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JIner akryaauszanuu padoueil mporpaMmbl

PaGouast mporpamMma repecMoTpeHa, 00CyKaeHa u 0100peHa s peanusamuu B 2024 - 2025
yueOHOM roy Ha 3acefaHuu Kageapel ['0cynapCTBEHHOTO MyHHUIIUIAILHOTO YIIPABICHUS U

IIporokomor 20 1. Ne

3aB. kadeapoii E.C. §M6p}KI/IHKa}I

Pabouast mporpamMmma repecMoTpeHa, 00CcykaeHa u 0100peHa s peanuzamnuu B 2025 - 2026
yueOHOM roly Ha 3acefaHuu kageapsl ['ocyaapCcTBEHHOTO0 MyHHUIIUIIAILHOTO YIIPABICHUS U

IIporokomor 20 1. Ne

3aB. kadempoii E.C. §M6p}KI/IHKa}I

Pabouas nmporpamma nepecMoTpeHa, oocyxaeHa u ogodpena st peanmmzanuu B 2026 - 2027
y4eOHOM rojy Ha 3aceqanuu Kadeapsl [0CyaapCcTBEHHOr0 MyHHUIIMTIAILHOTO YIIPABICHUS U

IIporokomor 20 1. Ne

3aB. kadeapoii E.C. §M6p>mm<as[

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

IIporokomor 20 1. Ne

3aB. kadeapoii E.C. 3amOpxuikas

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. §EM6p>KI/IuKa;1




1 Iles1u ocBOCHUS TN CHMILTHHBI (MOYJI51)

[lenbto OCBOEHHUS MUCHUILUIMHBI «/[0OKyMEHTHpPOBAHUE YNPABIEHUYECKON NEATEIbHOCTH
SBJISICTCS] U3YYCHUE TEOPETUUECKUX U MPAKTUYECKUX OCHOB CO3JaHUS JOKYMEHTOB YIPABIICHHUS;
rpaMOTHOM ¥ 3¢ (EKTUBHOI OpraHU3alui COBPEMEHHOTO JIEIIONPOU3BO/ICTBA HA MIPEATIPUATUIX U
B OpraHU3alUsIX.

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

JucummumHa  JIOKyMEHTHMPOBaHME  YIPABIECHYECKOW  IEATEIBHOCTHM  BXOAWT B
00513aTeNIbHYIO YaCTh Y4eOHOTO T1aHa 00pa30BaTENbHOM MPOTPAMMBI.

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

JlenoBasi KOMMYHHUKALUs HA PYCCKOM S3bIKE

3Hanus (YMEHHs, BIAJICHUS), OMyYCHHbIE NMPH M3YyYCHUU TAHHOM NUCIMIUIMHBI OyIyT
HEO0XOAUMBI JUIsl U3yUeHUS IUCLUILINH/TIPAKTHK:

Bbyxrantepckuii yuet

Meroas! NPUHATHS YIPABICHUYECKUX PEILICHUN

IIpaBoBEICHME

OCHOBBI KOMMEPUYECKOM 1€ATEIbHOCTH MPEANPUATHUS (OpraHU3aL1H )

[IpoekTHas AeATENbHOCTD

ConunabHO-3KOHOMHYECKAs CTATUCTHKA

DUHAHCOBBII MEHEKMEHT

VYpaBileHYECKUH yUET U aHAIIN3

3 Komnerenunu ody4yarouierocsi, popMupyemMbie B pe3yaibTaTe 0CBOEHUsI

AUCHUILIMHBI (MOAYJIS) ¥ IJIAHUPYEMble Pe3yJIbTAThl 00y4eHu st

B pesynbpTaTe 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
rOCYJIapCTBEHHOM 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
OCOOEHHOCTEN CTUIIUCTUKH OQPHUITMATBHBIX 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 BBICTYMAaeT Ha PYCCKOM SI3BIKE, CTPOUT CBOE BBICTYILJICHUE 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 akax. 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 MpaKkTUYECKOM moaroToBku — 0 akaj. Jyac;,

®dopma aTTeCTalMu - 3a4ET

AynutopHas =
< S
g
KOHTgKTHaH 3 E dopMa TEKYILETO
pabota B 5 B
un KOHTPOJIS
Pazien/ Tema &| (maxan wacax) |§ . Kox
A > ( A ) & ©| camocTosTeNbHO | yceBaeMOCTH U
JUCLIATUINHBI ) [ ., |xomnereHuMn
s 2 £ paboTs MIPOMEKYTOYHOM
nab. [mpakT. | 5 3
Tex. - EaH 5 g aTTecTaluu
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. qeBHO 1 Y eTHBIH OIPOC
Knaccugukanus JIOKYMEHTOB. Y N poc.
Hay4JHOI IpoBepka
Cranpmapruzaims u  yHHukanusa| 2 | 1 1 25
JUTEPATypbl | MHAMBHYaJIbHBIX
JIOKYMEHTOB. YHuuduuupoBanHas .
PaGora ¢ 3aJJaHHM.
cucrema  gokymeHtammu  (YCI).
CucreMbl JOKyMeHTauuu. [IpuHIUIBL OJICKTPOHHBIMH
Y ’ O6ubmrorekaMun
JIeTIOTPON3BOICTBA.
HopmaTtuBHO-MeTOANYECKAS 6aza
JOKYMEHTHUPOBAHHMS YIPaBICHYECKOH
JIESTEIBHOCTH u OpraHu3aluu
paboTHI ¢ JOKYMEHTaMH.
Uroro no pazneny 1 1 25
2. O6mme mpaBwia  O(pOPMIICHHS
YIpaBJICHYECKUX JOKYMEHTOB
CamocrosTenpHOe
2.1 roct P 6.30-2003.
n3y4YeHUe
YHupuuupoBaHHbIe CHCTEMBI . .
yueOHOIt n YcrHBli onpoc.
JIOKYMEHTAIlMK. Y HUPHULIUPOBaHHAS N posena
cucrema 211 1 25 i POBEp
. JUTEPATypbl | MIHAUBHIYaIbHBIX
OpraHU3allMOHHO-PACIIOPSAUTEILHON .
Pabora ¢ 3a1aHnui
JOKyMEHTAIINH. TpeboBauus K
0 OPMJICHHUIO IOKYMEHTOB SJICKTPOHHBIMHU
P Y ’ OubmmoTekaMun
Hroro no pazneny 1 1 25




3. OcobeHHoCTH COCTaBJICHUS
oopmIieHUsI  OCHOBHBIX
YIIPaBIICHHSI

nu

JAOKYMCHTOB

3.1 OcHOBHBIC TPYNIBl TOKYMECHTOB.
HopmaTuHbIE JOKYMEHTBI
rOCYJapCTBEHHBIX OpTraHoB.
OpraHu3aloHHbIe JOKYMEHTBI
TPENPUSITHSL. JloJKHOCTHEIC
HUHCTPYKIHH. PacnopsinurensHele
JIOKYMEHTBI TPEeIIpHUATHs. [IprKa3bl
o OCHOBHOM JIeSITEbHOCTH.
Pacniopsoxenus, pelIeHus.
WHdopMaImoHHO-CIIpaBOYHbIC
JOKyMEHTBI. [IpOTOKOJBI, TOJHAS H
Kpatkas ¢opmMa uX 0QpOpPMIICHHUS.
AKTBL. CrnyxeOHble u
0o0BsicHUTENbHBIE 3amicKu. CIIpaBKy.
CayxxeOHble JOBepeHHOCTH. [IucbMma,
UX  KIaccupuKammsi,  CTPYKTYypa,
CTaHJapTHEIC ()pasbl M BBIPAKCHHUS.
HopMb!l 0hHIHANTEHO-AEIOBOIO CTHIIS
CITy)eOHBIX JOKyMeHTOB. JlemoBoe
IHCBbMO MEXIyHapoJHOro oOpasia.
dakcel, TeneoHorpamMmsl. Jlorosopa,
KOHTPaKThl. COBpEeMEHHBIE CHOCOOBI
Y TeXHHUKa CO3aHHs JOKYMEHTOB.

0,5

10

CaMOCTOSTENbHOE
H3y4YeHHe
yueOHOI u
Hay4YHOU
JTUTEPATYPBI
Pabota ¢
3JIEKTPOHHBIMA
OMOIHOTEKAMH

VYceTHbIl ompoc.
ITposepka
MHIMBUYaJIbHBIX
3aaHul

Hroro no pazneny

0,5

10

4. TIpaBuna opopMIIEHHSI TOKYMEHTOB IO

JUYHOMY COCTaBY

4.1 Ilonsitue u
TIePCOHAITBHBIX JaHHBIX.
TIpuHaIIeKHOCTD MePCOHATBHBIX
JAHHBIX: COOCTBEHHHK, AEpXKaTelb H
HOJIb30BATENb MePCOHATBHBIX
JTAHHBIX. CrpykTypa  KaapoBOH
HH()OPMAITOHHO-TOKYMEHTAI[HOHHON
cucrembl. OQopmiIeHHE ITOKYMEHTOB
NP TIpHEMe, YBOJIbHEHHU U TIEPEBOIC
paboTHHKA Ha JOPYTYI0 TODKHOCTS.
Ankera.  TpyaoBble  KOHTPAaKTHI.
Ilpuka3pl 1O JNUYHOMY COCTaBy.
OCHOBHBIE PEKBH3HTHI JTOKYMEHTOB H
npaBwia ux odopmienus. Kpartkue
CBEICHUSI O MpaBWiax O(OPMICHHS
TPYIOBBIX KHIDKEK, JTMIHBIX
KapTOYeK, JINYHBIX JIe)l paOOTHUKOB

CTPYKTypa

0,5

10

CaMocTosTeNbHOS
H3yUCHHE
yueOHOil u
Hay4HOU
JIUTEPATyPhI
Pabora ¢
INEKTPOHHBIMHA
OubIMOTEKAMHU

YerHbi onpoc.
[IpoBepka
WHAUBHUYaJIbHBIX
3aJaHuNA

Uroro no pazneny

0,5

10




5. Opranuzanus 10KyMeHTOO00poTa

5.1 Tlonstus JOKYMEHTOOOOpPOT u
OpraHu3aIusI JIOKYMEHT0000pOTa.
Hopmartusrno-meronndeckast
periaMeHTaIus JOKYMEHTO000poTa.
OCHOBHBIE TpaBWJIa OpPraHU3ALUH
JIOKyMEHTO00O0POTa Ha MPEANPUATHH.
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’

Hroro no pazneny

0,5

8,6

6. OcHOBHBIE TMpaBWJa OpraHH3AIHH

paboTHI ¢ JOKYMEHTaMU

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

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 TEXHOJOTHMH OPHEHTHUPYIOTCS Ha OpraHU3aluIo
00pa30BaTeNIbHOTO  IIpOLlecca, MPEANOJJAralllyl0 MPSAMYH TPaHCISALIUI 3HAHMUM  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 U HABBIKOB I10
IPEJIOKEHHOMY aIrOPUTMY.

2. Texnonmoruu npobIeMHOr0 OOyYeHHUSI — OpraHu3alus o0pa3oBaTEeNBLHOrO Mpolecca,
KOTOpasi MpearoiaraeT MOCTaHOBKY MPOOJIEMHBIX BOIPOCOB, CO3/JaHUE YYEOHBIX MPOOJIEMHBIX
CUTYalUi JIJIsl CTAMYJIMPOBAHUS aKTUBHOW MO3HABATEILHOM AEITETbHOCTH CTYICHTOB.

@®opMbl y4eOHBIX 3aHATHH C UCTIOIB30BAaHUEM TEXHOJIOTHIA MPOOIEMHOTO 00yIeHUSI:

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

3. TexHonorMM MPOEKTHOTO OOYYEHHUs — OpraHu3alms 00pa30BaTENLHOTO IpoIecca B
COOTBETCTBUHU C QJITOPUTMOM IIOATAMHOTO PELICHHUS MPOOIEMHONM 3aJaydl WM BBIIOTHEHUS
yuebHoro 3aianus. [IpoekT npeanonaaraeT COBMECTHYIO Y4EOHO-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 JOCTYNHBIX 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 CTYAECHTOB OCYILECTBIISETCS B paMKax paMOYHOIO
3a/laHusl, TOJUMHSISICH JIOTHUKE U HHTEpPECcaM yYaCTHUKOB IIPOEKTA, )KaHPY KOHEYHOTO pe3yJibTaTa
(razera, pUIHM, IPA3AHUK, U3JAHUE, DKCKYPCHUS U T.I1.).

4. VIHTepakTUBHbIE TEXHOJOTUU — OpPraHM3allls 00pa30BaTENbHOIO IMpoliecca, KOTopas
IIpeIoiaracT akTUBHOE U HEJTMHENHOE B3aUMO/IEHCTBUE BCEX YUACTHUKOB, TIOCTH)KEHNE HA ATON
OCHOBE JIMYHOCTHO 3HAYMMOIO Il HHUX oOpa3oBaTelbHOTO pe3ynbrara. Hapsay co
CIEUUATU3UPOBAHHBIMU  TEXHOJOTHUAMHM  TakOro  pojJa  NPUHIUI  MUHTEPAKTUBHOCTH
MPOCIIEKUBAETCS B OOJIBIIMHCTBE COBPEMEHHBIX 00pa30BaTENbHbBIX TEXHOJIOTHH.

@opmbl yueOHBIX 3aHATHI C MCMOJIB30BAaHUEM CHEIHATU3UPOBAHHBIX MHTEPAKTHBHBIX
TEXHOJIOTHIA:

CemuHap-IuCKyccusi — KOJUIEKTUBHOE OOCYXKIEHHE Kakoro-iubo CIIOpHOTO BOIpOCa,
npoOsieMbl, BBISIBJICHME MHEHHM B rpymne (MEeXIpynrnoBOM JWajor, JTUCKYyCCHS —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-MeTOUYeCKOe 00ecrieueHHe CaMOCTOSITeIbHOI padoThI 00yYalommxcst
[Ipencrasneno B npuioxxenuu 1.

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

8 YueOHo-MeTOAHYecKOe M MHPOPMAIMOHHOE 00ecnedyeHue JUCIUIITIMHBI (MOTYJIs1)

a) OcHoBHas1 IMTEpPaTypa:

1. Ilanacenko, FO. A. JIokyMEHTHpOBAaHHME YIPABJICHUECKOW ACATEIHHOCTH: YUeOHOE
noco6ue / FO.A. TTanacenko. - Mocksa : PUOP, 2020. - 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 (nara ob6pamienus: 22.05.2023)

0) lonoiHUTE IbHAS JINTEpPaTypa:

1. Kopuees, 1. K. JlokymeHTHpOBaHME yIPaBIEHYECKOH esTenbHOCTH + TecThl B ObC :
y4eOHHK U IPAKTUKYM JTs akajeMudeckoro 6akanaspuara / M. K. Kopuees, A. B. [Tiienko, B. A.
MamrypreB. — 2-e u3a., nepepad. u gon. — Mocksa : M3narensctBo FOpaiit, 2019. — 384 ¢. —
(BakanaBp. Akagemudeckuii Kypc). — ISBN 978-5-534-04533-8. — Tekcr : anexrponnsiii // DBC
FOpaiir [caitT]. — URL:
https://urait.ru/viewer/dokumentirovanie-upravlencheskoy-deyatelnosti-testy-v-ebs-433066#page
/1 (nata obpamenus: 22.05.2023).

2. KazakeBuu, T. A. JlokyMeHTallMOHHOE OOecleYeHUE YNpaBICHUS . YYEOHHK U
NPaKTHKYM JJIs cpeiHero npodeccuonanbHoro oopaszosanus / T. A. Kazakesuu, A. U. Tkaminu. —

2-e wu3n., ucnp. um jgon. — MockBa @ M3parensctBo Opaiit, 2019. — 177 c. —
(TIpodeccronansroe obpaszoBanue). — ISBN 978-5-534-06291-5. — Texkct : anekrpoHHbiii //
9BC Opaiit [caiit]. — URL:
https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-437587#page/1 (mara

obparenus: 22.05.2023).

B) MeToanueckue ykazaHus:
MeTtoaudeckue ykazanus pasmenieHsl B [Ipunoxxenun 3

r) lIporpammuoe obecnieyenne u MHTEpHET-pecypchl:

IIporpammuoe oGecnieyenne

Haumenosanue I10 Ne noroBopa CpoKk JeiicTBUS JINIICH3UH
MS Office 2007 Ne 135 ot 17.09.2007 GeccpouHo
Professional
FAR Manager cB0OOAHO pacrpocTpansemoe [10 OeccpoyuHO
7Zip cB000JTHO pacnpocTpansemoe [10 0OECCPOYHO
Linux Calculate cB0001HO pactpoctpansemoe [10 0ecCpoUHO
Double Commander  [cBoGoano pacmpoctpansiemoe [10 6eccpodHo




Bpaysep Yandex CBOOOIHO OCCCPOYHO
bpa Mozill B H

paysep Mozifla cBo00HO OeccpouHo
Firefox pacnpoCcTpaHsAeMO
DNEeKTPOHHBIE IJIAKaThI
10 Kypcy
" ABTOMaTH3UPOBAHHBI

P J1-903-13 oT

€ CHCTeMbI YNIPABIICHHSy 4 s~ 1 2 0eccpouHo
Ha OCHOBE R
MHUKPOTPOIIECCOPHBIX
TEXHOJIOTHUI"

IIpodeccnonanbubie 6a3bl JAHHBIX 1 HHPOPMALMOHHBbIE CIIPABOYHbIE CHCTEMbI

Hassanue kypca CchIIKa

Me)KI[YHapOI[HaH 0a3a IIOJHOTEKCTOBBIX

JcypEaton Springer Journals http://link.springer.com/

YHuBepcurerckas nH(pOpMaIMOHHAS

cucrenia POCCHS https://uisrussia.msu.ru

®denepalibHbII 00pa30BaTEIbHBINA OPTAT —

http://ecsocman.hse.ru/
DxoHOMHKA. Connoiorusi. MeHe HKMEHT

Poccuiickas I'ocynapcrBennas

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

DiekTpoHHBIE  pecypchl  OubimoTeku|https://magtu.informsystema.ru/Marc.html?locale=r
MI'TY um. I'.11. HocoBa u

denepanbHOE roCyIapCTBEHHOE

orouketHoe yupexaenne «Denepansubiii|URL: http://wwwl. fips.ru/
UHCTHTYT OPOMBIIUICHHOM

HanmmonanpHas

undopmanuronno-anamuruueckas cucremalURL: https://elibrary.ru/project_risc.asp
— Poccuiickuii HHIEKC Hay4HOTI'0

WNudopmannonnas cucrema - EnuHoe okHO

URL.: http://window.edu.ru/
JI0CTyna K H”HGOPMAIIMOHHBIM pecypcaM

ITouckoBas cucrema Axanemus Google

(Google Scholar) URL.: https://scholar.google.ru/

OneKTpoHHas 0aza  IEpPUOAMYECKUX
n3nanuii East View Information Services,

https://dlib.eastview.com/

9 MarepuajibHO-TeXHUYECKOe o0ecneyeHne TUCIUIIIMHBI (MOTYJIsT)

MarepuanbHO-TEXHHUECKOE 00ecTIeYeHHEe AUCIUIUINHBI BKIIOYALT:

1. YueGHble ayauTOpuM JUIsl TMPOBENEHUS 3aHATHH JIEKIMOHHOro THma. OCHalleHHE:
MynbTHMEINITHBIE CPECTBA XPAaHEHHUS, TIEpEIavur U TPEACTaBICHUS HHPOPMAIIH.

2. YyeOHble ayAUTOPUHU [UIS TPOBEJIEHHUS MNPAKTUYECKUX 3aHATUH, TPYIIOBBIX U
WH/IMBUIYAIbHBIX KOHCYJBTAIlMi, TEKYIIEro KOHTPOJS H TIPOMEXKYTOYHOW aTTeCTaIUH.
OcHaulenue: MyJabTUMEUIHbBIE CPEICTBA XPaHEHUSs, TIepeiaul U MpeJICTaBIeHUs UH(OpMAIH,
KOMIIJIEKC TECTOBBIX 33JJaHUI JIJISl TIPOBEICHHSI TPOMEKYTOUHBIX M PYOSIKHBIX KOHTPOJICH.

3. Ilomemenus g camocToATENbHOM paboThl oOyuarommxcs. OcHaleHue:
nepcoHabHbIe KoMIbioTephl ¢ maketomM MSOffice, Beixomom B MHTepHET W ¢ JOCTYIIOM B
AIIEKTPOHHYIO HH(POPMALIMOHHO-00pa30BaTENbHYIO CPEly YHUBEPCUTETA

4. TlomewmeHuss a1 XpaHEHUS U TNPOPUIAKTUYECKOTO OOCTYKHMBaHUS Y4eOHOIO
obopynoBanusi. OcHamieHue: mKadbl A8 XpaHEeHUs y4eOHO-METOAMYECKOW NOKYMEHTAaIuH,
yueOHOT0 000pYA0BaHMS U yUeOHO-HATJISAHBIX TOCOOUH.

IIpunoxenne 1
B mpouecce caMOCTOATENBHOTO W3YYEHHS] NUCIUIUIMHBI, MOJTOTOBKHM K CEMHUHAPCKUM



3aHATHUSAM CTYJICHTY HEOOXOMMO HAWTH U U3YYUTh PEKOMEHAYEMYIO JINTEPaTypy, AeHCTBYIOMINE
3aKOHOJATEIbHbIE 1 HOPMATHBHBIE aKThl. J{JIs1 OCMBICIEHUS] IPOUUTAHHOTO MaTepHasa CTyIEHTY
IpeJJiaraeTcsi OTBETUTh Ha BOMPOCHL. PelieHne TecToB, CUTYallMOHHBIX U aHAIUTHYECKUX 3a7a4
HAY4UT CTYAIC€HTOB CaMOCTOSTEIbHO IPUHUMATh YIIPABICHYECKHE PELICHHUS.

Opranu3anMOHHO-METOIUYECKUE PEKOMEHAAUWU [UIS TOATOTOBKUM K MPAKTUYECKUM
(ceMHUHAPCKUM) 3aHITHAIM

Cemunap (y1aT. seminarium - OYKBaJbHO: «pacCcagHHK») — y4deOHOE 3aHsTHE, B X0
KOTOPOIrO OpraHusyercst oOCyXIeHHe (YHIAMEHTAIbHBIX WM JUCKYCCHOHHBIX Ipo0iieM
M3y4aeMOU HaAyKH U CBSA3aHHOU C HEW NPAKTHUYECKOU 1E€ATEIbHOCTH.

B nensx Oonee moapoOHOro M aJeKBAaTHOIO COBPEMEHHOW CHTYalMM aHajn3a Ipodiem
yIpaBJIEHUS CTyAEHTaM pPEKOMEHIyeTcsl oOpamaTbCsi K MEpUOJUYECKON JuTeparype u
MaTepHua-jiaM CpeJICTB MaccoBOM HHQOpManuu, B KOTOPOH MOXHO HalTH HE TOJIBKO
AQHAJTUTHYECKUE CTA-ThU IO PA3JIMYHBIM acCHeKTaM OOO3HAYCHHBIX B TEMATHKE CEMHHAPCKHX
3aHATUM poOJieM, HO M CTAaTUCTHYECKUE JlaHHbIE, MaTepuallbl IMPHUKIAIHOIO XapakTepa,
HOpPMAaTUBHBIE TOKYMEHTHI. LlenecooOpa3Ho He OrpaHMYMBATHCS YKa3aHHBIMH MCTOYHHMKAMH, a
OCYILECTBIISATh COOCTBEHHBIN IMOMCK TEOPETUUECKUX U MPAKTUYECKUX MAT€pPUaJIOB, YTO SIBIISIETCS
OJTHUM M3 JIEMEHTOB CAMOCTOSITEIbHOW HH(POPMAITMOHHO-aHATUTHYECKOW PabOThI CTYACHTOB.

[ToaroToBka K CEMHUHApCKUM 3aHATHUAM MO JUCHMILIMHE JOJDKHA BKIIOYATh CIIEAYHOIUE
ACTICKTBHI:

1) 3HAaKOMCTBO C COOTBETCTBYIOLIMMHM IJIaBaMH y4eOHMKA; ONTUMAJIbHBIM ObUT ObI
Ba-pHaHT pabOTHl HE C OJHUM YYEOHMKOM, TaK KaK Pa3HbBIMH aBTOpaMH HM30paH pPa3IUYHBINA
HOAX0/A K MpeAMeTy, M IOJEe3HO IOHATh OCOOEHHOCTH IOJXOJOB, CPAaBHUTh MX, YTOOBI
BbIpa0OTaTh CBOIO MO3UIIMIO;

2) YTEHUE KOHCIEKTAa JEKIHH;

3) YTEHHWE M OCMBICIIEHHE OIHOTO-IBYX HCTOYHHKOB W3 MPUBEICHHOTO CITUCKA
JUTEPA-TYPBHI.

Bb100p /MOMONHUTENBHBIX TMEPBOMCTOYHUKOB, KOTOPBIE MOTYT OKa3aTh IIOMOINb IIPH
HOJ-TOTOBKE K BBICTYIJICHHIO M MO3BOJIAT OPraHU30BaTh Ha CEMUHApe JUCKYCCHIO, CTYAEHT
OCYILECTBIISICT 110 CBOEMY YCMOTPEHHIO, B COOTBETCTBUU CO CBOUMHU HHTEPECAMH, OPUEHTHUPYSCH
Ha BOIIPOCHI CEMUHAPCKOT'0 3aHSTHS.

BricTymuieHre Ha ceMUHape TOIHKHO OBITH IOCTaTOYHO apryMEHTHPOBAHHBIM, 3aHUMATh I10
BpeMeHU He OoJiee Tpex MUHYT. B Xo/e BBICTYIIEHHS KelaTeIbHO CONOCTaBUTh TOYKU 3PEHUS
pa3IMYHBIX aBTOPOB Ha M3JaraeMyro npobiemy. [IpearnodTuTensHo, 9TOOBI 0 OJTHOMY BOIIPOCY
BBICTYIINJIO HECKOJIBKO CTYJCHTOB, BbICKa3blBasi CBOM MHEHMsI, IOMOIHAS Apyr Apyra. B uneane
CEeMHMHAPCKOE 3aHATHE JTOJHKHO MPOXOAUTH B (hopMe TUCKyccHU. Pe3ynmbTaTel paboThI CTYICHTOB
Ha CEeMMHApCKHUX 3aHATUSAX 00s3aTeIbHO YUYUTHIBAIOTCS MpenojaBaTeleM IpU BbICTABICHUU
0asuIoB.

IIpumepHbIe ayIMTOPHBIE NPAKTHYECKHE PA0OTHI:

ATIIP Nel «Teopernueckue 0CHOBBI 1€J10NPOU3BOACTBA OPraHU3ALMID).

[TIpoBogutcs B dopme ceMHHapa Mo 0000IIEHUIO u YIITYOIIEHUTO 3HaHUI
MOHATUHMHO-KAaTEroOpruaIbHOT0 anmnapara JUCIHUILIMHEI C 2JIEMEHTAMHU JUCKYCCHUU.

Onpoc no Mmatepuanam Jexkuuu 1.

OBOIOIMS TIOKYMEHTa KaK HOCUTels HHPpopMalui. Bo3HHKHOBEHHUE U pa3BUTHE OTEYECTBEHHOTO
nenonpousBoacTBa:  JlemompousBoactBo B cpeanue Beka (XI-XV  BB.). Ilpukasnoe
nenonpousoacTBo (XVI-XVII BB.). Komnexckoe aenonponssoactso (XVIII B.). Munucrepckoe
nenornpousBocTBo B Poccun (XIX - Hawano XX BB.). ['ocymapcTBeHHOE 1€7I0MPOU3BOICTBO B
coBeTckoe BpeMsi. CoBpeMeHHOE JeI0NpOnU3BOICTBO B PD.

AIIP Ne2 «CoBpeMeHHO€E rocy1apCTBEeHHOE peryJMpoBaHue 1eJ10Npou3BoacTea B PMy.
3aKkoHOAATENFHOE peryjiupoBaHue JAenomnpou3BoactBa B P®. denepanbHbiii 3akoH «O0
nHpopmaru, HOOPMAITMOHHBIX TEXHOJIOTHAX U O 3aImTe nHpopMamumny. OenepanbHblil 3aKOH



«O xommepueckoil TaitHe». @enepanbHblii 3akoH «OO0 apxuBHOM Jnene B Poccwuiickoit
®denepanuny. OeaepaibHbii 3ak0oH «O MEPCOHATBHBIX AaHHBIX». [loCTaHOBIIEHNE MPAaBUTEILCTBA
P® «IIpaBuia moAroTOBKM MPaBOBBIX aKTOB (peJepalbHbIX OPraHOB MCIIOJHUTEIBHON BIACTU U
UX FOCYIapCTBEHHON PETUCTPALIUNY.

HopmaTuBHO-METOIMUYECKOE pEryjlupOBaHUE JEIONPOU3BOJACTBA. ['OCylapCTBEHHas cucreMa
JOKYMEHTallMOHHOro olecneyeHus ymnpasieHus. OOmue nonoxenus. O0mue TpeOoBaHUSA K
JOKYMEHTaM U ciyx0aMm nokymeHTannoHnHoro obecneuenus (I'CHOY). 'OCT P 6.30-2003:
YHupUUUpOoBaHHBIE CUCTEMBI JOKYMEHTal1H. YHauduuupoBaHHas cUcTeMa
opraHu3alMoHHo-pacnopsauTeabHo fokymentauuu. 'OCT P 51141-98 JlenonpousBoACTBO U
apxuBHoe neno. Tepmunel u onpeneneHuss Tumosas MHCTPYKLMS IO JEIONPOU3BOJACTBY B
denepanbHBIX OpraHax HCHOJHHUTENbHON BiacTu. llepedeHb TUIOBBIX YIPaBIEHYECKUX
JIOKYMEHTOB, 00pa3yoluXxcs B A€ATEIIbHOCTH OpraHu3alui, ¢ yka3aHueM CPOKOB XpaHEHMSL.

AIIP Ne3 «TpeGoBanus k 0JlaHKaM JOKYMEHTOB YIIPAaBJIEHU .

[IpoBogutcs B ¢opme ceMuHapa IO 000OUICHUI0O W YIIyOJEHUIO 3HAHHWHA C DJIEMEHTaMHU
nuckyccuu. Ilonstue m Buabel OnankoB. OOmuii OyaHk. biank nmucbma. bilaHK KOHKPETHOTO
BUJA JIOKYMCHTA. biIaHKW s pabOThl ¢ WHOCTPAaHHBIMH KOMIAHUSAMH. ['epOoBbIi OJaHK.
PexBusuthl Onanka. IIpomosibHOE pacmoyioKeHHUE PEKBHU3UTOB OJjlaHKa. YTiioBoe (iaroBoe
[IEHTPOBAHHOE PACIIONIOKCHIE PEKBU3UTOB OJIAHKA.

BrimonHeHne mpakTUYECKOTO 3aJaHusl MO COCTaBJICHHUIO YIJIIOBOTO W MPOJOJBLHOTO oOpasia
OnaHKa.

AIIP Ne4 «O61mue npaBuiia opopMiIeHHs YIIPaBJIeHYeCKHUX TOKYMEHTOB.

[TpoBoautcs B (opme cemuHapa 1o OOOOLICHHIO M YIIYOJNEHHIO 3HAHUH C 3JIEMEHTaMu
muckyccun. Ompoc mo marepuanam jekiuu 2. [IpakTudeckoe 3HAKOMCTBO € O(OpPMIIEHHUEM
PEKBHU3UTOB JOKYMEHTOB YIIPaBJICHUs, BBINIOTHEHNE KOHTPOJIBHBIX 3aJaHUI

ATIIP NeS «CocTaBiieHne JUYHBIX JOKYMEHTOB.

[TpoBoauTcs B opMe ceMuHapa 1Mo OOOOIIEHWIO | YIUIYOJEHUIO 3HAaHWH C DJIEMEHTaMHU
JUCKYCCHH. 3asgBieHus, aBroOWorpaduu, pe3roMe, JUYHBIC JTOBEPECHHOCTH, PACIUCKH.
OCHOBHBIE PEKBU3UTHI, TMpaBUJia COCTABJICHHS M OQopMiieHUs. BbIMoMHEHHE KOHTPOJIBHBIX
3aJaHuM

AIIPNe6 «PaboTa ¢ JOKyMEHTaMH, COAEP/KAIMMH KOH(PHICHIHAIbHBIC CBeICHU».
[lepeuenr cBeaeHui KoH(pUIEHIMAIBHOTO XapakTepa. I[loHsTHE KOMMeEpUecKOoW TailHbI.
Csenenus, oTHOcsAmMecs K KoMMepueckod TaiHe. Ilopsmok BeneHus [enonpou3BOJACTBA
JOKYMEHTOB, COJIEpP)KaIlUX KOMMEpPYECKYI0 TalHy. 3alura JOKYMEHTOB, COJEpIKaIlux
KOMMEPUECKYIO TaiHYy.

I[IpumepHbIe HHAUBUAYATbHBIE JOMALHHE 32JAHUS

Ne 1 «Pos1b JOKYMEHTHPOBAHMSA YIIPABJIEHYECKOMH 1esITeIbHOCTH B Pa3BUTHHU 0011eCTBa».
PexomMeHamum no cocTaBiIeHHIO U TIOPaOOTKE KOHCIEKTA JIEKIUH.

PaccMmoTpenne naHHOM TeMbl HEOOXOIMMO HauyaThb C W3YyYEHHMs] OCHOBHBIX IOHSTHUN JaHHOM
nuctumuinHel. [Ipu aToM cneayeT pa3o0paTbesi C CYITHOCTBIO KaTeropuu «JloKyMEHTHPOBAaHUE.
Bonee moapoGHO cieyeT paccMOTPETh CTPYKTYPY, COAEpIKaHUE, e U 3a/1a4i JUCHUTUIMHBL,
UCTOPUIO  pPa3BUTHS  JIOKyMeHTooOopoTa.  Jlamee  HeoOXOAMMO  M3y4yuUTh  COCTaB
HOPMAaTHBHO-METOJMUECKOW 0a3bl JOKYMEHTHUPOBAHMS YIPABICHUYECKOH JEATEIIBHOCTH B
COBPEMEHHBIX YCIOBHSIX X03s5iiicTBOBaHUSA. OTAENBHO CIe1yeT pacCMOTPETh

CTpATEeTHIO YIPABICHUS JOKYMEHTAaMH B OpPraHM3allid, a TaKkKe W3Y4UThb (JOPMbI COBPEMEHHOM
JIOKYMEHTaI1H.

KnroueBble  clOBa:JOKYMEHT,  JOKYMEHTHpPOBaHHE  HMH(OpPMalUM,  JIOKyMEHTHpPOBAaHUE
YIpPaBICHUYECKONW  JEATEeIbHOCTH, KJIMHONUChH, I[OJUTUKA  YyIpaBICHUS  JOKyMEHTaMH,



CTaHJapPTHU3AIMs, CTPATETHUs YIIPABICHUS JOKYMEHTaMH, YHU(DUKAIIHS.

3amanue s CaMOCTOSTEIbHOW PaOOTHI:

1. 3yunTh KaTeropuaibHbIil anmapar.

2. lopaboTaTh MaTepHaIbl JICKIUH.

3. [oarotoButhes k padbote Ha jeknuu mo Teme 1. [ToBTOpUTH BONPOC: CYIIHOCTh KAaTErOpHH
«loxymentupoBanue» (yueOHasi AUCIUILINHA «/[OKyMEHTHpOBAaHUE YIIPABICHYECKOM
JEeSTEIILHOCTHY, JIEKIHst Nel). BeITh TOTOBBIM K OOCYKICHUIO 3TOTO BOIIPOCA B XOC JICKIIUH.

Ne 2 «OOmme npaBujia opopmiieHHsl yIPaBJIeHYeCKHX JOKYMEHTOBY.

PexomeHganMyu MO COCTAaBICHMIO M JOPabOOTKE KOHCHEKTa JEKIMU. M3ydeHue marepuanoB
JTAHHOM TEeMBI CIIeyeT HauaTh ¢ pacCMOTpeHUs TpeOoBaHUN K 0(OPMIICHHIO PEKBU3HUTOB. Takxke
clleflyeT M3y4uTh COCTaB PEKBU3MUTOB. Jlasee HeoOXommMmo pa3o0paTbcsi ¢ NPUMEHEHHEM U
pacIono’keHNeM Ha JOKYMEHTE PEKBHU3UTOB, ONPEACTUTh UX 00Iue 4epThl u pasnuuust. Kpome
TOT0, HYXHO JIeTalbHO Pa300paThCsl C pa3IMYHBIMU BUJAAMHU TEKCTa JOKYMEHTa: TpadapeTHbIil
JIOKYMEHT, aHKeTa, Ta0Jinia, OJaHK.

KiroueBble cioBa: BU3a cOrjacoBaHusl, pu¢ 03HaKOMIIEHHs], JjaTa JOKYMEHTA, 3ar0JI0BOK

K TEKCTY, HIACHTU(UKATOP OICKTPOHHOW KOMHUU JOKYMEHTa, HWHTEPBaJ, IOAIKUCH, IOJIe
JIOKYMEHTa, PErMCTPallMOHHBII HOMEDP NOKYMEHTa, PE30JIOLMs, PEKBU3UT, CTAaHAAPTHBIA JIMCT
OyMmaru, ccbulka Ha PErMCTPALMOHHBIA HOMEpP M JaTy JOKyMEHTa, YIOCTOBEpEHUE TOKYMEHTA,
bopmysp.

3aiaHue 1715 CaMOCTOSATEIbHOM paboThI:

1. I3y4nTh KaTeropuaibHbIi anmapar.

2. lopaboTaTh MaTepHabl JEKLIUU.

3. IToAroToBUTHCS K CEMUHApY.

3. [loaroroBuThecs K pabote Ha aekuuu 1o Teme 3. [IoBTOpuTh BOIPOC: OCHOBHBIE

0COOEHHOCTH  MCIIOJIb30BaHMs sI3blKa B JIEJIOBOM  mepenucke (ydyeOHas JUCLMILIMHA
«/lokyMeHTHpOBaHHME YIIPABJICHYECKON JeATenbHOCTUY», Jekuus Ne2). bBbITh TroTOBBIM K
00CYX/IEHHUIO 3TOT0 BOIIPOCA B XO/€ JIEKIHH.

Ne3 «Ocob0enHOCTH cocTaBIeHHs U 0(popMIIeHHS] OCHOBHBIX IOKYMEHTOB YIIPABJICHUS.
PexoMeHammm no cocTaBiaeHHIO U TOpaOOTKE KOHCIEKTA JIEKIUH.

PaccmoTpenne  naHHOM  TeMbl  HEOOXOJMMO  HayaTh C  aHaiM3a  OCOOEHHOCTEH
Oq)HIII/IaHI)HO')ICHOBOFO CTWJIId 1TI0 CPaBHCHUIO C XYIOOXKCCTBCHHBIM, HY6J'II/IIII/ICTI/I‘-ICCKI/IM,
Hay4HbIM, y4€OHBIM, Pa3TOBOPHBIM CTHJISIMU SI3bIKA.

[Tpu 3TOM HYKHO MOJPOOHO U3YUUTH JIEKCHUYECKHE OCOOEHHOCTH JTOKYMEHTOB: YIOTpeOIeHHEe
apOHMMOB, IJIEOHA3MOB, UCIIOJIb30BaHUE peueBbIX Kiuie. [Tocie aToro cienyer paccMoTpeTh
ophorpadpuyeckue 0cCOOEHHOCTH JOKYMEHTOB: IPUMEHEHNE IPONUCHBIX OYKB B reorpaguueckux
Ha3BaHUIX, HAMMEHOBAHUSIX OpraHU3aIUi.

Kpowme Toro, Heo6xo 1Mo 00paTuTh BHUMaHUE Ha opporpaduueckue 0cCOOEHHOCTH JOKYMEHTOB:
NpUMEHEHHE NPONMMCHBIX OYyKB B reorpauyeckux Ha3BaHMSIX, HAUMEHOBAHUSAX OpPTraHU3alLUil.
Taxk xe CJICOYCT BbIICHUTDH Hauboiee pacrnpoCTpaHCHHBIC B JOKYMCHTaX OIIMOKU CHHTAaKCHCA U
NYHKTYalluu: TOPSAJOK CIJIOB, COIJIACOBAHME IMOJUIEXkKAIIEr0 W CKa3yeMoro, NpUYacCTHbIE U
JieerpuvacTHbIe 000POTHI, CIIOBOOOPA30OBAHHS.

KnroueBble cnoBa: abOpeBuarypa, JIakoHM3M (OPMYIMPOBOK, HEHTpalibHas 3KCIpPECCUBHAs
OKpacka sI3bIKa, HEOJOTU3M, O(PHUIIMATBHO-EI0OBOM CTUJIb, MOJHOTA MH(POPMAIIUHA, CHHOHUMBI,
TaBTOJIOTHH, (PA3E0OIOTU3MBI.

3amanue s CaMOCTOSTEIIbHOW PaOOTHI:

1. U3yunTh KaTeropuaibHbIi anmapar.

2. lopaboTaTh MaTepHabl JEKLIUH.

3. [loaroroButkcs k pabote Ha jnekuuu. [ToBropuTh Bompoc: opdorpadpuueckue 0co6eHHOCTH
JTOKYMEHTOB (y4eOHas IUCHUIUIMHA «/{OKyMEeHTHpOBaHHE YIPaBIEHYECKOW EATEIbHOCTH,
aexiust Ne3). BbITh TOTOBBIM K 00CYKJICHHIO 3TOTO BOIIPOCA B XO/€ JICKIUH.



Neq «IIpaBuniia ogopmiieHUsI JOKYMEHTOB 10 JJUYHOMY COCTaBY».

[Tpy u3ydeHnn NTaHHOM TEMBI CTYIEHTaM HEOOXOJUMO pa3o0paThes ¢ MPUHLIMIIAMH Pa3pabOTKU
nporpaMM yrpaBieHus JokyMeHTamu. Oco0oe BHUMAaHUE CIEAYET YACIUTh PAacCMOTPEHUIO
IpoIelypbl IPOEKTUPOBAHUS U BHEIPEHUS TOKYMEHTHBIX CUCTeM. Takxke cieyeT OCTaHOBUThCSA
Ha 0COOCHHOCTAX MOHHTOPUHTA U ay/IUTa TOKYMEHTHBIX CHCTEM.

Boinee neranbHO HEOOXOIMMO PACCMOTPETH CYIIIHOCTb JOJITOCPOYHOM MPOrpaMMbl 00yUSHHUS
NepcoHaNa OpraHu3alii B OOJACTH YIPABJICHUS JOKyMEHTaMHU M TNPHUMEHEHHs OO0ydYarommx
MHCTPYKLUH, BKJIIOYasi 00y4arolL[yt0 HHCTPYKIIHIO CEKpeTaps.

KiroueBple ciioBa: ayIuT ynpaBlIeHUs HOKYMEHTaMM, KOHBEPTALMsl, METOJOJOTUsl BHEAPEHUS,
MUTpalys JTOKYMEHTOB, MOHUTOPHUHI, HAJEXKHOCTh JOKYMEHTHOW CHCTEMbI, IPOEKTHUPOBAHUE
JIOKYMEHTHOM CHUCTEMBI, paclpeelieHHOE YIIpaBI€HHUE, peryiupylouias cpena, crpaTerus
yIpaBJIeHUs TOKyMEHTaMHU.

3aganue s CaMOCTOSITEIbHON paboTHI:

1. I3yunTh KaTeroprajibHBIN amnmapar.

2. lopaboTaTh MaTepHabl JEKLIUU.

3. IloAroTOBUTHCS K CEMUHAPY.

4. IloarotoButhes K padote Ha jekiuu. [IoBTopuThk Bompoc: 001as XxapakTepucThKa
JOKYMEHTHBIX cucTeM (ydyeOHas JucCHMIIMHA  «/loKyMeHTHpOBaHME  YIpaBIEHUYECKOU
NeSITeTbHOCTHY, JeKIHst Ned). BBITh TOTOBBIM K 00CYKICHHIO 3TOTO BOIIPOCA B XOJI€ JICKIHH.

NeS «Opranuszanusi JOKyMeHTO000pOTa».

PexomeHanuu o coCTaBIEHUIO U JOPaOOTKE KOHCIIEKTA JIEKLIUH.

B Hauaie cnenyer paccMOTPETbh TEPMUHBI «IEJIOIPOU3BOJCTBOY, «IO0KYMEHTAMOHHOE
o0ecrieyeHHe  yNpaBICHUSN», «IOKYMEHTHPOBaHHWE HUHPOPMALUU», «IOKYMEHTHPOBAHUE
YIPaBIECHUYECKON AESITEIbHOCTHY, «T0KYMEHTOIIOTOKIY, «IOKYMEHTOO00POT.

Jlanee HEOOXOIMMO M3YYHUTh OpraHM3aLUI0 JOKyMeHTooOopoTa. Takke HYXHO HOIPOOHO
IPOAHATM3UPOBATH 0OCOOEHHOCTH PabOTHI C BXOSIIMMH U UCXOIAIIMMHU JTOKYMEHTAMH.

Kpome TOro, HeoOXOAMMO OCTaHOBUTbCSA Ha  H3YYEHUM  METOJOB  COKpAILEHUS
JIOKYMEHTOO000pOTA.

Crnenyer ynenuTb BHUMAaHHUE COICPKAHUIO KOHTPOJS MCIIOJHEHUS JTOKYMEHTOB, €r0 3Tamam U
TEXHOJIOTHH.

KntoueBble cioBa: BHYTPEHHUH JOKYMEHT, BXOJAIIMHA JIOKYMEHT, JOKYMEHTOOOOpOT,
JIOKYMEHTOIOTOKH, HH(OPMAIIMOHHO-TIOUCKOBAsl CUCTEMA, UHAEKCAIU JOKYMEHTA, UCXOASIIUN
JIOKYMEHT, KaTtajor, 00beM JOKyMEHTO00OOpOTa, palMOHAIbHOE [BM)KEHHUE JOKYMEHTOB,
pPEerucTpaliOHHO-KOHTPOJIbHAS KAapTOUYKa, PEruCTpalus JOKYMEHTa, TEXHOJOTHMYecKas cXema
JBUKEHUS IOKYMEHTOB, DKCIIEAUIINS.

3aaHue 1715 CaMOCTOSTEIbHON paboThI:

1. I3y4nTh KaTeropuaibHbIi anmapar.

2. lopaboTaTh MaTepHuabl JEKLIUH.

3. IloarotoBuThes K padboTe Ha JeKkuH. [ToBTOpUTH BOMpOC: OpraHu3aiys J0KyMEHTO00opoTa
(yueOHast aucuMiiimHa «J{OKyMEHTHpOBaHUE YIPaBICHUYECKON NeATeNbHOCTU», JEKIus Ne5).
BBITh TOTOBBIM K 00CYKAECHUIO 3TOT0 BOIIPOCA B XOJI€ JEKIHH.

Ne6 «OcHOBHBIC TPABUJIA OPTAHU3ANMH PA0OThI C JOKYMEHTAMM.

PexoMenaanuu o coCTaBJI€HUIO U JJOPAOOTKE KOHCIEKTA JIEKIIUH.

PaccmoTpenue naHHOW TeMbl HEOOXOJMMO HayaThb C W3YYEHHUs pOJIU HH(POPMAIMOHHO
CIIPaBOYHON pabOTHI CITY>KOBI IEJIONPOU3BOICTBA OPraHU3ALINH.

[Ipu »TOM crnenyer oOpaTHTh BHUMAaHHWE Ha BHUJABI, JTambl pa3pabOTKH, pa3aesbl
HOMCHKJIATYPBIACIL. Taxxe HGO6XO)II/IMO YACHUTHb, KaK OCYHICCTBJIACTCA TCKYLICC XPAHCHUC
JIOKYMEHTOB M UX UCIOJIb30BAHHUE.

YTo 03HAUAIOT «(JTUCT-3aMECTUTENBY, «KapTa3aMECTUTEIb)?

Kpome Toro, cienyer oXapakTepu3oBaTh SKCIEPTU3Y IIEHHOCTU JOKYMEHTOB, KDUTEPHH OLIEHKH
JIOKYMEHTOB, O(popMIICHUE €€ pe3yabTaTOB, pa0OTy IKCIIEPTHON KOMUCCHH.



Taxke cienyer pacCMOTPETh OCOOCHHOCTH IPOLECCOB IMOATOTOBKH, W3JaHUS, XPaHEHHUS U
UCIOJIb30BaHUsI KOH(DUICHIIMANIBHBIX JOKYMEHTOB. /laee Hy)KHO M3y4UTh KaHaJIbl BO3MOXKHOMN
yTE€UYKH MH(OPMAINK U yTPaThl JOKYMEHTOB. 1 B 3akiroueHne He0OOXOAMMO PacCCMOTPETh
TpeOOBaHUS K U3TOTOBJIEHUIO, YUETY, UCIIOIb30BAHUIO U XPaHEHHIO repOOBBIX OJaHKOB.
KiroueBble ciioBa: akT, €70, J0JITOCPOYHOE XpPaHEHHE JOKYMEHTOB, JOCTYI K IOKyMEHTaM,
KOHTPOJIb JCUCTBUI, KOHTPOJIb MECTOINOJIOKEHUS JOKYMEHTa, HOMEHKJIAaTypa Jiel, OIHCh,
npUMepHasi HOMEHKJIaTypa JAejl, TeKyllee XpaHeHHe JOKYMEHTOB, TUIIOBAass HOMEHKJIATypa Jell,
CBOJIHas HOMEHKJIATypa JeJl, YHUYTOXKEHHUE JOKYMEHTOB, 3KCIEepPTH3a LIEHHOCTH JOKYMEHTA.
['epOoBbIii OaHK, rpud orpaHUYEHUs JOCTyMNA K JOKYMEHTY, 3aIlUIICHHBIA JOKyMEHTO000POT,
KOMMepuecKasi TailHa, KOH(QMIEHIMAJIbHbII JOKYMEHT, MPOMBILIUICHHBIH IIIHOHAX, YTPO3bI
JOKYMEHTaM, LIeHHast UH()OpMaIIHsL.

3agaHue A CaMOCTOSITEIbHOM pabOThI:

1. I3yunTh KaTeropuaibHbIil anmapar.

2. lopaboTaTh MaTepHUaIbl JICKIUH.

3. [loaroToBUTHCSA K CEMUHAPY.

4. IlonroroButhCs K padote Ha jekuuu. [IoBTOpUTH BONMpoC: SKCHEpTU3a IEHHOCTH JOKYMEHTOB
(yaeOHas mucuuiuinHa «J{OKyMEHTHpOBaHHME YIPABICHUYECKOW NESATENBHOCTHY, JeKius Neb).
BBITh TOTOBBIM K 00CYKAECHUIO 3TOr0 BOIIPOCA B XO€ JEKIIHH.

Ipuioxkenne 2

7 OueHO4YHbIE CPEICTBA ISl IPOBECHUS POMEKYTOYHON aTTeCTAluN
a) [lnanupyemble pe3yabTaThbl 00y4eHHs] M OLEHOYHbIE CPeICTBA /ISl MPOBeIeHUs
MPOMEKYTOYHOM ATTeCTAlluM:

Kon Nunukarop JOCTHIKEHUSA
MHJAUKATOpPa | KOMIICTCHIIUN Ouenounsle CpencTBa

YK-4: CnocobeH oCymiecTBJISTH [J€JOBYI0 KOMMYHHMKAIMI0O B YCTHOH W NHCbMEHHOH
¢popmax Ha rocymapcrBeHHoM s3bike Poccuiickoii ®eaepanuv ¥ HHOCTPAHHOM(BIX)
si3bIKe(ax)

VK-4.1 BLI6I/IpaeT CTWIb O0O0mmeHus Ha | llepevens TeopeTHuecKnx BONPOCOB K 3aU€ETy:
DYCCKOM SI3bIKE B 3aBHCHMOCTH OT 1. Yro Takoe NOKyMEHT, C KaKOH LIeJbI0 OH MOKET

CJInN U CJIOBUU IIapTHEPCTBA, CO3MABATHCA?
B! y p p > (2. KakoBbl 0COOEHHOCTHM H€JOBOro OOIIEHHUS WU

aJlanTUpyeT Pedb U CTUIb OOIICHHS MyO6IUYHBIX BBICTYILIEHHIA?

K CUTyallusIM B38.I/IMO,Z[CI>’ICTBI/I$I 3. KakoBbel OCHOBHBIE NpHU3HAKH KJ‘IaCCI/I(I)I/IKaI_[I/II/I
JIOKYMEHTOB?

4. Yro moHMMaeTcs TOA  JOKYMEHTAIMOHHBIM
obecrieueHneM yrpaBiIeHHs?

5. B uyeM cyre craHmapTH3anmMM M yHH(pUKAIUK
noxymeHToB? Kaxue pa3pabaTheIBaloTCsl CTaHAAPTHI?

6. Uewm omimuaercsi opopmiieHHE PEKBU3UTOB OOIIEro
6maHKa oT Gy1aHKa nHUchMa?

7. KakoBbl OCHOBHBIE PEKBU3UTHI, UCIOJIb3YEMbIE IS
oopMIIeHNs TPHUKa3a U PACTIOPSIKEHHUS.

8. Kaxkue popMbI IPOTOKOJIOB MOXHO HMCIIOJIB30BAThH B
YIIPaBJIEHYECKOHN JIESTEIEHOCTH, B YEM HX OTINYHE?

9. Vkaxure OCHOBHBIE TpeOOBaHHA K O(OPMIICHHUIO
JIETIOBOT'O TTHCHhMa.

10. Kakue KOMIIIEKChI JOKYMEHTAIMU BKIIFOYaeT B ce0s
KaapoBast nH(pOPMAIMOHHO-TOKYMEHTALMOHHAS
cucrema?

11.B dgem ocoOGeHHOCTH O(OpMIIEHUS TPHUKA30B IO
JUYHOMY COCTaBy?

12.Yto0 [MOHUMAaETCs oJ opranuzanuen
JIOKyMeHTOoO00opoTa?

13.Yto Takoe cxembl JOKyMEHTOOOOpOTa, 3a4e€M OHH




Kon Nupukarop NOCTYDKEHUS

MH/IMKATOpa | KOMIETEHIINN OueHouHbIE CpEACTBA
HYKHBI?
14. C xaxoi nenpio pa3padbaThIBAIOTCS! HHCTPYKIMH 110
JETONPOU3BOJCTBY, YTO B  HHX  HEOOXOAUMO
MPEAYCMOTPETH?

YK-4.2 Bener nenoByro mnepemnucky Ha |Bompockr:

PYCCKOM M MHOCTPAHHOM SI3bIKaX C
YYETOM OCOOCHHOCTEH CTHIIMCTHKH
ouIHaTEHBIX MMceM u
COIMOKYJIBTYPHBIX pa3THYHi

15. YkaxuTe TEXHOJIOTHYECKYIO MOCIEI0BAaTEIbHOCTh
9TarnoB pabOThI C BXOASIIMMH JOKYMEHTAMH.

16. KakoBa mmocie1oBaTenbHOCTh ONepaIuii mpu padoTe
C BHYTPCHHHUMH JIOKyMEHTaMH?

17.C kaxo# menpi0 IMPOBOAWTCS (OPMHPOBAHHUE IEl,
KaK#e IpU 3TOM HE00X0IUMO COOM0aaTh TpeOOBaHM?
18.Yto Takoe HOMEHKIATypa [el, C KaKOH IeIbio
pa3pabaThIBarOTCs THIIOBBIC HOMEHKIIATYPHI eT?
19.Kakyro wuH(OpMAIMIO COJIEPKUT HOMEHKJIATypa
nen?

20.Yro moHMMAeTCs TOJ OKCICPTU30W IICHHOCTH

JIOKyMeHTa?

21.Kakue KpUTEpHH HCIOJB3YIOTCSI TIPH  OLCHKE
JIOKyMEHTOB?

22.Kak ocymiecTBisieTcss NpueM-Tiepeqada Jel B
apxuB?

23.Yro Takoe KOH(PUICHIINATBHBIN JTOKYMECHT?

24. Kaxyie OCHOBHBIC YTPO3HI BO3HHUKAIOT IIPH PadoOTe C
KOH(UACHIMATLHBIMY JOKYMEHTAMU?

25. Ykaxure 0COOEHHOCTH BEIECHUSA
JICIIOTIPOM3BO/ICTBA,  OOCCIICYMBAIONICTO  y4eT W
COXpaHHOCTh KOH(UAEHIMANEHONH HHMOpPMALMH U
JIOKYMCHTOB.

26.Yt10 TIOHMMAETCS 3 (o) 3al[UIIEHHBIM
JIOKYMEHTOO0OPOTOM, 3a CYET 4YEero MOXKET OBITh
o0ecredena ero 3ammura?

YK-4.3

BrimonHser s IUYHBIX Ienen
MepeBOI ouIMaTHHBIX u
npodeccuoHabHBIX  TEKCTOB €
WHOCTPAHHOTO SI3bIKa HA PYCCKHU,
C PYCCKOTIO sI3bIKa Ha UHOCTPaHHBIN

[TpumepHbIe paKTUYECKUE 3adaHusl AJIsl 3a4eTa:
KommekT TecToBbix 3amanmii: Nel

1. ®opmynsip — 370!

a) OcHOBHas ¢opMma [OKYMeHTa, (UKCUPYIOIIAs
MIPaBOBBIC OTHOIICHHUS B J[peBHEPYCCKOM TOCYAapCTBE;
0) 0cobo BEIJICIIaHHAS KOXKa JKUBOTHBIX,
MIPUMEHSBIIASCS B KAYECTBE OCHOBHOTO MaTepHalia ISt
nucbMa B J[peBHEpyCCKOM rocy1apcTBe;

B) CaMOCTOSITENIEHOE MoJipa3JiesieHue,
OCYIIECTBIISIONIEE JIEIIONIPOU3BOICTBEHHYIO
JIeATEIIbHOCTD,

r) TUIOBast yctoldmBas ¢opma (oOpazerr) OTAETbHBIX
HanboJiee paclpoOCTPAaHEHHBIX TOKYMEHTOB.
2. VYcraHoBneHne eauHOOOpasmsi cocraBa U (Gopm
yNpaBIEHYECKNX JOKYMEHTOB, CO3/IaBa€MBIX IIpH
PELIeHNH OJTHOTHITHBIX YIPABICHUECKUX (DYHKIIUH:
a) yHA( UKW,
0) ceprudukanys;

B) KOANPOBAHUE;
T') JOKYMEHTHPOBAHUE.

3. OOsBaTenbHBIM  YCIOBHEM  JJII  BKJIFOUYCHHUS
nHpoOpManuu B WHPOPMALMOHHBIE  PECYpPCHI,
OCYIIECTBIISIEMOTO B TOPSAAKE, YCTAaHABIMBAEMOM

OpraHaMu roCyIapCTBEHHOM BJIACTH, SBIISETCS €€:
a) CTaH/apTU3ALHS;
0) 3ammuTa,

B) IOKYMEHTHUPOBAHUE;




Kon
WHUKATOpa

Nupukarop
KOMIICTCHIINN

JOCTHXKCHHUA

OneHouHble CpeaCcTBA

T') BBIKYII TOCYJapCTBOM Y YaCTHBIX JIAIL.
4. CpenctBoM yCTpaHCHHS «OyMa)XHOTO Oymay
SIBJISIETCSL:
a) KOMITBIOTEPHU3aIHsI AEIOPOU3BO/ICTBA;
0) yHu(UKaus T0OKYMEHTOB;
B) KJIacCU(HKAIUS JOKYMEHTOB;
T') IPIMEHEHUE Pa3HOCTOPOHHEH OPTTEXHUKU
5. 3HaueHWe JOKYMEHTAIMOHHOTO  OOECIICYCHUS
YTIPaBIICHUS ONIPEAEISIETCS:
a) KOMMYHHUKAIHSIMH;
0) nnenTudukanuei;
B) (ukcanueii;
T') Cy/IeOHBIM pa30upaTeIbCTBOM.
6. B mpaBoM BepxHeM Yoy  JIOKYMEHTOB
pacIioaratoTcst ClIeAyIONIe PEKBU3UTHL: )
rpud coriacoBaHus;
0) OTMETKa O KOHTPOJIE;
B) TpH( YTBEPKICHHUS;
T) aapecar.
7. B neBOoM BepXHEM YTy TOKYMEHTOB PacIiojlararoTcst
CJICTYTOIINE PEKBU3HTHIL:
a) PE30ITIOIIHS;
6) oTMEeTKa 0 HAJTMYNH IPUIIOKCHUS,;
B) OTMETKa 00 UCIIOJTHUTEIIE;
T') KO/l OpraHU3alHH.
8. B mpaBOM HM)KHEM YTIJIy pacIojiaratoTcsi peKBU3UTHI:
a) OCHOBHOH TOCYAapCTBEHHBIH pErHCTPAIIMOHHBIHN
HoMep (OI'PH) ropunuueckoro
JMLa;
0) Koz GOpPMBI TOKYMEHTA;
B) MACHTU(UKAMOHHBIH HOMEp HAJIOrOILIATEIbIINKA
(MHH);
T) Tpu() OrpaHNUCHHMS IOCTYIA K JOKYMEHTY.
9. B neBoM HIDKHEM YTy pacloiaratoTcsi peKBU3HTHI:
a) KOJI MPUYMHBI TIOCTAHOBKH HA YUeT;
0) OTTHCK MeYaTH;
B) BH3HI;
') OTMeTKa 00 UCTIOJHUTEIIE.
10. K B3aMOHMCKITIOYAIONUM PEKBU3UTAM OTHOCSATCS:
a) aMOnemMa OpraHuM3alMd W TOCYJapCTBEHHBI Tepo
PoD;
0) Kozl opraHu3aIuy 1 KoJ (GopMBI JOKYMEHTA;
B) PErnCTPALMOHHBIH HOMEp JOKyMEHTa M CChUIKa Ha
peTUCTPAIIIOHHBII HOMEpP U
JaTy JOKyMEHTa;
r) rpud yrBepxkacHus U nedats. 1 1. Ecim opranuzamnms
NO/IBEZIOMCTBEHHA OJTHOBPEMEHHO HECKOJIbKUM
opraHam
YIIPaBJICHUsI, TO B PA3HBIX CUTYAlLUSIX YKa3bIBACTCS:
a) HETIOCPECTBEHHO BBIIECTOSIIAsI OPraHU3aIHS;
0) camas TTIaBHAas BRIIIECTOSINAs OPTaHI3AIINS;
B) He OoJiee Tpex cTereHel Mo IBeJIOMCTBEHHOCTH;
r) He YyKa3plBaeTcs HHM OJHA  BBIIECTOAIIAS
OpraHM3aIys.
12. JaTo# mTOKyMeHTa MOXET OBITh JaTa:
a) ero HaNMCaHMs U COTJIACOBAHUS;
0) ero MoMUCaHUS;
B) €T0 YTBEPKICHNUS;
I) NOpOBEACHHs 3acelaHusi, Ha KOTOPOM MPHUHATO
pelieHue.
13. JIaTpl B TOKyMEHTaX MOTYT OBITh 0pOPMIICHBI:




Kon
WHUKATOpa

Nupukarop
KOMIICTCHIINN

JOCTHXKCHHUA

OneHouHble CpeaCcTBA

a) 22. 08. 1997,

0) 22 aBrycta 1996 rona;

B) 1988. 02. 22;

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

14. Kakue peKkBU3UTHI JOKYMEHTOB IHUIIYTCS, Kak
MIPaBUIIO, OT PYKH:

a) BHU3a;

0) pe3oronus;

B) TIOJIITHCK;

T) aapecar.

15. K xakuM peKBU3UTaM OTHOCATCS CJIOBA!

a) «BepHo» A)

0) «Jna CIry»eOHOTO MOJIb30BAHUS» b)
B) «3ameyaHus [IPUIIATAI0TCSD) B)
T) «Iletpor M.K. 924-76-40» I

16. PekBU3UT «IOANMCH» HA pa3HbBIX JOKYMEHTax
BKITIOYACT:

a) TMYHYIO POCIIHCH aBTOpPa JOKYMEHTA,

0) TMYIHYIO POCIICH PYKOBOAMTEIS U €€ PacuIn(poBKy;
B) yKazaHHEC JOJDKHOCTH, JIMYHYIO  POCITHCH
PYKOBOAUTEISI U ee pacii(ppoBKY;

) YKa3aHUe JOJDKHOCTH, HAMMCHOBAHHUE OPTaHU3aIUH,
JIMYHYIO POCIIHCH PYKOBOIUTEIISA,

ec pacuu(poBKy.

KommnekT TecToBbIx 3aganuii: No2

1. Kakoe cokpalieHue sBiisieTcst abOpeBHaTypO:

a) AI'3 MUC PO;

6) Mocasuepro;

B) CTarQIsus;

T) o/M, 11/0.

2. CnoBo, KoTOpoe 0003HayaeT HOBOE MOHSTHE,
ynotpebasieMoe B JOKyMEHTax, —

370!

a) abOpeBuarypa;

0) CHHOHUM;

B) HEOJIOTH3M,;

T) apXau3M.

3. Orbepute mpUHIMN OGHINATLHO-IEIOBOTO CTHIIS
JOKyMEHTAIUH:

a) TPENOCTAaBICHUS  MAaKCHMAJIBHO  BO3MOXHOW
HHpOPMAIINH;

0) IpUMEHEHHUE CIIOB «MBI BEITIOIHAMY, (1 CIIEIIAl0N;

B) OTPaHMYCHHOCTH B IPUMCHEHUH SI3BIKOBBIX CPEIICTB;
F) MMPUMEHCHUEC YETKUX OTBETOB «1a», «HET».

4. Jlekcudeckoe COKpalleHue clioBa, ymoTpeoisieMoro B
JIIOKYMEHTAaX — 3TO:

a) abOpeBuarypa;

0) CHHOHHM;

B) HEOJIOTU3M;

T') TApOHHM.

5. Uro He oTHOCHTCS K OPHUIUATIBHO-JETIOBOMY CTHIIIO
JOKyMEHTa!

a) alpecHOCTh MH(POPMAIIH;

0) Temarmueckas OIPaHWYEHHOCTh B IPUMEHEHHH
A3BIKOBBIX CPEJICTB,

B)  MpEAOCTaBIEeHHE  MaKCHMAaIbHO  BO3MOXHOMU
nHpOpMAaNNH;

T) yHA(UKAII JOKYMEHTA.




Kon
WHUKATOpa

Nupukarop
KOMIICTCHIINN

JOCTHXKCHHUA

OneHouHble CpeaCcTBA

6. K mpaBuiiam 1€710BOTO 3THKETa OTHOCSITCS:

a) HETOPOIUTUBOCTB C OTBETOM;

0) O6;aroTapHOCTH 3a OTBET WIIH JCHUCTBUC;

B) 00CTOSITENBHOE H3JI0KEHUE TOKYMEHTa,;

I) yMEHHEe CIylaTh JIpyrux Jwojeil.7. B  kakom
JOKyMEHTE HCIIOJB3YIOTCS CJIOBA «... B TPOTHBHOM
cirydae Bam OynyT

MpeabsBIeHBl ITpadHBIE CAaHKIUM» B KadecTBe
SI3BIKOBOW (POPMYITBI, KaK pe3yibTara

YHA(DUKAINIHT S36IKOBBIX CPEICTB:

a) B TAPAHTUITHOM IIHCHME;

0) B peKJIaMallMOHHOM ITUCHME;

B) B MH(OPMALIMOHHOM MTUCEME;

I') B IMCbMe-HAIIOMHHAHHY.

8. CrnoBa, KOTOpbIE CTaHOBSITCA HEODUIMATEHBIM
3aMEHUTEJIEM TePMUHA U UX IPUMEHEHUEB JOKYMEHTaX
HEJIOMYCTHMO, — 3TO:

a) Mpo(heCCHOHATI3MBI;

0) CHHOHHMEI,

B) HEOJIOTU3MBIL,

T') TAPOHUMBL.

9. 3aKkOHYEHHBI B CMBICIOBOM OTHOILUEHHH OTPE30K
TEKCTa, TO3BOJIIOIIUI YCTaHOBHUTH

3Ha4YeHHE BXO/AIIETO B HETrO CJI0Ba Wi (pasbl — 310!
a) aHHOTAIIHS,;

0) pedepar;

B) KOHTEKCT;

T') KOHCIIEKT.

10. Perynupyromas (#eATeIbHOCTh OpTaHU3AIUH)
cpela BKITIOYaeT:

a) TOCYJapCTBCHHBIC CTAHIAPTHI;

0) oOIIEeCTBCHHBIE OXKUIAHHS,

B) pEKOMCHJIAIINH, OTPAKAIOIIHE TIePETOBON OIIBIT;

T) HOPMATHUBHBIE  JTOKYMEHTEI, OTpakaromue
JIeATeNIbHOCTh OpraHU3aIINH.

11. TTonuTHka ynpaBaeHUst JOKYMEHTaMH OpTaHU3aIUH
HO3BOJISIET:

a)  noBeath  3()(GEKTHBHOCTH  JESITENLHOCTH
OpraHM3alIu;

0) coOmonate TpeOoBaHUS 3aKOHOJATENLCTBA U
peTyIupyroIeit cpesr;

B) m30exaTh  pPUCKOB  IPEIIPUHIUMATEIBCKOM
JIeSITEIbHOCTH, CBSI3aHHBIX C JOKYMECHTaMH;

T) COXpaHATh IaMATh OpPraHW3aldW, WHAWBHIA W
obmrectBa.12. K mpuHIumaMm pa3paboTku TporpaMm
yIpaBJICHUS TOKYMEHTaMU OTHOCHUTCS:

a) OIIGHKa pHUCKOB, CBS3aHHBIX C OTCYTCTBHEM
ouIMaNbHBIX JOKYMEHTOB;

0) ompeneneHue MpaBWI CO3MAHHS METAJaHHBIX O
JOKyMEHTax;

B) o0ecrieueHne XpaHeHUs IOKYMEHTOB B 0€30MacHON 1
3alIUILIEHHON CpeJIe;

I)  ONpeleNeHWe  BO3MOXKHOCTEH  ITOBBIICHMS
3¢ PeKTUBHOCTH pabOTH OpraHu3aluu

B pe3ynbTare Ka4ueCTBECHHOTO yIpaBJIeHUS
JIOKyMEHTaMH.
13. Pacnpenenenue OTBETCTBEHHOCTH 3a

JOKYMEHTAI[MOHHOE 00ECTIEYEeHUE YIIPaBICHHS
MIPEAIOaraeT OTBETCTBEHHOCTb:
a) BCEX COTPYTHUKOB OpraHU3aIH 3a
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0) CUCTEMHBIX aJMHUHUCTPATOPOB

B) PYKOBOJICTBA OpraHu3aIu 3a

T) ceKkperapei
3a .

14. Eciim TOKYMEHT SIBJISIETCSI TEM, YeM JOJDKEH OBITH;
CO3JJaH WIIM OTNPABJICH JIMILIOM, YIIOJHOMOYEHHBIM Ha
9T0, a TaKKe B TO BpeMs, KOTOpOE YKa3aHO Ha
JOKyMEHTE, TO 3TO 03HAYaeT €ro:

a) TOCTOBEPHOCTb,

0) IIeTOCTHOCTH;

B) ayTEHTUYHOCTD;

T') IPUTOJHOCTH JUIsl HCIIOJIb30BaHUSI.

15. Crtpateruss BHeApeHHs JOKYMEHTHBIX CUCTEM
NIpeycMaTpUBAET:

a) MPOCKTUPOBAHUE TOKYMEHTHBIX CHCTEM;

0) TOATOTOBKY COTPYOHHKOB, padOTalOmUX C
JOKyMEHTaMH;

B) COOTBETCTBUE JJOKYMEHTOB PETYINPYIOLICH cpee;
I') KOHBEPTALMIO JOKYMEHTOB B HOBBIE JIOKYMEHTHBIC
CHCTEMBI, (JOPMATHI.

16. CocoGHOCTh JOKYMEHTHOM CUCTEMBI JUTUTEITFHO U
NPaBHIbHO (PYHKIIMOHHPOBATH

B COOTBETCTBUH C TPEOYEMBIMH MTPOLIEAYPaMH O3HAYAET
ee:

a) HaJIe)KHOCTh;

0) 3 PeKTUBHOCTE;

B) IIEIOCTHOCTb;

T') KOMIUICKCHOCTb.

17. Crioco0HOCTH JIOKyMEHTHOM CHUCTEMBI
MIPEAOTBPAIIATh HECAHKIINOHUPOBAHHBIE

JOCTYII K JJOKyMEHTaM, X yHHYTOXEHHE, N3MCHEHHE
WIN TIEpEMENICHUS 03HAa4YaeT ee:

a) HaJIe)KHOCTh;

0) 3 heKTUBHOCTH;

B) IIEIOCTHOCTb;

T') KOMIUIEKCHOCTb. 18. MeTo1oorusi mMpoeKTHPOBaHUS
Y BHEJPEHUS TOKYMEHTHBIX CHCTEM BKIIIOYAET:

a) aHAJIN3 JEJIOBOH JEATeNbHOCTH OpraHu3allly;

0) OIIEHKY CYIIECTBYIOIIUX JIOKYMEHTHBIX CHCTEM;

B) MOHUTOPHHT, OLIEHKY, KOPPEKTUPYIOIINE TEHCTBHS;
T') IpEeKpalleHNe TPUMEHEHHS JOKYMEHTHBIX CHCTEM.
19. OObexTamMun yHH(GUKAUH W CTaHAAPTH3ALUU B
YIIPaBIEHYECKON JIESTEIbHOCTH

SIBIISIFOTCSI:

a) TEpPMHHBI, MHCIONB3yeMble TIpH pabore ¢
yIpaBieH4ecKoil nHpopManuei;

0) OpraHu3alOHHBIE CTPYKTYpHl  OpPTaHM3AIUH,
YUPEXKIECHUHN U IPEANPUATUL;

B) yIIpaBJeHYEeCKHE (QyHKIIUH;

T) yrpaBlieHUeCcKas JOKyMEHTALHSI.

VK-4.4

[TyOnu4HO BBICTYNAET HA PyCCKOM
A3BIKE, CTPOUT CBOE BBICTYIUJICHUE
C YYETOM ayAauTOpUXd U LeH
o0IIeHus

[IpakTryeckue 3aaaHus:

Kpoccsopn 1.

I[lo ropusontamu: 1) 3anmck WHPOpPMANUU Ha
Pa3IMYHbIX HOCUTEJSIX [0 YCTAHOBJICHHBIM IpaBHJIaM;
2) ycTaHOBIIEHUE KOJIMYECTBA U COCTaBa IOKYMEHTOB B
eIMHMIAX y4yera M (QuKcalMs NPUHAIISKHOCTH
Ka)X/JIOW eIMHUIBI yUeTa K ONpPeAeIeHHOMY KOMILIEKCY
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1 o01IeMy MX KOJIMYECTBY B YYETHBIX JIOKYMEHTax; 3)
YUETHBII TOKYMEHT, CoJIepXkKallliil Ha3BaHUE, CBEICHUS
0 KOJIMYECTBE, COCTaBE JOKYMEHTOB (JOHIA U MECTE €T0
XpaHEeHHUs, IpeAHa3HAYeHHBIN I EHTPAIN30BaHHOTO
ydyera JIOKYMEHTOB; 4) mepedeHb O(QHUIMAIBHBIX
HaNMEHOBaHUHI XpaHsIIuXCs, BBIOBIBIINX u
MOCTYHAIOMINX  apXWBHBIX (OHIAOB B  TIOPSAAKE
BO3pacTaHWs NPHUCBOCHHBIX WM  HOMEpPOB; 5)
MIPEAYCMOTPEHHbIE ~ HOPMAaTHBHBIMH  JOKYMEHTaMHU

YCIIOBHS HCTIOJIb30BaHHUS ApXUBHbBIX u
KOH(HIESHITHATIHHBIX TOKyMEHTOB; 6) MU(PPOBOE W/WIH
OykBeHHO-1H(poBOC 0003HaUCHHE nena B

HOMEHKJIaType JAeNl OpraHu3aliy, HAaHOCHMOE Ha €ro
00JIOXKKY; 7) CBOWCTBA JOKyMEHTa, 00yCIaBIMBAIOIINE
€ro KyJbTypHOE, HaydyHoe U T.I. 3HadeHue; §)
BOCCTaHOBJICHUE II€PBOHAYAJBHBIX MJIM OJM3KUX K
NEepBOHAYAIBHBIM CBOMCTB M BHEUIHUX IPHU3HAKOB
apXMBHOTO JIOKYMEHT4, MOABEPTIIETOCS MOBPEXKICHNIO
WIN pa3pylIeHuio; 9) CpencTBO THPaKUPOBAHMSA
IOoKyMeHTOB; 10) y4YeTHBIH JOKYMEHT, COIEp Kalluid
NepeueHb JOKYMEHTOB J€Na ¢ YKa3aHHUEeM MOPSIKOBBIX
HOMEpOB JTOKYMEHTOB, MX HHIECKCOB, Ha3BaHWMH, JAaT,
HOMepoB JMCTOB; 11) mpumeHeHwe wuHpOPMAIN
JIOKYMEHTOB B KYJIBTYPHBIX, HAYYHBIX U T.II. LENAX, a
TaKKe Il 00eCHeyeHns] 3aKOHHBIX 1PaB U HWHTEPECOB
rpaxzaaH; 12) cnpaBOYHUK, B KOTOPOM MH(pOpPMaHs O
JOKYMEHTaX pacloJIo)keHa B COOTBETCTBHM  C
BBIOpaHHOW cxeMol Kkiaccuduxamuu; 13) TOKyMeHT,
HOJHOCTBIO BOCTIPOU3BOSIIHIHA UH(DOpMALUIO
MIOJUTMHHOTO IOKyMEHTa M BCE €r0 BHEUIHNE TPU3HAKU
WIN 9acTh WX, HO HE MMCIOUINH IOPHANIECKON CHIIBI;
14) n3meHeHne NepBOHAYAIBHBIX (PH3UKO-XUMUIECKIX
CBOMCTB JOKyMEHTa II0Jl BO3JICHCTBHEM BHEIIHUX W
BHYTpPeHHUX (HaKTOpOB; 15) MepBHIil WM €IHMHUYHBINA
SK3EMILLIP ouIHaTbHOTO JIOKYMEHTA; 16)
IOPUANYECKOe WM (U3MYECKOE JIUIIO, B JIESITEIbHOCTH
KOTOpOro oOpasyercst JAOKyMeHTalbHbIl ¢onm; 17)
CPEICTBO XpaHEHHS JOKYMEHTOB.

I[lo Beptukamu: 1) [BMXKEHHE JOKYMEHTOB B
OpTaHM3aIlM ¢ MOMEHTA MX CO3ZaHUs WM HOIydCHUS
JI0 3aBEpIICHMS HMCHOJHEHHS WIM OTIpaBieHus; 18)
3alich  YYETHBIX  JIAHHBIX O  JIOKyMEHTE 11O
yCTaHOBICHHOH (opme, ¢ukcupyromas (akT ero
CO3JIaHUsI, OTIPABIICHUS WM NOIydeHHs; 19) ToKymMeHT
WIN COBOKYITHOCTH JIOKYMEHTOB, OTHOCSIIUXCS K
OHOMY BOIPOCY WIH YYacTKy JeSTeIbHOCTH U
MOMEIIEHHBIX B OTJENbHYI0 00710kKY; 20) opranu3anus
WIN CTPYKTYypHOE IOJpa3/ielIeHne, OCYIIECTBRISIONEee
JUINTENIFHOE WJIM TOCTOSHHOE XpaHEHHEe OKOHYCHHBIX
JIOKyMEHTOB C LIETBI0 X UCTIOIB30BaHMs; 21) cpecTBoO
KacCOBOH OPITeXHHWKH; 22) KOMHA 4YacTH TEKCTa
JOKyMeHTa, 0()OpMIICHHAs: B YCTaHOBJIICHHOM IIOPSI/IKE;
23)  CpeACTBO  M3TOTOBJIEHHS  M300pa3sHTENIBHBIX
JOKyMEHTOB; 24)  crenuaibHO  000pYyZOBaHHOE
MIOMEUIEHUE JUISl XPAaHEHUSI apXUBHBIX TOKYMEHTOB; 25)
MOBTOPHBIA  JK3EMIUIS)P MO/UIMHHMKA JOKYMEHTA,
UMEIONUH IOPUINIECKYI0 CUITY; 26) (U3HUECKOe WITH
IOpUINYECKOe JIMIO, CO3JaBIiee JOKyMeHT; 27)
OpUIMATBEHBIA JTOKYMEHT, HMEIOIIHNA OPUINIECKYIO
CIIIy ¥ coJiepXaumii HWHQOpPMAIMI0 O IpeaMere




Kon Nupukarop NOCTYDKEHUS
MH/IMKATOPa | KOMIIETEHIUH OreHovHbIE CpesICTBa

3ampoca, €  yKa3aHUEM  TIOMCKOBBIX  JAHHBIX
JIOKYMEHTOB; 28) 0TOOp JOKYMCHTOB Ha XpaHCHHE WM
K YHUUYTOXKEHUIO, a TaKK€ YCTAaHOBJICHUE CPOKOB HX
XPaHEHHUSI HA OCHOBE MPUHSTHIX KPUTEPHUEB.

YK-4.5 YCTHO mpeAcTaBisieT pe3yibTarhl | [IpakTiyeckue sananus:

cBOEi JESTEIbHOCTH na | Kpoccsopa 2. 5
I[lo ropmsoHTanmm: 1) HOPMATHBHBIA TOKYMEHT,
HHOCTpaHHOM SI3BIKEC, MOXET . .
CoZepKallMi  CHCTEMaTH3WPOBaHHBIH  IEPEUCHb

HOAZNCPKATE PAa3rOBOP B XON€ MX | crpynnmmpoBaHHEIX — HAaMMEHOBAaHHMH — OOBEKTOB M
00CYyKIeHUS IIPUCBOCHHBIE MM KOJBI; 2) HOPMATHUBHBINA JIOKYMEHT,
3aKpEIUIIOINN YHU(UKAIMIO JIENOTPOU3BOJICTBA; 3)
(uKcayst Ha MaTepUAILHOM HOCHTENe HHPOPMALNH C
PEKBH3UTaMH, MTO3BOJISIONIMMH €€ UICHTU(PHIIUPOBATD;
4) ycTaHOBIEHHE eIUHOOOpa3usi cocraBa M (Gopm
YIPaBICHYECKUX JOKYMEHTOB, CO3JaBa€MbIX IpH
pCIICHUH OJHOTHUITHBIX YIPaBICHIESCKUX (DYHKIHIA; 5)
nHpOopManus, (UKCHpoBaHHaE Ha  KaKOM-JTHOO
MaTepHaIILHOM HOCHUTEJIE.

Mo Beprukamm: 1) mmdpoBoe obOo3HaueHHE Qop™m
JOKYMEHTOB B XOZE€ COCTABJIICHHUS KJIACCH(HKATOPOB
uHpopmaiuy; 6) nuhpoBoe 0003HAUCHUE, SBIIAIOIICECS
9JIEMEHTOM HICHTH(UKAIMN OOBEKTOB B XOJE HX
Ki1accuuKanuy; 7) MeXIYHApOIHBIH JIOTOBOP IO
OTpeJIeIEcHHOMY BOTPOCY; 8) oOpraHu3anus WIH
CTPYKTYpPHOE  TOJpa3ieiieHue,  OCYIIECTBISIONIee
JOJTOBPEMEHHOE  WIM  ITIOCTOSHHOE  XpaHEHHe
OKOHYCHHBIX JIeJT; 9) BHECEHHE MODKHOCTHBIM JIHIIOM
B odummaneHbple JOKYMEHTHI 3aBEIOMO  JIOJKHBIX
CBEICHWH WIM WCHPABICHUH, MCKKAIOIUX HX
nercTBUTeNbHOE coiepykaHue; 10) CHHOHHM clioBa
JIOTOBOP; 11) JIOKYMEHT, MOATBEPKAAIOLIUN
COOTBETCTBHE IPOAYKIUH, TMPOIECCOB U  YCIyT
YCTaHOBIJICHHBIM TPEOOBAHMSIM.

0) Ilopsinox mpoBeneHUs] MPOMEKYTOYHON ATTECTALMH, NMOKA3ATeJH M KPUTEPUHU
OLICHMBAHMSA:

[IpomexyTouHass arTecTalysl BKIIOYAET TEOPETHUECKHUE BOIPOCHI, TO3BOJISIONINE
OLIEHUTb YPOBEHb YCBOCHHS OOYUAIOIIMMUCS 3HAHUM, U MPAaKTUYECKHE 3a/laHUs, BBIABISIOIINE
CTeNeHb c(POPMUPOBAHHOCTH YMEHUH U BIIaJI€HU, TPOBOAUTCS B (popme 3aueTa.

3ayeT Mo JaHHON NUCHMILIMHE MPOBOIUTCS B YCTHOM (hopMe Mo Bompocam K 3adery,
KOTOPBIN BKJIFOUAET OJJMH TEOPETUYECKUI BOMPOC U OJTHO MPAKTUYECKOE 3a/IaHUE.

IToxa3aTenn U KPpUTEpPHUH OLCHHUBAHUS

- «3a4TE€HO)» - BBICTABJISETCS MPHU YCIOBHUHU, €CIIM CTYJAEHT MOKa3bIBAET XOPOIINE 3HAHUS
yueOHOro Marepuaja IO TeMe, 3HaeT CYI[HOCTb JUCHMIUIUHBL, CBOOOJHO BBINOJHSET
IIPAKTUYECKHE 3a/1aHus.

[Tpu 5TOM CTYAEHT JOTHMYHO U TOCJEI0BAaTENbHO U3JIaraeT MaTepuajl TEMBbI, PAaCKPbIBAeT
CMBICI BONpOCAa, JaeT YAOBJIECTBOPUTEIBHBIE OTBETHl Ha JONOJHUTEIBHBIE BOMPOCHI.
JlomonHUTENbHBIM  YCIIOBHEM IIOJIYYE€HUS OLIEHKH MOTYT CTaTh XOpPOUIME YCIEeXH Mpu
BBITTOJIHEHUH CAMOCTOSITETIbHON U KOHTPOJIBHON paboThl, cCUCTEMAaTH4eCKas aKTUBHasl paboTa Ha
MPAKTUYECKUX 3aHATHUSAX.

- «HE 3aUTEHO» - BBICTABIIAETCS NPHU YCIOBHM, €CIU CTYIEHT BJAJEET OTPHIBOYHBIMU
3HAHUSMU O CYIIHOCTH JMCUUIUIMHBI, AT HEMOJHbIe OTBETHl HAa BOIPOCHI U3 OCHOBHOMU




JUTEPATYyphl, PEKOMEHIAOBAHHON K KypCy, HE MOKET OTBETUTH Ha JIOIOJHUTEIIBHBIE BOIPOCHI,
[IPEIIOKEHHBIE IIPENOAABATEIIEM.

Ipuio:xkenue 3
MeToanuyeckne peKOMEeHIAUM 1JIsl CAMOCTOATEIbHOM Pad0ThI CTYIEHTOB

B mporiecce BBINMONIHEHNS CAMOCTOSTENIbHON padOThI CTYIEHTHI TOJIKHBI HAYYUTHCS
BOCIPUHUMATh CBEICHUS Ha CIIyX, GUKCUPOBATh HH(OPMALIMIO B BHJIE 3allUCEll B TETPasX,
paboTaTh ¢ MMCbMEHHBIMU TEKCTAMH, CAMOCTOSTEIHHO U3BIIEKAs U3 HUX MOJIE3HbIE CBEACHUS U
o(opMIIsist UX B BUJE T€3UCOB, KOHCIIEKTOB, CUCTEMAaTU3UPOBATh HHPOPMAIIUIO B BUIE
3aroJIHEeHHsT TaOJIHII, COCTaBIICHHUS cXeM. Ba)kHO HayYUTHCS BBIIEIATD TJIABHBIC MBICIH B JICKITUU
npernoiaBaTess MO0 B MMCbMEHHOM TEKCTE; aHATM3UPOBATD SBJICHUS; ONPEILIISATH CBOIO
MO3HIIMIO K TOJTYYSHHBIM Ha 3aHATUSAX CBEJICHHSM, Y€TKO (POPMYyITHUpPOBATh €€; apryMEHTUPOBATh
CBOIO TOUKY 3PEHHUS: BBICKA3bIBAaTh OLIEHOYHBIE CY)K/IEHUS; OCYIIECTBISATh CAMOAHAIIN3.
HeoOxoaumMo yuuThes BIaIeTh YCTHOM U MUCbMEHHOM PEublo; BECTH JUAJIOT; y4acTBOBATh B
JTUCKYCCHUU;, PACKPBIBAThH COJIEP>KaHUE U3yuaeMOi Mpo0IeMbl B MOHOJIOTHYECKOH peul;
BBICTYIIaTh C COOOIICHUSIMH U JJOKJIaJaMH.

Kouncnekr jgexkunu. CMbICT TPUCYTCTBUS CTYJEHTA HA JICKIIUU 3aKJII0YAET BO BKIIIOUEHUH €0 B
AKTHBHBIN MPOIECC CIYIIaHUs, TOHUMaHUs U OCMBICIICHUSI MaTepuaa, MoAroTOBICHHOTO
npenogaBareneM. ITOMY COcOOCTBYET KOHCIIEKTUBHASI 3aMCh MMOJY4€HHON HHPOpMAIIIH, C
MOMOIIIbIO KOTOPOH B JaTbHENUIIIEM MOKHO BOCCTAHOBUTH OCHOBHOE COZCPKAHKE MPOCTYIIIAHHON
JIEKIIUH.

I[J'ISI YCHICHIHOT O BBINIOJIHCHUS 3TOH pa6OTBI COBCTYCM:

- HOATOTOBUTH OTACJIBHBLIC TETpAAU I KAXKIO0T0 MpeaMETa. 3ammck B HUX JIy4dme BECTH Ha OI[HOI\/JI
CTOPOHC JIUCTAa, YTOOBI MO3/IHEE HA YHCTOU CTpaHUIC 3allCaThb JOIOJHCHUS, YTOUHCHUA,
3aMCUYaHus, a TaKXKC coocTBeHHbIE MbICTH. C IMOMOIIBIO PA3HOLBCTHBIX PYYCK HUJIN q)HOMaCTCpOB
MOXXHO 6y,[[eT BBIACJIINTD 3aroJIOBKH, pa3aciibl, TCPMHUHBI U T.[.

- HE 3alUChIBaTh NOJAPSA] BCE, UTO TOBOPUT JiIeKTOp. CTapaiiTech BHaUase BbICIYIIATh U MOHSTh
MaTepual, a 3aTeM yxke 3a(h)UKCHpPOBaTh €T0, He YIyCKask OCHOBHBIX MOJI0KEHUH U BHIBOJIOB.
CoxpansiiTe noruky uznoxenus. OOparutre BHUMaHUE Ha HEOOXOIMMOCTh TOUHOM 3amiCH
ONIPEIEIICHUN U IIOHATHH.

- OCTaBUTb MECTO HAa CTPAHULIC CBO6OI[HLIM, €CJIM HC YCIICIIU OCMBICIIUTDH U 3a-IIUCATH YaCTh
I/IHq)OpMaI_II/II/I. IIo oxoHYaHHUIO 3aHATHSA C IIOMOIIBIO OOTHOKYPCHHKOB, IIPEIIOAaBaTCIIA NN
y‘-Ie6HI/IKa BbI CMOKCTC BOCCTAHOBUTD YIIYIICHHOC.

- YAENATh BHUMaHUE rpaMOoTHOMY oopMiieHuto 3anuceil. Hayunrech rpaguuecku sicHO U yI00HO
pacrioyiaraTh TEKCT: BEIWICHSATH a03allbl, TOAUYEPKUBATh TTIaBHBIE MBICIH, KIIFOUEBBIE CJIOBA,
IIOMEIIATh BBIBOABI B paMKH U T.J1. HemanoBa)kHOe 3HaUEHHE UMEET U YETKasi CTPYKTypa JIEKLUH,
B KOTOPYIO BXOJMT IJIaH, JOTMYECKH BHICTPOCHHAsI KOHCTPYKIIMS OCBEUICHUS KaX/10T0 MyHKTa
IUIaHA C apTyMEHTaMU U JI0Ka3aTeIbCTBaMHU, Pa3bsICHEHUSIMU U TPUMEpPaMHU, a TAKXKe CIIHCOK
JUTEPATYypPHI [0 TEME.



- HAYYUThCS TTUCATh Pa300punBO U OBICTPO. UTOOBI B TabHEHIIIEM HE TPATUTh BpEeMsI Ha
pacupoBKy COOCTBEHHBIX 3aIHMCEH, CIEIUTE 3a aKKYPaTHOCTBIO TOYEpKa, HE IKOHOMbBTE
Oymary 3a c4eT yIUIOTHeHHUsI TeKcTa. KOHCIEK TPy, TOIb3yHTECh OOLIETIPUHATHIMU
COKpalllCHUAMM CJIOB U YCIIOBHBIMH 3HAKaMU, CCJIM CCTh HeO6XOIII/IMOCTB, TO HpI/I-ILYMaI\/JITC
COOCTBEHHBIE COKPAILIEHUS.

- YMETh OBICTPO U YETKO MEPEHOCUTH B TETPaIb rpaduueckue puCyHKU U TaOauIbl. J{ms aTux
1eJIel MPUroTOBbTE MPO3PAYHYIO TMHEUKY, KapaHaall U pe3uHky. CtapaiTech Kak MOXKHO TOUHEE
CKOIUPOBATh N300pakeHre ¢ TOCKU. Eciu HarmsAHbIN MaTeprall TpyIHO BOCIIPOU3BOIUM B
YCIIOBUSIX JIEKLIUH, TO C/EJIAiTe ero CJI0BeCHOE OMUcaHue ¢ 0000IIAI0NMMU BBIBOJAMH.

- IPOCMOTPETH CBOU 3aIMCH MOCIIE OKOHYAHMS JIEKIUU. [IoTuepKHUTE U OTMETHTE Pa3HBIMU
1BeTaMu ¢iomacTepa BaXKHbIe MOMEHTHI B 3alIUCsX. MclipaBbTe HETOUHOCTH, BHECUTE
HeoOXxoauMble 1ononHeHus. He TpaTtbTe Bpems Ha epenuchlBaHue KOHCIIEKTa, €CIIM OH 0Ka3aJcs
He COBCeM ynayHbIM. COBEPIIEHCTBYHUTECH, 3aIIUCHIBAS ITIOCIIECYIOIINE JIEKIUH.

IToaroroBka k CEMUHAPCKUM 3aHATUAM. CeMI/IHap — OIWH U3 OCHOBHBLIX BUJOB IIPAKTHYCCKHX
3aHATUM 1O F'YMAaHUTAPHBIM JUCHUILIMHAM. On NpCaAHa3HaA4YCH JIA er'Iyﬁ]'IeHHOl"O N3YUYCHUS
OTACJIbHBIX TEM U KYPCOB. IIo Q)opMe IIPpOBCACHHUA CEMHUHAPDBI OOBIYHO MpeaACTaBJIAOT coOoi
pEUICHUEC 3aaa4, O6CY)KI[CHI/IC JOKJIaa0B, 66CCI[y 110 IUIaHY UJIN JUCKYCCHUIO I10 npo6neMe.

IToaroroBka K 3aHATHAM 3aKJIIOYAETCs, IIPEXKIE BCETO, B OCBOCHUH TOI'O0 TEOPETHUUECKOIO
MatepHaia, KOTOpbIi BBIHOCUTCS Ha 00cyxaeHue. [l 3Toro Heo6X0AuMo B IEPBYIO OUEpEb
HepevYnTaTh KOHCIEKT JIEKIMH WIN Pa3JieNbl yueOHHKa, B KOTOPIX MPUCYTCTBYET YCTaHOBOYHAs
uHpopmanus. M3ydeHne pekoMEeHJ0BaHHOW JINTEPATYPhl HEOOXOIMMO ClIeIaTh MAKCHMAaIbHO
TBOPYECKHU — HE IPOCTO YKJIAJbIBasi B IaMATh HOBBIE CBEJICHHUs, & OCMBICINBAsI U AHAIIU3UPYS
MaTepuai. 3aKpenuTh CBOM 3HAHUSI MOYKHO C IIOMOIIIbIO 3aIIUCEH, BHITMCOK WU TE3UCHOTIO
KOHCIIEKTA.

Ecnu cemuHap npecTaBieH JOKJIaJaMH, TO OCHOBHAsl OTBETCTBEHHOCTD 3a €ro IPOBEACHHE
JeKUT Ha Aokiagurkax. Kak cnenars 310 ycnemHo cMoTpute B pazzene «Jlokiany. OnHako poib
OCTJIbHBIX YYACTHUKOB CEMHUHApa HE JOJKHA OBITh MacCcuBHOU. CTYJIE€HTHI, MPOCIIYIIaB JOKIAI,
3alUCHIBAIOT KPATKO IIaBHOE €T0 COJAEPKAHKUE U 33Jat0T BBICTYMAOIIEMY YTOUHSIOIINE
BONpocoB. YeM Oojiee OCHOBATENBHOM ObllIa JOMAIIHSSI TOATOTOBKA IO TEME, TEM aKTUBHEE
MPOUCXOIUT 00CYXIeHHE MPOOIEMHBIX BOMPOCcOB. Ha ceMuHape BCsiuecKu MoompsieTcs
TBOPYECKAs, CAMOCTOSTEIbHAS MBICIIb, JAETCS BO3MOKHOCTD BBICKA3aTh KPUTUUECKHUE 3aMEUaHUS.

becena no miany npezcrasiseTr co0oi 3apaHee MOArOTOBIEHHOE COBMECTHOE 00-CyKICHHE
BOIPOCOB TEMBI KaX/IbIM U3 YYACTHUKOB. DTa (hopMma MOTpedyeT OT CTYACHTOB HE TOJIBKO
XOpOUIeH CaMOCTOSATENIbHON POPAaOOTKU TEOPETHUECKOTO MaTepHala, HO U yMEHHE y4acTBOBaTh
B KOJUIEKTUBHOM JUCKYCCHU: KPaTKO, YETKO U SICHO (hOPMYJIUPOBATh U U3JIaraTh CBOIO TOUKY
3pEHHsI Nepe]] COKYpCHUKAaMH, OTCTanBaTh MO3UIUIO B HAYYHOM CIIOPE, PUCOEANHATHCSA K
Yy’KOMY MHEHUIO WY ONIOHUPOBATH JPYIMM yYaCTHHUKAM.

Pedepat — cambIif mpoCTOif 1 HANMEHEE CAMOCTOSITEIBHBIN BU MUChMEHHON paboThl. CyTh €ro
COCTOMT B KPaTKOM U3JIOKEHUH COAEPKAIIKUXCS B HAYYHOU JIUTEepaType B3IJIAI0B U UJEH 1o
3amanHou Teme. Pedepar He TpeOyeT OpUTHHAIBHOCTH U HOBU3HBI. B HeM OIleHUBaeTCsl yMEHHE
CTyJeHTa paboTaTh C KHUI'OM: BBIACNIATH U (POPMYJIMPOBATH MIPOOIIEMY, OTOMPATh OCHOBHBIE



TE3UCHI U BCIIOMOI'aTeNIbHbIE JAHHBIE, JIOTHYECKH BBICTPaUBaTh MaTepHall, IPaMOTHO OOPMIIATh
HAy4HBIN TEKCT.

Crynenrtam npejjaraeTcs Ba Buja pedepaTHbix padboT:

PedepupoBanre HaydHOH TUTEPATYpPHI IPEACTABIAET COOOH COKPAIIEHHOE N3JI0KEHUE
COZIEpKaHMS CTaThH WJIM KHUTH C OCHOBHBIMHU CBEJICHUSIMH U BBIBOJaMU. Takue pedeparsl
aKTyaJIbHBI TOT/a, KOTJIa B FOPUMYECKUX UCTOYHHUKAX TTOSBIISCTCS HOBBIN TEOPETHUECKHIA TN
NpPaKTUYECKUI MaTepuai 1o usydaemoit teme. OT cTyaeHTa TpedyeTcs, BHUMATEIbHO
03HAaKOMUBIINCH C IEPBOMCTOYHUKOM, MAKCUMAIILHO TOYHO U MOJIHO MEPEAATh €ro CoepKaHHe.
Jst 3TOrO 1enecooOpa3Ho BEIOpaTh (hOpMy IOCIEI0BATEILHOIO U3JI0KEHUS IPOUNTAHHON
KHUTH, HE MEHSS ee OOIIMHI TUIaH U CTPYKTYpY (TJ1aBbl, pasnensl, naparpadsr). Heooxoaumo
COXPaHUTh JIOTHKY [TOBECTBOBAHMS U 1103a00TUTHCS O CBI3HOCTH TEKCTa. ABTOPCKHE,
OPHUTMHAJBHBIC M HOBATOPCKUE MBICIIH U MJICH JIy4llle IepeaBaTh HE CBOMMH CIIOBAMH, a C
nomoipto uTupoBanus. O0veM pedepara OyneT onpenenaTbes CoAep)KaHUEeM HCTOUYHUKA, a
TaKKe ero Hay4YHOH M IMPaKTHYECKOH IeHHOCThI0. Ho B 1II000M citydae mpeanodTeHne OTAaeTCst
KPaTKOCTH U JIAKOHHYHOCTH, YMEHUIO OTOMPATh TTIaBHOE M OCBOOOXIATHCS OT BTOPOCTEIICHHOTO.

Pe(bepaT o TCMC TMPCACTABIIACT O630p HAaYYHBIX B3ITISIA0B U KOHI_IGHI_[I/Iﬁ 10 HpO6HeMHOMy
BOIIPOCY B H3yqaeM0171 TEMC.

- Ecniu Bam mipeiioskeHa Tema Takoro pedepara Ha BEIOOp, TO PEANOYTEHUE CIEAYET OTAATh TOMH,
KOTOpasi JJisl Bac MHTepecHa uiu 3HakoMa. OHa He J0JKHA OBITh OYEHB CIIOKHON M 00bEMHOIA, B
POTUBHOM ciyyae pedepar OyeT HalmoOMUHATh KypCOBYIO paboTy.

- Jlns IOAroToBKHU pedepara CTyIeHTY HEOOXOJMMO CaMOMY HJIM C YY4acCTHEM IpernojaBaTes
no00paTh UCTOYHUKH HHPopManuu. Cieayer n103a00TUTHCS, YTOOBI B BallleM CIIUCKE OKa3aluCh
HE ciy4aiiHble, a IEeHHbIE B HH(OPMAILIMOHHOM IJIaHE KHUTH. MOKHO BBIIOJIHUTH PaboTy,
00paTHBIINCH U K OJHOMY UCTOYHHUKY — IOCOOUI0, MOHOTpaduu, uccienosanuto. Ho nyue, ecnu
BbI 00paTUTECH K IBYM-TPEM HayYHBIM TPYyJaM — 3TO MO3BOJIUT IIPEICTaBUTh NMPOOIEMyY C
HECKOJIBKHUX TOYCK 3PpCHUA U BBICKA3aTh JIMYHBIC MPCAIIOYTCHUA.

- OHUM U3 TJIaBHBIX KPUTEPUEB OLIEHKH pedepara OyJeT COOTBETCTBUE €TI0 COACPKAHUS
3asiBI€HHOM Teme. J{Jist 3Toro 6erio 03HaKOMUBIIHUCH C IEPBOMCTOYHUKAMHU COCTABbTE
MpeABapUTENIbHBIN T1aH Oyayiero pedepara, 0003HaYMB B HEM MPUHIUITUAIEHO Ba)KHBIE
MOMEHTBHI 1 3Talbl ocBelleHus mpodseMsl. [locne Toro, kak y Bac nosiBsitcs padbodne 3amnucu mno
pe3ysbTaTaM U3y4YeHUsl HAydHOU JIUTepaTyphl U OOMUpHas HHGOPMAIUS 110 TEME B LIEJIOM,
MOYKHO OyZIeT CKOPpeKTUpOBaTh 001Mii iaH pedepara. Crapaiitecs npu padoTe HajJ HUM
TIIATEJIBHO U30aBIATHCS OT «U3JIMILIECTBY»: BCSIKOTO POAa aOCTPAKTHBIX PAaCCyXkIEHUH,
Ype3MEPHBIX MOAPOOHOCTEN U MHOTOYHMCICHHBIX IPUMEPOB, KOTOPHIE «Pa3MbIBAIOT» TEMY WIH
YBOZISAT OT HEE.

CrpykTypa pedepaTa BKIItoUaeT B ce0sl BBEIEHNE, OCHOBHYIO YacTh U 3aKioueHue. Bo BBeieHun
(bopMyIHPYIOTCS LIENH U 331a4K pabOThl, €€ aKTyalTbHOCTh. OCHOBHAsI 4aCTh MPECTABISAET COO0M
MIOCJIEIOBATEIBHOE M APTYMEHTHPOBAHHOE N3JI0KEHUE PA3ITMYHBIX TOUYEK 3pEHUS Ha MPodIeMy,
ee aHaJIM3, IpeAIoaraeMple IyTH PeIIeHHs. 3aKII0ueHre 0000IIaeT OCHOBHbIE MBICIH HIIH
000CHOBBIBAET MEPCIEKTUBBI JlalbHEHIIero uccineaoBanus tTemel. Eciiu pedepat nocratouHo
o0BemMeH, To MoTpedyeTcs pa3zesieHue TEKCTa Ha pa3zienibl (T7aBbl, naparpadasl).



WnnrocTpaTUBHBIN MaTepuall — TaOIMIIbI, CXEMBI, Tpa)MKH — MOT'YT pacloyiaratbCsi Kak BHyTpH
OCHOBHOM 4acTH, Tak U B pasnene «lIpunoxenue».

O0Bem pedepara 3aBUCUT OT IICJICH U 3a/1a4, pelaeMbIX B pabote — oT 5 10 20 cTpaHuIl
MalIMHOMUCHOTO TEKCTa Yepe3 JiBa MHTepBaia. Eciu B 3ajjaHuu, BBIJIAHHOM IIPEIo1aBaTelieM
00BEM HE OrOBapUBACTCS, TO CIEAYET UCXOAUTh U3 Pa3yMHOH I1eTIeCO00Pa3HOCTH.

B pedepare B 00s13aTeIbHOM HOPSIIKE PA3MELIAIOTCSA TUTYJIBHBIN JIUCT, IJIaH WIX OTJIaBJICHHE
paboThl, a TAK)KE CIUCOK MCIIONIb3YyEMOM JINTEPATYPHI.

OO0bIYHO pedepar MOXKET 3aUMTHIBACTCS KaK MMUChbMEHHAs paboTa, HO HEKOTOPBIE PETo1aBaTen
NPAKTHKYIOT MYOIUYHYIO 3aIUTY pedepaToB HIH UX «O3BYYHBAHHME» HA CEMUHAPCKHUX 3aHATHSIX.
B sTrom ciry4dac HeO6XOI[I/IMO MPUITOKUTH JOIMOJIHUTCIIbHBIC YCUIINUA I ITIOATOTOBKHU HY6HI/I‘-IHOI‘O
BBICTYIUICHHUS 10 MaTepHraiaM pedepaTHoii paboThlI.

Jlokaan npeacrasisieT coboi yecTHyto popmy coobuieHust unpopmanuu. OH UCTIONB3YETCS B By3€
HA CCMHHAPCKUX 3aHATUSAX U HA HAYYHBIX CTYJICHYCCKUX KOH(DEPCHITHSIX.

ITonroroBka noKiIaga OCYIIECTBIISIETCA B 1BA ATAllA: HAIIUCAHUE MMCBMEHHOIO TEKCTA Ha
33/IaHHYIO TEMY U ITOATOTOBKA YCTHOT'O BBICTYIUICHUS IIEpE AyAUTOPUEH CIIyIIATEeNeH C
OCBEIICHNEM 3TOH TeMbl. [InchMeHHBIH ToKian opopmiIsieTcs Kak pedepart.

HpI/I pa60Te Haa AOKJIAAOM CICAYET YUCCTb HCKOTOPBIC CHGHI/I(i)I/I‘ICCKI/Ie OCOOEHHOCTH:

e OObeM Jl0KJNaJa JOJKEH COIVIAaCOBBIBATHCA CO BPEMEHEM, OTBEIEHHBIM  JUIS
BBICTYIUICHHUS.

e [Ipu BbIOOpPE TEMbl HY)XHO Y4YUTHIBATH HE TOJBKO COOCTBEHHBIE HMHTEPECHl, HO H
MHTEpEChl MOTCHIMANBHBIX clymaTteneid. Bame cooOiieHre He0OXOIUMO COTJIacOBHIBATH C
YPOBHEM 3HAHHI U TOTPEOHOCTEH MyOINKH.

e [loAroTOBIEHHBIN TEKCT AOKJIAJa JOJDKEH XOpOILIO BOCIPUHUMAThCS Ha ciyX. [axe
€clIi OTOOpaHHBII BaMHM MaTepuai CI0KEH M HEOJHO3HAY€H, TOBOPUTH JKEIaTelIbHO MPOCTO U
SICHO, HE TIEpeTpy’Kas pedb HAyKOOOpa3HbIMU 000POTaMHU U CIIEHU(PUICCKUMU TEPMUHAMHU.
CrnenyeTr OTMETUTbH, YTO HHOT/IA MPENo/IaBaTeNlb He TPEOYET OT CTYIEHTOB MMCbMEHHOTO

BapHaHTa JJOKJIaa U OLEHUBAET UX pabOTy UCKIIOUUTENBHO IO YCTHOMY BhICTYIIeHH0. Ho
3HAQYMUTEIILHO Yallle MUCbMEHHBIN JOKJIa IIPOBEPSETCS U €r0 Ka4eCTBO TAK)KE OLICHUBAETCS B
6ayutax. BHe 3aBUCMMOCTH OT TOTO, HY>)KHO MJIM HE HY>KHO OyJIeT C1aBaTh Ha MPOBEPKY TEKCT
OyayIIero BeICTYIUIEHHS, COBETYEM HE OTKa3bIBAaThCs OT MMChMEHHOM 3aMucH J1okiaaa. 1o
MOMOXET U30ekaTh MHOTHX OIIMOOK, KOTOPBIE CIIYy4at0TCsl BO BPEMSI YCTHOM UMITPOBHU3AIUH:
OTKJIOHEHUE OT TE€MBI, HAPYIICHUS JIOTHYECKOH MOCIIEA0BATENILHOCTH, HEOPEKHOE 00OPAIIEHHE C
UTaTaMH, 3J1I0ynoTpedaeHue netansiMu u T.4. Eciiu Bbl Xopoli1o BiiajieeTe HaBbIKaMu CBOOOIHOM
peun u o0Janaere BBICOKOM KyJIbTYpOU MBIIIJIEHHUS, TO 3aMEHUTE MUCbMEHHBIN TOKIa]
COCTaBJIEHUEM TE3UCHOTrO Iu1aHa. C ero noMoubio 3aMKCUPyHTE OCHOBHBIE MBICIIH U HJIEH,
BBICTPOMTE JIOTMKY TTOBECTBOBAHUS, OTOEpPUTE SIPKHE U TOUHBIE IPUMEPHI, CHOPMYITUPYHTE
BBIBOJIBI.

HpI/I MMOATOTOBKC K YCTHOMY BBICTYIUICHHUIO BO3bMUTC Ha BOOPYKCHUC HCKOTOPHIC COBCTHI:

o Jlyumuii BapuaHT BBICTYIUICHUS Nepea ayAuTOpuel — 3To cBOOOIHAs peub, He
OCJIOXKHEHHas yTeHneM Tekcta. Ho ecu y Bac He BbIpaOOTaHO yMEeHHE 00IaThCs ¢ MyOnnKoi 6e3
OyMaxxKu, TO HE IBITAUTECHh CIENIaTh 3TO cpa3y, 0e3 moAroToBku. OcBauBaTh 3TOT OMBIT HYKHO
MOCTENEHHO, OT JO0KJa/1a K JIOKJIay yBeJIHUMBas 00beM peun 0e3 3ariisabIBaHHs B TEKCT.



e Eciin Bbl HaMEpEeHbl CUMTHIBATH JOKJIAJ C 3arOTOBJIEHHBIX MHCBMEHHBIX 3aIllUCEl, TO
nocrapanTech, 4ToObl YTEHHE OBLIO «XYJOXKECTBEHHBIM»: 0003HadalTe May30i JIOTHYECKue
[ePEX0/ibl OT YaCTU K YaCTH, BBIIEISNTE MHTOHAIMOHHO 0COOO Ba)KHBIE MBICIN U apryMEHTHI,
BapbUPYHUTE TEMII PEUH.

e Uuras NOKJIAJM, HE TOPONMUTECH, JIEJAWTE 3TO KaK MOXHO CIIOKOWHee. [loMHuTE, 4TO
CKOpPOCTh TMPOU3HOIICHUS TEKCTa Mepe] CIyIIaTeIMU BCET/Ia JI0JDKHA OBITh 0oJiee MEIJICHHOM,
4YeM CKOpOCTb Balll€i MIOBCEJHEBHOU PEUH.

e CBepbTe MUCbMEHHBIN TEKCT C XPOHOMETPOM, JIJIsl 3TOT0 IIPOYUTANTE €r0 HECKOJIBKO pa3 C
CEKYHJIOMEPOM B pykax. B ciyuae, ecnu JoKIa] OKaXeTCsl CIMILKOM JJIUHHBIM WM KOPOTKUM,
IIPOBEJUTE €ro PEKOHCTPYKUUI0. OQHAKO BMECTE € COKpPALICHUSMH WIN JONOJHEHUSMU HE
«morepsanTe» temy. He mopgmaBaiTech MCKYLIEHUIO pacckasaTbh BCE, YTO 3HAETE — IIOJHO H
OAPOOHO.

e O0OparuTe BHUMaHUE HA TeMOp U CHILy Bamiero rojoca. OueHb BaKHO, 4TOOBI Bac ObLIO
CJIBIITHO B CaMbIX OTJAJICHHBIX YACTAX ayIUTOPHH, U MPH STOM Bl HE «TIYLIMIN» BOJIM3U Bac
HaxoJAAUMXcs ciymareneil. Bappupyiite TemMOp peun, OH mpuiacT e BBIPA3UTENbHOCTb U
MOMOJKET M30eXKaTb MOHOTOHHOCTH.

e Cnenure 3a CBOMMHM jKecTaMH. Upe3MepHasl KECTUKYJALHS OTBJIEKACT OT COACPIKAHMS
JIOKJIaJa, a TMOJHOE €€ OTCYTCTBHE CHWXKAET JEHCTBEHHYIO CHUiy BbICTyIuleHHd. llocrapaiitech
n30aBUTBCS OT KECTOB, IEMOHCTPUPYIOIINX Ballle BOJHEHHE (KOTa KPYTATCS PYUYKHU, TepeOsTcs
IYTOBHUIIBI, 3aJaMbIBalOTCA Manblibl). Mcrnonb3yiiTe ecTbl — BbIpa3uTeNIbHbIE, ONUCATEIbHBIE,
HoJipakaTeybHble, YKa3yIOLUe — JUIsl TOJIHOTHI IIepejaur BallluX MbICIEH.

e YCTaHOBUTE 3pUTEIIbHBIN KOHTAKT C ayauTopueil. He crout Bce BpeMsi CMOTPETh B OKHO,
OIlyCKaTh I1a3a WUJIM COCPE0TauuBaAThCS Ha TekcTe. CTapaliTech 3pUTENbHO OOIIATHCS CO BCEMU
CITyIIATeINs MU, TIEPEBOJIS B3TJIST OT ONHUX K ApyruM. He oOparmiaiite BHUMaHKE Ha OMO3/1aBIINX U
HE MpepbIBaeTe CBOM Jlokiiaj 3ameuanussMu. Ho BMecTe ¢ TeM cienuTe 3a peakuuel myOoInKu Ha
Ballle BBICTyIUIEHHUE (000peHue, YCTaloCTh, MHTEPEC, CKYKYy) M €CIIH CMOXXETE, BHOCHUTE
KOPPEKTHBBI B PeYb C LIEJIbI0 OBBILICHHSI HHTEPECA K €r0 COJEPIKAHUIO.

e OTBe4aTh Ha BONPOCHI B KOHIIE BBICTYIUIEHUS HaJ0 KpaTKO, YETKO W YBEpPEHHO, 0e3
JMIIHUX noJpoOHocTel 1 noBTopoB. IlocTapaiitech mpeayraaarh BO3MOXKHBIE BOIIPOCHI CBOMX
CIIyIIaTeJIeN U MOATOTOBUTHCA K HUM 3apaHee. Ho eciu citydntes, 4TO BBl HE 3HA€TE OTBETA HA
3a/laHHBIM BaM BOIIPOC, HE OOWTECh B TOM MPU3HATHCSA. ITO 3HAUUTEIBHO JyYllle, YeM OTBEYATh
HE 10 CYLIECTBY WJIM OTIIYYHBATHCS.

e [IpoBeuTe reHepanbHyIO0 PENETULIMIO CBOETO JIOKJIaAa Nepes] IPpYy3bsMU UIIN OJTU3KUMH.
OTO TOMOXET 3apaHee BBISIBUTh HEKOTOPbIE HEIOCTaTKU — CTHJIMCTHUYECKH Cla0dble MecTa,
TPYAHOIIPOU3HOCHUMBIE CJI0Ba M (Ppasbl, 3aTSHYThIe BO BpeMEHU 4yacTH U T.1. [Ipoananusupyiite
CBOIO JIMKIIMIO, MHTOHAIIMH, JKecThbl. CaenaiiTe Tak, YTOObI OHM TOMOTAJIM, @ HE MEIIAIH YCIIEHIHO
MPEJICTaBUTh MYOJIMKH MOATOTOBIEHHBIA BaMU JOKJIAJ.

IIpe3eHTanust — COBpEMEHHBII CIIOCOO YCTHOT'O MJIM TMCBMEHHOTO Mpe/ICTaBIeHNs HH(OpMaLIUn

C UCITOJIb30BaAaHHUEM MYHBTHMCHHﬁHBIX TEXHOJIOTHIA.
CymeCTByeT HCCKOJIbKO BAPUAHTOB Hpe3eHTaHHﬁ.

e [Ipe3eHTanus Cc BHICTYIJIEHUEM JIOKJIaI4UKa

e [Ipe3eHTanus ¢ KOMMEHTapUsAMHU JAOKJIAIUMKa

e [IpezeHTanus sl CaMOCTOSTENILHOTO MIPOCMOTPA, KOTOpasi MOKET JAEMOHCTPUPOBATHCS
nepes ayIuTopuei 6e3 ydacTust JOKJIaauuKa.
[ToaroToBka mpe3eHTalMy BKIIOYAET B €051 HECKOJIBKO 3TAIOB:

1. IlnanupoBaHue npe3eHTalun
OT 0TBETOB Ha 3TU BOMPOCHI Oy/IET 3aBUCETh BCE OCTPOCHUE PE3EHTALIUN:

® KaKoOBO IMpeJHa3HAuYE€HUE U CMBICI MPE3eHTALUU (IEMOHCTpALUsl pe3yIbTaTOB HAyYHOU
paboThl, 3a1IUTa JUIUIOMHOTO MPOEKTa U T.J.);



® KAaKyl POJb OyJeT BBIMOJHATH MPE3CHTAIMS B XOJE BBICTYIUICHUS (COMPOBOKICHHE
JOKJIaJia WK €ro WILTIOCTPALIN);

® KaKOBa IIeJIb Mpe3eHTauuu (MHPOPMHUPOBAHUE, YOKICHUE UITH aHAIIN3);

e Ha Kakoe BpeMsl paccudTaHa Impe3eHtanus (Koporkoe - 95-10 MuHYT WM
POJOJDKUTENBHOE - 15-20 MUHYT);

® KakoB pa3Mep W cocTaB 3putenbckod aymautopuu (10-15 dyemoek wumm 80-100;
MpenoaaBaTeiy, CTYACHThI UM CMEILIEHHAs ayAUTOPHS).
2. CTpykTypupoBaHue HHGOPMAITHH

e B Ipe3eHTAlMU He JoJbKHA ObITh MeHee 10 craiios, a o0miee MX KOJIMYECTBO MPEBBIIIATh
20 - 25.

® OCHOBHBIMH MPHHLUWNAMH TPU COCTABICHHHM NPE3CHTAIMU JOJDKHBI OBITH SICHOCTb,
HarJsJHOCTh, JIOTUYHOCTh U 3alI0MMHAEMOCTb;

e [Ipe3eHTalMs JO0JDKHA HMMETh CLEHapuil M YeTKyl CTPYKTypy, B KOTOpoHl OyayT
OTpa)XCHbI BCE IPUYMHHO-CIICCTBECHHBIE CBS3H,

e paboTa HaJ NMpe3eHTaluell HAaYMHAETCS TOCIIe TIIATEILHOT0 00YMBIBAaHUS M HAITMCAHUS
TEKCTa J0KJIaJa, KOTOPhIH HEOOXOAMMO pa30uTh Ha (parMeHThl U OOO3HAUUThH CBS3aHHBIE C
KQKIBbIM U3 HUX 3a/1a4y U JEHCTBUS;

® [IEPBBIM IIar — 3TO ONpPEJEJICHUE TJIaBHOM MJIEH, BOKPYT KOTOpOW OyAeT CTPOUTHCS
IIpEe3CHTALINS;

® 4acTh MH(POPMALMU MOXKHO IE€PEBECTH B JIBa THIIA HAIJISIIHBIX IOCOOMI: TEKCTOBBIE,
KOTOPbIE TIOMOTYT CIIYIIATENISIM CIEIUTh 33 XOJI0M Pa3BepThIBAHUSA apryMEHTOB U rpaduyeckue,
KOTOpBIE€ WUTFOCTPUPYIOT IJIaBHbIE MYHKTHI BBICTYIUIEHHS U CO3AAI0T SMOLIMOHAIbHbIE 00pa3bl.

® CIOJKETHI IIPE3EHTALMM MOTYT Pa3bsCHATh WM WUIHOCTPUPOBATH OCHOBHBIE MOJIOXKECHHUS
JIOKJIaJla B CaMbIX pa3HOOOPa3HBIX BapUaHTaX.

OueHb BayKHO HAWTH MPABUJIbHBIN OallaHC MEXKAY PEUBIO TOKJIAUNKA U COIIPOBOKAAIOLIUMHU
e€ MyJIbTUMEIUNHBIMU 3JIEMEHTaMU.
Jis1 3TOTO LIETECO00pa3HO:

® ONpEeleNuTh, YTO OYyAET NPEACTaBICHO Ha KaXXJOM claije, 4To OyneT B 3TO BpeMs
TOBOPUTHCS, KaK Oy/ET cAeNlaH Nepexo/] K CIEeAYIOIIeMy claiay;

® CcaMbI€ BaXKHBIE MJIEU U MBICIIU OTPa3UTh U Ha ClIalijaX U IPOU3HECTH CIOBAMM, TOI'/1a KaK
BTOPOCTENEHHbIE — 100 CI0BaMH, JIMOO Ha claiaax;

e pHOpMalMIO Ha claiiax NpPeACTaBUTb B BHUAE TE3MCOB — OHU CONPOBOKIAIOT
MOAPOOHOE U3JIOKEHUE MBICIIEH BBICTYMAIOIIETO, a HE HA000POT;

e Ul pa3bsICHEHUS MTOJIOKEHUH JOKIIaJa NCII0JIb30BaTh Pa3HbIE BUJIBI CIIANI0B: C TEKCTOM,
C TabJmuamH, ¢ JuarpaMMamu;

e J100as npe3eHTalus J0KHA UMETh COOCTBEHHYIO ApaMaTypruio, B KOTOPOH €CTh:

«3aBsi3Ka» - MpOOYXJAEHHE HMHTEpeca ayJIuTOpUU K TeMe COOOLIeHUs (SIPKUIl HarJIsIIHbIN
nmpuMep);

«pa3BUTHE» - JIEMOHCTpAIUsl OCHOBHOM MH(pOpMAIMK B JIOTMUECKOHN MOCIEe10BaTEIbHOCTH
(uepenoBaHNE TEKCTOBBIX U IpapUUECKUX CIaiI0B);

«KyTbMUHAIUS» - TPEJICTaBJICHHE CaMOTO  TJIABHOTO, HOBOTO, HEOXHUJIAHHOTO
(SMOITMOHATILHBINA PEUEBOM WU HILTIOCTPATUBHEIN 00pa3);
«pasBsi3ka» - (QOPMYJTUPOBAHWE BBHIBOJIOB WM TPAKTHYCCKHX PEKOMEHIAIIHA
(Bumeopsin).

3. OdopmneHue npe3eHTauu
OdopmieHune mpe3eHTaIuy BKIIIOYAET B €05 CIEAYIONIYI0 0053aTeIbHYI0 HHPOPMAIIHIO:
TUTyIBHBIN TUCT

- IPE/ICTaBISET TEMY JI0KJIa/1a U UMS aBTopa (UM aBTOPOB);



- Ha 3aIllUTe KYpCOBOW MJIM AUTUIOMHON pabOThI YKa3bIBAaeT (DaMUIIMIO U HHULIUAIIBI HAYYHOTO
PYKOBOJMTEIIS NN OpraHU3ALINY;

- Ha KoH(epeHUIX 0003HaYaeT AaTy U Ha3BaHUe KOH(epeHINH.
[Tnan BBICTYIUICHUS

- (hopmynupyet ocHOBHOE coaeprkaHue nokiaaaa (3-4 myHkra);
- (pukcupyet mops 10K U3I0KEHUS HHPOPMAIIHH;
CopepxaHue pe3eHTaluu

- BKJIFOYAET TEKCTOBYIO U TpadUyecKyr0 HHPOPMAIHUIO;

- WUTIOCTPUPYET OCHOBHBIE TYHKTHI COOOIIEHUS;

- MOXKET MPEJICTaBIATh CAMOCTOATEIbHBIA BApHAHT JJOKJIA/IA;
3aBeplleHue

- 000011aeT, MOABOIUT UTOTH, CYMMHPYET HH(DOPMAIIHIO;

- MOKET BKJIFOUATh CIHCOK JTUTEPATYPHI K TOKIAY;

- COJICPXKHT CJIOBA 0JIar0JapHOCTH ayAUTOPHH.

4. JInzaitn npe3eHTaluu

TexcToBoe opopmiieHHE

e He cTouT 3amofHATh Cai]l CIUIIKOM O0NbIIUM 00beMOM MH(OpPMALIMK - JTyYIIe BCETO
3aroMUHAaIOTCs He Oolee 3-X (pakToB, BEIBOJIOB, OMPEICICHUN.

e OnITUMabHOE YHCIIO CTPOK Ha craiine — 6 -11.

e KopoTkue ¢pa3pl 3allOMHHAIOTCS BU3yalbHO Jydme. [IyHKTBHI mepedHeil He TOJKHBI
IPEBBIIATH JBYX CTPOK Ha (pa3y.

e Hanbonbimass 3¢p(eKTUBHOCT JOCTUTaeTcs TOrja, KOrja KJIIOUEBble ITYHKTHI
0TOOpaXkaroTcs MO OJIHOMY Ha Ka)kJIOM OTAEJIbHOM cliaiijie

e EciM TEKCT COCTOMT M3 HECKOJIbKHMX a03aleB, TO HEOOXOAMMO YCTaHOBUTH Kpac-HYIO
CTPOKY ¥ MHTEpBAJ MEX/1y a03aliaMu.

e KimtoueBble ciioBa B HMH(OPMALIMOHHOM OJIOKE BBIAEISAIOTCS IBETOM, IIPUPTOM WIH
KOMITO3UIIMOHHO.

e llndopmanuio mpeanoyTUTeNbHee pacnojiaraTh TOpU30HTAIbHO, Hauloiee BaXKHYIO - B
LIEHTpE IKpaHa.

eHe cnenyer 310ynorpeOiasTh OOJBIIMM  KOJWYECTBOM  IPEAJIOTOB, Hapeuuil,
npusaraTeIbHbIX, BBOJHBIX CIIOB.

e [{udpoBbie MaTepHaibl Jydllle MPEJCTaBUTh B BUAE IPa(UKOB U TUarpaMM — TaOJIUIbI ¢
U(POBBIMU TaHHBIMH Ha Cllaiiie BOCIPUHUMAIOTCS MJI0XO.

e HeoO6xoaumMo 00paTuTh BHUMaHHUE Ha TPAMOTHOCTh HamucaHus TekcTa. OmmOKH BO BeCh
9KpaH MPOU3BOJAT HEMPUATHOE BIICUATIICHUE

[pudrosoe opopmieHue

o [HIpudts! 6e3 3aceuek (Arial, Tahoma, Verdana) unrtatorcs jerde, uem rporecku. Hembzs
CMEIINBaTh Pa3JInYHbIC TUIIBI MIPU(TOB B OAHOM NMPE3EHTAIUH.

o [IIpr¢TOBOI KOHTpPACT MOXHO CO3/aTh MOCPEICTBOM pa3Mepa MIpU(Ta, ero TOJIIHHBI,
HauepTaHus, (OPMBI, HAPABICHUS U 1[BETA,

e J{71s1 3aronoBka rogutcs pasmep mpudra 24-54 nyHkra, a A Tekcra - 18-36 myHKTOB.



¢ KypcuB, momdepkuBaHue, KUPHBIM MPU(PT HUCHOIB3YIOTCS OTPAaHUYCHHO, TOIBKO IS
CMBICJIOBOTO BbIIETICHUS] ()parMEHTOB TEKCTA.
e JI7151 OCHOBHOT'O TEKCTa HE PEKOMEHIYIOTCS MPOIUCHBIE OYKBBI.
LIBeToBOE OOpMIIEHHE
¢ Ha ogHOM craiizie He ucrosb3yercs: 6osee Tpex [BETOB: (POH, 3ar0JI0OBOK, TEKCT.
e [[BeT mpudra 1 uBeT hoHa JOIKHBI KOHTPACTHUPOBATH — TEKCT JOJIKEH XOPOIIO YUTAThCS,
HO HE pe3aTh riasa.
o J[ns hoHA MpeAmOYTHTETHHEE XOJIOIHBIC TOHA.
o CymiecTBYIOT HE coueTaemble KoMmOuHanuu 1BeToB. OO0 3TOM MOXHO y3HATh B
CIIELIMATIbHOM JIUTEPATYpE.
e YepHbIil 1IBET MMEET HETATUBHBIA (MpayHbIA) MOATEKCT. benplli Ha YepHOM YWTaeTCs
IJ10XO.
¢ Ecniu mpe3eHTanust OoJibliasi, TO €CTh CMBICH pa3JeUTh €€ Ha YacTH C MOMOIIbIO I[BETa —
Pa3HbBIN IIBET CIIOCOOCH CO3/1aBaTh Pa3HbIA SMOITMOHAIBHBIA HACTPOM.
¢ Henb3s BEIOMpPATh POH, KOTOPBINA COACPKUT aKTUBHBIN PUCYHOK.
Komno3ummonnoe oopMicHue
e CnenyeT cobmo1aTh eIMHBIN cTUIb odopMieHHs. OH MOXKET BKJIIOYATh OMPECICHHBIH
mpudT (rapHUTypa U 1BeT), OH IBeTa WiIH (OHOBBI PHCYHOK, JIEKOPATUBHBIM AJIEMEHT
HEOOJIBIIIOTO pa3Mepa H T.I.
¢ He npuemieMsl CTUITH, KOTOPbIE OyAyT OTBJIEKATh OT MPE3CHTALIUU.
e KpymHble 00beKThl B KOMIO3HUIIMH CMOTPATCS HEBAXKHO.
¢ BecriomorarensHas nHopmanus (ynpapisioliue KHOMKH) HE JTOJDKHA MpeodiiagaTh Haj
OCHOBHOM (TE€KCTOM U WJUTIOCTPALIUEH ).
o J5151 cepbe3HOM Mpe3eHTaluN OTOMPAIOTCsI AOIOHbI, BHIIIOJIHEHHBIE B IEJIOBOM CTHUJIE.
AHuMaimonnoe opopmieHue
o OCHOBHAsI POJIb AHWMAIIMH — JIO3UPOBAaHUs WHGPOpPMAIUU. AYIAUTOpHUS, KaK IPaBUIIO,
Jy4Ilie BOCIPUHUMAST HHPOPMAITUIO TIOPIUSMHU, HEOOJIBIITMMHE 3PUTEITBHBIMU (PparMEHTAMH.
e AHUMAIIUS KCIIOJIb3YeTCS ISl MPHUBJICYEHUS BHUMAHUS WIM JEMOHCTPALUU Pa3BUTHS
Kakoro-ianbo mpoiiecca
eHe crout 310ynoTpebnsaTh aHMMAIMOHHBIMH 3(deKTamu, KOTOpbIE OTBIEKAIOT OT
COJIepKaHusl WIM YTOMIISIFOT TJ1a3a YUTAIOLIETO.
® Oco0eHHO HeXeNnaTelbHO YacToe UCIOIb30BaHUE TAKUX aHUMAIMOHHBIX 3(PPEKTOB Kak
BBLIET, BpallleHHEe, BOJIHA, TOOYKBEHHOE MOSBICHHE TEKCTA.
3ByKOBOE OhopMIIeHUE
® My3bIKallbHOE COMPOBOXKIEHUE MPU3BAHO OTPA3UTh CYTh W MOTYEPKHYTh OCOOEHHOCTH
TEMBI CJlaii/1a WJIA BCEH MPE3EHTALNH, CO30aTh ONMPEACICHHBIN YMOIMOHAIIbHBIA HACTPOM.
e My3bIKy II€7€CO00pa3HO BKIIOYaTh TOT/A, KOI/Aa NMpe3eHTauus HJeT 0e3 CIOBECHOro
COIIPOBOXKACHHS.
® 3BYKOBOE COIPOBOXKACHHE HCIOIb3YETCS TOJIBKO MO HEOOXOAWMOCTH, IMOCKOJIbKY Jaxe
(dhoHOBast TUXast My3bIKa CO3J]ACT UBTUIITHUH IIIYM U MEIIaeT BOCIPUSITHIO COJICPKAHUSI.
e HeoOxoqumo BBIOpaTh ONTUMANBHYIO TPOMKOCTh, YTOOBI 3BYK OBUT CIBIIIAH BCEM
CIIylIaTeseM, HO He OB OTIYIIUTEIbHBIM.
I'paduueckoe opopmieHue
¢ Pucynku, potorpadumn, quarpaMmbl IpU3BaHbI JOMIOJIHUTH TEKCTOBYIO HH(OPMAIIUIO WITH
nepenaTth e€ B 0oJiee HArJISAHOM BUJIE.
e Henb3st mpencTaBisiTh PUCYHKH W (POTO TUIOXOTO KadyecTBa WIIM C HCKaKEHHBIMU
MIPOTIOPITUSMHU.
¢ XXenarenpHo, 4TOOBI M300pakeHHE OBLIO HE CTOIBKO (POHOM, CKOIBKO HILTIOCTpAIlUeH,
PaBHOI 110 CMBICITY CAMOMY TEKCTY, YTOOBI TOMOYB TIO-HOBOMY TOHSTh U PACKPBITH €TO.
e Cnenyer wu30eraTb HEKOPPEKTHBIX WJUIIOCTpAIMii, KOTOpblE HENPAaBUIBHO WM
JIBYCMBICIICHHO OTPa)Kat0T CMBICT HH(POPMAIUH.



e HeoOxomuMO 103a00TUThCA O PAaBHOMEPHOM U pAIMOHAJIBHOM  HCIIOJIb30BaHUH
IPOCTPAHCTBA Ha CJaiijie: eCIIU TEKCT IMEPBUUCH, TO TEKCTOBOM ()parMeHT pa3MeIlacTcsi B JIEBOM
BEPXHEM YTy, a TpaduecKuii pUCYHOK BHU3Y CIIpaBa U HA000OPOT.

e luttocTpanuu peKOMEHIYeTCs CONPOBOXKIATh IOSICHUTENBHBIM TeKcToM. [lommucn k
KapTHUHKaM JIy4Ille BBITIOIHATH COOKY MJIM CHU3Y, €CJIH ATO TOJIBKO HE Ha3BaHUE CaMOTo CiIaija.

¢ Eciu rpadudeckoe n300pakeHHEe UCTIONIb3YyeTCs B KauecTBe (DOHA, TO TEKCT Ha 3TOM (oHe
JIOJKEH OBITh XOPOILIO YUTAEM.

TaOauuel 1 CXeMBI

e He crouT BCTaBIATH B PE3EHTALNIO OOJbIINE TaOIHUIIBI — OHU TPYIHBI IS BOCIPUSATHSL.
Jlydie 3aMeHUTh UX rpaduKaMu, TOCTPOSHHBIMU Ha OCHOBE ATHX Ta0JIUII.

e Ecitn Bce ke TabiuIly mokas3arh Haslo, TO CJIEAYET OCTAaBUTh KaK MOYKHO MEHBINIE CTPOK U
CTOJIONIOB, 0TOOPAB M Pa3MECTUB TOJIBKO CaMbl€ Ba)KHBIC JaHHBIC.

e [Ipu ucronp30BaHMM CXEM Ha ciaijgaXx HEOOXOIUMO BBIPOBHATH PS/IbI OJIOKOB CXEMBI,
paccTosiHue MEXIy ONoKamMu, 100aBUTh COCAMHUTENIBHBIE CXEMbI MPU MOMOIIY MHCTPYMEHTOB
ABTOoduryp,

e [Ipu cozmannu cxeM HYXHO yYUTHIBATh CBSA3b MEXK/I1Y COCTABHBIMU YAaCTAMU CXEMBI: €CIIH
OHM PaBHO3HAYHBI, TO 3aMOJHAIOTCS OIHUM IIPU(TOM, (OHOM U TEKCTOM, €CIH €CTb
nepBOCTENeHHAass WH(OpMaIys, TO OHAa BBLACTAETCS OCOOBIM CHOCOOOM C  TIOMOIIBIO
OpraHU3alMOHHBIX AUATPAMM.

Aynuo u Buzieo ohopmiieHuE

e Buneo, KMHO W Tele Marepuaibl MOTYT OBITH HCIOJIB30BaHBI MOJHOCTBIO WM
(parmMeHTapHO B 3aBHCUMOCTH OT IIeJIeH, KOTOPbIE IPECIICTYIOTCS.

e [IpotomxuTenbHOCTD (pUIIbMa HE TOJDKHA MpeBbIaTh 15-25 MuHyT, a ¢pparmenrta — 4-6
MUHYT.

e Henb3st ncnonp3oBath qBa (priibMa Ha OTHOM MEpOIPUSATHH, HO TIOKa3aTh (parMeHTsl U3
JBYX (DMIIBMOB BIIOJIHE BO3MOJKHO.

IMMoaroroBka k 3a4éTy / 3K3amMeHy. [ 0TOBUTBCA K 3a4€Ty / 9K3aMEHY HYXKHO 3apaHee U B

HCECKOJIBKO 5TaIlOB. HJ’IH 9TOTI'O:

e [[pocmaTpuBaiiTe KOHCIIEKTHI JICKITUN Cpa3y MOCIE 3aHATHA. DTO TTOMOXKET pa3odpaThes ¢
HCIMMOHATHBIMU MOMCHTAMH JICKIIMKM W BO3HUKIOMMHU BOIIPOCAMH, IIOKa CIIC JICKIUSA CBCXKa B
MaMATH.

e bersio mpocMarpuBaiiTe KOHCHEKTHI JO Haydaja CJIEAYIOUIEro 3aHsATHs. JTO IO3BOJMT
«OCBCKUTH» NPCABIAYIIYIO JICKIIUIO U TIOATOTOBUTLCS K BOCIIPHUATHUIO HOBOT'O MaTCpuala.

e Kaxx/1yto HeZieno 0OTBOIUTE BpeMs JIsl HOBTOPEHUS MIPOIIEHHOT0 MaTepuaa.
HenocpeacTBeHHO npH MOATOTOBKE:

e YIIOpsi10YbTE CBOM KOHCIIEKTHI, 3aIIMCH, 33/IaHHUS.

o [[pukuHbTEe BpeMs, HEOOXOAUMOE BaM Ui TOBTOPEHHUs Kaxkaod dYactu (610Ka)
MaTrepuaa, BBIHOCUMOTO Ha 3a4er.

e CocTaBbTe pacMCaHHE C yYETOM CKOPOCTH MOBTOPEHHUS MaTepuaa, uisi Y4ero

e Pazniennute Bompochl s 3auéra / SK3aMeHa Ha 3HAKOMbIE (MO JIEKIIMOHHOMY KYpCy,
CeMHHapaM, KOHCIEKTUPOBAHUIO), KOTOPbIE MOTPEOYIOT UL MOBTOPEHHUS U HOBBIE, KOTOPHIE
MPHUACTCS OCBaMBATh CAMOCTOATENbHO. HauHHTE ¢ TEM XOPOIII0 BaM U3BECTHBIX M 3aKPEIUTE UX C
MOMOIIbI0 KOHCTEKTa M y4eOHHKa. 3aTeM MOMOJHUTE CBOW TEOPETHYECKH Oara’k HOBBIMHU
3HAHUSAMU, 00S3aTEIHHO BOCIIOIH30BABIINCH PEKOMEHIOBAHHOM JIMTEPATYPOH.

e [[paBUIBHO KUCIIONB3YITE KOHCYIBTAIIMU, KOTOPBIE POBOAMT IpenoaaBarens. [Ipuxonure
HAa HHUX C 3apaHee MpopabOTaHHBIMU CAMOCTOSTEIHHO BOMPOCaMU. BBl MOXKETe MOIYy4UTh
Pa3bICHEHHE T10 TTOBOY CJIOKHBIX, HE O KOHIIA MOHATHIX TEM, HO HE PaCCUNTHIBAHTE BO BpEMS
KOHCYJIbTAIIMH Ha NCUYEPIBIBAIOIIYIO HHGOPMAITUH TI0 COJIEPKaHUI0 BCETO Kypca.



