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Pabouas mporpamma cocraiena Ha ocHoBe PI'OC BO - GakanaBpuat 1o HarpaBJIeHHIO
noarotoBku 38.03.03 Ynpasnenue nepconanom (npuka3z Munoopaayku Poccun ot 12.08.2020 .
Ne 955)

Pabouas mporpamma paccMoTpeHa U 0Jj00peHa Ha 3aceilaHuu Kadeapsl MeHeKMeHTa 1
rOCyJapCTBEHHOTO YIIPaBJICHUS
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JIner akryaauszanuu padoueil mporpaMmbl

Pabouast mporpamMmma repecMoTpena, 00cykaeHa u o100peHa s peanuzamnuu B 2025 - 2026
yueOHOM oy Ha 3acefaHuu Kadeapbl MeHeKMEHTa U TOCYIapCTBEHHOTO YIIPABICHUS

IIporokomor 20 1. Ne

3aB. kadempoii O.JL ﬁa3apOBa

Pabouast mporpamMmma repecMoTpeHa, 00CcykaeHa u 0100peHa s peanuzamnuu B 2026 - 2027
yueOHOM oy Ha 3acefaHuu Kadeapbl MeHeKMEHTa U TOCYIapCTBEHHOTO YIIPABICHUS

IIporokomor 20 1. Ne

3aB. kadempoii O.JL _ﬁaSapOBa

Pabouas nmporpamma nepecMoTpeHa, o0cyxaeHa u ogodpena st peanmsanuu B 2027 - 2028
y4eOHOM roy Ha 3acenaHuu kapeapbl MeHeHKMEHTa U FOCYAapCTBEHHOTO YIIPABICHUS

IIporokomor 20 . Ne

3aB. kadeapoii O.JL ﬁa3ap013a

Pabouas nmporpamma nepecMoTpeHa, 00cyxaeHa u ogoopena st peamszanuu B 2028 - 2029
y4eOHOM roy Ha 3acenaHuu kapeapbl MeHeHKMEHTa H FOCYAapCTBEHHOTO yIIPABICHUS

IIporokomor 20 1. Ne

3aB. kadeapoii O.JL ﬁa3ap013a

Pabouas nporpamma nepecmotpena, o0cyxaeHa u ogoopena s peanuzanuu B 2029 - 2030
yueOHOM oy Ha 3acefaHuu Kadeapbl MeHeKMEHTa U TOCYIapCTBEHHOTO YIIPABIICHUS

[Iporokom ot 20 1. Ne

3aB. kadenpoii O.JI. Hazaposa




1 Iles1u ocBOCHUS TN CHMILTHHBI (MOYJI51)

M3Y4YECHHE TEOPETUYECKUX M MPAKTHUYECKUX OCHOB CO3JaHUS JOKYMEHTOB YIPaBJICHMUS,;
rpaMOTHOU M 3G (HEKTUBHON OpraHU3aliy COBPEMEHHOTO JICTIONPOU3BOJICTBA HA TIPEIITPHUSITHSIX
U B OpraHU3aIMsIX.

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

Jucuunnuza  JIOKyMEHTUPOBAHME  YIPABICHYECKOM  JEATEIBHOCTH  BXOIUT B
00s13aTeJIbHYIO 4aCTh Y4E€OHOTO I1aHa 00pa30BaTEIbHONU POrPaMMBI.

Jns  u3ydeHWs  AMCUUIUIMHBL ~ HEOOXOAMMBI  3HaHMA  (YMEHHUS,  BJIAJCHHSA),
c(OpMHUPOBAHHBIE B PE3Y/IbTATE U3YUCHHSI AUCLHUILINH/ IPAKTUK:

OteudecTBEHHAs UCTOPHUS

Ucropus Benukoit OTeuecTBEeHHON BOMHBI

NHocTpaHHBIN A3BIK

be3onacHOCTb XKU3HEAEATEIBHOCTU

ConuasibHOE NapTHEPCTBO

JInuHOCTHO-TIpO(eCcCHOHAIBHOE CaMOPa3BUTHE

JlenoBasi KOMMYHHUKaLUs HA PYCCKOM SI3bIKE

Kyneryponorus

dusnyeckas KylabTypa U CIIOpT

DKOHOMHKA

DKOHOMMKA rOCYAAPCTBEHHOT0 ¥ MYHHUIIMIIAILHOTO CEKTOPa

Maremaruka

WNudopmaruka

CratucTuyeckne METObl B TOCYITapCTBEHHOM M MYHULIUIIAJIbHOM YIIPABJICHUN

Beenenue B npodeccuto

[TonuTonorus u reonoauTUKa

OcHOBBI TPYIOBOTO 3aKOHOAaTENbCTBA PO

Teopus rocynapcrsa u rpasa

AHTUKOPpYNLIMOHHAS [TOJINTUKA B FOCYIapPCTBEHHON U MYHULIUIIATBHOHN CITyx)0e

OCHOBBI FOCYAAPCTBEHHOT0 U MYHULIUIIAJIBHOTO YIIPABICHUS

Hcropus rocy1apCTBEHHOTO YIIPaBICHUS

TeppuropuralbHbIA MApKETUHT

VY4ebHas - 03HaKOMHTENbHAs TPAKTHKA

Crneunguka myOIMUHBIX BBICTYTIIICHUI

3HaHus (YMeHHMs, BIaJIeHHs ), NOJy4YEeHHbIE IPU U3YUYEHUH JaHHON AUCLUIUIUHBI OyayT
HEOOXOIUMBI 17151 U3YYEHUSI AUCIUILIINH/PAKTHUK:

['ocynapcTBeHHOE perynMpOBaHNE YKOHOMUKH

Crparernyeckoe pa3BUTHE MyHHLIUIIAIBHOTO 00pa30BaHMs

VY4eTHbIe CUCTEMBI B TOCYIAPCTBEHHOM CEKTOPE

YcroitunBoe pazputue u ESG

[Mudposas Tpanchopmalys rocy1apcTBEHHOTO U MyHUIIMITAIbHOTO YIIPaBJIEHUS

MHBECTUIIMOHHOE TUIAHUPOBAHKUE U YKOHOMMYECKAs OLIEHKA PErMOHAIBHBIX ITPOEKTOB U
IporpaMm

VYpbaHucTuka: ropoJICKoe IMIIaHHPOBaHUE

MHBecTUIIMOHHAS TPUBIIEKATEIBHOCTh PETMOHA

ConuanbHas nonutuka PO

I'ocynapcTBeHHOE peryIMpOBaHNE MUTPAIIMOHHBIX U IEMOTpa(UIeCKHUX MPOIECCOB

['ocynapcTBeHHOE perynupoBaHue ppIHKA TPyaa

VYipasneHue 4eI0Be4eCKUMHU pecypcamu

[Ipon3BoaCTBEHHAS — IPEAIUIIIIOMHAS IPAKTUKA



[ToaroroBka k caaue u cauya rocy1apCTBEHHOT0 HK3aMeHa

[ToaroroBka Kk mpoiietype 3allyuThl ¥ 3allUTa BHITYCKHON KBATH(PUKAIIMOHHOMN paboTh

[TpousBocTBEHHAS - MPAKTHUKA IO MOJIYYCHUI0 TMPO(HECCHOHATBHBIX YMEHUN M OIBITA
npodeccuoHaNbHOM AeSITeIbHOCTH

3 Komnerenuuu ody4yarouerocsi, popMupyemMbie B pe3yabTaTe 0CBOEHUSA

AUCHMILINHBI (MOAYJIS) U IVIAHUPYEMbIe pPe3yJibTaThl 00y4eHUs

B pesynbraTe ocBOeHUS TUCHUILIUHBI (MOAYs) «JloKyMeHTHpOBaHUE YIIpaBIEHYECKON
JEeSTENIbHOCTI 00yYarouiics JOHKEeH 001aaTh CIeIyIOIIUMUA KOMIIETEHIUAMU:

Kon nnaukaropa

Nuaukatop 10CTHKEHUSI KOMIIETEHIUA

YK-4 CriocoGeH OCyIIECTBIATh JACIOBYI0O KOMMYHHUKAIIMIO B YCTHOM M MUCbMEHHON (opMax Ha
rOCyIapCTBEHHOM si3bIKe Poccuiickoi deaepariny 1 ”HOCTPAaHHOM(BIX ) sI3bIKe(ax)

YK-4.1

BriOupaeT ctuinb oOIICHHSI HA PYCCKOM SI3BIKE B 3aBUCHMOCTH OT IIETH U
YCJIOBHM TMapTHEPCTBA; aJalTUPYET Pe4b U CTHJIb OOIICHHS K CHUTyaIlUsM
B3aUMOJIEHCTBUS

VK-4.2

Bener nenoByro nepenucky Ha pyCCKOM M MHOCTPAHHOM SI3BIKAX C YYETOM
OCOOCHHOCTEH CTHIIMCTUKUA OQUIIMAIBHBIX IMHCEM W COIMOKYIbTYPHBIX
pa3InaIuu

YK-4.3

BeimonHger  ans  IMYHBIX  Lened  mepeBox  OQHMUMANBHBIX U
npoeCCHOHATBHBIX TEKCTOB C HMHOCTPAHHOTO S3bIKa HA PYCCKUH, C
PYCCKOTO SI3bIKa HA MHOCTPAHHBIN

VYK-4.4

[TyOnu4HO BBICTYMAaeT Ha PYCCKOM SI3BIKE, CTPOUT CBOE BBICTYILICHUE C
YISTOM ayJIUTOPUH U IEIH OOIICHUS

YK-4.5

YCTHO TIpeACTaBIsIET PEe3yNbTaThl CBOCH ACSITEIHLHOCTH HAa WHOCTPAHHOM
SI3BIKE, MOYKET MOJIJIEP>KaTh PA3roBOP B X0J1€ UX 00CYKJIEHUS

OIIK-3 CrocobeH pa3pabaThiBaTh M OCYLIECTBISATh MEPONPUATHSA, HAIMpaBICHHbIE Ha
peau3aluio CTpAaTEeruu YIpaBJieHUs IEPCOHATIOM, OOecneuuBaTh HMX JOKYMEHTAIIMOHHOE
COIPOBOKICHHE M OLICHUBATh OPTaHU3AIIMOHHBIC M COLIMATIbHBIC MOCIIEICTBUS;

OIIK-3.1 PazpabaTbiBaeT M peamn30BBIBACT CTPATETWU YIPABICHUS, MPHBICYCHUS
nepcoHasa

OIIK-3.2 ObecneunBaeT JIOKYMEHTAIMOHHOE COIIPOBOKICHNE CTpaTeruu
YIIpaBJICHUS IEPCOHAIOM

OIIK-3.3 OneHuBaeT OpraHU3allMOHHBIE M COLMANbHBIE TOCIEICTBUS YIPABICHUS

MIEPCOHAIOM




4. CTpyKTypa, 00bEM H coep:KkaHue TUCHUILIMHBI (MOAYJIS)
OO0mas TpyI0€MKOCTh JUCIUIUIMHBI COCTAaBIsieT 3 3a4eTHBIX enuuuil 108 akax. gacoB, B TOM

YUCJIC:

— KoHTakTHas padora — 10,5 akaz. yacos:

—aynuropHas — 10 akaj. 4acos;

— BHeaynuTopHas — 0,5 akaJl. 4acoB;
— caMocTosTeNnbHas pabora — 93,6 aka. yacos;
— B (hopMe MpakTUYIeCKOoi moaroToBku — 0 akaj. 4yac;,

®dopma aTTeCTalMu - 3a4ET

AynutopHas % o
<
KOHTaKTHasI =
5 Z = dopMma TEKYLIETO
T =
Paznen/ Tema 2 WA = Brn KOHTPOIIA Kon
2| (Bakax. yacax & .
> ( A ) & ©|caMocTOSITENBHOM | ycrIeBaeMOCTH U
JUCLIATUINHBI = [ .. | KoMIIeTeHInu
2 £ paboThI MIPOMEKYTOUHOM
na0. [mpakr. | 3 &
Tlex. z'g aTTecTaluu
3aH. | 3aH. |O &
1. Teoperuueckue OCHOBBI
JIETIONPOU3BOJICTBA OPTraHH3AIIHH.
1.1 HWudopmanus, ee KpPUTCPHH.
Joxyment. PexBm3uT mokymeHTa.
Oynkiyu nokymenta. KOpunudeckas
CHJIa TOKyMeHTa. J{enonpon3BoacTBoO,
JIOKYMEHTUPOBAHUE.
Y P CamMmocTosgTeaIpHOoe VK-4.1,
JlokyMeHTanoHHOE obecnieyeHue
TIpaBJICHUS JokymeHnToo0opoT Hsyerue yK-4.2,
ynp ) Y poT. yueOHOI 1 YK-4.3,
Knaccupukanus JOKYMEHTOB. .
HayJHOU Kowmmeroreproe VK-4.4,
Cranpmapruzaims  u  yHudukanusa| 2 | 0,5 1 15
JUTEpaTyphl TECTUPOBaHNE YK-4.5,
JIOKYMEHTOB. YHaudunupoanHas
cucrema  gokymentamuu  (YCJI) Pabora c OIK-3.1,
Cucremsl 10K l\?lICHTa nu. IIpun I/IH]); SIICKTPOHHAIMHU OlIK-3.2,
HOKY S OubIMoTEKAMH OIIK-3.3
JIeTIOTPON3BOICTBA.
HopmaTtusHO-MeTOANYECKAS 6aza
JOKYMEHTUPOBaHHS YIIPaBIEHIECKOM
JIESTEIBHOCTH u OpraHu3aluu
paboTHI ¢ JOKYMEHTaMH.
Wroro no pazneny 0,5 1 15
2. OOmme mpaBuna  OpOPMIICHHS

YHPaBJICHYCCKUX JOKYMCHTOB.




21 ToCT P 6.30-2003
"YHuduupoBaHHbIe CHCTEMBI
JOKyMEHTAllMU.  YHUDUIMPOBaHHAS
cucTeMa
OpTaHU3aIMOHHO-PACTIOPSIUTEITHHOM
JOKyMEHTAIIWH. TpeboBanus K
oopMIIEHUIO JOKYMEHTOB" .

CocraB PEKBHU3UTOB, ux
MECTOPACIOJIOKEHHE HAa JOKYMEHTE.
dopmynsp-o0pasel] TOKyMeHTa.

0,5

15

CaMOCTOSTENbHOE
U3ydeHHe
yueOHOI
Hay4YHOU
JTUTEPaATypPHI
Pabota ¢
3JIEKTPOHHBIMHU
OHOIMOTEKAMHU

KomnerorepHoe
TECTHPOBaHHE

VYK-4.1,
VK-4.2,
VK-4.3,
YK-4.4,
VK-4.5,
OIIK-3.1,
OIIK-3.2,
OIIK-3.3

Uroro mo pazneny

0,5

15

3. OcobennocTn COCTaBJICHUS
oopMIIeHUsI  OCHOBHBIX
yIIpaBJICHHUSL.

u

JAOKYMEHTOB

3.1 OcHOBHBIE IPYMIBI JOKYMEHTOB.
HopmaTuBHBIE JOKYMEHTBI
roCyapCTBEHHBIX OpraHoB.
OpraHu3aoHHbIE JOKYMEHTBI
TPEANPHUSITHSL. JlomKHOCTHBIE
HMHCTPYKIHH. PacnopsianrensHbie
JIOKYMEHTBI TIPEIIPHUATHs. [IpHKa3bl
o OCHOBHOMH IeITEeILHOCTH.
Pacnopsoxenus, pelIeHys.
HudopmannoHHO-CIpaBOYHEIE
JOKyMEHTHI. IIpOTOKONBI, MOJHAA U
Kpatkas ¢opMa uX OPOpPMIICHHUS.
AKTBL. CnyxeOHble u
o0psicHUTENbHBIE 3aniCcKi. CIpaBKH.
CayxeOHble noBepeHHocTH. [Tucbma,
UX  KJIacCUpHKaIusi,  CTPYKTYypa,
CTaHAapTHbIE (pa3bl U BHIPAKEHHS.
Hopwmsbl odunmansHO-IeI0BOT0 CTHIIS
CIIy’)K€OHBIX JIOKyMEHTOB. JlenoBoe
MICBMO  MEXIyHApOIHOTO o0pasma.
®akcsl, TenedoHorpamMmsl. Jlorosopa,
KOHTpakThl. COBpEeMEHHBIE CIIOCOOBI
1 TEXHUKA CO3AaHUs JOKYMCHTOB.

0,5

16

CaMocTosATENEHOE
U3yUYCHHE
yueOHOIl u
HayJHOU
JIUTEPATyPhI
Pabota ¢
3JIEKTPOHHBIMHA
OMOIHOTEKAMH

Kowmmeroreproe
TECTHPOBaHHE

YK-4.1,
VK-4.2,
YK-4.3,
VK-4.4,
YK-4.5,
OIIK-3.1,
OIIK-3.2,
OIIK-3.3

Wroro no pazneny

0,5

16

4. TIpaBuna opopMIIeHHsI JOKYMEHTOB IO

JIMYHOMY COCTaBY.




4.1 IMousTHE u CTpYKTypa

TIePCOHANTBHBIX JTAHHBIX.

[MpuHaAIEKHOCTH TIePCOHANTBHBIX

JIAHHBIX: COOCTBEHHHUK, JEpXKaTellb W

MI0JTE30BaTENb MIePCOHATBHBIX

JIAHHBIX. Crpykrypa P KazpoBoi CaMOCTOSTENbHOE VK-4.1,

UH(POPMAIIOHHO-TOKYMEHTAI[HOHHOM H3yqu£/1 ¢ YK-4.2,

yueOHOH u VK-4.3,

cucreMbl. OdopmieHre TOKYMEHTOB .

[IpY TIpUEME, YBOJBHEHHH U MIEPEBOJIC 1 16 HayHO’ Kommsioreproe yK-4.4,

paGoTHUKA HA IpYIyio JOMKHOCTD. JUTEPATYpPhI TECTUPOBaHHE YK-4.5,

Ankera. TpynoBble  KOHTPAKTHI. Pabora c OIK-3.1,

[lpukasbl 1O JUYHOMY COCTaBy. SJICKTPOHHBIMHU OIIK-3.2,
OoubmoTekamMu OIIK-3.3

OCHOBHBIE PEKBH3HTHI TOKYMEHTOB H

npaBwia ux odopmiuenus. Kpartkue

CBEJCHUS O MpaBWiIax OGOPMICHHS

TPYIOBBIX KHIDKEK, JTUYHBIX

KapTOYeK, JINYHBIX JIe]1 paOOTHHUKOB.

Wroro no pazaery 1 16

5. Opranuzanust JOKyMeHT000O0poTa.

5.1 TIlomsTus IOKYMEHTOOOOPOT H

OpTaHU3AINST JOKyMEHT0000pOTA.

HopmaTuBHO-MeTOANYECKAs

perinaMeHTanysi  JTOKyMEHTO000pOTa. CamocrosTensHoe YK-4.1,

OCHOBHBIE TIpaBWIa OpPTraHHU3AI[HU U3ydeHHe VYK-4.2,

JIOKYMEHT0000pOTa Ha MPEATPUATHH. yueOHO# u YK-4.3,

KauectBennsie XapaKTEPUCTUKU 05 156 Hay4YHOM Kommnsroreproe YK-4.4,

JIokyMeHToobopota. Knaccudukanus ' ' TUTEePaTypHI TECTUPOBaHUE VK-4.5,

JIOKYMEHTOIIOTOKOB: Pa6ora ¢ OIIK-3.1,

TOPU3OHTAJIBHBIE, BEPTHKAJbHBIE, JNIEKTPOHHBIMU OIIK-3.2,

BOCXOISIIHUE, HUCXOISIINE, OMOIMOTEKAMH OIIK-3.3

BXOJISIIIHE, HCXOJISIIIHE u

BHYTpPEHHHE. IMoacuer o0bemMa

JOKyMEHT0000pOTA.

HWroro no pazaeny 0,5 15,6

6. OcHOBHBIE @paBWIa OpPraHU3ALMU

paboTHI ¢ JOKYMEHTaMH.




6.1 O6paboTka MOCTYMAOIINX
JokyMeHTOoB. IlepBuuHnas 00paboTka
JOKyMEHTOB. Oomue paBuiIa
perucrpanuu  TOKYMEHTOB, (DOPMBI
peructpanuu. [lepenaya 10KyMeHTOB,
PAcCMOTpPEHHE HX PYKOBOAUTEIICM.
IMopsanox HampaBieHHsI JOKyMEHTa Ha
UCIOJIHEHHE M PaOOTHI HCIIOIHUTEILT
c JOKyMEHTaMHU. Hcnonnenue
JOKyMeHTa. Bumgel u  (GopMsI
KOHTPOJII ~ UCIIOJNHEHHs, CpPOKOBas
kaproteka. OpraHuzamus TEKyLIero
xpaHeHus nen. HomeHkiaTypa ner,
o0rume TpeboBaHus, BHJIBI
HOMEHKJIATYP. CocraBieHue
HOMEHKJIATyphl nien. dopMupoBaHue
u opopmiienue nen. Cucremarusanus
JOKYMEHTOB B Jielie. XpaHEeHHUe Iell.
TloaroroBka JTOKyMEHTOB K Iieperade
Ha apxXuWBHOEe XpaHeHHe. Kpurepuu
OLICHKH J0KyMeHTOB. CocraBieHue
OTHCEN Aell.

16

CamocTosATeIpHOE
U3yUYCHHE
yueOHOI u
Hay4YHOU
JUTEPATYPBI
Pabota ¢
3JIEKTPOHHBIMHA
OnbIMOTEKAMHU

KomnetorepHoe
TECTHPOBaHHE

YK-4.1,
VK-4.2,
VK-4.3,
YK-4.4,
VK-4.5,
OIIK-3.1,
OIIK-3.2,
OIIK-3.3

Hroro no pazneny

16

Uroro 3a cemectp

93,6

3a4éT

Hroro no JUCHUIIIINHE

93,6

3a4€T




5 O0pa3oBaTte/ibHbIE TEXHOJIOTHH

1. TpagunuoHHble 00pa3oBaTelIbHbIE TEXHOJIOTHMH OPHUEHTHUPYIOTCA Ha OpraHU3alHuio
00pa30BaTeNbHOTO  IIpOLlEcCa, MPEANOJAralllyl0 MPsAMYH TPAaHCISALUUIO 3HAHUM  OT
npenoaaBaress K CTyJIeHTY (IPEeuMYIEeCTBEHHO Ha OCHOBE OOBSICHUTEIbHO-UUTIOCTPATUBHBIX
METO/I0B 00y4YECHUS1).

@opMmbl y4eOHBIX 3aHATHI C UCIIOJIb30BAHUEM TPAAUIIMOHHBIX TEXHOJIOTHI:

Wudopmanmonnas Jekuus — I[OCIENOBATEIbHOE H3JIOKEHHE MaTtepuaja B
TUCIUIUIMHAPHON JIOTHKE, OCYIIECTBISIEMOE MPEUMYIIECTBEHHO BepOalbHBIMU CpEICTBAMU
(MOHOJIOT TpernoaaBaTes).

[IpakTuueckoe 3aHsTHE, MOCBSIIEHHOE OCBOSHUIO KOHKPETHBIX YMEHUN M HABBIKOB I10
IPEJIOKEHHOMY aITOPUTMY.

2. Texnonoruu npobIeMHOro O0y4eHHUs] — OpraHu3alus o0pa3oBaTeIBLHOrO IMpolecca,
KOTOpask MPEeIoJaracT MOCTaHOBKY MPOOJIEMHBIX BOIPOCOB, CO3AaHUE YUEOHBIX MPOOIEMHBIX
CUTYalui JIJIsl CTAMYJIMPOBAHUS aKTUBHOW MO3HABATEIbHOM AEITEIbHOCTHU CTYIEHTOB.

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

[IpakTuueckoe 3aHaTHe B (¢GopMe NPaKTHKyMa — OpraHusanus y4deOHO paboThl,
HalpaBJeHHAsT Ha pelIeHHuE KOMIUIEKCHOW y4eOHO-TIO3HABATENbHOM 3a/auu, TpeOylomen 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 npeanonaaraer COBMECTHYIO Y4EOHO-TI03HABATEIbHYIO JIEATEIbHOCTh
TPYNIBl CTYEHTOB, HAMIPABJICHHYIO HA BBIPAOOTKY KOHIIEMIIMH, YCTAHOBJICHHE LIeTIei U 3a/1ad,
(GOpPMYIUPOBKY OXKHUJIAEMBIX PE3YJbTAaTOB, OMPEACICHHUE TMPUHIIMIIOB M METOAUK PEIICHHS
MOCTaBIICHHBIX 3ajay, I[UIAHUPOBaHHWE XoAa pabOThl, MOUCK TOCTYMHBIX M ONTUMAJIbHBIX
pPECYPCOB, MO3TANHYIO pEATH3AIMIO IIaHAa PAa0OTHI, MPE3EHTALUIO PE3YNIbTAaTOB PalbOTHI, WX
OCMBICJICHHE U Pe(IIEKCHUIO.

OCHOBHBIE THIIBI IPOEKTOB:

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

4. VIHTepakTUBHbIE TEXHOJOTUU — OpPraHU3alMs 00pa30BaTENbHOIO IMpoliecca, KOTopas
MpEeANnoaaraeT akTUBHOE U HEJIMHEMHOE B3aMMOJIECTBHE BCEX YUACTHUKOB, JOCTHKEHHUE HA 3TON
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-IuCKyccHsl — KOJUIGKTHBHOE OOCYXJIEHHE KaKoro-nudo CIOPHOTO BOMpOCa,
npoOJeMbl, BBISBICHHME MHEHHM B rpymnmne (MEXIpynmoBOW IUaior, JAUCKYCCHS Kak
CIIOp-/IUAJIor).

5.  HHdpopMannoHHO-KOMMYHHKAIIUOHHBIE ~ O0Opa3oBaTeIbHBIE  TEXHOJOTHMH  —
opranu3aius o0pa3zoBaTeNbHOTO MPOIEcca, OCHOBaHHAs HAa MPUMEHEHUH CIEIUATU3UPOBAHHBIX
MIPOTPaMMHBIX CPEJl 1 TEXHUYECKUX CPEACTB padOTHI ¢ MH(MOPMAITHEH.

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

Jlexuusi-Bu3yanu3anuus — H3JI0KEHUE COJEP)KAHMUS COMPOBOXKAACTCS Npe3eHTaluen
(memoHcTparuel y4eOHBIX MaTEPHAIIOB, MPECTABICHHBIX B PA3JIMYHBIX 3HAKOBBIX CHCTEMaX, B
T.4. WIUTFOCTPATUBHBIX, TpaUuecKux, ayIuo- U BUICOMATEPUAIIOB).

[IpakTnueckoe 3aHATHE B (QOpME TMpEe3eHTAMH — TMPEACTAaBIECHUE pEe3yJIbTaTOB
MIPOEKTHOM MJIN UCCIEA0BATENbCKOM NeATEIbHOCTH C UCIIOIb30BAHUEM CIIEIMAIU3UPOBAHHBIX



IIPOIPaMMHBIX CPEJICTB.

6 YueOHO-MeTOAuYecKOe 00ecreueHHe caMOCTOSITeIbHOI padoThl 00y4Yaommxcst
[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. CyxoueBa, H. A. JlokyMEHTHpOBaHHE YIpPABJIEHYECKOW U NPOU3BOACTBEHHOMN
JeSITeIBHOCTH © yueOHO-MeToanueckoe nocobue / H. A. CyxoueBa, A. C. BomuéukoBa. — Open :
Openl’AY, 2023. — 77 c¢. — Tekcr . saekTponnslii // JlaHb : 37€KTPOHHO-OMOIHOTEUHAS
cucrema. — URL: https://e.lanbook.com/book/362465 (nara oopamienust: 22.05.2023). — Pexum
JoCTyma: JJi1 aBTOPH3. MOJIb30BaTENCH.

0) lonoJiHMTEIbHASA JIATEpaTypa:

1. TTaBnoBa, P. C. JlokymeHTannonHoe odecneueHne paboThl KaapoBoii ciyxosl / P. C.
[TaBnoBa. — 2-¢ wu3a., crep. — Cankr-IlerepOypr : Jlawp, 2023. — 468 c. — ISBN
978-5-507-46442-5. — TekcT : anekrpoHHblii // JIaHb : 3JIeKTPOHHO-OMOIMOTEYHAS CUCTEMA. —
URL: https://e.lanbook.com/book/310172 (mata obpamienus: 22.05.2023). — Pexum moctyma:
JUIS1 aBTOPU3. MOJIb30BATEIICH.

2. [TaBnoBa, P. C. [lokymenTannonnoe obecrneuenue ymnpasienus / P. C. [TaBnoBa. — 2-¢
u3n., crep. — Cankr-IlerepOypr : Jlans, 2023. — 608 c. — ISBN 978-5-507-46443-2. — Tekcr :
3JICKTPOHHBIN /[ Jlaus : AJICKTPOHHO-OMOIMOTEYHAS cucrema. — URL:
https://e.lanbook.com/book/310175 (mara oOpamenus: 22.05.2023). — Pexum mocryma: s
aBTOpH3. TIOJIb30BaTeNe. Jl00aBUTh TUTEpPATypy

3. ITopdupses, J1. H. lokymMeHTalmoHHOE 00OCCIIeYeHNE yIIpaBiIeHus | yueOHoe nocodue /
. H. TopdupseB. — Ilensa : I[II'AY, 2022. — 122 c¢. — Tekcr : anekrpoHusiid // JlaHp :
9JIEKTPOHHO-OnOMmoreunass cucrema. — URL: https://e.lanbook.com/book/270956 (nara
obvarrenus: 22.05.2023). — PexuM nocTvIIa: i aBTODH3. TTOJIE30BaTENEMN.

B) MeTtoguyeckue ykazanus:
[IpencraBieHbl B IPUIIOKEHUH 3.

r) [Iporpammuoe o6ecneuenue u UnTepHer-pecypceni:

IIporpamMmmHoe oGecrieyeHue

Haumenosanwue [10 Ne norosopa Cpoxk neiicTBHS JTUIEH3UH

7Zip ¢B0001HO pacnpocTpansgemoe 110 0eCcCpOYHO

MS Office 2007 |y 135 o1 17.09.2007 GeccpouHo

Professional

FAR Manager cB000HO pacnpoctpansiemoe 110 0OeccpoyuHO
IIpodeccnonanbHble 0a3bl JaHHBIX H MH(POPMAIMOHHBIE CIPABOYHbIE CHCTEMbI

Hassanue xypca CchlIKa

denepanbHOE roCyTapCTBEHHOE O0KETHOE

yupexaenne «DenepanbHblii HHCTUTYT npombinuiennoi|URL: http://wwwl.fips.ru/

COOCTBEHHOCTH»

HarmonaneHas MH(OPMAIMOHHO-aHATHTHICCKAsS URL:

cucteMa — Poccuiickuii MHIEKC HAy4HOTO IIUTUPOBAHHS
(PUHII)

https://elibrary.ru/project_risc.asp




[Touckosas cucrema Axkagemus Google (Google Scholar) [URL.: https://scholar.google.ru/

OnekrpoHHas 0a3a mepuojuueckux miganuii East View
Information Services, OO0 «MBUC»
9 MaTepuajibHO-TeXHHYECKOe o0ecnevyeHne TUCIHILTHHBI (MOIYJIs1)

https://dlib.eastview.com/

MatepuraabHO-TeXHHYECKOE 00ecieYeHHne TUCIUTUTHHBI BKITFOYAeT:

1. YueOHble ayTUTOPUH TS TIPOBEICHHSI 3aHATHIA JICKIIHOHHOTO TUTIA: MYJIbTHMEIUIHbIC
CpEeJICTBA XpAHEHUs, IEPEIayM U MPeACTaBICHUS HH(OPMALIHH.

2. YucOHbIC ayAUTOPUHU Ui TPOBEICHHS MPAKTUYCCKUX 3aHATHH, TPYIIOBBIX U
WHMBUIYAIBHBIX KOHCYJIbTAIIMHA, TEKYIIETO0 KOHTPOJSA M MPOMEKYTOYHOM aTTCCTALUU:
MYJIbTUMEIMWHBIC CPEICTBA XPaHCHHUs, TEpPelayd U MpeACTaBICHUsT HHOOPMAIK, KOMILICKC
TECTOBBIX 33JIAHUH JUISI IPOBEACHHS IIPOMEKYTOUHBIX H PYOEIKHBIX KOHTPOJICH.

3. TlomemeHust a1 CcaMOCTOSTENbHON pabOTBl OOY4YaIOMIMXCS: IEPCOHATIBHBIE
kommbioTepsl ¢ makerom MS Office, Beixomom B MHTEpHET M ¢ JOCTYIIOM B DJIEKTPOHHYIO
nH(OPMAIIMOHHO-00Pa30BaATEIBHYIO CPEly YHUBEPCUTETA

4. TlomemeHuss s XpaHCHUS W MPOPHIAKTHYSCKOTO OOCIY)KUBAHHUS YUeOHOTO
obopymoBaHus: IMmKapbl I XpaHEHUS Y4eOHO-METONWYCCKOW JTOKYMEHTAIMH, Y4eOHOTO
000DVIOBaHMS H VUEOHO-HAIVISIIHBIX ITOCOOHH.



IMPUJIOKEHUE 1

B mporuecce caMOCTOSTENPHOTO M3Y4YEHUS JUCLUUIUIMHBL, MOATOTOBKH K CEMHUHAPCKUM
3aHATUSAM CTYJIEHTY HEOOXOUMO HAalTH U U3YUUTh PEKOMEHIYEMYIO JUTepaTypy, ACHUCTBYIOLINE
3aKOHOJIaTeNIbHBIE M HOPMAaTUBHBIC aKThI. J{JI1 OCMBICICHHUS TPOYUTAHHOTO MaTepHalia CTYACHTY
mpeJiaraeTcsi OTBETUTh Ha BOIPOCHI. Perienne TecToB, CUTYyallMOHHBIX U aHAJTUTHYECKUX 3a/1a4
HAYYHT CTYICHTOB CAMOCTOSTEIBHO IPUHUMATh YIPABICHYECKHE PELICHHUS.

Opranu3alliOHHO-METOUYECKHE PEKOMEHIAIMU JJis IMOATOTOBKH K MPAaKTUYECKUM
(ceMHUHaApCKUM) 3aHITHSIM

Cemunap (mar. seminarium - OYKBaJIbHO: «PacCaJHHK») — y4yeOHOE 3aHsATHE, B XOe
KOTOPOTrO OpraHusyercst oOcyxaeHue (yHIAMEHTAIBHBIX MM JUCKYCCHOHHBIX TPOOJIEeM
M3y4aeMO HaAyKW U CBSI3aHHOM C HEM MPAKTUYECKOU AeATEIbHOCTH.

B nemsix Gonee moapoOHOTrO M aeKBaTHOTO COBPEMEHHOW CHUTYAIlMM aHalIHM3a MpodsieM
yIOpaBlIEHUS CTYACHTaM pPEKOMEHJyeTcs oOpamarbcs K IEepUOJUYEeCKON JUTeparype u
MaTepHua-jiaM CpeJICTB MaccoBOM HH(OpPMAIMK, B KOTOPOH MOXHO HAHTH HE TOJIBKO
AQHAIUTUYECKUE CTa-ThU IO PA3IMYHBIM acleKTaM O003HAYEHHBIX B TEMAaTHUKE CEMHUHApPCKHUX
3aHATUH TpoOJIeM, HO M CTAaTHCTHYECKWE JaHHBbIE, MaTepUallbl TMPHUKIAIHOTO XapakTepa,
HOpMaTUBHBIE JOKYMEHTHI. llerecoobpa3Ho He OrpaHUYMBATHCS yKa3aHHBIMM MCTOYHHKAMHU, a
OCYIIECTBIISATh COOCTBEHHBIN IMOMCK TEOPETHUECKUX U MPAKTUYECKUX MATEPHAJIOB, YTO SBISETCS
OJIHUM U3 AJIEMEHTOB CAMOCTOATEIbHON NH(OPMAIIMOHHO-aHAIUTUYECKON PabOThI CTYJCHTOB.

[TonroToBka K CEMHHAPCKUM 3aHATHSM 10 AUCHUILIMHE JOJDKHA BKIIIOYATH CIIEIYIOIINE
ACTICKTBI:

1) 3HAKOMCTBO C COOTBETCTBYIOIIMMH TjaBaMU Y4€OHMKA; ONTHUMAIbHBIM ObLUT OBI
Ba-pUaHT pabOThl HE C OJHUM Y4eOHMKOM, TaK KaK pa3HbIMHU aBTOpaMH U30paH pa3ludHbII
NOIX0A K TpEeAMETy, W TOJEe3HO TOHATh OCOOEHHOCTH IIOJXOZOB, CPaBHHUTh HX, YTOOBI
BBIPa0OTaTh CBOIO MO3UIIHIO;

2) YTEHUE KOHCIEKTA JICKIIHH;

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

Br160p MOMOTHUTENBHBIX MEPBOMCTOYHUKOB, KOTOpPbIE MOTYT OKa3aTh IMOMOIIL MpU
MOJ-TOTOBKE K BBICTYIUICHHIO M TIO3BOJIST OPraHU30BaTh HA CEMUHApE TUCKYCCHIO, CTYACHT
OCYILECTBIISIET 110 CBOEMY YCMOTPEHHIO, B COOTBETCTBUU CO CBOUMHU MHTEPECAMH, OPUEHTHPYSICh
Ha BOIPOCH CEMUHAPCKOTO 3aHSTHSI.

BricTymnnenre Ha ceMHUHape JO0KHO OBITh TOCTATOYHO apryMEHTHUPOBAaHHBIM, 3aHUMATh
0 BpeMEHH He Ooyiee TpeX MUHYT. B X0je BBICTYIUICHHS >KENATebHO COIOCTaBHTH TOYKH
3peHHsl pa3IMYHbIX aBTOPOB Ha M3yaraeMyro npobsemy. IlpeanouyrurensHo, YTOOBI O OJHOMY
BOTIPOCY BBICTYIIHJIO HECKOJIBKO CTY/IEHTOB, BBICKA3bIBasi CBOM MHEHUSI, JIOTIONIHSS APYT npyra. B
ujeanse CEeMHMHAPCKOE 3aHATHE JOJDKHO MPOXOAUTH B (opMe AUCKycCHM. Pe3ynbTaThl paboThI
CTYZICHTOB Ha CEMHHAPCKUX 3aHATHAX O0S3aTeNbHO YYMTHIBAIOTCS MPEIOJIaBaTelleM MpH
BBICTaBJIEHUU OAJIJIOB.

IIpumepHBIe ayANTOPHBIC IPAKTHYECKHE PA0OTHI:

AIIP Nel «Teoperudeckue OCHOBBI 1€J10NIPOM3BOICTBA OPraHU3allum».

[IpoBogutcst B opme  cemMuHapa 1Mo OOOOIIEHHWIO W YIUIYOJNEHWIO  3HAHUU
MOHSATUHHO-KAaTErOpUaIbHOT0 anmnapara JUCUUITUHBI C 3JIEMEHTAMU JTUCKYCCHUU.

Onpoc o Mareprainam JIEKIUH 1.

OBosoLMsl TOKYMEHTa Kak HocuTens HHpopmanuu. BO3HUKHOBEHHME U pa3BUTHE
OTEYECTBEHHOTO JeIonpou3BojACTBa: [lenompousBoactBo B cpeanue Beka (XI-XV BB.).
[Tpukaznoe aenompou3BoactBo (XVI-XVII BB.). Komnexckoe nemompousBoactso (XVIII B.).
Munucrepckoe naenonpou3BogactBo B Poccum (XIX - mawamo XX BB.). ['ocymapcTBeHHOE
JIEJIONIPOU3BOJCTBO B COBETCKOE BpeMsi. COBPEMEHHOE JIEN0NPOn3BOACTBO B PD.



AIIP Ne2 «CoBpeMeHHOe roCyAapCTBeHHOE peryJiMpoBaHHe [eJIONPOU3BOACTBA B
P®D».

3aKOoHOJATENFHOE PETYIUPOBAHUE NIEIONPOonu3BoJCcTBA B PD. denepanbublii 3akoH «O0
uHpOopMaLnu, HH(HOPMAILIMOHHBIX TEXHOJOTHX U 0 3a1uTe nHpopmauuny. OenepanbHbli 3aK0H
«O xommepueckoil TaitHe». @DenepanbHblii 3akoH «OO0 apxuBHOM Jnene B Poccuiickoit
Oenepanyuny. PenepanbHbiil 3aK0H «O MEPCOHANBHBIX JaHHBIX». [[ocTaHOBIEHUE TPABUTEIBCTBA
P® «IIpaBuia moAroTOBKM MPaBOBBIX aKTOB (peepalbHbIX OPraHOB MCIOJHUTEIBHON BIACTU U
UX FOCYIapCTBEHHON PETUCTPALIUNY.

HopMaTuBHO-MeTOAMUYECKOE PETYJIUPOBAaHUE JEIONPOU3BOJACTBA. l'ocynapcTBeHHas
cucreMa JOKyMEHTAl[MOHHOro obecriedeHus ympapieHus. OOmme mnosoxenus. OOmme
TpeOOBaHUS K TOKyMEHTaM M ciryx0am nokymeHtaunonHnoro obdecneuenus (I'CAOY). TOCT P
6.30-2003: YHudwumupoBaHHBIE CHUCTEMbI JIOKYMEHTAllMH. YHHU(PHUIIMPOBAHHAS CHCTEMa
opraHu3alMoHHo-pacnopsauTeabHoi jokymentauuu. 'OCT P 51141-98 Jlenonpous3BoACTBO U
apxuBHoe neno. Tepmunel u onpeneneHuss Tumosas MHCTPYKLMS IO JEIONPOU3BOJACTBY B
denepanbHBIX OpraHax HCHOJHHUTENbHON BiacT. llepedeHb THUIOBBIX —YIPaBIEHYECKUX
JIOKYMEHTOB, 00pa3yoluxcs B A€ATEIbHOCTH OpraHu3altii, ¢ yka3aHMeM CPOKOB XpaHEHHUsI.

AIIP Ne3 «TpeOoBaHusi K 0J1aHKaM IOKYMEHTOB YIIPABJICHUSD).

[IpoBogutcst B Qopme cemuHapa mo OOOOLIEHUIO U  YINIYOJNEHUIO 3HAHUH C
aneMeHTaMu  Juckyccuu. [lonstue u Buasl OnankoB. OOmuii OnaHk. binank nucema. briank
KOHKPETHOTO BHJa TOKyMeHTa. biiaHku Ju1st paboThl ¢ MHOCTPAHHBIMU KOMIAHUSAMU. [ epOOBBIi
6naHk. PekBusutsl Onanka. [IpoosiabpHOe pacnosiokeHue peKBU3UTOB OiaHKa. YTia0Boe (hiarosoe
U IICHTPOBAHHOE PACIIOJIOKEHUE PEKBU3UTOB OJIaHKa.

BblnonHeHue MpakTUYECKOro 3a/aHusl IO COCTAaBJIEHUIO YIJIOBOTO U IPOJOJIBHOIO
oOpasia OnaHka.

AITP Ne4 «O6umue npaBuiia opopMiIeHHs YIIPaBJIeHYeCKHX IOKYMEHTOB.

IIpoBoautcs B hopme cemuHapa 1o o0OOIIEHUIO U YIIIyOJIIEHUIO 3HAHUH € 3JI€MEHTaMU
muckyccun. Ompoc mo marepuanam jekiuu 2. [IpakTuueckoe 3HAKOMCTBO € O(OpPMIIEHHUEM
PEKBU3UTOB JOKYMEHTOB YIIPaBJICHUs, BbINIOIHEHNE KOHTPOJIBHBIX 3aJaHUI

AIIP NeS «CocraBiieHne JUYHBIX TOKYMEHTOBY.

[IpoBoautcss B Qopme cemuHapa 1o OOOOLIEHHIO W YINIYOJNIEHHWIO  3HAHUW €
JJIEMEHTaMH  JUCKYCCHM.  3asBJIEHUs, aBTOOMOrpaduu, pe3roMe, JIMYHbIE JTOBEpPEHHOCTH,
pactiucku. OCHOBHBIE PEKBH3HUTHI, IpaBWJa COCTaBICHWS M OQOpMIICHHs. BrImonHeHue
KOHTPOJIbHBIX 33JJaHUN

AITPNe6 «PaGora ¢ JOKyMEHTAMH, COACPKAIMUMH KOH(PHICHIHAJIBHBIC CBEICHUS.

[lepeuens cBeneHuil KoH(UIEHIMANBHOTO XapakTepa. [loHATHE KOMMEpUecKON TalHBI.
Csenenus, oTHOcsAlMecs K KoMMepueckod TaiHe. Ilopspok BeneHMsI IEIONpPOU3BOJACTBA
JOKYMEHTOB, COJIEpP)KAIUX KOMMEpPYECKYI0 TalHy. 3alura JOKYMEHTOB, COJEp KaIlux
KOMMEPUECKYIO TaiHYy.

IIpumepHbIe HHAUBUAYATbHBIE JOMAIIHIE 32 TAHUS .

Ne 1 «Poab [AOKYyMEHTHMPOBAHHMS YNPABJEHYECKOH [AeATEJbHOCTH B Pa3BUTHM
o01IecTBaY.

PexoMeHgamuu 1o coCTaBICHHUIO M TOPAOOTKE KOHCIIEKTA JICKIIHH.

PaccmoTtpenue paHHOW TeMbl HEOOXOJAMMO HayaTh C HM3YYCHHUS OCHOBHBIX TIOHSITHI
naHHOW muctumumHbel.  [Ipw  3ToM  ciemyer pa3oOpaThCsi C  CYHNIHOCTBIO  KaTerOpuUu
«/loxymeHnTupoBanuey». boyee moapoOHO clieyeT pacCMOTPETh CTPYKTYPY, COACPKAHHE, IIETTH U
3a/la4il JUCUUILIINHBI, UCTOPUIO Pa3BUTHS JTOKyMEHTOOOOopoTa. [laiee HEOOXOAMMO HU3YYHUTh
COCTaB HOPMAaTHUBHO-METOINYECKON 0a3bl TOKYMEHTUPOBAHUSI YIIPABICHYECKOMN JesTeIbHOCTH B



COBPEMEHHBIX YCIOBMSIX X0351iicTBOBaHUA. OTAEIBHO CIENYET PACCMOTPETh

CTpaTeruio YIpaBJICHUS [OKYMEHTaMH B OpraHu3alud, a TakkKe HU3Yy4YduThb (HOPMBI
COBPEMEHHOM JTOKYMEHTALIUH.

KittoueBbie clioBa:JOKYMEHT, JOKYMEHTHPOBaHHE HH(OpPMALNH, TOKYMEHTHPOBAHHE
YIPaBICHYECKONH  JAEATEIbHOCTH, KJIMHONUChH, IIOJIUTUKA  YIPaBICHUS  JOKyMEHTaMH,
CTaHJapTH3aLUs, CTpATEeTus YIPaBICHUs TOKyMEHTaMH, YHUDUKALIHSL.

3amanue A1 CaMOCTOSITEIbHON pabOTHI:

1. U3yunTh KaTeropuaibHbIN ammapar.

2. lopaboTaTh MaTepualIbl JCKIUH.

3. [oaroroButhes k pabore Ha yeknuu 1no teme 1. [ToBTOpUTH Bompoc: CYIIHOCTh
Kareropuu «J{okymeHTHpoBaHUE) (yueOHAs! TUCIUIUIHHA «/{OKyMEeHTHpOBaHUE YIIPABICHUIESCKON

nesTeNbHOCTHY, JeKiust Nel). BbITh roTOBBIM K OOCYXKIASHHIO 3TOTO BOMpOCa B XOJIE
JEKLUU.

Ne2 «O0mme npaBuiia opopmiieHHs yIPaBJIeHYeCKHX JOKYMEHTOBY.

PexoMengaiuu 1o cocTaBiIeHUIO U 10pabOTKe KOHCIIEKTa JIeKIuU. M3yuenue marepuaion
JAHHOM TEMBI CIIeIyeT HauaTh C PACCMOTPEHUS TPeOOBaHUI K OPOPMIICHHIO PEKBU3UTOB. Takxke
CleyeT M3y4yuTh COCTaB PEKBU3UTOB. Jlamee HEOOXOAUMO pazoOpaThCsi C MPUMEHEHHEM H
pPacrojIo)KEHUEM Ha JOKYMEHTE PEKBU3UTOB, ONPEAEIUTh UX OOlIMe YepThl U paznuuus. Kpome
TOT0, HYXKHO JIETAIbHO pa3o0paThbCsi C pa3lIMYHBIMU BHJIAMHU TEKCTa JOKYMEHTa: TpadapeTHbIN
JIOKYMEHT, aHKeTa, Tabyuiia, OIaHK.

KittoueBbie cioBa: BU3a coriiacoBaHusi, rpud) 03HAKOMJICHHS, 1aTa JIOKYMEHTa, 3ar0JI0BOK

K TEKCTY, WJICHTHU(PHUKATOP 3JEKTPOHHOM KONUU JAOKYMEHTa, MHTEpBaJl, MOAMNKCH, MOJ€E
JIOKYMEHTA, PETUCTPALIMOHHBIA HOMEDP JIOKYMEHTa, PE30JIIOLHsA, PEKBU3UT, CTAHAAPTHBIN JIUCT
OyMmaru, ccbulKa Ha PErUCTPALIMOHHBIA HOMEpP M JaTy JOKyMEHTa, YIOCTOBEpEHUE NOKYMEHTA,
bopmysp.

3asaHue AJ1s CaMOCTOSITENIbHOM pabOThI:

1. U3yunTh KaTeropuajibHbI{ amnmapar.

2. lopaboTaTh MaTepuaIbl JCKIUH.

3. [loaroToBUTHCS K CEMUHAPY.

3. [loaroroBuThes kK padoTe Ha JeKIuK 1o TeMe 3. [IoBTOpUThH BOMPOC: OCHOBHBIE

0COOEHHOCTH HCHOJIb30BAaHUS fA3bIKa B JEJIOBOM mnepenucke (ydueOHas IUCLUILUIMHA
«/lokyMeHTHpOBaHHME YIIPAaBIECHYECKOW JeATenbHOCTH», JeKuus Ne2). BbITh TroTOBBIM K
00CYX/IEHUIO 3TOT0 BOIPOCA B XO/I€ JIEKLIUU.

Ne3  «OcoOennocTn coctaBjeHUs:i W O(OpPMIICHHMS OCHOBHBIX [JOKYMEHTOB
ynpaBJIeHHsD).

PexomeHalMm o COCTaBJIEHUIO U JOpaOOTKE KOHCIIEKTA JIEKLIUH.

PaccmoTpenne gaHHOW TeMbl HEOOXOIMMO HayaTh C aHalu3a OCOOCHHOCTEU
0o(pUIIMANBbHO-EIOBOTO CTWJISI 1O CPaBHEHHUIO C XYAO0XKECTBEHHBIM, MyOIUIIUCTUYECKHM,
HAYYHBIM, y4€OHBIM, Pa3TOBOPHBIM CTHIISIMU SI3bIKA.

IIpy 3TOM HYXHO NOAPOOHO U3YYUTh JIEKCUYECKHE OCOOEHHOCTH JOKYMEHTOB:
ynotpeOieHue

MAapOHMMOB, IIJIEOHa3MOB, HCIIOJIb30BaHHE peueBbIX kiuiie. Ilocne 3toro cuemyer
paccMoTpeTh opdorpaduieckue 0COOCHHOCTH JTOKYMEHTOB: NMPUMEHEHHE TPOIUCHBIX OYKB B
reorpaMuecKuX Ha3BaHUSIX, HAMMEHOBAHUSAX OpraHU3aLUH.

Kpome Toro, meo6xomumo oOpatuTh BHUMaHuWe Ha opdorpadudeckue 0COOECHHOCTH
JIOKYMEHTOB: MPUMEHEHHE MPOIMUCHBIX OYKB B reorpapuueckux Ha3BaHMUAX, HAMMEHOBAHUSX
opranu3anuii. Tak ke cieayeT BBISICHUTh HanboJjiee pacpoCcTpaHEeHHbIE B JOKYMEHTaX OLIMOKU
CHHTaKCHCa M IYHKTyallMH: MOPSAOK CJIOB, COTJacoBaHHME IMOJUIEXkKAIIEro M CKa3yemoro,
IIPUYACTHBIE U JIeeNPUYaCTHbIE 000POTHI, CIOBOOOPA30BAHMUS.



KntoueBble  crnoBa:  aO0OpeBuarypa, JakOHU3M  (OPMYJIHPOBOK,  HEHTpaibHas
JKCIPECCHBHAsE OKpacKka sA3bIKa, HEOJIOTU3M, O(QUIHAIbHO-AEIOBOH CTWIb, IOJHOTA
uH(pOpMaIINU, CHHOHUMBI, TABTOJIOTUH, (PPa3eOIOTH3MBI.

3agaHue AJ1s CaMOCTOSTEIbHON pabOThI:

1. 3yuuTtsb KaTeropuanbHblil anmnapar.

2. JlopaboTaTh MaTepHaIIbI JICKITUH.

3. THoxroroButecs k pabGore Ha jekuuu. [loBroputh Bompoc: opdorpaduueckue
0COOEHHOCTH JOKYMEHTOB (yuyeOHas IUCHMIUIMHA «J{OKyMEHTHUpOBaHME YIpPaBIEHUYECKOH
NeSITebHOCTI, JeKIHsI Ne3). BbITh TOTOBBIM K 00CYKICHHIO 3TOTO BOIIPOCA B XOJI€ JICKLIUH.

Neq «IIpaBuniia ogopmiieHUsI AOKYMEHTOB 110 TUYHOMY COCTaBY».

IIpy u3ydeHMH OaHHOM TeMbl CTYIEHTAaM HEOOXOAMMO pa3o0paTbcs C NPUHIMIIAMHU
pa3paboTKK MporpamMMm yrpasieHus aokymeHTamu. Ocoboe BHUMaHHME CJIEIYeT YACIHUTH
PacCMOTPEHHIO IIPOLEAYPbl INPOCKTUPOBAHUS M BHEAPEHUS IOKYMEHTHBIX CHCTeM. Takxke
CJIEIyeT OCTAHOBUTHCS HA OCOOEHHOCTAX MOHUTOPUHIA U ayUTa JJOKYMEHTHBIX CUCTEM.

bosee peranbHO HEOOXOAMMO pacCMOTPETh CYIIHOCTb JOJITOCPOYHOH IPOrpaMMbl
o0y4eHus

IepCcOoHaja OpraHu3aluy B 00JacTH YHpaBieHUS JOKYMEHTAaMM U IIPUMEHEHHUs
00y4arolux UHCTPYKIIMH, BKIIOUasi 00y4arolyl0 HHCTPYKIIUIO CEKpeTapsl.

KitoueBble cioBa: ayauT YIOpPaBJIEHUS JOKYMEHTaMHM, KOHBEPTALMs, METOJOJIOTHUs
BHEJIPEHUS, MUIPALAs JOKYMEHTOB, MOHHUTOPHMHI, HAJEKHOCTb JOKYMEHTHOM CHCTEMBI,
IIPOEKTUPOBAHUE TOKYMEHTHON CHCTEMBI, PaCIPEIEICHHOE YIIPaBIEHUE, PEryIupyolas cpena,
CTpaTerus yupasieHUs JOKYMEHTAMMU.

3agaHue A1 CaMOCTOSITEIbHOM pabOThI:

1. 3yuutsb KaTeropuanbHbIi anmnapar.

2. lopaboTaTh MaTepualibl JEKIUH.

3. [loAroToBUTHCS K CEMUHAPY.

4. IToaroroBuThes K padote Ha jgekiuu. [loBTopuTh Bopoc: o01as XxapakTepucTuKa

JOKYMEHTHBIX CHUCTeM (ydeOHas AMCIUIUIMHA «J/[OKyMEHTHpOBaHUE YIPaBICHYECKON
NeSITeAbHOCTH, JeKIMsI Ned). BbITh TOTOBBIM K 00CYKIEHHIO 3TOI'0 BOIIPOCA B XO/I€ JICKIUH.

NeS «Opranusanusi JOKyMeHTO000pOTa».

PexoMeHanuu 1o coCTaBlI€HUIO U JOPAOOTKE KOHCIEKTA JIEKIUH.

B Havane cienyer paccMOTPETh TEPMHHBI «IEIONPOU3BOICTBOY, «IOKYMEHTAIIMOHHOE

o0ecrieueHre yNpaBlIeHUN», «I0KYMEHTHUPOBaHUE MH(POPMALUN», «I0KYMEHTHPOBAHUE
YIIPaBJIEHYECKOH 1eATENbHOCTHY, «10KYMEHTOIIOTOKNY, «TOKYMEHTOO00pOTY.

Jlanee HEOOXOAMMO U3YUUTh OPraHU3AIHUI0 TOKYMEHTO000poTa. Takke HyKHO OJIPOOHO
POaHAIU3UPOBATh OCOOEHHOCTH pabOThI C BXOSAIIMMH U UCXOIAIIMMU JTOKYMEHTaMH.

Kpome Toro, HeoOXOIMMO OCTAaHOBUTHCS Ha M3YUYEHHU METOJOB COKpallleHUs
JIOKYMEHTO000pOTa.

Cnenyer ynenuTh BHMMAHHUE COJECPKAHUIO KOHTPOJIA HCIOJHEHHS] JOKYMEHTOB, €ro
dTaraM U TEXHOJIOTHH.

KitoueBble cnoBa: BHYTpEHHUH JOKYMEHT, BXOSIIUNA JTOKYMEHT, JOKYMEHTOOOOpPOT,
JTIOKYMEHTOIOTOKH, HH(OPMAIIMOHHO-TIOMCKOBAs CUCTEMA, UHACKCALUS JOKYMEHTa, UCXOALINHA
JIOKYMEHT, KaTaJor, O0BbEeM JTOKYMEHTOOOOpOTa, palMOHAILHOE [BIKEHHUE JOKYMEHTOB,
PETUCTPALIMOHHO-KOHTPOJIbHASL KapTO4Ka, PETUCTpalus JOKYMEHTAa, TEXHOJIOIMYecKas cXema
JBUKEHUS IOKYMEHTOB, SKCIEAUIINS.

3agaHue A CaMOCTOSITEbHON pabOTHI:

1. I3yunTh KaTeropuaibHbIN ammapar.

2. lopaboTaTh MaTepuallbl JEKIUH.

3. TloaroroButhcst Kk pabore Ha Jjekuuu. IloBToputh BOmpoc: oOpraHu3anus
JOKyMeHTooOopoTa  (yueOHast — aucuumuinHa  «JlOKYMEHTHpOBaHHE  YIPaBICHUYECKOU
JeATeTLHOCTIY, JEKIU NoS5). BrITh TOTOBBIM K 0OCYXKIEHHIO 3TOTO BOIIPOCA B XO/1€ JICKITHH.



Ne6 «OcHOBHbBIE IPABUJIA OPTaHU3ALMHU PA0OTHI C JOKYMEHTAMI.

PexomeHganmy no cocTaBIEHUIO M JOpabOTKe KOHCIIEKTA JICKIINH.

PaccmoTpenune naHHON TeMbl HEOOXOAMMO HAa4yaTh C M3YyYCHHS POJIH MH(POPMAIIMOHHO
CIIPAaBOYHOM PabOTHI CITYKOBI ICIIONPOU3BOJICTBA OPraHU3AIINH.

[Ipu sTOoM crnenyer OOpaTUTh BHHUMAHUE HA BHIBI, ATallbl pa3pabOTKH, pa3aeibl
HOMEHKJIATyphiaen. Takxke HEOOXOJUMO YSICHUTh, KaK OCYIIECTBISIETCS TEKyIee XpaHEHUe
JIOKYMEHTOB M UX UCIIOJIb30BaHUE.

UTo 03HAYAIOT JIMCT-3aMECTUTEIbY, «KapTa3aMeCTUTENb)?

Kpome Toro, cremyer oxapakTepu3oBaTh dKCIEPTH3Y IIECHHOCTH JOKYMEHTOB, KPUTEPHHU
OLIEHKHU JIOKYMEHTOB, 0(popMIICHHE €€ Pe3yIbTaTOB, PA0OTY SIKCIEPTHOW KOMHUCCHUH.

Taxoke ciemyer paccMOTPETh 0COOCHHOCTH MPOIECCOB MOITOTOBKH, U3aHUs, XPAHCHUS U
UCTIOJIb30BaHUSI KOH(PUICHINATBHBIX JOKYMEHTOB. /laee HY)KHO M3y4UTh KaHAJIbl BO3MOXKHOM
yTeYKU HH(DOPMAIK U yTpaThl JOKYMEHTOB. W B 3akiIroueHre HEOOXOMMO PaCCMOTPETh

TpeOOBaHUS K U3TOTOBJICHUIO, YUETY, UCTIOIIb30BAHUIO H XPAaHEHHIO TepOOBBIX OJaHKOB.

KiroueBble cnoBa: akt, Jeno, JOJITOCPOYHOE XpaHEHHWE JOKYMEHTOB, JIOCTYIl K
JIOKYMEHTaM,

KOHTPOJIb ICHCTBHIA, KOHTPOJIb MECTOTIOIOKECHHS JOKYMEHTa, HOMCHKJIATYpPa JeJ, OTHCh,
nprUMepHasi HOMEHKJIaTypa JAeJl, TeKyllee XpaHeHHe JOKYMEHTOB, TUIIOBAass HOMEHKJIATypa Jel,
CBOJIHAs HOMCHKJIATYpa JeJl, YHHYTOXXCHUE JIOKYMEHTOB, JKCIEpPTH3a LIEHHOCTH JOKYMCHTA.
['epOoBbIit OmaHk, rpud orpaHUYEHUs JOCTyNa K JOKYMEHTY, 3alIMIICHHBIH JOKYMEHTO000pOT,
KOMMEpYecKasi TaiiHa, KOH(HICHIMAIbHBI JOKYMEHT, MPOMBIIUICHHBIA IIITHOHAX, YTPO3bI
JOKYMEHTaM, [IeHHasi HH()OpMAIIHsL.

3ajaHue A1 CaMOCTOSITEIbHOM PabOTHI:

1. 3yuutsb KaTeropuanbHbIi anmnapar.

2. JlopaboTaTh MaTepUaIIbI JICKITUH.

3. IloAroTOBUTHCS K CEMUHAPY.

4. TloxroroButhcsi K pabore Ha JeKiuu. [IOBTOpPUTH BOMPOC: IKCHEpPTH3a IIEHHOCTH
JOKYMEHTOB (y4eOHas mucHMIUIMHA <«JlOKyMEHTHpOBaHUE YNPABICHYECKOH AEATEIHHOCTH,
aekiust Ne6). BbITh TOTOBBIM K 00CYKJICHHIO 3TOT'O BOIIPOCA B XOJIE JICKITUH.



MNPUJIO’)KEHHUE 2

OueHovHbIe CpeACTBA /1Ji51 MPOBeAeHUs POMEKYTOUYHON aTTeCTALNHU
a) [linanupyembie pe3yJbTaThbl 00yUYeHHs U OIlEHOYHbIE CPEJICTBA /ISl MPOBEACHUs MPOMEKYTOYHON aTTeCTAlNM:

Kon nnaukaropa

I/IHI[I/IKaTOp JOCTHIKCHUA KOMIICTCHIIUHN

OneHouHble CpeacTBa

OIIK-3: Cnoco0en pa3padarbiBaTh M OCYLIECTBJISAATH MEPONPHUSTHS, HANPABJIEHHbIE HA Peau3alUI0 CTPATEerMd YNPABJIEHHS NEPCOHAJIOM,
o0ecrne4yuBaTh UX JOKYMEHTAMOHHOE CONPOBOK/AeHNE U OLIEHUBATH OPraHU3allHOHHbIE U COLMAJIbHbIE MOCJIeICTBHSA

OIIK-3.1 PazpabarsiBaer u peaTn30BBIBACT | BOIPOCH! U1 CAMOCTOATEIBHOTO H3yUCHUs

CTpaTerHd  yNpaBICHHS, [PHBICYCHHS 1. YTo Takoe JOKYMEHT, C KaKOH LIeJIbI0 OH MOXKET CO3/1aBaThCs? §
2. KakoBbI 0COOCHHOCTH JICIIOBOTO OOIICHHS U MYOJUYHBIX BHICTYIUICHHI?

fiepconaia 3. KakoBbI OCHOBHBIE MIPU3HAKHU KJIACCU(DHUKALIUH JOKYMEHTOB?
4, Urto noHuMaeTcs Mo TOKyMEHTAlIMOHHBIM 00ECTICUeHUEM yIpaBICHUs?
5. B uem cyrh crannmaptuzauuu M yHuHkanuu nokymeHToB? Kakue paspabarbiBaroTCs
CTaHAapThI?
6. Uem otimyaercst ohopMIIeHHE PEKBU3UTOB 00IIero OJaHKa oT OJlaHKa muchma’?
7. KakoBbI OCHOBHBIE PEKBH3HTHI, HCIIOJIb3yEMBIE JUTs O(OPMIICHUS MIPUKa3a U PacIIOPsDKCHHUS.
8. Kakne (hopmbl IPOTOKOIOB MOXHO HCIIONIB30BATh B YIPABICHICCKOW AEATEIBHOCTH, B YEM
UX oTIn4yue?
9. Ykaxute OCHOBHbIE TpeOOBaHMsI K O(h)OPMIICHHUIO JIEIOBOTO IIHCHMA.
10. Kakne KOMIIIEKCHI JOKyMEHTAINN BKJIFOYAET B ceds KaapoBas
UH(OPMALMOHHO-JIOKYMEHTAI[MOHHAsI cucTema’?

OIIK-3.2 Ob6ecnieunBaeT JOKYMEHTAI[HOHHOE | BOIpOCHI /11t caMOCTOSTELHOTO H3yYeHHSE

COIIPOBOXKAECHUE CTPATETUH YIPaBICHUSA 1. B yem ocobeHHOCTH 0OpMIICHUS TPHKA30B 110 JUIHOMY cocraBy?
2. YUto moHMMaeTCs TI0JT OpraHu3aImei JOKyMeHToobopora?

TIepCoHATIOM 3. Uto Takoe cXeMbl JOKYMEHTO000pOTa, 3a4eM OHU HYXKHBI?

)

4. C xako#l Ienpi0 pa3pabaThIBAlOTCd HHCTPYKLUUH [0 JAEJONPOM3BOJICTBY, YTO B HHUX
HE00XO0IUMO MPETYCMOTPETH?
5. VYKaKUTEe TEXHOJOTHYECKYIO MOCIEeIOBATeIbHOCTh JTAaloOB Pa0OTHl C  BXOJSIUMHU
JIOKyMEHTaMH.
6. KakoBa nocneioBaTen-HOCTh Onepanuii npu paboTe ¢ BHYTPEHHUMH JJOKYMEHTaMuU?
7. C Kkakoii nenpio npoBoaAnTCs (GOpPMHUPOBAHHE A€, KAKHE IPU 3TOM HEOOXOAMMO COOIII0IATh
TpeboBaHus?
8. Yro Takoe HOMEHKJIATypa /e, C KaKOW LENbI0 pa3padaThIBAIOTCSl TUIIOBBIE HOMEHKJIATYPHI
aen?

9. Kakyto nadpopmarmro conepxut HoMeHKIaTypa aen?




Kon nnaukaropa

Nuaukatop JOCTHKEHHS] KOMIIETEHLIUN

OrneHOYHBIC CpPEICTBA

OIIK-3.3

OHGHI/IBaCT OpraHHu3allMOHHBIC n
CONHAJIBHBIC TIOCICACTBUA  YIIPABJICHUSA
IepcoHaaioMm

Bomnpocs! 11t caMOCTOSTENBHOTO U3Y4eHHs

Yro moHUMaeTCst oJ| SKCIEPTU301 LIEHHOCTH JOKyMeHTa?

Kakune kputepuy UCTIONB3YIOTCS IPU OLIEHKE JOKYMEHTOB?

Kak ocymecTBinsiercs mpuem-nepenaya el B apxuB?

Yro Takoe KOH(PUICHINAIBHBIA JOKYMEHT?

Kakune ocHOBHBIE YyTpo3bl BOSHUKAIOT NP PadoTe ¢ KOH(DUACHIIMAIBHBIMH JOKYMEHTaMuU?
YKaxuTe 0COOCHHOCTH BEACHHS ACIONPONU3BOACTBA, 00CCIICUMBAIOILIETO yUET M COXPAaHHOCTh
KOH(I)I/I,ZIGEHL[I/IaHBHOI/I WHPOPMALINU U JOKYMEHTOB.

7. Yro mOHMMaeTCs IOJ 3allUIICHHBIM IOKYMEHTOOOOPOTOM, 3a CYET Yero MOXKET ObITh
o0ecreydeHa ero 3amura?

ouprwdE

YK-4: Cnoco0eH ocyliecTBJIATH 1€J10BYI0 KOMMYHHUKAIUMIO B YCTHOI M NMCbMEHHOi ¢opmMax Ha rocyapcTBeHHOM si3bike Poccuiickoii @enepanuu
U MHOCTPAHHOM(BIX) sI3bIKe(aX)

YK-4.1

Bribupaer cTuiib OOIIEHHS Ha PYCCKOM
SI3bIKE B 3aBUCMMOCTH OT LI€JIM M YCIIOBUIMA
NapTHEPCTBA; aJalNTHPYeT pedb U CTUJIb
OOIIIEHUST K CUTYallUsIM B3aUMOICHCTBHS

KommiexT TecToBbIX 3amanuil: Nel
1. ®opmynsip — 370!
a) ocHOBHas ¢opMa JOKyMEHTa, (QHUKCHpPYIOUIas TIpaBOBbIE OTHOWIEHUS B JIpeBHEPYCCKOM
TOCYAapCTBE;
6) oco00 BbIIENaHHAsT KOXAa JXKMBOTHBIX, IIPUMEHSBINASCS B KauyecTBE OCHOBHOTO MaTrephaia Ui
nmicbkMa B J[peBHEpYCCKOM rocyJapcTBe;
B) CAMOCTOSTEJIFHOE T0JIpa3zieeH e, OCYIIECTBISIONIEE IEIONPOM3BOACTBEHHYIO IESTEIbHOCTD;
r) TMHOBas ycroiunBas Gopma (0Opaserr) OTaeNbHBIX HanboJsiee pacpoCTPaHEHHBIX JOKYMEHTOB.
2. YcTaHOBIIEHHE €AMHO00pa3us cocTaBa U (OPM YIPaABICHYECKUX JTOKYMEHTOB, CO3JaBAEMBIX MPH
peIIeHNH OHOTHUITHBIX YIIPAaBICHUECKUX (YHKIIHIA:
a) yHU(UKaIus;
0) cepTuduranmus;
B) KOANPOBAHUE;
T') JOKYMEHTHPOBAHHE.
3. OOs3arensHBIM yCIOBHEM JUIsl BKIIOYEHHWs HWHGOpManuu B HWH()OPMAIMOHHBIE pPECYpPCHI,
OCYIIECTBIISIEMOTO B MOPSI/IKE, YCTaHABIMBAEMOM OpPTaHaMH IOCYAAapCTBEHHOHN BIIACTH, SIBIISETCS €€:
a) CTaHIapTH3aLus;
0) 3ammmra;
B) TOKyMEHTHPOBAHHUE,;
T') BBIKYI TOCY/IapCTBOM Y YaCTHBIX JIHII.
4. CpencTBOM yCTpaHEHHS «OyMaXXHOTO OyMay SBIISETCS:
a) KOMIIBIOTEPHU3aNHs ACIONPON3BOJICTBRA;
0) yHuduKaIms J0KyMEHTOB;
B) KacCU(HKANNs JOKYMEHTOB;




Kon unnukaropa WNupukaTop JOCTUXKEHUS] KOMIIETEHITUN
OrneHOYHBIC CpPEICTBA

T') IpIMEHEHUE Pa3HOCTOPOHHEH OPITEXHUKU

5. 3HayeHue JOKYMEHTAIIHOHHOTO 00ECIIeYeH s yIIPaBICHHs ONPEaesIeTCs:

a) KOMMYHHUKaLUSIMU;

0) uneHTuduUKauei;

B) (ukcanueii;

T) CyaeOHBIM pa30HpaTEIECTBOM.

6. B mpaBoM BepXHEM YTy JOKYMEHTOB PaclioiararoTCsl CIEAYIOIINE PEKBU3UTHL: )
rpuQ COTIIacCOBAHUS;

0) OTMETKa 0 KOHTPOIIE;

B) Tpu( YTBEPKICHHUS;

T) aapecar.

7. B neBoM BepXHEM yIily JOKyMEHTOB PACIOJIAraloTcs CIeAYIONIe PEKBU3UTHL:
a) pe3OITIOIIHS;

0) OTMETKa O HAJTMYMH TPUIIOKEHUS;

B) OTMETKa 00 HCIIOJIHUTEIE;

T') KOJl OpraHU3alHH.

8. B mpaBoM HM)KHEM YTIy PacIiolaratoTcsi peKBU3HTHI:

a) OCHOBHOH rocynapcTBeHHbIH peructpanuornsiii Homep (OI'PH) ropunmaeckoro
T,

0) K01 GOPMBI TOKYMEHTA;

B) HIeHTH(OUKAITHOHHBIN HOMep Hanororuiatensinuka (MHH);

T) TpH( OrpaHUUCHHMS IOCTYIA K JOKYMEHTY.

9. B 1eBOM HIDKHEM YIJIy pacrojaraloTcsi peKBU3UTHI:

a) KOJI MPUYMHBI TIOCTAHOBKH Ha YUeT;

0) OTTHCK MeYaTH;

B) BH3BI;

') OTMeTKa 00 UCTIOJHHUTEE.

10. K B3aMOHUCKITIOYAIOIINM PEKBU3UTAM OTHOCSTCS:

a) aMOJIeMa OpraHu3aly U Tocy1apcTBEeHHbIH repo Pd;

0) KO OpraHHU3alK ¥ KO/ (OPMBI JOKYMEHTA;

B) PETrHCTPAIIOHHBI HOMEpP JOKYMEHTA U CChUIKA Ha PErMCTPAlMOHHBII HOMED U
JaTy JOKYMEHTa;

r) rpud yrBepxkaeHus W mnedarb.ll. Ecnm opraHusanus I10JBEJOMCTBEHHAa OJHOBPEMEHHO
HECKOJIbKUM OpraHaM

yIPaBJICHUs, TO B Pa3HBIX CUTYAIUSIX YKa3bIBACTCS:

a) HETIOCPEACTBEHHO BBIIIECTOSIASE OPTaHU3aIHS;

0) camas TI1aBHAs BRIIIECTOSINAs OPTaHU3AIINS;




Kon nnaukaropa

Nuaukatop JOCTHKEHHS] KOMIIETEHLIUN

OrneHOYHBIC CpPEICTBA

B) He OoJiee Tpex CTereHel MMoIBeIOMCTBEHHOCTH;

T') HEe YKa3bIBaeTCsl HU OJIHA BBIILIECTOAIIAsI OPraHU3alysl.

12. [laToli TOKyMEHTa MOXKET OBITb JaTa:

a) ero HaIMCaHMs U COTJIACOBAHUS;

0) ero moMUCaHuU;

B) €T0 YTBEP)KICHHUS;

T') IPOBEICHU 3aceIaHusl, Ha KOTOPOM IIPHHATO PELICHHUE.

13. JlaTel B JOKyMEHTaX MOTYT OBITH O(hOPMIICHBI:

a) 22. 08. 1997;

0) 22 aprycta 1996 rona;

B) 1988. 02. 22;

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

14. Kakue peKBU3UTHI JOKYMEHTOB IMUITYTCS, KaK [IPAaBUIIO, OT PYKHU:
a) BU3a;

0) pe3ostonus;

B) MOJIMTUCE;

T) agpecar.

15. K xakuM peKBU3UTaM OTHOCATCS CJIOBA!

a) «BepHO» A)
0) «us ciry>xeOHOTO TTONB30BaHUs» bB)
B) «3aMevaHus IpUIaraloTcsa» B)
r) «ITetpoB M.K. 924-76-40» I')
16. PexBU3HUT «IIOANNCHY HA Pa3HBIX JOKYMEHTaX BKIIFOYAET:

a) JIMYHYIO POCITUCh aBTOpa JOKYMEHTa,;

0) IMYHYIO POCIHCH PYKOBOAUTEIS U €¢ pacuin(poBKy;

B) yKa3aHHUE J0JIKHOCTH, JINUHYIO POCIHCH PYKOBOIMTENS U €€ paciuidpoBKy;

I') yKa3aHHe JI0JDKHOCTH, HAMMEHOBAHUE OPTaHU3allUH, JINUHYIO POCIHCH PYKOBOAMTEIIS,
ee pacumgpoBKy.

YK-4.2

Bener nenoByto nepenucky Ha pycCKOM U
MHOCTPAaHHOM  SI3bIKAX  C  Y4EeTOM
0COOEHHOCTEH CTHIIMCTUKHU O(UITHATBHBIX
MIUCEM U COIIMOKYJIbTYPHBIX pa3anunii

KomriekT TecToBBIX 3aganmii: Ne2

1. Kakoe cokpaienue siisieTcst abOpeBUaTypoii:

a) AI'3 MUC PO,

0) Mocauepro;

B) crarQusiiys;

r) 0/M, 11/0.

2. C1oBo, KOTOpOE 0003HAYACT HOBOE MMOHATHUE, YIIOTPEOIIEMOE B TOKYMECHTAX, —
9T0:
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a) abOpeBHaTypa;

0) CHHOHHM;

B) HEOJIOTU3M;

T) apxausM.

3. Or6epuTe npuHIUT OPUIHATEHO-AETOBOTO CTHIIS JOKYMEHTAIHH:

a) MPeJOCTABIICHISI MAKCUMAJIEHO BO3MOXXHOM HH(OpMAIIHN;

0) IPUMEHEHHE CIIOB «MBI BBITIOIHIMY, 1 CIIEIIAI0»;

B) OTPaHNYCHHOCTH B IPUMEHEHUH SI3bIKOBBIX CPE/ICTB;

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

4. Jlekcu4yeckoe COKpaIlIeHHE CIIOBa, YIIOTPEOIAIEMOro B JOKYMEHTaX — 3TO:
a) abOpeBHaTypa;

0) CHHOHHM;

B) HEOJIOTU3M;

T') HApOHUM.

5. UTo HEe OTHOCHUTCS K OHINATIBHO-IEIOBOMY CTHIIIO JOKYMEHTA:

a) aipecHOCTh MH(POPMAIIH;

0) TeMaTHuecKasi OrPaHUYEHHOCTh B IPUMEHEHHH SI3BIKOBBIX CPEJICTB;

B) MPEIOCTABICHHE MAKCUMAaJIbHO BO3MOXKHOI HH(pOpManny;

T') yHAGUKAIUS JOKYMEHTA.

6. K mpaBmiiam 1€710BOTO 3THKETa OTHOCSTCS

a) HETOPOIUTUBOCTB C OTBETOM;

0) 6maroapHOCTH 32 OTBET WIIH ACHCTBHC;

B) 00CTOSITENIHOE U3JI0KEHHE JIOKYMEHTA;

I') YMEHHE CIyIIaTh APYTHX J0AeH.7. B kakoM JOKyMeHTe MCHOJB3YIOTCS CIOBA «... B IPOTHBHOM
cinydae Bam OymyT

HpeIbsIBICHBI IITPA(pHbIE CAHKIUM» B KAUeCTBE sI3bIKOBOIT (hOPMyIIbI, KaKk pe3yJsibTara
YHU(HUKALUH S3bIKOBBIX CPEJICTB:

a) B TApaHTUITHOM NHCHME;

0) B peKJIaMallHOHHOM ITUCHME;

B) B MH()OpPMALIMOHHOM MUCEME;

T') B MMCbMe-HAalIOMHHAHNH.

8. CnoBa, KOTOpBIE CTAaHOBSITCA HEO(MHIMAILHBIM 3aMEHHTENEeM TEPMHHA W WX HPUMEHCHHEB
JOKyMEHTaX HeJOIMyCTUMO, — 3TO:

a) npo(eccHoHaITN3MBbI;

0) CHHOHUMBEI,

B) HEOJIOTU3MBI;

T') HAPOHHMBIL.
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9. 3aKOHUEHHBII B CMBICIIOBOM OTHOIIEHUU OTPE30K TEKCTA, IO3BOJIAIOMIMNN YCTAHOBUTD
3HaYEHHE BXO/IIETO B HETO CJI0Ba WM (pasbl — 3TO:

a) aHHOTAIIUS,

6) pedepar;

B) KOHTEKCT;

T') KOHCITEKT.

10. Perynupytomas (IesTesHOCTh OpraHU3annii) cpea BKIIF0YaeT:

a) TOCYIapCTBCHHBIC CTAHIAPTHI;

0) 0OIIECTBCHHBIE OXKUIAHHS,

B) pEKOMCHJAINH, OTPaKAIOIIHE IePEIOBON OIIBIT;

T') HOPMAaTHUBHBIC TOKYMEHTHI, OTPaKAIOIIHE ACATEIHHOCTh OPTaHI3aIHH.

YK-4.3

Bremonaser JUIS JIMYHBIX IICJ'IGI\/JI MepeBoa

opuuManbHBIX M HOpOopEeCcCHOHATBHBIX
TEKCTOB C HHOCTPAHHOIO fA3bIKA Ha
PYCCKMH, €  PYCCKOro  s3blKa  Ha
WHOCTPAHHBIN

KomrekT TecToBBIX 3aganmii: Ne3

11. ITonuTHKa ynpaBiIeHUs TOKyMEHTaMU OpraHU3alluy O3BOJISET:

a) HOBBIIATH AP PEKTUBHOCTH JIESTEILHOCTH OpraHU3allly;

0) coOmoaaTe TpeOOBaHMUs 3aKOHOAATEIbCTBA U PETyIUPYIOIIEH Cpeabl;

B) U30€XaTh PUCKOB NMPEIIPUHUMATEIBCKOMN e TeIbHOCTH, CBSI3aHHBIX C TOKYMEHTAMU;

I') COXpaHsTh MaMsTh OpraHU3alMK, UHAUBUAA U obmectBa. 12. K npuHIunam pa3paboTku nporpamm
yIpaBJIeHHUs JOKYMEHTaMU OTHOCHUTCS:

a) OLICHKA PUCKOB, CBA3aHHBIX C OTCYTCTBHEM O(GHINAIBHBIX IOKYMEHTOB;

0) onpenesieHNE IPABUII CO3AHUS METAAaHHbIX O IOKYMEHTaX;

B) o0OecrieueHre XpaHeHns! TOKYMEHTOB B 0€3011acHOM 1 3allUIIeHHOI cpeae;

T') OIpe/ieieHNe BOZMOXXHOCTEH MOBBIIEHHS 3P PEKTHUBHOCTH pabOThl OpraHnu3alun

B Pe3yJbTaTe KAUeCTBEHHOTO YIIPaBJICHHS JOKYMEHTaMH.

13. PacripeznesneHyie OTBETCTBEHHOCTH 3a JJOKyMEHTAI[HOHHOE 00ECIIeYeHUE YIIPABICHUS
HpeAroaraeT OTBETCTBEHHOCTb:

a) BCeX COTPYAHUKOB OpraHU3alyu 3a ;

0) CHCTEMHBIX aIMUHUCTPATOPOB 32 ;

B) pPyKOBOJICTBA OPTaHHU3ALINH 32 ;

T) cekpeTapei 3a .
14. Ecnm JOKYMEHT SBIISIETCS TEM, YeM JOJDKeH ObITh; CO3JaH WM OTMPABJICH JIUIIOM,
YIOJHOMOYEHHBIM Ha 3TO, @ TAKXKE B TO BpEMsI, KOTOPOE yKa3aHO Ha JOKYMEHTE, TO 3TO 03HAYAET €ro:
a) IOCTOBEPHOCT,

0) LIETTOCTHOCTH;

B) ayTEHTUYHOCTD;

T') IPUTOJHOCTb JUIsl HCIIOJIb30BaHUSI.
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15. Ctpaterust BHeApEHUsI JOKYMEHTHBIX CUCTEM IIPEAYyCMaTPHUBAET:

a) IPOEKTHPOBAHKE IOKYMEHTHBIX CUCTEM;

0) MOJrOTOBKY COTPYAHUKOB, PaOOTAIOIINX C JOKYMEHTaMH;

B) COOTBETCTBHE JOKYMEHTOB PETYIHPYIOLIeH cpene;

I') KOHBEPTALMIO JOKYMEHTOB B HOBBIE JIOKYMEHTHBIE CUCTEMBI, (pOpMaThI.

16. CtocoOHOCTD JOKYMEHTHON CHCTEMBI [UTHUTEIFHO U IIPaBIIIBHO (DYHKIIMOHUPOBATh
B COOTBETCTBHH C TPeOyEeMBIMH HPOLIELypaMy O3HAYAET €e:

a) HaJIe)KHOCTD;

0) 3¢ PeKTUBHOCTE;

B) [IEJIOCTHOCTH;

I') KOMIUICKCHOCTb.

17. CriocoGHOCTh IOKYMEHTHOM CHCTEMBI IIPEIOTBPAIATh HECAHKIIMOHUPOBAHHBIE
JIOCTYII K IOKyMEHTaM, UX YHHYTOKCHHE, H3MEHEHHUE WM NIepeMeIlleHHs 03HaYaeT ee:
a) HaJIe)KHOCTh;

0) 3pPeKTUBHOCTE;

B) LEJIOCTHOCTB;

I') KOMIUIEKCHOCTb. 1 8. MeTo10710T sl IPOEKTUPOBAHUS U BHEAPEHUS JOKYMEHTHBIX CUCTEM BKIIFOYAET:
a) aHa/In3 AEOBOH JEeATeIbHOCTH OpraHU3alnHy;

0) OIIEHKY CYIIECTBYIOIINX JIOKYMEHTHBIX CUCTEM;

B) MOHUTOPHHT, OLIEHKY, KOPPEKTUPYIOIINE NEHCTBHS;

T') IpEeKpalleHNe TPUMEHEHHS JOKYMEHTHBIX CHCTEM.

19. O6bekTamMu yHH(PUKALMN U CTAaHIAPTH3ALUH B YIIPaBICHUECKOH AEATEILHOCTH
SABJISIOTCS:

a) TepMUHBI, UCTIOIb3yEeMbIE TIPU paboTe ¢ yIpaBieHYeCKo nHpopmaImeii;

0) opraHM3alMOHHbIE CTPYKTYPHI OpraHU3aLUH, YUpexKACHUIN U IPEAPUITHH;

B) yIpaBieH4YecKne GyHKINY,

T') yrpaBJIeHUECKas JOKyMEHTALUs

VK-4.4

[Ty6in4yHO BBICTYMAET HAa PYCCKOM SI3bIKE,
CTPOUT CBOE BBICTYIUIEHUE C YYETOM
ayJIUTOPUU U LI€IH OOIICHUs

[IpaxkTryeckue 3aKaHus:

Kpoccrop 1.

ITo ropuzonTanu: 1) 3amuce HHGOPMAIIH Ha Pa3TMIHBIX HOCUTEISIX [0 YCTAHOBJICHHBIM IIPaBHIIaM; 2)
YCTAHOBJICHHWE KOJHMYECTBA M COCTaBa JOKYMEHTOB B €IUHMIAX y4eTa W (PUKCAIUs MPHUHAAICKHOCTH
KaXJIOH eIMHMIBI ydeTa K OIpeleIeHHOMY KOMIUIEKCY M OOIeMy HMX KOJIMYECTBY B YYETHBIX
JOKyMEHTaX; 3) YYeTHBIH JOKYMEHT, COJlep)Kallliii Ha3BaHWE, CBEACHHS O KOJIMYECTBE, COCTaBE
JOKyMEHTOB (pOHJIa M MECTE€ €ro XpaHEeHHWs, NpeJHAa3HAUYEHHBIH I IEHTPAIM30BAaHHOIO YdeTa
JIOKyMEHTOB; 4) TiepeyeHb OPUIHATbHBIX HAMMEHOBAHUH XPAHSIINXCS, BRIOBIBIINX W MOCTYHAIOMINX
apXxuBHBIX (OHIOB B TOPSAKE BO3pPACTAHUS NPHCBOCHHBIX MM HOMEpOB; 5) NpeyCMOTPEHHBIE
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HOPMAaTHBHBIMH JJOKyMEHTaMH YCJOBHS HCIIOJNb30BAaHHMS apXMBHBIX M  KOH(HACHIMANBHBIX
JOKYMEHTOB; 6) nmdpoBoe W/uian OyKBeHHO-IM(pOBOEe 0OO3HAYECHHE JeiNa B HOMEHKIAType Iei
OpraHM3alii, HaHOCHMOE Ha ero OOJOXKY; 7) CBOWCTBa JOKYMEHTa, OOyCJIaBIMBAaIOIIUE €ro
KyJIbTYpHOE, HaydyHOE W T.I. 3Ha4YeHHUE; 8) BOCCTAHOBICHUE MEPBOHAYAIBHBIX MM OJM3KHX K
NIePBOHAYAIILHBIM CBONCTB M BHEUIHMX MPHU3HAKOB AapXUBHOTO JOKYMEHTA, IOJBEpPrIIerocs
MIOBPEXICHUIO WM Pa3pyLICHNUIO; 9) CpecTBO THPAXKHUPOBAHUS JOKyMEHTOB; 10) y4eTHBIH TOKYMEHT,
cofZiepKallliii IepedeHb JOKYMEHTOB Jela C YKa3aHHEM IMOPSIKOBBIX HOMEPOB JIOKyMEHTOB, HX
WHACKCOB, Ha3BaHW{, IaT, HOMEpPOB IHUCTOB; |1) mpumenenme uWHPOpPMAIMH JOKYMEHTOB B
KYJIBTYPHBIX, HAY9HBIX H T.II. IIEJIAX, a TAKKe I 00eCIIeYeHNs 3aKOHHBIX PaB M HHTEPECOB IPAXKIaH;
12) cipaBoYHHK, B KOTOPOM HH(OPMALUS O JOKYMEHTaX Pacliojlo)KeHa B COOTBETCTBHHU C BEIOpaHHON
cxeMoil kiaccudukanmu; 13) TOKyMEHT, ITOJTHOCTBIO BOCIIPOM3BOISIINK HH(OPMAIUIO MOTHHHOTO
JIOKYMEHTa M BCE €r0 BHEUIHHE IMPU3HAKU MJIM 9acTh UX, HO He MMEIOIUil Iopuandeckoil cuisl;, 14)
H3MEHEHHE NIePBOHAYAIbHBIX (PM3UKO-XMMHUYECKHX CBOMCTB JIOKYMEHTA I0J] BO3AEHCTBUEM BHEITHUX
U BHYTPEHHHUX (hakTopoB; 15) mepBblil MM €AMHUYHBIA SK3eMIUIIp OQUIMAIBHOTO JTOKyMeHTa; 16)
IOpUAMYECKOE MK (PU3HMYECKOE JINIO, B ICATEIBHOCTH KOTOPOTO 00pa3yercst JOKyMEHTaIbHBIH (hOHI;
17) cpencTBo XpaHEeHHs TOKYMEHTOB.

Mo BepTHukanu: 1) nBMXKEHUE TOKYMEHTOB B OpPTraHM3alMy ¢ MOMEHTA UX CO3/IaHMS WIIM OITYyYCHHUS JI0
3aBEpIUICHHs WCIOJHEHMS WJIM OTHpaBlieHus; 18) 3amich y4YeTHBIX JMAHHBIX O JOKyMEHTE II0
yCTaHOBIICHHOW (opMe, (ukcupyromas (akT ero CO3IaHHs, OTHPABICHHWS WIM IOnydeHus; 19)
JOKyMEHT WJIH COBOKYITHOCTH JOKYMEHTOB, OTHOCSIIUXCS K OJHOMY BOINPOCY WIHM Yy4YacTKy
JeATeIbHOCTH M TIOMENICHHBIX B OTACNBHYI0 0050kKy; 20) opraHm3amms WIM CTPYKTypHOE
HoJpa3/eNieHre, OCYIIEeCTRISIONIee ATUTEIHHOE HIIH TOCTOSIHHOE XPaHEHNE OKOHYEHHBIX JOKYMEHTOB
C IEJTBI0 UX UCTIONIB30BaHMS; 2 1) CpeiCTBO KaCCOBOM OPITEXHUKH; 22) KOIHS 4aCTH TEKCTa JOKYMEHTa,
opopmiicHHAsT B YCTAaHOBJICHHOM IMOpsAKe; 23) CpPEACTBO W3TOTOBJICHHS H300pa3sUTEIbHBIX
JIOKYMEHTOB; 24) crieinagbHO 000pyI0BaHHOE IIOMEIIEHHE TSI XPaHEHUS apXUBHBIX JOKYMEHTOB; 25)
MOBTOPHBIN 3K3EMIUISIp TOJJIMHHUKA JOKYMEHTa, UMEIOIIUN IOPUINYECKYIO CHUITy; 26) GU3ndecKoe
WIN IOpUAWYECKOe JIMIO, CO3[aBIlee JOKYMEHT; 27) oOQHUIMaNbHBIA JOKYMEHT, HMEIOLIHil
IOPUAMYECKYIO CHIIy M COAep Kaluid MHPOPMAIMIO O IpeIMeTe 3ampoca, C YKa3aHWEM ITOWCKOBBIX
JaHHBIX JIOKYMEHTOB; 28) OTOOp JOKYMEHTOB Ha XpaHCHHE WJIM K YHHYTOXCHHUIO, a TaKxKe
YCTaHOBJICHNE CPOKOB MX XPAaHEHUs HA OCHOBE NPHHSTHIX KPUTEPHEB.

YK-4.5

YCTHO TpeAcTaBiseT pe3yibTaThl CBOCH
NESITeJIbHOCTH Ha HMHOCTPAHHOM  SI3BIKE,
MOXET IMOAACPKATE Pa3roBOp B XO4€ HUX
o0cyKIeHus

Kpoccropz 2.

[lo ropusoHTtamu: 1) HOPMATUBHBIA JOKYMEHT, COJACPKAIIMN CHCTEMAaTH3MPOBAaHHBIH IIepeUCHb
CTPYIIIHPOBAHHBIX HAMMEHOBAHUI OOBEKTOB U MPUCBOCHHBIC UM KOJBI;, 2) HOPMATUBHBIN JOKYMEHT,
3aKpEeIUIIIONINKA  YHU(DHUKALNAIO JIEIOTPOU3BOACTBA; 3) (UKCAanus Ha MaTepUAIFHOM HOCHTEINES
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nHpopManMM C PpEKBU3UTAMH, [O3BOJIIONIMMH €€ WAECHTU(GHIUPOBATh; 4) yCTaHOBJIEHUE
enuHooOpasus cocraBa M (OpM YIpPaBIEHUYECKHX JIOKYMEHTOB, CO37[aBaéMbIX MpPU pPELICHUU
OJHOTUIHBIX YIpaBleHUeCKUX (QYHKUMH; 5) wuHpopManms, (GHUKCHpPOBaHHAas Ha KakoM-JIMOO
MaTepHaIbHOM HOCHUTEJIE.

[To BepTukanu: 1) nudpoBoe o603HaueHNE HOPM JOKYMEHTOB B XOJI€ COCTABJIEHHS KIacCH()UKATOPOB
nHdopmanny; 6) udporoe 0003HaAUEHHE, SBISIONIEECS 3JIEMEHTOM HASHTH(UKAINN 00BEKTOB B XO/I€
UX KIaccupukanny; 7) MeKIyHApOIHBINA JOTOBOP MO ONPENeICHHOMY BOIIPOCY; §) OpraHn3alus MIn
CTPYKTYpHOE IOJpa3lelicHie, OCYLICCTBIIIONIEE IOJITOBPEMEHHOS WM IIOCTOSIHHOE XpaHEHHE
OKOHYCHHBIX JIe; 9) BHECEHHE MJOJDKHOCTHBIM JIMIOM B O(HIMAIbHBIE NOKYMEHTHI 3aBEIOMO
JIOKHBIX CBEACHMI HJIM UCIPABICHHUN, HCKKAIOINX UX NeHCTBUTENbHOE conepkanue; 10) CHHOHIM
croBa A0roBop; 11) MOKYMEHT, MOATBEP)KAAIOIIMN COOTBETCTBUE IPOMYKLHUH, MPOLECCOB M YCIYT
YCTaHOBJICHHBIM TPEOOBaHUSIM.




0) Ilopsinox mpoBeneHUs] MPOMEKYTOYHOM aTTECTALMH, NMOKA3aTeJd M KPUTEPUH
OlLleHUBAHUS:

[TpoMexyTouHass arTecTalusl BKIIOYAET TEOPETUUYECKHE BOIIPOCHI, IO3BOJIAIOIINE
OLICHUTh YPOBEHb YCBOCHHMS OOy4YaIOUIMMUCS 3HAHUMN, U MPAKTHUECKHUE 33/JaHUS, BBISBISIONINE
CTeneHb CPOPMUPOBAHHOCTH YMEHUHN U BIIAICHUI, TPOBOIUTCS B (hopMe 3aueTa.

3aueT Mo JaHHOW IJUCHMIUIMHE MPOBOAUTCSA B YCTHOH ¢opMe Mo BOIpocaM K 3adery,
KOTOPBIN BKJIIOYAET OJUH TEOPETUUYECKUI BONPOC U OJIHO MPAKTUYECKOE 3a/IaHUE.

IToxka3aTeu U KPUTEPUHU OLlEHMBAHUS

- «3a4TE€HO» - BBICTABJISETCS MPU YCIOBHUHU, €CIIM CTYJEHT MOKa3bIBAET XOPOIINE 3HAHUSA
yueOHOro Marepuaja MO TeMe, 3HAaeT CYU[HOCTb JUCHMILIUHBL, CBOOOJHO BBIMOJIHSIET
IIPAKTUYECKHE 3a/1aHusl.

[Tpu 5TOM CTYAEHT JOTHMYHO U TOCJIEI0BATEIbHO U3JIaraeT MaTepuaj TEMbl, PAaCKPbIBACT
CMBICI BONIpOCAa, JAaeT YAOBJIETBOPUTEIIBHBIE OTBETHI HAa JOIOJIHUTEIbHBIE BOIPOCHL.
JlomoNMHUTENbHBIM  YCJIOBHEM TOJIYY€HHS OLIGHKM MOTYT CTaTh XOpOIIME YCIEXH IPH
BBITTOJIHEHUH CAMOCTOSITETIbHON U KOHTPOJIBHON paboThI, cCUCTEMAaTH4eCKas akTUBHAsE paboTa Ha
MPAKTUYECKHUX 3aHATHUSX.

- «HE 3aUTEHO» - BBICTABIIAETCS INPHU YCIOBHM, €CIU CTYIEHT BJa/J€eT OTPHIBOYHBIMU
3HAHUSAMU O CYIIHOCTH IUCHUIUIMHBI, JAET HETMOJIHBIE OTBEThl HA BOMPOCHl U3 OCHOBHOMU
JUTEpPaTyphl, PEKOMEHJAOBAHHON K KypCY, HE MOXET OTBETUTbh Ha JIONOJHUTENIbHbIE BOIPOCHI,
MpeJIoKEHHBIE TIPETIoAaBaTeNeM.



IMPUJIO)KEHUE 3
MeTtoauyeckue peKOMeHAalMHU /ISl CAMOCTOSITeIbHOI PadoThl CTYIeHTOB

B mporecce BBINOTHEHHS CAMOCTOSITENBHONW pPabOTHI CTYIEHTHI JOJDKHBI HAYUHUTHCS
BOCIPUHUMATh CBEJEHHS Ha CIyX, (UKCHPOBaTh MH(OPMALIMIO B BHJE 3alucell B TETPaasX,
paboTaTh ¢ MUCbMEHHBIMU TEKCTAMH, CAMOCTOSITEIbHO U3BJIEKas U3 HUX I0JIE3HbIE CBEACHUS U
opopmisisi MX B BHUIE TE3UCOB, KOHCIIEKTOB, CHUCTEMAaTH3UPOBaTh HH(MOpPMALUIO B BUIE
3aroJIHEeHHsT TaOJIHII, COCTaBJICHUS cXeM. Ba)XHO HAYYHTHCS BBIACIATH IJIABHBIE MBICIIH B JICKIIUU
npenogaBarenss JUO00 B MHUCHbMEHHOM TEKCTE; aHaJIM3UpOBATH SIBICHUS; OIpPENEIsITh CBOIO
MO3HIIMIO K TOJIYYEHHBIM Ha 3aHATUAX CBEICHHSIM, YETKO (hOPMYIHPOBATH €€; apryMEHTUPOBATh
CBOIO TOYKY 3pEHUS: BBICKA3bIBATh OIICHOYHBIC CYXKICHHS; OCYILIECTBIISATh CaMOAHAIM3.
HeoOxonnMo y4uuThbesl BIIaJieTh YCTHOW M IMCBbMEHHOW PEUbl0; BECTU JUAJIOT; y4acTBOBaTh B
JTUCKYCCUM;, PpAacKphIBaTh COJEp)KaHUE H3y4aeMOH MpoOJeMbl B MOHOJIOTMYECKOH peuu;
BBICTYIIAaTh C COOOIICHUSAMU U JTOKJIAZaMH.

Koncnexr nexuuu. CMbICT IPUCYTCTBUS CTYACHTA HA JIEKIUU 3aKIF0YAET BO BKIIOUECHUHU
€ro B aKTUBHBIM MPOLIECC CIYIIAHUS, TOHUMAHUSA U OCMBICIEHHUSI MaTepHalia, OJArOTOBJIEHHOIO
npenogaBaresneM. JTOMY CIOCOOCTBYET KOHCIEKTHMBHAs 3alKCh MOJIYYeHHOW MH(pOpMaluu, ¢
MIOMOILIBIO KOTOPOi B JaJbHENIIIEM MOYXKHO BOCCTAHOBUTH OCHOBHOE COZEPKAaHNE ITPOCTYILIAHHON
JEKLUU.

JJ1st ycTienHoro BBIMIOJIHEHUS ATOU PabOThl COBETYEM:

- TIOJArOTOBUTH OTJIEIbHbBIE TETPAIU ISl KXKAO0I0 MpeaMeTa. 3aluch B HUX JIy4llle BECTU
HAa OJHOW CTOPOHE JHCTa, YTOOBI MO3JHEE HAa YHCTONH CTpaHUIIE 3alUCaTh JOMOJTHEHHUS,
YTOYHEHMSI, 3aME€UYaHusl, a TaKKe cOOCTBEHHbIE MbICIU. C IOMOIIbIO Pa3HOLBETHBIX PY4YEK WU
db1oMacTepoB MOKHO OyIET BBIICIUTH 3ar0JIOBKH, Pa3Aelbl, TCPMUHBI U T.].

- HE 3alKChIBaTh NOJPSJA BCE, YTO roBOpUT JiekTop. Crapaiitech BHayaie BBICIYIIATh U
MOHATh MaTepual, a 3aTeM yKe 3a(UKCHpOBaTh €ro, He YIyCKas OCHOBHBIX MOJIOKEHUH U
BbIBOZIOB. CoxpaHsiiTe JIOTUKY u3yioxkeHus. OOpaTuTe BHUMaHUE HAa HEOOXOIUMOCTh TOYHOMU
3allMCU ONIPENEIICHUN U IIOHITUH.

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

- YIeNATh BHUMaHUe rpaMOTHOMY oopmieHuto 3anuceid. Hayunrech rpaguuecku scHO U
yI0OHO pacnojiaraTb TEKCT: BBIWICHATh a03allbl, MOAYEPKUBATH IJIaBHBIE MBICIH, KIIIOYEBBIE
CJIOBa, IOMEIATh BBIBOABI B PaMKH U T.1. HemanoBakHOe 3Hau€HUE UMEET U YeTKas CTPYKTypa
JIEKIUHU, B KOTOPYIO BXOIMT IIJIaH, JOTHYECKHU BBICTPOCHHAsI KOHCTPYKLIHS OCBEILEHUS KaXa0Tr0o
MyHKTa IJIaHa C apryMEHTaMU U JO0Ka3aTelbCTBaMH, Pa3bsICHEHUAMH M NPUMEpPaMHU, a TaKkKe
CIIUCOK JINTEPATYpPHI 110 TEME.

- HAyYUThCs IHCATh pa300purBoO U ObIcTpo. UTOOBI B anbHENIIEM HE TPaTUTh BpeMs Ha
pacmiipoBKy COOCTBEHHBIX 3alMCEd, CIENUTE 3a aKKypaTHOCTbIO IOYepKa, HE IKOHOMBTE
Oymary 3a cuyeT YIUIOTHEHUs Tekcrta. KoHcmekTupys, monb3yiTech OOIIENPUHATHIMU
COKpAILLEHUSIMU CJIOB U YCJIOBHBIMHU 3HaKaMH, €ClId €CTh HEe0OXOJIMMOCTb, TO MpU-TyManTe
COOCTBEHHBIE COKpAIIlEHUSI.

- YMETh OBICTPO U YETKO MEPEHOCUTh B TETpadb rpaduyeckue puCcyHKH U Tadbnuubl. s
ATHUX LIeJIE€N PUTOTOBBTE MPO3PAUHYIO JIMHENKY, KapaHaall U pe3uHKy. CTapalTech Kak MOXXKHO
TOYHEE CKOMUPOBATh U300pakeHue ¢ JOCKU. Eciu HarysIHbIM MaTeprai TpyAHO BOCIIPOU3BOIUM
B YCJIOBUSX JIEKIIMH, TO CJIEIaliTe €ro CIIOBECHOE OMHCaHUe ¢ 0000IIAIONIMMHU BBIBOAAMHU.

- IPOCMOTPETh CBOM 3alHMCH IMOCJie€ OKOHYaHHs Jekuuu. [loguepkHuTe U OTMEThTE
pasHBIMU I[BETaMHU (piiomMacTepa Ba)KHbIE MOMEHTHI B 3amHcsX. VcnpaBbTe HETOUHOCTH, BHECHUTE
HeoOxoauMble AonoyiHeHus. He TpatbTe BpeMst Ha mepenuchiBaHNe KOHCIIEKTa, €CIIM OH OKa3aJics
He coBceM yJadHbIM. COBEPIIEHCTBYHUTECH, 3aIIUCHIBAS [TOCIIEYIOIINE JIEKIUH.



IToaroroBka k cemMMHapckuM 3aHATHsIM. CeMuHap — OIMH W3 OCHOBHBIX BHJIOB
MPAKTUYECKHUX 3aHATUH MO0 T'YMaHUTapHBIM AucUUIIMHAM. OH ImpelHa3HayeH s yriIyOJIeHHOTo
U3y4eHHs OTJENBHBIX TeM U KypcoB. Ilo ¢opme npoBenenns ceMuHapbl OOBIYHO MPECTABISIOT
co0o0ii perienue 3aaa4, o0CyKIeHUE T0KIa10B, Oeceqy Mo MIaHy WIH JUCKYCCHIO 110 Ipobiieme.

[TonroroBka K 3aHATHAM 3aKJIHOYAETCs, IPEXKIE BCEIO, B OCBOEHUH TOI'O TEOPETUYECKOTO
MaTepuaia, KOTOpbIi BBIHOCUTCS Ha oOcyxieHue. /g 3Toro HeoOXOJUMO B IEPBYIO OYepeab
NepeuYnTaTh KOHCIIEKT JICKIIMU WIH pa3zelibl yueOHHKA, B KOTOPBIX MPUCYTCTBYET YCTAaHOBOYHAs
uHpopmanusa. M3yueHne pekoOMEHJ0BAaHHOM JIUTEPAaTypbl HEOOXOIUMO CIeNaTh MaKCHMAalbHO
TBOPUYECKU — HE MPOCTO YKJIA/bIBas B NaMATh HOBBIE CBEICHMS, a OCMBICIMBAs U aHAIU3UPYS
MaTepuan. 3aKpenuTh CBOM 3HAHUS MOYKHO C TIOMOINBIO 3alMCei, BBIMHCOK WM TE3HCHOTO
KOHCIIEKTA.

Eciu cemunap mnpencTaBieH AOKJIaJaMH, TO OCHOBHAas OTBETCTBEHHOCTh 3a €ro
IIPOBEJCHUE JIEXKUT Ha JoKiIaquukax. Kak cenars 3To ycnemHo cMoTpuTe B paszeie «/Joxmany.
OpHako poib OCTaJdbHBIX YYACTHHUKOB CEMHHapa He JO0DKHA ObITh maccuBHOW. CTYIEHTHI,
IIPOCIIYIIAB JO0KJIaJ, 3alMCBhIBAIOT KPATKO IVIABHOE €r0 COAEP)KAHUE U 33/1al0T BBICTYNAIOILEMY
YTOYHSIOIIME BONpocoB. Uem Gosiee 0OcHOBATENbHOM Oblja JOMAIIHS [TOATOTOBKA O TEME, TeM
aKTHBHEE IIPOUCXOAMUT OOCYXJAeHHEe mpoOiieMHbIX BompocoB. Ha ceMuHape Bcsauecku
MOOUIPSAETCS. TBOpYECKasi, CaMOCTOATEIbHAs MbICIb, JAaeTcd BO3MOXHOCTh BBICKA3aTh
KPUTHYECKHE 3aMEUYaHUsl.

becena mo mmany mpezacTaBinseT coOOM 3apaHee IMOATOTOBIEHHOE COBMECTHOE
00-CyXJIEHHE BOIIPOCOB TEMBI KKIBIM U3 YYaCTHHKOB. JTa (popMa moTpedyer OT CTYACHTOB HE
TOJIBKO XOpOIIEH CaMOCTOSITENFHOM MPOPAaOOTKU TEOPETUYECKOro MaTepuaia, HO U yMEHHe
y4acTBOBaTh B KOJUIEKTUBHOM JUCKYCCHM: KpPaTKO, YETKO M ACHO (POpMYIHpOBaTh U U3jaraTh
CBOIO TOYKY 3pEHMsI TMepell COKYpPCHHKAMH, OTCTauBaTh IMIO3UIMI0O B HAy4YHOM CIIOpE,
IPUCOEAUHSTHCS K Uy>KOMY MHEHUIO WM ONIIOHUPOBATh APYTUM yYaCTHUKAM.

Pedepat — camblii IpocTOl ¥ HAaMMEHEE CaMOCTOSITENbHBIN BUJ MUCbMEHHOU PalbOTHI.
CyTb €ro cocTOUT B KPAaTKOM H3JIOKEHUM COJEPKAIMXCS B HAy4YHOH JUTEepaType B3IJSA0B U
uzei no 3aganHoi Teme. Pedepar He TpeOyeT OpUTHHAIBLHOCTH U HOBU3HBL. B HeM orieHUBaeTCs
YMEHHUE CTyJIeHTa paboTaTh C KHHUTOW: BBIACHATH W (POPMYIUPOBATH MpoOieMy, OTOMpATh
OCHOBHBIE TE3HCHI M BCIIOMOTATEIbHBIC JaHHBIE, TOTUYECKH BBICTPAMBAaTh MaTepHall, TPaMOTHO
0(QOpPMIISITh HayUHBIH TEKCT.

CryneHtaM npezsiaraercs JiBa Bujaa pedeparHbix padboT:

PedepupoBanne HayyHOW JUTEpaTyphl MPEICTaBISIET COOON COKpALIEHHOE H3JI0KEHUE
COJIepKAHUsl CTaThU MJIM KHUIM C OCHOBHBIMM CBEIEHUSIMHM W BbIBOJAaMH. Takue pedeparbl
aKTyaJIbHbI TOT'/Ia, KOT/la B IOPUINYECKUX MCTOYHUKAX MOSBIISETCS HOBBIM TEOPETUUYECKUN WIH
OpakTUYeCKUd MaTepuan 1o uszydaemod Teme. OT cTyAeHTa TpeOyercs, BHUMATEIbHO
03HAKOMUBIUINCH C IEPBOMCTOYHUKOM, MAaKCUMAaJIbHO TOYHO M TIOJHO MEPENaTh €ro coJiep:KaHue.
s storo uenecoodbpazHo BbIOpaTh (GoOpMY IMOCIEAOBATENBHOIO HM3JI0KEHUS MPOYUTAHHOM
KHUTU, HE MEHsSI ee OOIui TuiaH W CTPYKTypy (TiaBbl, paszaensl, nmaparpadsi). HeoOxomumo
COXpaHUTh JIOTUKY TIOBECTBOBAHUS M TM03a00THTHCS O CBA3HOCTH TEKCTa. ABTOpPCKHE,
OpUTHHAJIbHBIE M HOBATOPCKHE MBICIM M UAEU JIyyllle MepefaBaTb HE CBOMMHM CIIOBaMH, a C
noMoIeio uTHpoBanus. O6beM pedepara OyaeT onpenensaTbes COAepKaHWEM HMCTOYHHKA, a
TaK)Ke €ro Hay4HOM M MpaKTU4YecKoi 1eHHocThio. Ho B 11060M ciyyae mpennodTeHne oTAaeTcs
KPaTKOCTH U JIJAKOHUYHOCTH, YMEHHUIO OTOUPATh TJIaBHOE U 0CBOOOXKIATHCS OT BTOPOCTEIIEHHOTO.

Pedpepar mo Teme  mpencraBiser 0030p HAYYHBIX B3IUISJIOB W KOHIECMIIHA IO
po0JIeMHOMY BOIIPOCY B U3y4aeMoil Teme.

- Ecnu BaM mpejuiokeHa Tema Takoro pedepara Ha BbIOOP, TO MPEANOYTEHHE CIIETYET
OTJaTh TOH, KOTOpas i BaC MHTEpeCHa Wi 3HakoMma. OHa He J0JKHA ObITh OYEHb CIIOXKHON U
00BEMHOI, B TPOTUBHOM ciy4ae pedepar OyaeT HaloMUHATh KypCOBYIO padoTy.

- Jlns moArotoBku pedepara CTYIEHTY HEOOXOJUMO CaMOMY MIH C y4acTHEM
MpenoiaBaresns moaoopatk uCTouHUKH HHpopmaruu. Cieayer mo3ab0TUTHCS, 9TOOBI B BallleM
CIHMCKE OKAa3aJMCh HE CllyyailHble, a I[IeHHble B MH(QOPMALMOHHOM IUIaHE KHHUTH. MOXKHO
BBIMIOJHUTH paboTy, OOpaTUBLIIMCh U K OJHOMY HCTOYHHKY — IOCOOHMIO, MOHOTrpaduw,



uccienoBanno. Ho mydiie, eciiu BB 00paTUTECh K JBYM-TPEM HAYIHBIM TPYAAM — 3TO MO3BOJIHT
MPEJICTaBUTh MPOOJIEMY C HECKOJIBKUX TOUEK 3pEHUS M BbICKA3aTh JINYHBIC TIPEIOYTEHUS.

- OTHUM U3 TJIABHBIX KPUTEPHEB OIEHKU pedepara OyAeT COOTBETCTBUE €ro COJIePKaHuUs
3asBiieHHOM Teme. [l 3TOro Oerjo O03HAKOMUBLIMNCH C IEPBOMCTOYHHKAMH COCTaBBTE
MpeIBapUTENbHBIN TIaH Oymaymiero pedepara, 0003HAYMB B HEM NPHHIUINUAIBHO BaKHBIC
MOMEHTHI U 3Tanbl ocBenleHus npobdieMsl. [locie Toro, kak y Bac nosiBATCA paboyue 3arucu 1o
pe3yibTaTaM W3Y4YCHHsI HAyYHOW JIMTEpaTypbl W OOIIMpHAas WHQPOpPMAIMS MO TEME B IEJIOM,
MOKHO OyzIeT CKOppeKTHpoBaTh oOmwmili miuaH pedepara. Crapaiitech mpu paboTe HaJl HUM
THIATETFHO W30aBIATHCS OT «UBJIMIIECTBY». BCAKOTO poJia aOCTPAKTHBIX PACCYXKIACHHIA,
Ype3MepHBIX MOAPOOHOCTEH U MHOTOYMCIECHHBIX MPUMEPOB, KOTOPHIE «Pa3MBIBAIOTY) TEMY HIIU
YBOJSAT OT HEE.

Crpykrypa pedepara BKIOYaeT B ceOd BBEACHHE, OCHOBHYIO 4acTh M 3akitoueHue. Bo
BBEJCHUU (OPMYIUPYIOTCS LEIH W 33Ja4d paboThl, €€ akTyalbHOCTb. OCHOBHas 4YacTh
IpeJCTaBIsieT co00i Mocae0BaTeIbHOE U apTyMEHTUPOBAHHOE H3JIOKEHUE PA3IMYHBIX TOYEK
3peHusl Ha MpoOiieMy, €€ aHaiu3, MpearoiaraeéMble MyTH pelleHus. 3akiIo4YeHue 0000maer
OCHOBHBIE MBICITU UJIM OOOCHOBBIBAET MEPCHEKTUBHI JalbHEWIEro ucciaenoBanus temol. Eciu
pedepar mocTaTouHO OO0BEMEH, TO TOTpeOyeTcs pasleleHHe TEeKCTa Ha pas3ueisl (TJIaBHI,
naparpadsl). MmrocTpaTUBHBIN MaTepuan — TaOIUIIbI, CXeMBbI, TpaQKu — MOTYT pacloaratbcs
KAaK BHYTPH OCHOBHOM 4aCTH, TaK U B paszeie «lIpuioxenuer.

O6beMm pedepara 3aBUCUT OT LieJel U 3a7a4, pelrraeMbix B padbote — oT 5 10 20 cTpaHull
MAaIIMHOIMCHOTO TEKCTa uYepe3 JiBa MHTepBaja. Eciau B 3alaHuu, BBIJAHHOM IIPENOAABAaTEIEM
00BEM HEe OrOBapUBaeTCs, TO CIEAYET UCXOIUTh U3 Pa3yMHOH 11e1eCO00pa3HOCTH.

B pedepare B 00s3aTeqbHOM TOpPSIIKE PAa3MEUIAOTCS TUTYJIBHBIA JIMCT, TUIAH WIIH
orjaBiieHHE PabOThI, a TAKXKE CIHCOK UCIIOJIb3yEeMOil TUTEPATYPHI.

OOBIYHO pedepaT MOKET 3a4UTHIBACTCS KaK IMHCbMEHHAas paboTa, HO HEKOTOpPHIC
MpernofaBaTeNid MPAKTUKYIOT MYyONUYHYIO 3alIUTy pedeparoB WU UX «O3BYYHMBaHHE» Ha
CEMHUHAPCKHX 3aHATUAX. B 3TOM citydae He0OXOAMMO PUIIOKHUTH JOTIOTHUTEIBHBIC YCUITUS ISt
MOJATOTOBKU MyOJIMYHOTO BRICTYILICHUS IO MaTepuanam pedepatHoi paboThI.

Jlokaan mpeacTaBiseT co0oil  ycTHyH ¢opMy coobmeHuss uHpopmanuu. OH
UCIIONIB3YETCS B By3€ Ha CEMUHAPCKHUX 3aHATUAX M HAa HAYYHBIX CTYJCHUECKUX KOH(EPEHIUIX.

[TonroroBka J0KIaAa OCYIIECTBISETCS B JIBa ATana: HalMCAaHUE MHUCbMEHHOI'O TEKCTa Ha
33/IaHHYI0 TE€MY W MOJArOTOBKAa YCTHOTO BBICTYIUIEHMS Mepel ayIuTOpHEH ciymareneil ¢
OCBeIIeHUEM 3Toi TeMbl. [lucekMeHHbIi qoKman odopmisieTcst Kak pedepar.

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

eO0beM JOKIaJa JOJDKEH COIJIACOBBIBATBCA CO BPEMEHEM, OTBEIACHHBIM JUIS
BBICTYIUICHUS.

o[lpu BbIOOpPE TEMBI HYXHO YYHTHIBAaTh HE TOJBKO COOCTBEHHBIE WHTEPECHI, HO U
WHTEpEChl TMOTEHIMANBHBIX ClyliaTeneid. Bamne cooOiieHre HeoOXOIMMO COTJIacOBBIBATH C
YpOBHEM 3HaHUM U MOTpeOHOCTEN MyOIHUKH.

e[loAroTOBNEHHBIA TEKCT JOKJIaJa JOHKEH XOpOIIO BOCIHPUHUMATHCS Ha ciyx. [laxe
ecyii 0TOOpaHHBIM BaMHM MaTepuall CI0KEH M HEOJHO3HA4€H, FOBOPHUTH JKENATENIbHO MPOCTO U
SCHO, HE TIEperpykasi pe4b HayKoOOpa3HbIMU 000pOTaMH U CHeU(PUIECKUMH TEPMUHAMH.

CrnenyeT OTMETUTD, UTO UHOTAA MPENOAaBaTeNb HE TPeOYeT OT CTYJIEHTOB MMCbMEHHOTO
BapHaHTa JOKJIaJa U OICHHWBAET WX pabOTy HMCKIIOYUTEIHHO MO YCTHOMY BBICTyIUIeHHIO. Ho
3HAUYUTENFHO Yallleé MTUChMEHHBIN JOKJIAJl MPOBEPSETCS M €r0 Ka4eCTBO TAaKXKE OIEHUBACTCS B
Oamnax. BHe 3aBUCHMOCTH OT TOTO, HY)KHO MJIM HE HY)KHO OYyJeT claBaTh Ha MPOBEPKY TEKCT
OyIylmiero BBICTYIUICHHS, COBETYEM HE OTKa3bIBaThCS OT MUCHMEHHOMW 3amuCH JIOKJIaja. IJTO
MOMOXET M30ex)aTh MHOTHX OIIMOOK, KOTOPBIC CIIy4alOTCS BO BpeMs YCTHOW MMIIPOBU3AIINU:
OTKJIOHEHHE OT TEMbI, HApYIIEHUS JJOTUYECKON MOCIeI0BaTeIbHOCTH, HEOpEKHOE 0OpalleHne ¢
[UTaTaMH, 3I0yNoTpedIeHue AeTainsiMu U T.1. Eciu Bl XOpoliio BiageeTe HaBbIKaMu CBOOOTHOM
peurn W o0namaere BBICOKOW KyJAbTYpOW MBINUICHHUS, TO 3aMEHUTE IHUCHMEHHBIA JOKJIaJ
cocTaBieHreM Te3ucHoro miaaHa. C ero moMompi 3aUKCHpYHTEe OCHOBHBIE MBICIH U HJIEH,



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

[Tpu NOArOTOBKE K YCTHOMY BBICTYIIEHUIO BO3BMHUTE HA BOOPY’KEHUE HEKOTOPBIE COBETHI:

o Jly4mmii BapuaHT BBICTYIUIEHUS IE€pe] ayAUTOpHEeH — 3TO CBOOOJHAs peub, HE
OCJIOXKHEHHAas yTeHneM Tekcta. Ho ecu y Bac He BBIpabOTaHO yMEHHE 00IAThCs ¢ MyOInKoi 6e3
OyMa)KKM, TO HE NbITAWTECh CENaTh 3TO Cpa3y, 0e3 moAroToBKu. OcBauBaTh ITOT OIBIT HYKHO
MOCTETNEHHO, OT JAOKJIa/a K JIOKJIay yBEJTHUUBas 00beM peun 0e3 3arisiibIBaHus B TEKCT.

J Ecnu BBl HaMepeHbl CUMTHIBATh JOKJIAJ] C 3arOTOBJICHHBIX MMCbMEHHBIX 3alucei,
TO MOCTapalTech, YTOOBI YTEHUE OBUIO «XYyI0’KECTBEHHBIM»: 00O3HauaiTe may3oil Jorunyeckue
[epPEX0/ibl OT YacTU K YaCTH, BBIIEISANTE UHTOHAIMOHHO 0COOO Ba)KHBIE MBICIM U apryMEHTHI,
BapbUPYITE TEMII peuu.

° Yuras nokia1, He TOPOIUTECH, ACIIANTE 3TO KaK MOKHO criokorHee. [loMHuTE, 4TO
CKOpPOCTh TMPOU3HOIIEHUS TEKCTa Mepe]] CIyIIaTeNIMU BCET/Ia JI0JDKHA OBITh 0oJiee MeIIeHHOM,
YeM CKOpPOCTh Balllei IIOBCEIHEBHON peyH.

o CBepbTe€ NUCBMEHHBIH TEKCT C XPOHOMETPOM, Ul S3TOrO IPOUYUTANTE €ro
HECKOJIBKO pa3 ¢ CEKyHJ0MEpOM B pykax. B ciyuae, eciin JokiIa OKaXXeTCsl CIMILIKOM JUIMHHBIM
WIM KOPOTKHM, IPOBEAUTE €ro PEKOHCTpYKUMI0. OJHAKO BMECTE€ C COKpAIIECHUSMU WIN
JIOTIOJIHEHUAMM HeE «a10TepstiiTe» Temy. He nogmaBanTech HCKYIIEHUIO pacCKa3aTh BCE, YTO 3HAETE
— MOJIHO U NOAPOOHO.

o Ob6parure BHUMaHue Ha TeMOp U CUiTy Bamiero royioca. O4eHb BaXHO, 4TOOBI Bac
OBLJIO CIBIIIHO B CaMbIX OTJAJIEHHBIX YACTAX ayAUTOPHUH, U IIPU ITOM BBl HE «TJIYIINIIN» BOIU3U
Bac HaxoJfIIMXCs cayuiareneid. Bapbupyiite TeMOp peuun, oH mpujacT el BhIpa3uTeNbHOCTh U
MIOMOJKET M30€KaTb MOHOTOHHOCTH.

o Cnegure 3a CcBOMMM JKeCcTaMHM. YUpe3MepHas JKECTHKYJALHUsA OTBJIEKAET OT
COJIepXKaHUs JIOKJIaja, a TMOJHOE €€ OTCYTCTBHE CHMIKACeT JEHCTBEHHYI CUIY BBICTYILICHHS.
[Tocrapaiitech U30aBUTHCSI OT KECTOB, JIEMOHCTPUPYIOLIMX Ballleé BOJHEHHE (KOTAa KPYTSATCS
PYUKH, TepeOsATCS MyrOBUIIbI, 3J1aMbIBAIOTCS NMaiblibl). Mcnoap3ylTe *KecTbl — BbIpa3UTebHbIE,
onucareiabHble, MOJPAXKATEIbHbIE, YKA3YIOLIHe — I [TOJIHOTHI IIepejaur BalluX MbICIIEH.

o YcTaHoBUTE 3pUTENbHBIN KOHTAKT ¢ aynuTopueid. He crout Bce Bpemsi CMOTpETh B
OKHO, OIYCKaTh IJla3a MM COCPeloTauuBaThCsl Ha TekcTe. CTapaldTech 3pUTEIbHO 0OLIAThCs CO
BCEMH CIIyIIATEIsIMH, MEPEeBOJs B3IJIsA OT OAHMX K ApyruM. He oOparmiaiite BHMMaHue Ha
ONO3JaBIIMX M HE IpepbhIBacTe CBOM JOKiIaj 3aMmedaHusmMu. Ho BMecre ¢ Tem cienute 3a
peakuuel myOJIMKK Ha Balle BbICTyIUIeHHE (0100peHHe, yCTaloCcTh, UHTEpEC, CKYKY) M €cCliu
CMOJKETE, BHOCUTE KOPPEKTUBBI B PEUb € LENBIO MOBBIIIEHUS HHTEPECA K €r0 COAEPKAHUIO.

o OTtBeuarh Ha BOIIPOCHI B KOHIIE BBICTYIUIEHHS Ha/10 KPATKO, YETKO U YBEPEHHO, 0e3
JUMIIHUX MoJpoOHOcTel u moBTOpoB. IlocTapaiiteck mpeayranaTh BO3MOXHBIE BONIPOCHI CBOMX
ciymiatesei u moAroToBUThCA K HUM 3apaHee. Ho ecnu ciiyduTes, 4TO Bbl HE 3HAaeTe OTBETA Ha
3aJJaHHbII BaM BOIPOC, HE O0iTech B 3TOM IMPU3HATHCS. DTO 3HAUYUTENIBHO Jy4Ille, YeM OTBEYaTh
HE 10 CYILIECTBY MUJIM OTIIYYUBAThCS.

o [TpoBenuTe TreHEpaNbHYIO PENETULHUIO CBOErO JOKJIana IMepel APY3bIMH WIN
OMU3KUMHU. DTO TMOMOXET 3apaHee BBIIBUTh HEKOTOPbIE HEJOCTAaTKH — CTUIMCTUYECKU cialble
MecTa, TPYIHONPOU3HOCUMBIE cJIoBa U (pa3bl, 3aTSHyThle BO BpPEMEHM YacTH U T.1.
[Tpoananu3upyiite CBOIO TUKIUIO, MHTOHALNH, XkecThl. Crenaite Tak, YTOObI OHM IIOMOTally, a He
MEIIaTU YCIENIHO IPEICTaBUTh MYOJIMKH MMOATOTOBICHHBIA BaMU JOKJIAJ.

IIpe3enTanusi — COBPEMEHHBIH CHOCOO YCTHOTO WJIM MUCBMEHHOTO IPEICTABICHUS
MH(pOpPMaLIUHU C UCTIONIb30BAHUEM MYJIbTUMEIUIHBIX TEXHOJIOTHI.

Cy1iecTByeTHECKOJIBKOBAPUAHTOBIIPE3EHTALIUH.

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

JEMOHCTPHUPOBATHCS Mepes] ayAUTOpHel 6e3 yuacTHsl T0KIa quKa.
[ToaroToBka mpe3eHTaMK BKIIOYAET B ce0s1 HECKOJIBKO 3TAIOB:
1. [ImannpoBaHue npe3eHTaluu



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

J KaKOBO MpPEAHA3HAUYCHHE W CMBICI MPE3EHTAIUH (JEMOHCTpPAIMS PE3yIbTaTOB
HaY4YHOH paboThl, 3a1IUTa AUIJIOMHOTO MTPOEKTA U T.1.);

o Kakyl0 poib OyAeT BBINOJHATH IPE3CHTaluss B XOJAE  BBICTYIJICHUS
(compoBOXKIEHHE JIOKJIAIa MITH €r0 MIUTIOCTpanus);

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

. Ha Kakoe BpeMs paccuuTaHa mpe3eHTauus (kKopoTkoe - 5-10 MUHYT wuau
IPOJOJDKUTENBHOE - 15-20 MUHYT);

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

IPEenoJIaBaTesu, CTYACHThl WM CMELICHHAs ayJUTOPHUs).
2. CtpyKkTypHupoBaHUEHHPOPMALIUN

o B TIPE3CHTAIlMKM HE JO0JDKHA ObITh MeHee 10 craiiioB, a oOmiee MX KOJIUYECTBO
npeBbImath 20 - 25.

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

o Mpe3eHTANMsI TOJKHA UMETh CIICHApUH U YETKYIO CTPYKTYpY, B KOTOPOH OymyT
OTPaKCHBI BCE MPUIHHHO-CIICCTBCHHBIC CBSI3H,

o paboTa HaJ Mpe3eHTAIMeH HAYMHACTCS IOCJIC THIATEIBHOTO OOIyMBIBAHUS M

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

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

TCKCTOBBIC, KOTOPBIC IMOMOTYT CIYWATCIAM CICAWUTH 3a XOJO0M Ppa3BCPThIBAHUSA APTYMCHTOB H
rpaduyeckre, KOTOpbIE WUIFOCTPUPYIOT TJIABHBIE IYHKTHI BBICTYIUICHUS W CO3/AIOT
HYMOIMOHAIBHBIE 00Pa3bI.

. CEOXKETBl MPE3CHTALMH MOTYT DPAa3bsICHATH WM HIUTOCTPUPOBATh OCHOBHBIC
THIOJIOXKEHUSI IOKJIA/Ia B CAMBIX Pa3HOOOPA3HBIX BapUAHTAX.

OdeHb BaXHO HAWTH MpaBWIbHBIM OajgaHc MeXAY pPEUYbl0 JOKJIAaTuMKa |
CONPOBOXKIAOIIMMHI €€ MYJIbTUMEIHIHBIMU JIEMEHTaMH.

JlsiaToronenecoodpasHo:

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

L CaMbIC BAXKHBIC MACU U MBICIIA OTPAa3vuTb U HA cnal‘/'max " IPOU3HECTH CIIOBAMU,
TOTJ]a KaK BTOPOCTETEHHbIE — IM0O0 cIoBaMH, JTHO0 Ha crlaiiax;

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

o JUTSL pa3bsICHEHUS TOJOKEHHUH JTOKIa/la UCTIOIb30BaTh Pa3HbIE BUABI CIANIOB: C
TEKCTOM, ¢ TabIUIaMu, ¢ TUarpaMMamu;

o mr00as Mpe3eHTaIs JIOJDKHA MMETh COOCTBEHHYIO JPaMaTypruio, B KOTOPOH

€CTb:

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

«pa3BUTHE» - IEMOHCTpAIHsl OCHOBHOI HH(OPMALIUU B JIOTUYECKOH MOCIIEI0BATEIbHOCTH
(uepeoBaHME TEKCTOBBIX U IpaUYecKUX CIIaiI0B);

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

«pa3BsizKka» - HOPMYyITUPOBAHHUE BBIBOJOB MM MPAKTHUECKUX PEKOMEHAAUH (BUICOPS).

3. OopmieHue npe3eHTauu

OdopmiteHne mpe3eHTay BKII0YaeT B ce0sl CIeAYIONIYI0 00s13aTebHY0 HH(POPMAIIHIO:

TUTyIBHBIN JTUCT

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



- Ha 3alIUTe KYypCOBOH WM IUIUIOMHOW pPa0OThHl yKa3bIBaeT (HaMUIIMIO M WHHULIUAIIBI
HAYYHOTO PYKOBOJHTEIS MIIM OpTaHU3aINY;

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

[Inan BBICTYIUICHUS

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

- (PMKCHPYET MOPSIIOK N3JI0KEHHS HHPOPMAINY;

ConepxaHue pe3eHTaluu

- BKJIFOUAeT TEKCTOBYIO U TpaduiecKyro HHPOpMaIHIo;

- WUTIOCTPUPYET OCHOBHBIE ITYHKTHI COOOIICHNUS;

- MOXET MPEJICTABIATh CAMOCTOSATEIILHBIN BapUaHT JOKIA/A;

3aBepileHue

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

- MOKET BKJIFOYATh CIUCOK JIMTEPATYPHI K JTOKIATY;

- COAEPIKUT CJIOBA OJIAroJapHOCTH ayAUTOPHH.

4. luzaiin npe3eHTauuu

TexcroBoeodopmiieHHe

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

o OnTuManbHOE YUCIIO CTPOK Ha ciaiae — 6 -11.

o Kopotkue ¢pasbl 3anmoMuHaOTCs BH3yaslbHO Jiydiie. [IyHKTBI mepedHeidl He
JIOJDKHBI TTPEBBIIATH IBYX CTPOK Ha (pa3y.

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

o Ecin TekcT cOCTOUT M3 HECKOJIbKMX a03aleB, TO HEOOXOIUMO YCTAaHOBHTH
Kpac-HyI0 CTPOKY U MHTEPBAJl MKy a03alamu.

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

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

o He cnenyer 3moynorpeOisTh OONBIIMM KOJWYECTBOM IHPEAJIOTOB, Hapeuui,
IpUIaraTeabHbIX, BBOJHBIX CIIOB.

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

. HeobOxonnMo 0o0patuTe BHUMaHUE Ha TPAMOTHOCTh HamucaHus TekcTta. Omuoku

BO BC€Cb 3KpaH MPOU3BOAAT HCHPUATHOC BIICUATIICHHUC
HIpudroBoeodopmienue

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

o HIpudToBOii KOHTpAcT MOXKHO CO3[aTh IIOCPEICTBOM pa3Mepa ImpugTa, ero
TOJIIIMHBI, HAYepTaHus, (POPMBI, HANIPABIICHUS U [BETA;

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

o Kypcus, mogdepkuBanue, )KUPHBIA MWPHQT UCHONB3YIOTCS OIPaHUYEHHO, TOJIBKO
JUTSl CMBICJIOBOTO BBIJIEICHUS (PParMeHTOB TEKCTa.

o JI71s1 OCHOBHOTO TEKCTa HE PEKOMEH/TYIOTCS TPOITMCHBIE OYKBBHI.

L{BeToBOCOOpMIIEHUE

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

o [Ber mpudTa U 1BeT hoHa JODKHBI KOHTPACTHPOBATh — TEKCT JIOJDKEH XOPOIIIO
YHUTATHCS, HO HE pe3aTh Ii1a3a.

o Jns pona mpeAnoyTUTENHHEE XOJIOHBIE TOHA.

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

CIeLMaJIbHOMN IUTEepaType.



. UepHblii 1IBET HMMEET HETAaTUBHBIA (MpauHbIi) HOATEKCT. benblii Ha YepHOM
YUTAETCS IIJI0XO.

. Ecnu npe3enrtanus 6oblias, TO €CTh CMBICH Pa3AeiIuTh €€ Ha YacTH C IOMOIIIBIO
[[BETa — Pa3HbI{ IIBET COCOOEH CO3AaBaTh PAa3HbIM YMOLMOHAIBHBIN HACTPOH.

o Henb3st BEIOUpaTh (GOH, KOTOPBINA COAEPKUT aKTUBHBIN PUCYHOK.

Komnozunmonnoeopopmienue

o Cnenyer coOmogate enuHblii cTwib odopmieHus. OH MOXET BKIIOYATh

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

o He npuemmnemsl cTHIIN, KOTOPBIE OYAYT OTBIEKATH OT MPE3CHTAIIHH.

o KpyrmHbie 00beKTH B KOMIIO3UIIUH CMOTPSTCS HEBAXKHO.

o Bcnomorarenbnas  wHGopMarus  (yIpaBisiONIMe  KHONKKA) HE  JOJDKHA
npeo0aaaTh HaJl OCHOBHOM (TEKCTOM M WILTIOCTpAIuei ).

o Jlist cepbe3HOl Mpe3eHTai OTOMPAIOTCS 1IA0JIOHBI, BBHITIOJHEHHBIC B JCIIOBOM

CTHIIE.

AHuMannoHHoeohopMIIeHNE

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

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

o He crout 31m0ymnoTpedisth aHUMAMOHHBIMU 3(peKkTaMu, KOTOpbIE OTBICKAIOT OT
COJICpKAaHUS WM YTOMJISIFOT IJIa3a YMTAIOMICTO.

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

3ByKOBOCO(DOpPMIICHHE

o My3bIKQIBHOE COMPOBOXKJICHUE TPU3BAHO OTPA3UTh CYTh WU TOJYCPKHYTH

OCOOCHHOCTH TEMBI Cjaiiia WM BCEH MpEe3eHTAlluu, CO3JaTh ONPEICICHHBIN dMOIMOHAIBHBIN
HACTpOM.

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

° 3BYKOBOE COMPOBOKIACHHUE MCIIOIB3YETCS TOJBKO IO HEOOXOIUMOCTH, MTOCKOIIBKY
naxke (oHOBas THXask My3bIKa CO37[aeT M3JIMITHUMA [ITyM U MEIIAeT BOCIIPUSATHIO COJICPIKAHUS.

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

I'papmueckoeopopmieHue

° Pucynku, dororpaduu, aumarpaMmbl TpHU3BaHbl  JOMNOJHUTH TEKCTOBYIO
uH(pOpMAaIIMIO UK TepeaaTh e€ B 0oyiee HATTSAHOM BU/IE.

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

° KenarenpHo, uYTOOBI U300pakeHHME OBUIO HE CTONBKO (HOHOM, CKOJIBKO
WUTIOCTpAIlMeld, paBHOW MO CMBICTY CaMOMY TEKCTY, YTOOBI MOMOYb IO-HOBOMY IOHSTH U
PacCKpBITH €TO0.

o Crnenyer u3beratb HEKOPPEKTHBIX HIUTFOCTPAIMi, KOTOpBIE HEMPAaBHILHO WIN
JIBYCMBICIICHHO OTPa)Kat0T CMBICT HH(GOPMAIIHIH.
o HeobxonnMo 1mo3ab0TUTBhCS O PaBHOMEPHOM M PAIlMOHATBLHOM HCIIOJb30BAHUU

MPOCTPAHCTBA HA CJaii/ie: ecIu TEKCT NMEPBUYEH, TO TEKCTOBOK (hparMeHT pa3MeInaeTcs B JICBOM
BEPXHEM YTy, a TpadaecKuii pUCYHOK BHHU3Y CIIpaBa U HA00OPOT.

° NnntocTpauiii  peKOMEHJIYeTCsl  CONMPOBOXKJATh  MOSICHUTENbHBIM — TEKCTOM.
[Toamucu K KapTUHKaM JIydille BBITOTHSATH COOKY WIJIM CHHU3Y, €CIU 3TO TOJBKO HE Ha3BaHUE
caMoro ciaia.



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

TaOmuIel U CXEMBI

o He crout BCTaBIATH B MPE3CHTALUIO OOJIBIIME TAONHMIBI — OHU TPYIHBI IS
BocpusThs. Jlydnie3aMeHUThUXTpapuKaMu, TOCTPOCHHBIMUHAOCHOBEITUXTA0IIHII.

o Ecnu Bce ke TabnuIly MoKaszaTk HAJ0, TO CIEAYET OCTaBUTh KaK MOKHO MEHBIIIE
CTPOK U CTOJIOIIOB, 0TOOpaB ¥ pa3MECTUB TOJIBKO CaMbI€ BaKHBIE TaHHBIC.

o [Ip1 MCHONIB30BAHMU CXEM Ha ciaiiax HeoOXOAMMO BBIPOBHSTH PSIbI OJIOKOB
CXEMBI, PAacCTOSIHHE MeXIy OJOKaMH, JT00aBUTh COCAMHUTEILHBIC CXEMbl TPU ITOMOIIA
UHCTPYMEHTOB ABTODUTYD,

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

Aynuo u BuneoodopmiieHne

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

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

o Henw3sa ucnonp3oBaTh JBa (uibMa Ha OJHOM MEpONPHUATHH, HO I10Ka3aTb

(dparmMeHTsI U3 ABYX (PMIIBMOB BIIOJHE BO3MOXHO.

IMoaroroBka Kk 3a4éTy / 3K3ameHy. [ 0OTOBUTHCS K 3a4€Ty / SK3aMEHY HY>KHO 3apaHee U B
HECKOJIBKO 3TanoB. J[JisI3Toro:

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

. berno mnpocmaTpuBaiiTeé KOHCIEKTHl [0 Hayaja CIEAYIOLIEro 3aHATUA. JTO
MO3BOJIUT «OCBEXKHUTH» MPEIbIAYIIYIO JEKIUI0 U TMOATOTOBUTHCA K BOCHPUATHIO HOBOTO
Marepuania.

o Kaxxayro Henento oTBOIUTE BpeMsI sl IOBTOPEHUS TPOHICHHOTO MaTepuraa.

HenocpencTBeHHONPUITOATOTOBKE:

o Yrops10ubTe CBOM KOHCIIEKTHI, 3aIACH, 3aaHHS.

. [IpukuHbTE BpeMs, HEOOXOIMMOE BaM ISl TIOBTOPEHUSI KaXK/0M dactu (0JI0Ka)
MaTepuraia, BRIHOCHMOTO Ha 3a4er.

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

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

CceMHUHapaM, KOHCIEKTHPOBAHUIO), KOTOPbIE MOTPEOYIOT JIUIIb MOBTOPEHUS U HOBBIE, KOTOPHIE
IIPUJIETCS] OCBAaNBATh CaMOCTOATENBbHO. HauHNTe ¢ TEM XOpOIIO BaM U3BECTHBIX U 3aKPENHTE UX C
MOMOIIbI0 KOHCHEKTa M y4eOHUKA. 3aTeM IOMOJHUTE CBOM TEOPETHUECKUH OaraXx HOBBIMHU
3HaHUSMH, 0053aTEIbHO BOCIIOIb30BABIINCH PEKOMEH/I0BAaHHOM JTUTEpaTypoil.

o [IpaBWJIBHO HCIIONIB3YHTE KOHCYJbTAllMM, KOTOpBIE MPOBOJIUT IPENOJIaBaATENb.
[Tpuxoaure Ha HUX C 3apaHee MPOpabOTaHHBIMU CaMOCTOSITENIbHO Bompocamu. Bbl moxkere
MOJIYYUTh Pa3bsICHEHHUE 10 NTOBOJY CIIOKHBIX, HE 10 KOHIIA MOHATHIX TEM, HO HE paCCUUTHIBAITE
BO BpeMs KOHCYJIbTAllMU Ha UCUYEPIIBIBAIONIYI0 HH(OPMALIUY MO COAECPKAHUIO BCETO Kypca.



