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JIner akryaauszanuu padoueil mporpaMmbl

PaGouast mporpamMma repecMoTpeHa, 00CyKaeHa u 0100peHa s peanusamuu B 2024 - 2025
yueOHOM roly Ha 3acefaHuu kadeapsl ['ocymapcTBEHHOTO0 MyHHUIIMITAILHOTO YIIPABICHUS U

IIporokomor 20 1. Ne

3aB. kadeapoii E.C. §M6p}KI/IHKa}I

Pabouast mporpamMmma repecMoTpeHa, o0CcyKaeHa u 0100peHa s peanuzaruu B 2025 - 2026
yueOHOM rojly Ha 3acefaHuu kadeapsl ['ocymapcTBEHHOTO0 MyHHUIIMIIAIILHOTO YIIPABICHUS U

IIporokomor 20 1. Ne

3aB. kadempoii E.C. §M6p}KI/IHKa}I

Pabouas nmporpamma nepecMoTpeHa, o0cyxaeHa u ogqodpena st peanmsanuu B 2026 - 2027
y4eOHOM rojy Ha 3aceqanuu Kadeapsl [0CyaapCcTBEHHOr0 MyHHUIIMTIAILHOTO YIIPABICHUS U

IIporokomor 20 1. Ne

3aB. kadeapoii E.C. §M6P)KI/IIIK21$[

Pabouas mporpamma nepecMoTpeHa, 00cyxaeHa u ogoopena st peamszanuu B 2027 - 2028
y4eOHOM roy Ha 3aceqaHuu Kadeapsl ['0CcyIapCTBEHHOTO MYyHHUIMITATBHOTO YIIPABICHHS U

IIporokomor 20 1. Ne

3aB. kadeapoii E.C. 3amOpxkuikas

Pabouas nporpamma nepecmotpena, o0cyxieHa u ogoopena s peanuszanuu B 2028 - 2029
yueOHOM Tojly Ha 3acefaHuu Kadeapsl ['ocymapcTBEHHOTO MyHHUIIMITAIILHOTO YIIPABICHUS U

[Iporokomn ot 20 1. Ne

3aB. kadenpoii E.C. £M6pxcmu<a;1




1 Iles1u ocBOCHUS TN CHMILTHHBI (MOYJI51)

[lenbto OCBOEHHUS MUCHUILUIMHBI «/[0OKyMEHTHpPOBAHUE YNPABIEHUYECKON NEATEIbHOCTH
SBJISICTCS] U3YYCHUE TEOPETUUECKUX U MPAKTUYECKUX OCHOB CO3JaHUS JOKYMEHTOB YIPABIICHHUS;
rpaMOTHOH ¥ 3¢ (EKTUBHOI OpraHU3alui COBPEMEHHOTO JIEJIONPOU3BO/ICTBA HA MIPEATIPUATUAX U
B OpraHU3alUsIX.

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

JucummumHa  JIOKyMEHTHMPOBaHME  YIPABIECHYECKOW  IEATEIBHOCTHM  BXOAWT B
00513aTeNIbHYIO 4aCTh Y4€OHOTO T1aHa 00pa30BaTENbHON MPOTPAMMBI.

Jns  n3ydeHUs  JUCLUIUIMHBL ~ HEOOXOOUMbl  3HaHUS  (YMEHMs,  BIJIAJICHUsA),
c(OpMHUPOBAHHBIC B PE3Y/IbTATE U3YUCHHSI JUCIUTUTUH/ IPAKTUK:

JlenoBasi KOMMYHHUKALUs HA PYCCKOM S3bIKE

3Hanus (YMEHHs, BIAJICHUS), IOJyYCHHbIE NMPH M3yYCHUU TAHHOM NUCIMILIMHBI OymyT
HEO0XOAUMBI JUIsl U3yUeHUS IUCLUILINH/TIPAKTHK:

IIpoekTHas nEeATEILHOCTD

VYpaBieHue CTOUMOCTBIO KOMITAHUH

VYnpasiieHue NpoeKTaMu

Mertoas! NPUHATHS YIPABICHUYECKUX PEILICHUN

[IpaBoBeneHue

VYnpasienue puHaHcaMu peIpUiTUS

VYIpaBneH4eCKU y4eT U OTYETHOCTh

duHaHCOBOE IUIAHUPOBAHKE U OI0/PKETUPOBAHHE

3 Komnerenunu ody4yarouierocsi, popMupyemMbie B pe3yaibTaTe 0CBOEHUsI

AUCHUILIMHBI (MOAYJIS) ¥ IJIAHUPYEMble Pe3yJIbTAThl 00y4eHu st

B pesynbpraTe ocBOeHMs JUCHUILIUHBL (MOYs) «J{OKyMEHTUpOBAaHUE YIIPABIEHYECKOM
JESTENILHOCTI 00yJarouiics JOHKEeH 001aaTh CIeIyIOIUMUA KOMIETEHIIUSAMU:

Kon nanukaTopa WNHnukaTop TOCTHKEHUS KOMIIETSHITUN

YK-4 Cnoco0GeH oCylecTBISTh JeIOBYI0 KOMMYHHUKAIUIO B YCTHOW M MUCbMEHHOW (opMax Ha
rOCYIapCTBEHHOM si3bIKe Poccuiickoit deaepariiy 1 HHOCTPaHHOM(BIX ) sI3bIKe(ax)

YK-4.1 BriOupaer cTuiib 0OLIEHHS HAa PYCCKOM SI3bIKE B 3aBHCHMOCTH OT LIETH U
YCIIOBUI MapTHEPCTBA; aJaITUPYET Peub M CTHJIb OOLICHHS K CUTYyalUsM
B3aMMOJECHCTBUS

VK-4.2 Bener nenoByro nepenucky Ha pyCCKOM M MHOCTPAHHOM SI3BbIKaxX C Y4ETOM
O0COOEHHOCTEN CTUIIUCTUKH OQPHUIIMATBHBIX IMHUCEM U COIMOKYJIBTYPHBIX
pa3sIuUui

VK-4.3 Boimonuser s MMYHBIX 0 Leded  mepeBoA  OPHUIMANBHBIX U
NpopeCCUOHANBHBIX TEKCTOB C HMHOCTPAHHOTO SI3bIKa HAa PYCCKUH, C
PYCCKOTO I3bIKa HA MHOCTPAHHBIN

YK-4.4 [TyOnu4HO BBICTYNMAaeT Ha PYCCKOM SI3BIKE, CTPOUT CBOE BBICTYILICHHE C
YUE€TOM ayJIMTOPUH U LIeITH OOIICHUS
YK-4.5 YCTHO TpeACTaBiIAeT PEe3yiabTaThl CBOEH NESITEIbHOCTH HAa MHOCTPAHHOM

A3BIKC, MOXKET NOJACPXKATD pa3roBOp B XO0A€ UX O6CY)KI[CHI/I$I




4. CTpyKTypa, 00b€éM U colepkaHie TUCHHUIINHBI (MOLYJI5)
OO0mas TpyI0€MKOCTh JUCIUIUIMHBI COCTAaBisieT 3 3a4eTHBIX enuuuil 108 akaa. gacoB, B TOM

YUCJIC:

— KoHTakTHas padora — 10,5 akaz. yacos:

—aynuropHas — 10 akaj. 4acos;

— BHeaynuTopHas — 0,5 akaJl. 4acoB;
— caMocTosTeNnbHas pabora — 93,6 aka. yacos;
— B (hopMe MpaKkTUIECKOM o AroToBku — 0 akaj. Jyac;,

®dopma aTTeCTalMu - 3a4ET

YIPABIEHUYECKUX JOKYMEHTOB

AynutopHas =
< S
KOHTaKTHasI =t
5 3 E dopMa TEKYILETO
T =)
Paszen/ Tema I pabora ® X Bun KOHTPOJISI Kox
2| (B akazm. yacax & .
> ( A ) & ©|caMOCTOSATENbHOI | yCIeBaeMOCTH 1
JUCLIATUINHBI ) [ ., |xomnereHumn
2 £ paboTs MIPOMEKYTOYHOM
M. |MpakT. | 5 & arTecTalyy
Jlek. s < 11
3aH. | 3aH. [O 9
1. Teoperuueckue OCHOBBI
JIETIONPOU3BOJICTBA OPTraHH3AIIHH.
1.1 HWudopmanus, ee KpUTEpHUM.
Joxyment. PexBm3uT mokymeHTa.
Oynkiuu nokymenta. KOpunudeckas
CHJIa TOKyMeHTa. J{enonpon3BoICTBO,
JIOKYMEHTUPOBAHUE.
Y P CamocrosTenpHOe
JlokyMeHTanoHHOE obecrieueHne
n3ydeHue
yIIPaBJICHHUS. JlokyMeHTO000POT. . .
yueOHOIl u VYeTHblii onpoc.
Knaccugukanus JIOKYMEHTOB. HAVIHOM MposepKa YK-4.1,
Cranpmapruzaims u  yHHukanusa| 2 | 1 1 25 i poBep YK-4.2,
JUTEPATypbl | MHAMBHYaJIbHBIX
JIOKYMEHTOB. YHuuuuposaHHas . YK-4.3
PaGora ¢ 3aJJaHHM.
cucrema  gokymeHtammu  (YCI).
CucreMbl JOKyMeHTauuu. [IpuHIUIBL OJICKTPOHHBIMH
Y P O6ubimorexamu
JIeTIOTPON3BOICTBA.
HopmaTtusHO-MeTOANYECKAS 6aza
JOKYMEHTHUPOBAHHMS YIPaBICHYECKOH
JeATeIIbHOCTH u OpraHu3aluu
paboTHI ¢ JOKYMEHTaMH.
Uroro no pazneny 1 1 25
2. O6mme mpaBwia  O(pOPMIICHHS




21 roct P 6.30-2003
«YHHu(UIHIPOBaHHEIE CHCTEMBI
JIOKYMEHTAllMd. Y HUPHUIHPOBaHHAS
cucrema
OPTaHM3AIMOHHO-PACIOPAIUTEIHLHON
JIOKYMEHTAIHH. TpeboBanus K
0 OpMIICHUIO JIOKYMEHTOB".
Pexsusur 01- T'ocynapcTBeHHEI repb
P®. Pexuzur 02- I'ep6 cyObekTa PO
U MYHHIUNAIBLHOTO  00pa3oBaHus.
PexBusur 03 -DMOnema opraHuzaiu
WIM TOBapHEIH 3Hak. PexBmsur 04-
Kon opranmzanuu. PexBuszur 05-
Vka3zanue Ha OCHOBHOM
TOCY/IapCTBEHHBIH PETHCTpaliOHHBIA
HoMep npennpusrus.Pexsuzur 06-
Vka3aHue Ha HICHTH(OUKAIUOHHBIH
HOMED HAJIOTOTLIATEIBIINKA/KOT
NPUYUHBl TIOCTAaHOBKM HA  YUeT.
PexBusur 07- Kon (dopMBI
JIOKyMEHTA. PexBusur
08-Haumenopanue OpraHM3aI|u.
PexBuszur 09-CripaBouHBIC CBEICHHS
00 opranmzauuu. PexBusur  10-
HaumvenoBanme BHAa JOKyMeHTa.
PexkBuzur 11- Jlata JOKyMeHTa.
PexkBusur 12-  PeructpanvOHHBIH
HOMEp JoKyMeHTa. PekBuzur 13-
Cchllka Ha PEerucTpaliOHHBIA HOMEp
W Jary JoKyMmeHTa. Peksmzur 14-
MecTo COCTaBIICHHS WM W3IaHHS
nokymeHra. PexBusur 15- Ceenenus
00 anpecare. PekBusur 16 -I'pud
YTBEpXKICHUSI NOKyMEHTa. PeKkBU3UT
17-Pe3omionus. PexBuzur
18-3aronoBok k Tekcty. PekBuzur 19-
Otmerka o koHTposie PexBusur 20-
Tekct nokymenra. PekBusutr 21-
OTMeTKa O HaJIMYUU IPEJIOKEHH.
Pexsusur 22- I[Moanuce. PexBusur 23-
I'pud cormacoBanusi JAOKyMEHTA.
PexBusur 24- Busbl coriiacoBaHUS
nokymeHnra. PexBusur 25- Ileuats.
PekBuszur 26-OTMeTKa O 3aBEpeHHUH
koruu. PekBuzur 27- Otmerka 00
ucnoiauTene. Pexsmsur 28- OTmeTka
00  HUCIOJIHEHMH JOKYMEHTa H
HanpaBIeHHH €ro B Jieyio. PexBu3ur
29- OrMerka O  MOCTYIJICHHH
JIOKyMEHTA. PexBusur 30-
Wnentnduxatop 31eKTPOHHON KONUH
JIOKYMEHTA.

CocraB PEKBU3UTOB, Hux
MECTOPACIIONIOKEHIE HA JTOKYMEHTE.
dopmynsip-o0pazer] T0KyMeHTa.

25

CaMocTosATENEHOE
H3yUCHHE
yueOHO u
HayJHOU
JIUTEPATyphl
Pabora ¢
JNEKTPOHHBIMU
OMOIMOTEKAMH

YerHBIl onpoc.
[IpoBepka
WHIMBUYaJIbHBIX
3a1aHuN

VK-4.1,
YK-4.2,
VK-4.3




Uroro mo pazneny

3. OCOo0EHHOCTH  COCTaBJIEHHUS
O0QOpPMJICHHUSI  OCHOBHBIX
yIpaBJICHUs

u

JOKYMCHTOB

3.1 OcHOBHBIE TPYNIBI JOKYMEHTOB.
HopmaTuBHbBIC JOKYMEHTBI
TOCYAapCTBEHHBIX OpTaHOB.
OpraHu3aloHHbIC JOKYMEHTBI
TPEeIIPHUSTHSL. JlomxHOCTHEIE
HUHCTPYKIHH. PacnopsinurensHele
JIOKYMEHTBI TPEeINpHUATHst. [IprKa3bl
o OCHOBHOM JIeSITEbHOCTH.
Pacniopsixenus, pELICHUSL.
WHpopMaImoHHO-CIIpaBOYHbIC
JOKyMEHTBI. [IpOTOKOJBI, TOJHAS H
Kpatkas ¢opMa uX 0QPOpPMIICHHUS.
AKTBL. CrnyxeOHble u
o0bsicHUTENbHBIE 3amicKu. CIIpaBKH.
CayxxeOHble OBepeHHOCTH. [IucbMma,
UX  KIaccupuKammsi, — CTPYKTYypa,
CTaHIapTHbIE (pa3bl U BHIPAKCHUSL.
Hopwmsbl odunuansHO-IeI0BOT0 CTHIIS
CIIy’)K€OHBIX JIOKyMEHTOB. JlenoBoe
MHCBMO MEXIyHapOIHOTO o0pasma.
®axkcel, Tenedonorpammsl. Jlorosopa,
KOHTpakThl. COBpeMEHHBIE CIOCOOBI
Y TEXHHUKA CO3/IaHHs JOKYMEHTOB.

0,5

CaMocCTOsATENBHOE
H3yUYCHHE
yueOHOI u
HayJHOU
JIUTEPATyphI
Pabora ¢
JNEKTPOHHBIMU
OMOIMOTEKAMH

VYcTHBIN onpoc.
[Iposepka
WHJIMBUYaJIbHBIX
3a1aHuN

YK-4.1,
VK-4.2,
YK-4.3

Wroro no pazneny

0,5

4. TIpaBuna opopMIIEHHSI JOKYMEHTOB IO

JUYHOMY COCTaBY

4.1 Ilonsitne u
HEPCOHAIBHBIX JAHHBIX.
IIpuHaanexHOCTH MIEPCOHAJIBHBIX
JAHHBIX: COOCTBEHHHK, JAepiKaTellb W
M0JIb30BATEIb MEPCOHAJIBHBIX
JAHHBIX. Crpykrypa KaJpoBOH
MH()OPMAIIIOHHO-10KYMEHTAI[IOHHON
cucteMbl. OdopMIIeHHE TOKyMEHTOB
[IpY IIPUEME, YBOJIbHEHHH U NIEPEBOJIE
paboTHHKa Ha JAPYTYIO JOIDKHOCT.
Ankera.  TpynoBble  KOHTPAKTHI.
Ilpuka3sl 1O JNUYHOMY COCTaBy.
OCHOBHBIE PEKBU3UTHI JOKYMEHTOB H
npaBuna ux odopmienus. Kpartkue
CBEIEHHS O MpaBmiIax odopMiIeHHS
TPYAOBBIX KHUXKEK, JIMYHBIX
KapTOYeK, JINUHBIX JIe]l pA0OTHHUKOB.

CTPYKTypa

0,5

CaMocTosTeNbHOS
H3y4YCHHE
yueOHOil u
Hay4HOU
JIUTEPATYPbI
Pabora ¢
3JIEKTPOHHBIMHU
OubIMOTEKAMHU

YerHbi onpoc.
[IpoBepka
WHAWBHUYaJIBHBIX
3aJaHUHA

VK-4.1,
YK-4.2,
YK-4.3

Wroro no pazneny

0,5




5. Opranuzanus 10KyMeHTOO00poTa

5.1 Tlonstus JOKYMEHTOOOOpPOT u
OpraHu3aIusI JIOKYMEHT0000pOTa.
Hopmartusrno-meronndeckast
periaMeHTaIus JOKYMEHTO000poTa.
OCHOBHBIE TpaBWJIa OpPraHU3ALUH
JIOKyMEHTO0000pOTa Ha MPEINPUATHH.
KauecTBeHHbIE XapaKTEePUCTUKH
nokyMeHToobopoTa. Kiaccubpukarus
JOKyMEHTOIIOTOKOB:
TOPU3OHTAJIBHBIC,
BOCXOJISIIIHE,

BEpPTHKAJIBHBIC,
HHCXOJLSIIIHE,
BXOJIAIINE, UCXOJIIINE u
BHYTpEHHHE. IMoncuer o0beMa
JIOKyMEHT0000pOTA.

0,5

8,6

CaMocCTOsATENEHOE
H3yUYCHHE
yueOHOI
HayJHOU
JIUTEPATypPbI
Pabora ¢
JNEKTPOHHBIMU
OMOIMOTEKAMH

VYcTHBIl onpoc.
[Iposepka
WHIMBUYaJIbHBIX
3aaHu’

VK-4.1,
VK-4.2,
YK-4.3

Hroro no pazneny

0,5

8,6

6. OcHOBHBIC TMpaBUIIA
paboTHI ¢ JOKYMEHTaMU

OpTraHu3aIun

6.1 O6paboTka MOCTYMAIOIINX
JoKyMeHTOB. IlepBuuHnas 00paboTka
JIOKyMEHTOB. Oommue paBUiIa
perucTpanuuu IOKYMEHTOB, (HOpMBI
peructpauunu. [lepenaya JOKyMEHTOB,
pPAacCMOTpPEHHE HX PYKOBOAUTEIIEM.
Topsinok HampaBieHHUs JOKyMEHTa Ha
HUCIIOJIHCHUE U pa6OTbI HUCIIOJITHUTEIIA
c JIOKyMEHTaMH. Hcnomuenue
JOKyMeHTa. Bugsl u  ¢dopMsl
KOHTPOJSI ~ HMCIIOJTHEHWsI, CpPOKOBas
kaproreka. OpraHuzalnus TEKyILIETo
xpaneHus: jaen. HomeHkiatypa e,
o0rmiue TpeOoBaHus, BU/JIBI
HOMEHKJIATYD. CocraBneHue
HOMEHKJIaTypsl aen. dopmupoBaHue
u opopmitenne nen. CucreMaTH3aIMs
JIOKyMEHTOB B Jejie. XpaHEHHUe Jell.
IloaroroBka JOKYMEHTOB K Hepenade
Ha apxuBHOe XxpaHeHue. Kpurepuu
OLEHKH JOKyMeHTOB. CocTaBieHue
omnuceit gei.

0,5

15

CaMocTosTeNbHOS
H3y4YCHHE
yueOHOIl u
Hay4HOU
JIUTEPATYPhI
Pabora ¢
3JIEKTPOHHBIMU
OubIMOTEKAMHU

YerHbi onpoc.
[IpoBepka
WHAWBHUYaJIbHBIX
3aJaHuNA

VYK-4.1,
YK-4.2,
YK-4.3

Uroro no pazneny

0,5

15

Uroro 3a cemectp

93,6

3a4ET

Hroro no JUCHUIIIINHE

93,6

3a4€T




5 O0pa3oBaTte/ibHbIE TEXHOJIOTHH

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

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

1. TpagunuoHHble 00pa3oBaTelbHbIE TEXHOJIOTHMH OPHEHTHUPYIOTCS Ha OpraHU3aluio
00pa30BaTEeNbHOTO  IIpOLlEcCa, MPEANOJJAralIlyl0 MPSAMYH TPaHCISALIUI 3HAHUM  OT
npenoAaBaresss K CTyJIeHTY (IPEeuMYIECTBEHHO HAa OCHOBE OOBSICHUTEIbHO-UUTIOCTPATUBHBIX
METO/I0B 00y4YEeHUS1).

@opmbl y4eOHBIX 3aHATHI C UCIIOJIb30BAHUEM TPAAUIIMOHHBIX TEXHOJIOTHI:

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

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

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

®opMbl y4eOHBIX 3aHATHH C UCTIOIB30BAaHUEM TEXHOJIOTHIA MPOOIEMHOTO 00yIeHUS:

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

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

OCHOBHBIE TUIIBI IPOEKTOB!

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

4. VIuTepakTUBHbIE TEXHOJOTUU — OpPraHM3allis 00pa30BaTENbHOIO IMpoliecca, KOTopas
IIpeIoiaracT akTUBHOE U HEJIMHENHOE B3aUMOJIEHCTBUE BCEX YUACTHUKOB, JTIOCTH)KEHHE HA ITON
OCHOBE JIMYHOCTHO 3HAYMMOIO Il HHUX oOpa3oBaTelbHOTO pe3ynbrara. Hapsay co
CIEUMATU3UPOBAHHBIMU  TEXHOJOTHUAMHM  TakOro  pojJa  OPUHIUI  HUHTEPAKTUBHOCTH
MPOCIIEKUBAETCS B OOJIBIIMHCTBE COBPEMEHHBIX 00pa30BaTENbHbBIX TEXHOJIOTHH.

@opmbl yueOHBIX 3aHATHI C MCMOJIB30BAaHUEM CHEIHATU3UPOBAHHBIX MHTEPAKTHBHBIX
TEXHOJIOTHIA:

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

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

®opmbl y4eOHBIX 3aHATHI C HCIIOJIb30BaHUEM HH(POPMAITIOHHO-KOMMYHHUKAIIMOHHBIX



TEXHOJIOTHIL:

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

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

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

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

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

a) OcHoBHas1 IMTEpPaTypa:

1. TTanacenko, 0. A. JlokyMeHTHpOBaHUE YIPABICHUYCCKON NEATEIHHOCTH: YUeOHOE
noco6ue / FO.A. TTanacenko. - Mocksa : PUOP, 2018. - 138 c.: - (Kapmannoe y4ue6HOE mocobue).
- ISBN 5-369-00014-X ; ISBN 978-5-16-104218-2 (online). - Tekct : anexkrponHslii. - URL:
https://znanium.com/read?id=309085 (xara oopamenus: 22.05.2023)

0) JlomostHuTEIbHAS JIATEPATYpA:

1. Kopsnees, U. K. JlokymeHTHpOBaHHE YIIPABIEHYECKON J1eATeNbHOCTH + TecThl B ObC !
y4eOHHK U IPAKTUKYM JIs1 akajeMudeckoro 6akanaspuara / M. K. Kopuees, A. B. [Tiienko, B. A.
MamrypreB. — 2-e u3a., nepepad. u gon. — Mocksa : M3narensctBo FOpaiit, 2019. — 384 ¢. —
(BPakamaBp. Akamemudeckuii kypc). — ISBN 978-5-534-04533-8. — Tekcrt : 3eKTpoHHBIH //
9BC Opaiit [caiit]. — URL:
https://urait.ru/viewer/dokumentirovanie-upravlencheskoy-deyatelnosti-testy-v-ebs-433066#page
/1 (nara obparmenus: 22.05.2023).

2. KazakeBuu, T. A. JlokyMeHTallMOHHOE OOecleYeHUE YMpaBICHUS @ YUYEOHHK U
NPaKTHKYM ISl CpefiHero npodeccroHanbuoro oopasosanus / T. A. Kazakeuu, A. W. Tkamuu.
— 2-¢ wuzn., ucnp. U jpon. — MockBa @ MzpmatenbctBo IOpaiir, 2019. — 177 c¢. —
(ITpodeccuonanbroe obpasopanue). — ISBN 978-5-534-06291-5. — TekcT : anekTpoHHbIH //
9BC Opaiit [caiit]. — URL:
https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-437587#page/1 (mara
obparenus: 22.05.2023).

B) MeToauyeckue ykasaHus:
MenToaudeckue ykazaHus pasmenieHsl B [Ipunoxkenun 3

r) IIlporpammHuoe ob6ecnieyenune u MHTEpHET-pecypehl:

IIporpamMmmHoe oGecrieueHue

Haumenosanwue [10 Ne norosopa CpoKk JIeHCTBYS JIUIICH3UH
MS Office 2007 Ne 135 ot 17.09.2007 GeccpoUHO
Professional
7Zip CcB000JTHO pacnpoctpansemoe [10 0OECCPOUHO
FAR Manager cB0OOAHO pactpocTpansemoe [10 0OeccpoyuHO

IIpodeccnonanbHble 0a3bl JaHHBIX M MH(POPMAIMOHHBIE CIPABOYHbIE CHCTEMbI
| HasBanue kypca | CchlIKa




OnekTpoHHass 0aza  MEePUOJAMYECKHUX
m3manui  East  View  Information
[TouckoBas cuctema Axaaemusi Google
(Google Scholar)

Nudopmanmonnas cucrema - EguHoe
OKHO JIOCTyIa K HHGOPMAIMOHHBIM

https://dlib.eastview.com/

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

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

Harmwmonanbaasa

HH(POPMAIIMOHHO-aHATUTHYECKAasT URL.: https://elibrary.ru/project_risc.asp
cucteMa —  Pocculickuii  MHJIEKC

denepanpHOE rocyJapCTBEHHOE

Or0/KeTHOE yapexaenune|URL: http://www1.fips.ru/
«DenepaIbHBIN HHCTHUTYT

DNEeKTPOHHBIE PECYpPChl  OMOJIMOTEKH
MI'TY um. I''"1. HocoBa
9 MaTepHaIbHO-TEXHHUYECKOE o0ecneyeHne JUCIHILTHHBI (MOIYJIsl)

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

MarepuanbHO-TEXHHUECKOE 00ecIieueHNe JUCIUTUINHBI BKIIIOUACT:

1. VueOHble ayauTOpHH JUIS TPOBEACHHS 3aHATHH JIEKIHOHHOTO THmna. OcHamieHue:
MynbTHMEINITHBIE CPEICTBA XPAaHEHHUS, IEPEIauu U MPEICTaBICHI HHPOPMALIUH.

2. Y4eOHbIe ayIUTOpUM ISl TPOBEACHUS INPAKTUYECKUX 3aHATHHA, TIPYNIOBBIX U
WH/IMBUIYAIbHBIX KOHCYJBTAIlMi, TEKYIIErOo KOHTPOJS H TPOMEXKYTOYHOW aTTeCTAIUH.
OcHaieHue: MyJIbTUMEIUIHBIC CPEACTBA XPAHEHNUS, TIepejadl U MPEACTaBICHUS HHPOPMAIIHH,
KOMIIJIEKC TECTOBBIX 33JaHHi IS IPOBEICHHS IPOMEXYTOUHBIX U PYOEKHBIX KOHTPOJICH.

3. Tlomemenuss s CcaMOCTOSITENbHOW paboThl  oOyuarommxcs. OcHaieHue:
nepcoHabHble KoMIbioTephl ¢ mnaketom MSOffice, Beixomom B MHTEepHET M ¢ JOCTYNOM B
AJIEKTPOHHYIO HH(OPMAMOHHO-00pa30BaTeIbHYIO Cpelly YHUBEPCUTETA

4. TlomemeHus Ui XpaHEHUS W NPOPHUIAKTUYECKOTO OOCITYKUBaHUS Yy4eOHOTO
obopynoBanusa. OcHamieHue: mkasl A XpaHEHUS Y4eOHO-METOIUYECKOW JOKYMEHTAIIHH,
yueOHOro 000pyI0BaHUS U y4eOHO-HATIISIIHBIX TTOCOOUH.

IIpuiaoxenne 1

B mnporecce camMOCTOATENBPHOIO W3YYEHUs IUCLUUIUIMHBI, MOJATOTOBKHM K CEMHUHApCKUM
3aHATHUSIM CTYIEHTY HE00XO0/IMMO HAWTU U U3yYUTh PEKOMEHAYEMYIO JINTEPATYPY, ACHCTBYIOIINE
3aKOHOJATEIbHbIE U HOPMATUBHBIE aKThl. /{151 OCMBICIEHUS TPOYMTAHHOTO MaTepuasia CTyIACHTY
npeJiaraeTcsi OTBETUTh Ha BOIPOCHI. Perienne TecToB, CUTYyallMOHHBIX U aHAJTUTHYECKUX 3a/1a4
HAy4YUT CTYEHTOB CAMOCTOSITEJIbHO IPUHUMATh YIIPABIECHYECKUE PEIICHNUS.

OpranuzanvoOHHO-METOIUYECKHE PEKOMEHJIAMU Il TMOATOTOBKM K IMPaKTUYECKUM
(ceMHUHApCKUM) 3aHATUSAM

CemuHap (J1aT. seminarium - OYyKBaJIbHO: «pAacCaJHHUK») — ydyeOHOE 3aHATHE, B XOJe
KOTOPOTrO OpraHusyercst oOcCykIeHHe (QYHAAMEHTAIbHBIX WM JUCKYCCHOHHBIX Ipo0iieM
M3y4aeMOW HAyKW U CBSI3aHHOW C HEW MPAKTUYECKOUN AEATEIbHOCTH.

B nensx Oonee moapoOHOro M aJeKBaTHOI'O COBPEMEHHOW CHTYAIlMM aHaln3a Mpodiem
yIOpaBiIeHUS CTYACHTaM pEKOMEHJyeTcs oOpamarbcs K IEepUOJUYECKON JuTeparype u
MaTepHua-jiaM CpeJICTB MaccoBOM HH(OpPMaluM, B KOTOPOH MOXHO HalTH HE TOJIBKO
AQHAIUTUYECKUE CTa-ThU IO PA3IUYHBIM aclekTaM 0003HAYEHHBIX B TEMaTHKE CEMHHApPCKHUX
3aHATUI mpoOsieM, HO M CTaTHCTHUYECKHE JlaHHBbIE, MaTepuasibl TPHUKIAIHOIO Xapakrepa,
HOpMaTUBHBIE JOKyMeHTHI. llerecoobpa3Ho He OorpaHMYMBATHCS yKa3aHHBIMM MCTOYHHKAMHU, a
OCYILECTBIISATh COOCTBEHHBIN MOMCK TEOPETHUECKUX U MPAKTUYECKUX MATEPHUAJIOB, UTO SIBJISAETCS
OJIHUM U3 3JIEMEHTOB CAMOCTOSATEIbHOU HH(OPMALIMOHHO-aHAIUTUYECKONU PabOThI CTYJEHTOB.

[TonroroBka K CEMUHAPCKUM 3aHATHSIM IO JUCLUIUIMHE JOJDKHA BKIIOYATh CIENYIOLIHE
ACTEeKTHI:

1) 3HAaKOMCTBO C COOTBETCTBYIOIIMMH IJIaBaMH Yy4e€OHMKA; ONTUMAJIbHBIM ObUT ObI
Ba-pUaHT pabOThl HE C OJHUM Y4EeOHMKOM, TaK Kak pa3HbIMH aBTOpaMu H30paH pa3iIUyHbIN



MONXOJ K TPEAMETY, W IMOJIE3HO TOHATH OCOOCHHOCTH TMOAXOJOB, CPAaBHUTh WX, YTOOBI
BBIPAOOTATh CBOIO MO3HIIHIO;

2) YTEHHE KOHCIIEKTA JIEKIIUU,

3) YTCHHE M OCMBICJICHHE OJHOT0-IBYX HMCTOYHHUKOB M3 IIPHUBEICHHOIO CITHCKA
JUTEPa-TypPhl.

BBIOOp JOMONHHUTEIBHBIX [MEPBOMCTOYHUKOB, KOTOPBIE MOTYT OKa3aTh IOMOINb IIPH
MOJI-TOTOBKE K BBICTYIJICHUIO M TIO3BOJIAT OPraHW30BaTh HA CEMHHAPE IUCKYCCHIO, CTYICHT
OCYIIIECTBIISAET 110 CBOEMY YCMOTPECHHIO, B COOTBETCTBHH CO CBOMMH MHTEPECAMH, OPUCHTHPYSIChH
Ha BOMPOCH CEMHUHAPCKOTO 3aHSATHS.

BrIcTyIUICHHE HA CEeMHHAPE JIOJDKHO OBITH JOCTATOYHO apryMEHTHPOBAHHBIM, 3aHHUMATh 110
BpEMEHH He 0osiee TpeX MHHYT. B X0J1e BBICTYIUICHUS KEIATEIIbHO COMOCTABUTh TOYKU 3PEHUS
pa3IMYHBIX aBTOPOB HA M3JIaracMyro mpoodiemy. [IpeanoyTuTensHo, 4ToObl IO OJHOMY BOIIPOCY
BBICTYITIJIO HECKOJIBKO CTYJICHTOB, BBHICKA3bIBasi CBOM MHEHWSI, JOIOJIHSS APYT npyra. B uaeane
CEMHUHAPCKOE 3aHATHE JIOJDKHO IMPOXOAUTH B (hopMe AUCKycCHUU. Pe3ybTaThl pabOTHI CTYICHTOB
HAa CEMUHAPCKUX 3aHATUSAX 00s3aTeTbHO YYUTHIBAIOTCS TIPEIOJaBaTEIeM IPH BHICTABICHUU
0ajIoB.

I[IpumepHbIe ayIMTOPHBIE IPAKTHYECKHE PAOOTHI:

AIIP Nel «Teopernyeckune OCHOBBI J1€JI0NIPON3BOICTBA OPraHU3 AU,

[TpoBogutcss B opme ceMHHapa 10 0000IIECHUIO u YIIyOJICHUTO 3HAHHUU
MOHATUMHO-KAaTErOpraIbHOrO anmnapara JUCUUILIMHBI C 3JIEMEHTAMU JTUCKYCCHUU.

Orpoc 1o Marepuaiam Jiekiuu 1.

DBOJIOIUS TIOKYMEHTA KaK HOCUTels HHpopMaliui. Bo3HHKHOBEHHUE U pa3BUTHE OTEYECTBEHHOTO
nenonpousBojyicTBa:  JlenmompousBoAactBo B cpennue Beka (XI-XV  BB.). Ilpukaznoe
nenonpousoacTBo (XVI-XVII BB.). Komnexckoe aenonponssoactso (XVIII B.). Munucrepckoe
nenonpousBoacTBo B Poccun (XIX - Hayano XX BB.). ['ocynapcTBeHHOE A€I0NPOU3BOICTBO B
coBeTckoe BpeMs. COBpeMEHHOE JeI0NPOU3BOJACTBO B PD.

ATIIP Ne2 «CoBpeMeHHOE roCcy1apCTBEHHOE peryJIupoBaHue AeJ10npou3BoacTea B PMy».
3aKkoHOJATENbHOE peryjiupoBaHue jenonpousBoactsa B P®. denepanbhbiii 3akoH «O0
uHpopMaLnu, UH(HOPMAIIMOHHBIX TEXHOJOTHX U 0 3amuTe nHpopmanuny. OeaepanbHbIi 3aK0H
«O xommMmepueckoil TaiiHe». ®exepanbHbli 3akoH «OO6 apxuBHOM Jene B Poccuiickoii
Denepanuny. PenepanbHblil 3aK0H «O MEPCOHATBHBIX JaHHBIX». [locTaHOBIIEHNE TPAaBUTENIBCTBA
P® «llpaBuna noAroToBKY MPaBOBBIX aKTOB (heepaIbHbIX OPraHOB UCIIOJHUTENBHON BIIACTH U
UX FOCY/IapCTBEHHOW PETUCTPALIUN».

HopmartuBHoO-MeToAMuUECKOE pPETYIUpPOBAaHUE JIEIONPOU3BOJACTBA. l'ocyqapcTBeHHas cucrema
JIOKYMEHTAIlMOHHOro o0ecreyeHus ympasieHus. OOmue nonoxenus. O0mue TpeOoBaHUS K
JNOKYMEHTaM U ciyx)0aMm nokymeHTannoHHoro obecneuenns (I'CHOY). 'OCT P 6.30-2003:
YHupuurpoBaHHbIE CUCTEMBI JIOKYMEHTaI1H. YHauduuupoBaHHas cucTeMa
opraHu3alMoHHo-pacnopsauTeabHo gokymentanuu. [OCT P 51141-98 Jlenonpous3BoACTBO U
apxuBHoe neno. TepmuHbl U onpeneneHuss TumoBas MHCTPYKIMS IO JEIONPOU3BOJACTBY B
denepanbHBIX OpraHax MCIOJHUTEIbHON BiacTH. [lepeueHb THUNOBBIX YIPABIEHYECKUX
JIOKYMEHTOB, 00pa3yIoluXcs B I€ATEIIbHOCTH OpraHu3alui, ¢ yka3aHUeM CPOKOB XpaHEHHS.

AIIP Ne3 «TpeGoBaHusi kK 0J1aHKaM JOKYMEHTOB YIIPABJICHHUSI».

[IpoBoautcs B Qopme cemuHapa o 00OOIMIEHUIO M YITYyOJeHHIO 3HAaHUM C AJIEMEHTaMHU
muckyccun. Ilonstre u BuIbl OnaHkoB. OOmmil Gnank. biank nmucbma. biaHk KOHKpPETHOTO
BUJA JIOKyMeHTa. biaHku A paboTbl ¢ WMHOCTpaHHBIMU KOMMaHUsMH. ['epOoBblii OnaHK.
PexBusuthbl Omanka. IIpofonbHOE pacrosiokeHHe PEeKBU3UTOB OjlaHKa. YTJIOBoe (hiaroBoe U
[IEHTPOBAHHOE PACIIOJIOKEHNE PEKBU3UTOB OJIaHKA.

BrinonHeHne MpakTHYeCKOro 3aJaHusl MO COCTABJICHUIO YIJIOBOTO M IPOJOJIBHOrO o0pasla
OnaHKa.



AIIP Ned4 «O0mue npaBsuiia ogpopmiieHHs YIIPaBJIeHYECKNX JOKYMEHTOBY.

[IpoBoautcss B (hopme cemuHapa 1o OOOOHICHHIO M YIIYONEHHIO 3HAHUH C DIIEMEHTaMU
muckyccun. Ompoc mo marepuanam jekiuu 2. [IpakTmdeckoe 3HAKOMCTBO ¢ O(OpPMIICHHUEM
PCKBU3UTOB JOKYMCHTOB YIIPABJICHUA, Brinonnenne KOHTPOJIbHBIX 3aI[aHI/II>'I

AIIP NeS «CocraBjieHHe JTHYHBIX IOKYMEHTOB.

[TpoBogutca B popMme cemuHapa mo OoOOOIIEHUIO U YINIYOJEHHMIO 3HAaHUH C 3JIEMEHTaMHu
JIUCKYCCHH. 3asBneHus, aBroOWorpaduu, pe3oMe, JHMYHBIE TOBEPEHHOCTH, PACIHCKH.
OCHOBHBIE PEKBM3MTHI, IPAaBUIA COCTaBJIEHUS U OQOpMIICHHs. BpInoiHeHHEe KOHTPOJIbHBIX
3aaHui

AIIPNe6 «PaboTa ¢ JOKyMEHTaMH, COJepPKAIMMH KOH(HIeHIHAIbHbIE CBeICHUSI».
[lepeuenr cBeneHud KOHQPUACHIMAIBHOTO Xapaktepa. IloHsATHE KOMMEpPUYECKOW TaiHBI.
Cenenusi, oTHocsIMecss K KomMmepueckoil TaiHe. I[lopsigok BeneHHsl AEIONPOU3BOJICTBA
JOKYMEHTOB, COJEpPKAIIMX KOMMEPUYECKYIH TaiiHy. 3amura JOKYMEHTOB, COJEpKallux
KOMMEPYECKYIO TalHY.

HpnMeprle HHAUBHUAYAJIbHbIC TOMAIIHUE 3a1aHUs

Ne 1 «PoJib JOKyMeHTHPOBAHUS YIIPABJIECHYECKOH JesiTeJIbHOCTH B Pa3BUTHH 001ECTBA).
PexomeHjanuu o cocTaBlI€HUIO U JOPaOOTKE KOHCIIEKTA JIEKLIUH.

PaccMoTpenue mgaHHON TeMbl HEOOXOAMMO HAYaTh C W3YYCHUS OCHOBHBIX IOHSATHHA JTaHHOU
qucuuIuivHel. [Ipu aToM cienyer pa3o0paThCsi C CYIIHOCTBIO KaTeropuu «J{oKyMEeHTHpOBaHUE.
Bonee moapoGHO ciieyeT paccMOTPETh CTPYKTYPY, COAEPIKaHUE, e U 3a/1a4d JUCIUTUIAHBL,
UCTOPUIO  pa3BUTUS  JOKyMeHTooOopoTa. Jlamee  HeoOXOAMMO  H3Yy4uThb  COCTaB
HOPMAaTUBHO-METOUYECKON 0a3bl JOKYMEHTUPOBAaHUS YIPABICHYECKOW JEATEIBHOCTH B
COBPEMEHHBIX YCIOBMSX X035iCTBOBaHUA. OTAEIBHO CIENYET PAaCCMOTPETh

CTpaTEruio yIpaBJIeHUs JOKYMEHTAaMHU B OpraHMU3allMM, a TaKXKe U3Y4UTh (POPMbI COBPEMEHHOU
JOKYMEHTaLUH.

KnroueBble  cllOBa:JOKYMEHT, JOKYMEHTHPOBAaHHWE  HH(QOpMAIUH, JOKYMEHTHUPOBaHUE
YIIPABJICHUYECKOW  NEATEIBHOCTH, KIWHONUCH, IIOJUTHKA  YIPaBIEHUS  JOKYMEHTaMH,
CTaHJapTU3aLUs, CTpATETUsl yIpaBlIeHNUs JOKyMEHTaMu, YHU(DUKALINSL.

3agaHue A CaMOCTOSITEIbHON paboThI:

1. U3yunTh KaTeropuaibHbI{ ammapar.

2. lopaboTaTh MaTepHalIbl JEKIHH.

3. IloarotoButhes k padote Ha jnekuuu o Teme 1. [IoBTOpUTH BOIpPOC: CYIIHOCTH KaTe€ropHH
«JlokymeHTHpOBaHUEY (yueOHas JUCHUIUIMHA «/{OKyMEHTUpOBaHHE YIIPaBIECHUYECKOM
JEeSITeIbHOCTHY, JIeK1Hst Nel). BeITh rOTOBBIM K 00CYk/I€HHIO 3TOTO BOIIPOCA B XOE JIEKLIHH.

Ne2 «OOmume npaBujia oopmiieHusl yIpaBJieHYeCKHX JOKYMEHTOBY.

PexomMeHganMu MO COCTAaBICHMIO U JOpabOTKE KOHCHEKTa JEKIMU. V3ydeHue marepuanoB
JTAHHOW TeMBI CIeAyeT HauaTh C paCCMOTpPEHUsl TpeOoBaHUM K 0(OpMIICHHIO PEKBU3UTOB. Taxxke
cleflyeT M3y4uTh COCTaB pPEKBHU3MUTOB. Jlanee HeoOXoamMmo pa3o0paTbesi ¢ NPUMEHEHHEM U
pacrojIoKeHNEeM Ha JIOKyMEHTE PEKBU3UTOB, ONPEIEIUTh UX OOIIMe 4epThl U paznuuus. Kpome
TOTO, HYXHO JIeTaIbHO Pa300paThCsl ¢ pa3lIUYHBIMU BUJIAMHU TEKCTa JJOKYMEHTa: TpadapeTHbIi
JIOKYMEHT, aHKeTa, TabyuIia, OTaHK.

KiroueBble cioBa: BU3a corjacoBaHus, rpu¢ 03HaKOMIJIEHUS, JaTa JOKYMEHTA, 3aroJI0OBOK

K TEKCTy, WIEHTHU(PUKATOpP OHJIEKTPOHHOM KOMHMM JOKYMEHTa, HHTEpBal, MOANUCH, IIOJe
JIOKYMEHTA, PErMCTPallMOHHBII HOMEP NOKYMEHTA, PE30JIOLMs, PEKBU3UT, CTAaHAAPTHBIA JIMCT
OyMmaru, cchbulKa Ha PErUCTPALMOHHBIA HOMEpP M JaTy JOKyMEHTa, YIOCTOBEpEHHE TOKYMEHTa,
bopmysp.

3amanue 711 CaMOCTOSTEIbHOW PaOOTHI:



1. I3yunTh KaTeropuaibHbIil anmapar.

2. lopaboTaTh MaTepHUaIbl JICKITUH.

3. [loaroToBUTHCSA K CEMUHAPY.

3. lonroroBuThCes K pabote Ha Jekuuu 1o TeMe 3. [IoBTOpUTh BOIIpOC: OCHOBHBIE

0COOEHHOCTH  HCIIOJIb30BaHMs  sI3bIKa B JIEJIOBOW  mepenucke (ydueOHas UCIMILIMHA
«J/lokyMeHTHUpOBaHHE YIPABICHYECKON JEATeIbHOCTHY», JIeKIuss No2). BBITh TOTOBBIM K
00CYyKJIEHUIO ATOI'0 BOIIPOCA B XO/1€ JIEKIUH.

Ne3 «OcobeHHOCTH cocTaBJIeHUsI H 0()OPMJICHHS] OCHOBHBIX IOKYMEHTOB YIIPABJICHHUSD).
PexoMenaanuu 1o coCTaBICHUIO U JOPAOOTKE KOHCIEKTA JIEKIIUH.

PaccmoTpenue  nmaHHOW — TeMBl  HEOOXOIMMO  HAyaTh C  aHajuu3a  OCOOEHHOCTeH
O(QUIMAIBHO-/IEJIOBOTO CTUJISI 1O CpPaBHEHHIO C XYA0KECTBEHHBIM, MYOIUIIMCTHYECKUM,
HAYYHBIM, y4€OHBIM, Pa3TOBOPHBIM CTHIISIMU SI3bIKA.

[Tpu 5TOM HYKHO MOJPOOHO U3YUUTH JIEKCHUYECKHE OCOOCHHOCTH JOKYMEHTOB: yOTpeOIeHHe
[IapOHUMOB, IIJIEOHA3MOB, MCIIOJIb30BaHUE peueBbIX kiuile. Ilocne aToro ciepyer paccMOTpeTh
ophorpaduyeckue 0COOEHHOCTH JOKYMEHTOB: IPUMEHEHHUE IPOIMUCHBIX OYKB B reorpauueckux
Ha3BaHUSX, HAUMEHOBAHUSIX OpraHU3aluil.

Kpowme Toro, Heo0xo1umMo 00paTuTh BHUMaHUE Ha opdorpaduueckrne 0COOEHHOCTH JOKYMEHTOB:
IPUMEHEHHUE IPONUCHBIX OYKB B reorpa@uueckux Ha3BaHUAX, HAUMEHOBAHUSAX OpIraHU3ALUM.
Tax >xe crneayeT BbIICHUTH HauOoliee pacpOCTPaHEHHBIE B IOKYMEHTaX OMIMOKM CHHTAKCHCa U
NYHKTYalluu: TOPSI0OK CJIOB, COIJIACOBaHHWE IMOAJIEKAIEr0 M CKa3yeMOro, IMPUYaCTHBIE U
JeenpUYacTHbIE 000POTHI, CJIOBOOOpa30BaHUS.

KnroueBble cnoBa: abOpeBmarypa, JIakoHH3M (OPMYIHPOBOK, HEHTpalibHAs AKCIPECCHBHAsS
OKpacka s3bIKa, HEOJOTHU3M, O(PHUIHAIBLHO-/IEIOBON CTUJIb, MOJHOTa WH(OPMALIUY, CHHOHUMBI,
TaBTOJIOTHH, ()PA3EOIOTU3MBI.

3amanue A5 CaMOCTOSATEIbHOM paboThI:

1. M3yunTh KaTeropuanbHbIil anmapar.

2. NopaboTaTh MaTepHabl JEKIUU.

3. IlogroroButhes K padore HA Jieknud. [IoBTOpUTH Bompoc: opdorpaduveckrue 0COOCHHOCTH
JOKYMEHTOB (y4eOHas OuCHUIUIMHA «/{OKyMEHTHpOBaHHE YIPaBICHUYECKOW EATEIbHOCTHY,
nexius Ne3). BeITh rOTOBBIM K OOCYKJIEHHIO 3TOTO BOIIPOCA B XOJIE JICKITUH.

Neq «IIpaBuiia opopmiieHHsI TOKYMEHTOB MO JUYHOMY COCTABY».

[Tpu u3ydyeHUn AaHHOIN TEMBI CTyJEeHTaM HE0OXOIUMO pa3o0paThCs ¢ MPUHIUIAME Pa3paboTKU
mporpamMm ympamjieHusi JokymMeHTamu. Oco0oe BHUMaHUE CIEAYET YIEIUTh PacCMOTPEHHIO
MIPOLEAYPHI IPOEKTUPOBAHUS U BHEAPEHUS JOKYMEHTHBIX CUCTEM. TaKKe CIeqyeT OCTAHOBUTHCS
Ha 0COOEHHOCTSIX MOHUTOPHUHTA U ayIUTA JOKYMEHTHBIX CUCTEM.

bonee neranbHO HEOOXOIMMO PACCMOTPETH CYIIHOCTH JIOJITOCPOYHOM MPOTPaMMbI 00yUEHHS
MepcoHajla OpraHU3aIMid B OOJACTH YNpaBlICHUS MOKYMEHTAMHU U TMPUMEHEHHUs] O0ydaromux
WHCTPYKIUH, BKITI0Yasi 00YJarolIyl0 HHCTPYKIIUIO CEKpeTaps.

KnroueBble cnoBa: ayauT ynpaBieHHs JOKYMEHTAMH, KOHBEPTAlUs, METOJOJIOTHS BHEIPEHUS,
MHUTpalUs JTOKYMEHTOB, MOHUTOPHUHI, HAJECKHOCTb JOKYMEHTHOW CHUCTEMBI, NPOECKTUPOBAHUE
JIOKYMEHTHOM CHUCTE€MBbI, pPacCHpeie€eHHOE YIPABICHUE, PETYJIUpYIOIas Cpeaa, CTpaTerus
YIpaBJICHUS JOKYMEHTaMH.

3amanue 711 CaMOCTOSTEIbHOW PaOOTHI:

1. U3yunTh KaTeropuaibHbI{ amnmapar.

2. lopaboTaTh MaTepHabl JEKIUH.

3. [loaroToBUTHCS K CEMUHAPY.

4. IloarotoButhes K padbote Ha jekiuu. [IoBTopuTh Bompoc: 0011as XxapakTeprucTHKa
JOKYMEHTHBIX cucTteM (yueOHas aucuuIUiMHAa  «JlOKyMEHTHpOBaHWE  YIpaBIeHYECKOU
JeATeTLHOCTIY, JEKIU No4). BITh TOTOBBIM K OOCYXKIEHUIO 3TOTO BOIIPOCA B XO/1€ JIEKITHH.

Ne5 «Opranuszanusi JOKyMeHTO000pOTa>.



PexomeH a1y no cocTaBIEHUIO U JopabOTKe KOHCIIEKTA JIEKLIUH.

B Hagane ciegyer paccMOTPETh TEPMUHBI «AEIONPOU3BOACTBOY, «IOKYMEHTALIMOHHOE
o0ecrieyeHHe  yNpaBICHUSN», «IOKYMEHTHpPOBaHWE WHPOPMALUUY», «IOKYMEHTHPOBAHUE
YIIPaBJIEHYECKOH 1eATENbHOCTHY, «10KYMEHTOIIOTOKUY, «TOKYMEHTO000pOT».

Jlanee HeoOXOIMMO HM3YYHUTh OpPraHM3ALUIO0 JOKyMeHTooOopora. Takke HYXHO MHOIPOOHO
IPOAHAIU3UPOBATh OCOOEHHOCTH pabOThI C BXOAIMMH U UCXOIALIMMU JTOKYMEHTaMHU.

Kpome TOro, HeoOXOZMMO OCTaHOBUTHCA Ha  H3YYEHHHM  METOJOB  COKpAIICHUS
JOKYMEHTO000pOTa.

Cnenyer ynenuThb BHUMAaHUE COAEPKAHUIO KOHTPOJIS UCIIOJIHEHUS JTOKYMEHTOB, €r0 3Tamam u
TEXHOJIOTUH.

KnroueBble ciioBa: BHYTPEHHUH JOKYMEHT, BXOISAMIMHA JIOKYMEHT, JOKYMEHTOOOOpOT,
JIOKYMEHTOINOTOKH, HH(OPMALIMOHHO-TIOUCKOBAsl CUCTEMA, UHAEKCALUS JOKYMEHTa, UCXOAALINH
JOKYMEHT, Karajor, 00BeM JOKYMEHTOOOOpOTa, palMOHAIBHOE JBM)KEHHE JOKYMEHTOB,
PETUCTPALIMOHHO-KOHTPOJIbHASL KapTOYKa, PErMCTpauus IOKYMEHTa, TEXHOJIOIMYecKas cXema
JBUKECHHUSI IOKYMEHTOB, DKCIICIULIHS.

3agaHue A CaMOCTOSITEIbHON pabOThI:

1. 3yunTh KaTeropuanbHbIil anmapar.

2. lopaboTaTh MaTepUallbl JEKIHH.

3. IlogroroButhest K pabote Ha Jiekiuu. [IoBTOpUTH BOMpPOC: OpraHu3aius JOKyMEeHTO00opoTa
(yuebHasg aucuuIUIMHA «J{OKYMEHTHpOBaHME YIPaBJIEHUYECKOH NEATEIbHOCTH», JeKius NeS).
BbITh TOTOBBIM K OOCYKIEHHUIO 3TOI0 BOIPOCA B X0OJI€ JIEKIIUH.

Ne6 «OcHOBHBIE TPABUJIA OPTAHU3ALMH PA0OThI C JOKYMEHTAMM.

PexomeHanmuu o coCTaBJIEHUIO U JOPaOOTKE KOHCIIEKTA JIEKLIUH.

PaccmoTpenue naHHOW TeMbl HEOOXOJMMO HayaTh C W3YYEHHUS pOJIM HH(POPMAIMOHHO
CIPAaBOYHON PabOTHI CIIy>KOBI AETONPOU3BOICTBA OPraHU3ALMH.

I[Ipu oToM cneayer o0OpaTuTh BHUMAHUE HAa BHJbI, JTanbl pa3pabOTKH, pa3lebl
HOMEHKJaTyphlaen. Takxke HEOOXOJUMO YSICHHUTh, KaK OCYIIECTBISIETCS TEKyIlee XpaHEHUe
JIOKYMEHTOB U UX HCIIOJIb30BaHUE.

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

Kpowme Toro, cneayer oxapakTepu3oBaTh 3KCIEPTU3Y LIEHHOCTU JTOKYMEHTOB, KPUTEPUH OLIEHKH
JIOKYMEHTOB, 0()OpMIICHUE €€ pe3yJIbTaToB, paboTy 3KCIIEPTHOI KOMUCCHH.

Takxke cienyer paccMOTpPETb OCOOEHHOCTH IPOLIECCOB IMOATOTOBKH, W3/IaHUS, XPAHEHUS U
UCIOJIb30BaHUS KOH(PUICHIUATIBHBIX JOKYMEHTOB. [laee HY)KHO M3y4UTh KaHaJbl BO3MOXKHOM
yTeUKHU HH(OPMALIUU U YTpaThl TOKyMEHTOB. U B 3akiitoueHne He0OX0AUMO pacCMOTPETh
TpeOOBaHUS K U3TOTOBJIEHHUIO, YUETY, UCIIOIb30BAHUIO U XPaHEHHIO repOOBBIX OJaHKOB.
KnroueBble cioBa: akT, €0, T0JIFOCPOYHOE XPAaHEHHE JOKYMEHTOB, JOCTYI K TIOKyMEHTaM,
KOHTPOJIb JECWCTBHM, KOHTPOJb MECTOIOJOKEHHUS JIOKYMEHTAa, HOMEHKJIATypa Jel, OIHChH,
pUMepHas HOMEHKJIATypa e, TeKyllee XpaHeHHe TOKYMEHTOB, TUIIOBasi HOMEHKJIaTypa Jell,
CBOJIHAasl HOMEHKJATypa [JeJI, YHHUYTOKEHUE JOKYMEHTOB, DKCIEPTH3a LIEHHOCTH JOKYMEHTA.
['ep6oBbIil OaHK, rpud orpaHUYEHUs 1OCTyNa K JOKYMEHTY, 3allUIIEHHbIN JOKYMEHTO00O0pOT,
KOMMepuecKkasi TailHa, KOH(HIEHIMAJIbHBII JOKYMEHT, MPOMBIIUICHHBINH IIMHOHAX, YTPO3bI
JOKYMEHTaM, 1IeHHas HH(OpMaIIns.

3agaHue A CaMOCTOSITEIbHON paboThI:

1. U3yunTh KaTeropuaibHbIN armapar.

2. lopaboTaTh MaTepHallbl JEKIHH.

3. [ToAroToBUTHCS K CEMUHApY.

4. IonroroBuThCs K pabote Ha jekuuu. [IoBTOpUTH BOMpoC: IKCIEPTH3a IEHHOCTH JJOKYMEHTOB
(yueOHas aucumiuinHa «JlOKyMEHTHpOBaHUE YTPABICHUECKON AEATeNbHOCTH», JieKuus Neb).
BBITh TOTOBBIM K 00CYKJIEHHIO 3TOIO BONPOCA B XOJI€ JIEKIUH.

IIpunoxenne 2



7 OneHo4YHbIe CPeACTBA 1JIsl IPOBeAeHHUS IPOMEKYTOYHOM aTTecTalnu
a) [lnanupyemsble pe3yJbTaThbl 00y4YeHUS] M OlLleHOYHbIE CPeACTBA ISl NPOBeJIeHUs!
NPOMEKYTOYHOM aTTeCTALMHU:

Kon
WHIUKaTOpa

Nupukarop
KOMIIETEHIINHU

JOCTHIKCHUA

O1neHOYHBIC CPEACTBA

YK-4: CnocobeH ocCymecTBJISITH [1€JOBYI0 KOMMYHHMKALIMIO B YCTHOH W NHCbMEHHOM
¢popmax Ha rocymapcrBeHHOM s3bike Poccuiickoii ®Deaepanu ¥ HHOCTPAHHOM(BIX)

si3bIKe(ax)

YK-4.1

BreiOupaer cruinp  oOlieHus Ha
PYCCKOM fA3bIKE B 3aBUCUMOCTH OT
eI W YCIOBUHM IapTHEPCTBA;
aJlalTHPYET peub U CTHIIb OOLCHUS
K CUTYyallUsIM B3aUMOJICHCTBUS

[lepeyeHb TEOPETHUECKUX BOIIPOCOB K 3aUETY:

1. Yrto Takoe MOKYMEHT, C KaKOW HEIbI0 OH MOXKET
co3aBaThCs?

2. KakoBbl 0COOEGHHOCTH [€JIOBOTO OOLIEeHHUS U
MyOMYHBIX BBICTYIUICHUI?

3. KakoBbl OCHOBHBIC TIPU3HAKU KJIACCHU(PHUKAIIUN
JIOKyMEHTOB?

4. Uro mnoHMMaeTCs O[T
obecrieueHneM yrpaBJIeHHs?
5. B WeM cyTe cTaHmapTH3aluH W YHUPHKAIAA
nokymeHToB? Kakue pa3pabaThIBalOTCS CTaHAAPTHI?

6. Uem orimuaercs opopMIICHHE PEKBU3UTOB OOIIETO
OmaHka oT OJlaHKa muchMa?

7. KaxoBBI OCHOBHEIC PEKBH3HTHI, UCIIOIB3YEMBIC IS
oopmIleHHs TpHUKa3a U PACIOPSIKEHHS.

8. Kakwue popMbI MPOTOKOJIOB MOKHO HCIIOJIE30BaTh B
YIPaBJICHYECKON JIESTENEHOCTH, B YeM HX OTINYHE?

9. Vkaxure OCHOBHBIC TpeOOBaHUS K OGHOPMIICHUIO
JIETIOBOT'O MHCHhMa.

10. Kakue KOMIIIEKChI JOKYMEHTAIMU BKJIFOYAET B Ce0s
KaJpoBast WHPOPMALMOHHO-TOKYMEHTAITHOHHAS
cucrema?

11.B gem ocobOeHHOCTH OQOPMIICHHS NPUKA30B II0
JIMYHOMY COCTaBy?
12.Yto MMOHUMAETCS
JIOKyMEHTO0000poTa?
13.Yr1o Takoe cXeMbl JOKYMEHTOO0OpOTa, 3a4eM OHHU
HYXKHBI?

14. C xaxoii nenpio pa3pabaTbIBalOTCd HHCTPYKINH 110
JETIONPOU3BOJICTBY, 4YTO B  HHX  HEOOXOAMMO
peyCMOTPETh?

JOKYMCHTAlTUOHHBIM

i ()i OpraHu3aIeH

YK-4.2

Bener pnenoByrw nmnepenucky Ha
PYCCKOM UM MHOCTPAHHOM SI3bIKaX C
Y4ETOM 0COOCHHOCTEH CTHIINCTUKU
ouIMaTBHBIX MHCEM u
COLIMOKYJIbTYPHBIX pa3Inunii

Bompocsr:

15. Ykaxxure TEXHOJOTHUECKYIO IOCJIEI0BATEILHOCTD
9TarnoB paboThI C BXOASIIMMH JOKYMEHTAMH.

16. KakoBa mociie1oBaTesIbHOCTh OTepaliii mpu paborte
C BHYTPEHHUMH JOKyMEHTaMH?

17.C kako# 1enpi0 IPOBOAMTCS (OPMHPOBAHUE IElL,
KaKue Iy 3TOM He0OX0JuMO co0onaTh TpeOoBaHus?
18.Yto Takoe HOMEHKJIATypa [eJl, C KakKoi Lebio
pa3pabaThIBAIOTCS TUITOBBIE HOMEHKIIATYPHI JeI1?
19.Kakyro wuHOpOpMAIMIO COAEPKUT HOMEHKIIATypa
nen?

20.Yto moOHMMAaeTCs IO OKCHEPTH30# IIEHHOCTH

JIOKyMeHTa?

21.Kakpe KpWTEepUH WCIOJB3YIOTCA TMPH OILEHKE
JIOKYMEHTOB?

22.Kak ocymecTBiusieTcs MNpUeM-Tiepeaada JAel B
apxuB?

23.Yro Takoe KOH(PUICHIIHMATBHBIN JOKYMEHT?
24.Kakue OCHOBHbIE Yrpo3bl BO3HHKAIOT IIpH padore ¢
KOH(UAEHIIMAIEHBIMY JTOKYMEHTaMH?

25. Vkaxure 0COOEHHOCTH BEICHUS




Kon Nupukarop NOCTYDKEHUS

MH/IMKATOpa | KOMIETEHIINN OueHouHbIE CpEACTBA
JICIIOTIPOU3BOJICTBA, ~ OOCCIICYMBAIOLICTO  y4eT H
COXPaHHOCTh KOH(MUICHIUAIBLHOW WHpOpPMAUU U
JIOKYMEHTOB.
26.Yto TIOHUMACTCS o1 3aUIIICHHBIM
JIOKYMEHTOO0OOPOTOM, 3a CYET 4YEero MOXKET OBITh
obecreveHa ero 3amura?

VK-4.3 BremmonHsAeT Mg JWYHBIX [eliel | [IpuMepHbie npakTuuecKue 3aatus 1Jis 3a4eTa;

nepeBo oUIHATEHBIX u
mpo(ecCHOHAIBHBIX ~ TEKCTOB €
WHOCTPAHHOTO S3bIKa HA PYCCKHIA,
C PYCCKOTO sI3bIKa Ha HHOCTPAHHBIN

KomiiekT TecToBBIX 3aganuii: Nel

1. ®opmynsip — 370!

a) OcHOBHas ¢opMa [OKYMEeHTa, (UKCHUPYIOIAs
MIpaBOBBIC OTHOMICHHUS B J[peBHEPYCCKOM TOCYAapCTBE;
0) 0c000 BBIIEIIaHHAS KOXa JKMBOTHBIX,
MIPUMEHSBIIASCS B KAYECTBE OCHOBHOTO MaTepHalIa IS
michMa B J[peBHEPYCCKOM TOCYIapCTBe;

B) CaMOCTOSTEIbHOE noipa3esieHue,
OCYIIECTBIISIOIIEE JIEIIONPOU3BOICTBEHHYIO
JIeATEIILHOCTb;

r) TUIoBas ycToitunBas (opma (oOpaser) OTHeNbHBIX
HanboJiee paclpOCTPaHEHHBIX TOKYMEHTOB.
2. VYcraHoBneHue eauHOOOpas3usi cocrtaBa U (Gopm
YIpaBICHYECKNX JOKYMEHTOB, CO3/aBa€MBIX IpH
PCIICHNH OTHOTHITHBIX YIPABICHUECKUX (DyHKIIHH:
a) yHA(UKAI;
0) cepTudUKaNAs;
B) KOANPOBAHUE;
T') JOKYMEHTHPOBAHUE.
3. OOs3aTenbHBIM  YCIOBHEM JJI  BKJIIOYCHHUSA
unpopmauu B HMHGOPMALMOHHBIE  PECYpPCHI,
OCYILIECTBIISIEMOTO B  MOPSIJIKE, YCTaHABJIMBAEMOM
OpraHaM¥ rocy/IapCTBEHHOM BIIACTH, SIBIISIETCS €e:
a) cTaHJapTU3aLINs;
0) 3ammuTa;
B) IOKYMEHTHPOBAHUE;
T') BBIKYII TOCYJapCTBOM Y YaCTHBIX JIAIL.
4. CpexnctBoM ycTpaHeHHs «OyMaxHOro Oymay»
SIBIISIETCSL:
a) KOMITBIOTEPU3aIHs AEIOIPOU3BO/ICTBA;
0) yHubUKaIMA JOKYMEHTOB;
B) KJIacCH(UKaLUSA TOKyMEHTOB;
T') IpUMEHEHUE Pa3HOCTOPOHHEH OPTTEXHUKU
5. 3HaueHue JIOKYMEHTAIIMOHHOTO 0OecredYeHHs
YIPaBJICHUsI ONIPEeIsIeTCs:
a) KOMMYHHUKaLUSIMH;
0) uneHTuduKanuei;
B) puKcanuei;
T) CyaeOHBIM pa30UpPaTEIECTBOM.
6. B mpaBoM BepxHeM Yoy — JIOKYMEHTOB
pacIioararoTcst CIIeAyIONINe PEKBU3UTHL: a)
rpu¢ COTIacCOBaHMUS;
0) OTMETKa 0 KOHTPOJIE;
B) TpH( yTBEp)KICHHUS;
T) agpecar.
7. B 1eBOM BepxHEM YTy IOKYMEHTOB pacrojaraoTcs
CJIE/TYIOLIHE PEKBU3HUTHI:
a) pe3oIIIoHs;
0) OTMEeTKa O HAJTMYMH PUIIOKEHUS;
B) OTMETKa 00 UCIIOJIHUTEIIC;
T') KOJI OpraHu3aLuHm.
8. B npaBoM HW)KHEM YTIIIy pacIoyaraloTcsi peKBU3HTHI:




Kon
WHUKATOpa

Nupukarop
KOMIICTCHIINN

JOCTHXKCHHUA

OneHouHble CpeaCcTBA

a) OCHOBHOH TOCYIapCTBEHHBIH PErUCTPAllMOHHBIN
HoMmep (OI'PH) ropuangeckoro

ML,

6) xox (hOpMBI JTOKYMEHTA,;

B) MICHTU(HUKAIUOHHBIH HOMEp HAaJOroIuIaTebLINKa
(MHH);

T) Tpu} OrpaHUYCHHUS AOCTYIA K JOKYMCHTY.

9. B neBoM HIDKHEM YTy paclojaratoTcsi peKBU3UTHI:
a) KOJI MPUIMHBI TIOCTAHOBKH HA YUET;

0) OTTHCK ITeYaTH;

B) BH3HI;

') OTMETKa 00 MCIOJIHUTEIIE.

10. K B3aMOHCKIIIOYAIOIUM PEKBU3UTAM OTHOCATCS:
a) sMmOnemMa OpraHu3allii W TOCYIapCTBEHHBIH repo
P®;

0) KOJ OpraHu3aly ¥ Ko (OPMBI JOKYMEHTA;

B) PErHCTPALMOHHBI HOMEp JAOKYMEHTa M CChUIKa Ha
PETUCTPAIIOHHBII HOMEp U

JaTy JOKyMEHTa,

r) rpud yrBepxxaeHus u nedats. 1 1. Eciu opranmzamnms
I0/IBEIOMCTBEHHA OJTHOBPEMECHHO HECKOJIBKUM
opraHam

YIIPaBIEHU, TO B PA3HBIX CUTYALMSIX YKa3bIBACTCS:

a) HETMIOCPEICTBEHHO BBILIECTOSIAS OPraHU3aLus;

0) camast TJ1aBHAs BHILIECTOSIIAS OpraHU3aLlus;

B) He OoJee TpeX CTeNeHeH 1Mo/ IBeIOMCTBEHHOCTH;

) He YyKa3bplBaeTcd HU OJHA  BBIIIECTOAIIAS
OpraHu3aIys.

12. [laToli TOKyMEHTa MOXKET OBITh JaTa:

a) ero HaNMCaHUS U COTJIACOBAHNS;

0) ero mMoIMMCaHUS;

B) €r0 YTBEPKACHHUS;

I) TpOBEAEHHsS 3acellaHusl, Ha KOTOPOM HPHHATO
perenue.

13. laTsl B JOKyMEHTaX MOTYT ObITh O(OPMIICHBI:

a) 22. 08. 1997;

0) 22 aBrycra 1996 rona;

B) 1988. 02. 22;

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

14. Kakme pexkBHU3WUTH JOKYMEHTOB IIHIIYTCS, Kak
MIPaBWIIO, OT PYKH:

a) BU3a;

0) pe3oronus;

B) TIOJIITUCK;

T) aapecar.

15. K xakuM peKBU3UTaM OTHOCSATCS CJIOBA!

a) «BepHo» A)

0) «mst CITy)eOHOTO MIOJIb30BaHUS» b)
B) «3ameyaHus TIPUIAraroTCS» B)
r) «IletpoB M.K. 924-76-40» I)

16. PexBU3UT «HIOANUCH» Ha pa3HbIX JOKYMEHTax
BKJIIOYAECT:

a) JIMYHYIO POCIIUCH aBTOpa IOKYMEHTA;

0) IMYHYIO POCIHCH PYKOBOAMTEIS U €€ PacuIn(poBKy;
B) yKazaHWe  JOJDKHOCTH, JIMYHYI0  POCIHCH
PYKOBOIHUTENS U €€ pacIn(poBKy;

T) yKa3aHue JOHKHOCTH, HAMMEHOBaHUE OpraHW3aIluHy,
JIUYHYIO POCITUCH PYKOBOIUTEIS,




Kon
WHUKATOpa

Nupukarop
KOMIICTCHIINN

JOCTHXKCHHUA

OneHouHble CpeaCcTBA

ec pacuu(poBKy.

KommnekT TecToBbIx 3aganuii: No2

1. Kakoe cokpalieHue siBisieTcst abOpeBHaTypOU:

a) AI'3 MUC PO;

0) Mocanepro;

B) crarQJisiys;

T) o/M, 11/0.

2. CnoBo, koTopoe 0003HagaeT HOBOE MOHSATHE,
ymoTpedisieMoe B JOKYMEHTaX, —

9TO!

a) abOpeBuaTypa;

0) CHHOHHM;

B) HEOJIOTU3M;

T) apXausM.

3. OtbepuTe NPUHIUN O(PHUIUATLHO-CIOBOTO CTHIIS
JOKyMEHTAIUH:

a)  TPEeNOCTAaBJICHUS  MAKCHMAJIBHO  BO3MOXHOMW
HHpOPMAIINH;

0) IpUMEHEHHUE CIIOB «MBI BEITIONIHAMY, 1 CIIEIIal0N;

B) OTPaHIMYCHHOCTH B IPUMCHECHUH SI3BIKOBBIX CPEIICTB;
T') IPUMEHEHHE YSTKIUX OTBETOB «I1a», KHETY.

4. Jlekcndeckoe COKpalieHne clI0Ba, YIOTPeOIIeMOro B
JOKYMEHTaX — 3TO:

a) abOpeBuarypa;

0) CHHOHHM;

B) HEOJIOTHU3M,;

T') HApOHUM.

5. Uro He OTHOCUTCS K OPUIUATIBHO-JETIOBOMY CTHIIIO
JOKyMEHTa!

a) aIpecHOCTh HHPOPMALINY;

0) TemaTmdeckas OTPaHMYCHHOCTb B MPUMCHCHHU
SI3BIKOBBIX CPEIICTB;

B) TPEAOCTaBICHHE  MAaKCHUMAaJbHO  BO3MOXKHOM
HHpOPMAIINH;

T) yHU(UKAIUS JOKYMEHTA.

6. K mpaBuiaM 7e10BOro 3TUKETa OTHOCSITCSI:

a) HETOPOIUIUBOCTh C OTBETOM;

0) GyaroJTapHOCTH 32 OTBET WU JCHCTBHE;

B) 00CTOSITENbHOE U3JIOKEHUE TOKYMEHTA;

I) yMEHHE CIymaTh Ipyrux Jofeil.7. B kakom
JOKYMEHTE HCHONB3YIOTCS CJIOBAa «... B TPOTHBHOM
ciydae Bam OynyT

MpeabsSBICHBl IITpadHbIE CAaHKOUM» B KadecTBe
SI3BIKOBOU (POPMYITBI, KaK pe3ybTara

YHA(DUKANH S3BIKOBBIX CPEICTB:

a) B TAPAHTUITHOM ITHUCHME;

0) B pexJIaMaIllMOHHOM IHCEME;

B) B MUH()OPMALMOHHOM IHCHME;

I') B IMCbMe-HAIIOMHHAHHH.

8. CrnoBa, KOTOpbIE CTaHOBATCS HeO(PHUIIMATHLHBIM
3aMEHUTEJIeM TePMHUHA U UX IPUMEHEHHEB JOKYMEHTaX
HEJIOMYyCTHMO, — 3TO:

a) npoeccHoHaN3MBI;

0) CHHOHHMEI,

B) HEOJIOTU3MBI;

T') HTAPOHHUMBI.

9. 3aKkOHYEHHBIH B CMBICIIOBOM OTHOILUEHHH OTPE30K
TEKCTAa, II03BOJISAIOIIUN YCTAHOBUTH

3HaYeHHEe BXO/IIIETO B HEro ciioBa Wi (pasbl — 3T0:
a) aHHOTAIIWS,

0) pedepar;
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B) KOHTEKCT;

T') KOHCIIEKT.

10. Perymupyromas (IesTeIbHOCTh OpraHU3alUil)
cpelia BKIIIOYaeT:

a) TOCYIapCTBEHHbIEC CTaH/APTHI;

0) OOIIIECTBCHHBIC OXKHUTAHMS,

B) PEKOMEHIAINH, OTPAKAIONIIE IIEPEIOBON OMBIT;

T) HOPMAaTHBHBIE  JIOKYMEHTHI, OTpakaroIne
JEATEIbHOCTh OPTaHU3alNH.

11. Ilonutuka ynpaBiaeHUs: TOKyMEHTaMU OPTaHU3aLNN
TIO3BOJISIET:

a) noBemath  3()(EKTHBHOCTH  JESTEIHLHOCTH
OpraHM3aINN;

0) coOmromaTh TpeOOBaHMS 3aKOHOJATEIbCTBA U
perynupyrolei cpensl;

B)  u30exaTb  PUCKOB  IPEANPUHUMATEIbCKOH
JeSITebHOCTH, CBSI3aHHBIX C JOKYMEHTaMH;

I) COXpaHSATh NaMATh OpraHHW3allM, WHAWBUIA U
obmrectBa.12. K mpuHIumaMm pa3paboTku TporpaMm
YIIPaBJICHUS JOKyMEHTAMH OTHOCHTCSI:

a) OIIGHKa pHCKOB, CBA3aHHBIX C OTCYTCTBHEM
ouMaNbHBIX JOKYMEHTOB;

0) ompeneneHWe MNPaBWI CO3JAHUS METAIAHHBIX O
JIOKYMEHTax;

B) oOecrieueHHE XpaHeHHs JOKYyMEHTOB B 0€30I1acHOM 1
3alIUILIEHHON CpeJe;

I)  OIpelelieHHe  BO3MOXHOCTEH  IOBBIIICHHA
3¢ GEeKTHBHOCTH PabOThI OpraHU3aIHH

B pesynbTare Ka4ueCTBECHHOTO yIpaBIeHUsS
JOKYMECHTaMH.
13. Pacnpenenenue OTBETCTBEHHOCTH 3a

JAOKYMCHTAlTUOHHOC obecreueHne YIpaBJICHUA
npeanojgaract OTBETCTBEHHOCTD!

a) BCEX COTPYTHHKOB OpTaHM3aIN 3a
;

0) CUCTEMHBIX aJMUHHUCTPATOPOB

3a ;

B) PYKOBOJCTBA opraHu3anuu 3a
;

r) cekperapei

3a

14. Eciin TOKYMEHT SIBJISIETCS TEM, YeM JOJDKEH OBITH;
CO3J]aH WJIM OTIIPABJICH JIMIIOM, YITOJHOMOYEHHBIM Ha
9TO, a TaKKe B TO BpeMs, KOTOpOE YKa3aHO Ha
JOKyMEHTE, TO 3TO 03HAYaET €ro:

a) JOCTOBEPHOCTH,

0) LIETOCTHOCTB;

B) ayTEHTUYHOCTE;

T') IPUTOAHOCTD AJIST HCIIOJIB30BAHMS.

15. CrpaTterust BHeApeHHS JOKYMEHTHBIX CHCTEM
MIpeIycCMaTpUBACT:

a) MPOEKTHPOBAHNE TOKYMEHTHBIX CHCTEM;

0) TMOArOTOBKY COTPYAHHKOB, pabOTaomMX C
JIOKyMEHTaMH;

B) COOTBETCTBUE JJOKYMEHTOB PETYJINPYIOLIEH cpee;
I') KOHBEPTALMIO JOKYMEHTOB B HOBBIE JIOKYMEHTHBIC
CHCTEMBI, POPMaTHI.

16. CtocoOHOCTh TOKYMEHTHOM CHCTEMBI IITUTEIHLHO U
MPaBUIIbHO (PYHKIIMOHUPOBATH

B COOTBETCTBHH C TPeOYyEMBIMH MPOLIEAYPAMHU O3HAYAET
ee:
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a) HaJIe)KHOCTh;

0) 3 PeKTUBHOCTE;

B) IIEJIOCTHOCTB;

') KOMIIEKCHOCTb.

17. Cnocob6HOCTb JIOKYMEHTHOM CHCTEMBI
MIPEA0TBpalIaTh HECAHKIIHOHUPOBAHHBIE

JOCTYN K JOKyMEHTaM, UX yHHYTOXXEHHUE, N3MCHEHHE
WJIN TIEPEMEIICHUS 03HAYaeT ec:

a) HaJIe)KHOCTh;

0) >pPeKTUBHOCTE;

B) IIEJIOCTHOCTE;

I') KOMIUIEKCHOCTb. 18. MeTomonorust npoeKTupoBaHus
1 BHEAPEHUS JOKYMEHTHBIX CUCTEM BKJIIOYAET:

a) aHaJIU3 AEJI0BOM JeATeNbHOCTH OpraHu3alluy;

0) OIICHKY CYIIECTBYIOIIUX JIOKYMEHTHBIX CUCTEM;

B) MOHUTOPUHT, OLIEHKY, KOPPEKTHUPYIOIIHE ACHCTBYS;
T') IpeKpalieHle IPUMEHEHUS TOKYMEHTHBIX CHCTEM.
19. OObexTamMn yHH(GUKAUHM M CTaHAAPTH3ALUU B
YIIPABICHYECKON JIESTEIbHOCTH

SIBIISIFOTCSI:

a) TEpMHHBI, HCIOJB3yeMble TIIpH  paboTe ¢
yIpaBJIeHYeCKO# HHpOpMAaIHeH;

06) oOpraHu3anMOHHBIC CTPYKTYPbl  OpTaHH3aIHH,
YUPEXKIECHUHN U NIPEANPUATUL;

B) yIIpaBJeHYECKUE (HYHKIHH;

T') yrpaBlieHUeCcKasi JOKyMEHTaLUsI.

YK-4.4

[1yOnu4HO BBICTYIAET Ha PyCCKOM
A3bIKE, CTPOUT CBOE BBICTYIUICHUE
C y4YyeToM ayAUTOpHUH U IeNu
o0LIeHUS

[IpakTrdeckue 3agaHus:

Kpoccsopn 1.

I[lo ropmsontamm: 1) 3anmmce wHbOpManmuu Ha
Pa3IMYHBIX HOCUTENAX MO YCTAHOBIICHHBIM IIPABHIIAM;
2) yCTaHOBJICHHE KOJIMYECTBA U COCTAaBA JOKYMEHTOB B
eIMHMIAX y4yera M (QuKcanus NPUHAIIICKHOCTH
KaXI0M €UHMIIBI y4eTa K ONPeACICHHOMY KOMITIEKCY
U 00IIeMy MX KOJIMYECTBY B YUETHBIX JOKYMEHTax; 3)
YYETHBIH IOKYMEHT, COJEPKAIUNA Ha3BaHUE, CBEJCHUS
0 KOJINYECTBE, COCTaBe JOKYMEHTOB (DOHJIa U MECTE €ro
XpaHEeHHUs, IpeAHAa3HAYeHHBIN IS IEHTPATN30BaHHOTO
yuera JIOKYMEHTOB; 4) 1epedeHb O(QUIMAIBHBIX
HaNMEHOBaHMI XpaHsIuxcs, BBIOBIBIINX u
MOCTYIAIOMIMX ~ apXMBHBIX  (OHIOB B  TOpsAKE
BO3pacTaHWs NPUCBOCHHBIX WM  HOMEpPOB; 5)
MPEeJyCMOTPEHHBIE  HOPMATUBHBIMH  JIOKyMEHTaMH

YCIIOBHSA HCIIOJIb30BAHUS apXMBHBIX "
KOH(UICHIIMAIBHBIX JOKYMEHTOB; 6) HU(pOBOE 1/Min
OyKBEeHHO-1IM(POBOE 00o03HaueHHe Jena B

HOMEHKJIaType JeJ OpraHu3alli, HAHOCHMOE Ha ero
00710KKY; 7) CBOMCTBa JOKYMEHTA, 00yCIaBIMBAIOIIHE
€ro KyJbTypHOE, Hay4YHO€ U T.I. 3Ha4YeHHe; §)
BOCCTAQHOBJICHHE II€PBOHAYANBHBIX WIH ONM3KHX K
MepBOHAYAIBHBIM CBOMCTB M BHEUIHUX IPHU3HAKOB
apXMBHOTO JOKYMEHTA, [IOJIBEPTIIECrocs MOBPEKACHUIO
WIN pa3pylieHuo; 9) CpencTBO  THPaKUPOBAHMS
JoKyMeHTOB; 10) ydyeTHBI JOKYMEHT, COAepKaliui
nepedyeHb JOKYMEHTOB JIefla ¢ YKa3aHUEM MOPSAIKOBBIX
HOMEpOB JOKYMEHTOB, UX MHAEKCOB, Ha3BaHWUi, naT,
HOMEpoB JjucToB; 11) mnpumeHeHme wuHDOpPMAIH
JOKYMEHTOB B KYJIBTYPHBIX, HAYYHBIX U T.II. LENAX, a
TaKXkKe U1 00ecTedeHnsl 3aKOHHBIX IIPaB M WHTEPECOB
rpaxas; 12) cpaBOYHHK, B KOTOPOM HH(OpMAaNus O
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JOKyMEHTaX pacloJIo)keHa B  COOTBETCTBUH  C
BBIOpaHHOM cxeMol kiaccupukauuy; 13) TOKyMEHT,
TIOJTHOCTBIO BOCIIPOM3BOISIIHNI nHpopManuio
OJUTMHHOTO JIOKyMEHTa U BCE €r0 BHEUIHUE TPU3HAKU
WIN YacTh WX, HO HE UMCIOUIMH IOPUAMYECKOW CHIIBI;
14) u3MeHeHue NepBOHAYANBHBIX (PU3UKO-XUMHIECKUX
CBOMCTB JOKyMEHTa IOJ BO3IEHCTBUEM BHEUIHUX U
BHYTpPEHHUX (DaKTOpOB; 15) mepBbIil WM e€IMHUIHBIA
SK3EMIUIIP ouIHaTEHOTO JOKYMCHTA; 16)
IOPUINYIECKOE M (PH3UIECKOE JIUIO, B JESITEILHOCTH
KOTOpPOTO 00pa3yercss MOKyMeHTalbHbBIN (oHm; 17)
CPE/ICTBO XpaHEHUsI JOKyMEHTOB.

Ilo Beptuxamu: 1) [BHXKEHHE JOKYMEHTOB B
OpraHU3allMd C MOMEHTA UX CO3JAaHUS WM MOTYy4EeHUsS
JI0 3aBEpIICHUS WCIOJHEHHs WM OTmnpaBieHus; 18)
3allUCh ~ YYETHBIX JAHHBIX O  JOKyMEHTe IO
yCTaHOBIICHHOH (opme, ¢ukcupyromas (akT ero
CO3JIaHWsI, OTHPABIICHUS WM MONXydeHus; 19) ToKkyMeHT
WIH COBOKYIIHOCTH JOKYMEHTOB, OTHOCAIIMXCS K
OIHOMY BONPOCY WM YYacTKy JesATeIbHOCTH U
MTOMEIICHHBIX B OTZIEIBbHYIO 00I0KKY; 20) opraHu3anus
WA CTPYKTYpHOE TOApa3AeiCHHE, OCYIICCTBILIIONICE
JUINTENIPHOE WJIN TOCTOSHHOE XpaHEHHE OKOHUYCHHBIX
JIOKYMEHTOB C LIEJIbI0 UX UCTOJIb30BaHusl; 21) cpencTBo
KacCOBOM OprTeXHHMKH; 22) KOMUSA 4YacTH TeKcTa
JOKyMeHTa, 0()OPMIICHHAsA B YCTaHOBJICHHOM IIOPSI/IKE;
23) CpeACTBO  M3TOTOBICHHS  HM300pa3UTEIBHBIX
JMOKYMEHTOB; 24)  chenuajibHO  000pYIOBaHHOE
MTOMEIICHUE [T XpPAaHCHUS apXUBHBIX JTOKYMEHTOB; 25)
MMOBTOPHBIA  SK3EMIUISIP TMOUIMHHUKA JIOKYMEHTA,
AMEIOMUH IOPUANIECKYI0 CHTy; 26) (u3udeckoe Wim
IOPUINYECKOEe JIMIO, CO3JaBIIee JOKYMEHT; 27)
opUIHANBEHBIA JTOKYMEHT, MMEIONINHA FOPUINICCKYIO
CHWIy W COJepXalluii HHPOPMAlHMI0O O MpeaMeTe
3ampoca, €  yKa3aHHWEM  IIOMCKOBBIX  JIaHHBIX
JIOKyMEHTOB; 28) 0TOOp TOKYyMEHTOB Ha XpaHEHUE WJIN
K YHHUTOXCHMIO, a TaKXKe YCTaHOBJIEHHE CPOKOB HX
XpaHEHHs Ha OCHOBE NPHHATHIX KPUTEPHUEB.

YK-4.5

YCTHO HpeAcTaBisieT pe3ysbTaThl
CBOEH JEATEIBHOCTH Ha
HHOCTpaHHOM SI3BIKEC, MOXET
MOJEPIKATh Pa3roBOp B XOAE MX
00CYXICHHS

[pakTryeckne 3aganus:

Kpoccsopzn 2.

[lo ropmsoHTamm: 1) HOPMATHBHBIA JTOKYMEHT,
COZiepKalliii  CHCTEeMaTH3MPOBaHHBIH  TEepedeHb
CTPYNIHPOBAHHBIX ~ HAUMEHOBAaHHMH  OOBEKTOB U
MPUCBOEHHBIE MM KOJBI; 2) HOPMATHUBHBIN JOKYMEHT,
3aKPEIUIAIONINA YHUDUKAIIUIO JEIONPOU3BOACTBA; 3)
(uKcalysi Ha MaTepUaIbHOM HOCHTelNle HH(POPMALMH C
PEKBH3HUTaMH, MTO3BOJISIONIMMH €€ UICHTU(PHUIIUPOBATD;
4) ycraHOBJIIEHHE eIWHOOOpa3msi coctaBa W (opm
YIPaBJIEHUYECKUX JOKYMEHTOB, CO3[JaBAEMbIX IpU
pELICHNH OJHOTHUITHBIX YIpaBlIeHYECKUX (QYHKLUIA; 5)
nHpopmanusi, (QUKCUpOBaHHAs Ha  KaKOM-JHOO
MaTepUalbHOM HOCHUTEIIE.

Mo Beprukamu: 1) umdppooe oOo03HaueHHE (GOPM
JOKyMEHTOB B XOZIE COCTaBJICHHUS KJIACCH(HKATOPOB
nHpopmanuy; 6) mudhpoBoe 0003HAUCHNE, SBIIONIEECS
9JIEMEHTOM HJICHTH(UKAIMH OOBEKTOB B XOJAE UX
KiIaccuuKanuy;, 7) MEeXIyHapOXHBIH JIOTOBOP IO
OTIpEJICIECHHOMY BOTIPOCY; 8) oOpraHu3anus WIH
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CTPYKTypHOE  TIOApa3jiefieHHue,  OCYIIECTBIISIONIEE
JIOJITOBPEMEHHOE WIN IIOCTOSIHHOE XpaHeHue
OKOHYCHHBIX JIe]T; 9) BHECEHHE JIOJDKHOCTHBIM JIUIIOM
B OQUIMANbHBICE JOKYMCHTHI 3aBEIOMO JIOKHBIX
CBEJICHUM WJIM HCIOPaBICHUM, MCKKAOIUX UX
JeHCTBUTENbHOE cojepxkanue; 10) CHMHOHUM CllOBa
JIOTOBOP; 11) JIOKYMEHT, MOATBEPK AL I
COOTBETCTBHE NPOMYKIMH, TMPOIECCOB U  YCIYyT
YCTaHOBJICHHBIM TPEOOBaHUIM.

0) Ilopsinox mpoBeneHUs] MPOMEKYTOYHOH aTTeCTALMH, NMOKA3aTeJd M KPUTEPUH
OlLlCHMBAHHSA:

IIpomexxyTouHass arrecTanus BKIIOYAECT TEOPETUYECKHUE BOINPOCHI, IO3BOJISAIONINE
OLIEHUTb YPOBEHb YCBOCHHS OOYUAIOIIMMUCS 3HAHUM, U MPAKTUYECKHE 3a/laHUs, BBIABISIOIINE
CTerneHb CPOPMHUPOBAHHOCTH YMEHUHN M BIIAJICHUI, TPOBOIUTCS B (hopMe 3aueTa.

3ayeT Mo JaHHON NUCHMILIMHE IMPOBOIUTCS B YCTHOM (hopMe MO Bompocam K 3adery,
KOTOPBII BKJIFOYAET OJUH TEOPETUYECKHUM BOIIPOC U OJJHO NMPAKTUYECKOE 3aJaHUE.

IToxa3aTe/n U KPUTEPHUH OLCHHUBAHUS

- «3a4TEHO» - BBICTABJIACTCS IIPU YCIOBUH, €CIIM CTYACHT IOKa3bIBACT XOPOILINE 3HAHUS
y4yeOHOro MaTepuaja [0 TeMe, 3HaeT CYLU[HOCTh JUCHMIUIMHBI, CBOOOJHO BBIIOJHSET
IIPAaKTHUYECKUE 3aaHUs.

ITpu 5TOM CTYAEHT JIOTMYHO U IOCIEN0BATENBHO U3JIaracT MaTepraj TEMBbI, PACKPbIBACT
CMBICJI BOIPOCA, JaeT YJIOBJIECTBOPUTEIBHBIE OTBETHl HA JIONOJHUTEIBHBIE BOIIPOCHI.
JloNoNHUTENBHBIM  YCIIOBUEM IIOJIyYE€HUS OLIGHKM MOTYT CTarTh XOPOUIME YCIEXU IpHU
BBINTOJIHEHUH CAMOCTOSITETILHON U KOHTPOJIBHON pabOoThI, CHCTEMAaTH4eCKas akTUBHAsE paboTa Ha
IIPAKTUYECKUX 3aHATUAX.

- «HE 3a4YTEHO» - BBICTABIISIETCS IPU YCIOBHMM, €CJIIM CTYJIEHT BJIAJIEET OTPHIBOYHBIMHU
3HAHUSAMU O CYIIHOCTH AUCLUIUIMHBI, JAET HEIOJIHBIE OTBETHI HA BOIPOCHI U3 OCHOBHOU
JUTEPATYpPhl, PEKOMEHJAOBAHHON K KypCy, HE MOKET OTBETUTH Ha JIOIIOJIHHUTEIBHBIE BOMIPOCHI,
IIPEIIOKEHHBIE ITPENOAABATEIIEM.

IIpnioxenne 3
MeToanyeckue peKOMeHIAUM 1JIsl CAMOCTOSITEIbHOM PadoThl CTY/ICHTOB

B mpouecce BbINOJHEHUS CAMOCTOATEIBHOW pabOThl CTYIEHTHl JOJDKHBI  HAay4UThCS
BOCIPUHUMATh CBEJCHHUS Ha CIIyX, (PUKCHPOBaTh MH(OPMALMIO B BHJE 3alucedl B TETPajsX,
paboTaTh ¢ MUCHbMEHHBIMU TEKCTaMH, CAMOCTOSATENILHO W3BJIEKAsh U3 HUX IOJIE3HbIE CBEIEHUS U
opopmisii MX B BHJE TE3MCOB, KOHCIEKTOB, CHUCTEMAaTH3UpOBaTh HH(GOpPMAIMIO B BHUJE
3aroJIHEeHHsT TaOJIHII, COCTaBIEHUS cXeM. BaXXHO HaAy4HTHCS BBIACIATH IVIABHBIE MBICIIH B JIEKIIUU
npernojiaBarens JUOO B NMHUCBMEHHOM TEKCTe; aHAJIM3UPOBATh SBJICHUS; OINpPENENATh CBOIO
MO3UIHUIO K MOJTYYEHHBIM Ha 3aHATHUAX CBEJCHUSIM, YeTKO (DOPMYIHPOBATh €€; apryMEHTUPOBATh
CBOIO TOYKY 3pEHUS: BBICKA3bIBATh OIICHOYHBIE CYXKICHHS; OCYIIECTBIATh CaMOAHAJIM3.
HeoOxonumo ydnuThes BIaAeTh YCTHOM M NMHCHbMEHHOM PEYbIO; BECTH AMAJIOT; y4acTBOBAaTh B
JTUCKYCCUM; PpacKphIBaTh COJIepKaHUE H3ydaeMOd MpoOieMbl B MOHOJOTHYECKOW peyH;
BBICTYIIAaTh C COOOLICHUSAMU U JIOKJIAZaMU.




Koncnexr jexkuuu. CMBICI TPUCYTCTBUS CTYAEHTA HA JICKIIUH 3aKJII0YAeT BO BKIIOUCHHUH €TO B
aKTHBHBIA IPOIECC CIYIIAHUsS, MOHMMAaHMUS W OCMBICICHHS MaTepHuala, IOJrOTOBICHHOIO
npernojiaBaTesaeM. DTOMY CHOCOOCTBYET KOHCIIEKTHMBHAs 3alKCh MOJy4eHHOH HHpopManuu,
MIOMOIIBIO0 KOTOPOH B TaIbHEHIIIEM MO>KHO BOCCTAHOBUTH OCHOBHOE COJIEpKaHUE MPOCITYIIaHHON
JEKLIUY.

JIJIst yCTIeTHOTO BBITIOJIHEHUSI ATOU PabOThl COBETYEM:

- HOATOTOBUTH OTAEIIbHBIE TETPAIU IS KAXKI0I0 IPEIMETA. 3aMKMCh B HUX JIy4llle BECTU HAa OTHOM
CTOpPOHE JHCTa, YTOObI MO3/JHEE Ha YHUCTOM CTpaHWIE 3amucarh AOIMOJIHEHUS, YTOYHEHUS,
3aMeuaHus, a Takke coOCTBeHHBIE MBICIU. C MOMOIIBI0 PA3HOIBETHBIX PYyUEK WU (IIOMACTEPOB
MO>KHO Oy/IeT BBIICIHUTH 3ar0JIOBKH, Pa3elibl, TEPMHUHBI U T.]I.

- HE 3alMUChIBaTh MOJPS] BCE, UTO TOBOPUT JeKTOp. CTapaiiTech BHAYaJle BBICIYIIATh U MOHITh
MaTepuai, a 3aTeM yxke 3adUKCHUpOBATh €ro, HE YIYCKas OCHOBHBIX TOJIOKEHUM W BBIBOJIOB.
CoxpansiiiTe noruky usnoxkeHus. OOparurTe BHUMaHHE Ha HEOOXOIUMOCTh TOYHOW 3aIUCH
ONPEAEICHUN U MOHITUH.

- OCTaBUTb MCCTO Ha CTpPAHHUIIC CBO6OI[HI)IM, €CJIM HC YCIICJIM OCMBICIUTL W 3a-IIUCAThb 4aCTb
I/IH(l)OpMaLII/II/I. Ilo okOHYaHMIO 3aHATHSI C IMoOMOIIbI0O OAHOKYPCHHKOB, IIp€rioaaBaTeyisd WA
y‘-Ie6HI/IKa BbI CMOKCTC BOCCTAHOBUTD YITYIICHHOC.

- YIAeJIATh BHUMaHUe TpaMOTHOMY odopmiieHuto 3anuceil. Hayunrecs rpaguuecku icHO U yJ100HO
pacronarath TEKCT: BBIWICHSATH a03allbl, MOJYEPKUBATH TJIABHBIC MBICIH, KIIIOUEBBIC CIIOBA,
NOMEIIATh BBIBOABI B paMKH U T.J1. HemanoBaxkHOe 3HaU€HHE UMEET U YeTKasi CTPYKTYpa JIEKLUH,
B KOTOPYIO BXOJMT IJIaH, JOIMYECKH BBICTPOCHHAS KOHCTPYKLUS OCBEIIEHUS KaXKJIOro IyHKTa
IUIaHA C apryMEHTaMU M JI0Ka3aTeJIbCTBAMHU, Pa3bsCHEHUSAMH U IpUMEpaMH, a TaKKe CIHUCOK
JUTEPATYpPHI 110 TEME.

- HayyuTbcd MNuUcaTh pa3dbopuuBo U ObICTpo. UYTOOBI B JaybHEilleM HE TPaTUTh BpeMs Ha
pacmppoBKy COOCTBEHHBIX 3alMcei, CIeAUTe 3a AaKKypPaTHOCTbIO IOYepKa, HE IKOHOMbBTE
Oymary 3a cuyeT YIUIOTHEHUs TekcTa. KOHCHeKTHpys, MO0Jb3yiTech OOIENpUHATHIMU
COKpAILEHUSIMH CJIOB U YCJIOBHBIMHM 3HAaKaMH, €CIM €CTb HEOOXOAMMOCTb, TO MpHU-TyMaiiTe
COOCTBEHHBIE COKpAILIEHUSI.

- YMeTb OBICTPO M YETKO MEPEHOCHUTh B TeTpadb rpaduueckue pucyHkd W Tabmauubl. g sTux
LieJIel IPUTOTOBBTE ITPO3PAUHYIO JIMHENKY, KapaHaall U pe3nHKy. CrapaiiTech Kak MOKHO TOUHEE
CKOIIMPOBaTh M300pa’keHue ¢ NOoCKU. Ecnu HarisaHbIl MaTepuan TPYAHO BOCIPOM3BOJIUM B
YCIOBHSAX JIEKLIUH, TO CAETANTE €ro CIOBECHOE OIMCAHUE C 000OLIAIOIUMU BBIBOIAMH.

- TIPOCMOTPETh CBOM 3alMCH MOCJIE€ OKOHYaHUA JIeKIUHU. [loguepkHUTE U OTMETHTE PAa3HBIMHU
nBeramu ¢iomactepa BaKHbIE MOMEHTHI B 3amucsx. VcmpaBbTe HETOYHOCTH, BHECHUTE
HeoOXoauMBbIe nomofHeHus. He TpaTbTe BpeMs Ha epenrchbiBAaHNE KOHCTIEKTA, €CJIM OH OKa3aJICs
He coBceM ynadHbIM. COBEpIIEHCTBYHUTECH, 3aMTUCHIBASI TOCIIEYIOIINE JIEKIUH.

IHoaroroBka k ceMMHApPCKUM 3aHATHAM. CeMUHAp — OAVH U3 OCHOBHBIX BHJIOB ITPAKTUYECKHUX
3aHATUH TO TYMaHUTApHBIM JguciuiuinHaM. OH IpeaHa3HadyeH Ui YIIyOJIEHHOTO HM3y4YeHUs



OTJIENBHBIX TeM U KypcoB. Ilo ¢opme mpoBeneHuss ceMUHAphl OOBIYHO MPEICTaBISIOT COOOM
pelieHue 3aaa4, o0CyKIeHUe TOKIaI0B, Oeceay Mo MIaHy WIH JUCKYCCHIO 10 TpodieMe.

[TonroroBka K 3aHATHAM 3aKIIOYAacTCsA, MPEKIE BCETO, B OCBOCHMM TOTO TEOPETHUYECKOTO
Marepuaia, KOTOPhId BEIHOCUTCA Ha obOcyxaeHue. s 3Toro HeoOX0IUMO B MEPBYIO OYEpEh
NepeynTaTh KOHCIEKT JIEKIIMM WIN pa3Jelibl yueOHHKA, B KOTOPBIX IPUCYTCTBYET YCTAaHOBOYHAS
uHpopmanus. M3yueHne peKoOMEHAOBAHHON JUTEpaTypbl HEOOXOAMMO CHENaTh MaKCHMaJIbHO
TBOPYECKU — HE IPOCTO YKJIAJbIBasl B IIAMSATH HOBBIC CBEICHUS, 4 OCMBICINBAS U aHAIU3UPYS
MaTepuan. 3aKpeluTh CBOM 3HAHUS MOXHO C IIOMOILBIO 3alMCEH, BBIIMCOK WIM TE3UCHOTO
KOHCIIEKTA.

Ecnu cemuHap mpeacTaBieH JIOKJIAaAaMU, TO OCHOBHAs OTBETCTBEHHOCTb 3a €ro IIPOBEICHUE
JeKUT Ha Jokjaaaunkax. Kak caenars 370 ycnemso cMotpure B paszzene «Jlokaaa». OnHako poib
OCTaJIbHBIX YYAaCTHUKOB CEMUHApa He JI0JKHA ObITh acCUBHOW. CTyIEHTHI, IPOCITyILAB JOKIaI,
3allUCBIBAIOT KPATKO IJIABHOE €ro COJEpXaHME M 33Jal0T BBICTYNAIOLIEMY YTOYHSIOIINE
BonpocoB. Uem Oosee OCHOBaTeNbHOW Oblaa JOMAIIHSS MMOATOTOBKA MO TEME, TeM aKTUBHEE
IPOUCXOOUT OOCYyXJIeHUue NnpoOIeMHBIX BompocoB. Ha cemuHape BeAdYeckM NOOILIPSIETCS
TBOPYECKAsi, CAMOCTOSTEIbHASI MBICIIb, 1A€TCS BO3MOXHOCTD BBICKA3aTh KPUTHUECKHUE 3aMEUaHNUS.

becena mo miany npezacraBisieT coOOH 3apaHee MOJIrOTOBICHHOE COBMECTHOE 00-CyXKIEHHE
BOIIPOCOB TE€Mbl KaXXJbIM W3 YYaCTHHUKOB. JTa (opMa HOTPeOyeT OT CTYAEHTOB HE TOJBKO
XOpollel CaMOCTOSITEILHOM MPOPaObOTKU TEOPETUUECKOI0 MaTepuaia, HO U yMEHUE y4acTBOBATh
B KOJUIGKTUBHOW JMCKYCCHHU: KPAaTKO, YETKO U SICHO (DOpMYyTHpPOBATh M M3JIAraTh CBOI TOUKY
3peHusi Nepesl COKYpPCHUKAMM, OTCTauBaTh IO3ULMI0O B HAYYHOM CIIOpE, MPHUCOEAMHSTHCS K
4y>KOMY MHEHHUIO WM ONIIOHUPOBATH IPYTUM yYaCTHUKAM.

Pedepat — camblii mpocTOil 1 HAMMEHEE CAMOCTOSITEIIbHBIA BU TUCbMEHHON paboThl. CyTh €ro
COCTOUT B KPAaTKOM M3JIOKEHHM COJEPKAIIMXCSA B HAY4YHOW JIUTEpAType B3IJSAA0B M MACH IO
3agaHHOl Teme. Pedepar He TpeOyeT OpUTrMHAILHOCTH U HOBU3HBI. B HeM olieHuBaeTcs yMeHue
CTyJeHTa padoTaTh C KHHUIOH: BBLAETATH U (OPMYIUPOBATH MpoOIeMy, OTOMpPATh OCHOBHBIE
TE3MCHI U BCIIOMOTAaTeNbHBIC JAHHBIC, JIOTHYECKH BBICTpaBaTh MaTepuai, rpaMOTHO 0(hOpPMIISATh
HAy4YHBIN TEKCT.

CryneHtaMm npezanaraeTcs J1Ba Bujaa pedepaTHbix padoT:

PedepupoBanne HaydHOH JHTEpaTypbl MPEACTABISET COOOH COKpAIIEHHOE H3JI0KEHHE
COJIep’KaHUsl CTaThbH WM KHUTH C OCHOBHBIMHU CBEACHHSIMH M BbIBOJaMHU. Takue pedeparbl
aKTyaJlbHBI TOT/Ia, KOT/Ia B IOPUIMYECKUX MCTOYHUKAX MOSBISETCS HOBBIA TEOPETHUECKHUMA WUITU
MpaKTUYECKU Marepuan 1o uszydaemoll Teme. OT cTydeHTa TpeOyeTcsi, BHUMATEIbHO
03HAKOMUBIIIHCH C MIEPBOMCTOYHUKOM, MAaKCUMAaJIbHO TOYHO U TIOJTHO MepesiaTh €ro CoJiep:KaHue.
Hnst aToro memecooOpa3HO BBIOpATh (OPMY TOCIEIOBATEIHPHOTO H3J0KECHUS MPOYUTAHHOU
KHUTH, HE MEHSS €€ OOIui TiaH W CTPyKTypy (TWaBbl, pasaensl, naparpadsr). Heodxomaumo
COXPAaHHWTh JIOTHKY TIOBECTBOBAHUS M I103a00THUTHCS O CBSI3HOCTH TEKCTa. ABTOPCKHE,
OpUTHHAIILHBIC ¥ HOBATOPCKHME MBICIH W HWJCH JIydllle TepeaaBaTh HE CBOMMH CIIOBaMH, a C
nomoIpio uTHpoBanus. O0seM pedepara OyneT ompenensThCs COIepKaHHEeM HCTOYHUKA, a
TaKk)Ke ero HayYHOW M MPaKTHUECKOH IeHHOCThI0. Ho B 1F000M ciyyae mpearnovTeHrne oTaaeTcs
KPaTKOCTH Y JIJAKOHUYHOCTH, YMEHHUIO OTOMPATh TTITABHOE U OCBOOOXKIATHCSI OT BTOPOCTEIIEHHOTO.



Pedepar no teme mnpexacraBiger 0030p Hay4yHBIX B3IVIAOB M KOHLENIUI MO NpOoOIEMHOMY
BOIIPOCY B U3y4aeMOU TeME.

- Ecii Bam mipejyioskeHa TemMa Takoro pedepara Ha BEIOOp, TO MPEAIOUTEHHE CIIeIyeT OTAaTh TOMH,
KOTOpasi JJis Bac MHTepecHa nin 3Hakoma. OHa He oM KHA ObITh OYCHB CIIOKHON M 00BEMHOH, B
MPOTUBHOM ciy4yae pedepar OyIeT HalmOMUHATH KypCOBYIO paboTy.

- Jlna monrotoBku pedepara CTyIeHTY HEOOXOIUMO CaMOMY HJIM C y4acTHEM IIPEroJiaBaTelis
no00paTh UCTOYHUKH HHPopManuu. CreayeT m103a00TUTHCS, YTOOBI B BallleM CITUCKE OKA3alHuCh
HE CIlydYaiiHble, a IICHHbIe B WH(MOPMAIMOHHOM IUIaHE KHHUTH. MOXXHO BBINOJHUTH padoTy,
00paTUBIINCH U K OTHOMY HCTOYHHUKY — TOCOOMI0, MOHOTpadun, uccienoBanuto. Ho yurre, eciu
Bbl 00paTuTeCh K JIBYM-TPEM HAYYHBIM TPYAaM — 3TO MO3BOJHUT MPEACTaBUTH NpoOieMy ¢
HECKOJIBKHX TOYEK 3PEHUS U BBICKA3aTh JIMYHbIC IPEAIOYTCHHUS.

- OgHUM W3 TIaBHBIX KPUTEPUEB OIICHKH pedepaTa OyIeT COOTBETCTBHE €r0 COACpIKaHUS
3asBlIeHHON Teme. Jlig 3Toro Oersio O3HAKOMHUBIIMCH C TEPBOMCTOYHUKAMHU COCTaBbTE
npeaBapuTeNbHbId MIaH Oyaymiero pedepara, 0003HAUYMB B HEM IPUHLUUIHNAIBHO Ba)KHbIE
MOMEHTBI U 3Talbl OcBelleHus mpobiaemsl. Ilocie Toro, kak y Bac mosiBATcs pabouue 3aicu 1o
pe3yibTaTaM H3yYeHHUs Hay4dHOH JuTeparypbsl M OOIIMpHas MH(OpMaLus MO TeMe B IIEJIOM,
MOXHO Oy/eT CKOppekTupoBaTh oOuMii IiaH pedepara. Crapaiitech npu paboTe HaJl HUM
THIATEIbHO HW30aBIATBCS OT «U3JIMLIECTBY»: BCAKOrO poja aOCTPAaKTHBIX PpaCCYXACHUM,
Ype3MEPHBIX MOAPOOHOCTEW U MHOTOYMCIEHHBIX IMPUMEPOB, KOTOPBIE «Pa3MbIBAIOT) TEMY WJIU
YBOJAT OT HEE.

CrpykTypa pedepaTa BKIItOYaeT B ce0si BBEICHNE, OCHOBHYIO 4acTh M 3aKiItoueHue. Bo BBeeHnn
(bopMyITHPYIOTCS LIENN U 33/1a49H pabOTHI, €€ aKTyalTbHOCTh. OCHOBHAS 4aCTh MPECTABISET COO0H
MOCIICI0OBATEIPHOE M APTYMEHTHPOBAHHOE M3JIOKEHUE PA3IMIHBIX TOYCK 3pEHUS Ha Mmpoliemy,
ee aHaiM3, IpeJroiaraeMple MyTH pPeUIeHUs. 3aKIo4YeHHe 0000IaeT OCHOBHBIC MBICIH WA
000CHOBBIBAET MEPCIEKTUBHI JabHEHIIEr0 UCCIeqoBaHus TeMbl. Ecian pedepar moctaTodHo
o0vemMeH, TO moTpeOyeTcs pasleleHre TeKcTa Ha pasfensl (T7aBbl, maparpadsi).
WnmrocTpaTUBHBIA MaTepuan — TaOIHIIbI, CXEMBI, TPaUKU — MOTYT pacrojaratbCs Kak BHYTpU
OCHOBHOI1 yacTH, Tak u B pazaene «[Ipunoxenuey.

O0wem pedepara 3aBUCUT OT Lieled M 3ajay, pemaeMblx B pabore — oT 5 mo 20 cTpaHun
MAaIIMHOIIMCHOTO TEKCTa 4Yepe3 /1Ba MHTepBaja. Eciau B 3a1aHuu, BBIJAHHOM IIPENOAABATEIEM
00BbEM HE OroBapuBaeTCs, TO CIEAYeT UCXOAUTh U3 Pa3yMHOH 11eecCO00Pa3HOCTH.

B pe(pepaTe B 00513aTCIIHLHOM MOopAAKE Pa3sMCIIArOTCs TPITy.]'ILHLIIZ JIUCT, IIJIaH HJIKX OIJIaBJICHUC
pa6OTLI, a TaK)KC CIIMCOK HCHOJ’H:By@MOﬁ JIMTCPATYPhI.

OO0bI4HO pedepaT MOXKET 3aUUTHIBAETCS KaK MUCbMEHHasi paboTa, HO HEKOTOpbIE MTPeroiaBaTeNn
NPAaKTUKYIOT MyOIUYHYIO 3aIIUTY pedepaToB WM UX «O3BYUYHMBAHHE)» Ha CEMUHAPCKUX 3aHATHUSX.
B sTOM cinyyae HE00X0AMMO MPUIIOKHUTD JOMOTHUTENIbHBIE YCUIINS AJIS IOATOTOBKY ITYOJIHMYHOTO
BBICTYIIJICHUS IO MaTepHraiaM pedepaTHOi paboThI.

Joknana npeacrasisieT co0oit ycTHyto popmy coobuienns nadopmarn. OH UCIIOTIB3YETCs B By3€
Ha CEMUHAPCKUX 3aHATHUSAX U Ha HAYYHBIX CTYIE€HUYECKUX KOH(EPEHIHUIX.



[TonroroBka noOKIaza OCYHIECTBIIIETCS B JIBa OTala: HAIMCaHWE NHMCBMEHHOTO TEKCTa Ha
33JIaHHYI0 TE€MY U IOJArOTOBKAa YCTHOIO BBICTYIUICHMS IIepel, ayIUTOPUEH Ciylareiaed ¢
OCBEIICHUEM 3TOi TeMbl. [InchMeHHBIH ToKiIan opopmisieTcs Kak pedepart.

[pu pabote Haa AOKIAJOM CIEAYET YUeCTh HEKOTOPBIC Crieln(puIecKkue 0COOCHHOCTH:

e OObeM [OKIaJa [JODKEH COIJIACOBBIBATHCS CO BpPEMEHEM, OTBEACHHBIM JUIf
BBICTYIIJICHUSI.

e [Ipu BBIOOpE TEeMBI HYKHO YUYUTHIBATH HE TOJBKO COOCTBEHHBIE HMHTEPECHl, HO W
MHTEPECHhl TMOTEHIMANBHBIX Ciymaresneil. Bame cooOmienne HEOOXOAMMO COTIACOBBIBATH C
YPOBHEM 3HAHUH U TOTPEOHOCTEH MyOINKH.

e [loaroTOBIEHHBIH TEKCT NOKJIaga JIOJDKEH XOpOIIO BOCIPHUHHMMAThCS Ha ciyX. Jlaxe
€ClIi OTOOpaHHBII BaMH MaTepual CIOKEH M HEOJHO3HAYEH, TOBOPUTH JKEIAaTEIbHO MPOCTO U
SICHO, HE TIeperpyxas pedb HayKooOpa3HbIMU 000pOTaMH U CIIeHU(PUISCKUMH TEPMHHAMH.
Crnenyer OTMETHTH, YTO HMHOTA NpENoAaBaTelb HE TpeOyeT OT CTYACHTOB IMHCHMEHHOTO

BapHUaHTa JIOKJIaZia U OLIEHUBAET UX pabOTy MCKIIOYUTEIBHO IO YCTHOMY BbICTyIUIeHHIO. Ho
3HAYUTENIBHO Yallle NMCbMEHHBIN JOKJIAJ IPOBEPSAETCS U €ro Ka4yeCTBO TAKXKE OLECHUBAECTCS B
Oaiutax. BHe 3aBHCHMMOCTH OT TOrO, HY)KHO HJIM HE HYXHO OyZAeT claBaThb Ha MPOBEPKY TEKCT
OyIyLIEero BBICTYIJICHUS, COBETYEM HE OTKa3bIBaThbCA OT NMHUCHMEHHOH 3amucu JoKiajna. ITo
MIOMOJKET M30eXaTh MHOTUX OIIMOOK, KOTOPBIE CIYYaroTCs BO BpPEMs YCTHOW MMIIPOBH3ALINU:
OTKJIOHEHHE OT TEMbI, HAPYIIEHUS JIOTHYECKON MOCIIEI0BaTENIbHOCTH, HEOpEKHOE OOpalleHue ¢
LUTaTaMH, 3J1I0ynoTpedieHue AetaisiMu U T.1. Eciu Bel XOpolo BiazieeTe HaBbIKaMu CBOOOIHOM
peun u oOjanaere BBICOKOM KyJbTYpOHl MBIIUIEHUS, TO 3aMEHUTE MHCbMEHHBIN JIOKJIal
COCTaBJIEHMEM Te3UCHOro IutaHa. C ero momouibio 3aUKCUPYHTE OCHOBHBIE MBICIM U UIEH,
BBICTPOITE JIOTUKY IOBECTBOBaHUs, OTOEpHUTE SpKUE U TOYHbIE NPUMEPHI, CHOPMYIUpPYHTE
BBIBOJIBI.

HpI/I MMOATOTOBKEC K YCTHOMY BBICTYIUICHUIO BO3bMUTE Ha BOOPYIKCHUC HCKOTOPBIC COBETHI:

o JIyumuii BapuaHT BBICTYIUICHHsI TeEpel ayAuTOpueld — 3TO CBOOOIHAs pedb, HE
OCJIO’)KHEHHas uTeHueM Tekcra. Ho ecnu y Bac He BbIpab0OTaHO yMeHHUE 00IaThCs ¢ MyO0nnKoi 6e3
OyMaxxKu, TO HE TIBITAUTECH CAENaTh 3TO cpasy, 0e3 moAroToBku. OcBauBaTh ATOT OMBIT HYKHO
MOCTETIEHHO, OT JIOKJIaJIa K JOKIady yBeIn4dnBasi 00beM peun 0e3 3arjisiibIBaHus B TEKCT.

e Eciii BBl HaMepeHbl CUMTHIBATH JOKJIAJ] C 3arOTOBJICHHBIX MHUCHMEHHBIX 3aIucei, TO
nocrapaitecb, 4ToObl UTEHHE OBUIO «XYA0KECTBEHHBIM»: O00O3HAualTe May30i IOTHYECKHE
MepeXoJibl OT YaCTH K YaCTH, BBIIETSNUTE MHTOHAIIMOHHO OCO0O0 Ba)XHBIE MBICIN U apTyMEHTHI,
BAPbUPYWUTE TEMIT PEUH.

e Uyrasg MOKJIAI, HE TOPOMUTECH, NIENAWTE 3TO KaK MOXKHO CIOKoiHee. [loMHHTE, 4TO
CKOPOCTh NMPOMU3HOIIEHUS TEKCTa Mepe]] CIylaTeNIIMU BCerzia J0JKHA ObITh 0osiee MeIJICHHOH,
YeM CKOPOCTb Balllel TIOBCETHEBHOW PEUH.

e CBepbTe MUCbMEHHBIM TEKCT C XpPOHOMETPOM, JIJIsl 3TOTO MPOYUTANTE €r0 HECKOJIBKO pa3 C
CEKYHJIOMEPOM B pyKax. B ciyuae, ecnu JoKIa OKaXeTCsl CIAMILKOM JJIUHHBIM WM KOPOTKUM,
MPOBEAUTE €r0 PEKOHCTPYKIMIO. OJHAKO BMECTE C COKpPAILCHUSIMHU WIH JOMNOJHEHUSMU He
«notepsuTe» TeMy. He monamaBaliTech MCKYHNIEHHIO paccKa3aTh BCE, UYTO 3HAETE — IOJIHO W
HoIpOOHO.

e O0OparuTe BHUMaHHE HA TeMOp W CHITy Bamiero rojoca. OueHb BaKHO, YTOOBI Bac OBLIO
CJIBIIITHO B CAMBIX OTJAJICHHBIX YaCTSX ayJAUTOPHHU, U TIPU 3TOM BBl HE «TJIYIIUIN» BOJIM3HU Bac
HAXOJAIIUXCS ciymiareneil. Bappupyiite TemMOp peud, OH MPHAACT €l BBIPA3UTEIHHOCTh U
MOMOXeET U30exkaTh MOHOTOHHOCTH.

e CriequTe 32 CBOMMHM >KecTaMu. Upe3MepHas >KEeCTUKYJSLHUS OTBIEKAET OT COJEp KaHUs
JIOKJIaa, a MOJHOE €€ OTCYTCTBHE CHUYKAET JEWCTBEHHYIO cuily BhIcTyIuieHUs. [locrapaiitech



U30aBUTHCS OT JKECTOB, JIEMOHCTPUPYIOIIUX Ballle BOJIHEHHE (KOTa KPYTATCS pyYKH, TepedsTCs
MyTOBUIIBI, 3aJ1aMbIBAIOTCS Malblibl). Mcronp3yiiTe jKecThl — BbIpa3UTENIbHbBIE, OMUCATENbHBIE,
IIO/IpaXkaTeNbHBIC, YKA3YIOIIKE — JUIsl IIOJHOTHI IIEPEIauy BallluX MBICIICH.

e YCTaHOBUTE 3pUTENIbHBIN KOHTAKT ¢ ayauTtopueil. He cTouT Bce BpeMsi CMOTPETh B OKHO,
OITyCKAaTh IJ1a3a WJIM COCPEN0TaYNBATHCS Ha TeKcTe. CTapaliTech 3pUTEIbHO OOIIATHCS CO BCEMU
CIIylIaTessIMU, IEPEBO/IS B3I OT OJHUX K ApyruM. He oOpaiaiite BHUMaHue Ha OMO3AAaBIINX U
HE TpepbIBaeTe CBOM JToKIIaj 3ameuanusiMu. Ho BMecTe ¢ TeM cienuTe 3a peakuuen myOolInky Ha
Ballle BBICTyIUIEHHE (0I00pEHHe, YCTaloOCTh, MHTEPEC, CKYKy) M €CIId CMOXXETe, BHOCHUTE
KOPPEKTUBBI B PEUb € LEJIBIO ITOBBILICHUS HHTEPECA K €TI0 COEPKAHUIO.

e OTBeuaTh Ha BONPOCHI B KOHIIE BBICTYIUIEHHS HAJ0 KpaTKO, YETKO W YBEpPEHHO, 0e3
JUIIHUX TopoOHOocTel U moBTOpoB. Iloctapaiitech mpeayraaath BO3MOXKHBIE BOIIPOCHI CBOMX
CIIyLIaTesne U MOArOTOBUTHCSA K HUM 3apaHee. Ho eciu ciryquTcsi, 4TO BBl HE 3HAETE OTBETA HA
3aJJaHHBINA BaM BOIIPOC, HE OONTECH B ATOM MPHU3HATHCSA. DTO 3HAUUTEIHHO JIy4Yllle, YeM OTBEYaTh
HE I10 CYLIECTBY WIH OTLIYyYUBATHCS.

e [IpoBeauTe reHepaibHyI0 PEMETULIMIO CBOETO JIOKJIa/a Mepes] IPYy3bsIMU WU OTU3KHUMH.
OTO MOMOXKET 3apaHee BBIIBUTH HEKOTOpPbIE HEAOCTAaTKW — CTHJIMCTHYECKH cllabble MecTa,
TPYAHOIIPOU3HOCHUMBIE CJI0Ba U (Ppasbl, 3aTSHYThle BO BpeMEHU 4yacTu U T.1. [Ipoananusupyiite
CBOIO IUKIIMIO, MHTOHAIIUH, kecThl. Clienaiite Tak, 4ToObl OHU IOMOTANIH,  HE MEIIaIl YCIEIIHO
IPEJICTaBUTh MYOJIMKH MOATOTOBIEHHBIA BaMU JOKJIAJ.

IIpe3eHTanusi — COBPEMEHHBIN CIIOCOO YCTHOTO WJIM ITMCBEMEHHOTO TPEICTaBICHHUS HH(POpMAIUN

C MCIOJIb30BaHUEM MYJIbTUMEIUNHBIX TEXHOJIOTUH.
Cy1ecTByeT HECKOJIBKO BAPUAHTOB IIPE3EHTALUN.

e [Ipe3enTanus ¢ BHICTYIUICHHEM JIOKJIATIHKA

e [Ipe3eHTanusi ¢ KOMMEHTApHUIMU JOKJIAIUUKA

e [Ipe3eHTanms Il CaMOCTOSTEIBLHOTO MPOCMOTPA, KOTOpask MOXKET JAEMOHCTPHUPOBATHCS
nepe ayauTopueit 0e3 ydactust JOKIaqurKa.
[ToaroToBKa NMpe3eHTAIMK BKIIOYAET B C€0S1 HECKOJIBKO ATAIOB:

1. IlnanupoBaHue npe3eHTauun
OT 0TBETOB Ha ITH BOMPOCHI OYJIET 3aBUCETh BCE MOCTPOCHHUE MPE3EHTAIUN:

® KaKoOBO IpEJIHa3HAUYEHUE U CMBICI NPE3EHTALNU (JIEMOHCTpALUsl pe3yIbTaTOB HAyYHOU
paboTHl, 3a1UTa TUIIJIOMHOTO MPOEKTA U T.1.);

® KaKyl pojiib Oy/AeT BBINOJHATH IMPE3CHTAUsl B XOJ€ BBICTYIUIEHUS (COIPOBOXKACHUE
JIOKJIa/1a WIN €ro UILTIOCTpALus);

e KakKoBa ILIeJIb Ipe3eHTaunu (MHPOPMUpPOBaHUE, YOSIKICHUE NN aHAJIU3);

e Ha Kakoe BpeMs paccuuTaHa npe3eHTauus (koporkoe - 5-10 MHHYT WM
POAOIDKUTENBHOE - 15-20 MUHYT);

® KakOB pa3Mep M cocTaB 3putenbckoil aymutopun (10-15 uwenmoek wmmm 80-100;
NPEToJIaBaTeI , CTYACHTHI WIH CMEIICHHAS ayIUTOPHS).
2. CtpyktypupoBaHue HHGOpMAaIHI

e B Ipe3eHTallMU He JoJbKHA ObITh MeHee 10 craiioB, a o0Iiee X KOJIMYECTBO MPEBBIIIATh
20 - 25.

® OCHOBHBIMU MPUHIUIAMHU IPU COCTaBICHUM MpPE3EHTAUMU JOJDKHBI OBITh SCHOCTD,
HarJIsJHOCTh, JIOTUYHOCTh U 3alIOMHUHAEMOCTb;

® [pe3eHTAls JO0JDKHA HMMETh CLEHapuil M YeTKyl CTPYKTypy, B KOTOpoill OyayT
OTpa’keHbI BCE MPUUMHHO-CIIECTBEHHbIE CBSI3H,

e paboTa HaJl Mpe3eHTalMell HaunHAETCs MOCJIe TIATETLHOI0 00AYMBIBAaHUS U HAITMCAHUS
TEKCTa JIOKJIaJa, KOTOPHIH HE0O0XO0AMMO pa30uTh Ha (hparMeHTbl M O0OO3HAYUTH CBA3AHHBIE C
KaXKIBbIM U3 HUX 3a/1a4¥ U JeHCTBUS;



® MEPBBI IIar — 3TO ONpE/EICHUE TJIABHOW HJIEH, BOKPYT KOTOpPOW OyIeT CTPOUTHCS
Mpe3eHTAalNS;
® YacTh MH(POPMALUU MOKHO TEPEBECTH B JIBa THIIA HATJSIIHBIX IMOCOOMIA: TEKCTOBBIE,
KOTOpBIE TIOMOTYT CIIYIIATENISIM CIETUTh 33 XOJI0M Pa3BepThIBAHUS apTyMEHTOB M rpaduyeckue,
KOTOpBIE WUTIOCTPUPYIOT TJIaBHBIE MYHKTHI BHICTYIUICHHS U CO3AAI0OT SMOIMOHATIbHBIE 00pa3bl.
® CIOJKEThI IIPE3EHTALIMM MOTYT Pa3bsCHATh WM WUIOCTPUPOBATh OCHOBHBIE MOJIOKEHHUS
JIOKJIa/Ia B CAMbIX Pa3HOOOPA3HBIX BapUAHTAX.
OdeHb Ba)XHO HANTH MPaBUIIBHBINA OaTaHC MEXY PEUblO JOKJIAYUKa U CONIPOBOXKIAIOLITIMU
€€ MyJIbTUMEAUNHBIMU 3JIEMEHTaMU.
s sToro uenecooOpazHo:
® OIpenenuTh, YTO OYAET MPEICTaBICHO Ha KaXIOM Ciaiie, 4yTo OyaeT B 3TO BpeMs
TOBOPUTHCS, Kak OyJIeT cAeNaH Mepexo K cIeIyloneMy claiay;
® caMble BaXKHbIE HJIEU U MBICITH OTPa3UTh U Ha cllaiiflaXx ¥ IPOU3HECTHU CIOBAMHU, TOT/Ia KaK
BTOPOCTETIEHHbIE — JIN0O CI0BaMU, JINOO Ha Claiiax;
e yHbOpMALMIO HA CcJlaiJax NpPeACTaBUTh B BHJE TE3MCOB — OHU COMPOBOXKAAIOT
MOIPOOHOE M3II0KEHUE MBICIICH BBICTYIIAIOIIETO, 2 HE HA000pOT;
e s pa3bsICHEHUS MOJIOKEHU JOKIIaJa CIIOB30BaTh Pa3HbIE BUIBI CIAMIOB: C TEKCTOM,
C TabJIMIamMH, ¢ TuarpaMMamu;
e m100as mpe3eHTalus A0KHA UMETh COOCTBEHHYIO ApaMaTypruio, B KOTOPOi ecTh:
«3aBsi3Ka» - MPOOYXKJACHHE HWHTEpeca ayIuTOPUU K TeMe COOOIIeHUs (SPKUil HarJIsIIHBIA
npumep);
«pa3BUTHEY» - JIEMOHCTpAIUsl OCHOBHON MH(pOpPMAIMH B JIOTHUECKON MOCIe10BATEIbHOCTH
(uepemoBaHNE TEKCTOBBIX U TpadUIECKHX CIIAl]IOB);

«KyTbMUHAIUS» - [PEACTaBJICHHE CaMOro TJIABHOTO, HOBOTO, HEOXHUJIAHHOTO
(3MOLIMOHATIFHBIN peYeBOM WM WILTIOCTPATUBHBIN 00pa3);
«pasBsi3ka» - (QOpPMYyIUPOBAHWE BBHIBOJOB WM MPAKTHUYECKUX PEKOMEHIAIHii
(Bumeopsin).

3. OdopmieHue npe3eHTauu

OdopmiieHEe MPE3eHTAIINHN BKIIFOYAET B CEOSI CISAYIONTYI0 00s13aTeIbHYI0 HH(OPMAIIHIO:
TUTyIBHBIN TUCT

- IPE/ICTaBISAET TEMY JIOKJIa/1a U UMs aBTopa (UM aBTOPOB);

- Ha 3allUTe KypCOBOW WJIM TUIUIOMHOM paboThl yKa3bIBaeT (GaMWIMIO U WHUIUAIBI HAy4YHOTO
PYKOBOAMTEIS MJIM OpTraHU3alluHy,;

- Ha KoH(epeHIUIX 0003HavaeT AaTy U Ha3BaHUE KOH(epeHIUH.
ITnan BeICTYIUIEHHUS

- (hopMyIHpYyeT OCHOBHOE coziepkaHue fokiaaa (3-4 myHKTa);

- (huKcupyeT NopsAAOK U3JI0KEHUs HHPOpMaIuy;

ConeprxaHue npe3eHTauu

- BKJTIOUAET TEKCTOBYIO U TpaguUecKyro HH(POpMAIInIo;

- WUTIOCTPUPYET OCHOBHBIE TYHKTHI COOOIIIEHUS;

- MOKET IIPEJICTABIISTh CAMOCTOATEIbHBIN BapUaHT JOKJIA/A;
3aBepuieHHe

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



- MOKET BKJIIOYATh CITMCOK JINTEPATYPHI K TOKIIALY;
- COJICPXKHT CJIOBA 0JIaroJapHOCTH ayAUTOPHH.
4. luzaiid npe3eHTaluuu

TekcToBoe opopmiieHue
e He cTOWT 3amONHATH CIali]] CIUIIKOM OOJBIIMM 00BEMOM MH(OPMAIMH - JIy4Ile BCETO
3aroMUHaroTcs He 6oJiee 3-X (pakToB, BEIBOJIOB, OMPEICICHUN.
e OnTMaNbHOE YHCIIO CTPOK Ha crnaiine — 6 -11.
e KopoTkue ¢pa3pl 3alOMHHAIOTCS BU3yalbHO Jydine. [IyHKTBHI mepeuHeil He TOJIKHBI
MPEBBIIATH IBYX CTPOK Ha (pazy.
e Hanbonpmas 5>Q¢eKTUBHOCTh JOCTUTAeTCs TOTAA, KOTJa KIIOUEBBIE ITYHKTHI
0TOOpaXkaroTcs MO OJIHOMY Ha Ka)kJIOM OTAEJIbHOM claiijie
e EciiM TEKCT COCTOMT M3 HECKOJIbKHUX a03aieB, TO HEOOXOAMMO YCTaHOBUTH Kpac-HYIO
CTPOKY ¥ MHTEPBAJ MEX/1y a0d3allaMu.
e KimtoueBple ciioBa B HMH(OPMALIMOHHOM OJIOKE BBIJCNAIOTCS LBETOM, MIPUGTOM WM
KOMITO3UIIMOHHO.
e lnpopMmanuio npeanoyTUTEIbHEE pacroiaraTb FTOPU30HTAIbHO, Hau0OJIee BaXKHYIO - B
LEHTpE dKpaHa.
eHe cnenyer 310ynorpeliasTh OOJBIIMM  KOJWYECTBOM  IPEAJIOTOB, Hapeyuil,
IpUJIaraTeabHbIX, BBOJHBIX CJIOB.
¢ [ludpoBbie MaTepuabl Jydlle MIPeICTaBUTh B BUAe TpadUKOB U AMArpaMM — TaOIUIIBI C
1U(POBBIMU TAHHBIMH Ha CJIali/Ie BOCIPUHUMAIOTCS TI0XO.
e HeoOxommumo 0OpaTuTh BHUMaHHE HAa TPaMOTHOCTh HanmUcaHus TekcTa. OmuOKu BO BeCh
9KpaH NMPOU3BOJAT HENPUATHOE BIIEUATICHUE
[pudroBoe opopmieHue
o [IIpu¢ter 6e3 3aceuek (Arial, Tahoma, Verdana) yurarorcs jerde, uem rporecku. Hemb3s
CMEIINBATh Pa3jINyYHbIe TUIIBI LIPU(PTOB B OJHOM NMPE3EHTALUH.
o [IIpudTOBOI KOHTpPACT MOXKHO CO3/aTh MOCPEICTBOM pasMmepa mpudTa, ero TOIIIHHBI,
HauepTaHus, (OpMBbl, HANpaBJIEHUS U 1[BETA,
o Jlnist 3aronoBka roautces pasmep mpudra 24-54 myHkTa, a s Tekcta - 18-36 myHKTOB.
e KypcuB, noJuepkuBaHMe, >KUPHBIM MIPUQPT HCMONB3YIOTCS OTPAaHUYEHHO, TOJBKO IS
CMBICJIOBOTO BBIJICJIEHUS] (PParMEHTOB TEKCTA.
e J[511 OCHOBHOT'O TEKCTA HE PEKOMEHAYIOTCS IPOIUCHBIE OYKBBI.
[IBeToBOE OopMIeHE
e Ha oytHOM crnaiifie He ucmosnb3yeTcs 6osiee Tpex IBETOB: (OH, 3aT0JIOBOK, TEKCT.
e [[Ber mpudra u 1BeT poHa JOIKHBI KOHTPACTUPOBATH — TEKCT JOJKEH XOPOIIO YUTATHCS,
HO HE pe3aTh riasa.
e J[n1s1 hoHA MPEANIOUTUTENBHEE XOJIOIHBIE TOHA.
o CyliecTBYIOT HE coueTaeMble KOMOHWHaIuu I1BeToB. OO0 STOM MOXXHO y3HaTh B
CIEUAJIBHOM JINTEPATYpE.
e UepHbIil 1IBET MMEET HEraTUBHBINA (MpauyHbIi) moATeKcT. benblii Ha YepHOM YWTaeTCS
TJ10XO.
e Ecnu npe3eHTanus 60blIas, TO €CTh CMBICI pa3JeNiuTh €€ Ha YaCTH C MMOMOILBIO [IBETa —
pas3HbIi IBET CIIOCOOEH CO3/1aBaTh Pa3HbIi YMOIMOHAIBHBIA HACTPOH.
e Henb3s BIOUpaTh (POH, KOTOPBIN COAEPKUT AKTUBHBINA PUCYHOK.
Kommo3summonnoe odopmieHne
e Cnenyet cobmronath enquHblil cTiib opopmieHus. OH MOXeT BKIIIOYATh OINpeIeIeHHbIN
mpudT (rapHuTypa u 1BeT), (OH mBeTa WM (OHOBBIH PHCYHOK, JEKOPATUBHBIM >JIEMEHT
HEOOJIBIIIOTO pa3Mepa u T.]I.
e He mpuemiieMsl CTHIIM, KOTOpbIE OYyyT OTBIEKATh OT MPE3CHTALIIH.
e KpynHble 00BEKThI B KOMITIO3UIIUN CMOTPSITCS HEBAXKHO.



¢ BeciomorarenbHas uH(popMarus (ynpaisioliue KHOMKH) He JOJDKHA mpeobianaTh Hal
OCHOBHOM (TE€KCTOM U WJLTFOCTPALIHECH ).

o JI71s1 cepbe3HOI Mpe3eHTauu OTOUPAIOTCs 1A0IOHbI, BBITIOJIHEHHBIE B JIEJIOBOM CTHJIE.

AHunMarmonnoe oopmiieHue

e OCHOBHasl poJib AHMMALUU — JO3UPOBaHUA MHPOpPManuu. AyauTopus, Kak IMpaBHIIO,
Jy4lle BOCIPUHUMAET HHPOPMALIUIO OPLUAMHU, HEOOIBIIUMH 3pUTEIbHBIMU (PparMEeHTaMHU.

e AHMMAIUs WCHOJIb3yeTCs JJISl MPHUBJICYCHUS BHUMAHHS WJINM JEMOHCTPAIMHM Pa3BUTHUS
Kakoro-i1mbo mporecca

eHe crout 310ynoTpebiATh aHMUMALMOHHBIMU 3¢ (eKTaMH, KOTOpble OTBJIEKAlOT OT
COJIpKAHUS WIN YTOMJISIOT I1a3a YUTAIOLIETO.

® OcoOeHHO HEeXeNaTeIbHO YaCcTOe MCIOJIb30BaHUE TAaKUX aHUMAIIMOHHBIX 3(()EKTOB Kak
BBUIET, BPAIlleHNUE, BOJIHA, TOOYKBEHHOE MOSBICHHE TEKCTA.

3ByKoBO€ 0hopMIIeHHE

® My3bIKaJIbHOE COMTPOBOXKICHHUE TIPU3BAHO OTPA3UTH CYTh WM MOJYEPKHYTh OCOOCHHOCTH
TEMBI CJIaiiJla UM BCEH NMPE3EHTALUN, CO31aTh ONPEACICHHbBIM SMOLMOHAIBHBIA HACTPOM.

e My3bIKy II€7IeCO00pa3HO BKIIOYATh TOT/AA, KOT/A MPE3eHTAlus HIET 0e3 CIOBECHOTO
COITPOBOKICHHUSI.

® 3ByKOBOE COIIPOBO’KICHHUE UCIOJB3YETCS] TOIBKO M0 HEOOXOJUMOCTH, MOCKOJIBKY Jake
(doHOBast TUXask My3bIKa CO3J1Aa€T U3IUIIHUMA ITyM U MEIIaeT BOCIPUATHIO COAEP/KAHUSL.

e HeoOxomuMo BBIOpaTh ONTUMAIBHYIO TPOMKOCTB, YTOOBI 3BYK OBUI CJBIIIAH BCEM
CIIyIIATEJIEM, HO HE ObLI OIIYIIUTEIbHBIM.

I'padpuaeckoe ohopmieHne

¢ Puicynku, otorpaduu, AuarpaMmbl IPU3BaHBI JTONOTHUTH TEKCTOBYIO HHPOPMALIUIO HITH
nepeaats e€ B 0oiee HarIsTHOM BUJIE.

e Henb3s mpencTaBiATh PUCYHKM M (OTO IUIOXOTO KadyecTBa WIM C HCKaKEHHBIMHU
IPONOPLHUAMHU.

¢ XKenarenpHo, 4TOOBI M300pakeHWe OBUIO HE CTOJBKO (POHOM, CKOJBKO HILTIOCTpALUeEH,
PaBHOMH 110 CMBICITY CAMOMY TEKCTY, YTOOBI IOMOYb II0-HOBOMY IOHSTh U PACKPBITh €TO.

e Cnenyer wu3berath HEKOPPEKTHBIX HJUIIOCTPALUH, KOTOPbIE HEMPaBWIBHO WU
JIBYCMBICJICHHO OTPa)KalOT CMBICI MHPOPMAIINH.

e HeoOxouMO 1M03a00TUThCS O PAaBHOMEPHOM U paIMOHAJIBHOM HCIIOJIb30BaHUM
IPOCTpPaHCTBA Ha claiijie: eciii TeKCT NepBUYEH, TO TEKCTOBOM ()parMeHT pa3MeIIaeTcs B JIEBOM
BEPXHEM YTITy, a TpapuecKuii pUCYHOK BHH3Y CIIpaBa U HA000POT.

e lumtocTpaniuu  peKOMEHIyeTCsl CONPOBOXAATh MOSCHUTENbHBIM TekcToM. [loamucu x
KapTUHKaM JIy4Ille BBIMOJHATE COOKY MJIM CHU3Y, €CJIM 3TO TOJIBKO HE Ha3BaHUE CaMoro Claija.

¢ Ecniu rpaduueckoe n3o0pakeHne UCroiab3yeTcs B KadecTBe (hoHa, TO TEKCT Ha ATOM (OHE
JIOJKEH OBITH XOPOIIIO YUTAEM.

Tabnuibl U cXxembl

e He crouT BCTaBISITh B TIPE3EHTANNIO OONBIINE TAaOIHIIBI — OHU TPYIHBI U BOCIIPUSTHSL.
Jlydie 3aMeHUTh UX TpaduKaMu, ITIOCTPOCHHBIMU Ha OCHOBE ATHX Ta0JIUII.

e Eciu Bce e TabnuIly oKa3aTh HaJlo, TO CIeIyeT OCTaBUTh KaK MOYKHO MEHBIIIE CTPOK U
CTOJIOIOB, 0TOOPAB U Pa3MECTHB TOJIBKO CaMbl€ BaXKHbIE TaHHBIE.

o [Ipu mCroNp30BaHUM CXEM Ha ciaiaXx HEeOOXOIUMO BBIPOBHSTH PSIBI OJIOKOB CXEMBI,
paccTosiHue MEXIy ONoKamMu, 100aBUTh COEAMHUTENbHBIE CXEMbI MPU MOMOIIU UHCTPYMEHTOB
ABtoduryp,

e [Ipu cozmannu cxeM HYXHO yYUTHIBaTh CBSA3b MEX/1Yy COCTABHBIMU YAaCTAMU CXEMBI: €CIIU
OHM paBHO3HAYHBI, TO 3aMOJHAIOTCI OJHUM IMIpU(PTOM, (GOHOM U TEKCTOM, €CIU €CTh
nepBOCTeNieHHass HWH(OpMaIys, TO OHAa BBIACISAETCS OCOOBIM CHOCOOOM C  TIOMOIIBIO
OpraHU3alMOHHBIX THArPaMM.

Aynano u Buzieo opopMieHue

eBuseo, KMHO M Tele Marepuajgbl MOTYT OBIThb HCHOJB30BaHbl IOJHOCTBIO WM

(parMeHTapHO B 3aBUCUMOCTH OT LI€JIel, KOTOpPbIE PECIIEAYIOTCS.



e [IpotomkuTenbHOCTD (pUIIbMa HE OJDKHA MpeBbIIIaTh 15-25 MuHYT, a ¢pparmenta — 4-6
MUHYT.

e Henb3s ncnonp30Bath JBa GuiibMa Ha OAHOM MEPOIPHUIATUH, HO TIOKa3aTh (hparMeHThl U3
IBYX (pUIBMOB BITOJTHE BO3ZMOKHO.
IMoaroroBka Kk 3auéry / 3K3aMeHy. [ OTOBHThCS K 3auéTy / dK3aMEHY HYXKHO 3apaHee U B

HCCKOJIBKO OTaIlOB. I[HSI 9TOro:

e [[pocMmaTpuBaiiTe KOHCIIEKTHI JICKITUH Cpa3y MOCIE 3aHATHA. DTO TOMOXKET pa3odpaThes ¢
HEMOHSTHBIMM MOMEHTAMH JIEKIIMM U BO3ZHUKIIMMH BOIIPOCAMH, MOKa €Ile JIKIUS CBeXa B
MaMATH.

e beryio mpocMarpuBaiiTe KOHCHEKTHI O Hayaja CJIEAYIOUIEro 3aHsTHs. JTO IMO3BOJHT
«OCBEXHTHY» MPEIBIIYIIYIO JEKIUIO U MOATOTOBUTHCS K BOCIPUSTHIO HOBOTO MaTepHara.

e Kaxx11yto Heieno oTBOIMUTE BpeMs JIsl IOBTOPEHUS MPOMICHHOT0 MaTepurara.
HenocpencTBeHHO npu MOJTOTOBKE:

¢ YIIOps10YbTE CBOM KOHCIIEKTBHI, 3aITUCH, 33JJaHHU.

o [[pukunbTe BpeMs, HEOOXOOUMOE BaM Ul IOBTOPEHUs Kaxkaod dvactu (06Ji0Ka)
MaTepuaia, BBIHOCUMOT'O Ha 3auerT.

¢ CocTaBbTe pacHiCaHKe C yYETOM CKOPOCTH MOBTOPEHUS MaTepuana, Uit 4ero

e Pazniente Bompochl 7S 3auéra / SK3aMeHa Ha 3HAKOMbIE (MO JIEKIIMOHHOMY KYpCY,
CeMHUHapaM, KOHCIEKTUPOBAHUIO), KOTOPbIE MOTPEOYIOT JIUIIL MOBTOPEHHUS U HOBBIE, KOTOPbHIE
NPUIETCS OCBAaUBATh CAMOCTOATENBbHO. HauHUTE ¢ TeM XOpOIIo BaM M3BECTHBIX U 3aKPEIUTE UX C
MOMOIIbI0 KOHCIEKTa M y4eOHHKa. 3aTeM MOMOJHUTE CBOM TEOPETHUECKH Oarak HOBBIMHU
3HAHUSMHU, 00513aTEILHO BOCIIOIb30BABIINCH PEKOMEHI0BAHHON JTUTEPATYPOM.

¢ [IpaBuIIbHO UCTIONB3YIITE KOHCYIBTAIIMH, KOTOPBIE TPOBOAMT MpenoaaBarens. [Ipuxoaute
HA HHUX C 3apaHee NpopabOTaHHBIMU CAMOCTOATEIBHO BONpOCaMU. BBl MOXKeTe MOIy4UTh
pa3bsCHEHHUE MO TOBOJY CJIOXKHBIX, HE JI0 KOHIIA MMOHATHIX TE€M, HO HE PACCUUTHIBAUTE BO BPEMs
KOHCYJIbTAIIMH Ha MCUYEPIBIBAIOIYIO HH(GOPMAIIUU TI0 COJIEPKaHUI0 BCETO Kypca.



