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JIner akryaauszanuu padoueil mporpaMmbl

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

IIporokomor 20 1. Ne

3aB. kadeapoii E.C. §M6p}KI/IHKa}I

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

IIporokomor 20 1. Ne

3aB. kadempoii E.C. §M6p}KI/IHKa}I

Pabouas nmporpamma nepecMoTpeHa, o0cyxaeHa u ogqodpena st peanmsanuu B 2026 - 2027
y4eOHOM roy Ha 3acenanuu kadenpbl ['0CyqapCTBEHHOTO MyHHIIUIIAIBHOTO YIIPABJICHUS

IIporokomor 20 1. Ne

3aB. kadeapoii E.C. §M6p>mm<as[

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

IIporokomor 20 1. Ne

3aB. kadeapoii E.C. 3amOpxkuikas

Pabouas nporpamma nepecmotpena, oocyxaeHna u ogqodpena st peanuszanuu B 2028 - 2029
yueOHOM Tojly Ha 3acefaHuu Kadeapsl ['ocymapcTBEHHOTO MyHHUIIMITAIILHOTO YIIPABICHUS U

[Iporokomn ot 20 1. Ne

3aB. kadenpoii E.C. £M6pxcmu<a;1




1 Iles1u ocBOCHUS TN CHMILTHHBI (MOYJI51)

[lenbto OCBOEHHUS MUCHUILUIMHBI «/[0OKyMEHTHpPOBAHUE YNPABIEHUYECKON NEATEIbHOCTH
SBJISICTCS] U3YYCHUE TEOPETUUECKUX U MPAKTUYECKUX OCHOB CO3JaHUS JOKYMEHTOB YIPABIICHHUS;
rpaMOTHOH 1 3P (HEKTUBHOI OpraHU3alui COBPEMEHHOTO JIEIIONPOU3BOICTBA HA MPEATIPUATUIX U
B OpraHU3alUsIX.

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

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

Jns  n3ydeHWs  JUCLUIUIMHBI  HEOOXOOUMbI  3HaHUS  (YMEHMs,  BIJIAJICHUsA),
c(OpMHUPOBAHHBIC B PE3Y/IbTATE U3YUCHHSI JUCIUTUTUH/ IPAKTUK:

JlenoBasi KOMMYHHUKALUs HA PYCCKOM S3bIKE

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

duHaHCOBOE IUIAHUPOBAHKE U OI0/PKETUPOBAHHE

VYIpaBineH4eCKUN y4eT U OTYETHOCTh

VYnpasienue pruHaHcaMu peIPUATUS

[IpaBoBeneHue

Meroas! NpUHATHS YIPABICHUYECKUX PEIICHUN

VYnpasiieHue NpoeKTaMu

VYnpaBieHue CTOUMOCTBIO KOMITAHUH

IIpoekTHas neATEIBLHOCTD

3 Komnerenunu ody4yarouierocsi, popMupyemMbie B pe3yaibTaTe 0CBOEHUsI

AUCHUILIMHBI (MOAYJIS) ¥ IJIAHUPYEMble Pe3yJIbTAThl 00y4eHu st

B pesynbpraTe ocBOeHMs JUCHUILIUHBL (MOYs) «J{OKyMEHTUpOBAaHUE YIIPABIEHYECKOM
JESTENILHOCTI 00yJarouiics JOHKEeH 00J1aaTh CIeIyIOIUMUA KOMIIETEHIUSAMU:

Kon nanukaTopa WNHnukaTop TOCTHKEHUS KOMIIETSHITUN

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

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

VK-4.2 Bener nenoByro nepenucky Ha pyCCKOM M MHOCTPAHHOM SI3BbIKaxX C Y4ETOM
O0COOEHHOCTEN CTUIIUCTUKH OQPHUIIMATBHBIX IMHUCEM U COIMOKYJIBTYPHBIX
pa3sIuUIum

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

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

A3BIKC, MOXKET NOJACPXKATDb pa3roBOp B X0A€ UX O6CY)KI[CHI/I$I

OIIK-3 CrocobeH pa3pabaTeiBaTh W OCYIIECTBISITH MEPOIPHSTHS, HalpaBIeHHbIE Ha
peanu3alMio CTpaTerH YIpPaBICHHUsS IEPCOHAIOM, OOECleurMBaTh HX JOKYMEHTAIlMOHHOE
COIIPOBOKACHUE 1 OICHUBATHL OPTraHU3AaIlMOHHBIC U COIIMAJIBHBIC ITIOCJICICTBHU S,

OIIK-3.1 Pa3pabaTbiBaeT U peaqn30BBIBA€T CTPATETUU YIPABJICHMS, MPUBICUYEHUS
IIepcoHaIa

OIIK-3.2 ObecneunBaeT JIOKYMEHTAllMOHHOE COIPOBOXACHUE CTpaTeruu
YIIPaBJIEHUS IEPCOHATIOM




OIIK-3.3

OrneHUBAET OPraHU3alMOHHBIC M COIMANBHBIC TOCICICTBUS YIPABICHUS
[IEPCOHAIOM




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

YUCJIC:

— KoHTakTHas padora — 10,5 akaz. yacos:

—aynuropHas — 10 akaj. 4acos;

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

®dopma aTTeCTalMu - 3a4ET

YIPABIEHUYECKUX JOKYMEHTOB

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




21 roct P 6.30-2003
«YHHu(UIHIPOBaHHEIE CHCTEMBI
JIOKYMEHTAllMd. Y HUPHUIHPOBaHHAS
cucrema
OPTaHM3AIMOHHO-PACIOPAIUTEIHLHON
JIOKYMEHTAIHH. TpeboBanus K
0 OpMIICHUIO JIOKYMEHTOB".
Pexsusur 01- T'ocynapcTBeHHEI repb
P®. Pexuzur 02- I'ep6 cyObekTa PO
W MYHHIMNAIBLHOTO  00pa3oBaHUSs.
PexBusur 03 -DMOnema opraHuzaiu
WIM TOBapHEIH 3Hak. PexBmsur 04-
Kon opranmzanuu. PexBuszur 05-
Vka3zanue Ha OCHOBHOM
TOCY/IapCTBEHHBIH PETHCTpaliOHHBIA
HoMep npennpusrus.Pexsuzur 06-
Vka3aHue Ha HICHTH(OUKAIUOHHBIH
HOMED HAJIOTOTLIATEIBIINKA/KOT
NPUYUHBl TIOCTAaHOBKM HA  YUeT.
PexBusur 07- Kon (dopMBI
JIOKyMEHTA. PexBusur
08-Haumenopanue OpraHM3aI|u.
PexBuszur 09-CripaBouHBIC CBEICHHS
00 opranmzauuu. PexBusur  10-
HaumvenoBanme BHAa JOKyMeHTa.
PexkBuzur 11- Jlata JOKyMeHTa.
PexkBusur 12-  PeructpanvOHHBIH
HOMEp JoKyMeHTa. PekBuzur 13-
Cchllka Ha PEerucTpaliOHHBIA HOMEp
W Jary JoKyMmeHTa. Peksmzur 14-
MecTo COCTaBIICHHS WM W3IaHHS
nokymeHra. PexBusur 15- Ceenenus
00 anpecare. PekBusur 16 -I'pud
YTBEpXKICHUSI NOKyMEHTa. PeKkBU3UT
17-Pe3omionus. PexBuzur
18-3aronoBok k Tekcty. Pekpuzur 19-
Otmerka o koHTposie PexBusur 20-
Tekct nokymenra. PekBusutr 21-
OTMeTKa O HaJIMYUU IPEJIOKEHH.
Pexsusur 22- I[Moanuce. PexBusur 23-
I'pud cormacoBanusi JAOKyMEHTA.
PexBusur 24- Busbl coriiacoBaHUS
nokymeHnra. PexBusur 25- Ileuats.
PekBuszur 26-OTMeTKa O 3aBEpeHHUH
koruu. PekBuzur 27- Otmerka 00
ucnoiauTene. Pexsmsur 28- OTmeTka
00  HUCIOJIHEHMH JOKYMEHTa H
HanpaBIeHHH €ro B Jieyio. PexBu3ur
29- OrMerka O  MOCTYIJICHHH
JIOKyMEHTA. PexBusur 30-
Wnentnduxatop 31eKTPOHHON KONUH
JIOKYMEHTA.

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

25

CaMocTosATENEHOE
H3yUCHHE
yueOHO u
HayJHOU
JIUTEPATyphl
Pabora ¢
JNEKTPOHHBIMU
OMOIMOTEKAMH

YerHBIl onpoc.
[IpoBepka
WHIMBUYaJIbHBIX
3a1aHuN

VK-4.1,
YK-4.2,
VK-4.3




Uroro mo pazneny

3. OCOo0EHHOCTH  COCTaBJIEHHUS
O0QOpPMJICHHUSI  OCHOBHBIX
yIpaBJICHUs

u

JOKYMCHTOB

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

0,5

CaMocCTOsATENBHOE
H3yUYCHHE
yueOHOI u
HayJHOU
JIUTEPATyphI
Pabora ¢
JNEKTPOHHBIMU
OMOIMOTEKAMH

VYcTHBIN onpoc.
[Iposepka
WHJIMBUYaJIbHBIX
3a1aHuN

YK-4.1,
VK-4.2,
YK-4.3

Wroro no pazneny

0,5

4. TIpaBuna opopMIIEHHSI JOKYMEHTOB IO

JUYHOMY COCTaBY

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

CTPYKTypa

0,5

CaMocTosTeNbHOS
H3y4YCHHE
yueOHOil u
Hay4HOU
JIUTEPATYPbI
Pabora ¢
3JIEKTPOHHBIMHU
OubIMOTEKAMHU

YerHbi onpoc.
[IpoBepka
WHAWBHUYaJIBHBIX
3aJaHUHA

VK-4.1,
YK-4.2,
YK-4.3

Wroro no pazneny

0,5




5. Opranuzanus 10KyMeHTOO00poTa

5.1 Tlonstus JOKYMEHTOOOOpPOT u
OpTraHu3aIus JIOKYMEHT0000pOTa.
Hopmartusrno-meronndeckast
periaMeHTaIus JOKYMEHTO000poTa.
OCHOBHBIE TpaBWJIa OpPraHU3ALUH
JIOKyMEHTO0000pOTa Ha MPEINPUATHH.
KauecTBeHHbIE XapaKTEePUCTUKH
nokyMeHToobopoTa. Kiaccubpukarus
JOKyMEHTOIIOTOKOB:
TOPU3OHTAJIBHBIC,
BOCXOJISIIIHIE,

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

0,5

8,6

CaMocCTOsATENEHOE
H3yUYCHHE
yueOHOI
HayJHOU
JIUTEPATypPbI
Pabora ¢
JNEKTPOHHBIMU
OMOIMOTEKAMH

VYcTHBIl onpoc.
[Iposepka
WHIMBUYaJIbHBIX
3aaHu’

VK-4.1,
VK-4.2,
YK-4.3

Hroro no pazneny

0,5

8,6

6. OcHOBHBIC TMpaBUIIA
paboTHI ¢ JOKYMEHTaMU

OpTraHu3aIun

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

0,5

15

CaMocTosTeNnbHOS
H3y4YCHHE
yueOHOIl u
Hay4HOU
JIUTEPATYPhI
Pabora ¢
3JIEKTPOHHBIMU
OubIMOTEKAMHU

YerHbi onpoc.
[IpoBepka
WHAWBHUYaJIbHBIX
3aJaHuNA

VYK-4.1,
YK-4.2,
YK-4.3

Uroro no pazneny

0,5

15

Uroro 3a cemectp

93,6

3a4ET

Hroro no JUCHUIIIINHE

93,6

3a4€T




5 O0pa3oBaTte/ibHbIE TEXHOJIOTHH

Peanu3anust KOMIIETEHTHOCTHOTO MTO/IX0/1a MPEAYCMAaTPUBAET UCIIOIb30BAHHE B y4€OHOM
nporecce AaKTUBHBIX M HWHTEPAKTHUBHBIX (OpPM TPOBEJACHHUS 3aHATHH B COYETAaHHUH C
BHEAYJIMTOPHON paboToil ¢ 1enbl0 GOPMUPOBAHUS U Pa3BUTUA MPO(EeCCHOHATBHBIX HABBIKOB
o0yyJarouuxcs.

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

1. TpagunuoHHble 00pa3oBaTelbHbIE TEXHOJIOTHMH OPHEHTHUPYIOTCS Ha OpraHU3aluio
00pa30BaTeNIbHOTO  IIpOLlecCa, MPEANOJJAralllyl0 MPSAMYH0 TPaHCISALIUIO 3HAHMM  OT
npenoAaBaresss K CTyJIeHTY (IPEeuMYIECTBEHHO HAa OCHOBE OOBSICHUTEIbHO-UUTIOCTPATUBHBIX
METO/I0B 00y4YEeHUS1).

@opmbl y4eOHBIX 3aHATHI C UCIIOJIb30BAHUEM TPAAUIIMOHHBIX TEXHOJIOTHI:

WudopmanmonHas Jekuus — I[OCIENOBATEIbHOE H3JIOKEHHE MaTrepuaia B
TUCIUIUIMHAPHON JIOTHKE, OCYIIECTBISIEMOE MPEUMYIIECTBEHHO BepOaIbHBIMU CpEICTBAMU
(MOHOJIOT TpernoaaBaTes).

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

2. Texnonmoruu npobIeMHOr0 OOyYeHHUS] — OpraHu3alus o0pa3oBaTeNBLHOrO Mpolecca,
KOTOpasi MpearoiaraeT MOCTaHOBKY MPOOJIEMHBIX BOIPOCOB, CO3/JaHUE YYEOHBIX MPOOJIEMHBIX
CUTYalUi JIJIsl CTAMYJIMPOBAHUS aKTUBHOW MO3HABATEIBHON AEITEIbHOCTH CTYICHTOB.

®opMbl y4eOHBIX 3aHATHH C UCTIOIB30BaHUEM TEXHOJIOTHIA MPOOIEMHOTO 00yIeHUS:

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

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

OCHOBHBIE TUIIBI IPOEKTOB!

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

4. VIuTepakTUBHbIE TEXHOJOTUU — OpPraHM3allis 00pa30BaTENbHOIO IMpoliecca, KOTopas
IIpeIoiaracT akTUBHOE U HEJIMHENHOE B3aUMO/IEHCTBUE BCEX YUACTHUKOB, TIOCTH)KEHHE HA ITON
OCHOBE JIMYHOCTHO 3HAYMMOIO Il HHUX oOpa3oBaTelbHOTO pe3ynbrara. Hapsay co
CIEUMATU3UPOBAHHBIMU  TEXHOJOTHUAMHM  TakOro  pojJa  OPUHIUI  HUHTEPAKTUBHOCTH
MPOCIIEKUBAETCS B OOJIBIIMHCTBE COBPEMEHHBIX 00pa30BaTENbHbBIX TEXHOJIOTHH.

@opmbl yueOHBIX 3aHATHI C MCMOJIB30BAaHHUEM CHEIHATU3UPOBAHHBIX WHTEPAKTHBHBIX
TEXHOJIOTHIA:

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

5.  HHpopMannoHHO-KOMMYHHKAIIUOHHBIE  O0pa3oBaTeIbHBIE  TEXHOJOTHH  —
opranu3zaiysi 00pa3oBaTeIbLHOIO MPOIecca, OCHOBAHHAS HA MPUMEHEHUH CHEeMaT3UPOBAHHBIX
MPOrPaMMHBIX CpeJl U TEXHUUECKUX CPEJICTB paboThI ¢ HH(OpMaLIKEH.

®opmbl y4eOHBIX 3aHSATHUH C UCIIOIb30BaHUEM HH(POPMAITMOHHO-KOMMYHUKAIIMOHHBIX



TEXHOJIOTHIL:

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

[TpakTudeckoe 3ausTue B HopMe Mpe3eHTAINH — IPECTABICHUE PE3YIbTATOB MPOSKTHOM
WJIM UCCIIEI0OBATENIbCKOM €SI TEILHOCTH C UCIIOJIb30BAHUEM CIIEIIMATTM3UPOBAHHBIX MPOTPAMMHBIX
CPEACTB.

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

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

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

a) OcHoBHas1 IMTEpPaTypa:

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

0) JlomostHuTEIbHAS JIATEPATYpA:

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

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

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

r) IIlporpammHuoe ob6ecnieyenune u MHTEpHET-pecypehl:

IIporpamMmmHoe oGecrieueHue

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

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




DNEeKTPOHHBIE PECYpPChl  OMOIMOTEKH

: i ? =
MLTY . T 1. Hocosa https://magtu.informsystema.ru/Marc.html?locale=ru

denepanbHOC rOCyJIapCTBCHHOEC

OO KETHOE yupexaenne|URL: http://www1.fips.ru/
«DenepanbHbIi HHCTHUTYT

HauunonaneHas

uHGOPMAIIMOHHO-aHAIUTHYECKAs URL.: https://elibrary.ru/project_risc.asp
cucteMa — Poccuiickuii  MHIEKC

Wudopmannonnas cucrtema - Eaunoe

OKHO _JIOCTyHa K WH(MOPMAIMOHHBIM

[TouckoBas cuctema Axaaemusi Google

(Google Scholar)

DnekTpoHHass 0a3a  IEPUOTUYECKUX

u3ganuii  East  View  Information
9 MaTepuajibHO-TeXHHYeCKOe o0ecredeHue TUCIIUIIHHBI (MOTYJIs1)

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

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

https://dlib.eastview.com/

MarepuanbHO-TEXHHUECKOE 00ecIieueHNe JUCIUTUINHBI BKIIIOUACT:

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

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

3. Tlomemenus I CcaMOCTOSITENBbHOW paboTHl  oOydarommxcs. OcHameHue:
nepcoHabHble KoMIbioTephl ¢ mnaketom MSOffice, Beixomom B MHTEepHET M ¢ JOCTYNOM B
AJIEKTPOHHYIO HH(OPMAMOHHO-00pa30BaTeIbHYIO Cpelly YHUBEPCUTETA

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

IIpuiaoxenne 1

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

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

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

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

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

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



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

2) YTEHHE KOHCIIEKTA JIEKIIUU,

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

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

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

I[IpumepHbIe ayIMTOPHBIE IPAKTHYECKHE PAOOTHI:

AIIP Nel «Teopernyeckune OCHOBBI J1€JI0NIPON3BOICTBA OPraHU3 AU,

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

Orpoc 1o Marepuaiam Jiekiuu 1.

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

ATIIP Ne2 «CoBpeMeHHOE roCcy1apCTBEHHOE peryJIupoBaHue AeJ10npou3BoacTea B PMy».
3aKkoHOJATENbHOE peryjiupoBaHue jaenonpousBoactBa B Pd. denepanbHbiii 3akoH «O06
uHpopMaLnu, UH(HOPMAIIMOHHBIX TEXHOJOTHX U 0 3amuTe nHpopmanuny. OeaepanbHbIi 3aK0H
«O xommMmepueckoil TaiiHe». ®exepanbHbli 3akoH «OO6 apxuBHOM Jene B Poccuiickoii
®Oenepanuny. PenepanbHblil 3aK0H «O MEPCOHANBHBIX JaHHBIX». [locTaHOBIEHNE TPABUTENBCTBA
P® «llpaBuna noAroToBKY MPaBOBBIX aKTOB (heepaIbHbIX OPraHOB UCIIOJHUTENBHON BIIACTH U
UX FOCY/IapCTBEHHOW PETUCTPALIUN».

HopmartuBHoO-MeToAMuUECKOE pPETYIUpPOBAaHUE JIEIONPOU3BOJACTBA. l'ocyqapcTBeHHas cucrema
JIOKYMEHTAIlMOHHOro oOecrieyeHus ympapieHus. OOmue nonoxenus. OOmue TpeOoBaHUS K
JNOKYMEHTaM U ciyx)0aMm nokymeHTannoHHoro obecneuenns (I'CHOY). 'OCT P 6.30-2003:
YHupuurpoBaHHbIE CUCTEMBI JIOKYMEHTaI1H. YHauduuupoBaHHas cucTeMa
opraHu3aIMoHHo-pacnopsaauTeabHo gokymentanuu. 'OCT P 51141-98 Jlenonpous3BOACTBO U
apxuBHoe neno. TepmuHbl U onpeneneHuss TumoBas MHCTPYKIMS IO JEIONPOU3BOJACTBY B
denepanbHBIX OpraHax MCIOJHUTEIbHON BiacTH. [lepeueHb THUNOBBIX YIPABIEHYECKUX
JIOKYMEHTOB, 00pa3yIoluxcs B A€ATEIbHOCTH OpraHU3altii, ¢ yka3aHueM CPOKOB XpaHEHHUSI.

AIIP Ne3 «TpeGoBaHusi kK 0J1aHKaM JOKYMEHTOB YIIPABJICHHUSI».

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

BrinonHeHne MpakTHYeCKOro 3a/aHusl MO COCTaBJICHUIO YIJIOBOTO M IPOJOJIBHOrO oOpasia
OnaHKa.



AIIP Ned4 «O0mue npasuiia ogpopmiieHHs YIPaBJIeHYECKNX TOKYMEHTOBY.

[IpoBoautcss B (hopme cemuHapa 1o OOOOHICHHIO M YIIYONEHHIO 3HAHUH C DIIEMEHTaMU
muckyccun. Ompoc mo marepuanam jekiuu 2. [IpakTmdeckoe 3HAKOMCTBO ¢ O(OpPMIICHHUEM
PCKBU3UTOB JOKYMCHTOB YIIPABJICHUA, Bremoanenune KOHTPOJIbHBIX 3al[aHI/Iﬁ

AIIP NeS «CocraBjieHHe JTHYHBIX IOKYMEHTOB.

[TpoBogutca B popMme cemuHapa mo OoOOOIIEHUIO U YINIYOJEHHMIO 3HAaHUH C 3JIEMEHTaMHu
JIUCKYCCHH. 3asBneHus, aBroOWorpaduu, pe3oMe, JHMYHBIE TOBEPEHHOCTH, PACIHCKH.
OCHOBHBIE PEKBHM3MTHI, IPaBUJIA COCTaBIEHUS U O(POPMIICHHS. BBINOIHEHHE KOHTPOJIbHBIX
3aaHui

AIIPNe6 «PaboTa ¢ JOKyMEHTaMH, COJepPKAIMMH KOH(HIeHIHAIbHbIE CBeICHUSI».
[lepeuenr cBeneHud KOHQPUACHIMAIBHOTO Xapaktepa. IloHsATHE KOMMEpPUYECKOW TaiHBI.
Csenenusi, OTHoOcsIIMECs K KoMMepueckod TaiiHe. I[lopsnok BeaeHHUs 1€JI0MPOU3BOJICTBA
JOKYMEHTOB, COJEpPKAIIMX KOMMEPUYECKYIH TaiiHy. 3amura JOKYMEHTOB, COJEpKallux
KOMMEPYECKYIO TalHY.

HpnMeprle HHAUBHUAYAJIbHbIC TOMAIIHUE 3a1aHUs

Ne 1 «PoJib JOKyMeHTHPOBAHUS YIIPABJIECHYECKOH JesiTeJIbHOCTH B Pa3BUTHH 001ECTBA).
PexoMenaanuu mo coCTaBJICHUIO U JOPAOOTKE KOHCIIEKTA JICKIIUH.

PaccMoTpenue mgaHHON TeMbl HEOOXOAMMO HAYaTh C W3YYCHUS OCHOBHBIX IOHSATHHA JTaHHOU
mucturinHel. [Ipu aToM cnepyeT pa3oOparbes ¢ CYITHOCTBIO KaTeropuu «JloKyMEeHTHPOBaHUE.
Bonee moapoOHO ciieyeT paccMOTPETh CTPYKTYPY, COAEPIKAaHUE, LENH U 3a/1a4H JUCIUTUIAHBL,
UCTOPUIO  pPa3BUTHS  JOKyMeHTooOopota.  Jlamee  HeoOXOomAMMO  M3y4YUThb  COCTaB
HOPMAaTUBHO-METOUYECKON 0a3bl JOKYMEHTUPOBAaHUS YIPABICHYECKOW JEATEIBHOCTH B
COBPEMEHHBIX YCIIOBUSX X034KWCTBOBaHUS. OTAEIBHO CIEYET pACCMOTPETh

CTpATeTHIO YIPABICHHUS JOKYMEHTAMH B OPTaHM3alliH, a TAKXKe W3Y4UTh (POPMBI COBpEMEHHOM
JIOKYMEHTAIUU.

KnroueBble  cllOBa:JOKYMEHT, JOKYMEHTHPOBAaHHWE  HH(QOpMAIUH, JOKYMEHTHUPOBaHUE
YIIPABJICHUYECKOW  NEATEIBHOCTH, KIWHONUCH, IIOJUTHKA  YIPaBIEHUS  JOKYMEHTaMH,
CTaHJapTH3aLUs, CTpATEeTusl yIIPaBICHUs JOKyMEHTaMH, YHU(DUKALIMSL.

3agaHue A CaMOCTOSITEIbHON paboThI:

1. U3yunTh KaTeropuaibHbI{ ammapar.

2. NopaboTaTh MaTepHabl JEKIUH.

3. IloarotoButhes k padote Ha jnekuuu o Teme 1. [IoBTOpUTH BOIpPOC: CYIIHOCTH KaTe€ropHH
«JlokymeHTHpOBaHUEY (yueOHast TUCUUILIMHA «J{OKYMEHTUPOBaHHE YIIPaBIEHUYECKOM
JeATeTbHOCTHY, JeKIUs Nel). BITh TOTOBBIM K 0OCY>KJIEHHIO 3TOTO BOIIPOCA B XO/1€ JICKITHH.

Ne2 «OOmume npaBujia oopmiieHusl yIpaBJieHYeCKHX JOKYMEHTOBY.

PexomMeHganMu MO COCTAaBICHMIO W JIOpabOTKE KOHCHEKTa JeKIMU. M3ydeHue marepuasoB
JTAHHOW TEMBI CIeAyeT HauaTh C PACCMOTpPEHUs: TpeOoBaHUI K 0(OpMIIEHUIO peKBU3NUTOB. Taxxke
cleflyeT M3y4uTh COCTaB pPEKBHU3MUTOB. Jlanee HeoOXoamMmo pa3o0paTbesi ¢ NPUMEHEHHEM U
pacroIoKeHNUEeM Ha JIOKyMEHTE PEKBU3UTOB, ONPEIEIIUTh UX OOIIMe 4epThl U paszinnuusd. Kpome
TOTO, HYXHO JIeTalbHO Pa300paThCsl C pa3IMYHBIMU BUJIAMHU TEKCTa JOKYMEHTa: TpadapeTHbIN
JIOKYMEHT, aHKeTa, TabyuIia, OTaHK.

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

K TEKCTy, WISHTHU(PHUKATOpP OSJIEKTPOHHON KOMHUMU JOKYMEHTa, HWHTEepBaji, IOAMKCH, I0Jie
JIOKYMEHTa, PErMCTPallMOHHBIM HOMEpP JOKYMEHTA, PE30JIIOLMS, PEKBU3UT, CTAaHAAPTHBIN JIUCT
OyMmaru, cchbulKa Ha PErUCTPALMOHHBIA HOMEpP M JaTy JOKyMEHTa, YIOCTOBEpEHHE TOKYMEHTa,
bopmysp.

3amanue 711 CaMOCTOSTEIbHOW PaOOTHI:



1. I3yunTth KaTeropuanbHbli anmnapar.

2. lopaboTaTh MaTepHUaIbl JICKITUH.

3. [loaroToBUTHCSA K CEMUHAPY.

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

0COOEHHOCTH  HCIIOJIb30BaHMs  sI3bIKa B JIEJIOBOW  mepenucke (ydueOHas UCIMILIMHA
«J/lokyMeHTHpOBaHWE YIPABIECHYCCKON JeATeIbHOCTHY», JieKius No2). BBITh TOTOBBIM K
00CYKJIEHUIO ATOI'0 BOIPOCA B XOJI€ JIEKIIUH.

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

PaccmoTpenne  naHHOW  TeMbl ~ HEOOXOIMMO  HAyaTh € aHauu3a  O0COOEHHOCTEH
O(pUIMAIBHO-/IETIOBOTO CTUJISI MO CPAaBHEHUIO C XYI0KECTBEHHBIM, MYOIHIIMCTUYECKUM,
HAYYHBIM, y4€OHBIM, Pa3TOBOPHBIM CTHIISIMU SI3bIKA.

[Tpu 5TOM HYKHO MOJPOOHO U3YUUTH JIEKCHUYECKHE OCOOCHHOCTH JOKYMEHTOB: yOTpeOIeHHe
[IapOHUMOB, IIJIEOHA3MOB, MCIIOJIb30BAaHUE peueBbIX Kiuule. [locne 3Toro cieayer paccMoTpeTh
ophorpaduyeckue 0COOEHHOCTH JOKYMEHTOB: IPUMEHEHHUE IPOIMUCHBIX OYKB B reorpauueckux
Ha3BaHUSX, HAUMEHOBAHUSIX OpraHU3aluil.

Kpowme Toro, Heo0xo1umMo 00paTuTh BHUMaHUE Ha opdorpaduueckrne 0COOEHHOCTH JOKYMEHTOB:
IPUMEHEHUE IMPOIUCHBIX OYKB B reorpaMueckux Ha3BaHMSIX, HAMMEHOBAaHUSAX OpraHU3aLUM.
Tax >xe crneayeT BbIICHUTH HauOoliee pacpOCTPaHEHHBIE B IOKYMEHTaX OMIMOKM CHHTAKCHCa U
NYHKTYalluu: TOPSI0OK CJIOB, COIJIACOBaHHWE IMOAJIEKAIEr0 M CKa3yeMOro, IMPUYaCTHBIE U
JeenpUYacTHbIE 000POTHI, CIOBOOOpPA30BaHUS.

KiroueBbie cnoBa: abOpeBHarypa, JIaKOHH3M (OPMYIHPOBOK, HEUTpalibHasi SKCIPECCHBHAsS
OKpacka s3bIKa, HEOJOTHU3M, O(PHUIHAIBLHO-/IEIOBON CTUJIb, MOJHOTa WH(OPMALIUY, CHHOHUMBI,
TaBTOJIOTHH, ()PA3EOIOTU3MBI.

3amanue A5 CaMOCTOSATEIbHOM paboThI:

1. U3yunTh KaTeropuaibHbIil anmapar.

2. NopaboTaTh MaTepHabl JEKIUH.

3. IlogroroButhes K padore HA Jieknud. [IoBTOpUTH Bompoc: opdorpaduveckrue 0COOCHHOCTH
JOKYMEHTOB (y4eOHas OuCHUIUIMHA «/{OKyMEHTHpOBaHHE YIPaBICHUYECKOW EATEIbHOCTHY,
nexius Ne3). BeITh rOTOBBIM K 0OCYKI€HHIO ATOTO BOIPOCA B XO/I€ JICKITUH.

Neq «IIpaBuiia opopmiieHUS TOKYMEHTOB MO JUYHOMY COCTABY».

[Tpu u3ydyeHUn AaHHOIN TEMBI CTyJEeHTaM HE0OXOIUMO pa3o0paThCs ¢ MPUHIUIAME Pa3paboTKU
mporpamMm ympamjieHusi JokymMeHTamu. Oco0oe BHUMaHUE CIEAYET YIEIUTh PacCMOTPEHHIO
MPOLEAYPHI IPOEKTUPOBAHUS U BHEAPEHUS JOKYMEHTHBIX CUCTEM. TaKke CleayeT OCTaHOBUTHCS
Ha 0COOEHHOCTSIX MOHUTOPHUHTA U ayIUTA JOKYMEHTHBIX CUCTEM.

bonee neranbHO HEOOXOIMMO PACCMOTPETH CYIIHOCTH JIOJITOCPOYHOM MPOTPaMMbI 00yUEHHS
MepcoHajla OpraHU3aIMi B OOJACTH YIpaBlEeHUs] JTOKYMEHTaMHU U TMPUMEHEHUs] O0ydaromux
WHCTPYKIUH, BKITIOYasi 00YJarolIyt0 HHCTPYKIHIO CeKpeTaps.

KnroueBble cnoBa: ayauT ynpaBieHHs JOKYMEHTAMH, KOHBEPTAlUs, METOJOJIOTHS BHEIPEHUS,
MHUTpalUs JTOKYMEHTOB, MOHUTOPHUHI, HAJECKHOCTb JOKYMEHTHOW CHUCTEMBI, NPOECKTUPOBAHUE
JIOKYMEHTHOM CHCTE€MBI, DPACHpENEICHHOE YIPaBICHUE, PETryJHUpYIOIIas Cpena, CTpaTerus
YIpaBJICHUS JOKYMEHTaMH.

3amanue 711 CaMOCTOSTEIbHOW PaOOTHI:

1. U3yunTh KaTeropuaibHbI{ amnmapar.

2. lopaboTaTh MaTepHabl JEKIUH.

3. [loaroToBUTHCS K CEMUHAPY.

4. IloarotoBuThes K padbote Ha Jekiuu. [loBTopuTh Bompoc: 00111as XxapakTeprucTHKa
JOKYMEHTHBIX cucTteM (yueOHas aucuuIUimHa  «JlOKyMEHTHpOBaHWE  YIpaBIeHYECKOU
JeATeTLHOCTIY, JEKIU No4). BITh TOTOBBIM K OOCYXKIEHUIO 3TOTO BOIIPOCA B XO/1€ JIEKITHH.

Ne5 «Opranuszanusi JOKyMeHTO000pOTa>.



PexomeHa1mm o cocTaBICHUIO U TOpabOTKe KOHCIIEKTA JIEKIINH.

B Hagane ciegyer paccMOTPETh TEPMUHBI «AEIONPOU3BOACTBOY, «TOKYMEHTALIMOHHOE
o0ecrieyeHHe  yNpaBICHUSN», «IOKYMEHTHpPOBaHWE WHPOPMALUUY», «IOKYMEHTHPOBAHUE
YIPaBJIEHYECKOH 1EATEIbHOCTHY, «10KYMEHTOIIOTOKIY, «IJOKYMEHTOO00POT.

Jlanee HEoOXOIMMO HM3YYHUTh OpPraHM3ALMIO JTOKyMeHTooOopora. Takke HyXHO MOAPOOHO
IPOAHAIU3UPOBATh OCOOEHHOCTH pabOThI C BXOAIMMH U UCXOIALIMMU JTOKYMEHTaMHU.

Kpome TOro, HeoOXOZMMO OCTaHOBUTHCA Ha  H3YYEHHHM  METOJOB  COKpAIICHUS
JOKYMEHTO000pOTa.

Cnenyer ynenuTh BHUMAHHME COJAEPKAHUIO KOHTPOJIS MCIIOJIHEHUs JOKYMEHTOB, €r0o 3Tamam U
TEXHOJIOTUH.

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

3agaHue A CaMOCTOSITEIbHON pabOThI:

1. 3yunTh KaTeropuanbHbIil anmapar.

2. lopaboTaTh MaTepUalibl JEKIUH.

3. IlogroroButhest K pabote Ha Jiekiuu. [IoBTOpUTH BOMPOC: OpraHu3aiusi JOKyMeHTO000poTa
(yuebHasg aucuuIUIMHA «J{OKYMEHTHpOBaHME YIPaBJIEHUYECKOH NEATEIbHOCTH», JeKius NeS).
BbITh TOTOBBIM K OOCYKIEHHUIO 3TOI0 BOIPOCA B X0OJI€ JIEKIIUH.

Ne6 «OcHOBHBIE TPABUJIA OPTAaHU3ALMHN PA0OTHI C JOKYMEHTaAMU».
PexomeHanuu o coCTaBJIEHUIO U JOPAaOOTKE KOHCIIEKTA JIEKLIUH.
PaccmoTpenue naHHOW TeMbl HEOOXOJMMO HayaTh C W3YYEHHUS pOJIM HH(POPMAIMOHHO
CIPAaBOYHON PabOTHI CIIy>KOBI AETONPOU3BOICTBA OPraHU3ALMH.
[Ipu oToM cnepyeT o0OpaTuTh BHUMAaHuUE Ha BUABI, JTallbl pa3pabOTKH, pa3aesbl
HOMEHKJaTyphlaen. Takxke HEOOXOJUMO YSICHUTh, KaK OCYIIECTBISIETCS TEKyIlee XpaHEHUe
JIOKYMEHTOB U UX HCIIOJIb30BaHUE.
YTo 03HAYAIOT WIUCT-3aMECTUTEIDY, «KapTa3aMECTUTEIb)?
Kpowme Toro, cieayer oxapakTepu3oBaTh IKCHEPTU3Y LIEHHOCTH JOKYMEHTOB, KDUTEPUU OLIEHKU
JIOKYMEHTOB, 0(OpMIICHHUE €€ pe3yJbTaToB, paboTy 3KCIIEPTHOI KOMUCCHH.
Takxke cienyer paccMOTpPETb OCOOEHHOCTH IPOLIECCOB IMOATOTOBKH, W3/IaHUS, XPAHEHUS U
UCIOJIb30BaHUS KOH(PUICHIUATIBHBIX JOKYMEHTOB. [laee HY)KHO M3y4UTh KaHaJbl BO3MOXKHOM
yTeUKH HH(OPMALIUU U yTpaThl JOKYMEHTOB. 1 B 3akiitoueHne HE0OX0AMMO pacCMOTPETh
TpeOOBaHUS K U3TOTOBJIEHHUIO, YUETY, UCIIOIb30BAHUIO U XPaHEHHIO repOOBBIX OJaHKOB.
KnroueBble cioBa: akT, €0, T0JIFOCPOYHOE XPAaHEHHE JOKYMEHTOB, JOCTYI K TIOKyMEHTaM,
KOHTPOJIb JECWCTBUM, KOHTPOJIb MECTOIOJIOKEHUS JIOKYMEHTA, HOMEHKJIATypa Jell, OIUCH,
pUMepHas HOMEHKJIATypa e, TeKyllee XpaHeHHe TOKYMEHTOB, TUIIOBasi HOMEHKJIaTypa Jell,
CBOJIHAasl HOMEHKJATypa [JeJI, YHHUYTOKEHUE JOKYMEHTOB, DKCIEPTH3a LIEHHOCTH JOKYMEHTA.
['ep6oBbIil OaHK, rpud orpaHUYEHUs TOCTyNa K JOKYMEHTY, 3allUIIEHHbIN JOKyMEHTO000pOT,
KOMMepuecKkasi TailHa, KOH(HIEHIMAJIbHBII JOKYMEHT, MPOMBIIUICHHBINH IIMHOHAX, YTPO3bI
JOKYMEHTaM, 1IeHHas HH(OpMaIIns.
3agaHue A CaMOCTOSITEIbHON paboThI:
1. U3yunTh KaTeropuaibHbIN armapar.
2. lopaboTaTh MaTepHallbl JEKIUH.
3. [ToAroToBUTHCS K CEMUHApY.
4. TToaroroButhes K padote Ha Jekiuu. [IoBTOpUTH BONPOC: SKCIIEPTU3a LIEHHOCTH JIOKYMEHTOB
(yueOHas aucumiuinHa «JlOKyMEHTHpOBaHUE YTPABICHUECKON AEATeNbHOCTH», JieKuus Neb).
BbITh TOTOBBIM K 00CYKJIEHHIO 3TOTO BOIIPOCA B XOJI€ JIEKLIUH.

IIpunoxenne 2

7 OueHOYHBIE CPEACTBA LISl IPOBEICHUS MIPOMEKYTOYHOM ATTeCTALUN



a) [lnanupyemble pe3yabTaThl 00y4eHHs] M OLEHOYHbIE CPeICTBA /IJsl MPOBeIeHUS
NMPOMEKYTOYHOH aTTeCTAIMHU:

Kon
WHJIUKaTOpa

Nupukarop
KOMIIETEHIINHT

JOCTHIKCHU A

OueHouHsble CpeCcTBa

YK-4: Cnoco0eH ocCymecTBJIATH AeJOBYI0 KOMMYHHMKAIIMIO B YCTHOW W NHCbLMEHHOM
¢popmax Ha rocymapcrBeHHOM s3bike Poccuiickoii Peaepanuv ¥ HHOCTPAHHOM(BIX)

si3bIKe(ax)
VK-4.1 BLI6I/IpaeT CTWIHL O0O0meHus Ha | llepedens TeopeTHUecKUX BONPOCOB K 3a4ETy:
PYCCKOM SI3BIKE B 3aBHCHMOCTH OT 1. Yro Takoe NOKYMEHT, C KaKOW LENbI0 OH MOXET
. . | cozmaBaTbeca?
nemm v yCJIOBHM - TIApTHCEPCTRA, 2. KakoBel 0OCOOEHHOCTH [€JIOBOIO OOIIEHHA U
aJlaliTUPYeT Peb U CTUIIb OOLLCHS MyOGIUYHBIX BBICTYILIEHUI?
K CUTyallusIM B3aHMO,Z[eI>'ICTBPISI 3. KakoBbl OCHOBHEBIE NpHU3HAKHA KJIaCCI/ICI)I/IKaL[I/II/I
JOKYMEHTOB?
4. Uro moHMMaeTcs MO  JOKyMEHTAIIMOHHBIM
obecriedeHreM yIpaBICHU?
5. B dyeM cyTh cTaHmapTU3alMM W YHUQHKAIUA
nokymeHtoB? Kakue pa3pabaThiBalOTCs CTaHAAPTHI?
6. Uewm orimuaercsi opopMieHHE PEKBU3UTOB OOLIETrO
OnaHka OT OJlaHKa ucbMa?
7. KakoBbl OCHOBHbIE PEKBU3UTHI, HCIIOJIb3yeMbIE IS
oopmIleHHs TpHUKa3a U PACTIOPSIKESHHS.
8. Kakwue ¢popMbI IPOTOKOIOB MOXKHO HCIIONB30BATh B
VIIpaBJICHYECKOH JeSATETHHOCTH, B YeM HX OTIHYHE?
9. Vkaxure OCHOBHEIC TpeOOBaHUSI K O(OPMIICHHUIO
JIEIIOBOTO THCHMA.
10. Kakne KOMIUTEKCH JOKYMEHTAIIMH BKIIFOYAeT B ce0s
KaJpoBast nH(pOpMaMOHHO-TOKYMEHTALMOHHAS
cucrema?
11.B 4yem ocoOeHHOCTH O(GOPMIICHHS MPUKA30B IO
JUYHOMY COCTaBy?
12.Yto0 MIOHUMAaeTCsA noJ, opranusaunuen
JIOKyMEeHT0000poTa?
13.Yrto Takoe cxembl IOKYMEHTOOOOpOTa, 3a4eM OHHU
HY>KHBI?
14. C kaxoli enpio pa3padaThIBAIOTCS HHCTPYKIUH 110
JENOTIPOM3BOICTBY, YTO B  HHUX  HEOOXOAUMO
MIPEAYCMOTPETH?
YK-4.2 Benmer nenoByro mepernucky Ha | Bompocsr:

PYCCKOM M MHOCTPAaHHOM SI3BIKax C
Y4€TOM OCOOEHHOCTEH CTUITUCTUKH
ouLmaNbHBIX ICEM u
COLIMOKYJIBTYPHBIX pa3IMuni

15. Ykakure TEXHOJOTHYECKYIO MOCIIeI0BaTEIFHOCTh
3TanoB paboTHI ¢ BXOISAIUMH JOKYMEHTAMH.

16. KakoBa mocjie10BaTeIbHOCTh OIepaliuii pu paboTe
C BHYTPEHHHUMH JIOKyMeHTaMH?

17.C kako#l I1ebI0 MPOBOAMTCS (POPMHPOBAHHUE [ICII,
KaKHe TIpH 3TOM He0OXO0UMO co0oaaTs TpeboBanus?
18.Yto Takoe HOMEHKJIATypa [el, C KaKOH IeJbio
pa3pabaThIBarOTCA TUIIOBBIE HOMEHKIATYPHI AeT?
19.Kakyio wH(OpMAIMIO CONEPKUT HOMEHKIATypa
nen’?

20.Yto moHMMaeTcs IO OSKCHEPTH30M IIEHHOCTH
JIoKyMeHTa?

21.Kakue KpUTEpUH UCIIOJB3YIOTCSI TIPH  OIIEHKE
JIOKyMEHTOB?

22.Kak ocymecTBIsieTCS MNpHEM-Tiepeaada aea B
apxuB?

23.Yt0 Takoe KOH(pHICHIIUATbHBINA TOKYMEHT?

24. Kakue OCHOBHbIC Yrpo3bl BO3HHKAIOT P padoTe ¢
KOH(UIEHITHATLHBIMH IOKyMEHTaMU?

25. Ykaxure 0COOEHHOCTH
JIJIONPOU3BOJICTBA,  00ECIEYHBAIOIIETO

BE/ICHUS
yuyer u




Kon Nupukarop NOCTYDKEHUS

MH/IMKATOpa | KOMIETEHIINN OueHouHbIE CpEACTBA
COXPaHHOCTh KOH(MUICHIUAIBLHOW WHpOpPMAIUU U
JIOKYMEHTOB.
26.Yto TIOHUMACTCS o1 3aUIIICHHBIM
JIOKYMEHTOO0OPOTOM, 3a CYET 4YEero MOXKET OBITh
obecrieveHa ero 3amura?

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

nepeBo oUIHATEHBIX u
po(ecCHOHAIBHBIX ~ TEKCTOB €
WHOCTPAHHOTO S3bIKa HA PYCCKH,
C PYCCKOTO sI3bIKa Ha MHOCTPaHHBIN

KomriekT TecToBBIX 3aganuii: Nel

1. ®opmysip — 3T0:

a) OcHOBHas ¢opMa [OKYMeHTa, (UKCHUPYIOIAs
MIPaBOBBIC OTHOMICHHUS B J[peBHEPYCCKOM TOCYAapCTBE;
0) 0c000 BBIIEIIaHHAS KOXa JKMBOTHBIX,
MIPUMEHSBIIASCS B KAYECTBE OCHOBHOTO MaTepHaa s
michMa B J[peBHEPYCCKOM TOCYIapCTBe;

B) CaMOCTOSITEILHOE MOJpa3ielicH e,
OCYIIECTBIISIONICE JICITOTIPOU3BOICTBCHHYIO
JIEATEILHOCTE,

r) TUIOBas ycToitunBas (opma (oOpasel) OTHeNbHBIX
HanboJiee pacpOCTPaHEHHBIX TOKYMEHTOB.
2. VYcraHoBneHue eauHOOOpaszusi cocrtaBa U (Gopm
YIPaBJICHYECKUX JOKYMEHTOB, CO3JaBaeMbIX IpH
PCIICHNH OJHOTHITHBIX YIPABICHUECKUX (DyHKIIUH:
a) yHA(UKAI;
0) cepTudUKaLAS;
B) KOANPOBAHUE;
T') JOKYMEHTHPOBAHHE.
3. OOsBaTenbHBIM  YCIOBHEM JJISI  BKJIIOYCHHUSA
uHpopmMauu B HMHPOPMAIOHHBIE  PECYpPCHI,
OCYLIECTBIISIEMOTO B  MOPSIIKE, YCTaHABJIMBAEMOM
OpraHaM¥ rocy/IapCTBEHHOM BIIACTH, SIBIISIETCS €e:
a) cTaHJapTU3aLINS;
0) 3arura,
B) IOKYMEHTHPOBAHUE;
T') BBIKYII TOCYJapCTBOM Y YaCTHBIX JIAIL.
4. CpexnctBoM ycTpaHeHHs «OyMaxHOro Oymay»
SIBIISIETCSL:
a) KOMITBIOTEPU3aIHs AEIOIPOU3BOICTBA;
0) yHUUKAIHS JOKYMECHTOB;
B) KJIacCH(UKALUSA TOKYMEHTOB;
T') IpUMEHEHUE Pa3HOCTOPOHHEH OPTTEXHUKU
5. 3HaueHue JIOKYMEHTAIIMOHHOTO 0OecredYeHHs
YIPaBJICHUsI ONIPEeIsIeTCs:
a) KOMMYHHUKaIUIMU;
0) unenTuduKanuei;
B) puKcanuei;
T) CyaeOHBIM pa30UpPaTEIECTBOM.
6. B mpaBoM BepxHeM Yoy  JIOKYMEHTOB
pacIioararoTcst CIIeAyIONIe PEKBU3UTHL: a)
rpud coriacoBaHus;
0) OTMETKa 0 KOHTPOJIE;
B) TpH( yTBEp)KICHHUS;
T) agpecar.
7. B 1eBOM BepXHEM YTy TOKYMEHTOB pacIojararoTcs
CJIE/TYIOLIHE PEKBU3HUTHI:
a) pe3oITIOIIHS;
0) OTMETKa O HAJTMYMH PUIIOKEHUS;
B) OTMETKa 00 MCIIOJIHUTEIIE;
T') KOJI OpraHu3aLuHy.
8. B mpaBOM HM)KHEM YTJIy pacIiojaratoTcsi peKBU3UTHI:
a) OCHOBHOW TOCYNApCTBEHHBIH pErHCcTPallOHHBIN




Kon
WHUKATOpa

Nupukarop
KOMIICTCHIINN

JOCTHXKCHHUA

OneHouHble CpeaCcTBA

HoMmep (OI'PH) ropuangeckoro

JINIIA;

0) K011 GOpPMBI TOKYMEHTA;

B) MICHTU(HUKAUOHHBI HOMEp HAJIOrOIUIATEJbLINKA
(MIHH);

r) Tpu( OrpaHNUuEHHS TOCTYIA K JOKYMEHTY.

9. B 1eBOM HIKHEM YTIIy PacloIararoTcs PeKBU3UTHL:
a) KOJ MPUYHHBI TOCTAHOBKH HA YUeT;

0) OTTHCK ITeYaTH;

B) BH3HI;

T') OTMETKa 00 WCIIOTHHUTETIC.

10. K B3aMOHUCKIIIOYAIOIUM PEKBU3UTAM OTHOCSTCS:
a) sMmOiemMa OpraHM3alliM W TOCYIapCTBEHHBIH repo
P®;

0) KOJ OpraHu3aliy ¥ Ko (JOPMBI JOKYMEHTA;

B) PETUCTPAallMOHHBIH HOMEp JOKYMEHTa U CChUIKA Ha
perucTpaluoOHHbI HOMED U

ATy TOKYMEHTa;

r) rpud yrBepkaeHus U medats. 1 1. Ecnu opranuzamms
ITOIBEZIOMCTBCHHA OJTHOBPEMEHHO HECKOJIBKUM
opraHam

VIpaBJICHUS, TO B Pa3HBIX CHTYallUAX YKa3bIBACTCH:

a) HETIOCPEICTBEHHO BBIIICCTOSINAS OPTaHU3aIINs;

0) camast TJIaBHas BBILIECTOSIIAS OpPraHU3aLlus;

B) He OoJiee TpeX CTeNeHeH 1Mo/ IBeIOMCTBEHHOCTH;

) He YyKa3bplBaeTcd HU OJHA  BBIIIECTOAIIAS
OpraHu3aIys.

12. [laToli TOKyMEHTa MOXKET OBITh JaTa:

a) ero HaIlMCAHUS U COTJIACOBAHHUS;

0) ero mMoMUCaHUS;

B) €T0 YTBEPKICHUS;

T) TpOBEACHUS 3acelaHMs, Ha KOTOPOM IPHHATO
pelreHwe.

13. JlaTbl B JOKYMEHTaX MOTYT OBITH O(hOPMIICHBI:

a) 22. 08. 1997;

0) 22 aBrycra 1996 rona;

B) 1988. 02. 22;

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

14. Kakme pexkBHU3WUTH JOKYMEHTOB IHIIYTCS, Kak
HpPaBUIIO, OT PYKHU:

a) BU3a;

0) pe3oronus;

B) TIOJIITUCK;

T) aapecar.

15. K xakuM peKBU3UTaM OTHOCSTCS CJIOBA!

a) «BepHo» A)

0) «mst CITy)eOHOTO MOJIb30BaHUS» b)
B) «3ameyaHus MIPUIArarTCS» B)
r) «IletpoB M.K. 924-76-40» I)

16. PexBU3UT «HOONUCH» Ha pa3HbIX JOKYMEHTax
BKJIIOYAECT:

a) JIMYHYIO POCIUCH aBTOpa IOKYMEHTa;

0) TMYHYIO POCIKCH PYKOBOAUTEIS U €€ PacuIn(poBKy;
B) yKazaHWC  JOJDKHOCTH, JIAYHYKO  POCITHCH
PYKOBOIHUTENS U €€ pacuIn(poBKy;

T) yKa3aHue JOHKHOCTH, HAMMEHOBaHUE OpTraHU3aIuHy,
JUYHYIO POCITUCH PYKOBOIUTEIS,

ee pacmmdpoBKy.
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KommnekT TecToBbIx 3aganuii: No2

1. Kakoe cokparienue siBisieTcst ab0peBHaTypoOi:

a) AI'3 MUC PO;

0) Mocanepro;

B) cTarQJisiys;

r) o/M, 11/0.

2. CnoBo, koTopoe 0003HayaeT HOBOE MOHSATHE,
yrmoTpedisieMoe B JOKYMEHTaX, —

3TO:

a) abOpeBHaTypa;

0) CHHOHHM;

B) HEOJIOTU3M;

T) apXausM.

3. OtbepuTe NPUHIUN O(PHUIUATEHO-ICIOBOTO CTHIIS
JOKYMEHTAIUH:

a) TPEeNOCTaBICHUS  MaKCHMAJIBHO  BO3MOXHOMU
uHbopManum;

0) IpUMEHEHHUE CIIOB «MBI BEITIONIHAMY, 1 CIIEIIal0N;

B) OTPaHIMYCHHOCTH B IPUMCHECHUH SI3BIKOBBIX CPEIICTB;
T') IPUMEHECHHE YSTKIUX OTBETOB A%, KHETY.

4. Jlekcndeckoe COKpalieHne cII0Ba, YIOTPEOIIeMOro B
JOKYMEHTaX — 3TO:

a) abOpeBHatypa;

0) CHHOHHM;

B) HEOJIOTHU3M,;

T') HapOHUM.

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

a) aipecHOCTh MH(POPMAIIH;

0) TemaTmdeckas OTPaHMYCHHOCTb B MPUMEHCHHU
SI3BIKOBBIX CPEIICTB;

B) TPEAOCTABICHHE  MAKCHMAaJbHO  BO3MOXKHOM
HHpOPMAIINH;

T) yHA(UKAIUS JOKYMEHTA.

6. K mpaBuiaM e10BOro 3TUKETa OTHOCSITCS:

a) HETOPOIUIUBOCTh C OTBETOM;

0) GyaroJapHOCTH 3a OTBET WU JCHCTBHE;

B) 00CTOSITENbHOE U3JIOKEHNE TOKYMEHTA;

I) yMEHHE CIymaTh Ipyrux mojeil.7. B xakom
JOKYMEHTE HCIONb3YIOTCS CJIOBa «... B IPOTHBHOM
ciydae Bam OynyT

MpeabsBICHBl IITpadHBIE CAaHKOUM» B KadecTBe
SI3BIKOBOW (POPMYITBI, KaK pe3ybTara

YHA(DUKAINH S3BIKOBBIX CPEICTB:

a) B TAPAHTUITHOM ITHUCHME;

0) B peKIIaMaliuOHHOM TIHCEME;

B) B MUH()OPMALMOHHOM IHCHME;

I') B IMCbMe-HAIIOMHHAHHH.

8. CroBa, KOTOpbIE CTaHOBSTCS HEODUIHMAIBLHBIM
3aMEHUTEJIeM TEPMHUHA U UX IPUMEHEHHEB JOKYMEHTaX
HEJIOMYyCTHMO, — 3TO:

a) MpoeCCHOHATHU3MBI;

0) CHHOHHMEI,

B) HEOJIOTU3MBI;

T') HTAPOHHUMBI.

9. 3aKkOoHYEHHBIH B CMBICIIOBOM OTHOILUEHHH OTPE30K
TEKCTa, O3BOJISFOIIUI YCTAHOBHUTH

3HaYeHHE BXO/IIETO B HErO CJI0Ba Wik (pasbl — 3TO:
a) aHHOTAIIVS,

0) pedepar;

B) KOHTEKCT;
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T') KOHCIIEKT.

10. Perynmupyromas (IesTeIbHOCTh OpraHU3aIUil)
cpelia BKIIIOYaeT:

a) TOCYIapCTBEHHbIEC CTaH/aPTHI;

0) OOIIIECTBCHHBIC OXKHUTAHMS;

B) PEKOMEHJIALINH, OTPaKAIOIIIe IIEPEeJOBOH OMBIT;

T) HOPMAaTHBHBIE  JIOKYMEHTHI, OTpakaroIue
JEATEIbHOCTh OPTaHU3alNH.

11. Ilonutuka ynpaBiaeHUs: TOKyMEHTaMU OPraHU3aLUuN
TI03BOJISIET:

a)  moBHMATh  S(P(YEKTUBHOCTH  JCATEIHHOCTH
OpraHM3aINN;

0) coOmromaTh TpeOOBaHMS 3aKOHONATEIbCTBA W
peryJIHMpyIOLIeH cpebl;

B)  u30exaTb  PHUCKOB  MPEANPUHUMATEIbCKOU
JeATEIIbHOCTH, CBSI3aHHBIX C JIOKYMEHTaAMH;

I) COXpaHSATh NaMsATh OpraHW3alM, WHAWBUIA U
obmrectBa.12. K mpuHIumaMm pa3paboTku TporpaMm
YIIPaBICHUS JOKyMEHTAMH OTHOCHTCSI:

a) OIIGHKa pHCKOB, CBSA3aHHBIX C OTCYTCTBHEM
ouMaNbHBIX JOKYMEHTOB;

0) ompeneneHWe MNPaBWI CO3JAHUS METAIAHHBIX O
JOKyMEHTaX;

B) oOecrieueHHEe XpaHeHHs JOKyMEHTOB B 0¢301acHOM 1
3alIUILIEHHON CpeJe;

I)  ONpelelieHHe  BO3MOXKHOCTEH  IOBBIICHHMS
3¢ GEeKTHBHOCTH PabOThI OpraHU3aIHH

B pesynbTare Ka4yeCTBECHHOTO yIpaBJICHUS
JIOKyMEHTaMH.
13. Pacnpenenenue OTBETCTBEHHOCTH 3a

JAOKYMCHTAllTUOHHOC obecreueHne YIpaBJICHUA
npeanojaaract OTBETCTBEHHOCTD!:

a) BCEX COTPYTHHKOB OpTaHM3alN 3a

0) CUCTEMHBIX aJMUHHUCTPATOPOB

3a ;

B) PYKOBOJCTBA opraHu3anuu 3a
;

T) cekperapei

3a

14. Eciin TOKYMEHT SIBJISIETCSI TEM, YeM JOJDKEH OBITH;
CO3JIaH WJIM OTHPABJICH JUIOM, YIIOJHOMOYECHHBIM Ha
9TO, a TaKkKe B TO BpeMs, KOTOpOe YKa3aHO Ha
JIOKYMEHTE, TO 9TO O3HAYaeT eTo:

a) TOCTOBEPHOCTb,

0) IIEIOCTHOCTb;

B) ayTEHTHUYHOCTE;

T) IPUTOJHOCTH JIJISl HCTIOh30BaHMUSI.

15. CrpaTterust BHeApeHHS JOKYMEHTHBIX CHCTEM
TpeaycMaTpuBaeT:

a) MPOEKTHPOBAHUE IOKYMEHTHBIX CUCTEM;

0) TMOATOTOBKY COTPYAHHKOB, pa0oTalomux ¢
JIOKyMEHTaMU;

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

16. CiocoOHOCTh TOKYMEHTHOM CHCTEMBI JITUTEIEHO U
MPaBUWJIBHO (PYHKITMOHUPOBATH

B COOTBETCTBHUH C TPEOYEMBIMHU MPOIICTypaMU O3HAYAET
ee:

a) HaJIe)KHOCTD;
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MHAIWKATOpAa | KOMIIETCHIIUU
0) 3 PeKTUBHOCTE;
B) LIEJIOCTHOCTB;
') KOMIIEKCHOCTb.
17. Cnocob6HoCTb JIOKYMEHTHOU CUCTEMBI
MIPEA0TBpalIaTh HECAHKIIMOHUPOBAHHBIE
JOCTYIl K JIOKyMEHTaM, X yHHYTOXXEHUE, U3MCHEHHE
WM TIEPEMELICHUS 03HAYaeT ec:
a) HaJIe)KHOCTh;
0) 3¢ PeKTUBHOCTE;
B) IIEJIOCTHOCTB;
T') KOMIUIEKCHOCTb. 1 8. MeTomomorus mpoeKTHpOBaHUS
Y BHEAPEHUS JOKYMEHTHBIX CHCTEM BKIIIOYAET:
a) aHaJIM3 JEJIO0BOH JeITeIbHOCTH OpraHU3alny;
0) OIICHKY CYIIECTBYIOIIUX JJOKYMEHTHBIX CUCTEM;
B) MOHUTOPUHT, OLIEHKY, KOPPEKTUPYIOIINE IEHCTBHS;
T') IpeKpalleHNue TPUMEHEHHS JOKYMEHTHBIX CHCTEM.
19. OObekTamMu yHH(DUKAIMH ¥ CTaHJApTH3ALMU B
YIIPaBICHYECKON JESTEIbHOCTH
SIBIISIFOTCSI:
a) TEpMHHBI, HCIOJB3yeMble TIIpH  paboTe C
yIpaBJIeHYeCKOi HHpOpMAaIHeH;
06) oOpraHu3anMOHHBIC CTPYKTYPbl — OpTaHH3aIHH,
YUpEXKIECHUHN U NPEANPUATUH;
B) yIIpaBJeHYECKUE (HYHKIHH;
T) ylpaBlieHUeCcKas JOKyMeHTalusI.

YK-4.4 [Ty6nn4HO BBICTYHAeT Ha pycckoM | [IpaxTuyeckue sananms:

SI3bIKE, CTPOUT CBOEC BBICTYILICHHUEC
C YYETOM ayauTOpUU U IICIH
0o0LIeHUS

Kpoccsopzn 1.

I[lo ropmsontamu: 1) 3ammce wHbOpPManmuu Ha
Pa3IMYHBIX HOCUTENAX MO YCTAHOBIICHHBIM IIPABHIIAM;
2) yCTaHOBJICHNE KOJIMYECTBA U COCTAaBA JOKYMEHTOB B
eIMHMIAX Yydyera M (Qukcanmus MNPUHAIICKHOCTH
K10 eIMHUIBI y4eTa K ONPEJEeICHHOMY KOMILIEKCY
U 00IIeMy MX KOJHYECTBY B YUETHBIX JOKyMEHTax; 3)
YYETHBIH IOKYMEHT, COJEpKAIUN Ha3BaHUE, CBEJCHUS
0 KOJINYECTBE, COCTaBe JOKYMEHTOB (DOHJIa ¥ MECTE €ro
XpaHEeHHUs, IPeAHAa3HAYCHHBIN IS [IEHTPAJIN30BaHHOTO
yuera JIOKYMEHTOB; 4) 1epedeHb O(QHUIHAIBHBIX
HaMMEHOBaHUI XpaHIIUXCcs, BBIOBIBIITHX U
MOCTYIAIOMINX ~ apXMBHBIX  (OHAOB B  TOpsAKE
BO3pacTaHWs NPHUCBOCHHBIX WM  HOMEpPOB; 5)
MPEIyCMOTPEHHBIE  HOPMATUBHBIMH  JIOKyMEHTaMH

YCIIOBHS HCIIOIb30BAHUS ApXUBHBIX u
KOH(HUICHIIHATHHBIX TOKYMEHTOB; 6) MUPPOBOE H/WIH
O0ykBeHHO-1TH(pOBOE 00o3HaueHue nena B

HOMEHKJIaType JeJ OpraHu3alli, HAHOCHMOE Ha €ro
00710KKY; 7) CBOMCTBA JOKYMEHTA, 00yCIaBIMBAIOIINE
€ro KyJbTypHOE, Hay4YHO€ U T.I. 3Ha4YeHHe; §)
BOCCTaHOBJICHHE MEPBOHAYAIBHBIX WIN OIU3KHUX K
[epBOHAYAIBHBIM CBOMCTB M BHEUIHUX IPHU3HAKOB
ApXMBHOTO JIOKYMEHTa, MOABEPTIIETr0Cs MOBPEXICHUIO
WIN pa3pylIieHuo; 9) CpencTBO  THPaKHMPOBAHMS
JoKyMeHTOB; 10) y4yeTHBI JOKYMEHT, COAepKalui
TepeueHb JOKYMEHTOB JIejla ¢ YKa3aHHEeM IMOPSIKOBBIX
HOMEpOB JIOKYMEHTOB, MX HMHJEKCOB, Ha3BaHWH, JaT,
HOMepoB JmMcTOB; 11) mnpumeHeHwe wuHPOPMAIMN
JOKYMEHTOB B KYJIbTYPHBIX, HAYYHBIX U T.II. LEJAX, a
TaKXkKe U1 00ecTedeHnsl 3aKOHHBIX IIPaB M WHTEPECOB
rpaxiaas; 12) cpaBOYHHK, B KOTOPOM HH(pOpMAaNusi O
JOKYMEHTaX pacloJIo)keHa B COOTBETCTBHHM C
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BEIOpaHHOM cxeMol Kiaccupuxanuu; 13) TOKyMEHT,
TIOJTHOCTBIO BOCIIPOM3BOJISIIHNI nHpopManuio
IOJUTMHHOTO JIOKyMEHTa U BCE €r0 BHEUIHWE NPU3HAKU
WIN YacTh WX, HO HE UMCIOUIMH IOPUAMYECKON CHIIBI;
14) u3MeHeHue NepBOHAYANBHBIX (PU3UKO-XUMHIECKUX
CBOMCTB JOKyMEHTa II0Jl BO3/CHCTBHEM BHEUIHUX WU
BHYTPEHHUX (DaKTOpOB; 15) mepBhIil WM eXMHUIHBINA
SK3EMILIIP oHIHATEHOTO JOKYMCHTA; 16)
IOPUINYIECKOE M (PM3UIECKOE JINI0, B AESTENBHOCTH
KOTOpPOTO 00pa3yercss MOKyMeHTalbHbIN (oHm; 17)
CPEZCTBO XpaHEHUsI TOKyMEHTOB.

Ilo Beptuxkamu: 1) JBMKEHHE JIOKYMEHTOB B
OpraHu3alMy ¢ MOMEHTA UX CO3JIaHUSl WU MOJTYYCHHUS
JI0 3aBEpIICHUS WCIOJHEHHsS WM OTmnpaBieHus; 18)
3alMCh  YYETHBIX JAaHHBIX O JIOKYMEHTE IO
yCTaHOBICHHOH (opme, ¢ukcupyromas (akrT ero
CO3JIaHWsI, OTHPABIICHUS WM MONXydeHus; 19) ToKyMeHT
WIA COBOKYIIHOCTH JIOKYMEHTOB, OTHOCSIIUXCS K
OIHOMY BONPOCY WM YYacTKy IeSTeIbHOCTH U
MTOMEIICHHBIX B OTMIENBbHYIO 00JI0KKY; 20) opraHu3anus
WIH CTPYKTYpHOE TOApa3feiicHHEe, OCYIICCTBILIIONICE
JUTUTENIFHOE WM TIOCTOSHHOE XpaHEHHE OKOHUYCHHBIX
JIOKyMEHTOB C LIEJIbI0 UX UCTIOIb30BaHusl; 21) cpeacTBo
KacCOBOM OpITeXHUKH; 22) KONUS 4YacTH TeKcTa
JOKyMeHTa, 0()OpPMIICHHAsA B YCTaHOBJIICHHOM IIOPSI/IKE;
23) CpeACTBO  M3TOTOBIICHHS — HM300pa3UTEIBHBIX
JMOKYMEHTOB; 24)  chenuajibHO  000pPYIOBaHHOE
MIOMEIIEHUE JIJIsl XpaHEeHUsI apXHUBHBIX JJOKYMEHTOB; 25)
MOBTOPHBIA  SK3EMIUISIP TMOUIMHHUKA JIOKYMEHTA,
AMEIOMUH IOPUANIECKYIO CHTy; 26) (u3mdeckoe WiH
IOpUANYECKOe JIMIO, CO3JaBIIee JOKYMeHT; 27)
opUIHANBEHBIH JOKYMEHT, HMEIONINA FOPUAHICCKYIO
CHIly W colepXamuii WHQOpPMAIUIO O MpeaMere
3ampoca, C  yKa3aHWEM  IIOMCKOBBIX  JIaHHBIX
JIOKyMEHTOB; 28) 0TOOp TOKYMEHTOB Ha XpaHEHUE WJIH
K YHHUTOXEHHIO, a TAaKXKe YCTaHOBJIEHHE CPOKOB HX
XpaHEHUsI HA OCHOBE MPHUHSTHIX KPUTEPHUEB.

YK-4.5

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

[pakTryeckne 3aganus:

Kpoccsopzn 2.

[lo ropmsoHTamm: 1) HOPMATHBHBIA JTOKYMEHT,
COZiepKallliii  CHCTEeMaTH3MPOBaHHBIH  IEepedeHb
CTPYIITUPOBAHHBIX ~ HAUMEHOBAaHMH  OOBEKTOB W
MPUCBOEHHBIE MM KOJBI; 2) HOPMATHUBHBIN JOKYMEHT,
3aKPEIUIAIONINA YHUDUKAIIUIO JETONPOU3BOJACTBA; 3)
(uKcalysi Ha MaTepUaIbHOM HOCHTelNle HHPOPMAIMH C
PEKBH3HUTaMH, MTO3BOJISIONIMMH €€ UICHTU(PHUIIUPOBATD;
4) ycraHOBJIIEHHE €IMHOOOpas3usi coctaBa W (Hopm
YIOPaBIEHYECKUX JOKYMEHTOB, CO3[aBAEMBIX IIPH
pELIEHNH OJHOTHUITHBIX YIpaBlIeHYECKUX (QYHKLUIA; 5)
nHpopmanusi, (QUKCUpOBaHHAas Ha  KaKOM-JHOO
MaTepHaILHOM HOCHUTEJIE.

Mo Beprukamu: 1) umdppoBoe oOo03HaueHHE (GOPM
JOKyMEHTOB B XOZI€ COCTaBJICHHUS KJIACCH(HKATOPOB
nHdopmanuy; 6) dppoBoe 0003HAUCHHE, SBIISIOIIECECS
9JIEMEHTOM HJICHTH(UKAIMH OOBEKTOB B XOJAE UX
KiIaccuuKanuy;, 7) MEeXIYHapOXHBIH JIOTOBOP IO
OTIpEICIECHHOMY  BOTPOCY; 8) oOpraHu3anus WIH
CTPYKTYpPHOE  TOJpa3/ieieHHe,  OCYHIECTBISIONIEE
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JIOJITOBPEMEHHOE WIH MOCTOSIHHOE XpaHeHue
OKOHYCHHBIX JIe]T; 9) BHECEHHE JIOJDKHOCTHBIM JIUIIOM
B OQUIMANBbHBICE JOKYMCHTHI 3aBEIOMO JIOKHBIX
CBEJICHUM WJIM HCIPaBJICHUM, MCKKAOIMUX UX
NelcTBUTENbHOE cojepxaHue;, 10) CHUHOHMM cllOBa
JIOTOBOD; 11) JIOKYMEHT, TIOATBEPKIATOITU I
COOTBETCTBHE NPOMYKIMH, TMPOIECCOB U  YCIyT
YCTaHOBJICHHBIM TPEOOBaHUIM.

OIIK-3: Cnocoben pa3pabarbiBaTh M OCYIIECTBISATh MEpONPUATHSA, HaNpaBlIeHHbIE Ha
pean3alyi0 CTPATEruu YIPaBIEHUS MEPCOHAIOM, OOECIeYMBaTh HX JOKYMEHTAI[MOHHOE
COIPOBOKCHHE U OLICHUBATH OPTaHU3AIMOHHBIE U COLIMAJIbHBIC TOCIE/ICTBHSI,

OIIK-3.1

PazpabaTbiBaeT U peasn30BBIBACT
CTpaTeruu yIpaBJeHUs,
IIPUBJICYEHUS IIEPCOHATIA

[lepeuenp TeopeTHUECKUX BOMPOCOB K 3aUETY:

1. Yrto Takoe MOKYMEHT, C KaKOW HEIbI0 OH MOXET
co3JaBaThCA?

2. KakoBel 0OCOOEHHOCTH [€JIOBOIO OOIIEHHA U
MyOJMYHBIX BBICTYIICHUN?

3. KakoBbl OCHOBHBIE MpU3HAKK KiaccHuKauu
JIOKyMEHTOB?

4. Yro mnoHMMaeTcs TOJA  JOKYMEHTAlMOHHBIM
obecrieueHneM yrpaBieHus ?

5. B d4em cyrp craHzapTuzanMd ¥ yHH(UKALHN
nokymeHToB? Kakue pazpabaTsiBaroTcsi cTaHIapTHI?

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

7. KakoBBI OCHOBHBIE PEKBU3UTHI, UCIOIb3YEMBIE IS
oopmIleHNs TpHUKa3a U PACTIOPSKEHHUS.

8. Kaxkue popMbI IPOTOKOJIOB MOXHO HCIIOJIB30BAThH B
YIPaBJICHYECKON JIESTENEHOCTH, B YeM HX OTINYHE?

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

10. Kakue KOMIIIEKChI JOKYMEHTAIMU BKIIFOYAET B Ce0s
Ka/IpoBast nH(pOpPMaIMOHHO-T0KYMEHTallMOHHAS
cucrema?

11.B gyem ocobOeHHOCTH OQOPMICHHS MPUKA30B II0
JUYHOMY COCTaBY?

12. Y10 MOHMMAETCs oz opraHuzanuen
JOKyMeHTooOopoTa?

13.Yrto Takoe cXxembl OKYMEHTOOOOpOTa, 3a4eM OHHU
HYXKHBI?

14. C xaxoii nenpio pa3pabdaTbIBalOTCd HHCTPYKINH 110
JETIONPOU3BOJICTBY, 4YTO B  HHX  HEOOXOAMMO
peycCMOTPETh?

OIIK-3.2

OOecrneunBaer
JOKYMEHTAIMOHHOE
COIPOBOYXKICHHE CTpaTeruu
YIIpaBIICHUS TIEPCOHAIOM

Bompocsr:

15. Ykaxxure TEXHOJOTHUYECKYIO IOCIIE0BATEILHOCTD
9TarnoB paboThl C BXOASIIMMH JOKYMEHTAMH.

16. KakoBa mmocjie10BaTeIbHOCTh Oepaliuii pu paboTe
C BHYTPESHHHMH JTOKyMEHTaMHu?

17.C kako¥ 1eIbl0 MPOBOAMUTCS (POPMHPOBAHUE IEIL,
KaKue Ipy 3TOM HE00X0JMMO co0o1aTh TpeOoBaHus?
18.Yto Takoe HOMEHKJIaTypa [eJl, C KaKOH IeJbIo
pa3pabaThIBaOTCS TUIIOBBIC HOMEHKIATYPHI Aei?
19.Kakyio wuHGpOpPMaIMIO COAEPXKHUT HOMEHKIIATypa
nen?

20.Yto moOHMMAaeTCs IO OKCHEPTH30# IIEHHOCTH
JIOKyMeHTa?

21.Kakue KpUTEPHH HCIOJB3YIOTCSI TIPH  OLCHKE
JIOKyMEHTOB?

22.Kak ocymecTBiIsieTCs NpUEM-Tiepeaada aea B
apxuB?
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23.Yt0 Takoe KOH(pUICHIUATIbHBINA TOKYMEHT?
24. Kakue OCHOBHbIE YIpO3bl BO3HHKAIOT MPH padoTe ¢
KOH(UAECHIMATEHBIMY JOKYMEHTaMU?
25. Vkaxwure 0COOEHHOCTH BEJICHUS
JICIIOTIPOU3BOJICTBA, ~ OOCCIICYHMBAIOLICTO  y4eT W
COXPAaHHOCTh KOH(UAEHIMANLHONH HHOPMAIUK U
JIOKYMEHTOB.
26. Y10 MOHUMAETCSA oI 3aIIUIIEHHBIM
JOKYMEHTOOOOPOTOM, 3a CUeT Yero MOXKeT OBITh
oOecrieueHa ero 3ammra?

OIIK-3.3 OueHuBaer OpraHU3allMOHHBIC H IIpumepHble npakTUUECKUE 3aAaHNA IS 3a4eTa:

COIIMAaJIbHBIC

IIOCJIICACTBHA

YIPABJICHUS IIEPCOHATIOM

KommnekT TecToBBIX 3aganuii: Nel

1. ®opmynsip — 370!

a) OcHOBHas ¢opMa [OKYMeHTa, (UKCHUPYIOIAs
[IPaBOBbIE OTHOILECHHUS B [IpEBHEPYCCKOM TOCYNApCTBE;
0) 0co00 BbIZICTIaHHAS KOXa JKUBOTHBIX,
NPUMEHSBILASICS B KAYECTBE OCHOBHOTO MaTepuana Jyist
nucpMa B JIpeBHEPYCCKOM roCyapCcTBe;

B) CaMOCTOATCIIBHOC noapasacjeHue,
OCYHICCTBJIAIOIICE JACJIONTPOU3BOACTBEHHYIO
JCATCIBbHOCTD,

T) THIIOBasi ycToWdmBas ¢opMma (0Opazerr) OTHeITHHBIX
HanboJee pacpoCTPaHEHHBIX JOKYMEHTOB.
2. VYcraHoBneHHe eauHOOOpasms cocraBa U (Gopm
YIpaBICHYECKNX JOKYMEHTOB, CO3/aBaE€MBIX IIpH
PELIEHUH OJHOTHITHBIX YIPABICHUECKUX (DYHKIIUIM:
a) yHupUKaIus;
0) ceprudukanys;
B) KOJJMPOBAHHUE,;
T') JOKYMEHTHPOBAHUE.
3. OOsBaTenbHBIM  YCIOBHEM JJI  BKJIIOYCHHUSA
nHpopmManmt B MH(OOPMAIMOHHBIE  PECYPCHI,
OCYIIECTBIIIEMOTO B  TOPSJIKE, YCTaHaBJINBAEMOM
OpraHaMy rOCy/IapCTBEHHOH BIIACTH, SIBIISIETCS €e:
a) CTaHIapTH3aLus;
0) 3ammuTa;
B) IOKYMEHTHPOBAHUE;
T') BBIKYII TOCYJAPCTBOM Y YaCTHBIX JIMIL.
4. CpenctBoM yCTpaHEHUs «OyMaXHOTO Oymay
SIBJISIETCSL:
a) KOMITBIOTEPU3AIHsI EIOTPOU3BO/ICTBA;
0) yHubUKaIMI JOKYMEHTOB;
B) KJIaCCU(PHKANNS JOKYMEHTOB;
T') IpIMEHEHUE Pa3HOCTOPOHHEH OPTTEXHUKH
5. 3HaueHWe JOKYMEHTAIlMOHHOTO OOecIeueHHUs
YTIpaBIICHUS OTIPEeIsIeTCs:
a) KOMMYHHUKaLUSIMH;
0) uneHTuduKanuei;
B) puKcanuei;
T) CyaeOHBIM pa30HpPaTEIECTBOM.
6. B mpaBoM BepxHeM Yy  JIOKYMEHTOB
pacnoararTcs CleTylone PpeKBU3UTHI: a)
rpu¢ COTIacCOBaHMUS;
0) OTMETKa 0 KOHTPOJIE;
B) Tpu( YTBEPKICHHUS;
T) aapecar.
7. B 1eBOM BepXHEM YTy TOKYMEHTOB PacIiolararoTcst
CJIE/TyIOIINE PEKBU3HTHIL:
a) PE30JIIOIIHS;




Kon
WHUKATOpa

Nupukarop
KOMIICTCHIINN

JOCTHXKCHHUA

OneHouHble CpeaCcTBA

0) OTMETKa O HATMYMH TPUIIOKEHUS;

B) OTMETKa 00 MCIIOJIHUTEIE;

T') KOJ OpraHU3alHH.

8. B mpaBoM HIXKHEM YTy paclojararTcsl peKBU3UTHI:
a) OCHOBHOH TOCYJapCTBEHHBIH PErUCTPALlMOHHBIN
HoMmep (OI'PH) ropuangeckoro

nMLa;

0) Koz GOpPMBI TOKYMEHTA;

B) MACHTU(UKAUOHHBI HOMEP HAJIOrOILIATEIbIINKA
(MHH);

T) Tpu} OrpaHUYCHUS AOCTYIA K JOKYMCHTY.

9. B neBoM HIXKHEM YITIy pacHojararoTcs peKBU3HUTHI:
a) KOJI MPUYMHBI IIOCTAHOBKH HA YUeT;

0) OTTHCK MEYaTH;

B) BU3BI;

I') OTMETKa 00 HCIOJIHUTEIIE.

10. K B3aMOHUCKITIOYAIONUM PEKBU3UTAM OTHOCSTCS:
a) SMOleMa OpraHHW3aldd M TOCYAapCTBEHHBIH TepO
Po;

0) xoI opraHm3auy 1 Koj (GopMbI JOKYMEHTA;

B) PErUCTPALMOHHBIH HOMEp JOKyMEHTa M CChUIKa Ha
PETUCTPAIIOHHBIN HOMEpP U

JaTy JOKyMEHTa,

r) rpud yrBepxaeHus u nevats. 1. Eciu oprannzanms
MOJIBEIOMCTBEHHA OJTHOBPEMEHHO HECKOJIbKUM
oprasam

yIpaBJIEHUs, TO B Pa3HBIX CUTyallUsX YKa3bIBAeTCS:

a) HETMIOCPEICTBEHHO BBILIECTOSIAS OPraHU3aLus;

0) camast TJIaBHAs BBILIECTOSIIAS OPraHU3aLlus;

B) He 0oJIee Tpex CTENeHEH MM0IBEIOMCTBEHHOCTH;

Ir) He YyKa3plBaeTci HHM OJHA  BBIIICCTOAIIAS
OpTaHM3aIHs.

12. [laToit qoKyMeHTa MOXKET OBITh J1aTa:

a) ero HaNMCaHUs U COTJIACOBAHUS;

0) ero moJMUCaHUs;

B) €T0 yTBEPKACHHUS;

I) MpOBEAEHHUS 3acelaHHs, Ha KOTOPOM IPHHATO
peleHue.

13. laTsl B JOKyMEHTaX MOT'YT ObITh O(OPMIICHBI:

a) 22. 08. 1997;

0) 22 aprycra 1996 rona;

B) 1988. 02. 22;

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

14. Kakue pekBU3UTHl JOKYMEHTOB IHILYTCS, Kak
MIPaBWIIO, OT PYKH:

a) BU3a;

0) pe3oonus;

B) TIOJIITUCD;

T) aapecar.

15. K xakuM peKBH3UTaM OTHOCSTCS CIIOBa:

a) «BepHo» A)

0) «mst CITy)eOHOTO MTOJIb30BaHUS» b)
B) «3ameydaHus MPUIIATaloTCs B)
r) «IletpoB M.K. 924-76-40» I

16. PexBU3UT «HOANHCH» Ha pPa3HBIX IOKyMEHTaX
BKJIFOYAET:

a) JIMYHYIO POCINCH aBTOpA JOKyMEHTa;

0) TMYHYIO POCIIICH PYKOBOAMTEINS U €€ pacuIn(ppoBKy;




Kon
WHUKATOpa

Nupukarop
KOMIICTCHIINN

JOCTHXKCHHUA

OneHouHble CpeaCcTBA

B) yKazaHMe  JOJDKHOCTH, JIMYHYIO  POCIHCH
PYKOBOAUTEISI U €e pacin(ppoBKY;

I') yKa3aHue OJDKHOCTH, HAMMEHOBAHUE OPraHU3alny,
JMYHYIO POCIIUCH PYKOBOJIUTEIS,

ec pacuu@poBKy.

KommiexT TecToBbIX 3aaHuil: Ne2

1. Kakoe coxparienue sBisieTcss ab0peBUaTypoit:

a) AI'3 MUC P®;

6) Mocasuepro;

B) CTarQIsIus;

T) o/M, 11/0.

2. CnoBo, KOTOpoc 0003HaYaeT HOBOE MOHATHE,
ynoTpeodisieMoe B TOKYMEHTax, —

370!

a) abOpeBHaTypa;

0) CHHOHHM;

B) HEOJIOTHU3M,;

T) apxam3M.

3. Orbepute mpuHIHN OGHINATLHO-IEIOBOTO CTHIIS
JOKyMEHTAIUH:

a) TPENOCTAaBICHUS  MAaKCHUMAJIbHO  BO3MOXHOW
HHpOPMAIINH;

0) IPUMEHEHHE CIIOB «MBbI BBITIOIIHIM», <51 CIIETIAi0»;

B) OrPaHUYCHHOCTD B IPUMEHEHHUH SI3BIKOBBIX CPEJICTB;
T') IPUMEHEHUE YETKUX OTBETOB «J[a», «HETY.

4. Jlekcndeckoe COKpalieHHe ClI0Ba, YIOTPeOIIeMoro B
JOKyMEHTax — 3TO:

a) abOpeBuarypa;

0) CHHOHHM;

B) HEOJIOTU3M;

T) TApOHUM.

5. Uro He OTHOCHTCS K O(PHUINATBHO-IEIOBOMY CTHIIIO
JOKyMEHTA!

a) aIpecHOCTh HHPOPMALINHY;

6) Temarmueckas OrPAaHMYEHHOCTb B IPUMEHEHHH
SI3BIKOBBIX CPEJICTB;

B)  MpEJOCTaBICHHE  MaKCHMMaJIbHO  BO3MOXKHOU
uHbopmanum;

T') yHU(UKAIUS JOKYMEHTA.

6. K mpaBuiaM 71e10BOro 3TUKETa OTHOCSITCS:

a) HETOPOIUTUBOCTB C OTBETOM;

0) 6maroapHOCTH 32 OTBET WIIH ACHCTBUC;

B) 00CTOSITENEHOE U3JI0KEHUE TOKYMEHTa,;

I) yYMCHHE CIyIaTh JIPYrux Ioneil.7. B  kakom
JOKyMEHTE HCIIOJIB3YIOTCA CJOBa «... B IPOTHBHOM
ciydae Bam OynyT

nperbsBieHbl TpadHble CaHKIMW» B  KauecTBe
SI3bIKOBO (POPMYJIBI, KaK pe3yJibTara

YHU(HUKALUH S3bIKOBBIX CPEJICTB:

a) B TAPAHTUITHOM TIHCHME;

0) B pexIaMariuOHHOM IIHCHEME;

B) B MH(OPMAIIOHHOM TIHCHME;

I') B ICbMe-HAIIOMUHAHHH.

8. CrnoBa, KOTOpbIE CTaHOBSTCS HEO(UIMATEHBIM
3aMEHUTEJIEM TEPMHUHA U UX IPUMEHEHUEB JOKYMEHTaX
HEJIOITyCTHMO, — 3TO:

a) npoeccroHaN3MBI;

0) CHHOHHMBEI,

B) HEOJIOTU3MBI;

T') HAPOHHMBI.

9. 3aKOHUYCHHBI B CMBICIOBOM OTHOUICHHH OTPE30K




Kon
WHUKATOpa

Nupukarop
KOMIICTCHIINN

JOCTHXKCHHUA

OneHouHble CpeaCcTBA

TEKCTa, O3BOJISIOIINI yCTAHOBHUTH

3HaYEHHE BXO/AIIETO B HETO CiIoBa Wi (pasbl — 3T0:
a) aHHOTAIIUs;

0) pedpepar;

B) KOHTEKCT;

T') KOHCIIEKT.

10. Perymupyromias (AZEATENBHOCTH OpTaHU3AIIMIA)
cpena BKIII0YAeT:

a) TOCyIapCTBEHHbIEC CTAHAAPTHI;

0) oOIIEeCTBEHHBIE OXKUIAHHS,

B) PEKOMEHIAIINH, OTPAKAIOIIE IIEPEIOBON OMBIT;

r) HOpPMaTHBHBIE  JIOKYMEHTHI, OTpakarolue
JeATEeNIbHOCTh OpraHU3alnH.

11. IonuTHka ynpasieHus: JOKyMEHTaMH OpraHu3alun
I03BOJISIET:

a) noBemaTh  3()(EKTHBHOCTH  JESTEIHLHOCTH
OpraHM3aIHu;

0) coOmromath TpeOOBaHHSA 3aKOHOJATEIhCTBA U
PETYIHPYIOLEH Cpebl;

B)  u30eXaTb  PHUCKOB  IPEANPHHHUMATEIbCKOH
JEATEIHOCTH, CBSI3aHHBIX C IOKYMEHTAMH;

I) COXpaHSATh NaMATh OpraHHW3allM, WHAWBUIA U
obmectBa.12. K mpuHIUmaMm pa3paboTku TporpaMm
YIPaBJICHUS JOKyMEHTaMH OTHOCHTCSI:

a) OIIGHKa pHUCKOB, CBS3aHHBIX C OTCYTCTBHEM
ouIMaNbHBIX JOKYMEHTOB;

0) ompeneneHWe NPaBWI CO3JaHUS METAIaHHBIX O
JOKyMEHTax;

B) oOecrieueHHEe XpaHeHHs JOKyMEHTOB B 0¢301acHOM 1
3aIIMIIEHHON Cpere;

I)  ONpeleNeHWe  BO3MOXKHOCTEH  ITOBBIICHHS
3¢ $eKTUBHOCTH PabOTHI OPTaHU3AIIH

B pesynbrare Ka4eCTBEHHOT'O YIIPaBJICHUS
JOKYMEHTaMH.
13. Pacnpenenenue OTBETCTBEHHOCTHU 3a

JOKYMEHTAI[MOHHOE 00eCIIeUeHNE YIIPaBIeHHs
HpeaIoaraeT OTBETCTBEHHOCTb:

a) BCEX COTPYHUKOB OpraHM3aIiu 3a
;

0) CUCTEMHBIX aJMUHHUCTPATOPOB

3a ;

B) PYKOBOJICTBA OpraHM3aIin 3a

r) cekperapei

3a

14. Eciin TOKYMEHT SIBJISIETCS TEM, YeM JOJDKEH OBITH;
CO3/1aH WM OTHPABJIEH JIUIOM, YIIOJHOMOYEHHBIM Ha
9TO, a TaKke B TO BpeMs, KOTOpOe YKa3aHO Ha
JOKYMEHTE, TO 3TO O3HAYaeT ero:

a) IOCTOBEPHOCTD,

0) IIETOCTHOCTb;

B) AyTEHTUYHOCTB;

T') IPUTOJHOCTH JUIsl HCIIOJIb30BaHuUSI.

15. CrpaTterust BHeApeHHs JOKYMEHTHBIX CUCTEM
MIpeaycMaTpUBaET:

a) IPOEKTHPOBAHNE JIOKYMEHTHBIX CUCTEM;

0) TMOArOTOBKY COTPYAHHKOB, pabOTalommMx ¢
JOKYMEHTaMH;

B) COOTBETCTBHUE IOKYMEHTOB PETYIUPYIOIEH cpeie;
I') KOHBEPTALMIO JTOKYMEHTOB B HOBBIE JIOKYMEHTHBIC
CHCTEMBI, JOPMATHL.




Kon Nupukarop NOCTYDKEHUS
MH/IMKATOPa | KOMIIETEHIUH OreHovHbIE CpesICTBa

16. CiocoOHOCTh TOKYMEHTHOM CHCTEMBI ITUTEILHO U
MPAaBUIBHO (PYHKIMOHUPOBATH

B COOTBETCTBUU C TPEOYEMBIMH MPOLIEYPaMH O3HaYaeT
ee:

a) HaJIe)KHOCTh;

0) 3 PeKTUBHOCTE;

B) IIEJIOCTHOCTE;

T') KOMIJICKCHOCTb.

17. Crioco0HOCTH JIOKYMEHTHOM CUCTEMEI
MPEeIOTBPANIaTh HECAHKIIMOHNPOBAHHEIC

JIOCTYIl K JOKYMEHTaM, UX YHHYTOXCHHE, N3MCHCHHE
WIN TIEpEeMELICHUS 03HaYaeT ee:

a) HaJIe)KHOCTh;

0) 3 PeKTUBHOCTE;

B) LIEJIOCTHOCTB;

I') KOMIUIEKCHOCTh.18. MeTomonorus mpoeKTHpOBaHUs
Y BHEJIPEHUsI JOKYMEHTHBIX CHCTEM BKJIIOYAET:

a) aHAJN3 JIEJIOBOH JCATEIEHOCTH OpTraHU3allly;

0) OLIEHKY CYIIECTBYIOMINX JOKYMEHTHBIX CHCTEM;

B) MOHUTOPHHT, OLIEHKY, KOPPEKTUPYIOIIHNE TCHCTBYS,
T) IpeKpaleHne IPUMEHEHUS JOKyMEHTHBIX CHCTEM.
19. OObexTamMn yHH(GUKAUHM M CTaHAAPTH3ALUU B
yIpaBIEHYECKOH NesTeTbHOCTH

SIBJISIFOTCSI:

a) TEpMHHBI, WCIOJb3yeMble TIpH paboTe ¢
yIpaBJieH4YeCKON HHpOpMaIHei;

0) oOpraHu3alMOHHBIE CTPYKTYPbl — OpraHH3alHi,
YUPEXKIECHUHN U NIPEANPUATUL;

B) yIIpaBJeHYECKHE (HYHKIHH;

T) yIpaBlieHIeCKasi TOKYMEHTALHS.

0) Ilopsinox mpoBeneHUs] MPOMEKYTOUHOH aTTeCTALMU, MOKa3aTeJld W KPUTePUH
OLICHMBAHMSA:

[IpomexyTouHass arTecTalysl BKIJIIOYAET TEOPETHUECKHUE BOIPOCHI, IMO3BOJISIONINE
OLICHUTh YPOBEHb YCBOCHHMSI OOyYaIOUIMMUCS 3HAHUM, U MPAKTHUECKHUE 3a/aHHUs, BBISBISAIONINE
CTeneHb CPOPMUPOBAHHOCTH YMEHUH U BIIaJIEHUH, TPOBOAUTCS B (hopMe 3aueTa.

3aueT Mo JaHHOW IUCHMIUIMHE MPOBOJAUTCS B YCTHOH (opMe IO BOIpOCaM K 3a4ery,
KOTOPBIH BKJIFOUAET OJJUH TEOPETUUYECKUI BOIPOC U OJTHO NMPAKTUYECKOE 3a/laHUE.

IToxa3aTenu U KpUTEpPHUU OLlEHUBAHUS

- «3a4TE€HO» - BBICTABISETCS NPU YCIOBHUH, €CIIM CTYJEHT IOKa3bIBAECT XOPOIINE 3HAHUSA
yueOHOro Marepuajga IO TeMe, 3HAaeT CYIIHOCTh JAMCLUMIUIMHBI, CBOOOJHO BBIIOJHSET
IIPAKTUYECKHE 3a1aHU.

[Tpu 5TOM CTYAEHT JOTHMYHO U TOCJEI0BAaTEIbHO U3JIaraeT MaTepual TEMBbI, PAaCKPbIBAeT
CMBICI BONpOCAa, JaeT YAOBJICTBOPUTEIBHBIE OTBETHI Ha JONOJHUTEIBHBIE BOMPOCHI.
JlomonHUTENbHBIM  YCJIOBHEM IOJIyY€HHS OLIGHKHM MOTYT CTaTh XOpPOUIIME YCIEeXH Mpu
BBITTOJIHEHUH CAMOCTOSITETIbHON U KOHTPOJIBHON paboThl, cUCTEMaTH4ecKas akTUBHasl paboTa Ha
MPAKTUYECKHUX 3aHATHUSX.

- «HE 3aYTEHO» - BBICTABIIAETCS NPHU YCIOBHM, €CIU CTYIEHT BJAJEET OTPHIBOYHBIMU
3HAHUSMU O CYIIHOCTH JUCUUIUIMHBI, JTAeT HEMOJIHbIE OTBEThl Ha BOMNPOCHI U3 OCHOBHOI
JUTEPaATyphl, PEKOMEHJOBAHHON K KypCY, HE MOYKET OTBETUTbh Ha JIOIOJHUTENIBHBIE BOIPOCHI,
IIPEIIOKEHHBIE MTPENOIABATEIIEM.




IIpunoxenne 3
MeToanyecKkue peKOMeHIaAUM 1JIsl CAMOCTOSITEIbHOM PadoThl CTY/IEHTOB

B mporecce BBINOTHEHHS CAMOCTOSITENBHOW pPAaOOTHI CTYAEHTHI JOJKHBI HAYUUTHCS
BOCIPUHUMATh CBEJEHHS Ha CIyX, (UKCHPOBaTh MH(OPMALIMIO B BHJE 3alucell B TETPaasX,
paboTaTh ¢ MUCbMEHHBIMU TEKCTAMH, CAMOCTOSITEIbHO U3BJIEKas U3 HUX I0JIE3HbIE CBEACHUS U
opopmisisi MX B BHUJE TE3UCOB, KOHCIIEKTOB, CHUCTEMaTHU3UPOBAaTh HMH(OpPMAlHMIO B BHIE
3aroJIHEHHsT TaOJIHII, COCTABICHUS cXeM. Ba)XHO HAY4NTHCS BBIACATH IJIABHBIE MBICIIH B JICKIIMU
npenogaBarenss JUO00 B MHUCHbMEHHOM TEKCTE; aHaJIM3UpOBATH SIBICHUS; OIpPENEIsITh CBOIO
MO3HIIMIO K TTOJIYYEHHBIM Ha 3aHATHUAX CBEICHUSIM, YETKO (pOpMyIHpOBaTh €e; apryMeHTHPOBATh
CBOIO TOYKY 3pEHUS: BBICKA3bIBATh OIICHOYHBIE CYXICHHS; OCYILIECTBIIATh CaMOAHAJM3.
HeoOxonnMo y4uuThbesl BIIaJieTh YCTHOW M IMCBbMEHHOW PEUbl0; BECTU JUAJIOT; y4acTBOBaTh B
JTUCKYCCUM;, PpAacKpbIBaTh COJIEpKaHUE H3y4aeMOd MpoOieMbl B MOHOJOTHYECKOW peyu;
BBICTYIIAaTh C COOOIIECHUSIMU U TOKJIaJaMH.

Koncnexr nexuuu. CMbICT IPUCYTCTBUS CTYACHTA HA JIEKIUU 3aKIF0YAET BO BKIIOUECHUHU
€ro B aKTHBHBIH ITpoLecC CAyLIaHUs, IOHUMAHUSA U OCMBICIIEHUSI MaTepuaa, oAroTOBIEHHOIO
npernoiaBaTeseM. JDTOMY CHOCOOCTBYET KOHCIIEKTHMBHAS 3alKCh IMOJNyYeHHOH HH(OpManuu,
IIOMOIIBIO0 KOTOPOM B lalbHEHIIIEM MO’KHO BOCCTAHOBUTh OCHOBHOE COZIEp KaHUE MTPOCITyILIAaHHON
JEKLUU.

JU1s1 ycHemHoro BeIIOJIHEHHUs 3TOH pabOThl COBETYEM:

- IOJArOTOBUTH OTJIENbHBIE TETPAIU JUIsl KaXA0Tr0 MpeaMeTa. 3aluch B HUX JIyYIlle BECTH
Ha OJHOW CTOpPOHE JIMCTa, 4TOObI IO3/lHEE Ha YUCTOMW CTPAaHUIE 3alUCcaTh JOMOJIHEHMS,
YTOYHEHMSI, 3aME€UYaHusl, a TaKKe cOOCTBEHHbIE MbICIU. C IOMOIIbIO Pa3HOLBETHBIX PY4YEK WU
¢iiomacTepoB MOXKHO OyJIeT BBIAEIUTD 3ar0J0BKH, pa3/ielibl, TEPMUHBI U T.JI.

- HE 3alMChIBaTh MOJPSA BCE, YTO rOBOPUT JiekTop. CrapaiiTech BHauaie BBICIYIIATh U
IOHATh MaTepual, a 3aTeM YKe 3a(UKCUpOBaTh €ro, HE YIycKas OCHOBHBIX IOJIOKEHUH U
BbIBOJIOB. CoxpaHsiTe JIOTUKY H3liokeHus. OOpatuTe BHUMaHHWE Ha HEOOXOJUMOCTb TOYHOM
3aIKCH ONPEACIICHUN U TOHATUM.

- OCTaBUTh MECTO Ha CTpaHMIlE CBOOOJHBIM, €CIM HE YCIEIH OCMBICIUTH U 3a-NUCaTh
yacTh HHGopManuu. [1o okoHUaHHIO 3aHATHS C TTOMOUIBIO OJTHOKYPCHUKOB, IPENojaBaTeisl Hiu
yueOHHUKa Bbl CMO’KETE€ BOCCTAHOBUTH YIYILIEHHOE.

- YIeNATh BHUMaHUe rpaMOTHOMY odopmieHHIo 3anuceil. Hayuntecs rpagudecku sicHO U
yI0OHO pacrnojiaraTb TEKCT: BBIWICHATH a03allbl, MMOJAYEPKUBATH TJIaBHBIE MBICIH, KIIOYEBBIE
CJIOBa, IOMEIATh BBIBOABI B PaMKH U T.1. HemanoBakHOe 3Hau€HUE UMEET U YeTKas CTPYKTypa
JIEKIMHU, B KOTOPYIO BXOAMT IJIaH, JOTMUYECKHU BBICTPOCHHAs KOHCTPYKIMS OCBEIICHUS Ka’KJOTO
IIyHKTa IJJaHa C apryMEHTaMM M JO0Ka3aTeJIbCTBAMH, Pa3bsCHEHUSMU U NPUMEpPAMH, a TAKXKe
CIIUCOK JINTEPATYpPHI 110 TEME.

- HAyYUThCs IHCATh pa300purBoO U ObIcTpo. UTOOBI B anbHENIIEM HE TPaTUTh BpeMs Ha
pacmu@poBKy COOCTBEHHBIX 3alMCel, CIEAUTE 3a aKKypaTHOCTBIO IOYEpKa, HE SKOHOMbBTE
Oymary 3a cuyeT YIUIOTHEHUs Tekcra. KOHCHeKTHpys, MoJb3yiTech OOIENpUHATHIMU
COKpAILLEHUSIMU CJIOB U YCJIOBHBIMHU 3HaKaMH, €ClId €CTh HEe0OXOJIMMOCTb, TO MpU-TyManTe
COOCTBEHHBIE COKpAILEHUS.

- YMETh OBICTPO U YETKO MEPEHOCUTH B TETpajb rpaduueckue pucyHKd U TaOmuibl. J{is
ATHUX LIeJI€H MPUTOTOBBTE MPO3PAUHYIO JUHENKY, KapaHaam U pe3uHKy. CrapaiiTech Kak MOKHO
TOYHEE CKOMUPOBATh U300pakeHue ¢ JOCKU. Eciu HarysIHbIM MaTeprai TpyAHO BOCIIPOU3BOIUM
B YCJIOBUSX JIEKIIMH, TO C/IEIalTE €ro CIIOBECHOE OMHMCAaHUE ¢ 0000IAIOIIMMH BHIBOJIAMH.

- IPOCMOTPETh CBOM 3alHMCH IOC/I€ OKOHYaHMA JeKiuH. [lomuepkHuTEe M OTMEThTE
pasHBIMU I[BETaMHU (piiomMacTepa Ba)KHbIE MOMEHTHI B 3amHcsX. VcnpaBbTe HETOUHOCTH, BHECHUTE
HeoOxoauMmble gonoyiHeHus. He TpatbTe BpeMs Ha nepenuchiBaHie KOHCIIEKTa, €CIIM OH OKa3aJics
HE cOBCeM yJadHbIM. COBEPIIEHCTBYHUTECH, 3aIIMCHIBAsI TOCIIEYIOIINE JIEKIUH.



IToaroroBka k cemMMHapckuM 3aHATHsIM. CeMuHap — OIWH W3 OCHOBHBIX BHJIOB
MPAKTUYECKHUX 3aHATUH MO0 T'YMaHUTapHBIM AucUUIIMHAM. OH ImpelHa3HayeH s yriIyOJIeHHOTo
U3yUYeHHsI OTJCNBHBIX TeM U KypcoB. I1o ¢opme npoBeneHust ceMruHapbl OOBIYHO MPEACTABISIOT
co00ii perienue 3aaau, o0CykKIeHUE T0KIa10B, Oeceqy Mo MIaHy WIH JUCKYCCHIO 10 Ipobiieme.

[TonroroBka K 3aHATHAM 3aKJIHOYAETCs, IPEXKIE BCEIO, B OCBOEHUH TOI'O TEOPETUYECKOTO
MaTepuaia, KOTOpbIi BHIHOCUTCS Ha oOcyxaeHue. i 3Toro HeoOXoauMo B MEPBYIO OYEpehb
[epeynTaTh KOHCIEKT JIEKIIMM WIN pa3Jelibl yueOHHKA, B KOTOPBIX IPUCYTCTBYET YCTAaHOBOYHAS
uHpopmanusa. M3yueHne pekoOMEHJ0BAaHHOM JIUTEPAaTypbl HEOOXOIUMO CIeNaTh MaKCHMAalbHO
TBOPUYECKU — HE MPOCTO YKJIa/AbIBasi B NaMATh HOBBIE CBEICHMS, a OCMBICIMBAs U aHAIU3UPYS
MaTepuan. 3aKpenuTh CBOM 3HAHUS MOXHO C TOMOILBIO 3alKCel, BBIMMCOK WM TE3UCHOTO
KOHCIIEKTA.

Eciu cemunap mnpencTaBieH AOKJIaJaMH, TO OCHOBHAas OTBETCTBEHHOCTh 3a €ro
IIPOBEJCHUE JIEKUT Ha Jokiaauukax. Kak cienars 310 ycnemso cMoTpuTe B pasnene «Jlokiam.
OpHako poib OCTaJdbHBIX YYACTHHUKOB CEMUHApa He JOKHA ObITh maccuBHOW. CTYHEHTHI,
IIPOCIIYIIAB JO0KJIaJ, 3alMCBhIBAIOT KPATKO IVIABHOE €r0 COAEP)KAHUE U 33/1al0T BBICTYNAIOILEMY
YTOYHSIOIIHE BOMpocoB. Uem Oojiee 0OcHOBATENIbHOM ObljIa JOMAIIHSS MMOATOTOBKA MO TEME, TEM
aKTUBHEE IPOMCXOAMUT OOCYyX JAeHHEe NpoOJieMHbIX BompocoB. Ha cemuHape Bcsuecku
MOOUIPSAETCS. TBOpYECKasi, CaMOCTOATEIbHAs MbICIb, JAaeTcd BO3MOXHOCTh BBICKA3aTh
KPUTHYECKHE 3aMEUYaHUsl.

becena mo mmany mpezacTaBinseT coOOM 3apaHee IMOATOTOBIEHHOE COBMECTHOE
00-Cy)XJICHHE BOIIPOCOB TEMBI K&KIBIM U3 YUaCTHHKOB. JTa (hopMa moTpedyeT OT CTyJEeHTOB He
TOJIBKO XOpOIIEH CaMOCTOSITENFHOM MPOPAaOOTKU TEOPETUYECKOro MaTepuaia, HO U yMEHHe
y4acTBOBaTh B KOJUIEKTUBHOM JUCKYCCHM: KpPaTKO, YETKO M ACHO (POpMYIHpOBaTh U U3jaraTh
CBOIO TOYKY 3pEHHsI TMepell COKYpCHHKAMM, OTCTaMBaTh I[IO3UIMI0O B HAy4yHOM CIIOpE,
IPUCOEAUHSTHCS K Uy>KOMY MHEHUIO WM ONIIOHUPOBATh APYTUM yYaCTHUKAM.

Pedepat — camblii IpocTOl ¥ HAaMMEHEE CaMOCTOSITENbHBIN BUJ MUCbMEHHOU PalbOTHI.
CyTb €ro coCTOMT B KPAaTKOM H3JI0KEHHM COJIEPKALIUXCsl B HAYYHOM JIMTEpaType B3IVIA0B U
uzei no 3aganHoi Teme. Pedepar He TpeOyeT OpUrHHAIBHOCTH M HOBU3HBL. B HeM olrleHHBaeTcs
YMEHHUE CTyJIeHTa paboTaTh C KHHUTOW: BBIACHATH W (POPMYIUPOBATH MpoOieMy, OTOMpATh
OCHOBHBIE TE3HCHl U BCIIOMOTaTeIbHbIC JAHHBIE, IOTUYECKH BBICTpAUBATh MaTepuai, PaMOTHO
0(QOpPMIISITh HayUHBIH TEKCT.

CryneHtaMm npezanaraeTcs JBa Bujaa pedepaTHbix padoT:

PedepupoBanne HayyHOW JUTEpaTyphl MPEICTaBISIET COOON COKpALIEHHOE H3JI0KEHUE
COJIepKAHUsl CTaThU MJIM KHUIM C OCHOBHBIMM CBEIEHUSIMHM W BbIBOJAaMH. Takue pedeparbl
aKTyaJIbHbI TOI'/Ia, KOTJIa B IOPUIMYECKUX MCTOYHUKAX MOSBISETCS HOBBIM TEOPETHUUECKUN WU
OpakTUYeCKUd MaTepuan 1o uszydaemod Teme. OT cTyAeHTa TpeOyercs, BHUMATEIbHO
03HAKOMUBIUINCH C IEPBOMCTOYHUKOM, MAaKCUMAaJIbHO TOYHO M TIOJHO MEPENaTh €ro coJiep:KaHue.
Jns storo uenecoobpazHo BbIOpaTh (OpMy MOCIEAOBATENBHOIO HU3JI0XKEHUS MPOYUTAHHOU
KHUTU, HE MEHsSI ee OOIui TuiaH W CTPYKTypy (TiaBbl, paszaensl, nmaparpadsi). HeoOxomumo
COXpaHUTh JIOTUKY TIOBECTBOBAHUS M TM03a00THTHCS O CBA3HOCTH TEKCTa. ABTOpPCKHE,
OpUTMHAJIbHbIE M HOBATOPCKHE MBICIM W WJEH JIydllle NepeaaBaTh HE CBOMMH CJIOBaMH, a C
oMol uTHpoBanus. O0beM pedepara OyaeT onpenenaTbesi COAep)KaHWEM HMCTOYHHKA, a
TaK)Ke €ro Hay4HOM M MpaKTU4YecKoi 1eHHocThio. Ho B 11060M ciyyae mpennodTeHne oTAaeTcs
KPaTKOCTH U JIJAKOHUYHOCTH, YMEHHUIO OTOUPATh IJIaBHOE M OCBOOOXK/IAThCS OT BTOPOCTENIEHHOTO.

Pedepar mo Teme  mpencraBiser 0030p HAYYHBIX B3MVISJIOB W KOHIICMIHK TIO
po0JIeMHOMY BOIIPOCY B U3y4aeMoil Teme.

- Ecnu BaM mpejuiokeHa Tema Takoro pedepara Ha BbIOOP, TO MPEANOYTEHHE CIIETYET
OTJaTh TOH, KOTOpas Ui Bac MHTEpecHa Win 3HakoMa. OHa He JOJDKHA OBITh OYEHb CIIOKHOU U
00BEMHOI, B TPOTUBHOM ciy4ae pedepar OyaeT HalmoMUHATh KypCOBYIO padboTy.

- Jlns moArotoBku pedepara CTYIEHTY HEOOXOJUMO CaMOMY MIH C y4acTHEM
npenoaaBaresns noaooparte uCTouHukH uHbopmaruu. Creayer mo3aboTHTHCS, YTOOBI B BalieM
CIHMCKE OKa3aJIMCh HE CllydyailHble, a ILIeHHble B HMH(OPMAIMOHHOM IUIaHE KHUTH. MOXKHO
BBIMIOJHUTH paboTy, OOpaTUBLINCH U K OJHOMY HCTOYHHUKY — IOCOOHMIO, MOHOTrpaduw,



uccienoBanno. Ho mydiie, eciiu BB 00paTUTECh K JBYM-TPEM HAYIHBIM TPYAAM — 3TO MO3BOJIHT
MPEJICTaBUTh MPOOJIEMY C HECKOJIBKHX TOUYEK 3pEHUS U BHICKA3aTh JTUYHbIC IPEATIOYTCHHUS.

- OTHUM U3 TJIABHBIX KPUTEPHEB OIEHKU pedepara OyAeT COOTBETCTBUE €ro COJIePKaHuUs
3asBiieHHOM Teme. [l 3TOro Oerjo O03HAKOMUBLIMNCH C IEPBOMCTOYHHKAMH COCTaBBTE
MpeIBapUTENbHBIN I1aH Oymaymero pedepara, 0003HAYMB B HEM MPHUHIMIIHAILHO Ba)KHBIC
MOMEHTHI U 3Tanbl ocBenleHus npobdieMsl. [locie Toro, kak y Bac nosiBATCA paboyue 3arucu 1o
pe3yibTaTaM W3Y4YCHHsI HAyYHOW JIMTEpaTypbl W OOIIMpHAas WHQPOpPMAIMS MO TEME B IEJIOM,
MOKHO OyZIeT CKOppeKTHpoBaTh 00wl 1uiaH pedepata. Crapaiitech npu paboTe HajJg HUM
THIATETFHO W30aBIATHCS OT «UBIMIIECTBY». BCAKOTO poja aOCTPAaKTHBIX PACCYXKICHUIA,
Ype3MepHBIX MOAPOOHOCTEH U MHOTOYMCIECHHBIX MPUMEPOB, KOTOPHIE «Pa3MBIBAIOTY) TEMY HIIU
YBOJSAT OT HEE.

Crpykrypa pedepara BKIOYaeT B ceOd BBEACHHE, OCHOBHYIO 4acTh M 3akitoueHue. Bo
BBEJCHUU (OPMYIUPYIOTCS LEIH W 3aJayd paboThl, €€ akTyalnbHOCTb. OCHOBHas 4YacTh
IpeJCTaBIsieT co00i Mocae0BaTeIbHOE U apTyMEHTUPOBAHHOE H3JIOKEHUE PA3IMYHBIX TOYEK
3peHusl Ha MpoOJieMy, €€ aHaju3, MpearojaraeMple MyTH pelIeHus. 3aKioyeHue 0000Imaer
OCHOBHBIE MBICITH WM OOOCHOBBIBAET NMEPCHEKTUBBI JaIbHEHIIEr0 MCcCieoBaHus TeMbl. Ecimu
pedepar mocTaTouHO OO0BEMEH, TO TOTpeOyeTcs pasleleHHe TEeKCTa Ha pas3ueisl (TJIaBHI,
naparpadsl). MmrocTpaTUBHBIN MaTepuan — TaOIHIIbI, CXeMBbI, TpaQKu — MOTYT pacrojaratbcs
KAaK BHYTPH OCHOBHOM 4aCTH, TaK U B paszeine «lIpumoxenuey.

O6beMm pedepara 3aBUCUT OT LieJel U 3a7a4, pelrraeMbix B padbote — oT 5 10 20 cTpaHull
MAaIIMHOIMCHOTO TEKCTa uepe3 JiBa MHTepBaja. Eciau B 3alaHuu, BBIJAHHOM IpenojaBaTelieM
00BEM HEe OrOBapUBaeTCs, TO CIEAYET UCXOIUTh U3 Pa3yMHOH 11e1eCO00pa3HOCTH.

B pedepare B 00s3aTenbHOM TOpPSIKE PAa3MEUIAIOTCS THUTYIBHBIA JIHCT, IUIAH WIIH
orjaBiieHHE PabOThI, a TAKXKE CIHCOK UCIIOJIb3yEeMOil TUTEPATYPHI.

OOBIYHO pedepaT MOXKET 3aYUTHIBACTCS Kak IHCbMEHHas paboTa, HO HEKOTOpPHIC
MpenofaBaTeNid MPAKTUKYIOT MYyONUYHYIO 3alIuTy pedeparoB WU HUX «O3BYYHMBAHUE)» Ha
CEMHUHAPCKHX 3aHATUAX. B 3TOM citydae He0OXOAMMO PUIIOKHUTH JOTIOTHUTEIBHBIC YCUITUS ISt
MOJATOTOBKU MyOJIMYHOTO BRICTYILICHUS IO MaTepuanam pedepatHoi paboThI.

Jlokaan mpeacTaBiseT co0oil  ycTHyH ¢opMy coobmeHuss uHpopmanuu. OH
UCIIONIB3YETCS B By3€ Ha CEMUHAPCKUX 3aHATUAX U HAa HAYYHBIX CTYJACHUECKUX KOH(EPEHIUX.

[TonroroBka J0KIaAa OCYIIECTBISETCS B JIBa ATana: HalMCAaHUE MHUCbMEHHOI'O TEKCTa Ha
33/IaHHYI0 TE€MY W MOJrOTOBKa YCTHOTO BBICTYIUIEHHMS MEpel ayIuTOpHEeH ciymareneil ¢
OCBEIIeHUEM ITOU TeMbl. [[ucekMeHHbIi qokinan odopmisercs Kak pedepar.

[Tpu paboTe Ha AOKIAIOM CIEIYET YUeCTh HEKOTOPbhIE Celn(pruIeckre 0COOEHHOCTH:

eO0beM JOKIaJa JOJDKEH COIJIACOBBIBATBCA CO BPEMEHEM, OTBEIACHHBIM JUIS
BBICTYIUICHUS.

o[lpu BbIOOpPE TEMBI HYXHO YYHTHIBAaTh HE TOJBKO COOCTBEHHBIE WHTEPECHI, HO U
MHTEpEChl TMOTEHIMANBHBIX CclymaTteneid. Bamme cooOreHne HeoOXOIUMO COTJIacOBHIBATH C
YpOBHEM 3HAHUH U MOTpeOHOCTEN MyOINKH.

e[loAroTOBNEHHBIA TEKCT JOKJIaJa JOHKEH XOpOIIO BOCIHPUHUMATHCS Ha ciyx. [laxe
ecyii 0TOOpaHHBIM BaMM MaTepuall CJI0KEH M HEOJHO3HAUY€H, TOBOPUTH JKEJATEIIbHO MPOCTO U
SCHO, HE TIEperpykasi pe4b HayKoOOpa3HbIMU 000pOTaMH U CHeU(PUIECKUMH TEPMUHAMH.

Cremyer OTMETUTH, YTO MHOT/Ia TIPEToaBaTesib He TPpeOyeT OT CTYJEHTOB MUCEMEHHOTO
BapHaHTa JOKJIaJa U OICHHWBAET WX pabOTy HMCKIIOYUTEIHHO MO YCTHOMY BBICTyIUIeHHIO. Ho
3HAUYUTENFHO Yallleé MTUChMEHHBIN JOKJIAJl TIPOBEPSETCS U €ro Ka4eCTBO TaK)KE OIEHUBACTCS B
Oamnax. BHe 3aBUCHMOCTH OT TOTO, HY)KHO HJIM HE HY)XHO OyJeT cAaBaTh Ha MPOBEPKY TEKCT
OyIylmiero BBICTYIUICHHS, COBETYEM HE OTKa3bIBaThCS OT MUCHMEHHOMW 3amuCH JIOKJIaja. IJTO
MOMOXeT M30eX)aTh MHOTUX OIIMOOK, KOTOPBIE CIy4aloTCs BO BpeMs YCTHON HMMIIPOBHU3AIUU:
OTKJIOHEHHE OT TEMbI, HAPYILIEHUS JIOTUYECKON MOCIeA0BaTEIbHOCTH, HEOpExKHOE OOpalleHne ¢
[UTaTaMH, 3I0yNoTpedIeHue AeTainsiMu U T.1. Eciu Bl XOpoliio BiageeTe HaBbIKaMu CBOOOTHOM
peurn W o0namaere BBICOKOW KyJAbTYpOW MBIIUICHHUS, TO 3aMEHUTE NHUChMEHHBIN JOKJIaJ
coctaBieHreM Te3ucHoro miuaHa. C ero moMoImpio 3aUKCHPYHTE OCHOBHBIE MBICTH U HJIEH,



BBICTPOITE JIOTHKY IOBECTBOBAaHUS, OTOEpPHUTE SpPKUE M TOYHBIE NPUMEPHI, CHOPMYIHPYHTE
BBIBO/IbI.

[Tpu NOArOTOBKE K YCTHOMY BBICTYIIEHUIO BO3BMUTE HA BOOPY’KEHUE HEKOTOPBIE COBETHI:

o Jly4mmii BapuaHT BBICTYIUIEHUS IE€pe] ayAUTOpHEeH — 3TO CBOOOJHAs peub, HE
OCJIOXKHEHHAas yTeHneM Tekcta. Ho ecu y Bac He BBIpabOTaHO yMEHHE 00IAThCs ¢ MyOInKoi 6e3
OyMa)KKM, TO HE MbITAWTECh CAENaTh 3TO Ccpa3y, 0e3 MoAroToBKu. OcBauBaTh 3TOT ONBIT HYXHO
MOCTETNEHHO, OT JAOKJIa/1a K JIOKJIay yBEIHUMBasi 00beM peun 0e3 3arisiibIBaHus B TEKCT.

J Ecnu BBl HaMepeHbl CUMTHIBATh JOKJIAJ] C 3arOTOBJICHHBIX MMCbMEHHBIX 3alucei,
TO MOCTapalTech, YTOOBI YTEHUE OBUIO «XYyI0’KECTBEHHBIM»: 00O3HauaiTe may3oil Jorunyeckue
NEPEXO0/ibl OT YaCTHU K YaCTH, BBIIEISNTE UHTOHAIMOHHO 0COOO Ba)KHBIE MBICIM U apryMEHTHI,
BapbUPYITE TEMII peuHu.

° Yuras nokia1, He TOPOIUTECH, ACIIANTE 3TO KaK MOKHO criokorHee. [loMHuTE, 4TO
CKOpPOCTh TMPOU3HOIICHUS TEKCTa Mepe] CIyIIaTeIMU BCET/Ia JI0JDKHA OBITh 0oJiee MEIJICHHOM,
YeM CKOpPOCTh Balllei IIOBCEIHEBHON peyH.

o CBepbTe NUCBMEHHBIH TEKCT C XPOHOMETPOM, UL 3TOrO IPOYUTAUTE €ro
HECKOJIBKO pa3 ¢ CEKyHJ0MEpOM B pykax. B ciyuae, eciin JokiIa OKaXXeTCsl CIMILIKOM JUIMHHBIM
WIM KOPOTKHUM, IPOBEAUTE €ro PEKOHCTPYKIMI. OJHAKO BMECTE€ C COKPALIECHUSAMHU WIU
JIOTIOJIHEHUSIMM HE «a10TepsiiTe» TeMy. He nmognaBaiTecy HCKYIIEHUIO pacCcKa3aTh BCE, YTO 3HAETE
— MOJIHO U NOAPOOHO.

o Ob6parure BHUMaHue Ha TeMOp U CUiTy Bamiero royioca. O4eHb BaXHO, 4TOOBI Bac
OBUIO CIIBIIITHO B CAMBIX OTIAJICHHBIX YaCTAX ayJAHUTOPUH, U TIPH 3TOM BBl HE «TITYIIWIN» BOJIH3U
BaCc HaxoJAIIMXCs ciaymarenei. Bappupyiite TeMOp peun, OH MpHUIAcT €l BBIPA3UTENIbHOCTh U
MIOMOJKET M30€KaTb MOHOTOHHOCTH.

o Cnegure 3a CcBOMMM JKeCcTaMHM. YUpe3MepHas JKECTHKYJALHUsA OTBJIEKAET OT
COJIepKaHUs JIOKJIajia, a MOJHOE €€ OTCYTCTBHE CHMIKAeT JEHCTBEHHYIO CHIIy BBICTYIUICHHS.
[Tocrapaiitech U30aBUTBHCSI OT KECTOB, JAEMOHCTPUPYIOLIUX Ballle BOJHEHHE (KOrJa KpyTATCS
PYUKH, TepeOsATCS MyrOBUIIbI, 3J1aMbIBAIOTCS NMaiblibl). Mcnoap3ylTe *KecTbl — BbIpa3UTebHbIE,
onucareiabHble, MOJPAXKATEIbHbIE, YKA3YIOLIUe — I [TOJIHOTHI IIepejaur BallluX MbICIIEH.

o YcTaHoBUTE 3pUTENbHBIN KOHTAKT ¢ aynuTopueid. He crout Bce Bpemsi CMOTpETh B
OKHO, OITyCKaTh I'Jla3a MM COCPeloTauuBaThecsl Ha Tekcre. CTtapaldiTech 3pUTENbHO 0OLIAThCS CO
BCEMH CIIyIIATEIsIMH, MEPEeBOJs B3IJIsA OT OAHMX K ApyruM. He oOparmiaiite BHMMaHue Ha
OMO3/aBIIMX M HE IpepbhIBacTe CBOM JOKJIa] 3aMmedaHusmMu. Ho BMecre ¢ Tem ciegute 3a
peakuuel myOJIMKW Ha Balle BbICTyIUIeHUE (000peHHe, yCTalloCTh, MHTEpEC, CKYKY) M €cliu
CMOJKETE, BHOCUTE KOPPEKTUBBI B PEUb € LENBIO MOBBIIIEHUS HHTEPECA K €r0 COAEPKAHUIO.

o OTtBeuarh Ha BOIIPOCHI B KOHIIE BBICTYIUIEHHS Ha/10 KPAaTKO, YETKO U YBEPEHHO, 0e3
JUMIIHUX MoJpoOHOCTel u moBTOpoB. IlocTapaiiTech npenyragate BO3MOKHbIE BOIPOCHI CBOUX
ciymiatesei u moAroToBUThCA K HUM 3apaHee. Ho ecnu ciiyduTes, 4TO Bbl HE 3HAaeTe OTBETA Ha
3aJJaHHbII BaM BOIPOC, He OOITECh B ’TOM MPU3HATHCS. DTO 3HAUYUTENBHO Jy4Ille, YeM OTBEYaTh
HE 10 CYILIECTBY MUJIM OTIIYYUBAThCS.

o [TpoBeauTe TreHEpaNbHYIO PENETULUIO CBOErO JOKJIaJa Mepel APY3bIMH WIH
OMU3KUMHU. DTO TMOMOXET 3apaHee BBIIBUTh HEKOTOPbIE HEJOCTAaTKH — CTUIMCTUYECKU cialble
MecTa, TPYIHONPOU3HOCUMBIE cJIoBa U (pa3bl, 3aTsSHyTble BO BpPEMEHM YacTH U T.I.
[Tpoananu3upyiite CBOIO TUKLUIO, MHTOHAIMH, kecThbl. Caenaiite Tak, 4ToObI OHM IOMOTAIH, a HE
MEIIaTU YCIENIHO IPEICTaBUTh MYOJIMKH MMOATOTOBICHHBIA BaMU JOKJIAJ.

IIpe3enTanusi — COBPEMEHHBIM CHOCOO YCTHOTO MJIM MUCBMEHHOTO IPEICTABICHUS
MH(pOpPMaLIUHU C UCTIONIb30BAHUEM MYJIbTUMEIUIHBIX TEXHOJIOTHI.

Cy11ecTByETHECKOJIBKOBAPUAHTOBIIPE3EHTALIU .

L Hpe3eHTauM${ C BBICTYINICHUEMIOKIaAYNKa
L Hpe3eHTauM${ C KOMMCHTAapUAMUIOKIIaA4UKa
L4 HpeBeHTaHHfI JUIS CaMOCTOATECIIBHOI'O mpocMoTpa, KOoTOpas MOXET

JEMOHCTPHUPOBATHCS Mepes] ayAUTOpHel 6e3 yuacTHsl T0KIa uuKa.
[ToaroToBka mpe3eHTalMy BKIOYAET B ce0s1 HECKOJIBKO 3TAIOB:
1. [ImannpoBaHue npe3eHTaluu



OT OTBETOB Ha ATH BOMPOCHI OYJIET 3aBUCETh BCE MOCTPOCHHUE IPE3CHTAINN:

o KaKOBO TPEAHA3HAYCHWE W CMBICT TMPE3CHTAIMH (IEMOHCTpAIHs Pe3yJIbTaTOB
HaY4YHOH paboThl, 3a1IUTa AUIJIOMHOTO MTPOEKTA U T.1.);

o Kakyl0o poib OyIeT BBIIOJNHATH TIPE3CHTAlMs B  XOJIE BBICTYIUICHHUS
(compoBOXkIEHHUE JJOKJIA/Ia WK €Tr0 WILTIOCTPAITH);

o KaKOBa I1eJIb Npe3eHTauuu (MHPOPMHUPOBaHUE, YOCKICHUE UIH aHAIIN3);

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

. KaKOB pa3Mep W cocTaB 3purteibekoir aynuropuu (10-15 ygenosex wim 80-100;

IPEenoJIaBaTesu, CTYACHThl WM CMELICHHAs ayJUTOPHUs).
2. CtpyKkTypHupoBaHUEHHPOPMALIUN

o B TPE3CHTAIlMK HE JOJDKHA ObITh MeHee 10 cnaiiiioB, a oOriee MX KOJIUYECTBO
npeBbImath 20 - 25.

o OCHOBHBIMH TPUHIUIIAMH TPU COCTABICHHH MPE3CHTAIMH JOJKHBI OBITh
SICHOCTh, HATJISIHOCTb, JIOTHYHOCTh U 3aTIOMUHAEMOCTB;

o Ipe3eHTANMsl TOJKHA UMETh CIICHApUN U YETKYIO CTPYKTYpY, B KOTOpO#l OymyT
OTPaKCHBI BCE MPUIHHHO-CIICCTBCHHBIC CBSI3H,

o paboTa HaJ Mpe3eHTAIMel HAUYMHACTCS IOCNIE THIATEIBHOTO OOTYyMBIBAHUS H

HarmuMcCaHuA TCEKCTa OOKJIazaa, KOTOpBIfI HCO6XO,Z[I/IMO p336I/ITB Ha (I)paFMeHTLI 1 0003HAYUTH
CBA3aHHBIC C KAX/JBIM U3 HUX 3aJa4u U HGfICTBH?[;

. NEpBBIA IIAar — STO ONpEeIeNIeHWEe TJIaBHOW HAEH, BOKPYI KOTOpOH Oyner
CTPOUTHCS MPE3EHTAIUS;
o yacTh HMH(OpPMAIMM MOXKHO TIEpEeBECTH B [BAa THIA HATJISAHBIX TTOCOOMIA:

TCKCTOBBIC, KOTOPBIC IMOMOTYT CIYWATCIAM CICAWUTH 3a XOJO0M Ppa3BCPThIBAHUSA APTYMCHTOB H
rpaduyeckre, KOTOpPbIE WJUIIOCTPUPYIOT T[JIABHbIE IYHKTBI BBICTYIUICHUSI U CO3/AIOT
HYMOIMOHAIBHBIE 00Pa3bI.

. CEOXKETBl MPE3CHTALMH MOTYT Pa3bsCHATh WIM HWUIIOCTPUPOBATH OCHOBHBIC
THIOJIOXKEHUSI IOKJIA/Ia B CAMBIX Pa3HOOOPA3HBIX BapUAHTAX.

OdeHb BaXHO HAWTH MpaBWIbHBIM OajgaHc MeXAY pPEUYbl0 JOKJIAaTuMKa |
CONPOBOXKIAFOIIMMH €€ MYJIbTUMEAMHHBIMH JIEMEHTaMHU.

JlsiaToronenecoodpasHo:

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

L CaMbIC BAXKHBIC MACU U MBICIIA OTPAa3vuTb U HA cnal‘/'max " IPOU3HCCTH CIIOBAMH,
TOTJ]a KaK BTOPOCTETEHHbIE — IM0O0 cToBaMH, JTHOO0 Ha claiiiax;

o nH(GOpPMAIIMIO HA ClIalif]aX MPEJACTaBUTh B BUJEC TE3UCOB — OHHU COMPOBOXKIAIOT
MOAPOOHOE U3JIOKEHUE MBICIIEH BBICTYMAIOIIETO, a HE HA000POT;

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

o mro0as Mpe3eHTaIus JIOJDKHA MMETh COOCTBEHHYIO JpaMaTypruio, B KOTOPOM

€CTb:

«3aBsi3Ka» - MPOOYXKIEHUE UHTEpeca ayTUTOPUU K TeMe COOOIIEHUs (SIPKUil HATJIsAHbINA
npuMep);

«pa3BUTHE» - IEMOHCTpALMsI OCHOBHOM HWH(pOPMAIIUHU B JIOTHYECKOH MTOCIEI0BATEIbHOCTH
(uepeoBaHNE TEKCTOBBIX U TpadUUECKUX CIIAlI0B);

«KyJIbMHUHAIUS» - TIPEACTABIEHUE CaMOro TIJaBHOIO, HOBOTO, HEOXUAAHHOIO
(3MOIIMOHATIFHBIN PeYEBOM WM WILTIOCTPATUBHBIN 00pa3);

«pa3BsizKka» - HOpPMyTUPOBAHHE BHIBOJOB WM MPAKTUYECKUX PEKOMEHAAUHN (BUICOPSI).

3. OopmieHue npe3eHTauu

Odopmitenne npe3eHTauy BKII0YaeT B ce0sl CIEAYIONIYI0 0053aTeNbHY0 HH(OPMAIIHIO:

TUTyIBHBIN JTUCT

- IPE/ICTABIISET TEMY JI0KJIa/1a U UMs aBTOpa (UM aBTOPOB);



- Ha 3alIUTe KypCOBOH WM AMIJIOMHOW pabOThl YKa3bIBaeT (aMWIMIO M WHHUIIMAJIBI
HAYYHOTO PYKOBOJHTEIS MIIM OpTaHU3aINY;

- Ha KoH(epeHusax 0003HavaeT AaTy U Ha3BaHUE KOH(PEPEHIHH.

[Inan BBICTYIUICHUS

- (hopMyIHpPyeT OCHOBHOE CO/Iep)KaHue JOKIaaa (3-4 myHKTa);

- (PMKCHPYET MOPSIIOK N3JI0KEHHS HHPOPMAINY;

ConepxaHue pe3eHTaluu

- BKJIFOUAET TEKCTOBYIO U TpaduuecKyro HH(pOpMaIHnio;

- WUTIOCTPUPYET OCHOBHBIE ITYHKTHI COOOIICHUS;

- MOXET MPEJICTABIATh CAMOCTOSATEIILHBIN BapUaHT JOKIA/A;

3aBepileHue

- 000011aeT, MOJBOIUT UTOTH, CYMMHPYET HH(OPMAITHIO;

- MOKET BKJIFOYATh CIUCOK JIMTEPATYPHI K JTOKIATY;

- COAEPIKUT CJIOBA OJIAroJapHOCTH ayAUTOPHH.

4. luzaiin npe3eHTauuu

TexcroBoeodopmiieHHe

. He crouT 3amonHATh ciaai CIMIIKOM OOJbIIHNM 00beMOM HH(OPMAIIUH - JTyYlle
BCET0 3allOMHHAI0TCS He 6osiee 3-X (aKkToB, BHIBOJIOB, ONPEIEICHUH.

o OnTuManbHOE YUCIIO CTPOK Ha ciaiae — 6 -11.

o Kopotkue ¢pa3bl 3amoMUHAOTCA BH3YyalbHO Jydmie. [IyHKTBI mepedHerd He
JIOJDKHBI TTPEBBIIATH IBYX CTPOK Ha (pa3y.

o HauOonpmas 3¢p¢GeKTUBHOCTh OCTUTAETCS TOTJa, KOIJa KIIOUEBbIE ITYHKTBI
0TOOpaXkaroTCs 110 OAHOMY Ha Ka)JIOM OTJICJIbHOM ClIaiifie

o Ecin TekcT cOCTOMT M3 HECKOJIBKMX a03aleB, TO HEOOXOAMMO YCTaHOBUTH
Kpac-HyI0 CTPOKY U MHTEPBAJl MEX1y a03alamu.

o KnroueBble ciioBa B HH(GOPMALIMOHHOM OJIOKE BBIIENIAIOTCS LIBETOM, LIPU(TOM MU
KOMITO3UIIIOHHO.

o Wudopmanuio npeArnmodTuTeNbHee pacrojiaraTh TOPU30HTANBHO, Hambolee
BaXXHYIO - B LIEHTPE dKpaHa.

o He cnenyer 3moynorpeOisTh OONBIIMM KOJWYECTBOM MPEUIOTOB, HapedMid,
IpUIaraTeabHbIX, BBOJHBIX CIIOB.

o [udpoBsle MaTepualbl JIydlle NpPEACTaBUTh B BHJE I'padMKOB M JHarpamMm —
TaOIUIBI ¢ HUGPOBBIMU TaHHBIMHU Ha CJIaiiie BOCTIPUHUMAIOTCS IJI0XO.

. HeobxonnMo 0o6patuTh BHUMaHUE Ha TPAMOTHOCTh HamucaHus Tekcta. Omuoku

BO BC€Cb 3KpaH MPOU3BOAAT HCIPUATHOC BIICUATIICHHUC
HIpudroBoeodopmienue

o HIpudTe 6e3 3aceuex (Arial, Tahoma, Verdana) uurarorcs Jierde, 4eM rpoTECKH.
Henp3scMenmBaThpa3 IMIHBICTUIBIIIPU(PTOB B OTHOWIPE3CHTAIHH.

o HlpudToBOii KOHTpAacT MOXKHO CO3[aTh ITOCPEICTBOM pa3Mepa Impudra, ero
TOJIIIMHBI, HAYepTaHus, (POPMBI, HANIPABIICHUS U [BETA;

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

o Kypcus, nmogdepkuBanue, XUPHBIA MPUQT UCIONB3YIOTCS OIPaHUYEHHO, TOJIBKO
JUTSl CMBICJIOBOTO BBIJIEICHUS (PParMEeHTOB TEKCTa.

o JI71s1 OCHOBHOTO TEKCTa HE PEKOMEH/TYIOTCS TPOITMCHBIE OYKBBHI.

L{BeToBOCOOpMIIEHUE

o Ha oxHOM cinaiiyie He ncmonb3yercst Goiee Tpex IBETOB: (OH, 3aroI0BOK, TEKCT.

o [Ber mpudTa U 1BeT hoHa JODKHBI KOHTPACTHPOBATh — TEKCT JIOJDKEH XOPOIIIO
YHUTATHCS, HO HE pe3aTh Iasa.

o Jns pona mpeAnoyTUTENHHEE XOJIOHBIE TOHA.

. CymiecTBYIOT He codeTaeMble KOMOMHanuu 1BeToB. OO0 3TOM MOXHO y3HaTh B

CIeLMaJIbHOMN IUTEepaType.



. UepHblil 1IBET HMMEET HETAaTUBHBIA (MpauHbIi) MOATEKCT. benbld Ha yepHOM
YUTAETCS IIJI0XO.

o Ecnu npe3enrtanus 6obliiasi, TO €CTh CMBICH Pa3AEIUTh €€ Ha YacTH C TIOMOIIBIO
[[BETa — Pa3HbI{ IIBET COCOOEH CO3AaBaTh PAa3HbIM YMOLMOHAIBHBIN HACTPOH.

o Henb3st BEIOUpaTh GOH, KOTOPBINA COAEPKUT aKTUBHBIN PUCYHOK.

Komnozunmonnoeopopmienue

o Cnenyer coOmonate enuHblii ctuib odopmieHus. OH MOXKET BKIIOYATh

ompeeNeHHbI MPUQT (TapHUTYpA U 1BET), (OH 1[BeTa WU (DOHOBBIA PUCYHOK, JEKOPATHBHBIN
3JIeMEHT HeOOJIBIIOro pa3mMepa u T.1.

o He npuemnemsl cTHIIN, KOTOPBIE OYAYT OTBIEKATH OT MPE3CHTAIUH.

o KpyrmHbie 00beKTH B KOMIIO3UIIUH CMOTPSTCS HEBAXKHO.

o Bcnomorarenbnas  wHpopMarus  (yIpaBisionie KHOMKW) HE  JOJDKHA
npeo0aaaTh HaJl OCHOBHOM (TEKCTOM M WILTIOCTpAIuei ).

o Jlist cepbe3HOl Mpe3eHTai OTOMPAIOTCS 1IA0JIOHBI, BBHITIOJHEHHBIC B JCIIOBOM

CTHIIE.

AHuMannoHHoeohopMIIeHHE

o OcHOBHasl poJib AHWMAIIMM — JO3UPOBaHUS HHPOpPMAIUU. AYIUTOpPHUS, Kak
MPaBWIIO, JIydlle BOCIHPUHUMACT HWHMOPMANNIO TOPHHUSIMH, HEOOJIBIIUMUA 3PUTCIBHBIMU
dbparMeHTaMu.

o AHUMAITUS WCHONB3YeTCsl IS TIPUBICYCHUS BHHUMAHUS WM JIEMOHCTPAIUH
pa3BUTHS Kakoro-1mbo mporecca

o He crout 31m0ymnoTpedisth aHUMAMOHHBIMU 3(peKkTaMu, KOTOpbIE OTBICKAIOT OT
COJICpKAaHUS WM YTOMJISIFOT I1a3a YMTAIOICTO.

o Oco0eHHO HEXeNaTeIbHO YacTO€ HCIOJb30BAaHUE TaKUX aHUMAIlMOHHBIX
3¢ (eKTOB KaK BBIJICT, BpallleHUE, BOJHA, TOOYKBECHHOE TIOSIBIICHUE TEKCTA.

3ByKOBOCO(GOpPMIICHHE

o My3bIKQIBHOE COMPOBOXKJICHUE TPU3BAHO OTPA3UTh CYTh WU TOJYCPKHYTH

OCOOCHHOCTH TEMBbI Cjaiiia WM BCEH MpPE3eHTAllud, CO37aTh ONPEACICHHBIN dMOIMOHAIBHBIN
HACTpOM.

° My3biky 1erecooOpa3HO BKIIOUYaTh TOTJa, KOTJa TIpe3eHTauus uiaeT Oe3
CJIOBECHOT'O COITPOBOXKICHUSI.

° 3BYKOBOE COMPOBOKIACHHUE MCIIOIB3YETCS TOJBKO 10 HEOOXOIUMOCTH, IMTOCKOIIBKY
naxke (oHOBas THXask My3bIKa CO31aCT M3JIMIITHUHA [ITyM U MEIIIAeT BOCIIPUSATHIO COJICPIKAHUS.

° HeoOxoaumo BRIOpaTh ONTUMAIBHYIO TPOMKOCTb, YTOOBI 3BYK OBLT CIBIIIAH BCEM
CIIylIaTeseM, HO He OB OTNIYIIUTETbHBIM.

I'papmueckoeopopmieHue

° Pucynku, d¢ororpaduu, aumarpaMMmbl TpPHU3BAaHBl  JIOMOJHUTH  TEKCTOBYIO
uH(pOpMAaIIMIO UK TepeaaTh e€ B 0oyiee HATTSAHOM BU/IE.

° Henp3s mpencTaBisaTh pUCYHKH M (OTO TUIOXOTO KAa4eCTBA MM ¢ MCKAKCHHBIMH
TIPOTTOPIIUSIMH.

° KenarenpHo, uTOOBI uU300paxkeHHe OBUIO HE CTOIBKO (HOHOM, CKOJIBKO
WUTIOCTpAIlMeld, paBHOW MO CMBICTY CaMOMY TEKCTY, YTOObI MOMOYb MO-HOBOMY IOHSTH U
PacCKpBITH €TO0.

o Crnenyer u3beratb HEKOPPEKTHBIX HIUTFOCTPAIMi, KOTOpBIE HEMPAaBHILHO WIN
JIBYCMBICIICHHO OTPa)Kat0T CMBICT HH(GOPMAIIHIH.
o HeobxonuMo 1mo3ab0TUTBhCS O PAaBHOMEPHOM M PAllMOHAIBLHOM HCIIOIh30BAHHUH

MPOCTPAHCTBA Ha CJaii/ie: eCu TEeKCT MEPBUYEH, TO TEKCTOBOH ()parMeHT pa3MeIaeTcs B IEBOM
BEPXHEM YTy, a TpadaecKuii pUCYHOK BHHU3Y CIIpaBa U HA00OPOT.

° NnntocTpauiii  peKOMEHJIYeTCsl  CONMPOBOXKJATh  MOSICHUTENbHBIM — TEKCTOM.
[Toamucu K KapTUHKAaM JIydYIlle BBITOIHATH COOKY WJIM CHHU3Y, €CIU 3TO TOJIBKO HE Ha3BaHUE
caMoro ciama.



. Ecnu rpadudeckoe m3oOpakeHHe HCIONB3yeTcs B KadecTBe (OHA, TO TEKCT Ha
3TOoM (OHE TOHKEH OBITH XOPOIIIO YUTAEM.

TaOmuIel U CXEMBI

o He crout BCTaBIATH B MPE3CHTALUIO OOJIBIIME TAOMHIBI — OHU TPYIHBI IS
BocTpusTHA. Jlydnie3aMeHUThUXTpaprKaMu, TOCTPOCHHBIMIUHAOCHOBEITUX TAOHII.

o Ecnu Bce ke Tabnuily mokasath Hajo, TO CIEAYET OCTABUTh KaK MOXXHO MCHBIIIE
CTPOK U CTOJIOIIOB, 0TOOpaB ¥ pa3MECTUB TOJIBKO CaMbI€ BaKHBIE TaHHBIC.

o [Tpr MCcnonb30BaHMU CXEM Ha claiiiax HeOOXOIMMO BBIPOBHATH PSiJIbI OJIOKOB
CXEMBI, PAacCTOSIHHE MeXIy OJOKaMHu, I00aBUTh COCAWHUTEIbHBIE CXEMbI TPU MOMOIIU
UHCTPYMEHTOB ABTODUTYD,

o [lpr co3maHuu cXeM HYXHO YYUTHIBATh CBSI3b MEXKIY COCTaBHBIMH YaCTSIMH
CXEMBI: €CITM OHHM PaBHO3HAYHBI, TO 3aMIOJTHSIIOTCS OJJHUM IIPHUPTOM, POHOM M TEKCTOM, €CIIU €CTh
nepBOCTENeHHAas HH(OpMaIys, TO OHAa BBLAEIAETCS OCOOBIM CHOCOOOM C  TIOMOIIBIO
OpraHU3aIMOHHBIX THArPAMM.

Aynuo u BuneoodopmiieHne

J Bugneo, kuHO M Tene marepuanbl MOTYT ObITh HCIOJIB30BaHbI MOJHOCTBIO WIIH
(parMeHTapHO B 3aBUCUMOCTH OT LI€JIeH, KOTOpPbIE IPECIIEAYIOTCS.

. [TponomxurenbHOCTh (hrIbMa HE JOJKHA MpeBbIaTh 15-25 MUHYT, a pparmenra
— 4-6 MUHYT.

. Henp3sa ucnonwp3oBaTh 1Ba (uibMa Ha OJHOM MEpPONPHUATHH, HO I10Ka3aThb

(dparmMeHTsI U3 ABYX (PMIIBMOB BIIOJHE BO3MOXHO.

IMoaroroBka Kk 3a4éTy / 3k3amMeHy. [ 0OTOBUTHCA K 3aUéTy / HK3aMEHY HYXKHO 3apaHee U B
HECKOJIBKO 3TanoB. J[JIs3Toro:

. [IpocmarpuBaiiTe KOHCHEKTHI JIEKIMI cpa3y Mocie 3aHATH. ODTO IOMOXET
pazo0paThCs C HEMOHATHBIMA MOMEHTAMH JICKIIMA U BOSHUKITUMHU BOIIPOCAMH, ITOKA €I JICKIIUS
CBCI)Ka B I[TaMJsITH.

. berno mnpocmaTpuBaiiTeé KOHCIEKTHl [0 Hayaja CIEAYIOLIEro 3aHATUA. JTO
MO3BOJIUT «OCBEXKHUTHY» MPEIbIAYIIYIO JIEKIHUI W MOATOTOBUTHCA K BOCIPHUATHUIO HOBOTO
Marepuania.

o Kaxxayro Heneno oTBoAUTE BpeMsl [Isl IOBTOPEHUS TPOHICHHOTO MaTepuraa.

HenocpencTBeHHONPUITOATOTOBKE:

o Yrops10ubTe CBOM KOHCIIEKTHI, 3aIACH, 3aaHHS.

. [IpukuabTE BpeMs, HEOOXOIMMOE BaM JUIsl TIOBTOPEHUSI KaxJI0i dactu (0JI0Ka)
MaTepuraia, BRIHOCHMOTO Ha 3a4er.

o CocTaBbTe paciCaHKe ¢ y4€TOM CKOPOCTH MOBTOPEHUS MaTepuana, sl 4ero

o Paznenute Bompock! uist 3a4éra / SK3aMeHa Ha 3HaKOMBbIE (T10 JIEKITMOHHOMY KYpCY,

ceMHHapaM, KOHCIEKTHPOBAHUIO), KOTOPbIE MOTPEOYIOT JIMIIL MOBTOPEHHUSI U HOBBIE, KOTOPbIE
IIPUZIETCS OCBANBATh CaMOCTOATENBbHO. HauHUTE ¢ TEM XOpOIIO BaM M3BECTHBIX U 3aKPEIUTE UX C
MOMOIIbI0 KOHCHEKTa M y4eOHUKA. 3aTeM IOMOJHUTE CBOM TEOPETHUECKUH OaraXx HOBBIMHU
3HaHUSMH, 0053aTEIbHO BOCIIOIb30BABIINCH PEKOMEH/I0BAaHHOM JTUTEpaTypoil.

o [TpaBHJIBHO HCIONIB3YHTE KOHCYJbTAllUU, KOTOpBIE MPOBOJAUT MPENOJaBATENb.
[Tpuxoaure Ha HUX C 3apaHee MPOpabOTaHHBIMU CaMOCTOSITENIbHO Bompocamu. Bbl moxkere
MOJIyYUTh Pa3bsICHEHUE 110 NTOBOJY CJIOKHBIX, HE 10 KOHIIA MIOHATHIX TEM, HO HE PACCUUTHIBAITE
BO BpeMs KOHCYJIbTAllMU Ha HCUYEPIBIBAIOIIYI0 HH(OPMALIMU IO COIEPKAHUIO BCETO Kypca.



