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JIMcT akTyajam3anuu padoyeil mporpamMmbl

Pabouast mporpamMma nepecMoTpeHa, 00Cy>kaeHa 1 o00peHa s peanmsanuu B 2026 - 2027
y4eOHOM TroJy Ha 3acefaHuu Kadeapsl MEHEIKMEHTa U TOCYAapCTBEHHOTO yIIPaBICHUS

[Iporokonm ot 20 1. Ne

3aB. kadeapoii O.J1. HazapoBa

Pabouast mporpamMma nepecMoTpeHa, o0Cyk/ieHa 1 ogo0peHa aiis peanm3aruu B 2027 - 2028
y4eOHOM rojy Ha 3aceqanuu Kadeapsl MeHeDKMEHTa U TOCYAapCTBEHHOTO YIIPABICHUS

[IpoTtokonm ot 20 . Ne
3aB. kadenpoii O.J1. HazapoBa

Pabouast nporpaMma rnepecMoTpeHa, 00Cy KeHa 1 0J00peHa s peann3aiuu B 2028 - 2029
y4eOHOM rojly Ha 3acegaHuu kaheapbl MeHeKMEHTa U TOCYIapCTBCHHOTO YIIPaBICHHUS

[Iporokom ot 20 1. Ne

3aB. xadenpoit O.H.EasapOBa

Pabouas nporpamMma rnepecMoTpeHa, 00CykaeHa u ojgo0peHa s peanusaruu B 2029 - 2030
yueOHOM TroJly Ha 3acefanuu Kadeapbl MEHEIPKMEHTA U TOCYAapCTBEHHOTO YIIPaBJICHUS

[Iporokom ot 20 1. Ne

3aB. xadenpoit O.H.ﬁasapOBa




1 Heau ocBoOeHMs AUCHUNIIMHBI (MOIYJISA)

M3Y4YCHHE TEOPETUUYECKUX U MPAKTHUYECKUX OCHOB CO3/IaHUSl JOKYMEHTOB YIpaBJICHMUS,
rpaMOTHOU U 3(hPEeKTUBHON OpraHU3aluu COBPEMEHHOTO JeIONPOU3BOACTBA Ha PEIPUITUIX
U B OpraHu3alusX.

2 MecTo TUCHMILIMHBI (MOIYJIS]) B CTPYKTYpe 00pa3oBaTe/ibHOM MPOrpaMMbl

Hucuunimvua  JIoKyMEHTUpOBaHUE  YIPABICHUECKON  ACATEIbHOCTH  BXOJIHUT B
00s13aTeIbHY 0 YacTh YY4EOHOTO MJIaHa 00pa30BaTEeIbHON ITPOTPaMMBI.

Jis  u3ydeHWs  AWCHUIUIMHBI  HEOOXOMWMBI  3HaHUS  (YMEHHUs,  BIAJICHUSA),
c(hOpMUPOBAHHEIEC B PE3YJIBTATE U3YUCHUS JUCIUILTNH/ TIPAKTUK:

JlenoBast KOMMYHHMKAIIHS HA PYCCKOM SI3bIKE

VYyeOHas - 03HAKOMUTEIbHAS TIPAKTUKA

3HaHus (yMEHUS, BIQJICHUS), TTOJIyYCHHBIC NMPYU U3YYCHUH JAHHOW JUCIUILIMHBI OYIyT
I—TPﬂﬁYnTTT/ﬂ\/TLI Tmda AMRVUPHU G TTT/T(‘TTT)[TTTTT/TT—T/T"’\QT(TT/TV'
[IpouzBoacTBEHHAS — IPEAIUIIIIOMHAS TIPAKTUKA

[Tpou3BoOACTBEHHAS - IIPAKTHKA IO MOJYYCHHUIO MPO(eCCHOHAIbHBIX YMEHUM M OIbITa
poeCCUOHAITBHON JIEATEILHOCTH
[ToaroroBka K cmade W caada TOCYJApCTBEHHOrO JK3aME€Ha IO HANpaBJICHUIO

TTOTTTOTORKU
[IponBu:xeHMEe HAYYHON NPOAYKIUHU

BeimonHeHne, MmoAroToBKa K - MpOLIEAype  3alIMThl W 3alllUTa  BBITYCKHOM
KBaJTM(PUKAITMOHHON pabOTHI

VY4yebHas — mpakTHKa MO IOJIYYEHUIO HNEPBUYHBIX NPOGECCHOHAIBHBIX YMEHUH U
HAaBBIKOB, B TOM 4YHCJE TIIEPBHYHBIX yMEHHH M HaBBIKOB HAy4YHO-HCCIIEIOBATEIbCKOM
NEeSTEIIbHOCTHU

3 Komnerenuun ooydawouierocsi, ¢opmupyembie B pe3yJbTaTe OCBOEHHUS
AUCHMILTHHBI (MOAYJIS1) M IJIAHUPYeMble Pe3yJIbTaThl 00y4eHHs

B pesynbpTare 0CBOSHUS TUCIUILTHHBI (MOAYIIS) «JlOKyMEHTHpOBaHNE yIIpaBIEHIECKOM
JeATEIIbHOCTHY» 00yJaronuiics 10/HKeH 00Ia1aTh CIeIyONMMI KOMICTEHIIUAMU:

Kon NuaukaTop JOCTUKEHUS] KOMIIETEHIUN

YK-4 CnocoGeH ocyIIecTBIATh JEIOBYI0 KOMMYHHKAIMIO B YCTHOW U MUCbMEHHOU opMax Ha
rocyaapcTBEHHOM si3blke Poccuiickoit degepalinu 1 HHOCTPaHHOM(BIX) si3bIKe(ax)

VYK-4.1 Bri6upaet cTrih 00IIeHNs Ha PyCCKOM SI3BIKE B 3aBUCUMOCTH OT IIEITH U YCIIOBUI
MapTHEPCTBA; aJaITUPYET PEUb U CTHIIb OOIICHUS K CUTYallUsIM B3aMOICHCTBHS

VK-4.2 Bener nenoByio mepenucky Ha PyCCKOM W MHOCTPAHHOM SI3bIKaX € y4eTOM
0COOEHHOCTEHN CTUIIMCTUKH O(UIIUATIBHBIX TTUCEM B COIMOKYIBTYPHBIX PA3IMUUNA

VK-4.3 BeimonHseT 171 MHYHBIX [ENed mepeBoi OPUIIMATBHBIX B MPOodecCHOHATBHBIX
TEKCTOB C HTHOCTPAHHOTO SI3bIKa HA PYCCKHUH, C PYCCKOIO sI3bIKa HA MHOCTPAHHbBIN

VK-4.4 [Ty6maHO BBICTYMHAET Ha PYCCKOM SI3bIKE, CTPOUT CBOE BBICTYILICHHE C YUETOM
ayIUTOPHUU U TIEJIU OOIIECHHS

VYK-4.5 YCcTHO mpencTaBiIseT pe3yabTaThl CBOEH AeSITEIbHOCTH Ha MHOCTPAHHOM S3BIKE,

MOXET MMOAACPIKATE PA3roBOpP B X04€ UX O6Cy>I(HeHI/I$I

OIIK-7 Cnocoben cocTaBiaTh u OGOPMISATH JOKYMEHTBI MU OTYETHI MO pe3ylbTaTam
poeCCUOHATBHON JIEATETLHOCTH

OIIK-7.1 CocTaBisieT OTYETHYI JOKYMEHTAllMI0 M0 HUTOraM mpodeCCHOHATbHOU
JIEATEIIbHOCTH B COOTBETCTBUHU C YCTAHOBJICHHBIMU IIPABUJIAMU U HOPMaMH.

OIIK-7.2 ['oToBUT U MpecTaBisAeT MyOJIUYHBIE COOOIIEHHUS TIepe]] IeJIEBON ay IUTOPHUEH TTO0
IIMPOKOMY KPYTY OOIIECTBEHHO-TIOJIUTUYECKUX CIOKETOB, B TOM YHCIE
HCII0JIb30BaAHHEM My.]'[BTHMC}IHﬁHBIX CpE€aACTB




4. CTpyKkTypa, 00bEM U coepkaHue TUCHUILINHBI (MOLYJIs1)
OO0mmas TpyJ0€MKOCTh JUCIUIUIMHBI COCTABIAET 3 3a4eTHBIX eauHuI] 108 akaa. 4acoB, B TOM YHUCIIE:
— KOHTaKTHas padoTa — 37 akaj. 4acos:

— ayauTopHas — 36 akaj. 4acos;
— BHeayauTOpHas — | akaj. 4acos;
— caMocCTosATeNbHas paboTa — 71 akaj. 4acos;

— B hopMe IpaKTHUeCKOl noaroToBku — 0 akaj. 4ac;

dopma aTTecTalyu - 3a4eT

AynutopHas g =
o KOHTaKTHas paboTa E = dopma TeKyIero
Paszen/ Tema § (B aKaz. yacax) E EE Bun } KOHTPOJIS Ko
e — : & O | caMOCTOATENLHOR |  yONEBAGMOCTHH | |\ o
O g £ paboThI MIPOMEKYTOYHOH
Tex. nab. | mpaxT. z'S aTTecTalluu
3aH. 3aH. O =
1. TEOPETUYECKUE OCHOBBI JAEJIOITPOU3BOJACTBA OPTAHU3ALINU.
1.1 Uudpopmanus, ee
kputepud. JJoKkyMeHT.
PekBu3uT noKyMeHTa.
DyHKINM JOKYMEHTA.
IOpunuueckas cuna
JIOKyMEHTa.
Jlemonpon3BoacTBo,
JOKYMEHTHPOBAHHUE.
JlokyMeHTaImoHHOe
obecrieyeHue yrpaBJICHHs. CamocrosTensHoe
JlokyMeHTO00O0pOT. U3yUYCHHE
Knaccudpuxanus yueOHoil u
JIOKYMEHTOB. 3 3 3 9 Hay4HOM Kommbroreproe | OIIK-7.1, VK-
Crangaptuzanus u TUTEePaTyPHI TECTUPOBAHHE 4.1, YK-4.2
YHHGDUKALHS JOKYMEHTOB. Pabora ¢
YHanpunupoBaHHas cucrema JNEKTPOHHBIMU
nmokymenrtaryn (YCUI). OoubIMOTEeKAaMH
CucTeMbl JOKyMEHTAIINH.
[IpuHMmIB
JeTONPOU3BOACTBA.
HopmaTrnBHO-MeTOIMUeCcKas
0a3a TOKyMEHTHUPOBaHUS
yIpaBIeHIECKOi
JeSTeTbHOCTH U
OpraHu3aiuu padoTsl ¢
JIOKYMEHTaMH.
HWroro no pazaeny 3 3 9
2. OBIIUE ITPABUJIA OOOPMIJIEHU A YIIPABJIEHYECKUX JOKYMEHTOB.
spocronzn [T s [ o [T s | omers
. TECTHPOBaHHE OIIK-7.2
CUCTEMBI JIOKYMEHTAIHH. yueOHOit n




YHuduuupoBaHHas cucTeMa
OpraHU3aI[HOHHO-
PacIopsIUTENEHON
JOKyMeHTanud. TpeGoBaHus
K 0(hOpMIIEHHIO
JIOKYMEHTOB'".
CocraB peKBU3UTOB, UX
MECTOPACIIONIOKEHHE Ha
nokymeHTte. Gopmyisip-
o0pasel JOKyMEHTa.

JJIEKTPOHHBIMHU
OHOIMOTEKAMHU

HayqHOU
JUTEPATypPHI
Pabota c

Wroro no paszneny

3

3

8

3. OCOBEHHOCTHU COCTABIJIEHHA 1 O®OPMJI

EHMS OCHOBHBIX JOKYMEHTOB VYIIPABJIEHMA.

3.1 OcHOBHBIE TPYTITHI
oOKyMeHTOB. HopMaTuBHBIC
JIOKYMEHTBI
rOCYJIapCTBEHHBIX OPIaHOB.
OpraHu3annoHHbIE
JIOKYMEHTBI IPEATIPHUSITHS.
JIOIKHOCTHBIE HHCTPYKIIUH.
Pacniopsimutensabie
JIOKYMEHTBI TIPEATTPUSITHS.
[Tpuka3sel Mo OCHOBHOM

CtpyKTypa KaapoBoi

JIeATeIIbHOCTH.
PacnopspxeHus, peieHus.
HudopmarimosHo-
CIpaBOYHBIE JOKYMEHTHI. CamocrosTenpHOE
[IpoToxonel, monHas 1 n3ydeHune
Kpartkas ¢popma ux y4eOHOI 1 YK-4.3, VK-
odopmieHUs. AKTHI. 3 Hay4yHOU Komnreiorepnoe 4.4, YK-4.5,
CiysxeOHblE U JIUTEPaTypPbl TECTUPOBAHUE OIIK-7.1,
O0OBSICHUTEIIBHBIC 3aMTUCKH. Pabota ¢ OIIK-7.2
Cnpagku. CiryxeOHbIe JNEKTPOHHBIMU
noBepeHHOCTH. [InchMa, ux OubIMoTEeKaMH
KiIaccuUKanus, CTpyKTypa,
CTaHJIapTHEIE Gpa3bl U
BbIpaskeHHs. HopMbl
o(HIIHAIBEHO-/IEJI0BOTO
CTHJIS CIIy>K€OHBIX
JIOKyMeHTOB. [lenoBoe
MMUCEMO MEXIYHapOAHOTO
obpasma. Dakchl,
Tesne)OHOTPaMMEL.
JloroBopa, KOHTPAKTBHI.
CoBpeMeHHBIE CIIOCOOBI 1
TEXHHKA CO3AaHUs
JOKYMEHTOB.
Hroro no pazzpeny 3 3 9
4. TTIPABUJIA O®OPMIJIEHU A JOKYMEHTOB I10 JINUHOMY COCTABY.
4.1 IlonsiTue u cTpyKTYypa CamocrosTenpHOe
MEePCOHANBHBIX JTaHHBIX. n3yuyeHue
[IpunamnexxHOCTH y4eOHOI u
TIEPCOHANIBHBIX JAHHBIX: 3 3 9 Hay4HOU Kommneroreproe OIIK-7.1,
COOCTBEHHHK, JepKaTelb U JUTEPaTypbl TECTHUPOBaHHE OIIK-7.2
10JIb30BATENb Pabora ¢
MePCOHANBHBIX IAHHBIX. AJIEKTPOHHBIMHU
Ooubimorexkamu




UH()OPMAITHOHHO-
JIOKYMEHTAIIMOHHOM
cucremsl. OopmiteHHe
JIOKyMEHTOB TIpH TIpHEMeE,
YBOJIBHEHUH U [IEPEBOJIE
pabOTHHUKA Ha IPYTYIO
JIOJDKHOCTB. AHKETa.
TpyIoBble KOHTPAKTEHI.
IMpuKasbl MO JTUIHOMY
coctaBy. OCHOBHBIC
PEKBHU3UTHI JOKYMCHTOB H
MpaBuia uX 0HopMIICHHS.
Kpartkue cBenenus o
npaBuiiax 0popMIICHUS
TPYAOBBIX KHIKEK, THIHBIX
KapTOYeK, JIMNYHBIX JIeIT
PpabOTHUKOB.

Wroro no pazneny

3

3 9

5. OPTAHM3ALIMA JOKYMEHTOOBOPOTA.

5.1 IlonsaTus
JIOKyMEHTO000pOT 1

OpraHu3anus
JOKyMEHT0000pOTa.
Hopwmarusro-MeTonndeckast
periiaMeHTaIus
JOKYMEHT0000pOTa.
OcCHOBHBbIC ITpaBHIIa CamocTosaTenbHoe
OpraHu3aluu U3yUYCHHE
JIOKyMEHT0000pOTa Ha yueOHoil 1
MPEANPHUATHH. 3 3 10 HaY4YHOU Komnsrorepaoe OIIK-7.1,
Kadgecteennsie TUTEePaTyphl TECTUPOBaHUE OIIK-7.2
XapaKTEePUCTUKH Pabora ¢
JOKYMEHTO000pOTA. JNIEKTPOHHBIMU
Knaccuduxkarms OubIHoTEKAMU
JOKYMEHTOIIOTOKOB:
TOPU30OHTANIbHBIE,
BEPTHUKAIbHBIC,
BOCXOJISIIIINE, HUCXOSIINE,
BXOJISIIIUE, HCXOISIIAE H
BHyTpeHHHe. [Toncuer
00BeMa JT0KyMEeHTO00opoTa.
HWroro no pasaeny 3 3 10
6. OCHOBHBLIE ITPABUJIA OPTAHU3ALIMU PABOTEI C JOKYMEHTAMMU.
6.1 O6paboTka
MOCTYMAIOMIAX JOKYMEHTOB.
IMepBuunas o6paboTka
JIOKyMeHTOB, OBIIe CamocrosTenbHOe
MpaBHJIa PErUCTPALIUH M3y IeHHC
JOKYMEHTOB, ()OPMBI yae6Hoi
’ Hay4YHOU Kommnbrorepnoe OIIK-7.1,
peructpaiun. [lepenaua 3 3 26
JIOKYMEHTOB, PACCMOTpEHHE JIUTEPaTyphI TECTHPOBaHHE OIIK-7.2
Pa6ora ¢
UX PYKOBOJHTEIICM.
Topsinok HampaBiIeHUs JICKTPOHHBIMH
oubnmorexamu

JIOKYMCHTA Ha UCIIOJIHCHHUE
u pa60T1>1 HUCIIOJHUTEIA C
JOKYMCHTaMHU. Hcnonnenue




JokyMeHTa. Bugpsl u hopmbl
KOHTPOJISL UCTIOJIHEHHUS,
CPOKOBasi KapToTeKa.
OpraHu3zanus TeKyIero
XpaHEeHHUs JIe.
Howmenknarypa nen, oduue
TpeOOBaHUs, BUIIBI
HoMeHKatyp. CocraBieHue
HOMEHKJIaTYPHI JIeJl.
dopmupoBaHue u
odopmIIeHHE JIET.
CucremaTtu3anus
JIOKYMEHTOB B JIeJIe.
Xpanenue nen. [loaroroska
JIOKYMEHTOB K Ilepejiaue Ha
apXUBHOE XpaHEeHUE.
Kpurepun ouenku
nokymeHToB. CocTaBneHne

onucen aeil.
Hroro no pazzeny 3 3 26
Htoro 3a cemecTp 18 18 71 3a4éT
Wroro no aucuumninze 18 18 71 3a4eT




5 Ob6pa3oBaTe/ibHbIEe TEXHOJIOTUH

1. TpaguuuoHHble 0oOpa3oBaTENbHBIE TEXHOJOTUH OPUEHTUPYIOTCS Ha OpraHU3alluio
00pa3oBaTeNpHOrO  MpoOIecca, MPEANOJaralllyl0 MNpPIMyI0 TPaHCISAIUI 3HAHUH  OT
IpenojaBaTesis K CTyIeHTY (IPEeuMyIIeCTBEHHO Ha OCHOBE OOBSICHUTEIbHO- UIUTFOCTPATUBHBIX
METOJ0B OOyYCHHS).

®opMbl yUeOHBIX 3aHATHI C UCIOJIb30BAHUEM TPATUIIMOHHBIX TEXHOIOTHIA:

UndopmanmonHasi Jekuuss — IOCJIeIOBaTelIbHOE U3JIOKEHHWE MaTepualia B
JTUCHUIUIMHAPHON JIOTHUKE, OCYIIECTBIISIEMOE MPEUMYIIECTBEHHO BepOalbHBIMU CpPEICTBAMU
(MOHOJIOT TIpero/1aBaTels).

[IpakTHueckoe 3aHATHE, MOCBSIIEHHOE OCBOCHUIO KOHKPETHBIX YMEHUW U HABBIKOB I10
MPEAJIOKEHHOMY aJITOPUTMY.

2. TexHonoruu NpodIeMHOro 00yueHHUs: — Opranu3aius o0pa3oBaTeIbLHOro Mpoliiecca,
KOTOpasi MpeIoiaraeT moCTaHOBKY MPOOJIEMHBIX BOIPOCOB, CO3JaHNE YUEOHBIX MPOOIEMHBIX
CUTYAaIUi 1JIs CTUMYJIMPOBAHUS AKTUBHOM MTO3HABATEIBHOMU JEATEIBHOCTH CTYIEHTOB.

®DopMbI yIEOHBIX 3aHATHH C UCIOJIB30BAHUEM TEXHOJIOTHI TPOOIIEMHOTO O0yUCHUSI:

[IpakTnyeckoe 3aHsTHE B (hopMe MpaKTHKymMa — OpraHu3amus ydeOHOW paboTHl,
HampaBjICHHAs Ha pelieHHe KOMIUICKCHON ydeOHO-IT03HaBaTEIbHOW 3ajadyu, TpeOyromei oT
CTYJICHTa MMPUMEHEHHUSI KaK HAYYHO-TEOPETUUECKUX 3HAHUH, TaK U IPAKTUIECKUX HABBIKOB.

3. TexHOJOrMM NPOEKTHOTO O0y4eHHUs — OpraHu3alus 00pa30BaTEIbHOIO IMpoliecca B
COOTBETCTBUM C QJITOPUTMOM IO3TAIHOTO PEIICHUsS MPOOJIEMHOM 3a/laydl WM BBIIOJHEHUS
yaebHoro 3aganus. [IpoekT mpeanonaaraeT COBMECTHYIO yu4eOHO-TT03HABATEIBHYIO IEITEIBHOCTD
IpyNIbl CTYJAEHTOB, HAPAaBJICHHYIO Ha BHIPAOOTKY KOHILIENIMHU, YCTAaHOBJIEHUE LI€JeH U 3ajad,
(OPMYIHPOBKY OXHIAEMBIX DPE3YJIbTATOB, ONpEICICHHE MNPUHIMIIOB M METOAUK DPEIICHUS
MMOCTABIICHHBIX 3aJ1a4y, IUTAHUPOBAHHWE XOAa pPabOThI, TMOWUCK JOCTYIMHBIX M ONTHMAJIbHBIX
peCcypcoB, TOATANMHYIO PEaTH3alMI0 IUIaHa PaOOThI, MPE3EHTALHUIO PE3YJIbTAaTOB PabOTHI, WX
OCMBICJICHUE U PEQIICKCHUIO.

OCHOBHBIE THITBI IPOCKTOB:

TBopueckuil MPOEKT, Kak MpaBUiIO, HE MMEET JETAJbHO NMPOPaOOTaHHOW CTPYKTYpBHI;
y4eOHO-TT03HaBaTeNbHAsl JI€ATEIbHOCTh CTYJEHTOB OCYLIECTBIIETCS B pPaMKaxX pPaMOYHOTO
3aJlaHus, MOAYMHSAACH JIOTUKE U MHTEpecaM YYaCTHUKOB ITPOEKTA, KaHPY KOHEUHOTO pe3yibTara
(razera, puibM, Ipa3aHUK, U3/IaHUE, IKCKYPCHS U T.IL.).

4. HTepakTUBHBIE TEXHOJIOTUH — OpraHU3alusl 00pa30BaTeIbHOrO Mpolecca, KoTopas
MIpe/oyiaraeT aKTUBHOE W HEIMHEWHOE B3aWMOJECWCTBHE BCEX YUAaCTHUKOB, JOCTHIKEHHE Ha
ATOW OCHOBE JIMYHOCTHO 3HAYMMOT0 JJIs HUX 00pa30BaTeNIbHOTO pe3yJsbTara.

Hapsiny co crnenuanv3upoBaHHBIMM  TEXHOJOTUSIMH  TaKOTO pojJia  MPUHIIMII
MHTEPAKTUBHOCTU MPOCIIEKUBAETCSI B  OOJBIIMHCTBE COBPEMEHHBIX 00pPa30BaTEIbHBIX
TEXHOJIOTHIA.

®opMbl YYEOHBIX 3aHATHH C MCTOJB30BAaHUEM CIECIMATM3UPOBAHHBIX WHTEPAKTUBHBIX
TEXHOJIOTHI:

CeMuHap-TMCKYCCUSI — KOJUIEKTUBHOE OOCYXJI€HHE KaKOro-aubo CIOpPHOro BOIIPOCa,
npoOsieMbl, BBISIBIIEHWE MHEHUH B Tpynme (MEXIpyIIoBONW Wajor, JTUCKYCCHS Kak
CTIOP-TUAJIOT).

5. HHpopManMOHHO-KOMMYHUKAIIMOHHBIE ~ 00pa3oBaTelbHBIE  TEXHOJOTUH  —
opranusaiysi 06pa3oBaTeIbHOI0 IPOIecca, OCHOBaHHAs Ha MPUMEHEHUH CIIEUAIN3UPOBAHHBIX
MIPOrPaMMHBIX CpeJl U TEXHUYECKUX CPEJICTB pabOThI ¢ MHPOpPMAIIHEH.

®opMbl Y4eOHBIX 3aHATHN C UCIMOJIb30BaHWEM WH()OPMAITMOHHO-KOMMYHHKAITMOHHBIX
TE€XHOJOTHM:

Jlexuus-Bu3zyanuzanuss — H3J0KEHUE COJIEpKaHUSI COMPOBOXKIAETCA Ipe3eHTaluen
(meMoHCTparueil yueOHBIX MaTepUANIOB, IPEICTABICHHBIX B PA3IMUHBIX 3HAKOBBIX CHCTEMaX, B
T.4. WUTIOCTPATUBHBIX, TpahUIECKUX, ayIN0- U BUJEOMATEPHAIIOB).



[IpakTueckoe 3aHsATHE B (QopMe TMpe3eHTAlM — IMPEeICTaBICHHE pPEe3yJIbTaTOB
MIPOEKTHOM WJIM MCCIIEN0BATENbCKON NEATENBHOCTH C HCIOJIb30BAHUEM CHEIHATM3UPOBAHHBIX
MIPOrPaMMHBIX CPEJICTB.

6 Y4eOHO-MeTOqHYeCKOE 0OOecledeHHe CAaMOCTOSATeJIbHOM PadoThl 00yYaIOIIMXCS

[TpencraBieHo B npusaoxeHuu 1.

7 OueHoYHbIE CpeCTBA JJIA POBeIeHNsI IPOMEKYTOYHOM aTTeCTAMHU
[TpencraBieHbl B IPUIOKEHUU 2.

8 YueOHo-MeTOAMYeCKOe U MHPOPMALIMOHHOE o0ecnievyeHne JUCHMIITTHHbI

a) OcHoBHas JiTepaTrypa:

1. Kopuees, 1. K. JlokyMeHTHpOBaHUE yIPABJICHUYCCKOW JCITCIBHOCTU: YUCOHHMK JIJIS
By30B / WM. K. Kopnees, A.B. Ilmenko, B. A. MamypueB. — 3-¢ uza., mepepad. M gom. —
MockBa: M3parensctBo  FOpaiit, 2025.— 438c.— (Beicimiee  oOpa3oBaHue). —
ISBN 978-5-534-16001-7. — Tekct: anekTpoHHbIi // O0pa3oBarenbHas maatdopma FOpaiit
[caiiT]. — URL.: https://urait.ru/bcode/560107 (mata obpamenus: 20.05.2025).

2. Kysnenos, W. H. Benenue nenoBoi JOKyMEHTAIlMU: Y4€OHUK U TPAKTUKYM JUIS

By30B / W. H. Ky3nenoB. — 4-¢ u3n., nepepabd. u jgon. — Mocksa: M3marensctBo Opaiir,
2025.— 259 c¢.— (Beicmiee oOpazoBanue). — ISBN 978-5-534-17003-0. — Teker:
anekTpoHHBI  //  OOpaszoBarenpHas  twiarpopma  FOpaiit  [caiit]. —  URL:

https://urait.ru/bcode/568570 (mata obpamienus: 20.05.2025).

3. CyxoueBa, H. A. JlokyMeHTHpOBaHWE YMPABICHYCCKOM W IIPOU3BOJCTBECHHOMN
JEATEILHOCTH: yueOHO-MeToaudeckoe nocooue / H. A. Cyxouesa, A. C. BomuéukoBa. — Opeir:
Openl’AY, 2023. — 77 c¢. — Tekcrt: 3JIeKTpOHHBIN // JlaHb: 3JIEKTPOHHO- OHOJUOTCUHAS
cucrema. — URL: https://e.lanbook.com/book/362465 (mata o6pamenus: 08.04. 2025). —
Pexxum mocTyma: st aBTOpHU3. MOJIb30BATEICH.

0) lonosiHuTeILHASA JINTEPATypa:

1. ITaBnoga, P. C. JlokyMeHTalmOHHOE oOecreueHrne padboThl KaapoBoit ciayx0b1 / P. C.
[TaBnoBa. — 2-e¢ usn., crep. — Cankr-IletepOypr: Jlans, 2023. — 468 c. — ISBN 978-5-
507-46442-5. — Texkct: snexTpoHHbIN // JlaHb: anekTpoHHO-0uOIHOTeYHas cuctema. — URL:
https://e.lanbook.com/book/310172 (mata obparenus: 22.05.2023). — Pexum goctyma: s
aBTOpU3. TIOJIB30BATENECH.

2. I1aBnoga, P. C. JlokymeHnTannonnoe obecrneuenue ynpasnenus / P. C. [1aBnoBa. — 2-¢
u3n., crep. — Cankr-IlerepOypr: Jlans, 2023. — 608 ¢. — ISBN 978-5-507-46443-2. — Tekcr:
AIIEKTPOHHBIN // Jlansb: AJIEKTPOHHO-OMOIMOTEYHAS cucrema. — URL:
https://e.lanbook.com/book/310175 (mata obpamenus: 22.05.2023). — Pexum gocrtyma: s
aBTOpU3. NoJib30Barenen. Jlo6aBuTh IuTEPATYpy

3. Ilopdupses, J. H. JlokymeHTarimonHoe o0ecredeHue yrpasiaeHus: yueoHoe mocooue /
H. H. IlopoupseB. — Ilenza: III'AY, 2022. — 122 c¢. — Tekct: anekTpoHHBINH // JlaHb:
ANIEKTPOHHO-OMOMMoTeunass cucrema. — URL:  https://e.lanbook.com/book/270956 (nata
obpamenust: 22.05.2023). — Pexum goctyna: st aBTOPHU3. MOJIH30BaTEICH.

B) MeTonnueckne yKa3anus:
IIpencraBieHsl B IPUIOKEHNH 3.

r) llporpammHoe odecnieuenne u MHTEepHET-pecypehl:

IIporpamMmmHoe obecnieuenue

HaunmenoBauue
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DjekTpoHHas 0a3a NepuoIuUecKuX u3nanuii East View
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https://dlib.eastview.com/

HannonansHas nH)OpManmoHHO-aHATUTHYECKAS URL:

cucreMa — Poccuiickuii nuaekc HayuHoro murtupoBanus | https://elibrary.ru/project_risc.
(PHUHII) asp

deepanbHOE FOCYAAPCTBEHHOE OFOIKETHOE

yupexaenne «DenepaabHblii HHCTUTYT URL.: http://www1.fips.ru/

MPOMBIIICHHOW COOCTBEHHOCTHY
9 MaTtepuajibHO-TEXHHYECKOE o0ecreyeHue TUCHUNINHbI (MOIYJIs1)

MarepruanbHO-TEXHHUECKOE 00CeCIIeUeHUE TUCITUTUTHHBI BKITIOYACT:

1. VYdyeOHble ayauTopuM [UIsi TMPOBEACHUS 3aHATHA  JIEKIIMOHHOTO  THUIIA!
MYJIbTUMEUITHBIE CPECTBA XPAHEHHUS, TIEpPeIauy U MPeICTaBICHUs HH(DOPMALIUH.

2. Y4eOHble ayIUTOPUU AJIs TPOBEACHUS MPAKTUYECKUX 3aHITHIA, TPYNIOBBIX U
WHIUBUAYATbHBIX KOHCYJBTAIUHN, TEKYIIETO KOHTPOJIS ¥ MPOMEKYTOYHOU
aTTecTalliu: MyJIbTUMEANIHbBIE CPEACTBA XPAHECHHUS, TIEPEIaUH U MTPEICTABICHUS
nH(}OpMaIIUY; KOMIUIEKC TECTOBBIX 3aJaHUI JUIsSI IPOBEICHUS IPOMEKYTOUHBIX U PyOEKHBIX
KOHTPOJICH.

3. Ilomemenus nas CcaMOCTOSTENbHON pPabOThl OO0yYarOIIMXCS: IEepPCOHATbHBIC
kommbioTepsl ¢ maketom MS Office, Beixomom B MHTEpHET U C JOCTYIIOM B 3JICKTPOHHYIO
nH(pOpMaLMOHHO-00pa30BaTeNbHYIO Cpely YHUBEpCUTETA

4. TlomMemienust Ans XpaHEHUS U NPOPHUIAKTUYECKOTO OOCITYyKHBAaHUS YyueOHOIro
obopymoBanus: mKapbl IS XpaHEHHUs Y4eOHO-METOAMYECKON MTOKyMEHTAllUH, Y4eOHOro
000pyI0BaHUs U Y4eOHO-HATIISIIHBIX TTOCOOHIA.

IPUJIOXEHHE 1

B npornecce camMoCTOSTENBHOTO WM3Y4YeHMs] AUCHMILIMHBI, MOATOTOBKM K CEMHHAPCKUM
3aHITHSIM CTYIEHTY HEOOXOIMMO HAWTH M U3YyYUTHh PEKOMEHAYEMYIO JIUTEPATypy, ACHCTBYIOIINE
3aKOHOJATeNIbHbIE U HOPMATHUBHBIE aKThl. /{7151 OCMbICIIEHUS! TPOYMTAHHOTO MaTepuasa CTyIAeHTY
MpeAJIaraeTcsi OTBETUTh Ha BONPOCHI. PellieHne TeCTOB, CUTyallMOHHBIX U aHATUTHYECKUX 3a/1a4
HAy4YUT CTYZEHTOB CaMOCTOSITENIbHO IPUHUMATh YIPABIEHYECKUE PEIICHHUS.

Opranu3alliOHHO-METOJUYECKAE PEKOMEHAAIMN [JIsl TMOATOTOBKM K MPaKTUYECKUM
(ceMHUHaApCKUM) 3aHSITHSIM

Cemunap (yat. seminarium - OyKBaJIbHO: «pacCaHHWK») — y4eOHOE 3aHSATHE, B XOJe
KOTOpPOTO OpraHusyercsi oO0CyXkAeHHe (QyHIaMEHTaJbHBIX WJIM JUCKYCCHOHHBIX MpobiieM
M3y4aeMON HAyKH U CBA3AHHOW C HEM MPAKTUYECKON AEATEIbHOCTH.

B nensx Gonee moapoOHOTO M aeKBAaTHOTO COBPEMEHHOM CHUTYyallMd aHalin3a MpoljemM
yVOpaBleHUs] CTYICHTaM pPEKOMEHJIyeTcs oOpamarbes K MepUOJUYEeCKON JUTeparype u
MaTepua-jiaM CpeICTB MaccoBOW HHGOpMalMU, B KOTOPOH MOXHO HAWTH HE TOJIBKO
AQHAIUTUYECKUE CTa-ThU IO PA3UYHBIM acleKTaM O00O03HAYEHHBIX B TEMAaTHKE CEMHHApPCKHX
3aHATUH TpoOJieM, HO M CTAaTUCTUYECKHE JlaHHBbIe, MaTepuajbl MPHUKIAJHOTO XapakTepa,
HOpMaTUBHBIE JTOKyMeHTHI. LlernecooOpa3Ho HE OrpaHUYMBATHCS YKa3aHHBIMU MCTOYHHKAMH, a
OCYHIECTBIISATH COOCTBEHHBII MOUCK TEOPETUYECKUX U MPAKTUYECKUX MAaTepHAIIOB, UTO SBIISETCS
OJIHUM U3 AJIEMEHTOB CAMOCTOSATEIbHOU HH()OPMALIMOHHO-aHATUTUYECKOM PabOThI CTYIEHTOB.

[loaroroBka K CEMMHAPCKUM 3aHATUSAM IO JTUCUUIUIMHE JOJDKHA BKIIIOYAThH CIETYIOIINE
ACIEKTBHI:



1)3HaKOMCTBO C COOTBETCTBYIOIIMMH TIJIaBaMH yd4COHHKA; ONTHMAaJIbHBIM ObUI ObI BapHaHT
palboThl HE ¢ OTHUM Yy4eOHUKOM, TaK KaK pa3HbIMU aBTOpaMH M30paH pasiu4HbIN MOIXOX K
MPEIMETY, U TI0JIE3HO TOHATh OCOOCHHOCTH TI0JIXO0JI0B, CPABHUTH MX, YTOOBI BHIPA0OTATh CBOIO
MO3HIINIO;
2) YTeHHE KOHCIIEKTA JICKIIHH;
3) 4TeHHEe ¥ OCMBICIICHUE OJTHOTO-/[BYX UCTOYHUKOB U3 IIPHUBECHHOTO CIIUCKA JIUTEPATYPHI.
BBI00Op OTONMHUTENBHBIX MEPBOMCTOYHHKOB, KOTOPBIE MOTYT OKa3aTh IOMOIIb MpPH
MOJATrOTOBKE K BBICTYIUICHHIO M TO3BOJIST OpPraHM30BaTh Ha CEMUHApPE JUCKYCCHIO, CTYICHT
OCYILECTBIISICT 10 CBOEMY YCMOTPEHHIO, B COOTBETCTBUU CO CBOUMHU HHTEPECAMH, OPUEHTUPYSICh
Ha BOIPOCHI CEMUHAPCKOTO 3aHSTHUS.
BricTymuieHre Ha ceMuHape JTOJHKHO OBITh JOCTaTOYHO apryMEHTHPOBAHHBIM, 3aHUMATh
110 BpeMEHH He OoJiee Tpex MUHYT. B X0/1e BBICTYIUICHUS KeNaTeIbHO COIOCTABUTD TOUKH 3PSHHUS
pa3IMYHBIX aBTOPOB Ha M3JIaraeMyro npobiemy. [IpenmnouTuTensHo, 9ToOkI IO OJTHOMY BOIIPOCY
BBICTYIIHJIO HECKOJIBKO CTYJICHTOB, BBICKAa3bIBasi CBOM MHEHUS, JOMONHA APYT apyra. B uneane
CEMHHAPCKOE 3aHATHE JIOJKHO MIPOXOAUTH B (hopMe AUCKyccHu. Pe3ynbTaThl pabOThI CTYICHTOB
Ha CEeMHMHAPCKHUX 3aHATHSAX 00s3aTelIbHO YUYMTHIBAIOTCS NpENojaBaTeieM IPU BHICTABICHUU
0asioB.

IIpumepHbIe ayIMTOPHBIE IPAKTHYECKHE PA0OTHI:

AIIP Nel «Teoperuueckue 0CHOBBI 1€JIONPOU3BOCTBA OPraHU3 AN,

[IpoBogutcst B popme  cemMuHapa mo OOOOIICHWIO W YIUIYOJIGHWIO  3HAHUU
MOHATUMHO-KAaTErOpUaIbHOr0 anmnapara JMCUUILIMHBI C 3JIEMEHTaMU JUCKYCCHUU.

Ormpoc 1o maTepuaiam JeKiuu 1.

DBoNIOIUS JTOKyMEHTa Kak Hocuteds uHpopManuu. Bo3HHKHOBEHHE U pa3BUTHE
OTEUYECTBEHHOTO JeJIoNpou3BOACTBa: J[lenonpousBoactBo B cpeanue Beka (XI-XV BB.).
[Tpukaznoe nenonpou3BoacTBo (XVI-XVII BB.). Komnexckoe nemonpousBoacteo (XVIII B.).
Munucrepckoe nenonpousBoactBo B Poccum (XIX - wmagano XX BB.). ['ocymapctBeHHOE
JIEJIONIPOU3BOJICTBO B COBETCKOE BpeMsi. COBpEMEHHOE JeNI0NPOU3BOJACTBO B PO.

AIIP Ne2 «CoBpeMeHHOE rocy1apCTBEHHOE pPeryJIMpoBaHue 1eJIoNpou3BoacTBa B POy,

3aKkOoHOJATENbHOE PETYJIUPOBAaHUE JIeTonponu3BocTBa B PO. ®denepanbubiii 3akoH «O0
uHpopMannu, UHHOPMAIIMOHHBIX TEXHOJOTHUAX U O 3aiuTe HHpopMarmny». PenepaabHbIi 3aKOH
«O komMmepueckoil TaiiHe». denepanbHbli 3akoH «OO0 apxuBHOM Jene B Poccuiickoit
®Oenepanymn». Penepanbublil 3aK0oH «O MEPCOHATBHBIX TaHHBIX». [locTaHOBIIEHNE TPaBUTENIBCTBA
P® «llpaBuia noAroToBKH MPaBOBBIX aKTOB (hefiepaibHbIX OPraHOB UCIIOJHUTEIBHON BIIACTH U
UX FOCYAApCTBEHHOU PETUCTPALIUNY.

HopMaTuBHO-MeTOAMYECKOE PETYJIUMPOBAaHUE JEIONPOU3BOJACTBA. l'ocynapcTBeHHas
cucreMa JOKyMEHTAlMOHHOro obecredyeHus ympasineHus. OOmme mnonoxenus. Oomme
TpeOOBaHUS K JOKyMEHTaM U cily>)k0aM aokyMeHTarnuonHoro obecneuenus (I'CA0VY). TOCT P
6.30-2003: YHupUUIUpOBaHHbIE CHCTEMbl JIOKyMEHTAllMW. YHU(PHUIHUPOBAaHHAs cHCTEMa
Opra"nu3anoHHo-pacnopaauTenbHoil qokyMeHtauu. ['OCT P 51141-98 [lenonpon3BoacTBo 1
apxuBHOE Jeno. TepMuHBI M ompenencHus TUMOBas MHCTPYKUHUS IO JEJIONPOU3BOJCTBY B
denepanbHBIX OpraHax MCIOJHUTEIbHOW BiacTH. [lepeueHb THUMOBBIX YIPaBIEHYECKUX
JIOKYMEHTOB, 00pa3yroIuXcs B I€ATEIIbHOCTH OpraHU3alMid, C yKa3aHHEM CPOKOB XpaHEHHS.

AIIP Ne3 «TpebOoBanus K 0JIaHKaM JOKYMEHTOB YIIPaBJICHUS.

[IpoBoautcst B popme cemuHapa o 0O00OIIEHHIO U yIiyOJeHUIO 3HaHUHN C 3JIEMEHTaMU
muckyccuu. Ilonste u Buael 6maHkoB. OOmuii Onank. brank muchma. BiaHk KOHKpPETHOTO
BUJA JIOKyMeHTa. brnaHku ams pabGoTbl ¢ MHOCTpaHHBIMU KOMMaHUSAMHU. ['epOoBbIii OnaHK.
PexBusutel Gnanka. [IpojonbpHOE pacmonokeHHue PeKBU3UTOB OilaHKa. YTJI0Boe (hjaroBoe H
[IEHTPOBAHHOE PACIIOJIOKEHNE PEKBH3UTOB OJIaHKA.

BhinonHeHne MpakTUYECKOro 3a/aHusl MO COCTAaBJIEHUIO YIJIOBOIO U IPOJOJIBHOTO
obpasma OmaHka.



AIIP Ne4 «O0mue npaBuiia opopmiieHHsl yIPaBJIeHYECKHX JOKYMEHTOB.

IIpoBoautcs B hopme cemuHapa 1o 0O0OLIECHUIO U yNIyOJIEHUIO 3HaHUH C JIeMeHTaMu
muckyccu. Ompoc mo marepuanam Jjekiuu 2. IIpakTuueckoe 3HAKOMCTBO ¢ O(OPMIICHHEM
PEKBU3UTOB JOKYMEHTOB YIIpaBJICHHUsI, BbINONHEHNE KOHTPOJIBHBIX 3a/1aHUM

AIIP NeS «CocTaBiieHHe THYHBIX JOKYMEHTOBY.

IIpoBonutcs B popme cemuHapa 1o 0OOOLIEHUIO U YIIIyOJCHHUIO 3HAHUHM C 3JIeMEHTaMU
JUCKYCCUH. 3asBneHus, aBToOMOTpaduu, pe3ioMe, JHYHBIE JOBEPEHHOCTH, PACIIHCKH.
OCHOBHBIE PEKBM3MTHI, IPAaBUIA COCTaBJIEHUS U O(OpMIEHHSA. BbINOIHEHHE KOHTPOJIBHBIX
3aaHui

AIIPNe6 «PabdoTa ¢ JOKYyMEeHTaMHU, COAEePKAIMUMH KOH(PUIEHIIHATbHbIE CBeIeHH D).

[lepeuenp cBeneHMit KOH(DUICHINATBHOTO XapakTepa. [IoHsATHE KOMMEpUECKOW TalHBI.
CBeneHusi, OTHOCAIIMECS K KoMMepueckoil TaitHe. [lopsamok BemeHus AeIONpPOU3BOACTBA
JIOKYMEHTOB, COJIEP)KAIIMX KOMMEPUYECKYI0 TaiHy. 3amura JOKYMEHTOB, COJEpXKaIINX
KOMMEPYECKYIO TaliHY.

HpI/IMeprle HHIAUBUAYAJBHBIC JOMAIIIHUE 3aJaHUS

Ne 1 «Poap JOKYMEHTHPOBAHMS YNPaBJEHYECKOH /JeATeJbLHOCTH B Pa3BUTHH
od1IecTBay.

PexomeHganmm o cocTaBIICHUIO B JOPAOOTKE KOHCIIEKTA JISKIIUH.

PaccmoTpenune naHHOM Tembl HEOOXOAMMO HayaTh C H3YyYEHUS OCHOBHBIX IMOHSATHH
JaHHoW jguctumuinHbel.  [lpm  3TOoM  cienyer  pa3oOpaThCsi € CYLIHOCTBIO — KaTeropuu
«/lokymentupoBanue». bonee nmoxpobHoO cieyeT paccMOTPETh CTPYKTYPY, COAEpIKaHUE, LeIU U
3aa4i JUCUUIUIMHBL, UCTOPUIO Pa3BUTHs JTOKyMeHTooOopora. Jlaiee HE0OXOAMMO H3y4YHTh
COCTaB HOPMATHBHO-METOMYECKOM 0a3bl JOKYMEHTUPOBAHUSI YIIPABIECHUECKON 1eATEIIbHOCTH B
COBPEMEHHBIX YCIIOBUSAX XO034WcTBOBaHUA. OTAEIBHO CIEAyeT pPAacCMOTPETh CTPAaTETUI0
yIOpaBieHUs JOKYMEHTaMH B OpraHM3alldd, a TaKke M3Y4uTh (OpPMBI COBpPEMEHHOU
JOKYMCHTAIHU.

KitoueBble cioBa: JOKYMEHT, JOKYMEHTHUpOBaHME HH(OpMaluu, IOKyMEHTHPOBaHHE
ynpaBHCH‘-IGCKOfI ACATCIIbHOCTH, KJIMHOIIUCB, IIOJINTHKA YpaBJICHUSA JOKYMCHTaMU,
CTaHJApTHU3ALMsl, CTPATETUs YIPaBIeHUs JOKyMEHTaMH, YHU(DUKALUS.

3ananue 1J151 CAMOCTOSITEJILHOM padoThI:
W3yunth kaTeropuanbHbIi anmapar.
JlopaGoTaTh MaTepHabl JEKIHH.
3. TloaroroButhes k pabore Ha nekuuu 1no Teme 1. [IoBTopuTh BOMpOC: CYITHOCTh KaTerOpUU
«JlokyMeHTUpOBaHUE» (yueOHas TUCHUIUTMHA «JJOKyMEHTUPOBAaHHE YIIPABICHYECKOM
4. nesatenbHOCTH», JeKius Nel). BbITh TOTOBBIM K 00CY>XI€HHIO 3TOIO BONPOCA B X0JI€ JIEKLIUH.

™=

Ne 2 «O6umue npaBusia opopMIiIeHHS YIIPABJIEHYECKUX JOKYMEHTOB.

PexomeHgalMm o COCTaBICHUIO U 10pAaObOTKE KOHCIEKTa JieKuuu. M3yuenue MaTepuaios
JAHHOW TeMBI CIeAyeT HauaTh C PACCMOTpPEHUs TpeOoBaHUH K 0(OpMIICHHIO PEKBU3UTOB. Taxxke
clleflyeT M3y4dTh COCTaB PEKBU3MUTOB. Jlanmee HeoOXxomumo pa3zolparbcs ¢ MPUMEHEHHEM U
pacroIoKeHNEeM Ha JIOKyMEHTE PEKBU3UTOB, ONPEAEIUTh UX OOIIre 4epThl U paznuuus. Kpome
TOTO, HY>KHO JIETaJIbHO Pa300paThCs C pa3IMYHBIMU BUAAMHU TEKCTa JOKYMEHTa: TpadapeTHbIH
JIOKYMEHT, aHKeTa, Ta0yuIia, OIaHK.

KitoueBble ciioBa: BU3a coriacoBaHusi, rpu¢ 03HaKOMIJIEHUS, JaTa JOKYMEHTa, 3aroJIOBOK

K TEKCTy, UJIEHTHU(PUKATOP JIEKTPOHHON KOMHUU JOKYMEHTAa, MHTEPBaJ, MOJIHUCH, MOJE
JIOKYMEHTa, PEerMCTPallMOHHBII HOMEpP JOKYMEHTA, PE30JIIOIMS, PEKBU3UT, CTAaHAAPTHBIN JIUCT
OyMaru, ccbulKa Ha PErMCTPALIMOHHBIA HOMEpP U J1aTy JOKYMEHTA, yJIOCTOBEPEHME JIOKYMEHTa,
bopmyIsp.

3agaHue /151 CAMOCTOSITEIbHON pPadoThI:
1. U3yunTh KaTeropuaibHbIi anmapar.



2. JlopaboTaTh MaTepHabl JCKIIUH.

3. IloAroTOBHUTHCS K CEMUHAPY.

4. [ToAroTOBUTHCS K pabOTE HA JICKIIUH 110 TEME

5. [ToBTOpUTH BOMPOC: OCHOBHBIE OCOOCHHOCTH WCIOJB30BaHUsS sI3bIKA B JCIIOBOW IEPEIUCKE
(yueOHast mucHMILINHA «J{OKyMEHTHPOBAHHE YIPABJICHYCCKON NEATEILHOCTHY, JeKIms No2).
BBITh TOTOBBIM K 00CYKJIEHHIO 3TOTO BOTIPOCA B XOJI€ JICKIIHH.

Ne3  «OcobOenHoctu coctaBjieHusi W OQOpPMJIEHHMSI OCHOBHBIX JIOKYMEHTOB
yIpaBJIeHUS.

PexoMeHnganuu 1o cocTaBiIeHHIO U TOPAOOTKE KOHCIEKTA JIEKIIHH.

PaccmoTpenue naHHOM TemMbl HEOOXOJUMO HayaTh C aHajau3a OCOOEHHOCTEH
O(QUIMABHO-/IEIOBOTO CTUJISI 1O CPaBHEHUIO C XYyJ0KECTBEHHBIM, IyOIUIIMCTHUYECKUM,
HAYYHBIM, y4€OHBIM, Pa3TOBOPHBIM CTHUIISIMH SI3bIKA.

[Ipy sSTOM HYXHO MOAPOOHO U3YYUTH JIEKCHYECKHE OCOOCHHOCTH JIOKYMEHTOB:
ynorpeoiaeHue

MapOHMMOB, IUJIEOHA3MOB, HCIIONIb30BaHUWE peueBbIX Kiumie. [locme 3Toro cruemyer
paccMoTpeTh opdorpaduueckue 0coOOEHHOCTH TOKYMEHTOB: NMPHMEHEHHE IMPOIUCHBIX OYKB B
reorpapuuecKrux Ha3BaHUSX, HAUMEHOBAHUSIX OPTaHU3AIIHA.

Kpome Toro, Heo6xomumo oOpaTuTh BHUMaHue Ha opdorpaduyeckue 0COOESHHOCTH
JIOKYMEHTOB: NMPUMEHEHHE NPOMUCHBIX OYKB B TeorpadMyecKuX Ha3BaHUAX, HAUMEHOBAHMSIX
opranmuzanuii. Tak ke cieayeT BbISICHUTh HauOoJiee pacipOCTpaHEHHBIE B TOKYMEHTaX OIIUOKU
CHHTAaKCHCa W IyHKTYaIlMH: TIOPSAIOK CJIOB, COTJIAaCOBAaHHE IOJIEKAIIETO0 M CKa3zyeMoro,
MPUYACTHBIC U JIeeNIpUYacTHbIe 000POTHI, CIIOBOOOPA30BAHHUS.

KitoueBble  cnoBa:  aOOpeBuarypa, JIaKOHU3M  (OPMYJMpPOBOK,  HEUTpasibHas
SKCIIPECCHBHAsI  OKpacKa S3bIKa, HEOJOTu3M, OQUIMAIbHO-IEJIOBONH CTWJb, IOJHOTA
nH(pOpMaIK, CHHOHUMBI, TABTOJIOTUH, ()PA3€0TOTU3MBI.

3aganue 1J151 CAMOCTOATEIbHOI PadOThI:
1. M3yuuTh KaTeropuaibHbIil anmapar.
2. NopaboTaTh MaTepHalbl JEKIUH.
3. IloaroToBuThCsl K padote Ha Jyiekiuu. [loBTOpuTh Bompoc: opdorpaduueckiue 0COOEHHOCTH
JOKYMEHTOB (y4eOHas AUCHHIUIMHA «/[OKyMEeHTHpOBaHHE YIpPaBIEHUYECKOU IESATEIbHOCTH,
nekust Ne3). BeITh TOTOBBIM K 00CYKJICHHIO ATOTO BOMPOCA B XOI€ JICKITUH.

Ne4 «IIpaBuniia ogopmiieHUsI JOKYMEHTOB 110 JJUYHOMY COCTaBY».

[Ipyn wm3ydyeHuu AaHHON TEMBbI CTyJEHTaM HEoOXOauMO pa3o0parbCsi € MPUHIUIAMU
pa3paboTKu Mporpamm yrpapieHus: AokymMeHTamu. Ocoboe BHUMaHME CJeIyeT YAEIUTb
PacCMOTPEHHIO MPOLEAYpPhl MPOEKTUPOBAHMSA M BHEIAPEHHUS JOKYMEHTHBIX CHCTEM. Takxke
CJIeZlyeT OCTaHOBHUTHCS HAa OCOOCHHOCTSAX MOHMTOPUHIA U ayAUTa JOKYMEHTHBIX CHCTEM.

bonee neranbHO HEOOXOAMMO pPacCMOTPETh CYILIHOCTH JIOJITOCPOYHOM MPOrpaMMBI
o0y4eHus

IepcoHala oOpraHu3aluu B 00JacTU yHOpaBlI€HUS JOKYMEHTaMM U [PUMEHEHUS
00yyaromux HHCTPYKIHMH, BKIIOYas 00y4arollyr0 HHCTPYKIUIO CEKpeTapsl.

KitoueBble cioBa: ayauT YIpaBieHHsS JOKYMEHTaMH, KOHBEpTAlMs, METOJO0JIOTHUs
BHEJPEHUs, MUIpalysi JOKYMEHTOB, MOHMTOPHHI, HAJIEKHOCTb JOKYMEHTHOM CHCTEMBI,
MPOEKTUPOBAHNUE TOKYMEHTHON CHCTEMBI, pacIpeIeIEeHHOE yIpaBieHHe, peryaupyonas cpea,
CTpaTerus ynpaBJIeHUsl JOKYMEHTaMHU.

3aanue 1J1s1 CAMOCTOSITEJILHOM padoThI:
1. 3y4unTh KaTeropuanbHbIi anmapar.
2. lopaboTaTh MaTepHabl JEKIUU.
3. IToAroTOBUTBCS K CEMHHAPY.
4. IloarotoBuThes K padbote Ha jekiuu. [IoBTopuTh Bompoc: 001as XxapakTeprucTHKa
JIOKYMEHTHBIX CHCTEM. BBITh TOTOBBIM K 00CYKIEHHIO 3TOr'0 BOIIPOCA B XOJI€ JICKIUH.

Ne§ «Opranuzanusi J0KyMeHTO000pOTa>.
PexomeHgaMu no cocTaBIEHUIO M JOpabOTKe KOHCIIEKTA JIEKLIUH.



B Hayvaite cieyer paccMOTPETh TEPMHHBI «IEIOIPOU3BOJACTBOY, «IOKYMEHTAllUOHHOE

o0ecrieyeHre yNpaBlICHUs», «IOKYMEHTHPOBAHHWE HMHPOPMALUN», «TOKYMEHTHPOBAHUE
yIpaBIEHYECKOH 1eATENbHOCTHY, «JOKYMEHTOIIOTOKIY, «I0KyMEHTO000pOT».

Jlanee HE0OXOAMMO U3YYUTh OPraHU3aLNI0 JOKYMEHT0000poTa. Takke Hy>KHO MOIPOOHO
IPOAHAIM3UPOBATh OCOOEHHOCTH pabOThI C BXOJSAIUMHI U UCXOIALIMMHU JOKYMEHTaMH.

Kpome Toro, HeoOXOIMMO OCTAaHOBUTHCS HA M3YYCHHHM METOJIOB COKpAIICHUS
JIOKYMEHTO000pOTa.

Cnenyer yaenuTh BHUMAHHUE COJEPKAHUIO KOHTPOJIS MCIOJIHEHHSI JIOKYMEHTOB, €ro
JTanam U TEXHOJIOTHH.

KitoueBble cioBa: BHYTPEHHUH JOKYMEHT, BXOSIIMNA JTOKYMEHT, JOKYMEHTOOOOpOT,
JIOKYMEHTOIIOTOKH, HH(OPMALIMOHHO-TIOUCKOBAsl CUCTEMA, UHAEKCALUs JOKYMEHTA, UCXOAALINHI
JOKYMEHT, Kartajor, o0beM JOKyMEHTOOOOpOTa, pallMOHAIBHOE JBH)KEHHE JIOKYMEHTOB,
PETUCTPALIMOHHO-KOHTPOJIbHASL KAapTO4YKa, PETUCTPALUsA JOKyMEHTA, TEXHOJOTMYeCKas CXeMa
JBUKECHHUSI IOKYMEHTOB, SKCIIEIULIUS.

3ajanue 1J151 CAMOCTOATEIbHOI PadOThI:
1. M3yuuTh KaTeropuaibHbIil anmapar.
2. lopaboTaTh MaTepuallbl JEKIHH.
3. IloaroroButhes K pabore Ha Jiekuuu. [IoBTOpUTH BOIIpoc: opraHu3anus J0KyMeHT0000poTa

Ne6 «OcHOBHBIE IPABUJIA OPTAaHU3ALMH PA0OThI C JOKYMEHTaAMU»

PexomeHaMy o coCTaBJIEHUIO M JOpaOOTKe KOHCIEKTA JIEKIHH.

PaccmoTpenune naHHON TeMbl HEOOXOAMMO HAayaTh C M3YYEHHUS POJM HMH(OPMAIMOHHO
CIPAaBOYHON PabOTHI CIIy>KOBI AETONPOU3BOICTBA OPraHU3ALMH.

[Ipu sTOoM cnexyer oOpaTUTh BHUMAaHWE Ha BHIBL, ATambl pa3pabOTKH, pa3/ieibl
HOMEHKJATyphl Aen. Taxke HEOOXOAMMO YSICHMTh, KaK OCYIIECTBIISIETCS TEKyIlee XpaHEHHE
JIOKYMEHTOB M UX HCIIOJIb30BaHUE.

UYT0 03HAYAIOT WINCT-3aMECTUTEIIDY, KKapTa 3aMECTUTEND) ?

Kpome Ttoro, cienyer oxapakTepu3oBaTh 3KCIEPTU3Y LIEHHOCTH JOKYMEHTOB, KpUTEPUU
OLIEHKHU JIOKYyMEHTOB, 0O(pOpMIICHHE €€ Pe3yIbTaTOB, padOTy SKCIIEPTHON KOMHUCCHUU.

Taxxe cnenyer paccMOTpeTh 0COOEHHOCTH MTPOLIECCOB MOJATOTOBKU, U3aHUS, XPaHEHUS U
UCIOJIb30BaHUSI KOH(PUICHIUANIBHBIX JOKYMEHTOB. [laee Hy»KHO MU3y4UTh KaHaJbl BO3MOXKHOM
yTeuku WHGOpMaluu M yTpaTbhl JOKyMEHTOB. M B 3akitoueHHMe HEOOXOIUMO pPaccMOTPETh
TpeOOBaHUS K U3TOTOBJIEHUIO, YUETY, UCIIOIb30BAHUIO U XPaHEHUIO IrepOOBBIX OJAHKOB.

KitodeBble cioBa: akT, Jel0, JOITOCPOYHOE XpaHEHHE JOKYMEHTOB, JIOCTyH K
JIOKYMEHTaM, KOHTPOJIb ACUCTBUM, KOHTPOJIb MECTOIOIOXKEHUS JOKYMEHTa, HOMEHKJIAaTypa I,
OMKCh, IPUMEPHAsi HOMEHKJIATypa J1eJ1, TeKyIllee XpaHEeHUE IOKyMEHTOB, TUIIOBass HOMEHKJIATypa
JI€J1, CBOJIHAsl HOMEHKJIATypa A€Jl, YHUYTOXKEHHE JOKYMEHTOB, dKCIIEPTH3a LIEHHOCTH TIOKYMEHTA.
['ep6oBbIil OaHK, rpud orpaHUyYeHHs JOCTyNa K JOKYMEHTY, 3alUIIEeHHbIH JOKYMEHTO0O0POT,
KOMMepuecKass TaiiHa, KOH(HUIECHIHAIbHBIA JOKYMEHT, MPOMBIIUICHHBIH IIMHOHAX, YIpO3bl
JOKYMEHTaM, IIeHHast UHQOopMaIus.

3agaHue 1J1s1 CAMOCTOSITEIbHOM PadoThI:
1. U3yunTh KaTeropuaJbHbIN armapar.
2. lopaboTaTh MaTepUalIbl JEKIHH.
3. I[ToAroTOBUTHCS K CEMHHAPY.
4. ITonroToBUTHCS K padoTe Ha JeKuH. [IoBTOpUTH BOIIPOC: 3KCIIEPTH3a HEHHOCTH JOKYMEHTOB



INPUJIO’KEHHE 2

OueHovHbIe CPeaCTBA J1JIsl MPOBeAeHHUs] IPOMEKYTOUYHOM aTTeCTALNU
a) [lnannpyemble pe3y/ibTaThl 00y4eHHs U OLIEHOYHbIE CPEICTBA [JIA IPOBEAeHHs MPOMEKYTOUYHON aTTeCTAlNH:

Kon | Nuaukarop | coJep:KaHue

YK-4 CniocoGeH ocyiecTBJIATH A€10BYI0 KOMMYHUKALMIO B YCTHOM M MICbMEHHOI (hopMax Ha rocyaapcTBeHHoOM si3bike Poccuiickoii @enepannu u
HHOCTPAHHOM(bIX) sI3bIKe(aX)

YK-4.1 Brioupaer ctunb oOIIeHUS Bonpocel K 3auery

Ha  pycckoM  s3plke B | 1. Uro Takoe JOKYMEHT, C KaKOU LEIBbI0 OH MOXET CO31aBaThCs?
3aBUCHMOCTH  OT IEIH M | 2 KakoBbl 0COOEHHOCTH JIEJIOBOTO OOIIEHHUs M TyOIMYHBIX BBICTYIIEHH?
ycaoBun TIapTHEPCTBA; | 3 KakoBbl OCHOBHBIE MPU3HAKU KJIACCH(DUKAIINK JOKYMEHTOB?
aMAITHPYCeT  Pedb M CTHIb | 4 - Urg opmMaeTtcs 10 JOKYMEHTAIMOHHBIM O00eCIIeYeHHEM YIIpaBIeHUs?
oOIIeHUsT K  CUTyalusMm
B3AUMOEHCTBIS 5. B d4em cyTh cranmapTH3anuy U yHupUKauu 1oKkymeHTos? Kakue pazpabaTeiBatoTCs CTaHIAPTHI?
6. Uewm omnmuaercs oQopMIleHHEe PEKBU3UTOB 00IIIEro 6JaHKa OT OJaHKa muchMa’?
7. KakoBbI OCHOBHBIC PEKBU3UTHI, UCIIOIB3yEeMbIC I OPOPMIICHUS MPUKA3a U PACTIOPSHKCHUS.
8. Kakwue (hopmMbl IPOTOKOIOB MOKHO UCTIONIE30BATh B YIIPABICHYECKOM JESITENBHOCTH, B YEM HX OTINYHE?
9. Vxkaxwute OCHOBHBIE TPeOOBaHUS K O(POPMIICHHIO IEJIOBOTO MHCHMA.
10. Kakue KoMIIJIEeKChl JOKYMEHTAllMU BKIIOYAET B ce0s1 KaapoBasi HHPOPMALMOHHO-TOKYMEHTALIMOHHAs cucTemMa?
YK-4.2 Bener nenoByio mepenucky N3 «OcodennocTH cocTaBaeHUsI U 0)OPMJIEHNs OCHOBHBIX IOKYMEHTOB YIIPABJIEHUS».
Ha pyCCKOM H HHOCTPaHHOM PaccMoTtpenue naHHOM TeMbI HEOOX0IMMO HayaTh C aHAJIN3a OCOOCHHOCTEH 0(DUIIMATBHO-IEIIOBOTO CTHJIS IO CPABHEHUIO C
A3bIKAX ¢ YICTOM | xy/10KE€CTBEHHBIM, Iy OIMIMCTHYECKUM, HAYYHBIM, YIeOHBIM, PAa3TOBOPHBIM CTHIISAMH S3bIKA.

0CcOOEHHOCTEH  CTHIIMCTHKU
opHUIMANEHBIX ~ TIHCEM U
COLIMOKYJIBTYPHBIX pa3Indui

[Tpr 5TOM HY>KHO MOJPOOHO M3YUHTH JIEKCHYECKHE OCOOCHHOCTH JIOKYMEHTOB: yIOTpeOIeHHE MapOHUMOB, TIEOHA3MOB,
Ucroib30BaHue peueBblx kimme. Ilocie storo ciemyer paccMorpeTs opdorpaduueckue OCOOEHHOCTH JOKYMEHTOB:
NPUMEHEHHUE MTPONHUCHBIX OYKB B reorpanueckux Ha3BaHUAX, HANMEHOBAHHIX OpraHU3alui.

Kpome TOro, Heo6xommmo oOpaTUTh BHUMaHHE Ha opdorpaduueckue OCOOCHHOCTH JOKYMEHTOB: NPHUMEHEHHE
NPONHCHBIX OYKB B reorpaduyeckux Ha3BaHHUSX, HAMMEHOBAaHMSX OpraHm3anuid. Tak ke clelyeT BBIICHUTH Haubolee
pacrnpocTpaHeHHbIE B JOKYMEHTaxX OIIMOKM CHHTAaKCHCa W IyHKTYyalliW: TMOPSOOK CJIOB, COTJIACOBAaHHUE IOJUIEKAIIEr0 U
CKa3yeMoro, IpUYacTHbIC U JIeePHUYaCTHBIE 000POTHI, CIIOBOOOPAa30BaHHSI.

YK-4.3 Beimonnsier i nmuHbIX | «[IpaBuiia opopmiieHHsI JOKYMEHTOB [0 JIHYHOMY COCTaBY».
neacn NCPeBOA | [Tpyn m3ydeHWH AAHHOW TEMBI CTyJIEHTaM HEOOXOAMMO pa3o0paThcs ¢ MPUHIMIIAMH Pa3pa0OTKH MPOrpamMM YIpaBICHUS
OHIHATBHEIX M| nokymenramu. Oco0oe BHUMAHHE CJEAYET YACHUTh DPACCMOTPEHHIO MPOLEAYPbl MPOSKTHPOBAHUS ¥ BHEAPEHUS

npodecCHOHAIBHBIX TEKCTOB
C HHOCTPaHHOIO s3bIKa Ha
PYCCKHI, C PYCCKOTO f3bIKa
Ha UHOCTPAHHBIN

JOKYMEHTHBIX CHUCTeM. TaKke clieyeT OCTAHOBHTHCS HA OCOOCHHOCTSIX MOHUTOPUHTA U ayIUTa JOKYMEHTHBIX CHCTEM.
boiee netanbHO HEOOXOIUMO PACCMOTPETh CYLIHOCTD J0JIOCPOYHOM IPOrpaMMbl 00yUeHUs

NEepCOHANa OpraHu3alMyd B OOJNACTH YIpaBJICHUS JIOKYMEHTAMH W TPUMEHEHHs OOYyYaroluX WHCTPYKLUH, BKIFOYas
00yyYarony0 HHCTPYKLHUIO CEKpeTapsl.




KinroueBrie crmoBa: ayAuT ympaBieHHS AOKYMEHTaMM, KOHBEpPTAlLlMs, METOAOJOTHS BHEAPEHUS, MUCPALUs JOKYMEHTOB,
MOHHTOPHWHT, HAJE)KHOCTh JOKYMEHTHOH CHCTEMBI, POSKTUPOBAHNE JOKYMEHTHOW CHCTEMBI, PACIIPEIEIICHHOE YIIPaBIeHHE,
peTynHpyIomas cpefa, CTpaTerus YIIpaBJIeHUs JOKyMEHTaMH.

VK-4.4 [IyOnmuuHo BBICTYIAaeT Ha «Oprasuzanus 10KyMeHTO000poTa».
PYCCKOM A3BIKE, CTPOUT CBOC B Hawane cnemyerT paccMOTPETb TEPMHHBI «AEJIOMPOHM3BOACTBOY», «IOKYMEHTAIMOHHOE OOECIeueHHE YIpaBiICHHUI»,
BBICTYIICHHC € yHCTOM | (okymeHTUpOBaHME HMH(DOPMALMK», «JIOKYMEHTUPOBAHUE YIIPABIECHUYECKOH JEATENBHOCTH», «IOKYMEHTOIIOTOKM,
ayMTOPHH M LleTH 0BIIeHNS «IOKyMEeHTOoO0OOpoT». Jlamee HEOOXOAMMO W3Y4YUTHh OpraHHM3alHi0 IOKyMeHTooOopora. Takke HYXHO MOIPOOHO
MPOaHaIU3UPOBATH OCOOEHHOCTH PAOOTHI C BXOAALIMMHU M UCXOISAIINMHU JOKYMEHTaMH.
Kpome TOro, Heo0OXOAUMO OCTAHOBUTHCA HAa M3YyYEHHH METONOB COKPALICHHUS JAOKyMEHTooOOpoTa. CremyeT yInenuTb
BHUMAaHHUE COJEPKAHUIO0 KOHTPOJSI MCIIOJIHEHHS OKYMEHTOB, €ro 3TamaM M TexHosnoruu. KiroueBele cioBa: BHYTPEHHUI
JOKYMEHT, BXOJSIIUI JOKYMEHT, JOKyMEHTOO0OPOT, AOKYMEHTONOTOKH, HH()OPMALIMOHHO-TIONCKOBAsI CHCTEMa, HHACKCALHS
JOKYMEHTa, HCXOJSIINA TOKYMEHT, Karajlor, 00beM JOKyMEHT0000pOoTa, palMOHaJbHOE JBIKCHUE JOKYMEHTOB,
PETUCTPALIMOHHO-KOHTPOJIbHASL KapTOUYKa, PErucTpalys NOKYMEHTa, TEXHOJIOTHUECKas CXeMa [BI)KEHUsS IOKYMEHTOB,
9KCHEIUIHSI.
YK-4.5 YerHO IIPEACTABIIACT «O0mue npaBuiia oGpopMJIeHNA YIIPABJIeHYECKHX JOKYMEHTOB.
PE3yJIbTaThl CcBOCiH PekoMeHnanuu mo coCTaBJICHUIO U J0Pa00TKEe KOHCIICKTa JICKIUH. V3yueHne MaTepraaoB JaHHOH TEMBI CJICyeT HadaTh C
ACATCIBLHOCTH Ha | paccMoTpenus TpeGoBanuii K 0POPMIEHUIO PEKBU3HTOB. TaKKe CIENyeT U3y4HTh COCTaB PEKBU3MTOB. Jlanee HEOOXO0MMMO
MHOCTPAHHOM ASBIKS, MOKCT | 1306patRcs ¢ MpUMEHEHHEM ¥ PACIIONOKEHHEM Ha JOKYMEHTE PEKBU3HTOB, ONPEICIUTh HX OOIIHE YePThl U PA3THUHSL
Egli)%?yn;(a;;ﬁ]?ml;op B RN Kpome Toro, Hy:kHO JieTalbHO pa3o0paThCsl ¢ pa3IMYHBIMUA BUAAMHU TEKCTa JOKYMEHTa: TpadapeTHBId JOKYMEHT, aHKeTa,
TabnuIa, OJaHK.
KiroueBeie ciioBa: BH3a COIJIACOBAaHMS, I'PU( O3HAKOMJICHHUS, aTa JOKYMEHTA, 3aroJIOBOK K TEKCTY, MICHTU(DHUKATOP
3JIEKTPOHHON KOIMM JOKYMEHTA, UHTEPBAJI, IIOJIUCH, I10J€ JOKYMEHTA, PETUCTPALMOHHBIA HOMEP JOKYMEHTA, PE30JIIOLMS,
PEKBU3HT, CTAHAPTHBIN JUCT OyMaru, CChlIKa Ha PErUCTPAIMOHHBIA HOMEP M JIaTy JOKYMEHTA, YJAOCTOBEPEHHE IOKYMEHTA,
dhopmymsp.
OIIK-7: CnocoGeH coOCTaBJISATh H 0(pOPMISATH JOKYMEHTBI H 0TYETHI 10 Pe3yJIbTaTaM NPoecCHOHAIBHOM NeATeIbHOCTH
OIIK-7.1 | CocraBnsieT OTUETHYIO Kpoccsopn 1.

JIOKYMEHTAIIHIO 110 UTOTaM
npodeccuoHaNbHON
JIeSITEIbHOCTH B
COOTBETCTBHH C
YCTaHOBJICHHBIMU
NpaBUJIaMU U HOPMaMH.

Ilo zopuzonmanu: 1) 3anuce MHpOpPMAIMKM HA PA3JIMYHBIX HOCHTEISX MO YCTAHOBJICHHBIM IMpaBuiiaM; 2) YCTaHOBJICHHC
KOJIMYECTBA M COCTaBa JOKYMEHTOB B €IWHHUIAX ydeTa M (UKCAIUS NPUHAMISKHOCTH KAXKJIOW EIUHHIBI ydeTa K
OTIpEJICIEHHOMY KOMIUIEKCY W OOIEeMYy WX KOJIUYECTBY B YYETHBIX JOKYMEHTax; 3) YYeTHBIH JOKYMEHT, COJEpIKaIllui
Ha3BaHUE, CBEJICHUS O KOJMYECTBE, COCTaBE JIOKYMEHTOB (OHJa M MECT€ €ro XpaHCeHHs, NpeHa3HAUYCHHBIA IS
[EHTPAIN30BaHHOTO Yy4YeTa JOKyMEHTOB; 4) TmepedeHb O(HUIHMaTbHBIX HAWUMEHOBAHWH XPAHSIIUXCSA, BBIOBIBIIUX U
MOCTYMAIOIINX aPXUBHBIX (DOHJIOB B MOPSIIKE BO3PACTAHHS IPUCBOCHHBIX M HOMEPOB; 5) MPelyCMOTPEHHBIE HOPMAaTUBHBIMU
JOKYMEHTAMH YCIIOBHS HCIIOJIb30BAaHHS apXUBHBIX W KOHMUACHIMANBHBIX JOKYMEHTOB; 6) 1udpoBoe W/HiH
OykBeHHO-IIM(PPOBOE 0003HAUCHUE Je/Ia B HOMEHKJIATYpEe JIeJI OpraHu3al[iy, HAaHOCMMOE Ha ero OOJIO0XKY; 7) CBOMCTBa
JIOKyMEHTa, O00YCIIaBIMBAIOIINAE €r0 KYJbTypHOE, HAyYHOE U T.II. 3Hau€HHUE;, §) BOCCTAHOBIICHHE IMEPBOHAYAIBHBIX WIIH
OJIM3KHNX K TNEpBOHAYAJIbHBIM CBOWMCTB M BHENTHUX IIPU3HAKOB apXHMBHOI'0O HOKYMCHTA, IMOABEPrui€rocs noBpPCKACHUIO HUIIN




paspyleHnio; 9) cpeacTBO THPAXKUPOBAHHUA JOKyMEHTOB; 10) y4eTHBIH TOKYMEHT, COAEPKaIUi TepedeHb TOKYMEHTOB Jiesia
C YKa3aHHEeM TMOpPSIAKOBBEIX HOMEPOB JOKYMEHTOB, WX HWHAEKCOB, Ha3BaHWH, JaT, HOMEpOB IMCTOB; 11) mpumeHeHue
nHGOpPMAIUH JOKYMEHTOB B KYJIbTyPHBIX, HAYYHBIX H T.II. TEJIAX, a TaKKe Ui 0OECTieueHNs] 3aKOHHBIX IPaB M MHTEPECOB
rpaxnan; 12) cmpaBoYHUK, B KOTOPOM MH(OpMAIHs O JOKYMEHTaX paclojioKeHa B COOTBETCTBHU C BBHIOPAHHOW CXEMOM
kiaccudukanyu; 13) T0KyMeHT, MOJHOCTHI0 BOCTIPOU3BOISIINN HH(POPMALIHIO TTOATMHHOTO TOKYMEHTA U BCE €r0 BHEIIHHE
MPU3HAKK WM 9acTh WX, HO HE MMEIOMHNA IOPUANYECKONW CWIbl; 14) M3MeHeHHe MEepBOHAYANBHBIX (HH3UKO-XMMHYECKUX
CBOWCTB JOKYMEHTa MOJ BO3JCHCTBMEM BHEIIHUX M BHYTPEHHHX (akToOpoB; 15) MepBbId WM €IUHUYHBIA IK3EMILIIP
opuLIMANBEHOTO JOKYMEHTa; 16) ropuandeckoe WM (UINUECKOE JHUIO, B JCSITEIBHOCTH KOTOPOro obpasyeTcs
JMIOKyMEHTaIbHBIN o, 17) cpencTBo XpaHeHUs! TOKyMEHTOB.

Ilo éepmukanu: 1) NBIWKEHHWE NOKYMEHTOB B OpPraHM3allMd C MOMEHTA WX CO3JaHUS WM TONYyYEHHsS OO 3aBepIleHUs
WCIIOJIHEHHS WM OTTIpaBiieHus; 18) 3amuch y4eTHBIX TaHHBIX O TOKYMEHTE M0 yCTaHOBJIEHHOU dopMe, pukcupyromas Gpakt
€ro CO3JaHusl, OTHPABICHHUS WM TONYy4YeHHUs; 19) MOKyMEHT WM COBOKYHMHOCTh JOKYMEHTOB, OTHOCSIIHMXCS K OJHOMY
BONPOCY WJIM YYacCTKy JAEATEIbHOCTH W TOMENIEHHBIX B OTAENBHYIO 00NOXKy; 20) opraHu3amus WIH CTPYKTYpHOE
NoJpasesicHne, OCYIIECTBISIIONISE JIUTENbHOEe WM TOCTOSHHOE XpaHEHHE OKOHYEHHBIX JTOKYMEHTOB C WENbI0 HX
WCTIONB30BaHusl; 21) cpencTBO KacCOBOM OPTTEXHUKHY; 22) KOIUS 9acTH TEKCTa JOKyMeHTa, o(popMIIeHHAsI B yCTaHOBICHHOM
nopsizike; 23) CpeACcTBO M3TOTOBJICHHUS M300pa3UTENBHBIX TOKYMEHTOB; 24) CIENHalbHO 000pYTOBAaHHOE MOMEIIEHUE IS
XpaHEeHHUs] apXUBHBIX IOKYMEHTOB; 25) MIOBTOPHBIN AK3EMILISP NOJIMHHNKA JOKYMEHTa, IMEIOIINN I0PUIHYECKYIO CHITY; 26)
(hu3MYECKOe WK IOPUIUIECKOE JIUII0, CO3/IaBIIee JOKYMEHT; 27) o(UIIHAIbHBIN JOKYMEHT, UMCIOIIUHN FOPUIUICCKYIO CHITY U
conieprkanmii THHOPMAIHIO O MPEAMETE 3aIpoca, ¢ YKa3aHWeM MOUCKOBBIX JaHHBIX JOKYMEHTOB; 28) 0TOOp JOKYMEHTOB Ha
XPaHCHHUEC WJIM K YHUYTOXCHHNIO, 4 TAKKC YCTAHOBJICHHUC CPOKOB UX XPaHCHHUA Ha OCHOBC IMPUHATBHIX KPUTCPHUCB.

OIIK-7.2

I'oroBuT U npeacraBiseT
myOJIMYHBIE COOOIIEHUS
nepea LeJaeBoi ayuTopue
10 MUPOKOMY KPYyTY
00II[eCTBEHHO-TIOJIMTHYECKUX
CIO)KETOB, B TOM YHCIIE
HCII0JIb30BaHHEM
MYJIbTHMEIUHHBIX CPEACTB

Bomnpocs k 3auery
11. B gem ocobenHOCTH ODOPMIICHHS TPUKA30B 110 JITYHOMY COCTaBY?
12. Yrto noHumaeTcs 1moJ Opranusaniei JoKyMeHToo0opoTa?
13. Yto Takoe cxeMbl JOKYMEHTO000pOTa, 3a4eM OHU HY>KHBI?
14. C xako#i 111610 pa3padaThIBalOTCS MHCTPYKIIUH 110 JACJIONPOU3BOJCTBY, YTO B HUX HEOOXOAMMO HPEAYCMOTPETh?
15. VkaxxuTe TeXHOJIOIMYECKYIO ITOCIEeI0BATEIbHOCTh 3TAOB pabOThI ¢ BXOAALIMMH JOKYMEHTAMH.
16. KakoBa mocie10BaTesIbHOCTb OIepanuii pu padoTe ¢ BHYTPEHHUMH JOKYMEHTaMH?
17. C xakoii uensto npoBoanuTcs (HOpMUpPOBaHUE Jiell, KaKKHe TIPH TOM HeoOX0AnMO coOIoaaTh TpeboBaHus?
18. Yto Takoe HOMEHKJIATypa JIeJl, C KAKOH LEJIbI0 pa3padaTbIBaOTCsl THIIOBbIE HOMEHKJIATYPBI J1e1?
19. Kakyro nH(DOpPMALIHIO COMEPIKUT HOMEHKIIATypa e’
20. YTo noHMMAETC 1MOJT SKCIIEPTU30H IIEHHOCTH JOKYMEHTa?




0) Ilopsinok mpoBedeHHUS MPOMEKYTOUYHOMH ATTECTALMU, MOKA3aTeJM U KPUTEPUH
OLlCHUBAHMUSL:

[IpomexyTouHass arTecTalysi BKIIOYAET TEOPETHUYECKUE BOIPOCHI, TMO3BOJISIOLINE
OLCHUTL YPOBCHL YCBOCHHUA O6y‘-IaIOH_[I/IMI/IC$I 3HaHI/II71, " NMPAKTUYCCKUC 3adaHUs, BBIABJIAIOIIUC
CTerneHb c(POPMHUPOBAHHOCTH YMEHUU U BIIaJICHUI, IPOBOIUTCS B popMe 3aUeTa.

3ayer Mo JAaHHON NUCIMIUIMHE MPOBOIUTCS B YCTHOW (hopMe Mo Bompocam K 3adery,
KOTOPBI BKJIIOUAET OJJUH TEOPETUYECKUI BOMPOC U OJIHO MPAKTUYECKOE 3a/IaHuE.

Iloka3aTesin U KpUTEPUH OLIEHUBAHUSA

- «3a4TE€HO» - BBICTABISIETCS MPU YCIOBHUH, €CJIM CTYJIEHT IMOKA3bIBACT XOPOLINE 3HAHUS
y4e0HOro Marepuajia IO TeMe, 3HAaeT CYINHOCTh MJWCIHILIUHBI, CBOOOJHO BBIOJIHSET
MPAKTUYECKHE 3a/1aHusl.

HpI/I 9TOM CTYACHT JIOTUYHO M MOCJICAOBATCIIbHO U3JIaraCT MaTcpuall TEMbI, paCKpPbIBACT
CMBIC BONpOCa, JaeT YAOBICTBOPUTENIbHBIE OTBETHI HAa JOIMOJHUTEIbHBIE BOIMPOCHL.
I[OHOJIHI/ITCJIBHLIM YCJIOBUCM IIOJIYUYCHHSA OLCHKM MOrYyT CTaTb XOpOIIHE YCIICXHU IIpH
BBIMIOJTHEHUH CAMOCTOSITETLHOM M KOHTPOJIBHOM paboThl, CUCTEMaTHYecKas akTUBHAs paboTa Ha
MPAKTUYCCKUX 3aHATUAX.

- «HE 3aUTEHO» - BBICTABIIACTCS MPHU YCIOBUH, €CIU CTYJEHT BIAJCET OTPHIBOUHBIMU
3HAHUSAMU O CYIIHOCTH IUCHUIUIMHBI, JAeT HEMOJHbIE OTBEThl Ha BONPOCHI M3 OCHOBHOM
JIATCPATYPhI, peKOMeHHOBaHHOﬁ K KypCy, HC MOXCET OTBCTUTH HAa AJOIIOJHUTCIIBHBIC BOIIPOCHI,
MpeJIoKEHHbIE TIPEToAaBaTeNieM.

Ilpumepnuie 6onpocel K 3auemy

1. Yro Takoe 10KyMEHT, C KaKO! LEJIbI0 OH MOXET CO34aBaThCcs?

2. KakoBbl 0COOCHHOCTH JIeI0OBOTO OOILIEHUS U MyOIUYHBIX BBICTYTIJICHUN?

3. KakoBbl OCHOBHBIE TPU3HAKH KJIACCH(PHUKALNN TOKYMEHTOB?

4. Yrto noHMMaeTcs NOA JOKYMEHTAMOHHBIM 00€CIIeUeHUEM yIIPaBICHUs ?

5. B yem cyTrp cranmaptuzanuu W yHuUKanmu gokymeHToB? Kakume paspabarsiBaroTCs
CTaHJapThI?

6. UYewm oTnmuuaeTcst opopmIIeHHE PEKBU3UTOB 00IIero OiaHka oT OiaHKa nmuckma?

7. KakoBbI OCHOBHBIE PEKBU3UTHI, UCIIOIb3YEMbIE ISl OPOPMIICHHS ITPUKA3a U PACHIOPSIKEHMSL.

8. Kakue ¢popMbI MPOTOKOIOB MOKHO MCIIOIB30BaTh B YIIPABICHYECKOH IEATETLHOCTH, B YeEM UX
oTanuue?

9. VkaxuTe OCHOBHBIC TPeOOBaHUS K OPOPMIICHUIO JAETIOBOTO MTHCHMA.

10. Kakue KOMILIEKCHI JOKyMEHTaIH BKJIIOUAEeT B celst KaJpoBas

MH(POPMALTMOHHO-TOKYMEHTAI[MOHHAS cucTema’?

11. B uem ocobeHHOCTH 0(OpMIIEHHS TPUKA30B MO JUYHOMY COCTaBy?

12. Yro moHUMAETCS ITOJT OpTaHU3aIUeH TOKyMeHTO00opoTa?

13. Yto0 Takoe cxeMbl JOKyMEHTO000pOTa, 3a4eM OHU HYXHbI?

14. C kaxoil nenbio pa3padaThIBAIOTCS WHCTPYKIMH IO JI€JIONPOU3BOACTBY, YTO B HHUX
HEOOX0IMMO MPEIYCMOTPEThH?

15. VkakuTe TEXHOJIOTHYECKYIO IIOCIIEIOBATEIbHOCTh 3TanmoB paboOTBl C  BXOISIIUMHU
JOKyMEHTaMH.

16. KakoBa mocieioBaTeIbHOCTh ONepaIiii mpu padboTe ¢ BHYyTPEHHUMH JTOKyMEHTaMu?

17. C xako#t 1enpo mpoBOAUTCS (GOPMHUPOBAHUE /€T, KaKue MPH 3TOM HE0OXOAMMO CcOOIIoNaTh
TpeboBaHus?

18. Yto Takoe HOMEHKJaTypa Jej, C Kakoi IeNblo pa3padaThIBalOTCs TUIIOBBIE HOMEHKIIATYPbI
nen?

19. Kakyto nH(popmaluio coaep>XxuT HOMEHKIJIaTypa aen?

20. Uto moHUMaeTCs 1MOJI SKCIIEPTH30M IIEHHOCTH JOKYMEHTA



ITPUJIO)KEHUE 3
MeTtoauyeckue peKOMeHAalMHU AJIsl CAMOCTOSITEIbHON PadoThI CTY/IEeHTOB

B nponecce BBINOIHEHUS CAMOCTOSTEIBHOM pabOThl CTYIEHTHl JOJIKHBI HAyYUTbCS
BOCIIPHHMMATh CBEIEHUS Ha CIyX, (UKCHpPOBATh WH(POPMALMIO B BUJE 3alMCEH B TETpalsXx,
paboTaTh C MUCHbMEHHBIMU TEKCTaMH, CAMOCTOATEIBHO U3BJIEKask U3 HUX I10JIE3HbIE CBEACHUS U
opopmisii MX B BHAEC TE3MCOB, KOHCIEKTOB, CHCTEMAaTH3MpPOBAaTh WH(POPMAIMIO B BHIE
3aIl0JHEHUs TaOJIMLl, COCTAaBIEHHs cXxeM. Ba)kHO HayunThCsl BBIIEISTH ITIAaBHBIE MBICIIU B JIEKLIUU
npernojaBarens JUOO0 B MHCbMEHHOM TEKCTE; aHAIM3MPOBATh SBICHHS; ONPEHCISATH CBOIO
HO3MLIHMIO K MOJIyYEHHBIM Ha 3aHATHUAX CBEJIEHHSM, YETKO (JOPMYIIUPOBATh €€; apryMEHTUPOBATh
CBOI0 TOYKY 3pEHHS: BBICKA3bIBATH OLIEHOUYHBIE CYXACHUS;, OCYIIECTBIATh CaMOAHAJIU3.
Heo6xonumMo yuuThCsl BiIaieTh YCTHOM M NHMCBMEHHOM peublo; BECTH IHMAJIOr; y4acTBOBaThb B
JMICKYCCHH;, PacKpbIBaTh COAEp)KaHUE H3ydyaeMoil mpoOJeMbl B MOHOJIOTHYECKOH peun;
BBICTYIIaTh C COOOLIECHUSMHU U TOKJIAZIAMU.

KoncnexT nekuuu. CMbICI IPUCYTCTBUS CTYIEHTA HA JIEKLIUHU 3aKIH0YAET BO BKIIOUEHUU
€ro B aKTHBHBIHN IpoLeCcC CIyIIaHWs, TOHUMAaHUS U OCMBICICHUS MaTepuaia, IoAr0OTOBIEHHOTO
npernoiaBaTeseM. JDTOMY CHOCOOCTBYET KOHCIIEKTHUBHAs 3alHCh MOJYYEHHOH HHMOpMAaIuu, ¢
HOMOILBIO KOTOPO B lalbHENIIIEM MOKHO BOCCTAHOBUTH OCHOBHOE COJIEpKAHUE MPOCITyIIIaHHON
JEKIHH.

J71s1 ycrenmHoro BBIIOJIHEHUSI 3TON pabOThl COBETYEM:

- IOATOTOBUTH OTAEIbHbIC TETPAIU Ul KaXKJO0ro MpeaMeTa. 3alich B HUX JIydllle BECTU
Ha OJHOW CTOpPOHE JIMCTa, YTOOBI TO3/1HEE HAa YHUCTOW CTPAHUIE 3amUCcaTh JIOTIOJIHEHHS,
YTOUYHEHUS, 3aMEYaHus, a TaK)Ke COOCTBEHHbIE MbICIH. C MOMOIIBIO Pa3HOLBETHBIX PyYeK WU
¢romacTepoB MOKHO OyI€T BBIACTUTH 3ar0JIOBKH, PA3/IeNbl, TEPMUHBI U T. 1.

- HE 3alUChIBaTh MOJAPSA BCe, YTO roBOpUT JiekTop. CTapaiitech BHauasie BbICIYLIATh U
NOHATh MaTepuall, a 3aTeM YK€ 3a(pUKCHUpOBaTh €ro, HE YIyCKas OCHOBHBIX IOJIO)KEHUH U
BbIBOZIOB. CoXpaHsAlTe JIOTUKY H310keHus. OOpatuTe BHMMaHHE Ha HEOOXOAMMOCTb TOUHOM
3aIMCH ONPEJICTCHUI U TTOHSATHM.

- OCTaBUTb MECTO Ha CTPAaHHUIE CBOOOJIHBIM, €CIM HE YCIEIM OCMBICIMTH M 3a-IUcaTh
yacTh MHGopManuu. [1o okoHUaHHIO 3aHATHS C IOMOIIBIO OJIHOKYPCHUKOB, ITPENoaBaTelis Win
y4eOHHKA Bbl CMOKETE€ BOCCTAHOBUTH YIYIIEHHOE.

- yIesTh BHUMaHNUE TPaMOTHOMY oopMiieHHIo 3anuceil. Hayunrech rpaduyecku sicHO U
yI0OHO pacrojiaraTh TEKCT: BBIWICHATh a03allbl, MOJYEPKUBATh IJaBHBIE MBICIH, KIIOUEBbIE
CJIOBa, [TIOMEIATh BBIBO/BI B paMKH U T.1. HemanoBakHoe 3HauU€HUE UMEET U YeTKas CTPYKTypa
JIEKLUHU, B KOTOPYIO BXOAMT IIIaH, JOTMYECKH BBICTPOCHHAS] KOHCTPYKIMS OCBEILEHUS KaXA0Ir0
IyHKTa IJlaHa ¢ apryMEeHTaMHM U J0Ka3aTelIbCTBaMH, Pa3bICHEHUSMU U NpPUMEpaMH, a TaKxKe
CIIMCOK JINTEPATYPHI 110 TEME.

- HAY4YUThCS ITUCAaTh pa300punBo U ObIcTpo. UTOOB! B JabHENIIEM HE TPATUTh BpEeMs Ha
pacuppoBKYy COOCTBEHHBIX 3amHcei, CIeAMTE 3a AKKYpPaTHOCTBIO IMOYEpKa, HE HKOHOMbBTE
Oymary 3a cyeT YyIUIOTHEHUS TekcTa. KoHCnekTupys, NoJab3yHTeCh OOIIEPUHATHIMU
COKpAILEHUSIMH CJIOB U YCIOBHBIMM 3HAaKaMM, €CIIM €CTb HEO0OXOAMMOCTb, TO IMpHU-TyMaiTe
COOCTBEHHBIE COKpAILIEHUSI.

- YMeTb OBICTPO M YETKO MEPEHOCUTH B T€TPaJlb rpaduueckue puCyHKU U TaObmuisl. s
ATUX LEJEN MPUTOTOBBTE NIPO3PAYHYIO JIMHENKY, KapaHJall U pe3suHKy. CTapaiiTech Kak MOXXHO
TOYHEE CKONHMPOBATh N300pakeHue ¢ JOCKU. Eclu HarisAHbIN MaTeprai TpyAHO BOCTIPOU3BOIUM
B YCIIOBUSIX JIEKIIMH, TO C/IETIATe €ro CJI0BECHOE OMMCcaHue ¢ 0000MAI0NMMHU BBIBOJAMH.

- IPOCMOTPETh CBOM 3aIMCH IOCJIE OKOHYaHMs JeKuuu. [lomuepkHUTE UM OTMETHTE
pa3HbIMU I[BeTaMH (hiromMacTepa BaKHbIE MOMEHTHI B 3anucsX. VcrpaBbTe HETOUHOCTH, BHECUTE
HeoOXoiuMbIe TonoHeHus. He TpaTbTe Bpems Ha repenuchbiBaHne KOHCIIEKTAa, €CIIU OH OKazajcs
He coBceM yiauHbIM. COBEpIIEHCTBYUTECH, 3aMIUChIBAsI TOCIIEYIOIINE JIEKIUH.

IToaroroBka k cemuHapckuMm 3aHsATHsAIM. CeMuHap — OIUH W3 OCHOBHBIX BHJIOB
MPAKTUYECKHUX 3aHATUN MO0 TYMaHUTApHBIM AucuuiinHaM. OH npeaHa3HaueH i yriayOJIeHHOTro
U3y4YeHUs OTJENBHBIX TeM U KypcoB. 1o ¢popme npoBeneHus ceMuHapbl OOBIYHO MPEICTABISAIOT
co0oii penienne 3aaa4, 00Cy)ACHUE TOKIJIAI0B, Oecemy 1o IJIaHy WA JUCKYCCHIO 10 pobieme.



[ToaroToBka K 3aHATHSM 3aKJIIOYAETCs, IPEXKIE BCErO, B OCBOEHHH TOTO TEOPETUYECKOTO
MaTepHaia, KOTOPhIA BHIHOCUTCS Ha oOcykaeHue. J{ist 3Toro HeoOXoauMO B MEPBYIO OYepeb
HepevYnTaTh KOHCIEKT JEKIMU WIN pa3zeiibl yueOHHKa, B KOTOPBIX IMPUCYTCTBYET YCTaHOBOUHAs
uHpopmanus. M3yueHne peKOMEHJAOBAHHON JHUTEPaTyphl HEOOXOAWMO CHENaTh MaKCUMAaJbHO
TBOPYECKHU — HE MPOCTO YKJIaJblBas B NaMsTh HOBbIE CBEJCHMS, a OCMBICINBAs U AHAIU3HUPYS
MaTepuan. 3aKpenuTh CBOM 3HAHUS MOXHO C IOMOILBIO 3allMCEH, BBINMCOK WM TE3UCHOTO
KOHCIIEKTA.

Ecin cemuHap mnpencTraBieH JAOKJIaJaMH, TO OCHOBHAs OTBETCTBEHHOCTb 3a €ro
IIPOBE/ICHUE JISKUT Ha JoKJIaauukax. Kak cienaTts 3To yclenHo cMOTpUTe B paszzene «Jlokmam.
OpHako poib OCTaJbHBIX YYAaCTHUKOB CEMUHApa HE JAODKHA ObITh naccUBHOW. CTYIEHTSI,
IpOCITyIIaB J0KJaJl, 3alMChIBAIOT KPATKO IJIaBHOE €ro COAEp)KaHUE M 3aJal0T BHICTYNAIOLIEMY
YTOYHSAIOIIME BOMPOCcoB. UeM GoJiee OCHOBATENBHOM ObUIa JOMAIIHAS MOATOTOBKA MO TEME, TEM
aKTUBHEE IPOMCXOAUT O0OCyXIeHHe MpoOIeMHbIX BompocoB. Ha cemuHape Bcsiuecku
MOOUIPSAETCS TBOpYECKAs, CaMOCTOATEIbHAsl MbIC/Ib, JAaeTCsd BO3MOXHOCTb BBICKA3aTh
KPUTUYECKHE 3aMeYaHusl.

becena mno 1maHy mnpezacTaBiseT coOOM 3apaHee IMOJATrOTOBJIIEHHOE COBMECTHOE
00CyX/IeHHuEe BOIPOCOB TEMbl KaKJbIM M3 YYaCTHUKOB. DTa popma noTpeOyeT OT CTYJCHTOB HE
TOJIKO XOpOLIEH CaMOCTOATENbHOM MPOpPa0OTKH TEOPETUYECKOTr0 MaTepuana, HO U yMEHHE
y4acTBOBaTh B KOJUIEKTUBHOM JHUCKYCCUU: KPAaTKO, YETKO U SICHO (POPMYJIMPOBATh M U3JIAratb
CBOIO TOYKY 3pEHHUS Nepel COKypPCHHUKaMH, OTCTaWBaTh MO3MIMIO B HAy4HOM CIOpE,
IPUCOEAUHSTHCS K Uy>)KOMY MHEHUIO WM ONIIOHUPOBATH APYTUM YYaCTHUKAM.

Pedepar — camblil IpocToil U HauMeHee CaMOCTOATENbHBIM BUJ MHCbMEHHOW paboThI.
CyTb €ro COCTOMT B KpPaTKOM H3JI0KEHUH COJEp)KaLIUXCAd B HAy4YHOM JIUTEpaType B3IVIAJI0B U
uzei no 3ajaHHoi Teme. Pedepat He TpeOyeT OpUruHaJIbHOCTH M HOBU3HBL. B HeM onieHuBaeTcs
YMEHHE CTyJIeHTa padoTaTh C KHHUTOW: BBIACIATH U (OPMYJIHPOBATH MPOOJIEMY, OTOMpAThH
OCHOBHBIC TE€3UChl U BCIIOMOTATEIbHbIE JIaHHBIE, JIOTHUECKU BBICTPAUBaTh MaTepuall, TpaMOTHO
0(QOpPMIISITh Hay4HBIH TEKCT.

CrynenTam npejiaraercs J1Ba Bujaa pedeparHbix padoT:

PedepupoBanne HayyHOW JUTEpaTyphl MPEACTaBISET COOON COKpPALIEHHOE U3JI0KEHUE
COJIepKAaHUsl CTaTbU WM KHUTM C OCHOBHBIMM CBEIEHUSIMM M BbIBOZaMu. Takue pedepars
aKTyaJIbHbI TOI'/Ia, KOT/la B IOPUIMYECKUX MCTOYHUKAX MOSBISETCS HOBBIM TEOPETUUECKUM WU
IOpakTUYeCKUd MaTepuanl 1o wusydaemoil Teme. OT cTydeHTa TpeOyeTcs, BHUMATEIbHO
03HAKOMUBUINCH C IEPBOMCTOYHUKOM, MAaKCUMAJIbHO TOYHO U MIOJTHO MEPENaTh €ro CojAep KaHue.
Jns storo uenecoobpazHo BbIOpaTh (opMy MOCIEAOBATENBHOIO HU3JI0XKEHUS MPOYUTAHHOU
KHUTU, HE MEHSSI €€ OOIui TIaH W CTPYKTypy (TJiaBbl, pasnensl, naparpadsi). HeoOxonumo
COXpaHHUTh JIOTUKY IIOBECTBOBAHUS M TI03a00THTHCA O CBA3HOCTH TeKcTa. ABTOpPCKHE,
OpUTHHAJIbHbIE M HOBATOPCKHE MBICIM M UAEU Jydlle NepefaBaTb HE CBOMMH CJIOBaMH, a C
noMoIeio uTHpoBanus. O0beM pedepara OyaeT onpenensaTbes CoAepKaHWeM HCTOYHHKA, a
TaK)Ke ero Hay4yHoOH M MpaKTU4YecKoil 1eHHocThi0. Ho B 11000M ciyyae mpeArnoyYTeHue oTaaercs
KPaTKOCTH U JIJAKOHUYHOCTH, YMEHHUIO OTOMPATh IMTaBHOE U OCBOOOXKIATHCSI OT BTOPOCTEIIEHHOTO.

Pedepat o Teme npencranisier 0030p HayYHBIX B3IJIA0B M KOHUEHIMHI 10 TpoOIeMHOMY
BOIIPOCY B N3y4aeMOM TEME.

- Ecnu BaM mpeuiokeHa Tema Takoro pedepara Ha BbIOOp, TO MPENNOYTEHUE CIEAYeT
OTJaTh TOH, KOTOpas Ui BaC MHTEpecHa WU 3HakoMma. OHa He JI0JKHA ObITh OYEHb CIIOXKHON U
00BEMHOM, B TPOTUBHOM ciy4ae pedepar Oy1eT HaloMUHATh KypCOBYIO paboTy.

- Jlns moArotoBku pedepara CTyJIEHTY HEOOXOJUMO CaMOMy MM C Yy4YaCTHEM
npenoiaBaresns moaoopate UCTOUYHUKH HHpopmaruu. Creayer mo3ab0TUThCS, YTOOBI B BalleM
CIHMCKE OKa3aJMCh HE CllyyailHble, a ILIeHHble B HMH(OPMAIMOHHOM IUIaHE KHHUTH. MOXHO
BBIMIOJHUTH pPabOTy, OOpaTUBLUIMCH M K OJHOMY MCTOYHHMKY — MOCOOHIO, MOHOrpaduu,
uccnenoBanuio. Ho mydie, eciau Bb 00paTUTECh K ABYM-TPEM HAyUHBIM TPYAaM — 3TO HO3BOJIMT
IPEJICTaBUTh MPOOJIEMY C HECKOJIBKMX TOUYEK 3pEHUS M BBICKA3aTh JIUYHbIC IPEATIOYTCHHUS.

- OgHMM U3 TTIaBHBIX KPUTEPUEB OLIEHKU pedepara OyAeT COOTBETCTBUE €T0 COJIEPIKAHUS
3asBiieHHOM Teme. [l 3TOro O€rjgo O03HAaKOMUBLIMCH C TEPBOMCTOYHMKAMH COCTaBbTE
npeaBapuTeNbHBIA MIaH Oyaymiero pedepara, 0003HAUYMB B HEM MPUHLUUIHAIBHO Ba)KHBIC



MOMEHTHI U 3Tanbl ocBeuleHus mpobsieMsl. [locie Toro, kak y Bac MosiBITCA paboune 3amucH 1o
pe3ylbTaTaM H3Y4YeHHS HAydHOUW JHUTEepaTyphl M OOImMpHas MHGOpPMAIUS MO TEME B IEJIOM,
MOKHO OyJeT CKOppeKTHpoBaTh 00wl miaH pedepara. Crapaiitech npu pabdore HajJ HUM
TIIATEIBHO W30aBIATHCS OT «HU3JIMIIECTB»: BCAKOTO poja aOCTPAKTHBIX pPACCYXIACHUM,
Ype3MepHBIX MOAPOOHOCTEH U MHOTOYHMCIECHHBIX MPUMEPOB, KOTOPbhIE «Pa3MBIBAIOTY TEMY HIIU
YBOZAT OT HEE.

CrpykTypa pedepaTta BkIOYaeT B ceOs BBEJCHHE, OCHOBHYIO YacTh U 3akitoueHue. Bo
BBEJCHUU (OPMYIHUPYIOTCS LEIM W 3aJa4d padoThl, €€ akTyaldbHOCTb. OCHOBHas 4YacTh
IpeJCTaBiIsieT co00i Moce0BaTeIbHOE U apTyMEHTUPOBAHHOE U3JI0KEHUE PA3IUYHBIX TOYEK
3peHusi Ha MpoOieMy, €e aHalu3, MpeAroyiaracMple MyTH pEHICHHs. 3aKiIrodeHue o0oOmmaer
OCHOBHBIE MBICITH WM OOOCHOBBIBAET NMEPCIEKTUBBI JAIbHEHIIEr0 MCCieloBaHus TeMbl. Ecimu
pedepar mocraToyHo 0O0BEMEH, TO MOTpeOyeTcs pas3/eleHHue TEeKCTa Ha pas3jaeibl (TJIaBbl,
naparpadsi). MmrocTpaTuBHBIN MaTepuan — TaOIUIIbI, CXeMbI, IpaQIKu — MOTYT paciojaratrbcs
KAaK BHYTPU OCHOBHOM 4acTH, TaK U B paszeie «lIpuioxenue.

O0nem pedepaTa 3aBUCUT OT IIEJICH U 3a/1a4, peniaeMbix B padore — oT 5 10 20 cTpaHuIl
MAIIMHOIIMCHOTO TEKCTa 4Yepe3 JBa MHTepBaia. Eciu B 3a1aHUM, BBIJAHHOM IIPEIIOIaBaTEIIEM
00BeM, HE OTOBapHUBAETCSA, TO CIEyEeT UCXOTUTh U3 Pa3yMHOM 11eJ1ecO00pa3HOCTH.

B pedepare B 00s13aTenbHOM MOPSAIKE Pa3MENIAOTCS TUTYJIbHBIA JIUCT, TUIAH WM
OTJIaBJICHHE Pa0OTHI, @ TAKXKE CITUCOK UCIIOIb3yEMOM JTUTEPATYPHI.

OOblyHO pedepaT MOMKET 3aYUTHIBACTCS Kak MHUCbMEHHas paboTa, HO HEKOTOpPbIE
IPENoIaBaTeNI MPAKTUKYIOT MyOJMYHYIO 3ammTy pedeparoB WM HX «O03ByYHMBaHUE» Ha
CEMHUHAPCKUX 3aHATHUSIX. B 3TOM ciiyyae HEOOXOAUMO MPUIIOKUTE JOTOTHUTENbHbIC YCUIHS AJIst
MOJTrOTOBKH ITyOJIMYHOTO BBICTYIUICHUS 110 MaTepuaiaM pedeparHoil paboThI.

Jlokaan mpeactaBisieT coOoil  ycTtHyro ¢opMy coobmieHuss uHbopmanuu. OH
UCTIOJIB3YETCS B By3€ Ha CEMHHAPCKHX 3aHATHAX M HA HAYYHBIX CTYJICHYECKUX KOH(PEPEHIHIX.

[ToaroroBka A0OKIaAa OCYIIECTBISETCS B JIBa dTala: HaNMCaHUE MHUCbMEHHOTO TeKCTa Ha
3aJJaHHYI0 TE€MY W TOJTrOTOBKAa YCTHOTO BBICTYIICHHS IEpe] ayIUTOpUEH CIlymarenei c
ocBellleHueM 3Toi TeMbl. [IucbMeHHbIl nokaan opopmisieTcs Kak pedepar.

[Tpu paboTe HaJ AOKIAZIOM CIEIYET yUeCTh HEKOTOPbIE CeU(pUIecKe 0COOEHHOCTHU:

» O0OBeM J0KITaaa JOJKEH COTIIaCOBBIBATHCS CO BPEMEHEM, OTBEJICHHBIM JUIS BBICTYIUICHUS.

» [lpu BEIOOpE TEMBI HY’)KHO YYHUTHIBAaTh HE TOJILKO COOCTBEHHBIE HHTEPECHI, HO 1 MHTEPECHI
NOTEHIMATBHBIX chylaresel. Bame coobuienre HeoOX0MMO COTIIacOBBIBATh C YPOBHEM 3HAHHM
U IOTPEOHOCTEN MyOIUKH.

» IloAroToBIEeHHBIH TEKCT AOKIAa JOJHKEH XOPOIIO BOCHPUHUMAThCA Ha ciyX. Jlaxke ecnn
0TOOpaHHBIN BaMU MaTepHall CIIO’KEH W HEOAHO3HAYEH, TOBOPUTH JKEJIATEIILHO MPOCTO U SICHO, HE
neperpyxas pedb HayKooOpa3HbIMH 000pOTaMH U crielu(pUuIecKUMU TEPMUHAMHU.

Crnemyer OTMETHTB, YTO MHOT/IA MIPEToiaBaTellb He TpeOyeT OT CTYJACHTOB MUCHMEHHOTO
BapHUaHTa JIOKJIaZia U OLIEHUBAET UX paboTy UCKIIOYUTEIHHO MO YCTHOMY BBICTyIUIeHHIO. Ho
3HAYUTEIBHO Yallle MACBMEHHBIN JIOKJIAJ TMPOBEPSETCS U €r0 KA4eCTBO TaKKe OIIEHUBACTCS B
6amutax. BHe 3aBHCHMMOCTH OT TOTO, HY’)KHO WJIM HE HYXHO OyJeT caBaTh Ha NMPOBEPKY TEKCT
OyAymiero BBICTYIUIEHHS, COBETYEM HE OTKa3bIBaThCS OT NMHUCHMEHHON 3amiCH JIOKJIaga. ITO
MOMOJKET M30eXaTh MHOTUX OIIMOOK, KOTOpBIE CIy4aroTcs BO BpeMs YCTHOW MMIIPOBM3AIIUU:
OTKJIOHEHUE OT TeMbI, HAPYIICHHUS JIOTHIECKON TIOCIIeI0BATEIIbHOCTH, HEOPEKHOE OOpalieHue ¢
UTAaTaMU, 310yHoTpebsIeHre IeTaasiMi U T.1. Ecau BBl X0OpoI110 BiajieeTe HaBbIKaMU CBOOOTHOM
peun u oOnagaere BBICOKOW KyJIbTYpOH MBINIICHHUS, TO 3aMEHUTE IHCHMEHHBIH JOKJIaJ
COCTaBJIEHUEM Te3UCHOro IuiaHa. C ero momoupbio 3apUKCHUPYHTE OCHOBHBIE MBICIM U UICH,
BBICTPOITE JIOTHKY TIOBECTBOBAaHUS, OTOEpPHUTE SPKHWE W TOUYHBIE TpPUMEPHI, chopMymupyiire
BBIBO/IBI.

[Tpu MOATOTOBKE K YCTHOMY BBICTYIUICHUIO BO3bMHUTE Ha BOOPYKEHHE HEKOTOPHIE COBETHI:

» Jlyymmii BapuaHT BBICTYIUICHHS IIepe] ayIuTOpueil — 3TO CBOOOJAHAs pedb, HE
OCJIOKHEHHAs YTeHHeM TekcTa. Ho ecnu y Bac He BRIpabOTaHO yMEHHUE O0IIAThCS C IMyOJIUKOM 0e3
OyMa)KKH, TO HE MBITAUTECH CAENaTh 3TO Cpa3y, 0e3 MoAroToBKU. OCBaMBaTh 3TOT OMBIT HYXHO
MOCTETICHHO, OT JOKJIa/1a K JIOKJIay yBeITMYnBasi 00beM peur 0e3 3ariisiibIBaHHsI B TEKCT.



» Ecnm BBl HaMepeHBI CUMTHIBATH JIOKJIAJ C 3aroTOBJICHHBIX MUCHMEHHBIX 3aIllUCed, TO
nocrapaiTech, 4ToObl YTEHHE OBLIO «XYIO0XKECTBEHHBIM»: O0O3Ha4alTe may3oil JIorndyeckue
Hepexo/bl OT YaCTH K YaCTH, BBLAEISANTE MHTOHAIMOHHO 0COO0 Ba)KHBIE MBICIM M apryMEHTBI,
BAPBUPYUTE TEMII PEUH.

» UYwuras OOKIan, HE TOPONMTECH, JENATe 3TO Kak MOXHO crokoinee. [lomuwmTe, 4TO
CKOPOCTb IIPOM3HOLICHUS TEKCTa Mepe]] CIyIIaTeIsIMU BCerja A0JKHA ObITh O0jee MEAJICHHOH,
4YeM CKOPOCTb Balll€i IOBCEJHEBHOU PEUH.

»  CaepbTe NHUCbMEHHBIN TEKCT C XPOHOMETPOM, JJISl TOTO IPOUUTANTE €r0 HECKOJIBKO pa3 ¢
CEKyHIOMEPOM B pyKax. B cirydae, ecnu JOKJIa[ OKaKETCS CIUIIKOM JJIMHHBIM WM KOPOTKHM,
IIPOBEUTE €r0 PEKOHCTPYKUHUI0. OQHAKO BMECTE C COKpPALICHUSMHU WIN JOINOJIHEHUSMU He
«morepsite» TeMy. He momnaBaiiTech MCKYIIEHHIO paccKa3aTb BCE, YTO 3HAETE — IIOJHO U
nopoOHO.

» OOparute BHUMaHKE Ha TeMOp U cwry Bamero ronoca. O4eHp BaKHO, 9YTOOBI Bac OBLIO
CIIBIIIHO B CaMbIX OTHAJIEHHBIX YaCTAX ayJUTOPHH, U IIPU 3TOM Bbl HE «IUIYIIMJIW» BOJIM3U Bac
HaxoJsLIMXCsl ciymaTeneil. Bapeupyiite TemMOp peun, OH HpuIacT el BBIPA3UTENBHOCTb U
MIOMOJKET M30€KaTb MOHOTOHHOCTH.

» Cneaure 3a CBOMMH KecTaMH. Upe3aMepHasi KECTHKYJISALUS OTBICKAET OT COICPIKaHHS
JIOKJIaJa, a TMOJHOE €€ OTCYTCTBHE CHMXKAeT ACUCTBEHHYIO CHIy BbICTyIUleHMs. Ilocrapaiitech
n30aBUTHCS OT JKECTOB, IEMOHCTPUPYIOIIMX Ballle BOJIHEHHE (KOTa KPYTATCS PyUKH, TEpeOsITCs
IYTOBHULIBI, 3aJaMbIBalOTCs Manblibl). Mcrnonb3yiiTe *ecTbl — BbIpa3uTeNIbHbIE, ONUCATEIbHBIE,
HoJipakaTesbHble, YKa3yIOIUe — JUIsl IOJIHOTHI IIepejaur BallluX MbICIIEH.

» YcTaHOBHTE 3pHTEIIBHBII KOHTAKT ¢ ayauTopueil. He cTtout Bce BpeMsi CMOTPETh B OKHO,
OIlyCKaThb IJ1a3a WU COCPEOTaYUBATLCS Ha TeKcTe. CTapalTech 3pUTENbHO OOIIATHCS CO BCEMU
CIlyIIaTensiMu, IEpeBO/A B3I OT OHUX K ApyruM. He oOparaiite BHUMaHMe Ha OMO3/1aBIINX U
HE IpephIBacTe CBOM JoKia] 3ameuanusiMu. Ho BmecTe ¢ Tem cieauTe 3a peakuuei myOauKky Ha
Ballle BBICTyIUIEHHE (0100peHHe, YCTalloCTh, MHTEpEC, CKYKy) U €CIIH CMOXKETe, BHOCHUTE
KOPPEKTUBBI B pe€Ub C LIEIbIO NOBBILIEHHSI HHTEPECA K €r0 COJIEPIKAHUIO.

» OrtBeyaTh Ha BOIPOCHI B KOHIIE BBICTYIUIGHHS HaJ0 KpPaTKO, YETKO M YBEpEHHO, 0e3
JUIIHUX ToJpoOHocTel 1 noBTOpoB. Iloctapaiitech nmpeayranate BO3MOXHBIE BOIIPOCHI CBOMX
CIIylIaTeseil U MOATOTOBUTHCS K HUM 3apaHee. Ho ecnu ciydyuTcs, 4TO BBl HE 3HAETE OTBETA Ha
3a/laHHBIM BaM BOIIPOC, HE OOWTECh B 3TOM MPU3HATHCA. DTO 3HAYUTEIBHO JIyUllle, YeM OTBEYaTh
HE 110 CYLIECTBY MJIM OTIIY4YUBATHCS.

» IlpoBeante reHepabHYIO PETIETUIIMIO CBOETO JOKJIA/A Tepel APY3bsIMUA W OJIH3KUMH.
OTO TOMOXET 3apaHee BBbISIBUTh HEKOTOPbIE HEJIOCTAaTKU — CTHJIMCTHUYECKH Cla0dble MecTa,
TPYJIHOIIPOU3HOCHUMBIE CI0Ba U (Ppasbl, 3aTSHYThIE BO BpEMEHU YacTH U T.1. [Ipoananusupyiite
CBOIO JIMKIIMIO, MHTOHAIIMH, JKecThbl. CaenaiiTe Tak, YTOObI OHU TOMOTAJIM, @ HE MEIIAIHN YCIELUIHO
MPEJICTaBUTh MMyOIUKH MOATOTOBICHHBIA BaMU JOKJIaI.

IIpe3eHTanusi — COBPEMEHHBIH C€HOCO0 YCTHOrO WM NUCBMEHHOTO IPEICTaBICHUS
MH(}OpPMaLIUHU C UCTIONb30BAHUEM MYJIbTUMEIUIHBIX TEXHOJIOTHI.

»  CymecTByeT HeCKOIbKO BapUAHTOB MTPE3CHTALINH.

»  IlpeseHTanus ¢ BHICTYIUIEHHEM JOKJIATIUKA

»  IlpeseHTanus ¢ KOMMEHTapUsIMH JOKIaTUNKa

» IlpeseHTanus IUIsi CAaMOCTOSITETFHOTO MPOCMOTPA, KOTOpAasi MOKET JAEMOHCTPHPOBATHCS
nepes ayIuTopuen 6e3 ydacTHst JOKJIaauuKa.

[ToaroToBka mpe3eHTaly BKIIOYAET B €051 HECKOJIBKO 3TAIOB:
1. [InanupoBaHue Npe3eHTaLMH
OT 0TBETOB Ha 3TU BOMPOCHI OYAET 3aBUCETh BCE MOCTPOCHUE MTPE3CHTALINHU:

» KakKoBO TpeIHa3HAYCHUE W CMBICI NPE3eHTAIMH (IIEMOHCTPAIMs PEe3yJIbTaTOB HAYYHOU
paboThl, 3alIUTa JTUIUIOMHOTO MTPOEKTA U T.1.);

» Kakylo poib OylIeT BBINOJHATH IMPE3CHTALUS B XOJE BBICTYIJICHUS (COMPOBOXICHHE
JIOKJIa/1a WIN €r0 MIUTIOCTpaLus);

» KakoBa Liellb pe3eHTalnu (MHPOPMUpPOBaHUE, YOSIKICHHE HITH aHAITU3);

» Ha Kakoe BpeMs pacCUUTaHa Mpe3eHTanus (KOPoTKoe - 5-10 MUHYT HITH TTPOIOIDKUTEITHHOE
- 15-20 munyT);



» KakoB pa3Mep W cocTaB 3puTelbckod aymutopun (10-15 dwemoBexk wmimm  80-100;

IPEernoIaBaTeN , CTYCHThI WM CMEIICHHAs ay TUTOPHS).
2. CtpykTypupoBaHue nHGOpMAaIIu

» B IPE3CHTAIMU HE 0JDKHA ObITh MeHee 10 cimaiioB, a 001Iee UX KOJTMYECTBO MPEBHIMIATH
20 - 25.

»  OCHOBHBIMU TPUHIMIIAMH TIPH COCTABJICHUHU IPE3CHTALMH JOJDKHBI OBITH SCHOCTH,
HarJsIIHOCTD, JIOTHYHOCTD M 3alIOMMHAEMOCTh;

»  Tpe3eHTauusi JOJDKHA HMETh CICHApHH M YETKYI0 CTPYKTypy, B KOTOpOH OyayT
OTpa’keHbl BCE MPUUUHHO-CIICICTBEHHbIE CBSI3H,

»  pabota Haj Mpe3eHTalel HAUMHACTCA MOCTe THIATEIBHOTO 00 1yMBIBAaHHS U HATTMCAHUS
TEKCTa JI0KJIaJa, KOTOphIH HE0OXO0AMMO pa3OuTh Ha (pparMeHTHl U OOO3HAYMTH CBSI3aHHBIE C
KaX/IbIM U3 HUX 33J1a4¥ U JCHCTBUS;

»  TEpBBIM IIar — 3TO ONpe/eNeHHE TJIaBHOW HAEH, BOKPYI KOTOPOH OYIET CTPOUTHCS
[IPE3CHTALINS;

»  4YacTb MH(OpMAIMKM MOXKHO MEPEBECTH B JBa THUIIA HATJIAHBIX MOCOOMIl: TEKCTOBBIC,
KOTOpBIE TIOMOTYT CIIYIIATENISIM CIEIUTh 33 XOJ0M Pa3BEPThIBAHUS apryMEHTOB H rpaduyeckue,
KOTOPbIE UUTIOCTPUPYIOT IJIaBHbIE TYHKTHI BHICTYIUIEHHUS U CO3/1al0T SMOLIMOHAJIbHBIE 00pa3bl.

»  CIOETHI MPE3eHTALUN MOTYT Pa3bsACHITh WM WUIIOCTPUPOBATH OCHOBHBIE MOJI0KEHHS
JIOKJIaJia B CaMbIX pa3HOOOPA3HBIX BapUaHTaX.

OueHp BaXHO HAWTH TNpPaBWIBHBIA OamaHC MEXAY peublo JOKJIaJAuuKa M
COIPOBOXKAAIOIIUMHU €€ MYJIbTUMEIUUHBIMU 3JIEMEHTAMU.
Jist 3TOTO LIETECO00pa3Ho:

» OmpeneNnuTh, 4TO OyJeT MpEeACTaBICHO Ha KaXJAOM Ciaiae, 4ro OyAeT B 3TO BpeMs
TOBOPUTHCS, KaKk OyJeT cAeaH Nepexo K cielyrolemMy claiay;

» caMble BaXHBIC MJIEU U MBICITH OTPa3uTh U Ha cilaiax W MPOU3HECTH CIOBAaMH, TOTIa KaK
BTOPOCTENEHHbIE — JIM00 CI0BaMH, JIMOO Ha claigax;

» uH(pOpMAIUIO Ha Clalax MPEICTaBUTh B BUJIE TE3MCOB — OHU COIPOBOKIAIOT MOAPOOHOE
U3JI0KEHNE MbICIICH BBICTYIAIOIIETO, @ He HA000POT;

» ISl pa3bsACHEHHUS MOJIOKEHHH JTOKIJIaa UCIIOIb30BaTh pa3HbIe BUIBI CIIAWIOB: C TEKCTOM, C
TabIMIaMu, ¢ AMarpaMMaMu;

» mo0ast Ipe3eHTaIus T0JHKHA UIMETh COOCTBEHHYIO JIpaMaTypruio, B KOTOPOH €CTh:

«3aBsi3Ka» - MPOOYkKAEHUE UHTEpeca ayTUTOPUU K TeMe COOOIIEeHUs (IPKUH HarJIsAHbIHA
npuMep);

«pa3BUTHE» - IEMOHCTPALMsI OCHOBHOM HH(pOPMAIIUHU B JIOTHYECKOH MTOCIIE10BaTEIbHOCTH
(ueperoBaHNE TEKCTOBBIX U IpaUuEeCKUX CIaiI0B);

«KyJIbMMHAIIUS» - TPEACTaBIEHHE CaMOro TIJIaBHOTO, HOBOIO, HEOXKUJAHHOTO
(3MOLIMOHATIBFHBIN peYeBOM WM WILTIOCTPATUBHEIN 00pa3);

«pa3BsA3Ka» - HOpMyIUpPOBaHHE BBIBOAOB WIN MPAKTUYECKUX PEKOMEHAALUH (BUICOPST).

3. OopmieHue npe3eHTaum

OdopmiteHne mpe3eHTay BKI0YaeT B ce0sl CIEAYIONIYI0 0053aTelIbHY0 HH(OPMAIIHIO:

TUTyJIBHBIN TUCT

- IPEJCTABISAET TEMY JI0KJIa1a U UMS aBTOpa (MM aBTOPOB);

- Ha 3alMTe KypCOBOM MM NUIJIOMHON paboThl yKas3bIBaeT (PaMMIMI0O W WHHUIIHAJBI
HAYYHOT'O PyKOBOJMTEISI MIIM OpTaHU3aINH;

- Ha KoH(epeHIUIX 0003HavaeT AaTy U Ha3BaHUE KOH(EPEHIUH.

[Tnan BRICTYIUICHUS

- (hopmynHpyeT ocHOBHOE coiepkaHue 10kiIaaa (3-4 myHkra);

- (huKcupyeT MopsAA0K U3JI0KEHUs HHPOpMaIuy;

ConeprxaHue npe3eHTanuu

- BKJIFOYAET TEKCTOBYIO U TpapuuecKyto HH(POpMAIHIO;

- WUTIOCTPUPYET OCHOBHBIE TYHKTHI COOOILIEHNUS;

- MOKET MPEJICTABIATh CAMOCTOSITEIbHBIN BapHAHT JOKJIA/a;

3aBepiieHne

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



- MOJKET BKJIFOUAaTh CIIUCOK JIUTEPATYPHI K JOKIANY;
- COJICPXKHT CJIOBA 0JIaroJapHOCTH ayAUTOPHUH.
4. JInzaitn npe3eHTaluuu
TexcToBoe opopmiieHHE
» He cTouT 3an0NHATH CIalij CIMIIKOM OOJBIIMM 00beMOM MH(OpPMALUH - JIydIle BCETo
3armoMuHaloTCcs He Oosiee 3-X akToB, BEIBOJIOB, ONPEICTICHHIA.
» OntuMaabHOE YMCIIO CTPOK Ha ciaiiae — 6 -11.
» Kopotkue ¢pasbl 3aOMHHAIOTCS BU3yalbHO Jyulne. [IyHKTHI TepeyHeld He JIOJDKHBI
IPEBBIILIATh JBYX CTPOK Ha (pa3y.
» HauGonbimas 3(QQEKTUBHOCTh JIOCTHraeTcs TOrJa, KOTJa KIIOYEBbIE IYHKTBI
0TOOpa)karoTCs 110 OHOMY Ha Ka)/I0M OTJI€IbHOM Claiifie
» EcnM TEKCT COCTOMT M3 HECKOJbKHX a03aleB, TO HEOOXOJMMO YCTaHOBUTH Kpac-HYIO
CTPOKY M MHTEPBAJ MEXAy a03alamH.
» KiroueBble cnoBa B HMH(GOPMALMOHHOM OJIOKE BBIIENSIOTCS IIBETOM, IIpudTOM wMin
KOMITO3ULIIOHHO.
» HWudopmanuio mpearnodTuTenbHee pacroiaratb TOPU30HTAIBHO, HaNOOIee BaXHYIO - B
LIEHTpE KpaHa.
» He crmenyer 310ynotpeOnsaTh OONBIIMM — KOJMYECTBOM IIPEIJIOTOB, Hapeywi,
IpUJIaraTeabHbIX, BBOJHBIX CJIOB.
» lludpossie MaTepuansl ydie IPeJACTaBUTh B BUAE rPpaMKOB U JUarpaMM — TaOJIHIIBI C
1M (POBBIMU TAHHBIMU Ha CJIaliJIe BOCIPUHUMAIOTCS IJI0XO.
» Heo0Oxoanmo oOpaTUTh BHUMaHWE HAa TPAaMOTHOCTh HamMcaHus TekcTa. OmmoOKu BO Bech
9KpaH MPOU3BOJAT HENPUATHOE BIIEUATICHUE
[pudroBoe opopmieHne
»  Wpudts 6e3 3aceuek (Arial, Tahoma, Verdana) uurarorcs jerue, yem rporecku. Hemb3s
CMEIINBaTh Pa3JInYHbI €TUIIBI IIPUPTOB B OJJHOM MPE3ECHTALIUH.
»  llpudToBoil KOHTPACT MOKHO CO3JaTh MOCPEIACTBOM pa3Mepa IpHuQTa, ero TOJIIINHBL,
HauepTaHus, GOpMBbI, HANIPaABIICHUS U 1[BETA;
»  Jlns 3aronoBka rogutces pasmep mpudra 24-54 myHkra, a A Tekcra - 18-36 myHKTOB.
» Kypcus, nmomyepkuBaHue, >KUPHBIA MIPUPT HCIOIB3YIOTCS OTPAHHMYEHHO, TOJBKO JIIS
CMBICJIOBOT'O BbIJIETICHUS] ()ParMEHTOB TEKCTA.
»  Jlns OCHOBHOTO TEKCTa HE PEKOMEH/IYIOTCS TIPOITUCHBIE OYKBBI.
[{BeToBOE OopMIeHHE
» Ha omHOM craiife He ucronb3yercst 0ojee Tpex HBETOB: (OH, 3ar0JI0BOK, TEKCT.
» LBer mpudra u 1BeT PoHa TOHKHBI KOHTPACTUPOBATH — TEKCT JOJDKEH XOPOIIIO YUTATHCS,
HO HE pe3aTh riasa.
» Jns doHa nmpeArnodTuTeNbHEE XOIO0AHBIE TOHA.
» CymecTByIOT He coYeTaeMble KOMOMHAWH I1BeTOB. OO 3TOM MOKHO y3HATh B CIICIIHATBHON
JUTepaType.
» UepHbIi IIBET UMEET HETATUBHBIN (MpauHBIi ) MOATEKCT. belblii Ha YepHOM YUTaETCA III0XO0.
» Ecmu npesenTtanus 0oJbInasi, TO €CTh CMBICT pa3AeiuTh € Ha YacTH C MOMOIIBIO [[BETa —
pa3HbIi IBET CIIOCOOEH CO3/1aBaTh Pa3HbI YMOIMOHAIBHBIA HACTPOH.
» Henb3s Be1Oupath (hOH, KOTOPBIH COEPIKUT aKTUBHBIA PHCYHOK.
KommnozuimonHoe odopmienne
» Cnenyer cobironats equHbIN cTHIb opopmieHns. OH MOXET BKITIOYATh OIPEIeIeHHBIN
mpudT (rapHuTypa M 1BeT), (OH IBeTa WM (OHOBBIH PHCYHOK, NEKOPATUBHBIM 3JIEMEHT
HEOOJIBIIIOTO pa3Mepa H T.]I.
»  He mpueminiemsl cTHIIH, KOTOpBIE OyIyT OTBIEKATh OT PE3EHTAIHH.
»  KpynHble 00bEKTHI B KOMITO3UIIMH CMOTPSITCST HEBAYKHO.
»  BcnomorarensHas uH(popMaIus (yrnpapisiolie KHONKH) HE JOJDKHA MpeodianaTh Hal
OCHOBHOM (T€KCTOM U WJLTFOCTPAIIHEH ).
»  Jlns cepbe3HOU Mpe3eHTaIlMy OTOUPAIOTCS MIA0JIOHBI, BEITIOJIHEHHBIC B JIEIOBOM CTHIIE.
AHnMarmonHoe ohopmIIeHHE



» OcHOBHas pojb AHMMAIMK — JO3MPOBaHHMA HH(MOpMALUH. AyAWTOpHS, KaK IPaBHIIO,
JydIlle BOCOIPUHUMAET HHPOPMALIUIO TIOPIUAMHU, HEOOIBIIUMH 3pUTEIFHBIMU (PparMEeHTaMHU.

»  AHMManus HMCHOJb3yeTcs Ul MPUBJICYCHUS BHUMAHUS WIN JIEMOHCTpAIMU PAa3BHTHS
Kakoro-i11bo mporecca

» He crour 3moynorpe0nsTh aHUMAUMOHHBIMH 3((EeKTaMu, KOTOpPHIE OTBJIECKAIOT OT
COJIEpKaHusl WIM YTOMIISIOT IJ1a3a YUTAOLLETO.

»  Oco0eHHO HeXenaTelnbHO YacTOe MCIOJIb30BaHHE TAKMX aHUMALMOHHBIX 3(PdeKkToB Kak
BBUIET, BPAlLlCHNE, BOJIHA, TOOYKBEHHOE MOSBICHHE TEKCTA.

3ByKoBO€ OpopMIICHHE

» My3bIKaJIbHOE CONPOBOXKICHUE MTPU3BAHO OTPA3UTH CYTh MM NOAYEPKHYTH OCOOCHHOCTH
TEMBI Cllaii/la WJId BCEH Mpe3eHTalUM, CO3AaTh ONPEACIICHHbIN YMOIMOHATIbHBIA HACTPOU.

» My3biKy LeliecooOpa3HO BKIJIOYATh TOT/IA, KOTAA MPE3CHTAalMs HIeT 0e3 CIOBECHOTO
COIIPOBOKIECHHUS.

» 3BYKOBOE COIPOBOXJICHHE MCIIOJIL3YETCS TOJILKO 10 HEOOXOIUMOCTH, TOCKOIBKY Jaxe
(boHOBast TUXasg My3bIKa CO3/Ia€T U3IHUILHUM ITyM M MEIIaeT BOCIPUATHIO COACPIKaHUS.

» HeoOGxomuMo BBIOpaTh ONTHUMAIBHYIO TPOMKOCTH, YTOOBI 3BYK OBUI CIBIIIAH BCEM
cJIyIaTesneM, HO He ObLT OITyIIUTEIbHBIM.

I'padpuaeckoe ohopmieHne

» Pucynku, pororpaduu, tuarpaMMel IpU3BaHbI JOTIOJHUTH TEKCTOBYIO HH()OPMAITHIO UITH
nepeaars e€ B 6osee HarJIsIHOM BUJIE.

» Henp3s mpencraBnsaTeh pUCyHKH W (DOTO IJIOXOro KadyecTBa WM C HMCKAKCHHBIMH
IPONOPLHUAMHU.

» KenarenbHo, yTOOBI M300pa’keHHE OBUIO HE CTOJNBKO (POHOM, CKOJIBKO WILTIOCTpAIIHEH,
PaBHOMH 110 CMBICITY CAMOMY TEKCTY, YTOOBI IOMOYb II0-HOBOMY IOHSTb U PACKPBITh €TO.

» Cnemyer wu30eraTb HEKOPPEKTHBIX WILTIOCTPAIMA, KOTOpPHIE HENPABHIBHO HIIH
JIBYCMBICJIEHHO OTPa)kat0T CMbICII HUHPOPMALIUH.

» HeoOxomuMo 103a00THTBCS O PAaBHOMEPHOM W PANMOHAIBHOM  HCIIOJIb30BAHHUU
IIPOCTPaHCTBA Ha cllaiijie: eciii TeKCT NepBUYEH, TO TEKCTOBOM ()parMeHT pa3MelIaeTcs B IEBOM
BEPXHEM YIITy, a rpauecKuil pUCYHOK BHU3Y CIpaBa U HA00OpPOT.

» Ummoctpanuy peKOMEHIYeTCsl CONMPOBOXKIATh MOSCHUTENBHBIM TEKCTOM. lloammcu k
KapTHUHKaM JIy4llle BBITOIHITh COOKY MJIM CHU3Y, €CIIU 3TO TOJIbKO HE Ha3BaHHUE CaMoro ciaiija.

»  Ecnu rpagudeckoe n300pakeHne UCTIONIB3YETCs B KauecTBe (poHa, TO TEKCT Ha 3TOM (poHe
JIOJIKEH OBITh XOPOILIO YUTAEM.

Tabnuibl U cxembl

»  He crout BcTaBiATh B MPE3EHTANNIO OOBIINE TAOIHUIIBI — OHH TPYIHBI Il BOCTIPUSTHSL.
Jlyuie 3aMeHUTh UX TpaduKaMu, MOCTPOEHHBIMU Ha OCHOBE 3TUX TaOJIHMII.

»  Ecnum Bce xe Ta0iuIy 1MoKa3aTh HaJl0, TO CIEIyeT OCTaBUTh KaK MOKHO MEHBIIIE CTPOK U
CTOJIOIOB, 0TOOPAB U Pa3MECTHB TOJIKO CaMble BaXKHbIE JaHHBIE.

» Ilpm ucnonp30BaHWM CXEM Ha Cilaliax HEOOXOJMMO BBIPOBHSTH PSNIbI OJIOKOB CXEMBI,
paccTosiHue MEXTy OlOKaMH, 100aBUTh COEIMHUTENIbHBIE CXEMbI IPU MOMOIM MHCTPYMEHTOB
ABTtoduryp,

»  Ilpu co3manum cxeM Hy>KHO yYHUTBHIBATh CBSI3b MEXK/y COCTABHBIMH YaCTSIMH CXEMBI: €CIIH
OHM PAaBHO3HAYHBL, TO 3alOJHSIOTCA OJHUM mIpudTOM, (HOHOM M TEKCTOM, €CIU €CTh
nepBOCTENeHHAas MH(OpMaIus, TO OHAa BBLAEISAETCS OCOOBIM CHOCOOOM C  TOMOIIBIO
OpraHU3aIMOHHBIX THATPAMM.

Aynuo u BuieoopopmieHue

» Buzmeo, kMHO W Tele MarepHagbl MOTYT OBITh HCIOJIB30BAHBI TIOJHOCTHIO WIIA
(parMeHTapHO B 3aBUCUMOCTH OT LieJIei, KOTOpbIE PECIeYIOTCS.

»  TIpomomKkuTenbHOCTh QriibMa He JOJDKHA MpeBbIath 15-25 MuHyT, a (hparmenrta — 4-6
MUHYT.

»  Henp3s ncnonp3oBath aBa GriibMa Ha OJHOM MEPOIIPHUITHH, HO TTOKa3aTh (parMeHTHI U3
JBYX (DMIIBMOB BITOJIHE BO3ZMOKHO.

IMoaroroBka k 3a4éTy / 3x3aMeHy. [ 0OTOBUTHCS K 3a4€TY / K3aMEHY HY)KHO 3apaHee U B
HECKOJBKO 3TamoB. /{1 3Toro:



»  IIpocMmaTpuBaiiTe KOHCIICKTBI JICKITUH cpa3y IMOCIE 3aHITHIA. ITO MMOMOXKET pa300paThes C
HETMOHSATHBIMU MOMEHTAaMH JIEKIIMM U BO3HUKIIMMH BOIPOCAMH, MOKa €IIe JIEKIUs CBEXa B
MaMATH.

» beryno mpocmarpuBaiiTe KOHCIIEKTHI 10 Hadajla CIEAYIOMIETO 3aHSATUS. DTO TO3BOJUT
«OCBEXHTb» MPEABIIYIIYIO JIEKIIUIO U TOATOTOBUTHCS K BOCIPUSATHIO HOBOIO MaTepuaa.

»  Kaxnayro Henemo 0TBOAUTE BpeMsl sl IOBTOPEHUS TPOHICHHOTO MaTepraa.

HenocpencTBeHHO Npy MOATOTOBKE:

»  YnopsjioubTe CBOM KOHCIICKTHI, 3aIHCH, 3aIaHHS.

» IlpukuHBTE BpeMs, HEOOXOAMMOE BaM JUIA IOBTOPEHHUS KaxaoH dactu (OJ0Ka)
MaTrepuaa, BBIHOCUMOTO Ha 3a4er.

» CocTaBbTe pacHcaHue ¢ yYeTOM CKOPOCTH IMMOBTOPECHUS MaTepHaa, 1Jis 4ero

» Pasnmenurte Bompochkl i 3auéta / 9K3aMeHAa Ha 3HAKOMbIC (IO JIGKIIMOHHOMY KYpCY,
ceMHHapaM, KOHCIEKTUPOBAHUIO), KOTOPbIE MOTPEOYIOT JIUIIL MOBTOPEHUS U HOBBIE, KOTOPbHIE
MPUAETCS OCBaMBAaTh CAMOCTOATENbHO. HauHuTe ¢ TEM XOPOIIO BaM U3BECTHBIX U 3aKPEIUTE UX C
MOMOUIbI0 KOHCIEKTa M y4eOHHKA. 3aTeM MOMOJHUTE CBOM TEOPETHUECKHM Oara’k HOBBIMHU
3HAHUSIMHU, 00513aTEILHO BOCIIOIb30BABIINCH PEKOMEHI0BAHHOU JTUTEPATYPO.

»  [IpaBUiIbHO HCIIONB3YHTE KOHCYJIBTAIIMH, KOTOPBIC TPOBOIUT NpenoaaBaTels. [Ipuxoaure
HAa HHUX C 3apaHee NpopabOTaHHBIMH CAMOCTOATEIBHO BOIpocaMu. Bbl MokeTe MHOIYyYUTh
pa3bsICHEHUE 110 TMOBOJY CJIOXKHBIX, HE JIO KOHIIA MOHSTHIX TEM, HO HE PACCUUTHIBAUTE BO BpeMs
KOHCYJIbTAI[MM Ha NCYEPIBIBAIOIIYIO HH(OPMALIUU TIO0 COJIEP>KaHUIO BCETO Kypca.



