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Pabouas nmporpamma cocrariena Ha ocHoBe ®I'OC BO - GakanaBpuar 1o HarpaBICHHIO
noaroroBku 38.03.02 MenemkmenT (nprka3 Munoopuayku Poccun ot 12.08.2020 r. Ne 970)
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JIucr aktyanusanuu padoueii nporpaMmbl

Pabouast mporpamMmma repecMoTpeHa, 00CcyKaeHa u 0100peHa s peanuzamnuu B 2025 - 2026
y4eOHOM roly Ha 3acefaHuu Kageapsl MeHeIKMEHTa U TOCYJapCTBEHHOTO YIIPABICHUS

IIporokomor 20 1. Ne

3aB. kadeapoii O.JL Ea3ap013a

Pabouas nmporpamma nepecMoTpeHa, oocyxaeHa u ogqodpena st peanmsanuu B 2026 - 2027
y4eOHOM rojy Ha 3aceqaHuu Kadeapsl MeHeIDKMEHTa U TOCYAapPCTBEHHOTO YIPaBICHUS

[Ipotokom ot 20 r. Ne
3aB. kadeapoii O.JI. Hazaposa

Pabouas mporpamma nepecMoTpeHa, 00cyxaeHa u ogodpena st peaymsanuu B 2027 - 2028
y4eOHOM roy Ha 3acenaHuu kapeapsl MeHeHKMEHTa i FOCYAapCTBEHHOTO YIPaBICHHUS

[Iporokom ot 20 . Ne

3aB. kadeapoii O.JI. HazapoBa

Pabouas mporpamMmma repecMoTpeHa, 00CyKaeHa u 0100peHa s peanuzanuu B 2028 - 2029
y4eOHOM rojly Ha 3acefaHuu Kadeapsl MeHeKMEHTa U TOCYJapCTBEHHOTO YIIPABIICHUS

[Iporokom ot 20 1. Ne

3aB. kadeapoii O.JL ﬁa:«;apOBa

Pabouas mporpamMma repecMoTpeHa, 00CyKaeHa u 0100peHa s peanuzaruu B 2029 - 2030
y4eOHOM TOJTy Ha 3acefaHuu Kadeapsl MeHeHKMEHTa U TOCYAapCTBEHHOTO YIIPABIICHUS

[Iporokom ot 20 . Ne
3aB. kadenpoii O.JI. Hazaposa




1 Iles1u ocBOEHUSI T CHMUTLTHHBI (MOLYJI51)

M3yUYEHUE TEOPETHUUYECKUX U MPAKTHUYECKUX OCHOB CO3JaHUS IOKYMEHTOB YIpaBJICHUS;
rpaMOTHON M 3()PEKTUBHONW OpraHU3AIMK COBPEMEHHOTO JICTONPOU3BOICTBA HA TIPEANPUATHIX
Y B OpraHu3aIusX.

2 MecTo JUCHMIIMHBI (MO1YJIsI) B CTPYKTYpe 00pa30oBaTe1bHOIi POrpaMMbl

Jucuumnuza  JOKyMEHTHUpOBaHHME  YIPABIECHYECKONW  JAESITEIbHOCTH  BXOJUT B
00s13aTeNIbHYIO0 YaCTh y4eOHOTO I1aHa 00pa30BaTENbHOM MPOTPAMMBI.

JUis  u3ydeHus  JUCUUIUIMHBI  HEOOXOAWMBbI  3HAHUA  (YMEHHUS,  BIAJCHHUS),
c(OpMHUPOBAHHBIC B PE3YJIbTATE U3YyUCHHS AUCIUTUTUH/ TPAKTUK:

OTtedecTBEHHAs UCTOPUS

Uctopus Benukoii OTeuecTBEHHON BOMHBI

HNHocTpaHHbI SI3bIK

be3onacHOCTb KU3HENEATEIBHOCTH

CornanbHOE TapTHEPCTBO

JInmuyHOCTHO-TIpO(heCcCHOHANTBHOE CAaMOPa3BUTHE

JlenoBasi KOMMYHHKaIUSl HA PyCCKOM SI3bIKE

Kynbsryponorus

dusznyeckas KyJabTypa U CIIOpT

DKOHOMHKA

DKOHOMUKA rOCYJapCTBEHHOTO U MyHHUIUIIATILHOTO CEKTOpa

Maremaruka

HNudopmartuka

CraTucTuueckre METO/Ibl B TOCY/IapCTBEHHOM M MYHUIIUIIaJIbHOM YIIPaBJIEHUN

Beenenue B mpodeccuto

[TonuTonorus 1 reonoJIMTUKA

OcCHOBBI TPYIOBOTO 3aKOHOAaTeNbcTBa PD

Teopus rocynapcrsa u npasa

AHTHKOPPYNIMOHHAS MOJUTHKA B TOCYIapCTBEHHON U MyHULIMIIAILHON CITyXk0e

OCHOBBI FOCYAAPCTBEHHOT0 U MyHUIIMIAIILHOTO YIIPaBICHUS

Hcropus rocyjapcTBEHHOTO yIIPaBICHUS

TeppuroprabHBIA MAPKETUHT

VY4eOHasi - 03HaKOMUTENbHAS IPAKTUKA

Crnenuduxa myOIMYHBIX BHICTYTICHUH

3HaHus (YMEHUS, BIAJEHUS), TOJYYCHHbIE NPU U3YYEHUU NAHHOW TUCIUIUIMHBI OyayT
HEOOXOIUMBI JUIsl U3yUSHUS U CIUIUTNH/TIPAKTHK:

I'ocynapcTBeHHOE perynupoBaHUE YKOHOMUKH

Crparerndeckoe pa3BUTHE MyHULIMIIATBHOIO 00pa30BaHus

VY4eTHbIE CUCTEMBI B TOCYIapPCTBEHHOM CEKTOPE

YcroitunBoe pazsutue u ESG

Hudposas Tpanchopmariyisi rocy1apCTBEHHOTO M MyHHUITUTIATLHOTO YIIPaBICHUS

MHBeCTUIIMOHHOE MJIAHUPOBAaHUE U SKOHOMHYECKAsl OLIEHKA PETMOHAIBHBIX NPOEKTOB U
nporpamMmm

YpOanucTuka: ropojickoe MiaHupoBaHUE

WHBecTUIIMOHHAS IPUBIIEKATENBHOCTh PETHOHA

ConmanpHas noautuka PO

I'ocynapcTBeHHOE perynupoBaHUEe MUTPALIMOHHBIX U JeMOTrpadUuecKux MpoLeccoB

I'ocynapcTBeHHOE peryMpoBaHUE PbIHKA TPYy1a

VYrpaBiieHue 4yeloBe4eCKUMU pecypcamu

IIpon3BocTBEHHAs — IPEIUIUIOMHAs TPAaKTUKA



ITonroroBka k cade ¥ cjada rocyJapCTBEHHOTO DK3aMEHA

[TonroToBka K Mporeaype 3aliThl U 3alI1Ta BHITYCKHOM KBaTH()UKALMOHHOM pabOThI

IIpon3BoaCTBEHHAs - MPAKTUKA 110 MOJYYEHHIO NPOPECCHOHATIBHBIX YMEHHH M OIbITa
podecCHOHATLHOM ACSITETEHOCTH

3 KomnereHuuu o0y4arouierocsi, opMupyemMbie B pe3yaibTaTe 0CBOEHUsI

AMCHUIIMHBI (MOYJIS1) M IIJIAHUPYEMbIE Pe3yJbTAThI 00y4eHu s

B pe3ynbraTe ocBOeHMS JUCHUILTUHBL (MOIYJsi) «JlOKyMEHTUPOBaHUE YIIPABIEHYECKOM
JeATEeTLHOCTIY 00yYaronIuics 10KeH 00Ia1aTh CAeAYIOIUMHI KOMITETCHIIUSIMU:

Kon unaukatopa

I/IH,[[I/IKaTOp JOCTHIXXCHHA KOMIICTCHIIMN

YK-4 Cnoco0eH OCyIIECTBIATh JIEIOBYI0 KOMMYHHKAIIMIO B YCTHOM M MUCBMEHHOW (opMax Ha
rOCYAapCTBEHHOM si3blke Poccuiickoit Denepanuy 1 THOCTPaHHOM(bIX) sI3bIKE(aX)

VK-4.1

Bri6upaer ctuib oOLIEHHSI HA PYCCKOM SI3bIKE B 3aBUCUMOCTH OT LIETIH U
YCJIOBHUH MapTHEPCTBA; aJAaNTHPYET peyb M CTUJIb OOIICHUS K CUTYaIlUsIM
B3aUMOJCICTBUS

YK-4.2

Bener nenoByro nepenucky Ha pyCCKOM M HHOCTPAHHOM SI3BIKAX C YYETOM
OCOOEHHOCTEH CTUIUCTUKH O(HUIMATBHBIX IMHCEM M COIMOKYJIBTYPHBIX
pasInuuim

YK-4.3

Brimoansaer IS JIMYHBIX neien IIEPEBO] oq)HuI/IaJILHLIX 71
MPOoECCHOHAIBHBIX TEKCTOB C HMHOCTPAHHOTO S3bIKa Ha PYCCKUH, C
PYCCKOTIO SI3bIKA HA MHOCTPAHHBIN

YK-4.4

[IyObnuuHO BBICTYymaeT Ha PYCCKOM SI3bIKE, CTPOUT CBOE BBICTYIIEHUE C
YUYETOM ayJIMTOPHUHM U 11eJIU OOLIeHUs

YK-4.5

YcTHO MNpCeACTaBIACT PE3YJIbTAThI cBOCH JACATCIIBHOCTH HAa HMHOCTPAaHHOM
SA3BIKC, MOXKET NOJJACPXKATH Pa3roBOp B X0A€ UX O6CY)KII€HI/I$I




4. CTpPyKTYpa, 00bEM U coiepKaHue TUCIMIINHBI (MOIYJIs)
OO0mmast TpyI0eMKOCTh TUCIHHILTUHBI cocTaBiseT 3 3aueTHbIX eauHui 108 akan. gacoB, B ToM

HHUCJIC:

— KOoHTakTHas pabora — 10,5 akan. gacos:

—aynurtopHas — 10 akay. gacos;

— paeayauropras — 0,5 akaj. 4acos;
— camocTosTenpHas padota — 93,6 akaj. 4acos;
— B (hopMe nmpakTuyeckoit moarotoBku — 0 akaj. gac;

dDopMa arrecTaluu - 3a4cT

YHPABJICHYCCKUX JTJOKYMCHTOB.

AynutopHas % o
<
KOHTaKTHasI =
5 E z dopma TeKyIero
T
Paszen/ Tema o pabora g S Bunx KOHTPOJIS Kon
& (Bakax. yacax g .
> ( a ) & O| caMOCTOATENLHOM | ycrieBaeMoCTH U
JUCLIATUINHBI ) E s .. | KoMIeTeHInu
Q & paboThI MIPOME)KY TOUHOM
1a6. |mpaxr. | £ 3
Tex. | "20- [MPAKT-| 219 aTTecTaluy
3aH. | 3aH. |O S
1. Teoperuueckue OCHOBBI
JIeTIONPOU3BOJICTBA OPraHH3AIIHH.
1.1 HWudopmarus, ee KpPUTCPHUH.
JlokyMeHT. PexkBH3UT [OKyMEHTa.
®ynkuun nokymenTa. FOpunndeckas
cHJIa TOKyMeHTa. J{enonpon3BoacTBo,
JIOKYMEHTUPOBAHUE.
Y P CamocTosiTenbHOe
JlokyMeHTanoHHOe obecrieueHne
n3ydyeHue
YIpaBIEHUS. JlokyMeHTO00O0pOT. . YK-4.1,
yueOHoil u
Knaccugpukanus JIOKYMEHTOB. N YK-4.2,
Hay4HOH KommprotepHoe
Cranpmapruzaims  u  yHHukanusa| 2 | 0,5 1 15,6 VK-4.3,
JUTEPATYPBI TECTHPOBaHHE
JIOKYMEHTOB. YHudunuposaHHas YK-4.4,
PaboTa ¢
cucrema  gokymeHtammu  (YCI). VK-4.5
CucreMbl JOKyMeHTaluu. [IpuHIUIBL OJICKTPOHHBIMH
Y P O6ubmmorekaMun
JIeTIOTIPON3BOICTBA.
HopmaTtusHO-MeTOANYECKAs 6aza
JOKyMEHTHUPOBaHHS yIPaBIEHIECKOM
JIESTEIbHOCTH u OpraHu3aluu
paboTHI ¢ JOKYMEHTaMHU.
HWroro no pazaeny 0,5 1 15,6
2. OOmme mpaBuna  OGOPMIICHHS




21 ToCT P 6.30-2003
"YHuduiupoBaHHbIe CHCTEMBI
JOKyMEHTAllMU.  YHU(DUIMPOBaHHAS
cucTeMa
OpTaHU3aIIMOHHO-PACTIOPAIUTEIIHLHON
JOKyMEHTaIIUH. TpeboBanus K
0 OPMIICHUIO JIOKYMEHTOB".

CocraB PEKBHU3HUTOB, ux
MECTOPACIIOJIOKEHHE Ha JIOKYMEHTE.
dopmyisip-oOpaser] TOKyMeHTa.

0,5

15,6

CaMOCTOSTENbHOE
H3yYCHUE
y4eOHO u
Hay4HOU
JTUTEPaATyPHI
Pabota ¢
3JIEKTPOHHBIMHU
OnOIMOTEKAMHU

Komnsroreproe
TECTUPOBaHHE

VK-4.1,
VK-4.2,
VK-4.3,
YK-4.4,
YK-4.5

Uroro mo pazneny

0,5

15,6

3. OcobennocTn COCTaBJICHUS
OoQOpPMJIEHHSI ~ OCHOBHBIX
VIPABJICHMSL.

u

JTOKYMCHTOB

3.1 OcHOBHBIE T'pYHIIbI JOKYMEHTOB.
HopmaTuBHBIE JIOKyMEHTBI
rOCyZIapCTBEHHBIX OpraHoB.
OpraHu3aloHHbIE JIOKyMEHTBI
TPEANPHUSITHSL. JIOKHOCTHBIE
HMHCTPYKIHH. PacnopsiintensHbie
JIOKYMEHTBI TPEINPHUATHs. [IpHKa3bl
o OCHOBHOM IEeATEIIHbHOCTH.
Pacniopsoxenus, pelieHus.
HudopmannoHHO-CIpaBOYHEIE
JIOKyMEHTBI. [IpOTOKOJBI, TONHAS |
Kpatkas ¢opmMa uX OPOpPMIICHHUS.
AKTBL. CrnyxeOHble u
00BsCHUTENbHBIE 3amiCcKH. CIpaBKH.
CayxebHble noBepeHHoCcTH. [Tucbma,
UX  KIaccupHKanus, — CTPYKTypa,
CTaHIapTHbIE (pa3bl U BHIPAKEHHS.
Hopwmsbl odunmansHO-IeI0BOT0 CTHIIS
CIIy’)K€OHBIX JIOKYMEHTOB. JlenoBoe
MHCBMO  MEXIYyHapOJHOTO oOpasma.
®akcel, TenedoHorpammsl. Jlorosopa,
KOHTpPakThl. COBpEeMEHHBIE CIIOCOOBI
1 TEXHUKA CO3AaHUs JOKYMCHTOB.

0,5

15,6

CaMocTosATENEHOE
U3yuYeHHE
y4eOHOI 1
HAay4YHOU
JIUTEPATyPhI
Pabota ¢
3JIEKTPOHHBIMHA
OubIMoTEKAMHU

Kowmmeroreproe
TECTHPOBaHHE

VK-4.1,
YK-4.2,
VK-4.3,
YK-4.4,
VK-4.5

Hroro no pazneny

0,5

15,6

4. TIpaBuna ohopMIIeHHsT JOKYMEHTOB IO

JUYHOMY COCTaBY.




4.1 IMousTHE u CTPYKTypa
TIePCOHANTBHBIX JTAHHBIX.
[MpuHaAIEKHOCTH MIePCOHANBHBIX
JIAHHBIX: COOCTBEHHHUK, JEPXKaTelb W
MI0JTE30BaTENb MIePCOHATBHBIX
. CamocrosTensHoe
JIAHHBIX. CtpykTypa  KaapoBOH
. n3ydeHune
UH(POPMAIIOHHO-TOKYMEHTAI[HOHHOM qeBHOM 1 YK-4.1,
cuctembl. OdopMiIeHHE JTOKYMEHTOB y . VK-4.2,
HayqHOU Kowmmerorepraoe
[pY TIpUEMe, YBOJIBHEHHH U NIEPEBOJIC 0,5 15,6 YK-4.3,
JUTEPATyPhI TECTUPOBAHUE
pabOTHUKA Ha JPYrylO JOJKHOCTb. YK-4.4,
Pabora ¢

Ankera.  TpymoBble  KOHTPAKTBI. YK-4.5

JNEKTPOHHBIMU
IMpuka3el 1O JIMYHOMY COCTaBy.

OoubmoTekamMu
OCHOBHBIE PEKBH3HTHI TOKYMEHTOB H
npaBwia ux odopmienus. Kpartkue
CBEJCHUS O MpaBWiIax OGOPMICHHUS
TPYIOBBIX KHIDKEK, JTUYHBIX
KapTOYeK, JINYHBIX JIeJl paOOTHHKOB.
Hroro no pazgeny 0,5 15,6
5. Opranuzanust JOKyMeHT000O0poTA.
5.1 TloHsaTuss AOKYMEHTOOOOPOT U
OpTaHU3AINST JOKyMEHT0000pOTA.
HopmaruBHO-MeToAnYECKas
periaMeHTaIms JIOKYMEHTO000poTa. CamocrosTenpHOe
OcHOBHBIE IIpaBUIa  OpraHU3aLUU H3y4EHHE VK-4.1
JIOKyMEHTO000pOTa Ha MPEANPHUITHH. y4aeOHOU 1 VK 4'2'
KauectBennsie XapaKTEPUCTUKU 1 156 HaY4HOM Komnsroreproe VK 4'3'
JIokyMeHToobopota. Knaccudukanus ' TUTEPaATyPHI TECTUPOBAHHE VK 4' 4'
JIOKYMEHTOIIOTOKOB: Pabota ¢ VK 4' 5‘
TOPU3OHTAJIBHEIE, BEPTHKAJbHBIE, JNIEKTPOHHBIMU '
BOCXO/ISIIIHE, HHUCXO/ISIINE, OMOIMOTEKAMH
BXOJISIIIHE, WCXOJISIIIHE u
BHYTpPCHHHE. IMoacuer o0bemMa
JIOKyMEHT0000pOoTA.
Hroro no pazneny 1 15,6

6. OcHOBHBIE IIpaBWJIa OPTraHHU3AIMU

paboThI C TOKYMEHTaMH.




6.1 O6paboTka MOCTYTIAFOIIIUX
nokymeHnrtoB. IlepBuunas oOpaboTka
JIOKYMEHTOB. Oo6urme MpaBuIa
pETHCTpAlMK  TOKYMEHTOB, (HOPMBI
peructpanuu. [lepenada JOKyMEHTOB,
pPacCMOTPEHHE WX PYKOBOAUTEIEM.
IMopsiiok HampaBiieHHs TOKYMEHTa Ha
UCTIOJIHEHHE ¥ PabOThl MCIIOTHUTEIS
c JIOKYMEHTaMH. Hcnonuenue
JIOKyMeHTa. Bugel  u  Qopmsl
KOHTPOJSI ~ MCTIOJNHEHUs, CPOKOBas
KaproTeka. OpraHu3anusi TEKyIIero
xpaHeHus: jaen. HomeHkmatypa nen,
o0mue TpeboBaHmMs, BUIBI
HOMEHKJIATYD. CocraBiieHne
HOMEHKJIATyphl nen. dopmupoBanue
u oopmiienue nen. CucremaTu3arus
JIOKYMEHTOB B Jeiie. XpaHEHHE JIel.
TToaroToBKa JOKYMEHTOB K mepenade
Ha apXuWBHOE XpaHeHue. Kpurepuu
OlleHKH J0KyMeHTOB. CocTaBieHue
Oonucel Aen.

15,6

CamocrosTensHOe
n3ydeHune
y4eOHO u
Hay4HOU
JUTEPATypPHI
Pabota c
NIEKTPOHHBIMU
Ooubimorexkamu

Komnsroreproe
TECTUPOBaHHE

VK-4.1,
VK-4.2,
VK-4.3,
YK-4.4,
YK-4.5

Hroro no pazneny

15,6

Hroro 3a cemectp

93,6

3a4€T

Hroro no JAUCHUIIIINHE

93,6

3a4€T




5 O06pa3oBaTejibHbIE TEXHOJIOTHH

1. TpagunuoHHble 00pa30BaTEIbHBIE TEXHOJIOIMM OPUEHTHUPYIOTCS HAa OpraHU3alUio
00pa3oBaTeNbHOTO  MpoLlecca, MPEANOJArapilyl0 MNPSMYI  TPAHCISAIUI 3HAHUA  OT
IpernoiaBaTess K CTy/ACHTY (IIPEUMYIIECTBEHHO Ha OCHOBE OOBSACHUTEIHHO-MILTIOCTPATUBHBIX
METO/I0B OOYUCHHS).

@®opmbl yueOHBIX 3aHATHH C UCTIOIB30BAHUEM TPAAULIIMOHHBIX TEXHOJIOTHIA:

Nndopmannonnas Jekuuss —  [OCIENOBAaTEIbHOE H3JIOKEHHWE Marepuaiga B
JUCHUTUTMHAPHON JIOTHKE, OCYLIECTBISIEMOE NPEUMYIIECTBEHHO BepOAJbHBIMU CPEICTBAMU
(MOHOJIOT TperoaaBaTes).

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

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

®opmbl y4eOHBIX 3aHATHI C UCIIOJIb30BAHUEM TEXHOJIOTUH MPOOIEMHOT0 O0YUCHHUS:

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

3. TexHonoruu MpOEKTHOrO OOy4YEeHMs] — OpraHu3alus 00pa30BaTEIBLHOrO IMpollecca B
COOTBETCTBUHU C QJITOPUTMOM IIO3TAINHOTO PELIEHUS MPOOJEMHOW 3aJaydl WM BbIIOJHEHUS
yueOHoro 3ananus. [IpoekT npeanonaraer COBMECTHYIO yueOHO-TIO3HABATENbHYIO 1€ATEIbHOCTh
IpyIIbl CTYIEHTOB, HAIIPABJIEHHYIO HA BbIPAaOOTKY KOHLEMIMH, YCTAHOBJIEHHUE LI€JeH U 3a1ad,
(bOpMyIIUPOBKY OXHAAEMBIX PE3yJIbTAaTOB, OMpPECICHUE MPUHIMIIOB U METOJUK PEIICHUS
IIOCTABJIEHHBIX 3ajay, I[UIAHUPOBAaHHWE XoAa pabOThl, MOUCK JOCTYHNHBIX M ONTHUMAJIBHBIX
pEeCypcoB, MO3TANHYIO pealu3aluio IIaHa paboThl, MPE3CHTALUI0 PEe3yJbTaTOB pabOThI, HX
OCMBICJICHHE B Pe(IICKCHIO.

OCHOBHBIE TUIIBI IPOEKTOB:

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

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

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

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

5. HudpopmManMOHHO-KOMMYHUKALIMOHHBIE ~ 00pa3oBaTeNbHbIE  TEXHOJOTUH  —
opranusaius 00pa3zoBaTeIbHOTO MPOIecca, OCHOBaHHAsI HA MPUMEHEHUH CIIeUAIN3UPOBAHHBIX
IPOTPaAMMHBIX CPeJl ¥ TEXHUYECKHUX CPEJCTB PabOThI ¢ HHPOPMALIUEH.

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

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

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



MPOrPaMMHBIX CPE/ICTB.

6 YueOHO-MeTOAUYECKOE 00eciedeHUe CAMOCTOSITeJIbHOI PadoThl 00y4yaroImMXcst
[Ipencrasneno B npuioxenuu 1.

7 OueHOYHBIE CPeACTBA /sl IPOBeeHHs IPOMEKYTOUYHOI aTTecTaluH
[IpencraBieHbl B IPUIOKEHUU 2.

8 YueOHo-MeTOAMYeCcKOEe H HH(POPMALIMOHHOE O0ecneyeHue TUCIUIIHHBI (MOTYJIs1)

a) OcHoBHas1 IMTEpPaTypa:

1. CyxoueBa, H. A. JloKyMEHTHMpOBaHHE YIpPABJIECHYECKOW WU NPOU3BOACTBEHHOMN
JEATEIBHOCTH . yueOHo-MeToanueckoe mocobue / H. A. Cyxouea, A. C. Boruénkosa. — Opein :
Openl'AY, 2023. — 77 c¢. — Teker : anextponHbldd // JlaHb @ 31IEKTPOHHO-OMOIHOTEUYHAS
cucrema. — URL.: https://e.lanbook.com/book/362465 (mata oopamienus: 22.05.2023). — Pexum
JI0CTyTa: /Ui aBTOPHU3. I10JIb30BaTENEH.

0) JlonmosiHuTeIbHAS JIUTEPATYpA:

1. IMaBnoBa, P. C. JlokyMeHTaIMOHHOE obecreueHre paboThl KaapoBoit ciysxosl / P. C.
[TaBnoBa. — 2-¢ w3a., crep. — Cankr-IlerepOypr : Jlams, 2023. — 468 c. — ISBN
978-5-507-46442-5. — TekcT : snekTpoHublii // JIaHb : 2IeKTpOHHO-OMOIHOTEYHAsS CHCTEMA. —
URL.: https://e.lanbook.com/book/310172 (mara oGpamienus: 22.05.2023). — Pexxum noctyma:
JUTS aBTOPU3. TTOJIb30BATEIICH.

2. ITaBnoBa, P. C. Jlokymenraimontoe obecrnieucnue ynpasienus / P. C. [aBiosa. — 2-¢
u3., crep. — Cankr-IletepOypr : Jlanp, 2023. — 608 ¢. — ISBN 978-5-507-46443-2. — Tekcr :
anekTpoHHbii [/ JlaHb : JNEKTPOHHO-OMOMoTewnas ~ cucrema. —  URL:
https://e.lanbook.com/book/310175 (mara obpamenus: 22.05.2023). — Pexum gocryma: s
aBTOpU3. MoJb30BaTesel. lo0aBuTh muTepaTypy

3. ITopdupses, J. H. lokymMeHTaIImOHHOE 00ECIIeYeHNE YIIpaBIeHus | yueOHoe mocobue /
. H. TlopdupseB. — Ilensza : TII'AY, 2022. — 122 ¢. — Tekcr : snextponHbiit // Jlaub :
3NIEKTPOHHO-OMbOaMoTeynas cuctema. — URL: https://e.lanbook.com/book/270956 (marta
obnamenus: 22.05.2023). — Pexum ocTvia: i aRTODUR. TTOTTh3ORATETEN .

B) MeToanyeckne ykazaHus:
[IpencraBieHbl B IPUIOKEHUU 3.

r) IIlporpammHuoe ob6ecnieyenune u MHTEpHET-pecypehl:

IIporpammHoe o0ecnieyenmne

Haumenoanue [10 Ne norosopa Cpox 1eicTBUs TUIIEH3UU
7Zip ¢B000HO pacmpocTpansemoe 10 0eCCpPOUYHO
MS Office 2007

SO 1ce 00 Ne 135 o1 17.09.2007 0eccpouHo
Professional
FAR Manager ¢B0001HO pacnpocTpansgemoe 110 0eCcCpoOYHO

IIpodeccnonanabHbIe 6a3bl JAHHBIX H HH(POPMAIHOHHBIE CIPABOYHbIE CHCTEMbI
Ha3BaHue kypca CchLika

denepanbHOE rOCyIapCTBEHHOE OrODKETHOC
yupexaenne «Denepanbubiii HHCTUTYT npombinuienHoi|URL: http://www1.fips.ru/
COOCTBECHHOCTHY
HanunonansHast nH(OPMAIMOHHO-aHATUTHYECKAs URL:

cucreMa — Poccniickuii MHAEKC Hay4HOrO0 HUTHPOBAHUS

(PUHID) https://elibrary.ru/project_risc.asp




ITouckoBas cuctema Axagemust Google (Google Scholar) [URL: https://scholar.google.ru/

DjekTpoHHas 0a3a mepuoauYecKux m3manuii East View
Information Services, OO0 «UBUC»
9 MaTepHaJIbHO-TeXHHYECKOE o0ecneyeHne JUCIHILITHHBI (MOIYJIsl)

https://dlib.eastview.com/

MarepuanbHO-TEXHHUECKOE 00ecIieueHre JUCIUTUINHBI BKITIOUACT:

1. Yuebuble ayuTOpun Ui NPOBEICHHS 3aHATHH JIEKIUOHHOTO THUIIA: MyJIbTUMEIUIHbIE
CpeACTBa XpaHEHHsI, TIEpelavyy ¥ IPEACTaBICHUS HH(POPMAIIHH.

2. YyeOHble ayAMTOpUHU [UId NPOBEIEHHsS MNPAKTUYECKUX 3aHATUH, TIPYNIOBBIX U
VMHIMBUAYAIbHBIX KOHCYJbTAllMM, TEKYIIEro KOHTPOJIS M IPOMEXKYTOUHOM aTTECTALUU:
MYJbTUMEIUMHBIE CPEJCTBA XpAaHEHHUs, Mepelaud U NpeAcTaBiIeHUus MH(OpMaIK; KOMIUIEKC
TECTOBBIX 3aJJaHUH JUIsI IPOBEACHHS IPOMEXYTOUHBIX U PYOEIKHBIX KOHTPOJICH.

3. Tlomemenust Ay caMOCTOSTENbHOH pabOThl OOydaroOIMXCs: IEpCOHATIbHbIE
kommpioTepsl ¢ makerom MS Office, Beixomom B MHTEpHET M € JOCTYIIOM B 3JCKTPOHHYIO
UH(POPMALIMOHHO-00pa30BaTENbHYIO CPEly YHUBEPCUTETA

4. TlomeweHuss i XpaHEHUS U MNPOPUIAKTUYECKOTO OOCITYKHMBaHUSA Y4eOHOIO
oOopynoBaHus: mKappl Ui XpaHEHUs Y4yeOHO-METOAMYECKOH JOKyMEHTaluH, Y4eOHOro
000DVIIOBaHUS U VIEOHO-HATIIAIHBIX TOCOOUH.



ITPHJIO)KEHUE 1

B mpornecce camocTOSTENbHOTO M3Y4YeHHs] AUCLHUILIMHBI, MMOATOTOBKH K CEMHHApPCKUM
3aHATHUSAM CTYIEHTY HEOOXOMMO HAWTH U U3YYUTh PEKOMEHAYEMYIO JIUTEPATypPy, ACHCTBYIOLINE
3aKOHOJATeIbHbIE U HOPMATUBHBIE aKThl. [IJisi OCMBICTIEHUS] TPOYUTAHHOTO MaTepuasa CTyIAeHTY
IpeJlaraeTcsi OTBETUTHh Ha BOMPOCHI. PellieHre TecToB, CUTYallMOHHBIX U aHATUTUYECKUX 33]a4
HAYYUT CTYACHTOB CAMOCTOSITENIbHO PUHUMATh YIIPABICHYECKUE PEIICHHUS.

Opranu3anOHHO-METOJUYECKUE DPEKOMEHJAIMH JUIsl TOATOTOBKM K IPAKTHUYECKUM
(ceMHUHApCKUM) 3aHITHSIM

Cemunap (at. seminarium - OyKBaJIbHO: «pacCaHHMK») — ydeOHOE 3aHsATHE, B XOJe
KOTOpPOTO OpraHusyercsi oO0CyxkAeHue (yHIaMEHTAIbHBIX WJIH JUCKYCCHOHHBIX MpobiieM
M3y4aeMOM HaAyKU U CBSA3aHHOM C HEU NPAKTUYECKOU NEeATEIbHOCTH.

B nensax 6onee moapoOHOro U aIeKBaTHOI'O COBPEMEHHOM CUTyallMM aHajiu3a Mpolsiem
yOpaBJICHUSI CTyJIEHTaM pPEKOMEHIyeTCs oOpamiaThCsi K MEpPUOAMYECKON JHTeparype H
MaTepua-liaM CpEeJCTB MaccoBoi HHGOpMalMy, B KOTOPOH MOXHO HAWTH HE TOJBKO
AQHAJTUTHYECKUE CTA-ThU IO PA3JIMYHBIM acCHeKTaM OOO3HAYCHHBIX B TEMATHKE CEMHHAPCKHX
3aHATUNA TpoOJieM, HO M CTATUCTHYECKHE [aHHbIe, MaTepuanbl MPHUKIATHOTO XapakTepa,
HOpPMAaTUBHBIE TOKYMEHTHI. LlenecooOpa3Ho He orpaHMYMBATHCA YKAa3aHHBIMH HCTOYHHKAMH, a
OCYIIECTBIISATH COOCTBEHHBII MOUCK TEOPETUYECKUX U MPAKTUYECKUX MATEPUAIIOB, UTO SBISETCS
OJTHUM M3 JIEMEHTOB CAMOCTOSITENIbHOW MH(POPMALIMOHHO-aHAIUTHIECKOM pabOThI CTYICHTOB.

[ToaroroBka K CEMHMHAPCKUM 3aHATHSAM IO JUCIUIUIMHE JAOJDKHA BKIIIOYATH CIETYIOIINE
ACTICKTBHI:

1) 3HaKOMCTBO C COOTBETCTBYIOIIMMH TJIaBaMHU y4eOHUKA; ONTUMAaJIbHBIM ObLT OBI
Ba-puHaHT pabOTHl HE C OJHUM YYEOHHKOM, TaK KaK pa3HbIMH aBTOpaMH H30paH pa3IHMYHBIN
MOAXOJ K TPEAMETy, M IMOJIE3HO IOHATH OCOOCHHOCTH TMOAXOAOB, CPAaBHUTh HX, UYTOOBI
BbIpa0OTaTh CBOIO MO3UIIMIO;

2) YTeHHUE KOHCIIEKTA JICKIIUU;

3) YTEHHWE M OCMBICIIEHHE OIHOTO-IBYyX HWCTOYHHUKOB W3 MPHUBEICHHOTO CITUCKA
JUTEPa-TypHl.

BbI00p MOTMONHUTENBHBIX TMEPBOMCTOYHHUKOB, KOTOPBIE MOTYT OKa3aTh IMOMOINb IIPU
NOJ-TOTOBKE K BBICTYMJIEHHIO M MO3BOJAT OPraHU30BaTh HAa CEMUHApe IUCKYCCHIO, CTYAEHT
OCYIIECTBIISIET TTI0 CBOEMY YCMOTPEHHIO, B COOTBETCTBUU CO CBOMMH HHTEPECAMH, OPUEHTUPYSICh
Ha BOIPOCHI CEMUHAPCKOTO 3aHSTHUS.

BricTymieHre Ha ceMUHape TOIHKHO OBITH JIOCTaTOYHO apryMEHTHPOBAHHBIM, 3aHHUMATh
0 BpeMeHU He Oosiee Tpex MUHYT. B Xoze BBICTYIUIEHUS >KENaTelbHO COMOCTABUTh TOYKH
3peHHsl pa3InYHBIX aBTOPOB Ha HM3JaraeMyro mpoonemy. [IpeanodrurensHo, 9TOOBI IO OJHOMY
BOIPOCY BBICTYIIHJIO HECKOJIBKO CTY/IE€HTOB, BBICKa3bIBasi CBOM MHEHUS, JIOTIOJIHSASA APYT Apyra. B
ujeane CEMHHAPCKOE 3aHSATHE JOJDKHO MPOXOAHUTH B (opMe MUCKYCCUH. Pe3ynbrarel paboThI
CTYJACHTOB Ha CEMUHApCKUX 3aHATHUAX O0S3aTeNbHO YYMUTHIBAIOTCS MpEnojaBaTeieM Ipu
BBICTABJIEHUU OAJIOB.

IIpuMepHBbIe ayIUTOPHBIE NIPAKTHYECKHE PA0OTHI:

AIIP Nel «Teopernyeckue 0CHOBBI 1€JI0NPOU3BOACTBA OPraHU3ALUID).

[IpoBoautcst B popme  cemMuHapa mo OOOOMIEHMIO U YIrAyOJNeHHIO — 3HAHWMA
MOHSATUHHO-KAaTErOPUAIBLHOTO anmnapara JUCIUTITUHBI C 3JIEMEHTAaMHU JTUCKYCCHUH.

Ornpoc no maTepuaiam JeKkuu 1.

DBOJIONMS  IOKYMEHTa Kak Hocutenss uHpopMmarnuu. Bo3HUKHOBEHHME M pa3BHUTHE
OTEUYECTBEHHOT0 JelIonpou3BojAcTBa: JlenonpousBoactBo B cpenHue Beka (XI-XV BB.).
[Tpukaznoe nemnomponsBoacTBo (XVI-XVII BB.). Komnexckoe nemompounssoactso (XVIII B.).
Munuctepckoe aenomnpou3BoactBo B Poccum (XIX - wawanmo XX BB.). ['ocymapctBeHHOE
JIETIONIPOU3BOJICTBO B COBETCKOE BpeMs. COBpEMEHHOE JEN0NPON3BOJACTBO B PD.



AIIP Ne2 «CoBpeMeHHOe roCyJapCcTBEHHOEe PeryJiMpoBaHHue [1eJONPOU3BOACTBA B
P®».

3akoHOaTENIbHOE peryJMpoBaHue aenonpousBoactBa B PD. denepanpHbiii 3akoH «O0
uH(popMaIu, HHPOPMAIIMOHHBIX TEXHOJIOTHUSX U O 3anuTe nHpopmammm». DeaepanbHbId 3aKOH
«O xommMmepueckoit TaitHe». DenmepanpHblii 3akoH «O0 apxuBHOM jene B Poccuiickoit
Oenepanun». Peaepanbblii 3aK0H «O NEPCOHATBHBIX JaHHBIX». [locTaHOBIEHNE TPABUTEIBCTBA
P® «IIpaBuiia moAroTOBKM MPABOBBIX aKTOB (eiepalbHbIX OPraHOB UCTIOJHUTENLHOM BIACTH U
UX FOCYapCTBEHHOU PETUCTPALIUNY.

HopMaTtuBHO-MeTOAMYECKOE DPETyJIMPOBAaHUE JIEIOMPOU3BOJCTBA. ['ocynapcTBeHHas
CHUCTeMa JOKYMEHTAI[MOHHOTO oOecrieueHus ympapieHus. OOmme monoxeHus. OOmme
TpeOOBaHUs K JOKyMEHTaM M ciiy>k0am nokymenTtanuonHoro obecrieuenus (I'CAOY). TOCT P
6.30-2003: YHu(UUIUPOBAaHHBIE CHCTEMBl JIOKyMEHTAllMHd. YHU(PHUIUPOBAHHAS CHUCTEMaA
Opra"nu3aoHHo-pacnopaauTebHoil qokyMeHTanuu. ['OCT P 51141-98 [lenonpou3BocTBO U
apxuBHOe Jeno. TepmuHbl U onpeaeneHuss TumoBas MHCTPYKLMS MO JAEIONPOU3BOACTBY B
denepanbHbBIX OpraHax HCIOJMHUTEIbHOW BiacTH. [lepedyeHb THUIIOBBIX YHIPaBICHUYECKUX
JIOKYMEHTOB, 00pa3yIoIUXCsl B I€ATEIbHOCTH OPraHU3alnii, C yKa3aHUEM CPOKOB XPaHEHHUSI.

AIIP Ne3 «TpeGoBaHus Kk 0J1aHKaM JOKYMEHTOB YIIPaBJICHUS».

[IpoBogutcst B Qopme cemuHapa mo OOOOIIEHUIO U  YIUIYOJNEHUIO 3HAHUU C
aneMeHTaMu Juckyccur. [lonsitue m Buael OnankoB. OOmmii O6nank. brnank nucema. brank
KOHKPETHOT'O BUJa JOKyMeHTa. braHku ans paboThl ¢ HHOCTPaHHBIMH KOMOaHUSMU. ['epOoBbIit
Osank. PexBusuthl O6sanka. [IpononpHOE pacnosnoxenne peKBU3UTOB OjlaHKa. YTII0Boe (hj1aroBoe
U IICHTPOBAaHHOE PACIIOJIOKEHHE PEKBU3UTOB OJIaHKA.

BrImonHeHne MpakTUYeCKOro 3aJaHusl M0 COCTABJICHUIO YIJIOBOTO M TIPOJOIHHOTO
oOpasia OnaHka.

AIIP Ne4 «O0mme npasuiia 0popmMJIeHUs YIIPABJIEHYECKHX JOKYMEHTOBY.

[IpoBonuTcs B popme cemuHapa o oOOOIIEHUIO U YIITyOJIEHUIO 3HaHUN C AJIEMEHTaMU
muckyccun. Onpoc mo marepuanaMm Jiekuunu 2. IlpakTudeckoe 3HAKOMCTBO C O(OpMIIEHHEM
PEKBU3HUTOB JOKYMCHTOB YITPABJICHUA, Brmmonmaenne KOHTPOJIbHBIX SajlaHI/Iﬁ

AIIP NeS «CocraB/ieHne JIUNYHBIX JOKYMEHTOB.

IIpoBomutcst B ¢opmMe ceMuHapa MO OOOOIIEHUIO M YIIAyOJIEHWIO  3HAaHUH ¢
JJIEMEHTAaMH  JIUCKYCCHH.  3asiBIE€HHUs, aBTOOMOrpaduu, pe3toMe, JUYHbIE JOBEPEHHOCTH,
pacriucku. OCHOBHBIE PEKBHU3MTHI, MpaBHUJa COCTaBICHHUS U odopmieHus. BeimonHeHue
KOHTPOJIbHBIX 3aIaHUI

AIIPNe6 «PaGoTa ¢ JOKyMEeHTaMHU, COAEPKAIMMH KOH(HIeHIHAIbHbIE CBeIeHUs.

Ilepeuenp cBeneHMit KOH(UIEHIMANBHOTO XapakTepa. [IoHsATHE KOMMEpUECKOW TalHHBI.
Cenenusi, OoTHoOcsIIMEeCS K KoMMepdeckoil TaiHe. I[lopsigok BeneHHs JEIONPOU3BOJICTBA
JOKYMEHTOB, COJEp)KaIUX KOMMEPUYECKYH TaliHy. 3aluTa JOKYMEHTOB, COJEpIKaIIUX
KOMMEPYECKYIO TalHY.

IIpumepHbie MHAMBUAYAJbHBIE TOMALIHUE 3a1aAHUS

Ne 1 «Poab NAOKYMEHTHMPOBAHMS YNPABJEHYECKOH [AeATEJbHOCTH B Pa3BUTHH
o0mecTBa».

PexoMeHnaanuu 1o cocTaBiIeHHIO U JOPAOOTKE KOHCIIEKTA JIEKIIUH.

PaccmoTpenune naHHOM TeMbl HEOOXOAMMO HAyaTh C W3YyYEHUS] OCHOBHBIX MOHATUH
naHHoW muctumuinHbel.  [lpw  3TomM  cienyer  pa3oOpaThCsi € CYHIHOCTBIO — KaTeropuu
«/loxkymentupoBanue». bonee mopobHO cieyeT paccMOTPETh CTPYKTYPY, COAEpIKaHUE, LENU U
3aJaud JMCUUIUIMHBI, UCTOPHUIO DPa3BUTHS JOKyMeHTooOopora. Jlamee HeEoOXOaUMO H3yUUTh
COCTaB HOPMATHBHO-METOIUYECKOM 0a3bl JOKYMEHTUPOBAHMS YIIPABICHUECKON 1eATEILHOCTH B



COBPEMEHHBIX YCIOBUSX X03UCTBOBaHUS. OTAEIBHO CIEIyET paCCMOTPETh

CTpaTeTHIO YIpPAaBICHHUA IOKYMEHTaMH B OpraHM3allid, a TaKXke H3Yy4YuThb (POPMBI
COBPEMEHHOM TOKYMEHTALIUH.

KitoueBble croBa:TOKYMEHT, OKYMEHTHpPOBaHHE HWH(POpMANU, IOKYMEHTUPOBAHHE
YIOPaBICHUYECKON  NIEATEIbHOCTH, KIMHONMUCH, IOJMUTHKA  YNPABICHUS  JIOKYMEHTAMH,
CTaHJAPTHU3AIMsL, CTPATETUs YIPABICHUS JOKYMEHTaMH, YHU(DUKALUS.

3aianue A cCaMOCTOSITENIbHOM paboThI:

1. 3yunTtsh KaTeropuanbHbIi anmnapar.

2. JlopaboTaTh MaTepHAaIIbI JICKITUH.

3. IloarotoButhcst K pabore Ha sekuuu 1o Teme 1. [loBTOpUTH BOMpOC: CYIIHOCTH
kareropun «JlokymeHTHpoBaHue» (yueOHasi IUCUUIUIMHA «/JOKyMeHTUpOBaHHE yIIPaBICHUECKON

NeSITeNbHOCTHY, JIeKIUst Nel). BBITh TOTOBBIM K OOCYXKIEHHIO 3TOTO BOIPOCA B XOJIE
JIEKILIMH.

Ne 2 «OOmue npaBuiia opopmiieHus yIpaBJeHYeCKUX JOKYMEHTOB.

PexoMeHnammu 1mo coCTaBICHUIO U TOPa0OTKE KOHCIIEKTA JIeKInH. 3ydenne marepuaion
JTAHHOW TEMBI CIIeAyeT HauaTh C pacCMOTpeHus TpeOoBaHUM K 0(OpMIICHHIO PEKBU3UTOB. Taxxke
CIIeIyeT HW3yYUTh COCTaB PEKBU3HUTOB. Jlaslee HEOOXOIMMO pa3o0paTbes ¢ TMPUMEHEHUEM U
pacmoIoKEeHNUEM Ha JIOKYMEHTE PEKBU3UTOB, ONMPEICIUTh UX OOIIHe 4epThl U paznuuus. Kpome
TOTO, HYKHO JIETAJIbHO Pa300paThbCsi C pa3IuYHbIMU BUJAMHU TEKCTa JOKYyMEHTa: TpadapeTHBIN
JIOKYMEHT, aHKeTa, Tabnuiia, OJaHK.

KiroueBrsie cioBa: Br3a coriacoBaHusi, Tpu@ 03HAKOMIICHHUS], 1aTa JOKYMEHTA, 3aTr0JI0BOK

K TEKCTy, UJSHTHU(PUKATOP DJIEKTPOHHON KOMUU JOKYMEHTAa, MHTEPBaJ, MOJIUCH, MOJE
JIOKYMEHTa, PETUCTPAIMOHHBIA HOMEpP JOKYMEHTa, PE30JIIOIMs, PEKBU3UT, CTAHJAAPTHBIN JIUCT
OyMaru, cchbulKa Ha PETMCTPALIMOHHBIA HOMEpP W JaTy JOKYMEHTa, YJOCTOBEPEHUE TOKYMEHTa,
bopmysip.

3amaHue 1715 CaMOCTOATENbHON paboThI:

1. I3yunTh KaTeropuasbHbIN armapar.

2. lopaboTaTh MaTepHabl JEKIIUH.

3. [ToaroToBUTHCS K CEMUHAPY.

3. [oaroroBuThCs K pabote Ha JeKiuu 1o Teme 3. [IoBTopuTh BOMPOC: OCHOBHBIE

OCOOEHHOCTH HWCTIOJB30BAHUS SI3bIKA B JICJOBOM Tmiepenucke (yueOHas JAUCIUIUIMHA
«JlokyMeHTHpOBaHHE YIPABICHYECKON JAeaTeabHOCTH», JeKius No2). BbITh TOTOBBIM K
00CYXICHHUIO ATOTO BOIIPOCA B XO/I€ JICKIIUH.

Ne3  «OcoOenHocTH cocTaBjeHUs] W O(OPMIIEHHS OCHOBHBIX JOKYMEHTOB
yHpaBJICHUSD).

PexoMeHamy 1Mo coCcTaBICHHUIO U 10pabOTKE KOHCIIEKTA JIEKIINH.

PaccmoTpenne gaHHOM TeMbl HEOOXOAMMO HauyaThb C aHaJuW3a OCOOEHHOCTEH
O(pHUIIMANBHO-IENIOBOTO  CTHJIE TI0 CPaBHEHHIO C XYAO0KECTBEHHBIM, MYOIUIIUCTUYCCKAM,
HaYYHBIM, y4€OHBIM, Pa3TOBOPHBIM CTUIISIMU S3bIKA.

[Ipy 3TOM HYXHO TOAPOOHO W3YYUTHh JIEKCHUECKHE OCOOCHHOCTH JOKYMEHTOB:
ynotpebiieHue

MApOHUMOB, IUIEOHA3MOB, HCIHOJB30BaHHWE peueBbIX Kimmre. [lociae 3toro cremyer
paccMoTpeTh opdorpaduueckue 0COOEHHOCTH JOKYMEHTOB: NMPHUMEHEHHE MPOMHCHBIX OYKB B
reorpaMUecKuX Ha3BaHUSIX, HANMEHOBAHUSIX OpTaHU3aINH.

Kpome Ttoro, HeoO6xomumo oOpaTHTh BHUMaHHE Ha opdorpapuueckue OCOOCHHOCTH
JOKYMEHTOB: NPHMEHEHHE TPOMUCHBIX OYKB B TeorpauuecKiuX Ha3BaHUAX, HANMEHOBAHUSX
opranuzaiuii. Tak ke cienyer BBIICHUTH HanOoJiee pacpOCTpaHEHHbIE B JOKYMEHTaX OLIMOKU
CHHTaKCHCAa W MYHKTYallUH: TOPSAIOK CJIOB, COTJIACOBAHHE MOJJICKAINETO M CKa3yeMmoro,
IPUYACTHBIE U JIECTIPUYACTHBIE 000POTHI, CIOBOOOPA30BAHMS.



KmroueBsie  crmoBa:  ab0OpeBuarypa, JakoHU3M  (HOPMYJIHMPOBOK,  HEHTpasbHAs
OKCIPECCHBHAs OKpacKa s53bIKa, HEOJIOTU3M, OQUIMAILHO-IEIOBOM CTHIIb, TIOJHOTA
uH(pOpMalLii, CAHOHUMBI, TABTOJIOTUH, (PPa3e0I0TU3MBI.

3amanue A CaMOCTOSITETbHON pabOTHI:

1. U3yunTh KaTeropuaiabHbIN ammapar.

2. lopaboTaTh MaTepuaIbl JEKIUH.

3. TloagrotoButbcst k pabore Ha nekuuu. [loBTOopuTh BoOmpoc: opdorpaduueckue
0COOEHHOCTH JOKYMEHTOB (yueOHas AucHuIuinHa «JlOKyMEHTHpOBaHHE YIPaBICHUECKOU
JEeSTEIIbHOCTHY, JIeKIHsI Ne3). BpITh FOTOBBIM K 00CYXICHUIO 3TOT0 BOIIPOCA B XO€ JIEKIIUH.

Ne4 «IIpaBusia opopmiieHNsi JOKYMEHTOB 110 JJMYHOMY COCTABY».

[Ipu w3yyeHMH NAHHOH TEMBI CTYJCHTaM HEOOXOIMMO pa300paThCs C MPUHLIUIAMHU
pa3paboTKu Iporpamm yrpasiieHus AokymMeHTamu. Ocoboe BHUMaHME CJEIyeT YAEIUTb
pPacCMOTPEHUIO IPOLEAYPbl NPOEKTUPOBAHUS U BHEAPEHUS JOKYMEHTHBIX CHCTEM. Takxke
CJIeZlyeT OCTaHOBUTHCSA HAa OCOOCHHOCTSAX MOHUTOPUHIA U ayIUTa JOKYMEHTHBIX CUCTEM.

bonee neranbHO HEOOXOAMMO pPacCMOTPETh CYLIHOCTh JIOJIFOCPOYHOM IPOrpaMMbl
o0y4eHus

IIepcOHaNa OpraHu3aluu B 00JacTU yHOpaBlIEHUS JOKYMEHTaMM U I[PUMEHEHUS
00yyaroImuX HHCTPYKIMH, BKIOYas 00y4yarollyr0 HHCTPYKLUIO CEKpeTapsl.

KitoueBble cioBa: ayauT yhpaBi€HUs JOKYMEHTaMH, KOHBEpTAlUs, METOJI0JIOTHS
BHE/IPEHMsI, MMUIpaAlsl JOKYMEHTOB, MOHHUTOPHHI, HAJIEKHOCTb JIOKYMEHTHOH CHCTEMBI,
IIPOEKTUPOBAHUE IOKYMEHTHON CHCTEMBI, paCIPEEIIEHHOE yIpaBIeHHE, peryIupyouas cpea,
CTpaTerusi ynpaBJjieHUs JOKyMEHTaMH.

3asaHue AJ1s cCaMOCTOSITENIbHOM pabOThI:

1. I3yunTh KaTeropuaibHbli anmnapar.

2. lopaboTaTh MaTepUaIbl JEKIUH.

3. I1oAroToBUTHCS K CEMUHAPY.

4. [loaroroButhbes K pabote Ha nekuu. [loBTOpuTh Bompoc: 001as XxapakTeprucTuKa

JOKYMEHTHBIX cucTeM (ydyeOHas AMCUUMIUIMHA «J{OKyMEHTHpOBaHHE YyHpaBiIeHUYECKOH
JeATeTbHOCTH, JeKIus No4). BrITh TOTOBBIM K OOCYKJIEHHIO 3TOTO BOIIPOCA B XO/1€ JIEKIIHH.

Ne§S «Opranusanusi J0KyMeHTO000pPOTa».

PexomeHalMy o coCTaBJIEHUIO U JOPaOOTKE KOHCIIEKTA JIEKLIMH.

B Hauaine ciegyer paccMOTpPETh TEPMUHBI «JIETIOIPOU3BOJICTBOY, «IOKYMEHTAIIMOHHOE

o0ecrieyeHre ynpaBlICHUS», «JIOKYMEHTHPOBaHUE HMHPOPMALUN», «TOKYMEHTHPOBAHUE
YIPaBIEHYECKOH IEATETLHOCTHY, «TOKYMEHTOIIOTOKIY, «IOKYMEHTO000POTY.

Jlanee HEOOXOAMMO U3YUUTh OpPraHU3altIo JOKYMEHT0000poTa. Takke HyKHO MOAPOOHO
MIPOAHATM3UPOBATE 0COOCHHOCTH PabOTHI C BXOSMIIUMHI U UCXOISAIIMMHA JOKYMEHTaMH.

Kpome Toro, HeoOXOIMMO OCTAaHOBUTHCS HA M3YYEHHH METOJIOB COKpAIIEHUS
JIOKYMEHTO000pOTa.

Crnenyer yaenuTh BHHUMAaHHUE COJIEPKAHWUIO KOHTPOJSI HCIOJHEHUS JOKYMEHTOB, €ro
ATaram M TEXHOJIOTHUH.

KitoueBble cioBa: BHYTPEHHMH JOKYMEHT, BXOMSIIUI JOKYMEHT, JTOKYMEHTOOOOpOT,
JOKYMEHTOTIOTOKH, HH()OPMAITHOHHO-TIONCKOBAsI CHCTEMA, WHICKCAINS TOKYMEHTA, NCXO/ISAIIHHA
JOKYMEHT, Kartajor, 00BeM JOKyMEHTOOOOpOTa, palMoOHAJbHOE [JBM)KEHHE JIOKYMEHTOB,
PETUCTPAIIMOHHO-KOHTPOJIbHAST KapTOYKa, PETUCTpAIHs JOKYMEHTa, TEXHOJIIOTHYECKas CXema
JIBYDKEHUS IOKYMEHTOB, SKCIIEAHIINS.

3aaHue A cCaMOCTOSITENIbHOM paboThI:

1. U3yunTh KaTeropuaibHbIi anmnapar.

2. lopaboTaTh MaTepHabl JEKLIHH.

3. ToaroroButbcss Kk pabore Ha Jekuud. IlOBTOpUTH BOMpOC: OpraHU3aLus
TOKyMeHTOoOOOpoTa  (yueOHass  AUCHUIUIMHA  «JlOKyMEHTHpOBaHWE  yMIPaBJICHUYECKOU
NeSITeIbHOCTH, JeKIHsI Ne5). BbITh TOTOBBIM K 00CY>KICHHIO 3TOT0 BOIPOCA B XO/I€ JICKIUH.



Ne6 «OcHOBHBIE IPABUJIA OPraHU3ANMHU PA0OTHI C JOKYMEHTAMM.

PexomeHanuy o cocTaBIEHUIO U JOpaOOTKe KOHCIIEKTA JIEKLIUH.

PaccmoTpenune naHHON TeMbl HEOOXOAMMO HayaTh C M3y4YEHHs POJIM HH(POPMAIMOHHO
CIPAaBOYHON PabOTHI CIIy>KOBI AETONPOU3BOACTBA OPraHU3ALMH.

IIpu sTOM cnenyer oOpaTUTh BHUMAHUE HA BHJBL, ATanbl pa3pabOTKH, pa3/ieibl
HOMEHKJaTyphlen. Takxke HEOOXOOUMO YSICHHUTh, KaK OCYLIECTBISIETCS TEKyIlee XpaHEHUe
JOKYMCHTOB U UX HCIIOJIb30BAHUC.

YTo 03HAYAIOT «JIMCT-3aMECTUTEIIbY, «KapTa3aMeCTUTEIb)?

Kpome Ttoro, cienyer oxapakrepu3oBaTh 3KCHEPTU3Y LIEHHOCTH JOKYMEHTOB, KPUTEPUU
OLIEHKHU JIOKyMEHTOB, O(pOpPMIICHHE €€ PEe3YIbTATOB, pa0OTYy SKCIIEPTHOM KOMHUCCHUHU.

Taxoke ciemryer paccMOTPeTh 0COOEHHOCTH MPOLIECCOB MOATOTOBKH, U3AaHUS, XPAaHEHUS U
UCIOJIb30BaHUSI KOH(PUICHIUANBHBIX JOKYMEHTOB. /laiee HY»KHO M3y4nUTh KaHaJIbl BO3MOXKHOM
yTEeUKH HH(POPMAIUK U yTPaThl JOKYMEHTOB. W B 3aKiIroueHne HeOOXOAMMO pacCCMOTPETh

TpeOOBaHUS K U3TOTOBJIEHHUIO, YUETY, UCIIOIb30BAHUIO U XPaHEHHIO repOOBBIX OJIaHKOB.

KitoueBble cioBa: akrt, €10, JOJATOCPOYHOE XpPAaHEHUE JOKYMEHTOB, MJOCTYN K
JIOKYMEHTaM,

KOHTPOJIb JIEHCTBUM, KOHTPOJIb MECTOIIOJIOKEHUS JOKYMEHTa, HOMEHKJIaTypa JeJl, ONUCh,
IpUMepHas HOMEHKJIaTypa Jejl, TeKyllee XpaHeHHe JOKYMEHTOB, TUIIOBas HOMEHKJIATypa e,
CBOAHAs HOMCHKIIATypa ACJI, YHHYTOXCHUC HOKYMCHTOB, 3KCICPTHU3a LCHHOCTH JOKYMCHTA.
['epOoBbIii OaHK, rpud OorpaHUYEHUs JOCTYIA K JOKYMEHTY, 3alllMIIEeHHbIH JOKyMEHTO000pOT,
KOMMepuecKkass TailHa, KOH(UICHIUAIbHBIM JOKYMEHT, NPOMBIIUICHHBIA IIMHOHAX, YTPO3bl
JIOKYMEHTaM, LIeHHasi UH(pOopMaIysl.

3asiaHue AJ1s CaMOCTOSITENIbHOM pabOThI:

1. I3yunTh KaTeropuaibHbli anmnapar.

2. lopaboTaTh MaTepUaIbl JEKIUH.

3. I1oAroToBUTHCS K CEMUHAPY.

4. TlogroroButbed K pabore Ha Jekuuu. [ToBTOpUTH BoOmpoc: 3KCHEepTH3a LEHHOCTU
JOKYMEHTOB (yueOHas IUCHMIUIMHA «/loKyMeHTHpOBaHME YIPaBICHUECKOW IesITEeIbHOCTHY,
nekius Ne6). BeITh rOTOBBIM K 00CYKJIEHHIO ATOTO BOMPOCA B XO/I€ JICKITUH.



MNPUJIO’KEHHUE 2

OueHoYHBIE cpeICTBA /1S NPOBe/IeHUsI IPOMEKYTOUHOMH aTTecTAluH
a) [lnannpyemble pe3y/abTaThl 00y4eHHsI H OLIEHOYHbIE CPeICTBA /I NPOBeAeHHs MPOMEKYTOUYHON ATTeCTANNH:

Kon nnaukaropa

NHaukatop JOCTUXEHUSI KOMIIETEHIUN

O1neHOYHBIC CPEICTBA

YK-4: Cnoco0eH ocyliecTBJISTH 1€J10BYI0 KOMMYHHKAIIUIO B YCTHOI M NUCbMEHHOH (popMax Ha rocyaapcTBeHHOM si3bike Poccuiickoii @enepanuu
U MHOCTPAHHOM(BIX) I3bIKe(aX)

VK-4.1 BriOupaer ctuiab OOLIEHHWS HA PYCCKOM | Bompock! s caMoCTOATENbHOTO H3yYeHHs
SI3bIKE B 3aBHCHMOCTH OT LEJIH U YCIIOBHIA 1. Yro Takoe JOKYMEHT, C KaKOH LIENbI0 OH MOXKET CO3/1aBaThCs? §
. 2. KakoBbI 0COOEHHOCTH JICTIOBOT'O OOILICHUSI U MyOINYHBIX BBICTYIUICHHIN?
TTapTHCPCTBA, aNAlTHPYCT peub N CTHID | 5 KakoBbI OCHOBHbBIE MPU3HAKHU KIIACCU(PHUKAIUH JOKYMEHTOB?
o p LU TOKY
OOILEHHUS K CUTYallUsIM B3aUMOJCHCTBUS | 4, YT0 OHUMAETCH 110 JOKYMEHTAHOHHBIM O0ecliedeHIeM YIIpaByeHus?
5. B yem cyrth crannmaptuzaumu M yHuHkanuu nokymeHTOB? Kakue paspabarbiBaroTcs
CTaHAapThI?
6. Yem oTnmyaercst opopmiieHHEe peKBU3UTOB 00IIero OJaHKa oT OiaHKa nuckma?
7. KakoBbI OCHOBHBIC PEKBU3UTHI, HCIIOJIb3yEeMbIC /151 O(hOPMIICHUS TIPHKA3a U PACHIOPSDKEHUSL.
8. Kakwue ¢hopMbl MPOTOKOJIOB MOXHO HCIOJIb30BATh B YIPABICHUCCKON NEATEIBHOCTH, B YeM
uX oTandue?
9. YKaxuTe OCHOBHbIC TPeOOBaHUsI K O(DOPMIICHHUIO [IEI0BOTO MHCHMA.
10. Kakue KOMILIEKCBI JIOKyMEHTAIN BKIIIOYAEeT B cebs KajJpoBast
nH(pOPMAIMOHHO-TOKYMEHTAIUOHHAS cucTemMa?
VK-4.2 Bener nenoByto mepenucky Ha PyCCKOM U | Bompockr s caMoCTOATENbHOTO N3y YeHHs
MHOCTPAHHOM SI3BIKAX c yueToM 1. YTo MOHMMAETCs MOJ[ IKCIEPTHU30# IIEHHOCTH IOKyMeHTa?
. 2. Kakue kpuTepuu UCTIONB3YIOTCSI IPU OIIEHKE JOKYMEHTOB?
OCO6GHHOCTCI/I CTUJINCTHUKHU O(l)I/IIII/IaJ'II)HBIX 3 K _ 9
N . aK OCYIIECTBIISICTCS IPUEM-TIepeiada e B apXUB?
IIMCEM U COLMOKYJIBTYPHBIX pasjIninu 4, Urto Takoe KOHPHUICHIMATBHBIN JOKYMEHT?
5. Kakvie OCHOBHBIEC yTrpO3bl BO3HHKAIOT NMPH PaboTe ¢ KOHPUIACHIIMATBHBIMH JOKyMEHTaMU?
6. Ykaxure 0COOCHHOCTH BeICHUS JCIOMPOU3BOICTBA, 00CCIICUNBAIOIICTO YUET U COXPAHHOCTh
KOH(UIeHINALHOI HH(OpMALIUKU U TOKYMEHTOB.
7. YUTto mMOHWUMAETCs MOJA 3alUIICHHBIM JOKYMEHTOOOOpPOTOM, 3a CYET Yero MOXKET OBITh
oOecrieveHa ero 3anura?
YVK-4.3 BrimonHser Ay IUYHBIX [enei mepeBo/ | Kommuiexr TecToBbix 3ananmii: Nel

opUIINATBHBIX |
TEKCTOB C

PO eCCHOHATBHBIX
WHOCTPAHHOTO SI3bIKa Ha

1. ®opmynsap — 3to:
a) ocHOBHas ¢opMa JOKyMEHTa, (QUKCHUpYIOLIas TIpaBOBble OTHOWIEHUS B JIpeBHEPYCCKOM
roCyJ1apCTBe;




Kon nnnukaropa

HNuaukatop 1OCTUKEHHUS KOMIIETEHIUHA

OneHouHble CpeaCcTBa

PYCCKHM, C  PYCCKOro  s3bIKa
WHOCTPAHHBIN

Ha

6) oco00 BbIIENMaHHAsT KOXAa JKMBOTHBIX, IIPUMEHSBINASCS B KadyeCTBE OCHOBHOTO MaTrephana Ui
ncbkMa B JIpeBHEPYCCKOM roCyJapCTBe;
B) CAMOCTOSITENIFHOE ITOIPa3ACICHIE, OCYIIECTBISIONIEE 1EIONPON3BOACTBEHHYIO 1€ TEIBHOCTD;
T') THIOBAas ycToitunBas popma (0Opazerr) OTaenpHBIX Hanboliee pacpoCTpaHEHHBIX TOKYMEHTOB.
2. YcraHoBIeHHE eIMHO00pasus coctaBa U GOpM YIpaBICHYECKUX JOKYMEHTOB, CO3/[aBaeMbIX IPH
pELICHNH OTHOTHUITHBIX YIPaBJICHYECKHUX (DYHKIIMNA:
a) yHUHKaIWS;
0) ceprudukanys;
B) KOJUPOBaHHUE;
T') JOKyMEHTHPOBAHUE.
3. OOs3arenbHBIM yCIOBHEM ISl BKIIOYEHHWA HHGOpManmmud B HHPOPMAIMOHHBIE PECYpCHI,
OCYIIECTBIISIEMOTO B MOPSI/IKE, YCTAaHABIMBAEMOM OpPTaHaMH I'OCYAApCTBEHHOHN BIIACTH, SIBIISETCS €€:
a) CTaHJapTH3aLus;
0) 3ammuTa;
B) IOKyMEHTHPOBAHHUE;
T') BBIKYII TOCYJapCTBOM Y YaCTHBIX JIAI.
4. CpecTBOM yCTpaHEHHS «O0yMaKHOTO OyMay SIBIISICTCS:
a) KOMITBIOTEPU3aIHs ICIOPOU3BO/ICTBA;
0) yHu(UKaIMs TOKYMEHTOB;
B) KJIacCU(HKAIMS JOKYMEHTOB;
I') IpUMEHEHUE Pa3HOCTOPOHHEH OPTTEXHUKU
5. 3HaueHne JOKYMEHTAIIHOHHOTO 00ECIIeUeH s YIIPaBICHHS ONPENesIeTCs:
a) KOMMYHHUKaLUSIMU;
0) uneHTudUKaUCH;
B) puKcanuei;
T) CyneOHBIM pa30UpPaTEITECTBOM.
6. B mpaBoM BepXHEM yTIIy JOKYMEHTOB PaclioiararoTcsl CIEAyIOINE PEKBU3UTHIL: )
rpu¢ CorjiacoBaHuUs;
0) OTMETKa 0 KOHTPOJIE;
B) rpu¢ yTBEpKICHUS;
T) agpecar.
7. B 1eBOM BepXHEM yIily JOKYMEHTOB PACHONIATaloTCs CIEeIYOIINEe PEKBU3UTHIL:
a) pEe3OITIOIIHS;
0) OTMEeTKa O HAJTMYMH IPUIIOKEHUS;
B) OTMETKa 00 MCIIOJIHUTEIIE;
T') KOJI OpraHu3aluHy.
8. B npaBOM HIW)KHEM YTIIy PacliolaraloTcsi peKBU3HTHI:




KOI[ HHJAUKATOpa I/IHI[I/IKaTOp JOCTHXKCHHUA KOMIICTCHIINHN
OneHouHble CpeaCcTBa

a) OCHOBHOH rocynapcTBeHHbIH peructpanuonssiii Homep (OI'PH) ropummaeckoro
T,

0) Kozl GOPMBI TOKYMEHTA;

B) HIeHTH(UKAITHOHHBIN HOMep Hanoromuiatensmuka (MHH);

T) Tpud OrpaHUYCHUS JOCTYIA K JOKYMCHTY.

9. B leBOM HU)KHEM YTIIy PacIoIararoTCs PEeKBU3UTHI:

a) KOJ MPUYHHBI TOCTAHOBKH HA YYET;

0) OTTHCK ICYAaTH;

B) BU3BI;

I') OTMeTKa 00 UCTIOJHHUTEIE.

10. K B3auMOUCKIIOYAIOIIUM PEKBU3UTAM OTHOCSTCS:

a) oMOJIeMa opraHU3ally ¥ TOCyIapCTBEHHEIH repd PO;

0) Kozl opraHm3auy 1 Koz (GopMbI JOKYMEHTa;

B) PETHCTPAITHOHHBIN HOMEp JOKYMEHTa U CChUTKA Ha PETUCTPAIIMOHHEIA HOMEp U
JaTy TOKYMEHTa;

r) rpud yrBepxkmeHuss u mnedarb.ll. Ecmm opraEm3amus mOABEIOMCTBEHHa OJHOBPEMEHHO
HECKOJIbKUM OpraHaM

YIPaBJICHUS, TO B Pa3HBIX CUTYAIUAX YKA3bIBACTCS:

a) HETMOCPEJCTBEHHO BBIIICCTOSIIAS OPTaHU3aIIHUs;

0) camas rJIaBHas BBINICCTOSINAS OPTaHH3AIINS;

B) He OoJiee TpeX CTENCHEH MO IBEIOMCTBEHHOCTH;

T') HE YKa3bIBACTCS HU OJJHA BHIIICCTOSIIIAS OPTaHU3AIIHS.

12. [laToit oKyMeHTa MOXKET OBITh J1aTa:

a) ero HAIMCAHUS U COTIIACOBAHUS,

0) ero moMMCaHus;

B) €r0 YTBEP KICHHUS;

T') IPOBEICHU 3aceaHusl, Ha KOTOPOM IIPHHATO PEUICHHUE.

13. laTsl B JOKyMEHTaX MOTYT ObITh O(OPMIICHbI:

a) 22. 08. 1997;

0) 22 aBrycra 1996 rona;

B) 1988. 02. 22;

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

14. Kakue peKBU3UTHI JOKYMEHTOB IMHIIYTCS, KaK [IPABUJIO, OT PYKH:
a) BU3a;

0) pe3oonus;

B) TOJIITHCE;

T) ajipecar.




Kon nnnukaropa

HNuaukatop 1OCTUKEHHUS KOMIIETEHIUHA

OneHouHble CpeaCcTBa

15. K xakuM peKBU3UTaM OTHOCSATCS CJIOBA!
a) «BepHo» A)
0) «us ciry>xebHOTO TTONB30BaHU» b)
B) «3aMmeuanus npuiaramTcs» B)
r) «IlerpoB M.K. 924-76-40» I')
16. PeKBU3HT «IOANUCH» HA Pa3HbIX JTIOKYMEHTAX BKIIOYACT:

a) JIMYHYIO POCIHUCH aBTOpa JJOKyMEHTa,;

0) TMYHYIO POCIHCH PYKOBOAUTEIS U €€ pacuIu(poBKy;

B) YKa3aHHUE JJOJDKHOCTH, JIMYHYIO POCIIUCH PYKOBOJUTEIIS U €€ PacIIn(pOBKY;

F) YKa3aHue€ OO0JLKHOCTHU, HAMMEHOBAHUE OpTraHU3alluu, JTUIHYIO POCIIUCHE PYKOBOAUTEIA,
ee pacum@poBKy.

VK-4.4

[TyOnu4HO BBICTYIAET HAa PYCCKOM SI3BIKE,
CTPOUT CBOE€ BBICTYIUICHHE C YYETOM
ayJIMTOPUU U 1IeTTU OOIICHUS

KommiekT TecToBBIX 3aaHuil: Ne2

1. Kakoe coxparmieHue sBisieTcss ab0peBruaTypoii:

a) AI'3 MUC P®;

0) Mocauepro;

B) CTarQIsIus;

T) o/M, 11/0.

2. CnoBo, KOTOpoe 0003HaYaeT HOBOE MOHSTHE, YIIOTPEOIsIEMOE B IOKYMEHTAX, —
370!

a) abOpeBuarypa;

0) CHHOHUM;

B) HEOJIOTH3M,;

T) apxausMm.

3. OTOepuTe MPUHIUI OPHUIIAATBHO-CIOBOTO CTUISL JJIOKYMCHTAIHH:
a) IPeIOCTaBIICHNS] MAKCUMAJIEHO BO3MOXKHOM MH(popManuy;

0) IpUMEHEHHE CIIOB «MBI BBITIOIIHIM, «5 CIIEIIAI0»;

B) OTPaHUYCHHOCTH B IPUMEHEHUH SI3BIKOBBIX CPEJICTB;

T') IPIMEHEHUE YETKUX OTBETOB «JIa», «HET».

4. Jlexcudyeckoe COKpallleHHe CIIOBa, yIIOTPeOIseMOro B JOKYMEHTaX — 3TO:
a) abOpeBHaTypa;

0) CHHOHUM;

B) HEOJIOTU3M;

T') TApOHHM.

5. UTo He OTHOCHUTCS K OQUIIHATIBHO-IEIOBOMY CTHIIIO JOKYMEHTA:

a) aApeCcHOCTh HHPOPMALINY;

0) TeMaTHuecKasi OTPaHUYEHHOCTb B IPUMEHEHHH SI3BIKOBBIX CPEJICTB;




Kon nnnukaropa

HNuaukatop 1OCTUKEHHUS KOMIIETEHIUHA

OneHouHble CpeaCcTBa

B) IIPEIOCTaBJICHNE MAKCHMAIBHO BO3MOKHOH HH()OPMAITHH;

T) yHA(GUKAIIS JOKYMEHTA.

6. K mpaBmiiam 1e710BOTO 3THKETA OTHOCSATCS:

a) HETOPOIUTUBOCTE C OTBETOM;

0) 6;aroTapHOCTH 3a OTBET WIIH JCHCTBUC;

B) 0OCTOSITENBHOE U3JI0KEHUE TOKYMEHTA,;

I') YMEHHE CIyIlaTh APYTHX Jrojei.7. B kakoM JOKyMeHTe HCIOJIB3YIOTCS CJIOBA «... B POTUBHOM
ciryyae Bam OynyT

MIpeABSBICHBI ITpadHbIE CAHKINI» B KAYECTBE S3bIKOBOH (OPMYJIBI, KaK pe3ysbrara
YHU(HUKALUH A3bIKOBBIX CPEJICTB:

a) B TapaHTUITHOM TTHCHME;

0) B peKIaMaliiOHHOM THCHEME;

B) B HH(OPMAIIIOHHOM ITHACHME;

T') B MUCbMe-HAaIIOMUHAHNH.

8. CnoBa, KOTOpBIC CTAaHOBATCA HEO(GHIMAIBHBIM 3aMEHHTENEM TEPMHHA W WX IPUMECHCHHEB
JOKyMEHTaX HEIOIyCTUMO, — 3TO:

a) MpoeCCUOHATI3MBI;

0) CHHOHHMBI,

B) HEOJIOTU3MBI;

T') HapOHHMBIL.

9. 3aKOHYEHHBIH B CMBICIIOBOM OTHOIIEHHH OTPE30K TEKCTA, O3BOJISIONINNA YCTAHOBUTh
3HaYEHHE BXO/IIETO B HETO CIIOBa WK (hpasbl — 3TO:

a) aHHOTAIIWS,

6) pedepar;

B) KOHTEKCT;

T') KOHCIIEKT.

10. Perynupytomias (IeATeIbHOCTh OpraHU3aNuil) cpelia BKIIFOYAET:

a) TOCyJIapCTBEHHBIC CTAHAAPTHI;

0) 00IIIECTBEHHBIE OXKUTAHNUS,

B) PEKOMEH/IAIMH1, OTPAXKAIOLIHE TIEPEOBOM OIIBIT;

I') HOpMaTHUBHBIE JOKYMEHTBI, OTPAKAIOLIHE IESITEIbHOCTh OPTaHU3aIHH.

11. [onuTKKa yrnpasieHus JOKyMEHTaMH OpPTraHU3aliy O03BOJISIET:

a) MOBBIIATL 3PPEKTUBHOCTD EATEITHPHOCTH OPTaHU3aIlNu;

6) cobmonaTe TpeOoBaHMs 3aKOHOAATEIHCTBA U PETYIHPYIOIIEH Cpeabl;

B) M30eXaTh PUCKOB NPEIIPHUHUMATEILCKOH eI TeIbHOCTH, CBSI3aHHBIX C JIOKyMEHTaMHU;
I') COXPaHATh MaMATh OPTaHU3ALMH, UHAUBHAA 1 obmecTBa. 12. K npuHIunam pa3paboTku nporpamm
yIIpaBJIEHUs] JOKyMEHTaMH OTHOCHTCSI:
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a) OLIEHKA PUCKOB, CBA3aHHBIX C OTCYTCTBHEM O(HUIMAIBHBIX JOKYMEHTOB;

0) onpeesieHNe MPABUII CO3JIAHUS METAIaHHbBIX O JIOKYMEHTAX;

B) o0ecrieueHne XpaHeHHUs JOKYMEHTOB B O€30IIaCHO W 3aIUIIICHHON CPee;

T') OTIpeNieIeHue BO3MOKHOCTEH MOBBIIECHUS 3P (HEKTHBHOCTH PaOOTHI OpTaHU3aIHH

B pe3yJIbTaTe Ka4eCTBEHHOTO yIPaBJICHHUS JOKyMEHTAMH.

13. Pacripenienienue OTBETCTBEHHOCTH 32 JOKYMEHTAI[HOHHOE 00eCIIeYeHNE yIPaBICHUs
MIPEAIoaraeT OTBETCTBEHHOCTh:

a) BCEX COTPY/HHKOB OpraHU3aluy 3a ;

0) CUCTEMHBIX aJJMUHHCTPATOPOB 32 ;

B) PYKOBOJICTBA OpPTraHU3alMH 32 ;

T') ceKpeTapeii 3a .
14. Ecnu JOKyMEHT SIBISETCS TeM, 4YeM JOJDKEH ObITh, CO3MaH WM OTIPABICH JIUIIOM,
YIHOJHOMOYEHHBIM Ha 3TO, a TAKXKE B TO BpeMs, KOTOPOE YKa3aHO Ha JOKYMEHTE, TO 3TO 03HAYAET ero:
a) J0CTOBEPHOCTH,

0) IIEIOCTHOCTb;

B) ayTEHTUYHOCTD;

T') IPUTOAHOCTB AJIS UCIIOJIB30BAHUS.

15. Ctpaterust BHeApEHUsI JOKYMEHTHBIX CUCTEM IIpeAyCcMaTpHBAET:

a) MPOEKTHUPOBAHUE JOKYMEHTHBIX CUCTEM;

0) MOJrOTOBKY COTPYAHUKOB, pabOTAIOIIUX C JOKYMEHTaMH;

B) COOTBETCTBHE JJOKYMEHTOB PETYJIUPYIOLIEH cpejie;

') KOHBEPTALUIO JOKYMEHTOB B HOBBIE IOKYMEHTHBIE CHCTEMbI, OPMATHI.

16. CiocoOHOCTh JOKYMEHTHOU CUCTEMBI JUTUTEIBHO U MPABUILHO (PYHKIIMOHUPOBATH

B COOTBETCTBHHU C TPEOyEeMBIMH MPOILIEAypaMU 03HAYAET €e:

a) HaJIS)KHOCTD;

0) 3¢ PeKTUBHOCTE;

B) [IEJIOCTHOCTH;

T') KOMIUIEKCHOCTb.

17. CiocoGHOCTh JOKYMEHTHOW CHCTEMBI IIPEA0TBPAIIaTh HECAHKITHOHNPOBAHHBIE

J0CTYI K JTOKYMEHTaM, UX YHUUYTOXKCHNUE, UBMCHCHUE UJIN IICPEMEIICHUA O3HAYACT €€

a) HaJIe)KHOCTh;

0) 3¢ (heKTUBHOCTH;

B) IIEJIOCTHOCTB;

T') KOMITIEKCHOCTb. | §. MeTo010THs MPOEKTUPOBAHUS M BHEPEHHMS JJOKYMEHTHBIX CHCTEM BKJIIOUAET:
a) aHa/In3 JEJI0BOH JeITeIbHOCTH OpraHU3alny;

0) OLICHKY CYIIECTBYIOIINX JOKYMEHTHBIX CHCTEM;

B) MOHUTOPHUHT, OLICHKY, KOPPEKTHUPYIOLINE TEHCTBHS;
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I') IpeKpaleHHe IPUMEHEHUS] JOKYMEHTHBIX CHCTEM.

19. O6bexramu yHH(DUKAIIUY U CTAHAAPTH3ALINN B YIPABICHIECKOI NeATeIbHOCTH
SIBIIAIOTCS:

a) TEpMUHBI, ACTIOJB3yEeMBIC TIpH paboTe ¢ yIpaBIeHIECKOH HHOpMAaIHeH;

0) opraHu3alMOHHbBIE CTPYKTYPHI OpraHU3aLUH, YUPEIKICHUN U NIPeIIPUSITHII;

B) ynpaBiieHUeCKue (QyHKIUH;

T') yIpaBJieHYeCcKasl JOKYMEHTaLus

YK-4.5

YCTHO TpencTaBisieT pe3yiabTaTbl CBOSH
ACATCIIBHOCTH Ha HWHOCTPAHHOM A3LBIKC,
MOJET MOJJICPKATh PAa3rOBOP B XOJAE UX
00CyX)aeHUs

[IpakTryeckue 3aaaHus:

Kpoccropa 1.

[To ropuzonranu: 1) 3anuck nHGopMaNK Ha Pa3IMYHBIX HOCUTEIISIX [0 YCTAaHOBJICHHBIM ITpaBUIIaM; 2)
YCTaHOBJICHNE KOJMYECTBA M COCTaBa JIOKYMEHTOB B €IMHUIIAX y4eTa ¥ (UKCAlMs TPUHAJIC)KHOCTH
KaXJIOW eNUHMIBI y4deTa K OIpEeIeIeHHOMY KOMIUIEKCY W OOIeMy HMX KOJMYECTBY B YYETHBIX
JOKyMEHTax; 3) Y4eTHbIH TOKYyMEHT, COJAEpXKaIlnii Ha3BaHUE, CBEJCHUS O KOJHYECTBE, COCTABE
JOKyMEHTOB (pOHIAa M MECTE€ €ro XpaHCHHWs, NPEeIHA3HAUYEHHBIH I ICHTPAIN30BAaHHOTO YdYeTa
JOKYMEHTOB; 4) IIepeyeHb O(PUINATbHBIX HAMMEHOBAHNH XPAHAIINXCS, BEIOBIBIINX U MOCTYHAOMINX
apXMBHBIX (OHIOB B TOPSAAKE BO3PACTAHUS NPHCBOCHHBIX MM HOMEPOB; 5) INPEayCMOTpEHHBIC
HOPMAaTHBHBIMH JOKyMEHTAMH YCJOBHS HCIIOJNb30BAaHHMS apXWBHBIX M KOH(HICHIMAIBHBIX
JOKYMEHTOB; 6) IU(PpOBOE W/HIN OYKBEHHO-IHU(ppPOBOe 00O3HAYCHHE [ela B HOMEHKIATYpE Iel
OpraHM3alii, HaHOCHMOE Ha ero OOJIOKKY; 7) CBOWCTBa JOKYMEHTa, OOYyCJaBIUBAIOLIME €ro
KyJIbTYypHOE, Hay4YHOE M T.NI. 3HAYE€HHE; 8) BOCCTAHOBJICHHE IEPBOHAYAIBHBIX WM OJU3KHX K
NEepBOHAYANBHBIM CBOICTB M BHEIIHMX IIPU3HAKOB AapXMBHOTO JOKYMEHTA, HOJBEPIIIETOCS
HOBPEXACHUIO WU Pa3pyIICHHIO; 9) CpeiCTBO THPAXKUPOBAHUS JOKYMEHTOB; 10) y4eTHBIN TOKyMEHT,
COJIep KA TMepedeHb IOKYMEHTOB Jlela C YKa3aHHEM IIOPSIKOBBIX HOMEPOB JOKYMEHTOB, HX
WHJCKCOB, Ha3BaHWH, JaT, HOMEpPOB JHUCTOB; 11) mpumeHeHue wuHPOpPMAIMK JOKYMEHTOB B
KyJIBTYPHBIX, HAYYHBIX | T.IL. LIEJAX, a TAKKe I 00eclieueHNs 3aKOHHBIX IIPaB M HHTEPECOB I'Pak/aH;
12) cipaBoYHHK, B KOTOPOM MH(GOPMAIHS O JOKYMEHTaX pacliojio)keHa B COOTBETCTBHHU C BEIOpaHHON
cxemoil kinaccudukanmu; 13) TOKyMEHT, ITOJTHOCTBIO BOCIIPOW3BO SN HH(OPMAIUIO MOITHHHOTO
JIOKyMEHTa M BCE €r0 BHEIIHWE NPH3HAKK WJIM YacTh MX, HO HE MMEIOIINH I0pUIMYEeCKO cuibl; 14)
N3MEHEHHE NIePBOHAYAIBHBIX (PM3UKO-XHMHUYECKHX CBOMCTB JIOKYMEHTA I0J] BO3AEHCTBUEM BHEITHUX
U BHYTPEHHHUX (PakTopoB; 15) HEpBbIi WM €IMHUYHBIA IK3EMIUIIP OQHUIUAILHOTO IOKyMeHTa; 16)
IOPUINYECKOe W (PU3UIECKOE JIUIIO0, B IEATEIFHOCTH KOTOPOTO 00pa3yeTcs: JOKyMeHTaIbHbIN HOHT;
17) cpencTBO XpaHEHUS TOKYMEHTOB.

Ilo BEPTUKAJIN: 1) JABMKCHUE JOKYMCHTOB B OpraHU3alii ¢ MOMEHTA UX CO3JIaHUA WUJIN IMOJTYUYCHUA 10
3aBCPIICHUA MCIHOJIHCHUSA WM OTIIPABJICHUS, 18) 3alMMCh YYCTHBIX JAaHHBIX O JOKYMCHTE II0
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YCTaHOBIICHHOH (opme, ¢ukcupyromas (akT ero co3maHus, OTIPABICHUS MM TONXydeHus; 19)
JOKYMEHT WM COBOKYNHOCTh JOKYMEHTOB, OTHOCSIIUXCS K OJHOMY BONPOCY HIH YYacTKy
JEATEIPHOCTH M TOMENICHHBIX B OTACNbHYIO 00M0XKy; 20) opraHm3amms HIH CTPYKTYypHOE
MIOJIpa3/ieIeHNE, OCYIIECTBIISIOIIEE AMUTEIHHOE TN IIOCTOSTHHOE XPaHEHHE OKOHIEHHBIX JOKYMEHTOB
C IEITBI0 UX UCTIONIB30BAHIL; 2 1) CPeCTBO KACCOBOH OPTTEXHUKH; 22) KOMHS 9aCTH TEKCTa JOKYMEHTA,
oopMmileHHas B YCTaHOBJICHHOM TIIOpsiKe; 23) CPEINCTBO HW3TOTOBJICHHS HW300pasHTENIbHBIX
JOKyMEHTOB; 24) crienuajibHO 000py10BaHHOE IIOMELIEHHE [Isl XpaHEHHUs apXUBHBIX JOKYMEHTOB; 25)
MIOBTOPHBINA 9K3EMIULSIP MOJUIMHHUKA JOKYMEHTa, UMEIOIINH IOpUIMYECKYI0 CHILy; 26) (du3udeckoe
WIN IOpPUAMYECKOE JIMIO, CO3JaBllee NOKyMEHT; 27) o(UIMAIBHBIA JOKYMEHT, HMEIOLIUH
IOPUIUYECKYIO CHIIy U COZAeprKaluii MHGOPMALUIO O IpeaMeTe 3ampoca, ¢ yKa3aHHEM MOHCKOBBIX
JaHHBIX JIOKYMEHTOB; 28) OTOOp JOKYMEHTOB Ha XpaHCHHE WM K YHHYTOXKCHHUIO, a TaKxKe
YCTaHOBJICHHE CPOKOB MX XPAHEHHUS HA OCHOBE IIPHHSATHIX KPUTEPHEB.

Kpoccsopzn 2.

ITo ropumsonTanmm: 1) HOPMAaTWUBHBI JOKYMEHT, COAEPXAIIMH CHCTEMAaTH3WPOBAHHBIN I€pedCHb
CTPYNITUPOBAHHBIX HANMEHOBAHUH OOBEKTOB M IPUCBOCHHBIE UM KOMBI; 2) HOPMATUBHBIH JJOKyMEHT,
3aKpEIUIAIOMNN  YHU(DHUKAIMIO JEeONpOU3BOACTBA; 3) (UKcamus Ha MaTepUalibHOM HOCHTENE
nHpopMamMM C PEKBU3WTaMHM, TMO3BOJIIOIIMMH €€ WACHTH(GHIUPOBATh;, 4) yCTaHOBJIEHHE
enuHooOpasus cocrtaBa M (GOPM YNPaBICHUYECKHX JOKYMEHTOB, CO3[aBaeMbIX MpPU pPELICHHU
OJHOTUIHBIX YIpaBleHYeCKUX (YHKUMH; 5) wuHpoOpManms, (GUKCHpPOBaHHAas Ha KakoM-JIHMOO
MaTepHalbHOM HOCUTEINE.

[To BepTukanu: 1) uudpoBoe o603HaueHNE HOPM JOKYMEHTOB B XOJI€ COCTABJICHUS Kiacch(pruKkaTopoB
unpopmaruu; 6) uuppoBoe 0003HAUSHHE, SBIISIOIIEECS INEMEHTOM UISHTU(DHUKALUE 00BEKTOB B X0OZI€
nx Kinaccuukanmu; 7) MeXIyHapOJHBIH JOTOBOP IO ONPEAETICHHOMY BOIIPOCY; 8) OpraHU3alisl HIH
CTPYKTYPHOE TIO/Ipa3JIelICHHE, OCYIIECTBISIONIES JIOJITOBPEMEHHOE WM IIOCTOSHHOE XpaHEHHUE
OKOHYEHHBIX JIeN; 9) BHECEHHWEe JOJDKHOCTHBIM JIMIIOM B O(HIMAIbHBIE JOKYMEHTHI 3aBEJOMO
JIOXKHBIX CBEJCHUH WIIM UCTIPABIICHUH, NCKaXKAIOLINX MX JEHCTBUTENbHOE coepskanue; 10) CHHOHUM
ciioBa 1oroBOp; 11) MOKyMeHT, MOATBEPKAAIOIINA COOTBETCTBHE IPOIYKIHH, MPOIECCOB M yCIyT
YCTaHOBJICHHBIM TPEOOBaHMSIM.




0) Ilopsinok mpoBedeHHUS NMPOMEKYTOUHON ATTeCTAlMH, NMOKA3aTeJM W KPUTEepUH
OLlCHUBAHMWSL:

[IpomexyTouHas arTecTalysi BKJIIOYAET TEOPETHUYECKHE BOIPOCHI, IO3BOJISIOLINE
OLCHUTL YPOBCHL YCBOCHHUA 06y‘-IaIOH_[I/IMI/IC$I 3H21HPII>1, N IMMPAKTUYCCKUC 3adaHKs, BBIABIAIOUINC
CTerneHb c(pOPMUPOBAHHOCTU YMEHUHN U BIIAJICHUI, IPOBOIUTCS B (popme 3aueTa.

3ayer Mo JAaHHON NUCIMIUIMHE MPOBOIUTCS B YCTHOW (hopMe Mo Bompocam K 3adery,
KOTOPBI BKJIIOUAET OJUH TEOPETUUYECKUN BOMPOC U OJTHO MPAKTHUUYECKOE 3a/IaHHUE.

Iloka3aTesin U KpUTEPUH OLIEHUBAHUSA

- «3a4TE€HO» - BBICTABISIETCS MPU YCIOBHUM, €CJIHU CTYJEHT MMOKa3bIBAET XOPOIINE 3HAHUS
y4e0HOro Marepuajia IO TeMe, 3HAaeT CYINHOCTh MJWCIHILIUHBI, CBOOOJHO BBIOJIHSET
MPAKTUYECKHE 3a/1aHusl.

HpI/I 9TOM CTYACHT JIOTUYHO M IOCJICAOBATCIIBHO HU3JIara€T MaTCprall TEMbI, paCKpPbLIBACT
CMBICTI BONpOCa, JaeT YAOBICTBOPUTENIbHbIE OTBETHl Ha JOMOJHUTEIbHBIE BOMPOCHL.
I[OHOJIHI/ITCJIBHLIM YCJIOBUCM IIOJIYUYCHHSA OLCHKM MOIYyT CTaTb XOpOIIHE YCIICXHU IIpH
BBIMIOJTHEHUH CAMOCTOSITENTLHOM M KOHTPOJIbHOM paboThl, cUCTEMaTHYecKasl akTHBHAas paboTa Ha
MMPAKTUYCCKUX 3aHATUAX.

- «HE 3aUTEHO» - BBICTABIIACTCS MPHU YCIOBUH, €CIU CTYJEHT BIAJE€ET OTPHIBOUYHBIMU
SHAaHUSAMU O CYHIHOCTH IJUCHUIINIMHBI, AACT HCIIOJIHBIC OTBCTBI Ha BOIIPOCHI U3 OCHOBHOM
JUTEepaTyphl, PEKOMEHJOBAHHON K KypCy, HE MOXKET OTBETHUTh Ha JOIOJHHUTEIbHBIE BOIPOCHI,
IIpeJJI0KEHHbBIE IIPEToAaBaTeeM.



MPUJIOXEHME 3
MeToanueckue peKOMEHIAUM IJIs1 CAMOCTOSITEIbHOM PadOThI CTYIEeHTOB

B npornecce BBINOIHEHUS CAMOCTOSTEIBHOM pabOThl CTYIEHTHl JOJIKHBI HAyYUTbCS
BOCIIPHHMMATh CBEJIEHUS Ha CIyX, (UKCHpPOBATh WH(POPMAIMIO B BUJE 3alUCEH B TETpalsx,
paboTaTh C MUCHbMEHHBIMU TEKCTaMH, CAMOCTOSATENIBHO M3BJIEKash U3 HUX I0JIE3HbIE CBEIEHUS U
opopmisii MX B BHIEC TE3HCOB, KOHCIEKTOB, CHUCTEMAaTH3UPOBaTh HMHGOPMAIMIO B BHUJE
3aI10JIHEeHUs TaOJIMLl, COCTAaBIEHHs cXeM. Ba)kHO HayunThCsl BBIIEISTH IJIaBHBIE MBICIIU B JIEKLIUU
npernojaBarens JUOO B MHUCBMEHHOM TEKCTE; aHAJIM3UPOBATH SIBJICHUS; ONPEACIATH CBOIO
HO3MILIMIO K MOJIyYEHHBIM Ha 3aHATHUAX CBEIEHUSIM, YETKO (pOpMyJIMpoOBaTh €€; apryMEeHTHPOBATh
CBOIO TOYKY 3pEHHUA: BBICKA3bIBATh OLICHOYHBIC CYXKICHMS; OCYIIECTBIATh CaMOAHAJIM3.
Heo6xonumMo yuuThCsl BiIaieTh YCTHOM M IMCBbMEHHOM pEubl0; BECTU AMAJIOr; y4acTBOBATh B
JMICKYCCHH;, PpAacKpbIBaTh COJAEp)KaHUE H3y4yaeMoil mpoOJeMbl B MOHOJIOTUYECKOH peduH;
BBICTYIIAaTh C COOOLIECHUSMH U JTOKJIAJIAMU.

KoncnexkT nexuuu. CMBICI IPUCYTCTBUS CTYIEHTA Ha JIEKLUU 3aKI0YAET BO BKIIOUECHUU
€ro B aKTUBHBIN MPOIIECC CIYIIAHUS, TIOHUMAaHUS U OCMBICIIEHHUs MaTepuasa, HOJAr0TOBICHHOTO
npernojiaBaTesaeM. JTOMY CHOCOOCTBYET KOHCIIEKTHMBHAs 3alMCh IMOJy4YeHHON HH(OpMaiuu,
IIOMOILBIO KOTOPOM B JAJIbHENIIIEM MOXXHO BOCCTAHOBUTH OCHOBHOE COZAEPKAHNE IIPOCITYIIAHHON
JIEKLUU.

J71s1 ycrenmHoro BBITIOJIHEHUSI 3TOM pabOThl COBETYEM:

- IOArOTOBUTH OTIEJbHBIE TETPAAU Ul KaXA0r0 MpeaMeTa. 3aluch B HUX JIyYllle BECTH
Ha OJHOW CTOpPOHE JIMCTa, YTOOBI TO3/1HEE HAa YHUCTOW CTPAHUIE 3amUCcaTh JIOTIOJIHEHHS,
YTOYHEHUS, 3aMEYaHus, a TaKXKe COOCTBEHHbIE MbICIH. C MOMOIBIO PA3HOLBETHBIX PyYeK WU
¢dromacTepoB MOKHO OyIeT BBIACTHUTD 3ar0JI0BKH, Pa3/eNbl, TCPMUHBI U T.JI.

- HE 3alMChIBaTh NOJAPSJ BCE, YTO FOBOPUT JiekTop. CrapaiiTech BHadajie BbICIyLIaTh U
MOHATh MaTepuall, a 3aTeM YK€ 3a(pUKCHUpOBaTh €ro, He YIyCKas OCHOBHBIX IOJIO)KEHUH U
BbIBOZIOB. CoXpaHslTe JIOTUKY H310keHus. OOpaTuTe BHMMaHUE HAa HEOOXOAMMOCTb TOYHOM
3aIACH ONPEJICTICHUN U TTOHSATHM.

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

- yIesTh BHUMaHNUE TpaMOTHOMY oopmiieHuto 3anuceil. Hayunurech rpaduuecku scHO U
yI0OHO pacrojiaraTh TEKCT: BBIWICHATh a03allbl, MOJYEPKUBATh IJaBHBIE MBICIH, KIIOUEBbIE
CJIOBa, [TIOMEILATh BBIBO/BI B paMKH U T.1. HemanoBaxkHoe 3Hau€HUE UMEET U YeTKas CTPYKTypa
JIEKLUHU, B KOTOPYIO BXOJUT IIJIaH, JOTUYECKH BBICTPOCHHAS] KOHCTPYKIIMS OCBEIIECHUS KaXKIO0rO
IyHKTa IJlaHa ¢ apryMEeHTaMHM U J0Ka3aTelIbCTBaMH, Pa3bICHEHUSMU U NpPUMEpaMH, a TaKxKe
CIIMCOK JINTEPATYPHI 110 TEME.

- HAYy4YUThCS ITUCAaTh pa30opunBo U ObicTpo. UTOOB! B JabHENIIEM HE TPAaTUTh BpeMs Ha
pacmppoBKy COOCTBEHHBIX 3amlMcei, CIeAUTe 3a AaKKypaTHOCTBIO IMOYEpKa, HE HKOHOMbBTE
Oymary 3a cyeTr yIUIOTHEHHS TekcTa. KoHcnekTupys, moJab3yHTeCh OOIIEPUHATHIMU
COKpAILIEHUSIMH CJIOB U YCIOBHBIMHM 3HAaKaMM, €CIIM €CTb HEO0OXOAMMOCTb, TO MpHU-TyMailTe
COOCTBEHHBIE COKPAILIEHUSI.

- YMeTb OBICTPO M YETKO MEPEHOCUTH B TETPaJb rpaduuecKkue pUCYHKU U Tabmuibl. s
ATUX LEJEN MPUTOTOBBTE MPO3PAYHYIO JIMHENKY, KapaHJall U pe3suHKy. CTapaiiTech Kak MOXXHO
TOYHEE CKONMPOBATh N300paskeHue ¢ JocKU. Eciin HarnmsaHbIi MaTeprai TpyAHO BOCIIPOU3BOIUM
B YCIIOBUSIX JIEKIIMH, TO C/IETATe €ro CI0BECHOE onucaHue ¢ 0000IaI0NMMH BBIBOJAMH.

- IPOCMOTPETh CBOM 3aIMCH IOCJIE OKOHYaHMs JeKuuu. [lomuepkHUTE U OTMETHTE
pa3HbIMH I[BeTaMH (hiromMacTepa BaKHbIE MOMEHTHI B 3anucsX. VcrpaBbTe HETOUHOCTH, BHECUTE
HeoOXxo1uMblIe 1onoHeHus. He TpaTtbTe Bpems Ha nepenuchiBaHne KOHCIIEKTa, €CIIM OH OKa3aics
HE COBCEM ynauyHbIM. COBEPIIECHCTBYUTECH, 3aIIMCHIBAs ITOCIIEIYIOIINE JIEKIIHH.



IHoaroroBka k ceMMHapckuM 3aHATHAM. CeMUHAp — OAMH M3 OCHOBHBIX BHJIOB
NPAaKTUYECKHUX 3aHATUN 10 TYMaHUTAPHBIM JUcIUIIMHAM. OH peIHa3HaueH sl yIriyOIeHHOTo
U3y4eHUs OTJENbHBIX TeM U KypcoB. 1o ¢popme npoBenenus ceMuHapbl OOBIYHO MPEICTABISAIOT
co0oi perieHue 3a1a4, 00CyXKAeHUE JTOKIAI0B, Oeceny Mo MIaHy WU TUCKYCCHIO TI0 Ipobieme.

[ToaroToBka K 3aHATHUSM 3aKJIIOYAETCS, IPEXK/IE BCErO, B OCBOCHUU TOT'O TEOPETUYECKOTO
MarepHaia, KOTOPhIA BBIHOCUTCA Ha oOcyxaeHue. st 3Toro HeoOX0aIuMO B MEPBYIO OYEpelb
HepevYnTaTh KOHCIEKT JEKIMU WIN pa3zeiibl yueOHHUKa, B KOTOPBIX IPUCYTCTBYET YCTaHOBOUHAs
uHpopmanus. M3yueHne peKOMEHAOBAHHON JHUTEPAaTyphl HEOOXOAWMO CHENaTh MaKCHUMAalbHO
TBOPYECKHU — HE MPOCTO YKJIaJblBas B MaMsTh HOBbIE CBEJECHUS, a OCMBICINBAS U aHAIU3UPYS
MatepHuai. 3aKpenuTh CBOM 3HAHUS MOXXHO C TOMOUIBIO 3amuceil, BBIMUCOK WM TE3UCHOTO
KOHCIIEKTA.

Ecnu cemuHap mpenacTraBieH JOKJIaJaMH, TO OCHOBHAas OTBETCTBEHHOCTb 3a €ro
IIPOBE/ICHUE JISKUT Ha JokJIaauukax. Kak caenars 3To yclemHo cMOTpuTe B pasene «/Jloxmam.
OpHako poib OCTAJBHBIX YYAaCTHUKOB CEeMHMHApa HE JOJDKHA ObITh MaccuBHOM. CTYHEHTHI,
IpOCITyIIaB J0KJaJl, 3alMChIBAIOT KPATKO IJIaBHOE €ro COAEp KaHUE M 3aJal0T BHICTYNAIOLIEMY
YTOUHSAIONINE BOMPOCcoB. UeM Oosiee OCHOBATENBHOM ObLIAa JOMAIIHASA MTOATOTOBKA MO TEME, TEM
aKTUBHEE IMPOMCXOAUT O0OCYXIeHHE MpoOJeMHBIX BompocoB. Ha cemuHape Bcsiuecku
MOOIIPSIETCS.  TBOPYECKAsl, CAMOCTOSTENbHAS MBICTb, JAaeTCs BO3MOXKHOCTH BBICKA3aTh
KPUTUYECKHE 3aMeYaHusl.

becena mo tulany mpexacraBiser co0oil  3apaHee TOATOTOBICHHOE COBMECTHOE
00-Cy>KJIeHHE BOIIPOCOB TEMBbI KaKIbIM U3 YYaCTHUKOB. JTa (hopMa norpedyeTr OT CTyIeHTOB He
TOJILKO XOPOIICH CaMOCTOSATEIBHOW MPOPa0OTKHA TEOPETUYECKOTO MaTepuana, HO M YMEHHE
y4acTBOBaTh B KOJUIEKTMBHOM JAMCKYCCHM: KpPaTKO, YETKO U SICHO (hOpMYJIUpPOBaTh M U3JaraTb
CBOIO TOYKY 3pEHHS Tepel COKYpPCHHKaMH, OTCTaWBaTh MO3WIHMI0O B HAYYHOM CIIOpE,
HNPUCOETUHATHCS K 4y>KOMY MHEHUIO WM OIIIIOHUPOBATh JPYTUM YUaCTHUKAM.

Pedepat — camblii IpOCTOH W HAMMEHEE CAMOCTOSITCIBLHBIA BUJ MACHMEHHOW PabOTHI.
CyTb €ro coCTOUT B KPAaTKOM H3JI0XKEHUHU COJEpKaIlMXCs B HAYYHOH JMTEpaType B3IJISIOB U
uaen mo 3amanHoi teme. Pedepar He TpeOyeT OpUrHHaAIBHOCTA U HOBU3HBI. B HeM olleHuBaeTcs
YMEHHE CTyJleHTa paboTaTh C KHHUIOW: BBIAENATH U (OPMYIHPOBATH IMpoOiieMy, OTOMpATh
OCHOBHBIE TE3MCHI U BCIIOMOTATEJIbHBIE JTAHHBIE, JIOTHUECKH BBICTPAUBATh MaTepHall, TPAMOTHO
0(OpPMIIATH HayYHBIN TEKCT.

CryaeHnrtaM npejiaraeTcs Ba Buja pedepaTHbix padoT:

PedepupoBanne HayyHOH JIMTEpaTypbl MPEACTaBISIET COOON COKpalleHHOE H3JI0KEHHE
COJIepKaHUsI CTaThU WM KHHUTH C OCHOBHBIMH CBEJICHUSIMH M BBIBOAAMHU. Takue pedepaTs
aKTyaJbHbI TOTJIa, KOT/Ia B IOPUIUYECKUX MCTOYHHKAX MOSBISAETCS HOBBIH TEOPETHUECKUN WU
NpakTUYeCKHid MaTepuasnl 1o wu3ydaemoil Teme. OT cTydeHTa TpeOyeTcs, BHUMATEIbHO
03HAaKOMUBUINCH C IEPBOMCTOYHUKOM, MAaKCUMAJIbHO TOYHO U MOJHO IepeaTh €ro coAep:kaHue.
Hnst aToro menecooOpa3HO BBIOpATh (POpMYy TOCIEIOBATEIHHOTO H3JIOKEHUSI MPOYUTAHHOU
KHUTH, HE MeHss ee OoOIMU TUIaH U CTPYKTYpy (IU1aBbl, pasznensl, nmaparpagsl). HeoOxogumo
COXpaHHUTh JIOTUKY TIOBECTBOBAHUS M TI03a00THTBCS O CBA3HOCTH TEKCTa. ABTOPCKHE,
OpPUTHMHAJIBHBIE U HOBATOPCKUE MBICIM W WJEU Jydllle NepeaaBaTh HE CBOMMH CIIOBaMHM, a C
nomouibio nuTHpoBaHus. O0beM pedepaTta OyneT OompenenaTbcs COAep)KaHHEM HCTOYHUKA, a
TaKXe ero Hay4HOM M MpaKkTU4ecKoil ieHHOCThI0. Ho B M000M citydae mpeanoyYTeHue OTAaeTCs
KPaTKOCTH Y JIJAKOHHYHOCTH, YMEHHUIO OTOMPATh TTIAaBHOE H OCBOOOXKIATHCSI OT BTOPOCTETICHHOTO.

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

- Eciiu Bam mpeasnioxkeHa TemMa Takoro pedepara Ha BbIOOp, TO MPEANOYTEHHE CIEAyeT
OTIaTh TOH, KOTOpas JUIs Bac MHTEpeCHa WM 3HakoMma. OHa He J0JDKHA OBITh OYCHB CIIOKHOW U
00BEMHOM, B IPOTUBHOM cilydae pedepat OyneT HalmOMUHATh KYpCOBYIO paldoTy.

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



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

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

Crpykrypa pedepara BKIO4aeT B ceOsi BBECHHE, OCHOBHYIO YacTh U 3aKio4yeHue. Bo
BBEJCHUU (OPMYIUPYIOTCA LENM W 3aJadud paldoThl, €€ aKTyalbHOCTh. OCHOBHasi 4acTh
IpeCTaBIsieT cOO0M MocIeI0BaTeNbHOE U aPTyMEHTHPOBAHHOE M3JI0KEHUE PA3JIMYHBIX TOUYEK
3peHus Ha mpoOiieMy, ee aHalu3, IpeanojiaraeMble MyTH pelIeHUs. 3akifoueHue 0000Iaer
OCHOBHBIE MBICIIH HJIM OOOCHOBBIBAET MEPCIEKTUBBI NANbHEHIIEro nccieqoBanusi Tembl. Ecium
pedepar gocrarouHo OOBEMEH, TO MOTpeOyeTcs pasleleHHe TEeKCTa Ha pasjeisl (TJaBbl,
naparpadsl). MumocTpaTuBHBINA MaTepuall — TaOIHIBI, CXeMBI, TpauKN — MOTYT pacrojaraTbCs
KaK BHYTPH OCHOBHOM 4acTH, Tak u B pazfene «lIpumoxenue».

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

B pedepare B 00s3aTenbHOM MOPSAIKE Pa3MEMIAOTCS TUTYJIbHBINA JIUCT, TUIAH WM
OTJIaBJICHHE PAa0OTHI, a TAKXKE CITUCOK UCIIOIB3yEMOM JTUTEPATYPHI.

OObIyHO pedepaT MOKET 3aYMTHIBAETCS KaK MHCbMEHHas paboTa, HO HEKOTOpPbIE
IPENoIaBaTeI MPAKTUKYIOT MyOJMYHYIO 3ammTy pedeparoB WM HX «03ByYHMBaHUE» Ha
CEMHUHAPCKUX 3aHATHUSIX. B 3TOM ciiyyae HEOOXOAUMO MPUIIOKUTh JOTOTHUTENbHbIC YCUIIHS AJIs
MOJrOTOBKH ITyOJIMYHOTO BBICTYIUICHUS TI0 MaTepuaiaM pedepaTrHoil paboThI.

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

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

[Tpu paboTe Haa TOKIATOM CIEAYET YUeCTh HEKOTOPhIE Ceu(UIecKiue 0COOCHHOCTH:

eO0BeM JOKJIaZia JOJDKEH COTJIACOBBIBATBCS CO BPEMEHEM, OTBEACHHBIM IS
BBICTYIUJICHHUSI.

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

o [loroTOBNIEHHBIN TEKCT JOKIAAa JTOJDKEH XOPOIIO BOCIPHUHHMAThCS Ha ciyX. Jlaxke
ecii oTOOpaHHBIA BaMH MaTepUall CII0KEH M HEOJTHO3HAYEH, TOBOPUTH KENATEIbHO MPOCTO U
SICHO, HE TIEpeTpy’Kas pedb HAyKOOOpa3HBIMU 000POTaMHU U CTICIUPUICCKUMU TEPMUHAMH.

Crnemyer OTMETUTh, YTO MHOT/IA MperoiaBaTellb He TpeOyeT OT CTYJEHTOB MUCHbMEHHOTO
BapHaHTa JIOKJIaZia U OIIEHWBACT WX pabOTy MCKIIOYUTEIHHO TO YCTHOMY BBICTYIUIEHHIO. Ho
3HAUUTENBHO Yallle MUChMEHHBIM JOKIIaJ] MPOBEPSETCS M €ro KauecTBO TaKKe OLIEHWBAETCS B
Oamrax. BHe 3aBHCHMOCTH OT TOTO, HY)KHO WJIM HE HYXXHO OYyJeT caBaTh Ha NMPOBEPKY TEKCT
OyayIiero BBICTYIUIEHUS, COBETYEeM HE OTKa3bIBaThCSl OT NMHUCHBMEHHOH 3amucH JI0KJIaja. ITo
MIOMO’KET M30eKaTh MHOTHUX OITMOOK, KOTOPBIE CIYYarOTCsS BO BPEeMs YCTHOW MMITPOBH3AIINU:
OTKJIOHEHUE OT TE€MbI, HAPYIICHHUs JIOTHYECKOM MOCIIeJ0BaTEIbHOCTH, HEOpEe)KHOE OOpallieHue ¢
[IUTaTaMU, 3JI0yNOTpeOIIeHUE IETAIsIMH | T.JI. Eciii BBI XOpOIIIO BiajaeeTe HaBBIKaMU CBOOOTHOM
pedrn U o0nazaeTe BBICOKON KyIbTypOHl MBIIUICHUS, TO 3aMEHUTE MHCHMEHHBIN JOKJIaj
COCTaBJIEHHEM Te3UCHOTro TuraHa. C ero momMompl 3apUKCHPYHTE OCHOBHBIC MBICIH W WICH,



BBICTPOITE JIOTUKY IOBECTBOBAaHUS, OTOEpPUTE SpKUE U TOYHBIE MPUMEPHI, CHOpMYIUpYyHTE
BBIBOJIBI.

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

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

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

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

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

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

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

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

. OTtBeuarh Ha BOIIPOCHI B KOHIIE BBICTYIUIEHHSI HA/10 KPAaTKO, YETKO U YBEPEHHO, 0e3
JUIIHUX ToJpoOHocTel U noBTOpoB. IlocTapaiitech nmpeayranate BO3MOXHBIE BOIIPOCHI CBOMX
CIIyILIATeNe U MOATOTOBUTHCA K HUM 3apaHee. Ho eciu Cily4uTcs, 4TO BBl HE 3HAETE OTBETA Ha
3a/laHHBIM BaM BOIIPOC, HE OOWTECh B 3TOM MPU3HATHCA. TO 3HAYUTEIBHO JIyUllle, YeM OTBEYaTh
HE 110 CYLIECTBY WJIH OTIIYy4YUBATHCS.

. IIpoBenuTe TIeHEPANBHYIO PENETHULUIO CBOEro JOKIALa IMepel APY3bsIMH HIIU
OJIM3KUMHU. DTO TIOMOXKET 3apaHee BBIIBUTh HEKOTOPbIE HEJOCTATKU — CTHJIMCTHYECKH Clla0ble
MecTa, TPYJIHOIPOM3HOCHMBIE clioBa M (pa3bl, 3aTIHyTble BO BPEMEHH YacCTH M T.JI.
[TpoananusupyiiTe CBOIO IUKIIMIO, MHTOHALIMY, *KecTbl. Crenaiite Tak, 4TOObI OHU TOMOTAJIH, a HE
MEIIAJIN YCIIEIIHO MPeJICTABUTh MyOIUKHU MOATOTOBICHHBIH BaMU JTOKJIA].

IIpe3eHnTanusi — COBpeMEHHBI CHOCOO YCTHOrO WJIM MUCBMEHHOTO IMpeICTaBICHUS
UH(POPMALIUHU C UCTIOIB30BAHUEM MYJIbTUMETUHHBIX TEXHOIOTHA.

Cy11ecTByeTHECKOIbKOBAPUAHTOBIIPE3CHTALIHI.

L Hpe3eHTaum{ C BBICTYIUICHUEMIOKJIa AU Ka
L Hpe3eHTaum{ C KOMMCHTapUAMUJIOKIIaA4UuKa
L4 HpeBeHTaHHfI JUIS CaMOCTOATECIIBHOI'O mpocMoTpa, KOTOpas MOXET

JEMOHCTPHUPOBATHCS Tepe]] Ay AUTOPHEH 0e3 yuacTHs TOKIa uuKa.
[ToaroToBKa Mpe3eHTAMH BKIIOYAET B C€0S1 HECKOIBKO ITATOB:
1. [InanupoBaHue Mpe3eHTaAUU



OT 0TBETOB Ha 3TU BOMPOCHI OYAET 3aBUCETh BCE MOCTPOCHUE MTPE3CHTALINN:

o KaKOBO TIPEJHA3HAYCHHE W CMBICT IMPE3CHTAIUH (JIEMOHCTpAIUs Pe3yIbTaToB
Hay4YHOH paOoThl, 3aIUTA JUILIOMHOTO MTPOEKTA U T.1I.);

o Kakyl0 pojib OyJeT BBIIOJNHATH TIPE3CHTAMS B XOJIE€ BBICTYIUICHHS
(corpoBOXK/IEHHE JOKJIa/1a UK €r0 WIUTFOCTPALHs);

o KaKoOBa I1eJIb Mpe3eHTauu (MHpopMupoBaHUE, YOSKICHHE UITU aHAIN3);

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

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

MPEnoiaBaTeliv, CTYI€HThI WM CMEILICHHAS ayIUTOpHs).
2. CtpykTypupoBaHueHuHGOpMAIIH

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

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

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

o paboTa HaJ Mpe3eHTAalUeld HAYMHACTCS IOCJE THIATEILHOTO OOIYMBIBAaHHS H

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

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

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

o CIOXKETBl IPE3CHTAlMU MOTYT pa3bsCHATh WM WUIIOCTPUPOBATH OCHOBHBIE
MOJIO’KEHUS JIOKJIaZla B CaMbIX Pa3HOOOpa3HbIX BapuaHTAaX.

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

JnsyToronenecoo0pasHo:

o OTIPEeNUTh, YTO OyAET MPEACTaBIEHO Ha KAXKIOM claiiie, uTo OyJeT B 3TO BpeMs
TOBOPUTHCS, KaK OyJET CAeaH Mepexo K CIeIyImeMy Claiay;

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

o nH(GOPMAIIMIO HA ClIalif]aX MPEJICTaBUTh B BUJEC TE3UCOB — OHHU COIMPOBOXKIAIOT
MoIpOOHOE U3II0KEHHE MBICIEH BBICTYIAIOIIETO, @ He HAa000POT;

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

o ar00as Mpe3eHTaIUs JIOJDKHA MMETh COOCTBEHHYIO JIpaMaTypruio, B KOTOPOM

€CTb:

«3aBsi3Ka» - MPOOYKJACHUE WHTEpeca ayTUTOPHH K TeMe COOOIIeHUs (IPKUH HaTJISTHBIA
npumep);

«pa3BUTHEY - IEMOHCTPAII OCHOBHON WH(OPMAIINHU B JIOTHYECKOH MTOCIIEIOBATEILHOCTH
(uepemoBaHNE TEKCTOBBIX U TpaUIECKHUX CIIANIOB);

«KyJbMHUHAIUS) - TIPEJACTABICHUE CaMOr0 TJIABHOTO, HOBOTO, HEOXXHIAHHOTO
(SMOITMOHATFHBINA PEUEBOI MM WILTIOCTPATUBHBIN 00pa3);

«pa3BsizKa» - HOpMyITUPOBaHHE BHIBOAOB MM MPAKTHYECKUX PEKOMEHIAINH (BUACOPS).

3. OdopmrneHue npe3eHTauu

Odopmienue mpe3eHTaIMy BKIIIOYAET B €05 CIEAYIONIYI0 00s3aTEIbHYI0 HHPOPMAIIHIO:

TUTYyJIBHBINA TUCT

- IPEICTABIISET TEMY JOKJIaIa M UMs aBTOpa (M aBTOPOB);



- Ha 3aIMTe KypCOBOM WM NUIIJIOMHON paboThl yKa3bIBaeT (PaMHUIMIO U HHHUIIMAJIBI
HAYYHOT'O PYKOBOJMTEIISI MIIM OpTaHU3aINH;

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

IInan BeICTYILIICHUSA

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

- (huKcUpyeT MOpsAIAOK U3I0KEHUS HHPOpMaIuy;

CopepxaHue npe3eHTaluu

- BKJIFOYAET TEKCTOBYIO U TpadUyecKyr0 HHPOPMAITHIO;

- WUTIOCTPUPYET OCHOBHBIE TYHKTHI COOOILIEHUS;

- MOKET MPEJICTABIATh CAMOCTOSITEIILHBIN BApHAHT JOKJIA/a;

3aBeplieHue

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

- MOXKET BKJIFOUATh CIHCOK JIUTEPATYPhI K TOKIALY;

- COJICPXKHT CJIOBA 0JIaroJapHOCTH ayAUTOPHH.

4. JInzaitn npe3eHTaluuu

TexcToBoeohopMiICHHE

. He crout 3anonssaTh cnaifjl CIMIIKOM O0JIbIIUM 00BEMOM UH(POPMAIUH - JIy4Ile
BCETO 3aIlIOMHHAIOTCS He Oojiee 3-X (pakToB, BEIBOJIOB, OTIPE/ICICHUH.

o OnTuManbHOE YUCIIO CTPOK Ha ciaiae — 6 -11.

o Kopotkue ¢pasbl 3anoMuHaOTCA BH3yalbHO Jiydmie. [IyHKTBI miepedHell He
JIOJDKHBI ITPEBBIILIATH IBYX CTPOK Ha ¢pa3y.

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

. Ecnu TeKCT COCTOMT M3 HECKONBKHX ab3ameB, TO HEOOXOAMMO YCTaHOBUTH
Kpac-HyI0 CTPOKY U MHTEpBaJl MEX Ay a03alamH.

o KiroueBble ciioBa B nH(OpMALIMOHHOM OJIOKE BBIIENAIOTCS LIBETOM, IIPU(TOM MU
KOMITO3UITOHHO.

o Wudopmannio mnpeanodTuTenbHee pacrojaratb TOPHU3OHTalIbHO, Hauboee
Ba)XXHYIO - B IIEHTPE IKpaHa.

o He cnenyer 3moynorpeOisTh OONBIIMM KOJWYECTBOM IPEAJIOTOB, Hapeuui,
npusaraTeIbHbIX, BBOJHBIX CIIOB.

o [udposble MaTepualpl Jydlle NPEACTaBUTh B BHJE I'padUMKOB M JHarpamm —
TaOIHUIIBI ¢ HU(PPOBBIMU JTAHHBIMHU HA CJIaiiie BOCTIPUHUMAIOTCS TIOXO.

. HeobOxonumMo 00paTtuTh BHUMaHUE Ha TPAaMOTHOCTh HamucaHus Tekcta. Omuoku

BO BECh dKpaH MPOU3BOJAT HENPUATHOE BIEUaTICHHE
[pudToBoeopopmienue

o HIpudTe 6e3 3aceuex (Arial, Tahoma, Verdana) uurarorcs jierde, 4eM rpoTECKH.
Henp3sicMemmBaThpa3InIHBIETHITBIIIPU(TOB B OTHONIIPE3CHTAIIHH.

o HIpudroBoit KOHTpacT MOXKHO CO3[aTh MOCPEJICTBOM pa3Mepa HIpudTa, €ro
TOJIIMHBI, HAYepPTaHusl, (POPMBI, HATIPABJICHUS U 1[BETA;

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

o Kypcus, mogyepkuBanue, )KUPHBIH MWPHAT UCHONB3YIOTCS OTPaHUYEHHO, TOJIBKO
JUISL CMBICIIOBOT'O BBIIEIEHUS (PParMeHTOB TEKCTa.

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

[[BeToBOCOGOpMITEHHE

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

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

o Jns poHa mpeArnoyTUTENTFHEE XOJIOIHBIE TOHA.

o Cy1ecTByloT He coueTaeMble KOMOMHAIMK 1BeTOB. OO 3TOM MOXHO Yy3HaTh B

CIICLIMATIbHOM JIUTEPATypE.



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

o Ecnu npe3enTanus 00bliias, TO €CTh CMBICH Pa3ACiuTh € Ha YacTH C TIOMOIIBIO
I[BETa — pa3HbI IBET CIOCOOEH CO3/1aBaTh Pa3HbIi IMOIMOHATIBHbIA HACTPOU.

o Henb3s BeIOUpaTh POH, KOTOPBIi COACPIKUT AKTUBHBIN PUCYHOK.

KomnosurnmonnoeodopmiieHne

o Crnenyer coOmogath enuHblii ctwiib  odopmiieHus. OH MOXKET BKIOYATh

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

. He npuemnemsl cTuim, KOTOpbie OyIyT OTBIEKATh OT MPE3CHTALHH.

. KpymHbie 00beKThI B KOMIIO3UILIUU CMOTPSTCSI HEBAXKHO.

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

. Jl1s cepbe3HOM Mpe3eHTaluu OTOMPAIOTCs 111a0JIOHBI, BBIIIOJHEHHBIE B JEIOBOM

CTHIIE.
AHUMaITMOHHOCO(POPMIICHHE
o OcHOBHast pojb aHUMAUW — JO3UPOBaHHMA HH(POpPMAUU. AyIUTOpHUS, Kak
OpaBWJIO, JIy4llle BOCIHPHHUMACT WHQPOPMAIUIO TOPIHUSIMH, HEOOJIBIIUMH 3PUTECILHBIMU
(dparmeHTamH.

[ ] AHI/IMaIII/IFI PICHOJ'II)BYCTC?I JJIA HpI/IBJ'IGLIeHI/IH BHUMAHUS HWIIN [[eMOHCTpaIII/II/I
pa3BUTHUS KaKOro-Iu0o0 mporecca

. He crout 3m0ynotpediisTh aHUMaMOHHBIMU 3(ppeKkTaMu, KOTOpBIE OTBICKAIOT OT
COJICPKaHUS WIIH YTOMIISIOT TJ1a3a YHTAFOIIETO.

° OCco0CHHO HEXKENIAaTeJIbHO YacTOe MCIOJIb30BAaHME TaKUX aHMMAaIMOHHBIX
3¢ (eKTOB KaK BBUIET, BpallleHUE, BOJIHA, TOOYKBEHHOE MOSBJICHUE TEKCTA.

3ByKoBOCOQOpMIICHHE

° My3BIKQJIBHOE CONPOBOXKACHUE IPU3BAHO OTPa3UTh CyTh WIH IOJYEPKHYTH

OCOOCHHOCTH TEMBI Cllaiijla WM BCEH MPE3CHTAIlMH, CO37aTh ONPECICHHBIN dMOIMOHATBHBIN
HAaCTPOM.

. My3bIKy 1enecooOpa3HO BKIIIOYaTh TOTJa, KOTJa Mpe3eHTamus HuaeT 0e3
CJIOBECHOT'O COTIPOBOXKICHUSI.

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

. Heo0xoaumo BBIOpaTh ONTHUMAIBHYIO TPOMKOCTb, YTOOBI 3BYK OBLT CIIBIIIAH BCEM
CIIymIaTesieM, HO He OBbLT OTIYIIHTEIbHBIM.

I'paduueckoeopopmieHue

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

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

. XKenarenpHo, uYTOOBI U300paxkeHWe OBUIO HE CTONBKO (HOHOM, CKOJBKO
WUTIOCTpAIel, paBHOW IO CMBICIYy CaMOMY TEKCTY, YTOOBI MOMOYb IMO-HOBOMY MOHSATH U
PacKpBITh €ro.

L4 Cﬂe;[yeT n3oeraTh HCKOPPCKTHBIX I/IJlJlIOCTpaLllflﬁ, KOTOPLIC HCIPABUIIBHO HIIN
ABYCMBICJICHHO OTPAXKarOT CMbBICII I/IH(I)OpMaI_II/II/I.
L4 HCO6XO,Z[I/IMO M03a00TUTHCS O PaBHOMCPHOM U PALIMOHAJIBHOM HCIHOJIb30BAHUU

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

° Nnmoctpaiiun  peKOMEHAYETCS  CONMPOBOXKAATH  MOSICHUTEIIBHBIM ~ TEKCTOM.
[Toamucu k KapTHHKaM JydIille BBITIOJHITH COOKY WJIM CHH3Y, €CIM OTO TOJBKO HE Ha3BaHUE
caMoro cianaa.



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

Ta0nuibl ¥ CXeMBbI

o He crouT BCTaBIATH B MPE3CHTALUIO OOJBIIME TAOMHIBI — OHU TPYIHBI IS
BoctipusThA. JlydiesaMeHuTbUXTpapruKaMu, HOCTPOCHHBIMUHAOCHOBEITUXTAOIIHII.

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

o [Ipr Mcnoab30BaHMU CXEM Ha claiiiax HeOOXOIMMO BBIPOBHATH Psilibl OJIOKOB
CXEMBI, PacCTOSHHE MEXIy OJoKaMH, JO00aBUTh COEAMHUTENbHBIC CXEMBbl TPU MOMOIIU
UHCTPYMEHTOB ABTOGUTYD,

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

Aynuo u BuieoohopmiIeHuE

o Buneo, kuHO M Tene marepuanbl MOTYT OBITh MCHOJb30BaHBI MOJHOCTBIO HIIH
(parMEeHTapHO B 3aBUCUMOCTH OT LI€JIE€H, KOTOPbIE IPECIEIYIOTCS.

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

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

¢dbparmMeHTHI U3 IBYX (DUIBMOB BIIOJHE BO3MOXKHO.

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

. [IpocmarpuBaiiTe KOHCHEKTHI JIEKIMI cpa3y mocie 3aHATHM. ODTO IOMOXKET
pazo0paThCsi ¢ HEMOHATHBIMA MOMEHTAMH JICKIIMH ¥ BO3HUKILIMMHU BOIIPOCAMH, TTOKA €I11€ JICKIIUS
CBEa B MMaMSTH.

. berno mnpocmaTpuBaliTeé KOHCIEKTHl 10 Hayaja CIEAYIOLIEro 3aHATUA. ITO
MO3BOJIUT «OCBEKHTBY» MPEIbIAYIIYIO JIEKIUIO W TOATOTOBUTHCA K BOCIPHUSITHIO HOBOTO
Marepuaa.

o Kaxxayro Heneno oTBoAUTE BpeMsl [JIsl IOBTOPEHUS TPOHICHHOTO MaTepuraa.

HemocpeacTBeHHOITPHUIIOATOTOBKE:

o Yropsi1oubTe CBOM KOHCIIEKTHI, 3aIACH, 3aaHHS.

. [IpukuabTE BpeMs, HEOOXOIMMOE BaM JUIsl TIOBTOPEHUsS KaxkJI0M dactu (0JI0Ka)
MaTepuaia, BRIHOCHMOTO Ha 3a4erT.

o CocTaBbTe pacucaHue ¢ yUeTOM CKOPOCTH TTOBTOPEHUS MaTepHana, sl 4ero

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

CeMHHapaM, KOHCIEKTUPOBAHUIO), KOTOPbIE MOTPEOYIOT JIUIIL MOBTOPEHUS U HOBBIE, KOTOPHIE
MPUACTCS OCBaMBATh CAMOCTOATENbHO. HauHuTE ¢ TEM XOPOIIIO BaM U3BECTHBIX M 3aKPEIUTE UX C
MOMOIIbI0 KOHCTEKTa M y4eOHWKA. 3aTeM MOMOJHUTE CBOW TEOpPETHUECKHil Oarak HOBBIMHU
3HAHUSIMU, 00S3aTEIHFHO BOCIIOIH30BaBIINCH PEKOMEHIOBAHHOM JIUTEPATyPOH.

. [IpaBUIBPHO HMCTMONMB3YHTE KOHCYJBTAIMH, KOTOPHIE MPOBOAMT IMPENOIaBATENb.
[Ipuxonure Ha HUX C 3apaHee MPOpabOTaHHBIMU CAMOCTOSITENILHO BOMpocamu. BblI MokeTe
MOJIYYUTh Pa3bICHEHHE TI0 TIOBOJIY CJIOXKHBIX, HE JI0 KOHIIA TOHSATHIX TeM, HO HE pacCUNTHIBANTE
BO BpeMs KOHCYJIbTAI[MU Ha NUCUYEPITBIBAIOIIYI0 HH(OPMAIIUU TIO COAEPKAHUIO BCETO Kypca.



