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PaGouast mporpamma cocrasieta Ha ociose ®I'OC BO - maructparypa 10 HalpasJeHHIO
nozrotosku 38.04.03 Ypasnexue nepconanom (npukas Muno6prayku Pocenn ot 12.08.2020 r.
Ne 958)

PaGouas —mporpaMma paccMoTpeHa M 0Zo0peHa Ha  3aceiaHuu  Kajeapst
I"oCcy1apCTBEHHOrO MYHHIHITATBHOTO YIPABJICHUS U YIPaBICHHUs ITEPCOHATIOM
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3aB. kadenpoit H.P. BanbiHckas
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L H.P. banbinckas
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JIner akryaauszanuu padoueil mporpaMmbl

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

IIporokomor 20 1. Ne

3aB. kadeapoii H.P. BanbsiHckas

PaGouast mporpamMma repecMoTpeHa, 00CcykaeHa u ogoopeHa s peanmsaruu B 2024 - 2025
yueOHOM rojly Ha 3acefaHuu kadeapsl ['ocymapcTBEHHOTO0 MyHHUIIMIIAIILHOTO YIIPABICHUS U

IIporokomor 20 1. Ne

3aB. kadempoii H.P. BansiHckas

Pabouas nmporpamma nepecMoTpeHa, o0cyxaeHa u ogodpena st peanmszanuu B 2025 - 2026
y4eOHOM roy Ha 3aceqaHuu Kageapsl ['0CcyIapCTBEHHOTO MYyHHUIMITATBHOTO YIIPABICHHS U

IIporokomor 20 1. Ne

3aB. kadeapoii H.P. Bansinckas




1 Iles1u ocBOCHUS TN CHMILTHHBI (MOYJI51)
dhopMHupoBaHKEe KOMIUIEKCA 3HAHWM, YMEHUHW M HABBHIKOB B 007acTH 3()PEKTUBHOTO
yIpaBICHUS BpEMEHEM

2 MecTo TMCUHMIIMHBI (MO1YJIsI) B CTPYKTYpe 00pa3oBaTe/bHOil POrpaMMbl

JucuumimHa TexXHONOrMH TalM-MEHEI)KMEHTa B YIPABIECHUU IEPCOHAIOM BXOIUT B
4acTh y4eOHOro IulaHa (OpPMHUPYEMYIO YYaCTHHKaMU OOpa30BaTEIbHBIX  OTHOIICHHMA
00pa30oBaTeNbHON IPOrPaMMBbI.

Jns  wu3ydeHUs  JUCHUIUIMHBL ~ HEOOXOOUMBI  3HaHUS  (YMEHHs,  BIIAQJCHUA),
c(OpMHUPOBAHHBIE B PE3YJIbTATE U3YUCHUSI AUCLHUIUINH/ IPAKTUK:

Cucrema ynpaieHHUs IEPCOHATIOM COBPEMEHHOI'O NPEANPUATHUS

MeTtonos10r1s 1 METObI HAYYHOI'O MCCIIEA0BAHUS

Crpareruueckoe yIpaBiieHHE IEPCOHATIOM

VY4yebHasg - NpakTUKa [0 IOJYYEHHIO MEPBUYHBIX NPO(PECCHOHANBHBIX YMEHMH H
HaBbIKOB

[IpodeccronanbHasi TEPEMOATOTOBKAa W TOBBIIIEHHE KBATM(UKAIMK TIEpCOHANA B
OpraHu3aLusIxX

3HaHus (YMEHHUs, BIaJIeHHs), IOJIyYEeHHbIE MIPU U3YYEHUU AAHHOW TUCLUIUIMHBI OyayT
HEOOXOAUMBI JUIsl U3yUCHUS TUCIUTLTIH/TIPAKTHK:

[TonroToBka K MpoIeaype 3aliThl U 3alI1Ta BHITYCKHOW KBaTH(PUKAIMOHHOW paOOTHI

IlonroroBka k cade u cjadya rocyapCTBEHHOTO SK3aMEHa

[IpousBojacTBeHHass - HaydHO-HUCCIelOBaTeNbckass pabora (IO TeME BBITYCKHOM
KBTI (UKAIIMOHHON pabOThI)

IIponsBoacTBeHHAas - IPEAIUIIIIOMHAs IPAKTUKA

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

AUCHUILIMHBI (MOAYJIS) ¥ IJIAHUPYEMble Pe3yJIbTAThI 00y4eHu s

B pesynbrare ocBoeHus aucuuiuinHbl (Monynst) «TexHonoruu TailM-MeHEIKMEHTa B
yIpaBJICHUH IEPCOHATIOM» 00 yUarOLUICS TOJIKEH 001a/1aTh CIEAYIOUMMU KOMITETEHIUSIMHU:

KO)I HHJUKaATOopa I/IHILI/IKaTOp JOCTHIXXCHUA KOMIICTCHIITN N

[1K-2 Cnocoben pa3paboTaTh NpeAsIOKEHHs 1O OOECIEeYeHHIO MepCoHAToM, (HOpMUPOBAHHIO
CHCTEMBI OIICHKH, Pa3BUTH, OIUIATHl TPYyJa, KOPIOPATUBHBIM COIHMAIBHBIM IIpOTpaMMaM H
COLIMAJILHOM MOJIUTUKE

[1K-2.1 DopMHUPYET CUCTEMY OIUIATHI U OpTraHU3aIluu TPYAa

[1K-2.2 Pa3pabaTbiBaeT KOpPHOpPAaTHBHYIO KYJIbTYpY U COLHUAIbHYIO IOJHUTHKY,
CHCTEM MOTHBAIUH, 3P PEKTUBHOCTH, OLICHKH M PA3BUTHS IEPCOHATIA

I1K-2.3 ®opmMupyeT ¥ MPOBOIUT COLUATIBHYIO MOJIUTUKY U COLUANIbHBIE IPOrPaMMBbl




4. CTpyKTypa, 00bEM H coep:KkaHue TUCHUIIMHBI (MOAYJIsA)
OO06mas TPyJA0EMKOCTh JUCIUIUIMHBI COCTaBIIACT 2 3a4€THBIX CIWHHMI] /2 aKaJl. 4acoB, B TOM

qyuce:

— KOHTaKTHas pabora — 6,4 akaj. 4acos:

— aynuTopHas — 6 akaJi. 4acos;

— BHeaynutopHas — 0,4 akaJ1. 4acoB;

— caMocTosTeNbHAs paboTa — 61,7 akan. yacos;

— B (hopMe MpaKkTUIECKOM o AroToBku — 0 akaj. Jyac;,

— IMOATOTOBKA K 3a4éTy — 3,9 akaj. yac
dopma aTTecTaIiy - 3a4€T

AynuropHas s
KOHTaKTHas paboTa E 3 dopma TEKyIIEro
=
B aKaJ. Jyacax 3} Bu KOHTPOJIS
Pazzen/ Tema 2, (B axaz. yacax) = A . p Kon
> 3 © | caMOCTOSITENBHOW | yCIeBaeMOCTH U
JUCIIMILIAHB & g . | xommerenuu
g £ padoThI MIPOMEKYTOUHOH
nmab. | mpakr. | = Q& aTTeCTaLHN
Jlek. < <
3aH. 3aH. | Q =
1. VYnpasnenue BpeMeHEM Ha
YpOBHE WHIIUBHUJIA
[Toaroroska
[IPAKTHYECKOM
1.1 Tlonatue u CyHIIHOCTH p ARSI y
TaltM-MEHEHKMEHTA.
CamocrosrensHoe | [IpakTuyeckoe
ITorpeOHOCTB, PpoONB U S3VaeHNE VIeOHOG SaHsITHC TIK-2.1,
3HauCHNE 0,5 0,5/0,51| 5 ["PYHCHHE YHCE 9 TK-2.2,
TallM-MEHEP)KMEHTa B 1 HaYHHOH YerHbil onpoc IK-2.3
- COBPEMEHHOTO TUTEPaTyPHI (cobecemoBanme)
Pabota ¢
YeJI0BEKa
3JIEKTPOHHBIMHU
OMOIMOTEKAMH
IToaroroBka k
MPAaKTHYICCKOMY
3QHATHIO
Camocrosrensnoe | IIpakTnueckoe
1.2 Bpews Kax H3y4YeHUE yueOHOM p3aH${TI/IC IK-2.1,
YHUKAJIbHBIH pecype| 2 | 0,5 0,5/0,11| 5 yHHa YHOﬁ Ve oo TK-2.2,
YeNIoBeKa U OpPraHu3aIuK i p T1K-2.3
JIUTEPATYPhI (cobecenoBanue)
Pabora ¢
INEKTPOHHBIMHU
OubIMOTEKAMHU
ITonroroBka x
MPAKTHIECKOMY
3aHSATHIO
CaMoCTOSATENbHOS IIpakTnueckoe
1.3 Ilenemonaranue Kak Bvaere VaeOHoi P SaHsTHe TIK-2.1,
OCHOBa 3¢ GeKTHBHOTO 0,5/0,51| 5 e yaet . TK-2.2,
TallM-MEHE)KMEHTa 1 HAYHHOH YerHbii onpoc MK-2.3
JIUTEPATypPHI (cobecenoBanue)
Pabora ¢
3JIEKTPOHHBIMHU
OnOIMOTEKAMH




1.4 TIpuoputersl. TexHUKH
pPacCTaHOBKH MTPUOPHUTETOB

0,5

IToaroroBka k
MPAKTUYECKOMY
3aHATHIO
CaMocTosATeIbHOE
H3yueHHe yueOHou
Y Hay4HOU
JIUTEPATYPBI
Pabota ¢
3JIEKTPOHHBIMHA
OHbIHOTEKAMHU

IIpaktuueckoe
3aHATUE
YcTHBIH onpoc
(cobecenoBanue)

IK-2.1,
MK-2.2,
IK-2.3

15 CaMOMEHEKMEHT
pykoBomutens.  MeTomsl
TUTAHUPOBAHHUs BPEMEHH B
CaMOMEHEIKMEHTE

0,5

ITogroroBka k
MPAaKTUYECKOMY
3aHATHIO
CaMOCTOSTENbHOE
n3ydeHue yueOHom
¥ HAyIHON
JIUTEPATypPhI
Pabora ¢
JNEKTPOHHBIMU
OMOIMOTEKAMH

[IpakTiueckoe
3aHsTHE
VYerHbIi onpoc
(cobecemoBanue)

IK-2.1,
IK-2.2,
IK-2.3

Wroro no paspeny

2,5/1,11

27

2. ynpaBJ’ICHI/Ie BPEMCHEM Ha

YPOBHE OpraHU3a1iN

2.1 OcHOBHBIE METOJBI
WHBEHTApU3alHH JINYHOTO
i OpraHU3allMOHHOTO
BpEMECHH

0,5

0,5

IToaroroBka
MPaKTUYECKOMY
3aHATHIO
CaMocCTOsATEIbHOE
H3yueHHe yueOHOU
U Hay4yHOH
JTUTEPATYPBI
Pabota ¢
3JIEKTPOHHBIMHA
OMOIMOTEKAMH

IIpaktuueckoe
3aHATUE
YcTHBIH onpoc
(cobecenoBanue)

[K-2.1,
IK-2.2,
IK-2.3

2.2 IInanuposanue
pabouero BpeMeHH

0,5

0,5

IToaroroBka k
MPAKTHIECKOMY
3aHATHIO
CaMoCTOSTENbHOE
u3ydyeHue yueOHoi
W1 Hay4HOU
JIUTEPATYPhI
Pabora ¢
3JIEKTPOHHBIMU
OubIMOTEKAMHU

[IpakTuueckoe
3aHsTHE
VYcerHbli onpoc
(cobecenoBanue)

MK-2.1,
[K-2.2,
IK-2.3

2.3 [enerupoBanue
MTOJTHOMOYHH

0,5/0,51

IlogroroBka Kk
MPAKTUYECKOMY
3aHATHIO
CaMoCTOSATENbHOS
M3y4YeHHe yaeOHOH
U Hay4yHOU
TUTEPaTyPHI
Pabora ¢
3JIEKTPOHHBIMHU
OnOIMOTEKAMH

[Ipaktuueckoe
3aHsTHE
YcTHbli onpoc
(cobecenoBanue)

K-2.1,
TK-2.2,
MK-2.3




IToaroroBka k

MPAKTHIECKOMY
3aHSTHIO
IT
2.4 Perymsms BpemcHn 1 CaMOCTOSITeJ'ILHO? paKkTHYeCKOe K-2.1,
H3yueHHe yueOHou 3aHATHE
OpraHu3aIus BpEMEHH 7 N . IK-2.2,
Y HAyIHOU VYcrHblit onpoc
JIeSITeIbHOCTH TIK-2.3
JIUTEPATYPBI (cobecenoBanue)
Pabota c
JIEKTPOHHBIMU
OubIMoTEeKaMuN
[TonaroroBka
PAKTHIECKOMY
3aHSTHUIO
2.5 KoHTponp u aHamu3 HCgaMZ;;?Tezgigg p zI;IT{I;:EIZKoe TIK-2.1,
yIIpaBJIECHUS BPEMEHEM. 6,7 i yaes . IK-2.2,
¥ HAyIHON VYerHbIi onpoc
ITorepu BpeMeHH TK-2.3
JIUTEPATypbl (cobecenoBanue)
Pabora ¢
JNEKTPOHHBIMU
OubIMoTeKaMH
[loaroroska k TK-2.1,
2.6 3auer Z;aqu 3ager TIK-2.2,
J TK-2.3
HWroro no pazneny 1,5/0,5U| 34,7
HWroro 3a cemectp 4/1,61 | 61,7 3a4y€T
Hroro no aucnurivae 4/1,61 | 61,7 3a4eT




5 O0pa3oBaTte/ibHbIE TEXHOJIOTHH

B HacTosimiee BpeMs Ha JIEKIMOHHBIX U MPAKTUYECKUX YUEOHBIX 3aHATHSAX LIMPOKO
NPUMEHSIOTCS MH(POPMALMOHHBIE TexXHOJOorHuu. O3HaKOMJIEHHE C HOBBIM MAaTe€pHajoM II0
CPE/ICTBOM TIpE3CHTAIM, BBIMOJIHEHHBIX C MOMOINLI0 mporpamm Microsoft Power Point u
Microsoft Front Page, BbI3bIBacT MHTEpPEC y CTYACHTOB, CIOCOOCTBYET JyYIlIEMYy YCBOCHHUIO
pa3zenoB JUCHUILIMHBL Vcronb30oBaHME KOMIIBIOTEpAa Ha YUYEOHBIX 3aHATHUAX IO3BOJISET
NPENoIaBaTel0 3KOHOMUTH BpEMs, ONpAIIMBaTh YYAIIMXCS HA KaKIOM 3aHSITHH, BECTH
CTaTHCTUKY OIpOCa, BBIABJIATH 3amajaromue Tembl. Taxke oaHUM U3 3()(PEKTUBHBIX CPEICTB
UH(POPMALIMOHHBIX TEXHOJIOTHH SBIISICTCS IEKTPOHHBINA yueOHuk. Micxonas us storo, 6omnee 20%
BCEX 3aHATUN MPOBOJATCS C MPUMEHEHNEM HH(GOPMAITMOHHBIX TEXHOJIOTUH.

s obecrieuenust HanOombIIel 3GPeKTUBHOCTH 00pa30BaTENBHOIO MpoIlecca B Kypce
JaHHOW  y4yeOHOW JUCHUMIUIMHBI HCIOJB3YIOTCS B  IIpolecce OOy4YeHHsl IepeioBbie
00pa3oBaTesibHbIe TEXHOJIOTHU:

1) TpagunuoOHHBIE 00pa30BaTEIbHBIC TEXHOJOTWH (MHPOPMAIMOHHAS  JICKIHS,
[IPAKTUYECKHE (CEMUHAPCKUE) 3aHATUSA);

2) TEXHOJIOTHSI POOJIEMHOTO 00yUeHuUs (TPOOIESMHAs JIEKIHUS, TPAKTUUCCKHE 3aHATHS B
(dopMe npakTUKyMma, Kelic-MeTo/1a, aHaIMTH4YecKasi paboTa B TpyIax);

3) UrpoBBIE TEXHOIOTHH (POJIEBBIC U JICIOBBIC HIPHI);

4) TeXHOJIOTUH MTPOEKTHOTO 00yUeHUSs (TBOPUECKUH MTPOEKT);

5) HHTEpaKTUBHBIC TEXHOJOTHHU (CEMUHAP-THUCKYCCH);

6) MH(POPMAIMOHHO-KOMMYHHUKAITMOHHBIE oOpa3zoBaTenbHbIC TEXHOJIOTHH
(JIeKUA-BU3yanHu3aIus, IpakKTHUYEeCKHUe 3aHATUS B hopMe MPE3eHTAIIH )

JlekumOHHbIE 3aHATUS HapALy ¢ COOOIIeHHEeM yueOHOM MH(OpMalMM MPEeAnonaraT U
pellieHre CIEeaYIIUX AUAaKTHUECKUX 3aad: 3aMHTEePECcOBaTh CTYACHTOB H3y4aeMOil TeMOH,
pa3pylInTh HEBEPHBIE CTEPEOTHIIBI, YOS TUTh B HEOOXOJMMOCTH TIIYOOKOTO OCBOSHHSI MaTepHala,
noOyIUTh K CaMOCTOSITEIbHOMY IMOMCKY M aKTUBHOH MBICTUTENBbHON AESITeIbHOCTH, MTOMOYb
COBEPIIUTH MEPEX0 OT TEOPETHYECKOTO YPOBHS COLMATBHO-3KOHOMUYECKOTO TUIAHUPOBAHHS B
MYHUIIUTIATBHBIX 00pa30BaHMSIX K MPUKJIAIHBIM 3HAHUSM B JJaHHOW 00JIaCTH.

IIpoBeneHne rpynmoBbIX (CEMHUHApCKUX M NPAKTUYECKUX) 3aHATUI MpearnojaraeTt
pemieHre  pa3HOOOpa3HBIX IUAAKTHYECKHX 3a7ad: 3aKpeluieHHe IOJyYeHHBIX 3HaHUM,
(dbopMHpoBaHHE YMEHHs MPUMEHATh UX HA MPAKTUKE, COBEPLICHCTBOBAHUE YMEHUs paboTath C
uH(popMalMel, aHaau3upoBaTh, o0000HIaTh, NPUHUMATh U OOOCHOBBIBATH  pEIIEHUS,
apryMEHTHPOBAHO 3allMIIATh COOCTBEHHbIE B3IJIAABI B JUCKYCCHM, B3aMMOJAEHCTBOBATH C
JPYTUMH WICHAMH TPYIIITHI B POLIECCE pa3penieHust KOH(PIUKTHBIX CUTYaIn.

6 YueOHO-MeTOAMYeCcKOe o0ecriedeHUe CAMOCTOSITeJIbHOI PadoThI 00y4aKoIHXCs
[Ipencrasneno B mpunoxxeHuu 1.

7 OneHoYHbIe CPeICTBA A5 NPOBeJeHUsI IPOMEKYTOYHOM aTTecTaluu
IIpencraBieHbl B IPUIIOKEHUH 2.

8 YueOHo-MeTOAMYeCcKOe H HH(POPMAIMOHHOE 00ecnedeHrue TUCIUIITHHBI (MOTYJIs1)

a) OcHoBHas TUTEpaTYypa:

1. CaBuna, H. B. Taiim-MeHe)KMEHT B 00pa3oBaHuy . yueOHOE mocobue st By30B / H.
B. CaBuna, E. B. JlonmanoBa. — Mocksa : M3garensctBo HOpaiit, 2022. — 162 c¢. — (Bsicmiee
obpazoBanue). — ISBN 978-5-534-12668-6. — Tekct : anekrponnsiii // OOpa3zoBareibHast

iatdopma IOpaiit [caiT]. — URL:
https://urait.ru/viewer/taym-menedzhment-v-obrazovanii-496398 (mara oOparlieHus:
28.06.2022).

0) lonotHuTEIBLHAS JTUTEPaTypa:
1. Kennenwu, /1. Kectkuii TaliM-MEeHEDKMEHT: BO3bMUTE CBOIO KU3HB MO KOHTPOJIb:



Hayuno-nonynsippoe / Kennemm JI. - M.:Anbnuna [labmumep, 2018. - 176 c.: ISBN
978-5-9614-7076-5. - Tekcr : anexrponnsiit. - URL: https://znanium.com/read?id=333320 (zara
obpamienus: 28.06.2022)

2. CimunkoBa, O. K. IlepcoHanpHBIN MEHEIKMEHT : yucOHoe mocobue mst By30B / O. K.
CrnunkoBa. — Mocksa : U3natensctBo HOpaiit, 2022. — 105 ¢. — (Beicmiee oOpa3oBanue). —
ISBN 978-5-534-13553-4. — Texkcr : snexrponnsiii // ObpasoBarensHas miardopma FOpaiit
[caiiT]. —  URL:https://urait.ru/viewer/personalnyy-menedzhment-497385#page/l  (mata
obpamienus: 28.06.2022).

3. [lcuxonorus ynpasieHus nepcoHanoM : yueOHuk uist By3os / E. W. Poros [u ap.] ; mox
obmeli penakmueit E. M. PoroBa. — Mocksa : MznatensctBo IOpaiit, 2022. — 350 c. — (Bricuiee
obpazoBanue). — ISBN 978-5-534-03827-9. — Tekcr : anexrponnsiii // OOpa3oBarenbHas

maTdopma Opaiit [caiiT]. — URL:
https://urait.ru/viewer/psihologiya-upravleniya-personalom-498843 (mata oOpalieHus:
28.06.2022).

B) MeToauyeckue ykasaHus:
MIPEJICTaBJICHBI B TPUIIOKEHUU 3

r) [Iporpammuoe obecneuenue u UHTepHer-pecypcebi:

IIporpammHoe oGecnieueHue

HaumenoBanue .
0o Ne norosopa CpOoK JIeHCTBYSI JINIICH3UH
7Zip CBOOOTHO 0eccpoyHO
MS Off_lce 2007 Ne 135 o1 17.09.2007 06eccpodHo
Professional
Bpaysep Yandex|cBo6oaHO 0EeCCPOYHO
bpayzep Mozilla|cBo6oaH0
Firefox pacnpoctpansiemoe I10 Oecepouno
FAR Manager [cBo601HO 06eccpouHO
Linux Calculate |cBo601HO 0eccpoyHO
IpodeccuonanbHbie 6a3b1 JTAHHBIX H HHPOPMANMOHHBbIE CIIPABOYHbIE CHCTEMbI
HaszBanue kypca Cchblika
HamumonansHast
WH(POPMAIIMOHHO-aHATUTHYCCKAS URL.: https://elibrary.ru/project_risc.asp

cucrema — Poccuiickuii MHIEKC HAYYHOTO
IMTouckoBas cuctema Axamemus Google
(Google Scholar)

Wudopmannonnas cucrema - Eaunoe
OKHO JIoCTyna K HWHOOPMAIMOHHBIM
Poccuiickas l'ocynapcrBennas
oubamoreka. Karamoru

DNEeKTPOHHBIE  pecypchl  OMOIMOTEKH
MI'TY um. I'."11. HocoBa

denepanbHbIil 00pa30BaTEIBHBIN MTOPTAI
— DKOHOMHKA. Couunonorusi.
MexnyHaponHas — pedepaTuBHas U
MIOJIHOTEKCTOBAsl _ clpaBouyHasi  0Oaza
MexnyHaponHas 0a3a MOTHOTEKCTOBBIX
XypHaoB Springer Journals

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

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

https://www.rsl.ru/ru/4readers/catalogues/

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

http://ecsocman.hse.ru/

http://scopus.com

http://link.springer.com/




9 MaTepuajibHO-TeXHHYeCKOe o0ecreyeHue TUCIUIIUHBI (MOTYJIs1)

MatepuraabHO-TeXHHYECKOe 00eCIeYeHNEe TUCITUTUTHHBI BKITFOYAeT:

1. YueOHbIe ayTUTOPUH JIJIS IPOBEICHUS 3aHATHH JICKIIMOHHOTO THIIA: MYJIbTHMEIUHHBIC
CpeACTBa XpaHEHUsI, TIepelavun ¥ IPEACTaBICHUS HH(POPMAIIHH.

2. Y4eOHbIC ayaUTOPUU JUIA TPOBEACHHS IPAKTUYCCKUX 3aHATHH, TPYIIOBBIX H
I/IHI[I/IBI/II[yaJILHBIX KOHCYHBT&HHﬁ, TCKYH_IGI‘ (0] KOHTpOHSI nu HpOMC)KyTO‘-IHOfI aTTeCTallun.
MYJIbTUMEIMHHBIC CPEJCTBA XPaHCHHS, IMEepPeIadyd U MPeJCTaBIeHUs MHGOPMAIIUN; KOMIUICKC
TECTOBBIX 3aJJaHHUI JIJIsI IPOBEICHHS IPOMEKYTOUHBIX U PYOCKHBIX KOHTPOJIEH

3. TlomemieHuss i1 CaMOCTOSATENBHONW paOOThI: OOy4YaAIONIUXCSA: IIEPCOHAIBHBIC
kommbioTepsl ¢ makerom MS Office, Beixomom B MHTEpHET M C JOCTYIIOM B 3JCKTPOHHYIO
WH(OPMAIMOHHO-00Pa30BaTEIbHYIO CPEly YHUBEPCUTETA

4. TlomemeHuss aisg XpaHEHHWS] U TPOPUIAKTHYIECCKOTO OOCTYKHBaHUS Y4eOHOTO
o0opymoBaHus: IKapbl JUIA XPaHCHHUS Y4COHO-METOIAMYECKOH JIOKYMEHTALHUH, Y4eOHOTro
000DVIOBaHMS U VIEOHO-HATVISIIHBIX IIOCOOHH



[Tpunoxenue 1
6 YueOHO-MeTOoANYeCKOe 00ecTieyeHrne CAMOCTOATEILHOH PadoThl 00y4arouXcst

B mpouecce caMOCTOSTENPHOTO M3Y4EHUS AMCLUUIUIMHBL, MOJTOTOBKH K CEMHHAPCKHM
3aHATHUAM CTYIEHTY He0OXOAMMO HalTH U U3YyYUTh PEKOMEHIyEMYIO JIUTEpaTypy, JeHCTBYOINE
3aKOHOJIATeNIbHBIE 1 HOPMAaTUBHBIE aKThI. 711 OCMBICTICHUS IPOYUTAHHOTO MaTepHala CTYACHTY
IpelaraeTcst OTBETUTh Ha BONPOCHL. PellieHyne TecToB, CUTYallMOHHBIX U aHAIMTUYECKUX 3a7a4
HAYYHT CTYICHTOB CAMOCTOSTEIBHO IPUHUMATh YIPABICHYECKHE PELICHHUS.

B camocrosrenbHyro pabOTy CTYAE€HTOB BXOAUT H3y4Y€HHE CIELUAIBbHOM H
NEPUOINIECKOM TUTEepPaTyphl, BHITOJHEHNUE TOMAITHUX 33JaHUH, B TOM YHCIIE C UCIOIb30BAHUEM
KOMIIbIOTEPHOM TEXHMKH, BBIIIOJIHEHHE KYpCOBOM pabOThI U MOATOTOBKA K €€ 3aluTe. A Takke K
CaMOCTOSITENIbHOW paboTe CTyleHTa OTHOCHTCS MOJATOTOBKA K CEMHMHApaM, KOHTPOJBHBIM
pabotam B (opMe TECTOB WJIM TEMaTHYECKUX 3aJaHUM, BBINOJIHEHUE JOMAIIHUX 3aJaHUM,
Harnucasue pedepara (3cce), IOAr0TOBKA JI0KJIAI0B, IPE3CHTALNI U BBICTYIUICHUI HA CEMUHAPaX,
y4JacTue B 00CYXJIEHUSX, TUCKYCCUAX U Jp.

CamocTosTenbHast paboTa NpeycMaTpUBaeT:

- HOJArOTOBKY K IMPAKTUYECKUM 3aHATHSM, M3ydeHHE HEOOXOJMMBIX pasJesioB B
KOHCIIEKTaX, Yy4eOHBIX IOCOOMSIX M METOJMYECKUX YKa3zaHUsX; paboTra cO CIpaBOYHOM
JUTEPaTypou

- UCIIpaBJIEHUE OIINOOK, 3aMEeUaHHH.

CamocrosTenbHas paboTa B XO0J€ ayJUTOPHBIX 3aHATUM Npeanoyiaraer: U3yuyeHue U
MOBTOPEHHE TEOPETUYECKOTO0 Marepuaja MO TeMaM JeKIHid (M0 KOHCIEKTaM W Y4eOHOH
JUTEpaType, METOAWYECKHM YKa3aHUSM), BBIIIOJHEHHE WHIUBHUIYalIbHbIX TBOPYECKHX U
UCCIIEJ0BATEIbCKUX, AHATUTUYECKUX padoT.

CamocrosTenbHas paboTa 1MOJ KOHTPOJEM IMpernojaBareis HpearnosiaraeT MOATOTOBKY
KOHCIIEKTOB,  paboTa C METOJUYECKOW JHMTEepaTypoi, MOArOTOBKa K TECTHPOBAHUIO B
UHTEPaKTUBHOHN Gopme.

BreaymutopHass camoctosiTenpHas pa0oTa CTYAEHTOB NPEANOiaraeT TMOATOTOBKY K
NPAaKTUYECKUM 3aHATHSM, MOATOTOBKY K KOHTPOJIbHBIM PaboTaM, BBINOJHEHHE MPAKTHUYECKUX
3aJJaHMii, TIOJTOTOBKY K TECTHPOBAaHUIO B WHTEPAKTHBHOW (Qopme; M3ydeHHe HEeOOXOIMMBIX
pa3zienoB B KOHCIEKTAxX, y4eOHBIX TOCOOUAX U METOJMUECKUX YKa3aHUAXK; paboTa co ClIpaBOYHOU
JUTEPaTypoid, paboTa C MPaBOBBIMH W 3aKOHOIATENBHBIMH aKTaMH;, pabOTy C 3JIEKTPOHHBIMH
y4yeOHMKaMU TIO AUCLUIIINHE.

OpraHu3anMoHHO-MeTOAMYeCKHe PEKOMEH/IALMH 1/l TOATOTOBKH K NPAKTHYECKHM
(ceMHMHApPCKUM) 3aHATHAM

Cemunap (nam. seminarium - OYK8ANbHO: «PACCAOHUK») — YYyeOHOoe 3aHamue, 8 Xxooe
KOMOpO20 0Opeanusyemcs o00cyxicoeHue @OYHOAMEeHMAIbHbIX UIU  OUCKYCCUOHHBIX Npooaem
U3yuaemou HayKu U C8A3anHHOL C Hell NPAKMU4ecKoll 0esmeibHOCmU.

B nemsix 6onee moapoOHOTO M aJeKBaTHOTO COBPEMEHHOW CHTYallMH aHaln3a MpolsemM
yIpaBJIEHUS CTyJAEHTaM pPEKOMEHJyeTcsi oOpamaTbCsi K MEpUOJUYECKO muTeparype u
MaTepuaigaM CpeACTB MaccoBOM HHQOpManMu, B KOTOPOM MOXHO HANTH HE TOJBKO
AQHAJTUTMYECKUE CTaThbH 110 PA3IMYHBIM acleKTaM OO003HAUYEHHBIX B TEMAaTHKE CEMHUHApPCKHUX
3aHSATHA TPOOJIeM, HO W CTAaTUCTHYECKHE JaHHBIC, MaTepHallbl TPHUKIAIHOTO XapakTepa,
HOpMAaTHBHBIE TOKYMEHTHI. LlenecooOpa3Ho He OrpaHMYMBATBHCS YKAa3aHHBIMU MCTOYHHKAMH, a
OCYIIECTBIISATH COOCTBEHHBIN IMOUCK TEOPETHUECKUX U MPAKTUICCKUX MATEPHAJIOB, YTO SBISCTCS
OJTHUM U3 3JIEMEHTOB CAMOCTOSTEIbHON MH(POPMAITMOHHO-aHAIUTHUECKON PabOThI CTYJCHTOB.

[ToaroToBka K CEMHHAPCKUM 3aHATHUSM IO TUCIHMILIMHE JO0JDKHA BKJIIOYATh CIIETYOIINE
ACTIEKTBHI:

1) 3HAKOMCTBO C COOTBETCTBYIOIIMMH TIJlaBaMH YyYeOHHMKA, ONTHMAIbHBIM ObLT OBl
BapuaHT pabOTHI HE C OJJHUM YU€OHMKOM, TaK KaK pa3HbIMH aBTOpPaMH W30paH pa3InYHbIN MOAX0.
K MIPEIMETY, U MOJIE3HO MOHITH OCOOCHHOCTH TIOAXO0/I0B, CPABHUTH MX, YTOOBI BEIPAOOTATh CBOIO



MTO3HIIMIO;

2) dYTEeHWE KOHCIICKTA JICKIIHH;

3) uyTeHHE W OCMBICICHHE OJHOIO-IBYX WCTOYHHKOB W3 MPUBEJICHHOIO CITHCKA
JUTEPATYPHIL.

BbI0Op JOMOMHUTENBHBIX MEPBOMCTOYHUKOB, KOTOPbIE MOTYT OKa3aTh IOMOIb IPH
MOJrOTOBKE K BBICTYILUICHHIO M IIO3BOJIST OPraHHW30BaTh HAa CEMHUHApPE JMCKYCCHIO, CTYAEHT
OCYILECTBIISACT 110 CBOEMY YCMOTPEHHIO, B COOTBETCTBUU CO CBOUMHU HHTEPECAMH, OPUCHTHPYSChH
Ha BOIIPOCHI CEMUHAPCKOTO 3aHSTH.

BeicTymuieHHe Ha ceMUHApE JOHKHO OBITH TOCTATOYHO apryMEHTHPOBAHHBIM, 3aHUMATh
0 BpEeMEHH He Ooyiee TpeX MUHYT. B XOj€ BBICTYIUICHHS >KEIATEIIbHO COMOCTABUTH TOYKH
3peHHs pa3IMYHbIX aBTOPOB Ha HM3JIaraeMyro mpoobsemy. [IpeanoyTuTesibHo, YTOOBI 10 OJHOMY
BOIIPOCY BBICTYIIHIIO HECKOJILKO CTYCHTOB, BBICKa3bIBasi CBOM MHEHHUSI, TOMOJIHSASA APYr apyra. B
yjeajse CEMHHAPCKOE 3aHATHE JO/DKHO MPOXOAHUTh B (OpME MUCKYCCHH. Pe3ynbTaThl paOOThI
CTYJIEHTOB Ha CEMHHAPCKUX 3aHATHAX O0S3aTEIbHO YUYUTHIBAIOTCS IIPErojaBaTeiaeM Ipu
BBICTaBJIEHHUH OQJLIOB.

Pa3nes 1. YnpaBienue BpeMeHeM Ha YPOBHe HHAMBH/IA

Tema 1. IlonsiTHE M CYIIHOCTH TaliM-MEHeXKMEHTA

Conepxxanue Tembl. [loTpeOHOCTB, POJIb W 3HAUCHUE TAWM-MEHEKMCHTA B KH3HU
COBpPEMEHHOT0 4esioBeKa. CyIIHOCTh W MOHSATHE TaM-MEHEKMEHTa, €ro MECTO B CHUCTEME
OCHOBHBIX KaTeropuil mMeHexmeHTa. [loTpeOHOCTb, posib M 3HAYEHUE TallM-MEHEIKMEHTa B
JKU3HU COBPEMEHHOI'O 4YeJIOBEKa. 3apOoKJIEHUE M pa3BUTUE TallM—MeHekMeHTa B Poccun u B
mupe. OcoOEHHOCTH ¥ OCHOBHBIE MTPHHIIUIIBI COBPEMEHHOTO TaiiM-MEHEKMEHTA.

3amanus 1J151 CAMOCTOATEIbLHO padoThI

I. lern wm 3amaun TaliM-MeHEIKMEHTA. Pojb TaliM-MEHEI)KMEHTAa B ITOBBIIICHUHU
3¢ (HeKTUBHOCTHU AEATETLHOCTH COBPEMEHHOM OpraHU3aIiy.

2. VIcTokM TaliM-MEHEKMEHTa B 3apyOeKHOH TEOPUH H MPAKTUKE.

3. llIkombpl MEHEIKMEHTA U UJIeU COBPEMEHHOIO TaiiM-MEHEIXKMEHTA.

4. Vlcrokn TaliM-MEHEKMEHTa B TEOPHUHM M MPAKTUKE POCCUMCKHX HCcienoBaTesell B
obnacTu yrnpaBieHUs.

Tema 2. Bpemsi Kak YHMKAJIbHBIN pecypc 4eJ10BeKa U OPraHu3aluu

Copepxanue Tembl. [lonstue u ¢unocopus BpeMeHU. OCHOBHBIE KOHIEHIMH
IICUXOJIOTHUECKOro BpeMeHH. Ilcuxomormueckoe, colnuaabHOe U NPO(EecCHOHANBHOE BpeMs.
OcHoBHble cBoiicTBa BpeMmeHU. WHauBuayanbHOe Bocmpusthe BpeMeHu. OOBEKTHBHOE U
CyOBEKTHBHOE BpEMs.

3ananus AJs1 CAMOCTOATEIbHON padoThl

1. MnauBuayalbHOE BOCIIPUATHE BPEMEHHU.

2. OOBbEKTUBHOE U CYyOBEKTUBHOE BPEMSI.

3. Bpems kak HEBOCIIOJIHUMBIN pecype.

4. UnpuBuyanbHbIi (DOH BPEMEHH U €r0 CTPYKTYpa.

Tembl 10KI210B

1. ConmanbHO-TICUXO0JIOTHYECKHE OCOOEHHOCTH BPEMEHHOU MEePCIEeKTUBBI TUUHOCTH

2. MeTopl aHanM3a MHANBUyaJIbHOM BPEMEHHON NEPCIIEKTHUBBI.

3. IlepcoHasibHAst KOHUENINS BPEMEHH.

4. AHanu3 NepCcOHAJILHOM KOHLIENIIUN BPEMEHU

Tema 3. Lenenonaranue Kak 0CHOBa 3(p(peKTHBHOI0 TaiiM-MeHeIXKMEeHTa

Copepxanue Ttembl. [loHATHE, TPUUMHBI U IIpEeUMyILECTBa Lienenonaranus. LleHHocTn
Kak OCHOBa menenojaranus. OnpeneneHue SKU3HEHHBIX IIEHHOCTEW B JIMYHOW W
npodeccronanbpHOM xu3HU. [loaxoas! k onpenenenuto neneit. «Life management» u xu3HeHHbIC
nenu. TeXHUKHU MOCTAHOBKU LIEJeH.

3agaHus 17151 CAaMOCTOATEILHOM PadoThI

1. IlenHOCTH KaK OCHOBA II€JI€NOJIaraHusl.



2. OnpeneneHue )KU3HEHHBIX LIEGHHOCTEH B TMYHON M MPO(ECCUOHATBHON KU3HH.

3. AJITOPUTM U METOJIbI LIETIETOaraHus.

4. Curyanmonssiii ananu3 (mo JI. 3aiiBepry).

TeMbl J0KJIaA0B

1. Bpemst kak pecypc U LETb.

2. BpemeHHas nepcneKkTuBa U BpEMEHHAs TPACCIIEKTUBA.

3. Ompenenenue XHU3HEHHBIX LEHHOCTEH B JIMYHOM W MNPO(ECCHOHATBHOW >KU3HU
YeJ0BeKa.

4. CuTyallMOHHBIN aHAIU3 U METOJ «IsATH nanbleBy» JI. 3aliBepra.

5. Ilcuxonoruyeckue CI0XKHOCTH B IPOLIECCE OCBOCHUSI BPEMEHH.

Tema 4. IlIpuoputernl. TeXHUKH pacCTAaHOBKH NPHOPUTETOB

Conep:xxanue Tembl. PaccTraHoBKa IpPHOPUTETOB 1O Di3eHXaydpy (aHAIW3 MaTpPHIIBI
Oitzenxayspa). [lpunuun I[lapero. Meron AbB-ananu3 (IW1aHupoBaHUE U JICJIETUPOBAHHE).
MeTto1 MHOTOKpUTEPUAIIBHOM OLICHKH.

3agaHus 17151 CaMOCTOSITEILHON PadoThI

1. PaccTanoBka mpuoOpUTETOB 10 Di3eHXaydpy (aHaIU3 MaTpULIbl Dii3eHxaylpa).

2. lMpunuun [apero.

3. Meron AbB-ananu3 (I1aHupOBaHUE U ACIICTUPOBAHUE).

4. IlpunsiTHE pElICHUN O IPUOPUTETAX.

Tembl nokJIa710B

1. I[Tpouenypsl yuera BpeMeHU

2. Ilpuembl IUIAaHUPOBAHMS BPEMEHU

3. PaccTaHoBKa BpEMEHHBIX IPUOPUTETOB

4. AHanu3 nepcoHaJbHOW CUCTEMbl YIPABJICHUS BPEMEHEM: XapaKTEepHbIE NMOTJIOTUTENN
BpPEMEHU

Tema 5. CamoMeHeI)KMEHT pyKoBoAuTeJsi. MeToabl NJIAHMPOBAHUS BPEMEHH B
caMOMeHeIKMeHTe

Copnepxanue Tembl. CTpaTerus «ymnpaBjieHHEe BpeMEHEM» KaK YIpaBJIeHUe COOCTBEHHOM
NeSATeNIbHOCThIO.  PanMoHanbHas opraHu3aiusl BBIIOJHEHUS 337ad M pachnpeiesieHus
cOOCTBEHHBIX pecypcoB. IIpakcuosoruss ¥ onTUMaibHas CUCTEMa IJIAHUPOBAHUS BPEMEHH.
MeTo/1bI ¥ IPUHLIMIIBI MOBBIIIEHUSI cOOCTBEHHOM 3 dexTuBHOCTH A.A.JIro0uresa.

3agaHus 17151 CAaMOCTOAITEILHOM PadoThI

1. CaMOMEHEI)KMEHT — YyMEHHME YIPAaBIATH COOOW. YIpaBlieHHE BpPEMEHEM, YIpPaBIIsis
3HAHUSIMH.

2. PanumonanpHas OpraHu3alMs BBIIOJHEHHMS 3alad U paclpeiereHusi COOCTBEHHBIX
pecypcoB.

3. I3MeHeHune BOCTIpUSATHS BPEMEHHU.

4. ®yHKIUY U L€ CAMOMEHEKMEHTA.

5. Tlpouenypa IuMarHOCTHUKU MpoOJeM, CBSI3aHHBIX C OpraHM3alMed MJIaHUPOBAHUS
COOCTBEHHOT'0 BPEMEHHU.

Tembl 10KI210B

1. CamoMoTHBaIUs KaK cocTaBistoiast 3 (HEeKTUBHOTO TaliM-MEHEKMEHTA.

2. DNeKTPOHHbIE UHCTPYMEHTHI OpraHU3aIUH 1eATEIbHOCTH.

3. O0001IeHNUs OIBITA YIPABICHHUS BPEMEHEM B HCCIIEJOBAHUSIX POCCUMCKUX YUEHBIX.

4. O600meHre ombplTa pa3BUTHUS HAYYHOM OpraHM3alliy YIPaBJIE€HYECKOro Tpynaa 3a
pyOexoM.

Pa3zgea 2. YnpasjieHue BpeMeHeM Ha YPOBHe OPraHu3anuu

Tema 6. OcHOBHbIC MeTOJbl HWHBEHTAPU3ALUH JHMYHOI0O M OPraHU3AlMOHHOIO
BpeMeHH

Copepxxanue TeMbl. MeTo/1bl HHBEHTapU3allMK U aHAJIN3a OPraHU3allMOHHOIO BPEMEHH.
MeTopl MTHBEHTapU3allMy U aHAJIM3a JIMYHOTO BPEMEHU. AJITOPUTM HMHBEHTApU3alluU U aHaIHM3a
BpPEMEHH.

3ananus AJ1s1 CAMOCTOATEILHOM padoThl



1. ATropuT™ MHBEHTApU3aLUY U aHAJIN3a BPEMEHH.

2. MeTopl paliMOHaIN3aUH JINYHOTO TPYAA PYKOBOIUTEIIS.

3. Ananu3 nH(OPMAIIMOHHBIX TOTOKOB.

4. Pabota Haj TeKkcTOM. Bpems modThl.

5. 3anmcHas KHUKKa pykoBoauTens. TenedhoHHoe Bpems.

TeMbl D0KJIaA0B

1. XpoHOMeTpax Kak EpCOHAIbHAsL CUCTEMA Y4€Ta BPEMEHHU.

2. KOHTpOb U aHANINU3 YIIPABICHUS BPEMEHEM.

3. Ananu3 nH(OPMAIIMOHHBIX TOTOKOB.

4. Opranuzanus BpeMEHU Ha YTCHUE.

5. JlenoBasi mepenucka, mpaBuia padoThI ¢ TOYTOM.

Tema 7. [lnanupoBanue padoyero BpeMeHu

Conep:xanue Tembl. OnpeneneHie CTPYKTypbl pabodero BpeMeHH. 3aTpaThl pabodero
BpeMeHU. Meronbl omnpeneneHus 3arpar pabodyero BpeMeHH. XPOHOMETpaXK, KaauOpoOBKa.
[TpuHIMIBI 1 METOBI TUNITAHUPOBAHUS pabOYero BpeMEHH.

3amanus 1J151 CAMOCTOATEIbHON PadoThI

1. OntumalibHas cucTeMa TUIAHUPOBAHUSI BPEMEHH.

2. TexHONOrus palMoOHaIbHOIO NIPOBEIEHNUS COBEILAHUI U BEJIEHUS IIEPETOBOPOB.

3. PanimoHanpHOE MOAETHPOBAHKE pabOYEro NPOCTPAHCTBA.

4. UckyccTBO OpraHu3anuu pabodero Mecra.

5. PaunoHanbHOE ynpaBiieHHE IOTOKOM JEI0BOM JOKYMEHTALUH.

Tembl nokJI2710B

1. CtpykTypa cTaHIapTOB TallM-MEHEI)KMEHTA U MpaBUjIa UX IOCTPOEHUS

2. Cran[apThl INIAHUPOBAHUS BPEMEHU

3. CtanaapTsl yrpaBJieHUs 3a1ayaMu

4. CranaapThl ynpaBjieHUss KOMMYHHUKalMEH (B T.4. 3JIEKTPOHHOM MEpernucKoi)

5. CrangapTsl ynpaBieHUs! COBELIAHUSIMU

6. CrangapTel ynpaBieHUs! CEKPETapHaTOM

Tema 8. JlesierupoBanue 1mMoJTHOMOYM A

Copepxanue Ttemsl. [lonsTue nenernpoBanusi NOTHOMOUYHNA. PaKTOPBI AEIETUPOBAHUS
nosHoMounil. Tunuunele Oapbepbl aAenerupoBaHus mnonHoMouui. Ilpouecc s¢dexTuBHOrO
JeJIerupoBanus noaHomounii. Kaprouka nenernpoBanusi.

3agaHus AJ15 CaMOCTOSITEILHON padoThI

1. lenernpoBaHue MOJIHOMOYHH.

2. OCHOBBI A€NEerupOBaHUS.

3. OCHOBHBIE 1IENIN ¥ CUTYaLlUH JIE€IETUPOBAHNUS.

4. IlpenmyuiecTBa U HEJOCTATKU JEJIETUPOBAHUS TOTHOMOYUH.

Tembl f0K1210B

1. Pa3paboTka opraHn3allMOHHBIX MPUHIMIIOB PACIOPsAIKa pabOUYero JHsS COBPEMEHHOTO
MEHEKEpa.

2. OcHOBHBIE IPUHIIUIIBI COBPEMEHHOI'O TallM-MEHE)KMEHTA.

3. CyImHOCTb IEPCOHATIBHOTO YIPABIEHUYECKOIO yUeTa.

4. KynbTyposoruueckre OCHOBBI TaliM-MEHEKMEHTA.

5. OCHOBHBIE MHCTPYMEHTHI 00yUeHHsI TaliM-MEHEIPKMEHTY COBPEMEHHOT'O MEHEKEPA.

6. OCHOBHbBIE HHCTPYMEHTbI 00y4eHHsI TalM-MEHEI)KMEHTY COBPEMEHHOT'O MEHEKepa.

7. OCHOBHBIE HEIOCTATKH METOA0B TaliM-MEHEKMEHTA.

Tema 9. Perynsinusi BpeMeHU M OPraHU3alMsl BPEMEHH AesITeJIbHOCTH

Copepxanue Tembl. BO3MOXXHOCTH pE3€pBUpPOBAHMSI BPEMEHM U PETYJSIIUU pUTMA
nesTeNbHOCTH. VHAMBUAYaIbHBI CTUIL U PUTM PAOOTOCHOCOOHOCTH. AHAIN3 BPEMEHHBIX
npuopuTeToB. HAMBHTya bHbIE OCOOCHHOCTH paclpeiesIeHUs BpEMEHHBIX PECYPCOB.

3ananus AJ1s1 CAMOCTOATEILHON padoThl

1. BO3MO>XHOCTH pe3epBUPOBAHUS BPEMEHH U PETYJISALUN PUTMA JAESITEIBHOCTH.

2. UnauBuayanbHbIN CTUIIb U PUTM PabOTOCIIOCOOHOCTH.



3. T'ubkoe u xectroe wianupoBanue Ha MS Outlook.

4. CucreMa MEeXKJIMYHOCTHBIX KOMMYHHKAITUNA PYKOBOAUTENS (MEHEHKEpa).

TeMbl 10KI210B

1. WuauBupayanbHble OCOOCHHOCTHM BOCHPHUSITUS BPEMEHH; HMX B3aHUMOCBS3b C
IPUMEHSIEMbIMU TEXHUKAMU IUIAHUPOBAHMSL.

2. UnauBuayanbHblil puT™M paboTtocrnocodHocTH. CaMOMEHEKMEHT Ha OCHOBE OMOpUTMa
(mogbeMsbl U ciajibl, cCaMopasrpysKa).

3. Kak nauuHaTh W 3akaHuuBaTh pabouuii JeHb. Kak 5KOHOMHUTH BpeMsi B TEUYCHHE
pabouero JHsl.

4. CocTaBieHUE paMOYHOTO TUIAHA JTHA.

5. KoHTposb 1 CaMOKOHTPOJIb. AHAJIN3 IPOLIEIIIETO JHS, OLEHKA PE3YIbTaTOB

Tema 10. KouTpoJsb 1 aHau3 ynpasJieHusi BpeMeHneM. [lorepu BpemeHu

Copepxanue Tembl. [lonarue, Buabl U 3HaueHue KoHTposs. KoHTposib Hajx xaocoMm.
Buemnue u BHyTpeHHue nomexu. Pakropsl norepu BpeMeHH. OCHOBHBIE 00JIACTH MOSBICHUS
«roxuparenei BpemeHn». Onpenesenrue pe3epBoB BpEMEHU

3amanus 1J151 CAMOCTOATEIbHON PadoThI

1. BHeuinue u BHyTpeHHUE noMexu. PakTopbl IOTEpU BPEMEHH.

2. OcHOBHBIE 00J1aCTU MOSIBICHUS «IIOXKHUPATEICH BpEMEHM.

3. CaMOKOHTpOJIb IIpoLiecca IEATENbHOCTH U PE3yJIbTAaTOB.

4. KoHTpOJb MPOIIECCOB U PE3yIbTAaTOB.

5. KonTposnb 1HS (CaMOKOHTPOJIB).

Tembl nokJI2710B

1. DneKTpOHHbIE HHCTPYMEHTBI OPraHU3aIMH JESTEIbHOCTH.

2. O60011eHHsT OIIBITA YIIPABJICHUSI BPEMEHEM B UCCIIEAOBAHUAX POCCUICKUX YUEHBIX.

3. O6oOmieHne oOmbITa Pa3BUTUS HAYYHOW OpPTraHHM3AIMH YIPABICHUYECKOrO Tpyda 3a
pyOexoM.

4. MeToapl HCCIEAOBAHMSI IPOLECCOB YIpaBICHUs W 3aTpar paboyero BpEMEHU
COBPEMEHHOT0 MEHEe[Kepa.

5. AHanu3 noreps pabouero BpeMeHH M pa3paboTka peKoMeHAAlUi 1o 3Pp¢GeKTHBHOMY
UCIIOJIb30BaHUIO pab0Yero BpeMEH! COBPEMEHHOTI'O MEHEKEPA.

TecToBble 3a1aHus M0 pa3aeny 1 «YnpaBieHue BpeMeHeM HA YPOBHE HHIUBH/IA»

1. 3anagHas mIKoJIa TAUM-MEHEKMEHTA OPUEHTHPOBaHA

a) Ha TUTAaHUPOBAHKE U KOHTPOJIb pabovyero BpeMeHu

0) Ha y4eT, aHaJu3 U OleHKY 3((HEKTUBHOCTH UCIIOJIB30BAHUS pab0Uuero BpeMeH!

2. CucreMa OMEpPaTUBHOTO €KETHEBHOTO IJIAHUPOBAHUS pabOyYero BpEeMEHU U3 MSATH
CTaguii — 3TO

a) METOJ «AJIIBITBI»

0) cuctema dpaHKIMHA

B) MPUHIUI DH3eHxayspa

3. Metog «AnbIbl» BKIIOYAET

a) COCTaBlieHHE TMepeyHs 3aJaHuii Ha JeHb; OICHKY ATUTEIBHOCTH IUIAHUPYEMBIX
3aJIaHH; pe3epPBUPOBAHNE BPEMEHH; KOHTPOIIh

0) cocrtaBieHHE TEpeYHs 3aJaHUil Ha JI€Hb; OICHKY JIUTEIBHOCTH IIAHUPYEMBIX
3aJIJaHUH; pe3epBUPOBAHNE BPEMEHH, IPUHITHE PEIICHUH 110 IPUOPUTETAM, TIEPETIOPYICHHIO HITH
COKpAIIIEHUIO 3aJaHU KOHTPOJIb

B) COCTaBJICHHWE TME€peYHs 3aJaHUi Ha JI€Hb, PE3ePBHPOBAHUE BPEMEHU; TPUHATHE
pelIeHni 0 MPUOPHUTETaM, TIEPEMOPYUCHHUIO UITH COKPAIICHUIO 3aaHUI KOHTPOJIb

4. YcTaHOBJIICHWE TPHOPUTETOB BBHITIOJHEHHS JEJd 10 KPUTEPHSIM HX CPOYHOCTH U
BaXHOCTH — 3TO a) nmpuHIun [lapero

0) mpuHIMI Dif3eHxay3pa

B) 3akoH [lapkuHCcoHa



5. «YeM MeHbIIIe BpeMEHHU OTBOJAT HA TO HIIM HHOE JEII0, TEM OBICTPEE MBI CTPEMHUMCS €TI0
BBITMIOJHUTHY — TaK 3BYUUT

a) npuHuun [lapeto

0) mpuHIMI Di3eHxay3pa

B) 3aKkoH [lapkuHcona

6. [lenerupoBaHuIO MOJJICKHUT

a) pyTHHHAs paboTa

0) ycTaHOBJIEHHE IeJiel, MPUHATHE PELICHUN MO BBHIPAOOTKE MOJUTUKU MpPEANpPHUSITHS,
KOHTPOJIb PE3yIbTATOB

B) CIIELIMATU3UPOBAHHAS JESTEIbHOCTD

7. CoctaBieHue IHCEM, J0TOBOPOB, KOHTPOJIb 32 BHIOJHEHUEM 3aJJaHUi 11e71eco00pa3HO
IUTAHUPOBATh Ha

a) Ha BpeMsl MaKCUMAJIBHON pab0TOCTIOCOOHOCTH

0) Ha BpeMsi MUHUMAJIbHOW pab0TOCIIOCOOHOCTH

B) Ha BpeMsi, KOr/ia paboTocrocoOHOCTh cocTaBisieT 50% OT MakCHMalIbHOM

8. Llenb XxpoHOMETpaska: a) ONpe/esieHne HOPM BPEMEHU Ha OTJENIbHBIE ONepaluu

0) ompezeieHre HOPM BPEMEHHU Ha U3rOTOBJICHUE €AMHUIIBI POTYKITUN

B) pa3paboTKa HOPMAaTUBOB BPEMEHH

T') BBISIBJICHUE U U3YYCHHUE HOBBIX TIPUEMOB M METOJIOB PAOOTHI

1) yCTaHOBJICHHE MMPUYHUH HEBBIMOJIHEHHUSI HOPM BPEMEHH

€) yCTpaHEHHUE BCEX MOTEPh U JIMIITHKUX 3aTpar pabodero BpeMeH!

9.Cootnomenue 60:40 —3t0

a) npuHuun [lapeto

0) OCHOBHOE MPABUJIO MIJIAHUPOBAHUS BPEMEHHU

B) COOTHOIIICHHE BAKHBIX U HE3HAUUTEIIBHBIX TSI

10. OCHOBY TEXHUKHU CAMOMEHEI)KMEHTA COCTABIISIOT ...

a) eXeJHEBHOE IUIAaHUPOBaHUE paboT

0) MeTo/IbI YIpaBleHuUs: CO00i, CBOUM BPEMEHEM, Kaphepoil, UMUKEM

B) OIpeJIeTICHHBIC padoUre TPHEMbI

I') 0OCBOOOXKJIEHHSI OT PYTUHHOMN paboThI

TecToBbIe 3a]aHU 10 pa3jieny 2 «YpaBJieHHe BpeMeHeM HAa YPOBHE OPraHu3auum»

1. PaGouee Bpems — 3T0:

a) YCTaHOBJICHHBIN PacTopsiIOK JHS, B TEYEHHE KOTOPOTO YEIOBEK BBHIMOIHIET padoTy U
OT/IBIXAET;

0) BpeMmsi, KOT/ja YeIOBEK TOJIbKO paboTaeT;

B) BpeMsI HaXOXKJCHHS BHE JIOMa;

T') BpeMmsl, 32 KOTOPOE YEIOBEK OCYIIECTBISIET KaKyIo- THOO0 IeATeIbHOCTh (Ha TEPPUTOPUHU
HPEIIPUITHS).

2. B kakux cnyyasx paOOTHHKaM TIPEJOCTaBISIOTCS CIElUATbHbIE MEPEePBIBBI IS
o0orpeBaHus M OTAbIXa, KOTOpPbIE BKIIIOYAIOTCA B pabouee Bpemsi?

a) TpU BBIOJHEHUU PAOOT B XOJOJHOE BpeMs rojia Ha OTKPBHITOM BO3IyXe WM B
3aKpBITBIX ~ HEOOOTpPEeBaeMBIX  IMOMEIICHHUSX, a TakKe TIpy3udkaMm, 3aHiITBIM  Ha
MOTPY304YHO-PA3TPY30YHBIX padoTax;

0) mpu paboTax 3a mpeaeraMyu HOPMAITbHOU MTPOIOKUTEIIEHOCTH Pabovyero BpeMeH ;

B) MpU pa3AeNieHuH pabovero Hs Ha YacTH.

3. Yro uzyyarot npu ¢potorpacduu padbouero gHs?

a) CTPYKTYpY 3aTpar BpeMeHU

6) MeTo/1bl pabOThl PYKOBOAUTENS

B) OTEepH pabouero BpeMeHH

T') CIIOCOOBI BBITIOJIHEHHMS 33124

4. Kakas ¢hyHKIUS HAXOAUTCS B IIEHTPE Kpyra caMOMeHeKMEHTa?

a) pabota ¢ naopmanuen



0) uIlaHUpOBaHME

B) OpraHM3anus Tpy10BOro mpouecca

I') CAMOKOHTPOJIb

5. llpumenstor  ciexymoolmue — MpaBWwia,  CIOCOOCTBYIOIIME  PALUOHAIBHOMY
UCIIOJIb30BaHUIO pab0Yero BpeMEeHH ...

a) popMaM3aIys Ipy pacrpeaesieHn pabouero BpeMeHH

0) mpoBeieHNE COOpaHUii ¥ COBEIIaHMI 0€3 TPEIBAPUTEIHLHON MOATOTOBKH

B) IEPUOAMYECKHM aHAJIN3 UCIIOIBb30BaHUsS pabovero BpeMeHH

6. JenerupoBaHue TMOJTHOMOYHMH Kak croco® moBbIeHUs 3()(HEKTUBHOCTH Tpyna
MEHeKepa IPUMEHSIOT B CIEAYIOIINX CUTYaIUsIX

a) JUIsi OCBOOOXKJICHHUS BPEMEHHM PYKOBOJAUTEINS Ha pelieHHe caaboCTpyKTypUpPOBAHHBIX
3aja4

0) Ipy BO3HUKHOBEHHH CIIOKHBIX MP00IeM, TPEOYIOMNX CPOUHBIX ACHCTBHUMA

B) JUIsl pAaCUIMPEHMsI TOJIHOMOYUH MCIIOJHUTENEH U MOBBILIEHNS UX KBaTU(pUKaLUN

T') 1711 OCBOOOKICHHUS UCTIOIHUTEINEH OT pyTUHHOM paboThI

7. Beibepute nocieoBaTenbHOCTh PabOT TON-MEHEIKepa MO COKPALCHUIO BPEMEHHU Ha
UX OCYILIECTBIICHHE

a) 3alUIaHUPOBAHHbIC 3aCelaHusl U BCTpeuu, paboTa ¢ Oymaramu, He3alslaHUPOBAHHBIE
BCTPEYH, Pa3rOBOPEI 110 Tene(oHY, MOE3IKU

6) paboTa ¢ Gymaramu, 3alUIaHUPOBAHHbBIC 3aCEaHUs U BCTPEUH, He3aIsIaHUPOBAHHBIE
BCTPEYH, Pa3rOBOPEI 110 Tene(oHy, MOE3AKU

B) pabora ¢ Oymaramu, 3alUIaHUPOBAHHbIE 3aCelaHUsl U BCTPEUYH, HEe3aIIaHUPOBAHHBIE
BCTPEYH, TIOE3]IKH, PAa3rOBOPHI MO TesIe(hOHY

I') 3aIUIaHUPOBAHHbIC 3aCEaHUs U BCTPEUH, He3aIIaHUPOBaHHbIE BCTPEUH, Pa3rOBOPSI 110
tenedoHy, Moe3/Iku, pabora ¢ Oymaramu

8. OmpenenuTe KaTeropuro 3aTpar pabodyero BpeMeHH! Ha YCTAHOBKY U CHATHE JieTalleil Ha
CTaHOYHBIX paboTax:

a) MOJIrOTOBUTEJIHO-3aKIIFOYUTEIBHOE BpEeMs

0) Bpems o0city)kKMBaHMs paboyero Mecra

B) BCIIOMOTI'aTeJIbHOE BPEeMsI

I') OCHOBHOE BpeMs

9. Kakue cymecTByOT BUAbI HAOIIOACHUNA?

a) XpoHOMeTpax, potorpadust padbodero BpeMeHu U (POTOXPOHOMETPAK.

0) xpoHoMmeTpax, ¢potorpadus pabodero BpeMeHH U METOJI MOMEHTHBIX HAOOICHUH.

B) METO/]I HETIOCPEICTBEHHBIX 3aMEPOB M METOJT MOMEHTHBIX HAOJIFOICHUIA.

I) METOA HEMOCPEJCTBEHHBIX 3amepoB, ¢ororpadgus paboyero BpeMEHH W
($hOTOXpOHOMETPAXK.

10. Bpemst BBINOJIHEHUSI IPOU3BOJICTBEHHOTO 3aJIaHMs MTOIpa3/IeisieTcs Ha:

a) TOJTrOTOBUTEIbHO-3aKIIIOYUTEIIPHOE, OCHOBHOE BpEeMs W BpeMs OOCITy)KUBaHHS
pabouero mMecra.

0) BpeMsl TEXHUYECKOTO 00CITyKUBaHUs, OCHOBHOE U BCIIOMOTaTEeIbHOE BpeMs

B) MO/ATOTOBUTEIbHO-3aKIIOUUTENFHOE U OTIEPAaTUBHOE BPEMS.

T') MMOrOTOBUTENHEHO-3aKIIIOYUTEIIHFHOE, ONIEpAaTHBHOE M BPEMsI OOCTYXKHBaHUS PabOdero
MecTa.



7 OueHo4HbIE CpeACTBA ISl IPOBEAeHUs IPOMEKYTOYHOM aTTecTauuu
a) [lnanupyemble pe3yJbTaThl 00y4eHHS M OlIEHOYHBIE CPeICTBA JJIsl NPOBeAeHNs] IPOMEKYTOUHON ATTECTALMU:

[Ipunoxxenue 2

Kon
HHIUKATOPA

WNunukatop nOCTIKEHUS
KOMITETEHLIMH

OrieHOYHBIC cpe€acTaa

COMHAJIbHBIM

NMPorpaMMaM M COHUAJIbHON MOJTUTHKE

MK-2: Cniocoden pa3pa6oTaTh NpeaioKeHHs M0 00ecrnevYeHHIo MePCcoOHaTIoM, (POPMUPOBAHUIO CHCTEMbI OLIEHKH, PA3BUTHS, OILUIATHI TPY/a, KOPIOPATHBHBIM

IIK-2.1

Dopmupyem cucmemy oniamsl u
opearuzayuu mpyoa

BOHI)OCI)I K 3a4eTy

O 0 1N LN K W —

. TaliM-MEHEX>KMEHT KaK CUCTEMA.

. CYTL IMPOAKTHUBHOI'O @ pEAKTUBHOT'O MOAXO0Ja K JKU3HH.

. Yto takoe SMART-11e111 ¥ «HaAIEIIN.

. Uto Ha3bIBaeTCs MOTJIOTUTEISIMU BpeMeHU B TailM-MeHenxxMeHTe?

. Hauano xpoHomerpaxa: ey U pe3ysIbTaThl.

. B yem cyTh KOHTEKCTHOTO MIIAHUPOBAHUSA?

. IHCTpYyMEHTBI TaliM-MEHEeIKMEHTA U1 IUNIAHUPOBaHUs paboyero JHs.
. B ueMm cyTb pe3ynbraT-opueHTUPOBAHHOTO INIAHUPOBAHUS?

. MCTOI[ CTPYKTYPUPOBAHHOT'O BHUMAaHHWA U TOPU3OHTHI IJNIaHUPOBAaHUA.

. 0030p 3a1au B TaiiM-MeHEKMEHTE.

. UHCTpYMEHTHI co3anus 0030pa.

. JIpeBOBHIHBIE KAPTHI KAK HHCTPYMEHTHI 0030pa 3a/1ad.

. KoHTponbHble cincku Kak MHCTPYMEHTHI 0030pa 3a/1ad.
. JIByxMepHbIe rpad MKy KaK HHCTPYMEHTBI 0030pa 3a/1a4.

. OCHOBHEIE CITOCOOBI U METO/Abl PACCTAHOBKH NTPUOPUTCTOB B TaﬁM-MeHeH)KMeHTe.

. Matpuna Diizenxay3pa Kak HHCTPYMEHT pacCTaHOBKH IPHUOPUTETOB.

. B uem 3akmrouaercst cyTb METO1a MHOTOKPUTEPHATIBHON OLICHKH.

. Kak ucnonesyercs npunnun [lapero npu niaannpoBaHuy BpeMEHH Ha 3a7adyul.
. Pactipenenenue paboyeli Harpy3Kku Kak OCHOBA ycrexa U 3h(heKTHBHOH paboThL.
. Paborocmoco6HOCTE YenoBeka u OMOPUTMBI.

. Metonel camoHacTpoiiku A5 3 (HEKTUBHOTO peIeHHs 3a/1a4.

. «TBOpUYECKasi JIEHb» U MOTHUBAIIUA.

. CamomoTuBanus Kak 3peKTUBHOE PemIeH:s OOJIBIINX TPYIOEMKHIX 3aad.

. Pemenns Menkux HENpUATHBIX 3a1a4 B TaliM-MEHEPKMEHTE.

. HeoOxoaumocTs kopnopaTUBHOTO BHeApeHHs TaiiM-MeHeIKMEHTA.

. Jlmaraoctuka u arrecranus TM - HaBBIKOB.

. Meronuka TM - aTTrecTaiuu.




28. Kopnopatusubsie TM — cTanmapThl.

29. I'mbkoe n xecTKOe anupoBanmne Ha MS Outlook.
30. IIpuHIHAITBI YCHIETTHOTO TaM-MEHEKMEHTA.

31. TakTuka BeIeHUS IEPETOBOPOB.

32. TakTHKa BEICHUH COBEIAHNH.

33. TakTrka BeICHUS MTPE3CHTAITU.

34. TakTuka BeaeHus cobece0BaHUsL.

35. TenedoHHOE BpeMms.

36. AHanu3 nH(QOPMAIMOHHBIX TTOTOKOB.

37. Opranu3auusi BpeMEHHU Ha YTCHUE.

38. JlemoBas mepenucka, mpaBuia padoThl C TOYTOM.
39. Taiim-meHeKMEHT oduca.

40. Ipodeccrnonanm3m MeHekepa U TaliM-MeHEIKMEHT.

IIK -2.2

Paspabamvieaem xopnopamuenyio
KYAbMYpY U COYUANbHYIO NOTUMUKY,
cucmem momusayuu, ¢hdexmusHocmu,
OYEeHKU U pazeumus nepcoHald

Ynpaxxuenue 1. Uto padoraer Ha Bac?

He nmeer 3Ha4YCHUs, HACKOJIBKO HCpraBHHCMOﬁ BBITVIAJUT Ballla )KU3Hb, — B HeH BcCeraa €CThb 4TO-TO, UTO
paboTaeT Ha Bac, B IOMOJHEHNE K JUTMHHOMY TIEPEYHIO TOTO, YTO HE padOTaeT.

beckoHeYHO Ba)kKHO HaYaTh HMEHHO C TOTO, UTO Y)Ke paboTaeT u 1aeT pe3yibTarhl. [Ipexne Bcero, 3o
YVKPEIUT BaIlly YBEPEHHOCTh B ce0e — YTO, HECOMHEHHO, XOPOLIO B Havajie MyTH. Bel Hen30exHO
OOHapy’KHUTe, YTO y BaC yxke ecTh (PyHIaMEeHT, OCHOBA — CIOCOOHOCTH ISl Pa3BUTHS HABBIKOB
TUTAHWPOBAHUS U YIIPABJICHUS BPEMEHEM, JIaKe €CIIU B JAHHBI MOMEHT 9TH CIIOCOOHOCTH
«TIPUMEHSIOTCS BEIOOPOYHOY». Kora BBl 0OHApyKUTE 3TH CIIOCOOHOCTH, BBl CMOXKETE OMUPAThCs Ha HUX
B IpYruXx obnacTsx BamieH xu3zau. Onpenenss 1o, 4To paboTaeT, Bbl COKOHOMUTE Maccy BPEMEHH H CHII,
MIOCKOJIbKY, OYEBUIHO, HET HUKAKOH HEOOXOIMMOCTH MPUBOAMTH B TIOPSAOK TO, YTO U O€3 TOro B
TopsiZIKe M xopoio padoraeT. 3agymaiiTech 0 TOM, 9TO pabOTaeT I Bac M B Ballly MoJib3y. Bel MoxkeTe
BBIMOJTHUTD 3TO YIPXKHEHHUE B MPOU3BOJIBHON (OpPME HITH UCTIONB30BaTh MTPUBEACHHBIE HIKE
HE3aKOHYECHHBIE NPEIJIOKEHHS — 3TO TIOMOXET BaM IPUCTYIHUTD K aHanu3y. O0xymaiite riry0oKo u
TIIATEIBHO STH BOIPOCH M PACCMOTPHUTE BCE aCIIEKThI CBOCH KH3HU — PadOTY, I0M, B3aUMOOTHOIIICHUS C
JIIOABMU, JIMYHOC pa3BUTUC U T./., — OTB€UAd HA HUX.

IIpodondicume credyrougue ymeepiucoenus no 603MOICHOCTU Hauboaee noOPOOHO
Kak ObI st HU OBLJT 3aHST, 51 BCET/Ia HAXO0XKY BpeMS JUIs
Mow e CTaHOBSITCSI YETKO OIPE/IeICHHBIMHU, KOTJIa JIEJIO KacaeTcst
S TOYHO 3HAal0, CKOJILKO BPEMEHHU MHE MOTpeOyeTcst 1is
S Bcerna Oe3 mpoMeIIeHUS IPUCTYTIAI0 K
51 HAKOr A HEe Ona3BIBAI0

Y MeHs He BO3HUKaeT IpobieM, Korjaa




41 6e30 Besikux MpobiieM NPUCTYMAl0 K BBIMTOTHEHUIO CJIOXHBIX IIPOEKTOB, KOTAA
51 Bcerna 3aHAT B IIEpEPHIBAX MEXKIY
MHe 5ierko ckazath HeT (KoMy? B KaKHX CHUTYaIusx?)
MHe sierue ynoxuThbes B 3alaHHBIE CPOKH, KOTJa
41 Gomble Bcero cyacTiIMB, KOTA S

[ena, BBIOTHEHNE KOTOPBIX S JIETKO MEPENOPYIAr0 APYTHM 3TO

Tenepb NpocMOTPHUTE CBOM OTBETHI M ONPEACTUTE, YTO HOBOTO BBl MOXKETE y3HATh O cele.
Crpocure ceds, moueMy BBIITOTHEHUE ITUX KOHKPETHBIX e ¥ 33124 y Bac X0pouIo noiy4daetcs. [louemy
3T0 pabotaetr? Brl npucTynaere K BHIIOIHEHUIO ONPEACIEHHBIX €T IOTOMY, YTO OHH BaM O4Y€Hb
HpaBsaTca? Vnu notomy, 4TO BbI JIOBKO ¢ HUMU cpaBisgeTrech? Vin Bbl IOJAA€TECh BHELLIHEMY
nasieHnio? Bee nienio B TOM BpeMeHH CYTOK, KOTOPOE BBl BBIOMpAeTe IS 3THX 33jiay, UM B KOJTMYECTBE
BpEMEHH, KOTOpoe TpebyeTcs aist ux BeinosHeHus1? C KaKMMH 3a1a4aMy BbI JIYUIE CIIPABIISIETECh — C
TEeMH, KOTOPBIE TPEOYIOT OT Bac pabOTHI B OTMHOYKY HIIH C TPEOYIOIIMMHA COBMECTHOH pabOTHI ¢ IPYTUMHU
moapmMu? Cripocure ce0si, 4YTO UMEHHO MOOYKIaeT BaC BBITOJIHATh 3TU 33Ja4U.

Haxe ecnu HEKOTOphIe 00JIacTU Balllei )KU3HU, HAXOISIIHUECS [0 BAIlIUM MTOJTHBIM KOHTPOJIEM,
camH 1o ce0e KaKyTcsl BaM HE3HAUMTENbHBIMU, UX aHAJIN3 MOXKET IOMOYb BaM BBISICHUTb, KaK PEIINTh
Jpyrue, 6oyee cepbe3HbIC MPOOJICMBI.

Ynpaxuenue 2. Uto He padoraer?

Tenepp, Koraa Bel YBUAEIH, YTO BBl M B CAMOM JI€JI€ XOPOLIO YIPAaBIISIETe 110 MEHbIIEH Mepe
4acThIO CBOETO BPEMEHH, U OoJiee-MeHee TOHSUIN IT0YeMY, IPUIILIO BpeMs 3a1aTh cebe CIeayomni
Borpoc: «Uto He paboraeT?»

[Tone3Ho 3anucaTh CBOM OTBETHI M TOCMOTPETh Ha BCIO KAPTHHY LENUKOM. OueHb HHTEPECHO
CPaBHUTH OTBETHI HAa ITOT BONPOC C OTBETAMHM OIIPOCHMKA B pazzene «Uro paboraer?». Bel Moxere
BBITOJTHUTD 3TO YIPXKHEHHUE B MPOU3BOJIBHON (OpPME HITH UCTIONB30BaTh MTPHUBEACHHbBIE HIKE
HE3aKOHYCHHBIE TIPEIUIOKEHUsI, YTOOBI IPUCTYNHTH K aHanu3y. He 3a0ypTe, oTBeuast Ha BOIIPOCHI,
paccMOTpeTh BCE aCIEKThl CBOCH JKU3HHU.

IIpoooncume credyrowue ymeepaicoenus. llpuBennte kak MOXKHO OOJIbILIE TPUMEPOB
Y MeHs HUKOTrJa HET BpEMCHU Ha
S Tpady cIMIIKOM MHOTO BPEMEHHU Ha
Y MeHs HET 4ETKO ONPEJIEJICHHBIX 1IeJIEil B OTHOILIEHUN
$1 X044y 1 MOry BECh ICHb 3aHUMAThCS
51 Bcerna HEZIOOIIEHUBAIO BpEMSI, HEOOXOIUMOE IS
S Bcerga oTKIaapIBa0 HayaIo

S yacto onasapiBaro

MHe TpyZHO CKa3aTh «HET»
MHe Tpy1HO 3aKOHYHUTH




Bamu otBeTh! Ha Boripoc «UTo He paboTaeT?» CTaHyT IS Bac MEPEYHEM TOTO, YTO BaM HYKHO
ucnpaButh. [locMoTpHTe Ha ATOT CIHCOK MPOOIIEM U CPABHUTE €T0 CO CITMCKOM OTBETOB Ha BOTpoc «Uto
paboraer?». Ecnin BaM TpyTHO MPUCTYNHTH K BHITIOJTHEHUIO WIIH 3aBEPIIUTH OJTHU 33/1a4H U B TO XKe
BpEMs BBl HE UCITBITHIBACTE TAKUX MPOOJIEM C IPYTHMH, CIIPOCUTE Ce0s1, TIOYeMY 3TO MPOUCXOIUT. B
HEKOTOPBIX CIy4asiX y BaC HUUYETO HE MMOJIy4aeTCs MOTOMY, YTO BaM HEOOXOIMMO OBJIAJICTh
ompezeeHHBIMU HaBBIKaMH, HAIPIMEP, HAYIUTHCS HE JOIMyCKaTh 3a/IepyKeK U Tay3 WIA TOYHO
pacCcUMTHIBATh BPEeMsi, HEOOXOMMOE JUIsl BRITIOJTHEHMS 33/1a4. Vi BaM HY»HO TIPOCTO HAYYHThCS
MPUMEHSTH HAaBBIKK, KOTOPBIMU BBI OBJIAJICITH B OJJHOW Cepe )KU3HH, K APYTUM IPEAMETaM.

1IK -2.3

Dopmupyem u npo8OOUM COYUATILHYIO
ROAUMUKY U COYUATbHBLE NPOSPAMMbL

TecToBbIe 3a1aHus

1. YopaBnenue pabounM BpeMEHEM IpEIoiIaracT

a) ero y4er, aHallu3 MCIIOIb30BaHUs, TUIAHUPOBAHUE U KOHTPOJIb

0) ero y4er, aHaJIU3 UCIIOJIb30BAHHS

B) €ro IUIAHUPOBAHUE U KOHTPOIIb

2. Cucrema 1iaHUpOBaHus pabodero BpeMEeHU, OCHOBaHHAs Ha «IPOOJICHUN TII00aIbHON 3a1a4H,
CTOsIIEH Tepe]] COTPYAHUKOM, Ha 3aJauu, MOA3a1a4H U T.J. 110 MECTH YPOBHSIM, — 3TO

a) METOJI «AJTBITBI»

0) cucrema OpaHKITHA

B) IpUHIUN Dif3eHxay3pa

3. CooTHOLIEHHE 3aIJITAHUPOBAHHOM aKTUBHOCTH K HETIPEABUICHHOM U CIIOHTAHHOH aKTUBHOCTH
COCTaBIISCT

a) 80:20

0) 60 : 40

B) 50 : 50

4. [InanupoBaHue KUIHEHHO BAXKHBIX JIENI HA TY YaCTh Pab0vero JHs, Ha KOTOPYIO PUXOJUTCS MUK
paboTOCIIOCOOHOCTH, — 3TO

a) npunImn [Tapero

0) npuHIMn Dif3eHxayspa

B) 3aKoH [lapkuHcoHa

5. Ilepenaua mOAYMHEHHOMY 33/1a4H C IPABOM MPHUHATHS PELLICHHUS U OTBETCTBEHHOCTH 32 €€
BBITIOJTHEHHE, — 3TO

a) JIeNerupoBaHue

0) meneHTpaM3aIus

B) MOpy4YCHHE

6. MakcumanbHOe MEepeKIIoUeHNe BHUMAHUS TIPH BBINOJHEHUU TPYAOEMKHUX /1€ 1 MUHUMH3ALUS €T0
MEJIKUX NEPEKIFYEHUN — 3TO

a) MPaBUJIO YIPaBJIeHUs paboTOoCIIOCOOHOCTHIO




0) mpaBWIIO yrpaBlieHHsI BHUIMaHUEM

B) mpuHITHN [lapero

7. XpoHOMETpax — 3TO:

a) M3yueHHe OINepaluy MyTeM HAOIIOACHUS

0) u3MepeHue 3arpar pabouero BpeMeHH! Ha OTJICIBHEIC ONepaIlui
B) U3y4YeHHE BCEX 3aTpaT pabovyero BpeMEeHH B TEUEHHNE CMEHBI

T') U3y4deHHUE 3aTpaT BpeMEHH Ha N3TOTOBJICHNE €UHULBI TIPOTYKINN
) U3y4eHHE OTepalliy TyTeM HaOIr0IeHHs M H3MEPEHHs 3aTpaT pabovero BpeMEeH! Ha OTAETbHbIC
AJIEMEHTHI

8. Xponokaprta ['acreBa A.K. ucnons3yercs npu:

a) JIeNeTUPOBaHUU

0) aHaNM3€e UCIOF30BAHUS BpEMEHHU

B) MHBEHTAPHU3AINH LIEJeH

T') B KOHTpOJIE Tpoliecca

9. Kakue cymiecTBYIOT BUIBI CAMOKOHTPOJIS MEHEKepa?

a) MPOMEXYTOYHBIA U KOHSYHBIN

0) nmpenBapuTeIbHbBIN, QYHKIIMOHATLHBIN, CTOMMOCTHOMN

B) aIMHUHUCTPATUBHBIN, TPON3BOJICTBEHHBIH, (DMHAHCOBBIH

r) (hopMabHBIN 1 He(hOpMATHHBII

10. D1eMEeHTOM CAaMOMEHEKMEHTA SIBJISIETCSI:

a) pa3paboTKa OPraHU3aAIMOHHON CTPYKTYPHI

0) yeTKoe AeNernpoBaHNE TIOTHOMOYNI

B) (OpMUpPOBAHUE OPTaHU3AIMOHHON KYJIBTYPBI

r) pa3paboTKa CHCTEMBI SKOHOMHUYECKOH MOTHBAIUH MIEPCOHANA




0) Ilopsinox mpoBeneHUs] MPOMEKYTOYHOH aTTeCTALMHU, MOKA3aTeIH W KPHTECPHH
OLICHUBAHUS:

[IpomexxyTouHast arrectanust 1O JUcHUIUIMHE «TexHomoruu TalM-MEHEKMEHTa B
yIIpaBJICHUH NIEPCOHATIOM» BKIIIOUAET TEOPETUUECKHUE BOIIPOCHI, TIO3BOJISIONINE OIICHUTh YPOBEHb
YCBOGHHUSI OOYYalOIIMMUCS 3HAaHWH, W TPAKTUYECKUE 3aJaHMs, BBIABISIONINE CTETCHb
c(OpPMHPOBAHHOCTH YMEHHH U BIIaJICHUI, TPOBOAUTCS B (popMe 3auera.

3ayer Mo JAaHHOH NUCIMIUIMHE MPOBOIUTCS B YCTHOW (hopMe MO BOMpoOcaM K 3a4ery,
KOTOPBII BKJIIOYACT OJIUH TEOPETHUECKUI BOIPOC U OJHO MPAKTUIECKOE 3aJaHHE.

IMoka3aTe/u U KPUTEPUH OLlEHHBAHUS

- «3QUTEHO» - BBICTABISICTCS MPH YCIOBUH, €CIIA CTYACHT IOKa3bIBACT XOPOIIUE 3HAHUS
yueOHOro Marepwajia IO TeMe, 3HAaeT CYIIHOCTh JWCIHIUIUHBI, CBOOOJHO BBITOJHSET
NPaKTUYCCKHUE 3aIaHUs.

HpI/I 9TOM CTYACHT JIOTMYHO M IMOCJICAOBATCIIbHO U3JIaraCt MaTrcpual TEMbI, PaCKPbIBACT
CMBICJI BONPOCA, JaeT YyJIOBICTBOPHUTEIBHBIC OTBETHI Ha JIOMOJIHUTEIbHBIC BOIPOCHL
I[OHOJIHI/ITGJH)HI)IM YCJIOBUCM IIOJIYYCHHA OLNCHKM MOIyT CTaTb XOpPOHIHME YCICXH IIPpU
BBINTOJIHEHUH CAMOCTOSITEIIbHON U KOHTPOJIBLHOW PabOThI, CHCTEMAaTH4eCKasi aKTHBHAs1 paboTa Ha
MPAKTUYCCKUX 3aHATUAX.

- «HE 3aYTEHO» - BBICTABISICTCS IMPH YCIOBHH, €CIIM CTYICHT BIIQJICET OTPHIBOUYHBIMHU
SHAaHUAMU O CYHIHOCTH IJUCHUIINIMHBI, AACT HCIIOJHBIC OTBCTBI Ha BOIIPOCHI H3 OCHOBHOH
JUTEPaTyphl, PEKOMEHIOBAHHOW K KYpCy, HE MOYET OTBETUTh Ha JOMOJHHUTEIBHBIC BOIPOCHI,
IPEIO’KEHHBIE TIPETIOAABATEIIEM.



Mpuitoxenue 3

MeToaudyecKkue PEKOMEHIAMMH I CaMOCTOSITEIbHOM paﬁOTLI CTYACHTOB

B mporecce BBINOTHEHHS CAMOCTOSITENBHOW pPabOTBHI CTYIEHTHI JIOJKHBI HAYYHUTHCS
BOCIPUHUMATh CBEJCHHS Ha CIIyX, (UKCHPOBaTh MH(OpPMALMIO B BHUJE 3alHceldl B TETpamsX,
paboTaTh ¢ MUCbMEHHBIMU TEKCTaMH, CAMOCTOSTEJIBHO U3BJIEKAas U3 HUX I10JIE3HbIE CBEIECHUS U
opopmisisi MX B BHUJE TE3UCOB, KOHCIEKTOB, CHCTEMaTU3UPOBAThb HHQOPMAIMIO B BHJE
3aroJIHEHHsI TaOJIHII, COCTABICHUS cXeM. BaKHO HAyUUTHCS BBIACIATH TJIaBHBIC MBICTH B JICKITUH
npenogaBarenss JUO0 B MHUCHbMEHHOM TEKCTE; aHaJIM3UPOBATH SIBICHUS; OIpPENEIsITh CBOIO
MO3HIIMIO K MOJIYYEHHBIM Ha 3aHATUAX CBEICHHSIM, YETKO (JOPMYIHPOBATH €€; apryMEHTHPOBATh
CBOIO TOYUKY 3pEHUS: BBICKA3bIBATh OIICHOYHBIC CYXKACHUS; OCYIIECTBIATh CAMOAHAJU3.
HeoOxonnMo yuuThbesl BiaJeTh YCTHOM M NUCBMEHHOW pEuYbl0; BECTH IUAJIOT; Yy4acTBOBaTh B
JTUCKYCCUM;, PpAacKphIBaTh COJEp)KaHUE H3Yy4aeMOW MpoOJeMbl B MOHOJIOTMYECKON peuu;
BBICTYIIAaTh C COOOIICHUSIMU U TOKJIaJaMH.

Koncnexr nexuuu. CMbICI IPUCYTCTBUS CTYACHTA HA JIEKLIUU 3aKIF0YAET BO BKIIOUECHUHU
€ro B aKTHBHBIN MPOLECC CIYIIAHUS, IOHUMAaHUS U OCMBICIICHHs MaTepuaia, IOArOTOBIEHHOTO
npenogaBaresieM. JTOMY CIOCOOCTBYET KOHCIEKTHMBHAs 3alMCh MOIYYEHHOW MH(pOpMaluu,
IIOMOLIbIO KOTOPOH B JaJIbHEUIIIEM MOKHO BOCCTAHOBUTH OCHOBHOE COZAEPKAHKUE IPOCITYILIAHHON
JEKLUU.

JU1 ycnemHoro BbINOJIHEHUS 3TOW paboThl COBETYEM:

- TIOJArOTOBUTH OTJEIbHBIE TETPAIU ISl KaXKA0r0 MPeaMeTa. 3aluch B HUX JIy4lle BECTU
Ha OJHOW CTOpOHE JHcTa, 4TOOBl MO3JHEE HAa YUCTOM CTpaHUIIE 3alMcaTh JOMOJIHEHMS,
YTOYHEHUS, 3aMEYaHuUs, a TAaK)Ke COOCTBEHHbIE MBICTH. C MOMOIIBIO PAa3HOLUBETHBIX PYYEK HIIH
¢iomacTepoB MOXKHO OyJIeT BBIAEIUTD 3ar0J0BKH, pa3/ielibl, TEPMUHBI U T.JI.

- HE 3alMChIBaTh NOJPSJA BCE, YTO TOBOPUT JeKTop. CrapaiiTech BHayajle BBICIYIIATh U
MOHATh MaTepual, a 3aTeM YKe 3a(UKCHpOBaTh €ro, HE YIyCcKas OCHOBHBIX IOJIOKEHHWHA M
BbIBOIOB. CoXxpaHsiiTe JIOTUKY M3y10keHUs. OOpaTuTe BHMMaHHE Ha HEOOXOAMMOCTb TOYHOM
3aIACH ONPEJICTICHUN U TTOHSATHM.

- OCTaBUTb MECTO Ha CTPAHHIIE CBOOOIHBIM, €CIIM HE YCIIEJIN OCMBICIIUTD U 3alUCaTh YacTh
uHpopmanuu. Ilo OKOHUAHUIO 3aHATHA C TOMOIIBIO OJHOKYPCHHMKOB, IpENOJaBaTeNs WIN
y4eOHHKA Bbl CMOYKETE€ BOCCTAHOBUTH YIYLIEHHOE.

- yIIeSTh BHUMAaHHUE TpaMOTHOMY odopmiieHuto 3anuceii. Hayunrecs rpaguuecku ICHO U
y00HO pacnojaraTb TEKCT: BBIWICHATh a03allbl, MOJYEPKUBATh IJaBHBIE MBICIH, KJIIOUEBbIE
CJIOBa, MTOMEIIATh BBIBOJBI B paMKH U T.7. HemanioBaxkHOe 3HaU€HHE UMEET U YeTKasl CTPYKTypa
JIEKLUHU, B KOTOPYIO BXOIUT IIJIaH, JJOTMYECKHU BBICTPOCHHAsSI KOHCTPYKLHS OCBEILEHUS KaX10Ir0
IyHKTa IJJaHa ¢ apryMEeHTaMM U J0Ka3aTelIbCTBaMH, Pa3bCHEHUSMU U MpPUMEpaMH, a TaKxKe
CIIMCOK JINTEPATYPHI 110 TEME.

- HAY4YUThCS TUCATh Pa300purBO U ObICTPO. UTOOR! B JabHEWIIEM HE TPATUTH BpEeMs Ha
pacmppoBKy COOCTBEHHBIX 3alMCel, CIeAUTe 3a aKKypaTHOCTbIO MOYepKa, HE 3KOHOMbBTE
Oymary 3a cdYer yIUIOTHEHHS Tekcta. KoHcmekTupys, MNoJab3ylTech OOLIENPUHITHIMU
COKpAILIEHUSIMH CJIOB W YCJIOBHBIMH 3HAaKaMH, €CIM €CTh HEO0O0XOAMMOCTh, TO MpHUAyMaiTe
COOCTBEHHBIE COKPAILIEHUSI.

- YMeTh OBICTPO M YETKO MEPEHOCUTH B T€TPaJb rpadMuecKue pUCYHKH U Tabmuubl. Jlms
9TUX LEJEeN MPUTOTOBBTE MPO3PAYHYIO JIMHEWKY, KapaHJall U pe3suHKy. CtapaiTtech Kak MOKHO
TOYHEE CKOMMPOBATh N300pakeHue ¢ JOoCKU. Eciin HarnsaAHbIi MaTeprai TpyIHO BOCTIPOU3BOANM
B YCIIOBUSIX JIEKLIMH, TO C/IEJATE €ro CII0BECHOE ONucaHue ¢ 0000IAI0NMMH BBIBOAAMH.

- IPOCMOTPETh CBOM 3aIMCH IIOCJIE OKOHYaHMA JeKiuuH. [lomuepkHuTe M OTMETHTE
pa3HbIMM I[BeTaMH (hjioMacTepa BaKHbIEe MOMEHTHI B 3anucsax. VMcnpaBbTe HETOUHOCTH, BHECUTE
HeoOXxoauMble tononHeHus. He TpateTe Bpemst Ha nepenuchiBaHNe KOHCIIEKTa, €CIIM OH OKa3aJics
He coBceM ynadHbIM. COBEpIIEHCTBYHUTECH, 3aMTUCHIBAsI TOCIIEYIOIINE JIEKIUH.

IToaroroBka k cemuHapckuMm 3aHsaATHsIM. CeMuHap — OIUH W3 OCHOBHBIX BHJIOB
MPAKTUYECKHUX 3aHATUN MO0 T'yMaHUTapHBIM AucuunianHaMm. OH MpeiHa3HayeH A yriIyOJIeHHOTO



U3y4eHHs OTJENBHBIX TeM M KypcoB. Ilo ¢opme npoBeneHus ceMuHapbl OOBIYHO MPEICTABISIOT
co0oii perienne 3aaa4, 00CyKACHUE TOKIIAI0B, Oece1y Mo IJIaHy WA JUCKYCCHIO IO TTpodIeme.

[TonroroBka K 3aHATHUAM 3aKJIIOYAETCA, IPEXK]IE BCETO, B OCBOEHUH TOIO TEOPETUYECKOTO
MaTepuaia, KOTOpbIi BBIHOCUTCS Ha oOcyxieHue. /g 3Toro HeoOXOJMMO B MEPBYIO OYepeb
NepeuYnTaTh KOHCIEKT JICKIIMU WIH pa3felibl yIeOHHKa, B KOTOPHIX MPUCYTCTBYET YCTAaHOBOYHAS
uHpopmanusa. V3yueHne pekoMeHJOBAHHOHN JHUTEpaTypbl HEOOXOIUMO clielaThb MaKCUMAalIbHO
TBOPYECKHU — HE MPOCTO YKJIAJbIBasi B MaMATh HOBBIC CBEACHHUS, & OCMBICIUBAS U aHAIU3UPYS
MaTepuai. 3aKpenuTh CBOM 3HAHUS MOXHO C TOMOILBIO 3alKCel, BBIMMCOK WM TE3UCHOTO
KOHCIIEKTA.

Eciu cemunap mnpencTaBieH JOKJIagaMH, TO OCHOBHAs OTBETCTBEHHOCTb 3a €ro
IIPOBEJCHUE JIEKUT Ha JoKiIaquukax. Kak cienars 3To ycnemHo cMoTpuTe B paszeine «/Jlokmany.
OpHako poib OCTaJdbHBIX YYACTHHUKOB CEMUHApa He JOKHA ObITh maccuBHOW. CTYAEHTHI,
IIPOCIIYIIAB JO0KJaJ, 3alMChIBAlOT KPATKO IVIABHOE €r0 COAEP)KAHUE U 33/1al0T BBICTYNAIOILIEMY
YTOYHSIOIIME BOMpocoB. Uem Gosiee ocHOBATENIbHOM ObliIa JOMAIIHSS MOATOTOBKA IO TEME, TeEM
aKTUBHEE TPOMCXOAUT OOCYKIeHHE TMpOOJIEMHBIX BOMpocoB. Ha cemuHape BCSUECKH
MOOUIPSAETCS TBOpYECKas, CaMOCTOATEIbHAs MbICHb, JAaeTcd BO3MOXHOCTh BBICKA3aTh
KPUTUYECKHE 3aMEYaHUsI.

becena mo mmany mnpexacraBisieT co0oil 3apaHee IOATOTOBICHHOE COBMECTHOE
00-CyXJIEHHE BOIIPOCOB TEMBI K&KIBIM U3 YUaCTHHKOB. JTa (hopMa moTpedyeT OT CTyJCHTOB HE
TOJILKO XOpOIIEH CaMOCTOSITENTbHOW MPOpPabOTKM TEOPETHYECKOro MaTepuaia, HO U yMEHHE
y4acTBOBaTh B KOJUIEKTUBHOM JHUCKYCCHM: KpaTKO, YETKO M ACHO (pOpMYIHpOBaTh U M3JaraTh
CBOIO TOYKY 3pEHHsI TMepel COKYpCHHKAMM, OTCTauBaTh I[IO3UIMI0 B HAy4yHOM CIOpE,
MIPUCOSAMHSITHCS K Uy)KOMY MHEHUIO WJIH ONIIOHUPOBATH APYTUM yJACTHUKAM.

Pedepat — cambiii pocTOl ¥ HaUMEHEE CaMOCTOSITENbHBIN BUJ MUCbMEHHOW PabOTHI.
CyTb €ro cocTOUT B KPAaTKOM M3JI0KEHHM COJEPKAIMXCS B HAy4YHOH JUTEepaType B3IJSA0B U
uje no 3ananHoii TeMe. Pedepar He TpeOyeT OpUrHHaIbLHOCTH U HOBU3HBL. B HeM olieHnBaeTcs
YMEHHE CTyJIeHTa paboTaTh C KHHUTOW: BBIACIATH W (OPMYIHPOBATH MPOOJIEMY, OTOMPATh
OCHOBHBIE TE3HCHI M BCIIOMOTATEIbHBIC JaHHBIE, TOTUYECKH BBICTPAMBAaTh MaTepHall, TPaMOTHO
0pOpMIIATh HAyYHBIN TEKCT.

CryneHTtam mpejaraeTcs Ba Buja pedepaTHbx padboT:

PedepupoBanne HaydyHOW JMTEpaTyphl MPEICTaBISET COOON COKpAIllEHHOE H3JI0KEHHE
COJIep’KaHUsl CTaThbM WM KHUTH C OCHOBHBIMHU CBEICHHSIMH M BbIBOJaMHU. Takue pedeparbl
aKTyaJbHBI TOTJa, KOT/Ia B IOPHINYECKAX MCTOYHHKAX TMOSBISETCS HOBBIH TEOPETHUECKUH HITU
MpaKTUYECKH Marepuan Mo uzydaemod Teme. OT cTydeHTa TpeOyeTcsi, BHUMATEIbHO
03HAKOMUBIUINCH C IEPBOMCTOYHUKOM, MAaKCUMAaJIbHO TOYHO U TIOJHO MEpEiaTh €ro coJiepsKaHue.
Jns storo uenecoobpazHo BbIOpaTh (GOpPMY IMOCIEAOBATEIBHOIO H3JI0KEHUS NPOYUTAHHOU
KHUTH, HE MEHsSI ee OOIui TuiaH W CTPyKTypy (TJiaBbl, pasaensl, naparpadsi). HeoOxomumo
COXpaHHUTh JIOTMKY TIOBECTBOBAaHUS M T03a00TUTBCS O CBSI3HOCTU TeKCTa. ABTOPCKHUE,
OpUTHHAJIbHbIE U HOBATOPCKHME MBICIM M MJIEW Jy4Yllle MepeaaBaTb HE CBOMMHM CIIOBaMH, a C
noMoIeio uTHpoBanus. O6beM pedepara OyaeT onpenensaTbesi CoAepKaHUEM HMCTOYHHKA, a
TaK)K€ €ro Hay4HOM M MPaKTUUecKOH LeHHOCThio. Ho B 11060M ciryyae mpennodreHue oTAaeTcs
KPaTKOCTH U JIJAKOHUYHOCTH, YMEHHUIO OTOUPATh TJIaBHOE U OCBOOOXKIAThCSA OT BTOPOCTETIEHHOTO.

Pedepar mo Teme  mpencraBiser 0030p HAYYHBIX B3IUISJIOB W KOHIECMIIHA 10
poOJIeMHOMY BOIIPOCY B U3y4aeMoil Teme.

- Ecnu BaM mpejuiokeHa Tema Takoro pedepara Ha BBIOOP, TO MPEANOYTEHHE CIIETYET
OTJIaTh TOM, KOTOpast AJIs Bac MHTepecHa wiK 3Hakoma. OHa He O KHA ObITh OUY€Hb CIOKHOU U
00BEMHOI, B TPOTUBHOM ciy4ae pedepar OyaeT HalmoMUHATh KypCOBYIO padboTy.

- Jlns moArotoBku pedepara CTYIEHTY HEOOXOIUMO CaMOMy WM C Y4acTHEM
npenoaaBaresnis moaoopate UCTOUHUKH HHGopmaruu. Cienyer mo3ab0TUTHCSI, 9TOOBI B BallleM
CIIUCKE OKa3alWcCh HE CIydaliHble, a IIeHHbIe B WH(GOPMAIMOHHOM TIUIaHE KHUTH. MOXKHO
BBIMIOJHUTH pabOTy, OOpaTUBLIIMCHh U K OJHOMY HCTOYHHUKY — TOCOOHMIO, MOHOTpaduH,
uccienoBanuo. Ho mydiire, eciu BbI 00paTUTECh K ABYM-TPEM HAYYHBIM TPYAaM — 3TO TO3BOJIUT
NPEICTaBUTh MPOOJIEMY C HECKOJIBKMX TOYEK 3pEHHS U BBICKA3aTh JIMYHBIC MTPEIITOYTCHUSI.



- OTHUM U3 TJIABHBIX KPUTEPHUEB OIEHKU pedepara OyAeT COOTBETCTBUE €TI0 COJICPKAHUS
3agBlieHHOM Teme. [l 3TOro Oerjo O03HAKOMUBLIMCH C IEPBOMCTOYHMKAMH COCTaBbTE
npeBapuTeNbHBIA IJIaH Oyaymiero pedepara, 0003HAYMB B HEM MPUHIUIHAIBHO Ba)KHBIC
MOMEHTHI U 3Tanbl ocBenieHus npobieMsl. [locie Toro, kak y Bac nosiBATCA pabodue 3arucu 1o
pe3yJibTaTaM M3yYeHHUs HAyYHOH JUTEepaTyphl M OOMMpHAas HHPOpPMAIUsS MO TEME B IIEJIOM,
MOKHO OyzIeT CKOppeKTHpoBaTh oOmwmil muaH pedepara. Crapaiitech mpu paboTe HaJl HUM
TIIATEIILHO W30aBJIATBCS OT «HU3JIUIIECTB»: BCSIKOTO poJa aOCTPAKTHBIX PaCCYXKICHHIA,
Ype3MepHBIX MOAPOOHOCTEH U MHOTOYHCIECHHBIX IPUMEPOB, KOTOPHIE «Pa3MbIBAIOT» TEMY HIIU
YBOJSAT OT HEE.

Crtpykrypa pedepara BKIOYaeT B ceOs BBEACHHME, OCHOBHYIO 4acTh M 3akitoueHue. Bo
BBEJCHUU (OPMYIUPYIOTCS LEIM W 3aJaud paboThl, €€ akTyanbHOCTb. OCHOBHas 4YacTh
IpescTaBiIsieT co00i Mocae10BaTeIbHOE U apTyMEHTUPOBAHHOE H3JI0KEHUE PA3IMYHBIX TOYEK
3peHHsl Ha MpoOiieMy, €€ aHaluu3, IpeAroiaraeéMble MyTH pelleHHs. 3akirdeHue obodmaer
OCHOBHBIE MBICITH WUJIM OOOCHOBBIBAET MEPCHEKTUBBI JaIbHEHIIEr0 MCCieIoBaHus TeMbl. Eciu
pedepar moctarodHo OOBEMEH, TO MOTpeOyeTcs pa3[elieHHe TEeKCTa Ha pasjieisl (TJIaBHI,
naparpadsl). MrocTpaTuBHBIN MaTepuan — TaOIUIIbI, CXeMbI, TpaQHUKu — MOTYT pacHojaratbcs
KAaK BHYTPH OCHOBHOM 4aCTH, TaK U B paszeine «lIpumoxenuey.

O6bem pedepara 3aBUCUT OT LieJel U 3a7a4, pelrraeMbix B padbote — oT 5 10 20 cTpaHull
MAIIMHOIIMCHOTO TEKCTa 4yepe3 JBa MHTepBaia. Eciu B 3a1aHWM, BBIJAHHOM IIPETIOIaBaTEIIEM
00BEM He OroBapHBaeTCs, TO CIEAYET UCXOIUTh U3 Pa3yMHOH 11e1eCO00pa3HOCTH.

B pedepare B 00s3aTeqbHOM TMOPSIKE DPAa3MEMIAIOTCS THUTYJIBHBIA JIMCT, IUJIAH WIIH
orJaBiieHHE PabOThI, a TAKXKE CIHCOK UCIIOJIb3YyEeMOil TUTEPATYPHI.

OOb9HO pedepaT MOXKET 3aUMTHIBACTCS KaK IHChbMEHHAas pabdoTa, HO HEKOTOpHIC
MpenojaBaTeNid MPAKTUKYIOT MyONUYHYIO 3alIUTy pedeparoB WU HUX «O3BYYHMBAHUE)» Ha
CEeMHMHAPCKHX 3aHATHAX. B 3TOM citydae He00X0AUMO MPHIIOKUTH JOTIOTHUTEIBHBIC YCHITHS IS
MOJATOTOBKU MyOJIMYHOTO BRICTYILICHUS IO MaTepuanam pedepatHoit paboThI.

Jlokaaa mpeactaBisieT co0oil  yCcTHy Qopmy coobmeHus uHpopMmaruu. OH
UCIIONIB3YETCS B By3€ Ha CEMUHAPCKUX 3aHATUAX M Ha HAYYHBIX CTYJACHUECKUX KOH(PEPEHIUsX.

[ToaroToBka moKiIaga OCYIMIECTBISICTCS B JIBa ATAla: HATMCAHNWE MMChMEHHOTO TEKCTa Ha
3alaHHyI0 TEMYy M TIOJArOTOBKAa YCTHOTO BBICTYIUICHHS TeEpeN ayauTopuel ciymareneil ¢
OCBeIlIeHreM 3Toi TeMbl. [TucbkMeHHbIN qoKIaa odhopmiisieTcs Kak pedepar.

[Tpu paboTe Haj TOKIAOM CIEAYET YyU4eCTh HEKOTOPbIE CreluprUecKue 0COOCHHOCTH:

eO0beM JOKNIaJa JOJDKEH COIJIACOBBIBATBCA CO BPEMEHEM, OTBEIACHHBIM IS
BBICTYIUICHHUS.

o[lpu BbIOOpPE TEMBI HYXHO YYHTHIBATH HE TOJIBKO COOCTBEHHBIE WHTEPECHl, HO U
MHTEpECHl TMOTCHIMAIBHBIX ciymiareneil. Bame coolOmeHne HeoOXOAWMO COTJIACOBHIBATH C
YpOBHEM 3HAHUH U MOTpeOHOCTEN MyOIHUKH.

o [loroTOBNEHHBII TEKCT JOKIAAa JIOJDKEH XOPOIIO BOCIPHUHHMAThCS Ha chyx. Jlaxke
€CITM OTOOpaHHBII BaMH MaTepHal CIOKEH M HEOJHO3HAYEH, TOBOPUTH JKEJIAaTEIbHO MPOCTO U
SCHO, HE TIEperpykasi pe4b HayKoOOpa3HbIMU 000pOTaMH U CrieU(PUIECKUMH TEPMUHAMH.

Crnemyer OTMETUTB, YTO MHOT/IA MIPEToiaBaTellb He TPeOyeT OT CTYACHTOB MUCHbMEHHOTO
BapHaHTa JOKJIaJa U OLIEHWBAaET UX pabOTy HCKIIOUUTENHHO MO YCTHOMY BBICTyIUIeHUI0. Ho
3HAYUTENBHO Yalle MACHhMEHHBIN JOKIIAJ MPOBEPSETCS U €r0 KaueCTBO TaKKe OICHUBACTCS B
Oamnax. BHe 3aBUCHMOCTH OT TOTO, HY)KHO MJIM HE HY)KHO OYyJeT ClaBaTh Ha MPOBEPKY TEKCT
OyIyliero BBICTYIUICHHS, COBETYEM HE OTKa3bIBaThCS OT MHCHMEHHOMW 3aluCH JIOKJIaza. IJTo
MOMOXeET M30ex)aTh MHOTHX OLIMOOK, KOTOPBIC CIYYalOTCS BO BpEeMsl YCTHOW HMIIPOBHU3AIINU:
OTKJIOHEHHE OT TeMbl, HapyIIEHHS JJOTUYECKON MOCIeI0BaTeIbHOCTH, HEOpEXKHOE 0OpaIlleHHe C
[UTaTaMH, 3I0yNOTpedIeHue AeTaiusiMu | T.7. Eciu Bl XOpoliio BiageeTe HaBbIKaMu CBOOOTHOM
peun u oOnagaere BBICOKOW KYyAbTYpPOH MBIIIICHHUS, TO 3aMEHHTE ITHMChMEHHBIN TOKIIAM
COCTaBJIGHUEM Te3UCHOro IuiaHa. C ero momoupio 3apUKCUPYHTE OCHOBHBIE MBICIH U UICH,
BBICTPOITE JIOTHKY ITOBECTBOBAaHUS, OTOEPHUTE SPKHE W TOYHBIE TPUMEPHI, CHOPMYITHPYHTE
BBIBO/IBI.

[Tpy MOATOTOBKE K YCTHOMY BBICTYIUICHHIO BO3BMHUTE Ha BOOPY’KEHHE HEKOTOPBIE COBETHI:



. Jly4qmmii BapuaHT BBICTYIUICHUS IEpe] ayAuTOpHed — 3TO CBOOOJHAs peyb, HE
OCJIOKHEHHAas YTeHHeM TekcTa. Ho ecni y Bac He BhIpabOTaHO yMEHHE 00IIAaThCs ¢ MyOJIuKoi 0e3
OyMa)KKH, TO HE NBITAWTECHh CAENATh 3TO Cpa3y, 0e3 moAroToBKH. OCBaMBaTh 3TOT OMBIT HYKHO
HOCTENEHHO, OT JAO0KJa/a K I0K/Iay yBEeIHMUUBas 00beM peun Oe3 3arisiibIBaHus B TEKCT.

. Ecnu Bel HaMepeHBI CUUTHIBATH JOKJIAJ C 3arOTOBJICHHBIX ITHCbMEHHBIX 3aIIUCEH,
TO TOCTApalTeCh, YTOOBI UTEHUE OBLIO «XYI0’KECTBEHHBIM»: 00O3HAYaiTe May30il JIornyeckue
nepexoAbl OT YaCTH K YacTH, BBLACISANTE MHTOHAIMOHHO 0COOO Ba)KHbBIE MBICIU M apryMEHTHI,
BAPBUPYWUTE TEMII pEUH.

o Yuras nokinana, He TOPOIIUTECH, AEJIANTE ITO KaK MOYKHO CrioKoWHee. [lomHuTe, 4TO
CKOpPOCTb IMPOU3HOIIEHUS TEKCTa Mepe]| CIyIIaTes MU BCEr/a J0JDKHA ObITh 0oJiee MEIICHHOMH,
4eM CKOPOCTb Balllel ITIOBCEJTHEBHON PEUH.

o CBepbTe NHUCBMEHHBIM TEKCT C XPOHOMETPOM, I O3TOrO IPOYUTAUTE €ro
HECKOJIBKO pa3 ¢ CEKyHIOMEPOM B pyKax. B ciydae, ecin JoKiIa[ OKaKeTCsl CIMILIKOM JUIMHHBIM
WIM KOPOTKHM, IIPOBEANUTE €ro PEeKOHCTpYyKIMI0. OJHAKO BMECTE€ C COKpPALIEHUSMU WIN
JIOTIONIHEHUAMH HE «@10TepsAnTe» TeMy. He mognasaiitech HCKyIIEHUIO paCCKa3aTh BCE, YTO 3HAETE
— TIOJIHO ¥ TIOJIPOOHO.

o OO0parure BHUMaHMe Ha TeMOp M CUily Baulero rojoca. OueHb BaxHO, 4TOOBI Bac
ObUIO CIIBIIIHO B CaMbIX OTJAJICHHBIX YacTAX ayAUTOPUH, U IIPU 3TOM Bbl HE «IIIYIIMIIN» BOIU3H
BaC HAXOJIIMXCS ciymarenei. Bappupyiite TeMOp peun, OH mpUIacT € BBIPa3UTEIbHOCTh U
MOMOJKET U30eXaTb MOHOTOHHOCTH.

o Cnepgute 3a CBOMMM JKecTaMH. YUpe3MepHasl >KECTHKYJSALHUS OTBJIEKAET OT
CoZlepKaHus JOKIJIANa, a IIOJIHOE €€ OTCYTCTBHE CHMIKAET JCUCTBEHHYIO CUILY BBICTYILICHUS.
[Tocrapaiitech M30aBUTHCS OT JKECTOB, JEMOHCTPUPYIOLIUX Ballle BOJHEHHE (KOTAa KpyTATCS
PYUKH, TepeOsTCs MyroBUIIbl, 3aJIaMbIBAtOTCS Maiblibl). MIcronb3yiiTe )KeCThl — BhIpa3UTENbHbIE,
onucareabHble, OAPAXKATEIBHbIE, YKA3YIOUIUE — I TOJIHOTHI IIEpejadyr BalluX MbICIIEH.

. YcTaHOBHTE 3pUTEIBHBIN KOHTAKT C ayauTOopuei. He crouT Bce Bpems CMOTpETh B
OKHO, OITyCKaTh IJ1a3a WM COCpeloTauuBaThcsl Ha TekcTe. CrapaiTech 3pUTEIbHO O0LIaThCs CO
BCEMM CIIyIIATENIIMU, NMEPEBOAS B3IV OT OJHMX K JApyruM. He oOpamiailite BHMMaHue Ha
OMNO3JaBUIMX M HE IIpephIBacTe CBOW JOKJIAJ 3amedaHusmu. Ho BMecte ¢ Tem cinenure 3a
peakuuell myOJIMKM Ha Balle BBICTYyIJIEHHE (0J00peHHe, yCcTanocTb, MHTEpPEC, CKYKYy) U €CIU
CMOKETE, BHOCUTE KOPPEKTHUBBI B p€4b C LIEJIBIO MIOBBIIEHUS HHTEPECA K €r0 COACPIKAHUIO.

o OTBeuaTh Ha BOIPOCHI B KOHIIE BBICTYIUIEHHUS HA10 KPAaTKO, YETKO ¥ YBEPEHHO, Oe3
JUIIHUX TopoOHocTel u noBTOopoB. Ilocrapaiitech npeayranate BO3MOXHBIE BOIIPOCHI CBOMX
CIIyLIaTeNe U MOATOTOBUTHCA K HUM 3apaHee. Ho eciu ciiyduTcsi, 4TO BBl HE 3HACTE OTBETA Ha
3a/laHHBIM BaM BOIIPOC, HE OOWTECh B 3TOM MPU3HATHCA. DTO 3HAYUTENBHO JIyUllle, YeM OTBEUaTh
HE 110 CYLIECTBY WJIH OTIIYYUBATHCA.

. IIpoBeauTe reHEPAIBHYIO PENETUIMIO CBOEro JAOKJIANa Nepex APY3bsIMU WA
OJIM3KUMHU. DTO NMOMOXKET 3apaHee BBIIBUTh HEKOTOPbIE HEJOCTATKU — CTHJIMCTHYECKH Clla0ble
MecTa, TPYTHOIPOM3HOCUMBIE clloBa M (pa3bl, 3aTIHyTble BO BPEMEHH YaCTH M T.JI.
[Tpoananusupyiite CBOIO TUKIMIO, UHTOHALMY, XKecTbl. Crienaiite Tak, YTOObI OHU IOMOT NN, a He
MEIIAJIN YCIEIIHO MPEICTABUTh MyOJIMKH MOArOTOBICHHBIH BaMH JTOKJIA].

IIpe3enTanusi — COBpEeMEHHbIN CMOCOO YCTHOTO HJIM HUCHBMEHHOIO IPEICTaBICHUS
UH(OPMALIUHU C UCTIOIB30BAHUEM MYJIbTUMEIUHHBIX TEXHOIOTHH.

CymiecTByeT HECKOJIBKO BAPUAHTOB IIPE3EHTALIU.

L4 HpCSCHTaHI/IH C BBICTYIIZICHUCM NOKJIAJYHUKa
L4 HpCSCHTaHI/IH C KOMMCHTapUsIMHU NJOKJIaJ9HNKa
L4 HpCSCHTaHI/IH JJIsL CaMOCTOATCIIBHOI'O nmpocMoTpa, KOTOpasa MOXET

JIEeMOHCTPHUPOBATHCS TIepel ayuTopueit 0e3 yuacTus AOKIa 4HKa.

[ToaroToBka mpe3eHTalMy BKIIOYAET B c€0s1 HECKOJIBKO 3TAIOB:

1. [InannpoBaHue Npe3eHTalNH

OT 0TBETOB Ha 3TU BOMPOCHI Oy/ET 3aBUCETH BCE MOCTPOCHUE MPE3CHTALINN

. KaKOBO IpEAHA3HAUYEHUE U CMBICI IPE3EHTAlUM (JIEMOHCTpaLusl pe3ysbTaToB
Hay4YHOI paboThl, 3alIUTa AUIJIOMHOTO MTPOEKTA U T.1.);



. Kakyl0o poib OylIeT BBIIOJHATH TPE3EHTAlMs B XOJIE BBICTYIJICHUA
(COTpOBOXKIEHUE JOKJIa/1a UK €ro WUTFOCTPAIH);

o KaKoBa IIeJIb Npe3eHTanuu (MHGopMUpoBaHKe, YOCKICHUE HIIH aHAJIH3);

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

. KaKOB pa3Mep U cocTaB 3putenbckor ayautopur (10-15 yenosek mimm 80-100;

IPEenoiaBaTesu, CTYACHThl WM CMELICHHAs ayJUTOPHUs).
2. CtpykTypHupoBaHue HHPpOpMALTUU

o B TIPE3CHTAIlMK HE JOJDKHA ObITh MeHee 10 crnaiinoB, a oOmiee WX KOJIUYECTBO
npeBbImarh 20 - 25.

o OCHOBHBIMH TPUHIUIIAMHA TP COCTABJICHUM MPE3CHTAIMH JOJDKHBI OBITh
SICHOCTb, HATJIITHOCTb, JIOTHYHOCTH U 3a[IOMHUHAEMOCTH;

o NPe3CHTAIMsI JOJDKHA UMETh CIIEHApUH M YETKYIO CTPYKTYpPY, B KOTOPOU OymyT
OTPaKCHBI BCE MPUIMHHO-CIICCTBCHHBIE CBSI3H,

o paboTa HajJ Mpe3eHTAIMeH HAYMHACTCS IOCJIC THIATEIBHOTO OOIYyMBIBAHUS U

HarMcaHuA TCEKCTa OJOKJIazaa, KOTOpBIfI HCO6XO,Z[I/IMO p336I/ITB Ha (I)paFMeHTLI 1 0003HAYUTH
CBsA3aHHBIC C KAX/JBIM U3 HUX 3aJa4u U HGfICTBH?[;

. NEpBBIA IIAar — STO ONpeJesIeHWe TJIaBHOW WA, BOKPYT KOTOpOHMl Oyner
CTPOUTHCS MPE3EHTALUA;
o yacTh HMH(OpPMAIMM MOXKHO TIEpEeBECTH B [BAa THIA HATJISAHBIX TTOCOOMIA:

TCKCTOBBIC, KOTOPBIC MOMOTI'YT CIYWATCIAM CICAWUTH 3a XOJAO0M Pa3BCPThIBAHUSA APTYMCHTOB H
rpaduyeckre, KOTOpbIE HJUTIOCTPUPYIOT TJIABHBIC MYHKTHI BBICTYIUICHHUSI M CO3AIOT
HYMOIMOHAIBHBIE 00Pa3bI.
. CEO)KETBl MPE3CHTALMH MOTYT Pa3bsICHATh WIIM HJUTIOCTPUPOBATh OCHOBHBIC

THIOJIOXKEHUSI JIOKJIA/Ia B CAMBIX Pa3HOOOPa3HbIX BapUAHTAX.

OdeHb BaXXHO HAMTH NMPaBUIILHBINA OaJTaHC MEX/1Y PEUbIO JOKJIaJUUKa U COITPOBOKIAIOIUMU
€€ MyJIbTUMEIUUHBIMU 3JIEMCHTAMH.

JUist aTOTO TIENIecO00pa3Ho:

o OTIPEeAeNUTh, YTO Oy/IeT MPEeACTaBIEHO Ha KaXKIOM claiiie, uTo OyIeT B 9TO Bpems
TOBOPHUTHCS, KaK Oy/eT cAeNaH Nepexo K CIeayIIIeMy claiay;

L CaMbIC BAXKHBIC MACU U MBICIIA OTPAa3vuTb U HA cnal‘/'max " IIPOU3HECTU CJIOBAMU,
TOTJ]a KaK BTOPOCTETEHHBIE — JIM0O0 cIoBaMH, JTHOO0 Ha crlaiiax;

o uH(pOpMaIIMIO Ha CcllaiiflaXx MPEeACTaBUTh B BUJE TE3UCOB — OHHU COMPOBOXKIAIOT
MOAPOOHOE U3JIOKEHUE MBICIIEH BBICTYMAIOIIETO, a HE HA000POT;

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

o mr00as Mpe3eHTaIs JIOJDKHA MMETh COOCTBEHHYIO JpaMaTypruio, B KOTOPOH

€CTb:
«3aBsi3ka» - MPOOYKIeHHe MHTepeca ayJUTOpUU K TeMe COOOLIeHHs (SIpKUHA HarjsIHbIN
npuMep);
«pa3BUTHE» - IEMOHCTpAIMsI OCHOBHOM MH(pOpMAIMK B JOTHYECKOW MOCIEI0BATEIbHOCTH
(ueperoBaHNE TEKCTOBBIX U IpaUUYeCcKUX CIIaiI0B);
«KyJIbMHUHALUS» - [PEACTaBICHME CaMOro TIJIaBHOTO, HOBOTO, HEOXHIaHHOTO
(3MOIIMOHATFHBIN PEYEBON WM WILTIOCTPATUBHBIN 00pa3);
«pa3BsizKka» - HOpMyITUPOBaHHE BHIBOJAOB WM MPAKTUUYECKUX PEKOMEHAAUH (BUICOPS).
3. OopmieHue npe3eHTauu
OdopmiteHne mpe3eHTay BKJII0YaeT B ce0sl CIeAYIONIYI0 00s13aTeNbHY0 HH(POPMAIIHIO:
TUTyIBHBIN TUCT
- IPE/ICTABIISET TEMY JI0KJIa/1a U UMs aBTOpa (UM aBTOPOB);
- Ha 3allMTe KypCOBOM WM NUIUIOMHOM paboOThl yKa3bIBaeT (PAMUIIUIO U HHUIIAAJIBI
HAy4YHOT'O PyKOBOJUTENS WIM OpraHU3aluy;
- Ha KoH(epeHUIX 0003HavaeT AaTy U Ha3BaHUe KOH(epeHINH.



[1nanH BeICTYIIIICHUS
- opMynupyeT OCHOBHOE conepkaHue Aokiana (3-4 myHKTa);
- (huKcUpyeT MOpSAAOK U3I0KEHUS HHPOpMAIUY;
CopepxaHue npe3eHTaluu
- BKJIFOYAET TEKCTOBYIO U TpadUyecKyr0 HHPOPMAITHIO;
- WUTIOCTPUPYET OCHOBHBIE TYHKTHI COOOIIIEHUS;
- MOKET MPEJICTABIATh CAMOCTOSITEILHBIN BApHAHT JOKJIA/a;
3aBeplieHue
- 000011a€eT, MOABOAUT UTOTH, CYMMHPYET HH(POPMALIUIO;
- MO>KET BKJIFOUATh CIHCOK JIUTEPATyPhl K JOKIAY;
- COJICPXKHT CJIOBA 0JIaroJapHOCTH ayAUTOPHH.
4. JInzaitn npe3eHTaluu
TexcToBoe opopmiieHHE

o He cTouT 3amonHsATh Ciaij CIMIIKOM OOJBIIMM 00heMOM MH(OPMAIUH - JTYYIe
BCETO0 3allOMHUHAI0TCS He Oojiee 3-X (paKkToB, BEIBOJIOB, ONIPE/ICICHUH.

° OnTuMaibHOE YHCIIO CTPOK Ha ciaiae — 6 -11.

o Kopotkue ¢pasbl 3anoMUHAOTCS BH3YyallbHO Jiyuine. [IyHKTBI miepedHeidl He
JIOJDKHBI TTPEBBIIIATH IBYX CTPOK Ha (pa3y.

. HauGonbmast 3ppeKTUBHOCTh TOCTHTAeTCsl TOTNA, KOTJa KIFOUYEBBIC ITYHKTHI
0TOOpaXKAIOTCS IO OTHOMY Ha Ka)JIOM OTJICIIbHOM ClIaifie

o Ecmu TeKCT COCTOMT M3 HECKOJIBKHX a03aieB, TO HEOOXOAMMO YCTaHOBHUTH
KPacHYIO CTPOKY M HHTEPBAI MEX/y a03araMu.

o KittoueBsie ciioBa B ”HGOPMAITMOHHOM OJIOKE BBIICISIFOTCS [IBETOM, IIPUPTOM WITH
KOMITO3UITHOHHO.

o Wudopmannio TpeArnodTuTeNIbHEe paciojiaraTh TOPU30OHTAIBHO, Haubolee
B)XHYIO - B IICHTPE YKpaHa.

o He crmenyer 310ynorpebisaTs OONBIIMM KOJWYECTBOM TIPEUIOTOB, HapeUHid,
npusIaraTeIbHbIX, BBOJHBIX CIIOB.

o [{udpoBble MaTepHalbl JIyYIlle MPEJACTABUTH B BHJIE TPAPUKOB U JUATPAMM —
TaOJIUIIBI ¢ TU(POBBIMU JIAHHBIMY Ha CJTaii]Ie BOCIPUHUMAIOTCS TUIOXO.

o HeoOxonumMo oOpaTuTh BHUMaHHE HAa TPaMOTHOCTh HamucaHus Tekcra. Omuoku

BO BECh dKpaH MPOU3BOJAT HENPUATHOE BIIeUaTICHHE
[pudrosoe opopmienne

o IpudTer 6e3 3aceuex (Arial, Tahoma, Verdana) uuratorcs jierde, 4eM rpoTECKH.
Henb3st cMemmBaTh pa3iuyHble TUITBI LIPUGTOB B OJJHOM MpPE3eHTALIUH.

. [[IpudToBOi KOHTPACT MOXKHO CO3[aTh IMOCPEICTBOM pazMmepa mpudTa, €ro
TOJILIMHBI, HAUepTaHus, (POPMbI, HaIIpaBJICHUS U 1[BETA;

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

. Kypcus, nonguepkuBanue, »KUPHBIN MWIPUPT UCIIONB3YIOTCS OTPAaHUUYEHHO, TOJIBKO
JUIS CMBICJIOBOTO BBIJICJIEHUS! (ParMEHTOB TEKCTA.

. J1J1s1 OCHOBHOT'O TEKCTa HE PEKOMEHIYIOTCSI PONHUCHbBIE OYKBBHI.

[{BeToBOE OopMIIEHHE

o Ha ognom crnaiine He ucnonb3yercs 6ojee Tpex LBETOB: (POH, 3aroJ0BOK, TEKCT.

. [{BeT mpudTa u uBer ¢poHa JOIKHBI KOHTPACTUPOBATH — TEKCT JOJKEH XOPOIIO
YUTAThCS, HO HE pe3aTh IJIa3a.

. Jns pona npeanoyTUTENHHEE XOJIOAHBIE TOHA.

. CyImiecTByIOT HE codyeTaemMble KOMOMHAIMHU 11BeTOB. OO0 3TOM MOXHO Yy3HaTh B
CIICLIMAIbHOM JIUTEPATYpE.

. UYepHblii 1[BET MMEET HETaTWBHBIA (MpayHblil) MOATEKCT. benblii Ha YepHOM

YUTACTCA I1JI0XO.



[ ] ECJII/I Hpe?)eHTaLII/ISI 60J'H>H_Ia$I, TO €CTb CMBICJI pa3I[eJII/ITI> eé Ha 9aCTHU C IOMOIIIBHO
[IBETA — Pa3HBIN IBET CIIOCOOCH CO3/1aBaTh Pa3HbIN SMOIMOHATIBHBIN HACTPOH.

o Henb3s Be1Ouparth (hoH, KOTOPBIA COEPKUT AKTUBHBIA PUCYHOK.
Komno3ummonnoe oopMicHue
o Cnenyer coOmonate enuHblii cTiiab odopmiieHns. OH MOXET BKIIOYATh

omnpeneaeHHbIN mMpudT (rapHUTYpa U HBET), (OH MBETA WU (POHOBBIA PUCYHOK, IEKOPATUBHBIN
3JIEMEHT HEOOJIBIIOTrO pa3Mepa u T.1.

o He npreMieMbl cTHIIN, KOTOpPbIE OYAYT OTBJICKATh OT MPE3CHTAIINH.

o KpynHble 00bEKThI B KOMIIO3HIIUU CMOTPSITCSI HEBAXKHO.

o BcnomorartenpHas  wHGOpManus  (YHOpaBisiOIIME  KHONKH) HE  JOJDKHA
npeo0aaaTh HaJl OCHOBHOM (TEKCTOM M MILTIOCTpAIuei ).

o Jlist cephe3HOl Mpe3eHTali OTOMPAIOTCS 1IA0JIOHBI, BBHITIOJHEHHBIC B JCIIOBOM
CTHIIE.

AHuMarmonaoe oopmiieHue
o OcHOBHasi pojb aHUMAIUU — JIO3UPOBaHHUS HH(POpPMAIUU. AyIUTOpPHUs, Kak

OpaBUJIO, Jy4llle BOCHPUHHMAEeT HHGPOPMALMI0 NOPLMSIMHU, HEOOJIBIIUMH 3pUTEIbHBIMU
(dparmeHTamMH.

o AHuManusg UCHONb3yeTcs Ui NPUBJICYCHHUs BHUMAHMS WIM JAEMOHCTPALUU
pa3sBUTHSL KaKOro-mbo mporiecca

o He crout 3moynotpe6isaTe aHUMaMOHHBIMU 3P PEKTaMu, KOTOPHIE OTBJIEKAIOT OT
COJIEp’KaHusl WIM YTOMIISIFOT TJ1a3a YUTAIOLLIETO.

o Oco0eHHO HEeXeNnaTeIbHO 4YacTO€ HCIOJb30BAHME TAKMX aHMMAIlMOHHBIX
3¢ (}eKToB Kak BBUIET, BpallleHUE, BOJIHA, TOOYKBEHHOE MOSBICHUE TEKCTA.

3BykoBoe oopmiteHuE

o My3bIKalbHOE COINPOBOXKIACHWE IPHU3BAHO OTPA3UTh CYThb WIM HOJYEPKHYTb
0COOEHHOCTH TEMBbI Cllaiila MM BCell Mpe3eHTaluH, CO3/aTh ONpPEeNIeHHbIH 3MOIMOHATbHBIN
HaCTpOM.

o My3bIKy 1e1ecoo0pa3HO BKJIOYATh TOIJA, KOT/Ia IMpe3eHTanus uuer 0e3
CJIOBECHOT'O COMPOBOXKICHUS.

o 3BYKOBOE CONPOBOXKJICHHE UCIIONB3YETCS TOJIBKO 110 HEOOXOIUMOCTH, TTOCKOJIBKY
nake GOHOBast TUXask My3bIKa CO3J1aeT U3IMIIHUM [IYM U MEIIAET BOCIPUATHIO COIEPIKAHUSL.

. HeobxonrMo BeIOpaTh ONTUMANBbHYIO IPOMKOCTb, YTOOBI 3BYK OBLJI CJIBIIIIAH BCEM
CIIyIIaTeJIeM, HO HE OB OIIYIIUTEIbHBIM.

I'paduueckoe opopmienue

o Pucynku, ¢ororpadum, pamarpamMmbl TPU3BAHBI  JOMOJHUTH  TEKCTOBYIO
nH(pOpMaLMIO WM TepeaTh e€ B 0osiee HArIsSAHOM BU/E.

o Henb3st nmpeacTaBiasTh pUCYHKH M (POTO IUIOXOTO KayecTBa WIIM C MCKAKEHHBIMU
IPONOPLHUAMHU.

o KenarenpHo, uTOOBI U300paxkeHHEe OBUIO HE CTOJNBKO (OHOM, CKOJIBKO
WUTIOCTpAlel, paBHOW IO CMBICIY CAMOMY TEKCTY, YTOOBI IOMOYbL IO-HOBOMY IOHSTh U
PaCKpHBITh €rO0.

. Cnenyer u3beratb HEKOPPEKTHBIX WJUIIOCTPALlMi, KOTOpbIE HENPABHJIBHO WIN
JIBYCMBICIIEHHO OTPa’KatoT CMBICT HH(POPMAIUH.
. Heo6xoauMo 1mo3ab0THTBCS O PaBHOMEPHOM M pallMOHAIBHOM HCHOJIb30BAaHUHU

IIPOCTPAHCTBA Ha CIIAii/ie: eCii TEKCT EPBUYCH, TO TEKCTOBOH ()parMEeHT pa3MeNIaeTcsl B JIEBOM
BEPXHEM YTI1y, a TpadMuecKuii pUCYHOK BHU3Y CIIpaBa U HA000POT.

o WnmrocTpaiin - peKOMEHIYeTCSI  COTPOBOX/IATh  MOSICHUTENFHBIM — TEKCTOM.
[Moanucn K KapTHHKAM JIydIle BBITIOJTHATH COOKY WJIM CHHU3Y, €CJIM 3TO TOJBKO HE Ha3BaHUE
€aMoro ciaiaa.

o Ecnu rpadudeckoe n3zoOpakeHrne HCIONb3yeTcs B KauecTBe ()OHA, TO TEKCT Ha
9TOM ()OHE JTOJHKEH OBITh XOPOIIO YATAEM.

TaGnuibl ¥ cXeMbl



. He crout BCTaBisATh B MPE3CHTALMIO OONBIINE TAONUIBI — OHU TPYIHBI IS
BocnpuATus. Jlydine 3aMeHUTh X rpaduKaMu, TOCTPOSHHBIMU HAa OCHOBE 3TUX TaOJIHII.

o Ecnu Bce ke TabnuIly mokasaTh Hao, TO CIEAYEeT OCTaBUTh KaK MOXXHO MEHBIIIE
CTPOK U CTOJOIOB, 0TOOpaB ¥ pa3MECTUB TOJIBKO CaAMbI€ BAKHBIC IaHHEIC.
o [Tpu ucnonb30BaHUM CXEM Ha Ciaijlax HeoOXOAMMO BBIPOBHATH PsIbl OJIOKOB

CXEMBI, pAacCTOSHUE MEXIy OJIOKaMH, J00aBUTh COCJUHUTEIBHBIE CXEMBI IPH ITOMOIIH
UHCTPYMEHTOB ABTODUTYD,

o [Ipun co3maHum cxeM HYXXHO YYHTBHIBATh CBSI3b MEXKIY COCTaBHBIMU YaCTSIMU
CXEMBI: €CITM OHU PAaBHO3HAYHBI, TO 3aMIOJTHSIOTCS OJHUM MPUPTOM, POHOM U TEKCTOM, €CIIU €CTh
nepBOCTENeHHAas HH(OpMaIys, TO OHAa BBLIEISETCS OCOOBIM CHOCOOOM C  TOMOUIBIO
OpraHU3alMOHHBIX AUATPAMM.

Aynuo u Buzneo ohopmiieHuE

o Buneo, kuHo M Tene marepuanbl MOTYT OBITh HCIOJIB30BAHBI IMOJIHOCTBIO WIIU
(parMeHTapHO B 3aBUCUMOCTH OT LI€JIeH, KOTOPbIE IPECIIEAYIOTCS.

. [TpomomKUTENHHOCTD (priTbMa HE TOJKHA IPeBbIaTh 15-25 MuHyT, a pparmMeHTa
— 4-6 MUHYT.

o Henp3st ucnonb3oBaTh ABa (uiIbMa Ha OJHOM MEPONPHUSTHM, HO I[OKa3aTh

(dparmMeHTsI U3 ABYX ()MIBMOB BIIOJHE BO3MOXHO.

IMoaroroBka Kk 3a4éTy / 3K3amMeHy. [ 0OTOBUTHCS K 3a4éTy / SK3aMEHY HY>KHO 3apaHee U B
HECKOJIBKO 3TanoB. [[Jis 3Toro:

. [IpocmarpuBaiiTe KOHCHEKTHI JIEKIMI cpa3y Mocie 3aHATHH. ODTO IOMOXET
pazo0paThbCs C HEMOHATHHIMA MOMEHTAMH JICKIIMM M BO3HUKIIMMH BOIIPOCAMH, ITOKA €IIIe JICKIIHS
CBCI)Ka B ITIaMJsITH.

. berno mnpocmaTpuBaiiTeé KOHCIEKTHl [0 Haudaja CIEAYIOLIEro 3aHATUA. OJTO
MO3BOJIUT «OCBEXKHUTH» MPEIBIAYIIYI0 JIEKIHUI W MOATOTOBUTHCA K BOCIPHUATHUIO HOBOTO
Marepuania.

o Kaxyro Heiemo 0TBOIUTE BpeMs IS TIOBTOPEHUS TIPOMICHHOTO MaTepHaia.

HenocpeacTBeHHO Mpu MOJTOTOBKE:

o Y1opsi10ubTe CBOM KOHCIIEKTHI, 3aIACH, 3aaHHS.

. [IpukuabTE BpeMsi, HEOOXOIMMOE BaM IS MMOBTOPEHUSI KaXI0i udactu (Os10Ka)
MaTepuraia, BRIHOCHMOTO Ha 3a4er.

o CocTaBbTe pacUCaHKe ¢ y4€TOM CKOPOCTH MOBTOPEHHS MaTepHana, Jijis 4ero

o Paznenute Bompock! /i 3a4€Ta / 5Kk3aMeHa Ha 3HaKOMBbIE (IO JIEKITHOHHOMY KYypCy,

ceMHHapaM, KOHCIEKTHPOBAHUIO), KOTOPbIE MOTPEOYIOT JIMIIb MOBTOPEHHSI U HOBBIE, KOTOpPHIE
IIPUJIETCS] OCBaNBATh CaMOCTOATENBbHO. HauHNTe ¢ TEM XOpOIIO BaM U3BECTHBIX U 3aKPENHTE UX C
MOMOUIbI0 KOHCIEKTa M y4eOHUKA. 3aTeM IMOMOJIHUTE CBOM TEOpEeTHYECKH Oara’k HOBBIMHU
3HaHUSAMH, 0053aTEIbHO BOCIIOIb30BABIINCH PEKOMEH/I0BAaHHOM JTUTEpaTypoil.

o [TpaBWJIbHO HCIOJIB3YHTE KOHCYJIBTAIllMM, KOTOpBIE MPOBOJUT IPENOJIaBaATENb.
[Tpuxoaure Ha HUX C 3apaHee MPOpabOTaHHBIMU CaMOCTOSITENIbHO Bompocamu. Bbel mokere
MIOJIyYUTh Pa3bsICHEHHUE TI0 NTOBOAY CIIOXKHBIX, HE 10 KOHIIA TIOHATHIX TEM, HO HE PACCUUTHIBANTE
BO BpeMs KOHCYJIbTAIlMU Ha HCYEPIBIBAIOIIYI0 HH(OPMALIMU IO COIEPKAHUIO BCETO Kypca.



