu3uT
29- OrMerka O  MOCTYIUICHHH
JTOKYMEHTA. PexBusur 30-
Wnentnduxatop 31eKTPOHHON KONUH
JIOKyMEHTA.

CocraB PEKBU3UTOB, Hux
MECTOPACIIONIOKEHIE HA JOKYMEHTE.
Dopmyisip-o6paser] T0KyMeHTa.

25

CaMocTosATENEHOE
H3yYCHHE
yueOHoil
Hay4YHOU
JIUTEPATyPhl
Pabora ¢
INEKTPOHHBIMHU
OMOIMOTEKAMH

YcrHbIN ompoc.
[IpoBepka
WHAWBULy aJIbHBIX
3aJaHuNA

VK-4.1,
YK-4.2,
VK-4.3




Uroro mo pazneny

3. OCco0EHHOCTH  COCTaBJIEHHS
OQOpPMJICHHUSI  OCHOBHBIX
VIIpaBJIEHHsI

u

JOKYMCHTOB

3.1 OcHOBHBIE TPYMIBI JOKYMEHTOB.
HopmatuBHbIE JIOKYMEHTBI
TOCYTapCTBEHHBIX OpraHoB.
OpraHu3alHoOHHbIC JIOKYMEHTBI
TPEANPHSITHUS. JIOKHOCTHBIE
UHCTPYKIHH. PacniopsimutenbHbIe
JIOKYMEHTBI TMPEANpHUATUsA. [IpUKa3sl
mo OCHOBHOM IS TEIIbHOCTH.
Pacniopsbxenus, pelicHus.
MHubopMannoHHO-CTIPaBOYHBIC
JIOKYMEHTBI. [IpOTOKOJIBI, TOJIHAS |
Kpatkas ¢opMa uX 0QpOpPMIICHHUS.
AKTHI. Ciy)xe0HbIe u
o0bsicHUTENbHBIE 3amicKu. CIIpaBKy.
CnyxeOHble JTOBEPEHHOCTH. [IncbMa,
UX  KiaccuuKanus,  CTPYKTYpa,
CTaHJapTHBIE (pa3bl U BBIPAKEHUS.
Hopmbl oduimasbHO-AeI0BOTO CTHIIS
CIIyXeOHBIX JTOKYMEHTOB. JleroBoe
MUCBMO MEXKIYHApOJHOTO 00pasia.
®daxcel, Tenedponorpammel. Jlorosopa,
KOHTpakThl. COBpeMEHHBIE CITOCOOBI
U TEXHHUKA CO3JIaHMs JOKYMEHTOB.

0,5

CaMocCTOsATENBHOE
H3yYCHHE
yueOHoil u
HAyJHOU
JIUTEPATYPHI
Pabora ¢
3JIEKTPOHHBIMHU
OMOIMOTEKAMH

YcrHbIN ompoc.
[IpoBepka
WHIWBUTY JTbHBIX
3aJaHUI

YK-4.1,
VK-4.2,
YK-4.3

Wroro no pazneny

0,5

4. TIpaBuna oGopMIIEHHSI TOKYMEHTOB IO

JUYHOMY COCTaBY

4.1 Ilonsitue u
HEPCOHAIBHBIX JIAHHBIX.
IIpuHaanexHOCTH HEPCOHAIIBHBIX
JAHHBIX: COOCTBEHHHUK, AEpXKarelb U
M0JIb30BAaTEIb MEPCOHAJIBHBIX
JIAHHBIX. Crpykrypa  KaapoBoH
MH()OPMAIIOHHO-0KYMEHTALIOHHON
cucreMbl. OdopmieHHEe JOKYMEHTOB
[IpU [IpUEMe, YBOJIbHEHHU U NIEPEBOJIE
paboTHUKA Ha JPYIyK IOJDKHOCTb.
Ankera.  TpynoBble  KOHTPAKTHI.
Ilpuka3pl 1O JNUYHOMY COCTaBy.
OCHOBHBIE PEKBU3UTBI JOKYMEHTOB U
npaBuna ux odopmienus. Kpartkue
CBEIEHHS O MpaBmiIax odopMiIeHHS
TPYAOBBIX KHIKEK, JIMYHBIX
KapTOYeK, JINUHBIX J1eJ1 pAOOTHHUKOB.

CTPYKTypa

0,5

CaMoCTOSTENbHOS
H3yUCHHE
yueOHOH 1
Hay4YHOU
JIUTEPATYyPBI
Pabora ¢
3JIEKTPOHHBIMHU
OubIMOTEKAMHU

VYceTHbIl onpoc.
[IpoBepka
WHAWBULY AJIbHBIX
3aJaHUNA

YK-4.1,
YK-4.2,
VK-4.3

Uroro mo pazneny

0,5




5. Opranuzanus 10KyMeHTOO00poTa

5.1 Tlonstus JOKyMEHTOOOOpPOT H
OpTaHu3aIusI JIOKYMEHT0000pOTa.
Hopmartusrno-meronndeckast
periaMeHTaIus JOKYMEHTO000poTa.
OCHOBHBIE TpaBWJIa OpPraHU3ALUH
JIOKyMEHTO0000POTa Ha MPEANPUATHH.
KauecTBeHHBIE XapaKTEePUCTUKH
nokyMeHToobopoTa. Kiaccubukarys
JIOKyMEHTOIIOTOKOB:
TOPU3OHTAJIBHBIC,
BOCXOJISIIIHE,

BEPTHKAJIBHBIC,
HHUCXO/ISIINE,
BXOJISIIHE, UCXOSIINE u
BHYTPCHHHE. Ioncuer obbeMa
JIOKYMEHT0000poTa.

0,5

8,6

CaMocCTOsATENBHOE
H3yYCHHE
yueOHoil u
HAyJHOU
JIUTEPATYPBI
Pabora ¢
3JIEKTPOHHBIMHU
OMOIMOTEKAMH

VeIl onpoc.
[Iposepka
WHIMBYTY JTbHBIX
3a1aHui

YK-4.1,
YK-4.2,
YK-4.3

Wroro no pazneny

0,5

8,6

6. OcHOBHBIC TIpaBMIIA
paboTHI ¢ JOKYMEHTaMHU

OpTraHu3aIun

6.1 O6paboTka MOCTYTAOIINX
JOKyMeHTOB. IlepBuuHnas 00paboTka
JIOKyMEHTOB. Oomme paBuiIa
perucTpanuy JOKyMEHTOB, (HOPMBI
peructpauuu. [lepenaya JOKyMEHTOB,
pPacCMOTpPEHHE HX PYKOBOIMTEICM.
Topsinok HampaBieHHUs TOKyMEHTa Ha
HUCIIOJIHCHUE U pa60T1>1 HUCIIOJIHUTEIIA
c JIOKyMEHTaMH. Hcnonnenne
JOKyMeHTa. Bugsl u  ¢dopMsl
KOHTPOJSI ~ HMCIIOJTHEHUsI, CpPOKOBas
kaproreka. OpraHuzanus TeKyILEro
xpaHeHus: jaen. HomeHkiatypa e,
o0rmiue TpeboBaHus, BU/JIBI
HOMEHKJIATYD. Cocrasienue
HOMEHKJIATypbl Jen. DopMupoBaHue
u opopmiienne nen. CucreMaTH3aMS
JIOKyMEHTOB B Jefie. XpaHEHHUe Jell.
IloaroroBka JOKYMEHTOB K mepenade
Ha apxuWBHOe xpaHeHwe. Kpurepuu
OLIEHKH JOKyMeHTOB. CocTaBieHue
omnuceit gei.

0,5

15

CaMocTosTeNbHOE
H3yYCHHE
yueOHOH U
Hay4YHOU
JIUTEPATyPhl
Pabora ¢
INEKTPOHHBIMHU
OMOIMOTEKAMH

YerHbi onpoc.
[IpoBepka
WHAWBULy aJIbHBIX
3aJaHUHA

VK-4.1,
YK-4.2,
YK-4.3

Uroro no pazneny

0,5

15

Uroro 3a cemectp

93,6

3a4ET

Hroro no JAUCHUIIIINHE

93,6

3a4€T




5 O06pa3oBaTejibHbIE TEXHOJIOTHH

Peanu3zanus KOMIIETEHTHOCTHOTO [10/1X0/1a PEAYCMATPUBAET UCIIOIb30BaHUE B YUEOHOM
Ipolecce AaKTUBHBIX M HWHTEPAKTHUBHBIX ()OpPM MPOBENEHMUS 3aHATHM B COYETAaHUM C
BHEAYJAUTOPHOU pabOTOH C 1eIbi0 (POPMUPOBAHUS M PA3BUTUSA MPOPECCHOHATBHBIX HABBIKOB
oOyyJaronuxcs.

[Ipu oOyueHMM CTYZCHTOB IUCHMIUIMHE «JIOKYMEHTHpOBaHHE YIPaBICHYECKOM
JESITeTbHOCTH CIIEYET OCYIIECTBIIATh CIelyrolue 00pa3oBaTelIbHbIE TEXHOIOTUU:

1. TpagunuoHHble 00pa30BaTEIbHBIE TEXHOJOIMM OPUEHTUPYIOTCS HAa OpraHU3alLuio
00pa30BaTeNLHOrO  Ipolecca, NPEANOAralolyl0 MpsAMYI0 TPAHCISLMIO 3HAHUH  OT
IpernoiaBaTess K CTy/CHTY (IMIPEUMYIIECTBEHHO Ha OCHOBE OOBSACHUTEIHHO-MILTIOCTPATUBHBIX
METO/I0B OOYUYCHHMS).

®opmbl yueOHBIX 3aHATHI C UCTIOIB30BAHUEM TPAAUIIMOHHBIX TEXHOJIOTHIL:

WudopmannonHas Jekuus — IOCIeNOBaTelIbHOE H3JIOKEHHE MaTepuajla B
JTUCHUTUTMHAPHON JIOTHKE, OCYHIECTBISIEMOE TNPEUMYIIECTBEHHO BepOAIbHBIMU CPEICTBAMU
(MOHOJIOT MperoaaBaTes).

[IpakTueckoe 3aHsTHE, TOCBSIIEHHOE OCBOECHUIO KOHKPETHBIX YMEHUNM U HABBIKOB I10
IIPEIUI0KEHHOMY aJITOPUTMY.

2. TexHomoruu MpoOJIEMHOTO OOyYeHUs] — OpraHu3aIus 00pa30BaTENBHOTO IpoIlecca,
KOTOpas MpeInojaracT MoCTaHOBKY MPOOJIEMHBIX BOIIPOCOB, CO3aHUE YUEOHBIX MPOOIEMHBIX
CUTyalUH JUIsl CTUMYJIMPOBAHUS aKTUBHOW M03HABATEIbHOU AESTEIbHOCTHU CTY/IEHTOB.

®opmbl yueOHBIX 3aHATHUI C UCIOIB30BAHUEM TEXHOJIOIHI MPOOIEMHOr0 00yYEeHUS:

[IpakTuyeckoe 3aHsTHE B (OpMe NpaKTUKymMa — OpraHu3alus y4eOHOH paboTHl,
HalpaB/IeHHAas Ha peLIeHHE KOMIUIEKCHOM Yy4yeOHO-IIO3HaBaTEeJIbHOM 3ajgauu, TpeOyromed or
CTyJI€HTa IPUMEHEHUS KaK HayYHO-TEOPETUUECKUX 3HAHUM, TaK U IPAKTUYECKUX HABBIKOB.

3. TexHonoruu NpoeKTHOro o0y4yeHHs — OpraHuszalus oOpa30BaTENILHOIO Ipolecca B
COOTBETCTBUHU C QJITOPUTMOM IIO3TAINHOTO PELICHHUS MPOOJEMHONM 3aJayd WM BbIIOJHEHUS
yuebHoro 3aianus. [IpoekT npeanonsaraer COBMECTHYIO yU€OHO-TIO3HABATEIbHYIO 1€ATEIbHOCTh
IPYyMIbI CTYIEHTOB, HANPaBJIEHHYIO Ha BBIPA0OOTKY KOHLEMIMH, YCTAaHOBJICHHE LeNiel U 3a1ad,
(GOpMyJIMPOBKY OXHJAEMBIX pPE3yJbTAaTOB, ONpPEAECICHHWE MPUHIMIIOB W METOJUK PpEIICHUS
MIOCTaBJIEHHBIX 3aJla4, IUJIAHMPOBAaHUE XoJa paldoThl, MOUCK JOCTYHHBIX M ONTHMAJbHBIX
pPEeCcCypcoB, MOATANHYIO pEATU3allIi0 IJlaHa paboThl, MPE3EHTAIMI0 PEe3yiIbTaToOB pabOThI, MX
OCMBICIIEHHE U peIIEKCHIO.

OCHOBHBIE TUIIBI TIPOEKTOB:

TBopueckuil mpoekT, Kak MpaBUJIO, HE MMEET AETalbHO NPOPaOOTaHHOM CTPYKTYpHI;
y4eOHO-TI03HABATENIbHASL JEATEIIbHOCTh CTYACHTOB OCYILIECTBISETCS B paMKax pPaMOYHOTO
3a/laHus, IOJUMHSISICH JIOTUKE U HHTEPECaM yYaCTHUKOB IIPOEKTA, )KaHPY KOHEYHOTO pe3yJIbTara
(razera, GpuIbM, Mpa3aHUK, U3JAHUE, IKCKYPCUS U T.I1.).

4. VIHTepakTUBHbIE TEXHOJOTHMHM — OpraHU3alis 00pa3oBaTeIbHOIO Mpolecca, KoTopas
MIPEANOJIAracT akTUBHOE U HEJIMHEMHOE B3aMMOJIEHCTBHE BCEX YUACTHUKOB, JJOCTHKEHHE HA 3TON
OCHOBE JIMYHOCTHO 3HAUMMOro JJIsi HHUX oOpa3oBarenbHOro pesynbraTa. Hapsmy co
CHEIUAIM3UPOBAHHBIMU ~ TEXHOJOTHUSIMU  TaKOro  pojJa  TNPUHIUIN  HWHTEPAKTUBHOCTHU
MPOCIIEKUBAETCS B OOJIBIIMHCTBE COBPEMEHHBIX 00pa30BaTEIbHBIX TEXHOIOTHIA.

@®opMmbl yueOHBIX 3aHATHI C MCIOJB30BaHUEM CHEIHATU3UPOBAHHBIX MHTEPAKTHUBHBIX
TEXHOJIOTUH:

CeMuHap-IUCKyCCHsI — KOJUIEKTMBHOE OOCYXJAEHHE KaKoro-nudo CHOpPHOTo BOMpoOca,
npoOjeMbl, BBIABICHHME MHEHUH B Tpymnmne (MeXrpynmoBOdl JMajior, JHUCKyCCHs Kak
CIIOp-IHaJsor).

5. HudpopmanMOHHO-KOMMYHHKALIMOHHBIE  00pa3oBaTeNbHbIE  TEXHOJOTUH  —
opranusaius o0pa3zoBaTeIbHOTO MpOolecca, OCHOBaHHAsl HA MPUMEHEHUH CIIEUAIN3UPOBAHHBIX
IPOTPAMMHBIX CpeJl U TEXHUYECKUX CPEJCTB PabOThI ¢ HHPOPMAIUEH.

®opMbl yueOHBIX 3aHATHUH C UCIOIb30BAHUEM HMHPOPMALIMOHHO-KOMMYHUKAIIMOHHBIX



TEXHOJIOTUH:

Jlekuus-Bu3yanu3anusi — H3JI0KEHUE COJCPXKAHUA COMPOBOXKAACTCS Mpe3eHTaruei
(memMoHcTpanyell y4eOHbIX MaTepHajoOB, IPEICTABICHHBIX B Pa3JIMYHBIX 3HAKOBBIX CHCTEMaxX, B
T.4. WUTIOCTPATUBHBIX, IPahUIECKUX, ayJM0- U BUICOMATEPHAIIOB).

[TpakTrueckoe 3ansTHE B (hOPME NMPE3CHTAINN — IPE/ICTABICHNE PE3YIIbTATOB IPOSKTHON
WIN MCCIIE0BATENbCKOM eI TEIbHOCTH C UCIIOIb30BAHUEM CIICIIMATH3UPOBAHHBIX POTPAMMHBIX
CPEICTB.

6 YueOHO-MeTOAUYECKOE 00eciedeHUe CAMOCTOSITeJIbHOH PadoThl 00y4yarommuxcst
IIpencraBneno B npuiioxeHu 1.

7 OueHOYHBIE CPeACTBA /sl IPOBeeHHs POMEKYTOUHOI aTTeCTAlMH
[IpencraBieHbl B IPUIIOKEHUH 2.

8 YueOHo-MeTOAMYeCKOEe H HH(POPMALIMOHHOE O0ecnedeHrue TUCIUIIHHbBI (MOTYJIs1)

a) OcHoBHas1 IMTEpaTypa:

1. TTanacenko, 0. A. JlokyMeHTHpOBaHUE YIpPaBICHUYECKON NEATEIbHOCTH: YuyeOHOe
nocobue / FO.A. Ilanacenko. - Mocksa : PUOP, 2018. - 138 c.: - (KapmanHoe yuebHOe mmocooue).
- ISBN 5-369-00014-X ; ISBN 978-5-16-104218-2 (online). - Tekcr : snekrponnsii. - URL:
https://znanium.com/read?id=309085 (nata oopamenus: 12.09.2022)

0) JlonmostHuTeIbHAS JIUTEPATYpA:

1. Kopuees, U. K. JlokymeHTHpOBaHKE YIIPaBIEHYECKON eATeIbHOCTH + TecThl B ObC :
yueOHUK U IPAaKTUKYM Juisi akagemudeckoro 6akanaspuara / M. K. Kopuees, A. B. ITienko, B. A.
Mamypues. — 2-e u3a., nepepa0. u gon. — Mocksa : U3parensctBo FOpaiit, 2019. — 384 c. —
(bakanaBp. Akanemudeckuii kypc). — ISBN 978-5-534-04533-8. — Tekcr : 3nekTpoHHbIid //
9BC Opaiit [caiiT]. — URL.:
https://urait.ru/viewer/dokumentirovanie-upravlencheskoy-deyatelnosti-testy-v-ebs-433066#page
/1 (nata obparenus: 12.09.2022).

2. KazakeBnu, T. A. JloKyMeHTanmMOHHOE OOECIIEYCHHE YTpaBIICHUS . YYEOHUK U
HPaKTUKYM IS cpenHero npodeccuonaipHoro oopasosanus / T. A. Kazakeuu, A. . Tkamuy.
— 2-¢ w3n., ucnp. u gorn. — MockBa : MzmarensctBo [Opaiir, 2019. — 177 c. —
(ITpodeccuonanproe obpazoBanue). — ISBN 978-5-534-06291-5. — Tekcr : anextpoHHbIii //
9BC Opaiit [caiit]. — URL:
https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-437587#page/1 (mara
obpamenus: 12.09.2022).

B) MeToan4yeckue ykazaHusi:
Menroandeckne yka3anus pazmenieHsl B [Ipunoxxennn 3

r) [Ilporpammuoe odecneuenne u UHTEepHeT-pecypcehl:

IIporpammuoe o0ecnneyenne

Haunmenosanue 110 Ne norosopa CpoOK JIeiCTBUS TULEH3UN
MS Off_lce 2007 Ne 135 o1 17.09.2007 OeccpouHo
Professional
7Zip ¢B000HO pacupocTpansgeMmoe 110 0eCcCpOYHO
FAR Manager cB000HO pacupocTpansgeMmoe 110 0eCcCpOYHO

IIpodeccnonanbHbie 0a3bl JaHHBIX U HHPOPMALMOHHbIE CIIPABOYHbIE CUCTEMbI
| HazBanue kypca | CchlIKa




MexnayHnapoaHass — pedepaTHBHas U
IOJHOTEKCTOBAsl __ cHpaBoYHas __ Oasa
DNEKTPOHHBIE PECypchl  OMOIMOTEKH
MI'TY nm. I'.1. HocoBa

http://scopus.com

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

denepanbHoe rOCYIapCTBCHHOEC

O0/DKETHOE yupexnenne|URL: http://www1.fips.ru/
«DeneparILHbII HHCTUTYT

HauumonaneHas

uHGOPMAIIMOHHO-aHAIMTHYECKAS URL.: https://elibrary.ru/project_risc.asp
cucteMa —  Poccuickuii  MHIEKC

Nudopmanmonnas cucrema - EguHoe

OKHO J0CTymna K HH(OOPMALMOHHLIM

ITouckoras cucrema Axagemuss Google

(Google Scholar)

OnekTpoHHass 0a3a  MEepPUOJUYECKHX

m3manuii  East  View  Information
9 MaTepHaJIbHO-TeXHHYECKOe o0ecnevyeHnne JUCIHILITHHBI (MOAYJIsl)

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

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

https://dlib.eastview.com/

MarepuanbHO-TEXHHUECKOE 00ecIieueHNe JUCIUTUINHBI BKITFOUACT:

1. YueGuble ayauTOpuM JUIsl IPOBEIEHUS 3aHATHH JIEKUMOHHOro THma. OcHalleHHe:
MynbTHMEIUITHBIE CPEICTBA XPAaHEHHUS, TIEPEauu U MPeICTaBICHI HHPOPMALIH.

2. YyeOHble ayAMTOpUHU [y NPOBEIEHUS MPAKTUYECKUX 3aHATUH, TIPYNIOBBIX U
WH/IMBUIYAIbHBIX KOHCYJBTAllMi, TEKYIIEr0 KOHTPOJS H TPOMEXYTOYHOW aTTeCTaIUH.
OcHaueHue: MyJIbTUMEIUIHbBIE CPEICTBA XPAaHEHUS, IIepelaul U MpeJICTaBICHUs MH(OpMaIH,
KOMIIJIEKC TECTOBBIX 33aJaHHi IS IPOBEICHHS IPOMEXYTOUHBIX U PYOEIKHBIX KOHTPOJICH.

3. Ilomemenus g camocToATeNbHOM paboThl oOyuarommxcs. OcHalleHue:
nepcoHabHble KoMIbiOTepbl ¢ maketom MSOffice, Beixomom B MHTepHET M ¢ JOCTYIOM B
3JIEKTPOHHYIO MH(OPMAIIMOHHO-00pa30BaTeNIbHYIO Cpely YHUBEPCUTETA

4. TlomewmeHuss i XpaHEHUS U TNPOPUIAKTUYECKOTO OOCITYKHMBaHUSA Y4eOHOIo
oOopynoBanus. OcHaileHue: MmKadbl A XpaHEHUs y4yeOHO-METOIMUYECKOW MOKyMEHTaluH,
y4eOHOro 000py10BaHUs U y4EeOHO-HATJISITHBIX TOCOOUH.

I[Ipunoxenne 1

B mpouecce caMOCTOATENBHOIO W3Y4YEHUsl AMCHMIUIMHBI, MOATOTOBKH K CEMUHAPCKUM
3aHATUAM CTYACHTY HEOOXOAMMO HAUTH U U3YUUTh PEKOMEHIYEMYIO JIUTEPaTypy, 1eHCTBYIOIINE
3aKOHO/IATENIbHBIE U HOPMATUBHBIE aKThl. J[JIsi OCMBICIEHUS! IPOYUTAHHOTO MaTepuaa CTyACHTY
MpeJIaraeTcsl OTBETUTh Ha BOMPOCHI. Pellienre TeCToB, CUTYallMOHHBIX M aHATUTHYECKUX 3a7a4
Hay4UT CTYAEHTOB CAMOCTOSITEIbHO MPUHUMATh YIIPABICHUYECKUE PEILICHHUS.

Oprann3aliiOHHO-METOIMYECKUE PEKOMEHJAIMKA JUIsl TOJATOTOBKH K TIPAKTUYCCKUM
(ceMUHapCKUM) 3aHITHIM

CemunHap (J1at. seminarium - OyKBaJIBHO: «pPacCaaHUK») — y4eOHOE 3aHITHE, B XOe
KOTOPOTO OpraHu3yercss oO0CykieHHe (yHIAMEHTATbHBIX WJIH JTUCKYCCHOHHBIX TpoOiieM
M3y4aeMO HayKH U CBA3aHHOW C HEW MPAKTUYECKON AESATETbHOCTH.

B mensx Oosiee moapoOHOTO M aneKBaTHOTO COBPEMEHHOW CHUTYyallMH aHaiu3a MpodiemM
yVOpaBlI€HUS CTYIAEHTaM pPEKOMEHJIyeTcsl oOpamarbcs K MEepUOJUYECKON JHTeparype u
MaTepua-liaM CpeJCTB MaccoBOW HWHGOpPMAIMU, B KOTOPOH MOXHO HAWTH HE TOIBKO
AHAJTUTUYECKHE CTa-ThU TIO PA3UYHBIM acleKTaM OO0O3HAYEHHBIX B TEMAaTHKE CEMHUHAPCKUX
3aHATHIA TPOOJEeM, HO M CTAaTUCTUYECKHE JlaHHBIe, MaTepuajbl MPHUKIAJIHOTO XapakTepa,
HOPMAaTHBHBIE JOKYMEHTHI. llenecoobpa3sHo HEe OrpaHMYMBATHCS YKa3aHHBIMH HCTOYHUKAMH, a
OCYIIECTBIISATH COOCTBEHHBIIN MOUCK TEOPETUUYECKUX M MPAKTUYECKUX MATEPUAIIOB, UTO SBISETCS
OJIHUM U3 3JIEMEHTOB CAMOCTOATEIbHON HH()OPMALIMOHHO-aHAIUTUYECKOU PabOThI CTYIEHTOB.

[ToaroToBka K CEMHHAPCKUM 3aHSATUSAM MO JUCHUIUIMHE JODKHA BKIIOYATh CIENYIOIINE
ACTEKTHI:



1) 3HAKOMCTBO C COOTBETCTBYIOIIMMHM TJIaBaMH y4eOHHKA; ONTUMAJIbHBIM OBLT OBl
Ba-pHaHT pabOTHl HE C OJHUM Y4YEOHHKOM, TaK KaK pa3HbIMU aBTOpaMH HM30paH pa3iIMyHBIN
HOAXOA K TNpeAMEeTy, M IOJE3HO IOHATh OCOOEHHOCTH IIO/AXOJIOB, CPaBHUTb MX, YTOObI
BbIPa0OTaTh CBOIO MO3UIIMIO;

2) YTEHUE KOHCIEKTA JIKINH;

3) YTEHHE M OCMBICICHHE OJHOTO-IBYX HCTOYHUKOB M3 INPUBEACHHOTO CIHCKA
JUTEPa-TYypBHl.

Bb160p /1OMONHUTENBHBIX TMEPBOMCTOYHUKOB, KOTOPBIE MOTYT OKas3aTh IOMOIIb IIPH
HOJ-TOTOBKE K BBICTYNJIEHHIO M IO3BOJAT OPraHU30BaTh Ha CEMUHApe JUCKYCCHUIO, CTYIEHT
OCYILIECTBIISICT 110 CBOEMY YCMOTPEHHIO, B COOTBETCTBUU CO CBOMMH HHTEPECAMH, OPUCHTUPYSCh
Ha BOIIPOCHI CEMUHAPCKOTO 3aHSTHUS.

BricTymuienne Ha ceMUHape JOIHKHO OBITH IOCTaTOYHO apryMEHTHPOBAHHBIM, 3aHUMATh 110
BpEMEHU He 0oJiee Tpex MUHYT. B X0/l BBICTYIUICHHS KeJIaTeIbHO COIOCTaBUTh TOUKU 3PEHUS
Pa3IMYHBIX aBTOPOB Ha M3JIaraeMyro npobiemy. [IpeanouTuTensHo, 9To0bl IO OTHOMY BOIIPOCY
BBICTYNIHJIO HECKOJIBKO CTYJICHTOB, BbICKa3blBasi CBOM MHEHUS, JONOJHSA ApYyr apyra. B uneane
CEeMHMHAPCKOE 3aHATHE JTOJDKHO MPOXOAUTH B (hopMe AucKyccuu. Pe3ynbraTel paboThI CTYICHTOB
Ha CEeMMHApCKHUX 3aHATHSAX 00s3aTeIbHO YUMTHIBAIOTCS IpEnojaBaTeieM IpU BbICTABICHUU
OaJioB.

IIpumepHbIe ayIMTOPHBIE IPAKTHYECKHE PA0OTHI:

AIIP Nel «Teopernueckue 0CHOBBI /1€JIONPOU3BOACTBA OPraHU3ALUID).

[TIpoBonutcst B dopme ceMHHapa 10 00O0OIIEHUIO u YTy OJIeHUIO 3HaAHUHN
MOHATUMHO-KAaTErOpruaIbHOr0 anmnapara JUCUUIIIMHBL C 3JIEMEHTAaMU JUCKYCCUU.

Ornpoc no Marepuanam Jekuu 1.

OBoIOLMS TIOKYMEHTa KaK HOCUTeIs MHpopMauu. Bo3HHKHOBEHUE 1 pa3BUTHE OTEYECTBEHHOTO
nenonpousBojcTBa:  JlemompousBoactBo B cpenHue Beka (XI-XV  BB.). Ilpukasnoe
nenonpousoacTBo (XVI-XVII BB.). Konnexckoe aenonpounssoactso (XVIII B.). Munucrepckoe
nenonpousBocTBo B Poccun (XIX - Hawano XX BB.). ['ocynapcTBeHHOE AETOMPOU3BOICTBO B
coBeTckoe BpeMsa. COBpeMEHHOE JIeIONPON3BOICTBO B PD.

AIIP Ne2 «CoBpeMeHHOe rocy1apCcTBEHHOe peryJiMpoBaHue 1eJIonpou3BoacTea B PDy.
3akoHOJATEIbHOE pEeryjIupoBaHue jenonpousBojctBa B P®d. denepanbubiii 3akoH «O0
uH(popMalnu, THPOPMAIIMOHHBIX TEXHOJIOTUSX U O 3auiuTe nHpopmanuny». deaepanbHbI 3aKOH
«O xommepueckoil TaitHe». @enepanbHblii 3akoH «O0 apxuBHOM Jene B Poccuiickoit
Oenepanun». PeaepanbHblil 3aK0H «O MEepCOHATBHBIX TaHHBIX». [locTaHOBIEHNE TPaBUTENHCTBA
P® «IlIpaBuiia moAroTOBKH MPABOBBIX aKTOB (heiepalibHbIX OPraHOB MCIOJIHUTEIBHOM BIACTH U
UX TOCYIapCTBEHHON PETUCTpALIUN.

HopmartuBHO-MeTOAMUYECKOE DPETYJINPOBAHUE JIENONPOU3BOJACTBA. l'OCynapcTBeHHas cucrema
JOKYMEHTallMOHHOTO olecrniedeHus: ynpasieHus. OOuiue nonoxenus. O6mue TpeOoBaHUS K
JOKYMEHTaM U ciyxk0aMm JnokymeHTannoHHoro obecneuenus (I'CHAOY). 'OCT P 6.30-2003:
YHuuuupoBaHHble CUCTEMBI JIOKYMEHTaLUH. YHudunupoBanHas cucrema
opraHus3anoHHo-pacnopsauTensHod nokymeHtauuu. 'OCT P 51141-98 [lenonpousBoAacTBO U
apxuBHOe Jnieno. TepmMuHbl U omnpeaeneHuss TumoBas MHCTPYKIMS MO JAETONPOU3BOJACTBY B
(denepanbHBIX OpraHax HCHOJHUTENbHOM BiacTu. IlepeueHb THUIOBBIX YNPaBIEHYECKUX
JIOKYMEHTOB, 00pa3yIoluXcs B IESTEIbHOCTH OpraHu3alui, C yKa3aHHeM CPOKOB XpaHEHHUSI.

AIIP Ne3 «TpeboBanus k 0J1aHKaM JOKYMEHTOB YIIPABJICHHUS».

[TpoBoautcss B Qopme cemuHapa Mo O0OOIICHUIO U YTUIyONEHHIO 3HAaHUN C DJIIeMEHTaMU
nuckyccun. Ilonsitue m Buabl OmankoB. OOmuii Oiank. biank mucbma. biiaHk KOHKpETHOTO
BUJA JTOKyMEHTa. brmaHku ans paboThl ¢ WHOCTpaHHBIMH KOoMIaHHsAMH. ['epOoBbIii OnaHK.
PexBusutel Onanka. IIpomosibHOE pacmofioKeHHE PEeKBHU3UTOB OJjaHKa. YTIIOBOe (jaroBoe u
[EHTPOBAHHOE PACIIONIOKECHIE PEKBU3UTOB OJIaHKA.



BeInosTHeHNE TPAaKTHYECKOTO 3aJaHUsl MO0 COCTABJICHHIO YIJIOBOIO W IPOJOJBHOTO 00pasia
OJIaHKa.

AIIP Ne4 «O0mue npaBuia opopMiIeHHs yIPaBJIeHYeCKHX IOKYMEHTOB.

[TpoBoautcs B (opme cemuHapa 1o OOOOLICHHIO M YNIYyOJIEHHIO 3HAHUH C 3JIEMEHTaMHu
muckyccun. Ompoc 1o marepuanam Jiekiuu 2. IlpakTuyeckoe 3HAKOMCTBO ¢ O(GOpMIICHHEM
PEKBHU3UTOB JOKYMEHTOB YIPaBJICHUs, BbIIIOIHEHNE KOHTPOJIBHBIX 3aJaHUM

AIIP Ne5 «CocraBiieHne JUYHBIX JOKYMEHTOBY.

[TpoBogutcs B popme cemuHapa mo OOOOIICHHIO U YIIIyOJNCHHIO 3HAHUW C DIIEMEHTaMHU
IMCKyccuW.  3asBieHUs, aBroOMorpaduu, pe3loMe, JIMYHBIE JOBEPEHHOCTH, PACHHCKH.
OCHOBHBIC PEKBU3UTHI, NpaBHJa COCTaBICHUS M O(OpMIICHHs. BBINOTHEHNE KOHTPOJIBHBIX
3aJaHuil

AIIPNe6 «PabdoTa ¢ JOKyMeHTaMH, CO/IePKAIMMHI KOH(PUAeHIIHAIbHbIE CBeICHUSD.
[lepeuens cBeneHW KOHOGHUACHIMATBLHOTO Xapakrepa. [loHATHE KOMMeEpYEeCKOW TalHBI.
CBeneHus, OTHOCAIIMECS K KOoMMepueckod TaitHe. I[lopsimok BeaeHus JelI0MpOU3BOJICTBA
JIOKYMEHTOB, COJIEP)KAIIUX KOMMEPUYECKYI0 TaiHy. 3amura JOKYMEHTOB, COJEpKAIINX
KOMMEPYECKYIO TaliHY.

[IpumepHble HHAUBUAYATbHBIE JOMALIHNE 32 JAHUS

Ne 1 «PoJib JOKYMEHTHPOBAHNS YIIPABJIEHYECKOM 1eATeJIbHOCTH B PA3BUTHH 001LLIECTBAY.
Pexomenaaiuu no cocTaBiIeHUIO U TOPaOOTKE KOHCIIEKTA JICKIIHH.

PaccmoTpenune nanHOW TeMbl HEOOXOAMMO HauyaTh C M3yUYEHHUS OCHOBHBIX MOHATUN JaHHOUN
muciuIuinHbL. [Ipu 9TOM cneayeT pa3o0parbes ¢ CYITHOCTRIO KaTeropun «JlOKyMEHTHPOBAHUEY.
bonee moapoOHO crneayeT paccMOTpPETh CTPYKTYpY, COAEpIKaHUe, e U 3a7aud JUCIHUILTUHBL,
UCTOPUIO  pa3BUTHUS  JIOKyMeHTooOopota.  [lamee  HEoOXOIMMO  M3YYUTh  COCTaB
HOPMAaTHUBHO-METOJIMYECKON 0a3bl JOKYMEHTHUPOBAHUS YIPABICHYECKOW JEATEIBHOCTH B
COBPEMEHHBIX YCIOBHSIX X03s1icTBOBaHUS. OTACIBHO CIEAyeT PAaCCMOTPETh

CTpaTeruio yIpaBJieHUs JOKYMEHTAMHU B OpraHM3AIlNH, a TaKXKe H3y4uTh (OPMBI COBPEMEHHOMN
JIOKYMEHTAIIUH.

KrnroueBbie  cllOBa:JOKYMEHT, JOKYMEHTHpOBaHHE  HHPOpMAIUH, JOKYMEHTHPOBaHUE
YIOPaBICHUYECKON  JEATENbHOCTH, KIWHOMUCH, TIOJUTUKA  YMPaBICHUS  JIOKYMEHTaMH,
CTaHJapTH3aIUs, CTpATEeTus YIPaBICHHs TOKyMEHTaMH, YHUDUKALIHSL.

3aaHue 1715 CaMOCTOATEIbHON paboThI:

1. U3yunTh KaTeropuaibHbIi amnmapar.

2. lopaboTaTh MaTepHabl JEKLIUU.

3. [oarotoButhes k paboTe Ha yeknuu o Teme 1. [ToBTOPUTH BOMPOC: CYIIHOCTh KaTErOpHH
«JlokymeHTHpOBaHUE) (yueOHas AUCIUIUIHHA «JOKyMEeHTHPOBaHHUE YIIPAaBIECHYECKOM
JEeSTENILHOCTHY, JIeKIHsI Nel). BeITh TOTOBBIM K OOCYXICHUIO 3TOTO BOIPOCA B XOE JEKIIUU.

Ne 2 «OOmme npaBuJia opopmiieHHs yIpaBJIeHYECKHX JOKYMEHTOBY.

PekoMenpanuu Mo coCTaBlI€HUI0O U JA0pabOTKE KOHCMEKTa JeKuuu. M3yueHue marepuaioB
JTAHHOM TeMBI ClIeyeT HauaTh C pacCMOTPEeHUs TpeOOBaHUN K OOPMIICHHIO PEKBU3UTOB. Takxke
cleyeT HM3y4uTh COCTaB PEKBU3UTOB. Jlamee HeoOXoauMo pa3o0parbcs C NPUMEHEHUEM U
pacIoyio’)keHHeM Ha JOKYMEHTE PEKBU3UTOB, ONPEACTUTh UX 00IIue 4epThl U paznuuus. Kpome
TOT0, HYXKHO JI€TalIbHO pa300paThbcsl C pa3IMYHBIMU BUJAMHU TEKCTa JOKyMEHTa: TpadapeTHbIi
JIOKYMEHT, aHKeTa, Tabnuiia, OJIaHK.

KiroueBsie cioBa: BU3a coriiacoBaHusi, rpuQ 03HAKOMJICHHSI, 1aTa IOKyMEHTa, 3ar0JI0BOK

K TEKCTY, WICHTU(UKATOP OJIEKTPOHHOW KOMHUU JOKYMEHTAa, WHTEpBaJ, IOAINUCH, IIOJIe
JIOKYMEHTa, PEeruCTPAallMOHHBIA HOMEpP JAOKYMEHTa, PE3OJIOLMs, PEKBU3UT, CTAHJAPTHBIN JIUCT



OyMaru, ccbUlKa Ha PErMCTPALMOHHBIA HOMEpP U JIaTy JOKYMEHTA, YJIOCTOBEPEHHE JIOKYMEHTa,
bopmyIsIp.

3ananue A7 cCaMOCTOATEIbHOM paboThI:

1. M3yuuTh KaTeropuaibHbIil anmapar.

2. lopaboTaTh MaTepHaIbl JICKIUH.

3. [loaroToBUTHCSA K CEMHUHApY.

3. [loaroroBuThCes K pabote Ha JieKuuu 1o Teme 3. [IoBTOpuTh BOIpoc: OCHOBHbBIE

0COOEHHOCTH  HCIIOJIb30BAaHMs sI3bIKa B JIEJIOBOWM  mepenucke (ydeOHas —UCIMILIMHA
«JloOKyMEHTHpOBaHHUE YIPABICHYECKON JEATEeIbHOCTH», JeKius No2). BhITh TOTOBBIM K
00Cy>KJIEHUIO ATOI'0 BOIIPOCA B XOJ1€ JIEKIUH.

Ne3 «OcolOeHHOCTH cocTaBJIeHUsI H 0()OPMIIEHHSI OCHOBHBIX JOKYMEHTOB YIIPABJICHUS».
PexoMenaanuu 1o coCTaBICHUIO U JOPAOOTKE KOHCIEKTA JICKIIUH.

PaccmoTpenne  maHHOW — TeMBl  HEOOXOIMMO  HayaTh € aHauu3a  O0COOEHHOCTEH
O(UIMABHO-/IETIOBOTO CTUJISI 1O CPaBHEHUIO C XYyJ0XKECTBEHHBIM, IyOIUIIMCTHYECKUM,
Hay4YHBIM, y4€OHBIM, pa3TOBOPHBIM CTUJISIMU SI3bIKA.

[Tpu 5TOM HYXHO TOAPOOHO U3YUUTH JEKCUUYECKHE OCOOEHHOCTH JOKYMEHTOB: yIOTpeOIeHue
[IapOHUMOB, IIJIEOHA3MOB, MCIIOJIb30BaHUE peueBbIX Kiuie. [locne atoro ciexyer paccMoTpeTh
ophorpaduyeckue 0COOEHHOCTH JOKYMEHTOB: IPUMEHEHHE IPOMUCHBIX OYKB B reorpaguueckux
Ha3BaHUSIX, HAUMEHOBAHUSAX OpraHu3aluil.

Kpowme Toro, Heo0xoaumMo o0paTuTh BHUMaHUE Ha opdorpaduueckre 0COOEHHOCTH TOKYMEHTOB:
NPUMEHEHHE TPOMHUCHBIX OyKB B reorpaduyeckux Ha3BaHHUIX, HAUMEHOBAHMSX OPTaHU3aIlHd.
Tax >xe crneayeT BbIICHUTh Hanboliee pacIpOCTPaHEHHBIE B IOKyMEHTaX OLUIMOKU CHHTaKCHCa U
NYHKTYallUu: TOPSAOK CJIOB, COIVIACOBAaHUE IMOAJIEKAIEr0 M CKa3yeMOro, IMPUYaCTHbIE U
JeenpUYacTHbIE 000POTHI, CIOBOOOpa30BaHUS.

KnroueBbie cnoBa: abOpeBmarypa, JIaKOHH3M (OPMYIHPOBOK, HEHTpaibHas AKCIPECCHBHAsS
OKpacka sI3bIKa, HEOJIOTU3M, O(UIHATBbHO-AEI0BOM CTHIIb, MOJHOTA MH(OPMAIMHU, CUHOHUMBI,
TaBTOJIOTUH, (Pa3€OIOTU3MBI.

3agaHue A CaMOCTOSITEIbHON paboThI:

1. U3yunTh KaTeropuabHbIN ammapar.

2. lopaboTaTh MaTepUalIbl JEKIHH.

3. IloarotoBuThcsi K pabore Ha yekiuu. [loBToputh Bompoc: opdorpaduueckrne 0cCOOCHHOCTH
JIOKYMEHTOB (y4yeOHas IUCHMIUIMHA «/lOKyMEHTHpOBaHUE YIpPaBICHUYECKON MAEATEIbHOCTUY,
nexius Ne3). BeITh TOTOBBIM K 00CYKIEHHIO 3TOTO BOIPOCA B XOJIE JICKITUH.

Ne4 «IIpaBuiia opopmiieHUsI TOKYMEHTOB MO JUYHOMY COCTABY».

[Tpu n3ydeHun AaHHON TEMBI CTYJIEHTAM HEOOXOAUMO pa3o0paThCs ¢ MPUHLUIIAMU pa3pabOTKU
mporpamMm yrpaBjieHus: JTokyMeHTamu. Oco0oe BHUMaHUE CIEAYeT YAEIUTh PacCMOTPEHHUIO
MpoLeypbl TPOCKTUPOBAHMS U BHEIPEHUSI JOKYMEHTHBIX CUCTEM. TakKe CleAyeT OCTAHOBUTHCS
Ha 0COOEHHOCTSX MOHUTOPHHTA U ayJUTa TOKYMEHTHBIX CUCTEM.

Bonee neranbHO HEOOXOAUMO PACCMOTPETH CYITHOCTh AOITOCPOYHOM MPOrpaMMbl 00yUeHUs
MepCcoHajla OpraHW3aIMi B OOJACTH YMPABICHUS TOKYMEHTAMHU WU TPUMEHEHHUS O0Yydaromux
WHCTPYKIUH, BKITIOYasi 00yYaroIIyt0 HHCTPYKIIUIO CEKpeTapsl.

KiroueBbie cioBa: ayuT ympaBlIeHHWs] TOKYMEHTaMH, KOHBEPTAIHs, METOOJOTHs BHEAPCHUS,
MUTpaLKs JIOKYMEHTOB, MOHUTOPHUHT, HAJEKHOCTb JOKYMEHTHOM CHUCTEMBI, MPOEKTUPOBAHUE
JIOKYMEHTHON CHCTEMBI, paCIpeeICHHOE YIpaBlIeHHWEe, PETyJIHupylomas cpeaa, CTpaTerus
yIpaBieHUs] JOKYMEHTaMH.

3amanue s CaMOCTOSTEIbHOU PaOOTHI:

1. U3yunTh KaTeropuaibHbIi anmapar.

2. lopaboTaTh MaTepHabl JEKIUH.

3. [loaroToBUTHCSA K CEMHUHApY.

4. IlonroroButhcs K paboTe Ha JieKIuu. [ToBTOpUTE BOIpoc: 001as XapaKTeprucTuKa



JOKYMEHTHBIX cucteM (yueOHas JaucuUUIUIMHA  «JlOKYMEHTHpOBaHHE  yIpaBICHUYECKON
JEeSITEIILHOCTHY, JIeKIHs Ne4). BBITh TOTOBBIM K OOCYXICHHUIO 3TOTO BOMPOCA B XOE JEKIIUH.

NeS «Opranusanusi JOKyMeHTO000pPOTa».

PexomeHjanuu o cocTaBlIEHUIO U JOPaOOTKe KOHCIIEKTA JIEKLIUH.

B nHauase cnenyer paccMOTPETh TEPMUHBI «JIEJI0IPOU3BOJCTBOY, «JOKYMEHTAUOHHOE
o0ecrieyeHHe yNpaBIECHUN», («IOKYMEHTHUPOBaHHE HHPOpPMALUN», «IOKYMEHTHPOBAHUE
YIPaBJIEHYECKOH IEATENbHOCTHY, «TOKYMEHTOIIOTOKIY, «JIOKYMEHTO000pOTY.

Jlanee HEOOXOOUMO M3Y4YMTh OpPraHM3alUI0 JIOKyMeHTooOopoTra. Tawke HyXHO HOAPOOHO
POAHATIN3UPOBATh OCOOEHHOCTH PabOTHI C BXOSAIIMMHU M UCXOAALIMMHU JOKYMEHTAMH.

Kpome TOro, HeoOXOAMMO OCTaHOBUTbCSA Ha  H3YYEHHHM  METOJOB  COKpAIEHUS
JIOKYMEHTO000pOTA.

Crnenyer yaenuTb BHUMAHHUE COIECPKAHUIO KOHTPOJISA MCIIONHEHUS JOKYMEHTOB, €r0 dTalaMm U
TEXHOJIOTHH.

KnroueBble cioBa: BHYTPEHHUH JOKYMEHT, BXOJAIIMH JIOKYMEHT, JOKYMEHTOO0OOpOT,
JOKYMEHTOTIOTOKH, HH()OPMAITMOHHO-TIONCKOBAsI CUCTEMA, WHICKCALUS JOKYMEHTA, NCXOISAIIHHA
JIOKYMEHT, Kartajor, 00beM JOKyMEHTOOOOpOTa, palMOHAIbHOE [JBM)KEHUE JOKYMEHTOB,
perucTpaliOHHO-KOHTPOJIbHAS KApTOUYKa, PErUCTpalUsl JOKyMEHTa, TEXHOJOTMYECKas CXema
JBUKECHUS IOKYMEHTOB, SKCIIEAULINS.

3aiaHue 1715 CaMOCTOATEIbHON paboThI:

1. I3y4nTh KaTeropuaibHbIi anmapar.

2. lopaboTaTh MaTepHabl JEKLIUU.

3. IloaroroButhes K paboTe Ha jekuMU. [IoBTOpUTH BOIPOC: OpraHuzalus JOKyMEHTOoO0opoTa
(yuebHas mucuuruinHa «JlOKyMEHTHPOBAHHE YIPABICHUYECKON NEATETBHOCTH», JIeKIus NoS).
BBITh TOTOBBIM K 00CYKIEHHIO 3TOT0 BOIIPOCA B XOJI€ JIEKIHH.

Ne6 «OcHOBHBIC TPABUJIA OPTAaHU3ANMH PA00ThI C JOKYMEHTAMW».

PexoMeHamum no cocTaBiaeHHIO U TOpaOOTKE KOHCIEKTA JIEKIHH.

PaccMoTpenne naHHOH TeMbl HEOOXOAMMO HayaThb C HW3YyYEHUs pOJU HH(POPMAIMOHHO
CIIPaBOYHOMN pabOTHI CITy>KObI 1€JI0NPOU3BOJICTBA OPraHU3ALINH.

[Ipu »TOM crnenyer oOpaTUTh BHUMaHHWE Ha BUABI, JTamnbl pa3pabOTKH, pa3aesbl
HOMEHKJIaTypbliea. Takxke HEOOXOOUMO YSACHUTbH, KaK OCYIIECTBISIETCA TEKyIlee XpaHEHUe
JIOKYMEHTOB M UX MCIIOJIb30BaHUE.

UTO 03HAYAIOT WINCT-3aMECTUTEINbY, «KapTa3aMECTUTEIb)?

Kpowme Toro, cneayer oxapakTepu3oBaTh IKCIEPTU3Y LIEHHOCTH JOKYMEHTOB, KPUTEPUU OLICHKU
JIOKYMEHTOB, 0(hOpMJIEHUE €€ Pe3yJIbTaTOB, padOTY AKCIEPTHON KOMHCCHHU.

Taxoke cienyer paccMOTPEeTh OCOOEHHOCTH IPOLIECCOB MOATOTOBKU, W3JIaHMs, XpPaHEHUS WU
MCIIOJIb30BaHUsl KOH(MUICHIIMATBHBIX JOKYMEHTOB. Jlanee HyHO M3y4UTh KaHalbl BO3MOXXHOMN
yTEeUKH MH()OPMAIH U yTPaThl JOKYMEHTOB. U B 3akitoueHne He0OXOAMMO pacCMOTPETh
TpeOOBaHUS K U3TOTOBJICHUIO, YUETY, UCIIOJIIb30BAHUIO U XPaHEHUIO TepOOBBIX OJIAHKOB.
KiroueBsle cioBa: akT, €10, JOATOCPOYHOE XPAaHEHUE TIOKYMEHTOB, JOCTYII K TOKYMEHTaM,
KOHTPOJIb JEMCTBUM, KOHTPOJb MECTOINOJIOKEHHUSI JTOKyMEHTa, HOMEHKJIaTypa [ell, OIHUCH,
IIpUMEpHasi HOMEHKJIATypa JeJl, TeKyllee XpaHEeHHE TOKYMEHTOB, TUIIOBask HOMEHKJIATypa Jell,
CBOJIHAas HOMEHKJATypa [eJ, YHHUYTOKEHHE JOKYMEHTOB, JKCIIEPTH3a LIEHHOCTH JIOKyMEHTA.
['epOoBbIit OaHK, rpud OrpaHUYEHUs JOCTYIA K JOKYMEHTY, 3allMIICHHbIH JOKYyMEHTO000pOT,
KOMMepuecKas TailHa, KOH(UICHIMAIbHBIA JOKYMEHT, MPOMBIIIEHHBIA IIMHOHAX, YTPO3bI
JIOKYMEHTaM, 1IeHHast UH(OopMaIusl.

3amanue 7151 CaMOCTOSTEIbHOW PaOOTHI:

1. 3y4unTh KaTeropuanbHbIi anmapar.

2. lopaboTaTh MaTepHabl JEKIUH.

3. [loaroToBUTHCSA K CEMHUHApY.



4. IloaroroButhest K padboTe Ha JeKiuu. [IoBTOpUTh Bompoc: 3KCHepTH3a LIEHHOCTH IOKYMEHTOB
(yueOHas mucuuiuinHa «JlOKyMEHTHPOBAHHE YIPABICHUYECKOH NEATENBHOCTHY, JEeKuus Neb).
BEITh TOTOBBIM K OOCYKICHHIO 3TOT0 BOMPOCA B XOJI€ JICKIIUH.

IIpunoxenne 2

7 OueHO4YHbIE CPEICTBA VISl IPOBEeHUs] IPOMEKYTOYHOM aTTeCTAIlUN
a) [lnanupyemMble pe3yJbTaTbl 00y4YeHUS] M OLlEHOYHbIE CPeACTBA /ISl MPOBeAeHHUS
NMPOMEKYTOYHOM aATTeCTAIlUM:

Kon
WHIUKAaTOpa

Nupukarop
KOMIIETEHIINHU

JOCTHXKCHHUA

O1neHOYHBIC CPEACTBA

YK-4: CnocobeH ocymecTBJISTh [1€JOBYI0 KOMMYHHMKAIMI0O B YCTHOH W NHCbMEHHOM
dopmax Ha rocymapcrBeHHOM s3bike Poccuiickoii Pegepanum W HHOCTPAHHOM(BIX)

si3bIKke(ax)

VK-4.1

BeiOupaer crwip oOmeHus Ha
PYCCKOM $SI3BIKE€ B 3aBUCUMOCTH OT
eI W YCIOBUH IMapTHEPCTBA;
aIaNTUPYET PeYb U CTHIIb OOIICHUS
K CUTYaIMsIM B3aHMMO/ICHCTBHSI

IlepeyeHb TEOPETUUECKUX BOMPOCOB K 3aUeTy:

1. Yro Takoe AOKYMEHT, C KaKOM IIeJIbI0 OH MOXKET
co3zaBaTbes?

2. KakoBbl OCOOEGHHOCTH JI€JIOBOTO OOLIEHHS U
MyOJIMYHBIX BBICTYIUICHUI?

3. KakoBBI OCHOBHBIC TIPU3HAKH KIACCHU(PHUKALINN
JIOKYMEHTOB?

4. Uro moHHWMaeTcs  TOJ
obecriedeHrEM yIpaBICHHUS?
5. B dWeM cyTp craHmapTusaluu W YHUQHKAIAA
nokymeHToB? Kakue pa3pabaTeIBatoTCs CTaHAAPTHI?

6. Uewm omimuaercsi opopMieHHE PEKBU3UTOB OOLIEro
OnaHka OT OJlaHKa nucbMa?

7. KakoBbl OCHOBHBIE PEKBU3UTHI, HCIIOJIb3YEMbIE IS
oopMIICHUS TIPUKA3a M PACIIOPSKCHUS.

8. Kakwue popMbI MPOTOKOJIOB MOKHO HCIIOJIB30BATh B
YIPABJICHYECKOH NCSITEIBHOCTH, B YeM UX OTIHYHE?

9. Vkaxure OCHOBHEIC TpeOOBaHUSI K O(OPMIICHHUIO
JIEIIOBOTO IHCHMA.

10. Kakue KOMIUTEKCH JOKYMEHTAIIMH BKIIFOYAeT B ce0s
KaJpoBast WH(POPMAIMOHHO-TOKYMEHTAITHOHHAS
cucrema?

11.B yem ocoOeHHOCTH O(GOPMIICHHS MPUKA30B IO
JUYHOMY COCTaBy?
12.Yto0 MMOHUMAETCS
JIOKyMeHToOoOopoTa?
13.Yrto Takoe cxeMbl JOKYMEHTOOOOpOTa, 3a4eM OHHU
HYXKHBI?

14. C kaxo¥ 1enbio pa3pabaThIBaIOTCS HHCTPYKIIAH 110
JICNOTIPOU3BOICTBY, YTO B  HHUX  HEOOXOAUMO
MPEeyCMOTPETh?

JAOKYMCHTAlTUOHHBIM

o1 opranuzaunuen

YK-4.2

Bener pgenoByro nepenucky Ha
PYCCKOM U MHOCTPAHHOM SI3bIKaX C
Y4ETOM OCOOEHHOCTEH CTUITUCTUKH
opUIMaTBEHBIX MUCEM u
COLIMOKYJIBTYPHBIX PA3IHUNN

Bompocsr:

15. YkaxuTe TEXHOJIOTHYECKYIO I10CIIEOBATEIbHOCTD
9TaroB paboTHI C BXOASIIMMH JOKYMEHTAMH.

16. KakoBa nociie1oBaTelIbHOCTb ONepaluii mpu padbore
C BHYTPEHHHUMH JOKyMEHTaMH?

17.C xako# 1enp0 MpoBOIUTCS (HOPMHUPOBAHHE JEI,
KaK#e IpU 3TOM HE00X0IUMO COOM0aaTh TpeOOBaHU?
18.Yro Takoe HOMEHKJIATypa I, C KaKOH IeIbI0
pa3pabaTbIBafOTCs THITOBBIE HOMEHKIIATYPHI €M7
19.Kakyro wuHOpOpMAIMIO COACPKUT HOMEHKIATYpa
nen?

20.Yto moHMMaeTcs IO OSKCHEPTH30M IIEHHOCTH
JIOKyMeHTa?

21.Kakue KpUTEpUH UCIOJB3YIOTCSI TIPH  OLICHKE
JIOKYMEHTOB?




Kon Nupukarop JOCTHDKCHHUS

HHOIWKATOpa | KOMIETCHIINU OrneHouHbIe CpezicTBa
22.Kak ocymecTBisieTcs TpHeM-Tiepenada Oel B
apxuB?
23.Yro Takoe KOH(PUICHIINATIBHBIN JOKYMEHT?
24. Kaxme OCHOBHBIC YTPO3HI BO3HUKAIOT IIPH padoTe ¢
KOH(HICHITNATHHBIMH JOKYMEHTAMU?
25. Vkaxure 0COOEHHOCTH BEJICHUS
JICIIOTIPOU3BOJICTBA, ~ OOCCIICYHMBAIOLICTO  YYET H
COXPaHHOCTh KOH(UICHIMAIBLHOW WHpOpPMAIUU U
JIOKYMCHTOB.
26.Yto MMOHUMAETCS o 3aIIUIIIEHHBIM
JOKYMEHTOOOOPOTOM, 3a CYET Yero MOXKeT OFBITh
oOecrieuena ero 3ammra?

VK-4.3 Bemmonger g JIWYHBIX  [eliel | [IpuMepHbie npakTHuecKue 3a1atus 1Jis 3a4eTa;

nepeBo] opUIHATEHBIX u
mpoecCHOHAIBHBIX ~ TEKCTOB €
MHOCTPAHHOIO S3bIKa HA PYCCKHM,
C PYCCKOTO sI3bIKa Ha MHOCTPAHHBIN

KommekT TecToBBIX 3aganuii: Nel

1. ®opmyisip — 3TO:

a) oOcHOBHasg ¢opMma [OKYMEHTa, (UKCHpYIOImas
MIPaBOBbIE OTHOIICHHUS B [IpEBHEPYCCKOM TOCYAaPCTBE;
0) ocobo BEIJICTaHHAS KOXKa JKIBOTHBIX,
MIPUMEHSBINAsICS B KAYECTBE OCHOBHOTO MaTepHaa JUIs
nucpMa B J[peBHEPYCCKOM IrocyjapCTBe;

B) CaMOCTOSITENIbHOE MoJipa3JiesieHue,
OCYIIECTBIISIOIIEE JIEIIONPOU3BO/ICTBEHHY IO
JIeATEIILHOCTD,

r) TUIOBas ycToitunBas (opma (oOpasel) OTHeNbHBIX
HanboJee pacpoCTPaHEHHBIX JOKYMEHTOB.
2. VYcraHoBneHHe enuHOOOpasms cocraBa U (Gopm
YNPaBICHYECKNX JOKYMEHTOB, CO3/aBaEMBIX IIPH
PELIeHNH OTHOTHITHBIX YIPABICHUECKUX (DYHKIIUH:
a) yHH(UKAI;
0) cepTudHKALAS;
B) KOJJPOBAHUE,;
T') JOKyMEHTHPOBAHUE.
3. OOsBaTenbHBIM  YCIOBHEM  JJISI  BKJIFOUCHHUS
undpopmauu B MHGOPMAIMOHHBIE  PECYPCHI,
OCYIIECTBIISIEMOTO B TOPSIIIKE, YCTaHABIMBAEMOM
OpraHamM¥ rocy1apCTBEHHOM BIIACTH, SIBIISIETCS €e:
a) CTaHIapTH3aLus;
0) 3ammuTa;
B) IOKyMEHTHPOBAHUE;
T') BBIKYII TOCYIapCTBOM Y YacTHBIX JIMIL.
4. CpexnctBoM ycTpaHeHHs «OyMaxHOro Oymay
SIBJISIETCSL:
a) KOMITBIOTEPU3AIHs ACIOTNPOU3BO/ICTBA;
0) yHuUKAIMI JOKYMEHTOB;
B) KJIaccU(HKaIHsl JOKYMEHTOB;
I') IpUMEHEHUE Pa3HOCTOPOHHEH OPTTEXHUKU
5. 3HaueHue JIOKyMEHTAIIMOHHOTO  0OecredYeHHs
yTIpaBJIEHUs ONpeeIsIeTCs:
a) KOMMYHHUKaLUSIMU;
0) uneHTudukanuei;
B) (ukcanueii;
T) CyAeOHBIM pa30upaTeabCTBOM.
6. B mnpaBoM BepxHeM Yy  JIOKYMEHTOB
pacrnoararTcs ClelyIolne PeKBU3HUTHI: a)
rpu¢ COTIacCOBaHMUS;
0) OTMETKa O KOHTPOJIE;
B) Tpu( yTBEPKICHUS;
T) agpecar.
7. B 1€BOM BEpXHEM YTJIy JOKYMEHTOB pacIojararoTcs




Kon
WUHMKATOpa

Nupukarop
KOMIIETEHITHH

JOCTHXKCHHUA

O1ieHOYHBIE CPENCTBA

CJICTYTOIINE PEKBU3HUTHIL:

a) PE30IIIOTINS;

0) OTMETKa O HATHMYINH TPUI0KEHHUS;

B) OTMETKa 00 UCITOJTHUTEIIC;

T') KOJI OpTaHU3aIHH.

8. B mpaBoM HIKHEM YIJIy pacIioaratoTcsi peKBU3UTHI:
a) OCHOBHOM TOCyJapCTBEHHBIN pErucTpaluoHHBIN
Homep (OI'PH) ropunudeckoro

ML,

6) xoz (hOpMBI JTOKyMEHTa,;

B) MACHTU(UKANOHHBI HOMEpP HAJIOTOILIATEIbIINKA
(MHH);

T) Tpu} OrpaHUYCHUS JOCTYIA K JOKYMEHTY.

9. B 1eBOM HIDKHEM YTy pacIoiaraioTcsi peKBU3HTHI:
a) KOJI MPUYIHHBI TIOCTAHOBKH HA YUeT;

0) OTTHCK ITeYaTH;

B) BU3BI;

') OTMeTKa 00 UCTIOJHHUTEIE.

10. K B3aMOHUCKIIIOYAIOIIUM PEKBU3UTAM OTHOCSTCS:
a) 5MOJieMa OpraHM3alud M TOCYAapCTBEHHBIN TepO
PO,

0) KO OpraHM3aly 1 KOJ OPMBI JIOKYMEHTa;

B) PEruCTPAaLMOHHBIH HOMEpP NOKYyMEHTa M CChIIKa Ha
PETUCTpPAIOHHBIN HOMEpP U

JaTy JOKYMCHTa,

r) rpud yrBepkaeHus 1 nedats. 1 1. Eciu opranmzamnms
TI0/IBEIOMCTBEHHA OJTHOBPEMEHHO HECKOJIBKAM
opraHam

YIpaBIEHUs, TO B Pa3HBIX CUTyalUsAX yKa3bIBaeTCs:

a) HETIOCPEICTBEHHO BBILIECTOSIIAS OPTaHU3aIIUs;

0) camas riaBHas BRIIIECTOSIAs OPTaHU3AINS;

B) He OoJiee TpeX CTeneHel MoABeIOMCTBEHHOCTH;

) HE YyKa3bplBaeTcd HHU OJHA  BBIIIECTOAIIAS
OpTaHM3aIHs.

12. [laToit mokyMeHTa MOXKET OBITh J1aTa:

a) ero HaNMCaHMs U COTJIACOBAHUS;

0) ero moMMCaHUs;

B) €TI0 YTBEPKIACHHUS;

I) TpOBEAEHHsS 3acellaHusi, Ha KOTOPOM HPHUHATO
peleHue.

13. laTsl B JOKyMEHTaX MOTYT OBbITh O(OPMIICHBI:

a) 22. 08. 1997;

0) 22 aBrycra 1996 rona;

B) 1988. 02. 22;

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

14. Kakue pexkBU3UTBl JOKyMEHTOB MUIIYTCS, Kak
MIPaBUIIO, OT PYKH:

a) BU3a;

0) pesosronus;

B) TOJITUCH;

T) ajxpecar.

15. K xakuM peKBH3UTaM OTHOCSTCS CIIOBa:

a) «BepHo» A)

0) «Jlmst CITy)eOHOTO MOJIb30BAHUSD» b)
B) «3ameuaHus TIPUIAraroTCa» B)
r) «IletpoB M.K. 924-76-40» I

16. PekBU3UT «IOAMHMCH» HA pa3HBIX JOKYMEHTax
BKJIIOYACT:




Kon
WUHMKATOpa

Nupukarop
KOMIIETEHITHH

JOCTHXKCHHUA

O1ieHOYHBIE CPENCTBA

a) TMYHYIO POCIIHCH aBTOpa JTOKyMEHTA,

0) TUYHYTO POCIIHCH PYKOBOAUTEIS H €€ PacIi(pPOBKY;
B) yKazaHHE JOJDKHOCTH, JIMYHYIO  POCITHCH
PYKOBOIIUTENS U €€ pacIInpoBKy;

T) yKa3aHHe JOJDKHOCTH, HANMCHOBAHHE OpTaHU3AIIH,
JMYHYIO POCIIUCH PYKOBOJIUTEIS,

ec pacuu@poBKy.

KommnekT TecToBbIx 3aganuii: No2

1. Kakoe cokparienue siBisieTcst a00peBHaTypOi:

a) AI'3 MUC P;

6) Mocauepro;

B) CTarQIsIus;

T) o/M, 11/0.

2. CnoBo, koTopoe 0003HayaeT HOBOE MOHSATHE,
yHoTpebisieMoe B JOKYMEHTaX, —

9TO!

a) abOpeBuarypa;

0) CHHOHHM;

B) HEOJIOTHU3M,;

T) apxausMm.

3. OtbepuTe NPUHIUN O(PHUIHUATLHO-ICIOBOIO CTHIIS
JOKyMEHTAIUH:

a) TPEOOCTaBICHUS  MAaKCHMAalIbHO  BO3MOXKHOU
HHpOPMAIINH;

0) IPUMEHEHHE CIIOB «MBI BBITIOIHIM», «5 CIIEIIAI0»;

B) OTPaHMUYCHHOCTH B IPIMEHEHUH S3bIKOBBIX CPEJICTB;
T') IPIMEHEHUE YETKUX OTBETOB «JIa», CHET».

4. Jlexcndeckoe COKpalieHHE CII0Ba, YIOTPeOIIeMoro B
JOKyMEHTaX — 3TO:

a) abOpeBuarypa;

0) CHHOHUM;

B) HEOJIOTH3M,;

T') MApOHUM.

5. Uro He oTHOCHTCS K OPHUIINATBHO-ETIOBOMY CTHIIIO
JOKyMEHTa!

a) aIpecHOCTh HHPOPMALINY;

6) Temarmueckas OTrPaHWYEHHOCTh B IPUMEHEHHH
SI3BIKOBBIX CPEZICTB;

B) IpPEAOCTaBICHHE  MAaKCHUMAJIFHO  BO3MOXHOW
uHbopmanum;

T) yHU(UKAIUS JOKYMEHTA.

6. K mpaBuiiam 1€710BOT0 3THKETa OTHOCATCS:

a) HETOPOIUIUBOCTh C OTBETOM;

0) GytaroJapHOCTH 3a OTBET WJIH JCHCTBHE;

B) 00OCTOSITETIFHOE M3JIOKEHHUE JOKYMEHTA,

I) yMEHHMEe CiylaTh Jpyrux Joxaeil.7. B kakom
JIOKyMEHTE HCIIOJBb3YIOTCS CJIOBAa «... B IPOTHBHOM
ciryyae Bam OynyT

MpeABSIBICHbl ITpadHBIE CAaHKIMW» B KauyecTBe
SI3BIKOBOM (POPMYJIBI, KaK pe3yJibTaTa

YHU(HUKALUH S3bIKOBBIX CPEJICTB:

a) B TAPAHTUITHOM TIHCHME;

0) B pexIaMariuOHHOM IIHCHEME;

B) B MH(GOPMAIIIOHHOM TIHCHME;

') B IMCbMe-HAIIOMHHAHHH.

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

a) npoeccHoHaN3MBI;

0) CHHOHHMBI,

B) HEOJIOTU3MBI;
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T') TAPOHUMBIL.

9. 3aKOHYCHHBI B CMBICIOBOM OTHOIICHHH OTPE30K
TEKCTa, MO3BOJIIOIINI yCTAHOBUTH

3HAYEHHE BXOJIIETO B HETO CII0BA MIIH (hpasbl — 3TO:
a) aHHOTAIIVS,

0) pedepar;

B) KOHTEKCT;

T') KOHCIIEKT.

10. Perymupyromas (IesSTeIbHOCTh OpraHU3aluil)
cpelia BKIIIOYaeT:

a) TOCyIapCTBEHHbIC CTAHAAPTHI;

0) oOIIEeCTBCHHBIE OXKUIAHHS,

B) PEKOMEHIAIINH, OTPAKAIONIIE IIEPEIOBON OMBIT;

T) HOPMAaTHBHBIE  JIOKYMEHTHI, OTpakaroIue
JeATeIbHOCTh OpPraHU3alHu.

11. INonuTrka ynpaBiaeHus: JOKyMEHTaMH OpTraHu3aIin
MO3BOJIAET:

a)  noBeaTh  3()(QEKTHBHOCTH  JESTEILHOCTH
OpraHM3alIHu;

0) coOmomaTh TpeOOBaHMS 3aKOHOJATEIbCTBA U
peryupyrouei cpenbl;

B) u30exaTh  PHCKOB  NPEANPHHUMATEIHCKON
JEeATEIHOCTH, CBSI3aHHBIX C IOKYMEHTaMHU;

I) COXpaHATh NaMATh OpraHW3allMM, WHAWBUIA U
obmrectBa.12. K mpuHIUmaMm pa3paboTku TporpaMm
YTpaBICHUS JOKyMEHTaMH OTHOCHTCSI:

a) OIIGHKa pHCKOB, CBA3aHHBIX C OTCYTCTBHEM
ouMaNbHBIX JOKYMEHTOB;

0) ompeneneHrue MpaBWJI CO3MAHHS METAJaHHBIX O
JOKyMEHTax;

B) oOecrieueHne XpaHeHus JOKyMEHTOB B 0€30MaCHOM U
3alIUILEHHON CpeJe;

r)  OIpelelieHHe  BO3MOXKHOCTEH  TOBBIIICHHS
3¢ eKTUBHOCTH PabOTHI OpraHU3AIIH

B pe3ynbTare Ka4yeCTBEHHOIO YIpaBICHUS
JIOKYMEHTaMHU.
13. Pacnipenenenue OTBETCTBEHHOCTH 3a

JAOKYMCHTAallTUOHHOC obecrneueHne yupasJICHUA
npeanojaaract OTBETCTBEHHOCTD!

a) BCEX COTPYIHHUKOB OpraHu3aIuu 3a
;

0) CHUCTEMHBIX aIMUHHUCTPATOPOB

3a )

B) PYKOBOJICTBA opraHu3anuu 3a
;

r) cexperapei

3a

14. Ecmu MOKYMEHT SIBJISICTCS TE€M, YeM JOJDKEH OBITh;
CO3JIaH WJIM OTHPABJICH JIUIIOM, YIOJTHOMOYEHHBIM Ha
9TO, a TaKkKe B TO BpeMs, KOTOpPOE YKa3aHO Ha
JIOKYMEHTE, TO 3TO 03HAYaeT ero:

a) IOCTOBEPHOCT,

0) IIETOCTHOCTb;

B) QyTEHTUYHOCTB;

T') IPUTOAHOCTD ISl HCITOJIB30 BaAHHS.

15. Crparerns BHeApeHHS JOKYMEHTHBIX CHCTEM
MpeIyCMaTPUBACT:

a) MPOCKTHUPOBAHUE IOKYMCHTHBIX CHCTEM;

0) TOJArOTOBKY COTPYJHHKOB, pa0OTalOIUX C
JIOKYMCHTaMH;

B) COOTBETCTBHUE JIOKYMEHTOB PEryJIMpYIOLIEH cpeie;
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I') KOHBEPTALMIO JOKYMECHTOB B HOBBIE JOKYMEHTHBIC
CHCTEMBI, JOPMATHL.
16. ClocoGHOCTh TOKYMEHTHOM CHCTEMBI JUTUTENFHO U
MIPaBUIBHO (PyHKIMOHMPOBATH
B COOTBETCTBUH C TPEOYEMBIMH MPOLIEAYPAMH O3HAYAET
ee:
a) HaJIe)KHOCTh;
0) 3 PeKTUBHOCTE;
B) IIEJIOCTHOCTB;
') KOMIIEKCHOCTb.
17. Crioco0HOCTH JTIOKYMEHTHOM CUCTEMBI
MIPEAOTBPAIIATh HECAHKIINOHUPOBAHHBIE
JOCTYN K JOKyMEHTaM, X yHHYTOXXCHHUE, N3MCHEHHE
WJIN TIEPEMELICHUS 03HAYaeT ee:
a) HaJIe)KHOCTD;
0) 3¢ PeKTUBHOCTE;
B) IIEIOCTHOCTb;
I') KOMIUIEKCHOCTb. 18. MeTo1oorust MpoeKTUpOBaHUS
Y BHEJIPEHUsI JOKYMEHTHBIX CHCTEM BKJIIOYAET:
a) aHaAJIU3 JEJI0BOH JeATeNbHOCTH OpraHu3allly;
0) OLICHKY CYIIECTBYIOIIUX JTIOKYMEHTHBIX CUCTEM;
B) MOHUTOPHHT, OLIEHKY, KOPPEKTUPYIOINE TEHCTBHS;
T') IPEKpaICHNAE TPUMEHEHHS JOKYMEHTHBIX CHCTEM.
19. OObexTamMn yHH(GUKAIUH M CTaHAAPTH3ALUU B
YTIPaBICHYECKON JIESTEIEHOCTH
SIBIISTFOTCSI:
a) TEpMHHBI, HCIOJB3yeMble TIpH  paboTe C
yIpaBIeHYeCKOi HHpOpMAaIHeH;
0) OpraHu3aliOHHBIE CTPYKTYphl  OpTaHM3AIUH,
YUpEeXACHUN U NIPEANPUATUL;
B) ynpaBieH4YecKre GyHKINY;
T') yIpasieH4YecKas JOKyMEeHTalIHsI.

YK-4.4 [Ty6nmuyHO BBICTYIIAET Ha pycckoM | [IpakTuueckue 3ananus:

SI3bIKE, CTPOUT CBOE BBICTYIUICHUE
C y‘IeTOM aYI[I/ITOPI/II/I U nelin
0oO0LIeHUS

Kpoccsopzn 1.

I[lo ropmsontramu: 1) 3anmmuce wuHbOpMamuum Ha
Pa3IMYHBIX HOCUTENSAX IO YCTAHOBIICHHBIM IIPABHIIAM;
2) yCTaHOBIJICHHE KOJIWYECTBA U COCTAaBA JOKYMEHTOB B
eIMHMIAX Yy4yera M (QUKcAlMs NPUHAIIISKHOCTH
KaXI0¥ €TUHMIIBI y4eTa K ONPEeACICHHOMY KOMILIEKCY
U 0011eMy MX KOJIMYECTBY B YYETHBIX JOKyMEHTax; 3)
YYETHBIA IOKYMEHT, COJEpKaIlUi Ha3BaHUE, CBEJCHUS
0 KOJIMYECTBE, COCTaBe JOKYMEHTOB (DOHJIa ¥ MECTE €ro
XpaHEeHHUs1, IpeAHa3HAYeHHBIN IS HEHTPAIU30BAHHOTO
yuera JOKYMEHTOB; 4) TnepedeHb O(HUIMAIBHBIX
HaNMEHOBaHMI XpaHsIIHUXCS, BBIOBIBIINX u
MOCTYNAIOMIMX  apXMBHBIX  (OHIOB B  TIOpsAKE
BO3pacTaHWs NPUCBOCHHBIX WM  HOMEpPOB; 5)
MIPEIyCMOTPEHHBIE  HOPMATUBHBIMU  JOKyMEHTaMH

YCIIOBHSA HCTIOJIH30BAHUS APXMBHBIX u
KOH(HISHITNATIBHBIX TOKYMEHTOB; 6) IIN(ppOBOE H/HIIH
OyKBEHHO-ITU(POBOE 0003HaYeHHE nena B

HOMEHKJIAType JeNl OpTaHU3allH, HAHOCHMOE Ha €ro
00JI0KKY; 7) CBOWCTBA JOKYMEHTA, 00yCIaBIMBAIOIIHE
ero KyJbTypHOC, HAaydYHO€ U T.II. 3Ha4YeHHE; §)
BOCCTaHOBJICHHE II€PBOHAYAIBHBIX WIM OJM3KUX K
NepBOHAYAILHBIM CBOWCTB M BHELIHUX IPHU3HAKOB
ApXMBHOT'O JIOKYMEHTa, NOABEPTIIETr0Cs MOBPEXKICHUIO
WIN pa3pynieHuo; 9) CpencTBO THPaKUPOBAHMS
JOKyMEHTOB; 10) yuyeTHBIM JOKYMEHT, COAepKaliui
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NepeueHb JOKYMEHTOB A€ C YKa3aHUEM MOPSIKOBBIX
HOMEpOB JOKYMEHTOB, MX HHICKCOB, Ha3BaHMH, JaT,
HOMEpoB JucToB; 11) mnpumeHeHne wuHDOPMAIH
JOKYMEHTOB B KYJIBTYPHBIX, HAYYHBIX H T.II. IEIAX, a
TaKoKe JUI1 00ECIEeUeHNs 3aKOHHBIX NPaB M HHTEPECOB
rpaxzaad; 12) cnpaBOYHUK, B KOTOPOM MH(pOpPMaHs O
JOKYMEHTaxX pacloJIo)keHa B COOTBETCTBHM  C
BBIOpaHHOM cxeMoil kiaccudukanuu; 13) ITOKyMEHT,
MIOJTHOCTBIO BOCTIPOU3BOASIIHIHA nHpopManuio
TIOJUTMHHOTO JIOKYMEHTa U BCE €r0 BHEUIHUE TPU3HAKU
WM 4acTh UX, HO HE MMEIOIIMH IOPUINYECKON CHIIBI;
14) m3MeHeHNe epBOHAYaIbHBIX (PU3UKO-XUMHYECKIX
CBOMCTB JOKyMEHTa IOJ BO3JIEHCTBUEM BHEUIHUX HU
BHYTPEHHUX (DaKTOpOB; 15) MepBBI WM €AMHWYHBINA
9K3EMITISP oumnmansHOTO JOKyMEHTa; 16)
IOPUINYECKOE W (H3UIECKOE JIUIO, B JIEATEILHOCTH
KOTOpOro oOpasyercsi JOKyMeHTalbHbIH ¢oum; 17)
CPEICTBO XpPaHEHUS JOKYMEHTOB.

I[lo Beptuxamu: 1) [BHXKEHHE JOKYMEHTOB B
OpraHU3aIld C MOMEHTA UX CO3JaHMs WU MOJIydEeHUS
JI0 3aBEpIICHMS HCIOJIHEHHUS HIM OTHpaBieHus; 18)
3aliCh  YYCTHBIX JAHHBIX O  JOKyMEHTE  IIO
yCTaHOBIICHHOH (opme, ¢ukcupyromas ¢(akT ero
CO3JIaHUsI, OTIPABJICHUS WM HOMydeHus; 19) noKyMeHT
WIN COBOKYITHOCTH JIOKYMEHTOB, OTHOCSIIUXCS K
OJHOMY BONIPOCY WM Y4YacTKy JCATEIbHOCTH H
MIOMEIICHHBIX B OTAENBHYI0 00JI0KKY; 20) oprann3anus
WIN CTPYKTYpHOE IOJpa3/ielIeHne, OCYIIECTBRISIONEee
JUINTENIFHOE WM TOCTOSHHOE XPAaHEHHE OKOHUYEHHBIX
JIOKyMEHTOB C LIEJTbI0 X UCTIOIb30BaHMsl; 21) cpecTBoO
KacCOBOM OpITEeXHHKH; 22) KONMUSA 4YacTH TEKCTa
JOKyMeHTa, o(popMIICHHAsI B YCTAaHOBJICHHOM TOPSIIKE;
23)  CpeACTBO  M3TOTOBIEHHS  HM300pa3sHTENIBHBIX
JOKyMEHTOB; 24)  cmenuaibHO  000pYJOBaHHOE
TIOMEIIIEHUE ISl XPAaHEHUsI ApXUBHBIX JOKYMEHTOB; 25)
TIOBTOPHBIA ~ DK3EMIUIAP TOUIMHHUKA JIOKYMEHTa,
AMEIOIMNH FOPUANIECKYIO CHITY; 26) (QHU3HMYECKOe HITH
IOpUIMYECKOE JIMIO, CO3/aBIee JOKYMEHT;, 27)
oUIIHATBHBIA JOKYMEHT, HMEIOLIHA OPUIAICCKYIO
CHWIy U COJepXalluii HHPOPMaHMI0O O MpeaMeTe
3ampoca, €  yKa3aHWEM  IIOMCKOBBIX  JIaHHBIX
JIOKYMEHTOB; 28) 0TOOp TOKyMEHTOB Ha XpaHEHUE WJTH
K YHHYTOXXCHHIO, a TaKKe yCTAaHOBJICHHE CPOKOB HX
XpaHEeHHs Ha OCHOBE NPUHATHIX KPUTEPHUEB.

YK-4.5

YCTHO TpencTaBisieT pe3yiabTaThl
CBOEH JESATEIBHOCTH Ha
HHOCTpaHHOM SA3BIKE, MOXET
MOJJIEPKATh Pa3roBOp B XOAE MX
00CyXICHUS

[pakTryeckue 3aganus:

Kpoccsopn 2.

I[lo ropuszoHTranu: 1) HOPMATUBHBIA JTOKYMEHT,
COJZIepKalMi  CHCTEeMaTH3MPOBAaHHBIA  MEpEeUYCHb
CTPYIIUPOBAHHBIX  HAUMEHOBaHHH  OOBEKTOB U
[IPUCBOEHHBIE MM KOJBI, 2) HOPMATHUBHBINA JIOKYMEHT,
3aKPETUISIONIUI  YHU(DUKAIMIO AETONPOU3BOICTBA; 3)
(uKcays Ha MaTepUAIEHOM HOCHTENE HH(POPMALIHHU C
PEKBHU3UTAMH, [TO3BOJISIIOIINMHE €€ UICHTH()HUIMPOBATD;
4) ycraHOBIEHHME eIMHOOOpa3usi cocraBa u (GopMm
YIpaBIEHYECKUX JOKYMEHTOB, CO3/1aBa€MbIX IIPH
pELICHNH OJHOTHUITHBIX YNpPaBICHYECKUX (DYHKLUIA; 5)
nHopmanusi, (QUKCUpOBaHHAs Ha  KaKOM-JHOO
MaTepHAILHOM HOCHUTEJIE.
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Mo Beprukamm: 1) mmdpoBoe obo3HaueHHE QGop™M
JOKYMEHTOB B XOJ€ COCTaBJICHHS KIAaCCH()UKAaTOPOB
nHpopManuy; 6) mudpoBoe 0003HAUCHNUE, SIBISIONICECS
JJIEMEHTOM HISHTH(UKANH OOBEKTOB B XOAE WX
KrmaccuuKanuy, 7) MEXIyHapOXHBIA IOTOBOP TIO
OTpeJIeIECHHOMY BONpOCY; §) oOpraHuzauus WIH
CTPYKTypHOE  TOApa3jiefieHue,  OCYIECTBIsSIoLIee
JIOJITOBPEMECHHOE WU ITOCTOSTHHOE XpaHCHHE
OKOHYCHHBIX JieT; 9) BHECCHHUE JIOJDKHOCTHBIM JIUIIOM
B OQUIMANBHBICE JOKYMCHTHI 3aBEIOMO JIOKHBIX
CBEIEHUM WJIM MHCIPaBICHUM, MHCKAKAOIMUX UX
necTBuTeNbHOE coiepykanue; 10) CHHOHHMM clioBa
JIOTOBOP; 11) JIOKYMEHT, MOATBEPKAAIOLIUI
COOTBETCTBHE NPONYKIMH, TMPOIECCOB U  YCIYyT
YCTAaHOBJICHHBIM TPESOOBAHHMSIM.

OIIK-3:

CrnocobeH pa3pabaTbiBaTh M OCYIIECTBISATH MEPONPUSITHUS, HAIPABICHHbIE Ha
peanu3anyio CTPaTeruy YMpaBICHUsS IEPCOHAIOM, o0ecrednBaTh HMX JOKYMEHTAallMOHHOE
COIIPOBOKACHNUC U OLICHUBATH OPraHMU3allMOHHBLIC U COLMAJIbHBIC IMOCJICICTBYI,

OIIK-3.1

Pa3pabarbiBaeT 1M peann30BBIBACT
cTpaTeruu yIIpaBJICHUS,
IIPUBJICYCHUA IICPCOHAIA

[lepeyeHb TEOPETHUECKUX BOIIPOCOB K 3aUETY:

1. Yrto Takoe MOKYMEHT, C KaKOW HEIbI0 OH MOXKET
co3zaBaTbcs?

2. KakoBbl OCOOEGHHOCTM JIEJIOBOTO OOLICHUS W
MyOJMYHBIX BBICTYIUICHUN?

3. KakoBbl OCHOBHBIE MpU3HAKK KiaccHuKauu
JIOKYMEHTOB?

4. Yro mnoHMMaeTcs TOJA  JIOKYMEHTallMOHHBIM
obecriedeHrEM yIpaBICHU?

5. B dWeM cyThb craHmapTu3alud W YHUQHKAIAA
nokymeHnToB? Kakue pa3pabaTeIBaloTCs CTaHAAPTHI?

6. Uem omimuaercs opopMIICHHE PEKBU3UTOB OOIIETO
OmaHKa oT OJlaHKa mHuchMa?

7. KakoBbl OCHOBHBIC PEKBU3UTHI, HCIIOJIb3yEMbIE LIS
oopmileH s TPHUKa3a U PACTIOPSIKEHHS.

8. Kakwue (popMbI MPOTOKOJIOB MOKHO HCIIOJIB30BaTh B
yIPaBJICHYECKON JIESITEILHOCTH, B YeM HX OTIHYHe?

9. Vkaxure OCHOBHbIC TPeOOBaHUSI K O(OPMIICHHUIO
JIETIOBOTO MHCHhMa.

10. Kakue KOMIUTEKCH JOKYMEHTAIIMH BKIIFOYAeT B ce0s
KaJpoBast WH(POPMAIMOHHO-TOKYMEHTAITHOHHAS
cucrema?

11.B wem ocoOeHHOCTH OQOPMIICHHS MPUKA30B II0
JMYHOMY COCTaBy?

12.Yto MOHMMAETCs oz opraHuzanuen
JIOKyMEeHT0000poTa?

13.Yr1o Takoe cxeMbl JOKYMEHTOOOOpOTa, 3a4eM OHHU
HYKHBI?

14. C xaxo¥i nenpio pa3pabaThIBalOTCS HHCTPYKINUH 110
JETONPOU3BOJICTBY, 4YTO B HHX  HEOOXOAMMO
MIPEeIyCMOTPETH?

OIIK-3.2

O0ecneunBaer
I[OKYMeHTaHI/IOHHOe
COIIPOBOKICHUE CTpaTeruu
YIIpaBICHUS NEPCOHAIOM

Bompocsr:

15. Ykaxure TEXHOIOTHYECKYIO IOCIEI0BATEIFHOCTh
9TaroB pabOTHI C BXOASIIMMH JOKYMEHTAMH.

16. KakoBa nociie1oBaTelI-HOCTh ONepalyii mpu pabore
C BHYTPEHHHUMH JOKyMEHTaMH?

17.C xaxoil nenpio npoBoAuTcs (OpMHPOBAHUE JEd,
KaKue Ip1 3TOM He00X0JMMO co0IIIoAaTh TpeOoBaHus?
18.Yto Takoe HOMEHKJIATypa [eJ, C KaKOH LEeJbIo
pa3pabaThIBAIOTCS THIIOBbIE HOMEHKIATYPHI IeT?
19.Kakyio wH()OpMAIMIO COAEPKUT HOMEHKJIATypa
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20.Yro moHMMaeTcs TOH OKCIEPTHU30W IICHHOCTH
JIOKyMeHTa?
21.Kakme KpuTepuu WCHOJB3YIOTCA TIPH OICHKE
JOKYMEHTOB?
22.Kak ocylecTBisieTcs MpUEM-Iiepeaada Al B
apxuB?
23.Yt0 Takoe KOH(pHUICHIUAIBHBINA TOKYMEHT?
24. Kakue OCHOBHBIC YTPO3bI BO3HHUKAIOT MPH PaboOTe ¢
KOH(UAECHIMATEHBIMY JOKYMEHTaMU?
25. Ykaxure 0COOEHHOCTH BEIECHUSI
JCTIONPOU3BOJICTBA,  OOECIEYHBAIOIIEr0  y4eT U
COXPaHHOCTh KOH()MACHIHAIFHOW WHpOpMANUK U
JIOKyMEHTOB.
26.Yto0 ITOHMMAETCS 01 3aIUIIEHHBIM
JOKyMEHTOOOOpOTOM, 3a CYET 4Yero MOXKeT ObITh
obecrieuyeHa ero 3amura?

OIIK-3.3 OreHrBaeT OpraHU3alMOHHBIC | | [IpuMepHbIe NpakTHYeCKue 3aaHus JULs 3a4eTa:

COLIMAJIbHBIE IIOCJIEICTBUS
YIIpaBJICHUS IEPCOHATIOM

KoMmmekT TecToBBIX 3amanuii: Nel

1. ®opmymsip — 3T0:

a) OCHOBHas (¢opMa [TOKYMEHTa, (HUKCUPYIOIIAs
NPaBOBBIC OTHOIICHUS B J[peBHEPYCCKOM roCy1apCTBE;
0) 0co00 BbIZICTIaHHAS KOXa >KUBOTHBIX,
NPUMEHSIBIIASICS B KAYECTBE OCHOBHOTO MaTepuaia s
michMa B J[peBHEPYCCKOM TOCYapCTBE;

B) CaMOCTOATCIIBHOC noapa3acjeHue,
OCYHICCTBJIAIOIIICC ACJIONPOU3BOACTBCHHY IO
JACATCIBHOCTD,

T) THIIOBasi ycroidmBas ¢opMma (oOpaselrr) OTHeThHBIX
HanboJee pacipoCcTpaHEHHBIX JOKYMEHTOB.
2. YcraHoBIeHHE eOUHOOOpa3us cocTaBa H (opMm
yIPaBJICHYECKUX JOKYMEHTOB, CO3/IaBa€MbIX IPH
PELIeHNH OJTHOTHITHBIX YIPABICHUECKUX (DYHKIIUIA:
a) yHUHKAIKS;
0) cepTuduxanus;

B) KOJJMPOBAHUE,;
T') JOKYMEHTHPOBAHHE.
3. OOs3arenbHBIM  yCIOBHEM Al BKIIFOUCHHMS
nHpopmManmt B MHGOPMALMOHHBIE  PECYPCHI,
OCYIIECTBIIIEMOTO B  MOPSJIKE, YCTaHaBJIMBAEMOM
OpraHaMy rOCyapCTBEHHOH BIIACTH, SIBIISIETCS €e:
a) cTaHIapTU3AIINS;
0) 3amuTa;

B) JIOKyMEHTHPOBAHHUE;

T') BBIKYII TOCYIapCTBOM Y YaCTHBIX JIAIL.
4. CpenctBoM yCTpaHeHUsS «OyMaxxHOTO Oyma»
SIBJISIETCSL:
a) KOMITBIOTEPU3AIHs AEIOIPOU3BO/ICTBA;
0) yHu(UKaMs TOKYMEHTOB;
B) KJIacCU(HKAIS JOKYMEHTOB;
T') IpIMEHEHUE Pa3HOCTOPOHHEH OPITEXHUKU
5. 3HaueHWe JOKYMEHTAIlMOHHOTO OOecIeueHHUs
yTIpaBJIEHUs OTIpeeIsIeTCs:
a) KOMMYHHUKAIASIMU;
0) unenTudukanuei;
B) puKcanuei;
T) cyAeOHBIM pa30UpPaTETbCTBOM.
6. B mpaBomM BepxHeM yIrIy — JIOKyMEHTOB
pacnonararTcs CICAYIOUINE PEKBH3HTHL: a)




Kon
WUHMKATOpa

Nupukarop
KOMIIETEHITHH

JOCTHXKCHHUA

O1ieHOYHBIE CPENCTBA

rpud COTIIaCOBaHUS;

0) oTMETKa 0 KOHTPOIIE;

B) TpH( yTBEPKICHHUS;

T) aapecar.

7. B 1eBOM BEpXHEM YyIiIy JOKYMEHTOB paclojararmrcs
CJIEAYIOIINE PEKBU3UTHI:

a) pe3OoITIoLIHS;

0) OTMETKa O HAJTMYMH TPUIIOKEHUS;

B) OTMETKa 00 MCIIOJIHUTEIE;

T') KOJI OpraHu3aluHm.

8. B mpaBOM HIKHEM YTIIy pacIoiaratoTcsi peKBU3HUTHI:
a) OCHOBHOW TOCYJapCTBEHHBIH pEruCTPalliOHHBIN
Homep (OI'PH) ropunnaeckoro

nM1a;

0) Koz GOpPMBI TOKYMEHTA;

B) MACHTU(UKAMOHHEI HOMEpP HAJIOTOILIATEIIbIINKA
(VIHH);

r) Tpu() OrpaHUYEHHs TOCTYIA K JOKYMEHTY.

9. B neBoM HI)KHEM YTIIIy pacHojararoTcs peKBU3HUTHI:
a) KOJ MPUYMHBI IOCTAHOBKU Ha Y4YeT;

0) OTTHCK MEYaTH;

B) BU3BI;

') OTMETKa 00 HCIOJIHUTETIE.

10. K B3aMMOHCKITIOYAIOMUM PEKBU3UTAM OTHOCSTCS:
a) SMOleMa OpraHHM3alid M TOCYAapCTBEHHBIH TepO
PO,

0) KoI opraHU3aIyy ¥ KoJ (pOpMBI TOKYMEHTA;

B) PEruCTPAaLMOHHBIH HOMEp JOKYMEHTa M CChIIKa Ha
perucTpaloOHHbI HOMED U

JaTy TOKYMEHTa;

r) rpud yrBepxkaeHus u nevats. 1. Ecnu opranuzanms
MOJIBEIOMCTBEHHA OJTHOBPEMEHHO HECKOJIBKIM
opraHam

YTIPaBJIEHUs, TO B PA3HBIX CUTYallUsIX YKa3bIBaCTCS:

a) HETIOCPEACTBEHHO BBIIECTOSIIAsT OPTaHU3ALIHS;

6) camast T7IaBHAs! BEIIIECTOSIIAS OpPraHU3aNus;

B) He OoJjiee Tpex CTeNeHeH 1M0IBeIOMCTBEHHOCTH;

r) He YyKa3plBaeTcsi HHM OJHA  BBIIIECTOAIIAS
OpTaHM3aIHs.

12. JlaTo#t ToKyMeHTa MOXeT OBbITh Jara:

a) ero HaIMCAHUS U COTJIACOBAHHUS;

0) ero moJMUCaHUs;

B) €r0 YTBEP)KICHNUS;

I) TpOBEACHHUS 3acelaHus, Ha KOTOPOM TIPHHATO
perieHue.

13. [laTsl B JOKyMEHTaX MOTYT OBbITh O(OPMIIEHBI:

a) 22. 08. 1997;

0) 22 aprycra 1996 rona;

B) 1988. 02. 22;

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

14. Kakue pexkBU3UTBl JOKyMEHTOB MHUIIYTCS, Kak
MIPaBHJIIO, OT PYKH:

a) BU3a;

0) pe3oonus;

B) TIOJIITUCK;

T) agpecar.

15. K xakuM peKBU3UTaM OTHOCATCS CIIOBA!

a) «BepHo» A)
0) «na CIryeOHOTO MIOJIb30BAHUSD) b)

B) «3ameuaHus IPUJIATAI0TCSD) B)




Kon
WUHMKATOpa

Nupukarop
KOMIIETEHITHH

JOCTHXKCHHUA

O1ieHOYHBIE CPENCTBA

T) «IlerpoB M.K. 924-76-40» I

16. PexkBM3NT «IOANHKCH» HA Pa3HBIX JOKyMEHTax
BKITIOYAET:

a) JINYHYIO POCIHUCH aBTOpa JJOKyMEHTa,;

0) TMYHYIO POCTIUCH PYKOBOJMTEIIS U €€ PacIn(ppoBKY;
B) yKa3aHME  JOJDKHOCTH, JIMYHYIO  POCIIHCH
PYKOBOAMTEISI U €e pacin(ppoBKY;

I') yKa3aHUe OJDKHOCTH, HAMMEHOBaHUE OpraHU3allny,
JMYHYIO POCIIHCH PyKOBOJUTEIS,

ee pacImm@poBKy.

KommekT TecToBBIX 3amanuii: No2

1. Kakoe cokparieHue sBisieTcs abOpeBrUaTypoit:

a) AI'3 MUC Po;

6) Mocasuepro;

B) CTarqIsiys;

r) o/M, 11/0.

2. CnoBo, koTopoe 0003HauaeT HOBOE IIOHATHE,
ynotpebasieMoe B JOKYMEHTax, —

3T0:

a) abOpeBuarypa;

0) CHHOHHM;

B) HEOJIOTU3M;

T) apxam3M.

3. Otbepute NpUHOUNI O(PHUIHAITEHO-IEIOBOTO CTHIIA
JOKYMCHTAIUH:

a) TPEOOCTaBICHUS  MAaKCHMAalIbHO  BO3MOXKHOU
uHhopmanum;

0) MPUMEHEHUE CJIOB «MbI BHITIOJTHUMY, «S5 CAETAI0N;

B) OrPaHMYECHHOCTD B IPUMEHEHHUH SI3bIKOBBIX CPEJICTB;
I') IPUMEHEHUE YETKUX OTBETOB «JIa», «HETY.

4. Jlekcuueckoe COKpalleHue clioBa, ynoTpeoisieMoro B
JOKYMEHTaX — 3TO:

a) abOpeBHaTypa;

0) CHHOHHM;

B) HEOJIOTU3M;

T) TApOHHM.

5. UTo HEe OTHOCHUTCS K O(QUIHATHHO-ICTIOBOMY CTHITIO
JOKyMEHTa!

a) aJpecHOCTh HHPOPMALINY;

6) Temarmueckas OrPAaHMYEHHOCTb B IPUMEHEHHH
SI3BIKOBBIX CPE/ICTB,;

B)  MpEAOCTaBIeHHE  MaKCHMAaIbHO  BO3MOXHOMU
nHpOpMAaNNH;

T) yHU(]UKAIMS TOKYMEHTa.

6. K mpaBmiiam 11€710BOTO 3THKETa OTHOCSTCS:

a) HETOPOIUTMBOCTB C OTBETOM;

0) 6rarolapHOCTH 32 OTBET WIIH JACHUCTBUC;

B) 00OCTOSTEIBHOE H3IIOKEHHE JOKYMCHTA,

I) yMEHHMEe CIylmaTh Jpyrux Joxaeil.7. B kakom
JOKyMEHTE HCIIOJIb3YIOTCS CJIOBA «... B TPOTHBHOM
cirydae Bam OynyT

NpeAbsBICHbl TpadHble CAHKIMW» B KayecTBe
S3BIKOBOH (POPMYIIBI, KaK pe3yibTaTa

YHUDHUKALUH S3bIKOBBIX CPEJICTB:

a) B TAPAHTUITHOM ITHCHME;

0) B peKJIaMallHOHHOM ITMCbME;

B) B MH(OPMALIMOHHOM MTUCEME;

I') B IUCbME-HAIIOMUHAHHU.

8. CioBa, KOTOpBIC CTAHOBSTCS HEOMUIHMATHLHBIM




Kon
WUHMKATOpa

Nupukarop
KOMIIETEHITHH

JOCTHXKCHHUA

O1ieHOYHBIE CPENCTBA

3aMEHUTEIIEM TEPMHUHA U UX IPUMEHEHNEB JOKYMEHTaX
HEJIOITyCTHMO, — 3TO:

a) PO ECCHOHATN3MBI;

0) CHHOHHMEI,

B) HEOJIOTU3MEI,

T') HapOHHMBIL.

9. 3aKOHYECHHBI B CMBICIIOBOM OTHOIIECHHH OTPE30K
TEKCTa, O3BOJISIOIINI yCTAHOBHUTH

3HaYEHHE BXO/IIETO B HETO CIIOBA MM (hpasbl — ITO:
a) aHHOTAIIUS,;

6) pedepar;

B) KOHTEKCT;

T') KOHCITEKT.

10. Perymmpyromast (IeSTENbHOCTH OpPTaHU3AIHI)
cpena BKIII0YACT:

a) TOCY/IapCTBEHHbIC CTAHAAPTHI;

0) OOIIIECTBCHHBIC OXKHUTAHHS;

B) PEKOMEH/IAI1H1, OTPAXKAIOLIHE ITEPEAOBOH OIIBIT;

r) HOPMaTHBHBIE  JIOKYMEHTHI, OTpakarolue
JIeATEeIbHOCTh OpraHU3alNH.

11. ITonuTuka ynpaBieHUst JOKyMEHTaMH OpTaHU3aI1H
HO3BOJISIET:

a)  ToBHIATh  S(P(YEKTUBHOCTH  JCATEIHHOCTH
OpTaHM3alNN;

0) coOmromath TpeOOBaHHSA 3aKOHOJATEIhCTBA U
PETyIHpYIOIIEH Cpebl;

B)  u30eXaTb  PHCKOB  IPEANIPUHUMATEIbCKON
JEATEIIBHOCTH, CBSI3aHHBIX C IOKYMEHTAMH;

I) COXpaHSATh NaMsTh OpraHM3alM, WHAWBUIA U
obmectBa.12. K mpuniunmaMm pa3paboTku HporpaMm
YIPaBJIEHUs JOKyMEHTaMH OTHOCHTCSI:

a) OIIGHKa pHUCKOB, CBS3aHHBIX C OTCYTCTBHEM
ouIMaNbHBIX JOKYMEHTOB;

0) ompeneneHHe TPaBWI CO3JaHUS METAIAHHBIX O
JOKyMEHTax;

B) oOecrieueHne XpaHeH!sI IOKYMEHTOB B O€30T1acHON 1
3aIIMIIEHHON Cpese;

I)  ONpeleNeHWe  BO3MOXKHOCTEH  ITOBBIMICHHMS
3¢ eKTUBHOCTH PabOTHI OPraHU3AIIH

B pesynbraTe Ka4eCTBEHHOTO yIpaBJIeHUs
JOKYMEHTaMH.
13. Pacnpenenenue OTBETCTBEHHOCTH 3a

JOKYyMEHTAI[MOHHOE 00ECIIEIeHUE YIIPaBICHHS
MIPEAIOaraeT OTBETCTBEHHOCTb:

a) BCEX COTPYAHHKOB OpraHM3aIuu 3a
0) CUCTEMHBIX aJMHUHUCTPATOPOB
3a ;

B) PYKOBOACTBA OpraHu3aIn 3a
r) cexperapei
3a

14. Ecnu TOKYMEHT SIBIISIETCSI TEM, Y€M JOJDKEH OBITh;
CO3/IaH WJIM OTIPABJICH JIMIIOM, YIOJHOMOYEHHBIM Ha
9TO, a TaKke B TO BpeMs, KOTOpOE€ YyKa3aHO Ha
JIOKYMEHTE, TO 3TO 03HAYaeT ero:

a) TOCTOBEPHOCTb,

0) LIETIOCTHOCTH;

B) ayTEHTUYHOCTb;

T') IPUTOAHOCTD JJISl HCIIOJIb30BAHUS.

15. Crparerusi BHEAPEHUS JOKYMEHTHBIX CHCTEM




Kon WNunukartop JOCTHKECHHUS
HHOIWKATOpa | KOMIETCHIINU OrneHouHbIe CpezicTBa

MIpeayCMaTpUBACT:

a) IPOEKTHPOBAaHNE JOKYMEHTHBIX CHCTEM;

0) TOATOTOBKY COTPYOHHKOB, pabOTalOmuX C
JOKyMEHTaMH;

B) COOTBETCTBUE JOKYMEHTOB PETYINPYIOLIEH CpEE;
I') KOHBEPTALMIO JOKYMEHTOB B HOBBIE JIOKYMEHTHBIC
CHCTEMBI, OPMATHI.

16. CiocoOHOCTh TOKYMEHTHOM CHCTEMBI JITTUTEIBHO U
MIPaBUILHO (PyHKIIMOHUPOBATH

B COOTBETCTBUU C TPEOYEMBIMH MPOLIEYPaMH O3HaYaeT
ee:

a) HaJIe)KHOCTh;

0) 3¢ PeKTUBHOCTE;

B) LIEJIOCTHOCTb;

T') KOMIUICKCHOCTb.

17. CriocoOHOCTH JIOKyMEHTHOMN CHUCTEMBI
NpeAO0TBPAIaTh HECAHKI[HOHUPOBAHHBIE

JOCTYIl K JOKyMEHTaM, X YHUYTOXXEHUE, U3MEHEHHE
WIN TIepEeMEIICHUS O3HavaeT ee:

a) HaJIe)KHOCTh;

0) 3 PeKTUBHOCTE;

B) IIEIOCTHOCTb;

I') KOMIUIEKCHOCTG.18. MeTomonorus mpoeKTHpOBaHUs
1 BHEAPEHUS JOKYMEHTHBIX CHCTEM BKIIIOYACT:

a) aHa/IN3 AEIOBOH JEeATeIFHOCTH OPTaHU3alNHy;

0) OIICHKY CYIIECTBYIOIIUX JTOKYMEHTHBIX CHCTEM;

B) MOHUTOPHHT, OLIEHKY, KOPPEKTUPYIOIINE NEHCTBHS;
T') IPEKpaICHNE TPUMEHEHHS JOKYMEHTHBIX CHCTEM.
19. Ob6vextamu yHH(UKAIMN W CTaHIAPTH3ALHMU B
YIPaBJIEHYECKOU AESITEIbHOCTH

SBIISIOTCS:

a) TEpPMHHBI, MHCIONB3yeMble TIpH pabore ¢
yHpaBieH4ecKoil nHpopManuei;

06) opraHu3anMOHHBIE CTPYKTYpHl  OpTraHHM3aIHH,
YUpEeXKAECHUHN U NPEANPUATUH;

B) yIIpaBIeHYECKIE (yHKIIHU;

T) yIpaBieHYecKas JOKyMEHTaIHI.

0) Ilopsnoxk mpoBeneHUs MPOMEKYTOYHOM aTTECTALMH, NMOKA3aTeJd M KPUTEPHH
OLICHUBAHMS:

IIpomexxyTouHast arrecTalds BKIIOYAET TEOPETUYECKUE BOIPOCHI, IO3BOJISAIOLINE
OLICHUTh YPOBEHb YCBOCHHS OOYUaIOLIUMUCS 3HAHUMU, U MPAKTHUYECKHUE 33JaHUS, BBISBISIOLINE
CTeneHb CPOPMUPOBAHHOCTH YMEHUHN U BIIAICHUI, TPOBOAUTCS B (hopMe 3aueTa.

3aueT Mo JaHHOW IUCHMIUIMHE MPOBOJAUTCA B YCTHOW (hopMe MO BOMpOcaM K 3ayery,
KOTOPBIN BKJIFOYAET OJUH TEOPETUYECKUM BOIIPOC U OJHO NPAKTUYECKOE 3aJaHUE.

Iloka3aTesin U KpUTEPUH OLICHUBAHUSA

- «3aYTEHOY» - BBICTABIAETCS IIPU YCIIOBUU, €CIIM CTYACHT IOKa3bIBACT XOPOILIUE 3HAHUS
y4eOHOro Marepuaja IO TeMe, 3HAaeT CYIIHOCTh JUCLUMIUINHBI, CBOOOJHO BBIMOJIHSAET
[IPAaKTUYECKUE 3aJaHU.

IIpu 3TOM CTYJEHT JIOTMYHO M MOCIEA0BATENBHO U3JIaraeT MaTepruall TEMbI, pACKPhIBAET
CMBICJI BOIIPOCA, JaeT YJIOBJICTBOPUTEIBHBIE OTBETHl HA JIONOJHUTEIBHBIE BOIIPOCHI.
JIONOMHUTENBHBIM  YCIIOBUEM IIOJIYYEHHUS OLICHKM MOTYT CTaTh XOpOIIME YCHEXW MpH
BBITTOJIHEHUH CAMOCTOSITETILHON U KOHTPOJIBHON padoThl, cUCTEMaTH4ecKas akTUBHas paboTa Ha
IIPAKTUYECKUX 3aHATUAX.




- «HE 3aUTEHO» - BBICTABIIAETCS NMPHU YCIOBUH, €CIU CTYJEHT BIAJEET OTPHIBOUYHBIMU
S3HAHUSAMU O CYHIHOCTHU IJUCHUIINIMHBI, AOACT HCIIOJIHBIC OTBCTBI HAa BOIIPOCHI U3 OCHOBHOM
JUTEpaTyphl, PEKOMEHJOBAHHON K KypCy, HE MOXKET OTBETUTh Ha JOMOJIHUTEIbHBIE BOMPOCHI,
IIPEJJI0KEHHBIE IIPETIOAaBaTEIEM.

Ipuioxkenne 3

MeToanuyeckne peKOMEHIAIUM JJIS1 CAMOCTOATEIbHOI PadoThI CTY/IEeHTOB

B mipotiecce BBINONIHEHHS CAMOCTOSTENIbHON padOThI CTYACHTHI TOJIKHBI HAYYUThCS
BOCIPUHUMATh CBEICHUS Ha CIIyX, GUKCUPOBATh HH(OPMALIUIO B BUJIE 3aIllUCEHl B TETPasX,
paboTaTh ¢ MUCbMEHHBIMU TEKCTAMH, CAMOCTOSTEIHHO U3BIIEKAs U3 HUX MOJIE3HbIE CBEACHUS U
oopMIISIst UX B BUJE T€3UCOB, KOHCIIEKTOB, CUCTEMATU3UPOBATh HHPOPMALIUIO B BUIE
3aroJIHEHHsT TaOJIHII, COCTaBIICHHUS cXeM. Ba)kHO Hay4nThCs BBICIATD TJIABHBIC MBICIIU B JIEKIIUU
npernoiaBaTess MO0 B MMCbMEHHOM TEKCTE; aHATH3UPOBATh SBJICHUS; ONIPEIEIISATH CBOIO
MO3UIMIO K IOJyYEHHBIM Ha 3aHATUSAX CBEJACHUSAM, YETKO (POPMYJIUPOBATh €€; apryMEHTUPOBATh
CBOIO TOYKY 3PEHHUS: BHICKA3bIBAaTh OLICHOYHBIE CYXK/IEHUS; OCYLIECTBIIATH CAMOAHAJIM3.
HeoOxoaumo yunuThes BIaeTh YCTHON M MUCbMEHHOM Peublo; BECTH JUAJIOT; Y4aCTBOBAThH B
JUCKYCCHH;, PACKPBIBAThH COJIEPKaHUE U3ydaeMOi MpoOIeMbl B MOHOJIOTHYECKON peuH;
BBICTYIIATh C COOOIICHUSIMH U JJOKJIaJaMH.

Koncnekr JICKIIUH. CMEICTT MPUCYTCTBUA CTYACHTA HA JICKIWU 3aKJIIIOYAaCT BO BKIFOUCHHUH €TI0 B
aKTUBHBIN mponecc CiaymaHus, IOHUMaHusa U OCMBICIICHUSA MaTCpuajia, moAroToOBJICHHOTO
mpernoaaBaTcCIICM. 9TOMy CHOCO6CTByeT KOHCIICKTHBHAas 3aIluCh HOHy‘ICHHOﬁ HH(bOpMaI_II/II/I, C
IIOMOIIBIO KOTOpOﬁ B ,uaanefImeM MOKHO BOCCTaHOBUTH OCHOBHOC COJACPIKaHNC npocnymaHHoﬁ
JICKIIUH.

I[J'IH YCIICHIHOT'O BBITTOJIHCHUS 3TOH pa60TBI COBCTYCM:

- HOATOTOBUTH OTACJIBHBIC TETpAaAU JJIA KAXKIO0TO MpeaAMETA. 3amnuck B HUX JIydiae BECTH Ha OJIHOI71
CTOPOHEC JIUCTAa, YTOOBI IIO3JHEC Ha YHUCTOU CTpaHUILEC 3alcaTb JOIIOJIHCHUA, YTOYHCHUAA,
3aMCUYaHus, a TaKXKC coocTBeHHbIE MbICTTH. C MIOMOIIIBIO PA3HOLBCTHBIX PYYCK HUJIN q)HOMaCTGPOB
MOXXHO 6y,I[CT BBIJCIINTD 3aroJIOBKH, pa3Aaciibl, TCPMUHBI U T.I.

- HE 3aIUChIBaTh MOJAPAJ BCE, UTO TOBOPUT JiekTop. CrapaiiTech BHauaje BbICIyLIaTh U OHITh
MaTepual, a 3aTeM yxke 3a(UKCHUPOBaTh €Tr0, He YIyCKasi OCHOBHBIX MOJIOKEHUH U BBIBOJIOB.
CoxpamnsiiiTe noruky uznoxxenusi. O0parure BHUMaHUE HAa HEOOXOIUMOCTh TOYHOH 3aITUCH
ONPENEIICHUN U IIOHATHH.

- OCTaBUTb MECTO HAa CTPAHULIC CBO6OI[HLIM, €CJIM HC YCIICIIM OCMBICIIUTH U 3a-ITUCATh YaCTh
I/IH(I)OpMaI_II/II/I. IIo oxkoHYaHHIO 3aHATHSA C IIOMOIIBIO OOTHOKYPCHHKOB, IIPEIIOAaBaTCIIsA HIIN
y‘-IC6HI/IKa BbI CMOKCTC BOCCTAHOBUTDH YIIYHICHHOC.

- YIENATh BHUMaHHE TpaMOTHOMY odopmiieHuto 3anuceil. Hayuntech rpadudecku icCHO U y1I00HO
pacrmoiaraTh TeKCT: BBIWICHSTH a03allbl, MOIYEPKUBATh TI1aBHBIC MBICITH, KIIFOUEBEIE CIIOBA,
MOMEIIaTh BBIBOJIBI B paMKH U T.J1. HeManoBaxkHOe 3HaU€HHE UMEET U YETKasl CTPYKTYpa JEKIIHH,
B KOTOPYIO BXOJIUT TJIaH, TIOTUYECKH BBICTPOCHHAS! KOHCTPYKITHS OCBEIIEHUS KaXKI0TO MMyHKTA
IJIaHa C apTYMEHTaMU U JI0Ka3aTeIbCTBaMHU, Pa3bsCHEHUSIMH U IPUMEpPaMU, a TAaK)Ke CIIHCOK
JUTEPATYypPHI 110 TEME.



- HAYYUThCS TTUCaTh pa300punBO U OBICTPO. UTOOBI B TajbHEHIIIEM HE TPATUTH BpEMsI Ha
pacupoBKy COOCTBEHHBIX 3aIMCEH, CIEANUTE 32 aKKYPATHOCTBIO TOYEPKa, HE IKOHOMbBTE
Oymary 3a c4eT yIjIOoTHeHHs TeKCTa. KOHCIIEKTUpYysi, MOIb3yHTeCh O0IENPUHATHIMU
COKpallCHUAMM CJIOB U YCIIOBHBIMH 3HAKaMU, CCJIN CCTh HGO6XOI[I/IMOCTB, TO HpI/I-I[yMaf/'ITe
COOCTBEHHBIE COKPAILIEHUS.

- YMETh OBICTPO U YETKO MEPEHOCUTH B TETPaab rpaduuecKrue pUCYHKU U TaOIHIbl. J{is 3Tux
1eJIel MPUroTOBbTE MPO3PAYHYIO JIMHEUKY, KapaHaall U pe3uHky. CtapaiTech Kak MOKHO TOUHEE
CKOITMPOBAaTh N300pakeHue ¢ N0CKU. Eciu HarisAHbIi MaTeprall TpyAHO BOCIIPOU3BOAUM B
YCIIOBUSIX JIEKLIUH, TO C/ETIAiTe ero CI0BECHOE OMUcaHue ¢ 0000IIAIONMMU BBIBOJAMH.

- IPOCMOTPETH CBOU 3aIMCH M0CII€ OKOHYAHMS JIEKIUU. [Io1uepKHUTE U OTMETHTE pa3HBIMU
1BeTaMu ¢iomMacTepa BaKHbIe MOMEHTBI B 3alIUCsX. VIcIIpaBbTe HETOUHOCTH, BHECUTE
HeoOXo1uMble 1ononHeHus. He TpaTtbTe Bpems Ha nepenuchlBaHue KOHCIIEKTa, €CIIM OH 0Ka3ajcs
HE coBCceM yayHbIM. COBEPIIEHCTBYUTECH, 3alIUCHIBAsI IOCIIECYIOIINE JICKIUH.

IMoaroroBka k ceMUHAPCKUM 3aHATHAM. CeMUHap — OJJUH U3 OCHOBHBIX BHIOB MTPAKTUYECKHUX
3aHATUN MO0 TYMaHUTaPHBIM AucuuIUInHaM. OH npeaHa3HadyeH Uil yriyOJeHHOTO U3YYeHUS
OTJIENbHBIX TeM U KypcoB. [1lo dopme npoBeaeHust ceMuHapbl OOBIUHO MPEACTABISAIOT CO00I
pelieHue 3aaa4, o0Cy>KJIeHUe TOKIa10B, Oeceay Mo MIaHy WIH JUCKYCCHIO 1O IpodieMe.

IToaroroBka K 3aHATHAM 3aKJIIOYAETCs, IIPEXKIE BCETO, B OCBOCHUH TOI'0 TEOPETHYECKOTO
MmarepHaia, KOTOpbIi BBIHOCUTCS Ha o0cyxaeHue. s 3Toro Heo0X0AUMO B IEPBYIO O4Yepeib
HepeYnTaTh KOHCIEKT JEKIUH WIN Pa3/ieNbl ydeOHHKa, B KOTOPBIX IPUCYTCTBYET YCTAHOBOYHAS
uH(popmanus. M3ydyenne pekoMeH0BaHHOM JIUTEPATypbl HEOOXOAUMO ClielaTh MAaKCUMAJIbHO
TBOPYECKHU — HE MPOCTO YKJIAJbIBask B IaMATh HOBBIE CBEJICHHUSI, & OCMBICINBAS U AHAIU3UPYS
MaTepuai. 3aKpenuTh CBOM 3HAHUSI MOYKHO C TIOMOIIIbIO 3aITUCEH, BHITUCOK UM TE3UCHOTIO
KOHCIIEKTA.

Ecnu cemunap npeacraBieH J0KJIalaMU, TO OCHOBHAsI OTBETCTBEHHOCTD 3a €r0 MPOBEJCHUE
JeKUT Ha Aokyagurkax. Kak cnenars 3To ycnemso cMoTpute B pazzene «Jlokiiam. OnHako poiib
OCTAJIbHBIX YYACTHUKOB CEMHUHApa He JOJIKHA ObITh MaccuBHOM. CTYyIEHTHI, MPOCIyIIaB JOKJIAI,
3alUCBIBAIOT KPATKO IIABHOE €T0 COAEPKAHME U 33Jat0T BBICTYNAIOIIEMY YTOUHSIOIINE
BONpocoB. YeM OoJiee OCHOBATENBHOM ObllIa JOMAIIHSS TOATOTOBKA IO TEME, TEM aKTHBHEE
MPOUCXOUT 00CYXkIeHHE POOIEMHBIX BOPOCcOB. Ha ceMrHape BCsUECKH MOOMIPSIETCs
TBOPYECKAs, CAMOCTOSITEIbHASI MBICIIb, TA€TCSI BO3MOXKHOCTD BbICKA3aTh KPUTUUECKHUE 3aMEYaHMUSL.

Becena no nmany npencrasisier co0oif 3apaHee MOArOTOBICHHOE COBMECTHOE 00-CyKICHHE
BOIIPOCOB TEMBI KaX/IbIM U3 YUYaCTHUKOB. DTa (hopMa MOTpedyeT OT CTYJCHTOB HE TOIBKO
XOpOIIeH CaMOCTOSTENbHON MPOPAaOOTKH TEOPETHUECKOTO MaTepHala, HO U YMEHUE y4acTBOBATh
B KOJUIEKTUBHOM JUCKYCCUU: KPaTKO, YETKO U SICHO (hOPMYJIMPOBATh U U3JIaraTh CBOIO TOUKY
3pEHUs Nepe]] COKYPCHUKaMH, OTCTanBaTh MO3UIUIO B HAYYHOM CIIOPE, IPUCOEANHATHCS K
4y’KOMY MHEHUIO WM ONIOHUPOBATH IPYTUM YYaCTHHKAM.

Pedepat — camblii mpocTOl 1 HANMEHEE CAMOCTOSITEIHHBIN BUI MUChbMEHHOW padoThl. CyTh €ro
COCTOHUT B KPAaTKOM M3JI0KEHUH COACPIKANTUXCS B HAYIHON JIUTEPAType B3IJISIIOB U UJIEH TI0
3amanHou Teme. Pedepat He TpeOyeT OpUrHHATBHOCTH U HOBU3HBL. B HEM OlleHUBaeTCsl yMEeHHE
CTyJIeHTa paboTaTh ¢ KHUTOMW: BBIJACISATH M (POPMYITHPOBATH MPOOIEMy, OTOMPaTh OCHOBHBIC



TE3UCHI U BCIIOMOI'aTENIbHbIE JJAHHBIE, JIOTHYECKH BBICTPaUBaTh MaTepHall, FPaMOTHO 0OPMIIATh
HAy4HBIN TEKCT.

Cryzaenrtam npejiaraeTcs Ba Buja pedepaTHbix padboT:

PedepupoBanne HayyHOH JIMTEpaTypbl PEACTABIAET COOOH COKPALICHHOE U3JI0KEHHE
COJIepKAHUS CTaThU WJIM KHUTY C OCHOBHBIMH CBEJICHUAMU U BbIBoJaMU. Takue pedepatsl
aKTyaJbHbI TOTJa, KOIJ1a B IOPUANYECKUX UCTOUYHHMKAX IOSBISAETCS HOBBIM TEOPETUYECKUN MIIH
IIPAKTUYECKUI MaTepuai no uzydaemoil reme. OT cryeHTa Tpedyercs, BHUMATEIbHO
03HAaKOMUBUINCH C IEPBOUCTOUYHUKOM, MAKCUMAJIBHO TOYHO U MOJIHO NEPENaTh €ro COAECpKaHUE.
Jiist 3TOTO 1IEeTec000pa3Ho BEIOpaTh (hOpMy MOCIEI0BATEIBHOTO H3JI0KEHHUS TPOYNTAHHON
KHUTH, HE MEHSS ee 00U TUIaH U CTPYKTYPY (TJ1aBbl, pa3nensl, naparpadsr). Heodoxoaumo
COXPAHUTb JIOTMKY IIOBECTBOBAHUS U 103a00TUTHCS O CBI3HOCTU TeKCTa. ABTOPCKHUE,
OpPUTHMHAJIbHBIE U HOBATOPCKME MBICIIM U MJIEH JIyYllle TIepeiaBaTh HE CBOMMU CIIOBAMH, a C
HOMOIIBIO IUTHpOBaHUs. O0beM pedepata OyeT onpeAesaTbCs CoAepKAHUEM UCTOUHUKA, a
TaKXe €ro Hay4HOM U MpaKkTU4ecKoi LieHHOCThI0. Ho B 11000M ciiydae npeanodYTeHue oTAaeTcs
KpPaTKOCTH U JIJAKOHUYHOCTH, YMEHHUIO OTOMPATh TJIABHOE U OCBOOOKIATHCSI OT BTOPOCTEIIEHHOTO.

Pe(bepaT 10 TCMC MPCACTABJIACT O630p HayYHBbIX B3ITISIA0B U KOHIIECIILUH T10 HpO6J’I€MHOMy
BOIIPOCY B H3y‘laeM0ﬁ TEMC.

- Ecniu Bam mipesio’keHa Tema Takoro pedepara Ha BEIOOD, TO IPEANOYTEHUE ClIeAyeT OTAATh TOH,
KOTOpasi JJisl Bac MHTepecHa uiu 3HakoMa. OHa He J10JDKHA ObITh OYEHB CIIOKHON B 00bEMHOIA, B
MPOTUBHOM ciyuae pedepar OyneT HallOMUHATH KypCOBYIO padoTy.

- Jlns MOAroToBKHU pedepara CTyIeHTY HEOOX0IMMO CaMOMYy WJIM C y4acTHEM IpernoiaBaTess
no00paTh UCTOYHUKH HHPopManuu. CieayeT 103a00TUTHCS, YTOOBI B BAallIeM CIHCKE OKa3aJIuCh
HE ciy4aliHble, a IEHHbIE B HH(OPMAIIMOHHOM IJIaHE KHUTH. MOXHO BBIIIOJIHUTH PaboTYy,
00paTUBIINCH U K OJHOMY UCTOYHHUKY — IOCOOMIO0, MOHOTpaduu, uccienopanuto. Ho sydine, ecnu
BbI 00paTUTECh K AIBYM-TPEM HayYHBIM TPYJaM — 3TO MO3BOJIUT IPEACTaBUTh MPoOIEMy €
HECKOJIBKHUX TOYECK 3PpCHUA U BBICKA3aTh JIMYHBIC MPCAIIOYTCHUA.

- OIHUM M3 TJIABHBIX KPUTEPHUEB OLICHKHU pedepara OyaeT COOTBETCTBUE €r0 COJAEPIKaHUS
3asiBI€HHOM Teme. J{J1st 3Toro 6erio 03HaKOMUBIIHCH C IEPBOMCTOYHUKAMHU COCTABbTE
MpeABapUTENIbHBIN T1aH Oyayiero pedepara, 0003HaYUB B HEM NMPUHIUITUAIIEHO BaXKHBIE
MOMEHTBHI 1 3Talbl OcBelleHus mpodsieMsl. [locne Toro, kak y Bac mosiBsiTcst paboune 3anmucu mno
pe3ylibTaTaM U3ydeHus Hay4YHOU JTUTepaTyphl U oOmHpHas HHGOPMAIUs IO TEME B IIETIOM,
MOKHO Oy/IeT CKOppeKTUpOBaTh 00 miaH pedepara. Crapaiitech nmpu padoTe HaJl HUM
TIIATENTFHO U30aBISATHCS OT «HM3JIUIIECTBY: BCIKOTO POJia aOCTPAKTHBIX PacCyKICHUH,
Ype3MEPHBIX MOJPOOHOCTEN 1 MHOTOYHCIEHHBIX MPUMEPOB, KOTOPBIE «Pa3MBIBAIOTY» TEMY HIIN
YBOJAT OT HEE.

CrtpykTypa pedepara BkirodaeT B ceOsi BBeIeHHE, OCHOBHYIO YacTh M 3aKioueHre. Bo BBeneHun
bopMyIUPYIOTCS 1IENU U 337]a4d paboThI, €€ aKTyalnbHOCTh. OCHOBHAS YaCTh MPEICTABISAET COOOM
MOCJIEIOBATEILHOE M apTYMEHTHPOBAHHOE M3JIOKEHUE PA3IMYHBIX TOUEK 3pEHUS Ha MPoOIIeMy,
ee aHaJIM3, IPeArojaraeéMple MyTH pelieHus. 3aKaoueHrne 000011aeT OCHOBHBIE MBICITH WJTH
000CHOBBIBAET MEPCIEKTUBHI JlalbHEeHIIero uccieaoBanus TeMel. Eciu pedepar noctatogHo
00beMeH, TO MoTpedyeTcsl pa3iesieHne TeKCTa Ha pasiensl (TJ1aBbl, maparpadsl).



WnnrocTpaTUBHBIN MaTepuall — TabJIHUIbI, CXEMBbI, TpaMKH — MOTYT pacrosaratbcsi Kak BHyTpH
OCHOBHOM 4acTH, Tak U B pasnene «IIpunoxenue».

O0Bem pedepara 3aBUCUT OT IICJICH U 3a/1a4, pelaeMbIX B pabote — oT 5 10 20 cTpaHuil
MalIMHOMUCHOTO TEKCTa Yepe3 JiBa MHTepBayia. Eciu B 3ajjaHnu, BEIZITAHHOM IIpEINoiaBaTesieM
00BEM HE OrOBapUBACTCS, TO CIEAYET UCXOAUTh U3 Pa3yMHOH II€TIeCO00Pa3HOCTH.

B pedepare B 00s13aTeIHOM HOPSIIKE PA3MELIAIOTCS TUTYJIbHBIN JHCT, IIJIaH WIK OTJIaBICHHUE
paboThl, a TAK)KE CIIUCOK MCIIOJIb3yEMOM JINTEPATyPBHI.

OO6bI1yHO pedepaT MOKET 3aUUTHIBACTCS KaK MUChbMEHHAas paboTa, HO HEKOTOPbIE IIPEoAaBaTeIn
MPAKTUKYIOT MMyOJIUYHYIO 3aLIUTY pedepaToB MM UX «O3BYUYHBAHHUE» Ha CEMUHAPCKUX 3aHATHIX.
B sToM ciyyae HE0OX0IMMO MPUIIOKHUTH JOTIOJTHUTEIHHBIC YCUIIHS JIJISl TIOATOTOBKH Ty OJIMYHOTO
BBICTYIUICHHS 10 MaTepuasiaM pedepaTHoii paboThlI.

Jloknan npeacrasisier co0oil yeTHyto popmy cooduienus nHopmaruu. OH UCIIONb3YeTCs B By3€
Ha CEMUHAPCKUX 3aHATHSAX U Ha HAYYHBIX CTYJACHYECKUX KOH(EPEHIUSIX.

ITonroroBka noKiIajga OCYIIECTBIISIETCS B 1BA ATAllA: HAIIMCAHUE IUCBMEHHOIO TEKCTA Ha
3a/IaHHYIO TEMY U ITOATOTOBKA YCTHOT'O BBICTYILJICHUS IIepe] Ay IMTOPUEH CIIylIaTene ¢
ocBellleHueM 3Toi TeMbl. [IncbMeHHbI noKaan opopmisieTcs Kak pedepar.

HpI/I pa60Te Haa AOKJIAAOM CICAYET YUCCTb HCKOTOPBIC cneumbnqecm/le OCOOEHHOCTH:

e OObeM [OKJIaZa [JOJDKEH COIVIACOBBIBATBCA CO BPEMEHEM, OTBEACHHBIM IS
BBICTYTIJICHUS.

e [lpu BBIOOpPE TeMbl HYKHO YUYUTBIBaTh HE TOJILKO COOCTBEHHBIE WHTEpPECHl, HO WU
UHTEpEChl MOTEHUUAIBHBIX ciymiaresned. Bame coolieHne HE0OXOAMMO COIVIACOBBIBAThH C
YPOBHEM 3HaHUI U NOTpeOHOCTEH MyOIUKH.

e [loAroTOBIEHHBIN TEKCT AOKJIAJa JOJDKEH XOpOIIO BOCIIPUHUMAThCS Ha ciyX. [axe
ecyii 0TOOpaHHBIM BaMHM MaTepuall CJI0KEH M HEOJJHO3HAU€H, TOBOPUTH JKEJATEJIbHO MPOCTO U
SCHO, HE Meperpyskas pedb HayKooOpa3HBIMU 000POTaMHU U CIIEU(PHUECKUMH TEPMUHAMH.
CrnenyeTr OTMETUTH, YTO MHOT/IA MPEIO0/IaBaTeNb He TPeOYEeT OT CTYIEHTOB MMCbMEHHOTO

BapHaHTa JJOKJIa/1a U OLEHUBAET X pabOTy UCKITIOUUTENIHHO MO0 YCTHOMY BhICTyIIeHH0. Ho
3HAQYMTEIILHO Yallle MMCbMEHHBIN JOKJIaJ IIPOBEPSAETCS U €r0 Ka4eCTBO TaK)KE OLICHUBAETCS B
6amutax. BHe 3aBUCMMOCTH OT TOTO, HY’KHO MJIM HE HYKHO OyJIeT cjaBaTh Ha MPOBEPKY TEKCT
OyAyIIero BBICTYIIJIEHHS, COBETYEM HE OTKa3bIBAThCS OT MUChbMEHHOM 3aMncH ToKJIaaa. ITo
MOMOXET U30eKaTh MHOTHX OIIMOOK, KOTOPBIE CIIYyYarOTCsl BO BpEMS YCTHOM UMIIPOBU3AIUH:
OTKJIOHEHUE OT TE€MBI, HAPYLIEHHUs JIOTHYECKOH MOCIIEA0BATENIbHOCTH, HEOPEXKHOE 00palleHue C
LUTAaTaMU, 3JI0yNoTpediieHre JeTalsiMU U T.1. Eciiu BB XOpOILIO BiIajieeTe HaBbIKaMy CBOOOTHOM
peun u o01aiaeTe BHICOKOUM KYJIbTYpPOU MBIIIJICHHS], TO 3aMEHUTE MMChbMEHHBIN JOKJIa]]
COCTaBJIEHHEM Te3UCHOTrO Iu1aHa. C ero noMouibio 3apuKCUpyTe OCHOBHBIE MBICIIU U UJIEH,
BBICTPOITE JIOIMKY IOBECTBOBaHUS, OTOEpUTE sIPKHUE U TOUHBIE IPUMEPHI, CHOPMYITUPYHTE
BBIBOJIBI.

HpI/I MOATOTOBKEC K YCTHOMY BBICTYIIJICHUIO BO3bMUTEC Ha BOOPYKCHHUEC HCKOTOPHLIC COBCTHI:

o Jlyumnii BapuaHT BBICTYIUICHHS TEpell ayAuTOpHei — 3TO CBOOOIHAs pedb, HE
OCJIOKHEHHAas YTeHreM TekcTa. Ho eciii y Bac He BhIpaboTaHO yMEHHUE O0IIAThCs C MyOJIMKOM 0e3
OyMa)KKH, TO HE MBITAUTECh CAENATh 3TO Cpa3y, 0e3 MoAroToBKU. OCBaMBaTh 3TOT OIBIT HYXHO
MIOCTETICHHO, OT JOKJIa/a K JIOKJIay yBEIUUNBasi 00beM pedn 0e3 3ariisiAbIBaHusI B TEKCT.



e Eciin Bbl HaMEpEeHbl CUMTHIBATh JOKJIAJ C 3arOTOBJIEHHBIX NMHCHMEHHBIX 3alUCel, TO
nocrapaiTech, 4ToObl YTEHHE OBLIO «XYIO0’KECTBEHHBIM»: O0O3Ha4alTe may3oil JIorndyeckue
Hepexo/bl OT YaCTH K YaCTH, BBLACISANTE MHTOHAIMOHHO OCOOO Ba)KHbBIE MBICIU M apryMEHTHI,
BApbUPYUTE TEMII PEUH.

e Uuras MOKIJIAM, HE TOPONMUTECH, NIEJAWTE 3TO KaK MOYHO CIOKoOiHee. [loMHHTE, YTO
CKOpOCTb NMPOU3HOILIEHUS TEKCTa Mepe]| CIyIIaTesIIMU BCEr/la I0JDKHA ObITh 0oJiee MeICHHOMH,
4eM CKOPOCTb Balllel ITOBCEITHEBHON PEUH.

e CBepbTe MUCbMEHHBIN TEKCT C XPOHOMETPOM, JIJIsl 3TOT0 IPOYUTANTE €r0 HECKOJIBKO pa3 C
CEKyHIOMEPOM B pyKax. B cirydae, ecnu JOKIJIa[ OKaXETCs CIMILIKOM JJIUHHBIM WIA KOPOTKHUM,
IIPOBEUTE €r0 PEKOHCTPYKLHUI0. OQHAKO BMECTE C COKpPALICHUSMU WIN JOINOJIHEHUSMU He
«morepsite» TeMy. He momnaBaiiTech MCKYIIEHMIO paccKa3aTb BCE, YTO 3HAETE — IIOJHO U
nopoOHO.

e OOpaTuTe BHIMaHHE Ha TeMOp W CHIly Bamiero roioca. OueHb BaXHO, 4TOOBI Bac OBLIO
CJIBIIIHO B CaMbIX OTJAJICHHBIX YAacTAX ayIUTOPHM, U MPH 3TOM Bbl HE «IIIYIIWIN» BOIM3M Bac
HaXOMAIIMXCS CiymaTeneil. Bapeupyiite TeMOp peuyn, OH MpUIACT € BBIPASHTEIBHOCTh H
HOMOJKET M30eXaTb MOHOTOHHOCTH.

e Cnenure 3a CBOMMM JKeCcTaMH. Upe3MepHas KECTHKYJIALHS OTBJIEKAET OT COACP KAHUSA
JIOKJIaJa, a IOJHOE €€ OTCYTCTBME CHMKAET JCUCTBEHHYIO CWly BhICTyILIeHus. llocrapaiitech
n30aBUTHCS OT JKECTOB, JIEMOHCTPUPYIOIUX Ballle BOJIHEHHE (KOI1a KPYTATCS PyUKH, TepedsTcs
IyTOBUIIBI, 3aJJaMbIBAIOTCS Maiblibl). Mcronp3yiTe >KeCThl — BbIPA3UTENIbHBIE, ONUCATENbHBIE,
NOJIpakaTeNbHbIe, YKA3YIOIUE — JUIs TOJIHOTHI IIEpejaul BallluX MBICIIEH.

e YCTaHOBUTE 3pUTEIIbHBIN KOHTAKT ¢ ayauTopueil. He crout Bce Bpemsi CMOTPETH B OKHO,
OITyCKaTh IJ1a3a WIM COCpPeloTaunBaThes Ha TekcTe. CTapaliTech 3pUTENbHO OOIIATHCS CO BCEMU
CIIyIIaTeNnsiMu, IEpeBO/A B3I OT OHUX K ApyruM. He oOparaiite BHUMaHMe Ha OMO3/1aBIINX U
HE IpephIBacTe CBOM JoKIa] 3ameuaHusiMu. Ho BMecTe ¢ Tem cieaute 3a peakiuei my0oauky Ha
Ballle BBICTyIUIEHHE (0100OpEeHHe, YCTalloCTh, MHTEpPEC, CKYyKy) W €ClId CMOXeTe, BHOCUTE
KOPPEKTUBBI B peUb C LIEIbI0 MOBBILIEHUS] UHTEPECA K €r0 COJIEPIKaHUIO.

e OTBeyaTh Ha BONPOCHI B KOHIIE BBICTYIUIEHHS HAJ0 KpaTKO, YETKO W YBEpPEHHO, 0e3
JUIIHUX MoJpoOHocTel u moBTOpoB. IlocTapaiiTeck mpenyraiaTth BO3MOXKHBIE BOPOCHI CBOMX
CIIyIIaTene U MOATOTOBUTHCSA K HUM 3apaHee. Ho eciu ciryduTcsi, 4TO BBl HE 3HAETE OTBETA HA
3aJJaHHbIIl BaM BOIPOC, HE O0ITEeCh B ’TOM MPU3HATHCS. DTO 3HAUUTENBHO Jy4Ille, YeM OTBEYaTh
HE M0 CYLIECTBY MJIM OTIIy4YHBAThCS.

e [IpoBeuTe reHepaibHy0 PENETULIMIO CBOETO JIOKJIaAa Nepes] IPY3bsIMU WIIN OJU3KUMH.
OTO MOMOXET 3apaHee BBIIBUTH HEKOTOpPbIE HEAOCTAaTKU — CTHJIMCTHUYECKH Cllabble MecTa,
TPYAHOIPOU3HOCUMBIE CIIOBA U (pasbl, 3aTSHYThIE BO BpeMeHH 4acTu U T.1. [Ipoanamusupyiite
CBOIO JIMKIIMIO, UHTOHAILIUY, kecThl. Clienaiite Tak, 4ToObl OHU MIOMOTaJIM, @ HE MEIIaJIN YCIEIIHO
NpPEeJCTaBUTh IyOJIUKH MOATOTOBICHHBIN BaMU JOKIAI.

IIpe3eHTanus — COBpeMEHHBII CIIOCOO YCTHOTO MJIM MMHUCbMEHHOTO MPpeICTaBIeHMs HH(popMaun

C UCITOJIb30BaAaHHUEM MYHBTHMCHHﬁHLIX TEXHOJIOTHI.
CYH_ICCTByeT HCCKOJIBKO BAPUAHTOB HpC3CHTaI_[I/II>'I.

e [Ipe3eHTanus Cc BHICTYIJIEHUEM JIOKJIaIYUKa

e [Ipe3eHTanus ¢ KOMMEHTapUsIMHU AOKJIATUMKa

e [Ipe3eHTanus Ajis caMOCTOATEIBLHOTO MPOCMOTPA, KOTOpasi MOXKET JAEMOHCTPUPOBATHCS
nepes ayIuTopuen 6e3 ydacTHst JOKJIa uuKa.
[ToaroToBka mpe3eHTaly BKIIOYAET B c€0s1 HECKOJIBKO 3TAIOB:

1. [ImannpoBaHue Npe3eHTaun

OT 0TBETOB Ha 3TU BOMPOCHI OYAET 3aBUCETh BCE MOCTPOCHUE MPE3CHTALINN:



® KaKOBO IpeJHa3HAUYEHUE U CMBICI MPE3eHTAlUU (JIEMOHCTpAIHsl Pe3yIbTaTOB HAyYHOU
paboThI, 3aIIMTa AUIIIIOMHOTO TIPOEKTA U T.1.);

® KaKyl0 pojib OyZeT BBINOJHATH MPE3CHTAIUs B XOJ€ BBICTYIUICHHUS (COIPOBOXKICHHE
JIOKJIa/1a WIN €ro UIUTIOCTpaLus);

® KakoBa IIeJIb Npe3eHTauK (MHPOpMUpPOBaHUE, YOCKICHNE UITH aHAIIH3);

e Ha Kakoe BpeMs paccuMTaHa Inpe3eHTauus (kopoTkoe - 5-10 MuHYT WM
IPOJODKUTENBHOE - 15-20 MUHYT);

® KakOB pa3Mep M cocTaB 3putenbckoil ayauropuu (10-15 uyenmoBek wmm 80-100;
IPEenoJIaBaTesu, CTYCHThl WM CMEILICHHAs ay JUTOPHUS).
2. CtpyKkTypupoBaHue HHPOPMALUU

e B [IpE3EHTALNU He JOJDKHA ObITh MeHee 10 ciaiinoB, a o01iee X KOJIMYECTBO NPEBBIIIATH
20 - 25.

® OCHOBHBIMH MPHHLUMNAMH TPU COCTABICHHHM NPE3CHTAIIMU JOJDKHBI OBITH SICHOCTb,
HarJsJHOCTD, JIOTUYHOCTb U 3alI0MUHAEMOCTb;

e [Ipe3eHTalMs JO0/DKHA MMETh CLEHapuid U YeTKyI0 CTPYKTYpy, B KOTOpoil OynayT
OTpa)keHbI BCE IPUUMHHO-CIICCTBEHHbIE CBSI3H,

e paboTa HaJ Ipe3eHTalleld HaYMHAETCS [TOCIIE TIIATENbHOI0 00/ IlyMbIBaHUS U HAIIMCAHUS
TEKCTa JIOKJIaJga, KOTOPBIA HE0OXOAMMO pa3OMTh Ha (parMeHTHl M OOO3HAYHTH CBS3aHHBIC C
KaKIbIM U3 HUX 3a/1a4M U JeHCTBUS;

® IIEPBBIM IIar — 3TO ONpEENIEHUE TJIaBHOM MJIEH, BOKPYT KOTOpPOH OyAeT CTpOUTHCS
IIpE3CHTALINS;

® YacTh MH(POPMALMU MOKHO TEPEBECTH B JIBa THIIA HATJISIIHBIX ITOCOOHIA: TEKCTOBEIE,
KOTOpbIE IIOMOTYT CIIyIIATEeNIIM CIEeIUTh 32 XOJ0M Pa3BepThIBAHUSA apryMEHTOB U rpaduueckue,
KOTOPBIE WJUTIOCTPUPYIOT IJIaBHBIEC MTyHKTHI BHICTYIUICHUS M CO3/1al0T SMOIIMOHAIEHBIE 00pa3bl.

® CIOJKEThI MIPE3EHTAIIMU MOTYT Pa3bsICHATh UM WUTFOCTPUPOBATH OCHOBHBIE MOJIOKEHUS
JIOKJIa/1a B CAMbIX pa3HOOOPA3HbIX BapUaHTaX.

OueHb BaXXHO HAMTH MPaBUIILHBINA OaTaHC MEX/1Y PEUbO JOKIaIUMKa U COMTPOBOKIAIOIIUMU
€€ MyJIbTUMEINNHBIMU 2JIEMEHTAMHU.
Jist 3TOTO LIENTECO00pa3HO:

® ONpeleNnuTh, YTO OyJEeT NPEACTaBICHO Ha KaXJOM claije, 4To OyneT B 3TO BpeMs
TOBOPUTHCS, KaK OyJIeT cAeNaH Mepexo/ K celyroleMy Claiay;

® CcaMbI€ BaXKHBIE MJIEU U MBICIIU OTPa3UTh U Ha ClIalifjaX U IPOU3HECTH CIOBAMM, TOI'/1a KaK
BTOPOCTEIIEHHBIE — JIN0O0 CIIOBaMU, JIMOO Ha Claiaax;

e pHpoOpMalMIO Ha claiiax NpPeACTaBUTb B BUAE TE3MCOB — OHU CONPOBOKIAIOT
0pOOHOE N3TI0KEHHE MBICIIEH BBICTYHAIOIIET0, a He HA000pOT;

e Ul pa3bsICHEHUS MTOJIOKEHUH JOKIIaAa UCII0JIb30BaTh Pa3HbIE BUJIBI CIIANI0B: C TEKCTOM,
¢ TabmuamH, ¢ TuarpaMMamu;

e jr00ast mpe3eHTalus JoDKHA UMETh COOCTBEHHYIO ApaMaTypruio, B KOTOPOil ecTh:

«3aBs3Ka» - MpOOYXKIEHHE MHTEepeca ayJIUTOpUU K TeMe COOOIleHus (SIpKUN HarjsaHbII
npuMep);

«pa3BUTHE» - IEMOHCTpAIUsl OCHOBHOM MH(pOpPMAIHU B JIOTMYECKON MOCIEI0BaTEIbHOCTH
(uepenoBaHNE TEKCTOBBIX U rpad)uuecKux claiiion);

«KyJTbMHHAIUSD) - TPEICTaBICHHE CaMoro TJaBHOTO, HOBOTO, HEOXXHUIAHHOTO
(9MOITMOHATIFHBINA PEUEBOM WU WILTIOCTPATUBHEIN 00pa3);
«pa3Bsizkay - (QOPMYJUPOBAHWE BBHIBOJIOB WJIM MPAKTHYCCKHX PEKOMEH A
(Bumeopsin).

3. OopmieHue npe3eHTaum
OdopmrneHne npe3eHTaIuu BKIIOYAET B ce0sl CIEAYIONIYI0 0053aTelbHY0 HH()OPMAIIHIO:

TuTyJIBHBIN JTUCT



- IPE/ICTABIISIET TEMY JI0KJIa/1a U UMS aBTOpa (UM aBTOPOB);

- Ha 3alIUTC KprOBOﬁ NN ,Z[PIHHOMHOI;'I pa6OTBI YKa3bIBacT (baMI/IJ'H/IIO U MHUIHAJIbl HAYYHOT'O
PYKOBOOUTEIIA WK OPraHu3ainiu,

- Ha KoH(pepeHLusAX 0003HayaeT JaTy U Ha3BaHUE KOH(EPEHIUH.
IInan BeICTYILIIEHUSA

- hopmymHpyeT ocHOBHOE cojiepkanue nokiaaa (3-4 myHkra);
- (huKcUpyeT MopsAIAOK U3I0KEHUs HHPOpMaIuy;
Copneprxanue pe3eHTaum

- BKJIFOYAET TEKCTOBYIO U TpapuuecKyto HH(POpMaIHIO;

- WUTIOCTPUPYET OCHOBHBIE ITYHKTHI COOOIICHUS;

- MOXKET IIPEJICTABIISTh CAMOCTOATEIbHBIA BapHaHT JOKJIA/Ia;
3aBeplileHue

- 000011a€eT, MOABOAUT UTOTH, CYMMHUPYET UHPOPMALIUIO;

- MOJKET BKJIFOYATh CIIUCOK JIUTEPATYPHI K JOKIANY;

- COJICPXKHT CJIOBA 0JIar0JapHOCTH ayAUTOPHH.

4. Tuzaiin npe3eHTaluuu

TexcroBoe odopmieHue

e He cTouT 3amOdHATH CiIaif]] CIMIIKOM OOJBIIMM 00BbEMOM MH(OPMAIMH - JIy4YIlIEe BCETO
3anoMHUHaIOTCs He 6oiiee 3-X (hakToB, BBIBOJIOB, OTPEICICHUH.

e OnITMMaNTbHOE YHCIIO CTPOK Ha craiime — 6 -11.

e KopoTkue ¢pasbl 3alOMHHAIOTCS BU3YyaJdbHO Jyuine. [IyHKTBI mepeuHeil He JOJIKHBI
IIPEBBILIATh IBYX CTPOK Ha (pasy.

e HanGonpmass 3()PeKTUBHOCTh TOCTHUTAETCS TOT/AA, KOTJA KIIOYEBBIE ITYHKTHI
0TOOpaXkaroTCs 10 OAHOMY Ha KaX/I0M OTJIEIbHOM Cllaiifie

e EciM TEKCT COCTOMT M3 HECKOJIbKMX ab3aleB, TO HEOOXOAMMO YCTaHOBUThH Kpac-HYIO
CTPOKY W MHTEPBAJI MEXTy a03aliamMu.

e KimtoueBsle ciioBa B HMH(OPMALMOHHOM OJIOKE BBIAENSAIOTCS IBETOM, IIPUPTOM WIH
KOMITO3UIIOHHO.

e llndopmanuio mpeanoyTUTeNbHee pacnoiaraTh TOPU30HTAIbHO, Hanboee BaXXHYIO - B
LEHTpE IKpaHa.

eHe cnenyer 310ynorpeOiasiTh OOJBIIMM  KOJWYECTBOM  IPEAJIOTOB, Hapeyui,
npujaraTeIbHbIX, BBOIHBIX CJIOB.

e [ludpoBrie MaTepHraibl Tydllle MPEICTABUTh B BUIE TPa(UKOB U TUArpaMM — TaOJIUIIBI C
U(POBBIMU JIaHHBIMH Ha Cllaiijie BOCIPUHUMAIOTCS II10XO.

e Heo6xoaumo oOpaTuTh BHUMaHME Ha TPaMOTHOCTh HanmucaHus Tekcta. OmuOKku Bo BeCh
9KpaH MPOU3BOJIAT HEMPUATHOE BIICUATIICHUE

HIpudrosoe odpopmienue

o [HIpudTs! 6e3 3aceuek (Arial, Tahoma, Verdana) uuratorcs nerde, uem rporecku. Hembzs

CMEIINBATh Pa3IMyYHbIe TUIIbI LIPU(PTOB B OJHOM MpPE3eHTAIUH.



e [IIpu¢ToBOI KOHTPACT MOKHO CO3/1aTh MOCPEICTBOM pa3mepa MIpPUQTa, €ro TOJIIHUHBI,
HavepTaHus, GOpMbI, HAPABICHHUSI U 1[BETA;
e J171s1 3aronoBka rogutcs pasmep mpudra 24-54 nynkra, a 1 Tekcra - 18-36 myHKTOB.
e KypcuB, mog4epKUBaHKE, JKUPHBIM MIPUPT HCHONB3YIOTCS OrPAaHHMYEHHO, TOJIBKO JUIS
CMBICJIOBOT'O BbIIETICHUS ()parMEHTOB TEKCTA.
e J[711 OCHOBHOT'O TEKCTA HE PEKOMEHIYIOTCS IIPOMUCHBIE OYKBBI.
L{BeToBOE OOpMIIEHHE
e Ha oHOM crnaiifie He HCIonb3yeTcs 6osee TpexX BETOB: (OH, 3ar0JIOBOK, TEKCT.
e [[Ber mpudra 1 uBet GpoHa JOIKHBI KOHTPACTHPOBATH — TEKCT JOJKEH XOPOIIO YUTATHCS,
HO HE pe3aTh riasa.
e J[n1s1 hoHa MpeAnovTUTeNbHEe X0J0IHbIE TOHA.
o CymiecTByIOT HE coueTaeMmble KoMOWHanuu 1BeToB. OO 3TOM MOXHO Yy3HATh B
CHEIUAJIbHOM TuTEpaType.
e UepHbIil 1IBET MMEET HEraTWBHBIA (MpauyHblil) moaTekcT. benblii Ha YepHOM uUTaeTCS
IJ10XO.
e Eciiu ipe3eHTanust Oosibliasi, TO €CTh CMBICH pa3JIeUTh €€ Ha 4YacTH ¢ IOMOIIbIO I[BETa —
pa3HbIi LIBET CIOCOOCH CO37aBaTh Pa3HbII SMOIMOHATBHBIA HACTPOM.
e Henb3s BIOUpaTh (POH, KOTOPBII COACPKUT aKTUBHBIA PUCYHOK.
Kommno3ummonnoe opopmieHue
e Cnenyer cobmronars enuHblid cTiib opopmieHrs. OH MOXKET BKIIOYATh OIPEeICHHBIN
mpudt (rapHUTypa U 1BeT), GOH IBeTa WM (OHOBBIH PHUCYHOK, NEKOPATUBHBIN 3IEMEHT
HEOOJIBIIIOTO pa3Mepa H T.]I.
¢ He mpuemMiieMsl CTHIIH, KOTOPBIE OYyAyT OTBIIEKATh OT MPE3EHTAIINH.
e KpynHbie 00bEKThl B KOMIO3UIIMH CMOTPATCS HEBAXKHO.
¢ BecriomoratensHas uHpopmanus (ynpaBisiolide KHOMKH) HE JTOJDKHA MpeodiiagaTh Haj
OCHOBHOM (TE€KCTOM U WJLTIOCTPAIIHEH ).
e JI)ist cepbe3HOM Mpe3eHTaIliU 0OTOUPAIOTCS MIA0JIOHBI, BHIMOJIHEHHBIE B IEIOBOM CTHJIE.
AHuManuoHHoe opopmiIeHUE
e OCHOBHasl poJib aHUMALMU — JIO3UPOBaHMUA MHPOpPMALUU. AYIUTOpHUS, KakK IMPaBHIIO,
JydIe BOCIPUHUMAET HHPOPMALIUIO IOPIHUSIMHU, HEOOIBIIUMH 3pUTEITFHBIMU (PparMEeHTaMH.
e AHMMAaIUsl WCIOJIB3YeTCsl JJIsi MPHUBIICYCHUS BHUMAHHS WINA JIEMOHCTPAI[MH Pa3BUTHUS
Kakoro-ianbo mporiecca
eHe crout 31m0ynoTpeOssATh AHUMAIMOHHBIMH S(QQPEKTaMH, KOTOpPbIE OTBIIEKAIOT OT
COJIepKaHUs WIN YTOMJISIOT IJ1a3a YUTAIOIIETO.
® OcoOeHHO HeXenaTeabHO YacTOe UCIOJIb30BaHUE TaKUX aHMMAIMOHHBIX 3()()EKTOB Kak
BBUIET, BpallleHUE, BOJIHA, TOOYKBEHHOE MOSBJICHUE TEKCTA.
3ByKoBO€ 0popMIICHHE
® My3bIKaJIbHOE COITPOBOXKICHNE PU3BAHO OTPA3UTh CYTh WM MOAYEPKHYTh OCOOCHHOCTH
TEMBI Cllaii/la WA BCEH MPE3EHTAlNH, CO3AaTh ONPEACIICHHbIN YMOIMOHATIBbHBIA HACTPOU.
e My3bIKy I1€1€c000pa3HO BKJIIOYaTh TOIJA, KOTJAA Mpe3eHTalus UAET 0e3 CIOBECHOTO
COIIPOBOXKACHHUS.
® 3ByKOBOE COIIPOBOKICHHUE MCIOJIb3YETCs TOJBKO MO0 HEOOXOAMMOCTH, MOCKOJIBKY Jake
(doHOBast THXast My3bIKa CO3/IACT U3IHUIITHUHN ITYM M MEIIAeT BOCIIPUSATHIO COACPIKaHUSI.
e HeoOxoaumMo BBIOpAaTh ONTUMANbHYIO TPOMKOCTh, YTOOBI 3BYK OBLI CIIBIIIAH BCEM
cIIyIaTeneM, HO He ObLT OrTyIIUTEebHBIM.
I'paduueckoe opopmieHue
¢ Puicynku, poTorpadun, auarpaMMbl IIPU3BaHBI JOMOTHATH TEKCTOBYIO HHPOPMAIIHIO WITH
nepeaath e€ B 6ojiee HarJIsTHOM BUJIE.
e Henb3s mpencTaBiATh PUCYHKH M (OTO IUIOXOTO KadyecTBa WIM C HCKaKEHHBIMHU
IPOTIOPLHSMHU.
¢ XenarenpHo, 4TOOBI M300paXeHne OBLIIO HE CTOJBKO (POHOM, CKOJIBKO HIUTIOCTpPAIIUEH,
PaBHOI 10 CMBICITy CAMOMY TEKCTY, YTOOBI IOMOYb TO-HOBOMY HOHSTbH U PACKPHITH €TO.



e Cnenyer wu30eratb HEKOPPEKTHBIX WJUIIOCTPALMM, KOTOPbIE HEMPABWIBHO WU
JIBYCMBICJICHHO OTPaXat0T CMBICII HH(POPMAIIHH.

e HeoOxoaumMo 1mM03a00TUTBCS O PAaBHOMEPHOM U pAaIMOHAIBHOM  HCIOJb30BaHUU
IIPOCTPAHCTBA Ha Cllaiijie: eciii TeKCT IePBUYEH, TO TEKCTOBOM ()parMeHT pa3MelIaeTcs B JIEBOM
BEPXHEM YTIly, a TpapMuecKuii pUCYHOK BHHU3Y CIIpaBa U HA0O0OPOT.

e lmrocTpaui peKOMEHAYETCSI COIIPOBOXKIATh MOSICHUTENbHBIM TekcToM. [loammcn k
KapTUHKaM JIy4llle BBINOJHATh COOKY WJIM CHU3Y, €CIIM 3TO TOJIBKO HE HAa3BaHUE CaMOro cllaiija.

e Eciu rpaduueckoe n300pakeHHe UCIOIb3yeTCsl B KauecTBe (POHA, TO TEKCT Ha 3TOM (oHE
JIOJKEH OBITh XOPOILIO YUTAEM.

TaGnuupl U cxembl

e He crout BCTaBJIATH B IPE3E€HTALMIO 00JIbIINE TaOIMIIBI — OHU TPYIHBI I BOCIPUSATHS.
Jlydie 3aMEeHUTh UX rpaduKaMu, IOCTPOSHHBIMU Ha OCHOBE ATHX Ta0JINL.

e Eciu Bce e Tabnuily moKa3aTh Haslo, TO CIEIyeT OCTaBUTh KaK MOKHO MEHBIIIE CTPOK U
CTOJIOLOB, 0TOOPAB U Pa3MECTHB TOJIKO CAMbIE BaXKHbIC JaHHBIE.

e [Ipu ucnonp30BaHUM CXEM Ha ciaijaX HEOOXOJUMO BBIPOBHATH Ps/ibl OJIOKOB CXEMBI,
paccTosiHue MEXIy OloKaMu, 100aBUTh COEIMHUTENIbHBIE CXEMbI IPU MOMOILM MHCTPYMEHTOB
ABToduryp,

e [Ipu co3nanuu cxem Hy’>KHO YUUTHIBAaTh CBSI3b MEXKIY COCTaBHBIMH YaCTSAMU CXEMBI: €CIIH
OHM paBHO3HAYHbBI, TO 3aMOJHAIOTCI OJHUM IWIPUPTOM, (GOHOM U TEKCTOM, €CIU €CTh
nepBOCTENeHHAass HH(OpMaIys, TO OHAa BBLAETSAETCS OCOOBIM CHOCOOOM C  TIOMOIIBIO
OpPraHU3alMOHHBIX AUATPAMM.

Aynuo u Bujieo oopmiieHuE

eBujeo, KMHO H Tele Marepuajbl MOTYT OBITh HCIOJB30BaHBl TOJTHOCTBIO WM
(parMeHTapHO B 3aBUCUMOCTH OT LI€JI€H, KOTOPbIE IPECIIEIYIOTCS.

e [IpotomxkuTenbHOCTh (UiIbMa HE TOJDKHA MpeBblmath 15-25 MuHyT, a pparmenra — 4-6
MUHYT.

e Henb3s ncnosnp3oBath Ba (puiabMa Ha OJJHOM MEPONPUATHH, HO MOKa3aTh (parMeHTHI U3
JBYX (UIBMOB BIIOJIHE BO3MOXKHO.

IMoaroroBka Kk 3a4éty / 3k3aMeHy. [ OTOBUTHCS K 3a4€Ty / IK3aMEHY HYXKHO 3apaHee U B

HECKOJIBKO 3TanoB. J[Jist 3Toro:

e [IpocmaTpuBaiiTe KOHCIIEKTHI JIEKIUI cpa3y MOCie 3aHATHIH. ITO MOMOXKET pa300paThCs C
HETIOHSATHBIMA MOMEHTaMHU JIEKIIMM W BO3HUKIIMMHU BOIIPOCAMHU, MOKa €€ JICKIHS CBEXa B
MTaMSITH.

e berno mpocmarpuBaiiTe KOHCHEKTHI /10 Haydaja CIEIYIOLIEro 3aHsATHS. DTO IMO3BOJUT
«OCBEXHUTH» MPEIBIAYIIYIO JEKIHUIO U MOJTOTOBUTHCS K BOCIIPUITUIO HOBOTO MaTepraa.

e Kaxxayro Hezlemo OTBOAUTE BpEMS JIJ1s1 IOBTOPEHUS IMTPOMAEHHOIO MaTepurania.
HenocpencrBeHHO npu MOArOTOBKE:

o YTIOpsAA0YbTE CBOM KOHCIICKTHI, 3aITUCH, 3a/IaHU.

o [[pukuHbTE BpeMs, HEOOXOAMMOE BaM JUIsI TOBTOPEHUS KaxaoW yactu (0JoKa)
MaTepuana, BRIHOCHMOTO Ha 3a4erT.

e CocTaBbTe pacHUCaHKE C yYETOM CKOPOCTH MIOBTOPEHUS MaTepuana, sl 4ero

e Paznienite Bompochl Js 3au€ra / SK3aMeHa Ha 3HAKOMbIE (M0 JIEKIIMOHHOMY Kypcy,
CeMHUHapaM, KOHCIEKTUPOBAHUIO), KOTOPbIE MOTPEOYIOT JIUIIL MOBTOPEHUS U HOBBIE, KOTOPHIE
MIPHUJIETCS] OCBAWBATh CAaMOCTOSTENIEHO. HagHUTE ¢ TeM XOPOIIo BaM U3BECTHBIX U 3aKPEIHUTE UX C
MOMOIIbI0 KOHCTEKTa M y4eOHMKa. 3aTeM MOMOJHUTE CBOW TEOPETHUYECKHH Oara’k HOBBIMHU
3HAHUSAMU, 00S3aTEIHFHO BOCIIOIH30BaBIINCH PEKOMEHIOBAHHOM JIUTEPATyPOH.

o [IpaBHIIEHO UCTIOB3YITE KOHCYIIbTAIIMH, KOTOPBIE TPOBOJIMT IpENoiaBaTelb. [Ipuxoaute
HA HHUX C 3apaHee NpopabOTaHHBIMU CAMOCTOSTEIBHO BOIMpPOCaMU. BBl MOXKETE MOIyYHUTh
pa3bsiCHEHHE 0 TIOBOAY CIIOKHBIX, HE IO KOHI[A MOHATHIX TEM, HO HE pacCUMTHIBAlTE BO BpeMs
KOHCYJIBTAI[NN Ha NCYEPIBIBAIOIIYIO WH(OPMAIIUU TIO COJIEPKAaHUIO BCETO Kypca.






