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Pabouas nporpamma cocranieHa Ha ocHoBe ®I'OC BO - GakanaBpuar 1o HarpaBJICHUIO
noaroroBku 38.03.04 I'ocynapcTBEeHHOE M MYHHITUTIIAIBHOE YIIpaBlieHUe (Mpruka3 MHUHOOpHAYKH
Poccun ot 13.08.2020 r. Ne 1016)

Pabogas mporpamMMa paccMOTpeHa H 2 O0JoOpeHa Ha 3acejaHuu  Kadegpsl
TocvaapcTEeHHOr 0 MYHHIIHIIATEHOT O VIIPABISHHA H VIIPABIeHHA [IEPCOHAIOM
08.02.2023, mpoToxoa Ne 3 ~

”~

3as.xadeapoi E C. 3amOpxmukas

Pabogas nporpammva ogobpena MeTogudgeckoi komuccuei U3uY
13.02.2023 r. mpotoxoa Ne 3 -

”~

Ilpeacegarens E_C. 3amOpsxmnkas

Pabogas nporpaMma COCTaBIeHaA: 5
accucrenTkadeaper  MYuVII, «//{// 51 M. 3axapoea

PeuieHsenT:

aupextop OO0 "Komnanus BHU C.C. Boiinos




JIner akryaauszanuu padoueil mporpaMmbl

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

IIporokomor 20 1. Ne

3aB. kadeapoii E.C. §M6p}KI/IHKa}I

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

IIporokomor 20 1. Ne

3aB. kadempoii E.C. §M6p}KI/IHKa}I

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

IIporokomor 20 1. Ne

3aB. kadeapoii E.C. §M6P)KI/IIIK21$[

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

IIporokomor 20 1. Ne

3aB. kadeapoii E.C. 3amOpxkuikas




1 Iles1u ocBOCHUS TN CHMILTHHBI (MOYJI51)

U3Y4YECHHE TEOPETUYECKUX U MPAKTUYECKHX OCHOB CO3JaHMs JOKYMEHTOB YIIpaBJICHUS,
rpaMOTHOU ¥ 3P PEKTUBHOM OpraHU3aI[UU COBPEMEHHOTO JISIIONPOU3BO/ICTBA HA MPEATIPUATUIX U
B OpraHu3alusix.

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

Jucuunimza  JIOKyMEHTHPOBAHUE  YIPABICHUYECKOM  JESITEIBHOCTH  BXOAUT B
00s13aTeIbHYIO YaCTh Y4EeOHOTO IJIaHa 00pa30BaTEIbHOM TPOTPAMMBI.

JUis  w3ydeHus  JAWCHUIUIMHBI  HEOOXOAWMBI  3HAHUS  (YMCHHsS,  BJAJICHUSA),
c(hopMUpOBaHHBIC B pe3yJIbTaTe U3yUYCHUS JUCITUTUIHH/ TPAKTHK:

JlenoBasg KOMMyHUKAIUs HA PYCCKOM S3bIKE

3Hanus (YMEHUS, BIAJICHUs), MOTYICHHBIE TPH M3yYECHUW JAHHOW AUCIUILIMHBI OyIyT
HEOOXOAUMBI JJISI U3YYCHUS TUCIUTLTAH/TIPAKTHK:

ConuanbHO-3KOHOMHYECKOE TUTAHMPOBAHUE B MYHUIIMIIAIBHBIX 00pa30BaHUSAX

[IpoekTHas AeATENBHOCTD

Meroas! NPUHATHS YIPABICHYECKUX PEILICHUN

IIpaBoBEeIECHME

l'ocynapcTBeHHas 1 MyHUITMTIATBHAS CITYyK0a

[IpuHsATHE ¥ NCTIOTHEHUE FOCYJAPCTBEHHBIX PEILICHUM

VYpasieHue rocyapCTBEHHbBIMU U MYHULIMTIIAJIbHBIMU 3aKyIIKaMU

3 Komnerenuun odyyarouierocs, popMupyemMbie B pe3y/ibTaTe 0CBOEHUS

AUCHMILIMHBI (MOAYJIS) U IVIAHUPYEMbIe pe3y/IbTaThbl 00y4eHHUs

B pe3ynbraTe ocBOEHMS QUCHUILUIMHBI (MOAYIs) «J{OKyMEHTUpOBaHHUE YIPAaBIECHUECKOM
JeSTEIIbHOCTH» 00yJarouiics JOHKEH 00J1ajaTh CIEIyIOIUMUA KOMIETEHIUAMU:

Kon nanukaTopa WNHnukaTop TOCTHKEHUS KOMIIETCHITUN

OIIK-7 CnocoOeH  OCyLIECTBISATh BHYTPUOPraHU3AaLMOHHBIE M  MEXBEIOMCTBEHHbBIE
KOMMYHUKAIlMM, OOECIeYnBaTh B3aMMOJCHCTBHE OPraHOB BIIACTU C  TpakAaHAMHU,
KOMMEPYECKUMH OpraHu3alMsIM{, WHCTHUTYTaMH TPAKIAHCKOTO OOIIECTBa, CpEICTBAMH
MaccoBo# MH(OpMaIHH.

OIIK-7.1 Pemraer npodeccronanbHble 3ajauu B 00J1aCTH BHYTPUOPTraHU3allMOHHBIX U
MEXBEJOMCTBEHHBIX KOMMYHMKAIUH, CBA3€M C OOIIECTBEHHOCTbIO U
B3aUMOJICHCTBUS C HACEIECHUEM

OIIK-7.2 OcymectBisger aHanu3 3(QQPEKTUBHOCTH CPEIACTB KOMMYHHUKAIUM MEXITY
OpraHaMH BJacTH, UCIOJIb3YET Pe3yIbTaThl aHAN3A U OLEHKHU UH(POpMaAIUU
C LIeNIBI0 ONpeEIeHNs peaKkIMi OOIECTBEHHOCTH Ha TOCYIAapCTBEHHBIE U
MYHUIIUIATBHBIC MHUIIHATUBEI




4. CTpyKTypa, 00bEM H coaep:KkaHue TUCHUIIMHBI (MOAYJIs)
OO0mas TpyI0€MKOCTh JUCIUIUIMHBI COCTAaBisieT 3 3a4eTHBIX enuuuil 108 akaa. gacoB, B TOM

YUCJIC:

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

— ayIUTOpHAs — /2 aKaJl. 9acoB;

— BHeaynuTopHas — 1,9 akaj. yacos;
— caMocTosTeNnbHas padora — 34,1 aka. 4yacos;
— B (hopMe MpaKkTUIECKOM o AroToBku — 0 akaj. Jyac;,

®dopma aTTeCTalMu - 3a4ET

AynutopHas = o
&
KOHTaKTHasI = dopma Tekymero
o pabota =9
Pazzen/ Tema S g 2 Bux KOHTpOJIA Kon
B aKaJ. gacax & .
g ( A ) S ©|caMOCTOSTENBHOM | ycrieBaeMOCTH 1
JUCLIATUINHBI 5 [ .. | KoMIIeTeHInu
3 o & paboThI IIPOMEKYTOYHOM
1a6. |npakr. | € &
Tlex. : 12'¢ aTTecTaluu
3aH. [ 3aH. |O &
1. Teopetuueckue OCHOBBI
JIETIONPOU3BOJICTBA OPTraHH3AIIHH.
1.1 HWudopmanus, ee KpPUTCPHH.
Joxyment. PexBm3uT mokymeHTa.
Oynkiuu nokymenta. KOpunudeckas
CHJIa TOKyMeHTa. J{enonpon3BoacTBoO,
AIOKYMCHTHPOBAHHE. CamocrosTenpHOe
JlokyMeHTanoHHOE obecnieyeHue HEVaeHIe
YIpaBJICHHUS. JlokyMeHTO00O0pOT. nggﬂoﬁ .
Knaccupukanus JOKYMEHTOB. .
C 3| 6 6 5 Hay4YHOU Kommneroreproe | OIIK-7.1,
TAHJAPTH3ANKA W yHH(HKauus JUTEpaTyphl TECTUPOBaHNE OIlK-7.2
JIOKyMEHTOB. YHaudunupoanHas PaGora ¢
cucrema  jgokymenrarmn  (YCJI). SCKTPOHHBIMI
CucreMbl JOKyMeHTauuu. [IpuHIUIBL SUGHOTeKAMI
JIeTIOTPON3BOICTBA.
HopmaTtusHO-MeTOANYECKAS 6aza
JOKYMEHTUPOBaHHS YIIPaBIEHIECKOM
JeATeIIbHOCTH u OpraHu3aluu
paboTHI ¢ JOKYMEHTaMH.
Hroro no pazneny 6 6 5
2. OOmme mpaBuna  OpOPMIICHHS

YHPaBJICHYCCKUX JOKYMCHTOB.




21 roct P 6.30-2003
«YHHu(UIHIPOBaHHEIE CHCTEMBI
JIOKYMEHTAllMd.  YHUPHUIUPOBaHHAS
cucrema
OPTaHM3AIMOHHO-PACIOPAIUTEIHLHON
JIOKYMEHTAIHH. TpeboBanus K
0 OpMIICHUIO JIOKYMEHTOB".
Pexsusur 01- T'ocynapcTBeHHEIH repb
P®. Pexuzur 02- I'ep6 cyObekTa PD
W MYHHLIUNAIBHOTO  00pa3oBaHUS.
PekBusur 03 -DMOnema opraHuzanuu
WIM TOBapHEIH 3Hak. PexBmsur 04-
Kon opranmzanuu. PexBuszut 05-
Vka3zanue Ha OCHOBHOM
TOCYAapCTBEHHBIN PErHCTPAMOHHBIN
HoMep npennpusrus.Pexsuzur 06-
VYkazaHue Ha WACHTH()UKAITMOHHBIN
HOMeEp HAaJIOTOILIaTeNbIINKA/KO
NPUYUHBl TIOCTAaHOBKM HA  YUeT.
PexBusur 07- Kon (hopMsI
JIOKyMEHTA. PexBusur
08-Haumenopanue OpraHM3aI|u.
PexBuszur 09-CripaBo4HBIC CBEICHHUS
00 opranmzauuu. PexBusur 10-
HaumvenoBanme BHaa JOKyMeHTa.
PexkBuzur 11- Jlata JoOKyMeHTa.
PexkBusur 12-  PeructpanvOHHBIN
HOMEp JoKyMeHTa. PekBuzur 13-
CchUlka Ha PerucTpalOHHBI HOMED
U Jary paokymeHta. Peksuzur 14-
MecTo COCTaBIEHHS WM H3IaHUS
nokymeHra. PexBusur 15- Ceenenus
00 anpecare. PekBusur 16 -I'pud
YTBEPXKICHUS NTOKyMeHTa. PeKkBU3UT
17-Pe3omionus. PexBuzur
18-3aronoBok k Tekcty. PekBuzur 19-
Otmerka o koHTpone PexBusur 20-
Tekct nokymenra. PekBmzur 21-
OTMeTKa O HaJMYUU HPEAJIOKECHUH.
Pexsusur 22- I[Moanuce. PexBusur 23-
I'pud cormacoBaHusi JOKyMEHTA.
PexBusur 24- Busbl coriiacoBaHUS
nokymeHnra. PexBusur 25- Ileuats.
PekBuszur 26-OTMeTKa O 3aBepeHHU
koruu. PekBuzur 27- Otmerka 00
ucnoiauTene. Pexsusur 28- OTMeTka
00  HUCIOJIHEHMH  JOKYMEHTa H
HanpaBJIeHHH €ro B JieNio. PexkBu3uT
29- OrMerka O  MOCTYIJICHHH
JIOKyMEHTA. PexBusur 30-
Wnentnduxatop 31eKTPOHHON KONUH
JIOKYMEHTA.

CocraB PEKBU3UTOB, 170'¢
MECTOPACIIONIOKEHIE Ha JOKYMEHTE.
dopmynsip-o0pazer] T0KyMeHTa.

CaMocTosATENEHOE
U3yUYCHHE
yueOHOIl u
HayJHOU
JIUTEPATyPhI
Pabora ¢
JNEKTPOHHBIMU
OMOIMOTEKAMH

Kowmmeroreproe
TECTHPOBaHHE

OIIK-7.1,
OIIK-7.2




Uroro mo pazneny

3. Oco0eHHOCTH  COCTaBJIEHHUS
0QOpPMJICHHUSI  OCHOBHBIX
YIIPABJICHHSL.

u

JOKYMCHTOB

3.1 OcHOBHBIE TPYIMIBI JOKYMEHTOB.
HopmaTuBHbBIC JIOKYMEHTBI
TOCYAapCTBEHHBIX OpraHOB.
OpraHu3aloHHbIC JIOKYMEHTBI
TPEeIIPHUSTHSL. JlomxHOCTHEIE
HUHCTPYKIHH. PacnopsiantensHbie
JIOKYMEHTBI TPEIIPHUATHs. [IpUKa3bl
o OCHOBHOM JIeSITeIbHOCTH.
Pacniopsixenus, pelIeHHS.
WHpopMaImoHHO-CIIpaBOYHbIC
JOKYMEHTBL. [IpOTOKOJBI, TOJNHAs |
Kpatkas ¢opMa uX OPOpPMIICHHUS.
AKTBL. CrnyxeOHble u
o0bsicHUTENbHBIE 3ancKi. CIpaBKU.
CayxeOHble noBepeHHocTU. [Tucbma,
UX  KIaccupHKamusi,  CTPYKTYypa,
CTaHIapTHbIE (pa3bl U BHIPAKCHHUS.
Hopwmsbl odunuanbHO-IeI0BOT0 CTHIIS
CIIy’)K€OHBIX JIOKyMEHTOB. JlenoBoe
MHCBMO MEXIyHapOIHOTO o0pasma.
®axkcel, Tenedonorpammsl. Jlorosopa,
KOHTPakThl. COBpEeMEHHBIE CIIOCOOBI
Y TEXHHUKA CO3/IaHHs JOKYMEHTOB.

CaMocCTOsATENBHOE
U3yUYCHHE
yueOHOI u
HayJHOU
JIUTEPATyPhI
Pabora ¢
JNEKTPOHHBIMU
OMOIMOTEKAMH

Kommeroreproe
TECTHPOBaHHE

OIIK-7.1,
OIIK-7.2

Wroro no pazneny

4. TIpaBuna opopMIIeHHsI JOKYMEHTOB IO

JIMYHOMY COCTaBY.

4.1 Ilonsitne u
HEPCOHAIBHBIX JAHHBIX.
IIpuHaanexHOCTH MEPCOHAIBHBIX
JAHHBIX: COOCTBEHHHK, JAepiKaTellb W
M0JIb30BATEIb MIEPCOHAIBHBIX
JAHHBIX. Crpykrypa  KaapoBoi
MH()OPMAIIIOHHO-10KYMEHTAI[IOHHON
cucreMbl. OdopMIIeHHE TOKYMEHTOB
[IpY IIPUEME, YBOJIBHEHHH U NIEPEBOJIE
paboTHHKa Ha JAPYTYIO JOIDKHOCT.
Ankera.  TpynoBble  KOHTpakThl.
Ilpuka3pl 1O JIMYHOMY COCTaBy.
OCHOBHBIE PEKBU3UTHI JOKYMEHTOB H
npaBuna ux odopmienus. Kpartkue
CBEICHHS O MpaBMIax O(OPMIICHUS
TPYAOBBIX KHIXKEK, JINYHBIX
KapTOYeK, JINUHBIX JIe]l pA0OTHHUKOB.

CTPYKTypa

CaMocTosTeNbHOS
H3y4eHUe
yueOHOil u
Hay4HOU
JUTEPATYpPBI
Pabora ¢
3JIEKTPOHHBIMU
OubIMOTEKAMHU

Kowmmeroreproe
TECTHPOBaHHE

OIIK-7.1,
OIIK-7.2

Wroro no pazneny




5. Opranuzanust JOKyMeHTo000poTa.

5.1 Tlonstus JOKYMEHTOOOOpPOT u
OpraHu3aIusI JIOKYMEHT0000pOTa.
Hopmartusrno-meronndeckast
periaMeHTaIys JOKYMEHTO000poTa.
OCHOBHBIE TIpaBWIa  OpPTraHHU3ALHU
JIOKyMEHTO000POTa Ha MPEANpPUITHH.
KauecTBeHHbIE XapaKTEePUCTUKH
nokyMeHToobopoTa. Kiaccupukarus
JOKyMEHTOIIOTOKOB:
TOPU3OHTAJIBHBIC,
BOCXOJISIIIHE,

BEpPTHKAJIBHBIC,
HHCXOJSIIHE,
BXOJIAIINE, HCXOJIAIINE "
BHYTpEHHHE. IMoncuer o0beMa
JIOKyMEHT0000pOTA.

CaMocCTOsATENBHOE
U3yuCHHE
yueOHOI
HayJHOU
JIUTEPATYPhI
Pabora ¢
JNEKTPOHHBIMU
OnOIMOTEKAMH

Kowmmeroreproe
TECTHPOBaHHE

OIIK-7.1,
OIIK-7.2

Hroro no pazneny

6. OcHOBHBIE TpaBUIIA
paboTHI ¢ JOKYMEHTAMH.

OpraHn3anu

6.1 O6paboTka MOCTYMAFOIIUX
JoKyMeHTOB. IlepBuuHnas 00paboTka
JIOKyMEHTOB. Oommue paBUiIa
perucTpanuu JIOKYMCHTOB, (DOPMBI
peructpauuu. [lepenaya J0KyMeHTOB,
pPAacCMOTpPEHHE HX PYKOBOAUTEIIEM.
Topsinok HampaBieHHus JOKyMEeHTa Ha
HUCIIOJIHCHUE U paGOTbI HUCITIOJITHUTCIIA
c JOKYMEHTaMH. Hcnonnenue
JOKyMeHTa. Buasl u  dopMmsl
KOHTPOJSI ~ HMCIIOJTHEHUs, CpPOKOBas
kaproteka. OpraHuzalus TeKyILIEero
xpaneHusi jaen. HomeHkmarypa nen,
o0rmiue TpeOoBaHus, BU/JIBI
HOMEHKJIATYD. Cocrapnenue
HOMEHKJIaTyphl jaen. PopMmMupoBaHue
u opopmiienne nen. CucreMaTH3ays
JIOKyMEHTOB B Jejie. XpaHEHHUe Jell.
IloaroroBka JOKYMEHTOB K Hepenade
Ha apxuBHOe XxpaHeHue. Kpurepuu
OLEHKH JO0KyMeHTOB. CocTaBieHHe
omnuceit gei.

42

CaMocTosTeNbHOS
H3y4eHUe
yueOHOil u
Hay4HOU
JUTEPATYpPbI
Pabora ¢
3JIEKTPOHHBIMU
OubIMOTEKAMHU

Kowmmeroreproe
TECTHPOBaHHE

OIIK-7.1,
OIIK-7.2

Uroro no pazneny

8,1

Uroro 3a cemectp

36

36

30,2

3a4ET

Hroro no JUCHUIIIINHE

36

36

34,1

3a4€T




5 O0pa3oBaTte/ibHbIE TEXHOJIOTHH

1. TpagunuoHHble 00pa3oBaTelIbHbIE TEXHOJOTHMH OPHUEHTHUPYIOTCA Ha OpraHU3aluIo
00pa30BaTeNbHOTO  IIpOLlEecCa, MPEANOJAralllyl0 MpPsAMYH TPaHCISALUI 3HAHUM  OT
npenoaaBaress K CTyJIeHTY (IPEeuMYIEeCTBEHHO Ha OCHOBE OOBSICHUTEIbHO-UUTIOCTPATUBHBIX
METO/I0B 00y4YECHUS1).

@®opmbl y4eOHBIX 3aHATHI C UCIIOJIB30BAHUEM TPAAUIIMOHHBIX TEXHOJIOTHI:

WudopmanmvonHas Jekuus — I[OCIEIOBAaTEIbHOE H3JIOKEHHE MaTrepuaja B
TUCIUIUIMHAPHON JIOTHKE, OCYIIECTBISIEMOE MPEUMYIIECTBEHHO BepOalbHBIMU CpEICTBAMU
(MOHOJIOT TpernoaaBaTes).

[IpakTuueckoe 3aHsTHE, MOCBSIIEHHOE OCBOSHUIO KOHKPETHBIX YMEHUU U HABBIKOB I10
IPEJIOKEHHOMY aITOPUTMY.

2. Texnonoruu npobIeMHOro O0y4eHHUs] — OpraHu3alus o0pa3oBaTeIBLHOrO IMpolecca,
KOTOpask MPEeIoJaracT MOCTaHOBKY MPOOJIEMHBIX BOIPOCOB, CO3AaHUE YUEOHBIX MPOOIEMHBIX
CUTYalui JIJIsl CTUMYJIMPOBAHUS aKTUBHOW MO3HABATEIBHOM AEITEIbHOCTH CTYIEHTOB.

®opmbl y4eOHBIX 3aHATHH C UCTIOIB30BAHUEM TEXHOJIOTHIA MPOOIEMHOTO 00ydeHUS:

[IpakTuueckoe 3aHaTHEe B (GopMe NPaKTHKyMa — OpraHusanus y4deOHOl paboThl,
HalpaBJeHHAsT Ha peIIeHUE KOMIUIEKCHOMW y4eOHO-TIO3HABATENbHOM 3a/auyu, TpeOyromen OT
CTyJI€HTa IPUMEHEHHUS KaK HAyYHO-TEOPETUUECKUX 3HAHUM, TaK U MPAKTUYECKUX HABBIKOB.

3. TexHONOTMU MPOEKTHOTO OOYYECHHUs — OpraHu3alms 00pa30BaTENLHOTO IpoIecca B
COOTBETCTBUHU C QJITOPUTMOM IIOA3TAMHOTO PELICHUS MPOOIEMHONM 3aJaydl WM BBIOTHEHUS
yuebHoro 3aianus. [IpoekT npeanonaaraeT COBMECTHYIO Y4EOHO-TI03HABATEIbHYIO JIEATEIbHOCTh
TPYNIBl CTYEHTOB, HAMIPABJICHHYIO HA BBIPAOOTKY KOHIIEMIIMH, YCTAHOBJICHHE LIeTIei U 3a/1ad,
(GOpMYyJIUPOBKY O0XMJIAEMBIX PE3YJbTAaTOB, ONPEIACICHHUE MPUHLIMIIOB U METOJIUK PpEIICHUS
MOCTaBJICHHBIX 3ajay, I[UIAHUPOBaHHWE XoAa pabOThl, TMOUCK TOCTYMHBIX M ONTUMAJIbHBIX
pPECYPCOB, MO3TANHYIO pEATH3AIMIO IIaHAa PAa0OTHI, MPE3EHTALMIO PE3YNIbTAaTOB PalbOTHI, WX
OCMBICJICHHE U Pe(IIEKCHUIO.

OCHOBHBIE TUIIBI IPOEKTOB:

TBopueckuil MpoeKT, Kak MpaBUJIO, HE UMEET AETAJbHO NPOPAOOTAHHOM CTPYKTYpBHI;
yueOHO-TI03HABATENbHAS JEATEIIbHOCTh CTYIEHTOB OCYILECTBISETCS B paMKax pPaMOYHOTO
3a/laHusl, IOJUMHSISICH JIOTHUKE U HHTEPECaM yYaCTHUKOB IIPOEKTA, )KaHPY KOHEYHOTO pe3yJibTaTa
(razera, pUIBM, IPA3AHUK, U3JAHUE, DKCKYPCHUS U T.I1.).

4. VIuTepakTUBHbIE TEXHOJOTUU — OpPraHM3alMs 00pa30BaTENbHOIO IMpoliecca, KOTopas
IIpeIoiaracT akTUBHOE U HEJTMHENHOE B3aUMO/IEHCTBUE BCEX YUACTHUKOB, JTOCTH)KEHHE HA ATON
OCHOBE JIMYHOCTHO 3HAYMMOIO Il HHUX oOpa3oBaTelbHOTO pe3ynbrara. Hapsay co
CIEUMATU3UPOBAHHBIMU  TEXHOJOTHUAMHM  TakOro  pojJa  OPUHIUI  HUHTEPAKTUBHOCTH
MPOCIIEKUBAETCS B OOJIBIIMHCTBE COBPEMEHHBIX 00pa30BaTeNbHbBIX TEXHOJIOTHH.

@opmbl yueOHBIX 3aHATHI C MCMOJIB30BAaHUEM CHEIHATU3UPOBAHHBIX MHTEPAKTHBHBIX
TEXHOJIOTHIA:

CemuHap-IuCKyccusi — KOJUIEKTUBHOE OOCYXKIEHHE Kakoro-iubo CIIOpHOTO BOIpOCa,
npo0sieMbl, BBISIBJIEHME MHEHUH B rpynne (MEeXIpynmoBOH AMajor, JTUCKYCCHSI Kak
CIIOp-/IUAJIor).

5.  HHdpopMannoHHO-KOMMYHHKAIIUOHHBIE ~ O0Opa3oBaTeIbHBIE  TEXHOJOTHMH  —
oprasu3zaiys 00pa3oBaTeIbLHOIO MPOIecca, OCHOBAHHAS HA MPUMEHEHNH CHEeMaTI3UPOBAHHBIX
MPOrPaMMHBIX CpeJl ¥ TEXHUUECKUX CPEJICTB paboThI ¢ MH(OpMAaLIKEH.

@opMbl YUEOHBIX 3aHITHH C HCIOIB30BaHHEM HHGOPMAIMOHHO-KOMMYHUKAIIMOHHBIX
TEXHOJIOTHIA:

Jlexuus-Bu3zyanu3anusi — H3JI0KEHUE COJEP)KaHUs CONPOBOXKIAETCS Ipe3eHTaluen
(eMoHcCTpaleil yueOHbIX MaTepHaoB, MPEJICTABICHHBIX B Pa3IMYHBIX 3HAKOBBIX CUCTEMAX, B
T.4. WUTIOCTPATUBHBIX, IPaUUECKUX, ayH0- U BUIEOMATEPHAIIOB).

[IpakTnueckoe 3aHATHE B (QOpME TMpEe3eHTAMH — TMPEACTAaBIECHUE pEe3yJIbTaTOB
IIPOEKTHOM MM UCCIIEA0BATEIBCKOM AESITENBHOCTH C UCIIOJIb30BAHUEM CIIEUATN3UPOBAHHBIX



IIPOIPaMMHBIX CPEJICTB.

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

7 OneHOYHBIE CPeACTBA AJIsl IPOBeAeHH s IPOMEKYTOYHOM aTTeCTALMI
[IpencraBieHbl B IPUIIOKEHUH 2.

8 YueOHo-MeTOAHYecKOe M MHPOPMAIMOHHOE 00ecnedyeHue JUCITUITIMHBI (MOYJIs1)

a) OcHoBHasl TUTEpaTYypa:

1. Manacenko, 0. A. JlokyMEeHTHpOBaHHE YHPABICHYECKOW NEATEIBHOCTH: Y4eOHOe
nocobue / FO.A. Ilanacenko. - Mocksa : PUOP, 2020. - 138 c.: - (KapmanHoe yueOHOE mmocooue).
- ISBN 5-369-00014-X ; ISBN 978-5-16-104218-2 (online). - Tekcrt : snexkrpoHublii. - URL:
https://znanium.com/read?id=309085 (nara oopamenus: 22.05.2023)

0) lonoJiHMTE ILHASA JIATEpaTypa:

1. Kopuees, U. K. [JokymeHTHpOBaHME yIpaBlIeHYECKON eaTeabHOCTH + TecThl B ObC :
y4eOHUK U IPAaKTUKYM Jis akagemudeckoro 6akanaspuara / M. K. Kopuees, A. B. [Tiienko, B. A.
Mamypues. — 2-e u3n., nepepa0. u gon. — Mocksa : U3parensctBo FOpaiit, 2019. — 384 c. —
(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: 22.05.2023).

2. KazakeBmu, T. A. JlokyMeHTalMOHHOE OOECIIEYCHUE YIPABICHHUS : YYCOHHK U
NPaKTHKYM IS cpeaHero npodeccroHanbaoro oopasosanust / T. A. KazakeBuu, A. W. Tkamuu.
— 2-¢ w3n., ucnp. m gon. — MockBa : HzmarensctBo [Opaiir, 2019. — 177 c. —
(IIpodheccronansuoe obpaszosanue). — ISBN 978-5-534-06291-5. — Tekcr : snekrponHbIii //
9BC Opaiit [caiit]. — URL:
https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-437587#page/1 (mara
obpaenus: 22.05.2023).

B) MeToanyeckne yKazaHus:

r) [Iporpammuoe obecneuenue u UnTepHer-pecypceni:

IIporpammuoe o0ecneyenne

Haumenosanue [10 Ne morosopa Cpok neiicTBUs JTULEH3UH
7Zip CBOOOJHO  PacHpOCTPAHSIEMOE 0eCcCpoOYHO

MS Office 2007y, 135 o1 17.09.2007 GeccpoTHO
Professional

FAR Manager CBOOOJIHO  pacmpocTpaHseMOe OECCPOYHO

IIpogdeccnonasibubie 0a3bl JAHHBIX 1 HHPOPMALMOHHBbIE CIIPABOYHbIE CHCTEMbI

Haspanue kypca Ccblika
denepaibHOE rocyIapCTBEHHOE OO/ KETHOE
yUpexKIeHuE «DenepanbHbIi uncruryt|URL: http://www1.fips.ru/
IPOMBIIILICHHONW COOCTBEHHOCTHY
HarponansHast HH(OPMALHOHHO-AHAIMTHYECKAs | | -
cucreMa —  Poccwiickmii  MHIEKC ~ HAYYHOTO '

https://elibrary.ru/project_risc.asp

nutuposanus (PHMHII)




Nudopmanmonnas cucrema - EnuHOE OKHO HOCTyma K

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

ITouckosas cucrema Axanemust Google (Google Scholar) [URL: https://scholar.google.ru/

DnexkTpoHHas 0a3a NmepuOIUYECKUX u3gaHuii East View
Information Services, OO0 «MIBUC»
9 MaTepHaJLHO-TEXHHYECKOE o0ecneuyeHne TN CIHIINHBI (MOLYJIf)

https://dlib.eastview.com/

MarepuanbHO-TEXHHUECKOE 00ecreueHNe JUCIUTUINHBI BKITIOUACT:

1. Yuebuble ayuTOpUn Ui NPOBEICHHS 3aHATHH JIEKIUOHHOTO THUIIA: MyJIbTUMEUIHbIE
CpeACTBa XpaHEHUsI, TIepelavyy ¥ IPEACTaBICHUS HH(POPMAIIHH.

2. YyeOHble ayAUTOPUHM [UId NPOBEIEHHS MNPAKTUYECKUX 3aHATUH, IPYIIOBBIX U
WHAMBUAYAJIbHBIX KOHCYJIbTAlMM, TEKYLIEr0 KOHTPOJIS M IPOMEKYTOUYHOM aTTeCTALUU:
MYJIbTUMEAUMHBIE CPEJCTBA XPAaHEHHUs, Mepelaud U NpeAcTaBiIeHUus MH(OpMaIUK; KOMIUIEKC
TECTOBBIX 33JJaHUI JUIsl TPOBEICHHS IPOMEXKYTOUHBIX U PYOEKHBIX KOHTPOJICH.

3. Tlomemenust Ay caMOCTOSTENbHON pabOThl OOYy4aroOIMXCs: IEPCOHATIbHbBIE
kommbioTepsl ¢ makerom MS Office, Beixogom B MHTEpHET M ¢ JAOCTYyIIOM B 3JEKTPOHHYIO
UH(POPMALIMOHHO-00pa30BaTENIbHYIO CPEy YHUBEPCUTETA

4. TlomemeHust il XpaHEHHs W MPOQHIAKTUYECKOTO OOCTY)KMBaHUS Y4eOHOTO
oOopynoBanusi: mKadbl Uil XpaHEHUs y4yeOHO-METOAMYECKOW JTOKYMEHTALUHu, Yy4eOHOro

000DVIOBaHUS U VIEOHO-HATJIAITHBIX TTOCOOUIA.
Ipuioxenne 1

B mporecce caMOCTOSITENBPHOTO W3Y4YEHUs JMCHMIUIMHBI, MOATOTOBKH K CEMHUHAPCKUM
3aHATUSAM CTYJEHTY HEOOXOUMO HAUTH U U3YYUTh PEKOMEHIYEMYIO JIUTepaTypy, ACUCTBYIOLINE
3aKOHO/IATENIbHBIE U HOPMATUBHBIE aKThl. IJIsi OCMBICIICHUS POYUTAHHOTO MaTepuala CTYIACHTY
npeJiaraeTcsl OTBETUTh Ha BOIPOCHI. PelieHne TecToB, CUTYallMOHHBIX U aHAJTUTHUYECKUX 3a/1a4
HAy4UT CTYJCHTOB CAMOCTOSATEIHHO MPUHUMATh YIIPABICHYECKUE PEIICHHUS.

OpranuzalioHHO-METOUYECKHE PEKOMEHIAIMU JJs TOATOTOBKM K MPaKTUYECKUM
(ceMHUHaApCKUM) 3aHSITHSIM

CemuHap (y1aT. seminarium - OyKBaJlbHO: «paccaJHUK») — yueOHOe 3aHSTHE, B XOJe
KOTOPOTO OpraHu3yercss oO0CyxacHHe (yHIAMEHTAIbHBIX WM JUCKYCCHOHHBIX TPOOIeM
M3y4aeMOW HAyKHU U CBSAI3aHHOU C HEW MPAKTUYECKOUN JAEATEIBbHOCTH.

B nensix Gonee moapoOHOTO M aJeKBAaTHOTO COBPEMEHHOW CHUTYAIllMHM aHalW3a MpoosiemM
yIOpaBlIeHUS] CTYACHTaM pPEKOMEHIyeTcs oOpamarbcs K MepUOJUYEeCKON JUTeparype u
MaTepua-jiaM CpeJCTB MaccoBOW HMHGPOpMalMM, B KOTOPOH MOXHO HAWTH HE TOJBKO
AQHAIUTUYECKUE CTa-ThU IO PA3NUYHBIM acleKTaM O00O03HAYEHHBIX B TEMAaTHKE CEMHHApPCKHUX
3aHATUN TPoOJieM, HO W CTAaTUCTUYECKHUE JIaHHBIC, MaTepHalbl MPHUKIATHOTO XapakTepa,
HOpMaTUBHBIE JOKYMeHTHI. llerecoobpa3Ho HE OrpaHUYHMBATHCS yKa3aHHBIMM HUCTOYHHKAMHU, a
OCYIIECTBIISATh COOCTBEHHBIN MOMCK TEOPETUUYECKUX U MPAKTUUECKUX MATEPUATIOB, UTO SIBJISETCS
OJIHUM U3 AJIEMEHTOB CAMOCTOSATEIbHOU HH(OPMAIIMOHHO-aHATUTUYECKON PabOTHI CTYJCHTOB.

[ToaroToBKa K CEMHHAPCKUM 3aHSITHSM 10 TUCHUILIAHE JOHKHA BKIIIOYATH CIIENYIOLINE
ACIEeKTBHI:

1) 3HAKOMCTBO C COOTBETCTBYIOIIMMH TjIaBaMU Y4€OHMKA; ONTHUMAIbHBIM OBbLT OBI
Ba-puaHT pabOThl HE C OJHUM Y4YEOHMKOM, TaK Kak pa3HbIMH aBTOpaMu W30paH pa3inUyHBINA
MOAXOA K TIPEIMETY, M TOJE3HO IMOHATh OCOOEHHOCTH TIOJIXOJIOB, CPAaBHUTh WX, UYTOOBI
BBIPA0OTaTh CBOIO TO3UIIHIO;

2) YTEHUE KOHCIIEKTA JICKITUH;

3) YTEHUE U OCMBICIIEHHE OJIHOTO-IBYX HMCTOYHUKOB M3 MPUBEICHHOIO CIIHCKa
JTUTEPA-TYPHI.

Bri6op OMOTHUTENBHBIX MEPBOMCTOYHHKOB, KOTOPHIE MOTYT OKazaTh MOMOIIb IPH
MOA-TOTOBKE K BBICTYIJIEHHIO W TIO3BOJISIT OPTaHW30BaTh Ha CEMUHApPE JUCKYCCHIO, CTYICHT
OCYLIECTBIISIET [0 CBOEMY YCMOTPEHHIO, B COOTBETCTBUU CO CBOMMHU MHTEPECAMU, OPUEHTUPYSICh
Ha BOIIPOCHI CEMHUHAPCKOTO 3aHSITHSI.

BricTynnenue Ha ceMrUHape T0JDKHO OBITH JOCTATOYHO apryMEHTHPOBAHHBIM, 3aHUMATh 110



BpEeMEHH He 0osiee Tpex MHHYT. B X0J1e BBICTYIICHUS KENIATEIIbHO COMOCTABUTh TOYKU 3PEHUS
pa3IMYHBIX aBTOPOB HA M3JIaraeMyro mpoodiemy. [IpeanodTuTensHo, 4TOOBI IO OJHOMY BOIIPOCY
BBICTYITIJIO HECKOJIBKO CTY/ICHTOB, BBHICKA3bIBAsi CBOM MHEHWSI, JOIOJIHSS APYT npyra. B uaeane
CEMHUHAPCKOE 3aHATHE JIOJDKHO IMPOXOAUTH B (hopMe AUCKyccHur. Pe3ybTaThl pabOTHI CTYICHTOB
HAa CEMUHAPCKUX 3aHATUSAX 00s3aTeIBbHO YYUTHIBAIOTCS TIPEIOJaBaTEIeM MPH BHICTABICHUU
0ajIoB.

IIpumepHbIe ayIMTOPHBbIE IPAKTHYECKHE PA0OOTHI:

AIIP Nel «Teopernuyeckne OCHOBBI J1€JI0NPOM3BOICTBA OPraHU3ALUN.

[TpoBogutcs B opme ceMHHapa Mo 000OIIECHUIO u YIIyOJICHUTO 3HAHUU
MOHITUIHO-KAaTerOpruaIbHOro anmnapara AUCHUILIMHBI C 3JIEMEHTAMU JTUCKYCCHUU.

Orpoc o Marepuanam Jiekiuu 1.

DBOIOIUS TOKYMEHTA KaK HOCUTelsd HHpopMalui. Bo3HHKHOBEHHE U pa3BUTHE OTEYECTBEHHOTO
nenonpousBoacTBa:  JlemonpousBoactso B cpeanue Beka (XI-XV  BB.). Ilpukasnoe
nenornpousoictBo (XVI-XVII BB.). Komnexckoe nenonpouspojctso (X VIII B.). Munucrepckoe
nenonpousBoacTBo B Poccun (XIX - Hayano XX BB.). ['ocynapcTBeHHOE A€I0NPOU3BOICTBO B
coBetckoe Bpemsi. CoBpeMeHHOe J1eI0npon3BoACTBO B PD.

ATIIP Ne2 «CoBpeMeHHOE roCcy1apCTBEHHOE peryJIupoBaHue AeJ10npou3BoacTea B PMy».
3aKOHOJATENLHOE peryIHpoBaHUE jenonpomn3BojactBa B P®. denepanbHbiii 3akoH «O0
uH(popMalii, HTHPOPMAIIMOHHBIX TEXHOJIOTUAX U O 3anuTe nHdopmanuny. OeaepanbHbIi 3aKOH
«O xommepueckoil TaitHe». @enepanbHblii 3akoH «O0 apxuBHOM 1nene B Poccuiickoit
Oepnepaunny. GenepanbHblii 3ak0H «O NEPCOHANTBHBIX JaHHBIX». [locTaHOBIIEHNE TPAaBUTEIBCTBA
P® «llpaBuia noaroToBKY MPaBOBBIX akTOB (heepaabHbIX OPraHOB HUCIIOJHUTENBHON BJIACTH U
UX TOCYJIapCTBEHHON PErUCTPALIUN.

HopmaruBHo-MeToaMueckoe peryaupoBaHUE JIEIONPOU3BOJACTBA. l'ocyqapcTBeHHas cucrema
JOKYMEHTAIlMOHHOro oOecrieyeHus ympapieHus. OOmue nonoxenus. O0mue TpeOoBaHMS K
JOKYMEHTaM U ciyx0aMm nokymeHTannoHHoro obecneuenus (I'CHOY). 'OCT P 6.30-2003:
YHubumpoBaHHble CHUCTEMBI JIOKYMEHTAIUU. YHubunupoBanHas cucrema
opraHu3aIMoHHo-pacnopsaauTeabHo gokymentanuu. OCT P 51141-98 Jlenonpous3BOACTBO U
apxuBHoe neno. TepmuHbl U onpeaeneHuss TumoBas MHCTPYKIMS IO JEIONPOU3BOJACTBY B
denepanbHbBIX OpraHax MCIOJHUTEIbHON BiacTH. [lepeueHb THUNOBBIX YIPABIEHYECKUX
JIOKYMEHTOB, 00pa3yIoluxcs B A€ATEIbHOCTH OpraHu3altii, ¢ yka3aHueM CPOKOB XpaHEHHUSI.

AIIP Ne3 «TpeGoBaHusi K 0J1aHKaM JOKYMEHTOB YIIPABJICHHUS».

[TpoBoautcs B Qopme cemuHapa o 00OOIIEHUIO M YIIYyOJeHHIO 3HAaHUM C AJIEMEHTaMU
muckyccuu. IlonstThe u Buibl O6imaHkoB. OOmmil Gnank. biank mucbma. biaHk KOHKpETHOTO
BUJA JIOKyMeHTa. braHku ans paboTbl C HMHOCTpaHHBIMU KoMOaHusMH. ['epOoBbIii OnaHK.
PexBu3utel Onanka. [IpomonbHoe pacrosiokeHHe PEKBU3UTOB OjaHKa. YTiIoBoe (uiaroBoe u
[ICHTPOBAHHOE PACIIOJIOKEHNE PEKBU3UTOB OJIaHKA.

BeinonHeHne npakTHUECKOro 3a/laHusl MO COCTAaBJIEHUIO YIJIOBOIO M MPOAOJIBHOTO 00pasia
OyaHKa.

ATIIP Ne4 «O0mme npaBujia opopMJIeHUS YIIPABJIEHYECKHX JOKYMEHTOBY.

[TpoBoautcs B (opme cemuHapa 1o OOOOLICHHIO M YIIYONEHHIO 3HAHUH C dlIEMEHTaMHU
muckyccud. Ompoc mo marepuanam Jekiuu 2. Ilpaktuyeckoe 3HaAKOMCTBO € OQOpMIIEHHEM
PEKBU3UTOB JOKYMEHTOB YIIPaBJICHUsI, BEIOTHEHNE KOHTPOJIBHBIX 3aJaHUI

AIIP NeS «CocraBjieHHe THYHBIX IOKYMEHTOB.

[TpoBoautcs B dopMe ceMuHapa Mo OOOOIIEHHIO | YINIYOJNEHUIO 3HaHUM C 2JIeMEeHTaMu
JUCKYCCHM.  3asiBlIeHUs, aBTOOHOrpaduu, pe3loMe, JUYHBIE JIOBEPEHHOCTH, PACHHUCKH.
OCHOBHBIC PEKBH3WTHI, MpPaBUJa COCTABICHUS W O(POPMIICHHS. BBITOTHEHHE KOHTPOIBHBIX



3aJIaHUuU

AIIPNe6 «PaboTa ¢ JTOKyMEHTaMH, COJepPKAIMMH KOH(HIeHIHAIbHbIE CBeIeHUsI».
[Tepeuenr cBeneHuld KOHPUACHIMAIBHOTO Xapakrepa. IloHsATHE KOMMEpPUYECKOW TaiHBI.
Csenenusi, OTHoOcsIIMECs K KoMMepueckod TaiiHe. I[lopsnok BeAeHHUs 1€JI0MPOU3BOJICTBA
JOKYMEHTOB, COJEpPKAIIUX KOMMEPUYECKYI0 TaiHy. 3amura JOKYMEHTOB, COJEpXKallux
KOMMEPYECKYIO TalHY.

HpI/IMepHBIe HHAUBHUAYAJIbHbIC TOMAIIIHUE 3aJaHUS .

Ne 1 «PoJib JOKYMEHTHPOBAHNS YIIPABJIEHYECKOM AeATeJIbHOCTH B PA3BUTHH 001LECTBAY.
PexomeHmamuu mo coCTaBiICHHUIO U JOPAOOTKE KOHCIIEKTA JICKIIHH.

PaccMoTpenue maHHON TeMbl HEOOXOAMMO HAYaTh C W3YYCHHUS OCHOBHBIX IMOHSITHHA JTaHHOU
qucuuIuTuHel. [Ipu 3TOM crieyeT pa3oOpaThes ¢ CYIIHOCTRIO KaTeropuu «JloKyMEeHTHPOBAHHE.
Bonee moapoOHO cleayeT pacCMOTPETh CTPYKTYPY, COIEpKaHUe, eI U 3a7a9d JUCIUILTUHBL,
HCTOPUIO  Pa3BUTHS  JIOKYMEHTOOOOpOTA. Jlanee  HEOOXOIMMO  H3YYUTh  COCTaB
HOPMAaTHBHO-METOJUYECKON 0a3bl JIOKYMEHTHPOBAHUS YIPABICHYECKON JEATEILHOCTH B
COBPEMEHHBIX YCIIOBUSX X034HCTBOBaHUS. OTAEIBHO CIEYET pACCMOTPETh

CTPATErHi0 YIPABJICHUS JOKYMEHTAMHU B OPTaHHU3AINH, & TAKXKE H3yYUTh OPMBI COBPEMEHHOMN
JIOKYMEHTAIUU.

KitoueBbie  CIIOBa:JOKYMEHT, JOKYMEHTHPOBaHHWE  HWHQOpPMAIUH, JOKYMEHTHUPOBaHHUE
YIOPABJICHUYECKOM  NIE€ATENIbHOCTH, KIMHONMUCH, IOJUTHUKA  YIPABIEHUS  JIOKYMEHTaMHU,
CTaHapTH3AIMs, CTPATETHS YIIPABICHUS JTOKYMEHTaMH, YHU(DUKAIIHS.

3ajaHue 11 CaMOCTOSTEIIBHOW PaOOTHI:

1. M3yunTh KaTeropuaibHbIil anmapar.

2. JlopaboTaTh MaTepHaJIbl JICKIUH.

3. IloxroroButhcest k pabore Ha Jiekiuu 1Mo Teme 1. [loBTOpuTh BOMpOC: CYIIHOCTh KaTETOPUH
«loxymentupoBanue» (yueOHas qJuCHUILTHHA «J[OKYMEHTUPOBAaHUE YIIPABICHYECKOM
JESTEIILHOCTHY, JIEKIHs Nel). BeITh TOTOBBIM K OOCYKICHUIO 3TOTO BOIIPOCA B XOC JICKIIUH.

Ne2 «OOmume npaBujia oopmiieHusl yIpaBJieHYeCKHX JOKYMEHTOBY.

PexomMeHganMu MO COCTAaBICHHMIO M JIOpabOTKe KOHCHEKTa JeKIMU. M3ydeHue marepuasoB
JTAHHOW TEMBI CIeAyeT HauaTh C PACCMOTpPEHUs TpeOoBaHUI K 0(OpMIIEHHIO peKBU3UTOB. Taxxke
clleflyeT M3y4uTh COCTaB pPEKBHU3MUTOB. Jlanee HeoOXoamMo pa3o0paTbesi ¢ NPUMEHEHHEM U
pacrojIo’)KeHUEM Ha JOKYMEHTE PEKBU3HUTOB, ONPENEIUTh UX 0o0lIue yepThl U paznnuus. Kpome
TOTO, HYXHO JIeTalbHO Pa300paThCsl C pa3IMYHBIMU BUJIAMHU TEKCTa JOKYMEHTa: TpadapeTHbIN
JIOKYMEHT, aHKeTa, Tabyuila, OIaHK.

KnroueBble cioBa: BU3a coriaacoBaHus, pu¢ 03HaKOMIIEHUs], JjaTa JOKYMEHTA, 3ar0JI0BOK

K TEKCTy, WICHTHU(PHUKATOpP OSJIEKTPOHHOM KOMHWMU JOKYMEHTa, HWHTEpBajl, MOAMNKCH, I0Je
JIOKYMEHTa, PErMCTPallMOHHBIM HOMEpP JOKYMEHTA, PE30JIIOLMS, PEKBU3UT, CTAaHAAPTHBIN JIUCT
OyMmaru, ccbulka Ha PETUCTPALMOHHBIA HOMEpP M JIaTy JOKyMEHTa, YIOCTOBEpEHHE TOKYMEHTa,
bopmysp.

3ajanue s CaMOCTOSTEIbHONU PaOOTHI:

1. I3y4unTh KaTeropuanbHbIi anmnapar.

2. lopaboTaTh MaTepHabl JEKIUH.

3. IToAroToBUTHCS K CEMUHApY.

3. IloaroroBuThCs K pabote Ha JieKuuu 1o TeMe 3. [IoBTOpUTh BOIIpOC: OCHOBHBIE

0COOEHHOCTH  HCIIOJIb30BaHMs  sI3bIKa B JIEJIOBOW  mepenucke (yueOHas JUCIMILIMHA
«J/lokyMeHTHpOBaHWE YIPABIECHYECKON IeATeTbHOCTHY», JieKius No2). BbITh TOTOBBIM K
00CYX/IEHUIO 3TOT0 BOIPOCA B XO/I€ JIEKIIUU.

Ne3 «Ocob0eHHOCTH cOCTaBJIeHUS U 0()OPMJICHUSI OCHOBHBIX JOKYMEHTOB YIIPABJICHHSD).
PexoMeH1anmu 1Mo cocTaBICHHIO M TOPAOOTKE KOHCIIEKTA JIEKIIUH.



PaccmoTpenne  naHHOW  TeMbl  HEOOXOIMMO  HAyaTh € aHauu3a  0COOEHHOCTEH
O(pULINANBHO-EIOBOIO CTWISL IO CPaBHEHHIO C XYAO0XKECTBEHHBIM, ITyOIMIIUCTUYECKHUM,
HAYYHBIM, y4€OHBIM, Pa3TOBOPHBIM CTHIISIMU SI3bIKA.

[Tpu 3TOM HYXHO NTOJIPOOHO U3YUUTh JIEKCHYECKHE OCOOEHHOCTH IOKYMEHTOB: yIOTpeOieHne
[IapOHUMOB, IIJIEOHA3MOB, MCIIOJIb30BAaHUE peueBbIX kiuule. [locie 3Toro cieayer paccMoTpeTh
opdorpaduyeckre 0coOOEHHOCTH JOKYMEHTOB: IPUMEHEHHE IPONUCHBIX OYKB B reorpaduyeckux
Ha3BaHUSX, HAUMEHOBAHUSAX OpraHU3aLuil.

Kpome toro, Heo6xo1umMo 06paTuTh BHUMaHuE Ha opdorpadguueckue 0coOEHHOCTH JOKYMEHTOB:
IPUMEHEHHE TPOMHUCHBIX OYyKB B reorpauiyeckux Ha3BaHHUAX, HAUMEHOBAHMAX OPTaHH3aIM.
Tak xe cieayeT BbIACHUTh HauboJiee paclpoCTpaHEHHbIE B TOKYMEHTaxX OIIMOKHM CHHTaKcuca u
IYHKTYallMu: TOPSIOK CJIOB, COIVIACOBAaHHUE IMOAJIEKAIET0 M CKa3yeMOIo, IPUYACTHBIE U
JieeTpruyacTHbIe 000POTHI, CII0BOOOPA30BaHMUS.

KnroueBble cnoBa: abOpeBmarypa, JIaKOHH3M (OPMYIMPOBOK, HEUTpasbHas 3KCIPECCUBHAS
OKpacka sI3blKa, HEOJIOTU3M, O(pUIMAIbHO-AEI0BOM CTHIIb, MTOJHOTA MH(OPMALMHU, CUHOHUMBI,
TaBTOJIOTHH, (PA3E0IOTU3MBI.

3agaHue A CaMOCTOSITEIbHON pabOThI:

1. M3yunTh KaTeropuanbHbIil anmapar.

2. lopaboTaTh MaTepUallbl JEKIHH.

3. IloaroroButhes K padore HA Jieknud. [I1oBTOpUTH Bompoc: opdorpaduveckrue 0COOCHHOCTH
JIOKYMEHTOB (y4eOHas IUCHMIUIMHA «/lOKyMEHTHpOBaHUE YIPABICHUYECKOW MAEATEIbHOCTUY,
nekuus Ne3). BeITh rOTOBBIM K 00CY>KI€HHIO 3TOTO BOIPOCA B XO/I€ JICKIUH.

Neq «IIpaBuiia oopmiieHHs TOKYMEHTOB 10 JIMYHOMY COCTaBY».

[Tpy u3ydeHnu NTaHHOM TEMBbI CTYJIEHTaM HEOOXOJUMO pa3o0paThecsi ¢ MPUHIMIIAMH Pa3pabOTKU
nporpaMM yrpaBieHus: JokyMeHTamu. Ocofoe BHUMAaHUE CIEAYET YACIUTh PacCMOTPEHUIO
IpoLelypbl IPOEKTUPOBAHUS U BHEIPEHUS TOKYMEHTHBIX CHCTeM. TaKxke ClieyeT OCTAaHOBUTBCS
Ha 0COOCHHOCTSAX MOHHTOPHHTA U ayIUTa TOKYMEHTHBIX CHCTEM.

Bornee neranbHO HEOOXOMMO PACCMOTPETH CYIIHOCTD JJOJATOCPOYHOM MPOrpaMMbl 00yUSHHUS
NepCcOHaa OpraHu3alii B OOJACTH YIPABJICHUS JOKYMEHTAMH W TPUMEHEHUS O0YYarolInX
MHCTPYKLUH, BKJIIOUasi 00y4arolyt0 HHCTPYKIIHUIO CEKpeTaps.

KnroueBsie cioBa: ayquT ynpaBlieHUs JOKYMEHTaMH, KOHBEPTAlLMsl, METOJOJIOTUSl BHEAPEHUS,
MUTpanusl JOKyMEHTOB, MOHUTOPHUHI, HAJEKHOCTb JOKYMEHTHON CHUCTEMBI, NPOCKTUPOBAHUE
JIOKYMEHTHOM CHCTEMBI, paclpeielieHHOE YIpaBieHHE, peryjaupylonas cpena, crpaTerus
YIPaBIEHUS TOKYMEHTAMH.

3aaHue 115 CaMOCTOSTEIbHOM paboThI:

1. I3y4nTh KaTeropuaibHbIi anmapar.

2. lopaboTaTh MaTepHabl JEKLIUU.

3. IToAroToBUTHCS K CEMUHApY.

4. IloarotoButhes K padbote Ha jgekuuu. [IoBTopuTh Bompoc: 0011as XxapakTeprucTHKa
JOKYMEHTHBIX cucTeM (ydyeOHas JUCHMIUIMHA  «/loKyMeHTHpOBaHME  YHpaBIEHUYECKOU
JeATeTbHOCTHY, JeKIUs No4). BoITh TOTOBBIM K OOCY>KIEHUIO 3TOTO BOIIPOCA B XO/1€ JICKIIHH.

Ne5 «Opranuszanusi JOKyMeHTO000pOTa».

PexomeHanuu o COCTaBIEHUIO M JOpaOOTKe KOHCIEKTa JIEKIINH.

B Hagane ciegyer paccMOTPETh TEPMUHBI «AEIONPOU3BOACTBOY, «TOKYMEHTALIMOHHOE
oOecrieyeHHe  yNpaBICHUSN», «IOKYMEHTHPOBaHHWE HWHPOPMALUU», «TOKYMEHTHPOBAHUE
YIIPaBJIEHYECKOH IEATEITbHOCTHY, «10KYMEHTOIIOTOKIY, «JJOKYMEHTOO00POT.

Jlanee HeoOXOIUMO M3YYHUTh OpPraHM3ALHUI0 JTOKyMeHTooOopora. Takke HyXHO MOAPOOHO
MMpoaHaJIN3upOBaTh 0COOEHHOCTH pa6OTLI C BXOOAIUMHU U UCXOOAIINMU JOKYMCHTAMHU.

Kpome TOro, HeoOXOAMMO OCTaHOBUTbCA Ha  H3YYEHHM  METO/JOB  COKpAIEHUS
JIOKYMEHTO000poTa.

Crnenyer ynenuTh BHUMAaHHME COJEPKAHUIO KOHTPOJIS MCIIOIHEHHS AOKYMEHTOB, €r0 dTamam U
TEXHOJIOTHUH.



KnroueBble ciioBa: BHYTPEHHUH JOKYMEHT, BXOISAIIMHA JOKYMEHT, JOKYMEHTOOOOpOT,
JIOKYMEHTOMOTOKH, HH(OPMAIIMOHHO-TIOUCKOBAs CUCTEMA, HHAEKCAIUS JOKYMEHTA, UCXOASIINN
JOKYMEHT, Karajor, 00BeM JOKYMEHTOOOOpOTa, palMOHAJIbHOE [BM)KEHHE JTOKYMEHTOB,
PErMCTPallMOHHO-KOHTPOJIbHASA KapTOUYKa, PETUCTpalus TOKYMEHTa, TE€XHOJIOTMYECKas cXema
JBUKEHUS IOKYMEHTOB, KCIIEAULINS.

3aanue 175 cCaMOCTOSTEIbHOM paboThI:

1. U3yunTh KaTeropuaibHbIil anmapar.

2. lopaboTaTh MaTepHaIbl JICKIUH.

3. IloaroroBuThes K padboTe Ha JekuuU. [IOBTOPUTH BOMPOC: OpraHu3amnus JOKYMEHTO00O0poTa
(yueOHast aucumiinHa «J{OKyMEHTHpOBaHUE YIPaBICHUYECKON NeATeIbHOCTH», JEKIus No5).
BBITh TOTOBBIM K 00CYKACHUIO 3TOTO BOIIPOCA B XO€ JECKIIHH.

Ne6 «OcHOBHBIE TPABUJIA OPTAaHU3ALMHN PA0OTHI C JOKYMEHTaMU».
PexomeHjanuu o cocTaBlIeHUIO U JOPaOOTKE KOHCIIEKTA JIEKLIUH.
PaccmoTpenue naHHOW TeMbl HEOOXOJMMO HayaTh C W3YYEHHUS pOJIU HH(POPMAIIMOHHO
CIPAaBOYHON PabOTHI CIIy>KOBI AETONPOU3BOACTBA OPraHU3ALMH.
[Ipu oToM cnegyeT o0OpaTuTh BHUMaHuUE Ha BUABI, JTallbl pa3pabOTKH, pa3/aesbl
HOMEHKJIaTyphlaen. Takxke HEOOXOJUMO YSICHUTh, KaK OCYIIECTBISIETCS TEKyIlee XpaHEHUe
JIOKYMEHTOB U UX HCIIOJIb30BaHUE.
YTo 03HAYAIOT WIUCT-3aMECTUTEIDY, «KapTa3aMECTUTEIb)?
Kpowme Toro, cieayer oxapakTepu3oBaTh IKCIEPTU3Y LIEHHOCTH JOKYMEHTOB, KDUTEPUU OLIEHKU
JIOKYMEHTOB, 0(OpMIICHHUE €€ pPe3yJbTaToB, paboTy 3KCIIEPTHOI KOMUCCHH.
Takxe ciaenyer paccCMOTPETb OCOOEHHOCTH IPOLIECCOB IMOATOTOBKH, W3/IaHUS, XPAHEHUS U
UCIIOJIb30BaHUSI KOH(PUICHIUANIBHBIX JOKYMEHTOB. [laee Hy)KHO M3y4UTh KaHaJbl BO3MOXKHOMH
yTE€UYKH HH(OPMAIK U yTPaThl JOKYMEHTOB. U B 3aKiIroueHue HE0OOXOAUMO PACCMOTPETh
TpeOOBaHUS K U3TOTOBJIEHUIO, YUETY, UCIIOIb30BAHUIO U XPaHEHHIO repOOBBIX OJaHKOB.
KnroueBsle cioBa: akT, €0, 10JIFOCPOYHOE XPAaHEHHUE JOKYMEHTOB, JOCTYI K TIOKYMEHTaM,
KOHTPOJIb JCWCTBUM, KOHTPOJIb MECTOIOJIOKEHUS JIOKYMEHTAa, HOMEHKJIATypa Jell, OIIUCH,
IIpUMepHasi HOMEHKJIATypa e, TeKyllee XpaHeHHE IOKYMEHTOB, TUIIOBasi HOMEHKJIaTypa Jell,
CBOJIHAas HOMEHKJATypa [J€JI, YHHUYTOKEHHUE JIOKYMEHTOB, DKCIEPTH3a LIEHHOCTH JOKYMEHTA.
['ep6oBbIil OnaHK, rpud orpaHUYEHUs TOCTyNa K JOKYMEHTY, 3alUIIEHHbIN JOKyMEHTO000pOT,
KOMMepuecKkasi TailHa, KOH(HIEHIMAJIbHBI JOKYMEHT, MPOMBIIUICHHBIH IIMHOHAX, YTPO3bI
JOKYMEHTaM, lIeHHas HH(OpMaIIUs.
3agaHue A CaMOCTOSITEIbHON paboThI:
1. U3yunTh KaTeropuaibHbI{ ammapar.
2. lopaboTaTh MaTepHalIbl JEKIUH.
3. I[ToAroToBUTHCS K CEMUHApY.
4. TToaroroButhes K padoTe Ha Jekuu. [IoBTOpUTH BONPOC: SKCIIEPTU3a LIEHHOCTH JIOKYMEHTOB
(yueOHast aucumiuinHa «JlOKyMEHTHpOBaHUE YINPABICHUECKON AEATENbHOCTH», JeKuus Neb).
BBITh TOTOBBIM K 00CYKAESHHIO 3TOr0 BOIIPOCA B XOJI€ JICKIUH.

IIpnioxenne 2

7 OueHOYHBIE CPEACTBA LISl POBEICHUs NIPOMEKYTOYHOM ATTeCTALUN
a) Ilnanupyemsblie pe3ysbTaTbl 00y4eHUs] M OLICHOYHbIC CPEACTBA IS NMPOBEICHUS
MPOMEKYTOYHOM aTTECTALMHU:

Kon WNunukartop JOCTHIKCHHUSA
MHAWKATOpa | KOMIICTCHIIUHN OreHo4HbIE CpesICTBA

YK-4: CnocodeH ocCymiecTBJIATH /[A€J0BYH) KOMMYHHMKALMIO B YCTHOH M NHCbBMEHHOM
¢popmax Ha rocyaapcrBeHHoOM s3bike Poccmiickoii ®enepanuum M HMHOCTPAHHOM(BIX)
si3bIKe(ax)




Kon Nupukarop NOCTYDKEHUS
MH/IMKATOPa | KOMIIETEHIUH OreHovHbIE CpesICTBa
VYK-4.1 BLI6I/IpaeT CTHUJIb O6HIeHI/I${ Ha | llepedenp TeopeTnuecKUX BOIPOCOB K 3a4ETy:

PYCCKOM $I3BIKE B 3aBUCHMOCTH OT
LEIM W YCIOBUW IApTHEPCTBA;
aIalTUPYET Peub U CTHITh OOIIECHUS
K CUTyalllsIM B3aMOJECHCTBUSA

1. Yrto Takoe MOKYMEHT, C KaKOW IIEJIbK0 OH MOXKET
co3maBaTbCs’?

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

3. KakoBbI OCHOBHBIE MpHU3HAKK KiaccH(uKamuu
JOKYMEHTOB?
4. Yro moHMMaeTcs IOX  JOKYMEHTAL[HOHHBIM

obecriedeHreM yIpaBICHU?

5. B uweM cyre craHmapTu3almud W yYHHUQHKAIAN
nokymeHToB? Kakue pa3pabaTsIBaloTCs CTaHAAPTHI?

6. Uewm omimuaercst opopMieHHE PEKBU3UTOB OOIIEro
OnaHka OT OJlaHKa nucbMa?

7. KakoBbI OCHOBHBIE PEKBU3UTHI, UCIIOIb3YEMBbIE IS
oopmIleHNs TPHUKa3a U PACIIOPSIKEHHS.

8. Kaxkue popMbl IPOTOKOJIOB MOXHO HMCIIOJIB30BAThH B
YIPaBJIEHYECKON JIESTENEHOCTH, B YeM HX OTINYHe?

9. Vkaxwure OCHOBHEIC TpeOOBaHUSI K O(OPMIICHHUIO
JIETIOBOTO TTHCHMA.

10. Kakne KOMIUTEKCH JOKYMEHTAIIMH BKIIFOYaeT B ce0s
KaapoBast nH(pOpMaNNOHHO-TOKYMEHTALMOHHAS
cucrema?

11.B gem ocobOeHHOCTH OQOPMIICHHS NPUKA30B II0
JUYHOMY COCTaBy?

12.Yto MIOHUMAaeTCsA noJ, opranuszanuen
JIOKYMEHT0000poTa?
13.Yro Takoe cXembl JOKyMEHTOOOOpOTa, 3aueM OHH
HYXHBI?
14. C xaxoii nemnbio pa3pabaTbIBalOTCd HHCTPYKIUH 110
JeJONPOU3BOJCTBY, 4YTO B  HUX  HEOOXOIUMO
NPEeyCMOTpPETh?

YK-4.2 Benmer nenoByro mepernucky Ha | Bompocsr:

PYCCKOM M MHOCTPAaHHOM SI3BIKaX C
Y4E€TOM OCOOEHHOCTEH CTUITUCTUKH
ouLmaNbHBIX ICEM u
COLIMOKYJIBTYPHBIX Pa3IMuni

15. VkaxuTe TEXHOIOTHYECKYIO IOCIEI0BATEIbHOCTh
9TaroB pabOTHI C BXOAAIIMMH JOKYMEHTAMH.

16. KakoBa mociie1oBaTesIbHOCTh OTepaliii mpu paborte
C BHYTPEHHUMH JOKyMEHTaMH?

17.C kako# 1enbpi0 MPOBOAMTCS (OPMHPOBAHUE IElL,
KaKHe TIpH 3TOM HeoOX0IUMO coOoaaTs TpeboBaHus?
18.Yto Takoe HOMEHKJIATypa [el, C KaKOH IeJbi0
pa3pabaThIBarOTCA TUIIOBBIE HOMEHKIATYPHI AeT?
19.Kakyro wuHGpOpMAIMIO COJAEPKUT HOMEHKIIATypa
aen?

20.Yto moHMMaeTcs IO SKCHEPTH30M IIEHHOCTH

JIOKyMeHTa?

21.Kakme KpuUTepUH WCHONB3YIOTCA TPH OICHKE
JIOKYMEHTOB?

22.Kak ocymecTBisieTcs TNpHeM-Tiepenaada Ael B
apxuB?

23. Y10 Takoe KOH(pHICHIIUATbHBINA TOKYMEHT?

24. Kakue OCHOBHbIE Yrpo3bl BO3HHKAIOT P padote ¢
KOH(MUIEHITUATLHBIMH IOKyMEHTaMU?

25. Vkaxure 0COOEHHOCTH BEJICHHS
JIeTIONPOU3BOJICTBA,  OOECIeYHBAIOIIEr0  y4eT U
COXPAaHHOCTh KOH(MUACHIMAIFHOH WHpOpPMANINK U
JIOKyMEHTOB.

26.Yto0 TIOHUMAETCs oz 3alIMIIEHHBIM
JOKyMEHTOOOOpOTOM, 3a CUYET 4Yero MOXeT ObITh
obecrieyeHa ero 3amura?




Kon Nupukarop NOCTYDKEHUS
MH/IMKATOPa | KOMIIETEHIUH OreHovHbIE CpesICTBa
VYK-4.3 BemmonHsAeT Mg JIMYHBIX [eliel | [IpuMepHbie npakTuuecKue 3aatus 1Jis 3a4eTa;

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

KommrekT TecToBBIX 3amanmii: Nel

1. ®opmyisip — 3T0:

a) OcCHOBHas ¢opMa IOKYMEeHTa, (UKCUPYIOIIAs
MPaBOBBIC OTHOIICHUS B J[peBHEPYCCKOM rOCYAapCTBE;
0) 0co00 BbIICTIaHHAs KOXa >KUBOTHBIX,
MIPUMEHSBIIASCS B KAYECTBE OCHOBHOTO MaTepHaia s
michMa B J[peBHEPYCCKOM TOCYIapCTBe;

B) CaMOCTOSITEIIEHOE MoIpa3eIicHue,
OCYIIECTBIISIONIEE JIEITOTIPON3BOICTBEHHYIO
ESITENBHOCTD;

r) TUIOBas ycToitunBas (opma (oOpaser) oTHeNbHBIX
HaunboJee pacpoCTPaHEHHBIX JOKYMEHTOB.
2. VYcraHoBneHue eauHOOOpazusi cocrtaBa U (GopMm
YIpaBJIEHYECKUX JOKYMEHTOB, CO3JaBa€MbIX IpH
PELIEHUH OTHOTHITHBIX YIPABICHYECKUX (DYHKIIUH:
a) yHUUKaIus;
0) cepTudUKaNAs;
B) KOANPOBAHUE;
T') JOKYMEHTHPOBaHHE.
3. OOs3arenbHBIM  YCIOBHEM A BKIIFOUCHHS
nHpopmanmn B MHGDOPMALMOHHBIE  PECYPCHI,
OCYIIECTBIIIEMOTO B IOPSJIKE, YCTaHABINBAEMOM
OpraHaM¥ rocy/IapCTBEHHOM BIIACTH, SIBIISIETCS €e:
a) cTaHJapTU3aLINs;
0) 3ammura,
B) TOKYMEHTHPOBAHHE;
T') BBIKYII TOCYJApPCTBOM Y YaCTHBIX JIUIL.
4. CpenctBoM yCTpaHCHHS «OyMaXHOTO Oymay
SIBIISICTCSL:
a) KOMITBIOTEPU3aIHs ACIONPOU3BO/ICTBA;
0) yHuUKAIHI JOKYMECHTOB;
B) KJIaCCU(PHKANNS JOKYMEHTOB;
T') IPIMEHEHUE Pa3HOCTOPOHHEH OPTTEXHUKH
5. 3HaueHue JIOKYMEHTAIIMOHHOTO 0OecredYeHHs
YIIPaBJICHUsI ONIPEeIsIeTCs:
a) KOMMYHHUKaIUIMU;
0) unentudukanuei;
B) (hukcanueil;
T) CyaeOHBIM pa30HpPaTEeIECTBOM.
6. B mpaBoM BepxHeM Yoy  JIOKYMEHTOB
pacIioararoTcst CIIeAyIONIe PEKBU3UTHL: a)
rpud coriacoBaHus;
0) OTMETKa 0 KOHTPOIIE;
B) TpH( YTBEPKICHHUS;
T) aapecar.
7. B 1eBOM BepXHEM YTy TOKYMEHTOB pacIoiararoTcs
CIIEAYIOIINE PEKBU3HUTHI:
a) pe3oITIOIIHS;
0) oTMETKa O HATMYINH PUIO0KEHHUS;
B) OTMeTKa 00 MCTIOJIHUTETIE;
T') KOJI OpTaHU3aIHH.
8. B mpaBOM HM)KHEM YTIIy pacIiojaratoTcsi peKBU3UTHI:
a) OCHOBHOM TOCYJapCTBEHHBI pPErucTpaluOHHBIN
Homep (OI'PH) ropuandeckoro
JM1a;
6) xox (hOpMBI JOKYMEHTa;
B) HMICHTHU(HUKAIMOHHBII HOMEp HaJIOTOILIATENIbIINKA
(VHH);
T) Tpud OrpaHUYCHHUS AOCTYIA K JOKYMEHTY.
9. B 1eBOM HIDKHEM YTIJIy pacrosaraloTcsi peKBU3HTHI:




Kon
WHUKATOpa

Nupukarop
KOMIICTCHIINN

JOCTHXKCHHUA

OneHouHble CpeaCcTBA

a) KOJ MPUYMHBI TOCTAaHOBKU Ha yuer;

0) OTTHCK MEYaTH;

B) BU3BI;

I') OTMETKa 00 HCHOJIHUTEIIE.

10. K B3aMOHUCKIIIOYAIOIUM PEKBU3UTAM OTHOCSTCS:
a) sMmOnemMa OpraHM3allil W TOCYIapCTBEHHBIH repo
P®;

0) xoI opraHm3anuy 1 Koz (GopMbI JOKYMEHTA;

B) PErNCTPALMOHHBIH HOMEp JOKyMEHTa M CChUIKA HA
PETUCTPALIMOHHBIA HOMEP U

JaTy JOKyMCHTa,

r) rpud yrBepxkneHus u nedats.11. Ecin oprannzanms
M0JIBEZIOMCTBEHHA OJTHOBPEMEHHO HECKOJIbKUM
oprasam

yIpaBJIEHUs, TO B Pa3HBIX CUTyallUsAX YKa3bIBaeTCs:

a) HETMOCPEICTBEHHO BBILIECTOSIAs OPraHU3aLus;

0) camas TJIaBHas BBILIECTOSIIAS OPraHU3aLlus;

B) He 0oJIee Tpex CTENeHEH M0IBeIOMCTBEHHOCTH;

Ir) He YyKa3plBaeTcsi HHM OJHA  BBIIICCTOAIIAS
OpTaHM3aIHs.

12. JlaToit moKyMeHTa MOXKET OBITH J1aTa:

a) ero HaNMCAHU U COTJIACOBAHUS;

0) ero moMUCaHUS;

B) €r0 YTBEPKICHUS;

I) MpOBEACHHUS 3acelaHHs, Ha KOTOPOM IPHUHATO
peleHue.

13. laTsl B JOKyMEHTaX MOTYT OBITh O(OPMIICHBI:

a) 22. 08. 1997,

0) 22 aprycta 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) BHU3a;

0) pe3oonus;

B) TIOJIITUCD;

T) aapecar.

15. K KakuM peKBU3UTaM OTHOCSATCS CJIOBa!

a) «BepHo» A)

0) «mst CIIy)eOHOTO MOJIL30BaHUS» b)
B) «3amevaHus TIPATATar0TCs» B)
T) «[letpor M.K. 924-76-40» I

16. PekBU3UT «IOANMCH» HA pa3HBIX JOKYMEHTax
BKJIIOYaeT:

a) TMYHYIO POCIIHCH aBTOPA JOKYMEHTA;

0) TUYHYIO POCIHCH PYKOBOAUTEINS U €€ PacuIn(poBKY;
B) yKazaHHEe  JOJDKHOCTH, JIMYHYIO  POCIIHCH
PYKOBOIUTENS U €€ pacuInpoBKy;

T) yKazaHHe JOJDKHOCTH, HANMEHOBAaHHUE OpTaHM3aIUH,
JUYHYIO POCIHUCH PYKOBOAUTENS,

ee pacIuQpoBKy.

KoMIiekT TecTOBBIX 3aganuii: Ne2

1. Kakoe cokpaienue sBisiercst ab0peBHaTypoii:

a) AI'3 MUC P®;

6) Mocanepro;

B) cTarQsIus;

T) o/™, /0.

2. CnoBo, KoTOpoe 0003HaUYaeT HOBOE TOHATHE,




Kon
WHUKATOpa

Nupukarop
KOMIICTCHIINN

JOCTHXKCHHUA

OneHouHble CpeaCcTBA

ynoTpeodisieMoe B TOKYMEHTax, —

3T0:

a) abOpeBHaTypa;

0) CHHOHHM;

B) HEOJIOTU3M;

T) apXausM.

3. OtGepute npUHOUI O(PHIHAITEHO-IEIOBOTO CTHIIA
JOKyMEHTAIHN:

a) TPENOCTaBICHUS  MAaKCHMAJIBHO  BO3MOXHOU
WHpOPMAIINH;

0) IpUMEHEHHE CIIOB «MBbI BBITIOIHIM», <51 CIICTIAI0»;

B) OTPaHUYEHHOCTH B IPUMEHEHUH SI3bIKOBBIX CPEJICTB;
T') IPUMEHEHUE YETKIX OTBETOB «J[a», «HET».

4. Jlekcndeckoe COKpalieHHe ClI0Ba, yIOTPeOIsIeMoro B
JOKyMEHTaX — 3TO:

a) abOpeBHaTypa;

0) CHHOHHM;

B) HEOJIOTU3M;

T) TApOHHM.

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

a) aIpecHOCTh HHPOPMALINHY;

0) Temarmueckas OTPaHWYEHHOCTh B IPHUMEHEHHH
SI3BIKOBBIX CPEJICTB;

B)  MpEJOCTaBICHHE  MaKCHUMAJIBHO  BO3MOXHOMW
uHbopManum;

r) yHU(]UKAIMS TOKYMEHTA.

6. K mpaBuiaM 1e1oBOro 3TUKETa OTHOCSITCS:

a) HETOPOIUIUBOCTh C OTBETOM;

0) 6maroapHOCTH 32 OTBET WIIH ACHCTBHC;

B) 0OCTOSITENBHOE H3JI0KEHUE TOKYMCHTa,;

T) yYMCHHE CIymIaTh JOpPYrux Joneil.7. B kakom
JOKyMEHTE HCIIOJB3YIOTCS CJIOBA «... B IPOTHBHOM
cirydae Bam OynyT

nperbsBieHbl mTpadHble CaHKIMW» B  KauecTBe
SI3bIKOBOW (POPMYJIBI, KaK pe3yJsibTara

YHU(HUKALUH S3bIKOBBIX CPEJICTB:

a) B TAPaHTUITHOM NIHCHME;

0) B pexJIaMaIllMOHHOM IIHCEME;

B) B MUH()OPMALMOHHOM IIHCHME;

T') B MMCbMe-HAaIIOMUHAHNH.

8. CrnoBa, KOTOpbIE CTaHOBATCA HEODUIMATEHBIM
3aMEHUTEJIEM TePMHUHA U UX IPUMEHEHNEB JOKYMEHTaX
HEJIOITyCTHMO, — 3TO:

a) Mpo(eCCHOHATI3MBI;

0) CHHOHHMEI,

B) HEOJIOTHU3MBI;

T') HapOHHMBIL.

9. 3aKOHUYCHHBI B CMBICIOBOM OTHOUICHHH OTPE30K
TEKCTAa, II03BOJISAIOIIUN YCTAHOBUTH

3HaYEHHE BXO/SIIETO B HEro CJIoBa Wi (pasbl — 3T0:
a) aHHOTAIIVS,;

0) pedepar;

B) KOHTEKCT;

I') KOHCIIEKT.

10. Perynupyromas (ZedTeqbHOCT OpraHU3aNnii)
cpesia BKIIIOYaeT:

a) TOCYIapCTBEHHBIC CTAHAAPTHI,

0) oOIIEeCTBEHHBIE OXKUIAHNS,

B) PEKOMEH/IALINH, OTPAKAIOLIME [IEPEJOBOI OMbIT;

r) HOPMaTHBHBIE  JIOKYMEHTHI, OTpakarolue




Kon
WHUKATOpa

Nupukarop
KOMIICTCHIINN

JOCTHXKCHHUA

OneHouHble CpeaCcTBA

JeATEeIbHOCTh OpraHU3alnH.
11. TTonuTHKa yrnpaBieHNs] TOKYMEHTAMU OpraHHU3alHH
TI03BOJISIET:

a)  moBelaTh  3()GEKTHBHOCTD  JIEATEIBHOCTH
OpraHU3alHH;

0) coOmromaTh TpeOOBaHMS 3aKOHOMATEIHCTBA W
PETYIUPYIOLIEN CPEIBL;

B) m30exare  pPHUCKOB  IPEAIPHHIMATEIHECKOM
JeATeIEHOCTH, CBA3aHHBIX C JOKYMEHTAMHU;

I) COXpaHATh IaMATh OpraHW3alMd, HWHAUBHIA |
obmectBa.12. K mpuHmumaMm pa3paboTku TporpaMm
yIpaBJIEHUS] JOKyMEHTaMH OTHOCHUTCSI:

a) OIIGHKa pHUCKOB, CBSA3aHHBIX C OTCYTCTBHUEM
O(HUIHATBHBIX TOKYMCHTOB,;

0) omnpeneneHWe MNPaBWI CO3JaHUS METAIaHHBIX O
JOKyMEHTax;

B) oOecrieueHHE XpaHeHHs JOKyMEHTOB B 0¢30I1acHOM 1
3aIIUIICHHON cpee;

r)  ompelejeHHe  BO3MOXXHOCTCH  IOBBIILCHUS
3¢ eKTUBHOCTH PabOTHI OPraHU3AIIH

B pe3ynbTaTe Ka4eCTBEHHOI'0 yIpaBICHUSI
JOKYMECHTaMH.
13. Pacnpenenenue OTBETCTBEHHOCTH 3a

JOKyMEHTAI[MOHHOE 00eCIeYeHUE YIIPaBICHHs
IpeAIosaraeT OTBETCTBEHHOCTb:

a) BCEX COTPYAHHKOB OpraHu3aliu 3a
;

0) CHCTEMHBIX aJIMUHHCTPATOPOB

3a ;

B) PYKOBOACTBa OpraHu3anuH 3a
;

T) cekperapei

3a

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

a) IOCTOBEPHOCT,

0) LIEOCTHOCTB;

B) ayTEHTHUYHOCTE;

T') IPUTOAHOCTD JJISl HCITOJTb30BAHMS.

15. Crparerust BHeApeHUS JOKYMEHTHBIX CHCTEM
MpeycCMaTpUBACT:

a) MPOSKTHPOBAHUE TOKYMCHTHBIX CHCTEM;

0) TOATOTOBKY COTPYOHHKOB, pa0OTalOIUX C
JIOKYMCHTaMH;

B) COOTBETCTBHE JOKYMEHTOB PETYIUPYIOIIEH cpee;
I') KOHBEPTALMIO JTOKYMEHTOB B HOBBIC JIOKYMEHTHBIE
CHCTEMBI, (OPMATHI.

16. CtocoOHOCTh TOKYMEHTHOM CHCTEMBI IITUTEIHHO
MPaBUIIbHO (DYHKIIMOHUPOBATH

B COOTBETCTBHH C TPeOYyEeMBIMH MPOLIEAYPAMHU O3HAYAET
ee:

a) HaJIC)KHOCTb;

0) 3¢ PeKTUBHOCTE;

B) LIEJIOCTHOCTB;

T') KOMIUICKCHOCTb.

17. CrocoOHOCTB JIOKYMEHTHOH CUCTEMBI
MIPEeIOTBpAIaTh HECAHKIIMOHUPOBAHHEIE

JOCTYIl K JOKYMEHTaM, UX YHHYTOXCHHE, N3MEHEHHE
WM IepeMENICHHs 03HAYaeT ee:




Kon

Nupukarop NOCTYDKEHUS

OneHouHble CpeaCcTBA

HHJUKATOpa | KOMIICTCHIIUA
a) HaJIe)KHOCTh;
0) 3 PeKTUBHOCTE;
B) IIEJIOCTHOCTB;
I') KOMIUIEKCHOCTb. 18. MeTomonorust npoeKTupoBaHUs
Y BHEAPEHUS JOKYMEHTHBIX CHCTEM BKIIIOYAET:
a) aHaJIU3 JEJI0BOH JeATeNbHOCTH OpraHu3aluy;
0) OLIEHKY CYIIECTBYIOIINX JOKYMEHTHBIX CHCTEM;
B) MOHUTOPHHT, OLIEHKY, KOPPEKTUPYIOIINE NEHCTBHS;
T') IPEKpaICHNAE TPUMEHEHHS JOKYMEHTHBIX CHCTEM.
19. OObexTamMn yHH(UKAUUM M CTaHAAPTH3ALUU B
YIIPaBIECHYECKON JIESTEIbHOCTH
SIBIISIFOTCSI:
a) TEpMHHBI, WCIOJBb3yeMble TIpH paboTe ¢
yIpaBJieH4YecKOH HHpOpMaIrei;
0) oOpraHu3alMOHHBIE CTPYKTYPbl — OpraHHM3alHi,
YUPEXKIECHUN U NPEANPUATUL;
B) yIIpaBJeHYECKUE (HYHKIHH;
T') yIpaBJIeHYEeCKasl JOKYMEHTALHSI.

YK-4.4 [Ty6nmyHO BBICTYHAeT Ha pycckoM | [Ipaktuyeckue 3ananus:

SI3bIKE, CTPOUT CBOE BBICTYILICHUE
C y4YETOM AayAWTOPHH | IIeNn
o0LIeHus

Kpoccsopzn 1.

[lo ropusonTanmu: 1) 3anuce wuHpOpPMalMU Ha
Pa3IMYHBIX HOCHUTENSX 110 YCTAHOBJICHHBIM ITPaBUIIAM;
2) ycTaHOBJICHHE KOJIMYECTBA U COCTaBa JOKYMEHTOB B
eIMHMLAX y4yera M (QuKcanus NPUHAIIICKHOCTH
Ka)XJ0H eIUHUIIBI Y4eTa K ONpPEeACICHHOMY KOMIUIEKCY
U 00IIeMy MX KOJIMYECTBY B YYETHBIX JOKYMEHTax; 3)
YUYETHBIN TOKYMEHT, COJCpIKallliii Ha3BaHUE, CBEICHUS
0 KOJIMYECTBE, COCTaBE JOKYMEHTOB ()OH/A ¥ MECTE ETO
XpaHeHHs, IIpeTHa3HAYCHHbIA IS IIEHTPATN30BAaHHOTO
ydeTra JOKYMEHTOB; 4) TepedeHb O(HUINAIBHBIX
HanMEHOBaHMH XpaHAMHUXCS, BBIOBIBIINX u
MOCTYIAIOMIMX ~ apXMBHBIX  (OHAOB B  TIOpsAKE
BO3pacTaHMsi  NPHCBOGHHBIX WM  HOMEpOB; 5)
NpEeyCMOTPEHHbIE  HOPMATUBHBIMH  JIOKYMEHTaMH

yCIOBUS HCTIOJIH30BAHUS ApXHUBHBIX u
KOH(UICHIMABHBIX JOKYMEHTOB; 6) nudpoBoe u/nim
OyKBEeHHO-1IM(POBOE 00o03HaueHHe Jena B

HOMEHKJIaType Jed OpraHu3alyi, HAHOCHMOE Ha €ro
00JIOKKY; 7) CBOMCTBa TOKYMEHTa, 00yCIaBIUBAIOIINE
€ro KyJIbTypHOE, HaydyHOe W T.I. 3Ha4YCHHUE; §)
BOCCTaHOBJICHHE TI€PBOHAYAIBHBIX WIH OJIM3KHX K
MIepBOHAYAILHBIM CBOMCTB M BHEUIHWX IPH3HAKOB
apXMBHOTO JIOKYMEHTa, MOABEPTIIET0Cs MOBPEXICHNIO
WIH paspylieHuio; 9) CcpeacTBO THPAKUPOBAHUSA
JoKyMeHTOB; 10) y4eTHBIM JOKYMEHT, COAEp Kalui
nepeveHb JOKYMEHTOB JeJia C yKa3aHHeM MOPSAKOBBIX
HOMEpPOB JOKYMEHTOB, MX WHAEKCOB, Ha3BaHWM, 1arT,
HOMEpoB sucTOB; 11) mnpumeHnenme wuHpopManUu
JOKYMEHTOB B KYJIBTYPHBIX, HAYYHBIX U T.II. LENAX, a
TaKoKe JUIsl 00ecreyeHns 3aKOHHBIX 1PaB M HHTEPECOB
rpaxxaad; 12) cnpaBOYHUK, B KOTOPOM MH(pOPMAIHs O
JOKYMEHTaX pacloJio)keHa B COOTBETCTBHHM  C
BEIOpaHHOM cxeMol kiaccupukanny; 13) 1TOKyMeHT,
MOJTHOCTBIO BOCIIPOU3BOAALINN nH}opManuio
TIOJUTMHHOTO JIOKyMEHTa M BCE €r0 BHEUIHNWE NPU3HAKH
WM 4acTh UX, HO HE MMEIOIIMH IOPUINYECKON CHUIIBI;
14) nu3meHeHne IepBOHAYAIBHBIX (PH3UKO-XUMUIECKUX
CBOWCTB JOKYMEHTa TOJ BO3JEHCTBHEM BHEIIHUX W
BHYTPEHHUX (hakTopoB; 15) mepBeIil WiM eAMHUYHBINA




Kon
WHUKATOpa

Nupukarop NOCTYDKEHUS
KOMIICTCHIINN

OneHouHble CpeaCcTBA

SK3EMILLIP ounmansHOrO JIOKYMEHTa; 16)
IOPUIMYECKOE WM (PM3HYECKOE JINIO, B ESATEINEHOCTH
KOTOpOro o0Opa3yercsi JOKyMeHTanbHbIH (oHm; 17)
CPEICTBO XpaHEHUS JOKYMEHTOB.

Ilo Beptuxamu: 1) [BHXKEHHE JOKYMEHTOB B
OpraHU3aIlHA C MOMEHTA MX CO3IaHUS WM HOJXYICHUSI
IO 3aBEpIICHHS HWCIOJIHEHHUS WU OTIHpaBieHus; 18)
3alCh ~ YYETHBIX JaHHBIX O  JOKYMEHTE  IIO
yCTaHOBNICHHOH (opme, ¢ukcupyromas (akT ero
CO3JIaHMsI, OTHPABICHUS WM MOTydeHus; 19) ToKyMeHT
WIM COBOKYIHOCTb JOKYMEHTOB, OTHOCSIIHUXCS K
OJHOMY BOIPOCY WM YYacTKy JeSTeIbHOCTH U
MIOMEIIEHHBIX B OT/AENBHYI0 00J105KKY; 20) opranu3anus
WM CTPYKTYpHOE MOApa3felieHHEe, OCYIIECTBISIOLIEE
JUINTENIbHOE WJIN HOCTOSHHOE XPaHEHUE OKOHUEHHBIX
JIOKyMEHTOB C LIEJIbI0 UX UCTIOJIb30BaHusl; 21) cpeacTBo
KacCOBOH OPITeXHHWKW; 22) KOMHA YaCTH TEKCTa
JIOKyMeHTa, o(popMIICHHAs B YCTaHOBICHHOM TOPSIIKE;
23) CpeACTBO  HBTOTOBIICHHS  HM300pa3sHUTEIBHBIX
JOKYMEHTOB; 24) cmenwaibHO  00OpPYIOBaHHOE
MTOMEIICHUE [T XPAaHCHUS apXUBHBIX TOKYMEHTOB; 25)
MMOBTOPHBIA  SK3EMIUISIP TMOUIMHHUKA JIOKYMEHTA,
UMCIOIIUI IOPUIUYCCKYIO CHITY; 26) (HU3NYECKOe HIIN
IOpUINYECKOe JIMIO, CO3JaBliee JOKYMeHT; 27)
ouManbHBIl TOKYMEHT, WUMEIOUIMH IOPUANYECKYIO
CHWIy W CoOJepXalluii HHPOpPMalHMI0O O MpeaMeTe
3ampoca, €  yKa3aHHMEM  IIOMCKOBBIX  JIaHHBIX
JIOKYMEHTOB; 28) 0TOOp JOKYMECHTOB Ha XpaHCHHE WM
K YHHYTOXXCHHIO, a TaK)KE YCTAHOBJICHHE CPOKOB HX
XpaHCHHS Ha OCHOBE IPUHATHIX KPUTCPHUCB.

YK-4.5

YCTHO THpeAcTaBiseT pe3ysbTaThl
CBOEH JESATEIBHOCTH Ha
HHOCTpaHHOM SI3BIKEC, MOXET
MOJEPIKATh Pa3roBOp B XOA€ MX
00CYXICHHS

[IpakTryeckue 3agaHuUs:

Kpoccropz 2.

I[lo ropusoHTamm: 1) HOPMATHBHBIA JIOKYMEHT,
COJIepIKALITHH CHCTEMaTH3UPOBAHHBIN nepeveHb
CTPYNIHUPOBAHHBIX  HAMMEHOBAaHHH  OOBEKTOB U
HPUCBOEHHBIE MM KOJBI; 2) HOPMATHUBHBIN JOKYMEHT,
3aKPEIUIAIONINNA YHUDUKAIIUIO JEIONPOU3BOACTBA; 3)
(uKcamys Ha MaTepUAIEHOM HOCHTENEe HH(POPMAIIAHU C
PEKBU3UTAMH, TIO3BOJISIFOIIUMHE €€ WACHTH()HINPOBATE;
4) yctaHOBIIeHHE enuHOOOpasms coctaBa W (opm
VIpaBIEHYECKAX JTOKYMEHTOB, CO3[aBaCMBIX IIPH
pelICHNH OAHOTHITHBIX YIPABICHUSCKUX (DYHKIIHIA; 5)
undopmanus, (QUKCUpOBaHHas Ha  KaKoM-IHOO
MaTepHaJIbHOM HOCHUTEIE.

ITo Beprukanu: 1) uudpoBoe obOo3HaueHue Gopm
JOKYMEHTOB B XOJ€ COCTaBJICHHS KIAaCCH(UKATOPOB
uHpopmarum; 6) nuhpoBoe 0003HAUCHUE, SIBIISIONICECS
9JIEMEHTOM WACHTH(HUKAIMK OOBEKTOB B XONIe HUX
knaccuuKanuy;, 7) MEKIYHAPOMHBIA JIOTOBOP IO
OINpENCICHHOMY  BOIPOCY; 8) oOpraHu3anus WId
CTPYKTYpHOE  MOJpa3JelIieHUe,  OCYLIECTBISIONIEE
JOIrOBPEMEHHOE MM  IOCTOSIHHOE  XpaHEHHe
OKOHYEHHBIX JIeT, 9) BHECCHHE JOJDKHOCTHBIM JIUIIOM
B OQHUIHANBbHBIE JOKYMEHTHI 3aBEIOMO JIOKHBIX
CBEJICHUM WM WCHOPABJICHHUM, HCKaXaroUUX HUX
NeHUCTBUTENbHOE cojiepxkaHue; 10) CHHOHHM CIOBa
JIOTOBOD; 11) JIOKYMEHT, TIOJTBEP K AATOIITU I
COOTBETCTBHE NPOIYKIMH, MPOIECCOB U  YCIYyT




Kon

Nupukarop TOCTYDKEHUS

HHJUKATOpa | KOMIICTCHIIUA

OneHouHble CpeaCcTBA

YCTaHOBJICHHBIM Tpe6OBaHI/IHM.

OIIK-3:

CnocobeH pa3pabarblBaTh M OCYIISCTBJISATH MEPONPHATHS, HAIPaBICHHBIC Ha
peaNn3alyi0 CTPATEruu YIPaBIEHUS I[EPCOHAIOM, OOECINeYMBaTh HX JOKYMEHTAI[MOHHOE
COIPOBOKJCHHUE U OIIEHUBATh OPraHU3AIMOHHBIC U COIMATILHBIC TOCJIEACTBUS,

OIIK-3.1

Pa3pabarbiBaeT U peann3oBBIBAET
cTpaTeruu yIIpaBJICHHUS,
IIPUBJICYCHUS [IEPCOHAIIA

[lepeuenp TeOpeTHUECKUX BOIPOCOB K 3aUETY:

1. Yro Takoe NOKYMEHT, C KaKOW LEIbI0 OH MOXET
co3zaBaTbcs?

2. KakoBbl 0COOEHHOCTH [€JIOBOTO OOLIEeHUS U
Ty OTMYIHBIX BBICTYIUICHUI?

3. KakoBbI OCHOBHBIE TIpU3HAKH KJIACCH(PHUKAIAN
JOKYMEHTOB?

4. Yro moHWMaeTcs IMONM  JOKyMEHTAIIMOHHBIM
obecriedeHreM yIpaBIeHU?

5. B 4em cyrp craHiapruzaluu M yHUUKAIMN
nokymeHToB? Kakue pa3pabarsiBatoTcsi cTaHapThI?

6. Uewm orimuaercsi opopMieHHE PEKBU3UTOB OOLIEro
OnaHka OT OJlaHKa nucbMa?

7. KaxoBbI OCHOBHbIE PEKBHU3HUTHI, UCIIOJIB3YeMbIE IS
oopmIleH s TpHUKa3a U PACIOPSIKEHHS.

8. Kakwue popMbI IPOTOKOIOB MOXKHO HCIIONB30BATh B
VIIpaBICHYECKOH JeSATETHHOCTH, B 9eM HX OTIHYHE?

9. Vkaxwure OCHOBHEIC TpeOOBaHUSI K O(OPMIICHHUIO
JIEIIOBOTO THCHMA.

10. Kakne KOMIUTEKCH JOKYMEHTAIIMH BKIIFOYAeT B ce0s
KaJpoBast WHPOPMALMOHHO-TOKYMEHTAITHOHHAS
cucrema?

11.B 4yem ocoOeHHOCTH O(GOPMIICHHS MPUKA30B IO
JUYHOMY COCTaBy?

12.Yto MIOHUMAaeTCsA noJ, opranusaunuen
JIOKyMEeHT0000poTa?

13.Yro Takoe cXeMmbl JOKyMEHTOOOOpOTa, 3aueM OHH
HY>KHBI?

14. C kaxo#i enpio pa3padaThIBAIOTCS HHCTPYKIUH 110
JENOTIPON3BOICTBY, YTO B  HHUX  HEOOXOAUMO
MIPEAYCMOTPETH?

OIIK-3.2

OO0ecnieynBaeT
JOKYMEHTAI[HOHHOE
COIIPOBOXICHHE CTpaTeruu
yIIpaBJICHUS TTEPCOHATIOM

Bompocsr:

15. YkaxuTe TEXHOIOTHUECKYIO I10CIIE0BATEIbHOCTD
9TaroB pabOTHI C BXOAAIIMMH JOKYMEHTAMH.

16. KakoBa mociie1oBaTesIbHOCTh OTepaliii mpu paborte
C BHYTPEHHHUMH JIOKyMeHTaMH?

17.C kako#l I1eb0 MPOBOAMUTCS (POPMHPOBAHHUE [ICII,
KaKue MPHU 3TOM HE0O0X0MMO cobitonaTh TpeboBaHust?
18.Yto Takoe HOMEHKJIATypa [el, C KaKOd IIeJbI0
pa3pabaThIBarOTCA TUIIOBBIE HOMEHKIATYPHI AeT?
19.Kakyro wH(OpMAIMIO CONEPKUT HOMEHKIATypa
nen’?

20.Yto moHMMaeTcs TIOX SKCHEPTH30M IIEHHOCTH
JIoKyMeHTa?

21.Kakue KpUTEpUH UCIOJB3YIOTCSI TIPH  OICHKE
JIOKYMEHTOB?

22.Kak ocymecTBIsieTCS MNpHEM-Tiepeaada aea B
apxuB?

23.4Yr0 Takoe KOHPHUICHIIMAIBHbIN JOKYMEHT?

24. Kakue OCHOBHbIE YIpo3bl BO3HHKAIOT TP padoTe ¢
KOH(HICHITNATHHBIMH JOKYMEHTAaMH?

25. Ykaxure 0COOEHHOCTH Be/ICHHS
JIETIONPON3BOJICTBA, ~ OOECIIeYMBAIOIIET0  y4eT U
COXPAaHHOCTh KOH(MAEHIMANGHOH HMH(pOpMALMKU U




Kon Nupukarop NOCTYDKEHUS

MH/IMKATOpa | KOMIETEHIINN OueHouHbIE CpEACTBA
JIOKYMEHTOB.
26.Yt1o0 MIOHMMAETCS IOJI 3alUIICHHBIM
JIOKYMEHTOO0OPOTOM, 3a CUCT YEro MOXET OBITh
obecredena ero 3amura?

OIIK-3.3 OreHuBaeT OpraHu3alOHHbIE U IIpumepHbIe TpakTUYECKHE 3aJaHus 1JIsl 3a4eTa:

ConraJIbHbIC MHOCJICACTBUA
YHpaBJICHUS IICPCOHATIOM

KomiiekT TecToBBIX 3aganuii: Nel

1. ®opmyisip — 3T0:

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

B) CaMOCTOSATEILHOE HOApas3IeNcHNE,
OCYIIECTBIISIOIIEE JIETIONPON3BOICTBEHHYIO
JeSTEILHOCTB;

r) TUIOBas ycToitunBas (opma (oOpasel) oTHeNbHBIX
HanboJiee pacpoOCTPaHEHHBIX TOKYMEHTOB.
2. VYcraHoBneHue eauHOOOpas3usi cocrtaBa U (Gopm
YIPaBJICHYECKUX JOKYMEHTOB, CO3JaBaeMbIX IpH
PELIEHUH OJHOTHITHBIX YIPABICHUECKUX (DYHKIIUIM:
a) yHA(UKAI;
0) cepTudUKaLAS;
B) KOANPOBAHUE;
I') JOKYMEHTHPOBAHHE.
3. OOs3aTenbHBIM  YCIOBHEM A BKIIFOUCHHS
undpopmauu B MHGOPMALMOHHBIE  PECYpPCHI,
OCYLIECTBIISIEMOTO B  MOPSIJIKE, YCTaHABJIMBAEMOM
OpraHaM¥ rocy/IapCTBEHHOM BIIACTH, SIBIISIETCS €e:
a) cTaHJapTU3aLINS;
0) 3ammura,
B) TIOKYMEHTHPOBAHHE;
T') BBIKYII TOCYJapCTBOM Y YaCTHBIX JIAIL.
4. CpexnctBoM ycTpaHeHHs «OyMaxHOro Oymay»
SIBIISIETCSL:
a) KOMITBIOTEPU3aIHs AEIOIPOU3BO/ICTBA;
0) yHuUKAIHI JOKYMECHTOB;
B) KJIaCCU(PHKANNS JOKYMEHTOB;
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 CIIeAyIONINe PEKBU3UTHL: )
rpud coriacoBaHus;
0) OTMETKa O KOHTPOIIE;
B) TpH( yTBEp)KICHHUS;
T) agpecar.
7. B 1eBOM BepxHEM YTy IOKYMEHTOB pacrojaraioTcs
CJIE/TYOLIHE PEKBU3HUTHI:
a) pe3OITIOIIHS,
0) oTMETKa O HATMINH PHUIO0KEHHUS;
B) OTMETKa 00 MCIIOJIHUTEIIE;
T') KOJI OpraHu3aLuHm.
8. B mpaBOM HM)KHEM YTJIy pacIiojaratoTcsi peKBU3UTHI:
a) OCHOBHOW TOCYNApCTBEHHBIH pErHCTPallMOHHBINA
HoMmep (OI'PH) ropuanaeckoro
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JINIIA;
0) K011 OpPMBI TOKYMEHTA;

B) MICHTU(HUKALUOHHBIH HOMEp HAaJOroIuIaTeblINKa
(MHH);

r) Tpu( OrpaHNUuEHHS TOCTYIA K JOKYMEHTY.

9. B neBoM HIKHEM YITIy pacHojararoTcs peKBU3HUTHI:
a) KOJ MPUYHHBI TOCTAaHOBKH HA YUeT;

0) OTTHCK ITeYaTH;

B) BH3HI;

T) OTMETKa 00 WCIIOTHHUTEIIE.

10. K B3aMOUCKIIOYAIOIIHUM PEKBU3UTAM OTHOCSITCSI:
a) sMmOnemMa OpraHM3allii W TOCYIapCTBEHHBIH repo
P®;

0) KOJ OpraHM3aly ¥ Ko (OPMBI JOKYMEHTA;

B) PETrUCTPAllMOHHBIH HOMEp JOKYMEHTa U CChbUIKA Ha
pErUCTpaIlMOHHBIA HOMEP U

JaTy TOKYMEHTa;

r) rpud yrBepxxaeHus u nedats. 1 1. Eciu opranmzanms
ITOIBEZIOMCTBCHHA OJTHOBPEMEHHO HECKOJBKUM
opraHam

VIpaBJICHUS, TO B Pa3HBIX CHTYallUAX YKa3bIBACTCH:

a) HETIOCPEICTBEHHO BBIIICCTOSINAS OPTraHU3aIINs;

0) camas TTIaBHAs BBIMIECTOSINAs OPTaHI3AIIHS;

B) He OoJee TpeX CTeNeHeH M0/ IBeIOMCTBEHHOCTH;

) He YyKa3bplBaeTcd HU OJHA  BBIIIECTOAIIAS
OpraHu3aIys.

12. [laToli TOKyMEHTa MOXKET OBITh JaTa:

a) ero HaIlMCAHUS U COTJIACOBAHHUS;

0) ero moMUCaHuU;

B) €T0 YTBEPKICHHUS;

T) TpOBEACHUS 3acelaHMsi, Ha KOTOPOM IPHHATO
peleHwe.

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. Kakue pexkBU3WUTH 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 ciry)ke0HOTO MTOJIb30BAHUS» b)
B) «3ameyaHus MIPUIAraroTCS» B)
r) «IletpoB M.K. 924-76-40» I)

16. PexBU3UT «HOANHCH» Ha pPa3HBIX IOKyMEHTaX
BKJIFOYAET:

a) TMYHYIO POCIIHCH aBTOPa JOKYMEHTAa;

0) TMYHYIO POCTINCH PYKOBOJMTEIIS U €€ Pacin(poBKY;
B) yKazaHMe  JOJDKHOCTH, JIMYHYIO  pOCIIHCH
PYKOBOAMTEISI U €€ pacin(ppoBKY;

T) yKazaHHe JO0JDKHOCTH, HANMEHOBAaHHUE OpTaHM3aIUH,
JMYHYIO POCIIHCH PYKOBOJUTEIS,

ee pacmmgpoBKy.

KommekT TecToBBIX 3aanuii: Ne2




Kon
WHUKATOpa

Nupukarop
KOMIICTCHIINN

JOCTHXKCHHUA

OneHouHble CpeaCcTBA

1. Kakoe cokpalieHue siBisieTcst a0OpeBHaTypOu:

a) AI'3 MUC PO;

0) Mocanepro;

B) cTarQJisiiys;

r) 0/M, 11/0.

2. CnoBo, KOTOpoc 0003HaYaeT HOBOE MOHSATHE,
ynoTpebisieMoe B TOKYMEHTAaXx, —

370!

a) abOpeBmaTypa;

0) CHHOHHM;

B) HEOJIOTHU3M;

T) apXausM.

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

a)  TPEeNOCTaBICHUS  MAKCHMAJIBHO  BO3MOXHOMW
nHdopMmanuy;

0) IpUMEHEHHE CIIOB «MBbl BBITIOIIHUMY, <51 CIIEJIAI0»;

B) OTPaHMUYCHHOCTH B IPIMEHEHUH S3bIKOBBIX CPEJICTB;
T') IPIMEHEHUE YETKHX OTBETOB «J[a», «HET».

4. Jlexcnaeckoe COKpalieHHE CII0Ba, YIOTPeOIsIeMoro B
JOKyMEHTax — 3TO:

a) abOpeBHatypa;

0) CHHOHHM;

B) HEOJIOTH3M,;

T') HapOHUM.

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

a) aipecHOCTh MH(POPMAIIH;

0) Temaruueckas OrPaHWYEHHOCTh B IPUMEHEHHHU
SI3BIKOBBIX CPE/ICTB;

B) IPENOCTaBICHHE  MAaKCHMAJIBHO  BO3MOXHOU
HHpOPMAIINH;

T) yHA(GUKAIUS JOKYMEHTA.

6. K mpaBwiiam 1e710BOTO 3THKETa OTHOCSTCS:

a) HETOPOIUIUBOCTh C OTBETOM;

0) Gy1aroJapHOCTH 3a OTBET WU JCHCTBHE;

B) 00CTOSITENbHOE U3JIOKEHNE TOKYMEHTA;

I) yMEHHE CIymaTh JIpyrux Jofeil.7. B  kakom
JOKyMEHTE HCIOJIb3YIOTCS CJOBa «... B IPOTHBHOM
cinydae Bam OynyT

NIPeABSIBICHBl MTpadHBIE CAHKIMM» B KadyecTBe
SI3BIKOBOM (hOPMYJIBI, KaK pe3yJsibTaTa

YHU(HUKALUH S3bIKOBBIX CPE/ICTB:

a) B TapaHTHITHOM THCHME;

0) B peKIIaMaliuOHHOM TIFICEME;

B) B HH(OPMAIIIOHHOM IHACHME;

I') B IMCbMe-HAIIOMHHAHHH.

8. CioBa, KOTOpbIE CTAHOBATCA HEO(DHUIHNATIHHBIM
3aMEHUTEJIeM TEPMHUHA U UX IPUMEHEHUEB JOKYMEHTaX
HEJIOIyCTHMO, — 3TO:

a) MpoeCCHOHATHN3MBI;

0) CHHOHHMEI,

B) HEOJIOTU3MBI;

T') HTAPOHHUMBI.

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

3HaYEHHE BXO/IAIIETO B HETrO ciIoBa Wi (pasbl — 3T0:
a) aHHOTAIIWS,

0) pedepar;

B) KOHTEKCT;

') KOHCIIEKT.




Kon
WHUKATOpa

Nupukarop
KOMIICTCHIINN

JOCTHXKCHHUA

OneHouHble CpeaCcTBA

10. Perynmupyromas (IesTeIbHOCTh OpraHU3aIuUil)
cpesia BKIII0YaeT:

a) TOCYIapCTBEHHbIEC CTaH/IaPTHI;

0) OOIIIECTBCHHBIC OXKHUTAHVIS,

B) PEKOMEHIALINH, OTPAKAIOIIE IIEPEJOBOH ONBIT;

r) HOpPMaTHBHBIE  JIOKYMEHTHI, OTpakarolue
JEATEIbHOCTh OPTaHU3aNH.

11. Ilonutuka ynpaBiaeHUs: JTOKyMEHTaMU OPraHU3aLNuN
TIO3BOJISIET:

a) moBHMATh  3(P(YEKTUBHOCTH  JCATEIHHOCTH
OpTaHM3aINN;

0) coOmromaTh TpeOOBaHMS 3aKOHOJATEIbCTBA U
peryJIHpyIoLIel cpebl;

B)  u30exaTb  PUCKOB  IPEANPUHUMATEIbCKOM
JeATEIIbHOCTH, CBSI3aHHBIX C IOKYMEHTAMH;

I) COXpaHSATh NaMsATh OpraHM3alliM, WHAWBUIA U
obmecrBa.12. K mpuHnumam pa3paOOTKH NporpamMm
YIIPaBJICHUS JOKyMEHTAMH OTHOCHTCSI:

a) OIIGHKa pHCKOB, CBA3aHHBIX C OTCYTCTBHEM
ouIMaNbHBIX JOKYMEHTOB;

0) ompeneneHWe MNPaBWI CO3JaHUS METAIAHHBIX O
JOKyMEHTax;

B) oOecrieueHne XpaHeH!s IOKYMEHTOB B 0€30I1acHON 1
3alIUILIEHHON CpeJe;

I)  ONpelelieHHe  BO3MOXKHOCTEH  IOBBIIICHHMS
3¢ GEeKTHBHOCTH PabOThI OpraHU3aAIHH

B pesynbTaTe Ka4eCTBEHHOTO yIpaBJICHUS
JOKYMCHTaMH.
13. Pacnpenenenue OTBETCTBEHHOCTHU 3a

JAOKYMCHTAllTUOHHOC obecreueHre YIpaBJICHUA
npeanojaaract OTBETCTBEHHOCTD!

a) BCEX COTPYAHHKOB OpraHu3aLx 3a

0) CHUCTEMHBIX aJIMIHUCTPATOPOB

3a ;

B) PYKOBOJCTBA opraHu3anuu 3a
;

r) cekperapei

3a

14. Ecniu TOKyMEHT SBIISIETCSI TEM, YEM JIOJIKEH OBITh;
CO3JIaH WJIM OTHPABJICH JUIOM, YIIOJHOMOYEHHBIM Ha
9TO, a TaKke B TO BpeMs, KOTOpOe YKa3aHO Ha
JOKYMEHTE, TO 9TO O3HAYaeT ero:

a) TOCTOBEPHOCTb,

0) IIEIOCTHOCTb;

B) ayTCHTUYHOCTE;

T') IPUTOAHOCTD AJIS HCIIOJIB30BAHUS.

15. CrpaTterust BHeApEeHHS JOKYMEHTHBIX CHUCTEM
HpeayCcMaTpHUBAET:

a) MIPOEKTHPOBAHNE TOKYMEHTHBIX CHCTEM;

0) TMOATOTOBKY COTPYAHHKOB, pa0oOTalomux C
JOKYMEHTaMH;

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

16. CriocoGHOCTB TOKYMEHTHOM CHCTEMBI JUIMTEIBHO U
MIPaBUILHO (PyHKIIMOHMPOBATH

B COOTBETCTBHH C TPeOYyEMBIMH MPOLIEAYPAMHU O3HAYAET
ee:

a) HaJIe)KHOCTh;

0) 7 (HeKTUBHOCTD;




Kon Nupukarop NOCTYDKEHUS
MH/IMKATOPa | KOMIIETEHIUH OreHovHbIE CpesICTBa

B) IIEJIOCTHOCTB;

') KOMIIEKCHOCTb.

17. Cnocob6HoCTb JIOKYMEHTHOU CUCTEMBI
MIPEA0TBpalIaTh HECAHKIIMOHUPOBAHHBIE

JIOCTYI K JOKYMEHTaM, UX YHUUTOXKCHHE, U3MEHECHHE
WM NIepeMeleHHs O3HaYaeT ee:

a) HaJIe)KHOCTh;

0) 3¢ peKTUBHOCTE;

B) IIEJIOCTHOCTb;

T') KOMIUIEKCHOCTb. 1 8. MeTomomorust mpoeKTHpOBaHUS
1 BHEAPEHUS JOKYMEHTHBIX CHCTEM BKIIIOYAET:

a) aHaJIU3 JEJI0BOM JeATeNbHOCTH OpraHu3aluy;

0) OIICHKY CYIIECTBYIOIIUX JIOKYMEHTHBIX CUCTEM;

B) MOHUTOPUHT, OLIEHKY, KOPPEKTHUPYIOIIHE ASHCTBUS;
T') IpeKpalleHNue TPUMEHEHHS JOKYMEHTHBIX CHCTEM.
19. OObekTamMu yHH(UKAIMUW W CTaHJapTHU3ALMU B
yIpaBIEeHYECKO NesITeIbHOCTH

SIBIISTFOTCSI:

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

06) oOpraHu3anMOHHBIC CTPYKTYPbl — OpTaHH3aIHH,
YUpEXKIECHUHN U PEANPUATUH;

B) yIpaBJeHUYECKIE ()yHKIIHU;

T') yIpaBlieHUeCKasi JOKyMEHTaL.

0) Ilopsaaok mpoBeJeHUs MPOMEKYTOYHONH ATTECTALMH, MOKA3aTeJIH M KPUTEPHU
OLlEHUBAHMUSL:

[IpomexxyTouHast aTTecTanus BKIIOYAET TEOPETUUYECKHUE BOMPOCHI, MO3BOJISIONINE
OLCHUTL YPOBCHbL YCBOCHUA O6yanOIHHMHC$I 3HaHI/II\/JI, N MPAKTUYCCKUC 3adaHUs, BBIABIAIOUINC
CTerneHb cPOPMHUPOBAHHOCTH YMEHUH U BIAJICHUH, IPOBOIUTCS B opMe 3aUeTa.

3aueT Mo JaHHOW JUCHMIUIMHE MPOBOJAUTCS B YCTHOH (opMe MO BOIpOCaM K 3ad4ery,
KOTOPBIM BKJIFOYAET OJJUH TEOPETUYECKHUI BOMPOC U OJJHO MPAKTUUECKOE 3aJaHueE.

Iloka3aTesu U KpUTEPUH OLIEHUBAHUSA

- «3aYTEHOY» - BBICTABJISIETCS MPHU YCIOBUH, €CIIM CTYACHT MOKA3bIBAE€T XOPOIINE 3HAHUS
yueOHOro Marepuaia IO TeMe, 3HaeT CYIIHOCTh AMCHUIUIMHBI, CBOOOIHO BBIMOJIHSET
MpaKTUYECKHE 3aaHusl.

[Ipu 3TOM CTYIEHT JIOTMYHO M MOCJIEA0BATENbHO U3JIaraeT MaTeprall TEMbI, paCKPhIBAET
CMBICJI BOIpoOCa, Ha€T YAOBJIICTBOPUTCIIBHBIC OTBETHI Ha JOIIOJIHUTCIIBHBIC BOIIPOCHI.
JIONOMHUTENBHBIM  YCJIOBHEM TIOJIYYEHHS OLIEHKM MOTYT CTaTh XOpOIIWE YCHEeXH Ipu
BBITIOJTHEHUH CaMOCTOSITEIIbHON 1 KOHTpOJ’IBHOﬁ pa6OTI>I, CHUCTEMATHUUYCCKAas1 aKTUBHas pa60Ta Ha
MPaKTUYECKUX 3aHATHUSX.

- «HE 3aYTEHO» - BBICTABIISIETCS MPH YCIOBHH, €CJIM CTYJEHT BJIAJICET OTPHIBOYHBIMHU
3HAHUSIMU O CYIIHOCTH AUCHUIUIMHBIL, JA€T HEMOJIHBIE OTBEThl Ha BOIPOCHl W3 OCHOBHOM
JIATCPATYPBhI, peKOMeH)IOBaHHOﬁ K KYpCY, HC MOXET OTBCTUTH Ha JOIOJHUTEIIBHBIC BOIIPOCHI,
MPEIJIOKEHHBIE MTPENOIABATEIIEM.

IIpunoxenue 3

MeTtoauyeckue peKOMeHAalMHU AJIsl CAMOCTOSITeIbHOI padoThl CTYIEHTOB




B mporecce BBIMOTHEHHS CAMOCTOSITENBHOW pPAaOOTBHI CTYAEHTHI JIOJKHBI HAYUUTHCS
BOCIPUHUMATh CBEJCHHS Ha CIyX, (UKCHpOBaTh MH(OpPMALMIO B BHJE 3amucedl B TETPajsXx,
paboTaTh ¢ MUCbMEHHBIMU TEKCTAMH, CAMOCTOSITEIbHO U3BJIEKas U3 HUX I0JIE3HBIE CBEACHUS U
opopmisisi MX B BHUJIE TE3UCOB, KOHCIIEKTOB, CHUCTEMaTHU3UPOBAaTh HMH(OpPMALMIO B BHIE
3aroJIHEHHsT TaOJIHII, COCTaBICHUS cXeM. Ba)XHO HAYYNUTHCS BBIACTATH IJIABHBIE MBICIIH B JICKIIUU
npenogaBarenss JUO00 B MHUCHbMEHHOM TEKCTE; aHaJIM3UPOBATH SIBICHUS; OIpPENEIsITh CBOIO
MO3HIIMIO K TOJIYYEHHBIM Ha 3aHATHUAX CBEICHUSIM, YETKO (pOpMyIHpOBaTh €e; apryMeHTHPOBATh
CBOIO TOYKY 3pEHUS: BBICKA3bIBATh OIICHOYHBIE CYXICHHS; OCYILECTBIIATh CaMOAHaJIM3.
Heo0OxonnMo y4uuThbesl BIIaJieTh YCTHOW M NUMCBbMEHHOW PEUblO0; BECTU JUAJIOT; y4acTBOBaTh B
JTUCKYCCUM;, PpAacKpbhIBaTh COJIEpKaHUE H3ydaeMOdW MpoOieMbl B MOHOJOTHYECKOW peyu;
BBICTYIIAaTh C COOOIIECHUSIMU U TOKJIaJaMH.

Koncnexr nexuuu. CMbICI IPUCYTCTBUS CTYAEHTA Ha JIEKIIUU 3aKIF0YAET BO BKIIOUECHUHU
€ro B aKTHBHBIH IIpOLeCcC CAyLIaHUs, IOHUMAHUSA U OCMBICIIEHUS] MaTepuaa, oAroToBIEHHOIO
npernojiaBaTesaeM. DTOMY CHOCOOCTBYET KOHCIIEKTHMBHAs 3alKCh MOJYyYeHHOH HH(opManuu,
IIOMOIIBIO0 KOTOPOM B lalbHEHNIIIEM MO’KHO BOCCTAHOBUTh OCHOBHOE COZIEp KaHUE MTPOCITyIIaHHON
JEKLUU.

JU1s1 ycHemHoro BeIOJIHEHUS 3TOH pabOThl COBETYEM:

- IOJArOTOBUTH OTJIENbHbBIE TETPAIU Ul KaXA0Tr0 MpeaMeTa. 3aluch B HUX JIyYIlle BECTH
Ha OJHOW CTOpPOHE JIMCTa, 4TOObI IO3/HEE Ha YUCTONW CTPAaHUIE 3alUCcaTh JOMOJIHEHMS,
YTOYHEHMSI, 3aME€UYaHusl, a TaKKe cOOCTBEHHbIE MbICIU. C MOMOIIbIO Pa3HOLBETHBIX PY4YEK WU
¢iomacTepoB MOXKHO OyJIeT BBIAEIUTD 3ar0J0BKH, Pa3/ielibl, TEPMUHBI U T.JI.

- HE 3alMCbIBaTh MOJAPSA BCE, YTO rOBOPUT JiekTop. CrapaiiTech BHauaie BBICIYIIATh U
IOHATh MaTepual, a 3aTeM YKe 3a(UKCUpOBaTh €ro, HE YIycKas OCHOBHBIX IOJIOKEHUH U
BbIBOJIOB. CoxpaHsiTe JIOTUKY u3liokeHus. OOpature BHUMaHHE HAa HEOOXOJUMOCTb TOYHOMN
3alKUCH ONPEACIICHUN U TOHATU.

- OCTaBUTb MECTO Ha CTpaHMIE CBOOOAHBIM, €CIM HE YCIEIM OCMBICIUTH U 3a-IUCATh
yacTh uHpopManuuu. [1o okoHUaAHHIO 3aHATHS C TIOMOUIBIO OJJHOKYPCHUKOB, IperoaBaTeis Win
yueOHHUKa Bbl CMO’KETE€ BOCCTAHOBUTH YITYILIEHHOE.

- YIeJNIATh BHUMaHUE rpaMOTHOMY odopmieHHo 3anuceil. Haydunrecs rpagudecku sicHO U
yI0OHO pacrnojiaraTb TEKCT: BBIWICHATH a03allbl, MMOJAYEPKUBATH TJIaBHBIE MBICIH, KIIOYEBBIE
CJIOBa, TOMEIATh BBIBOABI B paMKH U T.1. HemanoBakHOe 3Hau€HUE UMEET U YeTKas CTPYKTypa
JIEKIIMHU, B KOTOPYIO BXOAMT IJIaH, JOTMUYECKHU BBICTPOCHHAs KOHCTPYKIHS OCBEIICHUS Ka’KOTO
IIyHKTA IJJaHa C apryMEHTaMM U JO0Ka3aTeJIbCTBAMH, Pa3bCHEHUSMU U NPUMEpPAMH, a TAKXKe
CIIUCOK JINTEPATYPHI 110 TEME.

- HAy4UThCS IIMCATh 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, MOoJb3yiTech OOIENpPUHATHIMU
COKpAILEHUSIMU CJIOB U YCIIOBHBIMHU 3HaKaMH, €ClId €CTh HEO0OXOJIMMOCTb, TO MpHU-TyManTe
COOCTBEHHBIE COKpAILEHUS.

- YMETh OBICTPO U YETKO MEPEHOCUTH B TETpab rpaduueckue pucyHKu U TaOmaumbl. s
ATHUX LIeJIEN MPUTOTOBBTE MPO3PAUHYIO JUHENKY, KapaHJam U pe3uHKy. CrapaiiTech Kak MOKHO
TOYHEEe CKONHUPOBaTh N300pakeHne ¢ JOCKU. Eciu HarysIHbIM MaTeprai TpyAHO BOCIIPOU3BOIUM
B YCJIOBUSX JIEKIMH, TO C/IEIalTEe €ro CIIOBECHOE OMHMCaHuE ¢ 0000LIAOIIMMH BHIBOJIAMH.

- IPOCMOTPETh CBOM 3alHMCH IOC/I€ OKOHYaHMA JeKiuH. [lomuepkHHTE M OTMEThTE
pasHBIMU I[BETaMHU (piioMacTepa Ba)KHbIE MOMEHTHI B 3amHcsX. VcnpaBbTe HETOUHOCTH, BHECHUTE
HeoOxoauMmble gonoyiHeHus. He TpaTbTe BpeMs Ha nepenuchiBaHie KOHCIIEKTa, €CIIM OH OKa3aJics
He coBCceM yadHbIM. COBEPIIEHCTBYHUTECH, 3aIIMCHIBAsI TOCIIEYIOIINE JIEKIUH.

IMoaroroBka k cemuHapckuMm 3aHsATUsIM. CeMuHap — OJMH W3 OCHOBHBIX BHJIOB
NPAaKTUYECKHUX 3aHATUN IO TYMaHUTApHBIM JUcUUIUIMHAM. OH peJHa3HaueH Ui yriyoJleHHOTro
M3YYEHHUs OTJENbHBIX TeM U KypcoB. [lo ¢hopme npoBeneHus ceMuHapbl OOBIYHO MPEICTABISIOT
co0oii perieHue 3a1a4, 00CyX/1eHue TOKJIa0B, Oecely Mo MIaHy Uil JUCKYCCHIO 10 polieMe.



[TonroroBka K 3aHATHAM 3aKJIH0YAETCA, IPEXKIE BCETO, B OCBOEHUH TOI'O TEOPETUYECKOTO
MaTepuaia, KOTOpbIi BBIHOCUTCS Ha oOcyxaeHue. g 3Toro HeoOXoaIuMo B MEPBYIO OYEPEh
[epeynTaTh KOHCIEKT JIEKIIMM WIN pa3Jelibl yueOHHUKA, B KOTOPBIX IPUCYTCTBYET YCTAaHOBOYHAS
uHpopmanusa. M3yueHne pekoOMEHJ0BAaHHOM JIUTEPATypbl HEOOXOIUMO CIeNaTh MaKCHMAaJbHO
TBOPUYECKU — HE MPOCTO YKJIa/AbIBasi B IAaMATh HOBBIE CBEICHMS, a OCMBICIMBAs U aHAIU3UPYS
MaTepuain. 3aKpenuTh CBOM 3HAHUS MOXHO C TOMOILBIO 3alKCei, BBIMMCOK WM TE3UCHOTO
KOHCIIEKTA.

Eciu cemunap mnpencTaBieH AOKJIaaMH, TO OCHOBHAs OTBETCTBEHHOCTh 3a €ro
IIPOBEJCHUE JIEKUT Ha Jokiaauukax. Kak cienars 310 ycnemso cMoTpuTe B pasnene «Jlokiam.
OpHako poib OCTaJdbHBIX YYACTHHUKOB CEMUHApa He JOKHA ObITh maccuBHOW. CTYAEHTHI,
IIPOCIIYIIAB J0KJIaJ, 3alMCBhIBAIOT KPATKO IVIABHOE €r0 COAEP)KAHUE U 33/1al0T BBICTYNAIOILEMY
YTOYHSIOIIME BOMpocoB. Uem Oosiee ocHOBATENIbHOM Obljla JOMAIIHSS MOATOTOBKA MO TEME, TEM
aKTUBHEE TPOMCXOAUT OOCYKICHHE TMpOOJIEMHBIX BOMpocoB. Ha cemuHape BCSUECKH
MOOUIPSAETCS. TBOpYECKasi, CaMOCTOATEIbHAs MbICIb, JaeTcd BO3MOXHOCTh BBICKA3aTh
KPUTHYECKHE 3aMEUaHUsI.

becena mo maHy mnpezacTaBiseT coOOM 3apaHee IOATOTOBIEHHOE COBMECTHOE
00-Cy)XJIEHHE BOIIPOCOB TEMBI KKIBIM U3 YUaCTHHKOB. JTa (hopMa moTpedyeT OT CTyJEeHTOB He
TOJIBKO XOpOIIEH CaMOCTOSITENFHOM MPOPAaOOTKH TEOPETUYECKOro MaTepuaia, HO U yMEHHe
y4acTBOBaTh B KOJUIEKTUBHOM JUCKYCCHM: KpPaTKO, YETKO M ACHO (POpMyYIHpOBaTh U M3JaraTh
CBOIO TOYKY 3pEHHsI TMepell COKYpCHHKAMH, OTCTaMBaTh I[IO3UIMI0O B HAy4yHOM CIIOpE,
IPUCOEAUHSTHCS K Uy)KOMY MHEHHUIO WM ONIIOHUPOBATh APYTUM yYaCTHUKAM.

Pedepat — camblii IpocTOl 1 HAaMMEHEE CaMOCTOSITENbHBIN BUJ MUCbMEHHOU PabOTHI.
CyTb €ro coCTOMT B KPAaTKOM H3JI0KEHHM COJIEPKALIMXCSl B HAYYHOM JIMTEpaType B3IVIA0B U
uzei no 3aganHoi Teme. Pedepar He TpeOyeT OpUrHHATBHOCTH M HOBU3HBL. B HeM orleHHBaeTcs
yYMEHHUE CTyJIeHTa paboTaTh C KHHUTOW: BBIACHATH W (OPMYIUPOBATH MpoOieMy, OTOMpPATh
OCHOBHBIE TE€3HCHl U BCIIOMOTATeIbHbIC JAHHBIE, IOTUYECKH BBICTPAUBATh MaTepuai, PaMOTHO
0(QOpPMIISITh HayUHBIH TEKCT.

CryneHnrtam mpejaraeTcs Ba Buja pedepaTHbix paboT:

PedepupoBanne HayyHOW JaUTEpaTyphl MPEJICTABISIET COOOM COKpALIEHHOE H3JI0KEHUE
COJIep’KaHUsl CTaThbH WM KHUTH C OCHOBHBIMU CBEICHHSIMH M BbIBOJaMHU. Takue pedeparbl
aKTyaJIbHbI TOI'/Ia, KOT/la B IOPUIMYECKUX MCTOYHUKAX MOSBISETCS HOBBIM TEOPETHUUECKUN WU
IOpakTUYeCKUd MaTepuanl 1o uzydaemod Teme. OT cTyAeHTa TpeOyercs, BHUMATEIbHO
03HAKOMUBUINCH C IEPBOMCTOYHUKOM, MAKCUMAaJIbHO TOYHO U TIOJHO MEPeNaTh €ro coJiep:KaHue.
Jns storo uenecoobpazHo BbIOpaTh (OpMy MOCIEAOBATENBHOIO HU3JI0XKEHUS MPOYUTAHHOU
KHUTU, HE MEHsSI ee OOIui TuiaH W CTPYKTypy (TJiaBbl, pasaensl, naparpadsi). HeoOxomumo
COXpaHUTh JIOTUKY TIOBECTBOBAHUS M TM03a00THTHCS O CBA3HOCTH TEKCTa. ABTOpPCKHE,
OpUTMHAJIbHbIE M HOBATOPCKHE MBICIM W UJEH JIydlle NepeaaBaTh HE CBOMMH CJIOBaMH, a C
oMol uTHpoBanus. O0beM pedepara OyaeT onpenenaTbesi COAepKaHWEM HMCTOYHHKA, a
TaK)Ke ero Hay4HOM M MpaKTU4YecKoi 1eHHocThio. Ho B 11060M ciyyae mpennodTeHue oTAaeTcs
KPaTKOCTH U JIJAKOHUYHOCTH, YMEHHUIO OTOUPATh IJIaBHOE M OCBOOOXK/IAThCSI OT BTOPOCTEIIEHHOTO.

Pedepar mo Teme  mpeactaBisieT 0030p HAYYHBIX B3[VISIIOB U KOHIICMIHK TO
poOJIeMHOMY BOIIPOCY B U3y4aeMoil Teme.

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

- Jlns moArotoBku pedepara CTYAEHTY HEOOXOJUMO CaMOMY MIH C y4acTHEM
MpenoaaBaresns moaoopate UCToOUHUKH MHGopMaruu. Creayer mo3aboTHTHCS, YTOOBI B BalieM
CIHCKE OKa3aJuCh HE CllydyailHble, a ILIeHHble B HMH(OPMAIMOHHOM IUIaHE KHUTH. MOXKHO
BBIMIOJHUTH paboTy, OOpaTUBLIINCH U K OJHOMY HCTOYHHKY — IOCOOHMIO, MOHOTrpaduH,
uccnenoBanuio. Ho mydiie, ecian Bb 0OpaTUTECh K ABYM-TPEM HayYHBIM TPYyZaM — 3TO HO3BOJIMT
MPEJICTaBUTh MPOOJIEMY C HECKOJIBKMX TOUYEK 3pEHHS U BHICKA3aTh JTUYHbIE IPEATIOYTCHHUS.

- OHMM U3 TTIaBHBIX KPUTEPUEB OLIEHKHU pedepara Oy1eT COOTBETCTBHUE €ro COAEPIKaHUS
3agBiieHHON Teme. [l 3TOro Oerjo O03HAaKOMUBLIMCH C IEPBOMCTOYHMKAMH COCTaBbTE



MpeIBapUTENbHbIN TIaH Oymaymero pedepara, 0003HAYUB B HEM MPHHIMIIUAILHO Ba)KHBIC
MOMEHTHI U 3Tanbl ocBenleHus mpobieMsl. [locie Toro, kak y Bac nosiBATCA pabodyue 3arucu 1o
pe3yibTaTaM W3Y4YCHHsI HAyYHOW JIMTEpaTypbl W OOIIMpHAas WHPOpPMAIMS MO TEME B IEJIOM,
MOKHO Oy/IeT CKOppeKTHpoBaTh oOmuil 1uiaH pedeparta. Crapaiitech npu paboTe HaJ HUM
THIATETFHO W30aBIATHCS OT «UBIMIIECTBY. BCAKOTO poja aOCTPAaKTHBIX PACCYXICHHUIA,
Ype3MepHBIX MOAPOOHOCTEH U MHOTOYMCIECHHBIX MPUMEPOB, KOTOPbIE «Pa3MBIBAIOTY) TEMY HIIU
YBOJSAT OT HEE.

Crpykrypa pedepara BKIOYaeT B ceOd BBEACHHME, OCHOBHYIO 4acTh M 3akitoueHue. Bo
BBEJICHUU (POPMYITUPYIOTCS IENH W 3a7adud padoThl, €€ aKTyalbHOCTh. (OCHOBHAs YacTh
IpeJCTaBiIsieT co00i Mocae0BaTeIbHOE U apTyMEHTUPOBAHHOE H3JIOKEHUE PA3IMYHBIX TOYEK
3peHHsl Ha MpoOJieMy, €€ aHajau3, MpearojaraeMple MyTH pelIeHus. 3aKioyeHue 0000Imaer
OCHOBHBIE MBICITH WUJIM OOOCHOBBIBAET NMEPCHEKTUBBI JaIbHEHIIEr0 MCCieIoBaHus TeMbl. Ecimu
pedepar moctarodHO OOBEMEH, TO MOTpeOyeTcs pas3JeliecHHe TeKCTa Ha pasfenbl (TIaBbl,
naparpadst). MirocTpaTUBHBIN MaTepuan — TaOIUIIbI, CXeMbI, TpaQKu — MOTYT paclojaratbcs
KaK BHYTPHU OCHOBHOM 4acTH, Tak u B pazjaeine «lIpumoxenuey.

O0bem pedepaTa 3aBUCUT OT IIEJICH U 3a/1a4, peniaeMbiX B padore — oT 5 10 20 cTpaHuil
MalIMHOMUCHOTO TEKCTa Yepe3 JBa MHTepBaja. Eciu B 3aiaHuM, BBIJAHHOM MpPEIOaBaTelieM
00BEM HEe OrOBapUBaeTCs, TO CIEAYET UCXOIUTh U3 Pa3yMHOH 11e1eCO00pa3HOCTH.

B pedepare B 00s3aTeIbHOM MOPSIKE Pa3MENIAIOTCS THUTYIBHBIA JIHCT, TUTAH HIA
OrJiaBJIeHHE PadOTHI, a TAKXKE CIHCOK UCIIOJIb3yEeMOil TUTEPATYpPHI.

OOBIYHO pedepaT MOXKET 3aYUTHIBACTCS Kak IMHCbMEHHas paboTa, HO HEKOTOPHIC
MpenofaBaTeNid MPAKTUKYIOT MYyONUYHYIO 3alIUTy pedeparoB WU HUX «O3BYYHMBAHUE)» Ha
CEMHHAPCKHX 3aHATUAX. B 3TOM citydae He0OXOAMMO IPUIIOKHUTH JOTIOTHUTEIBHBIC YCUITUS ISt
MOJATOTOBKU MyOJIMYHOTO BRICTYILICHUS IO MaTepuanam pedepatHoi paboThI.

Jlokaaa mpeacTaBiseT co0oi  ycTHyH ¢opMy coobmeHuss uHpopmanuu. OH
UCIIONIB3YETCS B By3€ Ha CEMUHAPCKUX 3aHATUAX U HAa HAYYHBIX CTYJACHUECKUX KOH(EPEHIUX.

[ToaroroBka AoKIa/ia OCYIIECTBIISIETCS B JIBa ATara: HAMMCAHUE MMCbMEHHOTO TEKCTa Ha
3aJaHHYI0 TeMY U MOATOTOBKa YCTHOTO BBICTYIUICHHS NEpe] ayIuTOpueil ciymareneil c
OCBEIICHNEM 3TOH TeMbl. [InchMeHHBIH ToKian opopmiIsieTcs Kak pedepart.

[Tpu paboTe Hal AOKIAAOM CIEIYET YUeCTh HEKOTOPbIE Celu(PHUIeCKre 0COOCHHOCTH:

eO0BeM JOKTaAa JOJKEH COTJIACOBBIBATHCS CO BPEMEHEM, OTBEICHHBIM ISt
BBICTYIUICHUS.

o[lpu BbIOOpPE TEMBI HYXHO YYHTHIBAaTH HE TOJBKO COOCTBEHHBIE WHTEPECHI, HO U
WHTEPECHhl TMOTEHIMAIBHBIX ciymareneil. Bame coolmieHne HEoOXOAMMO COTJIACOBBIBATH C
YpOBHEM 3HAHUU U MOTpeOHOCTEN MyOIHUKH.

e [loATrOTOBIEHHBIM TEKCT JOKJIaJa JOHKEH XOpOIIO BOCIPUHUMATHCS Ha ciyx. [laxke
ecii OTOOpaHHBIM BaMH MaTepHasl CJIOXKEH M HEOJAHO3HA4Y€H, TOBOPUTH JKEJIaTeIbHO MPOCTO U
SCHO, HE TIEperpykasi pe4b HayKoOOpa3HbIMU 000pOTaMH U CHEIU(DUIECKUMH TEPMUHAMH.

Cremyer OTMETUTH, YTO MHOT/IA TIPEToaBaTesb He TPeOyeT OT CTYJEHTOB MUCEMEHHOTO
BapHaHTa JOKJIaJa U OLIEHHWBAET UX pabOTy MCKIIOYUTEIHHO MO YCTHOMY BhICTyIUIeHHIO. Ho
3HAYMUTENILHO Yallle MTUCbMEHHBIA JTOKJIa/] MPOBEPSIETCS M €r0 KAYeCTBO TAKKE OLICHHBAETCS B
Oamnax. BHe 3aBUCMMOCTH OT TOTO, HY)KHO WJIM HE HY)KHO OyJeT cAaBaTh Ha MPOBEPKY TEKCT
OyIylIero BBICTYIUICHHS, COBETYEM HE OTKa3bIBaThCS OT MHUCHMEHHOMW 3amuCH JIOKJIaza. IJTo
MOMOXeT M30eX)aTh MHOTUX OIIMOOK, KOTOPBIE CIy4aloTCs BO BpeMs YCTHON HMMIIPOBU3AIUU:
OTKJIOHEHHE OT TE€MbI, HAPYIICHHS JIOTUYECKON TOCJIeI0OBATEILHOCTH, HEOPEKHOE O0palieHne ¢
[UTaTaMH, 3I0yNOoTpedIeHne AeTaisiMu U T.7. Eciu Bl XOpoliio BiageeTe HaBbIKaMu CBOOOTHOM
peurn W o0namaere BBICOKOW KyJIbTYpOWM MBIIUICHHUS, TO 3aMEHUTE MHUChMEHHBINH JOKJIaJ
cocTaBieHHeM Te3ucHoro miuaHa. C ero moMoIipi 3aUKCHPYHTE OCHOBHBIE MBICTH U HJICH,
BBICTPOWTE JIOTHKY ITOBECTBOBAHMS, OTOEpUTE SIPKHWE M TOYHBIE MPUMEPHI, CHOPMYITUPYHTE
BBIBO/IBI.

[Ipu moATroTOBKE K YCTHOMY BBICTYIUICHUIO BO3BMHUTE Ha BOOPYKEHHE HEKOTOPHIE COBETHI:

o Jlyymnii BapyiaHT BBICTYIUICHHS TIEpell ayquTOpUel — 3TO CBOOOAHAs peub, HE
OCIIO’)KHEHHAas uTeHueM Tekcta. Ho ecnu y Bac He BBIpab0OTaHO YMEHHUE 00IIAThHCS ¢ MyOInKoi 6e3



OyMa’KKH, TO HE NBITAUTECh CAENaTh 3TO Cpa3y, 0e3 MoAroToBKU. OCBAaMBATh ATOT OINBIT HYXHO
IIOCTENEHHO, OT JO0KJa/a K I0K/Iay YBEJIMUMBas 00beM pedn 0e3 3arisiibIBaHus B TEKCT.

o Ecin Bbl HaMEpeHbI CYUTHIBATh JIOKJIAJ C 3arOTOBJIEHHBIX MMCbMEHHBIX 3allMCEH,
TO MOCTapalTech, YTOOBI YTEHUE OBLIO «XYyI0’KECTBEHHBIM»: 00O3HauaiTe may3oil Jorundyeckue
NIEpPEX0/ibl OT YaCTHU K YaCTH, BBIIEISANTE MHTOHAIMOHHO 0COOO Ba)KHBIE MBICIM U apryMEHTHI,
BapbUPYHUTE TEMII PEUH.

° Yuras nokiaa, He TOPOIUTECH, AEIIANTE 3TO KaK MOKHO criokorHee. [loMHuTE, 4TO
CKOpPOCTh TMPOU3HOIICHUS TEKCTa Mepe] CIyIIaTeIMU BCET/Ia I0JDKHA OBITh 0oJiee MEIJICHHOM,
4YeM CKOPOCTb Balll€H MIOBCEJHEBHOU PEUH.

o CBepbTe NHUCBMEHHBIH TEKCT C XPOHOMETPOM, U1 3TOrO IPOYUTAUTE €ro
HECKOJIBKO pa3 C CEKyHJAOMEpPOM B pyKax. B cirydae, eciu JOKIaa OKaXXeTCsl CIMILKOM JUIMHHBIM
WIM KOPOTKHM, IPOBEAHUTE €ro PEKOHCTPYKIHUI. OIHAKO BMECTE€ C COKPALIECHUSAMHU WU
JIOTIOJIHEHUAMU HE «a10TepsiiTe» Temy. He nognaBanTecs HCKYIIEHHUIO paccKa3aTh BCE, YTO 3HAETE
— MOJIHO U OJPOOHO.

o OO6parure BHUMaHue Ha TeMOp U CUiTy Bamiero rojioca. O4eHb BaXXHO, 4TOOBI Bac
OBUIO CIIBIIITHO B CAaMBIX OTIAJCHHBIX YacTAX ayAMUTOPUH, U TIPH 3TOM BBl HE «TITYIIWINY» BOJIH3U
Bac HaxoJIIMXCs ciaymarenei. Bappupyiite TeMOp peuun, OH MpHUIAcT €l BbIPA3UTEIbHOCTh U
MIOMOJKET M30€KaTb MOHOTOHHOCTH.

o Cnegure 3a CcBOMMM JKecTaMM. YUpe3MepHas JKECTHKYJALHUA OTBJIEKAET OT
COJIEp)KaHUs JIOKJIa/la, a IIOJHOE €€ OTCYTCTBHE CHWXKAET JECHCTBEHHYIO CHUJIY BBICTYIUICHUS.
[Tocrapaiitech M30aBUTBHCS OT KECTOB, JAEMOHCTPUPYIOLIUX Ballle BOJHEHHE (KOrJa KpyTATCs
PYUKH, TepeOsATCS MyrOBUIIbI, 3J1aMbIBAIOTCS NMaiblibl). Mcnoap3ylTe *KecTbl — BbIpa3UTEbHbIE,
onucareiabHble, MOJPAXKATEIbHbIE, YKA3YIOLIUe — Ui [TOJIHOTHI IIepejaur BallluX MbICIEH.

o YcTaHOBUTE 3pUTENIBHBIN KOHTAKT ¢ aynuropueid. He cTout Bce BpeMst CMOTpETH B
OKHO, OITyCKaTh IJla3a MM COCPeloTauuBaThCcsl Ha Tekcre. CrapaldTech 3pUTENbHO 0OLIATHCS CO
BCEMH CIIyIIATEIsIMHM, MEPEBOJS B3IV OT OAHMX K ApyruM. He oOpamjaiite BHMMaHue Ha
ONO3/aBIIMX M HE IIpepbhIBacTe CBOM JOKJIa] 3aMedaHusmMu. Ho BMecre ¢ Tem ciegute 3a
peakiuel myONMKH Ha Balle BBICTyIUIEHHE (010OpeHHe, YCTaloCTh, HHTEPEC, CKYKY) M €CIH
CMOJKETE, BHOCUTE KOPPEKTUBBI B P€Yb € LENBIO MOBBIILIEHUS HHTEPECA K €r0 COAEPKAHUIO.

o OTtBeuarh Ha BOIIPOCHI B KOHIIE BBICTYIUIEHHS Ha/10 KPAaTKO, YETKO U YBEPEHHO, 0e3
JUIIHUX ToJpoOHocTel 1 noBTOopoB. IlocTapaiitech mpenyraaarh BO3MOMKHBIE BOIIPOCHI CBOMX
CIIyIIaTeJIe U MOATOTOBUTHCA K HUM 3apaHee. Ho eciu citydnTesi, 4TO BBl HE 3HA€TE OTBETA HA
3a/laHHBIM BaM BOIIPOC, HE OOWTECh B ATOM MPU3HATHCSA. ITO 3HAUUTEIBHO JyYllle, YeM OTBEYATh
HE 110 CYLIECTBY MJIM OTIIY4YHBAThCS.

. IIpoBeauTe TreHEPATBHYIO PENETHULMIO CBOEro JOKIJIANa Mepel APY3bIMH WU
OMU3KUMHU. DTO TOMOXET 3apaHee BBIIBUTh HEKOTOpPbIE HEJOCTAaTKH — CTUJIMCTUYECKU cialble
MecCTa, TPYIHONPOU3HOCUMBIE cJIoBa U (pa3bl, 3aTSHyTble BO BpPEMEHM YacTH U T.I.
[Tpoananu3upyiite CBOIO TUKLUIO, MHTOHAIMH, skecThbl. Caemnaiite Tak, 4ToObI OHM IOMOTAIH, a HE
MEIIaIU YCIEIHO IPEICTaBUTh MyOJIMKH MOATOTOBICHHBIA BaMU JOKJIAJ.

IIpe3eHTanusi — COBPEMEHHBIH C€HOCO0 YCTHOIO MM MUCBMEHHOTO IPEICTABICHUS
MH(}OpPMaLIUHU C UCTIONb30BAHUEM MYJIbTUMEIUIHBIX TEXHOJIOTHI.

Cy11ecTByETHECKOJIBKOBAPUAHTOBIIPE3EHTALIU .

L Hp63€HTaHI/I$I C BBICTYINICHUEMIOKJIaAUNKa
L Hpe3eHTauM${ C KOMMCHTAapUAMUIOKIIaAYUKa
L HpeBeHTaHHfI JUIS CaMOCTOATECIIBHOI'O mpocMoTpa, KOTOpas MOXET

JEMOHCTPUPOBATHCS IIepesl ayIUTOpUel 0e3 yuacTus AOKIa 4MKa.
[ToaroToBka mpe3eHTalMy BKIIOYAET B ce0s1 HECKOJIBKO 3TAIlOB:
1. [ImanupoBaHue npe3eHTauuu
OT OTBETOB Ha ATH BOMPOCHI OYJIET 3aBUCETh BCE MOCTPOCHHUE MPE3EHTAIINN:

o KaKOBO IpeJHa3HAY€HWE M CMBICI Mpe3eHTaluH (JIeMOHCTpaIusl pe3ysbTaToB
Hay4yHOU paboThl, 3alIMTa JUIIOMHOTO MTPOEKTA U T.11.);
. Kakyl0o poib OyJIeT BBIIOJHATH TpPE3eHTalus B XOJ€ BBICTYIUICHHUS

(compoBOXKIeHUE TOKJIa/1a WIIH €T0 WILTIOCTPAIIHs);



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

J Ha Kakoe BpeMs paccyMTaHa mpe3eHTanus (Kopotkoe - 5-10 mMuHYT Win
MIPOJIOJDKUTENbHOE - 15-20 MuHYyT);
o KaKoB pa3Mmep M cocTaB 3pHuTeibckoi aymutopun (10-15 yemosex mmm 80-100;

MPENo/iaBaTesiv, CTYICHTHI WM CMEILICHHAs ayAUTOpHs).
2. CTpykTypupOBaHHEHHPOPMAITH

. B TIpPE3CHTAIMKM HE JOJDKHA ObITh MeHee 10 cnaiifos, a o0miee WX KOJIMYECTBO
npesbimath 20 - 25.

o OCHOBHBIMHM TPHHIMIIAMH TPU COCTABICHUHM NPE3CHTAIlMH JOJDKHBI OBITh
SICHOCTB, HATJISIHOCTb, JIOTHYHOCTh U 3aTIOMUHAEMOCTB;

o IPe3eHTAIMs JODKHA UMETh CLIEHApUH M YETKYIO CTPYKTYpY, B KOTOpOil OyayT
OTpa’keHbI BCE MPUYUHHO-CIICICTBEHHBIE CBSI3H,

o paboTa HaJ Mpe3eHTAIMel HAUYWHACTCS IIOCNIC THIATEIBHOTO OOTyMBIBAHUS H

HaIMCaHUs TEKCTa JOKJIa/aa, KOTOPBI HEoOXOauMO pa3duTh Ha (parMeHThl U 0003HAYUTH
CBSI3aHHBIE C KaXKIBIM M3 HUX 33/1a41 U JCHCTBHS;

. NEPBBIA IIar — 95TO ONpEICIICHWE TJIaBHOW WACH, BOKPYT KOTOpOW Oyner
CTPOUTLCA MPE3CHTALUA,
. yacTb MHGOPMAllMM MOXHO TMEpPeBeCTH B JBa THUIA HATJSAHBIX IOCOOHIL:

TEKCTOBBIE, KOTOPBIC IIOMOI'YT CIIYLIATENIAM CIEIUTh 32 XOJOM pa3BEPThIBAHMS apryMEHTOB U
rpaduveckre, KOTOpble WUIIOCTPUPYIOT TJaBHBIE IIYHKTHI BBICTYIUIGHHS H  CO3ZAfOT
SMOLIMOHAJIbHbIE 00pa3bl.

o CIOJKETBI IPE3CHTAlMM MOTYT DPa3bsACHATh WM WLIIOCTPUPOBATh OCHOBHBIE
IIOJIOKEHHUS JOKJIA/1a B CAMBIX pa3HOOOPAa3HBIX BApUAHTAX.

OueHp BaXHO HAWTH TNpPaBWIBHBIA OamaHC MEXAY peuyblo JOKJIAJAuuKa H
CONPOBOXKAAOUIUMU €€ MYJIbTUMEINWHBIMU YJIEMEHTaMHU.

JnssToronenecoo0pasHo:

. OTIPEJIETTUTh, YTO OYJET MPEACTABICHO HA KAXIOM ClIali]ie, 4TO OYyJIeT B 3TO BpeMs
TOBOPUTHCS, KaK OyJIeT CIENIaH Mepexo/l K CASAYIOUIeMY Claiay;

o camble BaXXKHBIC HJIEW M MBICIIM OTPa3UTh M Ha cllaiifjax ¥ MPOU3HECTU CIIOBAMH,
TOTJ]a KaK BTOPOCTETEHHBIE — IM0O0 coBaMH, MO0 Ha claiiiax;

. uH(opMaIro Ha claijax MpeCTaBUTh B BUAEC TE3UCOB — OHH COMPOBOXKIAIOT
MOJIPOOHOE U3II0KEHUE MBICIIEH BBICTYIAIOIIETO, a He HA000pOT;

. JUISL pa3bsICHEHHUA TMOJIOKEHUN JTOKJIa/a UCIOIb30BaTh Pa3HbIE€ BUJIbI CIANWIOB: C
TEKCTOM, C TaOJIMIIaMH, C TUarpaMMaMHu;

o mro0asi Mpe3eHTanusl J0JDKHA MMETh COOCTBEHHYIO IpaMaTypruio, B KOTOPOH

€CTb:

«3aBsi3Ka» - MPOOYNKIECHNE WUHTEPEca ayTUTOPHH K TeMe COOOIICHUS (SIPKUIl HATIISTHBINA
nmpuMep);

«pa3BUTHE» - IEMOHCTPALUSI OCHOBHON MH(OPMAILIMH B IOTHYECKOH TIOCIIE10BATEIBHOCTH
(uepenoBaHNE TEKCTOBBIX U IpadUUecKHX ClaiiioB);

«KyJIbMUHAIUS» - TPEACTABIEHUE CaMoOro TIJaBHOTO, HOBOTO, HEOXUJAAHHOIO
(SMOLIMOHATILHBIN peueBOM WM MILTIOCTPATUBHBIN 00pa3);

«pa3BsizKay - HOPMYyITUPOBAHHE BHIBOJOB WM PAKTUIECKUX PEKOMEHIANNH (BUICOPSII).

3. OdopmreHue npe3eHTaun

OdopmieHune mpe3eHTaIuy BKIIIOYAET B ce0s CIETYIONIYI0 00s3aTeNIbHYI0 HHPOPMAIIHIO:

TUTYIBHBIN JTUCT

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

- Ha 3allUTe KYypCOBOH WM IMIJIOMHOW pabOThl YKa3bIBaeT (aMWIMIO M WHHUIIHAJIBI
HAYYHOTO PYKOBOJUTEIIS WIIA OPTaHU3aINH;

- Ha KoH(epeHusaX 0003HayaeT AaTy U Ha3BaHUE KOH(PEPEHIHH.

[1naH BeICTYIIIIEHUS

- (hopMyIHpYyeT OCHOBHOE Cco/iep:kaHue fokiaaa (3-4 myHKTa);

- (puxcupyet nops 10K U3I0KEHUS HHPOPMAIIHH;



Copepxanue pe3eHTaluu

- BKJTIOUAET TEKCTOBYIO U TpauiecKyro HH(POpMaIIUIo;

- WUTIOCTPUPYET OCHOBHBIE ITYHKTHI COOOIICHUS;

- MOJKET MPEJICTABIISATH CAMOCTOSITEIIHLHBIN BApHUAHT JOKJIA/IA;
3aBepileHue

- 000011a€T, MOJBOAUT UTOTH, CYMMHPYET HH(OPMAITHIO;

- MOKET BKJIFOYATh CHUCOK JIUTEPATYPHI K JTOKIATY;

- COJICPXKHT CJIOBA 0JIar0JapHOCTHU ayAUTOPHH.

4. luzaiin npe3eHTauuu

TexcroBoeodpopmiieHHe

o He cTouT 3amonHATh ciaai CIMIIKOM OOJIBIINM 00beMOM HH(DOPMALIUH - JTyYllle
BCEr0 3allOMHHAI0TCS He 0osiee 3-X (paKkToB, BHIBOJIOB, ONPEIEIECHUH.

. OnTuManbHOE YUCIIO CTPOK Ha crnaiae — 6 -11.

o Kopotkue ¢pasbl 3anmoMuHaOTCA BH3yalbHO Jydmie. [IyHKTBI mepeyHerd He
JIOJDKHBI TTPEBBIIIATH IBYX CTPOK Ha (pa3y.

J HauOonpmas >¢p¢GeKTUBHOCTh 1OCTUIAETCS TOTJa, KOIJa KIFOUEBbIE ITYHKTBI
0TOOpa)karoTCs 110 OAHOMY Ha Ka)JIOM OTJICJIbHOM ClIaiifie

. Ecin TekcT CcOCTOMT M3 HECKOJIbKMX a03aleB, TO HEOOXOAMMO YCTaHOBUTH
Kpac-HyI0 CTPOKY U MHTEPBAJl MEX1y a03aramu.

o KiroueBble ciioBa B H(GOPMALIMOHHOM OJIOKE BBIIENIAIOTCS LIBETOM, LIPU(TOM MU
KOMITO3UIIIOHHO.

o Wudopmannio npeArnodTuTeNbHee pacrojiaraTh TOPU30OHTANBHO, Hambolee
BA)XXHYIO - B LIEHTPE YKpaHa.

. He crnenyer 3moynmorpe®nsTh OONBIINM KOJWYECTBOM IMPEUIOTOB, HAPEUHA,
IpUJIaraTeabHbIX, BBOJHBIX CIIOB.

o [udposble MaTepualibl JIydlle NPEACTaBUTh B BHUJE I'padMKOB M JHarpamm —
TaOIUIBI ¢ HUGPOBBIMU ITaHHBIMU Ha CJIaiiie BOCIPUHUMAIOTCS IJI0XO.

. Heo6xoanmo oOpaTuTh BHUMaHKE HAa IPaMOTHOCTh HamucaHus TeKcTa. OmmoKu

BO BCCb 3KpaH MMPOU3BOAAT HCHPUATHOC BIICUATIICHHUC
HIpudroBoeodopmuenue

o HIpudTe 6e3 3aceuex (Arial, Tahoma, Verdana) uurarorcs Jierde, 4eM rpoOTECKH.
Henp3gacMemmBaTbpa3minyHbIETUIBIIIPU(TOB B OJHOMIIPE3EHTAIUH.

o HIpudroBoif KOHTpAcT MOXKHO CO37aTh MOCPEJICTBOM pazMepa HIpudTa, €ro
TOJIIMHBI, HAUepTaHusl, (POPMbI, HATIPABJICHUS U 1BETA;

o s 3aromoBka roamtcsi pasMep mpudTa 24-54 myHkTa, a ans Tekcra - 18-36
ITYHKTOB.

o Kypcus, nonuepkruBanue, ;KUpHbINA MPUDT UCTIONB3YIOTCS OTPAHUYEHHO, TOJIBKO
JUISL CMBICIIOBOTO BBbIJIENIEHUS (PPAarMEHTOB TEKCTA.

o JlJ11 OCHOBHOT'O T€KCTa HE PEKOMEHIYIOTCSl IPOMMCHBIE OYKBBI.

L{BeToBOCOOpMIIEHUE

o Ha ognoMm crnaiine He ucnonb3yercs 0osee Tpex LBETOB: (POH, 3ar0JI0BOK, TEKCT.

o [IBer mpudTa 1 1BET POHA AOHKHBI KOHTPACTUPOBATh — TEKCT JOJIKEH XOPOILIO
YHUTAThCsl, HO HE pe3aTh I1a3a.

o Jnis doHa npeAnodTuTeNIbHEE X0JI0AHbIE TOHA.

o CymiecTByIOT He couyeTaeMble KoMOMHAIMK 11BeTOoB. OO 3TOM MOXXHO Y3HaTh B
CIEMAJIbHOM JITEPAType.

. UYepHblii 1IBET MMEET HEraTHBHBIA (MpadHblil) moATeKcT. benblii Ha depHOM
YUTAETCS III0XO.

o Ecnu npe3enTtanus Oosiblias, TO €CTh CMbICT PA3IEIUTh €€ Ha YacTH € TOMOIIBIO
[[BETa — Pa3HbIN L[BET CLIOCOOEH CO3/1aBaTh pa3Hblil SMOIIMOHATbHBINA HACTPOMA.

o Henb3s Be1OUpath (hOH, KOTOPBIH COEPKUT AKTUBHBIA PUCYHOK.

KomnozunmonnoeodopmieHue



o Crnenyer coOmonaTh enuHbld CcTHIB odopmieHus. OH MOXET BKIIOYATh
omnpeneaeHHbIN mpudT (rapHUTYpa U HBET), (OH IBETA WU (POHOBBIA PUCYHOK, IEKOPATUBHBIN
3JIEMEHT HEOOJIBIIIOTO pa3Mepa u T.1.

o He npuemieMbl CTHIIH, KOTOPBIE OYAYT OTBJIEKAThH OT MPE3CHTAIHH.

o KpynHble 00bEKThI B KOMIIO3HIIUU CMOTPSITCS. HEBAXKHO.

o BcnomorarenpHas  wHpOpManus  (YHOpaBisFOIIME  KHOMKH) HE  JIOJDKHA
npeo0aaaaTh HaJl OCHOBHOM (TEKCTOM M MILTIOCTpAIuei ).

o Jlist cepbe3HOl Mpe3eHTali OTOMPAIOTCS 1IA0JIOHBI, BHITIOJHEHHBIC B JCIIOBOM

CTHIIE.

AHuMannoHHoeohopMIIeHHE

o OcHOBHasi poNib AHWMAIIMM — JIO3UPOBaHUS HHPOPMAIUU. AYIUTOpHUS, Kak
MPaBUIIO, JIy4dllle BOCIPUHUMAET HWH(OPMALUIO TOPHHUSIMH, HEOOJIBIIUMUA 3PUTEIBHBIMU
dbparMeHTamMu.

o AHUMaNMsg UCHONb3YeTCs Ui NPUBJICUCHHS BHUMAHHUS WIH JEMOHCTPALUU
Pa3BHUTHUS KaKOTO-THOO0 Tporecca

o He crout 3moynotpe6isaTe aHUMAaMOHHBIMU 3(ppeKTaMu, KOTOpPbIE OTBICKAIOT OT
COJIepKAHUS WIIM YTOMJISIFOT TJ1a3a YUTAIOUIETO.

o OcoOeHHO HEeXKeNaTeNbHO YacToe WCIOJNb30BAHUE TAaKMX AaHUMAIMOHHBIX
3¢ PEeKTOB Kak BBUIET, BpAIllCHHE, BOJIHA, TOOYKBEHHOE MOSIBJICHUE TEKCTA.

3ByKoBOcOpOpMIICHHE

o My3BIKaIbHOE CONPOBOKACHUE NPU3BAHO OTPA3UTh CYTh WM IOTYEPKHYTH

0COOEHHOCTH TEMBbI Cllaiila MM BCell NMpe3eHTaluH, CO3/aTh ONpEe/eNeHHbIH 3MOIMOHATbHBIN
HaCTpOM.

o My3bIKy LenecooO0pa3HO BKJIHOYATh TOIJA, KOT/Aa Ipe3eHTanus uuer 0e3
CJIOBECHOT'O COMPOBOXKICHUS.

. 3BYKOBO€ CONPOBOK/IEHHE UCIIOIB3YETCS TOJIBKO 110 HEOOXOAUMOCTH, IIOCKOJIBKY
nake GOHOBAsE TUXAsk My3bIKa CO3/IaeT U3JHIITHUHA IIYM U MEIIAET BOCTIPUSTHIO COICPIKAHUSL.

o Heo6xo11uMo BbIOpaTh ONTUMAIbHYIO TPOMKOCTb, YTOOBI 3BYK ObLI CIIBIILIAH BCEM
CIIyIIATEJIEM, HO HE OBLI OIIYIIUTEIbHBIM.

I'paduueckoeopopmieHue

o Pucynku, ¢ororpadum, amarpaMmbl TIPU3BaHBI  JOMOJHUTH  TEKCTOBYIO
UHOPMAIINIO WK TIepeiaTh e€ B OoJiee HATISITHOM BUJIE.

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

o KenarenpHo, uTOOBI H300paxkeHHe OBUIO HE CTOIBKO (DOHOM, CKOJIBKO
WUTIOCTpAlel, paBHOW IO CMBICIY CaMOMY TEKCTY, 4YTOObI MOMOYb IO-HOBOMY IOHSTh U
PaCKpBITh €ro.

o Cnenyer u3beratb HEKOPPEKTHBIX WJUIIOCTPALlMi, KOTOPbIE HEMPAaBHJIBHO WU
JIBYCMBICIIEHHO OTPa’kat0T CMBICI HH(POPMAIUH.
o Heo6xonnMo 1mo3aboTHTBCS O PaBHOMEPHOM M pallMOHAJIBHOM HCIOJIb30BAHUU

MPOCTPAHCTBA Ha CJaiijie: ecau TeKCT MEPBUYEH, TO TEKCTOBOH (hparMeHT pa3MeIaeTcs B IEBOM
BEPXHEM YTy, a TpaduecKuii pUCyHOK BHH3Y CIpaBa U HA00OPOT.

° NnntocTpatiii  peKOMEHJIYeTCsl  CONMPOBOXKIATh  MOSICHUTENbHBIM ~ TEKCTOM.
[Toamucu K KapTUHKaM JIy4YIlle BBITONHSATH COOKY WJIM CHHU3Y, €CIU 3TO TOJIBKO HE Ha3BaHUE
caMoro cliamma.

° Ecnu rpadudeckoe nm3oOpakeHre HCMONb3yeTcs B KadecTBe (OHA, TO TEKCT Ha
9TOM (JOHE JTOJDKEH OBITH XOPOIIO YUTAEM.

TaOauIbl U CXEMBI

o He crouT BCTaBisATh B Mpe3eHTALUIO OOJbIIME TAOJULBI — OHM TPYAHBI IS
BocnpuATus. JlydmezaMeHuTbuXrpaguKamMu, NoCTpOCHHBIMUHAOCHOBEITUXTA0IH.
. Ecnu Bce ke TabnuIly MoKaszaTh HaJo, TO CIEAYET OCTaBUTh KaK MOYKHO MEHBIIIE

CTPOK U CTOJ'I6I_[OB, OTOGpaB " pa3MCCTHUB TOJIBKO CaMbIC BA’KHBIC JAHHBIC.



o [Ipr mcnonb30BaHMU CXEM Ha claiiax HeoOXOIMMO BBIPOBHATH Psiibl OJIOKOB
CXEMBI, pAacCTOSHUE MEXIy OJIOKaMH, J00aBUTHh COCJUHUTEIBHBIE CXEMBI IPH ITOMOIIH
UHCTPYMEHTOB ABTODUTYD,

o [lpm co3maHuM cxeM HYXHO YYHUTBIBaTh CBS3b MEXKIY COCTaBHBIMU YaCTSIMHU
CXEMBI: €CITM OHU PAaBHO3HAYHBI, TO 3aMOJTHSIOTCS OJHUM MPUPTOM, POHOM U TEKCTOM, €CIIU €CTh
nepBOCTENeHHAas HH(OpMaIys, TO OHAa BBLAETSAETCS OCOOBIM CHOCOOOM C  TIOMOIIBIO
OpraHU3alMOHHBIX AUATPAMM.

Aynuo u BuneoodopmiieHne

o Bugneo, kuHO M Tene marepuanbl MOTYT ObITh HCIOJIB30BaHbI MOJHOCTBIO WIIH
(parMeHTapHO B 3aBUCUMOCTH OT LI€JI€H, KOTOPbIE IPECIIEAYIOTCS.

. [TpomomKUTENHHOCTD (prTbMa HE TOJKHA MPeBbIaTh 15-25 MuHyT, a parMeHTa
— 4-6 MUHYT.

o Henp3st ucnonb3oBaTh JBa (uiibMa Ha OJHOM MEPONPHUATHUH, HO I10Ka3aTh

dbparMeHTHI U3 IBYX (UIBMOB BIIOJIHE BO3MOXHO.

IMoaroroBka Kk 3a4éTy / 3k3amMeHy. [ OTOBUTBCS K 3a4éTy / DK3aMEHY HY)KHO 3apaHee U B
HECKOJIbKO 3TanoB. Jlysaroro:

. [IpocmaTpuBaiiTe KOHCHEKTBI JIEKIMH Cpa3y MOCI€ 3aHSATUA. ODTO IOMOXKET
pa3zo0paThCs C HEMOHATHHIMU MOMEHTAMHU JIEKIIUM U BO3HUKIIMMU BOIIPOCAMH, TIOKA €1IE JIEKLIUS
CBEa B MMaMSTH.

. berno mnpocmaTrpuBaiiTe KOHCIEKTHI 10 Hadaja CIEAYIOLIEro 3aHATHA. JTO
MO3BOJIUT «OCBEXHUTh» MPEABIAYIIYIO JIEKIUI0 M IOATOTOBUTHCA K BOCIPUATHIO HOBOIO
Marepuana.

. Kaxnyro Henento oTBoAuTe BpeMs sl HOBTOPEHUS MPOIICHHOTO0 MaTepuara.

HenocpencTBeHHONIPUIIOATOTOBKE:

. Ynopsan0ybTe CBOM KOHCIIEKTHI, 3aMMCH, 3a1aHUSI.

. [TpukuHBTE BpeMs, HEOOXOAMMOE BaM JJIsi TIOBTOPEHUS KaXKIOW dacTu (0i0Ka)
Marepualia, BBIHOCUMOT'O Ha 3a4eT.

. CocraBbTe paclucaHue ¢ y4eTOM CKOPOCTH IIOBTOPEHUSI MaTepHuaa, Juisl 4ero

. Pa3nenute Bompocs! /i 3a4€Ta / 93K3aMeHa Ha 3HAKOMBIE (I10 JIEKITHOHHOMY KYPCY,

CeMHHapaM, KOHCIEKTUPOBAHUIO), KOTOPbIE MOTPEOYIOT JHUIIH MOBTOPEHHUS U HOBBIE, KOTOPHIE
MPUACTCS OCBaMBATh CAMOCTOATENIbHO. HauHHTE ¢ TEM XOPOIII0 BaM U3BECTHBIX M 3aKPEMUTE UX C
MOMOIIbI0 KOHCTEKTa M y4eOHWKA. 3aTeM MOMOJHUTE CBOW TEOPETHUECKUU Oarak HOBBIMHU
3HAHUSIMHU, 00513aTEIHFHO BOCIIOIB30BABIINCH PEKOMEHI0BAHHON JTUTEPATYPO.

. [IpaBunbHO HCHONB3YHTE KOHCYJIbTALlUM, KOTOPBIE MPOBOAMUT IPENOAABATENb.
[Ipuxoaure Ha HUX C 3apaHee MPOpabOTaHHBIMU CAMOCTOSITENILHO Bompocamu. Bbl MoxkeTe
MOJIYYUTh Pa3bsCHEHHE 110 TIOBOJIY CJIOXKHBIX, HE JI0 KOHIIA TTOHSATHIX TEM, HO HE paCCUUTHIBANTE
BO BpeMs KOHCYJbTAIlUU HAa NCUYEPIBIBAIOIIYIO HH(OPMAIIUU IO COAEPKAHUIO BCETO Kypca.



