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JIucr aktyanusanuu padoueii nporpaMmbl

PaGouast mporpamMma repecMoTpeHa, 00CyKaeHa 1 0100peHa s peanuzaruu B 2023 - 2024
y4eOHOM roly Ha 3acefaHuu Kageapsl ['ocyaapcTBEHHOTO0 MyHHIIMITAILHOTO YIIPABICHUS U

IIporokomor 20 1. Ne

3aB. kadeapoii H.P. BanbiHckas

Pabouas nmporpamma nepecMoTpeHa, 00cyxaeHa u ogodpena st peanusanuu B 2024 - 2025
y4eOHOM rojy Ha 3aceqaHuu kadeapsl ['oCcyqapCTBEHHOTO MyHHIIUIIAIBHOTO YIIPABJICHUS

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

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

[Iporokom ot 20 . Ne

3aB. kadeapoii H.P. Banbrackas

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

[Iporokom ot 20 1. Ne

3aB. kadenpoii H.P. BanbiHckas




1 Iles1u ocBOEHUSI T CHMUTLTHHBI (MOLYJI51)

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

2 MecTo JUCHMIIMHBI (MO1YJIsI) B CTPYKTYpe 00pa30oBaTe1bHOIi POrpaMMbl

HucuuiuinHa ~ JIoKyMeHTHpOBaHUE  yNPABICHYECKOM  JIEATEIbHOCTH  BXOJIUT B
00s13aTeNpy10 YacTh yueOHOI0 IIaHa 00pa30BaTeIbHON IPOTrPAMMBI.

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

JlenoBasi KOMMYHHKaIMsl HA PyCCKOM SI3bIKE

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

VYpasineHue CTOUMOCTBIO KOMITAHUH

VYnpasieHue npoeKkTamMmu

MeToabl IPUHATHS YIIPABIEHUECKUX PEIIeHUI

[IpaBoBeneHue

VYnpasienue puHaHcaMu PeIPUATUS

[IpoekTHas 1esTeNBHOCTD

3 Komnerenuun odyyaromierocs, popMupyemMbie B pe3y/ibTaTe 0CBOEHUS

AUCHMILIMHBI (MOAYJIS) U IVIAHUPYEMbIe pe3yJibTaThbl 00y4YeHUs1

B pe3ynbraTe ocBOEHUS AUCHUIUIMHBI (MOAYNs) «JlOKyMEHTUpOBaHHUE YIIPAaBICHUECKOM
JeSTEIbHOCTH 00yUaroUiics JOHKEH 001ajaTh CIEIyOIUMHA KOMIETEHIUAMU:

KO[[ HHJUKaTopa I/IHILI/IKaTOp JOCTHIXXCHUA KOMIICTCHIIN

VYK-4 Cnoco0eH OCyIIECTBIATh JIEIOBYI0 KOMMYHHKAIIMIO B YCTHOM M MUCBMEHHOW (opMax Ha
roCyJIapCTBEHHOM si3bike Poccuiickoil Denepaiy 1 MHOCTPAaHHOM(BIX) A3bIKe(aX)

YK-4.1 Boi6upaer ctuib oOLIEHHSI HA PYCCKOM SI3bIKE B 3aBUCMMOCTH OT LIETH U
YCIIOBUH MapTHEPCTBA; aJalTUPYET peub U CTHIIb OOLIEHHS K CUTYalUsM
B3aUMOJCHCTBUSA

YK-4.2 Bener nenoByro nepenucky Ha pyCCKOM M MHOCTPAHHOM SI3BIKAX C YYETOM
0COOEHHOCTEM CTMIIMCTHKU O(UIMAIBHBIX MHCEM M COLMOKYJIbTYpPHBIX
pazanyui

YK-4.3 Boimonuser st IMYHBIX 0 Leded  mepeBod  OQUIMANBHBIX U
npoeCCHOHATBHBIX TEKCTOB C HMHOCTPAHHOTO S3blka HAa PYCCKUH, C
PYCCKOIO SI3bIKa Ha HHOCTPAHHLIN

YK-4.4 [IyOnu4HO BBICTYymaeT Ha PYCCKOM SI3bIKE, CTPOUT CBOE BBICTYIIEHUE C
YUETOM ayJIMTOPHUH U 11eJIU OOLIeHUs
YK-4.5 VYCTHO mpeacTaBisieT pe3ysbTaThl CBOEH NEATENBHOCTH HAa WHOCTPAaHHOM

SI3BIKE, MOYKET HOAJIEPKATh PA3rOBOP B XOAE€ UX 00CYKICHUS




4. CTpyKTypa, 00bEM U COepKaHNe TUCUMTILTHHBI (MOIYJIs1)
OO0mmast TpyI0eMKOCTh TUCIHHILTUHBI cocTaBiseT 3 3aueTHbIX eauHui 108 akan. gacoB, B ToM

HHUCJIC:

— KOHTaKTHas pabora — 73,9 akaj. 4acoB:

— ayauTOpHas — 72 aKaJ. 4acos;

— BHeayautopHas — 1,9 akan. 4acos;
— camocTosTenpHas padora — 34,1 akaz. 4acos;

— B (popMe npakTHuecKoi moarotoBku — 0 akas. 4yac;

dDopMa arrecraluu - 3a4cT

AypauropHas 5 o
KOHTaKTHasI =
o 6 E z ®dopMa TeKyIIero
Paznen/ Tema 3 o o = g Brx KOHTPOIA Kon
B aKaj. yacax g .
g ( A ) 3 ©| caMoCTOSTENIBHOM | yCIIeBaeMOCTH 1
JACIUTUTAHBI 5 [ .. |xomnereHuun
@) s g & padoThI TIPOMEKYTOUHON
na0. | mpakT.| S\
Tex. - EaH 5 g aTTecTaluu
1. Teoperuueckue OCHOBBI
JICJIOTIPOU3BOJICTBA OPraHH3AIIHH.
1.1 Uudopmaius, ee KpPUTCPHUU.
Joxyment. PekBm3utr moxymeHTa.
Oynkiyu nokymenta. KOpunudeckas
cuIia JJOKyMeHTa. J{enonpon3BoicTBo,
JIOKYMEHTUPOBAHUE.
Y P CamocTosiTenbHOe
JIoOKyMEHTaIlMOHHOE obecrieueHne
H3yYCHHE
YHpaBJICHHUSL. JIoKyMeHT0000pOT. SoGHOM 1 Ve rHbI OMDOC
Knaccugpukanus JIOKYMEHTOB. yHa aHOi TMpose KI; ’ VK-4.1,
Cranpmapruzaims u  yHHukanus| 3 | 6 6 5 J'II/ITCy ATVDDI I/IHZLI/IlfI/IZl :ﬂbﬂm VK-4.2,
JIOKYMEHTOB. YHuduuupoaHHas Paé)OT;IE 3a/:1az1/1171 YK-4.3
cuctema  gokymeHtammu  (YCJ). SCKTPOHHBIMI ’
Cucrembl JOKyMEHTAUH. [IPHHIAITBI
HOKY H PHHIL O6ubmmorekaMun
JICITOTIPOU3BO/ICTBA.
HopmaTtusHO-MeTOANUECKAS 6aza
JIOKYMEHTUPOBAHHUS yIPaBICHUCCKON
JIESTEIbHOCTH u OpraHu3alyu
paboThI ¢ JOKYMEHTAMH.
HWroro no pazaeny 6 6 5
2. O6mme mpaBwia  oGOPMIICHHS

YHPABJICHYCCKUX JTJOKYMCHTOB.




21 roct P 6.30-2003
«YHubUINpOBaHHEIE CHCTEMBI
JOKyMEHTAllMU. Y HUDUIIMPOBaHHAS
cucrema
OPTaHM3AIMOHHO-PACIOPAIUTEIHLHON
JIOKYMEHTAIHH. TpeboBanus K
0 OpMIICHUIO JIOKYMEHTOB".
Pexsusur 01- ['ocynapcTBeHHBIN Tep0
P®. Pexuzur 02- I'ep6 cyOonekra PO
W MyHHIUNAIBHOTO 00Opa3oBaHus.
PexBusur 03 -DMOnema opranuzanuu
WM TOBapHbIA 3Hak. PexBusut 04-
Kon opranuzammu. PekBusutr 05-
Vka3zanue Ha OCHOBHOM
TOCYapCTBEHHBIH PEerHCTpaliOHHbIH
Homep npeanpustus.Peksuzur  06-
Vka3aHue Ha HICHTH(OUKAIUOHHBIH
HOMED HAJIOTOTLIATEIBIINKA/ KO
NPUYUHBl  TIOCTAaHOBKM HA  ydeT.
PexBuzut 07- Kon (hopmbl
JIOKyMEHTA. PexBusur
08-HaumenoBanue OpraHu3alIHH.
PexBuszur 09-CripaBouHbBIC CBEICHHS
00 opranmsanuu. Pexsusur 10-
HaumvenoBanme BHAa JOKyMeHTA.
PexBuszur 11- Jlata gokymeHTa.
PekBusur 12-  PeructpanvoHHBINH
HOMEp JOKyMeHTa. PexBm3ut 13-
Cchllka Ha PerucTpalioOHHBIA HOMEp
W Jaty JAOoKyMeHTa. PekBuzur 14-
MecTo COCTaBIICHHS WM HW3IaHHS
nokymeHra. PexBusur 15- Ceenenus
00 anpecare. PekBusur 16 -I'pud
YTBEPXKICHUSI NOKyMeHTa. PeKkBU3UT
17-Pe3omtonus. PexBuzur
18-3aronoBok k Tekcty. PekBuzur 19-
Otmerka o koHTposie PexBusur 20-
Tekct nmokymenra. PekBusutr 21-
OTMeTKa O HaJIMYUU IPEJIOKEHHH.
Pexsusur 22- I[Moanuce. PexBusur 23-
T'pud cormacoBanusi JAOKyMEHTA.
PexkBuzur 24- Busbl cornacoBaHus
nokymeHnra. PexBusur 25- Ileuats.
PekBuszur 26-OTMeTKa O 3aBEpeHHUH
koruu. PekBuzur 27- OtmeTrka 00
ucnonuutene. Pexsusur 28- OTMmerka
00  HUCIOJIHEHMHM  JOKYMEHTa W
HaNpaBIeHHH €ro B Jesio. PexkBu3uT
29- OrMerka O  MOCTYIUIGHHH
JTOKYMEHTA. PexBusur 30-
Wnentnduxatop 31eKTPOHHON KONUH
JIOKyMEHTA.

CocraB PEKBU3UTOB, ux
MECTOPACIIONIOKEHIE HA JTOKYMEHTE.
Dopmyisip-o6paser T0KyMeHTa.

CaMocCTosATEIbHOE
H3yYCHHE
yueOHoil
HAyJHOU
JIUTEPATYPBI
Pabora ¢
3JIEKTPOHHBIMHU
OubIMOTEKAMHU

YcrHbIN ompoc.
[IpoBepka
WHIUBUTY AJTbHBIX
3aJJaHUM

VK-4.1,
YK-4.2,
VK-4.3




Uroro mo pazneny

3. Oco0EHHOCTH  COCTaBJIEHHUS
OQOpPMJICHHUSI  OCHOBHBIX
VIIpaBJIEHHS.

u

JOKYMCHTOB

3.1 OcHOBHBIE TPYMIBI JOKYMEHTOB.
HopmartusHbie JOKYMEHTBI
TOCYTapCTBEHHBIX OpraHoB.
OpraHu3alHoOHHbIC JIOKYMEHTBI
TPEANPHSITHUS. JIOTKHOCTHBIE
UHCTPYKIHH. PacniopsimutenbHbIe
JIOKYMEHTBI TMPEANpHUATUsA. [IpUKa3sl
mo OCHOBHOM JIeSITEIIbHOCTH.
Pacnopsbkenus, penieHus.
MHubopMannoHHO-CTIPaBOYHBIC
JIOKYMEHTBI. [IpOTOKOJIBI, TOJIHAS |
Kpatkas ¢opmMa uX OPOPMIICHHUS.
AKTHI. City)xeOHbIe u
o0bsicHUTENbHBIE 3amicKu. CIIpaBKy.
CnyxeOHble JTOBEPEHHOCTH. [IncbMa,
UX  KiaccuuKanus,  CTPYKTYpa,
CTaHJapTHBIE (pa3bl M BBIPAKEHUS.
Hopmbl oduImasbHO-AeI0BOTO CTHIIS
CIIyXeOHBIX JTOKYMEHTOB. JleroBoe
MUCBMO MEXKIYHApOJHOTO 00pasia.
®daxcel, Tenedponorpammel. Jlorosopa,
KOHTpakThl. COBpeMEHHBIE CITOCOOBI
U TEXHHUKA CO3JIaHHs JOKYMEHTOB.

CaMocCTOsATENBHOE
H3yYCHHE
yueOHoil u
HAyJHOU
JIUTEPATYPHI
Pabora ¢
3JIEKTPOHHBIMHU
OMOIMOTEKAMH

YcrHbIN ompoc.
[IpoBepka
WHIUBUTY AJIbHBIX
3aaHUI

YK-4.1,
VK-4.2,
YK-4.3

Wroro no pazneny

4. TIpaBuna ohopMIIEHHSI TOKYMEHTOB IO

JMYHOMY COCTaBy.

4.1 Ilonsitue u
HEPCOHAIBHBIX JIAHHBIX.
IIpuHaanexHOCTH MIEPCOHAJIBHBIX
JAHHBIX: COOCTBCHHHK, JIepiKaTellb W
M0JIb30BAaTEIb MEPCOHAJIBHBIX
JAHHBIX. Crpykrypa  KanpoBoH
MH()OPMAIIOHHO-0KYMEHTALIOHHON
cucreMbl. OdopmieHHEe JTOKYMEHTOB
[IpU [IpUEMe, YBOJIbHEHHH U NIEPEBOJIE
paboTHUKA Ha JPYIyl IOJDKHOCTb.
Ankera.  TpynoBble  KOHTPAKTHI.
Ilpuka3pl 1O JNUYHOMY COCTaBy.
OCHOBHBIE PEKBU3UTBI JOKYMEHTOB H
npaBuna ux odopmienus. Kpartkue
CBEJEHUs O MpaBuiax OGOPMIECHUS
TPYAOBBIX KHIKEK, JIMYHBIX
KapTOYeK, JINUHBIX J1e]1 pA0OTHHUKOB.

CTPYKTypa

CaMocTosTeNbHOS
H3yUCHHE
yueOHOH 1
Hay4YHOU
JIUTEPATYyPBI
Pabora ¢
3JIEKTPOHHBIMHU
OubIMOTEKAMHU

VYerHbI onpoc.
[IpoBepka
WHAWBULy aJIbHBIX
3aJaHUNA

YK-4.1,
YK-4.2,
YK-4.3

HWroro no pazneny




5. Opranuzanust JOKyMeHTo000poTa.

5.1 Tlonstus JOKyMEHTOOOOpPOT H
OpTaHu3aIusI JIOKYMEHT0000pOTa.
HopmaTtusHo-MeToaudeckas
periaMeHTaIus JOKYMEHTO000poTa.
OCHOBHBIE TpaBWJIa OpPraHU3ALUH
JIOKyMEHTO0000pOTa Ha MPEINPUATHH.
KauecTBeHHBIE XapaKTePUCTUKH
nokyMeHToobopoTa. Kiaccubukarys
JIOKyMEHTOIIOTOKOB:
TOPU3OHTAJIBHBIC,
BOCXOJISIIIHE,

BEPTHKAJIbHBIC,
HHCXOJISIIHE,
BXOJISIIINE, UCXOSIINE u
BHYTPCHHHE. IMoncuer o0beMa
JIOKYMEHT0000poTa.

CaMocCTOsATENBHOE
H3yYCHHE
yueOHoil u
HAyJHOU
JIUTEPATYPHI
Pabora ¢
3JIEKTPOHHBIMHU
OMOIMOTEKAMH

YcrHbll onpoc.
[IpoBepka
WHIVBUTY TBHBIX
3aaHui

VK-4.1,
VK-4.2,
YK-4.3

Wroro no pazneny

6. OcHOBHBIC TIpaBMIIA
paboTHI ¢ JOKYMEHTAMU.

OpTraHu3aIun

6.1 O6paboTka MOCTYTIAOIINX
JOKyMeHTOB. IlepBuuHnas 00paboTka
JIOKyMEHTOB. Oomme paBuiIa
perucTpanuy JOKyMEHTOB, (HOPMBI
peructpauuu. [lepenaya JOKyMEHTOB,
pPAacCMOTpPEHHE HX PYKOBOIUTEIICM.
Topsinok HampaBieHHUs TOKyMEHTa Ha
HUCIIOJIHCHUE U pa6OTbI HUCIIOJIHUTEIIA
c JIOKyMEHTaMH. Hcnonuenue
JOKyMeHTa. Bumsl u  ¢dopMsl
KOHTPOJSI ~ HMCIIOJTHEHUsI, CpPOKOBas
kaproreka. OpraHuzanus TeKyILEro
xpaHeHus: jaen. HomeHkiatypa e,
o0rmiue TpeboBaHus, BU/JIBI
HOMEHKJIATYD. Cocrasienue
HOMEHKNIATypbl Jen. DopMupoBaHue
u opopmiienne nen. CucreMaTH3aIMs
JIOKyMEHTOB B Jejie. XpaHEHHUe Jell.
IloaroroBka JOKYMEHTOB K mepenade
Ha apxuWBHOe xpaHeHwe. Kpurepuu
OLIEHKH JOKyMeHTOB. CocTaBieHHe
omnuceit gei.

7,1

CaMocTosTeNbHOE
H3ydeHHE
yueOHOH U
Hay4YHOU
JIUTEPATyPBHI
Pabora ¢
3JIEKTPOHHBIMU
OubIMoTEKAMHU

VYerHbIl onpoc.
[IpoBepka
WHAWBUTy aJIbHBIX
3aJaHUI

VK-4.1,
YK-4.2,
YK-4.3

Uroro no pazneny

7,1

Uroro 3a cemectp

36

36

34,1

3a4ET

Hroro no JUCHUIIIINHE

36

36

34,1

3a4€T




5 O06pa3oBaTejibHbIE TEXHOJIOTHH

1. TpagunuoHHble 00pa30BaTEIbHBIE TEXHOJOIMM OPUEHTHUPYIOTCS HAa OpraHU3alUio
00pa3oBaTeNbHOTO  Mpollecca, MPEANONArapilyl0 NPSMYI  TPAHCISAIUI 3HAHUA  OT
IpernoiaBaTess K CTy/ACHTY (IIPEUMYIIECTBEHHO Ha OCHOBE OOBSACHUTEIHHO-MILTIOCTPATUBHBIX
METO/I0B OOYUCHHS).

@®opmbl yueOHBIX 3aHATHH C UCTIOIB30BAHUEM TPAAULIIMOHHBIX TEXHOJIOTHIA:

Nndopmannonnas Jekuuss —  [OCIENOBAaTEIbHOE H3JIOKEHHWE Marepuaiga B
JUCHUTUTMHAPHOM JIOTHKE, OCYLIECTBISIEMOE NPEUMYIIECTBEHHO BepOAJbHBIMU CpEICTBAMU
(MOHOJIOT MpernoaaBaTes).

[IpakTueckoe 3aHsTHE, TOCBSIIEHHOE OCBOECHUIO KOHKPETHBIX YMEHHUN U HABBIKOB I10
MPEMIOKEHHOMY QJITOPUTMY .

2. TexHonoruu mpoOIEMHOr0 0OydeHUs] — OpraHu3as 00pa3oBaTENbHOTO IpoIlecca,
KOTOpasi MperoiaraeT MOCTaHOBKY MPOOJIEMHBIX BOIPOCOB, CO3JIaHUE YUEOHBIX MPOOIEMHBIX
CUTyalUi JUIsl CTUMYJIMPOBAaHUS aKTUBHOW MI03HABATEIbHOU AEATEIbHOCTHU CTY/IEHTOB.

®opmbl y4eOHBIX 3aHATHI C UCIIOJIb30BAHUEM TEXHOJIOTUH MPOOIEMHOT0 O0YUCHHUS:

[IpakTuyeckoe 3aHsTHE B (OpMe NpaKTUKymMa — OpraHu3amus y4eOHOH paboTHl,
HalpaBlIeHHAs Ha peUIeHHEe KOMILUIEKCHOW y4eOHO-TI03HaBaTeIbHOW 3aladyu, TpeOyromei oT
CTyJl€HTa IPUMEHEHUS KaK HAyYHO-TEOPETUUECKUX 3HAHUM, TaK U IPAKTUYECKUX HABBIKOB.

3. TexHonoruu MpOEKTHOrO OOy4YEeHMs] — OpraHU3anus 00pa30BaTEIBLHOrO IMpollecca B
COOTBETCTBUHU C QJITOPUTMOM IIO3TAIHOTO PELIEHUS MPOOJEMHOW 3aJaydl WM BbIIOJHEHUS
yueOHoro 3ananus. [IpoekT npeanonaraer COBMECTHYIO yueOHO-TIO3HABATENbHYIO 1€ATEIbHOCTh
IpyIIbl CTYIEHTOB, HAIIPABJIEHHYIO HA BbIPAaOOTKY KOHLEMIMH, YCTAHOBJIEHHUE LI€JeH U 3a1ad,
(bOpMyIIUPOBKY OXHAAEMBIX PE3yJIbTAaTOB, OMpPECICHHUE MPUHIMIIOB W METOJUK PEIICHUS
IIOCTABJIEHHBIX 3ajay, I[UIAHUPOBAaHHWE XoAa pabOThl, MOUCK JOCTYHNHBIX M ONTHUMAJIBHBIX
pEeCypcoB, MO3TANHYIO pealu3aluio IIaHa paboThl, MPE3CHTALUI0 PEe3yJbTaTOB pabOThI, HX
OCMBICJICHHE B Pe(IICKCHIO.

OCHOBHBIE TUIIBI IPOEKTOB:

TBopueckuil mpoekT, Kak MpaBUJIO, HE MMEET AETalIbHO NMPOPaOOTaHHOM CTPYKTYpHI;
y4eOHO-TT03HABATENIbHASL JEATEIIbHOCTh CTYACHTOB OCYILIECTBISETCS B paMKax PpPaMOYHOTO
3a/laHus, IOJUMHSISCH JIOTUKE U HHTEPECaM yYaCTHUKOB IIPOEKTA, )KaHPY KOHEYHOTO pe3yJIbTara
(razera, puIbM, Ipa3AHUK, U3JAHUE, IKCKYPCUS U T.I1.).

4. VIHTepakTUBHbIE TEXHOJOTHMHM — OpraHU3als 00pa3oBaTeIbHOIO Mpoliecca, KoTopas
IpeJinoiaracT akTUBHOE U HEJTMHEHHOE B3aUMO/IEHCTBUE BCEX YYACTHUKOB, JTOCTH)KEHHE HA ATON
OCHOBE JIMYHOCTHO 3HAYMMOro JJIsi HHUX oOpa3oBareslbHOro pesynbrata. Hapsny co
CHEIUAIM3UPOBAHHBIMU  TEXHOJOTHSMHU  TaKOro  pojJa MNPUHIUN  HUHTEPAKTUBHOCTHU
IPOCIIEKUBAETCS B OOJIBIIMHCTBE COBPEMEHHBIX 00pa30BaTENIbHBIX TEXHOJIOTHIA.

@®opMmbl yueOHBIX 3aHATHI C MCIOJB30BAaHUEM CIIELMATU3UPOBAHHBIX MHTEPAKTUBHBIX
TEXHOJIOTHU:

CeMuHap-IuCKycCHsl — KOJUIEKTMBHOE OOCYXJEHHE KaKoro-iudo CHOpPHOro BOMpoOca,
npoOjeMbl, BBIABICHHME MHEHUH B Trpynmne (MeXrpynmoBOMl AMajnor, JHUCKyCCHs Kak
CIIOp-IHaJsor).

5. HudpopmManMOHHO-KOMMYHUKALIMOHHBIE ~ 00pa3oBaTeNbHbIE  TEXHOJOTUH  —
opranusaius o0pa3zoBaTeIbHOTO MPOIecca, OCHOBaHHAsI HA MPUMEHEHUH CIeUAIN3UPOBAHHBIX
IPOTPaAMMHBIX CPeJl ¥ TEXHUYECKHUX CPEJCTB PabOThI ¢ HHPOPMALIUEH.

@®opmbl y4eOHBIX 3aHSITHH C HCIOIb30BaHHEM HHGOPMAIMOHHO-KOMMYHUKAIIMOHHBIX
TEXHOJIOTUI:

Jlexuus-Bu3yanusanus. — HW3JI0KEHUE COJIEpP)KaHUSA CONPOBOXKIACTCS TMpe3eHTaluei
(TeMoHCTpalyel y4eOHbIX MaTepHalIoB, MPEICTABICHHBIX B PAa3IMYHBIX 3HAKOBBIX CUCTEMAX, B
T.4. WUTIOCTPATUBHBIX, rpaUuecKux, ayIno- ¥ BUAEOMaTEPHUaoB).

[IpakTuyeckoe 3aHsTHE B (OpME TMpE3eHTALMM — TPEACTaBICHUE pPe3yJIbTaTOB
MPOEKTHOM MIJIM UCCIIE0BATEIBCKOM JeSTENbHOCTH C UCIIOJIB30BaHUEM CIIEUATN3UPOBAHHBIX



MIPOrPaMMHBIX CPE/ICTB.

6 YueOHO-MeTOAUYECKOE 00eciedeHUe CAMOCTOSITeJIbHON PadoThl 00y4yaroImmuXxcst
IIpencraBneno B npuiioxeHuu 1.

7 OueHOYHBIE CPeACTBA AJisl IPOBeeHHs POMEKYTOUHOI aTTecTalUN
[IpencraBieHbl B IPUIIOKEHUH 2.

8 YueOHo-MeTOAMYecKOEe H HH(POPMALIMOHHOE 0O0ecneyeHue TUCIUITIHHBI (MOTYJIs1)

a) OcHoBHas TUTEpaTYypa:

1. ITanacenko, FO. A. JIoKyMEHTHpOBaHHE YIPABJICHUECKOW ICATEIBHOCTH: YueOHOE
nocodue / FO.A. ITanacenko. - Mocksa : PUOP, 2018. - 138 c.: - (KapmanHoe yueOHOE mmocooue).
- ISBN 5-369-00014-X ; ISBN 978-5-16-104218-2 (online). - Tekcr : snekrponnsiii. - URL:
https://znanium.com/read?id=309085 (nara oopamienus: 11.01.2022)

0) JlonmosiHuTeIbHAS JIUTEPATYpA:

1. Kopsnees, U. K. JlokymeHTHpOBaHKE yIIpaBIeHYECKON eATeIbHOCTH + TecThl B ObC :
yueOHUK U IPAaKTUKYM Juis akajgemudeckoro 6akanaspuara / M. K. Kopuees, A. B. ITienko, B. A.
Mamypues. — 2-e u3j., nepepad. u gorn. — Mocksa : M3narensctBo HOpaiit, 2019. — 384 ¢. —
(bakanaBp. Akamemudeckuii kypc). — ISBN 978-5-534-04533-8. — Tekcr : 3nekTpoHHbIi //
9BC Opaiit [caiiT]. — URL.:
https://urait.ru/viewer/dokumentirovanie-upravlencheskoy-deyatelnosti-testy-v-ebs-433066#page
/1 (mata obparnenus: 11.01.2022).

2. KazakeBnu, T. A. JlokyMeHTanmMOHHOE OOECIIEYEHHE YIpaBICHHUS . YYCOHUK U
HPaKTHKYM IS cpeanero npodeccroHanbaoro oopasosanus / T. A. Kazakeuu, A. W. Tkamuu.
— 2-¢ wu3n., ucnp. u gon. — MockBa : HzmarensctBo [Opaiir, 2019. — 177 c. —
(ITpodheccuonansuoe obpasosanue). — ISBN 978-5-534-06291-5. — TekcT : a5eKTpoHHbIH //
9BC Opaiit [caiit]. — URL:
https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-437587#page/1 (mata
obpamenus: 11.01.2022).

B) MeToan4yeckue yKazaHusi:

r) [Iporpammuoe o6ecneuenue u UnTepHer-pecypcebi:

IIporpammHoe o0ecnieyenne

Haumenoanue [10 Ne norosopa Cpox AeicTBUS JTUIIEH3UN
MS Off_lce 2007 Ne 135 o1 17.09.2007 0eccpovHO
Professional
7Zip ¢B000HO pacupocTpansgeMmoe 110 0eCcCpoOYHO
FAR Manager c¢B000IHO pacupocTpanseMmoe I1O 0eccpoyHO

IIpodeccnonanbHbIe 6a3bl JAHHBIX M HH(POPMAIHOHHBIE CIPABOYHbIE CHCTEMbI
HaszBanue kypca Cchlika
®derepalibHOE TOCYIAPCTBEHHOE OFO/PKETHOE YUPEKICHUE
«DenepanbHbIi UHCTUTYT npomsiiuiernoi|URL: http://www1.fips.ru/

COOCTBEHHOCTHY
Nudopmarnmonnas cucrtema - EnmHOoe OkKHO gocTyma K
HH(OPMAIIMOHHBIM pecypcaM

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




ITouckomast cucrema Axamemusi Google (Google URL: https://scholar.google.ru/

Scholar)

HaI_[I/IOHaJ'IBHa}I I/IH(bOpMaHI/IOHHO-aHaJ'II/ITI/I‘IeCKaH URL

cucrema — PoccHilckuil HHIEKC HAyYHOTO LIUTUPOBAHUS h AT . .
ttps://elibrary.ru/project risc.as

(PUHLI) p y.ru/project_ p

DnexkTpoHHas 6a3a nmepuoanveckux miganuii East View
Information Services, OO0 «UBUC»»
9 MaTepHaJIbHO-TeXHHYECKOE o0ecnevyeHne JUCIHILTHHBI (MOIYJIsl)

https://dlib.eastview.com/

MarepuanbHO-TEXHHUECKOE 00ecIieueHUe JUCIUTUINHBI BKITIOUACT:

1. YueGuble ayauTOpuM JUIsl NPOBEIEHUS 3aHATHH JIEKLMOHHOro THma. OcCHalleHHe:
MynbTHMEINITHBIE CPEICTBA XPAaHEHHS, IEPEIau U PEICTaBICHUS HHPOPMALIUH.

2. YyeOHble ayAMTOPUHU Ul NPOBEJIEHHS IPAKTUYECKUX 3aHATUH, TIPYNIOBBIX U
WH/IMBUYAIbHBIX KOHCYJIBTAllMi, TEKYIIEr0 KOHTPOJS M TPOMEXKYTOYHOW aTTECTaIUH.
OcHaienue: MyJIbTUMEIUIHbBIE CPEICTBA XPAaHEHUS, IIepelaul U MIPeICTaBICHUs UH(OpMAIH,
KOMIIJIEKC TECTOBBIX 33JJaHHI IS IPOBEICHHS IIPOMEXYTOUHBIX U PYOEIKHBIX KOHTPOJICH.

3. Ilomemenus g camocToATeNnbHOM paboThl oOyuarommxcs. OcHaleHue:
nepcoHaibHble KoMIbioTepbl ¢ maketom MSOffice, Beixomom B MHTepHET M ¢ JOCTYIOM B
3JIEKTPOHHYIO MH(POPMAIIMOHHO-00pa30BaTENIbHYIO Cpely YHUBEPCUTETA

4. TlomeweHuss i XpaHEHUS U MNPOPUIAKTUYECKOTO OOCIYKMBaHUS Y4eOHOIO
oOopynoBanus. OcHaiieHue: mKadbl A8 XpaHEHUs y4yeOHO-METOIMUYECKOW TOKyMEHTaluu,
y4eOHOT0 000pYI0BaHUS U YIEOHO-HATIISATHBIX TIOCOOHIA.



Ipuioxkenne 1

B mpouecce camMOCTOSATENBPHOIO M3YYEHHUS JUCLUUIUIMHBI, TOATOTOBKH K CEMHHAPCKUM
3aHATUSAM CTYJIEHTY HE0OXOUMO HalWTU U U3YYUTh PEKOMEHAYEMYIO JIUTEPATypy, ACHCTBYIOIINE
3aKOHOJIaTeNIbHBIC 1 HOPMATUBHBIC aKThI. JJI1 OCMBICTICHUS MPOYUTAHHOTO MaTepHalia CTYACHTY
mpeJyiaraeTcsi OTBETUTh HA BOIPOCHL. PelleHre TecToB, CUTYallMOHHBIX U aHAJIMTUYECKUX 3a7a4
HAYYHT CTYACHTOB CAMOCTOSATEIBHO IPUHUMATh YIPABICHYECKHE PELICHUS.

OpranuzalvoHHO-METOUYECKHE PEKOMEHJIAMU JJs TMOATOTOBKM K IMPaKTUYECKUM
(ceMHUHaApCKUM) 3aHITHSIM

CemuHap (J1at. seminarium - OyKBaJIBHO: «pPacCagHUK») — y4eOHOE 3aHATHE, B XOJE
KOTOPOTO OpraHusyercst oOcyxJeHue (YyHIAMEHTAIBHBIX WM JUCKYCCHOHHBIX IPOOIeM
M3y4aeMOU HAyKH U CBA3AHHOMW C HEW MPaKTUYECKON AESATEIbHOCTH.

B nemsax Gosiee moapoOHOrO M a/leKBaTHOTO COBPEMEHHOW CHUTYaIlMHM aHan3a Mpodiem
yVOpaBlIeHUSI CTYIACHTaM pPEKOMEHJyeTcs oOpaliarbcs K IEepUOJUYECKON JUTeparype u
MaTepHua-iaM CpeJICTB MaccoBOM HH(OpPMAIUK, B KOTOPOH MOXHO HAWTH HE TOJIBKO
AQHAIUTUYECKUE CTa-ThU IO PA3IMYHBIM acleKTaM O00O03HAYEHHBIX B TEMAaTHUKE CEMHHApCKHUX
3aHATUH TpoOsieM, HO W CTAaTHCTUYECKWE JaHHBbIC, MaTepuaibl NPHUKIATHOTO XapakTepa,
HOpMaTUBHBIE JTOKyMeHTHI. LlerecooOpa3Ho HE OrpaHMYMBATHCS YKa3aHHBIMU HMCTOYHHKAMH, a
OCYILECTBIISITh COOCTBEHHBIN IMOMCK TEOPETHUECKUX U MPAKTUIECKUX MATEPHAJIOB, YTO SBIISIETCS
OJIHUM U3 3JIEMEHTOB CAMOCTOATEIbHOM NH(OPMALIMOHHO-aHAIUTUYECKOM PabOThI CTYICHTOB.

[ToaroToBka K CEMUHAPCKUM 3aHATHSM 1O JWCIMIUIMHE JOJDKHA BKIIOYATH CIIEIYIOIINE
ACTICKTBI:

1) 3HAKOMCTBO C COOTBETCTBYIONIMMH TIJIABaMH YYCOHUKA; ONMTUMAIBHBIM OBLIT OBI
Ba-pUaHT pabOThl HE C OJHUM Y4eOHUKOM, TaK KaK pa3HbIMHM aBTOpaMHu U30paH pa3ludHbIN
NOIX0/A K TPEAMETY, W TOJEe3HO TOHATh OCOOCHHOCTH IIOJXOJOB, CPaBHHUTH HX, YTOOBI
BBIPa0OTaTh CBOIO MO3UIIHIO;

2) YTEHUE KOHCIEKTA JICKIIHH;

3) YTEHHE U OCMBICICHHE OIHOrO-BYX HCTOYHUKOB W3 IPUBEIECHHOTO CIIHCKA
JUTEPA-TYPHI.

Bb100op [1OMONHUTENBHBIX MEPBOMCTOUYHUKOB, KOTOPbIE MOTYT OKa3aTh IOMOUIb MpHU
MOJ-TOTOBKE K BBICTYIJICHHIO M TO3BOJISAT OPTaHU30BaTh HAa CEMUHApEe TUCKYCCHIO, CTYICHT
OCYILIECTBIISIET 110 CBOEMY YCMOTPEHHIO, B COOTBETCTBUU CO CBOMMHU MHTEPECAMH, OPUEHTUPYSICh
Ha BOIPOCH CEMUHAPCKOTO 3aHSTHSI.

BricTymeHre Ha ceMHHape TOMKHO OBITh JOCTATOYHO apTyMEHTHPOBAHHBIM, 3aHIUMATh T10
BpeMeHHU He Ooliee Tpex MHUHYT. B X0/1e BBICTYIUICHUS JKENATeIbHO COMOCTABUTh TOUKU 3PECHUS
pas3IMYHBIX aBTOPOB Ha M3Jlaraemyro npoodiemy. [IpennouTuTenbHo, 4ToObl IO OJTHOMY BOIIPOCY
BBICTYIIHJIO HECKOJIBKO CTYJICHTOB, BBICKa3bIBasi CBOM MHEHWSI, JIOTIONHSS APYT Apyra. B uneane
CEeMMHApCKOe 3aHATHE JIOJKHO MPOXOAUTh B (hopMe AUCKyCccUU. Pe3ynbTaTsl paboThl CTYICHTOB
Ha CEeMHMHAPCKHUX 3aHATHSAX O0s3aTEIbHO YYMTHIBAIOTCS MPEIOJaBaTeNIeM MpPH BBHICTABICHUH
0asoB.

IIpumepHBbIe ayIMTOPHBIC NPAKTHYECKHE PA0OTHI:

AIIP Nel «Teoperndeckue 0CHOBBI /1€JIONPOM3BOICTBA OPraHU3aLN».

[IpoBomutcst B dopme ceMHHapa Mo 000OIIEeHNIO u yTITyOJICHUIO 3HaHUI
MOHSATUHHO-KAaTErOpUaIbHOT0 anmnapara JUCUUILTUHBI C 3JIEMEHTAMU JTUCKYCCHUU.

Omnpoc 1o Marepuajiam JICKIHH 1.

OBouToLKs TIOKYMEHTa Kak HocuTens nHpopMary. Bo3sHUKHOBEHME U pa3BUTHE OTEYECTBEHHOTO
nenonpousBojyicTBa:  JlemompomwsBoAacTBo B cpemnme Beka (XI-XV  BB.). Ilpukaznoe
nenonpousoacTBo (XVI-XVII BB.). Komnexckoe aenonpounspozactso (XVIII B.). Munucrepckoe
nenonpousBoacTBo B Poccun (XIX - Hayano XX BB.). ['ocynapcTBeHHOE A€TONPOU3BOACTBO B
coBeTckoe Bpemsi. COBpEMEHHOE J1E10NPOn3BoACTBO B PD.

AIIP Ne2 «CoBpeMeHHOE rocy1apcTBEeHHOE peryJMpoBaHue 1eJI0Npou3BoacTBa B PDy.



3aKoHOMATENILHOE pEryJaupoBaHue Jenonpou3BoiacTBa B P®. denmepanpHbiii 3akoH «O0
uH(popMaIyu, HTHPOPMAIIMOHHBIX TEXHOJIOTHUSX U O 3anuTe nHpopmammm». DeaepanbHbIA 3aKOH
«O xommMmepueckoit TaiHe». DenmepanpHblii 3akoH «O0 apxuBHOM Jene B Poccuiickoi
Oenepanun». PeaepanbHblil 3aK0H «O MEPCOHATBHBIX JaHHBIX». [locTaHOBIEHNE TPABUTEIBCTBA
P® «IIpaBuiia moAroTOBKM MPABOBBIX aKTOB (eiepalbHbIX OPraHOB UCIIOJHUTENLHOM BIACTH U
UX TOCYJIapCTBEHHON PErucTpanumy.

HopMmaTuBHO-MeTOIMYECKOE pEryJIUpOBaHUE JEIONPOU3BOACTBA. [ocynapcTBeHHas cucrema
JIOKYMEHTAIMOHHOTO oOecrnedeHust ympasieHus. OOmme monoxenus. O0mue TpeOoBaHUS K
JOKyMeHTaM M ciyk0am gokymeHTarmoHHoro ob6ecneuenus (I'CHAOY). 'OCT P 6.30-2003:
YHupuuupoBaHHbIC CHUCTEMBI JIOKYMEHTalIUH. YHauduuupoBaHHas cucrema
Opra"nu3aoHHO-pacnopaauTebHoil JokyMeHTanuu. ['OCT P 51141-98 [lenonpou3BoicTBO U
apxuBHOe Jeno. TepmuHbl U omnpeaeneHuss TumoBas MHCTPYKLMS MO JAEIONPOU3BOACTBY B
denepanbHbBIX OpraHax MCIOJMHUTEIbHOW BiacTH. [lepedyeHb THUIMOBBIX YIIPaBICHUYECKUX
JOKYMEHTOB, 00pa3yroIUXcs B ICATEIIbHOCTH OPraHU3alHii, C yKa3aHUEM CPOKOB XPaHEHHS.

AIIP Ne3 «TpeboBaHus k 0J1aHKaM JOKYMEHTOB YIIPABJICHHUSI».

[TpoBogutcs B ¢opme cemMuHapa o 0000LIEHUI0O W YIUIyOJEHUIO 3HAHMHM C 3JIEMEHTaMu
miuckyccun. llonsTre w Buael OmaHkoB. OOmmii Gnank. brank mucema. biank KOHKpETHOTO
BUJa JOKyMeHTa. bimaHku Juist paboThl ¢ MHOCTPAHHBIMHU KOMIAHUSAMH. ['epOoBbIil OnaHK.
PexBusutel Onanka. IIpononbHOE pacnosiokeHUE PEKBU3UTOB OjlaHKAa. YTJI0BOE (haaroBoe U
LIEHTPOBAHHOE PACHOJIOKEHNE PEKBU3UTOB OJIaHKA.

BeinonHeHne NpakTUYEeCKOro 3afaHusl 10 COCTABJIEHUIO YIJIOBOTO M IPOJOIBHOrO oOpasua
OsaHKa.

ATIIP Ne4 «O0mme npaBujia 0popMJIeHUs YIIPABJIEHYECKUX JOKYMEHTOBY.

[IpoBomutcss B (hopme cemuHapa mo 0OOOMICHWIO W YIIyOJIICHHIO 3HAHUH C DIIEMEHTaMHU
muckyccun. Ompoc mo marepuanam Jekiuu 2. IlpakThyeckoe 3HAKOMCTBO € O(hOpMIICHHEM
PCKBU3HUTOB JOKYMCHTOB YITPABJICHUA, Brimonnenune KOHTPOJIbHBIX 3a11aH1/1ﬁ

AIIP NeS «CocraBJjieHHe TUYHBIX IOKYMEHTOB.

[TpoBogutcs B popme cemuHapa mo OOOOIIEHUIO U YIIIyOJEHHIO 3HAaHUH C 3JIEMEHTaMU
JIUCKYCCHH. 3asiBieHus, aBTOOMOrpauu, pe3oMe, JIMYHbIE JIOBEPEHHOCTH, PACIUCKU.
OCHOBHBIE PEKBM3MTHI, NpPaBUIa COCTaBIEHUS U O(OpMIIeHHSA. BbINOTHEHHE KOHTPOJIBHBIX
3alaHui

AIIPNe6 «PaboTa ¢ 1oOKyMEeHTaMH, COAePKAIMMH KOH(pUAeHUNATIbHbIE CBeIeHUs».
[lepeuenp cBeneHuil KoHOUAEHIMATBHOIO Xapakrepa. [loHATHE KoMMep4YecKOd TalHBI.
Cenenusi, OTHOCsIIMECS K KoMMepdeckoid TaiHe. I[lopsimok BemeHHs JeIONPON3BOJICTBA
JOKYMEHTOB, COJEp)KAIUX KOMMEPUYECKYH TalHy. 3aluTa JOKYMEHTOB, COJEpIKaIluX
KOMMEPYECKYIO TalHY.

IIpumepHbIe MHAMBUAYAJIbHbIE JOMALIHHUE 3a1aAHHS

Ne 1 «PoJib JOKYMEHTHPOBAHMS YIIPABJIEHYECKON AeATEIbHOCTH B PAa3BUTHH 001LIECTBAY.
PexomeHa1uu no cocTaBiIeHUIO U JopabOTKe KOHCIIEKTA JIEKLIUH.

PaccmoTpenue gaHHOW TeMBI HEOOXOAUMO HAYaTh C M3YYCHHS OCHOBHBIX TOHITHI JaHHOU
qucuuruinHel. [Ipu aTOM cienyer pa3o0paThCs C CYIIHOCTBIO KaTeropuu «J{oKyMeHTHpOBaHUEY.
bonee monpoOHO cneayeT paccMOTpPETh CTPYKTYPY, COIEpKaHue, e U 3a7a4d AUCIUILINHBI,
UCTOPUIO  pa3BUTUS  JOKyMeHTooOopora. Jlamee  HeoOXOAMMO  HM3YyYUTh  COCTaB
HOPMAaTHUBHO-METOIUYECKON 0a3bl JOKYMEHTHUPOBAaHUS YIPABIEHUYECKOW JEATEIbHOCTH B
COBPEMEHHBIX YCIOBHAX X035iCTBOBaHUS. OTAEIBHO CIEAYET PACCMOTPETh

CTpaTeruio yrnpaBjieHUs JOKYMEHTAaMU B OpraHM3alllM, a TaKkKe H3y4uThb (GOPMbI COBPEMEHHOMN
JIOKyMEHTALUU.



KnroueBble  COBa:JOKYMEHT,  JOKYMEHTHpPOBaHHME  HMHQOpPMaLUHU, JTOKYMEHTHPOBAHHE
YIOPaBIEHYECKONW  AEATEIBbHOCTH, KJIMHONMUChH, IOJMTHKA  YIpPABJIEHUS JOKyMEHTaMH,
CTaHJApTHU3aLMsl, CTPATETUs YIPaBICHUS JOKyMEHTaMH, yHU(DUKALUs.

3aganue A CaMOCTOSITEIbHON paboTHI:

1. I3yunTh KaTeroprajibHbIN amnmapar.

2. lopaboTaTh MaTepHuabl JEKLIUU.

3. IloaroroButhes K padore Ha jekuuu 1no teme 1. [loBropuTh BOmpoc: CyIIHOCTh KaTeropuu
«/loxymentupoBanue» (yueOHast TUCIUIUIMHA «JJOKyMEHTHPOBAHHE yIIPaBICHYECKOM
NesITeabHOCTH, JeKIHst Nel). BbITh FOTOBBIM K 00CYKICHHUIO 3TOI0 BONIPOCA B XO/€ JIEKIUH.

Ne 2 «OO0mue npaBujia opopMiIeHUs YIIPABJICHYECKHX TOKYMEHTOB.

Pexomengauu mo cocTaBlIeHUIO M JIOpaOOTKE KOHCIEKTa JeKiuu. M3ydeHue martepuasioB
JAHHOW TEMBI CIIeAyeT HauaTh C pacCMOTpeHus TpeOoBaHUM K 0(OpMIICHHIO PEKBU3UTOB. Taxxke
CIIeyeT HW3y4YUTh COCTaB PEKBU3HUTOB. Jlaee HEOOXOOUMO pa3o0paThCs C MPUMEHEHHEM U
pacroIoKeHNUeM Ha JIOKYMEHTE PEKBU3UTOB, ONPECIUTh UX OOIIMe YepThl U paznuuud. Kpome
TOTO, HYKHO JIETAJIbHO Pa300paTbCsi C pa3IuYHBIMU BUIAMHU TEKCTa JOKYMEHTa: TpadapeTHBIN
JOKYMEHT, aHKeTa, Tabnuiia, OJaHK.

KitroueBsie ciioBa: Bu3a coriiacoBanusi, rpu( 03HaKOMIICHHSI, JaTa JOKYMEHTa, 3ar0JI0BOK

K TEKCTy, WJEHTHU(PUKATOP OJIIEKTPOHHOM KOMHMM JOKYMEHTa, HWHTEpBal, IMOAMNUCH, IIOJe
JIOKYMEHTa, PETUCTPAIMOHHBIA HOMEpP JIOKYMEHTa, PE30JIIOIMsA, PEKBU3UT, CTAHJAAPTHBIN JIUCT
OyMaru, cchbUlKa Ha PETMCTPALMOHHBIA HOMEpP M JIaTy JOKyMEHTa, YJOCTOBEpEHHE JOKYMEHTa,
bopmysip.

3aanue A5 CaMOCTOATENbHOM paboThI:

1. M3yuuTh KaTeropuaibHbIil anmapar.

2. NopaboTaTh MaTepHabl JEKIUH.

3. [loaroToBUTHCSA K CEMHUHApY.

3. [loaroroBuThCs K pabote Ha JeKuuu 1o TeMe 3. [IoBTOpUTh BOIIPOC: OCHOBHBIE

OCOOCHHOCTH HCIIOJIb30BaHUsI s3bIKa B JICJIOBOM  mepernmcke (ydeOHas UCIUTUIMHA
«JlokyMeHTHpOBaHHE YIPABICHYECKON JAedaTeabHOCTU», JeKius No2). BbITh TOTOBBIM K
00CYXICHHUIO 3TOTO BOMPOCA B XO/JI€ JICKIIUH.

Ne3 «OcoGeHHOCTH cocTaBJIeHHS] H 0()OPMJIEHHSI OCHOBHBIX IOKYMEHTOB YIPaBJIEeHUS».
PexomeHanmu o COCTaBIEHUIO U JOPAa0OTKE KOHCIIEKTA JIEKLIUH.

PaccmMoTpenne  naHHOW — TeMbl  HEOOXOOUMO — HayaTh € aHaiuu3a  ocoOeHHocCTel
0o(pUIIMANBHO-EIOBOTO CTWJIL IO CPaBHEHUIO C XYAO0XKECTBEHHBIM, IyOIUIUCTUYECKUM,
HAYYHBIM, y9€OHBIM, Pa3TOBOPHBIM CTHIISIMHU SI3bIKA.

[Tpu 3TOM HY>XHO MOIPOOHO U3YUMTH JIEKCHYECKHE OCOOEHHOCTH JIOKYMEHTOB: yIIOTpeOIeHe
apOHMMOB, TUIEOHA3MOB, HCIIOJIB30BaHNE peueBhbIX Kimiie. [locie 3Toro ciemyer paccMOTpeTh
opdorpaduyeckre 0cOOEHHOCTH JOKYMEHTOB: IPUMEHEHHE MPONUCHBIX OYKB B reorpaduyeckux
Ha3BaHUIX, HANMEHOBAHUSIX OPTaHU3AIU.

Kpome Toro, Heo6xo1uM0 00paTUTh BHUMaHUE Ha opdorpadpuueckue 0COOEHHOCTH JOKYMEHTOB:
NpUMEHEHHE TPOMHCHBIX OyKB B reorpaduyeckux Ha3BaHHSIX, HAUMEHOBAHHSIX OpTaHU3aIlHi.
Tak e cliefyeT BbIACHUTh HauboJiee paclpoCTpaHEHHbIE B TJOKYMEHTAX OIIMOKH CHHTaKcHca U
NYHKTYallud: TOPSIOK CIIOB, COTJIACOBAHWE IIOMJICKAIIETO0 M CKa3yeMoro, NpUYacTHBIE W
JieeTpryacTHbIe 000POTHI, CIIOBOOOPA30BAHMUS.

KiroueBsie croBa: abOpeBmarypa, JTakOHU3M (HOPMYJIHUPOBOK, HEUTpaibHas SKCIPECCHBHAS
OKpacka sI3bIKa, HEOJIOTU3M, O(QHUIMAIbHO-AEI0BOM CTHIIb, MMOJHOTA MH(OPMAIIMHU, CUHOHUMBI,
TaBTOJIOTHH, (PA3EOIOTU3MEI.

3agaHue A CaMOCTOSITEIbHON paboThI:

1. U3yunTh KaTeropuabHbIN armapar.

2. lopaboTaTh MaTepHalIbl JEKIHH.



3. IMoaroToBuThcsl K padote Ha Jiekiuu. [loBTOpUTHE Bompoc: opdorpaduyueckre 0COOCHHOCTH
JOKYMEHTOB (y4ueOHas TUCHMIUIMHA «J[OKyMeHTHpOBaHUE YIPAaBICHUECKOW IESITEIbHOCTHY,
aexiyst Ne3). BbITh TOTOBBIM K 00CY)KJICHHIO STOTO BOIIPOCA B XOJIE JICKITHH.

Ne4 «IlpaBuiia ogopmiieHHsi JOKYMEHTOB 110 JTJMYHOMY COCTABY».

[Tpy u3y4yeHUH TAaHHOM TEMBI CTyIEHTaM HEOOXOIMMO pa3o0paThesi ¢ MPUHIMIIAME Pa3padOTKU
nporpaMM ymopasiieHusi JokymeHTaMu. Oco0oe BHHMaHUE CleIyeT YIEIUTh PacCMOTPEHUIO
IPOLEAYPBl IPOEKTUPOBAHNUS U BHEIPEHUS IOKYMEHTHBIX CUCTEM. TaKXkKe cielyeT OCTAaHOBUTHCS
Ha 0COOEHHOCTSIX MOHUTOPHUHTA U ayAUTa JOKYMEHTHBIX CHCTEM.

Bonee neranbHo HEOOXOAUMO PACCMOTPETH CYLTHOCTH JTOITOCPOYHON IPOTpaMMbl 00yUeHHS
NepcoHala OpraHu3alMi B OOJIACTH YIPABJICHUS IOKYMEHTAMHU M MPUMEHEHHs] 00yYarommx
MHCTPYKIHUH, BKIIIOUasi 00Yy4aOLIyt0 HHCTPYKIIUIO CEKpeTaps.

KiroueBble cioBa: ayJuT yNpaBlIeHUs TOKYMEHTaMH, KOHBEPTALUs, METOAOJIOTUs BHEIPEHUS,
MUTpanusl JTOKyMEHTOB, MOHUTOPHUHI, HAJEKHOCTb JIOKYMEHTHOM CHCTEMBl, MPOEKTUPOBAHUE
JOKYMEHTHON CHCTEMBI, pacClpeAesICcHHOE YIPABIEHUE, PEryJHpyolas cpena, CTparerus
yIpaBJIeHUS JOKYMEHTaMH.

3amanue A7 CaMOCTOATEIbHOM paboThI:

1. M3yuuTh KaTeropuaibHbIil anmapar.

2. NopaboTaTh MaTepHalbl JEKIUH.

3. IloAroTOBUTHCS K CEMUHAPY.

4. IToarotoBuThes K pabote Ha Jekiuu. [IoBTOpuTs Bompoc: 001as XxapakTeprucTHKa
JOKYMEHTHBIX cucteM (yuyeOHas JAuCUUIUIMHA  «JIOKYMEHTUpOBaHUE  yIpPaBIECHYECKON
JEeSITEIbHOCTHY, JIeKIHs No4). BBITh TOTOBBIM K OOCYKACHHUIO 3TOT0 BOMPOCA B XOJI€ JICKIIHH.

Ne§ «Opranuzanust JOKyMeHT0000pOTA».

PexoMeHa1um 1o cocTaBiIeHHIO U JOPaOOTKE KOHCIEKTA JIEKIUH.

B Havase cieyer paccMOTPETh TEPMHUHBI «IEIOIPOU3BOACTBOY, «JOKYMEHTAUOHHOE
o0OecrieueHUe YIpPaBICHUA», <«JIOKYMEHTHUPOBaHME HHPOpMALUN», «IOKYMEHTHPOBAHUE
yIpaBIEHYECKOH 1eSTETbHOCTHY, «TOKYMEHTOIIOTOKIY, «JIOKYMEHTO000pOT.

Janee HeEoOXOAMMO H3YYUTh OpPraHU3aLUI0 JTOKyMEHTooOOpoTa. Takke HYKHO MOJIPOOHO
IPOaHAIM3UPOBATh 0COOEHHOCTH pabOTHI C BXOSAIIMMHI U UCXOIALIMMHU JOKYMEHTaMH.

Kpome TOro, HeoOXOAMMO OCTAaHOBUTbCS ~Ha  H3YYEHMM  METOJOB  COKpAILEHHUS
JIOKYMEHTO000pOTa.

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

KnroueBble cioBa: BHYTPEHHUH JOKYMEHT, BXOJSIIMNA JOKYMEHT, JOKYMEHTOOOOpPOT,
JTIOKYMEHTOIOTOKH, MH()OPMAIIMOHHO-TIOMCKOBAs CUCTEMa, UHAEKCALUs JOKYMEHTA, CXOASIINHA
JOKYMEHT, KaTajlor, 00beM JIOKyMEHTOO0OpOTa, pAlHMOHAIbHOE JBUKEHHE JIOKYMEHTOB,
PETUCTPALIMOHHO-KOHTPOJIbHASL KapTO4YKa, PETUCTpalus NOKYMEHTA, TEXHOJOTMYECKas cXeMa
JBUKEHUS IOKYMEHTOB, SKCIIEAUIINS.

3agaHue A CaMOCTOSITEIbHON paboThI:

1. U3yunTh KaTeropuaJbHbIN armapar.

2. lopaboTaTh MaTepHalIbl JEKIHH.

3. IlogroroButhest K paboTe Ha JeKIUU. [IoBTOpUTH BOMpOC: OpraHu3aIys JOKyMEHTO00OpoTa
(yueObHas mucuuiuinHa «JlOKyMEHTUpOBaHHME YIPaBIEHUYECKOM NEeATeTbHOCTH», JeKius NeS).
BEITh TOTOBBIM K OOCYKIEHHIO 3TOTO BOIPOCA B XOJI€ JIEKIIUH.

Ne6 «OcHOBHBIE IPABUJIA OPTAHU3ALMHN PA0OTHI C JOKYMEHTAMMY.

PexomeHa1um no cocTaBiIeHUIO U JopabOTKe KOHCIIEKTA JIEKLIUH.

PaccmoTpenne maHHON TeMbl HEOOXOOUMO HayaThb C U3YYEHHS pOJU HH(GOPMALMOHHO
CIPaBOYHON PabOTHI CIIY>KOBI AETOMPOU3BOICTBA OPraHU3AIMH.



[lpy »>TOM crmemyer oOpaTuTh BHHMaHHE Ha BHIBI, OTalmbl pa3padOTKH, pa3meibl
HOMEHKJIaTyphlen. Takke HEOOXOOMMO YSICHHUTh, KaK OCYIIECTBISIETCS TEKyIlee XpaHEHUe
JOKYMEHTOB M UX HCIIOJIb30BaHHE.

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

Kpome Toro, cremayer oxapakTepu3oBaTh SKCIEPTU3Y IIEHHOCTH TIOKYMEHTOB, KDUTEPHH OLICHKU
JIOKYMEHTOB, 0()OpMIICHHUE €€ Pe3yJIbTaTOB, pabOTy KCIIEPTHOI KOMUCCHH.

Takke cremyer paccMOTpeTb OCOOCHHOCTH MPOLIECCOB MHOATOTOBKH, W3JAHMS, XPAaHEHUS U
HUCIIOJIB30BaHUA KOH(l)I/II[CHL[I/Ia.HBHBIX JOKYMCHTOB. I[anee HYXXHO HM3YUYUTb KaHaJIbI BO3MO>KHOH
yTe4KH MH(POpPMAIMU U yTPAThl TOKYMEHTOB. U B 3aKiroueHrne HE0OOX0IMMO pacCMOTPETh
TpeOOBaHUS K U3TOTOBJICHHUIO, YUETY, UCIIOIB30BAHUIO M XPAaHEHHIO IepOOBBIX OJIaHKOB.
KiroueBble cioBa: akT, €710, TOATOCPOUHOE XPAHEHHE TOKYMEHTOB, JIOCTYII K JIOKYMEHTaM,
KOHTPOJIb JCWCTBUIM, KOHTPOJIb MECTOIMOJIOKEHUS! JOKYMEHTa, HOMEHKIATypa JeN, OIHCh,
NpUMepHasi HOMEHKJIATypa JIeN, TeKyllee XpaHeHHEe JOKYMEHTOB, TUIIOBas HOMEHKIATypa Jed,
CBOAHAss HOMCHKIIATypa ACJ, YHHUYTOXCHUC HOKYMCHTOB, 3KCICPTHU3a LHCHHOCTHU AOKYMCHTA.
['epOoBeIii OnaHK, TpUd OrpaHUYECHUS JOCTYNA K JOKYMEHTY, 3alMIIEHHBIH JOKyMEHTOO00pOT,
KOMMepuecKkas TailHa, KOH(UICHIMAIbHBIM JOKYMEHT, NPOMBIIUICHHBIA IIMHOHAX, YTPO3bl
JOKyMEHTaM, LIeHHasi HH(POPMAITHSL.

3aiaHue 1715 CaMOCTOATEIbHON paboThI:

1. I3y4nTh KaTeropuaibHbIH ammapar.

2. lopaboTaTh MaTepHabl JEKLIUU.

3. [ToaroToBUTHCS K CEMHHADY.

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



Ipuio:xxkenue 2

7 OueHo4YHbIE CPeCTBA JJIA POBeIeHNsI IPOMEKYTOYHOM aTTeCTAMHU
a) Ilnanupyemsblie pe3yJbTaTbl 00y4eHHUs] M OLIEHOYHbIC CPEACTBA JJISA NPOBeJIeHUs!
NPOMEKYTOYHOM ATTeCTALUM:

Kon
WHJIUKATOpa

WNunukatop JOCTHKEHUS

KOMIICTCHII U

OueHouHble CpeCTBA

VYK-4: CnocodeH oCymIeCTBJSATH /1€J0BYI0 KOMMYHHMKAUMI) B YCTHOW M NHCHBMEHHOM
¢popmax Ha rocygapcTBeHHOM s3bike Poccumiickoii ®enepanum M HMHOCTPAHHOM(BIX)

si3bIKe(ax)

VK-4.1

BriOupaer crwip oOmeHus Ha
PYCCKOM $sI3BIKE B 3aBUCHMOCTH OT
e W YCIOBUH MapTHEPCTBA;
aIaNTHPYET PeUb M CTHIIb OOIICHUS
K CUTYyaIMsIM B3aUMOJICHCTBUS

[lepeuenp TeOopeTHUECKUX BOMPOCOB K 3aUETY:

1. Yrto Takoe MOKYMEHT, C KaKOW HEIbI0 OH MOXKET
co3JaBaThes?

2. KakoBel 0OCOOEHHOCTH [€JIOBOIO OOIIEHHA U
Ty OTMYIHBIX BBICTYIUICHUI?

3. KakoBbl OCHOBHBIE MpHU3HAKK KiacCU(pUKAIMK
JIOKYMEHTOB?

4. Yro mnoHMMaeTcs  MOJ
obecrieueHneM yrpaBieHus ?
5. B 4em cyThb craHgapTu3alMd ¥ YHH(UKALHN
nokymeHtoB? Kakue pa3pabaThiBatOTCs CTaHAAPThI?

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

7. KakoBBI OCHOBHBIE PEKBU3UTHI, HCIOIB3yEMBIE [UIS
oopmIIeHNS TpHUKa3a U PACTIOPSIKEHHUS.

8. Kaxkue popMbI IPOTOKOJIOB MOXHO HCIIOJIB30BAThH B
YTIPaBICHYECKOHN JICSTEIBHOCTH, B YEM HX OTIHIHE?

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

10. Kakue KOMIIIEKChI JOKYMEHTAIMU BKIIFOYAET B ce0s
KaJIpoBast UH(OPMALIMOHHO-I0OKYMEHTAIOHHAS
cucrema?

11.B wem ocoOeHHOCTH OQOPMICHHS MPUKA30B II0
JUYHOMY COCTaBy?
12.Yto MTOHUMAETCS
JOKyMeHToobopoTa?
13.Yrto Takoe cxembl MOKYMEHTOOOOPOTa, 3a4eM OHH
HY>KHBI?

14. C xaxo# nenpio pa3pabaThIBAIOTCS HHCTPYKINH 110
JETIONPOU3BOJICTBY, 4YTO B  HHX  HEOOXOAMMO
MPeyCMOTPETH?

JOKYMCHTAallTUOHHBIM

1 ()i OpraHu3aIeH

YK-4.2

Bener nenoByr mnepenucky Ha
PYCCKOM U MHOCTPAHHOM SI3bIKaX C
y4eTOM 0COOCHHOCTEH CTHIINCTUKU
ouIHaTHHBIX MHCEM u
COLIMOKYJIBTYPHBIX Pa3IMUnid

Bompocsr:

15. Ykaxxure TEXHOJOTHUYECKYIO IOCIIE0BATEIHLHOCTh
9TarnoB paboThI C BXOASUIMMH JOKYMEHTAMH.

16. KakoBa mocjie10BaTeIbHOCTh ONepaliuii pu paboTe
C BHYTPEHHHMH JOKyMEHTaMu?

17.C kako¥ 1eIbI0 MPOBOAMUTCS (POPMHPOBAHUE IEIL,
KaK#e Py 3TOM HEO00X0IUMO coOMoaaTh TpeOOBaHUs?
18.Yro Takoe HOMEHKJIATypa e, C KaKOH IIeTbI0
pa3pabaThIBaOTCS THIIOBBIC HOMEHKJIATYPHI Iei?
19.Kakyo wuHOpOpPMaIMIO COAEPKUT HOMEHKIIATypa
nen’?

20.Yto moOHMMAaeTCs IO OKCHEPTH30# IIEHHOCTH
JIOKyMeHTa?

21.Kakue KpUTEPUH HCIOJB3YIOTCSI TIPH  OLCHKE
JIOKyMEHTOB?

22.Kak ocylecTBIsieTCS MpHEM-Iiepeaada Aea B
apxuB?

23.Yro Takoe KOH(PUICHIIHMATBHBIN JOKYMEHT?

24. Kakye OCHOBHBIC YIPO3bI BO3HHUKAIOT IIPH PadOTE C




Kon WNunukartop JOCTHKECHHUS

WHAWUKATOPA | KOMIIETEHIINU OueHouHbIe CpeacTBa
KOH(HICHITNATHHBIMH JOKYMEHTAMU?
25. Vkaxure 0COOEHHOCTH BEIECHUSI
JENIOTIPON3BO/ICTBA, ~ OOECTIEYMBAIONICTO  Y4IeT H
COXPaHHOCTh KOH(HICHIMAIFHOW WH(pOpMANIUKA U
JIOKYMEHTOB.
26.Yr1o MMOHUMACTCS o/t 3alUIICHHBIM
JIOKYMEHTOO0OPOTOM, 3a CYET 4YEero MOXKET OBITh
obecrieyeHa ero 3amura’?

VK-4.3 Bemmonager g JIUYHBIX  [eliel | [lpuMepHbie npakTuuecKue 3aanus 1Jis 3a4eTa;

nepeBo oUIHATEHBIX u
mpoecCHOHAIBHBIX ~ TEKCTOB €
WHOCTPAHHOTO SI3bIKA HA PYCCKHIA,
C PYCCKOTO sI3bIKa Ha MHOCTPAHHBIH

KomiiekT TecToBBIX 3aganuii: Nel

1. ®opmynsap — 3t1o:

a) OcCHOBHas ¢opMa IOKYMEHTa, (UKCUPYIOIIAs
MPaBOBBIC OTHONICHUSA B JIpeBHEPYCCKOM TOCYAapCTBE;
0) 0cob0 BBIJIEJIaHHAS KoOXa JKHBOTHBIX,
MIPUMEHSBIIASCS B KAYECTBE OCHOBHOTO MaTepHaa s
michMa B J[peBHEPYCCKOM TOCYJapCTBE;

B) CaMOCTOATCIIBHOC noapa3acjeHue,
OCYIICCTBJIAIOIICC ACJIONPOU3BOACTBCHHY O
JCATCIBbHOCTD,

r) TUIOBas ycToitunBas (opma (oOpasel) oTHeNbHBIX
HanboJiee paclpOCTPaHEHHBIX TOKYMEHTOB.
2. VYcraHoBneHue eauHOOOpaszusi cocrtaBa U (Gopm
YIPaBJICHYECKUX JOKYMEHTOB, CO3/aBaeMBIX IpH
PELIEHUH OJHOTHITHBIX YIPABICHUECKUX (DYHKIIUIH:
a) yHA(UKAI;
0) cepTuduKaAs;
B) KOJUPOBAHHE;
I') IOKyMEHTHPOBAHHE.
3. OOs3aTeNbHBIM  yCIOBHEM JUIi  BKJIFOYCHHS
uHbpopMauMK B HMHPOPMALMOHHBIE  PECYpCHI,
OCYIIECTBIISIEMOTO B TOPSIIKE, YCTaHABIMBAEMOM
OpraHamM¥ rocy1apCTBEHHOM BIIACTH, SIBIISIETCS €e:
a) cTaHJapTU3AIINS;
0) 3amuTa;
B) IOKYMEHTHPOBAHHE;
T') BBIKYII TOCYJAPCTBOM Y YaCTHBIX JIMIL.
4. CpexctBoM ycTpaHeHHs «OymakHoro Oyma»
SIBJISCTCS:
a) KOMITBIOTEPHU3aLHsl ISIONPOU3BOICTBA;
0) yHUUKAIHSA JOKYMCHTOB;
B) KJIaCCU(PHKANNS JOKYMEHTOB;
T') IpUMEHEHUE Pa3HOCTOPOHHEH OPTTEXHUKU
5. 3HaueHue JIOKyMEHTAIIMOHHOTO 0OecredYeHHs
yIpaBJICHUs ONPEeIsIeTCs:
a) KOMMYHHUKAIAIMU;
0) unenTudukanuei;
B) puKcanuei;
T) CyAeOHBIM pa30upaTeabCTBOM.
6. B mnpaBoM BepxHeM YIIy — JIOKYMEHTOB
PpacIioararoTcst ClIeAyoNIe PEKBU3UTHL: )
rpud coriacoBaHus;
0) OTMETKa O KOHTPOIIE;
B) Tpu( YTBEPKICHHUS;
T) agpecar.
7. B 1eBOM BEpXHEM YyTIIy JOKYMEHTOB pacrojararoTcs
CJIE/TyIOLIHE PEKBU3HUTHI:
a) pe30ITIOIIHS;
0) OTMETKa 0 HATMYIHNH MPHUI0KCHNUS;
B) OTMeTKa 00 MCIIOJIHUTETIE;




Kon
WUHMKATOpa

Nupukarop
KOMIIETEHITHH

JOCTHXKCHHUA

O1ieHOYHBIE CPENCTBA

T') KOJI OpTaHU3aIHH.

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

nvLa;

6) xoz (hOpMBI JOKyMEHTa;

B) MICHTU(HUKAIUOHHBI HOMEp HAJIOrOILIATEJbLINKA
(MIHH);

r) Tpu( OrpaHNYuEHHS TOCTYIA K JOKYMEHTY.

9. B neBoM HM>KHEM YITIy pacHojiararoTcs peKBU3HUTHL:
a) KOJI MPUIMHBI IIOCTAHOBKH HA Y4eT;

0) OTTHCK ITeYaTH;

B) BH3HI;

T) OTMETKa 00 WCIIOTHHUTEIIE.

10. K B3aMOUCKIIOYAIOIIHUM PEKBU3UTAM OTHOCSTCSL:
a) SMOieMa OpraHHM3allid M TOCYIOAapCTBEHHBIH Tepd
PO,

0) KO OpraHM3alK 1 KOJ OPMBI JIOKYMEHTa;

B) PErHCTPALMOHHBI HOMEp JAOKYMEHTa M CChUIKa Ha
perucTpaluoOHHbI HOMED U

JaTy TOKYMEHTa;

r) rpud yrBepkaeHus u nevats. 1. Eciu oprannzanms
I0/IBEIOMCTBEHHA OJTHOBPEMEHHO HECKOJIBKAM
opraHam

YTIPaBICHUS, TO B PA3HBIX CUTYalUsIX YKa3bIBacTCS:

a) HETIOCPEACTBEHHO BBIIIECTOSIIAST OPTaHU3ALIHS;

0) camast TTIaBHAs! BBIIIECTOSINAS OPTaHU3aIus;

B) He 0oJIee Tpex CTENeHEH MM0IBEIOMCTBEHHOCTH;

Ir) He YyKa3blBaeTcd HU OJHA  BBIIIECTOAIIAS
OpraHu3aIys.

12. JlaToit TOKyMeHTa MOXeT OBITh JaTa:

a) ero HaIMCAHUS U COTIIACOBAHHUS;

0) ero moJMUCaHUs;

B) €TI0 YTBEPKIACHHUS;

I) TpOBEAEHHS 3acellaHusl, Ha KOTOPOM HPHUHATO
perenue.

13. JlaTel B JOKyMEHTaX MOTYT OBITH O(hOPMIICHBI:

a) 22.08. 1997;

0) 22 aprycra 1996 rona;

B) 1988. 02. 22;

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

14. Kakme pexkBHU3WUTH JOKYMEHTOB MHINYTCS, Kak
HpPaBUIIO, OT PYKH:

a) BU3a;

0) pe3oonus;

B) TIOAIHUCH;

T) ajxpecar.

15. K xakuM peKBU3UTaM OTHOCATCS CIIOBA!

a) «BepHo» A)

0) «ns CIryeOHOTO TIOJIb30BaHHUS» b)
B) «3ameuaHus MIPUIAraroTCa» B)
T) «IletpoB M.K. 924-76-40» I

16. PexBU3NT «HOANHCH» Ha pPa3HBIX JOKyMEHTaX
BKJIIOYAET:

a) JIMYHYIO POCIUCH aBTOpa JJOKyMEHTa,;

0) TMYHYIO POCTIUCH PYKOBOJMTEIIS U €€ PacIn(pOBKY;
B)  yKa3aHME  JOJDKHOCTH, JIMYHYIO  pOCIIHCH
PYKOBOAMTEISI U €€ paclin(POBKY;




Kon
WUHMKATOpa

Nupukarop
KOMIIETEHITHH

JOCTHXKCHHUA

O1ieHOYHBIE CPENCTBA

T') yKa3aHUE JOJDKHOCTH, HAMMEHOBAHUE OPTaHU3aLNH,
JUYIHYIO POCTINCH PYKOBOJIUTEIA,

ee pacImm@poBKy.

KommekT TecToBBIX 3amanuii: No2

1. Kakoe coxparienue siBisieTcs abOpeBruaTypoii:

a) AI'3 MUC PO;

0) Mocanepro;

B) cTarQJisiys;

r) o/M, 11/0.

2. CnoBo, KOTOpoc 0003HaYaeT HOBOE MOHATHE,
ymoTpeOisieMoe B JOKYMEHTaXx, —

3T0:

a) abOpeBuatypa;

0) CHHOHHM;

B) HEOJIOTU3M;

T) apxams3M.

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

a)  TPENOCTaBICHUS  MAaKCHMAlbHO  BO3MOXXHOU
uHbopManum;

0) IpUMEHEHHE CIIOB «MBI BHITIOIIHUMY, «51 CIIEJIAI0»;

B) OrPaHUYCHHOCTD B IPUMEHEHHUH SI3BIKOBBIX CPEJICTB;
T') IPIMEHEHUE YETKUX OTBETOB «JIa», «HET».

4. Jlexcndeckoe COKpalieHHE CII0Ba, YIOTPeOIsIeMoro B
JOKyMEHTaxX — 3TO:

a) ab0peBHaTypa;

0) CHHOHHM;

B) HEOJIOTU3M;

T') HapOHUM.

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

a) aJpecHOCTh HHPOPMALINY;

6) Temarmueckas OrPAaHMYEHHOCTb B IPUMEHEHHH
SI3BIKOBBIX CPEZICTB;

B) IpPEAOCTaBICHHE  MAaKCHUMAJIFHO  BO3MOXHOW
HHpOPMAIINH;

T) yHA(UKAIUS JOKYMEHTA.

6. K mpaBmiiam 1e710BOTO 3THKETa OTHOCSTCS:

a) HETOPOIUTUBOCTB C OTBETOM;

0) GyaroJTapHOCTH 32 OTBET WU JCHCTBHE;

B) 00CTOSITENbHOE U3JIOKEHNE TOKYMEHTA;

I) yMEHHE CIyllaTh JApPYrux mofeil.7. B kakom
JOKyMEHTE HCIIOJIb3YIOTCS CJIOBA «... B IPOTHBHOM
cinydae Bam OynyT

nperbsBieHbl mTpadHble CaHKIMW» B  KauecTBe
SI3BIKOBOM (POPMYJIBI, KaK pe3yJibTaTa

YHU(HUKALUH S3bIKOBBIX CPEJICTB:

a) B rapaHTUHHOM IHCHME;

0) B peKJIaMaluOHHOM TIHCHEME;

B) B MH(OpMALIMOHHOM MTUCEME;

T') B IMCbMe-HAIIOMUHAHHY.

8. CioBa, KOTOpBIE CTAaHOBATCA HEO(DUIIHATHHBIM
3aMEHUTEIeM TePMUHA U UX IPUMEHEHHEB JJOKyMEHTaX
HEJIOIYCTHMO, — 3TO:

a) MpoeCCHOHATHU3MBI;

0) CHHOHHMEI,

B) HEOJIOTU3MBI;

T') HAPOHHUMBI.

9. 3aKkOHYEHHBIH B CMBICIIOBOM OTHOILUEHHH OTPE30K
TEKCTa, MO3BOJISIOIINI yCTAaHOBUTH

3HaUYEHHE BXOJIIETO B HETro cioBa Wi ¢pasbl — 3T0:
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a) aHHOTAIIWS,

6) pedepar;

B) KOHTEKCT;

T') KOHCITEKT.

10. Perymmpyromast (IeSATENBHOCTH OpTaHU3ALIMIA)
cpesia BKIII0YaeT:

a) TOCYIapCTBEHHbIE CTaHIaPTHI;

0) OOIIIECTBCHHBIC OXKHUTAHVS,

B) PEKOMEHIALINH, OTPaKAIOIIE IIEPEJOBOH ONBIT;

r) HOpPMaTHBHBIE  JIOKYMEHTHI, OTpakarolue
JEATEIbHOCTh OPTaHU3alNH.

11. Ilonutuka ynpaBiaeHUs: JOKyMEHTaMU OPraHU3aLuN
TI03BOJISIET:

a) moBHIATh  S(P(YEKTUBHOCTH  JCATEIHHOCTH
OpTaHM3alNY;

0) coOmromath TpeOOBaHHSA 3aKOHOJATEIHCTBA U
perynupyrouei cpenbl;

B) u30exaTh  PHCKOB  NPEANPHHUMATEIHCKON
ACATCIIBHOCTH, CBA3AHHBIX C TOKYMEHTaMU,

F) COXpaHATbL MNaMATb OpraHu3alvu, HWHAWBHUIA U
obmecrBa.12. K mpuHnumam pa3paOOTKH NpOrpamm
yrpaBJI€HUSA JOKYMCHTAMH OTHOCUTCA:

a) OIIGHKa pHCKOB, CBA3aHHBIX C OTCYTCTBHEM
ouMaNbHBIX JOKYMEHTOB;

0) ompeneneHWe MNPaBWII CO3JAHUS METAAAHHBIX O
JOKyMEHTaX;

B) oOecrieueHne XpaHeH!s IOKYMEHTOB B O€30T1acHON 1
3aIIMIIEHHON Cpere;

I)  ONpelelieHHe  BO3MOXKHOCTEH  IOBBIICHMS
3¢ GEeKTHBHOCTH PabOThI OpraHU3aIHH

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

JAOKYMCHTAllTUOHHOC obecrneueHne yupaBJiCHUSA
npeanojgaract OTBETCTBEHHOCT!:

a) BCEX COTPYAHHKOB OpraHu3alx 3a

0) CHUCTEMHBIX aJIMIHUCTPATOPOB

3a ;

B) PYKOBOJICTBA opraHu3anuu 3a
;

T) cexperapen

3a

14. Ecniu TOKyMEHT SBIISIETCS TEM, YEM JIOJIKEH OBITh;
CO3/[aH WJIM OTIPABJICH JIMIIOM, YIIOJHOMOYEHHBIM Ha
9TO, a TaKkKe B TO BpeMs, KOTOpPOE€ YyKa3aHO Ha
JIOKYMEHTE, TO 3TO 03HAYaeT ero:

a) IOCTOBEPHOCT,

0) LIEITOCTHOCTD;

B) ayTCHTUYHOCTE;

T') IPUTOAHOCTD JJISl HCIIOJIb30BAHUS.

15. CrpaTterust BHEApPEeHHS JOKYMEHTHBIX CHCTEM
TpeaycMaTpUBaeT:

a) MPOEKTUPOBAHUE IOKYMEHTHBIX CUCTEM;

0) TMOATOTOBKY COTPYIHHKOB, paboOTalomux C
JIOKyMEHTaMHU;

B) COOTBETCTBHE JIOKYMEHTOB PETYIHPYIOLICH Cpee;
I') KOHBEPTALMIO JTOKYMEHTOB B HOBBIC JIOKYMCHTHEIC
CUCTEMBI, (JOPMATHIL.

16. CiocoOHOCTh TOKYMEHTHOM CHCTEMBI JIUTUTEIEHO H
MPABHIHHO QYHKIIMOHUPOBATH
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B COOTBETCTBUH C TPEOYEMBIMH MPOLIEAYPAMH O3HAYAET
ee:

a) HaJIe)KHOCTh;

0) 3¢ PeKTUBHOCTE;

B) IIEJIOCTHOCTE;

T') KOMIUIEKCHOCTb.

17. Cnocob6HoCTb JIOKYMEHTHOM CUCTEMBI
MIPeA0TBpalIaTh HECAHKIIHOHUPOBAHHBIE

JOCTYIl K JIOKyMEHTaM, X YHHYTOXXEHHUE, U3MCHEHHE
WM NepeMelCHHs O3HAaYaeT ee:

a) HaJIe)KHOCTh;

0) 3¢ peKTUBHOCTE;

B) IIEJIOCTHOCTE;

T') KOMIUIEKCHOCTb. 18. MeTomomorust mpoeKTHupoBaHUs
1 BHEAPEHUS JOKYMEHTHBIX CHCTEM BKIIIOYACT:

a) aHa/IN3 AEIOBOH JEeATeIFHOCTH OpraHU3alnHy;

0) OLICHKY CYIIECTBYIOIIUX JIOKYMEHTHBIX CUCTEM;

B) MOHUTOPHHT, OLIEHKY, KOPPEKTUPYIOLINE TEHCTBHS;
T') IpeKpalleHne TPUMEHEHHS JOKYMEHTHBIX CHCTEM.
19. OObekTamMu yHH(UKAIMKW W CTaHJAPTH3ALMH B
YIPaBIECHYECKOU AESTEIbHOCTH

SIBJISIFOTCSI:

a) TEpMHHBI, HCIOJB3yeMble TIpH  paboTe ¢
yIpaBIeHYeCKO# HHpOpMAaIHeH;

06) oOpraHu3anMOHHBIC CTPYKTYpHl  OpTaHH3aIHH,
YUpEeXKACHUHN U PEANPUATUH;

B) yIIpaBIeHYECKHE (QYHKIIHU;

T') yIpaBJIeHYEeCKasl JOKYMEHTALHSI.

VYK-4.4

[TyOnu4HO BBICTYMAeT Ha PYyCCKOM
SI3BIKE, CTPOUT CBOE BBICTYILICHUE
C Y4YeTOM ayIOuTOpHH U IIeNu
oO01IeHNs

[IpakTryeckue 3aaaHus:

Kpoccropz 1.

I[Mlo ropuzontanmu: 1) 3anuce wuHbOpPMalMU Ha
Pa3JIMYHBIX HOCHUTENSX 110 yCTAaHOBJICHHBIM ITPaBHIIAM;
2) yCTaHOBIJICHHE KOJIMYECTBA U COCTAaBA JOKYMEHTOB B
eIMHMIAX Yy4yera M (QUKcAnMs NPUHAIICKHOCTH
KON eIMHMIBI yUeTa K ONPeAeIeHHOMY KOMIUICKCY
1 00mIeMy MX KOJIMYECTBY B YUETHBIX JTOKYMEHTax; 3)
YUYETHBIN IOKYMEHT, COJICpIKallliii Ha3BaHUE, CBEICHUS
0 KOJINYECTBE, COCTaBe JOKYMEHTOB (DOHJIa U MECTE €ro
XpaHeHHUs, IPeAHAa3HAYeHHBIN IS [IEHTPAJIN30BaHHOTO
yuera JOKYMeHTOB; 4) mnepedeHb O(QUIMAIBHBIX
HaMMEHOBaHUI XpaHsIIuXcs, BBIOBIBIITIX u
NOCTYMAIOIINX  apXMBHBIX  (OHIOB B  IOpsAKE
BO3pacTaHWs NPHUCBOCHHBIX WM  HOMEpPOB; 5)
MIPEAYCMOTPEHHbIE ~ HOPMAaTHBHBIMH  JIOKYMEHTaMH

yCIIOBHSA HCIIOJIb30BaHUS ApXUBHBIX U
KOH(MAEHIIMAIBHBIX TOKYMEHTOB; 6) u(poBoe 1/nim
OykBeHHO-1H(poBOE 0003HauCHHE nena B

HOMEHKJIaType JieJl OpraHu3aliy, HAaHOCUMOE Ha €ro
00JI0KKY; 7) CBOWCTBA JOKYMEHTA, 00yCIaBIMBAIOIIHE
ero KyJbTypHOC, HAaydYHO€ U T.II. 3Ha4YeHHE; §)
BOCCTaHOBJICHHE TE€PBOHAYAIBHBIX WIH OJNH3KHX K
[epBOHAYAIBHBIM CBOMCTB M BHEUIHWX IPHU3HAKOB
APXMBHOT'O JIOKYMEHTa, MOABEPTIIETroCs MOBPEKICHUIO
WIN  paspylieHuo; 9) CpencTBO THPaKHUPOBAHHS
JOKyMeHTOB; 10) yueTHBI JOKYMEHT, COAepKaliui
repeueHb JOKYMEHTOB JieNa ¢ YKa3aHWEeM MOPSIIKOBBIX
HOMEpOB JIOKYMEHTOB, MX HHJIEKCOB, Ha3BaHMH, JaT,
HOMepoB JMcTOB; 11) mnpumeHeHWe wuHPOPMAIUN
JIOKYMEHTOB B KYJIBTYPHBIX, HAYUYHBIX M T.II. IIEJSX, a
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TaKoKe JUI1 00ECHEUeHNS 3aKOHHBIX NPaB M HHTEPECOB
rpaxnas; 12) cpaBOYHHK, B KOTOPOM HH(pOpPMANHUI O
JOKyMEHTaX pacIoJIO)KEHa B  COOTBETCTBHH  C
BEIOpaHHOW cXeMoW Kmaccudukanuu; 13) TOKyMeHT,
TIOJTHOCTBIO BOCIPOM3BOISAIINI nHpopManuio
OJUTMHHOTO JIOKYMEHTa U BCE €r0 BHEUIHWE NPU3HAKU
WIN 4acTh MX, HO HE UMEIOUIMH IOPUAMYECKONW CHIIBI;
14) u3MeHeHue MepBOHAYANBHBIX (PU3UKO-XUMHIECKUX
CBOMCTB JOKYMEHTa IO/l BO3/CHCTBHEM BHEUIHUX WU
BHYTPEHHHX (haKTopoB; 15) mepBbIH WM €IWHUYHBINA
SK3EMIUIIP ouIHaTEHOTO JOKYMEHTA; 16)
IOPUINYIECKOE WIH (DH3UIECKOE JINI0, B AESITENBHOCTH
KOTOpPOTO 00pasyercss IOKyMeHTalbHbIN (oHm; 17)
CPEZCTBO XpaHEHUs JOKYMEHTOB.

I[lo Beprmkamm: 1) 7OBWKEHHE JOKYMEHTOB B
OpraHU3aIlMd C MOMEHTA UX CO3JaHUS WM HOJIy4EeHUS
JI0 3aBEpIICHMS HCIOJIHEHHUS HIM OTHpaBieHus; 18)
3allUCh ~ YYETHBIX JaHHBIX O  JOKyMEHTe IIO
yCTaHOBICHHOH (opme, ¢ukcupyoomas (akrt ero
CO3JIaHMs1, OTIPABICHUS WM TOIy4eHus; 19) TokyMeHT
WIA COBOKYIHOCTh JIOKYMEHTOB, OTHOCSIIUXCA K
OJHOMY BOIPOCY WIM Y4YacTKy JAEATCIbHOCTH U
MIOMEIICHHBIX B OTAENBHYI0 00J105KKY; 20) oprann3anus
WIN CTPYKTYpHOE IOAPA3JEIICHNE, OCYIIECTBILIONICE
JUTUTEIEHOE WIIM MOCTOSIHHOE XPaHCHHWE OKOHYEHHBIX
JOKYMEHTOB C LIEJIBIO HX HCIIONb30BaHMs; 21) cpencTBo
KAacCOBOH OPITEXHHWKW; 22) KOMHSA YaCTH TEKCTa
JOKyMeHTa, 0()OpMIICHHAs: B YCTaHOBJICHHOM IIOPSI/IKE;
23) CpeACTBO  M3TOTOBICHHS  HM300pa3sUTEIBHBIX
JOKyMEHTOB; 24) cmenuaibHO  000pYyIOBaHHOE
MOMEIIIEHHUE I XPaHEeHUs] apXUBHBIX TOKYMEHTOB; 25)
MOBTOPHBI  JK3EMIUIAP MOUIMHHMKA JIOKYMEHTA,
AMEIOIUH IOPUANIECKYIO CHTy; 26) (u3udeckoe wim
IOpUINYECKOe JIMIO, CO3/aBIlee JOKYMEHT; 27)
ounManbHBIl TOKYMEHT, WMEIOUIMH IOPUANYECKYIO
CHWIy W CoJepXallui WHGOPMAIMI0O O MpeaMeTe
3ampoca, C  yKa3aHMEM  IIOMCKOBBIX  JaHHBIX
JOKyMEHTOB; 28) 0TOOp TOKYMEHTOB Ha XpaHEHHE WIN
K YHHUYTOXCHHIO, a TAaKXKe YCTaHOBJIEHHE CPOKOB HX
XpaHEeHHs Ha OCHOBE NPHHATHIX KPUTEPHUEB.

YK-4.5

YeTHO mnpeAcTaBisieT pe3yiabTaThl
CBOCH JIeITCILHOCTH Ha
WHOCTPAaHHOM  SI3bIKE,  MOJKET
MOJ/IEpXKaTh Pa3TOBOP B XOJ€ HX
00CyXIeHUS

[pakTuyeckue 3a1anus:

Kpoccsopzn 2.

[lo ropmsoHTamm: 1) HOPMATHBHBIA JTOKYMEHT,
coZepKallui  CHCTEeMaTH3MPOBaHHBIH  IEepeyYeHb
CTPYNITUPOBAHHBIX  HAaUMEHOBAaHMH  OOBEKTOB W
IIPUCBOCHHBIE MM KOABI; 2) HOPMATHUBHBIA JIOKYMEHT,
3aKpEIUIIONH YHU(UKAIMIO JENOTPOU3BOICTBA; 3)
(uKcays Ha MaTepUAIEHOM HOCHTENE HH(POPMALIHHU C
PEKBHU3UTAMHU, [TO3BOJISIIOIIMMHE €€ HICHTH()UIUPOBATD;
4) ycraHOBJIEHHE eInHOOOpa3usi coctaBa W (Hopm
yNPaBJICHYECKUX JOKYMEHTOB, CO3/IaBacMbIX IIpH
pELICHUH OJHOTHITHBIX YIPaBICHYECKUX (YHKIHI; 5)
nHpopMmanus, (QuUKCHpoBaHHAaE HAa  KaKOM-JHOO
MaTepHaIbHOM HOCHUTEJIE.

ITo Bepruxamu: 1) umdppooe oOo3HaueHHE (GOPM
JOKyMEHTOB B XOZI€ COCTaBJICHHUS KJIACCH(HKATOPOB
nHdopmanuy; 6) dppoBoe 0003HAUCHHE, SBISIOIIECECS
JIEMEHTOM MICHTH(UKAIUN OOBEKTOB B XOJE HX
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KrmaccuuKanuy, 7) MEXKIyHapOXHBIA IOTOBOP IO
OTIpeNIeIECHHOMY BOIIPOCY; 8) OpraHu3ays WA
CTPYKTYpHOE  TOJpa3lelieHHe,  OCYIIECTBISIONICe
JOITOBPEMEHHOE 781071 IIOCTOSIHHOE XpaHEeHHE
OKOHUYEHHBIX 1eIT; 9) BHECEHHE JODKHOCTHBIM JIUIIOM
B OQUIMANbHBICE JOKYMCHTHI 3aBEIOMO JIOKHBIX
CBEJICHUM WJIM HCIPaBICHUH, MCKKAIOIUX UX
JeHCTBUTENbHOE cojepxkanue; 10) CHMHOHUM ClOBa
JIOTOBOD; 11) JIOKYMEHT, TIOATBEPKAAOITU I
COOTBETCTBUE TMPOIYKIWHU, TMPOLECCOB U  yCIyT
YCTAaHOBJICHHBIM TPESOOBAHMSIM.

0) Ilopsaaok mpoBeJeHUs MPOMEKYTOYHOM aTTeCTALMHU, MOKA3aTeJIH U KPUTEPHH
OLlEHUBAHMUSL:

[IpomexyTouHass arTecTalsl BKIIOYAET TEOPETHUYECKHUE BOIPOCHI, TO3BOJISIONINE
OLCHUTL YPOBCHb YCBOCHHUA O6y‘-IaIOIIII/IMI/IC$I 3HaHI/II71, " MPAKTUYCCKUC 3adaHUs, BBIABIAIOIINC
CTerneHb c(pOPMUPOBAHHOCTH YMEHUUN U BIAJCHUI, IPOBOAUTCS B (popme 3aueTa.

3aueT Mo JAaHHOW JUCIMIUIMHE IPOBOAUTCA B YCTHOM (hopMe IO BOIpOCaM K 3ayery,
KOTOPBI BKJIIOUAET OJJUH TEOPETUYECKUI BOMPOC U OJIHO MPAKTUYECKOE 3a/laHuE.

Iloka3aTesn U KpUTEPUH OLIEHUBAHUSA

- «3a4TE€HO» - BBICTABIISICTCS MPU YCIOBHUH, €CJIM CTYJIEHT MOKa3bIBA€T XOPOIIHE 3HAHUS
y4eOHOro Marepuajga IO TeMe, 3HAeT CYIIHOCTh JUCIUIUIMHBI, CBOOOJHO BBIMOJHSET
MPAKTUYECKHE 3a/1aHusl.

HpI/I 9TOM CTYACHT JIOTUYHO M IOCJICAOBATCIIbHO M3JIara€t MaTrcpuall TEMbI, paCKpbIBACT
CMBICII BONpPOCA, JaeT YJOBJIETBOPUTEIbHBIE OTBEThl Ha JIONOJHUTENIbHBIE BOIPOCHI.
I[OHOJ'IHI/ITGJ'IBHBIM YCJIOBUEM IIOJIYUCHHSA OLICHKKM MOryT CTaTb XOpPOIIHE YCIEXH IIPpH
BBITIOJTHEHUH CaAMOCTOSITENTFHOM M KOHTPOJIBHOM paboThI, CUCTEMaTHYeCKas akTUBHAs paboTa Ha
MPAKTUYCCKUX 3aHATUAX.

- «HE 3aYTEHO» - BBICTABJISIETCS NMPU YCIOBUH, €CIH CTYJEHT BJIaJE€ET OTPHIBOUHBIMHU
SHAHUSAMU O CYHIHOCTH JUCHUIINIMHBI, AAaCT HCIIOJIHBIC OTBCTBI Ha BOIIPOCHI U3 OCHOBHOI
JUTEPATyphl, PEKOMEHJOBAaHHON K KypCy, HE MOKET OTBETUTH Ha JIOMOJHHUTENIbHbIE BOIPOCHI,
IpeJJI0KEHHBIE IIPEToAaBaTeeM.




Ipuioxkenue 3
MeToanueckue peKOMEHIAUM IJIs1 CAMOCTOSITEIbHOM PadOThI CTYIEeHTOB

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

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

J71s1 ycrenmHoro BBITIOJIHEHUSI 3TOM pabOThl COBETYEM:

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

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

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

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

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

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

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



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

[ToaroToBka K 3aHATHUSM 3aKJIIOYAETCS, IPEXKJIE BCErO, B OCBOEHUU TOTO TEOPETHUECKOTO
MarepHaia, KOTOPhIA BBIHOCUTCA Ha oOcyxaeHue. st 3Toro HeoOX0aIuMO B MEPBYIO OYEpelb
HepevYnTaTh KOHCIEKT JEKIMU WIN pa3zeiibl yueOHHUKa, B KOTOPBIX IPUCYTCTBYET YCTaHOBOUHAs
uHpopmanus. M3yueHne peKOMEHJAOBAHHOW JIUTEPAaTyphl HEOOXOAUMO CHeNaTh MAaKCHMAalIbHO
TBOPYECKHU — HE MPOCTO YKJIaJblBas B MaMsTh HOBbIE CBEJECHUS, a OCMBICINBAS U aHAIU3UPYS
MatepHuai. 3aKpenuTh CBOM 3HAHUS MOXXHO C TOMOUIBIO 3amuceil, BBIMUCOK WM TE3UCHOTO
KOHCIIEKTA.

Ecnu cemuHap mpencTaBlieH JOKJIAJaMH, TO OCHOBHAas OTBETCTBEHHOCTb 3a €ro
IIPOBE/ICHUE JISKUT Ha JokIaauukax. Kak caenars 3To ycnemHo cMOTpuTe B pasjene «/loxmam.
OpHako poib OCTAJBHBIX YYAaCTHUKOB CEeMHMHApa HE JOJDKHA ObITh MaccuBHOM. CTYHEHTHI,
IpOCITyIIaB J0KJaJl, 3alMChIBAIOT KPATKO INIABHOE €r0 COJEpKAHUE U 3aJal0T BBICTYHAIOILEMY
YTOYHSAIONINE BOMPOcoB. UeM OoJiee OCHOBATENBHOM ObLIa JOMAIIHSAS MTOATOTOBKA MO TEME, TeM
aKTUBHEE IMPOMCXOAUT O0OCYXIeHHE MpoOJeMHBIX BompocoB. Ha cemuHape Bcsiuecku
MOOIIPSIETCS.  TBOPYECKAsi, CAMOCTOSATENBbHAS MBICITb, JAaeTCs BO3MOXHOCTh BBICKAa3aThb
KPUTUYECKHE 3aMeYaHusl.

becena mo 1ulaHy mpexactaBiseT coOOW 3apaHee IOATOTOBIEHHOE COBMECTHOE
00-Cy>KJIeHHE BOIIPOCOB TEMBbI KaKIbIM U3 YYaCTHUKOB. JTa (hopMa norpedyeTr OT CTyIeHTOB He
TOJILKO XOPOIIEH CaMOCTOATENBHOW MPOPAOOTKHA TEOPETHYECKOTO MarepHajja, HO W yMEHHe
y4acTBOBaTh B KOJUIEKTMBHOM JAMCKYCCHM: KPAaTKO, YETKO U ACHO (OPMYJIMPOBATH U H3jaraTb
CBOIO TOYKY 3pEHHS Tepel COKYpPCHHKaMH, OTCTaWBaTh MO3WIHMI0O B HAYYHOM CIIOpE,
HNPUCOETUHATHCS K 4y>KOMY MHEHUIO WM OIIIIOHUPOBATh JPYTUM YUaCTHUKAM.

Pedepar — camblil npocToif 1 HAMMEHEE CaMOCTOSITEIBHBIN Bl TUCbMEHHON pPabOTHI.
CyTb €ro coCTOUT B KPAaTKOM H3JI0XKEHUHU COJEpKaIlMXCs B HAYYHOH JMTEpaType B3IJISIOB U
UjeH 1o 3ajanHoi TeMe. Pedepar He TpeOyeT OpUTrHHATBPHOCTH M HOBH3HBL. B HeM OIlcHUBaCTCS
YMEHHE CTyJIeHTa paboTaThb C KHHUIOW: BBIICNIATH U (OPMYJIMPOBATH MpoOJeMy, OTOMpaTh
OCHOBHBIE TE3MCHI U BCIIOMOTATEJIbHBIE JTAHHBIE, JIOTHUECKH BBICTPAUBATh MaTepHall, TPAMOTHO
0(OpPMIIATH HayYHBIN TEKCT.

CryaeHnrtaM npejiaraeTcs Ba Buja pedepaTHbix padoT:

PedepupoBanne HayyHOH JIMTepaTypbl MPEACTaBISIET COOON COKpalleHHOE M3JI0KEHHE
COJIepKaHUsI CTaThU WJIM KHUTH C OCHOBHBIMH CBEIEHHUSMH W BBIBOJAaMHU. Takue pedepars
aKTyaJbHbI TOTJIa, KOT/Ia B IOPUIUYECKUX MCTOYHHKAX MOSBISAETCS HOBBIH TEOPETHUECKUN WU
NpakTUYeCKuid MaTepuan 1o wu3ydaemoir Tteme. OT cTyneHta TpeOyercsi, BHHMATEIBHO
03HAaKOMUBUIMCH C TIEPBOMCTOYHMKOM, MAaKCUMAJIbHO TOYHO U MOJIHO MepeaTh ero cojiepKaHue.
Hnst aToro menecooOpa3HO BBIOpATh (POpMYy TOCIEIOBATEIHHOTO H3JIOKEHUSI MPOYUTAHHOU
KHUTH, HE MeHss ee OoOImMU IUIaH M CTPYKTYpY (T1aBbl, paszzensl, naparpagsl). Heobxonumo
COXpaHUTh JIOTUKY TIOBECTBOBAHMS M T03a00THUTHCSA O CBA3HOCTH TEKCTa. ABTOpPCKHE,
OpPUTHMHAJIBHBIE U HOBATOPCKUE MBICIM WU WJEU Jydlle NepeAaBaTh HE CBOMMH CIIOBaMHM, a C
nomouibio nuTHpoBaHus. O0beM pedepaTta OyneT OompenenaTbcs COAep)KaHHEM HCTOYHUKA, a
TaKXe ero Hay4HOH M MpakTU4ecKoi 1eHHOCThI0. Ho B m000M citydae npennoyTeHue oTraeTcs
KPaTKOCTH Y JIJAKOHHYHOCTH, YMEHHUIO OTOMPATh TTIAaBHOE H OCBOOOXKIATHCSI OT BTOPOCTETICHHOTO.

Pedepar mo Tteme  mpencraBisier 0030p HAy4HBIX B3IVIAZ0OB M KOHIENUUH 110
poOJIEMHOMY BOIIPOCY B U3y4aeMOi TeMe.

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

- Jlns moarotoBku pedepara CTyIEHTY HEOOXOTUMO CaMOMy WM C yYacTHEM
npenojiaBaTess noJo0paTh UCTOUHUKN MHpopManuu. CreayeT no3ad0TUThCs, YTOObI B BallleM
CTIHCKE OKAa3aJMCh HE CIlIydaifHble, a I[EeHHbIe B HMH()OpPMAIMOHHOM IUIaHE KHHUTH. MOXHO
BBINIOJIHUTh Pa0bOTy, OOpAaTHBIIMCH W K OJHOMY HCTOYHHKY — IOCOOWIO, MOHOrpaduH,



uccienoanuio. Ho mydiie, eciiu Bbl 00paTtuTech K JByM-TPEM HaYYHBIM TPYZaM — 3TO MO3BOJIUT
MPEJICTAaBUTh MPOOJIEMY C HECKOJIBKMX TOUYEK 3PEHUS M BBICKA3aTh TUYHBIC MPEATIOYTCHHUS.

- OIHUM U3 TJIaBHBIX KPUTEPHUEB OLIEHKU pedepara OyJeT COOTBETCTBHE €T0 COACPHKAHUS
3asgBleHHONM Teme. [l 3Toro OGerjo O3HAKOMHUBIIMCH C IEPBOMCTOYHHKAMHU COCTAaBbTE
npelBapUTeNbHbIN I1aH Oynaymiero pedepara, 0003HaYMB B HEM MPHUHLIMIIUAILHO Ba)KHbIC
MOMEHTHI U 3Tarnbl ocBenieHus npoodyemsl. [locie Toro, kak y Bac mosBstcs pabouue 3arucH 1o
pe3ylibTaTaM H3Y4YeHHS HAay4dyHOH JuTepaTypbl M oOuMpHas HHGOpMaIUs MO TEME B LEJIOM,
MOKHO OyJeT CKOppeKTHpoBaTh oOmui miaH pedepara. Crapaiitech mpu pabdore Haa HUM
THIATENTbHO H30aBIATHCS OT «HM3JIMILECTBY»: BCAKOTO pojJia aOCTPaKTHBIX PacCyKICHH,
Ype3MEPHBIX MOAPOOHOCTEH M MHOTOUYMCIIEHHBIX IPHUMEPOB, KOTOPbIE «Pa3MbIBAIOT» TEMY HIIU
YBOJST OT HEE.

Crpykrypa pedepara BKIO4aeT B ceOsi BBECHHE, OCHOBHYIO YacTh U 3aKio4yeHue. Bo
BBEJCHUU (OPMYIUPYIOTCA LENM W 3aJadud paldoThl, €€ aKTyalbHOCTh. OCHOBHasi 4acTh
NpeCTaBisieT cOO00M MocaeI0BaTeIbHOE U aPTyMEHTHPOBAHHOE U3JI0KEHUE PA3JIMYHBIX TOYEK
3peHus Ha mpoOiieMy, ee aHalu3, IpeanojiaraeMble MyTH pelIeHUs. 3akifoueHue 0000Iaer
OCHOBHBIE MBICIIH HJIM OOOCHOBBIBAET MEPCIEKTUBBI NANbHEHIIEro nccieqoBanusi Tembl. Ecium
pedepar mocrarouHo oOBEMEH, TO MOTpedyeTcs pasleleHHe TEeKCTa Ha pasneibl (TJaBbl,
naparpadsl). MumocTpaTuBHBINA MaTepuall — TaOIHIBI, CXeMBI, TpauKN — MOTYT pacrojaraTbCs
KaK BHYTPH OCHOBHOM 4acTH, Tak u B pazfene «lIpumoxenue».

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

B pedepare B 00s3aTenbHOM MOPSAIKE Pa3MEMIAOTCS TUTYJIbHBINA JIUCT, TUIAH WM
OTJIaBJICHHE Pa0OTHI, @ TAKXKE CITUCOK UCIIOIb3yEMOM JTUTEPATYPHI.

OObIyHO pedepaT MOKET 3aYMTHIBAETCS KaK MHCbMEHHas paboTa, HO HEKOTOpPbIE
IPENoIaBaTeI MPAKTUKYIOT MyOJMYHYIO 3ammTy pedeparoB WM HX «03ByYHMBaHUE» Ha
CEMHUHAPCKUX 3aHATHUSIX. B 3TOM ciiyyae HEOOXOAUMO MPUIIOKUTH JOTIOTHUTEIbHBIC YCUIIHS AJIs
MOJTrOTOBKH ITyOJIMYHOTO BBICTYIUICHUS 110 MaTepuaiaM pedeparHoil paboThI.

Joknax mnpexacraBiseT coboit  ycTHyro (opmy coobumenuss wuHpopmanmu. OH
UCTIONIB3YETCS B By3€ Ha CEMHHAPCKHX 3aHATHAX M HA HAYYHBIX CTYJICHYECKUX KOH(PEPEHIIHSIX.

[ToaroroBka A0KIaaa OCYIIECTBISETCS B JIBa dTala: HaMMCAaHUE MHUCHbMEHHOTO TeKCTa Ha
3aJJaHHYI0 TEMYy W TOJrOTOBKAa YCTHOTO BBICTYIUICHHS Tepel] ayAMTOpUEH ciymareiei ¢
OcCBelIeHreM 3Toi Tembl. [InceMeHHbIH Tokian opopmisieTcs Kak pedepart.

[Tpu paGoTe Haa TOKIATOM CIEAYET YUECTh HEKOTOPhIE CeU(UIECKHEe OCOOCHHOCTH:

eO0BeM JOKJIaZia JOJDKEH COTJIACOBBIBATBCS CO BPEMEHEM, OTBEACHHBIM IS
BBICTYIUJICHHUSI.

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

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

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



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

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

o Jly4muii BapuaHT BBICTYIUIEHUS IE€pell ayAUTOpUEed — 3TO CBOOOJHAs peub, HE
OCJIOXKHEHHAas yTeHueM TekcTa. Ho eciu y Bac He BbIpaOOTaHO yMEHHE 001aThCs ¢ yOiamuKoi 6e3
OyMa)KKH, TO HE MBITAUTECH CAENATh 3TO Cpa3y, 0e3 MoAroToBKU. OCBaMBATh 3TOT OMBIT HYKHO
HOCTENEHHO, OT JOKJIa/ia K I0KJIay yBeJINUnBas 00beM pedn 0e3 3arisibIBaHus B TEKCT.

o Ecin BBl HaMEpEHbI CYUTHIBATh OKJIAJ C 3arOTOBICHHBIX MHCBMEHHBIX 3aIlMCEH,
TO TOCTApalTeCh, YTOOBI YTEHUE OBLIO «XYH0KECTBEHHBIM»: 0003HauaiiTe may30i JOrMYECKHe
Hepexo/bl OT YaCTH K YacCTH, BbLAEISANTE MHTOHAIMOHHO OCOO0 Ba)KHbBIE MBICIU M apryMEHTHI,
BAPBUPYUTE TEMII PEYH.

° Yuras 1oKI1a1, HE TOPOIUTECH, AEIANTE 3TO KaK MOKHO criokoiHee. [ToMmHuUTE, 4TO
CKOpOCTb NMPOU3HOILIEHUS TEKCTa Mepe]| CIyIIaTesIIMU BCEr/la I0JDKHA ObITh 0oJiee MeIICHHOMH,
4eM CKOPOCTb Balllel ITIOBCEITHEBHOU pedH.

. CBepbTe NHUCBMEHHBIH TEKCT C XPOHOMETPOM, JUIsl 3TOrO IPOYUTANTE €ro
HECKOJIBKO pa3 ¢ CEKyHIOMEPOM B pyKax. B cirydae, eciin JOKIa OKaXeTcs CIUIIKOM JUIMHHBIM
WIM KOPOTKHUM, IMPOBEAUTE €ro peKOHCTpYKIuio. OJHAKO BMECTE€ C COKpAllEHUSMHU WU
JIOTIONIHEHUAMH HE «T10TepaiTe» TeMy. He moanaBaiitech HCKYIIEHUIO pacCKa3aTh BCE, YTO 3HACTE
— TIOJIHO ¥ TIOJIPOOHO.

. OOpaTtuTe BHUMaHue Ha TeMOp U CHITy Bariero rosioca. O4eHb BaKHO, YTOOBI Bac
OBbUIO CIIBIIIHO B CaMbIX OTJAJCHHBIX YacTAX ayAUTOPUH, U IIPH 3TOM Bbl HE «IUIYILWIN» BOIU3U
Bac HaxoJsAIIMXCs ciayuiatened. Bappupyiite TeMOp peuu, OH NpUAACT €l BBIPa3UTEIbHOCTh U
HOMOJKET U30eXaTb MOHOTOHHOCTH.

o Cnegure 3a CcBOMMM JKecTaMM. YUpe3MepHas JKECTHKYJALHS OTBJIEKAET OT
cozepkKaHus JOKJIANa, a IIOJIHOE €€ OTCYTCTBUE CHMIKAET JACHCTBEHHYIO CHILY BBICTYILICHUS.
[Tocrapaiitech M30aBUTBCSI OT JKECTOB, JEMOHCTPUPYIOIIMX Ballle BOJHEHHME (KOrja KpyTsTcs
PYYKH, TEpeOSITCS MyTOBUIIBI, 3aIAMBIBAIOTCS MAJIbIIB). VICIIONB3yiTe )KECThI — BBIpAa3UTENbHBIC,
OIHUCATENbHBIE, TOAPAXKATEIbHBIC, YKA3YIOIIUE — IS [IOJHOTHI IIEPEAAYX BAIIUX MBICIICH.

. YcTaHOBUTE 3pUTEIBHBIN KOHTAKT ¢ ayguTopuen. He ctout Bce BpeMsi CMOTPETH B
OKHO, OITyCKaTh Ija3a WM COCpeNoTaynBaThCsl Ha TekcTe. CrapaiiTech 3pUTENbHO OOLIATHCS CO
BCEMM CIIyIIATEJIIMU, NMEPEBOAs B3IV OT OJHMX K JApyruM. He oOpamiaiite BHHMMaHue Ha
OMNO3JaBUIMX M HE IIpephIBacTe CBOW JOKJIAJ 3amedaHusMu. Ho BmecTe ¢ Tem cieaurte 3a
peakuuell myOJIMKHM Ha Ballle BBICTyIJIEHHE (0JOOpeHHe, yCTaloCTh, UHTEPEC, CKyKy) U €cCllu
CMOKETE, BHOCUTE KOPPEKTHUBBI B p€Yb C LIEJIBIO TIOBBIILIEHUS HHTEPECA K €r0 COACP/KAHHUIO.

. OTtBeyarh Ha BOIIPOCHI B KOHIIE BBICTYIUIEHHSI HA/10 KPATKO, YETKO U YBEPEHHO, 0€3
JUIIHUX ToJpoOHocTel U noBTOpoB. IlocTapaiitech nmpeayranate BO3MOXHBIE BOIIPOCHI CBOMX
CIIyILIATeNe U MOATOTOBUTHCA K HUM 3apaHee. Ho eciu Cily4uTcs, 4TO BBl HE 3HAETE OTBETA Ha
3a/laHHBIM BaM BOIIPOC, HE OOWTECh B 3TOM NMPU3HATHCA. ITO 3HAYUTEBHO JIy4llle, YeM OTBEYATh
HE 110 CYLIECTBY WJIH OTIIYy4YUBATHCS.

. IIpoBenuTe TIeHEPANBHYIO PENETHULUIO CBOEro JOKIALa IMepel APY3bsIMH HIIU
OJIM3KUMHU. DTO TIOMOXKET 3apaHee BBIIBUTh HEKOTOPbIE HEJOCTATKU — CTHJIMCTHYECKH Clla0ble
MecTa, TPYIHOIPOM3HOCHMBIE clioBa M (pa3pl, 3aTIHYThle BO BpPEMEHM 4YacTd M T.J.
[TpoananusupyiiTe CBOIO IUKIIMIO, MHTOHALIMY, *KecTbl. Crenaiite Tak, 4TOObI OHU TOMOTAJIH, a HE
MEIIAJIN YCIIEIIHO MPeJICTABUTh MyOIUKHU MOATOTOBICHHBIH BaMU JTOKJIA].

IIpe3eHTanusi — COBpeMEHHBIH CHOCOO YCTHOrO WJIM MHUCBMEHHOTO IPEICTaBICHUS
UH(OPMALIUHU C UCTIOTIB30BAHUEM MYJIbTUMEIUHHBIX TEXHOIOTHIA.

Cy1iecTByeT HECKOIBKO BApUAHTOB ITPE3CHTALIAMN.

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

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



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

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

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

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

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

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

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

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

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

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

o paboTa HaJ Mpe3eHTAalUeld HAYMHACTCS IOCJE THIATEILHOTO OOIYMBIBAaHHS H

HANMCaHUs TEKCTa OKJIaJa, KOTOPBI HEoOXOauMO pa3duTh Ha (parMeHThl U 0003HAYHUTH
CBSI3aHHbIE C KOKJBbIM U3 HUX 337a4U U JIEHCTBUS;

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

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

o CIOXKETBl IPE3CHTAlMU MOTYT pPa3bsCHATh WM WIUIIOCTPUPOBATH OCHOBHBIE
MOJIO’KEHUS JIOKJIaZla B CaMbIX Pa3HOOOpa3HbIX BapuaHTAaX.

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

Jnist aTOTO 1IETECO00pa3HO:

o OTIPeAeNUTh, YTO OyA€T MPEACTABIECHO Ha KaXKIOM claiijie, uTo OyAeT B 3TO Bpems
TOBOPUTKCS, KaK OyJIET CAETaH MePexo/ K CIeIyIoIeMy ClIaiay;

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

o nH(GOpPMAIIIO Ha ClIalij]aX MPEJACTaBUTh B BUJE TE3UCOB — OHH COIMPOBOXKIAIOT
MOJIPOOHOE U3II0KEHUE MBICIIEH BBICTYIAIOIIETO, a He HA000pOT;

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

o mro0as Mpe3eHTaIs JIOJDKHA MMETh COOCTBEHHYIO JIpaMaTypruio, B KOTOPOU

€CTb:

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

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

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

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

3. OdopmrneHue npe3eHTauu

Odopmienue mpe3eHTaIMy BKIIOYAET B ce0sI CISTYIONTY 0 00s3aTebHY 0 HH(OPMAITHIO:

TUTYyJIBHBINA TUCT

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



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

- Ha KoH(epeHIUIX 0003HaYaeT AaTy U Ha3BaHUE KOH(EepEeHINH.

IInan BeICTYILIICHUSA

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

- (huKcUpyeT MOpsAIAOK U3I0KEHUS HHPOpMaIuy;

CopepxaHue npe3eHTaluu

- BKJIFOYAET TEKCTOBYIO U TpadUyecKyr0 HHPOPMAITHIO;

- WUTIOCTPUPYET OCHOBHBIE TYHKTHI COOOILIEHUS;

- MOKET MPEJICTABIATh CAMOCTOSITEIILHBIN BApHAHT JOKJIA/a;

3aBeplieHue

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

- MOXKET BKJIFOUATh CIHCOK JIUTEPATYPhI K TOKIALY;

- COJICPXKHT CJIOBA 0JIaroJapHOCTH ayAUTOPHH.

4. Jlnzaitn npe3eHTaluuu

TexcroBoe opopmiieHre

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

o OnTuManbHOE YUCIIO CTPOK Ha ciaiae — 6 -11.

o Kopotkue ¢pasbl 3amoMuHAIOTCS BH3yalbHO Jydmie. [IyHKTBI mepedHedl He
JIOJDKHBI ITPEBBIILIATH IBYX CTPOK Ha (pa3y.

o HauOonpmmas 3¢p¢GeKTUBHOCTh TOCTUTAETCS TOIJA, KOIJa KIHOUEBbIE ITyHKTHI
0TOOpakaroTCs 110 OJHOMY Ha Ka)JI0M OTJIEIbHOM ClIaiifie

. Ecnu TeKCT COCTOMT M3 HECKONBKHX ab3ameB, TO HEOOXOAMMO YCTaHOBUTH
Kpac-HyI0 CTPOKY U MHTEpBaJl MEX Ay ad3alamH.

o KiroueBsle ciioBa B H(GOPMAIMOHHOM OJIOKE BBIIENIAIOTCS LIBETOM, IIPU(TOM HITU
KOMITIO3UIIUOHHO.

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

o He cnenyer 3moynorpeOisTh OONBLIIMM KOJWYECTBOM IIPEUIOTOB, HApeUMid,
npusaraTeIbHbIX, BBOJHBIX CJIOB.

o [udposble MaTepualpl Jydlle NPEACTaBUTh B BHJE I'padUMKOB M JHarpamm —
TabJIMLbI ¢ HU(POBBIMU TaHHBIMU Ha CJIaiiJie BOCTIPUHUMAIOTCS TJI0XO.

. HeobOxonumMo 00paTtuTh BHUMaHUE Ha TPAaMOTHOCTh HamucaHus Tekcta. Omuoku

BO BECh dKpaH MPOU3BOJAT HENPUATHOE BIEUaTICHHE
[pudrooe opopmieHue

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

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

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

o Kypcus, mogyepkuBanue, XUPHBIA MPUQT UCIONB3YIOTCS OTPAaHUYEHHO, TOJIBKO
JUISL CMBICIIOBOT'O BBIIEIEHUS (PParMeHTOB TEKCTa.

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

[{BeToBOE OopMIIEHHE

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

o [{BeT mpudTa 1 nBeT GHoHA TOHKHBI KOHTPACTHPOBATH — TEKCT JOJDKEH XOPOIIO
YUTATHCS, HO HE Pe3aTh Iiasa.

o Jns poHa mpeArnoyTUTENTFHEE XOJIOIHBIE TOHA.

o Cy1iecTByloT He coueTaeMble KoMOMHAIMK 1[BeTOB. OO 3TOM MOXXHO Y3HaTh B

CIICLIMATIbHOM JIUTEPATypE.



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

o Ecnu npesenTanmst 60Jiblnas, TO €CTh CMBICT Pa3IeiuTh €€ Ha YacTh C MOMOIIBIO
[[BETa — Pa3HbIi [[BET CIOCOOEH CO3/1aBaTh Pa3Hblil SMOIIMOHAIBHBINA HACTPOA.

o Henb3s BbIOUpaTh QOH, KOTOPBIN COAEPKUT AKTUBHBINA PUCYHOK.

KommnozuimonHoe odopmienne

o Crnenyer coOmronaTh enuHblid cTWiIb odopmieHHs. OH MOXET BKIIOYAThH

ornpezeNeHHbli mWpUQT (rapHUTYpa U LBET), (JOH 1BeTa UIU (DOHOBBIA PUCYHOK, IEKOPATUBHBIN
3JIEMEHT HEOOJIBIIOTO pa3Mepa U T.1.

. He npuemnemsl cTuim, KOTOpbie OyIyT OTBIEKATh OT MPE3CHTALHH.

. KpyrmHbie 00bEKThI B KOMIIO3HILIUU CMOTPSITCSI HEBAXKHO.

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

. s cepbe3HOil mpe3eHTanuy OTOMPAOTCS MIA0JIOHBI, BBIIIOJHEHHBIE B JACJIOBOM

CTHIIC.

AHnMarmonsoe oopmireHue

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

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

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

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

3ByKOBOE OhopMIICHUE

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

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

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

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

I'paduueckoe opopmienue

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

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

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

L4 Cﬂe;[yeT n3oeraTh HCKOPPCKTHBIX I/IJlJlIOCTpaLllflﬁ, KOTOPLIC HCIPABUIIBHO HIIN
ABYCMBICJICHHO OTPAXKarOT CMbBICII I/IH(I)OpMaI_II/II/I.
L4 HCO6XO,Z[I/IMO M03a00TUTHCS O PaBHOMCPHOM W pallMOHAJIBHOM HCIIOJIB30BAHUHN

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

° Nnmoctpaiiun  peKOMEHAYETCS  CONMPOBOXKAATH  MOSICHUTEIIBHBIM ~ TEKCTOM.
[Toanmucu k KapTHHKaM JIydille BBITOJHSITH COOKY WJIM CHH3Y, €CITHM ATO TOJBKO HE Ha3BaHUE
caMoro cianaa.



. Ecnu rpadudeckoe m3oOpakeHHe HCMONb3yeTcs B KadecTBe (OHA, TO TEKCT Ha
3TOM (POHE JTOJKEH OBITh XOPOIIO YUTACM.

Ta0nuibl ¥ CXeMBbI

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

o Ecnu Bce ke TabnuIly MokaszaTh HAJ0, TO CIEAYeT OCTaBUTh KaK MOKHO MEHBbIIIE
CTPOK H CTOJIOIIOB, OTOOPAB U Pa3MECTHB TOJILKO CAMbIC Ba)KHBIC TaHHBIC.

o [Tpu Mcnonb30BaHMU CXEM Ha clainax HeoOXOJMMO BBIPOBHSATH PsIbI OJOKOB
CXEMBI, PacCTOSHHE MEXIy OJoKaMH, JO00aBUTh COEAMHUTENbHBIC CXEMBbl TPU MOMOIIU
UHCTPYMEHTOB ABTOGUTYD,

o [lpr co3maHuM CXeM HY)KHO YYHTBHIBATH CBSI3b MEXKIY COCTaBHBIMH YaCTSIMH
CXEMBI: €CITM OHHM PaBHO3HAYHBI, TO 3aMOJIHAIOTCS OJHUM MIPUPTOM, (POHOM U TEKCTOM, €CIIH €CTh
nepBOCTeNieHHass HWH(OpMaIys, TO OHAa BBIACISICTCS OCOOBIM CHOCOOOM C  TIOMOIIBIO
OpraHU3aIMOHHBIX TUATrPAMM.

Aynuo u BueoohopmieHuE

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

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

. Henw3sa ucnonp3oBaTh JBa (¢uibMa Ha OJHOM MEpPONPUATHH, HO I10Ka3aThb

¢dbparmMeHTHI U3 IBYX (DUIBMOB BIIOJHE BO3MOXKHO.

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

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

. berno mnpocmaTpuBaliTeé KOHCIEKTHl 10 Hayaja CIEAYIOLIEro 3aHATUA. ITO
MO3BOJIUT «OCBEKHTBY» MPEIBIAYIIYIO JIEKIUIO M IMOATOTOBUTHCA K BOCIPHUITHIO HOBOTO
Marepuaa.

o Kaxxayro Heneno oTBoAUTE BpeMsl [JIsl IOBTOPEHUS TPOHICHHOTO MaTepuraa.

HemocpeacTBeHHO TIpH MTOATOTOBKE:

o Yropsi1oubTe CBOM KOHCIIEKTHI, 3aIACH, 3aaHHS.

. [IpukuabTE BpeMs, HEOOXOIUMOE BaM ISl TIOBTOPEHUSI KaXI0W dactu (0JI0Ka)
MaTepuaia, BRIHOCHMOTO Ha 3a4erT.

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

o Paznenute Bompock tst 3a4€ta / SK3aMeHa Ha 3HaKOMBbIe (T10 JIEKITHOHHOMY KypCY,

CeMHUHapaM, KOHCIEKTUPOBAHUIO), KOTOPHIE MOTPEOYIOT JIUIIL MOBTOPEHUS U HOBBIE, KOTOPHIE
MPUACTCS OCBaMBATh CAMOCTOATENbHO. HauHuTe ¢ TEM XOPOIIIO BaM U3BECTHBIX M 3aKPEITUTE UX C
MOMOIIbI0 KOHCTEKTa M y4eOHWKA. 3aTeM MOMOJHUTE CBOW TEOpPETHUECKHil Oarak HOBBIMHU
3HAHUSIMHU, 00513aTEITFHO BOCIIOIB30BABIINCH PEKOMEHI0BAHHON JTUTEPATYPOA.

. [IpaBUABbHO MCMONB3YHTE KOHCYJIbTAIUHM, KOTOPHIE MPOBOAMUT IIPETOIaBATENb.
[Ipuxonure Ha HUX C 3apaHee MPOpabOTaHHBIMU CAMOCTOSITENILHO BOMpocamu. BblI MokeTe
MOJIYYUTh Pa3bICHEHHE TI0 TIOBOJIY CJIOXKHBIX, HE JI0 KOHIIA TOHSATHIX TeM, HO HE pacCUNTHIBANTE
BO BpeMs KOHCYJIbTAIlMU Ha UCUYEPIIBIBAIONIYIO0 HH(OPMALINK MO COACPKAHUIO BCETO Kypca.
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