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JIucr aktyanusanuu padoueil 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 ﬁaSapOBa

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

[Iporokonm oT 20 . 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. Hazaposa

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 ﬁasapOBa




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 IUCHMIIMHBI (MO/YJIs1) B CTPYKTYpe 00pa3oBaTe/ibHOI MPorpaMmMsbl

Jucuumnuza  JOKyMEHTHUpOBaHHME  YIPABICHYECKONW  JAESITEIbHOCTH  BXOOUT B
00s13aTeNIbHYIO0 YaCTh yU4eOHOTO T1aHa 00pa30BaTEIbHOM 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

CornuanbHOE TapTHEPCTBO

JInmuyHOCTHO-TIpO(heCcCHOHANTBHOE CAaMOPa3BUTHE

JlenoBasi KOMMYHHKaIUSl HA PyCCKOM SI3bIKE

Kynbsryponorus

dusznyeckas KyJabTypa U CIIOpT

DKOHOMHKA

DKOHOMUKA rOCYJapCTBEHHOTO U MyHHUIUIIATILHOTO CEKTOpa

Marematuka

HNudopmartuka

CraTucTuueckre METO/Ibl B TOCYIapCTBEHHOM 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

Crnennduka myOIMYHBIX BBICTYTIICHUN

3HaHus (YMEHUS, BIAJEHUs), TOJYYCHHbIE NPU U3YYEHUU NAHHOW TUCIUIUIMHBEI 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 Tpanchopmariysi 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 TPy1a

VYnpaBiieHue 4yel0Be4eCKUMU pecypcamu

IIpon3BocTBEHHAs — IPEIUIUIOMHAs TPAaKTUKA



IToaroroska
IToaroroBka

K cAade U claya rocyJapCTBEHHOI0 DK3aMeHa
K MPOLIEAYPE 3aIUTHI U 3aIIUTa BBIITYCKHON KBaTU(PHUKAIIMOHHOHN pabOoThI

HpOI/I3BO,I[CTBCHHa${ - IIpaKTUKa 110 IMOJIYy4YCHHIO HpO(i)eCCI/IOHaJ'IBHBIX YMCHI/Iﬁ K1 OIIbITa

npoecCHOHATBLHOM

3 Komneren

JACATCIBHOCTHU

U odyuarwuerocs, GopMmupyembie B pe3yJibTaTe 0CBOCHUS

AMCHUIIMHBI (MOYJISI) M IIJIAHUPYEMbIE Pe3yJbTAThI 00y4eHu st

B pesynbTar

€ OCBOCHMS TUCHUIUIUHBI (MOIyJis) «/lOKyMEHTHpOBaHUE YNIpaBICHYECKON

JACATCIIBHOCTH 06yqa101111/11?lc;1 JOJIKCH 06JIaIIaTB CJICAYIOIUMHU KOMIICTCHIIUAMMU:

Kon unaukatopa

I/IH,[[I/IKaTOp JOCTHIXXCHHA KOMIICTCHIIMN

OIIK-7 Cnoco0eH OCyIIECTBISATh BHYTPUOPraHU3AaLMOHHBIE M MEXBEIOMCTBEHHbBIE
KOMMYHUKAIlUM, OOeCIeYnBaTh B3aMMOJCHCTBHE OPraHOB BJIACTH C  TpakKAaHaMHU,
KOMMEPYECKUMHU OpraHu3alMsIM{, WHCTHUTYTaMH TPaKIAHCKOTO OOIIEeCTBa, CpEICTBAMH
MaccoBoi nHdopManum.

OIIK-7.1 Pemaer npodeccronanbHble 3a1a4u B 00J1aCTH BHYTPUOPTaHU3AIMOHHBIX U
MEXXBEJIOMCTBEHHBIX KOMMYHHUKAIIUH, CBSI3€M C OOIECTBEHHOCTHIO W
B3aMMOJICHCTBUS C HACEICHUEM

OIIK-7.2 OcymectBiser aHanu3 3(PGEKTUBHOCTH CPEACTB KOMMYHHUKALIUU MEXIY

OpraHaMH BJIACTH, UCIIOIB3YET Pe3yIbTaThl aHAIN3A U OIEHKN UH(POPMAITUN
C LENbI0 OMpEJeNIeHUs] peakluy OOIIEeCTBEHHOCTH HA TOCYJapCTBEHHBIE U
MVYHUIMITATBHBIC MHAIIHATHBEL




4. CTpPyKTYpa, 00bEM U coiepKaHue TUCIHUIINHBI (MOIYJIs)
OO0mmast TpyI0eMKOCTh TUCIHHILTUHBI cocTaBiseT 3 3aueTHbIX eauHui 108 akan. gacos, B ToMm
qHCIe:
— KOHTaKTHas pabora — 73,9 akaj. 4acoB:
— ayauTOpHas — 72 aKaJ. 4acos;
— BHeayautopHas — 1,9 akan. 4acos;
— camocTosTenpHas padora — 34,1 akaz. 4acos;
— B (hopMe nmpakTuyeckoit moaroroBku — 0 akaj. gac;

dDopMa arrecraluu - 3a4cT

AynutopHas 5 o
KOHTaKTHasI =
5 E z dopMa TeKyIIero
Paznen/ Tema ? o = 2 Brn KOHTPOIA Kon
B aKaJ. gacax = .
S ( a ) & O| caMOCTOATENLHOM | ycrieBaeMoCTH U
JUCLIATUINHBI 3 E s .. | KoMIeTeHInu
@) 5 g & paboThI TIPOMEKYTOUHON
nal. |mpakT. | & &
Tex. - EaH 5 g aTTeCTalMU
1. Teoperuueckue OCHOBBI
JIeTIONPOU3BOJICTBA OPraHH3AIIHH.
1.1 HWudopmarus, ee KpPUTCPHUH.
JlokyMeHT. PexkBH3UT [IOKyMEHTa.
Oynkiyu nokymenta. KOpunudeckas
cHJIa TOKyMeHTa. J{enonpon3BoacTBo,
JIOKYMEHTUPOBAHUE.
Y P CamocrosTenpHOe
JlokyMeHTanoHHOe obecrieueHne
n3ydyeHue
yIpaBJIeHHUS. JoKyMEHTOO00POT. yaeBHOM 1
Knaccupukanus JOKYMEHTOB. .
Hay9IHOU Kowmmeroreproe | OIIK-7.1,
Cranpmapruzaimss u  yHudukamusa| 3 | 6 6 5
HOKYMEHTOB Vunduunposannas JUTEpaTyphl TECTUPOBAHHE OIIK-7.2
Y ’ p PaboTa ¢
cucrema  gokymeHtammu  (YCI). SCKTPOHHBIMI
CucreMbl JOKyMeHTauuu. [IpuHIUIBL
HOKY H PHHIL O6ubmmorekaMun
JIeTIOTIPON3BOICTBA.
HopmaTtusHO-MeTOANYECKAS 6aza
JOKyMEHTHUPOBaHHS yIPaBIEHIECKOM
JIESTEIbHOCTH u OpraHu3aluu
paboTHI ¢ JOKYMEHTaMHU.
HWroro no pazgeny 6 6 5
2. OOmme mpaBuna  OGOPMIICHHS
YIpaBJICHYECKUX JOKYMEHTOB.




21 ToCT P 6.30-2003
"YHuduiupoBaHHbIe CHCTEMBI CamocTosiTensHOe
JOKyMEHTAllMU.  YHU(DUIMPOBaHHAS H3yueHue
cucrema y4eOHO u
OpraHU3allMOHHO-PACTIOPAIUTEHHON 3 Hay4YHOU Komnsroreproe OIlK-7.1,
JIOKYMEHTAIHH. TpeboBanus K JUTEPATYPHI TECTHPOBaHHE OIIK-7.2
0(OPMIICHHUIO JOKYMEHTOB". Pa6ora ¢
Cocras PEKBH3UTOB, ux JIEKTPOHHBIMU
MECTOPACIIOJIOKEHHE Ha JIOKYMEHTE. Oubimorexkamu
dopmyisip-oOpaser] TOKyMeHTa.
Uroro mo pazneny
3. OCOOCHHOCTH ~ COCTaBIEHHA U
OQOpPMJICHHSI  OCHOBHBIX  JJOKYMEHTOB
yIPaBICHHS.
3.1 OcHOBHBIE T'pYHIIbI JOKYMEHTOB.
HopmaTuBHBIE JOKYMEHTBI
rOCyZIapCTBEHHBIX OpraHoB.
OpraHu3aloHHbIE JOKYMEHTBI
TPEANPHUSITHSL. JIOIKHOCTHBIE
HMHCTPYKIHH. PacnopsiintensHbie
JIOKYMEHTBI TPEINPHUATHs. [IpHKa3bl
o OCHOBHOM IEeATEIIHbHOCTH.
CamocrosTensHoe
Pacnopsbkenns, peIIeHHS.
n3ydyeHune
HudopmannoHHO-CIpaBOYHEIE yaeBHOf 1
oKkyMeHTbI. [TpoTOoKoIBI, TONHAS | .
JIOKY P ’ HAY4YHO# Kommneroreproe | OIIK-7.1,
Kpatkas ¢opma ux odopmicHHS.| 3
JUTEpaTyphl TECTUPOBaHHE OIIK-7.2
AKTBL. CrnyxeOHble u
Pabota ¢
00BsCHUTENbHBIE 3amiCcKH. CIpaBKH.
JNIEKTPOHHBIMU
CayxebHble noBepeHHoCcTH. [Tucbma,
Oubimorexkamu

UX  KIaccupHKanusi, — 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.

Hroro no pazneny

4. TIpaBuna ohopMIIeHHsT JOKYMEHTOB IO

JUYHOMY COCTaBY.




4.1 IMousTHE u CTpYKTypa

MEPCOHAIBHBIX JTAHHBIX.
[MpuHaAIEKHOCTH MIePCOHANBHBIX
JITAaHHBIX: COOCTBEHHUK, JIepXaTeib U
MI0JTE30BaTENb MIePCOHATBHBIX
JIAHHBIX CrpykTypa  KaJpoBOH CavoctosTensioe
) . H3yueHue
MH()OPMAIIOHHO-T0KYMEHTAIIIOHHON .
cucrembl. OdopmiieHHe TOKYMEHTOB yuebHoi
) P Y HAy4YHOI Kommneroreproe | OIIK-7.1,
IIpU IpHEMe, YBOJIBHEHHHU U NIEPEBOIC
JUTEpaTypHl TECTUPOBaHHE OIIK-7.2
pabOTHMKA Ha JpPYryl JOJKHOCTD. PaGora ¢
Ankera.  TpymoBele  KOHTPaKTHIL
3JIEKTPOHHBIMU
[lpukasbl 1O JUYHOMY COCTaBy.
OoubmoTekamMu
OCHOBHBIE PEKBH3HUTHI TOKYMEHTOB H
npaBuna ux odopmienus. Kparkue
CBEJCHUS O MpaBWiIax OGOPMICHHUS
TPYAOBBIX KHUDKEK, JTUYHBIX
KapTOYeK, JINYHBIX JIeJl paOOTHHKOB.
Wroro no pazneny
5. Opranuzanust JOKyMeHT000O0poTA.
5.1 TloHsaTuss AOKYMEHTOOOOPOT U
OpTaHU3AINST JOKyMEHT0000pOTA.
HopmaruBHO-MeToAnYECKas
periaMeHTaIms JIOKYMEHTO000poTa. CamocrosTenpHOe
OCHOBHBIC TpaBWIa OpraHU3alUuN U3yueHHe
JOKyMEHTO00OPOTa Ha MPEANpPUSITHH. yueOHOIt n
KauectBennsie XapaKTEPUCTUKU HaY4HOM Kommsroreproe | OIIK-7.1,
JIokyMeHToobopota. Knaccudukanus TUTEPaATyPHI TECTUPOBAHHE OIlK-7.2
JIOKYMEHTOIIOTOKOB: Pa6ora ¢
TOPU3OHTAJIBHEIE, BEPTHKAJbHBIE, JNIEKTPOHHBIMU
BOCXO/ISIIIHE, HHUCXO/ISIINE, OMOIMOTEKAMH
BXOJISIIIHE, WCXOJISIIIHE u
BHYTpPCHHHE. IMoacuer o0bemMa
JIOKyMEHT0000pOoTA.

Wroro no pazneny

6. OcHOBHBIE IIpaBWJIa OPTraHHU3AIMU

paboThI C TOKYMEHTaMH.




6.1 O6paboTka MOCTYTIAFOIIIUX
nokymenrtoB. Ilepuunas 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.

7,1

CamocrosTensHOe
n3ydeHune
y4eOHO u
Hay4HOU
JUTEPATypPHI
Pabota c
NIEKTPOHHBIMU
Ooubimorexkamu

Komnsroreproe
TECTUPOBaHHE

OIIK-7.1,
OIIK-7.2

Hroro no pazneny

7,1

Uroro 3a cemectp

36

36

34,1

3a4éT

HToro no gucLuIInHE

36

36

34,1

3a4€eT




5 O06pa3oBaTejibHbIE TEXHOJIOTHH

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

@®opmbl yueOHBIX 3aHATHH C UCTIOIB30BAHUEM TPAAULIIMOHHBIX TEXHOJIOTHIA:

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

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

2. TexHonoruu mpoOIEMHOr0 00ydeHHUs] — OpraHu3aus 00pa3oBaTENLHOTO IpoIlecca,
KOTOpasi MperoiaraeT MOCTaHOBKY MPOOJIEMHBIX BOIPOCOB, CO3JIaHUE YUEOHBIX MPOOIEMHBIX
CUTyalUi JUIsl CTUMYJIMPOBAHUS aKTUBHOW MI03HABATEIbHON AEATEIbHOCTHU CTYIEHTOB.

®opmbl y4eOHBIX 3aHATHI C UCIIOJIb30BAHUEM TEXHOJIOTUH MPOOIEMHOT0 O0YUCHHUS:

[IpakTuyeckoe 3aHsTHE B (OpME NpPAKTUKyMa — OpraHu3anus y4eOHOW paboTHl,
HalpaBlIeHHAs Ha peUIeHHEe KOMILUIEKCHOW y4eOHO-TI03HaBaTeIbHOW 3aladyu, TpeOyromei oT
CTyJl€HTa IPUMEHEHUS KaK HAyYHO-TEOPETUUECKUX 3HAHUM, TaK U IPAKTUYECKUX HABBIKOB.

3. TexHonoruu MpOEKTHOTO OOy4YEeHMsI — OpraHu3alus 00pa30BaTEIBLHOrO IMpollecca B
COOTBETCTBUHU C QJITOPUTMOM IIO3TAIHOTO PELIEHUS MPOOJEMHOW 3aJaydl WM BbIIOJHEHUS
yueOHoro 3ananus. [IpoekT npeanonaraer COBMECTHYIO yueOHO-TIO3HABATENbHYIO 1€ATEIbHOCTh
IpyIIbl CTYIEHTOB, HAIIPABJIEHHYIO HA BbIPAaOOTKY KOHLEMIMH, YCTAHOBJIEHHUE LI€JeH U 3a1ad,
(bOpMyIUPOBKY OXHAAEMBIX PE3yJIbTAaTOB, OMpPEICICHHUE MPUHIMIIOB U METOJIUK PEIICHUS
IIOCTABJIEHHBIX 3ajay, I[UIAHUPOBAaHHWE XoAa pabOThl, MOUCK JOCTYHNHBIX M ONTHUMAJIBHBIX
pEeCypcoB, MO3TANHYIO pealu3aluio IIaHa paboThl, MPE3CHTALUI0 PEe3yJbTaTOB pabOThI, HX
OCMBICJICHHE B Pe(IICKCHIO.

OCHOBHBIE TUIIBI IPOEKTOB:

TBopueckuil mpoekT, Kak MpaBUJIO, HE MMEET AETalIbHO NPOPaOOTaHHOM CTPYKTYpHI;
y4eOHO-TT03HABATENbHASL JEATEIIbHOCTh CTYACHTOB OCYILIECTBISETCS B paMKax PpPaMOYHOTO
3a/laHus, IOJUMHSISICH JIOTUKE U NHTEPECaM yYaCTHUKOB IIPOEKTA, )KaHPY KOHEYHOTO pE3yJIbTaTa
(razera, puIbM, Ipa3AHUK, U3AHUE, IKCKYPCUS U T.I1.).

4. VIHTepakTUBHbIE TEXHOJOTHMHM — OpraHU3alis 00pa3oBaTeIbHOIO Mpolecca, KoTopas
IpeJinoiaracT akTUBHOE U HEJTMHEHHOE B3aUMO/IEHCTBUE BCEX YYACTHUKOB, TOCTH)KEHNE HA ATON
OCHOBE JIMYHOCTHO 3HAYMMOro JJIsi HHUX oOpa3oBaresbHOro pesynbraTa. Hapsny co
CHEIUAIM3UPOBAHHBIMU  TEXHOJOTHSMHU  TaKOro  pojJa MNPUHIUN  HUHTEPAKTUBHOCTHU
IPOCIIEKUBAETCS B OOJIBIINHCTBE COBPEMEHHBIX 00pPa30BaTENIbHBIX TEXHOJIOTHIA.

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

CeMuHap-IuCKycCHsl — KOJUIEKTMBHOE OOCYXJEHHE KaKoro-nudo CHOpPHOTO BOMpOca,
npoOjeMbl, BBIABICHHME MHEHUH B Trpynmne (MeXrpynmoBOMl AMajnor, JHUCKyCCHs Kak
CIIOp-IHaJsor).

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

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

Jlexuus-Buzyanusanuss — HW3JI0KEHUE COJIEpP)KaHUs COMPOBOXKIACTCS IMpe3eHTaluei
(TeMoHCTpalyel y4eOHbIX MaTepHalIoB, MPEICTABICHHBIX B PAa3IMYHBIX 3HAKOBBIX CUCTEMAX, B
T.4. WUTIOCTPATUBHBIX, rpaUuecKux, ayIno- ¥ BUAEOMaTEPHUaoB).

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



MPOrPaMMHBIX CPE/ICTB.

6 YueOHO-MeTOAUYECKOE 00eciedeHUe CAMOCTOSITeJIbHON PadoThl 00ydyarmmuxcst
[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 U NPOU3BOACTBEHHOMN
JeATeIbHOCTH: yueOHO-MeToauueckoe mocooue / H. A. Cyxouesa, A. C. Boauénkoa. — Open :
Openl’AY, 2023. — 77 ¢. — Tekcrt: aiekTponHbIii // JIaHb : 3JIeKTPOHHO-OMOINOTEYHAS CHCTEMA.
— URL.: https://e.lanbook.com/book/362465 (nara oopamenus: 08.04.2025). — Pexxum gocTyma:
JIJIST aBTOPH3. TTOJIL30BATEIICH.

0) JlonmosiHuTeIbHAS JIUTEPATYpA:

1. IMaBnoBa, P. C. JlokyMeHTaIMOHHOE oOecrieueHre paboThl KaapoBoit ciysxosl / P. C.
[TaBnoBa. — 2-e¢ wusn., crep. — Cankr-lIlerepOypr: Jlamp, 2023. — 468 c¢. — ISBN
978-5-507-46442-5. — Tekct: anexkrponnsbiii // JlaHb: 31eKTpOHHO-OMOIMOTEYHAsS CHUCTEMA. —
URL.: https://e.lanbook.com/book/310172 (mara oGpamienus: 08.04.2025). — Pexxum moctyma:
JUTS aBTOPU3. TTOJIb30BATEIICH.

2. ITaBnoBa, P. C. [lokymenraimontoe obecrnieucnue ynpasienus / P. C. [1aBiosa. — 2-¢
u3M., crep. — Cankr-IlerepOypr: Jlans, 2023. — 608 c. — ISBN 978-5-507-46443-2. — Tekcr:
3JICKTPOHHBIN Il Jlans: AIEKTPOHHO-OMOINOTEUHAS cucTema. — URL:
https://e.lanbook.com/book/310175 (mara obpamenus: 08.04.2025). — Pexum mocryma: s
aBTOpU3. MoJb30BaTesel. [lo0aBuTh muTepaTypy

3. ITopdupses, J. H. lokymMeHTaIIMOHHOE 00ECIIeYeHNE YIIpaBIeHus | yueOHoe mocobue /
A. H. Iopoupses. — Ilenza: IMI'AY, 2022. — 122 ¢. — Tekct: snektpoHHbiit // Jlanp :
3JIEKTPOHHO-OnOMmoreunas cucrema. — URL: https://e.lanbook.com/book/270956 (nara
ARnarratmras NR NA INIR) __ Pasruns mAcTyma: ma apmanme mATL2nDaTA AR

B) MeToanyeckue yKa3zaHus:

[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 Off_lce 2007 Ne 135 o1 17.09.2007 0eccpouHo
Professional

FAR Manager ¢B0001HO pacnpocTpansgemoe 110 0eCcCpoOYHO

IIpogdeccnonasibHbie 0a3bl JAHHBIX H HH)OPMALMOHHBbIE CIIPABOYHBIE CHCTEMBbI

HasBanue kypca Cchlika
OnekTpoHHas 0a3za MepHoIUYecKUX u3maHuidi East View
Information Services, 00O «MBHUC»

https://dlib.eastview.com/

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

HannonaneHas nH(OPMaLMOHHO-aHATUTHYECKast

cucreMa — POCCHICKHUI HHIEKC HAYYHOTO [IUTUPOBAHUS
(PMHII)

URL:
https://elibrary.ru/project_risc.asp




derepalibHOE TOCYIAPCTBEHHOE OFOKETHOE YUPEKICHUC
«DenepanbHbIit HUHCTHUTYT npomsiiennoi| URL: http://www1.fips.ru/
COOCTBEHHOCTI

9 Marepua/ibHO-TeXHUYECKOe ofecredyeHne TUCIHUTIUHBI (MOLYJIsI)

MatepuaabHO-TEXHHUECKOE 00eCrieYeHNe TUCIIUTUTHHBI BKITFOYACT:

1. Y4eOHble ayTUTOPUU TSl TPOBEICHUS 3aHITHIA JIGKIIMOHHOTO THIIA: MYJIbTUMEINITHBIE
CpEeICTBa XpaHEHUs, IIepeiayll U MpeAcTaBIeHUs HH(OPMAaLIUU.

2. YdeOHBIC ayIUTOPUU JJIsl TPOBEACHUS NPAKTHUYECKUX 3aHATHH, TPYNIOBBIX U
UHAUBUAYAIbHBIX KOHCYJbTAIMM, TEKYIIEro KOHTPOJS M MPOMEXKYTOUHOM aTTECTAlUU:
MYJIbTUMEANIHBIE CPEJCTBA XPAHCHHS, TIepeladrl U MPeACTaBICHHS HH()OpPMAINH, KOMILIEKC
TECTOBBIX 33aJJaHU JUIS IPOBEACHUS IPOMEKYTOUHBIX U PyOEKHBIX KOHTPOJICH.

3. Tlomemenust a8 CcaMOCTOSTENbHON pabOTBl OOydalOMIMXCs: MEPCOHATIBHBIE
komibioTephl ¢ makerom MS Office, Beixomom B MHTEpHET M C JOCTYNIOM B 3JEKTPOHHYFO
nH(OPMAIIMOHHO-00Pa30BaATEIBHYIO CPEly YHUBEPCUTETA

4. TlomewmeHus a7 XpaHEHUS U NPOPUIAKTUYECKOTO OOCTY>KMBaHUSA Y4eOHOTO
obopynoBaHus: MKapbel IS XpaHEHUs y4eOHO-METOIUYECKOW JIOKYMEHTAIMH, Y4eOHOTO
000DVIOBAHMS M VIEOHO-HATJISITHBIX TTIOCOOWH.



ITPHJIOKEHUE 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 aCHeKTaM OOO3HAYEHHBIX 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 HH(POPMALIMOHHO-aHAIUTHIECKOM PabOThI CTYICHTOB.

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

1) 3HaKOMCTBO C COOTBETCTBYIOIIMMH TJIaBaMHU y4eOHUKA; ONTUMAaJIbHBIM ObLT OBI
Ba-pHaHT pabOTHl HE C OJHUM YYEOHMKOM, TaK KaK Pa3HbBIMH aBTOpaMH HM30paH pa3IUYHBINA
MOAXOJ K TPEAMETy, M IMOJIE3HO IOHATH OCOOCHHOCTH TMOAXOAOB, CPAaBHUTh HX, UYTOOBI
BbIpa0OTaTh CBOIO MO3UIIMIO;

2) YTeHHUE KOHCIIEKTA JICKIIUH;

3) YTEHHWE M OCMBICIIEHHE OIHOTO-IBYyX HCTOYHHWKOB W3 MPUBEICHHOTO CITUCKA
JUTEPa-TypHl.

BbI00Op /OTONHUTENBHBIX MEPBOMCTOYHUKOB, KOTOPBIE MOTYT OKa3aTh MOMOINb TPU
NOJ-TOTOBKE K BBICTYNJICHHIO M MO3BOJAT OPraHU30BaTh Ha CEMUHApe TUCKYCCHUIO, CTYIEHT
OCYIIECTBIISIET TTI0 CBOEMY YCMOTPEHHIO, B COOTBETCTBUU CO CBOMMH HHTEPECAMH, OPUEHTUPYSICh
Ha BOIIPOCHI CEMUHAPCKOTO 3aHSTHS.

BricTymieHre Ha ceMUHape TOIHKHO OBITH JIOCTaTOYHO apryMEHTHPOBAHHBIM, 3aHHUMATh
0 BpeMeHU He Oosiee TpexX MUHYT. B Xozae BBICTYIJICHHS JKENaTeIbHO COMOCTaBUTH TOYKHU
3peHHsl pa3InYHBIX aBTOPOB Ha HM3JaraeMyro mpoonemy. [IpeanodrurensHo, 9TOOBI IO OJHOMY
BOIPOCY BBICTYIIHJIO HECKOJIBKO CTY/I€HTOB, BBICKa3bIBasi CBOM MHEHUS, JIOTIOJIHSAS APYT Apyra. B
ujeanse CEMHHAPCKOE 3aHSATHE JIOJDKHO MPOXOAHUTH B (OpMe TUCKycCHH. Pe3ymbraTsl paboTHI
CTYJACHTOB Ha CEMUHApCKUX 3aHATHUAX O0S3aTeNbHO YYMUTHIBAIOTCS MpEnojaBaTeieM Ipu
BBICTaBJIEHUU 0aJlIOB.

IIpuMepHBbIe ayIUTOPHBIE NIPAKTHYECKHE PA0OTHI:

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

[IpoBomutcst B dopme  cemMuHapa Mo OOOOIIEHHUIO W YIIyOJIEHHIO — 3HAHUH
MOHSITUHHO-KAaTEerOpHUaIbHOTro anmnapara JUCHMILIMHBI C 2JIEMEHTaMH TUCKYCCHH.

Omnpoc no matepuanam jgekuuu 1.

DOBoronUs JTIOKyMEHTa Kak HocutTens uHpopManuu. Bo3HHKHOBEHME U pa3BUTHE
OTEUECTBEHHOI'O Jenonpou3BoacTBa: JlemompousBoactBo B cpennue Beka (XI-XV BB.).
[Tpukaznoe nemnonpon3BoacTBo (XVI-XVII BB.). Komnexckoe memonpousBoactso (XVIII B.).
Munuctepckoe aenomnpou3BoactBo B Poccum (XIX - wawanmo XX BB.). ['ocymapctBeHHOE
JIETIONIPOU3BOJICTBO B COBETCKOE BpeMs. COBpEMEHHOE JENONPON3BOJACTBO B PO.



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

3aKkoHOIaTENIbHOE peryJMpoBaHue Jaenonpon3BojcTBa B PD. denepanbhbiii 3akoH «O0
uH(popMaIu, HHPOPMAIIMOHHBIX TEXHOJIOTHUSX U O 3anuTe nHpopmammm». DeaepanbHbId 3aKOH
«O xommMmepueckoit TaiHe». DenmepanbHblii 3akoH «O0 apxuBHOM Jene B Poccuiickoi
®Oenepanun». PeaepanbHblii 3aK0oH «O NEPCOHATBHBIX JaHHBIX». [locTaHOBIIEHNE TPaBUTENIBCTBA
P® «IIpaBuiia moAroTOBKM MPABOBBIX aKTOB (eiepalbHbIX OPraHOB UCTIOJHUTENLHOM BIACTH U
UX FOCYapCTBEHHOU PETUCTPALIUNY.

HopMaTtuBHO-MeTOAMYECKOE pPETYIUPOBAaHUE JEIONPOU3BOJCTBA. ['ocynapcTBeHHas
CUCTeMa JOKYMEHTAI[MOHHOTO oOecriedeHusl ynpapieHus. OOmme monoxeHus. OOmme
TpeOOBaHUs K JOKyMEHTaM M ciiy>k0am nokymenTtanuonHoro obecrieuenus (I'CAOY). TOCT P
6.30-2003: YHu(UUIUPOBaHHBIE CHCTEMBl JIOKyMEHTAlMW. YHHU(PHUIHUPOBAHHAs CHCTEMaA
Opra"nu3anoHHo-pacnopaauTebHoil qokyMeHTanuu. ['OCT P 51141-98 [enonpoun3BoacTBO U
apxuBHOe Jeno. TepmuHbl U onpeaeneHuss TumoBas MHCTPYKLMS MO JAEIONPOU3BOACTBY B
denepanbHbBIX OpraHax MCIOJIHUTEIBHOW BiacTH. [lepedyeHb THUMOBBIX YIPaBICHUYECKUX
JIOKYMEHTOB, 00pa3yIoIUXCsl B I€ATEIbHOCTH OPraHU3alnii, C yKa3aHUEM CPOKOB XPaHEHHUSI.

AIIP Ne3 «TpeGoBaHus Kk 0J1aHKaM JOKYMEHTOB YIIPaBJICHUSI».

[IpoBogutcst B Qopme cemuHapa mo OOOOIIEHUIO U  YIUIYOJNEHUIO 3HAHUU C
aneMeHTaMu nuckyccur. [lonsitue m Buabl OnankoB. O0mwmit Onank. brank nucema. biiank
KOHKPETHOT'O BUa JOKyMeHTa. braHku ans paboThl ¢ HHOCTPaHHBIMU KOMIaHUsIMU. ['epOoBbIit
Osank. PexBusuthl O6sanka. [IpononpHOE pacnosnoxenne peKBU3UTOB OjlaHKa. YTII0Boe (hj1aroBoe
U [ICHTPOBaHHOE PACIIOJIOKEHHUE PEKBU3UTOB OJIaHKA.

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

AIIP Ne4 «O0mme npasuiia 0popMJIeHUs YIIPABJIECHYECKHX JOKYMEHTOB.

[IpoBonuTcs B popme cemuHapa o oOOOIIEHUIO U YIITyOJIEHUIO 3HaHUN C AJIEMEHTaMU
muckyccu. Ompoc mo marepuanam Jiekuuu 2. [IpakTuueckoe 3HAKOMCTBO C O(GOpPMIICHHEM
PEKBU3HUTOB JOKYMCHTOB YITPABJICHUA, Brmmonmaenne KOHTPOJIbHBIX SaI[aHPIfI

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 HadyaTh C W3YYEHUS OCHOBHBIX TOHSATHH
naHHoW  muctumuuHbel.  [lpy  3ToM  crenyer pa3oOpaThCsi € CYHIHOCTBIO — KaTeropuu
«/loxkymentupoBanue». bonee mopobHO cieyeT paccMOTPETh CTPYKTYPY, COAEpIKaHUE, LENU U
3aJaud JMCUUIUIMHBI, UCTOPHUIO DPa3BUTHS JOKyMeHTooOopora. Jlamee HeEoOXOaUMO H3yUUTh
COCTaB HOPMATHBHO-METOUYECKOM 0a3bl JOKYMEHTUPOBAHMS YIIPABICHUECKON JIETETLHOCTH B



COBPEMEHHBIX YCIOBUSX X03UCTBOBaHUS. OTAEIBHO CIEIyET paCCMOTPETh

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

KitoueBble croBa:TOKYMEHT, JIOKYMEHTHpOBaHHWE WH(OpPMALUU, JAOKYMEHTHPOBAHHE
YIOPaBICHUYECKON  NIEATEIbHOCTH, KIMHONMUCH, IOJMUTHKA  YNPABICHUS  JIOKYMEHTAMH,
CTaHJAPTHU3AIMsL, CTPATETUs YIPABICHUS JOKYMEHTaMH, YHU(DUKALUS.

3aianue A cCaMOCTOSITENIbHOM paboThI:

1. 3yunTth KaTeropuaibHbIi anmapar.

2. JlopaboTaTh MaTepHAaIIbI JICKITUH.

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

JesITeNbHOCTHY, JIeKIUs Nel). BbITh TOTOBBIM K OOCYXKIEHHIO ATOTO BOMPOCA B XOJ€
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 HW3y4YUTh COCTaB PEKBU3HUTOB. Jlaee HEOOXOOUMO pa3o0paThCs C MPUMEHEHHUEM 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 PETUCTPALMOHHBIA HOMEpP U JIaTy JOKYMEHTa, YJOCTOBEpEHHE 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 BOpoC: 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  «OcoOeHHOCTHM coOcTaBjeHUs] MW O(OPMIIEHHS OCHOBHBIX JIOKYMEHTOB
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, y4e€OHBIM, Pa3TOBOPHBIM CTHIISIMHU SI3bIKA.

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

MApOHUMOB, IUIEOHA3MOB, HCIHOJB30BaHHWE peueBbIX Kimmre. [lociae 3toro cremyer
paccmoTpeTh opdorpaduueckue 0COOEHHOCTH JOKYMEHTOB: NPUMEHEHHE MPOMUCHBIX OYKB B
reorpauecKuX Ha3BaHUSIX, HANMEHOBAHUSIX OpTaHU3aINH.

Kpome Ttoro, HeoO6xomumo oOpaTHTh BHUMaHHE Ha opdorpapuueckue OCOOCHHOCTH
JOKYMEHTOB: NPHMEHEHHE TPOMUCHBIX OYKB B TeorpauuecKiuX Ha3BaHUAX, HANMEHOBAHUSX
opranu3zanuii. Tak ke cienyer BBIICHUTH HanOoJiee pacpOCTpaHEHHbIE B JJOKYMEHTaX OLIMOKU
CHHTaKCHCAa W MYHKTYallUH: TOPSAIOK CJIOB, COTJIACOBAHHE MOJJICKAINETO M CKa3yeMmoro,
IPUYACTHBIE U JIECTIPUYACTHBIE 000POTHI, CIOBOOOPA30BAHMS.



KmroueBsie  crmoBa:  ab0OpeBuarypa, JakoHU3M  (HOPMYJIHMPOBOK,  HEHTpasbHAs
OKCIPECCHBHAs OKpacKa 53bIKa, HEOJOTH3M, OQHUIMAILHO-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. [loBTopuTh Bompoc: 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 NAHHON TEMBI CTYJEHTaM HEOOXOAMMO pPa300paThCs C MPUHIUIIAMHU
pa3paboTKu Iporpamm yrpasiieHus AokymMeHTamu. Ocoboe BHUMaHME CJEIyeT YAEIUTb
pPacCMOTPEHUIO IPOLEAYPbl NPOEKTUPOBAHUS U BHEAPEHUS JOKYMEHTHBIX CHCTEM. Takxke
CJIeZlyeT OCTaHOBUTHCSA Ha OCOOCHHOCTSAX MOHMTOPUHIA U ayAUTa JOKYMEHTHBIX CHCTEM.

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 YIpaBi€HUsS JOKYMEHTaMH, KOHBEpTalMs, METOJO0JIOrus
BHE/IPEHMsI, MMUIpaAlsl JOKYMEHTOB, MOHHUTOPHHI, HAJIEKHOCTb JIOKYMEHTHOH CHCTEMBI,
IIPOEKTUPOBAHUE IOKYMEHTHON CHCTEMBI, paCIPEEIIEHHOE yIpaBIeHHE, peryIupyouas cpea,
CTpaTerusi yupaBJieHUs JOKyMEHTaMH.

3asiaHue AJ1s CaMOCTOSITENIbHOM 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 AMCUUIUIMHA «J[OKyMEHTHpOBaHME YIIPaBICHUYECKON
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 Hauasne ciemyer paccMOTpPETh TEPMHUHBI «IETOMPON3BOJICTBOY, «IOKYMEHTAIIHOHHOE

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

Jlanee HEOOXOAMMO U3YUUTh OpPraHU3alNI0 JOKYMEHT0000poTa. Takke Hy>KHO MOIPOOHO
MIPOAHATM3UPOBATE 0COOCHHOCTH PabOTHI C BXOSMIIUMHI U UCXOISAIIMMHA JOKYMEHTaMH.

Kpome Toro, HeoOXOIMMO OCTAaHOBUTHCS HA M3YYEHHH METOJIOB COKpAIIEHUS
JIOKYMEHTO000pOTa.

Crnenyer yAenuTbh BHHUMAHUE COJEPXKAHUIO KOHTPOJISL HUCIIONHEHHUS JOKYMEHTOB, €ro
ATaram M TEXHOJIOTHUH.

KitoueBble cioBa: BHYTPEHHMH JOKYMEHT, BXOMSIIUI JOKYMEHT, OKYMEHTOOOOpOT,
JOKYMEHTOTIOTOKH, HH()OPMAITHOHHO-TIONCKOBAsI CHCTEMA, WHICKCAINS TOKYMEHTA, NCXO/ISAIIHHA
JOKYMEHT, Kartajor, 00BeM JOKyMEHTOOOOpOTa, palMoOHAJbHOE [JBM)KEHHE JOKYMEHTOB,
PETUCTPAIIMOHHO-KOHTPOJIbHAS KapTOYKa, PETUCTPAIMs JOKYMEHTAa, TEXHOJOTHYECKas CXema
JIBYDKEHUS IOKYMEHTOB, SKCIIEAHIINS.

3aaHue A cCaMOCTOSITENIbHOM paboThI:

1. U3yunTh KaTeropuaibHbIi anmnapar.

2. lopaboTaTh MaTepHabl JEKLIHH.

3. ToxaroroButbcss Kk pabote Ha Jekuud. I[IOBTOPUTH BOIPOC: OpraHU3aIUSL
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.

PexomeHjanum o coCTaBIEHUIO U JOPaOOTKE KOHCIEKTA JIEKIHH.

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
HOMEHKJIaTyphlien. Takke HEOOXOJUMO YSICHHUTh, KaK OCYLIECTBISETCS TEKYyIlee XpaHEHHE
JOKYMCHTOB U UX HCIIOJIb30BAHUC.

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

Kpome Ttoro, cienyer oxapakTepu3oBaTh 3KCIEPTU3Y LIEHHOCTH JOKYMEHTOB, KPUTEPUU
OLIEHKHU JIOKyMEHTOB, O(pOpMIICHHE €€ Pe3YIbTATOB, pa0OTy SKCIEPTHON KOMHUCCHU.

Taxoke ciemryer paccMOTPeTh 0COOEHHOCTH MPOLIECCOB MOATOTOBKH, U3AaHUS, XPAaHEHUS U
UCIIOJIb30BaHUSl KOH(PUICHIUAIBHBIX JOKYMEHTOB. [laee Hy»KHO U3y4UTh KaHaJbl BO3MOKHOM
yTEeUKH HH(POPMAIUK U yTPaThl JOKYMEHTOB. W B 3aKiIroueHne HeOOXOAMMO pacCCMOTPETh

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

KitoueBble ciioBa: aKkT, €10, JOJITOCPOYHOE XPAHEHHUE JOKYMEHTOB, JOCTyH K
JIOKYMEHTaM,

KOHTPOJIb JIEHCTBUM, KOHTPOJIb MECTOIIOJIOKEHUS JOKYMEHTa, HOMEHKJIaTypa JeJl, ONUCh,
IpUMepHas HOMEHKJIaTypa Jell, TeKyllee XpaHeHHe JOKYMEHTOB, THIIOBas HOMEHKJIaTypa e,
CBOAHAs HOMCHKIIATypa ACJI, YHHUYTOXCHUC IOOKYMCHTOB, 3KCIICPTHU3a LCHHOCTHU AOKYMCHTA.
['epOoBbIii OaHK, rpud OorpaHUYEHUs JOCTYIA K JOKYMEHTY, 3alllMIIEeHHbIH JOKyMEHTO000pOT,
KOMMepUYecKasi TailHa, KOH(HUICHIMAIbHBIA TOKYMEHT, MPOMBIIUICHHBIA IIMHOHAX, YTPO3BI
JIOKYMEHTaM, LIeHHasi UH(pOopMaIysl.

3asiaHue AJ1s CaMOCTOSITENIbHOM pabOThI:

1. I3yunTh KaTeropuaibHbli anmnapar.

2. lopaboTaTh MaTepUaIbl JEKIUH.

3. I1oAroToBUTHCS K CEMUHAPY.

4. TlogroroButbcs K pabore Ha Jekuuu. [loBTOpUTH BOMpOC: 3KCHEPTU3A LIEHHOCTH
JOKYMEHTOB (yueOHas IUCHMIUIMHA «/loKyMeHTHpOBaHME YIPaBICHUECKOW IesITEeIbHOCTHY,
nekius Ne6). BeITh TOTOBBIM K 00CYKIE€HHIO 3TOTO BOIIPOCA B XOIE JICKITUH.



MNPUJIO’KEHHUE 2

OueHovHbIe CPeaCTBA J1JIsl MPOBeAeHUs] POMEKYTOUYHON aTTeCTALNU
a) [lnannpyemble pe3y/abTaThl 00y4eHHsI H OLIEHOYHbIE CPeICTBA /I NPOBeAeHHs MPOMEKYTOUYHON ATTeCTANNH:

Kon nnaukaropa

NHaukatop JOCTHKEHUS KOMITETCHIIUU

O1neHOYHBIC CPEICTBA

OIIK-7 Cnoco0eH ocyuiecTBASITh BHYTPHOPTraHU3ANMOHHbIE H MeKBEJOMCTBEHHbIe KOMMYHMKALIMU, 00ecle4YUBATh B3aMMO/IeliCTBHEe OPraHOB
BJIACTH € TPaKIaHAMM, KOMMePYeCKUMHU OPraHU3alUsiMU, HHCTUTYTAMHU I'PAKIAHCKOr0 00111ecTBA, CPeICTBAMU MaccOBOI MHGpopManun

OIIK-7.1

Pemraer HpO(beCCI/IOHaJ'IBHBIC 3aJjadyu B

o0nacTu  BHYTPUOPraHU3aLUMOHHBIX U
MEXBEIOMCTBEHHBIX KOMMYHHKAITUH,
CBsI3EH C 00IIIECTBEHHOCTHIO u

B3aUMOJICUCTBHS C HacEJICHUEM

Bormpocs! k 3auery

UYro Takoe JOKYMEHT, ¢ KaKOH LEJIbI0 OH MOXET CO3/1aBaThCs?

KakoBbl 0cOOCHHOCTH JIETTOBOT0 OOLICHNS U Iy OJIMIHBIX BBICTYIUICHUI?

KakoBbl 0OCHOBHBIE IPU3HAKH KJIACCH(HUKAUN JOKYMEHTOB?

UTo moHMMAETCs MMOJ| IOKyMEHTAMOHHBIM 00€CIICUCHUEM YITPABICHHA?

. B yem cyrh cranmaptHzammm WM yHuUHKaUM OOKyMeHTOB? Kakwe paspabarbiBaroTCs
CTaHAapThI?

agrwbdE

6. Yem oTnnyaercst opopmiieHrEe peKBU3UTOB O0IIETo OJaHKa OT OjlaHKa muchbma’?

7. KakoBbI OCHOBHBIE PEKBH3HTBI, HCIIOJIb3yEeMbIe JUIsi 0(OPMIICHUS MIPUKa3a U PaCIIOPSDKEHHUS.
8. Kakune (hopMbl MPOTOKOJIOB MOYHO HCIIOJIb30BaTh B YIPABJICHYECKOW NEATEIBHOCTH, B YEM
ux ommuue?

9. Ykaxure OCHOBHBIC TPEOOBaHMSI K OOPMIICHHIO JCJIOBOT'O MUChMA.

10. Kaxkwue KOMILIEKCHI JOKYMEHTALM! BKJIFOYACT B ce0st KaJpoBas
HH(OPMALMOHHO-TOKyMEHTAlIMOHHAsI chcTeMa?

11. B yem ocobeHHOCTH 0pOPMIICHHS IPUKA30B 110 IMYHOMY COCTaBY?

12. Yro moHUMAETCS 1101 OpraHu3alueld TOKyMeHToo0opoTa?

13. Yro Takoe CXeMbI JOKYMEHT0000pOTa, 3a4eM OHU HYKHBI?

14. C xako#l Ienpi0 pa3pabaThIBAlOTCd HHCTPYKLIMH II0 JEJONPOU3BOJACTBY, UYTO B HHUX
HEO0XO0IUMO MPETyCMOTPETH?

15. VYKaKUTEe TEXHOJOTHYECKYIO MOCIEeIOBATeIbHOCTh JTAaloOB  PadOTHl C  BXOISIIUMHU
JIOKyMEHTaMH.

16. KakoBa nocineioBaTebHOCTh OIepaliii Ipu padoTe ¢ BHYyTPEHHUMH JJOKyMEHTaMu?

17. C xaxoii 1enpio NpoBoAUTCS (hopMupoBaHHE [eI, KaKHe IPU ITOM HE0OXOIUMO cOoOII01aTh
TpeboBaHUs?

18. Uro Takoe HOMEHKJIATypa Jej, C KaKOH IIeibl0 pa3padaThIBAIOTCsl TUIIOBBIC HOMEHKJIATYPBI
nen?

19. Kakyro nndopmanuio coepkuT HOMEHKIJIATypa J1en?

20. Uro moHMMAaeTcs 1MoJ| SKCHEPTH30H LIEHHOCTH IOKyMeHTa?

21. Kakune KpuTepuy NCIoJIb3yIOTCS IPU OLIEHKE IOKYMEHTOB?




Kon nnnukaropa

Nuaukatop JOCTHKEHHS] KOMIIETEHLIUN

OneHouHble CpeaCcTBa

22. Kak ocymecTsisercs npueM-niepeada e B apXuB?

23. Uro Takoe KOHPHUICHIIHAIBHBIN JOKYMEHT?

24, Kakwe ocHOBHEIE yTpO3bl BOHUKAIOT MPH padoTe ¢ KOHPHUIESHIINATHHEIMHA JOKYMEHTaMH?
25. Ykaxure 0cOOCHHOCTH BEICHUS ACTOMPON3BOICTBA, 00ECIICUNBAIOIETO YIET H COXPAHHOCTh
KOH(HUIESHINATHHON HH(OPMAIINK 1 JOKYMEHTOB.

26. Yro moOHUMAETCS IOJ 3aIlMIIECHHBIM JOKyMEHTOOOOPOTOM, 3a CUET YEro MOXKET OBITh
obecrnieyeHa ero 3ammra?

27.

OIIK-7.2

OcymiectBisier aHanu3 3((HEKTUBHOCTH
CPE/ICTB KOMMYHHKALIUH MEKIY OpraHaMu
BJIACTH, UCIIOJIB3YET PE3yNIbTaThl aHAIHU3A
U OLEHKHM HWHPOpPMAIMU C  IEJIbIO
OIIPEJICTICHNs] PEAKIUU OOIIEeCTBEHHOCTH
Ha TOCyJapCTBEHHbIC M MyHHLMUIAJIbHbIC
WHHUIIMATHUBbI

KommekT TecToBbIX 3amanuii: Nel
1. ®opmymsp — 3T0:
a) ocHOBHas (¢opMa JOKyMeHTa, (QHKCUpYIOLIas IpaBOBblE OTHOWICHUS B JlpeBHEpycCKOM
rOCYAapcCTBe;
0) 0co00 BbIJENaHHAsE KOXa JXMBOTHBIX, ITPUMEHSBINASCS B KauyecTBE OCHOBHOIO Marepuaia Jyis
nucbMa B J[peBHEpYCCKOM rocy1apcTBe;
B) CAMOCTOSITEJIFHOE ITOIPa3AeIeHIE, OCYIIECTRISIONIEE 1EIONPON3BOACTBEHHYIO IESTEIBHOCTD;
T') THIOBAas ycToiunBas Gopma (oOpazelr) OTaeNbHBIX Hanbollee pacTpoOCTPaHEHHBIX TOKYMEHTOB.
2. YcraHOBICHHE €IMHOOOpa3ns cocTaBa U (OpM YIPaBICHYECKUX JOKYMEHTOB, CO3JaBAEMbIX IPH
PELICHNH OJHOTHITHBIX YIPaBJICHUECKUX (DYHKITHH:
a) yHA(UKAIH;
0) cepTuduKanns;
B) KOJJMPOBAHUE,;
T') JOKyMEHTHPOBAHUE.
3. OOs3arenbHbIM yCIOBHEM JUIsl BKIOUeHHss WHGoOpManuu B WH(OOPMALMOHHBIE PECYpPCHI,
OCYIIECTBIISIEMOTO B MOPSI/IKE, YCTAaHABIMBAEMOM OpPTraHaM¥ OCYAapCTBEHHOMN BIIACTH, SIBIISETCS €€:
a) cTaHJapTU3aIINS;
0) 3amuTa;
B) JIOKyMEHTHPOBAHHUE;
T') BBIKYII TOCY/JapCTBOM Y YaCTHBIX JIAIL.
4. CpencTBoM yCTpaHEHHUS! «OyMaXHOTO OyMay SIBIISICTCS:
a) KOMITBIOTEPU3aIHs ACIONPOU3BOICTBA;
0) yHu(UKaMs TOKYMEHTOB;
B) KJIaccU(UKAI¥sI JOKYMEHTOB;
I') IpUMEHEHUE Pa3HOCTOPOHHEH OPTTEXHUKU
5. 3HaueHUe JOKYMEHTAIIMOHHOTO 00ECIIeUeH s YIIPaBICHHs ONPEIesIeTCs:
a) KOMMYHUKaIHIMH;
0) naeHtuduxamnmei;,




Kon nnnukaropa

Nuaukatop JOCTHKEHHS] KOMIIETEHLIUN

OneHouHble CpeaCcTBa

B) puKcanuei;

T) cyaeOHBIM pa30HpaTEIECTBOM.

6. B mpaBoM BepxHEM yTIIy TOKYMEHTOB PaCIIONararoTCs CICAYIOMNE PEKBU3HUTHL: a)
rpuQ COTIIaCOBAHMS;

0) oTMETKa 0 KOHTPOIIE;

B) rpu( yTBEPKICHNUS;

T) aapecar.

7. B 1eBoM BepXHEM yIily JOKYMEHTOB PACIOJIAraloTCs CIEeTYIONINE PEKBU3HUTHI:
a) pe3oITIOLIHS;

0) OTMETKa O HAJTMYMH TPUIIOKEHUS;

B) OTMETKa 00 HCIIOJIHUTEIE;

T') KOJI OpTaHU3aIHH.

8. B mpaBoM HIDKHEM YTIIy pacIoNaratoTcsi peKBU3HUTHI:

a) OCHOBHOMH rocynapcTBeHHbIH peructpanuornsiii Homep (OI'PH) ropumudeckoro
T,

0) Koz GOpPMBI TOKYMEHTA;

B) HIeHTH(OUKAITHOHHBIN HOMep Hanororuiatensmuka (MHH);

r) Tpu¢ OrpaHUuEHHs TOCTYIA K JOKYMEHTY.

9. B 1eBOM HIDKHEM YTy pacrojaraloTcsi peKBH3UTHI:

a) KOJI MPUYMHBI [IOCTAHOBKH Ha y4eT;

0) OTTHCK MeYaTH;

B) BH3HI;

T') OTMETKa 00 UCTIOJTHHUTEIIE.

10. K B3aMMOUCKIIOYAIOIIUM PEKBU3UTAM OTHOCSTCSL:

a) sMOJIeMa opraHU3ally ¥ TOCYIapCTBEHHEIH repd PO;

0) Kol opraHu3auy 1 Koj (GopMbI JOKYMEHTa;

B) PETHCTPAITHOHHBIN HOMEP JOKYMEHTA U CChUTKA Ha PETUCTPAIIMOHHEIA HOMEp U
JaTy TOKYMEHTa;

r) rpud yrBepxknaeHuss u mneuarb.ll. Ecnm opraHmzamms moaBeIOMCTBEHHA
HECKOJIbKUM OpraHam

YIPaBJIEHUsI, TO B Pa3HBIX CUTYalUsIX YKa3bIBACTCS:

a) HETIOCPECTBEHHO BBIIECTOSIIAsI OPTaHU3aIHS;

0) camas TI1aBHAs BRIIIECTOSINAS OPTaHU3AIINS;

B) He OoJiee Tpex cTeneHel Mo IBeJIOMCTBEHHOCTH;

T') HEe YKa3bIBaeTCsl HM OIHA BBIIECTOAIIAs! OPraHU3alusl.

12. JlaTo#t moKyMeHTa MOXeT OBITh Jara:

a) ero HaIMCaHMsl U COTJIACOBAHUS;

OJTHOBPEMEHHO




Kon nnnukaropa

Nuaukatop JOCTHKEHHS] KOMIIETEHLIUN

OneHouHble CpeaCcTBa

0) ero MoJIMUCAHUS;

B) €T0 YTBEP)KICHHUS;

T') IPOBEICHUS 3aCEIAHNUS, HA KOTOPOM NPHHSTO PELICHHE.

13. JlaTel B JOKyMEHTaX MOTYT OBITH O(hOPMIICHBI:

a) 22. 08. 1997;

0) 22 aprycra 1996 rona;

B) 1988. 02. 22;

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

14. Kakue peKBU3UTHI JOKYMEHTOB MUINYTCS, KaK IPaBUIIO, OT PYKH:
a) BU3a;

0) pe3ostonus;

B) TIOJIITHCK;

T) agpecar.

15. K xakuM peKBU3UTaM OTHOCSATCS CJIOBA!

a) «BepHo» A)
0) « s ciry>xeOHOTO TTONB30BaHU) bB)
B) «3aMeyaHus npuiiararTcs» B)
r) «IlerpoB M.K. 924-76-40» I')
16. PEexBU3HUT «IIOANUCH» HA Pa3HBIX JOKYMEHTaX BKJIIOYAET:

a) JINYHYIO POCIUCH aBTOpa JJOKyMEHTA;

0) JIMYHYIO POCIHCH PYKOBOAUTEIS U €€ pacuinpoBKy;

B) yKa3aHUe JA0JIKHOCTH, JIMUHYIO POCIIHCh PYKOBOJUTEIIS U €€ PacIIu(pOBKY;

T') yKa3aHHe JIOJDKHOCTH, HAMEHOBaHNE OPTaHU3aLUH, JINYHYIO POCIHCH PYKOBOANTEIIS,
ee pacImm@poBKy.

KommiekT TecToBbIX 3amanuii: No2

1. Kakoe cokparmieHue siBisieTcs abOpeBHuaTypoii:

a) AI'3 MUC P®;

0) Mocauepro;

B) CTarqsiiums;

r) o/m, /0.

2. CnoBo, KoTopoe 0003HaYaeT HOBOE MOHSTHE, YIIOTPEOIsIEeMOe B IOKYMEHTaX, —

370!

a) abOpeBuatypa;

0) CHHOHHM;

B) HEOJIOTU3M;

T') apXaus3M.

3. Or6epuTe npuHIMT OQUIIHATEHO-AETO0BOTI0O CTHIISL JOKYMEHTAIHH!




Kon nnnukaropa

Nuaukatop JOCTHKEHHS] KOMIIETEHLIUN

OneHouHble CpeaCcTBa

a) MPEJOCTABIICHISI MAKCUMAJIEHO BO3MOXXHOM HH(POpMAIIHN;

0) IpUMEHEHHE CIIOB «MBI BBITIOIHIMY, «5 CIICIIAI0»;

B) OTPaHNYCHHOCTH B IPUMEHEHUH SI3BIKOBBIX CPE/ICTB;

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

4. Jlekcu4aeckoe COKpAIIIEHHE CII0Ba, YIIOTPEOIAEMOro B JOKYMEHTAX — 3TO:

a) abOpeBHaTypa;

0) CHHOHHM;

B) HEOJIOTU3M;

T') HapOHUM.

5. YTo HE OTHOCHUTCS K O(QUIMATIBHO-ICIIOBOMY CTHIIIO JIOKYMCHTA!

a) aipecHOCTh MH(POPMAIIH;

0) TeMaTHUEeCKas OTPaHNYEHHOCTh B IPUMEHEHHH SI3BIKOBBIX CPEJICTB;

B) MPEIOCTABICHHE MAKCUMAaJIbHO BO3MOXKHOI HH(pOpManny;

T) yHA(UKAIUS JOKYMEHTA.

6. K mpaBmiiam 1e710BOTO 3THKETA OTHOCSATCS:

a) HETOPOIUTMBOCTE C OTBETOM;

0) 6maromapHOCTH 32 OTBET WIIH ACHCTBHC;

B) 0OCTOSITENBHOE H3JI0KEHUE TOKYMEHTa,;

I') yMEHHE CIyIlaTh APYTHX Jrojei.7. B kakoM NOKyMeHTe HCIOJIB3YIOTCS CIOBA «... B POTUBHOM
cinydyae Bam OynyT

HpebsIBICHBI IITPa(pHbIE CAHKLUI» B KAYECTBE S3bIKOBOIT (hOPMyIIbL, KaKk pe3ysbTara
YHU(HUKALUH S3bIKOBBIX CPEJICTB:

a) B TapaHTUITHOM THCHME;

0) B peKJIaMaluOHHOM TIHCHEME;

B) B HH(OPMAIIIOHHOM IHACHME;

T') B MMCbMe-HAaIIOMHHAHNH.

8. CnoBa, KOTOpBIE CTAaHOBSTCA HEO(QHIMAIBHBIM 3aMEHHTENeM TEPMHHA W WX IPUMEHEHHUEB
JOKyMEHTaX HEIOIyCTUMO, — 3TO:

a) mpoeCCHOHATI3MBI;

0) CHHOHUMBI,

B) HEOJIOTHU3MBI;

T') HApOHHMBI.

9. 3aKOHYEHHBII B CMBICIIOBOM OTHOIIEHHH OTPE30K TEKCTA, MO3BOJISIONINIA YCTAHOBUTD
3HaYEHHE BXO/IIETO B HETrO CII0Ba WK (pasbl — 3TO:

a) aHHOTAIIUS;

0) pedepar;

B) KOHTEKCT;
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T') KOHCIIEKT.

10. Perynupytomias (IeATeHOCTS OpraHU3annii) cpea BKIIFOYAeT:

a) TOCyIapCTBEHHbIC CTAHNAPTHI;

0) 0OIIEeCTBCHHBIE OXKUTAHHNS,

B) PEKOMEHIAINH, OTPAKAIOIIIE IIEPEIOBON OMBIT;

I') HOpMaTUBHbIE JOKYMEHTBI, OTPaKAIOLIHE IESTEIbHOCTh OPTaHU3aLHH.

11. [onuTHKa ynpaBieHUs JOKyMEHTaMH OpPraHU3aluy MO03BOJISET:

a) HOBBIIATH A3PPEKTUBHOCTH JIESATEIEHOCTH OpPraHnu3alvy;

0) cobOmonaTe TpeOOBaHMs 3aKOHOAATENIbCTBA U PETYIUPYIOIIEH Cpeabl;

B) U30€XaTh PUCKOB NMPEIIPUHUMATEIBCKOM e TeIbHOCTH, CBSI3aHHBIX C IOKYMEHTAMU;

I') COXpPaHATh MaMATh OpraHU3alMK, UHAUBUAA U obmecTBa. 12. K npuHIunam pa3paboTku nporpamm
YIpaBJieHUs] TOKyMEHTaMH1 OTHOCHTCSI:

a) OLICHKA PUCKOB, CBA3aHHBIX C OTCYTCTBHEM O(HINAIBHBIX JOKYMEHTOB;

0) onpeneseHne MPAaBUII CO3IAHUS METAIaHHbBIX O TOKYMEHTAX;

B) oOecrieueHre XpaHeHNs IOKYMEHTOB B O€301acHO 1 3alUIICHHOH cpene;

T') OIpe/IeIeHIE BO3ZMOXXHOCTEH NOBBIIEHHS 3P (PEKTHUBHOCTH pabOTHI OpPraHU3annuu

B pe3yJbTaTe KAYEeCTBEHHOTO yNPABICHHUS JOKYMEHTaMH.

13. PactipenienieHue OTBETCTBEHHOCTH 32 JOKYMEHTAI[HOHHOE 00eCIIeYeHUE yIPaBICHUs
MIPEAIoaraeT OTBETCTBEHHOCTh!

a) BCEX COTPY/AHMKOB OpraHU3aluy 3a ;

0) CHCTEMHBIX aIMUHICTPATOPOB 3a ;

B) PYKOBOJICTBA OpPraHM3aluy 3a ;

T') ceKperapeii 3a .
14. Ecnm 1DOKyMEHT sBISIETCSl TeM, YeM JOJDKEH OBITh; CO34aH MM OTIPABIEH JIUIOM,
YTIOJTHOMOYEHHBIM Ha 3TO, a TAKXKE B TO BPeMs1, KOTOPOE YKa3aHO Ha JJOKyMEHTE, TO 3TO O3HAYaeT ero:
a) JOCTOBEPHOCTH,

0) LIETOCTHOCTD;

B) ayTEHTUYHOCTD;

T') IPUTOAHOCTH AJIST HCIIOJIB30BAHMUS.

15. Ctpaterust BHeApEHUs JOKYMEHTHBIX CHCTEM IPeAyCMaTpPHBAET:

a) MPOEKTHUPOBAHUE JOKYMEHTHBIX CUCTEM;

0) MOATOTOBKY COTPYAHHUKOB, paOOTAIOIHNX C TIOKyMEHTAMH;

B) COOTBETCTBHUE IOKYMEHTOB PETYIUPYIOIIEH cperie;

') KOHBEPTALMIO JOKYMEHTOB B HOBBIE JJOKYMEHTHBIE CHCTEMBI, (POPMATHI.

16. CriocoGHOCTh IOKYMEHTHOW CHCTEMBI JAJIMTENLHO U IPaBUIBHO (YHKIIMOHHPOBATh

B COOTBETCTBHH C TPeOyeMBIMH MPOLIEypaMH O3HAUYaET ee:

a) HaJIG)KHOCTb;
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0) 3¢ PeKTUBHOCTE;

B) IIEJIOCTHOCTB;

T') KOMITJICKCHOCTb.

17. C1ocoGHOCTh JOKyMEHTHON CHCTEMBI IIPEIOTBPAIIATh HECAaHKIIHOHINPOBAHHBIC

JOCTYTI K TOKYMEHTaM, X YHUYTOKCHHE, I3MCHEHUE WIIH TIepEeMEIeHHs 03HAYaeT ee:

a) HaJIe)KHOCTh;

0) 3¢ PeKTUBHOCTE;

B) IIEJIOCTHOCTB;

T') KOMILIEKCHOCTb. 1 8. MeTo10510THs MPOEKTUPOBAHUS M BHEAPEHHUS JJOKYMEHTHBIX CHCTEM BKJIFOUAET:
a) aHaAJIU3 JEJI0BOH JEATENbHOCTH OpraHu3allly;

0) OLICHKY CYIIECTBYIOIIUX JJOKYMEHTHBIX CUCTEM;

B) MOHUTOPHHT, OLIEHKY, KOPPEKTHPYIOIIHE ICHCTBS,

T') IpeKpalieHne IPUMEHEHUS JOKYMEHTHBIX CHCTEM.

19. O6bexramu yHH(DUKAIIUY U CTAHIAPTH3ALNN B YIPABICHICCKOH NeATeTbHOCTH

SIBIISTFOTCSL:

a) TEpMUHBI, ACTIOJb3yeMBbIC TIpH paboTe ¢ yIpaBiIeHIeCKOH HH(pOopMaIHei;

0) opraHM3aIMOHHEIC CTPYKTYPHI OpraHU3aLNH, YIpPEeKACHUIN U TIPS ATIPUITHH;

B) yHpaBiieHYeCKue (DyHKLUH;

T') ylpaBlieHUeCcKasi JOKYMEHTaIs.

[IpakTryeckue 3aaaHus:

Kpoccropz 1.

ITo ropuzonTanu: 1) 3amuck HHGOPMAIIK HA pa3TUIHBIX HOCUTEISX [0 YCTAHOBJIEHHBIM ITPaBUIaM; 2)
YCTaHOBJICHHE KOJHMYECTBA M COCTaBa JOKYMEHTOB B €IUHHIAX y4YeTa U (PUKCALUS MPUHAIICKHOCTH
KaXI0M eNWHWIBI ydeTa K OIpEIeIeHHOMY KOMIUIEKCY M OOIIeMy WX KOJIMYECTBY B YUYETHBIX
JOKYMEHTaX; 3) YYeTHBIH IOKYMEHT, COIEpKalluii Ha3BaHWE, CBEICHHUS O KOJIHYECTBE, COCTaBE
JOKYMEHTOB ()OHIAa M MeCT€ €ro XpaHCHHs, MpeJHAa3HAYCHHBIH IS IICHTPaIM30BaHHOTO ydeTa
JIOKYMEHTOB; 4) mepedueHb 0(QUINaTbHBIX HANMEHOBAHUH XPAHAIINXCS, BBIOBIBIIINX U MOCTYTAOIIHX
apXUBHBIX (OHAOB B TOPSAKE BO3PACTAHUS TPHCBOCHHBIX MM HOMEPOB; 5) TpeXyCMOTpPEHHEIC
HOPMATHBHBIMH JIOKYMEHTAaMH YCJIOBHMS HCIIOJB30BaHMS apXUBHBIX M KOH(HUACHIHAIBHBIX
JIOKyMEHTOB; 6) nmdpoBoe w/miau OyKBeHHO-IM(POBOE O00O3HAYEHHE JelNa B HOMEHKIAType el
OpraHm3alii, HAaHOCUMOE Ha ero OOJIOKKY; 7) CBOWCTBAa JOKYMEHTa, OOYCIIaBIMBAIOIIUE €0
KyJbTYypHOE, HaydHOE W T.NI. 3Ha4eHHWE;, §) BOCCTAHOBIEHHE IMEPBOHAUYATBHBIX MIJIM OJU3KUX K
NepBOHAYAILHBIM CBOMCTB M BHEIIHUX IIPU3HAKOB ApPXUBHOTO JIOKYMEHTa, IOJ(BEpPIILIErocs
MTOBPEXICHHUIO WIIN Pa3pyIICHHUIO; 9) CPEICTBO TUPAKUPOBAHUSA JOKYMEHTOB; 10) yUeTHbII JOKyMEHT,
cojiepKalliiii NepedyeHb JOKYMEHTOB Jela C yKa3aHWEM MOpPSIKOBBIX HOMEPOB JIOKyMEHTOB, WX
WHJICKCOB, Ha3BaHW, JaT, HOMEpOB JMcToB; 11) mnpuMeHeHHWe HHPOPMAIMK JOKYMEHTOB B
KYJIbTYPHBIX, HAYYHBIX H T.I1. IIEJISIX, @ TAKXKE JUIsl oOeclieueHHs 3aKOHHBIX IIPaB M HHTEPECOB IPayk/IaH;
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12) cripaBOYHUK, B KOTOPOM HH(pOpPMAIHS O JOKYMEHTaX Pacloj0KeHa B COOTBETCTBUH C BEIOPaHHOM
cxeMoi kinaccupukanyy; 13) MOKyMEHT, IIOJHOCTHIO BOCIIPOM3BOIAIINN MH(DOPMAITHIO TTOMITHHHOTO
JOKYMEHTA W BCE €ro BHEIIHHE NPH3HAKH WM 4acTh MX, HO HE MMCIOIIUH FOPUINYECKOi cribl; 14)
H3MEHEHHE IIepPBOHAYAIBHBIX (PH3HKO-XUMUYECKUX CBOMCTB JOKYMEHTA I10]] BO3ICHCTBHEM BHEIIHHX
1 BHYTpPEHHUX (pakTopoB; 15) mepBbIid WM €OMHUIHBIN SK3eMIULIp OQHUIHAIEHOTO JOKyMeHTa; 16)
IOpHAMYECKOe MK (PU3MYECKOE JIHLIO, B ACATEILHOCTH KOTOPOTO 00pa3yeTcst JOKyMeHTaNbHbIH (HOHL;
17) cpeacTBO XpaHEHUsI JOKYMEHTOB.

ITo BepTuKamu: 1) ABMXKEHHE JOKYMEHTOB B OPTaHM3allMK C MOMEHTA UX CO3aHUs WM NOIYYEeHUs 10
3aBepIIEHMs HCIOJHEHWS WM OTIpaBieHMsA; 18) 3amuch ydYeTHBIX [aHHBIX O JOKYMEHTE IO
YCTaHOBICHHO# (opme, ¢Gukcupyromas (akT ero CO3MaHUs, OTHPABICHUS WK MoiaydeHus; 19)
JOKYMEHT WJIM COBOKYNTHOCTh JOKYMEHTOB, OTHOCSIIMXCS K OJHOMY BONPOCY WIH Yy4acTKy
JEATEIbHOCTH M TIOMENICHHBIX B OTACNBHYIO 00M0XKy; 20) opraHm3amms WIM CTPYKTYypHOE
I0JIpa3/ieNieHNe, OCYIIECTRIIIONIEE AIUTEIBHOE MITH IIOCTOSTHHOE XpaHEHHE OKOHYEHHBIX JOKYMEHTOB
C IIETBI0 MX MCIOIb30BaHus; 21) cpercTBO KACCOBOH OPTTEXHHUKH; 22) KOMHS YaCTH TEKCTa TOKYMEHTA,
oopmiicHHas B YCTaHOBJICHHOM TIOpsAAKe; 23) CPEICTBO H3TOTOBJICHHS HW300pa3HTENBbHBIX
JOKYyMEHTOB; 24) crienuaibHO 000py10BaHHOE IOMEIIEHHE ISl XPaHEHHS apXUBHBIX JIOKYMEHTOB; 25)
MMOBTOPHBINA 3K3EMILISP MOJMHHAKA JOKYMEHTA, UMCIOUIUHA IOPHIUUCCKYI0 cHity; 26) dhu3nueckoe
WIN IOpUAMYECKOE JIMIO, CO3JaBliee NOKyMeHT; 27) O(UIMAIBHBIA JOKYMEHT, HMEIOLIHHA
IOPUIMYECKYIO CHIIy W COJEpKalliid MHPOPMAIMIO O MpeAMETe 3ampoca, ¢ yKa3aHHEM MOUCKOBBIX
JAHHBIX JOKYMEHTOB; 28) 0TOOp IOKYMEHTOB Ha XpaHEHHE WIM K YHHYTOXKEHHIO, a TakKxKe
YCTaHOBJICHHE CPOKOB MX XPAaHEHHUS Ha OCHOBE MIPUHATHIX KPUTEPHEB.

Kpoccsopzn 2.

Ilo ropmsonTanmu: 1) HOpPMAaTWUBHBIN JOKYMEHT, COAEPXallMii CHCTEMaTH3WPOBAHHBIN IepedeHb
CTPYIITUPOBAHHBIX HANMEHOBAHUH OOBEKTOB M MIPUCBOCHHBIE UM KObI; 2) HOPMAaTUBHBIH JJOKyMEHT,
3aKpeIUIAIOMNN  YHU(DHUKAMIO JeNONpOU3BOACTBA; 3) (UKCalus Ha MaTepUalibHOM HOCHTENe
nHpopManmMM C PEKBU3UTAMHM, T[O3BOJISIONIMMH €€ WACHTH(HUIUPOBATh; 4) yCTaHOBJIECHHUE
ennHooOpasus cocraBa M (GOpPM YIPaBIEHUYECKHX JIOKYMEHTOB, CO3[[aBaeMbIX MpPU pPELICHHN
OIHOTHITHBIX yTpaBleHUYeCKUX GYyHKuui; 5) wuHbopMmanus, (UKCHpOBaHHAS Ha KaKOM-JIHOO
MaTepuaIbHOM HOCHTEE.

ITo BepTukanm: 1) mmudposoe ob603HaueHNE (HOPM TOKYMEHTOB B X0JI€ COCTABICHHUS KIACCUPHKATOPOB
nHpopManuy; 6) nudpoBoe 0003HAUCHNE, SIBITIONIEECS YIEMEHTOM HACHTH(UKAIIIH 0OBEKTOB B X0J1€
uX Knaccuukanuy; 7) MeXAyHAPOIHBINA JOTOBOP IO OMPEIEIICHHOMY BOIIPOCY; 8) OpraHu3aIus Win
CTPYKTYPHOE MOJpPa3/eleHUE, OCYLIECTBIAIONIEE JOJITOBPEMEHHOE WU IOCTOSHHOE XpaHEHHE
OKOHYEHHBIX JIeN; 9) BHECEHHWEe JOJDKHOCTHBIM JIMIIOM B O(HIMAIbHbIE JOKYMEHTHI 3aBEJOMO
JIOXKHBIX CBEJCHUH WM UCIPABICHUH, NCKAXKAIOUINX MX JICHCTBUTENbHOE coepskanue; 10) CHHOHUM
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cioBa 10roBop; 11) MOKyMEeHT, MOATBEPKAAIOIINI COOTBETCTBHE MPOIYKIUH, TPOIECCOB M yCIyT
YCTaHOBJICHHBIM TPEOOBaHHSM.




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

[IpomexyTouHass arTecTalysi BKIIOYAET TEOPETHUYECKHUE BOIPOCHI, MO3BOJISIOLINE
OLCHUTL YPOBCHL YCBOCHHUA O6y‘-IaIOH_[I/IMI/IC$I 3HaHI/II71, 1 NMPAKTUYCCKUC 3adaHUs, BBIABJIAIOIIUC
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 TEOPETUUYECKUI BOMPOC U OJIHO MPAKTUYECKOE 3a/laHUE.

Iloka3aTesin U KpUTEPUH OLIEHUBAHUSA

- «3a4TE€HO» - BBICTABISICTCS MPU YCIOBHUH, €CJIM CTYJIEHT IMOKA3bIBAET XOPOIINE 3HAHUS
y4e0HOro Marepuajia IO TeMe, 3HAaeT CYINHOCTh MJWCIHILIUHBI, CBOOOJHO BBIOJIHSET
MPAKTUYECKHE 3a/1aHusl.

HpI/I 9TOM CTYACHT JIOTHUYHO M MOCJICAOBATCIIbHO U3JIaraCt MaTcpuall TEMbI, paCKpPbIBACT
CMBICTI BONpOCa, JaeT YAOBICTBOPUTENIbHbIE OTBETHl Ha JOMOJHUTEIbHBIE BOMPOCHL.
I[OHOJIHI/ITCJIBHLIM YCJIOBUCM IIOJIYUYCHHSA OLCHKM MOIYyT CTaTb XOpOIIHE YCIICXHU IIpH
BBIMIOJTHEHUH CAMOCTOSITENTLHOM M KOHTPOJIBHOM paboThl, CUCTEMaTHYeCcKas akTUBHAs paboTa Ha
MMPAKTUYCCKUX 3aHATUAX.

- «HE 3aUTEHO» - BBICTABIIACTCS MPHU YCIOBUH, €CIU CTYJEHT BIAJE€ET OTPHIBOUYHBIMU
SHAHUAMU O CYHIHOCTH JUCHUIINIMHBI, AAaCT HCIIOJIHBIC OTBCTHBI Ha BOIIPOCHI U3 OCHOBHOM
JUTEepaTyphl, PEKOMEHJOBAHHON K KypCy, HE MOXXET OTBETUTh Ha JOMOJIHUTEIbHBIE BOMPOCHL,
IIpeJJI0KEHHbBIE IIPEToAaBaTeeM.



MPUJIOXEHMUE 3
MeToanueckue peKOMEHIAUM IJIs1 CAMOCTOSITEIbHOM PadOThI CTYIEeHTOB

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

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

J71s1 ycrenmHoro BBITIOJIHEHUSI 3TOM pabOThl COBETYEM:

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

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

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

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

- HAY4YUThCS TUCaTh pa30opunBo U ObicTpo. UTOOB! B JabHENIIEM HE TPATUTh BpeMs Ha
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 N300pakeHue ¢ JOCKU. Eciiu HarisAHbIi MaTeprai TpyAHO BOCTIPOU3BOIUM
B YCIIOBUSIX JIEKIIMH, TO C/IETIATe €ro CI0BECHOE OnucaHue ¢ 00001IaI0NMMH BBIBOAAMH.

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



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

IToaroToBka K 3aHATHUSIM 3aKJIIOYAETCS, IPEXK/IE BCErO, B OCBOEHHH TOTO TEOPETUYECKOTO
MarepHaia, KOTOPhIA BBIHOCUTCA Ha oOcyxaeHue. st 3Toro HeoOX0aIuMO B MEPBYIO OYEpelb
HepevYnTaTh KOHCIEKT JEKIMU WIN pa3zeiibl yueOHHUKa, B KOTOPBIX IPUCYTCTBYET YCTaHOBOUHAs
uHpopmanus. M3yueHne peKOMEHJAOBAHHON JHUTEPAaTyphl HEOOXOAWMO CHENaTh MaKCUMAaJIbHO
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 cemunHap mpencraBiieH JOKJIAJaMH, TO OCHOBHAas OTBETCTBEHHOCTh 3a €ro
IIPOBE/ICHUE JISKUT Ha JokIaauukax. Kak caenars 3To ycnemHo cMOTpuTe B pasjene «/loxmam.
OpHako poib OCTAJBHBIX YYAaCTHUKOB CEeMHMHApa HE JOJDKHA ObITh MaccuBHOM. CTYHEHTHI,
IpOCITyIIaB J0KJaJl, 3alMChIBAIOT KPATKO IJIaBHOE €ro COAEp KaHUE M 3aJal0T BHICTYNAIOLIEMY
YTOUHSAIONINE BOMPOCcoB. UeM OoJiee OCHOBATENBHOM ObLIAa JOMAIIHSAS MTOATOTOBKA MO TEME, TeM
aKTUBHEE IMPOMCXOAUT O0OCYXIeHHE MpoOJeMHBIX BompocoB. Ha cemuHape Bcsiuecku
MOOIIPSIETCS.  TBOPYECKAsl, CAMOCTOSTENbHAS MBICTb, JAaeTCs BO3MOXKHOCTH BBICKA3aTh
KPUTUYECKHE 3aMeYaHusl.

becema mo tulaHy mpexactaBiseT coOoOW  3apaHee IOATOTOBIEHHOE 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 IMCKYCCHM: KPAaTKO, YETKO U SCHO (OpMYJIMPOBATh M U3JaraTb
CBOIO TOYKY 3pEHHS Tepel COKYpPCHHKaMH, OTCTaWBaTh MO3WIHMI0O B HAYYHOM CIIOpE,
HNPUCOETUHATHCS K 4y>KOMY MHEHUIO WM OIIIIOHUPOBATh JPYTUM YUaCTHUKAM.

Pedepar — camblii pocToif 1 HAaMMEHEE CaMOCTOSTEIbHBIN BUI MUCHBMEHHOM 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 paboTaTb C KHHUIOW: BBIACNATH U (OPMYJIMPOBATH MpoOsieMy, 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
COJIepKaHUsl CTaThU WM KHUTH C OCHOBHBIMH CBEIEHUSMH W BBIBOJAaMHU. Takue pedepaTs
aKTyaJbHbI TOTJIa, KOT/Ia B IOPUIUYECKUX MCTOYHHKAX MOSBISAETCS HOBBIH TEOPETHUECKUN WU
NpakTUYeCKHid MaTepuasnl 1o wu3ydaemoil Teme. OT cTydeHTa TpeOyeTcs, BHUMATEIbHO
03HAaKOMUBIIMCH C TIEPBOMCTOYHMKOM, MAaKCUMAJIbHO TOYHO U TIOJHO MepeiaTh ero coiepkKaHue.
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 mpeanouTeHne 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.

- Eciu Bam mpeasnioxkeHa TemMa Takoro pedepara Ha BBHIOOp, 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). MmumocTpaTuBHBIA MaTeprall — TaONUIBI, CXeMBI, TPadUKN — MOTYT pacroiaraTbes
KaK BHYTPH OCHOBHOM 4acTH, Tak u B pazfene «lIpumoxenue».

O06nem pedepaTa 3aBUCUT OT IIEJICH U 3a/1a4, perraeMbiX B padore — oT 5 10 20 cTpaHuil
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 BapyaHT BBICTYIUIEHUS IE€pell ayAUTOpUEl — 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
IOCTENEHHO, OT JO0KJa/a K JI0K/Iay yBeJIuunBas 00beM peun 0e3 3arisAbIBaHUsl 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 YaCTH, BBLAEISANTE MHTOHAIMOHHO 0COO0 Ba)KHbBIE MBICIM M apryMEHTBI,
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 ITOBCEITHEBHON PEUH.

. CBepbTe NHUCBMEHHBIH TEKCT C XPOHOMETPOM, JUIsI 3TOrO MPOYUTANUTE €ro
HECKOJIBKO pa3 ¢ CEKyHIOMEPOM B pyKax. B cirydae, eciin JOKIa OKaXeTcs CIUIIKOM JUIMHHBIM
WIM KOPOTKHUM, IMPOBEAUTE €ro peKOHCTpYKIuio. OJHAKO BMECTE€ C COKpAllEHUSMHU WU
JIOTIONIHEHUSAMH HE «T10TepAnTe» TeMy. He mognaBaiitech HCKYILIEHUIO 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 HaxoJsIIMXCs ciayliaTtened. Bappupyiite TeMOp peun, OH NpUIAcT €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 M30aBUTBHCSI OT JKECTOB, JEMOHCTPUPYIOLIMX Ballleé BOJIHEHHE (KOrJaa KpyTSATCS
PYYKH, TEpeOSITCS MyTOBUIIBI, 3aIAMBIBAIOTCS MAJIbIIB). VICIIONB3yiTe )KECThI — BBIpAa3UTENbHBIC,
OIHUCaTENbHBIE, TOAPAXKATEIbHBIC, YKA3YIOIIUE — IS [IOJHOTHI IIEPEAAYX BALIUX MBICIIEH.

. Y cTaHOBUTE 3pUTEIBHBIN KOHTAKT C ayguTopuen. He ctout Bce BpeMs 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
OMNO3JaBIIMX M HE IIpephIBacTe CBOM JOKJIAJ 3amedaHusmMu. Ho BMecte ¢ Tem ciemute 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].

IIpe3eHTanusi — COBpeMEHHBIH CHOCOO YCTHOIO WJIM IMHUCBMEHHOTO IMpEACTaBICHUS
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 MTPE3CHTALINHN:

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

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

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

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

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

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

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 IPE3CHTAIMsI JODKHA UMETh CLIEHApUH M YETKYIO CTPYKTYpPY, B KOTOpO# OymyT
OTpa)XeHbI BCE NPUYNHHO-CIICJICTBEHHBIE CBSI3H,

o paboTa HaJ Mpe3eHTalueld HaYMHACTCS IMOCe THIATENBHOro OOXyMBIBaHUS U

HaNMCaHUsl TEKCTa OKIJIaAa, KOTOPBIH HEoOXOoIuMo pa3douTh Ha (parMeHTHl W O00O3HAYHTH
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 CIyLIaTelsIM CIEOUTh 3a XOJOM pPa3BEepPTbIBaHUS apryMEHTOB H
rpadpuveckue, KOTOPble WIIIOCTPUPYIOT TJAaBHBIE IIYHKTHI BBICTYIUICHHS M CO3/AIOT
SMOLIMOHAJIbHbIE 00pa3bl.

o CIOXKETBl IPE3CHTAllMd MOTYT pPa3bsCHATh WM WIUIIOCTPUPOBATH 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(GOpPMAIIIO 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 - IEMOHCTPAIH OCHOBHOM WH(OPMAIINHU B JIOTHYECKOH MTOCIIEIOBATEIHHOCTH
(uepemoBaHNE TEKCTOBBIX U TpaUIECKHUX CIIANIOB);

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

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

3. OdopmrneHue npe3eHTauu

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

TUTYyJIBHBINA TUCT

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



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

- Ha KOoH(epeHUIX 0003HaYaeT AaTy U Ha3BaHUE KOH(EPEHIUH.

IInan BeICTYILIICHUSA

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

- (huKcUpyeT MOpsAIAOK U3I0KEHUS HHPOpMaIuy;

CopepxaHue npe3eHTaluu

- BKJIFOYAET TEKCTOBYIO U TpadUyecKyr0 HHPOPMAITHIO;

- WUTIOCTPUPYET OCHOBHBIE TYHKTHI COOOILIEHUS;

- MOKET MPEJICTABIATh CAMOCTOSITEIILHBIN BApHAHT JOKJIA/a;

3aBeplieHue

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

- MOXKET BKJIFOUATh CIHCOK JIUTEPATYPhI K TOKIALY;

- COJICPXKHT CJIOBA 0JIaroJapHOCTH ayAUTOPHH.

4. Jlnzaitn npe3eHTaluuu

TexcToBoeohopMiICHHE

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

o OnTuManbHOE YUCIIO CTPOK Ha ciaiae — 6 -11.

o Kopotkue ¢pa3bl 3amoMuHAOTCS BH3yalbHO Jydmie. [IyHKTBI mepedHedl He
JIOJDKHBI ITPEBBIILIATH IBYX CTPOK Ha (pa3y.

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

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

o KiroueBsle ciioBa B H(GOPMAIMOHHOM OJIOKE BBIIENIAIOTCS LIBETOM, IIPU(TOM HITU
KOMITO3UITOHHO.

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

o He cnenyer 3moynorpeOisTh OONBLIIMM KOJWYECTBOM MPEUIOTOB, HapeuMid,
npusaraTeIbHbIX, BBOJHBIX CJIOB.

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.
Henp3sicMemmBaThpa3InIHBIETHITBIIIPUPTOB B OTHONIIPE3CHTAIHH.

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

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

o Kypcus, mogyepkuBanue, )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 omHOM cialifze He ucmonb3yercst 6ojee Tpex IBETOB: (OH, 3ar0I0BOK, TEKCT.

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

o Jns poHa mpeArnoyTUTENTFHEE XOJIOIHBIE TOHA.

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

CIICLIMATIbHOM JIUTEPATypE.



. UepHblil 1IBET HMMEET HETAaTUBHBIA (MpauHbli) MOATEKCT. benbld Ha yepHOM
YUTAETCS MIIOXO.

o Ecnu npe3enTanus 00bliias, TO €CTh CMBICH Pa3ACiuTh € Ha YacTH C TIOMOIIBIO
I[BETa — pa3HbIi IBET CIOCOOEH CO3/1aBaTh Pa3HbIi IMOIMOHAIBHBINA HACTPOH.

o Henb3s BoIOUpaTh POH, KOTOPHIH COMCPIKUT 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, KOTOpble OyIyT OTBJIEKATh OT IPE3CHTAIHH.

. KpymHbie 00beKThI B KOMIIO3UILIUU CMOTPSTCSI HEBAXKHO.

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

. s cepbe3HOil mpe3eHTanuy OTOMPAOTCS MIA0JIOHBI, BBIIIOJHEHHBIE B JACJIOBOM

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

[ ] AHI/IMaIII/IFI HCHOHLByeTCﬂ JJIA HpI/IBJIe‘-ICHI/Iﬂ BHUMAHUS HWIIN I[eMOHCTpaLII/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 MOSBIICHUE TEKCTA.

3ByKoBOCOQOpMIICHHE

° My3BIKQJIBHOE CONPOBOXKACHUE IPU3BAHO OTPa3UTh CyTh WIH IOJYEPKHYTH

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

. My3biKy 1enecooOpa3HO BKIIOYaTh TOTJa, KOTJa Mpe3eHTanus uaer 0e3
CJIOBECHOTO COTIPOBOXKICHUS.

. 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 MOMOYbL IMO-HOBOMY IOHSATH 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.
[Tognmucu k KapTHHKaM JydIille BBITIOJHATH COOKY WJIM CHH3Y, €CITM ATO TOJBKO HE Ha3BaHUE
caMoro cianaa.



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

Ta0nuibl ¥ CXeMBbI

o He crouT BCTaBIATH B MPE3CHTALUIO OOJBIIME TAOJIHMIBI — OHU TPYIHBI IS
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 [lpy1 MCHoOIB30BAaHMHU CXEM Ha ciaiiax HeoOXOJAMMO BBIPOBHSTH DPSIbI OJIOKOB
CXEMBI, PacCTOSHHE MEXIy OJoKaMH, JO00aBUTh COEAMHUTENbHBIC CXEMBbl TPU MOMOIIU
UHCTPYMEHTOB ABTOGUTYD,

o [lpu co3maHuM CcXeM HYKHO YYHTBHIBATH CBSI3b MEKAY COCTABHBIMH YacTAMHU
CXEMBI: €CIIM OHU PaBHO3HAYHBI, TO 3aMOJTHIIOTCS OJHUM MIPUPTOM, (POHOM U TEKCTOM, ECIIU €CTh
nepBOCTeNieHHass HWH(OpMaIys, TO OHAa BBIACISICTCS OCOOBIM CHOCOOOM C  TIOMOIIBIO
OpraHU3aIMOHHBIX TUATrPAMM.

Aynuo u BuieoohopmiIeHuE

o Buneo, kuHo M Tene marepuanbl MOTyT OBITh HCHOJIB30BAHbBI MOJIHOCTHIO WU
(parMEeHTapHO B 3aBUCUMOCTH OT LI€JI€H, KOTOPBIE IIPECIIEAYIOTCS.

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

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

¢dbparMeHTHI U3 ABYX (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 ¥ BO3HUKIIIUMH BOIIPOCAMHU, TIOKA €III€ JICKIIHS
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.



