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JIucr aktyanusanuu padoueii nporpaMmbl

PaGouast mporpamMma repecMoTpeHa, 00CyKaeHa 1 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 peanusanuu B 2024 - 2025
y4eOHOM rojy Ha 3aceqaHuu kadeapsl ['oCcyqapCTBEHHOTO MyHHIIUIIAIBHOTO YIIPABJICHUS

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

Pabouas nmporpamma nepecMoTpeHa, oocyxaeHa u ogqodpena st peanmsanuu B 2025 - 2026
y4eOHOM rojy Ha 3aceqaHuu kageapsl ['0CcyIapCTBEHHOTO MYyHHIIUITAIBHOTO YIIPABICHUS U

[Iporokom ot 20 . Ne

3aB. kadeapoii H.P. Banbrackas

Pabouas mporpamMmma repecMoTpeHa, 00CyKaeHa u 0100peHa s peanuzanuu B 2026 - 2027
y4eOHOM roly Ha 3acefaHuu Kageapsl ['ocyaapCcTBEHHOTO MyHHIIMITAILHOTO YIIPABICHUS U

[Iporokom ot 20 1. Ne

3aB. kadenpoii H.P. BanbiHckas




1 Iles1u ocBOEHUSI T CHMUTLTHHBI (MOLYJI51)

M3yUYEHUE TEOPETUUYECKUX U MPAKTUYECKUX OCHOB CO3/IaHUS JOKYMEHTOB YIIPABJICHHUS;
rpamMoTHOH 1 3((HEKTUBHON OpraHU3alli COBPEMEHHOTO JEIONPOU3BOICTBA HA IPEANPUATHIX U
B OpraHu3aIusIX.

2 MecTo JUCHMIIMHBI (MO1YJIsI) B CTPYKTYpe 00pa30oBaTe1bHOIi POrpaMMbl

Jucummmza  JIOKyMEHTHUpOBaHME  YIPABIECHYECKOW  NEATEIBHOCTHM  BXOAWT B
00s13aTeNpy10 YacTh yueOHOI0 IIaHa 00pa30BaTeIbHON IPOTrPAMMBI.

Jns  W3yd4eHus  JUCLUIUIMHBL ~ HEOOXOOUMbI  3HaHUS  (YMEHMs,  BIJIAJECHUsA),
c(OpMHUPOBAHHBIC B PE3YJIbTATE U3YyUCHHS AUCIUTUTUH/ IPAKTUK:

JlenoBasi KOMMYHHKaIMsl HA PyCCKOM SI3bIKE

3HaHus (YMEHWUs, BJIaJIeHUs ), NOJYUYEHHbIE NPU U3YYEHUU JAHHOM TUCLMIUIMHBEI OyIyT
HEOOXOIUMBI JUIsl U3yUCHUS U CIUILTIH/TIPAKTHK:

ConmanabHO-3KOHOMUYECKOE TUIAHUPOBAHUE B MYHHUIUITATIBHBIX 00pa30BaHUAX

IIpoekTHas NEeATEILHOCTD

MeTobl IPUHATHS YIIPABJICHYECKUX PEILIEHUI

[IpaBoBeneHue

I'ocynapcTBeHHas 1 MyHHLIMIIAIbHAS CTyk0a

[IpuHsATHE ¥ NCIIOTHEHUE FOCYJAPCTBEHHBIX PEIICHUN

VYnpasiieHue rocyAapCTBEHHbIMUA M MyHHUIIMIIAIbHBIMU 3aKyIIKaMU

3 Komnerenuun ody4aromerocs, popMupyemMbie B pe3y/ibTaTe 0CBOCHUS

AUCHUILINHBI (MOAYJIS) ¥ IIJIAHUPYeEMble Pe3yJIbTAThl 00yUeHH s

B pe3ynbraTe 0cBOEHMS JUCHUILIUHBL (MOYJIs1) «JlOKYMEHTUPOBAaHUE YIIPABIEHYECKOM
JEeSITeIbHOCTH» 00yUaroIMics TOJDKEH 001a1aTh CIISAYOIIMMU KOMIIETEHIUSAMMU:

KO[[ HHJUKaTopa I/IHILI/IKaTOp JOCTHIXXCHUA KOMIICTCHIIN

OIIK-7 CnocobeH OCyImIeCTBISTh BHYTPHUOPTaHU3ALMOHHBIE M MEXBEIOMCTBEHHBIC
KOMMyHI/IKaHI/II/I, O6€CH€‘~II/IBaTI) BSaHMOHeﬁCTBHG OpFaHOB BJIaCTHU C rpamz(aHaMM,
KOMMEPUYECKUMHU OpTaHH3alUsIMU, HHCTUTYTaMU TPaxJAaHCKOTO OOIIECTBa, CpeACTBaMU
MaccoBOM MH(OPMAIIHH.

OIlK-7.1 Pemaer npodeccronanbHble 331a4u B 001aCTH BHYTPUOPTaHU3AIUOHHBIX U
MEXBEJJOMCTBEHHbIX KOMMYHUKaIUi, CBs3el ¢ OOILIECTBEHHOCTbIO U
B3aUMOJIEHCTBHS C HACEIECHUEM

OIIK-7.2 OcymectBiser aHanu3 3PQGEKTUBHOCTH CPEACTB KOMMYHHUKALIUU MEXIY
OpraHamH BJIacTH, UCIIOJIb3YET pe3yIbTaThl aHAJIN3a U OLIEHKU HH(OopMaIuu
C LIEJIBI0 ONPEAETICHUs PeaKK OOIECTBEHHOCTH Ha IOCYJapCTBEHHBIE U
MYHUIMNAIBHBIE MHUIIMATHBbI




4. CTpPyKTYpa, 00bEM U coiepKaHue TUCIMIINHBI (MOIYJIs)
OO0mmast TpyI0eMKOCTh TUCIHHILTUHBI cocTaBiseT 3 3aueTHbIX eauHui 108 akan. gacoB, B ToM
qHCIe:
— KOHTaKTHas pabora — 73,9 akaj. 4acoB:
— ayauTOpHas — 72 aKaJ. 4acos;
— BHeayautopHas — 1,9 akan. 4acos;
— camocTosTenpHas padora — 34,1 akaz. 4acos;
— B (hopMe nmpakTuyeckoit moarotoBku — 0 akaj. gac;

dDopMa arrecraluu - 3a4cT

AynutopHas 5 o
KOHTaKTHasI =
5 E z dopMa TeKyIIero
Paznen/ Tema ? o = 2 Brn KOHTPOIA Kon
B aKaJ. gacax = .
S ( a ) & O| caMOCTOATENLHOM | ycrieBaeMoCTH U
JUCLIATUINHBI 3 E s .. | KoMIeTeHInu
@) 5 g & paboThI TIPOMEKYTOUHON
nal. |mpakT. | & &
Tex. - EaH 5 g aTTeCTalMU
1. Teoperuueckue OCHOBBI
JIeTIONPOU3BOJICTBA OPraHH3AIIHH.
1.1 HWudopmarus, ee KpPUTCPHUH.
Joxyment. PekBm3utr moxymeHTa.
Oynkiyu nokymenta. KOpunudeckas
cHJIa TOKyMeHTa. J{enonpon3BoacTBo,
JIOKYMEHTUPOBAHUE.
Y P CamocTosiTenbHOe
JlokyMeHTanoHHOe obecrieueHne
n3ydyeHue
yIpaBJIeHHUS. JoKyMEHTOO00POT. yaeBHOM 1
Knaccupukanus JOKYMEHTOB. .
Hay9IHOU Kowmmeroreproe | OIIK-7.1,
Cranpmapruzaimss u  yHudukamusa| 3 | 6 6 5
HOKYMEHTOB Vunduunposannas JUTEpaTyphl TECTUPOBAHHE OIIK-7.2
Y ’ p PaboTa ¢
cucrema  gokymeHtammu  (YCI). SCKTPOHHBIMI
CucreMbl JOKyMeHTauuu. [IpuHIUIBL
HOKY H PHHIL O6ubmmorekaMun
JIeTIOTIPON3BOICTBA.
HopmaTtusHO-MeTOANUECKAS 6aza
JOKyMEHTHUPOBaHHS yIPaBIEHIECKOM
JIESTEIbHOCTH u OpraHu3aluu
paboTHI ¢ JOKYMEHTaMHU.
HWroro no pazaeny 6 6 5
2. OOmme mpaBuna  OGOPMIICHHS
YIpaBJICHYECKUX JOKYMEHTOB.




21 roct P 6.30-2003
«YHubUINpOBaHHEIE CHCTEMBI
JIOKYMEHTAllMd.  YHUPHUIUPOBaHHAS
cucrema
OPTaHM3AIMOHHO-PACIOPAIUTEIHLHON
JIOKYMEHTAIHH. TpeboBanus K
0 OpMIICHUIO JIOKYMEHTOB".
Pexsusur 01- ['ocynapcTBeHHBIH Tepo
P®. Pexuzur 02- I'ep6 cyOnekTa PD
U MyHHIUNAIBHOTO  0Opa3oBaHusl.
PexBusur 03 -DMOnema opraHuzanuu
WM TOBapHbIA 3Hak. PexBusut 04-
Kon opranuzammu. PekBusutr 05-
Ykazanue Ha OCHOBHOM
TOCYAApCTBEHHBIN PErHCTPAIMOHHBIN
Homep npeanpustus.Peksuzur  06-
VYkazaHue Ha WACHTH()UKAITMOHHBIN
HOMED HaJIOTOTLIATEIBIINKA/KO/T
NPUYUHBl TOCTAaHOBKM HA  Y4eT.
PexBuzut 07- Kon thopmbl
JIOKyMEHTA. PexBusur
08-HaumenoBanue OpraHu3alIHH.
PexBusur 09-CripaBo4HBIC CBEICHUS
00 opranusanuu. PexBusur 10-
HaumenoBanme BHaa JOKyMeEHTA.
PexBuszur 11- Jlata mokymeHTa.
PexkBusur 12-  PeructpannOHHBIN
HOMEp JOKyMeHTa. PexBm3ut 13-
CchUlka Ha PerucTpalioOHHBI HOMED
W Jaty JAOoKyMeHTa. PekBuzur 14-
MecTo COCTaBIEHHS WIM H3IaHUS
nokymeHra. PexBusur 15- Cpenenus
00 anpecare. PekBusur 16 -I'pud
YTBEPXKICHUSI NOKyMeHTa. PeKkBU3UT
17-Pe3omtonus. PexBuzur
18-3aronoBok k Tekcty. PekBuszur 19-
Otmerka o koHTpose PexBusur 20-
Tekct nokymenra. PekBmzutr 21-
OTMeTKa O HaJMYUU NPEAJIOKECHUH.
Pexsusur 22- [Moanuce. PexBusur 23-
I'pud cormacoBaHust  JIOKyMEHTA.
PexkBuzur 24- Busbl cornacoBaHus
nokymenra. PexBusur 25- Ileuarts.
PekBuszur 26-OTMeTKa O 3aBepeHHU
koruu. PekBuzur 27- Otmerka 00
ucnoiauTesne. Pexsusur 28- OTMeTKa
00  HUCIOJIHEHMHM  JOKYMEHTa H
HaNpaBIeHHH €ro B JeNlo. PeKkBU3UT
29- OrMerka O  MOCTYIUICHHH
JTOKYMEHTA. PexBusur 30-
Wnentnduxatop 31eKTPOHHON KONUH
JIOKyMEHTA.

CocraB PEKBU3UTOB, 170'¢
MECTOPACIIONIOKEHHE Ha JOKYMEHTE.
Dopmyisip-o6paser T0KyMeHTa.

CaMocTosATeIbHOE
U3yueHHE
y4eOHOI 1
HAay4YHOU
JUTEPaATYPBhI
Pabora ¢
3JIEKTPOHHBIMU
OubIMOTEKAMHU

Kowmmeroreproe
TECTHPOBaHHE

OIIK-7.1,
OIIK-7.2




Uroro mo pazneny

3. Oco0EeHHOCTH  COCTaBJIEHHUS
O0QOpPMJICHHUSI ~ OCHOBHBIX
VIIpaBJIEHHS.

u

JOKYMCHTOB

3.1 OcHOBHBIE TPYIHIBI JOKYMEHTOB.
HopmartusHbie JIOKYMEHTBI
TOCYTapCTBEHHBIX OpraHoB.
OpraHu3alHoOHHbIC JIOKYMEHTBI
TPEANPHSITHUS. JIOTKHOCTHBIE
UHCTPYKIHH. PacnopsimurenbHbie
JIOKYMEHTBI TpPEANpHUATUsA. [IpUKassl
mo OCHOBHOM JIeSITEIbHOCTH.
Pacnopsbkenus, PpellIeHHS.
MHubopMannoHHO-CTIPaBOYHBIC
JIOKYMEHTBI. TIpOTOKOJIBI, TMONHAs U
Kpatkas ¢opmMa uX OPOPMIICHHUS.
AKTHI. City)xeOHbIe u
o0bsicHUTENbHBIE 3ancKi. CIpaBKH.
CnyxeOHble JT0BepeHHOCTH. [lnchbMa,
uX  Kimaccu(uKaius, — CTPYKTYpa,
CTaHIapTHBIE (pasbl U BBIPAKECHUS.
Hopmbl oduimasbHO-AeI0BOTO CTHIIS
CIIyXeOHBIX JTOKYMEHTOB. JleroBoe
MUCBMO MEXKIYHApOJHOTO 00pasia.
®daxcel, Tenedonorpammel. Jlorosopa,
KOHTpakThl. COBpPEMEHHBIC CIIOCOOBI
Y TEXHHKA CO3/aHHs JOKYMEHTOB.

CaMocCTOsATENBHOE
U3yueHHE
y4eOHOI 1
HAay4YHOU
JIUTEPATYPBI
Pabora ¢
3JIEKTPOHHBIMU
OMOIMOTEKAMH

Kowmmeroreproe
TECTHPOBaHHE

OIIK-7.1,
OIIK-7.2

Wroro no pazneny

4. TIpaBuna ohopMIIeHHsT JOKYMEHTOB IO

JMYHOMY COCTaBy.

4.1 Ilonsitue u
MIEPCOHAIBHBIX JTaHHBIX.
IIpuHaanexHOCTH MEPCOHAIBHBIX
JAHHBIX: COOCTBEHHHK, AEpXKaTelb H
M0JIb30BAaTEIb MIEPCOHAIBHBIX
JTaHHBIX. CrpykTypa  KaJpoBOH
MH()OPMAIIOHHO-0KYMEHTALIOHHON
cucreMbl. OdopmieHHe TOKYMEHTOB
[IpY [IpUEMe, YBOJIbHEHHU U NIEPEBOJIE
paboTHUKA Ha JPYIyl IOJDKHOCTb.
Ankera.  TpynoBble  KOHTpaKThl.
Ilpuka3sl 1O JIMYHOMY COCTaBy.
OCHOBHBIE PEKBU3UTBI JOKYMEHTOB H
npaBuna ux odopmienus. Kpartkue
CBE/IeHUs O TNpaBuiax O(OpMIIEHHUS
TPYAOBBIX KHIKEK, JINYHBIX
KapTOYeK, JINUHBIX J1e]1 pA0OTHHUKOB.

CTPYKTypa

CaMocCTosATENbHOS
H3yYCHUE
yueOHOit n
Hay4HOU
JUTEPATYPBI
Pabora ¢
3JIEKTPOHHBIMU
OubIMOTEKAMHU

Kommnbroreproe
TECTHPOBaHHE

OIIK-7.1,
OIIK-7.2

HWroro no pazneny




5. Opranuzanust JOKyMeHTo000poTa.

5.1 Tlonstus JOKyMEHTOOOOpPOT H
OpTaHu3aIusI JIOKYMEHT0000pOTa.
HopmaTtusHo-MeToaudeckas
periaMeHTaIus JOKYMEHTO000poTa.
OCHOBHBIE TIpaBWIa  OpPraHHU3ALHU
JIOKyMEHTO000POTa Ha MPEANpPUITUH.
KauecTBeHHBIE XapaKTePUCTUKH
nokyMeHToobopoTa. Kiaccubukarus
JIOKyMEHTOIIOTOKOB:
TOPU3OHTAJIBHBIC,
BOCXOJISIIIHE,

BEPTHKAJIbHBIC,
HHCXOJISIIIE,
BXOJISIIINE, UCXOISIIIHE u
BHYTPCHHHE. IMoncuer o0beMa
JIOKYMEHT0000poTa.

CaMocCTOsATENBHOE
U3yueHHE
y4eOHOI u
HayqHOU
JIUTEPATYPBI
Pabora ¢
3JIEKTPOHHBIMHU
OMOIMOTEKAMH

Kowmmeroreproe
TECTHPOBaHHE

OIIK-7.1,
OIIK-7.2

Wroro no pazneny

6. OcHOBHBIC TMpaBUIIA
paboTHI ¢ JOKYMEHTAMU.

OpraHn3anu

6.1 O6paboTka MOCTYTIAFOIIUX
JOKyMeHTOB. IlepBuuHnas 00paboTka
JIOKyMEHTOB. Oomme paBuiIa
perucTpanuy JOKyMEHTOB, (DOPMBI
peructpauun. [lepenaya 10KyMEHTOB,
pPAacCMOTpPEHHE HX PYKOBOIUTENCM.
Topsinok HampaBiIeHHUs: JOKyMEHTa Ha
HUCIIOJIHCHUE U pa6OTI)I HUCIIOJIHUTCIIA
c JOKYMEHTaMH. HcnomHenue
JOKyMeHTa. Bumsl u  (opMmsl
KOHTPOJSI ~ HMCIIOJTHEHUs, CpPOKOBas
kaproreka. OpraHuzalus TeKyIETo
xpaHeHus1 jaen. HomeHxmarypa e,
o0rmiue TpeboBaHus, BU/JIBI
HOMEHKJIATYD. CocraBieHue
HOMeHKNaTypsl Jen. dopmuposanue
u opopmiienne nen. CucreMaTH3aIys
JIOKyMEHTOB B Jejie. XpaHEHHUe Jell.
IloaroroBka JOKYMEHTOB K mepenade
Ha apxuWBHOe xpaHeHwe. Kpurepuu
OLIEHKH JO0KyMeHTOB. CocTaBieHue
omnuceit gei.

42

CaMocTosATENbHOE
H3yYeHUe
yueOHoil u
HAay4YHOU
JUTEPATYPBI
Pabora ¢
3JIEKTPOHHBIMU
OubIMoOTEKAMHU

Kowmmeroreproe
TECTHPOBaHHE

OIIK-7.1,
OIIK-7.2

Uroro no pazneny

8,1

Uroro 3a cemectp

36

36

30,2

3a4ET

Hroro no JUCHUIIIINHE

36

36

34,1

3a4€T




5 O06pa3oBaTejibHbIE TEXHOJIOTHH

1. TpaaunuonHsie 00pa30BaTEIbHBIE TEXHOJOTHU OPUEHTHPYIOTCS Ha OpraHU3ALMIO
00pa3oBaTeNbHOTO  Mpollecca, MPEANONArapilyl0 NPSMYI  TPAHCISAIUI 3HAHUA  OT
MpernoaaBarelis K CTy/IeHTY (IPEeUMYIIeCTBEHHO HAa OCHOBE OOBSICHUTEIbHO-HIUTFOCTPATHBHBIX
METO/I0B OOYUCHHS).

@opMbl y4eOHBIX 3aHSATHI C UCIIOJIb30BAHUEM TPAAUIIMOHHBIX TEXHOIOTHIA:

Nndopmannonnas Jekuuss —  [OCIENOBAaTEIbHOE H3JIOKEHHWE Marepuaiga B
JTUCIUTUIMHAPHON JIOTHKE, OCYIIECTBIISIEMOE TMPEUMYIIECTBEHHO BEpOATbHBIMU CPEICTBAMU
(MOHOJIOT MpernoaaBaTes).

[IpakTueckoe 3aHATHE, MMOCBSIIEHHOE OCBOCHUIO KOHKPETHBIX YMEHHI M HaBBIKOB IO
MPEMIOKEHHOMY QJITOPUTMY .

2. TexHonoruu mpoOIEMHOr0 0OydeHUs] — OpraHu3as 00pa3oBaTENbHOTO IpoIlecca,
KOTOpasi MperoiaraeT MOCTaHOBKY MPOOJIEMHBIX BOIPOCOB, CO3JIaHUE YUEOHBIX MPOOIEMHBIX
CUTyaIuH JIJIsl CTUMYJIMPOBAHMS aKTUBHOM [M03HABATEILHOU JAESTEIILHOCTU CTYIEHTOB.

®opmbl y4eOHBIX 3aHATHI C UCIIOJIb30BAHUEM TEXHOJIOTUH MPOOIEMHOT0 O0YUCHHUS:

[IpakTnueckoe 3aHaTHEe B (GOpMe NPAKTHKyMa — OpraHu3amus y4eOHOW paboThI,
HalpaBlIeHHAs Ha peUIeHHEe KOMILUIEKCHOW y4eOHO-TI03HaBaTeIbHOW 3aladyu, TpeOyromei oT
CTYyJICHTa TPUMEHEHUS KaK HAyYHO-TEOPETUUECKUX 3HAHUM, TAK U TPAKTUYECKUX HABBIKOB.

3. TexHonoruu MpOEKTHOrO OOy4YEeHMs] — OpraHU3anus 00pa30BaTEIBLHOrO IMpollecca B
COOTBETCTBUHU C aJTOPUTMOM IIOATAIMHOIO PEIIECHUs MPOOJEMHON 3aJauyd WM BBITOJTHEHHS
yueOHoro 3ananus. [IpoekT npeanonaraer COBMECTHYIO yueOHO-TIO3HABATENbHYIO 1€ATEIbHOCTh
TPYIIBI CTYICHTOB, HAMPABIECHHYIO HAa BBIPAOOTKY KOHIIEIIIMHU, YCTAHOBIICHUE 1I€JIeH U 3aaad,
(bOpMyIIUPOBKY OXHAAEMBIX PE3yJIbTAaTOB, OMpPECICHHUE MPUHIMIIOB W METOJUK PEIICHUS
MOCTABJICHHBIX 3a/lay, IUIAHUPOBAHME XOJa pabOThl, MOUCK JOCTYHNHBIX W ONTHUMAIbHBIX
pEeCypcoB, MO3TANHYIO pealu3aluio IIaHa paboThl, MPE3CHTALUI0 PEe3yJbTaTOB pabOThI, HX
OCMBICJICHHE B Pe(IICKCHIO.

OCHOBHBIE THUIIBI IPOEKTOB:

TBopueckuii mpoeKT, Kak MpaBWJIO, HE UMEET JAETaJbHO MPOPadOTaHHOU CTPYKTYPHI,
y4eOHO-TT03HABATENIbHASL JEATEIIbHOCTh CTYACHTOB OCYILIECTBISETCS B paMKax PpPaMOYHOTO
3a/1aHMs, IOIYUHSACH JIOTUKE U MHTEPECaM yUYaCTHUKOB IIPOEKTA, )KaHPy KOHEYHOT'O pe3yJibTara
(razera, puIbM, Ipa3AHUK, U3JAHUE, IKCKYPCUS U T.I1.).

4. VIHTepakTUBHBIE TEXHOJIOTUU — OpPTaHU3alUs 00pa30BaTEIHHOIO IMpoliecca, KoTopas
MIpeAnoaraeT akTHBHOE U HEJIMHEMHOE B3aMMOJICHCTBHE BCEX YUYACTHUKOB, JJOCTH)KEHHUE HA ITON
OCHOBE JIMYHOCTHO 3HAYMMOTO [JJIs HUX o0Opa3oBaTeNbHOTO pe3ynbrata. Hapsay co
CMICIUATU3UPOBAHHBIMUA  TEXHOJOTHUSAMH  TaKOro  pojJa  NPHUHIUMI  HUHTEPAKTUBHOCTH
MPOCIIEKUBACTCS B OOJIBIIIMHCTBE COBPEMEHHBIX 00pa30BaTeNbHBIX TEXHOJIOTHH.

®opMbI yUeOHBIX 3aHSATHH C HCIOJb30BAaHUEM CIHEIUATU3UPOBAHHBIX MHTEPAKTHUBHBIX
TEXHOJIOTHM:

CeMuHap-IuCKycCHsl — KOJUIEKTMBHOE OOCYXJEHHE KaKoro-iudo CHOpPHOro BOMpoOca,
npoOyieMbl, BBISBJICHHE MHEHHH B Tpynmne (MEXIpyHnmoBOW JMAalor, JTUCKYCCHS —Kak
CIIOp-IHaJsor).

5. HH}popManMOHHO-KOMMYHUKAIIMOHHBIE  OOpa3oBaTeNbHBIE  TEXHOJOTHUH  —
opranusaius o0pa3zoBaTeIbHOTO MPOIecca, OCHOBaHHAsI HA MPUMEHEHUH CIeUAIN3UPOBAHHBIX
MPOrPaMMHBIX CPEI M TEXHHUECKUX CPEJICTB pabOThI ¢ MH(OpMALIHEH.

®opMbl y4eOHBIX 3aHATHH C HCIOIB30BAHUEM WH(OOPMAIMOHHO-KOMMYHHKAITMOHHBIX
TEXHOJIOTHIA:

Jlexuus-Bu3yanusanus. — HW3JI0KEHUE COJIEpP)KaHUSA CONPOBOXKIACTCS TMpe3eHTaluei
(eMoHCTpaIeil yaeOHbIX MaTepHaioB, MPEICTABICHHBIX B PA3IMYHBIX 3HAKOBBIX CUCTEMaX, B
T.4. WUTIOCTPATHBHBIX, TpaUIeCKHX, ayH0- U BUIEOMATEPHAIIOB).

[IpakTnueckoe 3aHsATHE B (QoOpMe TMpe3eHTAllMH — TMPEACTABICHUE PE3YJIbTaTOB
MIPOEKTHOM MJTH UCCIIEA0BATEIbCKON JEATETFHOCTH C UCTIOIB30BAHUEM CIIEIIUATU3UPOBAHHBIX



MPOrPaMMHBIX CPE/ICTB.

6 YueOHO-MeTOAUYECKOE 00eciedeHUe CAMOCTOSITeJIbHOI PadoThl 00y4yaroImMXcst
[Ipencrasneno B npuioxenuu 1.

7 OueHOYHBIE CPeACTBA /sl IPOBeeHHs IPOMEKYTOUYHOI aTTecTaluH
[IpencraBieHbl B IPUIOKEHUU 2.

8 YueOHo-MeTOAMYeCcKOEe H HH(POPMALIMOHHOE O0ecneyeHue TUCIUIIHHBI (MOTYJIs1)

a) OcHoBHas1 IMTEpPaTypa:

1. Manacenko, 0. A. JlokyMEHTUpOBaHHE YIPABICHUYECKON NEATEIBHOCTH: Y4eOHOe
nocobue / FO.A. ITanacenko. - Mocksa : PUOP, 2020. - 138 c.: - (Kapmannoe yuebHoe mmocooue).
- ISBN 5-369-00014-X ; ISBN 978-5-16-104218-2 (online). - Tekcr : snekrponnsid. - URL:
https://znanium.com/read?id=309085 (mara ob6pamieaus: 11.01.2022)

0) lono/iHUTeIbHAS JTUTEpaTypa:

1. Kopsnees, U. K. JlokymMeHTHpOBaHHE yIPaBIEHYECKON J1eATeNbHOCTH + TecThl B ObC :
y4eOHHUK U ITPAKTHKYM JUIsl akajemuueckoro O0akanaspuata / U. K. Kopuees, A. B. [Tiienko, B. A.
MamrypreB. — 2-e u3., nepepad. u gon. — Mocksa : M3narensctBo FOpaiit, 2019. — 384 ¢. —
(bakanaBp. Akagemuueckuii Kypc). — ISBN 978-5-534-04533-8. — Tekcrt : simeKTpoHHbIH //
9BC Opaiit [caiit]. — URL:
https://urait.ru/viewer/dokumentirovanie-upravlencheskoy-deyatelnosti-testy-v-ebs-433066#page
/1 (nara obpamenus: 11.01.2022).

2. KazakeBuu, T. A. JlokyMeHTalMOHHOE oOOeclieYeHUE YIpaBieHUs @ Y4YeOHUK U
NpPaKTHKYM JJIsi cpefHero npodeccruonanbuoro oopasosanus / T. A. Kazakeuu, A. U. Tkamuu.
— 2-¢ w3n., wchnp. W jgon. — MockBa : M3marenbctBo [Opaiir, 2019, — 177 c¢. —
(ITIpodeccronanbroe obpazopanue). — ISBN 978-5-534-06291-5. — Tekct : 3nekTpoHHBIH //
9BC Opaiit [caiiT]. — URL.:
https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-437587#page/1 (mara
obpammenwus: 11.01.2022).

B) MeToanyeckne ykazaHus:

r) IIlporpammHuoe ob6ecnieyenune u MHTEpHET-pecypehl:

IIporpamMmMHoe oGecnieyeHue

Haumenosanue I1O Ne noroBopa Cpok neiicTBHS TUIEH3UH
7Zip ¢B0001HO pacmpocTpansemoe 10O 0eCCpPOUYHO
MS Off.lce 2007 Ne 135 o1 17.09.2007 0eccpovHO
Professional
FAR Manager cB000JIHO pacnpocTpansemoe 110 0OECCPOYHO

IIpodeccnonanbHble 0a3bl JaHHBIX M MH(POPMAIHOHHBIE CIPABOYHBIE CHCTEMbI

HasBanue kypca Ccblika
DnekTpoHHas 0a3a mepuouyeckux u3naHuii East View
Information Services, OO0 «MIBUC»

https://dlib.eastview.com/

[MTouckosas cucrema Axagemus Google (Google Scholar) [URL: https://scholar.google.ru/

Nudopmannonnas cuctema - EnquHoe OKHO JgocTyma K

URL.: http://window.edu.ru/
HH(OPMAIIMOHHBIM pecypcaM




Hanuonanenas MH(POPMALMOHHO-aHAIUTUYECKAs
cucreMa — PocCuiicKUil MHIEKC HAYYHOTO LIUTUPOBAHUS

URL:
https://elibrary.ru/project_risc.asp

(PMHIL)

denepanbHOE rocy1apCTBEHHOE O0KETHOE

yupexaenne «DenepanbHblii ”HCTUTYT TpoMbinuienHon |URL: http://www1.fips.ru/
COOCTBEHHOCTH

9 MaTtepuajibHO-TEXHHYECKOE o0ecTedeHne TUCIUMTITHHBI (MOILYJIs1)

MarepuanbHO-TEXHHUECKOE 00eCIIeYeHUE JUCIUTUINHBI BKITFOUACT:

1. Y4eOHbIe ayTUTOPUU TSI IPOBEACHUS 3aHATUN JIEKIIMOHHOTO THIIA: MYJIbTHMEIUHHBIC
Cpe/CTBa XpaHEHWsI, TIEPEeIavuy U TIPEACTaBICHUS HH(OPMAIIHH.

2. YdeOHBIC ayqUTOPUHU [UIsl TPOBEICHUS TNPAKTUUYSCKUX 3aHITHHA, TPYMIOBBIX U
WUH/IMBUIYAIBHBIX KOHCYJIbTALMH, TEKYIIEro KOHTPOJS W TPOMEXKYTOYHOW AaTTECTaIlUH:
MYJIbTUMEANIHBIE CPEJCTBA XPAHCHHsI, Mepeladyd M TPEICTaBICHUs WHGOPMALUU; KOMIUICKC
TECTOBBIX 33aJJaHUI ISl IPOBEICHHS IIPOMEKYTOUHBIX U PYOCIKHBIX KOHTPOJICH.

3. [llomemeHuss s CaMOCTOATENBHON pabOTBl  OOyYalOmMXCS: IEPCOHAIBHBIC
kommbioTepsl ¢ makerom MS Office, Boixomom B MHTEpHET W C JOCTYIIOM B 3JICKTPOHHYIO
MH()OPMAIIMOHHO-00PA30BaATEIBHYIO CPEy YHUBEPCUTETA

4. TlomemeHuss Juis XpaHEHUS U TNPOPUIAKTHUECKOTO OOCIYKUBaHHS y4eOHOTO
obopynoBanus: mKapbl IS XpaHEHUS YIeOHO-METOJAMYECKON JOKyMEHTalluu, Y4eOHOTO
000py0BaHUs U y4eOHO-HATJISIIHBIX TTOCOOUH.



Ipuioxkenne 1

B mpouecce caMocTOSITENBHOIO W3y4eHUs AMCLUUIUIMHBI, HNOJATOTOBKM K CEMHUHApCKUM
3aHATHUSAM CTYIEHTY HEOOXOMMO HAWTH U U3YYUTh PEKOMEHAYEMYIO JIUTEPATypPy, ACHCTBYIOLINE
3aKOHOJATEeIbHbIE 1 HOPMATUBHbBIE aKThl. J{JIs1 OCMBICIIEHUS IPOUUTAHHOTO MaTepuasa CTyIeHTY
IpeJJIaraeTcsi OTBETUTh Ha BOMPOCHI. PellieHre TecTOB, CUTYallMOHHBIX U aHATUTUYECKUX 3a]a4
HAY4MT CTYACHTOB CAMOCTOSATENbHO IPUHUMATh YIIPABICHYECKHE PELICHHUS.

OpraHu3anMOHHO-METOIUYECKNE PEKOMEHAALUWU [UIS TOATOTOBKA K MPAKTUYECKHM
(ceMHUHApCKUM) 3aHITHSIM

Cemunap (y1aT. seminarium - OyKBaJbHO: «paccaJHUK») — ydeOHOe 3aHsITHE, B XOJe
KOTOPOIrO OpraHusyercst oOcyxJeHue (YHIAMEHTAJIbHBIX WM JUCKYCCHOHHBIX IpoOieM
M3y4aeMOM HaAyKU U CBSA3aHHOM C HEU NPAKTUYECKOU EATEIbHOCTH.

B nensax Oonee moapoOGHOro M aJeKBaTHOIO COBPEMEHHOW CHTyallMM aHaiu3a mpolieM
yOpaBJICHUSI CTyJIEHTaM pPEKOMEHIyeTCs oOpamiaThCsi K MEpPUOAMYECKON JHTeparype H
MmarepuajaM CpeICTB MaccoBOM HH(popManuu, B KOTOPOH MOXHO HalWTH HE TOJIBKO
AQHAJTUTHYECKUE CTAaThH IO PA3UYHBIM acHeKTaM OO003HAUYEHHBIX B TEMAaTHKE CEMHUHAPCKHUX
3aHATUM MpoOJieM, HO U CTAaTUCTHYECKUE JlaHHbIE, MaTepuallbl IMPHKIAIHOIO XapakTepa,
HOpPMAaTUBHBIE TOKYMEHTHI. LlenecooOpa3Ho He orpaHMYMBATHCA YKAa3aHHBIMH HCTOYHHKAMH, a
OCYILECTBIISATh COOCTBEHHBIN NMOMCK TEOPETUUECKUX U MPAKTUYECKUX MATEPHAJIOB, YTO SBJISIETCS
OJTHUM M3 JIEMEHTOB CAMOCTOSTEIbHOW MH(POPMAITMOHHO-aHATUTHIECKOM PabOThI CTYICHTOB.

[ToaroToBka K CEMHUHApCKUM 3aHATHUSM MO JUCLMILIMHE JOJDKHA BKIIOYAThH CIIEAYHOIINE
ACTICKTBHI:

1) 3HAaKOMCTBO C COOTBETCTBYIOILMMH IJIaBaMHU y4e€OHMKA; ONTUMAJIbHBIM ObUI Obl
Ba-puHaHT pabOTHl HE C OJHUM YYEOHHKOM, TaK KaK pa3HbIMH aBTOpaMH H30paH pa3IHMYHBIN
HOJAX0/A K MpeAMEeTy, M IOJEe3HO IOHATh OCOOEHHOCTH II0JIXOJI0B, CPaBHUTh MX, YTOOBI
BbIpa0OTaTh CBOIO MO3UIIMIO;

2) YTEHUE KOHCIEKTA JIEKIUH;
3) YTEHUE M OCMBICICHHE OJHOr0-IByX MCTOYHHUKOB M3 IPUBEJIEHHOIO CIIHCKa
JUTEPATYPHI.

Bb16op [1OMOTHUTENBHBIX NEPBOMCTOYHUKOB, KOTOpPHIE MOTYT OKa3aTb MOMOUIb IPHU
MOJTOTOBKE K BBICTYIJICHUIO W TIO3BOJIAT OPraHM30BaTh Ha CEMHUHApEe IUCKYCCHUIO, CTYAEHT
OCYIIECTBIISIET TI0O CBOEMY YCMOTPEHUIO, B COOTBETCTBUH CO CBOMMH HHTEPECAMH, OPUCHTUPYSChH
Ha BOMPOCH CEMUHAPCKOTO 3aHATHSI.

BBICTYHJ'IGHI/IG Ha CeMI/IHape JOJIPDKHO 6I)ITI) JA0CTAaTOYHO apFYMeHTI/IpOBaHHI)IM, 3aHUMATh 110
BpEMEHH He Oosiee TpexX MHUHYT. B Xo/e BBICTYIUICHHUS KeNaTeIbHO COMOCTaBUTh TOYKH 3PEHUS
Pa3TUYHBIX aBTOPOB Ha M3JaraeMyro mpoodiieMy. [IpeanouTuTeIbHO, 9TOOBI IO OJJHOMY BOIIPOCY
BBICTYITMJIO HECKOJILKO CTY/IEHTOB, BBHICKA3bIBasi CBOM MHEHHS, JOTOJHAS APYT Apyra. B uaeane
CEMHUHApPCKOE 3aHATHE JTOJKHO MPOXOAUTH B popMe AuCKyccuu. Pe3ynbTaTsl paboThl CTYIEHTOB
HAa CEMHHAPCKUX 3aHATUSAX O00s3aTeNbHO YUYUTHIBAIOTCS TMPENoAaBaTeleM MpPH BHICTaBICHUU
0ajioB.

I[IpumepHbIe ayIMTOPHBIE IPAKTHYECKHE PA0OTHI:

ATIIP Nel «Teopernueckue 0CHOBBI 1€JI0NPOM3BOACTBA OPraHU3ALMID).

[TpoBogutcs B opme ceMHHapa Mo 0000IIEeHUIO u YTy OIeHHIO 3HaHUI
MOHATUMHO-KAaTErOpruaIbHOr0 anmnapara JUCUUIIIIMHBL C 3JIEMEHTAaMU JUCKYCCUU.

Onpoc no MmaTepuanam Jekuuu 1.

OBOIOIUS TIOKYMEHTa KaK HOCUTelsd HHpopMalui. Bo3HHKHOBEHNE U pa3BUTHE OTEYECTBEHHOTO
nenonpousBojicta:  JlenonpousBoactBo B cpenHue Beka (XI-XV  BB.). Ilpukaznoe
nenonpousoacTBo (XVI-XVII BB.). Komnexckoe aenonponssoactso (XVIII B.). Munucrepckoe
nenonpousBocTBo B Poccun (XIX - Hawano XX BB.). ['ocynapcTBeHHOE A€I0MPOU3BOICTBO B
coBeTckoe BpeMsi. CoBpeMeHHOE JeI0NpOnu3BOICTBO B PO.



AIIP Ne2 «CoBpemMeHHOE rocy1apCTBEHHOE peryJMpoBaHue 1eJ10Npou3BoacTea B PMy.
3akoHOJATEIbHOE pEryIupoBaHue JenonpousBojacTBa B Pd. denepanbubiii 3akoH «O0
uHpopMaLuu, HH(HOPMAILIMOHHBIX TEXHOJOTHAX U O 3aIuTe HHpopMaumny». DenepanbHblil 3aK0H
«O xomMmepueckoil TaitHe». denepanbHblii 3akoH «0O0 apxuBHOM jene B Poccuiickoit
Oenepanumn». Penepanbubiii 3aK0H «O MEPCOHANBHBIX JaHHBIX». [[ocTaHOBIEHUE TPABUTEILCTBA
P® «IlpaBuia moAroTOBKM MPaBOBBIX aKTOB (heJiepalbHbIX OPraHOB MCIOJHUTEIBHON BIACTU U
UX FOCYAApCTBEHHOU PETUCTPALIUNY.

HopmaruBHo-MeTOAMUECKOE PETYJIMPOBAHUE JIEIONPOU3BOJACTBA. l'OCyapcTBEHHas cucrema
JIOKYMEHTallMOHHOro o0ecrnieyeHus ympasieHus. OOmue nonoxenus. OOmue TpeOoBaHMS K
JOKYMEHTaM M ciyx0aMm nokymeHTannoHHoro obecneuenus (I'CHAOY). 'OCT P 6.30-2003:
YHupuuupoBaHHbIE CUCTEMBI JOKYMEHTAaLlUH. YHuduuupoBaHHas cUCTEMa
opraHu3alMoHHo-pacnopsauTeabHoi gokymentauuu. 'OCT P 51141-98 JlenonpousBoACTBO U
apxuBHOe Jneno. TepmuHel m onpezneneHuss TumoBas MHCTPYKUMS IO AEIONPOU3BOACTBY B
denepanbHBIX OpraHax HCHOJHHUTENbHON BiacTu. llepeueHb THUIOBBIX yHIpPaBIEHYECKHX
JIOKYMEHTOB, 00pa3yroIuXcs B 1€ATEIIbHOCTH OpraHu3alti, C yKa3aHHEeM CPOKOB XPaHEHMSL.

AIIP Ne3 «TpeboBanus Kk 0J1aHKaM JOKYMEHTOB YIIPABJICHHUS».

[IpoBomutcs B ¢opme cemMuHapa IO 000OUICHUI0O W YIUIyOJEHUIO 3HAHHWHA C DIIEMEHTaMU
muckyccuu. Ilonstue m Buiapl O6imaHkoB. OOmui OnaHk. biaank nucema. biaaHk KOHKpETHOro
BUAAa JOKyMeHTa. bimaHku Uit paboOThl C MHOCTPAHHBIMH KOMITaHUSMH. [ 'epOoBbIi OaHK.
PexBusutel Onanka. [IpomonbHoe pacrosiokeHHe PEKBU3UTOB OjaHKa. YTioBoe (uiaroBoe u
[IEHTPOBAHHOE PACIOJIOKEHNE PEKBU3UTOB OJaHKA.

BelinonHenne npakTHYECKOro 3aJaHusl IO COCTABJICHUIO YIJIOBOTO M IMPOJOJIBHOrO o0pasua
OJylaHKa.

AIIP Ne4 «O0mue npaBuiia opopMiIeHHs yIPaBJIeHYeCKHX IOKYMEHTOB.

[TpoBoautcs B (opme cemuHapa 1o OOOOLICHHIO M YNIyOJIEHUIO 3HAHUM C 3JIEMEHTaMu
muckyceud. Ompoc o marepuanam Jiekuuu 2. Ilpakthueckoe 3HaAKOMCTBO € O(OpMIIEHHEM
PEKBU3UTOB JOKYMEHTOB YIPaBJICHUs, BbINOIHEHNE KOHTPOJIBHBIX 3aJaHUM

ATIIP NeS «CocraBiieHne JUYHBIX JOKYMEHTOB.

[TpoBoautcs B ¢opMe ceMuHapa Mo OOOOIIEHHIO U YINIyOJIEHHIO 3HAaHUM C 2JIeMEHTaMu
JTUCKYCCHM.  3asiBlIeHUs,, aBToOMOrpaduu, pe3loMe, JMYHbIE JIOBEPEHHOCTH, PACHHCKH.
OCHOBHBIC PEKBH3HTHI, NpPaBWIA COCTABIECHUS W O(OpMIICHHSA. BBIMOTHEHHE KOHTPOIBHBIX
3aJlaHUuU

AIIPNe6 «PaboTa ¢ JTOKyMEHTaMH, COACP/KAIMMH KOH(pHACHINAIBHBIE CBeICHUS.
[lepeuenr cBeneHui KoHpUIOEHIMATIBbHOTO XapakTepa. IloHsTHe KOMMepuecKoW TalHBI.
CseneHus, oTHOcsAmMecs K KoMMepueckod TaiiHe. Ilopsmok BeneHus [enonpou3BOJCTBA
JOKYMEHTOB, COJEpXKallUX KOMMEpPYECKyr0 TalHy. 3aluTra JOKYMEHTOB, COJEp KaIlux
KOMMEPUYECKYIO TalHy.

I[IpumepHbIe HHAUBUAYATbHBIE JOMALHNE 32 JAHUS

Ne 1 «Posib JOKYyMEHTHPOBAHUS YIIPABJICHYECKOH JesITeIbHOCTH B PA3BUTHH 001IeCTBA».
PexoMenaanuu o coCTaBI€HUIO U JJOPAOOTKE KOHCIEKTA JIEKIIUH.

PaccmoTpenue naHHOM TeMbl HEOOXOAMMO HA4aTh C M3YYEHHUS OCHOBHBIX TOHSATHHA JaHHOW
muctumuinHel. [Ipu aToM cneayeT pa3o0parbesi C CyITHOCTBIO KaTeropuu «/loKyMeHTHPOBaHUE.
Bonee moapoGHO cieyeT paccMOTpPETh CTPYKTYpY, COAEpiKaHue, eI U 334a4l TUCIUIUIMHBI,
UCTOPUIO  pPa3BUTHS  JOKyMeHTooOopoTa.  Jlamee  HeoOXOIMMO  M3y4UTh  COCTaB
HOPMAaTHBHO-METOJMYECKOW 0a3bl JOKYMEHTHUPOBAHMS YIPABICHYECKOM JEATENbHOCTH B
COBPEMEHHBIX YCIOBHIX X03siiicTBOBaHUS. OTAEIBHO CIEAYyET PpACCMOTPETh

CTpATETHI0 YIPaBJIEHHs JOKYMEHTaMHU B OpraHM3alli, a TaKXKe U3y4uTh (POpPMbI COBPEMEHHOM



JIOKYMEHTaINN.

KnroueBble  croBa:JOKYMEHT,  JOKYMEHTHpPOBaHHME  HMH(POpPMALUHU, JTOKYMEHTHPOBAHUE
YIPaBICHUYECKOM  NI€ATENIbHOCTH, KIWHONUCH, IOJUTUKA  YNPABICHUS  JIOKYMEHTaMH,
CTaHJAPTHU3AIMsI, CTPATETUs YIPABICHUS JOKYMEHTaMH, YHU(DUKALUS.

3aanue 1715 cCaMOCTOATENbHOM paboThI:

1. M3yuuTh KaTeropuaibHbIil anmapar.

2. lopaboTaTh MaTepHaIbl JICKIUH.

3. IloxrotoButhes K pabore Ha jekiuu 1o Teme 1. [IoBTOpuThH BOMpOC: CYyIIHOCTh KaTeropuu
«JloxymentupoBanue» (yueOHast AuCUMILTUHA «JIOKYMEHTUPOBaHUE YIIPABICHYECKOM
NeSITebHOCTI, JeKIHst Nel). BbITh TOTOBBIM K 00CY>KICHHIO 3TOTO BOIIPOCA B XO/€ JICKIUH.

Ne 2 «OOmme npaBujia opopmiieHns ynpaBjieHYeCKHX JOKYMEHTOB.

PexomeHganMyu MO COCTAaBICHMIO M JIOpPAOOTKE KOHCIEKTa JeKuuu. M3ydeHue MmarepuanoB
JTAHHOM TEMBI CIIeyeT HauaTh C PACCMOTPEHUS TPeOOBaHUHN K OPOPMIICHHIO PEKBU3UTOB. TaKkxke
clleflyeT HM3y4uTb COCTaB PEKBU3UTOB. Jlasee HeoOXonumo pa3o0parbCsi ¢ NPUMEHEHHEM U
pacrojIo)KEHUEM Ha JOKYMEHTE PEKBU3UTOB, ONPEIEIUTh UX 00LIMe YyepThl U paznnuus. Kpome
TOTO, HY’KHO JI€TaJIbHO Pa300paThCsl C pa3IMYHBIMU BUJAMHU TEKCTa JOKYMEHTa: TpadapeTHbIi
JIOKYMEHT, aHKeTa, Ta0yuia, OIaHK.

KnroueBble cioBa: BU3a coriacoBaHusl, Ipu¢ 03HaKOMJIEHHs, aTa JOKyMEHTa, 3aroJI0BOK

K TEKCTY, HICHTU(UKATOP OIEKTPOHHOW KOMHUU JOKYMEHTa, WHTEPBAJ, IOAINUCH, IOJIe
JIOKYMEHTa, PEerMCTPalMOHHBII HOMEDP JOKYMEHTA, PE30JIIOLMS, PEKBU3UT, CTAaHAAPTHBINA JIUCT
OyMaru, ccbUlKa Ha PETUCTPALIMOHHBIA HOMEpP W J1aTy JAOKYMEHTa, YJOCTOBEPEHUE JOKyMEHTAa,
bopmysp.

3aiaHue 1715 CaMOCTOATEIbHON paboThI:

1. I3y4uTh KaTeropuaibHbIi anmapar.

2. lopaboTaTh MaTepHabl JEKLIUU.

3. IToAroToBUTHCS K CEMUHAPY.

3. [loaroroBuThecs K padote Ha aekuuu 1o Teme 3. [IoBTOpuTh BOpoc: OCHOBHBIE

0COOEHHOCTH  MCIIOJIb30BaHMs  sI3plka B JIeJIOBOM  mepenucke (ydeOHas —JUCLUILIMHA
«JlokymMeHTHpOBaHHE YIPaBICHUYECKON JedaTenbHOCTH», JieKuus Ne2). BbITh TOTOBBIM K
00CYX/IEHUIO 3TOTO BOIPOCA B X0/I€ JIEKIIHH.

Ne3 «Oco0eHHOCTH cOCTaBJICHUS U 0()OPMIICHHS] OCHOBHBIX IOKYMEHTOB YIIPABJICHHSD).
PexomeHmammu mo cocTaBIeHUIO U TOpabOTKe KOHCIIEKTA JICKIINH.

PaccmoTpenne  naHHOM  TeMbl  HEOOXOOUMO  HayaTh C  aHajiM3a  OCOOCHHOCTEH
O(pHUIIMANBHO-IENIOBOTO  CTHJIE TI0 CPaBHEHHIO C XYAO0KECTBEHHBIM, MYOIUIIUCTUYECCKUM,
HaY4HBIM, y4€OHBIM, Pa3TOBOPHBIM CTHIISIMHU SI3bIKA.

[Tpu 3TOM HY>KHO MTOAPOOHO M3YUYHTH JIEKCHYECKHE 0COOCHHOCTH IOKYMEHTOB: yIIOTpeOIeHHE
NapOHMMOB, IJIEOHA3MOB, UCIIOJIb30BaHKE peueBbIX Kiuile. [locie 3Toro cienyer paccMoTpeTh
ophorpadpuyeckue 0cOOEHHOCTH JOKYMEHTOB: IPUMEHEHNE IPONUCHBIX OYKB B reorpapuueckux
Ha3BaHUIX, HAMMEHOBAHUSAX OpraHU3aluil.

Kpowme Toro, Heo0xoaumMo o0paTuTh BHUMaHUE Ha opdorpapuueckre 0COOEHHOCTH TOKYMEHTOB:
IpUMEHEHHE MPOMUCHBIX OyKB B reorpauyeckux Ha3BaHMAX, HAUMEHOBAHMSX OpraHU3alUi.
Tak e clieyeT BBISICHATh HauOoJiee pacrpoCcTpaHEeHHbBIE B IOKYyMEHTaX OMIMOKK CHHTaKCUCA H
NYHKTyalluu: TOPSAJOK CJIOB, COIJIACOBAHME IMMOJUIEkKAIIEr0 W CKa3yeMoro, NpPUYACTHBIE U
JieenpUIacTHBIE 000POTHI, CIIOBOOOPA30OBAHHS.

KnroueBble cnoBa: abOpeBuarypa, JIaKOHH3M (OPMYIMPOBOK, HEHTpalbHas 3KCIpPECCUBHAs
OKpacka sI3bIKa, HEOJIOTH3M, O(QHUINATIFHO-AETI0OBOI CTHIIb, MMOJHOTA HH(OOPMAIMH, CHHOHUMEI,
TaBTOJIOTHH, (PA3E0OIOTU3MBI.

3amanue s CaMOCTOSTEIbHOW PaOOTHI:

1. U3yunTh KaTeropuaibHbIi anmapar.

2. lopaboTaTh MaTepHabl JEKIUH.



3. IMoaroToBuThcsl K padote Ha Jiekiuu. [loBTOpUTHE Bompoc: opdorpaduyueckre 0COOCHHOCTH
JOKYMEHTOB (yueOHas IUCHMIUIMHA «/lOKyMEHTHpOBaHUE YIpPaBICHUYECKOU MAEATEIbHOCTHY,
aexiyst Ne3). BbITh TOTOBBIM K 00CY)KJICHHIO STOTO BOIIPOCA B XOJIE JICKITHH.

Ne4 «IlpaBuiia ogopmiieHHsi JOKYMEHTOB 110 JTJMYHOMY COCTABY».

[Tpu u3yyeHUH TaHHOM TEMBI CTyIEHTaM HEOOXOIUMO pazo0parbes ¢ MPUHIUIAMU pa3paboTKH
nporpaMM ymopasiieHusi JokymMeHTaMu. Oco0oe BHHUMaHUE CleIyeT YIEIUTh PacCMOTPEHUIO
IPOLEAYPBl IPOEKTUPOBAHNUS U BHEIPEHUS IOKYMEHTHBIX CUCTEM. TaKXkKe cielyeT OCTAaHOBUTHCS
Ha 0COOEHHOCTSIX MOHUTOPHUHTA U ayAUTa JOKYMEHTHBIX CHCTEM.

Bonee neranpsHo HEOOXOAUMO PACCMOTPETH CYUTHOCTH JOJATOCPOYHON MPOTrPaMMBbl 00yUYECHHS
NepcoHala OpraHu3alMi B OOJIACTH YIPABJICHUS IOKYMEHTAMHU M MPUMEHEHHs] 00yYarommx
MHCTPYKIHUH, BKIIIOUasi 00Yy4aOLIyt0 HHCTPYKIIUIO CEKpeTaps.

KiroueBble ci0Ba: ayJuT yNpaBlIEHUs TOKYMEHTaMH, KOHBEpPTAlWs, METOMOJOTUS BHEAPEHUS,
MUTpanusl JTOKyMEHTOB, MOHUTOPHUHI, HAJIEKHOCTh JIOKYMEHTHOM CHCTEMBl, MPOEKTUPOBAHUE
JOKYMEHTHON CHCTEMBI, pacClpeAesICcHHOE YIPABIEHUE, PEryJHpyolas cpena, CTparerus
yIpaBJIeHUS JOKYMEHTaMH.

3amanue A7 CaMOCTOATEIbHOM paboThI:

1. M3yuuTth KaTeropuanbHbIi anmnapar.

2. NopaboTaTh MaTepHalbl JEKIUH.

3. IloAroTOBUTHCS K CEMUHAPY.

4. IToarotoBuThes K pabote Ha Jekiuu. [IoBTOpuTs Bompoc: 001as XxapakTeprucTHKa
JOKYMEHTHBIX cucteM (yuyeOHas JAuCUUIUIMHA  «JIOKYMEHTUpOBaHUE  yIpPaBIECHYECKON
JEeSITEIIbHOCTHY, JIeKIHs No4). BBITh TOTOBBIM K OOCYKISHHUIO 3TOTO BOMPOCA B XOJI€ JICKIIHH.

Ne§ «Opranuzanust JOKyMeHT0000pOTA».

PexoMeHa1um 1o cocTaBiIeHHIO U JOPaOOTKE KOHCIEKTA JIEKIUH.

B Havase cieyer paccMOTPETh TEPMHUHBI «IEIOIPOU3BOACTBOY, «JOKYMEHTAUOHHOE
o0ecrieyeHne  yNpaBICHUSN», «IOKYMEHTUPOBaHHE WH(POpPMAIMNY», «IOKyMEHTHPOBaHHE
yIpaBIEHYECKOH 1eSTETbHOCTHY, «TOKYMEHTOIIOTOKIY, «JIOKYMEHTO000pOT.

Janee HeEoOXOAMMO H3YYUTh OpPraHU3aLUI0 JTOKyMEHTooOOpoTa. Takke HYKHO MOJIPOOHO
POaHAIN3UPOBATh OCOOEHHOCTH pabOTHI C BXOJSAIIUMH M UCXOAALUIMMU JOKYMEHTAMHU.

Kpome TOro, HeoO0XOAMMO  OCTAaHOBUTbCS Ha  HW3YYEHMM  METOJOB  COKpAILIEHUS
JIOKYMEHTO000pOTa.

Crnenyer yaenuTh BHUMAHHUE COJECPKAHUIO KOHTPOJIS MCIIONHEHHUS JOKYMEHTOB, €ro dTanaMm U
TEXHOJIOTHH.

KnroueBble cioBa: BHYTPEHHUH JIOKYMEHT, BXOASIIMNA JOKYMEHT, JOKYMEHTOOOOpOT,
JTIOKYMEHTOIOTOKH, HH(OPMAIIMOHHO-TIOMCKOBAs CUCTEMa, UHAEKCALUs JOKYMEHTA, UCXOASIINHA
JOKYMEHT, KaTajlor, 00beM JIOKyMEHTOO0OpOTa, pAlHMOHAIbHOE JBUKEHHE JIOKYMEHTOB,
PETUCTPALIMOHHO-KOHTPOJIbHASL KapTO4YKa, PETUCTpalus NOKYMEHTA, TEXHOJOTMYECKas cXeMa
JBUKEHUS IOKYMEHTOB, SKCIIEAUIINS.

3agaHue A CaMOCTOSITEIbHON paboThI:

1. U3yunTh KaTeropuaJbHbIN armapar.

2. lopaboTaTh MaTepHalIbl JEKIHH.

3. IlogroroButhest K paboTe Ha JeKIUU. [IoBTOpUTH BOMpOC: OpraHu3aIys JOKyMEHTO00OpoTa
(yueOHas mucuuIuiMHa «JlOKyMEHTHPOBAHHE YINPaBIEHUYECKON NeATeNbHOCTH», JieKuus Ne5).
BEITh TOTOBBIM K OOCYKIEHHIO 3TOTO BOIPOCA B XOJI€ JIEKIIUH.

Ne6 «OcHOBHBIE IPaBUJIA OPraHU3ALUH PA0OTHI € JOKYMEHTAMM».

PexomeHa1um no cocTaBiIeHUIO U JopabOTKe KOHCIIEKTA JIEKLIUH.

PaccmoTpenne maHHON Tembl HEOOXOIMMO HauyaTh C HU3YYEHHsS pOJM HUH(DOPMALMOHHO
CIPaBOYHON PabOTHI CIIY>KOBI AETOMPOU3BOICTBA OPraHU3AIMH.



[lpu »>TOM crmemyer oOpaTuTh BHUMaHHE Ha BHIBI, OJTambl pa3pabOTKH, pa3/elsl
HOMEHKJIaTyphlen. Takke HEOOXOOMMO YSICHHUTh, KaK OCYIIECTBISIETCS TEKyIlee XpaHEHUe
JOKYMEHTOB M UX HCIIOJIb30BaHHE.

UTo 03HAYAIOT «JTUCT-3aMECTUTEIbY, «KAPTa3aMECTUTENb)?

Kpome toro, ciemayer oxapakTepru3oBaTh SKCHEPTU3Y LIEHHOCTH TOKYMEHTOB, KDUTEPHUU OLICHKH
JIOKYMEHTOB, 0()OpMIICHHUE €€ Pe3yJIbTaTOB, pabOTy KCIIEPTHOI KOMUCCHH.

Takke cremyer paccMOTPeTb OCOOCHHOCTH MPOLIECCOB MOATOTOBKH, W3JAHHS, XPAaHEHUS U
HUCIIOJIB30BaHUA KOH(l)I/II[CHL[I/Ia.HBHBIX JOKYMCHTOB. I[anee HYXXHO HM3YUYUTb KaHaJIbI BO3MO>KHOH
yTe4KH HH(POpMAIMU U yTPAThl TOKYMEHTOB. / B 3aKitoueHne He00X0IMMO pacCMOTPETh
TpeOOBaHUS K U3TOTOBJICHHUIO, YUETY, UCIIOIB30BAHUIO I XPAaHEHHIO TepOOBBIX OJIAHKOB.
KiroueBble cioBa: akT, €710, TOATOCPOUHOE XPAHEHHE TOKYMEHTOB, JIOCTYII K JIOKYMEHTaM,
KOHTPOJIb JCWCTBUIM, KOHTPOJb MECTONOJIOKEHUSI JOKYMEHTa, HOMEHKJIATypa Jel, OIHCh,
NpUMepHasi HOMEHKJIATypa JIeN, TeKyllee XpaHeHHEe JOKYMEHTOB, TUIIOBas HOMEHKIATypa Jed,
CBOAHAsd HOMCHKIIATypa ACJ, YHHUYTOXCHUC HOKYMCHTOB, 3KCICPTHU3a LCHHOCTHU AOKYMCHTA.
['epOoBeIii OnaHK, rpud OrpaHUYEHUS JOCTYNA K JOKYMEHTY, 3aIlUIIEHHbIH TOKYMEHTO00O0pOT,
KOMMepuecKkas TailHa, KOH(UICHIMAIbHBIM JOKYMEHT, NPOMBIIUICHHBIA IIMHOHAX, YTPO3bl
JOKyMEHTaM, LIeHHasi HH)OPMAIHSL.

3aiaHue 1715 CaMOCTOATEIbHON paboThI:

1. I3y4nTh KaTeropuaibHbIH ammapar.

2. lopaboTaTh MaTepHabl JEKLIUU.

3. [ToaroToBUTHCS K CEMHHADY.

4. IlogroroButhest K padbote Ha jekuu. [loBTopuTh Bompoc: 3KCHepTU3a LIEHHOCTH I0OKYMEHTOB
(yueOHast nucuumuimHa «J{OKyMEHTHPOBAHUE YIPAaBICHYECKOH IEATENbHOCTH», JeKuus Neb).
BBIT TOTOBBIM K 00CYKICHHIO 3TOTO BOIIPOCA B XOJI€ JICKIIHH.



Ipuio:xxkenue 2

OuneHouHbIe CpeACTBa VIS NPOBeIeHUs IPOMEKYTOYHOH aTTecTauuu
a) Ilnanupyemsblie pe3yJbTaTbl 00y4YeHUs] M OLCHOYHBIE CPeACTBA /ISl NPOBEACHHUS
NPOMEKYTOYHOM ATTEeCTALIUM:

Kon
WHIUKAaTOpa

NHaukaTop 1OCTHIKEHUS
KOMIIETEHIIUH

O11eHOYHBIE Cpe€acTBa

OIIK-7 Cnocob0eH oOCylIeCTBJISATh BHYTPHOPraHU3aUMOHHbIE W MEKBEIOMCTBEHHbIE

KOMMYHHUKaIlUXH, od0ecrneYynBaTh B3aHMOHeﬁCTBHe OpraHoB BJIaCTH C TIpaKIaHaMU,
KOMMEPYECKHMH OpraHm3alusiMi, MHCTUTYTAMH TIPaA)KAAHCKOI0 Oﬁll.leCTBa, cpeacreamMu
MAaCCOBOI UH OopMalum
OIIK-7.1 Pemraer Bormpocs k 3a4ety
POQECCHOHAIBHBIC 1. Yro Takoe MOKYMCHT, C KaKOW LENbI0 OH MOXKET
co3/1aBaThCs?
3a7a4u B obnactu
2. KakoBel  OCOOCHHOCTH  JCJIOBOTO  OOINCHUS U
BHYTPHOPIraHU3ANNOHHBIX | y6yqaerx BRICTYIICHHIT?
u MCKBCIOMCTBCHHBIX | 3. KakoBbl ~ OCHOBHBIE NpU3HAKH  KiIacCH(UKAILNU
KOMMYHHMKAIUH, CBA3CH C | AOKyMEHTOB?
0BILECTBEHHOCTHIO ul4 Yro MTOHUMAETCS o JOKYMEHTAITHOHHBIM
. obecrieueHIEM yIIpaBICHUA?
B3aUMOJACUCTBUA C
5. B dWem cyTh craHmaptuzamuu W YHHQHUKAIHA
HaCCJICHUCM nmokyMeHTOB? Kakue pa3pabaTeiBatoTCsl CTAaHAAPTHI?
6. YeMm ominuaercs OQPOpPMIICHHE PEKBH3UTOB OOIIEro
6yaHKa OT GyiaHKa nMuchbMa?
7. KakoBbl OCHOBHBIE PEKBU3UTHI, WCHOJb3yeMbIC IS
oopMIICHHS TIPUKA3a U PACTIOPSIKCHUS.
8. Kakue (GopMbI MPOTOKOJIOB MOXKHO HCIIOJB30BAaTh B
YIPaBJICHYECKOI NCITEIBHOCTH, B YEM UX OTIHYHC?
9. YKkaxutre OCHOBHBIC TpeOOBaHHSA K O(OPMIICHUIO

JCJIOBOT'O IIKMChbMaA.
10. Kakue xoMILIeKCHI AOKYMCEHTAllUN BKJIIOYACT B cebs
KaapoBas I/IH(l)OpMaLII/IOHHO'Z[OKyMeHTaL[I/IOHHaFI cucteMa?

11. B dem ocobeHHOCTH OQOpPMIICHHS TIPHKA30B II0
JUYHOMY COCTaBy?

12. Urto MMOHUMAETCS noj opraHuzanuen
JIOKyMEeHTOo000poTa?

13. Uto Takoe CXeMbl JOKYMEHTOOO0OpOTa, 3aueM OHH
HYXXHBI?

14. C kaxoi menplo0 pa3padaThIBaOTCA WHCTPYKIMU IO

JeITIONPOU3BOJICTBY, YTO B HUX HEOOXOIMMO NPENYCMOTPETh?
15. VKaXHTe TEXHOJIOTHYECKYI0 II0CIEA0BATEIbHOCTh
9TaroB paboThI C BXOSIIMMH JOKYMCHTAMH.

16. KaxoBa mociie1oBaTenbHOCT ONepaluii Ipu padoTe ¢
BHYTPEHHUMH JTOKyMEHTaMu?

17. C xakoil menpl0 TPOBOAWTCSA (PopMUpOBaHHE eI,
KaKue MpHU 3TOM HEOOXOAMMO COOTI0IaTh TpeOoBaHMs?

18. Urto Takoe HOMEHKIaTypa Jell, C KaKoh IeNIblo
pa3pabaThIBalOTCS THITOBbIE HOMEHKJIATYPBI Jei?

19. Kakyto na(popmMariro conepXxuT HOMEHKIIATypa aei?
20. Uro mOHMMAaeTCs TOJ  OKCIEePTHU30M  IEHHOCTH
JIOKyMeHTa?

21. Kakue kpuTepum UCHIONB3YIOTCS TPH  OIIEHKE
JIOKyMEHTOB?

22. Kax ocymecTsisiercst npueM-niepeiada el B apXuB?
23. Uro Takoe KOHPUICHIIHATBHBIN JOKYMEHT?

24. Kakue oCHOBHBIE yrpo3sl BO3ZHHMKAIOT IpH pabdore ¢

KOH(MICHIIMAILHBIMU JIOKYMEHTaMu?

25. Ykaxure 0COOCHHOCTH BEICHHS JAEIONPOM3BOJCTBA,
00ecIeunBaoIero y4eT U COXPAaHHOCTh KOH(HICHIHAIbHON
nHGOPMALIMHT U JOKYMEHTOB.




Kon

HNuaukatop 1oCTHXKEHUS

OneHouHBIE CpescTBa

HMHAWKATOpa | KOMIICTCHIIUH
26. Yro MOHUMAETCSA oz 3aIUIIEHHBIM
JIOKYMEHTOOOOPOTOM, 3a CYET Yero MOXeT OBITh oOecrieueHa
ero zamuTa’?
27.
OIIK-7.2 OcyH.IeCTBJISIeT aganus | Kommnekr trecroBeix 3aganuii: Nel
sbdextuBHOCTH CcpexctTs | |- PoPMYIp —5TO:
a) ocHoBHas (opMa OKyMeHTa, (GUKCHPYIOMas MpPaBOBBIE
KOMMYHHKaIlUA  MCKIY .
OTHOWIEHUA B [[peBHEPYCCKOM rOCyHapCTBe;
opraHamu BJIACTH, | ) 0co60 BblIENaHHAS KOKA JKMBOTHBIX, NMPUMEHABINASCS B

UCIONB3YeT PE3YJIbTATHI

aHajam3a u OIIEHKHU
uHpOpMALIUKM €  LEINBIO
ONpE/CIICHUsT  PEaKIHH
O0IIIECTBEHHOCTH Ha
roCyaapCTBEHHbBIC u
MYHI/IIII/IHaJII)HI)Ie
MHUIMATUBEI

KauyecTBe OCHOBHOT'O MaTepHaia Juis nuchbMa B J[peBHepycCKOM
rOCyIapCTBe;
B) CaMOCTOSITENBbHOE MOApa3/eleHHe,
JIETIONPOU3BO/ICTBEHHYIO JIESITENEHOCTD;
T) THIIOBas ycrolunBas popma (oOpaselr) oTAeNbHbIX Hauboee
pacIpocTpaHEHHBIX TOKYMEHTOB.
2.  VYcraHoBineHHME eAMHOOOpasms coctaBa W (GopMm
YIPaBICHYECKUX IOKYMEHTOB, CO3/1aBaEMBIX IIPH PELICHUH
OJHOTHITHBIX YIPaBICHUECKUX (YHKIHH:
a) yHuuKanus;
0) cepruduranms;

B) KOJMPOBAHUE;
I') JOKyMEHTHpPOBAHHUE.
3. OOs3aTenbHBIM YCIOBHEM JUI BKJIIOYECHUs] WH(oOpManuu B
nH(OpMaLMOHHBIE PeCypChl, OCYIIECTBISIEMOr0 B MOPSIKE,
yCTAaHABJIMBAaEMOM  OpraHaMH TOCYIAapCTBEHHOW  BIIAcTH,
SBJISIETCS €e:
a) CTaHAapTU3ALNS;
0) 3ammura;

B) JOKyMEHTHPOBAHHUE;

T') BBIKYII TOCYIapCTBOM y YAaCTHBIX JIMII.
4. CpencTBoM yCTpaHEHHS! «OyMaXXHOTO OyMa SIBISETCS:
a) KOMITbIOTEpH3aIHs AETOTPOU3BO/ICTBA;
0) yHuduKkanus JOKyMEHTOB;
B) KJlacCU(UKaIHs JOKyMEHTOB;
T') IPUMEHEHHE Pa3HOCTOPOHHEH OPIrTEeXHUKU
5. 3HaueHHe IOKYMEHTAI[MOHHOTO OOeCIeueHHs yNpaBIeHUs
oTpeeNnseTcs:
a) KOMMYHHUKaIUSIMH;
0) uneHTHduKanuei;
B) (uKcanuei;
T) CyIeOHBIM Pa30HpPaTEITECTBOM.
6. B mpaBoM BepxHEM YNNIy IOKYMEHTOB pacIlioJIararoTcs
CJIE/TyOIINE PEKBU3HTHL: a)
rpud CoraacoBaHUS;
0) OTMETKa O KOHTPOJIE;
B) rpu¢ yTBEpPKACHNUS;
T') agpecar.
7. B 15eBOM BepXHEM Yriy JAOKYMEHTOB pacloJjiaralorcs
CJIE/TyFOIIIE PEKBU3HTEHL:
a) P300S,
0) OTMETKa O HAJTHYUH MPHUIIOKCHUS;
B) OTMETKA 00 HCIIOJIHUTEIIE;
T) KOJl OpraHu3anny.
8. B mpaBoM HI)KHEM yTiTy pactoyararoTcs pPeKBU3UTHIL:
a) OCHOBHOW TOCYAApCTBEHHBIH PETUCTPAMOHHBIN
(OI'PH) ropuaugeckoro
THIa;
0) ko1 GOpPMBI TOKYMEHTA;
B) HACHTH(UKATNOHHBIN HOMep HajoromaTensmuka (MHH);
T) TpU} OTPAHUICHUS TOCTYNA K JOKYMEHTY.

OCYIICCTBJIAIOIICC

HOMEp




Kon
WHNKATOpa

HNuaukatop 1oCTHXKEHUS
KOMIIETCHIIUU

OneHouHBIE CpescTBa

9. B 1€BOM HMKHEM YIUIy pacoJlaratoTcsi peKBU3UTHL:

a) KOJI IPUIHMHBI IIOCTAHOBKH Ha y4eT;

0) OTTHCK IeYaTH;

B) BU3HI;

T') OTMETKa 00 UCIIOTHHTEIIC.

10. K B3auMOHCKITIIOYAIONUM PEKBU3UTAM OTHOCSATCS:

a) amM0JieMa OpraHM3alvu 1 TocyAapCTBEHHbIH repb Pd;

0) KoJ opraHu3any 1 Koa GOpMBI JOKYMEHTA;

B) pETHCTPALlMOHHBIH HOMEp MJOKyMEHTa M CChUIKa Ha
PETUCTpallMOHHBIN HOMEp U

JIaTy TOKYMEHTa;

r) rpud yrBepxkaeHus u medarh.ll. Ecmm oprammzanms
MOBEOMCTBEHHA OTHOBPEMEHHO HECKOJILKUM OpTaHaM
YTPaBIECHUS, TO B Pa3HBIX CUTYalUsIX YKa3bIBACTCS:

a) HETIOCPEICTBECHHO BBIIIECTOSINAS OpTaHM3aLus;

6) camast rIIaBHAs BBIIIECTOSAIIAS OPraHU3aNNs;

B) He OoJee Tpex CTENeHEeH MM0IBEIOMCTBEHHOCTH;

I') He yKa3bIBaeTCs HU OJ[HA BBIIIECTOSIIAs OpraHU3aLus.

12. JlaTo#t ToKyMeHTa MOXeET ObITh AaTa:

a) ero HalMCaHMA U COTIACOBaHMUS;

0) ero moANUCaHUs;

B) €T0 YTBEP)KICHHUS;

T') IPOBEACHUS 3aCEeJaHus], HA KOTOPOM IPHHSATO PEUICHHUE.

13. JIaTbl B JOKYMEHTaX MOTYT OBITH O()OPMIICHBI:

a) 22.08. 1997;

0) 22 aBrycra 1996 rona;

B) 1988. 02. 22;

r) 22 aBrycrta 1997 1. 13 wac.45 muH.

14. Kakue pekBU3UTH TOKYMEHTOB IHIIYTCs, KaK MPaBUIIO, OT
pYKH:

a) BU3a;

0) pe3ouronus;

B) TIOJIITUCH;

T) ajgpecar.

15. K KkakuM peKkBU3UTaM OTHOCSATCS CJIOBa:

a) «BepHo» A)
0) «Jlmst CITy’keOHOTO MTOJTb30BAHUS b)

B) «3aMevaHus mpuiiaratcs» B)
r) «ITerpoB M.K. 924-76-40» I')
16. PeKBU3HUT «IOANKUCH)» HAa Pa3HBIX JJOKYMEHTaX BKJIOYAET:

a) JIMYHYIO POCITUCH aBTOpa JI0KyMEHTa;

6) TMYHYIO POCTINCH PYKOBOIUTENS U €€ PaciIn(poBKy;

B) YKa3zaHHe JJOJDKHOCTH, JIMYHYIO POCITUCH PYKOBOAUTENS U €€
pacundpoBKy;

T') yKa3aHHe JIOJDKHOCTH, HAMMEHOBaHHE OpraHu3allly, JINIHYI0
POCIHCH PYKOBOANTEIIS,

ee pacmugpoBKy.

KommnexT TecToBbIX 3anaHuii: Ne2

1. Kakoe cokpaiienue siBisieTcst abOpeBHaTypoii:

a) AI'3 MUC Pd;

6) Mocanepro;

B) cTar(isamms;

r) o/™, /0.

2. CnoBo, KOTOpoe 0003HaYaeT HOBOE TIOHATHE, yHIOTpeOIsieMoe
B JIOKYMEHTax, —

370!

a) abOpeBHaTypa;

0) CHHOHHM,;

B) HEOJIOTHU3M;




Kon
WHNKATOpa

HNuaukatop 1oCTHXKEHUS
KOMIIETCHIIUU

OneHouHBIE CpescTBa

T) apxausMm.

3. Ortbepure npUHOUI  OPHUIHMAIBEHO-ICIOBOTO  CTHIIA
JOKyMEHTAIHH:

a) MPeI0CTaBICHUS MaKCHMAJIEHO BO3MOKHOH HH(OpMAIIHH;
6) MpUMEHEHHE CIIOB «MBI BBIIOIHUMY, «SI CHEJIAI0»;

B) OTPaHMYEHHOCTH B IPUMEHEHUH SI3bIKOBBIX CPEJICTB;

T') IPUMEHEHUE YETKUX OTBETOB «JIa», «HETY.

4. Jlexcudeckoe COKpalleHUE CIIOBA, YHOTpeOiseMoro B
JIOKyMEHTaX — 3TO:

a) abOpeBuaTypa;

0) CHHOHMM;

B) HEOJIOTH3M;

T) TAPOHHM.

5. Uro He OTHOCHTCS K OQHIHANTLHO-IEIOBOMY CTHIIIO
JIOKyMEHTa!

a) aJIpecHOCTh HHPOPMALINH;

6) TemMaTHUeckas OrpaHWYEHHOCTh B NMPUMEHEHHH SI3BIKOBBIX
CPEICTB;

B) MIPEAOCTaBICHHE MaKCUMaJIbHO BO3MOKHOM HH(opManuy;

r) yHU(DUKaIKS TOKYMEHTA.

6. K mpaBuiaM e0BOro 3TUKETa OTHOCSTCSI:

a) HETOPOIUIUBOCTh C OTBETOM;

0) 6;maromapHOCTB 3a OTBET WJIH JACHCTBUCE;

B) 00CTOSITENEHOE H3TI0KEHHE JOKYMEHTA;

T) yMEHHE CIyIaTh APYTHX JIoJei.7. B kakom nokymeHTe
HCTIONB3YIOTCS CIIOBA «... B IPOTUBHOM citydae Bam OymyT
IpeabsABICHbl ITpadHBIE CAHKIMM» B KAa4eCTBE S3BIKOBOH
(hopMyJIBI, KaK pe3ysbTaTa

YHU(HUKALNY S3bIKOBBIX CPE/ICTB:

a) B TapaHTUIHOM IHUCHME;

0) B peKJIaMallMOHHOM IHCHME;

B) B MH(GOPMAIIMOHHOM ITHCHME;

T) B IUCbMe-HAllOMUHAHUH.

8. CnoBa, KOTOpbIE CTAHOBATCS HEO(HUIIMATIBHBIM 3aMEHUTEIIEM
TEepMHHA U MX IPUMEHEHHNEB JIOKYMEHTaX HEAOIyCTUMO, — 3TO:
a) MpoheCCHOHATN3MBL;

0) CHHOHHMBI,

B) HEOJIOTH3MBI,

T') TAPOHUMBIL.

9. 3aKOHYEHHBIH B CMBICIIOBOM OTHOIIECHHH OTPE30K TEKCTa,
[O3BOJIAIOIIUN yCTaHOBUTh

3Ha4YeHHE BXO/SIIEr0 B HEro CiIoBa WM (hpasbl — 3TO:

a) aHHOTAIIHS;

0) pedepar;

B) KOHTEKCT;

') KOHCIIEKT.

10. Perynupyromas (#esTeIbHOCTh OpraHM3alMi) cpexaa
BKJIFOYAET:

a) TOCY/IapCTBEHHBIE CTAHAAPTHI;

0) oOIIeCTBEHHBIE OXKUIAHMS,

B) PEKOMEH/IAINH, OTPaXKaIOIIHe IIEPEIOBOM OIIbIT;

r) HOPMaTHMBHbIE JIOKYMEHTBI, OTpaKalollhe IesTelbHOCTh
OpraHHu3aIiH.

11. TlomuTuka ympaBjieHHs JOKYMEHTaMH OpraHHU3aliu
MIO3BOJISIET:

a) MOBBIMATH YPGEKTUBHOCTD JIEATEIHHOCTH OPraHU3allnu;

0) cobmoaaTh TpeGoBaHuUs 3aKOHOJATEIHCTBA u
peryJMpyIoLIel cpenbl;

B) M30eXaTh PHCKOB MNpPEANPHHUMATEIbCKOW AESTEIbHOCTH,
CBSI3aHHBIX C JIOKYMEHTaMHU;
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T') COXpaHATh MaMATh OPTaHU3AINH, HHANBHAA U oOmiecTBa.12.
K  mpurmmmam — pa3paboTkd  mporpaMM  YIpPaBICHUS
JIOKYMEHTaMH OTHOCHTCSI:

a) OIICHKAa PHCKOB, CBA3aHHBIX C OTCYTCTBHEM O(HIIHATBHBIX
JIOKYMEHTOB,

0) onpenenieHye MPaBUII CO3JaHUS METAIaHHBIX O JIOKYMEHTaX;
B) olecreyeHue XpaHEHUS JOKYMEHTOB B Oe€30MacHOW u
3allMILEHHOM Cpene;

I) ONpeJelieHue BO3MOXHOCTEH MOBBINICHUSI 3()(PEKTHBHOCTH
pabOoThHI OpraHU3aIUuH

B pe3yJIbTaTe KaueCTBEHHOTO YIIPABICHHS JOKYMEHTaMU.

13. PacnpeneneHue OTBETCTBEHHOCTH 3a JOKYMEHTALlMOHHOE
obecrieueHNe yIIpaBICHUS

TIPEIIoIaraeT OTBETCTBEHHOCTE!

a) BceX COTPYIHHUKOB OpPTaHH3aINH 32 ;
0) CHCTEMHBIX aIMIHUCTPATOPOB 32 ;
B) pPyKOBOJICTBA OpTaHHU3aINH 32 ;

T') cekpeTapei 3a .
14. Ecnu JOKYMEHT SIBJISIETCSL TEM, YeM JOJDKEH OBITh; CO3JaH
WM OTHPABJICH JIUIIOM, YIIOJTHOMOYEHHBIM Ha 3TO, a TaKKe B TO
BpeMsl, KOTOpOe yKa3aHO Ha JOKYMEHTE, TO 3TO 03HA4aeT ero:
a) I0CTOBEPHOCTb,

0) LIEITOCTHOCTB;

B) ayTCHTUYHOCTE;

T) IPUTOIHOCTD IJISl HCIIOTBb30BAHHS.

15. Crpateruss ~ BHEOPEHHMsI  JOKYMEHTHBIX  CHCTEM
MpeayCcMaTpUBACT:

a) MPOEKTHPOBAHNE TOKYMEHTHBIX CHCTEM;

0) OJATOTOBKY COTPYIHHKOB, paOOTAIONIUX C TOKYMCHTAMHU;

B) COOTBETCTBHE IOKYMEHTOB PETYJIUPYIOLIEH cpeie;

I') KOHBEPTALMIO JOKYMEHTOB B HOBBIE JOKYMEHTHBIE CUCTEMBI,
thopMmarTs!.

16. CnocoOHOCTh JOKYMEHTHOW CHCTEMBI JJIMTENBHO U
NpPaBUIBLHO (PYHKIIMOHUPOBATD

B COOTBETCTBHH C TpeOyEeMBIMH IPOIICypPaMU O3HAYACT €e:

a) HaJIeXKHOCTD;

0) 2 PeKTHBHOCTE;

B) IIEJIOCTHOCTE;

T') KOMIUIEKCHOCTb.

17. CnocoOHOCTh JOKYMEHTHOW CHCTEMBI MpPEIOTBpaIIaTh
HECaHKIIMOHUPOBAHHbIE

JOCTYNIl K JOKYMEHTaM, HMX YHHYTOXXCHHE, WU3MEHEHHE WM
MepeMeIeHHs 03HAUaeT ee:

a) HaJIeXHOCTh;

0) 23 PEeKTUBHOCTS;

B) LICJIOCTHOCTB;

r) KOMIUIEKCHOCTb.18. Merononorusi MNpOEeKTHUPOBaHUS U
BHEJIPEHHS JIOKYMEHTHBIX CHCTEM BKIIIOYACT:

a) aHAJIN3 JEJOBOM JIESITeIbHOCTH OpraHu3allly;

0) OIIEHKY CYIIECTBYIOIIUX JIOKYMEHTHBIX CHCTEM;

B) MOHUTOPHHT, OLICHKY, KOPPEKTHUPYIOIINE NEHCTBHS;

T) IpeKpaleHne MPUMEHEHHS IOKYMEHTHBIX CUCTEM.

19. OOvexkramMn yHU(UKANMA W  CTAHAAPTH3AIWH B
YIIPABJIEHYECKON JESITEIbHOCTH

SBIISIFOTCSL:

a) TepMUHBI, WUCIONb3yeMBbIE TPH PabOTe C YIMpPaBICHYECKOH
nHpOpManuei;

0) opraHM3aIOHHBIE CTPYKTYPbI OpraHu3anuii, yupexxJIeHui n
HOPENpUSTHH;

B) ynpaBJieHYeCKHE QYHKIINH;
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T) yIIpaBJIeHYECKask JOKYMEHTALNSI.

[IpakTuueckue 3ananus:

Kpoccsopa 1.

IMo ropmsontamm: 1) 3ammchk WHOOPMAIMHM Ha PA3TUIHBIX
HOCHUTEJISIX 10 yCTAaHOBJICHHBIM IIpaBHiIaM; 2) YCTaHOBIICHHE
KOJIMYeCTBA M COCTaBa JOKYMEHTOB B E€IMHHUIAX Y4eTa H
(uKcanys PUHAUIOKHOCTH KaXJOH eOUHUIEI ydeTa K
ONpEeNIeICHHOMY KOMIUIEKCY U 00IeMy HUX KOJUYECTBY B
YUYETHBIX JOKYMEHTaX; 3) Y4YETHBIH JOKYMEHT, COJIEp Kallluii
Ha3BaHUE, CBEACHHS O KOJINYECTBE, COCTaBE JOKYMEHTOB (hOH/Ia
M MeCcTe €ero  XpaHeHHs, NpeJHa3HaYeHHBIA Ui
[EHTPAM30BAHHOTO  ydYeTa JOKyMEHTOB; 4) TepedeHb
ounuanbHBIX HAaNMEHOBAaHMH XPAHSMIUXCS, BHIOBIBIINX H
MOCTYMAIOIINX APXWBHBIX (DOHIOB B TOpSAKE BO3pAcTaHHA
NPUCBOCHHBIX ~ MM HOMEpOB; 5)  MpPEAyCMOTPEHHBIC
HOPMAaTHBHBIMH  JIOKYMEHTaMH  YCJOBHUS  HCIIOJBb30BaHMS
apXMBHBIX M KOH(HICHIMAIBHBIX NOKYMEHTOB; 6) mudposoe
n/unu OyKBeHHO-IM(pPOBOEe 0003HAUCHHUE Je1a B HOMEHKIIATYpe
JIell OpraHu3aluy, HAHOCUMOE Ha ero OOJIOKKY; 7) CBOWCTBa
JIOKyMEHTa, OOYCIIaBJIMBAIOLINE €ro KyJbTYPHOE, Hay4YHOE U
T.I. 3HaueHHe; &) BOCCTAHOBJICHUE II€PBOHAYAIBHBIX WU
OJMM3KUX K MEpPBOHAYAJIBHBIM CBOWCTB M BHEIIHUX NPHU3HAKOB
ApXMBHOTO JIOKYMEHTa, IIOABEPIIIETOCs TMOBPEXKICHUIO WIH
paspyuieHuo; 9) cpeicTBO THPaXHUPOBAaHUS JOKyMeHTOB; 10)
YUYETHBIN JOKYMEHT, COAEp Kallii MepeueHb JOKyMEHTOB Aeja
C yKa3aHHEM MOPSIKOBBIX HOMEPOB JOKYMEHTOB, UX HHICKCOB,
Ha3BaHW, [aT, HOMEpPOB IMCTOB; 11) mpuMeHEeHHE
nH(pOpMaIMK JOKYMEHTOB B KYyJBTYPHBIX, HAay4YHbIX W T.IL
LeJIsX, a TAKXKe JJIsl 00eCTIeYeHUs] 3aKOHHBIX TIPaB U HHTEPECOB
rpakaad; 12) crnpaBouyHHK, B KOTOpOM HHGpOpManus o
JIOKYMEHTaxX pacrlolokeHa B COOTBETCTBUM C BBIOpaHHOU
cxeMo  kimaccubpmkammu; 13)  IOKyMEHT, TIOJHOCTBIO
BOCTIPOM3BOAAIINA HHGOPMALHIO IOJJIMHHOTO JOKYMEHTa H
BCE €r0 BHEUIHHE NPU3HAKU WM YacTh MX, HO HE MMEIOIINI
Iopuandeckod  cuibl;  14)  n3MeHeHWe IepBOHAYalBHBIX
(PM3UKO-XMMHUYECKUX CBOMCTB JOKYMEHTa IO/ BO3/EHCTBHEM
BHEIIHUX ¥ BHYTpEHHHX (akTopoB; 15) mepBedi wim
EJIMHUYHBIA  JK3eMIUISIp  O(HUIMANbHOrO J0KyMeHTa;, 16)
IOpUANYECKOEe WM (QU3HYECKOe JIMIO, B JEATEIBHOCTH
KOTOpOoro oOpasyeTcs JOKyMEeHTaldbHBIM (oHxm; 17) cpencTtso
XpaHeHHs IOKYMEHTOB.

ITo Beptukamu: 1) ABMXKEHHE JOKYMEHTOB B OpPraHM3ALlUU C
MOMEHTa HX CO3JaHHi WM TIOJNydYeHHs [0 3aBepIICHHUSI
UCTIONIHEHUS WM OTHpaBieHus; 18) 3anmmuce yueTHBIX JaHHBIX O
JIOKyMEHTE I10 YCTaHOBJIEHHOH opMme, pukcupyromas GakT ero
CO3J1aHus], OTIPABJICHUSI WM TMOJy4eHHs; 19) NMOKyMEeHT win
COBOKYIHOCTb JJOKyMEHTOB, OTHOCSIIUXCSI K OJHOMY BOIPOCY
WIK Y4acTKy JAEATEIIbHOCTH M IOMELICHHBIX B OTAENbHYIO
0010kKy; 20) opraHu3anus WM CTPYKTYPHOE T0J(pa3JieicHue,
OCYILECTBIISIIONIEE [UINTENbHOE WIM IOCTOSHHOE XpaHEHUe
OKOHYEHHBIX JIOKYMEHTOB C IIETI0 MX HCIIOJB30BaHMA; 21)
CPEICTBO KacCOBOM OPITEXHHWKH;, 22) KONHUS YacTH TeKcTa
JIOKyMeHTa, O(OpMIJIEHHAass B YCTAHOBICHHOM Topsake; 23)
CPEICTBO HM3TOTOBICHHUS HM300pa3UTENBHBIX JTOKYMEHTOB; 24)
CHenuanbHO  000pyIOBaHHOE TIOMEIIEHHE Uil XPaHEHUS
apXUBHBIX  JOKYMEHTOB; 25) TOBTOPHBIH  SK3EMIULIP
MOJIMHHUKA JIOKYMEHTa, UMEIOLMH I0pHINYECKYI0 CHITy; 26)
(u3nueckoe WM IOPUIMYECKOE JIMIO, CO3/aBIIee JOKYMEHT;
27) opunmabHbIH JOKYMEHT, UMEIOIINI IOPUANYECKYIO CHITY U
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coJieprKamii HHPOPMAIIHIO O TPEIMETE 3aIPOca, ¢ yKa3aHUEM
MOMCKOBBIX JAHHBIX JOKYMEHTOB; 28) 0TOOp NOKyMEHTOB Ha
XpaHEHHE WM K YHHYTO)XKEHHIO, a TAKKE YCTAHOBJICHHUE CPOKOB
MX XpPaHEHUS HA OCHOBE NPUHATHIX KPUTCPHEB.

Kpoccropz 2.
ITo ropusoHTanu: 1) HOPMATUBHBIA MOKYMCHT, COJACPKAIIUI
CHUCTEMATH3UPOBAHHBIN nepeueHb CTPYIIITUPOBAHHBIX

HAMMCHOBAHUN OOBEKTOB M TPHUCBOCHHBIC KM KOJBI, 2)
HOPMATHBHBIA  JOKYMCHT, 3aKpCIUIIIOMNN  yHU(DUKAIUIO
JIENIOTIPOM3BOICTBA; 3) (UKCAlMs HA MaTCPUATLHOM HOCHTEIIEC
nHPOPMAIMH  C  pPEKBU3WTAMH,  IO3BOJIIONIUMH €€
WACHTU(QHUINPOBATH; 4) yCTAaHOBJICHHE EAMHOO0pa3ns cocTaBa U
(opM  ymOpaBIEHYECKHX JOKYMEHTOB, CO3[aBaeMBIX IIpH
peIICHHH OJHOTHIHBIX  yIpaBiIeHYCCKHX  (QYyHKOWH; 5)
nHpOpManus, PUKCHPOBAHHAS Ha KAKOM-JTHOO MaTepHAbHOM
HOCHTETIE.

ITo Beptukanu: 1) nupposoe obo3HadeHUEe POPM JOKYMEHTOB B
XO0ZIC COCTaBICHHSA KiIacCHPUKaTOpoB uHPopMaiuu;, 6)
uudposoe o0o03HayeHue, SBJIAIOIICECS 3JIEMEHTOM
HUACHTU(PUKAIIMK OOBEKTOB B XOJe WX Kiaccudukanuu; 7)
MEXIYHAPOAHBIA JIOTOBOP MO OMpeelieHHOMY BOmpocy; 8)
OpTaHU3AIS WA CTPYKTYpHOE OIpa3ieIeHue,
OCYIIECTBILIOMIEE TOJITOBPEMEHHOE MIIH IIOCTOSTHHOE XpaHCHUE
OKOHYCHHBIX JeN; 9) BHECCHHE JOIDKHOCTHBEIM JIMIIOM B
odunranbHEIe JOKYMEHTHI 3aBEOMO JIOKHBIX CBEICHHUN WIIN
UCTIpaBJICHUH, HCKAXKAIOIMNX MX JCHCTBUTEIBFHOE CONEPKAHNE;
10) ciHOHMM cJ10Ba OT0BOD; 11) MOKYMEHT, TOATBEPIK IATOIITHIA
COOTBETCTBHUE MPOAYKIUH, IIPOIIECCOB U YCIYT YCTAHOBJICHHBIM
TPpeOOBAHUSIM.

0) Ilopsanox mnpoBegeHMs TNPOMEKYTOYHOM AaTTECTANMH, IOKAa3aTeJM W KPHTECPHH
OlLICHUBAHMSA:

[TpoMexyTouHass arTecTalysl BKJIIOYAET TEOPETHUUECKHUE BOIPOCHI, IO3BOJISIOLINE
OLICHUTh YPOBEHb YCBOCHMS OOYUaIOIIUMUCS 3HAHUMU, U MPAKTHUYECKHE 33JaHUS, BBISBISAIOLINE
CTeneHb CPOPMUPOBAHHOCTH YMEHUH U BIIaICHUI, TPOBOAUTCS B (hopMe 3aueTa.

3ayer Mo JaHHON NUCIMIUIMHE MPOBOJIUTCS B YCTHOM (hopMe mo Bompocam K 3adery,
KOTOPBIN BKJIIOUAET OJUH TEOPETUYECKUI BONPOC U OJIHO MPAKTUYECKOE 3a/IaHUE.

IToxa3aTe/in 1 KpUTEPUHU OLIEHUBAHUS

- «3a4TE€HO» - BBICTABIISETCS MPU YCIOBHH, €CIIM CTYJIEHT IMOKA3bIBAET XOPOILINE 3HAHUS
yu4eOHOro MaTepuasja IO TeMe, 3HaeT CYIHOCTh JUCHMIUIMHBI, CBOOOJHO BBINOJHSET
MPAKTUYECKHE 3a/1aHusl.

ITpu 5TOM CTYIEHT JIOTMYHO U IOCIEN0BATENBHO U3JIaracT MaTepUaj TEMBbI, PACKPHIBAET
CMBICI BONpOCa, JaeT YAOBICTBOPUTENIbHbIE OTBETHI Ha JOMOJHUTENIbHBIE BOMPOCHL.
JloTIONIHUTENBHBIM ~ YCIIOBUEM IIOJIyYE€HHS OLIEHKM MOTYT CTaTh XOpOIIME YCIEXU MpHU
BBITMIOJTHEHUH CaMOCTOSITETLHOM M KOHTPOJIBHOM paboThI, CUCTEMaTHYecKas akTUBHas paboTa Ha
NPAaKTUYECKUX 3aHATHUSX.

- «HE 3aUTEHO» - BBICTABIIAETCS NPHU YCIOBUH, €CIU CTYJIEHT BIAJEET OTPHIBOUHBIMHU
3HAHUSMHM O CYLIHOCTH JAMCLUIUIMHBI, Ja€T HENOJHBIE OTBETHI HA BOIPOCHI U3 OCHOBHOM
JUTEpaTyphl, PEKOMEHJOBAHHON K KypCy, HE MOXKET OTBETUTh Ha JOMOJHUTEIbHbIE BOMPOCHI,
IIPEJI0KEHHBIE IIPETIOAABATEIIEM.




Ipuioxkenue 3
MeToanueckue peKOMEHIAUM IJIs1 CAMOCTOSITEIbHOM PadOThI CTYIEeHTOB

B npornecce BBINOIHEHUS CAMOCTOSTEIBHOM pabOThl CTYIEHTHl JOJIKHBI HAyYUTbCS
BOCIIPHHMMATh CBEJIEHUS Ha CIyX, (UKCHpPOBATh WH(POPMAIMIO B BUJE 3alUCEH B TETpalsx,
paboTaTh C MUCbMEHHBIMU TEKCTaMH, CAMOCTOSITEIbHO U3BJIEKAs U3 HUX I1OJIE3HbIE CBEACHUS U
opopmisii MX B BHAEC TE3MCOB, KOHCIEKTOB, CHCTEMAaTH3MpPOBAaTh WH(POPMAIMIO B BHJE
3aI10JIHEeHUs TaOJIMLl, COCTAaBIEHHs cXeM. Ba)kHO HayunThCsl BBIIEISTH IJIaBHBIE MBICIIU B JIEKLIUU
npernojaBarens JUOO B MHCbMEHHOM TEKCTE;, aHAIM3MPOBATH SBICHHSA; ONPEACISATH CBOIO
HO3MIIMIO K MOJIyYEHHBIM Ha 3aHATHUAX CBEICHHSIM, YETKO (POPMYJIUPOBATh €€; apIyMEHTUPOBATh
CBOIO TOYKY 3pEHHUA: BBICKA3bIBATh OLICHOYHBIC CYXKICHMS; OCYIIECTBIATh CaMOAHAJIM3.
Heo6xonumMo yuuThCsl BiIaieTh YCTHOM M NHMCBMEHHOM peublo; BECTH IHMAJIOr; y4acTBOBaThb B
JMICKYCCHH;, PAacKpbIBaTh COJAEp)KaHHE H3y4yaeMoil mpoOiIeMbl B MOHOJOTHYECKOW peuu;
BBICTYIIAaTh C COOOLIECHUSMH U JTOKJIAJIAMU.

KoncnexkT nexuuu. CMBICI IPUCYTCTBUS CTYIEHTA Ha JIEKLUU 3aKI0YAET BO BKIIOUECHUU
€ro B aKTHBHBIN MPOIECC CIYIIAHUS, TOHUMAaHUs U OCMBICIICHHUSI MaTepHaa, MoAroTOBJIEHHOIO
npernojiaBaresaeM. DTOMY CHOCOOCTBYET KOHCIIEKTHUBHAs 3alMCh MOJYyYEHHOH HMHdopMaiuu,
IIOMOILBIO KOTOPOM B JAJIbHENIIIEM MOXXHO BOCCTAHOBUTH OCHOBHOE COZAEPKAHNE IIPOCITYIIAHHON
JIEKLUU.

J71s1 ycrenmHoro BBITIOJIHEHUSI 3TOM pabOThl COBETYEM:

- TIOArOTOBUTH OTIENbHBIE TETPAAU Ul KaXA0r0 MpeaMeTa. 3aluch B HUX JIyYIle BECTU
Ha OJHOW CTOpPOHE JIMCTa, YTOOBI TO3/1HEE HAa YHUCTOW CTPAHUIE 3amUCcaTh JIOTIOJIHEHHS,
YTOYHEHUS, 3aMEYaHus, a TaKXKe COOCTBEHHbIE MbICIH. C MOMOIBIO PA3HOLBETHBIX PyYeK WU
¢romacTepoB MOKHO OyIE€T BBIACTUTH 3ar0J0BKH, PA3JIeNbl, TEPMUHBI U T.]I.

- HE 3alMChIBaTh NOJPSJA BCE, YTO TOBOPUT JieKTOop. CrapaliTech BHayajle BBICIYIIATh U
NOHTh MaTepuall, a 3aTeM YK€ 3a(pUKCHUpOBaTh €ro, HE YIyCKas OCHOBHBIX IOJIO)KEHUH U
BbIBOZIOB. CoXxpaHsAHTe JIOTUKY H30keHus. OOpatuTe BHUMaHUWE Ha HEOOXOAMMOCTb TOUYHOU
3aIACH ONPEJICTICHUN U TTOHSATHM.

- OCTaBUTb MECTO Ha CTPAaHHUIE CBOOOJIHBIM, €CIM HE YCIIEIM OCMBICIMTH M 3a-IUcaTh
yacTh MHGopManuu. [1o okoHUaHHIO 3aHATHS C IOMOIIBIO OJIHOKYPCHUKOB, ITPENoaBaTelis Win
y4eOHHKa Bbl CMOKETE€ BOCCTAHOBUTH YIYIIEHHOE.

- yIesTh BHUMaHNUE TpaMOTHOMY oopmiieHuto 3anuceil. Hayunurech rpaduuecku scHO U
yI0OHO pacrojiaraTh TEKCT: BBIWICHATh a03allbl, MOJYEPKUBATh IJaBHBIE MBICIH, KIIOUEBbIE
CJIOBa, [TIOMEILATh BBIBO/BI B paMKH U T.1. HemanoBaxkHoe 3Hau€HUE UMEET U YeTKas CTPYKTypa
JIEKLUHU, B KOTOPYIO BXOAMT IIJIaH, JOTMYECKH BBICTPOCHHAsSI KOHCTPYKIHS OCBEILEHUS KaXA0Ir0
IyHKTa IJlaHa ¢ apryMEeHTaMHM U J0Ka3aTelIbCTBaMH, Pa3bICHEHUSMU U NpPUMEpaMH, a TaKxKe
CIIMCOK JINTEPATYPHI 110 TEME.

- HAY4YUThCS TUCaTh pa30opunBo U ObicTpo. UTOOB! B JabHENIIEM HE TPATUTh BpeMs Ha
pacuppoBKYy COOCTBEHHBIX 3amlMcei, CIeAUTE 3a AKKypaTHOCTBIO IMOYEpKa, HE HKOHOMbBTE
Oymary 3a cyeTr yIUIOTHEHHS TekcTa. KoHcnekTupys, moJab3yHTeCh OOIIEPUHATHIMU
COKpAILIEHUSIMH CJIOB U YCIOBHBIMHM 3HAaKaMM, €CIIM €CTb HEO0OXOAMMOCTb, TO MpHU-TyMailTe
COOCTBEHHBIE COKpAILIEHUSI.

- YMeTb OBICTPO M YETKO MEPEHOCUTH B TETPaJb rpaduuecKkue pUCYHKU U Tabmuibl. s
ATUX LEJEN MPUTOTOBBTE MPO3PAYHYIO JIMHENKY, KapaHJall U pe3suHKy. CTapaiiTech Kak MOXXHO
TOYHEE CKONMPOBATh N300pakeHue ¢ JOCKU. Eciiu HarisAHbIi MaTeprai TpyAHO BOCTIPOU3BOIUM
B YCIIOBUSIX JIEKIIMH, TO C/IETIATe €ro CI0BECHOE OnucaHue ¢ 00001IaI0NMMH BBIBOAAMH.

- IPOCMOTPETh CBOM 3aIMCH IOCJIE OKOHYaHMs JeKuuu. [lomuepkHUTE U OTMETHTE
pa3HbIMH I[BeTaMH (hiromMacTepa BaKHbIE MOMEHTHI B 3anucsX. VcrpaBbTe HETOUHOCTH, BHECUTE
HeoOXoiuMblIe 1onoHeHus . He TpaTtbTe Bpemsi Ha epenuchiBaHue KOHCIIEKTa, €CIIM OH OKa3acs
HE COBCEM ynauyHbIM. COBEPIIECHCTBYUTECH, 3aIIMCHIBAs ITOCIIEIYIOIINE JIEKIIHH.



IHoaroroBka k ceMMHapckuM 3aHATHAM. CeMUHAp — OAMH M3 OCHOBHBIX BHJIOB
NPAaKTUYECKHUX 3aHATUN IO TYMaHUTAPHBIM JUCIUILIMHAM. OH MpenHa3zHaueH JUlsl yIriyOIeHHOro
U3y4eHUs OTJENbHBIX TeM U KypcoB. 1o ¢popme npoBenenus ceMuHapbl OOBIYHO MPEICTABISAIOT
co0oi perieHue 3a1a4, 00CyXKAeHUE JTOKIAI0B, Oeceny Mo MIaHy WU TUCKYCCHIO TI0 Ipobieme.

IToaroToBka K 3aHATHUSIM 3aKJIIOYAETCS, IPEXK/IE BCErO, B OCBOEHHH TOTO TEOPETUYECKOTO
MarepHaia, KOTOPhIA BBIHOCUTCA Ha oOcyxaeHue. st 3Toro HeoOX0aIuMO B MEPBYIO OYEpelb
HepevYnTaTh KOHCIEKT JEKIMU WIN pa3zeiibl yueOHHUKa, B KOTOPBIX IPUCYTCTBYET YCTaHOBOUHAs
uHpopmanus. M3yueHne peKOMEHAOBAHHON JHUTEPAaTyphl HEOOXOAWMO CleNaTh MaKCUMAaJIbHO
TBOPYECKHU — HE MPOCTO YKJIaJblBas B MaMsTh HOBbIE CBEJECHUS, a OCMBICINBAS U aHAIU3UPYS
MatepHuai. 3aKpenuTh CBOM 3HAHUS MOXXHO C TOMOUIBIO 3amuceil, BBIMUCOK WM TE3UCHOTO
KOHCIIEKTA.

Ecnu cemunHap mpencraBiieH JOKJIAJaMH, TO OCHOBHAas OTBETCTBEHHOCTh 3a €ro
IIPOBE/ICHUE JISKUT Ha JokIaauukax. Kak caenars 3To ycnemHo cMOTpuTe B pasjene «/loxmam.
OpHako poib OCTAJBHBIX YYAaCTHUKOB CEeMHMHApa HE JOJDKHA ObITh MaccuBHOM. CTYHEHTHI,
IpOCITyIIaB J0KJaJl, 3alMChIBAIOT KPATKO IJIaBHOE €ro COAEp KaHUE M 3aJal0T BHICTYNAIOLIEMY
YTOUHSAIONINE BOMPOCcoB. UeM OoJiee OCHOBATENBHOM ObLIAa JOMAIIHSAS MTOATOTOBKA MO TEME, TeM
aKTUBHEE IMPOMCXOAUT O0OCYXIeHHE MpoOJeMHBIX BompocoB. Ha cemuHape Bcsiuecku
MOOIIPSIETCS.  TBOPYECKAsl, CAMOCTOSTENbHAS MBICTb, JAaeTCs BO3MOXKHOCTH BBICKA3aTh
KPUTUYECKHE 3aMeYaHusl.

becema mo tulaHy mpexactaBiseT coOoOW  3apaHee IOATOTOBIEHHOE COBMECTHOE
00-Cy>KJIeHHE BOIIPOCOB TEMBbI KaKIbIM U3 YYaCTHUKOB. JTa (hopMa norpedyeTr OT CTyIeHTOB He
TOJILKO XOPOIICH CaMOCTOSATEIBHOW MPOPa0OTKHA TEOPETUYECKOTO MaTepuana, HO M YMEHHE
y4acTBOBaTh B KOJUIEKTMBHOM IMCKYCCHM: KPAaTKO, YETKO U SCHO (OpMYJIMPOBATh M U3JaraTb
CBOIO TOYKY 3pEHHS Tepel COKYpPCHHKaMH, OTCTaWBaTh MO3WIHMI0O B HAYYHOM CIIOpE,
HNPUCOETUHATHCS K 4y>KOMY MHEHUIO WM OIIIIOHUPOBATh JPYTUM YUaCTHUKAM.

Pedepar — camblii pocToil 1 HaMMEHEE CaMOCTOSTEIbHBIN BUI MUCHBMEHHOW pabOTHI.
CyTb €ro coCTOUT B KPAaTKOM H3JI0XKEHUHU COJEpKaIlMXCs B HAYYHOH JMTEpaType B3IJISIOB U
UjeH 1o 3ajanHoi TeMe. Pedepar He TpeOyeT OpUTrHHATBPHOCTH M HOBH3HBL. B HeM OIlcHUBaCTCS
YMEHHE CTyJleHTa paboTaTb C KHHUIOW: BBIACNATH U (OPMYJIMPOBATH MpoOsieMy, OTOMpaTh
OCHOBHBIE TE3MCHI U BCIIOMOTATEJIbHBIE JTAHHBIE, JIOTHUECKH BBICTPAUBATh MaTepHall, TPAMOTHO
0(OpPMIIATH HayYHBIN TEKCT.

CryaeHnrtaM npejiaraeTcs Ba Buja pedepaTHbix padoT:

PedepupoBanne HayyHOH JIMTEpaTypbl MPEACTaBISIET COOON COKpalleHHOE H3JI0KEHHE
COJIepKaHUsl CTaThU WM KHUTH C OCHOBHBIMH CBEIEHUSMH W BBIBOJAaMHU. Takue pedepaTs
aKTyaJbHbI TOTJIa, KOT/Ia B IOPUIUYECKUX MCTOYHHKAX MOSBISAETCS HOBBIH TEOPETHUECKUN WU
NpakTUYeCKHid MaTepuasnl 1o wu3ydaemoil Teme. OT cTydeHTa TpeOyeTcs, BHUMATEIbHO
03HAaKOMUBIIMCH C TIEPBOMCTOYHMKOM, MAaKCUMAJIbHO TOYHO U TIOJHO MepeiaTh ero coiepkKaHue.
Hnst aToro menecooOpa3HO BBIOpATh (POpMYy TOCIEIOBATEIHHOTO H3JIOKEHUSI MPOYUTAHHOU
KHUTH, HE MeHss ee OoOIMU TUIaH U CTPYKTYpy (IU1aBbl, pasznensl, nmaparpagsl). HeoOxogumo
COXpaHHUTh JIOTUKY TIOBECTBOBAHUS M TI03a00THTBCS O CBA3HOCTH TEKCTa. ABTOPCKHE,
OpPUTHMHAJIBHBIE U HOBATOPCKUE MBICIM WU WJEU Jydlle NepeAaBaTh HE CBOMMH CIIOBaMHM, a C
nomouibio nuTHpoBaHus. O0beM pedepaTta OyneT OompenenaTbcs COAep)KaHHEM HCTOYHUKA, a
TaKXe ero Hay4HOM M MpaKkTU4ecKoil ieHHOCThi0. Ho B M000M citydae mpearnouTeHne OTAaeTCs
KPaTKOCTH Y JIJAKOHHYHOCTH, YMEHHUIO OTOMPATh TTIAaBHOE H OCBOOOXKIATHCSI OT BTOPOCTETICHHOTO.

Pedepar mo Tteme  mpezacraBisieT 0030p HAyYHBIX B3IMVIAZA0OB M KOHIENUIUH IO
poOJIEMHOMY BOIIPOCY B U3y4aeMOi TeMe.

- Eciu Bam mpeanoxkeHa TeMa Takoro pedepara Ha BbIOOp, TO MPENNOYTEHHUE CIETyeT
OTIaTh TOH, KOTOpas JUIs Bac MHTEpeCHa WM 3HakoMma. OHa He J0JDKHA OBITh OYCHB CIIOKHOW U
00BEMHOM, B IPOTUBHOM cilydae pedepar OyneT HalmOMUHATh KypCOBYIO paboTy.

- Jlns moarotoBku pedepara CTyIEHTY HEOOXOJUMO CaMOMy WM C yYacTHEM
npenojiaBaTess noJo0paTh UCTOUHUKN MHpopManuu. CreayeT no3ad0TUThCs, YTOObI B BallleM
CIHCKE OKAa3aJIMCh HE CIydailHble, a IIEHHbIe B HH()OPMAIMOHHOM IUIaHE KHHUTH. MOKHO
BBINOJIHUTH Pa0bOTy, OOpaTHBIIMCH W K OJHOMY HCTOYHHUKY — MOCOOWIO, MOHOrpaduH,



uccienoanuio. Ho mydiie, eciiu Bbl 00paTtuTech K JByM-TPEM HaYYHBIM TPYZaM — 3TO MO3BOJIUT
MPEJICTAaBUTh MPOOJIEMY C HECKOJIBKIX TOUEK 3pPEHUS M BBICKA3aTh JIUYHBIE MPEAIOUTEHUSI.

- OIHUM U3 TJIaBHBIX KPUTEPHUEB OLIEHKU pedepara OyJeT COOTBETCTBUE €r0 CONEPIKaHUS
3asgBleHHONM Teme. [l 3Toro OGerjo O3HAKOMHUBIIMCH C IEPBOMCTOYHHKAMHU COCTAaBbTE
npelBapUTeNbHbIN I1aH Oynaymiero pedepara, 0003HaYMB B HEM MPHUHLIMIIUAILHO Ba)KHbIC
MOMEHTBI U 3Talbl OcBeleHus mpoodiemsl. [locie Toro, kak y Bac mosBATCS paboyue 3amucH 1Mo
pe3ylibTaTaM H3Y4YeHHS HAay4dyHOH JuTepaTypbl M oOuMpHas HHGOpMaIUs MO TEME B LEJIOM,
MOKHO OyJeT CKOppeKTHpoBaTh oOmui miaH pedepara. Crapaiitech mpu pabdore Haa HUM
THIATENTbHO M30aBISATHCS OT «H3JIMILECTB»: BCSIKOTO poJa abCTpaKTHBIX pacCyKICHU,
Ype3MEPHBIX MOAPOOHOCTEH M MHOTOUYUCIICHHBIX MPUMEPOB, KOTOPHIE «Pa3MBIBAIOT» TEMY HIIU
YBOJST OT HEE.

Crpykrypa pedepara BKIO4aeT B ceOsi BBECHHE, OCHOBHYIO YacTh U 3aKio4yeHue. Bo
BBEJCHUU (OPMYIUPYIOTCA LEeIM W 3agaud paboThl, ee akTryanbHOCTh. OCHOBHas 4YacTh
IpeCTaBisieT cOO00M MOocIeI0BaTeIbHOE U aPTYMEHTHPOBAHHOE M3JI0KEHUE PA3JIUYHBIX TOUYEK
3peHus Ha mpoOiieMy, ee aHalu3, IpeanojiaraeMble MyTH pelIeHUs. 3akifoueHue 0000Iaer
OCHOBHBIE MBICIIH HJIM OOOCHOBBIBAET IMEPCIEKTUBBI JAITBHEUIIETo MCCaeIoBaHus TeMbl. Ecin
pedepar gocrarouHo oOBEMEH, TO MOTpedyeTcs pas[eleHHe TeKCTa Ha paslenbl (TaBbl,
naparpadsl). MumocTpaTuBHBINA MaTepuall — TaOIHIBI, CXeMBI, TpauKN — MOTYT pacrojaraTbCs
KaK BHYTPH OCHOBHOM 4acTH, Tak u B pazfene «lIpumoxenue».

O06nem pedepaTa 3aBUCUT OT IIEJICH U 3a/1a4, periaeMbiX B padore — oT 5 10 20 cTpanuil
MaIIMHOMUCHOTO TEKCTa uepe3 JiBa MHTepBasia. Eciau B 3alaHuu, BBIJAHHOM IpENoAaBaTeleM
00BbEeM HE OrOBapUBACTCS, TO CIEAYET HCXOAUTh U3 Pa3yMHOH IIeTIeCO00Pa3HOCTH.

B pedepare B 00s3aTenbHOM MOPSIKE pa3MEUIAIOTCS THUTYJIBHBIA JIHMCT, IUIAH WU
OTJIaBJICHHE Pa0OTHI, a TAKKE CITUCOK UCIIOIB3YEMOM JTUTEPATYPHI.

OObIyHO pedepaT MOKET 3aYMTHIBAETCS KaK MHCbMEHHas paboTa, HO HEKOTOpPbIE
IPENoIaBaTeI MPAKTUKYIOT MyOJMYHYIO 3ammTy pedeparoB WM HX «03ByYHMBaHUE» Ha
CEMHUHAPCKUX 3aHATHUSIX. B 3TOM ciiydae HEOOXOAUMO MPHUIIOKUTh JTOTIOTHUTEIbHBIC YCUIUS TS
MOJTrOTOBKH ITyOJIMYHOTO BBICTYIUICHUS 110 MaTepuaiaM pedeparHoil paboThI.

Joknax mnpexacraBiseT coboit  ycTHyro (opmy coobumenuss wuHpopmanmu. OH
UCTIONB3YETCS B By3€ Ha CEMHHAPCKUX 3aHATHIX M Ha HAYYHBIX CTYICHYECKUX KOH(EPEHIHIX.

[ToaroroBka A0KIaaa OCYIIECTBISETCS B /IBa dTala: HaMMCaHWE MHUCHbMEHHOTO TeKCTa Ha
3aJJaHHYI0 TEMYy W TOJrOTOBKAa YCTHOTO BBICTYIUICHHS Tepel] ayAMTOpUEH ciymareiei ¢
ocBelleHrneM 3Toi Tembl. [InceMeHHbIH Joknaa opopmisercs Kak pedepart.

[Ipu paboTe Haa TOKIAAOM CIEAYET YUeCTh HEKOTOphIE crielupUuIecKre 0COOCHHOCTH:

eO0BeM JOKJIaZia JOJDKEH COTJIACOBBIBATBCS CO BPEMEHEM, OTBEACHHBIM IS
BBICTYIUJICHHUSI.

o[lpu BbIOOpPE TEMBbI HYXHO YYUTHIBaTh HE TOJBKO COOCTBEHHBIE WHTEPECHI, HO H
MHTEpECHl TMOTCHIMAIBHBIX ciymiaresneil. Bame coolOmeHne HEoOXOAWMO COTJIACOBBIBATH C
YPOBHEM 3HaHUH U NOTPEOHOCTEN MyOIHKH.

e [lonroTOBNEHHBIN TEKCT AOKIaAa JOJDKEH XOPOIIO BOCIpPHUHUMATHCS Ha ciyX. Jlaxke
eciu oTOOpaHHBIA BaMH MaTepUal CI0KEH M HEOJJHO3HAYEH, TOBOPUTH KENATENbHO MPOCTO U
SICHO, HE TIEpETpY’Kas pedb HAyKOOOpa3HBIMU 000POTaMH U CTICIM(UISCCKUMU TEPMUHAMH.

Crnemyer OTMETUTh, YTO MHOT/IA MperoiaBaTellb He TpeOyeT OT CTYJEHTOB MUCHbMEHHOTO
BapHaHTa JIOKJIaZia W OIEHWBACT WX pabOTy UCKIIOYUTEIHHO MO YCTHOMY BBICTYIUIEHHWIO. Ho
3HAUUTENBHO Yallle MUChMEHHBIM JOKIIaJ] MPOBEPSETCS M €ro KauecTBO TaKKe OLIEHWBAETCS B
Oamrax. BHe 3aBHCHMOCTH OT TOTO, HY)KHO WJIM HE HYXXHO OYyJeT caBaTh Ha NMPOBEPKY TEKCT
OyAyIiero BBICTYIUIEHUS, COBETYEM HE OTKa3bIBaThCS OT NMHUCBMEHHON 3amUCcH JIOKJIajga. ITo
MIOMO’KET M30eKaTh MHOTHUX OITMOOK, KOTOPBIE CIYYarOTCsS BO BPEeMs YCTHOW MMITPOBH3AIINU:
OTKJIOHEHUE OT T€MbI, HaPYIICHHUs JIOTHYECKOM TOCIIeI0BaTeIbHOCTH, HEOpEe)KHOE OOpalleHue ¢
[IUTaTaMU, 3JI0yNOTpeOIeHUE IETAIsIMH | T.J1. ECIM BBI XOpOIIIO BaieeTe HaBbIKaMy CBOOOTHON
pedrn U o0nazaeTe BBICOKON KyIbTypOHl MBIIUICHUS, TO 3aMEHUTE MHCHMEHHBIN JOKJIaj
COCTaBJICHHEM Te3UCHOro IuraHa. C ero momMompl 3apUKCHPYHTE OCHOBHBIE MBICIH W WICH,



BBICTPOITE JIOTUKY IOBECTBOBAaHUS, OTOEpPUTE SPKHE U TOUYHBIE IPUMEpBI, chopMynupyiTe
BBIBOJIBI.

ITpu noAroTOBKE K yCTHOMY BBICTYIUIEHHIO BO3BMUTE HA BOOPY’KEHUE HEKOTOPBIE COBETHI:

o Jly4muii BapuaHT BBICTYIUIEHUS IE€pell ayAUTOpUEed — 3TO CBOOOJHAs peub, HE
OCJIOXKHEHHAas yTeHueM TekcTa. Ho eciu y Bac He BbIpabOTaHO yMEHHE 00IAaThCs ¢ MMy OJIUKoH 0e3
OyMa)KKH, TO HE MBITAUTECH CAENATh 3TO Cpa3y, 0e3 MoAroToBKU. OCBaMBATh 3TOT OMBIT HYKHO
HOCTENEHHO, OT JO0KJa/a K I0K/Iay yBEeJINUnBas 00beM peun 0e3 3arjisiibIBaHus B TEKCT.

o Ecin BBl HaMEpEHbI CYUTHIBATh OKJIAJ C 3arOTOBICHHBIX MHCBMEHHBIX 3aIlMCEH,
TO TOCTapalTech, YTOOBI YTEHUE OBLIO «XYA0KECTBEHHBIM»: 0003HauaiiTe may30i JOrMYECKHe
Hepexo/bl OT YaCTH K YacCTH, BBLACISANTE MHTOHAIMOHHO OCOOO Ba)KHbBIE MBICIU M apryMEHTHI,
BAPBUPYUTE TEMII PEYH.

° Yuras nokiaa, He TOPOIUTECH, IEIIANTE 3TO KaK MOYKHO ClIOKoHee. [loMHuTe, 4To
CKOpOCTb NMPOU3HOILIEHUS TEKCTa Mepe]| CIyIIaTesIIMU BCEr/la I0JDKHA ObITh 0oJiee MeIICHHOMH,
4eM CKOPOCTb Balllel ITOBCEITHEBHON PEUH.

o CBepbTe NHUCBMEHHBIH TEKCT C XPOHOMETPOM, JUIsl 3TOrO IPOYUTANTE €ro
HECKOJIBKO pa3 ¢ CEKyHJOMEPOM B pyKax. B ciryuae, eciin JoKi1a[ OKaKeTCsl CIUIIKOM JUTMHHBIM
WIM KOPOTKHUM, IMPOBEAUTE €ro peKOHCTpYKIuio. OJHAKO BMECTE€ C COKpAllEHUSMHU WU
JIOTIONIHEHUSAMH HE «T10TepAnTe» TeMy. He mognaBaiitech HCKYILIEHUIO pacCKa3aTh BCE, YTO 3HAETE
— TIOJIHO ¥ TIOJIPOOHO.

. OOpartuTe BHUMaHuE Ha TeMOp M CHITy Bamiero royioca. O4eHb BaHO, YTOOBI Bac
OBbUIO CIIBIIIHO B CaMbIX OTJAJCHHBIX YacTAX ayAUTOPUH, U IIPH 3TOM Bbl HE «IUIYILWIN» BOIU3U
Bac HaxoJsIIMXCs ciyuiartenedl. Bappupyiite TeMOp peuu, OH NPUAACT € BBIPA3UTEIbHOCTh U
HOMOJKET U30eXaTb MOHOTOHHOCTH.

o Cnegure 3a CcBOMMM JKecTaMM. YUpe3MepHas JKECTHKYJALHS OTBJIEKAET OT
cozepkKaHus JOKJIANa, a IIOJIHOE €€ OTCYTCTBUE CHMIKAET JACHCTBEHHYIO CHILY BBICTYILICHUS.
[TocrapaiiTech U30aBUTBHCS OT JKECTOB, JEMOHCTPUPYIOIIMX Ballle BOJHEHHME (KOrja KpyTsITcs
PYYKH, TEpeOSITCS MyTOBUIIBI, 3aTaMBIBAIOTCS MAJIBIIBI). VICTIONB3YITE KECThl — BBIpAa3UTENbHBIC,
onucareIbHbIe, OAPAXKATEIBHbIE, YKA3YIOLUE — IJIs OJHOTHI IIEpeadn BallluX MBICIEH.

o YcTaHOBUTE 3pUTENBHBIN KOHTAKT ¢ ayautopueil. He cTouT Bce BpeMsi CMOTPETH B
OKHO, OITyCKaTh Ija3a WU COCPeNoTauynBaThCs Ha TekcTe. CTapalTech 3pUTENbHO OOIIATHCS CO
BCEMM CIIyIIATEJIIMU, NMEPEBOAs B3IV OT OJHMX K JApyruM. He oOpamiaiite BHHMMaHue Ha
OMNO3JaBUIMX M HE IIpephIBacTe CBOW JOKJIAJ 3amedaHusmMu. Ho BMecte ¢ Tem cienure 3a
peakuuell myOIMKM Ha Ballle BBICTyIJIEHHE (0J00peHHue, yCTaJoCTh, MHTEPEC, CKYKY) M €CIH
CMOKETE, BHOCUTE KOPPEKTHUBBI B p€Yb C LIEJIBIO TIOBBIILIEHUS HHTEPECA K €r0 COACP/KAHHUIO.

o OTtBeuarh Ha BOIIPOCHI B KOHIIE BBICTYIUIEHHSI HA/10 KPAaTKO, YETKO U YBEPEHHO, 0e3
JUIIHUX ToJpoOHOocTel 1 moBTOpoB. IlocTapaiitech mpeayragath BO3MOXHBIE BOIIPOCHI CBOUX
CIIylIaTesei U MOATOTOBUTHCA K HUM 3apaHee. Ho ecnu cityuurtes, 4TO BBl HE 3HA€TE OTBETA HA
3a/laHHBIM BaM BOIIPOC, HE OOWTECH B 3TOM NMPU3HATHCA. ITO 3HAUUTEIBHO JIy4llle, YeM OTBEYaTh
HE 110 CYLIECTBY MJIM OTIIY4YUBATHCS.

. IIpoBenuTe TreHEPANBHYIO PENETHULUIO CBOEro JOKIana Iepel APY3bsIMU WU
OJIM3KUMHU. DTO TIOMOXKET 3apaHee BBIIBUTh HEKOTOPbIE HEJOCTATKU — CTHJIMCTHYECKH Clla0ble
MecTa, TPYJIHOIPOM3HOCHMBIE clioBa M (pa3bl, 3aTIHyTble BO BPEMEHH YacCTH M T.JI.
[TpoananusupyiiTe CBOIO TUKIIMIO, UHTOHAIUY, *KecThbl. Clienaiite Tak, YTOObI OHU IOMOTANH, a HE
MEIIAJIN YCIIEIIHO MPeJICTABUTh MyOIUKHU MOATOTOBICHHBIH BaMU JTOKJIA].

IIpe3eHTanusi — COBpeMEHHBIH CHOCOO YCTHOrO WJIM MHUCBMEHHOTO IPEICTaBICHUS
UH(POPMALIUHU C UCTIOIB30BAHUEM MYJIbTUMETUHHBIX TEXHOIOTHA.

Cy1iecTByeT HECKOIBKO BApUAHTOB ITPE3CHTALIAMN.

L Hpe3eHTaum{ C BBICTYIIJICHUEM JOKJIaJ49HKa
L Hpe3eHTaum{ C KOMMCHTApHUsAMHU OOKJIaAUUKa
L4 HpeBeHTaHHfI JUIS CaMOCTOATECIIBHOI'O mpocMoTpa, KOTOpas MOXET

ACMOHCTPUPOBATLCS IICPE aYﬂHTopHef/'I 0e3 ydacTus AOKJIaaUuKa.
HOJIFOTOBKa MpE3CHTAlNU BKIIOYACT B ce0sl HECKOILKO ITaIlOB:
1. HJIaHI/IpOBaHI/IC IMMPpE3CHTal U



OT 0TBETOB Ha 3TU BOMPOCHI OYAET 3aBUCETh BCE MOCTPOCHUE MTPE3CHTALINHN:

o KaKOBO TpeHAa3HAY€HHWE M CMBICI IMpe3eHTallH (JIeMOHCTpalusl pe3yibTaToB
HAy4YHOU paboThl, 3alIUTa JUIIOMHOTO MMPOEKTA U T.11.);

o KaKyl0 poib OyJIeT BBINOJHATH MPE3CHTAlUs B XOJE€  BBICTYIJICHUS
(corpoBOXK/IEHHE JOKJIa/1a UK €r0 WIUTFOCTPALHs);

. KaKoBa I1eJIb Mpe3eHTauuu (MHPOPMHUPOBaHUE, YOCXKICHNE NI aHAIIU3);

. Ha Kakoe BpeMsl paccuuTaHa mpe3eHTauus (Koporkoe - 5-10 MuUHYT Wiu
MIPOJIOJDKUTENbHOE - 15-20 MUHYT);

. KaKoOB pa3Mep U cocTaB 3purteiibekoit ayauropuu (10-15 ygenosex wim 80-100;

MIPENo/IaBaTeliv, CTYI€HTHI WIH CMEIICHHAs Ay TUTOPHUS).
2. CtpykTypupoBaHue nHGOpMAaIuu

o B NpPE3CHTAllMM HE JOJDKHA ObITh MeHee 10 cmaiinoB, a obmiee MX KOJIMYECTBO
npesbimats 20 - 25.

o OCHOBHBIMHM TPHHLUUIAMH TPU COCTABJICHHUH NPE3CHTAIMHM JOJDKHBI OBITH
SICHOCTB, HATJIAHOCTb, JIOTHYHOCTD U 3aTIOMUHAEMOCTB;

o Ipe3CeHTAIMsI JODKHA UMETh CLIEHApUH M YETKYIO0 CTPYKTYpY, B KOTOpO# OymyT
OTpa)XeHbI BCE NPUYNHHO-CIICJICTBEHHBIE CBSI3H,

o paboTa HaJ Mpe3eHTalueld HaYMHACTCS IMOCe THIATENBHOro OOXyMBIBaHUS U

HaNMCaHUs TEKCTa [OKIJIaAa, KOTOPBIH HEoOXOoIuMoO pa3douTh Ha (parMeHTHl W O00O03HAYUTH
CBSI3aHHbIE C KOKJBbIM U3 HUX 337a4U U JIEHCTBUS;

. NEPBBIA IIAar — O5TO ONpeJesieHWe TJIaBHOW HAEH, BOKPYI KOTOpOHl Oyner
CTPOUTHCS MPE3EHTALUS;
o yacTh HMH(OpPMAIMM MOXKHO TIEpEeBECTH B JBa THIA HATJSIHBIX ITOCOOMIA:

TEKCTOBBIE, KOTOPBIE IIOMOTYT CIyLIaTels M CIEOUTh 3a XOJOM DPa3BEPTHIBAHUS APIYMEHTOB U
rpadpuveckue, KOTOPble WIIIOCTPUPYIOT TJAaBHBIE IIYHKTHI BBICTYIUICHHS M CO3/AIOT
SMOLIMOHAJIbHbIE 00pa3bl.

o CIOXKETBl IPE3CHTAllMd MOTYT pPa3bsCHATh WM WIUIIOCTPUPOBATH OCHOBHBIE
MOJIO’KEHUS JIOKJIaZla B CaMbIX Pa3HOOOpa3HbIX BapuaHTAaX.

OueHp BaXHO HAWTH TNPaBUWIBHBIA OamaHC MEXAYy peublo JOKJIAJAuuKa H
CONPOBOXKAAOIIUMU €€ MyJIbTUMEIUMNHBIMA 3JIEMEHTaMHU.

Jnist aTOTO 1IETECO00pa3HO:

o OTIPEeAeNUTh, YTO OyAET MPEACTaBIECHO Ha KAXKIOM claiiie, uTo OyJeT B 3TO BpeMs
TOBOPUTKCS, KaK OyJIET CAETaH MePexo/ K CIeIyIoIeMy ClIaiay;

L CaMbIC BAXXKHBIC UACU W MBICIIA OTPAa3vuTh U HA cnaﬁﬂax " IPOU3HCCTH CIIOBAMH,
TOTJ1a KaK BTOPOCTEIICHHbIE — TN00 CIIOBaMU, JIMOO Ha Claiiax;

o nH(GOPMAIIMIO HA ClIalif]aX MPEJICTaBUTh B BUJEC TE3UCOB — OHHU COIMPOBOXKIAIOT
MOJIPOOHOE U3II0KEHUE MBICIIEH BBICTYIAIOIIETO, a He HA000pOT;

o JUTSL pa3bsICHEHUS TOJOXKEHHUH TOKJIaa UCIOIb30BaTh pPa3HbIe BHUJIBI CIAiIOB: C
TEKCTOM, ¢ TaOJIUIIaMHU, C JrarpaMMaMH;

o mro0as Mpe3eHTaIus JIOJDKHA WMETh COOCTBEHHYIO JIpamMarypruio, B KOTOPOU

€CTb:

«3aBsi3Ka» - MPOOYXKJACHNUE WHTEpEeca ayTMTOPHH K TeMe COOOIICHHUs (IPKUI HaTJISTHBIH
npumep);

«pa3BUTHEY - IEMOHCTPAIH OCHOBHOM WH(OPMAIINHU B JIOTHYECKOH MTOCIIEIOBATEIHHOCTH
(uepemoBaHNE TEKCTOBBIX U TpaUIECKUX CIIANIOB);

«KyJbMHUHAIUS) - TIPEJACTABICHUE CaMOr0 TJIABHOTO, HOBOTO, HEOXXHIAHHOTO
(9MOITMOHATILHBIN PEUEBOM WU WILTIOCTPATUBHEIN 00pa3);

«pa3BsizKay - GopMyITUpOBaHHE BHIBOJOB WM TPAKTUICCKAX PEKOMEHIANNH (BUICOPSII).

3. OdopmrneHue npe3eHTauu

Odopmienue npe3eHTaIy BKIFOYAET B Ce0s CIESAYIONTYI0 00s3aTENbHY 0 HH(OPMAITHIO:

TUTYyJIBHBINA TUCT

- IPEICTABIISET TEMY JIOKJIa/la ¥ UMS aBTOpa (MM aBTOPOB);



- Ha 3aIMTe KypCOBOM WM NUIIJIOMHON paboThl yKa3bIBaeT (PaMHUIMIO U HHHUIIMAJIBI
HAYYHOTO PYKOBOJUTEIIS WIIH OpPTraHU3aIUY;

- Ha KoH(epeHIUsIX 0003HaYaeT ATy U Ha3BaHUE KOH(EPEHIUH.

IInan BeICTYILIICHUSA

- opMynHpyeT OCHOBHOE cozepkaHue Aoknana (3-4 myHKTa);

- (huKcUpyeT MOpsAIAOK U3I0KEHUS HHPOpMaIuy;

CopepxaHue npe3eHTaluu

- BKJIFOYAET TEKCTOBYIO U TpadUyecKyr0 HHPOPMAITHIO;

- WUTIOCTPUPYET OCHOBHBIE TYHKTHI COOOILIEHUS;

- MOKET MPEJICTABIATh CAMOCTOSITEIILHBIN BApHAHT JOKJIA/a;

3aBeplieHue

- 000011a€eT, MOABOAUT UTOTH, CYMMHUPYET HH(POPMALIUIO;

- MOXKET BKJIFOUATh CIHCOK JIUTEPATYPhI K TOKIALY;

- COJICPXKHT CJIOBA 0JIaroJapHOCTH ayAUTOPHH.

4. JInzaitn npe3eHTaluuu

TexcroBoe opopmiieHre

. He crout 3anonssaTh cnaijl CIMIIKOM O0JIbIIUM 00BEMOM MH(POPMALUH - JIydlle
BCETO 3alIOMHHAIOTCS He Oosiee 3-X (pakToB, BEIBOJIOB, OTIPE/ICICHUH.

o OnTuManbHOE YUCIIO CTPOK Ha ciaiae — 6 -11.

o Kopotkue ¢pasbl 3anoMuHaOTCA BH3yalbHO Jiydmie. [IyHKTBI miepedHell He
JIOJDKHBI ITPEBBIILIATH IBYX CTPOK Ha (pa3y.

o HauOonpmmas 3¢p¢GeKTUBHOCTh OCTUIAETCS TOTJa, KOIJa KIIFOYEBbIE ITyHKTHI
0TOOpakaroTCs 110 OJHOMY Ha Ka)JI0M OTJIEIbHOM ClIaiifie

. Ecnu TeKCT COCTOMT M3 HECKONBKHX ab3ameB, TO HEOOXOAMMO YCTaHOBUTH
Kpac-HyI0 CTPOKY U MHTEpBaJl MEX Ay a03alamH.

o KiroueBsle ciioBa B H(GOPMAIMOHHOM OJIOKE BBIIENIAIOTCS LIBETOM, IIPU(TOM HITU
KOMITIO3ULIUOHHO.

o WHpopmanuio npeArnodTUTENbHEE paclojlaraTh TOPU30HTANbHO, HauOoiee
Ba)XXHYIO - B IIEHTPE IKpaHa.

o He cnenyer 3moynorpeOisTh OONBIIMM KOJWYECTBOM IPEAJIOTOB, Hapeuui,
npusaraTeIbHbIX, BBOJHBIX CJIOB.

o [udposble MaTepualbl Jydlle NPEACTaBUTh B BHJE I'padUKOB M JUAarpaMM —
TabJIMLbI ¢ HU(POBBIMU TaHHBIMU Ha CJIaiiJie BOCTIPUHUMAIOTCS TJI0XO.

. HeobOxonumMo 00paTtuTh BHUMaHUE Ha TPAaMOTHOCTh HamucaHus Tekcta. Omuoku

BO BECh dKpaH MPOU3BOJAT HENPUATHOE BIEUaTICHHE
[pudrosoe opopmieHue

o HIpudTe 6e3 3aceuex (Arial, Tahoma, Verdana) uurarorcs jierde, 4eM rpoTECKH.
Henp3st cMemmBaTh pa3IMyHbIe THITBI IIPUQTOB B OJJHOH MTpEe3eHTALIUH.

o HIpudroBoit KOHTpacT MOXKHO CO3[aTh MOCPEJICTBOM pa3Mepa HIpudTa, €ro
TOJIIUHBI, HAYepTaHus, (POPMBI, HATPABIICHUS U I[BETA;

o s 3aronoBka roamtcsi pasMep mpudta 24-54 myHkTta, a s Tekcra - 18-36
IIYHKTOB.

o Kypcus, mogyepkuBanue, )KUPHBIH MWPHAT UCHONB3YIOTCS OTPaHUYEHHO, TOJIBKO
JUISL CMBICIIOBOT'O BBIIEIEHUS (PParMeHTOB TEKCTa.

o JJ11 OCHOBHOT'O T€KCTa HE PEKOMEH/IYIOTCS TPOIMCHBIE OYKBBI.

[{BeToBOE OopMIIEHHE

o Ha oxHoM cialine He ucmionb3yercst 6oj1ee Tpex IBETOB: ()OH, 3ar0JI0OBOK, TEKCT.

o [[BeT mpudTa 1 nBet GhoHa TOHKHBI KOHTPACTHPOBATH — TEKCT JOJDKEH XOPOIIO
YUTATHCS, HO HE Pe3aTh Iiasa.

o Jns poHa mpeArnoyTUTENTFHEE XOJIOIHBIE TOHA.

o Cyl1ecTByloT He coueTaeMble KOMOMHAIMKM 1BeTOB. OO 3TOM MOXHO Y3HaTh B

CIICLIMATIbHOM JIUTEPATypE.



. UYepHblii 1[BET MMEET HETaTWBHBIA (MpadHbIN) MOATEKCT. benblii Ha dYepHOM
YUTAETCS MIIOXO.

o Ecnu npesenTanmst 60Jiblnas, TO €CTh CMBICT Pa3IeiuTh €€ Ha YacTh C MOMOIIBIO
[[BETa — Pa3HbIN [[BET CIOCOOEH CO3/1aBaTh pa3HbIil SMOIIMOHAIBHBIA HACTPOA.

o Henb3s BbIOUpaTh QOH, KOTOPBIN COAEPKUT AKTUBHBINA PUCYHOK.

KommnozuimonHoe odopmienne

o Crnenyer coOmonaTh enuHbBId CTHIB odopmieHus. OH MOXET BKIIOYATh

omnpezeneHHbli mpUdT (TrapHUTYpa U 1BET), (JOH 1BeTa UIH (DOHOBBIA PUCYHOK, NEKOPATHUBHBIN
3JIEMEHT HEOOJIBIIOTO pa3Mepa U T.1.

. He npuemnemsl cTuim, KOTOpbie OyIyT OTBIEKATh OT MPE3CHTALHH.

. KpymHbie 00beKThI B KOMIIO3UILIUU CMOTPSTCSI HEBAXKHO.

. Bcenomorarenbnass  wHpopmanus — (YOpaBisiOIIME€  KHONKM) HE  JOJDKHA
npeo0aagaTh HaJl OCHOBHOM (TEKCTOM M WILTIOCTpAIUei).

. s cepbe3HOil mpe3eHTanuy OTOMPAOTCS MIA0JIOHBI, BBIIIOJHEHHBIE B JACJIOBOM

CTHIIC.

AHnMarmonsoe oopmireHue

. OcHOBHasl poJib AHWMAIIMM — JO3UPOBaHUS HHPOpPMAIUU. AYIUTOpPHUS, Kak
MpaBUJIO, Jydllle BOCIHPUHUMAEeT HWH(OPMALNIO TMOPUMUSIMH, HEOOJIBIIUMU 3PUTEIbHBIMU
(dparmeHTamH.

° AHUMAITUS WCHONB3YeTCsl IS TIPUBICYCHUS BHHUMAHUS WM JIEMOHCTPAIUH
pa3BUTHS KaKoro-JImbo mporecca

. He ctout 3moynotpedisats aHuMaImoHHbIME 3()(QeKTamMu, KOTOpbIE OTBICKAIOT OT
COJICPKaHUS WIIH YTOMIISIOT TJ1a3a YHTAFOIIETO.

. Oco0eHHO HeXeJIaTeJIbHO YacTOE€ HCIOJb30BAaHHE TaKWX aHUMAIIHOHHBIX
3¢ (exToB Kak BBUIET, BpallleHHe, BOJIHA, TOOYKBEHHOE MOSBICHUE TEKCTA.

3ByKOBOE OhopMIICHUE

. My3bIKaIbHOE COIMPOBOXKJICHUE TIPU3BAHO OTPA3UTh CYTh WU TIOJYCPKHYTH
OCOOCHHOCTH TEMBI Cllaiijla WM BCEH MPE3CHTAIlMH, CO37aTh ONPECICHHBIN dMOIMOHATBHBIN
HAaCTPOM.

° My3biKy 1enecooOpa3HO BKIIOYaTh TOTJa, KOTJa Mpe3eHTanus uaer 0e3
CJIOBECHOT'O COTIPOBOXKICHUSI.

. 3BYKOBOE COMPOBOKICHHUE HCIIOIB3YETCS TOIBKO MO0 HEOOXOIUMOCTH, IMTOCKOJIBKY
naxe (hoHOBasi TUXas My3bIKa CO3JaeT U3JIUITHUH [ITyM U MEIIaeT BOCIPUATHIO COACPIKAHMUS.

° Heo0xoaumo BBIOpaTh ONTHUMAIBHYIO TPOMKOCTb, YTOOBI 3BYK OBLT CIIBIIIAH BCEM
CIIymIaTesieM, HO He OBbLT OTIYIIHTEIbHBIM.

I'paduueckoe opopmienue

° Pucynku, d¢ortorpaduu, aumarpaMMmbl TpPHU3BAaHBl  JOMOJHUTH  TEKCTOBYIO
nH(GOPMAIIHIO WK IepeaTh e€ B 00Jiee HATJISAHOM BH/IE.

. Henp3s mpencTaBisTh pUCYHKH M (OTO TUIOXOTO KAa4eCTBA MM ¢ MCKAKEHHBIMH
MPOTOPIIUSMHU.

° KenarenpHo, YTOOBI H300pakeHHE OBUIO HE CTONBKO (HOHOM, CKOJBKO
WUTIOCTpAIel, paBHOW IO CMBICIYy CaMOMY TEKCTY, YTOOBI MOMOYb IMO-HOBOMY MOHSATH U
PacKpBITh €ro.

L4 Cﬂe;[yeT n3oeraTh HCKOPPCKTHBIX HHHIOCTpaHHﬁ, KOTOPBIC HCIPABUIIbHO HIIN
ABYCMBICJICHHO OTPAXKarOT CMbBICII I/IH(I)OpMaI_II/II/I.
L4 HCO6XO,Z[I/IMO M03a00TUTHCS O PaBHOMCPHOM W pallMOHAJIBHOM HCIIOJIb30BaAHHUN

MIPOCTPAHCTBA HA CJIAMJIE: €CJIM TEKCT MEPBUUEH, TO TEKCTOBOM (PparMeHT pa3MenIaeTcs B JIEBOM
BEpPXHEM YTy, a rpauecKkuii pUCYHOK BHU3Y CTpaBa U HA00OpPOT.

° Nnmoctpaiiun  peKOMEHAYETCS  CONMPOBOXKAATH  MOSICHUTEIIBHBIM ~ TEKCTOM.
[Tognmucu k KapTHHKaM JydIille BBITIOJHATH COOKY WJIM CHH3Y, €CITM ATO TOJBKO HE Ha3BaHUE
caMoro cianaa.



. Ecnu rpadudeckoe m3oOpakeHHe HCIONb3yeTcss B KadecTBe (POHA, TO TEKCT Ha
3TOM (POHE JTOJKEH OBITh XOPOIIO YUTACM.

Ta0nuibl ¥ CXeMBbI

o He crouT BCTaBIATH B MPE3CHTALUIO OOJBIIME TAOJIHMIBI — OHU TPYIHBI IS
BocripusTh. Jlydrne 3aMeHUTh uX rpa)ukaMu, MOCTPOSHHBIMHU Ha OCHOBE ITHX TaOJIHII.

o Ecnu Bce ke TabnmuIly MOKa3aTh HAJ0, TO CIEAYET OCTABUTh KaK MOXHO MEHbIIE
CTPOK H CTOJIOIIOB, OTOOPAB U Pa3MECTHB TOJILKO CAMbIC Ba)KHBIC TaHHBIC.

o [lpy1 MCHoOIB30BAaHMHU CXEM Ha ciaiiax HeoOXOJAMMO BBIPOBHSTH DPSIbI OJIOKOB
CXEMBI, PacCTOSHHE MEXIy OJoKaMH, JO00aBUTh COEAMHUTENbHBIC CXEMBbl TPU MOMOIIU
UHCTPYMEHTOB ABTODUTYD,

o [lpr co3maHuM CXeM HY)KHO YYHTBHIBATH CBSI3b MEXKIY COCTaBHBIMH YaCTSIMH
CXEMBI: €CIIM OHU PaBHO3HAYHBI, TO 3aMOJTHIIOTCS OJHUM MIPUPTOM, (POHOM U TEKCTOM, ECIIU €CTh
nepBOCTeNieHHass HWH(OpMaIys, TO OHAa BBIACISICTCS OCOOBIM CHOCOOOM C  TIOMOIIBIO
OpraHU3aIMOHHBIX TUATPAMM.

Aynuo u BueoohopmieHuE

o Buneo, kuHO M Tene marepuanbl MOTYT OBITh MCHOJb30BaHBI MOJHOCTBIO HIIH
(parMEeHTapHO B 3aBUCUMOCTH OT LI€JI€H, KOTOPBIE IIPECIIEAYIOTCS.

. [TpomomKUTETLHOCTD (prTbMa HE TOJKHA MPEBBIATh 15-25 MuHYT, a pparmMeHTa
—4-6 MUHYT.

. Henp3s ucnonp3oBarh 1Ba (uiabmMa Ha OJHOM MEPONPHUATHH, HO TIOKa3aTh

¢dbparmMeHTHI U3 IBYX (DUIBMOB BIIOJHE BO3MOXKHO.

IMoaroroBka Kk 3a4éTy / 3K3amMeHy. [ OTOBUTHCS K 3a4€Ty / K3aMEHY HYKHO 3apaHee U B
HECKOJIbKO 3TanoB. JJis 3Toro:

. [IpocmarpuBaiiTe KOHCHEKTHI JIEKIMI cpa3y mocie 3aHATHM. ODTO IOMOXKET
pazo0paThCsi ¢ HEMOHATHBIMH MOMEHTAMH JICKITUU ¥ BO3HUKIIIUMH BOIIPOCAMHU, TIOKA €IIIE JTISKIIHS
CBEa B MMaMSTH.

. berno mnpocmaTpuBaliTeé KOHCIEKTHl 10 Hayaja CIEAYIOLIEro 3aHATUA. ITO
MO3BOJIUT «OCBEKHTBY» MPEIbIAYIIYIO JIEKIUIO W TOATOTOBUTHCA K BOCIPHUSITHIO HOBOTO
Marepuaa.

o Kaxxayro Heneno oTBoAUTE BpeMsl [JIsl IOBTOPEHUS TPOHICHHOTO MaTepuraa.

HemocpeacTBeHHO TIpH MTOATOTOBKE:

o Yrops10ubTe CBOM KOHCIIEKTHI, 3aIACH, 3aaHHS.

. [IpukuabTE BpeMs, HEOOXOIMMOE BaM JUIsl TIOBTOPEHUsS KaxkJI0M dactu (0JI0Ka)
MaTepuaia, BRIHOCHMOTO Ha 3a4erT.

o CocTaBbTe paciCaHKe ¢ yU€TOM CKOPOCTH TIOBTOPEHUS MaTepuana, Jjisi 4ero

o Paznenute Bompock 11st 3a4€Ta / Sk3aMeHa Ha 3HAKOMBIE (110 JIEKITMOHHOMY KypCy,

CeMHHapaM, KOHCIEKTUPOBAHUIO), KOTOPbIE MOTPEOYIOT JIUIIL MOBTOPEHUS U HOBBIE, KOTOPHIE
MPUACTCS OCBaMBATh CAMOCTOATENbHO. HauHuTe ¢ TEM XOPOIIIO BaM U3BECTHBIX M 3aKPEITUTE UX C
MOMOIIbI0 KOHCIEKTa M y4eOHHKa. 3aTeM MOMOJHUTE CBOW TEOpeTHYEeCKHil Oara’k HOBBIMU
3HAHUSIMHU, 00513aTEITFHO BOCIIOIB30BABIINCH PEKOMEHI0BAHHON JTUTEPATYPOA.

. [IpaBUABbHO MCMONB3YHTE KOHCYJIbTAIUHM, KOTOPHIE MPOBOAMUT IIPETOIaBATENb.
[Ipuxonure Ha HUX C 3apaHee MPOpabOTaHHBIMU CAMOCTOSITENILHO BOMpocamu. BblI MokeTe
MOJIYYUTh Pa3bICHEHHE TI0 TIOBOY CJIOKHBIX, HE O KOHIIA MTOHATHIX TEM, HO HE pacCUNTHIBANTE
BO BpeMs KOHCYJIbTAI[MU Ha NUCUYEPITBIBAIOIIYI0 HH(OPMAIIUU TIO COAEPKAHUIO BCETO Kypca.



